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1. O01Me moJI0KeHus.

Nuctpykus  (mamee —  MHCTpyKIMsA) 1O  BEISGHUIO  JIEJIOBOM
nokyMeHtaiuu B MBOYVY «IlIkona-rumuaszuss Ne39 um. Kpeiizepa A.I.» T
Cumdepononst  (mamee — oOpa3oBaTesnbHas oOpraHu3anus) pa3paboTaHa B

COOTBETCTBHUH CO CJIEAYIOIIMMUA HOPMATUBHBIMH JIOKYMEHTAMU:

- ®enepanpublif 3ak0H OT 29.12.2012 No 273-d3 «O06 obOpa3zoBaHUH B
Poccniickon @enepanuny;

- ®enepanbubiii 3akoH 0T 27.07.2006 Ne 152-®03 «O nepcoHaIbHBIX
JAHHBIX»;

- 3akon Pecnybmukm Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6
oOpaszoBanuu B PecrryOnmke Kppim»;

- npuka3 denepasbHOro areHTCTBA M0 TEXHUYECKOMY PEryIHPOBaAHHUIO
U MeTposiornd MUHUCTEpCTBAa MPOMBIIIIEHHOCTH M TOproBiu Poccuiickoit
®enepanuu ot 08.12.2016 Ne 2004-ct «O06 yTBEpk ACHUH HAIMOHAIBHOTO
cranaapra Poccuiickoit Penepaunmny;

- npuka3 denepasbHOro areHTCTBA M0 TEXHUYECKOMY PEryIHPOBAHUIO
U MeTposiornd MUHUCTEpCTBAa MPOMBIIIIEHHOCTH M TOproBiu Poccuiickoit
®enepauun ot 14.05.2018 Ne 244-ct «O0 yTBEpKIEHUH HN3MEHEHHUS
K HalMOHanbHOMY cTannapty Poccuiickont denepanymny;

- npuka3 PenepanbHOro apxuBHOro arenrctsa ot 20.12.2019 r. Ne 236
«O06 ytBepknenuu llepednsi TUMOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB,
oOpa3yrolmuxcsi B Mpouecce AesTEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOTO CaMOYIIPABIICHUS U OPTaHU3AIINN, C YKa3aHUEM CPOKOB MX XPaHCHHUSD;

- npuka3 MunucrepctBa npocsemenuss CCCP or 30.12.1980 N 176
«O BBeneHun B jeiictBue I[lepeuHss NOKYMEHTOB CO CpOKaMH XpaHEHMs
MununctepctBa mnpocsemieanss CCCP, opraHoB, yudpeXIeHUW, OpraHu3anun
CUCTEMBbI IIPOCBEIICHUSY.

WHcTpyKuusa ycTaHaBiIMBaeT oOIIMEe TpeOOBaHUS K BEIACHHUIO JEJIOBOU
nokymentaiuu B MBOVY  «llIkona-rumHaszust Ne39 wum. Kpeitzepa S.I.» T.
Cumdeporions.

[Ipumenenne WMHCTpyKUMS JOJKHO CHOCOOCTBOBAaTH (POPMUPOBAHUIO
opUIMANTBHO-IEI0BOI0 CTHIISI JOKYMEHTOB, COKPAILIEHHUIO 3aTpaT TPyJa U CPEICTB
B MIPOILIECCE CO3/IaHUs TOKYMEHTOB.

WucTpykuus pacmipocTpaHseTcs Ha OpraHu3alnIo paboThI
C JIOKyMEHTaMH HE3aBHCHMO OT BHJAa HOCHUTENs, B TOM YHCIE DJIEKTPOHHBIMH
JOKYMEHTaMH, BKIIIOYas TMOATOTOBKY, 0OpabOTKy, XpaHEHHE U HCIOJIb30BaHUE
JIOKYMEHTOB, OCYIIECTBIISIEMBIX C TPUMEHEHUEM HH()OPMALIMOHHBIX TEXHOJOTUH.

OcobenHoctu pabOThI ¢ JOKYMEHTaMH, COACPKaITUMU KOH(MUICHIINATBHYIO
uHbopMaIuio (CIykeOHYIO U HHYIO TailHy, TepCOHAIbHbIE JAHHBIE), PETYIUPYIOTCS
CHEIUaIbHBIMA ~ HOPMATHUBHBIMU  aKTaMu  (MHCTPYKIHMSMHU, TOJOXKCHUSIMH,
IpaBUJIaMH ), YTBEPKIAEMbIMU PYKOBOJUTEIEM 00pa30BaTEIbHON OPraHU3alllu.

OTBETCTBEHHOCTh 32 OPraHU3alMI0 W COCTOSHUE JIEJONPOM3BOJCTBA B
o0pa3oBaTeIbHON OPraHU3aluu HECET PYKOBOIUTEb, KOTOPBIM:



- KOHTPOJIHUPYET COOI0IeHNE TPEOOBAHNUN YTBEPKICHHOM B 00pa30oBaTeNbHOM
opranuzanuu MHCTpyKIIUU 10 BEJACHUIO JEI0BOM JOKYMEHTAIIUH,

- IPOBOJIUT MPOBEPKY COCTOSTHUS ACIONPOU3BOICTBA;

- o0ecreynBaeT METOJUYECKOE PYKOBOJICTBO, MHCTPYKTaX W KOHTPOJIb 3a
COOJII0/IEHUEM YCTAaHOBJIEHHOTO MOPsiiKa pabOThl C JOKYMEHTAMH;

- MHULMHUPYET TMOBBIIICHUE KBaNU(UKAIMU paOOTHUKOB IO BOIpOCaM
JIEIONPOU3BOICTBA;

- YIOCTOBEPSET MOAMUCHIO U MEYATHIO JOKYMEHTHI.

HenocpeactBeHHO  BemeT  JENONPOM3BOACTBO B 00pa3oBaTeIbHOMN
OpraHu3au cekperapb U (MJIM) OTBETCTBEHHBIN 3a BEIIEHHE JEIOMPOU3BOICTBA
(mamee — cekpeTapb), KOTOpPbI HA3HAYaeTCs MPUKA30M PYKOBOIUTEIS
00pa30BaTENbHON OpraHU3aAIIH.

CekpeTrapb B COOTBETCTBUH C BO3JIOKCHHBIMHU Ha HETO 33/Ja4aMH:

- OCYILIECTBIISIET PETUCTPALIUIO U YUET JOKYMEHTOB;

- OpraHu3yeT JOKyMEHTO000pOT, (GOPMUPOBAHUE JIE]I, UX XPAHEHUE;

- OCYLIECTBIISIET TEKYIIUH KOHTPOJIb 32 CBOEBPEMEHHBIM PAaCCMOTPEHUEM U
IPOXOXKJAEHUEM JOKYMEHTOB 00pa30BaTeIbHON OpraHU3alllH;

- oOecrieunBaeT COOJMIOJCHUE €OUHBIX TpeOOBaHUI IO MOATOTOBKE
JOKYMEHTOB U OpraHu3aluu padoTbl C HUMHU B YCIOBUSAX JJIEKTPOHHOIO
JIOKYMEHTO000pOTA;

- 00001aeT nHdopmaluo 006 00beMax JOKyMEHTO000POTa;

- opranusyetr (OpMHUpPOBaHUE M XpPaHEHHE JOKYMEHTAIMOHHOTO ()OHNIAa U €ro
UCTIOJIb30BaHUE.

OObpasoBarenbHasi OpraHU3aIlys BIIpaBe MPUMEHITh B CBOCH JESTEIBHOCTH
ANEKTPOHHBIA  TOKYMEHTOOOOPOT, KOTOpPBIA  MpeaycMaTpuUBaeT  CO3JaHUE,
MOJMMCAaHNe, WCIOJb30BAaHUE W  XpaHEHHWE JOKYMEHTOB, CBS3AHHBIX C
JeSTEIbHOCThI0  00pa30BaTEeNIbHOM OpraHu3alii, B JJIEKTPOHHOM BHIE 0e€3
ny6nupoBaHUs Ha OyMaXHOM HocuTene. PemieHue o BBEAEHMM 3JEKTPOHHOTO
JOKYMEHTOO0OpOTa ¥ TOPSIOK  €ro  OCYIIECTBICHHUS  YTBEP)KIAIOTCS
o0pa30BaTeNbHON OpraHU3aleil 0 COrIaCOBAaHUIO C €€ YUPEIAUTEIIEM.

Best genoBasi nOKyMeHTalusi XpaHMTCS B CIELUAIbHO OOOPYIOBAaHHBIX
nomenieHusx, mkadax wim cerdax ¢ codmonenueM TpedoBanuii denepaibHOTO
3akoHa Poccuiickoit @enepanuu ot 27.07.2006 No 152-®3 «O nepcoHanbHBIX
TAHHBIX).

PabGorath ¢ TOKyMEHTaMU BHE CITY»KE€OHBIX MOMEIICHUH 3arpeiiaeTcs.

2. IoKyMeHTbI 00pa30BaTe/IbHOM OpPraHu3alum.

PykoBoauTens 00pa3oBaTeIbHON OpraHU3aluy I JIUILIO, UCTIONHSIOIEE eTro
00513aHHOCTH, U3/1a€T MPUKa3bl, HHCTPYKIUH, PABUJIA, TOJIOKEHUS, 00s3aTeIbHBIC
JUISL ICTIOJTHEHUS! BCEMU paOOTHUKAMH.

Xon o00cyXIeHusT BONPOCOB Ha 3acelaHusX KOJUJIETHATIbHBIX OPraHoB,
COBETOB, COOpaHMSX, COBELIAHUSX M pPEIICHUs, MPUHMMAaeMble Ha HHUX,
(buKCcHUpYIOTCS B MPOTOKOJIAX.

Jlis OCyIIecTBICHHs] ONEPAaTUBHBIX CBA3CH C JPYrMMU OpPTaHU3ALUAMU U



rpaXJIaHaMU HCIOJB3YIOTCA Takue (HOpMbl, Kak MUCbMA, (HaKChl, TEIErpaMMBI,
TeNneOHOTPaMMBI.

JUis ocCyllecTBIEHHUs] NpPHEMA, YBOJIbHEHHUS, IEPEMEIEHUs pPaOOTHUKOB,
IPEIOCTABICHUSI UM OTIIyCKOB O(OPMIISIOTCS TPYIOBBIE JAOTOBOPBI, MPUKA3bI IO
JUYHOMY COCTAaBY, 3asIBJICHUS, TPYAOBbIEC KHW)KKH, JINYHbIEC KAPTOUKH U JP.

Y4eOHo-nenarornyeckasi JOKyMeHTALMS.

YyeOHast JOKyMEHTAalMsl — O3TO KOJMYECTBEHHAass M KAa4eCTBEHHA
XapaKTEPUCTUKU COCTOSTHHS Y9€OHOH, METOMUYECKON W BOCHUTATEIILHONW pabOThI
00pa30BaTeIbHON OpPraHU3alINH.

Ilegarornueckue pabOTHHUKHU npu peanu3anuu OCHOBHBIX
0011e00pa3oBaTeNIbHBIX MPOrPaMM  OCYIIECTBISIIOT —MOATOTOBKY — CIEAYIOIICH
JTOoKyMeHTaluu (nmpuka3 MunuctepcTtBa npocsemienus Poccuiickoit @eaepanuuu ot
21.07.2022 No 582 «OO06 yTBepKIE€HMM TNEpeuHs JOKYMEHTAllUH, MOJTrOTOBKA
KOTOPOM OCYIIECTBIISICTCS TMEJAarorHuecKuMyu pabOTHUKaMU TIpU  peasu3aiiu
OCHOBHBIX 00111€00pa30BaTEIbHBIX MPOTPAMM)):

- pabouas mporpamMMa y4eOHOro mpeameTa, yueOHOro Kypca (B TOM 4ucie
BHEYPOUYHOU JESITEIHOCTH), YYEOHOTO MOYJIS;

- )KypHaJl y4yeTa yCIeBaeMOCTH;

- JKypHaJl BHEYpOUHOM MAEATENbHOCTU (IJI1 TMEJarormueckux paOOTHHUKOB,
OCYUIECTBIISIOIINX BHEYPOUHYIO AESTENBHOCTH);

- IJJaH BOCHHUTATEeNbHOM paboThl (sl MEJAarorMuyeckux pabOTHHKOB,
OCYUIECTBISIOMUX (YHKIIUU KJIACCHOTO PYKOBOJMTEIIS);

- XapaKTepUCTHKa Ha oOyyJaroierocs (1o 3ampocy).

[IIkonbHBIE JOKYMEHTHI JOKHBI O(QOPMIISITECS CBOEBPEMEHHO, YETKO,
pa300punBO, 0€3 MOAYMCTOK, TOMAPOK, BHI3bIBAIOIIMX COMHEHHE B MPABUILHOCTU
BHECCHHBIX JaHHBIX.

3anucu B IOKYMEHTAX JOJKHBI IPOU3BOAUTHCS IIAPUKOBOW PYyUKOM YEPHOTO
1BETA.

Ommubka, nomymieHHass B TEKCTE WM MHU(PPOBBIX JJAHHBIX JIOKYMEHTA,
UCIIPABISIETCSl  CICAYIOIMM  00pa3oM: OIMMOOYHBIE CJOBa WM  IUDPHI
3a4EPKUBAIOTCS TaK, YTOOBI MOXKHO OBLIO MPOYECTh 3aUePKHYTOE, a CBEPXY, JIHOO
psaoM, MO0 Ha TONAX TMHINYTCS YTOYHEHHBIE JaHHbIe. Bce BHeceHHBIC
UCITPaBJICHUS JOJHKHBI ObITh OTOBOPEHBI U 3aBEPEHbI MOATHUCSIMU JIUILL, O(POPMHUBILINX
JIOKYMEHT. 3a JOCTOBEPHOCTh CBEIEHUM, COAEpKAIIMXCA B JOKYMEHTaX,
Hajuiexkalee HuxX O(OpMIIEHHE HECYT OTBETCTBEHHOCTh JIOJDKHOCTHBIE JIUIIA,
MOJIIMCABIINE TOKYMEHT.

B coctaB nokymMeHTOB 00pa3oBaTebHON OpraHu3aluy BXOAIT:

- OpraHu3alMOHHbIEC JOKYMEHTHI;

-yCTaB OpraHu3aluu;

- IOTOBOP C YUPEIUTENEM;

- MIOJIO’KEHUS O TOIPa3ICNICHUSX (MPU HATUYUHN);

- IPaBOYCTAHABJIMBAIOIIUE JOKYMEHTBL;

- IOJDKHOCTHBIE MHCTPYKIIUU COTPYTHUKOB;

- KOJUIEKTUBHBIN JOTOBOP;



- IITaTHOE PaCIMCaHUE;
- IpaBUJIa BHYTPEHHETO TPYAOBOTO PACIIOPSAKA U JIP.
PacnopsnurenbHble TOKYMEHTHI:
- IPUKA3bL;
- pacnopsKEHHUS;
- WHCTPYKUUU U Jp.
NudopmanimoHHo-cripaBOYHbIE JOKYMEHTHI:

- IPOTOKOJIBI;

- IUTAHBI,

- OTYETHI;

- CIIPaBKH U Jp.

Bce kHMIM U KypHajbl, KOTOpblE BEIyTCS B 00pa30BaTEIbHOU
OpraHu3alid Ha OYMa)KHBIX HOCHUTENSX, IMOCTPAHUYHO NPOHYMEPOBBIBAIOTCH,
MPOIIHYPOBBIBAIOTCS W MOAMUCKHIBAIOTCS pykoBoauTeneM. [loanucs pykoBoAUTENS
3aBepsIeTCs MevaThio 00pa30BaTEIbHON OpraHu3aluu.

3. IIpaBuia opopmiieHUs1 JOKYMEHTOB

OcHoBHBIE TPeOOBaHUA MO 0(POPMIICHHUIO TOKYMEHTOB.

JIOKyMEHTBl ~ MOTYT  cO3JaBaTbcsl Ha  OyMaXHOM  HOCHUTENE WU
B DJIEKTPOHHOW (opMe € COONIOACHUEM YCTAaHOBJICHHBIX MPABUI O()OpPMIIEHUS
JTIOKYMEHTOB.

[Ipn co3maHMu [OKyMEHTa Ha JABYX W 0OoJjiee CTpaHHWIAX BTOPYIO H
MOCTIEAYIONTNE CTPAHUIIBI HYMEPYIOT.

JlomyckaeTcsi co3qaHue JOKYMEHTOB Ha JIMIEBOM M OOOPOTHOW CTOpPOHAX
aucta. [Ipu NBYCTOpOHHEM CO3JaHWHM JOKYMEHTOB IIIMpPWHA JIEBOTO TMOJS Ha
JUILIEBOW CTOPOHE JIUCTa M MPABOro MOJii Ha 00OPOTHOW CTOPOHE JINCTA JOJKHBI
OBITH PaBHBI.

[IpennodTuTenbHBIMU FAPHUTYPAMU U pa3MepaMu MPUGPTOB 1Jis PEKBU3UTOB
nokyMeHTa sBisiroTcest Ne 12,13,14.

[Tpu cocTaBieHnn TabIUL JOMYCKAETCS UCIOIb30BaHUE MIPU(PTOB MEHBILINX
pa3MepoB.

AOG3a1HbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm.

3aroyioBKM pa3esioB U MOAPA3/AESIOB MeYaTaTcs ¢ a03alHbBIM OTCTYIIOM WJTU
HEHTPUPYIOTCA TI0 MHUPUHE TEKCTA.

MHOrOCTpOUHBIE PEKBU3HUTHI TEYATAIOTCS Yepe3 OAMH MEXCTPOUHBIH
WHTEPBAJl, COCTAaBHbIE YacTU PEKBU3UTOB OTHCNAIOTCS JAOMOJHUTEIHHBIM
UHTEPBAJIOM.

TexcT nokymenTa nevaraercs yepes 1-1,5 MeKCTpOUHBIX HHTEpBaa.

WuTepBan mexy OyKBaMu B CJIOBaX - OOBIYHBIN.

WuTepBan Mex1y coBaMH - OJIMH TpoOer.

TexcT noKymMeHTa BbIpaBHUBAETCS 1O HIMPUHE JIUCTA (IO TPaHUIaM JIEBOTO U
IPaBOro NOJIEH JOKYMEHTA).

HopMatuBHBIMH aKkTaMu OpraHU3alldd MOXXET OBbITh MPETyCMOTPEHO
BbIJIEJICHHE PEKBU3UTOB «aJIpecaTy, «3arojoBOK K TEKCTY» WIIH «ITOJATMUCHY, a TAKKE



OTJENbHBIX (DPArMEHTOB TEKCTA MOITYKHUPHBIM HIPUPTOM.

TexcT HOKyMeHTa JOKEH OBbIThb M3JI0XKEH KPaTKo, 'PaMOTHO, MOHSTHO U
00BEKTUBHO, 0€3 NOBTOPEHUN U YIOTPEOIEHUS CIIOB U 000POTOB, KOTOPBIE HE HECYT
CMBICJIOBOM HAarpy3kd, U JOJDKEH KacaTbCd TOrO BOINPOCA, KOTOPBIH
c(OpMyJIMPOBAaH B 3arojOBKE K TEKCTy. TeKCT JNOKyMeHTa OpOpMISIETCS B BUIE
CIUIOIIHOTO CBSI3HOTO TEKCTa WU TaOJIMIIbI, UM IIyTEM COUETaHMsI 3TUX POpM.

TekcThl CIIOKHBIX U OOJIBIIKX IO 00BEMY TOKYMEHTOB (JIOKJIa/bl, OTYETHI U
T.A.) JEJIATCS Ha pa3fenbl, MNOApa3fenbl, MYHKTbl, NOAMYHKTbL. IIyHKTBI u
MOJITYHKTHI B TEKCTE HYMEPYIOTCS apaOCKUMU IUPpaMu € TOUKO.

[Tpumep -

1.

1.1.

2.

2.1.

JIOKYMEHTBI, KaK MHpaBuUio, OPOpMIISIIOTCS Ha OnaHkKax oO0pa3oBaTENIbHOM
OpraHM3aliy, WMEIOT YCTAHOBJIEHHBIM KOMIUIEKC OOS3aTEIbHBIX PEKBU3UTOB U
CTaOWJIbHBIN NOPSAAOK UX PACIIOJIOKEHHUS.

bilaHKM KaXZIoro BuJa W3rOTaBIMBAIOTCS HAa OCHOBE YIVIOBOIO WM
IIPOJIOJIBHOTO Pa3MEIIEHUs PEKBU3UTOB.

PekBU3UTHI 3arojioBKa pa3MEIIAIOTCS LEHTPUPYEMBbIM (HAYalo M KOHEI|
KOKJIO0M CTPOKM PEKBU3UTA PABHO YyJajJ€Hbl OT TPAHMI] 30HBI PACIOJIOKECHHS
PEKBU3UTOB) WJIM YIJIOBBIM (Kaxaas CTPOKa PEKBU3WUTAa HAYMHAETCA OT JIEBOM
I'PaHULIBl 30HBI PACIIOJIOKEHUSI PEKBU3UTOB) CIIOCOOOM.

JI1st u3rotoBieHus 0J1aHKOB UCIIOJIB3YIOTCS TUCTBI Oymaru gopmarta A4 (210
x 297 mm) 1 A5 (210 x 148 MUITUMETPOB).

Kaxnplil mucT nokymeHTa, o(hOpMIICHHBIM Kak Ha OJlaHKe, Tak U 0e3 Hero,
JOJKEH UMETB I10JIsI HE MEHEE, MM:

nesoe - 20;

npasoe - 10;

BepxHee - 20;

HkHee - 20.

JlokymeHThI JyuTenbHbIX (CBbIme 10 JIeT) CpOKOB XpaHEHUS JOJIKHBI UMETh
aeBoe noJje He meHee 30 mm.

OdopmiieHne peKBU3UTOB JOKYMEHTOB.

ABTOP TIOKYMEHTOB.

HanmMenoBanune 00pa3oBaTellbHOW OpraHM3alliyd YKa3bIBaeTCsi B TOYHOM
COOTBETCTBUM C yCTaBOM oOpa3zoBarenbHOM opranuzauuu. CokpalleHHOoe
HAaUMEHOBAaHHE TOMEIIAETCS MO/ MOJHBIM HAMMEHOBAaHUEM B CKOOKAX.

HanMeHOBaHME CTPYKTYpHOTO NOJApAa3JEi€HUss — aBTOpa JOKYMEHTa
UCIIONIB3yeTCsl B OJIaHKaxX MuceM M OJaHKaX KOHKPETHBIX BUJOB JOKYMEHTOB U
YKa3bIBAETCS MO/ MOJHBIM M COKpPAIEHHBIM HAMMEHOBAaHUSMHU 00pa30BaTEIbHON
OpraHu3allyy.

HanmMeHoBaHME JOJDKHOCTH JMIIAa — aBTOpa JOKYMEHTa HCIOJIb3YeTCs B



OJlaHKax  JOJDKHOCTHBIX JIMI] M  pacrloJiaraercss MoJi  HauMEHOBAaHHEM
o0pa3oBaTeIbHON OpraHu3aluu.

HavMeHnoBaHue AODKHOCTH JIMIIa — aBTOpa JIOKYMEHTa YKa3bIBaeTCS B
COOTBETCTBUH C HAUMEHOBAHUEM, ITPUBEJCHHBIM B PACHIOPAIUTEIHLHOM JOKYMEHTE
O Ha3HAYEHHUH HA JIOJKHOCTb.

CnpaBouHble TaHHbIE 00 00pa30BaTEJIbHON OPraHU3alUN.

CrpaBo4HbIC JTaHHBIE 00 OpraHU3AIMH YKa3bIBAIOTCS B OJIaHKaX THCEM U
BKJTFOYAIOT: ajpec, Homep TenedoHa, (akc, agpec 3JIEKTPOHHOW MOYTHI, CETEBOM
aapec, a Takxe OKIIO, OI'PH, MHH u KIIII opranuzamumu.

HaumeHoBaHue BHIA JOKYMEHTA.

HanMeHnoBanue BHIa NOKYMEHTA, COCTABICHHOIO OpPraHU3ALMEN, NOJDKHO
OBITh  ONpENEICHO YCTaBOM (IOJIOKEHMEM) M JOJDKHO COOTBETCTBOBATh
HAaMMEHOBAaHUSAM BHJIOB JIOKYMEHTOB, npeaycMoTpeHHblM OKYVY/I: akt, crpaska,
3allMCKa,  CBOJKA, OT3bIB, IIPOTOKOJ, CIMCOK, H3BELIEHHME U  Jp.
PacniopsaurenbHble  TOKYMEHTBl OpraHM3alMyd H3AAI0TCS  CO  CIEAYIOLIMMHU
Ha3BaHMUAMU: IIPUKA3, PACIIOPSIKECHHUE.

HaumeHoBanve Buaa M pPasHOBUIAHOCTH JOKYMEHTAa HE YKa3bIBACTCSA B
IIACbMaX.

HanmMeHoBaHve BHJa JOKyMEHTa I[I€4aTaeTCs MPONUCHBIMH OyKBaMHU
MOJIY>KUPHBIM HIPUPTOM.

JaTa nokymeHra.

Jlata J1OKyMEHTa COOTBETCTBYET Jare MOoANucaHus (yTBEPKIEHUA)
JTOKyMEHTA WJIA JaTe COOBITHS, 3a()UKCUPOBAHHOTO B IOKYMEHTE:
apadckumu nudpamu, paszaeneHHbIMU Toukoil: 05.06.2021; cioBecHO-1IU(POBBIM
cnocobom: 5 ntons 2021 r.

B TekcTax JOKyMEHTOB, COJIEpKalUX CCHUIKM HA HOPMATHUBHBIE MPABOBBIC
aKTbl, W JIOKYMEHTOB, COJIEp)KAIllUX CBEJACHHUS (PUHAHCOBOTO XapakTepa,
MPUMEHSIETCSL CIIOBECHO ITU(POBOI crocod yKazaHUs AaT 0€3 MPOCTABICHUS HYJIS
B 0003HAYCHMH JIHS MECSIIa, €CIIM OH COACPKUT oauy rudpy: 3 anpens 2021 roxa.

Pa3zpemiaercs MpUMEHSTH CIIOBO «TOI» B COKPAIICHHOM BApUAHTE «I):
I wrons 2021 r.

I'pu¢ orpanuyeHus 10cTyna K J0KYMEHTY.

[IpocTaBiseTcss B NpaBOM BEPXHEM YINIy IIEPBOr0 JIMCTAa JOKYMEHTa
(mpoekTa NOKyMEHTa, CONMpPOBOJUTEIBHOTO MUChbMAa K JOKYMEHTY) Ha TIpaHMIIE
BEPXHETo MOJIsI NMPU HAIMYMKA B JOKYMEHTe WH(pOpMaIlu, JAOCTYH K KOTOPOM
OTPaHUYEH B COOTBETCTBUM C 3aKoHomarenbcTBOM Poccuiickon ®depepauun. B
COCTaB PEKBHM3UTA BKJIOYAETCS OrpaHUYUTENbHAs Haanmuch: «/ms ciyxeOHOTro
noJib30BaHus», «KonpuaenunansHo», «llepconanbHble TaHHBIE» WIH Jp.

[Ipumep -

Hepconaﬂbﬂue JdAaHHbIC paﬁOTHl/lKOB



I9K3. Ne 1
MyHHIIIIIATbHOE 0H0IKeTHOE 001eo0pa3oBaTebHoe yupekaenne «Ikona Ne 1»

(MBOY IIkoaa Ne 1)
LeHTp 10NMOTHUTEIBLHOTO 00pPA30BaAHUS
MIPUKA3

Bce Bugbl I’pI/I(i)OB OrpaHUYCHUA OOCTYIIA K JOKYMCHTAM 3aKPCILIAIOTCA B
JJOKAJIbHBIX aKTaX 06p330BaTeHBHOﬁ opraHu3anuu.

PerucrpaumoHHbIM HOMEP TOKYMEHTA.

Perucrpauumonnsiii HomMep — 1mdpoBoe WM  OyKBEeHHO-LHU(POBOE
0003HaYeHHE, TPUCBANBAEMOE TOKYMEHTY IPU €r0 PETUCTPAIIHH.

Peructpamusi mokymMeHTa MPOBOAUTCS IMIOCJIE €ro MOANHCAHUS —WJIH
YTBEPKIACHHUS.

Jl7iss BHyTpEHHUX JOKYMEHTOB — MPUKA30B, TPOTOKOJIOB — 3TO MOPSAKOBBIH
HOMEp B Mpeenax KaJleHJapHOro roaa/ yueOHOro roja mo KakJIoMy BUAY WIIU
pPa3HOBUAHOCTH JOKYMEHTOB. B mpukazax perucTparioHHBII HOMEp MOXKET
JIOTIOJTHATHCS OYKBEHHBIM WHACKCOM, 0003HAYAIOIINM Pa3HOBUIHOCTH.

JIis UCXOASAIMNX TOKYMEHTOB PETUCTPAIMOHHBIA HOMEP COCTOUT 3!

1) nmopsAaKOBOrO HOMEpa B TIpeleNaX ~ MacCHBa  OTIPABISCMOM
KOPPECIIOHICHIINH;

2) UHJeKca Jiena B COOTBETCTBUM C HOMEHKJIATypoil Jen 0Opa3oBaTelbHON
OpraHU3alHH.

PeructpanmoHHbIil HOMEp AOKYMEHTa, COCTABICHHOTO COBMECTHO ABYMS U
Oojee OpraHu3alUsIMHU, COCTOUT W3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB
KaXIOW M3 ITUX OpraHU3alluii, MPOCTABISIEMBIX Yepe3 KOCYIO0 YepTy B TMOPSAKE
yKa3aHUs aBTOPOB B JIOKYMEHTE.

CcbliIKa HA PerucTPALMOHHBIN HOMEP M ATy J0KYMEHTA.

Ccpuika Ha pErucTPALMOHHBIA HOMEp M J1aTy IOKYMEHTa BKIIIOYAET B ce0s
pPEruCTPAMOHHBIA HOMED U 1aTy JOKYMEHTA, Ha KOTOPBIN JOJIKEH ObITh JaH OTBET.

Ccbulka Ha HOMEp W JaTy JOKYMEHTa HCIOJIb3yeTcs MpU O(POpMIIEHUU
MUCEM, SIBJISIFOIIMXCS OTBETaMU Ha MOCTYMHBIIIEE MUCHEMO (3ampoc, MpocsOy u 1Ip.).
CBeneHMsl B pEKBU3UT IIEPEHOCATCS ¢ MOCTYIUBILETO TJOKYMEHTA U COOTBETCTBYIOT
PErHCTPAlMOHHOMY HOMEPY U AaTe MOCTYHNUBLIETO JOKYMEHTA.

