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1. O01mue mMoJI0KEeHUs.

1.1. WHCTpyKuusi 1O BEICHHUIO JEJIOBOM JOKyMeHTauuu (manee —
Nuctpyknuss) B MyHHIMNaabHOM — OFOJDKETHOM — 00Ie00pa3oBaTeIbHOM
yupexaeHun «CrnernuanbHas (KOppeKIMOHHas) 0011eo0pa3oBaTesibHas KO JIJIs
JIeTel ¢ OrpaHMYEHHBIMUA BO3MOXKHOCTSAMHU 3JI0POBbsI «3J1aroj1a» MYHUIIUIIATILHOTO
oOpazoBanust ropojackoit okpyr Cumdepomnons PecnyOomuku Kpbeim (manee —
[IIkoma) pa3paboTaHa B COOTBETCTBHM CO CIICAYIOINIMMUA HOPMATHBHBIMU
JIOKYMEHTaMHU:

- ®enepanbublil 3ak0H OT 29.12.2012 Ne 273-03 «O06 obpa3zoBaHuu B
Poccniickon @enepanuny;

- ®enepanbubiii 3akoH 0T 27.07.2006 Ne 152-®3 «O mnepcoHaIbHBIX
JTAHHBIX»);

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

- npuka3 OeaepanbHOTO areHTCTBA M0 TEXHUYECKOMY PETYIHMPOBAHUIO
U MeTpoJioTun MUHHUCTEpCTBA MPOMBIIIIEHHOCTH W ToproBiu Poccuiickoit
®enepanuu ot 08.12.2016 Ne 2004-ct «OO6 yTBEpX ACHUM HAIMOHAIHLHOTO
cranaapra Poccuiickoit Penepaunmny;

- npuka3 deepasbHOro areHTCTBAa MO TEXHUYECKOMY PETYIUPOBAHHIO
U METpoJorn MUHHCTEpCTBA MPOMBIIUIEHHOCTH W TOproBiau Poccuiickon
®enepauun ot 14.05.2018 Ne 244-ct «O0 yTBEpKIEHUH HN3MEHEHHUS
K HallMoHanbHOMY cTannapty Poccuiickon denepannn»;

- npuka3 PenepanbHOro apxuBHOro arenrctsa ot 20.12.2019 r. Ne 236
«O0 ytBepxkaennu [lepedHsi THIMOBBIX YIPABICHYCCKUX APXUBHBIX TOKYMEHTOB,
00pa3yroIuXxcsi B MpoLecce AESTENbHOCTH TOCYAAPCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYIIPaBJICHUS U OpraHU3aINUN, C YKa3aHHUEM CPOKOB UX XPaHEHUS»;

- npuka3 MunucrepctBa npocsemenuss CCCP ot 30.12.1980 N 176

«O BBeneHun B jeiictBue IlepeuHss NOKYMEHTOB CO CpOKaMH XpaHEHHs
MununctepctBa mnpocBemieansi CCCP, opraHoB, y4dpeXIeHUW, OpraHu3anui
CUCTEMBbI IIPOCBEIICHUSY;
- nucbMo MuHHCTEpCTBa 00pa3oBanusi, Hayku U moJjoaexu ot 30.03.2023 r.
No  1543/01-14 o Mertoauueckux pEKOMEHAAIUAX MO BEICHHUIO JICJIOBOM
JOKYMEHTAIlMU B TOCYAApCTBEHHBIX W  MYHHMIIMIAIBHBIX  JIONIKOJIBHBIX
oOpa3oBaTenbHbIX U 001e00pa3oBaTeNbHbIX opranu3anusax Pecnyonuku Kpbim.

1.2 lucTpyKkuusl ycTaHaBIMBaeT oOIIve TpeOOBaHMS K BEICHUIO IEIOBOM
nokymeHTtanuu B IIkosne.

1.3. Ilpumenenne  UMHcTpykumu  cnocoOCTBYyeT  (hOPMHUPOBAHUIO
o(pULIMaTBEHO-IEI0BOTO CTHIIS JOKYMEHTOB, COKpPALICHHUIO 3aTpaT Tpyda U CPEACTB
B IIPOLIECCE CO3JIaHUS IOKYMEHTOB.

1.4 Unctpykuus pacnpocTpaHseTcs Ha OpraHU3alHI0 paboThI
C JOKyMEHTaMH HE3aBHUCHUMO OT BHUJA HOCHUTENS, B TOM YHCJIE JJIEKTPOHHBIMH
JIOKyMEHTaMH, BKJIIOYasl TOJTOTOBKY, 00pa0OTKy, XpaHEHHE U HCIIOJIb30BAHUE
JIOKYMEHTOB, OCYILIECTBIISIEMbIX C TPUMEHEHUEM MH(OPMALIMOHHBIX TEXHOJIOTHIA.

1.5.0co0enHocT paboTHI C JIOKYMEHTaMH, CoJIep KaIluMHU



KOH(QUACHIMATBHYIO MHDOpMaLHIO (CIYKEOHYI0 U MHYIO TaliHy, EpCOHAIbHbIC
JTAHHBIE), PETYIUPYIOTCS CTICIIMATIbHBIMA HOPMATUBHBIMU aKTaMu (MHCTPYKIIUSIMH,
MOJIOKEHUSIMU, TIPABUIJIAMH ), YTBEPK1aeMbIMU pyKoBouTeseM IIKobI.

1.6. OTBETCTBEHHOCTh 3a OPraHU3AIMI0 U COCTOSHUE JETONPOU3BOJICTBA B
o0pa3oBaTeIbHON OPraHU3alui HECET PYKOBOUTEb, KOTOPBIN:

- Ha ocHOBaHuU MHCTpyKIKMU pa3pabaThiBaeT U yTBepxkAaeT MHCTPYKIHIO TIO
JIEJIONPOU3BOCTBY U HOMEHKIIATYPY el 00pa30BaTeIbHON OpraHU3alllH;

- KOHTpPOJUpYET  CcOONIoAeHHWE  TpeOOBAaHM  YTBEPKIEHHOM B
oOpazoBarenpHOM  opraHm3anuu  WHCTpyKIMH  TIO  BEACHHIO  JIEJOBOM
JIOKYMEHTAIluH,

- IPOBOJUT MPOBEPKY COCTOSIHUS IETOMPOU3BO/ICTBA,;

- obecrneuynBaeT METOJIUYECKOE PYKOBOJCTBO, MHCTPYKTaXK U KOHTPOJIb 32
COOJTIO/ICHHEM YCTaHOBJIEHHOTO MOPSAKA pabOThI C TOKYMEHTaMU;

- MHUIMHUPYET TOBBIIICHUE KBaNU(UKAIMU PaOOTHUKOB IO BOIPOCAM
JIeJIONPOU3BOICTBA;

- YIOCTOBEPSET NOAIUCHIO U MEYaThIO JOKYMEHTHI.

1.7. HemocpeaCTBEHHO BeAET Ae0Npon3BoACTBO B LIIKose OTBETCTBEHHBIN 32
BEJICHHE JIEIONPOU3BOJICTBA (J1ajee — AeIONPOU3BOAUTEND), KOTOPbII Ha3HAYaETCs
npukazom aupekropa LIkonsr.

1.8. JlenompousBoauTenb B COOTBETCTBHUM C BO3JIO)KEHHBIMM Ha HETO
3a/layaMHu:

- OCYIIECTBIISIET PETUCTPALIUIO U YUET JOKYMEHTOB;

- OPraHu3yeT JOKyMEHTOO0OpOT, POPMUPOBAHUE AEII, UX XPAHEHUE;

- OCYIIECTBIISIET TEKYIIUHA KOHTPOJb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM H
POXO0XKJICHUEM JOKYMEHTOB 00pa30BaTeIbHON OpraHU3aIlHH;

- o0ecrneunBaeT COONIOJIEHUE €IUHBIX TPEOOBAaHUUM MO TMOATOTOBKE
JOKYMEHTOB U OpraHu3aluu paboTbl C HUMH B YCIOBUSX DJEKTPOHHOTO
JIOKyMEHTO000pOTa;

- 0000maeT nHpopmaiHio 00 00beMax JOKYMEHTO000POTa;

- opraHusyetr (pOpMHUpPOBaHUE M XpaHEHHE JOKYMEHTAIMOHHOTO (OHJIAa U €ro
UCIIOJIb30BaHUE.

1.9. Illxoma BmpaBe NPUMEHSTH B CBOEH JESITEILHOCTH DIICKTPOHHBIM
JOKYMEHTOOOOpOT,  KOTOpBIM  MpeaycMaTpUBaeT  CO3JaHUE, IOAMNHCAHUE,
UCTIOJIb30BaHUE U XpaHEHHUE TOKYMEHTOB, CBSA3aHHBIX C JeaTeabHOCThI0 [1IKombI, B
AJIEKTPOHHOM BHjJe 0Oe3 AyOnaupoBaHus Ha OyMakHOM Hocutene. PemieHue o
BBEJICHUU DIJIGKTPOHHOTO TOKYMEHTOOOOpPOTa M TOPSAOK €ro OCYIIEeCTBICHHUS
yTBEPXKAAOTCS TUPeKTOpoM LLIKOIBI MO COTNIaCOBaHUIO C €€ yUpPEAUTEICM.

1.10. Bces nenoBast JOKyMEHTAIIMS XPaHUTCS B CHEIMATBLHO 000pYI0BaHHBIX
noMeneHusx, mrkadax uiam ceiidax ¢ codmoaeHueM TpedbopaHuii deaepanbHOTO
3akoHa Poccuiickoit @enepanuu ot 27.07.2006 Ne 152-®3 «O nepcoHAIbHBIX
JTAHHBIX).

1.11. PaGoTaTh ¢ JOKyMEHTaMH BHE CITy>K€OHBIX TTOMELICHHUI 3arperiaeTcs.

2. lokymeHTsI LIIKO0JIBI.



2.1. upextop LIKoabl WK JHUIIO0, UCTIONHAIOIIEE €r0 00S3aHHOCTH, U3AeT
NpUKa3bl, MHCTPYKLMH, TPaBUIIA, MOJOXKEHUS, 00s3aTebHbIC IJISl MCIIOJHEHUS
BCEMH pabOTHUKAMHU.

2.2. Xox o0cCyxIeHusl BOIMPOCOB Ha 3acEeJaHMSIX KOJUIETHAIbHBIX OPraHoB,
COBETOB, COOpaHUSX, COBEUIAHHUAX M pELICHHWS, NpPUHUMAaeMble Ha HHX,
(UKCUPYIOTCA B IPOTOKOJIAX.

2.3. JIns ocyliecTBICHHS ONEPATUBHBIX CBS3€H ¢ APYrUMH OpraHU3alUsIMU
U TpaxJaHAMH HCIONB3YIOTCI Takue (OpPMbI, Kak THCbMa, TEJIEeTrpaMMBbl,
TeIeOHOTPAMMBI.

2.4. JIns ocyuIiecTBICHUS pUEMa, YBOJIbHEHUS, IEpeMelIeHHs] paOOTHHUKOB,
IPEIOCTABICHUSI UM OTIIYCKOB O(OPMIISIOTCSI TPYIOBBIE JOTOBOPHI, MPUKA3HI IO
JUYHOMY COCTaBY, 3asiBJICHUS, TPYJOBbI€ KHUKKHU, JIMYHbIE KAPTOUKHU U JIP.

3. YueOHo-negarornyeckasi JOKyMeHTALMS.

3.1. YyeOHast JOKyMEHTaluss — 53TO KOJWYECTBEHHAass M KadyeCTBEHHas
XapaKTEPUCTUKHU COCTOSIHUS y4eOHOM, METOJUYECKON M BOCHUTATEIbHON pabOTHI
[ TkoJBL.

3.2. Ilemarormyeckue  pabOOTHUKM TpPU  peau3aldd  OCHOBHBIX
0011e00pa3oBaTeNbHbIX MPOrpaMM  OCYIIECTBISIIOT —IMOATOTOBKY — CIEAYIOLIEH
noKyMeHTauu (mpuka3 MuHucTepcTBa npocsetienus Poccuiickoit @enepanuu ot
21.07.2022 No 582 «OO0 yTBepKIECHHHM IEpEYHs IJOKYMEHTAIMH, MOATOTOBKA
KOTOPOM OCYHIECTBISETCA MEJAarorHuecKuMyu pabOTHUKaMU TIPU  peaM3aliu
OCHOBHBIX 00111€00pa30BaTEIbHBIX MPOTPAMM):

- pabouasi mporpaMma y4eOHOro MpeaMeTa, Y4eOHOTo Kypca (B TOM 4YHCIIe
BHEYPOUHOH AESATENBHOCTH), yHeOHOTO MOMYJIS;

- )KypHaJl yyeTa yCleBaeMOCTH;

- JKypHaJl BHEYPOUHOH MAESITENbHOCTU (1 TMeJarormuyeckux paOOTHHUKOB,
OCYLIECTBIISIOIINX BHEYPOUHYIO ACSATENBHOCTD);

- TUIAaH BOCHIHTATENBHOM paboThl (UIsl TEJAaroruuyeckux pabOTHUKOB,
OCYIIECTBISIOMUX (QYHKITUU KIACCHOTO PYKOBOJIMUTEIIS);

- XapaKTepHUCTHKa Ha oOydaromierocs (1o 3ampocy).

3.3. IllxonmpHbIE JOKYMEHTHI OQOPMISIOTCA CBOEBPEMEHHO, YETKO,
pa3z0opunBO, 0€3 MOAYNCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHHE B MPAaBUILHOCTH
BHECCHHBIX JJaHHBIX.

3.4. 3anucu B JOKYMEHTax MPOU3BOJATCS IIAPUKOBOM PYUYKOH YEPHOIO
1[BETA.

Omubka, pgomymieHHas B TEKCTEe WM HUGPOBBIX JaHHBIX JIOKYMEHTA,
UCIIPABIIACTCS  CICAYIOMMM  00pa3oM: OIIMOOYHBIE CJIOBa WU ITUDPHI
3a4ePKUBAIOTCS TaK, YTOOBI MOXKHO ObUIO MPOYECTh 3aYEPKHYTOE, & CBEPXY, JIMOO
psgoM, MO0 Ha TONAX TMHINYTCS YTOYHEHHBIE JaHHbIe. Bce BHeceHHBIC
WCIIPABJICHUS JIOJDKHBI OBITH OTOBOPEHBI W 3aBEPEHBbl TMOMAMUCIMH  JIUII,
opopMHBIIMX JOKYMEHT. 3a JOCTOBEPHOCTh CBEICHHUH, COAEpXKalluxcs B
JIOKyMEHTaX, HajyIexkaIiee ux ohopMIIeHHe HECYT OTBETCTBEHHOCTh JIOJDKHOCTHBIC
JULA, NOANUCABLIINE TOKYMEHT.

3.5. B coctaB nokymenToB llIkosbl BXOAST:



- OpraHU3alMOHHBIE TOKYMEHTHIL;

- ycraB [lIkoJbr;

- IPaBOYCTAHABIIMBAIOIINE JJOKYMEHTHI;

- TIOJDKHOCTHBIE MHCTPYKIIUU COTPYHUKOB;

- KOJUUIEKTUBHBIN JOTOBOP;

- IIITATHOE PACIIMCAHHUE;

- IpaBWJIa BHYTPEHHETO TPYAOBOTO pPacropsika u Jap.

PacrniopsimurenbHbie JOKYMEHTHI:

- IPUKAa3bL;

- paCIOPSIKEHHUS;

- WUHCTPYKIUU U JIp.

NupopmanimoHHO-CIIpaBOYHBIC JOKYMEHTHI:
- IPOTOKOJIBI;
- IUIaHBI,
- OTYETHI;
- CIIPABKHU | Jp.

3.6. Bce xHuru u xypHajibl, KoTopble BemyTcs B IlIkone Ha OyMakHBIX
HOCUTEJISIX, TIOCTPAHUYHO NPOHYMEPOBBIBAKOTCS, MPOUIHYPOBBIBAIOTCA U
noanuchbiBatOTCs qupekTopom IlIkosnsl. Iloanmuce gupekropa 3aBepsieTcs rnevaTbio
IIxobI.

4. IlpaBuia opopmiieHUs1 JOKYMEHTOB

4.1. OcHoBHbIEe TpeOOBaHUS 10 0POPMIIEHHIO TOKYMEHTOB.

JIOKyMEeHTbl ~ MOTYT  CO3JaBaThbCd Ha  OyMaXXHOM  HOCUTENE U
B DJIEKTPOHHOW (opMe ¢ COONIOACHUEM YCTAHOBJIEHHBIX MpPaBW O(OPMIICHUS
JIOKYMEHTOB.

[Ipu co3maHuM JOKyMEeHTa Ha JABYX U OoJjiee CTpaHHMIAX BTOPYIO H
NOCJIEYIOLIUE CTPAHUIIBI HyMEPYIOT.

Jlommyckaetcsi co3gaHue JOKYMEHTOB Ha JIMIIEBOM M OOOpPOTHOM CTOpOHaX
mucta. lIpu IBYCTOPOHHEM CO31aHMM JOKYMEHTOB LIMPHHA JIEBOIO IIOJS Ha
JUILIEBON CTOPOHE JIUCTa M MPABOro MOJii Ha 00OPOTHOW CTOPOHE JINCTA JOJKHBI
OBITH PaBHBI.

[IpeAnoYTUTENBHBIMA ~ TApHUTYpAaMU M pa3sMepamMu  WPUPTOB  AJs
PEKBU3UTOB JOKyMeHTa siBisitoTcst Ne 12,13,14.

[Ipu cocraBiennu TabIUI JOMYCKAETCsl UCIOJIb30BaHUE MIPUPTOB MEHBIINX
pa3MepoB.

AO3arHbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cM.

3aroyioBKM pasziesioB U MOJPA3JEoB IeyaTaloTcs ¢ ad3alHbIM OTCTYIIOM
VI LICHTPUPYIOTCS N0 IIUPUHE TEKCTA.

MHOroCTpOYHbIE PEKBU3HUTHI IMIEYATAKOTCS YEpe3 OIUH MEXKCTPOUYHBIN
WUHTEpBaJ, COCTABHBIE YACTH PEKBHU3UTOB OTACIAIOTCS  JIONOJHUTEIbHBIM
MHTEPBAJIOM.

Tekcr nokymeHTa neyaraercs yepes 1-1,5 MeKCTpOUHBIX MHTEpBAIA.

WuTepBan mexy OyKBaMu B CJIOBaX - OOBIYHBIN.



WNuTepBan Mexmy clioBaMH - OTMH MPoOeT.

TekcT MoKyMeHTa BBIpaBHUBACTCS IO MIMPUHE JIUCTA (10 TPAHHIIAM JICBOTO
¥ TIPAaBOTO TIOJICH IOKyMEHTA).

HopMaTuBHBIME aKTaMU OpraHW3alldd MOXXET OBITh MPETyCMOTPEHO
BBIJICTICHUE PEKBU3UTOB «aJpecary», «3arojIOBOK K TEKCTY» WIN «IOIIHUCHY, a
TaK)Ke OTJCIBHBIX (PPAarMEHTOB TEKCTA MOIYKUPHBIM MIpU(TOM.

TekcT mokyMeHTa JODKEH OBITh M3JI0XKEH KPaTKO, TPaMOTHO, MOHSTHO H
O0BEKTUBHO, 0€3 MOBTOPEHUN M YMOTPEOJICHHs CIOB U O0OOPOTOB, KOTOPHIE HE
HECYT CMBICIIOBOM HAarpy3Kd, M JOJDKEH KacaTbCsi TOTO BOMPOCA, KOTOPHIHA
copMyIUPOBaH B 3arojoBKe K TEKCTy. TeKCT JAOKyMeHTa OpopMIIsieTCs B BUJC
CIUTOIITHOTO CBSI3HOTO TEKCTA WJIM TAOJIUIIBI, I ITyTEM COYETaHUs dTUX (Gopm.

TeKCThI CTIOKHBIX U OOJBIINX M0 00BEMY JTOKYMEHTOB (JIOKJIAbI, OTUYETHI U
T.J.) JCIATCS Ha pasfenbl, MOAPa3lenbl, MYHKTBI, MOAMYHKTHL. I[IyHKTBI u
MOJITYHKTBI B TEKCTE HYMEPYIOTCS apaOCKuMU IudpaMu ¢ TOUKOH.

ITpumep -

1.

1.1.

2.

2.1.

JIoKkyMeHTBI, Kak mpaBuiio, odopmisitoTcss Ha Omankax I[lIkosbl, umeroT
YCTaHOBJICHHBI KOMIUIEKC 0053aTEeIbHBIX PEKBU3UTOB M CTAOMIBHBIA MOPSAIOK WX
PacIOI0KEHHUS.

brnanku KaXmoro BHIAa W3TOTABIMBAIOTCS HAa OCHOBE YIJIOBOTO WU
IPOAOIBHOTO pa3MEIICHNs PEKBU3HUTOB.

PekBU3UTHI 3arojioBKa pa3MemIaroTCs IEHTPUPYEMBIM (HA4ajllo W KOHEIT
KOKIOM CTPOKM PEKBU3WTA PABHO yHIaJeHbI OT TPAHMII 30HBI PACIOJIOKCHHS
PEKBU3UTOB) WJIM YTJOBBIM (Ka)KJasi CTpOKa PEKBU3WTAa HAYMHAETCA OT JIEBOU
I'PaHUIIBI 30HBI PACIIOJIOKEHUSI PEKBU3UTOB) CIIOCOOOM.

Jly1st m3rotoBieHus 0JIaHKOB MUCIIOJIB3YIOTCS JTUCTHI Oymaru gopmarta A4 (210
x 297 mm) u AS (210 x 148 MHIITTUMETPOB).

Kaxnplii muct moxkymeHTa, oOpMIICHHBINM Kak Ha OJlaHKe, Tak ¥ 0e3 Hero,
JTOJKEH UMEThH TI0JISI HE MEHEE, MM:

nesoe - 20;

npasoe - 10;

BepxHee - 20;

HxHee - 20.

JIOKyMEeHTBI JyIUTENbHBIX (CBBIIIE 10 JIeT) CPOKOB XpaHEHUS JOJKHBI UMETh
neBoe nose He MeHee 30 M.

4.2. OdopmjieHUE PEKBU3UTOB TI0KYMEHTOB.

4.2.1.ABTOp 10KYMEHTOB.

HanmenoBanue I1Ikombl yka3plBaeTCsi B TOYHOM COOTBETCTBUU C yCTaBOM.
CokpallleHHO€ HaMMEHOBaHUWE TMOMENIAETCS MOJl TMOJHBIM HAUMEHOBAHUEM B
CKOOKax.

HaunmMenoBanue HODKHOCTH JIMIJa — aBTOpa JOKYMEHTa HCHOJIb3YETCS B



OJlaHKax  JOJDKHOCTHBIX JIMI[ M pacrmoJjiaraercss  MojJ ~ HAaWMEHOBAaHUEM
o0pa3oBaTeIbHON OpraHu3aluu.

HavMeHoBaHue [ODKHOCTM JMIla — aBTOpa JOKYMEHTAa YKa3bIBaeTCs B
COOTBETCTBUH C HAUMEHOBAHUEM, NMPUBEJICHHBIM B PACTIOPSAUTEIILHOM JOKYMEHTE
O Ha3HAYEHHUH HA JIOJKHOCTb.

4.2.2.CnipaBouyHbIe 1aHHbIE 00 00pa30BaTe/IbHOI OPraHu3aIuu.

CnpaBounsie nmanHeie o Illkome yka3piBaroTcs B ONaHKaX THCEM U
BKJIIOYAIOT: aJpec, HoMep TenedoHa, ajpec 3MEeKTPOHHOM MOYTHI, CETEBOU ajpec, a
taxxe OKIIO, OI'PH, MHH u KIIII opranuzamumu.

4.2.3.HaumeHoBaHMe BUIA TOKYMEHTA.

HanmenoBanue Buja IOKyMeHTa, cocTaBieHHOro IlIkoyol, MOMKHO OBITh
OTIPEJICJICHO YCTaBOM (TIOJIOKEHHUEM) B JOJDKHO COOTBETCTBOBATh HAUMEHOBAHUSM
BUJIOB JOKYMEHTOB, IpeaycMorpeHHbiM OKVY/I: akt, cpaBka, 3amucka, CBOJAKA,
OT3bIB, IPOTOKOJI, CIHMCOK, HW3BEIICHHWE W Ap. PacropsautenbHble TOKYMEHTbI
OpraHu3alliy U3JAI0TCA CO CJICAYIONIMMHI Ha3BaHUAMU: MPUKA3, PACIIOPSKEHUE.

HauMeHoBaHue BHJIa U Pa3HOBUJHOCTH JOKYMEHTAa HE YyKa3blBaeTCid B
MMChMax.

HanmenoBanwe Buaa JOKyYMEHTa IIedaTaeTcsi TMPOMUCHBIMH OyKBamMu
MOTY>KUPHBIM HIPUDTOM.

4.2.4. ]laTa TOKYMeHTA.

Jlata J1OKyMEHTa COOTBETCTBYET Jare MOANucaHus (yTBEPKIEHUA)
JIOKYMEHTa WX AaTe COOBITHS, 3aQUKCUPOBAHHOTO B IOKyMEHTE:

- apabckumu nudpamu, pazaeneHabiMu Toukoii: 05.06.2021;
- CJIOBECHO-IIM(POBBIM criocoboM: 5 uioHst 2021 .

B TekcTax JOKyMEHTOB, COIEpKalIUX CCHUIKM HAa HOPMATHUBHBIE MPABOBBIC
aKTbl, W JIOKYMEHTOB, COJIEp)KAIllUX CBEACHHUS (PUHAHCOBOTO XapakTepa,
MPUMEHSIETCS CIIOBECHO ITU(POBOM crmocod ykazaHus AaT 0€3 MPOCTABICHUS HYJIS
B 0003HAYCHUU JHS MeECAIA, €CIM OH COACPXKUT oaHy uudpy: 3 ampeas 2021
roaa.

Pa3pemiaercs mMpuUMEHATH CIOBO «rOJ» B COKPAIIEHHOM BapUaHTE «I».
1 urwonsa 2021 r.

4.2.5. I'pud orpaHuveHns 0CTyNA K JOKYMEHTY.

[IpocTaBisieTcss B NMpPaBOM BEPXHEM YINIy IIEPBOrO JIMCTAa JOKYMEHTa
(mpoekTa NOKyMEHTa, CONMpPOBOJUTEIBHOTO MUChbMAa K JOKYMEHTY) Ha TIpaHMIIE
BEPXHETo MOJIsI NMPU HAIMYMKA B JOKYMEHTe WH(pOpMaIlu, JAOCTYH K KOTOPOM
OTPaHUYEH B COOTBETCTBUM C 3aKOHonarenbCcTBOM Poccuiickon ®enepauun. B
COCTaB PEKBHM3UTA BKJIOYAETCS OrpaHUYUTENbHAs Haanuch: «/ns ciyxeOHOro
noJib30BaHus», «KonpuaenunansHo», «llepconanbHble TaHHBIE» WIH Jp.

IIpumep: IlepconanbHbIe NaHHBbIE PA0OTHUKOB
9Kk3. Ne 1
MyHununajibHoe OK/I:KeTHOe 0011eo0pa3oBaTeabHoe yupe:xaenue «koaa Ne 1»



(MBOY Illkoaa Ne 1)
IleHTp 10NOJIHATEILHOTO 00pPA30BAHMSA
ITPUKA3

Bce Bugbl I’pI/I(i)OB OrpaHUYCHUA OOCTYIIA K JOKYMCHTAM 3aKPCILIAIOTCA B
JJOKAJIbHBIX aKTaX 06p330BaTeHBHOﬁ opraHm3anuu.

4.2.6. PerncTpaninoOHHbIA HOMeP TOKYMEHTA.

Perucrpanumonnsiii HomMep — 1mdpoBoe WM  OyKBEeHHO-LU(POBOE
0003HaYEHNE, MPUCBANBAEMOE TIOKYMEHTY IIPU €r0 PETUCTPALIUH.

Peructpamusi mokymMeHTa MPOBOIAUTCS IIOCJIE€ €ro MOANHCAHUS —WJIH
YTBEPKIACHHUS.

Jl7is BHyTpEHHUX JOKYMEHTOB — MPUKA30B, MPOTOKOJIOB — 3TO MOPSAKOBBIH
HOMEp B Mpejenax KaJIeHIapHOro roja/ yyeOHOro roja mo KaXIOMy BUAY WU
pPa3HOBUAHOCTH JOKYMEHTOB. B mpHka3zax perucTparioHHBII HOMEpP MOXKET
JIOTIONTHATHCA OYKBEHHBIM WHACKCOM, 0003HAYAIOIINM Pa3HOBUIHOCTH.

JUi UCXOAAIINX TOKYMEHTOB PETUCTPALIMOHHBI HOMEP COCTOUT U3!

1) nmopsAaKOBOrO HOMEpa B TIpeleNaX  MacCHBa  OTIPABISEMOM
KOPPECIIOHICHIINH;

2) uHJeKca Jiena B COOTBETCTBUM C HOMEHKJIATypoil Jen oOpa3oBaTelbHON
OpraHU3allHH.

PeructpanmoHHbIil HOMEp AOKYMEHTa, COCTABICHHOTO COBMECTHO ABYMS U
Oornee OpraHuM3alUsIMH, COCTOUT W3 PETUCTPAIMOHHBIX HOMEPOB JOKYMEHTOB
KaXIOW M3 TUX OpraHU3allui, MPOCTABISIEMBIX Yepe3 KOCYIO0 YepTy B MOPSAKE
yKa3aHUs aBTOPOB B JIOKYMEHTE.

4.2.7. CcplIKa HA perucTPAlMOHHBII HOMEP U ATy J0KYMEHTA.

Ccbuika Ha pErucTPALMOHHBIA HOMEp U J1aTy JTOKYMEHTa BKJIIOYAET B ce0s
pPErucTpallMOHHBIA HOMEp M JIaTy JOKYMEHTa, Ha KOTOpbIM TOJKEH ObITh JaH
OTBET.

