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1. O01uMe moJI0KeHus.

Benenne nenosoii qoxkymertanuu B MbOY «COIIl Ne31» . Cumdepormons
OCYILECTBIISIETCS B COOTBETCTBUU CO CIEAYIOIIUMU HOPMATUBHBIMU JOKYMEHTAMH:

- ®enepanbHblil 3akoH 0T 29.12.2012 Ne 273-®3 «O06 o6pazoBaHuu B
Poccuiickon @enepanumny;

- ®enepanbbiii 3ak0H 0T 27.07.2006 Ne 152-03 «O mepcoHanbHBIX
JAHHBIX»;

- 3akon Pecnyomuku Kpemm ot 06.07.2015 Ne 131-3PK/2015 «O6
obpazoBarnu B PecrryOmmke Kpeivy;

- npuka3 OeaeparbHOr0 areHTCTBA 10 TEXHUYECKOMY PETYJIMPOBAHUIO
U METPOJOTMM MUHHCTEPCTBA TPOMBIIUIEHHOCTH W TOproBiau Poccuiickon
®enepauun ot 08.12.2016 Ne 2004-ct «OO6 yTBEpk ACHUM HALMOHAIBLHOIO
cranaapra Poccuiickoit @enepannn;

- npuka3 PeaepanbHOrO areHTCTBA MO0 TEXHUYECKOMY PEryJIMPOBaHUIO
U METpoJIoTMM MMUHHUCTEpCTBA NPOMBIIUIEHHOCTH W TOProeiau Poccuiickoi
Oenepanuun ot 14.05.2018 Ne 244-ct  «O06 yTBEepKICHHUM HU3MEHEHUS
K HalmoHainbHOMY cTannapty Poccuiickon denepannn»;

- npuka3 @enepanpbHoro apxuBHoro areHrcTa ot 20.12.2019 r. Ne 236
«O0 ytBepxknenun [lepedyHsi TUMOBBIX YNPABIEHYECKUX APXUBHBIX TOKYMEHTOB,
o0pa3yroluxcsi B MpOIecce NEATeIbHOCTH TOCYIapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYTPABJICHUS U OPTaHU3alIUM, C YKa3aHUEM CPOKOB UX XPAHCHUS»;

- npuka3 MunucrepctBa npocsemiennss CCCP ot 30.12.1980 N 176
«O BBepeHun B jeilctBue llepeyHss JOKYMEHTOB CO CpPOKaMH XpPaHEHHS
MunncrepctBa mnpocsemenuss CCCP, opraHoB, y4dpekIeHHM, OpraHW3alnn
CUCTEMBI ITPOCBEILECHHUS;

MBOY «COIII Ne31» r. Cumdeponons BhpaBe NPUMEHATh B CBOEH
JESITEIbHOCTH  DJIEKTPOHHBIA JOKYMEHTOOOOPOT, KOTOPBIH TMpeaycMaTpHBacT
CO3/1aHue, TIOJIMCaHNe, WUCIIOJIIb30BAHUE W XPaHEHUE JOKYMEHTOB, CBSI3aHHBIX C
JESATEIBHOCTBI0 00pa30BaTEIbHOM OpraHu3alid, B JJIEKTPOHHOM BHe 0e3
ny6nupoBaHUs HA OyMa)KHOM HOCHUTEJIE.

Bcs nmenoBasi mOKyMEHTanus XpaHHUTCS B CIEIUATBLHO O0OpPYIOBAHHBIX
noMenieHusx, mrkadax umu ceidax ¢ codmoaeHueM TpedoBanuii deaepaibHOTO
3akoHa Poccuiickoit @enepaunu ot 27.07.2006 No 152-®@3 «O mnepcoHanbHBIX
TTAHHBIXY.

PabGorath ¢ TOKyMEeHTaMU BHE CITY»KE€OHBIX MOMEIICHUH 3arperiaeTcs.



2. lokymMeHTBI 00pa30BaTeIbHOW OpraHu3almu.

PykxoBonuTens 00pa3zoBaTeIbHOM OpraHU3AIH UIIH JIUIIO, UCTIOTHSIOIIEE €ro
00513aHHOCTH, U3/1a€T MPUKa3bl, UHCTPYKIINH, IPABUIIA, TIOJOKEHHS, 00s13aTeIIbHbIC
JUTSL ICTIOJTHEHUS] BCEMU paOOTHUKAMH.

Xoa o0CyxJeHHs BOIPOCOB Ha 3aceaHMSIX KOJUICTHAIBbHBIX OpPTraHOB,
COBETOB, COOpaHMSAX, COBCLIAHUSX M PEIICHUsA, MPUHUMAaeMble Ha HHX,
(UKCUPYIOTCA B POTOKOJIAX.

Jlsis OCyIecTBICHHs ONMEPATHUBHBIX CBS3CH C IPYTrMMH OpraHHU3AIUsIMH U
TpaXAaHAMU HCIOJIB3YIOTCA Takue (POopmbl, Kak MHUCbMa, (PAKChI, TEIETPaMMBI,
TeraedOHOTpaMMBI.

JUis ocCylllecTBICHUs] NpHEMa, YBOJBHEHMs, MEpEMEIICHUs pPaOOTHUKOB,
IPEIOCTABIICHUS! UM OTIIyCKOB O(OPMIISIOTCS TPYIOBbIE JOTOBOPHI, MPUKA3bI 110
JUYHOMY COCTaBY, 3asBJICHUS, TPY0BbI€ KHUKKHU, IUYHBIE KAPTOUKHU U JIP.

Y4eOHo-nenarornyeckasi 10KyMeHTALMS.

Y4eOHasi JOKyMEHTalMsi — OTO KONMYECTBEHHAas M  KaueCTBEHHas
XapaKTePUCTUKU COCTOSHUSI Y4eOHOM, METOAUYECKON M BOCHUTATEIBLHON pabOThI
00pa3oBaTeIbHON OpraHU3aALH.

[lemarormaeckue paboOTHUKHU npu peanuzaiuu OCHOBHBIX
o01ieo0pa3oBaTeNbHbBIX MPOTPaMM  OCYLIECTBIISIIOT MOATOTOBKY  CIEAYIOIIEH
nokyMeHTauu (npuka3 MunuctepcTBa npocsenieHus: Poccuiickoit denepanuu ot
21.07.2022 No 582 «OO0 yTBepKIECHMM NEpeYHs JOKYMEHTAllMHM, MOJArOTOBKA
KOTOPOW OCYIIECTBIISICTCS TMEJAaroriuecKuMu pabOTHUKAMHM TIPU  peain3aIiuu
OCHOBHBIX 00111€00pa30BaTEIbHBIX MPOTPAMM)):

- pabouas mporpamma y4eOHOTrO mpeaMera, yueOHoro Kypcea (B TOM 4uCIe
BHEYPOUYHOU JESITEILHOCTH), YYEOHOTO MOYJIS;

- IJJaH BOCHUTATENbHOM paloThl (IJI1 TMENaroru4ecKux pabOTHUKOB,
OCYIIECTBISIOMUX (QYHKITUU KIIACCHOTO PYKOBOJIMUTEIIS);

- XapaKTepUCTHKa Ha oOyyJaroierocs (1o 3amnpocy).