OrpaHnuuTenbHast OTMETKA JUJISl JAHHOTO PEKBU3UTA POCTABJISIETCS B JIEBOU
yacTu OJlaHKa MHUCbMa IOJ PEKBU3UTOM «JlaTa» M «PErHCTPaIlOHHBIA HOMeEp
JOKYMEHTa.

Hanuuue naHHOTO peKBU3UTA MCKIHOYAeT HEOOXOJIMMOCTh YIOMHUHAHUS
HOMEpA U JaThl MOCTYIHUBILIETO JTOKYMEHTa B TEKCTE MUCHbMA, YTO OCBOOOXKAAeT
TEKCT OT CIPABOYHON MH(POPMALIHH.

MecTo cocTaB/IeHUS WM U3JAHUS JOKYMEHTA.
Mecrto coctaBineHusi (M3AaHMs) JOKYMEHTA YKa3bIBAaeTCS B JOKYMEHTaX,
M3rOTaBIMBAEMbIX Ha OJJaHKAaX KOHKPETHBIX BUAOB JJOKYMEHTOB.



Anxpecar.

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

PekBu3uT «agpecar» NpocTaBiseTcs B BEpXHEH IpaBoi 4acTH JOKYMEHTa (Ha
OJJaHKE C YIJIOBBIM PACMOJIOXKEHUEM PEKBU3UTOB) WM CIpaBa MOJ PEKBU3UTAMU
OsaHKa (TP MPOJIOJILHOM PACIOIOKEHUH PEKBU3UTOB OnaHKa). CTPOKU PEKBU3UTA
«azxpecary BBIPABHMBAIOTCA II0 JIEBOMY KAl WIM LEHTPYIOTCS OTHOCHTEIIBHO
CaMOM JUIMHHOM CTPOKH.

Ecnu 1OKyMEHT aJpecoBaH IOPHANYECKOMY JIMIY WIH €r0 CTPYKTYpHOMY
noJipa3AesieHuIo 0e3 yKa3aHusl JOKHOCTHOTO JIUIA, MX HAMMEHOBAHUSI IPUBOISATCS
B IMEHUTEIBHOM NaJEXKe.

[Iprmepsr

1. MuHnucrepcTBo 060pa3oBaHusi,
HAYKH M MOJIOAEKHU
Pecny0sinku Kpbim

2. MuHucTepcTBO 00pa3oBaHus,
HAYKHU U MOJIOJCKH
Pecny0sinku Kpbim
ylpaBJjieHUe 0011ero
oOpa3zoBaHus

[TouToBBIN agpec yka3bIBaeTCs MPU HANpPaBICHWU JOKYMEHTa Pa30BBIM
KOPPECTIOHIEHTaM.

Ecnu 1oKyMeHT azipecoBaH PyKOBOAMTEJIIO IOPUIUYECKOTO JIMLA WM €ro
3aMECTHUTENII0, HAUMEHOBAHHME IOPUJIMYECKOrO JIMIla BXOJUT B  COCTaB
HaMEHOBAHUS IOJKHOCTH aJpecaTa, KOTOpOe MPUBOJIUTCS B AATEIHLHOM NaJEKeE.

[Tpumep —

PykoBoauresro ®denepajbHOro

ApPXUBHOI0 areHTCTBA

®amuansa U.0.

NHauuuansl craBATcs mociae (aMuIMM HE3aBUCUMO OT TOT0O, KOMY
aJipecoBaH JOKYMEHT — JOJKHOCTHOMY JIUILY WM (PU3UYECKOMY.

[Ipu anpecoBaHuu mNHUCbMa PYKOBOAMUTENIO CTPYKTYPHOIO MOJpa3/ieieHUs
yKa3bIBaeTCs B UMEHUTEIBLHOM TMaje)kKe HAMMEHOBAHWE OpraHu3allid, HUXKE - B
JaTeNbHOM TMaJIe’K€ HAWMEHOBAHME JIOJDKHOCTH PYKOBOIUTEINS, BKIIOYAIOIIEE
HAaMMEHOBAaHUE CTPYKTYPHOTO NOipa3iejeHusl, (paMUINI0, UHUIUATIBL.

[Tpumep-

MuHuCTEPCTBO 00pa30BaHus,

HAyKH 1 MoJioaexu Pecy0smkn Kpbim
HavanbHuky ynpasieHust 001ero o0pa3oBaHus
®amuinus U.0.
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[lepen davumuelr JODKHOCTHOTO JIMIA JIOMYCKAeTCA  YIMOTPEOsATh
COKpAIlIEHUE «T-HY» (TOCIIOJIUHY ), €CIIH aJipecaT MY>KUMHA, WIH «T-3Ke» (TOCIO0XKe),
€CJIM aApecaT KCHIINHA.

IIpn pacceuike AOKyMEHTa TIpYIIE OpraHu3aluid OJHOrO TUNA WM B
CTPYKTYpHBIE TIOAPA3ACICHUS OJIHOM OpraHu3aluu, aJpecaT YKa3bIBaeTcs
0000IIEHHO.

B ogHOM TOKyMEHTE He H0HKHO OBITh 00Jiee YEThIpEX aJpecaToB.

[Ipu OonblleM KOJUYECTBE aAPECAaTOB COCTABIIAETCS CIHCOK (JIUCT,
yKa3aTellb) PAacChbUIKM JOKYMEHTA, HAa KaXKJIOM JIOKYMEHTE YKa3bIBACTCS OJUH
aapecar wid agpecaT opopmisieTcs 0000IIeHHO.

B cocraB pexBu3ura «AnpecaT» MOXKET BXOAUTH ITOYTOBBIM aJpec.
DOneMeHThl  MOYTOBOIO  aJpeca  yKa3blBAIOTCA B IOCJIEI0BATEIbHOCTH,
ycTaHoBJIeHHOU [IpaBunamu oka3aHus yCiayTr ITOYTOBOM CBA3U.

[Tpumep -
Bcepoccuiickuit
HAY4YHO-
HCCIIe10BaTe/IbCKUMI
HHCTUTYT
AOKYMEHTOBEICHUSA
U ApXMBHOTIO0 JeJia
IIpo¢coro3nas y.i.,
a. 82,
MockBa, 117393
B cnyyae ornpaBku 1OKyMeHTa (PU3HMUECKOMY JIUITY YKa3bIBAIOTCS: (hamMuius,
WHULMANBI, TOYTOBBIN ajpec: (yaula, HOMEp JIoMa M KBapTUPbI, HACEICHHBIM
MYHKT, pailoH, 00aacTh (Kpaid, pecry0anKa), HOYTOBBIM UHJIEKC).
[Tpumep -
®amuinsa N.0.
Canosas yJa., 1. 5, kB. 12,
r. JHCK, JHCKOH 00.1., 301264

[Ipu oTnpaBke nrchbMa MO IACKTPOHHON MOUTE WM MO (haKCUMUIHHOU CBSI3U
(6e3 MOCBUIKH IO TIOYTE) MOUYTOBBIM aapec He ykasbpiBaeTcs. [Ipu HeobxoaumocTu
MOKET OBITh YKa3aH AJIEKTPOHHBIN ajpec (HoMmep Tenedona/dakca).

ITpumep -

Bcepocceuiickuii Hay4YHO-
HCCJIEeN0BATEIbLCKUHI
HHCTHUTYT
JOKYMEHTOBE/ICHUS U
apXMBHOIO J1eJ1a
mail@vniidad.ru

I'pu¢ yrBep:KaeHus 10KyMeHTA.
I'pu¢d yTBepxkAeHHS MPOCTABISETCS HAa JOKyMEHTE B CIy4yae ero
YTBEPKJICHUS JOJKHOCTHBIM JIULIOM, PACIIOPAIUTEIbHBIM JOKYMEHTOM (TIPUKA30M,


mailto:mail@vniidad.ru
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pPacnoOpsKEHUEM, PELLICHUEM).

I'pud yTBepKaeHUs pa3MelIaeTcss B IpaBOM BEPXHEM YTIIy MEPBOrO JUCTa
JnokyMeHTa. CTpOKU PEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY Kparo WIIH LIEHTPYIOTCS
OTHOCHUTEJIbHO CaMOW INIMHHOM CTPOKH.

[Ipy yTBepXJIeHHH AOKYMEHTa JOJKHOCTHBIM JIUIIOM TpU( YTBEPKICHUS
cocrour wu3 cioBa YTBEPXJAN, HauMeHOBaHUS JOJDKHOCTH  JIMIIA,
YTBEPXKIAIOIIETO JIOKYMEHT, €ro IOJNHWCH, HWHUIHUAJIOB, (GaMWIMK W JaThl
YTBEPKACHUS.

[Tpumep -
YTBEPXKJIAIO
Jupextop MBOY COII Ne 1
IMoagnmucy U.0. damuians
Jlara

[Ipu yTBepkIeHMH JOKYMEHTAa pPACHOPSIUTEIbHBIM JOKYMEHTOM Tpud
yTBepxkaeHuss  cocrour w3 cinoa YTBEPXJIEH  (YTBEPXIEHA,
YTBEPXJIEHBI nmun YTBEPX/IEHO), cormacoBanHOro ¢ HaMMEHOBaHUEM BH/IA,
YTBEPKIAEMOIO0 JTOKYMEHTa, HANMEHOBAHUS PACHOPSAUTEIIBHOTO JIOKYMEHTa B
TBOPUTEILHOM IaJI€KE, €0 1aThl, HOMEpA.

[Ipumepsbl
1. (ITopsaok) YTBEPXIEH
npukazom MBOY COII Nel
S anpess 2021 r. Ne 82
2. (IIpaBuma) YTBEPXIEHbI

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

3. (ITonoxxeHue)
YTBEPXKXIAEHO
npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83

[Ipy npuHATHM (PACCMOTPEHUHM) MAOKYMEHTA KOJUIETMAJIbHBIM OPraHOM
o0pa3oBaTeabHON OpraHU3aluu, PEeIIEHUs KOTOPOTro (PUKCUPYIOTCS B IPOTOKOJIE, B
rpude npuHITO (PACCMOTPEHO) YKa3bIBACTCS HAUMEHOBAHHME OpraHa, pelieHUEM
KOTOPOTO MPUHAT JOKYMEHT, 1aTa U HOMEp NPOTOKOJA (B CKOOKaXx).
YTBEPKJIAOIIET0 TOKYMEHTA B TBOPUTEIIBLHOM NAJEXKE, €ro JaThl, HOMEpA.

[Tpumepsl
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3. (ITopsimox) IMPUHAT

nmegarorti4eCKuM COBeTomM
(mpoTtoko.a ot 15.08.2021 Ne 12)

4. (IlpaBuna) INPUHATDBI
Yipap/0UM COBETOM
(mportoxoua ot 15.06.2021 Ne 8)
3. (ITonoxxeHue)
INPUHATO
001ImMM codOpaHuemM
patoTHUKOB
oOpa3oBareybHOM
OpPraHu3aluu
(mporokoJ 15.06.2021 r. Ne 83)
3aroJ10BOK K TEKCTY.
3aroyioBOK K TEKCTY BKJIKOYAET B ceOsl KpaTKOE COAEpKaHWE JOKYMEHTa, €ro
OCHOBHYIO CMBICIIOBYIO Harpy3Ky. 3aroyioBok (Gpopmyiupyercs ¢ npeaiaorom «O»
(«O06») 1 OTBEYAET Ha BOMPOC «O YEM?»:
o TIpHKa3 (0 4eM?) O CO3/IaHUU ATTECTAIMOHHOW KOMHUCCHH;
o TpuKa3 (0 4em?) 00 yTBEPKICHHUH IITATHOTO PACTIHCAHMUS;
o TICHMO (0 YeM?) 0 IpenoCcTaBIeHUU HH(GOPMAITUH.
3aroJIoBOK COCTAaBIISIET MCHOJHUTENb JIOKYMEHTA. 3arojOBOK K TEKCTY
oopMIIsieTcss TI0JT PeKBU3UTaAMU OJlaHKa CJIeBa, OT TPaHUIbI JieBoro moiis. Ecnm
TEKCT IOKYMEHTa HE MPEBBIIIAET YETHIPEX-MIATH CTPOK WM O(OPMIIEH Ha OJaHKe
dbopmara AS, 3aro10BOK MOKHO HE YKa3bIBaTh.
3aroyioBOK  JOKYMEHTAa  3allMChIBAETCA TMPU €ro  pEerucTpauud B
COOTBETCTBYIOILIME PETHCTPALMOHHBIE POPMBI: KAPTOUKY, 03y TaHHBIX.

TexkcT 1oKyMeHTA.

TeKkcT JOKyMEHTa COCTaBIJISIETCSI HA PYCCKOM SI3bIKE KaK rOCyJapCTBEHHOM
a3plke  Poccuiickori ®enepanuu. TekCcT [OOKYMEHTa M3JIAraercs pPyCCKUM
JUTEPATYPHBIM SI3BIKOM C y4E€TOM OCOOCHHOCTEH O(UIIMATIBHO-ICIOBOTO CTHIIA,
BHJIa IOKYMEHTA U €70 Ha3HAYEHUS B YIIpaBIIEHUECKOH feaTenibHoCcTh. CoiepxkaHue
JIOKyMEHTA JIOJKHO OBITh M3JIOKEHO KPATKO, JOTUIHO, TOYHO U SICHO.

TeKCThl JOKYMEHTOB U3J1aratOTCsA:

- OT 1-ro JMIla €TMHCTBEHHOIO YMCIa B JOKYMEHTaX (MpHKa3, paclopsyKeHHe
U T. 1.) pyKOBoAWTeNs 0Opa3oBaTelbHOM OpraHu3aluu, [EeWCTBYIOIIETO Ha
MPUHIUIIAX €IUHOHAYAIMs, a TaKXKE IOKYMEHTaX, aJPECOBAHHBIX PYKOBOJACTBY
OpraHu3alMy: NPUKa3bIBal0... MOJATOTOBUTh W MPEACTABUTH HA PACCMOTPEHHUE;
IIPOIILY PACCMOTPETH
BOIIPOC 00 YCTAHOBJICHUH JIbIT'OTHBIX TapuQoOB...;

- 3-T0 JIMIla €IUHCTBEHHOIO YUCJa B IOKYMEHTaX KOJIJIErHaIbHBIX OPTaHOB:
KOMUCCHS PELINJIA...; OPraHU3aLKs HE CYUTAET BO3MOKHBIM...;

- 1-r0 nMIa MHOXECTBEHHOTO YKCJIA B COBMECTHBIX JIOKYMEHTaX: MPOCUM
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IPEICTaBUTh JaHHBIC O...; IPEICTABISIEM Ha PACCMOTPEHUE U YTBEPIKIICHHE...;
- 3-ro JMIa MHOXXECTBEHHOI'O YHCJa B MPOTOKOJIAX: CIYLIANU, BHICTYIINIH,
NOCTaHOBWJIM, PELIHIIH.

B nokymeHTax, yCTaHaBIMBAIOIIMX IMpaBa U OOS3aHHOCTH OpraHM3alliu, ee
CTPYKTYPHBIX IMOJpa3AeieHu (MOJ0KEHUE, NHCTPYKIHS), a TaKKe COAEpKaIINX
OIMCaHMe, OIEHKY (paKTOB WIJIM BBIBOABI (aKT, CIpaBKa), HCIOJB3yeTcs (Gopma
U3JI0KEHHUS TEKCTa OT TPETHETO JINIA SAMHCTBEHHOTO WJIM MHOKECTBEHHOTO YHUCIIa
(«oTmen ocymecTBIsieT (PyHKIUNY», «B COCTaB OOBEAMHEHUS BXOMATY», KKOMHUCCHS
YCTaHOBHIIAY).

B TekcTe nOoKyMeHTa, MOATOTOBICHHOTO HA OCHOBAaHUHM 3aKOHOAATEIbHBIX,
WHBIX HOPMATUBHBIX MPABOBBIX aKTOB, U3/IaHHBIX OpraHaMH BJIACTH U YIIPABIICHUS,
JOKYMEHTOB, paHEe W3JaHHBIX OpPraHOM BIJIACTH — AaBTOPOM JIOKYMEHTA,
YKa3bIBAETCSl HAMMEHOBaHKE BUA JOKYMEHTa, HAMMEHOBAHNE OpPTaHa, W3/IaBIIero
JOKYMEHT, JaTa MPUHITHUS WM YTBEPXKAECHUS JOKYMEHTA, €r0 pPerucTPalliOHHBIHN
HOMEp, a TaK)Ke 3aroJ0BOK K TEKCTY WJIM HAUMEHOBAHUE BUJIA IOKYMEHTA.

[Tpumepsl

«B cootBercTtBuM ¢ nocranoBieHueM [IpaBurensctBa oT 13.08.1997 Ne 1009
«O6 yrBepxknaeHuu IlpaBun MOArOTOBKM HOPMATHUBHBIX IPABOBBIX AaKTOB
(denepaibHBIX OPraHOB HCIOJHUTENIBHOM BIACTH M HMX TOCYJapCTBEHHOM
perucTpanumny;

«B cootrBerctBum ¢ [lomokeHMEM O MOCTOSHHO IEUCTBYIOLIEH SKCIEPTHOM
KOMHUCCUU YUPEKIEHUS, OpraHu3allii, MPEeANpUATHs, YTBEPKICHHBIM MPUKA30M
Pocapxusa ot 19.01.1995 Ne 2...».

Ecimu TeKCT comepKUT HECKOJIBKO MOPYYEHUH, PELICHUH, BBIBOJIOB, B TEKCTE
BBIJICTISIFOTCS Pa3/Iesibl, MOPa3/eIbl, IyHKThI, OIMYHKTHI.
B TekcT gokymeHTa MOTyT BKJIIOYaThCA (PparMeHThbI, 0D OPMIICHHBIE B BHJIC
TaOJIMIIBI WM AHKETHI.
CTpaHuIlbl TEKCTa HyMEPYIOTCS apaOCKUMU IudpaMu MocepeHE BEPXHETO
OJISI.
B muchmax ucnonp3yroT cieayromue GopMbl U3IT0KEHUS:
e OT TMEpPBOrO JHUIA MHOXECTBEHHOTO 4YHCIa («IIPOCUM HANpPaBUTHY,
«HAMpPAaBIIIEM HA PACCMOTPEHUEY );
e TIIEpPBOIO JIMLA €IMHCTBEHHOrO 4YHcia («CUHUTAa0 HEOOXOIUMBIM», IPOIILY
BBIJICIIUTHY);
e TpEThEro Jimia eauHcTBeHHOTO uncia («OO He Bo3paxkaeT», «OO cuuTaer
BO3MOKHBIMY).

OTMeTKa 0 IPUJIOKEHHH.

OTMeTKa O TPUJIOKEHUU COACPKUT CBEIACHUS O JIOKYMEHTE (JOKYMEHTaX),
MpujIara€MoM K OCHOBHOMY JOKYMEHTY (B COMPOBOJUTENIbHBIX MUChMAaX, MIPETEH-
3WSIX, aKTaX, CIPaBKax U APYTUX HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTAX ) WU
O TOM, 4YTO JIOKYMEHT SBJISIETCS TMPUIIOKEHUEM K OCHOBHOMY JIOKYMEHTY
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(B TOKyMEHTaX - MPUIIOKEHUSIX K PACTIOPATUTEIHLHBIM JOKYMEHTAM, TIOJIOKECHHSIM,
npaBuiaM, HHCTPYKIUSM, TOTOBOpaM, IJlaHaM, OTYETaM U JIp. JOKYMEHTaM).

B compoBoauTENbHBIX MHUCbMAaxX MW JPYrux HH(POPMAIMOHHO-CIPABOYHBIX
JIOKyMEHTaX OTMETKAa O MPWIOKEHUH O(QOpPMIISETCS MOJ TEKCTOM OT TPaHUIIbI
JIEBOTO TIOJIS CIEAYIOIIUM 00pa3oM:

- €CJIU IPUJIOKEHHE Ha3BaHO B TEKCTE:
[Tpunoxenue: Ha 2 1. B 1 3K3.;
- eClId TPWJIOKCHHE HE HA3BAaHO B TEKCTE WJIM €CJIM TPUIOKEHUH HECKOJBKO,
YKa3bIBAIOT HA3BaHUSA JIOKYMEHTOB-TIPWJIOKCHUHM, KOJIMYECTBO JIUCTOB U
HK3EMIUISIPOB KaXKIOTO MTPUIIOKCHUS:
[Tpunoxenue: 1. [lonoxenue (Ha3Banue) Ha 5 1. B 1 9K3.
2. CnpaBka 0 KaJpOBOM cocTaBe Ha 2 1. B 1 3K3.;

- €CJTU TIPWIIOKEHHUEM SBIISICTCS 000COOICHHBIN AJIEKTPOHHBIN HOCUTEh

(KOMITaKT- TUCK, USh-(rem-HakomuTens u ap.):
- Ilpunoxenue:

CD B 1 3x3.

- €CIIM MIPWIOKEHUE (MPUIIOKEHHUS) COPOITIOPOBAHBI:

[Ipunoxenue:

otuet o pabore PUII B 2 7k3.

B pacnopsnutenbHbIX JOKYMEHTaxX (MpUKa3ax, paclopsKEHHUsX), TOTOBOPaX,
MOJIOKCHUSAX, TIpaBWiIaX, HWHCTPYKIHMSIX U JPYTUX JTOKyMEHTaX OTMETKa O
MIPWIOKEHUU OPOPMIISETCS CICAYIONAM 00pa3oM:

- B TEKCTE JOKYMEHTA IMPH MEPBOM YITOMHUHAHUN JOKYMEHTA-TIPUIIOKCHHS B
CKOOKaX yKa3bIBACTCA: ... (MIPUJIOKEHUE) UIH ... (IpriioxkeHue 1); nepes HoMmepom
MPUJIOKEHUS JOIMYCKAETCS CTaBUTh 3HAK HOMepa: ... (mpuioxkenue Ne 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-TIPWJIOKCHHUS B TIPABOM BEPXHEM YTIIY
yKa3bIBaeTC:

Hpuioxkenne Ne 2

Kk npukazy MbOY
COHtI Ne 1

ot 15.08.2021 Ne 112.

CTpoKM peKBU3HTA BBIPABHUBAKOTCS IO JIEBOMY Kpar0 WIM LEHTPUPYIOTCS
OTHOCHUTEIIBHO CaMOM JJINHHOW CTPOKH.

Ecnn npunoxeHuem K  paclOpsAIUTENIBHOMY  JTOKYMEHTY  SIBIISETCS
HOPMATUBHBIM IPABOBOW AaKT WM HWHOW JOKYMEHT, YTBEPXKIAAEMbIM ITaHHBIM
pacnopsiAUTEIbHBIM JOKYMEHTOM, Ha IEPBOM JIMCTE IIPUIIOKEHUS IIPOCTABIISAETCS
OTMETKa O MPUJIOKEHUU (0€3 CChUIKM Ha PactopsIuTEIbHBIN JOKYMEHT) U Tpud
YTBEPKICHUsI, B KOTOPOM YKa3bIBaIOTCS JaHHBIE PACIIOPAAUTEIILHOIO JOKYMEHTA,
KOTOPBIM YTBEPXKIAECH JOKYMEHT- IIPUIIOKEHUE.

[Ipumep -
Hpuioxenue 1
YTBEPXJIEHO
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npuka3 MbOY COII
Ne 1 or 18.05.2021 Ne 67

I'pu¢ corsracoBanusi JOKyMEHTA.

[IpoeKThl MOArOTOBICHHBIX JOKYMEHTOB IMEpe]] MOAMUCAHUEM B PSJIE CIIydacB
COTJIaCOBBIBAIOTCS C 3aWHTEPECOBAHHBIMH  YUPEKACHUSIMH, CTPYKTYPHBIMU
MOIpa3IeICHUSIMHU, OTICTLHBIMU JTODKHOCTHBIMU JIMITAMH.

['pud cornmacoBaHus B 3aBUCUMOCTH OT BHJIa IOKYMEHTA U OCOOCHHOCTEH €ro
o opMIICHUS MOXKET MPOCTABIISITHCS:

- Ha TIEPBOM JIUCTE JOKYMEHTa (€CITu JOKYMEHT UMEET TUTYJIbHBIN JINCT, -
Ha TUTYJIBHOM JIUCTE) B JICBOM BEPXHEM YTy Ha ypOBHE rpuda yTBEPKIACHUS WU
10/ HANMEHOBAHUEM JIOKYMEHTa OJIIKe K HIDKHEMY TIOJTIO);

- Ha MOCJIETHEM JINCTE JOKYMEHTA MOJT TEKCTOM;

- Ha JIUCTE COTJIACOBAHUS, SBJISIIONIEMCS HEOTHEMIIEMOM YacThIO TOKYMEHTA.

['pud cormacoBanusi pokymentra coctoutr u3 cioBa COI'JIACOBAHO,
JIOJDKHOCTH JIMIA, C KOTOPBIM COTJIACOBAH JOKYMEHT (BKIJIIOYasi HAMMEHOBAHHE
OpraHu3allii), €ro COOCTBEHHOPYYHOW MOJMUCH, PaCHIM(PPOBKU MOAMUCH
(MHUIMANIOB, (haMUIIMK) U 1aThl COTJIACOBAHMUS.

[Tpumep -

COI'JTACOBAHO

JupekTop (Ha3BaHHUE OpPTaHU3AIINH)
(moamuce) N.O. Gamumnus

Jlata

Ecnu cormacoBaHue OCyIIECTBIISIETCS KOJUJIETHAJIbHBIM OPraHoM, B Tpude
COIIACOBAHUS YKa3bIBAIOT CBEICHUS 00 OpraHe, COrJIacoBaBIIEM JOKYMEHT, 1aTe U
HOMEpE IPOTOKOJIA, B KOTOPOM 3a(MKCHUPOBAHO PEIIECHUE O COIlacoBaHUM. Eciu
COTJIACOBAHME  OCYILECTBIISIETCA MHCBMOM, YKa3blBAIOT BHJ  JIOKYMEHTAa,
OpraHM3aLMIO - ABTOPA TOKYMEHTA, 1aTy U HOMEp MHAChMa.

[Ipumepsb1

1 COTJIACOBAHO
YupapjasiiomuM cOBETOM
MBOY COII Nel

(MpoTOKOJI OT Ne )
2 COI'TIACOBAHO
nucemom PocapxuBa

oT Ne

Bu3a corsiacoBanusi J0KyMeHTa.

Busbl cornmacoBaHusi JOKyMEHTa — PEKBHU3UT JOKYMEHTA, YKA3bIBAIOIIWN Ha
corJiacue WJIM HEeCOIJlacue JOKHOCTHOTO JiMlia 00pa30BaTeIbHOM OpraHu3aluu C
COJIep’KaHHEM MPOEKTA JOKYMEHTA (Jjajiee — BU3a).
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IIpumep
3aMeCTHUTEINb JUPEKTOPA [0 BOCHUTATEIBHON padoTe
JInunasg moamnuch .. BanoBa
10.10.2023

OdopmieHHast TakMM 00pa30M BHU3a 03HAYAET COIVIacue JOHKHOCTHOIO JIUIa
C COJEP’)KAHUEM JIOKYMEHTA.

[Mpy Hamuuuu 3amMe4aHud MO JOKYMEHTY BH3y O(OPMISIOT CIEAYIOLUUM
oOpazom:

3aMeuyaHus NpUiIaraTcs
3aMecTUTENb JUPEKTOPA 110 BOCIIUTATEIBHON padoTe

JInaHas moanuch N.U. BanoBa

10.10.2023

JIOKYMEHT BU3UPYETCS UCIIOJIHUTEIEM U 3aUHTEPECOBAHHBIMU B JOKYMEHTE
JOJDKHOCTHBIMU JIUIIAMU, PYKOBOJIUTEIEM 00pa30BaTEIbHOM OpraHu3aliu.

3amedaHusi JOJKHBI OBITH MPEJCTaBICHBI HA OTIEIBLHOM JIMCTE, KOTOPBIM
MOAMUCKHIBAIOT, TATUPYIOT U MPUIIATalOT K JOKYMEHTY.

B nokymeHTax, MOMJUHHUKUA KOTOPBIX XPaHATCS B OpraHU3alliM, BU3bI
MPOCTABIIAIOT HA IMOCJIEIHEM JIUCTE€ JIOKYMEHTa I0J MOANHCHIO, HAa 000poTe
MOCJIETHEr0 JHUCTa TMOJUIMHHUKA JOKYMEHTa WM Ha JIMCTE COIJIACOBAHMS
(BU3UpPOBaHUS), IPUIIATAEMOM K JOKYMEHTY.

B wucxopsumx JgOKyMEHTaxX BH3bl TMPOCTABIAIOTCA Ha OAK3EMIUISpax
JIOKYMEHTOB, IOMEIIIAEMBIX B JIEJIO.

HHoanuce.

JIOJDKHOCTHBIE JMIA@ NOJANKCHIBAIOT JIOKYMEHTBI B IIPEAENiax CBOUX
MOJIHOMOYHM, OIPECIICHHBIX Y CTaBOM 00I11e00pa3oBaTeIbHON OpraHu3alud |
JOJKHOCTHBIMH HHCTPYKLUSIMH.

[Toanuchk COCTOUT U3 HAMMEHOBAHUS IOJXKHOCTH JIMIA, KOTOPOE MOAMKUCHIBAET
JIOKYMEHT (IIOJIHOTO — €CJIM JOKYMEHT HalleyaTaH He Ha OJIaHKe, COKPAIIeHHOTO —
Ha JIOKYMEHTE, Hale4aTaHHOM Ha OJlaHKE), ero COOCTBEHHOPYYHOU MOAMMUCH,
WMHULMAJIOB (MHULIMAJI UMEHHU ), haMUITUU.

[Tpumepsl

He Ha 0JIaHKe:
JMupextop MBOY COI Ne 888 Jluunasi moanuchb N.0. ®amuinus

Ha 0JIaHKe
JAupexTop JInuHass moanuch N.0. ®amuinus
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[Tpu odopmaeHnn 1oKyMeHTa Ha OJaHKE JOIKHOCTHOTO JIHMIA JOKHOCTh
9TOTO JIMUILA B IIOAIMCH HE YKa3bIBACTCH.

ITpumep JIn4Hasi noanmuch N.0. ®amuaus

B JOKYMCHTAax, COCTAaBJICHHBIX KOMHCCHCﬁ, B IIOAITMCH YKA3bIBACTCA CTATYC
JIN1ia B COCTaBC KOMUCCHH.

