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MOJIOKEHHUE IO BEJEHUIO JEJTOBOM TOKYMEHTAIIAU
B MyHMIIMIIAJILHOM 0I0/IZKETHOM 00111€00pa30BaTeIbHOM y4pe:KIeHU U
ropoaa Kepuu Pecnnyosimkn Kpbim «CniennanusupoBannas mkosa Nel
¢ yriry0J1eHHbIM U3y4YeHUeM AaHIJIMIiCKOro si3bika uMeHu Bosnoau Jlyonnunna»

1. OO01ue MoJI0KEeHUA

1.1. TlonoxkeHue mno BEOCHUIO MAEJIOBOW JOKYMEHTauuud B MyHUIUNAIBHOM OIOPKETHOM
o01eoOpazoBaTeibHOM yupexaeHuu ropoaa Kepun Pecnyonmku Kpeim «CriennanuszupoBaHHas
mikosia Nel ¢ yrimyOneHHbIM H3ydeHHUEM aHTJIMICKOTO si3blka MMeHH Bonoau [lyoununa» (nanee
— Ionoxxenue) pazpaboTaHO B COOTBETCTBUU CO CIEAYIOIIMMU HOPMATUBHBIMU JJOKYMEHTaMHU:

- OenepanbHbiM  3akOHOM 0T 29.12.2012 Ne 273-®3 «0O6 o0pa3oBaHuu B
Poccuiickoit @enepanun»;
- ®enepanbHbiM 3aKOHOM OT 27.07.2006 Nel152-®3 «O nepcoHambHBIX JAHHBIX);

- 3akonom PecrryOommuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6 o6pazoBanuun
B PecniyGmnke Kpbimy;

- npukazoM defepanbHOrO AareHTCTBAa MO TEXHUYECKOMY pETyJIUPOBAHHUIO U
METPOJIOTUM MMUHHUCTEpCTBA MNPOMBIIIJICHHOCTH W TOproBin Poccuiickoir ®enepauuu OT
08.12.2016 Ne2004-ct «O0 yTBEepXICHUH HAIIMOHATLHOTO cTaHmapTa Poccuiickoit deneparumn»;

- npukazoM @DenepalibHOrO areHTCTBa IO TEXHHUYECKOMY PpEeryIupOBaHUI0 U
METPOJIOTMM MMUHHUCTEpCTBA MNPOMBIIIICHHOCTH W ToproBin Poccuiickoir ®enepauuu OT
14.05.2018 Ne 244-ct «O06 yTBEpKJIeHUH U3MEHEHHS K HAITMOHAIIBHOMY cTaHAapTy Poccuiickoit
denepanuny;

- npukazom denepanbHoro apxupHoro arenrcrtBa oT 20.12.2019 r. Ne236 «O06
yrBepkaeHuH [lepedHs THUIMOBBIX YIPABIEHYECKUX APXUBHBIX JIOKYMEHTOB, OOpa3yOIIUXCS B
MpoLecce AEATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpAaBICHUS U
OpraHu3aIyii, ¢ ykazaHHEM CPOKOB MX XPaHEHUSD;

- npukazoM MunucrepctBa mnpocsemenuss CCCP ot 30.12.1980 Nel76 «O
BBeneHuu B JaeiictBue IlepeuHss JOKYMEHTOB CO CpoKaMu XpaHeHus MuHHCTEepCTBa
npocsenieHuss CCCP, oprasos, yupexaeHuil, OpraHu3alnil CUCTEMBbI IPOCBEILICHUS».
PekoMeHgamy ycraHaBiIMBaIOT OO0IIMe TpeOOBaHUS K BEJICHUIO JIEJIOBOM JIOKYMEHTAIlUU B
oOpa3oBaTenbHbIX opranuzanusx Pecnyonuku Kpbim.

[Ipumenenne PexoMeHpanuii JOKHO CHOCOOCTBOBATH (DOPMHUPOBAHHIO O(UIIMATHHO-
JIEIIOBOTO CTHJISL JIOKYMEHTOB, COKpAIEHUIO 3aTpaT TPyAa M CPEJCTB B MPOILECCE CO3MaHUs
JOKYMEHTOB.

PexoMenganmu pacipoCTpaHsAIOTCs Ha OPraHU3AIHI0 padOThl ¢ TOKyMEHTAMHU HE3aBUCHMO
OT BHMJA  HOCHUTENs, B TOM  YHCJIE€  DJJIEKTPOHHBIMM  JIOKYMEHTaMH,  BKJIIOYas
MOATOTOBKY, 00pabOTKy, XpaHEHHE U WCIOJIb30BaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIX C
MpUMEHEHHEeM UH()OPMAIIMOHHBIX TEXHOJIOTHH.
OcobenHocTu pabOTHl C JOKYMEHTAMH, COAEpKAIMUMU KOH(PHUIESHIIUAIBHYIO WHOOPMAIIUIO
(cmykeOHYI0 M HHYIO TailHy, TNEepCOHAIbHBIE JIaHHBIC), PETYIHPYIOTCS CHEIHATbHBIMU
HOPMATUBHBIMH aKTaMW (MHCTPYKIMSIMH, TIOJOKEHUSIMH, TPABUIAMH), YTBEPIKIAaEMbIMHU



PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3aIty.
OTBETCTBEHHOCTh 32 OPTraHU3aAIMI0 M COCTOSHHE JENONPOU3BOACTBA B 00pa30BaTEIbHOM
OpraHu3aluy HECET PYKOBOJUTENb, KOTOPBII:
- Ha ocHOBaHMM Pexomenmauumii paspabaTeiBaeT W yTBepkKAaeT WHCTPYKIHIO TIO

JIeTIOTIPOU3BOACTBY M HOMEHKJIATYPY A€ 00pa3oBaTeIbHON OpraHu3alny;

- KOHTpOJupyeT coOmofeHne TpeOOBaHWUN  YTBEPKIECHHOW B  00pazoBaTeIbHON
opranuzanuu MHCTpYKIMK 1O BEJCHUIO JIETIOBOM TOKYMEHTALINH;

- IPOBOJIUT MPOBEPKY COCTOSIHUS JCTONPOU3BOJICTBA;

- o0ecreunBaeT METOINYECKOE PYKOBOJACTBO, MHCTPYKTAX M KOHTPOJIb 33 COONIOJICHHEM
YCTaHOBJIEHHOTO TIOPsIIKA Pa0OTHI C TIOKYMEHTAMHU;

- MHUIMHAPYET MOBBIIICHUE KBATH(PUKAUU paOOTHUKOB IO BOTIPOCAM IO POU3BO/ICTBA;

- YIIOCTOBEPSET MOANHUCHIO U MEYaThI0 JOKYMEHTHI.
HenocpenctBeHHO BeneT JeNONPOU3BOACTBO B 00pa30BATENBHON OpPraHM3allMU CEKpPeTaph
U (WIM) OTBETCTBEHHBIM 3a BEJIEHHE JEIONPOM3BOJACTBA (Jajee — CeKperapb), KOTOPBIN
Ha3HAYaeTCs MPUKA30M PYKOBOJHUTENSI 00pa30BaTEIbHON OpraHu3ainy.

Cexkperapb B COOTBETCTBHH C BO3JIO)KCHHBIMU Ha HETO 3a/1a4aMU:

- OCYIIECTBIISICT PETUCTPAITUIO M YUET TOKYMEHTOB;

- OpraHu3yer JOKyMEHT0000poT, (GOpMUPOBAHUE JIEJI, UX XPAHEHHUE;

- OCYIIECTBIISIET TEKYIIHI KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM H TIPOXOXKICHUEM
JOKYMEHTOB 00pa30oBaTeIbHON OpraHU3aIny;

- o0ecrieunBaeT COONIOACHWE EOUHBIX TpPeOOBAaHMI MO TOATOTOBKE JIOKYMEHTOB W
opraHu3zaiuu paboThl ¢ HUMH B YCIOBHUSX JIEKTPOHHOTO JOKYMEHTO000POTa;

- obo6maer nHpopmaIuo 06 o0beMax TOKyMEHTO000POTa;

- opraHu3zyeT (QOpPMHpPOBaHHWE W XpaHEHHWE JJHOKyMEHTallMOHHOTO (oHma u ero
HCI0JIb30BaHUE.

OO6pazoBarenbHas OpraHu3alys BIpaBe NPUMEHSITh B CBOCH 1eATEIbHOCTH AJIEKTPOHHBIN
JOKYMEHTOOOOpOT, KOTOpBIA MpeaycMaTpUBaeT CO3[JaHHe, MOJAMUCAaHUE, HCIOJIb30BaHUE H
XpaHEHHe JOKYMEHTOB, CBSI3aHHBIX C JEATEIbHOCTBbIO OOpa30BaTENbHOM OpraHu3aluy, B
JNIEKTPOHHOM BHE Oe3 ayOiaupoBaHuss Ha OymMakHOM Hocutene. PemeHue o BBeACHHH
AIIEKTPOHHOTO  JOKYMEHTOO0OOpOTa M  TOPSAIOK €ro  OCYIIECTBIEHHUS  YTBEPKIAIOTCS
0o0pa3oBaTeNIbHOM OpraHu3alreil Mo COrIacOBaHUIO C €€ YUPEAUTEIEM.

Bes nenoBas noKyMeHTalMs XpaHUTCS B CHELUMATbHO OOOPYIOBAHHBIX MOMEIICHHUSIX,
mkadax wuiam ceidax c¢ cobmomeHueMm TpeboBanuit denepanpbHOoro 3akoHa Poccuiickoi
®enepanun ot 27.07.2006 No 152-D3 «O nepcoHaIbHbIX JaHHBIX).

PaGortath ¢ JoOKyMEeHTaMU BHE CIY>KEOHBIX TOMEIIEHUI 3ampeniaeTcs.

2. JlokyMeHTHI 00pa30BaTeIbHOI OpPraHu3anuu.

PYKOBOI[I/ITCJ'IL O6pa3OBaTeHBHOﬁ OopraHu3aivi HWJIWM JHUOO, HCIIOJHAIOMCE Cro
065133HHOCTI/I, HU34acT TIIpUKa3bl, HWHCTPYKUOWUH, IpaBuiia, IIOJOXKCHUA, 00s13aTeNIbHEIE JJIA
HUCIIOJIHCHUA BCECMU pa6OTHI/IKaMI/I.

Xona O6CY)KI[CHI/IH BOIIPOCOB Ha 3aCCIaHuAX KOJUICTHAJIBbHBIX OPraHoB, COBCTOB,
CO6paHI/I$IX, COBCIIAHUAX U pCIICHUA, IPUHUMACMbBIC HAa HUX, (bHKCI/Ipy}OTCH B IIPOTOKOJIAX.

I[J'Iﬂ OCYIICCTBJICHUA OIICPATUBHBIX CBs3EH C APYTrUMHU OpraHu3aludaMu U I'paXJaHaMH
HCIIOJIb3YIOTCS TAKHE q)OpMBI, KakK nmucbMa, q)aKCBI, TCJICTpAMMBI, Teﬂe(l)OHOl"paMMLI.

I[J'Iﬂ OCYIICCTBJICHHUA ITpHUEMA, YBOJIbHCHUA, IICPCMCIICHUSA pa6OTHI/IKOB, npeaoCTaBJICHUSA
UM OTITYCKOB Oq)OpMJ'I}IIOTCH TPYAOBBIC JOTOBOPLI, IMIPHUKA3BI 11O JIMYHOMY COCTAaBYy, 3asBJICHUA,
TPYHAOBBIC KHUKXKH, JIMIHBIC KAPTOYKHU U IP.

Y4eOHo-negarornyeckas J0KyMeHTal M.
YyeOHasi AOKyMEHTAIMsl — O5TO KOJMYECTBEHHAass M KA4eCTBEHHAs XapaKTePUCTHKU
COCTOSTHUS Y4eOHOM, METOTUIECKOM 1 BOCIIUTATENILHOW paboThl 00pa3oBaTeIbHON OPraHU3AIIHH.



[Memarornyeckue paOOTHHKK TIpU peau3aliil OCHOBHBIX OO0IIE00pa30BaTEeIbHBIX
IpOrpamMM OCYILECTBIISIOT TOATOTOBKY CIEAYIOUIeH JOKyMeHTauuu (rpuka3 MuHHCTEpCTBA
npocsemenus: Poccuiickoit @eneparmu ot 21.07.2022 No 582 «OO6 yTBepkA€HUH TEepeUHS
JOKYMEHTAIIMH, IMOJArOTOBKA KOTOPOW OCYIIECTBISIETCS IEAarorMYecKUMH pabOTHUKAMHU TpU
peanm3aIi 0CHOBHBIX 00II€00pa30BaTeIbHBIX MPOTPAMMY):

- paboyas mporpamma y4eOHOTO IMpenMeTa, y4eOHOro Kypca (B TOM YUCIIe BHEYPOUHOU
JEATeNbHOCTH), Y4eOHOTO MOJIYIIS;

- )KypHaJ y4eTa yCIeBaeMOCTH;

- OKypHal ~ BHEYPOYHOM  JESATENBHOCTH (A  TEeJaroruyeckux  pabOTHHKOB,
OCYILECTBIISIOLINX BHEYPOUHYIO JACATEIBHOCTD);

- TUTaH BOCTIMTATEIBHON PabOThI (ISl MEarorndeckux pabOTHUKOB, OCYIIECTBIISIONINX
(YHKITUH KJIIACCHOTO PYKOBOJUTEIIA);

- XapakTepucThKa Ha oOydaroierocs (1o 3ampocy).

[IkonbHBIE TOKYMEHTHI JOJDKHBI OQOPMIISITECS CBOEBPEMEHHO, YETKO, pa3doopumBo, 0e3
MOJTYMCTOK, TIOMAapOK, BBI3BIBAIOIINX COMHEHHUE B ITPABUILHOCTH BHECEHHBIX JTAHHBIX.

3anmucu B TOKYMEHTaX JOJDKHBI TPOM3BOJUTHCS IAPUKOBON PYyIKOI YEPHOTO I[BETA.

Ommbka, MOMyImIeHHas B TEKCTe WM IH(POBBIX TAHHBIX IOKYMEHTA, HCIPABISETCS
CIIEAYIOIUM 00pa3oM: OIKUOOYHbIE CI0BA WM HU(GPBI 3a4EPKUBAOTCS TaK, YTOOBI MOKHO OBLIO
MIPOYECTh 3aYEPKHYTOE, a CBEPXY, JIMOO PsIIOM, JTMOO Ha TOJSAX MHIIYTCS YTOYHEHHBIC JaHHBIC.
Bce BHeceHHBIE WCTpaBIICHUS JODKHBI OBITH OTOBOPEHBI W 3aBEPEHBI TOANMUCSIMH JTHII,
oQOpPMHUBIIMX JOKYMEHT. 3a JIOCTOBEPHOCTh CBEICHUH, COJCPKANIMXCS B JIOKYMEHTaX,
Ha/JIekamee uxX oQopMIICHHE HECYT OTBETCTBEHHOCTHh JIOJDKHOCTHBIE JHIA, TOANMCABIIHAE
JTOKYMEHT.

B cocraB mokyMeHTOB 00pa30BaTeIbHON OpPraHU3auy BXOIST:

- OpraHMu3aIMOHHbIE TOKYMEHTHI;

-yCTaB OpraHu3aluy;

- IOTOBOD C YUpeIUTENEeM;

- TIOJIO’KEHHMS O TOApa3AeNICHUsX (TIPU HATUINH);

- MPaBOYCTaHABJIMBAIOIINE TOKYMEHTHI,

- TOJKHOCTHBIE HHCTPYKIIUU COTPYAHUKOB;

- KOJUIEKTHUBHBIN JOTOBOD;

- IITATHOE PaCIUCaHUE;

- MpaBuJia BHYTPEHHETO TPYAOBOTO pacnopsiaka u Jp.

PacriopsinuTenbHbIe TOKYMEHTHI:

- IPUKa3bl;

- pacnopshKeHHUS;

- HMHCTPYKIUH U JIp.

NudopmanroHHo-cripaBoYHbIe JOKYMEHTHI:

- IPOTOKOJIBI;

- TIJIaHBI;

- OTYETHI;

- CTIPaBKH U Jp.

Bce xHUTHM M KypHaibl, KOTOpble BeAyTcs B OOpa30BaTeNIbHBIX OpraHU3alMsIX Ha
OyMa)KHBIX  HOCHTENSX, TOCTPAaHMYHO MPOHYMEPOBBIBAIOTCS, IPOIIHYPOBBIBAIOTCA U
MOJAMUCHIBAIOTCS  pykoBoauTeneM.  [loamuch — pykoBOAMTENsl  3aBepsercs  IMedaThio
00pa3oBaTesIbHON OpraHU3aIiH.

3. IIpaBuia opopmiieHHsI JOKYMEHTOB

OcHoBHbIe TpeOOBaHUS 110 0POPMIICHUIO TOKYMEHTOB.

JIOKyMEHTBI MOTYT cO3[aBaTbcs Ha OyMa)XHOM HOCHUTENE U B DJIEKTPOHHOH (opme c
COOJIIOJICHHEM YCTaHOBJICHHBIX MPaBMJI 0(hOPMIICHHUS TOKYMEHTOB.

IIpu co3manuM JOKyMeHTa Ha JBYX W OoJiee CTpaHUIAX BTOPYIO U IOCIEAYIOIIHNE



CTpaHUIbl HyMEPYIOT.

JlomyckaeTcst co3jaHue JOKYMEHTOB Ha JIMIIEBOM M 00OpOTHOMH cTopoHax jmcra. [lpu
JBYCTOPOHHEM CO3JIaHWUU JIOKyMEHTOB IIMPWHA JIEBOTO TOJS HA JIMIIEBOW CTOPOHE JIMCTA U
MIPABOTO MMOJISI HA 00OPOTHON CTOPOHE JINCTA JOKHBI OBITH PABHBI.

[IpenmodTuTeT-HBIMU TAPHUTYPAMH U pa3MepaMu MPUQPTOB ISl PEKBU3UTOB TOKYMEHTA
saBistroTest Ne12,13,14.

[Ipu cocraBineHnn TaOIUI] JOMYCKACTCS UCIIOJIb30BaHUE IMPUPTOB MEHBIITUX Pa3MEPOB.

AO3aIHbIi OTCTYI TEKCTa J0KyMeHTa - 1,25 cm.

3aroJIOBKM pas/esioB M TOJpa3[eoB MedaraioTcss ¢ ald3alHbIM  OTCTYIIOM WJIU
[EHTPUPYIOTCS T10 IUPHHE TEKCTA.

MHOTOCTPOYHBIC PEKBU3UTHI I€YATAOTCS Yepe3 OJWH MEKCTPOUHBIM HHTEPBAI,
COCTaBHBIC YaCTH PEKBU3UTOB OTACISIOTCS JOMOJHUTEIIEHBIM HHTEPBAJIOM.

TekcT nokymeHTa nevaraercs yepes3 1-1,5 MeXCTpOUHBIX UHTEpBaIa.

WNuTepBan Mexny OykBaMH B CJI0Bax - OOBIYHBIN.

WHTepBan MexIy CIIOBaMH - OJIMH MTPOOET.

TekcT moKyMeHTa BBIPAaBHUBACTCS MO IIMPUHE JMCTa (IO TPaHUIAM JICBOTO M MPABOTO
MoJiei TIOKyMEHTA).

HopmaTWBHBEIMU aKTaMH OpraHW3alid MOXET OBITh TPETYCMOTPEHO BBIJCIICHUE
PEKBU3UTOB «aJpecaTy, <«3arojioBOK K TEKCTy» WIH «IOAIHCh», a TakkKe OTACIbHBIX
(parMeHTOB TEKCTa MOJIY>KUPHBIM HIPU(TOM.

TekcT MOKyMeHTa JIOJDKEH OBITh HM3JIOKEH KPaTKO, TPAMOTHO, TIOHSITHO W OOBEKTHUBHO,
0e3 MoBTOpEHH U ynoTpedyieHus: cjoB ¥ 000pOTOB, KOTOPbIE HE HECYT CMBICIOBON Harpy3ku, U
JOJDKEH KacaThCsl TOTO BOMPOCA, KOTOPBIH cHOPMYITHpPOBaH B 3arojOBKE K TEKCTy. TeKCT
JOKyMeHTa Oo(opMIIsieTCs B BHJIE CIUIONTHOTO CBS3HOTO TEKCTa WM TAOJUIBI, WM ITyTEM
codeTaHus 3TuX Gopm.

TeKCThI CIOXKHBIX U OOJBIINX IO 00BEMY TOKYMEHTOB (JIOKJIabl, OTYETHI U T..) ACIATCS
Ha pas3fielibl, MOoApa3/ieNbl, MyHKTbI, HOAMYHKTHI. [IyHKTBI ¥ MOANYHKTHI B TEKCT€ HyMEpPYIOTCS
apabckumu 1udpamMu ¢ TOUKOM.

[Tpumep -

1.

1.1.

2.

2.1.

JloKkyMeHTBI, KaK mpaBuiio, opopMIISIOTCS Ha OlaHKax 0Opa3oBaTeIbHON OpraHU3aluu,
MMEIOT YCTAaHOBJICHHBI KOMILJIEKC OO0S3aTeIbHBIX PEKBU3UTOB W CTAOWJIBHBIA MOPSIAOK HX
PacroJIOKEHUS.

brnanku KaXJIoro BHJA HW3rOTABIMBAIOTCA Ha OCHOBE YIJIOBOIO HIIM MPOJIOJIBHOTO
pa3MenieHs] pEeKBU3UTOB.

PexkBU3UTHI 3arosioBka pasMenaroTcsl HEHTPUPYEMBIM (HA4Yallo M KOHEIl KaKJOW CTPOKH
PEKBHU3UTA PABHO yJAICHBI OT TPAHUI] 30HBI PACTIONOKEHHUS PEKBU3UTOB) WM YIIIOBBIM (Kaxaas
CTpOKa PEKBU3UTA HAUMHACTCS OT JIEBOW I'PAHUIIBI 30HBI PACTIOJIOKEHHS PEKBU3UTOB) CLIOCOOOM.

Jlyis u3roToBiieHus: OJaHKOB MCHOJNB3YIOTCS JUCTHI Oymaru ¢opmara A4 (210 x 297 mm) u
A5 (210 x 148 MUILTUMETPOB).

Kaxxnpiii muct gokymeHnTta, oOpMIICHHBIN Kak Ha OllaHke, Tak ¥ 0e3 Hero, JOJKeH UMETh
TOJISI HE MEHEe, MM:

nesoe - 20;

npasoe - 10;

BepxHee- 20;

HuKHee - 20.

JIOKyMeHTBI JUIUTENbHBIX (CBBIMIE 10 JeT) CPOKOB XpaHEHHS TOJKHBI UMETh JIEBOE TIOJIE HE
MeHee 30 mm.

Od¢opmiieHne peKBU3UTOB JOKYMEHTOB.



ABTOp 10KYMEHTOB.

HanmenoBanue oOpa3oBaTebHON OpraHU3allMK YKa3bIBAETCS B TOUHOM COOTBETCTBHH C
yctaBoM oOpa3oBarenbHOM opranuzanuu. COKpalleHHOE€ HAaMMEHOBAHHE IIOMEIIAeTCs IO
MOJIHBIM HAMMEHOBAHUEM B CKOOKaX.

HaumeHoBaHMe CTPYKTYpPHOI'O MOApA3JEIIEHUs — aBTOpAa JOKYMEHTa HCIOJIb3YeTCs B
OnmaHkKax muceM M OJaHKaxX KOHKPETHBIX BUAOB JOKYMEHTOB M YKa3bIBACTCA IO TOJHBIM H
COKpAILEHHbIM HAUMEHOBAHUSMH 00pa30BaTEIbHON OPraHn3alHuH.