Ccbuika Ha HOMEp M JaTy JOKYMEHTa HCIOJIb3YeTCs MpH O(OpMIIEHUH
MUCEM, SIBJISIFOIIMXCS OTBETaMU Ha MOCTYMNHBILIEE MUCHMO (3arpoc, MpochOy U 1Ip.).
CBeneHMsI B peKBU3UT IIEPEHOCATCS ¢ NOCTYIMBILErO JOKYMEHTA U COOTBETCTBYIOT
PErHCTPAlMOHHOMY HOMEPY U AaTe MOCTYNUBLIETO JOKYMEHTA.

OrpaHnuuTenbHass OTMETKA I JAHHOIO PEKBU3UTA MPOCTABISAETCS B
JeBOM yacTu OJlaHKa MHUCbMa TMOJ] PEKBU3UTOM «JaTa» U «PETUCTPALMOHHBIN
HOMEp TOKyMEHTA».

Hanuuue naHHOTO peKBU3UTA MCKIIOYaeT HEOOXOJIMMOCTh YIOMHUHAHUS
HOMEpA U JaThl MOCTYIHUBILIETO JTOKYMEHTa B TEKCTE€ MUChbMAa, YTO OCBOOOXKIAeT
TEKCT OT CIPABOYHON MH(POPMALIHH.

4.2.8. MecToO cOCTaBJIEHUS] MU U3IaAHUS IOKYMEHTA.
Mecrto coctaBneHusi (M3AaHMs) JOKYMEHTa YKa3bIBAaETCS B JOKYMEHTaX,
W3TOTABIMBAEMbIX Ha OJIaHKAaX KOHKPETHBIX BUOB TOKYMEHTOB.



4.2.9. Aapecar.

AnpecataMu TOKyMEHTa MOTYT OBITh IOPUJINYECKUE JIULA, UX CTPYKTYpPHBIE
HOJIpa3esIeHUs ¥ TOJDKHOCTHBIE JIMIA, a TAKXKE (PU3NYECKUE JINLA.

PexBu3uT «agpecar» NpoCTaBIsAECTCA B BEpPXHEH NPAaBOW 4acTH JAOKYMEHTA
(Ha OnaHKe C YIJIOBBIM pACIOJIOKEHUEM PEKBU3UTOB) WM CIpaBa O]
pekBU3UTaMM OJyilaHKa (TpU MNPOJOJIBHOM PACHOJIOKEHUN PEKBU3UTOB OJIaHKa).
CTpOoKHM pEeKBU3NTA «aJpecaT» BBIPAaBHUBAIOTCS 110 JIEBOMY Kparo WIN LIEHTPYIOTCS
OTHOCHUTEJIBHO CAMOU JNIMHHOU CTPOKH.

Ecnu gOKyMEHT aJpecoBaH IOPHANYECKOMY JIMIY WIH €r0 CTPYKTYpHOMY
NoJpa3/ieJieHut0 0e3 yKa3aHus JIOJDKHOCTHOTO JIMIA, WX HaWMEHOBAHHUSA
IPUBOJASTCS B UMEHUTEIBHOM I1aJIEXKE.

[Ipumepsr:

1. MuHnucrepcTBo 00pa3oBaHus,
HAYKH M MOJIOJACKHU
Pecny0sinku Kpbim

2. MuHucTepcTBO 00pa3oBaHusl,
HAYKH M MOJIOIEKHU
Pecny0sinku Kpbim
ynpasJjieHue 001ero
oOpa3zoBaHust

[TouToBBINl afgpec yka3bIBaeTCs MPU HANpPaBICHUU JIOKYMEHTa Pa30BBIM
KOPPECIIOHIEHTaM.

Ecnu nokymeHT agpecoBaH PYKOBOAHUTENI HOPUIMYECKOrO JUIA WU €ro
3aMECTUTENI0, HAUMEHOBAaHUE IOPUJIUYECKOTO JIMIla BXOJUT B  COCTaB
HaUMEHOBAHUS I0JHKHOCTH ajpecaTa, KOTOpOoe MPUBOJIUTCS B AaTEIHLHOM Majexke.

[Tpumep —

PykoBoauresnro ®@exepajbHOro
ApPXMBHOI0 areHTCTBA
®amvuansa U.0.

Wuunmanel  craBiaTcss mocie (amMWIMM  HE3aBHUCHUMO OT TOTO, KOMY
a/IpecoBaH JOKYMEHT — JOJKHOCTHOMY JIUIY WK (PU3HUYECKOMY.

[Ipn agpecoBaHMM NMHUCbMa PYKOBOAMUTEN CTPYKTYPHOTO MOJAPA3ACIICHUS
YKa3bIBa€TCsl B MMEHUTEIBHOM IMa/Ie’K€ HANMEHOBAHWE OpPTaHW3allid, HUXKE - B
JATEJIbHOM TMaJIe)K€ HAMMEHOBAHUE JOJDKHOCTH PYKOBOJMTEIS, BKIIFOYAIOIIEE
HAaMMEHOBAaHUE CTPYKTYPHOTO NOipa3iejeHusl, (paMUINI0, UHUIUATIBL.

[Tpumep: MunucrepcTBo 00pa3oBaHus,
HAyKH ¥ MoJioaexu Peciy0smkn Kpbim
HavanbHuky ynpasjieHusi 001iero o0pa3oBaHus
®amuinsa U.0.

[lepen davumuelt JODKHOCTHOTO JIMIA JIOMYCKAeTCA  YIMOTPEOsATh
COKpalleHUe «r-Hy» (TOCIOJMHY), €CJIM aIpecaT MY>KUMHA, UK «T-Ke» (TOCIOoXkKe),
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€CJIM aJipecaT KEHIIMHA.

IIpn pacceuike OOKyMEHTa TpPYINNE OpraHu3aluid OAHOTO TUINA WM B
CTPYKTYpHBIE TIOAPA3ACICHUS OJHOW OpraHu3aluu, aJpecaT YKa3bIBaeTcs
0000IIEHHO.

B ogHOM ToKyMEHTE HE T0HKHO OBITh 00Jiee YEThIPEX aJIPEcaToB.

[Ipu OonbllleM KOJUYECTBE aApECcaToB COCTABISETCS CIHUCOK (JIUCT,
yKa3aTellb) PacChbUIKM JOKYMEHTa, HAa KaXJIOM JOKYMEHTE YKa3bIBa€TCS OJUH
aapecar wid agpecaT opopmirsieTcs 0000IIeHHO.

B cocraB pexBu3ura «AgnpecaT» MOKET BXOIUTH ITOYTOBBIM ajpec.
DOneMeHThl  MOYTOBOIO  aJpeca  YKa3blBAIOTCA B IOCJEI0BATEIBLHOCTH,
ycTaHoBJIeHHOU [IpaBunamu oka3aHus yCiayr MOYTOBOM CBSI3H.

[Ipumep -
Bcepocceuiickuii Hay4HO-
HCCJIEI0BATEIbCKUI HHCTUTYT
AOKYMEHTOBEICHUS U APXUBHOIO JeJI1a
IIpodcoro3nas ya., 1. 82,
MockBa, 117393

B ciywae oTnpaBku JOKyMeHTa (DU3MUECKOMY JIMIy YKa3bIBaIOTCA:
dbaMunusi, WHUIMAIBI, MOYTOBBIM ajpec: (yluila, HOMEp JOoMa U KBapTHUPHI,
HACEJICHHBIN MyHKT, pailoH, 00JacTk (Kpail, pecmy0biinKa), MOYTOBBIN UHACKC).

[Tpumep:

®amuius U.0.
CapoBas yJi1., 1. 5, kB. 12,
r. JHCK, JHCKOI 00J1., 301264

[Ipu oTnpaBke mUChbMa MO 3JIEKTPOHHOM NoOUTe€ WM MO (PaKCUMHIbHOU
cBs3u (0€e3 JOCBhUIKM M0 TMO4YTe) IMOYTOBBIA ajapec He ykaszbiBaeTcs. Ilpu
HEOOXOJIMMOCTH  MOXET  OBITh  yKa3aH  DJJIGKTPOHHBIM  ajmpec  (HOMeEp
tenedona/dakca).

[Tpumep:

Bceepoceuniicknii HAY4HO-
HCCJIeI0BATEIbCKUI HHCTUTYT
AOKYMEHTOBE/IeHNsI U APXUBHOIO j1eJ1a
mail@vniidad.ru

4.2.10. I'pu¢ yTBep:KaeHNs JOKYMEHTA.

I'pud yTBEepxkAeHUS TPOCTABIAETCS Ha JOKYMEHTE B Cly4dae €ro
YTBEPXKJICHUSI ~ JIOJDKHOCTHBIM  JIMIIOM,  PacHoOpsAIUTENbHBIM  JIOKYMEHTOM
(MpUKa3oM, pacropsiKEHUEM, PEILICHUEM ).

I'pud yTBepkaeHUss pa3MmerniaeTcs B MPaBOM BEPXHEM YTy MEPBOTO JIMCTA
nokyMeHTa. CTpOKM pEKBU3WTA BBIPABHUBAIOTCS IO JIEBOMY Kpaw WU
LHEHTPYIOTCSI OTHOCUTEIIBHO CaMOM JITIMHHON CTPOKH.

[Ipu yTBepkIeHUU TOKYMEHTA IOJLKHOCTHBIM JIMIIOM TPHU( YTBEPKICHHUS
cocroutr wu3 cinoBa YTBEPXJIAIO, nanmMeHOBaHUS JOJDKHOCTH  JIMIIA,
YTBEPKAAIOMIETO JOKYMEHT, €ro TMOANNCH, HWHHUIMAJIOB, (QamMWIMd U JaThl
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YTBEPKIACHUS.

[Tpumep: YTBEPXKIAIO

Jupextop MBOY COHI Ne 1
IHopmucy U.0. ®amuniaus
Hara

[Ipn yTBEepk)ACHUM JOKYMEHTa pPACHOPAIUTEIbHBIM JOKYMEHTOM Tpud
yTBepxaeHuss  cocrour w3 ciaoa  YTBEPXJIEH  (YTBEPXJIEHA,

YTBEPX/JEHBI unu YTBEPXJIEHO), corinacoBanHOro ¢ HAUMEHOBaHHEM BH/JIA,
YTBEPKIAEMOI0 JOKYMEHTa, HAMMEHOBAHUSI PACHOPSIUTEIIBHOTO JIOKYMEHTa B

TBOPHUTEIILHOM I13JI€KE, €r0 1aThl, HOMEpA.
[Ipumepsr:

1. (ITopsiook) YTBEPXJIEH
npukazom MBOY COII Nel

5 anpeast 2021 r. Ne 82

YTBEPXJIEHbI
npukazom MBOY COI Ne 1
15.06. 2021 r. Ne 83

2. (Ilpasuna)

3. (ITonooicenue) YTBEPKAEHO
npukazom MBOY COII Ne 1

15.06. 2021 r. Ne 83

[Ipu npussTHH (PACCMOTPEHHM) JOKYMEHTA KOJJICTMAJIbHBIM OpPraHOM
0o0pa30BaTeNbHON OpraHu3allii, PeleHus KOTOporo (GUKCUPYIOTCS B MPOTOKOJIE,
B rpu(e mpuHATO (PaCCMOTPEHO) YKa3bIBAETCA HAMMEHOBAHHME OpraHa, peIIeHUEM
KOTOPOT'O MPUHSAT JOKYMEHT, JaTa 1 HOMEp MPOTOKoJja (B CKOOKax).
YTBEPKJIAIOIIETO IOKYMEHTA B TBOPUTEIBHOM NaJEXKe, €ro JaThl, HOMEpA.

[Ipumepsr:

3. ([lopsiook) MPUHSAT
neJarornyecKuM coBeTOM
(mpotoxoua ot 15.08.2021 Ne 12)

4. (Ilpasuna) IMPUHSTHI
YupapjassiomuM cCOBETOM
(mpoTtokoa ot 15.06.2021 Ne 8)

3. (ITonosicenue) MNPUHATO

001mumM codpanneM padOTHUKOB

o0pa3oBaTe/IbHON OpraHnu3alunu
(mpotoko 15.06.2021 r. Ne 83)

4.2.11. 3aroy10BOK K TEKCTY.
3aroioBOK K TEKCTy BKJIIOYAET B CeOS KpaTKOE COJEpIKaHHWE TOKYMEHTA,
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€ro OCHOBHYIO CMBICIIOBYIO HAarpy3Ky. 3arojioBOK (OopMyIUpPYETCsl C MPEeasorom
«O» («O0») 1 0TBEUAET HA BOMPOC «O YEM?»:
o TpuKa3 (0 4eM?) 0 CO3TaHUH aTTECTAIIMOHHONW KOMHUCCHH,
o TpuKa3 (0 ueM?) 00 yTBEpKIECHUH IMTATHOTO PACIIMCAHUS;
e TMHUCHMO (0 YeM?) 0 IpeIOCTaBICHUU HH(DOPMALIIH.
3aroyioBOK COCTaBIJIIET MCIOJHUTENb JIOKYMEHTA. 3arojoBOK K TEKCTY
oopmisieTcss o peKBU3UTAMH OJIaHKa CJieBa, OT TPaHUIIBI JieBoro mois. Ecim
TEKCT JOKYMEHTa HE MPEBBIIIACT YETHIPEX-TISATU CTPOK MM OPOPMIICH Ha OiaHKe
dbopmara A5, 3aroJIOBOK MOKHO HE YKa3bIBATh.
3aroloBOK  JOKyMEHTa 3allMChIBA€TCSI MPU €ro  PErucTpalud B
COOTBETCTBYIOIME PETUCTPAIIMOHHBIE (POPMBI: KAPTOUKY, 0a3y TaHHBIX.

4.2.12. TekeT 10KYMEHTA.

TekcT NOKYMEHTa COCTABIISIETCSI HA PYCCKOM S3BIKE KaK I'OCYJIapCTBEHHOM
a3plke  Poccuiickori ®enepanuu. TeKCT HJOKyYMEHTa U3JIAraeTcs pPyCCKUM
JUTEPATYPHBIM SI3BIKOM C YyYETOM OCOOEHHOCTEW O(ULMAIbHO-IEIOBOTO CTHIIA,
BHJIA JTOKyMEHTa u €ro Ha3HAYECHUS B YIPABJICHYECKOU
nesitenbHOCTH. CozepkaHMe JTOKyMEHTAa JOJDKHO OBITh  M3JI0KEHO KpaTko,
JIOTUYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB U3JIararoTCs:

- oT l-ro 7nuuma eIMHCTBEHHOrO 4YHCiIa B JOKYMEHTax (MpuKas,
pacnopsbkeHHe W T.J.) PYKOBOOUTENs  0Opa3oBaTeNbHOM  OpraHu3aluy,
JNEUCTBYIOLIErO0 Ha MPUHUMIIAX €JMHOHAYalus, a TakkKe JOKYMEHTax,
aJIpeCOBAHHBIX PYKOBOJCTBY OpraHM3allMU: [PUKa3bIBaI0... TOATOTOBUTH H
NPEACTaBUTh HA PACCMOTPEHHUE; MPOILY PACCMOTPETh BOMPOC 00 YCTaHOBJICHUHU
JBTFOTHBIX Tapu(OB...;

- 3-Tr0 JUIa €IUHCTBEHHOTO YKCIIa B IOKYMEHTAX KOJIJIETHMAIbHBIX OPTaHOB:
KOMHUCCHS PEUIWIIA...; OPTaHU3aLMsI HE CUUTAET BO3MOXKHBIM...;

- 1-ro nuua MHOKECTBEHHOTO YKCJa B COBMECTHBIX JIOKYMEHTax: MPOCHUM
IIPEACTABUTH JAHHBIE O...; IPEACTABIISIEM HA PACCMOTPEHHE U YTBEPKICHHUE. .;

- 3-TO JMIla MHOKECTBEHHOTO YMCJia B MPOTOKOJAX: CIYIIAdu, BBICTYIINIIH,
MOCTAHOBWJIU, PELIUIIN.

B nmokymeHTax, yCcTaHaBIMBAIOIIUX MpaBa M OOS3aHHOCTH OpraHU3AlNU, €€
CTPYKTYPHBIX MOJpa3feieHuil (I0JI0KeHHe, HHCTPYKIUS), a TaKXKe COAEpKaluX
OMKCaHHe, OLEHKY ()aKTOB WJIM BBIBOIBI (AKT, CIpaBKa), MUCIHOIb3yeTcs (opma
U3JI0KEHHS TEKCTA OT TPETHETO JIMIA €IMHCTBEHHOTO WJIM MHOYKECTBEHHOI'O YUCIa
(«oTmen ocyuiecTBisieT GYHKIIUN», «B COCTaB OObEAMHEHUS BXOJSAT», «KOMHUCCHS
YCTaHOBUIIA»).

B Tekcre nokymeHTa, MOATOTOBIEHHOIO Ha OCHOBAaHUM 3aKOHOAATENbHBIX,
WHBIX HOPMATUBHBIX MPABOBBIX AKTOB, U3JIaHHBIX OPraHaMU BJIACTH U YIIPABJICHUS,
JIOKYMEHTOB, paHee W3JaHHbIX OpPraHOM BJAacTH — aBTOPOM JOKYMEHTAa,
YKa3bIBae€TCsl HANMEHOBAHUE BUA IOKYMEHTAa, HAUMEHOBAHHUE OpraHa, U3/1aBIIErO
JIOKYMEHT, JaTa IPUHSATUS WIH YTBEPXKACHUSI TOKYMEHTA, €r0 PEerucTpaludOHHbIN
HOMED, a TAK)KE€ 3aroJIOBOK K TEKCTY WJIM HAMMEHOBAaHUE BHUJIa JOKYMEHTA.
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[Ipumepsr:

«B coorBercTBUM ¢ moctaHoBieHueM lIpaBurensctBa ot 13.08.1997 Ne
1009 «O6 ytBepxkaenun I[lpaBuil MOArOTOBKM HOPMATUBHBIX MPABOBBIX AKTOB
denepalbHbIX OPraHOB HCIIOJHHUTENIbHOM BJIAaCTM M HMX TOCYAapCTBEHHOMU
perucTpauumny;

«B coorBercrBuu ¢ I1010%KEHUEM O MOCTOSIHHO JACHUCTBYIOIIEH SKCIIEPTHOU
KOMHCCHUU YUPEKJICHUS, OPTaHU3ALMM, NPEANPUATHS, YTBEP>KICHHBIM MPUKA30M
PocapxuBa oT 19.01.1995 No 2...».

Ecny TekcT comepKUT HECKOIBKO MOPYYEHUM, PELIEHUN, BBIBOJIOB, B TEKCTE
BBIJICIISIIOTCS Pa3JIeiibl, OAPA3IEIIbl, ITyHKTHI, IIOITYHKTHI.
B TekcT JOKyMeHTa MOTYT BKJIIOYAThCS (PparMeHThbl, OPOPMIICHHBIE B BUJE
TaOJINLbI UJTU AHKETHI.
CrpaHuLbl TEKCTa HyMEpYIOTCS apaOCKUMHU IUppaMy HOCEpeIMHE BEPXHETO
HOJIA.
B nuceMax ucnosp3yroT ciaenyromue popmbl U3I0KEHUS:
e OT IMEpPBOTO JHUIA MHOXECTBEHHOTO 4YHCIA («IIPOCHM HAIpPaBUTHY,
«HaIpaBJIsIEM Ha PACCMOTPEHUER);
o IMIEPBOrO JIMLA E€AUHCTBEHHOI'O YHCla («CUUTAK0 HEOOXOJUMBIM», «IIPOLIY
BBIJICTTUTHY);
e TpeTbero Jinua enuHcTBeHHoro uncna («OO He Bozpaxkaer», «OO cuurtaer
BO3MOKHBIMY).

4.2.13. OT™MeTKA 0 NPUJIOKEHUH.

OTMeTKa O NPWIOKEHUU COIEPKUT CBEACHUS O JTOKYMEHTE (JOKyMEHTax),
IIPUJIAraéMoOM K OCHOBHOMY JIOKYMEHTY (B COIIPOBOJIMTEIBHBIX MUCHMaX, MPETEH-
3USIX, aKTaX, CIPAaBKax U APYTUX UHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTAX) WU
O TOM, 4YTO JOKYMEHT SBIISE€TCA IPUIOKEHHEM K OCHOBHOMY JOKYMEHTY
(B IOKyMEHTaX - MPUIIOKCHUSAX K PACTIOPSIUTEIBHBIM JOKYMEHTAM, TIOJ0KEHHSIM,
MpaBWJiaM, HHCTPYKIIUSIM, IOTOBOpaM, IJIaHaM, OTYETaM U Jp. TIOKYMEHTaM).

B compoBoauTeNnbHBIX NHCbMAax © JPYrUX HHPOPMAIMOHHO-CIPABOYHBIX
JOKYMEHTaX OTMETKa O MPHJIOKEHUH OQOpMIISIETCS IMOJ TEKCTOM OT TpaHUIlbI
JIEBOTO TOJIS CIAEAYIOIIUM 00pa3oM:

- €CIIM IPUJIOKEHUE Ha3BAHO B TEKCTE:

[Ipunoxenue: Ha 2 1. B 1 3K3.;

- eclld IPWIOKEHUE HE HA3BaHO B TEKCTE WJIM €CIM TMPUIOKEHUN HECKOJBKO,
YKa3blBaIOT HAa3BaHUS JIOKYMEHTOB-TIPWJIOKEHUM, KOJIMYECTBO JIUCTOB U
HK3EMIUISIPOB KAXKI0TO MPUIOKEHUS:

[Tpunoxenue: 1. [lonoxenue (Ha3Banue) Ha 5 1. B 1 9K3.

2. CpaBka 0 KaJJpOBOM cocTaBe Ha 2 J1. B | 3Kk3.;

- €CJIM MIPUIJIOKEHHUEM SIBIISIETCSI 000COOJICHHBIN IEKTPOHHBIA HOCUTENb
(KOMITaKT- TUCK, USD-(hiem-HakomuTens u ap.):
- Ilpunoxenue: CD B 1 3k3.
- ©CJIH NMpUIoKeHHe (MPUII0KEHUs) COPOLITIOPOBAHBI:
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[Tpunoxenue: otuer o padore PUII B 2 3k3.

B pacnopsnurenbHbIX JOKYMEHTAaxX (MpUKa3ax, paclopsKEHUsX), TOTOBOPaX,
MOJIOKEHUSX, MpaBUiIaX, HHCTPYKLUMSIX U JIPYTUX JTOKYMEHTaX OTMETKa O
MPUIOKEHUU OPOPMIISICTCS CIEAYIOUM 00pa3oM:

- B TEKCTE JOKYMEHTa MpHU MEPBOM YIIOMUHAHUU JOKYMEHTA-TIPUIIOKECHUS B
CKOOKaX yKa3bIBaCTCA: ... (MPUJIOKEHHUE) UIH ... (IpritoxkeHue 1); rnmepes HoMepom
MPUIOKEHUS JOMYCKAETCS CTABUTH 3HAK HOMeEpa: ... (mpuiioxkeHue Ne 2);

- Ha TIEPBOM JIUCTE JIOKYMEHTA-TIPIJIOKEHHUS B TPAaBOM BEpPXHEM YTy
YKa3bIBAETCS:

[Tpunoxenue Ne 2
k npukazy MBbOY COIII Ne 1
ot 15.08.2021 Ne 112.

CTpokH peKBU3UTA BBIPABHUBAIOTCS MO JIEBOMY Kpal WIN LUEHTPUPYIOTCA
OTHOCUTEJIBHO CAMOM JUIMHHOW CTPOKH.

Ecniu npunoxkeHMeM K  PpacHopsSAWTEIbHOMY JTOKYMEHTY  SIBJSIETCS
HOPMATUBHBIM MPABOBOW aKT WM WHOW JOKYMEHT, YTBEPXKIAEMbI [TaHHBIM
pacrnopsauTEIbHBIM IOKYMEHTOM, Ha MEPBOM JIUCTE MPHUIOKEHHS MPOCTABISAETCA
OTMETKa O MPUJIOKEHUU (0€3 CChUIKM Ha PacHopsAIUTEIbHBIN JOKYMEHT) U Tpud
YTBEPKJICHUSI, B KOTOPOM YKa3bIBAKOTCS JaHHBIE PACHOPSAIUTEIBHOIO TOKYMEHTA,
KOTOPBIM YTBEPK/JEH JOKYMEHT-IPUIIOKEHNUE.

[Ipumep: [Ipunoxenue 1
YTBEPXJIEHO
npukaz3 MBOY COII Ne 1
ot 18.05.2021 Ne 67

4.2.14. I'pud coracoBaHust JOKYMEHTA.

[TpoeKThl MOArOTOBICHHBIX JOKYMEHTOB MEPE/l MOIMMCAHUEM B PAJIE CIy4acB
COTJIACOBBIBAIOTCS C 3aWHTEPECOBAHHBIMH  YUPEKIACHHUSIMH, CTPYKTYPHBIMH
MO/Ipa3ieICHUSIMU, OT/ICTLHBIMU JTOJDKHOCTHBIMU JIMIIAMH.

['pud cornmacoBaHust B 3aBUCUMOCTH OT BUJIa TOKYMEHTA U OCOOCHHOCTEH €ro
o OpPMIICHUSI MOKET MPOCTABIISITHCS:

- Ha MEPBOM JIUCTE JTOKYMEHTa (€CIM JOKYMEHT UMEET TUTYJbHBIN JIUCT, -
Ha TUTYJBHOM JIUCTE) B JICBOM BEpXHEM YTy Ha YpoBHE Tpuda yTBEpKIACHUS WIH
1ol HAMMEHOBaHUEM JIOKYMEHTa OJIMKe K HUKHEMY TIOJTIO);

- Ha MOCJIEHEM JINCTE JOKYMEHTA MO/l TEKCTOM;

- Ha JIUCTE COIJIACOBAHMUS, SBISIOIIEMCS HEOTHEMJIEMOM  YacThIO
JIOKyMEHTA.

I'pud cormacoBanuss mokymenta coctoutr u3 cioBa COI'JIACOBAHO,
JIOJDKHOCTH JIMIA, C KOTOPBIM COTJIACOBAaH JOKYMEHT (BKIJIIOYAsi HAMMEHOBAHHE
OpraHu3alliu), €ero COOCTBEHHOPYYHOW TMOJIIMUCH, pPacU(PpPOBKH TOAMUCH
(vHUIMANIOB, (haMUITMN) U 1aThl COTJIACOBAHMS.

[Ipumep: COT'JTIACOBAHO
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Jupexrop MBOY COIII Nel
(moamuck) HN.O. Gamumnus
naTa

Eciu cormacoBaHue OCYHIECTBIIIETCS KOJUJIETHAIbHBIM OPraHoM, B Trpude
COIJIACOBAHUS YKa3bIBalOT CBEICHUS 00 OpraHe, COrjacoBaBILEM JOKYMEHT, 1aTe U
HOMEpE MPOTOKOJIa, B KOTOPOM 3a()MKCHUPOBAHO PEIIEHUE O corlacoBaHUM. Eciu
COTJIACOBAHME  OCYIIECTBIISIETCS  INHMCBMOM, YKa3blBalOT BHJ JOKYMEHTa,
OpPraHU3aLMIO - ABTOPA TOKYMEHTA, 1aTy U HOMEp ITAChMa.

[Ipumepsr:

1. COI'’JTACOBAHO
[legarornuecKuM COBETOM
MBOY COII Nel
(mpotokomor___ Ne )

2. COI'’JTACOBAHO
nuceMoM PocapxuBa
OT __ No

4.2.15. Bu3a corjiacoBaHusi JOKyMeHTa.

Busbl cornacoBaHusi JOKyYMEHTAa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIIMN Ha
corjacue WM Hecorjacue JOHKHOCTHOTO JIMIa 00pa30BaTeIbHOM OpraHU3aIliu C
coJiep KaHUEM TPOEKTa TOKyMEHTA (J1ajiee — BU3a).

[Tpumep:
3amMecTuTelNb TUPEKTOpa MO BOCMUTATEIIBHOU padoTe
JInyHas moAnucCh N.N. BaHoBa
10.10.2023

OdopmiieHHast TakuM 00pa30M BHU3a 0O3HAYAET COTJIAcHe JTOJDKHOCTHOTO JIMIIA
C cofepKaHUEeM JOKYMEHTA.

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

3aMeuaHus MPUIIararTCs
3aMecTUTeNb JUPEKTOPa M0 BOCHUTATENILHON padoTe
JInunas moanucey .M. NBanoBa

10.10.2023

JIOKYMEHT BU3HUPYETCS UCIIOJIHUTEIEM U 3aMHTEPECOBAHHBIMU B JOKYMEHTE
JNOJKHOCTHBIMM JINLIAMH, AUPEKTOPOM [IIKOJIBI.

3aMeuyaHusl JOJDKHBI OBITH TMPEICTaBICHBI HA OTAEIBHOM JIUCTE, KOTOPBIN
IIOANMCHIBAIOT, JATUPYIOT U NPWIIATAIOT K JOKYMEHTY.
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B nokymeHTax, MOMJIMHHUKH KOTOPBIX XPAHATCS B OPraHu3alllu, BU3bI
MPOCTABIIAIOT Ha TMOCJEIHEM JIMUCTE JIOKYMEHTa I0J] MOJANKCHIO, HAa 000pOoTe
MOCJIETHET0 JIUCTa TMOJUIMHHMKA JOKYMEHTa WJIM Ha JIUCTE COIJIACOBAHMS
(BU3MpOBaAHUS), IPUIIATAEMOM K JIOKYMEHTY.

B wucxomsumx JAOKYMEHTaxX BH3bl MPOCTABIISIIOTCA HAa JK3EMIUIIpax
JIOKYMEHTOB, IIOMEIIAEMBIX B JIENO.

4.2.16. lloanuck.

JIOJDKHOCTHBIE  JIMIIA TOJANKMCHIBAIOT JOKYMEHTHI B Mpelesiax CBOMX
MTOJTHOMOYMM, ONIpeIeNICHHBIX Y cTaBoM LIIKOIbI M JOKHOCTHBIMA MHCTPYKIUSAMMU.