[Tpumep -

IIpencenarenn IMoanuck HN.0. ®amuiausa
KOMHCCHH IHoanucky HN.0. ®amunans
YieHbl KOMHCCHH IHoanuck HN.0. ®amunans

IMoanuco N.0. amuiausa

B ciywyae OTCyTCTBHA pPYKOBOAMUTENS MPUKA30M ONpPENEseTcs IO,
UCIIOJIHSIONIEE €ro OO0SA3aHHOCTH, a TAaKXE YIOJHOMOYEHHOE MOANKUCHIBATH
JIOKYMEHTBI, IPU 3TOM HOJANUCH O(POPMIISIETCS C YKa3aHUEM CTATyCa JOJKHOCTHOTO
JMIa B COOTBETCTBUU C MPUKA30M (PACIIOPSIKEHUEM ).

[Tpumep -

H.o. nupexrTopa Hoanuck N.0. ®amuius
WIN:

HUcnonHsirommii 00513aHHOCTH TUPEKTOPA Hoanuces H.O.
damuaus

[Ipu nmonnucaHuu JTOKYMEHTa JUIOM, UMEIOIIMM MpaBO MOAMUCH B Clydae
BPEMEHHOTO OTCYTCTBUSI PYKOBOJAMTEIS, WCHOPABICHUS B HAaNMEHOBAHHE
JIOJDKHOCTH M paciinpoBKY (HaMHIIUK yKe TOJTOTOBIEHHOTO U COTJIACOBAHHOTO
MPOEKTA TOKYMEHTA BHOCSTCSA OT PYKH WJIM C UCIOJIb30BAHUEM COOTBETCTBYIOLIUX
IITAMIIOB.

He nonyckaercst CTaBUTh KOCYIO YEPTY, HAJIIIUCh «3a» Nepe]] HAMMEHOBAaHUEM
JIOJDKHOCTH JIMLA B MOJIUCH, €CIU JOKYMEHT MOJIUCHIBAET UHOE JOJKHOCTHOE
JIULIO.

JJIeKTPOHHAA MOANHUCH.

OTtMeTka 00 DJIGKTPOHHOW TOJMUCH WCIIOJIB3YeTCS TPHU BH3yaId3alluu
AJIEKTPOHHOTO  JOKYMEHTa, TMOAMHCAHHOTO  DJJCKTPOHHOW  MOAMKCHIO, C
coOJiroIcHueM TpeOOBaHMIA:

a) MECTO pa3MeNICHUS OTMETKH OO0 OJJIGKTPOHHON TOIMUCH JODKHBI
COOTBETCTBOBATh MECTY Pa3MEIICHHS COOCTBEHHOPYYHOM MOAMKICH B @aHAJIOTUYHOM
JIOKyMEHTE Ha OyMaKHOM HOCHUTETIE;

0) 2JIeMEHTBI OTMETKH 00 3JIEKTPOHHOM IMOIHUCH JOJKHBI OBITh BUIUMBIMH
Y YUTAEMBIMH [IPU OTOOPAKEHUU JOKYMEHTA B HATYPAJIbHOM pa3Mepe;

B) DJICMCHTBI OTMETKH 00 DJJEKTPOHHOW TIOANMHCH HE  JOJDKHBI
MEePEKPBIBATHCS WM HAKJIAIBIBATHCS IPYT HA PYTa;

I') 3JIEMEHTHI OTMETKH 00 JICKTPOHHOM IMOANKMCH HE JIOJKHBI MIEPEKPhIBAThH
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AJIIEMEHTHI TeKCTa JOKYMEHTA M JPYTHe€ OTMETKH 00 3JEKTPOHHOU MOANUCH (TIpH
HaJIU4Yun).

OTtmeTka 00 DSJCKTPOHHOW TMOANKCH W BKIOYaeT ¢pasy «JlokymeHT
MOJITMCAH AJICKTPOHHOW IMOAMKCHIO», HOMEpP CepTU(UKATa KII0Ya SJICKTPOHHOU
NMOJMUCH, (aMUJIMIO, WUMs, OTYECTBO Bialeiblla cepTU(dUKaTa, CPOK ICHCTBHSI
cepTu(rKaTa Kirro4ya dJEKTPOHHOM IMTOATHCH.

[Tpumep
Jupexrop ﬂOKYMEHT HOIIHI/IC AH A.b. UBanos
3JIEKTPOHHOM MNOJANMUCHIO
Cepruduxar lalllaaallllllINII
Baageneu UBanos AJiekceii Bopucopuy
HeiicrBurenen ¢ 01.01.2017 mo 01.01.2022
ITeuarts.

OTTHCK medaTtu 3aBepsieT MOJIMHHOCTB IMOMINCH JOJDKHOCTHOTO JIMIA Ha
JIOKyMEHTaX, YJOCTOBEPSIOIIMX IpaBa JIML, (PUKCUPYIOMMX (PAKTbI, CBSI3aHHBIE C
(MHAHCOBBIMU CpEICTBAMM, a TAaKXK€ Ha JOKYMEHTaX, MNPEJOCTaBISIEMBIX 32
IpeAebl OpraHU3alNN U IPETYCMATPUBAIOIINX 3aBEPEHUE TTONIMHHOCTH MTOIUCH.
BHyTpeHHUE TOKYMEHTHI (IpUKa3bl, MPOTOKOJIBI U T.J.) I€YAThIO HE 3aBEPSIIOTCA.
[leyaTs mnpocTaBisieTcsi, HE 3axBaThiBass COOCTBEHHOPYYHOW MOAMMCH JUIA,
HOJIMCABLIETO TIOKYMEHT, WX B MecTe, 0003HaueHHOM «MID» («Mecto neyatn»).

OTMeTKa 00 HCIIOJIHUTEJIE.
OtMeTka 00 HWCIOJIHHTENIC BKIIOYaeT B cels ¢daMuIMio, UMs, OTYECTBO
UCIIOJTHUTENSL JOKYMEHTa, HOMEp ero TeyedoHa.

Otrmerka 00 HCIOJHHUTEIIE MOXET JONOJHATHCS HaMMCHOBAHHUEM
JIOJDKHOCTH,  CTPYKTYPHOTO  TOAPA3JCJICHUS U DJCKTPOHHBIM  aJpecoM
HCIIOJIHUTEIA.

OtMetka 00 ucnosHUTENe 0QOPMIISIETCS Ha JIUIIEBOM CTOPOHE TMOCJIEIHETO
JUCTa JIOKYMEHTa OT T'paHUIlbl JIEBOTO TOJISI WJIM, MPU OTCYTCTBUM MECTa, - Ha
000pOTHOM CTOPOHE BHU3Y CJICBA.

[Tpumep -

3a0eaun UBan AHapeeBuy,

KoHTpouabHoe ynpaBjieHue, Be1yuuil ClienuaaIucT,

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

OTmeTka 00 UCHIOTHUTENE MOXKET 0QOPMIISITHCS KaK HUKHUN KOJIOHTUTYI U
neyaTaThesi MpU(TOM MEHBIIEro pa3Mepa.

OT1MmeTKa 0 3aBepeHUH KOIUH.

OOpaszoBaTenbHas OpraHu3alys MOXKET 3aBepsATh KOMUU TOJBKO TeX
JIOKYMEHTOB, KOTOpbIE CO3AAI0TCS B HEH, a TAaKXKe B CIIydasiX, IPeIyCMOTPEHHBIX B
a03alle BTOpPOM HAacCTOsIEro IyHKTa. Komusi IOKyMEHTa H3roTaBlIMBAaeTC U
BBIJIAETCSL TOJIBKO C pa3pelleHHs] pyKOBOJIUTENS OPraHU3alUU, €ro 3aMECTUTENEH
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WIA PYKOBOIUTENS CTPYKTYPHOTO MOAPA3ICICHHUS.

B ciyuyae noaroToBKM JOKYMEHTOB JJIsl PEJOCTABICHUSI Cy1I€OHBIM OpraHam,
IIPU PEIICHUH BOMPOCOB IO MPUHATHUIO JIHI] HA paboTy, 00ydYeHHe, YIOCTOBEPEHHUS
WX TPYIOBBIX U JPYTUX MPAB BO B3aMMOOTHOIICHUSIX C YUPEKICHUEM, a TAKXKE MTPH
bopMHpOBaHUU JIMUHBIX Jel pabOTHUKOB 00I11e00pa3oBaTelibHas OpraHU3aIHs
MOKET M3TOTaBIMBATH KOMHUU JOKYMEHTOB, BBIJAHHBIX JPYTUMHU YUPEKICHUIMU
(Komuu TOKYMEHTOB 00 00pa30BaHUHU U JIP.).

[Ipy BblOAYE KONMWMM JOKYMEHT BOCHPOM3BOJIUTCA THOJHOCTBHIO (OJaHK
00pa3oBaTeNbHOM OpraHU3aIlii, HOMED, AaTa, COJEpKaHue u T. 1.).

B npaBom BepxHeM yriry Konuu nuamercs ¢ioBo «Konusy. [Ipu Bergaye xonun
C Komuu cienyet nucath «Komus ¢ xommmy.

Ecnu xomust a5is BHYTPEHHETO IMOJIb30BAHMSA, TO [UJIsl 3aBEPEHUST HIDKE
pekBuzuTa «lloamUChH» MPOCTABISAIOT 3aBEPUTENBHYIO HAAMHUCh: «BepHoy;
JOJKHOCTB JIMIIA, 3aBEPSIFOIIETO KOMUIO; TMUHYIO OANKCH; pacCIIM(PpPOBKY MOANUCH
(MHUIMAIBI, (PaMUJIHIO); AATy 3aBEPEHHUS.

[Tpumep -

Bepno
Cekperaps/Cnienuajuct no Kaapam
Jluunas moanucs  B.B. UBanoBa

10.10.2023

Ecnu xomus BbigaeTcs Uisl MPEJCTABICHUS B JIPYTYIO OPraHU3aluio, TO
OTMETKAa O 3aBEPEHUM KOIMWU JOMOJIHAETCS HAJAMNKUChI0O O MECTe XPaHCHHs
JTOKYMEHTa, C KOTOPOTO ObLIa HM3rOTOBJICHA KOMMS, W 3aBepsSeTCs IeUaThbio
OpraHu3aIuu.

[Tpumep -

[Tonnmuuauk nokymenta HaxoauTcs B MBOY Illkosa Ne 3 B nene Ne 12-k 3a
2022 ron.

I[J'Iﬂ IMPOCTABJICHUA OTMCTKH O 3aBCPCHUH KOIIMH MOKCT UCIIOJIb30BATHCA IITAMII.

OTMeTKa 0 MOCTYIIEHHH IOKYMEHTA.

OTMeTKa O TOCTYIUICHHHM JIOKYMEHTa CIYXUT JJIs MOATBEpKIEHUs (akTa
IIOCTYIUICHUSI JIOKYMEHTa B OpPraHU3alyi0 MU BKJIKOYAECT JATy IIOCTYIUIEHUS U
BXOJISIIIIMNA PETUCTPALIMOHHBIN HOMEp nokyMeHTa. [Ipu HeobxoaumMocT OTMETKA O
IIOCTYIUICHUM MOXET JOIMOJIHATHCS YKAa3aHUEM BPEMEHU MOCTYIUICHHUS B dacax U
MUHYTax U croco0a JOCTaBKU JOKYMEHTA.

OTMeTKa 0 IOCTYIUIEHUH JOKYMEHTA MOKET IPOCTABIATHCS C IOMOLIBIO IITAM-
mna.

Pe3ouronus.
Pesomrornust comepKUT yka3aHHE IO HCIIOJHCHUIO JIOKyMEHTa. Pesosrorms
opopmisieTcss Ha CBOOOAHOM MecTe pabodero mojsi JOKYMEHTa, Ha OJlaHKe
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pPE30JIOLUMU WM BHOCUTCS HENOCPEICTBEHHO B CHUCTEMY JJIEKTPOHHOIO
JOKYMEHTO000pOTA.

Pe3omronus BritouaeT: (paMuiIMio, MHUIMAIIBI UCIIOJHUTENS (MCIOJIHUTENEN),
HOpYYEHHUE MO JOKYMEHTY, MPU HEOOXOAMMOCTH - CPOK HCIOJHEHHS, MOJAINUCH
JIMLA, BBIHECILIETO PE30IIOLHNIO, ATy PE30IIOLHUH.

Pesomronus, Kak npaBwiIo, MUAIIETCS OT PyKHU PYKOBOJUTENIEM Ha IOJUIMHHUKE
JIOKYMEHTa Ha CBOOOJTHOM OT TEKCTa MECTE.

[Ipumep -

®amuinsa U.0.

IIpomy nmoaroroBurh npeaoxenus k 10.11.2021.
IMoanucn
Jlara

OTMmeTKa 0 KOHTpOJIE.

OTMeTKa 0 KOHTPOJIE CBUAETENBCTBYET O TOCTAHOBKE IOKYMEHTA HA KOHTPOJIb,
MPOCTABIISCTCS IITAMIIOM WJIM TPOM3BOJAUTCS 3amuch OoT pykn «KoHTponb» Ha
BEPXHEM I10JI€ JOKYMEHTA.

KonTpono mnoanexaT Bce 3aperucTpUpOBaHHBIC JTOKYMEHTHI, TpeOyrolue
VCIIOJTHEHUS.

CpoKkM HCHOJIHEHUS JOKYMEHTa YCTaHABIMBAIOTCSI B COOTBETCTBUU CO
CpokaMu, O00O3HAYEHHBIMU 3aKOHOJATEIhLCTBOM, OpraHU3alMei, HalpaBUBIICH
MOPYYEHHUE WJIM MPOCHOY, PACHOPSAUTEIBHBIM JOKYMEHTOM WJIM PE30JIoIuei
pyKoBoOJUTENSE 00pa30BATENBbHON OPraHU3aLUU.

Cpok npocrapisieTcsi B opMe 1aThl 3aBEPIICHUS UCTIOJHEHHUS.

OTtMeTKa 0 HANPaBJICHUH JOKYMEHTA B /1€J10.

OTMeTka O HampaBJIEHWH AOKYMEHTa B JEJIO OIpPEACNIET MECTO XPaHEHHS
JIOKYMEHTA I10CJIE 3aBepILIeHuUs paOdOThI C HUM U BKJIIOYaET: cioBa «B aeno», nuaexc
Jiena 1o HOMEHKJIAType JIe], B KOTOPO€ MOMENIAeTCs JTOKYMEHT Ha XpaHEHUE, C
yKa3aHHUEM rojia, TOJLUKHOCTH JIMA, 0(OPMHUBILETO OTMETKY, MOIUCH, JaThl.

[Tpumep -

B nesio Ne 01-18 3a 2020 r.

Cexperapb

IMoanuces /dara

OTMeTKa O HampaBJICHUU JOKYMEHTa B JI€JI0 MOXET AOMOJHATHCS KPATKUMHU
CBEJICHUSIMU O XapaKTEPE UCIIOJHEHUS JOKYMEHTA.

4.Tp€60BaHHH K COCTaABJICHUIO HCKOTOPbLIX BUAOB T1OKYMCHTOB.

IMpuxas.

IIpyrka3 - nmpaBOBOM JIOKaJbHBIM HOPMAaTUBHBIA AaKT, KOTOPBIA H31aETCs
eIMHOJINYHO PYKOBOJUTENEM OOpa30BaTeNbHON OpraHM3alid U yIOCTOBEPSET
peuIeHUs OpraHu3aluOHHO-PACIIOPSIAUTEIBHOTO XapaKTepa.
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[Ipuka3el  W3MAOTCSA 1O  OCHOBHBIM  BONpPOCaM  JCSTEIBHOCTH,
aJIMUHUCTPATUBHO- XO3UCTBEHHBIM BOIPOCAM U KaJIpOBBIM BOMpocaM (JIMUHOMY
cocTaBy) 00pa3oBaTeNbHON OpraHU3alluu.

[Ipuka3 moanuckeIBacTCsi B COOTBETCTBUU C TPEOOBAHUSIMU, YKa3aHHBIMHU B
Pexomennamnumn.

[Tocne moanucanus npruka3za U3MEHEHUSI W/UITU IONIOJIHEHUSI B HErO BHOCSTCS
MyTeM U3JaHusl HOBOTO MPHUKa3a O BHECEHWH U3MEHEHUH U/WIIH TOTIOJIHEHUH.

[lpuka3, kak mpaBmwio, odopmisieTcss Ha OlaHke o00pa3oBaTEIbHON
OpraHW3alliy B IEYaTHOM BHUJIC.

[Ipuka3 uMeeT ciemyronue peKBU3WTHI: HAaMMEHOBAHHWE OOpa30BaTEILHOM
OpraHU3alliy COrJIaCHO YCTaBy; HauMeHoBaHue Buaa nokymenTa (IIPUKA3), nara,
HOMEpP, MECTO COCTaBJICHHUs, 3arojlOBOK K TEKCTy, TEKCT, HaWMCEHOBAHHE
JIOJDKHOCTH, TOJINUCHh JOJDKHOCTHOTO JiMla (MHUIMANbL, (aMuius), BU3bI
COTJIaCOBaHMsl, O3HAKOMJICHHUSI.

Jatoii mpukasza (pacmopsikeHusi) sBJISIETCS Jara ero mnojnucanus. Jlara
odopmisieTcs: TUGPOBBIM CIIOCOOOM; HOMEP COCTOUT U3 3HaKa «No» U TOPSAIKOBOTO
HoMepa npukasza: ot 00.00.0000 Ne 000.

ConeprxkaHue mpHUKasza KpaTKo U3JIaraeTcs B 3ar0J0BKe, KOTOPBI HAYMHACTCS
¢ npenyora «O» U COCTaBJIAECTCS C MOMOIIBIO OTIJIArOJBHOTO CYIIECTBUTEIHLHOTO
(«O0 yTBepxkaeHHH...», «O CO3AaHUMN...») WIH CYIIECTBUTENBbHOTO («O0 UTOTaX...»).

B mpukazax TekcT m3iaraercs OT TEPBOTO JHUIA €IWHCTBEHHOTO YHCIIA
(«TIpUKA3BIBAION ).

Bo Bpems 03HaKOMIICHUS ¢ TTPUKA30M YKAa3aHHBIMU B HEM JIMIIAMH Ha TIEPBOM
AK3EMIUIAPE MPUKa3a MPOCTABIISIOTCS TOIMMCH C YKAa3aHUEM J1aThl O3HAKOMIICHHUS.

Homepa cTpaHWIl TPOCTABISIOTCS TIMOCEPEAMHE BEPXHErO IO JINCTA
Ha4YMHAs CO BTOPOTO JIUCTA.

[Ipukas3sl HyMEPYIOTCS B TMOPSAIKE WX M3JAHUS B Tpejesiax KaJleHIapHOTO
rojia; MpPUKa3bl 0 OCHOBHOM ACSATENBHOCTU U MO KaJPOBBIM BOIPOCAM (JIMYHOTO
COCTaBa) UMEIOT OTJICIBHYIO MOPSIKOBYIO HYMEpAIHIO.

[Ipu Hymeparu MpuKa3oB JOIMYCKAETCS MCIOJIb30BAHUE JTOTOIHUTEIBHBIX
OYKB.

[Tpumep:
K- xaapsi;
JI - INYHBINA cOCTaB;
O- ocHOBHAasI 1€AATEJIbHOCTbD;
Y — o0yuarwmuecs.

[Ipuka3 BCTymaeT B CWJIIy C MOMEHTAa €ro MOJNHCAHUS PYKOBOIUTEIEM
o0pa3oBaTeIbHON OpraHu3aluu, €CJId B TEKCTE HE YKAa3aHO JIPYroro CpoKa.
[Ipukasel  peructpupyrorcss B  KHuUre/)xypHasie  perucrpanud  MPUKa30B
( npunoorcenue 2).

[Tpukaser dopmupyrorcs B Jenmo oamH pa3 B kBaptan. Kaura/skypHau
MPOHYMEPOBBIBAETCS, MIPOIIHYPOBBIBAECTCS, CKPEILISETCS MOMUCHI0 PYKOBOAUTENS
U TeyaThio 00pa3zoBaTenbHOM opraHuzanuu (mpmwioxenwe 1). B koHie
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kaneHgapHoro roaa [lemo (He 6omee 250 nuctoB) ohopMIIsIETCS B COOTBETCTBUU C
[Tonoxenuem o0 apxuBe.

IIpuka3bl 110 OCHOBHOM AE€ATEJIbHOCTH.

Texcr mpukaza Mo BOIPOCAM OCHOBHOM JIESITENBHOCTH 00pa3oBaTeNbHOMN
OpraHu3allid COCTOUT U3 JABYX YacTell - KOHCTaTupymolied (mpeamOysbl) H
pacrnopsauTEIbHOM.

B koHcTaTupyromiei 4acTu OTpaKaroTCA LEIU U 3a/1a4ud MPEeANUChIBAEMbIX
JNEUCTBUM, TIPUYMHBI U3JaHUS T[pUKa3a, [JaeTcsl CChUIKA Ha JIOKYMEHT,
MOCIY>KUBIIUN OCHOBAHHMEM JJI MOJTOTOBKU MpHKa3za. YKa3aHHAs 4acTb MOXET
HAaYMHATKECS cO cJIOB «Bo ucnomnenwue...», «C menpro...» u ToMy nomooHoe. Ecmun
JIOKYMEHT HW3JAa€TCs Ha OCHOBAHUM JPYroro PacropsiAUTEILHOTO JTOKYMEHTa, B
KOHCTaTUPYIOIICH YacTH YKa3bIBA€TCA Ha3BaHUE BUJIA ATOTO IOKYMEHTA, €r0 aBTOP
(MunuctepctBo, CoBeT MHUHHUCTPOB U JIp.), JaTa, HOMEp U 3aroyioBoK. Touka B
KOHIIE KOHCTaTUPYIOILIEH YaCTH HE CTABUTCH.

PacnopsnurenbHas yacTh npukasa HaunHaercs co cioa [IPUKA3BIBAIO,
KOTOpOE TIeYaTaeTcsi ¢ HOBOM CTPOKH OOJBIIMMHU OyKBaMU 0€3 OTCTYIUICHUS OT
JIEBOTO MOJISI U KaBBIYEK, MOCIIE YETO CTABUTCS JBOETOUHE.

PacnopsinurenbHass 4acTh [EJIWUTCS HA MYyHKTbl M MOJIYHKTBI, KOTOPBIE
HyMepyloTcs apabckumu nudpamu. B kaxaoM MyHKTE JOJKHBI ObITh YKa3aHBI
WCIIOJTHUTENM, KOHKPETHbIC 3a/laHus (MOPYYEHHUS])) U CPOKU UX BBINOJHEHUS.
HcnonHurenn MOryT OBITh Ha3BaHbl Takke OOOOIIEHHO: «PYKOBOAMUTENSM
METOJUYECKUX OOBEIUHECHUIY, «3aMECTUTENISIM aupektopa». llpum »sTom, Kak
MPaBWJIO, HE NPUMEHSAETCS HAMUCaHWE HEKOHKPETHBIX MOPYYEHUM, KOTOpPbHIC
COJIEpKaT CJIOBA: «YCKOPHUTBY», «YJIYUIlUTh», «AKTUBU3UPOBATHY, «OOPATUTh
BHUMAaHHUE», «COBEPIICHCTBOBATHY, KIIPOJAOKUTH» U T.II.

OtnenbHbIC 3a/1aHUs (HATIPUMED, 3a/1aHUsI, CoAeprKalue UG pPoBbIC JaHHBIC)
MOTYT OPOPMJISITECS B BUJIC TIPHIIOKEHUS K MIPUKA3y CO CCHUIKOM HA HUX B COOT-
BETCTBYIOIIUX TMYHKTaX TMpukaza ©  OQOPMIAIOTCS  COTJacHO  JIaHHBIM
Pexomennanusm.

CrpaHulilpl MPUKa3a U NPUIOKEHUN HYMEPYIOTCS KaK €JUHBIIA JOKYMEHT.
Ecnmn npukazoMm OTMEHsSIETCS NPEAbIAYIIUN PacHOpSAUTEIbHBIA JOKYMEHT, B
pacropsiAUTEILHON YacTH yKa3bIBA€TCSl MyHKT, KOTOPBIM JTOJKEH HAYMHATBHCS CO
cinoB: «IIpu3HaTh YyTpaTUBIIUM CHITY...».

N3MeHeHus1, BHOCUMBIE B MpHKa3, 0GOPMIIIIOTCS OTACIBHBIM IPUKA30M,
KOTOPBIM JOJKEH HMMETh TakOW 3arojioBok: «O BHECEHMM HW3MEHEHUM W/WIu
JOTIOJIHGHUN B TMpUKa3 ..» C YKa3aHWeM JaThl, HOMEpa, 3arojioBKa
pacropsiIUTeIbHOIO  JIOKYMEHTa, B KOTOPbIM  BHOCATCS  W3MEHEHUS.
PacnopsiutenbHas 4acTh MpUKa3a HAYMHAETCS C TAKOTO MYHKTA:

1. BHecTr u3MEeHEHHUs B MPUKA3...

Jlanee oOToenbHBIMH TOAMYHKTaMH (OPMYIHPYIOTCS HM3MCHECHHS B
pacropsAuTEIbHbBINA JOKYMEHT.

IIpumep -

1) myHKT 2 U3JIOKHUTH B CIICIYIOIICH PEIAKIIHH;

2) MYHKT 3 WCKITIOYNTB;



23

3) ab3ar] BTOpOW IyHKTA 4 JOIOJIHATH CIIOBAMM. ..

Ecin u3MeHeHHsT B pacHOPSAAUTEIbHBIA JIOKYMEHT O(OPMIISIOTCS Ha
OTJCIIBHOM JINCTE (JIUCTax), B IEPBOM IyHKTE PACIOPSIUTCIHON YacTH MPHKa3a
YKa3bIBACTCSI:

1. BHecTn u3MeHeHus B...

[TocneaHuii MyHKT pACIOPSIUTCIBHON 4YacTH B Ciaydae HEOOXOIUMOCTH MOIKET
COJICPIKATh PEIICHHE O BO3JIOKCHHH Ha JOJKHOCTHOE JIMIIO (PYHKIIHIH 110 KOHTPOJIIIO
3a UCIIOJTHEHUEM IPUKa3a.

IIpuka3bl 0 KaAPOBBIM BONIPOCAM.

[Ipukasbl M0 KaJpOBBIM BOIIPOCaM (JIUYHOMY COCTaBY) OQPOPMIISIFOTCS] KaK B
yauunupoBanHoit popme (I[Tocranosnenne I'ockomcrara PO ot 05.01.2004 Ne 1
«O0 yTBepkACHUN YHU(PUIUPOBAHHBIX (DOPM NEPBUYHON YUETHOU TOKYMEHTALUU
10 y4€Ty TpyJa U €ro OIUIAThD»), TAK U B TEKCTOBO.

JlaHHBIN BUJ TpUKa30B oQopmisieTcs B BHJE€ HHIUBUAYAIbHOIO WM
CBOJHOTO.

B wunauBuayalbHOM TMpUKa3e COJEpKUTCA HHPopManus 00 OIHOM
pabOTHUKE; B CBOJAHOM - O HECKOJbKHX, HE3aBUCUMO OT TOro, Kakue
yIpaBJICHUYECKUE PEIIECHUS 110 HUM NMPUHUMAIOTCS (IpueM Ha padoTy, Ha3HAUEHUE
Ha JIOJDKHOCTb, TIEPEBOJI Ha IPYTYIO JOJDKHOCTH (paboTy), yBOJBHEHHUE H JIP.).

Coneprxanre MHAUBUAYAIBHOIO MIPUKa3a MO KaapOBbIM Borpocam (JIMYHOTO
COCTaBa) KPaTKO M3JIaraeTcs B 3aroJioBKe, KOTOPBIM HaunHaeTcs ¢ npeiora «O» u
COCTABJISIETCSI C IOMOIIIBIO OTTJIAroJbHOr0 CYHIIECTBUTENBHOTO: «O Ha3HAYEHUH...»,
«O mnpuHATHHU...». B CBOAHBIX NpHKa3aXx MOXKET MPUMEHATHCS OO0OOILEHHBIH
3aroyioBoK: «O KaJpoBBIX BOMPoOcax», «O JIMUHOM COCTABEM.

B Tekcre npukaza no KaapoBbIM BONpocaM (JTMYHOMY COCTaBY), Kak MPaBuIIo,
KOHCTaTUPYIOIIAs 4YaCTh HE OTMEYAETCS.

PacnopsautenbHas 4yacTh NpUKa3a HAYWHAETCS, KaK MPABUJIO, C IJaroja B
HeonpeneneHHout popme: «lIpunsatey, «Haznauntey, «llepeBectn», «OOBIBUTHY U
TOMY MOJ00HOE.

Jlanee yka3pIBarOTCsl (paMuUJIHsl, UMsI, OTUECTBO (MPY HAIMYWH ) paOOTHUKA, HA
KOTOPOT'O PACIPOCTPAHSIETCS EWCTBHE IPUKa3a, U TEKCT NpHKa3a. B cBogHOM
npukase GaMuINK JHIL B IPeiesiaX MyHKTOB pa3MeLaloTcs Mo andaBuTy.

B npukasze o Ha3HaYEHUU WJIU YBOJIbHEHUH PAaO0OTHUKA YKa3bIBA€TCA MOJTHAS
nata (4ucno, wecsil, roxa) (aKTHUECKOro BbIXoJa pabOTHMKAa Ha padoTy
(mpekpallleHnss TPYIOBBIX OTHONIEHWI), pa3Mepbl €ro JOJDKHOCTHOTO OKJaga
COTJIaCHO IITATHOMY PaclUCaHUIO.

B cBogHOM mpukaze MO KaapoBbBIM BompocaM (JMYHOMY COCTaBy) B
pacnopsiIMTENbHYI0 4YacTh BKJIIOYAETCA HH(pOpMalMs, KOTOopas pa3MeniaeTcs B
TaKO# MOCJeI0BaTEIbHOCTH: IPUEM Ha paboTy, IEPeBO/I, YBOJIbHEHUE.

B kaxnom mnyHKTe NpuKa3a Mo KaJpOBBIM BOIpocaM (JUYHOMY COCTaBY)
YKa3bIBA€TCS OCHOBAHME OTHOCHUTEJIBHO €ro Hu3JIaHus (3asBieHuE pabOTHHKA,
TPYJOBOM  JOroBOp (COIVIAIIEHWE), JOKJIagHas 3alKCKa, MPEJCTaBICHUE,
XOJaTaliCTBO, pEIIEHUE AaTTeCTAllMOHHONM KOMHCCHHM 00I11e00pa3oBaTeIbHON
OpraHu3alliu) U T.1.
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Pacnopsiikenue.