HaumeHoBaHue nODKHOCTH JMIla — aBTOpa JOKYMEHTa HCHOJIb3yeTcss B OJiaHKax
JOJKHOCTHBIX JIML ¥ PACIIOJIaraeTcs 1oji HAMMEHOBAHUEM 00pa30BaTENIbHOM OpraHu3aluu.

HaumenoBanue NOKHOCTH JIMIa — aBTOpa JIOKYMEHTA YKa3bIBAE€TCS B COOTBETCTBHU C
HauMEHOBaHHUEM, IPUBEICHHBIM B PAaCHIOPSAUTEILHOM JIOKYMEHTE O Ha3HAUE€HUH Ha JOJDKHOCTD.

CnpaBouHble JaHHbIe 00 00pa30BaTeJIbHOI OpraHu3anuHu.

CripaBouHbIe JaHHblE 00 OpraHu3alMy YKa3bIBalOTCA B OJaHKaX MHUCEM U BKIHOYAIOT:
aapec, Homep TenedoHa, ¢pakc, aapec dIEKTPOHHOM TOUTHI, ceTeBoi anpec, a Takke OKIIO,
OI'PH, MHH wu KIIIT opranuzammu.

HanmeHoBaHMe BH/IA JOKYMEHTA.

HaumenoBanue BuAa J[JOKYMEHTa, COCTaBJIECHHOIO OpraHu3anued, JOJDKHO ObITh
OTIPEJIENIEHO yCTaBOM (TOJ0XKEHUEM) M JOJDKHO COOTBETCTBOBAaTH HAaWMEHOBAHMSIM BHJOB
JNOKYMEHTOB, npenycMoTrpeHHbIM OKVY/I: akt, cmpaBka, 3amucka, CBOJAKA, OT3bIB, MPOTOKOI,
CIMCOK, U3BeHleHWe u JAp. PacnopsauTenbHble TOKYMEHTBl OpraHU3allMd  HM3JAKTCA  CO
CJIEIYIOLIMMH HA3BAHUSIMU: IIPUKA3, PACIIOPSKEHHUE.

HanmenoBanue Bua 1 pa3sHOBUAHOCTH JOKYMEHTA HE YKA3bIBAETCS B MHUChbMaX.

HaumeHoBaHMe BuAa JOKYMEHTa II€YaTaeTCsl MPONUCHBIMH OYKBaMHU IOJIyKUPHBIM
mpudTOM.

Jdara noxkymenra.

Jlata 1OKyMeHTa COOTBETCTBYET JaTe MOANHCaHUs (YTBEPKICHHS) TOKYMEHTa WU J1aTe
COOBITHS, 3aUKCUPOBAHHOTO B TOKYMEHTE:
apabckumu mudpamu, pasaeneHabIME Toukoi: 05.06.2021; croBecHO-IIUGPOBBIM CIIOCOOOM: 5
ntoHs 2021 r.

B Tekctax DOKYMEHTOB, COJIEpKallMX CCHUIKM Ha HOPMATHUBHBIE IPABOBBIC aKThl, U
JOKYMEHTOB, COJAEpKAIllUX CBeIeHUs (UHAHCOBOTO XapakTepa, HIPHUMEHSIETCS CJIOBECHO
uudpoBoi cnocod ykazaHus aaT 06e3 MpocTaBiIeHUs HyJs B 0003HAUYEHUHU JHS MECSIa, €ClId OH
coaepxuT onuy mudpy: 3 anpens 2021 ronqa.

Pasperiaercs mpuUMeHSITh CIOBO «TO)» B COKPAIICHHOM BapHAHTE «I»: 1 wurons
2021 r.

I'pu¢ orpannyeHus 0CTYNA K JOKYMEHTY.

[IpocraBnsiercss B MpaBOM BEpPXHEM YIIy NEPBOro JHCTa JOKyMeHTa (TpoeKTa
JOKYMEHTa, COMPOBOJUTENLHOTO NUChbMAa K JOKYMEHTY) Ha TpaHUIE BEPXHEro IMOJid IMpU
HAIMYUU B JIOKyMEHTe WH(GOpMallMK, AOCTYH K KOTOPOW OrpaHHuYeH B COOTBETCTBHU C
3akoHoarenbcTBOM  Poccuiickori  ®epepanmu. B cocraB  pekBU3MTAa  BKIIKOYAETCS
OTpaHMYUTENbHAS HaAmuch: «Jlng ciayxeOHOro monb3oBaHus», «KoHpUACHINATHHOY,
«lIIepconanpHbIE JTaHHBIC» WUIIU JP.

ITpumep -



ITepconajibHbIE JaHHBIE
pPadOTHHKOB
k3. Ne 1
MysunnunanbHoe 0r/1xeTHOe 001meoOpa3oBaTesibHoe yupexaeHue «lllkoaa Ne 1»
(MBOY Ulkoaa Ne 1)
LleHTp 10NM0JIHUTEIHLHOIO 00PAa30BAHMS
ITPUKA3
Bce Buabpl rpudoB orpaHuueHHs JOCTyNa K JTOKYMEHTAM 3aKPEIUISIOTCS B JIOKAJTBHBIX
aKTax o0pa30BaTEeNLHON OpraHU3aIUH.

PerucrpanuoHHblii HoMep 10KyMeHTA.

Peructpanmonnsiii Homep — uudpoBoe wunuM OykBeHHO-LU(poOBOE 0003HAYEHHE,
MIPUCBAaNBAEMOE JOKYMEHTY IIPU €ro PEruCTpaltu.

Peructpanus 1okymMeHTa IPOBOIUTCS MOCIE €r0 NOAMUCAHUS WIIN YTBEPKIACHUS.

JUis BHYTPEHHHUX JOKYMEHTOB — IMPHKA30B, MPOTOKOJOB — 3TO MOPSJIKOBBIII HOMEp B
npenenax KajleHAapHOTO Troja/ y4eOHOro roja Mo KaXIOMY BHUAY WIM Pa3HOBHIHOCTH
JOKYMEHTOB. B mpukazax perucTpalvOHHBIH HOMEpP MOXET JIOMOJHATHCS OyKBEHHBIM
MHJIEKCOM, 0003HaYaroIUM Pa3HOBUIHOCTH.

JI1s uCcXOo KX TOKYMEHTOB PErHCTPallMOHHBIM HOMEp COCTOMT U3:

1) mopsiAKOBOrOo HOMEpPA B MPEAEIaX MACCUBA OTHPABISIEMON KOPPECTIOHICHITUY;

2) uHEKCa Jiefia B COOTBETCTBUU C HOMEHKJIATYPO J1e71 00pa30BaTebHON OpraHU3aIliH.

PeructpanimoHHslii HOMEp JOKYMEHTa, COCTABJIEHHOIO COBMECTHO IByMs U 0Oosee
OpraHM3alUs MU, COCTOUT M3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXKIOW M3 3STHX
OpraHu3alHii, MPOCTaBISEMBIX Yepe3 KOCYIO UEPTY B MOPSIIKE YKa3aHUs aBTOPOB B JJOKYMEHTE.

Ccbuika HA perucTPANMOHHBIN HOMEP U AaTy JOKYMEHTA.

Ccbulka HaA pErUCTPAllMOHHBIA HOMEpP U JaTy [JOKyYMEHTa BKJIIOYaeT B cels
pErucTpaloOHHBII HOMEP U 1aTy JOKYMEHTa, Ha KOTOPBIi 10JKeH ObITh JaH OTBET.

Ccbuika Ha HOMEp W JaTy JOKYMEHTa HCIOJIb3yeTcsl Hpu OQOPMIICHHUU IIHCEM,
SIBJISIOIIMUXCSL OTBETAaMH Ha IMOCTYMNHBIIEe MUCHMO (3ampoc, mpockOy u np.). CBeneHus B
PEKBU3UT MEPEHOCATCS C IMOCTYMHMBIIET0 JOKYMEHTAa M COOTBETCTBYIOT PETUCTPALUOHHOMY
HOMEpPY U JaTe MOCTYNUBIIETO JOKYMEHTA.

OrpanuuurtensHas OTMETKa JUIsl JAHHOTO PEKBH3UTA IPOCTABISETCS B JIEBOM YacTH
OJlaHKa MUChMA TOJI PEKBU3UTOM «JIaTay» U «PETHCTPAIIMOHHBIN HOMEDP TOKYMEHTAaY.

Hanuuue nanHOro pexBU3HUTa UCKIIOYAET HEOOXOAMMOCTh YIIOMUHAHUS HOMEpa U JaThl
MOCTYIHUBIIET0 JOKYMEHTa B TEKCTE MHCbMa, UYTO OCBOOOXKIAET TEKCT OT CIPaBOYHOM
nHpopMaIuu.

MecTo cocTaB/ieHHs] WM U3aHUSI IOKYMEHTA.

Mecto  coctaBieHus  (M3gaHuMs) — JOKyMEHTa  yKa3blBaeTcs B JOKYMEHTaXx,
M3TrOTaBJIMBAEMbIX Ha OJJaHKAX KOHKPETHBIX BUIOB JJOKYMEHTOB.

Anpecar.

AnpecatamMu JIOKyMEHTa MOTYT OBITh IOpUAMYECKHE JIHMIA, UX CTPYKTYpHBIE
MOIpa3/IeNIeHUs U JODKHOCTHBIE JIUIA, a TaKkKe (GU3NIEeCcKHe TUIa.

PexBu3uT «agpecat» MpocTaBiseTcs B BepXHEH MpaBO 4acTU JOKyMEHTa (Ha OlaHKe ¢
YIJIOBBIM  PACHOJOXKEHHEM PEKBU3UTOB) WM CHpaBa IMOJ pPEKBU3UTaMH OnaHka (mpu
MPOJIOILHOM ~ PACTONIOKEHHH  PEeKBU3UTOB  Onanka). CTpOKM pEKBH3UTA  «ajpecaT»
BBIPABHUBAIOTCS T10 JIEBOMY KPalO WU HEHTPYIOTCS OTHOCUTEIBHO CAMOW JUIMHHOM CTPOKH.

Ecnu  nokymMeHT aapecoBaH HOPHAMYECKOMY JIMIy WIM €ro CTPYKTYpHOMY
MoJpa3elieHnto 0e3 yKa3aHWsl JOJDKHOCTHOTO JIMIIA, MX HAUMEHOBAHUS TPUBOJATCS B HMeE-
HUTEITLHOM NaJCKeE.



IIpumepsr
1. Munucrepcrso o6pasoBanus,
HAYKH M MOJIOJEKHA
Pecny0sinku Kpsim

2. MuuucrepcTBo 06pa3oBanms,
HAYKM U MoJiofie:ku PecnyOiimkn
Kpbsim
ynpagsJjieHue o01mero oopa3oBaHus

[louToBBIii  aapec  yKasplBaeTcs MPH  HANpaBICHUH  JOKYMEHTa  Pa30BBIM
KOPPECTIOH/ICHTAaM.

Ecimu nokyMeHT ajpecoBaH pyKOBOAMTEI0 IOPUIMYECKOTO JIMIIA UITH €T0 3aMECTUTEITIO,
HAaMEHOBAHHE FOPUIMYECKOTO JIMIAa BXOJHUT B COCTaB HAWMMEHOBAHUS MOJDKHOCTH ajpecarta,
KOTOPOE TPUBOJIUTCS B JATEIHHOM TaJeKe.

[Tpumep —

PykoBoauTtesio ®enepaabHOro

apXHMBHOI'0 areHTCTBA

®amuiua U.0.

Naunmansl craBaTcd mocjiae (amMMJIMH HE3aBUCUMO OT TOr0, KOMY aJpecOBaH
JAOKYMCHT — JOJDKHOCTHOMY JIMIY WJIN q)HSquCKOMy.

[Ipu agpecoBannM MUCbMa PYKOBOJIUTENIO CTPYKTYPHOTO MOAPA3ACICHUs YKa3bIBACTCS B
HUMCHHUTCIBHOM TMAaACKE HAMMCHOBAHUC OpraHvu3aliiyd, HHXE - B OAaTCIBHOM IMaJCKe
HAaMMCHOBAHUEC JOJDKHOCTH PYKOBOJMUTECIA, BKIHOYAKOIICEC HAWMCHOBAHUEC CTPYKTYPHOI'O
nojapasenenus, GpaMuIni, UHULAAIbL.

[Tpumep-

MuHucTepcTBO 00pa30oBaHusd,

HayKu 1 Mosoaexu Pecnyosmkn Kpbim
HavaapbHUKY ynpaBJjieHusi 0011ero o0pa3zoBaHust
®amuiaua U.0.

[Tepen damumnmelt JOHKHOCTHOTO JIMIA JOIYCKACTCS YIMOTPEONATh COKPALICHUE «T-HY»
(rocnoMHy), €CIU apecaT MY)KUnHA, WK «T-XKe» (TOCIIOXKeE), €CH a/ipecar KEHIIHA.

[Tpu paccpulke MOKyMEHTa TpYIE OpPraHW3alUi OJHOTO THUMA WIA B CTPYKTypHBIC
NOJpa3/eeHus OJHON OpraHu3aliHy, aJpecaT yKa3blBaeTcs 0000ICHHO.

B ogHOM OKyMEHTE HE AODKHO OBITH 00JIee YeThIpeX apecaToB.

[Tpu GospIIeM KOJIMYECTBE aJpecaToB COCTABIISETCS CIIUCOK (JIMCT, YKAa3aTellb) PaCChUIKH
JIOKYMEHTa, Ha KaX/JIOM JOKYMEHTE YKa3bIBAaeTCs OJHMH aJpecaT Wi aapecar odopmusercs
0000111eHHO.

B cocraB pekBu3uTa «Azpecart» MOXKET BXOAUTh IOYTOBBIM ajpec. DJIEMEHTHI
MIOYTOBOTO a/Ipeca YKa3bIBAIOTCS B TOCIIEIOBATEIBHOCTH, YCTAHOBICHHOH [IpaBuiaMu okazaHus
YCIIYT TOYTOBOM CBSI3U.

ITpumep -
Bcepoccuniickuii Hay4YHO-
HCC1e10BATeIbCKMIE HHCTUTYT
AOKYMEHTOBe/JeHUs U AaPXHUBHOIO J1eJ1a
IIpo¢coroznasn yu.,
. 82,
MockBa, 117393
B ciyyae otnpaBku JIOKyMEHTa (PU3HUECKOMY JIMILY YKa3bIBarOTCS: (haMHIIUs, WHUIIAAIGI,
MIOYTOBBIH ajpec: (ynuia, HOMEp JI0Ma U KBapTUPbI, HACEICHHBIN MYHKT, palloH, 00sacTh (Kpai,
pecry0imKa), HOYTOBBIA HHJIEKC).



IIpumep -
®amuausa U.0.
CapoBas yu., 1. 5, kB. 12,
r. DHCK, JHCKOH 00.1., 301264
[Ipu oTnpaBke muchbMa MO AJIEKTPOHHOW IMOYTE WIM MO (aKCUMUIBHON cBsizu (6e3
JOCBUIKM TIO TOYTE) MOYTOBBIA ajgpec He ykasbiBaercs. [Ipu HeoOXO0AMMOCTH MOXKET OBbITh
yKa3aH JJICKTPOHHBIN aapec (Homep Tenedona/pakca).
[Ipumep -

Bcepoccuiickuii Hay4YHo-
HCCJIeJ0BATEIbCKUI HHCTUTYT
JOKYMEHTOBE/IeHUS] M apXHUBHOIO0 JeJ1a
mail@vniidad.ru

I'pu¢ yrBep:xaeHuss J0KyMeHTA.

I'pud yrBepkaeHus mnpocTaBiseTcs Ha JOKYMEHTE B CIIy4ae €ro YTBEP)KICHHS
JOJKHOCTHBIM ~ JIMIIOM, pacHOpSAMTENbHBIM JOKYMEHTOM (IIpUKa3oM, paclopsDKEHUEM,
pelIeHueM).

I'pud yrBepkaeHus pasmeniaercs B MpaBOM BEPXHEM Iy MEPBOTO JHCTAa JOKYMEHTA.
CTpokn peKkBU3WTa BBIPABHUBAIOTCS MO JIEBOMY Kpar0 WM LEHTPYKOTCS OTHOCUTEIBHO CaMOU
JUIMHHOW CTPOKH.

[Ipu yTBepk/ieHUU IOKYMEHTa JOJDKHOCTHBIM JIMIIOM I'pU] YTBEPKICHHS COCTOUT M3
cnoBa YTBEPXJIAIO, HauMeHOBaHMS NOJDKHOCTH JIMIA, YTBEPKIAAIOLIErO JOKYMEHT, €ro
MOANNCH, HHUIIUAJIOB, (DaMUIIUU U JaThl YTBEPKICHUS.

[Tpumep -
YTBEPXIAIO
Jupexktop MBOY COLI Ne 1
IMoanmucer U.0. ®amuiausa
Hara

[Ipu yTBEepXKIEHUH JOKYMEHTa PACIOPSATUTEIBHBIM JOKYMEHTOM TpPHU(} YTBEPKIACHUS
coctout u3 cnoBa YTBEPXJIEH (YTBEPXJEHA, YTBEPXJEHbI nwiu YTBEPXIEHO),
COTJIACOBAHHOTO C HAMMEHOBAaHWEM BHJA, YTBEPXKIAEMOIO JIOKYMEHTAa, HAWMEHOBaHUS
pPacopsANTEIILHOTO IOKYMEHTAa B TBOPUTEIHHOM ITaJIEXKE, €r0 AaThl, HOMEpA.

ITpumepsl
1. (Ilopsamok) YTBEPXKJIEH
npukazom MBOY COII Nel
5 anpeas 2021 r. Ne 82
2. (TlpaBumna) YTBEPKIEHDBI

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

3. (ITomoxxenue)

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

IIpu npuHATHM (PAaCCMOTPEHHM) JOKYMEHTa KOJIJIETHAIBHBIM OpraHoM o0pa3oBaTeabHOM
OpraHu3aIiM, PeICHUsI KOTOPOTro (PUKCUPYIOTCS B MIPOTOKOJIE, B TpH(E MPUHATO (PACCMOTPEHO)



YKa3bIBACTCAd HAMMCHOBAHUC OpraHa, pCHICHUCM KOTOPOI'0 HNPHUHAT AOKYMCHT, JaTa WU HOMCP
MPOTOKOJIA (B CKOOKAX).
YTBEPIKIAIOIIETO JOKYMEHTA B TBOPUTEILHOM TaJIe)Ke, €ro JaThl, HOMEpa.

ITpumepsr
3. (lopsmox) NMPUHAT
nearoru4ecKuM COBeToM
(mpotoxoua ot 15.08.2021 Ne 12)
4. (IIpaBuna) IMPUHSITHI

Yupap/isouum coBeToM
(mporokoa ot 15.06.2021 Ne 8)
3. (IlonoxeHnue)
MNPUHATO
0o0mmM codpannemM padOTHUKOB
0o0pa3oBaTeIbHOI OpraHu3aluu
(mporoko.a 15.06.2021 r. Ne 83)
3aro/10BOK K TEKCTY.
3aroloBOK K TEKCTy BKIIOYaeT B ceOs KpaTKoe coJep)KaHWe JTOKYMEHTa, €r0 OCHOBHYIO
CMBICJIOBYIO Harpysky. 3aroyioBok gopmynupyercs ¢ npemioroM «O» («O06») m oTBe4yaeT Ha
BOIIPOC «O 4eM?»:
e 1mpuKa3 (0 yem?) 0 CO3JaHUH ATTECTAIIMOHHON KOMHUCCHH;
e 1mpuka3 (0 yem?) 00 yTBEpKJAECHUHU MITATHOTO PACIHCAHUS;
e mucbMO (0 ueM?) 0 MpeaoCTaBIEHUH HH(POPMALIHH.
3aroyIoBOK COCTaBIISIET UCIIOJIHUTENb JOKYMEHTA. 3arojOBOK K TEKCTY OQOpMIISIETCS O]
pEeKBU3UTaMH OJlaHKa CJieBa, OT TPaHMIIBI JIEBOTO MoJiA. Eciu TEeKCT JOKyMEHTa HE MPEBbIIIAET
YETBIPEX-TISITH CTPOK WK opopMIiieH Ha OsaHke ¢opmara AS, 3aroJIOBOK MOKHO HE YKa3bIBaTh.
3aroyioBOK JOKYMEHTa 3allMChIBAa€TCSl MPU €ro PperucTpaiud B COOTBETCTBYIOIINE
perucTpanroHHbie (OPMBI: KapTOUKy, 0a3y JTaHHBIX.

Tekcer 1oKyMeHTA.

TekcT IOKyMEHTa COCTaBIISIETCS HAa PYCCKOM SI3BIKE KaK TOCYIapCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu. TekcT MTOKyMEeHTa M3JaraeTcsi pyCCKUM JIUTEPATYPHBIM SI3BIKOM C
y4eToM ocoOeHHOcTel o(duIIMaIbHO-IeI0OBOr0 CTHIIS, BUIA JOKYMEHTa U €ro Ha3HAueHUsS B
yrpaBlieHYecKol aearenbHocTu. ConepikaHue JOKYMEHTa JOJDKHO OBbITh H3JIOKEHO KpPaTKo,
JIOTUYHO, TOYHO U SICHO.

TeKkcThl TOKYMEHTOB H3J1aratoTcs:

- oT 1-ro nMIa eAMHCTBEHHOTO YHMCIa B JOKyMEHTax (MpHKa3, paclopsbKeHue W T. 1.)
PYKOBOIUTEINS 00pa30BaTEIbHON OpraHu3aliy, JSHCTBYIONIEr0 Ha MPUHIIUIIAX eqMHOHAYaNus, a
TaKKe JOKYMEHTaX, aApeCOBaHHBIX PYKOBOJICTBY OpPraHU3alliU: MPUKA3bIBAIO... MOJATOTOBUTH U
MIPEJICTaBUTh HA PACCMOTPEHHE; MPOIIY PACCMOTPETh
BOMPOC 00 YCTAHOBJIEHUH JIbTOTHBIX Tapu(]OB...;

- 3-r0 NMIa €AMHCTBEHHOTO YMCJIa B JIOKYMEHTaX KOJUIETHMAJIbHBIX OPraHoB: KOMUCCHUS
peuunia...; OpraHu3alus He CYUTAET BOSMOKHBIM...;

- 1-ro nuua MHOKE€CTBEHHOI'O YMCIIa B COBMECTHBIX JIOKYMEHTAaX: MPOCUM MPEACTABUTH
JAHHBIE O...; IPEJICTABIIIEM Ha PACCMOTPEHHE U YTBEPKJICHHUE. .}

- 3-ro JuIa MHOXXECTBEHHOTO YHClIa B MPOTOKOJNAX: CIYIIAdd, BBICTYNHIIH,

MMOCTAHOBUJIH, PELINIIH.
B nokyMmeHTax, yCTaHABIMBAIOIIMX TpaBa M OOSI3aHHOCTH OpPraHU3allid, €€ CTPYKTYPHBIX
nojpasieNieHuii (MOJ0KeHHe, MHCTPYKIIHS), a TAaKKe COJCpIKAIIUX OMUCAHHE, OLICHKY (PaKTOB
WM BBIBOJBI (AKT, CIpaBKa), UCIONB3yeTcs (opma H3JI0KEHHS TEKCTa OT TPEThEro JIMIa
€IMHCTBEHHOTO WJIM MHOYXECTBEHHOTO uHMcia («OTHEN OCYIIECTBISET (YHKIUU», «B COCTaB
00BEAMHEHUS BXOIATY, «KKOMHUCCHSI YCTAaHOBUIIAY).



