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1. O01mue moJI0KeHus.
1.

Benenue penooit nokymentanmu B MBOVY  «lllkoma-nmunei» Ne3 r.
Cumdbeponosis OCyHIECTBISIETCS B COOTBETCTBUHM CO CJICAYIOIIMMHU HOPMAaTHUBHBIMU
JIOKYMEHTaMMU:

- ®enepanbHblid 3ak0H 0T 29.12.2012 Ne 273-®3 «O0 oOpa3zoBaHuu B
Poccuiickon denepanun»;

- @enepanbubiii 3ak0oH 0T 27.07.2006 Ne 152-®3 «O mnepcoHaIbHBIX
JTAHHBIX»;

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

- npuka3 denepanbHOTO areHTCTBA MO TEXHUYECKOMY PETYIUPOBAHUIO U
METpOJIOTHHM MUHUCTEPCTBA NPOMBIIIJIEHHOCTH U TOproiu Poccuiickon denepanuu
or 08.12.2016 Ne 2004-ct «OO0 yTBepKJACHUU HAIIMOHAIBHOTO CTaHJApTa
Poccuiickont denepanuny;

- npuka3 denepanbHOTO areHTCTBA MO TEXHUYECKOMY PErYIUPOBAHUIO U
METPOJIOruM MUHHCTEPCTBA MPOMBILIIIEHHOCTH U TOprosiin Poccuiickon @enepanmnun
or 14.05.2018 Ne 244-ct «O0 yTBEpKI€HUN U3MEHEHUS K
HallMOHAJIbHOMY cTaHnapty Poccuiickont @enepaunmny;

- npuka3z PeaepanbHoro apxupHoro areHrcrBa ot 20.12.2019 1. Ne 236
«O0 ytBepxknenun IlepedHss TUIMOBBIX YIPABICHUECKUX APXUBHBIX JOKYMEHTOB,
o0pa3yronmxcs B TMPOIECCe NEATETHHOCTH TOCYIapCTBEHHBIX OpPraHOB, OpPTaHOB
MECTHOT'O CaMOYIIPaBJICHHS U OpraHU3aluid, C YKa3aHUEM CPOKOB UX XPAHECHUS»;

- npukaz MunnctepctBa mnpocsemennss CCCP ot 30.12.1980 N 176
«O BBegeHun B aeiictBue IlepeyHss [IOKYMEHTOB CO CpOKaMH XpaHEHUs
Munuctepcra npocsenieHus CCCP, opranoB, yupexaeHU, OpraHu3aldii CUCTEMBI
MIPOCBEILICHUS.

MBOY «Ikona-nmumeit» Ne3 1. Cumdbepononss BrOpaBe NMPUMEHSITh B CBOEH
NESATETPHOCTH  AJICKTPOHHBIM  JJOKYyMEHTOOOOPOT, KOTOPBIM  TPEIyCMaTpUBacT
co3JaHue, MOAMMCAHUE, WCMIOJIb30BAHUE W XPAHEHUE JIOKYMEHTOB, CBSI3AHHBIX C
NEeATENbHOCTBIO O00pa3oBaTeIbHOM OpraHu3alud, B DJJIEKTPOHHOM Buie 0e3
nyOnupoBaHus Ha OyMaKHOM HOCHUTEE.

Bes  penmoBast JOKyMEHTAaIMsl XpaHUTCA B CIEHUAIbHO OOOPYIOBAaHHBIX
NOMEILEHUAX, WKadax wim ceidax c cobOmoneHuem TpeOoBanuil denepabHOrO
3akoHa Poccuniickoii @enepanum ot 27.07.2006 Ne 152-®3 «O nepcoHanbHBIX
TAHHBIX.

Pabotark ¢ JOKyMEHTaMH BHE CIIy>KEOHBIX IOMEIIEHUI 3aIpeiaeTcsl.



2. JlokymMeHTBbI 00pa30BaTeIbHOM OPraHU3ALUM.

PykoBoauTens o0pa3oBaTeabHON OpraHU3alMU WIIHM JIMIO, MCIIONIHSIOUIEE €ro
00513aHHOCTH, W3J1a€T MPUKa3bl, HHCTPYKLUH, NpaBUia, MOJOKEHUS, 00sS3aTeIIbHbIE
JUIS KCTIOJTHEHUS] BCEMH pa0OTHUKAMU.

Xon 00cy:X/1eHus1 BOIPOCOB Ha 3aCEeJaHMsIX KOJJIETHAJIbHBIX OPraHOB, COBETOB,
COOpaHHAX, COBEIIAHUSX U pEIICHUs, MPUHUMAEMble Ha HUX, (UKCUPYIOTCS B
POTOKOJIaX.

Jlis ocylecTBICHHsI OMEPATUBHBIX CBA3CH C JPYTHMH OpraHU3aldsMUA U
rpakJaHaMy HCTONB3YIOTCI Takue (OpMbI, Kak MUChMa, (AKChl, TEJErPaMMBI,
TeneOHOrpaMMBlI.

Jis  OCyUIeCTBICHUS TIpHEMa, YBOJBHEHHS, MEPEeMEIIEHUs] pPaOOTHUKOB,
NPEIOCTABICHUS UM OTITYCKOB O(MOPMIISIOTCS TPYIOBBIE JOTOBOPHI, MPUKA3bl IO
JUYHOMY COCTaBY, 3asIBJICHUS, TPYIOBbIE KHI)KKH, TUYHBIE KAPTOUKU U JIp.

Y4eOHo-neqarornyeckas J0KyMeHTalusl.

YyeOHast JOKyMEHTanuss — 3TO KOJMYECTBEHHAs W  KayeCTBEHHAs
XapaKTePUCTUKN COCTOSHUSI y4eOHOM, METOJUYECKOW M BOCIUTATEIHHOW pPAOOTHI
00pa3oBaTeIbHOM OpraHU3aINH.

Ilegarornueckue pabOTHUKH npu peanuzanuu OCHOBHBIX
o01ieo0pa3oBaTeNbHBIX ~ IPOrPAMM  OCYLIECTBISIOT — MOATOTOBKY  CIEAYIOLIEH
nokymeHTanuu (npukaz MunuctepcTBa npocsenieHus Poccuiickoin denepanvii OT
21.07.2022 Ne 582 «O06 yTBepKI€HUU MEPEUHs JOKYMEHTALUH, IOATOTOBKA KOTOPOI
OCYUIECTBJISIETCA TENarori4ecKUMu paOOTHUKAMU MpPU peau3alii  OCHOBHBIX
00111e00pa30BaTEIBHBIX MPOTPAMMY):

- paboyas mporpaMma y4eOHOTo mpeaMmeTa, y4yeOHOro kypca (B TOM 4YHUCIE
BHEYPOUHOM ACSATENBHOCTH), yueOHOTO MOIYIIS;

- IUIaH BOCIHTATEIBHOM paboThl (NI TeAarornyeckux pabOTHUKOB,
OCYIIECTBISIOMUX (PYHKITUU KJIACCHOTO PYKOBOIUTEIIS);

- XapaKTepHUCTHKa Ha oOydJaromerocs (1o 3ampocy).

[IIkobHBIE JTOKYMEHTBI JIOJDKHBI  O(OPMIISITECS  CBOCBPEMEHHO, YETKO,
pa3bopunBo, 6€3 MOTYHCTOK, MMOMAPOK, BHI3BIBAIOIIMX COMHEHHE B MPaBUIBHOCTH
BHECEHHBIX JIAHHBIX.

3anucu B JOKYMEHTAaX JOJDKHBI IPOU3BOAUTHCSA IIAPUKOBOM PYUKOW YEPHOTO
L[BETA.

Omubka, JOMyIleHHass B TEKCT€ WM UU(POBBIX JaHHBIX JOKYMEHTA,
UCIIPABIISIETCS CIEAYIOIUM 00pa30oM: OIIMOOYHBIE CIIOBA WM LU PHI 3a4E€PKUBAIOTCS
TaK, YTOObl MOXHO OBLIO MPOYECTh 3aYEPKHYTOE, a CBEPXY, JHOO psioM, JTUOO Ha
MOJISIX MUIIYTCS YTOYHEHHBIE JaHHble. Bce BHECEHHBIE MCIPABICHUS JTOJKHBI OBITh
OTOBOPEHBI U 3aBEPEHBI MOAMMUCIMU JIHII, 0)OPMHUBIINX JOKYMEHT. 3a JJOCTOBEPHOCTh



CBEJICHUH, COJepKaIIUXCsi B JOKYMEHTaX, HaJuiexkaiiee uX OQOpMICHHE HECYT
OTBETCTBEHHOCTb JIOJKHOCTHBIE JINLA, TOAMUCABIINE JOKYMEHT.
B cocraB 10KyMEHTOB 00pa30BaTeIbHON OpraHU3aluy BXOAAT:
- OpraHU3alMOHHBIE TOKYMEHTHI;
-yCTaB OpraHu3aluu;
- IOTOBOP C yUpEAUTEIIEM;
- TIOJIOKEHMSI O MOJIpa3eNieHHsIX (IPU HATUYHUN);
- MPAaBOYCTaHABIIMBAIOIINE JOKYMEHTHI;
- IOJUKHOCTHBIE HHCTPYKLIUU COTPYIHUKOB;
- KOJIJIEKTUBHBIN JOTOBOD;
- IITAaTHOE pacHUCaHUE;
- IpaBUJIa BHYTPEHHETO TPYAOBOI0O paclopsaka u Jip.
PacnopsiautenbHble JOKYMEHTHI:
- IPUKa3bI;
- pacnopsiKEeHHUS;
- MHCTPYKUUU H JIp.
NudopmalimoHHO-CIpaBOYHBIE JOKYMEHTBI:
- IPOTOKOJIBL;
- TIJIaHBI;
- OTYETHI;
- CIIPaBKH U JIp.

Bce xHUTH U KypHajbl, KOTOpbIE BEIyTCsl B 00pa30BaTeIbHBIX OpraHU3alUsAX Ha
OyMa)KHbIX HOCHUTENSX, IOCTPAHUYHO NMPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCS U
NOJIMCHIBAIOTCA pyKoBoauTesneM. llognuce pykoBOAMTENs 3aBepseTCA IEYaThIO
00pa3oBaTeIbHOM OpraHU3aINH.

3. IIpaBuiaa opopmiieHHs JOKYMEHTOB

OcHoBHBbIE TpPeOOBaHUs M0 0(POPMJIEHUIO TOKYMEHTOB.

JIOKyMEeHTBI ~ MOTYyT  co3JaBarbcsi Ha  OyM@XHOM  HOCHUTEllE U
B OJIEKTPOHHOM (opMe € COONIIOJEHUEM YCTAHOBIEHHBIX MNpaBuil 0(OpPMIICHUS
JTOKYMEHTOB.

[Ipn co3manumM JOKyMeHTa Ha JByX M Oojiee CTpaHUIAX BTOPYIO H
MOCJEAYIOUIUE CTPAHULIBI HyMEPYIOT.

Jlommyckaercst co3aHue JTOKYMEHTOB Ha JIMIIEBOM M OOOPOTHOM CTOpPOHAxX
mucta. [Ipu [ByCTOpOHHEM CO31aHUM JOKYMEHTOB LIMPHUHA JIEBOIO MOJIS HA JINLIEBOU
CTOPOHE JINCTA U MPABOTO I0JI1 Ha 00OPOTHOM CTOPOHE JIMCTA OJIKHBI OBITH PABHBI.

[IpenmodTuTensHBIMU TAPHUTYpPAMU M pa3MepaMu MPU(TOB ST PEKBU3UTOB
nokyMeHTa aBisitores Ne 12,13,14.

[Ipu cocraBineHuun TaOIUL JOMYCKAETCS MCIOJIb30BaHHWE IIPUPTOB MEHBIINX
pa3MepoB.

AO03a1HbIi OTCTYN TEKCTA TIOKyMeHTa - 1,25 cM.

3aro0oBKM pa3iesioB U MOAPA3/AEIOB MeyaTatoTcsl ¢ ab3alHbIM OTCTYIIOM WIIH
HEHTPUPYIOTCA 0 IMHPUHE TEKCTA.



MHOroCcTpo4YHbl€ pPEKBU3UTBHI IE€YATAIOTCA 4Yepe3 OIWH MEXCTPOUYHBIM
WUHTEPBAJ, COCTABHBIE 4YAaCTH PEKBU3UTOB  OTHEISIOTCA  JONOJIHUTEIbHBIM
WUHTEPBAJIOM.

TexkcT noKyMeHTa reyaraercs yepes 1-1,5 MexKCTpouHbIX MHTEpBaIA.

WuTepBan Mex 1y OyKBaMH B CJIOBaX - OOBIYHBIN.

WHuTepBan MexXly CIIOBaMHU - OJUH MPOOel.

TekcT moKyMeHTa BbIpaBHUBAETCS MO IIMPHUHE JHCTA (110 FPAHUIIAM JIEBOTO U
MPaBoOro MoJiei TOKyMEHTA).

TekcT NOKyMeHTa JOJDKEH OBbITh M3JI0KEH KpaTKo, IPaMOTHO, IOHSITHO M
OOBEKTUBHO, 0€3 OBTOPEHUI U YNOTPEOIEHUs CIIOB U 00OPOTOB, KOTOPHIE HE HECYT
CMBICJIOBOM HAarpy3KkH, U JOJKEH KacaTbCsl TOTO BOIIPOCA, KOTOPBIA chopMyaupoBaH B
3aroJIoBKe K TEKCTY. TeKCT NOKyMeHTa OQopMiIIeTcs B BHUJE CIUIOIIHOTO CBA3HOIO
TEKCTa WK TaOIHIIbl, WM IIyTEM COYETaHUsI STUX (POpM.

TekcThl CIOXHBIX M OONBIIMX MO 00BEMY JOKYMEHTOB (IOKJIAJbl, OTYETHI U
T.J.) AETATCS HAa pa3lebl, MOAPA3IEibl, IYHKTbI, MOAMYHKTHI. [IyHKTBI U NOAMYHKTBI
B TEKCTE HyMEPYIOTCS apaOCKUMU LU (paMu ¢ TOUKOM.

[Ipumep -

1.

1.1.

2.

2.1.

JIOKyMEeHTBI, Kak MpaBuio, OoQopMiIAIOTCs Ha OnaHkax oOpa3oBaTeabHOU
OpraHu3alluy, HMMEIOT YCTAHOBJIEHHBIH KOMIUIEKC 00s3aTelIbHbIX PEKBU3UTOB U
CTaOWJIbHBINA TOPSAIOK UX PACIIONOKEHHUS.

bnaHku KaXxaoro BuJa W3rOTABIMBAIOTCS HAa OCHOBE YIIIOBOTO WM
IPOAOIBHOTO Pa3MEIEHNs PEKBU3UTOB.

PekBU3HTHI 3arojl0BKa pa3MeIarTcs HEHTPUPYEMBIM (Ha4aJI0 U KOHEL] KaX 01
CTPOKH PEKBU3UTA PABHO YAAJIEHBI OT 'PAHUL 30HbI PACIIOJIOKEHUS PEKBU3UTOB) WM
YIJIOBBIM (Ka)KJasi CTPOKAa PEKBU3UTAa HAYMHAETCS OT JIEBOW TIpaHULbl 30HBI
PaCIOIOKEHUS PEKBU3UTOB) CIIOCOOOM.

JJ1st u3roToBiieHUsI OJAHKOB MCIOJIb3YIOTCS AUCTBI OyMaru opmara A4 (210 x
297 mm) u A5 (210 x 148 MULIUMETPOB).

Kaxaplit muct nokymeHta, opopMieHHBIH Kak Ha OlaHKe, Tak U 0e3 Hero,
JOJDKEH UMETH T0JIS1 HE MEHEE, MM:

nesoe - 20;

npasoe - 10;

BepxHee - 20;

HUKHee - 20.

JIoKyMeHThI JiuTenbHbIX (cBbIe 10 JIeT) CpOKOB XpaHEHUs TOJIKHBI HMETh
aeBoe nojue He meHee 30 mm.

OdopmiieHre peKBU3UTOB JOKYMEHTOB.

ABTOp 10KYMEHTOB.

HanMeHoBanue 00pa3oBareabHON OpraHu3alyyd YKa3blBA€TCSI B TOYHOM
COOTBETCTBMM C yCTaBOM oOpa3oBaTesibHOM — opranuzanuu. CoKpalleHHOe
HauMEHOBaHUE IOMEUIAETCs 110]] OJHBIM HAUMEHOBAHNUEM B CKOOKaX.



HanmeHoBaHHME CTPYKTypHOTO TMOApA3ACIICHUs — aBTopa JIOKyYMEHTa
UCIIONIb3YeTCsT B OJlaHKaX MUCEeM W OJlaHKaX KOHKPETHBIX BHUIOB JIOKyMEHTOB H
YKa3bIBAa€TCS MOJ TOJIHBIM M COKpPAIllCHHBIM HAaUMEHOBAHHUSIMU OOpa30BaTEIbHOM
OpraHu3aIuu.

HanmeHoBaHME JOMKHOCTH JIMIIAa — aBTOpa JIOKYMEHTa HCIMOJb3yeTCs B
OJaHKaXxX JIOJDKHOCTHBIX JIMIL M pacIioyiaraeTcs mojl HAMMEHOBAaHUEM 00pa30oBaTelbHON
OpraHu3aIuu.

HaumeHoBaHue MOMKHOCTH JIMIIa — aBTOpa JOKYMEHTa YKa3bIBaeTCs B
COOTBETCTBHM C HAMMEHOBAaHUEM, MTPUBEACHHBIM B PACHOPSIUTEILHOM JOKYMEHTE O
HA3HAYEHUU Ha JIOJKHOCTb.

CnpaBouyHble JaHHbIE 00 00pa30BaTeJIbHOM OPraHU3AUM.

CrpaBouHbIE JTaHHBIE 00 OpraHM3allMU YKa3bIBAIOTCA B OJaHKax IMHCEM U
BKJIFOUAIOT: ajipec, Homep TenedoHa, ¢pakc, aapec SICKTPOHHOW MOYTHI, CETEBOU
anpec, a takke OKIIO, OI'PH, MHH u KIIII opranuzanum.

HaunmeHoBaHue BUIa TOKYMEHTA.

HanmenoBaHue BuJa JOKYMEHTA, COCTABJICHHOTO OpraHU3alUel, TOJKHO
OBITb  ONpPEACIICHO  yCTaBOM (MIOJIOKEHUEM) W JIOJDKHO  COOTBETCTBOBATH
HAaUMEHOBAHUSAM BHUJOB JTOKyMEHTOB, mpeaycmorpeHHbiM OKVY]I: akt, cnpaBka,
3alMucKa,  CBOJAKA,  OT3bIB,  MPOTOKOJ,  CIOHCOK,  HW3BEIIEHHWEe U Jp.
PacniopsurenbHple TOKYMEHTBl ~ OpPTaHM3allid  HW3JIAI0TCA  CO  CIEAYIOUIUMHU
HA3BAHUSAMU: TIPUKA3, PACIOPsIKEHUE.

HanMeHoBanue BuAa M PA3HOBUIHOCTH JOKYMEHTAa HE YKa3bIBaeTCs B
MUChMax.

JlaTa nokymeHTa.

JlaTa JOKyMe€HTa COOTBETCTBYET JaTe MOAMUCAHUS (YTBEPKICHHUS) TOKYMEHTA
WM J1aTe COOBITHS, 3a()UKCHPOBAHHOTO B JOKYMCHTE:
apabckumu 1mdpamu, pazgeneHHbIMU Toukon: 05.06.2021; cmoBecHO-I(PPOBHIM
criocoooM: 5 uronst 2021 1.

B Tekcrax AOKYMEHTOB, COAEpIKAIMX CCHUIKM HAa HOPMATHUBHBIC IPaBOBbLIE
aKThbl, U JOKYMEHTOB, CO/ICP>KAIlUX CBEACHUS (PMHAHCOBOTO Xapakrepa, MPUMEHSIETCS
cioBecHO MUGPOBON cmocod ykazaHus JaT Oe3 MPOCTABICHUS HYJS B
0003HauCHUHM JTHS MECSIIa, €CIIU OH COACPXKUT ofany nudpy: 3 anpens 2021 roxa.

Pa3spemaercs NpUMEHATH CIOBO «roi» B COKPAIICHHOM BapUaHTE «I»:
1 wrons 2021 .

I'pu¢ orpanuyenus 10cTyna K 10KyMeHTY.

[IpocTaBnsieTcst B IpaBOM BEpXHEM yIIIy TIEPBOTO JIUCTA JOKYMEHTA (IIPOEKTa
JIOKYMEHTA, COMPOBOAUTENBHOIO MUChMa K JJOKYMEHTY) Ha TpaHULIE BEPXHETO IMOJIs
Ipy HAIWYUU B JOKyYMEHTEe WHGOpPMAIHH, IOCTYNl K KOTOPOM OTrpaHWYEeH B
COOTBETCTBHHM C 3aKoHOIarenbcTBOM Poccuiickon denepanuu. B coctaB pexBusnTa
BKJIIOYAETCS OrpaHUYUTEIbHAs HAANUCh: «JlJ1g CiIyKeOHOro MOJb30BaHUSY,
«Kondunennuanbaoy, «llepcoHanbHbIe TaHHBIC» WU JP.

ITpumep -

[epconanbHBIC JaHHBIC PAOOTHIKOB
JK3. Ne 1



MyHnununaapHoe OrokeTHOe o0meoopazoBarenbHoe yupexaenne «lllkoma Ne 1»
(MBOY Ikomna Ne 1)
LleHTp AOTONHUTENLHOTO 00Pa30BaAHHMS
IMTPUKA3

Bce BUbBI I‘pI/I(l)OB OTrpaHUYCHUA HOOCTYIIA K AOKYMCHTAM 3aKPCINIAIOTCA B
JJOKaJIBHBIX aKTaX O6pa3OBaT€HLHOﬁ OpraHu3aluu.

PeFI/ICTpaHl/IOHHblﬁ HOMEDP NOKYMEHTA.

Perucrpanronssiit Homep — uudpoBoe win OykBeHHO-LIMPpOoBOE 0003HAYECHUE,
pUCBAauBaEMOE JOKYMEHTY MPHU €ro PerucTpaiuu.

Peructpanusi J0KyMeHTa MPOBOAUTCS TOCJE €ro TMOANMHCAHUS WM
YTBEPKICHUS.

JIisi BHYTpeHHUX JOKYMEHTOB — IMPUKA30B, MPOTOKOJIOB — 3TO MOPSIKOBBIMI
HOMEp B Ipeneiax KaJlleHZapHOTo roja/ yd4eOHOro roja Mo KaKIOMYy BUAY WIIU
Pa3HOBUJHOCTM JOKYMEHTOB. B mpukazax perucTpauidoHHbIA HOMEpP MOXKET
JOTOIHATHCS OYKBEHHBIM MHJIEKCOM, 0003HAYAOIINM Pa3HOBHIHOCTH.

JI1st ucXoAsmux JOKYMEHTOB PErUCTPAlMOHHBIM HOMEP COCTOUT M3:

1) nopsnakoBoro  HOoMepa B Tpelaeliax — MacCuBa  OTIPaBIIIEMOM
KOpPECIOH/ICHIINH;

2) uHAEKCa Jeja B COOTBETCTBMU C HOMEHKIIATYpOW Jena oOpa3oBaTesIbHOM
OpraHu3aluu.

PeructpaniioHHbIi HOMEpP JTOKYMEHTa, COCTAaBJIEHHOTO COBMECTHO ABYMS H
Oosiee OpraHu3alysIMHi, COCTOUT U3 PETUCTPALIMOHHBIX HOMEPOB IOKYMEHTOB KaXK10H
U3 ATUX OpPraHU3alMi, MPOCTABISIEMBIX UY€pe3 KOCYIO YEPTy B MOPSAKE YKa3aHHs
aBTOPOB B JIOKYMEHTE.

CcbliiKka Ha perucTPallMOHHbIA HOMEP U ATy J0KYMEHTA.

Cchulka Ha PETUCTPAIMOHHBIA HOMEP W JIaTy JOKYMEHTa BKIIOYAeT B CeOs
pPErHCTPAallMOHHBIN HOMED U 1aTy JOKYMEHTA, Ha KOTOPBIM JOJKEH OBITh J1aH OTBET.

Ccbuika Ha HOMEp U JaTy TOKyMEHTa UCIOJIb3yeTCs NPy O(POPMIIEHHH TTUCEM,
SBJISIFOLMXCS OTBETAaMM Ha TMOCTYNMBIIEE MHUCHMO (3ampoc, Ipockdy U JIp.).
CBeneHUs B PEKBU3HUT NEPEHOCSITCS C MOCTYIHMBIIETO JOKYMEHTAa U COOTBETCTBYIOT
PErUCTPalIMOHHOMY HOMEPY U JIaTe MOCTYIHUBILETO JOKYMEHTA.

OrpanuuuTenbHas OTMETKA ISl TaHHOTO PEKBU3UTA MPOCTABJISETCS B JIEBOU
yacTh OJaHKa MUCbMa MO/ PEKBU3UTOM «JlaTa» M «PEruCTPAllMOHHBIA HOMEp
JIOKYMEHTa.

Hanuune paHHOrO peKBHU3UTA HCKIIOYAET HEOOXOAMMOCTh YIOMUHAHUS
HOMeEpa M J1aThl MOCTYIUBIIETO JOKYMEHTA B TEKCTE MUChMa, YTO OCBOOOXKAAET TEKCT
OT CIIPaBOYHOU MH(POPMAITUH.

MecTto cocTaB/ieHHS WM U3JAHUS TOKYMEHTA.

Mecrto cocrtaBneHuss (M34aHMsI) JOKYMEHTA YKa3bIBaeTCid B JIOKYMEHTax,
W3rOTABIIMBAEMbIX Ha OJaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB.

Anapecar.

AnpecatamMu JTOKyMEHTa MOTYT OBbIThb IOPUIUYECKUE JIULA, UX CTPYKTYpPHBIE
NoJpa3AesieHus U JOJKHOCTHBIE JIUIA, a TAKKE (PU3NYECKUE JIULIA.

