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HucTpykuus
10 BeJIeHUI0 1eJI0BOM JOKYMEHTAIIUM B
MBOY « Cpennsisi 061eo0pa3oBaresbHas mkojga Ne3 ¢

KPBIMCKOTATAPCKHUM SI3bIKOM 00y4eHHs» ropoackoro okpyra Cynak

1. O0mue moJ10KeHHUA

1.1. WHcTpykuusi 1O BEICHUIO JEIOBOM JOKyMeHTanuu (mamee — WHCTpyKims) B
MyHununaabsHOM OIOJKETHOM 0011e00pazoBaTeabHOM yupexaeHun «Cpennsst o0ueoOpa3oBaTeabHast
mkosnia Ne3 ¢ KPBIMCKOTaTapCKUM S3BIKOM 00y4deHus» ropojackoro okpyra Cymak (mainee - MBOY
«Cpennsas oOuieobpazoBarenbHas mkoia Ne3 ¢ KpbIMCKOTATapCKUM  SI3bIKOM OOy4YEHUS» T'OPOACKOro
okpyra Cynak).

Pa3zpaboraHa B COOTBETCTBUU CO CJAEAYIOIIMMH HOPMATUBHBIMU JOKYMEHTAMU

- ®enepanbHblil 3ak0H 0T 29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit denepaunn»;

- ®enepanbublii 3aK0H 0T 27.07.2006 Ne 152-D3 «O nepcoHaIbHBIX JaHHBIX»;

- 3akon Pecnyomuku Kpemv ot 06.07.2015 Ne 131-3PK/2015 «O6 obpa3zoBanuu B PecnyOnuke
Kpbim»;

- mnpukaz @PenepalbHOIO AareHTCTBAa MO TEXHUYECKOMY pETYJIUPOBAHUIO U  METPOJIOTHU
MuHuCTEepCTBa MTPOMBITINICHHOCTH U ToproBiu Poccuiickoit @eneparun ot 08.12.2016 Ne 2004-ct «O06
YTBEPKICHUM HAIIMOHAIBHOTO cTanaapra Pocculickon denepanuny;

- npuka3 @DeneparbHOr0 areHTCTBAa 10 TEXHUYECKOMY PpErylIMpOBAHUIO M METPOJIOTHH
MunucTepcTBa MPOMBIIIIICHHOCTH U ToproBiu Poccuiickoit @enepaunn or 14.05.2018 Ne 244-ct «O6
YTBEP)KJICHUU U3MEHEHUs K HallMOHAJIbHOMY cTaHIapTy Poccuiickoit deneparum»;

- npuka3z ®DenepanpHoro apxuBHoro areHtcrsa oT 20.12.2019 r. Ne 236 «OO0 yrBep»aeHUU
[lepeuHs THMOBBIX YNPaBJIEHYECKUX apXUBHBIX JOKYMEHTOB, 00Opa3yOLIMXCs B MIPOLECcCe AEATEIbHOCTU
roCy/1apCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CaMOYIIPAaBJIEHUsI M OpPraHU3allUi, ¢ YKa3aHHMEM CPOKOB
UX XpaHEHU»;

- npuka3z MunucrepcrBa npocsemenuss CCCP ot 30.12.1980 Ne 176 «O BBeneHuu B AelicTBHE

[lepeunss nokymMeHTOB co cpokamu XxpaHeHuss MunucrepcrBa mnpocsemenuss CCCP, opraHos,



YUPEKICHUH, OpraHU3alUi CUCTEMBI TPOCBELICHUS».

1.2. UHcTpyKius ycTaHaBIMBaeT oOmMe TpeOOBaHUS K BEIEHUIO JEJIOBOM JTOKyMEHTAllUUd B
MBOY «Cpenuss oOmieodpazoBarenbHas mikona Ne3 ¢ KPBIMCKOTaTapCKUM  SI3BIKOM  OOYYCHHS»
ropoackoro okpyra Cyzak.

1.3. Ilpumenenne MHCTPYKIIUU TOHKHO CITOCOOCTBOBATH (DOPMUPOBAHUIO O(DHIIHATEHO-IETIOBOTO
CTUJISI JIOKYMEHTOB, COKPAIIEHUIO 3aTpaT TpyJa U CPEICTB B MPOLECCE CO3JaHUsl JOKYMEHTOB.

1.4, WHcTpyKius pacnpOCTpaHSETCs Ha OpraHu3aluio paboThl ¢ JOKYMEHTAMH HE3aBUCHUMO OT
BUJIa HOCUTEIS, B TOM YHUCIIE DJIEKTPOHHBIMU JOKYMEHTaMH, BKJIIOYasl MOJrOTOBKY, 00pabOTKY, XpaHEeHUE
Y MCTIOTH30BAHKE JJOKYMEHTOB, OCYIIECTBIISIEMBIX ¢ TPUMEHEHHEM HH()OPMAIMOHHBIX TEXHOJIOTHH.

1.5. OcoGeHHocTH paboOTHI ¢ JOKYMEHTaMH, COAEPKAIUMHU KOH(PHUACHIIMATbHYIO HH(OPMAIUIO
(cmyxeOHYI0 U WHYIO TaifHy, MePCOHANILHBIC JaHHbBIC), PETYIUPYIOTCS CHEIUATBHBIMU HOPMATHBHBIMU
akTaMu  (MHCTPYKIUSIMH,  TOJOXEHUSIMH,  MpaBUJIAMH),  YTBEPKIAEMBbIMH  PYKOBOAMUTEIEM
0o0pa30BaTeIbHON OpraHU3aluy.

1.6. OTBETCTBEHHOCTh 3a OPraHM3AIMI0 U COCTOsHHUE aenonpousBoactBa B MBOY «Cpennss
obmreoOpaszoBarenpHas mkoaa Ne3 ¢ KppIMCKOTAaTapCKUM SI3BIKOM 00y4YeHUsD» ropojckoro okpyra Cymak
HECeT PYKOBOIUTENb, KOTOPBII:

- KOHTPOJHPYET COOJIOZIeHHE TpeOOBaHM YTBEP)KICHHOM B 00pa30BaTENbHONW OpraHU3aINH
WNHCTpyKIIMY 110 BEICHUIO JIEJIOBOM  JOKYMEHTAIIUU;

- IPOBOJIUT MPOBEPKY COCTOSHUSA JIEIOMPOU3BO/ICTBA;

- obecrmeunBaeT METOJUYECKOE PYKOBOJCTBO, MHCTPYKTaX M KOHTPOJIb 3a COONIOACHUEM
YCTaHOBJICHHOT'O TIOPSAKA pa0OThI ¢ JOKYMEHTAMU;

- HTHUIIMUPYET MOBBINIEHNE KBATM(PUKAINKA PAaOOTHUKOB 10 BOIIPOCAM JIETIONPOU3BO/ICTBA;

- YAOCTOBEPSET NOANUCHIO U NI€YaThI0 JOKYMEHTHI.

1.7. HenocpenctBenHo Bener nenonpou3BojctBo B MBOY «Cpennsisi o0meoOpa3oBaTenbHas
mikosia Ne3 ¢ KpbIMCKOTAaTapCKUM  SI3BIKOM OOYYEHHs» TopoJIcKoro okpyra Cynak Ienonpou3BOIUTENb
U (WIM) OTBETCTBEHHBIM 3a BEIEHUE JEIONPOU3BOJICTBA (Jajee — JCIONPOU3BOIUTENH), KOTOPBIN
Ha3HaydaeTcs Mnpukazom aupekropa MbOVY.

1.8. Jlenonpou3BOIUTENb B COOTBETCTBUH C BO3JIOKECHHBIMU Ha HETO 3a/JaYaMH:

- OCYIIECTBIISIET PETUCTPALIMIO U YUET TOKYMEHTOB;

- OpraHu3yeT JOKyMEHTO000pOoT, )OPMUPOBAHHUE LI, UX XPAHCHHC;

- OCYIIECTBJSET TEKYIIMHA KOHTPOJb 3a CBOEBPEMEHHBIM PACCMOTPEHHUEM U TMPOXOKIECHUEM
JIOKYMEHTOB 00pa30BaTeIbHON OpraHU3AIINH;

- obecrieuynBaeT COONIOJIGHWE EAWHBIX TpeOOBaHUI 1O TMOATOTOBKE JOKYMEHTOB U
OpraHu3aiyy paboThl ¢ HUIMU B YCIOBUSX AJIEKTPOHHOTO JOKYMEHTO000pOTa;

- 00o0maeT nHpopmMaIro 06 00beMax JOKyMEHTO000pOTa;



- opranusyet (opMHpOBaHHUE U XpaHEHUE TOKYMEHTAIMOHHOT0 (DOH/Ia U €ro UCIIOJIb30BaHUE.

1.9. O6pazoBatenpHasi OpraHu3alMs BIpaBe MPUMEHSITh B CBOCH JESITETBHOCTU JJIEKTPOHHBIH
JOKYMEHTOOOOPOT, KOTOPBI MpeayCMaTpHBaeT CO3/aHHUe, IMOIMCAHUE, WCIOIb30BAHWE M XPaHEHUE
JOKYMEHTOB, CBSI3aHHBIX C J€ATEIbHOCTBIO OOPa30BaTEIbHOW OpraHU3alllM, B 3JEKTPOHHOM BHE 0e3
nyOnupoBaHus Ha OyMaXHOM HocuTene. PerieHue o BBEIEHUU 3JEKTPOHHOTO TOKYMEHTOO0OpOTa U
HOPSIIOK €r0 OCYILIECTBICHUS YTBEP)KIAIOTCA 00pa30BaTeNbHONW OpraHM3alMeil 1Mo COrjacoBaHMIO C ee
YUPEIUTENEM.

1.20. Becs nenoBasi JOKYMEHTAIUsl XPaHUTCS B CIENHMAIbHO OOOPYAOBAHHBIX IOMEIICHUSX,
mkadax wm ceidax ¢ codmoaeHneMm tpedoBanmii denepanbHoro 3akona Poccuiickoit denepanuu ot
27.07.2006 Ne 152-®3 «O nepcoHAIbHBIX JTaHHBIX».

1.21. PabGotath ¢ JOKYMEHTaMH BHE CITy)KEOHBIX MOMEIICHU 3alpeIiaeTcs.

2. JlokyMeHTHI 00pa30BaTe/bHOI OpraHu3annu.

2.1. PykoBoauTenb 00Opa3oBaTeIbHOW OpraHM3allMy WU JIMLO, UCIIONHAOLIEEe ero 00sA3aHHOCTH,
U3JaeT TPUKa3bl, WHCTPYKIMH, TPABWIA, TOJOXKEHUS, O0Os3aTenbHble JUIS WCIOJHEHUS BCEMHU
pabOTHHKAMHU.

2.2. Xon oOCyXJIeHHUsI BOIIPOCOB Ha 3aCENaHUAX KOJUIETHAJIBbHBIX OpPraHOB, COBETOB, COOpaHUSX,
COBEIIIAHUAX U PEUICHUs, IPUHUMAEMbIC Ha HUX, PUKCUPYIOTCS B IPOTOKOJIAX.

2.3. Jlns ocylecTBIEHHUs] ONEPATUBHBIX CBA3€M C OPYTMMH OpPraHM3alMsSMH U TpakJaHaMHU
UCIOJIb3YIOTCS Takue (POpPMBI, Kak MUChMa, (haKchl, TEIErpaMMbl, Telle()OHOrPAMMBI.

2.4. ]Ins ocylecTBICHHS IprUeMa, YBOJIbHEHHs, TIepeMeIieHUs paOOTHUKOB, NPEJAOCTABICHUS UM
OTITYCKOB O(OPMIISIFOTCSI TPYJOBBIE JTOTOBOPHI, NMPUKA3bl 110 JIMYHOMY COCTaBY, 3asBICHHS, TPYIOBBIC

KHWKKH, JIMYHBIC KAPTOYKU U AP.

3. YueOHo-megarornyeckasi J0KyMeHTALMA.

3.1. YuebHast JOKyMEHTAIMsI — 3TO KOJIMYECTBEHHAs U KaYeCTBEHHAs! XapaKTEPUCTUKHU COCTOSIHUS
y4eOHOM, METOIMYECKON U BOCIIUTATENbHOM paboThl 00pa30BaTeIbHOM OpraHU3altH.

3.2. Ilenaroruveckre paOOTHUKH MPH pEAM3alUU OCHOBHBIX 00II€00pa3oBaTeIbHBIX MPOrpamMM
OCYILECTBIIAIOT IOJATOTOBKY CJeIylolell JOKyMeHTanuu (mpuka3 MHHHCTEpCTBA MPOCBELICHUS
Poccuiickoit @enepanuu ot 21.07.2022 Ne 582 «O06 yrBepkACHUU NEPEUHs JOKYMEHTAIUH, TOArOTOBKa
KOTOPOH  OCYILECTBISETCS  MEJarorM4ecKiMH  paOOTHMKaMHM  HpU  peain3allid  OCHOBHBIX
00111600pa30BaTENIbHBIX IPOTrPaMM»):

- palovasi mporpamMma y4eOHOro IpeaMmera, y4yeOHOro Kypca (B TOM 4HCJIE€ BHEYpPOUHOM
JEeATENIbHOCTH), y4eOHOTO MOIYJIS;

- )KypHaJI y4yeTa yCcreBaeMOCTH;



- JKYpPH&JI BHEYPOUHOH JAEATEJBHOCTH (JUId HEeJaroru4ecKux paOOTHUKOB, OCYLIECTBISIOLIMX
BHEYPOUHYIO JAEATENbHOCTD);

- IUTAaH BOCIUTATEIbHON paboThl (U1 MEAarornueckux pabOTHUKOB, OCYILECTBISIOMUX (QYHKIIMU
KJIACCHOT'O PYKOBOAUTEIA);

- XapaKTepUCTUKA Ha 00yvaromerocs (1o 3ampocy).

3.3. IlIkonbHBIE TOKYMEHTBI JOJDKHBI O(QOPMIISATHCS CBOEBPEMEHHO, UYETKO, pa3dopuuBo, 0Oe3
MOAYHMCTOK, TOMApOK, BHI3BIBAIOIINX COMHEHHE B IPABUILHOCTH BHECEHHBIX JTAHHBIX.

3.4. 3ancu B JOKyMEHTaxX JOKHbI IPOU3BOANTHCS MIAPUKOBOM PYUKOM CHHETO I[BEeTa.

3.5. Ommbka, AOmymIeHHass B TEKCTE WM LHQPPOBBIX [TaHHBIX JOKyMEHTA, HWCIPABIACTCS
clefyromuM o0pa3oM: OmIMOOYHBIE CIIOBA WM LU(PBI 3a4epPKUBAIOTCA TaK, 4TOOBI MOXKHO OBbLIO
IPOYECTh 3aYEPKHYTOE, a CBepXy, JHOO psmoM, OO Ha TMOMAX MHUINYTCS YTOUYHEHHBIE JaHHBIC. Bce
BHECEHHBIC HCIPABICHUS JOIKHBI OBITh OFOBOPEHBI M 3aBEPEHBl IMOAMMCAMHU JIHUIL, O(OPMHBILUX
JOKYMEHT. 3a JOCTOBEPHOCTh CBEICHHH, COIEp)KAIIMXCS B JOKYMEHTaX, HaJyuiexaliee ux opopmieHue
HECYT OTBETCTBEHHOCTb JIOJDKHOCTHBIE JIMIIA, TIOANMCABIINE JOKYMEHT.

B cocraB nokymMeHTOB 00pa30BaTeIbHOM OpraHU3aluy BXOJAT !

- Opeanu3ayuoHHbvle 00Kymernmul (YCTaB OPraHU3allMHU, JOTOBOP C YUPEAUTENEM, HONOKEHUS O
nojpasjieNieHus X (Ipyu HalIW4YMH), MPaBOYCTAaHABIUBAIOIINE JOKYMEHTHI, JOJKHOCTHBIE HHCTPYKLUHU
COTPY/IHUKOB, KOJUICKTUBHBIA JOroBOp, IITaTHOE paclHUCaHWe, MpaBWila BHYTPEHHETO TPYJIOBOIO
pacnopsika u ap.);

- pacnopsaoumenvHble 00Kymenmal (PUKA3bl, PACTIOPSHKECHUS, UHCTPYKIIAHU H JIP.);

- Hughopmayuonno-cnpasounvie 0okymenmol (IPOTOKOIBI, IUTAHBI, OTYETHI, CIIPABKH U JIP.)

3.6. Bce KHUATH W KypHAJIBI, KOTOPBIE BEAYTCS B 00pa30BaTEIbHBIX OPTaHU3AIUAX Ha OYMasKHBIX
HOCUTENSX, IOCTPAaHMYHO  IPOHYMEPOBBIBAIOTCS,  MPOIIHYPOBBIBAIOTCS U IOJINMUCHIBAIOTCA

pykoBoauteneM. [loanuchs pykoBoaUTENs 3aBEpsAETCS NeUaThio 00pa30oBaTeNbHOM OpraHu3aluu.

4. IlpaBuia opopmiieHNsI JTOKYMEHTOB

4.1. OcHoBHBIE TPeOOBAHUSA 10 0()OPMJIIEHHIO TOKYMEHTOB.

4.1.1. JIokyMeHTBI MOTYT CO3JaBaThCsi HAa OyMaXHOM HOCHUTEIIE W B JJIEKTPOHHOU (opme ¢
COOJIOICHUEM yCTaHOBJICHHBIX MTPaBUJI OPOPMIICHHUS TOKYMEHTOB.

4.1.2. Ilpu co3maHuy JOKyMEHTA Ha JBYX M 00JIee CTPAHHIIAX BTOPYIO M TIOCIICIYIOIINE CTPAHHIIBI
HYMEPYIOT.

4.1.3. Jlomyckaercss cOo3JaHHE JIOKYMEHTOB Ha JIMIICBOM W OOOpOTHOH cropoHax ymcra. [lpu
JBYCTOPOHHEM CO3[]aHMHU JIOKYMEHTOB LIMPHHA JIEBOTO NOJIA HA JIMLIEBOM CTOPOHE JINCTA M IPABOTO MOJIA
Ha 00OPOTHOM CTOPOHE JTUCTA JTOJIKHBI OBITH PABHBI.

4.1.4. TlpennodyTuTeabHbIMA TAPHUTYPAMHU U pa3MepaMu MIPUPTOB IJisi PEKBHU3UTOB JTOKYMEHTA



seistroTes Ne 12,13,14.

4.1.5. [Ipu cocTaBieHUH TaOIUI] IOMYCKAETCsl UCIIOIb30BaHUE MIPU(TOB MEHBIIUX Pa3MEPOB.

4.1.6. AG3aIHbIA OTCTYI TEKCTa JOKyMeHTa - 1,25 cm.

4.1.7. 3aromoBKM pazleNioB M TOJPA3JCIOB IeyaTaloTcss ¢ ab3alHbIM — OTCTYNIOM  HJIU
LHEHTPUPYIOTCA MO LIMPUHE TEKCTA.

4.1.8. MHOrocTpOYHbIe PEKBU3UTHI MIEYATAIOTCS Yepe3 OJUH MEKCTPOUYHBIN HHTEpPBa, COCTaBHbIE
YaCTU PEKBU3ZUTOB OTIEIISIOTCS IOMOIHUTENbHBIM HHTEPBAJIOM.

Tekcr nqokymMeHTa neyaraercs yepes 1-1,5 MeXCTpOUHBIX MHTEpBAJIA.

WuaTepBan Mexxay OyKBaMH B CJIOBaX - OOBIYHBIH.

WHTepBasl MEXIy CI0BaMU - OAUH IPoOelt.

4.1.9. TekcT NOKyMEHTa BBIPAaBHUBACTCS IO INMMPHUHE JHCTa (MO0 TpaHHUIAM JIEBOTO M IPAaBOTO
MoJIeH TOKyMEHTA).

4.1.10. HopMaTUBHBIMH aKTaMU OpraHU3alUd MOXET OBITh MPEIYCMOTPEHO BBIICICHUE
PEKBU3UTOB «aJlpecaTy, «3arojloBOK K TEKCTY» WU «IOAMUCHY», a TAKXKE OTJEIbHBIX ()PArMEHTOB TEKCTA
HOJTYKUPHBIM IIPHPTOM.

4.1.11. Tekct fOKyMEHTa AOHKEH OBITh U3JIOKEH KPaTKO, TPaMOTHO, TTOHITHO U 0OBEKTHBHO, 0€3
NOBTOPEHUH U YMOTpeOJIEHUs! CII0B U 00OPOTOB, KOTOPHIE HE HECYT CMBICIOBOH HArpys3ku, U JIOJKEH
KacaTbCsi TOI'O BONpPOCA, KOTOPBIM CQOPMYJIMPOBAH B 3aroJIoBKE€ K TEKCTy. TEKCT JOKyMeHTa
ohopmitsieTcst B BUJIE CIIOLIHOTO CBSI3HOT'O TEKCTA WIIM TaOJUILIbI, WK IyTEM COYETaHUs 3TUX (PopM.

4.1.12. TeKCTHI CIOXKHBIX M OOJBIINX M0 00BEMY JOKYMEHTOB (JIOKJIAIbI, OTYETHI M T.J.) JCIATCS
Ha pasfenbl, MOApa3zenbl, NyHKThl, NOAMYHKTHL. IIyHKTBI M MOAMYHKTBI B TEKCT€ HYMEPYIOTCS
apabckuMu udpamu ¢ TOYKOH.

ITpumep -

1.

1.1

2.

2.1.

4.1.13. JlokymeHTHl O(OpMISIFOTCS Ha (UPMEHHOM OJaHKe IIKOJbI, MMEIOT YCTaHOBJICHHBIN
KOMIIJIEKC 00s13aTeIbHBIX PEKBU3UTOB M CTAOUJIBHBIIN MOPAIOK UX PACIIONOKEHHUSL.

4.1.14. bnaHku KaXJIOr0 BHUJA HW3TOTABJIMBAIOTCS HA OCHOBE YIJOBOTO WM MPOAOIBLHOTO
pa3MelIeHNs PEKBU3UTOB.

4.1.15. PexBU3UTHI 3arojioBKa pa3MELIAlOTCs LIEHTPUPYEMBIM (HAayaJlo U KOHEL KaKJI0M CTPOKU
PEKBU3UTA PABHO YIAJIEHBI OT TPAHULl 30HBI PACIOIOKEHNUS PEKBU3UTOB) WIM YIIIOBBIM (KaXaas CTPOKa
PEKBHU3UTA HAYMHAETCS OT JIEBOW IPAHULIBI 30HBI PACIIONI0KEHUSI PEKBU3UTOB) CIIOCOOOM.

4.1.16. [{ns uzrotoBiieHHus OJJAHKOB MCIIOJIb3YIOTCS TUCThI OyMaru (opmata A4 (210 x 297 Mm) u



AS (210 x 148 mmmmumetpoB). Kaxasnii muct qokymeHTa, opopMIICHHBIN Kak Ha OJIaHKe, TaK U 0e3 HEero,
JIOJKEH UMETh T10JIs1 He MEHEe, MM:

sesoe - 20;

npasoe - 10;

BepxHee - 20;

HuxHee - 20.

JlokyMeHThI JyUTenbHBIX (cBbllIe 10 J1eT) CpOKOB XpaHEHHUs TOJKHBI HMETh JIEBOE 10JIE HE MEHEE

30 MMm.

4.2. OopmiieHnne peKBU3UTOB JOKYMEHTOB.

4.2.1. ABTOp 10KYMEHTOB.

HaumeHoBanue o0pa3oBaTenbHON OpraHU3allli YKa3bIBA€TCS B TOUHOM COOTBETCTBUU C YCTAaBOM
oOpaszoBaTenbHOM  opraHm3auuu. CokpalleHHOE HAaMMEHOBAaHHWE IMOMENIAEeTCS TMOJ  TOJHBIM
HAaUMEHOBAaHHEM B CKOOKaX.

HaumeHoBaHME CTPYKTYpHOTO MOApa3jeieHHus — aBTOpa JOKYMEHTa HCIONb3yeTcs B OaHKax
nuceM U OJIaHKax KOHKPETHBIX BHUIOB JOKYMEHTOB M YKAa3bIBA€TCsl MOJ IMOJHBIM U COKpAllleHHBIM
HAUMEHOBaHUSAMU 00pa30BaTENbHON OpraHU3allnu.

HaumeHoBanuve JODKHOCTH JiMLla — aBTopa JOKYMEHTAa HCIIOJb3yeTcss B OsiaHkax
JOKHOCTHBIX JIMII ¥ pacrojiaraeTcs ol HANMEHOBaHUEM 00pa30BaTeIbHOM OpraHU3aIiu.

HammeHoBaHWE JODKHOCTH JIMIIa — aBTOpA JIOKYMEHTAa YKa3blBaeTCI B COOTBETCTBUU C
HAaUMEHOBaHUEM, IPUBEICHHBIM B PACTIOPSIAUTEIHLHOM JOKYMEHTE O HA3HAYCHHUH Ha JOKHOCTD.

4.2.2. CnpaBoYHbIe JaHHBIE 00 00pa30BaTEILHOI OpPraHU3aNMH.

CrpaBouHble JaHHble 00 OpraHuM3alMM YKa3bIBaIOTCS B OllaHKax IMHCEM M BKIIOYAIOT:
azpec, Homep Tenedona, dakc, axpec IEKTPOHHOM MOUTHI, CETeBOM anpec, a Takxke OKIIO, OI'PH, UHH
u KIIII opranuszanumu.

4.2.3. HaumeHOBaHHUE BU/A TOKYMEHTA.

HaumeHoBaHue BuJa JOKYMEHTAa, COCTABJIIEHHOTO OpraHU3alued, JOMKHO OBITh OMpEenelIeHo
yCcTaBOM (IIOJIO)KEHWEM) M JIOJDKHO ~ COOTBETCTBOBAaTh ~ HAMMEHOBAaHUSIM  BUAOB  JIOKYMEHTOB,
npenycmoTpenubiM OKY /I akrt, cipaBka, 3aliuCKa, CBOAKA, OT3BIB, MPOTOKOJ, CIIMCOK, U3BEIICHHUE U JIP.
PacniopsimuTenbHble JOKYMEHTBl OpPTraHU3allMM  M3IAIOTCS CO  CICAYIOIIMMH HA3BaHUSIMH: IpHKas,
pacropsiKeHue.

HaumenoBanue Buaa 1 pa3HOBUIHOCTH JJOKYMEHTA HE YKA3bIBAETCS B MHChMaXx.

4.2. 4. laTta TOKyMeHTA.

Jlata m1oKyMeHTa COOTBETCTBYET JlaTe MOJNUCAHNUs (YTBEPKACHUS) TOKYMEHTA MIIN JaTe COOBITHS,

3a()UKCUPOBAHHOTO B JIOKYMEHTE: apabckumu mudpamu, pasaeneHHbiMu Toukoid: 05.06.2021; cioBecHo-



udpoBbIM crtocobom: 5 utonst 2021 r.

B TekcTax JOKYMEHTOB, COJAEpIKALINX CCHUIKM Ha HOPMATHUBHBIEC MPABOBbIE aKThl, U JTOKYMEHTOB,
COJIepKalliX CBeIeHUsl (PMHAHCOBOIO XapakTepa, MPUMEHSETCS CIOBECHO LU(POBON crocol yka3aHUs
nat 0e3 MpoCTaBJICHUS HYJISA B 0003HAUYEHUU JHS MecAlla, €CJIM OH COAEPKUT oaHy uudpy: 3 ampens
2021 roga. Pa3zpemiaercst mpuMEHSTH CJI0BO «T'0/1» B COKpAIIEHHOM BapuaHTe «r»: 1 urons 2021 r.

4.2.5. I'pu¢ orpanuveHus 10CTyNa K JOKYMEHTY.

[IpocTaBisieTcs B MpaBOM BEpPXHEM YINIy MNEpPBOro JUCTa JOKyMEHTa (IIPOEKTa JOKYMEHTa,
COIPOBOJUTEIBHOIO MUChMA K JOKYMEHTY) Ha TpaHMIIE BEPXHEro MOoJisi MpPU HAIUYUK B JIOKYMEHTE
uH(pOpMaIMK, TOCTYN K KOTOPOW OrpaHMuYEH B COOTBETCTBHM C 3aKOHOAATelIbCTBOM Poccuiickoin ®e-
nepauMu. B cocraB pekBHM3MTa BKIIIOYAETCS OrpaHUuYMTENbHass Haanuch: «/ng  ciayxeOHOrO
nosip3oBaHus Y, «KoHpuaeHmansHo», «IlepcoHanbHbIe TaHHBIEY WIN p.

[Tpumep -

IlepcoHajibHbIE TaHHbIE PA0OTHUKOB
k3. Ne 1
MyHununajinHoe 010/:keTHOe 001eo0pa3oBaTesibHOe yupe:kaeHue «lkoma Ne 3»
(MBOY IIkoxaa Ne 3)
LleHTp 10MOJTHUTEIHLHOI0 00Pa30BAHUA
INPUKA3
Bce BHU/bI FpI/I(l)OB OIrpaHUYCHUSA OOCTYyIIa K JOKYMCHTaM 3aKpPCIUIAIOTCA B JIOKAJIBHBIX AaKTax

00pa3oBaTeNbHON OpraHU3aIUH.

4.2.6. PerucTpauMoHHbIA HOMeEP T0KYMEHTA.

Perucrpaunonnslii Homep — uudpoBoe i OyKBeHHO-LM(POBOE 0003HAUEHUE, IPHUCBANBAEMOE
JOKYMEHTY IIPH €0 PErHCTPALHH.

Perucrpanus 1oKkyMeHTa MPOBOAUTCS MOCIE €0 MOJMUCAHUS WIN YTBEPKICHUS.

Jlyiss BHYTpEeHHHUX JOKYMEHTOB — MPHUKA30B, IPOTOKOJIOB — ATO MOPSAKOBBI HOMEp B IMpeenax
KaJIeHJapHOro roja/ yyeOHOro roja Mo KaxJIOoMy BUIY WIM Pa3HOBHJIHOCTH JOKYMEHTOB. B mpukaszax
PETUCTPAIIMOHHBII HOMEP MOXKET JIOTIOHATHCS OYKBEHHBIM HHJIEKCOM, 0003HAYAOIIIM Pa3HOBHIHOCTH.

JUis uCXOAIUX JOKYMEHTOB PEerHCTPAlMOHHBIA HOMEP COCTOUT H3:

1) mopsiIKoBOr0 HOMEpa B TIpeieax MacCUBa OTIPABIISIEMON KOPPECIIOHICHITIH;

2) uHJEKca Jiefla B COOTBETCTBUU ¢ HOMEHKJIATYPOH Jie)l 00pa30BaTebHON OpraHu3alny.

PernctpannoHHBIii  HOMEp IOKYMEHTa, COCTaBIEHHOTO COBMECTHO JByYMs U  Oomee
OpraHu3alMsIMHU, COCTOMT U3 PErMCTPALMOHHBIX HOMEPOB JOKYMEHTOB Ka)KIOH M3 ITHX OpraHU3alui,

IIPOCTABIIIEMBIX Y€pe3 KOCYIO UEepPTy B MOPSAIKE YKa3aHUs aBTOPOB B JOKYMEHTE.



4.2.7. CchblIKa HA PeruCTPAIMOHHBINA HOMEP H ATy JT0KYMEHTA.

Cchbulka Ha PETUCTPALMOHHBIA HOMEp M JIaTy JOKYMEHTa BKIIIOYaeT B ce0s PerucTpaliuOHHBIN
HOMEp U JaTy TOKYMEHTa, Ha KOTOPBI JTOJDKEH OBITh JaH OTBET.

Ccbulka Ha HOMEp U JaTy JOKYMEHTAa UCHONB3YETCS MpU O(GOPMICHUHM IMHUCEM, SIBISIFOIIMXCS
OTBETaMHU Ha IOCTYMHBIIEE MUCHMO (3ampoc, mpock0y U ap.). CBeAeHUsT B PEKBU3UT MEPEHOCITCS C
MOCTYIUBIIETO JOKYMEHTa W COOTBETCTBYIOT PETUCTPAlMOHHOMY HOMEpPY M JaTe€ MOCTYNHUBLIETO
JIOKYMEHTA.

