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HNHucTpyKLIns
10 JIEJIONPOU3BOACTBY U HOMEHKIIATYype J1eJ
B MyHUILIMTIAIILHOM OIOJKETHOM 00111€00pa30BaTEIbHOM yUpEKIACHUU
«Cpennsia obieodpazoBatenbHas mkosia No35 umenu E.®. [leprorunoii»
MYHUIIUIIATIBHOTO 00pa3oBaHus ropojickoit okpyr Cumdbeponoib
Pecny6nuku Kppim

1. O01ue mMoI0KeH .

Hacrosmas MacTpykius 1o ae10nporu3BOJACTBY U HOMEHKIATYpE /e B
MYHUIIMIIAIBHOM OIO/KETHOM 0011e00pa3zoBaTebHOM  yupexaeHun «CpemaHsis
oOmeoOpazoBarenbHas mkoja Ne35 umenu E.®.JleproruHoit» MyHUIUMNAIBHOTO
oOpa3zoBanus  ropojackoi  okpyr  Cumdepononr  Pecnybmuku  Kpbim
TOCYJApCTBEHHBIX W MYHHUIUMIMAIBHBIX JIONIKOJIBHBIX O0Opa30BaTENIbHBIX H
o61eo0pa3oBaTeNbHbIX opranu3aiusx Pecryonuku Kpeim (nanee — MHCTpyKIns)
pa3paboTaHa B COOTBETCTBUU CO CJICAYIOIIUMU HOPMATUBHBIMH JIOKYMEHTaAMU

- ®denepanbHbiid 3ak0oH 0T 29.12.2012 Ne 273-d3 «O6 o6pa3zoBaHuu B
Poccuiickoit @enepannmn»;

- ®enepanbblii 3akoH 0T 27.07.2006 Ne 152-®3 «O mepcoHalIbHBIX
JTAHHBIX);

- 3akon Pecmy6nuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6
oOpazoBanuu B Pecriyomrke Kpbimy;

- npuka3 denepanbHOro areHTCTBa 0 TEXHUYECKOMY PETYJIMPOBAHUIO
U METpPOJOrMh MMUHHCTEPCTBA MPOMBIIUIEHHOCTH M TOProeiu Pocculickoil
Odeneparuun ot 08.12.2016 No 2004-ct «OO0 yTBEep»KIEHWU HAIMOHAIBHOTO
crangapra Poccuiickonn @enepanuny;

- npuka3 denepanbHOro areHTCTBa MO0 TEXHUYECKOMY PETYJIMPOBAHUIO
U METpoJIorThM MUHHMCTEpCTBA MPOMBIIUICHHOCTH W TOProBiau Poccuiickoit
Oenepanun ot 14.05.2018 Ne 244-ct  «O0 yTBEpKIEHUU HM3MEHEHUS
K HallMOHAJIbHOMY cTaHIapTy Poccuiickoit Denepannmny;

- npuka3 OenepanbHoro apxuBHoro areHTcTBa ot 20.12.2019 r. Ne 236
«O06 ytBepxkaenun [lepednsi THMOBBIX YINPABICHYECKUX APXUBHBIX JOKYMEHTOB,
oOpa3yronuxcsi B MpoIecce AEATEIHPHOCTH TOCYJAapCTBEHHBIX OPTraHOB, OPTaHOB
MECTHOT'O CaMOYIIPABJICHUS U OpraHU3alH, C YKa3aHUEM CPOKOB UX XPAHECHHUS»;

- npuka3z Munuctepcta npocsemenuss CCCP ot 30.12.1980 N 176
«O BBeneHnu B jAeicTtBue llepedyHsi JOKyMEHTOB €O CpOKaMU XpaHEHUS
MununctepctBa mnpocsemienuss CCCP, opraHoB, yuypexAeHUM, OpraHuzanui
CUCTEMBI MTPOCBEUICHUS;

- npuka3 Pocapxusa ot 31.07.2023 Ne 77 «O06 ytBepxkaenuu lIpaBun
OpraHu3alMy XpaHEHUs, KOMIUJIEKTOBAHHUS, Yy4€Ta U HMCIOJb30BAaHUS TOKYMEHTOB
ApxuBHoro (onna Poccuiickoit deaepaiin U Ipyrux apXWBHBIX JOKYMEHTOB B
rOCYJJapCTBEHHBIX OpPraHaX, OpraHax MECTHOTO CAMOYIIPABIICHUSI U OPTaHU3AIUSIX ).

NucTpykuust ycTaHaBiuBaeT oOuue TpeOOBaHUS K BEACHUIO JEI0BOMU
nokymenTau B MBOY «COII Ne35 um. E..®./leprorunoii» r. Cumdeponos.

[Ipumenenune WHCTpYKIMU AOJKHO CIOCOOCTBOBATH (HOPMUPOBAHUIO



o(uMaIbEHO-AEIOBOTO CTHIISA JOKYMEHTOB, COKPAIICHHUIO 3aTpaT TPyAa U CPE/ICTB
B IIPOIIECCE CO3/IaHUS JOKYMEHTOB.

WNucTpykmus pacmpocTpaHseTcs Ha OpTaHU3aIINI0 paboTHI
C JOKYMEHTaMH HE3aBHCHMO OT BHJA HOCHUTENsS, B TOM YHCJE JJIEKTPOHHBIMH
JOKYMEHTaMH, BKJIIOYas IMOATOTOBKY, 00pabOTKy, XpaHEHHWE W HCIOJIb30BaHHUE
JOKYMEHTOB, OCYIIIECTBIISIEMBIX C MPUMEHEHUEM HH(POPMAIIMOHHBIX TEXHOJIOTHH.

OcobGeHHocTu paboThl ¢ JOKYMEHTaMH, COAEPKAIUMMU KOH(UIECHIUATIbHYIO
nHpopManuio (Cny’keOHYI0 U WHYIO TailHy, MepCcOHaJbHbIE JaHHBIE), B CiIydyae
HEOOXOIMMOCTH  PETYNUPYIOTCS  CICHHAIBHBIMHA  JIOKQJIBHBIMH  aKTaMH
(MHCTPYKIUSMH, TIOJIOKEHUSMH, TPABWIAMH), YTBEPKIAEMBIMU JTHPEKTOPOM
IITKOJTBI.

OTBETCTBEHHOCTh 3a OPTaHU3AlUIO W COCTOSHUE JEIOMPOU3BOJCTBA B
o0pa3oBaTeIbHON OpraHU3AINH HECET PYKOBOJAUTEh, KOTOPBIH:

- Ha OCHOBaHWU PexomeHmammii pazpabaTeiBaeT U yTBepkaaeT MHCTPyKIINIO
10 JICJIONPON3BOICTBY M HOMEHKJIATYPY A€l 00pa3oBaTeIbHON OpraHu3alny;

- KOHTPOJUPYET coOI0IeHNe TPeOOBaHUI YTBEPKACHHON B 00pa30BaTEIbHON
opranu3anuu MHCTPYKIIMY 1O BEJICHUIO JACIIOBON JOKYMEHTAIIHH,

- IPOBOJIMT TIPOBEPKY COCTOSHUS JICIIONIPOU3BOICTBA,

- obecreunBaeT METOAMYECKOE PYKOBOJCTBO, MHCTPYKTaXK M KOHTPOJIb 3a
COOJTFO/ICHHEM YCTaHOBJIGHHOTO TIOPSI/IKA padOThI ¢ JOKYMEHTaMH,

- UWHUIMHPYET TIOBBINICHWE KBanu(UKamuu pPaOOTHUKOB IO BOIpOCaM
JEIIOTIPON3BOJICTBA;

- YIOCTOBEPSICT MOANUCHIO U MeYaThI0 IOKYMEHTHI.

HenocpenctBeHHO ~ BeAeT  JETONMPOM3BOJICTBO B 00pa3oBaTENbHOM
OpPTaHM3allUd CEKpeTapb, KOTOPHIH HA3HA4YaeTCs TPUKA30M PYKOBOIUTEIIS
o0pa3oBaTeIbHON OpraHU3aIUH.

CekpeTapb B COOTBETCTBUU C BO3JIO)KEHHBIMHU HA HETO 33JladaMH:

- OCYIIECTBIISICT PETHCTPAINIO M YI€T JOKYMEHTOB;

- OPTaHU3yeT JOKYMEHTO000POT, GOPMHUPOBAHKE JICII, UX XPAHCHHE;

- OCYIIECTBJISET TEKYIIMA KOHTPOJIb 32 CBOCBPEMEHHBIM PAaCCMOTPEHUEM H
MIPOXOKIEHUEM JJOKYMEHTOB 00pa30BaTEIbHOM OpraHu3aIliig,

- obecrmeunBaer CcoOONOJIEHNE EAUHBIX TpPeOOBaHWUH TIO MOATOTOBKE
JIOKyMEHTOB ¥ OpraHU3alud padOoTbl C HHUMH B YCIOBHSX 3JECKTPOHHOTO
JTIOKyMEHTO000POTa;

- 06001maeT nadopmarro 06 o0reMax T0KyMEHTOO00POTa;

- opranmzyer (HOpMHUPOBAHHE W XpaHEHUE JOKYMEHTAIIMOHHOTO (OHIA M €ro
HCIIOJIb30BaHUE.

OOpasoBaTenbHasi OpraHU3alys BIIPAaBe MPUMEHSITh B CBOCH NESITEIbHOCTH
ANEKTPOHHBIM ~ JTOKYMEHTOOOOpPOT, KOTOpPBI  MpeaycMaTpuBaeT  CO3JaHHE,
MOJAMHUCAHNE, WCIMOJB30BaHUE W XpPAaHEHHWE JIOKYMEHTOB, CBSI3aHHBIX C
AESITENFHOCThI0O 00pa30BaTEeNbHONW OpraHu3alliid, B OJIIEKTPOHHOM Buae 0Oe3
nyOnupoBaHus Ha OyMakHOM Hocutese. PemeHne o BBEJACHWUU DJICKTPOHHOTO
JOKYMEHTOOOOpPOTa M  TOPANOK  €ro  OCYIIECTBICHUS  YTBEPKAAIOTCS
00pa30BaTeIbHON OpraHU3AIMEH 10 COTJIACOBAHMIO C €€ YUPEIUTEIIEM.



Bes nmenmoBast JOKyMEHTAIlusi XpaHUTCS B CHENHAIbHO OOOPYIOBAaHHBIX
MOMEIIeHMX, mKapax win ceidax ¢ codmoaeHueM tpedoBaHuil denepabHOrO
3akoHa Poccuniickont @enepauun ot 27.07.2006 Ne 152-03 «O mnepcoHAIbHBIX
TaHHBIXY.

PaGoTtath ¢ TOKyMEHTaMH BHE CIIYKEOHBIX OMEILEHUH 3ampeniaeTcs.

2. lokymentbl MBOY «COI Ne35 um. E.®./leprorunoii» r.
Cumdpeponos.

PykoBonutens 00pa3zoBaTeIbHON OpraHU3aIluy WK JIUI0, UCTIOJNHSIOIIEE €T0
00s13aHHOCTHU, U3JACT MPUKA3bl, THCTPYKIIUHU, PABUIIA, TOJOKEHUS, 00513aTCIIbHbBIC
JUTSL UCTIOTHEHUSI BCEMU PAaOOTHUKAMM.

Xon o0O0CyxkJeHHs BOIMPOCOB Ha 3aCelaHMSIX KOJJIETHATbHBIX OpraHoB,
COBETOB, COOpaHUAX, COBCIIAHUSAX W PEIICHUS, TPUHUMAEMble Ha HUX,
(UKCUPYIOTCS B TPOTOKOJIAX.

Jlns ocyliecTBIEHUS ONEPATUBHBIX CBS3EH C JPYrMMH OpPraHHU3alUsIMU U
rpaKJIaHAMHU HCIIOJIB3YIOTCS Takue (opMbl, Kak MHChbMa, (PaKChl, TEJIETpaMMBI,
TeNePOHOTPAMMBI.

Jlnst ocyIIecTBICHUS TpUEMa, YBOJBHEHUS, TEPEMEIICHUS pPaOOTHUKOB,
IPEIOCTABICHUSI UM OTITYCKOB O(OPMIISIFOTCS TPYJIOBBIC JOTOBOPHI, MPUKA3bI MO
JUYHOMY COCTaBy (KazapaM), 3asiBJICHHSI, TPYJOBbI€ KHUKKH, JIMYHbIE KAPTOUKU U
APp.

Y4eOHO-Ieqarornyeckas J0OKyMeHTalus.

VYyeOHast JOKyMEHTalnMss — OTO KOJIMYECTBEHHAss M KaueCTBEHHas
XapaKTEPUCTUKHU COCTOSIHUSA y4e€OHOM, METOJUYECKOW M BOCIHUTATEIHHON pabOThI
o0pa3oBaTebHON OpTraHU3AIIHH.

[legarornyeckue paboTHUKU npu peanuszanuu OCHOBHBIX
0011e00pa3oBaTeNibHBIX  MPOTPaMM  OCYIIECTBISIIOT — MOATOTOBKY — CJIEAYIOMICH
noKyMeHTaluu (rmpuka3 MunucrepcTBa npocseiienus Poccuiickoit deaepanuu ot
21.07.2022 No 582 «OO0 yTBEep)KIESHUM IIEpEUYHS JOKYMEHTAIIUH, ITOATOTOBKA
KOTOPOH OCYIIECTBISIETCA TMEJAarorudecKuMu  pabOTHUKAMU TIPH  peau3aiiu
OCHOBHBIX 00I1€00pa30BaTEIIHHBIX MIPOTPAMM»):

- pabouas mporpaMma y4eOHOTO MpeaMeTa, yueOHOro Kypca (B TOM 4HUCIE
BHEYPOUHOH JCSATEIBHOCTH), y4eOHOTO MOMYIIS;

- JKypHaJ ydeTa yCHEeBAa€MOCTH WJIM €ro BEJACHUE B BHUAE AIICKTPOHHOTO
KypHaa;

- JKypHaJd BHEYPOYHOU JNESITeNbHOCTH (ISl MEeAaroruyeckux padOTHUKOB,
OCYILECTBISIIOIINX BHEYPOUHYIO JEATEIbHOCTh) WM €ro BEIACHUE B BUJE
AIIEKTPOHHOTO JKypHAJa;

- IJIJaH BOCIHUTATENIbHOM paboThl (IIsI MEeAaroru4eckux pabOTHUKOB,
OCYILECTBISIOMNX (PYHKIIUU KJIACCHOTO PYKOBOJUTEIS);

- XapaKTepHUCTHKa Ha o0ydaromierocs (Imo 3amnpocy).

[IkonbHBIE JOKYMEHTBHI JOTKHBI OQOPMIIATHCS CBOEBPEMEHHO, YETKO,
pazbopunBo, 0€3 MOJYUCTOK, TOMApPOK, BHI3BIBAIOIINX COMHEHHE B MPaBUIbHOCTHU
BHECEHHBIX JIaHHBIX.



3amucu B TOKyMEHTaX JOJKHBI IPOU3BOAUTHCS IMIAPUKOBOW PYyUKON YEPHOTO
[BETA.

Ommubka, MOMyIICHHAs B TEKCTE WIM MHU(PPOBBIX MaHHBIX TOKYMEHTA,
UCIPAaBIsieTCS  CIEAYIOIUM  00pa3oM: OIIMOOYHBIE clioBa WM  HUQPHI
3a4epKUBAIOTCS TaK, YTOOBI MOKHO OBLIO MPOUYECTh 3aYEPKHYTOE, a CBEPXY, JINOO
psagoM, nuOO HA TONAX TMHINYTCS YTOYHEHHBIC JaHHBIC. Bce BHECEHHBIC
UCITPABIICHHS JJOJKHBI OBITH OTOBOPEHBI U 3aBEPEHBI IMOATTHCSIMH JIHIT, 0()OPMHUBIITAX
JOKYMEHT. 3a JIOCTOBEPHOCTH CBEICHHH, COAEpIKAIUXCS B JIOKyMEHTax,
HaJJIexKamee Hux OQOpPMIIEHHE HECYT OTBETCTBEHHOCTHh JODKHOCTHBIC JIMIIA,
TIOJIITUCABIITNE JOKYMCHT.

B cocTaB 10oKyMEeHTOB 00pa30BaTeIbHON OpPTaHNU3aIUN BXOJISAT:

- OpraHu3aIMOHHbBIC JOKYMCHTHI;

-yCTaB OpraHU3aIINH;

- IOTOBOP C YUPEAUTEIIEM;

- TTOJIOXKEHUS O MOAPA3ACICHHUIX (TIPH HAJTMYUN ),

- MPaBOYCTAHABJIMBAIONINE JOKYMCHTHI;

- TOJDKHOCTHBIC HHCTPYKIIUU COTPYTHUKOB,;

- KOJUICKTUBHBIH JIOTOBOP;

- ITAaTHOE pacIUCaHuE;

- MpaBUJIa BHYTPEHHET0 TPYI0BOTO paclopsiiKa  Jip.

PacniopsimurenbHbIe TOKYMEHTHI

- IPHUKAa3bl,
- pacTopsHKEHUs;
- WHCTPYKITUH | JIp.

HNudopMaIinoHHO-CTIIpaBOYHBIE TOKYMEHTHI:

- IPOTOKOJIBL;

- TUTaHBI,

- OTYETHI;

- CIIPaBKH | JIp.

Bce KkHMrM W OKypHalbl, KOTOphIE BEAYTCS B 00pa30BaTEIBHBIX
OpraHu3anuax Ha OYMa)KHBIX HOCHUTENSX, MOCTPAHUYHO TMPOHYMEPOBBIBAIOTCA,
MPOILTHYPOBBIBAIOTCS U MOAMKUCHIBAIOTCS pykoBoauTeneM. [loamuch pykoBoguTens
3aBepsIeTCs MeYaThio 00Pa30BaATENBHON OpTraHU3aIliH.

3. IIpaBuiia opopmMieHHUs JOKYMEHTOB

OcHoBHbIe TpeGoBaHusI MO 0OPMJIEHUIO IOKYMEHTOB.

JIOKyMEHTBI ~ MOTYT  CO3/[aBaThCi HA  OYMaXHOM  HOCHUTENIEe |
B DJJIEKTPOHHOU (opMe ¢ COONIOACHHEM YCTAaHOBIEHHBIX MPaBWI OQGOPMICHUS
JOKYMEHTOB.

[Ipu co3ganum JOKyMEHTa Ha JBYX M 0Oojiee CTpaHWIlaX BTOPYHO U
MOCJIEYIOIINE CTPAHUIBI HyMEPYIOT.

Jlonyckaercs co3JaHUe JOKYMEHTOB Ha JIMLEBOM M OOOPOTHOM CTOpOHAaX
nucta. I[lpm HBYCTOpOHHEM CO31aHWM JOKYMEHTOB IIHPHWHA JIEBOTO MOJIA Ha
JUIEBOW CTOPOHE JIUCTA M MPABOro MOJIsI HA 0OOPOTHOIM CTOPOHE JIMCTA JTOJKHBI



OBITH PaBHBI.

[IpeanodTuTeNbHBIMU TAPHUTYPAMU U pazMepaMu IIPUQPTOB 1JI1 PEKBUZUTOB
nokymeHTa sBisitorest Ne 12,13,14.

[Ipu coctaBneHnn TaOIUI] AOMYCKAETCS UCIIOJIb30BaHKUE IPUPTOB MEHBIITUX
pa3MepoB.

AG3aIHbIN OTCTYI TEKCTa JOKyMeHTa - 1,25 cM.

3aroJI0BKH pa3iesioB U MOAPA3/EIOB MEUYATAIOTCS ¢ a03aI[HBIM OTCTYTIOM WJIH
LHEHTPUPYIOTCS O MUPUHE TEKCTA.

MHOTrOCTpOYHBIE PEKBHU3UTHI T€UATAIOTCS Yepe3 OJUH MEXKCTPOUHBIM
WHTEpBaJl, COCTaBHbIE YaCTH PEKBU3UTOB OTIEISIOTCA JOTOJHUTEIBbHBIM
UHTEPBAJIOM.

Tekcr mokyMeHTa nevyaTtaetcs yepes 1-1,5 MeXCTpOUHBIX MHTEpBAJIA.

NuTtepBan Mexny OyKBamMu B CJI0BaxX - OOBIYHBIM.

NuTtepBan Mexy cioBamMu - OJMH TpoOer.

Texct mMoOKyMeHTa BBIpaBHUBAETCS 110 MTUPUHE JIUCTA (T10 TPaHUIaM JIEBOTO U
IPaBOTO TMOJICH JOKYMEHTA).

HopmaTuBHBIMM aKTaMu OpraHM3alMl MOXET OBITh MPETYCMOTPEHO
BBIJICJICHUE PEKBU3UTOB «aJIPECcaTy, «3aroj0BOK K TEKCTY» HIIH IIOJIIMKUCHY, & TAKKE
OTZICNIbHBIX ()PAarMEHTOB TEKCTa MOJYKUPHBIM HIPUPTOM.

Texcr nokymeHTa JOMKEH OBITh M3JI0KEH KPAaTKO, IPaMOTHO, MOHSTHO U
00BEKTUBHO, 0€3 MOBTOPEHUH U YIIOTPEOJIEHUS CIIOB U 000POTOB, KOTOPHIE HE HECYT
CMBICIIOBOM  HArpy3ku, U JOJDKEH KacaTbCsli TOTO BOMPOCa, KOTOPBIH
chOpMyIHpPOBAaH B 3aroJIOBKE K TEKCTy. TeKCT JOKyMeHTa o(OpMIIIETCS B BHIE
CIUIOITHOTO CBSI3HOT'O TEKCTA WM TaOJIUIIbI, WIIM ITyTeM COYETaHus ATUX (popm.

TeKcThI CIOKHBIX U OOJIBIINX M0 00bEMY JOKYMEHTOB (JIOKJIAbl, OTYETHI U
T.J.) JACNATCS Ha pas3fenbl, MOAPa3Aeibl, MyHKTbI, MOANYHKTHI. I[IyHKTBI u
MOJIIMYHKTHI B TEKCTE HYMEPYIOTCSI apaOCKUMU TU(PpaMu ¢ TOUKOM.

[Tpumep -

1.

1.1.

2.

2.1.

JIOKyMeHTBI, Kak TpaBmiio, oQopMisioTcss Ha OiaHkax oOpa3oBaTelbHOU
OpraHu3allii, UMEIOT YCTAHOBJIEHHBIN KOMIUIEKC OO0S3aTENbHBIX PEKBU3UTOB H
CTaOWMIIbHBIN TOPSAIOK UX PACIIOIOKCHHUS.

branku Kaxxgoro BUJAa U3rOTaBIMBAIOTCS HAa OCHOBE YIJIOBOTO WU
MPOJIOJIBHOTO pa3MENIEHUs PEKBU3UTOB.

PexBU3UTHI 3arojioBka pa3MelIaloTCs IEHTPUPYEMbIM (HAayalo M KOHEIl
KaXJIOW CTPOKM PEKBHU3UTAa PABHO YJAJ€Hbl OT TPAHUIl 30HBI PACIOJIOKEHUS
PEKBU3UTOB) WJM YIJIOBbIM (Ka)K[as CTpOKa PEKBU3UTAa HAYMHAETCA OT JIEBOM
TPAHUIBI 30HBI PACTIONOKEHUSI PEKBU3UTOB) CIIOCOOOM.

J{s1 u3roTOBNICHUS OJIAHKOB MCIIOJNB3YIOTCS TUCTHI Oymaru opmarta A4 (210
x 297 mm) u AS (210 x 148 MHIITUMETPOB).

Kaxnapiii muct nokymeHTa, opopMieHHbIM Kak Ha OjlaHke, Tak U 0e3 Hero,
JOJKEH UMETh TOJISI HE MEHEEe, MM:



saeBoe - 20;
npasoe - 10;
BepxHee - 20;
HmwxkHee - 20.
JIOKyMEHTBI ITUTENIBHBIX (CBBITIE 10 JIeT) CPOKOB XpaHEHUS JTOHKHBI UMETh
JieBoe nose He MeHee 30 MM.

Odopmiienne peKBU3MTOB TOKYMEHTOB.

ABTOpP 10KYMEHTOB.

HaumenoBanue oOpa3zoBaTenbHON OpraHu3aluu YKa3bIBae€TCsi B TOYHOM
COOTBETCTBMM C YyCTaBOM oOpa3oBarenbHOM opranuzanuu. CokpaiieHHoe
HaUMEHOBaHUE NTOMEIAETCA MO/ MOJHBIM HAMMEHOBAHUEM B CKOOKaX.

HaumMeHnoBaHue CTpPYKTYpHOro mMOJpa3feieHusi — aBTopa JIOKYMEHTa
UCIIONIb3yeTCa B OJaHKax MuceM M OJlaHKaX KOHKPETHBIX BHUJIOB JOKYMEHTOB U
yKa3bIBA€TCS MOJ MOJHBIM U COKpPAIIEHHBIM HAMMEHOBAaHUSMU 00pa30BaTEIbHOMN
OpraHu3aluu.

HaumMmeHnoBaHue AOMHKHOCTH JIMIIA — aBTOpa JOKYMEHTa HCIOJb3YyeTcs B
OJlaHKax  JOJDKHOCTHBIX JIMI] M pacrojiaraercss 1oJ  HauMEHOBAaHHEM
o0Opa3oBaTeIbHON OpraHu3aluy.

HamMeHnoBaHue MOIDKHOCTH JIMIIA — aBTOpa IOKYMEHTa YKa3bIBaeTCs B
COOTBETCTBUM C HAMMEHOBAaHHUEM, ITPUBEJICHHBIM B PacCIOPSAAUTEILHOM TOKYMEHTE
0 Ha3HAYEHHUH HA JIOJKHOCTD.

CnpaBouHble JaHHbIEe 00 00pa30BaATEJIbHON OPraHU3alMu.

CrnpaBouHble JaHHbIE 00 OpraHU3allMM YKa3bIBalOTCA B OJIAaHKAX MHCEM H
BKJIIOUAIOT: ajpec, Homep Tenedona, hakc, aapec 3IeKTPOHHOM MOYTHI, CETEBOU
anpec, a takxe OKIIO, OI'PH, MHH u KIIII opranu3zaiumu.

HanmeHoBaHue BUIa TOKYMEHTA.

HanmeHoBaHue BHIa OKYMEHTA, COCTAaBJICHHOTO OpraHU3alUel, JOJIKHO
OBITh  OMPEJECNCHO yCTaBOM (MOJOKEHWEM) U JIOJDKHO  COOTBETCTBOBATH
HaUMEHOBAHUSAM BHUJOB JOKYMEHTOB, npenycMoTpeHHbIM OKVY/I: akrt, crpaBka,
3allUCKa, CBOJAKA,  OT3bIB, MNPOTOKOJI, CIHCOK, MW3BCLIEHWE U  Jp.
PacnopsaurenbHbple JOKYMEHTBl  OpPraHU3allUM  M3JAKOTCS  CO  CIEAYIOLIUMU
Ha3BAHUSIMU: NIPUKA3, PACIIOPSIKEHUE.

HanmeHoBaHne BuIa W Pa3sHOBHUJIHOCTH JOKYMEHTAa HE YKa3bIBACTCS B
MAChMaX.

HaumeHoBaHue BHJIa JOKyYMEHTa [€4aTaeTcs MPONUCHBIMU OyKBaMu
MOJTY>KUPHBIM HIPUPTOM.

[arTa noxkymeHTa.

Jlata JTIOKyMEHTa COOTBETCTBYET Jlare noAnucaHus (yTBEp>KICHUS)
JIOKYMEHTa UJIU JJaTe COOBITUS, 3a(DUKCUPOBAHHOTO B JIOKYMEHTE:
apabckumu uudpamu, pazaeneHHbIMU Toukoit: 05.06.2021; cioBecHO-LIMGPOBHIM
cnocobom: 5 urons 2021 r.



B TexcTax JOKYMEHTOB, COAEPAIIUX CCHUIKM Ha HOPMATHBHBIC MPABOBBIC
aKThl, W JOKYMEHTOB, COJEpXKallUX CBeACHUS (PUHAHCOBOTO XapakTepa,
MPUMEHSETCS CIOBECHO LU(POBOM crocol ykazaHus AaT 0€3 MPOCTaBICHUS HYIS
B 0003HAYEHUH JTHS MECsIla, €CIIU OH COAEPKUT ofany 1udpy: 3 anpens 2021 roxa.

Paspemraercss mMpUMEHSTH CIOBO «TOA» B COKPAIIEHHOM BAapUAHTE «I'»:
1 wrons 2021 r.

I'pug orpaHnyeHus 10CTyNa K J0KYMEHTY.

[IpocTaBisieTcs B TpaBOM BEPXHEM YIJIy IMEPBOTO JIMCTA JIOKYMEHTA
(mpoekTa JTIOKyMEHTa, CONMPOBOJUTEIILHOTO MHUChMa K JOKYMEHTY) Ha TpaHUIIC
BEPXHEro TOJIS TPU HAIMYUU B JIOKYMEHTE HUH(POpPMAIUHU, JTOCTYyN K KOTOPOM
OTPaHUYEH B COOTBETCTBUM C 3aKOHOHAaTenbcTBOM Poccuiickont denepauun. B
COCTaB PEKBU3WTA BKIIOYACTCS OrpaHUUYUTENbHAsS HaAMUCh: «JIljist ciyxkeOHOTro
noJib30Banus», «KonpunenuunanbHoy, «llepcoHaibHbIC TaHHBICY) WU JP.

[Tpumep -

IlepconajibHble JaHHbIE PA0OOTHUKOB
k3. Ne 1
MyHununanabHoe 010/1:KeTHOe 001eo0pa3oBaTesibHoe yupexaeHue «llkona Ne 1>

(MBOY IlIkoaa Ne 1)
LleHTp A0MOTHUTEILHOI0 00Pa30BaHUS
INPUKA3
Bce Buanl FpI/I(I)OB OIr'paHHYCHHUA OOCTyIIa K HJOKYMCHTAM 3aKPCIUIAKOTCSA B
JIOKQJIBHBIX aKTaX 06pa30BaTeJII>HOI71 OpraHu3amnuu.

PerucrpanuoHHbIN HOMEP JOKYMEHTA.

Perucrpanonnsiii  HOMEp — 1udpoBoe WM OyKBEHHO-ITUGPOBOE
0003HaueHue, MPUCBAMBAEMOE TOKYMEHTY IIPU €T0 PErUCTPALIUU.

Peructpauuss AoKymMeHTa TMPOBOAUTCA TIOCJIE€ €ro TMOANUCAHMS WJIU
YTBEPKACHUS.

JI1s1 BHYTpEHHUX JTOKYMEHTOB — MPHUKA30B, IPOTOKOJIOB — 3TO MOPSIAKOBBIN
HOMEp B Tpejenax KaJlleHJapHOro roga/ yudeOHOro Tojia Mo KaXJIOMy BUAY WU
Pa3HOBUAHOCTH JOKYMEHTOB. B TmpuKa3zax perucTpalluOHHbIA HOMEP MOXKET
JIOTIOTHATHCS. OYKBEHHBIM MHAEKCOM, 0003HAYAIOIINM Pa3HOBUIHOCTH.

JI71s1 uCXOAAIINX JOKYMEHTOB PETUCTPAIMOHHBII HOMEP COCTOUT U3:

1) nmopsmkoBoro HOMEpa B TpeAciiax ~ MacCHhBa  OTIPABIISIEMOMN
KOPPECTIOHICHIINH;

2) uHAeKca Jena B COOTBETCTBUU C HOMEHKJIATYpOH Jies1 00pa3oBaTEIbHON
OpraHU3aluu.

PeructpaninoHHbIE HOMEpP JTOKYMEHTA, COCTABIEHHOIO COBMECTHO ABYMS U
Oonee OpraHM3aIUsiMU, COCTOWT W3 PETUCTPAINMOHHBIX HOMEPOB JOKYMEHTOB
KaXJIOW M3 ATUX OpraHU3allvi, MPOCTABISEMBIX Yepe3 KOCYI0 YepTy B MOpPSJIKE
yKa3aHHUsI aBTOPOB B JOKYMEHTE.

CcbliIKa HA perncTPAaUMOHHBIA HOMEP U JaTy T0OKyMEHTA.



Ccblika Ha perucTpalliOHHBIN HOMEp U JIaTy JOKYMEHTa BKJIIOYAeT B ceOs
PETUCTPALIMOHHBIA HOMED U JaTy JOKYMEHTA, Ha KOTOPBIN TOJDKEH OBITH 1aH OTBET.

Ccbulka Ha HOMEp W JaTy JIOKyMEHTa HCIOJNb3yeTCs MpU OPOpMIICHUU
MKUCEM, SIBJIIONINXCSI OTBETAMU Ha MOCTYMUBIIEE MUCHMO (3arpoc, MPocKoy u Ap.).
CBeneHus B peKBU3UT MEPEHOCATCS C MOCTYMHUBIIETO JOKYMEHTA U COOTBETCTBYIOT
PETUCTPALIMOHHOMY HOMEPY U J1aTe TOCTYMHBIIETO JOKYMEHTA.

OrpaHnunTeNnbHas OTMETKA I JAHHOTO PEKBU3UTA MPOCTABISAETCS B JICBOM
yacTh OJaHKa MHUChMa IOJA PEKBU3UTOM «JaTa» M «PETUCTPALMOHHBIA HOMED
JTOKYMEHTa».