PekBu3nT «aapecar» NpocTaBisieTcs B BEpXHEH MpaBod 4acTH IOKyMeHTa (Ha
OJaHKe C YIVIOBBIM PACIOJIOKEHHEM DPEKBU3UTOB) WJIM CIpaBa IOJ PEKBU3UTAMHU



Onanka (MpY MPOAOIHHOM PACTIONOKEHUH PEKBU3UTOB OnaHka). CTpOKM pEeKBU3HUTA
«azapecar» BbIPABHUBAIOTCA IO JIEBOMY Kpar0 WY [EHTPYIOTCS OTHOCUTEIBHO CaMOM
JUTMHHOW CTPOKH.

Ecnu nokymMeHT ajipecoBaH HOPHANYECKOMY JHMIY HWIH €r0 CTPYKTYPHOMY
MoJ/ipa3/iesIieHuIo 0€3 yKa3aHusl JTOKHOCTHOTO JIMIA, UX HAUMEHOBAHUS IPUBOJISITCS B
MMEHUTEILHOM MajexKe.

[Tpumepsr

1. MunmcTepcTBO 00pazoBaHMs,
HAyK{ U MOJIOICKHU
Pecny6nuku Kpbim

2. MunHucTtepcTBO 00pa3oBaHMs,
HayKu 1 Mosiofiexku PecmyOmmku
Kpsim
yIpasjeHue 001ero oopa3oBaHus

[TouToBBI aapec yKa3bIBaeTCs NpPU HAMpPaBIEHWU JOKYMEHTa pPa30BBIM
KOPPECMOHICHTAM.

Ecnu JOKyMEHT aJpecoBaH PYKOBOAUTENH IOPUIUYECKOTO JHUIA WU €ro
3aMECTHUTEINI0, HAUMEHOBAHUE FOPUINYECKOTO JIMIIA BXOJUT B COCTaB HAMMEHOBAHUS
JOJKHOCTH aJipecara, KoTopoe MPUBOJUTCS B JATEIIbHOM MaJeKe.

[Tpumep —

PyxkoBonurento @enepaibHOTO

aApXWBHOTO areHTCTBA

®amunusa 1.0.

Nuunuansl craBaTcs mnocje (GaMuIMU HE3aBUCUMO OT TOTO, KOMY
aZipecoBaH JOKYMEHT — JOJDKHOCTHOMY JIUIY WU (PU3UYECKOMY.

[Ipn agpecoBaHMM MNHCbMAa PYKOBOJUTENID CTPYKTYPHOTO MOAPA3AEICHUS
yKa3bIBaeTCsI B MMCHUTEIHHOM TIaJIe)Ke HAMMCHOBAHHWE OpTaHHW3aIlid, HUXKE - B
JATeIbHOM MaJie’)ke HauMEHOBAaHUE JIOJDKHOCTU PYKOBOJUTEINS, BKIJIIOUYAIOIIEE
HaMEHOBaHUE CTPYKTYPHOTO TOApa3aeieHus, (PaMUIHI0, HHULIAATIBI.

[Tpumep-

MunucTtepcTBo 00pa3oBaHus,

Hayku 1 Mosozaexu Pecyonuku Kpbeim

HauansHuky ynpasienus o01iero o0opa3oBaHust

®amunusa 1.0.

[lepen  dammnuelr  AOMKHOCTHOTO  JIMIIA  JIOMYCKAETCS  YIMOTPEONSThH
COKpalleHuEe «r-Hy» (TOCHOJUHY), €Cl aApecaT MYXYHMHA, WU «r-Ke» (TOCIOXKE),
€CJIM aJipecar KeHILNHA.

[Tpu pacchiIke JOKYMEHTA TPYIINE OPTaHU3aIliii OHOTO TUIIA UJIH B CTPYKTYP-
HBI€ MO/IPA3/IEJICHUsI OJJHON OpraHU3aluu, aJpecar yKa3blBaeTcs 0000UIEHHO.

B ogHOM nokyMeHTe He H0KHO ObITh 00Jiee YeThIpeX apecaroB.

[Tpu GonbllieM KOIMYECTBE aAPECcaToOB COCTABISAETCSA CIUCOK (JIUCT, yKa3aTeb)
PACChUIKM JIOKYMEHTA, Ha KaXKJIOM JIOKYMEHTE YKa3bIBae€TCA OJMH aJipecar WM
aapecat opopmiisieTcss 0000IIEHHO.



B cocrtaB pekBusnTa «Anpecary MOXKET BXOJIUTh MOUTOBBIA aipec. DIEMEHTHI
MOYTOBOTO  ajjpeca  yKa3blBaIOTCSI B  IOCJIEJOBATEIBHOCTH, YCTaHOBJICHHOU
[IpaBritamu OKa3aHUs yCIIyT IOYTOBOM CBS3H.

[Ipumep -
Bcepocculickuii HaydHO-
HUCCIIeJOBATEIILCKUN
UHCTUTYT
JTOKYMEHTOBEICHHUS U
apXMBHOTO JleJia
[Tpodcoro3nas yi.,
I. 82,
Mocksa, 117393

B ciydae ormpaBku JOKyMeHTa (pU3MUECKOMY JIMIY YKa3bIBAlOTCS: (hamuins,
WHUIMAJIBI, TIOYTOBBIN ajapec: (ynuia, HOMep A0Ma M KBAPTUPHI, HACEJICHHBIA MyHKT,
paiioH, ob6nmacTh (kpai, pecryOiarKa), TOYTOBbIN HHIEKC).
[Ipumep -

Gamunus U.0.

CapnoBas yi., 1. 5, kB. 12,

I. DHCK, DHCKoM 00:1., 301264

[Tpu oTnpaBke MHUChbMa MO ANEKTPOHHON MOUYTE WM MO (HPAKCUMUIBHON CBSI3U
(0e3 AOCHUIKM MO TOYTEe) MOYTOBBIM agpec He ykasbiBaercs. llpu HeoOXomumocTu
MOJXKET OBITh yKa3aH AJICKTPOHHBIN ajipec (Homep TenedoHa/dakca).
[Tpumep -

Bcepoccuiickuii Hay4HO-
MCCJIEI0BATENIbCKUN UHCTUTYT
JTOKYMEHTOBEIEHUS 1
apXMBHOTIO JeNa
mail@vniidad.ru

I'pu¢ yrBep:kaeHuss 10KymMeHTA.

I'pud yTBEpkaCHUS MPOCTABISAETCS HA JOKYMEHTE B CIIy4ae €ro yTBEPIKICHUS
JOJKHOCTHBIM ~ JIMLIOM, PACTOPSAUTENIbHBIM — JIOKyMEHTOM  (IIpUKa30M, pacro-
PSYKEHHUEM, PEILICHUEM).

I'pud yTBepx)aeHUS pa3MeliaeTcss B IMPABOM BEPXHEM YIIy IEPBOTO JIHCTA
nokymMeHTa. CTPOKM PEKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpar0 WM LUEHTPYIOTCS
OTHOCHUTEIIbHO CaMOW JNIMHHOM CTPOKH.

[Ipu yTBepKIEeHWU TOKYMEHTA JODKHOCTHBIM JIUIIOM TpHU( YTBEPKICHUS
cocroutr u3 cuoBa YTBEPXJIAIO, ©HaunmeHOBaHMS  JODKHOCTH  JIMIIA,
YTBEPKIAIOMIETO JOKYMEHT, €ro TMOANUCH, WHUIUAIOB, GaMWIUM W  JaThl
YTBEPKIACHUA.

ITpumep -
YTBEPXIAIO
Hupextop MBOY COIII Ne 1


mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
mailto:mail@vniidad.ru

[Moamuce U.O. ®amumnus

Jlata

[Ipu yTBEepKJIEHUH JOKYMEHTa PACHOPSAUTEIIBHBIM JOKYMEHTOM Tpud
yTBepxaeHus coctout u3 cioBa YTBEPXJIEH (YTBEPXJEHA, YTBEPXJ/IEHbBI
umn YTBEPXJIEHO), cornmacoBaHHOTO ¢ HAMMEHOBAHUEM BHJIa, YTBEPKIAEMOTO J10-
KYMEHTA, HAUMEHOBAaHUS PACIIOPSAUTEIBHOIO JTOKYMEHTA B TBOPUTEIBHOM ITAJIEKE,
€ro J1aTbl, HOMEpA.

[Tpumepsl
1. (ITopsimok) YTBEPXIEH
npukazom MbOY COLI Nel
5 anpenst 2021 1. Ne 82
2. (ITpaBuna) YTBEPXEHBbI

npukazom MBbOY COII Ne 1
15.06. 2021 . Ne 83

3. (ITonoxenue)
YTBEPX/IEHO
npukazom MbOY COI Ne 1
15.06. 2021 . Ne 83

[Ipyn npuHATHM (PACCMOTPEHHH) TOKYMEHTa KOJUIETHAJIbHBIM OpPraHOM
o0pa3oBaTelIbHOM OpraHU3alMK, PEHICHUS KOTOPOro (PMKCUPYIOTCS B MPOTOKOJE, B
rpude npuHATO (PacCMOTPEHO) YKa3bIBA€TCSI HAMMEHOBAaHWE OpraHa, pPEIIeHHEM
KOTOPOTO IPUHSAT JTOKYMEHT, JIaTa U HOMEP MPOTOKOJA (B CKOOKaX).

YTBEPAKIAIOIIETO IOKYMEHTa B TBOPUTEIBHOM MaJeXKe, €ro AaThl, HOMEPA.

[Tpumepsr
3. (ITopsimok) [TPUHSAT
MEJArOru4eCKUM COBETOM
(mpotoxoi ot 15.08.2021 Ne 12)
4. (ITpaBuna) ITPUHATHI

YpasisrommmM COBETOM
(mpotoxoi ot 15.06.2021 Ne 8)
3. (Tlonoxenue)
[MPUHATO
oOumM coOpanueM pabOTHUKOB
00pa3oBaTelIbHON OpraHU3alNH



(mporokon 15.06.2021 r. Ne 83)
3aroJI0BOK K TEKCTY.
3arooBOK K TEKCTy BKIIOYAaeT B ce0s KpaTKoe COACpKaHHWE ITOKYMEHTa, €ro
OCHOBHYIO CMBICJIOBYIO Harpy3ky. 3arojloBok Qopmynupyercs ¢ mnpemioroM «O»
(«O06») 1 oTBeUaeT Ha BOMPOC «O YeM?»:

o npukas (0 yeM?) 0 CO3[JaHUHU aTTECTAIMOHHON KOMHUCCHH;
o npukas (0 ueM?) 00 yTBEPKJIEHUU ITATHOTO PACTIHCAHUS;
o ucbMO (0 4em?) 0 IpeloCTaBIeHUU HH(HOPMAIIHH.

3aroJoBOK COCTABJISIET WCIIOIHUTENh JOKYMEHTA. 3arojloBOK K TEKCTY
odopmIIsieTcst o/l peKBU3UTaMU OJIaHKa CJIeBa, OT TPaHULIbI JieBoro nosist. Ecinu Texet
JIOKYMEHTA HE MPEBBILIAET YETHIPEX-MSATH CTPOK WM opopMieH Ha OnaHke ¢popmara
AS5, 3aroJIoBOK MOYXHO HE YKa3bIBaTh.
3aroJioBOK  JIOKYMEHTa  3allMChIBA€TCS NpPH  €ro  perucTtpauud B
COOTBETCTBYIOLINE PETUCTPALIMOHHBIE (POPMBI: KAPTOUKY, 0a3y JaHHBIX.

Tekcr n10KymMeHTA.

TekcT NOKyMEHTa COCTaBISIETCS HA PYCCKOM SI3bIKE KaK TOCYIapCTBEHHOM
aspike  Poccuiickonn  @epepanuu.  TeKCT TOKyMEHTa  M3Jaraercs pPyCCKHUM
JUTEPATYPHBIM SI3BIKOM C YYETOM OCOOCHHOCTEH O(UIINAIBHO-IEI0BOTO CTHIISA, BUIA
JOKYMEHTa M €ro Ha3Ha4eHHUs B YyIpaBleHYEeCKOW aestenbHOoCcTH. CopepikaHHe
JOKYMEHTA JIOJKHO OBITh U3JI0KEHO KPaTKO, JOTHYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB U3J1araroTCs:

- OT 1-T0 NHIIa €AMHCTBEHHOTO YKCia B JOKYMEHTaxX (IIpHUKa3, paclopsHKeHUE U
T. 7.) PyKOBOAUTENSE 00pa30BaTeIbHON OpraHu3aluy, JEeHCTBYIOIIEr0 Ha MPUHIMIAX
eIMHOHAYaMs, a TaKXKe JIOKYMEHTaX, aJpeCOBAaHHBIX PYKOBOJACTBY OpraHU3aIlUM:
MPUKA3bIBAIO... TTOJITOTOBUTH M MPEACTAaBUTh HA PACCMOTPEHHUE; TIPOITY PACCMOTPETh
BOIIPOC 00 YCTaHOBJICHUH JILTOTHBIX TapU(OB...;

- 3-r0 nuIa €AMHCTBEHHOTO YHCIA B JIOKYMEHTaX KOJUIETHAJIbHBIX OPraHOB:
KOMHUCCHS PEUINIA...; OpraHU3alus HE CYUTACT BOBMOXKHBIM...;

- 1-ro nuIa MHOXXECTBEHHOTO YHCIIa B COBMECTHBIX JOKYMEHTaX: MPOCHM
IPEICTaBUTH JaHHBIE O...; TPEICTABISIEM Ha PACCMOTPEHUE U YTBEPKICHHUE. .;

- 3-ro nuIa MHOXKECTBEHHOTO 4YHCIa B MPOTOKOJAX: CIYILIANH, BBICTYIWJIH,
MIOCTAHOBWJIH, PEILIUIH.

B mokymeHTax, yCcTaHaBIMBAIOIIUX TpaBa M OOS3aHHOCTU OpraHU3allUH, €
CTPYKTYPHBIX TOIpa3ieicHUil (MOJ0OKEHHE, MHCTPYKIUSA), a TaKXKe COJACPIKAIINX
ONHCaHWe, OIEHKY (AKTOB WM BBIBOABI (AKT, CIpaBKa), HCMONb3yeTcs (opma
U3JIOKEHUS TEKCTa OT TPEThEro JIMla €IMHCTBEHHOTO WMJIM MHOXKECTBEHHOIO 4YHCIIa
(«oTmen ocymiecTBIsIeT (YHKIUHU», «B COCTAB OOBEAMHEHHUS BXOIAT», «KOMHCCHS
YCTaHOBUJIA»).

B tekcTe mokymeHTa, moJAroToBIEHHOTO Ha OCHOBAHHUH 3aKOHOATEIbHBIX, HHBIX
HOPMAaTUBHBIX TPAaBOBBIX aKTOB, W3JaHHBIX OpraHAMU BIACTH W YyIPABICHUS,
JIOKYMEHTOB, paHee M3IaHHBIX OPTaHOM BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBaeTCs
HaMEHOBaHWE BHJIA IOKyMEHTa, HAMMEHOBAHHME OpPTaHa, U3/IaBIIETO JOKYMEHT, AaTa
NPUHATUS WIA YTBEPXKIACHHUS JOKYMEHTA, €r0 PETUCTPAIMOHHBIA HOMEp, a TaKKe
3aroJIOBOK K TEKCTY WJIM HAaWMEHOBAHHE BHUJA TOKyMEHTA.



[Tpumepsl

«B cootBerctBun ¢ nocranosineHueM IIpasurenscTa ot 13.08.1997 Ne 1009
«O0 ytBepxkaenuu IIpaBun  MNOArOTOBKM HOPMATUBHBIX  MPAaBOBBIX  AKTOB
denepanbHbIX OpPraHOB  HCIOJHUTENIBHOM BIACTM M UX TOCYIapCTBEHHOMH
perucTpanum»;

«B coorBercTBuu ¢ IlooxkeHHEM O IOCTOSHHO ACHCTBYIOLIEH 3KCIIEPTHOU

KOMHCCHH YUPEKJEHUS, OpraHu3aldd, NPEINpHUsiTUS, YTBEPKIACHHBIM IPUKA30M
PocapxuBa oT 19.01.1995 Ne 2...».

Ecny TEKCT COOEpKUT HECKOJIBKO MOPYUYEHHM, PELICHUN, BBIBOJOB, B TEKCTE
BBIJICIIAFOTCS Pa3/Ieiibl, TOAPA3AEIbI, MIYHKTHI, TOAITYHKTHI.
B Tekct mokymMeHTa MOTYT BKJIIOYAThCs (hparMeHThl, OPOPMIICHHBIC B BHJIC
TaOJUIBI UJIA AHKETHI.
CrpaHuupl TEKCTa HYMEPYIOTCS apaOCKUMH LU(paMyu NOCEPEIMHE BEPXHETO
TIOJISL.
B nucbmax ucnonb3yroT ciaeayomme GopMbl U3I0KEHHUS:
® OT TIEpPBOrO JIMIa MHOXECTBEHHOTO 4HCla («IPOCHM  HalpaBUTHY,
«HAIpPABJISEM HA PACCMOTPEHUER);
® [IEpBOI0 JHUIA EIUHCTBEHHOIO 4YHucia («CUUTAI0 HEOOXOIAUMBIMY», «IIPOUIY
BBIJICIIUTHY);
e TpeThero Jmna eauHcTBeHHOro yucia («OO He Bo3paxkaer», «OO cuurtaer
BO3MOXHBIMY).

OTMeTKa 0 IPUJIOKEHUH.

OTMmeTKka O NPWIOKEHUU COJAEPKUT CBEACHHUS O JOKyMEHTE (IOKYMEHTax),
MpUjaraéMoM K OCHOBHOMY JOKYMEHTY (B CONPOBOJIUTENBHBIX MUChMaxX, MPETCH-
3USIX, aKTaxX, CIPaBKax M JIPYTruX UH(POPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTAaX) WU O
TOM, 4YTO JIOKYMEHT SIBISIETCSI IPUJIOKEHUEM K OCHOBHOMY JOKYMEHTY
(B IOKYMEHTax - NMPWIOKEHUAX K PaCIOPSAUTEIbHBIM JOKYMEHTaM, MOJIOXKCHUSM,
MpaBUIaM, UHCTPYKIIUSIM, TOTOBOpaM, IjlaHaM, OTYETaM U Ap. TOKYMEHTaM).

B compoBomuTeNnbHBIX MUCBMax W JAPYTUX WHGOPMAIMOHHO-CIPABOYHBIX
JIOKyMEHTaX OTMETKA O MPUJIOKEHUU 0(OPMIIIETCS IOl TEKCTOM OT TPAHUIIBI JICBOTO
TIOJISL CIICMYIOIIUM 00pa3oM:

- €CJIM IPUIIOKEHHNE HA3BAHO B TEKCTE:

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

- €ClM NPUJIOKEHUWE HE HAa3BaHO B TEKCTE WM €CIH NPUIIOKEHUN HECKOJbKO,
YKa3bIBalOT Ha3BaHUS JOKYMEHTOB-IIPUJIOKEHUN, KOJIMYECTBO JTUCTOB U AK3EMIUISIPOB
KaXKJIOTO MPUIIOKEHUS:

[Tpunoxenue: 1. [Tonoxenue (Ha3BaHue) Ha S 1. B 1 7K3.

2. CpaBKa 0 KaJpOBOM COCTaBe Ha 2 JI. B 1 3K3.;
- €CJIU MIPUJIOKEHHUEM SIBIISIETCSI 000COOIEHHBIN 3JIEKTPOHHBIA HOCUTEIb

(KOMMaKT- AUCK, Usb-(ren-HakonuTenb u JIp.):
- Ilpunoxenue:



CD B 1 k3.

- eCJIH MIPUJIOKEeHHE (MMPUITOKESHHS) COPOIIIIOPOBAHBI:

[Ipunoxenne:

otyet o padbore PUII B 2 3k3.

B pacniopsiauTenbHBIX TOKyMeHTax (TpHUKa3ax, paclopsHKeHHX), JOTOBOpax,
MOJIOKEHUSX, TpaBUiaX, WHCTPYKIHUSAX W JPYruX JOKYMEHTaX OTMETKa O
MPUIOKEHUH 0QOPMITSIETCS CIIEAYIOIIIM 00pa3oMm:

- B TCKCTE JIOKYMEHTA MPH MEPBOM YIOMHHAHWH JTOKyMEHTA-TIPUIIOKEHUS B
CKOOKaxX yKasbIBaeTcs: ... (IPUJIOKEHUE) WU ... (IpwiokeHue 1); mepea HOMEpPOM
MPUIOXKEHUS IOTTYCKAeTCsl CTABUTh 3HAK HOMepa: ... (mpuiioxeHue Ne 2);

- Ha TEpBOM JIMCTE€ JIOKYMEHTA-NPWJIOXKEHUS B TIPAaBOM BEPXHEM Iy
YKa3bIBACTCA:

[Tpunoxxenue Ne 2

k npukazy MBOY COIII Ne
1

ot 15.08.2021 Ne 112.

CTpokH peKBH3WTA BBIPABHHMBAIOTCS 1O JIEBOMY Kpal WU HEHTPHUPYIOTCS
OTHOCHUTEJIBHO CaMOW JUIMHHOM CTPOKH.

Ecnin  mpunokeHueM K pacmopsAUTENbHOMY  JOKYMEHTY  SIBISIETCS
HOPMAaTUBHBIN MPAaBOBOM aKT WM MHOW JIOKYMEHT, YTBEPXKIAEMbIA JTaHHBIM
pacnopsIUTEIbHBIM JOKYMEHTOM, Ha MEPBOM JIUCTE MPHIIOKEHUS MPOCTABISAETCS
OTMETKa O TpUJIoKeHUU (0€3 CChUIKA Ha PACTIOPSAUTENbHBIA JOKYMEHT) U Tpud
YTBEPXACHUS, B KOTOPOM YKAa3bIBalOTCSI JIaHHBIE PacCHOPSAUTEIBHOTO JOKYMEHTA,
KOTOPBIM YTBEPKICH TOKYMEHT- PUIIOKEHUE.

[Ipumep -
[Ipunoxenue 1
YTBEPXEHO npuka3
MBOY COI Ne 1 ot
18.05.2021 Ne 67

I'pu¢ cornacoBanuss 10KymMeHTA.

[IpoeKThl MOATrOTOBIEHHBIX JOKYMEHTOB NEpPE NOANMUCAHUEM B PSAE CIy4acB
COITIaCOBBIBAIOTCSL €  3aUHTEPECOBAHHBIMU  YUPEKIACHHUSIMH, CTPYKTYPHBIMU
MOAPA3ACTCHUSIMH, OTACIbHBIMU JOJKHOCTHBIMU JIMIIAMU.

I'pud cormacoBaHusi B 3aBUCUMOCTH OT BUJA TOKYMEHTa U OCOOCHHOCTEH €ro
0(pOpMJIICHHS] MOKET MPOCTABIIATHCSI:

- Ha MEePBOM JIUCTE JOKyMEHTa (€Cly JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - Ha
TUTYJILHOM JIUCTE) B JICBOM BEPXHEM YIIy Ha ypOBHE Ipuda yTBEPKIACHUS WU O]
HAaWMEHOBaHUEM JIOKYMEHTa OJIMKe K HIXKHEMY T0JII0);

- Ha MOCJIEAHEM JIMCTE TOKYMEHTA MO TEKCTOM;

- Ha JIUCTE COITIaCOBAHUS, SBJISIOIIEMCS HEOTHEMIIEMOM YaCThIO IOKYMEHTA.



I'pud cormacoBanus gokymenta coctouT u3z ciosa COITIACOBAHO,
JOJDKHOCTH JIUIA, C KOTOPBIM COIVIACOBAaH JOKYMEHT (BKJIIOYas HAaUMEHOBAaHUE
OpraHu3aliu), €ero COOCTBEHHOPYYHOH TMONIMUCH, pacU(POBKU  TOAMUCH
(uHUIMANOB, (DAMUIINKM) U 1aThl COTJIACOBAHUSI.

[Ipumep -

COI'JTACOBAHO

JupexTop (Ha3BaHWE OpraHU3alINM)
(monmuce) N.O0. Gamunus

[ara

Ecnu comtacoBaHue OCYIIECTBISIETCS KOJJIETHMAIbHBIM OPraHoOM, B Tpude
COIIaCOBaHUS YKa3bIBAIOT CBEJEHUS 00 OpraHe, COIIacOBaBUIEM JOKYMEHT, Aare U
HOMEpE MPOTOKOJA, B KOTOPOM 3a(UKCHPOBAHO peUIeHHE O coriacoBaHuu. Ecnu
COIIACOBAHUE OCYILIECTBIISIETCS TUCbMOM, YKa3bIBAIOT BUJI JIOKYMEHTA, OpTraHU3aINI0
- aBTOpA JOKYMEHTA, 1aTy ¥ HOMEpP MUChMA.

[Tpumepsl

1 COTTTACOBAHO
YpasIiommM COBETOM
MBOY COLI Nel

(IpOTOKO OT No )
2 COIJIACOBAHO

nucbMoM PocapxuBa

oT Ne

Bu3a coriacoBanusi J0KyMeHTA.
Busel cornacoBaHus TOKyMEHTa — PEKBU3HT JOKYMEHTA, YKa3bIBAIOIIMN Ha
coIvlacHe WJIM HECOIIacue JOJKHOCTHOTO JHIa 00pa3oBaTelbHONW OpraHu3alldd C
coJiepKaHUEM MPOEKTa JOKYMEHTa (Janee — BU3a).