OrpanuunTensHas OTMETKa JUIS JAHHOTO PEKBU3UTA IMPOCTABISETCS B JIEBOW 4YacTH OaHKa
MHACHbMA MO/ PEKBU3UTOM «aTa» U «PETUCTPALIMOHHBIA HOMED IOKYMEHTa.

Hanuuue naHHOrO pEeKBU3WTA WCKIIOYaeT HEOOXOOUMOCTh YIIOMHHAHUST HOMEpa U JaThbl

MOCTYIMHUBUICTO NOKYMEHTA B TCKCTC IMUCbMaA, 4YTO OCBO60)K,Z[3,€T TCKCT OT CHpaBOLIHOf/i PIH(bOpMaIII/II/I.

4.2.8. MecTo cocTaBJIEHUS] WU U3IAHHUS TOKYMEHTA.
Mecto cocraBieHusl (M3MaHMSA) JOKYMEHTA YKa3bIBaeTCs B JOKYMEHTAX, M3TOTaBIMBAEMBIX Ha

OJaHKax KOHKPCTHBIX BUAOB JJOKYMCHTOB.

4.2.9. Anpecar.

AnpecataMu JOKyMEHTa MOTYT OBbITh IOPHAMYECKHE JIMIA, UX CTPYKTYPHBIE MOJApa3A€ieHUs U
JIOJDKHOCTHBIE JTUIA, A TaKKe (PU3MUECKUe JIHIIA.

PekBU3UT «agpecar» MpoCcTaBiseTcsl B BEpXHEH MpaBoi yacTH JOKyMeHTa (Ha OJIaHKE C YIJIOBBIM
pacIoIOKEHHEM PEKBU3UTOB) MJIM CIIpaBa IOl PEKBU3UTaMU OJlaHKa (IIPHU MPOAOIBEHOM PACIONOKEHUH
pexkBU3UTOB OnaHka). CTPOKM PEKBU3UTA «aJ[pecar» BHIPABHUBAIOTCSA M0 JIEBOMY KPalO WUJIM LEHTPYIOTCS
OTHOCHUTENIFHO CaMOI JUTMHHOM CTPOKH.

Ecnn 1oKyMeHT aipecoBaH HOPHAMYECKOMY JIMIy WM €r0 CTPYKTYpHOMY IOApa3AeieHuIo 0e3

YKa3aHHus JOJZKHOCTHOI'O JIMIA, UX HAMMCHOBAHUS IPUBOAATCA B UMCHUTCIIbHOM IIACKC.

ITpumepsl

1. MuHHCTEPCTBO 06pa30BaHMs,
HAYKH ¥ MOJIOIEKH
Pecnny0sinku Kpbim

2. MuHHCTEPCTBO 06pa3oBaHMsl,

HayKu 1 Mosoaexu Pecnyosmmkun Kpbsim
ynpasJieHHe o01ero oopa3oBanus



[TouToBBII aipec yKa3pIBa€TCs IPH HAIMIPABJICHUU JOKYMEHTA Pa30BbIM KOPPECIIOH/ICHTaM.
Ecnn nokyMeHT aJapecoBaH PYKOBOAUTENI0 IOPUIMUECKOr0 JHMIA WIM €ro 3aMEeCTUTEINIO,
HAaUMEHOBaHUE IOPUAMYECKOrO JIMIA BXOAUT B COCTAaB HAaWMEHOBAHMS JOJDKHOCTH ajpecaTa, KOTOpoe
MPUBOJIUTCS B IATEIILHOM TaJIeXKe.
[Tpumep —
PykoBoaureso ®enepaabHOro
apXHMBHOI0 areHTCTBa
®amuausa U.0.
Nuaunuansl craBaTcs mocje (paMuJIMu HE3aBUCUMO OT TOr0, KOMY aJpEcOBaH JOKYMEHT —
JOKHOCTHOMY JIUIY U (PU3UYECKOMY.
[Ipn anpecoBaHmm nuUCbMa PYKOBOJMUTENIO CTPYKTYPHOIO TOJpPA3/EICHUS YKa3bIBaeTCs B
MMEHUTEIIHOM TaJie’ke HAaUMEHOBAaHWE OpraHM3allMu, HU)KE - B JaTebHOM MaJie)ke HaMEHOBAaHUE
JOJDKHOCTH PYKOBOJIUTENS, BKIIIOYAIONIEe HAMMEHOBAHUE CTPYKTYPHOTO IMOApa3ieieHus, (paMuiuio,
WHUIUAIIBI.
ITpumep-
MuHucTepcTBO 00pa3oBaHms,
HayKu 1 MoJsoaexu Pecmyoiuku Kpbeim
HavanbHuky ynpasJieHust 0011ero o0pa3oBaHust
®amuausa U.0.
[lepen ¢amunuelr OOMKHOCTHOIO JUIA JIOMYCKAETCS YHOTPEOISATh COKpALICHHE «T-HY»
(rocriofiMHy), €CIH afpecaT MYKUHHA, WIH «T-Ke» (TOCIIOXKE), eCITH aapecaT KeHIUHA.
[lpu pacceulke MJOKyMEHTa TpYIIe OpraHu3aldid OJHOTO THNA WJIA B CTPYKTYpHBIC
nojipa3iesieHus OIHOM OpraHM3aluy, apecar yKa3blBaeTcsi 0000LICHHO.
B ogHOM nOKyMEHTE He OIKHO OBITH OOJIee YEThIPEX aJIPECaTOB.
[Tpu OonbleM KOMUYECTBE aqpecaToB COCTABISAETCS CHUCOK (JIUCT, yKa3aTelb) pPacChUIKH
JIOKYMEHTA, Ha KaKJ0M JJOKYMEHTE yKa3bIBaeTCs OJUH ajpecaT WiH ajapecaT opopmisieTcss 0000IIeHHO.
B coctaB pekBu3uTa «Anpecar» MOXKET BXOJIUTh IMOYTOBBINA aJpec. DIEMEHTHI OYTOBOr0 ajpeca
YKa3bIBAIOTCS B IIOCIIEI0BATENbHOCTH, YCTaHOBIEHHOM [IpaBriiaMu oka3zaHus yciayr MOYTOBOM CBSI3H.
ITpumep -
Bcepoccuiicknii Hay4YHo-
HCCJIe0BATEILCKUI HHCTUTYT
JOKYMEHTOBEJIEeHUS U apXUBHOIO Jiejia
IIpodcoro3nas ya., 1. 82,Mocksa, 117393

B cnyyae ormpaBku JOKyMeHTa (U3UYECKOMY JHUIYy YKa3blBalOTCA: (paMuiIMsi, WHUIIUAIIBL,

MOYTOBBIM ajpec: (yaula, HOMEp J0Ma W KBAapTUPbI, HACEICHHBIH MYHKT, paloH, o0iactb (Kpaii,



pecny0auKa), TOYTOBBIN MHICKC).
ITpumep -

®amuiua U.0.

CapoBas yu., A. 5, kB. 12,

r. HCK, IHCKOI 00.1., 301264

[Tpu ormpaBke MUChMa MO JIEKTPOHHON MOYTE WM MO (HaKCUMHIBHOM CBs3H (0€3 TOCBUIKU O
MOYTE) IMOYTOBKINA afipec He yka3piBaeTcs. [Ipr HEOOXOMUMOCTH MOXKET OBITh YKa3aH 3JIEKTPOHHBIN aJipec
(Homep Tenedona/paxca).

ITpumep -

Bcepoccuiicknii Hay4YHO-
HCC1e10BATEIbCKUI HHCTHTYT
AOKYMEHTOBE/ICHUS] M APXHBHOI'0

aeaamail@vniidad.ru

4.2.10. I'pud yTBep:KIeHUsI JOKYMEHTA.
['pud yrBepkAeHUS MPOCTABISETCS Ha JOKYMEHTE B CIydae €ro YTBEP>KICHHS JOJDKHOCTHBIM
JIUIIOM, PacOpSIUTENIbHBIM TJOKYMEHTOM (IIPUKAa30M, paCIOPSKEHUEM, PEIICHUEM).
['pud yTBep>KACHUS pa3MelaeTcsl B MPaBOM BEPXHEM YTy MEPBOro JiMcra JokyMeHTa. CTpoku
PEKBU3HTA BRIPABHUBAIOTCS I10 JICBOMY KPalO WU IEHTPYIOTCS OTHOCHUTEIIBHO CaMOM ITTMHHOM CTPOKH.
[Ipu yTBepkIeHUU AOKYMEHTA ODKHOCTHBIM JIMIIOM TpHU( YTBEPKACHUS COCTOMT M3 CJIOBa
VYTBEPXJAIO, nHanmeHOBaHUS JODKHOCTH JIMIA, YTBEPXKIAIOMIETO JOKYMEHT, €ro IOJIHUCH,
WHUIAIIOB, (aMUITUU U 1aThl YTBEPKACHUS.
ITpumep -
YTBEPXK/IAIO
JMupextop MBOY COLI Ne 3
IHoagnmucy U.0. ®amuiansa

Jlara

[Ipu yTBEepkKIACHUU TOKYMEHTA PACIOPSIUTEIBHBIM JOKYMEHTOM TPpU( YTBEPKIACHUS COCTOUT U3
cnoBa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJIEHbBI nnmu YTBEPXJIEHO), cormacoBaHHOro ¢
HAaMMEHOBAaHUEM BHUJA, YTBEPKIAEMOr0 JOKYMEHTA, HAMMEHOBAHUS PACIOPSAUTEIBHOIO JOKYMEHTA B

TBOPHUTCIIbHOM IIaZICIKE, €T'0 JaThbl, HOMCpPA.
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[Tpumepsl

(Topsiok) YTBEPKJIEH
1. npuxazom MBOY COIII Ne 3
5 anpeast 2021 r. Ne 82

2. (IpaBuna)
YTBEPKJIEHDBI
npukazom MBOY COII Ne 3
15.06. 2021 r. Ne 83

3. (ITonoxxenwue)
YTBEPXJIEHO
npukazom MBOY COLI Ne 3
15.06. 2021 r. Ne 83

[Ipu npuHATHM (pacCCMOTPEHHMH) JOKYMEHTa KOJUIETHAbHBIM OpraHOM 00pa3oBaTeIbHOM
OpraHu3alliK, PEIICHUS KOTOPOro (QHUKCHPYIOTCS B MPOTOKOJE, B Tpude NPUHATO (PACCMOTPEHO)
YKa3bIBACTCSl HANMEHOBAHUE OpraHa, PEIIeHHEeM KOTOPOro MPHUHSAT JOKYMEHT, JlaTa H HOMEp MpPOTOKOJIa
(B ckoOKax).

YTBCPKAAOMICTO JOKYMCHTA B TBOPUTCIIbHOM IAACIKE, €TI0 AaThbl, HOMCPA.

[Tpumepsl
3. (Tops10K)
MNMPUHAT
NeJaroru4ecKuM COBETOM
(mpotoko. ot 15.08.2021 Ne 12)
4, (TTpaBuia)
IMPUHATHI

Yupas/siommuM coBeToM

(mpotoxoua ot 15.06.2021 Ne 8)
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3. (ITonoxxenwue)
MNPUHATO
o0muM coopannemM pabOTHUKOB
o0pa3oBaTe/IbHOM OpPraHU3aluu
(mporokoua 15.06.2021 r. Ne 83)
4.2.11. 3aroJIOBOK K TEKCTY.
3aroloBOK K TEKCTy BKJIIOYAaeT B ceOf KpaTKoe CoIep)kKaHWe IOKYMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO Harpysky. 3aroioBok ¢opmynupyercs ¢ npeaigorom «O» («O0») u oTBedyaeT Ha BOIPOC «O
yem?»:
e mpuka3s (0 ueM?) 0 CO3JaHUU ATTECTALMOHHONW KOMUCCHUY;
e 1puka3 (0 uem?) 00 yTBEp>KJIEHUH IITaTHOI'O PACIMCAHNUS;
e MHCHMO (0 yeM?) 0 MPEAOCTABICHUH HH(POPMAIIUH.
3aroJIOBOK COCTABIISIET HCIIONHUTENb JOKYMEHTAa. 3arojloBOK K TEKCTy odopmisercs mon
peKkBU3UTaMU OJIaHKa CJ€Ba, OT I'PaHMIIbI JIEBOTO 0. EcaM TeKCT 1OKyMEHTa He MPEBBILIAET YEThIPEX -
ISITH CTPOK MM oopMIleH Ha O6ianke popmara AS, 3aroJ0BOK MOXKHO HE yKa3bIBaTh.
3aroloBOK  JOKYMEHTa 3alMChIBA€TCd IPU €ro pPErucTpallud B COOTBETCTBYIOIME

perucTpanroHHble (POPMBI: KAPTOUKY, 0a3y TaHHBIX.

4.2.12. TekeT IOKYMeEHTA.

TekeT TOKyMEHTa COCTAaBJISETCS HAa PYCCKOM S3BIKE€ KaK IOCYJapCTBEHHOM s3bIke Poccuiickoi
@enepanun. TeKCT JOKYMEHTa U3JaraeTcsi PyCCKHM JIUTEPATYpHBIM SI3BIKOM C yYETOM OCOOCHHOCTEH
opUIIMATBEHO-JIENIOBOTO  CTHWJISA, BUJA JIOKYMEHTa M €ro Ha3HAa4YeHUss B  YIPaBJICHUYECKOM
nesrenbHocTd. CojieprkaHue TOKyMEHTa JJOJDKHO OBITh U3JI0KEHO KPaTKoO, JIOTHYHO, TOYHO U SCHO.

TekcThl JOKYMEHTOB HU3J1araroTCs:

- oT 1-ro nMIa eAMHCTBEHHOTO 4YMCIa B JOKyMEHTax (IIpHUKa3, pacrlopsbkeHue U T. [1.)
pyKoBOAMTENS 00pa30BaTENIbHOM OpraHu3aluy, JEMCTBYIONIEro Ha MPUHILINIAX €IMHOHAYAINS, a TaKKe
JOKYMEHTaX, aJ[peCOBaHHBIX PYKOBOACTBY OpraHU3alllU: IPUKA3bIBAIO... IOATOTOBUTH U MIPEICTAaBUTh HA
PacCMOTPEHHE; IIPOLLY paccMOTpETh
BOIPOC 00 YCTAHOBJIEHUH JIbTOTHBIX TapU(OB...;

- 3-T0 JIMIa eIMHCTBEHHOT0 YKCIIa B IOKYMEHTAX KOJJIETHAIBHBIX OPTaHOB: KOMUCCHS pelnia...;
OpraHM3alMs HE CYUTAET BO3SMOXKHBIM...;

- 1-ro 1M1Ia MHOXKECTBEHHOI'O YKCja B COBMECTHBIX JIOKYMEHTAX: IPOCUM IPEICTaBUTh JAHHBIE
0...; IPEJCTABIIIEM Ha PACCMOTPEHHUE U YTBEPKICHHUE. . .;

- 3-r0 JMIla MHOXXECTBEHHOTO YHUCIAa B MPOTOKOJAX: CIYIIAdH, BBICTYIIHIIH, MOCTaHOBUIIH,

PEIINIIH.
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B nokymeHTax, ycTaHaBIMBAKOLIMX IIpaBa MU OOA3aHHOCTH OpPraHMU3allUU, €€ CTPYKTYPHBIX
nojipa3ieNnieHui (ToMoKeHHe, MHCTPYKIMS), a TaKKe COAEpXallMX OMHUCAHUE, OLEHKY (aKToB WM
BBIBOJIBI (AKT, CIIpaBKa), UCIOB3YyeTCs (hopMa U3JI0KEHUSI TEKCTa OT TPEThEro JUa €AMHCTBEHHOT O WU
MHOKECTBEHHOI'0 4HCla («OTHEeN OCYIIECTBIAET (QYHKUUU», «B COCTaB OOBEAWHEHHS BXOIAT,
«KOMHUCCHSI YCTaHOBUIIAY).

B Tekcre noKymMeHTa, MOATOTOBIEHHOIO HA OCHOBAHWM 3aKOHOAATEIBHBIX, HHBIX HOPMAaTHUBHBIX
IIPABOBBIX aKTOB, U3JJAHHBIX OPraHaMHU BJIACTU U YIPABIICHUS, TOKYMEHTOB, PaHEE WU3/aHHBIX OPraHOM
BJIaCTH — aBTOPOM JOKYMEHTA, YKa3bIBa€TCsl HAMMEHOBAaHME BUIA NOKYMEHTa, HAUMEHOBAaHUE OpraHa,
U3JIaBUIETO JOKYMEHT, /aTa MPUHATHS WIM YTBEPXKICHUS JOKYMEHTA, €r0 PErUCTPALlMOHHBIN HOMeEp, a
TaK)Xe 3aroJI0BOK K TEKCTY WJIM HAUMEHOBaHME BUJA JOKYMEHTA.

IIpumepsl

B coorBercTtBUM ¢ mnocraHoBjdeHueM IIpaBureancrBa ot 13.08.1997 Ne 1009 «O06
yrBep:kaeHun IIpaBui NOArOTOBKM HOPMATHBHBIX IPAaBOBBIX aKTOB (elepajlbHBIX OPraHOB
HCIIOJTHUTEIbHOM BJIACTH U HX IOCYAaPCTBEHHOH PerucTpanumn»;

B coorBerctBuM ¢ IlosioskeHMeM O NOCTOSHHO  JAeliCTBYIOLIEH  IKCIEPTHOM
KOMUCCHH YUYPeKIeHUs], OPraHUu3alMH, NPeINpUsiTHs, YTBep:KIeHHbIM npuka3oMm Pocapxusa ot
19.01.1995 Ne 2...».

Ecnn TekeT COIepX HUT HECKOJIBKO IOPYYEHUM, pEIIeHUH, BBIBOIOB, B TEKCTE BBIICIAIOTCS
pa3zensl, HOAPa3Aeibl, TYHKThI, TOATYHKTHI.

B Tekct mokymeHTa MOryT BKIOYaThesl (hparMeHThbl, OOpMJICHHBbIE B BUJIE TaOIUIBI WU
AHKETBHI.

CtpaHuIlbl TEKCTa HyMEPYIOTCS apaOCKUMu LU pamMu MOCepeHE BEPXHETO MOJIS.

B nucemax ucnonp3yoT crieayonme (opMbl U3T0KEHUS:

e OT MEPBOr0O JHIIA MHOXECTBEHHOro uHcia («IIPOCUM HaIlpaBUTh», «HAMpaBIseM Ha
pPaccCMOTpPEHUE);

e TIEPBOrO JIMIA EJUHCTBEHHOI'O YKcia («CUUTAK0 HEOOXOAUMBIMY, (IIPOILY BBIIEIUTHY);

e TpeTbero Jimua equHcTBeHHoro uncna («O0 He Bozpakaer», «OO cuuTaeT BO3MOKHBIMY).

4.2.13. OT™MeTKA 0 NPUJIOKEHHH.

OTMeTKa O MPUJIOKEHUM COAEPKUT CBEICHUS O JIOKYMEHTE (JOKYMEHTax), MpUIaraéMoM K
OCHOBHOMY JOKYMEHTY (B COIPOBOJMUTENBHBIX IHCbMaxX, MPETEH3MsX, aKTaxX, CIpaBKax U JPYTrux
UH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WJIH O TOM, YTO JOKYMEHT SBJISETCS NPUIOKEHHEM K
OCHOBHOMY JIOKYMEHTY (B TOKyMEHTax - MPUIOKEHUSIX K PACIOPAIUTEIbHBIM
JOKYMEHTaM, M0JI0KEHHUSM, IPaBUIaM, HHCTPYKLUSAM, JOTOBOpaM, IJIaHaM, OTYETaM U Jp. JOKyMEHTaM).

B conpoBoauTeNnbHBIX MUCHMAX U APYIHX WH(POPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTAaX OTMETKA O

IMPUITOKCHUHN O(l)OpMJ'IerTCH oA TEKCTOM OT I'paHUIBI JICBOI'O IMOJIA CJIICAYHOIIUM O6p330MZ
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- €CJIY ITPUJIOKCHHUEC HA3BAHO B TCKCTC!:

[Tpunoxkenue: Ha 2 11. B 1 9K3.;

- €ClIM TMPUJIOKEHHE HE Ha3BaHO B TEKCTE WJIM €CIU NMPUIOKEHUH HECKOIBKO, YKa3bIBAIOT
Ha3BaHMSI JOKYMEHTOB-TIPUIIOKEHHH, KOJIUYECTBO JTUCTOB U IK3EMIUISIPOB KaXA0I0 IPUIIOKEHUS
[Tpunoxenue: 1. [Tonoxxenune (Ha3Banue) Ha 5 1. B 1 9K3.
2. CnpaBka 0 KaJIpoOBOM cOCTaBe Ha 2 J1. B 1 3K3.;
- eCIM MPUJIOKEHHEM SIBJIIETCS 00OCOOJICHHBIN JICKTPOHHBIH HOCUTEIb (KOMIAKT- JHUCK, USD-
dent HaKOMUTENh U . ):
- [Ipunoxenue:

CD B 1 k3.

- €CITU TMPUIIOKEHHE (TIPUIIOKEHUS) COPOIIIOPOBAHBI:

[Tpunoxenue:

oruet o pabore PUII B 2 3k3.

B pacnopsauTensHbIX JOKyMEHTax (IIpHKa3aX, paclopsKEHHsX), IO0TOBOPAX, IONOXKEHHUSX,
npaBUjIax, MHCTPYKLUUAX U JOPYTUX JOKYMEHTaX OTMETKAa O IMPHJIOKEHHH O(OpMIISIETCS CIEAYIOIIUM
o0OpazoM:

- B TEKCT€ JOKyMEHTa NpHU IEPBOM YIOMUHAHHM JOKYMEHTA-TIPHJIOKEHHSI B CKOOKax
yKa3bIBaeTcs: ... (MpUIOKEeHHe) WiIn ... (mpujioxkeHue l); mepea HOMEPOM MPUIOKEHHS JAOMYCKAeTCs
CTaBUTb 3HAK HOMepa: ... (mpuitoxkenue Ne 2);

- Ha IEPBOM JIMCTE JOKYMEHTA-TIPUIIOKEHUSI B IPABOM BEPXHEM YIJ1y YKa3bIBAETCS:

IIpunoxenne Ne 2
Kk npukazy MBOY COLI Ne 3
ot 15.08.2021 Ne 112.

CTpoku peKBH3UTA BBIPABHUBAIOTCS I10 JIEBOMY Kpar0 WJIA LEHTPUPYIOTCS OTHOCUTEIBHO CaMOM
JUIMHHON CTPOKH.

Ecnu npunoxeHueM K pacnopsiAUTEIbHOMY JOKYMEHTY SIBJISIETCS HOPMATHBHBIM MPaBOBOM aKT
WIA HWHOW JOKYMEHT, YTBEP’KIAeMbld NaHHBIM PaCIOPAJUTENbHBIM JOKYMEHTOM, Ha IIE€PBOM JIUCTE
IPUJIOKEHUS TIPOCTABIIAETCS OTMETKA O MPHIOKEHUH (0€3 CChUIKM Ha paclopsIUTENbHbIM JOKYMEHT) U
rpu¢ yTBEp)KIEHHS, B KOTOPOM YKa3bIBaIOTCSl JAaHHBIE pacloOpsAIUTEIbHOTO JOKYMEHTa, KOTOPBIM

YTBEPKACH JOKYMEHT- IPUIIOKEHHE.

[Tpumep -
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Ipunoxenne 1
YTBEPXKXJIEHO
npuka3 MbOY COLI Ne 3 or
18.05.2021 Ne 67
4.2.14. I'pud corinacoBaHus JOKYMEHTA.
[TpoeKThI MOATOTOBICHHBIX JOKYMEHTOB MEpe]l MOJIMUCAaHIEM B PAJIE CIy4aeB COTJIACOBBIBAIOTCS
C 3aNMHTCPCCOBAHHBIMU YUIPCIKACHUAMU, CTPYKTYPHBIMHU nmoapa3aACICHUSAMU, OTACIIbHBIMU
JOKHOCTHBIMU JIMIIAMHU.
I'pu¢ cormacoBanusi B 3aBUCUMOCTH OT BHJIa JOKYMEHTAa M OCOOCHHOCTEH ero o(opMIIeHUS
MO>KET MPOCTABIIATHCS:
- Ha IICPBOM JIUCTC NOKYMCHTA (CCJ'II/I AOKYMCHT UMCCT TPITy.HI:HI:IfI JIUCT, - HAa TUTYJIbHOM HI/ICTC) B
JIEBOM BEpPXHEM YIIy Ha ypoBHE rpuda YTBEp:KIEHHUs WIHM O]l HAUMEHOBAHHMEM JOKYMEHTa OMke K
HWKHEMY I10J110);
- Ha TIOCJIeTHEM JIUCTE JOKYMEHTA MO TEKCTOM;
- Ha JIUCTC COorjiacoBaHu:A, ABJIAIOIICMCA HEOTHEMIIEMOM YaCTHIO AOKYMCHTA.
I'pud cormacoBanus mgokymeHTta coctouT u3 cioBa COIJTACOBAHO, nomwkHOCTH Ihia, ¢
KOTOPBIM COTJIACOBAH JIOKYMEHT (BKJIIOYas HAMMEHOBAHWE OpraHM3allid), €ro COOCTBEHHOPYYHOU
MOJAIHUCH, paciIu(POBKU MOAMUCH (MHUIIMAIOB, (DaMHJIMH) U IaThl COTJIACOBAHUS.

Ipumep -

COI'JTIACOBAHO

JIupexTop (Ha3BaHWe OPraHU3aALMH)

(mognmuce) U.0. ®amnaus

Jara

Ecnmu cornmacoBaHue OCYIIECTBISICTCS KOJUIETHATbHBIM OpraHOM, B TpHQE COrITacoBaHUS
YKa3bIBaIOT CBEJCHHS 00 OpraHe, COrJacoBaBIIEM JOKYMEHT, JaTe€ W HOMEpE IPOTOKOIa, B KOTOPOM
3aKCUPOBAHO pElIeHre O coriacoBanuu. Eciu corimacoBaHue OCYIIECTBISETCS MHUCHbMOM, YKa3bIBAIOT
BUJ JOKYMCHTA, OpraHrU3aluIo - aBTOpa JOKYMCHTA, AaTy U HOMCP MM CbMa.

Ipumepsl

1 COI'JTACOBAHO
Ynpap/siomuM coBeToM
MBOY COLI Ne3
(mporokoior __ Ne )

2 COI'JIACOBAHO
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nucsmMoM Pocapxusa

4.2.15. Bu3a corjiacoBaHusl JOKyMeHTA.

Busbl cornmacoBaHusl TOKyMEHTa — PEKBU3UT JIOKYMEHTA, YKa3bIBAIOIIMK Ha COTJjacue WA
Hecorjacue JOHKHOCTHOTO JIMIAa 00pa3oBaTeIbHOM OpraHu3allMM C COJEep)KaHHEM MpPOeKTa JOKYMEHTa
(manee — Bu3a).

IIpumep

3amecTHTeIb JUPEKTOPA MO BOCIMTATEILHOM padoTe

JInynas noanuch H.N. UBanoBa

10.10.2023

O(bOpMJIeHHaSI TaKuM o6pa30M BH3a O3HA4YACT COIJIaCHC NOJDKHOCTHOroO Jinnga C COACPIKAaHUCM

nokyMenTa. [Ipu Hanmuyuy 3amedanuil o JOKYMEHTY BU3Y OPOPMIISIOT CIEAYIOLIUM 00pa3oM:

3amMevyaHus1 NPpUIAraTCs

3aMecTHTEIb IUPEKTOPA MO BOCHHUTATEILHOM

pabore
JInyHas moamuch HN.N. UBaHOBa

10.10.2023

JIOKyMEHT BU3HPYETCSl MCIIOJHUTEIEM U 3aMHTEPECOBAHHBIMU B JOKYMEHTE IOJIKHOCTHBIMU
JUIAMH, PYKOBOJAUTEIEM 00pa30BaTEIbHON OpraHU3alliH.

3ameyaHusl JOJDKHBI OBITh TIPEJCTABJICHBI Ha OTICIBHOM JIMCTE, KOTOPBIA IMOJAMUCKHIBAIOT,
JATUPYIOT U MPUJIAratoT K TOKYMEHTY.

B nokyMmeHTax, MOMJIMHHHUKK KOTOPBIX XPAHATCS B OpraHU3allMd, BU3Bl TMPOCTABISIOT Ha
MOCJIeHEM JIUCTE JOKYMEHTA MO/ MOJMUCHhI0, Ha 000pOTe MOCIEIHEro JUCTa MOUIMHHUKA JOKYMEHTa
WJIM Ha JINCTE COTJIacoBaHUsl (BU3MPOBAHUSA), IPUJIATAaEMOM K JJOKYMEHTY.

B ucxomsmux 1oKyMeHTax BU3bI MPOCTABIAIOTCS Ha IK3EMILIApaX JOKYMEHTOB, TOMEIIAEMbIX B

ACII0.

4.2.16. Moanuce.
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JIOJIKHOCTHBIC JIMIA MTONKCHIBAIOT JOKYMEHTHI B TIpejiesiax CBOMX ITOJHOMOYHNH, ONpPEAeICHHBIX
VYcraBom 0611e00pa3zoBaTeIbHON OpraHu3aluy U TOKHOCTHBIMUA HHCTPYKIHUSMHU.

[Togmuck COCTOMT W3 HaWMEHOBAHHS JODKHOCTH JIMIIA, KOTOPOE TOJIMHCHIBACT JOKYMEHT
(MoTHOT0 — €ciM JIOKYMEHT HareyaTtaH He Ha OJaHKe, COKPAIeHHOTO — Ha JJOKYMEHTE, HaleyaTaHHOM
Ha OJaHKe), ero COOCTBEHHOPYYHOM MOANNCH, UHULMAIOB (MHULIMAT UMEHHU ), paMUIINU.

ITpumepsl

He Ha 0JIaHKe:

JMupextop MBOY JInunas nognucs  U.0. ®amuimns
Ha OJ1aHKe
Jupextop MBOY  Jlnynas noanuce  HM.0. ®amuiaus

HpI/I O(bOpMJ'ICHI/II/I JOKYMCHTA Ha OlaHKe JOJIPKHOCTHOI'O JIMIIa JOJIZKHOCTB 3TOro Jidia B IIOAIINCH

HE YKa3bIBAETCSl.

IIpumep JInynas nognuce  MN.0. ®amuans

B HAOKYMCHTAaX, COCTABJICHHBIX KOMHCCHCﬁ, B IIOANMCHU YKA3bIBACTCA CTATyC JiMlla B COCTAaBC

KOMHCCHH.
[Tpumep -
IMognucek N.0. ®amuaus
IIpencenarens kKomMuccuu Ioanuch
Moxmucs N.0. ®amuaus
YiieHbI KOMHCCHH W.0. ®amuiust

B CIyda€ OTCYTCTBHA PYKOBOJAUTCIISA MNPUKA30M OHNPCACIACTCA JIMIO, HWCIOJHAIOMCS €TI0
O6HBaHHOCTI/I, a TaKKC YIIOJIHOMOYCHHOC IOAINMNCBIBATh JOKYMCHTBI, IIPpHW 3TOM IIOAINCH O(l)OpMJ'IHCTCH C

YKa3aHHEM CcTaTyca JIOJKHOCTHOTO JIMIA B COOTBETCTBUU C IIPUKA30M (PacIOpsHKEHUEM).
ITpumep -
H.o. nupekTopa MMoanuceh N.0. ®amniusn
WIN:

HUcnoansiromuii 06s3annoctu nupexkropa Ioanucs N.0. ®amuaus
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HpI/I MnoAnMMCaHuM OOKYMCHTA JIMOOM, HMCIOOIMM IIpaBO IIOAIKMCH B ClIyda€ BPEMCEHHOI'O
OTCYTCTBUSA PYKOBOAUTCIIA, UCIIPABIICHUA B HAUMCHOBAHUC NOJIDKHOCTU U paCI_HI/I(prBKy (I)aMI/IJ'II/II/I YXKE
IMOATOTOBJICHHOI'O M COIJIACOBAHHOI'O IMPOCKTa JOKYMCHTA BHOCATCA OT PYKH HIJIM C HCIIOJIB30OBAHUCM

COOTBCTCTBYIOIIHX HITAMIIOB.