Hannume naHHOTO pEKBM3HWTa HCKIIOYAeT HEOOXOAMMOCTh YIIOMHHAHHMS
HOMEpa M JaThl MOCTYMHUBIIETO JOKYMEHTa B TEKCTE€ MUChMa, YTO OCBOOOXKIAeT
TEKCT OT CIIPaBOYHON MH(POPMAIUH.

MecTo cocTaBJaeHHs MM U3JAHUA JOKYMEHTA.
Mecto coctaBienus (M3laHusA) AOKYMEHTAa YKa3bIBaeTCsl B JOKyMEHTax,
M3rOoTaBIIMBAEMBIX Ha OJIaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB.

Anpecar.

AnpecaTaMu JOKYMEHTa MOTYT OBITh IOPUJMUYCCKHUE JIUIA, KX CTPYKTYPHBIC
no/pa3iesieHus] U JOJDKHOCTHBIE JIMIA, a TakKe puznueckue aura.

PexBU3UT «azpecary MpOCTABISIETCS B BEpXHEHN MPaBOM YaCTH IOKyMEHTa (Ha
OJIaHKe C YTJIOBBIM PACIIOJIOKEHHEM PEKBU3WUTOB) WJIM CIIpaBa I0J] PEKBU3UTAMU
OyraHKa (TIp¥ MPOAOJILHOM PAaCIOJIOKEHUH PEKBU3UTOB Os1aHKa). CTPOKH PEKBU3UTA
«aapecaT» BBIPABHHUBAIOTCA IO JIEBOMY Kpar WM IEHTPYIOTCA OTHOCUTEIBHO
CaMOM JUIMHHOW CTPOKH.

Ecnu nokyMeHT aJipecoBaH HOPHAHYECKOMY JIMILY WIH €r0 CTPYKTYpPHOMY
noipa3aesieHuIo 6e3 yKa3aHus JOJDKHOCTHOTO JIUIA, UX HAMMEHOBAHUS TPUBOASATCS
B UMCHHUTEIILHOM ITajeiKe.

[Tpumepsl

1. MuHucTepcTBO 00pa3oBaHus,
HAYKHM U MOJIOIEKH
Pecny0simku Kpbim

2.  MuHHCTEepCTBO 00pa30BaHus,
HAYKH H MOJIOIEKHU
Pecnyoinku Kpbim
yIpaBJieHHe 0011ero
o0pa3oBaHusA

[TouroBbIil ampec ykas3pIBaeTCA TPHU HANPABICHWU JTOKYMEHTa Pa30BBIM
KOPPECTIOHACHTAM.

Ecnmm noxymMeHT ampecoBaH PYKOBOTUTENIO FOPHIMYECKOTO JIUIA WA €TO
3aMECTHTENII0, HAWUMCHOBAaHHE IOPUIUYECKOTO JIMIla BXOAUT B  COCTaB
HAaWMEHOBAHUS JOJDKHOCTH a/ipecarta, KOTOpOe MPUBOIUTCS B AATCIIBHOM IaJIeXKe.

[Tpumep —
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PykoBoaureiio ®dexepajibHOro
ApPXMBHOI'0 ATCHTCTBA
®amuiaun U.0.

Nuaunuanel craBsaATcss mnocje ¢GaMuIMM HE3aBUCUMO OT TOTO, KOMY
aJpecoBaH JOKYMEHT — JOJKHOCTHOMY JIUILY I (PU3NYECKOMY.

[Ipu anpecoBaHuM NHCbMa PYKOBOAMTENIO CTPYKTYPHOTO MOJpa3aeiaeHus
yKa3blBae€TCd B MMEHHUTEIIbHOM Ma/ie’ke HAaMMEHOBaHUE OpPraHU3allMHM, HUXKE - B
JaTeIbHOM Tajie)ke HAaMMEHOBAaHUE JOJKHOCTH PYKOBOAMTENS, BKIIIOYAIOIIEE
HAaUMEHOBAHUE CTPYKTYPHOTO MOJApa3AeIeHUs, (aMUIUIO, MHUIUAIIBI.

ITpumep-

MuHuCTEepCTBO 00pa30BaAHMS,

HayKH U MoJjioaexu Pecmyosmku Kpbim
HavaabHuKy ynpasJ/ieHusi 001ero oopazoBanusi
®amuausa U.0.

Ilepen damunueid JODKHOCTHOTO JIMIIA JIOMYCKaeTcs  yHOTpeOJsATh
COKpaIeHne «Tr-Hy» (TOCIIOJMHY), €CJIM aipecaT MY>KUHHA, WU «T-Ke» (TOCIoke),
€CJIM ajpecaT KeHIIMHA.

IIpu pacceuike AOKyMEHTa TpYIIE OpraHu3aluil OJHOrO TUNA WIU B
CTPYKTYpHbIE TIOApA3AENCHUS OJIHOW OpraHuW3aluu, aApecaT YKa3blBaeTCs
0000I11IEHHO.

B ogHOM TOKyMEHTE HE TOKHO OBITH O0Jiee YeThIpeX aJpecaToB.

[Ipu OonblieM KOJUYECTBE aJpPECaTOB COCTaBISAETCA CIHUCOK (JIHCT,
yKa3aTeib) pPAaCcChUIKM JIOKYMEHTAa, Ha KaXXIOM JIOKYMEHTE YKa3bIBa€TCs OIUH
azpecaT WwiH ajapecat opopmisieTcss 0000IIEeHHO.

B cocraB pekBuzuTa «Anpecar» MOXKET BXOAUTh IOYTOBBIM ajpec.
DneMeHTbl  MOYTOBOIO  aJpeca  yKas3blBalOTCS B IIOCIJIEIOBATEIIBHOCTH,
yCTaHOBJICHHOU [IpaBuiiamuy oka3aHHs yCIIYT MOYTOBOM CBA3H.

[Ipumep -
Bceepoceuniickui
HAYYHO-
HCCIIeA0BATEIbCKUI
HHCTUTYT
JTOKYMEHTOBE/IeHN S
U AapXHBHOIO JieJ1a
IIpogcoroznas yur.,
a. 82,
MockBa, 117393
B cnydae otnpaBku gokymeHTa (PU3NUYECKOMY JIUIY YKa3bIBAlOTCA: paMumus,
WHULIMAIBI, TOYTOBBIN ajpec: (yaulia, HOMEp JOMa U KBapTUPbl, HACEICHHBIN
MyHKT, paiioH, 00JacTh (Kpail, peciyOynka), MOYTOBBIM HHICKC).
[Tpumep -
®amuiaus U.0.
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Caposas yi., a. 5, kB. 12,
r. JHCK, JHCKOH 00.1., 301264
[Ipu oTnpaBke nHcbMa MO ANEKTPOHHON MOYTE WK 10 (PaKCUMUIBHON CBSA3U
(0e3 mochUIKM MO MOYTE) MOYTOBBIN anpec He ykasbiBaeTcs. [Ipu HeoOxoaMmMocTH
MOXET OBITh YKa3aH dJIEKTPOHHBIN afipec (Homep Tenedona/paxca).
ITpumep -

Bcepoccuiickuit Hay4YHO-
HCCJIeI0BATEIbCKHI
HHCTHUTYT
TOKYMEHTOBEACHUS U
APXUBHOIO JeJIa
mail@vniidad.ru

I'pug yrBepxaeHus JOKyMeHTA.

I'pud yTBepxkaeHUs TPOCTABISIETCS Ha JIOKYMEHTE B CiIydae €ro
YTBEPKACHUS JOJKHOCTHBIM JIUIIOM, PACTIOPSIUTEIIbHBIM JOKYMEHTOM (TIPUKA30M,
pacropsiKeHUeM, PEIICHUEM ).

I'pud yTBepx)aeHUs pa3MeliaeTcs B IPaBOM BEpXHEM YTy MEPBOTO JIUCTA
nokyMeHTa. CTpOKHM PEKBU3UTA BIPABHUBAIOTCS 110 JICBOMY KPaK0 WM LICHTPYIOTCS
OTHOCHUTEIIBHO CAMOM JUITMHHOW CTPOKH.

[Ipu yTBepkIeHUM HOKYMEHTa JIOHDKHOCTHBIM JIUIIOM TpU( YTBEPKICHHS
coctour wu3 cinoBa YTBEPXJIAKO, HaumeHoBaHHMS JOJDKHOCTH  JIMIIA,
yTBEPXKAAIOMIET0 JOKYMEHT, €ro TOJAMUCH, WHHUIMAJIOB, (GaMUIUd U JaThl
YTBEPKICHUS.

[Tpumep -
YTBEPXJIAIO
Mupextop MBOY COLI Ne 1
IMoanuce U.0. ®amuausa
Hara

[Ipn yTBEepKIEeHUM NOKYMEHTa pACIOPSAUTEIBHBIM JIOKYMEHTOM Tpu
yTBepxkaeHus  cocrour w3 ciaoa YTBEPXKJEH  (YTBEPXJIEHA,
YTBEPXIEHbI nnu YTBEPX/IEHO), cornacoBaHHOro ¢ HAUMEHOBaHUEM BUJIA,
YTBEPKIAEMOIr0 JIOKYMEHTa, HAUMEHOBAaHUS PACHOPSAUTEIIBHOIO JOKYMEHTa B
TBOPUTEIBHOM MaJIEXkKe, €ro 1aThl, HOMEPA.

[Tpumepsr
1. (ITopsimok) YTBEPXJIEH
npukazom MBOY COII Nel
S anpeas 2021 r. Ne 82

2. (Tpasuia) YTBEPKJIEHBI
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npuxkasom MBOY COII Ne 1
15.06. 2021 r. Ne 83

3. (Ilonoxenue)
YTBEPKAEHO
npuxkasom MBOY COII Ne 1
15.06. 2021 r. Ne 83

[lpu mnpuHATHH (PaCCMOTPEHHMH) JOKYMEHTa KOJJIETHAIbHBIM OpraHOM
00pa3oBaTeIbHON OpraHU3aluH, PEIICHUs KOTOPOTo (PUKCUPYIOTCS B IPOTOKOJIE, B
rpude MPUHATO (PACCMOTPEHO) yKa3bIBaCTCS HAMMEHOBAaHHE OpraHa, peuicHHEM
KOTOPOT'O MPHUHSAT TIOKYMEHT, AaTa U HOMEp MPOTOKOJa (B CKOOKaXx).
YTBEPKAAIOMIET0 JOKYMEHTa B TBOPUTEIHLHOM MaJIeKe, €ro AaThl, HOMepa.

[Tpumepsl
3. (ITopsok) INPUHAT
neJaroru4eCKuM COBeTOM
(mportoko.a ot 15.08.2021 Ne 12)
4. (IlpaBuna) INPUHATBHI

Yupapiasilomum cOBeTOM
(mpoToko.a ot 15.06.2021 Ne 8)
3. (TlonoxeHue)
HHPUHATO
o01mMM coOpaHuem
padOTHUKOB
o0pa3oBaTeJIbHOI

OpraHu3anun
(mpotoxko. 15.06.2021 r. Ne 83)

3aro10BOK K TEKCTY.
3aroyioBOK K TEKCTY BKIIIOYAET B ce0s KpaTKoe ColepkKaHUe ITOKYMEHTa, €ro
OCHOBHYIO CMBICIIOBYIO Harpy3Ky. 3aroyioBok ¢opmynupyetcsi ¢ npeaiorom «O»
(«O06») 1 OTBEYAET HA BOIIPOC «O YeM?»:
o 1mpuKa3 (0 uem?) 0 CO3/IaHUH aTTECTAllMOHHON KOMUCCHUU;
o TmpuKa3 (0 ueM?) 00 yTBEP>KICHUU MITATHOT'O PACIIUCAHNS;
e THCHMO (0 4eM?) 0 TIpeIoCTaBICHUN HHPOPMAIIHH.
3aroj0BOK COCTaBJISIET MCIOJIHUTENb JOKYMEHTA. 3arojlOBOK K TEKCTY
odopMIIsieTCsl TIOJT PeKBU3UTAMH OJlaHKa CJeBa, OT TPaHUIILI JeBOro mois. Ecnu
TEKCT JOKYMEHTa HE MPEBBINIACT YETHIPEX-TSATH CTPOK WK 0dOopMIIeH Ha OJIaHKe
dopmara A5, 3aT0JIOBOK MOKHO HE YKa3bIBaTh.
3arojoBOK  JOKYMEHTa 3alKChIBAETCA MPU €ro  perucTpauud B
COOTBETCTBYIOIIINE PETUCTPALIUOHHBIEC (DOPMBI: KAPTOUKY, Oa3y JaHHBIX.

TekcT HOKYMECHTA.
Tekct AJOKYMCHTA COCTABJISICTCA Ha PYCCKOM A3BIKC KdK IOCyaapCTBCHHOM
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a3pike  Poccuiickon ®enepanuu. TeKCT HOKyMEHTa M3JIaraercsi pPyCCKUM
JUTEPATYPHBIM SI3BIKOM C YyYE€TOM OCOOEHHOCTEN O(pUIMATbHO-AEIOBOrO CTUJIA,
BUZA JOKYMEHTa u ero Ha3HAYCHUS B YIIPaBIEHYECKON
nestenbHocTU. CoaepkaHue JOKYMEHTa JOJDKHO OBITh U3JI0KEHO KpaTKo,
JIOTUYHO, TOYHO U SICHO.

TeKCThl JOKYMEHTOB HU3J1araroTCs:

- OT 1-ro nuIia eAMHCTBEHHOT0 YKciia B IOKYMEHTaX (MpUKa3, paclopsbkeHue
U T.]J.) PYKOBOAUTENsS 0Opa3oBaTeNbHOM OpraHu3alu, JEWCTBYIOIIErO0 Ha
IIPUHLIMIIAX €IMHOHAYalus, a TAaKXKE JOKYMEHTAaX, aJPECOBAHHBIX PYKOBOJICTBY
OpraHu3aly: [PUKA3bIBAI0... IOATOTOBUTh U IIPEICTAaBUTh HAa PAaCCMOTPEHUE;
IIPOIILYy pacCMOTPETH
BOMNPOC 00 YCTAHOBJIEHUHU JIbTOTHBIX TapU(OB...;

- 3-r0 JMIla €JUMHCTBEHHOTO YKCiia B JOKYMEHTaX KOJUIETHaIbHBIX OPraHOB:
KOMMCCHS PELInIa...; OpraHu3alys He CUUTAET BO3MOXKHBIM. . .;

- 1-ro nuna MHOKECTBEHHOI'O YHCJIa B COBMECTHBIX JOKYMEHTaX: MPOCUM
IIPEACTAaBUTh JAHHBIE O...; IPEACTABIIsIEM HA PACCMOTPEHUE U YTBEPKICHHUE. .. ;

- 3-T0 JMIla MHOKECTBEHHOI'O YMCJa B MPOTOKOJIAX: CIYIIAIH, BBICTYIHIIH,
IIOCTaHOBUJIH, PELIUJIN.

B nokymeHTax, ycTaHaBIMBAIOUIUX IpaBa W OOS3aHHOCTH OpraHU3alluH, €e
CTPYKTYPHBIX MOApa3iesieHui (MOJ0KEeHUEe, MHCTPYKIIM), a TaKkKe COAepKaIluX
OINKCaHue, OLEHKY (DaKTOB WM BBIBOJBI (AKT, CIpaBKa), UCHOIb3yeTcd (opma
U3JI0KEHUS TEKCTA OT TPETHETO JINLA EAUHCTBEHHOTO U1 MHOKECTBEHHOI'O YKCIIA
(«otmen ocyuiecTBiseT QYHKIUNY, «B COCTaB OOBEIUHEHUS BXOJATY, «KOMUCCHUS
YCTAHOBUJIAY).

B Tekcre noKyMeHTa, IOArOTOBIEHHOIO Ha OCHOBAHUHM 3aKOHOJATEIBHBIX,
MHBIX HOPMATHUBHBIX IIPABOBBIX AKTOB, U3JAHHBIX OPraHAMU BIIACTH U YIIPABIICHHUS,
JOKYMEHTOB, paHee W3JaHHBIX OpPraHOM BIIACTH — aBTOPOM JIOKYMEHTA,
YKa3bpIBa€TCs HAMMEHOBAaHUE BUJIAa JOKYMEHTA, HAMMEHOBAHUE OpraHa, U3aBIIero
JNOKYMEHT, JaTa IPUHATUA WU YTBEPKIACHUS JOKYMEHTa, €r0 PErMCTPAllMOHHBIN
HOMED, a TAK)KE 3ar0JI0BOK K TEKCTY WJIM HAUMEHOBAHUE BHU1A IOKYMEHTA.

[Ipumepsl

«B cootBeTcTBHM ¢ ocTaHoBieHueM [IpaButenbctBa oT 13.08.1997 Ne 1009
«O06 yrBepknenun [IpaBunm TOATOTOBKM HOPMATHUBHBIX TIPABOBBIX aKTOB
dbenepanbHbIX OPraHOB HWCHOJHUTEIBHOM BJIACTM M WX TOCYIapCTBEHHOM
pEerucTpanuny;

«B cootBercTBUM ¢ [lon0XKEHHMEM O MOCTOSTHHO AEWUCTBYIOIIECH AKCIIEPTHOM
KOMMCCHUU YUPEKICHUS, OpPraHU3alNM, MPEANPUSATUS, YTBEPKACHHBIM MPUKA30M
PocapxuBa oT 19.01.1995 Ne 2...».

Ecnu TEKCT COIEpKUT HECKOJBKO MOPYUYEHUN, PEUICHUM, BBIBOJOB, B TEKCTE
BBIJICIIAIOTCS Pa3JIeIibl, MOAPA3AENbl, IyHKTHI, TOAITYHKTHI.

B Tekct mokyMeHTa MOTYT BKJIIOYaThbCsl (pparMeHThl, O()OPMIICHHBIE B BHUJE
TaOJIUIBI WIH AaHKETHI.
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CrpaHuilbl TEKCTa HYMEPYIOTCS apaOCKUMU 1udppaMu MOCEPEINHE BEPXHETO
TIOJISL.

B nuckMax ucnons3yroT cienyromue GopMbl U3T0KEHHUS:
e OT TEPBOTO JIMIIA MHOXECTBEHHOTO 4YHCla («IPOCUM HAIPaBUTH,
«HATMpaBIsieM Ha PaCCMOTPEHUEY);
e TIEPBOTO JIMIIA €AWHCTBEHHOTO 4HUCA («CUYUTAI0 HEOOXOAUMBIMY, IIPOIIY
BBIJICTIUTDY ),
e TpeThero Jimia eauHcTBeHHoro yucia («OO He BozpaxkaeT», «OO cuutaeT
BO3MO>KHBIM).

OTMeTKa 0 NPUJIOKEHHUH.

OTMeTKa O TPWIOKEHHUH COJIEPKUT CBEACHUS O JOKYMEHTE (IIOKYMEHTax),
IpUJIaraéMoM K OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTENIHHBIX MUChMaX, MPETCH-
3USIX, aKTaX, CIIpaBKax U JAPYrux WH(OOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTAX) WU
O TOM, 4YTO JIOKYMEHT SBJISICTCS TMPUIJIOKECHUEM K OCHOBHOMY JIOKYMEHTY
(B TOKYMEHTAaX - MPUJIOKEHUSIX K PACTIOPSUTEIIBHBIM JOKYMEHTaM, TTOJIOKEHHUSM,
paBujaM, MHCTPYKIIMSAM, JJOTOBOpaM, TijlaHaM, OTYeTaM U Jp. TOKYMEHTaM).

B compoBoauTeNnpHBIX THCBMax U JAPYrux HHGOPMAIMOHHO-CIIPABOYHBIX
JIOKyMEHTaX OTMETKa O TPWIOKEHUU O(POpMIISIETCS TOJ TEKCTOM OT TPAHMIIBI
JIEBOTO TOJISl CIAEAYIOIIUM 00pa3oM:

- €CJI MPUJI0)KEHUE HA3BAHO B TEKCTE:
[Tpunoxenue: Ha 2 1. B 1 3K3.;
- €CIM TNPUJIOKEHUE HE HA3BAaHO B TEKCTE WJIM €CJIM NPUIIOKEHUH HECKOJBKO,
YKa3bIBAalOT HA3BaHMUS JOKYMEHTOB-IIPWIOXKEHUW, KOJIUYECTBO JIUCTOB U
AK3EMILUTAPOB KaXKI0T0 NPUIIOKEHHUS
[Tpunoxenue: 1. Ilonoxxenue (HazBaHue) Ha 5 1. B 1 2K3.
2. CnpaBka 0 KaJipoBOM cocTaBe Ha 2 J. B 1 9Kk3.;

- €CITU TIPUJIOKEHHUEM SIBIISIETCS] 000COOICHHBIN IEKTPOHHBIN HOCUTEIb

(KOMITaKT- JUCK, USD-Irer-HaKOmuTeIb U Jp. ):
- IIpunoxenue:

CD B 1 3x3.

- €CITU PWIOXKEHHE (MTPUIIOKEHUS) COPOITIOPOBAHBI:

[Ipunoxenue:

otueT o pabore PUII B 2 7Kk3.

B pacnopsautenbHbIX JOKYMEHTaX (IpUKa3ax, paclopsKEeHHsIX), TOTOBOPax,
MOJIOKEHUSIX, MpaBWIaX, HWHCTPYKUUAX U JPYTrUX JIOKYMEHTax OTMETKa O
MIPIIIOKEHU U O(POPMITSIETCS CIETYIONTIM 00pa3oM:

- B TEKCTE JIOKYMEHTA MPU NEPBOM YIOMUHAHUH TOKYMEHTA-MIPUII0KEHUS B
CKOOKax yKa3bIBaeTCs: ... (MPUJIOKEHUE) UIH ... (IpHIokeHue 1); mepea HoMepoM
MIPUJIOKEHHUSI IOMYCKAETCA CTaBUTh 3HAK HOMepa: ... (mpunoxenue Ne 2);

- Ha TIEPBOM JIMCTE JOKYMEHTA-NMPUJIOKEHUS B IMPABOM BEPXHEM YLy
YKa3bIBaeTCS:

Ipuioxenue Ne 2
Kk npukazy MbOY
COHtI Ne 1
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or 15.08.2021 Ne 112.

CTpokn pekBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpar0 WM LEHTPUPYIOTCS
OTHOCUTEJIBHO CaMOU JJIMHHOW CTPOKHU.

Ecnu npunoxeHueM K pacHOpSIUTENIBHOMY  JTOKYMEHTY  SIBISETCS
HOPMATUBHBIA IIPABOBOW AaKT WM HHOW JOKYMEHT, YTBEPXKAAEMbIM JTaHHBIM
PacCHOpPAAUTENBHBIM JOKYMEHTOM, Ha IIEPBOM JIMCTE IPUIOKEHUS IPOCTABIIACTCS
OTMETKa O MPUJIOKEHUHU (0€3 CChUIKM Ha pactopsIMTENbHBI JOKYMEHT) U Tpud
YTBEPKICHUSA, B KOTOPOM YKa3bIBAXOTCS JAHHBIE PACIOPSAUTEIBHOIO JOKYMEHTA,
KOTOPBIM YTBEPKIECH JOKYMEHT- IIPUII0KEHHUE.

ITpumep -
Ipunoxenue 1
YTBEPXIEHO
npuxka3s MBOY COLI
Ne 1 or 18.05.2021 Ne 67

I'pug cornacoBaHus 10OKyMeHTA.

[IpoeKTbl MOATOTOBIEHHBIX JOKYMEHTOB MIEpE]l MOAMUCAHUEM B PSIJI€ CITy4aeB
COTJIACOBBIBAIOTCS C 3aMHTEPECOBAHHBIMU  YUPEKICHHUSIMHU, CTPYKTYPHBIMH
noJipa3/ieJICHUSIMU, OT/IETbHBIMH JIOJDKHOCTHBIMH JIMLIAMHU.

I'pud cornacoBanus B 3aBUCHMOCTH OT BUJA JOKYMEHTAa U OCOOEHHOCTEH €ro
o OopMIIEHUSI MOXKET MPOCTABIISATHCS:

- Ha IMEepPBOM JIUCTE JOKyMEHTa (€CiIu JTOKYMEHT UMEeT TUTYJbHBIN JIUCT, -
Ha TUTYJBHOM JIUCTE) B JIEBOM BEpXHEM YIJIy Ha YpOBHE Tpuda yTBep>KIEHUS WU
0]l HAMMEHOBAaHUEM JIOKYMEHTA OJIMKE K HUKHEMY TIOJIO);

- HA TIOCIIEJTHEM JIUCTE IOKYMEHTA TOJl TEKCTOM;

- Ha JIUCTE COTJIACOBAHUS, IBIISIOIIEMCS] HEOTHEMIIEMOM YaCThIO JOKYMEHTA.

I'pud cormacoBanusi moxkymenta cocrout u3 cinoa COI'NTACOBAHO,
JOJKHOCTU JIMIIA, C KOTOPBIM COTJIacOBaH JOKYMEHT (BKJIOUas HAaWMEHOBAaHUE
OpraHu3aliu), ero COOCTBEHHOPYYHOW TOJMUCH, pacIIM(GPOBKU MOAMKCH
(vHUIMANOB, (haMHUIIMK) U 1aThl COTJIAaCOBAHUSI.

[Tpumep -

COI''TACOBAHO

JlupexTop (Ha3BaHUE OpTraHU3AIUH)
(moamucek) N.0O. ®amunus

JlaTa

Ecnu cornacoBanme OCYIIECTBISIETCS KOJUIETHAIBHBIM OpPraHoM, B Tpude
COTJIACOBAaHMSI YKA3bIBAIOT CBEACHUS 00 OpraHe, COrliacoBaBIIEM JJOKYMEHT, 1aTe U
HOMEpE MPOTOKOJIa, B KOTOPOM 3a(UKCUPOBAHO pelIeHHEe O corjacoBaHuu. Eciu
COIVIACOBAHHME  OCYIIECTBISIETCS  MHCBMOM, YKa3bIBAOT BHJ  JOKYMEHTA,
OpPraHu3aIyIo - ABTOpa JOKYMEHTA, 1aTy U HOMEDP NUChMA.

[Tpumepsl
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1 COI';IACOBAHO
Yupasiasiomum cOBeTOM
MBOY COII Nel

(mpoToKOJI OT Ne )
2 COI'JIACOBAHO
nucomom Pocapxusa

oT Ne

Bu3sa coriiacoBaHusl JOKyMeHTA.

Busbl cornacoBaHusi TOKYMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBaIOIIUN Ha
corjacue Wi Hecorjlacue JAOHKHOCTHOTO JIMIA 00pa30oBaTEbHOW OpraHU3alMU C
coJiep KaHHeM MPOEKTa JOKyMEHTa (Jjanee — BU3a).

ITpumep
3amecTuTenb JUPEKTOpa MO0 BOCIUTATEIbHON paboTe
JInyHas nmoanuch .M. UBaHoBa
10.10.2023

OdopmieHHas TakuM 00pa30M BH3a 03HAYAET COTIIACHE JIOJDKHOCTHOTO JIUIA
C CoZIepXKaHNEM JIOKyMEHTA.

[lpy HanMUWM 3aMeYaHUN TO OKYMEHTY BH3Y OQOPMIISIFOT CIICTYFOIIAM
obpazom:

3aMeyaHus MpUIaraloTCs
3aMecTUTeNb JUPEKTOpa MO BOCIIUTATENHLHON paboTe

JInunasg noanuch .. UBanoBa

10.10.2023

JIOKyMEHT BU3UPYETCS] UCIIOJIHUTEIEM U 3aUHTEPECOBAHHBIMU B IOKYMEHTE
JOJIKHOCTHBIMU JIMIIAMH, PYKOBOJAUTEIEM 00pa30BaTeIbHON OpraHN3alliH.

3ameyaHusi JOJKHBI OBITh MPEACTABICHBl HA OTAEIBHOM JIMCTE, KOTOPBII
MOANUCHIBAIOT, JATUPYIOT U NPUIIAraloT K JOKYMEHTY.

B nokymeHTax, MOJJIMHHUKH KOTOPBIX XPAHATCA B OpPraHU3allMU, BHU3bI
MPOCTABIISIOT HAa TMOCJIEIHEM JIMCTE JOKYMEHTa I0J] TMOAMNKNCHIO, Ha 000pOTe
MOCJEAHEro0 JIMCTa TMOJJMHHUAKA JOKYMEHTa WM Ha JIMCTE COIIACOBaHUS
(BU3MpPOBaHUS), IPUIIATAEMOM K IOKYMEHTY.

B ucxomsmmx JOKyMEHTaxX BHU3bl MPOCTABISIOTCS Ha 3K3eMIUISIpax
JIOKYMEHTOB, IOMEIIAEMBIX B JIEJIO0.

Hoamucek.

JIOJ>KHOCTHBIE JIMIA TOJNKMCBHIBAIOT JOKYMEHTBI B NpEAeiax CBOUX
MOJITHOMOYHUN, OMPE/IeICHHbIX YCTaBOM 00LIe00pa30BaTEIbHON OpraHu3aluu U
JTOJ>KHOCTHBIMH MHCTPYKIUSIMHU.
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[Toamuck COCTOUT U3 HAMMEHOBAHMUSI TOJKHOCTH JIMIIA, KOTOPOE MOAMUCHIBAET
JOKYMEHT (TIOJTHOTO — €CJIM JOKYMEHT HanevyaTaH He Ha OJJaHKe, COKPaIEHHOTro —
Ha JOKYMEHTE, Hale4aTaHHOM Ha OJlaHKe), €ro COOCTBEHHOPYYHOW MOAMMCH,
WHUIMAJIOB (MHUITMAT UMEHHU ), haMuiInm.

ITpumepsl

He Ha 0J1aHKe:

Jupexrop MBOY COII Ne 888 JIuunasi moanuchb N.0. Pamuius
Ha OJIaHKe

JAupexTop JInynas moanuceh N.0. Pamunius

ITpu opopmnennn qokyMeHTa Ha OJaHKE JIOIKHOCTHOTO JIMIA JOHKHOCTD
ATOTO JIMIIA B MOAMKUCH HE YKa3bIBACTCS.

ITpumep JInuyHag noanuch HN.0. ®amuausa

B JOKYMCHTAX, COCTABJICHHBIX KOMI/ICCHGﬁ, B IMOATIMCH YKa3bIBACTCA CTATYC
Juna B COCTaBE€ KOMHCCHMU.

[Tpumep -

IIpeacenarenn IMoanucek N.0. damuiausa
KOMHUCCHH IMognucen N.0. ®amuauna
YieHbl KOMHUCCHH IMognucen N.0. ®amuauna

IHognuck N.0. ®amuiaua

B ciydae oTcyTCTBUSI PYKOBOIUTENS TPUKA30M OMNPENETSETCS JUIO,
UCIIONIHAIONIEE €ro OOs3aHHOCTH, a TakXKe YIOJIHOMOYEHHOE TOJIMUCHIBATD
JTOKYMEHTBI, IPU 3TOM MOJIUCH OPOPMIISIETCS C YKa3aHUEM CTaTyca JOIKHOCTHOTO
JUIA B COOTBETCTBUU C MIPUKA30M (paCHOPSIKEHUEM).

[Ipumep -

H.o. nupexTopa Hoanucen N.0. ®amunaus
WIN:

Hcnonnsironuii 0013aHHOCTH TUPEKTOPa Hoxmues HU.O.
damuins

[Ipn noanucanum TOKYMEHTA JULOM, UMEIOLIUM IPAaBO MOAIKCH B CIydae
BPEMEHHOIO  OTCYTCTBUS PYKOBOJMTENS, MCIPABICHUI B HAWMEHOBAHUE
JOJKHOCTUA U pacupoBKy (HaMHUIUU yKe TOATOTOBICHHOTO M COTJIACOBAHHOTO
MMPOEKTAa JTOKYMEHTA BHOCSITCSA OT PYKH WJIM C UCHOJIb30BAHUEM COOTBETCTBYIOILIMX
ITaMIIOB.

He nomyckaercs cTaBUTh KOCYIO UE€pTY, HAJIMKCH «3a» NEPE] HANMEHOBAHUEM
JOJKHOCTH JIMIA B MOAIMCH, €CJIM JOKYMEHT MOANMUCHIBAET MHOE JOKHOCTHOE
JIULIO.



18

JJIeKTPOHHAS MOANUCH.

OtmeTka 00 DSJEKTPOHHOW MOAMKMCH MCHOJB3YETCS MpH BU3YyaJIU3ALMU
ANEKTPOHHOTO  JOKYMEHTa, MOAMNHCAHHOTO  3JEKTPOHHOW  MOANMCHIO, C
co0JIt0IcHUEM TPEOOBaAHUM:

a) MECTO pa3MEIIeHUs] OTMETKH 00 D3JIEKTPOHHOM TMOANUCH JOJKHBI
COOTBETCTBOBATh MECTY pa3MEILEHHUs] COOCTBEHHOPYYHOM MOJIMKCH B aHATOTMYHOM
JOKYMEHTE Ha OyMa>KHOM HOCHUTEIIE;

0) 37eMEeHTHl OTMETKH 00 3JEKTPOHHON MOAMUCH AOJKHBI ObITh BUTUMBIMU
Y YUTAEMbIMU IIPU OTOOpaKEHUU JOKYMEHTA B HATYPAJIbHOM pa3Mepe;

B) 2J€MEHThl OTMETKM 00 D3JEKTPOHHOW TMOJMUCH HE  JIOJDKHBI
NEPEKPHIBATHCS WIIM HAKJIAJBIBATHCS JPYT HA JIpYra;

I') 3JIEMEHThl OTMETKH 00 3JEKTPOHHOU MOJMUCH HE JOJKHBI EPEKPHIBAThH
AJIEMEHTHl TEKCTa JOKYMEHTa U JIPyrue OTMETKH 00 3JEKTPOHHON moAmucH (mpu
HaJIMYMN).