[Ipumep
3amecTUTeNbh TUPEKTOpa MO0 BOCIUTATEIIBHOU padoTe
JIngyHast moanuch .M. UBanoBa
10.10.2023

OdopmiteHHass TakuM 00pa3oM BH3a O3HAYAET COIVIACHE JODKHOCTHOTO JIUIA C
COJICP)KaHHEM JIOKYMCHTA.
[Ipy HaaMUMKM 3aMEYaHHMK 10 JIOKYMEHTY BH3y O(DOPMIISIOT CIIECIYIOIIUM
o0OpasoM:

3ameuaHus pUIararTcs
3aMecTuTeNb IUPEKTOPA M0 BOCIUTATENILHON padoTe

JIngyHast moanuch .. UBanoBa



10.10.2023

JIOKyMEHT BU3UPYETCS UCIIOJHUTENIEM U 3aMHTEPECOBAHHBIMU B TOKYMEHTE
JOJKHOCTHBIMU JIUIIAMU, PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHu3aIuu.
3ameuaHus JOHKHBI OBITH MPENICTABIIEHBI HAa OTJEIHHOM JIMCTE, KOTOPBIN
MOJAMKCHIBAIOT, JATUPYIOT U MPUIIAratoT K JOKYMEHTY.

B ngokymeHTax, MOMJMHHUKUA KOTOPBIX XPaHSATCS B OpraHU3alid, BU3bI
MPOCTABISAIOT HA TMOCJIEAHEM JHUCTE JAOKYMEHTa IO/ MOAMNMChI0, Ha 000poTe
MOCJEAHEr0 JINCTAa TNOJJIMHHMKA JIOKYMEHTa WJIM Ha JIUCTE COIVIaCOBaHUSA
(BU3UpOBaHUS), MPUIIATA€MOM K JOKYMEHTY.

B ucxopsmmx AOKyMEHTax BHU3bl MPOCTABISIIOTCS HA SK3EMILISIpax
JIOKyMEHTOB, TTIOMEIIAEMBIX B JIEJIO.

Hoanucek.

JIOMKHOCTHBIE JIMIIA TOJIUCHIBAIOT JOKYMEHTHI B TIpeleiaX CBOUX
MOJIHOMOYMH, OINPEJCTICHHBIX YCTaBOM o00IIe00pa30BaTeIbHOW OpraHu3aluu U
JOJKHOCTHBIMU MHCTPYKIHSIMHU.

[Toanuce COCTOUT U3 HAUMEHOBAHUS TOJHXKHOCTH JIMLA, KOTOPOE MOAMKUCHIBAET
JOKYMEHT (TIOJIHOTO — €CJIM JJOKYMEHT HareyaraH He Ha OJaHKe, COKPAIIEHHOIO —
Ha JIOKyMEHTE, Hale4yaTaHHOM Ha OlaHKe), ero COOCTBEHHOPYYHOW MOJIUCH,
WHUIIMAJIOB (MHUINAJI UMEHHU ), (haMUITUH.

[Ipumepsnl

HE Ha OJIaHKe:

Hupexrop MBOY COII Ne 888 JInyHas nmoAnuch N.0. Gamuinus
Ha OlaHKe

Hupexrop JInynas nmonnuce N.0. Gamuinns

[Tpu oopmiiernn 1oKkymMeHTa Ha OJaHKE JOKHOCTHOTO JIMIIA IOJKHOCTD
ATOTO JIMLA B IOANKUCH HE YKa3bIBACTCH.

ITpumep JlmuHas nmoanucey n.O0.

B HOKYMCHTAaX, COCTAaBJICHHBIX KOMHCCHGﬁ, B IIOAIIMCHU YKA3bIBACTCA CTATYC
Juna B COCTaBC KOMHMCCHU.

[Tpumep -
[Ipeacenarens kKoMHUCCHU [Tonmuck N.0. ®amunus
UneHbl KOMUCCUUT [Tonmuck N.0. ®amunus

IHoanucs N.0. Gamuinus
[Hoanwucs N.0. Gamunus



B cimydae OTCYTCTBUSL PYKOBOIWTENS IMPUKA30M ONPENEISAETCS JIHULO,
UCTIOJHSIONIEE €ro OOsN3aHHOCTH, a TaKXe YIOJIHOMOYEHHOE IMOJIMUCHIBATH
JOKYMEHTBI, TIPH 3TOM TMOJAIMUCH OPOPMIIIETCS C YKa3aHHEM CTaTyca JOHKHOCTHOTO
JUIa B COOTBETCTBHUH C MPUKA30M (PACTIOPSKEHUEM ).

[Tpumep -

H.o. nupekropa [Toamuck N.0. ®amunus
VTN

Ucnionusironuii 0053aHHOCTH TUPEKTOpa [Moanucey N.O.
damunus

[Ipu nmonnmucaHuy NOKyMEHTa JUIOM, UMEIOIIMM IPaBO MOAMMCH B clydae
BPEMEHHOTO OTCYTCTBHSI PYKOBOJIUTEISI, UCIIPABICHUS B HAUMEHOBAHHE JIOJKHOCTH
U paciiMPpoBKY (PaMUIMM YK€ IOATOTOBIEHHOIO U COINIACOBAHHOIO MPOEKTa
JIOKYMEHTA BHOCSITCSL OT PYKH WJIHA C UCIIOJIb30BAHUEM COOTBETCTBYIOIIMX ITAMIIOB.

He nomyckaercs cTaBUTh KOCYIO YEPTY, HAAMKCh «3a» NEPE] HAMMEHOBAHUEM
JOJDKHOCTH JIMLIA B TOAINHKCH, €CIM JOKYMEHT IOANUCBHIBAET HMHOE JOJKHOCTHOE
JMLIO.

JJIeKTPOHHASA MOANNCH.

OtmeTka 00 3JIEKTPOHHOW TOANKCU HCIONB3YyeTCsl NPU BHU3YyaTU3aluU
SNIEKTPOHHOTO JOKYMEHTA, MOAMUCAHHOTO AIEKTPOHHOM MOMAIMHUCKHIO, C COOMIOEHUEM
TPEOOBAHMIA:

a) MECTO pa3MELIEHUs OTMETKHM 00 JJIEKTPOHHOM TMOANKMCH JOJKHBI
COOTBETCTBOBAaTh MECTY pa3MELICHUS COOCTBEHHOPYYHOM MOAINUCH B aHAJIOTMYHOM
JIOKYMEHTE Ha OyMa)KHOM HOCHUTEJIE;

0) 27eMEHTBhl OTMETKH 00 AJIEKTPOHHOMN MOAMKUCH JOJKHBI ObITh BUJUMBIMU U
YUTAEMBIMH NPU OTOOPAKEHUHU JOKYMEHTA B HaTypajJbHOM pa3Mepe;

B) AJIEMEHTBI OTMETKU 00 AJIEKTPOHHOMN MOJIUCU HE JOJDKHBI TIEPEKPHIBATHCSA
WJIM HAKJIaJIbIBaThCs IPYT HA JIPYra;

') 9JE€MEHThl OTMETKH 00 DJIEKTPOHHOW TOJIUCU HE JOJDKHBI MEPEKPHIBATH
ANIEMEHTHl TEKCTAa JOKyMEHTa W JpyrHe OTMETKHU OO 3JIEKTPOHHOW MoAmucU (TpU
HaJIM4yun).

OTmeTka 00 3NIEKTPOHHOM MOANKCH U BKIIoYaeT (pasy «JlokymeHT moamucan
SNIEKTPOHHOM TMOAMMCHIO», HOMEp cepTu(UKaTa KIIoYa OSIIEKTPOHHON TMOAMKCH,
(daMuauio, UM, OTYECTBO BIAJENbLA CEpPTH(PUKATA, CPOK ACHCTBUS cepTH(UKaTa
KJIFOYA 3JIEKTPOHHOM MOJIHCH.

ITpumep

Aupextop JOKYMEHT ITOAITMCAH A.B.

JIEKTPOHHON TTOAIMCHIO
Cepruduxar lalllaaalllI11111

Brnanenen lBanoB Anekceit bopucosuy
HeticrButenen ¢ 01.01.2017 mo 01.01.2022



OTMeTKa 00 MCIIOJIHHUTEJIE.
OtMeTrka 00 HWCIOJIHUTEIE BKIOYAECT B ceOS (aMHIIMIO, UMs, OTYECTBO
WCTIOJTHUATEJIS IOKYMEHTa, HOMEp ero TesnedoHa.
OtMmeTKa 00 MCITOJHHUTENIE MOKET JIOMOJHATHCSI HAMMEHOBAHUEM JOJIKHOCTH,
CTPYKTYPHOTO MO/Ipa3/IeNICHUs ¥ JIEKTPOHHBIM aJIPECOM HUCTIOTHUTEIIS.
OtMeTka 00 ucnonHuTene ohopMIsIETCS Ha JUIEBOM CTOPOHE MOCIEAHETO
JUCTa JIOKYMEHTa OT TpaHUIlbl JIEBOTO MOJS WJIM, TPU OTCYTCTBUU MecCTa, - Ha
00OpOTHOM CTOPOHE BHU3Y CJIEBA.
ITpumep -
3abenun MBan AHjpeeBud,

KoHTponpHOE yrpaBieHHEe, BEAYIIHHA CIICIIUAIIHCT,
+7(978) 924-45-67, Zabelin@gov.ru

OtMmeTka 00 HCTIONHHUTENE MOXKET OPOPMIISATHCS KaK HIDKHMM KOJOHTUTYN U
revaTaThCcs MPU(TOM MEHBITIETO pa3Mepa.

OTMeTKa 0 3aBepeHNH KOMUM.

OOpazoBarenpHasi OpraHU3aIs MOXET 3aBEpsATh KOMUU TOIBKO TEX
JIOKYMEHTOB, KOTOpBIC CO3JAIOTCS B HEH, a TaKXKe B CIIy4asx, MPEIyCMOTPCHHBIX B
ab3arie BTOpOM HACTOSIIIIEro MyHKTa. Komust TOKyMeHTa U3roTaBIMBAeTCs M BBIACTCS
TOJBKO C pa3pelieHuss PYKOBOIAHUTENS OpraHM3alH, €ro 3aMeCTUTENIed WIH
PYKOBOIMTENSI CTPYKTYPHOTO TIOApPa3IeICHHUS.

B ciry4ae moArotoBKy TOKyMEHTOB TSl TIPEIOCTABIICHUS CYJIeOHBIM OpraHam,
IIPU PEIICHUU BOTIPOCOB IO MPHUHATHIO JIUIl Ha paboTy, 00yueHue, yI0CTOBEPEHUS HX
TPYAOBBIX W JIPYTUX TPaB BO B3aUMOOTHOIICHHSIX C YUYPEKICHUEM, a TaKkKe MpHU
dbopMUpPOBAaHUU JIMYHBIX JeJI PaOOTHUKOB 00IIe00pa3oBaTeNbHas OpTraHU3aIUs
MOKET H3TOTABJIMBATH KOMWU JOKYMEHTOB, BBIJAHHBIX JPYTUMHU YUPEKIACHUSIMU
(KoTMu JOKYMEHTOB 00 00pa30BaHHH H JIp.).
[Ipyn BblIAu€ KOMUU JTOKYMEHT BOCIPOM3BOAMUTCS IMOJHOCTHIO (OJIaHK
o0pa3oBareyibHON OpraHu3alui, HOMEp, JaTa, CoJepKaHue U T. 11.).
B npaBom BepxHeM yrimy kormuu numeTcs ciioBo «Komusy. [Ipu Beimade Konmuu ¢
KOTIHY clieayeT nucarh «Komust ¢ Komumy.

Ecnu kxomust mis BHYTPEHHETO TOJB30BaHMS, TO JIJISI 3aBEPEHUS HIIKE
pexkBm3uTa  «llogmuCh» MPOCTABISAIOT  3aBEPUTEIbHYI0  HAAMUCh:  «BepHOo»,
JOJDKHOCTH JIUIA, 3aBEPSIFOIIETO KOTHIO; JTUYHYIO MOAIMUCH; pacii(poBKy MOAMHCH
(vHUIMAB, (aMUIIUIO); ATy 3aBEPEHUS.

ITpumep -
Bepno
Cexperapp/CrienuanucT 1o Kaapam
JIngyHast moanuch B.B. BanoBa

10.10.2023
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Ecnu xonus BeLIaeTCs 11 NPEACTABICHUS B APYTYIO OpraHu3alnio, TO OTMETKA
O 3aBEPECHUU KOMHUHU JOMOJHIETCS HAANUCBID O MECTE XPAaHEHUs JTOKYMEHTa, C
KOTOPOTO ObLIa U3rOTOBJICHA KOIHUS, U 3aBEPSAETCS MEYaThl0 OPraHU3alnH.
[Ipumep -
[Tognmuaauk nokymeHnta HaxoauTcs B MDBOY  «llIkoma-mumein» Ne 3
Cumdbeponons B ngene Ne 12-k 3a 2022 rog.
JInst mpocTaBIeHUsI OTMETKHU O 3aBEPEHUHN KOITUHM MOXKET MCIIOIb30BaThCS IIITAMII.

OTMeTKa 0 MOCTYIVICHUM TOKYMEHTA.

OTMeTKka 0 MOCTYIUICHUHM JOKYMEHTA CIYXHUT JJis MOITBEpPKACHUS (akra
IOCTYIUICHUSI JOKYMEHTa B OpraHM3allMi0 M BKIKOYACT JaTy MOCTYIUIEHUS U
BXOJISIIIIMIA PETUCTPAIIMOHHBIA HOMEp NOoKyMmMeHTa. [Ipum HeoOXxomuMocTu OTMETKa O
MOCTYIUICHUM MOXET JIOMOJHATHCA YKAa3aHMEM BPEMEHU MOCTYIUIEHHS B 4Yacax M
MUHYTaX U CII0c00a TOCTaBKU JOKYMEHTA.

OTMeTKa O MOCTYIJIEHUH JOKYMEHTA MOXET MPOCTABIISITHCS C MTOMOIIBIO IIITAM -
mna.

Pe3oonusi.

Pe3omronust comepXUT yKa3aHHWE 10 WCIOJHEHUIO JOKYMEHTa. Pesomrorus
opopmiiieTcss Ha CBOOOJAHOM MeCTe padouyero ToJisi JOKyMEHTa, Ha OJaHke
pPE30OJIIOIMU WM BHOCUTCA  HEMOCPEACTBEHHO B  CHUCTEMY  AJICKTPOHHOTO
JIOKyMEHTO00O0pOTA.

Peszomrorus BKIIrOUaeT: pamMuiInioo, MHUIIAAIBI UCTIOTHUTENS (MCIIOJHUTEIICH),
MOPYyYEHHE 110 JTOKYMEHTY, IIPH HEOOXOIUMOCTH - CPOK HCIIOTHEHUS, TTOANKCH JINIIA,
BBIHECIIIETO PE30JIIOIHIO, 1aTy PE30JIFOIHH.

Pesomtonus, kak mpaBuiio, MAMIETCS OT PYKH PYKOBOAMTENIEM HA TOJIMHHUKE
JIOKyMEHTa Ha CBOOOTHOM OT TEKCTa MECTE.

[Ipumep -

damunusa 1.0.

[Ipomry nmoaroroButs npemokerus k 10.11.2021.

Iloamnuce

Jlata

OTMeTKa 0 KOHTpOJIE.

OTMmeTKa 0 KOHTPOJIE CBUJIETENICTBYET O MIOCTAHOBKE JIOKYyMEHTa Ha KOHTPOJIb,
IPOCTABJISIETCS. IUTAMIIOM WJIM IPOU3BOAUTCS 3amuch OT pykH «KoHTponp» Ha
BEPXHEM I10JI€ IOKYMEHTA.

KonTtpomio mojuiexar Bce 3aperucTpUpOBaHHBIC JOKYMEHTHI, TpPEOyromime
VCIIOJTHEHUSL.

Cpoku HCTIONHEHUS! JOKYMEHTA yCTaHABIMBAIOTCA B COOTBETCTBUU CO CPOKaMH,
0003HaYEeHHBIMU 3aKOHO/IATEIBCTBOM, OpPraHU3alMed, HapaBUBLIEH NOPYyYEHHE WIIN
npocb0y, pacnopsAIUTEIbHBIM JOKYMEHTOM WM  PE3OJIIOIHUEH  pYyKOBOAUTEIS
o0pa3oBaTeIbHON OpraHU3aAIIH.

Cpok npocrasisercs: B GopMe JaThl 3aBEPIICHUS UCTIOJIHEHHUS.



OTMeTKa 0 HANIPaBJIEHNH TOKYMEHTA B J1€JI0.

OTMeTKa O HampaBlIEHHH JOKYMEHTA B JEJO0 OINPENECIsET MECTO XpaHEHUSs
JIOKyMEHTA TOCJIe 3aBeplICHUs] padOThl C HUM U BKIIIOYAET: clioBa «B nemo», nnaekc
Jiea M0 HOMEHKJAType Jell, B KOTOPO€ IOMEIIAeTCs JOKYMEHT Ha XpaHEHue, ¢
yKa3aHUEM roJia, JOJKHOCTHU Jinla, 0()OPMUBILIETO OTMETKY, ITOJAMKCH, IATHI.

ITpumep -
B nemo Ne 01-183a 2020 1.
Cexperapb
[Toanuce /lata
OTMeTKa O HampaBJCHUH JTIOKYMEHTa B JICJI0O MOXET JOMOJHATHCS KpPaTKUMU
CBEJICHUSIMU O XapaKTepe UCTIOJHEHUSI JIOKYMEHTA.

2. 4.TpeGoBaHus K COCTABJIEHUIO0 HEKOTOPBIX BUJI0B JIOKYMEHTOB.

3.
4. Ilpuka3s.
[Ipuka3 - npaBOBOM JIOKAJIbHBIM HOPMATHBHBIA AaKT, KOTOPBIM M31Aa€TCA

eIMHOJIMYHO PYKOBOJIUTENEM 00pa3oBaTeIbHOW OpraHu3alMd W YIOCTOBEPSET
pEILIeHNs] OPTaHU3aUOHHO-PACIOPAIUTENBHOIO XapaKTePa.

[Ipuka3sl ~ wW3HaKOTCST 1O OCHOBHBIM  BONpOCaM  JEATEIbHOCTH,
aJIMUHUCTPATUBHO- XO3SMCTBEHHBIM BONPOCAM M KaJpPOBBIM BOIpOCAM (JIMYHOMY
COCTaBy) 00pa3oBaTeIbHOW OpraHU3AINH.

[Ipuka3 moOANMUCHIBAETCS B COOTBETCTBUU C TpeOOBAaHUSMH, YKa3aHHBIMHU B
Pexomenparuu.

[Tocne nmoanucanus npukasa U3MEHEHUS W/WIM JIONOJHEHUS B HErO BHOCSTCA
MyTeM M3aHKs HOBOTO MPUKAa3a O BHECEHUH U3MEHEHUN W/WJIN TOTIOJIHEHUH.

[lpuka3, xkak mpaBuio, odopmisgercs Ha OnaHke 00pa30BaTEILHOM
OpraHu3alyy B IEYaTHOM BHUJIE.

[Ipuka3 wuMeeT CcIeQyIoIe PEKBU3UTHI: HAaWMMEHOBAaHHWE O0O0pa30BATEIbHOM
OpraHu3alliy CONIACHO ycTaBy; HauMeHoBaHue Buja jaokymenta (IIPUKA3), nara,
HOMEpP, MECTO COCTABJICHHMSI, 3aT0JIOBOK K TEKCTY, TEKCT, HAMMEHOBAHUE JOKHOCTH,
NOJNUCh JOKHOCTHOIO JHIAa (MHULMANBL, (amMuwinsg), BU3Bl CONNIACOBAHUA,
O3HAKOMJICHUSI.

Jlaroii mpukaza (pacnopsbkeHusi) sBISeTcs Jara ero noanucanus. [lara
oopmiiseTcss TUPPOBBIM CIIOCOOOM; HOMEP COCTOUT U3 3HaKa «Ne» M TOPSIAKOBOTO
HoMmepa npukasa: ot 00.00.0000 Ne 000.

ConepxaHue npuKasza KpaTKo M3JIaraeTcsl B 3ar0JIOBKE, KOTOPBI HaYMHAETCS C
npenyora «O» U COCTABISIETCS C TIOMOIIBIO OTIVIArOJIBHOTO CyIIeCTBUTEIHHOTO («O0
YTBEPKIEHUU...», «O CO3/IaHUU...») UIH CYIIECTBUTETHHOTO («O0 UTOrax...»).

B mnpukazax TEKCT wu3naraercss OT IEPBOIO JIMIA EIWHCTBEHHOI'O YHCIIA
(«IpUKa3bIBAIOY ).

Bo BpeMsi 03HaKOMJIEHHS C MPUKA30M yKa3aHHBIMU B HEM JIMI[AMU Ha MEPBOM
AK3EMIUIIPE MPUKA3a MPOCTABJISAIOTCS MOANKMCH C YKa3aHUEM JaThl O3HAKOMIICHUSI.



Homepa cTpaHul] npoCTaBlIsAiOTCS MOCEPEIUHE BEPXHETO MOJIs JIMCTa HAYuHAas
CO BTOPOTO JIKCTA.

[Tpuka3el HyMEpyIOTCS B MOPSAIKE UX M3/IaHUS B Mpeenax KaJleHIapHOTro roja;
MPUKa3bl IO OCHOBHOM NIEATEIHHOCTH H O KaJPOBBIM BOIMPOcaM (JINYHOTO COCTaBa)
UMEIOT OT/ENbHYIO MOPSAAKOBYIO HyMEpPALHIO.

[Ipu Hymepanuu NpPUKa30B OMYCKAETCS HCIIONb30BaHUE JIOMOTHUTEIbHBIX
OyKB.

[Tpumep:
K- kaapwr;
JI - IMYHBIN COCTAB;
O- ocHOBHAS 1€AATEJIbHOCTD;
Y — oOyuarimecs.

[Ipuka3 BcTymaeT B CHJIy C MOMEHTa €ro MOIMMCAHUS PYKOBOJUTEIIEM
o0pa3oBaTeIbHON OpTraHU3AINH, €CIIA B TEKCTE HE YKa3aHO JAPYTroro CPoKa.

[Ipukasel  perucTpupyiorcss B KHHTE/)KypHame  perucTpamuvi  MPUKA30B
( npunooicenue 2).

[Ipukassl ¢Gopmupytorcs B Jleno omun pa3 B kBaprai. Kuaura/xypnan
MIPOHYMEPOBBIBACTCSI, TTPOITHYPOBBIBACTCS, CKPEIUISACTCS TOAIMUCHI0 PYKOBOIUTENS U
1eYaThi0 00pa30BaTeIbLHON OpraHu3auu (mpuioxenue 1). B koHIe kalleHIapHOTO
roaa Jleno ( me 6omnee 250 nmucToB) odopmiisieTcss B cOOTBETCTBUU ¢ [lonoxkeHueM o0
apxuBe.

IIpuka3bl 10 OCHOBHOM [1eATEJIbHOCTH.

TekcT mpukaza II0 BOIpPOCaM OCHOBHOH JEATEIBHOCTH 0OOpa3oBaTeIbHOM
OpraHu3alMd COCTOUT W3 [JIByX 4YacTed - KOHCTaTtupyrouied (mpeamOynbl) u
PacTOpSAUTENBHOM.

B koHcTaTupyromieil yacTu OTpa)KaroTCA LEAM U 3aJaud MPEeANUChIBAEMbIX
NEeUCTBUM, MPUUUHBI U3JIAaHUSI TIPUKA3a, JAETCS CChUIKA HA JOKYMEHT, MOCITYKUBIIUMA
OCHOBaHUEM JIsl MOATOTOBKU MpHKa3a. YKa3aHHAs 4aCTh MOXKET HAUUHATHCS CO CJIOB
«Bo ucnonnenue...», «C 1enblo...» U ToMy nogooHoe. Eciiu TOKyMEHT u3gaeTcs Ha
OCHOBAaHUU JAPYTrOro PaCHOPSIUTEIBHOTO JOKYMEHTA, B
KOHCTaTUPYIOIIEH YacTH YKa3bIBae€TCsl Ha3BaHUE BUJIa TOrO JTOKYMEHTA, €ro aBToOp
(MunuctepctBo, COBET MUHUCTPOB U JIp.), /1aTa, HOMEP U 3arojoBOK. Touka B KOHIIE
KOHCTaTUPYIOIIEH YaCTH HE CTaBUTCHI.

PacnopsnurenbHas yacte npuka3za HaumHaercs co cioBa [IPUKA3BIBAIO,
KOTOpOE€ TIeUaTaeTCss C HOBOM CTPOKH OonbimuMu OykBaMu 0€3 OTCTYIUIEHUS OT
JIEBOTO TOJISI U KaBBIYEK, ITOCII€ YETO CTABUTCS IBOCTOUME.

PacnopsnurenbHas 4acTh JEAUTCS HAa MYHKTbl M TMOANYHKTHI, KOTOpPbIC
HyMEpYIOTCA apaOckumu nudppamMu. B KaxnoMm NyHKTE TOJKHBI OBITh yKa3aHBI
WCIIOJTHUTENN, KOHKPETHbIC 3aJlaHusi (MOPYYEHHUs])) U CPOKH HUX BBINOJHEHUS.
Wcnonuurenu MoryT OBbITh Ha3BaHbl TakXke OOOOLIEHHO: «PYKOBOAUTEISM
METOIMYECKUX OOBEAMHEHUN», «3aMECTUTENAM Jupekrtopa». Ilpu sToM, Kak
MpaBWJIO, HE TMPUMEHSETCS HalMCAaHUE HEKOHKPETHBIX IOPYUYCHHM, KOTOphIE



COZIEp’KaT CJIOBA: «YCKOPUTBY, «YIYUIIUThY», «AKTUBH3UPOBATH», «OOPATUTH
BHUMAaHUE», «COBEPILICHCTBOBATEY, KIPOJAOIKUTH» U T.I1.

OtaenbHbIC 3a7aHus (Hampumep, 3aJaHusi, coaepraiye HUQpoBbIe TaHHbBIEC)
MOTYT ODOpMIISITECSL B BHJI€ MPUIIOKEHUSI K MPHUKa3y CO CCHUIKOW Ha HUX B COOT-
BETCTBYIOIIMX  NyHKTaX MOpHKaza W OQOpPMISIOTCS  COIVIACHO  JIaHHBIM
Pexomenpanusam.

Crpanunbl pUKasa v MPUII0KEHU HYMEPYIOTCS KaK €AUHBIA TOKYMEHT.