He JOIYCKACTCA CTABUTh KOCYIO YCPTY, HAAIIHUCH «3a» MEpCq] HAUMCHOBAHHUEM JOJIKHOCTH JiMLA B

IOoANUCH, €CJIN JOKYMEHT ITOAIMCBIBACT MHOC JOJIKHOCTHOC JIMIO.

4.2.17. JneKTPOHHAS MOANHUCH.

OTmeTka 00 3JEKTPOHHOM MOIMHMCH UCTIONB3YETCs IPY BU3YAIN3aLUHU JIEKTPOHHOTO JJOKYMEHTA,
HONMCAHHOI0 3JIEKTPOHHOM MOIIHUCHIO, C COOMI0JICHUEM TPEOOBaHUIA:

a) MECTO pPa3MELICHHs OTMETKM 00 3JIEKTPOHHON MOANUCH JOJDKHBI COOTBETCTBOBATH MECTY
pa3MmeleHusi COOCTBEHHOPYYHO! MOIIKMCH B aHAJIOTUYHOM JJOKYMEHTE Ha OyMa)XHOM HOCHUTEIIE;

0) PIeMEeHTBI OTMETKH 00 JIEKTPOHHOW MOJIUCH JTOJDKHBI ObITh BHIMMBIMU M YMTAEMBIMHU TPU
O0TOOPaKEHUH JOKYMEHTA B HATYpPaJIbHOM Pa3Mepe;

B) 2JIEMEHTBI OTMETKH 00 3JIEKTPOHHOW MOJIIUCH HE JOJIKHBI IEPEKPhIBATHCS WM HAKJIA(bIBATHCS
Apyr Ha Jpyra,

I') 2JEMEHTBHl OTMETKH 00 3JIEKTPOHHOH MOJMHMCH HE JOJDKHBI MEepeKpbIBaTh 3JIEMEHTHI TEKCTa
JOKYMEHTA U JIpyre OTMETKH 00 3JIEKTPOHHOM MOoANKUCH (ITPU HATUYUN).

Otmerka 00 3JEKTPOHHOW MOAMKMCH M BKIIOuYaeT (pasy «/JOKyMEHT MOJINHCaH 3JIEKTPOHHOM
MNOJNUCHIO», HOMEp cepTu(dUKaTa KJIro4a 3JEeKTPOHHOM moanucH, GaMumiInio, UMs, OTYECTBO BIAAEIbIA

CepTI/I(I)I/IKaTa, CpOK JIeNCTBUS CepTI/I(bI/IKaTa KJIro4a 3HeKTpOHHOﬁ IIOATIUCH.

ITpumep
JupekTop JOKYMEHT IIOAIIMCAH A.B. UBaHOB
3JJEKTPOHHOM MOJIIHNCHIO
Cepruduxart lalllaaallllllii
Baapgesen UBanoB Asekceii bopucosuu
HeiicrBuresien ¢ 01.01.2017 mo 01.01.2022
IHeuats.

OTTHCK IIeYaTH 3aBCpACT MOMIMHHOCTH MOANHMCH MJOJDKHOCTHOIO JiMda Ha JOKYMCHTAaX,

YAOCTOBCPAIONIUX ITpaBa JINII, (I)I/IKCI/IPYIOH_H/IX (l)aKTBI, CBs3aHHBIC C (I)I/IHaHCOBLIMI/I CpeacTBaMu, a TaKKC
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Ha JOKYMEHTaX, IMPEJOCTaBISEMbIX 3a MPEIeNibl OpraHu3aluud U MPEAyCMATPUBAIOIIMX 3aBEpEHUE

INOJJIMHHOCTH IMOAIIMCH. BHYTpeHHI/Ie JAOKYMCHTBI (HpI/IKaSBI, IMPOTOKOJIbI U T.)I.) MeYaTbro HC 3aBCPAIOTCA.

ITeuaTs MMPOCTABJIACTCA, HC 3aXBaTbIBad COGCTBCHHOpy‘-IHOfI IoAIMMCH JIMia, IOAIIMCAaBIICTO

JTIOKYMEHT, WJIK B MecTe, 00o3HaueHHOM «MI» («Mecto meuatny).

4.2.18. OT™MeTKa 00 MCIIOJIHUTEJTE.

OTMmeTka 00 WCIONHUTENEC BKIIOYAET B ce0s (aMWINIO, WMs, OTYECTBO WCIIOJHUTEIS
JIOKYMEHTa, HOMEp ero TeiedoHa.

OTMeTKa 06 HUCIIOJHUTCIC MOXET OOIIOJIHATBCA HAMMCHOBAHUCM JOJIZKHOCTH, CTPYKTypHOFO
MOJIPA3ACICHUS ¥ 3JICKTPOHHBIM aJPeCOM HUCITOJIHUTEIIS.

Otmetka 00 ucronHuTene ohopMIIIeTCs Ha JHMIIEBOM CTOPOHE MOCIETHETO JIMCTa JOKYMEHTa OT

TPaHULIbI JIEBOTO IMOJIS WJIH, IPU OTCYTCTBUU MECTA, - HA 0OOPOTHOM CTOPOHE BHU3Y CIIEBA.
[Tpumep -

3a0eqnn UBan AnapeeBuy,
KouTpoJibHoe ynpaBieHnue, BeXylui cremuaamncr,

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

OTMeTKa 00 UCIONHUTENIE MOXKET O(bOpMJ'IfITBCfI KaK HIDKHHAR KOJIOHTHUTYJI H II€4YaTaTbCAa

MIPUGTOM MEHBIIIETO pa3Mepa.

4.2.18 OT™MeTKa 0 3aBepeHHN KOMHUH.

MBOY «Cpenusiss obieo0pa3oBarenbHast mkona Ne3 ¢ KpbIMCKOTaTapCKUM  SI3BIKOM OOYUYECHHSI»
ropozackoro okpyra Cyaak MOXeT 3aBepATh KOIIMU TOIBKO TeX JTOKYMEHTOB, KOTOPBIE CO3/Ial0TCS B HEH, a
TaKkKe B ClIydasX, MPEIyCMOTPCHHBIX B a03alle BTOPOM HACTOANIEro MyHKTa. Komus mpokymeHTa
M3TOTABIIMBACTCS U BBIIACTCS TOJIBKO C pa3pelieHNus pyKOBOAUTEISI OPTaHU3alliH, €0 3aMECTUTENCH WIIN
PYKOBOJHTEJSI CTPYKTYPHOT'O TIOpa3IeiICHUsI.

B ciydae monroTroBKM JOKYMEHTOB JUIS TPEIOCTAaBJICHHUS CyIE€OHBIM OpraHam, IMpH PEIlICHHU
BOIIPOCOB IO MPHHATHIO JIUI] Ha paboTy, 00y4YCHUE, YIOCTOBEPEHUS UX TPYAOBBIX U JAPYTUX TPaB BO
B3aMMOOTHOIIEHUSAX C YUYpeXKJAECHHEM, a TaKke MpH (OPMUPOBAHMHM JUYHBIX el pPabOTHHUKOB
o01eo0pa3oBaTelibHAsT OPraHU3aIUsl MOXKET M3TOTABJIMBATH KOMHH JOKYMEHTOB, BBIIAHHBIX JAPYTHMH
YUPEKACHUSAMH (KOIMH JOKYMEHTOB 00 00pa3oBaHUU U Jp.).

[Ipu BbIZAaYe KOMHMHM JOKYMEHT BOCIPOU3BOIUTCA TOJTHOCThIO (OJIaHK 0Opa3oBaTeNbHOM
OpraHu3aliy, HOMEp, J1aTa, COJICpKAHUE U T. JI.).

B npaBom BepxHem yriy komuu mmmercs ciioBo «Komwsi». [lpu Bbmade KOHMMHM € KOIUHU

CJICAYCT MUCATh «Konust ¢ KOmum».
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Ecnmm xomust 111 BHYTPEHHEro IIOJb30BAaHUSA, TO Ui 3aBEPEHUs] HUXKE PEKBHU3UTA
«IToanuce» NpOCTAaBIISIIOT 3aBEPUTEIBHYIO HAANNCH: «BEpHO»; NOIKHOCTD JIMIA, 3aBEPSIOIIET0 KOMHUIO;
JMYHYIO MOJHUCH; paclIMPPOBKY NOANUCH (MHULKAIBI, (aMUIIUIO); 1aTy 3aBEPEHHUSL.

ITpumep -

Bepno

JesonpounsBoauteib/CrenuaiancT mo Kajgapam
JInuHag moamuch B.B. UBanoBa

10.10.2023

Ecnim xomusa Bblgaercda Juisi NPEACTABICHUS B APYTYK0 OpraHM3alMio, TO OTMETKA O
3aBepEHUH KOMUHU JIOTIOIHSIETCS HAAMKUChIO O MECTE XpaHEHUS JOKYMEHTa, C KOTOPOro Oblila U3rOTOBJICHA

KoMy, U 3aBCPACTCA NICYATBIO OpraHu3aIuu.

IIpumep -

Hopmuauk nokymenTa Haxogurcss B MBOY Illkosna Ne 3 B geste Ne 12-k 3a 2022 rop.

I[J'I?I IMPOCTABJICHHA OTMCTKH O 3aBCPCHHUU KOITMU MOKCT UCITIOJIb30BATLCS HITAMII.

4.2.19. OT™MeTKA 0 MOCTYNJIEHUH IOKYMEHTA.

O1merka o0 IMOCTYIUICHUHU JOKYMCHTA CIYKHUT I [MOATBCPKIACHUA CI)aKTa MOCTYIIJIICHU A
JOKYMEHTa B OpPraHM3alMI0 M BKIIOYACT JATy MOCTYIUICHUS W BXOMISIIMHA PErHCTPAlMOHHBIA HOMEP
AOKYMCHTA. HpI/I HCOGXOHI/IMOCTI/I OTMCTKa O IMOCTYINNICHUU MOXCT HOIOJHATHCA YKAa3aHUCM BPCMCHHU
MIOCTYTUICHUS B 4acax M MUHYTaX U CIIoco0a TOCTAaBKH JOKYMEHTA.

OTMeTKa 0 MOCTYIUICHUHN JOKYMCHTA MOXKCT ITPOCTABJIATHCA € TIOMOIIBIO IITaMIIA.

4.2.20. Pe3oaronus.

Peszomrornust cCoOnepUT yKa3aHWE IO HUCHOMHEHHUIO JOKyMeHTa. Pesomrorus odopmisieTcss Ha
cBOOOJHOM MecTe padodero mojis JOKyMEHTa, Ha OJIaHKe PEe30JIIOLUH MIIM BHOCUTCS HEIOCPEICTBEHHO B
CUCTEMY DJIEKTPOHHOTO JIOKYMEHTO000pOoTA.

Pesomrorus  BKIrOYaeT: (aMIIMIO, WHULUAIBI HCIONHUTENS (UCIOTHHUTENCH), MOpydeHUe I10
I[OKYMCHTy, HpI/I HCO6XOI[I/IMOCTI/I - CpOK HUCIIOJIHCHHA, IMOAIHNCH JIMIA, BBIHCCIICTO pGSOHIOI_[I/IIO, ,uaTy

PE30ITIOIIHH.
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Pesomrorus, kKak NpaBHIIO, MUIIETCS OT PYKH PYKOBOAMTEIEM Ha MOJJIMHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTA MECTE.

ITpumep -

®amuausa U.0.
IIpomy moaroroBuTh Npeanoxenus k 10.11.2021.
IHoanuck

Jarta

4.2.21. OT™MeTKA 0 KOHTpO.IE.

OTMeTKa 0 KOHTPOJIE CBUICTEILCTBYET O MOCTAHOBKE JIOKYMEHTAa Ha KOHTPOIIb, MPOCTABISETCS
HITaMIIOM HJTM TIPOU3BOAMTCS 3aIKCh OT pyKu «KOHTpOIIb» Ha BEpXHEM T10JIe TOKYMEHTA.

KoHTpoito moasniexar Bce 3aperucTprupoOBaHHbIC JOKYMEHTBI, TPEOYIONIUE UCTIOTHEHHUS.

Cpokd  WCIONHEHHS JIOKyMEHTAa  YCTAaHABIMBAIOTCS B  COOTBETCTBHM CO  CPOKaMH,
0003HAaYEHHBIMH 3aKOHOJATEIbCTBOM,  OpTaHHM3allieil, HampaBHBIICH TMOPYYEHHE WJIH TPOChOY,
pacropsiIUTEIHHBIM TOKYMEHTOM HJTH PE3OITIOIUEH PYKOBOIUTENSI 00pa30BaTEIbHON OpraHU3aIlHH.

CpOK MIPOCTAaBJIACTCA B (bOpMC AAaThbl 3aBCPIICHU UCIIOJIHCHUA.

4.2.22. OTMeTKa 0 HanpaBJeHUH JOKYMEHTA B /1eJ10.

OTMeTKa O HampaBJICHHMM JOKYMEHTa B JIEJ0 ONpeNesieT MECTO XpaHEHHs JOKYMEHTa IOoCie
3aBepIleHus paboThl C HUM U BKIIIOYAET: clioBa «B 1e10», HHAEKC Aera 1o HOMEHKIAType Jell, B KOTOpoe
MOMeIaeTcss TOKyMEHT Ha XpaHEeHWe, C yKa3aHHEM TOja, JOIDKHOCTH JIMIA, O(OPMHUBIIETO OTMETKY,

MOIIIMCH, JATHL.

[Tpumep -

B neixo Ne 01-18 3a 2020 r.
Cekperapnb

oanucek aTa

OTMmeTKa 0 HalpaBJICHUU OOKYMCHTA B JCJIIO MOXKCT OOIIOIHATHCA KpPAaTKUMU CBCACHUAMH O

XapakTepe UCIOIHEHUs JOKYMEHTA.
5. Tpe0oBaHus K COCTABJIEHHIO HEKOTOPHIX BH/I0B IOKYMEHTOB.

5.1. lIpuxkas.
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[Ipuka3 - mnpaBOBOM JIOKAJIbHBI HOPMATHUBHBIM aKT, KOTOPBIM M3/1a€TCS E€IUHOIUYHO
pYKOBOAMTEIEM OOpa30BaTEIbHOW OpraHM3allMd ¥ YAOCTOBEpSET peIIeHUS OpraHu3alloOHHO-
pacnopsiAMTEIHLHOrO XapaKTepa.

[Ipukaspl U31at0TCs IO OCHOBHBIM BOIIPOCAaM JEATEIbHOCTH, aIMUHUCTPATUBHO- X035 CTBEHHBIM
BOIPOCAM U KaJIpOBBIM BOIpocaM (JIMYHOMY COCTaBy) 00pa3oBaTeNIbHOM OpraHu3aluu.

[Tpuka3 moaMUCHIBaeTCs B COOTBETCTBUU C TPEOOBAaHUSIMU, YKa3aHHBIMU B PexoMeH1anuu.

[Tocne momnucanwsl TpHUKa3a W3MEHEHUS W/HMIW JONOJHEHHS B HETO BHOCATCS IyTEM HW3JIaHUS
HOBOT'0 IIPHUKa3a 0 BHECEHWU U3MEHEHUH U/WIN JONOTHEHUH.

[Tpuka3, kak mpaBuio, opopmisiercs Ha OllaHKE OOpa3oBaTENbHOW OpPraHW3alMU B IEYaTHOM
BUJIE.

[Ipuka3 umeer cienyromme peKBU3UThI: HAMMEHOBaHUE 00pa30BaTEIbHON OpraHU3alK COrJIaCHO
ycraBy; HauMeHoBaHue Buaa aokymeHta ([IPUKA3), mara, Homep, MECTO COCTaBIICHHsI, 3aTrOJIOBOK K
TEKCTY, TeKCT, HANMEHOBAHUE JODKHOCTH, MOMANUCH JOHKHOCTHOTO JUIA (MHUIMAIBI, (haMUITHSI), BU3BI
COIIaCOBaHUs1, O3HAKOMJICHUSI.

Jatoit npukasa (pacnopsikeHus ) siBIsieTcs Aara ero noanucanus. Jlara odhopmisiercs nudpoBsiM
Ccroco0oM; HOMEp COCTOUT U3 3HaKa «Ney u nmopsakoBoro Homepa npukasza: ot 00.00.0000 Ne 000.

CopeprkaHue MpuKa3a KpaTKO U3JIaraeTcsl B 3arojioBKe, KOTOPBIM HaunHaeTcs ¢ npemiora «O» u
COCTaBJISIETCSI C TOMOIIbIO OTIVIArOJIBHOIO CYIIECTBUTENBHOIO («O0 yTBEpKACHUH...», «O CO3AaHUU...»)
WIN CYyIIEeCTBUTENbHOr0 («O0 UTOrax...»).

B nmpukazax TekcT uznaraercs OT epBOro JUla €IUHCTBEHHOTO YHCia («ITPUKA3bIBAIOY).

Bo BpeMsi o3HakOMJIEHHMS C MPUKA30M YKa3aHHBIMM B HEM JIMIAMH Ha TNEPBOM 3K3EMILIIpE
MpHKa3a IPOCTABIISIOTCS MOANKUCH C yKa3aHUEM J1aThl 03HAKOMIICHHUS.

Homepa ctpanuil npocTaBisitoTcs OCEPEAUHE BEPXHETO MOJI TUCTAa HAYMHAsL CO BTOPOTO JIUCTA.

[Ipuka3sl HyMEpYIOTCS B TOPAJKE WX HU3JaHUS B Tpelenax KaJeHIapHOro Toja; MPUKa3bl 10
OCHOBHOM AEATENFHOCTH U MO KaJAPOBBIM BOMPOCaM (JINYHOT'O COCTaBa) UMEIOT OTACIbHYIO MOPSIKOBYIO
HyMeparuio.

HpI/I HyMcEpaluu IIpuKa3oB JOITYCKACTCA UCIIOJIb30BAHUC NOIIOJITHUTCIIbHBIX 6yKB

[Tpumep:

K- kaapsr;

JI - TMYHBIA COCTAB;

O- ocHOBHasl 1eATEJIbHOCTD;

Y — oOyuawimuecs.
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[Ipuka3 BcTymaeT B CHJIy C MOMEHTa €ro IOANHMCAHUA PYKOBOAUTENIEM 00pa3oBaTeslbHOM

OpraHM3alllM, €CIIM B TEKCTE HE YKa3aHO APYroro Cpoka.
[puka3sl peructpupyrotcs B KHure/sxypHaine peructpanu npukazos (npunosicerue 2).

[Tpukasel ¢opmupyrorcs B Jleno omuH pa3 B kBapTaid. KHura/xypHaa HpOHYMEpPOBBIBACTCH,
IPOIIHYPOBBIBAETCS, CKPEIUISETCS MOANNUCHI0 PYKOBOIUTENS U MevyaTbio 00pa30BaTeNIbHON OpraHu3aluu
(mpunoxenne 1). B konme kanenmapuoro roma Jlemo (we Oomee 250 muctoB) odopmisercs B

cooTBeTCTBUH C ITonoxxennem o6 dpXHBC.

5.2. IIpuka3bl N0 OCHOBHO¥ /1eAT€ILHOCTH.

TekcT mpukaza 1Mo BOIPOCaM OCHOBHOM JI€ATENbHOCTH 0Opa30BaTEIbHOM OpraHU3aluyd COCTOUT
U3 JIBYX YacTell - KOHCTaTHPYIoMIel (IpeaMOyIibl) U pacops AUTEIbHOM.

B koHcTatupyromein 4acTu OTpa)aroTCs LEJId U 3a/1a4d MPEANUChIBAEMbIX IECHCTBUM, PUYUHBI
W3/1aHUs TIPUKA3a, JACTCs CChUIKA HAa JOKYMEHT, MOCITYXUBIIMKA OCHOBAHHMEM JJIsl TOATOTOBKU NpUKa3a.
VYkazaHHas 4yacTh MOXKET HAauMHATBhCS cO clIoB «Bo mcmomnenue...», «C 1enplo0...» U TOMY MOAOOHOE.
Ecnu nOKyMeHT M3/1aeTcsi Ha OCHOBAHMM APYTOro PaclopsiAUTENIbHOrO JOKYMEHTA, B
KOHCTATHUPYIOLIEH YacTH YKa3bIBAa€TCsl Ha3BaHME BUJA ITOrO JOKYMEHTa, ero aBTop (MuHucTepcTBo,
CoBeT MUHHUCTPOB U Jp.), /laTa, HOMEpP M 3arojoBOK. Touka B KOHIIE KOHCTaTHPYIOIIEW YacTH He
CTaBUTCA.

PacnopsanurenbHas yacTe npukaza HaunmHaercs co cioBa [IPUKA3BIBALIO, kotopoe neuaraercs
C HOBOM CTPOKHU OONBIIMMH OyKBamMH 0€3 OTCTYIUICHHS OT JIEBOTO IOJISL U KaBBIYEK, [TOCIIE YEro CTaBUTCS
JIBOETOUHE.

PacniopsimutensHas 4acTh JETUTCS HA MYHKTHI M MOJIMYHKTHI, KOTOPbIe HYMEPYIOTCS apaOCKUMU
nuppamu. B kax10M MyHKTE TOJKHBI OBITh YKa3aHbl UCIIOTHUTENIN, KOHKPETHBIE 3a/1aHus (IIOpYUYEHHUS ) U
CPOKM HX BBHIMONHEHUA. VcmomHWTENM MOTYyT OBITh HA3BaHBI TakXKe OOOOIIEHHO: «PYKOBOAUTEISIM
METOJUYECKUX OOBEAUHEHUID, «3aMecTUTeNsIM aupekTopay. [Ipu aTom, Kak mpaBuiio, HE MPUMEHSETCS
HallUCaHUE€ HEKOHKPETHhIX IOPYYEHUH, KOTOpPbIE COAEpP)KAT CJIOBA: «YCKOPUTBHY», «YJIYUILIUTHY,
«aKTUBHU3UPOBATHY, «OOPATUTh BHUMAHHEY, «COBEPIIIEHCTBOBATDHY, «IPOJAODKUTHY» U T.II.

OtaenpHBIC 3a/1aHUs (HapUMeEp, 3a/1aHus, ColepKalie HHUPPOBbIe JaHHBIE) MOT'YT 0hOPMIISITHCS
B BHJE MNPWIOKEHHUS K MPHUKa3y CO CCBUIKOM Ha HHUX B COOTBETCTBYIOUIMX IYHKTax IpHUKa3a H
0o(hOopMITAIOTCS COTTIAaCHO AaHHBIM PexomMeHaanusmM.

CrpaHulibl TpUKa3a v MPUI0KEHUM HYMEPYIOTCS KaK €IMHBIA JJOKYMEHT.

Ecnu npukazoM oTMeHseTCS MPEeaplAyIINi pacnopsIMTEIbHbIN JOKYMEHT, B pacloOpsANTEIbHON
YaCTH YKa3bIBA€TCsl IYHKT, KOTOPBIN JOJKEH HAUMHATHCA €O CI0B: «II[pU3HATh yTpaTUBIIUM CHUITY...».

W3meHeHus, BHOCHUMBIE B MIPUKa3, 0QOPMIISIOTCS OTACNbHBIM MPUKA30M, KOTOPBIN JOKEH UMETh

TaKkoW 3aroioBoK: «O BHECEHMM W3MEHEHWH W/WIM JONMOJHEHWH B MpPHKa3 ..» C yKa3aHHEM JaThl,
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HOMEpa, 3arojlOBKa  pAaCHOPSAIUTEIIBHOTO  JAOKYMEHTa, B  KOTOPBIM  BHOCSTCS ~ WU3MEHEHUS.
PacniopsiaurenbHas 4acTh NIpUKa3a HAUMHACTCS C TAKOTO ITYHKTA:
1. BHECTH U3MEHEHHMS B IPUKA3...

I[anee OTACIIbHBIMHA ITOAITYHKTAMU (bOpMyJII/IpyIOTCH U3MCHCHMUS B paCHOP}IIII/ITCJ'IBHI:Jﬁ HAOKYMCHT.

ITpumep -

1) IYHKT 2 U3JI0KUTh B CIAEAYIOLIEH peaaKiuy;
2) IIYHKT 3 UCKJIIOUNTB;

3) a03a1l BTOPOM MyHKTA 4 OMOJHUTh CJIOBAMM...

Ecnu n3aMeHeHus: B pacniopsAUTEIbHBIA JOKYMEHT 0(DOpMIISIOTCS Ha OTACIHLHOM JIHCTE (JINCTax),
B [IEPBOM ITYHKTE PACIIOPSAAUTEIIBHON YaCTH MIPUKA3a YKa3bIBACTC:

1. BHecTn n3MeHeHUS B...

[TocnenHuii TYHKT pPACIOPSAIUTEIHPHOM YacTH B cCllydae HEOOXOIMMOCTH MOXKET COIEpXkKaTh

pelIeHre O BO3JIOKEHUH Ha JTOJKHOCTHOE JUI0 (YHKIIUK IO KOHTPOITIO 32 UCIIOJIHEHUEM TIPHUKa3a.

5.3. Ilpukasbl 10 KaAPOBBLIM BOIPOCAM.

[Ipukassl 1Mo KaJpOBBIM BOMPOCaM (JIMYHOMY COCTaBY) opopMIISIOTCS KaK B YHUDUIIMPOBAHHOMN
dopme (ITocranoBnenue I'ockomcrara P® ot 05.01.2004 Ne 1 «OO6 yrBepkIeHHH YHUDHUIIMPOBAHHBIX
(dbopM epBUYHON YIETHOW JOKYMEHTAIMH 110 YUETY TPY/a M €ro OIUIAaThI»), TAK U B TEKCTOBOM.

JlaHHbIi BUJ IpUKa30B 0pOpMIIsieTCs B BUE UHANBUYAIbHOTO MU CBOAHOTO.

B wHAMBHIyalbHOM TIpUKa3e CONEpKUTCS WHpopMamus o0 OJHOM pabOTHHKE;, B CBOIHOM - O
HECKOJIbKHX, HE3aBUCHUMO OT TOTO, KaKhe YIpPaBJICHUECKHE pPEIleHHs] M0 HUM MPUHUMAIOTCS (MpUeM Ha
paboty, Ha3HaYeHUE Ha JODKHOCTD, IEPEBOJ] HAa IPYTYIO JOIKHOCTH (padoTy), YBOJBHEHUE U JP.).

ConepkaHve MHIUBUAYAJBHOI'O NMPHUKa3a MO KaJpOBBIM BoIpocaM (JIMYHOTO COCTaBa) KPaTKO
U3JIaraeTcsi B 3arojioBKe, KOTOpPbI HaumHaercs ¢ mpemigora «O» M cOCTaBISE€TCAd C IMOMOILBIO
OTIJIarOJILHOI'O CYIIECTBUTENBHOr0: «O HazHaueHHH...», «O NPUHATHUH...». B CBOAHBIX MpuKazax MOXKET
IPUMEHATbCA 00001EHHBIN 3aroa0BoK: «O KaJpoBbIX BOIpocax», «O JIMYHOM COCTaBE».

B Tekcre npukasa 1mo kajpoBbIM BolpocaM (JIMYHOMY COCTaBy), KaK MPaBUIIO, KOHCTaTUPYIOLIast
4acTh HE OTMEYaeTcs.

PacnopsaurenbHas yacTh NpHKa3a HadMHAETCs, KaK MPaBUJIO, C IJarola B HEOIpe/eseHHOU
dopme: «IIpunsate», «Haznauntsy, «IlepeBectny», «OOBIBUTH» U TOMY MOI00HOE.

Hanee ykaspiBaroTcsd (paMuiMs, HUMs, OTYECTBO (IIpM HalIM4yuM) paOOTHUKA, Ha KOTOPOIO
pacrpocTpaHsieTcs AeHCTBHE MPUKasza, U TEKCT MpuKa3a. B cBonHOM mpukasze ¢pamMuiIny JUI] B TIpeaenax

MYHKTOB Pa3MeIIalTcs Mo andaBury.
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B npukasze 0 Ha3HAYCHWH WJIM YBOJIBHCHUH PAOOTHUKA YKA3bIBACTCS MOJIHAsS Jata (YMCI0, MECHIL,
rofa) (akTUYECKOTo BBIXOJa paboTHHKA Ha paboTy (MpeKpalieHus] TPYIOBBIX OTHOIICHHI ), pa3Mephl ero
JIOJPKHOCTHOT'O OKJIAJIa COTJIaCHO IMTaTHOMY PaClyCaHHUIO.

B cBogHOM mpuKaze mo KaapoBBIM BOMpPOCaM (JIMYHOMY COCTaBY) B PaCHOPSAUTEIHHYIO 4acTh
BKJIFOYaeTCsl WHGOpMAIHs, KOTOpash pa3MENIaeTCs B TAKOW ITOCIEAOBATEILHOCTH: MpPUEM Ha pabdoTy,
MepeBO/I, YBOJIbHEHHE.

B kaxxnom myHKTe mpurKasza 1mo KaJpoBbIM BOIIpocaM (JJUYHOMY COCTaBY) YKa3bIBA€TCS OCHOBAHUE
OTHOCHTENFHO €ro M3[aHus (3asBlieHHe pPaOOTHHKA, TPYIOBOW JOTOBOp (COralleHue), JOKIagHas
3ammcKa, TPEJCTaBICHUE, XOAAaTalCTBO, PEIICHHUE aTTeCTAI[MOHHONM KOMHCCHHU 00IIeo0pa3oBaTeIbHON

OpraHu3aIfM) U T.1.

5.4. PacnopsxeHue.

PacniopsokeHue -  pacHoOpsAUTENbHBIN JIOKAJIBHBIM HOPMATUBHBIA IIPAaBOBOM AaKT, KOTOPBIH
U3JIa€TCS PYKOBOAAIIMM pabOTHUKOM 00pa3oBaTEIbHON OpraHU3aliy (HampuMmep, 3aMeCTHTEIeM
PYKOBOJMTENSI, PYKOBOJUTEIEM CTPYKTYPHOIO MOJpAa3JesieHus1) IO BoOIpocaM HH(POPMALMOHHO-
METOMYECKOr0, aIMAHUCTPATUBHO-XO35IMCTBEHHOI'0 U OPTaHM3ALMOHHOI0 XapakTepa, BXOIALIUM B €ro
KOMIIETCHIIMIO.

PacnopspkenneM o opMIISIOTCS BOIPOCH! KPATKOCPOYHOT'0 OJJHOPA30BOT0 XapakTepa.

PacniopsikeHusl cOCTaBIISIIOTCS aHAJIOTMYHO MpPUKa3aM (B MEYaTHOM BapHaHTE) MOXKHO Oe3 cioBa
«ITPUKA3BIBAIO».

KoHcTatnpyromas 4acTb TEKCTa B PACHOPSIKEHUAX OTHCIAETCS OT PACHOPANUTENBHON 4YacTh
CJIIOBAMH:

(TPEJJIAT AIO», «PEKOMEHAYIO», «OBA3bIBAIO», « CHUTAIO HEOBXOANUMbIM».

Pacnopspkenust peructpupyrorcs B KHure/>kypHane perucTpaliv pacnopsbKeHHH (npunosiceHue
2). Kuura/xxypHan npoHyMepOBBIBAa€TCS, POIIHYPOBBIBAETCS, CKPEIUIAETCS MOANUCHI0 PYKOBOAUTEINS U
neyaThio 00pa3oBaTeNbHON opranu3ainuu. Pacropsikenus Gopmupyrorcs B Jleno ogun pas B
kBapTal. B xonne kamengapaoro roxa emo (He 6omee 250 nucToB) ohOpMIIIETCS B COOTBETCTBHH C

[Monoxxenuem 06 apxuse.

5.5. IIporoxour.
[Tporieccyl MpUMEHEHHS YIPaBICHUECKUX pPEIICHUN 00pa3oBaTENbHON OpraHu3alueii u camu
pelieHuss JOKYMEHTHPYIOTCSI C TOMOIIbIO TMPOTOKOJIOB KOH(EpEeHIUH, IeJarornyeckux COBETOB,

KOMMCCHUU U TIp.
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B mnporokonax 3acefaHuil KOJUIETHAIbHBIX M COBEILATENBHBIX OPraHOB TEKCT H3JIaraercs OT
TPETBEr0 JIMLA EJWHCTBEHHOTO 4YHCla («I1eJaroru4eckKuil COBET... IIOCTaHOBJSIET», «COOpaHHUE...
peIInioy).