Pacniopsixenue - pacnopsauTENbHBIN JOKAIBHBI HOPMATUBHBIN MPABOBOM
aKT, KOTOPBIM W3JaeTCs PYKOBOISAIIUM pPAOOTHUKOM 0O0pa3oBaTesbHON opra-
HU3alKK (HapuMep, 3aMeCTUTEIEM PYKOBOAUTEISA, PYKOBOJAUTEIEM CTPYKTYPHOTO
No/Ipa3ieNICHus ) 1o BOIIpOCaM UH(OPMAIMOHHO-METOANYECKOTO,
aJIMUHUCTPATUBHO-X03UCTBEHHOT'O U OPTraHU3aIIMOHHOTO XapaKTepa, BXOISIINM B
€ro KOMIETEHIIHIO.

PacnopsokernemM 0GopMITIIOTCS BOIIPOCH KPATKOCPOUYHOTO OJHOPA30BOTO
xapakrepa.

PacniopsikeHust COCTAaBISAIOTCS aHAJIOTMYHO MPUKa3aM (B IEYaTHOM BapUAHTE)
Mo>xHO 0e3 cioBa «[TPUKA3BIBAIO.

Koncratupyromniass 4acth TEKCTa B PACHOPSDIKEHUSX OTACISIETCS OT
pacniopsiautensHoii yactu cioBamu: «I[IPEJJJIATAIO», «PEKOMEHIYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXONUMBIM».

Pacniopsikenust  peructpupytorcs B Kaure/xypHane  perucrpanuu
pacriopsbkeHuii  (npunosicenue  2).  KHura/KypHalm — IpOHYMEpOBBIBAaeTCS,
MPOIIHYPOBBIBAECTCS, CKPEIUISETCS MOJNUCHIO PYKOBOAUTENST U IE€YATHIO
oOpa3oBarenbHOM opraHuzanuu. Pacnopsbkenus gopmupyrorcs B Jleno onuH pas
B kBapTai. B koHIe kanenaapuoro roja Jlemno (ae 6omee 250 nmuctoB) odopmiiseTcs
B cooTBeTCTBUU C [lonoxxkeHnem 00 apxuBe.

IIporoxko..

[Ipouieccyl NpUMEHEHHsI YNPABICHYECKUX pELIEHUH 00pa3oBaTeNbHON
OpraHM3alyed W CaMH PEIIECHUsS TOKYMEHTHUPYIOTCS C TOMOIIBIO IPOTOKOJIOB
KOH(epeHUni, Negaroruueckux COBETOB, KOMUCCUH U TIp.

B npoTokoiiax 3aceqaHuil KOJUIETHaIbHBIX U COBEIIATEIbHBIX OPraHOB TEKCT
U3JIaraeTcss OT TPEThEro JIMIAa €AMHCTBEHHOIO uucia («IeJaroruyeckuii COBET...
MIOCTAHOBJISIET», «COOPaHHUE... PELIHIION).

IIporokosn  cocraBisieTcss Ha  OCHOBAHMM  3aIlMCEM,  CHEJAaHHBIX
HEIIOCPEICTBEHHO BO BpEMs 3acelaHMil, MPEACTABICHHBIX TEKCTOB M TE3UCOB
JIOKJIAJIOB M BBICTYIUICHUH, CIIPABOK, IIPOEKTOB PELICHUMU.

[TpoTOKOT MOKET COCTABISATHCS KaK B PYKOIMCHOM, TaK U B IeYaTHOU (hopMe.

JlaToil mpoTOKONa SABJISIETCS JaTa MPOBEICHUs 3acenaHus. Ecin 3acenanue
MIPOJIOJIKATIOCH HECKOJIBKO THEW, TO UEPE3 TUPE YKA3bIBAKOTCS MEPBBIN U IMOCIETHUN
JICHb 3aCCIaHNs.

Homep mporokona I0mKEH COOTBETCTBOBATH MOPSIKOBOMY HOMEpY 3ace-
nanus. Hymepanus npoTokoaoB BeeTcs B Ipeaeax KajJeHAapHOro rofga OTIeIbHO
0 Ka)XI0M rpynne NpOoTOKOJOB 3aCENAHUSI COOTBETCTBYIOIIETO KOJUIETHAIBHOTO
oprasa.

B pekBu3uTE «MECTO 3acelaHMs» YKa3bIBAETCS HA3BAaHUE HACEIIEHHOIO
IIYHKTA, B KOTOPOM COCTOSJIOCH 3aCENAHUE.

3aroJioBOK K TEKCTy MPOTOKOJIa JIOJDKEH OTOOpa)kaTh BHJI 3acedaHMs
(coBemanue, cobpanre, KOH(PEPEHIUS U T.I1.) WIK KOJUICTHAIBHON JeATEIHhHOCTH
(komuccus, coBeT, coOpanue, padouast rpyImna U T.1.) U BKIOYaTh Ha3BaHUE BUAA
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JOKYMEHTA.

TeKCT MpOTOKOJIa COCTOUT U3 BBOJHOW U OCHOBHOU YaCTEH.

BBonHass  yacTh  COIEpPXKHUT  MOCTOSHHYIO — MHGopmanuio  (ciioBa
[MPEACEJATEJIb, CEKPETAPH, IIPUCYTCTBOBAJIM) u mnepeMeHHYIO
(pamunmsi, WMHULMANBI Tpeacenaress, CeKperaps M NpucyTcTByromux). Ilpu
HEO0OXOMMOCTHU YKa3bIBAIOTCS JOJKHOCTH MPUCYTCTBYIOIINX, & TAK)KE MHUIIHAIIBI,
dbaMuuu JOJKHOCTH JIMIL, MPUTJIAIIEHHBIX Ha coBemanue. [lpu KkoiudecTse
yuyacTHUKOB Oonee 10 cocTaBisercs CHUCOK TMPUCYTCTBYIOMIMX, KOTOPBIN
MPUIIAraeTcs K MPOTOKOITY.

Eciu  mportokon odopmisiercs B mnedyatHod  (¢opme, TO  CIOBa
[MPEACEJATEJIb, CEKPETAPD, IIPUCYTCTBOBAJIN neyataroT OT HYJIEBOTO
NOJIOKEHUSI TalynsATopa, OT 2-r0 TOJOXEHHS TalyJsiTopa CTaBUTCA THPE,
WHULMAAbl HU  (paMwinM NHUIIYT B  UMEHUTEIbHOM majaexe. Pamunnu
IPUCYTCTBYIOLIUX PACIIONaralTcs B ajl(paBUTHOM MOPSAKE U MevaTaroTcs yepes 1
MEXCTPOYHBIN HHTEPBAJ.

BBosHas1 yacTh IPOTOKOIIA 3aKaHYMBAETCS IMoBecTKOU Hs. CnoBa «lloBecTka
JHS TEYaTaloT OT HYJEBOTO IMOJIOKEHUSA TalysTopa, IOC]Ie HUX CTaBUTCS
nBoetoure. Bonpockl moBecTkU JHS HyMepyroTcsa apaOckumu mudpamu. Kaxapii
HOBBII BONPOC MEYaTatOT OT 1-T0 MoJI0KeHUs TadyIaTopa.

ITocnenoBaTenpHOCTh PACIIOIOKEHNS BOIIPOCOB ONPENENSETCS CTENEHBIO X
BaXKHOCTH. Bompocsl nepeuncinstorcs B UMEHUTENbHOM majexe. [Joknan (oruer,
coobmieHre, UHPoOpMalys), HAUMEHOBaHUE AOJLKHOCTH, MHULMAIBI U (HaMUIIUIO
JOKJIaJ4MKa TUIIYT B POAUTENLHOM Majexe. He pekoMeHayercs BKIIIOYaTh B
NOBECTKY JIHA Bonpoc «Pa3znoe». Kaxapiii BOmpoc 10KeH ObITh KOHKPETU3UPOBAH.
dopMupoBaHUE BOMPOCOB B MOBECTKE JHS HaunMHaeTcs ¢ npejora «O (O0)».

OcHOBHasE 4acThb NPOTOKOJIA COCTOMT W3 pa3leNioB, KOTOPBIE JIOJKHBI
COOTBETCTBOBATh IYHKTaM MOBECTKH JHA. Pa3gensl HymepyroTcs apaOCKUMH
udpaMu U CTPOATCA 10 TAKOM CXeMe:

CJIYIIAJIA - BBICTVYIIUJIA - PELLJIN (ITOCTAHOBUWJIN),

VYkazaHHbIE CJI0Ba MEYATAIOTCS OOJIBITUMU OyKBaMH 0€3 OTCTYIIa OT TPAHUIIBI
aeBoro noiist. Ilocie 3Tux CiIoB CTaBUTCS JBOETOUNE.

ITocne cmoBa CJIYIIIAJIM yka3blBaeTcsi KpAaTKUA TEKCT BBICTYIUICHUS
OCHOBHOTO JOKJIaqunKa. GaMuns 1 THULHAAIIBI KaKJI0T0 JOKJIaUMKa e4aTatoTCs
C HOBOW cTpoku. KpaTkuil TEKCT BBICTYIUICHUS H3JlaraeTcsi B TPETbEM JIMIIE
€IMHCTBEHHOTO YHCJIA.

TexcTbl WM TE3UChl JOKIAJOB W BBICTYIUIEHUN, O(GOpPMIIEHHBIE Kak
OTZACJIbHBIC JTOKYMEHTBI, B TEKCT IIPOTOKOJa HE BKIIOYaroTcs. [locne ceeneHuut o
JOKJIaJIYMKe CTaBUTCS TUpPE M yKasbiBaerca: «TekcT mokiana (BBICTYILJICHUS)
MPUIIAraeTCsl K MPOTOKOIIY».

[Tocne cnoBa BBICTYIINIIN pukcupyroTcsi BRICTYIIIICHUS TEX JIUII, KOTOPBIC
OPUHSAJIM y4acThe B OOCYXACHHUU JAOKIaAa. BeIcTyruieHus oQopMisioTcst B Ipo-
TOKOJIE C YKa3aHHEM JOJDKHOCTEH, (aMWiIMii M WHUIMAIOB, BBICTYNAIOIIHUX B
MMEHHUTEIBHOM MAJIEXKE, a TAKKE C KPATKUM H3JI0)KEHUEM COAEPKaHUs BOIIPOCA U
oTBeTOB Ha Hero. CoaepkaHWe BBICTYIUIEHMH H3JIaraeTcsi OT TPEThEro JIMLA
€MHCTBEHHOT'0 YHCJIA.
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[Tocne cmosa PEIIMJIN (ITOCTAHOBWJIM) dukcupyercs mOpUHATOE
pelieHrue 1o o0CyXJaeMOMYy BOMNPOCY MOBECTKU JHS. PeleHue J0MKHO OBITh
KOHKPETHBIM W BKJIIOYATh COCTAaBJIAIONIME, KOTOPHIE OTBEUYAIOT HA CIIETYIOIINE
BOIIPOCHI: KOMY, YTO CJIeJIaTh U B KaKOW CPOK.

Petenus, coneprkaiiiie HECKOJIbKO BOIIPOCOB, MOIPA3ACISIOTCS Ha MyHKTHI U
NOJAMYHKTBI, KOTOpble HyMmepyloTca apabckumu  mudpamu. [loamyHKTHI
HYMEPYIOTCS IUPPAMH C TOUKOM.

B cnyuae, xorma Ha 3acelaHUU MPUHUMAETCS pelleHrue 00 YyTBEPKICHUH
JIOKYMEHTa, KOTOPBIA 0OCYXJaJcsl Ha 3acelaHuu, 3TOT JOKYMEHT IMpHIaraeTrcs K
IPOTOKOJY ¥ B HEM JIEJIaeTCs CChIIKa Ha HOMEp U JaTy mpoTokona. [Ipu Hanugamu
JIpYruX JOKYMEHTOB, KOTOpPBIE pacCMaTpUBAJINCh Ha 3aceJaHuu, H (PakT
0OCY>KIeHHsI KOTOPBIX ObLT 3a()MKCUPOBAH B TEKCTE MPOTOKOJIA, OHU HYMEPYIOTCS
apabckumu 1uppamu (Ilpunoxenune 1, Ilpunoxkenune 2). B cooTBeTCTByHONIUX
MYHKTaX OPOTOKOJIA JIeJaeTCs CChUIKA Ha 3TH MPHIIOKEHUS.

[IpoTokosn MOANMCHIBAETCS NPEACEAATEIbCTBYIOIIMM Ha 3acelaHuu KOJI-
JIETUAIbHOIO OpraHa U CEKpeTapeM.

Boeimucka u3 mpoTrokosa — TOYHas KOMMSI YacTH TEKCTa IOJIMHHOTO
IPOTOKOJIA, OTHOCSIIIETOCS K TOMY BOIIPOCY TIOBECTKH JHS, IO KOTOPOMY F'OTOBUTCS
BbIMMCKA. Bplnucka #3 MNPOTOKOJNA COACPKUT  CICAYIOUIME PEKBU3HTHI:
HaUMEHOBaHUE OO0I1e00pa30BaTeIbHON OpraHU3ally, Ha3BaHWE BUAA JOKYMEHTa
(BBITMCKAa W3 MPOTOKOJA), JaTa 3aceJaHusi, MECTO COCTaBIICHHS, 3arojIOBOK K
TEKCTY, TEKCT, TIOJITUCH, OTMETKY O 3aBEPEHHUH KOIHH.

[TpoTokomnsl peructpupyrorcs B Kaure/KypHaie peructpaiii mMpoTOKOJIOB
(npunoosicenue 3). Kuura/KypHaja HTpOHYMEPOBBIBACTCS, MPOUIHYPOBBIBACTCS,
CKPETUISETCS MOAMNUCHI0 PYKOBOAUTEIIS U IeYaThio 00pa30BaTEIbHON OpraHu3aIiy.
[TpoToxonsr Gpopmupytotcst B [leno oauH pa3 B KBapTasl. B KoHIlE KaJleHIapHOTO
rona Jleno (ae 6omsee 250 nuctoB) opopmisieTcss B coorBeTcTBUU ¢ [lonoxkenneM 06
apxuBe.

CayxeOHOE IHCHMO.

CnyxxeOHO€ THUCBMO COCTaBISIETCSI C LeJbl0 OOMeHa HuH(popmanuendn u
MPEACTABIISIET COOOI:

- OTBETHl O BBIMOJHEHUU 3aJaHUM, OIPEACIICHHBIX B aKTaX OpraHoB
rOCyapCTBEHHOW BJIACTH, TOPYUYCHHSIX BBICIITUX JTOJDKHOCTHBIX JIUIT,

- OTBETHI HA BBHITIOJTHEHHUE TIOPYUYCHUN BHITIIECTOSIINX OPTaHU3aAINN;

- OTBETHI HA 3aIPOCHI IPYTUX YUPEIKICHUIA;

- OTBETHI Ha 0OpaIlleHUs TPAXKIAH;

- OTBETHI Ha 3aIPOCHl Ha HH(POPMAIIHIO;

- WHWIIMATUBHBIC MTHCHMA,

- COTPOBOJIUTENBHBIC MUCHMA.

CnyxebHoe mnuchMO odopmisieTcss Ha  OjmaHke  oOpa3oBaTeIbHOM
OpraHU3aIHH.

[TucekMO mMeeT cienyrolre PEeKBU3UTHI: JaTa, PEerHCTPAIMOHHBIN HOMEp
(ucxondImuii), CChlJIKa Ha PErucCTPAIllMOHHBIN HOMEp (BXOAAIIMI) W JaTy
JIOKYMEHTA, Ha KOTOPBINA JaeTcsi OTBET (IIPHU HATMYHH), aApecaT, 3ar0JI0BOK, TEKCT,
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OTMETKA O HAJIMYHMH MPUJIOKEHUH (B cllydae HEOOXOIUMOCTH), MOJINKUCH, CBEICHHUS
00 ucnonaurene (O.1.0., koHTakTHBIA HOMED TenedoHa).

JlaToii muchMa SBIISIETCS JjaTa ero MOJNMCaHus, KOTopasi TOJKHA COBIAlaTh
C 1aTOM perucTpaly UCXOSIIeH KOpPEeCOHACHIINH.

OCHOBHBIM PEKBU3UTOM CITY>KEOHOTO MUCHhMa SIBJISIETCS TEKCT, KOTOPBIH, Kak
paBuiIo, COCTOMT M3 JBYX 4acTeil. B mepBoil uyacTu ykasblBaeTcs MPUYMHA,
OCHOBaHHME WJM OOOCHOBAaHME TMOATOTOBKM MHCHbMa, MPHUBOASTCS CCBHUIKM Ha
JIOKYMEHTBI, KOTOpbIE OBLIM OCHOBAaHWEM JJIS €r0o COCTaBJeHHUs. Bropas uacTth
BKJIFOYACT BBIBOJBI, MPEIIOKCHHS, NPOCHOBI, pPEmIeHHs W T. II., KOTOPBIE
pa3MemaroTcs ¢ ad3ara.

Kax mpaBuiio, B mMcbMe 3aTparuBaeTcs OMH BOTIPOC.

TexcT muchbMa wu3naraercss OT MEPBOTO JHUIA MHOKECTBEHHOTO 4YHCIa C
UCTIOJIb30BAaHUEM CIIOB: «IIPOCUM COOOIINTE...», «Pa3bsICHSIEM, UTO...».

CnyxxeOHO€ MHCHhMO TMOJMUCHIBACTCS PYKOBOJMUTENIEM O00pa30BaTEIbHON
OpraHu3alluu.

Cunpaska.

Cnpagka - TOKYMEHT, MOJTBEP>KIAIOIINI Kakue-Tu00 (GaKkThl UM COOBITHS.

CrpaBky OBIBAIOT ABYX BHIOB:

CnpaBka i1 OMUCaHUS WIM TOATBEPKIEHUS (PAKTOB, WIM COOBITUN B
NESATEeILHOCTH OpTraHu3aIiy.

CrpaBKu COCTaBISIIOTCS 1O YKa3aHUIO BBINIECTOSIIEH OpraHu3alluu WU
pPYKOBOIUTENST 00pa30BaTEIbHON OpraHu3aluu JUisi HHOOpPMAIMU O BBITIOJHEHUN
IJIAHOB, 3a/IaHUM, MOPYYEHUN U TPEJICTABIISIOTCS B YCTAHOBIIEHHBIE CPOKHU.

Texcm makou cnpagku cocmoum u3 08yx 4acmetl.

B mepBoii wactm wusmararorcs (DaKThI, TOCITY)KHBIIHE TIOBOJOM K €€
HAIMCaHWI0, BO BTOPOM - TIPUBOMATCS KOHKPETHBIC JMJaHHBIC. BBIBOABI W
MPEIOKEHUSI B CIIPaBKe He Jar0TCs (32 UCKITIOYEHUEM aHATUTHYECKON ).

CnpaBka A0/KHa OOBEKTUBHO OTpa)kaTh COCTOSIHUE J€J, €€ COCTaBJICHUE
TpeOyeT TIAaTeapHOTO COOpa U MPOBEPKHU CBEACHHI, MOTYT IPUBOJIUTHCS TAOTHIIHI.

CrpaBKH, COCTaBJICHHBIC TSI PYKOBOAWTENS OPTaHU3AIlUH, TOJIMHACHIBACT
COCTaBUTEJIb.

CrpaBku, KOTOpPBIE€ COCTABISIOTCS 1O  YKA3aHHWIO  BBINIECTOSIICH
OpraHu3allid, OAMKUCHIBAET PYKOBOIUTEIH 0011e00pa30BaTeIbHON OpraHu3aIliu.

JlaTol cipaBKu SIBJISIETCS JaTa €€ NOAIMUCAHUS.

CripaBku, yJOCTOBEPSIONINE IOpUANYECKUe (DAKTHI: MOATBEPKICHUE MECTa
paboThI, 3aHUMAEMOU TOJHKHOCTH, pa3Mep 3apaboTHOM MIaThl U T.1.

JIist HUX TpUMEHSI0TCS YHUDUITMPOBAHHBIE TpadapeTHbie OJTaHKH.

Takoro poma chnpaBKH BBIJAIOTCS MO 3alpocaM 3aWHTEPECOBAHHBIX JIMIL
(COTPYIHUKOB) WJIM YUPEXKIACHUH W PETHCTPUPYIOTCS B JKypHAJIC BBIJaBaeMbIX
CITPaBOK.

JloknaaHas 3amucka.
JloxianHass 3amMcka - JOKYMEHT, aJpECOBAHHBIA PYKOBOAUTEIIO U
MH(MOPMUPYIOMIHI €T0 O CIOKUBIIEHCS CUTYallMd, UMEBIIIEM MECTO SIBJICHUU WUJIU
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(dakTe BBIMOIHEHHON pabOThl, a TAaKXKE COJACPKAIIMA BBHIBOABI U TPEITIOKCHHUS
COCTABUTEIS.

JloknaiHast 3alTMCKa MOKET BBIMOJIHATHCS PYKOIMCHBIM CITOCOOOM.

Texcr AoOKIamHOM 3amMCKM  JEIUTCS HAa JBE 4YacTH: TIepBas -
KOHCTaTUPYIOIIasi, TJ€ HW3JIaraloTcd HMMEBIINE MECTO (haKThl MM OMKMCHIBACTCS
CUTYyallMsl, U BTOpasi, B KOTOPOH U3Jaraercs npeioxeHue, npocsoa.

Texcrty MAOKIAaIHOM 3amMCKU 00s3aTE€IBbHO TMPEALIECTBYET 3arojioBOK,
HaynHaromuics ¢ npeaiora «O», «Oo».

JloknamHas 3anucka ohopMIIIETCs Ha TUCTE OyMarm.

AKT.

AKT - JOKyMEHT, COCTaBJICHHBIM HECKOJBKUMU JIMIIAMU U ITOATBEPK IAIOIINAN
yCTaHOBJIEHHbIE (DAKThI U JEHCTBUS. AKTHI OOPMIIIOTCS IO pe3yJIbTaTaM PEBU3HA,
pU MpUeMe-nepeaye J1ei, CIMCaHuM UMYIIECTBA U TOMY IOJ00HOE.

AKT odopmisieTcs Ha cTaHIapTHOM Jiucte Oymaru gopmara A4 U uMeer
CIIEIyIOIME PEKBU3UTHL: HAa3BaHUE JIOKYMEHTa, Tpud yTBepxkaeHus (mpu
HEO0OXOJAMMOCTH), 1aTa U MECTO COCTABJIEHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MTOAMUCH
a1l (He MEHee TPeX ), KOTOPbIE COCTABIISUIM AKT.

TekcT akTa COCTOUT U3 BBOJHOM Y KOHCTATUPYIOIIEH YaCTEM.

B BBOIHOI YacTW YKa3bIBAalOTCS OCHOBAHUS JJIA COCTABJICHHS aKTa W
Ha3bIBAIOTCS JIMIA, KOTOPbIE COCTABWJIM AKT WJIM NPHUCYTCTBOBAJIW MpH 3TOM. B
KOHCTaTUPYIOILIEN YaCTH U3JIaraeTcs CyTh, 3aJ]a4l, XapaKTep MpoJIeIaHHON paboThl,
yCTaHOBJIEHHbIE (DAKThI, IPEAJIOKEHNS U BbIBOIbl. KOHCTaTHpYyIOIas 4acTh MOKET
oopmiATbCA B BUE TaOiuibl. B KOHIlE TeKCTa akTa 3alUChIBAIOTCS JIaHHBIE O
KOJIMYECTBE 3K3EMIUIIPOB aKTa U UX MECTO HAXOKCHUS.

AKT TDOINHKCHIBA€TCS BCEMHU JMIAMH, NPHUHMMAaBLIMMHU Yy4YacTHE B €ro
COCTABJICHHH.

JIuno, umerollee 3aMeyaHusi K COJIEPKAHHUIO aKTa, MOJINUCHIBAET €ro u
U3JIaraeT CBO€ MHEHHE HA OTAEJIbHOM JIMCTE, KOTOPbIM MIPUIIAraeTcs K aKTy.

Tenerpammsl, TeqedoHorpammbl, pakCUMHIAPHAA CBA3b.

DTO NOKYMEHT MO ONEepaTUBHBIM BOIIPOCaM, NEpeiaBaeMblii 0 TeaedoHy U
3aIMChIBAEMBIN TTOTYYaTEIIEM.

O0s13aTeNbHBIMU PEKBU3UTAMH TaKUX JIOKYMEHTOB SIBIISIFOTCS:

- HAUMEHOBAHHWE YUPEKIACHUN aIpeCaHTa U aIpecara;

- PEKBHU3UT «OT KOTO» U «KOMY» C yKa3aHHEM JOJDKHOCTH, (GaMWINU, U
OTYECTBA JOJDKHOCTHBIX JINLL,

- HOMED, JlaTa U BpeMs Ilepeadyu U IprueMa JOKyMEHTA,

- JIOJDKHOCTHU M (paMWJIMHK TIEPEJABIIETO U MPUHSBIIETO JOKYMEHT;

- HOMepa TeneOHOB;

- TEKCT U MOJIHUCH.

[TocTynuBimKe AOKYMEHTHI AOJDKHBI UMETh TE€ K€ PEKBU3HUTBL, 4YTO U
OTIPABIIsIEMBIE, 32 UCKIIOUYEHUEM IIOAIHUCH.

JIOKYMEHTBI COCTABIISIOTCS B OJHOM DOK3EMIUIIPE U IOANMCBHIBAIOTCS
PYKOBOJHUTEIIEM UJIA OTBETCTBEHHBIMU UCIIOJHUTEIIBHBIM.
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DJIEKTPOHHBIE JOKYMEHTBI.

[lopsanok  cocraBieHusi, O(GOPMIIEHHS U COIJIAaCOBaHMSI  MPOEKTOB
JJIEKTPOHHBIX ~ JOKYMEHTOB  OCYILECTBIS€TCS MO  OoOUMM  IMpaBujam
JIEJIONPOU3BOICTBA, YCTAHOBJIECHHBIM B OTHOIIEHUH aHAJOTUYHBIX JOKYMEHTOB Ha
OyMa)XHOM HOCHUTENE. OJEKTPOHHBIM JTOKYMEHT JOJDKEH HMETh PEKBU3HTHI,
YCTAHOBJIEHHbIE ISl AHAJOTMYHOIO JIOKYMEHTa Ha OyMa)XHOM HOCHUTENE, 3a
VCKJIFOYEHHEM OTTHCKA IT€YaTH.

B nepeuens 00s13aTeNbHBIX CBEACHUN O TOKYMEHTAX, UCIIOJIb3yEMbIX B IIETISX
ydyeTa M IOHMCKa JIOKYMEHTOB B CHCTEMax O3JIEKTPOHHOIO JIOKYMEHTO000pOTa
00pa30BaTeNbHOM OPTaHU3AIMH B COOTBETCTBHH C MTPaBUIIAMU JIEJIONIPOU3BOJICTBA B
00pa30BaTeNbHON OpraHU3aIlui, BXOIIT:

e AJPECaHT;

e ajpecar;

¢ JIOJDKHOCTb, (DaMUJIMSI U HHULMAJBI JIULA, TOAIHCABIIETO JOKYMEHT;
e BHUJ JOKYMEHTA,

e JaTa IOKyYMEHTa;

e HOMED JOKYMEHTA;

e JaTa NOCTYIUICHUS TOKYMEHTA;

e BXOJAIIUK HOMEP TOKYMEHTA;

e CCBUIKA HA HCXOJSIINN HOMED U JaTy TOKYMEHTA,;
¢ HAMMEHOBAaHUE JOKYMEHTA;

e HWHJIEKC JENa;

e CBEACHUS O Iepeaapecanuy JOKYMEHTA,

e KOJINYECTBO JIMCTOB OCHOBHOTO JIOKYMEHTA;

e KOJINYECTBO MPUJIIOKECHUM;

+ 00I1€ee KOIMYECTBO JUCTOB MPUIIOKEHUN;

e YKa3aHMs MO HCIIOJHEHUIO JOKYMEHTA,

e JH0JKHOCTB, @. W. O. ucronHuTes;

e OTMETKa O KOH(PUIEHIIUATBHOCTH.

B coctaB J0OMONHUTENBHBIX CBEJCHUN 00 3JIEKTPOHHOM JIOKYMEHTE MOTYT
ObITh BKJIIOUYEHBI CBEJCHHS: HaMMEHOBaHHE aBTOpa JIOKyMEHTa (E€CiIu aBTOp He
COBIAJIaeT C aipecaHTOM (OTIpaBUTENIEM) 3JIEKTPOHHOTO JOKYMEHTA), OTMETKA O
IIEPEHOCE CpPOKa MCIOJHEHUs JOKYMEHTa, CpPOK XpaHEHHA JIOKYMEHTa,
HAaMMEHOBAaHUS NPUIOXKEHUN K DJIEKTPOHHOMY JIOKYMEHTY, KIIOUEBbIE CIIOBa,
CTaTyc JOKyMeHTa (MpPOEKT, BEepCusi), BUJA Mepefadyd JTOKyMEHTa (DJIEKTPOHHOU
MOYTOM, MOYTOM, (PaKCOM H T. [I.) U JIp.

Cpoku XpaHEHMsI DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUs] JOKYMEHTOB, VYCTAaHOBJICHHBIX 3aKOHOJATEIbHbIMA W  WHBIMHU
HOPMAaTUBHBIMU NpaBOBbIMU akramu Poccuiickon dexnepauuu, TUIIOBBIMU
NEPEeYHSIMU JJIs1 aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)>KHOM HOCHUTEIIE.

5. Opranusanusi I0KyMeHTO000POTA ¥ UCIIOJHEHHUS TOKYMEHTOB.

IIpuem 1 00padoTKa MOCTYNAKIIMX JOKYMEHTOB.
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JIBvkeHue JOKYMEHTOB C MOMEHTa HMX CO3JaHUS WJIA TOJYYSHHUS 10
3aBEpILCHUS UCTIOTHEHUS WM OTIPABKU 00pa3yeT JOKYMEHTOOOOPOT.

B nmokymeHntooOopoTe 00pa3oBaTelbHOM OpraHU3AlMKM  BBIIEISIOTCS
CJIeIyIOUUe JOKYMEHTOIOTOKHU:

a) BXOJIsI1asi KOPPECHOHACHITUS (FOpUINYECKUE U (PU3HUECKUE JTUTIA);

0) ucxosas KOppecrnoHAeHINs (FOpUAnYecKre U GU3NIECKUE JINIIA);

') BHYTPEHHS TOKYMEHTAIHS.