Ecnu mnpukazoM oOTMEHSETCS NPEabIAyIIuid pacnopsaAUTENIbHbIA JIOKYMEHT, B
pacrnopsiAUTENbHONM YacTH YKAa3bIBA€TCSl IYHKT, KOTOPBIA MOJKEH HAYMHATBCA CO
cioB: «IIpu3HaTe yTpaTUBIINM CHITY...).

W3meHeHusi, BHOCHMBIE B MpUKa3, OGOPMIISIOTCS OTIEIBHBIM IPUKA30M,
KOTOPBIM JIOJDKEH HMMETh TaKOM 3aroioBok: «(O BHECEHMM W3MCHCHUN W/WIU
JONOJIHEHWM B IIPUKa3 ..» C YKa3aHWEM JaTbl, HOMEpA, 3arojioBKa
PacopsSIANTEIBLHOTO JOKYMEHTA, B KOTOPBIN BHOCATCS VW3MEHECHUS.
PacnopsiaurenbHas 4acTh MpUKa3a HAUMHAETCS ¢ TAKOTO MYHKTA!

1. BHecTH N3MEHEHHUS B MIPUKA3...

Jlanee  OTHENbHBIMM  TOJANYHKTaMU  (OPMYIUPYIOTCS  U3MEHEHUS B
pPacTopSANTENbHBINA JIOKYMEHT.

ITpumep -

1) myHKT 2 U30KUTH B CIEYIOUIEH pelaKIIHH;

2) MyHKT 3 UCKJIIOYHUTH;

3) ab63arl BTOpo# MyHKTa 4 JOTOJIHUTH CIIOBAMH. ..

Ecnu wu3mMeHeHus B pacnopsIMTEIbHBIM JTOKyMEHT O(OpMIISIIOTCS Ha
OTIEJIBHOM JIMCTE (JTUCTaxX), B MEPBOM IYHKTE PACIOPSAUTEILHON 4YacTH TMpUKas3a
YKa3bIBAECTCS:

1. BuecTn u13MeHEHUS B...

[Tocnenmuuii TYHKT pPAcHOPSAUTENIBPHOW YacTH B ClIydae HEOOXOAMMOCTH MOMKET
coJiepKaTh PEIICHUE O BO3JIOKEHUU HA JIOJHXKHOCTHOE JUIO (YHKIHI 1O KOHTPOJIO
3a UCIIOJTHEHHEM TPUKa3a.

IIpuka3ssl 10 KaApPOBBLIM BOIIPOCAM.

[Ipukasbl M0 KaapoBBIM BOIpocaM (JIMUHOMY COCTaBy) O(QOPMIISIOTCS Kak B
yuuduiuporannoit popme (Ilocranornenue I'ockomcrara PO ot 05.01.2004 Ne 1
«O0 yTBepKJACHUH YHUPUIIMPOBAHHBIX (HOPM MEPBUYHON YUETHOU JTOKyMEHTAIUU
M0 YYETY TpY/la ¥ €ro OIUIaThD»), TAK U B TEKCTOBOM.

JlaHHbBII BU IPUKA30B 0OPMIIIETCS B BUJE MHAUBUAYAIHLHOTO WA CBOITHOTO.

B unnuBuyanbHOM mpuKkaze coaepKuTcs nHbopmanus 00 0IHOM pabOTHHUKE;
B CBOJIHOM - O HECKOJIbKMX, HE3aBUCUMO OT TOTO, KaKUE yIPaBICHUYECKUE PEIICHUS
0 HUM MPHHUMAIOTCA (MpUeM Ha paboTy, Ha3HaYeHHE Ha JOJDKHOCTH, MEPEeBOJ Ha
JPYTYIO JTOJKHOCTH (paboTy), yBOJIbHEHUE U JP.).

ConepxaHue WHIUMBUYAIBHOIO IMPHKa3a MO KaJpOBbIM BOMNpPOCaM (JIMYHOTO
COCTaBa) KpaTKO M3JIaraeTcsl B 3arojloBKe, KOTOPBIM HauMHaeTcd ¢ npemyiora «O» u
COCTABJISIETCSI C MOMOILBIO OTIVIArOJIBHOTO CYIIECTBUTENbHOrO: «O Ha3HAYEHUHU...»,
«O mnpuHATHU...». B CBOOHBIX mNpHKa3zax MOXKET MNPUMEHATHCA 000OIIEHHbBIN
3arojoBok: «O KaJpoBBIX Bopocaxy», «O TUYHOM COCTaBEe».



B TekcTe mpukasza mo KaJpoBbIM BONPOCAM (JUYHOMY COCTaBy), KaK IPaBUIIoO,
KOHCTaTUPYIOIIasi YaCTh HE OTMEYAETCHI.

PacnopsnurenbHas 4acTh NMpHUKa3a HAUMHAETCSA, KaK MNpaBUiIO, C IJlarojia B
HeonpeaeneHHo gopme: «lIpunsate», «Haznauutey, «llepeBectny, «OOBIBUTHY U
TOMY MOJIOOHOE.

Jlanee yka3piBaroTcsi (hamuinsi, UMsi, OTYECTBO (MPU HAIMYKUK) paOOTHUKA, HA
KOTOPOTO pPacCHpOCTpaHsAETCsl JeUCTBHME NpHKa3a, W TEKCT MpuKaza. B cBogHOM
npukasze HaMuInM JIMI B TIpeiesiax MyHKTOB pa3MeNIatoTcs mo andaBury.

B npukaze o Ha3HauYe€HUU WM YBOJIbHEHUM PAOOTHHKA YKA3bIBAETCS IOJIHAS
nara (4dcimo, Mecsi, T1oa) (GaKTHYeCKOTo BbIXoja paboTHHKA Ha padboTry
(mpekpailieHus: TPYAOBBIX OTHOIIEHHUM), pa3Mepbl €ro JIOJDKHOCTHOTO OKJIaja
COMIACHO ILITATHOMY PACHUCAHHUIO.

B cBomHOM mpuKa3ze MO KaJApOBBIM BompocamM (JIMYHOMY COCTaBy) B
pactopsAIUTENHHYIO YaCTh BKIIOYAeTCSl HHPOpPMAITUs, KOTOpasi pa3MeInaeTcsi B TAaKOH
MOCJIETIOBATEIILHOCTH: TIPHUEM Ha paboTYy, IEPEBOJI, YBOJILHCHHE.

B kaxjaoMm mOyHKTE MpuKa3a MO KaJpOBbIM BOIMpocaM (JTUYHOMY COCTaBy)
YKa3bIBA€TCSI OCHOBAaHUE OTHOCHUTEJIBHO €ro wu3faHus (3asBicHUE pPaOOTHHKA,
TPYAOBOM TOTOBOp (COTNIAIICHUE), TOKIIaIHAsI 3allUCKa, IPEICTaBICHUE, XO1aTalCTRO,
pelIeHne arTecTallMOHHON KOMUCCUHU 00111€00pa30BaTebHONM OpPraHU3alliK) U T.1I.

5.
6. Pacnopsi:kenne.

Pacniopsikenune - pacniopsaAuTeNIbHbIN JIOKAJIbHBI HOPMATUBHBIA ITPABOBOU aKT,
KOTOPBIA W3JAeTCSd PYKOBOIAIIMM pPaOOTHUKOM O0pa3oBaTENbHON OpraHU3aIiu
(Hampumep,  3aMECTUTEIEM  PYKOBOAMTEINS,  PYKOBOOUTEIEM  CTPYKTYPHOIO
MOJIpa3IesIeHNsI) TI0 BOpocaM MHGOPMAIMOHHO-METOMYECKOT0, aIMUHUCTPATUBHO-
X035IUCTBEHHOTO M OPTraHU3alMOHHOIO XapaKTepa, BXOASIIMM B €r0 KOMIIETEHITHUIO.

PacriopspkerreM  0OpMITSIOTCST  BONIPOCHI  KPATKOCPOYHOTO  OAHOPA30BOTO
xXapaxrepa.

PacnopsbxkeHHst COCTaBISIOTCS aHAJIOTUYHO MPUKa3aM (B MEYaTHOM BapUAHTE)
MokHO 0e3 cioBa « IPUKA3BIBAIO.

Koncratupyromiass 4YacTh TEKCTa B  PaCHOPSIKEHUSX  OTHEISAETCS  OT
pacnopsiautensHoit  yactu  cinoBamu:  «IIPEJJIATAIO», «PEKOMEH/IYIO»,
«OBA3BIBARO», « CHUTAKO HEOBXOJIMMbBIM».

Pacniopspkenust  peructpupyrorcss B KHure/xypHaise — perucTparuu
pacniopspkenuid.  Kuura/kypHan — IpOHYMEpOBBIBA€TCS,  MPOIIHYPOBBIBAETCH,
CKPEIUTSIETCSl TIOJIUCHI0 PYKOBOIUTENS M IMeYaThio 00Opa30oBaTeIbHON OpraHu3allvu.
Pacniopspxkenust hopmupytores B [leno ogun pas B KBapTaj. B xoHue
KasieHapaoro roga Jlemo (ae 6onee 250 naucToB) opopMiIseTcss B COOTBETCTBHH C
[Tonoxenuem 00 apxuBe.

7. IIporoko..
[Ipomecchl  mpUMEHEHUs]  YIpaBIECHYECKUX  pelieHuid  o0pa3oBaTesbHOM
OpPraHu3alMel M CaMy pEUIEHUS JOKYMEHTHUPYIOTCA C TMOMOIIBK MPOTOKOJIOB
KOH(EPEHIINH, MeIarornueCcKuX COBETOB, KOMUCCHUM U TIp.



B nportokonax 3acegaHuil KOJUIETMAJIBHBIX M COBEIIATEIbHBIX OPraHOB TEKCT
U3JIaraeTcsi OT TPEThEro JHIa €IUHCTBEHHOIO 4Hucia («IeAarornyeckuil COBET...
MIOCTAHOBJISIET), «COOpPaHHUE... PELINIION).

[Iporokon  cocraBiaseTcss  Ha  OCHOBAHMM  3alMCeil,  CHACITAHHBIX
HEMOCPEICTBEHHO BO BpeMsl 3acelaHuil, MpPeICTaBICHHBIX TEKCTOB W TE3UCOB
JIOKJIAJIOB U BBICTYILJICHUH, CIIPABOK, IIPOEKTOB PELICHUM.

[TpoTOKOI MOXKET COCTABIATHCS KaK B PYKOITMCHOM, TaK U B IIeUaTHOU Gopme.

Jlaroii mporokona sBIsieTCS Jara MpOBEACHHsS 3acenaHus. Ecnu 3acemanue
IIPOAOKAIIOCH HECKOJIBKO JHEH, TO Yepe3 TUPE YKa3bIBAKOTCS IEPBBIA U MOCIECIHUN
JI€Hb 3aCEaHus.

Homep npoTokoiia 10JKEH COOTBETCTBOBATh NOPSIKOBOMY HOMEDPY 3aCEIaHus.
Hymepanusi mpoTokosoB BeAETCS B Mpelenax KaJeHIAapHOIO Toia OTAEIbHO I10
Ka)KJJOM IpyIIIe MPOTOKOJIOB 3aCE€AaHUsl COOTBETCTBYIOLIETO KOJUIETHATIBHOTO OPraHa.

B pekBuznuTe «MeCTO 3acelaHus» YKa3bIBA€TCA HA3BAHNUE HACEJIEHHOIO MMYHKTAa,
B KOTOPOM COCTOSIJIOCH 3aCEJaHuE.

3aroloBOK K TEKCTy MPOTOKOJAa JOJDKEH OToOpa)kaTb BHJl 3aceaHMs
(coBemnanue, cobpanue, KOHPEpPEHIUs U T.OI.) WIK KOJUIETHAIIBHOU NESITEIbHOCTH
(komuccus, coBeT, coOpaHue, pabodyasi rpynna W T.I0.) U BKJIKOYaTh Ha3BaHUE BUJA
JIOKYMEHTA.

TekcT MpoTOKOIa COCTOMT U3 BBOJHOW U OCHOBHOM YacTeEM.

BBogHas ~ yacTh  COAEpPKHUT  MOCTOAHHYK  uH(popManuioo  (cioBa
[NPEACEJATEJIb, CEKPETAPbH, IIPUCYTCTBOBAJIM) u mnepeMeHHYIO
(pamunus, WHULMANB Tpencenarensa, CcekpeTaps U npucyTcTByromux). [lpu
HEOOXOAMMOCTH YKa3bIBAIOTCS JOJKHOCTH MPUCYTCTBYIOIIMX, @ TaKKe WHHUIIMAJIBL,
dbamMmwIuM JODKHOCTH JIMI], MpHUIIAIIEHHBIX Ha coBemanue. [lpum xomuuecTBe
y4acTHUKOB ©Ooznee 10 cocTaBisieTcs CHUCOK MPUCYTCTBYIOIIMX, KOTOPBIM
MPWIAraeTcs K MpOTOKOIY.

Ecniu  nmporokon  odopmisercs B medyatHod — ¢opMe, TO  cIoBa
[MPEACEJATEJIb, CEKPETAPD, ITPUCYTCTBOBAJIM newaraioT OT HYJIEBOIO
MOJIOKEHUA TaOynsTOpa, OT 2-Ir0 MOJIOKEHUS TaOylsTOpa CTaBUTCS TUPE, MHULUAIBI
U (aMWIMM [OUILYT B HMMEHUTENIbHOM Tnajexe. PaMUIMU MNPUCYTCTBYIOIIMX
pacrnoyiaratotcs B aja(aBUTHOM TMOPSJIKE M TeyaTaroTcs 4depe3 | MeXCTpPOUHBIH
WHTEpBal.

BBojHas yacTe NMpOTOKOJA 3aKaH4YMBaeTCs MoBecTkoM nHA. CioBa «IloBecTka
JHS» TI€4aTaloT OT HYJIEBOIO TIIOJIOKEHUS TaOysasTopa, IOCIE€ HHUX CTaBUTCS
nBoeTouyre. Bormpockl moBecTku AHS HymepyioTcs apadckumu nudpamu. Kaxmpii
HOBBII BONPOC MEYaTaroT OT 1-ro mojoxeHus Tadynaropa.

[TocnenoBaTeIbHOCTh PACHOIOKEHUS BOIPOCOB OINPENETSAETCA CTENEHBIO UX
BaXHOCTH. BOIpoChkl mepeyucnstoTcs B MMEHHUTENIbHOM majexe. Jlokman (oTder,
cool1ienre, MHPpoOpMalus), HAUMEHOBAaHUE JOJDKHOCTH, WHULHUAIBI U (PaMUIHIO
JOKJaJuMKa MHIIYT B POAMUTENBRHOM mnanaexe. He pexkomenayercs BKIHOYaTh B
noBecTKy AHs Bonpoc «Pa3Hoe». Kaxaplii Bompoc A0MKEeH ObITh KOHKPETH3UPOBAH.
®opmupoBaHKEe BOIIPOCOB B MOBECTKE AHS HaumHaeTcs ¢ npenasora «O (O0)».



OcHOBHasi 4YacTb MPOTOKOJIA COCTOUT M3 PAa3JeNoB, KOTOPbIE JOJKHBI
COOTBETCTBOBaTh IyHKTaM TIOBECTKH MAHS. Pasznmensl HymepyloTcss apaOCKumMu
nudpaMu U CTPOATCS 10 TAKOU CXEMeE:

CIIYIOAJIH - BBICTYIIWJIN - PEIINJIN (ITOCTAHOBUWJIN),

VYka3aHHbIE ClIOBa NeyaratoTcss OoybluuMu OykBaMu 0Oe€3 OTCTymna OT IpaHULb
neBoro nodis. [locie 3TuX cioB CTaBUTCS IBOETOYHE.

[Tocne cnoa CIIVIIAJIA yka3piBaeTcsl KpPATKUH TEKCT BBICTYIUIEHUSA
OCHOBHOTO J0OKJIaqunKka. GaMuiius 1 MHULKAIBI KaXKJ0T0 JOKJIaIUMKa MeyaTatoTcs C
HOBOM CTpOKH. KpaTkmili TEKCT BBICTYIUICHHsI W3Jaraercs B TPETbEM JINLE
€IMHCTBEHHOTO YHUCIIA.

TekcThl WK TE€3UCHI JOKJIA0B U BBICTYIUIEHUH, OPOPMIIEHHBIE KaK OT/IEIbHbIE
JNOKYMEHTBI, B TEKCT MPOTOKOJIa HE BKJIro4aroTcs. [locne cBeneHud o JOKIIAaI4MKe
CTaBUTCA TUpPE M yKaszbiBaeTca: «Tekct noknana (BBICTYIUIEHHUS) MpuUiaraercs K
IPOTOKOITY».

[Tocne cnosa BBICTYIINJIN ¢ukcupyroTcsi BHICTYIUICHHS TE€X JIHI], KOTOPbIE
NPUHSUIM y4acTUE B OOCYXKIEHUU JoKinana. BeicTymuenus opopmistorcs B Ipo-
TOKOJIE C YKa3aHMEM JOJDKHOCTEHW, (aMWIMi M WHUIMAJIOB, BBICTYMAIOIIUX B
MMEHUTEIBHOM MAJIekKe, a TAKKE C KPATKUM HM3JI0KEHUEM COJEp>KaHMs BONpOca U
orBeTOB Ha Hero. Cojep)kaHue BBICTYIUIEHUH U3Jaraercss OT TPEThero Juia
€IMHCTBEHHOTO YHUCIIA.

[Tocne cnoa PEIIWIIM (ITOCTAHOBWJIM) dukcupyercss MNpUHATOE
pelieHre 1Mo 00CYXJaeMOMYy BOIIPOCY MOBECTKM JHA. PeleHue IOMKHO OBITH
KOHKPETHBIM M BKJIIOYAaTh COCTABIIAIOIIME, KOTOpPBIE OTBEYAKOT HA CIEAYIOLINE
BOIIPOCHI: KOMY, YTO CJI€JaTh U B KAKOW CPOK.

Pemenusi, comepkaliyre HECKOJIBKO BOIIPOCOB, NOAPA3ACIAIOTCS HA MYHKTHI U
HOJIYHKTBI, KOTOpPbIE HyMepyloTcs apadckumu nuppamu. [loanmyHKTe HyMepyOTCS
nudpaMu ¢ TOYKOM.

B cnydae, xorma Ha 3acelaHUM MPUHUMAETCS PEIICHHE 00 YTBEPKIACHHUU
JIOKYMEHTa, KOTOPBIA OO0CyXJajicsi Ha 3ace€daHuH, 3TOT JOKYMEHT MpuJlaraercs K
IIPOTOKOTY M B HEM JIEJAETCsSl CChUIKA Ha HOMEp W jaary nportokona. [lpu Hanmuuum
JIPYTUX JOKYMEHTOB, KOTOPbIE pacCMaTpUBAINCh HA 3aceaHuu, U (aKT 00CYKIEHUs
KOTOPbIX ObLI 3a(pUKCUPOBAH B TEKCTE MPOTOKOJA, OHM HYMEPYIOTCS apaOCKUMU
muppamMu. B CcOOTBETCTBYIOIIMX NYHKTaX IPOTOKOJIA JI€JAeTCsl CChLIKA Ha 3THU
IIPWIOKEHHS.

[IpoTokOn mMOANMCHIBAETCS MPEACENATENbCTBYIOIIMM Ha 3aCElaHuU KO-
JIETHAJIBHOTO OpraHa U CEKPETapeM.

Beinucka u3 mpoTokoia — TO4YHas KOIUs YacTH TEKCTa MOAJIMHHOTO IPOTOKOIIA,
OTHOCSILErocs K TOMY BOIIPOCY IOBECTKH JHS, IO KOTOPOMY T'OTOBUTCS BBINMCKA.
Bellucka W3 MpPOTOKONA COAEPKUT  CHEAYIOIIME PEKBU3UTHL: HAaWMEHOBaHHE
o0111e00pa3oBaTeIbHON OpraHu3allii, Ha3BaHME BHJA JOKYMEHTa (BBIMHCKA W3
IIPOTOKOJA), Jara 3aceJaHus, MECTO COCTaBJIEHHUS, 3arojOBOK K TEKCTY, TEKCT,
MOJIUCH, OTMETKY O 3aBEPEHUU KOIIHH.

[Iporokonsl peructpupyrorcss B KHure/xypHaiae peructpanuu MpPOTOKOJIOB
(npunooicenue  3). Kuura/xypHan HOpOHYMEpPOBBIBAC€TCS, IPOIIHYPOBBIBACTCH,
CKPEIUISETCS MOANNUCHIO PYKOBOAMTENS M IEYaThbl0 0OPa30BaTEIbHON OpraHu3aluy.



[Tpotokonsl popmupyrorcs B Jlemo oguH pa3 B kBapTaji. B KoHIE KaJIeHIapHOTO roja
Heno (ae Oomee 250 mmctoB) odopmisercss B cooTBeTcTBUU ¢ I[lomokeHnem 00
apXuBe.

8. Cuay:xebHoe MUCHMO.

CnykeOHO€ THCHMO COCTAaBISETCS C IeIpl0 OoOMeHa uH(opMmarueln wu
MPeICTaBIsAeT COOOM:

- OTBETHl O BBINOJIHEHUU 33JIaHUI, OMNpPEACICHHBIX B AaKTaX OpPraHoOB
rOCyJIapCTBEHHOM BJIACTH, MOPYUYECHUSX BBICIIUX JIOXKHOCTHBIX JIUIL;

- OTBETHI HA BHITIOJIHCHHUE MTOPYUCHHUH BBIMICCTOSIINX OpTraHU3aIIHH;

- OTBETHI HA 3aMPOCHI IPYTUX YUPESIKICHUML;

- OTBETHI Ha OOpAIlICHUS TPAXK/IaH,

- OTBETHI Ha 3aPOChl Ha UHPOPMAITHIO;

- WHUIIMATUBHbBIC TUCHMA;

- CONPOBOAUTEINIbHBIE TUCHMA.

CnyxebHoe mruchbMo ohopmirsieTcs Ha OJlaHKe 00pa3oBaTeNbHON OpraHU3allvu.

[TucbMO MMeeT cheayromue peKBU3UTHI: JaTa, PeTUCTPAIMOHHBIA HOMEP
(MCXONAILINIA), CCBUIKA HAa PErHMCTPAlMOHHBIN HOMED (BXOIAIIUN) U JaTy JOKYMEHTA,
Ha KOTOPBIA JaeTcsl OTBET (MpHW HAIMYWHU), aapecar, 3arojOBOK, TEKCT, OTMETKA O
HAJIMYUU TPUIOKEHUH (B Cilydae HEOOXOIMMOCTH), WOIMHNCH, CBEACHUS 00
ucnonautene (O.1.0., koHTakTHBIN HOMEp TenedoHa).

JlaToii muchMa ABIISIETCS J1aTa €ro MOANMCAHUS, KOTOpasi JOJKHA COBIIAJAThH C
JIATOU PETUCTPALMU UCXOIAIIEN KOPPECIIOHAECHIINN.

OCHOBHBIM PEKBHU3UTOM CIYKEOHOTO MHChMa SIBJISIETCS TEKCT, KOTOPBIM, Kak
MpaBWJIO, COCTOMT W3 JBYX uYacTe. B mepBoil 4YacTu ykas3bIBaeTCA NpPUYMHA,
OCHOBAaHHME WJU OOOCHOBaHME TMOATOTOBKM MHCbMa, MPUBOIATCS CCHUIKM Ha
JIOKYMEHTBI, KOTOpbI€ OBUIM OCHOBaHMEM IS €ro cocTaBiieHud. BTopas dacthb
BKJIFOYAET BBIBOJIbI, TPEIOKEHHUS, TPOCHObI, pemieHuss U T. ., KOTOpPbIE
pasmMernarorcs ¢ ad3ara.

Kak npaBuiio, B TUChMe 3aTparuBaeTCsi OJJUH BOTIPOC.

TekcT muchMa uW3IaraeTcs OT TEPBOTO JIMIA MHOKECTBEHHOTO YHCIIA C
WCIIOJIb30BAHUEM CIIOB: «IIPOCUM COOOIIHUTE...», «PA3bICHIEM, UTO...».

CnyxxebHO€ MNHCbMO TNOJNUCHIBAETCS PYKOBOAUTEIEM O00pa30BaTEIbHOM
OpraHu3aIuu.

0. Cnpaska.

CrpaBka - JOKYMEHT, TOATBEPKIAIONTNI KaKHe-Tu00 (PaKThI WU COOBITHS.

CrnpaBku ObIBaIOT ABYX BUJIOB:

CnpaBka mJjis ONUCAaHWUSI WU TOATBEPXKJEHUS (DAKTOB, WU COOBITUH B
JIEeATeIbHOCTH OpraHu3alIuu.

CrpaBkd COCTABIISIFOTCS TI0 YKa3aHWIO BBIIIECTOSIIICH OpraHu3alvu Wid
PYKOBOJUTENS 00pa30BaTeIbHOW OpraHu3aiuu s “HGOpPMAIMd O BBITOJIHEHHUU
IJIAHOB, 33/IaHUM, MOPYYEHUHN U MPEJCTABISAIOTCS B YCTAHOBICHHBIE CPOKH.

Texcm makoii cnpasku cocmoum u3 08yx yacmel.



B nmepBoii wactm wm3mararotrcs (aKThl, MOCTYXXUBIIHWE TIIOBOJIOM K €€
HaIlMCAHUIO, BO BTOPOIl - MPUBOMASITCS KOHKPETHBIC JIaHHbIC. BBIBOMIBI U MPEIOKEHUS
B CIIPAaBKE HE JA0TCH (32 UCKIIOUEHUEM aHATTUTUYECKOMN ).

CrpaBka [0JDKHa OOBEKTHBHO OTPa)kaTh COCTOSHHE JI€J, €€ COCTaBIICHUE
TpeOyeT TIATeILHOTO COOpa U MPOBEPKU CBEACHUMN, MOT'YT MPUBOAUTHCS TaOIUIIBI.