ITpoTokon cocTaBisieTcss Ha OCHOBAaHMM 3allMCEH, CAEIaHHBIX HENOCPEICTBEHHO BO BpeMs
3aceJaHul, MpPEACTaBICHHBIX TEKCTOB M TE3UCOB JIOKIAJ0B M BBICTYIUICHHM, CIPAaBOK, MPOEKTOB
pELIEHHUI.

[TpoTOKOM MOKET COCTABIIATHCS KaK B PYKOITMCHOM, TaK U B IIeYaTHOU (opMe.

JlaToll mporokona sBisIeTCA JaTa INPOBENEHMs 3acefaHus. Ecinu 3acenaHue IpoJobKaloch
HECKOJIBKO JHEH, TO 4epe3 TUPE YKA3bIBAKOTCS MIEPBBIM U MOCIEIHNUM I€Hb 3aCEAAHMS.

Homep mnpoTokona IOMKEH COOTBETCTBOBATh IOPSANKOBOMY HOMepy 3acenanus. Hymepanusa
IIPOTOKOJIOB BEAETCA B Ipeesiax KaJeHJapHOro rojia OTAEIbHO MO KaXJOM TpyIIe MpPOTOKOJIOB
3aceZlaHysl COOTBETCTBYIOLIETO KOJUIETHAIBHOIO OPTaHa.

B pekBusute «MecTto 3aceiaHHs» YKa3blBAETCS Ha3BaHHE HACEIEHHOIO ITYHKTa, B KOTOPOM
COCTOSUIOCH 3aCElaHue.

3aroJoBOK K TEKCTY MPOTOKOJIA JIOJKEH OToOpakaTh BUJ 3aceJaHus (COBellaHHe, coOpaHue,
KOH(EpPEHIIHsI U T.I1.) WM KOJUICTHAJILHOM JESITEIBHOCTH (KOMUCCHS, COBET, cCOOpaHue, paboyas rpynmna u
T.Il.) U BKJIIOUaTh Ha3BaHUE BUJA JOKYMEHTA.

TekcT npoTOKOJIa COCTOUT M3 BBOJIHOM U OCHOBHOM YacTeM.

BBoanas yactb conepxkut nocrosunyo nHpopmanuio (ciosa IIPEJACEJIATEJIb, CEKPETAPD,
[TPUCYTCTBOBAJIM) u mnepemeHHywo (damuminsg, UWHUOUATIBI Mpeaceaaress, CeKkperaps u
npucyrcTByonmx). Ilpu HEoOXOOUMOCTH yKa3bIBAIOTCA JAOKHOCTH MPHUCYTCTBYIOLIMX, a TaKKe
WMHULMANbI, (aMUJIMK JOKHOCTH JIML, MPUIJAIleHHbIX Ha coBewlaHue. [Ipu KonuuecTBe y4acTHHUKOB
6onee 10 cocraBisieTcsi CIMCOK MPUCYTCTBYIOIIMX, KOTOPBIN MPUIIaraercsi K MpoTOKOMY.

Ecimu mporokon odopmisiercs B medatrHou dopme, To cioBa [IPEJCEJATEJIb, CEKPETAPD,
[MPUCYTCTBOBAJIMN neyartatoT OT HYJIEBOTO MOJIOKEHUS TaOyIATOpa, OT 2-T0O MOJI0KEHUs TabynsaTopa
CTaBUTCSI TUPE, MHULMAIBI U (aMUIMKM NUIIYT B UMEHUTENBHOM Majexe. PaMuiIMu MPUCYTCTBYIOLIUX
pacronararoTcs B aj(paBUTHOM HOPSAKE U IeyaTaroTcs yepe3 1 MeKCTpOUHbIi HHTEpBaJl.

BBogHas yacTh poTOKOJIA 3aKaHYMBAETCs MmoBecTKo AHs. CnoBa «lloBecTka AHs» meyaTaroT OT
HYJIEBOIO IIOJIOXKEHMsI TalynsaTopa, IOCIE€ HUX CTAaBUTCS JBOETOYME. Bompockl MOBECTKH JAHSA
HyMepyroTcst apadckumu nudpamu. Kaxiplii HOBBIN BOIIPOC MeyaTaroT oT 1-ro nonoxeHus Tadyasropa.

ITocnenoBaTenbHOCTh PACIIONOXKEHUS BOINPOCOB  OINPENEISAETCS CTENEHBI0 WX BaXXHOCTH.
Bomnpocel mepeuncnsroTcss B UMEHHTENbHOM maaexke. Jlokman (oruer, coolmieHue, uHOOpMaIus),
HalMEHOBAHUE JOJDKHOCTH, MHUIMAIBI U (aMUIMIO JOKJIaJA4MKa MUIIYT B pOAUTENbHOM manexe. He
PEKOMEHIIyeTCsl BKIIOYaTh B TIOBECTKY nHs Bompoc «PasHoe». Kaxaplii Bompoc [TOMKEH OBITh

KOHKpeTu3upoBaH. opMupoBaHue BOIIPOCOB B MOBECTKE JHS HaunHaeTcs ¢ npeaiora «O (O0)».
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OcHOBHas 4aCTh MPOTOKOJIA COCTOUT U3 PA3AEIO0B, KOTOPBIE JODKHBI COOTBETCTBOBATH ITYHKTaM
NOBECTKH JIHS. Pa3yiensl HymepyroTces apaOCKUMU U(PPaMH U CTPOSITCS IO TAKOH CXeMe:

CJIVIIAJIA - BBICTYIINJIN - PEIINJIN (IIOCTAHOBWJIN),

VYkazaHHbIE CJIOBa IEYaTaloTCcsl OONbIIMMHU OykBaMH 0Oe€3 OTCTyma OT TPaHMIbI JIEBOTO IOJIA.
ITociie 3TUX CIIOB CTaBUTCS IBOETOUHE.

ITocne cnoBa CJIYIIIAJIN yka3piBaeTcs KpaTKUH TEKCT BBICTYIUIEHHS OCHOBHOIO JIOKJIAJ4YHMKA.
PaMuIusA 1 MHAIAAIBI KaXA0r0 JTOKJIA[YMKa [1eYaTarTCs C HOBOM CTPOKHU. KpaTkuil TEKCT BBICTYIUICHHS
M3JIaraeTcsl B TPETHEM JINLE €AMHCTBEHHOI' O YU CIIA.

TexcTsl WM TE3UCHl JOKIaJA0B U BBICTYIUIEHUH, O(OpPMIIEHHBIE KaK OTAEIbHBIE JTOKYMEHTHI, B
TEKCT NPOTOKOJa He BKIoYaroTcd. [locime cBeneHM O AOKIAA4YMKE CTaBUTCS TUPE M YKa3bIBACTCS:
«Teker nokiaza (BBICTYIUIEHHS) TPHIIaraeTcs K MPOTOKOIY».

ITocne cmoa BBICTYITUJIN ukcupyroTcs BBICTYIUICHHS TEX JIMII, KOTOPbIC MPUHUIA yJacTHE B
00CyXJIeHUH JT0KJIaaa. BeicTyninennus opopMIIsSIOTCs B IPOTOKOJIE C YKa3aHUEM JTOJDKHOCTEH, (haMUITHi 1
VMHULMAJIOB, BBICTYNAOIIUX B UMEHUTEIBHOM IAJEXKE, a TAKKE C KPaTKUM HM3JI0KEHUEM COICpKaHU
BOIpoca U OTBETOB Ha Hero. CojepkaHue BBICTYIJIEHUN U3J1araeTcsl OT TPETHETo JIMLA €UHCTBEHHOIO
YHCIIa.

[Tocne cnosa PEHINIIM (ITOCTAHOBUJIN) ¢ukcupyercss MNpPUHATOE pelICHHE I10
00CyX/1aeMOMYy BOIIPOCY IIOBECTKM JHS. PemeHue 1M0MKHO ObITh KOHKPETHBIM M BKIIIOYATh
COCTABJISIOLINE, KOTOPHIE OTBEYAIOT HAa CJIEAYIOIINE BOIPOCHI: KOMY, YTO CAENIaTh U B KAKOW CPOK.

Pemenusi, copepxkaiire HECKOJIbKO BOMPOCOB, IMOAPA3JENSIOTCS HAa MYHKTHl M TOJIYHKTBHI,
KOTOpbIe HyMepyloTcst apabckumu nudpamu. IlonnyHKTE HyMepyOTCs nudpamMu ¢ TOUKOIA.

B cnydae, xoraa Ha 3acejlaHUM NMPUHUMAETCS pelIeHUe 00 yTBEP)KAECHUU JTOKYMEHTa, KOTOPbIN
o0cyxnaics Ha 3acellaHhM, HTOT JIOKYMEHT IMpHJIAraercst K MpOTOKOJAY M B HEM JeJaeTcsi CChUIKa Ha
HOMEp M aary npotokoia. [Ipu Hanuuuum Apyrux T0KyMEHTOB, KOTOPbIE pacCMaTPUBAIUCh HA 3aCEIaHUH,
U (pakT 0OCYXJIeHHUS KOTOPbIX ObLI 3apUKCHpPOBAaH B TEKCTE MPOTOKOJIA, OHU HYMEpYIOTCS apaOCKUMU
uuppamu (Ilpunoxenue 1, [Ipunoxenue 2). B cooTBETCTBYIOMKX MYyHKTaX MPOTOKOJIA JIEIAETCS CChUIKA
Ha 3TU IPUIOKEHUS.

[IpoTokon moanucheIBaeTCs MpPEnceNaTeNbCTBYIOIMM Ha 3aceJaHUU KOJJIETHAIbHOIO OpraHa
CEKpeTapeM.

Brinucka U3 mpoTokona — TOYHAs KOMMS 4YacTH TEKCTa MOJIMHHOIO IPOTOKOJIA, OTHOCSILIErOCs
K TOMY BOIIPOCY IOBECTKH IHsI, IO KOTOPOMY I'OTOBUTCS BBIIIMCKA. BBINNCKA U3 NMPOTOKOJIA COACPKUT
CIIEAYIOIINE pPEKBU3UTHI: HAWMEHOBAaHUE OO0IIE0Opa30BaTENbHON OpraHU3allii, Ha3BaHUWE BHUJA
JOKYMEHTa (BBINKMCKA U3 MPOTOKOJIA), JaTa 3acelaHusl, MECTO COCTABJICHMS], 3aT0JIOBOK K TEKCTY, TEKCT,

noanucu, OTMETKY O 3aBCPCHUHN KOITHUU.
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[Tpotokoinsl peructpupyiorcs B KHUTe/KypHaae pPErucTpaidi MpPOTOKONOB (npunodsicenue 3).
Kuura/sxxypHan mpoHYMEpOBBIBAETCs, MPOIIHYPOBBIBACTCS, CKPEIUISETCS IMOANUCHI0 PYKOBOAUTENS H
nevarpi0 odpazoBaTesibHOM opranuszauuu. [Iporokomnsl popmupyrores B Jleno oaun pa3 B kBaprai. B
KOHILIe KaneHaapHoro roaa Jleno (e 6omnee 250 nuctoB) odopmisieTcst B cooTBeTcTBUM ¢ [lonoxkeHnem

00 apxuBe.

5.6. Cary:kedHOe MUCHMO.

Cny>keOHOE THCEMO COCTABJISIETCSI C 1IENTbI0 0OMeHa nH(opMaIMel U MPeACTaBIISIET COOO0M:

= OTBEThI O BBIIIOJIHCHHUU 3a11aH1/11?1, OIIPCACJICHHBIX B d4dKTax OpraHoOB I‘OCYI[&pCTB@HHOfI

BJIACTH, IIOPYUYEHHUAX BBICIIUX JTOJKHOCTHBIX JIULL;
- OTBETHI HA BHIIIOJIHEHHE ITOPYYEHNN BBIIIECTOAIINX OpraHU3AIINM;
- OTBETHI HA 3aIPOCHI IPYTUX YUPEKICHUM;
- OTBETHI Ha 00paIleHHs TPaXK/IaH;
- OTBETHI Ha 3aIpOChl HAa HH(OpMAIHIO;
- WHULIMATUBHBIE ITUCHMA,;

- COITPOBOIUTEIILHBIC THCHMA.
CnyxebHoe mrucbMo oopmiisgercs Ha 6aHke o0pa3oBaTeNbHON OpraHUu3aIuy.

[TuceMoO MMeEeT CieayroIie PEKBU3UTHI: JIaTa, PErUCTPAIIMOHHBIN HOMEP (MCXOJAIINI), CChIIKA
Ha PErHCTPALMOHHBIA HOMEp (BXOMSAIIMIA) U ATy JOKYMEHTA, Ha KOTOPBINA aeTcsi OTBET (IIPU HAJIHYHUH),
ajzjpecar, 3arojoBOK, TEKCT, OTMETKa O HaJW4YWU TNPWIOKEHHH (B Cilydae HEOOXOJMMOCTH), MOIMHUCH,
ceegenust 06 ucnonuurene (O.M.0., KOHTaKTHBII HOMep TeledoHa).

Jlatoii mwchMa SBISETCS Jara €ro TOJIMHCAHMs, KOTopas JOJDKHA COBIANaTh C JaTOH
PETUCTpAIMK UCXOJAIICH KOPPECIIOH ICHIIHH.

OCHOBHBIM PEKBHU3HTOM CIIY’)KEOHOTO TMHCHhMa SIBISIETCST TEKCT, KOTOPBIM, KaK MPABHIIO, COCTOUT
U3 JIByX 4YacTeil. B mepBoil yacTh ykasbiBaeTCsi NMPHYMHA, OCHOBAaHHWE WJIM OOOCHOBaHUE TOATOTOBKHU
MUChMa, TIPUBOSTCS CCHUTKM HA IOKYMEHTHI, KOTOPbIC ObLTH OCHOBAaHHMEM JIJISl €T'0 COCTaBJIeHUs. BTopas
4acTh BKJIFOYACT BBIBOJIBI, TIPETIOKEHHSI, TPOCHOBI, PEIICHHUS U T. I1., KOTOPBIC pa3MEIIalTCs ¢ ad3aria.

Kak npaBuio, B muchbMe 3aTparuBaeTcst OJMH BOIIPOC.

Tekct mucbMa H3J1araeTcsi OT MEPBOTO JIMIIA MHOXKECTBEHHOI'O YMCIIA C UCIIOIB30BAHUEM CIIOB:
«IPOCUM COOOIIIHUTE...», «PAZBSCHIEM, UTO...».

CnyxebHoe TUChMO MOIMUCHIBACTCA PYKOBOJAUTENIEM 00pa30BaTEIbHON OpraHU3aIiy.

5.7. CnpaBka.

28



CrpaBka - TOKYMEHT, TOITBEPKIAONTNH Kakue-I11u00 (haKThl MU COOBITHS.

CrpaBku OBIBAIOT IBYX BUIIOB:

CrnpaBka i1 ONWCaHUS WIM TOATBEPXKIACHUS (AKTOB, MWIH COOBITUH B JAEATEIBHOCTH
OpraHU3aLMH.

CrpaBKH COCTaBIIIOTCS 10 YKA3aHUIO BBIIIECTOSIEH OpraHU3aluyd WIM PYKOBOAUTENS
00pa3oBaTeNbHON OpraHu3aluu Uil WH(OpMAalMKd O BBHIMOJIHEHWU TUIAHOB, 33/laHUM, MOPYYCHUU U
NPEJICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKHU.

Texcm maxkou cnpagku cocmoum u3 08yx uacmell.

B nepBoii wactu u3nararoTcst (akThbl, MOCITYKHUBIINE MOBOAOM K €€ HalMCaHHIO, BO BTOPOM -
MPUBOJATCS KOHKPETHBIE JTaHHbIC. BBIBOJBI U MpENIOXKEHUs B CIpaBKe HE TAOTCS (32 MCKIIOUEHUEM
AHATTUTUYECKOM ).

CrnpaBka qomkHa OOBEKTHBHO OTpakaTh COCTOSIHUE JIEII, €€ COCTaBJIeHHE TpeOyeT TIaTebHOro
cOopa ¥ MPOBEPKH CBEACHUH, MOTYT IPUBOAUTHCS TAOIUIBL.

CrnipaBku, cocTaBJICHHbIE AJISl PYKOBOAUTEISI OpraHU3alluH, OIITUCHIBAET COCTAaBUTEIb.

CripaBKH, KOTOpBIE COCTABJIAIOTCS 110 YKA3aHUIO BBIIIECTOSILEH OpraHu3alluM, MOANHCHIBAET
PYKOBOAUTENH 00111€00pa30BaTEIbHON OpraHU3alluH.

JlaToil cripaBku ABJISETCA JaTa €€ NOANUCAHHUS.

CrpaBku, yI0CTOBEpSIIONIME IopuaruecKkue (HakThl: TOATBEPKICHHE MecTa paboThl, 3aHUMAEMOMN
JIOJDKHOCTH, pa3Mep 3apadoTHOM TUIaThl U T.J.

Jlnst HUX mpuUMeHstoTCsa yHU(DULIIMPOBAaHHbIE TpadapeTHbIE OTaHKH.

Takoro popa copaBKM BBIAAIOTCS IO 3alpocaM 3aWHTEPECOBAHHBIX JHL (COTPYAHMKOB) WU

YUPEKIACHUN U PETUCTPUPYIOTCS B )KYPHAJIE BBIIABAEMBIX CIPABOK.

5.8. lok1agHas 3anucKa.

JlokmajHasi 3ammcka - JAOKYMEHT, aJpECOBAaHHBIM PYKOBOAUTETI0 M HH(POPMHUPYIOMIHN €ro o
CIOKUBIIIEHCS CUTyalluy, HUMCBUICM MCCTO ABJICHUU WU (I)aKTe BBIIIOJIHEHHOU pa6OTBI, a TakKxXKe
COAEp KAl BBIBOJBI M IPEIIOAKEHHS COCTAaBUTEIIS.

JlokiaiHast 3amMucKa MOXET BBIIOIHATHCS PYKOMUCHBIM CITOCOOOM.

TexkcT HOKJ’I&}IHOﬁ 3aIlMMCKU JCJIUTCA Ha JIBC YaCTH: IIE€PBaA - KOHCTATHPYIOIIasd, raAc HU3JIararoTcsa
UMeBIINEe MeCTO ()aKThl UM OMHUCHIBACTCS CHUTYyallusi, U BTOpas, B KOTOPOW W3Naraercsi mpeasioKeHue,
npocnoa.

TekcTy noKIaaHOoM 3aMucKu 00s3aTeIbHO MPEIIECTBYET 3arojI0BOK, HAUMHAIOLIUICS ¢ Mpeajora
«O», «O0».

JoknaaHas 3amucka ohopmIIsieTcs: Ha JTUCTe Oymard.

5.9. Akr.
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AKT - JOKYMEHT, COCTaBJIEHHbI HECKOJbKHMH JIMLIAMU M MOATBEPKIAIOIINI yCTaHOBIIEHHBIE
daxkTel W geicTBUA. AKTBI OQOPMIISIOTCS MO pe3ylbTaTaM peBU3UM, Npu IpueMme-Tiepenade Jel,
CIIMCaHUM UMYILECTBA U TOMY [10A00HOE.

AxT odopmisiercs Ha CTaHgapTHOM JjucTe Oymarm ¢opmara A4 W uMeeT crexyroume
PEKBHU3UTHI: Ha3BaHUE JOKYMEHTa, Ipud yrBepkiaeHus (Ipu HEOOXOAMMOCTH), JaTa MU MECTO
COCTaBJICHUS], 3arOJIOBOK K TEKCTY, TEKCT, IOJMMCH JIMIL (HE MEHEe TpeX ), KOTOPbIE COCTABIISIIN aKT.

TekcT akTa COCTOUT M3 BBOJAHOW M KOHCTATUPYIOIIEH YacTeH.

B BBOAHOW 4YacTu yKa3bIBAIOTCSI OCHOBAaHUS JUISL COCTABIEHMsS aKTa M Ha3bIBAIOTCA JIMIIA,
KOTOpBIE COCTABWJIM AKT WJIM NMPUCYTCTBOBAIN NPHU 3TOM. B KOHCTaTHpyromel 4yacTu M3Jaraercs CyTb,
3a/lauM, XapakTep MpPOJENaHHOM paboThl, YCTAaHOBIEHHBIE (HDAKTHI, MPEAJIOKEHUS U BBIBOJBIL.
Koncratupyromas yactb MoxeT o)OpMIISThCS B BUAE TaOMUIBL. B KOHIIE TEKCTa akTa 3alUCHIBAIOTCS
JTAHHBIE O KOJIMYECTBE IK3EMIUISIPOB aKTa M UX MECTO HaXOXKJICHUSI.

AKT NOZNUCHIBAETCS BCEMU JIMIIAMU, TPUHUMABILIUMH y4acTHE B €r0 COCTABJICHHH.

Jluno, uMerolee 3aMedaHus K COACpKAHUIO aKTa, MOAMKUCHIBAET €r0 U M3JIaraeT CBO€ MHEHUE Ha
OTJEJIBHOM JINCTE, KOTOPBIM MPUIIaraeTcs K aKTy.

5.10. TexerpamMmmbl, Te1epoHOTPaAMMBI, (PAKCUMUIISIPHAS CBA3b.

OTO MOKYMEHT IO OIEPaTUBHBIM BOMpOCaM, IMEpelaBacMblii Mo TenedoHY U 3alUCHIBAEMbII
MOJTy4aTeIeM.

OO0s3aTenbHBIMA PEKBU3UTAMHU TaKHX JTOKYMEHTOB SIBJISIOTCS:

- HAaUMEHOBaHUE YUPEKJICHHUM aJjpecaHTa 1 aapecara;

- PEKBU3HUT «OT KOrO» M «KOMY» C YKa3aHHEeM JOJDKHOCTH, (aMuianu, M OT4ecTBa
JOJDKHOCTHBIX JIHII,

- HOMED, JlaTa U BpeMs Mepejauu U mpueMa JOKyMEHTa,

- JOKHOCTH M (paMUITUU TIepeaBIIero U MPUHSBILETO JOKYMEHT;

- HOMepa TenedOHOB;

- TEKCT U MOAMHKCH.

[ToctynuBmivie JOKYMEHTHI JOJDKHBI HMMETh TE€ K€ PEKBH3UTHL, YTO M OTIpaBIIIEMble, 3a
UCKJIIOYEHHEM MOJIUCH.

JIOKyMEHTBI COCTaBIISIIOTCA B OJHOM JK3EMIULSIpE W MOJMUCHIBAIOTCS PYKOBOAMTEIEM MU
OTBETCTBEHHBIMU HCIIOJIHUTEIbHBIM.

5.11. DjeKTpOHHBIE JOKYMEHTHI.

[Topsimok cocraBieHus, OQOPMIICHHS M COIJIACOBAHUS IMPOEKTOB 3JEKTPOHHBIX JOKYMEHTOB
OCYILIECTBIISIETCS IO OOIKM MpaBUiIaM JEJIONPOU3BOICTBA, YCTAHOBICHHBIM B OTHOLICHUH aHAJIOTUYHBIX

JOKYMCHTOB Ha 6yMa)KHOM HOCHTCIIC. 9JI€KTpOHHBII\/JI JOKYMCHT [JOJIZKCH HUMCTbL PCKBU3UTEI,
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YCTAHOBJICHHBIC JIA aHaJIOTMYHOI'0 AOKYMCHTa Ha 6YMa}KHOM HOCHUTCIIC, 3a HCKIOYCHUEM OTTHCKA
rncyarTu.

B MEPCUCHDb 00s13aTEIIbHBIX CBEJICHHI O AOKYMCHTAX, HUCIIOJIBb3YCMbIX B LCIIAX YUCTAa U IMOUCKA
JOKYMCHTOB B CHCTEMaX J3JICKTPOHHOT'O )IOKYMCHTOO60pOTa 06p330BaTCHBHOﬁ OopraHuzaliii B

COOTBCTCTBUH C ITpaBUJIaMH JCJIIOIIPON3BOJICTBA B 06p330BaTeJ'H:;HOI\/'I OopraHu3aliuvu, BXOJAT:

. aJIpecaHT;
. ajpecar;

. JOKHOCTh, (PaMUITUSL M HHUIIHAIIBI JTUIA, TOAMUCABIIETO JOKYMEHT;
. BHU/] IOKYMCHTA;

. JaTta JOKyMEHTa;

. HOMEp JIOKYMEHTA;

. JaTa MOCTYIUICHUS JOKYMEHTA,

. BXOJSAUIMI HOMEP NOKYMEHTA;

. CCBhUTKA HAa UCXOSIINN HOMEp U 1aTy JOKYMEHTA;

. HAaUMEHOBaHUE JIOKYMEHTA,

. WHJICKC Jela;

. CBEICHHUS O Mepeapecalii TOKyMEeHTa;

. KOJIMYECTBO JIMCTOB OCHOBHOT'O TOKYMEHTA;

. KOJIMYECTBO MPHUIIOKEHUH;

. o0111ee KOJTMYECTBO JIUCTOB MPUIIOKCHHIA,

. YKa3aHUs M0 UCIIOIHEHUIO JOKYMEHTA;

. JomkHOoCTh, @. M. O. ucnoJHuTeIs;

. OTMETKa 0 KOH(PHUICHIIUATBHOCTH.

B cocraB OMONHUTENBHBIX CBENEHUH OO 3JIEKTPOHHOM JIOKYMEHTE MOTYT OBITh BKJIFOUEHBI
CBE/ICHUS: HAMMEHOBAHHE aBTOpa JOKYMEHTa (€C/IM aBTOp HE COBMAJAET C aJpeCcaHTOM (OTIIPaBUTEIEM)
JIEKTPOHHOI'O JOKYMEHTa), OTMETKa O MEePEeHOCe CPOKa HCIOIHEHUS JOKYMEHTa, CPOK XpaHEHHUs
JOKYMEHTa, HAaUMEHOBaHMs HPUIOKEHUH K 3JIEKTPOHHOMY JOKYMEHTY, KIIOUEBbIE CIJIOBA, CTaTyc
JOKyMeHTa (TIPOEKT, BepCHs), BUJ TIepelaur JOKyMEHTa (JIEKTPOHHON MOYTOM, OYTOM, (akcoM U T. 1.)
U JIp.

Cpoku XpaHEHHUS 3JEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHEHMsI JOKYMEHTOB,
YCTAQHOBJICHHBIX 3aKOHOJATENbHBIMU M MHBIMM HOPMAaTHBHBIMHM IPaBOBBIMH akTamMu Poccuiickoii
®denepaliy, TUIOBBIMU TIEPEUHSAMH [T aHAIOTMYHBIX JOKYMEHTOB HAa OyMa)KHOM HOCHTEJIE.

6. Opranusanus 10KyMeHTO000POTA U UCIIOJTHEHHUS JOKYMEHTOB.

6.1. IlpueM 1 06paboTKa MOCTYNAIOIIMX JOKYMEHTOB.
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JIBrKeHre JOKYMEHTOB C MOMEHTA MX CO3JIaHUsl WJIA MOJYy4YEHHS 10 3aBEpUICHHS UCIIOIHEHUS
WM OTIPABKH 00pa3zyeT TOKYMEHTOO00O0pOT.

B nmokymentooOopore  00pa3oBaTeNbHOM  OpraHM3alldd  BBIACISIOTCS  CIIEAYIONINE
JIOKYMEHTOIOTOKH :

a) BXOZAIIasi KOPPECTIOHAEHITUA (FopruandecKue U GU3NIeCcKue JINIA);

0) ucxopsias KOppecnoHIeHIUS (FOpUuaudeckre U (HU3NIecKue JInIa);

') BHYTPEHHSA JTOKYMEHTAIHSI.

JloctaBka M OTHpaBKa JOKYMEHTOB OCYILIECTBIISETCS, KaK IMPABHIIO, CPEICTBAMHU IOYTOBOW H
AJIEKTPOHHOM CBSI3H.

JIoKyMeHTBI, TMOCTynaromue B 00pa30BaTeIbHYI OpPraHM3alMio, MPOXOISIT MEPBUYHYIO
00paboTKy, perucTpaiuio, NpeIBapuTeIbHOE PACCMOTPEHHE, Mepeayy PYKOBOJICTBY Ha PACCMOTpPEHHE,
NepeJaroTCsl UCTIOTHUTENSM U OCJE UCTTOIHEHUS TOMEIIAIOTCS B IeNa.

[Tpuem u nepBudHas 00pabOTKa TOKYMEHTOB OCYIICCTBIISIETCSI CEKPETAPEM.

Cekperapb NpPOBOAUT: MPOBEPKY MPABWIBHOCTH aJPECOBAHUS MOCTYMAIOMIUX JIOKYMEHTOB,
MPaBUILHOCTH JIOCTaBKH U KOMILUIEKTHOCTH JIOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha MOJJICKAIINE U HE
MOJIeKaIINe PETUCTPALIUH.

[Tony4yeHHbIE KOHBEPTHI C KOPPECHOHACHIIMEH BCKPBIBAIOTCS, MPU 3TOM IPOBEPSETCS HAIUYUE
BJIOXKEHHI, a TakK€ yKa3aHHbIX B JIOKyMEHTax NpUJIOKeHUIl. B ciydyae MmoBpexIeHUs YIaKOBKH U
BIIOXKEHHH JINOO OTCYTCTBUS MPHUIIOKEHUN COCTABISAETCS aKT B ABYX dK3eMIUIsipax. OUH SK3EMILIAP aKTa
HaIpaBJISETCsl KOPPECIIOHACHTY, BTOPOM MPUOOIIAETCS K MOCTYMUBIIEMY TOKYMEHTY.

OmmbouHo TpHCIaHHAs KOPPECHOHICHIUS MEePEChIIACTC MO MPUHAIICKHOCTH, €CIH U3BECTEH
azpec norydarensi. B mpoTHBHOM ciiydae KOPPECTIOHICHIIHS BO3BPAIIIACTCSI OTIIPABUTEITIO.

KoHnBepThl OT mocTynaronieil KOppeCnOHACHIIMN COXPAHSAIOTCS M MPUIAraloTcsi K JOKyMEHTaM
JUIIHL B TOM CJydae, KOrja TOJIBKO M0 HUM MOXXHO YCTaHOBHUTH aJIpec OTIPABHUTENS WJIH, KOTJa jara
MOYTOBOI'O LITEMIIENSI UMEET 3HAUEHUE B KAUECTBE J10Ka3aTEIbCTBA BPEMEHH MONTYUYEHUsI JOKYMEHTA.

CrnenuanucTtoM He BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAIMUCKHIO «JTMYHO». OHH TIepeAaroTcs 1Mo
HA3HAYCHUIO

Nudopmarius 1 JOKYyMEHTBI O JEATEIBHOCTH 00pa30BaTENbHONW OpPTraHMU3aIllNK, HE yKa3aHHBbIC B
yactu 2 ctarbu 29 @enepanbHoro 3akoHa oT 29 nekabps 2012 roga Ne 273-@3 «O06 obpa3oBaHuu B
Poccuiickoit ®Denepanuuy, TPEACTABISIOTCS PYKOBOAUTENEM 0Opa30oBaTeIbHON OpraHU3alud IO

OGD&H.[CHI/IIO IpaXXaaHWHAa hi9% (e]0) JOJDKHOCTHOI'O JIMIId TOCYAAPCTBCHHOI'O OpraHa HJIM OpraHa MECTHOI'O

CaMOYIIpaBJICHHS B CIIy4asiXx U TMOPAJKE, MPEIYCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccuiickoi

denepanuu.
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[IpencraBienne MHPOpPMALMU HMHBIM OpraHU3alMsIM O JIEITEIBHOCTH 00pa3oBaTelbHON
OpraHu3alK OCYIIECTBISETCS yUpeIuTeIeM OpraHu3aliy, B OTHOIIEHUH KOTOPOW Takas MH(popMauus
3aIpalBaeTCs.