[IkonpHBIE JOKYMEHTBI JOJKHBI O(OPMIISITECS CBOEBPEMEHHO, YETKO,
pazbopurBo, 06€3 MOIYNCTOK, OMAPOK, BBI3BIBAIOIINX COMHEHUE B MPABUIBHOCTH
BHECCHHBIX JTAHHBIX.

3anucu B JOKYMEHTaX JOJKHBI IPOU3BOIUTHCS IIAPUKOBOM PyUKOM YEPHOTO
I[BETA.

OmmOka, momymieHHass B TEKCT€ WM MHQPOBBIX MAaHHBIX JOKYMEHTA,
UCIIPABISIETCSL  CICAYIOIMIMM  00pa3oM: OIMMOOYHBIE CclloBa WU UGB
3a4epKUBAIOTCA TaK, YTOOBI MOXKHO OBLIIO MIPOYECTh 3a4EPKHYTOE, a CBEPXY, JHO0
psaoM, JmOO Ha TONAX THIIYTCS YTOYHCHHBIC JaHHBbIC. Bce BHECEHHBIC
WCITPABJICHHUS JOJKHBI OBITH OTOBOPEHBI M 3aBEPEHBI MOATHCIMU JIUIT, 0()OPMHUBIIIHX
JOKYMEHT. 3a JIOCTOBEPHOCTb CBEJIEHHUH, COJepXalluxcsi B JOKYMEHTax,
HaJJIeKamee HUxX OQOpMIIEHHE HECYT OTBETCTBEHHOCTh [OJDKHOCTHBIE JIMIIA,
MOJIIMCABIINE TOKYMEHT.



B cocTaB nokymMeHTOB 00pa3oBaTeIbHON OPraHU3aIMH BXOMST:
- OpraHU3alMOHHBIEC JOKYMEHTHI;
-yCTaB OpraHU3alllu;
- IOTOBOP C YUpEAUTEIIEM;
- TIOJIOXKEHUS O MOIpa3eieHUsX (MIPU HAIMYUN);
- IPaBOYCTaHABIIMBAIOIINE JOKYMEHTHI,
- IOJDKHOCTHBIE MHCTPYKIIMU COTPYAHUKOB;
- KOJUIEKTUBHBIN 10TOBOD;
- ITAaTHOE PacCIMCaHUE;
- IpaBUJIa BHYTPEHHETO TPYAOBOTO PaCIopsAIKa U Jp.
PacniopsimuTenbHbIe TOKYMEHTHI:
- IPUKa3bI;
- pPacTOpsKEHUS;
- MHCTPYKLHUU U JIp.
NHupopmalinoHHO-CIpaBOYHbIE TOKYMEHTBHI:
- IPOTOKOJIBI;
- TUTaHBI;
- OTYETHI;
- CIIpaBKH U Jp.

Bce kHUTH U JKypHaJbl, KOTOpbIE BEIyTCsl B 00pa30oBaTebHBIX OPraHU3alUsAX Ha
OyMakKHBIX HOCHUTENSX, TOCTPAHHYHO MMPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCS
U TIOAMHUCKHIBAIOTCS pyKoBoauTeneM. [loanuch pyKoBOIUTENS 3aBEPSETCS MEeYaThiO
o0pa30oBaTeIbHON OpraHu3anuu.

3. IlpaBuiaa odopmiieHus1 TOKYMEHTOB

OcHoBHbIE TPeOOBaHUSA MO 0(POPMIICHHUIO TOKYMEHTOB.

JIOKyMEHTBI ~ MOTYT  CO3JaBaTbcsi Ha  OyMaXHOM  HOCHUTENE W
B DJICKTPOHHOU (opMe ¢ COOIIOJCHUEM YCTAaHOBJIICHHBIX TPABWI O(QOpMIICHUS
JIOKYMEHTOB.

[Ipu co3maHumM AOKYMEHTa Ha JBYX M 0OoJjiee CTpaHUIaX BTOPYIO H
NOCJIEYIOUIUE CTPAHUIIBI HyMEPYIOT.

Jlommyckaetcsi co3manue JOKYMEHTOB Ha JIMIIEBOM M OOOPOTHOM CTOpOHAX
mucta. Ilpu ABYCTOpOHHEM CO3/1aHUM JOKYMEHTOB UIMPHUHA JIEBOIO MOJS Ha
JIMIEBON CTOPOHE JIMCTa U MPaBOTo MOoJisi HAa 00OPOTHON CTOPOHE JHUCTA JOJHKHBI
OBITH PaBHBI.

[IpennodyTuTeIbHBIMU TAPHUTYPAMU U pazMepaMu IPUGTOB sl PEKBU3UTOB
nokyMmeHTa sBisatores Ne 12,13,14.

[Ipu cocTaBiaeHnM TabIUI JOMYCKAETCS UCIIOIb30BAHUE IIPUPTOB MEHBILINX
pa3mMepos.

AOG3a1HbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm.

3aroJIoBKH pa3/iesioB ¥ MOPAa3AesIOB NIEYATAIOTCS C a03aI[HBIM OTCTYIIOM HIIA
LHEHTPUPYIOTCS MO MIMPUHE TEKCTA.



MHOTOCTPOUYHBIE PEKBU3HUTHI TIEYATAIOTCS dYepe3 OJUH MEKCTPOUHBINA
WHTEpBajJ, COCTaBHBIC YaCTH PEKBU3UTOB OTICISIIOTCS  JIOMOJHHTEIBHBIM
UHTEPBAJIOM.

Teker qoKkyMeHTa medaraercs yepe3 1-1,5 MeKCTpOUHBIX HHTEpBaa.

HHuTepBan Mmexay OyKkBaMHU B CJIOBaX - OOBIYHBIM.

MHTepBan MeX Ty CIIOBaMH - OJIMH IPoOeT.

Texker JOKyMeHTa BRIpaBHUBACTCS 110 IIMPHUHE JIUCTA (IT0 TpaHUIlaM JICBOTO U
IIPaBOro MOJIeH JOKYMEHTA).

Texcr mokyMeHTa MOJDKEH OBITh M3JIOKEH KpPaTKO, TPAMOTHO, MOHSTHO U
00BEKTHBHO, 0€3 TOBTOPEHUH U YIIOTPEOJIEHHUS CIIOB U 000POTOB, KOTOPHIE HE HECYT
CMBICIIOBOM  HAarpy3ku, W JOJDKEH KacaThCi TOTO BOIMPOCA, KOTOPBIH
chOpMYIMPOBAaH B 3aroJIOBKE K TEKCTy. TeKCT MOKyMeHTa o(opMIIseTcss B BUJC
CIUTONITHOTO CBSI3HOTO TEKCTA WJIM TAOJIUIIBI, I ITyTEM COUETaHUs dTUX (PopM.

TekcThl COKHBIX U OONBIINUX 110 00BEMY JOKYMEHTOB (JOKJIAbI, OTYETHI U
T.JA.) JCNSATCS Ha pasfenbl, NOoJpa3leibl, NMyHKThI, MOAMYHKTHL. IIyHKTHI u
MOJIYHKTBI B TEKCTE€ HYMEPYIOTCS apaOCKUMU U pamMu C TOYKOH.