CrpaBku, COCTaBJICHHBIE [JI1 PYKOBOAMTEINSI OpraHU3alMH, TOAMUCHIBACT
COCTaBHTEIIb.

CrpaBKu, KOTOPBIE COCTABIISIFOTCS 1O YKa3aHUIO BBIIIECTOSIICH OpraHu3alvu,
MOJIMTMCHIBAET PyKOBOAUTEIb 00111€00pa30BaTeIbHON OpraHu3aluu.

JlaToii cipaBKH SIBISIETCS 1aTa €€ MOANUCAHMUS.

CrpaBku, yaoCTOBEpsiolUe Opuandeckre (GakThl: IMOATBEPKIACHUE MeECTa
paboThI, 3aHUMAEMOI TOJDKHOCTH, pa3Mep 3apaboTHOM IIIaThl U T.1.

JI7ist HEX TIpUMEHSTI0TCs YHU(DHUIpOBaHHbIE TpadapeTHbIe OJIaHKH.

Takoro poja cOpaBKH BBIJAIOTCS MO 3alpocaM 3aUHTEPECOBAHHBIX JIUII
(COTpYIHUKOB) WM VUPEKICHUI U PETUCTPUPYIOTCS B JKypHAJe BbIJIaBAEMBbIX
CIIPaBOK.

JloknagHas 3anucka.

JloknagHas 3amMcKa - JIOKYMEHT, aJpPECOBAaHHBIM  pPYKOBOIUTEIIO U
MH()OPMUPYIOLIUNA €r0 O CIOKHUBIICHCS CUTYyalldid, UMEBIIEM MECTO SIBICHUU WU
(dakTe BBIMOJHEHHONW palbOThI, a TaKXKe COJAEpKAIIUN BBIBOJIBI U MPEAJIOKECHUS
COCTaBUTEISL.

JloknaaHas 3amMcKa MOXKET BBITIOTHATHCS PYKOTTUCHBIM CITOCOOOM.

TekcT MOoKIJIaHOM 3allMCKU JIeJUTCS Ha JBE YaCTH: MepBasi - KOHCTATUPYIOIIas,
IJIe M3JIaraloTcsi UMEBIIME MeCTO (aKThl WJIM OMUCHIBACTCS CUTYallMs, U BTOpas, B
KOTOPOM M3JaraeTcsi mpejiokeHue, npocwoa.

TekcTy JOKJIAIHOM 3amMCKU  00s3aTeNbHO  MPEAINIECTBYET  3arojoBOK,
HaurHaromuics ¢ mpemiora «Oy», «O06».

Jloxmannas 3anucka opopMIIsIeTCsl Ha JTUCTEe OyMaru.

10.AKT.

AKT - JTOKYMEHT, COCTABJICHHBIM HECKOJIbKUMHM JIUIIAMHU U TIOJTBEPIKIAOIIHIA
yCTaHOBJICHHbIE (DAaKThl U ACUCTBUS. AKThI OPOPMIISIFOTCSI TIO pe3yJibTaTaM PEBU3UIA,
Py NpueMe-Tepenaye Jiej, ClMCcaHuu UMYIIECTBA U TOMY MOJI00HOE.

AKT odopmisieTcs Ha CcTaHmapTHOM Jjmcte Oymaru ¢opmara A4 u umeer
CIIEIYIONINE PEKBU3UTHI: Ha3BaHHWE JOKyMEHTa, Tpud yTBepkACHHUS (IIpU
HEO0OXOIMMOCTH), JlaTa U MECTO COCTABJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, TIOJITUCH
1 (HE MEHEee TPeX), KOTOPbIE COCTABIISUIM aAKT.

TekcT akTa COCTOUT U3 BBOJHOM U KOHCTAaTUPYIOIIEH YaCTEN.

B BBOAHOII 4YacTu yKa3bIBAIOTCSI OCHOBAHUS Il COCTABJICHUS aKTa W
Ha3bIBAIOTCS JIMIIA, KOTOPbIE€ COCTABUIM AaKT WJIM MPUCYTCTBOBAIM MpU 3TOM. B
KOHCTATUPYIOIIEH 4acTH M3Jaraercsl CyTh, 3aJaud, XapakTep NpoAeTaHHON padoThl,
YCTaHOBJICHHbIE (DAKThI, MPEAIOKEHUSI U BBIBOJLI. KOHCTaTupyromas 4acTh MOXET
opopMIIATECS B BUJE TaOIMIbl. B KOHIIE TEKCTa aKTa 3alUChIBAIOTCS JAHHBIE O
KOJIMYECTBE HK3EMIUISIPOB aKTa U UX MECTO HAXOXKACHHUS.



AKT IMOAIIMCBIBACTCA BCCMH JIMOAMH, I[IPUHUMABIOHIMMH Y4YaCTHC B CIO
COCTaBJICHHHM.

HI/IHO, HMCIOIICC 3aMCYaHHA K COACPIKAHUIO daKTa, IIOAIHCBIBACT C€ro Hu
n3jgaract CBOC MHCHUEC HA OTACIIbHOM JIMCTC, KOTOpBIﬁ MMpHUJIaracTcCsa K aKTy.

Teserpammel, TesedoHOrpamMmmbl, GaKCUMHJIAPHAS CBA3b.

DTO JOKYMEHT IO ONEpaTUBHBIM BOIIpOCaM, NepenaBaeMblii 1Mo TenedoHy U
3aIMCHIBAEMBIH 10J1y4aTesIeEM.

O0s3aTenbHBIMU PEKBU3UTAMHU TAKUX IOKYMEHTOB SIBIISIFOTCSL:

- HAUMEHOBAHME YUPEXKICHUU aJpecaHTa U aapecara;

- PEKBHU3UT «OT KOTO» U «KOMY» C YyKa3aHUEM JOJDKHOCTH, (aMWINU, U
OTYECTBA JAOJKHOCTHBIX JIULL,

- HOMEp, Jara ¥ BpeMs IIepelaun U pueMa JOKyMEHTa;

- JIOJDKHOCTHU U (paMWJIMY NIEPEIABIIETO U MPUHSABIIETO T0KYMEHT;

- HOMepa TeneOHOB;

- TEKCT U MOATUCH.

[loctynuBmKe JOKYMEHTHl JOJKHBI HMMETh TE€ IKE PEKBHU3UTBHI, YTO U
OTIPAaBJISEMBIC, 32 UCKIIFOUEHUEM TIOIIIUCH.

JIOKYMEHTBI COCTAaBIISIIOTCS B OZHOM DJK3EMIUIPE M HOAIMCBHIBAOTCS
PYKOBOJIUTEIIEM WJIM OTBETCTBEHHBIMU UCIIOTHUTEIBHBIM.

JIEKTPOHHBbIE JOKYMEHTHI.

[Topsimox cocTaBiienus, OPOPMIICHUSI U COTTIACOBAHUSI MPOEKTOB JEKTPOHHBIX
JIOKYMEHTOB  OCYILIECTBJISIETCS 1O  OOIMM  TpaBWwiaM  JIEJTONPOU3BO/ICTRA,
YCTAHOBJICHHBIM B OTHOIIICHUHM aHAJOTMYHBIX JOKYMEHTOB Ha OyMa>XHOM HOCHUTEJE.
ONEKTPOHHBIA JOKYMEHT [JIOJDKEH MMETh PEKBU3UTHI, YCTAHOBIICHHBIC IS
aHAJIOTUYHOTO JIOKyMEHTa Ha OyMa)XHOM HOCHUTENE, 3a HCKJIIOYEHHEM OTTHCKa
MevarH.

B nepedyenp 00s3aTeNbHBIX CBEACHUN O JOKYMEHTaxX, UCIOJb3YEMbIX B IEISIX
ydeTa M TIOMCKa JOKYMEHTOB B CHCTeMaxX »3JEKTPOHHOIO JOKyMEHTO0OOpoTa
o0Opa3oBaTelIbHOW OpPraHU3aIlii B COOTBETCTBHM C TpaBUJIaMH JEJIONPOU3BOJICTBA B
o0Opa3oBaTebHON OpraHU3aINH, BXOIT:

o aJpECaHT;
aapecar;
JOJKHOCTH, (paMUJTHSI M HHUITHAJTBI JIUITA, TTOIITACABIIIETO TJOKYMEHT;
BUJI IOKYMEHTA;
JaTa JOKYMEHTA;
HOMED TOKYMEHTA;
JlaTa MOCTYIUIEHUS TJOKYMEHTA;
BXOJSILIMIA HOMEP JOKYMEHTA;
CCBLIKAa Ha UCXOMSIINI HOMED U JIaTy IOKYMEHTa;
HaUMEHOBAHUE JJOKYMEHTA,
WHJIEKC JIEeNa;
CBEJICHUSI O Tiepeajipecaliuu JOKyMEHTa;



KOJIMYECTBO JINCTOB OCHOBHOI'O JIOKYMEHTA;
KOJIMYECTBO MPHUIIOKECHUM;
o0111ee KOJIMYECTBO JIMCTOB MPUIIOKESHU;
YKa3aHMS 110 UCIIOJIHEHHIO JTOKYMEHTA;
noinkHOoCTh, @. M. O. ncnonHuTens;
o OTMETKa O KOH(PHIEHIIMATbHOCTH.

B cocraB n0ONOMHUTENBHBIX CBEACHUH 00 3IEKTPOHHOM JOKYMEHTE MOTYT
ObITh BKJIIOYEHBI CBEJICHUS: HAaWMEHOBAHME aBTOpa JOKyMEHTa (eciii aBTOp He
COBIIQJIAE€T C aJpecaHTOM (OTHPABUTENIEM) 3JEKTPOHHOIO TOKYMEHTa), OTMETKAa O
NIEPEHOCE CPOKA UCIIOJIHEHHSI IOKYMEHTA, CPOK XPAHEHUS JOKYMEHTa, HAMMEHOBAaHUS
INPWIOKEHUH K 3JIEKTPOHHOMY JOKYMEHTY, KJIIOYEBBIE CJOBA, CTaTyC JOKYMEHTa
(IpoexT, Bepcusi), BUA Mepeaadn JOKyMeHTa (3JEKTPOHHOM MOYTOM, MOYTOH, (hakcoM
U T J.) 4 Jp.

Cpoku XpaHEeHHsI JIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHEHHUS
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEJIbHBIMU W HHBIMA HOPMATHBHBIMU
nmpaBoBbIMU  akTaMu  Poccuiickori  ®Denepanuy, TUIIOBBIMU MEPEUHAMU IS
aHAJIOTUYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

5. Opranuzauus 10KyMeHTO000POTAa U UCIIOJTHEHUS TOKYMEHTOB.
11.

IIpueM n 00padoTKa MOCTYNAKIINX JOKYMEHTOB.

JIBi>keHHEe JOKYMEHTOB C MOMEHTa HX CO3JaHUsl WIM TMOJYYEHHUs [0
3aBepIIEHUS UCIIOJIHCHUSI WM OTIIPABKU 00pa3yeT TOKyMEHTOOOOPOT.

B nokymenToobopoTe  00pa3oBaTeNbHON — OpraHu3aliy  BBIIEISIOTCS
CJIETYIOIINE TOKYMEHTOIIOTOKHU:

a) BXOJIs111asi KOppeCHOHAeHIIUS (IopuInuecKre U Pu3nueckue Juma);

0) ucxojsuas KOppeCnoHACHIIUS (FOpUANUECKUE U (PU3UUECKUE JINIIA);

') BHYTPEHHSA TOKYMEHTAIUSI.

JloctaBka ¥ oOTmpaBKa JOKYMEHTOB OCYILIECTBISETCS, Kak IPaBUIIO,
CpEICTBAMHU MTOYTOBOM U IEKTPOHHOM CBSI3H.

JIOKyMEeHTBI, TMOCTyHaromme B 00pa3oBaTelbHYI0 OpraHU3aIlMI0, MPOXOAST
NEPBUYHYIO 00pabOTKy, PEerucTpalnio, MPeaBapUTEIbHOE PACCMOTpPEHHUE, Tepenaqy
PYKOBOJCTBY Ha pacCMOTPEHHE, MEPENAIOTCA HCIOJHUTENISM U IOCIe HCIOJHECHHS
MOMEILAIOTCS B JeIa.

[Tpuem n nepBudHast 006padOTKa JOKYMEHTOB OCYIIIECTBIISIETCS CEKPETapEM.

Cekperapb MPOBOIUT: MPOBEPKY MPaBUIBHOCTH aJpPECOBAaHUS IMOCTYyHAIOLIUX
JIOKYMEHTOB, MPABUIBHOCTUA JOCTABKU M KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY
JIOKYMEHTOB Ha MOJIEKAIME U HE TOJIeKALIUE PETUCTPALUH.

[TomyueHHbIE KOHBEPTHI C KOPPECIOHJCHIMEH BCKPBIBAIOTCS, MIPU ATOM
MIPOBEPSETCS HAJTUYHME BIOKEHHM, a TaK)KE€ YKA3aHHBIX B JOKYMEHTaX MPHUI0KEHUM.
B cinydyae moBpexaeHUsT YNaKOBKH M BIOXKEHUH JIMOO OTCYTCTBUS MPUIIOKESHUM
COCTABJISIETCS. aKT B JBYX OJK3eMIUlsipax. OAMH SK3eMIULIp aKTa HaIpaBisieTcs
KOPPECIOHICHTY, BTOPOW MPUOOIIAETCS K MOCTYUBIIEMY IOKYMEHTY.



Ommbouno npuciIaHHas KOPPECTIOHICHIIUS nepechlIaeTcs o
MPUHAJJICKHOCTH, €CJIM H3BECTEH ajpec mnoiyyarens. B npoTuBHOM ciyuae
KOPPECTOHICHITUSI BO3BPAIIAETCS OTIPABUTEIIIO.

KonBepThl OT mocTynaroieid KOppeCnoHACHIIMN COXPAHSIOTCA U MPUIararoTcs
K JJOKyMEHTaM JIUIIb B TOM CJIy4ae, KOrJla TOJbKO M0 HUM MOXKHO YCTAHOBUTH aJIpec
OTMPABUTENS WJIH, KOTAA JlaTa MOYTOBOTO IITEMIIEs MMEET 3HAaYCHUE B KaueCTBE
JTI0OKa3aTesIbCTBAa BPEMEHH MOTYyUYCHUS JJOKYMEHTA.

CrieruaaucToM HE BCKPHIBAIOTCSI KOHBEPTHI MUCEM C HAJIUCHIO «JTUYHO». OHU
nepealTcs Mo Ha3HAYEHUTO

Nudopmarus 1 JOKyMEHTBI O JAESTEIHHOCTH 00pa30BaTeIbHON OpraHu3alliy,
HE yKa3aHHbIE B yacTu 2 ctathu 29 denepanbHOro 3akoHa ot 29 nexalps
2012 roma Ne 273-®3 «O6 obOpazoBanuun B Poccuiickoii dDenepamumny,
MPENICTABIIAIOTCS PYKOBOIUTENEM O00pa30BaTEIbHONW OpTaHM3aIlMU IO 0OpaIIEeHUIO
rpaxjaaHuHa 70O JIODKHOCTHOTO JIWIIA TOCYIapCTBEHHOTO OpraHa WM OpraHa
MECTHOTO  CaMOYMpABICHUSI B Ciy4yasX W MOPAJIKe, MOPEeIyCMOTPEHHBIX
3aKOHOAATeNbCTBOM Pocculickon @enepanun.

[IpencraBnenue wuHPOPMAIIMM UWHBIM  OpraHU3alUiIM O JCATEIbHOCTH
0o0pa3oBaTebHOM OpraHu3aliyd OCYLIECTBISIETCA YUYpeAUTEIeM OpraHu3alvu, B
OTHOIIIEHUH KOTOPOM Takas nH(popMalus 3arpaninBaercs.

IIpenBapurtenbHOe paccMOTpPeHHE JOKYMEHTOB.

Cekperapb U (WIM) JULO, OTBETCTBEHHOE 3a BEJACHHUE AEIONPOU3BOJICTBA,
IIPOBOAMT IIPEIBAPUTEIBHOE PACCMOTPEHUE JOKYMEHTOB B ILIEJISIX BBIICICHUSA W3
BCEIO  MAacCUBa MNOCTYNHBIIEH  KOPPECIOHAECHLUUU  JOKYMEHTOB, TpeOyIOUINX
00513aTeNIbHOTO PACCMOTPEHMSI PYKOBOJHUTENEM 00pa30BaTEIbHON OPraHU3alNH.

OcHoBaHMEM JUIsI TPUHATHS  pPELIEHHWs B  XOA€ IPEIBAPUTEIBHOTO
pPacCMOTPEHHUs SIBIIIETCA COAEpXKAHHME ITOKYMEHTa, a HE aJpPECOBAHHME JOKYMEHTa
COOTBETCTBYIOLIEMY PAOOTHHKY.

Pe3ynbratoM NpeaBapUTENBHOIO PACCMOTPEHUsl SIBISIETCA  HaIlpaBJICHHE
JOKYMEHTa PyKOBOJUTEIIO 00pa30BaTeIbHON OpraHU3alui Wi JOJKHOCTHOMY JIUILY
B COOTBETCTBUM C YCTAHOBJIEHHBIM paCIpEleiEHUEM O0O0A3aHHOCTEH MEXIy
PYKOBOJIUTEJIEM W JIOJDKHOCTHBIMHM JIMIIAMHU JUIsl BBIHECEHMSI yKa3aHUs IO
UCIIOJTHEHMIO TOKYMEHTA.

Perncrpanusi 10KyMeHTOB.

[lepenaya NOKyYMEHTOB Ha PETUCTPALMIO IMPOU3BOAMTCS TOJIBKO IOCIE HX
IIPEBAPUTEIBHOIO PACCMOTPEHHS.

Perucrpanuu mnojuexxar Bce JIOKYMEHTHI, TpeOyIOIUMEe ydeTa, HCIOJIHEHUS,
WCIIOJIb30BAHMS B CIIPABOYHBIX LENSAX, KaK MOCTYNAIOUIME U3 IPYTUX OpraHu3aluil U
OT YaCTHBIX JIMII, TAK U 00pa3yoIIHecs B MPOLIECCE IEATEIbHOCTH 00pa30BaTeIbHON
OpraHu3aluu.

He nmomnexar peructpal MO3ApPAaBUTENbHBIE MUCbMA, TEJIErPaMMBI,
MPUIIIACUTENbHbIE OUIEThI, UHPOpMALUs JUIsl CBEICHUS, OyXTaJITEPCKUE TOKYMEHTHI
nepBUYHOro yvera. Jlns HUX cocTaBisercss MepedeHb HEPEeTuCTPUPYEMBIX
JIOKYMEHTOB.



Perucrpanus 1OKyMEHTOB NPOU3BOAUTCSA C LENbIO OOECHeueHus UX ydera,
KOHTPOJIS 32 UCIIOJIHEHUEM U OIIEPaTUBHBIM MCIIOJIb30BaHUEM HH(POPMAITIH.

Perucrpannst 1OKyMEHTOB IPOU3BOAMUTCS B ICHb UX MOCTYIUJICHUS.

Jlomyckaercst OTMETKa O TIOCTYIUIEHMM JOKYMEHTAa B  OpPraHU3aLUIo
IIPOCTABIIATh B BHJE IITAMIIA WM OT PYKM B HMJKHEM 4YacTH JMUEBOM CTOPOHBI
NEPBOro JMCTA JOKYMEHTAa UJIU Ha ero o0opore.

Perucrpanust JOKyMEHTOB 3aKJIFOYAETCS B BEACHUM 3alIMCH YYETHBIX JAHHBIX O
JIOKYMEHTE [0 YCTAHOBJIEHHON PpErucTparMoHHON (opme, KOTOpPhIM (PUKCUpPyETCs
dakT co3maHusi, OTIPABICHUS WU MOTYYEHUS! JTOKYMEHTa IyTEeM MPOCTaBIEHUS Ha
HEM PETHCTPALMOHHOTO MHJAEKCAa C MOCJENyIOUIEH 3aluchi0 B yKa3aHHBIX (opmax
HEOOXOAMMBIX CBEJICHUI O JOKYMEHTE.

JIOKyMEeHTHI, IIOCTYTAIOLINe B 00pa30BaTeIbHYIO OpraHu3aluIo,
peructpupyotcs B Kuure/»ypHaie peructpaiuy BXoAsiieid KOppeCcnoHAeHIINH, a Te,
YTO OTIHpPaBIAIOTCS U3 Hero, - KHure/ »ypHane perucrpauuy UCXOZsIen
KOPPECIOHICHIINH.

PacnpenesieHne NocTynawmux 10KyMeHTOB.

[locne  perucrtpanuu  JOKYMEHTBl  MEpefaloTcs Ha  PacCMOTpPEHHUE
PYKOBOZIUTEINO 00pa30BaTeIbHON OpraHU3alIHH.

[Tocne paccMOTpeHus! pyKOBOAMTEIEM JOKYMEHTHI BO3BPAILAIOTCS CEKPETapro
U (W1IM) JUILY, OTBETCTBEHHOMY 3a BEICHHUE JENIONPOU3BOJACTBA, Ui MEPEHECEHUs
yKa3aHWi TI0 UCTIOJIHEHUIO JIOKYMEHTa B JKypHaJ PErHCTpalydd  BXOASIIUX
JIOKYMEHTOB. B COOTBETCTBUM C yKa3aHUSAMHU 110 UCTIOJTHEHUIO MOJIMHHUK IOKyMEHTa
HampasisieTcs: paOOTHHUKY, SBISIIOIIEMYCS  OTBETCTBEHHBIM HCIIOJHUTENEM, a
COUCIIOJTHUTEIIIM HAIMpaBJISIFOTCS KOMUHM JOKYMEHTOB (€CIM HMEIOTCS), O YeM
nenaercs otMeTka B KHure/skypHaie perucTpanuy BXOJSIINX JOKYMEHTOB.

OJNEeKTpOHHbIE  COOOIIEHMs, MOCBUIAEMBIE IO  3JEKTPOHHOW  IOYTE,
UCTIONHSIOTCS aHAJIOTUYHO JOKyMEHTaM Ha OyMaXHBIX HOCUTENISIX C YYETOM
OIpe/eNIeHHOH crieln(UKY B IPOLIECCe UCTIOIHEHUS.

IHopsinok o00padOTKM W NPOXOKACHUS MCXOAAIIMX M BHYTPEHHHX
JTOKYMEHTOB.

[Topsinok MOATOTOBKM MCXOISIIMX JOKYMEHTOB BKIIIOYAeT B ceOs paboTy 1o
COCTaBJICHUIO IPOEKTa JOKYMEHTA, COIIACOBAHUIO, MOJNUCAHUIO (YTBEPKACHUIO) U
OTIIPABKE.

Jlo nmepenaum TOKyMEHTa Ha IOANMCH MCIOJIHHUTENb JTOJDKEH IIPOBEPUTH €I
cofiepKaHHe, MPaBWIBHOCT,  OOpPMIICHHS, HaJU4he HEOOXOIUMBIX BH3 U
IPUWIOKEHNN. JIOKYMEHT IpPEACTABIIAETCSA HA NOANKMCH BMECTE C MarepHalaMH, Ha
OCHOBAaHHUH KOTOPBIX OH TOTOBMJICS.

BHyTpeHHUE HOKYMEHThl O(DOPMIIAIOTCS M HUCHOJHSIOTCS (MCIOJIB3YIOTCS) B
npeaesnax o0pa3oBaTesIbHOM OpraHu3aluy.

BHyTpeHHUE AOKYMEHTHI (JOKJIaJHbIE 3alUCKH, CIPaBKH, CBOAKU M JIp.)
paccMaTpUBarOTCS TEMU JOJKHOCTHBIMH JIMLIAMH, KOMY OHU HallpaBJIECHBI.

OTBETCTBEHHBIE 3a JEJIONPOMU3BOACTBO IEpPEN CAayeil KOPPECHOHICHLMM Ha
OTHPABKY JOJDKHBI OO0SI3aT€IbHO TPOBEPUTH MPABUIBHOCTh €€ O(OpPMIEHUS U



aapecoBaHusa. KoHBepTOBaHHE KOPPECIOHAEHIIMUA U JPYTUX MOYTOBBIX OTHPAaBICHUN
MPOU3BOJAUTCA CTPYKTYPHBIMU MOJIPA3/ICTECHUSIMU OpPTraHU3alIUH.

Peructpauust oTnpaBisieMbIX JOKYMEHTOB OCYIIECTBIAETCS B JE€Hb UX
nojanucanus (yTBEP)KIEHUSA) WIM HA CIEAYIOUA padounii 1eHb. PeructpaioHHbIN
HOMEp JOKYMEHTA M J]aTa PErucTpaliy IpOCTABIIAIOTCS Ha MOJUIMHHUKE TOKYMEHTA B
peKkBU3UTaX OJlaHKa U Ha KOIUH, OCTaloIIelcs B Jene  o0pa3oBaTeabHOMN
opranu3auuy. CrnpaBOYHBIM anmaparoM s HCXOIAIIUX JIOKYMEHTOB SIBISIETCS
’KYpHaJ perucTpaluu 3TUX JOKYMEHTOB.

OTnpaBKy MCXOJSIIMX JTOKYMEHTOB MPOU3BOAUT CEKpeTrapb U (WiH)
JIMII0, OTBETCTBEHHOE 3a BEICHHE AENONPOU3BOACTBA. CpouyHas KOPPECIOHIACHLIHUS
o OpMITSIETCS] ¥ OTIIPABIISETCS HE3aAMEITTUTENHHO CEKPETAPEM.

CekpeTrapb NpoBepsAeT MPABHIBHOCTh O()OPMIICHUS UCXOASIIUX JTOKYMEHTOB,
IPOU3BOAUT COPTUPOBKY JOKYMEHTOB IO CIOCOOY JIOCTaBKU KOPPECIOHACHIUU
aapecary (mpocTasi, 3aKa3Has, MeKIyHapoaHas u Jp.). HempaBuwibHO odopmiieHHBIC
JOKYMEHTBl W KOPPECHOHJEHLHSA HECIYKEOHOro XapakTepa K OTIOpaBKE HE
NPUHUMAIOTCSA U BO3BPALLAIOTCS JIMLY, IOATOTOBUBIIEMY JOKYMEHT.