6.2. IlpeaBapuTe/ibHOE paccMOTPEHHE JOKYMEHTOB.

JenonpousBoauTens (MiIM) JIMLO, OTBETCTBEHHOE 3a BEJIECHUE [EJIONPOU3BOICTBA, NPOBOAUT
IIPEIBAPUTEIBHOE PACCMOTPEHHE JTOKYMEHTOB B LEJISAX BBIIACIEHUS W3 BCETO MACCHUBA MOCTYNHBILIEH
KOPPECHOHJCHIIUA  JOKYMEHTOB, TpPEOYIOIMX  00A3aTEIbHOIO  PACCMOTPEHUS  PYKOBOIUTEIEM
00pa3zoBaTeIbHON OpraHU3alHH.

OcHoBaHMEM MJiIi TPUHATHUS PELIEHUS B XOJE IPEABAPUTEIBHOIO PACCMOTPEHUS SBIISETCS
coJiep>KaHue IOKyMEHTa, a He a/IpecoBaHKe JOKYMEHTA COOTBETCTBYIOIIEMY paOOTHUKY.

PesynpraromM  mpenBapUTENbHOIO  PAaCCMOTPEHMS  SIBISIETCS  HANpaBJIEHUE  JIOKYMEHTa
PYKOBOJMTENIO 0Opa30BaTeIbHONM OpraHu3aluy WM JODKHOCTHOMY JIMILY B COOTBETCTBHM C
YCTAaHOBJICHHBIM paclpeaeIeHreM 00s3aHHOCTEH MEXIy PYKOBOIUTENEM H JOJKHOCTHBIMH JIUIIAMHU JUIS
BBIHECEHHUS YKA3aHUs 110 UCIIOJIHEHUIO JOKYMEHTA.

6.3. PerucTpanusi 10KyMeHTOB.

[lepemaya QOKYMEHTOB Ha PETUCTPALMIO IPOU3BOAUTCS TOJNBKO IOCIE MX IMPEIBAPUTEIBHOTO
PaccMOTpPEHHSI.

Perucrpanuun nomiexar Bce AOKYMEHThI, TpeOyroILIMe ydyeTa, MCIIOJHEHHs, HUCIOIb30BaHUS B
CIPAaBOYHBIX LEJIAX, KaK IOCTYNAIOUIME W3 JPYrMX OpraHM3alMii M OT YacTHBIX JIML, TaK H
o0pa3yromuecs B IPoLEecce AeSITENbHOCTH 00pa30BaTEIbHON OpraHU3aIiH.

He nmomnexar perucrpauuu mo3apaBUTeIbHbIC TUChMA, T€JIETPAMMBI, IPUTIACUTENIbHbBIE OUIIETHI,
uH(popMaIus ISl CBEelEHUs, OyXraJTepcKue TOKyMEHTBHI MEpBUYHOro ydvera. J[jis HUX cocTaBisieTcs
IIEPEYEHb HEPETUCTPUPYEMBIX TOKYMEHTOB.

Peructpainuss JOKYMEHTOB NpPOM3BOAMTCS C LEIbI0 OOECIEUeHHs] UX YdeTa, KOHTpOJIs 3a
UCIIOJIHEHUEM U OIIePaTUBHBIM HCIIOJIb30BaHUEM MH(POPMALIUH.

Peructparnus 10KyMeHTOB IPOU3BOIUTCS B A€HD UX MOCTYIUJICHHUS.

JlommyckaeTcst OTMETKa O NOCTYIUIEHMH JOKYMEHTa B OPraHM3allUI0 MIPOCTAaBJISITh B BUJIE IITAMIIA
WIM OT PYKH B HI)KHEH 4acTH JIMLIEBOM CTOPOHBI IEPBOIO JIMCTA JOKYMEHTA WK Ha €ro 00opoTe.

Perucrpanus HOKyMEHTOB 3aKJIIOYAcTCsl B BEACHHUU 3allUCU YYETHBIX JAHHBIX O JOKYMEHTE IO
YCTAHOBJICHHOH PETUCTPAIlMOHHON (opMme, KOTOPBIM (UKCHpyeTcsi (aKT CO3JaHMs, OTIPABICHHS WIIH
MOJIy4eHUs] JOKYMEHTa IIyTeM IIPOCTABJIEHUS HAa HEM PErMCTPAlMOHHOIO HMHIAEKCA C IMOCIEAYIOLIEH
3aIMChIO B YKa3aHHBIX (popMax HEOOXOAMMBIX CBEJICHUH O TOKYMEHTE.

JlokyMeHTBI, ToOcCTyHamomue B  00pa3oBaTENbHYIO  OpPraHU3allMIO, PErMCTPUPYIOTCS B
Kuure/sxxypHane perucrpanuu BXoAsIIed KOPPECIOHICHIINH, a T€, YTO OTIIPABIISAIOTCS U3 Hero, - Kaure/

’KypHaJie perucTpaluy UCXOIAIIe KOPPECTIOHACHIIMH (npuniodcenue 3).
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6.4. Pacnipe/iesieHue MOCTYNAIOMIUX IOKYMEHTOB.

[Tocne peructpanuu TOKYMEHTHI IEPEJAIOTCS Ha pACCMOTPEHUE PYKOBOTUTEINO 00pa3oBaTEIbHON
OpraHU3aIIH.

[Tocne paccMOTpeHUsS PYKOBOAWUTENEM JOKYMEHTHI BO3BPAILAIOTCS CEKpeTapro U (Uiu) JIHILY,
OTBETCTBEHHOMY 3a BEJEHHE JCJIONPOM3BOJACTBA, JUISI TEPEHECCHHsS YKa3aHWH [0 MCIIOJHEHHIO
JOKYMEHTa B JKypHaJI pErucTpalu BXOIIMIMX JOKYMEHTOB. B COOTBETCTBHUM C yKa3aHUSMU IO
HUCITOJIHCHUTO IIOJJIMHHUK JAOKYMCHTA HaIpaBJIACTCA pa60THI/IKy, ABJIAIOIIEMYCA
OTBETCTBEHHBIM HUCIIOJIHUTENIEM, a COUCIIOTHUTEISIM HAMPABIISIOTCS KOMUU JOKYMEHTOB (€CITH UMEIOTCS),
0 4eM JenaeTcsi oTMeTka B KHHUre/sKypHaie perucTpanuy BXOAAIINX JOKyMEHTOB.

DONeKTpOHHBIE COOOIEHUS, MOChUIaEMbIE MO 3JIEKTPOHHOM MOYTE, UCHOIHSIOTCS aHaJIOTHYHO
JIOKYMEHTaM Ha OyMayKHbIX HOCHUTENSIX C YUETOM ONPEEIEHHON crieu(UKH B IPOLIECCE UCTIONHEHHUS.

6.5. Ilopsimok 0OpaGOTKH M MPOXOKIEHHUSI HCXOAAIINX U BHYTPEHHUX JOKYMEHTOB.

[lopsimok  TOATOTOBKM  MCXOAANIMX  JOKYMEHTOB  BKJIIOYaeT B ceds  pabory 1o
COCTaBJICHHUIO IIPOEKTA TIOKYMEHTA, COTIACOBAHUIO, MOJITUCAHUIO (YTBEP)KICHHUIO) U OTIIPABKE.

I[O nepeaayn AOKYMCHTa Ha IIOAIINCH HUCITIOJIHUTCIIb JOJIDKEH IMPOBCPUTH €ro
coJiep>KaHue, MPaBUILHOCT, OQOPMIICHHSI, HalMyhe HEOOXOOUMBIX BHU3 M HpWIOKEHUH. JIOKyMeHT
MPEACTABJIAICTCA HA MMOAINUCH BMECTC C MATCpUalaMi, HAa OCHOBAHUH KOTOPBIX OH I'OTOBUJICA.

BayrpeHHue AOKyMEHTHI OQOPMIISIOTCS W HUCHONHSIOTCA (MCIONB3YIOTCA) B IpeJenax
00pa3oBaTeNbHON OpraHU3aIUH.

BHyTpeHHue 1OKyMeHTHI (JIOKIaJHbIE 3alUCKH, CIIPABKH, CBOJKH U Jp.) pacCMaTpUBAIOTCA TEMU
JOJDKHOCTHBIMH JIMIITaMH, KOMY OHU HAITPABJICHBI.

OTBeTCTBEHHBIC 3a JICIONPOU3BOJICTBO TEPe] CAadei KOPPECIOHACHIINA Ha OTIPABKY JIOKHBI
00s13aTeIbHO  TPOBEPUTH MPABHIBHOCTE ee odopmieHus U  ajpecoBaHus. KoHBepTOBaHHE
KOPPCCIMOHACHIINN U JAPYTUX IMOYTOBBIX OTHpaBHeHI/Iﬁ MMPOU3BOANUTCA CTPYKTYPHBIMH IMOAPA3ACIICHUAMUA
OpTraHU3AIIHH.

PCFI/ICTpaIII/Ifl OTIIPABJIACMBIX JOKYMCHTOB OCYHICCTBIIACTCA B ACHBb ux IIOOIINCaHUu s
(YTBep>KIeHHs) WM Ha CIeAyIouil pabounii neHb. PerucrpannoHHBIE HOMEp JOKYMEHTAa W Jara
perucTpanvin IMPOCTABJIAIOTCA Ha HNOJIMHHHUKE JOKYMCHTA B PEKBU3UTAX OJaHka n Ha
KOIHH, OCTAIOIIEHCsl B Jiene oOpazoBaTenbHON opraHu3anuu. CrpaBoYHBIM anmapaToM AJs UCXOASIIUX
JOKYMCHTOB ABJIACTCA KYpHaAJI pErucTpanuu 3TUuX JOKYMCHTOB.

OTnpaBKy HCXOISIIMX JOKYMEHTOB MPOU3BOJUT CEKpeTapb M (WUJIM) JIMIO, OTBETCTBEHHOE 3a
BeAeHue  JenomnpousBoAcTBa.  CpouHas — KOppecmoHJAeHIHs  opopmisieTcs U OTHPABISETCS
HEe3aMeJIUTENBHO CEKPeTapeM.

Jlenonpon3BoUTeNh MPOBEPSET TPABHILHOCTE  OPOPMIICHHSI HCXOISIIMX JOKYMEHTOB,

MPOU3BOAUT COPTHUPOBKY JIOKYMEHTOB MO CIOCOOY JIOCTaBKM KOPPECIOHICHIIMHU ajpecaTry (mpocras,
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3aKa3Has, MEXIyHaponaHas u Jp.). HempaBuiabHO oOQoOpMIIEHHBIE ITOKYMEHTBHI U KOPPECHOHICHIIUS
HECITY’)KeOHOTO XapakTepa K OTIpaBKe HE MPUHUMAIOTCSA W BO3BPAIIAIOTCS JHILY, MOATOTOBUBIIEMY
JIOKYMEHT.

OtnpasisieMas 1O MOYTE€ KOPPECHOHACHIIMS MPOXOJIUT YMAKOBKY, aJpecOBaHHUE, MPOCTaBICHUE
CTOMMOCTH MOYTOBBIX YCIYT U MIepeIady Ha OTIIPAaBKY B MECTHOE OT/ICTICHUE CBSI3U.

Ha 3aka3Hyi0 KOppECIOHACHIINI0, HA JOKYMEHTHI ¢ MOMETKOU «JlJi CcyKeOHOTrO MOIB30BaHUS»
COCTaBJISICTCSI PEeCTp, KOTOPBIH 3aTeM BO3BpallacTCs CEKpeTapro y4deOHOW dYacTh W (WIM) JIWILY,
OTBETCTBEHHOMY 32 BEJICHHE JICTOMPOU3BOJCTBA, C PACIUCKON PaOOTHHKOB MOYTOBOI'O OTIEIICHUS CBSI3H
WJIM MHOTO JIMIIa, 00ECIIEYMBAIOIIETO OTIIPABKY TOKYMEHTOB.

[lepenaua ¢ wucmonb30BaHUEM CPEACTB (PAaKCUMUIIBHOM CBSI3U JOKYMEHTOB, COJEpPIKaIIUX
CIyXeOHYI0 HWH(OpPMAIMI0 OTrPaHUYEHHOTO PACIPOCTPAHEHHUS, B TOM YHCIE C TOMeTKou «JlJist
CIy>)keOHOTO TONIb30BaHUS», HE paspemiaerca. Kareropuuecku 3zamperiaercsi mepefada 1Mo CpeicTBam
(haKCUMUITBHOMN CBSI3U CEKPETHBIX IOKYMECHTOB.

C wucnonbp3oBaHHEM CcpeAcTB (HaKCUMHUIBHOW CBS3M MOTYT OBITh TepeJaHbl MaTephalibl
TEKCTOBOT0, TAOIMYHOTO WK TPadUIECKOro XapakTepa, UCIOITHEHHBIC TUITOTPad)CKUM, MAITHHOIIUCHBIM
WIM PYKONHUCHBIM CIIOCOOOM B YEPHOM WJIM TEMHO-CHHEM LBET€ C YETKMM M KOHTPACTHBIM
n300pakeHneM (TIepBhIe IK3EMIUIPBI MM UX KCEPOKOINUU) Ha Oenoi Oymare ¢ MUHUMAIILHOW BBICOTOM
OykB u 1udp 2 mm. O6beM nepeaaBaeMoro B T€UEHHUE OJHOIO CEaHCa CBSI3U JIOKYMEHTA, BBIIOJIHEHHOT O
Ha Oymare ¢opmata A4, He TOKEH MPEBHIIIATh MSATH JIUCTOB.

OTBETCTBEHHOCTh 3a COJEp)KaHWE HH(POpPMAIMH, IMEpelaBaeMON C HCIIOJIb30BAHUEM CPEJICTB
(haKCUMUIIBHON CBSI3U, BO3JIAraeTCsl Ha UCIOIHUTEINS, TOATOTOBUBIIETO (haKkcorpaMmy IJis epelavm.

6.6. OcobeHHOCTH PadOTHI ¢ IJTEKTPOHHBIMH TOKYMEHTAMH.

B obpazoBatenbHOIl opranu3anuu Co3Jar0TCsl U UCTIONb3YIOTCS

. SJIEKTPOHHBIE  JOKYMEHTBI, CO3J]aBaeMbleé B  OJEKTpOHHOM  (opme O3

MPeBAPUTENHLHOTO TOKYMEHTUPOBAHUS HA OyMa)KHOM HOCHUTEIIE,

. SJIEKTPOHHBIE 00pa3bl JTOKYMEHTOB, MOJY4YEHHBIE B pe3yJbTaTe CKAHHUPOBAHMS

JOKYMEHTOB M XPAHAIIUECS B CUCTEME AJIEKTPOHHOT O IOKYMEHTO000pOTa.

[IpueMm u oTmpaBka 3JEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIIOTCSI OTBETCTBEHHBIM 3a BEJICHHUE
JIENOMPON3BOICTBA B 00PA30BATEIbHON OpraHu3allnu.

DJIEKTPOHHBIE JTOKYMEHTBHI CO3Al0TCs, 00pabaThIBAIOTCS M XPAHATCA B CHUCTEME JJIEKTPOHHOIO
JTOKYMEHT0000pOoTa 00pa3oBaTeNbHON OpraHU3aIiu.

DNEKTPOHHBIA JJOKYMEHT JOJDKEH OBITh O(OpPMIICH MO OOIMMM MpaBHJIaM AETONMPOHM3BOJICTBA U
UMETh PEKBU3UTHI, YCTAHOBJECHHbIC MJs AHAJIOTMYHOTO JIOKYMEHTa Ha OyMa)KHOM HOCHUTENe, 3a

HNCKIIIOYCHHUECM OTTHCKA IICYaTH.
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Jist IOATBEPIKACHUS OTMHHOCTH 3JICKTPOHHBIX TOKYMEHTOB B 00pa30BaTeIbHOW OpraHU3aIuu
UCTIONB3YIOTCSl AJIEKTPOHHBIE NHU(POBBIe MoanucH. Mcmonbp3yemble cpencTBa SIEKTPOHHOU HUPPOBOi
MOJIUCH JI0JIKHBI OBITH CEPTU(ULIUPOBAHBI B YCTAHOBJIEHHOM IOPSJIKE.

Envauneld  yuera  SNEKTPOHHOTO  JOKYMEHTa  SIBISIETCS  OJIEKTPOHHBIM  JOKYMEHT,
3apETUCTPUPOBAHHBIA B CHCTEME 3JIEKTPOHHOTO JIOKYMEHTO000pOTa 00pa3oBaTENbHON OpraHH3aIlHH.
DNEeKTPOHHBINA JOKYMEHT, UMEIOIIUN MPHUIIOKEHUS, PETUCTPUPYETCS KaK OJUH JOKYMEHT.

[Toce  oTmpaBKM  DIEKTPOHHOTO  JIOKYMEHTa, 3aBEPEHHOTO  JJEKTPOHHOW  IMOAIHUCHIO
YIIOJTHOMOYEHHOTO JTOJDKHOCTHOTO JIMIIA, JOCBUIKK aJpecaTy €ro KOMMH Ha OyMa)XHOM HOCHTEle, Kak
MpaBWIO, HE TpeOyercs, 3a WCKIIOYCHWEM OTBETOB Ha OOpamleHWs TpakIaH, OCTYIMHUBIINX I10
UH(POPMAIIMOHHO-TEIICKOMMYHHKAIIHOHHBIM KaHaJIaM, Ha KOTOpbIC 3asBUTEIIO JAaeTCs MUChbMEHHBIN
OTBET, HAMPABIISIEMBIi 110 IOYTOBOMY a/IpeCy, YKa3aHHOMY B OOpalleHuH.

VcrnionHeHHBIE AJIEKTPOHHBIC JTOKYMEHTBI CHUCTEMATHU3UPYIOTCS B Jiela B COOTBETCTBUU C
HOMEHKJIATYpOH Jiell 00pa30oBaTeNbHONW OpPTaHW3aIllMi U WHICKCHUPYIOTCS B IMOPSJIKE, YCTAHOBJICHHOM B
OTHOILIICHUU [IeJl, COCTABJICHHBIX M3 JOKYMEHTOB Ha OyMaxxHOM Hocutene. Ilpu cocraBieHun
HOMEHKJIATypHI JIEJT B 3ar0JIOBOK JieJia BKITIOYAeTCs YKa3aHUe « DNEKTPOHHBIC JOKYMEHTBD».

6.7. UndopmanuonHas 6e30MacHOCTb.

Nudopmamonable pecypchl 00pa30BaTeNbHONM OpraHW3aliid 10 JOCTYMy (BO3MOXHOCTH
WCITOJIb30BaHUs) TOAPA3ACIAIOTCS Ha OTKPHITYIO (0OIIeaocTynmHyr0) uHMOpMaIuo, CciIyXeOHyIo
uH(popMaIUIo U HHHOPMAINIO OTPAHUYSHHOTO PACIPOCTPaHEHUS (IOCTYIIA).

K kareropuu oTKpbITOI MHpOPMAIIMK OTHOCUTCS MHMOpMaIus, coaepKamascst B JOKYMEHTax U
0a3ax JaHHBIX 00pa30BaTENIbHOW OpPraHM3alMU, HENOCPEICTBEHHO 3aTpardBalollas IpaBa M HHTEPECHI
TpaXKIaH.

K xateropuu ciyxebHol nHoOpMalnu OTHOCUTCS MH(OPMALIK, COAepKAIIascs B JOKYMEHTaX U
0a3ax JaHHBIX 00pa30BaTENbHON OpraHU3alliy, IpeIHa3HAYeHHAs IS IOJDKHOCTHBIX JIUI U paOOTHUKOB,
IPU BBIOJHEHUU MMM CBOMX (DYHKIIMOHAIBHBIX OOS3aHHOCTEH, HE 3aTparvMBarollas HampsMyl MpaBa
¥ MHTEPECHI TPaX/IaH U HE OTHOCSIIASACS K KaTETOPHH OIPAaHUYCHHOTO PACIIPOCTPaHEHUS (JIOCTYIA).

K kareropum wuH(pOpMAMM OTrPaHUYCHHOTO  PACHpPOCTPaHEHUs  (JIOCTymma) OTHOCHUTCS
uH(popMaIus, comeplkamasics B JOKYMEHTaX U 0a3aX JaHHBIX, BKJIIOYAIONIAas CBEIACHUS
KOH(DHIECHIIMATHLHOTO XapaKTepa.

Best undopmanus, copepxaiasics B JIOKyMEHTax M 0a3aX JaHHBIX, 110 YMOJYaHWIO SIBIISIETCS
OTKPBITOW H 00IIe0CTYHOM. VckimodeHne cocrtaisier MH(OpMaIMs, OTHECEHHAas K KaTeropusM
CITY€OHOM U OTrPaHUYEHHOT O PACTIPOCTPAHECHUS (JIOCTYIIA).

Joctyn monb3oBareield K WHGOPMAIMA OTPAHWYUBACTCS IyTEM OTHECCHUs HH(OpMaIu K

COOTBETCTBYIOIICH KAaTeropud W HAJIOXKEHHEM Ha Hee COOTBETCTBYIOIErO TpHda OrpaHuYeHUS
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pactipoctpanenus. Mudbopmanus orpanuueHHOro mocryna cHaOxkaercs rpudom «Jlist ciyxeOHOro
MOJTb30BAHUS Y.

HpaBOM OTHECCHUSA I/IH(l)OpMaIII/II/I K KaTreropuu OIpaHUYCHHOI'0 AOCTyIla W HAJIOXKCHHUA
COOTBETCTByIOIIEro rpuda o61amaer aBTOp JOKYMEHTa II0 COTJIaCOBAaHUIO C PYKOBOAUTEIEM
00pa30BaTeIbHON OpraHU3aluy.

JlokymeHnTupoBaHHasi ~ HHpOpPMAIMS  OIPAaHUYEHHOTO  pPACIpOCTpaHEeHUs  0e3  CaHKIUHU
JOJDKHOCTHOI'O JiMla, YCTAaHOBUBIICTO PCXKUM OrpaHUYCHHOrO pPacrnpoCTpaHCHUA I JaHHOTO
JOKYMEHTA, HE MOJICKHUT pasriameHuto (pacipoctpanenuro). [Ipenocrapnenue noiap30BaTeNsaM J0CTyMa
K JIaHHOW MHQOpMAlMK OCYIIECTBISAETCS HUCKIIOYUTEIBHO II0 COIJIACOBAaHMIO C  YKa3aHHBIM
JOKHOCTHBIM JIMIIOM ITyTEM MOJIa4i COOTBETCTBYIOIICH 3asIBKU.

JIOJDKHOCTHBIE JIMIIA, TPUHSBIINE pelleHrHe 00 OTHeCeHWH WH(popMmanuu, 3a(hUKCHPOBAHHOH B
JTOKYMEHTE, K KaTeropruH OrpaHUYeHHOI'0 PaclpoCTpaHeHHs], HECYT OTBETCTBEHHOCTh 32 0OOCHOBAHHOCTh
IPUHSTOIO PELIEHUS U €r0 COOTBETCTBUE JICHCTBYIOIIEMY 3aKOHOIATEIbCTBY.

Jlnunble nena paOOTHUKOB, JMYHBIE KAapTOUYKU PAOOTHUKOB, TPYIOBBIE KHIKKH PaOOTHHUKOB,
NPUKA3bI 110 TUYHOMY COCTABY JIOJKHBI XpaHUTHCA B ceiipe MM B METANTHIECKOM IIKagy.

3anucu B TPYJOBOW KHUKKE TOJIMHACHIBAET PYKOBOAUTENh 00pa30BaTeIbHON OpTaHU3allun. Y YeT,
XpaHCHUC W BbLIAYY OJIaHKOB CTpOI‘OfI OTYCTHOCTHU: OUIIIIOMOB, BKJIaI[LILHeI\/JI K HHM, CBHUJICTCIBCTB,
YIOCTOBEPEHUH BEJIET 3aMECTUTENb JUPEKTOpa. biiaHku XpaHartcs B cede.

YcTaHOBKa M 9KCILTyaTalys IpOorpaMMHOr0 00ecTieueH s, TOTYYSeHHOTO U3 JTF0OBIX HCTOYHUKOB U
BBITIOJTHAROIIIECTO q)YHKIII/II/I, HC CBsA3aHHBIC HCIOCPCACTBCHHO C BBIIIOJIHCHUCM pa6OTHI/IKaMI/I CBOHX
JOKHOCTHBIX 00513aHHOCTEH, KaTErOpUUYeCKU 3aIrperieHa.

Besa mpencraBieHHas B 3JEKTPOHHOM BHUAE MH(OpMalMs, MOCTyMamomas B 00pa30BaTEIbHYIO
OpPTraHU3AIIHIO, B 00513aTEIHHOM MOPSAKE MOJICKUT MPOBEPKE AaHTUBUPYCHBIMH CPEACTBAMHU.

3J'ICKTpOHHa$I I104YTa MOXET UCIIOJIB30BAThHCA ITOJIB30BATCIIAMU TOJIBKO IJIA obMeHa I/IH(bOpMaHI/IeI\/’I,
OTHOCSIIIENCS K KAaTeTOPUH, OTKPBITON U CIY>KEOHOM. 3alperieHo UCIIOb30BaTh SJEKTPOHHYIO MOYTY A

nepegady MH(GOpMaluu, OTHOCAIIEIHCS K KaTeropul OrpaHUYE€HHOr 0 pacpOCTPAHEHUS.

1. KOHTpOJ’Ib 3a UCIIOJIHCHUEM NOKYMCHTOB

7.1. Opranu3zanusi KOHTPOJIS.

KoHTposto noasiexar Bce 3aperucTpUpOBaHHbIE JOKYMEHTHI, Tpedytomue ucrnonHeHus. KoHTpomb
UCIIOJTHEHUS IOKYMEHTOB BKJIFOYAET: y4eT, [TOCTAHOBKY Ha KOHTPOJb, KOHTPOJb CPOKOB HCIOJIHEHHMS,
HEMOCPEACTBEHHYIO MPOBEPKY XOAa MCIIOIHEHMsI, TPOBEPKY KaueCcTBA UCIOJIHEHUS, aHAJIU3 Pe3yJIbTaTOB

HCIIOJIHCHUI.
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KonTpons 3a uCHOTHEHHWEM JOKYMEHTOB YCTAHABIMBACTCS B LENAX OOECIEYeHHS UX
CBOEBPEMEHHOI'0 M KaueCTBEHHOI'O HCIIOJIHEHHs, IMOBBIIIEHUS YPOBHS OpraHU3aTOPCKOM paboThl U
HACIIOTHUTENbCKON JUCHUITIINHBI.

[Ipyu mocraHOBKE AOKYMEHTa Ha KOHTPOJIb Ha IPAaBOM BEPXHEM II0OJIe JOKYMEHTa JeJIaeTCs
OTMETKa 0 KOHTPOJIE, KOTOPYI0 0003HAYaIOT CJIOBOM (IIITAMIIOM) «KOHTPOJIbY

KoHTpono noanexar npuKasbl, pelieHus] COBETOB, a TaKkKe JOKYMEHTBHI, OCTYIAIOIINe Ha UM
PYKOBOAUTENS] 00pPa30BaTENbHON OPraHU3AIUH.

OpFaHI/I?»aI_II/ISI KOHTPOJISL UCITOJTHCHU A BKIIFOYACT B ceOs:

. IIOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHHUTOPUHT MCIIOJIHEHUS KOHTPOJIBHBIX TOPYYEHUN JOKYMEHTOB;
. CHSITHE HCIIOJIHEHHOT'O JOKYMEHTa C KOHTPOJIS;

. HaIlpaBJICHUE UCIIOJIHEHHOIO JOKYMEHTA B AECIIO.

PykoBomuTenn  CTpyKTYpHBIX  MOJpa3AeiIeHUl  00si3aHbl ~ paccMaTpuBaTb  COCTOSIHUE
UCIIOJIHUTENILCKOW JUCHUUIUIMHBL MO JOKYMEHTaM C IMOpYYEHHSIMH aJAMUHUCTpAlMM 00pa30BaTebHON
OpraHu3alliy, a TAKXKe JOKYMEHTHI, MOCTYIHUBIINE B a/IpeC CTPYKTYPHOIO MO/Ipa3AeieHus U Tpedyromue
UCIIOJIHEHU S, U TIOATOTOBKHU OTBETA.

JIOKYMEHT cuMTaeTcsi UCIOJHEHHBIM, KOIZla PEIICHbl OKOHYATEJIbHO BCE IOCTaBJICHHBIE B HEM

BOIPOCHI ¥ COOJIIO/IEHBI CIIEAYIOIINE CPOKHU:

. €CJIM B JOKYMEHTE IOCTaBJIEH CPOK UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTBI 0€3 yKa3aHusl CpOKa UCIIOJHEHHS — B MECSAYHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCSl IOMETKA «CPOYHO» — B TPEXAHEBHBIN CPOK;

. nopyuyeHus 6e3 yka3aHusi KOHKpPETHOW JJaThl UCTIOTHEHUS — B MECSYHBIN CPOK;

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

. 1o oOpallleHusIM I'paxaaH, TPeOYIOIUM JONOJHUTEIBHOTO U3yYEHUS U MPOBEPKH,

— J10 O/IHOT'O MECsIIIa CO JHSI PETUCTPAlMH, IO OCTAIbHBIM — He Ooiee 15 qHel.

Cpoxk ucumcinsercs B KaJIEHAAPHBIX JHAX C JIaThl MOANMCAHUS JJOKYMEHTA.

Ecnu nocneaHuii AeHb UCHONHEHUS JOKYMEHTA IMPUXOAUTCS HAa HEpaOOUYMil [€Hb, OH MOAJIEKUT
VCIIOJTHEHUIO B IIPEIIECTBYIOIIMM eMy paOouunii 1€Hb.

[Tpu HEOOXOIUMOCTH MPOAJICHUS CPOKA MCIIOJHEHHs] JOKYMEHTAa OTBETCTBEHHBIH HCIIOJIHUTENb
IpEJICTaBIsieT Ha WMs PYKOBOAMUTENS OOpa3oBaTENbHOM OpraHM3alMd, [JaBIIET0 IOPYYEHUE,
MOTHBHUPOBAHHYIO IIPOChOY O €ro MPOAJCHUH HE MO3JHEE YeM 3a TPU JHs 10 UCTEUEHHs YCTaHOBJICHHOI O
CpOKa, ¢ 4eM CBOEBPEMEHHO Iepenaercs MHopMalys B MPHEMHYIO PYKOBOAUTENS 00pa30BaTEeNbHOU
OpTraHM3aLNH.

7.2. TlopsAIOK CHATHUS IOKYMEHTOB C KOHTPOJIS.
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JIOKyMEHTBI CHUMAIOTCSI ¢ KOHTPOJIS, €CJIM PEIlIeHbl TOCTaBJIEHHBIE B HUX BOIPOCHI MM aBTOpaM
JIaH OTBET I10 CYILIECTBY.

Ecnu no pazpemaeMomy BOIIPOCY OXHJIAETCS OTBET, TO OH BMECTE C KOMHEW OTBETa 3asBUTEIIO
MO>KET HaXOJUTHCS Y UCIIOJIHUTEIIS Ha KOHTPOJIE.

HpOMC)KYTOqHBIfI OTBCT, paBHO KaK H 3allpoC IO HCIOIHACMOMY JOKYMCHTY HWJIIM YaCTHUYHOC
WCIIOJIHEHHE TTOPYUYEHUsI, HE SIBJIIETCS OCHOBAHUEM JIs IPU3HAHUS JOKYMEHTA UCIIOJHEHHBIM.

CHATH TOKYMEHT C KOHTpPOJS MOXET TOJbKO JOKHOCTHOE JIMIIO, KOTOPOE MOCTaBWIJIO €ro Ha
KOHTPOJIb.

OcHoBaHMEM [UIsI CHATHUS C KOHTPOJISL JIOKYMEHTOB C IOPYYEHUSMU PYKOBOAUTENS
00pa3oBaTeNbHONM OpTraHU3allMK SIBISETCS JOKYMEHT — OTBET, IMOAMHCAHHBIM PYKOBOAMUTEIEM, €ro
3aMecTuTeNeM, JIN0o crpaBka 00 MCIIOIHEHWH JOKYMEHTa 3a MOAMNKMCHI0 PYKOBOJIUTENS CTPYKTYPHOTO
noapa3aeIeHUs.