[lognuck COCTOUT W3 HAWMMEHOBAaHMS JOJDKHOCTA — JIMIA, KOTOPOE
MOAMUCKHIBAET JOKYMEHT (TIOJIHOTO — €CJIM JOKYMEHT HaleyaTaH He Ha OJiaHKe,
COKpallleHHOI0 — Ha JOKyYMEHTE, HaleuyaTaHHOM Ha OJlaHkKe), €ro
COOCTBEHHOPYYHOU MOJIMMUCH, UHUITMATIOB (MHULIUAT UMEHH ), (aMUITHIH.

[Ipumepsr:

He Ha 0JIaHKe:

Hupexrop MBOY COIII Ne 1 JInunas moanuch N.0. Gamunus
Ha 0JIaHKe

Jupexrop JInunas moanuch N.0. Gamunus

ITpu opopmaeHnn OKyMeHTa Ha OJaHKE JOHKHOCTHOIO JIMIA JOJDKHOCTh
ATOTO JIMLIA B MOAMCH HE YKa3bIBAETCH.

[Tpumep: JIndnHast moanucey N.0. ®amunus

B AOKYMCHTAax, COCTAaBJICHHBIX KOMHCCPICI)'I, B IIOAITMCH YKA3bIBACTCA CTATyC
JU1a B COCTaB€ KOMUCCHH.

[Tpumep:
[Ipencenarens koMuccuu IHoanuce N.0. Gamumnus
YieHbI KOMHCCHU IToamuce N.0O. Gamunus
IHoamuce N.0. Gamumnus
IToamuce N.0O. Gamunus

B cnydae OTCYTCTBUS PYKOBOAMTENS MPHUKA30M OMNPEIEISeTCsS JIMIIO,
UCIIOJIHSIONIEE €ro OO0S3aHHOCTH, a TaKXKE YIOJHOMOYEHHOE MOAMKUCHIBATH
JOKYMEHTBI, TIPH OTOM TMOAMUChL oOdopmisieTcss ¢ yKa3aHHEM CcTaTyca
JIOJKHOCTHOTO JIUIIA B COOTBETCTBHUH C MPUKA30M (PACIIOPSKEHUEM ).

[Tpumep:
H.o. nupekrTopa Iloamuce N.0. Gamunus
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WJIN:
Wcnonusronuit 006s13aHHOCTH upekTopa  [loamuck N.0. Gamnnus

HpI/I MMOAIMHUCAHNN JOKYMCHTA JIMIIOM, UMCIOIIHUM IIPpABO IIOAIIMCH B CJIy4dac
BPEMCHHOIO  OTCYTCTBHUA  PYKOBOIUTCIIA, HCIPABJIICHUA B HAHMMCHOBAHHC
JOJIDKHOCTHU H paCIHI/I(l)pOBKy q)aMI/IJ'II/IH YK€ IIOATOTOBJICHHOT'O U COI'NTIACOBAHHOI'O
IMPOCKTAa IOKYMCHTA BHOCATCA OT PYKHU UJIM C HUCIIOJIbB30OBAHUEM COOTBCTCTBYIOIIHX
mITaMIIOB.

He JOIIYCKACTCA CTaBHUThb  KOCVIO  4YCPTY, HaAIIMCh «3Ban nepea
HAMMCHOBAHHUCM JOJDKHOCTH JIMIIA B IIOAIIMCH, CCJIN JOKYMCHT ITOAINNCHIBACT NHOC
JOJDKHOCTHOC JIMIIO.

4.2.17. DjeKTpOHHAS NOANUCH.

OtMmeTka 00 DJIEKTPOHHOM TOIMUCHA HCIONB3YEeTCS TPH BU3yaIHM3alUU
AJNIEKTPOHHOTO  JOKYMEHTa, [MOAMHCAHHOTO  3JEKTPOHHOM  MOAMHUCHIO, C
coOJroIcHueM TPeOOBaHMIA:

a) MECTO pa3MENIeHUSI OTMETKH 00 DJIEKTPOHHOW TMOAMUCH JIOJKHBI
COOTBETCTBOBATh ~ MECTY  pa3MEIICHHs] COOCTBEHHOPYYHOW  TOJANMHCH B
aHAJIOTUYHOM JJOKYMEHTE Ha OyMa)KHOM HOCUTEJIE;

0) BJeMEHTHI OTMETKH 00 JIEKTPOHHOU MOUCHU JOJKHBI ObITh BUTUMBIMHU
¥ YUTACMBIMH ITPH OTOOPAKEHUU JOKYMEHTA B HATYPAIBHOM pa3Mepe;

B) DJIEMEHTHI OTMETKH 00 DJJIGKTPOHHOW TIOANMMCH HE  JOJDKHBI
MIEPEKPBIBATHCS WIIM HAKJIAABIBATHCS IPYT HA APYTa;

') JIEMEHTHI OTMETKH 00 JICKTPOHHOW MOAMKCH HE JOJKHBI MIEPEKPHIBAThH
AJIIEMEHTHI TeKCTa JOKYMEHTA M JPYTHE OTMETKH 00 3JEKTPOHHOW MOANUCH (TIpH
HaJIU4un).

OtMeTka 00 DJIEKTPOHHOW MOANMUCH M BKIouYaeT ¢paszy «JlokymeHT
MOJMKUCAH AJIEKTPOHHON MOJMUCKHIO», HOMEp cepTUdUKaTa KItoUa AJIEKTPOHHON
noanucu, GhaMuIuio, UM, OTYECTBO Biajeiblia cepTUdHKaTa, CPOK JEUCTBHS
cepTuduKara Kiroua IEKTPOHHOHN TOJIIHCH.

[Tpumep

JAupexTop JOKYMEHT NNOAIIMCAH A.B. BanoB

3JEKTPOHHON NOJAMNMUCHIO
Cepruduxar lalllaaallllllII
Baapnenen UBanos Anekceii Bopucosuu
Heticrurenen ¢ 01.01.2017 nmo 01.01.2022

4.2.18. IleuaTsb.

OTTHuCK TIeYaTH 3aBepseT MOTMHHOCTH IMOAMUCH JOHKHOCTHOTO JIMIIA Ha
JIOKyMEHTaX, YAOCTOBEPSIONINX IpaBa JIUI, (PUKCUPYIOMMX (aKThl, CBI3aHHBIC C
(VMHAHCOBBIMU CpPEJICTBAMHM, a Tak)Ke Ha JOKYMEHTaX, NPEIOCTaBISEMBIX 3a
npeaeibl  OpraHu3allid W MPEAYCMATPUBAIOIIMX 3aBEPCHHUE TOIUHHOCTH
noAnucH. BHYTpeHHUE JOKYMEHTHI (MPUKa3bl, MPOTOKOJBI W T.JI.) TICYAThIO HE
3aBEPSIFOTCSI.

[lewaTr mpocTaBisieTCs, HE 3aXBaThiBasi COOCTBEHHOPYYHOW TIOAMHCH JIUIIA,
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MO/IMKUCABIIETO TOKYMEHT, WIH B MecTe, o0o3HaueHHOM «MID» («MecTto meuatny).

4.2.19. OTMeTKa 00 HCIIOJTHUTEJIE.

OtrMeTka 00 HCIIOJHUTENIE BKIOYAET B cels (1)3MI/IJ'II/IIO, UM, OTUCCTBO
WCITOJTHUTENIS JOKYMEHTa, HOMep ero TenedoHa.

OTMeTKa 00 MCIOTHHUTEIIE MOYKET JOIOJHATHCI HAMMEHOBAHUEM JIOJKHOCTH,
CTPYKTYPHOTI'O IOAPA3ACICHUA U SJICKTPOHHBIM aAPCCOM HCIIOJIHUTCIIA.

OTMeTKa 00 HCIOJIHUTEE O(bOpMJIHCTCH Ha HHHGBOﬁ CTOPOHC ITOCJICOHCTO
JIUCTAa OOKYMCHTA OT I'PaHHUIbI JICBOI'O IIOJISA HIIM, IIPU OTCYTCTBHU MCCTA, - HaA
000pPOTHOM CTOPOHE BHU3Y CJICBA.

[Tpumep:
3abenun Ban AnnpeeBud,

KoHTpoisibHOE yTIpaBileHHE, BEYIIHH CIIEIIUAINCT,
+7(978) 924-45-67, Zabelin@gov.ru

OtMmeTKka 00 UCTIOIHUTENIE MOXKET OPOPMIISTHCS KaK HUKHUN KOJIOHTUTYJ U
neyaTaThbCs MpU(TOM MEHBILIETO pa3Mepa.

4.2.20. OT™MeTKA 0 3aBepeHUN KOMMH.

[IIkosla MOKET 3aBEPSTh KONMM TOJBKO TEX JOKYMEHTOB, KOTOpBIE
CO3/1al0TCS B HEW, a TakXke B Cllydasx, IPEeIyCMOTPEHHbIX B a03alle BTOPOM
HACTOALIEro myHKTa. Komusi TOKyMEeHTa M3roTaBIMBAETCS M BBLAAECTCA TOJBKO C
pazpemienuss aupekropa Illkosbl, €ro 3amecTUTENed WIM PYKOBOIUTENSA
CTPYKTYPHOTO MOAPA3ACIICHHUS.

B cnydyae mNOATOTOBKM JOKYMEHTOB i MPEAOCTaBICHUA CYACOHBIM
opraHam, MpU PEUIEHUH BOIMPOCOB IO MPUHATHUIO JUI Ha paboTy, oOydeHwue,
YIOCTOBEPEHUS! MX TPYIOBBIX U JAPYrMX IpaB BO B3aMMOOTHOILIEHUSX C
yUpeXKACHUEM, a TaKkKe NpU (HOPMUPOBAHMM JIMYHBIX JAell paOoTHUKOB kOB
MOJKET M3rOTaBIMBATh KOMHUU JOKYMEHTOB, BBIIAHHBIX APYTUMHU YUPEKICHUSIMH
(Komuu TOKYMEHTOB 00 00pa30BaHUHU H JIp.).

[Tpu BBITaye KOMMM JOKYMEHT BOCHPOM3BOAMUTCA MOJTHOCTHIO (OJIaHK
oOpa3oBaTenbHOI OpraHu3aluu, Homep, AaTa, CoAep>KaHue u T. 11.).

B mpaBom BepxHem yriy konuu numercs ciioBo «Komwmsy». Ilpu Beigaue
KOIIUM C KOIUU cieayeT nucath «Konus ¢ konumy.

Ecnu xomust 1yis BHYTPEHHErO IMOJIb30BAHUSA, TO JUIsl 3aBEPEHUST HIKE
pekBuzuTa  «lloanmuChH» MPOCTABISAIOT  3aBEPUTENbHYIO HaAmHuCh: «BepHoy;
JOJDKHOCTh ~ JIMIA, 3aBEPAIONIET0 KOMHIO; JIMYHYIO MOAMKUCH; paciiu@poBKy
NOANKUCH (MHULIKAIBI, (DAMUIINIO); 1aTy 3aBEPEHUSI.

ITpumep:

Bepno
Cexkperaps/CrienuaivcT 1o Kajapam

JInunasg moamuce B.B. UBanoBa

10.10.2023
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Ecnu komus BbIIaeTcs ISl OPEACTABICHUS B JPYTYH0 OPraHU3aLHUIO, TO
OTMETKA O 3aBEPEHUM KOMMUU [JOIOJIHAECTCS HAANUCBID O MECTE€ XpaHEHUs
JOKYMEHTa, C KOTOpPOTO ObLIa HM3rOTOBJICHA KOMMS, W 3aBepseTCs IeUaThbio
OpraHu3aluu.

[Tpumep:

[Tonnmuuauk nokymenta HaxoautTcs B MBOYVY Illkosa Ne 3 B gene Ne 12-k 3a 2022
TOJI.

]_IJ'ISI IMPOCTAaBJICHUA OTMCTKH O 3aBCPCHHUU KOIIMHU MOZKET HCIIOJIb30BATHCA
IITaMII.

4.2.21. OT™MeTKA 0 MOCTYIJIEHUM IOKYMEHTA.

OTMeTKa O TOCTYIUJIEHUU JOKYMEHTa CIIY)KUT Ul MOATBEpKIEHUs (¢akra
IOCTYIJIEHUSI JOKYMEHTa B OpPraHM3alMi0 W BKJIKOYACT AAaTy IIOCTYIUICHUS H
BXOJISIIIUNA PErUCTPALIMOHHBIN HOMED ToKyMeHTa. [Ipu HeoOXxoauMoCcTH OTMETKA O
MOCTYIIJIEHUU MOYXET JOMOJHATHCS YKAa3aHHUEM BPEMEHH MOCTYIUIEHUS B yacax U
MUHYTax U croco0a JOCTaBKU JOKYMEHTA.

OTMeTKa O TOCTYIUIEHMH JIOKYMEHTa MOXET MPOCTABISTHCS C IOMOIIBIO
niTama.

4.2.22. Pe3oonusi.

Pesomonust coaepKUT yKazaHUE IO MCIOJHEHUIO JOKyMeHTa. Pesosmrorus
opopmisieTcss Ha CBOOOAHOM MecTe pabodero mojsi JOKYMEHTa, Ha OJlaHKe
PE3ONIONMU WM  BHOCHUTCS HEMOCPEJICTBEHHO B CHUCTEMY JJIEKTPOHHOTO
JIOKYMEHTO000pOTA.

Pesomronus BimovaeT: GaMuINIO, MHUIMAIBI UCTIONHUTENS (MCIOTHUTENCH ),
MOPYYCHHUE M0 JOKYMEHTY, MpU HEOOXOAMMOCTH - CPOK HCIIOIHEHUS, MOIIMUCH
JIUIIA, BRIHECIIIETO PE30IOINIO, TATy PE30IOIINH.

Pesomronus, kak MpaBwWIIo, MUAIIETCS OT PYKH PYKOBOIUTEIIEM Ha IMOTHHHUKE
JIOKyMEHTa Ha CBOOOTHOM OT TEKCTa MECTE.

[Ipumep:
Gamunus U.0.
IIpowy noocomogums npeonodxcenus k 10.11.2021.
[Toanuce Jlara

4.2.23. OT™MeTKA 0 KOHTpOJIE.

OTMeTka O KOHTpOJIE CBUIETEIHCTBYET O IIOCTAHOBKE JOKYMEHTA Ha
KOHTPOJIb, MPOCTABIIKACTCA MTAMIIOM WKW MPOU3BOAUTCA 3allUCb OT PYKHU
«KoHTpob» HA BEpXHEM TOJIE JOKYMEHTA.

KonTpomo mojasexaT Bce 3aperucTpUpOBaHHBIC JIOKYMEHTHI, TPeOyroImue
HUCITIOJTHCHUA.

CpOKI/I HUCIIOJIHCHHUA JOKYMCHTA YCTAHABJIMBAIOTCA B COOTBCTCTBHHU CO
cpokamu, 0003HAUYEHHBIMHU 3aKOHOJATEIILCTBOM, OpTraHU3alMCH, HaIpaBUBIICH
MOPYYCHUE WM TPOCHOYy, PaCHOPSIUTEIBHBIM JOKYMEHTOM WA PE30JTFOIUEH
mupekT opa [kobl.
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Cpox mipocTtaisieTcst B popMe JaThl 3aBEPIICHUS UCTIOTHEHUS.

4.2.24. OTMeTKa 0 HANIPABJIEeHUM IOKYMEHTA B J1€J10.

OTMeTka O HampaBJICHUH JAOKYMEHTa B JCJIO OIPEACIIICT MECTO XPaHCHHS
JIOKyMEHTa TIOCJIe 3aBepIleHUs paboThl ¢ HUM M BKIIIOYaeT: cioBa «B memoy,
WHJICKC JieJla 10 HOMCHKJIAType JCJI, B KOTOpPO€ IOMEMIAeTCsA JOKYMEHT Ha
XpaHGHHE, C YKa3aHHEM Toja, JODKHOCTH JIMIa, O(OPMHBIIETO OTMETKY,
IIOIIINCH, TATEL.

IIpumep:

B nmeno Ne 01-18 32 2020 1.

Cekperapb

ITognuce Jlata

OTMeTKa O HampaBJICHUU JTOKYMEHTa B JI€JI0 MOXXET JOMOJHATHCS KPATKUMHU
CBEJICHUSIMU O XapaKTepe UCIIOTHEHUS TJOKYMEHTA.

5. TpeGoBanusi K cOCTABJIEHUIO HEKOTOPHIX BUIOB JOKYMEHTOB.

5.1. Ilpuxas.

[Ipuka3 - mpaBOBOM JOKAaJbHBIA HOPMAaTUBHBIA AaKT, KOTOPBIA H3AETCS
eAMHOIMYHO AupekTopoM Illkonbl M yAocTOBEpsieT pelieHus OpraHU3ALMOHHO-
pacnopsaaIuTEILHOrO XapakTepa.

[Ipuka3pl  W3malOTCS MO  OCHOBHBIM  BONPOCaM  JESTENbHOCTH,
aIMUHUCTPATUBHO- XO3SUCTBEHHBIM BOMPOCAM M KaJPOBBIM BOMpocaM (JINUHOMY
coctay) IIkoJbl.

[Ipuka3 moanmuchIBacTCs B COOTBETCTBHM C TPEOOBAaHUSAMH, YKA3aHHBIMU B
Pexomennanuu.

[locne mnoanucanus TmpUKa3a W3MEHEHHS W/WIM JIONIOJIHEHUS B HETO
BHOCSITCA TIyTeM U3JIaHUs HOBOTO TMpHKa3a O BHECEHWU W3MEHEHUU W/ WK
JIOTTOJTHEHUM.

[Tpuka3z, kak npaBuio, opopmiisiercst Ha O1anke LlIkonbr B meyaTHOM BHIE.

[Ipuka3 uMeer cienyrolue peKBU3UTHI: HAMMEHOBaHUE O0pa30BaTEIbHOU
OpraHu3alliy COTJIACHO ycTaBy; HauMeHoBaHue Buaa nokymenta (IIPUKA3), narta,
HOMEpP, MECTO COCTaBJIEHHUs, 3arojlOBOK K TEKCTy, TEKCT, HauMEHOBaHHE
JIOJDKHOCTH, TIOANUCh JOJDKHOCTHOTO JiMla (MHUIMANbl, (aMuius), BU3bI
COTJIaCOBaHMsl, O3HAKOMJICHHUSI.

JlaToit mpukasza (pacropspkeHus) sSBISIETCS JaTa ero mnoamnucanus. Jlata
opopmisiercss TUGPOBBIM CHOCOOOM; HOMEP COCTOUT U3 3HaKa «No» u
nopsiakoBoro Homepa npukasa: ot 00.00.0000 Ne 000.

ConepxaHue mpHKa3a KpaTKO U3JIaraercss B  3arojioBKe, KOTOPBIi
HauuHaetrcss ¢ npemiora «O» M COCTaBISIETCS C MOMOUIBIO OTIJIArOJIBHOTO
cymectBurenbHoro  («O6  yTtBepknmeHuu...», «O  CO3MaHUM...»)  WIH
CyIecTBUTENHHOTO («O0 uTOTax...»).

B mpukazax TekcT wm3naraercss OT NEPBOTO JIMIA €IMHCTBEHHOrO 4YHUCIa
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(«IIpUKa3BIBAION ).

Bo Bpemsi o3HaKOMJIeHHMS C MPHUKA30M YKa3aHHBIMA B HEM JIMIIAMU Ha
IEpBOM DK3EMIUIApE TpUKa3a MPOCTABIAIOTCA TMOANUCH C YyKa3aHHEM JaTbhl
O3HAKOMJICHUSI.

Homepa cTpaHull MpOCTaBIAIOTCS TOCEPEIMHE BEPXHEro TOJsS JIUCTA
HAuMHAas CO BTOPOTO JIUCTA.

[Tpuka3sl HyMEpPYIOTCS B MOPSAKE UX WU3JAHUS B MpejesiaXx KaJeHIapHOTO
rojia; MpHUKa3bl 0 OCHOBHOM JAESATEIHFHOCTH U MO KaJPOBBIM BOMPOCaM (JIMYHOTO
COCTaBa) UMEIOT OTACIBHYIO MOPSAKOBYIO HyMEPAIHIO.

[Tpu HyMepamuu NpuUKa30B JOMYCKAETCS UCHOIb30BAHUE JOMOIHUTEIBHBIX
OYKB.

[Tpumep:
K- kaapsbi;
JI - IMYHBIA COCTAB;
O- ocHOBHAasI 1€ATEJIbHOCTbD;
Y — o0yuawmuecs.

IIpuka3 BcTymaer B CHly C MOMEHTA €ro noAnucanus aupekropom Ikoisr,
€CJIM B TEKCTE HE YKa3aHO JIPYyTrOro CpoKa.

[Ipukas3el  peructpupyrorcss B  KHuUre/’xypHalie  perucrpauud  IMpPUKA30B
(npunoorcenue 2).

[Ipukasel Gopmupytorcs B Jeno oaumH pa3 B kBaptain. Kaura/skyphHaiu
IPOHYMEPOBBIBAETCH, IPOLIHYPOBBIBAETCH, CKperusieTcs HOJMUCHIO
pykoBoauTens u neyatbio Llkonber (mpuinoxenue 1). B KoHIE KaJeHIapHOTO ToAa
Heno (ae 6onee 250 nuctoB) odopmisercss B cooTBeTcTBUM ¢ [lonoxenuem o0
apXHBe.

5.1.1. Ilpuka3bl 10 OCHOBHOM /1€ATEJIbHOCTH.

Texcr mpukaza Mo BOIPOCaM OCHOBHOM JIESITENIBHOCTH 00pa3oBaTeNbHOMN
OpraHu3allid COCTOUT M3 JABYX YacTe - KOHCTaTupymomei (mpeamOynbl) u
PacIOpSIANTEIBHOM.

B koHCTaTupyroniei 4acTu OTPaKAKOTCA UEIU U 3a/1a4d MPEANUChIBAEMbBIX
NEeWCTBUM, TIPUYMHBI U3JaHUS TIpUKa3a, JaeTcsl CChUIKA Ha JIOKYMEHT,
MOCTY>KUBIIUN OCHOBAHMEM JIJIS MOJTOTOBKU MpHKa3a. YKazaHHAs 4acTb MOXKET
HaYMHAThCS co clioB «Bo ucnonnenue...», «C uenpto...» 1 ToMy nojgobnoe. Ecnu
JOKYMEHT W3/JaeTCsi Ha OCHOBAHUHU JPYTOro pacropsauTeIbHOTO JIOKYMEHTA,
B KOHCTATUPYIOIICH YacTH yKa3bIBa€TCs Ha3BaHUE BUJA ITOTO JIOKYMEHTa, €ro
aBTOp (MunucrepctBo, CoBET MUHHUCTPOB H JIp.), 1aTa, HOMEP U 3arojioBOK. Touka
B KOHIIE KOHCTAaTUPYIOIIEH YacTH HE CTABUTCS.

PacnopsnurenbHas yacTh npuka3a HaunHaercs co cioa [IPUKA3BIBAIO,
KOTOpPOE TEeYaTaeTcsi ¢ HOBOW CTPOKH OOJBIIMMHU OyKBaMU 0€3 OTCTYIIJICHUS OT
JIEBOTO MOJIsl U KaBBIYEK, MMOCIE YEr0 CTABUTCS JBOETOUHE.

PacnopsinurenbHasi 4acTh JI€UTCS HA MYHKTbl M MOJIMYHKTBI, KOTOPHIE
HyMepyloTcst apaOckuMu nudpamu. B kakIomM NMyHKTE AOKHBI OBITh yKa3aHBI




22

VCIIOJIHUTENM, KOHKPETHbIE 3aJaHusl (IMIOPYYEHHUsI) M CPOKM HX BBIIOJTHEHUS.
HcnomHuTtenn MOryT OBITh Ha3BaHbl TakkKe OOOOILIEHHO: «PYKOBOJIUTEISIM
METOJMYECKUX OOBEAMHEHUI», «3aMECTUTENsIM naupekTopay». Ilpu stom, Kak
IIPaBUJIO, HE IPUMEHSETCS HANMCaHUE HEKOHKPETHBIX IIOPYYECHHUH, KOTOpPBIE
COJEPKAT CJIOBA: «YCKOPUTB», «YyJIyULIUTb», «AKTUBU3UPOBATH», «OOpPATUThH
BHHMAaHNEY, «COBEPLIEHCTBOBATHY, KIIPOJOJKATE) U T.II.

OtnenpHble 3anaHus (HampuMmep, 3aJaHus, CcojaepXKamme IU(pPOBbIE
JTAHHBIE) MOTYT OOPMIIATHCS B BUJE MPUIIOKEHUS K NPUKA3y CO CCBUIKOM HA HUX
B COOTBETCTBYIOIIMX ITyHKTaX IMpHKa3a U OQOPMISIOTCA COTJacHO JaHHBIM
Pexomenpanusim.

CrpaHulpl nprKasa u IpUIOKEHUH HyMEPYIOTCS KaK €UHbIA JTOKYMEHT.
Ecnm mpukazoM OTMEHSIETCS MPEAbIAYIIAW PpPACIOPAINUTEIBbHBIA JTOKYMEHT, B
PACIIOPSAAUTEILHOM YaCTH YKa3bIBACTCS ITyHKT, KOTOPBIM JOJDKEH HAYMHATHCS CO
cioB: «IIpu3HaTh yTpaTUBIIUM CUILY...».

W3MeHeHus, BHOCUMBIE B TpHUKa3, O(QOPMISIOTCA OTAEIbHBIM IPHUKA30M,
KOTOPBIA [JOJDKEH HMMETh TaKOM 3arojloBok: «O BHECEHMHM W3MEHEHMH /WM
JONOJIHEHUM B IIPUKA3..» € yKa3aHWEM JaTbl, HOMEpa, 3aroJioBKa
paclopsAAUTENBbHOIO  JTOKYMEHTa, B KOTOpPBIM  BHOCATCS  U3MECHEHUS.
PacniopsiaurenbHas 4acTh IPUKa3a HAYUHAETCS C TAKOTO ITyHKTA:

1. BHECTH U3MEHEHUS B IIPUKA3...

Jlanee OTOeAbHBIMM TOANYHKTaMH  (OPMYJIUPYIOTCS U3MEHEHHUS B
pacIopsAAUTEIbHBINA JOKYMEHT.

[Tpumep -

1) MyHKT 2 W3JI0KUTH B CICAYIOIICH PeAaKIIiH;

2) MYHKT 3 WCKITIOYHTB;

3) ab3ar; BTOpO# MyHKTA 4 JOMOJHAT CIIOBAMH. ..

Eciu wu3MeHeHuss B pacnopsAUTENbHBIA JOKYMEHT O(OpMISIOTCS Ha
OTJEJIBHOM JIUCTE (JIUCTax), B MIEPBOM IYHKTE PacHOpPsSIUTENIbHON YacTH MpHKa3a
YKa3bIBaeTCs:

1. BHecTn u3MeHeHus B...

[Tocnenuuii MyHKT pacHoOpsSIUTEILHON YacTH B CIIy4ae HEOOXOIUMOCTH MOKET
COJEpKaTh pELIEHHE O BO3JIOKEHUU HA JOHKHOCTHOE JMLO (QYHKIMHA 1O
KOHTPOJIIO 34 UCIIOJIHEHUEM TIpUKa3a.

5.1.2. Ilpuka3ssbl 0 KAJAPOBHIM BONIPOCAM.

[Tpukaspl MO0 KaApOBBHIM BOMpOcaM (JIMUHOMY COCTaBy) O(DOPMIISIOTCS KaK B
yauduupoannoit popme (Ilocranosnenne 'ockomcrara PO ot 05.01.2004 Ne 1
«O0 yTBepkAeHUN YHUPUIIUPOBAHHBIX (DOPM MEPBUYHON YUETHOW JOKYMEHTAIIUU
0 y4YeTy TPYJla U €ro OILIaThl»), TAK U B TEKCTOBOM.

JlanHblid BUJ TPHUKA30B OQOPMIISETCS B BHUAE HWHIWBUIYAIBHOTO WU
CBOJTHOTO.

B uHmuBHmyanpbHOM TIpuKase coaepkurcs uHopMmaius 00 OJaHOM
pabOTHHKE; B CBOJHOM - O HECKOJIbKMX, HE3aBHCUMO OT TOT0, KaKue
YIPaBJICHUYECKUE PEIICHUS 110 HUM MPUHUMAIOTCS (TTpUeM Ha paboTy, Ha3HAYEHUE
Ha JIOJDKHOCTB, TIEPEBOJ] Ha JPYTYIO JOHKHOCTE (paboTy), YBOJIBHEHHE U JIP.).
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ConepxaHne MHIUBUAYAIBHOIO ITPUKa3a MO KaJpOBbIM Borpocam (JIMYHOTO
COCTaBa) KPaTKO M3JIaraeTcs B 3aroJioBKe, KOTOPBIM HaunHaeTcs ¢ npesjora «O» u
COCTABJISIETCSI C  TMOMONIbIO  OTIJIArOJbHOTO  CyllecTBUTENbHOro:  «O
Ha3HAYCHUU...», «O MNPUHATHH...». B CBOIHBIX NPHUKA3aX MOMKET MPUMEHSATHCS
0000111eHHbIH 3arofI0BOK: «O KaJIpoBBIX BOMpocax», «O JINYHOM COCTaBe».

B Ttekctre mnpukaza mo KaapoBBIM BompocaM (JITYHOMY COCTaBy), Kak
MpaBUIIO, KOHCTATUPYIOIIAsl YaCTh HE OTMEYAETCH.

PacnopsautenbHas 4yacTh NMpUKa3a HAYMHAETCA, KaK MPaBUJIO, C TJIarojia B
HeonpeaeneHHoil gopme: «IIpunsate», «Haznauutey, «llepeBectn», «OOBIBUTH
U TOMY NOA00HOE.

Jlanee ykaspIBarOTCSl (pamMuimsi, UMs, OTYECTBO (IIPU HATWYNH) PaOOTHUKA,
Ha KOTOPOTO PACIPOCTPAHSIETCS IEUCTBHUE MPUKa3a, U TEKCT MpuKa3a. B cBogHOM
npuKasze paMuInM JIML B IPEAesIax MyHKTOB pa3MENIatoTcs Mo andaBuTy.

