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I'pud orpanuyenus gocTyna K J0KyMEHTY.

[IpocTaBnseTcss B MNPaBOM BEpXHEM YIJIy IEPBOrO JHCTa JOKyMEHTa (IpoeKTa
JOKYMEHTA, COTPOBOAUTEIBHOTO IChMa K IOKYMEHTY ) Ha FPaHHUIIE BEPXHETO OIS NPY HATHYUK
B IOKYMEHTE HHPOPMAIIAH, TOCTYI K KOTOPOH OrpaHHYEH B COOTBETCTBHUH C 3aKOHOAATEIbCTBOM
Poccuiickoit ®esepanuu. B cocTaB peKBH3UTA BKIHOYAETCS OIPaHWYUTENbHAs HAMMHCh: «Jljs
ciy»)e0GHOro moyb3oBanusy, «KonbunennuansHoy, «IlepcoHanbHbIe JaHHBIEY HITH JP.

[Ipumep -
[TepcoHanbHbBIE TaHHBIE paOOTHUKOB

Ok3. Ne 1
Mynununansaoe GromKeTHOE 061meoopasoBarenbHoe yupexaenue «Illkoma Ne 1»

(MBOY IlIxomna Ne 1)
L{eHTp IOTOJHUTETHHOTO 00pa30BaHuUs

ITPYIKA3

Bce Buapl rpudoB OrpaHMUYeHust OCTYIIA K JOKYMEHTaM 3aKpENIAIOTCS B JIOKAIBHBIX aKTax
00pa30BaTeNbHOM OpraHu3aIuy.

PerncrpannoHHbIH HOMep JOKYMEHTA.

PerucrpanuonHsii HoMep — uudpoBoe wuik OykBeHHO-IH(pOBOE 000O3HAUYEHWE,
IIPUCBAaUBAaEMOE IOKYMEHTY IIPU €r0 pETUCTPALMH.

Peructpartius fOKyMeHTa IIPOBOJHUTCS [IOCTIE €TO IOATIUCAHUS MK YTBEPHKICHUS.

Jlns BHYTPEHHUX JOKYMEHTOB — IIPHKAa30B, IPOTOKOJIOB — 3TO MOPSIAKOBBIA HOMED B
npefenax KaJleHIapHOro roga/ y4eOHOro roja IO KaXAOMYy BHIY WM PasHOBHAHOCTH
IOKYMEHTOB. B mpuKasax perucTpaiioHHbIi HOMEP MOXKET JOIOIHATECS OyKBEHHBIM HHICKCOM,
0003HaYaIOIIUM Pa3HOBUIHOCTH.

JIist HCXOAIIMX JOKYMEHTOB PETUCTPAllMOHHBIA HOMEDP COCTOMT H3:

1) mopsiKOBOTO HOMEpA B IIPEeTax MacCUBa OTIIPABIIIEMON KOPPECTIOH ICHIINY;

2) MHIEKCA JENa B COOTBETCTBHH C HOMEHKIIATYPOH /iesl 00pa30BaTeIbHOM OpraHU3aLiHy.

PeFHCTpaHHOHHBIﬁ HOMEp IJOKYMEHTA, COCTaBJIEHHOT'O COBMECTHO JIBYMS H Oonee
OpraHu3alldsIMM, COCTOMT W3 PETHCTPAI[MOHHBIX HOMEPOB JOKYMEHTOB KaXIOH H3 3THX
opraHu3aiuii, MIpOCTaBIIEMBIX Yepe3 KOCYIO UepTy B MOPSAAKE YKa3aHUs aBTOPOB B TOKYMEHTE.

CcplIKa HA perncTpalMoOHHbIH HOMEP M JaTy JOKYMEHTa.

CchUIKA HA pErMCTPAllMOHHBEIM HOMEp M [aTy MOKyMEHTa BKIIOYaeT B cels
PETHCTPAMOHHbIN HOMED | JaTy JOKyMEHTa, Ha KOTOPBIH JOJKEH OBITh JIaH OTBET.

CchlIka Ha HOMEp M JaTy IOKYMEHTa HCIOJNb3yeTcsl IpU O(QOpPMIIEHHH IHCEM,
SBJIAIOIIMXCS OTBETAMHM Ha [IOCTYMHUBINEE IIUCHMO (3aIpoc, IpockOy U Ip.). CBeneHus B PEKBU3UT
IIEPEHOCATCS € MOCTYIUBIIETO TOKYMEHTa U COOTBETCTBYIOT PErMCTPAIMOHHOMY HOMEDPY M J1aTe
IIOCTYIIMBIIETO TOKYMEHTA.

OrpaHuYuTeNbHas OTMETKA IS JAHHOTO PEKBH3HTA IIPOCTABIAETCS B JIEBOM YaCTH
6J1aHKa [IKECbMa ITOJT PEKBU3UTOM «JaTa» U «PEruCTPAllMOHHBIA HOMEP JOKyMEHTay.

Hanuune MaHHOTO peKBH3HMTA UCKIIOYaeT HEOOXOAUMMOCTh YIIOMHHAHUSI HOMEpA M JAThI

MOCTYIIMBIIIETO JOKYMEHTa B TEKCTE IHCbMa, 9TO OCBOOOXIAeT TEKCT OT CIpPaBOYHOM
HHpOpMAaITHH.
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MecTo cocTaBJIeHHS HJIH U3IAHUS JOKYMEHTA.

MecTo cocTaBiieHUS (I/IBI[aHI/ISI) JOKYMEHTA YKa3bIBACTCA B JOKYMCHTAX, MU3rO0TaBJIIMBACMEIX Ha
OmaHkax KOHKPETHBIX BUI0OB TOKYMCHTOB.

Anpecar.

AnpecaTaMy JOKyMEHTa MOTYT OBITh IOPHIMYECKHE JIAIA, MX CTPYKTYPHBIE IIOJPa3ACICHU 1
JOKHOCTHBIE JIUIIA, 8 TaKKe (PU3NYECKUE JIUIA.

PeKBH3HT «ajpecaT» IPOCTABJIAETCS B BEPXHEH IMpaBoil 4acTH TOKyMeHTa (Ha OnaHke ¢
YTJIOBBIM PAacIIONOKEHUEM PEKBU3UTOB) MIIK CIIPaBa o] PEKBU3UTaMH OJ1aHKa (Ipy MPOIOIEHOM
PacIoJIOKEHHH PEeKBU3UTOB OnaHka). CTPOKH PEKBU3UTA «apecary BhIPaBHHBAIOTCH 110 JICBOMY
Kparo WK [EHTPUPYIOTCS OTHOCUTENIFHO CaMOM JUIMHHOM CTPOKH.

Ecmu  [moKyMeHT aapecoBaH IOPHAUYECKOMY JIHIy HWIH €ro  CTPYKTypHOMY
moapasfefeHuio 0e3 yKka3aHUs [OJDKHOCTHOTO JIMIa, WX HAUMCHOBAHUSA IIPUBOJISATCA B
HMEHHUTEJIBHOM IIaJIeXKe.

[Ipumepsl

1 MuHHECTEPCTBO 00pa30BaHus,
Hayku U Mojiofexu Pecrrybnuku KpbiM

s MunucTepcTBO 00pa3oBaHus,
Hayky 1 Mosoaexu Pecrry6muku KpbiM
yrpasjieHue o01ero oopa3oBaHus
[ToutoBBEIi  ampec ykaspIBaeTCs IIPU  HAIpaBIECHMM JOKYMEHTa  Pa3OBBIM
KOPPECTIOHIEHTaM.

Ecnu JOKyMEHT aapecoBaH PyKOBOIMHTEI0 IOPHIAYECKOTO JIHIA UIIH €r0 3aMECTUTEIIIO,
Ha¥MEHOBAHME FOPHUIMYECKOr0 JIMIA BXOOWT B COCTaB HAaWMEHOBaHUS JOJDKHOCTH aapecara,
KOTOPOE TIPUBOIUTCS B JATEIBHOM IaJEKe.

[Tpumep —

PyxoBonutemo denepalksHOTo

apXUBHOTO areHTcTBa DaMuIusa

n.o.

NHunmnansl craBaTes mocje paMuIMU He3aBUCHMO OT TOI'0, KOMY aApecOBaH JOKYMEHT
— MOJDKHOCTHOMY JIMITY WM GH3UYIECKOMY.

ITpu agpecoBaHUHM MHUCEMA PYKOBOAUTENIO CTPYKTYPHOTO TIOAPA3IETICHUS yKa3hIBAaCTCs B
HMEHHUTENBHOM IIa/Ie)Ke HAaNMEHOBAaHUE OPraHU3alliY, HH)KE - B TaTCIIPHOM Ia/IekKe
HaEMEHOBaHKE JOHKHOCTH PYKOBOIUTEIIS, BKIIOUAIOIIEEe HAMMEHOBAHUE CTPYKTYPHOTO
nopasieaeHus, GaMIIIHIO, HHUATHATIBL.

[Ipumep-

MuHHCTEpCTBO 00pa30BaHus,
HayKH U MoJsiofiexu PecriyOnuku
KpreiM HauaneHuky ynpasieHus
obriero o6pazoBanus amMuius
n.0.

Ilepen (ammmmedl JODKHOCTHOTO JIMIA JOIYCKAETCs YMOTPEOISTh COKPAIICHHE «T-HY»
(rocTioIuHy), €CIIH aJpecar MyKIHuHa, UK «T-)ke» (TOCHOXKE), €CIH aapecaT KEeHIINHA.

Ilpy pacchUIKe AOKYMEHTa TIpYIIE OpraHM3aldi OJHOTO THUIA WIM B CTPYKTYPHBIC
Hopa3ieleHus OJHON OpPraHU3alliy, anpecaT yKashBaeTcs 0000IIEeHHO.
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B o1HOM JIOKYMEHTE He JOJKHO OBITH O0Jiee UeTBIPEX aIpecaToB.

IIpu GonbIIeM KOJIMYECTBE aIpecaToB COCTABISIETCS CIMCOK (JIMCT, yKa3areib) PacChlIKK
JOKyMEHTa, Ha KakIOM JOKYMEHTE yKa3blBACTCS OJUH ajipecaT WM aiapecar opopMIieTcs
00001IeHHO.

B cocras PEKBU3UTA <<A11pecaT» MOKET BXOIHUTH IOYTOBBIHI anpec. SHCMeHTI:I

TIOYTOBOTO ajjpeca yKa3bIBalOTCS B IOCIEI0BATENIFHOCTH, YCTAaHOBICHHOH 11paBriaMyt OKa3aHuUs
YCIIYT MOYTOBOM CBSI3H.

[Tpumep -
Bcepoccutickuii Hay4HO-
HCCIEN0BATENbCKUAN HHCTUTYT
JOKYMEHTOBEIEHHUS U apXUBHOI'O
nena Ilpodcorosnas yi., 1. 82,
Mocksa, 117393
B cioydae OTOpaBKE JOKYMeHTa (DU3MYECKOMY JIHIlYy YKa3bIBAIOTCA: (DaMMIIMs, HHHIHATIEL,
TIOYTOBKIH ajpec: (yJIHIla, HOMEp JI0Ma M KBAPTHUPHI, HACEICHHBIA MyHKT, paiioH, 0671acTh (kpai,
pecnyOrKa), TOYTOBBIA HHAEKC).
IIpumep -
Oamumust N.0.
Camosas yi1., I. 5, KB. 12,
r. DHCK, DHCKO# 001., 301264
[Ipu oTHpaBKe NMCHEMA II0 3JIEKTPOHHOM mouTe WK 10 HaKCHMHUIBbHON CBA3H (0€3 MOCHUIKHU 110
IouTe) MOYTOBHIA ajgpec He yKaspiBaercs. [Ipu HEOOXOAMMOCTH MOXET OBITh yKa3aH
3IICKTPOHHBIN anpec (Homep TenedoHa/dakca).
[Tpumep -

Bcepoccutickuil Hay4HO-
HCCIIEI0BATENILCKUN HHCTUTYT
JOKYMEHTOBEIEHUS U apXUBHOI'O Jieia
mail@vniidad.ru

I'pud yrBepxkiaeHus1 J0KyMeHTA.

I'pud yTBepXKAEHHS TPOCTaBIIeTCI Ha JOKYMEHTE B Cilyuyae €ro YTBEPXKICHHA
JOJDKHOCTHBIM ~ JIMIIOM, PACIOPSOUTENBHBIM JTOKYMEHTOM  (IIPHKA30M, PpaclopsKeHHEM,
peleHuem).

I'pud yTBep)KAEeHHS pa3MelacTcss B IIPaBOM BEPXHEM YTy MEPBOTO JIUCTA AOKYMCHTA.
CTpOKM PeKBH3HWTa BHIPABHHBAIOTCS 0 JIEBOMY KpAIO MM IIEHTPYFOTCS OTHOCHTEIBHO CamoM
JUIMHHOM CTPOKH.

Ilpy yTBEpKIECHHM IOKyMEHTA IODKHOCTHBIM JIMIIOM IPH() YTBEPXKIEHHS COCTOHUT H3
cioa YTBEPXJIIAIO, mamMmMeHOBaHUS [IOJDKHOCTH JIMIA, YTBEPXKIAIOIIETO HOKYMEHT, €ro
IIOIIIMCH, HHUITHATIOB, (aMUIMK U 1aThl yTBEPKICHHUSI.

ITpumep -
YTBEPXIAIO
Mupexrop MBOY COII Ne 1
[Toamuce U.0. Gamunus
JlaTa
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[Ipu yTBEP)KIEHMM IOKYMEHTA DPACHOPSIUTEIbHBIM NOKYMEHTOM TIpH( yTBEpPHKACHUA
coctout u3 ciosa YTBEPXKIEH (YTBEPXIEHA, YTBEPXKEHBI umu YTBEPXJ/IEHO),
COIVIACOBAHHOTO C HAWMCHOBAHHMEM BHIA, YTBEP)KIAEMOro IOKYMEHTa, HAHMCHOBAHUA
PacHOPSIUTENBHOTO JOKYMEHTA B TBOPHTEIBHOM MaJIeAKe, €T IaThl, HOMEPa.

[Tpumepsl

j (ITopsnox) VTBEPXJIEH
npukazom MBOY COIII Nel
5 anpens 2021 . Ne 82

2.  (llpasuna) VTBEPYKJIEHEI

nprkazoM MBOY COI Ne 1

15.06. 2021 r. Ne 83
e (TTomoxxenwue)
YTBEPXJIEHO

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

I[Ipy NpuHATHM (PACCMOTPEHHH) JOKYyMEHTa KOJUIETHATBHBEIM OpraHoM oOpasoBaTelbHOH
OpraHM3aIHH, PEIIeHHs KOTOPOro GUKCHPYIOTCS B IIPOTOKOJIE, B rprde MPUHATO (PacCMOTPEHO)
yKa3bpIBAeTCsl HAaMMEHOBAHHME OpraHa, PEIIeHHEM KOTOPOro IpPHUHST MOKYMEHT, aTa U HOMEP
mpoToKoia (B CKOOKax). YTBEP)KAAIOIIEr0 NOKyMEHTa B TBOPHTEIBHOM Iafexke, €ro Iathl,
HOMeEpa.

ITpumepsl
1. (Iopsimox) [TPUHAT
[IEJarOTMYECKHAM COBETOM (IIPOTOKOJ
or 15.08.2021 Ne 12)
2. (IIpaBumna) I[MPUHATHI

Y paBisitOmyM COBETOM
(mpotokon ot 15.06.2021 Ne 8)
3. (Tlonoxenue)
[TPUHATO o01IHM coOpaHueM pabOTHHUKOB
06pa3zoBaTeTbHON OpraHU3aluy
(mportokon 15.06.2021 r. Ne 83)
3aroJioBOK K TEKCTY.
3aroloBOK K TEKCTy BKJIIOYaeT B cebs KpaTKoe COJEpXKaHHe NOKYMEHTa, €ro OCHOBHYIO
CMBICTIOBYIO HArpysKy. 3aronoBok (Gopmysupyercs ¢ mpemaorom «O» («O6») u oTBedaeT Ha
BOTIPOC O UeM?»:

a. mpukas (0 yemM?) O CO3JaHMM AaTTECTAIHOHHOM KOMHCCHHU;

O npuxas (o yem?) 06 yTBEp)KACHUH IITATHOIO PACIMCAHUS;

b. muceMO (0 4eM?) O IPeIOCTaBICHAN HH(GOPMALIHH.
3aroJlOBOK COCTABIISIET MCIIONHMTEND JOKYMEHTA. 3arojI0BOK K TEKCTYy O(OopMIIsIeTCs
1101 PEKBH3UTaMH OJiaHKa cJIeBa, OT TPaHMIIBI JIEBOTO OJIA. Ecin TEKCT TOKYMEHTa HE IPEBbIIIACT
YeTBIPEX-IIATH CTPOK WK opopMileH Ha Oianke popmara AS, 3ar0JI0BOK MOKHO HE YKa3bIBATD.
3aroJIoBOK JOKYMEHTa 3alMChIBACTCS IIPU €ro PETHCTPallid B COOTBETCTBYIOIIHE
perucTpalnroHHbie GOpMbL: KapTOUKy, 0a3y JaHHBIX.




image10.jpeg
TekeT 1OKyMeHTA.

TexkcT MOKyMEHTa cOCTaBIsS€ICS Ha DPYCCKOM s3bIKe KakK TOCYJapCTBEHHOM fA3BIKE
Poccutickoit @enepanuu. TekcT NOKyMEHTa H3J1aracTCs PYCCKHUM JIMTEPAaTYPHBIM A3BIKOM C
y4eTOM OCOOCHHOCTEH O(UIMAIBHO-AEIIOBOIO CTHIA, BHAA JOKYMEHTa W €r0 Ha3sHAUCHHA B
yIpaBiieHueckol mearensHoctd. ComepikaHue NOKYMEHTa JOJDKHO OBITH M3JI0KEHO KpPaTKo,
JIOTUYHO, TOYHO H SICHO.

TexcThl TOKYMEHTOB H3JIararoTcs:

- oT 1-ro numa eIMHCTBEHHOrO YMCIA B JOKYMeHTaX (IIPUKa3, PacHOpsKeHHE U T. I.)
PYKOBOAMTEIS 00pa30BaTebHON OpraHu3alyy, JeHCTBYIOIIEr0 Ha MPUHIIUIIAX ¢IUHOHAYaIIHsd, a
TAK)KE JTOKYMEHTaX, a[peCOBaHHBIX PYKOBOICTBY OpraHH3alliy: MPHUKA3bIBALO... OATOTOBHTDH H
IPENCTaBUTh HA PACcCMOTpPEHHE; MpPOILy pPacCMOTPETh BOIPOC 00 yCTAHOBICHHWH JBIOTHBIX
TapuoB...;

. 3-ro jMIa €IMHCTBEHHOTO YHCIAa B JOKYMEHTaX KOJUIETHAIbHBIX OPraHOB: KOMHCCHA
pelIua...; OpraHu3alusl He CUUTAET BO3MOXKHEIM. .. ;

- 1-ro nWIla MHOXXECTBEHHOTO YHCIa B COBMECTHBIX JOKYMEHTaX: IMPOCHUM IPEICTaBUTH
JAHHEIE 0...; TIPEACTaBIIsIEM Ha PACCMOTPEHUE B YTBEPKICHHE. ..

- 3-ro JHila MHOXKECTBEHHOTO YHCIia B IPOTOKOJAX: CIIyLIAJIH, BRICTYIIHIN, TOCTAHOBUIIH,
PEILIATIN.

B IOKyMeHTax, yCTaHaBJIMBAIOUIMX IIpaBa M O0S3aHHOCTH OPraHM3alluH, €€ CTPYKTYPHBIX
TIoZipa3ieNieHui (II0I0KeH e, HECTPYKIIHS), & TAKXKE COASPIKAIIUX OIMHMCAHHE, OLEHKY HaKTOB HIH
BBIBOALI (AKT, CIpaBKa), KCIOJB3yeTcs ¢(opMa HU3I0XKEHHS TEKCTa OT TPEThEro JMIa
€OVWHCTBCHHOI'O HJIM MHOXMECTBCHHOI'O 4YHCJIIa (((OTJICJ'I OCYIICCTBIIACT (I)YHKHI/II/I)), «B COCTaB
00beIMHEHHSI BXOIATY», KKOMUCCHS yCTAHOBHUIIAN).

B Tekcre mokymMeHTa, NOATOTOBIEHHOIO HAa OCHOBAaHHH 3aKOHOJATENIBHBIX, HHBIX
HOPMAaTHUBHBIX IPAaBOBBIX aKTOB, M3JJaAHHBIX OpraHaMH BJIACTH U YIIPaBJICHHA, JOKYMEHTOB, PaHEC
M3JaHHBIX OPraHOM BJIaCTH — aBTOPOM JIOKYMEHTA, yKa3bIBaCTCsI HAUMCHOBAHHEC BHOa DOKYMCEHTA,
HaWMMEHOBaHHE OpraHa, U3/1aBIIero JOKYMEHT, 1aTa IPUHITHS WA yTBEPXKACHUA JOKYMEHTa, Cro
peFI/ICTpaIlHOHHBIﬁ HOMED, a TAaKXKE 3arojIOBOK K TEKCTY UJIA HANMEHOBAHHUC BHAA JOKYMCHTA.

[Tpumepsr :

«B COOTBETCTBUH ¢ ocTaHoBieHueM Ilpasutenbersa ot 13.08.1997 Ne 1009 «O6
yTBepsKIeHuH [IpaBuil MOArOTOBKYA HOPMATHBHBIX IIPABOBBIX aKTOB (eNepaIbHBIX OPraHOB
HCTIOJTHHUTEIBHOM BIACTH U UX FOCYIapCTBEHHON PErHCTPAIIY;

«B COOTBCTCTBHH C ITonoxeHnueM o IIOCTOSAHHO ﬂeﬁCTByIOIHefI

SKCIIEPTHOM KOMHMCCHH YUPEKICHUsI, OPraHH3all|K, IPEAIPUATHS, YTBEPKICHHBIM IPUKa30M
Pocapxusa ot 19.01.1995 No 2...».

Ecii TeKCT COAEpKHUT HECKOIBKO MOPYIESHUH, pEIIEHUH, BBIBOJIOB, B TEKCTE BBIICILIIOTCA
paszensl, MoApa3aesibl, ITyHKTHI, TOAIYHKTHI.