JloctTaBka M OTHpaBKa JOKYMEHTOB OCYILIECTBIISIETCSA, KakK [MPaBUIIO,
CPEACTBAMH OYTOBOM U IIEKTPOHHOM CBS3U.

JIOKyMEHTBI, MOCTyHAalolKue B 00pa30BaTEbHYI0 OpraHU3aIUI0, TTPOXOIST
MEPBUYHYIO0 00pa0OTKY, pETUCTPAIMIO, TPEABAPUTEIHLHOE PACCMOTPEHHUE, IEpeIady
PYKOBOJICTBY Ha PaCCMOTPEHUE, MEPEIAIOTCSI UCIIOJHUTEIISIM U MOCII€ UCTIOJIHEHUS
MOMEIIAIOTCS B JIeTa.

[Ipuem u nepBudHast 06pab0OTKa JOKYMEHTOB OCYIIIECTBIISIETCS] CEKPETapEM.

CexpeTapb IPOBOJIUT: MPOBEPKY MPABHIBHOCTHU aIpECOBAHUS TTOCTYIAIOIINX
JIOKYMEHTOB, TPaBUILHOCTH JOCTABKU U KOMIUJIEKTHOCTH JJOKYMEHTOB; COPTUPOBKY
JIOKyMEHTOB Ha MOJIeKaIUe U He MOJJIeKallie PETUCTpaIiu.

[Tony4yeHHBIE KOHBEPTHI C KOPPECIOHACHIIMEH BCKPBIBAIOTCS, MPU STOM
MIPOBEPSETCS HAJTUUKE BIOXKCHHM, a TAKOKE YKAa3aHHBIX B IOKYMEHTaX MPUIIOKEHUH.
B cinydae moBpexaeHUs] YIIaKOBKH M BJIOKEHUW MO0 OTCYTCTBHS MPUIIOKECHHM
COCTaBIISICTCSI aKT B JIBYX SKk3eMIuisipax. OJWH SK3EMIUISIp aKTa HamlpaBiseTcs
KOPPECIIOHEHTY, BTOPOU MPUOOIIASTCS K MIOCTYMUBIIIEMY TOKYMEHTY.

Omunbo4YHO  TpUCIaHHAs  KOPPECHOHJCHIMS  MepechlIaeTcs 1o
MPUHAJJICKHOCTH, €CJIM HM3BECTEH ajpec moJiydyarens. B MpPOTUBHOM ciiydae
KOPPECIIOHIEHIIMS BO3BPAILIA€TCsI OTIPABUTENIO.

KonBepTel 0T mocTynaromenl KOPPECHOHACHUMU  COXPAHAKTCA U
MpUIararoTcs K JTOKyMEHTaM JIMIIb B TOM ClIy4ae, KOT/ia TOJIbKO M0 HUM MOKHO
YCTAaHOBUTH aJIpEC OTIPaBUTENS WIIM, KOTJA JaTra MOYTOBOTO INTEMIIENII UMEET
3HAUEHHE B KAUECTBE JI0KA3aTEIHCTBA BPEMEHU TOJIYUCHHSI IOKYMEHTA.

CrennaiicToM HE BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAAMKUCHIO <«JTAYHOM.
OHu nepenaroTcs 1Mo Ha3HAYEHUIO

Nudopmarnus ©u  HOKYMEHTHI O  JCSITEIBHOCTH  00pa3oBaTEIbHOU
OpraHu3alliyd, HE YyKa3aHHble B 4YacTh 2 ctaTthu 29 @enepaiabHOrO 3aKOHA
ot 29 nexabps 2012 roma Ne 273-®3 «O6 o6pazoBanuu B Poccutickoit denepanuny,
MPECTABIIAIOTCS PYKOBOAUTEIEM 00pa3oBaTeIbHON OpraHu3aluy 00 00paIeHUIo
rpakJIaHrHa JIMOO JO0HKHOCTHOTO JIMIA TOCYJApCTBEHHOIO OpraHa WM OopraHa
MECTHOTO CaMOYIIpaBJCHUS B Cily4dasx ¢ TOPSAAKe, IPETYCMOTPECHHBIX
3aKOHOAAaTeNnbCTBOM Poccuiickon denepanuu.

[IpeacraBnenre wWHGOPMAIIMM WHBIM OpTaHU3AIUSAM O JEATEIHLHOCTH
0o0pa30BaTeIbHON OpPTraHW3aIluU OCYIIECTBIISIETCS YUPEAUTEIEM OpTaHU3aIllNH, B
OTHOIIICHUH KOTOPOU Takasi nH(OpMAIIUs 3arpaniuBaeTcs.

IIpenBapurtesibHOE paccMOTpeHNE TOKYMEHTOB.
Cexperapp U (WJIM) JIMIIO, OTBETCTBEHHOE 32 BEJCHUE JEIOMPOU3BOICTBA,
MPOBOAUT IMPEIBAPUTEIIBHOE PACCMOTPEHUE JOKYMEHTOB B II€JISIX BBIJCICHUS U3
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BCEr0 MaccuBa TMOCTYNHUBIICH KOPPECHOHIACHIIMH JOKYMEHTOB, TpeOYIOImuX
00513aTE€ILHOTO PACCMOTPEHUS PYKOBOJAUTENIEM 00pa30BaTeIbHOM OpraHu3aluy.

OcHoBaHueM JUIsi MNPUHATHS pELIEHUS B  XOJ€ IIPEABApUTEIBHOTO
PacCMOTPEHHUSI ABJISIETCSI COAEP/KAHNE JOKYMEHTA, a HE aJpECOBAHME TOKyMEHTa
COOTBETCTBYIOLLIEMY PAOOTHUKY.

Pe3ynpraToM mpeaBapUTENIBHOIO PACCMOTPEHHMs SBISECTCS HAIPABICHUE
JOKYMEHTa PYKOBOJUTENI0 OOpa30BaTENbHOM OpPraHM3allMd WINA JIOJKHOCTHOMY
JMIy B COOTBETCTBUU C YCTAHOBJIEHHBIM PAacIpelesIEHUEM OOS3aHHOCTEH MEXKIY
PYKOBOJIUTENEM M JOJDKHOCTHBIMU JIMIIAMHM JUIsI BBIHECEHUS YKa3aHWs 110
VCITOJIHEHHIO JIOKYMEHTA.

Perucrpaiusi 10KyMeHTOB.

[Tepenaua MOKYMEHTOB Ha PETHUCTPAIMIO MPOM3BOIUTCS TOJBKO IOCIE HX
NPeBAPUTEIIEHOTO PACCMOTPECHHSI.

Perucrpanuu mojiexar Bce JOKYMEHTHI, TPEOYIOIIUE ydeTa, MCIIOJHEHHUS,
UCIIOJIb30BaHUS B CIIPABOYHBIX IEJIAX, KAK MOCTYIMAIOIINE U3 IPYTHX OpraHU3allui
U OT 4YacTHBIX JIMI, TaKk M OOpa3yloliuecs B MPoLecce JACITEIbHOCTH
00pa3oBaTEIIbHOW OPraHU3aIUH.

He momiexxar perucrpanuy MO3ApaBUTEIbHBIC IHUCbMa, TeJIeTPaMMBlI,
NpPUTTIACUTEIbHBIC  OWJICTBI, HWH(POPMAILUA JUIS CBEICHHS, OyXTraaTepCKue
JOKYMECHTBI ~ IMEpPBHYHOrO0  ydera. Jlos  HHX  COCTaBIsETCS — IMEPEYCHD
HEPETHCTPUPYEMBIX TOKYMEHTOB.

Perucrpariust JOKYMEHTOB IIPOM3BOIUTCS C IIEJIbI0 00ECICUEHHs MX ydeTa,
KOHTPOJIS 3@ HCITOJHCHHEM U OIICPATHBHBIM HCITOJIb30BaHHEM HH(POPMAIIHH.

Perucrparius J0KyMEHTOB ITPOU3BOANUTCS B I€Hb MX IMOCTYILUICHUS.

JlomyckaeTcsi OTMETKa O TIOCTYIUIGHHH [JIOKyMEHTAa B OpPraHHM3aIluio
NPOCTaBJIATh B BHUJC IITAMIIa WJIM OT PYKH B HHUKHEH YacTH JIMIICBOH CTOPOHBI
MIEPBOTO JIUCTA JOKYMEHTA HJIM Ha €ro 000poTe.

Perucrpariys TOKyMEHTOB 3aKJIFOYAETCs B BEJICHUU 3aIIMCH YUCTHBIX TaHHBIX
0 IOKyMEHTE 110 YCTAHOBJICHHOW PETUCTPAIMOHHON POopMe, KOTOPBIM (PUKCHPYETCSI
(bakT co3maHus, OTIIPABICHUS WK MMOJyYSHHS JOKYMEHTA MyTeM MPOCTaBICHUS Ha
HEM PErHCTPAIIMOHHOTO MHACKCA C MOCACIYIOIIEH 3aMnChi0 B yKa3aHHBIX (opMax
HEOOXOIUMBIX CBEICHHI O TOKYMEHTE.

JIOKyMEHTBI,  TIOCTyMalIKe B  00pa30BaTCIbHYI0  OpraHU3aIHIo,
perucTpupyrorcs B KHure/skypHaie perucTpaliui BXOISINEH KOPPECIIOHACHIIH, a
T€, YTO OTMPABISAIOTCS W3 Hero, - KHure/ XypHajle pPErucTpalud HCXOISIIEH
KOPPECTIOHCHINH (npuiodicerue 3).

PacnpenesieHue mocTynawmux 10KyMeHTOB.

Ilocne perucrtpauuu  JOKYMEHTHl NEPENAIOTCA HA  PACCMOTPEHUE
PYKOBOAMTEIO 00pa30BaTeNIbHOM OpraHu3aluu.

Ilocne paccMOTpeHUsT PYKOBOJOUTENEM  JOKYMEHTHI  BO3BPAILAIOTCS
CEeKpeTapro M (WJIM) JIMILY, OTBETCTBEHHOMY 3a BEJCHHUE JEJIONPOU3BOJCTBA, IS
NEPEHECEHUs] YKa3aHUl MO MCHOJHEHUIO JOKYMEHTa B JKypHaJl PETrUCTPALMH
BXOJSIINX JOKYMEHTOB. B COOTBETCTBHMM C YyKa3aHUSMH IO HCIIOJHEHHIO
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MOJIMHHUK JTIOKyMEHTa HaIpaBJIIeTCs paboOTHUKY, SIBJISIFOIIEMYCSI
OTBETCTBEHHBIM HCIIOJIHUTENIEM, a COHUCIOJHUTEISAM HAMpaBISIOTCS KOIHH
JIOKyMEHTOB (€clii HMMEIOTCs), O 4YeM jenaercs oTMeTka B Kuure/xyphHaie
pErucTpaluy BXOASIIMNX JOKYMEHTOB.

DONEeKTpOHHBIE  COOOIEHUS, TIOChUIAEMbIE [0 AJIEKTPOHHOM  MoYTe,
UCIIOJIHSIOTCS. AHAJIOTUYHO JOKYMEHTaM Ha OyMa)KHBIX HOCHUTENIX C YYETOM
OTIPEJICTICHHOMN CIIeU(DHUKHU B MTPOIIECCE UCTIOTHEHHUS.

Ilopsinok 00paGoOTKM W NPOXOXKAEHUS] HCXOASIIMUX M BHYTPEHHUX
JIOKYMEHTOB.

[Topsamok MOATOTOBKY UCXOSIIMX JOKYMEHTOB BKIIIOUAET B ce0s1 paboTy 1o
COCTaBJICHHIO MTPOEKTA TOKYMEHTA, COTJIACOBAHUIO, MOAMUCAHUIO (YTBEPKIACHHIO) U
OTIIpaBKe.

Jlo nmepeaaun TOKyMEHTa Ha MOJNUCH UCIIOJHUTEND JO0KEH MPOBEPUTH €TO0
COJep)KaHue, NPAaBUIBHOCTh O(OPMIICHUS, HAIUYUE HEOOXOAUMBIX BU3 H
npuiokeHui. JIOKyMeHT IpeACTaBisieTCs Ha MOANMKUCh BMECTE ¢ MaTepHuajaMHu, Ha
OCHOBAHUU KOTOPBIX OH T'OTOBUJICSI.

BHyTpeHHnEe 1OKyMEHTBI O(POPMIISIOTCS U UCTIONHSAIOTCS (MCIOJIB3YIOTCS) B
npeenax o0pa3oBaTeIbHON OpraHU3aluy.

BHyTpeHHHE HOKYMEHTHI (HOKJIAIHBIC 3allUCKH, CIIPABKH, CBOJAKH U Jp.)
paccMaTpuBaIOTCA TEMU JIOJDKHOCTHBIMU JIUIIAMU, KOMY OHU HampaBJICHBI.

OTBeTCTBEHHBIE 32 JIEIOMPOU3BOJICTBO MEPE]l Claueii KOPPECIOHICHIINN Ha
OTIIPaBKY JOJKHBI 00S3aTENbHO MPOBEPUTH MPABUIBHOCTH €€ O(QOpMIICHUS H
anpecoBanus. KoHBepTOBaHWE KOPPECHOHIEHIIMM ©  JIPYTHX  TOYTOBBIX
OTIIPABJICHUN TIPOU3BOIUTCS CTPYKTYPHBIMU MOPA3ACTCHUSIMI OPTaHU3aIIHH.

Peructpamust oTmpaBiseMbIX JOKYMEHTOB OCYIIECTBISIETCS B JEHb HX
noanucanus  (yTBEPXKACHHsS) WM  HA  CICAYIONIMH  pabouuii  JCHb.
PerucrpanimoHHelii HOMEp IOKYMEHTa M JaTa PETUCTPAIlMH MPOCTABISIOTCS Ha
NO/UTMHHUKE JOKYMEHTa B PEKBU3UTaX OJIaHKa W Ha KOIHHU, OCTAIOLICHCs B Jieie
oOpa3oBaTensHOW opranu3aiuu. CHIpaBOYHBIM —ammapaTtoM i HCXOJISIINX
JTOKYMEHTOB SIBJISIETCS )KypHAJI PETUCTPAIIMU ITHX TOKYMEHTOB.

OTnpaBKky HUCXOAALIMX JOKYMEHTOB TIPOM3BOIUT CEKpeTapb M (HIIN)
JUII0, OTBETCTBEHHOE 3a BEACHUE JIEI0NMPOn3BoACTBa. CpoyHasi KOPPECHOH ICHIUS
oopmiIseTcs U OTIPABIIACTCS HE3aMEUTUTEIHHO CEKPETapEM.

Cekperapb IpoBepsIeT MPABIUIBHOCTH 0(POPMIICHUS UCXOAAIINX JOKYMEHTOB,
MIPOU3BOIUT COPTHPOBKY JOKYMEHTOB MO CIOCOOY IOCTaBKHA KOPPECIOHICHIIUU
angpecaty (mpocTasi, 3aka3Has, MeXAyHapoAHas U 7Ap.). HempaBuibHO
oopmileHHBIE AOKYMEHTHI M KOPPECIOHICHIIMS HECTy>KeOHOro Xapakrepa K
OTIIpaBKE HE MPUHUMAIOTCS U BO3BPAIIAIOTCS JIHILY, IOATOTOBUBIIIEMY TOKYMEHT.

OtnpaBnsieMass 1O TOYTE KOPPECHOHACHIMS MPOXOIUT  YIaKOBKY,
aZipecoBaHNe, MPOCTABIIEHUE CTOUMOCTHU MOYTOBBIX YCIYT U Mepeiauy Ha OTIPABKY
B MECTHOE OTJICJICHUE CBSA3H.

Ha 3aka3Hyr0 KOppECNOHAEHUHWIO, HAa JOKYMEHTBI C MNOMETKON «Jljist
CITy>k€0OHOTO TIOJIb30BAaHU» COCTABISIETCS] PEECTP, KOTOPHIN 3aT€M BO3BpAIIAETCs
CeKpeTapio y4yeOHONM uacTu u (WIM) JIMIy, OTBETCTBEHHOMY 3a BEJCHUE
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JIEIIONPOU3BOCTBA, C PACIUCKONW PAaOOTHUKOB MOYTOBOTO OTIEICHUS CBSI3U WU
MHOTO JINIIA, 00€CTIEUNBAIOIIETO OTIPABKY TOKYMEHTOB.

[lepenada ¢ UCTIOIB30BAaHUEM CPEACTB (PAKCUMUIILHOM CBSI3U JIOKYMEHTOB,
coJiep KalluX CIy>Ke0Hy0 HH(POpMaIMIO OTPAaHUYEHHOTO PACIIPOCTPAHEHHUS, B TOM
yucie ¢ TnoMmeTkol «Jlns  ciy)keOHOro TMoJb30BaHUS», HE pa3peniaeTcs.
Kareropuuecku 3ampemaercss mnepenada 1Mo cpeicTBaM (aKCUMHIBHOM CBSI3U
CEKPETHBIX JOKYMEHTOB.

C ucnonp30BaHUEM CPENCTB (PaKCUMUIBHOU CBSI3U MOTYT OBITh MEpeIaHbl
MaTepuasbl TEKCTOBOTO, TAOIUYHOTO WIH TpaUyecKoro xapakTepa, HCIIOTHEHHbIE
TUNIOTPA(CKUM, MAIIMHONKCHBIM WM PYKOMHUCHBIM CIHOCOOOM B YEPHOM HIIU
TEMHO-CHHEM I[BET€ C YETKUM U KOHTPACTHBIM H300pakeHueM (TIepBbIC
AK3EMIUISAPHI WM MX KCEPOKOTUH ) Ha O6e1oil Oymare ¢ MUHUMaJIbHOU BBEICOTON OYKB
u uudp 2 mm. O6beM nepe1aBaeMoro B TEHEHHE OJJHOTO CEaHCa CBSI3U JOKYMEHTA,
BBINIOJIHEHHOTO Ha Oymare ¢opmarta A4, HE TOJKEH NPEBbIIATh ISTH JIMCTOB.

OTBETCTBEHHOCTh 32 COJEep)KaHue HMHPOpMAIMM, MEeperaBaeMoil ¢
UCIIOJIb30BaHUEM CPENCTB (PAKCUMUIIBHON CBS3M, BO3JIaracTcsi Ha MCHOJHUTEI,
IOJIFOTOBUBLIETO (pakcorpamMmy AJisi HepeJauH.

Oco0enHocTH padoOTHI € 3JTEKTPOHHBIMY JOKYMEHTAMMU.
B o0pazoBaTenbHO OpraHu3aiii Co3at0TCs U UCTIOJIb3YIOTCS:

. AIIEKTPOHHBIE TOKYMEHTBI, CO3/1aBa€éMbl€ B 3JIEKTPOHHOU (hopme Oe3
PEIBAPUTEIHLHOTO TOKYMEHTUPOBAHUS Ha OyMaKHOM HOCHUTETIC,
. DIIEKTPOHHBIE O00pa3bl JOKYMEHTOB, TONyYE€HHBIE B peE3yJbTaTe

CKaHWpPOBAHUA JIOKYMEHTOB W  XpaHSAIIMECS B CHCTEME JJIEKTPOHHOIO
JIOKyMEHTO000pOTAa.

IlpueMm w© oTOpaBKa BIEKTPOHHBIX JOKYMEHTOB  OCYILECTBIISIOTCS
OTBETCTBEHHBIM 32 BEJICHUE JCIIONPOU3BOICTBA B 00Pa30BaATEIHLHON OPraHU3aIlUu.

DNeKTpOHHBIE JOKYMEHTBI CO3/Ial0TCs, 0OpalaThIBAIOTCA W XpaHATCS B
CUCTEME DJIEKTPOHHOTO JOKYMEHTO000pOTa 00pa30BaTEIbHON OpraHU3AIINH.

DNEeKTPOHHBIA JOKYMEHT JOJKEH OBbITh O(GOPMIIEH MO OOIIMM TpaBUiIaM
JIEJIONPOM3BOACTBA M HMMETh PEKBU3UTHI, YCTAHOBJICHHBIC [JI1 AHAJIOTMYHOTO
JIOKyMEeHTa Ha OyMa)KHOM HOCHUTEJIE, 32 UCKITIOUYEHUEM OTTHCKA NIEYaTH.

JIng  nmoATBEpXKACHUS  TOJJIMHHOCTH  DJIEKTPOHHBIX  JOKYMEHTOB B
o0pa3zoBaTeILHON OpraHU3aluy UCIIOJIB3YIOTCS DJIEKTPOHHBIC [IUGPOBBIE TOAMKUCH.
Hcnonb3yembie CpeacTBa AJICKTPOHHONW HUQPPOBOM MOAMKMCH JOJKHBI OBIThH
cepTU(UIIMPOBAHBI B YCTAHOBJICHHOM TOPSIIKE.

Enununenn ydera 3JIEKTPOHHOTO JIOKYMEHTA SIBISETCA  JJIEKTPOHHBIN
JIOKYMEHT, 3aperUCTPUPOBAHHBIA B CHCTEME JJICKTPOHHOTO TOKYMEHTOO0OpOTa
o0pa3oBaTeNbHON  OpraHu3aluu.  OJEKTPOHHBIA  JOKYMEHT,  HMEIOIIHMA
MIPUJIOKEHHUS, PETUCTPUPYETCA KaK OAUH JOKYMEHT.

[Tociie OTIpaBKH SIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOTO AJIEKTPOHHOMN
MOAIUCHIO YIIOJIHOMOYEHHOTO JOJKHOCTHOTO JIMIA, JOCBUIKHA aIpecaTy €ro KOIUU
Ha OyMa)KHOM HOCHTENIE, KaK MPaBUII0, HEe TPeOyeTCs, 3a MCKITIOUEHNEM OTBETOB Ha
oOparieHus rpaXkJaH, MOCTYIHUBIINAX o nH(})OpMaAITMOHHO-
TEJICKOMMYHUKAIIMOHHBIM KaHajlaM, Ha KOTOPBIEC 3asIBUTENIO TACTCS MUCbMEHHbBIN
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OTBET, HAMPaBJISEMBIi MO IOYTOBOMY aPECy, YKa3aHHOMY B OOpaICHHH.

HcnonHeHHbIE 3JIEKTPOHHBIE JOKYMEHTHI CHCTEMAaTU3UPYIOTCA B Jejla B
COOTBETCTBUM C HOMEHKJIATYypoHl Jen o0pa30BaTelIbHONM OpraHu3aluud |
VH/IEKCUPYIOTCS B MOPSAKE, YCTAHOBICHHOM B OTHOILIEHUU JIEJ, COCTABJICHHBIX U3
JOKYMEHTOB Ha OyMaxxHoM HocuTtene. [Ipu cocTtaBieHMM HOMEHKIIATYphl J1€71 B
3aroJI0OBOK JIeJia BKJIIOYAETCsl yKa3aHue « DJIEKTPOHHBIE TOKYMEHTBD».

HNupopmanuonHas 0e3011aCHOCTb.

HNudopmanvoHHsle pecypcbl 00pa30BaTeIbHON OpraHU3allMd MO JOCTYITY
(BO3MOXXHOCTH MCTIOIB30BAHMS ) TIOAPA3ICTISTIOTCS HA OTKPBITYIO (0OIIET0CTYITHYIO)
uHbopMaInio, CciayxeOHylo uHpopMmanuio W HUHPOPMAIUIO OTPAHUYECHHOTO
pacrpocTpaHeHus (JocTymna).

K  xareropuum oTkpeiTOM uHOpMaMK  OTHOCHUTCS  UH(OpMaIus,
coJiepkalasicsi B JOKYMEHTax M 0a3ax JIaHHBIX 00pa30oBaTeIbHOW OpraHHU3aIuy,
HEIMOCPEACTBEHHO 3aTParnuBarollas IpaBa U UHTEPECHI TPAXKIAH.

K «kareropum ciyxeOHOM uHOOpPMAIMU  OTHOCUTCS  HMH(pOpMAIIU,
coJiepkalasicsi B JOKYMEHTaxX W 0a3ax JIaHHBIX 00pa30oBaTeIbHOW OpraHHU3aIuy,
npeaHa3HaYeHHas JUIsl JOJKHOCTHBIX JIMI] U PAOOTHUKOB, IIPU BBITIOJHEHUU UMHU
cBoMX (YHKIHMOHAIBHBIX OOS3aHHOCTEW, HE 3aTparuBaroliasi HampsMylo IpaBa
M HHTEPEChl TPaXKJaH M HE OTHOCAIIASCS K KaTEropud OTrPaHUYEHHOIO
pacrpocTpaHeHus (JoCcTymna).

K kareropun uH(popmanum OrpaHUYEHHOTO PacHpoCTpaHEHUs (IOCTyIa)
OTHOCUTCA HH(pOpMaLUs, COAEp)Kalasicsi B JOKyMEHTaXx M 0a3ax JJdaHHBIX,
BKJIFOYAIONIAsi CBEICHUS
KOH(UIECHIIUAIBHOTO XapaKTepa.

Bes undpopmanus, copepikamasca B JOKyMEHTax M 0a3zax JaHHBIX, IO
YMOJIYaHUIO SIBISIETCS OTKPBITOW M oOmieAocTynHoi. Vckmouenue cocrtaBisier
uHdopMaIusi, OTHECEHHas K KaTeropusiM CIyKeOHOH H OTpaHUYEHHOTO
pacnpocTpaHeHus (JI0CTyTma).

Hoctyn monb3oBaTenel kK nHPoOpMaIui OrpaHUYUBACTCS MMYyTEM OTHECEHUS
uHQOpMaIIMU K COOTBETCTBYIOIIEH KaTeropuu U HAJIOXKEHHEM Ha Hee
COOTBETCTBYIOIIETO Trpuda OrpaHuueHust pacnpoctpaHeHus. HMuadpopmaius
OTPaHUYECHHOTO JIOCTYyIA cHaOkaeTcs TpudoM «JJst ciryxeOHOTro MOTB30BAHMS.

[IpaBoMm oTHecenus uHGOPMAIUU K KAaTErOPUU OTPAHUUYCHHOTO JIOCTyNa U
HAJOXKEHUS COOTBETCTBYIOIIEro Tpuda oOJagaeT aBTOp JOKyMEHTa 110
COTJIaCOBAHUIO C PYKOBOJUTEIEM 00pa30BaTEIbHON OpraHU3aluu.

JlokymMeHTHpOoBaHHAas WH(GOPMAIUs OTPaHUYEHHOTO paclpocTpaHeHus Oe3
CaHKLMM JOJDKHOCTHOTO  JIMIA, YCTAHOBUBILETO PEXHUM  OTPAaHUYEHHOIO
pacnpocTpaHeHuss i JAaHHOTO JOKYMEHTa, HE MOMJIEKHUT pas3TialleHUIo
(pacnpoctpanennto). IIpegocraBieHue mMOAB30BATENSIM JOCTyHa K JIaHHOU
uH(OpPMAITUU OCYIIECTBISIETCS MCKIIOYUTEBHO IO COTJIACOBAHUIO C YKa3aHHBIM
JIOJKHOCTHBIM JIMIIOM ITYTEM I10JIa4¥ COOTBETCTBYIOIIECH 3asIBKU.

JIOMKHOCTHBIC JHIlA, MPUHSABIINE pEIIeHHEe 00 OTHECEHWH WH(OpPMAIIUH,
3a(pUKCUPOBAHHOW B JOKYMEHTE, K KaTerOpUU OTPAHMUYEHHOTO PaclpOCTpaHEHHS,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTb TMPHUHSATOTO pEHICHUs M €ro
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COOTBETCTBHE IEUCTBYIOIIEMY 3aKOHOATEIbCTBY.

JInunble pAena paOOTHUKOB, JMYHBbIE KAPTOUKH PAOOTHHUKOB, TPY/IOBHIE
KHIDKKH paOOTHUKOB, IIPUKA3bI 1O JINYHOMY COCTaBY JIOJDKHBI XPaHUTHCS B celide
WM B METAJUTMYECKOM TIKady.

3anucu B TPYIOBOM KHUKKE MOIMUCHIBAET PYKOBOIUTEIH 00pa30BaTeIbHON
OpraHu3aluy. YUYeT, XpaHeHHE U BblJjauy 0JJaHKOB CTPOTOM OTYETHOCTHU: IUILJIOMOB,
BKJIQJbIIIECH K HUM, CBUAETEIBCTB, YAOCTOBEPEHUN BEAET 3AMECTUTEND TUPEKTOPA.
bnanku xpausitcs B ceide.

VYcraHoBKa U AKCILTyaTallsl IPOrpaMMHOI0 OOECIIEUEHHS, TOTYYEHHOTO U3
JTOO0BIX UCTOYHUKOB ¥ BBITTOJTHSIONMIETO (PYHKITNH, HE CBSI3aHHBIC HEMTOCPEICTBEHHO
C BBIMIOJTHEHHEM PaOOTHUKAMU CBOMX JIOJKHOCTHBIX 00513aHHOCTEN, KATETOPUIECKH
3anpenieHa.

Bes npencraBieHHas B 3JEKTPOHHOM BUJIE MH(OpMalMs, NOCTyHaromas B
o0pa30BaTeIbHYI0 OPraHHU3aIMI0, B 00S13aTEILHOM MOPSIIKE MOJUJICKUT MTPOBEPKE
AHTUBUPYCHBIMU CPEIACTBAMHU.

DJIEKTPOHHAs! TIOYTa MOKET HCIIOJIb30BaThCA IMOJIb30BATEISIMHA TOIBKO IS
oOMeHa uH(dOpMaIuen, OTHOCSIICHCS K KaTeropuu, OTKPHITOM M CIy>KEOHOM.
3anpeieHo HUCIoNb30BaTh JJIEKTPOHHYIO MMOYTY MJis mepenadd HUH(opMmaiuu,
OTHOCSILIEUCS K KATETOPUU OTPAHUYEHHOI'0 PACIIPOCTPAHECHUSL.

6. KOHTpOJIb 34 HCIIOJTHEHUEM JOKYMCHTOB

Oprasuzanus KOHTPOJISI.

KonTtpomto mopayexar Bce 3aperucTpyUpOBaHHBIE JTOKYMEHTBI, TPEOYIOIIUe
ucnosiHeHus. KoHTpoJib CTIOHEHUS TOKYMEHTOB BKIIIOUAET: YUET, IOCTAHOBKY Ha
KOHTPOJIb, KOHTPOJIb CPOKOB HCIIOJHEHHS, HEMOCPEJICTBEHHYIO MPOBEPKY XOJ1a
WCIIOJTHEHUS], POBEPKY KAYECTBA UCIIOJIHEHUS, aHAJIU3 PE3YJIbTATOB UCIIOJTHEHUSI.