B npukase o Ha3HAYEHUU WU YBOJIBHEHUHM PAaOOTHUKA yKa3bIBAe€TCS MOJTHAS
nata (4ucno, wecsn, roa) ¢GakTUUECKOro BbIXojJa paOOTHHMKA Ha paborty
(mpekpailleHrss TPYJIOBBIX OTHOIIEHHI), pa3Mephbl €ro J0JDKHOCTHOTO OKJaja
COTJIaCHO IITATHOMY PaclUCaHUIO.

B cBogHOoM mipukaze MO KaapoBBIM BoMpocaM (JMYHOMY COCTaBy) B
pacnopsIIUTENFHYI0 4YacTh BKJIOYAETCS HHGpOpMAIMs, KOTopas pa3MeliaeTcs B
TaKOM MOCJe10BAaTEIbHOCTH: IPUEM Ha paboTy, IEPEBOJ], YBOJIbHEHUE.

B xaxnoMm myHKTE MpuKaza 1Mo KaJpOBbIM BOIpocaM (JIMYHOMY COCTaBY)
YKa3bIBa€TCS OCHOBAaHME OTHOCUTENBHO €ro H3JaHus (3asiBleHUE paOOTHHKA,
TPYJOBOM  NOrOBOp (COIVIAIlIEHWE), JOKJIagHas 3alKcKa, MpPeJCTaBIEHUE,
XOJIaTaliCTBO, pEIICHHE AaTTeCTAlMOHHOM KOMHCCHHM 0011e00pa3oBaTebHON
OpraHu3alliu) 1 T.1.

5.2. Pacnopsixennue.

Pacrniopsikenue - pacnopsiAuTENIbHBIN JIOKAJbHbIM HOPMATHUBHBIN ITPABOBOM
aKT, KOTOPBIA M3J1aeTCsl JUPEKTOPOM 00pa30BaTEIbHON OpraHu3alu (Harpumep,
3aMECTUTENIEM PYKOBOAUTENS, PYKOBOAUTEIEM CTPYKTYPHOIO MOJpa3AesICHus ) O
BOIpOcaM HH(OPMALMOHHO-METOINYECKOTO, aJIMUHUCTPATUBHO-X03SIIICTBEHHOTO
Y OPraHU3alHOHHOTO XapaKTepa, BXOIAIIUM B €r0 KOMIIETEHIIMIO.

Pacniopsbxkenuem oQoOpMIIIIOTCST BOIIPOCHI KPATKOCPOUHOTO OJJHOPA30BOTO
Xapakrepa.

PacniopsikeHus: COCTaBJSIOTCS AHAJOTMYHO TpHUKa3aM (B TMEYaTHOM
BapuaHTe) MoxkHO 0e3 ciioBa « I IPUKA3BIBAIO.

KoHcratupyromass 4acTb TEKCTa B paCHOPSDKEHUSIX OTHENSIETCS  OT
pacniopsiautensHori yactu cnoBamu: «I[IPEJIJIAT'AIO», «PEKOMEHAYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXONUMBIM».

Pacniopsikenust  peructpupytorcs B Kaure/xypHane — perucrpanuu
pacniopsbkeHuii  (npunoowcenue  2).  Kuura/xypHan — NpOHYMEpPOBBIBACTCS,
IPOIIHYPOBBIBAETCSA, CKPEIUISETCS MOANHUCHI0 JUpeKkTopa W mevyaTero I1IIkousl.
Pacnopsokenust  popmupytorcss B Jlemo omuH pa3 B kBaptal. B koHIe
kanenaapHoro roga Jleno (ue 6omxee 250 n1cToB) opopMIIsIETCS B COOTBETCTBUU C
[Tomoxenuem o6 apxuse.
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5.3. [IpoToko.i.

[Ipouiecchl NpUMEHEHMsI YNPABICHYECKUX pelIeHUN 00pa3oBaTeIbHON
OpraHu3alyed W CaMH PELICHUS JTOKYMEHTUPYIOTCS C IMOMOIIBIO MPOTOKOJOB
KOH(epeHIniA, eJaroruueckux COBETOB, KOMUCCUU U TIP.

B nporokosnax 3acenaHuii KOJUIETHAIBHBIX U COBEIIATENbHBIX OPTaHOB TEKCT
U3JIaraeTcsi OT TPEThEro JIMIA €IUHCTBEHHOIO YHCia («IeIaroruiyeckuii CoBer...
MOCTAHOBJISIET», «COOpAHHUE... PEIIIIION).

[IpoTokon  cocTaBisieTcss ~Ha  OCHOBaHUM  3alMCEH,  CHEJIaHHBIX
HEIOCPEJICTBEHHO BO BpEMs 3acelaHMil, MPEACTaBICHHBIX TEKCTOB M TE3HCOB
JOKJIAJIOB Y BBICTYIUIEHUH, CIIPABOK, IPOEKTOB PEIICHUM.

IIpoTOKON MOXKET COCTABIATHCA KAK B PYKOIMCHOW, TAK M B IE€YATHOM
dbopwme.

JlaToil mpoToKona ABISIETCA JaTa MpOBeleHUs 3acedaHus. Eciam 3acenanue
MPOJOJIKAIOCh HECKOJIBKO JHEH, TO Yepe3 THUPE YKA3bIBAIOTCA MEPBBIM U
NIOCJIETHUI JIEHb 3aCEIaHus.

Homep mporokona AOMKEH COOTBETCTBOBAThH IMOPSIAKOBOMY HOMEpY 3ace-
nanus. Hymepanuss TpOTOKOJIOB BEIETCS B IpeAenax KalleHIapHOro Toja
OTIEIBHO MO KaXJIO0M TIpymnme IMPOTOKOJIOB 3acelaHusl COOTBETCTBYIOILIETO
KOJIJIErMaJIbHOTO OpraHa.

B pexkBusuTe «MecTo 3acedaHMs» YKa3bIBAETCS HA3BAHUE HACEIIEHHOIO
IYHKTa, B KOTOPOM COCTOSIJIOCH 3aCEJaHueE.

3aroyioBOK K TEKCTy MPOTOKOJIa JIOJDKEH OTOOpa)kaTh BHJI 3acelaHUs
(coBemianue, coopanue, KOHPEpPEHIUs U T.M.) WIA KOJUIETUAILHON JEeATeIbHOCTH
(komuccusi, coBeT, coOpaHue, padboyas rpymnmna u T.I.) U BKJIIOYaTh Ha3BaHUE BUIA
JIOKYMEHTA.

TekcT mpoTOKOJIa COCTOUT U3 BBOJHOW U OCHOBHOW 4acCTEM.

BBogHas  yacTb  CONEPKHUT  IOCTOSHHYIO — mHGopMmanuio  (cioBa
I[MPEACEJATEJIb, CEKPETAPH, IIPUCYTCTBOBAJIM) wu mnepeMeHHYIO
(pamunmsi, WHULMANBI TpeAcenaress, CeKperaps M TpHUCYTCTByromux). [lpu
HEO0OXOMMOCTH YKa3bIBAIOTCS JOJKHOCTH MPUCYTCTBYIOIINX, & TAK)KE MHUIIHAIIBI,
dbaMuuu JOMKHOCTH JIMII, TPUTJIAIIEHHBIX Ha coBemanue. [lpu KoiamdecTse
y4acTHUKOB Oosiee 10 cocTaBisieTCss CIHCOK MPUCYTCTBYIOIMIUX, KOTOPBIN
MPUIJIAraeTCsl K MPOTOKOITY.

Eciu  nportokon odopmisercs B mnedatHod  ¢opme, TO  ClOBa
[NPEACEOATEJIb, CEKPETAPB, IIPUCYTCTBOBAJIU neuataroT OT HYJIEBOTO
MOJIOKEHUST TalynsATopa, OT 2-TO TOJOXKEHHsS TaOyJsTopa CTaBUTCA THPE,
WHUIMQIBL U GaMWIMM [OUIIYT B HUMEHUTEIbHOM majaexe. Damunum
MPUCYTCTBYIOIIMUX PACIIONAraloTcs B al(paBUTHOM MOPSAKE U MeyaTaroTcs yepes 1
MEKCTPOUHBIN UHTEPBAJ.

BBomHas dYacTh MNpoOTOKOJIAa 3akaHYMBaeTcs IoBecTKoM jHs. CroBa
«IToBecTka mHS» TEYATAIOT OT HYJIEBOTO IOJOXKEHUS TalOyisTopa, MOCie HUX
CTaBUTCS JABOETOYME. BOMPOCH MOBECTKHU JTHS HYMEPYIOTCS apaOCKUMU U(PPaMH.
Kaxp1i1 HOBBIN BOMIPOC MEYATAIOT OT 1-TO MOJIOKEHUS Ta0yATOPA.

[TocnenoBaTeabHOCTh PACIOIOKEHHS BOIPOCOB OMPEAEIAETCS CTENEHBIO UX
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BaKHOCTH. Bompocsl nepedncisitorcsi B MMEHUTENbHOM nanexe. [Joknan (oruer,
cooO1ieHue, UHGopmalys), HAMMEHOBAaHUE JTOJDKHOCTH, MHULIMAIBI U (aMUINIO
JOKJIaquMKa THIIYT B POAMTENbHOM manexe. He pexomeHmyercs BKIOYAaTh B
noBecTtky AHs  Bompoc  «PasnHoe». Kaxnplii Bompoc — moKeH — OBITh
KOHKpETU3upoBaH. POpMUPOBAHUE BOIPOCOB B IOBECTKE JIHA HAYUHAETCS C
npeasiora «O (O0)».

OcHOBHasl 4acTb MPOTOKOJIA COCTOMT W3 pa3fesioB, KOTOPHIE JIOJKHBI
COOTBETCTBOBATh IYHKTaM TMOBECTKH [IHS. Pa3gensl HymepyroTcs apabCKUMH
U pamMu U CTPOSTCS 1O TAKOM cxeme:

CJIYIIAJIA - BBICTVYIIWJIA - PEHLIAJIN (ITOCTAHOBUIIN),

VYka3aHHbIE CcJOBa TMeYaralTcs OoJbmMMU OykBamu 0€3 OTCTyma OT
TPaHMIIBI JIEBOTO NoJisL. [lociie 3TuxX ciioB CTaBUTCA JBOETOUHE.

ITocne cmoBa CJIVIIIAJIM yka3piBaeTcsi KpAaTKUKA TEKCT BBICTYIUICHUS
OCHOBHOTI'O JOKJaaunKa. GaMuIvs 1 MHULMAIBI KaKJI0TO JOKJIAIUMKA [1€4aTar0TCs
C HOBOW CTpOKM. KpaTkuil TEKCT BBICTYIUICHHS H3JIaracTcsi B TPETbEM JINILIE
€IMHCTBEHHOT'O YHCJIA.

TexcThl WAM TeE3UCHl JAOKIAAOB U BBICTYIUICHMM, O(QOpPMIICHHBIE Kak
OTJIEJIbHBIE TOKYMEHTHI, B TEKCT IIPOTOKOJIa HE BKItoYaroTcs. Ilociie cBenenmii o
JOKJIATUUKE CTAaBUTCA THUpEe M YyKas3biBaeTcs: «TekcT nokinana (BBICTYIUICHUS)
IIPWIATraeTCs K MPOTOKOIIY».

ITocne cnoBa BBICTYIIMJIM @QukcupyroTcss BBICTYIUIEHUS TeX JIHIL,
KOTOpbIE MPUHSIN y4acTHE B OOCYKJIEHUHU TOKIaaa. BeicTymieHus: opopMIIIOTCS
B MPOTOKOJIE C YKa3aHUEM JIOJDKHOCTEH, (DaMHIIMKA U MHUIUMAJIOB, BBICTYIAIOIINX B
MMEHUTETBHOM MAaJIeXKE, a TAKKE C KPATKUM U3JI0KEHHEM COAEpPKaHUS BONpPOca U
oTBeTOB Ha Hero. Coaep)kaHWe BBICTYIUICHMH H3JIaraeTcsi OT TPEThEro JIMIa
€IMHCTBEHHOT'O YHCIIa.

[Tocne cnmoa PEHINJIN (IIOCTAHOBWJIN) dukcupyercss mnpuHITOE
pelieHne mo 00CyX/1aeMOMY BOIIPOCY MOBECTKHM JHS. PerieHue JOMKHO OBITh
KOHKPETHBIM M BKJIIOYAaTh COCTaBIIAIOIIME, KOTOPBIE OTBEYAIOT HA CIEAYIOIIME
BOIIPOCHI: KOMY, YTO CJI€JaTh U B KAKOW CPOK.

Pemenus1, conepxaliye HECKOJIBKO BOIIPOCOB, MOAPA3IEIAIOTCS HA ITYHKTHI
U TOAMYHKTHI, KOTOpblE HyMepyroTcs apadckumu 1udpamu. [loamyHKTHI
HYMEPYIOTCS IUPPAMH C TOUKOM.

B cnyyae, xorna Ha 3acelaHWM NMPUHUMAETCS pEILIEHUE 00 YTBEPKICHUU
JIOKyMEHTa, KOTOPbI 00CyXJajcs Ha 3aceaHuH, 3TOT JOKYMEHT IMpuiaraercs K
MPOTOKOJIY U B HEM JIETAETCS CChUIKA Ha HOMEP U JaTy nmportokona. [Tpu Hamuuuun
JIPYTUX JOKYMEHTOB, KOTOpbI€ pacCMaTpuUBajJUCh Ha 3acefjaHuu, U (paxT
00CYXJIeHHsI KOTOPbIX ObLT 3a(DUKCUPOBAH B TEKCTE MPOTOKOJIA, OHU HYMEPYIOTCS
apabckumu 1udpamu (Ilpunoxenune 1, Ilpunoxkenune 2). B cooTBETCTBYIOMIMX
IIYHKTaX MPOTOKOJIA JENAETCS CChIIIKA HA 3TH MPUIIOKEHHUS.

[IpOoTOKON MNOANMUCHIBAETCS IPEACENATENbCTBYIOIIMM Ha 3aCE€JaHuu KOJ-
JIETHAJIBHOTO OPTraHa U CEKPETAPEM.

Bellicka U3 NpPOTOKOJIA — TOYHAsE KOMMS 4YacTH TEKCTa MOJIMHHOIO
IPOTOKOJA, OTHOCAIUErocs K TOMY BOIPOCY IOBECTKH JHS, IO KOTOPOMY
TOTOBUTCS BBINKMCKA. BBINKCKa U3 MPOTOKOJIA COAECPIKUT CIAEAYIOIINE PEKBU3HUTHIL:
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HaMEHOBaHUE 0011e00pa30BaTEeIbHON OpraHW3alliy, Ha3BaHWE BHA JOKYMEHTA
(BBIMMMCKA M3 MPOTOKOJIA), JlaTa 3acelJaHusi, MECTO COCTABJICHMS, 3aroJIOBOK K
TEKCTY, TEKCT, OJAMUCH, OTMETKY O 3aBEPEHUH KOIHH.

[Ipotokonsl peructpupyrorcst B KHure/>kypHane peructpanu mpoTOKOJIOB
(npunoosicenue 3). Kuura/xKypHaja HTpOHYMEPOBBIBACTCS, MPOIIHYPOBBIBACTCS,
CKpeIUIsieTcsl MOoANnuchio  nupekropa u  nevarbio  Llkonel.  IIpoTokosibl
dbopmupytorcs B Jleno onuH pa3 B kBapTai. B koHie kanennapHoro roga Jleno (He
6omnee 250 muctoB) opopmitsieTcss B coorBeTcTBHM ¢ [lookeHneM 00 apxuBe.

5.4. Ciry:keOHO€e U CBMO.

CnyxxeOHOE THUCBMO COCTaBISIETCSI C IeJbl0 oOMeHa uHpopmanuen u
MPEICTABIISIET COOOI:

- OTBETHl O BBINOJHEHUU 3aJaHUM, OIPEACIICHHBIX B aKTaX OpraHoOB
rOCyJIapCTBEHHOM BJIACTH, MOPYUYCHUSIX BBICIINX JOJLKHOCTHBIX JIMII;

- OTBETHI HA BBHIMOJHEHUE MOPYYCHUHN BBIIIECTOSIIUX OpraHu3aIui;

- OTBETHI HA 3aIPOCHI IPYTUX YUPEKICHUM;

- OTBEThI Ha 0OpAIlEHUs TPAXKIAH;

- OTBETHI Ha 3aIIPOCHI HA HH(POPMAILIHIO;

- WHUIMATHUBHBIC MUCHMA;

- COINPOBOJUTEIBHBIE MTUCHMA.

CnyxxeOHoe uceMo oopmisiercs: Ha 6anke [Ikob.

[IucbMO HMMEET CIENYIOIINE PEKBU3UTHL: JaTa, PErUCTPALMOHHBIA HOMEP
(ucxopsmMii), CChUIKA HA PETUCTPAIIMOHHBIA HOMEpP (BXOASIIMIA) W JaTy
JIOKyMEHTa, Ha KOTOPBIN JaeTcsi OTBET (IIpH HAJIMYWM), aApecar, 3arojl0BOK, TEKCT,
OTMETKa O HAJIMYWU MPUJIOKEHUH (B Ciiydae HE0OXOIUMOCTH), TIOJIIUCH, CBEICHUS
00 ucnonuurene (O.N.0., KOHTaKTHBINA HOMEp TenedoHa).

JlaToii nmuceMa SBISIeTCs JaTa €ro MNOJANMCaHus, KOTopas JOJKHA COBMAlaTh
C 1aTOM perucTpanuy UCXOAIIel KOpPEeCIOHACHIINH.

OCHOBHBIM PEKBU3UTOM CITY>KEOHOTO MHUChMA SBJISETCA TEKCT, KOTOPBIH, KaK
IIPAaBWJIO, COCTOWT W3 JBYX 4YacTed. B mepBoil 4WacTu yKa3bIBAETCS NPUYMHA,
OCHOBAaHHME WJM OOOCHOBAaHME TMOATOTOBKM MHCHbMa, MPUBOASTCS CCBUIKM Ha
JIOKYMEHTBI, KOTOpble ObUIM OCHOBAaHMEM MJId €ro cocTaBieHUs. Bropas yacTth
BKJIFOYAET BBIBOJBI, MPEJIOKEHHS, TPOCHOBbI, peleHus Hu T. I., KOTOphIE
pa3mMemaroTcs ¢ ad3ara.

Kak npaBuio, B nmucbMe 3aTparuBaeTcs OJUH BOIPOC.

TexkcT nmuchkMa u3NaraeTcss OT MEPBOTO JIMIA MHOKECTBEHHOI'O 4YHUCIA C
UCIIOJIb30BAaHUEM CIIOB: «IIPOCUM COOOIIUTE...», «Pa3bsICHIEM, UTO...».

Cmyxe0HO€ TUCEMO TOJNUChIBAaeTCs qupekTopoM LIKoIbI.

5.5. CnpaBka.

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

CrpaBku OBIBAIOT ABYX BUIOB:

1. CrmpaBka Jij1st OMCaHUS WK TOATBEPKICHUS (PaKTOB;

2. CnpaBka [jisi ONKCAHUS WJIM MOATBEPXKIECHUS COOBITUN B JEATEIBbHOCTH
[TxoJBI.
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CrpaBKH COCTaBJISIOTCS 10 YKA3aHWUIO BBIIMICCTOSIIEH OpraHU3aIlldd WM
nupekropa Illkomsr s wuHbOpMAMK O BBITOJHCHWM IUTAHOB, 3aJIaHUM,
HOPYYCHHUH U MPEJICTABJISIOTCS B YCTAaHOBJICHHBIC CPOKH.

Texcm maxou cnpagku cocmoum u3 08yx 4acmel.

B mnepBoii dWactu wu3znararoTcs (akThl, IOCIY)KHBIIME IOBOJIOM K €€
HAIMCAaHUIO, BO BTOPOW - TPHUBOIATCS KOHKPETHBIC JaHHbIC. BbIBOABI U
NPE/JIOKEHUS B CITPABKE HE JTAIOTCSA (3@ UCKITIOYCHUEM aHATUTUICCKOM ).

CrpaBka JIOJDKHa OOBEKTHBHO OTPaKaTh COCTOSHHUE JCJN, €€ COCTaBJICHHE
TpeOyeT THaTeNhbHOTO CcOOpa W TPOBEPKH CBEACHUH, MOTYT MPUBOAUTHCS
TaOIHIIBL.

CripaBKH, COCTaBJICHHBIC I PYKOBOIMTENS OPTraHHU3AIMH, IOJITHACHIBACT
COCTaBUTETb.

CrpaBkH, KOTOPBIC COCTaBJISIOTCA 10  YKa3aHWIO  BBIMICCTOSIICH
OpraHU3aIHH, TTOAMUCHIBACT qupekTop [1IKob!.

JlaToii cipaBKH SIBJISIETCS JjaTa €€ MO IITUCaHUsI.

CrpaBKkH, yJOCTOBEPSIOIINE IOPUANYECKUAE (aKThI: MOATBEPKICHUE MECTa
paboThI, 3aHUMAaEMOW TOKHOCTH, pa3Mep 3apabOTHOH TUIATHI U T.1I.

JIJi HUX IPUMEHSIOTCST YHU(DUIIMPOBAaHHBIE TpadapeTHBIC OJaHKH.

Takoro poja CHpaBKH BBIJAIOTCS IO 3alpocaM 3auHTEPECOBAHHBIX JIHII
(COTpYIHHMKOB) WM YYPEKIACHHA W PETUCTPUPYIOTCS B KypHAJIe BBIIaBaCMbIX
CIIPaBOK.

5.6. lok1agHas 3amucKa.

JloxianHass 3amnmMcka - JOKYMEHT, aJpPECOBAHHBIA PYKOBOAUTEIO U
UHOOPMUPYIOIIUNA €r0 O CIOKUBIICHCS CUTyallud, UMEBIIIEM MECTO SBICHUH WITU
(dakTe BBIMIOJHEHHON pabOThI, a TaKXKE€ COJACP KAIIUA BBIBOJIBI U TPEHJIOKEHUS
COCTABUTEIIS.

JloknaHas 3anMcKa MOYKET BBITIOJIHITLCS PYKOIUCHBIM CIIOCOOOM.

TexkcT MOKJIAAHOW 3amMCKW  JEJIUTCS Ha JBE 4YacTU: TMepBas -
KOHCTATUPYIOIIasi, TJA€ H3JIaraloTCs MMEBIIHME MECTO (DAKThl WM OIMHUCHIBACTCS
CUTYyallus, U BTOpas, B KOTOPOH U3JIaraeTcsi mpeasioxkeHre, mpockoa.

TexkcTy HNOKJIaAHOW 3amMCKU OO0S3aTeNbHO MPEIIISCTBYET 3arojioBOK,
HaynHarommics ¢ npeaiora «Ox», «Oo».

Jloxnannas 3anmucka ohopmIIIeTCsl Ha TUCTe Oymarmy.

5.7. AKT.

AKT -  JIOKyMEHT, COCTaBJEHHbIH  HECKOJbKUMH  JIUIIAMU U
MOATBEPKAAIOIIUM YCTAaHOBJICHHbIC (DAKThl U JAEHCTBUS. AKTBI O0OPMIISIOTCS IO
pe3yJibTaTaMm peBU3UH, IPU IpUeMe-Tiepeade Ae, CIIUCaHuU UMYIIECTBa U TOMY
nos100Hoe.

AKT odopmisieTcss Ha cTaHIApTHOM Jiucte Oymaru opmara A4 u umeer
CIIENYIONTME PEKBU3UTHI: Ha3BaHWE JOKyMeHTa, Tpud yTBepxkneHus (mpu
HEOOXOJIMMOCTH), JaTa M MECTO COCTaBIICHHUS, 3arojlOBOK K TEKCTYy, TEKCT,
MOANUCH Jull (HE MEHEE TPEX), KOTOPhIE COCTABIISIIN aKT.

TeKCT akTa COCTOUT U3 BBOJHOW U KOHCTATUPYIOLIEH YaCTEN.
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B BBOI[HOﬁ YaCTU YKa3bIBaAOTCA OCHOBAHUA J[JIA COCTABJICHUA AaKTa H
Ha3bIBAIOTCA JIMIOA, KOTOPBIC COCTABUJIM AKT HJIM IIPHUCYTCTBOBAJIN IIPHU 3TOM. B
KOHCTaTPIpy}OHleﬁ JaCcTu MH3J1aracrcia CyTb, 3ada4dH, XapaKTCp HpOIIeHaHHOﬁ
pa6OTI>I, YCTAaHOBJICHHBIC (I)aKTLI, MNpCaIOKCHUA W BBIBOIBI. KOHCTaTI/Ip}IIOHIaH
9aCTb MOJXXCT O(l)OpMJIiITBCH B BHJIC Ta6HHHLI. B KOHIC TCKCTa aKTa 3aIlIMChIBAaIOTCA
AaHHBIC O KOJIMYCCTBC 3K3CMILIAPOB aKTa U UX MCCTO HAXOKICHHUA.

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

.HI/II_IO, HMCHOIICC 3aMCYaHUsd K COACPIKAHUIO aKTad, MOAIMUCBIBACT Cro Hu
n3jgaract CBOC MHCHUC HA OTACIIBHOM JIMCTEC, KOTOpBIﬁ IIpHUJIaracTcs K aKTy.

5.8. Tesaerpammbl, TejieOHOrPaMMBbI, (PAKCUMUIISIPHAS CBSI3b.

DTO MOKYMEHT 1O OTIEPaTUBHBIM BOIIPOCaM, TIEpeIaBacMblid 110 TeaehOHy U
3aMKMChIBAEMBIN MTOJTyYaTEIIEM.

O0s3aTeNbHBIMU PEKBU3UTAMU TaKUX JTOKYMEHTOB SIBJISTFOTCSI:

- HaWMEHOBaHHE YUPEKJCHUHN aJpecaHTa u aJpecara;

- PEKBHU3UT «OT KOTO» M «KOMY» C yKa3aHHeM JOJKHOCTH, (paMUINH, U
OTYECTBA JOJKHOCTHBIX JIUILL;

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

- JIOJDKHOCTHU U (haMUJTUU TIEPEIaBILIETO U MPUHSBIIETO TOKYMEHT;

- HoOMepa TenedOHOB;

- TEKCT Y TOJIITHCH.

[TocTynuBIIFiE MOKYMEHTHI JOJDKHBI HUMETh TE€ K€ PEKBU3HTHI, YTO U
OTIIPaBIIIEMBbIE, 332 UCKITFOUCHUEM TTOTIHCH.

JIOKyMEHTBI COCTaBIISIFOTCS B OJIHOM DJK3EMIUISIPE U TOAMUCHIBAIOTCS
PYKOBOJIUTEIIEM WJIH OTBETCTBCHHBIMU HCITOJTHUTEILHBIM.

5.9. DjIeKTpOHHBbIE TOKYMEHTHI.

[Topsimok ~ cocraBieHus, OGOPMIICHHS W  COTJIACOBAHUS  MPOEKTOB
JNIEKTPOHHBIX  JOKYMEHTOB  OCYHICCTBISICTCS 1O OOIIMM  MpaBWIaM
JICITOTPOU3BOICTBA, YCTAHOBJICHHBIM B OTHOIICHUU aHAJIOTMYHBIX JOKYMEHTOB Ha
OyMa)KHOM HOCHUTENC. OJIEKTPOHHBIA JIOKYMEHT JOJDKEH HWMETh PEKBU3HUTHI,
YCTaHOBJICHHBIE MJISi AHAJOTHYHOTO JOKyMEHTa Ha OyMa)XHOM HOCHTENe, 3a
UCKJTFOUCHUEM OTTHCKA TICUaTH.

B mepedeHp 00s3aTENBbHBIX CBEICHHH O JOKYMEHTaX, HCIIOJIB3YEMBIX B
IEeJISIX y4eTa M IMOMCKa TOKYMEHTOB B CUCTEMaX dJIEKTPOHHOTO TOKYMEHTO000pOoTa
00pa3oBaTeNbHOW OpPTaHU3aIllMi B COOTBETCTBUU C MPAaBUJIAMH JIETIONPOU3BOICTBA
B 00pa30BaTeNIbHOWM OPraHU3aIluH, BXOJIST:

e aJpPECaHT,

s ajpecar;

¢ JIOJDKHOCTb, (DaMHJIUSI M MHUITMAJIBI JIUIIA, TOAMMCABIIETO JOKYMCHT;
e BWJI JIOKYMCHTA,;

e JlaTa IOKYMEHTa;

¢ HOMEp JOKYMEHTA;

o JlaTa MOCTYIUICHUS JJOKYMEHTA;
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e BXOJSIIMKA HOMEP NOKYMEHTA;

e CCBUIKA Ha UCXOJISIIIUNA HOMEP U 1aTy TOKYMEHTA,;
e HAMMECHOBAHME JOKYMEHTA;

e HHJICKC JIeTIa;

e CBEJICHMS O IIepeaipecallii TOKyMEHTa;

e KOJMYECTBO JIICTOB OCHOBHOTO JIOKYMEHTA;
e KOJMYECTBO MPUJIOKECHUM;

« 00IIee KOMMIECTBO JUCTOB MPUIIOKECHU;

e YKa3aHUs MO UCITOJIHEHUIO IOKYMEHTA;

e goipkHOCTE, @. U. O. ncronmHuTeNI;

e OTMETKa O KOHPHUACHITHATHHOCTH.

B cocTtaB A0OMOTHUTENBHBIX CBEICHHUA 00 AJIEKTPOHHOM JOKYMEHTE MOTYT
OBITh BKJIIOUCHBI CBEJICHMS: HAaMMEHOBaHUE aBTOpa JIOKYMEHTa (€Clid aBTOp HE
COBIIAJIaeT C aJpecaHToM (OTHpaBUTEIEM) JIEKTPOHHOTO JOKYMEHTa), OTMETKA O
IIEPEHOCE CpOKa MCIIOJHEHHS JIOKYMEHTAa, CpPOK XpaHCHUsA JOKYMEHTA,
HAMMCHOBAHUS TPUIIOKEHUNW K JJIEKTPOHHOMY JIOKYMEHTY, KIIFOUEBBIC CJIOBA,
CTaTyC JOKyMeHTa (IPOEKT, BepcHsi), BUJ Tepeaadd JTOKYMeHTa (JIEKTPOHHOM
MIOYTOM, MOYTOM, (haKCOM H T. JI.) U JIp.