B TekcT JOKyMEHTa MOTYT BKJIIOYATHCS (hparMeHTHI, O(OpMICHHEIE B BUJE TAOIUIBI WK
AHKETBL.

CTpaHHIbl TEKCTa HYMEPYIOTCS apaOCKMMH Iu(paMu IIOCEPEANHE BEPXHETO MOJIA.
B mucbMax MCIob3yIoT caeayromue (GopMbl H3II0KEHHU:

° 0T MEPBOrO JIMI[a MHOXKECTBEHHOTO 4HCIA («IPOCHM HAMpaBUTH», «HAIPABIAEM Ha
pPacCMOTPEHHEY);

®  IepBOrO JIMIA €AMHCTBEHHOTO YHCIA (CUUTAI0 HEOOXOTUMBIMY, (IIPOIIY BHIASIHUTE);

®  TPETHETO WA EIWHCTBEHHOTO guciaa («OO He Bo3paxkaet», «0OO
CUYHMTAET BO3MOXKHEIMY ).
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OTMeTKa 0 NPHII0KEHHH.

OTMeTKa O NPHIOKEHHH COIEPIKAT CBEICHHS O TOKYMEHTE (IOKYMEHTax), IIpHIaraéMoM K
OCHOBHOMY JIOKYMEHTY (B COIIPOBOJHUTENBHBIX IICbMAX, IPETEH3HUSIX, aKTax, CIIPaBKaxX U IPYrux
MH(POPMAIIOHHO-CIIPABOYHBIX JJOKYMEHTAX) HIIK O TOM, Y4TO JOKYMEHT SBJIAETCA MPUIIOKCHUCM
K OCHOBHOMY JOKYMEHTY (B JOKyMEHTaX - IPHJIOKEHHIX K PaCHOPSIUTENILHBIM JOKyMEHTaM,
TI0JIOXEHHMSIM, TIPABUJIAM, HHCTPYKIUSM, IOTOBOpaM, IIaHaM, 0TY4eTaM ¥ 1p. JIOKyMEHTaM).

B CONpOBONWMTENLHBIX IMCbMaX M OPYTHX HH(YOPMAIMOHHO-CIPABOYHBIX JTOKyMEHTAX
OTMETKA O NPUIOKEHWH O(GOPMILSIETCS MOA TEKCTOM OT TPAHHIBI JICBOTO IMOJA CIIEMYIOIIHUM
oOpazom:

- ecJIU INPUIIOKEHHE Ha3BaHO B TekcTe: [Ipuioxenue: Ha 2 1. B 1 9K3.;

- ecld NPUIOKEHHE He Ha3BaHO B TEKCTE MM €CIH IIPUIIOKEHUH HECKOIbKO, YKa3bIBAIOT
HA3BaHUS JOKYMEHTOB-IIPHJIOKECHHUM, KOJHYECTBO JIUCTOB u 9K3EMILISIPOB
KaXIOTO NPHIIOIKEHHS:
ITpunoxenwue: 1. [Tonoxenue (Ha3BaHKe) HA 5 JI. B 1 9K3.
2. CripaBKa 0 KaJpoBOM COCTaBe Ha 2 1. B 1 9K3.;
- eClIH IPHIOXKEHHEM SBISeTCS 060COBIEHHBIH SIEKTPOHHbIA HOCHTEIb (KOMITAKT- HHCK, Usb-
Grem-HakonuTeNb U Ap.):

- llpunoxenue:
CD B 1 3ks.

- eCIIM IPHIOXKEHHE (IPUIIOKEHNS) COPOIIIOPOBAHEL:
[Tpunoxenue:
otget o pabore PUII B 2 3k3.
B pacnopsauTeabHbIX T0OKyMeHTax (IIpHKa3ax, paclopsHKEHHsX), Or0BOpax, MOI0KEHHUIX,
TIpaBHUIAX, KHCTPYKIUSAX U JAPYTUX AOKYMEHTaX OTMETKA O IPMIOKEHHH 0DOPMILICTCS
ClIeIyroImuM 00pazom:

- B TEKCTe NOKYMEHTa IpH IIEpBOM YIOMHHAHMHM [JOKYMEHTa-IPHJIOXEHHS B CKOOKax
YKa3bIBAeTCA: ... (NPHIOKEHHE) WU ... (TpUIoXeHue 1), mepen HOMEPOM IPUIOKEHHST
JOIIyCKAETCs CTABUTH 3HAK HOMepa: ... (puiIoxkeHne Ne 2);

- Ha MepBOM JIACTE JIOKYMEHTa-IPWIOXKEHHS B IIPaBOM BEpXHEM YUy YKa3bIBACTCS!
[Tpunoxenne Ne 2
x npukazy MBOY COIII Ne 1
or 15.08.2021 Ne 112.

CTpoKHu peKBH3HUTA BEIPABHUBAIOTCA I10 JIEBOMY KPaiO MM LEHTPUPYIOTCS OTHOCHTEIIBHO
camMO# JIAHHOU CTPOKH.

Ecmu mpuimoxxeHHeM K pPacHOPANUTEILHOMY HOKYMEHTY SBIIAETCS HOpPMAaTUBHBIN
MPABOBOM aKT WM UHOM JOKYMEHT, YyTBEPXKIAEMBIH JaHHBIM PACIOPAAUTENBHBIM TOKYMEHTOM,
HA TIEPBOM IIMCTE IIPHIOKEHHs MPOCTABISIETCS OTMETKA O MNpuioxeHuH (6e3 CChUIKH Ha
PaCIOpSAMTENbHBIM MOKYMEHT) M TIpU] YTBEpXKAEHHS, B KOTOPOM YKa3bIBAIOTCS JaHHBIC
PaCIOPSIUTEIHHOTO JOKYMEHTA, KOTOPBIM YTBEPIKICH JOKYMEHT- IPUTI0KECHHE.

[Tpumep -
[Tpunoxenue 1
VTBEPXIEHO npuxas
MBOY COIII Ne 1 ot
18.05.2021 Ne 67
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I'pud corsiacoBaHus JOKyMEHTA.

ITpoeKTsl MOATOTOBIECHHBIX JOKYMEHTOB II€pell IIOJNMCAHMEM B psnge Cilydacs
COIJIACOBBIBAIOTCSA C 3aMHTEPECOBAHHBIMHU YUPEKICHUAMH, CTPYKTYPHBIMH TOJpPa3aCICHUAMH,
OTHENBHBIMH JTODKHOCTHBIMHE JIMIAMHU.

I'pu¢ cornacoBanus B 3aBUCHMOCTH OT BH/Ia JOKYMEHTa B OCOOEHHOCTEH ero ohopmIeHUs
MOXKET IPOCTABIATHCA:

- Ha TIEpBOM JIMCTE JOKYMEHTa (eciId NOKYMEHT MMEET TUTYJbHBIN JIHCT,
- Ha THTYIBLHOM JIACTE) B JIEBOM BEPXHEM YINIy Ha ypoBHE Ipu(a yTBEPIKACHHS HIH O[]
Ha¥MEHOBAaHHEM TOKYMEHTa OJIHKe K HHDKHEMY IOJIIO);

B Ha MOCJICAHEM JIMCTC JOKYMCHTA IO TEKCTOM,

- Ha JIUCTE COIIaCOBAHMSI, SIBIIAIONIEMCS HEOTHEMIIEMOM YacThIO JOKYMEHTA.
I'pu¢ cormacosanus nokymenta coctout u3 cnosa COI'JIACOBAHO, noipkHOCTH NHIA, C
KOTOPBIM COrjacoBaH JIOKYMEHT (BKITEOUAS HaWMCHOBaHHE OpraHu3aIm),
ero COOCTBEHHOPYYHOM IIOAMMCH, PACIIM(pPOBKE IMOANMCH (MHUIHKANOB, (QaMuiuu) U IaThl
COTJIaCOBaHHS.

[Tpumep -

COT'JTACOBAHO
JupexTop (Ha3BaHUE OpraHU3aIUN)
(mommuck) N.O. @amumnus Jlara

Ecnu cornacoBanue OCYLICCTBIIIETCA KOJIJIETHAJIBHBIM OpraHOM, B I‘pI/I(l)C CcorjiaCoBaHHsA
YKa3bIBalOT CBEACHU 00 OpraHe, CoraacoBaBIIEM JOKYMEHT, 1aTe 1 HOMCEPC IIPOTOKOJIA, B
KOTOpOM Sa(bI/IKCI/IpOBaHO pe€uIeHue 0 CoriaCoBaHUH. Ecmm cormacosanue OCYIIECTBIIACTCS

IIMCbMOM, YKa3bIBalOT BUJ JOKYMEHTA, OPTraHHU3allHIo - aBTOpa JOKYMCHTA, AaTy U HOMEDP
ITHChbMa.

[Tpumepsr

1 COIr'JIACOBAHO
VYIIpaBsOMUM COBETOM
MBOY COHI Nel

(IpoTOKOMI OT No )
2 COTI'JIJACOBAHO

nuceMoM PocapxwuBa oT
Ne

Busa corsiacoBaHus J0KyMeHTA.

Bu3bl cornacoBaHus JOKYMEHTA — PEKBH3UT JIOKYMEHTA, YKa3bIBAIOIIHA Ha COTJIACHE HIIH
Hecoriacue MO/DKHOCTHOTO ITHIla 00pa3oBaTeNbHOM OpraHu3aludd C COACPXKAaHMEM IIPOCKTa
IMOKYMEHTa (J1ajiee — BU3a). [Tpumep

3amecTuTeNh TUPEKTOPA 10 BOCIIUTATENbHON paboTe

JlnuHag noanuce N.U. Banosa

10.10.2023
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O(I)OpMHeHHaSI TaKuM 06pa30M BH3a 03HAYaET corjiacue JOKHOCTHOTO JIMIA C
COJepKaHHueM JOKyMEHTa.

[Ipy HaTMuMH 3aMeYaHuil 1Mo JAOKYMEHTY BH3Y OGOPMIISIOT CIEAYIOIMM 00pasoM:

3aMeuaHus IpUIIaratoTCs
3aMecTHUTENh TUPEKTOpa IO BOCIIUTATENbHOM paboTe

JInuHas MoAIHUCH N.N. BanoBa

10.10.2023

JIOKyMEHT BH3HPYETCSl HCIONHHUTENEM M  3aWHTEPECOBAHHBIMH B JTOKYMCHTE
JIOJDKHOCTHBIMU JIHIIAMHE, PYKOBOIUTEIEM 00pa30BaTeNbHOM OpraHu3auy.

3aMedaHus JOMHKHBI OBITH IPEICTABICHbl Ha OTAENBHOM JIECTE, KOTOPHIH MOIHCHIBAIOT,
MATUPYIOT U PUJIararoT K JOKYMEHTY.

B noxymeHTax, MOJUIMHHUKY KOTOPBIX XPAaHATCS B OpraHW3alliM, BH3BI IPOCTABIAIOT Ha
HOCIEHEM JIHCTE JIOKYMEHTa MO MOAIMMCHI0, Ha 000pOTE IMOCTEIHETO JIMCTa IIOMIMHHHKA
JOKyMEHTA UM Ha JINCTE COTIIaCOBAHUS (BU3KPOBAHHs), IPUIAra€éMOM K JOKYMEHTY.

B wucxomsmux JOKYMCHTax BH3BbI IIPOCTABJIAIOTCA Ha JK3eMIlsIpax JOOKYMCHTOB,
nmoMeImacMbIX B ACJIO.

IHommucs.

JIO/DKHOCTHBIE JIHTIA TIOAIMHMCHIBAIOT TOKYMEHTHI B IIpeleNax CBOMX IOJIHOMOYHH,
ONpENENIEHHBIX ~ YCTaBoM  00meoOpa3oBaTeNbHOM  OpraHu3amd U JOJDKHOCTHBIMH
HHCTPYKLIUSMHU.

[Toanuch COCTOMT M3 HAMMEHOBAHMS TOJDKHOCTH JIMIIA, KOTOPOE IOAMUCHIBACT NOKYMEHT
(ONIHOTO — €CjM JOKYMEHT HaledyaTaH He Ha OnaHKe, COKpAlleHHOro — Ha JOKYMEHTE,
HAMEUaTAHHOM Ha OJaHKe), €r0 COOCTBEHHOPYUHOH MOMANKMCH, WHHUIHMAIOB (MHUIHKAI MMEHH),
bamMuIm.

[Ipumepsr :

He Ha OJIaHKe:

Jupextop MBOY COIII Ne 888 JInyHas MOaIUCH N.0. ®amunus
Ha O1aHKe
HupexTop JIvgHas moANKCH N.O. ®amunus

HpI/l O(I)OpMJ'IeHI/II/I JOKYMCHTA Ha OJIaHKE JOJDKHOCTHOTO JIMIIA JODKHOCTD 3TOI0 JIMIA B
IIOAIHACH HE YKa3bIBACTCA.

[Tpumep JInuHas oAnKUCh N.0. ®amunus
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B JOKYMCHTax, COCTaBJICHHBIX KOMHCCHeﬁ, B IIOJANWCH YKa3bIBaCTCsd CTaTyC JIALA B COCTaBC

KOMHUCCHH.
[Tpumep -
[Ipencenarenb KOMUCCHH [Tognuce
YjteHbl KOMHUCCUHA N.0. Gamunus
TToxmuce N.0. ®amunug
N.0. ®amunus
IMTonmuce
N.0. ®amunusg
Ioamuce

B ciy4ae oTCYTCTBHSI PYKOBOJUTEIIS IPUKA30M OIIPEAEIAETCS M0, MCIIOTHSIOIIEE €ro
00S3aHHOCTH, a TAKXKE YITOJTHOMOYEHHOE MOIITHCHIBATH JOKYMEHTEL, IIPH 9TOM TIO/ITUChH
oopMIIETCS ¢ YKa3aHUEM CTaTyca JOJDKHOCTHOTO JIMILA B COOTBETCTBHH C IIPUKA30M
(pacmiopspKeHHEM).

[Tpumep -
N.o. nupekTopa [Tognuce wnu: N.0. @Gamunus
Hcnonusromuii 00s3aHHOCTH TUPEKTOpa IMogmuce  W.O. @amunus

[Ipu moamucaHuy TOKyMEHTA JIMIIOM, MMEIONIMM IIPaBO MOJANKCH B CIy4ac BPEMEHHOIO
OTCYTCTBHS PyKOBOIMTELS, HCIIPABJICHHS B HAMMEHOBAHKE TOKHOCTH B pacIudPOBKy GaMuiiu
y)Ke IOArOTOBJIEHHOIO ¥ COTJIACOBAHHOTO MPOEKTa IOKYMEHTa BHOCATCA OT PyKH HIH C
UCIIOJIb30BAaHHEM COOTBETCTBYIOUIUX IITAMIIOB.

He momyckaercst CTaBHTh KOCYIO YepTy, HAAIKCH «3a» IEPell HAMMEHOBAHUEM JIOJDKHOCTH
JIMIIA B TOMKCH, €CJTH TOKYMEHT ITOIIIChIBAET HHOE JODKHOCTHOE JIMIIO.

JJIeKTPOHHAS MOAIHCH.
OtMeTKa 00 3JIEKTPOHHOM TMOMNKMCH HCIIONB3yeTCs IIPH BH3yalHM3allUd BJICKTPOHHOTO
JOKYMEHTA, TIOAMMCAHHOTO SJIEKTPOHHOM IOAIKCHIO, C COOIIOIEHHEM TpeOOBaHU !

a) MECTO pa3MeIeHUs OTMETKH 00 3JEKTPOHHOM IIOAMKCH JOJDKHBI COOTBETCTBOBATH
MeCTy pa3MelleHHs COOCTBEHHOPYYHOM IMOJANKCH B AHAJIOTWYHOM NOKYMEHTe Ha OyMaXKHOM
HOCHUTEIIE,
0) SIEMEHTBI OTMETKH 00 3JIEKTPOHHOMU ITOAIICH JTOJKHBI OBITh BUIUMBIMH U
YUTAEMBIMH TIPU OTOOPKEHUH JOKYMEHTA B HaTyPaIbHOM pasMepe;
B) DJIEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOAIUCH HE JOJDKHBI IIEPEKPHIBATHCS UK
HaKJIaIBIBAThCS IPYT Ha APYyra;
I') DJIEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOANKCH HE NOJDKHEI IEPEKPHIBATE 3JIEMEHTEL
TeKCTa JOKYMEHTA U JPYIHe OTMETKH 00 3JIEKTPOHHOM MONHUCH (IIPH HAJIMYHH).
OTtMeTKa 06 3J1EKTPOHHON MOANMCH M BKIOUaeT (pasy «JIoKyMEeHT MOIANUCAH 3JIEKTPOHHOM
IOIUCHIO», HOMEP CepTH(HUKATA KIIOYa 3JIEKTPOHHOH IOANMHCH, (haMuIIUIO, UMs, OTYECTBO
BIIafIeNbla cepTuduKaTa, CpoK IeHCTBHS cepTr(UKaTa KIIFoua JJIEKTPOHHON TOAIHCH.
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[Tpumep
JlupekTop JOKYMEHT ITIOAITMCAH A.B.

SJIEKTPOHHOM IIOIITUCHIO
Ceprtuduxkar lalllaaallllllllllll

Bnanenen MBanoB Anexceit bopucoBud
Heiicreurenen ¢ 01.01.2017 mo 01.01.2022

OTMeTKa 00 MCIIOJTHHUTEJIE.
OTtMeTka 00 MWCIIONHMTEIE BKIIOYaeT B ceOs (paMunmuio, uMs, OTYECTBO HCIIOJIHUTEI
JIOKyMEHTa, HOMEp ero tejedoHa.

OtMmeTka 06 HCITOJTHUTENIE MOJXXET JIOTIONTHATECS HAUMEHOBAHUEM
TOJDKHOCTH, CTPYKTYPHOTO TIOApa3IeICH s ¥ SIEKTPOHHBIM aPECOM HUCIIOIHUTELS.

OtMerka 06 wmcmonauTenae odopMmisieTcss Ha JIMIEBOW CTOPOHE IIOCIEIHETO JIMCTa
JOKYMEHTA OT IPaHHUIIBI JIEBOTO TIOJIS WK, IPH OTCYTCTBHUH MECTA, - HA 000POTHOM CTOPOHE BHU3Y
clieBa.

[Tpumep -

3abenwn MBan AHIpeeBud,

KontponsHoe ynpasienue, BeIyI#i CIEIUaINCT,

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

O1MeTKa 00 HCIIOIHUTENE MOYKET OOPMIIATHCS KaK HIDKHHHM KOJIOHTHUTYJI H [I€YaTaThCs
MPpUGTOM MEHBIIIETO pa3Mepa.

OTtmeTKAa 0 3aBEPCHUH KOIHH.
O6pa303aTeanaﬂ OpraHu3alysa MOXKET 3aBEPATh KOIIMU TOJIBKO TEX NOKYMCHTOB, KOTOPBIC
CO31ar0TCs B Heﬁ, a TaKXKe B clIydadx, MpPEeayCMOTPEHHBIX B ab3are BTOPOM HACTOAMIEI0 ITYHKTA.

Konus JOKYMEHTA H3rOoTaBJIUBAE€TCI M BBLOAETCSI TOJIBKO C pa3pelieHUus PYKOBOIHTCILI
OpraHnsaluy, €ro 3aMECTHTEICH TN PYKOBOIOMTEIL CTPYKTYPHOTO TOAPA3ACICHH .

B ciyuae oaroToBKu JOKYMEHTOB TSI IPEAOCTABICHUS CyA€OHBIM OprataM, Py perieHUuH
BOIIPOCOB I10 IIPUHSTHIO JIUI] Ha paboTy, 00ydeHue, yIOCTOBEPEHHS UX TPYAOBBIX U JPYTUX IIPaB
BO B3aUMOOTHOMLIEHHUSX C YUPEKIECHHUEM, & TAKXKe MPpH HOPMHUPOBAHHUYU JIMIHBIX AN PAOOTHUKOB
o0rmeoOpa3oBaTenpHas OpraHu3alys MOXKET HM3rOTaBIMBAaTh KOIHH TOKYMECHTOB, BBIIaHHBIX
IAPYTUMH YUPEXKICHUSIMH (KOTTHH TOKYMEHTOB 00 00pa30oBaHUU H JP.).

[Ipy BBIAYE KONMHM JOKYMEHT BOCIIPOM3BOIHUTCS IIOJHOCTBIO (OaHK 0OpasoBaTe/bHOU
OpraHM3aIiH, HOMED, AaTa, CoJAep)KaHHe U T. II.).

B mpaBom BepxHeM yriy komuu mumercs cnoBo «Komwsax». Ilpu Beimade KONUU € KOIMHU
cienyet nucath «Komus ¢ komuuy.

Ecinu xonus 1711 BHYTPEHHETO HOIb30BaHHUs, TO [JIs 3aBEPEHHUs HIKE peKBU3HTa «IloAmmch
IIPOCTABIIAIOT 3aBEPUTEIBHYIO HAINUCh: «BepHO»; NOIDKHOCTH JIMIA, 3aBEPSIOIIEro KOIHIO;
JMYHYIO MTOMUCH; PacIiiuGpOBKY MOAMTUCH (MHUIMANIBL, (PAMUIINIO); JaTy 3aBEPEHUSL.

[Tpumep -

Bepno

Cexpetaps/CrienaivcT 1o Kagpam

Jlnynas noanuces  B.B. MBanoBa

10.10.2023
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Ecnu xomus Bbimaercs Ui [IPEACTaBJIICHUI B OPYI'YyI0 OpraHu3amiuro, TO OTMETKa O
3aBEPCHUH KOIIMHM IOIIOJNHACTCSA HAOIMCBIO O MECTE XpaHECHHUA NOKYMEHTa, ¢ KOTOPOro ObLIa

H3TOTOBJIEHA KOIHUS, U 3aBEPIETCS MEYaThI0 OpraHu3aIiHy.
[Tpumep -
[Momnmuunuk mokymenta Haxomutces B MBOY «CuMpeponosnbekas akageMudecKas THMHA3HSI»
r. Cumdeponons B gene Ne 12-k 3a 2022 rog.
Jlis mpocTaBieHUsI OTMETKH O 3aBEPEHUHU KOITMH MOXKET HUCIIOJIB30BaTHCS IITAMII.

OTMeTKa 0 MOCTYNICHHH JOKYMEHTA.