[Tpumep -
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JIOKyMeHTBI, Kak MpaBuio, o(OpMIIIOTCS Ha OlaHkKax oOpa3oBaTEIbHOU
OpraHW3allid, WUMEIOT YCTAHOBIICHHBIH KOMIUIEKC OOS3aTEIbHBIX PEKBU3UTOB U
CTaOMIIbHBIN TIOPSIOK WX PACIIONIOKEHUS.

brmaHkum Kakmoro BHIAa W3TOTAaBIMBAIOTCS HA OCHOBE YIJIOBOTO HJIU
MIPOJIOJIBHOTO Pa3MEIICHUS PEKBU3UTOB.

PexkBU3UTHI 3arojioBKa pa3MeNIaroTCsl IEHTPUPYEMBbIM (HA4yajio M KOHEIl
KOKJIOM CTPOKM PEKBU3UTA PABHO yNaleHbl OT TPAHUI] 30HBI PACIOJIOKCHUS
PEKBU3UTOB) WM YTIOBBIM (KaXKaasi CTPOKAa PEKBU3UTAa HAUMHACTCS OT JIEBOU
I'PaHUIIBI 30HBI PACIIOJIOKEHUSI PEKBU3UTOB) CIIOCOOOM.

JIns1 u3roToBIIeHUs OJIAHKOB UCTIONB3YIOTCS IUCTHI Oymaru opmara A4 (210
x 297 mm) u AS (210 x 148 MHIITUMETPOB).

Kaxnprii muct moxkymenTta, oopMIICHHBIA Kak Ha OJiaHke, Tak U 0e3 Hero,
JOJDKEH UMETBh TI0JISI HE MEHEE, MM:

nesoe - 20;

npasoe - 10;

BepxHee - 20;

HiwkHEee - 20.

JIOKyMeHTBI JUUTENbHBIX (CBbIIIEe 10 1eT) CPOKOB XpaHCHUS JTOJDKHBI UMETh
JeBoe 1noJje He MeHee 30 MM.

OdopmiieHne peKBU3UTOB JOKYMEHTOB.

ABTOp 10KYMEHTOB.

HanMenoBanne 00pa3oBaTenbHON OpraHU3AIlMU YKAa3bIBAETCS B TOYHOM
COOTBETCTBHHM C YCTaBOM oOpasoBarenbHOM opranu3anuu. CokpaiieHHOe
HAaWMEHOBAHUE MTOMENIACTCS MO/ TOJHBIM HAMMEHOBAaHUEM B CKOOKaX.



HanmeHoBaHMe CTPYKTYpHOrO MOJApa3lelieHUs] — aBTopa JOKyMEHTa
UCIIOJIb3yeTCsl B OJaHKAaX MHUCEM U OJIaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB U
yKa3bIBaeTCs MMOJ] MOJHBIM U COKpPAIIEHHBIM HAaWMEHOBAHUSIMU OOpa30BaTEIbHOM
OpraHu3alluu.

HavmMeHnoBaHue IOKHOCTH JMIIAa — aBTOpa JOKYMEHTa HCIOJb3YeTCs B
OlaHKax JOJDKHOCTHBIX JIMIl W  pacrojaraercs Ioji HauMEHOBaHUEM
o0pa3oBaTeIbHON OpraHu3aluu.

HanmeHoBaHMe JOJDKHOCTH JMIIa — aBTOpa JOKYMEHTA YKa3bIBAe€TCS B
COOTBETCTBHM C HAUMEHOBAHUEM, TPUBEJICHHBIM B PACIIOPSIUTEILHOM JOKYMEHTE
0 Ha3HAYECHUH Ha JIOJKHOCTD.

CnpaBouHble TaHHbIE 00 00pa30BaTeJIbHON OPraHN3alUN.

CrpaBouHbIe NaHHBIE 00 OpraHM3aIliU YKa3bIBAIOTCS B OJaHKAaX MUCEM U
BKJIIOUAIOT: ajapec, HoMep Tenedona, gakc, aapec JIEKTPOHHOU MOYTHI, CETEBOU
anpec, a takxe OKIIO, OI'PH, MHH u KIIIT opranuzanuu.

HaumeHoBaHHe BHIA TOKYMEHTA.

HanmeHoBaHne BuAa NOKYMEHTA, COCTABIEHHOIO OpPraHU3alUEH, TOJHKHO
ObITh ONpENENICHO YCTaBOM (TOJIOKEHHUEM) ¢ JIOJDKHO  COOTBETCTBOBATh
HAaMEHOBAHUSM BHUIOB JIOKYMEHTOB, npeaycmoTpeHHbiM OKVY/I: akrt, crpabka,
3aluCKa, CBOJKA, OT3bIB, IPOTOKOJ, CHHCOK, H3BEIIEHWE U  Jp.
PacnopsnurenbHble  TOKYMEHTHl OpraHU3aldd M3JAIOTCS  CO  CIEAYIOIIMMU
Ha3BaHUSIMU: MPUKA3, PACTIOPSKEHHUE.

HaunmenoBanve Buja W Pa3HOBUIHOCTH JIOKYMEHTAa HE YKa3bIBaeTCs B
MMChMax.

JaTa nokymeHra.

Jlata JOKyMEHTa COOTBETCTBYeT JaTe noanucaHus (yTBEp>KIACHUSA)
JIOKYMEHTA WJIH J1aTe€ COOBITHS, 3a)UKCUPOBAHHOTO B IOKYMEHTE:
apabckumu nudpamu, pazaerneHubiMu Toukoit: 05.06.2021; cinoBecHO-IM(PPOBHIM
criocobom: 5 utonst 2021 .

B TekcTrax JOKYMEHTOB, COAEpKAIIUX CCHUIKM HA HOPMATHUBHBIE MTPABOBbHIC
aKTbl, W JOKYMEHTOB, COJEpXKalllMX CBeJcHUs (UHAHCOBOTO XapakrTepa,
MPUMEHSIETCSL CIIOBECHO ITU(POBOM crmocobd yka3aHuUsi AaT 0€3 MPOCTABICHUS HYJIS
B 0003HAYCHHH JIHSI MECSIIa, €CIIM OH COACPKUT oauy mudpy: 3 anpens 2021 roxa.

Pazpemaercs mpUMEHATH CJIOBO «rO[» B COKPAIICHHOM BapHAaHTE «I»:
I wrons 2021 r.

I'pu¢ orpanuyeHus 10cTyna K J10KYMEHTY.

[IpocTaBnsercss B MNpaBOM BEpPXHEM YIJIy MEPBOr0o JIUCTAa JOKYMEHTa
(mpoekTa JTOKYMEHTa, COMPOBOAUTEIBLHOTO MHUChMa K JTOKYMEHTY) Ha TpaHUIIS
BEPXHEro TOJIsI MPU HAIMYMM B JIOKYMEHTe HH(OpMalMH, AOCTYIl K KOTOpPOH
OTPaHUYEH B COOTBETCTBUM C 3aKOHOAATEILCTBOM Poccuiickor Penepauuu. B
COCTaB PEKBH3UTA BKJIIOYACTCS OTPAaHUUYUTENbHAS HAANUCh: «JlJisi ciy)eOHOTO
noJyib30BaHus», «Konpuaennuanbuoy, «[lepconanbapie JaHHBIS» WA JP.