Cpokr XpaHEHHUA DJJICKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUsI JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMH W  WHBIMHU
HOPMATUBHBIMM MPaBOBbIMM akTamu Poccuiickot denepanuu, TUIIOBBIMU
MIEPEYHSIMHU JIJI1 AaHAJIOTMYHBIX JJOKYMEHTOB Ha OyMa>KHOM HOCHUTEJIE.

6. Opranu3amnusi JIOKYyMeHTO000POTA U MCIIOJTHEHHS IOKYMEHTOB.

6.1. Ipuem 1 00paGoTKa NMOCTYNAIOIINX JOKYMEHTOB.

JIBI>KEHUE JOKYMEHTOB C MOMEHTa HMX CO3JaHUSl WM TOJYYEHHUS 10
3aBEPILCHUS UCTIOTHEHUS WIIM OTIPABKUA 00pa3yeT JOKyMEHTOOOOPOT.

B nmoxymeHntooOopoTe 00pa3oBaTeNbHONM OpraHU3AIMH  BBIICISIOTCS
CJIEAYIOIINE JOKYMEHTOIIOTOKHU:

a) BXOJA1Iasi KOPPECTIOHACHIINS (FOpUAUYECKHE U (PU3ndecKue JIuia);

0) ucxosIas KOppecrnoHAeHINs (FOpUANIECKIe U (U3UICCKUE JINIIA);

') BHYTPEHHSIS TOKYMEHTAITH.

JloctTaBka M OTHpaBKa JOKYMEHTOB OCYIIECTBIISIETCSA, KakK MPaBUIIO,
CpEIICTBAMU MOYTOBOU M BJIEKTPOHHOM CBSI3H.

Joxymentsl, nocrynawiiue B lllkony, npoxoasT nepBuuHyr0 00pabOTKY,
perucTpaiup, IMpeaBapuTebHOE PAaCCMOTPEHHE, TMepefadyy PYKOBOJACTBY Ha
paccMOTpeHue, MepelatoTCs UCTIONHUTEISAM U T0CJIe UCTIOJHEHUS TTOMENTAI0TCS B
nena.

I[lpuem wu mepBuuHass 00pabOTKa  JTOKYMEHTOB  OCYIIECTBIISIETCS
JEJI0NPOU3BOIUTEIIEM.

Jlenonpou3BOAUTENL MNPOBOJUT: MPOBEPKY MPABWIBHOCTH aJIPECOBAHMS
MOCTYMAIMINX JIOKYMEHTOB, TMPaBUJIBHOCTH JOCTaBKM ©  KOMIUIEKTHOCTH
JIOKYMEHTOB; COPTHUPOBKY JOKYMEHTOB Ha TMOJIEKAIIME W HE MOJJIekKaIIue
perucTpanuu.
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[Tonmy4yeHHbIE KOHBEPTBI C KOPPECHOHACHIIMEN BCKPBIBAIOTCS, MPU 3TOM
MPOBEPSETCS HAIMYKME BJIOKEHUM, a TakKKe YKa3aHHbIX B JOKYMEHTax
npuwiokeHuil. B ciiydae moBpekaeHHs] YIAKOBKH M BIIOKEHHUH JTMOO OTCYTCTBHS
MPUJIOKEHUN COCTAaBJISETCA aKT B ABYX 3K3eMmIursipax. OIHMH SK3EMIULSIp aKTa
HaIpaBJIsIeTCs KOPPECIOHIEHTY, BTOPOW MpUOOIIAETCS K IMOCTYHUBLIEMY
JOKYMEHTY.

OmmboyHO MIpUCIaHHAas KOPPECHIOHACHIMA  TEPEChUIAECTCS M0
IIPUHAJIEKHOCTH, €CIM M3BECTEH aJpec MoJiydyarens. B IMpOTUBHOM cilydae
KOPPECIIOHAEHIINS BO3BPAIIAETCS OTHPABUTEIIO.

KonBepTel 0T mocTynmaromenl KOPPECHOHACHUMU  COXPAHAKTCA U
NPWIArarTcs K JOKYMEHTaM JIMIIb B TOM CIIy4ae, KOIJa TOJIbKO MO HUM MOYKHO
YCTAaHOBUTH AJIPEC OTIpPaBUTENS WJIM, KOTJa JaTa MOYTOBOIO IITEMIENE UMEET
3HAYECHUE B KQUECTBE JOKA3ATEIbCTBA BPEMEHH IMOJIyYEHUS JOKYMEHTA.

CrnenMamcToM HE BCKPBIBAIOTCS KOHBEPTHI IIMCEM C HAANMCBIO <«JIMYHOM.
Onu nepenaroTcs M0 Ha3HAUYECHHUIO.

Nudopmanus u goxkymeHThl 0 AesitenbHocTu Llkonbl, HE yka3aHHBIE B
yacTu 2 cratbu 29 ®enepanbHoro 3akona ot 29 nexabps 2012 roga Ne 273-D3
«O6 obpaszoBanuu B Poccuiickoit deaepanumny, NpeICTaBIsIIOTCS PyKOBOIUTEIEM
o0Opa3oBaTeNbHOM OpraHu3alyy o o0palleHuIo rpakIaHIHA MO0 JOJKHOCTHOTO
Juia TOCYJAapCTBEHHOIO OpraHa WIM OpraHa MECTHOTO CaMOYIpaBJICHHUS B
Cay4dasixX M TMOpSAKE, TMPEAyCMOTPEHHBIX 3aKOHOJATEIbCTBOM Poccuiickon
denepanum.

[IpeacraBinenrie uHGOPMAIIMM WHBIM OpPraHU3ALMAM O JACSITEIbHOCTU
[IIkoybI OCYIIECTBISIETCS YUPEAMTENIEM OpraHu3allii, B OTHOIIEHUH KOTOPOM
Takasi ”HQOpMaLHs 3arpalliuBaeTCs.

6.2. [lpenBapuTeibHOE paccCMOTPeHHE TOKYMEHTOB.

JenonpousBoautrenbr W (WIKM) JIMLO, OTBETCTBEHHOE 3a BEICHUE
JIeJIONPOU3BOCTBA, MPOBOAUT IPEABAPUTEIBHOE PACCMOTPEHHUE JIOKYMEHTOB B
LEeNsIX  BBIAETICHUS M3 BCEro MAacCHBa NOCTYNMBIIEH  KOPPECIOHIECHUIUHU
JIOKYMEHTOB, TPEOYIOLIUX 0053aTEIbHOTO paccMOTpeHus Aupekropom 11Ikonsl.

OcHoBaHMEM Ui TPUHATUS pELIEHUS B XOJ€ MPEABAPUTEIHLHOTO
paccMOTpeHHUs SIBJISIETCS COAEpKAHME JOKYMEHTa, a HE aJpecoBaHHe JOKYMEHTa
COOTBETCTBYIOILIEMY PAaOOTHUKY.

PesynpraTrom mpenBapUTENEHOTO PACCMOTPEHUS SIBISICTCS HAmpaBlieHHUE
nokyMeHTa aupektopy LIIKombl WaM MOMKHOCTHOMY JIMIY B COOTBETCTBHH C
YCTaHOBJICHHBIM  pacIipe/ieiecHHeM O0O0sI3aHHOCTEH MEXIy OUPEKTOPOM U
JOJKHOCTHBIMU JIMIIAMU IS BHIHECCHHSI YKa3aHUSI 110 UCTIOTHEHUIO TOKYMEHTA.

6.3. Peructpanusi J10KyMeHTOB.

[lepenaya MOKYMEHTOB Ha PETUCTPALMIO MPOU3BOAUTCS TOJBKO IOCIE HUX
peBapUTEILHOTO PACCMOTPEHHUSL.

Peructpanumu nojanexxar Bce JOKYMEHTHI, TpEOyIOUIUe y4yeTa, UCIOJHEHUS,
UCIIOJIb30BaHUS B CIIPABOYHBIX LIETISIX, KaK MOCTYHAIOUINE U3 JPYTUX OpraHu3aIuil
¥ OT YaCTHBIX JIMII, TaK ¥ 00pasyroluecs B mpoiecce aestenbHocT 1konsr.
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He noanexar perucrpauvd mNO3ApaBUTENbHbBIE IUCbMA, TEJIErPAMMBI,
NpUTJacuTeNbHbIe OWIEThl, HHpOpMaUUs Uil CBEACHHS, OyXraiaTepcKue
JOKYMEHTBI ~ NEpPBUYHOrOo  yuera. [l HHUX  COCTaBJIsIETCS  IEPEUYEHb
HEPETrUCTPUPYEMBIX JOKYMEHTOB.

Perucrpaiiysi TOKyMEHTOB MPOU3BOAMTCS C 1IE€JIbIO 00€CIeUeHusl UX ydeTa,
KOHTPOJISI 32 UCTIOJTHEHUEM U ONEPATUBHBIM UCIOJIb30BaHUEM MH(MOPMAIUH.

Perucrpanuss JOKyMEHTOB MTPOU3BOIUTCS B JE€Hb UX MOCTYIUICHUS.

JlomyckaeTcss OTMETKa O TOCTYIUIEHMM JIOKYMEHTa B OpraHHu3aluio
IPOCTABIIATh B BUJE IITAMIIA WM OT PYKHM B HUWIKHEH YacTH JIMLEBOW CTOPOHBI
MEPBOrO JHCTa JOKYMEHTA WM Ha €r0 000poTe.

Peructpanuss AOKYMEHTOB 3aKJIIOYAE€TCS B BEJIECHWM 3alUCH  YYETHBIX
JAaHHBIX O JOKYMEHTE MO YCTaHOBJICHHOW pPETHUCTPAlMOHHON (hopMe, KOTOPHIM
bukcupyercss (QakT co3gaHus, OTHPABJICHHS WU TMOJIYYEHUS JOKYMEHTa IyTEeM
IIPOCTABIICHUS. HA HEM PETMCTPALMOHHOTO MHAEKCA C MOCIEAYIOIIEH 3alUMChiO B
yKa3aHHBIX (hOpMax HEOOXOAUMBIX CBEJIEHUI O JOKYMEHTE.

JokyMmenTsl, noctynatouue B Illkony, peructpupyrorcsa B Kuure/xxypnane
pPEruCTpalvy BXOJSIIEH KOPPECIOHAEHIMHU, a T€, YTO OTHPABIIAKOTCSA U3 HETrO, -
KHuure/ ;xypHase perucTpaiiy UCXOSIIEH KOPPECTIOHACHITUH (npuiodcerue 3).

6.4. Pacnipenesienne NOCTYNAKIIUX JOKYMEHTOB.

[Tocne peructpanyu TOKYMEHTHI MEPEAAIOTCS HA PACCMOTPEHHUE AUPEKTOPY
IIIxoJIBI.

[Tocne paccMOTpeHHsT PYKOBOJMTEIEM  JIOKYMEHTBHI  BO3BpAIalOTCS
JIEIIOMTPOU3BOUTEITIO u (1) iy, OTBETCTBEHHOMY 3a BEICHHUEC
JIEJIONPOU3BOJCTBA, JIsi MEPEHECEHUs YKA3aHWU [0 UCIOJIHECHUIO JOKYMEHTAa B
JKYpHaJI PErUCTPAllUM BXOISIIUX JTOKYMEHTOB. B COOTBETCTBUHU C YKA3aHUSIMH I10
WCIIOJHEHUIO TIOJJIMHHUK JIOKYMEHTA HaIpaBIISICTCS PAOOTHHUKY, SBIISIIOIIEMYCS
OTBETCTBCHHBIM UCIIOJIHUTEJIEM, a COWCIIOJHUTEISAM HANPaBJISIOTCS  KOIHUHU
JOKYMEHTOB (€ClIM HMEIOTCS), O YeM JelaeTcs oTMeTka B Kuure/xypnaie
PETUCTpaLMU BXOASAIINX JOKYMEHTOB.

DJIEKTPOHHBIC  COOOIIEHHS, TIOChIJIaeMbIe TI0  DJCKTPOHHOH  IOYTE,
WCIIOJHSIOTCSA aHAJOTUYHO JOKYMEHTaM Ha OYMa)XKHBIX HOCHUTEISAX C Y4eTOM
OTPEICJICHHON CTeU(UKHU B MPOIECCE UCTIOTHEHHUS.

6.5. Iopsaaok 00padoOTKM U NMPOXOKIEHUS] MCXOASIIIUX M BHYTPEHHHUX
JTOKYMEHTOB.

[TopsmoK MOATOTOBKY UCXOISIIMX JOKYMEHTOB BKIIIOUAET B ce0s1 paboTy 1Mo
COCTaBJICHUIO MPOEKTa TOKYMEHTAa, COTJIaCOBAaHHIO, MOANUCAHUIO (YTBEPKICHHUIO)
U OTIIPABKE.

Jlo mepenaun TOKyMEHTa Ha MOJMUCH UCIIOJHUTEND JO0KEH MPOBEPUTH €T0
coJiep>KaHue, MPaBUIbHOCTE  O(QOpMIICHUS, HadM4ue HEOOXOAUMBIX BH3 H
npuiiokeHui. JIokyMeHT npeCcTaBisIeTCs Ha MOJIUCh BMECTE C MaTepHajiaMu, Ha
OCHOBaHUM KOTOPHIX OH TOTOBUJICSI.

BuyTpeHHue nokymMeHTbl OpOPMIISIOTCS U MCTIONHSAIOTCS (MCIONB3YIOTCS) B
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npenenax [IkoJbr.

BHyTpenHue AOKyMEHTHI (AOKJIAIHBIE 3allMCKH, CIPABKU, CBOAKU U Jp.)
paccMaTpHUBAKOTCS TEMH JI0J>KHOCTHBIMU JIMI[AMU, KOMY OHU HaIlpaBJICHBI.

OTBETCTBEHHBIE 3a JIEIOMPOU3BOJICTBO IMEPE] CAAYEN KOPPECTIOHACHIIMN Ha
OTNPABKYy JOJIKHBI 00s3aTEIBLHO MPOBEPUTH MPABUIBHOCTh €€ O(POpMIICHUS U
aapecoBaHusa. KoOHBEpTOBaHME KOPPECHOHACHLUMM W  JIPYTUX  IOYTOBBIX
OTHPABJIEHUMN MTPOU3BOJIUTCS CTPYKTYPHBIMU MOAPA3ACICHUSIMHU OPraHU3allHiH.

Peructpanuss oTnpaBisieMbIX JOKYMEHTOB OCYIIECTBISIETCS B JIEHb HX
noAanucanusi  (YTBEpXKICHHMS]) WIM  HA  CIEAyloUud  pabouuii  JeHb.
PeructpauioHHbIA HOMEpP JOKYMEHTA M JaTa PErHCTPalMd MPOCTABISIOTCS Ha
MO/JTMHHUKE JOKYMEHTa B PEKBU3WTAaX OJaHKA M HA KOMHH, OCTAIOIICHCS B JIEJe
oOpa3oBarenbHOM opranu3anuud. CHpaBOYHBIM —ammapaToM IS UCXOJSIINX
JIOKYMEHTOB SIBJISIETCSI )KYpPHAJ PETUCTPALIMH 3TUX TOKYMEHTOB.

OTrnpaBKky HCXOIAIIUMX JTOKYMEHTOB IPOU3BOAUT JIE€JIONPOU3BOJIUTEND U
(unu)  JUIO, OTBETCTBEHHOE 3a  BeJeHUEe  Jenornpou3BoicTBa.  CpouHas
KOPPECTIOHAEHIINS odopmIsieTcs U OTIPaBISETCS HE3aMEIJIUTEIBHO
JETIONPOU3BOJUTEIIEM.

Jlenonpou3BOAUTENb MPOBEPSET MPABMIBHOCTh OQPOPMIICHUS HCXOASIINX
JIOKYMEHTOB, MPOU3BOAUT COPTUPOBKY JIOKYMEHTOB IO CHOCO0Y JOCTaBKH
KOPPECTIOHJICHITMK  ajpecary  (mpocras, 3aka3Hasi, MeXAyHapoJHas W
np.). HenpaBunsHo o(OpMIICHHBIE JOKYMEHTBI U KOPPECHOHICHIUA
HECITy>)KEOHOT0 XapakTepa K OTIpaBKe HE MPUHUMAIOTCS U BO3BpAIIAlOTCS JIUILY,
MOATOTOBUBIIEMY TOKYMEHT.

OrtmpasiisiemMass 1O TMOYTE€ KOPPECMOHJEHIMS TPOXOAUT  YMaKOBKY,
aJpecoBaHue, TMPOCTABJICHUE CTOUMOCTH TIOYTOBBIX YCIAYyr W TMepeaady Ha
OTHPABKY B MECTHOE OTJICJICHUE CBSI3H.

Ha 3aka3Hyr0 KOppECHOHAECHIIMIO, HA JOKYMEHTBHI C TOMETKOW «/Jlist
CIIy’K€OHOTO TIOJIb30BAHUS» COCTABIISIETCS PEECTP, KOTOPHINA 3aTEM BO3BPAIIACTCS
CeKpeTapro y4uyeOHOM 4YacTh WU (WIM) JHIy, OTBETCTBEHHOMY 3a BEICHHE
JIETIOTIPOU3BOICTBA, C PACIUCKOM PAOOTHUKOB IMOYTOBOTO OTEICHUS CBSI3U WIIU
WHOTO JINIIA, 00E€CTIEUNBAIOIIETO OTIPABKY TOKYMEHTOB.

[lepenada ¢ UCTIOIB30BAaHUEM CPEACTB (DAKCUMUIILHOM CBSI3U JIOKYMEHTOB,
coJiepKalluX CIy>Ke0Hyr0 HH(POPMAIIMIO OTPAHUYEHHOTO PACIIPOCTPAHEHHUS, B TOM
yucie ¢ TnoMeTkol «Jlns cimy:keOHOro mosib30BaHUS», HE pa3peliaeTcs.
Kareropuuecku 3ampeniaercs rmnepeaada Mo cpeicTBaMm (PakCUMUIBHON CBS3U
CEKPETHBIX JOKYMEHTOB.

C ucnonb3oBaHueM cpeacTB (aKCUMWIBHOW CBA3M MOTYT OBITh IEpelaHbl
MaTepualbl TEKCTOBOTO, TAOJMYHOTO WA rpad)uuecKoro Xxapakrepa, UCIIOTHEHHbIE
tunorpad)CKuM, MaIIMHOMUCHBIM WA PYKOMUCHBIM CIIOCOOOM B YEPHOM WJIU
TEMHO-CMHEM IIBE€T€ C YETKMUM ¢ KOHTPACTHBIM H300paxkeHueM (IepBbIe
DK3EMIUISIPHl WU WX KCEPOKOMWHU) Ha Oeroil Oymare ¢ MHUHHUMAJIbHOW BBICOTOM
OykB u 1mudpp 2 mMMm. O0BeM TepenaBaeMoro B TEUCHHE OJHOTO CEaHCa CBS3U
JIOKyMEHTA, BBITIOJIHEHHOTO Ha Oymare opmarta A4, HEe TOHKEH NMPEBBIIATh MSITH
JIUCTOB.

OTBETCTBEHHOCTh 3a cojepkaHue WHGOpMAIMK, TMepeaaBaeMonl ¢
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HCIIOJIb30BAHUCM CPCACTB (I)aKCHMHHBHOﬁ CBsA3M, BO3JaracrCia Ha HCIIOJIHUTCIIA,
IIOATOTOBHUBILICTO q)aKcorpaMMy It rIepcaadu.

6.6. OcobGeHHOCTH PaGOTHI C IJIEKTPOHHBIMHU JOKYMEHTAMMU.

B IlIkone co3naroTcst 1 UICHONIB3YIOTCS:

. AJIEKTPOHHBIE JTOKYMEHTBI, CO3/laBaeéMble B AJIEKTPOHHOU (opme Oe3
MpPEeIBaAPUTEIHLHOTO JOKYMEHTUPOBAHUS Ha OYMa)KHOM HOCHUTEJIE;

. AJIIEKTPOHHBIE 00pa3bl JIOKYMEHTOB, IIOJyYEHHbIE B pPE3yJbTaTe
CKaHMpPOBaHUSA JOKYMEHTOB MW  XpaHSAUIMECS B CHCTEME 3JIEKTPOHHOIO
JTIOKyMEHTO000pOTA.

I[Ipuem w© oOTOpaBKka BJIEKTPOHHBIX JIOKYMEHTOB  OCYILECTBIISIIOTCS
OTBETCTBEHHBIM 32 BeJIEHUE JesIonpon3BoacTBa B IlIkoie.

DNEeKTpOHHbIE JOKYMEHTBI CO3/al0TCs, 00palaThIBAIOTCA W XpaHATCA B
CUCTEME JEKTPOHHOI0 JOKyMeHTooOopoTa LIIKob!I.

DONEeKTPOHHBIA JOKYMEHT JOJKEH OBbITh O(OpMIIEH MO OOIIKMM IpaBUiIamM
JIEJIONPOU3BOACTBA M HMMETh PEKBU3UTHI, YCTAHOBIICHHBIE [JI1 AHAJIOTUYHOTO
JIOKyMEHTa Ha OyMa)KHOM HOCHUTEJIE, 32 UCKITIOUYEHUEM OTTHCKA NIEYaTH.

JIns moATBEpKACHUS MOJJIMHHOCTU 3JIEKTPOHHBIX JOKYMEHTOB B Illkoie
UCIOJIB3YIOTCSL 3JIEKTpOHHBbIE Lu(poBble mnoanucu. lMcrnonasdyemble cpencTBa
AJIEKTPOHHON 1U(POBON MOANMMCH JOKHBI OBITh  CEPTU(PUIUPOBAHBI B
YCTaHOBJICHHOM MOPSIJIKE.

Enuauneir ydera »SIEKTPOHHOTO JIOKYMEHTAa SIBJISIETCS  DJIEKTPOHHBIN
JIOKYMEHT, 3apErMCTPUPOBAHHBIM B CHUCTEME 3JEKTPOHHOIO JIOKYMEHTO000pOTa
o0pa30oBaTeNbHON  OpraHM3aluuu.  OJEKTPOHHBIA  JOKYMEHT,  HMEOIIMMA
MPUJIOKEHUS, PETUCTPUPYETCS KaK OJUH JOKYMEHT.

[locne oTmpaBKU BJIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOTO 3JIEKTPOHHOU
MOANUCHIO YIOJHOMOYEHHOIO JIOJHKHOCTHOTO JIMIA, TOCBUIKU aIpecaTy ero Konuu
Ha OyMa)XHOM HOCHTENIe, KaK MPaBWIO, HE TPeOyeTcs, 3a MCKIIOUEHHEM OTBETOB
Ha oOparlieHus rpak/iaH, MOCTYIUBIINX 1o nH(OPMAITMOHHO-
TEJIEKOMMYHUKAIMOHHBIM KaHajaM, Ha KOTOPBIE 3asIBUTEIIO JA€TCSl MUCbMEHHbIN
OTBET, HAMPABJISIEMbIH TI0 IOYTOBOMY aJpecy, YKa3aHHOMY B OOpaIleHHH.

HcnonHeHHbIE AJEKTPOHHBIE JOKYMEHTBl CHUCTEMAaTU3HPYIOTCS B J€ja B
COOTBETCTBHM C HOMEHKJIAaTypoil aen IIIKoJibl M WHIOEKCUPYIOTCS B MOPSJIKE,
YCTAaHOBJICHHOM B OTHOILUEHUU JIeJl, COCTABIIEHHBIX U3 JIOKYMEHTOB Ha OyMa)XHOM
HocuTene. [Ipu cocraBieHMH HOMEHKJIATYPhI JeJl B 3arojOBOK Ji€ja BKIHOYAeTCs
yKazaHue « DNEeKTPOHHBIE TOKYMEHTBD.

6.7. UnpopmanmoHHasi 6€30NMaACHOCTD.

Nudopmarmonnsie  pecypcel  Illkomer mo  goctymy  (BO3MOXHOCTH
UCIIOJB30BaHUsA)  MOJPA3JENAIOTCA  HAa  OTKPBITYIO (001IeTOCTYTTHYIO)
uHpopMaIuio, CcIyxkeOHyr0o HHPOpPMANMIO U HHPOPMAIUIO OTPAHUYCHHOTO
pacrpocTpaHeHus (JocTymna).

K kareropum oOTKpbITOM wuHpOpMANUM  OTHOCUTCS  HH(pOpMaIus,
coaepkamiasicss B JOKyMeHTax u 0Oa3ax gaHHbIX LIIKOJbI, HEMOCPEICTBEHHO
3aTparvMBarollas MmpaBa U MHTEPECHI TPakKIaH.
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K xareropum cuyxxeOHOW wuHOpMAIMK OTHOCHTCS  uHGpOpMaIus,
coJeprkamiasicsi B JOKyMeHTax M Oazax maHHbIX lllkosbl, mpeaHazHaueHHas IS
JNOJDKHOCTHBIX ~ JIMIL M paOOTHUKOB, TMpU  BBINOJIHEHHUH HUMH  CBOUX
(YHKIIMOHAJIBHBIX ~ O0S3aHHOCTEW, HE 3aTparuBarollas HaNpsMyK IpaBa
U MHTEPEChl TpaXKJaH M HE OTHOCAIIASACA K KaTeropuu OTPaHUYEHHOIO
pacrpocTpaHeHus (0oCTymna).

K xareropun uHpOpManuu OTrpaHUYEHHOIO pPACIPOCTPaHEHMs (IOCTYyIIA)
OTHOCUTCA HH(pOpMalus, CcOAep)Kamascsi B JOKyMEHTaXx M 0a3ax JaHHBIX,
BKJIIOYAIOIIAs CBEICHUS KOH(DUICHIIMAIBHOTO XapaKTepa.

Bes undopmanus, comepskamiasicss B JOKyMEHTax M 0a3ax JaHHBIX, I10
YMOJTYAHUIO SIBISIETCA OTKPBITOW M oOmeaoctynHou. MckmroueHue cocTaBiser
uHbopMaIus, OTHECEHHas K KaTeropusM CIy)KeOHOM U OTrpaHHYEHHOTO
pacrpocTpaHeHus (JoCcTymna).

Jloctyn nonb3oBateneil K UHQOpMALUKM OTPAaHUYMBAETCS ITyTEM OTHECEHMS
uHPOpMAIlMU K COOTBETCTBYIOLIEH KaTeropuM W  HAJIOXKEHHEM Ha  Hee
COOTBETCTBYIOLLIEIO Trpuda OrpaHUMYEHUs pacnpocTpaHeHus. MHdopmanms
OTrpaHUYEHHOI0 JJOCTyMNa cHabxaercs rpudom « /st ciayxeOHOro nojb30BaHus».

[IpaBoMm oTHeceHus UHPOpPMALMKU K KaTETOPUM OTPAHUYEHHOTO JOCTYIa U
HAJIO)KEHHUsSI COOTBETCTBYIOLIEro rpuda obnagaeT aBTOp JOKYMEHTa IIO
COIJIaCOBAaHUIO ¢ AUPEKTOpOoM IIKOIBI.

JlokyMeHTHpOBaHHAs MH(OpPMAaIUs OIPaHUYEHHOTO paclpocTpaHeHus Oe3
CaHKLUMHU JOJDKHOCTHOTO  JIMLA, YCTAHOBUBILETO PEXHUM  OTrPaHUYEHHOIO
pacnpocTpaHeHusi s JaHHOTO JOKYMEHTa, HE MOMJIEKUT pas3rialleHUIo
(pacnpoctpanenuto). IlpegocraBieHue mMoab30BaTENsIM JOCTyHa K JIaHHOM
MH(OpPMAIMU OCYIIECTBIISIETCS UCKIOYUTENIBHO MO COIVIACOBAHUIO C YKa3aHHBIM
JOJKHOCTHBIM JIUIIOM ITyTEM MOJAYU COOTBETCTBYIOIIEH 3asBKHU.

JIOJDKHOCTHBIE JIMLA, MPUHSBIIKE pelieHne 00 OTHECEHWH HH(pOpMaIui,
3a(pUKCUPOBAHHOW B JOKYMEHTE, K KaTErOpUU OTPaHMYEHHOTO PaclpOCTpaHEHMUs,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTb IPUHSATOrO PpEUIEHUS M €ro
COOTBETCTBHE JICHCTBYIOIIEMY 3aKOHOJATEIIbCTBY.

JIuunpie nena paOOTHUKOB, JMYHBIE KApTOYKU PAOOTHUKOB, TPYAOBBIE
KHWKKHA paOOTHUKOB, IPUKA3bI 110 JUYHOMY COCTaBY JOJKHBI XpaHUTHCS B ceilde
WINA B METaJNIMYECKOM HIKady.

3anucu B TPYNOBOW KHWXKKE NOANMCHIBaeT aupekTop Ikoisbl. VYwuer,
XpaHEHHE W BbIayy OJAHKOB CTPOTrOM OTYETHOCTH: ATTECTATOB, BKJAJBIIIEH K
HUM, CBUJETENIbCTB, YAOCTOBEPEHUN BEHET 3aMECTUTENb AupekTropa. bianku
XpaHsTcs B cede.

YcraHoBKa U AKCIUTyaTallsl IPOrpaMMHOI0 O0OECIICUEeHHUs, TOTYYEHHOTO U3
JOOBIX UCTOYHUKOB U BBIMOJIHSIONIETO (DYHKIIMH, HE CBSI3aHHbBIE HEMOCPECTBEHHO
C  BBIIOJHEHHMEM  pa0OTHHKAMHM  CBOMX  JOJDKHOCTHBIX  OOs3aHHOCTEH,
KAaTerOpUYECKH 3anpelleHa.

Bcest npencraBieHHas B 3J€KTPOHHOM BUJEe MH(OpMalWs, MOCTYMAKOMas B
lkomy, B OOsA3aTENbHOM TOPSJIKE TOMJICKHUT TPOBEPKE aHTUBUPYCHBIMU
CPEIICTBAMH.

DneKTpoHHasi MOYTa MOYKET MCIOJIb30BaThCS MOJb30BATEISIMU TOJIBKO IS



35

oOMeHa HH(pOpMaIe, OTHOCAILIEHCS K KaTeropuH, OTKPBITON U CIyXEOHOMH.
3amnpemnieHo MCHOJb30BaTh AJIEKTPOHHYIO IOYTYy MJi Iepeaadud uH(popMaluu,
OTHOCSILIEHCS K KATETOPUHU OTPAHUYEHHOI'O PaCIPOCTPaHEHUS.