OTtnpasiisiemMasi 10 1OYTE KOPPECTIOHAEHIUS TPOXOIUT YIIAKOBKY, aIpeCOBaHUE,
MPOCTABICHHE CTOMMOCTH IOYTOBBIX YCIYr M IepeAady Ha OTIPaBKYy B MECTHOE
OT/EJICHHUE CBSI3U.

Ha 3aka3Hyr0 KOpPpECHOHJEHLIMIO, Ha JOKYMEHThl ¢ TIOMeTKoM «Jlns
CIIy’ke€OHOTO TOJIb30BaHUS» COCTABISIETCS PEECTp, KOTOPBIM 3aTeM BO3BpallaeTcs
ceKkpeTapro yueOHOM 4yacTu ™ (MJM) JIMIly, OTBETCTBEHHOMY 3a BEJEHHUE
JIEJIONIPOU3BOJICTBA, C PACIHUCKOW pPAOOTHUKOB MOYTOBOTO OTICJICHUS CBSI3U WM
MHOTO JIM1Ia, 00ECIEeUnBaIOIEro OTHPaBKY JOKYMEHTOB.

[lepenaua ¢ ucnoiab3oBaHUEM CpeNCTB (DAaKCUMUIBHOM CBSI3U JIOKYMEHTOB,
COAICpXKAIUX CIYKeOHYI0 MH(POpPMAIMIO OTPAaHHMUYEHHOTO PACHpPOCTPAHEHUS, B TOM
gucie ¢ ToMeTrkon «Jlms  cmykeOHOTO  MONBb30BaHUS», HE  pa3pemraeTcs.
Kareropuuecku 3ampermiaercss Imepefgada IO CpeactBaM (PaKCUMHUIIBHOW — CBSI3U
CEKPETHBIX JOKYMEHTOB.

C wucnonp3oBaHUEM CpPEICTB (PAKCUMHIBHOM CBSI3U MOTYT OBITh MEpeIaHbl
MaTepualbl TEKCTOBOrO, TAOIMYHOTO WM TpadHUuecKoro xapakTepa, UCIOIHEHHbIE
TUNIOTPa(CKUM, MAITUHOMUCHBIM WJIM PYKOIIMCHBIM CIIOCOOOM B YEPHOM HJIM TEMHO-
CUHEM IIBETE C YETKUM M KOHTPACTHBIM U300pakeHueM (NEepBbIC IK3EMILUISIPBI UIIA UX
KCEpOKOIMHK) Ha Oesoif Oymare ¢ MUHUMAJILHOM BBICOTOM OyKB U mudp 2 mm. O0beM
IIEPEIaBAEMOI0 B TEYEHUE OJHOIO CEaHCa CBS3M JOKYMEHTA, BBIIOJHEHHOIO Ha
Oymare opmara A4, He TOJDKEH TPEBBINIATH TSTH JIMCTOB.

OTBETCTBEHHOCTh 32  CojepXaHue UHPOpMaIMH, IepeaaBaeMol ¢
WCIIOJIb30BAHMEM CPENCTB (DaKCHUMIUIBHOW CBSI3W, BO3J1araeTcsi Ha WCIIOTHUTEIS,
MOJrOTOBUBIIETO (pakcorpaMmy JUIsl IepeIadn.

Oco0eHHOCTH PadOTHI € ITEKTPOHHBIMHU JOKYMEHTAMMU.

B oGpazoBarenbHON OpraHu3aluy CO3AAI0TCS U UCTIOIB3YIOTCS:

o AIIEKTPOHHBIE JIOKYMEHTBI, CO37aBacMble B JJIEKTPOHHOU Qopme 6e3
PeIBAapPUTEIHLHOTO JOKYMEHTHUPOBAHHS Ha OyMakHOM HOCHUTEIIE;



J AJIEKTPOHHBIE  00pa3bl JOKYMEHTOB, IIOJYYEHHBIE B  PE3yibTare
CKaHUPOBAHMUS  JIOKYMEHTOB M  XpaHSIIHECS B  CHCTEME  DJJIEKTPOHHOIO
JOKYMEHTO000pOTa.

[Ipuem w®  oTOpaBKa  NIEKTPOHHBIX  JIOKYMEHTOB  OCYLIECTBISIOTCS
OTBETCTBEHHBIM 3a BEJICHHUE JIEIOMPOU3BOACTBA B 00pa30BaTeIbHON OpraHu3aIiy.

ONEeKTpOHHBIE JIOKYMEHTBHl CO3/aloTcs, O0pabaThIBAlOTCS M XpaHATCS B
CHCTEME BIIEKTPOHHOTO JIOKyMEHTO000pOoTa 00pa30BaTeIbHON OpraHU3alHH.

ONEeKTPOHHBIA JOKYMEHT JOJDKeH OBbITh odopmiieH Mo OOIMM IpaBHiaM
JIEJIONPOU3BOICTBA U HMETh PEKBU3HUTHI, YCTAHOBJIEHHBIE [JIi AHAJOTUYHOTO
JIOKyMEHTa Ha OyMa)KHOM HOCHTEJIE, 32 UCKIIFOUYEHUEM OTTHCKA MEYaTH.

Jns  moAaTBEpKIEHUST — TOUIMHHOCTH — DJEKTPOHHBIX  JOKYMEHTOB B
0o0pa3oBaTelIbHOM OpPraHu3alliyd HCIHOJB3YIOTCA 3JIEKTPOHHBIE HU(POBBIE MOJIUCH.
Wcnonb3yeMble cpelcTBa 3JEKTPOHHOM LU(PPOBON MOAMUCHU  JOJAKHBI  OBITh
cepTU(ULUPOBAHBI B YCTAHOBIECHHOM IOPSAKE.

EnuHuneit yuera aJ€KTPOHHOIO JOKYMEHTA SIBISAETCS 3JIEKTPOHHBIN TOKYMEHT,
3aperuCTPUPOBAHHBIN B cucTeme IIEKTPOHHOTO JIOKyMEHTO0o0O0poTa
o0Opa3oBaTelIbHON OpraHu3aluu. DJIEKTPOHHBIA JOKYMEHT, UMEIOIUN MPUIIOKEHUS,
pErucTpupyercs Kak OJuH JOKYMEHT.

[locne oTnpaBKH 3IEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOM
MOJIHUCHIO YIIOJIHOMOYEHHOTO JIOJKHOCTHOTO JIMIA, JOCBUIKH a/IpecaTy ero KOnuu Ha
OyMa)XHOM HOCHTEINe, KaK MpaBWIIO, HE TpeOyeTcs, 32 UCKIIOYEHHUEM OTBETOB Ha
oOpaleHus TpaxaaH, NOCTYIUBIIMX MO MHPOPMALIMOHHO-TEIEKOMMYHHUKALIMOHHBIM
KaHajlaM, Ha KOTOpbIE 3asBUTENIO0 JAE€TCA MUCbMEHHBIA OTBET, HAMpPABISEMBIN IO
MOYTOBOMY a/IpECy, YKa3aHHOMY B OOpalleHuN.

WcrnonHeHHbIE 3JIEKTPOHHBIE JTOKYMEHTBl CHUCTEMAaTHU3UPYIOTCS B Jejla B
COOTBETCTBUM C HOMEHKJIATypoil Jen  oOpa3oBaTelbHOW  OpraHu3allid U
WHJEKCUPYIOTCSI B NOPSJKE, YCTAHOBJIEHHOM B OTHOLICHUM J€JI, COCTaBICHHBIX W3
JIOKYMEHTOB Ha OymaxxHoM Hocwutene. [Ipu cocraBieHHMM HOMEHKJIATYpbl A€l B
3aroJIOBOK JIeJIa BKJIFOUAETCA YKa3aHUE « DIIEKTPOHHBIE TOKYMEHTBD».

NudopmannonHas 6e30MaACHOCTD.

HNudopmarmonneie pecypcbl 00pa3oBaTelbHONW OpraHU3allud MO JOCTYITY
(BO3MOXXHOCTH HCIIOIB30BaHUS) MOAPA3ICIAIOTCA Ha OTKPBITYIO0 (OOIIEAOCTYIHYIO)
uH(popmalmio, CiIyXeOHylo HHpopManuioo U HUHOpPMAIMIO OrPaHUYEHHOTO
pacrpocTpaHeHus (I0CTyIa).

K kareropun oTKpbITON MH(GOPMAIIUU OTHOCUTCS MH(POPMAIIHS, COIEPIKAIIAsCs
B JIOKyMEHTax M 0a3ax JaHHBIX 00pa3oBaTENbHOW OpraHW3aIliH, HEMOCPEICTBEHHO
3aTparuBaronas mpaBa U MHTEPEChl TpaxaaH.

K  xkareropuum  ciykeOHOM  HWH(pOpMAMU  OTHOCUTCS  MH(MOpMAIs,
coZiepkamasics B JOKYMEHTax M 0a3ax JaHHBIX 00pa3oBaTelbHOM OpraHu3allvy,
npenHa3HauYeHHas JUIsl JOJDKHOCTHBIX JIUI[ U PaOOTHHUKOB, MPHU BHINIOJHEHUU WUMU
cBOMX (YHKIIMOHAIBHBIX OOS3aHHOCTEH, HE 3aTrparuBalolas HampsMyl IpaBa
U MHTEPEChl TPaXJIaH W HE OTHOCSMIAasIC K KAaTerOpUU  OTPAHUUYCHHOTO
pacrpocTpaHeHus (10CTyIa).



K kareropum wuH(popManuu OTrpaHUUYEHHOTO pacHpOCTpaHEHUs (JOCTyIa)
OTHOCHUTCS HH(pOpMalus, coaepkamascsi B JJAOKYMEHTax M 0a3ax JIaHHBIX,
BKJIIOYAIOINIAs CBEACHHS KOH(PUACHIINAIBLHOTO XapakTepa.

Bes uadopmanms, comepkamiasicss B JOKyMEHTax W 0a3ax MJaHHBIX, I10
YMOJYAHUIO SBIIAETCS OTKPBITOM M 00mmenocTynHoi. MckitoueHue cocTaBiser
uHpopMaIisi, OTHECEHHAas K KaTeropusiM CIOy)KEOHOH M OTrpaHMYEHHOTO
pacnpocTpaHeHus (JI0CTyIa).

Hoctyn monp3oBareneid K MHPOPMAIMH OTPAaHUYHMBACTCS IyTEM OTHECEHUS
UHpOpMAIMM K COOTBETCTBYIOIIEH  KAareropu M  HAJOXKEHMEM Ha  Hee
COOTBETCTBYyIOIIEr0  Tpuda OrpaHudeHus pachpocrpaHeHus. Hupopmanus
OTPaHUYEHHOTO JI0CTyMa cHaOkaeTcs rpudoM «J1Jist ciry:ke0HOTO MOIb30BaAHUSY.

[TpaBoM oTHeceHusi MHpOpPMAIMM K KAaT€rOpuM OrPaHUYEHHOIO JOCTyla u
HAJIOXKEHUSI COOTBETCTBYIOLIEro Tpuda o0nagaeT aBTop JOKYMEHTa MO COIIAaCOBAaHUIO
C pyKOBOJUTENEM 00pa30BaTEIbHON OPraHU3alIHH.

JlokymeHTHpoBaHHasi WHGOpPMAIUs OTPAaHMYEHHOTO paclpocTpaHeHUs 0e3
CaHKIMU  JOJUKHOCTHOTO  JIMI[A, YCTAHOBUBIIETO PEXHUM  OTPAaHUYCHHOTO
pacmpoCTpaHeHusi Jis JaHHOTO JIOKyMEHTa, He TMOUIKUT pasMalieHuIo
(pacipoctpanenuto). llpemocraBieHue mMoOJB30BATENAM JOCTyHna K JaHHOMU
uHGOpPMAIIMN OCYIIECTBISAETCS HMCKIIOYUTENHFHO IO COMTACOBAHUIO C YKa3aHHBIM
JIOJPKHOCTHBIM JIMIIOM TTYTEM TI0Oa4H COOTBETCTBYIOIIEH 3asBKH.

JIOJKHOCTHBIE JIMIIA, NPUHSABIIME pelieHHe o0 OTHECEHUWH HH(OpMalUH,
3a(pUKCUPOBAHHON B JOKYMEHTE, K KAaTE€ropuu OTrPaHUUYEHHOIO paclpOCTpaHEHUs,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAHHOCTb MPUHATOIO PpELICHUS U  €ro
COOTBETCTBHE JCHCTBYIOLIEMY 3aKOHOAATEIbCTRY.

JInunbie Aena paOOTHUKOB, TUYHBIE KAPTOUKH PAOOTHHUKOB, TPYIOBbIE KHUKKHU
paOOTHUKOB, MPHUKA3bI MO JUYHOMY COCTaBY JOJDKHBI XpaHUTHCS B cedde win B
METaJUTMIECKOM TKady.

3anucu B TPYAOBOM KHIDKKE MOIMHCHIBAET PYKOBOIUTENH OOPa30BaTEIbHOMN
OpraHu3aliU. YUYeT, XpaHEHUE U BbIJauy OJIAHKOB CTPOTOM OTYETHOCTH: JUILIIOMOB,
BKJIAJIBIIIIEH K HUM, CBHJIETENBCTB, YAOCTOBEPEHUH BEAET 3aMECTUTENb AUPEKTOpA.
bnanku xpanstcs B celide.

YcraHOBKa M OKCIDTyaTalusl MpOrpaMMHOTO 00eCTIeYeHHsI, MOIYICHHOTO W3
JH0OBIX MCTOYHHUKOB U BBIIOJIHSAIOMIETO (QYHKLNHU, HE CBSI3aHHBIE HEMOCPEICTBEHHO C
BBINIOJIHEHUEM PaOOTHUKAMHM CBOUX JIOJDKHOCTHBIX OO0S3aHHOCTEH, KaTeropuuecKu
3arpeleHa.

Bes mpeacraBneHHas B 3JMEKTPOHHOM BHJe MHGpOpMaius, NOCTyHaromas B
00pa30BaTENbHYI0 OPraHMU3alMI0, B 00A3aTEIbHOM MOPSAKE MOJUIEKHUT IPOBEPKE
AHTUBHPYCHBIMHU CPEACTBAMHU.

ONEeKTpOHHAs] TOYTa MOXKET HCIOJIb30BaThCs IOJNB30BATEISIMH TOJBKO JIJIS
oOMeHa nH(popmaleii, OTHOCSIIEHCS K KAaTeropud, OTKPBITOM M CIYXEOHOM.
3anpenieHo MCHOJIb30BaTh MIEKTPOHHYIO TMOYTy M mepeaadyd  UHGOpMalnH,
OTHOCSIIIENCS K KATETOPUN OTPAHMYEHHOTO PACTIPOCTPAHEHUSI.

6. KonTpoab 32 ucnOJIHEHHEM JOKYMEHTOB



Opranusanus KOHTPOJIA.

KonTpomnto mnopsiexxkar Bce 3aperuCTPUPOBAHHBIE JOKYMEHTHI, TpeOyrolne
vcnojgHeHuss. KOHTpoap HCHONIHEHUS NOKYMEHTOB BKIIFOUAET: YYET, MMOCTAHOBKY Ha
KOHTPOJIb, KOHTPOJIb CPOKOB HWCIOJIHEHHUS, HEMOCPEICTBEHHYID IIPOBEPKY XOJa
HCTIOJIHEHUS, IPOBEPKY KAYECTBA UCIOJHEHUS, AaHAIU3 PE3YJIBTATOB UCIIOJIHEHUS.

KoHTpons 3a uWCHOMHEHWEM JOKYMEHTOB YCTAaHABIMBAECTCA B  LEISX
oOecrieueHUs] MX CBOEBPEMEHHOTO U Ka4eCTBEHHOTO WCIIOJIHEHUS, TOBBIIICHUS
YPOBHSI OPraHU3aTOPCKON PabOTHI U UCTIOTHUTEIBCKON JUCITUTIINHEI.

[Ipy mnoctaHOBKE MAOKYMEHTAa HAa KOHTPOJb Ha IIPAaBOM BEPXHEM IIOJIE
JIOKYMEHTA JIETIAeTCsl OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYaI0T CJIOBOM (IITAMIIOM)
«KOHTPOJIb»

KoHTponto mojyexar npukasbl, PEUICHHUs COBETOB, a TAKXE JOKYMEHTHI,
MOCTYTIAIOIINE Ha UMS PYKOBOIUTEIST 00pa30BaTEIbHON OpTraHU3aIIHH.

Opranuzarusi KOHTPOJISI UCTIOTHEHUS BKITIOYACT B CEOS:

IMOCTAHOBKY NOKYMCHTA Ha KOHTPOJIb,

MOHHUTOPHHI" UCITOJIHCHUA KOHTPOJIbHBIX HOpyquI/Iﬁ JAOKYMCHTOB,
L CHATHUC UCIIOJIHCHHOI'O JOKYMCHTA C KOHTPOJIA,

L HaIpaBJICHUEC UCITOJTHCHHOTI'O IOKYMCHTA B JICJIO.

PykoBomutenu CTPYKTYpHBIX MOApa3feieHud 00s3aHBl  paccMaTpUBATh
COCTOSIHME UCIIOJHUTEIBCKOM JUCIUIUIMHBI MO JOKYMEHTaM C MOPYYECHUSIMU
aIMUHUCTpAllMK  OOpa30oBaTeIbHOW  OpraHu3alii, a  TakkKe  JIOKYMEHTHI,
MOCTYIHUBIINE B aJIpEC CTPYKTYPHOTO TMOJpa3/eieHus] U TpeOyrolre UCIIOIHEeHUS, U
MOJITOTOBKHU OTBETA.

JIOKyMEHT cuuTaeTcsi HUCIOJHEHHBIM, KOTZla pEIICHbl OKOHYATEIbHO BCE
MOCTABJICHHBIC B HEM BOIIPOCHI U COOJIOCHBI CIEIYIONINE CPOKH:

o €CIIU B JOKYMEHTE II0CTABJIEH CPOK UCIIOJIHEHUSA — B YKAa3aHHBIN CPOK;

o JOKYMEHTHI 0€3 yKa3aHUs CPOKa UCIIOJHEHUS — B MECAYHBIN CPOK;

o €CIIU B JOKYMEHTE UMEETC IIOMETKAa «CPOYHO» — B TPEXTHEBHBIN CPOK;

o nopyuyeHus: 0e3 yKa3aHHd KOHKPETHOM JaThl HCIOJIHEHUS — B
MECSYHBIN CPOK;

o C IIOMETKOH «oneparuBHO» — B 10-THEBHBIN CPOK;

o 1o oOpalieHusIM IrpakJiaH, TPEOYIOIUM JIONOJHUTEIBHOTO U3yUYEeHUS U

MPOBEPKHU, — JI0 OJTHOTO MECAIIA CO JHS PErUCTpalliu, 10 OCTAIBHBIM — He Ooiee 15
JTHEH.

Cpok ucuucinsercs: B KAJICHIAPHBIX JHIX C 1aThl OAMUCAHUS JOKYMEHTA.

Ecnu mocnennuii AeHb HMCTIOMHEHHUS TOKyMEHTa MPUXOAUTCS Ha Hepabouuid
JIEHb, OH TOMJICKUT MUCTIOJTHEHUIO B MPEANICCTBYIOMNN eMy paOounii JCHb.

[Ipy  HEOOXOAMMOCTH  MHPONJICHUS  CPOKA  HUCIOJHEHUS  JIOKYMEHTa
OTBETCTBEHHBIM UCIIOJIHUTEIIb MPEJICTABISIET HA UMSI pYKOBOJIUTEIA 00pa3oBaTeIbHON
OpraHu3alyy, JaBIIEr0 NOpy4YeHUE, MOTUBUPOBAHHYIO MPOCHOY O €ro MPOAJICHUH HE
IIO3/IHEE YEM 3a TPU JIHS JO UCTEUYEHUS YCTAaHOBIEHHOTO CPOKA, C YEM CBOEBPEMEHHO



nepenaercs wHPOpMANMA B TPHEMHYIO  PYKOBOIUTENsSI  0Opa3oBaTeIbHOU
OpraHu3aIuu.

IMopsAoK CHATHS JOKYMEHTOB ¢ KOHTPOJISI.

JIOKyMEHTBl CHHMAIOTCS C KOHTpPOJIS, €CJIM pPELIEHbl MOCTAaBICHHBbIE B HHUX
BOIIPOCHI WJIM aBTOPAM JIaH OTBET MO CYIIECTBY.

Ecnu no pazpemnraeMoMy BOIIPOCY OXHAAETCS OTBET, TO OH BMECTE C KOIuen
OTBETA 3asBUTEII0 MOXKET HAXOAUTHCS Y UCIIOJIHUTENSI HA KOHTPOJIE.

[TpoMeKyTOUHBI OTBET, PAaBHO KaK U 3alpocC MO HCIOJHIEMOMY JOKYMEHTY
WIM YaCTUYHOE HMCIOJIHEHHUE MOPYUYECHHs, HE SIBISIETCS OCHOBAHUEM JIJIsl MPU3HAHUS
JIOKYMEHTA MUCTIOJTHEHHBIM.

CHATh OKYMEHT C KOHTPOJISI MOXET TOJBKO JOJDKHOCTHOE JIMIO, KOTOPOE
MIOCTABUJIO €T0 HAa KOHTPOJIb.

OcHoBaHMEM JUIsl CHSATUSL C KOHTPOJS JOKYMEHTOB C IOPYYEHUSMH
PYKOBOIUTENS O00pa3oBaTe€IbHON OpraHu3aluu SBIAETCS JOKYMEHT — OTBET,
NOJIMCAaHHBIA PYKOBOJIUTEIEM, €r0 3aMECTUTENEM, JIMOO CIpaBKa 00 MCIOJHEHUU
JIOKYMEHTA 32 MOJIUCHI0 PYKOBOIUTENSL CTPYKTYPHOIO MOJIPA3ECICHHUS.

Ecnu Bce mocraBieHHbIE B JTIOKYMEHTE BOINPOCHI PELIEHBI B ONEPATUBHOM
nopsJike, 6e3 MOArOTOBKM MUCbMEHHOTO OTBETA, UCIIOJIHUTEIh Ha JJOKYMEHTE JENIaeT
KpaTKyI0 3alKiCh O PEIICEHUH BOMPOCA, YKA3bIBAET ATy U MOJIHUCH, TOCIIE YEero JAOKY -
MEHT MTOMEIAETCA B JIEO.

7.Y4eT 1 XpaHeHHUe Mevareil, ITaMnoB U 0JJaHKOB.

OO0s13aTeIbHOMY y4YeTy TOJIeKaT BCE BUJIBI TeYaTel W IITaMIOB, OJNAHKH
CTPOTOM OTYETHOCTH, KOMAHIMPOBOYHBIE YIOCTOBEPEHHUS, CIy)KCOHBIC 3a/laHus,
TPYAOBbIE KHUXKKHU.

Yyer Bcex mnedareid M IITaMIIOB, HMEIOIIUXCS B 00pa3oBaTesbHOM
OpraHu3alvy, BEACTCA B CIICIIUAIEHOM KypHAJIE.

JKypHanbl yuera BKJIIOYAIOTCA B HOMEHKJIATYpy Jieil. JIMCThI UX HyMEpYHOTCH,
MPOIIMBAKOTCS U ONEYAThIBAIOTCA.

[leyatn w mTAMIBl JOJDKHBI XPAaHUThCA B cehdax Wi MeTaIM4eCcKuX
mkadax.

OTBETCTBEHHOCTh 3a XPAaHEHHWE W MCIOJIb30BAHUE I€YATEH, IITAMIIOB HECYT
JIMLA, OTBETCTBEHHBIE 34 BEICHUE JIEIIOITPOU3BOICTBA.

YHuuTOXKEHHE ~ OJAaHKOB  TPOU3BOJAUTCS MO aKTy C  OTMETKOM B
COOTBETCTBYIOIINX XKypPHAJIAX y4yerTa.

[leyaTn ¥ WITAaMIIBI YHHUTOXKAKOTCS 110 AKTY.

[IpoBepka Hamuuus nedyaTed, IITAMIOB M OJaHKOB, a TakKXKe MOpSJIKa HX
XpPAaHECHUSI U HUCIOJIb30BAHUA MPOU3BOAUTCA KOMUCCUENW HE PEKE OMHOIO pas3a B Iojl
OJTHOBPEMEHHO C IPOBEPKOM COCTOSIHUS AEIONPONU3BOICTBA.



12.8.CocTaBiieHrie HOMEHKJIATYPHI J1el.
13.

Homenkiaarypa aea - 3To 00s3aTeNnbHBIA MJIs KaXIOH 00pa3oBaTeIbHOM
OpraHu3aliyd CHCTEMATU3UPOBAaHHBI INEpeYeHb HAMMEHOBAHMM (3aroJIOBKOB) JEl,
KOTOpbI€ (POPMHUPYIOTCS C YKa3aHUEM CPOKOB XpaHEHUs Al .

Homenknarypa nen mnpeqHa3HadeHa il yCTAaHOBKM B 00pa3oBaTeIbHOM
OpraHu3aldd €AMHOro TopsAaka (OpPMHpPOBAHUS Jell, OOECHEYeHHs HX YYeTa,
OTEepaTUBHOTO MOMCKA JOKYMEHTOB IO X COAECPKAHUIO U BUAY, ONPEICICHHS CPOKOB
XpaHEHUsl Je] U SIBISETCS OCHOBOM JJISI COCTABJIEHHUS OIUCEHN JEN MOCTOSHHOIO U
JuTenpHOTO (cBhIme 10 J1eT) XpaHeHus, a TakKe I ydera fen BpeMeHHoro (1o 10
JIET BKJIFOUUTEIIBHO) XPAHEHUSI.