KoHTponp 3a uCHOTHEHHEM JOKYMEHTOB YCTAHABIMBAETCS B LEIAX
o0ecrieyeHnss UX CBOEBPEMEHHOTO M Ka4€CTBEHHOI'O HCIIOJHEHUS, MOBBIIICHUS
YPOBHSI OPTaHU3aTOPCKOM PAOOTHI M UCTIOTHUTEIHCKOM TUCIIUTLTAHBI.

IIpy mocTaHOBKE HOKYMEHTAa Ha KOHTPOJIb Ha IPABOM BEPXHEM IOJIE
JOKYMEHTa JIeJlaeTcs OTMETKa O KOHTPOJie, KOTOPYK O003HA4alT CJIOBOM
(ILITaMIOM) «KOHTPOJIb)»

KoHTtposto moasiexxaT mpuKkasbl, PEHICHUs COBETOB, a TAKXE JOKYMEHTHI,
MOCTYMAIOIINE HA UMSI PYKOBOAUTEIISE 00pa30BaTeIbHON OpraHUu3aliH.

Opranuzanusi KOHTPOJISL UCIIOJIHEHUSI BKITIOYAET B CeOsl:

. MTOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHUTOPHUHT UCIIOJIHEHUSI KOHTPOJIBHBIX IOPYYEHUI JOKYMEHTOB;
. CHSITHE MCTIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

. HaIIPaBJICHUE UCIIOJHEHHOTO JOKYMEHTA B JIEJIO.

PykoBoguTenu CTpYyKTYpHBIX TMOApa3AeieHud o00sS3aHbBl paccMaTpUBaTh
COCTOSIHUE HCIIOJTHUTEIBCKON JUCIHUIUIMHBI MO JOKYMEHTaM C TMOPYYEHUSIMHU
aIMUHUCTpAllMK  0Opa30BaTENbHOM  OpraHU3alluh, a TakXke JOKYMEHTHI,
MOCTYIHUBIIKE B aIpEC CTPYKTYPHOIO MOJpa3/iejeHUsl U TpeOyIolue UCTIOTHEHUS,



36

H IIOATOTOBKH OTBECTA.
I[OKYMCHT CUHUTACTCA HCIIOJIHCHHBIM, KOI'Jd PCIICHBI OKOHYATCIBHO BCC
IIOCTABJICHHBLIC B HCM BOIIPOCHI U CO6J'IIOI[CHBI CJIICAYIOIINEC CPOKMH:

. €CJIM B JOKYMEHTE IIOCTABJIEH CPOK UCIIOITHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTBI 0€3 yKa3aHHUsl CPOKA UCIIOJIHEHUS] — B MECSAYHBIN CPOK;

. €CJIM B JJOKYMEHTE MMEETCS IOMETKA «CPOYHO» — B TPEXJIHEBHBIN
CpOK;

. NOpy4YeHUs: 0€3 yKa3aHusl KOHKPETHOW JaThl WCIOJHEHUS — B
MECSIYHBIA CPOK;

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

. 1o oOpaleHusM Tpaxk/iaH, TPEOYIOUINUM TOTOTHUTEIEHOTO U3YYCHHS

U TIPOBEPKH, — JIO OAHOTO MECsIIa CO THS PETUCTPAIIH, IO OCTAILHBIM — HE 0oJiee
15 nueit.

Cpok rcuucnsiercs B KaJIeHAAPHBIX JHAX C JIaThl MOANKUCAHUS JOKYMEHTA.

Ecnu nocneanuii eHb UCIOJHEHUS JOKYMEHTa MPUXOAUTCA Ha HepabouMii
JI€Hb, OH MOJIEKUT UCIIOJHEHHUIO B MIPEALIECTBYIOIUN eMy paOounii JeHb.

[Ipu HeoOXOmUMOCTH TPOMJIECHUS CpPOKAa HCIONHEHUS JOKyMEHTa
OTBETCTBEHHBIM  WCIOJHUTENIb  MPEICTaBIsIET Ha  UMS  PYKOBOJUTEIS
00pa30BaTEeNbHON OPTaHMU3AINH, IABIIETO MOPYICHHE, MOTUBUPOBAHHYIO MTPOCHOY
0 €0 MPOJIEHUH HE M03/IHEee YeM 3a TPU JTHS JI0 UCTEUEHUS yCTAaHOBIEHHOTO CPOKa,
C YeM CBOEBPEMEHHO TMepeaaeTcs HHPOpMalus B TPUEMHYIO PYKOBOIUTEI
o0pa30oBaTeIbHON OpraHu3anuu.

IHopsAaok CHATHSI JOKYMEHTOB ¢ KOHTPOJISI.

JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJIA, €CIM PELIEHBI MTOCTaBJIEHHBIE B HUX
BOIIPOCHI WJIM aBTOPaM JIaH OTBET 110 CYLIECTBY.

Ecnu o paspemaeMoMy BOIpOCY 0KUIAETCA OTBET, TO OH BMECTE C KOIUEN
OTBETA 3asBUTEII0 MOXKET HAXOAUTHCS y UCIIOJIHUTEIS HA KOHTPOJIE.

[IpoMexyTOUHBIN OTBET, pABHO KaK M 3alpOC MO UCHOJHIEMOMY TOKYMEHTY
WJIM YaCTUYHOE UCITOJIHEHUE TTOPYUYEHHUS, HE SBIISIETCS OCHOBAHHUEM ISl IPU3HAHUS
JOKYMEHTA UCTIOJITHEHHBIM.

CHATh TOKYMEHT C KOHTPOJII MOXKET TOJBKO JOJKHOCTHOE JIMLO, KOTOPOE
ITOCTAaBUJIO €r0 Ha KOHTPOJIb.

OcHoBaHueM [1Jisi CHSTHSL C KOHTPOJIA JOKYMEHTOB C TOPYYECHHSIMU
PYKOBOAMTEINS 00pa30BaTENbHOW OpraHv3aluu SIBISETCS JIOKYMEHT — OTBET,
MOJIMTMCAaHHBIA PYKOBOJUTENIEM, €T0 3aMECTUTENIEM, JINOO CrpaBKa 00 WCIIOJIHEHUHU
JIOKYMEHTA 32 NOJANKUCHI0 PYKOBOJIUTENS CTPYKTYPHOIO MOAPA3ACIICHHUS.

Ecnu Bce mocTaBiieHHbIE B JOKYMEHTE BONPOCHI PEIIEHBI B ONEPAaTUBHOM
nopsiike, 0e3 MOJArOTOBKM NMHCHMEHHOTO OTBETAa, MCIOJHHUTENb Ha JOKYMEHTE
JieNaeT KpaTKyro 3allich O PELIEHUN BOIPOCA, YKa3bIBAET JATy U MOANMCH, I1OCIE
Yero JOKYMEHT IOMEIIAETCS B JIEII0.

7.Y4eT U XpaHeHHe MeYaTel, MTAMIOB U 0JIAHKOB.
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OO0s3aTeIbHOMY Y4YETy MOJIKAT BCE BHUIBI MEYATEH M IITAMIIOB, OJaHKH
CTPOTOil OTYETHOCTH, KOMAaHAMPOBOYHBIC YIOCTOBEPEHHS, CIYy)KCOHbIC 3a/laHHMS,
TPYIOBBIC KHUYKKH.

Yder Bcex meuyaTel W INTAaMIOB, HMEIOIIUXCA B 00pa3oBaTelIbHOI
OpraHM3alluK, BEICTCS B CIICHUAILHOM JXypHale (npuiodcerue 2).

JKypHaunb! yyeta BKIIIOYAIOTCSl B HOMEHKIIATYPY €. JINCThI uX HyMepyroTcs,
TPOIIMBAIOTCS M OTICYATHIBAIOTCA.

[ledatn w 1mTaMmbl JOJKHBI XPaHHUTHCS B celdax WIM METAIUTHYECKUX
mkagax.

OTBETCTBEHHOCTh 32 XpaHCHHUE W UCIOJIH30BAHUE MeYaTeH, TAMIIOB HECYT
JIM1A, OTBETCTBEHHBIE 3a BEACHHUE JIETOMPON3BO/ICTBA.

YHuuTOXKEHHE OJaHKOB TMPOW3BOJUTCA IO aKTy C OTMETKOH B
COOTBETCTBYIOIINX JKypHaJlaX y4era.

[TedaTu 1 MITAaMITBI YHUYTOXKAIOTCA TIO AKTY.

[TpoBepka Hanmuuusi Mevarei, MITAMIIOB U OJIAHKOB, a TaK)Ke IMOPSAIKA UX
XpaHEeHHUs ¥ UCIIOJIb30BaHMSI TPOU3BOAUTCS KOMUCCUEH HE pexke OJIHOTO pa3a B roj
OJTHOBPEMEHHO C TIPOBEPKOM COCTOSHUS JIEIONPON3BOJICTBA.

8.CocTaBiieHHe HOMEHKJIATYPHI JeJ1.

Homenkiatypa e - 370 o0g3aTeNbHBIA I KaXA0W 00pa3zoBaTEIbHOU
OpraHu3aliyd CUCTEMATU3UPOBAHHBIN MTEpeYeHb HAMMEHOBAHUM (3ar0JIOBKOB) JIET,
KOTOpPBIE POPMHUPYIOTCS C YKA3aHUEM CPOKOB XpaHEHUs Aeh (npunodicerue 4).

Homenknatypa nen mpeaHa3HadeHa Il YCTaHOBKM B 00pa3oBaTENbHOU
OpraHu3allid €IUHOro Mopsaka (GopMupoBaHHUs JAell, oOeclieyeHUsT UX YydeTa,
OMEpPAaTUBHOIO TMOMCKA JOKYMEHTOB MO WX COAEPKAHHUIO M BHY, ONpPENeNCHUs
CPOKOB XpaHEHHUs JeJl W SBISETCA OCHOBOM Il COCTABJICHUS OIHCEW J1en
MOCTOSTHHOTO U JITUTENbHOTO (CBBImIe 10 J1eT) XpaHeHus, a TakxKe I ydeTa Jel
BpeMeHHOTO (A0 10 JIeT BKIIOUUTENBHO) XPAaHEHHUS.

B rpade 1 HOMEHKJIATYpBl €N MPOCTABISIOTCS MHACKCHI KaXKJIOTO Jena,
BKJIFOUEHHOT'O B HOMEHKJIaTypy. MIHIeKC fena cocTout u3 uudpoBoro 0003HaYeHHsI
U3 LITaTHOTO paclucaHus 00pa3oBaTENIbHOM OpraHu3alnuu (Koja) U MOpsSIKOBOTO
HOMEpa 3arojioBka Jieja 1O HOMeHKiaType. Mupaekchl nen 0003HayaroTcs
apaOckumu 1udpamu.

[Tpumep —

12-05, roe 12 — o6o3HaueHue (koa), 05 — mopsiAKOBBIN HOMEP 3arojIoBKa Jena
B paszjiesie HOMEHKJIATYpbI Jell.

B rpade 2 HOMEHKIIATYpBI €] IPOMKCHIBAIOTCS 3ar0JIOBKH JE.

3aroJI0BOK Jieja JI0JDKEH YEeTKO B CHkaTou 00001eHHoM Gpopme 0ToOpakaTh
COCTAaB M COAEPKaHNE JOKYMEHTOB JIETa.

B 3aronoBkax JMUYHBIX U APYTUX J€], COAEPKAIIMX TOKYMEHTHI 110 OJHOMY
BOMpocy, ynorpednserca tepmun JIEJIO.

B 3arosoBkax [en, coAep)KalluxX IUIAHOBO-OTYETHYIO JOKYMEHTALUIO,
yKa3bIBaeTCs Mepuoj (Mecsl, KBapTal, NOJyroaue, roll), B KOTOPOM IUIaHUPYETCS
CO3/1aHME JOKYMEHTOB WJIH MEPUOJ UX (DaKTUYECKOTO BBIIOJIHEHUSI.
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Bo Bpemsi pa3MellieHusi 3aroJioBKOB Ji€1 B HOMEHKJIATYPE YUYUTHIBACTCS
BAKHOCTh JIOKYMEHTOB, BKJIFOUEHHBIX B JEJO, UX B3aWMMOCBA3b. B Hauane
pacronaratorcsi 3arojIoBKM A€l B OTHOLIEHHH JIOKYMEHTOB, MOCTYNHUBIIUX OT
OpraHOB BBICHIETO YPOBHSA, JaJIe€ - IO OPraHU3alUOHHO-PACIIOPSAUTEIBHON
JOKYMEHTAIlUM, IUIAHOBO-OTYETHOM  JOKYMEHTAllMM, [EpPENHCKE, Y4YETHO-
CIIPAaBOYHBIM BHJIaM JIOKYMEHTOB. B KaIOM W3 3TUX Tpyni JOKYMEHTHI TaKXe
pa3MEelarTCs C y4eTOM 3HAYMMOCTH U CPOKOB XPaHEHUS.

I'paga 3 HOMEHKIIATYpBI A€ 3aNI0JIHAETCSA B TEUEHUE KAJEHAAPHOTO roja —
npu (GOpMUPOBAHWHM HOBOTO J€Jia, TPU 3aKPBITUU JieJla W 10 OKOHYAHUHU
KJIEHIAPHOIO roja.

[To nmoctmxenun npenoM obObema B 250 JNHCTOB, TOM 3akpbhIBaeTcs U
OTKpBIBaeTCsl HOBBI TOM. B rpade mocienoBaTenbHO yKa3bIBatOTCSI HOMEpa TOMOB
U KpailHUe AaThl TIOKYMEHTOB KaXKJI0I0 TOMa.

[Ipumep —

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

DJIEKTPOHHBIE I€JIa HA TOMa HE pa3aessatoTcs. Bee 35ieKTpoHHbIE JOKYMEHTHI,
HE3aBUCUMO OT UX 00beMa, BKIIOYAIOTCS B OJTHO DJIEKTPOHHOE JIETIO.

B rpade 4 yka3biBaeTCs CpOK XpaHEHUS JIeJia, HOMEpPA CTATEW MO TUITOBOMY
WM BEJIOMCTBEHHOMY MEPEUHI0, eepaibHOMY 3aKOHY UM MTHOMY HOPMAaTHBHOMY
MPaBOBOMY akTy, a HOpH HX OTCYTCTBUM — IO THUIIOBOW WM TPUMEPHOHN
HOMEHKJIAType Jel.

B rpage S «Ilpumeyanue» yka3pIBalOTCS CIIEHMAIBHBIE CPOKH XPAHEHUS,
MPOCTABIIAIOTCS OTMETKH O 3aBEJCHUU JIeJ (B TOM YHUCJIE B JIEKTPOHHOM BHUJE), O
BBIJICJICHUU JIeJT K YHUUTOXEHUIO N0 MCTEYEHUU CPOKOB MX XPaHEHUS, O MECTe
XpaHEHUs MOUIMHHUKOB IOKYMEHTOB, O TIepeiaye el B IPYTyI0 OpraHu3aluio 1Jis
npoJoJbKeHus W Jp. B rpade nenarorcs OTMETKM O MEPEXOIsAUIuX Jenax C
YKa3aHHEM CTaporo MHAEKcA Jiejia B CIIy4ae €ro N3MEHEHHS.

[Tpumep —

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

[lo pemam, KOTOpBIE MO KAaKUM-TMOO TMPUYMHAM B TEUEHHWE ToJia HE
3aBOJIMITUCH, B Tpade «IIpumedanre» HOMEHKIIATYphI 1] IeJaeTcs 3anuch — «Jlemno
He 3aBoguiIochy. [Ipu aTOM B rpade 3 mpocTaBiseTcs MpovepK.

ITo oxkoHYaHUM rofa B KOHIIE HOMEHKJIATYphI A€ JIeJIaeTCsl UTOrOBAasl 3aMKCh
0 KOJIMYECTBE 3aBEJICHHBIX JIeJ1 (TOMOB).

9. ®opmupoBanue u opopmiieHue ae.

DopmupoBaHue JeJl.

dopmupoBaHUE JIeT - 3TO TPYNIUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JIeja B
COOTBETCTBUH C HOMEHKJIATYpPOil JIel.

Bo Bpems ¢opmupoBaHus nea cienyeTr NpUIEp>KUBAThCA TaKUX OOIIHUX
PaBUIL

- TIOMeulaTh B Jejla TOJbKO HCIOJHEHHbIE JOKYMEHThl B COOTBETCTBHUH C
3aroJIOBKaMu JieJl B HOMEHKJIATYpeE;

- TPYIIUPOBATh B J€Jla JAOKYMEHTHI, BBITIOJHEHHbIE B TEUEHUE OJHOTO
kasengapHoro roaa (01.01-31.12), 3a uckiatoueHueM nepexoasamux e (BeayTces B
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TE€UEHHUE HECKOJIbKUX JIET), IMYHBIX JIEI,;

- MOMeEIIaTh B JieJla TOJbKO OPUTMHANBI WM, B Cllydae MX OTCYTCTBHS,
3aBEPEHHBIC B YCTAHOBICHHOM MOPSIJIKE KOMUH JTOKYMEHTOB;

- HE JIONyCKaTh BKJIIOYEHHUS B JeJla YEPHOBBIX, JUYHBIX JIOKYMEHTOB,
Pa3MHOXKEHHBIX KOMUH W JIOKYMEHTOB, MOJJIEKAIIMX BO3BpaTy; pa3AeiibHO
IpyNIupoBaTh B Jiejia JOKYMEHTBI TOCTOSIHHOTO U BPEMEHHOT'O XPaHEeHHUS;

- 10 00BEMY €710 He TOKHO TpeBbImaTh 250 auctoB (30-40 MM TOIITUHON).

PacnonoxeHnre TOKyMEHTOB BHYTPH JI€JI IPOU3BOIUTCS B XPOHOJIOTUUECKOM
MOPSIZIKE, TP KOTOPOM HamOoyiee paHHUE ITOKYMEHTHI PacIioyiaraloTcsl B Hadaje
nena.

[lonoxxenuss, nmnpaBwina, MHCTPYKUMM W T. 1., yTBEPKICHHBIE
pacCIoOpPAAUTENbHBIMA  JOKYMEHTAMH, TPYNIUPYIOTCA BMECTE€ C YyKa3aHHBIMU
JOKYMEHTAMM.

[Tpukasbl 1O OCHOBHOM J€SATENBHOCTH (POPMHUPYIOTCS OTAEIBHO OT IPUKA30B
0 KaJpoOBbIM BoOIpocaM (JMYHOMY COCTaBy) (Ha3Ha4y€HUE, IEepEeMEIlEHNUE,
YBOJIbHEHUE COTPYAHHUKOB) U OT MIPUKA30B 00 OTIyCKax, KOMaHIUPOBKAX U T.1.

[IpoTrokonbl  3acegaHuil  KOJUIETHAIBHBIX OpPraHoB  0Opa30BaTeNbHOU
OpraHu3aliy IPYNIIUPYIOTCS B JI€J1a B XPOHOJIOTHYECKOM ITOPSIIKE U 110 HOMEPaM B
npenenax KaJleHIapHoro roxaa. JIOKyMEeHTBI K 3acelaHusM YyKa3aHHBIX OpIraHOB
CUCTEMATU3HUPYIOTCS MO JaTaM M HOMEpPaM IMPOTOKOJIOB, a B IIPEAesaXx IPYIIbI
JIOKYMEHTOB, KOTOPBIE KACAIOTCsI OJHOTO TPOTOKOJIA, - 110 MOBECTKE JTHA 3aCEIaHU.

[lepenucky cinegyer rpynmnupoBaTh B Jeia 3a MEPUOJ KaJeHAAPHOIO roja.
B neno mepenuckyd MOMEMIAtOTCs BCE JOKYMEHTBI, BOBHHMKIIME B XOJ€ PELICHUS
BOIIpOCA. [lepenucka CUCTEMATU3HPYETCS B XPOHOJIOTMYECKOU
MOCJIEIOBATEIBHOCTH; TOKYMEHT OTBET MOMEILAETCS 32 IOKYMEHTOM-3aIIPOCOM.

Odopmienue ne.

Jlena oOpa3oBaTenbHON OpraHu3aluy HoajiexaT O(OPMIICHHIO TMpPU UX
3aBEJICHUU U I10 3aBEPILEHUU T0/1a.

Odopmienne nena — MOATOTOBKA Jeia K XPaHCHHWIO BKIIIOYAET B ceOs
KOMITJIEKC PaboT MO OMHUCAHUIO Jiesia Ha 00JI0KKE, TIOIITUBKE, HyMepalluu JIUCTOB U
COCTaBJICHUIO 3aBepurenbHOW Haamucu. OdopmiieHne 1eia  MPOBOIUTCS
pabOTHUKAMHU OpraHM3aIlMi, B OOS3aHHOCTH KOTOPBHIX BXOJUT 3aBEJCHUE U
dbopMupoBaHue ned, TPU METOAUYECKOW TOMOIIM H TOJ KOHTPOJEM
OTBETCTBEHHOTO 32 apXHB 00pa30BaTEIbHON OpraHU3AIIH.

B 3aBHCHMOCTH OT CpPOKOB XpaHEHHS MPOBOAMUTCS TOJHOE WM YACTHYHOE
o opMIIeHHE JIEII.

[TomHOMY OOpMIIEHHIO TTOAJIEKAT JIeTia TOCTOSTHHOTO, BPEMEHHOTO (CBBIIIIE
10 ner) xpaneHus (IO JUYHOMY COCTaBY, JINYHBIE Jiea YBOJICHHBIX PAOOTHUKOB).
[TonHoe odopmieHue ena mperycMaTpuBaeT:

. NOJIIINBKY WU TBEPJBIH MEperieT ea;

. HYMEpAaIuIo JIMCTOB B JIETIE;

. COCTaBJICHHUE JTUCTa-3aBEPUTETIS;

. COCTaBJICHHE B OCOOBIX ciyyasx (mpu OPOPMIICHUN JTUYHBIX A€, IS

yudeTa 0c000 IIEHHBIX JOKYMEHTOB) BHYTPEHHEW OMHUCH JOKYMEHTOB JIeTIa;
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. BHECEHUE HEOOXOTUMBIX YTOYHEHHH B PEKBU3UTHI OOJIOKKH Jeia
(yTouHeHHe Ha3BaHMs MOAPA3JEICHUs, UHJIEKCA U 3aroJIoBKa Jeia, JaThl Aeia U

Ip.).

Jllena BpemenHoro (mo 10 J5eT BKIIOYUTENBHO) XpAHEHUS MOJJIEKAT
gacTuyHOMY oopmiieHuto. Jlomyckaercs:

° XPaHUTb JCJIa B CKOPOCHINBATCIIAX

. HC MMPOBOJUTL NCPCCUCTCMATHU3AINIO TOKYMCHTOB B JICJIC,
° JIMCTBI AC€JIa HC HYMCPOBATh,

. 3aBCPUTCIIBHBIC HAAIIMCH HC COCTABJIATD.

JIOKyMEHTBI, MOJIJIeKAIINE TTOJIHOMY O(OPMIICHHIO, MOIIMBAIOT HA YEThIPE
POKOJIa B TBEPAYIO OOJIOKKY W3 KapTOHA WM TMEPEIUIeTalOTC C Y4eTOM
BO3MO>XHOCTH CBOOOJHOTO UTEHHS TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U PE30JIIOLNI
Ha HuX. [Ipm mnoaroroBke nen K MOAIIUBKE (MEpEIUieTy) METATNYECKUe
CKperieHus:  (CKOOBI, CKpENKH) U3  JIOKYMEHTOB  ynanstorcs. [ena
MOCTOSTHHOT'O XPaHEHUsI, COCTOAIINE U3 HEe(POPMATHBIX JOKYMEHTOB, XPaHATCS B
3aKPBITHIX TBEPJIBIX IMANKAX C TPEMS KJIallaHAMU U C 3aBSI3KAMU.

[Ipu Hanmuuuu B Jee HEBOCTPEOOBAHHBIX JTUYHBIX JIOKYMEHTOB (TPYIOBBIX
KHUKEK W JIp.) ATU JIOKYMEHTHhI BKJIAQJbIBAIOTCSI B KOHBEPT, KOTOPBIM 3aTeM
MOJIIMBAETCS B 3TO Jiei0. [Ipu Hanmu4yuu O00MbIIOro KOJIM4eCcTBa TAKUX JJOKYMEHTOB
OHU MOTYT U3bIMATHCS U3 JAEJ, U HA HUX COCTABIISIETCS OTJECIbHAS OIUCH.

B xoHme kaxmoro ngena MOAIIMBAIOTCA YUCThIE OnaHku QopM s
3aBEPUTEIILHON HAIIUCH.

B nensix oGecniedeHusi COXpaHHOCTH U 3aKPETUICHUS TOPSAKA PACTIONOKESHUS
JOKYMEHTOB, BKJIIOYEHHBIX B [I€JI0, BCE€ JIUCTbl, KPOME 3aBEPUTEJIBLHOIO,
HYMEpYIOTCS apaOCkuMu udpamMu B IMPaBOM BEPXHEM YIUIy, HE 3aJieBas TEKCTa
JIOKYMEHTa, TPOCTbIM  TpadUUecKUM  KapaHJAIIOM WIK  HYMEpPaTOPOM.
VYrnorpebiieHne 4YepHWI U LBETHBIX KapaHJanied sl HyMepaluu JIHCTOB
3ampemaercs. BHyTpeHHsISI ONMCh UMEET CAMOCTOSITENbHYIO HYMEPAITHUIO.

JIuctsl Aen, COCTOSAIMNX U3 HECKOIBKUX TOMOB WJIA YacCTEW, HyMEPYIOTCS MO
KaXJOMYy TOMY WM YaCTH OTEJIBHO.

dotorpadun, dYEpPTEKH, aUArpaMMbl M JPyTHE€ WLIIOCTPATUBHBIC U
crienupruIecKre JTOKYMEHTHI, TPEICTABISIONINE CAMOCTOSTEIbHBIA JIUCT B JIETIE,
HYMEPYIOTCS Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

CIioeHHBIN JTUCT Pa3BOPAUYNBACTCS U HYMEPYETCSl B IPAaBOM BEPXHEM YTITy.
[Tpu aTOM nHcT Mr000T0 hopmMarta, MOAMIUTRIN 3a OJJUH Kpal, HyMepyeTCsl KaK OJIuH
JIMCT; JIUCT, CJIOKEHHBIM M TOIUIMTBIA 3a CEPEAMHY, IOJJICKUT IEPEIINBKE U
HyMEpYETCs KaK OJIUH JIUCT.

[Tonmmteie B AE€IO0 KOHBEPTHI C BIOXKEHUSIMH HYMEPYIOTCS;, MPU 3TOM
BHAYaJI€ HyMEPYETCA KOHBEPT, a 3aTEM OUYEPEAHBIM HOMEPOM KaXJ10€ BIOKEHUE B
KOHBEpTE.

[TogmmTeie B €0 AOKYMEHTHI C COOCTBEHHOW HyMmepalueid JHCTOB
(BKJIFOUAsl TEYaTHbIE M3[aHWSA) MOTYT HYMEpOBAaThCS B OOIIEM MOPSJIKE WIH
COXpaHATh COOCTBEHHYIO HYMEpAIMIO, €CJIM OHA COOTBETCTBYET MOPSIAKOBOMY
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PacoOJIOKEHUIO JIUCTOB B JIETIE.

B cnydasx oOHapy:xeHMs OOJBIIOrO YMcia OMMOOK B HyMEpPALUU JIUCTOB
Jiena B IJIONPOU3BOIACTBE IPOBOAUTCS UX NepeHyMmepanusd. [Ipu nepenymepanuu
JMCTOB CTapbleé HOMEpPA 3a4EPKUBAIOTCS OJHOM HAKIIOHHOW YEpTOM W PAIOM
CTaBUTCS HOBBIM HOMED JIMCTA; B KOHIIE JI€JIa COCTABIIIETCS HOBAsl 3aBEPUTEIIbHAS
HAJIUCh, IIPU O3TOM CTapas 3aBEPUTEIIbHAS HAIINCh 3a4EpPKUBACTCS, HO
COXpaHsETCs B JIEIIE.

Jlnsg ydyeta KOJMYECTBA JIMCTOB B Jesie M (pUKcammu OCOOCHHOCTEM uX
HYMEPALIMK COCTABIISIETCS 3aBEPUTENIbHAS HAANUCh Jena. OHa COCTaBIsIETCA B JIEye
Ha OTJEIbHOM JIUCTE — 3aBEPUTEJIE JIeJIa. 3aBEPUTEIbHAS HAJAIIUCh COCTABIISIETCS 110
YCTaHOBJICHHOH (hopMme.

Bce nocnenyromye n3MEHEHHs B COCTaBE U COCTOSIHUM JieJia (IOBPEXKICHNUS,
3aMeHa NOJJMHHBIX IOKYMEHTOB KOMHSIMU, TPUCOECINHEHNE HOBBIX JOKYMEHTOB H
T. JI.) OTMEYAIOTCSl B 3aBEPUTEJILHON HAJIMCU CO CCHUIKOM Ha COOTBETCTBYIOLIUI
aKT.

OO6oKa JieJ1 TOCTOSIHHOTO, BpeMeHHoro (cBeiiie 10 yer) XpaHeHus W 1o
JUYHOMY COCTaBY OpopMIISIETCS [0 YCTaHOBJIEHHOU (hopMme.

Ha 0610%Ke Aes1 OCTOSTHHOTO XpaHEHUsl BBEpXY MPEyCMaTPUBAETCSI MECTO
JUIsL HAMMEHOBAaHMsI TOCYAapCTBEHHOTO apXHBa, B KOTOPBIM OHU OyIyT MEepeiaHsbl, a
TaK)K€ apXUBHOTO IM(pa B IPAaBOM BEPXHEM U JIEBOM HU)KHEM yTJax.

IIpu odopmnenun o070KKH nen1 HaumeHoBaHue IIIKOJbBl yKa3bIBaeTCs
MOJIHOCTBIO IO YCTaBYy, B MMEHHUTEJIIbHOM MAaJIeKe, COKPALIEHHOE Ha3BaHUE — B
CKOOKax.

OO0s3aTenbHBIMU ~ PEKBU3UTAMHU  OOJIOKKHA  Jiena  SABISETCS  yKa3aHue
KOJIMYECTBA JINCTOB B JIEJi€, KOTOPOE MPOCTABIISECTCS HA OCHOBAHUY 3aBEPUTEIHHOM
HAJIUCH Jiea, U CPOKa XpaHEeHHU s Jea (Ha AesiaX MOCTOSIHHOTO XPaHEHUS UIIETCS
«XpaHUTb TOCTOSIHHO»), KOTOpPbI TIEpPEHOCUTCS Ha OOJOXKY Jela u3
HOMEHKJIATYPBbI I0CJIE CBEPKHU €r0 10 CPOKAM XPAHEHUS B IIEPEUHE.