OTMeTKa O TOCTYIUIEHMH JOKYMEHTA CIY)KHT ISl MOATBEPXKICHHUS (axTa IMOCTYIICHHS
JIOKyMEHTA B OPraHM3AlHI0 M BKIIOYAET JaTy MOCTYIUICHHS M BXOMSIIMK pPErMCTPALlMOHHBIA
HOMEp JOKyMeHTa. [Ipu HEoOXOMUMOCTH OTMETKAa O IIOCTYIUIEHHH MOXET JOTOJIHSATHCS
yKa3aHWeM BPEMEHH IOCTYILICHHS B YacaX M MHHyTaXx H crocoba NOCTaBKH JTOKYMEHTa.
OTMeTKa 0 IOCTYIJICHUH JOKYMEHTA MOXKET IIPOCTABIIATELCS C IIOMOIIBIO ITamIIa.

Pe3ounronus.

Pe3omonus comepKuT yKa3aHHe [0 HCIIOIHEHHUIO JoKyMeHTa. Pesomonus opopMiaeTcs Ha
CBOOOTHOM MecTe pabodero mojis JOKyMeHTa, Ha O1aHKe PE30JIIOLUU HIIH BHOCHTCS
HETIOCPENICTBEHHO B CHCTEMY JJIEKTPOHHOTO TOKYMEHTOO00POTA.

Pesosmorust BKIOYaeT: (haMUInio, HHUIUATEI UCTIONHUTENS (MCIONHHUTENIEH), MOPYYCHHUE 110
TOKYMEHTY, TpH HEOOXOIUMOCTH - CPOK MCIIOJIHEHHS], IOAHKCE JIMIA, BEIHECIIErO PE30JIIOLHIO,
JIaTy Pe30IIIOLIUN.

Pesomronus, Kak mpaBUJIo, MAIIETCS OT PYKH PYKOBOAMUTENEM Ha IOMJIMHHUKE JOKYMEHTA Ha
CcBOOOIHOM OT TEKCTA MECTE.

ITpumep -
Oamumus U.0.

[Ipomry moaroroBuTs npemioxenus k 10.11.2021.
[Tonmuck

Jlarta

OT1meTKa 0 KOHTpOJIE.

OTMETKAa O KOHTpOJIE€ CBHAETENBCTBYET O IIOCTAHOBKE JOKyMEHTa Ha KOHTPOIIb,
MIPOCTABJIAETCS INTAMIIOM HJIM MPOU3BOAUTCS 3alMCh OT pykH «KOHTpOIB» Ha BEpXHEM IIONe
JTIOKYMEHTA.

KOHTpOJIIO MOJIekAT BCE 3aPETUCTPUPOBAHHEIE TIOKYMEHTHI, TPEOYIOIHUE UCIIOHCHHUS.

Cpok# UCTIOTHEHHUS TOKYMEHTa yCTaHABIUBAIOTCS B COOTBETCTBUH CO CPOKAMH,
0603HAUEHHBIMH 3aKOHOIaTeILCTBOM, OPraHU3aliel, HApaBUBIIeH [IOpYYEeHHE MU IPOCKOY,
PACHOPSIUTEIEHEIM TOKYMEHTOM  JJIM  PE3OJIIONMENH DPYKOBOIMUTENSA
o0pa3oBaTeNbHOM OpraHu3aluy.

Cpoxk mpocTtaBinseTcs B (opMe IaThl 3aBEPIICHUS HCIIOIHEHMS.

OTtMeTKa 0 HANIpaBJAeHUH JOKYMEHTa B J€J10.
OTMeTKa 0 HAIIPABJIEHHUH JOKYMEHTA B JIEJIO OIPEAENSIET MECTO XPaHCHUS JOKYMCHTA IIOCTIE

3aBepIieHus paboThl C HUM M BKITIOYAeT: clioBa «B neno», MHIEKC [ena 110 HOMEHKIIaType e, B
KOTOpOE MOMENIAETCS JOKYMEHT Ha XpaHEHHUE, C yKa3aHHEM roja, JO0JDKHOCTH JIULA,
0(OPMHUBIIIETO OTMETKY, IIOJIIUCH, AATHL.
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ITpumep -

B neno Ne 01-18 322020 1.
Cexpetapp

IMopmucek Jlata

OtmMmeTKa 0 HalIpaBJICHUHU OOKYMEHTaA B OEJIO0 MOXKET OOIIOIHATHCS KpaTKuMH CBCACHHSIMH O
XapaKTepe UCIIOJTHEHUSA JOKyMECHTA.

4. TpeGOBamm K COCTABJICHHIO HEKOTOPBIX BHIOB JOKYMECHTOB.

Ipuxkas.

Ilpukas - mpaBOBOM JOKAIBHBI HOPMATHBHELA aKT, KOTOPBIA U3HACTCS E€IMHOIMYHO
PyKOBOZHMTEEM 00pa3oBaTENbHON OPTaHM3ALUK M YIOCTOBEPAET PEINEHHS OPraHH3alHOHHO-
pacropsIUTENBHOI0 XapaKTepa.

Ilpukasel W3MAIOTCS 1O OCHOBHBIM BOIPOCAM  IESTEIBbHOCTH, aIMHHHUCTPATUBHO-
XO3JHCTBEHHBIM BONPOCAM H KaJpOBBIM BOIPOCAM (THYHOMY cocTaBy) 00pa3oBaTENbHOM
OpraHU3aIlHH.

IIpuka3s monmuceIBaeTCs B COOTBETCTBAM ¢ TpeGOBAHMAMH, YKa3aHHEIMA B PeKOMeH naImy.

Iocme mopmucanws mpukasa W3MEHEHHs W/WIM JIOTIONHEHHS B HErO BHOCSATCS IyTEM
H3JJaHK HOBOTO IIPUKA3a O BHECEHUH U3MCHEHMM W/HIH TOTIOTHESHHUH,

Ilpukas, xak mnpaBmio, odopmisieTcs Ha OnaHKe 06pa3oBATEIBHON OpraHu3aliu B
[I€YaTHOM BHJIE.

IIpukas uMeeT crenyiomume PeKBUSHTHL: HauMEHOBaHHE 0OPA30BATEIBHOM OpraHH3aIHH
COIIaCcHO yCTaBy, HauMeHoBaHMe Bua nokymenTa (IIPUKA3), nata, Homep, MeCTO COCTaBIIEHHUS,
3aroJloBOK K TEKCTY, TEKCT, HAWMMEHOBAHHE JOJDKHOCTH, IOANKMCH IOJDKHOCTHOTO JIHIA
(MEUIEANEL, (haMUITUsT), BU3BI COTIIACOBAHHUS, O3HAKOMIICHHS.

HaToii npukasa (pacHOpsKeHHsI) SIBISIETCS NaTa ero mojmmcaHus. Jlara odopmisercs

IHGPOBEIM CIOCOGOM; HOMEP COCTOMT M3 3Haka «Ney M MOPSIKOBOrO HOMepa IPHKA3a:
ot 00.00.0000 Ne 000.

Conep:xatue nmpukasa KpaTKO H3/1araeTcst B 3ar0JIOBKe, KOTOPHIA HAYMHACTCS C IIPEIora
«O» M COCTaBISICTCA © TMOMOIIBIO OTIJIArOJIBHOTO CYIIECTBHTENEHOTO («O6 yTBEpIKICHHH...»,
«O co3manuy...») UM CyIecTBUTENLHOTO («O6 HTOTax...»).

B mprkasax TekcT u3maraeTcs oT IMepBOro JMIA eIMHCTBEHHOTO HCIA ((IIPUKA3HIBAION ).

Bo Bpemst 03HaKOMITEHHS ¢ IPUKa30M yKa3aHHbIME B HEM JIMI[AMH Ha TIEPBOM 3K3eMILIIPE
IIPHKa3a IPOCTABIIAIOTCS MOAIMCH C YKa3aHHEM JaThl 03HAKOMIICHHS.

Homepa cTpanun mpocTapiIsioTes MocepeiiHe BEPXHETO MOJIS TUCTa HA9MHAs CO BTOPOTO
JHCTA.

IIpukase! HymepyroTCs B IOPSIKE HX M3LAHKMSA B IIPeeNax KaleHIapHOTo TOaa; IPHKa3kI
0 OCHOBHOH JEATEIbHOCTH M 110 KaJPOBBIM BOIPOCaM (JIMYHOTO COCTAaBa) HMEIOT OT/EIBHYIO
HOPSANKOBYIO HYMEPAIHIO. Ilpy HymepalMud IpHKa30B [OIYCKAETCS HCIIOIL30BAHKE
JOTIOTHUTEIHHBIX OVKB.

ITpumep:
K- xagpwr;
JI - nu4HbIi cocTas;
O- ocHOBHasI 1EATEILHOCTD;
Y — obyuarommuecs.
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IIprKas BCTymaeT B CHIIy ¢ MOMEHTA €T0 TOATMCAHHUS PYKOBOTUTETEM 00pazoBaTenpHOI
OpraHu3alliH, CIIM B TEKCTE HE YKA3aHO JAPYTroro cpoka.

I1pukaser peructpupytorest B Kuure/sxxyprane perucrpanus IPUKa30B.

[Ipukaser  dopmupytorcs B Jemo  omuu paz B kBapran. KHura/xypHan
IIPOHYMEPOBBIBACTCS, IIPOIIHYPOBBIBACTCS, CKPEILIAETCS MOAMKUCHI0O PYKOBOIUTES M IMEYATHIO
00pa3oBaTenbHOM OpraHmsanuu. B KkoHIe KaneHaapHoro roga Jlemo (He Gosee 250 nuCTOB)
odopmiIseTcs B COOTBETCTBHY ¢ IlonoxenueM 06 apxXuBe.

IIpuka3bl 10 0CHOBHOII AesATEIbLHOCTH.

Texcr mpukasa mo BompocaM OCHOBHOM IeSTEIbHOCTH 00pa3oBaTeNbHON OpraHUu3aNU
COCTOMT U3 JIBYX YacTel - KOHCTaTHPYIOLIeH (IIpeaMOyJIbl) B pacIopsIHTEIHHOMN.

B KoHCTaTHpyIOImE# 9acTH OTpa)KaloTCs IENd W 3a0add NPEIMUCHIBAEMBIX TEHCTBUMN,
IIPUYHHBl M3MAHMS IpHKa3a, MaeTCsA CChUIKA HA JOKYMEHT, IOCIIY)XHBIOMH OCHOBAaHHEM IS
[IOATOTOBKM IIpHKa3a. YKa3aHHas 4YacTh MOXKET HAYMHATHCA CO cIOB «Bo mcmomHeHwe...»,
«C nmempo..» u ToMmy momobHoe. Eciu JNOKYMEHT HM3JaeTCsi Ha OCHOBAHHUH JPYILOro
pacopsiIUTEIbHOTO IOKYMEHTa, B KOHCTATUPYIOUIEH YacTH YKa3hIBaeTCs Ha3BaHUE BHIA STOTO
AOKyMeHTa, ero aBTop (MunmcrepctBo, COBET MUHHCTPOB H Jp.), IaTa, HOMEpP H 3arojIoBOK.
Touka B KOHIIe KOHCTATHPYIOMIEH YaCTH HE CTABUTCA.

PacnopsimurensHas gacThb npukasa HauuHaercs co ciaoBa IIPMKA3BIBAIO, xotopoe
I€YaTaeTCs ¢ HOBOM CTPOKU OONMBIIMMY OyKBaMi G€3 OTCTYILUIEHHS OT JIEBOTO IOJISI M KABBIYEK,
IIOCJIE YETO CTABHTCS NBOETOYHE.

PacrnopsnutensHas 4yacTh AeNWTCA HA IYHKTH W IOJIYHKTBI, KOTOPBIE HYMEpPYIOTCS
apabckumu 1Hbpamu. B KakaoM MyHKTE NOJDKHBI GBITH yKa3aHbl HCIIOJIHUTENH, KOHKPETHEIE
3a/aHus (IIOPYYEHMs]) M CPOKH MX BBITOJNHEHWS. VICIIONHHUTEH MOTYT OBITh Ha3BaHBI TAKKE
0000IIEHHO: «PYKOBOJUTEISAM METOIUYECKHX OOBEIUHEHMY, «3aMECTHTEIIAM mupexTopay. [lpu
9TOM, KaK IIPaBHJIO, HE IPUMEHACTCS HAIIMCAHUE HEKOHKPETHBIX OPYYEHHN, KOTOPHIE COIMEPIKAT
CJIOBA: «YCKOPHTBY, KYIIYUITHTEY, «aKTUBU3UPOBATHY, «0OpaTuTh BHHUMAaHHE,
«COBEPIIIEHCTBOBATDY, KIIPOJOIKHATEY H T.II.

OtTmenpHble 3amanHus (HampuUMep, 3agaHus, colepkalyde IU(pPOBEIE JaHHBIE) MOIYT
0hOpPMIIATBCSI B BHIE MPUIOKEHHS K IIPHKa3y CO CChUIKOW Ha HUX B COOTBETCTBYIOLIUX ITYHKTax
HpHKa3a ¥ 0QOPMILIFOTCS COTTIaCHO JAHHBIM PeKoMeH Taimsm.

CrpaHuIIbl IPUKa3a U IPHIOKEHUN HyMEPYIOTCS KaK eIUHBIH JIOKYMEHT.

Eciu mpuxa3soM oTMeHseTCs TpeIbImy Iyt pacmopsiIUTENbHbIA JOKYMEHT, B paciopsAuTeIbHOM

9aCTH YKa3bIBAa€TCA MYHKT, KOTOPHIA MOJDKEH HAYMHATHCS CO CIOB: «[IpH3HATH yTpaTHBIINM
CHILY...».

V3MeHeHns, BHOCHMEIE B IpUKa3, 0GOPMISIOTCS OTAEIBHBIM IPHKA30M, KOTOPBIH JOKEH UMETh
TaKoH 3aroioBok: «O BHECEHHH M3MEHEHHUH H/WUIIK JOTOHEHHH B IIPHKA3 ...» C yKa3aHHEM HATH,
HOMEpa, 3arojoBKa pACHOPSAUTEIBHOTO JOKYMEHTa, B KOTOPHIA BHOCATCS H3MEHEHHSL.
Pacriopsinurenbaas 4acTh IpHKasa HAYUHAETCS C TAKOTO ITYHKTA:

1. BHECTH U3MEHEHUS B IPHUKA3. ..

Hanee OTACHBHBEIME MOMMYHKTaMH (HOPMYITHPYIOTCS H3MEHEHHS B PAaCIOPSIHTEIbHBLI
JOKYMEHT.

[Tpumep -
1) mysKT 2 H3110XKUTE B CIICYIOLIEH pelaKIInH;

2) mynkr 3 wmckimrounTs; 3) absam BTOPOH IyHKTA 4 TOTIONHMTE
CJIOBaMH...
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Ecnu usmenenns B paclopsiuTeNbHBIA JOKYMEHT 0(opMIIAIOTCS Ha OTHEIBHOM JIHCTE
(McTax), B IEPBOM MYHKTE PacHOPSIUTEIbHON YacTH IpUKa3a yKa3bIBaETCH:
1. BHecTH u3meHeHus B...

IlocnenHui myHKT pacTiopATUTENBHOM YaCTH B CIlydae HEOOXOMMOCTH MOKET COZIEPKATH

peneHne 0 BO3JIOKEHUH Ha JOJDKHOCTHOE JIMIO (YHKI[HIA 110 KOHTPOIIIO 33 HCIOTHEHAEM
IIpUKasa.

ITpuka3bl M0 KaAPOBBIM BOIPOCAM.

IIpuKasel 110 KaZpoOBEIM BOIPOCaM (IMYHOMY COCTaBY) O(OPMIISIOTCS KaK B YHH(MUIMPOBAHHOM
popme (Ilocramomnenme I'ockomcrata P® ot 05.01.2004 Ne 1 «O6 YTBEPHKIACHUH
YHHQHIAPOBAHHBIX (OPM IEPBUYHON yUETHOM JOKYMEHTAIUHU IO YYETY TPY/a H €ro OILIATh),
TaK U B TEKCTOBOIA.

JlaHHbIH BU MIPHKa30B 0)OPMIISIETCS B BU/E HHAMBHYaIbHOTO HIIH CBOIHOTO.

B unauBUIyansHOM IIpUKase comepykuTes nHpopMarys 06 oJHOM pabOTHHKE; B CBOTHOM
- O HECKOJIbKHX, HE3aBHCHMO OT TOr0, KaKie yIpaBjeHUYeCKHe PElIeHHs 0 HUM IPHHUMAIOTCS
(mpuemM Ha paboTy, HasHa4YeHHE HA JOJDKHOCTH, MEPEBOJ HA APYTYIO IODKHOCTB (paboTy),
YBOJIBHEHHE H [Ip.).

Conepixanue MHAMBHIYATbHOTO MPHKa3a MO KaIpOBEIM BOIPOCAM (IMYHOTO COCTaBa)
KpaTKO M3J1araeTcs B 3arojIOBKE, KOTOPBIM HaduHaeTcs ¢ mpemiora «O» M COCTaBISETCS C
IIOMOIIBIO OTIJIATOJIBHOTO CYINECTBUTENBHOrO: «O HazHauYeHHH...», O MPUHATHH...». B CBOIHBIX
IpHKa3ax MOXKET IPUMEHSITHCA 0000IEHHBIH 3aronoBok: «O KaapoBbIX Bompocaxy, «O JIHYHOM
cocTaBey.

B Texcre npukasa mo KaspoBsIM BOIpocaM (JINYHOMY COCTAaBY), KaK IMPABHIIO, KOHCTATHPYIOIIAs
4acTh HE OTMEYAaeTCs.

Pacmops/urenphas 9acTh NpuKasa HAYMHAETCS, KAK MPABHJIO, C TJIaTofia B HEOIpeAeNeHHOH
dopme: «IIpuasaTe», «Haszuauntsy, «IlepeBecTn», «OOBIBUTEY H ToMYy To100HOE.

Hanee yxaspiBarotcs haMuius, HMs, OTYeCTBO (IIPH HAJIWYMHK) pabOTHHKA, HA KOTOPOIO
PacpoCTpaHseTCsl NeWCTBHE IPHKA3a, M TEKCT IpHKa3a. B CBOAHOM mpuKase (haMHIHMH JIHI[ B
npezenax MyHKTOB pa3sMEIIAlOTCs 1Mo aaBuTy.

B npukase 0 HasHaYE€HHHU MM YBOJIBHEHHH pAaGOTHUKA yKa3bIBAETCS HOIHAS JaTa (YHCII0, MECHII,
rox) QaxTudeckoro BhIXOJA pabOTHHKA HA paboTy (HMpeKpalleHHs TPYAOBHIX OTHOIIEHHIA),
pasMephl ero JODKHOCTHOTO OKJIaJa COrJIaCHO ITaTHOMY PaclHCaHUIO. B CBOIHOM IIpHKa3e Mo
KaJ[pOBBIM BOIIPOCAM (JIAYHOMY COCTaBY) B PaCHOPSAAHTENBHYIO YaCTh BKIIOYAETCS HHpOpMAIIHs,
KOTOpasi pa3MeIaeTcs B TaKOH MOCIe0BaTENbHOCTH: IpHEM Ha paboTy, IEPEBOI, YBOJIbHEHHE.
B xaxmom myHKkTe mprKkasa 1o KaJpoBbIM BOIPOCaM (IAYHOMY COCTABY) YKa3hIBAETCS OCHOBAHHE
OTHOCHTEJIBHO €r0 U3/1aHus (3asaBiIeHrne paOOTHHKA, TPYJOBOM JOTOBOP (COTJIAIIEHHE), JOKIIaHAS
3allUCKa,  MPEICTaBICHHE,  XONAaTalCTBO,  pEIleHHWEe  AaTTECTAI[HOHHOW  KOMHCCHH
001e00pa3oBaTEIbHON OpPraHU3al(iK) U T /1.

Pacnopsxenue.
PacniopsbkeHHe - pacIOPSAUTENBHBIA JIOKATBHBIA HOPMATHBHBEIA IPABOBOM AaKT, KOTOPBIH
U3/1aeTCs PyKOBOSIIMM PaOOTHUKOM 00pa30BaTeNbHOM Opranu3auy (Hanpumep, 3aMeCTUTENIEM
PYKOBOIUTENISl, PyKOBOIUTEIEM CTPYKTYPHOIO MTOAPA3ENIeHUs) [0 BOIIpocaM HHPOPMAITHOHHO-
METOAUYECKOTO, aIMHUHHMCTPATHBHO-XO3SHCTBEHHOTO W  OPraHH3allMOHHOIO  XapakTepa,
BXOJSIIHUM B €r0 KOMIIETEHITHIO.

PacniopsoxenreM oOpMIIIFOTCSI BOIIPOCHI KPATKOCPOYHOTO OJJHOPA30BOTO XapaKTepa.
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PacriopsikeHns cocTaBIsIOTCS aHATOMHYHO IpHKa3aM (B EYaTHOM BapuaHTe) MOXKHO 0Oe3
cioBa «ITPUKA3BIBAIOY.

Koncratupytommas acte TekcTa B paciopsukeHHAX OTAEISETCS OT pacnopsIUTENLHON 9acTH
CJIOBaMH: «IIPEJJJTAT AIO», «PEKOMEHIYIO», «OBA3BIBAIOY, «CHATAIO
HEOBXOMMBIMy.

Pacnopspxenns perucrpupyrores B Kaure/xypraie perucrpanuu pacnopsokeHuit. Kuura/sxypaan

IIPOHYMEPOBBIBACTCSI, MPOLIHYPOBBIBAETCS, CKPEIUIICTCS IOANUCHI0 PYKOBOJUTENS W T1E€YATHIO
00pasoBaTeNbHON OpraHu3anuy. Pacmopspkenmus dopmupyrorcs B Jleno onmH pas B KBapTai.
B xonue kamemmaproro roma Jleno (me Gomee 250 JIUCTOB) OGOPMIISIETCS B COOTBETCTBHH C
ITonoxxenuem 06 apxuse.

IIporoko.i.

IIpomecchl mpUMEHEHNs YIIpaBIeHYECKAX pelieHuii 00pa3oBaTeNbHON OpraHM3alueil U camu
PCHICHHS IOKYMEHTHPYIOTCS € MOMOLLBIO POTOKOJIOB KOH(MEPEHITUH, TTeJarOrHYeCKHX COBETOB,
KOMHCCHH H TIp.