B Tekcre nmoxymeHTa, MOArOTOBICHHOTO HA OCHOBAHMM 3aKOHOATENbHBIX, HMHBIX HOPMaTHUBHBIX
MPaBOBBIX AKTOB, M3JaHHBIX OpraHaMy BJIACTU U YIpPaBJICHUS, JOKYMEHTOB, paHee W3JIaHHbBIX
OpraHoM BJIACTU — aBTOPOM JIOKYMEHTA, YKa3bIBae€TCsi HAMMEHOBAaHWE BHUAA JOKYMEHTAa,
HAaWMEHOBAHUE OpraHa, W3AABIIETO JOKYMEHT, JaTa MPUHSATUS WA YTBEPXKICHUS TOKYMEHTa,
€ro PErucTpallMOHHBIA HOMEp, a TakKXK€ 3arojlOBOK K TEKCTy HWJIM HaUMEHOBaHHUE BHUJA
JIOKyMEHTA.

IIpumepsl

«B cootBerctBHEM ¢ moctaHoBieHueM IIpaButenberBa ot 13.08.1997 Ne 1009 «O6
yrBepkIeHnH [IpaBuia MOArOTOBKM HOPMATHBHBIX IPABOBBIX aKTOB (elepalbHBIX OPraHOB
HCIIOJIHUTEJBHON BJIACTU U UX FOCYIaPCTBEHHON PErUCTpaLun»;

«B coorBerctBuM ¢ IlonokeHMeM O TOCTOSIHHO JEHCTBYIOLIEHM OKCIIEPTHOMU
KOMMCCHUH YUPEKICHUS, OPraHU3aluy, MIPEANPUITHs, YTBEPKACHHBIM IpUKa3oM Pocapxusa oT
19.01.1995 Ne 2...».

Ecnm TekCT conepXUT HECKOJIbKO MOPYUYEHUN, PEIIeHHH, BBHIBOJOB, B TEKCTE BBIJCIISIOTCS
paszenbl, MOapa3aeiibl, MyHKTHI, TOAIMTYHKTHI.
B Tekct nokymMeHTa MOTYT BKJIHOYAThCs (parMeHThl, O(QOPMIICHHBIC B BHJIE TAOMWIIBI WJIH
AHKETHI.
CtpaHuIbl TEKCTa HYMEPYIOTCS apaOCKUMU I dpamMu ToCepeIMHe BEPXHETO TOJIA.
B nmucemax ucnons3yior ciaeayromue GopMbl U3II0KECHHUS:
e OT MEPBOTO JIMIIAa MHOXECTBEHHOTO YHCla («ITPOCHM HAINpPaBHUTH», «HAIPaBJIsSEM Ha
PacCMOTpPEHHEY);
e TIEPBOrO JIMIIA €AMHCTBEHHOTO YHCTA («CUHUTAI0 HEOOXO0JUMBIMY, «IIPOIILY BBIJICIUTDY);
e TpeThero Jmma eauHcTBeHHOoTo unciaa («OO He Bospaxkaet», «OO cuuTaer
BO3MOKHBIM»).

OTMeTKa 0 NPUJIOKEHHUH.

OTMeTKa O MPWIOKEHUU COJAEPKUT CBEICHHS O JOKYMEHTE (IOKYMEHTAax), MPUIaraéMoM K
OCHOBHOMY JOKYMEHTY (B COIpPOBOJMTENBHBIX IMHCbMAaxX, MPETEH3USIX, aKTaX, CIpaBKax H
Ipyrux MHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTax) WM O TOM, YTO JOKYMEHT SBISIETCS
MIPUJIOKEHUEM K OCHOBHOMY JOKYMEHTY(B JOKYMEHTaX - MPUJIOKEHUSX K PacIOPSAUTEIbHBIM
JOKYMEHTaM, IMOJIOKEHUSAM, MpaBuiaM, MHCTPYKIMSAM, IOrOoBOpaM, IUIaHaM, OTYeTaM U JIp.
JIOKYMEHTaMm).

B compoBoauTenbHBIX MNHCbMaxX W JPYrUX HHOOPMALMOHHO-CIPABOYHBIX JOKYMEHTAX
OTMETKAa O HPUIIOKEHUU OGOPMIISIETCS MOJ TEKCTOM OT TPAaHUIBl JIEBOTO MOJS CIEIYIOIIUM
o0pazom:

- €CITU MPUJIOKEHHE Ha3BaHO B TEKCTE:

[Tpunoxenue: Ha 2 1. B 1 7K3.;

- €CIM TNPUIIOKEHUE HE HA3BaHO B TEKCTE WJIM €CIM IPWIOKEHUH HECKOJBKO, YKa3bIBalOT
Ha3BaHWs JOKYMEHTOB-IIPWIOKEHHH, KOJMYECTBO JIUCTOB UM  OIK3EMIUIIPOB  KaXKJIOTo
MIPUIIOKECHHUSL:
[Ipunoxenue: 1. [Tonoxxenue (Ha3Banue) Ha 5 1. B 1 2K3.
2. CnpaBka 0 KaJJpoOBOM COCTaBe Ha 2 JI. B | 9K3.;
- €CJIM IPUJIOKEHUEM SIBIIIETCSI 000COOICHHBIHN 3EKTPOHHBIA HOCUTENb (KOMIAKT- JTUCK,
usb-guen-nakonurens u ap.):
- Ilpunoxenue:
CDs 1 3ks.
- €CIIU MPUJIOKEeHUE (MPUII0KEHHUs) COPOIIIOPOBAHBI:
[Ipunoxenue:
otyet o padore PUII B 2 3k3.
B pacnopsiuTenbHbIX TOKYMEHTax (MpHKa3ax, paclopsHyKeHUsX), JOroBOpax, MOJIOKEHHIX,
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NpaBUaX, WHCTPYKUUSAX M JPYTUX JOKYMEHTax OTMETKa O MPHJIOKEHHH OdopMIiIseTcs
CIIETYIOIIUM 00pa3oMm:

- B TEKCT€ JIOKyMEHTa MpPHU NEPBOM YIIOMHHAHUHU JOKYMEHTA-MPUIIOKEHHUS B CKOOKaxX
yKa3bIBaeTcs: ... (MpWIOXKEHHE) Wid .. (mpuwioxkeHue 1); mepen HOMEPOM MPUIIOKEHUS
JIOTIYCKaeTCsl CTaBUTh 3HAK HOMEpa: ... (mputoxeHue Ne 2);

- Ha [EPBOM JIUCTE JJOKYMEHTA-TIPUJIOKEHHUS B MIPABOM BEPXHEM YTy YKA3bIBACTCSI:
Ipunoxenne Ne 2
k npukazy MBOY COLI Ne
1
ot 15.08.2021 Ne 112.

CTpOKI/I PEKBU3UTA BBIPABHUBAIOTCA 110 JICBOMY Kpar0 WKW HEHTPHUPYIOTCA OTHOCHTCIBHO
CaMOM JJIMHHOMW CTPOKH.

Ecnun npunoxeHneM K pacnopsauTEIbHOMY JIOKYMEHTY SIBJISIETCSI HOPMaTUBHBIN
MIPAaBOBOM aKT WJIM MHOM TOKYMEHT, YTBEPKIA€MbI JaHHBIM PACHOPSAUTEIBHBIM JTOKYMEHTOM,
Ha TCPBOM JIUCTC IMPUIIOKCHUA MNPOCTABIACTCA OTMETKA O IMPUIIOKCHHUN (663 CCBIJIKM Ha
pacnopsAUTENbHBIH JOKYMEHT) W Tpud YTBEpKIEHHUS, B KOTOPOM YKa3bIBaIOTCS JaHHbIE
pacropsiIuTEIbHOI0 JOKYMEHTA, KOTOPLIM YTBEPKIEH JOKYMEHT- IIPUIIOKEHHUE.

[Tpumep -
IIpunoxenue 1
YTBEPX/IEHO npuka3s
MBOY COLINelot
18.05.2021 Ne67

I'pud cornacoBanusi 10KyMeHTA.

[IpoekTbl MOATOTOBIEHHBIX JOKYMEHTOB TMepe] TMOANHCAHWEM B psie CllydyaeB
COTJIACOBBIBAIOTCS C 3aMHTEPECOBAHHBIMU YUPEKICHUSIMH, CTPYKTYPHBIMHU MOJpa3/ieieHUsIMHU,
OT/IeTbHBIMU JI0JPKHOCTHBIMU JINLIAMHU.

I'pud cornmacoBanust B 3aBUCUMOCTH OT BHUJA TOKYMEHTa M OCOOCHHOCTEH ero 0(opMIICHHS
MO>KET IPOCTABIISTHCS:

- Ha TEPBOM JIMCTE AOKYMEHTa (eciu [OKYMEHT HMEeT TUTYJIbHBIM JIUCT, - Ha
TUTYJABHOM JIMCTE) B JIEBOM BEpXHEM YTy Ha YypoBHEe Tpuda YTBEpKIACHUS WIA TOJ
HAaUMEHOBaHHEM JOKyMEHTa OJMKe K HUXKHEMY T0JII0);

- Ha MOCJEIHEM JINCTE JOKYMEHTa MO TEKCTOM;

- Ha JIMCTE COTJIACOBAHMSI, ABJIAIONIEMCS] HEOTHEMIIEMON YaCThIO TOKYMEHTA.

I'pucd cornacoBanus nokymenta coctout u3 cinoBa COI'JTACOBAHO, pomkHoCTH nHLIa, ©
KOTOpBIM  COTJIaCOBaH  JOKYMEHT  (BKJIIOYas  HaWMEHOBAaHHE  OpraHu3allud),  ero
COOCTBEHHOPYYHOM TOMMUCH, pacIUGPOBKH NOANUCH (MHHUIMANOB, (aMUIUU) U OaThl
COTJIACOBAHHUSI.

IIpumep -

COI'JTACOBAHO

Jlupektop (Ha3BaHUE OPraHU3AIUH )
(moamuce) N.0O. Gamunus

Hara

Ecimu cormacoBaHue OCYIIECTBISICTCS KOJUIETHAIBHBIM OPraHOM, B IpHQe COIIaCOBAHUS
yKa3bIBAIOT CBEJICHHsI 00 OpraHe, COIJIACOBABIIEM JOKYMEHT, JaTeé M HOMEpe IpOTOKOJa, B
KOTOpPOM 3a(MKCHPOBAHO pelIeHHe O coryiacoBaHuu. Ecim corjacoBaHHe OCYIIECTBISETCS
MACbMOM, YKa3bIBAalOT BHJ JOKYMEHTa, OPraHM3alUI0 - aBTOpa IOKYMEHTa, JaTy U HOMeEp
IIHAChbMa.

IIpumepsr
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1 COTJIACOBAHO
YupapjisomuM cOBETOM

MBOY COHLINel

(mpoTtoko. ot Ne__ )
2 COIJIACOBAHO

nucbMoM PocapxuBa

oT Ne

Bu3a corsiacoBaHusi I0KyMeHTA.

Busel cormacoBaHus JOKyMEHTa — PEKBH3UT JOKYMEHTA, YKa3bIBAIOIIMK HA COIJIACHE WIIU
HECcOorJIache JO0JDKHOCTHOTO JUIa 00pa3oBaTeNbHOW OpraHM3aldd C COJCpPKaHHWEM IPOEKTa
JIOKyMEHTa (J1aiee — Bu3a).

[Ipumep

3amecTuTeNb IUPEKTOPa MO BOCIUTATEIBHON padoTe
JInyHas noanuce N.N. NBanoBa
10.10.2023

OdopmiteHHast TakUM 00pa3oM BH3a O3HAYaeT COTJIACHE JOJDKHOCTHOTO JIMIIA C COAEp)KaHUEM
JOKYMEHTA.
[Tpu Ham4mnu 3aMeyaHuil IO TOKYMEHTY BU3Y O(OPMIISIOT CIEAYIOIHUM 00pa3oM:

3ame4yaHus IPUIIArarTCs
3amMecTuTeNb JUPEKTOpa M0 BOCIIUTATEIbHOM padoTe
JInyHasg noanuch HN.U. sanoBa

10.10.2023

JIOKyMEHT BHU3UPYETCSl WCIOJHUTEIEM U 3aUHTEPECOBAaHHBIMU B JOKYMEHTE JOJKHOCTHBIMU
JUIAMH, PYKOBOUTENEM 00pa30BaTeIbHOM OpraHu3aliy.
3ameuaHusi JTOJDKHBI OBITh NPEJICTABICHbI HA OTAEIBHOM JIMCTE, KOTOPBIA MOANUCHIBAIOT,
JaTUPYIOT U MPUIIAratoT K JOKYMEHTY.
B nokymeHTax, MOJJUHHUKK KOTOPBIX XpaHATCS B OpPraHMU3alH, BHU3bl IPOCTABISIOT Ha
MOCJIETHEM JIUCTE JOKYMEHTa IOJ MOJIUCHhI0, Ha 00OpOTE MOCIETHEro JIMCTa MOJIMHHUKA
JOKYMEHTA WJIM Ha JINCTE COTJIacoBaHUs (BU3HPOBAHUS), IPHIIaraeMoOM K JOKYMEHTY.

B wucxomsmux [OKyMEHTax BH3bl MPOCTABISIOTCS Ha S3K3EMIULIpaXx JIOKYMEHTOB,
MOMEIIaeMbIX B JEJI0.

IHoanuce.

JIOJDKHOCTHBIC JIMIIA TOJITUCHIBAIOT JOKYMEHTBHI B MpEJAeiax CBOMX MOJHOMOYHH,
ONpEeNeICHHBIX  YCTaBOM  00IIeoOpa3oBaTeIbHOW ~ OpraHuM3allid W JIOJDKHOCTHBIMU
WHCTPYKIHUSAMHU.

[Toanmuch COCTOMT M3 HAUMEHOBAHHS JIOJDKHOCTH JIMIA, KOTOPOE TOIMKUCHIBACT JOKYMEHT
(momHOrO — ecnu JOKYMEHT HameuyaTaH He Ha OJaHKe, COKpAalleHHOTO — Ha JIOKyMEHTE,
HamevyaTaHHOM Ha OJaHKe), ero COOCTBEHHOPYYHOW MOJMUCH, UHUIMATIOB (MHUIMAT WMEHH),
bamunmu.

ITpumepsl

He Ha 0JaHKe:

Jupexkrop MBOY COII Ne 888 JInynas noanucey N.0. damuiaus
Ha 0JaHKe

Jupexrop JInynas noanucey N.0. damunus
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[Tpu opopmieHnn JOKyMeHTa Ha OJIaHKE JIOJDKHOCTHOTO JIMIIA JIOJDKHOCTD TOTO JIUIA B
MIOATNNCH HE YKa3bIBAETCS.

IIpumep JInynasg nmoanuch N.0. ®amuinus

B JOKYMCHTaX, COCTaBJICHHBIX KOMI/ICCI/Ief/'I, B IIOAIIMCH YKa3bIBACTCA CTATYC JIMLA B
COCTaB€ KOMHCCHH.

[Ipumep -

Hpencenareat KOMHCCHH  [[gnpch N.0. ®amniusn

Haenst komucenn INoanucon HN.0. damuiaus
IHoanucon HN.0. ®amnaus
IHoanucop HN.0. damuiaus

B cnydae OoTCyTCTBHS PYyKOBOAMTEIS
IIPUKA30M ONpENENsAeTCs JIMLO, MCIOJHSAIIEE €ro 00A3aHHOCTH, a TaKXkKe YINOJHOMOYEHHOE
MNOANHCBIBATL JOKYMCHTBLI, IIpU 3TOM IOAIMUCH O(l)OpMJ'I?ICTC?I C YyKazaHHEeM CTaryca
JOJI’KHOCTHOTO JIMIa B COOTBETCTBUHU C MPUKA30M (PACIOPSHKEHUEM).

[Tpumep -

H.o. nmpekTopa Hoamuch N.0. ®amuans
WIn:

Hcnosnsiromuii 0013aHHOCTH IMPEKTOPA Hoanmuer MHN.O.
damuua

[Ipn nmonnucaHuM AOKyMEHTA JIMIIOM, UMEIOLIUM IPaBO MOJIMHUCH B CIy4yae BPEMEHHOTO
OTCYTCTBHSI PYKOBOJMTENS, HCIpPABJICHUS B HAUMEHOBAHME JOJDKHOCTH M pPacmIu(ppoBKY
(dbamMuIMK yxe MoAroTOBJICHHOTO U COTJIACOBAHHOTO MPOEKTa JOKYMEHTA BHOCSTCS OT PYKH WIH
C UCIOJIb30BaHUEM COOTBETCTBYIOIIMX IIITAMIIOB.

He nomyckaercst craBUTh KOCYIO U€pTy, HAIIUCh «3a» Mepe]] HAMMEHOBaHUEM JO0KHOCTH
JUIA B MOJIUCH, €CIIH JOKYMEHT MOJIMTUCHIBAET HHOE JOHKHOCTHOE JIULIO.

DJIeKTPOHHAS NMOANUCD.
OtmeTka 00 SJEKTPOHHOW MOAMKMCH HCIIOJIB3YETCS MPU BHU3YyaIHM3AlMH AJIEKTPOHHOTO
JOKYMEHTA, MOJIMHCAHHOTO 3JIEKTPOHHON MOAMKCHIO, ¢ COONMI0AeHHEM TpeOOBaHMI:

a) MECTO pa3MEIIeHUs OTMETKH OO0 AJIEKTPOHHON MOJMUCH JOJKHBI COOTBETCTBOBATH
MECTy pa3MeIlleHUss COOCTBEHHOPYYHOU TMOJNUCH B aHAJOTUYHOM JOKYMEHTEe Ha OyMa)KHOM
HOCUTEJE;

0) 9JeMEeHTBhl OTMETKH OO0 »JIEKTPOHHON TMOAMHCH JOJDKHBI OBbITh BHIUMBIMH U
YUTAEMbIMU IPU OTOOPAKEHUH JOKYMEHTA B HATYPaJbHOM pa3Mepe;

B) 9JIEMEHTHI OTMETKM 00 SIIEKTPOHHOW MOJANUCU HE JOJDKHBI MEPEeKPHIBATHCS HWIIH
HaKJIaJbIBaThCA IPYT Ha JPYra;

I') 9JEMEHTHl OTMETKH 00 3JEKTPOHHOW MOAMKUCH HE MOJDKHBI MEPEKPHIBATH IEMEHTHI
TeKcTa JOKYMEHTa M JIPYrre OTMETKHU 00 3JEKTPOHHOM moAmnucH (TIpy HATUYHH).

OtmeTka 00 DIEKTPOHHOM TOANUCH U BKIOYaeT ¢pasy «JloKkyMeHT moanucaH
AIIEKTPOHHOU MOJMHUCHIO», HOMEp cepTU(HKaTa KIH0Ya JIEKTPOHHON MO IMUCH, (haMUIIHIO, UMH,
OTUYECTBO BIIajieNblia cepTudukara, Cpok JEMCTBHS cepTU(HUKaATa KITF0Ua AIEKTPOHHON TIOIMTUCH.

ITpumep

Jlupexrop JIOKYMEHT NOJANUCAH A.B. UBanos

3JIEKTPOHHON MOJANUCHIO
Cepruduxar lalllaaallllllllll
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Baanenen UBanoB Anekceit bopucosuu
HeiictBurenen ¢ 01.01.2017 mo 01.01.2022

IMeuarts.

OTTHCK medaTd 3aBepsieT MOJIMHHOCTh MOJAMUCH JIOJKHOCTHOTO JIMIAa Ha JOKYMEHTaXx,
yIIOCTOBEPSIONIUX TpaBa JInIl, (UKCHPYIOMUX (HaKThI, CBSI3aHHBIC ¢ (MHAHCOBBIMH CPEICTBAMH,
a TakXe Ha JOKYMEHTaxX, MPeIOCTaBIsEMbIX 3a MPEAeIibl OpraHu3alui U MPEAyCMaTPUBAIOIINX
3aBepeHUE MOIMHHOCTU TMOANUCH. BHyTpeHHHE MOKYMEHTHI (MpPUKa3bl, TPOTOKOJBI U T.I.)
MeYaThIO0 HE 3aBEPSIOTCS.

[TeuaTs mpocraBiseTcs, HE 3axBaThiBas COOCTBEHHOPYYHOU TMOJIMUCH JIMIA, TOJIMKUCABIIETO
JOKYMEHT, WK B MecTe, 0003HaueHHOM «MII» («Mecto nedatn»).

OtMmeTka 00 HCHOJIHUTEJIE.
OTtmerka 00 WUCHONHUTENE BKIIOYaeT B ceds (amMmimmio, WMs, OTYECTBO WCIIOJHUTEIS
JIOKYMEHTa, HOMED ero TenedoHa.
OTtMmeTka 00 WCHOJHHUTENE MOXKET JOTOJIHATHCS HAaWMEHOBAHHEM JIOJDKHOCTH, CTPYKTYPHOTO
MOJIpa3/IeICHNUs ¥ AIIEKTPOHHBIM a/IPECOM HCIIOTHUTEIIS.
OtMmetka 00 ucrnosiHUTENNE 0(POPMIISIETCS HA JIMIIEBOM CTOPOHE MOCIEIHETO JIUCTa JOKYMEHTA OT
TPaHUIIBI JIEBOTO TOJIS HITH, IPU OTCYTCTBHH MECTa, - Ha 000POTHOM CTOPOHE BHU3Y CIIEBA.
[Tpumep -
3a0eaun UBan AnapeeBuy,
KonTpoJibHOe ynipaBjieHHue, BeAyllIUil ClIeIHAIUCT,
+7(978) 924-45-67, Zabelin @ gov.ru
OtmeTKa 00 UCTIOJTHHUTENE MOXKET 0(DOPMIIATHCS KaK HUKHUI KOJIOHTHTYJ M TI€YaTaThCS
mpu(TOM MEHBIIEro pa3mepa.

OTMeTKa 0 3aBepeHNH KONKH.

OOpazoBatenbHasi OpraHU3alUsl MOXET 3aBepATh KOMUM TOJBKO TEX JOKYMEHTOB,
KOTOpbIE CO3JAlOTCS B HEH, a Takke B CiIydasx, MNPeJyCMOTPEHHBIX B ab3ale BTOPOM
Hacrosulero nyHkra. Komust 1OKyMeHTa M3roTaBIMBAETCS M BBIIAETCA TOJBKO C Pa3pelieHHs
PYKOBOIMTENSI  OpPraHM3allMy, €ro 3aMeCTUTENEH WIM PYKOBOAMTENS  CTPYKTYPHOTO
MO APA3ACIICHHUS.

B cnyyae moArotoBkM JIOKYMEHTOB JJisi NPEAOCTaBICHHS CyIeOHBIM oOpraHam, IpH
PELICHUH BOMPOCOB MO MPUHATHUIO JIUI] HA paboTy, 00y4yeHHe, yIOCTOBEPEHHS UX TPYAOBBIX U
JPYTrUX IpaB BO B3aUMOOTHOLIECHUSIX C YUPEKICHUEM, a TaKKe MPU POPMUPOBAHUY JIMYHBIX €T
paboTHUKOB 0011e00pa3oBaTelibHas OpPraHu3alvs MOXKET H3TrOTaBJIMBATH KOMHH JIOKYMEHTOB,
BBIJJAHHBIX JPYTUMHU YUPEKICHUSIMH (KOTIUU JOKYMEHTOB 00 00pa30oBaHUU U JIp.).

[Ipn BBITAYe KOMHUU JIOKYMEHT BOCHPOM3BOIMUTCA TOJHOCThIO (OJlaHK 00pa3oBaTeinbHOMN
OpraHu3aliu, HoMep, JaTa, COAepKaHUE U T. I1.).

B mpaBoM BepxHeMm yriy konuu numierca cinoBo «Komwus». Ilpu Bbelzaye Komuu ¢ KOIHMH
cienyet nucath «Konus ¢ konumy.