[Tpumep -



IlepcoHasbHbBIC JaHHBIC PAOOTHHKOB
Ox3. Ne 1
MyHununaipHOe OI0KETHOE 001eo0pa3zoBarenbHoe yupexaenue «lllkoma Ne 1%

(MBOY Hlkona Ne 1)
LleHTp AOTOTHUTENLHOTO 00pa30BaHMS
IMTPUKA3

Bce Bugbl I‘pI/I(l)OB OTrpaHUYCHUA OOCTyIIa K JOKYMCHTaAM 3aKPCILIAIOTCS B
JJOKAJIbHBIX aKTaX 06p330BaTeHBHOﬁ OpraHu3aluu.

PerucrpanimoHHbIA HOMEP T0KYMEHTA.

Peructpamnonnsii  HomMep — 1udpoBoe WM OyKBEHHO-IU(POBOE
0003HauYeHue, MPUCBAaUBAEMOE JOKYMEHTY IIPU €r0 PETUCTPALIHH.

Peructpamusi JOKyMEeHTa TPOBOAMUTCS TMOCIE €ro MOAMNHCAHUS WIH
YTBEPKICHHUS.

JlJi1 BHyTPEHHUX JOKYMEHTOB — IPUKA30B, IPOTOKOJIOB — 3TO MOPSAIKOBBIN
HOMEp B MpeJenax KajJeHJIapHOro roja/ yuyeOHOro roja Mo KakJoMy BHIy WU
Pa3HOBHUJIHOCTH JOKYMEHTOB. B mpuKa3zax perucTpalliOHHBII HOMEpP MOKET
JOTOJHATHCA OYKBEHHBIM MHIEKCOM, 0003HAYaOIMM Pa3HOBUIHOCTH.

JUtst uCcXOASIIMX JOKYMEHTOB PErUCTPALIMOHHBII HOMEp COCTOUT HU3:

1) nmopsnkoBoro HOMepa B IpeAeliax  MaccuBa  OTHPABIIAEMOU
KOPPECTIOHIEHIINY;

2) UHJEKca JieJla B COOTBETCTBUM ¢ HOMEHKJIATYpOUl Jen oOpa3oBaTelbHOU
OpraHu3alyu.

PerucrpaiimoHHbIii HOMEp JOKYMEHTA, COCTABJIIEHHOIO COBMECTHO JIBYMS M
Oojee OpraHM3alMsIMHU, COCTOUT W3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB
KOKJIOM M3 3TUX OpPraHU3aluid, IPOCTABIIEMBIX 4YE€pe3 KOCYI0 4EpTy B IMOPSIKE
yKa3aHUs aBTOPOB B IOKYMEHTE.

CchuIKa Ha perucTPalMOHHbII HOMEP U 1aTy JOKYMEHTA.

Cchllka Ha perucTpallMOHHBIN HOMEp U J1aTy JOKYMEHTa BKIIIOYAeT B ce0s
pEruCTPallMOHHBI HOMEP U 1aTy JOKYMEHTA, Ha KOTOPBI JOJIKEH ObITh JaH OTBET.

Ccbulka Ha HOMEp W JaTy JOKYMEHTa HCIMOJb3yeTcsl Mpu OQOpMIICHUU
MHMCEM, SIBJISIOIIUXCS OTBETAMH Ha MOCTYMUBIIEE MUCHMO (3ampoc, IpochOy U IIp.).
CBeneHus B peKBU3UT MEPEHOCATCA € MOCTYNHUBIIETO JOKYMEHTA U COOTBETCTBYIOT
PErHCTPAlMOHHOMY HOMEPY U AaTe MOCTYNUBLIErO JOKYMEHTA.

OrpaHuuuTenbHasi OTMETKA JIJISl JAHHOTO PEKBU3UTA MPOCTABIISIETCS B JICBOM
yacTu OJlaHKa MHUCbMa MOJ] PEKBU3UTOM «JlaTa» U «PETUCTPALMOHHBI HOMEp
JOKYMEHTa.

Hanuuue naHHOrO peKBU3UTA HCKIIOYACT HEOOXOIMMOCTb YIOMUHAHUS
HOMEpa M JaThl MOCTYNHBIIETO JOKYMEHTa B TEKCTE MHUCHbMAa, YTO OCBOOOXKIAET
TEKCT OT CIIPaBOYHOU MH(pOpMAIUK.

MecTto cocTaB/ieHHs] MJIU U3IaHUS JOKYMEHTA,

Mecto cocrtaBieHusi (M34aHUs) JOKYMEHTA YKa3bIlBaeTcsd B JOKYMEHTAX,
M3rOTaBIMBAEMbIX Ha OJIAHKAX KOHKPETHBIX BUJOB JTOKYMEHTOB.

Anpecar.

Anpecatamu IOKyMEHTa MOTYT OBbITh IOPUAMYECKHUE JIUIA, UX CTPYKTYPHBIE
No/ipa3/ieNieHus U JOHKHOCTHBIE JIMIIA, a TaKkKe (PU3UUECKHUe JIMIIA.



PexBU3UT «anpecaTy» MpOCTABIISIETCS B BEPXHEH IPaBOi YacTH JOKyMeHTa (Ha
OJJaHKE C YIJIOBBIM PaclOJIOKEHUEM PEKBU3UTOB) WJIM CIpaBa IOJ PEKBU3UTaAMU
OsaHKa (TpU MPOJI0JIBHOM PACIOIOKEHUU PEKBU3UTOB Os1aHKa). CTpOKU pEKBU3UTA
«azxpecaTry BBIPABHUBAIOTCS IO JIEBOMY KpPAaK WM LEHTPYIOTCS OTHOCHTEIBHO
CaMOM JIJIMHHOW CTPOKH.

Ecnu nOKyMeHT aapecoBaH IOPUAHYECKOMY JIHIYy WIH €r0 CTPYKTYPHOMY
noJipa3esieHuIo 0e3 yKa3aHus JOHKHOCTHOIO JIMIA, UX HAUMEHOBAHUS TPUBOJSATCS
B IMEHUTEIILHOM ITaJIEXKE.

[Ipumepsnl

1. MuHucrepcTBO 00pa3zoBaHus,
HAyKU U MOJIOAEKH
Pecny6nuku Kpbim

2. MunHucTtepcTBo 00pa3oBaHus,
HayKu U MoJioiexxu PecyOnuku
Kpbim
yIpaBJIeHHE 0OIIIETOo
00pa3oBaHUs

[TouToBBIN afpec yKa3bIBaeTCsl NPH HANpPaBICHUH JOKYMEHTAa pPa30BBIM
KOPPECIIOHCHTaM.

Ecnmu moxymeHT ampecoBaH PyKOBOAMTENI0 FOPUIUICCKOTO JIUIA WU €T
3aMECTHTENII0, HAaNMCHOBAHHE IOPHIAMYECKOTO0 JIMIa BXOAWT B  COCTaB
HAaWMEHOBAHHUS JTIOJDKHOCTH a/ipecara, KOTOPOE MPUBOIUTCS B JTATEITHHOM ITaJIeKe.