OtmeTka 00 DSJEKTPOHHOW MOAMMCHM M BKIOuYaeT ¢paszy «JloxkymeHT
MOJIMKACAH JJIEKTPOHHOM MOAMKCHIO», HOMEP cepTUdUKATa KIoYa SJIEKTPOHHOU
nojanucy, (GpaMuinio, UMs, OTYECTBO BIaJeNblla cepTuduKaTa, CPoK IEHCTBHUSA
cepruduKaTa Kirouya IEKTPOHHOHN MOJIIUCH.

[Ipumep
Aupetop JAOKYMEHT NOAMUCAH A.B. Hnanon
3JEKTPOHHOMN MOJAMNNUCHIO
Cepruduxar lalllaaalllllllII
Baanenen BanoB Anekceii bopucoBu4
JeiictBuTesex ¢ 01.01.2017 mo 01.01.2022
Ileuatn.

OTTuCK TeyaTu 3aBepseT MOMJIMHHOCTh MOAMNHUCH JOJDKHOCTHOIO JMIA HA
JOKYMEHTAaX, YAOCTOBEPSIOIUX TpaBa JHUI, GUKCUPYIOMUX (aKThl, CBSI3aHHBIE C
(UHAHCOBBIMH CpEJCTBAMHU, a TaKXKe Ha JOKyMEHTaX, MPEIOCTaBIsIEMbBIX 3a
MpeJIeIIbl OPraHU3aluK U MPENYCMATPUBAIOIINX 3aBEPEHUE MMOJJIMHHOCTH MOAIUCH.
BHyTpeHHHe TOKYMEHTHI (MPUKa3bl, IPOTOKOJIBI U T.J.) IE€YaThIO HE 3aBEPSIIOTCS.
[lewaTr mpocTaBisieTcsi, HE 3axXBaThiBas COOCTBEHHOPYYHOW TOMAMMCH JIHIIA,
MOJIMKCABIIIETO TOKYMEHT, WJIH B MecTe, 0003HaueHHOM «MII» («MecTo megaTny).

OT1meTka 00 ucmoTHUTEIE.
OtmeTka 00 WCHONHHTENE BKIIOYAeT B ce0f (GaMUINio, WMS, OTYECTBO
UCIIOJTHUTENS JOKYMEHTa, HOMEp ero TenedoHa.

OrMerka 00 HCHOJIHHUTENIE MOXET JOMNOJHATHCS HAMMEHOBAaHHEM
JOJDKHOCTH,  CTPYKTYPHOTO  TOJApA3ACiCHUsT M DIEKTPOHHBIM  aJpecoM
WCTIOJTHUTEIS.

OtMeTtka 00 ucnosHUuTeNne OPOPMIIIETCS Ha JIUIEBOW CTOPOHE MOCIIEIHETO
JUCTa JIOKYMEHTa OT T'PaHUIbl JIEBOIO MOJISI WM, NMPU OTCYTCTBUM MeECTa, - Ha
000pOTHOM CTOPOHE BHU3Y CJIEBA.
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ITpumep -
3a0eaun Ban AnapeeBuy,

KoHnTpoJsbHOEe ynpaBieHue, BeIyLuil ClIeHATUCT,
+7(978) 924-45-67, Zabelin@gov.ru

OtmeTKka 00 UCTIOJTHUTETIE MOXKET O(POPMIIATHCS KaK HUKHUN KOJOHTUTYI U
neyaTarbes MpU(TOM MEHBIIETO pa3Mepa.

OTMeTKa 0 3aBEpeHUH KONMH.

OOpaszoBaTenibHass OpraHu3alusi MOMET 3aBEpSATh KOMHH TOJBKO TeX
JOKYMEHTOB, KOTOpbIE€ CO3/Ia0TCS B HEMl, a TaKXkKe B CllydasX, MPeAyCMOTPEHHBIX B
ab3ale BTOpPOM HacTosllero nyHkra. Komus JOKyMeHTa HW3roTaBiIMBaeTCsi U
BBIIAETCA TOJBKO C Pa3pellieHHs] PYKOBOAUTENSI OpraHU3allMM, €ro 3aMecTUTeNen
WIH PYKOBOJMUTENS CTPYKTYPHOTO TOJIpa3IeiaeHUs.

B ciiyyae noAaroToBku JOKYMEHTOB IS TPEOCTABICHUS CyI€OHBIM OpraHaM,
IPU PEIIEHUH BOMPOCOB MO MPHUHATHUIO JIUIl HA paboTy, o0ydyeHHe, yI0CTOBEPEHUS
UX TPYAOBBIX U JAPYTUX MPaB BO B3aUMOOTHOIIEHUSX C YIPEKIACHUEM, a TAKKE MIPH
(dbopMHUpOBaHUHU JIMYHBIX JIe71 pabOTHUKOB oOIIe00pa3oBaTeIbHasl OpraHu3alus
MOJKET M3TOTAaBJIMBATH KOMUHU JOKYMEHTOB, BBIIAHHBIX JPYTUMH YUPEKICHUSIMHU
(koM TOKYMEHTOB 00 00pa3oBaHUM U JIp.).

[Ipy BblHaYe KONUU JIOKYMEHT BOCIPOM3BOJUTCS MOJHOCTHIO (OJIaHK
oOpa3oBaTeIbHON OpraHu3aluu, HoMep, aaTa, CoAep>KaHue U T. 11.).

B npaBom BepxHeMm yriy konuu numietcs ciioBo «Komnus». [Ipu Beinaue konuu
¢ Konuu cienyet nucath «Komus ¢ komum.

Ecnu xomusi a5is BHYTPEHHETO TMOJIB30BaHUSA, TO IS 3aBEPEHUS HUKE
pexkBu3uTa  «[loamuch» MPOCTABIAIOT  3aBEpUTEIBHYIO HAINuCh: «BepHOX;
JOJIKHOCT JIUIIA, 3aBEPSIOIIET0 KOMUIO; TUYHYIO TIOJIMUCH; pacin(pPOBKY MOAITUCH
(vHUIIMATEI, (PaMHIIHIO); TaTy 3aBEPEHUS.

[Tpumep -

Bepno
Cekperapb/CnenuajaucT 1o Kaapam

JInuHasi noanuch B.B. UBanoBa
10.10.2023

Ecnmu komust BbIgaeTcs IS MNPEACTABICHUS B JIPYTYH0 OpPraHU3aluio, TO
OTMETKAa O 3aBEPEHHUM KOMHUM JOIMOJHSIETCS HAAIHUCBIO O MECTE€ XpaHCHUS
JTOKYMEHTa, C KOTOpOro OblLIa H3rOTOBJEHA KOMMS, M 3aBEpPSCTCA IeYaThio
OpraHU3aIUY.

[Tpumep -

[MTopmuaank noxkymenTa Haxonutcst B MBOY Illkona Ne 3 B gene Ne 12-k 3a
2022 ron.

,HJIH IMPOCTABJICHUA OTMCTKHU O 3aBCPCHUHU KOIIMH MOXKET UCIIOJIb30BAaThCs IITAMII.
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OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA.

OTMmeTKka O MOCTYIUIEHHH JOKYMEHTa CIY>KUT JJIsl TOATBEPXKACHHS (akra
IIOCTYIICHUS JOKYMEHTa B OpPraHU3alMI0 M BKIIOYACT JATy I[OCTYIUIEHUS U
BXOJIAIIMNA PErUCTPALlMOHHBIN HOMEp okyMeHTa. [Ipn HeoOXoAMMOCTH OTMETKA O
IIOCTYIJICHUU MOXET JOIOJHATHCS YKa3aHUEM BPEMEHM MOCTYIUICHHS B 4dacax U
MUHYTaX U croco0a JOCTaBKU JOKYMEHTA.

OTMeTKa 0 MOCTYIUIEHUHU TOKYMEHTA MOXKET IMPOCTABIIATHCS C TOMOILBIO IIITaM-
mna.

Pe3oirouus.

Pezosnronust comepKUT ykazaHue MO HUCIOTHEHUIO JOKyMeHTa. Pesomnrorus
opopmiisieTcss Ha CBOOOJAHOM MecTe paboudero moJisg JIOKyMEHTa, Ha OJlaHKe
PE30JIONMU WM  BHOCHUTCSL HETMOCPEICTBEHHO B CHUCTEMY AJIEKTPOHHOTO
JOKYMEHTO000pOTA.

Pezomnrorus BritouaeT: haMminio, WHUIMAIBI UCTIONHUTENS (MCTIOJIHUTEIICH),
NOpy4YeHUe MO JOKYMEHTY, IPH HEOOXOJMMOCTH - CPOK HCIIOJIHEHHS, TMOJAMKCH
JIUIIA, BBIHECILIETO PE3OJTIOIUIO0, ATy PE30TIOIUH.

Pe3osnronus, kak mpaBmiio, MUIIETCS OT PYKH PYKOBOJUTENIEM Ha TOIJIMHHUKE
JIOKyMEHTa Ha CBOOOJTHOM OT TEKCTa MECTE.

[Tpumep -

®amuiaua U.0.

Ipomy moaroroBuTh npeaioxkenus k 10.11.2021.
Honnuce
Jlara

OTMeTKa 0 KOHTpOJIE.

OTMeTKa 0 KOHTPOJIE CBUIIETENIBCTBYET O IOCTAHOBKE JJOKYMEHTA HAa KOHTPOJIb,
IPOCTABIISIETCA IITAMIIOM WJIM TPOU3BOAUTCS 3amuch OT pyku «KOHTpoJib» Ha
BEPXHEM I10JI€ TOKYMEHTA.

Kontponto mnoanexar Bce 3aperucTpUpOBAHHBIE TOKYMEHTBHI, TpeOyroliue
WCIIOJIHCHUSL.

CpokH HCHOJHEHHSI JIOKYMEHTa YCTAHABIMBAIOTCS B COOTBETCTBHHM CO
CpokaMu, 00O03HAaYEHHBIMHU 3aKOHOJATEIILCTBOM, OpraHu3aluei, HanpaBUBILICH
MOPYYEHUE WU MPOCHOYy, PaCHOPSAUTEIbHBIM TOKYMEHTOM WIH PE30Jouen
pyKOBOAUTENST 00pa30BaTEIbHON OpraHU3alnH.

Cpok npoctasinsiercst B (hopMe JaThl 3aBEPILICHUS UCTIOTHEHUS.

OtMmeTKa 0 HaIMpaBJCHHUHA JOKYMEHTA B 1€J10.

OtMmeTKka O HaIllpaBJICHUHU AOKYMCHTA B JACJIO OIIPCACIIACT MCCTO XPAaHCHHUA
AJOKYMCHTA I10CJIC 3aBCPIICHUA pa6OTBI C HUM M BKJIIOUAeT: cjaoBa «B ACI0», HHACKC
AcJa I10 HOMCHKIIATYpC ACJI, B KOTOPOC MOMECIAaCTCa NJOKYMCHT Ha XPaHCHHUC, C
YKa3zaHuCM roza, 10JDKHOCTH JIMIIQA, o@opManero OTMCTKY, IIOAIINCH, AATHI.
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ITpumep -

B nesno Ne 01-18 3a 2020 1.

Cexperapb

IMoanmucey dara

OTMeTKka O HampaBJI€HUHM AOKYMEHTA B JEJI0 MOXET JOMOJHATHCS KPAaTKUMU
CBEJICHUSAMU O XapaKTepe UCIIOTHEHUS JOKYMEHTA.

4.TpeGoBaHMsI K COCTABJICHHIO HEKOTOPBIX BU0B JOKYMEHTOB.

IIpuxas.

IIpyrka3 - mpaBOBOW JIOKaJbHBIM HOPMATHUBHBIM AKT, KOTOPBIM H34AETCs
€AMHOJIUYHO PYKOBOJMUTEIEM O0Opa30BaTEIbHONM OpraHU3allMi U yJIOCTOBEPSET
pELIeHHs] OPraHU3alMOHHO-PACTIOPAIUTEIBLHOTO XapakTepa.

[Ipuka3sl  W3MalOTCST MO  OCHOBHBIM  BONpPOCAaM  JESATEIbHOCTH,
aIMUHUCTPATUBHO- XO3SUCTBEHHBIM BOIPOCAM M KaJIpPOBBIM BOIPOCAM (JIUYHOMY
COCTaBy) 00pa30BaTeIbHOW OpraHu3aIiu.

[Ipuka3 moanuchIBaeTCsl B COOTBETCTBUU C TPEOOBAHUSIMHU, YKa3aHHBIMHU B
Pexomennarnuu.

[Tocne noanucanus npukasa U3MEHEHUS W/WJIN IONIOJHEHHUSI B HETO BHOCSTCS
MyTeM U3JaHHs HOBOTO NMPUKa3a O BHECEHUU U3MEHEHUI U/UITU JOTIOJTHEHUH.

[Ipuka3, xak mnpaBuio, odopmisercs Ha OnaHke oOpa3oBaTEIbHOU
OpraHM3alyy B IEYaTHOM BUJE.

[Ipuka3 uMeer cienyrone peKBU3UTHI: HAUMEHOBAHHME O0pPa30BaTEIIbLHOU
OpraHu3alliy COTJIACHO yCTaBy; HauMeHoBaHue Bujaa nokymenta (IIPUKA3), narta,
HOMEpP, MECTO COCTaBJICHUS, 3aroJIOBOK K TEKCTy, TEKCT, HauMEHOBAHUE
JOJKHOCTH, TIOJIMUCH JOJKHOCTHOTO JHIia (MHUIUAJBL, (aMuiusi), BHU3BI
COTJIACOBaHMSI, O3HAKOMJICHHSI.

Jlatoii mpukasza (pacmopsiKeHMs) SBISIETCS AaTa ero noamnucanus. Jlarta
odopmisieTcs: UG POBBIM CITOCOOOM; HOMEP COCTOUT U3 3HaKa «Noy U TOPSIKOBOTO
Homepa npukasa: ot 00.00.0000 Ne 000.

ConepxaHue mpuKas3a KpaTKO M3JIaraeTcs B 3aroJIOBKE, KOTOPbI HAUMHAETCS
¢ npeanora «O» U COCTaBIIAETCA C MOMOUIBIO OTIJIArOJBHOIO CYLIECTBUTEIBHOTO
(«O06 yTBepxkIeHHH. .. », «O CO3TaHHM...») WIH CYyIIECTBUTEIHHOTO («O0 UTOTrax...»).

B mpukazax TekcT u3naraercss OT MHEPBOTO JHIA E€IMHCTBEHHOIO 4YHCia
(«mpuUKa3bIBAIO»).

Bo BpeMst 03HaKOMJIEHHUSI ¢ TPUKA30M YKa3aHHBIMU B HEM JIMIIAMU Ha MIEPBOM
AK3EMILIAPE MPUKa3a MPOCTABIISIOTCS MOJMKUCH C YKa3aHUEM JaThl O3HAKOMIICHUSI.

Homepa cTpaHull NpOCTaBISAIOTCS IOCEPENMHE BEPXHErO IOJIA JIMCTA
HayuHas CO BTOPOTO JIKCTA.

[Ipuka3bl HyMEpYIOTCS B MOPAJIKE UX HU3JAHUS B MIpelesiax KaJleHJIapHOTO
rojia; MpUKa3bl IO OCHOBHOM JEATEILHOCTH U IO KaJpOBBIM BOIpocaM (JIUYHOTO
COCTaBa) UMEIOT OTAEIbHYIO MOPSAKOBYIO HYMEPALIUIO.

[Ipu Hymepanuu MpUKa3oB JOMYCKAETCS HUCIOJIb30BaHUE JOMOIHUTEIbHBIX

OYKB.
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ITpumep:
K- kaapwi;
JI - IMYHBIA COCTAB;
O- ocHOBHAasI 1€SITEJIbHOCTD;
Y — o0yuawimecs.

[Ipuka3 BCTymaeT B CHIIy C MOMEHTAa €ro MOJNHCAaHUS PYKOBOAUTEIEM
o0pa3zoBaTeIbHOM OpraHU3alliy, €ClIM B TEKCTE HE YKa3aHOo APYroro cpoka.
[Ipuka3zbl perucTpupyroTcs B SJEKTPOHHOM BHJI€ KaK MOKBApTaJIbHAS [IUKJIOTpaMMa
( npunooicenue 2).

[Ipuka3bl Mo OCHOBHOUW AesTenbHOCTH (popmupyrorcss B KHury mpukasos
([emo) onuu pa3 B kBapTai. [Ipukassl o kagapam popMupyrorcs B Kuury npukaszos
(Ierno) onun pa3 B roa. Kaura mpukaszoB mneperieTaeTcs, MPOHYMEPOBBIBACTCH,
MPOIIHYPOBBIBAETCS, CKPEIUISIETCS  TMOJMNUCHI0  PYKOBOJAMTENSI W IE€YaThIO
oOpa3oBarebHON Opranu3anuu (mpuioxeHwe 1). B KoHIle KalleHZapHOTO roja
Jleno (He Oonee 250 mucToB) odopmisieTcs B COOTBETCTBUU C [lomoxkeHnem 00
apXuBe.

IIpuka3bl M0 OCHOBHOM AeSITEJIbHOCTH.

Texcr mpukaza mo BONMPOCaM OCHOBHOHM JEATEIILHOCTH 00pPa30BaTEIbHOM
OpraHu3aIlid COCTOMT W3 JBYX YacTe - KOHCTaTUpYoIIeh (mpeamOyibl) |
pacropsauTeIbHOM.

B koHcTaTHpyIOmIEl YacTh OTPa)KaroTCsA LENW U 33a1a4d IPEANUCHIBAEMBIX
NEUCTBHI, TPUYMHBI M3JaHUS TpPUKa3a, JaeTrcsl CChUIKA Ha JIOKYMEHT,
NOCIIY)KUBIIHMI OCHOBaHUEM JJIsl MOATOTOBKM NpPHKAa3a. YKazaHHas 4acThb MOXKET
HA4YMHATHCS CO clOB «Bo ucnomHenue...», «C 1enpo...» u Tomy nogodnoe. Eciu
JOKYMEHT U3/1aeTCsl Ha OCHOBAaHUM JPYTrOro pacrnopsiguTeIbHOTO JIOKYMEHTA,
B KOHCTAaTHPYIOIIEH YacTW YKa3bIBA€TCA HA3BaHHE BHJA ATOTO JOKYMEHTA, €ro
aBTop (Munucrepctso, COBET MUHHUCTPOB H JIp.), 1aTa, HOMEP U 3arojIoBOK. Touka
B KOHIIE KOHCTAaTUPYIOLIEH YaCTU HE CTaBUTCA.

PacnopsnurenbHas yacts npukaza HaunHaercsa co cioa [IPUKA3BIBALO,
KOTOpOE TIeYaTaeTcs C HOBOM CTPOKH OonbIMMH OyKBamMH 0€3 OTCTYIUICHHS OT
JIEBOTO MOJISl U KaBBIYEK, IMOCIIE YETO CTABUTCS JBOETOUHUE.

PacnopsnurenbHas 4acThb JEIUTCA HA NYHKTHl U TOJINYHKTBI, KOTOPBIE
HyMepyloTcs apabckumu mudpamu. B KaxmaoM MyHKTE AOKHBI OBITh YKa3aHBI
WCIIOJHUTENU, KOHKPETHbIE 3a/laHus (IMOPYYEHHsS])) U CPOKM HUX BBINOJHEHHUS.
Hcnonmautenn MoOryT OBITh Ha3BaHbl Takke OOOOIICHHO: «PYKOBOAUTEISAM
METOJUYECKUX OOBEIUHEHUI», «3aMEeCcTUTENsIM AupekTopa». Ilpu sTOoM, Kak
MPaBUJIO, HE NPUMEHSAETCS HANUCAaHUE HEKOHKPETHBIX TMOPYYEHUH, KOTOpbIE
cCollepKaT CIIOBA: «YCKOPHUTHY, «YyIyUdIIUThY», «AKTHBU3HPOBATH», «OOPATUTH
BHHMAaHUE», «COBEPILICHCTBOBATHY, IIPOJIOJKUTHY» U T.II.

OtnenbHbBIC 3a/1aHUs (HampuUMep, 3aaHusl, Coaeprkaliue nuppoBbIe JaHHBIC)
MOTyT 0(bOpPMJIISITbCSI B BUJIE MPUJIOKEHUSI K TTPUKA3y CO CCHUIKOW HAa HUX B COOT-
BETCTBYIOIIMX TMYHKTaX TMpHKaza U OQOPMIAIOTCA  COIJIaCHO  JaHHBIM
Pexomenpanusim.

CtpaHuubl prKasa v NpUIIOKEHUN HYMEPYIOTCS KaK €JUHbIA IOKYMEHT.
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Ecnn npukazoM OTMEHSAETCA NPEABIAYIUMN pPaACIOPAIUTEIIBHBINA TOKYMEHT, B
PacCOpAAUTEILHON YaCTU YKA3bIBACTCA IYHKT, KOTOPBIM IOJDKEH HAaYMHATHCS CO
cnoB: «IIpu3HaTh yTpaTUBIIUM CUILY...».

N3meHeHusi, BHOCUMBIE B TpHUKa3, OQOPMIISIOTCS OTIAEIbHBIM IPHKA30M,
KOTOPBIM JOJKEH HMMETh TakoW 3arojoBok: «O BHECEHUM HU3MEHEHUU W/WUiu
NOIIOJIHEHUM B MpPUKA3 ..» C YKa3aHWeM JaTbl, HOMEpa, 3aroJioBKa
pacHoOpAAUTEIBHOIO  JOKYMEHTa, B  KOTOPBIM  BHOCSTCA  W3MEHEHUS.
PacniopsiqurenbHas 4acTh IpUKa3a HAYMHACTCS C TAKOI'O ITyHKTA:

1. BHecTn n3MeHEHUs B MIPUKA3...

Janee OTHENbHBIMU TMOANYHKTAMU  (QOPMYIHUPYIOTCS HU3MEHEHUs B
PacoOpAAUTEIBHBINA TOKYMEHT.

ITpumep -

1) MyHKT 2 U3JI0KUTh B CICIYIOIICH peAaKIIuHT;

2) MyHKT 3 MCKIIOYHTB;

3) ab3arl BTopoii MyHKTa 4 JOMOJHHUTE CIIOBAMHU. ..

Ecnu wu3mMeHeHuss B pacnopsauTENbHBIA JTOKYMEHT OG(OPMIISIIOTCS Ha
OTJIEJIBLHOM JIUCTE (JIUCTAX), B MEPBOM IMYHKTE PACHOPSIUTENHHON YaCTH MpUKa3a
YKa3bIBACTCS:

1. BHecTH nu3MeHeHus B...

[locnenquuit MyHKT pacnopsAUTEIbHOM YacTH B Clydae HEOOXOAMMOCTH MOXKET
COJIEpKaTh PEIICHNUE O BO3JI0KEHUH Ha IOJDKHOCTHOE JIMLO (PYHKIMHA IO KOHTPOJIIO
3a UCIIOJIHEHUEM IIPUKA3a.

IIpuka3sbl M0 KAAPOBLIM BONPOCAM.

[Ipukassl MO0 KaZpOBBIM BOMpocaM (JIMYHOMY COCTaBY) OPOPMIISIOTCSA KaK B
yauduiupoantoit popme (IlocranoBnenue I'ockomctata PO ot 05.01.2004 Ne 1
«O06 yTBepkaeHUU YHUPUITUPOBAHHBIX (DOPM MEPBUYHON YUCTHOU JOKYMEHTAIIUH
0 Y4eTy TpyJa U €ro OIUIaThD»), TaK U B TEKCTOBOIA.

Jauuplii BuA mpHKa3oB odopmisieTcss B BUAC HWHAWUBUAYAJIbHOTO WJIU
CBOJIHOTO.

B uHauBHMayanbHOM TIpHKaze coAepKuTcs uHMopmaims o0 OIHOM
paboOTHUKE, B CBOJHOM - O HECKOJBKHX, HE3aBHCHMO OT TOro, KaKue
VIPABJICHUECKHUE PEIICHHs TT0 HUM IPUHUMAIOTCA (TpueM Ha paboTy, Ha3HAYCHHE
Ha JIOJDKHOCTB, TICPEBOJI HA JPYTYIO JODKHOCTH (paboTy), YBOJIBHEHHUE U JIp.).

Coneprxkanve HHIUBUIYATHHOTO TIPHKA3a IO KAJPOBBIM BOIIPOCcaM (JINYHOTO
COCTaBa) KPAaTKO M3J1araeTcs B 3arojIOBKe, KOTOPBIM HAUMHACTCS ¢ mpepiora «O» u
COCTaBJISIETCA C MOMOIIBIO OTIJIAroJbHOTO CYIIECTBUTENBHOTO0: «O Ha3HAYCHUM...),
«O nOpuUHATUU...». B CBOJHBIX MpHUKa3aX MOXKET MNPUMEHSThCA OOOOIIECHHBIN
3aroyioBok: «O KaIpoBBIX BOTpocaxy, «O JIMIHOM COCTaBEY.

B Tekcre mprkasza mo kaapoBbIM BOpocaM (JJMIHOMY COCTaBY), Kak MPaBuiIo,
KOHCTaTUPYIOIAst 9aCTh HE OTMEUYAETCSI.

PacniopsiiutenbHas 9acTh MpUKa3a HaYWHAETCS, KaK MPaBWiIO, C TJIaroyia B
HeonpeaeneHHoi popme: «lIpunsatey», «Haznauutsy, «llepeBectun», «OOBABUTHY U
TOMY 1I0JI00HOE.

Janee yka3piBaroTcs (hamMuiusi, UMsi, OTYECTBO (MPU HAJTMYUK ) paOOTHHKA, HA
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KOTOPOT'0 paclpocTpaHseTcs ACHCTBHE MpHKa3a, U TEKCT MpukKaza. B cBogHOM
npukaze GaMUINK JHII B TIpeiesiaX MyHKTOB pa3MeNaloTcs Mo andaBuTy.

B mpukase o Ha3HauUE€HUU WM YBOJIHHEHUH PAOOTHUKA YKAa3bIBACTCS MOTHAS
nata (4ucio, Mecsil, roja) (aKTUYECKOro BbIXOAa pabdOTHHKa Ha paboTy
(mpekpaiieHus TPYIOBBIX OTHOIIEHWH), pa3Mepbl €ro JOHKHOCTHOTO OKIaja
COTJIACHO IITaTHOMY PACIUCAHHUIO.

B cBogHOM mpukase MO KaApOBBIM BOIMpoOcaM (JIMYHOMY COCTaBy) B
pacTopsIANTENbHYI0 YacTh BKIIOYaeTcsl WHGOpMalus, KOTopas pa3MeliaeTcs B
TaKoW MOCJIEeJ0BATEIbHOCTU: IpUeM Ha paboTy, NEPeBOl, YBOJILHEHHE.

B kaxmom MyHKTE TpHKa3a MO KaapoBBIM BOMpocaMm (JIMYHOMY COCTaBY)
yKa3bIBaeTCI OCHOBAaHUE OTHOCHUTENBHO €ro u3JaHus (3asBieHHE pabOTHHKA,
TPYyZIOBOWH JOTOBOp (CorjamieHue), JOKJIajHas 3allucKa, MpPeJCTaBICHHUE,
XO/IaTaliCTBO, peIIeHHuEe AaTTeCTAllMOHHON KOMHUCCHM 0011e00pa30BaTeIbHOM
OpraHM3aINN) U T.1.

IIporoxo..

[Ipomecchl mpuUMeHEHUs YOPaBICHYECKUX pEIICHUN o0pa3oBaTeIbHOMN
OpraHu3alued U caMH PEIICHUS] JOKYMEHTUPYIOTCS C IMOMOIIBIO MPOTOKOJIOB
KOH(epeHIui, meJarornyecKuX COBETOB, KOMUCCHUH U TIP.

B npoTokonax 3acegaHuil KOJJIErHaabHbIX U COBENIATEIbHBIX OPraHOB TEKCT
U3JIaraeTcsa OT TPEThEro JUIA €IWHCTBEHHOTO 4ucia («I1e1aroru4ecKuid COBET...
MIOCTAHOBIISIETY», «COOPAHUE... PEIIUIION).

[IpoTokon  cocTtaBisieTcs Ha  OCHOBAaHMM  3alMCEH,  CIIENAHHBIX
HEIMOCPEACTBEHHO BO BpEMs 3acellaHMil, NMPEICTAaBICHHBIX TEKCTOB M TE3UCOB
JOKJIAJ0B ¥ BBICTYIUIEHUH, CIIPABOK, IPOEKTOB PEILICHUIA.

[TpoTOKOJ MOKET COCTaBIATHCS KaK B PYKOTIMCHOM, TaK U B IIeYaTHOU GopMe.

Jlatoil mpoToKoOJia ABIAETCA J1aTa MpOBeACHUs 3acenanus. Ecimu 3acemanue
MPOJOJIKAIIOCh HECKOJIBKO JIHEH, TO YEPE3 TUPE YKAZBIBAKOTCS MEPBBIN U MTOCICIHUM
JI€Hb 3aCEaHus.

Homep mpoTokona J0MKEH COOTBETCTBOBATH MOPSAIKOBOMY HOMEpY 3ace-
nanvs. Hymepanus npoTOKOJI0B BEAETCA B Mpeaenax KaJeHIapHOro rojia OTAEIbHO
[0 KaXJOW IpymIie MPOTOKOJIOB 3aCENaHUs COOTBETCTBYIOLIETO KOJUIETHaJIbHOTO
oprasa.

B pexBusnTe «MecTO 3acelaHMs» YKa3bIBa€TCs HA3BAaHUE HACEIIEHHOIO
IIYHKTa, B KOTOPOM COCTOSIJIOCH 3aCEIaHuE.

3aroioBOK K TEKCTy MPOTOKOJA JIOJDKEH OTOOpaXKaTh BHJ 3aceqaHus
(coBemanue, cobpanue, KOH(OEPEHIUs U T.I1.) WIH KOJJICTHAIBHON JESTENhHOCTH
(xomwuccusi, coBeT, coOpanue, pabodasi Tpymma U T.I.) ¥ BKIIOYaTh HA3BaHWE BHJA
JOKYMEHTA.

TekcT NpoTOKOJIa COCTOUT U3 BBOJIHOM U OCHOBHOM 4acTeM.

BBogHas  wacth  COAEpKUT  TOCTOSSHHYHO — mHpoOpMaruio  (ciaoBa
INPEJCEHNATEJIb, CEKPETAPH, IIPUCYTCTBOBAJIM) u mnepemMeHHYIO
(bamunusi, WHMUIMANBL TpeAcedaTeNsi, CEeKpeTaps U MNpUCYTCTBYyromux). [lpu
HEOOXOJMMOCTH YKa3bIBAIOTCS JIOJXKHOCTH MPUCYTCTBYIOUIUX, a TAK)XKE MHUIIAAIIBI,
dbaMuIuM JOJMKHOCTU JIUI, TpUIJANIEHHbIX Ha coBewmanue. llpu kommyecTBe
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ydyacTHUKOB Oosiee 10 cocTaBisieTcss CIHCOK MPUCYTCTBYIOIIHUX, KOTOPBIN
MPUJIaraeTcsi K MpOTOKOMY.

Ecniu mpoTtokon odopmisiercs B medaTHOM  QopMe, TO  clloBa
I[NPEACENATEJIb, CEKPETAPBH, IIPUCYTCTBOBAJIUN neyaTtatoT OT HyJIE€BOrO
MOJIOKEHUsS] TalynsTopa, OT 2-TO TMOJOXKEHUS TaOylsTopa CTaBUTCS THUDE,
MHULMAABl W (QaMWwivd [OUIIYT B UMEHUTENbHOM majaexe. Pamunuu
MPUCYTCTBYIOIIMX PacHojiaralorcs B ajipaBUTHOM MOPSIIKE U TedaTaroTes yepes 1
MEKCTPOUYHBIM UHTEPBAI.

BBoiHas yacTh npoToKoIIa 3akaHuMBaeTcs noectkoi nHs. Cnosa «lloBecTka
JHS» TIeYaTaroT OT HYJEBOrO IMOJIOKEHUs TaOymnsTopa, IMOCIE€ HUX CTaBUTCA
nBoeToure. Bornpockl nmoBecTku JHA HymepyroTcs apadckumu nudpamu. Kaxasiit
HOBBIW BOIIPOC MEYaTaloT OT 1-ro nonoxeHus TadyasTopa.

[TocnenoBaTenbHOCTD PACIIONIOKEHUS BOIIPOCOB OMPEEISIETCS CTENEHBI0 UX
BaXXHOCTH. Bompockl nepeyucistorcss B UMEHUTENbHOM nazexe. [okman (oryer,
coobuienue, nHGopMalus), HAUMEHOBAHUE JOHKHOCTH, WHULIMAIBI U (HaMUITUIO
JOKJIaIYMKa THIIYT B POAMUTENHbHOM manexe. He pexomeHayercs BKIIOYaTh B
noBecTKy JHs Bompoc «Pa3Hoey». Kaxablit Borpoc qoikeH ObITh KOHKPETU3UPOBAH.
dopmupoBaHe BOPOCOB B OBECTKE AHS HaunHaeTcs ¢ npeziora «O (0O0)».