B rpajge 1 HOMEHKIATyphl €l MPOCTABISIIOTCA HMHACKCHI KaXJ0ro Jena,
BKJIFOUEHHOTO B HOMEHKIATypy. HIeke nena cocTouT u3 1udpoBOoro 0003HAYCHUS
W3 TITAaTHOTO PAacCIHCaHMs 00pa30BaTeIbHONW OpraHu3anuu (Koja) W TOPSIKOBOTO
HOMeEpa 3arojioBKa Jiesia o HoMeHKJarype. MHaekchl gen 0003HayaroTesl apabCKuMu
uugppamu.

[Tpumep —

12-05, rne 12 — o6o3nauenue (koxa), 05 — mMOpsAIKOBBI HOMEp 3arojioBKa jena B
pazziene HOMEHKIIATYphI JIe]l.

B rpade 2 HOMEHKIIATyphI JIe] MPONUCHIBAIOTCS 3ar0JI0OBKH JIE.

3aroyioBoK Jiefia JIOJDKEH YeTKO B CKarodl 00001meHHoW (opme oToOpakarh
COCTaB M COAEPKAHUE JOKYMEHTOB JEJIA.

I'padpa 3 HOMEHKIATYpPBI JI€N 3aMOJHAETCS B TEUEHUE KaJEHIAPHOrO roja —
npu  GOpPMUPOBAHWUU HOBOTO Jiela, IPU 3aKPBITMM JieJla W M0 OKOHYAHHH
KaJICH/IApHOT'O TOofa.

B rpade 4 ykaspiBaeTcsl CpOK XpaHEHUs Jejia, HOMEpa CTaTel Mo TUIIOBOMY
WIN BEIOMCTBEHHOMY TEpPEYHIO, ()efepalbHOMY 3aKOHY WM WHOMY HOPMAaTHBHOMY
MIPaBOBOMY aKTYy, @ IPU UX OTCYTCTBUU — MO TUMIOBOM MJIM IPUMEPHON HOMEHKIIATYpe
ned.

B rpage S «IIpumeuanue» ykas3bIBarOTCsA CIIELIMATIBHBIE CPOKU XPAHEHHUS,
MPOCTABIISIFOTCS OTMETKU O 3aBEJECHUU Jel (B TOM YHUCIE B 3JIEKTPOHHOM BHJIE), O
BBIJICJICHUU JIeJl K YHUYTOXKEHHUIO IO HMCTEUCHUHM CPOKOB HUX XPAHEHHUS, O MECTe
XpaHEHUs MOVIMHHUKOB JIOKYMEHTOB, O IMEpeaade Jesl B APYTyK0 OpPraHU3ALUI0 IS
MIPOJIOJKEHHUS U JIP.

9. ®opmupoBanue u opopmiIeHHE TeJ1.

dopMupoBaHue aeJl.

@opMUPOBAaHUE JI€TT - 3TO TPYNIUPOBKA UCIIOJTHEHHBIX JOKYMEHTOB B J€ja B
COOTBETCTBHH C HOMEHKJIATypPOU JIEJI.

Bo Bpems ¢dopmupoBaHus Aen cieayeT NOPUACPKUBATHCS TaKUX OOIIUX
MpaBUII:

- MOMeEIIaTh B JI€JIa TOJbKO HCIOJHEHHBIE JTOKYMEHTBI B COOTBETCTBUHU C
3aroJIOBKaMu JIeJ1 B HOMEHKIIATYPE;



- TPyNIUpPOBaTh B JieJla JOKYMEHTHI, BBINOJHEHHBIE B TEUYEHUE OJHOTO
kasenaapuoro roga (01.01-31.12), 3a uckiroueHreM mnepexoisiux Aena (BeayTcs B
TEUEHUE HECKOJBKUX JIET), TUYHBIX JE;

- ToMeniaTh B JieJa TOJIbKO OpPUTMHANIBI WM, B ClIy4ya€ HX OTCYTCTBUS,
3aBEPEHHBIE B YCTAHOBJIECHHOM MOPSIAKE KOMUU JOKYMEHTOB,;

- HE JOMYyCKaTh BKJIIOYEHHUS B Jiejla YEPHOBBIX, JIMYHBIX JIOKYMEHTOB,
Pa3MHOKEHHBIX KOMMH M JIOKYMEHTOB, TMOMJICKAIIUX BO3BpATy; pa3leibHO
IPyIIUPOBATH B Jieja JOKYMEHThI OCTOSHHOTO M BPEMEHHOTO XpaHEHUS,

- 10 00BbeMYy J1e10 He J0KHO npeBbimarh 250 nuctoB (30-40 MM TONITUHON).

Pacrionoxenrie TOKyMEHTOB BHYTPH JIeTT MPOU3ZBOJIUTCA B XPOHOJOTUYECKOM
MOpsJIKE, IPU KOTOPOM HanboJiee paHHUE JOKYMEHTHI paciioyiaraloTcs B Hayase Jiena.

[lonoxxenus,  mnpaBuia, MHCTPYKUMM U T. 1.,  YTBEPKICHHBIC
pPacoOpAAUTENBHBIMU  TOKYMEHTAMH, TPYNIUPYIOTCS BMECTE€ C YKAa3aHHBIMU
JIOKYMEHTaMH.

[Tpukassl IO OCHOBHOM JEATENBHOCTH (POPMUPYIOTCS OTIAEIBHO OT IMPHKA30B
0 KaJpOBBIM BOIpocaM (JIMYHOMY COCTaBy) (Ha3Hau€HUE, MEpEMEIECHUE,
YBOJIbHEHHE COTPYJHUKOB) M OT MPUKa30B 00 OTIyCKaX, KOMaHIMPOBKaX M T.[.

[IpoTokonbl  3acemaHuWii  KOJJIETHAJIBbHBIX ~ OPraHOB  00pa30BaTEIbHOM
OpraHu3alyy TPYHIUPYIOTCS B Jieda B XPOHOJIOTMYECKOM MOPSJIKE U MO0 HOMEPAM B
npenenax KajleHJapHOro rona. JIOKyMeHThl K 3acellaHdsM YKa3aHHBIX OPraHoB
CUCTEMATU3UPYIOTCA IO JaraM W HOMEpaM NPOTOKOJIOB, a B IMpeaenax TpyHIb
JIOKYMEHTOB, KOTOPBIE KACAIOTCS OHOTO MPOTOKOJA, - [0 TOBECTKE AHS 3aCEAaHUs.

[lepenucky cienyer rpynmndpoBarh B Je€jla 3a NEPHUOJA KaJICHIApHOIo Troja.
B neno mepenucku IMOMEIMIAIOTCS BCE AOKYMEHTBI, BO3ZHHUKILIHE B XOJE PEUICHUS
Bonpoca. Ilepenncka cucreMaTu3upyercsi B XpOHOJIOTMYECKOM NOCIIEI0BATEIbHOCTH;
JOKYMEHT OTBET IIOMEIIAETCS 32 JOKYyMEHTOM-3aIIPOCOM.

Odopmiienne gedr.

Jllena o0pa3oBarenbHON OpraHu3aluu TMOUIeKaT O(GOPMIICHHIO TpU HUX
3aBeICHUU u 1o 3aBepIIECHUN roja.

OdopmiieHue nena — TMOATOTOBKA Jieja K XPaHEHWIO BKIIOYAaeT B cedd
KOMIUIEKC pa0oT MO ONUCAHUIO Jejia Ha OOJIOKKE, MOJAIIMBKE, HyMEpalluu JUCTOB U
COCTaBJICHUIO 3aBepUTENIbHON Haanucu. OdopmieHre el MpoBOANUTCA pabOTHUKAMU
OpraHu3aluy, B 003aHHOCTU KOTOPBIX BXOJIUT 3aBEJCHHUE U (POpMUPOBAHUE eI, TPU
METOAUYECKOM TMOMOIIM M MOJ KOHTPOJEM OTBETCTBEHHOIO 33  apXUB
00pa3oBaTeIbHOM OpraHU3aINH.

B 3aBHCHMMOCTH OT CPOKOB XpPAaHEHHsI IPOBOAMUTCS MOJHOE WM YaCTUYHOE
odopmieHHE 1.

[TotHOMY O(OpMIIEHHIO MTOTIEKAT JIe]a NOCTOSHHOIO, BpEMEHHOTO (CcBbIe 10
JeT) XpaHeHus (M0 JUYHOMY COCTaBy, JIMYHBIE Jejila YBOJEHHBIX PaOOTHUKOB).
[TonnHoEe odopmieHHne ena npeycMarpruBaeT:

° MOJIIUBKY WM TBEPABIN MEPEIUIET AENa;
° HyMEPAIIUIO JINCTOB B JIEIIE;



L COCTABJICHUC JINCTA-3aBCPUTCIIA,

o COCTaBJICHHE B OCOOBIX citydasx (mpu oGOpMIICHUN JTUYHBIX ACI, JUIs
ydeTa 0c000 IIEHHBIX JOKYMEHTOB) BHYTPEHHEH OMUCH TJOKYMEHTOB JIea;
o BHECEHHE HEOOXOIUMBIX YTOYHEHUW B PEKBU3UTHI OOJOKKH JIea

(YTOIIHCHI/IG Ha3BaAHUA l'IOI[pa?)I[CHCHI/IH, HMHACKCA M 3aroJiIoBKa Af€jia, JaTbl ACJIa U
ap.).

Hena BpemenHoro (10 10 €T BKJIIOUHUTENBHO) XpaHEHUSI MOJJIEKAT
YacTUYHOMY oopmiienuto. Jlomyckaercs:

XPaHUTb ACJIa B CKOPOCIINBATCIIAX

HC MPOBOAUTH IIEPCCUCTCMATU3AINTIO JJOKYMCHTOB B JICJIC,
JIMCTHI OC€JIa HC HyMCPOBATh,

3aBCPUTCIIbHBIC HAAIIUCH HE COCTABJIATD.

JIOKyMEHTBI, TOJJIeKAITUE TOTHOMY O(GOPMIICHHUIO, MOIIMBAIOT HA YEThIPE
MPOKOJIa B TBEPAYIO OOJOXKKY €3 KapTOHA WJIM TEPEIUIeTaloTCs C  Y4eTOM
BO3MOXKHOCTH CBOOOJTHOTO UTEHHS TEKCTa BCEX JIOKYMEHTOB, JIaT, BU3 M PE30JIOIUN
Ha HuX. [Ipy moAroTOBKE A€ K MOAIIMBKE (MEPETUIETY) METAJUIMYECKUE CKPEIICHUS
(CKOOBI, CKpenmkW) u3 JOKYMEHTOB yhajsiorTcs. Jlenma TOCTOSHHOTO XpaHCHHS,
COCTOSIIIINE U3 HEPOPMATHBIX JTOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEP/ABIX MAMKax ¢
TpeMsl KJIallaHAMU U C 3aBSI3KaMH.

[Ipn Hanmuuuu B Jefie HEBOCTPEOOBAHHBIX JIMYHBIX JIOKYMEHTOB (TPYIOBBIX
KHIDKEK M JIp.) 3T JOKYMEHTHI BKJIQJBIBAIOTCS B KOHBEPT, KOTOPBIM 3arem
nojmuBaeTcs B 3To Aeno. [Ipu Hanuuuu OGOJBIIOrO KOJIMYECTBA TaKUX JIOKYMEHTOB
OHM MOTYT U3bIMAThCS U3 JI€J, U HA HUX COCTABIIAETCS OT/IEIbHAS OIKCh.

B KkoHIle Kaxaoro naena MOMIIMBAIOTCS YWCThle OnaHku QopMm  JUis
3aBEPUTEIIbHON HAIIHCH.

B nensx obecrnieueHusi COXpaHHOCTU M 3aKPEIUICHUS TOPSAKA PaCIIOIOKECHUS
JIOKYMEHTOB, BKJIFOYEHHBIX B JIEJIO, BCE JINCThI, KPOME 3aBEPUTEIBLHOIO, HYMEPYIOTCS
apaOckumu 1MdpaMu B TPABOM BEPXHEM YTy, HE 3aJeBas TEKCTa JOKYMEHTA,
MPOCTHIM TpahruecKuM KapaHAAIIOM WJIH HyMEpaTopoM. YMOTpeOieHHe YepHWIT U
LBETHBIX KapaHAalled i1 HyMEpaluH JIMCTOB 3ampemaercs. BHyTpeHHssE Omuch
MMEET CAMOCTOSITEIIbHY0 HYMEPAIHIO.

JIucTel f1en, COCTOSAIINUX M3 HECKOJIBbKHX TOMOB WJIM YacTE, HyMEPYIOTCS IO
KOKJ0MY TOMY WJIM YaCTH OTJIEJIBHO.

dororpaduu, UYEpTEeKU, JgUATPAMMBI M JIpyTU€ WUIIOCTPATUBHBIE U
cnenupuyecKre JTOKYMEHTBI, MPEACTABISIONIME CAMOCTOATEIbHBIN JIUCT B Jele,
HYMEpYIOTCS Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIYy.

CnoXeHHBIN JINCT pa3BOPAUYMBAECTCS U HYMEPYETCS B IPAaBOM BEPXHEM YIIIY.
[Tpu 3TOM nucT moboro Gopmara, MOAMIUTHIN 32 OIMH Kpaid, HyMEPyeTCs KaK OJIMH
JIMCT; JIUCT, CJOXKEHHBIM W TOAMUTBIA 33 CEpPEIHHY, IOJIEKUT IEPEIIUBKE U
HYMEpYETCsI KaK OJIMH JIUCT.

[TogmmTeie B 1€7I0 KOHBEPTHI C BIOXKECHUAMU HYMEPYIOTCS; IPU 3TOM BHAYAJIE
HYMEpYETCSI KOHBEPT, a 3aTEM O4EPEAHBIM HOMEPOM KaXKJ0€ BIOKECHUE B KOHBEPTE.



[TommuTeie B A0 TOKYMEHTHI C COOCTBEHHON HyMepaluei JIMCTOB (BKIIHOYAst
MeYaTHbIC W3JIaHWsA) MOTYT HYMEpOBaThCs B OOIIEM TMOPSAKE WU COXPAHSAThH
COOCTBEHHYIO HYMEpPAILMIO, €CIM OHAa COOTBETCTBYET MOPSAKOBOMY PACIIOIOKEHHUIO
JUCTOB B JIETI€.

B ciyuasx oOHapyx’eHus: 00Jb1IOr0 yncia OmMUO0K B HyMEpPAaluK JINCTOB Jiena
B JICJIONIPOU3BOJICTBE MPOBOAUTCA UX NepeHyMepanus. [Ipu nepenymepaiuu JIMcToB
CTapble HOMEPA 3aYECPKUBAIOTCS OJHOW HAKIIOHHOM YEPTOU U PAIOM CTABUTCS HOBBIU
HOMeEp JIUCTA; B KOHIIE JIEJIa COCTABJISIETCS HOBAsl 3aBEPUTENIbHASI HAJIUCh, IPU 3TOM
cTapasi 3aBepUTeIbHas HAAMUCh 3a4EPKUBAETCS, HO COXPAHSAETCS B JIETI€.

Jlnst yuera KoJIMYecTBa JIMCTOB B Jelie U (Pukcanuu OCOOEGHHOCTEH UX
HyMEpalMu COCTaBJISIETCS 3aBEpUTEIbHAs Haanuch Aena. OHa cocTaBisieTcs B JEIe
Ha OTJEJIBHOM JIMCTE — 3aBEPUTEIIE JIeTa. 3aBEpUTEIbHAs HAAIUCh COCTABISAETCA I10
yCTaHOBJICHHOU (popme.

Bce nocnenyromue u3MEHEHUsT B COCTABE U COCTOSHUU Jiea (IIOBPEXKICHHUS,
3aMeHa TMOJIMHHBIX JIOKYMEHTOB KOMHSIMHU, MPUCOCTUHEHUE HOBBIX JOKYMEHTOB U
T. J.) OTMEYAIOTCS B 3aBEPUTENBHON HAJIIUCU CO CCHUIKOM HAa COOTBETCTBYIOLIUM AKT.

OO6sokKa J1eJ1 MOCTOSTHHOTO, BpeMeHHOro (cBeiie 10 jeT) XpaHeHus U 1o
JUYHOMY COCTaBy 0(OpMIISIETCS 0 YCTaHOBIIEHHOU (popme.

Ha o00noxke aen MOCTOSHHOTO XpaHEHUs BBEPXY IMPEAyCMaTPUBAETCS MECTO
JUIsl HAMMEHOBAHUS TOCYIapCTBEHHOIO apXWBa, B KOTOPBIM OHM OyIyT NEpenaHsbl, a
TaK)Ke apXUBHOTO MK(dpa B IPaBOM BEPXHEM U JICBOM HUYKHEM yTIIax.

[Ipu odopmnenun o0noxkku nen1 HaumeHoBaHue Illkomnbl yka3biBaeTcs
MOJIHOCTBIO IO YCTaBy, B HMMEHUTEIBHOM IaJIEKE, COKpAUICHHOE Ha3BaHUE — B
CKOOKax.

OO0s13aTeNIbHBIMUA PEKBU3UTAMU OOJIOKKH JIeJia SIBISIETCSl YKa3aHUE KOJIMYECTBA
JUCTOB B J€Jie, KOTOPOE MPOCTABISAETCA HA OCHOBAHMM 3aBEPUTEIBHOW HAIIMUCH
JieNa, U CpOKa XpaHEeHHMs Aeiia (Ha Jeax MOCTOSIHHOTO XPaHEHUs MUIIETCS: «XPaHUTh
MOCTOSIHHO»), KOTOPBIA MEPEHOCHTCS Ha OOJOXKKY Jejla M3 HOMEHKJIATyphbl MOCIe
CBEPKH €ro 10 CPOKaM XpaHEHHUsI B IIEPEUHE.

Jnst ydyera JOKYMEHTOB OIPEACNICHHBIX KaTeropuil Jen MOCTOSHHOTO H
BpeMeHHOTo (cBbiie 10 7eT) XpaHeHUs, y4eT KOTOpBIX BbI3bIBAETCSA CHelu(UKON
JAHHOM JTOKyMEHTaluu (JIMYHBIE Jieia, 0C000 IEHHBIE), COCTABISETCS BHYTPEHHSS
OMUCH JOKYMEHTOB JEJA.

BHyTpeHHIOI0 OonHCh HEOOXOIUMO TaKK€ COCTABIAThH B JieJIaX MOCTOSHHOTO U
BpeMeHHOTO (cBbiiie 10 JeT) XpaHeHus, CHOPMHUPOBAHHBIX IO PA3HOBUIHOCTSIM
JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEpP)KaHHE
JIOKYMEHTOB.

BHyTpeHHsIsI ONUCh COCTaBISIETCS HA OTACIBHOM JIUCTE€ MO YCTAHOBIEHHOMU
(dopMe, KOTOpasi COAEPKUT CBEACHUS O MOPSAKOBBIX HOMEpaX JOKYMEHTOB JEla, UX
MHJEKCaX, Jarax, 3arojoBKaXx M HOMEpax JIMCTOB J€la, Ha KOTOPBIX PaCIOJIOKEH
KQXKJbI TOKYMEHT.

K BHyTpeHHeW omMcu Jena COCTaBIIIETCS HTOIOBasl 3allMCh, B KOTOPOU
yKa3blBaeTCsl HU(PPaMHU U MPOMUCHI0 KOJIUYECTBO BKIIIOUEHHBIX B HEE€ JOKYMEHTOB U
KOJIMYECTBO JINCTOB BHYTPEHHEH OIMKUCH.



BHyTpeHHsI1 ONMCh IIOANMCBIBAETCA €€ COCTABUTEIEM C YKa3aHUEM
JOJIKHOCTH, TTOANHICH, PACIIH(PPOBKYU TOIITUCH U HYMEPYETCsI B JIeJie OTICIBHO.

14.10.XpaHeHue U YHUYTOKEHHE JOKYMEHTOB.
15.

JIoKkyMeHTHI (Zien1a) ¢ MOMEHTa co3AaHus (MOdy4yeHus) Wik (OpMUPOBAHMS
XpaHATCS B OpraHU3alvy J0 Nepeaayd apXuBHOMY YUPEKIEHUIO.

PykoBonuTenbs 00pa3oBaTeIbHON OpraHU3alMd M CIELHUAIbHO HA3HAYEHHOE
Mo (Jinua) o6s3aHbl 00€CeUUTh XpaHEHUE TOKYMEHTOB U JIEI.

Jlena NOMKHBI XPaHUTHCSI B BEPTUKAJIBHOM MOJOXKEHUM B IIKadax, KOTOpbIE
3akpbiBatoTcs. Ha kopenikax 0010KeK /11 yKa3bIBaloTCs HoMepa Jied.

Bbimaua nei1 BO BpeMEHHOE MOJIb30BaHHE pabOTHHKaM 0OOpa30BaTeIbHON
OpraHU3ally OCYILIECTBIISIETCS C YCTHOIO Pa3pelieHHs] €ro PyKOBOIUTENS, a APYTUM
YUPEKICHHUAM - C €70 MUCBMEHHOTO paspemeHus. Ha BeITaHHOE €710 COCTaBIsAETCS
KapTO4Ka - 3aMEHUTENb. B KapTOuKe yKa3bIBalOTCA HOMED J€j1a, 3ar0JIOBOK Jiefa, 1aTa
€ro BbIJAYM, JUIO, KOTOPOMY JAEJIO BBIJAHO, JAaTa €ro BO3Bpara, IOANKCH JIMII,
KOTOPbIE BBIIAJIA U IPUHSIIH JENO.

ITpenocraBieHue Aesn BO BpEMEHHOE IOJIb30BAaHUE OCYLIECTBISIETCS HE Ooiee
YeM Ha OJIUH MECHIL.

M3paATHE NOKyMEHTOB M3 Jeja IIOCTOSHHOIO XpaHEeHWs 3ampeuniaercs. B
UCKIIIOYUTENIBHBIX CIIy4yasX U3bATHE JOKYMEHTOB JIOIyCKAaeTCA C pa3pelleHus
PYKOBOAMTENST 00pa30BaTeIbHON OpraHu3aluy ¢ 00s13aTeIbHBIM OCTABICHUEM B JI€JIE
3aBEPEHHBIX JTOJKHBIM 00pa30M KOTIH.

[Tocne OkOHYaHMSI CpOKa XpaHEHUs JOKYMEHTOB, KOTOpPbIE HE IOAJIEkKAT
neperaye  apXWBHBIM  YUPEXKACHHUSAM, JOKYMEHTBl CIHUCBIBAIOTCS KOMHUCCHEH
o0pa30BaTeIbHON OpraHu3aliy N0 NPOBEACHUIO SKCIIEPTU3bI HIEHHOCTH JOKYMEHTOB,
KOTOpPYIO Ha3HadaeT PyKOBOAUTENb 00pa3zoBaTenbHOM opranmsanuu. Ha cnmcanHyro
JOKYMEHTALMIO SKCIIEPTHAS] KOMUCCHUS COCTABIISIET COOTBETCTBYIOIINMN AKT.

CrucanHasi JOKyMEHTalUsl yHUYTOXKAETCS.