Ecnm komust A BHYTPEHHEro IIOJIb30BaHUS, TO JJIA 3aBEPEHUS HUXKE PEKBU3HUTA
«Iloanuce» TpOCTABISIOT 3aBEPUTENIbHYIO HAANUCh: «BepHO»; NOJKHOCTD JIMIA, 3aBEPAIOILIETO
KOIHIO; TMYHYIO MOJIMUCH; pacIIN(pPOBKY MOAMUCH (MHULIUAIbI, (aMUIINIO); ATy 3aBEPEHUS.
ITpumep -

Bepno

Cexperaps/CrenuajucT mo Kagpam

JInuHas noanuch B.B. UBaHoBa

10.10.2023

Ecnmn xomms Bwlmaercs Uid IPEACTABICHHWS B JPYI'yH0 OpraHU3alMio, TO OTMETKa O
3aBEPEHUHU KOTIMU JIOTIOJIHAETCS HAAMHCBIO O MECTE€ XpaHEHMs JIOKyMEHTa, ¢ KOTOporo Oblia
U3TOTOBJICHA KOIIUS, U 3aBEPAETCS I1€YaThIO OPraHU3aLUH.

ITpumep -
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[Momnmuunuk noxkymenta Haxoautcss B MBOY Ilkona Ne 3 B genie Ne 12-k 3a 2022 ro.
Jljis mpocTaBIeHUS OTMETKHU O 3aBEPEHUU KOTIMH MOYKET UCIIOJIb30BATHCS IITAMII.

OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA.

OTMeTKa O MOCTYIJICHWH JOKYMEHTA CIY)KUT JJIsl TMOATBEPKIACHUS (DaKkTa MOCTYIUICHHS
JOKYMEHTa B OpPraHU3alMI0 M BKJIIOYAET JATy NOCTYIUICHUS M BXOJSIIMHA PEruCTpPaliOHHBIN
HOMeEp JoKyMeHTa. [Ipu HEOO0XOAMMOCTHM OTMETKa O IOCTYIUIEHUHM MOXKET JIOTOIHSTHCS
YKa3aHHEM BPEMEHH MOCTYIUIEHHS B 4acaX U MUHYTaxX U crocoda I0OCTaBKHU JIOKYMEHTA.

OTMmeTKa 0 NOCTYIJIEHUH IOKYMEHTA MOYKET IIPOCTABIATHCS C MOMOLIBIO IITaMIIA.

Pe3oJnronust.

Pe3omtonust conep KUT yka3aHHe [0 UCHOJHEHHIO ToKyMeHTa. Pesomtonus odopmisercs Ha
CBOOOJIHOM MecTe pabodero mojs JOKyMEHTa, Ha OJaHKe pPE30JIIOIMU WU BHOCHUTCS
HEMOCPEJCTBEHHO B CUCTEMY 3JIEKTPOHHOTO JIOKYMEHTOO00POTA.

Pe3omronus BkitouyaeT: (GpaMuiInio, MHULIMAIBI UCTHOJHUTENS (MCIONHUTENEH), MOpYyYeHHe Mo
JOKYMEHTY, IIpU HEOOXOJUMOCTH - CPOK UCIOJHEHMSI, OAIMUCH JIMIA, BHIHECIIETO PE30JIIOLUIO,
JaTy pe30JIIOLHUN.
Pe3omronus, Kak npaBuio, MHUIIETCS OT PYKH PYKOBOJUTENEM Ha MOJUIMHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE.
[Tpumep -

®amuiaua U.0.
IIpomy nmoaroroBuTsh npemioxenus k 10.11.2021.

Moanmucn

Jara

OTMeTKa 0 KOHTpO.Ie.

OTMmeTKa 0 KOHTpOJIE CBUIETEILCTBYET O MOCTAHOBKE JOKYMEHTa Ha KOHTPOJb, IPOCTABIISAETCS
HITAMIIOM WJIM ITPOU3BOJUTCS 3alUCh OT pykH « KOHTpOJIBY) Ha BEpXHEM MOJIE TOKYMEHTA.
KoHnTposto noyiexar Bce 3aperucTpupoBaHHbIe JOKYMEHTHI, TPEOYIOIIUe HCIIOJTHEHUSI.

Cpoku HCIOJNHEHHA JOKYMEHTa YCTaHaBIMBAIOTCA B  COOTBETCTBUM CO  CpPOKamw,
0003HaYeHHBIMU 3aKOHOIaTEJIbCTBOM, OpraHU3alueil, HallpaBUBIICH MOpPYyYEHHE WM MPOCHOY,
pacnopsaUTEeNbHBIM TOKYMEHTOM  HJIM  PE30JIIOIUEl  pyKoBoAWTENsl  00pa3oBaTelbHOMN
OpraHu3aIiu.

Cpoxk npocTtainsercs B opMe AaThl 3aBEPILICHUS UCTIOTHEHHUS.

OTMmeTKa 0 HANIPABJIEHUH IOKYMEHTA B J1eJ10.

OTMmeTKa O HampaBJICHUU AOKYMEHTA B IO OMpeAeNsieT MECTO XpaHEHHs JOKyMEHTa IOcCIe
3aBepuIeHUs pabOThl C HUM U BKIIIOYAET: ciioBa «B 1eno», HHAeKC Jiena o HOMEHKIIAType Jie, B
KOTOpO€ TOMeIIaeTcs JOKyMEHT Ha XpaHEHue, C YyKa3aHHeM Toja, JJO0JDKHOCTH JIUIIa,
0(OPMUBIIIETO OTMETKY, MOAMUCH, 1ATHI.

IIpumep -

B neno Ne 01-18 32 2020 r.

Cekperapsb

IMoanuces data

OTMeTKa O HamnpaBIIEHUH JTOKYMEHTA B JEJIO MOXET JOMOJHATHCA KPAaTKUMHU CBEJIEHUSMH O
XapaKTepe UCIOJHEHUs JOKYMEHTa.

4. Tpe6oBaHUs K COCTABJICHHIO HEKOTOPBIX BH/I0B 10KYMEHTOB.
IIpukas.

[Ipuka3 - mpaBOBOW JIOKAJIbHBIM HOPMATHMBHBIM aKT, KOTOPBIA M3MAETCA E€AUHOJIMYHO
PYKOBOJIUTENIEM 00pa30BaTeIbHONW OpPraHu3allid U YAOCTOBEPSIET pEIIeHUS OpraHH3allMOHHO-
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pacnopsAUTENLHOIO XapaKkTepa.

[Ipuka3pl M37aOTCS TIO OCHOBHBIM BONPOCaM JESATEIbHOCTH, aJMUHHCTPATHBHO-
XO3SMCTBEHHBIM BOMPOCAM W KAJAPOBBIM BOMpocaM (JIMYHOMY COCTaBy) 0OOpa30BaTEIbHOM
OpraHu3aIuu.

[Ipuka3 moANMUCHIBAacTCS B  COOTBETCTBUU C  TPEOOBAaHUSMHU, YKa3aHHBIMH B
Pexomenpanuu.

[Tocie moanucanusi TpUKa3za M3MCHCHHSI W/WIHM JIOTIOJHEHUS B HETO BHOCSTCS ITyTEM
W3JIaHUsl HOBOTO MIPHKAa3a O BHECCHUY U3MEHEHUH W/UITU JTOTIOJTHEHUIA.

[Ipuka3, kak mnpaBuio, oopmisieTcss Ha OjaHKe 0Opa30BaTEIbHON OpraHU3aAlNN B
MEYaTHOM BHUJIC.

[Ipuka3 mMeeT cieayrolne PeKBU3UTHI: HAMMEHOBAHKUE 00pa30BaTEIBLHON OpraHU3aIluu
corjacHo ycraBy; HaumMeHoBaHue Bujua Jokymenta (IIPUKA3), para, Homep, Mecto
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, HAMMEHOBAHUE JIOJKHOCTH, TMOJIUCH JOJKHOCTHOTO
nuna (MHUIUAIBI, (GaMuIIns ), BU3bl COTJIACOBAHUSI, 03HAKOMIICHHUSI.

JlaToit mpukasa (pacropspbkeHus) sIBI€TCsS jJara ero noanucanus. Jlata odopmuisercs
1u(ppoBBIM CIOCOOOM; HOMEpP COCTOMT W3 3Haka «Ne» M MOPAAKOBOrO HOMEpa IpHKasza: OT
00.00.0000 Ne 000.

CopepxaHue nprKa3a KpaTKo M3JlaraeTcs B 3arojOBKE, KOTOPbI HAUMHAETCS € Mpeasora
«O» ¥ coCTaBJIsETCs C MOMOIIBIO OTTJIAr0JIbHOTO CylecTBUTENbHOTO («O0 yTBEpKIACHHH. .. », «O
CO3/IaHUU...») WIH CYIIECTBUTEIHHOTO («O0 uTOTaX...»).

B npukasax TekcT uznaraercsi OT epBOTO JIMIA €IMHCTBEHHOTO Yncia («IIPUKa3bIBAIO»).

Bo BpeMs o03HAaKOMJICHHS C TPHKa30M YyKa3aHHBIMA B HEM JIMIIAMH Ha TIEPBOM
AK3EMIUISIPE TPUKA3a MPOCTABJISIOTCS MOAMUCH C YKa3aHUEM JIaThl 03HAKOMJICHUSI.

Homepa cTpanuil mpocTaBisiOTCS MOCEPEAMHE BEPXHEro IMOJIs JIUCTa HAayuHas Co
BTOPOTO JIMCTA.

[Ipuka3bl HyMepyIOTCs B MOPSJIKE X W3/IaHUS B Mpeesax KaJIeHJapHOTO ro/ia; MpUKa3bl
[0 OCHOBHOM JIEATENBHOCTH M MO KaJIpOBBIM BOMNpPOCAM (JIMYHOTO COCTaBa) UMEIOT OTAEIbHYIO
MOPSIIKOBYIO HyMEpAIIHIO.

[Ipu Hymepaluu npuKa3zoB AOMYCKAETCS UCIOJIb30BaHUE AOMOJHUTEIBHBIX OYKB.

[Tpumep:

K- kaapsi;

JI - IN4HBI COCTaB;

O- ocHOBHAaS 1eATEJIHLHOCTD;
Y — oOyuaromuecs.

[Ipuka3 BcTymaeT B CHIIy C MOMEHTA €ro MOJANUCAHUS PYKOBOJIUTENIEM 00pa3oBaTeIbHON
OpraHu3aliy, eCIi B TEKCTE HE YKa3aHO APYroro CpokKa.

[Ipuka3ssl peructpupytorcs B KHure/xxypHasie peructpanuu NpukasoB (npuiodicenue 2).

[Ipukaszer  Qopmupyrorcs B Jeno oaurn pa3 B kBapTal. Kuwura/xypHan
MIPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBACTCS, CKPEIUIAETCS MOIIMUCHI0 PYKOBOJIUTENS M MEYaThIO
oOpa3oBaTenbHOM opranuzanuu (mpuioxenue 1). B xonne kanennapaoro roga Jlemno( He 6omee
250 nuctoB) odopmisieTcst B cooTBeTcTBUH ¢ [lonoxkeHuem o0 apxuse.

IIpuxa3bl 10 OCHOBHOM JAeATEJIbHOCTH.

Texct npukasza Mo BOIpocaM OCHOBHOM JIeSTENBHOCTH 00pa30BaTENbHOM OpraHu3aliu
COCTOHUT M3 JIBYX YacTel - KOHCTaTUpYyoliel (mpeamOyibl) U pacopsIuTeIbHOM.

B xoHcTaTHpyOIIed 4acTh OTPaKarOTCS LEIM U 3aJa4d IPEANKUCHIBAEMBIX IEHCTBUM,
NIPUYMHBl U3JAHMUA NPUKA3a, JACTCS CChLIKA HAa JOKYMEHT, IIOCIYXKUBIIWUNA OCHOBAHWEM IS
MIOATOTOBKM IIPHKa3a. YKa3aHHas 4acTb MOJKET HauMHAThCs cO cloB «Bo mcnomHeHwue...», «C
LeNbl0...» M TOMy mnogoOHoe. Ecim J0KyMeHT wu3laercs Ha OCHOBaHMU  JIPYTOro
pPacopsiAMTENILHOIO JOKYMEHTA, B KOHCTATUPYIOLIEH YaCTH YKa3bIBACTCS HA3BAHHWE BHUJA DTOT'O
JIOKYMeHTa, ero aBTop (Munucrepctso, CoBET MHHHUCTPOB M Jp.), JlaTa, HOMEpP M 3arojoBOK.
Touka B KOHIIE KOHCTaTUPYIOLEH YAaCTH HE CTABUTCH.

PacnopsinutenbHass uyacth mpukasa HauumHaercs co ciosa [IPUKA3BIBAIO, koropoe
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MeYaTaeTcsi ¢ HOBOM CTPOKHU OONBIIUMH OyKBaMH 0€3 OTCTYIUICHHS OT JIEBOTO TOJISl U KaBBIYEK,
II0CJIE YETO CTABUTCS ABOETOUHE.

PacniopsinutenbHast yacTb JEIMTCS HAa IYHKTHl M HOJIYHKTHI, KOTOPbIE HYMEPYIOTCS
apabckumu 1rdpamu. B KaXI0M IyHKTE JOJDKHBI ObITh yKa3aHbl MCHOJHHUTENH, KOHKPETHBIC
3agaHus (MOPYYEHHUs1) U CPOKU UX BBINOJHEHHSA. VICHOMHHMTENM MOTYT OBITh HA3BaHBI TAKKE
0000IIEHHO: «PYKOBOIMTEISIM METOJHUYECKUX OOBEIMHEHUN», «3aMECTHTEISIM JIUPEKTOPay.
[Ipn sTOM, Kak HpaBWJIO, HE NPUMEHSETCS HAIMCAaHHME HEKOHKPETHBIX MOPYYEHUM, KOTOpbIE
COJIEp)KaT CJIOBA: «YCKOPUTBHY», «YIYUIIUTb», «AKTUBU3UPOBATHY, «OOpAaTUTh BHUMAaHHEY,
«COBEPILEHCTBOBATHY, IIPOJIOJDKUTHY U T.II.

OtnenbHble 3afaHus (HaIpUMeEp, 3aJaHMsl, COAEpKamue IM(POBBIE TaHHBIE) MOTYT
0QOPMIIATHCS B BHJIE TIPHIIOKEHUS K IPUKA3Y CO CCBUIKOW Ha HUX B COOTBETCTBYIOIIUX MyHKTAX
npuKasza U 0POPMIISIOTCS COTIIACHO JTaHHBIMPeKOMEeHTaIusm.

Crpanuibl IprKa3a ¥ NPUI0KEHUH HyMEpYyIOTCs KaK €AMHbIN JOKYMEHT.

Ecnun mpuka3oMm OTMEHSETCS IPEeAbIIYIIUN PaCIOPSIUTEIbHBIN JOKYMEHT, B PaCIOPSIUTEIBHON
YacTHU YKa3bIBA€TCS MYHKT, KOTOPBIA JMOJDKEH HauyuMHaThCs co cioB: «lIpu3HaTh yTpaTuBIINM
CHILY...».

W3meHenus, BHOCHMbIE B MpHKa3, O(QOPMIIAIOTCA OTIENbHBIM IPUKA30M, KOTOPBIN
JOJIKEH UMETh TakoM 3aroyioBok: «O BHECEHWU U3MEHEHUM W/WIIM JONOJHEHUHN B MPUKA3 ...» C
yKa3aHHWEM JaThl, HOMEpa, 3aroJioBKa paclopsIUTEIbHOIO JOKYMEHTa, B KOTOPBIH BHOCATCS
n3MeHeHus. PacniopsauTenbHas 4acTh MPUKa3a HAUWHAETCS C TAKOTO MyHKTA:

1. BHECTH U3MEHEHHS B MPUKa3...

Jlanee OTIENbHBIMHU MOAIMYHKTaAMH (OPMYIUPYIOTCS U3MEHEHHUS B PACIOpPsAUTEIbHbBIN
JOKYMEHT.

[Tpumep -

1) myHKT 2 U3I0KUTE B CIEAYIOIIEH PEAAKIMH;

2) DYHKT 3 HCKIIOYHTE;

3) a63am BTOpOii MyHKTa 4 JOMOIHHUTE CIOBAMH...

Ecnu u3meHeHust B pacropsiiMTENbHBIN JOKYMEHT OQOPMIIIOTCS Ha OTAEIBHOM JIUCTE
(Jiucrax), B IEpPBOM IYHKTE PACIIOPSIAUTEIHHON YaCTH MPHUKa3a YKa3bIBACTCS:

1. BHecTn u3MeHeHus B...
[Tocnequuii MyHKT pacmoOpsSIMTENBHON YacTH B Ciaydae HEOOXOIMMOCTH MOXKET COJEpiKaTh
pelIeHre O BO3JOKEHHMH Ha JOJDKHOCTHOE JHUIO (PYHKIUH MO KOHTPOJIIO 32 HCIOJHEHUEM
MpHKa3a.

IIpuka3bl 10 KAIPOBBIM BOMPOCAM.

[lpuka3sl 1O KaapoBBIM BOIpocaM (JIMYHOMY COCTaBy) OQOPMIISIFOTCS Kak B
yauduuupoBanHoii ¢opme (Iloctanosnenue I'ockomcrata PD ot 05.01.2004 Ne 1 «O6
YTBEPXKJICHUN YHH(PUIUPOBAHHBIX (OPM MEPBUYHOM YUETHOU JTOKYMEHTAIMH 110 YYETYy TPyAa
€ro OIUIATBI»), TAK U B TEKCTOBOU.

JlaHHBII BUJ] IPUKA30B 0(POPMIISETCS B BUIC WHAUBUIYAILHOTO UM CBOJIHOTO.

B wuHauMBHIyanbHOM TMpHKa3e COACpKUTCS HHpopMmanus 00 OJHOM paOOTHUKE; B
CBOJIHOM - O HECKOJIbKMX, HE3aBUCHUMO OT TOT0, KaKH€ YIPaBICHYCCKUE PEIICHUS 10 HHUM
MpUHUMAIOTCS (MIpHeM Ha paloTy, Ha3HAYeHHE Ha JIOJDKHOCTh, IEPEBOJ HA APYTYIO JIOJDKHOCTD
(paboTy), yBOJIBHEHHUE U AP.).

CogepxaHre WHAMBHUyaJbHOTO MpPHKa3a MO KaapOBBIM BOIpocaM (JIMYHOTO COCTaBa)
KpaTKO M3JIaraeTcss B 3aroJIOBKE, KOTOPHIM HauumHaeTcs ¢ mpemnora «O» M COCTaBIsETCS C
MOMOIIBI0  OTIJIArOJLHOTO  CyIIecTBUTENbHOTO: «O Ha3Ha4YeHWH...», «O TpUHATHH...». B
CBOJIHBIX TMpPHKa3aX MOXKET MPUMEHSThCS 0OOOIICHHBIN 3arooBok: «O KaJpOBBIX BOMPOCAXY,
«O JINYHOM COCTaBe».

B Tekcre mpukaza Mo KaApoOBBIM BOmpocaM (JIMYHOMY COCTaBy), Kak MPaBHIIO,
KOHCTaTUPYIOIasi YacTh HE OTMEUaETCsl.

PacropsinutenbHass dYacTh TpUKa3a Ha4yMHAeTCs, Kak TWPaBHIO, C Trjarojia B
Heonpenenennot Qopme: «lIpunsate», «Haznauuthy, «llepeBectu», «OOBSABUTEY U TOMY
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o 06HoE.

Hanee yka3piBaroTCsl (haMHIIUS, UMs, OTYECTBO (IIpM HATU4MHU) pabOTHUKA, HA KOTOPOTO
pacrpocTpaHsieTcst IeHCTBHE MpHKa3a, U TEKCT MpHKa3a. B cBOJHOM mpukaze GpaMuiInH JIUI B
npeenax MyHKTOB pa3MEIIaloTcs 10 anpaBuUTy.

B npukase o Ha3HauYCHUM WM YBOJIBHEHUH paOOTHUKA yKa3bIBAeTCs MOJIHAS J1aTa (4HCIo,
Mecs, TroJ) (aKTHUECKOTo BbIXOJAa pabOTHHKA Ha paboTy (TMpeKpalieHus TPYIOBBIX
OTHOIIEHHI), pa3MePHI €ro TOJDKHOCTHOTO OKJIa/Ia COTJIACHO MITATHOMY PacHHCaHUIO.

B cBOsHOM TpHKa3e Mo KaJApOBBIM BOIPOCAM (JIMYHOMY COCTaBY) B PACHOPSAUTEIBHYIO
9acTh BKIIIOYAETCS MHQPOpMAIUs, KOTOpas pa3MeNIaeTcs B TAKOH MOCIEI0BATEIBHOCTH: TIPUEM
Ha paboTy, MepeBOI, yBOJIbHEHHE.

B kaoM myHKTE MpHKas3a Mo KaJpOBBIM BONpOcaM (JIMYHOMY COCTaBY) yKa3bIBAETCSI
OCHOBaHHME OTHOCHTENBHO €ro u3faHusi (3asBiieHHe paOOTHUKA, TPYIOBOH JOTOBOP
(cornamenue), MOKITaaHAs 3alKCKa, MPEACTaBICHUE, XOJaTalCTBO, PEUICHHWE aTTEeCTAIlMOHHON
KOMHCCHH 00111e00pa30BaTeIbHON OpraHn3aium) 1 T.1.

Pacnopsizkenue.

Pacnopsbxenue - pactiopsiIMTENbHBIN JOKAIbHBI HOPMAaTUBHBIN [TPAaBOBOM AKT, KOTOPBII
U3JIaeTCsl  PYKOBOJSALIMM  paOOTHUKOM  0Opa3oBaTeNbHOM  opraHu3aluu  (Hampumep,
3aMEeCTUTEIEM PYKOBOJUTEINS, PYKOBOJUTEIEM CTPYKTYPHOTO MOJpa3feieHHs) MO BOIpocam
MH(OPMALMOHHO-METOIMYECKOTO, aIMUHUCTPATUBHO-XO3IUCTBEHHOTO W OpPraHU3al[MOHHOTO
XapakTepa, BXOASIIUM B €r0 KOMIIETEHLIUIO.

Pacrniopspxkenuem oopmMIIstoTCs BOIIPOCH! KPaTKOCPOUYHOTO OJTHOPA30BOT0 XapaKTepa.

PacmiopspkeHust COCTaBISIIOTCS aHAJIOTHYHO MpUKa3aM (B TIEYaTHOM BapHaHTE) MOXKHO 0e3
cnoBa «[IPUKA3BIBAIO».

Koncratupyromas 4acTe TE€KCTa B PaCHOPSHKEHUSIX OTIEISAETCS OT PacHOPSIUTEIBHOMN
gyactu cinoBamu: <«IIPEJJIATAIO», «PEKOMEHIAYIO», «OBA3BIBAK)», «CUUTALIO
HEOBXO/UMbIM».

Pacnopsixenuss peructpupytorcs B KHHre/)xypHaiie peructpanuu  pacropspKEHHR
(npunooicenue?).Kuura/xypHaa  NpOHYMEPOBBIBACTCS,  MPONIHYPOBBIBAETCS,  CKpEIUIseTCs
MOANKCHIO  PYKOBOJIUTENS M TMeyaTbio oOpa3oBaTelbHOM — opranusauuu.Pacnopsbkenus
dbopmupyrores B Jleno oauH pa3 B kBaptal. B koHie kaneHmapHoro rojga lemno (ne 6onee 250
TUCTOB) oopmiisiercs B cooTBeTcTBUU ¢ [lonoxenunem 06 apxuse.

IIpoTokoJ.