OcHOBHasi 4acThb MPOTOKOJIA COCTOUT M3 Pa3/elioB, KOTOPBIE JIOJKHBI
COOTBETCTBOBAaTh IyHKTaM TMOBECTKH JHA. Pasznensl Hymepyrorcs apabCcKuMu
1 pamMu U CTPOSITCS IO TAKOU CXeMe:

CJIVIIAJIA - BBICTVYIIWJIA - PELIAJINA (ITOCTAHOBUWJIN),

VYkazaHHBIE CJI0BA NIEYATAIOTCS OONBIIUMH OyKBaMu 6€3 OTCTYTa OT TPAaHULIbI
neBoro nojs. [locie 3TuX cioB CTaBUTCS TBOETOYHE.

ITocne cnosa CJIYIHAJIM yka3biBaeTCsl KpaTKUH TEKCT BBICTYIUICHUSA
OCHOBHOTO AoKiIagurka. @aMuins 1 UHULHAIIBI KKJI0T0 JTOKJIaIUYMKa Ne4YaTatoTCs
C HOBOM CTpOKHM. KpaTkuil TEKCT BBICTYIUICHUS HW3J1araetcsi B TPEThEM JIUIEC
€UHCTBEHHOTO YHCIIA.

TexcTel WM TE3UCHI JOKIAIOB M BBICTYIUICHUH, OQOPMIICHHBIE Kak
OTZIEJIbHBIE JIOKYMEHTBI, B TEKCT MPOTOKOJAa HE BKiItoUaroTcs. [locie cBenenuii o
JNOKJIaAYUKe CTaBUTCA THUPE M yKa3biBaeTcs: «TekcT mokiana (BBICTYILICHHUS)
IIPWJIAraeTcsi K MPOTOKOIY».

[Tocne cnoa BBICTYIINJIN dhukcupyroTcs BBICTYIUICHUS TEX JIHII, KOTOPbHIE
NPUHAJIU y4acThe B OOCYXKJIEHUU J0Kiana. BeicTymienus odopmisitorcs B Mpo-
TOKOJIE C YKa3aHUEM JOJDKHOCTEH, (pamMuinii ¥ WHHUIMAIOB, BBICTYMAIONINX B
MMEHHUTEIBHOM MaJeXKe, a TAKXKE ¢ KPATKUM H3JI0)KEHHEM COJIEpKaHUS BONpOca U
oTBeTOB Ha Hero. Coaep)kaHWe BBICTYIJIEHUH H3JIaraeTcsi OT TPEThEro JIMIa
€AMHCTBEHHOT'O YHCJIA.

[Toce cnosa PEHINIJIM (IIOCTAHOBWJIN) dukcupyeTcss TpHHSITOE
pemieHre mo o0CyXJaaeMOMYy BOIPOCY TMOBECTKH JHSA. PemreHue T0DKHO OBITh
KOHKPETHBIM W BKJIIOYATh COCTAaBJIAIOIIME, KOTOPHIE OTBEYAIOT HA CIIEIYIOIIHNE
BOIIPOCHI: KOMY, YTO CJI€JaTh U B KAKOW CPOK.

Pemenus, cogeprxaiiye HECKOJIBKO BOIPOCOB, MOAPA3AEISIIOTCSA HA ITYHKTHI U
MOANYHKTHI, KOTOpble HyMepyroTcs apaOckumu  1udppamu. [loamyHKTHI
HyMepyroTca HuppaMu ¢ TOUKOM.
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B cnydae, xorga Ha 3aceaHUM NMPUHUMAETCS peuieHUue 00 YTBEpPKIACHUU
JOKYMEHTa, KOTOPBIM O0O0CYKJaJCcsl Ha 3aCe€JaHuu, 3TOT JOKYMEHT MpHUjaraercs K
MIPOTOKOJIY U B HEM JIENIA€TCS CChLIKA HAa HOMED M Jary nportokona. [Ipu Hammuuu
IPYTHUX JOKYMEHTOB, KOTOpPBIE pacCMaTpUBAJIMCh Ha 3acelaHud, M (aKT
00CYXJIeHUs KOTOPBIX ObLI 3a()MKCUPOBAH B TEKCTE MPOTOKOJIA, OHU HYMEPYIOTCS
apabckumu tudpamu (Ilpunoxenune 1, Ilpunoxenue 2). B cooTBETCTBYIOMIMX
MyHKTaX MPOTOKOJIA JIENAETCS CChUIKA HA ATH MPUIIOKEHUS.

[IpoTokon moANUCHIBAETCS NPEACENATENbCTBYIONIMM HA 3acelaHuM KOJ-
JIETMAJIbHOTO OpraHa M CEKpPeTapeM.

Beinucka M3 mpoTOKoja — TOYHAS KOMHMS YacTH TEKCTa MOAJIMHHOTO
POTOKOJIa, OTHOCSIIIETOCS K TOMY BOMPOCY MOBECTKU JHS, 10 KOTOPOMY FOTOBUTCS
BbIMKMCKA. BbINUCKa W3 MPOTOKOJA COAEPKUT  CIEAYIOIIUE PEKBU3HTHI:
HauMeHOBaHue o001Ie00pa30BaTEIbHON OpraHM3aluy, Ha3BaHHUE BHJIA JOKYMEHTa
(BhIIMCKA M3 MPOTOKOJA), JlaTa 3aceJaHusi, MECTO COCTaBIIEHUS, 3aroJIOBOK K
TEKCTY, TEKCT, MOJIUCH, OTMETKY O 3aBEPEHHH KOTIHH.

[Ipotokonsl peructpupytorcs B KHure/’KypHajie perucrpanuu MpOTOKOJIOB
(npunosicenue 3). Kuura/xKypHani HTpPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBACTCS,
CKpEIUISIETCS MOANUCHI0 PYKOBOJAUTENS U MEYaThI0 00pa30BaTeIbHON OpraHu3alui.
[Iporokonsl GpopmupyroTcs B Jleno onuH pa3 B kBapTajl. B KoHIEe KaJlleHIapHOTO
rona Jleno (e 6onee 250 nuctor) odopmiisieTcss B cooTBeTcTBUH ¢ [losoxkeHnem 06
apxuBe.

Cay:xe0HOE MUCHMO.

CnyxxebHOE MHCHBMO COCTaBIsIeTCA C LeNbl0 oOMeHa uHopMaluen u
npeJicTaBisieT coOoM:

- OTBETHl O BBINOJHEHUN 3aJlaHHM, OINpPEIEICHHbIX B aKTaX OpraHOB
rOCyJapCTBEHHOW BJIACTH, HOPYUYEHUSAX BBICIIUX JTOKHOCTHBIX JIUIL;

- OTBETHI Ha BBIIIOJIHEHUE MMOPYUYECHUH BBIIECTOSIIUX OpraHU3aIui;

- OTBETHI Ha 3aIIPOCHI APYTUX YUPEKIACHUN;

- OTBETHI Ha OOpaIeHUs TPAXKIaH;

- OTBETHI HA 3aMPOCHI HA HH(POPMAIIUIO;

- WHUIIMATUBHbBIEC MUCHMA;

- COIPOBOAUTENbHBIE TUCHMA.

CnyxebHoe rmmcbMo odopmisgercs Ha OmaHke  oOpa3oBaTeIBHOM
OpraHU3alUu.

[lucbMO MMeeT cleayrolue PEeKBU3UTHI: JaTa, PErHMCTPALIMOHHBIA HOMEpP
(ucxondIuii), CChUJIKA HA PErUCTPAllMOHHBIM HOMep (BXOIAIIMA) W JaTy
JIOKYMEHTa, Ha KOTOPBIA AaeTCsl OTBET (P HAJIWYUM), aJpecaT, 3ar0J0BOK, TEKCT,
OTMETKa O HAIMYUU MPUIOKEHUH (B ClTydae HEOOXOJUMOCTH ), IOAIICH, CBECHUS
00 ucnomautene (O.M.0., KoHTaKTHBIH HOMED TenedoHa).

JlaToil mucbMa gBiIsiETCA AaTa €ro MOAMUCAHMS, KOTOpas AOJKHA COBNAJATh
C JaTOM PETUCTPALU UCXOAAIIEH KOPPECITOHICHIUN.

OCHOBHBIM PEKBU3UTOM CITy>KEOHOTO MUChMa SIBJISIETCSI TEKCT, KOTOPbIN, KaK
MPaBWJIO, COCTOMT M3 JBYX 4acTed. B mepBol 4acTu ykas3bpIBaeTCs NpPHUYMHA,
OCHOBaHUE WU OOOCHOBAaHWE IMOJIrOTOBKH MHUCbMa, MPUBOMASITCS CCBUIKM Ha
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JOKYMEHTBI, KOTOpbhIe ObUIM OCHOBaHHEM JJII €ro COCTaBJICHHs. BTopas dacTh
BKJIFOYA€T BBIBOJIBI, MPEIJIOKCHUS, TPOCHOBI, pEmIeHUs W T. II., KOTOpHIC
pa3meniarorcs ¢ ab3ara.

Kaxk mpaBmiio, B muchMe 3aTparmBaeTcsi OJIMH BOIIPOC.

TekcT muchbma wW3nMaraercs OT TMEPBOTO JHMIIA MHOXKECTBEHHOTO 4YHCIa C
MCTIOJIb30BAaHUEM CIIOB: «IIPOCHUM COOOIIHUTE...», «PA3bSICHIEM, UYTO...».

CnyxeOHOe THUCHMO TOAMKMCHIBAETCS PYKOBOAMTEIEM 00pa3oBaTeIbHON
OpTaHu3alINN.

Cnpaska.

CrpaBka - JOKYMEHT, OATBEPKIAIOIINN KaKue-Tu00 (HaKThl UM COOBITHS.

CrpaBku OBIBAIOT JIBYX BUIIOB:

CrpaBka il ONHMCAHWS WM TIOATBEPXKICHUS (PAKTOB, WJIM COOBITHH B
JESATETPHOCTH OpTraHU3aIIHH.

CrpaBKM COCTABJISIOTCS TI0 YKa3aHHWIO BBIMICCTOSIICH OpraHU3alMK WM
PYKOBOJHTENST 00pa30BaTEIbHOW OpraHU3alMK JUIsl WH(QOPMAIMA O BBITIOJIHCHUN
TUTAHOB, 33/IaHHH, TOPYYCHUH U MPEICTABISIOTCS B YCTAHOBJICHHBIC CPOKH.

Texcm makoti cnpagku cocmoum u3 08yx yacmeltl.

B mepBoii wactu wu3nararoTcs (akThl, TMOCTYKHUBIIAE IOBOJIOM K €€
HAITMCaHUIO, BO BTOPOM - TIPUBOJATCS KOHKPETHBIC JIaHHBIC. BBIBOJBI |
NPEJIJIOKEHUS B CTIPABKE HE AI0TCs (32 UCKIIOYECHUEM aHATUTHYECKOMN).

CnpaBka A0mkHa OOBEKTHBHO OTpakaTh COCTOSIHHE JEJl, €€ COCTaBJICHUE
TpeOyeT TIaTeILHOr0 cO0pa U MPOBEPKU CBEJICHU, MOTYT MIPUBOAUTHCS TAOTHUIHI.

CrnpaBk#, COCTaBJIEHHBIE JII PYKOBOJMTENS OpPraHU3AIMH, TOITUCHIBACT
COCTaBUTEIIb.

CrpaBky, KOTOpbIE COCTABJISIOTCA IO  YKA3aHUIO  BBIMIECTOSIICH
OpraHu3allvu, MOAMUCHIBAET PYKOBOIUTENH 00111€00pa30BaTeIbHON OpraHu3alllu.

JlaToil cripaBKU ABJISAECTCS JaTa €€ MOANUCAHUA.

CrpaBk#, yJI0CTOBEpsIONIME OpUANYecKrue (DaKThl: MOATBEPIKICHUE MECTa
paboTHI, 3aHUMAEMOMU JTIOJDKHOCTH, pa3Mep 3apad0THOM IIATHI U T.JI.

JIJist HEX IpUMEHSI0TC YHUGUIIUPOBAaHHBIE TpadapeTHbie OIaHKH.

Takoro poma cmpaBKkM BBIAAIOTCA IO 3ampocaM 3aWHTEPECOBAHHBIX JIUI]
(COTPYIHUKOB) WM YYPEXKACHUN W PETUCTPUPYIOTCS B KypHAJle BbIIaBACMBIX
CIIPABOK.

JoxkagHas 3anucka.

JloknagHast 3amucka - JOKYMEHT, aJIpECOBAHHBIA PYKOBOJUTEIIO U
MH(MOPMHUPYIOIHKA €r0 O CIOKHUBIICHCS CUTYaIlMH, UMEBIIEM MECTO SIBICHUH WJIN
(akTe BBITIOJHCHHOW pabOThI, a TaK)Xe COJEpIKAIUi BBIBOJALI M IPEII0KCHUS
COCTaBUTEIA.

JlokaHas 3a1UCKa MOYKET BBITIOTHATHCS PYKOTTUCHBIM CIIOCOOOM.

TekcTt HOKIAAHOM 3alMMCKA  JEIUTCS HAa JBE 4YacTU: mepBas -
KOHCTAaTUPYIOIas, TJ€ H3JIaratoTcsi MUMEBIIME MECTO (PaKThl WM OMHUCHIBACTCS
CUTYyallMs, ¥ BTOpasi, B KOTOPOW U3J1araercs mpejiokeHrue, mpochoa.

TekcTy JOKJIaAHOM 3amuCKh 00s3aTebHO TIPEAIISCTBYET 3aroJIOBOK,
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HayuHaromuics ¢ npeniora «O», «O0».
JloxnagHas 3anucka opopMIISIeTCsl Ha JTUCTE Oymard.

AKT.

AKT - TOKYMEHT, COCTABJIICHHBII HECKOJBbKUMH JINLIAMHU U TOATBEPKIAFOITUI
YCTaHOBJIEHHBIE (DAKTHI U ACHUCTBUSA. AKTBI OQOPMIISIOTCA O pe3yabTaTaM pEeBU3UH,
IIpU NpueMe-fepeaaye e, ClIMCaHu UMYIIECTBA U TOMY IIOJI00HOE.

AxT odopmisieTcs Ha cTaHgapTHOM Jiucte Oymaru gopmara A4 u umeer
CIEYIONIME PEKBU3UTHI: Ha3BaHUE JOKyMEHTa, TIpud yTBepkaeHus (mpu
HEO0OXOJIMMOCTH), JaTa U MECTO COCTABJIEHHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOMUCH
71 (He MEHee TPeX), KOTOPbIE COCTABIISIN aKT.

TekcT akTa COCTOUT U3 BBOAHOM M KOHCTATUPYIOLIEH YacTe.

B BBOAHONM 4YacTW yKa3bIBAIOTCS OCHOBAHUS [UIA COCTaBJICHHUS AaKTa M
Ha3bIBAKOTCS JIMIA, KOTOPBIE COCTABMJIM aKT WJIM MPUCYTCTBOBAIM IpHU ATOM. B
KOHCTaTUPYIOIEH YaCTH U3J1araeTcs CyTh, 3a71a4u, XapakTep MpoJieJaHHOU padoThl,
yCTaHOBJIEHHBIE (haKThI, TPEAJIOKEHUS U BBIBOJIbI. KOHCTaTHpYIOIas YaCTh MOKET
opopMIIsITECS B BUJE TaOJIUIbI. B KOHIIE TeKCTa akTa 3alMChIBAIOTCS JaHHBIE O
KOJIMYECTBE FK3EMIUISIPOB AKTa U UX MECTO HAXOXKICHHUS.

AKT TOANUCHIBAETCS BCEMHM JHMLUAMH, NPUHUMABIIMMHU YYacTUE B €ro
COCTaBJICHUHU.

JIuno, umeroniee 3aMedyaHus K COJEPKAaHMIO aKTa, MOANMCBIBAET €ro U
U3J1araeT CBO€ MHEHHE Ha OTAEJIBHOM JINCTE, KOTOPHIN IPUIIAracTcs K aKTy.

DJIEKTPOHHBbIE JOKYMEHTBI.

[lopsanox  cocraBieHus, OQOPMIEHUS U  COTJIACOBAaHUS  MPOEKTOB
ANEKTPOHHBIX  JIOKYMEHTOB  OCYIIECTBISIETCSA MO  OOIMM  TIpaBHJIaM
JEJIONPOU3BOJICTBA, YCTAHOBJICHHBIM B OTHOLICHUHU aHAJOTUYHBIX JTOKYMEHTOB Ha
OyMa)XHOM HOCHUTEJE. ODIJEKTPOHHBIM JTOKYMEHT JIOJDKEH HWMETh PEKBHU3UTHI,
YCTAaHOBJICHHBIE [JI1 AHAJIOTMYHOTO JOKyMEHTa Ha OyMa)XHOM HOCHUTele, 3a
UCKJIFOUCHUEM OTTHUCKA IEYaTH.

B nepedensp 00s13aTeIbHBIX CBEACHHUH O TOKYMEHTAX, UCTIONh3YEMBIX B IIEJISIX
ydeTa M TOMCKa JIOKYMEHTOB B CHCTEMax OJJIEKTPOHHOTO JIOKYMEHTO00OpOTa
o0Opa3oBaTeIbHON OpraHU3alMK B COOTBETCTBHUH C TIPABUIIAMH JIEIOMPOU3BOICTBA B
o0Opa3oBaTeIbHOM OpPraHU3aIluu, BXOJIAT:

e QJIPECAHT;

e ajpecar;

e JIOJKHOCTb, (DaMWIIMSI M MHUITMAJTBI JIUIIA, TTOAMMHUCABIIIETO TOKYMEHT;
e BUJ JOKYMEHTA;

e JIaTa JOKYMEHTA;

e HOMEDP JOKYMEHTA;

e JIaTa MOCTYIUIEHUS JOKYMEHTA;

e BXOJSIIIMK HOMEP JOKYMEHTA;

e CCBUIKA HA UCXOJSIIIMN HOMED U JaTy TOKYMEHTA;
e HAMMEHOBAaHHE JOKYMEHTA;

e HHJEKC Jena;
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e CBEICHMUS O IEepeapecalnu J0KyMEHTa;
e KOJIMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA;

e KOJIMYECTBO NMPUIOKECHUM;

e 001IeEe KOJIUYECTBO JIMCTOB MPHUIIOKEHUI;

e YKa3aHus IO UCHOJHEHUIO JOKYMEHTA;

e JoJKHOCTH, @. . O. ucnonHures;

e OTMETKa O KOH(PUIECHIIUATHHOCTH.

B coctaB momnoMHUTENBHBIX CBEACHUN 00 3JIEKTPOHHOM JOKYMEHTE MOTYT
OBITH BKJIIOYEHBI CBEJICHUS: HAMMEHOBAHHE aBTOpa JOKyMEHTa (€Ciau aBTOp He
COBIMAJAET C aJpecaHToOM (OTIPaBUTENEM) IJIECKTPOHHOTO JIOKYMEHTA), OTMETKA O
IIEPEHOCE CpOKa HCIIOJHEHUS JIOKYMEHTa, CpPOK XpaHEHUs JOKYMEHTAa,
HAUMEHOBAHUSA TPUIOKECHUN K DIIEKTPOHHOMY JIOKYMEHTY, KIIFOUEBBIE CJIOBA,
cTaTyCc JOKyMeHTa (IIPOEKT, Bepcusi), BUJ Tepeaadyd JTOKYMEHTa (DJIEKTPOHHOMU
MOYTOM, MOYTOMN, (pakcoM U T. [1.) U JIp.

Cpoku XpaHEHHUs JJIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUsI JOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMHU W  WHBIMH
HOPMATUBHBIMM TIPaBOBbIMM akTamu Poccuiickoii ®denepanuu, THUIOBBIMHU
MEePEYHSAMU JIJIs1 AaHAJIOTUYHBIX JJOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

5. Opranuzanmsi JOKYMeHT0000POTA M UCIIOJTHEHUS JOKYMEHTOB.

IIpuem 1 00padoTKA MOCTYNAIIIMX JOKYMEHTOB.

JIBU)KeHHE [TOKYMEHTOB C MOMEHTa HX CO3[IaHHs WIM TOJYy4EeHUS M0
3aBepILIEHUs UCTIONHEHUSI WIIK OTIPAaBKU 00pa3yeT JOKYMEHTOOOOPOT.

B nmokymenToobGopoTe o0Opa3oBaTelbHON  OpraHu3allid — BBIICISIOTCS
CJEAYIOIINE TOKYMEHTOMOTOKHU:

a) BXOJIAIIasi KOPPECTIOHACHITUS (IOpUINYECKUEe U (PU3NUECKUe JUIa);

0) ucxoasIas KOpPECIOHASHIINUS (FOPUANICCKUE B (PU3UIECKUE JTUTIA);

') BHYTPEHHSS JOKYMEHTALIMS.

JlocTaBka W OTHOpaBKa JOKYMEHTOB OCYUIECTBIIETCS, Kak IpaBuUIo,
CpPEACTBaMHU IMOYTOBOU U JJIEKTPOHHOU CBSA3H.

JIOKyMEHTBI, TIOCTYTAIOMIE B 00pa30BaTEIbHYIO0 OPTaHU3AIMIO, MPOXOST
MEPBUYHYIO 00paObOTKY, pErUCTPaIIUIO, TPEABAPUTEITHLHOE PACCMOTPEHHE, TIEpeIady
PYKOBOJICTBY Ha PACCMOTpPEHHE, MEPENAIOTCS UCIIOIHUTENSAM U MOCIIE UCTIOTHEHHUS
MOMEIAIOTCS B Jea.

[Ipuem u nepBuuHasi 00pabOTKA TOKYMEHTOB OCYLIECTBIISIETCSI CEKPETAPEM.

CexkpeTapb NpOBOJUT: MPOBEPKY MPABUIBHOCTH aJIPECOBAHUS MOCTYIAIOIIUX
JIOKYMEHTOB, IPaBUJIbHOCTHU TIOCTAaBKHU U KOMILJIEKTHOCTH JOKYMEHTOB; COPTUPOBKY
JOKYMEHTOB Ha MOJIJIEXKAIUE U HE MOJIeKAIINE PETUCTPALIUU.

[lonyueHHble KOHBEPTHI C KOPPECHOHACHIMEN BCKPBIBAIOTCSA, MPU 3TOM
MIPOBEPSIETCS HAJTUYUE BIOKEHUH, a TAK)KE YKa3aHHBIX B JOKYMEHTaX MPUII0KEHUH.
B ciyyae moBpexJeHUs YMaKOBKU W BIIOKEHHUM JIMOO OTCYTCTBUS MPHUIIOKEHUM
COCTaBJISIETCA aKT B JBYX JK3eMIuisipax. OAWH SK3EMIUIIp aKTa HaIpaBisieTCs
KOPPECIOHAEHTY, BTOPOH MPUOOIIAETCS K OCTYIUBIIEMY JOKYMEHTY.
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Ommn6o4HO MpuciIaHHas KOPPECIOHACHIIUS nepechuIaeTcst o
MPUHAJJICKHOCTH, €CJIM M3BECTEH ajpec mojiydaress. B MpOTUBHOM ciydae
KOPPECIOHACHIIMS BO3BPAIIAETCS OTIPABUTEINIO.

KonBepThl 0T mocTymaromeid KOPPECHOHACHIIMU  COXPAaHSAIOTCA |
MpUJIAratoTCs K JOKYMEHTaM JIMIIb B TOM CJy4yae, KOTJla TOJbKO MO0 HUM MOXKHO
YCTAaHOBUTH aJ[pEC OTMPABUTENS WM, KOTJA JlaTa MOYTOBOrO IITEMIICNISI UMEET
3HAYCHHUE B KAUE€CTBE JOKA3aTEIHCTBA BPEMEHH MOTYyUYEHUsI TOKYMEHTA.

CnenuaaucToM HE BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAIIMHUCHIO <JTUYHO.
OHu nepenaroTcs 0 Ha3HAYECHUIO

Nudopmanuss u  JOKyMEHTBI O  JCSTEIBHOCTH  OOpa3oBaTENIbHOM
OpraHu3allMy, HE YyKa3aHHble B 4actu 2 cTaThu 29 @DenepanbHOro 3akoHa
ot 29 nexabps 2012 roga Ne 273-D3 «O6 o6pazoBanuu B Poccuiickoit degeparumy,
PEACTABISAIOTCS PYKOBOJUTENIEM 00pa30BaTEIbHOM OpraHu3alliy 1Mo 0OpalieHnuo
rpakJianuHa JIMOO JOJKHOCTHOTO JIMIIA TOCYJApCTBEHHOTO OpraHa WM OpraHa
MECTHOTO CaMOYIpPABJICHUS B ClIy4asx U TMOPSAKe, MPEeIyCMOTPEHHBIX
3aKOHOAATeIbCTBOM Poccuiickon denepanuu.

[IpencraBnenne wHPOpMAIMU WHBIM OpTaHU3ALMAM O JICSATEIHLHOCTHU
00pa3oBaTeIbHON OpraHU3aIlMyd OCYIIECTBISETCS YUYPEAUTENIeM OpraHu3alluu, B
OTHOIIIEHUH KOTOPOH Takasi HH(popMaIus 3anpaimBaeTcs.

IIpexBapuTebHOE paCCMOTPEHHE TOKYMEHTOB.

Cexperapp U (WJIM) JIMIIO, OTBETCTBEHHOE 3a BEICHHUE AEJIONPOU3BOJICTBA,
IPOBOJIUT MPEABAPUTEILHOE PACCMOTPEHUE JOKYMEHTOB B LEJSAX BBIICICHUS W3
BCEr0 MAacCHBa MOCTYNUBIIEH KOPPECMOHACHIIMN JOKYMEHTOB, TpeOyIOIINX
0053aTEIBHOTO PACCMOTPEHUS PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3aIiH.

OcHoBaHWeM [JIs TPUHATHS PEHIEHHUS B XOJ€ MPEABAPUTEIIBHOTO
paccMOTpEHUs SABJISIETCS COAEpPKaHHE JTOKYMEHTa, a HE aJ[pecOBaHHE TOKYMEHTa
COOTBETCTBYIOIIEMY PaOOTHUKY.

Pe3ynbTaToM mpeaBapuUTENBbHOIO PACCMOTPEHUS SIBISETCS HAIpPaBIICHHE
JOKYMEHTa PYKOBOJUTENIIO O0pa30oBaTENbHOW OpPraHU3alliyd WIH JOKHOCTHOMY
JUIYy B COOTBETCTBUM C YCTAHOBJIEHHBIM paCIpeeICHUEM O0S3aHHOCTEN MEXIy
PYKOBOJMTENEM M JTODKHOCTHBIMM JIMLAMHU JUIsI BBIHECEHUS YKa3aHUS IO
HCIOJIHEHUIO JOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

[lepenaya JOKYMEHTOB Ha PErUCTPAIMI0 MPOU3BOJUTCA TOJBKO MOCIE UX
MPEABAPUTEIBLHOTO PACCMOTPEHUS.

Peructpammu moanexaTr Bce JOKYMEHTHI, TPEOYIOIIME ydeTa, UCTIOTHEHUS,
WCIIOJIb30BaHUs B CIIPABOYHBIX LENAX, KaK MOCTYMAIONINE U3 JPYTUX OpraHu3aluii
M OT 4YacTHBIX JIMI, TaK M oOpa3yloluecss B TPOLEcCe ESITEIbHOCTH
00pa3oBaTEILHON OpraHU3aIlNH.

He mnopnexar peructpanuu MO3paBUTEIbHBIE MHCbMA, TEJIETPAMMBI,
MpUrJIacUTeNIbHble  OwieTbl, uHMOpMauuss ISl  CBEIEHHs, OyXrajaTepcKue
JOKYMEHTbl ~ MEepBUYHOrO  ywera. Jlmsg  HUX  COCTaBIAETCS  IMEpPEUYCHb
HEPEruCTPUPYEMBIX JTOKYMEHTOB.
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Peructpauusi JOKyMEHTOB MPOU3BOJUTCSA C LEIbIO OOECIEYEHUS UX Y4YeTa,
KOHTPOJISl 32 UCTIOJHEHUEM U ONEPATUBHBIM UCIIOJIb30BaHUEM UH(OpMAIIIH.

Peructpauust 10KyMEHTOB IPOU3BOJUTCS B A€Hb UX NOCTYILJICHUS.

Jlomyckaercs OTMETKAa O TOCTYIUIEHMM JIOKYMEHTa B OpPraHU3aLMI0
MPOCTABIATh B BUJE IITaMIIa UJIM OT PYKHM B HIKHEH YacTH JIMIIEBOM CTOPOHBI
MEePBOro JINCTA JOKYMEHTa WJIK Ha ero 000opoTe.

Peructpanust TOKyMEHTOB 3aKJII0YAETCS B BEICHUH 3alIUCH YUETHBIX JaHHBIX
0 JOKYMEHTE T10 YCTaHOBJIEHHOM perucTpanoHHon ¢popme, KOTOPhIM (pUKcupyeTcs
(dakT coznanus, OTIPABIEHUS UM TOJYUYESHUS JOKYMEHTA IyTeM MPOCTaBIICHUS HA
HEM PETUCTPALIMOHHOTO MHJIEKCa C MOCIEAYIOIIEeH 3aniChio B YKa3aHHBIX (hopmax
HEOOXOIUMBIX CBEJICHUI O JOKYMEHTE.

JIOKyMEHTBI,  MOCTymarome B  00pa30oBaTeIbHYI0  OpraHu3alluio,
peructpupyrorcs B Kuure/>xypHane peructpaiuu BXoadied KOppecnoHIeHIINH, a
T€, YTO OTIPABISAIOTCA M3 Hero, - KHure/ >kypHalle perucTpalu HUCXOASIIeH
KOPPECTIOHICHIINU (npuiodcenue 3).

PacnpenesieHne nocTynawuux 10KyMeHTOB.

ITocne peructpamuu  JOKYMEHTHl MEPEAAIOTCS HAa  PAacCMOTPEHUE
PYKOBOJUTEIO 00pa30BaTEIbHON OPraHU3aINH.

ITocne paccMOTpeHHUsI  PYKOBOJUTEIEM  JIOKYMEHTBI  BO3BpAILIAIOTCS
CeKpeTapro M (WIM) JIMIy, OTBETCTBEHHOMY 3a BEICHUE NEJIONPOU3BOACTBA, MJIS
NEPEHECEHNs] YKa3aHUM I10 UCIOJIHEHUIO JOKYMEHTAa B JKypHal pPETrUCTpPalHUH
BXOISIIIMX JOKYMEHTOB. B COOTBETCTBMM C YyKa3aHHMSIMU IO HCIOIHEHUIO
NOJJIMHHUK NOKYMEHTa HaIlpaBIIAETCS paboOTHUKY, SABJISIIOLLIEMYCSI
OTBETCTBEHHBIM UCIIOJIHUTENEM, A COUCIOIHUTENSAM HAIpPaBISAIOTCA  KOIMHUU
JOKYMEHTOB (eclii HMEIOTCs), O 4eM Jenaercs oTMmeTrka B Kuure/xypHase
pErucTpaluy BXOASIIUX TOKYMEHTOB.

DONEKTpOHHBIE  COOOIIEHUS, TMOChUIAEMble TI0  DJIEKTPOHHOM  TouYTe,
UCTIOJTHSAIOTCS aHAJIOTUYHO JOKYMEHTaM Ha OYMa)KHBIX HOCHUTEJISX C YYETOM
OTIpEJICTICHHOMN CIIeNM(UKHU B TIPOLIECCE UCTIOTHEHMS.

Iopsinok 00padoTKM M NPOXONKACHUHA HCXOAAIIMX H BHYTPEHHHX
JOKYMEHTOB.

[Topsiok MOATOTOBKHM UCXOISIINX TOKYMEHTOB BKJIIOYAET B ceOst paboTy 1Mo
COCTaBJICHUIO IPOEKTA IOKYMEHTA, COTJIACOBAHUIO, MOJMUCAHUIO (YTBEPKICHUIO) U
OTIIPaBKe.

Jlo nepenayu 1OKyMEHTa Ha MOANUCH UCIIOTHUTEND JIOJKEH MPOBEPUTH €0
coliepKaHue, MPaBWILHOCT,  OQOPMIICHHUS, HAJIMYUE HEOOXOJAWMBIX BHU3 W
MpUIOKEeHUH. JJOKYMEHT Mpe/ICTaBIsIeTCsl HAa MOJMNKUCh BMECTE C MaTepUaiaMu, Ha
OCHOBaHUU KOTOPBIX OH TOTOBUJICS.

Buytpennue 1oKyMeHThl ODOPMIISIFOTCS. U UCTIOTHSIOTCS (MCIOJIb3YIOTCS) B
npejenax 00pa3zoBaTebHOW OpraHU3allNH.

BuyTpeHHre AOKyMEHTHI (JAOKJIaJHbIE 3aMHMCKH, CIPABKU, CBOJIKU U Jp.)
paccMaTpUBarOTCS TEMU JOJKHOCTHBIMU JIMIIAMU, KOMY OHM HalpaBJICHBI.

OTBETCTBEHHbIE 32 JIETONPOU3BOJCTBO NEPE]] cAaUYeil KOPPECIOHIECHIIUA Ha
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OTMPABKY JOJKHBI 0053aTEIBHO MPOBEPUTH MPABWIHLHOCTh €€ O(OopMIICHUS U
anpecoBanus. KoHBepTOBaHME KOPPECHOHACHUMM W  APYTUX  MOYTOBBIX
OTIPABJICHUI MTPOU3BOJUTCS CEKPETAPEM.