/. KoHTpOJIb 32 HCTIOJTHEHHEM JJOKYMEHTOB

7.1. Opranu3zanusi KOHTPOJIS.

KoHTpomto moasiexxaT BCe 3aperHCTPUPOBAHHBIC JOKYMEHTHI, TPEOYIOIIHE
ucrnosiHeHusl. KOHTpoIh MCHOMHEHUS MTOKYMEHTOB BKJIFOYACT: y4YE€T, MTOCTAHOBKY
Ha KOHTPOJIb, KOHTPOJIb CPOKOB HUCIIOJTHEHUS, HETIOCPEACTBEHHYIO MPOBEPKY XOAa
WCITOJTHCHHUSI, IPOBEPKY KA4eCTBA UCIIOJIHCHHUS, aHATIU3 PE3YJIbTATOB UCIIOTHCHHUS.

KoHTponb 3a WUCHOJHEHHEM JOKYMEHTOB YCTAaHABIMBACTCS B IEJAX
oOecIieueHnsT UX CBOCBPEMEHHOTO M KAa4ECTBEHHOTO HCIIOJTHEHUS, TMOBBIIICHUS
YPOBHSI OPTaHU3aTOPCKON PaOOTHI U UCTIOTHUTEIbCKOMN TUCIUTIITUHBI.

[Ipu mocraHOBKE JOKyMEHTa Ha KOHTPOJb Ha MPaBOM BEpXHEM TMOJie
JIOKyMEHTa JIeJIaeTCs OTMETKAa O KOHTpOJIe, KOTOPYIO 0003HA4YaroT CJIOBOM
(IITaMIIOM) «KOHTPOJIbY.

KoHnTtpomnto mopayiexxaT mpukasbl, PEHICHUS COBETOB, a TAKXKE JOKYMEHTHI,
nocTymnaroIme Ha umsa aupekropa IIkosmsr.

Opranuzaiusi KOHTPOJISL UCTIOJIHEHUSI BKITIOYAET B CeOsl:

o IMOCTAaHOBKY JJOKYMCHTA HAa KOHTPOJIb,

o MOHHUTOPHHI" UCITIOJTHCHHA KOHTPOJBbHBIX HOpy‘—ICHI/Iﬁ JAOKYMCHTOB;,
° CHATHC UCIIOJIHCHHOI'O JOKYMCHTA C KOHTPOJIA;

. HaIIpaBJICHUC NCIIOJIHCHHOI'O JOKYMCHTA B JICJIO.

PykoBoauTenn CTPYKTYpHBIX TOJpa3ielicHHl 00s3aHbl paccMaTpyuBaTh
COCTOSIHUE HCHOJHUTEIBCKOW JUCHUIUIMHBI TI0 JIOKYMEHTaM C MOPYYECHUSIMH
anvuHaucTpanun  IlIkonbsl, a TakkKe HJOKYMEHTBI, MOCTYIHMBIIHE B aJIpec
CTPYKTYPHOT'O MOJIpa3IeJICHHs U TPEOYIOIIHE UCTIOTHEHUS, U TTIOATOTOBKH OTBETA.

JIOKYyMEHT CUWTAETCA HWCHOJHEHHBIM, KOT/Ia PEIICHbl OKOHYATEIbHO BCE
MOCTaBJICHHBIC B HEM BOIPOCHI U COOJTIOICHBI CIEAYIOIINE CPOKHU:

. €CIIM B JOKYMEHTE IOCTaBJICH CPOK HCIOJHEHUS — B YKa3aHHBIN
CpPOK;

. JIOKYMEHTBI 0€3 yKa3aHUs CPOKa UCTIOJHEHUS — B MECSYHBIN CPOK;

. €CIM B JJOKYMEHTE HUMEETCS MOMETKa «CPOYHO» — B TPEXTHEBHBIN
CPOK;

. nopy4yeHus: 0e3 yKa3aHUsi KOHKPETHOW JaThl WCTIOJHEHUS — B
MECSTYHBIN CPOK;

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

. no oOpameHusiM TpaxaaH, TPEOYIOIMM  JOMOIHUTEIBHOTO

W3YYCHUS U MIPOBEPKH, — IO OJHOTO MECSIIA CO JHS PETUCTPAINH, TIO OCTATHHBIM
— He Oostee 15 nHeid.

Cpok HCUHCIISIETCS B KaJICHAAPHBIX JHSAX C AaThl MOJMUCAHUS JOKYMEHTA.
Ecnu mocnennuit 1eHb UCMOTHEHUS TOKYMEHTA MPUXOJIUTCS Ha HepaOoduit
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JIeHb, OH MOJICKUT UCTIOJTHEHUIO B TIPEIIIIECTBYIONINI eMy pabounii AeHb.

[Ipy HEOOXOIMMOCTHM TPOJUICHHS CpOKAa HCIOJHEHHS JIOKYMEHTa
OTBETCTBEHHBIIN HCIIOJHUTEIb MPEACTABISAET HAa UM TupekTopa IIKoibl, 1aBiiero
NOopy4eHHe, MOTUBUPOBAHHYIO MPOCHOY O €ro MPOJJICHUU HE MO3/IHEE YeM 3a TPH
JHS 1O HWCTEUCHHS] YCTAHOBIICHHOTO CpPOKa, C YE€M CBOEBPEMEHHO NEPENAECTCS
uHdopmarus gupexktopy LIkoms.

7.2. llopsiioK CHATHS JOKYMEHTOB C KOHTPOJIS.

JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CIM PELIEHBI MMOCTABJIEHHBIE B HHUX
BOIIPOCHI WJIM aBTOPaM JIaH OTBET IO CYLIECTBY.

Ecnu no pa3spemaeMomy BONPOCY OKUJAETCS OTBET, TO OH BMECTE C KOIUEH
OTBETA 3asSBUTEII0O MOXKET HAXOAUTHCS y UCIIOTHUTEINS HA KOHTPOJIE.

[IpomMexyTOUHBIN OTBET, paBHO KakK U 3alpocC MO UCIOJIHAEMOMY JTOKYMEHTY
WJIM YaCTUYHOE MCIIOJIHEHUE IOPYUECHMS, HE SIBISETCS OCHOBAHUEM IS IPU3HAHMS
JIOKyMEHTA UCIIOJIHEHHBIM.

CHATH JOKYMEHT C KOHTPOJII MOYKET TOJBKO JOJDKHOCTHOE JIUIIO, KOTOPOE
IIOCTaBUJIO €r0 Ha KOHTPOJIb.

OcHoBaHuMEM [ CHATHS C KOHTpPOJIA JOKYMEHTOB C IOPYYECHHUSIMU
nupekropa IIkoibl SBasSeTCS JOKYMEHT — OTBET, MOANUCAHHBIN TUPEKTOPOM, €r0
3aMECTUTENIAMH, JUOO chpaBka OO0 HCIOJIHEHUU JOKYMEHTa 3a MOAINUCHIO
PYKOBOJIUTENSL CTPYKTYPHOTO MOJAPA3IACICHHUS.

Ecnu Bce mocTaBiieHHbIE B JOKYMEHTE BONPOCHI PELIEHBI B ONEPATUBHOM
nopsiike, 0€3 MOATrOTOBKM MHCHBMEHHOTO OTBETA, HCIOJHUTEIb Ha JOKYMEHTE
JieaeT KpaTKyro 3aluch O PELIEHUH BONPOCA, YKA3bIBAET JATy U MOAMKUCH, MOCTE
Yero JOKYMEHT MOMEUIAETCs B JIEIO.

8.Y4er u xpaHeHue nevyareii, IITAMIOB U 0JJAHKOB.

OO0s3aTenbHOMY YYETYy TMOJJIeKAT BCE BHJABI IeUaTel M IITAMIIOB, OJJAHKH
CTPOrOll OTUYETHOCTH, KOMaHJIMPOBOYHBIC YIAOCTOBEPCHUS, CIY)KEOHBIC 3aJIaHMUs,
TPYJIOBBIE KHUXKKH.

Vyer Bcex meuyared M mrTamnoB, uMeromumxcsa B Illkone, Benercs B
CIELHMAILHOM KypHae (npunoswcenue 2).

KypHasibl yyeTra BKJIIOYAIOTCSI B HOMEHKJIATypy Jein. JIMcTer wux
HYMEPYIOTCS, MPOIINBAIOTCA U ONIEYaTHIBAKOTCS.

[leyatn W MmWITaAMIOBI JOJDKHBI XPAaHUThCA B ceddax WM METaNIMYEeCKUX
mkagdax.

OTBETCTBEHHOCTh 3a XPAHEHUE U UCTOJIb30BAHUE MEYaATEH, IITAMIIOB HECYT
JIMIIa, OTBETCTBEHHBIE 32 BEACHUE JICJIONPOU3BO/ICTBA.

VHuuTO)KeHHe OJaHKOB TMPOM3BOAUTCA MO AakTy C OTMETKOM B
COOTBETCTBYIOIIUX KypHaIax y4deTa.

[TeyaTn u mITaMITBl YHUUYTOXKAKOTCS 11O AKTY.

IIpoBepka Hamuuus medyaTeid, IMITAMIIOB M OJIAHKOB, a TaKXe IMOpsAIKa HX
XPAHEHUS U MCIIOJIb30BaHUS MTPOU3BOAUTCS KOMUCCHEN HE PEKE OJTHOTO pa3a B TOJ
OJIHOBPEMEHHO C ITPOBEPKOM COCTOSHUS JIEITONPON3BOICTBA.
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9. CocrTaBiieHHe HOMEHKJIATYPHI JeJl.

HomeHnkiaTypa aes - 3To 00s3aTeNIbHBIA TSI Kaka0W oOpa3oBaTeIbHON
OpraHu3allid CUCTEMaTU3UPOBAHHBIN MepeueHb HAMMEHOBAaHUMN (3ar0JIOBKOB) JIE,
KOTOpPbIC POPMHUPYIOTCS C YKa3aHUEM CPOKOB XpaHEHUs el (npunosicernue 4).

Homenknatypa nen mnpenHasHaueHa st yctaHoBku B Illkone emuHOoro
nopsiaka (GOpMUPOBAaHUA JeN, OOECHEUYEHHs HUX ydera, OINEpaTHMBHOTO MOMCKa
JIOKYMEHTOB IO UX COAEPKaHUIO U BUAY, ONPEACIICHUS CPOKOB XpaHEHUs NIl U
ABJISIETCS OCHOBOM UJII COCTAaBJICHHsI ONMCEUW €]l MOCTOSHHOIO M JUIMTEIBHOTO
(cBeime 10 5er) xpaHeHus, a Takxke sl ydetra jaen BpeMenHoro (go 10 mjer
BKJIFOUHUTEJIEHO) XPaHEHHUSI.

B rpadge 1 HOMEHKIATYpBl J€i MPOCTABISIOTCA MHAEKCHI KaXXIOTO JIEia,
BKJIFOUEHHOTO B HOMeEHKJaTypy. WHaekc pnema cocTOMT U3 LUPPOBOro
0003HaueHHUsl U3 IITATHOTO pachucaHusi 00pa3oBaTebHON OpraHu3aiuu (Koaa) u
IOPSIKOBOTO HOMEpA 3arojloBKa Jejla [0 HOMeHKinarype. MHaekcbl nen
0003HavYa0TCs apaOCKUMH [IUPPAMH.

[Ipumep —

12-05, roe 12 — o6o3nauenue (koxa), 05 — MOPSIKOBBIN HOMEp 3arojioBKa
Jiena B pasjiesie HOMEHKJIATyphl el

B rpage 2 HOMEHKIIATYpBI 1€ TPONKMCHIBAIOTCS 3aTOJIOBKH JEII.

3aroyioBOK Jiena JOJKEH YETKO B CaTol 00001eHHo (hopme oToOpaxaTh
COCTaB U COAEPKAHUE JOKYMEHTOB JENa.

B 3aronoBkax JUYHBIX U APYTHX A€J, COAEPKAIUX JTOKYMEHTHI [0 OJJHOMY
BOmpocy, ynorpeonsercs tepmut JEJIO.

B 3aronoBkax pen, comepKamuMx IUIAHOBO-OTYETHYKO JOKYMEHTAIMIO,
yKa3bIBaeTCs Mepuoj (MecsIl, KBapTa, MOJyroAue, To), B KOTOPOM IUTaHUPYETCS
CO37laHNe IOKYMEHTOB WJIH MEPUO UX (PaKTHUECKOTO BBIMOJTHEHUSI.

Bo Bpemsi pa3MelieHusi 3aroJioBKOB J€1 B HOMEHKIIATYPE YUYUTHIBACTCS
BAKHOCTh JIOKYMEHTOB, BKJIIOUEHHBIX B JEJO, UX B3aWMMOCBA3b. B Hauane
pacrosiaratoTcs 3arojloBKM Jel B OTHOUIEHUH JTOKYMEHTOB, MOCTYNHUBIIUX OT
OpraHOB BBICHIETO YPOBHSA, JaJie€ - MO OPraHU3alUOHHO-PACIIOPSAAUTEIBLHON
JOKYMEHTAIlMW, TUIAHOBO-OTYETHOM  JOKYMEHTAallMM, I[EpPENHCKe, Y4YETHO-
CIIPaBOYHBIM BHJIaM JIOKYMEHTOB. B KaxJ0l W3 3THX Tpynn JOKYMEHTHI TaKkXe
pa3sMElarTCs C y4€TOM 3HAYMMOCTH U CPOKOB XPaHEHUS.

I'paga 3 HoOMEHKIATYpBI A€ 3aNI0JIHIETCA B TEUEHUE KAJEHAAPHOTO roja —
npu  (GOpPMHUPOBAHUM HOBOTO JieNla, IPU 3aKPBITUM Jejla W 0 OKOHYaHUU
KJIEHIAPHOIO rofa.

I[To poctwxenun pgenom oObema B 250 JNHCTOB, TOM 3aKpbIBaeTCs U
OTKpBIBAa€TCSI HOBBIN TOM. B rpade mocnenoBaTeabHO YKa3bIBAIOTCSI HOMEpPa TOMOB
Y KpailHUE AaThl TIOKYMEHTOB Ka)KJI0I0 TOMa.

[Tpumep —

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

DNeKTpoHHBIE [leJa Ha TOMa HE pa3leisaoTcs. Bce  3leKTpoHHbIE
JIOKYMEHTBI, HE3aBUCUMO OT UX 00beMa, BKIIOYAIOTCS B OJHO JIEKTPOHHOE AEIIO.
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B rpage 4 yxa3biBaeTcs CpoK XpaHEHHUs JI€J1a, HOMEpa CTaTell 0 TUIIOBOMY
WIM  BEIOMCTBEHHOMY  IE€peyHIo, pelepaibHOMY  3aKOHY  WJIU  HHOMY
HOPMAaTUBHOMY NIPaBOBOMY aKTy, a IPU HX OTCYTCTBUM — IO THUIIOBOM WU
MIPUMEPHON HOMEHKJIATYpE AEN.

B rpage S5 «Ilpumeuanue» yka3bIBAIOTCS CIEIUAAIBHBIE CPOKU XPAHEHMUS,
MPOCTABIIAIOTCS OTMETKHU O 3aBEJICHUU JeJ (B TOM YHCIIE€ B DJIEKTPOHHOM BHJE), O
BBIJICJICHUN JI€]1 K YHUUTOKEHUIO N0 MUCTEYEHUU CPOKOB MX XPAHEHHUS, O MECTE
XpaHEHUs MOJJIMHHHUKOB JTOKYMEHTOB, O MEPEAade JIejl B APYIYI0 OpTaHU3ALUIO
JUIS TIPOJIOJDKEHUsST U 1p. B rpade nenmaroTcss oTMETKH O MEpPEXOASIIUX JAenax ¢
YKa3aHHEM CTaporo MHAEKCA JIeIa B CIIy4ae €ro N3MEHEHHS.

[Ipumep —

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

[lo pemam, KOTOpbIE MO KAaKMM-TMOO MPUYMHAM B TEUEHUE To0Ja HE
3aBOWINCh, B Tpade «[lpumedanue» HOMEHKIATypbl A€ AENAeTCsl 3aluch —
«/leno He 3aBoaunocky. [Ipu 3ToM B rpade 3 mpocTaBiIseTCs MPOUYEPK.

Ilo oxoHYaHHUM roZia B KOHIIE HOMEHKIIATYPBhI A€JI 1€JIaeTCsl UTOr0Bast 3alUCh
O KOJIMYECTBE 3aBEJICHHBIX /11 (TOMOB).

10. ®opmupoBanme u opopmiieHHe JeJl.

10.1. ®opmupoBanme aeJ.

dopMupoBaHUE ACI - ITO TPYIITUPOBKA UCIIOTHCHHBIX JOKYMEHTOB B JieJia B
COOTBETCTBUH C HOMEHKJIATYPOH JIeT.

Bo Bpems GopMupoBaHusS A€ CIEAyeT MPHUACPKUBATHCS TaKHX OOIIUX
IPaBHIL

- TIOMelIaTh B JeJla TOJbKO HCIOJIHEHHBIE JOKYMEHTHI B COOTBETCTBHH C
3aroJIOBKaMu JieJ B HOMEHKIIATypE;

- TPyNIUpPOBaTh B JieJla JOKYMEHTHI, BBITIOJHEHHbIE B TEUYECHHE OJHOTO
kanengapaoro roaa (01.01-31.12), 3a uckimtoueHneM Mepexoasaiux aei (BeayTcs B
TE€YEHUE HECKOJIBKHUX JIET), INYHBIX JIET;

- MOMeEIIaTh B JieJla TOJBKO OPUTHHANIBI WIM, B ClIy4ae MX OTCYTCTBHS,
3aBEPEHHBIC B YCTAHOBIICHHOM TOPSJIKE KOMUHU JTOKYMEHTOB;

- HE JIONyCKaTh BKJIIOYEHHUS B JeJla YEPHOBBIX, JUYHBIX JIOKYMEHTOB,
Pa3MHOXKEHHBIX KOMWUWA W JOKYMEHTOB, TOJJICKAIINX BO3BpaTy; pasleibHO
TPYNIUPOBAThH B Jiejia JOKYMEHTHI TOCTOSTHHOTO W BPEMEHHOTO XpaHCHHSI,

- mo obObemy jaeno He AoxHO TmpeBbimaTh 250 muctoB (30-40 MM
TOJIIIIUHOM).

PacrnonosxeHre JOKyMEHTOB BHYTPH J€J TPOU3BOJUTCS B XPOHOJIOTUYECKOM
NopsZIKe, PU KOTOPOM HanOoJiee paHHUE TOKYMEHTHI PacloiaraloTcs B Hadase
nena.

[Tomoxenusi, mnpaBWwiIa, HWHCTPYKUMM HW T. I, YTBEPKICHHbIE
pacoOpSIANTENBHBIMU  JOKYMEHTAMH, TPYIIHUPYIOTCS BMECTE C YKA3aHHBIMHU
JIOKYMEHTAMMU.

[Ipukassl M0 OCHOBHOM ACATENHHOCTH (DOPMUPYIOTCS OTACITHHO OT MPUKA30B
0 KaJpOBbIM BompocaM (JIMYHOMY COCTaBy) (Ha3HAuY€HHUE, TMEpPEMEIICHUE,
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YBOJIbHEHUE COTPYAHHUKOB) U OT MPHUKA30B 00 OTIYCKaX, KOMaHAUPOBKAX H T.1.

[IpoTokonsl 3aceganuii kKomieruaiabHbix opraHoB llIkonsl rpynmupyroTcs B
Jiena B XpOHOJOTHUYECKOM MOPSIIKE M IO HOMEpaM B Ipejieiax KajleHaapHoro roja.
JIOKyMEHTBI K 3acelaHusIM YKa3aHHBIX OPraHOB CHUCTEMATHU3HPYIOTCA IO JaTaM U
HOMEpPAM MPOTOKOJOB, a B MpeJAesiax TPYIIbl JOKYMEHTOB, KOTOPbIE KacaroTCs
OJIHOTO ITPOTOKOJIA, - TIO TIOBECTKE JIHS 3acCeAaHMUsl.

[lepenucky cneayer rpynmnupoBaTh B J€jia 3a MEPUOJ KaJEHAAPHOIO roja.
B neno mepenuckyd MOMEMIAIOTCS BCE JOKYMEHTBI, BOBHHKIIME B XOJ€ PELICHUS
BOIIpOCA. [lepenucka CUCTEMATU3HPYETCS B XPOHOJIOTMYECKOU
MOCJIEIOBATEIBHOCTH; TOKYMEHT OTBET MOMEILAETCS 32 TOKYMEHTOM-3aIIPOCOM.

10.2. Odopmiienue eur.

Jlena o0Opa3oBaTeNbHON OpraHu3aluy NOoAJekaT O(OPMIICHHIO MpPU UX
3aBEJICHUM U I10 3aBEPIIECHUU T'OJa.

Odopmnenue aena — MOATOTOBKA Jela K XPaHEHMIO BKIIOYAET B ceOs
KOMIUIEKC paboT M0 ONHMCAHMIO JIejIa Ha 00JI0’KKe, OIINBKE, HyMEpalluu JINCTOB
U COCTaBJICHUIO 3aBepUTeNbHOM Haamucu. OdopmieHue Aen MpOBOIUTCS
pabOTHUKAMU OpraHU3allMd, B OOS3aHHOCTU KOTOPBIX BXOJWUT 3aBEACHUE U
dopMupoBaHue 1€d1, TPU METOAUYECKOM TOMOIIM U TOJ KOHTPOJIEM
OTBETCTBEHHOTO 3a apXuB [1IkobLI.

B 3aBUCMMOCTH OT CPOKOB XpaHEHUs MPOBOAMUTCS IMOJIHOE WJIM YaCTUYHOE
oopmIIeHHE JIEII.

[TonHoMy ohopMIIEHHIO TTOAJIEkKAT Jie]a NOCTOSHHOTO, BPEMEHHOTO (CBBILLIE
10 net) xpaneHus (10 JUYHOMY COCTaBY, JTUYHBIE JieJia YBOJICHHBIX PAOOTHUKOB).
[TonmHOE 0oopMIIeHUE Aea MpeayCcMaTPUBAET:

. MOJIMBKY WJIA TBEPBIN MEPEIUIET JIea;

. HYMEPALMIO JINCTOB B JIEJIE;

. COCTaBJICHUE JINCTA-3aBEPUTEIIS;

. COCTaBJICHHE B OCOOBIX ciiydasx (Mpu oQOPMIICHHM JIMYHBIX JE,
JUTSL ydeTa 0c000 IEHHBIX TOKYMEHTOB) BHYTPEHHEH OMKCH JIOKYMEHTOB JIeJIa;

. BHECEHHE HEOOXOJMMBIX YTOUYHEHUU B PEKBU3UTHI OOJOXKKH Jea

(yrouHeHHe Ha3BaHMS TOJpaA3CIICHUS, HHACKCA U 3arojoBKa Jieja, 1aThl JAeia U
ap.).

Hena BpemenHoro (no 10 7neT BKIIOYMUTENBHO) XpaHEHUSA MOJJIeKAT
qacTUYHOMY oopmiieHuto. Jlonmyckaercs:

° XPaHUTh ACJIa B CKOPOCHIMBATCIIAX

° HC MMPOBOJUTHL NCPECCUCTCMATHU3AINIO TOKYMCHTOB B JICJIC,
° JIMCTBI ACJIa HC HYMCPOBATD,

o 3aBCPUTCIIbHBLIC HAAIIMCH HC COCTABJIATD.

JIOKyMEeHTBI, TO/IJIe)KaIKe TTOTHOMY O(OPMIICHHUIO, MOIITMBAIOT HA YETHIPE
IPOKOJIa B TBEPAYIO OOJIOKKY M3 KapTOHA WM TMEPEIUIeTaloTC C Y4YeTOM
BO3MOXXHOCTH CBOOOJHOTO YTEHHUSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 H
pesomouuidi Ha Hux. [Ipy TOArOTOBKE el K MOAMIMBKE (TEperieTy)



40

METaJUTMYECKHe CKpETUIeHus (CKOOBI, CKPETKN) U3 JOKYMEHTOB yaamstorcs. Jlema
MOCTOSIHHOTO XpPaHEeHHsI, COCTOAIME U3 He(POPMATHBIX JOKYMEHTOB, XPaHATCS B
3aKPBITHIX TBEP/BIX MAMNKAX C TPEMS KJIallaHAMU U C 3aBSI3KaMU.

[Ipu Hanuuuu B Aelie HEBOCTPEOOBAHHBIX JMYHBIX JOKYMEHTOB (TPYIOBBIX
KHIDKEK W JIp.) 3TH JOKYMEHTBHI BKJAJbIBAIOTCS B KOHBEPT, KOTOPBIA 3aTeM
nojAmuMBaercss B 3To jeno. Ilpu Hamuyuu OOJBIIOrO0 KOJIMYECTBA TaKUX
JOKYMEHTOB OHM MOTYT U3bIMAaTbCA M3 JEJ, U HA HUX COCTABISECTCS OTHAEIIbHAs
OTHCh.

B xoHie kaxmoro ngena MOAIIMBAIOTCS YHCTBIE OnaHkud Qopm s
3aBEPUTEILHON HANMUCH.

B memsx oOecriedyeHHs] COXpPAaHHOCTM U 3aKpEIUICHHUS]  MOpsJKa
pPaCIlONIOKEHUST JOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE JIUCTBI, KpOME
3aBEPUTEIHLHOI0, HyMEPYIOTCS apabCKuMH IudpaMu B IPAaBOM BEPXHEM YTy, HE
3a/ieBasi TEKCTa JOKYMEHTa, TMPOCThIM rpadUyecKuM KapaHJalloM WM
HyMEpaTopoM. YTOTpeOJeHUE YEepHUI M IBETHBIX KapaHJallel I HyMeparuu
JIMCTOB 3ampeniaeTcs. BHyTpeHHsIS OMUCh UMEET CAMOCTOSITEBbHYIO HyMEPAIIHIO.

JIucThl 1€, COCTOSINMX U3 HECKOJIBKUX TOMOB WIIM YacTEH, HyMEpPYIOTCS I10
KaXIOMY TOMY WJIM YaCTH OTJIEIIBHO.

dortorpadum, dYepTexu, aUArPaMMbl M JPYrHe WJUIIOCTPATUBHBIE U
cnenupuyecKre JOKYMEHTBI, IPEICTABIIAIONINE CAMOCTOSITENIbHBINA JIUCT B JIETIE,
HYMEPYIOTCS Ha OOOPOTHOM CTOPOHE B JIEBOM BEPXHEM YIITY.

CoxeHHBIN JTUCT pa3BOPAUYUBACTCS M HYMEPYETCSl B IPAaBOM BEPXHEM YTIIy.
[Ipu sTOM nuct moboro (popmara, MOAMMUTHIA 3a OJAMH Kpail, HyMepyeTcsi Kak
OJIVH JIUCT; JIUCT, CJIOKEHHBIN U MOIIIUTHIN 32 CEPeANHY, MOJICKHUT MEPEIIUBKE U
HyMEpYyeTCsl KaK OJUH JIUCT.

[TogmmTeie B J1€J10 KOHBEPTHI C BIOXCHUSMH HYMEPYIOTCS;, TPU HTOM
BHa4Yalie HyMEPYEeTCsl KOHBEPT, a 3aTEM OYEPEAHBIM HOMEPOM Ka)J0€ BIOKEHUE B
KOHBEPTE.

[TogmmTeie B Jd€JI0 JAOKYMEHTHI C COOCTBEHHOW HyMmepalrueid JHCTOB
(BKJTIOUAsl TE€YaTHbIE W3JIaHUSA) MOTYT HYMEPOBAaThCS B OOIIEM TOPSAIKE WIH
COXpaHSITh COOCTBEHHYIO HYMEpAIIMIO, €CJIM OHA COOTBETCTBYET MOPSIAKOBOMY
PACIIOJIOKEHUIO JTUCTOB B JIETIE.

B cnydasx oOHapykeHHs OOJIBIIOrO 4Yuciia OMMOOK B HYMEpalluHh JUCTOB
Jiena B JACJONPOU3BOICTBE MTPOBOAUTCS UX MepeHyMmepanus. [Ipu nepenymeparuu
JIUCTOB CTapble HOMEpA 3aYEPKUBAIOTCA OJHOW HAKIIOHHOM YEPTOM W PIAOM
CTAaBUTCSl HOBBIM HOMED JIMCTA; B KOHIIE JIeJIa COCTABIISICTCSl HOBasl 3aBEpUTEIIbHAS
HAJIUCh, MPU OTOM CTapas 3aBepUTENbHAs HAJAMNKWCh 3a4epPKUBAETCS, HO
COXpaHsieTCs B JieJIe.

Jlns yuera KoJMuecTBa JIUCTOB B Jiejie W (PUKcalMM OCOOCHHOCTEH WX
HyMEpalliy COCTABJISIETCS 3aBEpUTENbHASI HAANMUCH Jena. OHa coCcTaBIsIETCs B JIeTie
Ha OTJIEJIbHOM JIUCTE — 3aBEpUTENIE Neia. 3aBepUTEIbHAs HAJINUCh COCTaBISIETCA
10 YCTaHOBJICHHOU (popme.

Bce nocneayronye W3MEHEHHs B COCTaBE U COCTOSIHUM Jiesia (HOBPEXKICHMUS,
3aMeHa MOJIJIMHHBIX JOKYMEHTOB KOIMUSIMU, IPUCOETUHEHUE HOBBIX JOKYMEHTOB U
T. I.) OTMEYAIOTCS B 3aBEPUTEIBHON HAAMKUCH CO CCBLIKOM Ha COOTBETCTBYIOLIUI



41

aKT.

OO65oxKa aes MOCTOSHHOTO, BpeMeHHoro (cBbimie 10 jer) XxpaHeHus U 1o
JUYHOMY COCTaBYy 0(OPMIISIETCS 0 YCTAaHOBIIEHHOM (hopMme.