Ecniu Bce mocTaBicHHBIE B AOKYMCHTC BOIIPOCBI PCHICHBI B OICPATHUBHOM ITOPAIKE, 663
MOJATOTOBKM NMHCbMEHHOTO OTBETA, MCIIOJHUTENb Ha JIOKYMEHTE JIelaeT KPAaTKyl 3alllCh O PElICHUU
BOIIPOCA, YKA3bIBAET JIaTy U MOJIHUCH, TOCIIE YETO JOKYMEHT ITOMEIAETCS B JIETIO.

8. Yder U xpaHeHMe nevaTeii, LITAMNOB U 0JIAHKOB.

OO0s3aTeIbHOMY YYeTy MOMJIeKaT BCE BUJBI NeYaTel W IITaMIOB, OJaHKH CTPOTOH OTYETHOCTH,
KOMaH/IMPOBOYHBIE yJIOCTOBEPEHHUSI, CIYKEOHbIE 3aJaHUsI, TPYAOBbIE KHUKKH.

Ydyer Bcex meyaTel W MITAMIIOB, MMEIOIIUXCS B 0OOpa3oBaTeNbHOW OpraHU3allid, BENETCS B
CreIUaIbHOM XKypHaie (npunodcenue 2).

KypHanbl ydera BKIIOYAIOTCS B HOMEHKJIATYpy Aeil. JIMCTBI MX HyMepyroTcs, NpPOIIMBAIOTCS U
OII€4aThIBAXOTCH.

[Teyaty u mWITaMIBI JOHKHBI XPAHUTHCS B cel(pax MM METAIITMYECKUX IKadax.

OTBETCTBEHHOCTD 3a XpaHCHUEC U UCITIOJIB30BAHUC Heaneﬁ, TaMIIOB HECYT JIMI[a, OTBCTCTBCHHLIC
3a BEJICHUE JII0IPOU3BOJICTBA.

YHHYTOKEHUE OJaHKOB MPOU3BOAUTCA IO aKTy C OTMETKOH B COOTBCTCTBYIOIIUX JKYpHaJIax
yuera.

IleuaTn u mrTamMmbl YHUUTOXAIOTCS IO aKTY.

[IpoBepka Hamuuusi Tmevared, MMTAMIOB W OJaHKOB, a TaKkKe TNOPSAKA WX XPaHEHUS U
UCIIOJIb30BaHUsS IIPOU3BOJUTCS KOMHUCCHEW HE peXe OJHOr0 pa3a B I0J OJHOBPEMEHHO C IPOBEPKOI
COCTOSTHUS JIETIONPOU3BO/ICTBA.

9.CocTaBjieHHEe HOMEHKJIATYPHI JIel.

Homenknarypa pgen - 5To 00si3aTeNbHBIN UIA  KaXI0M 0Opa3oBaTelbHOW OpraHu3aluu

CUCTEMAaTHU3HPOBAHHBIA TIEPEYCHh HAWMEHOBAHWM (3arOJIOBKOB) JeNI, KOTOpBIE (OPMHUPYIOTCS C

yKa3aHUEeM CPOKOB XpaHEeHUs Jiel (npunosicenue 4).
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HomeHnkiatypa aen mpeaHazHaueHa JJisi YCTaHOBKH B 00pa3oBaTeNbHOM OpraHu3alyd €IUHOrO
nopsiika (OpMUPOBAHUS [1€, OOECIEeYeHHs] MX YydYeTa, ONEpaTHMBHOrO IMOHMCKa JAOKYMEHTOB IO X
COJIEPKaHUIO M BUIY, ONIPEICIICHUS CPOKOB XPAHECHUS JIEN U SIBJISIETCS OCHOBOM JUISI COCTABJICHHSI OITUCEH
JIeIT TIOCTOSIHHOTO U JUIUTeNbHOro (cBhIme 10 yieT) XpaHeHus, a Takxke JJs yuera Jaen BpeMeHHoro (xo 10
JIET BKJIFOUUTEILHO) XPaHCHUSI.

B rpade 1 HOMEHKIATYphl [1€71 MPOCTABISIIOTCA HMHAEKCHl KaXKJOro Jeja, BKIIYEHHOrO B
HOMEHKJIaTypy. Muaexkc  gema  coctrouT w3 mudpoBoro  o0O3HAYEHUST W3 IITaTHOTO
pacncanus oOpa3oBaTeNbHOM oOpraHu3anuu (KoJa) W TMOPSJIKOBOTO HOMEpa 3arojioBKa jeia o
HOMEHKJIaType. IHIeKCHI 1e]1 0003HaYaroTCs apaOCKuMHU ITU(pamu.

[Tpumep —

12-05, rne 12 — obo3nauenue (kox), 05 — TOPSAKOBBIH HOMEp 3arojioBKa Jelia B pasJiene
HOMEHKJIATyphI JIe.

B rpade 2 HOMEHKIATYpBI J€]1 TPONUCHIBAIOTCS 3ar0JIOBKU JEII.

3aroy0BOK Jie1a JIOJKEH YeTKO B CyKaTol 0000IIeHHOM opMe 0ToOpakaTh COCTaB U COJEpKaHUE
JIOKYMEHTOB JieJIa.

B 3aronmoBkax JMYHBIX W APYrUX JeJ, COAEpXKallUX JOKYMEHTbl 10 OJHOMY BOIIPOCY,
ynotpebnsiercs Tepmut JIEJIO.

B 3aromoBkax gen, coaepiKaluxX IJIAaHOBO-OTUETHYIO JOKYMEHTAIIMIO, YKa3bIBaeTcs IEepUOJl
(Mecsl, KBapTaj, MOIYroaue, rofl), B KOTOPOM IUIaHUPYETCs CO3AaHHe JAOKYMEHTOB WM TEPUOM HX
(aKTHYECKOTrO BHIMTOTHEHUS.

Bo Bpemsi pa3menieHusi 3arojoBKOB J€Jl B HOMEHKJIAType YUUTHIBACTCS BAaXKHOCTh JIOKYMEHTOB,
BKJIFOYCHHBIX B JIEJIO, WX B3aWMOCBs3b. B Hawane pacrmosjararoTcsi 3arojoBKHA J€J B OTHOIICHUH
JOKYMEHTOB, IIOCTYNMBUIMX OT OPraHoB BBICHIETO YypPOBHA, Jajiee - 10 OpraHu3alMOHHO-
pacropsiIUTENILHONM ~ IOKYMEHTAlluM, TUTAHOBO-OTYETHOM  JOKYMEHTAIMHM, TIEpPENUCKe, y4eTHO-
CIIPaBOYHBIM BUJAM JIOKYMEHTOB. B KakJ10il U3 3TUX Tpynn JOKYMEHThI TaKK€ Pa3MEIaloTCs C yYETOM
3HAYMMOCTH U CPOKOB XpaHEHHUSI.

I'pada 3 HOMEHKIATYpPBI 1€ 3aMONHIeTCA B T€UEHUE KalleHAapHOro rojaa — npu GopMUPOBAHUU
HOBOTO JIeJIa, TIPY 3aKPBITHH JIeJIa U 110 OKOHYaHUHU KaJICHIapHOT0 roja.

[To moctuxenuu aenom oobema B 250 TUCTOB, TOM 3aKPBIBAECTCA U OTKPHIBAETCS HOBBIA TOM. B
rpade mocaea0BaTeNbHO YKa3bIBAIOTCS HOMEPa TOMOB M KpallHUE AaThl JOKYMEHTOB Ka)I0T0 TOMA.

[Tpumep —

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

DneKTpOHHBIE JeTia Ha TOMa He pa3leistoTcs. Bee ainekTpoHHbIE TOKYMEHTHI, HE3aBUCHMO OT UX

06B€Ma, BKJIIOYAKOTCA B OAHO 3JICKTPOHHOC ACJI0.
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B rpade 4 yka3zpiBaeTCs CpOK XpaHEHHsS [ieJla, HOMEpa CTAaT€l MO THUIIOBOMY WU
BEJIOMCTBEHHOMY TIEPEUHIO, (hefepaibHOMy 3aKOHY WU HMHOMY HOPMAaTHBHOMY IIPaBOBOMY aKTy, a MpHU
MX OTCYTCTBUH — I10 TUIIOBOM WJIM IPUMEPHOU HOMEHKIIATYpPE JIE.

B rpage 5 «IIpumeuanue» yKa3bpIBalOTCA CHELUATbHBIE CPOKU XPAHEHUS, MPOCTABISIOTCA
OTMETKH O 3aBCACHHUU JICJI (B TOM YHUCJIC B JJICKTPOHHOM BI/IJIG), O BBIACJICHHWHN A€ K YHUUYTOXCHUIO I10
HCTEYEHUU CPOKOB MX XPAHEHHS, O MECTE€ XpAaHEHUs MOJUIMHHUKOB JOKYMEHTOB, O Iepejade el B
JPYTyI0 OpraHu3aluio JUid NpoAoKeHus U Ap. B rpade nenaroTcss OTMETKH O Mepexonasiux Aenax C

YKa3aHHuEM CTAaporo HHACKCA [cjia B CJIy4dac €ro U3MCHCHUS.

IMpumep —

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

[To memam, KOTOpBIE MO KAaKMM-THOO TpPUYMHAM B TEYCHHWE Troja HE 3aBOAWINCH, B rpade
«[Ipumevyanue» HOMEHKIATYpBl Jeln Aenaercs 3amuch — «Jleno He 3aBoamiock». Ilpu sToM B
rpade 3 MpoCTaBISIETCS MPOYEPK.

[To okOHYaHWHM roja B KOHIIE HOMEHKJIATYpbl JeJ JeJaeTCs HTOroBas 3aluch O KOJIUYECTBE

3aBEJICHHBIX JIeJT (TOMOB).

10. ®opmupoBanue u opopMieHue J1el.

10.1. ®opMupoBaHue JeJl.
dopMupoBaHUE JIENT - 3TO TPYINIUPOBKA UCIMOTHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C

HOMEHKJIaTypOil Jien.

Bo Bpemst popmupoBaHus A€ clieayeT IPUISPKUBATHCS TAKUX OOIIUX MPaBUIT:

- MoMeniaTh B Jefia TONbKO UCTIOTHEHHbIE TOKYMEHTHI B COOTBETCTBUU C 3ar0JIOBKaMH Jie B
HOMEHKJIAType;

- TPYIIUPOBATh B JieJia JTOKYMEHTHI, BBITOJIHCHHBIC B TEUEHUE OJHOT'0 KaJeHAAPHOTO roja
(01.01-31.12), 3a HCKIIFOYCHHEM TIEPEXOASAIIMX e (BEAYTCS B TCUCHHE HECKOIBKUX JIET), THUHBIX JICIT;

- TOMemaTh B Jiela TOJNBKO OpHTHMHANBl WM, B CIlydae HMX OTCYTCTBHUS, 3aBEpEHHBIC B
YCTAHOBJICHHOM MOPSAKE KOMUU JOKYMEHTOB;

- HE JIONYCKaTh BKIFOYCHHS B Jiejla YSPHOBBIX, JIMUYHBIX JOKYMEHTOB, PA3MHOKEHHBIX KOITHMA
U JIOKYMEHTOB, MOJUICKAIINX BO3BPATY; Pa3[eNbHO TPYINIUPOBATH B JeNa JTOKYMEHTHI MOCTOSHHOTO U
BPEMCHHOT'O XpaHCHHUS;

- 110 00BeMYy JIeJ10 He AOKHO mpeBbimaTh 250 nauctoB (30-40 MM TONIIIMHON).

PacrionokeHne AOKYMEHTOB BHYTPH [I€JI MPOU3BOIUTCS B XPOHOJOTHYCCKOM IOPSJIKE, TPH

KOTOpOM HauoOoee PaHHUC JOKYMCHTLI PACIIoJararoTCsa B Ha4Yajie acja.
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[Tonoxxenwus, npaBuia, HHCTPYKUUH U T. II., YTBEPXKACHHbBIC PACTIOPAIUTEIFHBIMHA JOKYMEHTAMH,
IPYNIIUPYIOTCS BMECTE C YKa3aHHBIMH JJOKYMEHTaMHU.

[Tpuka3pl MO OCHOBHOWM JAEATENFHOCTH (DOPMHUPYIOTCS OTIEIBHO OT MPHKA30B IO KaJpOBBIM
BOIIpOCcaM (JIMYHOMY COCTaBy) (Ha3HaueHHe, MEepeMelIeHUE, YBOJbHEHUE COTPYJHUKOB) U OT MPUKA30B
00 OoTmycKax, KOMaHJAUPOBKAX U T.J.

[TpoTokomnbl 3acenaHuil KOJIETHAIbHBIX OPraHOB 00pa30BaTENbHOM OpraHU3aIMK IPYIITUPYIOTCS
B JleTla B XPOHOJOTMYECKOM MOpPSAKE W [0 HOMEpaM B Tpe/eNnax KalleHAapHOro rona. JJoKyMeHTH K
3aceIaHusAM YKa3aHHBIX OpPraHOB CUCTEMATU3UPYIOTCS MO JaTaM M HOMepaM MpPOTOKOJIOB, a B Mpeenax
TPYIIIBI JOKYMEHTOB, KOTOPBIE KAaCalOTCsl OJJHOT'O IIPOTOKOJIA, - TIO TIOBECTKE JTHS 3aCeIaHMs.

[lepenucky cremyeT rpyniupoBaTh B Jeia 3a IepHo KaJICHIapHOTrO To/a.

B neno mepenmuckd MOMEIIAIOTCS BCE JOKYMEHTBHI, BO3HHUKIIME B XOJAE PEIICHHWsS BOIpOCaA.
[leperiucka cucTeMaTH3UpyeTCss B XPOHOJOTMYECKOW IOCIEIOBAaTEIbHOCTH; JOKYMEHT  OTBET
TIOMEIIAeTCs 3a JJOKYMEHTOM-3aIIPOCOM.

10.2. Odopmitenue aeJt.

Jena oOpa3oBaTenbHON OpraHM3alUU MOUIeXKAT O(GOPMIICHHIO NPU HX 3aBEJCHHUM M T10
3aBEpIICHUH roza.
Odopmienne nena — MOArOTOBKA Jefia K XPaHEHHUIO BKIIIOYAeT B ce0si KOMIUIEKC paboT MO OMHCAHUIO
Jena Ha OOJIOKKE, IOAIIMBKE, HyMEpalWd JHCTOB W COCTABICHUIO 3aBEPUTEIBHOM HAIIHUCH.
Odopminenne aen npoBOaAUTCS pabOTHUKaMU OpraHU3allH, B 00S3aHHOCTH KOTOPBIX BXOIHUT 3aBEJCHUE
u (opMupoBaHHe €N, TPU METOTMYECKOW IOMOINM W TIOJ KOHTPOJIEM OTBETCTBEHHOTO 32 apXUB
00pa3oBaTeNbHON OpraHU3aIUH.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHSI MPOBOIUTCS MOJTHOE FITM YaCTHYHOE 0()OpMIICHHUE JIEIT.

[TonHomy odopMiIeHHIO MOAJIEKAT JieNa MOCTOSHHOIO, BpeMeHHOoro (cBhie 10 jer) XpaHeHus

(Mo JMYHOMY COCTaBy, JIMYHBIE Jiela YBOJEHHBbIX paOoTHuKoOB). IlonmHoe odopmieHue nena

IIpelyCMaTpUBacT:
. NOJIIMBKY UM TBEPJBINA MEPETLIET JIena;
. HyMEpaLUIo JIUCTOB B JIEIIE;
. COCTaBJICHUE JIUCTA-3aBEPUTEII;
. COCTaBJIEHHE B OCOOBIX clyyasx (IpH ohOpMICHUHU JIMYHBIX 1€, Ui yueTa 0co0o

LIEHHBIX JIOKYMEHTOB) BHYTPEHHEN ONKMCU JJOKYMEHTOB JI€N1a;
. BHECEHHE HEOOXOJUMBIX YTOYHEHHH B PEKBU3HUTHI OOJNOXKKH fena (yTOYHEHHE
Ha3BaHMsI [10/Ipa3/ielIeHuUs, MH/IEKCa U 3arojoBKa Jieja, 1aThl Aeja U JIp.).
Hena BpemenHoro (10 10 jet BKIIOYUTEIHHO) XpaHEHUs MOJUIeKAT YaCTUYHOMY O(OPMIICHHUIO.
Honyckaercs:

. XpaHUTh [€JIa B CKOPOCIIMUBATCIIAX,
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. HE [IPOBOJIUTH N1EPECUCTEMATU3ALIUIO JOKYMEHTOB B JIEIE;
. JIMCTBHI JIeJla HE HyMEPOBAaTh;
(] 3aBCPUTCIIBHBIC HAAIINCHU HE COCTABJIATD.

JIOKyMEeHTBI, MOJIeKAIIME TOTHOMY O(OPMIICHHIO, TOAIINBAIOT HAa YEThIpEe MPOKOJIa B TBEPAYIO
O0JIOXKKY M3 KapTOHA WIM MEpPEeIUIeTalTCs C Y4eTOM BO3MOXKHOCTU CBOOOIHOrO UYTEHHs TEKCTa BCEX
JOKYMEHTOB, JaT, BU3 M pe3odionuii Ha Hux. lIpm mnoaroroBke nen K NOALIMBKE (MEpEIuIeTy)
METaJUIMYEeCKUE  CKperyieHuss  (CKOObI,  CKpemkuh) W3  JOKYMEHTOB  yranswoorcs.  Jena
MOCTOSIHHOT'O XpaHEHHUs, COCTOSIINE M3 He()OpMaTHBIX JOKYMEHTOB, XPaHATCS B 3aKPBITBIX TBEPAbIX
narnkax ¢ TpEMs KiiallaHaMH U C 3aBA3KaMH.

[Tpu Hamuuuu B jAene HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYAOBBIX KHMXEK U JIp.) 3TH
JOKYMCHTBI BKJIAAbIBAIOTCA B KOHBCPT, KOTOpBIfI 3aT€M IIOAIIMBACTCA B OTO JOCJIO. HpI/I HaIn4yun
OOJIBIIIOr0 KOJMUYECTBA TAKUX JOKYMEHTOB OHM MOTYT H3bIMAaThCsl M3 JieJl, U Ha HHUX COCTaBISeTCA
OTZEIIbHAsL OIKCh.

B koHI1e Kax10ro0 fena MoAIIMBaOTCA YUCThIe OJaHKU (GOpM IJIs 3aBEpUTEIIbHONW HAAIIUCH.

B neiaax obecrieueHus COXpPaHHOCTU W 3aKpPCIUICHUSA TMOpPAAKa PACIHOJIO0XKCHUA JOKYMCHTOB,
BKJIIOYEHHBIX B JIEJI0, BCE JIMCThI, KPOME 3aBEPUTEIIBHOr0, HyMEPYIOTCsl apaOCKUMU LU(pamMu B IpaBoM
BEpPXHEM YIJy, HE 3aJieBas TEKCTa JOKYMEHTA, IPOCTHIM TpapUUECKUM KapaHIAIIoOM WIH HyMEpaTOpOM.
VYnorpebieHne 4epHWI M IBETHBIX KapaHJalled [yl HyMepaluH JIMCTOB 3amperiaercs. BHyTpeHHsAs
OIHACh UMEET CAMOCTOATEIBHYIO HYMEPALIUIO.

JIucTel e, cocToAmMX U3 HECKOIBKAX TOMOB WJIM YacTed, HYMEPYIOTCS MO KaXKJIOMYy TOMY HJIN
4aCTU OTJEJIBHO.

@dororpaguu, UYEpTEKU, qUArpaMMbl U Jpyrue WUIIOCTPATHUBHBIE M CHEIU(pHYECKHe
JOKYMEHTBI, IPE/ICTABIISIOIINE CAaMOCTOATENIbHBINA JIUCT B Jiesie, HyMEPYIOTCSI Ha 00OPOTHOW CTOPOHE B
JIEBOM BEPXHEM YIIIy.

CrnokeHHBIN JINCT pa3BOpAauyMBAETCsI U HYMEpYyeTCs B IPaBOM BepxHeM yray. IIpum stom smcr
moboro Qopmara, MOAIIMTHIA 3a OOUH Kpaill, HyMepyeTcsi Kak OJMH JIUCT;, JIUCT, CIOXEHHBIH U
HOJIIUTHIN 3a CEPEUHY, TOATEKUT MEPELUIMBKE U HyMEpYeTcs Kak OJIUH JIUCT.

HOIIIHI/ITBIC B JACJI0 KOHBEPTHI C BJIIOKCHUAMH HYMCPYIOTCA; IPH 3TOM BHA4YAJIC HYMCPYCTCA
KOHBEPT, a 3aTeM OYEPEIHBIM HOMEPOM KaX/10€ BIOKEHHE B KOHBEPTE.

[lopmuTeie B J1€10 JOKYMEHThI C COOCTBEHHOM HYyMeEpalHued JUCTOB (BKJIKOYAs IEYATHHIC
U3JJaHKs1) MOTYT HyMEpOBaThCs B OOIIEM MOPSIKE WIN COXPaHATh COOCTBEHHYIO HYMEpALUIO, €CIM OHA
COOTBETCTBYET I1OPSIKOBOMY PACIIOIOKEHUIO JINCTOB B JIEIIE.

B cayuasx oOHapyxeHus OONBIIOrO 4YHciaa OMIMOOK B HYyMEpalUMd JIUCTOB Jejla B
JIETIONPOU3BOJICTBE MPOBOAMUTCSA UX MepeHyMmepanusd. [Ipu mepeHymepaunuu JIMCTOB CTapble HOMEpa

3a4EPKUBAIOTCS OJHOM HAKJIOHHOW 4YEepTOW M PSAJOM CTABUTCS HOBBIM HOMEp JIMCTAa; B KOHIIE Jeia
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COCTaBJISIETCS] HOBAs 3aBEpUTEIIbHASL HAIIKCh, IIPU 3TOM CTapas 3aBEPUTEIbHAs HAIIUCh 3a4E€PKUBACTCS,
HO COXpaHsIeTCs B JIEIIE.

Jnst yueta KonuyecTBa JUCTOB B Jiene U (pukcanuu ocOOEHHOCTEH NX HyMepaluu COCTaBIISETCs
3aBepuUTeNbHAs Haanuch nena. OHa cocTaBisieTcs B 1€l Ha OTAEIbHOM JINCTE€ — 3aBEpUTENE Jela.
3aBepuTenbHAasl HAJMUCh COCTABIIAETCS 110 YCTAaHOBJIEHHOU (hopMe.

Bce nmocnenyronue n3aMeHeHHsl B COCTaBe U COCTOSHUU Jienia (OBPEXKACHUS, 3aMeHa M OATMHHBIX
JOKYMEHTOB KONUSIMU, IPHCOEAMHEHHWE HOBBIX JIOKYMEHTOB M T. JI.) OTMEYAIOTCS B 3aBEPUTEIbHOU
HAJINCH CO CCBUIKOM Ha COOTBETCTBYIOIIMM aKT.

OO0noxKa Jienm MOCTOSTHHOTO, BpeMeHHOro (cBwime 10 JieT) XpaHeHUs W MO JIMYHOMY COCTaBY
oopmitsieTcst Mo yCTaHOBJIEHHOU (hopMme.

Ha o6soxke /1e1 MoCTOSSHHOTO XpaHEHUs BBEPXY NPEAyCMaTPUBAETCS MECTO JJIsi HAUMEHOBaHUS
roCyJapCTBEHHOTO apXHBa, B KOTOPbIM OHU OyAyT mepelaHbl, a TakKe apXMBHOro Iu(ppa B MpaBoOM
BEPXHEM U JIEBOM HU)KHEM YIJIax.

ITpu opopmiennn o0noxku e HaumeHoBaHue LIIKosbl yka3bIBaeTCsl MONHOCTBIO 1O YCTaBy, B
MMEHHUTEJILHOM T1aJ1eKe, COKpPAIIEHHOE Ha3BaHNE — B CKOOKaX.

OO0s3aTenbHBIME PEKBU3UTAMU OOJIOXKKH JIeNa SBISIETCA yKa3aHME KOJIMYECTBA JIUCTOB B JIEIE,
KOTOPOE MPOCTABJISETCS] HA OCHOBAHUM 3aBEPUTEIBLHON HAMKCH JIENa, U CPOKa XpaHEHHUs Jiena (Ha Aesax
IIOCTOSIHHOT'O XPaHEHUs MUILETCS: «XPAHUTh MOCTOSHHO»), KOTOPBIA NEPEHOCUTCA Ha OOJIOKKY Jiesla U3
HOMEHKJIaTypBbI [10CJIE CBEPKH €T0 110 CPOKAM XPAHEHUs B IIEPEUHE.

st ydeta TOKyMEHTOB ONPEENIEHHBIX KaTEropHuil Jiesl MOCTOSHHOrO U BpeMeHHOro (cBaime 10
JIeT) XpaHeHUs, y4eT KOTOPBIX BBI3bIBACTCS CHEHM(PHUKON AAHHOM TOKyMEHTauuu (JIMYHbBIE Jiena, 0co0o
LIEHHBIE), COCTABJIAETCS BHYTPEHHSS OMKCh JOKYMEHTOB Jiea.

BuyrpenHol0 onuck HEOOXOJMMO TaKXK€ COCTaBIATh B JejaxX IOCTOSHHOIO U BPEMEHHOI'O
(cBpimre 10 net) XxpaneHnust, cHOPMUPOBAHHBIX 110 PA3HOBHIHOCTSAM JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE
PacKpbIBAIOT KOHKPETHOE COAEPIKAHUE IOKYMEHTOB.

BHyTpeHHSAsT ONMUCh COCTaBISETCS HA OTJEIbHOM JIMCTE MO YCTaHOBJIEHHOM (opme, KoTopas
COJICP/KUT CBEIIEHUS O IMOPSAIKOBBIX HOMEPAX NOKYMEHTOB Ji€la, MX MHJIEKCaxX, Aarax, 3arojoBKax U
HOMEpax JIMCTOB JIeJla, Ha KOTOPBIX PACHOIOKEH KaXKbli JOKYMEHT.

K BHyTpeHHe#l onucu /1ena cocTaBiseTCcsl UTOroBas 3aluch, B KOTOPOM yka3biBaeTcsl uudpamu u
IPOIUCHIO KOJIMYECTBO BKJIFOUEHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEH OMMCH.

BHyTpeHHs1 ONUCh TMOANMCHIBAETCS €€ COCTAaBUTENEM C YKa3aHUEM JOJDKHOCTH, IOAIHCH,
pacgpoBKH MOANKCH U HYMEpYETCs B JeJie OTAEIBHO.

11. XpaHeHue M YHUUTOKEHHE TOKYMEHTOB.
JIoKkyMeHTBI (Zena) ¢ MOMEHTa co3AaHusl (NOJy4eHus) Wid (OPMHUPOBAHUS XpaHATCA B

OpraHU3alNH JI0 NIepeladll apXUBHOMY YUPEKICHHIO.
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PykoBoauTenbs 00pa3oBaTeIbHOM OPTaHU3aIlMU U CIICIIMAILHO Ha3HAYEHHOE JIUIIO (JIUIa) 00sS3aHbI
00ecrneunTh XpaHEeHUe TOKyMEHTOB U JIe.

I[eﬂa JOJIDKHBI XpaHUTBCA B BCPTHUKAJIBHOM ITOJIOKCHHHN B mKa(l)ax, KOTOPBIC 3aKPLIBAKOTCA. Ha
KOpeIIKax 00JIOKEK JIe YKa3bIBalOTCI HOMepa Jell.

Bbimaua nem BO BpeMEHHOE IONb30BaHHME pabOTHUKAM 00pa30BaTeNbHONW OpraHW3alud
OCYILIECTBIISIETCSI C YCTHOTO pa3pelieHuss €ro pPyKOBOAUTENs, a JPYTUM YUPESKIEHUSM - C €ro
MUCBMEHHOTO pa3penieHus. Ha BbIZaHHOE JENI0 COCTABIISICTCS KapTOYKa - 3aMCHHTENbh. B kapTodke
YKa3bIBAIOTCS HOMEp JieTia, 3arojioBOK Jiefia, JaTa ero BbIayu, JUI0, KOTOPOMY JAETO BBIJAHO, J1aTa ero
BO3Bpara, MOANNCH JINI, KOTOPBIC BbIAAJIN U IPHUHAIN JCJI0.

[IpenocraBneHue 171 BO BpEMEHHOE MOJIb30BaHUE OCYIIECTBIISICTCS HEe OoJiee YeM Ha OJIUH MeCHII.

N3parue JOKYMCHTOB H3 JACJIa IMOCTOAHHOTO XPaHCHHUA 3allperiacTCs. B uHCKIIIOUHTEIBHBIX
Cllydasix HM3bATHE JOKYMEHTOB JIOIYCKAeTCs C pas3pelieHUss PYKOBOIUTENS 00pa3oBaTeIbHOU
OpTaHM3AIHH C 00s3aTeITLHBIM OCTABIICHUEM B JIeJIe 3aBEPEHHBIX JOHKHBIM 00pa30M KOMHH.

[Tocne oxoHuYaHHS CPOKa XpaHCHHs TOKYMEHTOB, KOTOPbBIE HE IMOUICKAT Iepeadye apXUBHBIM
YUPEXKICHUSM, JTOKYMEHTHI CIHUCHIBAIOTCS KOMHCCHEW 00pa30BaTeIbHOW OpPTaHU3AIHMH TI0 MPOBEACHHIO
9KCHEPTHU3bI IEHHOCTH TOKYMEHTOB, KOTOPYIO Ha3HaYaeT PYKOBOIUTEIh 00pa30BaTeIbHON OpraHU3aIlHH.

Ha CIIMCAHHYIO JOKYMCHTAIWIO OKCIICPTHASL KOMUCCUA COCTABIIACT COOTBGTCTByIOH_[I/Iﬁ aKT.

8. CocraBneHue HOMCHKJIATYpPbI JCJI.

8.1. Homenknarypa aen — CUCTEMaTH3WPOBAHHEIN MEepeUeHb 3ar0JIOBKOB JIeT, 3aBOAMMBIX B
o0pa3oBaTeNbHOW OpraHU3allid, C YKa3aHHEM CPOKOB MX XpaHEHHs, OPOPMIICHHBII B yCTaHOBJICHHOM
HIOpSIAKE.

8.2. Howmenkiarypa Jien npegHa3HaueHa Juis TpyIIyupPOBKHA HUCIOTHEHHBIX JIOKYMEHTOB B JIefa,
CHUCTEMaTU3allMM W ydeTa JeJl, ONpelIeleHUs CPOKOB HMX XPaHEHHS U SIBIIAETCS OCHOBOM s
dbopMHUpOBaHUs A€ M COCTaBJICHMSI OMHUCEH Jiel, JOKYMEHTOB, ONUCEH 3JEKTPOHHBIX JOKYMEHTOB
MOCTOSIHHOT'O U BpeMeHHOT o (cBbiie 10 JieT) XpaHeHus, B TOM YUCIIE 110 JUYHOMY COCTaBY, a TaKkKe IS
yueTa Jiel BpeMeHHBIX (10 10 1eT BKII0YUTEIbHO) CPOKOB XPaHEHHUS.

8.3. Howmenkmarypa pnmen cocraBiseTcss Ha OymaxHoM HocuTene. Homenkmarypa nen
BKJIFOYAETCSI B CHUCTEMBI AJICKTPOHHOTO JOKyMeHTooOopora (manee — CDJ]) u B cHCTeMBbl XpaHEHUs
AJEKTPOHHBIX JTOKyMEHTOB (nanee — CX3JI) B kauecTBe CIpPaBOYHHMKA, HA OCHOBAaHUU KOTOPOTO
OCYILIECTBIISIETCSl CHUCTEMATH3alUsl U y4yeT JOKYMEHTOB, a Takke HMX MeTajaHHbXx. COJl nomxHa
yCTaHABIMBAaTh  CBS3b JOKYMEHTa C MHAEGKCOM Jiela B COOTBETCTBHH C HOMEHKIATYpOH JAel
oOpazoBarenbHOil opranusanuu. Homenknarypa nen Bxitouaercs B COJl u CXDJl He mo3aHee 0JHOTrO

Mecs11a CO JHS €€ YTBEPKICHHUSI.
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OTBETCTBEHHBIMH 3a BKJIIOUeHUE HOMEHKIIATYphI Jes B COJ] u CXD ]l B0 TCS OTBETCTBEHHBIM
3a  JIETIONpPOU3BOJACTBO U  OTBETCTBEHHBIM 332 KOHTPOJb (PYHKIMOHUPOBAHHS  IJIEKTPOHHOTO
JIOKYMEHTO000poTa.