Peructpanusa oTnpaBiisieMbIX JIOKYMEHTOB OCYIIECTBIISIETCA B JEHb MX
noanucanust  (YTBEpXKIEHMs])) WIM  Ha  CIeAylonud  pabouuil  JcHb.
PeructpanmoHHslii HOMEp JTOKYMEHTAa M JaTa PETUCTPALMU TMPOCTABISIOTCA Ha
MOJIMHHUKE JOKYMEHTa B pPeKBM3UTaxX OJlaHKAa M Ha KOIMWU, OCTAIOIICICS B JIelie
oOpazoBaTenbHON opranu3anuu. CHOpaBOYHBIM amnmapaToM JJs HMCXOASIIUX
JTOKYMEHTOB SIBJISIETCS dKYPHAJ PETUCTPALIMU ATUX JOKYMEHTOB.

OTnpaBKky HUCXOIAIIMX JOKYMEHTOB TMPOU3BOAUT cekpeTapb. CpouHas
KOPPECIOHACHIIHS O(POPMIISIETCS M OTIPABIIAECTCS HE3AMEUIUTENLHO CEKPETAPEM.

CexkpeTapb MpoBEpsET MPABUIHLHOCTH O()OPMIICHHS] UCXOASAIIUX TOKYMEHTOB,
IPOU3BOJUT COPTHUPOBKY JIOKYMEHTOB IO CHOCOOY JOCTaBKH KOPPECHOHICHIIUU
aapecatry  (mpocrtas, 3aka3Has, MeXAyHapoaHas W Jp.). HempaBuiabHO
odOpMIICHHBIE JTIOKYMEHTBl W KOPPECHOHJEHIIUS HECITY)EOHOTO XapakTepa K
OTHpaBKE HE MPUHUMAIOTCSI U BO3BPAILIAIOTCS JIMILY, TOJATOTOBUBIIEMY JOKYMEHT.

OtnpaBisiemass 1O TOYTE KOPPECHOHJCHIUMA MPOXOAUT  YHAKOBKY,
aJpecoBaHuUE, MPOCTABICHUE CTOMMOCTH MOYTOBBIX YCIYT U MIEPeayy Ha OTIPABKY
B MECTHOE OTJAEJICHUE CBS3U.

Ha 3aka3Hyl0 KOppEecnOHIAEHLHIO, Ha JOKYMEHTBl C TOMETKOW «Jlns
CIIy’k€OHOT'O TIOJIb30BAHUS» COCTABIISIETCSI PEECTP, KOTOPHIM 3aTeM BO3BpAIAETCS
CEKpEeTapIo ¢ paclucKoi pabOTHUKOB TOUYTOBOTO OT/AEJICHHUS CBS3H WM UHOTO JIHIIA,
00ecIeynBaroIIero OTIpPaBKy JOKYMEHTOB.

[lepenaya ¢ ucnonb30BaHUEM CPEACTB (DAKCUMUIBHOM CBSI3U JOKYMEHTOB,
coJiep KalluX CIy>KeOHYI0 HH(DOPMAIUIO OTPAHUYEHHOTO PACIPOCTPAaHEHUs, B TOM
gyuciie ¢ TOMEeTKOM «Jlnst cimykeOHOro TMOJNb30BaHUSA», HE pas3peniacTcs.
Kareropuuecku 3ampemiaercst mnepefadya Mo CpeacTBaM (PaKCUMUIBHOM CBSI3U
CEKPETHBIX TOKYMEHTOB.

C ucnonb3oBaHuEM CpeacTB (HAKCUMIIBHONW CBS3M MOTYT OBITH MepeIaHbl
MaTepHaJIbl TEKCTOBOTO, TAOJIMYHOTO WU TpadruecKkoro Xxapakrepa, UCTIOTHEHHBIE
TUnorpad)CKuM, MAIIMHONMUCHBIM WM PYKOIUCHBIM CHOCOOOM B YEPHOM WIIH
TEMHO-CUHEM I[BET€ C YETKUM H KOHTPACTHBIM H300pakeHueM (IepBbie
HK3EMIUTIPHI WM UX KCEPOKOTINH) Ha O6eoil Oymare ¢ MUHIMAJIbHON BBICOTOM OYKB
u udp 2 mm. O0BEM TIepe1aBaeMoro B TEYCHHE OJTHOTO CEaHCa CBSI3U JJOKYMEHTA,
BBHITIOJTHEHHOTO Ha Oymare ¢opmara A4, He JOJHKEH MPEBHINIATH MATH JIUCTOB.

OTBeTCTBEHHOCTh 3a conepkaHue WHPOpMAIMH, TEpelaBaeMond ¢
WCIIOJIb30BAaHUEM CPEJCTB (PAKCHMUIBLHOUM CBSI3M, BO3JIATaeTCs HA WCTIOTHUTEIS,
MOATOTOBHBIIETO (haKCOrpaMMy sl TIepeIayu.

Oco0eHHoCTH PadOTHI C 3JIEKTPOHHBIMHU TOKYMEHTAMH.

B oGpazoBarenbHOM opraHu3aiuu CO3/1al0TCA U UCTIOJb3YIOTCS:

. 3JIEKTPOHHBIE JOKYMEHTBI, CO3/laBaeMbl€ B AJIEKTPOHHOU dopMme Oe3
MpEeABAPUTEIBLHOTIO JOKYMEHTUPOBAHUSI Ha OyMaXXHOM HOCHUTEJIE;
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. ANIEKTPOHHBIE O00pa3bl JOKYMEHTOB, TIOJIYYCHHBIE B PE3ybTaTe
CKaHMPOBaHUS JOKYMEHTOB U  XpaHANIUECS B CHUCTEME  DJICKTPOHHOTO
JIOKYMEHTO000pOTA.

IIpuem © oTOpaBKa ANEKTPOHHBIX JOKYMEHTOB  OCYILECTBIISIOTCS
OTBETCTBEHHBIM 3a BEJICHUE JIEJIONPOU3BOCTBA B 00pa30BaTEIbHOM OpraHu3aluy.

DONEeKTPOHHbIE JTOKYMEHTBI CO3[Ial0TCs, 0OpabaThIBAIOTCA M XPAHITCS B
CUCTEME IEKTPOHHOI'O JOKYMEHTO000pOTa 00pa30BaTEIbHOM OpraHu3aluy.

DONEeKTPOHHBIA JTOKYMEHT JOKEH OBbITh O(QOpPMIIEH MO OOIIKMM MpaBUIIaM
JIEJNIONPOU3BOJICTBA U HMMETb PEKBU3MTHI, YCTAHOBJEHHBIE [JIi AHAJIOTHYHOIO
JOKyMEHTa Ha OyMa)KHOM HOCHTEJIE, 32 UCKIIFOUEHUEM OTTUCKA II€YaTH.

Jist  MOATBEpKIEHUST  MOAJIUHHOCTH  JJEKTPOHHBIX  JIOKYMEHTOB B
o0pa3oBaTeIbHON OpPraHU3alMy UCTIOJIb3YIOTCS ANEKTPOHHBIE [IU(PPOBBIE MOAMKCH.
Hcnonb3yemble cpeAcTBa AJIEKTPOHHOM 1U(POBOM MOANUCU JOJKHBI OBITH
CepTU(PUIIMPOBAHBI B YCTAHOBIEHHOM MOPSJIKE.

Enununeit ydyera 5SIE€KTPOHHOTO JIOKYMEHTa SIBIISIETCS AJIEKTPOHHBIN
JIOKYMEHT, 3aperUCTPUPOBAHHBIA B CHCTEME 3JIEKTPOHHOTO TOKYMEHTOOO0OpOTa
oOpa3oBaTelbHOM  OpraHu3alu.  OJEKTPOHHBIK  JOKYMEHT,  HMMEIOIIHM
NPUJIOKEHUSI, PETUCTPUPYETCS KaK OAUH JTOKYMEHT.

Ilocne oTmpaBKM 3JIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOU
HOJNHUCHIO YIIOJTHOMOUYEHHOTO JI0JPKHOCTHOT'O JIMIIA, JOCBUIKY a/ipecaTy €ro KOmuu
Ha OyMa)KHOM HOCHTEJIE, KaK IIPaBUJIO, HE TpeOyeTCs, 3a UCKIIOUEHHUEM OTBETOB Ha
oOpareHus rpaxiaH, NOCTYIUBLINX 1o UH(POPMAIMOHHO-
TEJIEKOMMYHHMKAllMOHHBIM KaHajaaM, Ha KOTOpBIE 3asBUTEINIO JAE€TCS MUCbMEHHBIN
OTBET, HalPaBJISIEMBbIH 10 IOYTOBOMY a/IpeCy, YKa3aHHOMY B OOpaIlleHUH.

VcrioyIHEHHBIE JJIEKTPOHHBIE JTOKYMEHTBI CHCTEMATH3UPYIOTCS B Jena B
COOTBETCTBUM C HOMEHKJIATypod Jen oOpa3oBaTeabHOW OpraHu3alud U
UHAECKCUPYIOTCS B MTOPSJIKE, YCTAHOBIEHHOM B OTHOUIEHUU JI€J1, COCTABJICHHBIX U3
JOKYMEHTOB Ha OymakHoM Hocutene. IIpu cocTaBieHMM HOMEHKJIATyphl 1€l B
3aroJIOBOK JI€J1a BKJIIOYAETCS YKa3aHUE «DJIEKTPOHHBIEC JOKYMEHTBD».

NudopmannonHas 6e30MacHOCTb.

Nudopmarmonnsle pecypchl 00pa3oBaTEIbHOM OpPTraHU3aIlMU IO JOCTYILY
(BO3MOIKHOCTH MCITIOJIB30BaHMS ) TOAPA3ISISIOTCS Ha OTKPHITYIO (0OIIEAOCTYITHYIO)
uHpopMaImio, CcaykeOHyl0 HHPOpMAMIO W HMHPOPMAIUIO OTPAaHUYCHHOTO
pacrpocTpaneHus (AocTymna).

K xkareropum oOTKpbeITON uH(OpMAuu  OTHOCUTCA  HH(OpMaIus,
cozepkarasicss B JOKyMEHTax M 0a3ax JaHHBIX 00pa30BaTEIbHOW OpTaHHU3AINH,
HEIMOCPEACTBEHHO 3aTparuBarollasi IpaBa U HUHTEPECHI TPaXKIaH.

K «kareropum cmyxeOHONW wWHPOpMAMK OTHOCHUTCS  WH(OpMaIus,
cozepkarasicss B JOKyMEHTax M 0a3ax JaHHBIX 00pa30BaTEIbHOW OpTaHHU3AINH,
MpeaHa3HaueHHasl JJI JOJKHOCTHBIX JIMI] U paOOTHUKOB, MPU BBIMOJHEHUU HUMHU
CBOMX (PYHKIMOHAIBbHBIX OO0S3aHHOCTEH, HE 3aTparuBarolas HaMpsSIMyK MpaBa
U MHTEpPEChl TpaxJaH © HE OTHOCAIIAsICS K KaTeropuu OrPaHUYECHHOIO
pacrpocTpaHeHus (A0cTymna).

K kareropuu uH}oOpManuu OrpaHUYEHHOTO PACHPOCTPAHEHHUs (JOCTYIA)
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OTHOCUTCS HMH(pOpMalus, COAep)Kamasca B JOKyMEHTaX M 0a3ax [daHHBIX,
BKJIFOYAIOIIAs] CBEACHUS
KOH(PUIEHIIUAIBHOTO XapaKTepa.

Bes unpopmanus, copepkamjasics B JOKYMEHTaxX M 0a3ax JaHHBIX, IO
YMOJYAHUIO SIBISIETCSI OTKPBITOM M o0menoctynHod. MckitoueHue cocTaBiisier
uH(popmalus, OTHECEHHass K KaTeropusM CIy>KeOHOM U OrpaHM4YEeHHOIO
pacrpocTpaHeHus (10cTyra).

Joctyn nosib3oBaTeneil K nH(pOpMauu OrpaHUYUBAETCA IYyTEM OTHECEHUS
uH(pOpMAIMM K COOTBETCTBYIOLIEH KAaTerOpud M  HAJNOKEHHEM Ha  Hee
COOTBETCTBYIOLLIETO0 TIpuda orpanuyeHus pacnpoctpanenus. HWudopmanus
OTrpaHUYEHHOTr0 JoCTyMa cHa0xkaeTcs rpudom « /s ciryxeOHOoro noiab30BaHUs.

[IpaBom oTHeceHust MHGOPMALIMU K KAaTETOPUH OIPAaHUYEHHOTO JTOCTYIa U
HAJIOXKEHUS COOTBETCTBYyIoLlero rpuda oljagaer aBTOp JOKYMEHTa IO
COTJIaCOBAHMIO C PYKOBOJUTENIEM 00pa30BaTeIbHONW OpraHU3aluH.

JlokyMeHTHpOBaHHAass MHGOpPMAIMS OTPaHUYEHHOTO pacrpocTpaHeHus 6e3
CaHKIMU JOHDKHOCTHOTO  JIMIA, YCTAHOBUBILIETO PEXHUM  OTPAHUYECHHOTO
pacnpocTpaHeHHusl [JJIsi JaHHOTO JOKYMEHTa, HE TOMJIEKHUT pa3ralleHuIo
(pactipoctpanenuto). [IpemocraBineHue MoONb30BATENSIM JOCTyHa K JAHHOM
MH(GOPMAIIMK OCYIIECTBISECTCS MCKIIOUYUTENIBHO MO COTJIACOBAHUIO C yKa3aHHBIM
JOJIKHOCTHBIM JIMIIOM ITyTEM T0JIa4l COOTBETCTBYIOIIEH 3asBKH.

JIOMKHOCTHBIE JIMIIA, MPUHSBIIKE pelleHHe 00 OTHeCeHMH HH(OpMaluHu,
3a(UKCUPOBAHHON B IOKYMEHTE, K KaTETOPHH OIPAaHUYEHHOTO PACIPOCTPAHECHHUS,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTb TPUHATOIO PEIIEHUS U €ro
COOTBETCTBHE JIEUCTBYIOLIEMY 3aKOHOAATEIBCTBY.

Jluunbie gena pabOTHUKOB, JMYHBIE KapTOUYKUM PaOOTHUKOB, TPYAOBbBIE
KHIDKKH PaOOTHUKOB, TIPUKA3bI 110 TUYHOMY COCTaBY JIOJKHBI XpaHUTHCS B ceiide
WM B METAJUTMYECKOM IIKady.

3anucu B TPYI0BOM KHMKKE MOJITUCHIBACT PYKOBOJIUTEIH 00pa30BaTeIbHOMN
OopraHu3aluy. Y4eT, XpaHeHHE U BblJjauy OJJaHKOB CTPOTOM OTYETHOCTH: IUTIJIOMOB,
BKJIAJIBIIEN K HUM, CBUAETENBCTB, YIOCTOBEPEHUI BEJIET 3aMECTUTEIb TUPEKTOPA.
bnanku xpanstcs B cetide.

YcTaHoBKa U AKCIUTyaTalMsl MPOTPaMMHOI0 00eClieYeHHUsl, OJyYEeHHOTO U3
JH00BIX UCTOUHUKOB U BBIMOIHSIOMIETO (PYHKIIMH, HE CBSI3aHHBIE HEITOCPEACTBEHHO
C BBITIOJIHEHWEM paOOTHHUKAMU CBOUX JTOJDKHOCTHBIX 00sI3aHHOCTEH, KaTerOpUIeCKU
3anpenieHa.

Best mpencTaBnennast B 3JI€KTPOHHOM BuUe WH(POpMAIWs, MOCTyHaromas B
00pa30BaTeIbHYI0 OPraHU3allIo, B 00S13aTEIILHOM TMOPSIIKE MOJIEKHUT MPOBEPKE
AHTUBUPYCHBIMU CPEJICTBAMM.

DNEKTPOHHAsI TIOYTa MOXET MCIOJIb30BATHCS IMOJIb30BATENSAMHU TOJBKO IS
oOMeHa nH(pOpMaIMen, OTHOCSIICHCS K KAaTerOpWUU, OTKPHITOW M CIY>KEOHOM.
3anpeineHo MCHOoJIb30BaTh JIEKTPOHHYIO MOYTY sl mepenadud uHbOopMaluw,
OTHOCSIIIEHCS K KATErOPUH OIPAaHUYEHHOTO PaCIPOCTPAHECHHUS.

6. KOHTpOJIL 3a HCITIOJIHCHUEM NJOKYMCECHTOB
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Opranuszauus KOHTPOJIS.

Kontponto mojasie’xat Bce 3aperuCTpUPOBAHHBIC JOKYMEHTHI, TpeOyrolue
ucnoyiHeHusa. KoHTpoJb NCTIONHEHHSI TOKYMEHTOB BKJIIOUAET: YUET, IOCTAHOBKY Ha
KOHTpPOJIb, KOHTPOJb CPOKOB HCIIOJIHEHMS, HENOCPEICTBEHHYIO IMPOBEPKY XOjAa
WCIIOJIHEHHUS, POBEPKY KaueCTBA UCIIOJHEHHUS, aHAJIU3 PE3YJIbTATOB UCIIOJIHEHUS.

KoHTponp 3a HCHOJHEHHWEM JOKYMEHTOB YCTAHABJIMBAETCS B LEIAX
oOecrieyeHus: UX CBOEBPEMEHHOTO U KAaYECTBEHHOTO HCIIOJIHEHHMSI, MOBBILIECHUS
YPOBHSI OpPraHU3aTOPCKON pabOThl U UCTIOTHUTENIbCKOW TUCHUUIIIIUHBI.

[Ipy mocTaHOBKE AOKYMEHTa Ha KOHTPOJb HAa MPaBOM BEPXHEM IOJe
JOKYMEHTa JIeJlaeTCsi OTMETKa O KOHTpOJie, KOTOpYH0 OO0O03HayalT CJIOBOM
(ImTamMnom) «KOHTPOJIb)»

KoHnTponto moanexaTr npukasbl, PelIeHHUs COBETOB, a TaKKe JOKYMEHTHI,
NOCTyHAloIKe HA UMSI pyKOBOJIUTENS 00pa30BaTEIbHON OpraHU3aluu.

Opranuzaiusi KOHTPOJIS UCIIOJIHEHUS BKJIIOYAET B CeOsl:

U IMOCTAHOBKY JOKYMCHTA HAa KOHTPOJIb,

U MOHUTOPHHI" UCTIOJTHCHUSA KOHTPOJIbHBIX HOpy‘ICHI/Iﬁ JOKYMCHTOB,
U CHATUC UCITIOJIHCHHOI'O JOKYMCHTA C KOHTPOJIA,

U HaIpaBJICHUC UCIIOJTHCHHOI'O JOKYMCHTA B JICJIO.

PykoBoauTenu CTpyKTYpHBIX TOJApa3/iefieHui 00s3aHbl paccMaTpUBaTh
COCTOSIHUE MCIIOJIHUTEIBCKOW JUCHMIUIMHBI MO JOKYMEHTaM C MOpPYYEHUSIMH
aIMUHUCTpallud  00pa3oBaTENbHOM  OpraHu3alud, a Takke JIOKYMEHTHI,
MOCTYIUBIIKE B aJIpeC CTPYKTYPHOTO MOApa3aeiIeHUs U TPeOyIOIINe UCIIOJTHEHHUS,
Y TIOATOTOBKH OTBETA.

JIOKyMEHT CUYMTAETCs HWCIOJIHEHHBIM, KOT/Ja PELIEHbl OKOHYATEJIbHO BCE
MIOCTaBIICHHBIE B HEM BOIIPOCHI M COOTIOICHBI CIEAYIONINE CPOKHU:

. €CJIM B JOKYMEHTE MOCTABJIEH CPOK UCIIOJIHEHUS — B YKA3aHHBIN CPOK;

. JIOKYMEHTBI 0€3 yKa3aHHUs CPOKA UCTIOTHEHUS — B MECSUYHBIN CPOK;

. €CIM B JOKYMEHTE HMMEETCS MOMETKA «CPOYHO» — B TPEXJTHEBHBIN
CPOK;

. nopydeHus 0e3 yKa3aHWs KOHKPETHOH JaThl HCIOTHEHUS — B
MECSIYHBIN CPOK;

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

. 10 0OpaIeHusIM TpaXkaaH, TPEOYIOIUM JTOTIOTHUTEIHBHOTO U3YUEHUS

Y TIPOBEPKH, — JI0 OJTHOTO MECSIA CO THS PErUCTPALIH, 10 OCTAIbHBIM — HE OoJsiee
15 muei.

Cpok ncuucnsgeTcs: B KaJeHAapHbIX AHSAX C AaThl MOIMUCAHUS JOKYMEHTA.

Ecnu nocnennuii IeHb UCTIOJHEHHS JOKYMEHTa MPUXOJIUTCS Ha Hepabouuid
JI€Hb, OH TTOJIC)KUT UCTIOJHEHUIO B MPEIIECTBYIONINI eMy pabouunii A1eHb.

[Ipy HEOOXOOUMOCTH TPOMJICHUS CpPOKAa HCIOJNHEHUS JOKyMEHTa
OTBETCTBCHHBIN  HMCIOJHUTENb  MPEACTABIAET HAa  HUMS  PYKOBOJMUTENS
00pa3oBaTeIbHON OpraHU3aliy, JABIIEr0 NOPYYEHUE, MOTUBUPOBAHHYIO MPOCHOY
0 €ro MPOJJIEHUH HE MTO3IHEE YEM 34 TPU JIHS 10 UICTEYEHHUS YCTAHOBJIEHHOT'O CPOKa,
C 4YeM CBOEBPEMEHHO Iepefaercsa HHPoOpMalus B MNPUEMHYIO PYKOBOJUTENS
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o0Opa3oBaTeIbHON OpraHu3aluy.

Ilopsaaok CHATHSA TOKYMEHTOB ¢ KOHTPOJISL.

JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CJIM pPEUIEHbl MMOCTaBICHHBIE B HUX
BOIIPOCHI HJIK aBTOPAM JIaH OTBET IO CYIIECTBY.

Ecnu no pa3pemiaemomy BONPOCY OXKHUAAETCS OTBET, TO OH BMECTE C KOMHEHN
OTBETA 3asBUTEIIO0 MOXKET HAXOAUTHCS Y UCTIOIHUTENS Ha KOHTPOJIE.

[IpoMexyTOUHBII OTBET, pAaBHO KaK U 3alpOC MO UCHOJIHAEMOMY JTOKYMEHTY
WM YaCTUYHOE UCTIOJHEHUE OPYUCHHUS], HE SIBISETCS OCHOBAHUEM JJIsl IPU3HAHUS
JOKYMEHTA UCTIOJTHEHHBIM.

CHATb JOKYMEHT C KOHTPOJISI MOKET TOJIbKO JOJKHOCTHOE JIMIO, KOTOPOE
MOCTABUJIO €r0 Ha KOHTPOJIb.

OcHoBaHuEM [JIsi CHATHUA C KOHTPOJS JIOKYMEHTOB C TOPYYEHUSIMHU
pyKoBOIUTENS 00pa30BATENbHON OpraHu3aluu SBJISETCS JOKYMEHT — OTBET,
MOJIMKUCAHHBIN PYKOBOJMUTEEM, €T0 3aMECTUTENIEM, JTMOO cripaBka 00 UCTIOTHEHUH
JIOKYMEHTA 3a TIOJIMChI0 PYKOBOJUTENSL CTPYKTYPHOTO TOJIpa3IeeHUs.

Ecnu Bce moctaBiieHHbIE B JJOKYMEHTE BOMPOCHI PEUICHBI B ONEPATUBHOM
nopsiike, 0e3 TMOJITOTOBKH MHCbMEHHOTO OTBETA, HCIOJHUTENIb Ha JOKYMEHTE
JIeNaeT KPaTKyIo 3aluCh O PEHICHUH BOMPOCA, YKA3bIBAECT JATy U MOJIKUCH, TOCIIE
Yero JOKYMEHT MOMEINIaeTcs B AeJIO.

7.Y4eT 1 XpaHeHHUe MevaTeil, MTAMIIOB U OJIAaHKOB.

OO0s3aTenbHOMY yUYeTy MOJJIekKAT BCE BHJBI MeYaTed W MITaMIoB, OJaHKU
CTpOroi OTYETHOCTH, KOMaHJIWPOBOYHBIE YAOCTOBEPEHHS, CIy>KeOHBbIE 3aJaHMs,
TPYJIOBbIE KHUXKKHU.

Yyer Bcex medareii ¥ IITaMIIOB, HMMEIONIMXCS B 00pa3oBaTEIbHOU
OpraHu3alliy, BEACTCS B CIICIUAILHOM XYypHaJe (npunoscenue 2).

KypHanbl yueTa BKIIOUAOTCS B HOMEHKIATYpPY Zeil. JIUCThI uX HyMepyIOTCS,
IPOILIKBAIOTCS U ONEYaTHIBAKOTCA.

[ledatn ¥ mITaMmbl JODKHBI XPAHUTHCS B celax WIM METaUIMYECKUX
mkagdax.

OTBETCTBEHHOCTH 3a XPAaHEHHE M MCIOJIb30BAHUE I€YATEH, ILITAMIIOB HECYT
JIMLIA, OTBETCTBEHHBIE 32 BEJACHUE JEIONPOU3BO/ICTBA.

YHuuTOKEHHE OJIAHKOB TMPOU3BOJIUTCA IO AaKTy C OTMETKOH B
COOTBETCTBYIOIIMX )KypHAJIaxX ydera.

[Teyatn 1 mITaMIbl YHUYTOXKAKOTCS T10 AKTY.

[IpoBepka Hamwywsi mevyaTeil, MTAMIOB W OJAHKOB, a TaKXKe TMOPSAKA HX
XPAaHEHHMS Y UCTIOJIb30BAHUS MPOU3BOJAUTCA KOMHUCCUEH HE PEXKE OJHOIO pas3a B IOJ
OJTHOBPEMEHHO C ITPOBEPKOM COCTOSHUS JIEJIONPOU3BOICTBA.

8.CocrTaBiieHHe HOMEHKJIATYPbI JeJl.

8.1. Homenkiatypa nem — CHCTEMaTU3MPOBAHHBIN IEPEUYCHb 3ar0JOBKOB
Jed, 3aBOAUMBIX B 00pa3oBaTEeNbHON  OpraHu3aluu, C yKa3aHUEM CpPOKOB
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WX XpaHeHUs, 0)OPMIICHHBIN B YCTAHOBICHHOM TMOPSIAKE.

8.2. Homenknarypa nen npeaHa3sHayeHa JJjIsi TPYNIUPOBKUA HCIOJTHEHHBIX
JOKYMEHTOB B JIeJIa, CHUCTEMATU3allMM W y4eTa Jel, OIpPEACIECHUS CPOKOB
WX XpaHEHUS U SIBISIETCS OCHOBOM Il POPMUPOBAHUS JIENT U COCTABJICHUS OMUCEN
Jies, TOKYMEHTOB, OMKUCEN JIEKTPOHHBIX JOKYMEHTOB MOCTOSIHHOTO U BPEMEHHOTO
(cBeimze 10 yeT) xpaHeHUs, B TOM YHUCJE MO JIMYHOMY COCTaBY, a TAKXKe I y4deTa
nen BpeMeHHbIX (10 10 jieT BKIIIOUUTENBbHO) CPOKOB XpaHEHHS.

8.3. Howmenkmatypa Jden cocTaBisieTcss Ha OyMaXKHOM  HOCHUTEIE.
HomenknaTypa nen BKJIIOYAETCS B CUCTEMBI AJIEKTPOHHOTO JTOKYMEHTOOOOpOTa
(mnanee — COJI) W B cUCTEMBbl XpaHEHUS AJIEKTPOHHBIX JOKYMEHTOB (Janee —
CX3/l) B KkayecTBe CHpPABOYHHMKA, HA OCHOBAHUU KOTOPOTO OCYIIECTBISETCS
cCUCTEeMaTH3alusl M y4eT JIOKYMEHTOB, a Takxke HuX meTagaHHbix. COJl momxHa
yCTaHABIMBATh  CBSI3b  JOKYMEHTa  C MHIAEKCOM  JeJda B COOTBETCTBUHU
C HOMEHKJIATypol Jen oOpa3oBaTelbHOW opraHuszauuu. Homenknatypa nen
BKirouaetcst B COJ[ u CX3 /] He mo31Hee OTHOTO MECSIa CO IHS €€ YTBEPKICHUS.

OTBETCTBEHHBIMM 3a BKJIIOUEHHE HOMeEHKIaTypsl jgen B COJ u CXDO]]
SIBJISIIOTCST OTBETCTBEHHBIM 3a JIEJIOMPOU3BOJCTBO U OTBETCTBEHHBIN 3a KOHTPOJIb
(G YHKIIMOHUPOBAHUS JIEKTPOHHOTO JOKYMEHTO000pOTA.

8.4. Homenknatypa aen oOpa3oBaTeiabHON Opranusaiuu (Jgaiee — CBOJHAS
HOMEHKJIaTypa J€J) COCTABJISIETCS HAa OCHOBE M3YYEHHUs COCTaBa W COAEp KaHUs
JIOKYMEHTOB, OOpa3yIoOUIUXcsl B MpoOIecCe JEATEeIbHOCTH 00pa30BaTeIbHOM
opranu3auuu. [Ipu cocTaBiaeHnr CBOJHON HOMEHKIIATYPHI J1€]1 YYUTHIBAKOTCS YCTaB
o0Opa3oBaTeIbHOM OpraHu3aluy, TMOJOKEHUS O CTPYKTYPHBIX TMOJpa3/eJeHUsX,
IMITATHOE pachucaHue, IUTaHbl U OTYETHl O paboTe, NEpPEeYHU JTIOKYMEHTOB
C YKa3aHUEM CpPOKOB HX XpPAHEHUs, HOMEHKJIATYpPbl JEJI 3a MNPEAIIECTBYIOIINE
KaJICHJIapHBIE TOJIBI.

8.5. CBo/iHass HOMEHKJIATypa JIeJl COCTaBIsAeTCA PaOOTHUKOM, Ha3HAYECHHBIM
OpUKa30M  PYKOBOAMUTENS o0pa3oBaTeIbHOM OpraHu3aluu (manee —
OTBETCTBEHHBIN 33 COCTABIEHHE CBOJAHOM HOMEHKIIATYPBI J€M).

8.6. CBoaHass HOMEHKJIATypa [€Jl Ha NPEACTOSIIMNA KaJeHIApHbIA T0J
COCTaBJISIETCA B MTOCJIEAHEM KBapTaje TEKYIIEro rojia, BUBUPYETCS OTBETCTBEHHBIM
3a BEJCHHUE apXHWBa M COTJIACOBBIBAETCS C MOCTOSHHO JEUCTBYIOMIEW 3KCIEPTHOMU
KoMHCccuer  oOpa3oBaTeinbHOM  opranm3aumu. He pexxe 1 paza B O e,
HOMEHKJIaTypa JEJ COIJVIACOBBIBAETCS C HSKCIEPTHO-NPOBEPOUYHOM KOMHCCHUEH
MYHULIUNAIATETa. B KOHIIE KaXXKI0ro KaJeHIapHOIo roja CBOJAHAs HOMEHKIATypa
JIeN  YTBEPXKIAeTCS PYKOBOAMTENEM O0O0pa30BaTEebHON OpraHWU3allud WU €ro
3aMEeCTUTENIEM, KOTOPOMY  JEJerupoBaHbl TakWe€ IMOJHOMOYHUS MPUKA30M
oOpa3oBaTeIbHOM OpraHu3alud. YTBEpP)KJICHHAs CBOJHAsS HOMEHKJIATypa el
BBOJIUTCS B JIeHiCTBUE C 1-T0 sSTHBaps ClieIyIOIIEero KaJleHJapHOT O roia.

8.7. B ciiyuae HEOOXOAMMOCTH BHECEHHS B CBOJHYIO HOMEHKIIATYpPY el
3HAQUUTENIbHBIX  W3MEHEHUH OHa  MOJUIeKHUT  nepepaborke.  V3MeHeHus
YTBEPIKAAFOTCS MMPUKA30M WIIM KOPPEKTUPOBOYHBIM JINCTOM (TprtoskeHne Ne 5).

HeOonbiine u3MeHEHUs BHOCSTCA B YTBEP)KICHHBIA pabOUYUi 3K3EMIUISIP
CBOJIHOI HOMEHKJIATYPHI JIE]I.

8.8. CTpykTypHBIE TOApA3JCICHUS €XKeroaHo, He nmo3aHee 30 HOAOpA
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TEKYIIEro KaJICHIAPHOTO T0Jla, COCTaBISIOT HOMEHKJIATYpPY JAeN CTPYKTYpHOIO
MOApPA3JEICHUs U MPEJCTABIAIOT €€ OTBETCTBEHHOMY 3a COCTaBJIEHUE CBOJHOMU
HOMEHKJIATypHhI Je.

HomeHnknaTtypa nen CTpYKTYpHOTO TOAPA3ACICHUSI COCTABISIETCS JIMIIOM,
OTBETCTBEHHBIM 3a BEJCHUE JIEIONMPOU3BOJCTBA CTPYKTYPHOTO MOJpa3aciiCHus,
COTJIaCOBBIBAETCS € AKCIEPTHOM KOMHCCHEW 00pa3oBaTeIbHON OpraHU3alUU
Y TIOITUCHIBAETCS PYKOBOJIUTENIEM CTPYKTYPHOTI'O MOpa3IeIeHuUs.

8.9. BHOBB CO31aHHOE CTPYKTYpPHOE IIOJpaA3ACICHUE B MECSYHBIA CPOK
pa3pabaTbiBaeT HOMEHKJIATYPY JIeJl CTPYKTYPHOTO MOApPa3IeeHUs U MPECTABISCT
€€ OTBETCTBEHHOMY 3a COCTaBJICHHE CBOJAHON HOMEHKIIATYPHI JIE]I.