HOMEHKJIATYPA JTEJI
MYHHUIIUNIAJTBHOTO OHIKETHOT0 00111€00pa30BaTeJIbHOTO YUpeKIeHUs
«Ixona-muuen Ne 3 um. A.C. MakapeHKo» MyHHIIHIIAJIbHOT0 00pa30BaHUA

ropoackoii okpyr Cumdeponosanb Pecnydauku Kpbim

WNune Haszeanue nokymeHnra Kon- Cpox [Ipumeuanne
KC BO XpaHEeHUs
nena TOMOB

01. Kanueasipus

01.01 | YcraBHBIC JOKYMEHTHI U YCTaB 00I11e00pa30BaTeIbLHOM [TocTostHHO
opranu3zaiuu, CBUAETEIHCTBO O TOCYIapCTBEHHOM (ct. 37a)




perucTpanyuu

01.02 | JIunien3us Ha 001I€00pa30BATEIBHYIO IEATEITHHOCTh [TocTostHHO
01.03 | CBuaerenbctBO 00 akkpeauTanuu OO [TocrostHHO
01.04 | loroBop Ha npaBo ONEPATUBHOTO YIPABICHHUS, [Tocrosnno |Ha
JIOKYMEHT Ha MPaBO MOJb30BAHUS 3€MEJIbHBIM YYaCTKOM (ct. 1096) | rocxpaHeHmue
HE
nepenarTcs
01.05 |I[Ipukaszsr MunuctepcTBa 00pa3oBaHusl, HAYKH U Ha nepuog
monoznexu PK o padore OO nercTBUs
(ct. 5)
01.06 | loroBop ¢ yupenurenem [ToctosinHO
01.07 | ITporpamma pazsutus OO (1pu HEOOXOTUMOCTH) [TocrosinHO
01.08 | [Ipuka3zbl ynpaBieHui 00pa3oBaHUs MyHHUIMITATBHBIX Ha nepuon
paifoHOB U TOPOACKHUX OKPYroB o pabote OO JNEeNCTBUS
(ct. 5)
01.09 | ITpukassl qupektopa OO 110 OCHOBHOU JEATEIBHOCTH U [TocrostHHO
OCHOBaHUS K HUM (TIOAJTMHHUKY ) (ct.17)
01.10 | [TpoToxonbl 06mux codpanuit (koHGEpeHIInii), [TocTostHHO
3aceaHuil coBeTa yupeKIeHUs (IIpU HaJTU4YUN) (ct.17)
01.11 | KonnexkTuBHBIN AOTOBOP [TocrostHHO
(ct. 369)
01.12 |IIpaBuna BHYTpEHHETO TPYAOBOTO paclopsiaKa 1 ron [Tocne 3ameHbl
(ct. 1074) | HOBBIME
01.13 | KommmrexkToBaHme 1 rox ITocne 3amMeHbI
HOBBIMU
01.14 |ITacmoptr OO [ToctosinHO
01.15 | ITpuemocaaTouHbIe aKThl, COCTABJICHHBIE IPU CMEHE IloctosinHO |B apxuB He
PYKOBOJICTBa (ct. 61a) CHAIOTCS
01.16 | Kypnansl peructpalnu BXoJAIIEH U UCXOAIEH 3 roga
KOPPECTIOHIEHITNN (ct. 1066)
01.17 | Homenknarypa nea OO Jlo 3amensl | B rocapxus He
(ct. 952) chaercs
01.18 | Kypnan peructpanuu noceruteneit OO [Tocne 3amensl
HOBBIMU
01.19 | AndaBuTHast KHUTA 3aMTUCH 00YJAFOIIMXCS 50 ner
01.20 | Knawura yuyera O1aHKOB arTecTaToB 00 OCHOBHOM OOIIEM 10 ner
00pa3oBaHUM W/WIIK CIIELUAIBHBIA PeecTp
01.21 | Kaura y4era 61aHKOB aTTeCcTaToB 00 cpeTHEM 001IeM 10 et
00pa30oBaHMU W/WIH CIIEHUATbHBIN peecTp
01.22 | Kaura peructpauuu BblIaHHBIX JOKYMEHTOB 00 50 ner
OCHOBHOM 00111eM 00pa3oBaHuH (U X AyOTUKATOB) Ocrt. 528a)
01.23 | Kaura peructpanuu BblIaHHBIX JOKYMEHTOB O CPEIHEM 50 ner

o0meM 006pa3oBaHuM (U UX TyOJTUKATOB)

(cT. 528a)




01.24 | Kuawura peructpaiuu BblIaHHBIX Menajei “3a ocodbie 50 ner
yCHEXU B YUYECHUU (ct. 528a)

01.25 | Kaura peructpanuu BeIJaHHBIX CITPAaBOK 00 0OyYEHUH U 50 ner
uX TyOnuKaroB (IpW HATMYUU O0YYaIOIIMXCS)

01.26 | Knaura yuera BblJauu NOXBAJIbHBIX JIMCTOB ‘32 OTIIMYHBIE 50 ner
YCIEXU B YUEHUU

01.27 | Kaura ydera BpIauu MMOXBAJIBHBIX TPaMoOb “3a 0coObIe 50 ner
YCIEXU B U3yUEHUH OTAEIbHBIX MPEAMETOB”

01.28 | UuBeHTapHbBIE ONKUCU OCHOBHBIX CPEJICTB, 3 rona [Ipu ycioBun
CIIMYUTENbHBIE BEJOMOCTH U IPyrHe MaTepuaibl 1o (ct. 323) 3aBepIICHUS
WHBEHTapU3aIUH, TIEPENHICKa IO OPraHU3aIMOHHO- peBH3Uid, B
XO034KiCTBEHHBIM BOIIPOCAM ciydJae

BO3HHKHOBEHU
s CIIOPOB,
pa3HoIacuu,
CIIEICTBEHHBIX
U CyneOHBIX
nen —
COXPaHSIOTCA
JI0 BBIHECEHUS
OKOHYATEJIbHO
TO peleHus

01.29 | JIoKyMEeHTBI IO COBMECTHOM € MPABOOXPAHUTEIbHBIMH 3 rona
opranamu padote ¢ 1eTbMHU (ct. 415)

01.30 | XKypnan peructpamuu oOpalieHuit rpaxian 5 net

01.31 |3asBnenus poauteneit (MOATUHHUKH) 3 roga

01.32 | JInunbie gena oOyyarommxcs 3 ropa OIIK | Ilo pemenuto

(cT. 499) OIIK Ha

rocxpaHeHue
orOupaercs 2-
3% JTUYHBIX
nen
oOyJaromnmxcs,
OKOHYMBILIUX
HIKOJTY

01.33 | Kypnan npuema 3asBiaeHuii B OO [Tocne 3amensl
HOBBIMU

01.34 | Kaura aBuxeHus1 00y4daronImxcst ITocie 3amMeHE]
HOBBIMU

01.35 | JIokanbHbIE aKThI [Tocne 3ameHbI
HOBBIMU

01.36 | Kuura coBemianuii mpu JupeKkTope 12 mer [Tocne 3ameHbl
HOBBIMU

01.37 | Kypnan Gecent ¢ ydanuMucs U pOIUTEIISIMU 3 roma ITocie 3ameHE!
HOBBIMU

01.38 | CripaBKH ¥ pUKa3bl IO PE3yabTaTaM MPOBEPKU 5 ner [Tocne 3amensI




HOBBIMHU

01.39 | ®enepasibHbIC CTaHIAPTHI 0OPA30BAHUS 3 roma [Tocne 3amensl
HOBBIMU
01.40 | O6 opraHn30BaHHOMOKOHYAHHUHU T0Jla U Hayasie y4eOHOTro 1 ron
roza
01.41 | JoroBopsl ITo cpoky
JNIEUCTBUS
01.42 | AHTUKOPPYTILIMOHHAS 1€ATENBHOCTD [TocrostnHo |Ilocie 3ameHbl
HOBBIMU
01.43 | Hokymentsl YO, UMI] Ilocrostuao |Ilocie 3amMeHbl
HOBBIMU
01.44 | MeTtoauyeckue peKOMEH a1 IToctostaHO |IlOCiE 3aMeHEBI
HOBBIMU
01.45 | ITpennucanusi, pOTECTHI, aKThI [Tocrosano |Ilocne 3ameHbl
HOBBIMU
01.46 | HopmaTtuBHBIE JOKYMEHTBI [Toctosuno |Ilocne 3ameHsbI
HOBBIMU
01.47 | XKypnan perucrpanuu crpaBok (IOATBEpKIAEHNUE 00 1 rog
00y4YEeHHH B LLIKOJIE)
02. YuyeOHO-BOCTIUTATEIBLHAS PadoTa
02.01 | O6pazoBarenbHas nporpamma OO [TocrostHHO
(cT. 1662)
02.02 |[1nan paboTHI Ha TOJ 12 net
02.04 | Pacriucanue y4eOHBIX 3aHATHIA 1 rox
(ct. 802)
02.05 | ITpoToxo:msl 3acemannii negaroruaeckoro copera OO u 5 nmet
JIOKYMEHTBI K HUM
02.06 | CratucTiyecKkre OT4eThl 0 paboTe 5 mer
obmmeoOpa3zoBarenbHOro yupexaenus (popmsr OLL-1, (ct. 293)
oul-3, Oll-6,0II -9 3-¢x.)
02.07 | KimaccHble XKypHaJlbl 5 ner [Tocne
HSATUJIETHETO
XpaHeHus U3
KypHaia
U3bIMAIOTCS
CTPaHHULIBI CO
CBOOOIHBIMHA
JTAHHBIMU
yCIeBaeMOCTH
U TiepeBoJia
00yJaronmxcs
JTAHHOTO
KJacca.
Cdopmupoan

HBIC ACJIa 3a




rong XpaHfITCH
HE MeHee 25
JIET.

02.08 | Kypnan yyera npoIyIeHHBIX U 3aMEIIEHHBIX YPOKOB 5 ner
(ct. 396)
02.09 | XKypnan rpynms! npouieHHOTo JHs ((pakyabTaTUBHO) 5 nmer
(ct. 605)
02.10 | XKypHasibl 51eKTUBHBIX YUEOHBIX IPEIMETOB 5 ner (cT.
605)
02.11 | Kypnaiibl yuera paboThl I€1aroroB JOMOJHUTENBEHOTO 5 nmer
o0pa3oBaHUA (ct. 605)
02.12 | KypHaiibl M”HIUBUYaIbHBIX Y4EOHBIX 3aHATUN 5 ner
02.13 | XKypHansl yueTa BHEYpPOUHOU AEATEIbHOCTH 5 mer
02.14 | [IpoToKOJIbI pOIUTENBCKUX COOpaHUiA Ha nepuon
JNEUCTBUSA
02.15 | ITpoToKobI 3aceIaHui POIUTETBCYOTO KOMUTETA Ha nepuon
JIEUCTBUS
02.16 | KypHan mpoTOKOJIOB 3aC€IaHHI IMOMIEYUTEIbCKOTO Ha nepuon | [lpu Hanumuun
coBeTa nelcTBUs
02.17 | Kypnai peructpanuy 3asBJI€HUHN BbITYCKHUKOB 11 Ha nepuon | 1o 3ameHsl
kiacca Ha yyactue B [ MA oOydaronuxcsi, 0CBOMBIINX JEUCTBUS | HOBBIMH
OCHOBHBIE 00111€00pa3oBaTeIbHbIE IPOTPAMMBbI CPETHETO
oO1ero 38eHa
02.18 | Kypnan peructpaiiiu 3asBJI€HUN BHIITYCKHUKOB 9 o 3ameHnbl
kJiacca Ha yyactue B 'MA oGy4aronuxcs, OCBOUBILIMX HOBBIMH
OCHOBHBIE 00111€00pa30BaTeIbHbIE TPOrPAMMBI
OCHOBHOTO 00111er0 00pa30BaHus
02.19 | Kypnai o3nakomieHus ¢ pesynsraramu EI'D J1o 3ameHBbI
BBIMYCKHUKOB 11 KiaccoB HOBBIMU
02.20 | Kypnan o3HakoMJIeHUs ¢ pe3yabraramu 3k3ameHoB [ 1A o 3ameHbI
BBIITYCKHUKOB 9 K1accoB HOBBIMU
02.21 | PaGoumii xypHai neaarora-rcuxonora Ha nepuon
JNEUCTBUSA
02.22 | ’KypHais kOHCyabTallMi NIEAarora-rncruxoiora Ha nepuon
JNIEUCTBUS
02.23 | KypHas uHANBUAYAIbHBIX KOPPEKIIMOHHBIX YUSOHBIX Ha nepuon
3aHATUN JNENCTBUSA
02.24 | XKypnau coumnansHoro negarora OO Ha nepuon | IIpu Hanuuuu
NEUCTBUSA
02.25 | XKypHain yyeTra npoBOAMMBIX JIOTONIEANYECKUX Ha nepuon |Ilpu Hamuuuun
KOHCYJIBTalluH NEUCTBUA | JIoromena
02.26 | Kypnai noroneiuueckux 3aHATUN Ha nepuon | IIpu Hanmnmuuu

JIEUCTBUS




02.27 | Kaura cymmapHoro y4era OubanoredHoro Gpoxaa [TocrostHHO
02.28 | iuBenTapHas kaura oudmunorexu OO ITocTosiHHO
02.29 | KypHan yuyera KHUI, IPUHATBIX OT YATATENIEH B3aMEH [ToctosiHHO
YTEPSIHHBIX
02.30 | Kaura ydera 0ubnmuoTedHoro (oHAa MKOJIbHBIX [TocrostHHO
y4eOHUKOB
02.31 |3asBnenus o BBIOOpPE POIHOTO SI3bIKA 5 nmer
02.32 | YnocToBepeHHs O IPOXOXKAECHUN KypCOBOU 3 rona
MePEernoAroTOBKU
02.33 | Kaura BIIK 5 ner
02.34 | ®OC nns npoBesieHUs: aAMUHUCTPATUBHBIX paboT 1 ron
02.35 | Marepuansl [MA-11 (3asBnenust va UC-11, 3asBnenus 10 01.10.
Ha EI'D, dopmbl Ch-4, namsTku U1 03HAKOMIICHHS) TEKyLIETO
rozia
02.36 | Marepuanst TMA-9 (3asBnenus na C-9, 3aaBnenus Ha no 01.10.
OI'D, dopmbl Chb-4, maMsATKU A71s1 03HAKOMIICHUS]) TEKYILEro
roza
02.37 | Aynnozanucu UC-9 bie}
01.03.cneny
IOLLET0 rofa
02.38 | [TpoToxonsl pesynsraroB [ MA-11 5 nmet
02.39 | IIporokoibl pe3ynbraroB ['TA-9 5 mer
02.40 | MeToauueckue pUKa3bl U CIIPaBKU 5 nmer
02.41 | OT4eTsl IO MapasIen B TECUCHHE
yueObl
ydaluxcs
napauienu
02.42 |OtueTsl yuutenei no YY/| 5 mer
02.43 | Hokymentst MAH 5 ner
02.44 | JoxymenTsl 1o pabote ¢ netbmu ¢ OB3 5 ner
02.45 | JoxymenTanust mo OPKCD 5 jmet
02.46 | Hoxymenrtanus no [10Y 5 nmet
02.47 | JoxymenTanus mo BH/I 5 et
02.48 | JIOKyMEeHTBI IO aHTUTEPPOPUCTUUECCKOM 3AIIUIIIEHHOCTH [ToctrosiaHO | [I0 3amMeHBbI
HOBBIMU
02.49 | HokymenTsl o ['O [TocrossaHO | [I0 3ameHBbI
HOBBIMU
02.50 | Hoxymenrtanus [IBP [ToctrossuHO | [I0 3amMeHbI
HOBBIMU
02.51 | Camoananus 3 roga
02.52 |Otyer 0 BCOKO 5 ner




02.53 | PaGora METOIMYECKOTO COBETA 5 jet
02.54 |Pabora IMY [MoctostaHO | [0 3aMeHBI
HOBBIMU
02.55 | Terpaap nocenieHus: ypokoB 3 rona
02.56 |CripaBKkH 1O UTOraM MPOBEPOK 5 mer
02.57 | Marepuanbl ne1aroruid4ecCKux COBETOB 3 roma
02.58 | Marepuansl kadeapsl GU3NIECKONU KYJIBTYPhI [ToctrosaHO | [J0 3amMeHBbI
HOBBIMU
02.59 | Marepuansl kadheapsl ouonoruu, xumuu, ObXK [Tocrostnro | [lo 3ameHbI
HOBBIMU
02.60 | Mukiro3uBHOE 00pa3oBaHUE [Tocrostaro | [lo 3amMeHBI
HOBBIMU
02.61 |Ilepenucka 1 ron
02.62 | MeporpusiTus, IiaHbl, OTYETHI 5 ner
02.63 | loxymentst MOH PK 5 nmer
02.64 |ITonoxxeHust, MpOrpaMMbl [ToctossuHO | /{0 3amMeHBI
HOBBIMU
02.65 | MyHHIIUTIaJIEHOE 33JJaHHE [ToctrosaHO | [J0 3amMeHBbI
HOBBIMU
02.66 | HopmMaTtuBHBIE JOKYMEHTBI [ToctosuHo | [l0o 3amMeHBbI
HOBBIMU
02.67 | KauecTBO 3HAHUH [Toctrosuno | [0 3ameHbI
HOBBIMU
03. Kaapsl
03.01 | IIpukazsr nupextopa OO 10 INYHOMY COCTaBY 75 ner
(opurunHa) (ct. 196)
03.02 | Kaura npukaszo gupekropa OO 1o JU4HOMY COCTaBy 75 ner
(ct. 196)
03.03 | JIuunble ena COTPYIHUKOB IITKOJIBI 75 ner
(ct. 498B)
03.04 | JInunbie kaprouku (¢. T-2) 75 ner
(ct. 504)
03.05 | JokymenTsl no nepexoay Ha DTK Ha nepuop
JEUCTBUSA
03.06 | TpynoBble KHHKKH Jo
BOCTpeOoBa
Hud unm 50
JIeT 1oce
yxofa ¢
paboThI
(ct. 524)
03.07 |Kaura yueTa IBUKEHUS TPYAOBbIX KHUKEK U ITocrostHHO

BKJIQIBIIIIEH K HUM

(cT. 5264a)




03.08 | JJoKyMeHTBI MO aTTeCTAllUH MeIArorH4eCKuX 75 ner XpassTcs B
pabotaukoB OO (ITnanbl, MPOTOKOIBI, XapaKTEPUCTUKU (ct. 635) COCTaBe
u ap.) JUYHOTO Jena
03.09 | ATTecTallMOHHBIN JIUCT 75 ner XpaHurcs B
cocTaBe
JMYHOTO JIeNa
03.10 | TpynoBsie 1O0rOBOpHI XpassTcs B
cocTaBe
JMYHOTO JeNa
03.11 | XKypnau peructpauuu TpyHdOBBIX JOTOBOPOB ITocrostHHO
03.12 | IokyMeHTBI 10 IEPCOHAIbHBIM JaHHBIM Ha nepuon | IIpn Hanuuun
NEeUCTBUS
03.13 | ITpodcrangapTsr Ha nepuon | [1pu Hanmaun
JNEUCTBUSA
03.14 | Akt npoBepok [1D [TocTosiHHO
03.15 |IlItarHOE pacnucaHue 75 ner
04. byxraarepus
04.01 | TapucdukanmoHHbIe CIUCKU TIEIarOrMueCKUX 25 net
paborHukoB OY (ct. 391)
04.02 | Tabenu pabodero BpeMeHH 1 ron
(ct. 377)
04.03 | JIokyMEHTBI 1O paclpeaeICHUI0 CTUMYIUPYIOIIHNX 1 ron
BBIIUIAT
04.04 |Onnara Tpyna [ToctosiHHO
05. Xo3siiicTBeHHas1 YaCTh
05.01 | IHBEeHTapHBIE ONKCH, CIMYUTEIIBHBIE BEIOMOCTH y4eTa 3 roma [Ipn
UMYyLIeCTBa 00Pa30BaTEIbHOIO YUPEKICHUS 3aBEpUICHUH
peBU3HH
05.02 | Knaura ydera X035MCTBEHHOTO UMYIIIECTBA U MaTepuaoB 3 roga [Ipu
(ct. 1057) | 3aBepuieHun
peBU3NH
05.03 | AKTBI IpueMa, cJlauu ¥ CIIMCAHUS UMYILECTBA 3 rona [Ipn
(ct. 1063) | 3aBepiieHn
peBU3HH
05.04 | Texuuueckue nacrnopTa Ha IPUOOPHI U 00OPYIOBaHUE 10 ner IIpu
(ct. 1854) |3aBepuieHun
peBU3NH
05.05 | ®uHaHCOBO — XO3SIICTBEHHAsI JEATEIBHOCTh [To mepe
3aMEHBbI
06. OT u BXK/I
06.01 | HopmatuBHO- paBOBbIE JOKYMEHTHI IO OXpaHe Tpyaa Ha nepuop
JEUCTBUSA
06.02 | Bxoasmast 1oKyMeHTauus Ha nepuon




IEUCTBUS

06.03 | [Tpukassl 1o mKosie (MCXOAsIIast TOKyM. ) 3 roma
06.04 | Uuctpyxkiuu o OT, BXK/] 3r, 5 ner,
10 Mepe
Heo0XouM
OCTH
06.05 | AkTBI H/C C paOOTHHKAMU 45 ner [Toct
aKThl MuHnTpyna
457erT, Ne73
0124.10.02r.
mpod.-75  |u.6¢ct. 230 M 4.
et 2¢1.230.1 TK
PO
n.33I1ocr.
[IpaB. P®
Ne967 ot
15.12.2000r.
06.06 | ITpoTOKOIBI, AKTHI 5 ner
06.07 | [InanupoBanme pabOTHI 5 ner
06.08 |IIpennucanus 3 roma
06.09 | O6yuenue Sner
06.10 | HecuacTHbie ciydan ¢ 00y4arOIIUMUCS 45 net(yu.), | 4. 6 cT. 230, 4.
45 2 ct.230.1 TK
net(npous.) | PD
06.11 | DnmexrpobesonacHocTh (1 Tp. momycka) Ho
MUHOBaHHS
Cpoka
HaJI00HOCTH
06.12 | Iadopmariyst 0 BHIIOTHEHUU 5 nmer
06.13 | ITacrropTa (aHTUTEPPOPUCTUIECKUMA, KOMIUICKCHOM MOCTOSIHHO
0€30IMMacHOCTH, OE30TTACHOCTH JIOPOKHOTO JIBHIKCHHS )
06.14 | KonnekTuBHBIN JOTOBOP, comtamenus mo OT Ho
MUHOBaHHUS
Cpoka
HaJ00HOCTH
06.15 | CienmasibHast OlIeHKa pabounuX MECT 45 et
06.16 | JomxnocTtHbIe 00s13aHHOCTH 10 OT Ha nepuon
JEUCTBUSA
06.17 |IIporpaMMbl HHCTPYKTaKeN 5 nmer
06.18 | [Tonoxxenus 5 ner
06.19 | lononuenue k Tpyrosomy porosopy (OT)
06.20 | Kypnan peructpaiii HHCTPYKTaKel 00ydaroIIuxcs Ha nepuon
IEUCTBUS
06.21 | KypnHansl perucTpaliii MHCTPYKTaXeH 00yUJaromuxcs Ha nepuog
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Ha 3aHATUSAX 10 npeameram ((u3nka, OMOJIOTHS, XUMUS, JNEUCTBUSA
uHpOpMaTHKa, GU3KYIBTYpa, TEXHOIOTHS)
06.22 | )KypHaa HHCTPYKTa)Ka COMPOBOKAAIONMINX TPH Ha nepuop
OpraHMU3aly TyPUCTUYECKUX, CHOPTUBHBIX U IPYTHX JercTBUs
BHEKJIACCHBIX MEPOIIPUATUI
06.23 | XKypHasn y4era BbIJIaudl MHCTPYKIHI 110 6€301M1acHOCTH Ha nepuon
JUTs1 OOy YaIOIIAXCST NENCTBUA
06.24 | Kypnai peructpanuy HECYaCTHBIX CIIy4aeB C Jo 3ameHBbI
00y4JaroMMHCs HOBBIMH
06.25 | XKypnan peructpaiii BBOIHOIO HHCTPYKTaxa JJIst o 3ameHbI
COTPYIHUKOB HOBBIMU
06.26 | Kypnai yuera npoBeACHUS 3aHATUN IO IPaKAAHCKON Jlo 3ameHBbI
obopoHne HOBBIMU
06.27 | KypHan uHCTpyKTaka 10 aHTUTEPPOPUCTHUUECKOM o 3ameHbI
3aIUIIEHHOCTU U IPaKJaHCKON 000pOHe HOBBIMU
06.28 | Kypnai yuera HHCTpYKTakel 11O MOKapHOI o 3ameHBbI
0€301acHOCTH
06.29 | KypHan ydyera OrHETyLIUTEICH o 3amenbl
HOBBIMU
06.30 | XKypnan yyeTa NepBUYHBIX CPEICTB MOKAPOTYLIEHUS Ha nepuon
JIEUCTBUS
06.31 | Kypnan peructpamnui HHCTpyKTaka Ha pabodyeM MecTe o 3ameHnbl
HOBBIMU
06.32 | KypHan ydyeta MTHCTPYKIIHI MO OXpaHe Tpyaa o 3ameHnbI
HOBBIMU
06.33 | )KypHassl TpeXCTyNEHYaTOr0 KOHTPOJIS 32 COCTOSTHUEM Ha nepuog
OXpaHbI Tpyza JEeNCTBUS
06.34 | XKXypnan o011eCTBEHHOTO KOHTPOJIA 10 OXPaHe TpyAa Ha nepuop
JNEUCTBUSA
06.35 | Kypnan ydyera TpaBMaru3ma COTPYJTHHKOB o 3ameHnbl
HOBBIMU
06.36 | KypHan peructpanuu pe3yinbTaTroB HCIIBITAHUN Ha nepuog
CIIOPTUBHOTO MHBEHTAPs, 000PYIOBaHUS U NeNcTBUS
BEHTWISALMOHHBIX YCTPONUCTB
06.37 | bpakepakHbIH )KypHai Ha nepuon
NENCTBUSA
07. budnnorexa
07.01 | JoxymeHTapHOE obecrieueHne MMOCTOSTHHO
07.02 | I1nan paboTsl OUOINOTEKH 5 ner
VYueTHas JOKyMEHTALU:
07.03 | IHBeHTapHast KHUTa; MIOCTOSIHHO
Kuura cymmaphoro yyera 6ubnuorednoro ¢poHaa 10
(yueOHOM 1 XyI0’)KeCTBEHHOM JINTEPaATypPhl); JTUKBUIAIN




n

OoubnuoTeKu
Haknanneie; 3 roma
AndaBUTHBIN KaTaIOT; MIOCTOSIHHO
Kaproreka yueta HeTpaAULIMOHHBIX HOCUTENEH 10 MOTYT OBITh
uH(pOpMaI; JTUKBUJAIY | YHHUTOXKECHBI
u nociie
OMONHMOTEKY | CIICAHUS C
WHBEHTaps
Terpaas O€3MHBEHTAPHOTO yUyeTa JIUTEPATYPHI 5 ner
(OpomurtopHBIi GOHM);
Kypnain ydera u3ganuii, He MOAJIEKAIIUX 3aUCH B MOCTOSIHHO
WHBEHTApHYIO KHUTY;
07.04 | JoxyMeHTHI yueTa U KOHTpouIs yueOHoro (hoHaa MOCTOSTHHO
XKypnain Bbl1aun yueOHUKOB 3 roma
Kaproteka yueOHHUKOB 10 MOTYT OBITh
JUKBUAAIM | YHUUTOXKECHBI
u nociie
OMOIMOTEKY | CIIMCAHUS C
UHBEHTapsI
07.05 | JaeBHUK paOOTHI IIKOIBHON OUOIMOTEKH 3 roma
07.06 | Kaproreka hopMynsipoB yutarenei 1 ron nocine
MO3BpaIlEHUs
KHUT 110
TaHHOMY
dopmyisipy
07.07 | JoxyMeHTHI (OTYETHI, HHPOPMAIIHS, TaHHBIE), MOCTOSIHHO
MIPeI0CTaBIIEMbIE 110 3alIPOCaM OPraHOB YIPaBICHUS
07.08 | Oxpana Tpyna 5 ner
08. MenuuuHCKas 4acTh
08.01 | MeauuuHckue (amOysaTopHbIe) KapThl 00y4atOLIHXCsI 5 nmer ITocne
(ct. 7035) | BBIOBITHSA U3
00
08.02 | JlokyMeHTHI (TUT1aHbl, CIIPABKHU, KAPTOYKH, CIIUCKH, 3 rona
rpaduKy, epenucka 1 ap.) 0 MepUOIUIECKUX (ct. 691)
MEAUIMHCKUX OCMOTpax U MPUBHUBKaX 00y4YaroUIuXcs
08.03 | XKypnan peructpani MEAULIMHCKON MTOMOIILIH, Ha nepuon
OKa3BaeMoOM BO BpeMsi 00pa30BaTebHOTO Ipoliecca NEeNCTBUA

08.04

}KypHan yueTa MCAUKAMCHTOB B alITCUKEC
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