[Tpumep —

PykoBoaurento denepanbHOTro

apXHWBHOTO areHTCTBA

®amunus 1.0.

Nuanumansl craBaTca mnocjie (GaMuiIMM HE3aBUCUMO OT TOTO, KOMY
aJpecoBaH JOKYMEHT — JOJKHOCTHOMY JIUITY WUJIH (PU3HUECKOMY.

[Ipu anpecoBaHMM THUChMa PYKOBOJIUTEIIO CTPYKTYPHOTO TMOAPA3ACICHUS
yKa3bIBaeTCs B UMEHUTEIHLHOM Tajie)ke HAMMEHOBAaHWE OpPraHM3allid, HIKE - B
JATEIHbHOM TMaJIe’K€ HAWMEHOBAHUE JIOJDKHOCTH PYKOBOJUTENSI, BKIIOUAIOIICE
HAaWMEHOBaHUE CTPYKTYPHOTO TOJIpa3IeicHus, (aMUTUIO, HHUITAATIBL.

[Tpumep-

MuHucTepcTBO 00pa3zoBaHus,

HayKu U MoJioaexku Pecryonmukn Kpeim

HauanbHuky ynpapieHus: 001iero oopasoBaHus

®amunus 1.0.

[lepen ¢damunuelr TODKHOCTHOTO JHIA  JOMYCKAETCS  YMOTPEOIATh
COKpalIeHue «Tr-Hy» (TOCIOJMHY), €CJIH aipecaT MY>KUHMHA, U «T-Ke» (TOCI0XKE),
€CJIM aJipecaT >KeHIMHA.

[Ipu paccbuike JOKYMEHTa TpylIe OpraHu3alydid OJHOTO THUIA WJIA B
CTPYKTYpHBIC TIOJpA3JeiCHUs] OJHOW OpTaHHW3allid, ajapecaT yKa3bIBaeTCS
0000IIEHHO.



B ogHOM moKymMeHTe He TOHKHO OBITh 00JIee YEThIPEX aIpecaToB.

[Ipu OonblieM KOJUYECTBE aApPECcaTOB COCTABISIETCS CHHUCOK (JIUCT,
yKa3zaTellb) PacChbUIKM JOKYMEHTa, Ha KaXXJIOM JOKYMEHTE YKa3bIBaeTCS OJIUH
azpecaT Wwix ajapecat ohopmisieTcst 0000IIeHHO.

B coctaB pexBuzuTa «Aapecar» MOXKET BXOJUTHb IIOYTOBBIN ajpec.
DOneMeHThl  MOYTOBOTO  aJpeca  yKa3blBalOTCA B IOCJIEJOBATEIbHOCTH,
ycTaHoBiieHHOH [IpaBuiamu okazaHus yCIyT MOYTOBOM CBSI3H.

[Ipumep -
Bceepoccuniickuit
HAy4HO-
VCCIIEI0BATEIIbCKUI
WHCTUTYT
JTIOKyMEHTOBEICHHS U
apXUBHOTO Jieja
[Ipodcoroznas yi.,
I. 82,
Mocksa, 117393
B cnyuae otnpaBku JOKyMEHTa (PU3NYECKOMY JIUILY YKA3bIBAIOTCS: (paMuUIMs,
WHUIIMAJIBI, TMOYTOBBIA ajpec: (yiauiia, HOMEp JO0Ma M KBapTUPBI, HACEJICHHBIN
MYHKT, pailoH, 00J1acTh (Kpaid, pecryOiInKa), TOYTOBBIN UHJIEKC).
[Ipumep -
Gamumnus U1.0.
CapoBasd yi., a. 5, kB. 12,
r. DHCK, DHCKOH 0011., 301264
[Ipu oTnpaBke nUchbMa MO AEKTPOHHOU MOYTE WU MO (PAKCUMUIIBHOM CBSI3H
(0e3 moChUIKM MO MOYTE) MOYTOBBIN ajpec He ykasbpiBaeTcs. [Ipu HeoOXxogumocTH
MOKET OBITh YKa3aH AJIEKTPOHHBIN ajpec (HoMmep TenedoHa/pakca).
[Tpumep -

Bceepoccuniickuit Hay4yHO-
HUCCIICIOBATEIILCKUM
WHCTUTYT
JIOKYMEHTOBEEHUS U
apXMBHOIO Jeja
mail@vniidad.ru

I'pu¢ yrBep:kaeHuss 10KyMeHTA.

I'pud yTBepkaeHUs TPOCTABISACTCS HaA JIOKYMEHTE B Cjydae €ro
YTBEPKIAEHUS TOJDKHOCTHBIM JIUIIOM, PACTIOPSIUTEILHBIM JOKYMEHTOM (TIPUKA30M,
pacCIoOpsIKEHUEM, PELICHUEM ).

I'pud yTBepkaeHuss pasMmeriaeTcs B MPaBOM BEPXHEM YTy MEPBOTO JHCTA
nokyMeHTa. CTpOKU peKBU3WUTA BEIPABHUBAIOTCS 110 JIEBOMY KPakO UJIU LIEHTPYIOTCA
OTHOCHUTEJIbHO CaMOW JUTMHHOM CTPOKH.

[Ipu yTBepkIeHUM NTOKYMEHTa TOJDKHOCTHBIM JIMIIOM TPHU( YTBEPKICHUS
cocrour u3 cioa YTBEPXJIAIKO, HauMmeHoBaHMS JOJDKHOCTH  JIMIIA,


mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
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YTBEPXKJIAIONIETO JOKYMEHT, €ro TMOINUCH, WHUIHAAIOB, (amMmwimu W JaThl
YTBEPKACHUSI.

[Tpumep -
YTBEPX/AIO
Hupexkrop MBOY COII Ne 1
ITonmuce N.0. ®amuinns
JlaTta

[Ipu yTBepkAEHUM AOKYMEHTa pPaCHOPSAUTEIbHBIM JIOKYMEHTOM Trpud
yTBepxkaeHuss  cocroutr w3 cinoBa  YTBEPXJIIEH  (YTBEPX/EHA,
YTBEPX/JIEHBI unu YTBEPXXJIEHO), cornacoBaHHOro ¢ HAMMEHOBaHUEM BH/IA,
YTBEPKIAEMOI0 JTIOKYMEHTa, HAaUMEHOBAHUSI PACHOPSIAUTEIHHOTO JOKYMEHTa B
TBOPUTEILHOM IaJI€KE, €0 1aThl, HOMEpA.

[Tpumepsl
1. (ITopsimox) YTBEPX/IEH
npukazoM MBOY COILI Nel
5 anpensa 2021 r. Ne 82
2. (ITpaBuina) YTBEPXJIEHBI

npukazoM MBOY COIII Ne 1
15.06. 2021 r. Ne 83

3. (ITonoxenue)
YTBEPXIEHO
npukazomM MbOY COIII Ne 1
15.06. 2021 r. Ne 83

[Ipn npuHsATHH (PacCMOTPEHHMM) JOKYMEHTa KOJUICTUAJIbHBIM OpPTraHOM
o0pa30oBaTeIbLHON OpPTaHU3aIliH, PEIIEHN KOTOPOro (PUKCUPYIOTCS B TPOTOKOJIE, B
rpude TmpuHITO (PAcCCMOTPEHO) YKa3bIBAETCS HAMMEHOBAHHE OpraHa, pelieHueM
KOTOPOTO MPUHSAT JOKYMEHT, JaTa ¥ HOMEp MPOTOKOoJIA (B CKOOKAX).
YTBEPKIAIOIIETO JOKYMEHTA B TBOPUTENBHOM MaZ€KeE, €ro JaThl, HOMEpA.