8.10. HomeHknatypa JAea CTPYKTYPHOIO MOAPA3JACICHUS U CBOJHAS
HOMEHKJIaTypa JeJd COCTaBjsitoTcss 1o ¢dopme, ycraHoBieHHOUW [lpaBunmamu
OpraHu3aIliy XpaHEHHWs, KOMIUJICKTOBAHUS, y4eTa U UCIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro ¢onaa PO u npyrux apxuBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX
opraHax, opraHax MECTHOTO CaMOYIMPABJICHUS W OpPTaHU3alUSIX, YTBEPKICHHBIMHU
npuka3zom Pocapxusa ot 31.07.2023 Ne 77.

8.11. Howmenkmatypa Jen mHoapasfensiercs Ha pa3iesibl, KOTOPBIC
pacrionararoTcs B COOTBETCTBUM C YTBEPXKJICHHBIM INTAaTHBIM PaCIUCAHUEM
oOpaszoBaTebHON oOpraHu3anuu. Ha3BaHWSMU pa3feioB HOMEHKIATYPBI e
SIBJISIIOTCSI HAaMMEHOBAaHUsI €€ CTPYKTYPHBIX TOJpa3/IefIeHU WM HampaBiIeHUN
NEeATEIbHOCTH.

8.11.1. Brpade 1 HOMEHKIATYphI J€J MPOCTABISIOTCS WHIAEKCHI KaXKJIOTO
Jiena, BKIIOYEHHOTO B HOMEHKJIaTypy. WHaekc pgena coctouT wu3 nudpoBOTO
o003HaueHusl paszesia HOMEHKIATYpbl U MOPSIKOBOTO HOMEpa 3arojioBka Jesa
o HoMeHkIarype. MHaekcsl aen o6o3HavaroTcst apabeckumu mudpamu. Hanpumep:
12-05, rne 12 — nHomep pasnmena, 05 — TOPSAKOBBIA HOMEp 3aroJioBKa jielia
B pa3Jiejie HOMEHKJIATYyphl AE.

B HOMEHKIaType A€ COXPaHSAIOTCS OAUHAKOBBIE MHAEKCHI 11 OJJHOPOIHBIX
U TIEPEXOAIINX AEN.

8.11.2. Brpade 2 HOMEHKIATYpHl €7 IPOMHUCHIBAIOTCS 3arojOBKH JICII.
3arojIoBOK Jena 4eTko, B 0000IeHHON (opMe OTpakaeT OCHOBHOE COJCpP)KAHHE
U COCTaB JOKYMEHTOB Jena. OCHOBOW /Uisi HAaMMEHOBaHMs (3arojioBKa) el
SBIISFOTCS  BOTMPOCHI, OTPAKAIOIIME 3aJadyd U QYHKIMHU 0O0pa3oBaTEIbHOU
opraHu3zanuu. HanmeHOBaHMS TOMOJIHSIOTCS yKa3aHHEM pPOJa 3aBOJUMOIO Jenia
WJIM Pa3HOBUJIHOCTH IOKYMEHTOB (MIOCTAHOBJIEHUS, IPUKA3bl, TPOTOKOJIBI U T. 1.).

Ecnu neno, BkiIO4aeMOE€ B HOMEHKIIATYPY J€d, COCTOUT W3 OJMHAKOBBIX
BHUJIOB WJIM Pa3HOBHUJIHOCTEW JOKYMEHTOB, B 3ar0JOBKE TaKOIO JieJia YKa3bIBaeTCs
HAaUMEHOBaHUWE BUJIOB JOKYMEHTOB, Hampumep «lIpuka3pl 10 OCHOBHOM
nesrenbHOCTH». He gomyckaercs ynoTpeOJieHHe B 3aroJIOBKE Jejia HEKOHKPETHBIX
bopMynHpOBOK («pa3HbIE MaTEpHANbI», «OOIMas TepPenucKay, «UCXOSIas
MepernucKa», «BXOISIINE JOKYMEHTB»), a TaKXe€ BBOJHBIX CJIOB, CJOXKHBIX
CHUHTaKcU4eckux o00poToB. He pomyckaercs ynoTpeOieHHEe COKpAIIEHHBIX CJIOB
HAaNMMEHOBAHUM TEPPUTOPHUAIBHBIX OPTAHOB UCIOJHUTEIbHON BIIACTH, YUPEKICHUN
Y OpraHu3aluii, KpoMe opuIMaIbHO YCTAHOBICHHBIX COKPAIICHUI.

Ecnu pgeno OyaeT cocCTOSTh W3 HECKOJBKHMX TOMOB HJIM  YacTew,
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TO COCTaBJsieTCs OOIIMK 3aroJioBOK JieJla, a3aTeM TMpu HeoOXOJIUMOCTH
COCTaBJISIIOTCSL 3arOJOBKM KaXJOro ToMa (4YacTu), YTOYHSIONIUE COJCp>KaHHE
3aroJioBKa Jiena.

[Topsaiok pacnoyioxKeHUs! 3aroJIOBKOB J€JI BHYTPU PA3eNoOB U MOJAPa3eioB
HOMEHKJIATYPHI ~ JIeJl  ONpeNessieTcs  CTENEHbI0  BaXXHOCTH  JIOKYMEHTOB,
COCTaBJISIOMIMX JIeJla, W UX B3aUMOCBsI3bl0. BHawane pacmosararorcsi 3arojOBKHU
JIeN, COJepKallluX OpPraHU3alMOHHO-PACHOPSIUTEIbHYIO JOKYMeHTauuw. [lanee
pacrionararoTcsi 3aroJIOBKU JIeJl, COJEepKAIINX MIAHOBBIE U OTYETHBIE JOKYMEHTHI
M T.0. 3arojoBKd JeJl MOTLYyT YTOUHSTBhCS B Ipolecce (QOopMUPOBAHUS
1 opopMIIEeHUS Aell.

B HOMeHKIaTypy JAen  BKJIIOYAKOTCA TakkKe Jiela, He 3aKOHUCHHBIC
IPOU3BOJICTBOM JIeJia MPOILILIX JIeT (IePEXOsIIIHe).

8.11.3. I'padha 3 HOMEHKIIATYpPBI JIeTT 3aMOJIHSIETCSl B TEUCHUE KAJICHIApPHOTO
roja — npu (HOPMUPOBAHUMU HOBOTO JIeia, TP 3aKPBITUU JieJia U 10 OKOHYAHUU
KaJICHAapHOTO ro/a.

ITo noctwxennu genom obObema B 250 1MCTOB, TOM 3aKpbIBAETCS
U OTKpBIBAETCS HOBBIM TOM. B rpade mociegoBaTenbHO YKa3bIBaIOTCS HOMeEpa
TOMOB M KpailHue JaThl JOKYMEHTOB Kaxk1oro Toma. Hammpumep «T1 — 11.01.2024—
30.06.2024, T.2. — 01.07.2024-30.12.2024».

DNEeKTPOHHEBIE JIeJia Ha TOMa He pa3iesisitoTcs. Bee aeKkTpoHHbIC JOKYMEHTHI,
HE3aBHCHMO OT UX 00beMa, BKIIOYAIOTCS B OJTHO JIEKTPOHHOE JIEJO.

8.11.4. Brpade 4 ykaszpiBaeTCs CpOK XpaHCHHs Jeja, HOMepa crareu
110 TUIIOBOMY WJIM BEIOMCTBEHHOMY IEPEYHIO, (peAepaTbHOMY 3aKOHY HIIA HHOMY
HOPMAaTUBHOMY NIPaBOBOMY aKTy, aIpd HUX OTCYTCTBUM — I10 TUIIOBOM WU
npuMepHOM HOMeHKJatype Aen (rpuka3 Pocapxusa ot 20.12.2019 Ne 236, npukas
Mumnnpocsemenus oT 30.12.1980 Ne 176, nucemo Muno6pazosanus ot 20.12.2000
Ne 03-51/64).

8.11.5. B rpade 5 ykaspiBaroTcss 0cOOCHHOCTH (POPMHUPOBAHMS Jejda W BUJ
HocuTensi nHpopManuu. B Tom yucie B rpade oTpakaroTcs CreluaibHbIe CPOKH
XpaHEHUsl JeJl, NPOCTABISIIOTCA OTMETKH O 3aBEJCHHH Jed (B TOM 4HCIIe
B JIEKTPOHHOM BHJIE€), O BBIACICHUU A1 K YHUUYTOKEHUIO MO UCTEYEHUU CPOKOB
UX XpaHEHMS, O MECT€ XPAaHEHUS MOJIJMHHUKOB JOKYMEHTOB, O Mepenade Aen
B JIPYTYIO OPTaHU3ALMIO JJIs1 IPOJIOJKEHUS BEACHUS U JIp.

B rpade nmenarorcs OTMETKH O MEPEeXONAIIMX JelaX C yKa3aHHEeM CTaporo
WHJEKca Jena B choydae ero m3meHenms. Hampumep «llepexomsmee ¢ 2024 r.
B 2024 — 2028 rr. — m. 2-2-11».

[lo nenam, KOTOphIE MO KAKUM-TUOO MPUYMHAM B T€UEHHUE KaJEHIAPHOTO
roja He 3aBOAWINCH, BTpade «[IpuMeuanue» HOMEHKIATYPHI 1€l JeIaeTCs
3anuch — «Jleno He 3aBoauIochy. [Ipu 3ToM B rpade 3 mpocTaBisieTcs: IPOUepK.

8.12. Ilo OKOHYaHWM KAJIEHAAPHOTO TOJa B KOHIIE HOMEHKIIATYPHI el
JIeJIaeTCs WTOTOBasl 3alUCh O KATETOPUSX U KOJMWYECTBE [N, 3aBEJICHHBIX
B TEKYILIEM KaJleHJapHOM ToJly. B UTOroByro 3amuch CBOJHON HOMEHKIIATYPHI 1€
CBEJICHMSI BHOCATCSI Ha OCHOBAHMM JAaHHBIX, TMEPEIaHHBIX U3 CTPYKTYPHBIX
MojIpa3aeieHui 00pa3oBaTEIbHOM OpraHU3aIuy.
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9. ®opmupoBanue u opopmiieHHE JeJl.

9.1. ®opmupoBanue €1 — IpPyNIUPOBKAa UCIOJHEHHBIX JOKYMEHTOB B €N
B COOTBETCTBHUHM C HOMEHKIATYypOW NeJ W CUCTeMAaTh3allus TOKYMEHTOB BHYTPH
aena.

9.2. llena B oOpa3zoBareiabHON opraHu3aluu (HOPMHUPYIOTCA B CTPYKTYPHBIX
MO/Ipa3/IeNEHUsX.

9.3. HcnonHeHHble OOKYMEHTHI JOJKHBI B 10-mHEBHBIM CpOK caaBaThCs
UCIIOJIHUTEJEM  JIMIy, OTBETCTBEHHOMY  3a BEJEHUE  JeJONPOMU3BOICTBA
B CTPYKTYPHBIX TOApa3AelieHusX, st (opMHupoBaHUs uX B nena. Homep nena,
B KOTOpOE€ JOJKEH ObITh MOAIIUT JOKYMEHT, OIpeAeNseT pPYKOBOAUTEINb
CTPYKTYPHOI'O ToJipa3jeiaeHusi o0pa3oBaTeIbHON OpraHu3alyy WU UCIIOJHUTENb
B COOTBETCTBHM C HOMEHKJIATypoil nen. Ha moxkymeHTe mpocTaBisSIOTCS OTMETKa
«B neno Ne...», mNOANMCH HWCHOJHUTENS WM PYKOBOJIUTENS CTPYKTYPHOIO
noJipaszieJieHus, Aata.

JIOKyMEHTBI BHYTPH nena pacrojararoTcs B XPOHOJIOTHYECKOM
MOCIIEIOBATEIbHOCTH.

9.4. KoHTponb 3a MpaBUIBHOCTHIO (POPMHUPOBAHUS €] OCYIIECTBISIETCS
OTBETCTBEHHBIM 32 apXUB 00pa30BaTEIbHON OpraHU3aIINH.

9.5. Ilpu popmupoBanuu aen HE0OXOAUMO COOJIIOIATH CIEAYIOIIHE O0IINe

IpaBHUIIA:
. TIOMeIIaTh B JIEJIO TOJIBKO UCTIOJTHEHHBIE IOKYMEHTHI B COOTBETCTBUH
C 3aroJIOBKaMH JIEJT 110 HOMEHKJIaType;
. TPYNIAPOBATH B JIEJI0 JOKYMEHTBI OJTHOTO KAJICHIAPHOTO T4,
. pa3feNbHO  TPYNIUpPOBaTh B JAeNa  JIOKYMEHTHI  IOCTOSIHHOTO
Y BPEMEHHOT'O CPOKOB XPaHCHUS;
. oMeIIaTh B Jeja KCepokonuu (akcoB, TeJeGoHOrpaMM Ha OOITUX
OCHOBaHWMSIX;
. B JICJIO HE JTOJKHBI IOMEIATHCS TOKYMEHTBI, TTOJIeXKAIIE BO3BpaTYy,

JUIIHAE  OK3EMIUISIPbl, YEPHOBUKHU: TI0 OOBEMY JIeNI0  HE JOKHO
npeBbiath 250 auctoB unu 4 cM. [Ipu HamM4uu B Jej1€ HECKOJBbKUX TOMOB
(yacTeil) WMHAEKC U 3aroJiOBOK Jeja MPOCTAaBISIOTCS HA KaXXJIOM TOME
¢ 1o6aBieHUEM «TOM 1», «TOM 2» (TIOCIICTHUIA).

9.6. OcoObIe TpeOoBaHUS K POPMUPOBAHUIO OT/IETHHBIX JCII.

9.6.1. PacnopsiauTenbHble JOKYMEHTBl TPYNIUPYIOTCA B J€jia [0 BHAAM
B XPOHOJIOTUYECKOM MOPSIAKE C OTHOCAIIUMHUCS K HUM MPUIOKEHUSIMHU.

9.6.2. VYcrassl, MIOJIOXKEHUS, MHCTPYKIUH, YTBEPKIACHHBIE
pactopsiAuTEIbHBIMU  JIOKYMEHTaMH,  SIBJSIIOTCS  MPUJIOKEHUSIMH K HUM
U TPYIIHUPYIOTCS BMECTE C YKa3aHHBIMU JTOKYMeHTaMu. Eciu jke OHU yTBEpPKIEHbI
B KQYECTBE CAMOCTOSITEJIbHOTO JJOKYMEHTA, TO UX TPYHNIUPYIOT B CAMOCTOSITEIbHbIE
nena.

9.6.3. Ilpuka3pl 1O OCHOBHOM JEATEIBHOCTA TPYNIHUPYIOTCA OTIEIBHO
OT MPUKA30B MO JIUYHOMY COCTABY.

9.6.4. IIpukaspl O JIMYHOMY COCTaBYy I'PYIIIUPYIOTCS B JI€JIa B COOTBETCTBUU
C YCTAaHOBJICHHBIMHU CPOKAMH MX XPaHEHUS.
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9.6.5. IIpoTOKONBI B J€N€ PACHONArarOTCs B XPOHOJOTMYECKOM MOPSIKE
o HoMepaM. JIOKyMEHTBI K MPOTOKOJaM, CIPYyHNIIMPOBAHHBIE B OTIEIbHBIE €A,
CUCTEMATU3UPYIOTCS IO HOMEpPaM MPOTOKOJIOB.

9.6.6. YTBepKI€HHBIE TUIAHbI, OTYETHI, CMETHI, JIMMUTHI, TUTYJIbHBIC CIIUCKH
U ApyTrue JOKYMEHTBI PYIIUPYIOTCS OTIEIBHO OT MPOEKTOB.

9.6.7.  JIoOKyMeHTBI B JIMYHBIX JI€JJaXx  pAaCHOJIaraloTCs IO Mepe
UX MOCTYIICHUS.

9.6.8. Ilepenncka rpynnupyercs B paMKax OJIHOTO KaJICHAApPHOTO Toja
Y CUCTEMATU3UPYETCS] B XPOHOJOTMYECKON MOCIEeI0BAaTENbHOCTA: JOKYMEHT —
3anpoc — AOKYMEHT — OTBET.

9.7. Jlena oOpa3oBaTelbHOW OpraHU3ALMHU MOJUIEKAT OPOPMIICHUIO MPHU
UX 3aBEJCHUU W I10 3aBepUIEHUU KaneHnapHoro roja. OdopmieHue gena —
NOJIFOTOBKA JIeJIa K XPAaHEHHUIO BKJIIOYAET B ce0s KOMIUIEKC paboT MO ONMHUCAHUIO
Jena  Ha OOJIOXKKe, TMOJIIMBKE, HyMepaluu JIMCTOB U COCTaBJICHHUIO JIUMCTa-
3aBepurenst aena. OdopmiieHne Jen MpOBOAUTCA PAaOOTHUKAMU CTPYKTYPHBIX
noJipasaesaeHuil 00pa3oBaTENbHONW OpraHU3aIiy, B 00I3aHHOCTH KOTOPBIX BXOAUT
3aBejieHHEe U (OPMHUPOBAHUE 1€, IPU METOJUYECKON MOMOIIM U MOJ KOHTPOJIEM
OTBETCTBEHHOTO 32 apXUB 00pa30BaATEIILHON OpPraHU3aII|H.

9.8. Hena mnomnexar odopmienuto. I[lomnoe odopmienue npena

peyCMaTPUBACT:
. MOJIIIMBKY WJIU TBEPBIN MEPETUIET JeNa;
. HYMEpAIIUIO JINCTOB B JICJIC;
. COCTaBJICHUE JIUCTA-3aBEPUTENIS JeIa;
. COCTaBJIEHHE B 0COOBIX citydasx (pu opOopMIICHUH JTUYHBIX T, IS
ydeTa 0co00 IIEHHBIX IOKYMEHTOB) BHYTPEHHEH OMUCH JJOKYMEHTOB JIeJ1a;
. BHECCHHE HEOOXOJIUMBIX YTOUHCHHH B PEKBU3UTHI OOJIOKKH Jielia
(yrouHeHHEe Ha3BaHUs TOJpA3/CIICHUS, MHICKCA W 3arojoBKa Jeia, JaThl
nena u zp.).

9.9. ChopmupoBaHHbIC Jeia MOJINIMBAIOT Ha YETHIPE IMPOKOJIA B TBEPAYIO
00JIOKKY W3 KapTOHA WJIM TEPEIUIETaI0TCSl C yY€TOM BO3MOXKHOCTH CBOOOIHOTO
YTEHUSI TEKCTa BCEX JOKYMEHTOB, AaT, BU3 U pe3oytonuil Ha HUX. [Ipu moaroroske
7 K MOAIIMBKE (TeperyieTy) METaJUTMYEeCKUEe CKpervieHus: (CKOOBI, CKpETKH)
U3 IOKYMEHTOB  yJajisitorcs. Jlema  MOCTOSSHHOTO — XpaHEHUs, COCTOSIIHE
13 HeOPMATHBIX JIOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEPIBIX IMAMKaX C TPEMs
KJIallaHaMU U C 3aBS3KaMHU.

9.10. Tlpm wHammuuu B JeJe HEBOCTPEOOBAHHBIX JIMYHBIX JTOKYMEHTOB
(TpyAOBBIX KHMKEK W JIp.) 3T JIOKYMEHThI BKJIAJIBIBAIOTCA B KOHBEPT, KOTOPBIN
3aTeM MoJlMBaeTcss B ATO jneno. [Ipy Hanuuuu OONBIIOrO KOJWYECTBA TaKUX
JOKYMEHTOB OHHM MOTYT HU3bIMAThCSl W3 JIeJI, U HA HUX COCTaBIIAETCS OT/AEJIbHAs
OMHCh.

9.11. Buemsix o0ecrneueHusi COXPAaHHOCTH U 3aKpEIUICHUS MOpsJKa
PaCIONIOKEHHST JOKYMEHTOB, BKJIIOUCHHBIX B JIEJIO, BCE JIUCTHI, KpOME JIMCTa-
3aBEpUTENsl, HYMEpYITCs apaOckumu 1udpaMu B MPaBOM BEpPXHEM VTIIy,
HE 3aj7ieBasi TEKCTa JOKYMEHTa, MPOCThIM TIpaduuyecKuM KapaHJalloM WIH
HyMepaTopoM. YNoTpeOJeHrHe YEepHWJI M UBETHBIX KapaHJalen ajis Hymepaluu
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JIMCTOB 3anperaercsa. BHyTpeHHss1 onuCch UMEET CaMOCTOATEIbHYI0 HyMEPaLHUIo.

JIMCTBl €N, COCTOSIMX M3 HECKOJBKUX TOMOB WJIM YacTe, HyMEpyHTCs
M0 KaX/JI0OMy TOMY WJIM YaCTH OTIEIBHO.

®dotorpadun, UepTEKH, AUMATPAMMBI U APYrHE€  WLUIIOCTPATUBHBIC
U cnenupuyeckue TOKyMEHTBI, IPEACTABISIONINE CAMOCTOSTENbHBINA JUCT B JEIE,
HYMEpYIOTCSI HA 00OPOTHOW CTOPOHE B JIEBOM BEPXHEM YTIIY.

CnoxeHHBIN JUCT Pa3BOpPAuYMUBACTCS U HyMEPYETCS B IPABOM BEPXHEM YIIIY.
[Ipu 3TOM nHcT M1060r0 hopMara, MOAMIUTHIN 3a OAUH Kpail, HyMepyeTcsl KaK OJIH
JIUCT; JIUCT, CJIOKCHHBIA U MOAIIMTBHIA 3a CEPEIMHY, TMOJJICKUT TMEPEIINBKE
U HyMEPYeTCs KaK OJUH JIUCT.

[TogmmTeie B €10 KOHBEPTHI C BIOXKECHUSMH HYMEPYIOTCS; MpPU ITOM
BHayaJle HyMepyeTcsi KOHBEPT, a 3aTeM OYEepPETHBIM HOMEPOM Ka)KJ0€ BIIOKCHHE
B KOHBEPTE.

[lopmuTeie B A€NO JOKYMEHTHI C COOCTBEHHOW HyMepaluell JIMCTOB
(BKJIFOUAsi TIEYaTHBIC W3JIaHUSI) MOTYT HYMEPOBAThCA B OOIIEM TOPSJIKE WU
COXpPaHATh COOCTBEHHYIO HYMEpAllMI0, €CJIM OHAa COOTBETCTBYET MOPSIKOBOMY
PacIoJIOKEHHIO JINCTOB B JIETIE.

B cnyuasax oOHapyxeHUs OONBIIOrO yucia OMMOOK B HyMEpAlMH JIMCTOB
JieNa B ICJIONPOU3BOJICTBE NMPOBOAUTCA MX nepenymepanud. [lpu nepenymepanuu
JIUCTOB CTapble HOMEpA 3a4YEPKUBAKOTCSA OJHOM HAKIOHHOM 4YEpTOU U PSAIOM
CTaBUTCSI HOBBII HOMEp JIMCTA; B KOHIIE J€JIa BKJIAJIBIBAECTCS JTUCT-3aBEPUTEND, ITPU
ATOM CTapblid JIUCT-3aBEPUTEIb 3aUEPKUBAETCS, HO COXpAHSETCS B JEJ€.

9.12. Jlns ydera KoIM4yecTBa JIUCTOB B Jelie W (PUKCALUU OCOOCHHOCTEU
UX HyMEpalluil COCTAaBIISIETCSl JINCT-3aBEpUTENb Jena. JIOKyMEHT coCTaBiseTcs
Ha OT/EJIbHOM JIMCTE W BKJIIOYAETCS B JEJIO MOCIEIHUM JIUCTOM. JIucT-3aBepurenn
cocraBnserca 1o ¢popme, ycTaHoBieHHOH [IpaBuimamMu opraHu3alnuu XpaHEHWs,
KOMIUICKTOBaHUS, Y4YeTa W MCIIOJIB30BaHUSA JOKYMEHTOB ApxuBHOrO ¢oHma PO
U APYTUX apXUBHBIX IOKYMEHTOB B TOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYMpaBJICHUsI W OpraHu3alusaX, YTBEP)KICHHBIMM Ipukazom Pocapxua
ot 31.07.2023 Ne 77.

Bce nocneayroniye W3MEHEHHs B COCTaBE U COCTOSIHUM Jena (MOBPEXAeHUS,
3aME€Ha MOJIMHHBIX JOKYMEHTOB KOMHUSIMHM, HNPHCOECIMHEHUE HOBBIX JTOKYMEHTOB
U T. I.) OTMEYAIOTCS B JINCTE-3aBEPUTENIE JI€Ta CO CCHUIKOM HAa COOTBETCTBYIOLIUI
aKT.

9.13. OGnoxKka J1en MOCTOSTHHOTO, BpeMeHHOro (cBbimie 10 yiet) xpaHeHUs
Y TI0 TIMYHOMY cocTaBy odopmisiercs 1o ¢hopme, ycTaHoBieHHOW [IpaBumamu
OpraHu3alMy XpaHEHHUs, KOMIUIEKTOBAHUS, Y4eTa W UCIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro ¢onaa P® u npyrux apxuBHBIX JOKYMEHTOB B IOCYJAapCTBEHHBIX
OopraHax, OpraHax MECTHOTO CaMOYMPABJICHUS U OPraHU3aLUSIX, YTBEPKICHHBIMU
npuka3zom Pocapxusa ot 31.07.2023 Ne 77,

Ha 06510%Ke e MOCTOSSHHOTO XpaHEHHs BBEpXY IPEAyCcMaTPUBAETCSI MECTO
JUISl HAUMEHOBAHUSI MYHUIMIIAJIBHOTO apXuBa, B KOTOPHIA OHM OYAyT IMepeaHsbl,
a TAK)K€ apXMBHOIO MIKU(pa B IPAaBOM BEPXHEM U JIEBOM HUYKHEM YTIJIaX.

I[Ipu odopmnenun oOJOXKKH Je€d HAMMEHOBaHUE O0pa30BaTENIbHOM
OpraHM3alMy YKa3bIBAETCS TMOJHOCTHIO [0 YCTaBY, B UMEHUTEIBHOM TMaJEXKe,
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COKpAILIEHHOE Ha3BaHHE — B CKOOKaXx.

OOs3aTenbHBIMM  PEKBU3UTAMHM  OOJIOKKM  Jlena  SBJISETCS — yKa3aHue
KOJMYECTBA JHUCTOB B JIeJ€, KOTOPOE MPOCTABISIETCS HAa OCHOBAaHUU JIMCTa-
3aBepuTeNs Jena, M CpoKa XpaHEeHWs Jena (Ha Jelax NOCTOSHHOTIO XpaHEHHUs
MUIIETCS: «XPAaHUTh TOCTOSIHHOY»), KOTOPBIA MEPEHOCUTCS Ha OOJIOXKKY Jena
13 HOMEHKJIaTypbl IIOCJIE CBEPKU €T0 10 CPOKAM XpaHEHHUS B MIEpEYHeE.

9.14. JIns yyera JOKYMEHTOB OINPEACIECHHBIX KATETOPUN A€ MOCTOSIHHOTO
1 BpeMeHHOro (cBbile 10 JeT) XpaHeHusl, y4eT KOTOPBIX BbI3bIBAETCS CIIELIMPUKON
JAHHOM JTOKYMEHTalUU (JMYHBIE J1e71a, 0CO00 LEHHBIE), COCTABISETCS BHYTPEHHSA
OINMKCH IOKYMEHTOB JieJia (1ajiee — BHYTPEHHSSL OIUCH).

BHyTpeHHI0I0 0nuch HEOOXOAMMO TaKXKE COCTABIATH B JieiaX MOCTOSHHOIO
1 BpeMeHHoro (cBbitie 10 jeT) xpaHeHus, cGOpMUPOBAHHBIX MO Pa3HOBUAHOCTAM
JIOKYMEHTOB, 3arojOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIepKaHHe
JOKYMEHTOB.

BHyTpeHHsT ONMUCh COCTaBIsAE€TCA HA OTIEIBHOM JHCTe 10 dopme,
yctaHoBieHHON [IpaBunamu opraHuzanuu XpaHEHHUs, KOMIUICKTOBaHHUS, y4eTa
Y UCTIOJIb30BaHMsT JOKYMEHTOB ApxuBHOro ¢onaa PO u npyrux apXuBHBIX
JIOKYMEHTOB B rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOrO0 CaMOYIpPaBIICHUS
U OpraHu3aIuaX, yTBEPKACHHbIMU TTpuKa3oM Pocapxusa ot 31.07.2023 Ne 77.

K BHyTpeHHell omucu Jena COCTaBiseTCs HWTOroBasi 3alHCh, B KOTOPOIl
yKa3bIBaeTcs HuppaMHu U MPOIMUCHI0 KOJIMUYECTBO BKIFOUEHHBIX B HEE JOKYMEHTOB
Y KOJIMYECTBO JINCTOB BHYTPEHHEN OIUCH.

BHyTpeHHSsT ONMCh TOJAINHKCHIBAETCS €€ COCTABUTEIEM  C yKa3aHHUEM
JOJDKHOCTH, MOJIUCH, pacIIM(PPOBKU NOANUCU U HYMEPYETCS B €€ OTIEIIBHO.

10. Opranu3anusi ONNEPATUBHOI0 XPaAHEHHSsI JOKYMEHTOB

10.1. C MoMeHTa 3aBefieHUs U J0 TIepeIadn Jesl B apXuB 00pa3oBaTeIbHOM
OpraHu3aliy Jeja XpaHSATCA [0 MECTy HuX (OPMUPOBAHUS — B CTPYKTYPHBIX
NOApa3ACICHUSX.

PykoBoauTenu CTpyKTYpHBIX ToOJpa3feieHuil U pabOTHUKH, OTBEYAIOIINE
3a JIeTIOMPON3BOCTBO, 00s3aHBI 00€CTIEUNBATh COXPAHHOCTh JOKYMEHTOB U JIE.

C uenbi0  MOBBINIEHUS  ONEPATUBHOCTUM IOUCKA JOKYMEHTOB Jeia
pacronaratoTcs B COOTBETCTBUHM C HOMEHKIIATYPOU JIETl.

Ha xopemikax 065105keK e yKa3bIBalOTCS UHIEKCHI JeJT 10 HOMEHKIIAType.

10.2. Bplmaua nen, O3HaAaKOMJICHHE C JIOKYMEHTAMH, HaXOASIIUMUCS
Ha ONEPATUBHOM  XPAaHEHUU B CTPYKTYPHOM MOAPA3JACICHUU, PAOOTHUKAM
o0pa3oBaTeILHOM OpPTraHU3aIuU TIPOU3BOJIUTCS C Pa3pelIeHUsT PYKOBOJICTBA.

10.3. U3bsiTHE JOKYMEHTOB M3 JieJl MOCTOSSHHOIO XPaHEHHs JOMyCKaeTcs
B UCKJIIOUYUTEIbHBIX Clyvasx, o 3amnpocam KOMITETEHTHBIX OpraHoB
Y MIPOU3BOJIUTCSI C MUCHbMEHHOTO pa3pellieHusi PYKOBOJAUTENS 0O0pa3oBaTeIbHOM
OpraHu3alMyi C OCTABJICHUEM B JieJ€ 3aBEPEHHON KOMMHU JIOKYMEHTA U aKTa
O MPUYMHAX BbIJJAYU MOJJIMHHUKA.

10.4. CamoCTOSITEIBHOE YHUYTOXEHHE JOKYMEHTOB B CTPYKTYPHBIX
noApaszaeiaeHusax o0pa3oBaTeIbHON OPraHU3alMK 3aMpeiaeTCs.

10.5. PaOOTHUKH CTPYKTYpHBIX MOAPA3JAEICHUN HECYT OTBETCTBEHHOCTD
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34 COXpPaHHOCTb TIIOCTYNMBIINX K HUM JOKYMCHTOB M aKKYPaTHOC O6paI]_I€HI/I€
C HUMMU.

11. Iopsaxok mepeaayu J0KYMEHTOB HA XpPaHEHUE B apXHMB 00pa3oBaTe/IbHOM
OpraHM3auum

11.1. BapxuB o0pa3oBaTeJbHOW OpraHu3alMy MepeJalTcs  Jefa
MOCTOSIHHOT 0, BpeMeHHoro (cBbiuie 10 sner) xpanenus. Mx nepegava npou3BoaUTCs
10 OMUCAM JIETI.

3aKOHUYEHHBIE JEIONPOU3BOJICTBOM JI€NIa MOCTOSTHHOT0, BPEMEHHOTO (CBBIIIE
10 net) XpaHeHHUs MOCJI€ OKOHYAHHUS KaJEHAAPHOTO rojia, B KOTOPOM OHHU ObLIU
3aBe/IeHbl, MOJJIeKAT O(OPMIICHHUIO B COOTBETCTBUU C HACTOSILEW HHCTPYKIMEH
U TiepeslaloTesl B apxuB oOpa3zoBareiabHOM opranuzanuu. llpuem ocymectsisercs
1o rpauky, COTJIACOBAHHOMY C PYKOBOJUTENSIMU CTPYKTYPHBIX MOJpPA3CICHUM
U YTBEPKJACHHOMY PYKOBOJUTEIEM 00pa30BaTEIbHON OpraHu3aluu.