8.4. Homenxiatypa aen oOpa3oBaTesbHOM OpraHu3alMM (Jlajiee — CBOJHAs HOMEHKIaTypa
JIeJ1) COCTABJISIETCSl HA OCHOBE U3YUEHHUS COCTaBa U COJIEpKaHUs JOKYMEHTOB, 00pa3yIoLuXCs B poliecce
JeITeNbHOCTH 00pa3oBaTeNbHOW opraHu3auuu. Ilpu cocraBieHUH CBOJHOM HOMEHKJIATyphl Jie
YUUTBIBACTCA yCcTaB 00pa30BaTEeNbHOW OpPTaHU3AIlUH, IOJIOXKEHUS O CTPYKTYPHBIX ITOJPa3/ICICHUSX,
IITaTHOE paclMCaHue, IUIaHbl U OTYETHl O paboTe, MEepPEeyHH JOKYMEHTOB C YKa3aHHEM CpPOKOB HX
XpaHEHUsl, HOMEHKJIATYpPbl JIeN 3a MPEALIECTBYIOMINE KaJleHAapHbIE T'O/IbI.

8.5. CBomHass HOMEHKIAaTypa Jel COCTaBiseTcsi paOOTHUKOM, HA3HAYEHHBIM IPHKA30M
pyKOBOIUTENST 00pa30BaTENbHOW OpraHM3aluy (Jajiee — OTBETCTBEHHBIM 3a COCTABJIEHHE CBOJHOM
HOMEHKJIATYpPBI Ael).

8.6. CBomHas HOMEHKJIAaTypa A€l Ha NPEACTOSIINN KaJeHAApHBI TOA COCTaBIsETCS B
IOCICAHEM KBapTajlle TEKyIEro TIoJa, BHU3UPYETCS OTBETCTBEHHBIM 3a BEICHUE apXuBa U
COTJIACOBBIBAETCS C IMOCTOSHHO JCUCTBYIOLIEH SKCIIEpTHOW KOMHCCHEH 00pa3oBaTeNbHONW OpraHu3alluy.
He pexe 1 pa3a B 5 jeT, HOMEHKJIATypa JieJl COIJIaCOBBIBAETCS C IKCIEPTHO-MPOBEPOUYHON KOMHCCHUEU
MYHULMNIAIUTETa. B KOHIE Ka)XA0ro KaJleHIapHOro roja CBOJHAs HOMEHKIATypa AENl YTBEp)KIAcTCs
PYKOBOJIUTEIEM 00pa30BaTeIbHON OpraHu3allMy WM €ro 3aMeCTUTENIEM, KOTOPOMY JeJIerMpOBaHbl TaKUe
MOJTHOMOYMSI TIPUKa30M 00pa3oBaTeNbHOM OpraHu3alui. YTBEp)KJICHHAs CBOJHAs HOMEHKIJIaTypa el
BBOJIUTCS B IEUCTBUE C 1-TO AHBAps CIEAYIOLIETO KAJIEHIAPHOIO roja.

8.7. B cimyuae HEOOXOAMMOCTH BHECEHHMS B CBOJHYIO HOMEHKIATYpy M€l 3HAYUTEIbHBIX
M3MEHEHUH OHa MOAJIEKUT nepepadoTke. MI3MeHeHHs yTBEPXKIAI0TCS TPUKA30M MIIH KOPPEKTHPOBOUHBIM
auctoM (puiioxkeHue Ne 5).

HeGonbiive n3MeHeHns BHOCITCS B YTBEPKIEHHBIM pab04Mii SK3EMIUIIpP CBOJIHOM HOMEHKIIATYpPhbl
JEII.

8.8.  CrpykTypHBIC MOAPA3ICICHUS €KEr0{HO, He TTo3aHee 30 HOsIOpS TEKYyIIero KajieH [apHOTO
roja, COCTAaBJISIIOT HOMEHKIATypy [JeJl CTPYKTYpHOrO IOAPA3[EJIEHUs W IPEACTaBIAIOT €€
OTBETCTBEHHOMY 32 COCTaBJIEHUE CBOJJHOW HOMEHKJIATYPHI JIEI.

HomeHknaTtypa nea CTpYKTYpPHOIO MOAPA3AEICHHUS COCTABIIAETCSA JIMLIOM, OTBETCTBEHHBIM 3a
BEJICHUE JIEJIONPOU3BOJCTBA CTPYKTYPHOIO IOJpPA3/AEICHUS], COrJIacOBbIBAETCS C OJKCIEpTHOU
KOMHCCHEH  00pa3oBaTelnbHOM  OpraHM3allMd M MOANMCHIBAETCS PYKOBOAUTENIEM CTPYKTYpPHOIO
HOJpa3ACICHUS.

8.9. BHOBb cO3maHHOE CTPYKTYpHOE MOApa3feIeHUEe B MECSIYHBIH CPOK pa3pabarbiBaeT
HOMEHKJIaTypy I/l CTPYKTYPHOI'O NOJPA3eIeHUsI U IPEJICTABIAET €€ OTBETCTBEHHOMY 32 COCTaBJICHHE

CBOJIHOWM HOMEHKJIATYPHI JCII.
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8.10. Homenknatypa nmeia CTPYKTYPHOTO TIOApa3/elieHHs] W CBOJHAS HOMEHKJIATypa Jeil
cocraBisitoTcs o Gopme, yctaHoBieHHOM [IpaBuiiamMu opranuzanuu XpaHeHUs, KOMIUIEKTOBAaHUS, ydeTa
U WCIONB30BAaHUS JIOKYMEHTOB ApxuBHOro ¢oHma P® wu apyrmx apXuBHBIX JOKYMEHTOB B
rOCY/IapCTBEHHBIX OpTaHax, OpraHax MECTHOrO CaMOYIpaBJICHHUS U OpPraHM3aIUsaX, YTBEPKICHHBIMU
npuka3zoMm Pocapxusa ot 31.07.2023 Ne 77.

8.11. Homenkmarypa nen ToOApa3fensercs Ha paslienbl, KOTOPbIE pachojaraloTcs B
COOTBETCTBUH C YTBEPXJICHHBIM IITaTHHIM paclUcaHueM 0o0pa3oBaTeNbHOW OopraHu3anuu. HasBaHwusmu
pa3fenoB HOMEHKJIATYpPHI JeN SIBISIOTCS HAUMEHOBAaHUSA €€ CTPYKTYPHBIX TMOJApa3JeNieHuid UIu
HAIpPaBJICHUH e TEILHOCTH.

8.11.1. B rpade 1 HOMEHKIATYpPHI AET MPOCTABISIOTCS MHACKCHl KaXIO0ro Jela, BKIIOUYEHHOrO B
HOMEHKJIATypy. MHIEKc nema cocTOMT W3 HU(pPOBOro 0003HAUYEHHUS paselia HOMEHKIATYphl W
MOPSAKOBOIO HOMEpa 3arojioBKa Jena Mo HOMeHKIaType. MHaekcwl nen o0o3HauyaroTcs apaOCKUMU
muppamu. Hanpumep: 12-05, rme 12 — HOMep pazaena, 05 — MOpsSIKOBBIM HOMEp 3arojiOBKa Jieia B
paszene HOMEHKJIATYyphl Jell.

B HOMeHKITaType /1e1 COXpaHsAIOTCS OJJHHAKOBBIE MHAEKCHI Il OJJHOPOHBIX U MEPEXOIAIINX JelT.

8.11.2. B rpade 2 HOMEHKIATypHI JIe] MPONUCHIBAIOTCS 3ar0JIOBKH Jie. 3arojOBOK Jejia YeTKO, B
00001IeHHON (opMe OTpakaeT OCHOBHOE COJEp)KaHHUE M COCTaB JOKYyMeHTOB nena. OCHOBOHM st
HaMMEHOBaHUSI (3arojI0OBKa) JIeJ SBJISIOTCS BOIIPOCHI, OTPAXKAIOIIKE 3a4a9i U PYHKIIUUA 00pa30BaTEIbHOM
opranmzanuy. HauMeHOBaHUS MOMOJHSIOTCS YKa3aHUEM poJa 3aBOJUMOrO Jelia WIM Pa3sHOBHUIHOCTU
JOKYMEHTOB (ITOCTaHOBJICHHS, TIPUKA3bI, TPOTOKOJIBI U T. 11.).

Ecnmu neno, BKIIOWaeMoe B HOMEHKIATypy Jel, COCTOMT U3 OJWHAKOBBIX BHJOB WU
Pa3HOBHUIHOCTEH JIOKYMEHTOB, B 3aroJIOBKE TaKOrO Jiela YKas3bIBaeTCs HAMMEHOBAaHHE BHIIOB
TOKyMeHTOB, Harmpumep «lIpuka3pl Mo OCHOBHOH nesTenbHOCTH». He momyckaercs ymorpeOlieHue B
3arojioBKE Jiea HEKOHKPETHBIX (OPMYIHPOBOK («pa3Hble MaTepuajbl», «o0IIas Mepernuckay,
«HCXOJIIAs TIEPEMUCKay, «BXOSIINE TOKYMEHTBI»), a TAK)KE BBOJHBIX CIIOB, CIIOXKHBIX CHHTAKCUYECKUX
oboporoB. He nomyckaeTcs ymorpeOieHHE COKpAIICHHBIX CIIOB HAaUMEHOBAaHHHA TEPPUTOPHAIBHBIX
OpPraHOB HCIOJHUTEILHOM BJIACTH, YUYPEXKJCHUW U OpraHu3aluid, KpoMe O(pHUIIMAIBLHO YCTaHOBJICHHBIX
COKpaIICHHU.

Ecnmu peno Oynmer coCTOSTh W3 HECKONBKUX TOMOB WJIM YacTei, TO COCTaBIsETCS OOLIuit
3aroJOBOK Jeja, a 3aTeM IpH HEOOXOAMMOCTH COCTABIISIFOTCS 3arojOBKH KaXXAOro ToMma (4acTH),
YTOYHSIIOIINE COJIep KaHue 3arojI0BKa Jiefa.

[Topsiiok pacmoyoKeHHs 3arojIOBKOB 1€ BHYTPH PAa3/eioB U MOIPA3/IeiIOB HOMEHKIATYPHI el
OTIpE/IETSIeTCS] CTENEHBI0 BaXHOCTU JOKYMEHTOB, COCTABJISIONIMX JeNla, U WX B3aUMOCBA3bI0. BHauase

pacnojararoTCsa 3aroJIOBKM [CJI, COACPKAIIUX OPraHu3allMOHHO-PACIIOPAAUTCIIBHYIO JOKYMCHTAIUIO.
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Jlanee pacrmonaratoTcsi 3arojJioOBKH J€J, COAEp)KAlllMX IUIAHOBbIE M OTYETHbIE JOKYMEHTHI W T.1.
3aroJIoBKM JIell MOTYT YTOYHSTBCS B Iporecce (popMUPOBaHUS U 0GOPMIICHUS JIeI.

B HOMeHKIaTypy A€l BKIIOYaloTCs TaKKe JeNa, He 3aKOHYEHHbIE TPOU3BOJCTBOM Jieja MPOILIbIX
JeT (nepexoIsalIue).

8.11.3.T'papa 3 HOMEHKIATYphl JeJ 3aMOJHACTCS B TEUYCHHE KAJICHIAPHOI'O Toja — TpHU
(GbopMHUPOBaHUHU HOBOTO JieJia, IPU 3aKPBITHH J€J1a ¥ [0 OKOHYaHUM KaJeHJapHOIro rofia.

[To noctwxenun neiaoM odbema B 250 JTUCTOB, TOM 3aKpBIBACTCS M OTKPHIBAETCSI HOBBIN TOM.
B rpade mocnenoBarenbHO yKa3bIBalOTCS HOMEpAa TOMOB U KpaifHHeE JaThl JOKYMEHTOB KakJI0r0 TOMA.
Hanpumep «T1 — 11.01.2024-30.06.2024, T.2. — 01.07.2024-30.12.2024».

DNeKTpOHHBIE JeTia Ha TOMA He pa3eisatoTcs. Bee IeKTpoHHbIE TOKYMEHTHI, HE3aBUCUMO OT UX
o0beMa, BKJIIOYAIOTCS B OJIHO 3JIEKTPOHHOE JIEIIO.

8.11.4.B rpade 4 yka3piBacTCs CpPOK XpaHEHHUs Jejila, HOMEpa CTAaTed 110 THUIIOBOMY WJIH
BEJOMCTBEHHOMY IEPEYHIO, (heJepalbHOMY 3aKOHY MM WHOMY HOPMAaTHBHOMY IPaBOBOMY aKTy, a MpHU
WX OTCYTCTBHUU — IO THIIOBOM WJIM NIPUMEPHON HOMEHKIIaType nen (mpukas Pocapxusa ot 20.12.2019 Ne
236, npukaz Munnpocsemenus ot 30.12.1980 Ne 176, nucemo Muno6pazoBanust ot 20.12.2000 Ne 03-
51/64).

8.11.5.B rpade 5 ykaspBaoTCs OCOOEHHOCTH (POPMHUPOBAHUS Jiela M BHJ HOCHTEI
uHpopMmaiuu. B Tom uncie B rpade oTpakaroTcs CreqUalbHbIE CPOKU XPAHEHUS e, MPOCTABIIAIOTCS
OTMETKH O 3aBeJIeHHM el (B TOM YHCIE B DJIEKTPOHHOM BHJIE), O BBIJICICHUHU JIeJI K YHUUTOXKEHHIO IO
HCTEUEHUU CPOKOB HX XPaHEHHUS, O MECTe XpaHEHMs IMOJIMHHUKOB JOKYMEHTOB, O Iepejrade Ael B
JPYTYI0 OpraHU3aLUIo AJIs IPOJOJIKEHUS BEACHUS U JP.

B rpade aenatoTcs 0OTMETKH O MEpeXOAsIIUX AejaX ¢ yKazaHHEM CTaporo MHAEKca Jieja B ciydae
ero uamenenust. Hanpumep «Ilepexonsmee ¢ 2024 r. B 2024 — 2028 rr. — a. 2-2-11».

[To nenam, KOTOpbIE MO KAKUM-JINOO IPUYMHAM B T€UEHHUE KaJEHJIAPHOIO T0/1a HE 3aBOJIMINChH, B
rpade «IIpumedanuey» HOMEHKIATYpHl Jen jaenaercs 3amuch — «Jleno He 3aBoaminocky. Ilpu 3TOM B
rpade 3 npocTaBisieTcs poUYEepK.

8.12. Ilo oxkoOHYaHMM KaJEHIAPHOI'O0 TOAa B KOHIIE HOMEHKJIATYPHI /e JIeNaeTcs HTOroBas
3alMCh O KAaTEropHusX M KOJUYECTBE JIeN, 3aBEICHHBIX B TEKYyILEM KaJeHAApHOM roay. B uroroByro
3aMuch CBOJHON HOMEHKIATYPHI JIel CBEJIEHUS BHOCATCS HAa OCHOBAaHMM JAHHBIX, TMEPEJaHHBIX U3
CTPYKTYPHBIX IOJIpa3/iesieHuil 00pa30BaTeIbHON OpraHU3aliy.

9. dopmupoBanue U opopmieHue aed.

9.1. ®opmupoBaHHe a7 — TPYNIHUPOBKA UCIIOTHEHHBIX JJOKYMEHTOB B JIeIa B COOTBETCTBUH C
HOMEHKJIATypOM JIeN1 U CUCTeMAaTU3alus TOKyMEHTOB BHYTPH Jiena.

9.2. Jlena B 00pa3zoBaTenbHON OpraHu3aiy GOPMHUPYIOTCS B CTPYKTYPHBIX HOPA3ICICHUIX.
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9.3. HcmoiHeHHBIC TOKYMEHTHI JOJKHBI B 10-THEBHBINA CPOK CIaBATHCS WCIIOJHUTEIIEM JIHILY,
OTBETCTBEHHOMY 3a BEJICHUE JEJONMPOU3BOJCTBA B CTPYKTYPHBIX MOJpPa3ACICHUIX, U ()OPMUPOBAHHUS
ux B nena. Homep npenma, B KoTopoe MODKEH OBITh MOAMIMT JOKYMEHT, ONpPEACNseT PYKOBOIUTEIb
CTPYKTYpPHOTO TOJpa3/ieieHus] 00pa30oBaTeIbHOW OpraHU3allid WM HUCIOJTHHUTEIh B COOTBETCTBHH C
HOMEHKJIaTypou fiei. Ha qokyMeHTe npoCTaBisiOTC OTMETKA

«B neno Ne...», mOANUCH UCTIOIHUTENS UM PYKOBOJUTENSI CTPYKTYPHOT O OJIpa3IeieHus, AaTa.

JIoKyMEeHTBI BHYTPH JieJIa PacoiaratoTCsi B XpOHOJIOTHYECKOM MOCIIEI0OBATEILHOCTH.

9.4. KoHuTpoib 3a MpaBUIBHOCTHIO (OPMUPOBAHUS JIEN OCYIIECTBISETCS OTBETCTBEHHBIM 3a
apXuB 00pa30BaTEIHLHOM OPraHU3aAINH.

9.5. Ilpu dbopmupoBanuu Aen HEOOXOAMMO COOMIOAATH CIAEAYIONINE 00IIUe MpaBua;

. IIOMEIATh B JIEJIO TOJIbKO MCIIOJIHEHHBIE IOKYMEHTBI B COOTBETCTBHUU C 3aroJIOBKaMu

JCJI ITO HOMCHKJIATYpPC;

. TPYIIHUPOBATH B IET0 JOKYMEHTBI OJTHOTO KaJICHIAPHOTO TO/a;
. pa3ieNbHO  TPYNIHPOBATH B Jieja JOKYMEHTBI — IOCTOSIHHOTO M BPEMEHHOTO CPOKOB
XpaHEHUS;
. MOMEIIATh B JieJia KCepOKonuu (akcoB, TeaedoHorpaMM Ha OOITUX OCHOBAHMSIX;
° B [OCJIO HC MOOJDKHBI MOMCIIATHCA JOKYMCHTBI, MOMJICKAIIUEC BO3BpaTy, JIMIIHHC

9K3EMIUISIPBI, YePHOBHUKH: TI0 00BEMY J1€J10 HE TOJDKHO mpeBbimath 250 muctoB uiu 4 cM. [Ipu Hanuvuu B
Jielie HeCKOJbKMX TOMOB (YacTeil) MHJIEKC M 3arojIoOBOK Jella MPOCTaBIAIOTCS Ha KaXIOM TOME C
n00aBIEHUEM «TOM 1», «TOM 2» (TIOCTIeTHUT).

9.6.  Oco0bble TpeOoBaHuUs K POPMHUPOBAHUIO OTACTBHBIX JEII.

9.6.1. PacmopsimuTenbHbIE JOKYMEHTBI TPYIIIUPYIOTCS B JIela 1O BUAAM B XPOHOJOTHYCCKOM
MOPAJIKE C OTHOCSIIIIMMUCS K HUM MPUIIOKEHUSIMH.

9.6.2. VYcraBbl, MONOXKCHHSI, HHCTPYKIIMH, YTBEPKICHHBIC PACIIOPSIUTEIBHBIMU JOKYMEHTaMH,
ABJISIIOTCA TPWIOKEHUSIMU K HUM U TPYNIUPYIOTCS BMECTE C YKa3aHHBIMU JTOKYMeHTaMu. Eciiu jxe oHH
YTBEPK/ICHBI B KaU4€CTBE CaMOCTOATENILHOTO  JTOKYMEHTa, TO ux TPYIIUPYIOT B
CaMOCTOSITEeNIbHBIE JeNa.

9.6.3. Tlpukasbl MO0 OCHOBHOMW JEATEIHHOCTH TPYIIUPYIOTCS OTJCIBHO OT MPUKA30B IO JTUIHOMY
COCTaBy.

9.6.4. Tlpukasbl 110 JUYHOMY COCTABY I'PYIITUPYIOTCS B JIeJIa B COOTBETCTBUU C YCTAaHOBJICHHBIMH
CpPOKaMH UX XpaHEHHUS.

9.6.5. IlpoTrokonsl B [eie pacroiiaraloTcs B XPOHOJOTMYECKOM IMOPSAAKE IO HOMEpam.
JIOKyMeHTBI K TpPOTOKOJIaM, CrPYNIUPOBAaHHBIE B OTAENbHBIC JIea, CUCTEMATH3UPYIOTCS MO HOMEpam

IPOTOKOJIOB.
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9.6.6. YTBepXICHHBIC IUIaHBI, OTYETHI, CMETHI, JHMHTBHI, TUTYJIbHBIC CIUCKA W JpYyrue
JOKYMEHTBI TPYIIUPYIOTCS OTJAENBHO OT MPOEKTOB.

9.6.7. JIoKyMEHTHI B JUYHBIX JeJaX pPACIIOJIAralOTCs IO MEpe X MOCTYILUICHHS.

9.6.8. Ilepenmcka rpynmupyercss B paMKax OJIHOTO KaJIGHJAPHOTO rofia U CUCTEeMATU3UPYETCs B
XPOHOJIOTUYECKOH MOCIIETOBATEILHOCTH: JOKYMEHT — 3aIpOC — JOKYMEHT — OTBET.

9.7. [lema obGpa3oBaTenbHON OpraHU3allid MOIeKAT O(QOPMIIEHHUIO MPH HX 3aBEJCHUH U 10
3aBepIIeHNH KajlieHaapHoro roxa. OgopmieHne nemna — MOAroTOBKa Jiea K XpaHEHUIO BKIIFOYAeT B ceOs
KOMILUIEKC paboT MO OMUCAHUIO Jiefia Ha 00I0XKKe, TTOIIUBKE, HyMepaIluu JUCTOB U COCTABIICHHIO JIHCTa-
3aBeputenst nena. OdopmiieHHe €1 NPOBOAWTCS PAOOTHUKAMH CTPYKTYPHBIX —TOJpa3/IelICHH
00pa3oBaTeIbHON OpraHMU3allii, B 00SI3aHHOCTH KOTOPBIX BXOJHT 3aBEJICHUE U (POPMUPOBAHUE JEI, IPU
METOMYECKON TTOMOIIH U TIOJT KOHTPOJIEM OTBETCTBEHHOT'O 33 apXUB 00pa30BaTeIbHON OpraHu3aIlny.

9.8. J[ena momnexatr opopmienuto. [lomHoe odopmienue aena nperycMarpuBaeT:

. MOAIIMBKY MJI TBEPABIN MIEPEIUIET JIeNa;

. HYMEPAIUIO JINCTOB B JICNIE;

. COCTaBJICHHE JTUCTA-3aBEPUTEIIS JIETIa;

. COCTaBJICHHE B OCOOBIX CiTy4asx (mpu o(hOPMIICHUH JIMYHBIX JIEN, JUTsl y4eTa 0c000 IEHHBIX

JOKYMEHTOB) BHYTPEHHEH ONUCH JOKYMEHTOB JI€11a;

. BHECEHHUE HEOOXOAUMBIX YTOUYHEHHUI B PEKBU3UTHI OOJIOKKH Jiena (YTOUHEHUE Ha3BaHUS
nojipa3ieNieHusl, MHAEKca U 3arojoBKa Jiena, 1aThl Aeja u ap.).

9.9. CdopmupoBaHHBIE JeNa TTOAIMIMBAIOT HA YETHIPE MPOKOJIa B TBEPAYIO OOJIOKKY M3 KapTOHA
WIN TIEPEIUIETAIOTCS ¢ YYEeTOM BO3MOXKHOCTH CBOOOJHOI'O YTEHHUS TEKCTa BCEX JOKYMEHTOB, JIaT, BU3 U
pe3omonnii Ha HUX. [Ipy moAroToBKe /e K MOAMIKBKE (MEPErieTy) MEeTAINTNYECKHE CKPEIIeHHS (CKOOBI,
CKpPEIKM) U3 JOKYMEHTOB YAalstoTcs. Jlena MOCTOSHHOIO XpaHEHHs, COCTOAIIME W3 He(OpMaTHBIX
JIOKYMEHTOB, XpPaHATCS B 3aKPBITHIX TBEPABIX MaIKaxX ¢ TpeMs KIalaHaMU U C 3aBA3KaMHU.

9.10. Ilpu Hanuuuu B JeJe HEBOCTPEOOBAHHBIX JIUYHBIX JOKYMEHTOB (TPYIOBBIX KHUXKEK U Ip.)
3TH JIOKYMEHTbI BKJIQJbIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM mopamuBaercs B 3To Aeno. [lpu Hanmmumm
OOJIBIIIOr0 KOJMYECTBA TAKUX JOKYMEHTOB OHM MOTYT H3bIMAaThCSl M3 JIeJl, U Ha HUX COCTaBJISIETCS
OTZEIIbHAsl OIHKCh.

9.11. B mensx obecneueHus: COXpaHHOCTH U 3aKpETICHUs! MOPSAIKA PACIOI0KEHNUS JOKYMEHTOB,
BKITIOYCHHBIX B JIEJIO, BCE JIMCTBI, KPOME JINCTAa- 3aBEPHUTENsI, HYMEpYyrOTcs apaOckumu nudpamu B
PaBOM BEpXHEM YIiy, HE 3ajeBas TEeKCTa JIOKYMEHTa, MPOCThIM IpadUyecKUM KapaHIallioM HIN
HyMepaTopoM. YmorpeOieHue YepHWI M LBETHBIX KapaHAalled M HyMepalHu JIMCTOB 3aIlperiaeTcs.
BHyTpeHHss ONHUCh UMEET CaMOCTOSTENbHYI0 HyMEpaIHIo.

JIucTsl fien, coCTOSINX U3 HECKOIBKUX TOMOB WIH YacTell, HyMEPYIOTCS 110 KaXI0MYy TOMY WU

HaCTHu OTACIBHO.
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dotorpadpun, UepTekH, aUArpaMMBl W JpYrHe  WUIIOCTPAaTHBHBIE M crenuduyeckue
JOKYMEHTBI, MPEJICTaBIIAIONINE CaMOCTOATEIbHBIN JIUCT B Jeje, HyMepylTcs Ha 000pOTHOW CTOpPOHE B
JIEBOM BEPXHEM YTIIy.

CnoXeHHBIH JTUCT pa3BOpAauyMBAETCS M HyMEpyeTcs B IpaBoM BepxHeM yriy. Ilpum stom mamcr
aroboro ¢opmara, TOAMMUTHIA 3a OMUH Kpad, HyMepyeTcss KaK OAWH JIHCT; JIHCT, CIIOKEHHBIH |
HOJIIUTHIN 3a CEPEeUHY, MOATIEKUT MEPELIMBKE U HyMepYeTcs Kak OJIUH JIUCT.

[ToqmuTele B A€T0 KOHBEPTHI C BIOKECHUSMH HYMEPYIOTCS; MpPH STOM BHAYaie HyMeEpyeTcs
KOHBEPT, a 3aTeM OYEPEIHBIM HOMEPOM KaX/10€ BIOKEHHE B KOHBEPTE.

[ToqmuTele B /€NO JOKYMEHTHI C COOCTBEHHOM HyMepamued JHCTOB (BKJIIOYas IE€YaTHBIC
U3/1aHNs) MOTYT HYMEPOBAThCsl B OOIIEM IMOPSAAKE WM COXPAHITh COOCTBEHHYIO HyMEpAalHIO, €CIIM OHA
COOTBETCTBYET MOPSAKOBOMY PACIOJIOKEHHIO JIUCTOB B JIEI€.

B ciygasx oOHapykeHus OONBIIOrO 4YWcia OMMOOK B HyMepanuu JHCTOB Jena B
JIeTIOTIPOU3BO/ICTBE TPOBOAMTCS HMX IepeHymepanus. [lpu mepeHymepanuu JHCTOB CTapble HOMEpa
3a4EPKHUBAIOTCS OJHON HAKIOHHOM YepTOd W PAAOM CTaBUTCS HOBBI HOMEp JIMCTA; B KOHIE Jerna
BKJIQ/IBIBAETCS JINCT-3aBEPUTENb, TIPH 3TOM CTAPBIN JIMCT-3aBEPUTEINIb 3aUEPKUBACTCS, HO COXpaHsETCs B
Jere.

9.12. Jlns ydera KOMMYECTBA JIUCTOB B Jiefie M (UKCAMU OCOOEHHOCTEH MX HyMepaluu
COCTaBJISIETCSI JIMCT-3aBEPHUTEINb Jena. JJOKyMEHT cocTaBiseTcs Ha OTJEIbHOM JIMCTE M BKIIOYAeTCs B
JIeNI0 ToCieTHUM JHucToM. JlucT-3aBepuTens cocraBisiercs mo ¢opme, ycraHoBleHHOM [IpaBunmamu
OpraHU3aIly XpaHECHUs, KOMIUIEKTOBAHHUS, YUeTa U MCIIOIb30BaHUS JTOKYMEHTOB ApxuBHOro ¢onma PD
U JIPYTUX apXUBHBIX JJOKYMEHTOB B FOCYIApCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpPaBJICHUS U
OpraHu3alMsaX, YTBEpKACHHbIMU npuka3oM Pocapxusa ot 31.07.2023 Ne 77.

Bce mnocnemyromme HM3MEHEHHsT B COCTaBE W COCTOSHMM Jiefa (IOBPEXIEHHs, 3aMeHa
MOUTMHHBIX TOKYMEHTOB KOIHSMH, TIPUCOSIMHEHUE HOBBIX JTOKYMEHTOB U T. JI.) OTMEUAIOTCS B JIUCTE-
3aBepHTeIe Jea CO CChUIKOM Ha COOTBETCTBYIOIIMMA aKT.

9.13. OOnoxka Jaea TOCTOSHHOTO, BpeMeHHoro (cBbimie 10 jeT) XpaHEHUS W O JHMYHOMY
cocraBy odopmisercs 1o ¢opme, ycraHoBileHHOW IlpaBwiamm  opraHM3auuM  XpaHEHUS,
KOMILJICKTOBAaHUS, y4eTa W HCIOJIb30BAHUS TOKYMEHTOB ApxuBHOro Qonma PD u npyrux apxuBHBIX
JOKyMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIpPaBJICHUS M OpraHU3aIHsiX,
yTBEpXKACHHbIMU Npuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

Ha o0nmoxke 7e1 MOCTOSHHOTO XpaHEHHs BBEPXY MPEeaycMaTPUBAETCS MECTO /ISl HANMEHOBAHUS
MYHUIUIIAJIBHOTO apXHBa, B KOTOPBIH OHM OyAyT NEpeAaHbl, a TAaKKe apXWUBHOro MmHUdpa B MPaBOM
BEPXHEM U JIEBOM HIKHEM YTJIax.

[Tpu odopmiieHNH OOJIOKKH A€ HANMEHOBaHHME OOpPa30BaTEIbHON OpPraHM3alUU YKa3bIBaeTCs

IMOJTHOCTEBIO 110 YCTaBYy, B UMCHHUTCIIbHOM ITaZICKE, COKPAIICHHOC HA3BAHUEC — B CKOOKax.
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OO0s3aTeIbHBIMU PEKBU3UTAMU OOJIOKKHU JIeNla SBJIETCS yKa3aHUE KOJMYECTBA JIUCTOB B JEJIE,
KOTOpPOE TMPOCTABIISIETCS HAa OCHOBAHMM JIMCTa- 3aBEpUTENs JeNla, U CPOKAa XpaHEHHUs jena (Ha Aenax
MOCTOSIHHOT'O XPaHEHUS THUIIETCS: «XPAaHUTh MOCTOSIHHOY»), KOTOPBIM MEPEHOCUTCS Ha OOJIOXKKY J1ea U3
HOMEHKJIATyphI IOCIIE€ CBEPKU €T0 10 CPOKAM XPaHEHHS B IIEPEUHE.