Ha 06150%Ke Aes MOCTOSITHHOTO XpaHEHUs! BBEpXY MPEAYyCMaTPUBAETCS MECTO
JUIs HAUMEHOBAHUS TOCYIapCTBEHHOTO apXHBa, B KOTOPBIA OHU OyAyT NEpelaHsbl,
a TaK»Xe apXUBHOTO 1Mdpa B IPaBOM BEPXHEM U JICBOM HU)KHEM yTJIaX.

[Ipu odopmueHun o070Kku nen1 HaumeHoBaHue IlIKonbl yKa3bIBaeTCs
MOJIHOCTBIO IO YCTaBy, B MMEHUTEIBHOM IMAaJEKe, COKPALIEHHOE Ha3BaHUE — B
CKOOKax.

OOs13aTeNbHBIMU ~ PEKBU3UTAMHM  OOJIOKKM  Jiefla  SBJIACTCS — yKa3aHHe
KOJIMYECTBA JINCTOB B JIEJI€, KOTOPOE MPOCTABISAETCA HA OCHOBAHUU 3aBEPUTEIBLHON
HAJNUCU JeJa, U CpOKa XpaHEHus Jnena (Ha Jejax IMOCTOSHHOTO XpaHEHHUS
MULIETCS: «XPAaHUTh MOCTOSHHOY»), KOTOPBIA MEPEHOCHUTCS Ha OOJIOXKKY Jena U3
HOMEHKJIATyphI TIOCJIE CBEPKU €T0 IO CPOKAM XPAHEHUS B IIEPEYHE.

JIns ydera JOKYMEHTOB OIPEAECIEHHBIX KAaTEropuid 1€ MOCTOSHHOTO M
BpeMeHHOTO (cBbImie 10 51eT) XpaHeHus, yueT KOTOPBIX BBI3bIBACTCS CHEIU(UKOM
JTAHHOM JOKYMEHTAIMH (JIMYHBIE Jiesia, 0CO00 IEHHBIE), COCTABISAECTCS BHYTPEHHSS
OIMCh IOKYMEHTOB J€JIa.

BryTpeHnHI010 onuch He0O0X0IMMO TaKXKe COCTABJIATH B JieiaX MOCTOSHHOTO
u BpemeHHoro (cBeiiie 10 yiet) xpaHeHusi, cQOPMUPOBAHHBIX MO Pa3HOBUIAHOCTIM
JIOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE COJEpKAHUE
JIOKYMEHTOB.

BHyTpeHHSI ONUCh COCTaBISETCA HA OTACIBHOM JIMCTE MO YCTAHOBIIEHHON
dbopme, KOTOpasi COIEPKUT CBEACHUSI O MOPSAIKOBBIX HOMEpAxX JOKYMEHTOB Jeja,
WX MHAEKCaxX, JaTax, 3arojioBKax M HOMepax JIMCTOB JieJa, Ha KOTOPBIX
PACIIOJIONKEH KaXK]IbI JIOKYMEHT.

K BHyTpeHHEN omucH Jesa COCTaBISETCS WTOTOBas 3alucCh, B KOTOPOM
yKa3bIBaeTCs MU(PpPaMH U MPOMUCHIO KOJMYECTBO BKIIFOUEHHBIX B HEE JIOKYMEHTOB
Y KOJIMYECTBO JIMCTOB BHYTPEHHEU OIKCH.

BHyTpeHHsiT ONHCh TMOAIUCHIBAETCS €€ COCTaBUTENIEM C YKa3aHHEM
JOJDKHOCTH, TMOAMUCH, paciIudpOBKU MOANUCH K HYMEPYETCs B JIeJie OT/IETBHO.

11.XpaHeHue U YHHUYTOKEHHE JOKYMEHTOB.

11.1. HdoxymeHTsl (#ena) ¢ MOMEHTa CO34aHMs (MOJMYYEHUs) WIH
dbopmupoBanus xpansarcs B lllkone mo mepemaun apXUBHOMY YUPEKIACHHIO (B
clly4ae €Clid 3aKJIH0UYEH JOTOBOP C apXUBHBIM YUPEKICHUEM).

11.2. Tupektop Illkonbl U cnienralibHO Ha3HAYEHHOE JUIO (J1Hila) 00sI3aHbI
o0ecneunTh XpaHEHUE TOKYMEHTOB U JIET.

11.3. lema xpaHsTCS B BEPTHKAIHHOM TOJOXKEHUH B IKadax, KOTOpHIC
3akpbIBatoTcs. Ha xopemikax 005105keK e yKa3bIBatoTcsl HoMepa ien. JJoKyMeHTbI
(ena) XpaHATCA B OTICJIBHOM MOMELIEHUH, O0OpPYIOBAaHHOM METaJUIMYECKOM
JIBEPBIO.

11.4. Bpimaua gen BO BpeMeHHOE Mojib30BaHue paboTHukam [IIkoms
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OCYILECTBISIETCS] C YCTHOTO pa3pellieHusi TUPEKTOpa, a JPYTUM YUPEXKICHUSIM - C
€ro MUCbMEHHOro paszpeimieHus. Ha BblaHHOE €70 COCTaBISETCS KapTOdKa -
3aMeHHUTeNb. B KapTouke yka3bIBalOTCS HOMEp Jiejia, 3arojIoBOK Jeia, Jara ero
BbIJIaUM, JIMIIO, KOTOPOMY JeJI0 BbIJAaHO, JlaTa €ro BO3Bpara, MOJINUCU JIUII,
KOTOPbIE BBIIAJIM U IPUHSIIN JENO.

11.5. [IpenocrapiieHue J1e1 BO BPEMEHHOE MOJIb30BAHUE OCYIIECTBISIETCS HE
OoJee yeM Ha OJMH MECHII.

11.6. V3psaTHE TOKYMEHTOB W3 JieJia MOCTOSIHHOTO XPaHEHUS 3amperniacTcs.
B HCKITIOYUTENBHBIX CIyYasX HU3bATHE JOKYMEHTOB JOIYCKAeTCS C pa3pelIeHHS
nupektopa Llkonel ¢ 00sA3aTeNbHBIM OCTABICHUEM B JI€TIE 3aBEPEHHBIX JOKHBIM
o0pa3oM KOITHH.

11.7. Tlocne OKOHYaHHA CpOKAa XpaHEHUS JOKYMEHTOB, KOTOpBIE HE
MoJJIeKaT Tiepeadye apXWBHBIM  YUPEKIACHHUSIM, JOKYMEHTHI CIHCHIBAIOTCS
OkcneptHoit komuccuer (manmee - OK) IIkoasl MO NPOBEAEHHUIO 3KCIEPTU3BI
LEHHOCTU JOKYMEHTOB, KOTOpyr HaszHadaeT nupektop llkomnsl. Ha cnucannyio
JOKYMEHTAIUIO0 DKCIEePTHAsI KOMUCCHSI COCTABIIIET COOTBETCTBYIOIINMN aKT.

11.8. CnrcanHasi JOKYMEHTAIIMS] YHUUTOKAETCS.
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[IpunoxeHve 1
[Tpunoxenue 1

K MHCTpyKIIMM 110 BEICHHUIO 1E€II0BOMI
nokymenTanuu B MBOY «C(K)OILII «3maromay

IIpumepHas popma KypHaJa yyera ne4yare U LITAMIIOB
00pa3oBaTeIbHOH OPraHu3alu

Haumenosanue Ommuck Haumenosanue Iloonucw , Pesyromameot Ommemxa 06 | Ommuck neuam |lIpumeua

neuyamu (wumamna) |nedamu noopasoenenusi, |yoocmogepsaouas exce200HO1 VHUYUMOdICeHUU , | eu (wmamnog) | — Hue
N |, UHUYyuamop wmamna) 00IHCHOCTD noaiyuenue , oama | NPoepKu Homep 0I5l YHUUMOodNice -

3axkasza, oama noayuamensi u Hanuvyusl akma u oama HUs, oama
n/n| nocmynnenus pamunus neuamet 6o38pama

nozayuyameis U wmamnos ,
oama nposepxu
1 2 3 4 5 6 7 8 9

IIpumepHbie popmbl ’KypHay10B perucTrpanuu NpuKa3soB
00pa3oBaTeJIbHOM OPraHM3alUu.
ITo ocHOBHON AEATENLHOCTH

Homep Cpok OtMeTKa 00 HCTIOTHEHUH
Jara

npuxa3 | Coaep:xkanue Hcnoanureab |[MCIOJHEHHUSA
npukasa a
25.08.2022 | 74-0O O npoBeeHNN KOMIUIEKTOBAHUS IEAArOTMYECKUX KaJIpOB dOUO 30.08.2022 Cust ¢ koutpons 30.08.22




[To xagpoBBIM BOIIpOCaM
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Ne
n/n

Jlara npukasa

Homep npukasa

Bua npukasa

®PUO coTpyrHuka

OcHoBaHue

1

14.10.22

77-K

[Ipuem

0)5(0)

T Ne 25 ot 14.10.2022

[1o KOHTUHTEHTY 00yYaroIUXCsl

Ne Homep
w/n Jara npuka3sa ——— Bua npuka3sa DU odyuaronerocs OcHoBaHue
3asiBjieHHE poAauTeeh
| 28092022 35V Sauncrrere ou or 27.09.2022
No 46
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[Tpunoxxenune 2

K MHCTpyKIIMM IO BEICHUIO JIETTOBOM
nokymentanuu B MBOVY «C(K)OLL «3maroma

IIpumepHas ¢popma KHuru/ ;KypHajia perucTpanuu pacnopsikeHui
o0pa3oBaTe/IbHOI OpPraHnu3alnu.

Ne [ara Homep Cpok DT™MeTKa 00 HCIIOJTHEHUH
Conepxanue Kto moamucan
/Il | PACHOPSIAKEHUS] | PacnoOpsiKEHHs HCTIOJTHEHHUSI
20.10.22 37-P ®.1O. O noe3ake ydamuxcsi Ha 3KCKYpCUIO 22.10.22 CHAT ¢ KOHTPOIIA

22.10.22

IIpumepnas ¢popma KHuru/ ;xypHaJia perucTpauuu nNpoToKoja0B
00pa3oBaTeIbHOM OPraHU3alMU.

n/n

Ne nporokoJia

Jlara ero
perucrpauuu

IToBecTka nHA
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[Tpunoxenue 3

K MHCTpyKIIMM 10 BEICHUIO 1EJIOBOI
nokymenTaiuu B MbOY «C(K)OIII
«3maroma

IIpumepHasi popMa perucTpaAMOHHOIO KYPHAJIA BXOASIIMX JOKYMEHTOB

o0pa3oBaTe/IbHOM OpPraHu3alum

Jara nocrynienus Pe3zoaronus nian
Ne i/ JOKyMeHTa/ Jdara u Homep Kparkoe conep:xxanue KOMY HamnpasJieH OtMmerka 00 UCTIOJIHEHUM
BXOISIIHIA HOMep JOKYMEHTA, AOKYMEHT
TMPUCBOEHHBI I Koppecnonnent (moanucey,
aBTOPOM YAOCTOBEPSIIONIAS
MoJIy4eHmne)
1 2 3 4 5 6 7
IIpuMmepHas popMa perucTpalMOHHOIO KYPHAJIA HCXOAALIUX JOKYMEHTOB
o0pa3oBaTeIbHOM OpPraHu3alum
Jlata u HoMmep
JOKYMEHTA, Ha
Ne |Tara PerucrpanuoHHblii Anpecar Kparkoe KOTOPBIii 1 T T ——
I[/H AOKYMEHTA HOMEP AOKYMEHTa Co/Iep:KaHue maercs OTBET
1 2 3 4 5 5 .
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[Tpunoxenue 4

K MHCTpyKIIMM 110 BEICHHUIO 1E€II0BOMI
nokymenTauu B MbOY «C(K)OIL

«3maroma»

IHPUMEPHASA HOMEHKJIATYPA JEJI

OBPA3OBATEJIbHOM OPTAHU3AIIIU

HUnoex 3azonosok dena Kon-60 Cpok xpanenus Ipumeuanue
c (moma,uacmu) oern dena (moma, wacmu)
Oena (momos) u Ne cmameu no
Ilepeunto
1 2 3 4 5
01. PykoBoacTBO (KaHLeJIApHS)
HopMmaTuBHBbI€ ITpaBOBbBIE aKThI
OpTaHOB, OCYIIECTBIISIONTNX Jlo MuHOBaHUS
npaBiieHue B chepe 00pazoBaHus HAJI00HOCTH
o1-01 |¥7P (bepe 06p ’ A 3aBenieHO
perIaMeHTUPYIOIINE m. «O» cT. 3, m. «O» cT. 4
00paszoBaTebHbIC OTHOIICHUS. TIT 2019
Konun
01-02 |¥YcraB OO Hocrosmno [Tocne 3aMeHbI HOBBIM
ct. 28 TIT2019
Jlo MuUHOBaHMUS
CBUIETENBCTBO O MIOCTAHOBKE HA
01-03 et B Hanorosom oprane (HH) HaI00HOCTH, [Tepexomsimee ¢ 2015
ya P ct. 24 TI1 2019
CBUIETEIBCTBO O BHECEHUH 3aITUCU [TocrosiHHO
01-04 [Tepexomsimee ¢ 2015
B ETPIOJI cr. 24 TI1 2019 pexoLI
JIoKyMeHTHI (JIOrOBOpP, KOHTPAKT,
CBUJIETENLCTBA) HA MIPABO Jo nuKBHUIAIIIT
01-05 |omepaTHBHOTO yIpaBICHHS OpraHu3aluu [lepexopsiee ¢ 2015
HUMYILIECTBOM, Ha IIPaBO ct. 93 TIT 2019
MI0JTb30BAHUS 36MEITLHBIM YUaCTKOM
01-06 |JIuneH3uu ¥ MPUITOKECHHUS K HUM > Jier Hocne npexparters
H p cr. 55 TI1 2019 JICUCTBUS JIUIICH3UU
[Tepexomsiiee ¢ 2016
CBHUIIETEIBCTBO O TOCYAAPCTBEHHOM Hlo JuKBHAALIT
01-07 KK Jle ATAL yAap OpraHH3aIiH, [Mepexomsmee ¢ 2018
peautratt cr. 61 TI1 2019
CaHHATapHO-THIEMUOJIOTHIECKOE
3aKJTI0UYEeHHE HAa 00pa30BaTeIbH
P yio 5 er, DIIK
01-08 | mesATeNBHOCTH, CAHUTAPHO- [Mepexomsmee ¢ 2022

SMUAEMUOIOTMUECKOE 3aKIIIOUEHIE
Ha MEJUITMHCKYIO IeITeIbHOCTh

cT. 429 TI1 2019
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01-09 ['ocynmapcTBenHoe/ [TocTosiHHO
MyHununaibHOE 3a1aHue . «o» ct. 198 TI1 2019
OTtuer 0 BHITIOJTHEHUH
01-10 |rocymapcTBEHHOTO/MYHHUITUIIATHLHOT Hocrosno
m. «a» ct. 211 TI1 2019
0 3a7aHus
[TocrosanHO
01-11 |IIporpamma pa3BHUTHS cr. 193 TII 2019 [Tepexonsmee ¢ 2020
01-12 IIpOTOKOIIBI KOJIIIErHAJIBHBIX ITocTostHHO
OpraHoB . «B» cT. 18 TIT 2019
01-13 [IpoTOKOBI COBENIAHUI MTPU [ToctosanHO
JUPEKTOPE . «e» ctr. 18 TI1 2019
01-14 [TpoTokoinbl 00muX cobpaHuit [TocTosinHO
pabOTHUKOB . <«ok» c1. 18 TIT1 2019
01-15 IIpukasel M0 OCHOBHOU [TocTostHHO
NEATEILHOCTHU o. «a» cT. 19 TI1 2019
oits | prerpa
p . «a» ct. 182 TI1 2019
JIeSTeTbHOCTH
01-17 IIpukasel 10 KOHTUHTEHTY [TocTostHHO
o0yJaromuxcs o. «a» cT. 19 TI1 2019
s | e
PHIKAOB 1O KO ey n. «a» cT. 182 TI1 2019
0o0ydJaronmxcs
[Tpuxa3zpl/pacriopsskeHus 0
01-19 |agMUHUCTPATUBHO-XO3SHUCTBEHHBIM > zet
m. «o» ct. 19 TIT 2019
BOIIpOCaM
Kuura/xypHan peructpanuu
01-20 MPUKA30B/paciopsHKEHU 1O 5 ner
aIMUHUCTPATUBHO-X035IMCTBEHHOMN m. «B» cT. 182 TI1 2019
NeSATeTbHOCTH
01-21 JlokanbHble HOPMATUBHBIE AKTHI TIO [TocTostHHO
OCHOBHBIM BOMPOCAM ct. 8 TIT2019
JIoKyMeHTBI 0 poBepKax (aKThl,
01-22 ) 10 ner
CIIpaBKH, MEpPEIrCcKa) OpraHaMu or. 141 TI1 2019
TOCKOHTPOJIS (Haa30pa)
01-23 | Muer YL 10 LETOMDOUBONCTE [TocTostHHO [Tocne 3amenbl
CTPYKIUTA HO ACTOTPOHIBONCTRY cr. 28 TIT 2019 HOBBIMH
01-24 |H [TocrosannO CTpyKTYpHBIX 53
OMEHKJIaTypa Je cr. 157 TI1 2019 nojpa3ieNeHui
roja
01-25 OOparienust rpakJaaH U MepenrcKa 5 net DIIK

0 UX PACCMOTPEHUIO

ct. 154 TI1 2019




01-26 XKypnan perucrpanuu oopaieHui S5 ner
rpaxuiaaH m. «e» cT. 182 TI1 2019
N Jlo nuKBUIALMT
01-27 Kypnai ydera Bbljauu nevaren u oprasmsai
HITAMIOoD cr. 163 TI1 2019
[Ipu oTCyTCTBMM KHUT,
01-28 AKTBI YHUUTOXKEHUS IevaTen u 3 rona KYP I;anof’ OTTHCKOB 1
ITaMITOB ct. 164 TIT 2019 CJICIIKOB = 10
JUKBUIAITUT
OpraHu3aIu
01-29 ’KypHan peructpanuu BXOIAIIHAX 5 ner
JIOKYMEHTOB . «r» ct. 182 TI1 2019
01-30 Kypnan peructpanuu HCXOASMIINX 5 net
JIOKYMEHTOB o. «r» ct. 182 TI1 2019
01-31 [TyOuaHbI ToKIaM 0 padoTe [TocTostHHO
HIKOJIBI ct. 209 TII 2019
ITocTostHHO
01-32 | Otuer o camooOceT0BaHNN or. 209 TI1 2019
ITocTostHHO
01-33 |[T'omoBotii uraH pabOTHI IIKOJIBI . «a» cT. 198
TIT 2019
OrnepaTuBHBIE TUIAHBI Jlo MuHOBaHUS
01-34 | (xBapTaimbHBIE, MECSTYHBIE) PAOOTHI HaJ00HOCTH
LIKOJIBI ct. 201 TIT 2019
01-35 |<.>

02. O6pa3zoBaTe/ibHaA 1eATEIbHOCTh

OO6pa3zoBarenbHbIe IPOrpaMMbl

J1o 3aMeHBI HOBBIMH

02-01 | mKoJBI IO YPOBHAM OOIIETO
yp m cr. 271 TIMIT
o0Opa3oBaHus
02-02 JlomomHuTeIbHBIC Jlo 3aMeHbI HOBBIMU
00pazoBaTebHbIC TPOTPAMMBI ct. 271 TIMIT
ITpoTokobl 3acenannii HocTostHHo
02-03 | memaroruueckoro coBera u
A . «» cT. 18 TI1 2019
JIOKYMEHTHI K HUM
02-04 KHura ydyera npoTokoioB 10 ner
eNarornyecKoro CoBeTa cT. 335 TIMII
JIOKyMEHTBI 110 aHAIU3y U
ITocTosHHO
02-05 | xoHTpOIIO 00pPA30BATEILHON ’
P P cr. 316 TIMII
IEATEILHOCTH
IIpoTokobl 3ace1aHnil COBETA
02-06 poautenei (poAUTEIHCKOTO ITocTosiHHO,
KOMUTETA) U TOKYMEHTHI (CIIPaBKH, cT. 324 IIMII

JIOKJIabI, HH(OpPMAITUN) K HUM
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IlocTossHHO, eciu

IIpoToko:sl 3acenannii 3roga [IKOJIA CAAET
02-07 .
HK3aMEHALMOHHBIX KOMUCCHI cT. 326 IIMII JIOKYMEHTBI Ha
rocxpaHue
WNudopmanus, ceeneHus o padbote 3 rona
02-08
rpynn OpoAJICHHOTO JHS ct. 312 [IMII
Knura ydera Beimaun menanen 50 net
02-09
y4auuMces KO ct. 319 IIMII
Knura yuera 651aHKOB U BbIJIa4H
02-10 |@TTecTaTos (peructpauuu 50 ner
BBIJIAHHBIX JJOKYMEHTOB 00 cT. 322 TIMII
00pa3oBaHN)
Knura ydera BbIjauul MOXBaJIbHBIX 50 ner
02-11
JIUCTOB Y MOXBAJIBHBIX TPAaMOT ct. 320 [IMII
ITocTosano, ecan
JloxymeHTHI (TI1aHbl, JOKIaIHbIC
3 roma HIKOJIA C/IaeT
02-12 |3amucku, mepenuckKa) o MpoBEACHUN
cT. 321 IIMII JIOKYMEHTBI Ha
OTKPBITHIX YPOKOB
rocxpaHue
[TpOTOKOIIBI POIUTENHCKIX
02-13 | cobpanwii U TOKyMEHTHI K HUM > Jier
cT. 324 TIMII
(cripaBKH, AOKIaIbl, HHGOPMAIIIH)
3 rona
2-14 7
0 OTtueThl 0 paboTe COBETA POAUTEINIECH or. 325 TIMIT
02-15 AndaBuTHas KHUra 3aMK1CcU 50 ser
0o0ydJaronmxcs ct. 329 TIMII
[Tocne oxoHuanuu
3 rona HIKOJIBI U TIPU
02-16 |JIuunble nena 0OyJaromIuXcs
a yrarom cT. 330 IIMII BBIOBITUH B JIPYTYIO
HIKOJTY
1 ron
02-17 | Dx3amMeHAIMOHHBIE OUIIETHI or. 503 [IMTI
DK3aMeHaIMOHHBIE PaOOTHI I ron ITocne cnaun
02-18
o0OyJarmuxcs ct. 506 TIMII 9K3aMEHOB
N3bAaTHIE U3 KITACCHBIX
B snexTponHoii hopme Ha | )KypHATIOB CBOJHBIC
02-19 KraccHbie sxypHabI JTUCKE — 5 JIeT BEJIOMOCTH
(2MEKTPOHHBIE) YCIIEBAEMOCTH —
cr. 331 IIMII HE MeHee 25 neT
Kypnain ydera npomnyiieHHbIX | 5 ner
02-20
3aMEIIeHHBIX YPOKOB ct. 337 IIMII
KypHan 3ansaTuii no 5 ner
02-21
JIOTIOJTHUTEITLHOMY 00pa30BaHUIO ct. 493 I[IMII




02-22

KypHan rpynmnsl NpoyIEeHHOTO JHA

5 ner

cr. 333 [IMII
02-23 |<.>
03. BocuurartejbHaa 1eITeJbHOCTh
[Lmanb1 BocnuTaTenbHBIX 3 roma
03-01 N
MEPOIPUATHNA U TOKYMEHTBI K HUM ct. 194 TI1 2019
Ilepenucka o Bonpocam
03-02 |mpodopueHTanuu, TPYI0BOTO 3roma
PO®OP > TP cr. 345 TIMII
00y4eHUsI U BOCITUTAHUS
ITepemnrcka ¢ opranaMu CUCTEMBI
03-03 |m (I))(I)I/IJIaKTI/IKI/IpI/I 0e3HAA30PHOCTHU > net, ITIK
P A30P cr. 70 TIT1 2019
HECOBEPIICHHOJETHUX
03-04 JlokyMeHThI 00 opraHu3aiuu u 10 net
pabore narepei ct. 478 TIMII
JIOKyMEHTBI O IPOBEICHUU
OJIMMITHAJI, BAKTOPUH I10 Y4€OHBIM
npe MeT:II\:I CMOTpOB KOgI[(I COB Jlo muHOBaHMS
03-05 xp gmeCTBéHHor(I)) TéXane}gcoro u Ha/l00HOCTH
‘a ' cr. 383 TIIMII
JIPYTUX BUIOB TBOPUECTBA
IIKOJIbHUKOB
JIOKyMEHTBI O BBICTABKaX JIETCKOIO Jlo MuHOBaHusA
03-06 |XyI0’KECTBEHHOT'O U TEXHHUUYECKOTO Ha/l00HOCTH
TBOpYECTBA ct. 384 TIMII
OrtueTsl, nHoOpMaIK o padbote 10 et
03-07 | 0OIIECTBEHHBIX YUEHHYECKUX
m X i ct. 388 TIMII
OpraHu3anui
03-08 |<..>
04. MeToauueckas AesiTeJIbHOCTh
04-01 [TonoxeHne 0 METOUYCCKOM [TocTostHHO,
COBETE . «a» ctT. 34 TI1 2019
[Tonoxenus 06 yaeOHO-
04-02 |MeroguuecKkux 00bEeIMHEHUSIX Hocrostro,
’ . «a» ct1. 34 TI1 2019
paboumx rpymmnax
ITpoToko:sl 3acenanmii
METOJMYECKOr0 COBETA U [TocTostHHO,
04-03
JIOKYMEHTHI (CIIPaBKH, TOKIa/Ibl, . «a» cr. 18 TIT1 2019
UHPOPMALIUN) K HUM
I"omoBoii mran paboThI > zier, JTIK
04-04 Meilo I/I‘-ICCKOl“OpCOBCTa cr. 200
A TIT 2019
AmHanns pe3yJIbTaTOB METOIHYECKOM
pe3y o a 5 ner, OIIK ITo onepatuBHBIM
04-05 | paboTsl 0OpazoBaTeIbLHOM

OpraHu3aluu

cT. 46 TIT 2019

BOIIpOCaM - 5 JIET




04-06

<.>

0S. Kap

poBoe obecrieyeHue

HpI/ICHaHHBIe JJIA

[TocrosanHO CBENECHUS — 10
05-01 | KomieKTHBHBIN JOTOBO
A p ct. 386 TII 2019 MUHOBAHHMS
Ha/I00HOCTH
[Tocne ucreuenus
JIoOKyMEeHTBI 0 IpoBEpKax 9
05-02 | BBITIONTHEHUS YCIOBHIA 3 rona CcpoKa ZICNCTBIA
ct. 389 TI1 2019 KOJUIEKTUBHOT'O
KOJUIEKTUBHOT'O JJOTOBOpa
JIOTOBOpa
05-03 IIpaBuna BHyTPEHHETO TPYAOBOIO ITocTostHHO
pacrnopsiika ct. 394 TII 2019
05-04 [lItaTHOE pacnucaHue U U3IMEHEHHS [TocTosinHO
K HEMY ct.40 TI1 2019
05-05 [lITaTHBIC pacCTaHOBKH (IITaTHO- 50/75 ner
CIIMCOYHBIN COCTaB paOOTHUKOB) cT. 42 TI1 2019
05-06 JIOMKHOCTHBIE MHCTPYKLIIUH 50/75 ner
PabOTHHUKOB cT. 443 TIT1 2019
[Iprkassbl 0 TMYHOMY COCTaBY
(mpuem, nepemelieHue,
COBMEILIEHUE, IEPEBO,
YBOJIbHEHUE, aTTECTAIIHs,
05-07 |AOMOMHHTENbHOE 50/75 ner* K
npodeccuoHanbsHOe 00pa3oBaHue, n. «a» cT. 434 TI1 2019
M3MeHeHue paMUINY, TOOIIPEHUS,
HarpaxJeHus, OTIycKa o yXoay 3a
pebenkoM, oTmycka 06e3 coxpaHeHus
3apabOTHOM IJIaThI)
[Ipuka3el Opranu3aiuu mo JUIHOMY
COCTaBY (€KeroyiHble 00 otmyckax,
OIIaYMBaeMble OTITyCKa, OTIYCKa B 5 et KOMaHIUPOBKAX
CBSI3U C 00y4eHueM, JIeKypcTBax a0OTHUKOB C
05-08 1 » RSP ’ M. «6»-«» cr. 434 T | P
HE CBA3aHHBIX C OCHOBHOU 2019 BPEIHBIMU U (WIJIN)
(mpoMIIbHOI) NESATENBHOCTHIO, O OTTACHBIMH YCIIOBUSIMU
KOMaHAMPOBKAX U CIYKEOHBIX Tpyaa — 50/75 ner
pOBEpKax
05-09 [TpuKa3bl MO TUYHOMY COCTaBY 3 roma
(IMCUUTUITMHAPHBIE B3bICKAHNSA) . «1» cT. 434 TI1 2019
O exerogHo oruiayu-
BaE€MBIX OTITYCKaX,
OTIYCKaX B CBSI3H C
05-10 Knura/sxxypran peructpanuu 50/75 net DIIK oOydeHueM, IexKyp-

IIPUKA30B 110 JUYHOMY COCTaBY)