11.2. B nepuoa mNOATOTOBKM CTPYKTYPHBIMH TOAPA3ACICHUSMH  JEN
K [lepeiaue B apXuB 00pa30BaTENbHOW OpraHu3allid OTBETCTBEHHBINH 3a apXuB
NpeBAPUTEIBHO TMPOBEPSET MPABUIBHOCTh HX (popMupoBanus, 0GhOpMIICHHUS
Y COOTBETCTBHE KOJMYECTBA [I€J, BKIKOYEHHBIX B ONUCh, KOJHUYECTBY JIEd,
3aBEJICHHBIX B COOTBETCTBUU C HOMEHKJIATYpoil. Bce BBISBIEHHBIE IIPU MPOBEPKE
HEJOCTAaTKA OTBETCTBEHHBIE 32 JIEIONPOU3BOACTBO CTPYKTYPHOTO MOAPa3ACICHUS
00s13aHbl YCTPAHUTb.

11.3. IlpmeM Kaxgoro Jmena MPOU3BOJAUTCA OTBETCTBEHHBIM 3a apXHB
B [IPUCYTCTBUH OTBETCTBEHHOT'O 3a JIeJI0NPOU3BOJICTBO CTPYKTYpPHOTO
noapaszaeneHuss. Ha sk3emIuisipax ONKMCH MPOTHUB Ka)KIOTO J1€71a, BKIFOUEHHOIO
B HEE, JENaeTcsl OTMETKA O HAIMYMU JAena. B KOHIE KaKIoro 3K3eMILIsipa OMHCH
YKa3bIBAIOTCS IU(PPAMHU U MPOMHUCHI0 KOTHMYECTBO (DaKTHUECKH MPUHSATHIX B apXHUB
1ed, HOMepa OTCYTCTBYIOIIMX J€J, JaTa MpueMa-nepeaadyd Aed, MOANUCU
OTBETCTBEHHOTO 32 apXUB U PAOOTHHUKA, MEPEIABIIETO Jea.

11.4. Jlena BapxXuB JOCTaBISAIOTCS  paOOTHUKAMH  CTPYKTYPHBIX
MIOIpa3CIICHUN.

11.5. B cnyyae nuKBUAAMU CTPYKTYPHOTO MOAPA3AEICHUS OTBETCTBEHHBIN
3a IEJIONPOU3BOJACTBO B TEYEHUE [JBYX MECILEB C MOMEHTa JIMKBUAALUU
nojipa3zaesieHuss (pOopMUPYET BCE HUMEIOIIMECS TOKYMEHTHI U MEpelaeT B apXUB
o0pa3oBaTeIbHOW  OpraHM3allid  HE3aBUCUMO OT CPOKOB  XpaHEHHs; MpH
peopranuzanuy 00pa3oBaTEIbHON OpraHU3aluu JOKYMEHThI IEPEJATCs 10 aKTy
npuemMa-nepesayl MpaBoNpeeMHUKY WM NPU OTCYTCTBUU MPAaBOIPEEMHUKA — B
MYHULIUNAIBHBIA apXUB.

12. DkcnepTH3a HEHHOCTH JOKYMEHTOB
12.1. Dkcneptu3a LEHHOCTH JOKYMEHTOB — ONPEIEIICHHE COOTBETCTBHS
JOKyMEHTa U (WJIM) JIOKYMEHTOB KpUTEpUSIM ero (uMX) LEHHOCTH B LENAX
OMpEeNIeNICHUs] CPOKAa XpaHEHUsT U 0TOOpa JOKYMEHTa M (WJIM) JOKYMEHTOB ISt
nepeayu Ha XpaHEHUs! B apXuUBe 00pa30BaTelIbHOW OpPraHU3allMK WK BbIJICICHUS
K YHUUYTOKEHHUIO TI0 UICTEUEHUU YCTAHOBJIECHHOI'O CPOKA XPaHEHHS.
12.2. DkcnepTusa UEHHOCTU JOKYMEHTOB B 00pa30BaTEIbHON OpraHu3aluu
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Ha CTauu ACIIOIPOU3BOACTBA ITPOBOAUTCA:

. IIPY COCTABJIEHUN HOMEHKJIATYPHI JET;

. B mpouecce (OpPMHpPOBAaHUS J€J M NPOBEPKU  MPABUIBHOCTU
OTHECEHUS TOKYMEHTOB K JI€JIaM;

. IIPY ITOATOTOBKE JI€] K MOCIEAYIOIIEMY XPAHCHUIO;

. B apXMBE B IPOLECCE MOATOTOBKM HA XPAaHEHHE B MYHHUIMIIAJBHOM
apXuBe.

12.3. JIns opraHu3aiuy 1 NpOBEAECHUS SKCIEPTU3bl [IEHHOCTH TOKYMEHTOB
B 00pa3oBaTebHON OpraHU3alliy CO3/1a€TCs TOCTOSTHHO JEUCTBYIOIIAs IKCIIEPTHAS
komuccus (manee — OK).

12.4. ®ynkuuu u ipaBa DK, a Taxke opranuzaiys ee padoThl ONpeaeIsIeTCs
MOJIOKEHUEM, KOTOPOE  YTBEPXKIAETCA  PYKOBOJAMTENIEM  00pa30oBaTesIbHOM
OpraHU3aIluu.

12.5. DxcrmepTusza I[EHHOCTH JAOKYMEHTOB IIOCTOSSHHOTO W BPEMEHHOTO
XpaHEHUSI  OCYIICCTBISICTCSI  €XEroJIHO B CTPYKTYPHBIX  TOJPa3ICICHHUSIX
00pa3oBaTeIbHON OpraHW3allMd HEMOCPEJACTBEHHO JIMIIAMHU, OTBETCTBEHHBIMH
3a JIeJIONPOU3BOJICTBO, coBMecTHO ¢ DK mpu HemocpeacTBEHHOM METOJIMYECKOM
PYKOBOJICTBE PYKOBOJUTENSI apXrBa 00pa30BaTeIbHON OpraHU3aIIiH.

12.6. OtOOop MIOKYMEHTOB [l TIOCTOSIHHOTO XpaHEHHsS TPOBOIUTCS
B COOTBETCTBUH C HOMEHKJIATYPOH Jies1 00pa30BaTEILHON OpraHu3aIluy, TUTTOBBIMH
Y BEIOMCTBEHHBIMU TEPEYHSIMU JOKYMEHTOB C YKa3aHHEM CPOKOB HMX XPaHEHHS
IyTEM MOCTPAHUYHOTO IPOCMOTpA Je.

B nenax MOCTOSHHOTO  XpaHEHHUsT TOMJIEXKAT HUBBITHIO  JTYyOJIETHBIE
HK3EMIUIIPBl  IOKYMEHTOB, UYEPHOBUKHU, HEO(POPMIICHHBIE KOMHH JOKYMEHTOB
Y HE OTHOCSIIIUECS K HUM JIOKYMEHTBI.

Hena cormerkorr "OIIK"/"OK" moaBepraioTcss Takke IMOJIHUCTHOMY
IPOCMOTPY C LENbI0 ONPEACIICHUS U BBIAEIEHUA W3 UX COCTaBa JOKYMEHTOB,
MOJUICKAIUX  TOCTOSHHOMY  xpaHeHuro. Jlema ¢ ormerkoit  "OIIK"/"OK,
coJiepKalnue JOKYMEHTHI IOCTOSTHHOTO XPaHEeHHUS], TTOJIekAT rnepedOpMUPOBAHUIO.
BoieneHHble U3 UX cOCTaBa JOKYMEHTBI IOCTOSSHHOTO XPaHEHUS IPUCOETUHSIOTCS
K OJHOPOJHBIM JieJiaM B O(DOPMIISIFOTCSI B CaMOCTOsITENTbHBIC Aenia. CPOKH XpaHEeHUS
7€, COJIEpKAITUX OCTABIINECS JOKYMEHTBI BPEMEHHOTO XpAaHEHUS, ONPEIEIIIIOTCS
10 BEJOMCTBEHHOMY (M TUIIOBOMY) IEPEYHIO JOKYMEHTOB C YKa3aHUEM CPOKOB
WX XpaHeHUs W HOMeHKiatype pen. [lommmBka BHOBH CHOPMUPOBAHHBIX €]
MIPOU3BOJUTCS TOJBKO MOCTIE 3aBEPIICHUSI SKCIEPTU3bI HIEHHOCTU TOKYMEHTOB.

OIHOBPEMEHHO C 0TOOPOM JJOKYMEHTOB IMTOCTOSSHHOTO M BPEMEHHOTO (CBBIIIIE
10 met) XpaHeHWs MJIA TIEpeladyd B apXUB B CTPYKTYPHBIX TOJPA3ACICHHIX
MPOBOJUTCS OTOOp Jen U JOKYMEHTOB BpemeHHOro (mo 10 met) xpaneHwus,
MOJICKAIIUX  JAJIbHEHIIEMy  XPaHEHUIO B CTPYKTYPHBIX MOAPA3JAECICHUSAX,
BBIJICJICHUE K YHUYTOXKEHHUIO JI€J  3a OpeAblAyllHe  KaJleHJapHbIe  TOJIbl
C UCTEKIIMMHU CpoKaMu XpaHeHus. Ilpyu STOM  yUHUTBHIBAIOTCS  OTMETKH
B HOMeHKJIaType aen «Jlo munoBanuss HamoOHoct» (IAMH), «lIpu ycrnoBuun
3aBEpIICHUS MPOBEPKU (PEBU3UM)» U T. II.

[TapamnenbHO  TpoOBEpsieTCs  KA4eCTBO W MOJIHOTA  JIEMCTBYIOIIEH
HOMEHKJIATYphI e 00pa3oBaTesIbHOW OpraHu3aluu, NPaBUIbHOCTh ONPEEICHUS
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CPOKOB XpaHEHHs [eJ], 3aBEIACHHBIX B COOTBETCTBHM C HOMEHKJIATypoH [ed,
cobnroieHne YCTaHOBJIEHHOTO nops,AKa oopmieHus JIOKyMEHTOB
1 (OpMHUpPOBAHUSA J€.

12.7. ApXuB HPOBOJUT 3KCHEPTH3y LEHHOCTH JOKYMEHTOB IpH OTOOpE
UX Ha XpaHEHHE TMOJ] HENOCPEJCTBEHHBIM  METOJMYECKHMM  PYKOBOJCTBOM
MYHHUIIMTIAIBHOTO OpraHa yIupaBJieHHUs] 00pa30BaHUEM.

12.8. B cnyuae oOHapyXkeHHs B IpOLECCE MPOBEACHUS 3KCHEPTU3BI
LEHHOCTH JIOKYMEHTOB B apXHMBE€ HEJOCTaYU JOKYMEHTOB IMOCTOSHHOTO XpaHEHHUS
COOTBETCTBYIOIIMMH  CTPYKTYPHBIMU  MOJAPA3JICICHUSIMH  00pa3oBaTeIbHOU
OpraHu3aluu JOJIKHBI ObITh MPUHATHI MEPHI IO PO3BICKY ATUX TOKYMEHTOB.

CtpykTypHble TOJpa3feiaeHusi 00pa3oBaTEeIbHON oOpraHu3auuud 00s3aHbI
CUCTEMATHUYECKH OINUCHIBATh JOKYMEHTBHI IO JIMYHOMY COCTaBY M JIOKYMEHTBI
BpeMeHHOro xpaneHus (cBbie 10 yer), obecrneynBaTh UX COXPAHHOCTD U yUeT.

12.9. HaBce 3aBepLICHHBIE [EJIONPOU3BOJICTBOM J€Ja IOCTOSHHOTIO,
BpemMeHHoro (cBbiiie 10 jieT) XpaHEHHUs U M0 JIMYHOMY COCTaBy, MpPOIIEIIINe
DKCIEPTU3Y  IEHHOCTH ¥ O(POpPMIICHHBIE B COOTBETCTBUU  C HACTOSIUMU
TpeOOBaHUSAMM, €XKETOJHO COCTABIAIOTCS omucu fAen. OTaenbHas OMHUCH el
Npe/ICTaBsieT co00il MepedyeHb el C CAaMOCTOSITeNIbHONW BajoOBOW (TMOPSAKOBOIN)
HyMepalueu.

Onucu e COCTaBISAOTCSA OTAEIBHO Ha Jieja MOCTOSIHHOTO XpaHEHUs, Jena
BpeMeHHoro (cBbiiie 10 yieT) XpaHeHus, Aena Mo JUYHOMY cocTaBy. Onucu nen
oopmisiroTes 1o popmam, ycTaHOBIEHHbIM [IpaBunamu opraHuzanuy XpaHeHMs,
KOMIUIEKTOBAaHUS, ydeTa WU UCIOJb30BaHUS TOKYMEHTOB ApxuBHOro (onaa PO
U IPYTUX apXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX OpPraHax, OpraHaXx MECTHOI'O
CaMOYIIpaBJICHUS W OpraHW3alMsIX, YTBEpXKACHHBIMH IpukasoMm Pocapxusa
o1 31.07.2023 Ne 77.

Onucu €1 COCTAaBISIIOTCA B K&XKIOM  CTPYKTYPHOM  IOJAPA3JEICHUN
o0pa30BaTeIbHON OpraHU3alK €KErOqHO B IBYX dK3EMILISPAX.

IlostuM  ommcaM  NOApa3feleHHs  CHAlOT  JIOKYMEHTBl B apXuB
o0pa3oBaTeIbHON OpraHU3aIiy.

OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KAaUYECTBEHHOE COCTABJICHHUE OMHUCEHN
JIeJI CTPYKTYPHBIX NOAPA3/IEIEHUN HECYT PYKOBOJAUTEIN 3TUX MOAPA3IEICHUN.

12.10. Ilepen BHeceHMEM 3aroJIOBKOB JI€JI B OMKCH IPOBEPSIIOTCS KAaueCTBO
dopmupoBaHus 1 0GOpMIICHHUS J1€1, COOTBETCTBUE KOJUYECTBA JI€JI, BHOCHMBIX
B ONKCh, KOJIMYECTBY 3aBEJCHHBIX [JeJ [0 HOMEHKJIAaType o00pa3oBaTelbHOI

OpraHU3aluu.
[Ipn mpocmoTpe nen npoBEPSIOTCS:
. COOTBETCTBHE 3aroJIOBKa Jiejia COJIEPKAHUIO JOKYMEHTOB B JIEJIE;
. NPaBWIBHOCTE  OMQOPMIICHHS W TPYNIHUPOBKH  JOKYMEHTOB,
BKJIFOYEHHBIX B JIEJIO;
. KaueCTBO MOJIIIMBKY WJIU NIEpenJeTa jaena;
. NPaBUJIbHOCTh HyMEpalluK JINCTOB JIENa;
. HaJM4Me B JieJI€ B HEOOXOUMBIX CIIy4yasiX BHYTPEHHEU OIUCH;
. PaBUIIBHOCTH 0(hOpMIIEHUS O0I0XKKH Jena;

° HaJIN4YMC U IIPaBUIBbHOCTDb O(bOpMJIeHI/IH JIMCTA-3aBCPUTCIIA ACTIA.
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B ciiyyae oOHapykeHUs HApYIICHUS YCTAHOBJICHHBIX MPaBui HOPMUPOBAHUS
1 0OpMIICHUS JIETT OHU JOJIKHBI ObITh YCTPaHEHBI.

B ciyyae oOHapykeHust OTCYTCTBHUS JIeJl, YACISAIIUXCS IO HOMEHKIIAType el
00pa3oBaTEIbHON OpraHu3aliy, CTPYKTYPHBIM MOJIPa3/ICICHHEM MPUHUMAIOTCS
MEpHI 10 UX po3bIcKy. OOHApYKEHHBIE JIeJIa BKJIFOYAIOTCS B OMUCH. Eciiu mpuHsTHIE
MephI HE Jlalli pe3yIbTaToOB, TO Ha HEOOHAPYKEHHBIE Jlela COCTABISETCS CIpaBKa
O IPpUYMHAX OTCYTCTBUS [I€JI, KOTOpas TMOJIMNHUCHIBACTCS PYKOBOJIUTEIIEM
CTPYKTYPHOT'O MOJPA3JACICHUS U MEPENAACTCI BMECTE C OMUCHIO A€ CTPYKTYPHOTO
noApa3/eieHus B apXuB 00pa30BaTeIbHOM OpraHu3aIuu.

12.11. IIpu cocTaBiaeHUU OMUCH JIeJI COOJIFOAIOTCS ClIeayIole TpeOoBaHus

. 3aroJIOBKM JIeJI B OIMMCH JOJDKHBI COOTBETCTBOBATH 3arojIOBKaM JIEi
B HOMEHKJIAType JIeJl U TOMY, YTO BBIHECEHO Ha 00JIOKKY, B COOTBETCTBUU
C MIPUHSTON CXEMOW CUCTEMATU3AIUH;

. KaXJ10€ J1eJI0 BHOCUTCS B OIUCH MOJT CAMOCTOSITEIbHBIM IMOPSIKOBBIM
HomepoMm. Eciam nenmo cocrowt u3 AByX U Oosiee YacTell WM TOMOB,
TO KaXXKIasgd 4YacTh WMJIM TOM BHOCHUTCS B ONHUCH IIOJI CAMOCTOSITEIHLHBIM
HOMEPOM.

12.12. T'padsl omucu 3amoiHSAIOTCS B TOYHOM COOTBETCTBHUU C TEMU
CBEJICHUSIMHU, KOTOPHIC BHIHECEHBI Ha O0OJIOXKKY Jena.

12.13. Tlpu BHECEHHMHM B OMUCHh MOAPSJ] N€JI C OAWHAKOBBIMHU 3arojIOBKaMH
NUIIETCS MOJHOCTHIO 3ar0J0BOK NEPBOTO €A, a BCE OCTAIIbHBIE OAHOPOIHBIE JI€IIa
o0o3HavaroTcs ciioBaMu «T0 5ke», MPU ITOM JIPYrHe CBEIEHUsS O JejaxX BHOCSTCS
B OMKCH MOJHOCTHIO (HA KaXJAOM HOBOM JINCTE OMUCH 3ar0JIOBOK BOCIIPOU3BOAUTCS
MOJTHOCTHIO).

12.14. I'pacda omucu «IIpumedanue» HCIOIB3yeTCs ISl OTMETOK O MPUEME
nen, 00 0coOeHHOCTSAX X (GU3UYECKOTO0 COCTOSIHHUS, O Iepeaade Jeil APYruMm
CTPYKTYPHBIM TOJPA3JICTICHUSIM CO CCBUIKOM Ha HEOOXOIUMBIM aKT, O HAJTUYHH
KOIIUM U T. II.

12.15. B koHI11e om¥icu Beiieq 3a MOCJIEIHEN ONMUCATEILHOM CTaThel AeacTes
WUTOTOBAsl 3aIMCh, B KOTOPOH yKa3biBaeTcs (udpaMud ¥ MPOMUCHI0) KOJIMYECTBO
1€, YUCIISIIINXCS IO OMKCH, IEPBBIN U MOCIEIHUN HOMEPA JIeJT MO OMHUCH, a TAaKKe
OTOBapHUBAIOTCS OCOOEHHOCTH HyMEpalMH e B OMUCH (JTUTEPHBIE HOMEpa e
U MIPONYILIEHHbIE HOMEPA).

12.16. Onuch pen CTPYKTYPHOTO MOJpa3JeNieHHs MOANUCHIBAETCS

PYKOBOJUTEIEM CTPYKTYPHOTO MOAPA3AECICHUS.
Onucu CTpyKTYpPHBIX MOJAPA3AEIECHUN CIy>KaT OCHOBOM JIJIs COCTaBIICHHSI TOJJOBOTO
paszena onucu el o0pa3oBaTeIbHOW OpraHU3aliM, MPEAUCIOBUS, THUTYJIBHOIO
JUCTa, TOATOTOBKA KOTOPOTO  BO3JIAarae€Tcs Ha apXuB  00pa3oBaTEIbHOMU
OpraHU3alUu.

12.17. Tlo pe3ysibTatam 3KCIEPTU3BI HEHHOCTH JOKYMEHTOB COCTAaBIISIOTCS
OMHUCHU JEN MOCTOSSHHOTO, BpeMEHHOro (cBhiiie 10 JeT) XpaHEeHUs] U MO JIMYHOMY
COCTaBY, a TAK)K€ aKThI O BBIJICTICHUHU JIe]T K YHUUTOXKEHUIO.

12.18. AKT O BBIACIEHUH K YHUUYTOXXECHHUIO JTOKYMEHTOB COCTABIIAETCS, KaK
MpaBUJIO, HA BCE JieJia 00pa3oBaTesbHOM opranu3auuu. Eciu B akTe ykas3aHbl Jena
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HECKOJBKHUX CTPYKTYPHBIX MOAPA3ACICHUM, TO Ha3BaHUE KaXXIOr0 CTPYKTYPHOIO
MOAPA3NAEICHUS  YKa3bIBAETCA NEpPeA  TPYINIION  3arojIOBKOB  JI€NI  3TOrO
NoJpa3/ieNieHusl. 3aroJloBKM OJHOPOAHBIX JI€J, OTOOPAHHBIX AJii YHHUYTOXKECHHMS,
BHOCSITCS B aKT IO OOILIMM 3ar0JIOBKOM C YKa3aHHUEM KOJIMYECTBA /1], OTHECEHHBIX
K JaHHOHN rpynme. Jlena BKIIOYAIOTCA B aKT O BBIACICHUH UX K YHUUTOXXEHHUIO,
€CJIM IPETyCMOTPEHHBIN JJI1 HUX CPOK XpaHEHUs UCTEK K 1 ssHBaps roga, B KOTOPOM
COCTaBJIEH AaKT, MPU HAJUYUHM YTBEP>KICHHOW (COTJIACOBAHHOM) OMHMCH 3a 3TOT
nepuoJ. AKT O BbIICJICHUH K YHUYTOXEHHUIO JOKYMEHTOB COCTaBIiseTcs (opme,
ycTaHoBleHHON [IpaBunamu opraHuzauuu XpaHEHHUs, KOMIUIEKTOBaHHUS, y4eTa
Y UCIIOJIb30BaHUST JOKYMEHTOB ApxXuBHOro ¢oHaa PO u apyrux apXuBHBIX
JOKYMEHTOB B rOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOrO0 CaMOYIpPaBIICHMS
U OpraHu3aIusaX, yTBEPKACHHbIMU TTpuKa3oM Pocapxusa ot 31.07.2023 No 77.
CornacoBannbie DK 00pa3oBaTebHOW OpraHU3alMi aKThl YTBEPXKIAIOTCS
pyKoBoJaUTENIEM O0Opa30BaTEIbHON OpraHu3aluu NpU HAJTUYMH  YTBEPKIACHHBIX
onuced JeJ MOCTOSSHHOTO XPaHEHUsl U COTJIACOBAHHBIX OMHUCEN JE€d MO JUYHOMY
COCTaBy 3a TOT € IEepuoJ, MOCIe Yero oOpa3oBaTelibHAs OpraHU3alMs HUMEeT
NPaBO YHUUTOXATh JieJia, BKIIFOUEHHBIE B JAHHBIE AKTHI.
Ilorpy3ka ¥ BbIBO3 Ha YTWINW3ALUUIO  OCYLIECTBISIFOTCS  MOJ  KOHTPOJIEM
OTBETCTBEHHOT'0 3a apXWB OOPa30BATENBHOM OpraHu3aliil WIH OTBETCTBEHHOI'O
3a J1eJIONPOU3BO/ICTBO.

13. Ilepenaya 10KYyMeHTOB HA XpaHeHHE B MYHHIIUNIAJIbHBIH apXuUB

13.1. TIlepemaue Ha XpaHEHHUE B MYHUIIMIAJIBHBIA apXWB MOJUIEKAT
JOKYMEHTBl BpeMeHHBIX (cBbimie 10 JIeT) CpOKOB XpaHEHHUs, B TOM YHCIE
0 TUYHOMY  COCTaBy, €CIM  WHOE  HE YCTAaHOBJIEHO  JICUCTBYIOIIUM
3aKOHOJIATEIIbCTBOM.

13.2. Tlepegaya nen B MyHUUMMOAJIbHBIA apXWUB OCYIIECTBIISIETCS IO aKTy
npueMa-mnepeaud  apXMBHBIX ~ JOKYMEHTOB  HAa XpaHEHHE U B 3apaHee
COTJIaCOBaHHBIC C MYHUITUTIATBHBIM apXHUBOM CPOKH.

14. Ucnosib30BaHMe TOKYMEHTOB apXuBa 00pa3oBaTe/IbHOM
OpPraHu3auuu

14.1. JdoxymeHThl ¥ Aena, HaxOJAIIMECS Ha XpaHEHUU B apXUBE,
MPEACTABIAIOTCS PaOOTHUKAM CTPYKTYPHBIX TMOApPA3ACICHU s paboThI
B ITIOMEIICHUHN apXuBa WJIA BO BpeMEHHOE (He 0oyiee Mecslla) MOJb30BAHHE BHE
apx¥Ba TOJ] paCIUCKY B )KypHaJe y4eTa Bbiaauu jael (nmpuiokenne Ne 6).

14.2. PaGoTHuKH 00Opa30BaTEIbHOW OPTaHHW3AIMd HECYT OTBETCTBEHHOCTH
3a COXpaHHOCTb M MPABWJIBHOE  MCIIOJb30BAHUE  MOJIYYCHHBIX  apXUBHBIX
JOKYMEHTOB.

14.3. H3psTHE AOKYMEHTOB W3 apXUBHBIX JeJ], Mepenadya pabOoTHUKaM
CTPYKTYPHBIX MOJIpa3/ieICHU apXUBHBIX JTOKYMEHTOB WJIM UX KOMHM pabOTHUKAM
JIPYTUX OpraHu3anuii 6e3 pa3peiieHus pyKoBOJICTBA HE JIOMYCKAETCs.

14.4. Tlpu pabote c apXUBHBIMH JOKYMEHTaMHU HE pa3pelaercss BHOCHUTh
B HUX IPaBKY, JieJIaTb IOMETKHU, pad0TaTh C HUMU BHE CIY>KEOHBIX OMEIICHUH.
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[Tpunoxxenue 1
K UHCTPYKLIMU I10 BEICHUIO JIEI0OBOM
nokymenTtanuu B MBOVY «COILI Ne35 um.
E.®.Jleprorunoii» r. Cumdepornons

IIpumepHas popMa )KypHajIa yyera nedyarei u IraMinoB
o0pa3oBaTeIbHOM OPraHU3alul

PesyabTarhl .
HaumenoBanmue N OTTHCK neyaTe
HaunmenoBanue €KerogHoM
MOJAPAa3aeieHd , OtMeTKa 00 (ITamMioB)
neyaTu OT1THCK IMoanuce, MPOBEPKHU YT OIKEH M
OJIZKHOCTb JIA
Nenm/um| (lurammna) , MHULOKA | HIeYATH A YA0CTOBEPSIOIIAs | HAJHYHSA y | A IIpumeuyanue
noJiyyartesisi u . HOMep YHUUYTOKEHUS ,
TOp 3aKa3sa, mTamMia) noJjiyueHue , jara |mnedaren
bamuiusn aKTa ¥ jJara |jgara
AaTa MOCTYIJICHUS U ITAMIIOB ,
nmoJryqyareJist BO3BpaTa
aaTa NpoBepPKHU
1 2 3 4 5 6 7 8 9
IIpumepHasi popma HMKIOrPaMMbI PErucTPAllUU IPUKA30B
o0pa3oBaTe/IbHOM OPraHU3alUu.
ITo 0CHOBHO¥ AeSITEJILHOCTH (B TOM YMCJIE 110 KOHTHHTEHTY 00y4al0nuXxcs)
Ne ara Home
A P Coaep:xxanue Mpumeuanue
/n | nmpukasa NpUKa3a
1 25.08.2022 74 O npoBeleHNN KOMIUIEKTOBAHUS NIEAAaroru4ecKux KajapoB
ITo kaapoBbIM BOoIpocam
Ne aTa Home
A P Copnepxanne IIpumevanne
1/ | npuKasa NpUKa3a
1 29.08.2022 92-k O npueme Ha paboty MBanosa I1.C.
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[Tpunoxxenue 2

WHCTPYKLUU 110 BEACHUIO JEI0BOU
nokymentanuu B MBOY «COILI Ne35 um.
E.®.Jleprorunoit» r. Cumdepornoss

IIpumepnas popma Kuuru/ ;kypHajia perucTpaumuu npoTroKoJioB

o0pa3oBaTeIbHOI OPraHN3anuH.

Ne /ot

Ne mporokosia

JlaTa ero
perucrpanumu

IToBecTka THA

o0pa3oBaTe/IbHOI OPraHu3aluu

[Tpunoxenue 3

HNHCTpyKIMK 10 BEACHUIO 1€JI0BOM
nokyMmeHTanuu B MBOY «COII Ne35 um.
E.®.Jleprorunoit» r. Cumdeporos

IIpumepHasi popmMa perucTpaAUHOHHOTIO KYPHAJIa BXOASIIIUX JOKYMEHTOB

Jara nocrynienus Pe3ononust miu
Ne n/m JOKYyMeHTa/ JlaTta u HomMep Kpartkoe cogep:xanue KOMY HampaBJjeH OT1™meTKa 00
BXOISILIMIT HOMEP JAOKYMEHTA, AOKYMEHT HCTOJTHEHHH
NPUCBOEHHBII KoppecnongeHnr (moamuchk,
aBTOPOM YI0CTOBEpPSIOLIAs
MOJIy4eHue)
1 2 3 4 5 6 7
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IIpumepHas ¢popMa perucTpauMOHHOIO )KyPHAJIa UCXOASIIUX JOKYMEHTOB
o0pa3oBaTeIbHOM OPraHu3al Ul

/lata u HoMep

Perucrpanuo JAOKyMeHTa, Ha
Ne aTa HHBII KpaTtkoe i
Al Anpecart p KOTOPLIN HcnoHuTe b
n/n ITOKyMeHTa | HoMep cojiepKaHue 1aeTCs OTBET
ITOKyMeHTa
1 2 3 4 ° 6 7




[Tpunosxxenue 4
K MHCTpyKIMHK 110 BEIECHHUIO 1E€I0BOMI
nokymenTanuu B MBOY «COIL Ne35
uM. E.®./leproruHoi» r.
Cumdpepomnons

HPUMEPHASA HOMEHKJIATYPA JAEJI

MBOY «COIHI Ne3S um. E.®./leprorunoii» r.