B nportokonax 3acenanuii KOMIETHATBHBIX W COBEINATEIBHDBIX OpraHoB TEKCT H3JIaraercs
OT TPETHETO JIULA €NMHCTBEHHOTO IHCIIA («IIearOTHYECKUIA COBET... TOCTAHOBIIIETY, «cobpamnue...
PEINTION).

IIpoTokon cocrapisieTcst Ha OCHOBAHHY 3armuCeil, CIeTAHHbIX HETIOCPENCTBEHHO BO BpeMs
3aCeNlaHuM, IPEJICTABICHHbIX TEKCTOB M TE€3UCOB JIOKIANOB U BBICTYIIJIEHUH, CIIPABOK, TPOEKTOB
peLIeHUH.

IIpOTOKON MOXET COCTAaBNAThCS KAK B PYKONMCHOM, TAK M B IEUYATHOI dopme. J[laroit
IIpOTOKOJIA ABJIACTCS NaTa MPOBEACHUs 3acenanus. Ecnu 3acemanme mpomoiKanoch HECKOIBKO
JHEH, TO Yepe3 THPe yKa3bIBAIOTCA MEPBBIH U TOCIEHNH eHb 3aceaHusl.

Homep mpoTokoma momKeH COOTBETCTBOBATH MOPSAAKOBOMY HOMEpY 3aceqaHmus.
Hymepanus npoTokonoB Benercs B Ipezenax KalneHAapHoro rofia OTAENBHO M0 KaX/I0# rpyIme
TIPOTOKOJIOB 3aCE€NAHHs COOTBETCTBYIOMIETO KOJIETHATHLHOIO OPraHa.

B pexBu3sute «MecTo 3acesanusny» yKasblBaeTCS HA3BAHKE HACCICHHOTO IIyHKTa, B KOTOPOM
COCTOSJIOCH 3aCEIaHHue.

3aroJI0BOK K TEKCTY MPOTOKOJIa AOJKEH OTOOpa)kaTh BHJ, 3aCEHAHUS (coBemanue, cobpanue,
KOH(GEPEHIUS U T.I1.) WK KOIUIETHAIBHOM JAeITeNbHOCTH (komuccus, coBeT, cobpanue, paboyas
TPYINa U T.II.) ¥ BKIIOYATh Ha3BaHHE BH/IA JOKYMEHTA.

Texer mpoToxoiia COCTOUT M3 BBOAHOM M OCHOBHOM YacTeit.

BBozHas 9acTh COREpKUT MOCTOSHHYIO undopmarnuio (cnosa [IPEJICEJIATEJIb, CEKPETAPD,
HHPUCYTCTBOBAJI) u mHepeMeHHYIO (pammnust, MHMIMATEL [pefCceNaTens, cekperaps H
HPHCYTCTBYOMUX). [TpH HEOOXONMMOCTH yKa3bIBAIOTCS HOKHOCTH IIPUCYTCTBYIOIIHX, a TAKXKE
HHUIMATEL, (DaMUIAHM JODKHOCTH JIWI, TPHUITIAIIEHHBIX HA COBEIIAaHHE. Ilpu xommvecTBe
Y4acTHHKOB Oosnee 10 COCTaBISIETCS CHMCOK MNPHCYTCTBYIOLIMX, KOTOPBI IpHJIaracTcs K
IIPOTOKOITY.

Ecmu nporokon ogopmisiercs B mewartHoit (opme, To cioBa INPEJACEOATEJID,
CEKPETAPB, ITPUCYTCTBOBAJIU mevararoT oT HYJIEBOI'O IIOJIOKEHHUS TalyIsITOpa, OT 2-T0
TOJIOXKEHHS TaOyJIATOPa CTABUTCS TUPE, HHULMANL X (haMHIIHu IUIIYT B AMEHUTEIHLHOM IaIEKE.
DaMUIMK OPUCYTCTBYIOIMX PACIOJIATAIOTCS B an(paBUTHOM IIOPSKE W IEYaTaroTca yepes 1
MEXCTPOYHBIH HHTEpBaI.

BBOI[HEUI 4acCTb IIPOTOKOJIA 3aKaHYHWBAECTCHd IOBeCTKOoH nHA. CnoBa «IloBecTka JTHS
IIeqaTaroT OT HYJIEBOI'O IIOJIOXKEHUS Ta6yn5rropa, IIOCJIE HHX CTABHUTCS IOBOETOYHE. BOHpOCLI




image21.jpeg
.

IIOBECTKH THs HYMEPYIOTCs apaObckumu mudpamu. Kaxmpri HOBEIM Bompoc medaraoT oT 1-ro
0JI0XKeHHs! TabyJsiTopa.

HOCJIG,[[OB&T@HLHOCTB PacIIiOIOKCHUA BOIIPOCOB OIIPENEIdeTcs CTEICHBID HX BaXXHOCTH.

Borpock! mepeunciifioTes B AMEHHTENBHOM mazeke. JJokIan (0T4er, cooBIIeHue, HHpOpMAIH),

HaUMEHOBaHME JOIDKHOCTH, MHUIIHAIIBI M (QaMHIHIO OKIAAYMKa MUIILYT B POAUTEIHHOM IaHeiKe.

He pexomenyeTcs BKo4aTh B HOBECTKY JHS Bonpoc «Pasmoe». Kax it BOIPOC JOIDKEH GBITH

KOHKpEeTH3HpoBaH. GOpMUpOBaHKE BOIPOCOB B IIOBECTKE [Hs HauMHaeTcs ¢ pemora «O (06)y.

OcHoBHas YacTh MPOTOKOJIA COCTOHT U3 Pa3/IeNoB, KOTOPhIE MOKHEI COOTBETCTBOBATH IIYHKTAM

IIOBECTKH [Hsl. Pasmensl HyMepyroTes apabckumu ubpaMu B CTPOSTCS 110 TAKOH cXeMe:
CJIVIIAJIA - BBICTYIIUIIN - PELIWIIA (IIOCTAHOBUJIN),

YKa3aHHbIE CII0BA EYATAIOTCS GOIBIIHMU GyKBaMu 6€3 OTCTYTIA OT IPAHMIIBI JTEBOTO HIOJISL.
IIocne 3THX CIIOB CTaBUTCS IBOETOUHE.
Ilocne cnosa CJIYIIIAJIN ykasbiBaeTcst KpaTKUii TEKCT BEICTYIIICHHS OCHOBHOTO JOKIAIUAKA.
Qamunys ¥ MHUIEANB KaXIOr0 TOKIAAYMKA TEYaTaroTcs C HOBOHM CTpoKH. KpaTkmif Tekct
BBICTYTIJICHUS H3JIaTa€TCs B TPETHEM JIHIIEC €AUHCTBEHHOTO YHUCIIA.
TexcTbl Wi Te3uchl MOKIAI0B U BHICTYILUICHAN, OQOPMIICHHBIE KAK OT/IENBHEIC TOKYMEHTHL, B
TEKCT IPOTOKOJIa He BKioyaroTcs. [loce cBeieHnii 0 TOKIaTIiKe CTABUTCS TUPE M YKA3hIBAETCS:
«TexeT moknaza (BEICTYILICHHS) IPUIIAraeTCs K IPOTOKOIYY.
Hocine cnosa BBICTYIIMIIN ¢ukcupyrOTCs BHICTYIUIEHHS TeX JHI], KOTOPbIE IIPHHSIIH YIACTHE
B 00CYX/IEHMH [OKNIaaa. BBICTymIeHns oGopMIIOTCs B IPOTOKOTIE ¢ YKA3aHHEM [OJDKHOCTE,
baMuIMii ¥ WHMIMANOB, BHICTYNAIOLIMX B HMEHHTETBHOM MA/eXKe, a TakKe C KPATKAM
U3JIOKEHHMEM COZIEpXKaHHSI BOIIPOCA M OTBETOB Ha Hero. CojiepkaHue BLICTYILICHHIA H3/1araeTcs OT
TPETHETO JIUIA EAUMHCTBEHHOT'O YHCIIA.

Ilocne cmosa PEHIMJIM (IIOCTAHOBUJIN) ¢ukcupyeTcs HpUHATOE pEUICEHHE II0
00CyX/1aeMOMY BOIPOCY TOBECTKH JHS. PellleHHe NO/DKHO OBITh KOHKPETHBIM M BKIIFOYATH
COCTaBJIAIONIHE, KOTOPBIC OTBEYAIOT Ha CIIEAYIOIINE BOIPOCHL: KOMY, YTO CIEIATh M B KAKON CPOK.

Pemienus, copep:xanine HECKOIBKO BOIIPOCOB, MOAPA3AEIIOTCS Ha ITYHKTHI M IIOAIYHKTHL,
KOTOpBIE HyMEPYIOTCs apabckumu nudpamu. [IoAmyHKTE HyMepyIOTCs IubpamMu ¢ TOIKOH.

B ciryuae, xorna Ha 3aceaHMK IIPHHUMAETCS pEIleHre 00 YTBEPHKICHHH JOKYMEHTa, KOTODBIt
06CY)K,Z[EUICH Ha 3aCCIaHHuH, OTOT JOKYMCHT IIpHJIaracTcs K IIPOTOKOJIY U B HCM [OCJIACTCA CChbLIKa

Ha HOMEp ¥ [aTy NpoToKoia. IIpy Hanuuuu Ipyrux JOKyMEHTOB, KOTOPbIE pACCMATPUBAINCH HA
3acefaHuy, ¥ (GakT OOCYXKIEHHS KOTOPHIX ObUI 3aQUKCHpOBAaH B TEKCTe HPOTOKOJA, OHH
HyMepyloTcst apabckumu mudpamMu. B coOTBETCTBYIOMMX MyHKTaX IPOTOKOJIA JeaeTcs CChlIKa
Ha 3TH TPUIOKEHHS.

IIpoToKON MOANHCHIBAETCS MIPEACENATEbCTBYOMUM Ha 3aCeJaHUK KOJUIETHATFHOIO OpraHa u
CeKpeTapeM.

Berinucka u3 mpoToKosia — ToUHast KOIHS YaCTH TEKCTa ITOIHHHOTO MPOTOKOJIA,

OTHOCSIIETOCS K TOMY BOIIPOCY IMOBECTKHU JHSI, II0 KOTOPOMY TOTOBHTCS BBINKCKA. BRIIUCKa U3
IPOTOKONA  COAEPIKUT CIENYIOIIUE PEKBU3UTHL: HAWMEHOBaHHE
0011e06pa3oBaTenbHON OpraHU3aIyy, Ha3sBaHUE BUIA JOKYMEHTA (BBITHCKA U3 IPOTOKOIA), IaTa
3aceJlaHusl, MECTO COCTaBJIEHHS, 3aT0JIOBOK K TEKCTY, TEKCT, ITOIIHNCH, OTMETKY O 3aBEPEHHUU
KOIIHH.
[IpoTokomsl perucrpupyorcs B KHure/xypHane perucTpaldd HDPOTOKOIOB. KHHra/ypHA
IIPOHYMEPOBBIBACTCSI, MPOIIHYPOBBIBAETCS, CKPEILIAETCS MOIITUCHI0 PYKOBOIUTEIS M IICYATHIO
o0pasoBaTenbHOM oprau3anuy. IIpoTokotsl hopmupyroTes B JIeno oyl pa3s B KBapTal. B KoHIle
kanenmaproro roza Jlemo (He 6oxee 250 nmucToB) 0GOpMIILETCS B COOTBETCTBHH ¢ I10I0XKEHHEM
00 apxuse.
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Cay:xebHoe muCcLMO.
Crty>xe6HO€ MHCBMO COCTABIETCS C LETbI0 00MeHa HH(OpMAaIHeii U IPeaCTaBIsIeT co6Oil:

- OTBETHI O BBINIOJIHCHUH 3aJaHHH, OIIPCHOCJICHHBIX B aKTaX OpPraHoB I‘OCYI[&pCTBGHHOfI
BJIACTH, IIOPYYCHHAX BBICIINX NOJKHOCTHBIX JIUII,

= OTBCTEHI Ha BBIIIOJIHEHHE HOpY‘IeHI/Iﬁ BBIINCCTOAIINX opraﬂnsaunﬁ;
= OTBETHI Ha 3alPOChI APYIUX yqpemeHHﬁ;
- OTBCTHI HA o6pameHH51 rpaxmaaH,

- OTBETHI Ha 3aIIPOCHI HA HHPOPMALIUIO; - HHUITMATUBHEIC IIHCHMA; - COIPOBOAUTEIBHEIE
IHCHMa.

CyxebH0€e nucsMo oopMIiLsieTcs Ha 61aHKe 06pa3oBaTeIbHON OpraHU3aIHH.

ITuceMO MMeeT cremyroImue PeKBU3UTHI: JaTa, PErHCTPalMOHHBI HOMEp (HCXOAIuiL),
CChUIKA Ha PETUCTPALMOHHEIA HOMED (BXOIAIMHUHN) U 1aTy JOKYMEHTa, Ha KOTOPBIM acTCs OTBET
(npu Hamu4uM), afpecaT, 3aroJOBOK, TEKCT, OTMETKA O HAIMYHM HPHUIOKeHMH (B CIiydae
HEe0OXO0MMOCTH), IOMIHCH, cBeaeHus 00 ucnonnutese (®.1.0., KOHTaKTHEIHA HOMep TenedoHa).
Jatoii nuckMa SBIISETCS JaTa ero MOIIHCAHNS, KOTOPas JOJDKHA COBIANAaTh C JATOM perucTpalyiu
HCXOIAIIEeH KOPPECIOH ICHITHH.

OCHOBHBIM PEKBU3HTOM CITYXeGHOIO MUCHMA SBJSETCS TEKCT, KOTOPHBIH, KaK IIPABHIIO,
COCTOHMT M3 JIByX YacTed. B nepBoif yacTu yka3wIBaeTCs MpUUKMHA, OCHOBAHHE MM 000CHOBAHHE
IIOATOTOBKU ITHCHhMAa, IIPUBOIATCS CCBUIKH HA JOKYMEHTHI, KOTOpPhIE ObLTA OCHOBAaHUEM IUIS €T0
COCTaBJIeHHs. BTopas dacTh BKIIOYAeT BBIBOJBI, MPEJIOKEHHUS, MPOCHOBI, pPEIIeHUs W T. I,
KOTOPBIE pa3MelnaroTes ¢ ab3ara.

Kax npaBuo, B muchMe 3aTparuBaeTcst OMH BOIPOC.

Texcr muckMa HM3naraercs OT MEPBOTO JIMIa MHOYKECTBEHHOTO YHCIIA ¢ MCIIOIb30BAHHEM
CIIOB: «IIPOCHM COOOIIHTE...», «PA3bACHAEM, UTO...».

Ciry:xebHO€ IHCbMO IOJIUCHIBACTCS PYKOBOIAUTENEM 0OPa30BATEILHON OpraHU3alliH.

Cnpaska.

CmpaBka - TOKyMEHT, [TOATBEPKAAIONINH KaKe-I00 (HaKThl MIIA COOBITHSL.

CrpaBku OBIBAOT ABYX BHUIOB:

CrpaBka [ ONHMCAaHMS HIM TOATBEPXKICHHS (PAKTOB, WM COOBITHH B AEATEIBHOCTH
OpraHu3aIiH.

CrpaBKH COCTABISIOTCS IIO YKa3aHHIO BBIIECTOSIINEN OPraHU3AlUM WA PYKOBOIUTENS
00pa3oBaTeNIbHOM OpraHU3aliy Ak HHOOPMAILUK O BBHIIOIHEHHH IUIAHOB, 3aIaHKH, IOPYyYEHHH
U MPEJICTABIIAIOTCS B YCTAHOBJICHHBIC CPOKH.

Texcm maxotl cnpasku cocmoum u3s 08yx Yacmell.

B mepBoii gacTy u3nararTcs GakThl, IOCTYKHBIIHE TOBOJOM K €€ HAIUCAHHIO, BO BTOPOi
- NPHUBOIATCA KOHKPETHBIE NaHHBIE. BBIBOJBI W TpenioKeHHs B CIpaBKe He nmaroTcs (3a
HUCKIIIOYEHHEM aHAJTUTHYECKOH ).

CnopaBka nomkHa OOBEKTHMBHO OTPaXaTh COCTOSHHME JEN, €€ COCTaBlieHHEe Tpedyer
TINATEILHOTO cOOpa U IPOBEPKH CBEICHHMN, MOTYT IIPHBOIUTHCS TaOJHIIBL.

CnpaBky, COCTaBIEHHBIE Il PYKOBOIAMUTENS OPraHU3AI[MH, OAMUCHIBAET COCTABUTEIb.

CropaBku, KOTOpBIE COCTaBISIIOTCS 1[I0 YKa3aHHIO BBIMIECTOSINECH OpraHU3aluy,
MO/IMKACHIBACT PyKOBOJAUTEIND 00111€00pa30BaTeIbHOM OpraHu3alum.

JlaToii cripaBKH SIBIISI€TCS JaTa ee MOIITHCAHHUS.

CropaBku, yZOCTOBEpSIOIIHE IOpUAWYECKHe (DaKThl: IOATBEPXKIEHHE MecTa pPaboThl,
3aHMMAaeMOH NOJDKHOCTH, pa3Mep 3apaboTHOM IIaThl U T.1.
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J1s1 HEX IPUMEHSTIOTCS YHH(DHIMPOBaHHEIE TpadapeTHbIe GIAHKY.
Taxoro pona crpaBKH BEIZAIOTCS 110 3aIpPOCAaM 3aHHTEPECOBAHHBIX JIHIT (coTpyIHHKOB)
UM yUPEXKIEHUH U PETHCTPUPYIOTCS B XKYPHAJIE BBIIABAEMBIX CIIPABOK.

Hoxmagnas sanucka.

Jloknannas 3amucka - TOKyMEHT, aIpecOBAHHEIH PYKOBOIUTENO U HHGOPMUPYIOITHH ero
O CITOXKHUBIICHCS CUTYallMH, IMEBIIEM MECTO SIBIICHHHU WK (aKTe BHITOTHEHHOMH paboThL, a TAaKIKe
COZEePKAIIHK BEIBOJBI U IIPEIIOKEHNS COCTABUTEISL.

Jloxmannas 3amucka MOYXKET BBINONHATLCSA PYKOIIHCHBIM CIIOCOOOM.

Texcr noxnanHo# 3amucKW [ENWTCS HA JIBE YACTH: IepBas - KOHCTaTUPYIOINasi, rie
M3J1aratoTCs MMEBIINE MECTO (QaKThI MM OIIMCHIBACTCS CUTYAIUS, H BTOPAst, B KOTOPOil H3JIaraeTes
IpeIoXKeHne, Mpochoa.

Texety moxsanHoi 3amucky 06S3aTENHHO TIPENIIECTBYET 3ar0JIOBOK, HAYMHAKOIIHMCS C
npeniora «Oy», «Oo6y.

Hoxnannas 3anucka ohopmisieTcs Ha TECTe GYMArw.

AKT.

AXT - JOKYMEHT, COCTaBJIECHHBIH HECKOJIbKAMH JIALAMH H IIOATBEPKAAIOIN I
YCTaHOBIICHHBIE (aKTBI M NeHCTBHS. AKTHI 0QOPMIISIOTCS TI0 Pe3yIbTaTaM PEBU3UH, IPU TIpHEMe-
nepeayue Jiell, ClICaHul UMYIIECTBA H TOMY IIOZ0OHOE.

AKT opopmIseTcs Ha CTaHZAPTHOM JicTe Oymard ¢opmata A4 W MMeeT ClIeIyrolipe
PCKBH3WTBHL: Ha3BaHHE NOKYMEHTa, 'pH() yTBEpXKIEHHS (IpH HEOOXOAMMOCTH), [aTa U MECTO
COCTABJICHHUS, 3ar0JIOBOK K TEKCTY, TEKCT, HOAIMCH JIHI] (He MEHee TpeX), KOTOPHIE COCTABIISIIA
aKT.

“Texct axTa COCTOUT U3 BBOMHOM M KOHCTATHPYIOIEH JacTeit.

B BBO/HOM YacTH yKa3bIBAaIOTCS OCHOBAHHS ISl COCTABICHHS AKTA U HA3BIBAIOTCS JIHIIA,
KOTOpPbIE COCTABHIIM aKT MJIH MPUCYTCTBOBAIM IIPU 3TOM. B KOHCTAaTHpyIOIEH 9acTy H3Iaraercs
CyTb, 3a[1a4H, XapaKTep MPOJICIaHHON pabOTEI, yCTaHOBIECHHbIE (aKTHI, IPEIIOXKEHNSI U BBIBOJIEL

KOHCT&THPYIOHIEUI HacTb MOXET O(I)OpMJ'IﬂTI)CSI B BHIEC Ta6JII/II_[BI. B KOHIIE TEKCTa akKTa
3allHChIBAarOTCsA JaHHBIC O KOJIMYECCTBE OK3CMIIJIIPOB aKTa M UX MECTO HaXOXXICHUSI.

AxT IOAITHCBIBACTCSI BCEMH JIMIAMH, IIPMHAMAaBIINMHA Y4aCTHE B €0 COCTaBJICHHUHU.

HI/ILIO, HMCIOMIEC 3aME€YaHHA K COIOCPKAHUIO akTa, IMOIAIMCHIBACT €ro M H3JaracT CBOE
MHEHHUE Ha OTACJIBHOM JIUCTE, KOTOpBIfI IIpujaraeTcda K akry.

Teaerpammei, Teaedonorpammel, pakcuMHUISpHAS CBA3b.
OTO0 [OKYMEHT IO OIEepaTHBHEIM BOIpOCaM, TiepefaBaeMblii 10 TenedoHy u
3aMKCHIBAEMBIN IOTydaTeNIeM.

OO6s3aTeNbHBIME PEKBH3HTAMH TAKHX JOKYMEHTOB SBJISIOTCS:

- HaWMEHOBaHME YUPEXIEHHUH aJipecanta u afpecara;

- PEKBU3HUT «OT KOTO» M «KOMY» C YKa3aHHEM JOJDKHOCTH, (aMHIIHH, U OTYECTBA
JOJDKHOCTHBIX JIHIT,

- HOMEp, faTa U BpeMs [lepeladyy U IprueMa JOKyMEHTa;

- JIOJDKHOCTH M (haMHUIIMH [EePe/IaBIIero i IPHHSBIIETO JOKYMEHT; - HOMepa TeIe(OHOB;
- TEKCT U MOMITHCH.