[Tpumepsl
3. (ITopsimok) I[TPUHAT
MIeIarOrHYeCKUM COBETOM
(mpotokos ot 15.08.2021 Ne 12)

4, (ITpaBusa) I[TPUHATHI
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YnpaBasomyM COBETOM
(mpotokoi ot 15.06.2021 Ne 8)
3. (ITonoxenue)
[MPUHATO
0o01muM coOpaHneM pabOTHHUKOB

00pa3oBaTeNbHON OpraHu3alun
(mporokoi 15.06.2021 r. Ne §3)

3aros10BOK K TEKCTY.
3aroyioBOK K TEKCTY BKJIIOYAET B CeOsl KpaTKOE COJEp:KaHHE TOKYMEHTA, €ro
OCHOBHYIO CMBICTIOBYIO HArpy3Ky. 3arojoBoK (Gopmynupyercs ¢ mnpenjgorom «O»
(«O06») 1 OTBEYAET Ha BOMPOC «O IeM?»:
e 1mpuka3 (0 uem?) 0 CO3/IaHNM aTTECTAIMOHHON KOMUCCHUU;
e npuka3 (0 yueM?) 00 yTBEp>KJI€HUU IITATHOTO PaCIUCAHUS;
® THUCHMO (0 4eM?) O MPEIOCTaBICHUN HH(POPMAIIUH.
3aroJIoBOK COCTaBJISIET MCHOJHUTENb JOKYMEHTa. 3arojloBOK K TEKCTY
oopmisieTcss o peKBU3UTaMU OJIaHKa ClieBa, OT T'PAHMIIBI JIEBOro mnojsi. Eciu
TEKCT JOKYMEHTa HE MPEBBIIIACT YETHIPEX-MATH CTPOK Wi 0OpMIICH Ha OJiaHKe
dbopmara AS, 3aro10BOK MOKHO HE YKa3bIBaTh.
3arojoBOK  JOKYMEHTa 3alKChIBAETCS MNpPU  €ro  pPErucTpaluvd B
COOTBETCTBYIOIIUE PETUCTPALMOHHBIE POPMBI: KAPTOUKY, 03y TaHHBIX.

TexkcT 1oKyMeHTA.

TekcT TOKyMEHTa COCTaBIJISIETCA HA PYCCKOM SI3bIKE KaK IOCY/IapCTBEHHOM
a3pike  Poccuiickori  ®enepanun. TekcT JQOKyMEHTa H3/1ara€rcs pPyCCKUM
JUTEPATYPHBIM SI3BIKOM C Y4€TOM OCOOCHHOCTEW O(HIIMaNIbHO-/EI0BOTO CTHIIS,
BH/Ia IOKYMEHTA U €r0 HA3HAYEHUS B YIIPABICHUECKOH fedaTenbHoCTH. ColiepxkaHue
JIOKyMEHTA JI0JKHO OBITh U3JIOKEHO KPATKO, JOTUYHO, TOYHO U SICHO.

TekcThl TOKYMEHTOB U3J1aratoTcs:

- OT 1-ro iuila eTMHCTBEHHOIO YKclia B JOKYMEHTaxX (MpuKa3, pacropsKeHUe
U T. JA.) pyKoBoAuTels OOpa3oBaTeIbHOM OpraHu3aluu, [IEHCTBYIOLIErO Ha
NPUHLNNAX €IWHOHAYaIus, a TaKXe JOKYMEHTaxX, aJipeCOBAHHBIX PYKOBOJCTBY
OpraHu3alliy: MPUKA3bIBAIO... MOATOTOBUTh M MPEACTABUTH HA PACCMOTPEHUE;
MPOIIY PAaCCMOTPETh
BOIIPOC 00 YCTAHOBJICHUH JIbIT'OTHBIX TapUQoOB...;

- 3-T0 JUIa €IMHCTBEHHOTO YKCJIa B JIOKYMEHTAX KOJIJICTHATIbHBIX OPTaHOB:
KOMHCCHS pElIna...; OpraHu3alus He CYUTAET BO3MOXKHBIM...;

- 1-r0 aMUa MHOXECTBEHHOTO YHCJIa B COBMECTHBIX JOKYMEHTaX: IMPOCHM
MPEACTABUTH JAHHBIE O...; MPEACTABIISIEM Ha PACCMOTPEHHUE U YTBEPKICHHUE...;

- 3-TO JMIla MHOKECTBEHHOTO YMCJIa B MPOTOKOJAX: CIYIIAIH, BHICTYIIHIIH,
MOCTAHOBWJIU, PELIUIIN.

B nokymeHTax, ycTaHaBIMBAIOUIMX TpaBa W O0S3aHHOCTH OpraHU3allvHd, €e
CTPYKTYPHBIX MOJIpa3/iesiecHuil (MOJ0KEHUE, HHCTPYKIUA), a TaKXKEe COJIEepIKaIIUX
omucaHue, OIEHKY (PakTOB WJIM BBIBOJABI (aKT, CIpaBKa), MUCMOJb3yeTcs dopma
W3JIOKEHHUS TEKCTA OT TPETHETO JIMILA €AMHCTBEHHOTO UJIM MHOYKECTBEHHOT'O YHCIIa
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(«oTmen ocymiecTBIsieT (YHKIIMU», «B COCTaB OOBEAMHEHUS BXOAT», KKOMHUCCHSI
YCTAHOBHJIAY ).

B TekcTe MOKyMeHTa, MOATOTOBICHHOTO Ha OCHOBAaHWHW 3aKOHOJATEIIbHBIX,
WHBIX HOPMATHBHBIX MPABOBBIX aKTOB, H3aHHBIX OpraHaMH BJIACTH M YIIPABIICHUS,
JIOKYMEHTOB, paHee W3JaHHBIX OpraHOM BJACTH — AaBTOPOM JOKYMEHTAa,
yKa3bIBAETCsl HANMEHOBAHHUE BUJa JOKYMEHTa, HANMEHOBAHHME OpTraHa, M3/IaBIIEro
JIOKYMEHT, JaTa MPUHATHS WIA YTBEPKIACHHUS TOKYMEHTA, €0 PETUCTPAIIMOHHBIN
HOMED, a TAK)KE 3aroJIOBOK K TEKCTY WJIM HAMMEHOBAHUE BHJIA JJOKYMEHTA.