JUist ydyera JOKYMEHTOB OIIPENENIEHHBIX KAaTErOpU el IMOCTOSIHHOIO W
BpeMeHHOTO (cBbImie 10 yeT) XpaHeHus, y4eT KOTOPBIX BBI3bIBACTCS CIIENU(HUKOI
JaHHOW NOKyMEHTaluu (JIMYHbIE JieN1a, 0CO00 IIEHHBIE), COCTABISECTCS BHYTPEHHSIS
OIHCh TOKYMEHTOB J€JIa.

BHyTpeHHI010 0nKch HE0OXOMMO TaKKe COCTABISATh B iefIaX IOCTOSTHHOTO U
BpeMeHHOoro (cBbime 10 net) xpaHeHusi, cGOPMHUPOBAHHBIX MO PA3HOBUIHOCTSIM
JIOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE COJEepkKaHUE
JIOKYMEHTOB.

BHyTpeHHSI ONUCh COCTaBISAETCA HA OTIAEIBHOM JIUCTE MO YCTAaHOBJIECHHOM
dbopme, KOTOpasi COAEPKUT CBEACHUS O MOPSIKOBBIX HOMEpaxX JT0KYMEHTOB Jiefia, uX
MHJEKCaxX, JaTax, 3arojJioBKax U HOMepax JIUCTOB Jieja, Ha KOTOPBIX PacloJIOKeH
KaXIbIi JOKYMEHT.

K BHyTpeHHEN ommcu Jena COCTaBIAETCS WTOroBas 3alliCh, B KOTOPOH
yKa3bIBaeTCs Lu(paMu U NPONKUCHIO0 KOJMUYECTBO BKIIOUEHHBIX B HEE JOKYMEHTOB
Y KOJMYECTBO JUCTOB BHYTPEHHEN OIUCH.

BHyTpeHHsI1 ONUCh MOJNUCHIBAETCS €€ COCTAaBUTEIEM C YKa3aHUEM
JOJKHOCTH, MOANKCH, PaCUIU(pPOBKH MOAMNNUCH U HYMEPYETCS B I€i€ OTACIBHO.
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10.XpaHeHue U YHUYTOKeHHE TOKYMEHTOB.

JIokyMeHTHI (71e71a) ¢ MOMEHTa co37aHus (IMOJydeHus) Win HOPMUPOBAHUS
XpaHATCS B OPTaHU3AIMH JI0 TIepeladl apXUBHOMY YUPEKICHUIO.

PykoBonuTens 00pa3oBaTEIbHON OpraHU3allii M CIICIUATBHO Ha3HAYCHHOE
au1o (Jinia) o0s3aHbl 00ECIIeUUTh XPaHEHHUE TOKYMEHTOB U JIEI.

Jlenma MOmKHBI XPaHUTHCS B BEPTUKAJIBHOM TOJI0KEHUHU B TTKadax, KOTOpbIe
3aKphIBatOTCSA. Ha kopemkax 00105KeK A€l yKa3bIBAIOTCS HOMEpPA Je.

Brimaya nmenm BO BpeMEHHOE TOJB30BaHHE PAaOOTHUKAM 00pa30BaTEIbHOU
OpraHW3aliy OCYIIESCTBIISICTCS C YCTHOTO Pa3pelICHUs €ro PyKOBOJMUTENS, a APY-
TUM YYPEKIEHUSM - C €ro MUCBMEHHOTO paszpemieHus. Ha BwImaHHOE €110
COCTaBIISIETCSI KapTOYKa - 3aMEHHUTENb. B KapTOYKe YKa3bIBAIOTCS HOMEp Jea,
3aroJIOBOK JieNla, JjaTa €ro BbIJAayu, JUI0, KOTOPOMY JIeNI0 BBIAAHO, JlaTa €ro
BO3BpATa, MOJAMKUCH JIUI, KOTOPHIE BHIJIATU U MPUHSIIN JEJO.

[IpenocraBiienue e BO BpEMEHHOE MOJB30BAHUE OCYIIECTBISIETCS HE Ooliee
YeM Ha OJIUH MECHII.

W3bsiTie NOKYMEHTOB W3 Jejia TOCTOSIHHOTO XpaHEHus 3ampeniaercs. B
UCKIIIOUUTENFHBIX CIydasX HU3bITHE JOKYMEHTOB JOMYCKAeTCs C pa3pelIeHHs
PYKOBOAMTEIS 00pa30BaTEIbHOW OpPTraHM3aIllMU C 00S3aTEeNIbHBIM OCTaBJICHUEM B
JieJie 3aBEPEHHBIX JOHKHBIM 00pa30M KOTIHH.

[Tocne oxkoHYaHUWSI CpOKa XpaHEHHS JTOKYMEHTOB, KOTOpPHIE HE IOJICKAT
nepeaade apXWBHBIM — YUPEKIACHUSM, JOKYMEHTBI CIUCBHIBAIOTCS KOMHCCHEH
oOpa30oBaTeIbLHON  OpraHW3aldd 10 TPOBEICHUIO DKCIEPTU3Bl  IIEHHOCTH
JIOKyMEHTOB, KOTOPYIO Ha3HA4YaeT PyKOBOAMTENb 00pa30BaTEIbHON OpraHU3aIlny.
Ha  cnucanHyr0o  JOKYMEHTAIIMIO  JKCIEpTHAs  KOMHCCHS  COCTaBJISIET
COOTBETCTBYIOIIUH AKT.

CnucanHasi JOKYMEHTAaIHsI YHUYTOXKAETCA.
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[Tpunoxenue 1

K METOAMYECKUM PEKOMEHIANNSM TI0 BEICHUIO
JICIIOBOM JIOKyMEHTAIIMU B TOCY/IapCTBEHHBIX U
MYHHIIUITATBHBIX TOMIKOJIBHBIX
00pa3zoBaTeNIbHBIX M 00IIe00pa30BaTEIbHbIX
opranuzanusx Pecryonuku Kpsim

IIpumepHas popma :)KypHasa yuyera neyareil 1 ITaMIOB
o0pa3oBaTeIbHOM OPraHU3alun

PesyabTaTsl .
HanmenoBanmue . OTTHCK neyartei
HaumenoBanue esKeroaHomn
nojpasjaejeHus , OTMeTKa 00 (IITAMIIOB)
ne4yaTru OrrHck Honmmuce, NpPOBEePKH [
OJI>KHOCTDH JIA
Nen/m| (1IoramMmna) , MHUIIMA | E€YATH o YAOCTOBEPSIOIIAs | HAJTHYHSA y r| A Mpumeyanue
noJiyyaresss u N HOMep YHUUTOKEHUS ,
TOp 3akasa, IITaMIa) MoJIy4YeHue , jara |nedyaren
bamunusn aKTa M jJara |jaara
Aara nocTynjieHus U ITaMIIOB ,
noJry4arteJst BO3BparTa
AaTa NpoBepKH
1 2 3 4 5 6 7 8 9

IIpumepHas ¢popma KHuru/ ;xypHaJia perucTpauuu nNpuKa3on
o0pa3oBaTe/IbHOI OpraHu3aunu.

ITo ocHOBHOII 1eATEeJIBLHOCTH

Hara Cpok OT1MmeTKa 00 UCTIOJTHEHUH
Ne Homep
Coaep:xanue HcnosHureab  |(McCroJIHeHUs!
n/n npuKasa
npuKasa
O nposeneHnn 30.08.2022  [CHAT ¢ KOHTpOIIA
1 25.08. 74-0 KOMIUIEKTOBAHHS | o/ 30.08.22
2022 MEeAarornu4ecKux
KaJIpOB




ITo kagpoBBIM BOIIpPOCAM
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JI\:;')H Jara npuka3a | Homep npukasa Bun npukasa ®UO coTpyrnnka OcHoBanue
1 |14.10.22 77K Tpuem DUO HI 1]\52232?
I1o KOHTHMHIeHTY 00yYAKOIMXCH
iﬁ[ Jara npukasa Hg;ﬁ;}:ﬂ Bupa npuxa3sa ®U olyuaromerocs OcHoBaHue
N EEZZI P P P ST
Ne 46
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[Tpunoxxenune 2

K METOJIMYECKUM PEKOMEHAIHM 110 BEACHUIO
JIeJIOBOM JIOKyMEHTAIIUU B TOCY/IapCTBEHHBIX U
MYHUIIMIATBHBIX TOMIKOIbHBIX
00pa3oBaTeNbHBIX U 00111e00pa30BaTENBHBIX
opranuzanusax Pecnyomuku Kpbsim

IIpumepHas ¢popma Knuru/ :KypHajia perucrpauuu pacnopsizkeHui
00pa3oBaTeIbHOM OPraHM3aluu.

perucrpauuu

Ne ni/nt Mara Homep ConensKamnie KTo moanmcan Cpok ucnosiHennsi| Ormerka 00

- PACHOPSIZKEHUS | PACITOPAMKCHUSA aep a HCITIOJIHCHUUN
®.10. O noesne yuanmxcs Cua ¢
1 20.10.22 37-P o BKCKI‘ Z;}Om 22.10.22 KOHTPOJIA
P 22.10.22
IIpumepnas ¢popma KHuru/ ;kypHaJia perucTpauuu nNpoToKoja0B
00pa3oBaTeJIbHOM OPraHM3alUu.
Ne ni/m | Ne mportoxkoJia Jara ero IloBecTka aHS
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[Tpunoxenue 3

K METOJMYECKUM PEKOMEHIALUAM 110
BE/ICHUIO JI€JI0BOI TOKYMEHTALlUU B
rOCYJapCTBEHHBIX U MYHHUIIMIIATbHBIX
JIOUIKOJIbHBIX 00pa30BaTeNIbHBIX U
0011e00pa3oBaTeIbHbIX OPraHU3alMIX
Pecniy6nuku Kppeim

IIpumepHas popMa perucTpalMOHHOIO KYPHAJIA BXOASAIINX JOKYMEHTOB

o0pa3oBaTe/IbHOI OPraHu3aluu

Jara nocrynienus

Pe3oaronus nian

Ne n/m JOKyMeHTa/ Jara u Homep Kparkoe conep:xxanue KOMY HamnpasBJieH Otmerka 00
BXOJS 1M HOMep JOKYMEHTA, AOKYMEHT HCIOJTHEHHH
npucBoennpiii | KOPPeCTOHIeHT (noanuce,
aBTOPOM ya0cTOBepsIOIAs
MoJIy4eHmne)
1 2 3 4 5 6 7
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IIpumepHasi popMa perucTpauMOHHOIO KYyPHAJIA UCXOISAIIHUX JOKYMEHTOB
o0pa3oBaTeIbHOW OPraHM3aluu

Jlata u HOMep

Perucrpauuo JOKYMEHTa, Ha
Ne aTa HHBII Kpartkoe i
A Anpecat p KOTOPLIN Hcnoanurein
H/H JTOKYMEHTA HOMEpP COoAepKaHHue 1aeTcs OTBeT
IMOKyMeHTa
1 2 3 4 ° 6 7
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[Tpunoxenue 4

K METOJIMYECKHM PEKOMEHIALUSIM 10
BE/ICHUIO JICTIOBOM JIOKyMEHTAIIUU B
TOCY/IapCTBEHHBIX U MYHHLIUTIAIbHBIX
JIOUTKOJIBHBIX 00pa30BaTEIIbHBIX U
00111€00pa30BaTEIbHBIX OPraHU3AIHMIX
Pecry6mmmku Kpbim

HPUMEPHASA HOMEHKJIATYPA JEJI

OBPA3OBATEJIbHOM OPTAHU3AIIUU

Oo61meo0pa3oBaTeibHOE YUpeKIeHHe

Koimue | Cpoxk XpaHeHUs
CTBO aeaa (roma,
Hnpexc 3aro/10BOK [1eJia
aest 4acTH) IIpumeyanue
Jaesa (ToMa , yacTH) .
(ToMOB | y Ne crareil mo
) Iepeunio
1 2 3 4 5
01. PykoBoacTrBo (KaHueasipusi)
HopmaTtuBHbIE TpaBOBBIE aKTHI
OpraHoB, OCYIIECTBISIONINX o muHOBaHKA
; aBne;H/Ie 1}:11 chepe - HanobrocTn
01-01 ng ASOBAHIS el"J'II;.MeHTI/I e n. «» cr. 3, 3aBeneHo
p P PYrott n. «» cr. 4 TII
o0pa3oBaTeNbHbIE OTHOIICHHUS .
2019
Komun
ITocTossHO ITocite 3aMeHEI
01-02 [YcraB OO
ct. 28 TII 2019 |HOBBIM
CBHIETEIBCTBO O IIOCTAaHOBKE Ha Jlo MumHOBaHHS
[Tepexonsmee ¢
01-03 [yuer B HAJIOrOBOM OpraHe HaJI00HOCTH, 2012
(UHH) ct. 24 TII 2019
01-04 CBHIETEILCTBO O BHECEHHU ITocTostnHO [Tepexonsmee ¢
sanucu B EI'PIOJI ct. 24 TII 2019 |2012
JIoKyMeHTBI (AOTOBOpP, KOHTPAKT,
CBUJICTEIBCTBA) Ha IIPABO Jlo nukBupanuu
[Tepexonsmee ¢
01-05 |omepaTuBHOTO YyHIpaBIEHUs OpraHu3alu 5012
MMYIIECTBOM, Ha IPaBO cr. 93 TII 2019
MOJB30BAaHUS 3€MEJBHBIM YYaCTKOM
ITocne
MpeKpaIieHus
01-06 |JIuueH3un U NPUIIOKEHUS K HUM > Jer JIEUCTBUS
ct. 55 TII 2019
JIUIEH3UU

[Tepexonsmee ¢
2018
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CBHzIETENBCTBO O TOCYAAapCTBEHHON

Jlo nuKBHAIUU

[Tepexonsmee ¢

01-07 Opra’u3aluu,
2018
ARKpEAITatuH cr. 61 TII 2019
CaHuTapHO—3MHIEMUOJIOTUYECKOE
3aKJII0YCHUE Ha 00pa3oBaTEIbHYIO 5 ner, OIIK
[Tepexonsmee ¢
01-08 | mesaTenbHOCTh, CAHUTAPHO— cr. 429 TII 5018
DIUAEMUOIIOTHYECKOE 3aKIIFOUYEHHUE 2019
Ha MEIUUUHCKYIO JI€ATEIbHOCTh
r / [TocTostHHO
01-09 N?CYMPCTBGHHOE’ m. «» cr. 198
YHULUIIATIBHOE 3aJaHUe T 2019
OTyer O BBIIOJHEHUU [TocTostHHO
01-10 |rocynapCTBEHHOI'O/MYyHHUIIUIIAIbLHOTO m. «» cr. 211
3aaHUA TIT 2019
Hocrostio [Iepexonsamee ¢
01-11 |IIporpamma pa3BUTHSA cr. 193 TII pexozAm
2020
2019
I [TocrosnHO
01-12 5 pr(;z(g;onbl KOJUIETUATIbHBIX 0. @By or. 18
P TIT 2019
I . [locTosiHHO
01-13 I,II)O;?;(OOHGH COBEIIAHUI npHU 0. «e» cor. 18
AHPERTOP TIT 2019
n 5 5 . ITocTosHO
01-14 %?)TT?;I?; ODILHX  COOpaHuH M. <CK» cT. 18
P TIT 2019
n . [TocTostHHO
01-15 elill?;iiogfn ocHoBHOR m. «a» cr. 19
8 TIT 2019
KHura/xypHan perucrpanuu ITocTosiHHO
01-16 |mpuka3oB MO OCHOBHOM on. «a» cr. 182
JeSITeIbHOCTH TII 2019
n ITocTostHHO
01-17 R 6p m;alzm Hr;;ﬂ KOHTHHICHTY m. «a» cr. 19
yaaom TIT 2019
KHura/xypHan perucrpanuu ITocTossHHO
01-18 |mpuka3oB MO KOHTHHIEHTY m. «@» cr. 182
o0yJaromuxcs TII 2019
IIpukasbl/ paciopsKeHHs 10 5 Jer
01-19 | agMHUHUCTPATUBHO—XO03HCTBEHHBIM m. «» cr. 19
BOIIpOCaM TII 2019
01-20 Knura/xypHan perucrpanuu 5 n;er
IIPUKA30B/ PACIOPSIKEHUIN 110 m. «B» Ccr. 182
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aIMUHUCTPATUBHO —X035IICTBEHHOMN TIT 2019
eATEIILHOCTH
JlokanbHblE HOPMAaTUBHBIE AKTHI IO ITocTosuHaO
01-21
OCHOBHBIM BOIIPOCaM cr. 8 TII 2019
JIoKkyMeHTBl O MpOBEpKax (aKThl, 10 get
01-22 |cnpaBku, Iepenucka) oOpraHaMu cr. 141 TII
TOCKOHTpOJIA (Haza3opa) 2019
01-23 | Mot Ul 10 HeNOPOMIBOLCTE ITocTosHaO ITocie 3aMeHEI
HETPYKI JICITOTp ACTBY cr. 28 TII 2019 |HOBBIMU
[TocrosanHO CTpyKTypHBIX
01-24 |Homenknarypa el cr. 157 TII MIOAPAa3ACIICHUN
2019 — 3 roga
OOpareHust rpaxgad U IEPENncKa 5 st SIIK
01-25 o pmlcu aCCM(I))T efm}o b cr. 154 TII
p p 2019
K 5 . 5 Jer
01-26 r Zg( 1;2)11{ PerucTpaniit 0bpateHut O. «» cTr. 182
p TI 2019
Jo nuxkBupanuu
Kypnan ydera BblJauu nedaTred Hu Opra"u3anuu
01-27
IITAMIIOB ct. 163 TII
2019
[Ipu
OTCYTCTBUH
KHUT,
AKTBl YHUYTOXEHUS MeyaTed | 3 roma JKYpPHAJI0B
01-28 cr. 164 TII yp '
IITAMIIOB OTTHUCKOB H
2019
CIICIKOB — 10
JIMKBUJALTHNA
OpraHu3alNu
K 5 ner
01-29 |ypuar perncrpant sxoux n. v cr. 182
AOKIM TIT 2019
K 5 ner
01-30 HO}I](pHaeJ;TEiMCTpaHHH HCXO IR nH. «» cr. 182
™ TIT 2019
v6 . aGor TTocTosHO
01-31 mzoi‘;;““’m JIOIITAIL O paboTe cr. 209 TII
2019
TTocTosHO
01-32 [Otyer o camMo00CIETOBAaHUN ct. 209 TII
2019
01-33 |T'omoBoif muaH pabOTHI MIKOJIBI ITocTosuHaO
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II.

«» cr. 198

TIT 2019

01-34

OrnepaTUBHBIE TUIAHBI
(KBapTaJbHbIE, MECIYHBIE)
pabOThI TIKOJIBI

Jlo MumHOBaHHS
HaJI00HOCTH
cr. 201 TII
2019

02. OoOpa3oBarejibHAsI AeSITEJbHOCTH

OO6pazoBatenbHble MPOTrpaMMBbl

Jo 3ameHsbl

[Tepexonsmee ¢

02-01 |mKOJBI MO YPOBHSM OOIIETO HOBBIMH
2017 ropga
o0Opa3oBaHUs ct. 271 TIMII
Jo 3ameHbI
02-02 JlonosnHuTENbHBIE OOpa30BaTEIbHBIE LOBLIMIL Ilepexonsmee ¢
OpOrpaMMBbl 2020 ronma
porp cr. 271 TIMII A
[IpoTokomnbl 3acemaHuit [TocrosuHO
02-03 |memarorm4eckoro coBeTa H O. «I» cr. 18
JOKYMEHTBl K HUM TII 2019
Knaura ydera npoTokoiioB 10 met
02-04
MeIarorndeckoro CoBETa crt. 335 IIMII
so-s | o s
P P cr. 316 TIMII
JESITEILHOCTH
[IpoTokonbl 3acemaHuii coBeTa
poautenen  (pOIUTENBCKOTO
02-06 |kKOoMHUTETa) W JIOKYMCHTHI Hocrosuro,
cr. 324 IIMII
(CpaBKH, JOKIaabl,
uH(pOpMaLlUK) K HHUM
ITocTosiHHO,
o €CIM IITKOJIa
02-07 [IpoTokoinbl 3acenaHuit 3 roma craer
DK3aMEHAIIMOHHBIX KOMUCCHH ct. 326 IIMII
JIOKYMEHTBI Ha
rocxpaHue
02-08 Nudopmanus, cBeaeHus o padore 3 roma
IPYII TIPOJJIECHHOIO IHSA cr. 312 IIMII
02-09 Kuura ydera Bbigaum menanei 50 nert
ydalyMes IIKOJI cr. 319 IIMII
Kunra ydera OlIaHKOB W BBIIAYH
02-10 arTecTaroB (perucrpamuu 50 ner
BBIJIAHHBIX JIOKYMEHTOB 00 cr. 322 IIMII
o0pa3zoBaHNM )
02-11 Knaura ydera BbIJauM MNOXBaJIbHBIX 50 et
JIUCTOB M TOXBAJbHBIX I'PAMOT cr. 320 IIMII
02-12 |JIOKyMEeHTBHI (IJIaHbl, JOKJIAJHbIE 3 roga ITocTosHHO,
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3allMCKU, IEPEIUCKa) O

cr. 321 IIMII

CCJIM IIKOJIa

IIPOBEAECHUHN OTKPBITBIX YPOKOB caact
JIOKYMEHTBI Ha
rocxpaHue

IIpOTOKOJIBI POAUTENIBCKUX

coOpaHMii W JOKYMEHTBHl K HHUM 5 ner

02-13
(CipaBKH, JOKJIaabl, cr. 324 TIMII
nHpOpMaINH )

02-14 Otuersl 0 paboTre coBera 3 roma

poaurenen cr. 325 IIMII

02-15 AndaBuTHas KHUTA 3aMUCU 50 mer
o0yJaromuxcs cT. 329 IIMII
ITocne
3 rona OKOHYAaHHUH
02-16 |JIuunbple aena OOy4arOLIUXCS or. 330 IIMII IIKOJIBI U IIpH
’ BLIOBITHH B
IPYTYIO IIKOJY
1 rox
02-17 | DK3aMEHAIIMOHHBIC OWJICTHI
B cr. 503 TIMII
02-18 DK3aMeHaIMOHHbIE PabOThI 1 rox [Tocne cnaum
o0yJaromuxcst ct. 506 IIMII |3K3aMeHOB
N3bsaTeie u3
B snexrponHoi [TACCHBIX
KraccHble KypHAIBI (popme Ha sucke =3 )cl;y(?};aig ’
02-19 P JIeT a
(DJIEKTPOHHBIE ) BE€IOMOCTH
yCIIEBAEMOCTH —
cr. 331 IMI HE MeHee 25 JeT
02-20 KypHan ydera HpOMyIIEHHBIX H 5 Jer
3aMELIECHHBIX YPOKOB cr. 337 IIMII
02-21 Kypnan 3anstuii 1o 5 ner
JOTIOJTHUTEIILHOMY 00pa30BaHUIO cr. 493 IIMII
02-22 |XypHan rpynmnsl OPOMJICHHOTO JTHS > et
YpHail TPymibl Hpod A cr. 333 TIMII
03. BocnurareabHasi 1eATeJbHOCTH
[Inanbl BocMTATENBHBIX 3 roma
03-01 |meponpuaTHid U JOKYMEHTBI K cr. 194 TII
HUM 2019
[Iepenucka mo Bompocam
03-02 |mpodopueHTauu, TPYIOBOTO 3 Tona
’ cr. 345 IIMII

O6yLIGHI/I$I N BOCIIUTAaHUA
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HepCHI/ICKa C OpraHaMu CHCTCMBbI

5 ner, OIIK
03-03 |opodunakTukd U O€3HAI30PHOCTH !
pod S0P cr. 70 TII 2019
HECOBEPILICHHOJIETHUX
ITocTosHHO,
€CJIM IIIKOJIa
03-04 JIOKyMEHTBl 00 OpraHu3alud | 10 n;er craer
pabote narepei cTt. 478 TIMII
JIOKYMEHTBI Ha
FOCXpaHUe
JIOKyMEHTBI O MPOBEICHUU
OJIUMITHAJI, BHUKTOPUH IO
o6 - Jlo MuHOBaHUS
0305 |Y9COHBIM MpeaMeTaM, CMOTPOB, HATOBHOCTH
KOHKYPCOB XYJI0’)KE€CTBEHHOTO, cr. 383 TIMII
TEXHUYECKOTO U JPYIHMX BHJOB
TBOpUYECTBA IIKOJbHUKOB
JIOKyMEHTBI O BBICTaBKaX JETCKOIO Jlo MumHOBaHHS
03-06 |XyooKECTBEHHOTO U TEXHUYECKOIO HaIo0HOCTH
TBOPYECTBA cr. 384 IIMII
ITocTosiHHO,
Otuetsl, uHbOpMauu o padote 10 et €CJIM IIKOJIa
03-07 |oO1IecTBEHHBIX €HUYECKUX claer
H bIx ¥4 cr. 388 IMI  |“*
OpraHu3aIui JIOKYMEHTBI Ha
roCXpaHue
04. Mertoauueckasi JesATEJbHOCTh
n IlocTosHHO,
OJIO’KEHHE O METOJINYECKOM
04-01 coBeTe A o. «a» cr. 34
TII 2019
[Tonoxenus o0 ydeOHO- ITocrosiHHO,
04-02 |meromuueckux OOBEIUHEHUSX, m. «a» cr. 34
pabouux Tpymmax TIT 2019
[IpoTokonbl 3acemanuit
IlocTosHHO,
METOIUYECKOTO COBETA H
04-03 O. «I» cr. 18
JOKYMEHTBI (CIIpaBKH, JOKJIAIbI,
TIT 2019
uH(pOpMaLIUK) K HHUM
I . 6 5 ner, OIIK
OIOBOM IIIaH pPaOOTHI
04-04 Mefonnqecxoro Ic):OBeTa cr. 200
TIT 2019
Anamus pes aTo To
HaJIu JILTATOB
04-05 MCTOI[I/IqepCKgﬁ a00TBI 5 ser, SIIK OTCPATHBHLIM
b cr. 46 TII 2019 |Bompocam — 5
00pa3oBaTeNbHON OpraHU3aIuu et
05. Kaaposoe oOecneueHue
IIpucnannsie
05-01 | KoniekTuBHBIA JOTOBOP Hocrosuno 1A CBEICHUS
cr. 386 TII

— 10 MHHOBAHUA
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2019 HaZ00HOCTH
[Tocne
JIokyMeHTBI O MpOBEpKax 3 roma HCTEUYCHUS
05-02 |BBINOJHEHUS YCIOBUM cr. 389 TII CpOKa JIeHlCTBHS
KOJIJIEKTUBHOI'O JI0TOBOpa 2019 KOJUUJICKTUBHOTO
JIOTOBOpA
[IpaBuna BHYTPEHHETO TPYAOBOIO Hocrosnio
05-03 pacropsKa CT. 2309 49 TII
1
05-04 [lItaTHOE pacnucanue u [TocrosanHO
U3MEHEHUs1 K HEMY cr.40 TII 2019
05-05 [IITaTHbiE pPacCTAaHOBKHA (INTATHO— 50/75 xmet
CIIMCOYHBI COCTaB PaOOTHUKOB) cr. 42 TII 2019
50/75 ner
05-0¢ | Aommiocriic. meTpym er. 443 TN
2019
[Ipuka3pl MO JMYHOMY COCTaBY
(mpueM, MHepeMelleHne,
COBMEUIEHUE, TEPEBO,
YBOJIbBHEHUE, aTTeCTalus,
JOTIOTHUTEIBHOE 50/75 mner:3IIK
05-07 |mpodeccuonansHoe 00pa3oBaHUE, m. «@» cr. 434
U3MeHeHue (aMuiIni, TIT 2019
MOOIPEHNs, HarpaKICHUS,
OTIIyCKa IO YXOAY 3a peOeHKOM,
OTIycKa 0e3 COXpaHEHUs
3apabOTHOM TILIATHI)
[Ipuka3pl opranuzauuu Mo 06 ormyckax,
JUYHOMY COCTaBY (€¥KEroJIHbIe KOMaH/IMpOBKax
OIIAYMBAEMbIE OTIYCKa, OTIIYCKa paboTHHKOB ¢
SvaCHIEM 5 Jer BPEIHBIMA U
05-0g |° B © OO ! m. «O»—«» CT. ()
H@)KprTlEaX, HE CBSISaI;IHI)IX c 434 TII 2019 OTIACHEIML
OCHOBHOW (TIpOoUIHLHOM ) VCIIOBHAMH
NEeSATEIbHOCTBIO, O KOMaHAMPOBKaX Tpyma —50/75
U CIY’)KEOHBIX MpOBEpKax ner
[Ipuka3pl Mo JAMYHOMY COCTaBY 3 Toa
05-09 (AMCUUIUIMHAPHBIE B3bICKAHUS ) M. @ cr. 434
TII 2019
O exerogHo
KHura/ypHan perncrpar 50/75 ner JIIK |ommauynBaeMbIX
05-10 m. «b» cr. 182 |ormyckax,

IIPUKA30B 110 JIMYHOMY COCTaBY)

TII 2019

OTIIyCKax B
CBSI3H C
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oOyueHueMm,
JEeKYpPCTBAX ,
HE CBSI3aHHBIX
C OCHOBHOU
(mpoduIIbHOM )
TSI TeIbHOCTHIO
— 5 mer