HOCTYHI/IBLHI/Ie AOKYMCHTBI NOJDKHBI MMETh T€ JK€ PEKBHU3HUTEHI, YTO U OTIIPAaBJIAEMEIC, 34
HCKIIIOYEHHUEM OAIIUCH.
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I[OKYMGHTBI COCTaBJIAIOTCS B OTHOM SK3EMIUIIPE U ITOAIMUCHIBAKOTCS PYKOBOOHMTEIIEM UIIH
OTBETCTBCHHBIMH UCIIOJIHUTEIILHBIM.

DJIEKTPOHHBIE I0KYMEHTBI.

Iopsinok  cocraBieHus, O(GOPMIEHHS H COTJIACOBAHHS IIPOEKTOB  3JIEKTPOHHBIX
AOKYMEHTOB OCYIICCTBIIACTCA MO OOMIMM IIPaBHIaM MAENONPOU3BOACTBA, YCTAHOBIEHHBIM B
OTHOLICHHH aHANOTHYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHTENE. DIEKTPOHHBIL JOKYMEHT
AOIDKCH MMETh PCKBH3HTBI, yCTAHOBJICHHBIE [JI aHAJTOTHYHOIO MNOKyMEHTA Ha OyMa)XHOM
HOCHTEJIE, 3a HCKIIIOYCHHUEM OTTHCKA IICUaTH.

B niepeuens 06s3aTebHbIX CBeIEHHH 0 JOKYMEHTaX, HCIIOJIb3YEMBIX B LEJSIX YUETa U
TTONCKa IOKYMEHTOB B CHCTEMAX 3JIEKTPOHHOTO JOKYMEHT0060pOTa 06pa3oBaTeIbHOMN
OpraHu3ali B COOTBETCTBHHU v NpaBUIaMU  JEJIOTNPOU3BOACTBA B
00pa3oBaTeNbHON OPraHU3aIlHH, BXOISIT:

® a;pecaHT;

® azmpecart;

® JIOIDKHOCTD, (PaMUITHS ¥ MHHIHAIE JIUIA, MOIMHCABLIErO JOKYMEHT;
® BHJ JOKYMEHTa;

® J1aTa IOKYMEHTa,

® HOMEp HJOKYMEHTa;

® JlaTa mOCTYIUIEHHS JOKYMEHTA,;

®  BXOJSIIMK HOMEP TOKYMEHTA;

® CCBIIKa Ha HCXOMSIIMI HOMEp U JaTy JOKYMEHTa,
® HaWMCHOBaHUE JOKYMECHTA,

® HHIEKC Aena;

® CBeIEeHHs O Iepeafpecalui JOKyMEHTA,

®  KOJIMYECTBO JIUCTOB OCHOBHOTO JJOKYMEHTA,

®  KOJIHMYECTBO IPUIIOKEHUI;

® ofIee KOJIMYeCTBO JINCTOB IIPHUII0KEHUH;

®  yKasaHud I10 HCIIOJIHEHHUIO JOKYMCHTA,

¢ nomwkHOCTh, @. U. O. uncnonsurens; [ ormerka o xondueHnmansnocTy.

B coctas nonomauTensHbIX cBenEH I 06 IEKTPOHHOM JMIOKYMEHTE MOTYT OBITh BKJIFOUEHEI
CBE/ICHHMA: HaHMEHOBAHWE aBTOpa MOKyMEHTA (€CIH aBTOP HE COBNAJaeT C aIpecaHTOM
(oTIpaBuTENEM) STEKTPOHHOTO IOKYMEHTA), OTMETKA O [IEPEHOCE CPOKA UCIIOIHEHHUS TOKYMEHTA,
CPOK XpaHCHHS TOKYMEHTA, HAUMEHOBAHHU I IPUIIOXKEHHH K 9JIEKTPOHHOMY IOKYMEHTY, KITIOUeBEIE
ClloBa, CTAaTyc NOKYMEHTa (I[POCKT, BEPCHS), BUJ Iepeladn JOKyMeHTa (3]IEKTPOHHOM TOYTOH,
II0YTOH, (PaKCOM U T. 11.) | Jp.

Cpoxu XpaHEHHS OJIEKTPOHHBIX JTOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHHs
AOKYMEHTOB, yCTaHOBJICHHBIX 3aKOHOJATEIbHBIMH U HHBIMHA HOPMATHBHEIMH IIPABOBBIMH aKTaMH
Poccuiicko#t Denepauuy, TUIOBEIME MEPEUHIMHI IS AHATOTHIHBIX JOKYyMEHTOB Ha OyMa)KHOM
HOCHTEJIE.
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5. Opranmsanus AOKYMEHT0000p0Ta H HCIOTHEHHS I0KYMEHTOB.

IIpuem u 06paboTka mocTynarmMux 10Ky MeHTOB.

JBrKeHWE JOKYMEHTOB C MOMEHTA WX CO3JAHMS HIIH IIOJIyYEHHs JIO0 3aBEpINCHHUS
HCIIOJIHEHHS WK OTIIPABKU 00pasyeT JOKYMEHTOOGOPOT.

B nmoxymenTtooGopote o6pasoBaTenbHOM OpraHU3alUK BBIACIAIOTCSA  CIIEAYIONIHE
JOKYMEHTOTIOTOKH:

a) BXOZAIAs KOPPECIIOHIEHIHS (FOPHINIECKHE U Gbusmueckue nuIa);

0) ucxonsmas KOppeCHOHAeHIHS (FOPHANIECKHE H du3nveckue uNa);

I') BHYTPEHHSIS TOKYMEHTAIIHS.

HlocTaBka u oTHpaBKa TOKYMEHTOB OCYITECTBIISETCS, KAK IIPABIIIO, CPEICTBaMH MTOYTOBOM
H 3JICKTPOHHOM CBS3H.

JIOKyMeHTBI, ocTynaromue B 06pa3oBaTenbHyI0 OpraHu3aIHio, IIPOXOMAAT TEPBUYHYIO
00paboTKy, pETHCTpAlHiO, MHpeIBAPUTENHLHOE paccMOTpeHHe, IIepefady pYyKOBOICTBY Ha
pacCMOTPCHHUE, IEPENAIOTCS UCTIOHUTENSAM U IIOCIIE HCIIONHEHHS TIOMEIIAIOTCS B JeIa.

IIprem u nepsuyHas 06paGoTKa JOKYMEHTOB OCYIECTBIAETCS CeKpeTapeM.

CexpeTaps IPOBOIMT: IPOBEPKY IPABHIBHOCTH 4PECOBAHMS IIOCTYTAOILTUX JOKYMEHTOB,
IPaBUJIHOCTH  TOCTaBKM M KOMIUICKTHOCTH JOKYMEHTOB; COPTHPOBKY HOKYMEHTOB Ha
HOMNIEXKAIIHE U HE HOIEXAITHE PETUCTPAIHH.

Ilomydennrie KOHBEPTHI ¢ KOppeCTOHAEHIMeEH BCKPHIBAIOTCH, IIPA 3TOM TIPOBEpSIETCS
HAIIMIUE BIOXKEHUH, & TAKKE yKa3aHHBIX B JOKYMEHTAaX IPUIOKEHHH. B cilydae mOBpeKIeHHS
YMAKOBKH U BJIOXEHUH MO0 OTCYTCTBHS MPHIOKEHHH COCTABISETCS aKT B JBYX IK3EMILIAPAX.
OmvH 9K3eMILIAp aKTa HalpaBIIIeTCs KOPPECTIOHAEHTY, BTOPOH MPUOOIAETCS K MOCTYITHBIIEMY
JOKYMEHTY.

OmmGouHo TpHCNaHHas KOPPECHOHAEHIHMS IIePeChUIacTCs 110 IIPUHAIEKHOCTH, €CIIH
U3BECTCH alpeC mojydaTend. B NpoTWBHOM clydyae KOPDECIOHAEHIHS BO3BPAIACTCS
OTIIPaBUTEIIO.

KonBepThl 0T mocrymaromeit KoppecroHmeHI MM COXpaHAIOTCS W TpWIaraloTes K
AOKYMCHTaM JIMIIE B TOM CJly4ae, KOraa TOJIBKO 110 HEM MOYKHO yCTAaHOBHTB aJIpEC OTIHPABHUTEI
M7, KOTla laTa MOYTOBOTO IITEMIIENIs MMEET 3HAYEHHE B KauecTBe [OKA3aTENhCTBA BPEMEHH
MMOJIyYCHHUS JOKYMEHTA.

CrenuamncToM He BCKDBHIBAIOTCS KOHBEPTHI IIHCEM ¢ HAANHCHIO («IHUHOY. OHE
HEPENArOTCS 10 Ha3HAYCHHUIO

MupopManms u JOKYMEHTHL O HESTENHHOCTH 06pa30BaTeIBHOM OpraHM3aluu, He
yKasaHHbIE B 9acTU 2 cTathu 29 OenepanbHoro 3akona ot 29 nexabpst 2012 roma Ne 273-®3 «O06
obpasosanuu B Poccuiickoit Meneparuuy, IpencTaBIsSIOTCS PYKOBOIUTENIEM 00pa30BaTeIbHON
OpraHH3alyy 110 0OPAIEHNIO TPAKIAHNHA THO0 JOIDKHOCTHOTO JIHITA TOCYIAPCTBEHHOTO OpraHa
WIH OpraHa MECTHOTO CaMOYIPABICHHS B CIydassX W MHOPSAKE, IPETyCMOTPEHHBIX
3aKoHOzaTenbcTBOM Poccuiickoit @enepanuu.

Ipencrasienre nEQOPMANMK HHEIM OPraHH3AIMAM O JIEATETHHOCTH 06Pa30BATENBHOMN
OpTaHM3alMy OCYINECTBIACTCA YYPCAUTEIEM OpraHM3alUM, B OTHOINEHHH KOTOpOH Takas
HH(pOpPMANH 3aPaAlIHBAETCA.

IlpeasapurensHoe paccMoTpenne JAOKYMEHTOB.

Cexperaps ® (WiM) JHMII0, OTBETCTBEHHOE 33 BEICHHE IEIOIIPOU3BOJICTBA, IIPOBOIUAT
[IPEIBApUTCILHOE pPACCMOTPEHHME [TOKYMEHTOB B IE€ISX BBIIEIEHUS W3 BCEro0 MAacCHBa
TOCTYNMBINCH KOPPECIOHAEHIIMH NOKYMEHTOB, TPEOYIOMUX 00513aTeIbHOrO paccMOTpeHuUst

PYKOBOIUTENIEM 00pa30BaTENbHOMU OPraHU3aIHH.
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OcHOBaHHMEM ISl IPUHATHS PELIEHUS B XOTIe IPENBAPUTENBLHOIO PACCMOTPEHHUS SBISIETCS
COACPIAHHE IOKYMEHTa, & HE aApecoBaHKe IOKYMEHTA COOTBETCTBYIOIIEMY paboTHHUKY.

Pesynbratom mpensaputensHOro paccMmoTpenus smisercs HalpaBIE€HUE MOKYMEHTa
PYKOBOIUTENIO 00pa30BaTEeNbHON OpraHU3AIMH HJIH AOJDKHOCTHOMY JIUIy B COOTBETCTBHHU C

YCTAHOBJICHHBIM = pacTipe/ieieHneM o6S3aHHOCTEH MeXIy pPYKOBONHTENEM H NOIDKHOCTHBIMU
JHIamMu JULs BEIHECEHUS YKa3aHUS 10 UCIIONHEHHUIO JOKYMEHTA.

Perucrpanus noxymenros.

ITepenaga mokyMeHTOB Ha PETHCTPAlMIO  IPOM3BOTUTCS  TOJNBKO IOCHIE  HX
NPENBAPUTENEHOIO PACCMOTPEHHS.

Perucrpammu  mommexar Bee JNOKYMEHTBI, TpeOyroIlie ydera, HCIONHEHHS,
HCIOJIE30BAHHS B CIIPABOYHBIX ENSIX, KaK OCTYNAIOLIHE U3 APYTHX OPraHM3aIMH i OT YaCTHBIX
T, TaK ¥ 06pasyroNIHecs B IPOIecce AeSTENbHOCTH 00pa3oBaTeIbHON OpraHU3aLiH.

He nomnesxar perucrpamuu nosapasutensmbie IIICbMa, TEJIETPAMMBI, ITPHUTIACUTEIbHbIE
OueTrl, MHEGOpMAIMS I CBENCHHS, OyXranTepckue NOKyMEHTBI HEPBUYHOTO yueTa. J[is HuX
COCTABILICTCS NIEPEUCHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Peructpauus mokyMeHTOB MPOM3BOIATCS ¢ LEMBIO 0GECICUEHHS HX y4Jera, KOHTPOJIA 3a
HCTIOJIHCHUEM ¥ OTIEPATHBHBIM UCIIOJb30BaHHEM HH(DOPMALIHH.

Perucrpanms [okyMeHTOB IPOU3BOMUTCS B IEHD HX IIOCTYTLICHHUS.

Homyckaercst oTMeTKa 0 HOCTYIIICHHH MOKYMEHTa B OPraHM3alUI0 IPOCTABIATh B BHJE
IITaMIIa WM OT PYKH B HIDKHEH YaCTH JIMIEBOM CTOPOHEI IEPBOTO JICTA JOKYMEHTa UM Ha ero
obopore.

Perucrpans 0KyMeHTOB 3aKIIIOYaeTCst B BeICHHH 3aIHCH YYCTHBIX JaHHBIX O TOKYMEHTE
10 yCTaHOBJICHHOH PETHCTPALMOHHOM (hopme, KOTOPHIM (Gukcupyercs ¢akt cosgaHud,
OTIPABICHUS WM TONYYCHHS JOKYMEHTA IIyTEM MPOCTABICHHS HA HEM PETUCTPAITHOHHOTO
MHIIEKCA € IOCIEYIOMEH 3aiChIO B YKa3aHHBIX (JopMax HEOOXOMHMBIX CBENSHHMI O JOKYMEHTE.

JIOKyMeHTEI, MOCTymaromue B 00pa3OBaTENbHYIO OPraHU3alMI0, PETHCTPHUPYIOTCS B
Kuwre/xypHare perucrparnuu Bxongmeit KOPPECIOH/ICHIIHH, a T€, YTO OTIPABJIAIOTCS U3 HETO, -
Kuwre/ xyprane perucrpanun nexongmet KOPPECIIOHICHIIHH.

Pacnipenenenne nocrynamomux qokymenTos.

Ilocne perucTpammu mokymenTtsl mepenarorcs Ha PacCMOTPEHHE PYKOBOIUTEIIO
00pa3oBaTenbHON OpraHu3aiH.

llocne paccMOTpeHHs pyKOBO/MTENeM HOKYMEHTHI BO3BPAIAIOTCA CEeKpPeTapio u (UiIH)
ML, OTBETCTBCHHOMY 32 BEICHHE MCNONPOM3BOJCTBA, IS TMEPEHECEHHs YKa3aHWH 10
HCIIOHCHUIO TOKYMEHTA B JKYPHAIl PETHCTPAIMK BXOSIIMX JOKYMEHTOB. B COOTBETCTBHH C
YKasaHHAMU TI0 HCIIOJHEHHIO NIOMIMHHAK JOKYMEHTA HAIPaBiseTcss pabOTHHKY, SABJISIFOLIEMYCST
OTBCTCTBEHHBIM HCIIONHUTEIEM, a COUCIIONHUTENSAM HAIDPABISIOTCS KONHH TOKYMEHTOB (ecim
MMEIOTCS), O YeM JIeTaeTcs 0TMeTKa B KHure/xypHane PETHCTPAIH BXOASMIINAX JOKYMEHTOB.

OJIEKTPOHHBIE COOOIIEHHS, I[IOCHLIAEMbIE IO QIICKTPOHHOH IOYTE, HCIOJIHAIOTCS
aHAJOTHYHO NOKYMEHTaM Ha OyMaXHBIX HOCHTEISX C YYETOM OIpEIe/IeHHON crnenupuku B
MPOLIECCE MCIIOMHEHHUS.

ITopsitok 06paGoTKH M MPOXO0KACHHA HCXOAAMMX H BHYTPEHHHX
JOKYMEHTOB.
IIopsiok MOATOTOBKK HCXOASIIUX TOKYMEHTOB BKIFOYAET B Ce0st paboTy IO COCTaBICHHIO

TIPOCKTA IOKYMEHTa, COTacoBaHMUIO, IOAMUCAHHMIO (YTBEPIKAECHHUIO) H OTIPABKE.
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Mo nepenadu KokymeHTa Ha OAMHCEH HCTIOTHATEND JOJDKEH IIPOBEPUTH €I0 COJEPIKAHUE,
NPaBUIBHOCTD  O(OPMICHHS, HAIMYHE HEOOXOMUMEIX BH3 K IpunoXeHud. JlokymeHT
HPEACTABIACTCS HA IOAIMCH BMECTE C MAaTEpHATIAMHU, HA OCHOBAHHH KOTOPBIX OH FOTOBHJICS.

BryTpennue moKyMeHTH 0QOPMISIOTCS M HMCIOTHSIOTCS (Mcmonb3yIoTes) B mpeenax
00pa3oBaTeNLHOM OpraHH3aIHH.

BHyTpeHHHe I0KYMEHTHI (TOKIa[HbIE 3allUCKH, CTIPABKH, CBOJAKH H JIP.) PACCMATPHBAIOTCS
TCMH IOJDKHOCTHBIMH JIULIAMH, KOMY OHH HaIIPaBIICHEL.

OTBETCTBEHHBIE 3a [EIONPOU3BOACTRO IEPEN chauedl KOPPECHOHICHINH HAa OTIPABKY
MOIKHEL 00513aTEBHO IPOBEPUTH MPABUIBHOCTD €€ oopmitenns u agpecosanus. Konpeprosanue
KOPPCCIIOHACHIIMK M NPYIHX IOYTOBBIX OTHDPABIEHHH  POHU3BOIATCS CTPYKTYPHBIMH
IIOJ{pa3/IeICHUSIMHI OpraHU3alyy.

Peructpamus ornpasnsemsx mokymeHToB OCYIIECTBIISICTCA B JI€Hb HX IIOLIIHCAHHS
(YTBEPXKIEHHS) MM Ha CIeyOLIHiA pabounii nens. Perucrpannonubrii HOMEp TOKYMEHTa U JaTa
PETUCTPALMH [IPOCTABIISIOTCS HA MOJJTMHHMKE IOKYMEHTA B PEKBH3MTAX ONAHKA U Ha KOIIUWY,
OCTAIOIIEHCS B JieNie 00pa3oBaTebHOM OpraHM3aIiy. CrpaBOuYHBIM ammapaTtoM IS HCXOISIIAX
AOKYMEHTOB SIBISETCS KYPHAI PETHCTPAIIMK STHX JOKYMEHTOB.

OTrpaBKy HCXOMSIIKEX JOKYMEHTOB IPOU3BOIHT CEeKpeTaphb U (UJIU) U0, OTBETCTBEHHOE
38 BCJICHHE NCTONpOn3BOACTBA. CpodHas KOPPECHOHAEHIHS opopMiseTcs M OTIIPaBILIETCS
HE3aMEUTUTEIEHO CEKPETapeM.

Cexperapp poBepsieT IpaBHIIBHOCTS 0(hOPMIIEHHS HCXOISIUX TOKYMEHTOB, IPOU3BOIHT
COPTHPOBKY TOKYMEHTOB II0 CIOCO0Y TOCTABKH KOPPECIOH/IEHI[HH azpecary (Tmpocras, 3aKa3Has,
MEXIyHapoHas U 1p.). HenpasuneHo odopmiteHHBIE TOKYMEHTH KOPPECIIOHIEHITUS
HECTY)KEOHOr0 ~ XapakTepa K OTIpaBKe He NPMHMMAIOTCS M BO3BPAINAIOTCS  JIHILY,
IIOATOTOBHUBIIEMY JOKYMEHT.

Ortmpaensemas 1o ToYTe KOppPECIIOHEHIHS IIPOXOJUT YIAKOBKY, aJpecOBaHHE,
[IPOCTABJICHIE CTOUMOCTH IOYTOBBIX YCJIYT U [IEpeiady Ha OTIPABKY B MECTHOE OTIEICHHE CBS3.

Ha sakasmyro koppecmompenmmio, Ha JMOKYMEHTBI C TOMeTKOH «/Insa ciyxe6GHOrO
TIOb30BAHMS» COCTABIIAETCS PEECTP, KOTOPBIH 3aTeM BO3BpAILAeTCs CeKpeTapro yuebHOH YacTu U
(MIM) JIMIly, OTBETCTBEHHOMY 3a BejcHHE JCJIONPOU3BOACTBA, C PACIHCKOM pPabOTHHKOB
IIOYTOBOI'O OTHEJICHUS CBSI3U WUIH HWHOTO JIHIIA, o6ecneqHBalomero OTHIpaBKy NOKYMCHTOB.

Ilepenaua ¢ ucnons3oBanmem cpencTB GaKCHMUTBHON CBS3H JIOKYMEHTOB, COIEPIKAIINX
CITy)xe0Hyr0 MHPOPMAIUIO OrPaHHYEHHOTO PaclpoCTpaHEHHs, B TOM YHCIE C HOMETKOM «JIs
CIIy’KEOHOTO MOIB30BaHUS», HE paspernaeTcs. Kateropuuecku 3sampemmaercs mepemaua 1o
CpencTBaM (aKCHMHUITBHOM CBS3U CEKPETHBIX HOKYMEHTOB.

C ucnosnb3oBanueM CpencTB (haKCHMUIBHON CBS3M MOTYT OBITH IEpeNaHbl MaTePHANEI
TEKCTOBOIO, TAOJMYHOTO MM TIpauuecKoro XapakTepa, HCIONHEHHbBIC TUIIOrpagCKuM,
MAITHHOIIMCHBIM MJIH PYKOIHCHBIM CHOCOOOM B YEPHOM HIIH TEMHO-CHHEM IIBETE C HETKUM H
KOHTPACTHBIM H300paXkeHUEM (IIepBbIe SK3EMILIIPHI UIH HX KCEpOKONHMH) Ha Oenoit Gymare ¢
MUHUMAJIBHOH BBICOTOM OykB  mudp 2 MM. O6BeM IeperaBaeMoro B TEUCHHE OJIHOT'O ceaHca
CBSI3U JIOKYMEHTA, BBIIONHEHHOTO Ha Oymare hopmara A4, He TOIDKEH [PEBBIIATE [MATH JTUCTOB.