Cumdeponous

KonnuectBo | Cpok xpaHeHusi
HNupexc | 3aroJioBok aesa
ena TOMOB 1 Ne crarbu o | [Ipumevyanue
A (4acrei) MepeYHIo
1 2 3 4 5
01. PykoBoacTBO (KaHLeJIsIpUs)
HopmaTtuBHEIC PAaBOBBIC aKThI
Jlo MuUHOBaHHMS
OpPraHOB, OCYIIECTBIISTIOITUX
aBJieHUE B cepe 0Opa3oBaHUs Hago0ROCTH
01-01 ygll")ﬂaMeHTI/I e ’ m. «O» cT. 3, m. | 3aBeseHO
p pyrott «O» ct. 4 TII
00pazoBaTesbHbIE OTHOIIIECHHSI.
2019
Kommu
ITocTostHHO [Tocne 3ameHbl
01-02 | VYcraB OO
ct. 28 TI1 2019 | HOBBIM
Jlo MUHOBaHHS
CBHUIETENBCTBO O TOCTAHOBKE Ha [Tepexonsmee ¢
01-03 eT B HasoroBoM oprane (MHH) Hago0HOCTH, 2012
i P cr. 24 TIT 2019
01-04 CBHIETENBCTBO O BHECEHUH 3aIIMCH B [TocTosiHHO [Tepexonsiiee ¢
EI'PIOJI cT. 24 TI1 2019 | 2012
JlokyMeHTHI (IOTOBOpP, KOHTPAKT,
CBUJICTENILCTBA) HA MIPABO Jo nukBuIanuu Mepexoiiiee ¢
01-05 |omepaTUBHOTO yrpaBIICHUS opraHu3aIuu 2012
HMMYILIECTBOM, Ha IIPABO MOJIb30BAHUS ct. 93 TI1 2019
3eMeNbHBIM Y4aCTKOM
ITocne
MpeKpaIeHUs
01-06 JInueH3uu 1 NpUII0KEHUS K HUM > et NENCTBHUS
ct. 55 TIT1 2019
TUIEH3UN
Ilepexonsaiee ¢
2018
o Jlo muKBUaAIIUN
CBHIETENBCTBO O TOCYIAPCTBEHHOU [lepexonsmiee ¢
01-07 AKK DAL OpraHu3anuu, 2018
peautan cr. 61 TIT 2019
CaHuTapHO-MHIEMUOIOTUYECKOE
P A 5 nert, OIIK [Tepexonsmee ¢
01-08 |3akmroueHue Ha 00Opa30BaTENBHYIO

ACATCIIbHOCTb, CAHUTAPHO-

cT. 429 TI1 2019

2018
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SIMHUACMHUOJIOI'MYCCKOC 3aKIIFOYCHHUEC
Ha MCIAUIUHCKYIO ACATCIBHOCTD

r y ITocTrosauno
01-09 1\/? Cyiagziifézew AHIe . «o» cT. 198
yrat A TII 2019
OTy4er 0 BEIIIOJHEHUH ITocrostHHO
01-10 | rocymapcTBEHHOTO/MYHHIIHITAILHOTO m. «a» cT. 211
3aJaHusg TII 2019
01-11 |IIporpamma pa3BUTHS Hocrosmno Iepexonsmee ¢
porpamma p cr. 193 TIT 2019 | 2020
ITocTrosauno
01-12 | IIpOTOKOJIBI KOJIJIETHAIBHBIX OPTraHOB . «B» cT. 18 TII
2019
IIpoTOKOJIBI COBENIAaHUN IPHU Hocrostnno
01-13 P m p m. «e» cT. 18 TII
TPEKTOPE 2019
MooToko 6 6 . ITocTosuuo
01-14 P /IbL ODIIHX CODPAHITH I. <«OK» CT. 18
paboOTHUKOB TII 2019
ITocTostHHO
01-15 [Ipuka3bl MO OCHOBHOM JEATEIHHOCTH m. «a» cT. 19 TII
2019
01-16 JlokasibHbIE HOPMATUBHBIE AKTHI MO ITocTostHHO
OCHOBHBIM BOIIPOCAM cr. 8 TIT 2019
JIOKyMEHTBI 0 TpOBEpKax (aKThl,
01-17 ) 10 ner
CIIPaBKH, MEPEINMCcKa) OpraHaMu or. 141 TII1 2019
TOCKOHTPOJIS (Haa30pa)
01-18 HHCTpyKIUS 110 ACTONPOU3BOACTBY Locrosmno Ilocne samensr
cT. 28 TI1 2019 | HOBBIMH
C
01-19 Homenknatypa nen IocTosmmo ngggzgz}[]s;;iﬁ
ct. 157 TI1 2019
—3roma
o Jlo muKBUaaun
01-20 iII(T)g[{laIlgByqua BBLJIAYM [I€4aTEN U opranusanuu
cr. 163 TI1 2019
IIpu orcyrcTBUN
KHUT, )KypHAJIOB,
01-21 AKTBI YHUUTOXEHUS TeyaTeil u 3 roma OTTHCKOB U
IITaMIIOB cT. 164 TII 2019 | cirenkoB — H0
JINKBUALIUA
OpraHu3anuu
JKypHan peructpamuy BXOISIIIAX > Jiet
01-22 yp P pan ace . «» CT. 182

JAOKYMCHTOB

TIT 2019
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KypHai peructpalii HCXOISIIINX > et
01-23 oi]cp GHEOB pan AT . «» CcT. 182
AOKIM TII 2019
01-24 | IIyOnuunbli DOKIan O PabOTE MIKOJIBI Hocrosmno
Y JOKIAR O P ct. 209 TIT 2019
01-25 | Otuer 0 camMmo00OCIEIOBAHNN Hocrosmo
a cr. 209 TTI 2019
ITocTostHHO
01-26 | I'omoBoii Tutan pabOTHI IIKOJIBI . «a» cT. 198
TII1 2019
02. Odopa3oBaTebHAS NeATEIBLHOCTD
OO6pazoBareabHbIC MPOTPAMMBI o 3aMeHbl
[Tepexonsmiee ¢
02-01 | mKOJIBI IO YPOBHSM OOIIETO HOBBIMU 2017 rona
o0pazoBaHus ct. 271 TIMIT a
Jlo 3ameHBbI
02-02 JlonosHUTEIFHBIE 00pa30BaTEIHHBIC OBLIMIL [Tepexomsmiee ¢
202
MIPOrpaMMBbI or. 271 [IMII 020 roma
[IpoToKkoJIBI 3aceaHnit ITocTostHHO
02-03 | memaroruyeckoro COBETa U . «a» cT. 18 TII
JTOKYMEHTBI K HUM 2019
02-04 JIOKYMEHTBI 10 aHAJIN3Y U KOHTPOJTIO [TocrosnHO,
00pa3zoBaTeIbHON JEATEIHHOCTH cT. 316 TIMII
[IpoTokoJibl 3acenanuii coBeta
02-05 poauTenen (PoauTETbCKOTO [TocrosnHO,
KOMHTETA) U JOKYyMEHTHI (CITPaBKH, ct. 324 TIMII
JOKJIa/1bl, HH(OPMAITUN) K HUM
ITocrostHHO, ecin
02-06 [IpoTokonsl 3acenanuii 3 roma [IKOJIA CHAET
3K3aMEHAIIMOHHBIX KOMUCCUI cT. 326 TIMII JIOKYMEHTHI Ha
rocxpaHue
02-07 Nudopmanms, ceeneHus o padore 3 roma
TPy IPOJJIEHHOTO JAHS cT. 312 TIMIIT
02-08 Knwura yuera Boi1aun meaanei 50 et
y4YaluMCesl KO cT. 319 TIMII
Knura ydera 611aHKOB U BBLAAYU 50 siet
02-09 aTTeCcTaToB (pEerucTpalfy BhIJAHHBIX or. 322 TIMII
JTOKYMEHTOB 00 00pa30BaHMH) ’
02-10 Kuura ydera BbIjaun MOXBaJbHBIX 50 et
JIUCTOB U MOXBAJIBHBIX IPAMOT cT. 320 I[IMIT
[TpoTOKOJIBI POIUTENHCKUX COOpaHHIA 5 et
02-11 | u 1OKYMEHTHI K HUM (CIIpaBKU
’ . 324 TIMI1
JOKJIa b1, HHGOPMAIUH) or. 3
02-12 | Otuetsl 0 paboTe coBeTa poauTeeH 3 roma
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cr. 325 TIMII
02-13 AndaBuTHas KHUTa 3aHCH 50 ser
oOygaronuxcs cT. 329 [IMIT
ITocne
OKOHYaHHUU
02-14 | JIuuynble Aena 00y4JarOIIHXCs 3 rona IITKOJIBI ¥ TIPU
cr. 330 TIMIT
BBLIOBITHH B
JPYTYIO TITKOJTY
N3bpsareie u3
. | KImaccHBIX
B anextponHO#
KYpPHAITOB
Knaccusie xypHaibl (opwme na mucke CBOJTHBIE
02-15 -5 ner
(27IEKTPOHHBIE) BEIOMOCTH
CIIEBAEMOCTH —
cr.331 M1 |Y
HE MeHee 25 neT
KypHan ygera mpomymeHHbIX | 5 ner
02-16
3aMEIEHHBIX YPOKOB ct. 337 IIMII
Kypnan 3ansaTuit no 5 mer
02-17
JOTIOJTHUTEITLHOMY 00pa30BaHUIO cT. 493 TIMII
02-18 | XKypnan rpymnisl NPOAJIEHHOTO AHS > JieT
cr. 333 TIMII
03. BocniurareibHas 1eATeIbHOCTD
IImaHel BocouTaTEeNLHBIX 3 roma
03-01 N
MEPONPUITUH U JOKYMEHTHI K HUM ct. 194 TI1 2019
Ilepenucka ¢ opraHaMu CUCTEMBbI
03-02 |o (I))(bHHaKTHKI/IpI/I 0e3HAI30PHOCTH > siet, JTIK
P A3OP cr. 70 TI1 2019
HECOBEPIIICHHOJIETHUX
ITocTrostHHO, ecin
JlokyMeHTBI 00 OpraHu3aluu u 10 met IIKOJIa CJIaeT
03-03 .
pabote narepei ct. 478 TIMII JIOKYMEHTBI Ha
rocxpaHue
JIOKyMEHTBI O IPOBEACHUU
OJIMMITHAJI, BAKTOPHUH I10 y4eOHBIM
npe MeTzfllx,a CMOTpOB Kor}llllcI COB Mo murosanus
03-04 Xp g)KeCTBéHHOF(I)) TéXHI/I‘I£(OFO u Hano0ROCTH
A ' ct. 383 TIMII
JPYTUX BUIOB TBOPUECTBA
IIKOJIbHUKOB
ITocTosiHHO, ecin
Ortuetsl, uHopMaIu o padore
03-05 OOIIECTBEHHBIX YUEHUYECKHIX 10 rer HIKoIa ciaet
o cT. 388 I[IMII JIOKyMEHTHI Ha
OpraHu3anuit
rocxpaHue
04. MeToauueckasi 1esiTeJIbHOCTH
04-01 | IlonoxeHne 0 METOINUECKOM COBETE ITocTostHHO,
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. «a» cT. 34 TI1
2019

[Monoxenust 06 yueOHO-

ITocTostanO,

04-02 | MmeTOAMYECKHX OOBCANHEHHSIX, . «a» ct. 34 TII
pabouux rpymmnax 2019
[IpoTokobl 3acenanuit
METOIMYECKOTO COBETA U JIOKYMEHTHI Hoctosrro,
04-03 . «a» cr. 18 TII
(cpaBKH, JOKJIAIbl, HUH(OPMALIUH) K 2019
HHUM
I"'ogoBoit ran paboThl > net, JTIK
04-04 METO I/I‘IGCKOFOpCOBeTa cr. 200
A TIT 2019
Amnanm3 pe3yinbTaToB METOIUICCKOM Ilo
pesy. N A 5 ner, DIIK
04-05 | paboThl 0Opa3oBaTeIHHON OTICPATUBHBIM

OpraHu3aIuu

cT. 46 TI1 2019

BOIIpOCaM - 5 Jier

05. Kagposoe odecnieuenue

[Ipucnannsie s
CBEJIEHUA — 10

05-01 | KommeKTHBHBIN JOrOBO Hocrosmno MHHOBaHHMS
AOTOBOP cr. 386 TIT 2019
HaJI00HOCTH
ITocne
JIOKyMEeHTBI 0 IpOoBEpKax 3 roxa HCTEUYEHHUS CpOKa
05-02 | BBIMOJTHEHUS YCIOBHIMA ercTBUS
’ cr. 389 TI 2019 |~
KOJUIEKTUBHOT'O JJOTOBOpa KOJUIEKTUBHOTO
JIOTOBOpA
[IpaBuna BHyTpEHHETO TPYA0BOTO [TocTosiHHO
05-03
pacnopska ct. 394 TI1 2019
05-04 [TaTHOE pacnucaHue U U3MEHEHUS K [TocTosiHHO
HEMY ct.40 TIT 2019
05-05 J10MmKHOCTHBIE HUHCTPYKLIUH 50/75 ner
pabOTHUKOB ct. 443 TI1 2019
Knura npuka3oB no KaapoBbIM
BOMpocaM (TMPUKa3bl O IPUEMY
JUYHOTO COCTaBa pabOTHHUKOB, X
MepeMeIeHUI0, COBMEIIEHHUIO,
nepeB JTHEHEHUIO, aTTECTAIlUU
orommremsony 50/75 ner® SIIK
05-07 | y . «a» cT. 434
npodeccuoHaIbHOMY 00pa30BaHUIO, TII 2019
W3MEHEHUIO (paMUIIUH, TIOOIPEHHUS,
TUCIUIUTMHAPHBIE B3bICKAHUS,
HarpaxaeHus, OTITyCKa M0 YXO1y 3a
pebeHKoM, oTIycKa 6e3 cCoXpaHeHUs
3apabOTHO¥ IJIATHI U TIPOYHE)
05-08 | XypHan yuera TUYHBIX /1€ 50/75 ner DIIK
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paGOTHI/IKOB JIMYHBIX OCJI, TUNYHBIX

. «0o» ct1. 463

KapTOY€eK, TPYAOBBIX JOTOBOPOB TIT 2019
(cmy»)eOHBIX KOHTPAKTOB)
50/75 ner DIIK | [lepexopsiiee ¢
05-09 | JIuunsie nena pabOTHUKOB oT. 445 TI1 2019 | 2021 roa
05-10 TpynoBsie 1OTOBOPHI, COTTAIEHHS 00 50/75 net DIIK*
UX U3MEHEHHUH, PaCTOPKEHUHU cT. 435 TI1 2019
05-11 YBenomiueHus1, IpeaynpexaIcHus, 3 roma
paboTHHKOB(aM) paboTo1aTeIeM ct. 436 TII1 2019
05-12 JlnyHbie KAPTOUYKU PAOOTHUKOB (. 50/75 ner OIIK | Ilepexonsiiee ¢
T-2) cT. 444 TI1 2019 | 202 rona
[ToamuHHBIC TUYHBIC TOKYMEHTBI Jlo
05-13 (TpymoBasi KHWXKKA, JUIIOMEI, BocTpeGoBas HeBoctpeboBanu
. _ *
aTTeCTaThl, YI0CTOBEPEHUS, or. 449 TI1 2019 | P'€ 50/75 ner
CBUJICTETHCTBA)
Kaura ydera qBMOKCHHS TPYTOBBIX S0/75 qier
05-14 KHI/I)KGIZIL;I BKJ'iIa BIIIICH B Ifl/i;l(l I1. «BY CT. 463
a «» TIT 2019
ITocne
HCTEUYEHHUS CpOKa
NEUCTBUA
COTJIacHsI UJTU
05-15 Cornacus Ha 00pabOTKY 3 roma €ro OT3bIBA, ECIIH
MEePCOHAIBHBIX JAHHBIX cT. 441 TII 2019 | uHOE HE
PelyCMOTPEHO
benepanbHbIM
3aKOHOM,
JIOTOBOPOM
05-16 EESTZZI;OBJ:IB;I;ZCIGP? aHHHI’/Ie OKYMEHTBI 10 zier STIK
APYIHIE AOKIM cT. 485 TIT 2019
aTTeCTallMOHHBIX KOMHCCUN
JIOKyMEHTBI 110 aTTecTaluH,
05-17 | onpenenenuio MpoPecCHOHATLHBIX U S niet
cT. 484 TI1 2019
JTUYHOCTHBIX Ka4eCTB pabOTHUKOB
05-18 | I'paduku nmpoBeaeHHs aTTeCTAI[UH I ron
p poBeAe cerant ct. 490 TIT 2019
1o | o e
OBbIe 5 ct. 491 TIT 2019
MEePETorOTOBKE paOOTHUKOB
05-20 [1nan noBeIIeHUs KBaNU(UKALIUN 5 nmer
MeJarornyecKux paboTHUKOB cT. 482 TI1 2019
JIOKyMEHTBI O TIPEICTaBICHUH K
5 nmer
05-21 |HarpaxaeHuIo pabOTHUKOB

(mpencraBreHus1, X01aTalCTBa,

ct. 500 TIT 2019
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XapaKTEPUCTHUKH, BBIITUCKU U3
pelIeHui u ap.)

3 roma
05-22 | I'paduk OTIYyCKOB or. 453 TI1 2019
05-23 TapudukanmoHHbIE CTUCKU 50/75 net
(BemomocTH) pabOTHUKOB cT. 400 TII 2019
JIOKyMEHTBI BEICHHIO BOUHCKOTO
05-24 |YicTan OpOHUPOBAHUIO TPAKIAH, 5 net
peOBIBAONINX B 3amace (TJIaHsbl, cT. 457 TI1 2019
OTYETHI)
JIOKyMEHTBI BEJICHHIO BOMHCKOTO
0525 |YieTan OpOHUPOBAHUIO I'PaX/IaH, 5 mer ITocne cusaTHs ¢
peObIBAIONINX B 3anace (KapTOuKH, cT. 458 TI1 2019 | yuera
JIUCTKH, TIOBECTKH)
XKypnan (kHura) npoBepox
05-26 | COCTOSIHHS BOMHCKOIO ydeTa 1 5 mer
OpOHUPOBaHUS IPaXk/IaH, ct. 459 TI1 2019
MpeObIBAIOLINX B 3arace
KypHan ydera Juil, OAJI€KAIMX > Jier
05-27 ypHai yi th To% = . «e» cT. 463
BOMHCKOMY y4eTy TII 2019
06. byxraarepckuii yuyeT M OTYETHOCTD
ITocTostHHO
[Tonoxxenue 06 omaTe Tpyaa u [Tocne 3ameHbl
06-01 MIPEMHUPOBAHUH PAaOOTHUKOB 1. «@y et HOBBIMU
PeMHp P 294TI1 2019
I'onoBoii mtan puHaHCOBO- Hocrosrko
06-02 Aot . 1. «a» cT. 247
XO3SIICTBEHHON JeSITeIbHOCTH TII 2019
OT4eThl 0 BHIMOJIHEHUH TUIAHOB oCTOsHHO
06-03 (hMHAHCOBO-X035HCTBEHHOU 1L «@» or. 272
JesITeIbHOCTH OpraHu3aIuu. TII 2019
['onoBEIE
oCTosHHO Haxonurcs B
06-04 |T'omoBas Oyxrantepckasi OTYETHOCTb or. 268 TII1 2019 MKY
) «IIOOO»
5 ner Haxonurcs B
06-05 T'omoBast OroKETHAST OTYETHOCTD . «a» CT. 269 MKY
TIT 2019 «IIOOO»
Haxonsarcsa B
3
06-06 JIuneBsie cueTa pabOTHUKOB 23/72592?;1_[35)%9 MKY
) «IIOOO»
S et [Ipu TspKENBIX,
06-07 | TaGenu y4era pabodyero BpeMeHU BpPEAHBIX U

cT. 402 TI1 2019

OIMaCHBIX
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YCIIOBUSX Tpya

—50/75 ner
JIOKyMEHTBI 00 HHBEHTApH3aUU 5 nmer Hpw yenosin
06-08 . MIPOBEICHUS
TOBAPHO-MaTEPUATbHBIX LIECHHOCTEN cr. 321 TI1 2019
MIPOBEPKHU
[Tocme BEIOBITHS
JIOKYMEHTBI O TICPEOIICHKE OCHOBHBIX OCHOBHBIX
) (OH/IOB, OTIPE/ICTICHIH aMOPTHU3AINN 5 nmer
06-09 OCHOBHBIX CPEJACTB, OLICHKE cr. 323 TI1 2019 | PEACTB A
HEMaTepUaTbHBI
CTOMMOCTH MMYIIIECTBA
X aKTHBOB
ITocne
. YBOJIbHEHUS
) JIoTOBOPBI O MaTEepPHAITLHOM S5 met i
06-10 OTBETCTBEHHOCTH cr. 279 TIT 2019 | MaTCPHAIBHO
OTBETCTBCHHOTO
Tuna
J10TOBOPBI TPAXKIAHCKO-TTPABOBOTO
XapakTepa O BBITIOJTHSHHH PadoT,
06-11 | OKasaHui ycayr (bU3MIeCKUMU 50/75 net®
JINI]AMU, aKThI CAAYU-TIPUEMKHA ct. 301 TIT 2019
BBITIOJTHEHHBIX pa00T, OKa3aHHBIX
ycayr
ITocne
06-12 JIloroBOpBI ¢ POAUTENIMHU 5 net OIIK HCTEUYEHUS CpOKa
(3aKOHHBIMHU TIPEJICTABUTEIISIMU ) ct. 11 TIT1 2019 | neiicTBus
JIOTOBOpA
06-13 | JIoKkyMEHTBI Y4ETHOM MOJIUTUKU > Jier Hocre samerp:
M yi ct. 267 TI1 2019 | HOBBIMU
5 nmer
06-14 | Cuera-dakTypsl or. 317 TII1 2019
Jlo MuKBUaanuu
) OopraHu3anuu
06-15 | XKypHan yyeTa OCHOBHBIX CPE/ICTB I «a or. 329
TIT 2019
Kypnan yaera MaTepuaabHbIX > JIeT
06-16 eﬁII)-IOCTeyI‘/‘III Y UHOTO EIM ecTBa . «O» cr. 329
H ym TIT1 2019
Kuura ydera mprxoaHO-PacXoTHBIX 5 nmer Hocne crmcanis
06-17 MaTepHuanoB, 000pyJOBaHUS CT. 526 TI1 2019 | MATCPHATPHEIX
LIEHHOCTEN
06-18 [TonoxeHue o 3aKynke TOBapOB, [TocTosiHHO
pabort, yciyr cT. 217 TI1 2019
3 roga
06-19 | Ilnan-rpaduk 3aKymnoK or. 218 TII 2019
06-20 | oxyMeHTBI IO 3aKylKam 3 rona

cT. 219-223 TII
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2019
ITocne
5 et OIIK HUCTEUYCHUS CPOKA
06-21 MyHuIMnaibHble KOHTPAKTHI or. 224 TI1 2019 | eficrus
KOHTpPAKTa
[Ipuemo-caaTo4HbIE AKTHI,
06-22 COCTaBJICHHBIC IPU CMEHE 15 ner
JOJDKHOCTHEIX, OTBETCTBCHHBIX, ct. 44 TI1 2019
MaTepHaATLHO-OTBETCTBEHHBIX JIUI]
07. buoauoreka
ITocTrosauno
07-01 | ITonoxenne o OMOIMOTEKE . «a» cr. 33 TI1
2019
07-02 WuBeHnTapHas KHUra, a)aBUTHBIHN ITocTostHHO
KaTajor ct. 330 TIT 2019
JIOKyMEHTBI y4eTa MaTepHaIoB Jo mukBumanumn
07-03 | cmpaBoYHO-MH(DOPMAITMOHHOTO OuOIMOTEKN
dhonma, OUOTMOTEKH ct. 366 TII 2019
ITocne
07-04 AXTEHI cIIcaHus KHHUT U 5 et cneysomed
MEePUOIUYECKUX U3TaHUI cT. 365 TIT1 2019
MIPOBEPKHU
08. Apxus
ITonoxxeunue 06 apxuse, 00 Hocrosmno
08-01 KCIEDTHO KOMECCHH’ . «a» ctT. 33 TII
P 2019
08-02 Y4yeTHbIE JOKYMEHTHI apXuBa Hoctosmro
FOKIM p cr. 171 TIT 2019
[TocrosHHO Ein(]ij)KI[eHHBI
08-03 Onucu fen NOCTOSITHHOTO XpaHEHUs . «a» cT. 172 A
MHUHOBaHUS
TIT2019
HaJI00HOCTH
HeyrsepxieHHsl
50/75 ner SI,CCOFJ'IaCOBaHHBI
08-04 Ornucu fien no JMYHOMY COCTaBy . «o» cT. 172 e - 10
TIT1 2019 g
MHUHOBaHUS
HaJ00HOCTH
Onucu nen BpemeHHoro (cBbiie 10 3 roa Hocne
08-05 1er) x ;[HeHI/EI . «B» CT. 172 YHUUTOKEHUS
P TIT1 2019 nen
JloroBopsI (cornamieHus) ¢ ITocne
ApPXUBHBIMH YUPEKICHUSIMHU, HHBIMU 5 ner DIIK UCTEYCHHUS CPOKa
08-06 9 N
OPraHu3alusIMH O B3aUMOJICCTBUH U ct. 179 TII 2019 | neticTBus
COTpYJIHHYECTBE B c(hepe apXUBHOTO JIOTOBOpa
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AcJia U ACTIOIPOU3BOACTBA

09. MeanumnHckoe 00c/Iy:KnBaHHe

[TosoxkeHrne 0 MEIULIMHCKOM Mocrostnno®
09-01 Ka6JI/IHeTC A . «a» ct. 33 TI1
2019
09-02 | MemumuHCKHE KapThl 00yJaIONTUXCS > JIeT
A PTBL 0bYHaIom cr. 441 TIMIT
3aKITIOYUTEIHHBI
€ aKThI
MEUITHHCKUX
OCMOTpPOB
PabOTHHKOB,
09-03 JIOKYMEHTBI 0 METUIIMHCKHX 3 roma BBITIOJTHSTFOIITIX
OCMOTpax cT. 635 TI1 2019 | paboTsI ¢
BpE/IHBIMU,
OTIaCHBIMU
YCIOBUSAMU
tpyna — 50/75
JeT
09-04 JIOKYMEHTBI O METUITUHCKOM 5 nmer
00CITy>)KMBaHUU ct. 369 TIMII
10. ITnmeods0x
[Tonoxenue 06 opranu3auu Hocrosrko
10-01 p 1 . «a» cT. 33 TII
MUTaHUS 00YYaIOIMIMXCS IIKOJIBI
2019
[Tonoxenue o GpakepaxHOM Hocrosrro
10-02 PAKep . «a» cT. 33 TII
KOMHUCCHUU IIKOJIBI
2019
10-03 OtyeTsl, nHOpPMAIUH, CIIPAaBKU 00 1 ron
OpraHu3aly TUTaHUS ct. 362 IIMII
10-04 YTBepkICHHbIE HOPMBI TTATAHUS JJIsI J3H
IIKOJILHUKOB (MEHIO) ct. 839 IIMII
JlokymeHTHI (cepTuduKarhl, aKThl,
10-05 | peknamanuu, 3aKIFOYCHUS, CITPABKH) > Jiet
’ ’ cT. 513 TI1 2019
0 KauecTBE CBIPhS
AxTBI IO Opakepaxy, OpaKOBOYHbIE
10-06 W3BEIIeHUs, 1e(DEeKTHBIE BEOMOCTH U 3 rona
’ cr. 787 IIMIT
nepenucka o0 BEIOPaKoBKe MPOYKIIUN
10-07 Kypnan nmoctaBku NUILIEBOM 3 roga
MIPOTYKIIUH cT. 787 TI1 2019
Kypnanbl Opakepaka MUIIEBBIX
10-08 | mpoyKTOB M KyJIMHAPHOM I ron
ct. 967 I1IMII

IIPOTYKIIUH
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Kypnai ydera remMneparypHOro

1 roxg
10-09 |pexuma B XOJIOAUITHHOM or. 967 TIMTI
obopynoBaHuu (Ha MUIIEOIOKE)
10-10 ['uruennyeckuii ;xypHan 1 roxg
(coTpyIHUKHM) ct. 967 IIMII
11. be3onacHocTh
S et Ilocne
11-01 | ITacnmopT G€30MaCHOCTH IIKOJIBI or. 594 TIT 2019 | KTyamH3amm
nacropTa
ITocne
UCTEUYCHHUS CpOKa
11-02 JIoroBOpBI Ha OKa3aHUE OXPAHHBIX 5 nmer HEI;ISTBISHZ HocIe
yeiyr cr. 580 TI1 2019 |01 OBOP;
peKpaIeHus
00513aTeNBCTB 10
JIOTOBOPY

Kuuru peructpanuu (ydera BblIauH)
11-03 | ymocTroBepeHHi, MPOMYCKOB,
UACHTU(PUKAITMOHHBIX KapT

3 roma
ct. 589 TII 2019

JIOKYyMEHTBI O MTOBBIICHUN
11-04 | aHTUTEPPOPUCTUICCKOMN
3alIUIIEHHOCTH OPTraHU3aINH

5 net OIIK
cT. 595 TIT1 2019

2KypHanbl HHCTpyKTaxka 1Mo
11-05 | aHTUTEPPOPUCTUUCCKOMN
3alUIIEHHOCTH

3 roma
ct. 598 TI1 2019

’KypHan BBOJIHOTO HHCTPYKTaxa Mo

11-06 o
rpakIaHcKoi 060poHe

3 roma
ct. 608 TII1 2019

KypHan ydera HHCTpYKTaxka Imo
11-07 JEHCTBUSM B YpE3BBIUYAHHBIX

3 roma
ct. 608 TII1 2019

CUTYaIHIX
ImanpI-cxeMBI DBaK o 3amensl
11-08 5 yalluu U3 31aHUS -
P Ype3BbIUANHBIX CUTYaIUSIX 06 TI 2019
11-09 JlokymeHTBI 00 obecrieyeHnH 5 et DIIK

IIPOTHUBOIIOKAPHOT'O PCIKUMaA

ct. 611 TI1 2019

JlokymeHTBI 00 06ecriedeHnH
11-10 | BHYTpHOOBEKTOBOTO U MPOITYCKHOI'O
PEKUMOB

5 net OIIK
cT. 611 TIT 2019

XKypnansl yyeta HHCTpYKTaXel 1o

11-11 .
HOXapHOH 6e30MacHOCTH

3 roga
cT. 613 TI1 2019

IImansl gencTBUi 1O
11-12 NpEeAYNPEXACHUIO U JIMKBUIALUN
YpE3BbIYANHBIX CUTYALIUN

5 ner
ct. 603 TIT 2019

Ilocne 3amenbI
HOBBIMU
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[Mopsimox oOyueHus JniL,
OCYILECTBIAIOIIUX TPYAOBYIO WU
CITY)KEOHYIO JIeATCILHOCTh, MEpaM
MO’KapHOU OE30TIaCHOCTH

IlocTosHHO
. «a» cT. 8 TII
2019

12. Oxpana Tpyaa

IIpu BpenHsIX U

12-01 OTtyeT no crnenuagTbHOM OLICHKE 45 ner OITACHBIX
YCIIOBUM TPyZa U JOKYMEHTBI K HEMY cT. 407 TI1 2019 | ycnoBusix Tpyaa
—50/75 ner
[ToctrosHHO
12-02 | IlonoxxeHue o ciyx0e OXpaHbl TPy m. «a» ct. 33 TII
2019
5 net OIIK
12-03 | IInman pa®oThI cIy>XOBI OXpaHBI TPy or. 200 TII 2019
[ToctrosHHO
12-04 | MHCTpYKIMH IO OXpaHe Tpya m. «a» cT. 8 TII
2019
ITocne
Cornamenue no oxXpaHe Tpyaa u 5 ner OIIK HCTEUYECHUS CPOKa
12-05 .
JIOKYMEHTBI K HEMY ct. 11 TII 2019 | nevicTBUA
coTJIallleHuUs
I'onoBbie cTaTHUCTUYECKUE CBEICHUS
00pa3zoBaTeIbHON OpraHU3aIu O [ToctrosHHO
12-06 | TpaBMaTHU3Me Ha TPOU3BOJICTBE U . «a» cT. 335
poheCcCHOHANTBHBIX 3a00JICBAaHUSIX TIT 2019
(d. 7— TpaBMaTu3M)
Casi3aHHbIE C
KPYITHBIM
12-07 JlokyMeHTBI (aKThl, TPOTOKOJIBI, 45 ner Maiepg;a;;HHM
3aKJTFOYEHUS) O HECUACTHBIX CIydasx cr. 425 TI1 2019 | Y™°P
4eJI0BEYECKUMU
KEPTBAMH —
MOCTOSIHHO
12-08 Kypnan (kHura) peructparuu 45 net
HECYACTHBIX CIIy4aeB ct. 424 TI1 2019
Kuuru ydyera nHCTpyKTa)keu 1o 45 ner
12-09 | oxpane Tpyna (BBOJHOrO, Ha paboyem 1. «@» cT. 423
MeCTe, IIeJIEBOT0) TIT 2019
Kypnan (kHura) yuera mpoBepKU > Jiet
12-10 3H£Hﬁ 10 Ox aH}eque apO P . «O» cT. 423
pareTpya TI 2019
[Topsanok yyera MUKpPOIIOBPEKICHHUI Hocrosro
12-11 OPAIOK yHe POTIOBPEAIC . «a» cT. 8 TII

(MHKpOTpaBM) pabOTHUKOB

2019




[onosxenue o mopsiake 0Oy4eHHs 110
12-14 | oxpaHe Tpyza ¥ IPOBEPKHU 3HAHUS
TpeOOBaHUI OXpaHbI TPyAa

64

IlocTosHHO
. «a» cT. 8 TII
2019

12-13 | IIpaBuia mo oxpaHe Tpynaa

IlocTosHHO
. «a» cT. 8 TII
2019

PykoBoautens ciay:x0bl A€I0NPOU3BOJCTBA

(HanMEHOBaHHUE JIOJDKHOCTH PYKOBOIUTEIS CILyXKOBI IeTIONPON3BOCTBA

OpraHM3aINN)

18.12.2023

(nara)

Busa pykoBoautens (iuia OTBETCTBEHHOTO 32 apXUB)

3aBeayoIui apXuBOM

17.12.2023

COI'TACOBAHO
[Iporokon DK
MBOY llIkona

oT 27.12.2023 Ne 2

(Tmoxmuce)

HUTorosas 3anuch o KaTeropusx 1 KOJan4ecrBe aeJl,

3aBeneHHbIX B 2024 rony B MBOY

(pacumgpoBka

TIO/IIVICH)

B Tom uncie:

IIo cpokam xpaHeHus Bcero C 0TMeTKOI
IHepexoasmmx "MK
1 2 3 4

Ha O0ymaxknom HocuTeJie

(ipu HanMuUKM THOPUAHBIX €N, ToM(2) Ha OYMa)KHOM HOCUTEJIEe YUUTHIBAIOTCA B pasaerne tabmuubl «Ha OymaxkHoM

HOCHTEIIe», TOM(2) Ha DJIEKTPOHHOM HOCHTEJIE YYUTBHIBAIOTCS B Pa3zese TaOIUIbl « IEKTPOHHBIX):

[TocrosiHHOTO 14 7 4
Bpemennoro (cBoime 10 er) 22 4 11
Bpemennoro (10 10 net 37 12 15
BKJTFOYUTEIHHO)

JIEKTPOHHBIX

(nipu HanMuUK THOPUAHBIX JIeN, ToM(a) Ha OyMa)KHOM HOCUTEJIe YUUTHIBAIOTCA B pasnene tabnuibl «Ha OymaxkHoM

HOCHUTECIIC», TOM(a) Ha 3JIEKTPOHHOM HOCHUTEJIC YUYUTBHIBAIOTCA B pa3aciie Ta6.TII/ILII:I (<3J'IeKTp0HHI)IX)>)I

IlocTosHHOTO

2

1




Bpewmennoro (cBbie 10 er)

65

Bpemennoro (1o 10 net
BKJIFOYUTENHHO)

UTOI'O:

86

27

31

PykoBoautens ciyxObl
JEIIONPOU3BOACTBA

(HaI/IMeHOBaHI/Ie JAOJDKHOCTH PYKOBOAUTEISA

CHy)I(ﬁLI JEJI0NPOU3BOACTBA opraHmaupm)

28.12.2024

(nara)

Htorosrie CBCACHUA NICPCAaHbl B apX1B

3aBeayIoUnil apXruBOM

(noamnuce)

(pacimdppoBka

MOATIUCH)

(HauMeHOBaHMe JTOJDKHOCTH PaOOTHHKA apXUBa)

29.12.2024

(nara)

(moamnuce)

(pacumgpoBKa MOANUCH)