XKypnan ydera JIUYHBIX A€
pabOTHUKOB JIMYHBIX JIEJ, JIMYHBIX

50/75 ner DIIK

05-11 KapTo4deK, TPYIOBBIX IOTOBOPOB m. «6» cr. 463
DTOACK, 1Py, P TIT 2019
(CIIy)KeOHBIX KOHTPAKTOB)
50/75 ner OIIK Mepexommee ¢
05-12 |JIuunple nena pabOOTHUKOB ct. 445 TII P
2021 ronma
2019
TpynoBbeie TOTOBOpHI, Ciy)KeOHBIE 50/75 ner OIIK*
05-13 |KOHTpaKThl, corjameHus o0 HX cr. 435 TII
H3MEHEHUU, pPaCTOPKEHUU 2019
YBegomiieHus1, MNPeaynpexaCHUs 3 roma
05-14 ' o ’ cr. 436 TII
paboTHUKOB (aM) paboTomaTerieMm
2019
50/75 ner OIIK
JInyHBIE KApTOYKH PAOOTHUKOB [Tepexonsmee ¢
05-15 ®. T-2) cr. 444 TII | 57
: 2019 g
[lopuHHbIE JAUYHBIE JOKYMEHTBI
(TpynoBasi KHIMXKKA, JUTIIIOMBI Mo soctpebosanins . | Hesoctpebosann
05-16 aTTeCTaThl ocro;ae eHUS , cr. 449 TII bie — 50/75
r YA p ! 2019 Jer*
CBUJICTEIILCTBA)
Knura yuera OBMOKEHUS T BBIX 50/75 ner
05-17 yHera JABIKCHUA TPYNO m. «» cT. 463
KHIDKEK M BKJIAABIINIEH B HUX
«B» TII 2019
ITocne
HACTEYEHUS
CpOKa JEHCTBUSA
corjacus WIH
Cornacust Ha 00pabOTKY 3 rona €ro OT3bIBa
05-18 cr. 441 TH ’
TIEPCOHAIBHBIX TAHHBIX 5019 €clIi HWHOE HE
MPEAYCMOTPEHO
benepabHBIM
3aKOHOM,
JIOTOBOPOM
JIokyMeHTBI 00 OCBOOOXIIEHUH OT
yIUIaThl HAJOrOB, TPEJOCTaBICHUU 5 JneT
05-19 |npror, OTCpOUYEK YIIAThl WU cr. 304 TII
OTKa3e B Hell 1o Haloram, 2019

cobopam
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[IpoTokonsl 3acenanuit,

MTOCTAaHOBJICHUS M ne L0 ser ITIK
05-20 APYT cr. 485 TII
JIOKYMEHTBI aTTECTAllMOHHBIX 5019
KOMUCCHUI
JIOKyMEHTBI TI0 aTTeCTaIluH, 5 jer
05-27 |OnpeneIeHuio npodeccnoHaTbHBIX or. 484 TI
U JMYHOCTHBIX KadeCTB 5019
paboOTHUKOB
JIOKyMEHTBI O TPOXOXKICHUH
HE3aBUCUMOM OIEHKHU
KBaTM(UKAIIUK PAaOOTHUKOB HWIIH > Jer
05-22 cr. 488 TII
JUL, TPETCHAYIOUUX Ha 5019
OCYIIECTBJICHUE OIPEEICHHOTO
BUJA TPYIOBOW JESATENBbHOCTH
1 ron
05-23 |I'paduku mpoBeneHUS aTTeCTaIlUU cr. 490 TII
2019
JIOKyMEHTBI O MEpEnoAroTOBKE M 5 ner DOIIK
05-24 |noBbIICHUH KBaTU(pUKAIIUU M cr. 491 TII
MEepPEnoAroTOBKEe PabOTHUKOB 2019
[lepenucka mo arrecTaiuu, 3 roma
05-25 |mepemnoaroToBKe W TOBBIIICHUN cr. 499 TII
KBaJIU(UKAIMU PAOOTHUKOB 2019
[Inan moBbIIeHUS KBaTU(UKALUN > Jer
05-26 i cr. 482 TII
MeJJarOTHYECKUX PaOOTHUKOB
2019
JIOKyMEHTBl O MPENICTAaBICHUH K
HarpaxJIeHui0 pabOTHUKOB 5 J1er
05-27 | (upencraBieHusi, XOJIATalCTBa, ct. 500 TII
XapaKTEpUCTUKN, BBIIUCKU U3 2019
pelenrt u ap. )
3 roma
05-28 |I'padux oTmyckoB cr. 453 TII
2019
TapudukanoHHble CHUCKH 50775 net
05-29 (BEmOMOCTH) pPaOOTHUKOB cr. 400 TI
s P 2019
OtyeTsl paOOTHHUKOB O 5 ser MK
05-30 KOMaHJI1u pOBKaX cr. 452 TII
p 2019
JIOKyMEHTBl BEIEHHI0 BOMHCKOIO 5
JeT
era W OpOHHWPOBAHMIO TpakaaH
05-31 | POHHP peAatty cr. 457 TII
npeObIBAIOMX B 3amace (IUIaHbI, 5019

OTYETHI )
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I[OKYMQHTLI BCACHUIO BOHWHCKOI'O

5 ner
erTa W OpPOHUPOBAHUIO T'PaKIaH ITocne cusaTHa

05-32 7 porHp PRy cr. 458 TH
npeOBIBAIONINX B 3arace 5019 C yuera
(KapTOYKHA, JIMCTKHA, IIOBECTKH)

KypHan (xkHura) mnpoBEpOK 5 ger
K

0533 |COCTOHHS BOMHCKOIO yuera er. 459 TI
OpOHUPOBAHUS TPAXKIAH, 5019
MpeOBIBAIOIIMX B 3arace
Kypnan eTa oJIIeKA > JeT

H Ta JIH MOJT HX

05-34 M yd al a m m. «e» cT. 463
BOMHCKOMY YYETY T 2019
3asBKH O MOTPEOHOCTH B 1 rox

05-35 |mpuBJI€YEHUH HWHOCTPAHHBIX cr. 377 TII
paboOTHUKOB 2019
3asBiaeHUsT PabOOTHUKOB O BbIIaue 1 roxg

05-36 |IOKYMEHTOB, CBS3aHHBIX C cr. 451 TII
paboToii, W WX KONWi 2019

06. byxraarepckuil y4eT M OTYETHOCTH

ITocTostHO
[Tonoxxenue 06 orate Tpyaa u [Tocne 3ameHbl

06-01 MIPEMUPOBAHUN DPAOOTHUKOB . @ ct. HOBBLIMHA
pEMHP P 294TIT 2019
r . ITocTostnHO

BOM IUIaH (PUHAHCOBO-—

06-02 | OMOBOM TUIaH (punancoso . «» cr. 247
XO3IMCTBEHHON JESATEILHOCTH T 2019
OTyeTel O BBINOJHEHHH IUIAHOB
(bMHAHCOBO—XO03SIICTBEHHOM Hocrosto

06-03 m. «» CT. 272
NEeATEIbHOCTH OpPTraHU3alUu . TH 2019
T'onoBrwie
OTyeThl O BBINOJHEHHH ILIAHOB 5 er

WHAHCOBO—XO03SI1CTBEHHOMN

06-04 (be;lTeanOCTH OpraHu3anuu m. «©» cr. 272
A p T - TIT 2019
KBaprasbnble
JIOKyMEeHTBl O MpPOBEpPKax (aKThl, 5 ger

06-05 |CTPaBKH, neperuilcxa) ) or. 282 TI
(MHAHCOBO—XO03SIMCTBEHHOI 2019
eATEIIbHOCTH
I'omoBast Oyxramrepckast Hocrosuro

06-06 owfemomyx p cr. 268 TII

2019
5 ner
06-07 [TomoBast OromxkerHas OTYETHOCTH on. «» Cr. 269

TII 2019
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5 Jer Ipu
IIpoMexxyTouHble OyXrajaTepckue OTCYTCTBUH
06-08 | POVEIT YRTAATEp m. @ er. 269 |
TIT 2019
IMOCTOSIHHO
5 et Jna romoBoit
AyIuTopcKkue 3aKIIIOYEeHUS I10 OyXxrajaTepcKkoi
06-09 | YAMTOPCKHE cr. 286 T | Jorottep
OyXrajaTepcKkoil OTYETHOCTH 5019 OTYETHOCTH -
IIOCTOSHHO
T'omoBble UM KBapTaJIbHBIE PACUETHI 50/75 ner
06-10 10 CTPaxOBBIM gBHOC&M P cr. 308 TII
2019
50/75 ner OIIK:3
06-11 |JIuneBsie cueta pabOTHUKOB ct. 296 TII
2019
JIOKyMEHTBI O TOJy4EHUH -
3apabOTHOM IIIAThI (CBOJHBIC 6 JIeT pu
0e-12 acyeTHbIE (pacueTHO-IIATEXKHBIC) 295 TII oTeyTCTBIH
p p cT. 2019 JIMIIEBBIX CYETOB
BEJIOMOCTH, PAacCUYETHBIC JIUCTHI, — 50/75 ner
JIOBEPEHHOCTH )
JIOKyMEHTBI (KOTMHH OTYETOB,
3asBJICHUSI, CIUCKH PAaOOTHHKOB,
CIIPABKM, BBIIKUCKHA W3
i I())TOKOJ"IOB 3aKIJIIOYECHUS > Jer
06-13 |"P ' ' . cr. 298 TII
Mepenucka) O BbIIUIATE TOCOOMIA, 2019
oIuiaTe JIMCTKOB
HETPYAOCIOCOOHOCTH ,
MarepuaibHOM MOMOUIN
[Tpu
OTCYTCTBHUH
JIMLEBLIX CYETOB
ChopaBkl 0 JOXOJaX M CyMMax > Jer v
06-14 p OXON y cr. 312 TII BEJIOMOCTEH
Hajora (OU3UYECKUX JIHII
2019 Ha4YUCIICHUS
3apabOTHOM
IUIATBl —
50/75 met
UcnomHurenpHple JTHUCTHL MO > Jer ITocae
06-15 N cr. 299 TII
yACp)KaHUIO W3 3apaOO0THOM TIUIATHI 5019 HUCIIOJTHEHUS
[Ipyn TsxKeENBIX,
Tabenn M KypHaIBl ydeTa > Jer BPCIHBIX 1
06-16 P y cr. 402 TII OITACHBIX
paboyero BpeMeHU
2019 YCIIOBUAX TpyHa
— 50/75 xmer
06-17 |HanoroBele nekiapanuu 5 xger DIIK
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(pacueTsl) MO BCEM BHUIAM ct. 310 TII
HaJIOTOB 2019
JlokyMeHTbl 00 WHBEHTapHU3aINH > Jet
06-18 |- I P cr. 321 TH
2019
JlokyMeHTbl 00 WHBEHTapHU3aINH > et Hpu  ycnosun
06-19 . cr. 321 TII IIPOBCACHUA
TOBApHO—-MAaTEPUAIIbHBIX LIEHHOCTEU
2019 IIPOBEPKU
[Tocre BBIOBITHSA
JIOKyMEHTBI O MEPEOLECHKE
OCHOBHBIX (DOHJIOB, ONPEICICHUN > Jer OCHOBHBIX
06-20 ’ . cr. 323 TII CPEACTB U
aMOpPTHU3allMM OCHOBHBIX CPEJICTB
p H PEACTE, 2019 HeMaTepualbHbI
OLIECHKE CTOMMOCTH MMYUIECTBa
X aKTHBOB
[Tocne
Tloroso 0 MATCDHANLHOIN 5 ner YBOJIBHEHUS
TOBOPHI O MaTepHAIbHOU
06-21 P P cr. 279 TII MaTepuaIbHO -
OTBETCTBEHHOCTH
2019 OTBETCTBEHHOI'O
Iuna
JloroBopbl Tpa)KaaHCKO—IIPaBOBOTO
XapakTepa O BBHIMOJHEHUH padoT
OKESaHI/IIIjI () ¢)H3quc1<nlzvm , S0/75 mer
06-22 YOIV cr. 301 TI
JUUAMH, aKTbl CHAAYU-IPUEMKH 2019
BBITIOJIHEHHBIX PAa0OT, OKa3aHHBIX
ycayr
[Tocne
06-23 JloroBopel ¢ poOIUTENISIMU 5 ner DOIIK WCTEUCHUS
(3aKOHHBIMH TIPEICTABUTEIISAMHU ) cr. 11 TII 2019 |cpoka aeWcTBUA
JOTOBOPA
> et [Tocne 3ameHnsl
06-24 | JIOKyMEHTBl YYE€THOW IOJIMUTHKHU cr. 267 TII HOBBIMI
2019
[lepBuuHbIe y4YETHBIE TOKYMEHTHI
U CBSI3aHHBIE C HHUMH
OIpaBJaTebHbIE JJOKYMEHTHI Ilpn ycnosun
(KaccoBbl€ JIOKYMEHTbl W KHWIH, TIpOBCACHIA
O0aHKOBCKHE JOKYMEHTBI, KOPEIIKH TIpOBEPKH;  IIpH
JICHEKHBIX YEKOBBIX KHHUXKEK, 5 Jner BOHHKHOBCHHH
CIIOPOB
06-25 |opaepa, Tabenu, H3BEUICHUS cr. 277 TII POB, "
pasHoTrJIacHuit
0aHKOB M TMEpPEBOJIHBIC 2019
COXPAHSIOTCS
TpeOOBaHUsI, AaKThl O MpHEME,
70 TIPUHSATHS
cladye W CHUCAHUU HMYIIECTBA M
peleHus: 1o
MaTepuaioB, KBUTAHIIMH,
neny
HAaKJIaJIHbIE, aBaHCOBBIE OTYETHI,
IepenucKa)
06-26 |IlepeueHp null, UMEIOLUIUX MPABO 5 ner ITocie 3aMeHBI
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MOAIMUCH TIEPBUYHBIX YYETHBIX cr. 280 TII HOBBIMU
JIOKYMEHTOB 2019
JIOKyMEHTBI O B3aWMHBIX pacuerax > Jer Hocre
06-27 M p cr. 264 TII  |mposenenus
U Tepepacyuerax
2019 B3auMopacyeTra
5 ner
06-28 |Kuura yuera I0OBEpEHHOCTEH O. «I» CT. 292
TII 2019
5 ner
06-29 | Cuera-daxTypsl cr. 317 TII
2019
Jlo NuKBUIAIUKA
B OopraHu3aIu
06-30 |XypHan yuera OCHOBHBIX CpPEICTB 0. «a» cr. 329
TII 2019
Kypnan eTa MaTepHadbHBIX > et
06-31 yP }]q p m. «O» cr. 329
LIEHHOCTE U HMHOT0 HMMYIIECTBA
TII 2019
ITocae
Knaura ydera npuxomHo- 5 zer
CITUCAHHUS
06-32 |pacxoIHBIX MaTepUaJIOB, ct. 526 TII
MaTepUaIbHBIX
o0opynoBaHus 2019 .
LIEHHOCTEH
ITomoxeHMe O 3aKyIIKe TOBapoOB Hocrosnko
06-33 yn POB/ cr. 217 TII
pabot, ycuyr 2019
3 roga
06-34 |Ilnan-rpaduk 3aKyrnok cr. 218 TII
2019
3 roxa
06-35 |JIOKyMEHTBI MO 3aKynKam cr. 219-223 TII
2019
5 ner DIIK E&Ciim
06-36 | MyHHIIMNIAIbHBIE KOHTPAKTHI cT. 224 TII o
CpoKa JIeHWCTBHS
2019
KOHTpaKTa
Ilepermicka Mo OCYIIECTBICHUIO 3 roma
06-37 | P ym cr. 229 TII
3aKyMOK /IS HYXJ OpraHu3aluu
2019
KypHanm permcrpammum 3asBOK Ha 3 roma
06-38 Z.ETI/IC JI; 3aK iK]le cr. 227 I
i y 2019
06-39 [lepenucka mo Bompocam OKa3aHUs 5 ner OIIK
IJIATHBIX YCIIYT cr. 290 TII
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2019
OKyMe 0 TIOCTaBKE
ﬁaTewf/I;ToB; (CII;II I:I )B 3 roma
06-40 p pei) cr. 511 TII
o0Opy/lOBaHUs U JIPYroi 5019
NPOAYKIIUH
[Ipuemo-cnaroyHbie aKThl,
06-41 COCTABJICHHBIE IIPU CMEHE 15 uger
IOJDKHOCTHBIX, OTBETCTBEHHBIX , ct. 44 TII 2019
MaTepuaibHO—~OTBETCTBEHHBIX JIMII
07. bubauoreka
ITocTostHO
07-01 |Ilomoxxenne o OMOIHMOTEKE m. «a» cr. 33
TII 2019
WNuBeHTapHass kHura, andaBUTHBIA Hocrosinro
07-02 P ’ cr. 330 TII
KaTaJior 5019
JIOKyMEeHTBl ydeTa MaTepuaoB Ao mukBHAanuM
OHnOIMOTEKHU
07-03 |cnpaBo4uHO—-UH(OPMAITMOHHOTO
6116 ctr. 366 TII
donma, OUOIMOTEKH 5019
AKTBI cOUCaHUS KHUT U > Jer Hocne
07-04 y cr. 365 TII  |ciexyromeii
MEPUONYECKUX H3IaHUI
2019 IIPOBEPKU
JIOKyMEHTBl O MOATOTOBKE U 5 ner OIIK
07-05 |mpoBeneHMHM BBICTABOK, SIPMApoOK, cr. 368 TII
MIPE3EHTALAN 2019
08. Apxus
I 5 5 ITocTosHO
08-01 OHO)KGHHVG 00 apxuse, © o. «a» cr. 33
SKCHEPTHOM KOMHUCCHUH T 2019
ITocTosHHO
08-02 | YdeTHble HOKYMEHTBI apXuBa cr. 171 TII
2019
TOCTOSHEO HeyrBepxeHHbI
08-03 |Onucu nea NOCTOSHHOTO XpaHEHHUS n. «» cr. 172 |° 710
MHUHOBaHUS
TII 2019
HaJ00HOCTH
HeyrBepxneHHsl
S0/75 ner E;anﬂaanmnﬂm
08-04 |Onucu nen mo JUYHOMY COCTaBY m. «» cr. 172 e - 10
TIT 2019 8
MHUHOBaHHUS

HaJI00HOCTH
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3 roma [Tocne
Onucu fen BpEMEHHOrO  (CBBILIE
08-05 10 ) o M. «B» CT. 172 |yYHHYTOXKEHUSA
JIeT) XpaHEeHus
P TIT 2019 nen
[Tocne
BO3BpAILICHUS
JIOKYMEHTOB .
Jnsa axtoB
JIOKyMeHTBI ydeTa BbIIA4Yu €, 3 ronma
BBIJJAYM 1€ BO
08-06 | TOKYMEHTOB BO BpPEMEHHOE cr. 175 TII
BPEMEHHOE
[I0Jb30BaHUE 2019
M10JIb30BaHUE
Apyrum
OpraHu3aLUsIM
- 5 Jer
[Tocne
BO3BpAILICHUS
JIOKYMEHTOB .
[Ipn
JIOKYMEHTBI BBIEMKH JEII 3 rona Heltho3BpameHHH
08-07 |~V HE cr. 176 TII
JIOKYMEHTOB 5019 — IPOTOKOJIBI,
aKThI
BKJIIOYAIOTCSA B
nemno ¢oHma -
IMOCTOSIHHO
Konuu apxuBHBIX CIpaBOK
BBI,[[aHHBIlé o 3an ocr;M r’amnaH 5 ner MK
08-08 P P ’ cr. 178 TII
JOKYMEHTBl K HHUM (3asBJICHUSA, 5019
3aIpOChl, CIPABKHU, IEPENUCKA)
Kypnanbi, 0a3pl JaHHBIX YydeTa 5 zer
08-09 |BbLmaunM apXMBHBIX CIIPaBOK, cr. 177 TII
KOIIMI, BBIIUCOK H3 JOKYMEHTOB 2019
JloroBopbl (coryamenusi) ¢
APXUBHBIMH YUPEKICHUSIMH , 5 ger SIIK ECOTC;Z .
WHBIMU OpTaHU3alUsIMU O
08-10 A er. 179 TH .
B3aUMOJICICTBUM M COTPYJHUYECTBE 5019 CpOKa JEHCTBUSA
B cdepe apXHUBHOTO Jena U JIOTOBOpa
JIEJIOTIPOU3BOJICTBA
09. Meaununckoe 00cJayKHBaHHE
0 [TocrossHO?
JI0’KEHU MEIUIIUHCKOM
09-01 6;012)66 © O MCIMIHMHCKO m. «a» cr. 33
TIT 2019
MenuiuHcKue KapThl 5 jer
09-02
oOyuaromuxcst ct. 441 IIMII
JIOKyMEHTBI O MEIMUIIUHCKUX 3 roza 3aKmoumTe b HEL
09-03 OCMgT ax At cr. 635 TII ¢ aKThI
P 2019 MEIULIMHCKHUX
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OCMOTpPOB
pabOTHHKOB,
BBITIOJTHSFOLITIX
paboThHI C
BPEIHBIMH ,
OTIACHBIMHU
YCIIOBUSIMU
TpyAa —
50/75 ner

09-04

JloroBop o ¢uHAHCOBOM
o0ecrieueHny 00s3aTENBHOIO
MEIHUIIMHCKOTO CTPaxOBaHUS

5 Jer

cr. 627 TII
2019

[Tocne
HCTEYEHUS
CpOKa JEHCTBUSA
JOTOBOpA

09-05

JIOKyMEHTBI O MEIMIIUHCKOM
00CITyKHBaHUH

5 ger
ct. 369 IIMII

10. IIume0J0K

[lonoxxenne o0 opraHuszanuu

ITocTosiHHO

10-01 MMUTAHAST OOYYArOIIUXCS IIKOJIBI «@» cr. 33
yHaom TI 2019
I 5 . IlocTosHHO
10-02 |[lononetine o Gpaxepanarol @ cor. 33
TII 2019
10-03 Otuersl, uHpOpPMaLUU, CIPaBKU 1 roxg
00 oOpraHu3anuy MUTAHUSI cT. 362 IIMII
10-04 YTBEpKIACHHBIE HOPMBI ITUTAHUS JI3H
JUIA IIKOJLHUKOB (MEHIO) cT. 839 IIMII
JlokymeHTBl (cepTudUKaTHI, 5 et
10-05 |akTbl, pekiaManuu, 3aKIOUYEHUs, ct. 513 TII
CIIpaBKH) O KayeCTBE ChIPbs 2019
HakxonmrensHas BEIOMOCTH IO > Jer
10-06 A cr. 276 TII
pacxoly MNPOAYKTOB HUTaHUS
2019
AKTBI 1O Opakepaxy,
om0 OpaKkoOBOYHBIE W3BEIICHUS, 3 roxa
nedeKTHbIE BEIOMOCTH H or. 787 IIMII
Mepenucka O BBIOPAKOBKE
MIPOTYKITHH
JKypHaim 1oCTaBKH MHIIEBOH 3 roma
10-08 Hi’})’] o m cr. 787 TII
POAYK 2019
1 roxm
10-09 |KoMIIEeKTOBOYHBLIE BEIOMOCTHU ct. 512 TII

2019
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JIOKyMEHTBI (pacHOpsKEHHUs ,

6 ) 06 5 ner
10-10 |TPcOOBaHUs, HaKIamHBIE) O or. 518 TII
OTIYCKE TOBapOB CO CKJIAJI0B H 5019
OTIPY3KE MPOAYKLIHH
KypHanel Opakepaka MUIICBBIX 1 rox
10-11 0 0 K apHOM
TPOAYKTOB M Ky IHAPHOH ct. 967 IIMII
MPOAYKIUH
KypHan ydera TemiepaTrypHOTo 1 1o
10-12 |pexuma B XOJIOAUIBHOM A
ct. 967 IIMII
o0opynoBaHWM (HA THUIICOJIOKE)
Kypnan npoBeneHus
10-13 |BATaMUHHU3AUUHU TPETbUX H L rox
ct. 967 IIMII
clIafKuX OJIroj
10-14 | TeXHOJIOrUYECKUE KapThl Ho samerter [Tepexonsamme ¢
HOBBIMH
2019 roga
10-15 ['uruennueckuii KypHan 1 rox
(COTpYIHUKU ) cr. 967 IIMII
Kypnan ydera Temmeparypbl U 1 rox
10-16 XHOC CKIazaC
BJIQXKHOCTH B CKJIAJICKHAX or. 967 TIMII
MMOMEIEHUIX
11. be3omacHocThb
5 ner ITocne
11-01 |IlacmopT ©€30macHOCTH IIKOJIBI cr. 594 TII aKTyaJIu3aluu
2019 racropra
ITocne
NCTEUCHUS
5 et CpPOKa JEHCTBUSA
OrOBOpHI Ha OKa3aHHE OXPaHHBIX OroBopa;
11-02 ch P P cr. 580 TI | A0roROP
yemr 2019
MpeKpalieHus
0053aTENBLCTB
10 JOTOBOPY
JIOKyMEHTBI (MPOTOKOJIBI, aKThI,
CIIPAaBKH, CBEACHUA, [IOKJIAJIHBIE, 5 ner OIIK
11-03 ClIy>)keOHBbIE 3alHCKH, TMepernucka) cr. 587 TII
O paccCielOBAHUM YpEe3BbIYANHBIX 2019
MPOUCILIECTBUN TpU OXpPaAHE
3IaHuH
Kuurn perucrpamn eTa
BEL an/I)p ocpTo]jse eﬁ(lz; 3 roma
11-04 |BPA YA PEHHH, cr. 589 TII
MPOIYCKOB, HWIACHTH(PUKAIIMOHHBIX 2019

KapT
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Pa3oBble mpomycka, KOpemKu

MIPOITYCKOB B CIy>KEOHbIE 3TaHUS 1 ron
11-05 |POTY yx s cr. 591 TII
U Ha BBIHOC MAaTE€pUaJIbHBIX
. 2019
LIEHHOCTEN
JIoKyMeHTBI (3aBKH, MEPENUCKa) 1 ron
11-p¢ |© Zomycke B City)keOHBIC or. 592 TII
MOMeIlleHUs B Hepabouee BpeMs U 5019
BBIXOJIHBIC JIHU
JIOKyMEHTBI O MOBBIIIEHUU 5 ner DIIK
11-07 | aHTUTEpPOPUCTUUYECKOM ct. 595 TII
3alUIIEHHOCTA OpTraHU3aluu 2019
KypHasibl MHCTpyKTaka I10 3 roxa
11-08 |aHTUTEpPOPUCTUUYECKOM cr. 598 TII
3alUIIEHHOCTH 2019
’KypHan BBOJHOrO HMHCTPYKTaxKa 3 rona
11-09 noypr axcz[chIIlmﬁ 000 OI-FI)(ZK cr. 608 TH
P P 2019
Kypnan ydera HMHCTpyKTaxa IO 3 roma
11-10 |pmelcTBHSAM B Ype3BbIYANHBIX ct. 608 TII
CUTyalUsX 2019
Jlo 3ameHbl
[InanpI-cxeMbl 3BaKkyallUd W3
11-11 |3maHus mpu 4Ype3BBIYAMHBIX HOBbIMY
TVALLLSX cr. 606 TII
chtyant 2019
JlokymeHTbl 00 oOecriedeHuun 5 ser SIIK
11-12 M cr. 611 TII
MIPOTUBOIOKAPHOTO PEKUMA
2019
JlokymenTsl 00 oOecrnedeHuu 5 mer OIIK
11-13 | BHYTpHOOBEKTOBOTO U cr. 611 TII
IIPOIIyCKHOI'O PEXKUMOB 2019
Kypnanbl yuyeta MHCTPYKTaXeW IO 3 Tofa
1i-14 no}:Kpa HOM }(que3onaCHoclii cr. 613 TI
P 2019
[lmansl nelcTBui 10 5 Jer
[Tocne 3ameHbl
11-15 |mpenynpexIeHu0 W JIUKBUIAIIUN cr. 603 TII HOBBIMI
YPE3BBIYANHBIX CUTYyaLUi 2019
lc}copmelgfmﬁqui{; HT Hmj);a 10 WU Hoctosro
11-16 yim B PYAOBY n. «» cr. 8 TII
CITYyEOHYIO JESITEIBHOCTh, MepaM 5019
MoKapHOW 0€30MacHOCTH
12. Oxpana Tpyaa
12-01 OT4yeT N0 CHEIHUAILHON OIIEHKE 45 ner [Ipu BpemHbIX
YCIIOBUM TpyZna U JOKYMEHTBHI K cr. 407 TII U OIAaCHBIX
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HEMY 2019 YCIIOBUAX TpyHa
— 50/75 ner
I 5 [Toctosanno
12-02 TOJ‘I(;}KGHI/IG 0 ciyx0e OXxpaHbl 0. «@» or. 33
pyA TIT 2019
[Tnarm paboThl CIIy)KObI OXpaHBI > ner SIIK
12-03 | 0% P yx P cr. 200 TII
by 2019
[TocrosanHO
12-04 |HWHcTpyKUMM IO OXpaHE TpyAa n. «» cr. 8 TII
2019
ITocne
12-05 CornamieHue no oxpaHe Tpyaa U 5 ner DOIIK HUCTCUCHUS
JOKYMEHTBl K HEMY cr. 11 TII 2019 |cpoka IEUCTBHUSA
COTJIAIICHUS
['omoBbIE cTaTHUCTHYECKUE CBEACHUS
00pa30BaTeNBLHON OpraHu3aIluu O [TocTostHHO
12-06 |TpaBMaTU3ME€ Ha MPOU3BOJICTBE U m. «a» cr. 335
npodeccHoHATBHBIX 3a00JIEBAHUAX TII 2019
(b. 7— TpaBMaTH3M)
CesizaHHbIe C
KpYIHBIM
JIOKyMEHTBI (aKTbl, TPOTOKOJBI, 45 gqer MaTepHUaJIbHBIM
12-07 |3akioueHHs]) O HECYACTHBIX cr. 425 TII yiepooM u
cly4Jasx 2019 YEeJIOBEUYECKUMU
KEpTBAMU —
MTOCTOSIHHO
KypHanm (KHUTra) perucTpanuu 4o et
12-08 HGZEaCTHHX ci aerl)a P cr. 424 T
v 2019
Kuuru ydera mHCTpyKTaxeil 1o 45 Jet
12-09 |oxpane Tpyma (BBOJHOTO, Ha m. «a» cr. 423
paboyem MecTe, IIEIEBOTO) TII 2019
Kypnan (xHura) yuera
(buIaKTHYEeCKUX PpaboT To > et
12-10 I;I:OaHe Tpy/Aa, TPOBEPKH 3HAHUMN me «©» cr. 423
10 OXpaHe Tpyaa
OKYMEHTHI (CIIpaBKH
ECYHO)KGHI/IH( 5600H0,BaHI/1$1 > et
12-11 |"PeA ' ' cr. 409 TII
MepenucKa) O COCTOSSHUM U Mepax 5019
M0 YJAY4YLIEHUIO OXpaHbl TpyJa
[Topsnok yuera ITocTostHHO
12-12 | MUKPONIOBPEXKIAECHUN (MUKPOTPABM ) o. «» cr. 8 TII
paboOTHUKOB 2019




12-14

677

[Tonoxxenne o mopsaake oOyudeHUs
[0 OXpaHEe Tpylda U IPOBEPKU
3HaHHUA TpeOOBaHUI OXpaHBl TpyAa

ITocTosiHHO
«a» cr. 8 TII
2019

12-13

[IpaBuna mo oxpane Tpyaa

ITocTosiHHO
«a» cr. 8 TII
2019
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