[Ipumepsnl

«B cootBercTBuU ¢ noctaHoBiaeHueM [IpaButensctBa ot 13.08.1997 Ne 1009
«O0 yrtBepxaeHuu I[IpaBuin TOATOTOBKM HOPMAaTHUBHBIX IIPABOBBIX aKTOB
dbenepaabHbIX OpPraHOB HCIOJHUTEIBHOW BJIACTH W HX TOCYJAapCTBEHHOM
peTUcTpaIum»;

«B cootBercTBuM ¢ [10710KE€HMEM O MOCTOSIHHO JECWCTBYIOIIEH 3KCIIEPTHOMU
KOMHUCCHHM YUPEKIACHUS, OpPraHU3allUd, TPEAIPHUATHUS, YTBEPKJACHHBIM MPUKA30M
PocapxuBa oT 19.01.1995 No 2...».

Ecnu TekcT comepKUT HECKOIBKO MOPYYEHUH, PEIICHHM, BBIBOJOB, B TEKCTE
BBIACIISIFOTCS. PA3eibl, OPa3Aeibl, IyHKThI, IOAMYHKTHI.
B TekcT AOKyMEHTa MOTYT BKJIIOYaThCsA (PparMeHThl, 0()OPMIICHHBIE B BHJIE
TaOJMIIBI UJIH AHKETHI.
CTpaHuLbl TEKCTa HYMEPYIOTCS apaOCKUMH LU(paMu MOCEPEANHE BEPXHETO
MOJISL.
B nucbmax UCnonb3yloT ciaeayomue (popMbl H3ITO0KEHUS:
e OT TMEpPBOr0 JIMLIA MHOKECTBEHHOI0 uucia («IpOCUM HalpaBUTHY,
«HAMpaBJIIEM HA PACCMOTPEHHE));
® [IEpPBOrO JIMIA €AMHCTBEHHOI'O 4HCla («CUUTAK0 HEOOXOTUMBIMY, «IIPOIILY
BBIJICTTUTHY);
® TpeThero Juua eauHcTBeHHoro uucna («OO He Bo3zpaxaer», «OO cuurTaer
BO3MOKHBIMY).

OTMeTKa 0 IPUJIOKEHHH.

OTMeTKa O TPUIOKEHUU COAECPKUT CBEICHUSI O JOKYMEHTE (JOKyMEHTax),
MpUIara€MoM K OCHOBHOMY JOKYMEHTY (B CONPOBOJIUTENIbHBIX MUChMaX, MPETEH-
3MSIX, aKTaX, CIIPaBKax U APYTuX UHGOPMAIIMOHHO-CITPABOYHBIX JOKYMEHTAX) WU
O TOM, 4YTO JIOKYMEHT SBJISIETCA NPUIOKEHUEM K OCHOBHOMY JOKYMEHTY
(B TOKYMEHTaX - MPUJIOKEHUSAX K PACHOPSIAUTENBHBIM JOKYMEHTAM, TTOJIOKECHUSM,
npaBWiaM, UHCTPYKIIUSIM, IOTOBOpaM, IjiaHaM, OTYETaM U Jp. TOKYMEHTaM).

B comnpoBoguTenbHBIX MHChMax M JPYyTUX HWHPOPMAITMOHHO-CITPABOYHBIX
JIOKYMEHTaX OTMETKa O MPHUJIOKEHUU OQPOPMIISIETCS IOJ TEKCTOM OT TPaHHUIIbI
JIEBOTO TOJIS CIAEAYIOIIUM 00pa3oM:

- €CJI IPUJIOKEHHE Ha3BaHO B TEKCTE:
[Tpunoxenue: Ha 2 1. B 1 3K3.;
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- €CJIM MNPWIOKEHHWE HE HA3BAHO B TEKCTE€ WIIM €CIU MPUIOKEHHN HECKOJIBKO,
YKa3bIBalOT HA3BAHMUS JIOKYMEHTOB-IIPUJIOKEHHM, KOJHWYECTBO JINCTOB U
AK3EMILISIPOB KaXA0T0 MPUIOKEHHUS:
[Tpunoxenue: 1. [lonoxenue (Ha3BaHue) Ha 5 1. B 1 9K3.
2. CripaBKa 0 KaJpoOBOM COCTaBe Ha 2 J1. B | 3K3.;

- €CII IPUJIOKEHUEM SIBIISIETCS 000COOJIEHHBIN AJIEKTPOHHBIN HOCUTEIh

(KOMITaKT- JUCK, USD-(IIen-HaKomuTe b | Ap. ):
- Ilpunoxenue:

CD B 1 3Kk3.

- eCJIM NpuIokKeHUe (MIPUII0KEHUS) COPOIITIOPOBAHBI:

[Ipunoxenue:

otuet o padore PUII B 2 3k3.

B pacnopsautenbHbIX JOKYMEHTax (MpUKazax, pacropsiKEHUsX), JOroBOpax,
MOJIOKEHUSIX, MPAaBWIAX, HWHCTPYKLUMSAX U JPYrUX JAOKYMEHTaX OTMETKA O
IPUIIOKEHUHU O(POPMIISETCS CIETYIOINUM 00pa3oM:

- B TEKCTE JOKYMEHTA IPU NMEPBOM YIIOMHUHAHUU JOKYMEHTA-TIPUIIOKEHUS B
CKOOKax yKas3pIBaeTcs: ... (MPUJIOKEHUE) UK ... (IpusioxkeHue 1); mepes HoMepoM
MPUIOKEHUS JOMYCKAETCS CTABUTh 3HAK HOMeEpa: ... (mpuiioxkeHue Ne 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-NIPUIIOKEHUS B IPABOM BEPXHEM YTy
YKa3bIBaeTCs:

[Tpunoxenue Ne 2

K npukasy MbOY COILI
No 1

ot 15.08.2021 Ne 112.

CTpokr pEeKBHU3WTA BBIPABHHBAIOTCS MO JIECBOMY KPar0 WIM LEHTPUPYIOTCS
OTHOCHUTEJIBHO CaMOM JIJTMHHOW CTPOKH.

Ecaim nmpuioxkeHMeM K  pacHoOpsSIMTEIbBHOMY JIOKYMEHTY  SIBJISIETCS
HOPMATUBHBIM MPAaBOBOW AaKT WM HWHOM JOKYMEHT, YTBEPKIA€MbIM JaHHBIM
pacropsiAUTEIbLHBIM JOKYMEHTOM, Ha TIEPBOM JIUCTE MPUIIOKEHUS MPOCTABISIETCS
OTMETKa O MPUJIOKEHUHU (0€3 CChUIKM Ha PACHOPSIUTEIbHBIN JOKYMEHT) U Tpud
YTBEPKIEHUS, B KOTOPOM YKA3bIBAIOTCA JIAHHBIE PACIIOPSAIUTEIBLHOIO JOKYMEHTA,
KOTOPBIM YTBEPKIEH JOKYMEHT- PUIIOKECHUE.

ITpumep -
[Ipunoxenue 1
YTBEPXJIEHO npuka3
MBOY COIII Ne 1 ot
18.05.2021 Ne 67
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I'pud¢ coryiacoBanusi 10KyMeHTA.

[IpoeKThl MOArOTOBICHHBIX JOKYMEHTOB MEpe]] MOAMMUCAHUEM B PsJie CITy4aeB
COTJIaCOBBIBAIOTCS C 3aMHTEPECOBAHHBIMHM  YUPEKACHUSIMH, CTPYKTYPHBIMH
MO/Ipa3/IeICHUsIMU, OT/IETbHBIMU JTOJDKHOCTHBIMU JIMIIAMH.