. «Oo» ct. 182 TI1 2019

CTBax, HE CBSI3aHHBIX C
OCHOBHOI (mTpouib-
HOI1) 1eATEeNbHOCTBIO —
5 ner
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05-11 PaOOTHHUKOB JIMYHBIX JIEJ1, THIHBIX 50/75 netr OIIK
KapTO4€eK, TPYAOBBIX JOrOBOPOB m. «O» ct. 463 TI12019
(cmy>keOHBIX KOHTPAKTOB)
50/75 ner DIIK [Mepexomsmee ¢ 2021
05-12 | JInunble nena pabOTHUKOB or. 445 TI1 2019 roma
L cr. 435 TIT 2019
U3MEHEHUH, PaCTOPKEHUH
05-14 VYBenomieHus, mpeaynpexaeHus, 3 rona
paboTHHUKOB(aM) paboToaaTeIeM ct. 436 TIT1 2019
05-15 JInaHble KapTOYKU paOOTHUKOB (. 50/75 net OIIK [Tepexonsmee ¢ 202
T-2) cT. 444 TI1 2019 roaa
[TonnuHHBIC TUYHBIE JOKYMEHTHI
05-16 (TpynoBasi KHUXKKA, TUTIJIOMBI, o BocTpeboBaHwUsI. HeBoctpeboBanusie —
aTTECTaThl, YI0CTOBEPEHUS, ct. 449 TI1 2019 50/75 net*
CBU/JICTEIHCTBA)
Knura ydera aBukeHHs TPYJOBBIX SO775 net
05-17 yaera i A TPYA . «B» cT. 463 «B» TII
KHIDKEK U BKIIQJBIIICH B HUX
2019
[Tocne ucreuenus
CpOKa JICUCTBUSA
COTJIacUs WUJIH €TO
Cornacust Ha 06pabOTKyY 3 rona
05-18 OT3bIBA, €CIIM HHOE HE
MIEPCOHAIIBHBIX TaHHBIX cT. 441 TI1 2019
IIPEyCMOTPEHO
benepanbHbIM
3aKOHOM, JIOTOBOPOM
JloxymMeHTBI 00 OCBOOOXKIEHUH OT
05-19 |YTWIaThl HAllOTOB, MPENOCTABNCHHH 5 et
JBrOT, OTCPOYEK YILIATHI MU OTKA3e ct. 304 TIT 2019
B Hell Mo Haoram, coopam
[TpoTokomnsl 3acenaHui,
05.20 |MOCTAHOBIEHHS 1 IpyThe 10 et OIIK
JIOKYMEHTBI aTTECTAlMOHHBIX ct. 485 TIT1 2019
KOMUCCHUI
JIOKyMEHTHI 110 aTTecTalluH, 5 et
05-21 | ompeneneHuro MPOPECCHOHATHHBIX ©
cT. 484 TII 2019
U JINYHOCTHBIX Ka4eCTB PAOOTHUKOB
OKYMEHTBI O TIPOXOXKJICHUN
Hoxy p
HE3aBUCUMOM OLICHKH
05-22 KBaJTM(PHUKAIMN PAOOTHUKOB MM 5 ner

JIUII, TIPETCHIYIONTUX Ha
OCYLIECTBJIEHUE ONPEIEIEHHOTO
BHJIa TPYJOBOM JAEATEIbHOCTH

ct. 488 TIT1 2019




54

1 ron
05-23 |I'paduku mpoBeaeHHS aTTECTAIIHI or. 490 TII 2019
0524 | momsmmenm ssammgmamn 3 net OIIK
. ct. 491 TIT 2019
NEePenoAroTOBKEe pabOTHUKOB
Ilepenucka no arrecrauuu,
05-25 |mepenoAroToBKE W MOBBIIICHUH 3rona
cT. 499 TII 2019
KBaJTH(HUKAIMKA PAOOTHUKOB
05-26 [Tnan noBwIIeHNs KBATU(GUKAITTH 5 et
MeAarorn4eckux paboTHUKOB ct. 482 TIT1 2019
JIOKyMEHTBI O MpeICTaBICHUH K
HarpaxJIeHuo paboTHUKOB
05-27 | (mpencraBneHHs, X0AaTaiCcTBa > net
’ ’ ct. 500 TII 2019
XapaKTePUCTUKH, BBIIUCKH U3
peuieHut u ap.)
3roga
05-28 |I'padux oTmyckoB or. 453 TII 2019
05-29 TapudukanroHHbIE CIUCKA 50/75 ner
(BemoMocTH) paOOTHUKOB ct. 400 TIT 2019
05-30 OTtueThl paOOTHUKOB O 5 et OIIK
KOMaHJIUPOBKaX cT. 452 TI1 2019
JIOKyMEHTBI BEZICHHIO BOMHCKOTO
05.31 |YdeTam OpOHUPOBAHUIO TPAXK/IaH, S ner
npeObIBAIONINX B 3arace (TUIaHbl, ct. 457 TIT1 2019
OTYETHI)
JIOKyMEHTBI BEZICHHIO BOMHCKOTO
i ydeTa ¥ OpOHUPOBAHMIO TPAXKIaH, 5 ner
05-32 npeOBIBAIOIIMX B 3arace (KapTouKH, cT. 458 TI1 2019 Hocne crsras ¢ ywera
JIUCTKH, TIOBECTKH)
XKypHan (kHMra) IpOBEPOK
05-33 | COCTOAHMS BONHCKOTO ydeTa 5 ner
OpOHUpPOBaHUS TPAXKIaH, cT. 459 TI1 2019
npeObIBalONIMX B 3arace
05-34 KypHuan ydera nuil, moanaexammx 5 ner
BOUHCKOMY y4€Ty 1. «e» cT. 463 TI1 2019
3asiBKU 0 MOTPEeOHOCTHU B
05-35 | npuBiI€YEHUN MHOCTPAHHBIX L ron
ct. 377 TI1 2019
PabOTHUKOB
3asBneHus: pabOTHUKOB O BBIJIAYE
05-36 | 1OKYMEHTOB, CBSI3aHHBIX C pabOTOM Iron
. ’ cT. 451 TI1 2019
U UX KOTTUH
05-37 [<..>

06. byxranrepckuii yu4eT ¥ 0T4eTHOCTD
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06-01 [TonoxeHnue o0 oraTe Tpyaa u [TocrosanHO [Tocne 3amenbl
MIPEMUPOBAHUHU PAOOTHUKOB . «a» cT. 294TI1 2019 | HOBBIMU
["onoBoii utan puHAHCOBO- ITocTosHHO

06-02 . .

XO3SICTBEHHOM JeSITEIbHOCTH 1. «a» ct. 247 TI1 2019
OTYeThl O BHIIOJHCHUH INIAHOB
(UHAHCOBO-XO035HCTBEHHOM ITocTossHHO

06-03
JIEATEIIbHOCTH OPTraHU3aIINH. m. «a» c¢T. 272 TI1 2019
I'ogoBwie
OT4eThI O BEIIIOJHCHUHN IIAHOB
(MHAHCOBO-XO035HCTBEHHOM 5 ner

06-04
JIEATEIIbHOCTU OPTraHU3aALNY. . «O» ct. 272 TI1 2019
KBapranbhbie
JlokyMeHTBI O TpOBEpKax (aKThI,

06-05 |cmpaBkwu, nepenucka) GUHAHCOBO- > Jer

. . ct. 282 TIT 2019
XO3SAMCTBECHHOMH JIEITECIBHOCTU
06-06 |I'omoBas Oyxramarepckasi OTYETHOCTD Iocrosnno
yXTaurep ct. 268 TIT 2019
06-07 |T'omoBast OroKETHASI OTYETHOCTh > Jet
. «a» cT. 269 TI1 2019
[TpoMexyTouHbIe OyXTranTepcKue 5 ner [Ipu oTcyrcTBUN

06-08

OTYETHI II. «0» cT. 269 TI1 2019 | rOIOBBIX— IOCTOSHHO
Jl1s TogoBo#
Aynutopckue 3aKI04YeHUs 110 5 ner Oyxraiarepckoi

06-09 N

OyXraiaTepckoil OTYETHOCTH ct. 286 TIT1 2019 OTYETHOCTH -
IIOCTOSTHHO
06-10 ['onoBbIe ¥ KBapTaJIbHBIE PACUETHI 50/75 net®
M0 CTPaxOBBIM B3HOCAM ct. 308 TIT 2019
50/75 ner DIIK®
06-11 |JIuuesle cueTa paOOTHUKOB
H p ct. 296 TIT 2019
JIOKyMEHTBI O TIOJTy4eHUHN
3apaboOTHOM MIaThl (CBOJHBIE 6 e [Ipu orcyrcTBUM
06-12 |pacueTHbIC (PaCYCTHO-TUIATEIKHBIC) JUTICBBIX CUETOB -
ct. 295 TIT1 2019
BEJIOMOCTH, PACUETHBIE JIUCTBHI, 50/75 net
JIOBEPEHHOCTH)
JlokyMeHTHI (KOTIUH OTYETOB,
3asIBJICHUS, CIUCKU PaOOTHUKOB,
CITPaBKH, BBIMMUCKHU U3 MPOTOKOJIOB,
06-13 |3aknrodyeHus, mepernucka) o > JIeT
. ct. 298 TI1 2019
BBIIJIATE IMMOCOOMIA, OIIJIaTe JINCTKOB
HETPYAOCTIOCOOHOCTH,
MaTepUAIbHON TTOMOIIN
IIpu orcyrcrBUM
06-14 CrpaBku 0 10X0JIaX ¥ CyMMax 5 ner JIAIEBBIX CUETOB HIIN

Haora (pU3NIeCKUX JIHII

ct. 312 TI1 2019

BE€IOMOCTEN
HAYNCIIEHUSA
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3apaboOTHOM MIaThl —

50/75 ner
WcnionauTenbHbIE TUCTHI 11O 5 ner
06-15 . [ocne nucnonaaenus
yACPKAHUIO U3 3apabOTHOM TIJIAThI ct. 299 TII 2019
[Ipu TsKEINBIX,
06-16 TaGenu 1 )KypHaJbl yueTa paboyero 5 ner BPEIHBIX U OMACHBIX
BpEMEHU ct. 402 TIT 2019 YCIOBUSX TpyAa —
50/75 ner
06-17 Hanoroseie nexmapanuu (pacuersl) 5 et OIIK
110 BCEM BHUJIaM HAJIOTOB ct. 310 TIT 2019
06-18 JloKkyMeHTBI 00 HMHBEHTapHU3aIuU 5 ner
aKTHBOB ct. 321 TI1 2019
06-19 JlokyMeHTBI 00 HHBEHTapH3aIUN 5 ner [Ipu ycnoBun
TOBapHO-MaTepUAIbHBIX IICHHOCTEH cr. 321 TIT 2019 MIPOBEICHHS TIPOBEPKH
JIOKYMEHTBI O IIepEeOolIeHKE [Tocne BbIOBITHS
06-20 | OCHOBHBIX (doHI0B, ONpeneneHIH 5 ner OCHOBHBIX CPEJICTB U
aMOPTHU3allMd OCHOBHBIX CPEJICTB, ct. 323 TIT1 2019 HeMaTepHaTbHbIX
OLICHKE CTOMMOCTHU UMYIIECTBA aKTHBOB
. [Tocne yBonbHEHUS
06-21 JloroBopbI 0 MaTepuanbHON 5 ner MATEPHATHHO-
OTBETCTBEHHOCTH ct. 279 TIT1 2019
OTBETCTBEHHOTO JIUIIA
JloroBopsI rpakJaHCKO-TTPaBOBOTO
XapakTepa O BBIIOJIHEHUH padoT,
06-22 | OKa3aHMH yciyr ¢buznyeckuMu 50/75 ner®
JIMIIAMU, aKThl CIAYU-TIPUEMKH cr. 301 TIT 2019
BBITIOJTHEHHBIX PabOT, OKa3aHHBIX
ycayr
JloroBopsI ¢ poaAUTEISIMU 5 ner DIIK Hocne HCTCHCHIA
06-23 CpOKa JIeHCTBHS
(3aKOHHBIMU TIPEJICTABUTEIISIMHU) cr. 11 TIT2019
JI0roBOpa
06-24 | JIokyMEHTBI YYETHOH MOTHTHKHI > zier Hocze samerer
cT. 267 TIT1 2019 HOBBIMU
[lepBuuHbIE y4e€THBIE TOKYMEHTHI H
CBSI3aHHBIE C HUMH OTIPaB/IaTEIbHBIC
JIOKYMEHTHI (KaCCOBBIE JJOKYMEHTBI [Ipu ycnoBuu
Y KHUTH, 0AaHKOBCKHUE JTOKYMEHTHI, MPOBEACHUS
KOPEIIKU JEHEKHBIX YEKOBBIX MPOBEPKU; TIPH
06-25 | KHMKEK, opriepa, Tabenu, 5 met BO3HHKHOBEHUH
U3BEIICHUSI OAHKOB U MEPEBOIHBIC cT. 277 TI1 2019 CIIOPOB, Pa3HOIIACUU
TpeOoBaHUs, aKThl O IPUEME, Caue COXPAaHSIIOTCS J10
U CIIHCAHUU UMYIIECTBA U IPUHSITUS PEIICHUS IO
MaTepHaioB, KBUTAHIINH, neny
HAKJIa/IHbIE, AaBaHCOBBIC OTUETHI,
nepernucKa)
06-26 |IlepedeHb auIl, UMEIOLIUX MIPABO S net [Tocne 3amenbl




MOANUCH MECPBUYHBIX YUCTHBIX
JOKYMEHTOB

cT. 280 TII 2019

HOBBIMHU

06-27 JIOKyMEHTBI O B3aMMHBIX pacderax 5 ner ITocne nposenenus
U repepacyerax cT. 264 TI1 2019 B3aMMopacyera
. 5 ner
06-28 | Kuaura yuera TOBEpEHHOCTEH .« cr. 292 TIT 2019
5 nmer
06-29 | Cuera-dakTypsl or. 317 TIT 2019
Jlo nuKBUALMT
06-30 | XXypnan ydyera OCHOBHBIX CPEICTB OopraHu3aIu
. «a» cT. 329 TI1 2019
06-31 KypHuan yuera MaTepuaabHbIX 5 net
LEHHOCTEN U MHOT'O UMYILIECTBA . «o» ct. 329 TI1 2019
Knura ydyera npuxoaHO-pacXoHBIX 5 net Hocne crcanns
06-32 MaTepHuajioB, 000py10BaHHS cT. 526 TIT1 2019 MATCPHATBHEIX
[EHHOCTEH
06-33 [TonoxeHue o 3aKyrke TOBAPOB, [ToctosinHO
pabor, yciyr ct. 217 TIT1 2019
3 rona
06-34 | IInan-rpaduk 3aKymnox or. 218 TII 2019
3 rona
06-35 | JIoKyMEeHTHI 10 3aKyITKaM or. 219-223 TI1 2019
II
06-36 | MyHHIMITATEHBIC KOHTPAKTHI > ner STIK cp(Z)CIiIae ;eCﬁTceTde;; ’
cT. 224 TI1 2019
KOHTpPaKTa
06-37 [Tepenucka 1Mo oCyIiecTBICHUIO 3 rona
3aKYIIOK I HYKJI OpraHu3aluu cT. 229 TI1 2019
06-38 Kypnain perucrpanuu 3asBOK Ha 3 rona
y4acTHE B 3aKyIKax cT. 227 TI1 2019
06-39 Ilepenucka 1o BOpocaMm OKa3aHus 5 ner OIIK
IUTATHBIX yCIyT cT. 290 TII 2019
JIoKyMEHTBI O IOCTAaBKE
06-40 |MaTepuaios (cBIpBSA), 3 roga
000pyIOBaHUs U APYTOH ct. 511 TIT 2019
MIPOTYKITUH
[Ipuemo-ciaTouHbIE aKTHI,
06-41 | COCTABICHHDIE NIPH CMeHE 15 ner
JOJPKHOCTHBIX, OTBETCTBEHHBIX, cT. 44 TI1 2019
MaTepualbHO-OTBETCTBEHHBIX JIUII
06-42 |<..>
07. bubauorexka
07-01 |Ilonoxenue o OubIHOTEKE [ToctosinHO
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. «a» ct. 33 TI1 2019
07-02 WNHuBeHTapHas KHUTA, alih)aBUTHBINA [ToctosnHO
KaTanor ct. 330 TIT 2019
JIOKyMEHTBI yueTa MaTepHuaioB Jo nukBugauu
07-03 | cripaBO4HO-UH(DOPMAITMOHHOTO OMOIMOTEKH
donna, OudIMOTEKN ct. 366 TI1 2019
AKTEBI CITMCAaHUS KHUT U 5 net [Tocne cnenyromei
07-04 .
NIEPUOIUYECKUX U3IaHUN cT. 365 TI1 2019 IIPOBEPKHU
OKYMEHTHI O TIOJITOTOBKE U
07-05 ﬁ[ OIZeIIeHI/II/I BBICfaBOK SIPMapoK > ser SIIK
P g > APMAPOK, cr. 368 TIT 2019
MIPE3CHTALNM
07-06 |[<..>
08. ApxuB
[Tonoxenue 06 apxuse, 00 [TocTostHHO
08-01 N
AKCIEPTHON KOMHUCCUHU . «a» ct. 33 TI1 2019
08-02 | YyeTHbIC TOKYMEHTHI apXUBa Hocrosmmo
Y P cr. 171 TI 2019
H _
08-03 | Omucu e MOCTOSHHOTO XPaHCHHS Hocrosno MI?IZIZ;ZII){)ETHHHG *
a p . «a» ct. 172 TI1 2019
HaJ00HOCTH
HeyrBepxnennsie,
08-04 | Omwucu aei no TMYHOMY COCTaB >0/75 ner HECOTTACOBAHHEIC - /10
y y m. «o» ct. 172 TI12019 | MunoBanus
HaJ00HOCTH
Onucu nen BpemeHHoro (cBsiie 10 3 rona [Tocne yanuToXEeHUA
08-05
JIeT) XpaHeHUus m. «B» cT. 172 TI1 2019 | men
[Tocne Bo3BpameHus
KYMEHTOB.
JIoKyMeHTHI yueTa BbIIa4uH JIe, ZIOKyMeHTOB. JLuis
08-06 |mOKyMEHTOB BO BpEMEHHOE 3 roma AICTOB BBIZIATH JIET BO
ct. 175 TI1 2019 BPEMEHHOE
MOJIb30BaHUE
MOJIb30BaHUE JIPYTUM
OpTaHHU3aIHIM - 5 eT
ITocne Bo3BparieHus
JTOKyMeHTOB. [Tpu
JIOKyMEeHTBI BEIEMKH JeT, 3 rona HEBO3BpAIllCHUH -
08-07
JIOKYMEHTOB ct. 176 TI1 2019 MPOTOKOJIBI, aKThI
BKIIIOUYAIOTCS B €O
dboHa - TOCTOSTHHO
Konuu apXuBHBIX CIIPaBOK,
BBIJIAHHBIE T10 3aIpOocaM IpaXkJaH, 5 et OIIK
08-08
JIOKYMEHTBI K HUM (3asIBJICHUS, ct. 178 TI1 2019
3aMmpoCkl, CIIPaBKH, MIEPETHUCKA)
08-09 |XKypnaubl, 6a3bl TaHHBIX y4YeTa 5 met




BBIZIA4YX apPXUBHBIX CIIPABOK, KOIIHA,
BBIIIUCOK U3 JIOKYMEHTOB
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ct. 177 TI1 2019

JoroBopsl (cornamieHus) ¢
ApXUBHBIMHU YUPEIKIACHUSIMH,
HWHBIMHA OpraHu3aliisMU O

5 et DIIK

IMocne ncreuenus

08-10 B3aUMOJICCTBUM U COTPYAHUYECTBE ct. 179 TIT 2019 Cpoxa ACHCTBIA
JIOTOBOPA
B cepe apXHBHOTO Jiejia U
JIETIOTIPON3BO/ICTBA
08-11 (<..>
09. MeguumnHCcKoe 00CTy:KUBAHUE
IMocrosgHHO0?
09-01 |ITomoxxeHnue 0 MEOUIIMHCKOM OJIOKE 1. «a» ot 33 TII 2019
09-02 MeauuuHCKrE KapThl 5 ner
o0ydJaronmxcs cT. 441 TIMII
3aKII0YNTEIIHLHBIE
aKTBI METUIIMHCKUX
JIOKyMEHTBI 0 MEAUIIMHCKHUX 3 rona OCMOTPOB PA0OTHHUKOB,
09-03 0CMOTpax ct. 635 TI1 2019 BBITOTHAIOTIHIX
paboThI ¢ BpEIHbIMH,
OTIACHBIMH YCIIOBUSMU
Tpyna — 50/75 ner
JloroBop o (huHAHCOBOM ITocie ucreuenus
09-04 | oOecrieuennn 00s13aTEILHOTO > Jet CpOKa JeHCTBHUS
ct. 627 TIT1 2019
MEJIUIUHCKOTO CTPAaXxOBaHUs JIOTOBOpPA
09-05 JIOKyMEHTBI 0 METUIITUHCKOM 5 et
00CITy>)KMBaHUU ct. 369 TIMII
09-06 (<..>
10. ITnmed0K
10-01 [Tonoxxenne 06 opraHu3zanuu ITocTositnHO
MUTaHUS 00YJArOIINXCS IIKOJIBI . «a» cT. 33 TI1 2019
10-02 [TonoxxeHue o OpakepaxHOU ITocTostnHO
KOMHUCCHH TITKOJIBI . «a» ct. 33 TI1 2019
10-03 OtueTtsl, nHGOpPMAIUHU, CITPABKHA 00 1 ron
OpraHu3anuy MUTaHUs cT. 362 IIMII
10-04 VYTBepKIAeHHbIE HOPMBI IUTAHUS J3H
JUTSI ITKOJTBHUKOB (MEHIO) ct. 839 IIMII
JlokyMeHTHI (cepTu(uKaThl, aKTHI,
10-05 | pexiramariuu, 3aKIOYCHHS S ;eT
’ ’ ct. 513 TIT 2019
CIIpaBKH) O KaYECTBE ChIPbsI
10-06 HakomnmurensHast BEIOMOCTB 110 5 ner
pacxoay NpOJyKTOB MUTAHUS ct. 276 TIT1 2019
10-07 | AxThI o Opakepaxy, OpaKOBOYHBIC 3 rona
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U3BeIEHUS, 1e(DeKTHBIE BEIOMOCTH ct. 787 IIMII
U TIEPEeIncKa O BHIOPaKOBKE
IPOIYKIHH
10-08 KypHan nocraBky nuieBon 3 rona
MPOAYKIIUU ct. 787 TI1 2019
1 ron
10-09 | KOMILIIEKTOBOYHBIE BEJOMOCTH cr. 512 TI1 2019
JlokyMeHTHI (pacropsKeHus,
10-10 TpeOOBaHus, HAKIIAJHBIE) 00 5 ner
OTIIYCKE TOBapOB CO CKJIAJ0B U ct. 518 TIT 2019
OTTPY3Ke MPOIYKIIUU
Kypnains! Opakepaxa MUIIEBBIX
10-11 |mpoAyKTOB M KyJTUHAPHOMN | ron
cT. 967 IIMI1
MPOIYKITHH
JKypnau ydera remneparypHoro
10-12 | pexxuMma B XOJIOAMIBHOM 1 ron
cT. 967 IIMI1
00opyoBaHuu (Ha MUIIEOJIOKE)
Kypnan nposenenus
10-13 | BUTAMUHU3AIUU TPETHUX U CIATKUX 1 ron
cT. 967 IIMI1
oJro 1
10-14 | TexHOJIOTUYECKUE KAPTHI 1o 3aMeHbI HOBBIMU [Tepexonsmue ¢ 2019
roja
10-15 I'uruennueckuii )xypHai 1 ron
(COTpYIHUKH) ct. 967 TIMII
Kypnai yaera temrieparypsl 1
10-16 |BHaXXHOCTH B CKIIAICKHUX I rox
cT. 967 TIMIT
MOMETIEHUSIX
10-17 |<.>
11. be3onacHocTh
5 ner [Tocne akTyanuzauuu
11-01 |ITactopT 6€30MaCHOCTH IIKOJIBI or. 594 TI1 2019 nacropra
[Tocne ucreuenus
CpOKa JICHCTBUSA
11-02 JloroBOpHBI HA OKa3aHUE OXPAHHBIX 5 ner JIOTOBOpA; TOCTE
yCIIyr ct. 580 TII 2019 MpEeKpanieHus
00513aTEeTBCTB TIO
JIOTOBOPY
JIoKyMeHTBI (ITPOTOKOJIBI, aKTHI,
CIIPaBKH, CBEJICHUS, TOKJIQIHbIE, 5 ner OIIK
11-03 | cimyxeOHBIE 3aIMCKH, TIEPETHCKA) O cr. 587 TI1 2019

paccieloBaHUH Ype3BbIYaHbIX
MPOUCHIECTBUH MTPU OXPAHE 3TaHUI




Kuuru perucrpanuu (yuera
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11-04 BBIZIa4M) YIOCTOBEPCHUH, 3roga
IPOIYCKOB, UACHTU(DUKAITHOHHBIX cT. 589 TII 2019
KapT
Pa3zoBbie npomnycka, KOpEmKu
11-05 |TPOTYCKOB B cityxeOHble 31aHUs U 1 ron
Ha BBIHOC MAaTE€pUaJIbHbIX ct. 591 TI1 2019
LIEHHOCTEM
JlokyMeHTHI (3asIBKH, ITEpEnncKa) o
11-06 |MOTyCKe B CITy)KeOHBIE TOMEIICHUS 1 rox
B Hepabouee BpeMs 1 BBIXOJIHBIE ct. 592 TI1 2019
JTHU
OKYMEHTBI O TIOBBIIIICHUH
11-07 fHTIZTeppopHcmqecxoﬁ > zer SIIK
cT. 595 TIT1 2019
3alUIIEHHOCTH OpraHu3aluu
KypHansl ”HCTpyKTaxKa 1o
11-08 |aHTHTEPPOPHCTUUCCKOM 3 rona
cT. 598 TII1 2019
3aIUIIEHHOCTH
11-09 JKypHai BBOJTHOTO HHCTPYKTaXKa TI0 3 rona
rpakJIaHCKOW 000pOHE ct. 608 TII 2019
KypHan yuera uHCTpyKTaxa 1o
11-10 | meiicTBHSIM B UYpe3BBIYANHBIX 3 rona
ct. 608 TII 2019
CUTYaIUAX
[T1aHBI-CXeMBI IBaKyaIluu 13
11-11 aHUS TIPU YPE3BbIYANHBIX Jlo 3aMeHEI HOBbIMHU
e PH Hpes ct. 606 TIT 2019
CUTYaITUIX
11-12 JlokyMeHThI 00 obecrieueHun 5 ner DIIK
IIPOTUBOIIOKAPHOI'O PEKUMA ct. 611 TII1 2019
OKyMe 00 obecnieue
11-13 fH;T};\I/roI%TEéKTOBOFOI;I o > ner STIK
ct. 611 TI1 2019
MIPOITYCKHOTO PEKUMOB
11-14 JKypHaibl yuera HHCTpPYKTaXel 1Mo 3 rona
MOKapHOU 0Ee30MacCHOCTH ct. 613 TIT 2019
[Tmanbl geficTBUi 1O
11-15 |mpenynpexIeHUI0 U TUKBUAAINH > JIeT Hocre samerpr
. ., ct. 603 TIT 2019 HOBBIMU
Ype3BBIYANHBIX CHTYaITUi
[Topsimok oOyueHus uil,
OCYILIECTBISIOMINX TPYAOBYIO WU [TocTosiHHO
11-16
CITY»XEOHYIO IeSITEIbHOCTh, MEpaM m. «a» ct. 8 TIT 2019
MOXKapHOW 6e30MaCHOCTH
11-17 |<.>
12. Oxpana Tpyna
12-01 | Oruer o cnenUaIbHON OIIEHKE 45 ner [Ipu BpenHBIX U




YCIJIOBHM TPyZa U JOKYMEHTHI K
HEMY

ct. 407 TII 2019

OITACHBIX YCIIOBUSIX
tpyna — 50/75 ner

[Tonoxenue o ciry:x6e oXpaHbl

ITocTosiHHO

1202 Tpyaa . «a» ct. 33 TIT1 2019
19-03 [Tnan paboThI C1yKOBI OXpaHbI 5 net DIIK
Tpyna ct. 200 TII 2019
[TocrosannO
12-04 | UHCTpyKIMH 1O OXpaHe Tpyaa 1. «a» or. 8 TIT 2019
CornaiieHue 1o oxpaHe Tpyaa u 5 et DIIK Hocne HCTCHCHIT
12-05 CpOKa JICUCTBUS
JIOKYMEHTBI K HEMY cr. 11 TI1 2019
COTJIAIICHUS
["oioBBIE CTATUCTUYECKHE CBEICHUS
00pa3oBaTeNbHOI OpraHu3aluu o
12-06 |TpaBMaTH3Me Ha IPOU3BOJICTBE U Hoctosto
. «a» cT. 335 TI1 2019
npodeccuoHaNBHBIX 3a00JIEBaHUSIX
(¢. 7- TpaBmaTH3M)
CBsi3aHHBIE C KPYII-
JIOKyMEeHTBI (aKThI, POTOKOJIHI, HBIM MaTePHAITHLHBIM
12-07 |3akiro4eHHs) O HECYACTHBIX 4> ner yiepboM u uenoBe-
cT. 425 TI1 2019
cIrydasix YECKUMHU JKePTBAMH —
MOCTOSTHHO
12-08 Kypuan (kaura) peructpanuu 45 ner
HECUYACTHBIX CIy4acB ct. 424 TI1 2019
Kuuru ydyera uHCTpyKTaxei mo
12-09 |oxpane Tpyaa (BBOJHOTO, Ha 4> ner
’ 1. «a» cT. 423 TI1 2019
pabouem MecTe, 1e1eBOro)
XKypnan (kHura) yuera
12-10 npoduIaKTUYECKUX padoT 1o 5 ner
OXpaHe TpyJa, IPOBEPKU 3HAHUU I10 m. «o» cT. 423 TI1 2019
OXpaHe TpyJa
JloKkyMeHTHI (CIIpaBKH,
19.11 |TPeAIONKEHHS, 000CHOBaHMS, 5 ner
MEPENncKa) O COCTOSIHUU U Mepax ct. 409 TIT 2019
0 yAYYIIEHUIO OXpaHbl TpyIa
12-12 EZEHHEKBWG;? HUN (MAKPOTPaBM) Hocrosino
POTIOBPENUIC poTp m. «a» ct. 8 TIT 2019
PabOTHUKOB
[Tonoxenue o nopsiike 00y4eHHS
12-14 |mo oxpaHe TpyJa H MPOBEPKH Hocrosro
. m. «a» ct. 8 TIT 2019
3HaHUs TPeOOBaHUI OXpaHbI TPya
12-13 |IIpaBuia mo oxpane Tpyna Hocrosro

n. «a» ct. 8 TI1 2019

12-14

<.>