[Ipouecchl mpUMeHEHUs YIPaBICHYECKUX pelIeHui o0pa3oBaTeNbHOM opraHu3anueil u
caMH pEIICHUs JTOKyMEHTHUPYIOTCA C MOMOIIBI0 NMPOTOKOJIOB KOH(EPEeHUUH, Meaarorndeckmux
COBETOB, KOMHUCCHI U TIp.

B npoTokonax 3acenanuii KOJUIeTHATbHBIX M COBEIIATEIbHBIX OPraHOB TEKCT U3JIaraeTcs
OT TpPEThEro JIMla EIUHCTBEHHOIO 4YHcla («IeJaroru4ecKuii COBET... IOCTAHOBJSETY,
«coOpaHHMeE... PEITUIO»).

[IpoTtokon cocTaBisieTcs Ha OCHOBAaHMM 3alHUCEH, CHENIAaHHBIX HEMOCPEICTBEHHO BO
BpeMsl 3acelaHHii, MPEACTABICHHBIX TEKCTOB U TE3MCOB JOKIIAJOB M BBICTYIUICHHM, CIPABOK,
IIPOEKTOB PELLICHUMN.

ITpoTOKOI MOKET COCTABIATHCS KaK B PYKOIIMCHOM, TaK U B EUYaTHON Gopme.

Jaroii mnporokona sBiIsSeTCs Jara NpoBeAeHUs 3acemaHus. Ecnum  3acenanue
MPOJI0JKANIOCh HECKOJIBKO JHEH, TO uyepe3 THUPE YKa3blBAIOTCS MEPBBIM M MOCIEIHUH JeHb
3aceqaHusl.

Homep mnpoTokosia J0KEH COOTBETCTBOBATH MOPSAIKOBOMY HOMEpY 3acelaHusl.
Hymeparust mpoTOKOJIOB BeleTcs B Mpeesiax KaJlleHAapHOTro rojia OTANBHO 10 KaXI0# rpymnme
MIPOTOKOJIOB 3ace/laHMs COOTBETCTBYIOIIETO KOJUIETHAIbHOTO OpraHa.

B pekBu3uTEe «MECTO 3aceJaHHA» YKa3bIBAETCSl HA3BaHUE HACEJICHHOTO ITyHKTa, B
KOTOPOM COCTOSJIOCH 3ace/laHHe.

3arojloBOK K TEKCTY IMPOTOKOJIa JOJDKEH OTOOpakaTh BHUJ 3acedaHus (COBEIIaHue,
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coOpanne, KOH(EpeHIUs W T.I.) WM KOJUICTHAIbHOW JeATEeIhbHOCTH (KOMHUCCHS, COBET,
coOpanue, pabodas TpyIina U T.11.) ¥ BKIIOYATh HA3BaHHUE BUJA TOKYMEHTA.
TexkeT MpoTOKOJIa COCTOUT U3 BBOJAHOW U OCHOBHOM 4acTeH.

BBonmnass dacte comepxkut mocrosiHHyo uHpopmanuto (cioBa I[IPEJICEINATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIN) u nepemeHHyto ((pamuivs, WHHIHAIBI MpEaceaaTens,
CeKperapss M  TNPUCYTCTBYIOIIMX). [Ipm  HEOOXOOMMOCTH  YKa3bIBAIOTCS  JIOJDKHOCTH
MPUCYTCTBYIOINUX, & TAaKKEe HWHUIUANB, (aMWInk JOJHDKHOCTH JIUI, MPHUTJIANICHHBIX Ha
coBemanue. [Ipu konuuectBe ydacTHUKOB Oosiee 10 cocraBiiieTcsi CIMCOK MPUCYTCTBYIOLIUX,
KOTOPBIH MpHIaraeTcs K NpoTOKOIY.

Ecmu mporokon odopmisiercss B mewarHoit ¢opme, 1o cnoa I[IPEJICEJIATEJIb,
CEKPETAPBD, ITPUCYTCTBOBAJIU nedararoT OT HYJIEBOIO MOJIOKEHUS TaOysITopa, OT 2-TO
MOJIOKCHUST Ta0yJIITOpa CTABUTCS THUPE, WHULMAIBI ¥ (aMIIMKA TUIIYT B HUMEHHUTEIHLHOM
nagexe. amMwiIviKg OPUCYTCTBYIOUIUX pacrojaraiTcs B ajapaBUTHOM MOPSAKE U ME€YaTarOTCS
yepe3 | MeXCTpOYHBINA HHTEpBAIL.

BBonHas uacTh mpoToKoJia 3akaHuMBaercs mnoBecTkod nHsA. CnoBa «IloBecTka aHS»
[e4yaTalT OT HYJIEBOTO MOJIOKEHUS TalyasTopa, MOCiie HUX CTaBUTCA JABoeToune. Bompocsl
MOBECTKU JIHS HyMepyroTcsl apabckumu nudppamu. Kaxaplii HOBBIA BONpOC medaTaroT OT 1-ro
MOJIOXKEHUS Ta0yaaTopa.

[TocnenoBaTenbHOCTh PACHOJIOKEHUST BOIPOCOB OMPENENSIETCS CTENEHbI0 UX BaYKHOCTH.
Bompockl  mepeuncnsiorcss B MMEHUTENbHOM manexe. Jlokman (oTtuer, cooOliieHue,
nH(popMalys), HaUMEHOBaHUE JOHKHOCTH, WHHIMAIBI W (aMIIHIO JOKIQIYMKa THIIYT B
poauTenbHOM Tmajexke. He pexoMmeHIyercss BKIIOYaTh B TMOBECTKY JHA Bompoc «PaszHoey.
Kaxnpiit Bompoc nomkeH ObITh KOHKpeTu3npoBaH. DopmupoBaHue BOMPOCOB B MOBECTKE JHS
HauuHaeTcs ¢ pemora «O (O0)».

OcHoOBHasi 4yacTh MPOTOKOJIA COCTOUT U3 Pa3/ieloB, KOTOPbIE JOHKHBI COOTBETCTBOBATh
MyHKTaM TOBeCTKU AHs. Pa3znensl HymepyroTcss apaOCKuMu IudpamMu U CTPOSITCS MO TaKoOH
cxeme:

CJIIYHUIAJIA - BBICTYIIWUJIN - PEIINJIU (ITOCTAHOBWJIN),

VYkazaHHbIE CJIOBa TeYaTaroTCs OOJBIIMMH OyKBamMu 0€3 OTCTyNa OT TPaHHIIBI JIEBOTO
noJist. [locne 3TUX CIIOB CTaBUTCS JBOETOYHE.

ITocne cnopa CIIVIIAJIM yka3biBaeTCsi KpaTKUH TEKCT BBICTYIUIEHUS OCHOBHOIO
nokiaguuka. PaMuiIMs ¥ UHUALMANBL KaXJO0ro JOKIAAYMKa I[e4aTaloTcs C HOBOM CTPOKH.
KpaTkuii TeKCT BBICTYIIICHUS U3JIaTaeTcsl B TPETHEM JIMIIE €IMHCTBEHHOTO YHCIIa.

TexcThl WM TE3UCHl JOKIANOB M BBICTYIUICHHH, O(QOPMIICHHbIE KaK OTJIEIbHbIC
JOKYMEHTBI, B TEKCT IIPOTOKOJIa HE BKItoyaroTcs. [locie cBeneHuit o TOKIaIuuKe CTaBUTCS TUPE
u ykaszbiBaeTcs: « TekcT nokiana (BbICTYIUICHUS) MPUIaraeTcsi K MpOTOKOIY.

[Tocne cnosa BBICTYIINIIN ¢ukcupyroTcs BBICTYILUICHUS! TE€X JIHIl, KOTOPbIE MPHUHSIIN
ydyacTHe B OOCYXKJACHHMU JA0KJIana. BeicTymieHus opOpMISIIOTCS B MPOTOKOJE C yKazaHUEM
JOJKHOCTEH, (paMUIIMii M MHMUIIMATIOB, BBICTYNAIOUIMX B MMEHHUTEIHLHOM MafeKe, a TakkKe C
KpaTKUM H3JI0KEHHUEM COJIep’KaHus BOIpoca M OTBeTOB Ha Hero. Cojep:kaHHE BBICTYIUICHHIA
U3NaraeTcs OT TPEThEro JUIA €IUHCTBEHHOTO YHCIA.

[Tocne cnosa PEIINIJIM (ITIOCTAHOBWJIN) dukcupyercs HpHUHITOE pEUICHUE 10
oOcykJaeMoOMy BOMPOCY TOBECTKH JHA. PereHue MOKHO OBITh KOHKPETHBIM U BKIIOYATh
COCTaBIISIOIIME, KOTOPbIE OTBEYAIOT Ha CIEIYIOIIHE BOMPOCHI: KOMY, YTO C/AeJaTh M B KaKOM
CPOK.

Pemenus, copepkamue HECKOJIBKO BOIPOCOB, TNOJAPA3NEISAIOTCS HAa IYHKTBI M
MOAIMYHKTBI, KOTOpbIE HyMepyIoTcs apabckumu tudpamu. [loanyHKTe HyMepyroTcs Iudpamu ¢
TOYKOM.

B cnyuae, xorma Ha 3aceqaHUM TPUHUMAETCS pelieHHe 00 yTBEPKACHUU TOKYMEHTa,
KOTOpBI OOCYXmancsi Ha 3aceJaHHud, JTOT JOKYMEHT IMpHiiaraercs K MPOTOKOIY U B HEM
JieNlaeTCsl CChUIKa Ha HOMEp M Aary mpotokousa. [Ipu Hamuuuu APYyrux JOKYMEHTOB, KOTOPHIE
paccMaTpuBaINCh Ha 3aceaHud, U (PAKT 0OCYKJIEHHUS KOTOPBIX ObLT 3a()MKCUPOBAH B TEKCTE
MPOTOKOJIa, OHU HyMepyrTcs apabckumu mudpamu (Ilpunoxxenue 1, IIpunoxkenue 2). B
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COOTBCTCTBYIOIIHUX ITYHKTAX ITPOTOKOJIA ACJIACTCA CChIJIKA HAa 3THU MMPUIIOKCHU.

[IpoTOKON MOANMMCHIBAETCS TMPEACEAATENLCTBYIOIUM Ha 3aCeJaHUM KOJUIETHAILHOTO
OpraHa M CeKpeTapeM.

Beimrcka w3 TpOTOKONIA — TOYHAS KOMHUS YacTH TEKCTa IOJJIMHHOTO MPOTOKOJIA,
OTHOCAIICTOCA K TOMY BOIIPOCY NOBECTKU JHA, IO KOTOPOMY I'OTOBHUTCS BBIIIMCKA. Brimucka us
MPOTOKOJIA COJCPKHUT  CIEAYIOIIHE PEKBH3UTHI: HAaWMEHOBaHHE 00IIe00pa3oBaTeIbHOM
OpraHu3aiiuy, Ha3BaHHME BHJA JOKYMEHTa (BBINHCKAa M3 MPOTOKOJA), Jara 3aceJaHus, MECTO
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MMOAMMCH, OTMETKY O 3aBEPEHHH KOTIHH.

[IpoTokonbl  peructpupytorcsi B KHure/’kypHajne  perucTpanmd  IPOTOKOJIOB
(npunoscenue 3).KHura/xypHanm NpPOHYMEpPOBBIBACTCS, MPOIIHYPOBBIBACTCS, CKPEIUIAETCS
MOANUCHIO  PYKOBOJAUTENST M Iedarbio oOpasoBaTenpbHOM  opraHuzanuu. IIpoTokoss
dopmupyrorcs B [leno onuH pa3 B kBapTasl. B koHIe kanenmapaoro roga Jleno (ae 6omnee 250
ucToB) oopmIsieTcs: B cooTBeTCTBUU ¢ [lostoxkennem o6 apxuse.

Cayxe0HOe MHCHMO.

CnyxeOHOe MUCBMO COCTaBIsIeTCS € Lenblo oOMeHa HHpopManuend U MpeacTaBiseT
co0oii:

- OTBETHI O BBIINIOJIHCHHUU SaﬂaHHﬁ, OIIPCACIICHHBIX B aKTaX OpraHOB FOCY}IapCTBeHHOﬁ
BJIACTH, MMOPYUCHUAX BBICHIUX JOJIZKHOCTHBIX JIUIL;

- OTBETHI HA BBIIIOJITHCHUEC HOpy‘ICHI/Iﬁ BBIIICCTOAIINUX opraHmauHﬁ;

- OTBETHI HA 3aIIPOCHI IPYTUX YUPEKICHNN;

- OTBETHI Ha O6paIIIeHI/I$I TpaxxJaaH;

- OTBETHI Ha 3aMpoChl Ha HH()OPMAIIHIO;

- HWHUIUATHBHEIC TUCHMA;

- CONpPOBOJUTEIBHBIC MUCHMA.

CrnyxxebHOe TucbMO odopmitsieTcs Ha O1aHKe 00pa30BaTeIbHON OpraHU3aIliH.

[TucbmMo MMeeT cieayrore PEeKBU3UTHIL: J1aTa, PErUCTPAIMOHHBIA HOMEp (MCXOISIINIA), CChIITKA
Ha PErHCTPAIMOHHBIA HOMep (BXOMAIINIA) W JaTy JOKYMEHTa, Ha KOTOPBIA JaeTcsi OTBET (Tpu
HAIMYHMM), aJpecar, 3aroJioBOK, TEKCT, OTMETKa O HaIW4YMH TPWIOKEHUH (B cilydae
HEOOXOJMMOCTH), TOANUCH, cBeneHuss o0 wucnonautene (P.M.O., KOHTaKTHBIA HOMEp
tenedoHa).

Jlaroii muchbMa SBISIETCS JaTa €ro MOANWCAHMs, KOTOpas TOJDKHA COBMANAaTh C JAaTOM
PETUCTPAIH UCXOISAICH KOPPECIIOHICHITHH.

OCHOBHBIM PEKBH3HTOM CIIy)KEOHOTO MUChMA SIBIISCTCSI TEKCT, KOTOPBIA, KaK MPaBHIIO,
COCTOHWT W3 JIBYX YacTeil. B mepBoil 4yacTu yka3pIBaeTCs MPUYMHA, OCHOBAHUE WM 00OCHOBAHHE
MOJITOTOBKH MUCHhMa, MIPUBOJISATCS CCHUIKU Ha JIOKYMEHTBI, KOTOpPBIC ObLTH OCHOBAHHEM JJISl €T0
cocTtaBiieHUs. BTopas 4acTh BKIIFOYAET BBIBOJIBI, MPEITIOKECHUS, NMPOCHOBI, PEIICHUs W T. II.,
KOTOPBIE pa3MeEIIalTcs ¢ ad3ara.

Kak mpaBuiio, B mucbMe 3aTparuBaeTcsi OJIMH BOIIPOC.

TekcT nmucbMa M3J1araeTcsi OT MEePBOTO JIMIA MHOYKECTBEHHOTO YHCIa C UCTIOJIh30BAHUEM
CIIOB: «IIPOCHM COOOIIHTB...», «Pa3bACHICM, YTO...».

Cnyxe6HO€e MCbMO MOAMUCHIBAETCS PYKOBOIUTENEM 00pa30oBaTeIbHON OpraHu3aluu.

Cnpaska.

CrpaBka - JOKYMEHT, OATBEPKAAIONINIA Kakue-1100 (haKkThl MIIU COOBITHSL.

CrpaBku OBIBAIOT JABYX BUIOB:

CropaBka 1j1s1 ONUCaHMS WM TOATBEP)KICHUS (AKTOB, WM COOBITUH B JESATEIBHOCTH
OpraHu3aIuH.

CropaBKH COCTaBIISIIOTCS [0 YKa3aHHUIO BBIIIECTOSAIICH OpraHU3alMy WIH PYKOBOJUTEINS
o0pa3oBaTesIbHON OpraHMu3aluy I HHPOPMAIMK O BBIIOJIHEHUH IIJIAHOB, 3aJJaHUH, TOpYYEeHU I
U TIPEACTABIISIIOTCS B YCTAHOBJICHHBIE CPOKHU.

Texcm makou cnpagku cOCMmoum u3 08yx 4acmell.
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B mepBoii yacTu m3nararoTcst (paKThl, MOCTY)KMBIIKE IOBOJIOM K €€ HAlMCaHWIO, BO
BTOPOH - MPUBOASITCS KOHKPETHBIC JaHHbIE. BHIBOABI U MPENIOKEHHS B CIIPABKE HE JAOTCA (3a
HCKJIIOUCHUEM aHAJIUTHYECKOM).

CropaBka JOJDKHa OOBEKTHBHO OTpa)kaThb COCTOSHHE [eJll, €€ COCTaBJeHHE Tpedyer
TIIATEIBHOTO cOOpa M MPOBEPKU CBEICHUN, MOT'YT IIPUBOIUTHCS TAaOIHIIBL.

CripaBkH, COCTaBJIEHHBIE Il PYKOBOJUTENSI OPTaHN3alMY, IOAIIUCBIBAET COCTABUTEb.

CripaBkH, KOTOpBIE COCTaBJAIOTCA IO YKa3aHMUIO BBIIIECTOSILENH OpraHu3aluy,
MOANUCHIBAET PYKOBOUTEIb 00I€00pa30BaTeIbHON O praHu3aluu.

JlaToi1 cripaBKU sBIIETCA J1aTa €€ NOAIUCAHMS.

CropaBkH, YAOCTOBEPSIOIIME IOpUIMYECKUE (DaKThl: TMOATBEPXKACHUE MecTa paloThl,
3aHMMAEMOMH JI0JDKHOCTH, pa3Mep 3apabOoTHOM ATkl U T. 1.

Jist HUX IPUMEHSFOTCS YHU(PHUIMPOBAaHHBIE TpadapeTHbIe OJaHKH.

Takoro poja cnpaBKu BBIJAIOTCS IO 3allpocaM 3aMHTEPECOBAHHBIX JIUI (COTPYIHUKOB)
WM YUPEXKJIECHUN U pErUCTPUPYIOTCS B )KypHaJe BbIJaBa€MbIX CIIPABOK.

JokaaaHasi 3anucKa.

JloxtagHast 3amucKa - TOKyMEHT, aJipeCOBaHHBIN PyKOBOIUTENIO M HH(MOPMHUPYIOIIUH €ro
O CJIOXKUBIICHCS CUTYyaIlldid, MMEBIIEM MECTO SIBJICHHH WM (DaKTe BBITIOJHEHHOW padoOThI, a
TaKXKe COJICPIKAITII BBIBOIBI U IMPEJIOKECHUS COCTABUTEIS.

JlokItaHas 3aIucKa MOYKET BBIITOTHITHCS PYKOITUCHBIM CITOCOOOM.

TekcT MOKIAIHOW 3amMCKH JEIUTCSA Ha JIBE YacTH: IepBas - KOHCTATHPYIOIIas, TJe
W3JIarafoTCsl WUMEBIIHE MeCTO (DAKThl WIIM ONHUCHIBACTCS CHUTYallds, W BTOpas, B KOTOPOH
W3JIaraeTcs MmpejioKeHue, mpocroa.

TekcTy MOKIaJHOHN 3aMMCKH 00A3aTeIbHO MPEIIIECTBYET 3aroj0BOK, HAUMHAIOIIHIACS C
npeaora «Oy», «O06».

Jloxnaanas 3amucka oGopMisieTcss Ha JTUCTe Oymard.

AKT.

AKT - JOKYMEHT, COCTaBJICHHbIM HECKOJBbKAMHM JIMIAMH W TOATBEPKAAIOUINMA
yCTaHOBJICHHBIC (aKThl W JCHCTBUA. AKTBHI O(QOPMISIOTCS TIO pe3yibTaTaM pPEBU3HH, TPH
npueMe-Tepeaaye e, ClIMCAaHNM UMYIIIECTBA U TOMY ITOJJ00HOE.

Akt odopmisercs Ha cTaHIapTHOM Jucte Oymaru (opmata A4 W UMeEET CleAyrolue
PEKBU3HTHI: Ha3BaHHE IOKYMEHTa, rpud yTBepkAcHHsS (IMPH HEOOXOJAMMOCTH), JlaTa U MECTO
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIUCH JIHI] (HE MEHEe TPeX), KOTOPbIe COCTABJISIIH
aKT.

TeKCT akTa COCTOUT U3 BBOJHOM M KOHCTAaTUPYIOIIECH YacTeH.

B BBOJHOI YacTu yKa3bIBalOTCS OCHOBAHUS JJII COCTABIICHHS aKTa U Ha3bIBAIOTCA JIMIIA,
KOTOpbIE COCTAaBUJIM aKT WM MPUCYTCTBOBAIIM MIPU 3TOM. B KOHCTaTHUpYIOIIEl YacTh U3iaraercs
CyTh, 3aJlaud, XapakTep MPOJEIaHHON pabOThl, yCTAaHOBJCHHbIE (AKThl, MPEIIOKECHHUSI H
BbIBO/IbI. KOHCTaTHpYyIOMIas 4acTh MOKeT 0(hopMIISTHCS B BUJE TaOiuIbl. B KOHIIe TekcTa akTa
3aIMCBIBAIOTCS JTAHHBIE O KOJMYECTBE IK3EMIUIIPOB aKTa M KX MECTO HaXOXKICHHS.

AKT NOANUCHIBAETCS BCEMH JIUI[aMH, TPUHUMABIIMMHU y4acTHE B €T0 COCTABJICHUHU.

JIuno, umMeroniee 3aMeyaHusl K COJIEPKAHUIO aKTa, MOAMMCBHIBAET €ro M M3Jaraer CBOe
MHEHHE Ha OTAEIbHOM JIMCTE, KOTOPBIN NPUIIaraeTcs K akTy.

Tenerpammsl, TeaedonorpaMmmbl, paKCUMUJIAPHASA CBA3b.

OTO JOKYMEHT 10 ONEpaTUBHBIM BOIIpOCaM, IepelaBaeMblii 1Mo TenedoHy U
3aUCBIBAEMBIH [10Ty4aTEIIEM.

O06s3aTenbHBIMI PEKBU3UTAMU TaKUX JOKYMEHTOB SIBIISIOTCS:

- HaMMCHOBAHUC yqpemneHHﬁ apeCaHTa U aapecara,

- PCKBU3UT «OT KOIro» MU «KOMY» C YKAa3aHUCM JOJIKHOCTH, (baMI/IJ'II/II/I, n OTYECTBA
JAOJIKHOCTHBIX JIMIL;

- HOMCp, JaTa U BpeM4 IIepeaavuu U nprueMa 10OKyMCHTA,
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- JOJDKHOCTHU U q)aMI/IJII/II/I NepCAaBIICTO U ITPUHABIICTO JOKYMCHT,

- HoMepa TenedOHOB;

- TCKCT U IIOAIIUCH.

HOCTYHI/IBH_II/IC JOKYMCHTBI JOJIKHBI UMCTh TC K€ PCKBU3UTHLI, YTO U OTIIPABJIAICMEIC, 3a
HNCKIIHOYCHUEM MOAITNCH.

I[OKYMGHTI)I COCTaBJIAKOTCA B OAHOM 3K3CMILIAPC U IMMOANMCBIBAOTCA PYKOBOAUTCIIEM HUIIU
OTBCTCTBCHHBIMU HUCITIOJITHUTCIIbHBIM.

DJIeKTPOHHBbIE IOKYMEHThI.

[Topsimox  cocraBieHusi, OQOPMIICHHS H COTJACOBAHMS IPOCKTOB  3JIEKTPOHHBIX
JOKYMEHTOB OCYILECTBIISIETCSI 1O OOIIMM TMpaBHJIaM JIEJIONPOU3BOJICTBA, YCTAHOBJICHHBIM B
OTHOIIIEHUM AHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE. IJIEKTPOHHBIA JOKYMEHT
JOJDKEH WMETh PEKBU3UTHI, YCTAHOBJIEHHBIE NJIs aHAJOTUYHOTO JIOKYMEHTa Ha OyMaKHOM
HOCHTEIIE, 32 UCKIIFOUCHUEM OTTHCKA IeYaTH.