9.14. ]Jlns ydera JOKYMEHTOB OINPEJCIICHHBIX KAaTErOpHi Je TMOCTOSHHOTO W BPEMEHHOTO
(cBbitie 10 yeT) xpaHeHHUs, y4eT KOTOPBIX BBI3bIBACTCS CHEIUGUKON TaHHOW JOKYMEHTAI[MU (JIHMYHbIE
nena, 0co00 IIEHHBIE), COCTABIISIETCSl BHYTPEHHSSI OMUCH IOKYMEHTOB Jiena (J1anee — BHYTPEHHSIS OIHCH).

BHyTpeHHIOI0 OMHCh HEOOXOIUMO TakKKe COCTaBISATh B JelaX IOCTOSHHOIO U BPEMEHHOTO
(cBpimre 10 jet) xpanenusi, cHOPMUPOBAHHBIX 11O PA3HOBUIHOCTSIM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE
PaCKpBIBAIOT KOHKPETHOE COJIEPKaHUE IOKYMEHTOB.

BayTpeHHssT onmKCh COCTaBIsSETCS Ha OTAEIbHOM JicTe 1o (opme, ycraHoBiieHHON [IpaBuinamu
OpraHM3allK XpaHEHUs, KOMILJICKTOBAHHUsI, yueTa U UCIOJIb30BaHUs IOKyMEHTOB ApxuBHoOro ¢onma PO
U JIPyrUX apXUMBHBIX JOKYMEHTOB B IOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O0 CaMOYIpaBJCHUS U
OpraHM3alusiX, yTBEpKACHHbIMU TTpuKka3zoM Pocapxusa ot 31.07.2023 Ne 77.

K BHyTpeHHEl onmucH Jiela COCTaBIISIETCS UTOrOBas 3alUCh, B KOTOPOM yKasbIBaeTcs nudpaMu u
MPONUCHIO KOJIMYECTBO BKIIFOUEHHBIX B HEE IOKYMEHTOB M KOJMYECTBO JINCTOB BHYTPEHHEH OMKCH.

BHyTpeHHsIsI ONUCh MOJINUCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM JOJDKHOCTH, MOAMHUCH,

pacii@poBKU TOJIUCH U HYMEPYETCS B JIe€ OTAEIbHO.

10.  Opranu3zamnus OnepaTHBHOTO XpaHEHHS JOKYMEHTOB

10.1. C momeHTa 3aBeACHUS M JI0 NEPEAayy JieJl B apXUB 00pa30BaTENbHON OpraHu3alluy Jiena
XpaHATCS M0 MECTY UX (POPMUPOBAHUS — B CTPYKTYPHBIX MOPA3ICIICHUSIX.

PykoBoauTeNnn CTPYKTYpHBIX MOJpPa3/ieleHui 1 paOOTHUKH, OTBEYAIOLINE 32 JIIONPOU3BOJICTBO,
00s13aHBI 00€CIIeYNBaTh COXPAHHOCTh JOKYMEHTOB U L.

C uenbi0  TOBBILIEHUS  ONEPAaTHUBHOCTM  IOMCKa JOKYMEHTOB Jlefla paclojlaraloTcsi B
COOTBETCTBUH C HOMEHKIIATYPOH Je.

Ha xopemikax o0n0KeK el yKa3bIBalOTCsl MHIEKCHI JIe] [0 HOMEHKJIAaType.

10.2. Beimaua jgen, O3HaKOMJIGHHE C JOKYMEHTaMH, HaxXOSIIUMHCS Ha ONEpPaTHBHOM
XpaHEHHUHU B CTPYKTYPHOM IOJIpa3/ieleHnH, pab0THUKaM 00pa30BaTeIbHON OpraHu3alluy IPOU3BOIUTCS C
pa3pelieHns pyKoBOACTBA.

10.3. H3bsATHe TOKYMEHTOB M3 JieJl TOCTOSHHOIO XPaHEHHUs JOMYCKAeTCsd B MCKIIOUUTEIbHBIX
cilydasix, IO 3alpocaM  KOMIIETEHTHBIX  OpPraHOB M TNPOU3BOAUTCS C MHCbMEHHOI'O pa3perieHus
PYKOBOJMTENST 00pa30BaTEIbHOW OpraHU3allMd C OCTABJICHHUEM B JI€J€ 3aBEPEHHOM KOMUHU JOKyMEHTa

M aKTa O MpU4YrHax BbIJa4W MOAJIMHHUKA.
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10.4. CamMoOCTOSTEIBHOEC YHUYTOXKEHHE JOKYMEHTOB B CTPYKTYPHBIX IOJpa3JIeICHUSIX
00pa3zoBaTeIbHON OpraHU3alMy 3arpeniaeTcs.

10.5. PaOGoTHMKH CTPYKTYpHBIX TOJpAa3JeIeHH HECYT OTBETCTBEHHOCTH 3a COXPaHHOCTh
MNOCTYNUBIIMX K HUM JIOKyMEHTOB U aKKypaTHOe oOpalleHle ¢ HUMHU.

11.  [lopsnok nepeaauu JOKYMEHTOB Ha XpaHEHHE B apXHUB 00pa30BaTEIbHON OpraHU3alUU

11.1. B apxuB o0pa3oBaTelbHOM OpraHu3alMi MEpeAaroTcs Jiesla MOCTOSHHOI0, BPEMEHHOI0
(cBbiie 10 ner) xpanenus. MIx nepenaya npou3BOJUTCS MO OMUCAM JEIT.

3aKOHYEHHBIE JIENIONPOU3BOJCTBOM Jiefia MOCTOSIHHOIO, BpeMeHHoro (cBbime 10 jieT) XpaHeHus
1ocja€ OKOHYaHHS KaJeHJApHOro rojia, B KOTOPOM OHHU OBUIM 3aBEJEHbI, MOJIekKAT OPOPMIICHUIO B
COOTBETCTBUM C HACTOSIIEH HMHCTPYKLUHMEH M IepefaroTcss B apXWB 00pa30oBaTeIbHOM OpraHu3alluy.
[Ipuem ocymectBisiercs 10 rpaduKy, COTJAaCOBAaHHOMY C  PYKOBOJHUTEISIMH  CTPYKTYPHBIX
HoJpa3eNieHUH U yTBEpKACHHOMY PYKOBOAUTENIEM 00pa30oBaTeIbHON OpraHu3aluy.

11.2. B mepuox TOATOTOBKM CTPYKTYPHBIMH TOAPA3ACICHUSIMU JIel K Tepe/adye B apXHB
00pa3oBaTeNbHON OpraHU3alliy OTBETCTBEHHBIN 3a apXUB IPEIBAPUTENBHO MIPOBEPSIET IPABUIBHOCTD MX
dopmupoBanusi, opOpMICHNUS U COOTBETCTBHE KOIUYECTBA €T, BKIIOUEHHBIX B OIMHUCH, KOJTMUYECTBY €I,
3aBEJICHHBIX B COOTBETCTBMM C HOMEHKIAaTypoil. Bce BbIABICHHBIE IpU TNPOBEPKE HEJOCTATKH
OTBETCTBEHHBIEC 32 JIETIOMPOU3BOJICTBO CTPYKTYPHOT'O MOIPA3ACICHUS 00513aHbl YCTPAHUTD.

11.3. Ilpmem Kaxmoro [ena NPOM3BOAWUTCS OTBETCTBEHHBIM 3a apXUB B IPUCYTCTBHUU
OTBETCTBEHHOI'O 3a JIEJIONPOU3BOJCTBO CTPYKTYPHOro mojpasjaeicHus. Ha sk3eMiuisipax onucu mpoTHB
KaX/10T0 JieJia, BKIIFOUEHHOr0 B Hee, JIeIaeTCsl OTMETKA O HAIMYUU Jiena. B KoHIle Kakaoro sk3emIuisipa
OIMCH YKa3bIBAIOTCS IU(PpPaMH U MPOMUCHI0 KOIUYECTBO (PAKTHUECKU MPUHATHIX B apXHB Jej, HOMepa
OTCYTCTBYIOIIIUX JIeN, JlaTa MpueMa-lepenadu Jej, MOAMNCH OTBETCTBEHHOrO 3a apXUB U pabOOTHHUKA,
IepeJaBIIero Aea.

11.4. Jlena B apXuB AOCTaBISIOTCS paOOTHUKAMH CTPYKTYPHBIX TOPA3/ICICHHI.

115. B cayyae JMKBMAAUMU  CTPYKTYpPHOI'O  IOJPA3/ENCHUs  OTBETCTBEHHBIA  3a
JIEJIONPOU3BOCTBO B TEYEHHE JIBYX MECSLEB C MOMEHTA JIMKBUAALUU TOApa3iesieHuss GopMupyeT Bce
UMEIOIIMECs JOKYMEHThI U Iepe/laeT B apXUB 00pa30BaTeIbHON OpPraHM3aluu HE3aBHCUMO OT CPOKOB

XpaHEeHUs, MPU PEOpPraHu3alMyd O0pa30BATEILHOW OpraHU3AIMU JIOKYMEHTHI TEPEeNaloTCs MO aKTy

npuemMa-repesaun MpaBONPEEMHUKY WIM TPU OTCYTCTBUHU IPABOIPEEMHUKA — B MYHHUIMIAIbHBIHN
apXuB.

12. DxkcnepTH3a LIEHHOCTH JOKYMEHTOB

12.1. DxkcnepTH3a HEHHOCTH TOKYMEHTOB — OIPEIECIICHUE COOTBETCTBUS IOKYMEHTa U (MJIN)

JOKYMEHTOB KPUTEPHUSM €ro (MX) IEHHOCTH B LIEJSAX ONpPEeNIeHUs] CpOoKa XpaHEHHs U 0TOOpa JOKYMEHTa
u (W) AOKYMEHTOB JUIsl Mepefauyd Ha XpaHEHUs B apXuBe 00pa3oBaTENIbHOM OpraHu3alluMd WU

BBIJICIICHUSA K YHUUTOXCHUIO 110 HCTCUCHUHN YCTaHOBJICHHOI'O CPOKA XpaHCHU.
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12.2. Dkcnmeptu3a IIEHHOCTH JIOKYMEHTOB B 00pa3oBaTEIbHOM OpraHu3alid Ha CTaauu
JIEJIONPOU3BOACTBA TPOBOAUTCA:

. IIPU COCTABJIEHUU HOMEHKJIATYpPhI JEIT;

. B mpouiecce  (hopMHUpoBaHUA Jel W IOPOBEPKH  INPAaBUIBHOCTU OTHECEHUs
JIOKYMEHTOB K JI€JIaM;

. IIPY MTOATOTOBKE €I K NOCIEAYIOIEMY XPaHEHUIO;

. B apXMBE B MIPOLIECCE MTOANOTOBKHM HAa XpaHEHUE B MYHUIIMIAIILHOM apXUBE.

12.3. Jlns opraHuzanuy U MpOBEICHHs SKCIEPTH3bl LIEHHOCTH TOKYMEHTOB B 00pa30BaTENIbHOM
OpraHu3alMK CO3/1a€TCs MOCTOSHHO JICUCTBYIONIAs dKcnepTHas komuccus (nanee — IK).

12.4. Oyukuuu u npaBa DK, a Taxke opranusanusi ee pabOThl OMPENENsSeTCs MOJIOKCHHEM,
KOTOPOE YTBEPXKAAETCS PYKOBOAUTEIEM 00pa30BaTEIbHON OpraHU3aIiy.

12.5. Dkcmeptuza IEHHOCTH  JOKYMEHTOB  IIOCTOSSHHOTO W BPEMEHHOTO  XpaHEHUS
OCYIIECTBIISICTCS ~ €XKETOJHO B CTPYKTYPHBIX MOJpA3JEICHUSX 00pa30BaTeNbHONM OpraHU3aluu
HEMOCPEJCTBEHHO JIMIIAMM, OTBETCTBEHHBIMHU 3a JEJIONPOM3BOACTBO, coBMecTHO ¢ OK mpu
HEMOCPEACTBEHHOM METOANYECKOM PYKOBOJICTBE PYKOBOAMTEINS apXUBa 00pa30BaTeIbHON OpraHU3alty.

12.6. OtrbGop HNOKYMEHTOB MJii IIOCTOSHHOTO XpaHEHUs IPOBOAMUTCS B COOTBETCTBUHU C
HOMEHKJIATYpOW Jed 00pa3oBaTelNbHON OpraHW3allH, THIIOBBIMH M BEJOMCTBEHHBIMHU MEPEUHIMHU
JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHHUS ITyTEeM [TOCTPAHUYHOIO IIPOCMOTpa JIe.

B nenax mocTOSHHOrO XpaHEHUs MOJUIeKAT H3BATHUIO JYONETHbIE SK3eMIUISIPHl JTOKYMEHTOB,
YEpHOBUKHU, HEO()OPMIICHHBIE KOMUH IOKYMEHTOB U HE OTHOCAIINECS K HUM JOKYMEHTBI.

Hena ¢ ormerkoit "JIIK"/"OK" monsepratoTcst Takke MOJIMCTHOMY IPOCMOTPY C IIEIBIO
OIpe/IeNICHUs] U BBIJCIEHUS U3 UX COCTaBa JIOKYMEHTOB, MMOAJIEKAIIUX TOCTOSHHOMY XpaHeHuto. [lena c
ormerkorr  "OIIK"/"OK«,  conmepkamue  JOKYMEHTbl  IOCTOSHHOIO  XpaHEHHs,  IOJuIexar
nepepopmupoBanuio.  BbljeneHHble U3 UX  cocTaBa  JOKYMEHThl  IOCTOSSHHOIO — XpaHEHUs
IOPUCOCAMHAIOTCA K OJHOPOJIHBIM JielaM U 0(pOPMIISIOTCS B caMOCTOoATeNbHBIE fiesa. CpoKH XpaHeHUS
JIe]l, COJEpXKalllUX OCTaBIIMECS JOKYMEHTbl  BPEMEHHOIO  XPAaHEHHUs,  ONpPEIeNsIIoTCs M0
BEJJOMCTBEHHOMY (M THIIOBOMY) TME€PEYHIO JIOKYMEHTOB C YKa3aHMEM CPOKOB HX XpaHEHUs W
HOMeHKJarype nen. [loammBka BHOBb CPOPMUPOBAHHBIX JIET MPOU3BOAUTCS TOJIBKO MOCTE 3aBEPIICHUS
9KCIIEPTHU3BI IEHHOCTU TOKYMEHTOB.

OIHOBPEMEHHO ¢ OTOOPOM JOKYMEHTOB IOCTOSTHHOTO M BpeMeHHOro (cBbiiie 10 yier) xpaHneHus
JUIs TIepefadyd B apXWB B CTPYKTYPHBIX MOJpa3/eieHUsIX MPOBOAUTCS OTOOp A€l U JOKYMEHTOB
BpeMeHHOro (1o 10 ner) XpaHeHMs, MNOMIEKAIMX JAIbHEHIIEMY XPAaHEHUI0 B CTPYKTYPHBIX
MOJpa3AeNCHUSIX, BEIICTICHNE K YHUUTOXKEHHUIO I 3a MpEeAbIAYIIe KalleHJapHbIe T'OJbl C UCTEKIITUMHU
cpokaMu XxpaHeHus. Ilpu 3TOM yuuTBIBaIOTCSI OTMETKM B HOMEHKIAType Aenl «Jlo MuHOBaHMS

HagooHocTu» (IMH), «IIpu ycnoBuu 3aBepiieHus MpOBEpKU (PEBU3HH )» U T. II.
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[TapannenbHO TpOBEpsSETCSs KadyecTBO W IOJIHOTA JICUCTBYIOIIEWM HOMEHKJIATYpbl — JEN
00pa3oBaTeNbHOM OpraHW3allui, MPABUIBHOCTH ONPEICTICHHUS CPOKOB XpAaHEHMs JIeNl, 3aBEJCHHBIX B
COOTBETCTBUU C HOMEHKJIATYpoW Jei, COONIOAEHHE  YCTAaHOBJIEHHOrO  mopsaka  opOpMIIEHHS
JOKYMEHTOB U (hOpMHUPOBAHUS JIE]I.

12.7. ApXuB TPOBOJHT IKCIEPTH3Y IIEHHOCTH ITOKYMEHTOB IPpU OTOOpE MX HAa XpPaHEHUE IO
HEIIOCPEACTBEHHBIM ~ METOJMYECKUM  PYKOBOJACTBOM  MYHHMIMIAIBHOTO  OpraHa  yIpaBJICHUS
o0pa3oBaHHUEM.

12.8. B cnyyae oOHapykeHHs B Ipolecce MPOBEJICHHs SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB B
apXuB€ HEIOCTa4d JOKYMEHTOB IIOCTOSIHHOI'O XPAHEHUS COOTBETCTBYIOIMMHU CTPYKTYPHBIMU
nojpa3ieNeHus MU  00pa30BaTEIbHOW OpPraHU3alMK JOJDKHBI ObITh HPUHATHI MEPbl MO PO3BICKY ITHX
JIOKYMEHTOB.

CrpykTypHble TOApa3/iesieHus: 00pa30BaTEebHOW OpraHM3alud  00sA3aHbl CHCTEMaTHYECKH
OIKCHIBaTh JOKYMEHTHI 110 JIMYHOMY COCTaBY M JOKYMEHTBHl BpEMEHHOro xpaHeHus (cBbimie 10 ier),
obecreunBaTh UX COXPAHHOCTb U y4eT.

12.9. Ha Bce 3aBeplIeHHBIC AEIONPOU3BOJCTBOM Jiea MOCTOSHHOrO, BpeMeHHOro (cBbime 10
JEeT) XpaHeHHs U MO JIMYHOMY COCTaBy, NPOLICALINE HKCIEPTH3y LEHHOCTH U OQOPMIICHHBIE B
COOTBETCTBUH C HACTOALIMMHU TPEOOBAHMSIMHU, €KETOJHO COCTABIAIOTCA onucH naen. OTnenbHas OMHCh
JIeJT TIPEICTaBIIsIET COO0M TIEpeUeHb JIEN ¢ CaMOCTOSTEILHON BAJIOBOH (TIOPSIKOBOM ) HyMEpaIlue.

Omnwucu en COCTaBISAIOTCS OTIENBHO Ha Jefla MOCTOSSHHOTO XPaHEeHMs, JIeJIa BPEMEHHOr O (CBBIIIE
10 5iet) xpaHeHus, Aena Mo JUYHOMY cocTaBy. Onucu fen opopMiIsioTes o (popmam, yCTaHOBICHHBIM
[IpaBunamu opraHu3anuy XpaHEHUsI, KOMIUIEKTOBAHMUSI, yueTa U UCII0JIb30BAHMSI JOKYMEHTOB APXUBHOIO
donna PO u apyrux apxuBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax, OpraHax MeECTHOIO
CaMOYIPAaBJIEHUS W OpraHU3alusiX, YTBEpKACHHbIMHU Ipuka3oM Pocapxusa ot 31.07.2023 Ne 77.

Onucu  f1en  COCTaBNAIOTCA B KaXKIOM CTPYKTYPHOM MOJpa3/eleHUH 00pa3oBaTEeIbHON
OpPTraHU3aLMH €KETOAHO B IBYX IK3EMIUIIPaX.

[To 3TuM onucsaM nopa3AeneHus ClalT JOKYMEHThI B apXUB 00pa30oBaTeNIbHON OpraHu3aluu.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M KAaueCTBEHHOE COCTaBJIEHHME OMUCEH A€l CTPYKTYPHBIX
MOAPA3AEIEHUN HECYT PYKOBOJIUTEIIH 3TUX MOPa3ICICHUN.

12.10. Ilepen BHeceHMEM 3arojOBKOB JieJ B OMNHCH IMPOBEPAIOTCS KadyecTBO (hOPMHUPOBAHUS U
oopmiieHUs A€, COOTBETCTBUE KOJIMYECTBA JEJ, BHOCUMBIX B ONMCH, KOJUYECTBY 3aBEJECHHBIX JIEN I10

HOMEHKJIaType 00pa3oBaTeIbHON OpraHu3aIiy.

[Tpu mpocMoTpe en MpOBEPSIOTCS:

. COOTBETCTBHE 3ar0JIOBKA JIeJ1a COIEPKaHNIO0 TOKYMEHTOB B JIEJIE;
. PaBUJIBHOCTH OQOPMIICHHUSI U TPYNIIUPOBKU JIOKYMEHTOB, BKJIFOUEHHBIX B JIEJI0;
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® Ka4CCTBO INOAIMIMBKU WA ICPEIIETA ACjia,

. IIPaBWJIBHOCTh HYMEpALUMH JIUCTOB JIENA;

. HaJIM4Yue B JieJie B HEOOXOIMMBIX CIIy4asX BHYTPEHHEH OMucH;

. PaBUIBLHOCTH OhOpMIIeHHS O0TOXKKH JeNa;

. HaJIMYUe U MPaBUIBHOCTh O)OPMIICHHS JIMCTa-3aBEPUTENIS Jea.

B cnydyae oOGHapyXeHuUs1 HapylIeHUs] YCTaHOBJICHHBIX MPaBUil (OPMUPOBAHUS U OpOpMIIEHUS JIel
OHU JIOJKHBI OBITh YCTPAaHEHBI.

B cinydae oOHapykeHHsI OTCYTCTBUSA JIeJl, YUCIALIMXCSA IO HOMEHKIAType el o0pa3oBaTeabHON
OpraHu3alfy, CTPYKTYPHBIM MOJPA3/EICHUEM MPUHUMAIOTCS MEPBI MO UX po3bicKy. OOHapyKeHHBbIE
JieNia BKIIOYAIOTCS B ONMUCh. ECiyM MpUHATHIE MEphI HE Jalld Pe3ylbTaToB, TO HA HeOOHApYKEHHbIE aera
COCTaBJISIETCSl CIpaBKa O MPUYMHAX OTCYTCTBMS Ji€Jd, KOTOpas TIOANMCHIBAETCS PYKOBOAUTEIEM
CTPYKTYpPHOTO TOJIpa3fiefieHus] U TepeaaeTcss BMECTe C OMUCHIO JEN CTPYKTYPHOIO MOApa3JelieHus B
apxuB 00pa30BaTENbHON OpraHNU3aLUH.

12.11. Ilpu cocTaBiaeHUHN OMKCH JIeT COOTIOIAI0TCS CIIeyIONIe TPeOOBaHMUS:

. 3aroJIOBKH JIENl B OIMCH JIOJKHBI COOTBETCTBOBATh 3ar0JI0BKaM /€71 B HOMEHKIJIAType A€l U
TOMY, YTO BBIHECEHO Ha O0JIOXKKY, B COOTBETCTBUU C MPUHATON CXeMON CUCTeMAaTH3alllH;

. Ka)XXJI0€ J1eJI0 BHOCUTCS B OMUCH IOJ] CAMOCTOSITEJIbHBIM IOPSIKOBHIM HOoMepoM. Eciu
JIeJI0 COCTOUT U3 JIByX M Oojiee yacTell WM TOMOB, TO Ka)/as 4acThb WJIM TOM BHOCUTCS B OIMCH MO
CaMOCTOSITEIbHBIM HOMEPOM.

12.12. T'padbr onmucH 3amONHSIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEICHHSIMH, KOTOPBIE
BBIHECEHBI Ha 00JI0XKKY JIena.

12.13. Tlpu BHECEHUHU B OMUCH MOAPSA JEN C OJMHAKOBBIMH 3ar0JOBKAMHU MUIIETCS TTOJHOCTHIO
3aroJIOBOK IE€PBOrO JieJia, a BCe OCTalbHbIE OJHOPOAHBIE Jena oOo3HauaroTcs cioBamMu «To xkew, mpu
TOM JIpyT'M€ CBEACHMSI O JielaX BHOCATCS B ONKCH IOJHOCTHbIO (Ha Ka)XAOM HOBOM JIMCTE ONHUCHU
3aroJ0BOK BOCIIPOM3BOIUTCS MOTHOCTBIO).

12.14. T'padba omucu «IIpumedanue» wHCHIONB3yeTCs Ui OTMETOK O TpHeMe Jed, 00
O0COOCHHOCTSIX UX (PU3UYECKOro COCTOSIHUS, O Mepeaade ael JPYTUM CTPYKTYPHBIM MOAPA3ICICHUSIM CO
CCBIJIKOM Ha HEOOXOAUMEBIN aKT, O HAJIMYUU KOIIHMM U T. 1.

12.15. B xoHI1Ile onucHu Bclie 3a MOCIeTHEH onucaTeNnbHON CTaThell AemaeTcsl UTOroBast 3aruch, B
KOTOpOH yKasbIBaeTcs (Uu(ppaMyd U MPOIUCHIO) KOTUYECTBO JIEN, YUCIIIMXCS MO ONHCH, MEPBBIA U
MoCJeIHUIM HOMepa /e MO OMHMCH, a TaKK€ OroBapHBAIOTCS OCOOCHHOCTHM HyMEpalUU JIel B OMUCHU
(JIuTepHbIE HOMEPA JeJ1 U IPONYLUIEHHbIE HOMEPA).

12.16. Omnuck nen CTpyKTYpHOTO MOJpa3AeieHHs OIMUCHIBACTCS PYKOBOIUTEIEM CTPYKTYPHOTO

noapasaciaCHus.
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Onucu CTPYKTYpHBIX NOAPA3IACICHUN CIYyKaT OCHOBOM [JIi COCTaBJIEHHUSI T'OJOBOTO paszjelia
OIUCH JieT 00pa30BaTEeNbHOW OpraHU3alllH, MPEANUCIIOBHS, TUTYIBHOIO JIHCTA, MOJArOTOBKa KOTOPOTO
BO3JIaraeTcsl Ha apXuB 00pa30BaTEIbHON OpraHu3alH.

12.17. Tlo pe3ynbTaTaM »O3KCHIEPTHU3bl LEHHOCTH JIOKYMEHTOB COCTaBJISIOTCS ONHCH el
MOCTOSIHHOT'0, BpeMeHHOro (cBbiiie 10 jeT) XpaHeHus M MO JUYHOMY COCTaBYy, a TakKe akKThl O
BBIJICJICHUH JIE]I K YHUUTOKEHUIO.

12.18. AKT 0 BBIJIEIICHUU K YHHUTOXCHHIO JIOKYMEHTOB COCTABIISIETCS, KaK MPABUIIO, HA BCE JIENa
oOpa3oBaTenbHON opraHu3anuu. Eciy B akTe ykas3aHbl Jiefla HECKOJIbKUX CTPYKTYPHBIX I0JIpa3/ieleHui,
TO Ha3BaHUE KAXJIOrO CTPYKTYPHOI'O MOAPA3EICHUs YKa3bIBA€TCs IIEpE] IPYIIION 3ar0JI0BKOB JIEN 3TOT0
nojipasjiesieHus. 3aroJloBKU OJHOPOJAHBIX [€JI, OTOOPaHHbBIX sl YHUUYTO)KEHHUS, BHOCATCS B aKT IOJ
O0IIMM 3aroJ0BKOM C yKa3aHHEM KOJIMYECTBA JeJl, OTHECEHHBIX K JaHHOW rpymme. Jlena BKIOYaroTcs
B aKT O BBIAEICHUU UX K YHUUTOXEHHIO, €CJIM MPEAYCMOTPEHHBIN A HUX CPOK XPaHEHMs UCTEK K 1
SHBaps Tofia, B KOTOPOM COCTAaBJIEH aKT, IPU HAIWYUHU YTBEP>KJIECHHOW (COTIaCOBAaHHOW) OMMCH 3a 3TOT
nepuoJ. AKT O BBIIEIEHUUM K YHHYTOXKEHHUIO JIOKYMEHTOB COCTaBisieTcs (opMe, YCTaHOBJIEHHOM
[IpaBunamu opraHu3anuy XpaHEHUsI, KOMIUIEKTOBAHHUSI, yU€Ta U UCII0JIb30BAHMSI IOKYMEHTOB APXHUBHOIO
¢onna P® um gpyrux apXMBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHaXx MeECTHOIO
CaMOYIPAaBJIEHUS U OpraHU3aLUsAX, YTBEPKAEHHBIMU NTpuka3oM Pocapxusa ot 31.07.2023 Ne 77.

CormacoBannbple DK 00pa3oBaTellbHONW OpraHU3AMM aKThl YTBEPKIAIOTCS PYKOBOJIUTEIEM
00pa3oBaTeNIbHOM OpPraHU3alUU MPU HATMYUHM YTBEPXKIEHHBIX OMHUCEW JIeNl MOCTOSHHOTO XpaHEHUs U
COIIACOBAaHHBIX OMMCEW Jed MO JIMYHOMY COCTaBy 3a TOT K€ IEepuoj, MOcCie 4ero odpa3oBareiabHas
OpraHu3alys UMEET IPaBO YHUUTOXKATh JI€J1a, BKIIIOUEHHBIE B JAHHBIE aKThI.

[Torpy3ka 1 BbIBO3 Ha YTHJIM3ALMIO OCYIIECTBIISIOTCS MOJ KOHTPOJIEM OTBETCTBEHHOTO 3a apXMB
00pa3oBaTeIbHON OpraHU3alMy WIK OTBETCTBEHHOTO 32 JAEJIOINPOU3BOICTBO.

13.  Tlepemada JOKyMEHTOB Ha XpaHEHUE B MyHUIIUTIAILHBIN apXHB

13.1. Ilepemaue Ha XpaHEHHE B MYHHUIMNAJIbHBIA apXUB MOAJEKAT JOKYMEHTHI BPEMEHHBIX
(cBbimie 10 yeT) CpOKOB XpaHEHHs, B TOM YHCIE IO JUYHOMY COCTaBYy, €CJIM MHOE HE YCTaHOBJIECHO
JEWCTBYIOLIMM 3aKOHO0/1aTeIbCTBOM.

13.2. Tlepemaua men B MYHHIMNAIBHBIA apXWB OCYIIECTBISICTCA IO aKTy IpHeMa-Tiepesadn

APXUBHBIX TOKYMCHTOB Ha XPpAHCHUC U B 3apaHCC COIIACOBAHHBIC C MYHHUIIUIIAJIBHBIM dpXHUBOM CPOKH.

14.  Hcnonbs3oBaHue JOKYMEHTOB apXHBa 00pa3oBaTelbHON OpraHnu3aluu
14.1. JlokyMeHTHI U JeJa, HaXO/IIIMECs Ha XPAaHEHUH B apXUBE, MPEJCTABISIOTCS paOOTHUKAM
CTPYKTYPHBIX THOJpa3feneHuil uid padoThl B MOMELIEHHM apXuBa WIH BO BpeMEHHoe (He Ooiee

Mecsi1a) OJIb30BaHKE BHE apXHBa MOJI PACIIUCKY B XKypHase ydeTa Bblaauu Jein (npuioxenue Ne 6).
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14.2. PabGotHuKH 00pa3oBaTEIPHON OpPraHM3allMH HECYT OTBETCTBCHHOCTh 33 COXPAHHOCTh U
NPaBUJIbHOE HCIOJIb30BAaHUE IMOTYYEHHBIX apXUBHBIX JOKYMEHTOB.

14.3. W3bpsTHe MOKYMEHTOB U3 AapXWBHBIX JEJ, Iepenadya paOOTHUKAM CTPYKTYPHBIX
NoJpa3JeieHi apXUBHBIX JOKYMEHTOB WJIM HUX KONMUH pabOTHHKAM JApPYruxX oOpraHuzanuii 6e3
paspelieHus: pyKoBOACTBA HE I0IyCKAeTCsl.

14.4. Tlpu pabore ¢ apXUBHBIMU IOKyMEHTAMHU HE pa3pellaeTcs BHOCUTh B HUX IPABKY, AeaThb

IIOMCTKU, pa60TaT1) C HUMH BHC CJ'Iy)Ke6HI)IX HOMGIHGHI/II\/'I.

[IOKYMEHT MOAMUCAH 3/TIEKTPOHHON NOANUCHIO

MYHULUUNAJIbHOE BHO)XETHOE OBLLEOBPA30OBATEJ/IbHOE 01.07.24 12:59 (MSK) Ceptudukat 618AECA3678E87C22A6930E8FF2F8B5C
YYPEXXAEHUE «CPEHSS1 OBLLLEOBPA3OBATEJIbHAS LLIKOJIA N23 C
KPbIMCKOTATAPCKUM A3bIKOM OBYYEHUA» TOPOACKOIO OKPYIrA
CYAAK, Canpxanunosa ®epuae VbpanmoBHa, AnpekTop
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