OTBETCTBEHHOCTE 3a COMEpIKAHKE MH(OpMAIIMK, IepefaBaeMoif C HCIIONb30BAHHEM
CPeICTB (paKCUMHUIILHOM CBSA3M, BO3/IAraeTcd Ha HCIIOJIHUTEINS, TTOJATrOTOBUBILETO (hakcorpammy
UL TIepeaayH.

OcobennocT paGoThI ¢ 3/1eKTPOHHBIMH JAOKYMEHTAMH.
B 006pasoBaTensHOl OpraHM3aluy CO3NAI0TCS 1 HCIIOJIb3YIOTCS:
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. QJIEKTPOHHBIE TOKYMEHTHI, CO3JaBacMble B SIIEKTPOHHOH (hopme
0e3 IIpeIBapUTENFHOrO JOKYMEHTHPOBAHHS Ha GYMaKHOM HOCHTEJE;

® OIIEKTPOHHEIE 00paskl JOKYMEHTOB, IIOJyYeHHEIE B DE3yIbTATE CKaHUPOBAHHUS
AOKYMEHTOB U XPAHSIIHUEC B CUCTEME 3JIEKTPOHHOTO TOKYMEHTO000POTA.

IlpueM n oTmpaBka 3NMEKTPOHHEIX JOKYMEHTOB OCYIIECTBISIIOTCS OTBETCTBEHHBIM 3a
BEZICHUE JIETIONIPOU3BO/ICTBA B 00pa30BaTENbHON OpraHU3aIiH.

ONEKTPOHHBIE JOKYMEHTBI CO3/Al0TCS, 0OpabarbiBaroTcs 1 XpaHATCS B CHCTEME
SJIEKTPOHHOTO OKYMEHTO000pOTa 00pa3oBaTebHOM OpraHM3aliH.

ONeKTPOHHBIN ~ JOKYMEHT JOIDKEH ObITh  OGOPMICH 1O  oOIIHM IIpaBHIIaM
ACIONPOU3BOACTBA ¥ MMETh PEKBH3UTHI, YCTAHOBJIEHHBIC [UIS aHAJIOTMYHOTO JOKYMEHTa Ha
OyMaXXHOM HOCHTEJIE, 32 HCKIFOUEHHEM OTTHCKA IIEUATH.

JIs MOATBEpXKIEHHS MOMIMHHOCTH SEKTPOHHEIX [OKYMEHTOB B oOpa3oBaTebHOM
OPTaHM3alUK MCIIONB3YIOTCS JJIEKTPOHHBIE NH(PPOBBIE IOANKCH. VCIONB3yeMble CpecTBa
SIIEKTPOHHOM [EQPOBOH MOAMMCH JOKHBI GBITh CEPTU(MUITHPOBAHEL B YCTAHOBIEHHOM IIOpSIZIKE.

Enununeli ydera 51eKTPOHHOrO JOKYMEHTa SIBISETCS JJIEKTPOHHBIA JTOKYMEHT,
3apETHCTPUPOBAHHBIE B CHCTEME 3JIEKTPOHHOIO  JIOKYMEHT0060poTa 06pa3oBaTeIbHOMN
Opranu3alyy. JJICKTPOHHBIN JOKYMEHT, HMCIOLIMH TPUJIOKEHHS, PETHCTPUPYESTCS KAk OfUH
JOKYMEHT.

Ilocne oTmpaBku 51EKTPOHHOrO MOKYMEHTa, 3aBEPEHHOIO JJIEKTPOHHOU IIOJITHCHIO
YIOJTHOMOYCHHOTO NIOJDKHOCTHOTO JIHIA, IOCHUIKM a/ipecaTy ero KOnuu Ha GyMakKHOM HOCHTEIIE,
KaKx IpaBuJio, He TpeOyeTes, 3a HCKIIFOUEHHEM OTBETOB Ha 00PAIIeH s IPay/[aH, IOCTYIHBLIUX 110
HH(pOPMAIOHHO-TEICKOMMYHUKAIIMOHHBIM ~ KaHAlaM, Ha KOTOpBIE  3asBUTENIO JaeTcs
IMCbMEHHbIH OTBET, HAIPABIISEMBIH 110 IOYTOBOMY a/peCy, YKa3aHHOMY B 0OpAIICHHUH.

VicrionHeHnble 51eKTPOHHEIE JOKYMEHTHI CHCTEMATH3HPYIOTCS B €A B COOTBETCTBHHY C
HOMCHKJIATYpOH  Jien  00pasoBaTeNbHOM OpraHM3aldd W WMHAEKCHPYIOTCS B  IOPSIKE,
YCTAHOBIICHHOM B OTHOINEHHUH JIEJI, COCTABICHHBIX M3 JOKYMEHTOB Ha OyMakHOM HocuTene. IIpu
COCTaBJICHHH HOMCHKIATYPBI IE€N B 3arojiOBOK Jeja BKIIOYACTCS yKasaHue «DIEKTPOHHBIE
IOKYMEHTEBI.

HupopmanmuonHas 6€30MaCHOCTb.

Nudopmanuornsie pecypcsl 06pa3oBaTeqbHOM OPraHH3aHH 110 JOCTYIy (BO3MOXHOCTH
MCIIONIb30BAHM) MOAPA3NENSIOTCS Ha OTKPHITYIO (00LIEN0CTYIHYIO) HHOpMALHIO, CIIy’)keOHYIO
HHQOPMAIHIO ¥ HH(DOPMAIMIO OTPAHWYEHHOTO PACIIPOCTPAHEHHUS (moctyma).

K kareropuu oTkpeITOH wHHGbOpManwu OTHOCHTCS HHPOPMALWL, colepXKamascs B
AOKYMEHTaX ¥ 6a3ax NaHHBIX 00pa30BaTeNbHOM OpraHU3aAIIH, HEMOCPEICTBEHHO 3aTPAaruBaroLIas
NpaBa ¥ HHTEPECHI IPaXkIaH.

K kareropun crmyxe6HOM uHOpManmu oTHOCHTCA HMH(OpMAIHS, cozepxamasics B
JOKyMEeHTaX H 0a3ax maHHBIX 0Opa3soBaTeNbHON OPraHU3AlUM, IIpeJHA3HAUCHHAS IS
AOIKHOCTHBIX JIMII M pPabOTHHKOB, IPH BHIIOJHEHAM HMH CBOMX (DYHKIHOHAIBHBIX
00s13aHHOCTEH, He 3aTparuBaroIas HalpsaMyFo IpaBa U HHTEPECHI TPAXKIAH U HE OTHOCSINANICS K
KaTerOpUH OrpaHUYCHHOIO PacIIpOCTPAHEHHS (IOCTYIIA).

K kareropun wuHGOpMALHK OrpaHHYEHHOTO PACHPOCTPAHCHHS (mocTtyma) OTHOCHTCS
vHpOpManus, conepxamasics B JOKYMEHTaX M 0a3ax [JaHHBIX, BK/IIOYAIOITAS CBEIEHHS
KOH(MUIESHIMATHHOTO XapaKTepa.

Bes undopmarus, comepxarmasics B JOKyMEHTax M 6a3ax IAHHBIX, IO YMOJIYaHHUIO
SIBIIICTCS OTKPBITOR U obwenoctynHo#. Mckimouenne cocTapser nHGOPMAIHS, OTHECSHHAS K
KaTeropusM cyKeOHO! U OrpaHHYEHHOTO PACIPOCTPaHEH s (TOCTYIIa).
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Hoctyn nons3oBateneit k uu(opMaruy OrPaHMYMBACTCS MYTEM OTHECEHUs HH(POPMALUK
K COOTBETCTBYIOWIEH KATETOPUK U HATIOXKEHHEM Ha HEE COOTBETCTBYIOLIETO rpuda orpaHUYEHHUS

pacnpoctpanenus. MHdopmarnus —orpaHuYeHHOTO mOCTyma CcHabkaeTcs rpudpom  «Jlns
CITy’X€OHOTO MOJIb30BAHUSY.

IIpaBom oTHecenus undopMmarmu K KaTerOpuH OrPaHHYEHHOI'O JOCTYIA M HAJIOKCHHUS
COOTBETCTBYIOIIErO rpuda o0nagaetT aBTOp MOKYMEHTA 110 COTNIACOBAHHIO C PYKOBOJIHUTEIEM
00pa3oBaTebHON OpraHU3aIHH.

HoxymenTupoBanHas uHpOpMAaIHs OTPaHWYCHHOI'0 pACIIPOCTPAaHEHUS 03 CaHKIHH
AO/DKHOCTHOTO JIMIA, YCTAHOBHBIIETO PEXHM OIPaHHUECHHOTO pacnpocTpaHeHHus I JAaHHOIO
AOKYMEHTA, HE [OJVIEKHUT pasriallleHuto (pacIpocTpaHenuo). [IpefocTapienre MoIb30BaATE/IIM
AOCTyma K JaHHOW HH(OPMAIMH OCYLIECTBIAETCS HCKIIOUATENLHO IO COIVIACOBAHHIO C
YKa3aHHbIM TOJDKHOCTHBIM JTUIIOM ITyTeM MOJAYU COOTBETCTBYIOIIEH 3asBKH.

JOIDKHOCTHBIE  nwIla,  IpPHHSBIIHE pemenre 00  oTHeceHHMH — MH(DOpPMALUH,
3a(UKCHPOBAHHON B JOKyMEHTE, K KaTeropud OrpaHUYCHHOTO pAacCIpPOCTPAaHEHHs, HECYT
OTBETCTBEHHOCTE 32 000CHOBAHHOCTB TIPHHSATOTO PEIICHHS U €r0 COOTBETCTBHE JENCTBYIOMEMY
3aKOHOJATEIbCTBY.

Jluunble nena paGOTHHKOB, JIMYHBIE KapTOYKH pPaOOTHHUKOB, TPYHOBBIE KHUIKKH
PabOTHUKOB, IIPHKA3HI 110 IMYHOMY COCTaBy NOJDKHBI XPaHUTHCS B celi(e WiIn B METAIIIMYECKOM
mKkady.

3anucH B TpyI0BOM KHIDKKE IIOITIHCHIBACT PYKOBOIHUTENL 06pa30BaTeIbHON OpraHU3aLUH.
Yuer, XpaHeHHe W BhIIAYy GJIAHKOB CTPOTOH OTYETHOCTH: HIIOMOB, BKJIAABIIEH K HUM,
CBH/ICTE/ILCTB, YNOCTOBEPEHUH BEET 3aMECTUTEND JUPEKTOPA. BlIaHKu XpaHsTes B ceitde.

YCTaHOBKa ¥ 9KCILTyaTaIus IIPOrPaMMHOTO O0OECIIeUeHHusI, MONYyYEHHOTO H3 JHOOBIX
MCTOTHHKOB M BBINOJNHAIOMEr0 (GYHKINH, HE CBS3aHHBIE HEINOCPEICTBEHHO C BBINOIHECHHEM
PabOTHUKAMHU CBOMX TOJDKHOCTHBIX 00s13aHHOCTEH, KATErOPHIECKHU 3aMpeIleHa.

Bes  mpencrasiennas B SJIEKTPOHHOM  BHJ€ HMHQOpPMAIMs, MOCTYHAOIas B
00pa3oBaTeIbHYI0 OPraHU3aIHIo, B 06432TeTbHOM NIOPsIKE TTOAJIEIKHT IIPOBEPKE AaHTHBUPY CHBIMH
CpeACTBaMH.

OJNEKTPOHHAS II0YTa MOMET HCIOIb30BAThCS IIONB30BATEIAME TOIbKO g oOMeHa
uHpOpManueli, OTHOCIIeH s K KaTeropHH, OTKPBITON M CIykeOHOM. 3anpelneHo UCIoIb30BaTh
SJICKTPOHHYIO IOYTY IS Hepefav MH(OPMAIHH, OTHOCSINEHCS K KAaTeropyu OTPAaHUYEHHOTO
pacnpocTpaHeHHs..

6.  KoHTpoab 3a HCTIOJHEHHEM JOKYMEHTOB

Opranuzanus KOHTPOJIS.

KouTpomo monexar Bee 3apermcTprpoBaHHbIe MOKYMEHTEI, TPEOYIOIHue HUCIOTHEHHS.
KoHTponmb HCIONHEHHS JTOKYMEHTOB BKIIFOUAET: YYeT, IIOCTAaHOBKY Ha KOHTpPOJIb, KOHTPOIIb
CPOKOB HCIIOJIHEHHUS], HEMOCPENCTBCHHYIO MPOBEPKY XOAd HCIOJNHEHHS, MPOBEPKY KadecTBa
HCIIOJIHCHU S, aHAJIU3 PE3YJIHTATOB UCIIOJHEHHS.

KoHTponb 3a HMCIONHEHHEM NOKYMEHTOB YCTAHABIMBAETCS B IETAX OOECICUCHHS HX
CBOCBPEMEHHOIO M Ka4ECTBEHHOTO MCIIOJHEHHUS, OBBIIEHHS yPOBHS OPraHU3aTOPCKON paboTE
1 UCTIOJIHUTENBCKON TUCITUITITHHEL.

IIpu mocTanoBKe [OKyMeHTa Ha KOHTPOIIb Ha IIPABOM BEPXHEM I10JIE TOKYMEHTA JeJaeTcs
OTMETKa O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (IUTAMIIOM) «KOHTPOJIBY

KoHTpoumro noexat npukassl, peleHHs COBETOB, a TAKIKE JMIOKYMEHTBI, IIOCTYIAIOITHe Ha
UMs1 PyKOBOAUTENsI 00pa3oBaTeNbHOM OpraHu3ammy.




image30.jpeg
OpI‘ aHu3alusa KOHTPOJIA HCIIOJIHCHHUS BKIIIOYAET B ceos:

® IIOCTAHOBKY NOKYMEHTA Ha KOHTPOJIb,

. MOHHUTOPUHTI UCIIOJTHEHHUA KOHTPOJIbHBIX HOpyT-IeHI/Iﬁ JOKYMEHTOB;,
o D CHATHE HCHOJIHEHHOTO JOKYMECHTA C KOHTPOJIS,

* O HaIlpaBJICHUE UCIIOJJHEHHOT'O JOKYMEHTA B JICJIO.

PykoBomuTenu CTIPyKTYpHBIX HOApa3feieHui 00s3aHbl pacCMaTpUBATh COCTOSHHE
HUCIOJIHUTEIHCKOW ~ JUCHMIUIMHBI 110 JOKYMEHTaM ¢ [OPYYCHHSIMH aIMHHHCTPAIlUN
obpa3oBaTesbHOM OpraHU3alUM, a TAK)Ke JOKYMEHTHI, IOCTYIHBIIHE B aJpec CTPYKTYPHOIO
IoJpa3eieHus U TpeOyIoIue HCIIOTHEeHUS, U TIOJTOTOBKH OTBETA.

JIOKyMEHT cuMTaeTCs UCIIOIHEHHBIM, KOT/Ia PellleHbl OKOHYATETHHO BCE MOCTABICHHEIE B
HEM BOIIPOCHI U COOJIIOEHBI CIIeTYIOIIHE CPOKH:

o €CJIH B JOKYMEHTE IIOCTaBJICH CPOK UCIIOJIHEHHUS — B YKa3aHHBIH CPOK;

. JIOKYMEHTHI 0€3 yKa3aHHUs CpOKa UCIIOJHEHUS — B MECSYHBIN CPOK;

. €CIIM B IOKYMEHTE UMEETCsI IOMETKA «CPOYHOY» — B TPEXTHEBHBIN CPOK;

= nopy4eHus 6e3 yKazaHusi KOHKPETHOM aThl HCIIOJHEHUS — B MECSIUHBIH CPOK;

o C IIOMETKOH «onepaTuBHO» — B 10-IHEBHBIH CPOK;

¥ 110 oOpallleHUsIM IpaXkaH, TPEOYIOIMM JONOJHHTEIHHOTO H3YUCHUS U IPOBEPKH,

— A0 OJHOIr0 MecdIla CO THA PETHCTPAIlUH, II0 OCTAJIbHbBIM — HE Oosee 15 guei.

Cpoxk ucuncisercs B KaleHAapHbIX JHSX C IaThl TONHCAHNS JOKYMEHTA.

Ecnu nocnennuii neHs MCHONHEHWS TOKyMEHTa MPHXOMUTCSA Ha Hepabouywil JeHb, OH
IIOJJIEYKUT UCIIOJIHEHHUIO B IIPEIIECTBYIOMUIN eMy pabouuii 1eHb.

Ilpp HeoOXOAMMOCTH TpPOMNJIEHHS CpPOKA HKCIIOJHEHHS MTOKYMEHTa OTBETCTBEHHBIN
HCIIOJHUTENb IIPEACTAaB/IAeT Ha UMS PYKOBOIHUTENS 00pa3oBaTeIbHON OpraHH3alldy, NABIIErO
IIOpYYEHHE, MOTHBHPOBAHHYIO NPOCEOY O €ro MpoIUIeHHH He TO3JHee YeM 3a TpU AHA 0

HCTCUYEHHUs YCTAaHOBJIEHHOTO CPOKa, C 9YeM CBOEBPEMEHHO MepenaeTcs HHGOopMaIis B IPUEMHYIO
PYKOBOIUTENS 00pa30BaTEIbHON OpraHU3allkH.

Iopsinok CHATHSA JOKYMEHTOB ¢ KOHTPOJIS.

JIOKyMEeHTBI CHUMAIOTCSI ¢ KOHTPOJISI, €CITH PEIIEeHBI TIOCTABIeHHBIE B HUX BOIPOCHI MU
aBTOpaM JaH OTBET I10 CYIIECTBY.

Ecmu mo paspemaemMoMy BOIpPOCY OXKHIAeTCs OTBET, TO OH BMECTE€ C KONHEH OTBeTa
3adBUTEIO0 MOXKET HaXOUTHCS Y UCIIOTHUTENS Ha KOHTPOJIE.

IIpoMeXyTOUHBIM OTBET, PaBHO KaK M 3alpoc IO HCIOMHIEMOMY IOKYMEHTY MIIH
YaCTHYHOE HCIIOJIHEHHE IIOpYYEHMS, HE SBJSIETCS OCHOBAaHWEM I IIPHU3HAHHUS TOKYMEHTa
HCIIOJIHEHHBIM.

CHATB JOKyMEHT C KOHTPOJISI MOXKET TOJIBKO JIOJDKHOCTHOE JIUI0, KOTOPOE ITOCTaBUIIO €T0
Ha KOHTPOJIb.

OcHOBaHUEM [UIs CHSTHS C KOHTPOJS JOKYMEHTOB C IMOPYYEHHSMH PYKOBOAUTEISL

00pa3zoBaTeNbHON OpraHU3aIiy SBIIAETCS JOKYMEHT — OTBET, OAMUCAHHBINA PYKOBOIHUTENIEM, €TO
3aMCCTHTCJICM, III/I60 cnpaBKa 06 HCIIOJIHCHHU N ,HOK}’MCHTZI 3a IIoAIIMCBIO pyKOBO,E[I’ITCJ'DI

CTPYKTYPHOTO IOJpa3AeIICHHUS.
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Ecmu Bce mocTaBiieHHBIE B JOKYMEHTE BOIIPOCHI PEIICHBI B OIICPATHUBHOM IIOPAIKE, 0e3
IMOATOTOBKHA IMHMCHMEHHOI'O OTBETA, HCIOJHUTEIbL Ha AJOKYMEHTE MEIacT KpParKyro 3allucCh O
PECUICHHH BOIIPOCA, YKA3bIBACT NATy H IIOAMHCH, IIOCJIC Y€TO JOKYMEHT IIOMEINACTCA B ACJIO.

7.Yder u XxpaHeHHUe NedyaTel, ITAMIIOB H 0J1aHKOB.

OO6s3aTeNIBPHOMY yYeTy IOMJIeXaT BCE BHMIBI Ieyaredl W INTaMIoB, OIaHKM CTPOroi
OTYETHOCTH, KOMaHIUPOBOYHEIE YIOCTOBEPEHHUS, CITy)KeOHbIE 3ajaHusl, TPYJOBbIE KHIKKH.

Vyer Bcex medaTeil W IITAaMIIOB, HMEIOIIUXCSA B 00pa30BaTeIbHON OpraHM3alliy, BEAETCA
B CIICIHATIFHOM JXypHAJIe.

XKypHanbl ydeTa BKIIOYAIOTCS B HOMEHKNATYpy Jel. JIMCTBI HMX HyMEpYIOTCsd,
MIPOIIMBAIOTCS U ONIEUATHIBAIOTCSL.

[TeyaTH ¥ IITAMIIBI JOJDKHEI XPAaHATLCS B cel(ax MM METAUIHYECKHX MKadax.

OTBETCTBEHHOCTh 3a XpaHCHHWE W HCIOJb30BAHUE IIEUaTeW, INTAMIIOB HECYT JIMIA,
OTBETCTBEHHBIE 32 BEACHHE JIEJI0NPOU3BOICTRA.

YuuuroxeHue OJAHKOB IPOM3BOMUTCS IO aKTy C OTMETKOM B COOTBETCTBYIOILIMX
XKypHaJIax yderta.

[ledaTy u mTaMIbl YHHYTOXKAIOTCS 110 aKTY.

[TpoBepka HadWuMs MedaTed, MTaMIOB U ONAHKOB, a TAKXKe MOPANKA HUX XpaHEHUS U
UCIIOJIb30BAHUSI MPOU3BOJHUTCS KOMHCCHEH HE pEeXe OJHOro pasa B TOI OIHOBPEMEHHO C
IPOBEPKOH COCTOSHUSA JIENOIIPOU3BOICTBA.

8.CocTaBiieHHe HOMEHKJIATYPbI J€JI.

HomenknaTypa gen - 5T0 00s3aTeIbHBIN IS KaXIoH 00pa3oBaTeNbHOM OpraHu3aIii
CHCTEMATH3UPOBAHHEIA IepeUeHh HAUMEHOBAHHM (3ar0JIOBKOB) JIEJ, KOTOPEIE (POPMHUPYIOTCS C
yKa3aHUEM CPOKOB XpaHEHHS JeTl.