B nepeuens o0s3aTeNbHBIX CBEACHUN O JOKYMEHTAaX, MCMOJB3YEMbIX B ILENAX y4eTa U
MOMCKa JIOKYMEHTOB B CHCTEMax »JJIEKTPOHHOTO JOKYMEHTOOOOpoTa oO0pa3oBaTelbHOM
OpraHu3alii B COOTBETCTBHMU C TIpaBWJIaMH JIEJIOTPOM3BOJCTBA B 00pa30BaTEbHOMN
OpraHu3aIuM, BXOIT:

e  aJIpECaHT;

e ajpecar;

e  JIOJDKHOCTD, (DaMHUIIMS 1 MHUIIHAJIBI JIUIIA, TIOAMUCABIIETO JOKYMEHT;
e BHJ JIOKYMEHTa;

e JlaTa JOKYMEHTA;

e HOMEp JOKYMEHTA;

e JlaTa MOCTYIICHUS IOKYMEHTA;

e BXOJAIIUN HOMED TOKYMCHTA;

e CCHUIKA Ha UCXOJAIINNA HOMEP M JaTy TOKYMEHTa;
e HaMMEHOBAHUE JOKYMECHTA;

e UHJEKC JIela;

e CBEJACHMS O Mepeapecayu JOKYMEHTa;

e  KOJIMYECTBO JIICTOB OCHOBHOTO JJOKYMECHTA,

e  KOJIMYECTBO MPHIOKCHUH;

e 00IIIee KOJIMYECTBO JIMCTOB MPUIIOKCHU;

e yKa3aHUs 10 UCIIOJHCHHIO JJOKYMEHTA,

e nomxHOCTE, ®. U. O. ucroHuTEN;

e OTMETKa O KOH(PHICHIIMAIBHOCTH.

B cocrtaB [0MONHUTENBHBIX CBENEHUN 00 DIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIIOUEHBI CBEJCHHS: HaWMEHOBaHHE aBTOpa JOKyMEHTa (ecad aBTOp HE COBMIAJaeT C
aZipecaHToM (OTIpaBHUTEIEM) OJIIEKTPOHHOTO JOKYMEHTa), OTMETKa O IIEPEeHOCEe CpOKa
WCIIOJIHEHUSI JIOKYMEHTa, CpPOK XpaHEeHHs JIOKYMEHTa, HAMMEHOBAHMUS NPUIOXKEHUH K
AIIEKTPOHHOMY JIOKYMEHTY, KIIOUEBBIE CJIOBA, CTAaTyC JOKyMEHTa (IPOEKT, BepcHsi), BUJ
nepenavyu JoOKyMeHTa (3JEKTPOHHOM MOYTOM, MOYTOH, (hakcoM | T. J1.) U Jp.

Cpoku XpaHEHHsI DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam XpaHEHUs
JOKYMEHTOB, YCTAaHOBJIEHHBIX 3aKOHOJATEIbHBIMU W HHBIMU HOPMATHBHBIMH IPaBOBBIMHU
aktamu Poccuiickoii denepanuu, TUNOBBIMH MEPEUYHSIMHU Ji aHAJOTUYHBIX JOKYMEHTOB Ha
OyMa)>XHOM HOCHTETIE.

S. Opranuzanusi JOKyMeHTO000POTA M HCIIOJIHEHHS IOKYMEHTOB.
IIpuem n 00padoTKa NOCTYNAIOMIMX JOKYMEHTOB.

JIBU>KeHHE [TOKYMEHTOB C MOMEHTAa MX CO3JaHUsl WM TOJIYYeHHS 10 3aBepUICHUs
WCIIOJIHEHUS WIIH OTIIPaBKU 0Opa3yeT JOKYMEHTOOOOPOT.
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B nmoxymenToobopoTe 00pa3oBaTENbHON OpraHU3allid  BBIIEISIFOTCS  CIEAYIONIUE
JOKYMEHTOTIOTOKH:

a) BXO/SIasi KOPPECTOHICHITHUS (FOpUINYECKHe U (PU3HUSCKUE JINIIA);

0) UCXOsIIast KOPPECIOHACHITUS (FOpUIUIECKIE U (PU3MUECKUE JIHUIIA);

') BHYTPEHHSA TOKYMEHTAIUS.

JlocTaBka W OTHpaBKa JIOKYMEHTOB OCYIIECTBIISIETCS, KaK IMPaBUJIO, CPEICTBAMHU
IIOYTOBOM U JIEKTPOHHOM CBSI3U.

JIOKyMEHTBI, MOCTYMAaIKEe B 00pa30BaTEIbHYI0 OPTraHU3aIUI0, MTPOXOAAT MEPBUUHYIO
00paboTKy, perucTpanuio, IpeJIBAPUTEIIBHOE pPACCMOTPEHUE, Tepenady pPYKOBOJCTBY Ha
paccMOTpEeHHE, MEPEIAIOTCA UCTIOTHUTENSM U MOCIIE UCTIOJHEHUSI IIOMEIAI0TCA B JiejIa.

[Ipuem u nepBuyHas 00pabOTKa JOKYMEHTOB OCYIIECTBIISIETCSI CEKPETapPEM.

Cekperapb MNPOBOJUT: MPOBEPKY MPABUIBHOCTH  APECOBAHMS  IMOCTYIMAIOIIUX
JTOKYMEHTOB, IPABMJIBHOCTH JJOCTABKUA U KOMIUIEKTHOCTH IOKYMEHTOB; COPTUPOBKY JIOKYMEHTOB
Ha MOJIeXKaIue U He MO IeKAIINe PETUCTPAIIUH.

[Tony4yeHHbIE KOHBEPTHI ¢ KOPPECTOHJCHIIMEH BCKPBIBAIOTCS, MPH 3TOM IPOBEPSETCS
HaJu4Me BJIOXKEHUH, a TaK)Ke yKa3aHHBIX B JIOKYMEHTaX MPWIOKEeHUU. B ciydae moBpexaeHus
YIAKOBKH U BJIOKEHHUM JTUOO OTCYTCTBUSI MPUIIOKEHUM COCTABIIACTCS aKT B JABYX DK3EMILUIApAX.
OnuH SK3eMIUISIp aKTa HAIMPaBJISIETCs KOPPECTOHAEHTY, BTOPOH MPUOOIIAETCs K MOCTYIMHUBIIEMY
JTOKYMEHTY.

OmuboYHO TMpuUCIaHHAs KOPPECMOHACHIIUS TEePEChIaeTCs MO MPUHAJUICKHOCTH, €CITU
W3BECTEH ajpec moiy4yaTesns. B mpoTMBHOM ciaydae KOPPECHOHACHITUS BO3BpAIIaeTCs
OTIPABUTEIIO.

KonBepThl 0T mocTymammed KOPPEeCTOHIACHIIMH COXPAHSAIOTCS MW MPWIAraloTcs K
JOKYMEHTaM JIUIIIb B TOM CIy4ae, KOTrJa TOJbKO M0 HUM MOXHO YCTAaHOBHUTH aJIpEC OTIPABUTEIS
WM, KOrJa JaTa IMOYTOBOrO IITEMIIEs MMEET 3HAUYEHHWE B KAayeCTBE J0KAa3aTeIbCTBA BPEMEHU
MOJTy4EeHUs] JOKYMEHTA.

CnenyaiucToM HE BCKPBIBAIOTCA KOHBEPTHI IHCEM C HAANKMCBIO <«WIHYHO». OHH
MEPEAAOTCS IO HA3HAYEHUIO

Nudopmanusi u JOKYMEHTBI O JEATEIbHOCTH 00pa3oBaTelIbHOM OpraHu3alluu, He
yKa3aHHbIC B 4acTH 2 ctaThu 29 denepanbHoro 3akoHa oT 29 nexadbpst 2012 roma Ne 273-03
«O6 oOpazoBanun B Poccuiickoii ®enmepamumn», TPEACTABISAIOTCS  PYKOBOJUTEIIEM
o0pa3oBaTesIbHOM oOpraHu3alu 0o OOpallleHUI0 TrpakJaHWHAa JHOO JOHKHOCTHOIO JIMIA
roCyJapCTBEHHOTO OpraHa WJIM OpraHa MECTHOI'O CaMOYIIPaBJIEHHS B CIy4yasix WU MOPSIKE,
MPEyCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccuiickoit denepanuu.

[IpencraBnenre nHOpMaLMU UHBIM OpPraHU3ALMAM O JESTEIBHOCTH 00pa30BaTEIbHOMN
OpraHu3ali OCYILECTBIIAETCS YYPEIUTEIEM OpraHU3allMi, B OTHOLICHWH KOTOPOW TaKas
nH(pOopMaLKs 3arpaiiuBaeTcs.

IIpeaBapuTtenbHoe paccMOTpeHHE TOKYMEHTOB.

Cekperapp ¥ (WJM) JIMIO, OTBETCTBEHHOE 32 BEICHUE JICIONPOU3BOJCTBA, IPOBOJIHUT
NpPEABAPUTEIIFHOE  pPAacCMOTPEHHE  JOKYMEHTOB B ILENSIX  BBIICNCHHS M3 BCErO
MaccuBa IMOCTYNHBIICH  KOPPECHOHACHIMH  JOKYMEHTOB, TPEOYIOIIUX  00s3aTeNbHOTO
paccMOTpeHHs pyKOBOIUTENEM 00pa3oBaTeIbHOM OpraHu3aluy.

OcHoBaHMeM Uil TPUHATHA PpELIEHHs B XOJ€ MPEeIBAPUTEIBHOTO PACCMOTPEHMS
ABIIICTCSL COJIEpXKaHME JIOKYMEHTa, a He aJpecoBaHUE JOKYMEHTa COOTBETCTBYIOIIEMY
pabOTHHUKY.

Pe3ynpTaToM mnpeABapUTEIHHOTO PACCMOTPEHUS SBISETCS HaNpaBieHHUE JIOKYMEHTa
PYKOBOJUTENIO 00pa3oBaTeIbHON OpraHu3alid WIM JOJDKHOCTHOMY JIMIY B COOTBETCTBHM C
YCTaHOBJICHHBIM DAacCIpeleNieHHeM O00S3aHHOCTEH MEXJy PYKOBOJUTENIEM U JOJDKHOCTHBIMHU
JIMIIAMU JJ151 BBIHECEHUS YKA3aHUS 110 UCTIOJIHEHUIO TJOKYMEHTA.

PeFI/ICTpaHI/IH AJOKYMEHTOB.
Hepenaqa JAOKYMCHTOB Ha  PpCETUCTpallUIO  MNPOU3BOAUTCA  TOJIBKO IIoCJIC HuX
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MPEABAPUTEIILHOTO PACCMOTPEHUSI.

Peructpanuu  mojuiekaT  BCe  JIOKYMEHTHI, TpeOYIOIIME yd4eTa, HCIOJIHEHUS,
WCIIOJIb30BAHUSI B CITPABOYHBIX LIEJISIX, KAK MOCTYMAIOUIME U3 IPYTUX OpraHU3aluil U OT YaCTHBIX
JIMIL, TaK ¥ 00pa3yrommuecs B MpoIecce IesTeIbHOCTH 00pa30BaTEIbHOM OpraHnu3aIum.

He nmomiexar perucrpanuu no3paBuTeIbHbIE MUCbMa, TEJIErPAMMBI, TPUTIIACUTEIbHBIC
OuneTsl, HHGOPMAIUS IJIs1 CBEJCHUS, OyXTraaTepCKue TOKYMEHTHI MEPBUYHOTO yueTa. J[ims Hux
COCTAaBJISIETCSI IEPEUCHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Peructpaiius JOKyMEHTOB MPOU3BOIUTCS C LEIBIO0 OOSCIICUCHUST UX ydeTa, KOHTPOJISA 3a
WCIIOJIHEHUEM ¥ OTICPATUBHBIM HCIIOJIH30BAaHHEM WH(OPMAIIUH.

Perucrpanus 1OKyMEHTOB MPOU3BOAUTCS B JIEHb UX MOCTYILICHHS.

JlomyckaeTcsi OTMETKa O MOCTYIUICHHHM JOKYMEHTa B OPTaHH3alldI0 MPOCTABISATH B BUJIEC
[ITaMIla Wik OT PyKU B HUXKHEW YaCTH JIMIIEBOM CTOPOHBI MEPBOTO JIMCTA JOKYMEHTA WM Ha €ro
obopore.

Perucrpanuss 1DOKyMEHTOB 3aK/IIO4aeTcs B BEACHUM 3allUCH YYETHBIX JIAaHHBIX O
JOKYMEHTE TI0 YCTAHOBJIEHHOM pErucTpaloHHON Qopme, KOTOopbIM (QuKcHpyeTcs (akT
CO3/IaHUWsA, OTIpaBJICHUS WM TOJy4YeHUsT JOKYMEHTa TIyTeM IIPOCTABJICHUS Ha HEM
PEruCTPAIIMOHHOTO HWHJEKCA C TOCIEAYIONIEH 3amuchi0 B yKa3aHHBIX (opMax HEO0OXOIMMBIX
CBEJICHUH O JOKYMEHTE.

JlokyMeHTBI, TIOCTyHaromue B 00pa30oBaTEIbHYI0 OPraHHU3alldi0, PETUCTPUPYIOTCS B
Knure/sxxypHaiie peructpaiuu BXOISIICH KOPPECTIOHASHITNH, a T€, YTO OTHPABJISIFOTCS U3 HETO, -
Knure/ )xypHane perucTpainuu UCXOAIIeH KOPPECTIOHICHIIUN (NPULOHCEHUE 3 ).

Pacnpenesienne moCcTynawmmx J0KYMEHTOB.,

ITocie perucrpanmuu JIOKYMEHTBI TIEPEAAOTCS Ha PACCMOTPEHUE PYKOBOJUTEIIO
00pa3oBaTeNIbHOM OpraHu3aluu.

[locne paccMoTpeHHs] PYKOBOAWTENEM JOKYMEHTHI BO3BPALIAIOTCS CEKpETapro U (WJIH)
JUIly, OTBETCTBEHHOMY 3a BEJEHHE JENONPOU3BOJACTBA, [UId TEPEHECEHMs] YKa3aHH
10 MCTIOJTHEHUIO IOKYMEHTa B KYpHaJl perucTpalii BXOIAIIMX JOKYMEHTOB. B cooTBeTcTBHH C
YKa3aHUSAMHU 110 MCTOJIHEHUIO MOAJIUHHUK JOKYMEHTA HalpaBlsIeTcs paOOTHHUKY, SIBISIOLIEMYCS
OTBETCTBEHHBIM HCIIOJTHUTENEM, a COUCIIOIHUTENSIM HANpPaBIsAIOTCA KOMUU JOKYMEHTOB (€Ciu
HUMEIOTCS), O YeM JiesiaeTcsi oTMeTka B KHure/xypHaiie peructpaiuy BXOISIIUX JOKYMEHTOB.

DNEeKTpPOHHBIE COOOIICHMS], IOChUIAEMBbIE IO JJEKTPOHHOM TMOYTe, HUCHOJIHSIIOTCS
aQHAJIOTMYHO JOKYMEHTaM Ha OyMa)KHBIX HOCHUTEJSX C Y4E€TOM OIpeAeleHHOW crenu(uxku B
MPOLIECCE UCTIOTHEHHUSL.

IMopsinok 00padOTKM U MPOXOKIEHUS UCXOASIIIMX M BHYTPEHHUX JJOKYMEHTOB.

[Topsimok TMOATOTOBKH HCXOAAIIMX JOKYMEHTOB BKJIIO4YaeT B cebs paboTy 110
COCTaBIICHUIO MTPOEKTa JOKYMEHTA, COTJIACOBAHMIO, MOAMUCAHUIO (YTBEPKICHHUIO) U OTIPABKE.

Jlo mepenaud JOKyMEHTa Ha TMOJNKNCH HCIOJHUTENb JOJDKEH MPOBEPHUTHh €ro
coJiep’KaHue, MPaBUILHOCTh O(GOPMIICHHS, HAIWYMEe HEOOXOJWMBIX BHU3 U MPUIIOKEHHIL.
JIOKyMEHT TpeJ/CTaBiIsIeTCs Ha TMOJIUCh BMECTE C MaTepHalaMi, Ha OCHOBAaHHWU KOTODPBIX OH
TOTOBUJICS.

BuyTtpennue MOKyMeHTHI O(QOPMIISIOTCS M HCTIONHSIOTCS (UCIONB3YIOTCA) B Tpeaenax
00pa3oBaTeNbHON OpraHu3alvy.

BuyTpenHue  JOKyMEHTHI  (IOKJIAIHBIE 3alHMCKH, CIpPaBKH, CBOJKK U  Jp.)
paccMaTpuBaIOTCS TEMU JOJLDKHOCTHBIMU JIMIIAMU, KOMY OHH HAIPaBIICHBI.

OTBeTCTBEHHBIE 3a JIENOMPOU3BOJICTBO MEpe] cAauell KOPPECHOHACHIIMM Ha OTIPABKY
JOJKHBI ~ 00s3aTeNbHO TPOBEPUTH MPABHIBHOCTH €€ O(OpMIIEHUS U  aJApPECOBAHMS.
KonBepToBanue KOppEeCHOHJIEHUMM M JPYrMX TOYTOBBIX OTHPABJICHUN MPOU3BOAUTCS
CTPYKTYPHBIMH TOJIpa3/IeIeHUSIMUA OPraHu3aluu.

Perucrpanus oTnpaBisieMbIX JTOKYMEHTOB OCYILIECTBISICTCS B JCHb HUX TMOJMUCAHUS
(yTBepkIeHUs) WIM Ha CIeAyrolui pabounii AeHb. PerucTpalioHHBI HOMEp NOKyMEHTa U
JaTa PerucTpalyd MPOCTABISIOTCS Ha TMOJJIMHHUKE JOKYMEHTa B PEKBH3UTaxX OlaHKa M Ha
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KOIIMH, OCTAIOIIeNcss B Jeie oOpazoBaTenbHON opranu3anud. CHpaBOYHBIM ammapaTtoMm s
UCXOJAIINX IOKYMEHTOB SIBIISICTCS )KypHAJl PETHCTPALUU 3TUX JJOKYMEHTOB.

OtnpaBKky ~ HMCXOIMIIMX  JOKYMEHTOB  IPOM3BOJUT  CEKperapb U (WUJM)
JIMII0, OTBETCTBEHHOE 32 BeJICHHE JeNONponu3BocTBa. CpouHas KOPpeCcHoHACHIUS 0hopMIIseTcs
Y OTIPABISETCA HE3aMEUIUTEIBHO CEKPETAPEM.

Cekperapp mpoBepsieT NPAaBWIBHOCTE  O(DOPMIICHHS  HMCXOJSIIUX  JIOKYMEHTOB,
MPOU3BOUT COPTHPOBKY JOKYMEHTOB IO CIIOCOOY JOCTaBKH KOPPECHOHICHIIUU aapecaTry
(mpocrasi, 3aka3Has, MeXIyHapoaHas u ap.). HempaBwibHO odopmIleHHBIE JOKYMEHTHl |
KOPPECTIOH/ICHIINSI HECITYy)KEOHOTO XapaKTepa K OTIpaBKe HE MPUHUMAIOTCS M BO3BPAIIAIOTCS
JIUILY, TOATOTOBUBIIEMY TOKYMEHT.

OtmpaBnsieMasi 1O TOYTE€ KOPPECHOHACHIMUS TPOXOJUT YHNAKOBKY, aJpEcCOBaHUE,
MPOCTABJIEHHE CTOMMOCTH MOYTOBBIX YCIYr M Teperady Ha OTIPaBKYy B MECTHOE OTAEIICHHE
CBSI3H.

Ha 3aka3nyr0 KOppecmoHIEHIMIO, Ha JOKYMEHTHI C TOMETKOW «Jljis ciy:keOHOTO
MIOJIb30BAHMS» COCTABIISIETCSI pEeCTp, KOTOPBIA 3aTeM BO3BPAIIAETCSl CEKPEeTapro yuyeOHO# JacTu
u (W)  JuIy, OTBETCTBEHHOMY 3a  BEJEHHE  JeJIONPOM3BOJCTBA, C  PACHUCKOU
pabOTHHUKOB TIOYTOBOTO OT/IENCHHSI CBS3M WIJIM WHOTO JIMIA, OOECTeYMBAIOIIETO OTIPABKY
JTOKYMEHTOB.

[lepenaya ¢ ncnosp30BaHUEM CPENCTB (PAKCHMUIIBHOM CBSI3M JTOKYMEHTOB, COJIEPIKAIINX
CITy’KeOHYI0 MH(POPMAIIHIO OTPAaHMYEHHOTO PAaCIPOCTPAHEHHS, B TOM YHCIE C MOMETKOH « s
CIIy’)ke0HOTO TOJb30BaHUs», He pazpemaercs. Kareropudecku 3ampeniaercd mnepegada Mo
cpencTBaM (aKCHMHIBHON CBSI3U CEKPETHBIX JOKYMEHTOB.

C ucnonp30BaHUEM CPEICTB (PAKCUMMIIBHOM CBSI3U MOTYT OBITh Ie€pelaHbl MaTepHabl
TEKCTOBOTO, TAOJMYHOTO WM TPapUUECKOro XapakTepa, HCIOJHEHHBIE THUIOTPAPCKIM,
MAaIIMHONUCHBIMIIA PYKOIUCHBIM CIIOCOOOM B YEPHOM MJIM TEMHO-CHHEM IBETE€ C YETKUM U
KOHTPACTHBIM H300pakeHHEM (TIepBhIE PK3EMIUIAPHI WM UX KCEPOKOMHH) Ha Oenoit Oymare ¢
MHUHUMAJIBHOU BBICOTOW OYyKB | 1idp 2 MM. OOBeM IepeaaBaeMoro B TeUEHHWE OJHOTO CeaHca
CBSI3U JOKYMEHTA, BBIMIOJIHEHHOTO Ha Oymare ¢opmara A4, He JOJKEH NPEBBIIATH IISTH JIUCTOB.

OTBETCTBEHHOCTh 3a coJepXKaHHe HH(OpManMu, NEepeaBaeMol C HCMOJIb30BaHHEM
cpeAcTB  (paKCUMWIBHOM  CBsI3W,  BO3JaraeTcd Ha  UCHOJHMUTENS,  IOJrOTOBUBLIETO
(bakcorpaMmyis nepeaayHm.

Oco0eHHocTH padOTHI € 3IEKTPOHHBIMU JOKYMEHTAMH.
B o6pa3oBarenbHOI Opranu3auu co3Jar0TCs U UCIOJIb3YIOTCS:

. JNIEKTPOHHBIE  JIOKYMEHTBI, CO3JaBacMble B JJIEKTPOHHOW ¢opme 0e3
MIPeIBAPUTENILHOTO JOKYMEHTUPOBAHUS Ha OyMaKHOM HOCHTEJIE;
. ANIEKTPOHHBIE 00pa3bl JTOKYyMEHTOB, MOJYYEHHbIE B PE3yJlbTaTe CKAHUPOBAHUS

JOKYMEHTOB M XpaHSIUECS B CUCTEME HIEKTPOHHOTO IOKYMEHTOO00pOTa.

IIpuem u oTmpaBka 3JIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIOTCS OTBETCTBEHHBIM 3a
BEJICHUE JICTIONIPOU3BOJICTBA B 00pa30BaTEIbHON OpraHu3aluH.