HomenknaTypa aen ImpeiHa3HadyeHa Ui YCTAaHOBKH B 0Opa30BATENLHOM OpraHHU3aIlui

COUHOTO IIOpsSAaKa d)OpMI/IpOBaHI/ISI JCII, obecrneyeHUsT HMX y4e€Ta, OIEPaTHUBHOIO IIOHCKa
JOKYMEHTOB 10 UX COACPIKAaHHUIO H BUAY, OIPEACTICHU CPOKOB XpaHCHUS ACII A ABJIICTCA OCHOBOH

U1 COCTABIIEHMS ONMCEN JIeJ MMOCTOSHHOTO U AMuTeabHOro (cBpime 10 jeT) XpaHeHus, a TaKkKe
JUIS ydeTa Aell BpeMeHHOro (10 10 neT BKIIOYUTENbHO) XpaHEHH .

B rpade 1 HoMeHKIATYpHI e IPOCTABIISIOTCA UHAEKCHI KaXI0T0 Jiejia, BKIIIOYCHHOTO B
HOMEHKJIATypy. MHIeKC aerna COCTOUT U3 IU(POBOro 0003HAYEHHUs M3 INTATHOTO PAaCIHCAHUA
o0pasoBareNbHONM OpraHu3aluy (Koja) W IOPSIKOBOIO HOMEpa 3arojoBKa Jieyia 1o
HOMeHKJIaType. VHaekcs! aein 0603HavaroTcs apabCKuMH U paMH.

[Ipumep —

12-05, rme 12 — o6o3uayeHue (kox), 05 — MOpSAOKOBBIA HOMED 3arojIOBKa Jiejia B pa3/iene
HOMEHKJIATyphI JIEl.

B rpadee 2 HOMEHKIATYPEI JeJ1 IPOIUCHIBAIOTCS 3ar0JI0OBKH JEL.

3aroNoBOK JieNa JOJ/DKEH YETKO B CkaTod 0000ImeHHOH (opMe oToOpaXkaTb COCTaB H
coJiepXKaHue TOKyMEHTOB JIelia.

I'padpa 3 HOMEHKJIATYpHI JEN 3aloJHAETCS B TeYeHHWE KaJICHAApHOTO roja — Ipd
(bOpMHpOBaHI/II/I HOBOTO IeJia, MpU 3aKPEITHH ejla U 110 OKOHYaHHUH KaJICHAapHOI'O roaa.

B rpade 4 ykasbiBaeTcs CpPOK XpaHEHHs Jejla, HOMeEpa CTaTed IO THIIOBOMY HIIM
BEIOMCTBEHHOMY IIEpEUHI0, (henepaTbHOMY 3aKOHY HIH HHOMY HOPMaTHBHOMY IIPaBOBOMY aKTy,
a MPHU UX OTCYTCTBMH — IT0 TUTIOBOM WJIM IPUMEPHON HOMEHKIIATYype .
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B rpade S «IIprmvedanue» yka3pIBatOTCs ClIENAAIBHLIE CPOKH XPAHCHHUS, TIPOCTABIIAIOTCS
OTMETKH O 3aBeJICHUH JIeJT (B TOM YHCIIe B 3JIEKTPOHHOM BHJIE), O BBIIETIEHUH I K YHUYTOXKEHUIO
10 MCTEYECHHUH CPOKOB MIX XpaHEHHs, O MECTE XPAHECHHUs MIOUIMHHUKOB JOKYMEHTOB, O Iepeaate
JIeN B IPYTYIO OPraHU3aIHIo ULl IPOJOJDKEHHS B JIP.

9. ®opmupoBanue U 0popMIICHHE eI,

®opvupoBaHue el
dopmupoBaH#e el - 3TO IPYIIIHPOBKA HCIIOJIHEHHBIX TOKYMEHTOB B JI€/Ia B COOTBETCTBUH
C HOMEHKJIATypO# Jiell.

Bo Bpems (OpMHpOBaHHsS €N CICAyeT MPUACPKUBATHCA TaKMX OOIMMX TMPaBHIL: -

IOMelIaTh B JI€jla TOJBKO HCIOJHEHHBIE JTOKYMEHTBI B COOTBETCTBHH C 3arojIoBKamMH €T B
HOMCHKJIATYpE;

- IPYNIIMPOBATH B JI€Na TOKYMEHTHI, BHIIOJIHEHHBIE B TEYEHUE OTHOTO KAJIICHAAPHOTO
roma (01.01-31.12), 3a HCKITIOUEHHEM TIEPEXOAALIMX el (BEIyTcsl B TEUCHHE HECKONBKUX JIET),
JIUYHBIX 1€,

= IIOMEIATE B Jiejia TOJIBKO OPHUTHHAJIBI HJTH, B ClIy4dae UX OTCYTCTBHA, 3aBCPECHHEIC B
YCTaHOBJICHHOM ITOPAIKE KOIIMUA JOKYMEHTOB,

" HE [OIyCKaTh BKIIOYCHHMI B JI€lla YEPHOBBLIX, JHYHBIX JOKYMEHTOB,
PasMHOXCHHBIX KOITNH B JOKYMEHTOB, IIOJJICXKAIIIUX BO3BpATy; pa3AciIbHO T'pyIIIApOBaTh B ACJIa
JOKYMEHTBI TIOCTOAHHOI'O U BPpEMCHHOT'O XPaHCHU,

- 110 06BEMY JIeN0 He T0JDKHO mpeBbinath 250 mactoB (30-40 MM TOMIIMHOM).

PacrionoxeHue JOKyMEHTOB BHYTPH J€JT IIPOU3BOIUTCS B XPOHOJIOTHYECKOM MOPSAKE, IPU
KOTOpOM HauboJiee paHHUE JOKYMEHTHI PACcIoNaratoTcs B Havdale [ena.

ITono)KeHus, TpaBuWia, WHCTPYKIHH K T. I, YTBEPKAEHHBIE DPACIOPSAUTEIBHBIMU
JOKYMEHTaMH, IPYIITHPYIOTCS BMECTE C YKa3aHHBIMH JOKYMEHTaMHU.

ITprKa3ssl [0 OCHOBHO# NeATENFHOCTH (HOPMHUPYIOTCS OTAEIBHO OT IIPUKA30B II0 KaJPOBBIM
BOIIpocaM (JIMYHOMY COCTaBy) (Ha3HA4YeHWE, IEepeMeIeHUe, YBOIbHEHHE COTPYIHHKOB) M OT
MIPUKa30B 00 OTITyCKaX, KOMaHIUPOBKaxX M T.J.

[TpoTOKONBEI 3aceqaHuil KOJUISTHANBHBIX OPraHoOB 00pa3oBaTeNbHOM OpraHu3aluy
TPYNIHUPYIOTCS B €jia B XPOHOJOTHYECKOM ITIOPSIIKE M 110 HOMEpaM B Ipenesnax KajleHIapHoro
roza. JIOKyMeHTHI K 3acelaHusIM YKa3aHHBIX OPraHOB CHCTEMATU3UPYIOTCS 110 AaTaM U HOMEpaM
IPOTOKOJIOB, a B IpeleiaX TPYIIbl JOKYMEHTOB, KOTOPhIE KACalOTCs OJHOrO IPOTOKOJA, - I10
IIOBECTKE [IHS 3aCeIaHusl.

IlepemucKy ciefyeT IpyNIIMpOBAaTh B Jejia 3a IEPHOA KaleHapHoro roxa. B nemo
IIEepENHCKY MOMEIIAOTCS BCe JTOKYMEHTHI, BO3HHKINME B XOfe pemneHus sompoca. [lepemucka
CHCTEMATH3UPYETCS B XPOHOJIOTHUECKOH MOC/IeI0BATENbHOCTH; TOKYMEHT OTBET IIOMEIIAETCA 32
JIOKYMEHTOM-3aIIPOCOM.

Odopmiaenue ge.
Jlena 0OpasoBaTebHOM OpraHU3alMy MOANeXaT O(QOPMIIEHHIO TIPH WX 3aBEICHHH M IO
3aBEpIIIeHUH T0/1a.

OdopMmieHne fela — HOATOTOBKA JeNa K XPaHEHHIO BKIIOYACT B ceOf KOMILIEKC paboT Mo
OIMCAHUIO [eIa Ha OOJOXKKe, TOJIIMBKE, HyMEPAIUK JIUCTOB M COCTABIECHHIO 3aBCPUTEIBHOM
Haamucu. OdopmieHue fel IPOBOAUTCS pabOTHUKAMHU OPTaHH3AIHU, B 00S3aHHOCTH KOTOPBIX
BXOOUT 3aBejieHHe W (DopMHpOBaHHE e, IPH METOJUYECKOW MOMOMIMA U IIOJ KOHTPOJIEM

OTBETCTBCHHOI'O 34 apXUB 06pa30BaT€J'IBHOI71 OpraHusaiuu.
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B 3aBMCHMOCTH OT CPOKOB XPaHEHHs ITPOBOIKMTCS IOJHOE WM 9ACTHYHOE O(OpPMIIEHHUE
Ied.
[lonzomy oopmieHHIO HOIIEXAT efida HMOCTOSHHOIO, BPeMEHHOro (cBemme 10 Jer)

XpaHeHus (10 JIMYHOMY COCTaBY, JIMYHbIC 1eJIa YBOJECHHBIX paboTHHKOB). IlonHoe opopMueHHe
IeTia IpeayCMaTPUBAET:

* IIOJUIMBKY HJIM TBEP/bIH MEpeIUieT Aea;

. HyMEpallUIO JINCTOB B JEJIE;

" COCTaBJICHHUE JIMCTA-3aBEPUTEIIS;

. COCTaBJIEHHE B OCOOBIX CiTydasx (Tpu oOPMIICHHH JTHYHBIX A€, /I yUeTa

0c000 IEHHBIX JOKYMEHTOB) BHYTPEHHEHN ONUCH JIOKYMEHTOB JIENa;

. BHECEHHE HEOOXOIMMBIX YTOYHEHHH B PEKBHU3UTHI OOJOXKH Jena
(yTouHeHHE Ha3BaHUS I0pa3Ie]IeHus], HHIEKCA U 3aroJIOBKa Jejia, JaThl JeNa | 1p. ).

Hena BpemeHHoro (mo 10 neT BKIIOYUTENHHO) XpaHEHHUS IIOMIEKAT YACTHUHOMY
otbopmieruto. Jlomyckaeres:

® XPaHUTh Jiejia B CKOPOCIITUBATEILAX,

¢ HE IMPOBOOUTE IIEPECUCTEMATH3AIHIO TIOKYMCHTOB B I€JIC,
o JIUCTBI €Jia HE HYyMEPOBAaTh,

® 3aBCPUTCIIBHBIC HAAIIUCH HE COCTaBIIAITh.

JIOKyMeHTEI, ToJiIeXKalIye MoMHOMY O0GOPMIICHHIO, TOIUIMBAIOT HA YETHIPE MPOKOJA B
TBEPIYIO 00JIOXKKY U3 KapTOHA HIIM IIEPEIIETAIOTCS C YYETOM BO3MOYKHOCTH CBOOOIHOTO UTEHHUS
TEKCTa BCeX NOKYMEHTOB, JaT, BU3 M Pe30JIOLMH Ha HUX. [IpU moAroToBKke nen K IOJIIKBKE
(mepemieTy) METaIHYECKHE CKPEILICHHs (CKOObI, CKPENKH) U3 IOKYMEHTOB yHausioTcs. Jlena
IIOCTOSIHHOTO XPaHEHMs, COCTOSIIHE M3 He(QOpMATHHIX JIOKYMEHTOB, XPaHSATCS B 3aKPBITBHIX
TBEP/BIX MAIKax C TPEMS KJIallaHAMU U C 3aBS3KaMH.

IIpyn Hanuuuy B eie HeBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (TPYIOBBIX KHIIKEK H JIp.)
3TH JOKYMEHTBI BKIIAJbIBAIOTCS B KOHBEPT, KOTOPBIA 3aTeM MOMINMBAeTCsA B 3TO neno. [lpu
HaIM4uK OOJBINOrO KOJNHYECTBA TaKUX TOKYMEHTOB OHH MOTYT H3BIMAThCS M3 JIeN, U HA HHX
COCTaBJIAETCSI OT/IENIbHAS OTUCH.

B xoHI1E KX I0T0 JieJia IO IIIHBAIOTCS YUCThIE OaHKu GOpM IS 3aBEPUTETLHOM Ha IITUCH.

B nemax obecneyenns COXpaHHOCTH M 3aKPEIICHHS OPSIKA PACTIONOKEHHSI JOKYMEHTOB,
BKJIFOYEHHBIX B JIENIO, BCE JIUCTHI, KPOME 3aBEPUTENILHOTO, HYMEPYIOTCS apabCKuMu nudpamMu B
[IpaBOM BEPXHEM YTIIy, HE 3a/1€Basi TEKCTa JOKYMEHTa, IPOCTHIM I'padHUecKUM KapaHAaoM HIIH
HyMepaTopoM. YIIOTpeOJIeHHEe YEepHMJI M [BETHBIX KapaHIAmled JUii HyMepaldHl JIFCTOB
3ampeInaeTcs. BHyTpeHHSSI ONKMCh UMEET CaMOCTOSATENbHYIO HyMEPAIlHIO.

JIMCTBI [e)1, COCTOSINUX M3 HECKOJBKHUX TOMOB HIIH YacTed, HyMEpPYIOTCS M0 KaKIOMY
TOMY MJIM YaCTH OTHEIBHO.

@ororpaduu, UEPTEXH, OUArPaMMBl M JApyrHe HIUIIOCTPATHBHBIE M crenuduueckue
JOKYMEHTEI, IIPEACTABILAIONINE CAMOCTOSTENBHBIN JIUCT B Jelie, HyMepYIOTCs Ha 0OOpOTHOMH
CTOPOHE B JIEBOM BEPXHEM YTITy.

CrnoxxeHHBIH THMCT pa3BOpayMBacTCs M HyMEpYeTcsl B MPaBOM BepxHeM yriy. [Ipu sTom
aucT modoro ¢popmara, IOAIIHTEIA 3a OAHH Kpal, HyMepyeTca KaK OAHH JIHCT; JTHCT, CI0KEHHBIH
U MOJIINTEIA 3a CEpeuHy, MIOJUICXKHUT IIEPEIUBKE H HyMepyeTcs KaK OJTHH JIUCT.

IoamuTele B 1E710 KOHBEPTHI C BIOXKEHHSIMH HyMEPYIOTCS; IIPH 3TOM BHadaJle HyMepyeTcs
KOHBEPT, a 3aTEM O4ePEeIHBIM HOMEPOM KaXKI0€ BIIO)KECHHE B KOHBEPTE.
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IommuTele B €10 JOKYMEHTHI C COOCTBEHHON HyMepaluei JIHMCcTOB (BKIIFOYAs Te4aTHbIE
U3J1aHUsA) MOTYT HyMEpOBaThCs B OOIIEM IOPSIKE WIIH COXPAHITh COOCTBEHHYIO HYyMEpPAaIlHuio,
€CIIH OHA COOTBETCTBYET IOPAIKOBOMY PACIIOJIOKEHHIO JIUCTOB B JIETIE.

B cinygasx oOHapyxeHHs OONBIIOrO yuclia OMMOOK B HyMEpalud JIMCTOB JEla B
NENONPOU3BOACTBE IIPOBOMHUTCA HX IlepeHyMepauus. lIpu mnepeHymepammu JIHCTOB cTapble
HOMeEpa 3a4E€PKUBAIOTCS OJHOW HAKIIOHHOW 4EpTOM M PSIOM CTAaBUTCS HOBBIM HOMEp JIUCTA; B
KOHIIE JI€lla COCTaBIIIETCS HOBAsl 3aBEPHUTENbHAs HAJINCh, [IPH 3TOM CTapas 3aBEpUTEIIbHAL
HAJIHCh 3a4EPKUBAETCS, HO COXPAHIETCS B JEIIE.

Jlia yuera KonuMdecTBa JIMCTOB B Jiefie W (HUKcauu OCOOCHHOCTEH HX HyMepaluu
COCTaBJIETCS 3aBEPUTENIbHAS HaAUUCh Aena. OHa coCTaBiIsI€TCA B [I€€ HA OTAEIBHOM JINCTE —
3aBepuTelle [ela. 3aBepUuTeNnbHas HaJIIUCh COCTaBIIIETCS 110 YCTaHOBIECHHOH (opMe.

Bce mocnemyromiye H3MEHEHHS B COCTaBe M COCTOSHHM Jeia (TOBpEXACHHUA, 3aMeEHa
HOJUIMHHEIX IOKYMEHTOB KOIHUSAMH, IIPUCOCIUHEHNE HOBBIX JOKYMEHTOB H T. JI.) OTMEYAlOTCS B
3aBEPUTENHHOM HAIIUCH CO CCBUIKOM Ha COOTBETCTBYIOLIUH aKT.

OG6noxkka fen IMOCTOSHHOTO, BpeMeHHOTo (cBbime 10 jeT) XpaHEeHHs U IO JIAYHOMY
cocTaBy 0(OpMIISETCS 10 YCTAaHOBIEHHOM opMe.

Ha ob6noxke nenm NOCTOSHHOIO XpaHEHHWs BBEPXY IPEAYCMAaTPUBAETCA MECTO JUIf
Ha¥MEHOBAaHHUS I'OCYJapCTBEHHOIO apXUBa, B KOTOPHIA OHU OyAyT IEpeaHbl, a TAKIKE apXHBHOTO
mudpa B IpaBOM BEpXHEM H JIEBOM HIDKHEM yTJax.

ITpu odopmnernu 06n0XKU Aen HauMeHoBaHWe IITKOIBI yKa3bIBa€TCA IIOJHOCTBIO II0
yCTaBy, B AMEHUTEIBHOM IaJEKe, COKpAIlEHHOE Ha3BaHHUE — B CKOOKax.

OG6s3aTeNnbHBIMUA PEKBU3UTAMH OOJIOXKKH JeNa SIBIIETCS yKa3aHHe KOJIMYECTBA JIACTOB B
Jiene, KOTOpOe IPOCTaBISIETCS] HA OCHOBAaHWM 3aBEPUTEIILHON HAIIIUCH [IENa, U CPOKa XpaHEeHU
Iena (Ha Aenax MOCTOSHHOTO XpaHeHHS MUIIETCS: «XPaHUTh IOCTOSHHOY ), KOTOPBIA IEPEHOCHTCS
Ha 00JIOXKKY Jiesia i3 HOMEHKIIATyphlI II0CIIe CBEPKHU €r0 110 CPOKaM XPaHEHHUS B IIEPEUHE.

JUis ydeTa NOKYMEHTOB OIPEAETICHHBIX KaTeropuil el IMOCTOSHHOIO U BPEMEHHOIO
(cBpime 10 meT) xpaHeHHs, Y4eT KOTOPHIX BBI3bIBA€TCS CHEUU(UKON NaHHOM NOKYMEHTALUU
(JiuuyHbIe Hena, 0co00 EHHBIE), COCTABIAETCS BHYTPEHHSSI OITUCH TOKYMEHTOB €A,

BryTpenHI010 onucs HE0OXOIUMO TaK)Ke COCTABIISTh B J€JIaX IOCTOSHHOIO ¥ BPEMEHHOTO
(cBpuue 10 jieT) xpaHeHHsA, COPMHUPOBAHHBIX 10 PA3HOBHUIHOCTAM HAOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE CONEPKaHUE TOKYMEHTOB.

BHyTpeHHSISI ONKMCH COCTABIAETCS HA OTAENBHOM JIMCTE IO YCTAHOBJICHHOH QopMme,
KOTOpast COIEPXKUT CBEICHUS O MOPSAKOBBIX HOMEpax NOKYMEHTOB Jejla, MX HMHJICKCaX, JAaTax,
3aroJI0BKax M HOMEpax JIMCTOB JIeNa, Ha KOTOPBIX PAaCIOIOKEH KKl JOKYMEHT.

K BHyTpeHHel ommcu Aefia COCTaBIISIETCS WTOTOBasl 3alllCh, B KOTOPOH YKa3bIBa€TCS
nuppaMy U MPOMUCHI0 KOJIMUECTBO BKIIIOUEHHBIX B HEE NOKYMEHTOB H KOJIMYECTBO JIMCTOB
BHYTPEHHEN OIUCH.

BryTpeHHss onuch MOANMKUCHIBACTCS €€ COCTABUTENIEM C YKa3aHUEM JOJDKHOCTH, ITO/IITHUCH,
pacmudpoBKH MOAIUCH U HYMEPYETCs B JIeJie OTAEIHHO.

10.XpaHeHHe 1 YHHYTOKEHHE JOKYMEHTOB.

JIOKyMeHTHI (Iena) ¢ MOMEHTa CO3JaHus (IONydeHHs) Uik (GOpMUPOBAHUS XPaHATCS B
OpraHM3aluy 10 Iepeadyd apXUBHOMY YUPEKICHHUIO.

PykoBoauTENb 00pA30BaTENBLHOM OPraHU3AMN U CIIENHATEHO Ha3HAYEHHOE U0 (JIMIIa)
00s13aHbI 00eceYnTh XpaHeHue TOKYMEHTOB U Jel.

Jlerna TO/KHBI XPAaHUTHCS B BEPTHKAILHOM TIOJI0KEHUH B ITKa(ax, KOTOPBIE 3aKPHIBAIOTCS.
Ha xopemrkax 0610xeK Aen yka3pIBarOTCsl HOMepa Jell.
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Beinaga nen Bo BpeMEHHOE IIOIB30BaHHE PabOTHHKAaM 06pa3oBaTENbHOM OpraHH3aIliH
OCYIIECTBIIIETCA C YCTHOTO PaspelleHHs €ro PyKOBOIWTEINS, & APYTHM YUPEKIECHHSAM - C €ro
MIUCBMEHHOTO pasperienus. Ha BelIaHHOE €10 COCTaBIseTCst KapTOUKa - 3aMeHHTeNb. B kapTouke
YKa3pIBAOTCS HOMED JIEN1a, 3ar0JI0BOK JIeia, aTa €T BBLIAYH, JIULI0, KOTOPOMY JISJIO BEIIAHO, 1aTa
€0 BO3Bpara, IOAIIHNCH JIUII, KOTOPBIC BBIJAIH M IIPHHAIH OCIIO.

IIpenocrapnenue fen Bo BpeMEHHOE MOJb30BaHUE OCYIIECTBIIETCS He HOoee YeM Ha OI|H
MECSII.

V3bsaTHE TOKYMEHTOB H3 JIeJIa IIOCTOSHHOTO XPaHEHHM 3aMpelnaeTcs. B HCKIIOunTeBHBIX
Clydasx H3bATHE IOKYMEHTOB JOIyCKaeTCs C pa3pelleHuss PYKOBOIAMTENS 0OPa3oBATENBHON
OpraHH3alKH C 00A3aTeIbHBIM OCTABICHHEM B [leJIe 3aBEPEHHBIX JOJDKHEIM 06pa3oM KOIHH.