DJNEeKTPOHHBIE JOKYMEHTBl CO3Jal0Tcs, 0O0palaThIBAlOTCSI M XpaHATCS B CHUCTEMeE
3JIEKTPOHHOIO JOKYMEHTO000pOTa 00pa30BaTeIbHONM OpraHU3al|H.

ONEeKTPOHHBIM  JIOKyMEHT JOJDKEH ObITh  OQOpMIIEH 10 OOLMM  IpaBUiIaM
JIeTIOTIPOU3BOICTBA U MMETh PEKBHM3MTHI, YCTAHOBJICHHBIE JUIS AaHAJIOTMYHOTO JIOKYMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIIIOUEHUEM OTTHCKA TIeYaTH.

Jlis TOATBEpKAECHUS MOJUIMHHOCTU 3JIEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTeNbHOM
OpraHu3allii UCIMOJIB3YIOTCS BJIEKTPOHHbIE LU(poBble moanucH. Mcmomb3yemble cpeacTsa
AJIEKTPOHHONW 1M(POBON MOANMUCH JOJKHBI ObITh CEPTU(UIUPOBAHBI B YCTAaHOBICHHOM
MOPSLIIKE.

Enuaunei ydera 5SI€KTPOHHOTO JIOKYMEHTA SIBJISIETCS  DJIEKTPOHHBIA  TOKYMEHT,
3apeTUCTPUPOBAHHBIII B CHUCTEME DIEKTPOHHOTO JIOKYMEHTOOOOpoTa 00pazoBaTeIbHOM
OpraHu3aluy. DJINEeKTPOHHBIA JOKYMEHT, MUMEIOIIMN NPHIIOKEHHs], PErUCTPUPYeTCs Kak OJWH
JOKYMEHT.
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[locne oTmpaBKM 3JIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOrO 3JIEKTPOHHOW IOJIHUCHIO
YIIOJIHOMOYEHHOIO JIOJDKHOCTHOIO JIMIA, JOCBUIKM aJpecary €ro KOmuu Ha OyMakKHOM
HOCHTENE, KaK IpaBUiIO, HE TpedyeTcs, 3a UCKIIOYEHHEM OTBETOB Ha OOpallleHUs Tpak]aH,
MOCTYIIHMBIIUX I10 I/IH(I)OpMaI_II/IOHHO—TeHeKOMMYHI/IKaLII/IOHHBIM KaHaJlaM, Ha KOTOPBIC 3adBUTCIIIO
JaeTcsl MUCbMEHHBIN OTBET, HAMPaBIIEMBbIN TI0 TOYTOBOMY aJpecy, YKa3aHHOMY B OOpaIleHuH.

Ucnonnenusie OJICKTPOHHBIC JOKYMCHTBI CUCTCMATHU3UPYIOTCA B ICJIa B COOTBCTCTBHU C
HOMEHKJIATypol Jei oOpa3oBaTelbHOW OpraHu3allud M HMHAEKCUPYIOTCS B IOPSJIKE,
YCTaHOBJIEHHOM B OTHOILIEHUU JI€JI, COCTABJIEHHbIX M3 JOKYMEHTOB Ha OyMa)XHOM HOCHTEIIE.
IIpu cocTaBiieHMM HOMEHKIJIATYpPBI JIE)I B 3ar0JOBOK J€J1a BKIIIOYAETCS yKa3zaHHe «DIEKTPOHHbIE
JIOKYMEHTBI».

Nudopmannonnas 6e30nacHOCTb.

NudopmanronHsie pecypcbl 00pa3oBaTeabHON OpraHu3alyy Mo J0CTyly (BO3MOXHOCTH
WCIIOJIb30BAHUS ) TIOJIPA3ICIISIOTCS Ha OTKPBITYIO (00IIeNOCTYIHYI0) HH(OPMAIIUIO, CITYKEOHYIO
nHpopMaIuo 1 HHPOPMAIIHIO OTPAHUICHHOTO PACIIPOCTPAHEHHUS (IOCTYIIA).

K kareropum OTKpBITON wHH(MOpPMAMK OTHOCHTCS WHGOpPMANHs, COJEpIKaIasIcs B
JOKYMEHTaXx ® 0a3ax JaHHBIX O00pa3oBaTeNbHON  OpraHU3alliH, HEMOCPEICTBEHHO
3aTparuBaroIas MpaBa M HHTEPECHI TPaXKIaH.

K xareropuu ciyxebHONW HHPOpMaALMK OTHOCUTCA HMH(OpMAIMs, cojepiKamasics B
JOKYMEHTaX W 0a3ax JaHHBIX OOpa30BaTENBbHON OpraHW3alWd, TNpeJAHAa3HAYCHHAs IS
JOJDKHOCTHBIX JIMIT W paOOTHWUKOB, TIPW BBHIMOJIHEHUH WMH CBOUX (DYHKIIMOHAIBHBIX
00s13aHHOCTEH, HE 3aTparuBaroias HaPSIMYIO TpaBa U HHTEPECH! TPaKIaH U HE OTHOCAIIASCS K
KaTerOpuHu OTPAaHMYCHHOTO pacipocTpaHeHus (HocTyma).

K kareropum wH(pOpMAIMU OTPAHHMUYCHHOTO PACIPOCTpaHEHHs (JOCTYIa) OTHOCHTCS
uH(popmanus, coaepKamiasics B JOKyMEHTax U 0a3ax JaHHBIX, BKIIOYAIOIIAsi CBEACHMUS
KOH(UIEHIIMATBHOTO XapaKTepa.

Bes unbopmanus, coaepkamiasicss B JOKyMEHTax M 0a3zax JaHHBIX, MO YMOJIYaHHUIO
SBIIIETCSL OTKPBITON U 0o0menocTynHoi. Vcknouenue cocrapiser nHpopMalus, OTHECEHHAs K
KaTerOpHsIM CITY)KEOHOW M OTPaHUYEHHOTO PACTIPOCTPAHCHUS (JIOCTYIIA).

Joctyn monb3oBareneil kK uHGOpPMAUU  OrpaHUYMBAETCS MYTEM  OTHECEHUS
nH(pOpPMAaLIUK K COOTBETCTBYIOIICH KaTErOpUH M HaJI0)KEHHEM Ha Hee COOTBETCTBYIOIIEro rpuda
OTrpaHHuYEHUsl pacrnpocTpaHeHus. MHpopmaius orpaHUYEeHHOrO JOCTyMa cHalXaeTcs rpudom
«J1ns cnyxeOHOro MOJIb30BAHUY.

[IpaBom oTHeceHus MHGOpPMAIUU K KAaTETOPUU OTPAaHUYCHHOTO JOCTYNA M HATOXKCHUS
COOTBETCTBYMOIIEro Trpuda obiiagaeT aBTOp ITOKYMEHTa IO COIJIACOBAaHHUIO C PYKOBOJAUTEIEM
00pa30BaTeNIbHOI OpraHu3alky.

JlokymeHTHpOBaHHAs WH(GOPMAalUg OTPAHUYEHHOTO PpACHpOCTpaHEHUs 0e3 CaHKIUU
JOJIKHOCTHOTO JIMIIA, YCTAHOBUBILETO PEKUM OTPAaHUYEHHOTO PACHpPOCTPAHEHUs AJIs TaHHOTO
JOKYMEHTA, He TOJIKUT pasrianieHuto (pacnpoctpanenuto). [lpenocrapienue noap30BaTeNsIM
JOoCTylna K JaHHOW HH(OpPMAalMK OCYIIECTBISAETCS HCKIIOYUTENBHO IO COTJIACOBAHMIO C
yKa3aHHBIM JIOJDKHOCTHBIM JIUIIOM ITyTE€M MO/a4l COOTBETCTBYIOIICH 3asBKH.

JIOMKHOCTHBIE ~ JMIIAa, [PUHSABIIKME  pelleHne 00  OoTHeceHMH  UH(pOpMaluw,
3a(pUKCUPOBAaHHONW B JIOKYMEHTE, K KaTerOpMM OIPAaHMYEHHOTO pacCHpOCTPaHEHUs, HECyT
OTBETCTBEHHOCTb 3a 000CHOBAHHOCTh MPUHATOIO PELIEHHS U €r0 COOTBETCTBHE JICHCTBYIOIIEMY
3aKOHOJIaTEJIbCTBY.

JIuunsle nena paOOTHHUKOB, JIMYHBIE KAPTOUKM PAOOTHUKOB, TPYAOBbIE KHUXKKH
paOOTHHUKOB, TMpPHUKa3bl IO JIMYHOMY COCTaBYy JOJDKHBI XpaHUThC B cedde wuam B
MeTaJUIMYEeCKOM IKady.

3amuc B TPYJOBOM KHIXKKE TIOANMUCHIBAET PYKOBOJIUTENh 00pa30BaTENbHOM
OpraHu3aiuy. Y4er, XpaHeHHe U BblJ1auy OJIAaHKOB CTPOTOM OTYETHOCTHU: JUIJIOMOB, BKJIAIbIIIIEH
K HHM, CBHJIETENLCTB, YIOCTOBEPEHUH BeIET 3aMECTUTeNb IAUpPEKTopa. biaHku XpaHsATCS B
ceiide.

VYcraHoBKa W OKCIUTyaTallds [POrpaMMHOrO  oOecreyeHus, MOJY4eHHOTo W3
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TMOOBIXUCTOYHUKOB ¥ BBIMOJHSAIOMIETO (DYHKIIMK, HE CBS3aHHBIC HEMOCPEACTBEHHO C
BBITIOJIHEHUEM pa0OTHUKAMU CBOMX JOJKHOCTHBIX 00SI3aHHOCTEH, KATETOPUYESCKH 3aIpeleHa.

Bes  mpencraBieHHas B QJIGKTPOHHOM — Bue UWHGOpManus, TOCTyMmawomas B
0o0pa3oBaTeNbHYI0  OPraHM3aLMWIO, B O0SM3aTENPHOM  TOPSAKE  MOJJIEKUT  MPOBEPKE
AHTUBUPYCHBIMU CPEJICTBAMHU.

DNEeKTpOHHAsT I[MOYTa MOXXET  HCIOJIBb30BAThCS — MOJB30BATEISIMH  TOJBKO  JUIS
oOMeHa nHpopMaIe, OTHOCSIICHCS K KAaTerOpPHH, OTKPBITOW W CIYKEOHOH. 3amperieHo
WCI0JIb30BATh AICKTPOHHYIO TOUTYy I Tepenayr WH(QOPMAIMH, OTHOCSIICHCS K KaTerOpUH
OTPaHUYEHHOTO PACIPOCTPAHEHUSI.

6.  KouTpoun 32 MCIOJHEHHEM TOKYMEHTOB

Opranu3zanusi KOHTPOJISL.

KonTpomo moiexar Bce 3aperucTpUpPOBaHHBIE JOKYMEHTHI, TPEOYIOIIIe MCIIOTHEHHUS.
KOHTpOJ'IB HCIIOJIHCHUA AOOKYMCHTOB BKIIIOHACT: YYCT, IMOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb
CPOKOB HCIHOJHCHHA, HCIIOCPCACTBCHHYIO IIPOBCPKY XOAa MCIIOJIHCHHUA, IMPOBCPKY KadCCTBa
HCIIOJIHCHUS, aHAJIU3 PE3YJIbTATOB UCIIOJTHCHHUA.

KOHTpOJ'IB 3a HUCIHOJHCHHUEM IOOKYMCHTOB YCTAaHABJIMBACTCA B LEIAX oOecrieyeHuss ux
CBOCBPEMCHHOTO U KAYECTBCHHOT'O MCIIOJIHCHHS, ITOBBIICHUA YPOBHA OpFaHHSaTOpCKOﬁ pa6OTI)I
¥ UCTIOJTHHUTETHCKOM JUCHUITIIINHBI.

[Ipy mocTaHOBKE JOKYMEHTa Ha KOHTPOJh Ha MPaBOM BEpPXHEM II0JIe JIOKYMEHTa
JieNlaeTcsi OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (IITAMIIOM) «KOHTPOJIb)

KOHTpOJ'IIO moICXKaT MpUuKa3bl, pCIICHUA COBCTOB, 4 TAKKC JOKYMCHTBI, IOCTYIIAOIINUE
Ha UMS pYKOBOJHTEIIS 00pa30BaTeIbHOM OpraHM3aini.

Opranu3zanys KOHTPOJIS HCTIOJIHEHHS BKITIOYAeT B ceOst:

. MMOCTAaHOBKY IOKYMEHTa Ha KOHTPOJIb;

. MOHUTOPHUHT UCTIOJTHEHUSI KOHTPOJIbHBIX OPYYEHHH TIOKYMEHTOB;
. CHSITHE MCIIOJTHEHHOTO IOKYMEHTa C KOHTPOJIS;

. HaIpaBJICHUE UCIIOJHEHHOTO JOKYMEHTa B JIEJIO.

PykoBoauTenu CTPyKTYpHBIX ToOJpa3fefieHuil o00s3aHbl paccMaTpuBaTh COCTOSIHUE
UCIOJIHUTENBCKOW  JAUCHUUIUIMHBL 1O  JOKYMEHTaM C TOPYYEHHUSAMH aJMUHHUCTpALlUU
o0pa3oBaTeNIbHON OpraHu3aliy, a TaKXKEeJIOKYMEHTbI, MOCTYNMBIIHE B aJpec CTPYKTYPHOIO
MoApa3/ieNieHus U TpeOyrolue UCIOTHEHHs], U TIOJITOTOBKU OTBETA.

JIOKYMEHT CUMTaeTCsl UCIIOJIHEHHBIM, KOT'/Ia PellleHbl OKOHYATEIHHO BCE IMOCTABIICHHBIC B
HEM BOMPOCHI U COOJIIO/ICHBI CIEAYIOIINE CPOKU:

. €CJIM B IOKYMEHTE IMOCTaBJICH CPOK MCIIOTHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTHI 0€3 yKa3aHusl CPOKa UCIIOJHEHUSI — B MECSAYHBIN CPOK;

. €CJIM B IOKYMEHTE UMEETCS MOMETKA «CPOYHO» — B TPEXIAHEBHBIN CPOK;

. nopyueHus 6e3 yka3aHuss KOHKPETHOM 1aThl UCIIOJHEHHS — B MECSAYHBIN CPOK;

. C TIOMETKOM «omnepaTtuBHO» — B 10-THEBHBIN CPOK;

. no oOpalieHusM TpaxAaH, TPeOYIOUUM JOMOJHUTEIBHOTO U3YYEHUS H

IMPOBEPKHU, — 10 OAHOTO MECsALla CO JHA PErUCTpaly, 110 OCTAJIbHBIM — HE oounee 15 JTHEH.

Cpok ucuucisiercsi B KaJIeHIapHbIX JAHAX C JAaThl MOJIIUCAHUS TOKYMEHTA.

Ecnu mocnenHuil eHb MCHONHEHUS AOKYMEHTa NPUXOAUTCS Ha Hepabouuil JieHb, OH
MOJUIEKUT UCHIOJIHEHUIO B MPEALIECTBYIOIUI eMy pabounii AeHb.

IIpu HeoOXoAMMOCTH NPOAJECHUS CPOKAa HCIOJHEHHUS JIOKYMEHTa OTBETCTBEHHBIH
UCTIOJIHUTENb MPEACTABISAET HAa UMsI PYKOBOJIUTENs 0Opa30BaTeNbHOM OpraHu3alvy, TaBIIErO
MOpy4YeHHEe, MOTHBHPOBAHHYIO MPOCHOYy O €ro MpOoAJCHWU HE TO3JHee 4YeM 3a TpU JHS JI0
HCTEUCHHS YCTAaHOBJIEHHOTO CPOKa, C YeM CBOEBPEMEHHO IepesiaeTcss HHPopMalus B IPUEMHYIO
pyKOBOAUTEISE 00pa30BaTeNIbHON OpraHU3allH.
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ITopAaoK CHATHA JOKYMEHTOB C KOHTPOJIH.

JIOKyMEHTBI CHUMAIOTCSI ¢ KOHTPOJIS, €CJIA PELICHBI ITOCTABIECHHBIE B HUX BOIIPOCHI WIH
aBTOpaM JIaH OTBET II0 CYLIECTBY.

Ecnn nmo paspemaeMomy BOIPOCY OKHMAAETCS OTBET, TO OH BMECTE C KOINMUEH OTBETA
3asIBUTEIII0 MOXKET HAXOUTHCS y UCIIOJIHUTENSA HAa KOHTPOJIE.

[IpomexyTO4HBIM OTBET, PaBHO Kak M 3alpoC IO HUCIHOJHAEMOMY JOKYMEHTY WIIU
YaCTUYHOE HCIIOJIHEHUE IIOPYYECHHS, HE SBISAETCS OCHOBAHUEM JUI IIPU3HAHUS JOKYMEHTA
HCIIOJTHEHHBIM.

CHATh JOKYMEHT C KOHTPOJSI MOXET TOJIbKO JOJIKHOCTHOE JIMIO, KOTOPOE MOCTABUJIIO
€ro Ha KOHTPOJIb.

OcHoBaHMEM JJIsi CHSATHSL C KOHTPOJIL JOKYMEHTOB C MOPYYEHHSIMH PYKOBOJUTENS
00pa3oBaTeIbHONW OpPraHU3alUK SIBISACTCS TOKYMEHT — OTBET, MOJIIMHMCAHHBIA PYKOBOIHMTEIIEM,
€ro 3aMecTUTelleM, JIMOO chpaBka 00 MCIOIHEHWH JOKYMEHTa 3a MOJIMHCHI0 PYKOBOJUTEIS
CTPYKTYPHOTO IOAPA3/IEICHUS.

Ecnu Bce mocraBieHHbIE B JOKYMEHTE BOIPOCH! PELIEHBI B ONEPaTUBHOM HOpsIKe, 0e3
MIOArOTOBKM IMCBMEHHOI'O OTBETA, MCIOJHUTEIb Ha JIOKYMEHTE JeaeT KpPaTKyl 3aIlnch O
peuIeHny BOIpoca, yKa3bIBaeT JaTy U MOIIUCH, IIOCIE YeTr0 JOKYMEHT IOMEIAETCS B JIETIO0.

7.Y4eT ¥ XpaHeHHe MevyaTei, ITaMInoB U 0JIAaHKOB.

OO0s3aTenbHOMY yUYeTy TMOJUIeKAT BCE BHJBI TMEYaTe W IITaMIIOB, OJaHKUA CTPOTOH
OTYETHOCTH, KOMaHIUPOBOYHBIE YAOCTOBEPEHUS, CITYy>KEOHbIE 3aJJaHUsl, TPYJOBbIE KHUKKU.

VY4er Bcex neyarei M MITaMIIOB, UMEIOLINXCS B 00pa30BaTeNbHOM OpraHu3aliy, BeAeTCs
B CIICIIMAIBHOM XypHase (npunosxcenue 2).

KypHanmel yuyera BKIIOYAOTCS B HOMEHKIATYpy JAel. JIMCTBI WX HyMepyroTcs,
MPOIIMBAIOTCA U ONIEYaTHIBAKOTCSI.

[leyaty ¥ mITaMIIbl TOJKHBI XPAaHUTHCS B ceiidax MM MEeTaNTMYECKHX IIKadax.

OTBETCTBEHHOCTh 332 XpAaHEHHME M MCIHOJIb30BAHME II€4yaTeil, IITaMIOB HECYT
JIMLa, OTBETCTBEHHBIE 32 BEICHHUE JIEIONPON3BO/ICTBA.

YHuuTO)KEeHHEe OJIAHKOB MPOU3BOAMTCA IO aKTy C OTMETKOH B COOTBETCTBYIOLIUX
KypHajax ydera.

[leyaTu ¥ mWITAMIBI YHUYTOXKAIOTCS 1O AKTY.

[IpoBepka Hanuuus Meyarei, MTAMIOB U OJIAaHKOB, a TaKXKe MOpSAKa UX XpaHEHUS U
WCIIOJIb30BAHUS TPOU3BOJUTCS KOMHUCCHEM HE peXe OJIHOTO pa3a B TOJl OJHOBPEMEHHO C
MIPOBEPKOM COCTOSIHUS I€TONPOU3BOICTBA.

8.CocraB/ieHle HOMEHKJIATYPHI jel.

Homenknatypa aes - 370 00s3aTeNnbHBINA A KaXKI0W 00pa3oBaTeIbHON OpraHu3aluu
CUCTeMAaTHU3UPOBAHHBIN MepeueHb HAMMEHOBAHMI (3ar0JIOBKOB) JIeJ, KOTOPbIE (GOPMHUPYIOTCS C
yKa3aHUEM CPOKOB XpaHEHUs Aen (npunodicerue 4).

Homenknarypa nen mpenHazHaueHa AjIs YCTAaHOBKH B 00pa3oBaTelbHOW OpraHu3aliu
€IMHOTO Topsnaka GOopMUpPOBaHUS JieN, OOecredYeHus WX YydeTa, OIEPaTUBHOTO TOUCKA
JOKYMEHTOB MO HMX COACPKAHUIO M BUIY, ONPENEIEHUS CPOKOB XpaHEHUs i€l U SBJISETCS
OCHOBOM JJIsl COCTaBJICHUSI OMIUCEH AT MOCTOSTHHOTO M AMUTENbHOTO (cBbImIe 10 NeT) XpaHeHus,
a TakXe JUisl yueta JieJ BpeMeHHOTO (A0 10 JeT BKIIOUYNTENbHO) XpaHEHUSI.

B rpade 1 HoMeHKIATypHhI A€7 MPOCTABISAIOTCS UHACKCHI KaXO0T0 J€/Ia, BKIFOUEHHOTO B
HOMeHKIaTypy. WHAekc pgenma COCTOMT H3 MHUQPPOBOro 0003HAUEHUS M3 IITATHOTO
pacnucanust 00pazoBaTenbHON OpraHu3anuu (Kojaa) U MOPsIKOBOTO HOMEpa 3arojioBKa jela 1o
HOMeHKIatype. MHaekcel aen 0603Ha4aroTcs apaOCKUMU U paMu.

IIpumep —

12-05, rne 12 — o6o3Hauenue (koxa), 05 — MOPSIIKOBEIIT HOMEp 3aroJioOBKa Jieya B pa3fele
HOMEHKJIaTyphI A€l
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B rpade 2 HoMeHKIIATypBI J€J1 IPONKCHIBAIOTCS 3ar0J0BKH €.

3aroyioBOK Jiena JIOJDKEH YEeTKO B C)KaTod 000O0mieHHOW (opme oToOpa)xarb COCTaB M
coJiepyKaHue JOKYMEHTOB JIelia.

B 3arosnoBkax JIMYHBIX M JPYTHUX JI€]1, COAEpXKALIUX TOKYMEHTHI 110 OJHOMY BOIIPOCY,
ynotpebnsercs tepmut JIEJIO.

B 3arosoBkax nen, coaep)KalluX IUIAHOBO-OTYETHYIO JOKYMEHTAIUIO, YKa3bIBAETCS
nepuoJ (Mecsiil, KBapTall, IOJYyroJue, roj), B KOTOPOM INIAHUPYETCS CO3/1aHue JOKYMEHTOB WM
nepruo/ MX (PaKTHYECKOTO BHITIOTHEHHUS.

Bo Bpemst pa3melieHusi 3arojioBKOB Jie1 B HOMEHKJIATYpe YYHUTBIBAETCS Ba)KHOCTh
JOKYMEHTOB, BKJIFOUECHHBIX B JIEJI0, UX B3aUMOCBs3b. B Hauase pacronararoTcs 3aroJioBKU JIel B
OTHOIIEHUHM JIOKYMEHTOB, IOCTYNHBIIMX OT OPraHoOB BBICILIEIO YpPOBHA, Jajiee - 110
OpraHU3al[MOHHO-PACHIOPSAIUTEILHOM  TOKyMEHTAllMK, IUIAHOBO-OTYETHOM  JIOKyMEHTalluH,
MEpEennCcKe, YUeTHO-CIPAaBOYHBIM BUJAM JOKYMEHTOB. B Kaxa0l W3 3THUX TPy JOKYMEHTHI
TaK)Ke Pa3MEIIA0TCs ¢ YYETOM 3HAYMMOCTH U CPOKOB XPaHEHHS.

I'padpa 3 HOMEHKIATYpbl €N 3amojHSAETCS B TEUEHUE KaJeHJapHOro roja — Ipu
(hopMHUpPOBaHUM HOBOTO JI€NIa, IPH 3aKPHITUU JIeJa U [0 OKOHYaHWU KaJIEeHAapHOTO roJa.

[To noctwkenuu nenom odowvema B 250 IHMCTOB, TOM 3aKPBIBAETCA M OTKPBIBAETCS HOBBIN
ToM. B rpade mocnenoBaTesbHO yKa3bIBalOTCSI HOMEpa TOMOB M KpailHHME J1aThl IOKYMEHTOB
Ka)KJI0TO TOMa.

[Ipumep —

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

DNeKTpOHHBIE Jefla Ha TOMa He pa3fensorca. Bce 2lIeKTpOHHBIE JOKYMEHTHI,
HE3aBHCHMO OT UX 00beMa, BKIIIOYAIOTCS B OJTHO JIEKTPOHHOE JIETIO.

B rpage 4 yka3piBaeTCsS CpOK XpaHEHMs Jiela, HOMEpa CTaTel 10 TUIOBOMY WIH
BEJJIOMCTBEHHOMY IE€PEUHIO, (eilepalbHOMY 3aKOHY HWJIM HHOMY HOPMAaTUBHOMY IIPaBOBOMY
aKTy, a IPU UX OTCYTCTBUU — IO TUIIOBOW WJIM IPUMEPHOH HOMEHKJIATYpE JIElI.

B rpage S5 «lIpumeuanuwe»  yKa3bIBAIOTCS  CHEUUAIBHBIE  CPOKHU XpaHEHHS,
IIPOCTABJIAIOTCS OTMETKHU O 3aBEJICHUM JIeNl (B TOM YHCIIE B IEKTPOHHOM BHUJE), O BBIACICHUU
7€l K YHUYTOXKEHUIO MO HUCTEUYEHHHM CPOKOB MX XPAHEHUs, O MECTE€ XpaHEHHs MOAJMHHUKOB
JOKYMEHTOB, O Iepefadye Jell B JApYryl OpraHu3alMio s NpoJoukeHus U ap.B rpade
JeTaloTCsd OTMETKU O MEePeXOsIIuX JeNax ¢ yKa3aHHEeM CTaporo MHJIEKca Jeja B clydae ero
W3MEHEHMS.

[Tpumep —

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

Ilo nenam, KOTOpbIE 10 KAKUM-JIMOO NMPUUMHAM B TE€UEHHE T'0Jla HE 3aBOJUIINCH, B Ipade
«I[Ipumedanue» HOMEHKIATYphl neJl aenaercsa 3anuch — «Jleno He 3aBoguiocky». [Ipu stom B
rpade 3 npocTaBisieTcs IpoUYepK.

Ilo oxoH4YaHMM TrojJa B KOHIIE HOMEHKJIATypbl JA€d JeNaeTcs HUTOroBas 3aluch O
KOJINYECTBE 3aBEJCHHBIX JIeJ (TOMOB).

9. ®opmupoBanue u opopmiieHue e.

dopMupoBanue JaeJl.

@dopmupoBaHuEe [J€JI - 3TO TPYNIHUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Ji€la B
COOTBETCTBUU C HOMEHKJIATYPOH eIl

Bo Bpems hopmupoBaHus e cieayeT NPUAEPKUBATHCS TaKUX OOIINX TMPaBUIL:

- INIOMEIIATh B JIe€ja TOJbKO MCIOJIHEHHBIE JOKYMEHTBI B COOTBETCTBHH C 3aroJIOBKAMM
JIeJ1 B HOMEHKJIATYpE;

- TpPYNIHUPOBaTh B Jeja JOKYMEHTHI, BBIIIOJIHEHHBIE B TEUEHHUE OJHOIO KaJEHAAPHOTO
roga (01.01-31.12), 3a uckiaroueHUEM NEPeXOAANMX Jies (BEIyTCsl B T€YCHUE HECKOJIBKHX JIET),
JIUYHBIX JEIT;

-IIOMENIaTh B JI€JIa TOJIBKO OPUTMHANbl WM, B CIyda€ UX OTCYTCTBMSI, 3aBEPEHHBIE B
YCTaHOBJIEHHOM HOPSKE KON TOKYMEHTOB;
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- HE JIONyCKaTh BKJIIOYEHHMs B JieJa YEPHOBBIX, JIMYHBIX JTOKYMEHTOB, Pa3MHOXEHHbBIX
KOIUH M JIOKYMEHTOB, IOJUIEKALIUX BO3BpaTy; pa3AeiIbHO TPYIIIUPOBaTh B Jieda JOKYMEHTBI
IIOCTOSIHHOTO Y BPEMEHHOT'O XpaHEHUS;

-0 00BeMy A€o He JoJKHO mpeBbimarh 250 mmctoB (30-40 MM TOIITUHON).

PacrnionoxeHne JOKyYMEHTOB BHYTPU €Nl IPOU3BOJUTCS B XPOHOJOTMYECKOM HOPSIKE,
IIpY KOTOPOM HauboJiee paHHHUE JOKYMEHTBI pacrojaraiorcs B Hayaje Jena.

[lonoxenust, npaBuia, HUHCTPYKUMU H T. I., YTBEPKICHHbBIE PACIOPSIUTEIbHBIMU
JOKYMEHTaMU, IPYIIUPYIOTCS BMECTE C YKA3aHHBIMU JOKYMEHTAMH.

[Ipuka3sl MO OCHOBHOW JESTEIBHOCTH (POPMHUPYIOTCS OTACIBHO OT IPHKA30B IO
KaJIpOBBIM  BompocaM (JIMYHOMY COCTaBy) (HA3HAu€HUE, TIEpEeMEIICHUE, YBOJIbHEHUE
COTPYJHHUKOB) U OT MPUKA30B 00 OTIYCKaX, KOMAHAUPOBKAX U T.1.

[Iporokonbl 3aceqaHuii KOJUIETMAIBbHBIX OPraHoB OOpa30BaTEIbHOW OpraHu3aluu
IPYNIUPYIOTCS B Jiea B XPOHOJIOTHYECKOM IMOPSIKE U M0 HOMEpaM B Mpefesiax KajJeHAapHOTO
rojia. JIOKkyMeHTHI K 3aceJaHUsIM YKa3aHHBIX OPraHOB CUCTEMAaTU3UPYIOTCS 1O JaTaM U HOMEpaM
MIPOTOKOJIOB, a B MpeAeaax rpynibl JTOKYMEHTOB, KOTOpPbIE KacaloTCs OJHOIO MPOTOKOJIA, - 1O
MTOBECTKE JIHA 3aceJaHMusl.

[lepenucky crneayer TpynmnupoBaTh B Jejla 3a MEpUOJ KalleHJapHoro rojaa. B neno
MEPENHCKH MMOMEIIAIOTCS BCEe JOKYMEHTHI, BO3HUKIINE B XOJ€ pemieHus Bompoca. [lepenucka
CUCTEMAaTHU3UPYETCS B XPOHOJIOTHUUYECKOM MOCIIEeI0BATEIbHOCTH;, IOKYMEHT OTBET IMOMEIIAETCs 3a
JOKYMEHTOM-3aIIPOCOM.

Odopmienue aei.

Jlena oOpazoBarenbHON OpraHu3aliy MoyIekaT OPOPMIICHUIO NMPU UX 3aBEJCHUH U 110
3aBepLIEHUH ro/1a.

Odopmienue aena — MOArOTOBKA Jiejla K XPAaHCHUIO BKIIIOYAET B ce0s KOMIUIEKC paboT
10 OMMCAHUIO JieJla Ha 00JI0KKeE, MOIINBKE, HyMEepalluu JIUCTOB U COCTABJICHHUIO 3aBEPUTENLHOM
Haamucu. OdopmiieHue Aen IpoBOAUTCS paOOTHUKAMU OpraHHU3allK, B 00SI3aHHOCTH KOTOPBIX
BXOJIUT 3aBeAeHHEe U (OPMUPOBAHUE [€]I, NMPU METOJWYECKOM MOMOIIM M TOJ KOHTPOJIEM
OTBETCTBEHHOTO 3a apXHUBOOPa30BaTEJIbHOM OpraHu3aluu.

B 3aBucumocTy OT CPOKOB XpaHEHUsI MPOBOAMUTCA IMOJIHOE MM YaCTUYHOE O(opmiieHue
el

[Tonnomy odopmieHHIO MOJUIeKAT JAeia MOCTOSHHOTO, BpeMeHHoro (cBeimie 10 yer)
XpaHeHus (M0 JUYHOMY COCTaBy, JIMYHBIE Jieia YBOJEHHBIX paboTHUKOB). [lonHoe odopmieHue
Jiena mpeycMaTpuBaeT:

. IMOJUIMBKY WJIA TBepI[I:Iﬁ NEPCILICT AcJIa,

. HyMEpal IO JIMCTOB B JICIIC,

. COCTAaBJICHHUC JINCTA-3aBCPUTCIIA;

° COCTaBJIEHHE B OCOOBIX clIydasax (HpI/I O(i)OpMJ'IeHI/II/I JIMYHBIX NOCJI, MU ydeTa
0co0o OCHHBIX I[OKYMCHTOB) BHYTpeHHCﬁ OIMMCHU NOKYMCHTOB JCJIa;

° BHCCCHUC HCO6XOI[I/IMBIX YTO‘IHGHI/Iﬁ B PCKBU3HUTLI 00105KKH Jciia (YTO‘{HCHI/IG

Ha3BaHUA IIOAPA3ACIICHUA, HHACKCA U 3aroJIOBKa J1€ja, AaThbl ACJIa U I[p)

Hllena BpemenHoro (0 10 neT BKIIOYHTENHHO) XpaHEHUS MOMAJEKAT YACTUYHOMY
odpopmienuro. Jlomyckaercs:

. XpaHUTb ACjIa B CKOPOCHINBATCIIAX,

. HC MPOBOJUTH MEPECUCTEMATUIAIUIO JOKYMCHTOB B IICJIC;
. JIMCTBI ACJIa HC HYMCPOBATh;

. 3aBCPUTCIIbHBIC HAAITUCHU HC COCTABJIATD.

I[OKYMCHTLI, Mo IC)KAIUEC TTOJTHOMY O(I)OpMHCHI/IIO, NOAIIMBAIOT HAa YCTBIPC ITPOKOJIA B
TBCPAYIO OGJ’IO)KKy N3 KapTOHA UJIKU NICPCTIICTAOTCA C YUCTOM BO3MOKHOCTU CB060I[H01"0 YTCHUA
TCKCTa BCCX NOKYMCHTOB, HAaT, BHU3 U pesomounﬁ Ha HHUX. HpI/I NOoATOTOBKE A€ K IIOAUIIMBKE
(nepemleTy) MCTAJUIMYCCKUC CKPCIUICHUA (CKO6BI, CerHKI/I) N3 JOKYMCHTOB YHOAJIAROTCA. I[eﬂa
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MOCTOSIHHOTO XPaHEHHs, COCTOSAIIME M3 He(OPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX
TBEP/bIX MAIIKaX C TPEMsI KJIallaHaMU U C 3aBsI3KaMH.

[Ipy Hanuuuu B nene HEBOCTPEOOBAHHBIX JMYHBIX JOKYMEHTOB (TPYIOBBIX KHHXKEK U
Jp.) 3TU TOKYMEHTBI BKJIQJbIBAIOTCS. B KOHBEPT, KOTOPBIH 3aTeM HOJIMMBaeTcsa B 3T0 Aeino. [Ipu
HIMYUK OOJIBIIOTO KOJIWYECTBA TAKUX JOKYMEHTOB OHM MOTYT M3BIMAThCS U3 JIeN, U Ha HHUX
COCTaBJIICTCS OT/IEJIbHASL OIIUCh.

B KkoHIle KaXZOTO Jena TOIIMBAIOTCS YHCThie ONaHKH (GopM Uil 3aBEpUTEITBHOMN
HAJIKCH.

B memsx oOecnieuyeHWss COXpAaHHOCTM M 3aKpEIICHHS TOPSAKA  PACHOJIOKEHHS
JOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO, BCE JIUCThI, KPOME 3aBEPUTEIBHOI0, HYMEPYIOTCS apaOCKUMHU
mudpaMu B MPaBOM BEpPXHEM YIIly, HE 3aJeBas TEKCTa JTOKYMEHTA, MPOCTHIM TpaduyueCKuM
KapaHJaIloM WJIM HYMEpaTOpoM. YTNOTpeOJNeHHe 4YEpHWI M I[BETHBIX KapaHaamen Jyist
HyMepalH JINCTOB 3anpeniaeTcs. BHyTpeHHss onich UMEET CaMOCTOSITENIbHYIO HyMEPAIIHIO.

JIMCThl J1en, COCTOSIMX M3 HECKOJBKMX TOMOB WM YacTei, HyMEpYITCA MO KaXAOMY
TOMY WJIM YaCTHU OTAEIBHO.

®ortorpaduu, yepTexH, AUarpamMmbl U JIpYTHe WILIIOCTPATUBHbIE M cHeU(pUYECcKHe
JOKYMEHTBI, IIPEJICTABIISIONINE CAMOCTOSITENIbHBIM JIUCT B Jejie, HyMepyloTcsd Ha OOOpOTHOI
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

CnoXeHHBIN JINCT pa3BOPaYMBACTCA M HYMEPYETCs B MPAaBOM BepxHeM yriay. [Ipm stom
JUCT Joboro Qopmara, MOMIMIMTHIM 3a OOUH Kpad, HyMepyeTcsl Kak OJIMH JIUCT; JIKCT,
CJIOEHHBIN U MOAIINTBINA 32 CepeIuHY, MOJISKUT NEPELIUBKE U HyMEpYeTCsl KaK OJUH JIUCT.

[loamuTeie B J1€0 KOHBEPTHl C BJIOXKEHUSMH HYMEPYIOTCS; IpU ATOM BHayaje
HyMepyeTcs KOHBEPT, a 3aTeM OYepeIHBIM HOMEPOM KaXKJ0€ BJIOXKEHHE B KOHBEPTE.

[loamuTeie B 170 TOKYMEHTHI C COOCTBEHHOM HyMepaluen JUCTOB (BKJIIOUYas eYaTHbIE
W3/IaHMs) MOTYT HYMEpPOBATbCsS B OOIIEM TMOPSIIKE WU COXPAaHSTh COOCTBEHHYIO HYMEpAIlUIo,
€CJIM OHAa COOTBETCTBYET MOPSIIKOBOMY PACIIOIOKEHHIO JINCTOB B JETIE.

B cnydasx oOHapykeHUs OOJIBIIOTO 4YHCIa OMHMOOK B HyMEpaluu JHCTOB Jeja B
JIeIONPOU3BOJCTBE MPOBOJIUTCS UX MepeHymepauus. [Ipm mepeHymepali JIMCTOB CTaphle
HOMEpa 3a4epKUBAIOTCS OJHON HAKJIOHHOW YE€pTOM W PSAIOM CTAaBUTCS HOBBIM HOMEp JIMCTA; B
KOHILIE JIeJla COCTaBIJISIETCS HOBasl 3aBepUTENIbHAs HAAMKCh, MPU 3TOM cTapas 3aBepuUTeIbHas
HAJMKUCh 3a4€PKUBAETCS, HO COXpaHsETCs B Jele.

Jlis ydera KoJMuecTBa JIMCTOB B Jejie W (PUKcCAMK OCOOCHHOCTEH WX HyMepaluu
COCTaBIISIETCSl 3aBEpUTeNIbHAS HAAMKCh Jena. OHa cocTaBisieTcs B Jejie Ha OTIEIbHOM JIHCTE —
3aBepuTee Jena. 3aBepuTeNbHas HAAMUCh COCTABISETCS M0 YCTAaHOBJICHHOH (opMe.

Bce mnocnepytomiyie M3MEHEHHS B COCTaBE U COCTOSIHMM Jenia (MOBPEXKICHUsS, 3aMeHa
MOJIUHHBIX TOKYMEHTOB KOMHSIMH, TPUCOEAUHEHNE HOBBIX JOKYMEHTOB U T. J1.) OTMEYAIOTCA B
3aBEpUTEIHHON HAJMUCHU CO CCHUIKOM Ha COOTBETCTBYIOIIUMN aKT.

OO6nokKa J1el MOCTOSIHHOTO, BpeMEeHHOTo (cBbimie 10 jieT) XpaHeHus U [0 JTUYHOMY
cocTaBy oopmiseTcs o yCTaHOBIEHHOU (hopMme.

Ha oOnoxke aen MOCTOSHHOTO XpaHEHUs BBEPXY NPEIyCMAaTpPUBAETCS MECTO IS
HAaUMEHOBAHHUS TOCYJAapCTBEHHOTO apxWBa, B KOTOPbIM OHM OyayT mepenaHbl, a TaKkKe
apXUBHOTO MIK(]pa B MPaBOM BEPXHEM U JICBOM HUKHEM YTiiax.

IIpu odopmiennn 0610%kKu A€ HauMeHoBaHUe IIIKojbl yka3bIBaeTCs IMOJIHOCTBIO MO
ycTaBy, B UMEHHUTEJIBHOM Ma/IeXke, COKpAIlEHHOE Ha3BaHUE — B CKOOKaXx.

O0s13aTenbHBIME PEKBU3UTAMU OOJIOKKHU Jieja SBJISIETCS YKa3aHUE KOJHMYECTBa JHCTOB B
Jienie, KOTOpoe MPOCTaBIISIETCSl HA OCHOBAHUM 3aBEPUTENIBHOM HAJIMCH 1A, U CPOKA XPAHEHHUS
nena (Ha Jenax TIOCTOSHHOTO XpaHEHUs THIIETCS: «XPaHUTh MOCTOSHHOY»), KOTOPBIH
MIEPEHOCUTCS Ha OOJOXKKY Jeia U3 HOMEHKJIATYphl MOC]e CBEPKH €ro Mo CpoKaM XpaHEHHUs B
IIEpPEYHE.

JUig ydera DOKYMEHTOB OIPEAEICHHBIX KaTETOPUH [JeJl MOCTOSHHOTO M BPEMEHHOIO
(cBbime 10 jer) XpaHeHUs, y4eT KOTOPBIX BBI3BIBACTCS CHENM(UKON JaHHOW JOKyMEHTalUu
(mmuHBIe nena, 0co00 IEHHBIE), COCTABISETCS BHYTPEHHSS OMUCH JOKYMEHTOB Jiela.

BHyTpeHHIOI0O ONMUCh HEOOXOJAWMO TaKKe COCTaBISATh B JieNaX IOCTOSHHOTO H
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BpemenHoro (cBbime 10 ser) xpaHeHus, cOPMUPOBAHHBIX 1O PA3HOBHIHOCTSIM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEP)KAHUE JOKYMEHTOB.

BHyTpeHHSII ONMHCh COCTaBISIETCS HAa OTACIBHOM JIMCTE IO YCTAaHOBJICHHOH (opme,
KOTOpasi COAEPKUT CBEJIECHHUS O MOPSIKOBBIX HOMEPAX JOKYMEHTOB J€ja, UX MHIAEKcaX, JAaTax,
3aroJIOBKax U HOMEpPAX JIMCTOB JIENIa, HA KOTOPBIX PACIIOJIOKEH KaXKIblil TOKYMEHT.

K BHyTpeHHEN omucHu Jena COCTABIISIETCS MTOrOBas 3allUCh, B KOTOPOM YyKa3bIBaeTCs
muppaMu U TPOIMHUCHI0 KOJMYECTBO BKIIIOYCHHBIX B HEE JOKYMEHTOB W KOJHMYECTBO JIMCTOB
BHYTPEHHEH OIHUCH.

BHyTpeHHsI1 ONUCh NOJNUCHIBAETCS €€ COCTABUTEJIEM C YKa3aHMEM JIOJDKHOCTH,
MOAINMUCH, PACIIU(PPOBKU MOANKUCU U HYMEPYETCS B J€JI€ OTIENbHO.

10.XpaHeHHe M YHUYTOXKEHHE TOKYMEHTOB.

JlokyMeHTBI (Zies1a) ¢ MOMEHTa CO3/1aHus (MOJIydeHus1) Uil GOPMUPOBAHUS XPAHATCS B
OpraHu3aIuy JI0 IEpeaayrl apXUBHOMY YUPEKACHHUIO.

PykoBoauTens 00pa3oBaTebHOM OpraHU3alluy M CIEIUATBHO HA3HAYEHHOE JUI0 (JTUIA)
00s13aHbl 00ECIIEUNTh XpaHEHUE IOKYMEHTOB U JIE.

Jlena JOJDKHBI XpAaHUTBCS B BEPTUKAIBHOM TIOJOKEHWH B mKadax, KOTOPHIE
3aKkphIBafoTCs. Ha Kopemnkax 00I0KeK Jel YKa3bIBarTCsS HoMepa Jedl.

Bbiaua gen Bo BpeMEHHOE IMOJIb30BaHHME Pa0OTHHKAM 00pa30BaTENBHOW OpTraHU3aINH
OCYIIECTBIISIETCS C YCTHOTO Pa3pelICHUs] €r0 PYKOBOIHUTENS, a JPYTUM YUPEKACHUSM - C €ro
MUCHbMEHHOTO pa3pelieHrus. Ha BbITaHHOE [IeJI0 COCTaBISIETCSl KapTOdKa - 3aMEHHTeNb. B
KapTOYKe yKa3bIBAIOTCS HOMED Jeja, 3aroJIOBOK Jiefia, JjaTa ero BhIIA4H, JIMIO, KOTOPOMY AEJI0
BBIJIaHO, JaTa ero BO3BpATa, IMOAIMUCH JIUII, KOTOPbIE BBLIAIH U TIPUHSIA JIEO.

IIpenocraBnenue nen BO BPEMEHHOE IMOJB30BAaHUE OCYILIECTBISETCS He 0ojee 4eM Ha
OJIUH MeECHL.

W3psaTHE NOKYMEHTOB M3 Jejda IOCTOSHHOIO  XpaHeHWs  3ampemaercs. B
UCKJIFOUUTENBHBIX CIIydasiX U3bATHE JOKYMEHTOB JONYCKAeTCA C PA3pEIICHUs PYKOBOAUTEIS
00pa30BaTeNIbHONW OpraHu3alMu ¢ 00s3aTENbHBIM OCTABICHUEM B JIEJI€ 3aBEPEHHBIX JIOJDKHBIM
00pa3oM KOTHii.

Ilocne oxoHuaHMsI CpOKa XpaHEHHs IOKYMEHTOB, KOTOpble HE HOJuIeXaT Iepejnaye
apXMBHBIM  YYpPEXJEHHUSIM, JOKYMEHTBbl CIIMCBIBAIOTCS  KOMHCCHEH  00pa3oBaTeiabHOMN
OpraHu3alMi 1O MPOBEJEHUIO 3KCIEPTU3bl LIEHHOCTH JOKYMEHTOB, KOTOPYHO Ha3HadaeT
PYKOBOAUTENb 00pa3oBaTebHOM opraHu3anuu. Ha cnucaHHyr0 JOKYMEHTAlMIO SKCIEepTHas
KOMUCCHS COCTaBJIIET COOTBETCTBYIOIUMN aKT.

CrnucaHHas JOKyMEHTallUs YHUUTOXKAETCs.

Pazpaborana cexperapb JI.H.IletpoBa
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