Ilocne OKOHYAaHHS CpOKa XPaHEHHs IOKYMEHTOB, KOTOpHle He IIOUIEKAT Ilepenaue
ApXHUBHBIM YUPEXKICHUSIM, TOKYMEHTHI CIIUCHIBAIOTCS KOMUCCHEH 00pa30oBaTeIbHON OpraHu3allii
[0 TPOBEICHUIO OSKCIEPTH3BI LEHHOCTH JOKYMEHTOB, KOTOPYHO Ha3HAdaeT pPYKOBOIHUTENb
o0pasoBaTenbHOM oOpraHmsanuy. Ha CHOHCaHHYIO [OKYMEHTAlMIO SKCIIEPTHAS KOMUCCHS
COCTaBJIIET COOTBETCTBYIOLIMM aKT.

CrucaHHas TOKyMEHTALMsI YHHYTOKAETCS.
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My#ununansaoe 610mKeTHOE 0611e06pa30BaTENBHOE YIPEKICHHE
«CrMpeportobeKast akaeMUIecKas TUMHA3HS

MYHHUIIUTIATEHOTO 00pa30BaHUs ropoaAcKoi okpyr CuMpepomnos
Pecry6auxu Kpeim

MOJIOZKEHUE Ne 4.1

0 BeIEeHUH JI€JIONPOU3BOACTBA U HOMEHKJIATYPHbI

B MyHunmnaisHoM 0ro1KkeTHOM 0011e00pa3oBaTe/ibHOM
yupexaenun «Cumdepononbckasi akageMuyecKasi THMHAZHS»
MYHUIHMNIAJIbHOr0 00pa3oBaHusi ropoackoii okpyr Cumdpeponons

Pecny6aukn Kpbim

r. Cumdbepomnons 2023
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1. O6mue mosoKeHMs.

Benenne nenosoit noxymentanuu B MBOY «Cumbepomnonbckas akaieMudecKas THMHA3HI»

r. Cumdepomons OCyIMECTBISETCS B COOTBETCTBHM CO CHEAYIOMUMH HOPMATUBHBIMU
JTOKyMEHTaMH:

= OenepanibHbIi 3aK0H OT 29.12.2012 Ne 273-03 «O06 obpa3zoBanuu B PoccuiicKoim
Oenepanuny;

- @enepanbHbIi 3aK0H 0T 27.07.2006 Ne 152-D3 «O nmepcoOHaNbHBIX JaHHBIXY,

- 3akon Pecmybmuku Kpemv ot 06.07.2015 Ne 131-3PK/2015 «O6 obpasoBanuu B
Pecniybnmuke Kpbm»;

= npuka3z @enepasbHOTO areHTCTBa II0 TEXHHUYECKOMY DPETYIHPOBAHHIO U
METPOJIOTHH MHUHHCTEPCTBA MPOMBIIUIEHHOCTH M Toprosiau Poccuiickoii ®@enepamuu OT
08.12.2016 Ne 2004-ct «O6 yTBep KIeHIH HAITMOHAIBLHOTO cTaHAapTa Poccuiickoi ®enepanumy;

- npuka3 @enepalbHOTO AareHTCTBA II0 TEXHHYECKOMY DPEryIMpPOBAHHIO U
METpOJIOTHH MUHHCTEPCTBA MPOMBIIIEHHOCTH U Toprosiau Poccuiickod @enepanuu ot
14.05.2018 Ne 244-ct «O6 yTBEep)KICHUN U3MEHEHHS] K HAIlMOHAJIFHOMY CTaHIapTy Poccuiickoi
Oenepanum;

- npukas ®enepanbHoro apxuBHOro arentctsa ot 20.12.2019 r. Ne 236 «O06
yTBepkaeHur llepedHss TUIOBBIX YIIPABICHYECKUX APXUBHBIX IOKYMEHTOB, 00pa3yOLIMXCs B
IpoIiecce AESTeNIbHOCTH TOCYAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CAMOYIIPABIICHHs U
OpraHu3anuil, ¢ yka3aHHeM CPOKOB UX XPaHEHHSN;

= npuka3 Munucrepersa npocsererns CCCP ot 30.12.1980 N 176 «O BBenenuu
B neiictere [lepeuns JOKYMEHTOB co cpokamu xpaHeHus Munuctepctsa mpocsemenus CCCP,
OpraHoB, YUpeXICHHH, OpraHu3anui CHCTEMBI MIPOCBEILEHHS.
MBOY «Cumdepononbekas akaneMuueckas ruMHasis» T. CuM@eporons BIPaBe NIPUMEHSITEH B
CBOCH MESATENBHOCTH 3JICKTPOHHBIA JOKYMEHTOOOOPOT, KOTOPBIH IpedyCcMaTpHBAET CO3MaHHE,
NOJNHUCAHNAE, WCIOJIb30BAaHUE M XPaHEHHE [OKyMEHTOB, CBS3aHHBIX C JEATEIBHOCTBHIO
o0pasoBaTeIbHOM OpraHu3aluy, B OJJIEKTPOHHOM Buae 0e3 IyOmupoBaHusS Ha OyMaKHOM
HOCHTETIE.

Bca nenoBas JOKyMEHTAIHsS XPAaHHUTCSA B CHEMHUAIBHO 00OPYIOBAHHBIX [TOMEIICHMIX, MKadax
unu ceiidax ¢ cobmonenueM tpeboBanuit demepansHoro 3akoHa Poccuiickoit @enepanuu OT
27.07.2006 Ne 152-®3 «O nmepcoHaIbHBIX JAHHBIX).

PaGorath ¢ JOKyMEHTaMH BHE CIIyKeOHBIX IOMEIICHHH 3alpeaeTcs.

2. JlokyMeHTBI 00pa3oBaTeIbLHOM OpraHu3anuu.

PykoBoauTenbs 0Opa30BATENLHON OpPraHH3allMHd KM JIUIO, WUCIONHSIONEE €ro O0S3aHHOCTH,
H3[aeT MPHKA3bl, HHCTPYKIHUH, TpaBUia, TOJOXKEHUS, 00sS3aTeNIbHbIE Ul UCIOJHEHUS BCEMH
paboTHUKaMHU.

XOI[ 06CY)KHGHI/ISI BOIIPOCOB Ha 3acCCHaHHAX KOJIJICTHAIBHBIX OPraHOB, COBETOB, c06paH1/mx,
COBEIAHUAX H PEIICHHS, NPUHMMAaeMble Ha HHUX, (UKCHPYIOTCS B IpoTokonax.  Jls
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OCYIIIECTBIICHHS OTIEPATUBHBIX CBSI3€H C IPyTMMU OpPraHM3alisAMHU U rpaXkIaHaM¥ UCIIOIb3YIOTCSA
Takue OpPMEBI, KaK MAcbMa, (akChl, TeJIerpaMMEL, Teae(hOHOIpaMMBI.

Jlns ocylIecTBIEHHs TpUEeMa, YBOJBHEHHMS, IepeMEIeHHs PaOOTHHKOB, MPEIOCTABICHUA MM
OTIIyCKOB OGOPMIIAIOTCS TPYHAOBBIE NOTOBODBI, IIPHUKa3bl IO JIMYHOMY COCTaBy, 3asBJICHHI,
TPYAOBBIC KHHJ)KKH, JIMYHBIC KAPTOIKH H Ap.

YueOHO-TIefaroruueckas J0KyMeHTaL .

VyebHast MOKyMEHTAIMs — OTO KOJHMUYECTBEHHAs M KayeCTBEHHAs XapaKTepUCTHKH
COCTOAHHS y4eOHOM, METOIUYECKOM U BOCIHUTATEIFHOH paboThl 00pa3oBaTeIbHOM OpraHUu3aluHy.

[Temarorndyeckne pabOTHWKA I@IPH peaM3allii OCHOBHBIX 00ImIE00pa3oBaTebHBIX
IpPOrpaMM OCYIIECTBIIAIOT MOArOTOBKY CIEAyIollel mOoKyMeHTaumuu (mpukas MHHUCTEpCTBA
npocserenus Poccuiickoit ®@emeparmu ot 21.07.2022 No 582 «OO6 yTBEpICHUM IIE€peyHs
JTOKYMEHTAIlUM, MOATOTOBKA KOTOPOM OCYIIECTBISIETCS IIe[arorHdeCKUMH PabOTHUKAMHU IPH
pean3aliiy OCHOBHBIX 0011e00pa30BaTeIbHBIX IPOrPaMM»):

- pabouas mporpamMma yd4eOHOTO mpeaMeTa, ydeOHOro Kypca (B TOM HHCIE
BHEYPOUHOH IESTETBHOCTH), YIeOHOTO MOIYJIS;

- IJIAaH  BOCIMTAaTeNbHOM  paboTel (4 — TeJarormdeckux  pabOTHHUKOB,
OCYIIECTBIISIONTMX (YHKIIMHA KIACCHOTO PYKOBOJIUTENA);

- XapaKTepUCTHKA Ha oOyJaronierocs (Io 3ampocy).

[IxonpHBIE JOKYMEHTHI JOIDKHEI 0QOPMIIATECS CBOEBPEMEHHO, YEeTKO, pa3bop4uBo, 0e3
[IOTYMCTOK, IIOMAPOK, BHI3BIBAIOIIIMX COMHEHUE B IPABUIIBHOCTH BHECEHHBIX JaHHBIX.

3amucH B TOKYMEHTAX JOJIKHBI POU3BOIUTECS IIAPUKOBOM PYYKOM YEPHOTO LIBETA.

OwmbKa, JOMyIIEHHAs B TEeKCTe WM HUGPOBBIX HAHHBIX JOKYMEHTa, HCIPABIACTCA
CITeIYIONTAM 006pa3oM: OMHO0YHEIE CII0BA WK (B! 3aUePKUBAIOTCS TaK, YTOObI MOXKHO OBLIO
IIPOYECTh 3aUEPKHYTOE, a CBEPXY, OO PAIOM, MO0 Ha MOJIAX IMIIYTCS YTOYHECHHBIC JaHHBIE.
Bce BHeceHHBIE HCIpaBICHUS JJOJDKHBL OBITH OTOBOPEHBI M 3aBEPEHBI IMOANHUCSAMH JIUI,
0hOPMHUBIIUX HTOKYMEHT. 3a JJOCTOBEPHOCTH CBEICHMH, COAEpKAIIMXCS B JOKYMEHTaX,
Hamexainee X O(QOpMIIEHHE HECYT OTBETCTBEHHOCTh [OJDKHOCTHBIC JIMIA, MTOJIHMCABIINE
JIOKYMEHT.

B coctaB mokyMeHTOB 00pa3oBaTe/IbHOH OpraHUu3allii BXOISIT:

- OpraHH3alMOHHEIC JOKYMEHTHI,

-yCTaB OpraHH3alllH;

- JIOTOBOD C YUpPEAUTENEM;

- IOJIOYKEHUS O TOApa3AeNIeHUsX (IIPH HAJIU4HK);

- IIPaBOyCTaHABJIMBAIOIINE JOKYMEHTEL,

- JIOJDKHOCTHBIE MHCTPYKIIMU COTPYIHUKOB;

- KOJUIEKTHBHBIH JOTOBOD;

- IITaTHOE PACIHUCAHUE;

- [paBWJia BHYTPEHHEro TPYIOBOIO PACIOpsAAKa U Jp.

PacnopsimuTenbHbIe JOKYMEHTBI:

- TpUKAa3bl;

- pacropsDKEHHUS;

- MHCTPYKIHH U Jp.

HudopmaninoHHO-CIIpaBOIHBIC JOKYMEHTEI:

- MPOTOKOJBI; - [IJIaHBI;

- OTYETHI;

- CIpaBKH U Jp.
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Bce xuuru u KypHaJIbl, KOTOPhIE BEOAYTCA B 06p330BaTeJIBHBIX opraHu3anygax Ha 6YMa>KHBIX
HOCHUTEIIAX, IOCTPAaHHUYHO IIPOHYMEPOBBIBAIOTCH, IPOIIHYPOBBIBAIOTCA H IMOAITUCBIBAIOTCA
PYKOBOJUTCIICM. Iloamuck PYKOBOJAUTEIIA 3aBEPACTC I1I€HATHIO 06pa30BaT€HBHOfI opraHu3anuu.

3. IIpaBuaa opopmiieHHsI JTOKYMEHTOB

OcHoBHBIe TpeOOBaHHUSA N0 0(hOPMJICHHIO JOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3/aBaThCs Ha OYMa)XKHOM HOCHTENe M B JJIEKTPOHHOH (opme ¢
COOJIO/IEHHEM YCTaHOBIIEHHBIX IIPAaBUI OOPMIIEHHS IOKYMEHTOB.

IIpy co3maHuM NOKyMEHTa Ha JAByX M 0ojee CTpaHHMLAX BTOPYIO K IOCIEHYIOLIHE
CTpaHHIIBl HyMEpYIOT.

JlomyckaeTcsi cO3JaHHe JOKYMEHTOB Ha JIMIEBOM W 00OpOTHOH cropoHax mucra. [Ipu
JIBYCTOPOHHEM CO3JIaHHH JOKYMEHTOB IIMpPHHA JIEBOTO IO Ha JIMIEBOM CTOPOHE JIHMCTA H
IIPaBOTO TI0JIsSI HA 0OOPOTHOM CTOPOHE JIUCTA JOJDKHBI OBITh PaBHBI.

[peamnoyTHTENLHBIMI TAPHUTYPAMU U pa3MepaMu IpU(TOB I PEKBU3UTOB JOKYMEHTA
aeisrores Ne 12,13,14.

I[Tpu cocTaBieHuH TabIMI] JOMYCKAETCS HCIOIB30BaHKE MIPH(YTOB MEHBIIHX Pa3MEPOB.

AO3aITHbIi OTCTY TEKCTa JOKYMeHTa - 1,25 cM.

3arojoBKA pa3fesioB W MOApa3[esioB MedyaraloTcss ¢ ab3allHBIM  OTCTYIIOM WA
IIEHTPUPYIOTCS 110 IAPUHE TEKCTA.

MHOroCTpOUHBIE PEKBH3UTHI IMEUATAIOTCS dYepe3 OAMH MEXCTPOYHBIA HHTEpBall,
COCTaBHBIE YACTH PEKBU3UTOB OTENIAIOTCA TOTIOIHUTEIBHBIM HHTEPBAIOM.

TexcT nokymeHTa neyataercs depes 1-1,5 MEeXCTpOUHBIX HHTEpBAA.

WaTepBan mexay OyKBaMHU B CJIOBAX - OOBIYHBIH.

WHTEpBaJI MEXIY CIIOBAMH - OJMH IPOOeL.

Teker mOKyMeHTa BBIPaBHHBAETCS IO MIMPHUHE JUCTA (II0 FPaHMIAM JIEBOTO M TPABOTO
HoJIeH TOKyMEHTa).

TekcT TOKyMEHTa TOJDKEH OBITh M3JI0KEH KPaTKo, PAMOTHO, IIOHATHO U 00BEKTUBHO, 6€3

IIOBTOPEHHUI M YIOTPeOJICHHS CIOB U 000POTOB, KOTOphIE HE HECYT CMBICIOBOM HArpys3ku, U
JOIDKEH KacaThCsl TOrO BOIPOCA, KOTOPBIA C(OPMYyIHpOBaH B 3aroJIOBKE K TEKCTy. Tekcrt

IOKyMeHTa OGOpPMIISETCS B BHIE CIUIONIHOTO CBS3HOIO TEKCTa HIIM TaOMIBL, HIH IIyTeM
coYeTaHus 3THX (PopM.
TeKCTHI CI0KHBIX M OONBIIUX 110 00BEMY JOKYMEHTOB (OKJIAIbI, OTYETHI U T.1.) AEIATCSA

Ha pa3leibl, MOApa3esbl, IyHKThI, MOAMNYHKTHL. IIyHKTEI M IMOJIYHKTHI B TEKCTE HyMEPYIOTCA
apabckumu nudpamu ¢ Toukoit. [Ipumep -

1.
1.1.
2,
2.1,
JIOKYMEHTEI, KaK MpaBuiio, 0hopMIIsIOTCs Ha OiaHKkax oOpa30BaTENIbHOM OpPraHU3aliy, IMEIOT
YCTAHOBIEHHBIM KOMIUIGKC O0O0S3aTeNbHBIX PEKBH3MTOB M CTAOMIBHBIA MOPSOOK  HX
PACTIONIOKEHHUSL.
brapky Ka)kmoro BHAA HM3rOTaBIMBAIOTCS HA OCHOBE YIJIOBOTO MM IPOAOIBHOIO
pasMelreHus peKBHU3UTOB.
PeKBU3UTEI 3aroNoBKa Pa3sMEMIAIOTCS [EHTPUPYEMbIM (HA4ano M KOHEI[ KaXIOW CTPOKU
PEKBU3HTA PABHO yJAIEeHBI OT IPAHHUIL 30HBI PACTIONOKEHHS PEKBU3HTOB) MIIH YTJIOBBIM (KaXKast
CTpOKA PEKBH3MTA HAYMHAETCS OT JIEBOH MPAHHUIIBI 30HBI PACIIOIOKEHHUS PEKBU3HUTOB) CIIOCOOOM.




image5.jpeg
JI7151 M3rOTOBIEHNS GIAHKOB HCIIONB3YIOTCS JUCTh! Oymary hopmara A4 (210 x 297 mm) 1 A5 (210
X 148 MUITUMETPOB).
Kaxplit TucT 10KyMeHTa, oOpMIICHHBIN Kak Ha ONaHKe, Tak ¥ 0€3 HEro, HO/DKEH UMETh

TOJISI HE MEHEE, MM:

nesoe - 20;

mpasoe - 10;

BepxHee - 20;

HmxkHee - 20.

JIOKyMEHTHI [UIATENbHBIX (CBhIIe 10 1eT) CpOKOB XpaHEHHMs TOJDKHBI HUMETE JICBOE II0JIE HE
MeHee 30 MM.

OdopmiieHne peKBU3UTOB J0KYMEHTOB.

ABTOp JOKYMEHTOB.
HauMenoBanue 06pa3oBaTeIbHOM OpraHu3aliy yKa3bIBA€TCA B TOYHOM COOTBETCTBUH C yCTABOM
oOpaszoBarenpHOM opranu3anud. CoKpallleHHOE HAaHMEHOBAHHE ITOMEIIACTCS IOJ| IOJHBIM
HaMMEHOBaHHUEM B CKOOKax.

HanmeHnoBanue CTPYKTYPHOT'O IIOAPA3NECICHU — aBTOpa NJOKYMCHTA HCIIOJIB3YETCA B OnaHKax
muceM U OJIaHKax KOHKPETHBIX BUAOB JOKYMEHTOB U YKa3bIBACTC 11O/ IIOJTHBIM H COKpaIl€HHbIM
HaUMCHOBAHUAMHA O6p3,30BaTCJIBHOI71 Opranu3anuu.

HaumenoBanue MODKHOCTH JIHIA — aBTOpa JOKYMEHTA UCIOJIB3YyCTCS B OJlaHKax JOKHOCTHBIX
JIMII M pacrojaracrcd noa HaumMEeHOBaHUEM O6paSOBaTeHBHOﬁ OpraHu3auvu.

HanMmenoBaHue NODKHOCTH JUllA — aBTOpa JOKYMEHTA YKa3bIBa€TCs B COOTBETCTBUH C
HanMEHOBAHUEM, IPUBECACHHBIM B PaCHOPSIAUTEIIEHOM JOKYMEHTE O HA3HAYCHHH Ha JOJIDKHOCTD.

CnpaBouHble JaHHbIE 00 00pa30BaTeILHONH OPraHHU3 AN,
CrpaBo4HBIE IaHHBIC 00 OpPraHM3aluy yKa3bIBalOTCs B ONaHKaX IIMCEM U BKIIOYAOT:

anmpec, HoMep Teiedona, dakc, ampec dIEKTPOHHOM IOYTHI, CETEBOM ajipec, a TaKKe OKIIO,
OI'PH, HH u KIIII opranuzanuu.

HaunmMeHoBaHHe BHAA JOKyMEHTA.

HauMeHnoBaHWe BHAa JOKYMEHTa, COCTABIEHHOTO OpraHu3alnueif, JOIDKHO OBITh
OIpEeNeNeH0 ycTaBoM (MOJIOXKEHHEM) U JOJDKHO COOTBETCTBOBATH HAaUMEHOBAHHAM BUJIOB
nokyMmeHToB, npenycmoTpeHHbIM OKV]I: akT, clipaBka, 3amMcKa, CBOAKA, OT3BIB, IPOTOKOIL,
CIIMCOK, H3BEIleHHe W 1p. PacmopsnurenbHBle JOKYMEHTHI OpraHM3allid H3JaloTCd  CO
CIIEIYIONTMMH HA3BaHUSMU: TIPHKA3, PACIIOPDKEHHUE.

HanMeHoBanue Bha U pa3HOBHIHOCTH TOKYMEHTA HE YKA3hIBACTCS B IMUCHMAX.

JlaTa moxymMeHTa.

JlaTa JOKyMEHTa COOTBETCTBYET IaTe MOAMUCAHUS (YTBEP)KICHHUA) JOKyMEHTa HIIM J1aTe
cOGBITHSI, 3aQHKCHPOBAHHOTO B JOKYMEHTE: apaOCKUMH HU(ppaMH, pasIeTCHHBIME TOYKOMH:
05.06.2021; cnoBecHo-1EpoBbM criocoboM: 5 urons 2021 1.

B TekcTax MOKYMEHTOB, COAEPKAIlUX CCHUIKA HAa HOPMATHBHBIC IIPABOBBIC AKThHI, H
TOKYMEHTOB, CONEPXKAIUX CBeleHHs (UHAHCOBOTO XapakTepa, MNPUMEHSIETCS CIIOBECHO
1 poBoii crIocod yka3aHus Jat Oe3 MPOCTaBICHUS Hyls B 0003HAUSHWH JHS MECAIa, CIIH OH
comepxut onHy 1udpy: 3 anpensd 2021 roxa.

PaspemraeTcs IPUMEHSTE CIIOBO «TO/» B COKPAILlEHHOM BapuaHTe «r»: 1 mions 2021 r.