['pu¢ cornacoBanusi B 3aBUCUMOCTU OT BHJIa IOKYMEHTa U OCOOEHHOCTEH €ro
0o OpMIICHUSI MOXKET MPOCTABJISITHCS:

- Ha MepBOM JIUCTE IOKYMEHTA (€CIU IOKYMEHT UMEET TUTYJIbHBIH JIUCT, - Ha
TUTYJIBHOM JIMCTE) B JIEBOM BEPXHEM YTy Ha YpOBHE rpuda yTBepKACHUS UIH O]
HAaUMEHOBAHHUEM JOKYMEHTa OJMKe K HIKHEMY TOJIIO);

- Ha MOCJIETHEM JIUCTE TOKYMEHTA MO/ TEKCTOM;

- Ha JIUCTE COTIIACOBAHMUS, SIBIISIFOIIIEMCS HEOTHEMIIEMO YaCcThIO JOKYMEHTA.

I'pu¢ cormacoBanust nokymenta coctoutr u3 cioBa COI'NTACOBAHO,
JOJKHOCTH JIMIA, C KOTOPBIM COTJIAaCOBaH JOKYMEHT (BKJIIOYas HAaUMEHOBAHHE
OpraHu3aliy), €ro COOCTBEHHOPYYHOM MOAMNHMCH, paciiu(pOBKU MOIIMUCH
(MHUIMANIOB, (haMUIIMK) U 1aThl COTJIACOBAHMUS.

[Tpumep -

COI'JTACOBAHO

JupekTop (Ha3BaHUE OpPraHU3AIIIH)
(moamucek) N.O. Gamumnus

JlaTa

Ecnu cormacoBanue OCyHIECTBISIETCS KOJJIETHAJIbHBIM OpPraHoM, B Tpude
COIJIACOBAHUS yKa3bIBalOT CBEACHUS 00 OpraHe, COrjlacoBaBIIeM JOKYMEHT, 1aTe U
HOMEpe MPOTOKOJIA, B KOTOPOM 3a(h)MKCUPOBAHO pEIIeHHE O coriiacoBaHuu. Ecmu
COTJIACOBAHME  OCYILECTBIISETCA NMCBMOM, YKa3bIBalOT BHMJ  JIOKYMEHTAa,
OpraHU3aLMIO - ABTOPA TOKYMEHTA, 1aTy U HOMEp ITHChMa.

[Ipumepsb1

1 COI'JTACOBAHO
YrpaBisionuM COBETOM
MBOY COII Nel

(pOTOKOI OT N )
2 COI'JTACOBAHO
nuceMoM PocapxuBa

OT No

Bu3a coriiacoBaHusi 10KyMEHTA.

Bu3bl cornmacoBaHus JOKyMEHTa — PEKBH3UT JOKYMEHTA, YKa3bIBAIOIIMHA Ha
corjacue WJIM Hecorjiacue JOHKHOCTHOTO JIMIa 00pa30BaTeIbHON OpPTaHU3aIluH C
CoJIep’KaHHEM MPOEKTa JOKyMEHTa (Jjajee — BUu3a).

[Tpumep
3aMecTUTeNb JUPEKTOPa M0 BOCHUTATEIbHON padoTe

JImunasg moamuce .. BanoBa
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10.10.2023

OdopmienHast TaKUM 00pa30M BH3a O3HAUAET COTJIacue JOHKHOCTHOTO JTUIA
C COZIEp’KaHUEM JOKYMEHTA.

[Mpy HamuyuM 3aMe4YaHUN MO JOKYMEHTY BH3Y O(DOPMISIOT CIEAYIOIUM
oOpazom:

3amMedaHusl MpUiIararTcs
3aMeCTUTEINb JUPEKTOPA [0 BOCHUTATEIBHON padoTe

JInunasg moamnuch .. BanoBa

10.10.2023

JIOKyMEHT BU3UPYETCS UCTIOTHUTENEM U 3aMHTEPECOBAHHBIMHU B JOKYMEHTE
JOJKHOCTHBIMU JIMLIAMU, PYKOBOJUTEIEM 00pa30BaTEIbHOW OpraHU3aLiH.

3amedaHusi AOJDKHBI OBITh MPEACTABICHbl HA OTIEIBLHOM JIMCTE, KOTOPBIM
MOJANMKCHIBAIOT, TaTUPYIOT U MPUJIATAIOT K JOKYMEHTY.

B noxyMeHTax, MOUIMHHUKKA KOTOPBIX XPaHATCA B OpraHu3allid, BU3bI
IPOCTABIIAIOT HAa IOCIEAHEM JHCTE JOKYMEHTa MOJ MOANUCHI0, Ha 000poTe
IIOCJIEHEr0 JIMCTa IOJUIMHHMKA JOKYMEHTa WM Ha JIMCTE COIJIaCOBaHMS
(BU3UpOBaHUs), IPUIATa€MOM K JIOKYMEHTY.

B wucxomdmmx JOKYMEHTax BHU3bl IPOCTABJISAIOTCS Ha 3K3EMIUIApax
JOKYMEHTOB, IOMEIIAEMBIX B JIEO.

HHoanuce.

JIOJDKHOCTHBIE JMIA TOJANMCHIBAIOT JOKYMEHTBl B IpeJenax CBOUX
MOJIHOMOYH, OINpPEAENICHHbIX YCTaBOM 0011e00pa30BaTEIbHOM OpraHu3alud U
JOJKHOCTHBIMH MHCTPYKUUSMH.

[Toanuck COCTOUT U3 HAMMEHOBAHHUS IOJHDKHOCTH JIMLA, KOTOPOE MOAINUCHIBAET
JIOKYMEHT (IIOJIHOTO — €CJIM IOKYMEHT HaleyaTaH He Ha OJ1aHKe, COKPaIEHHOTO —
Ha JIOKYMEHTE, Hane4aTaHHOM Ha OJlaHKe), ero COOCTBEHHOPYYHOM MOJIHUCH,
WHUIIMAJIOB (MHUIIKAJI UMEHH ), haMUITUH.

[Tpumepsl

He Ha OJIaHKe:

Hupexkrop MBOY COII Ne 888 JInunas nmoanuch N.0. ®amunus
Ha OJiaHKe

Jupexrop JInunas nmoanuch N.0. ®amunus

HpI/I Oq)OpMJIeHI/II/I JOKYMCHTA Ha OJaHKe JOJDKHOCTHOTI'O JIWIIa JOJIZKHOCTD
9TOro Jimia B IIOAIMKMCH HE YKA3bIBACTCs.
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[Tpumep JInyHas moanuck N.O. ®amunmms

B JAOKYMCHTAax, COCTABJICHHBIX KOMHCCHeﬁ, B IIOAITMCH YKAa3bIBACTCA CTATYyC
Ji1a B COCTaB€ KOMUCCHHU.

[Ipumep -

IIpencenarens IToanuce N.0. damunus
KOMUCCHU IToamuce N.0. Gamumimsg
YieHbI KOMHUCCHH IToamuce N.0O. Gamunmusg

Iloamce N.0. amunus

B cmydae OTCYTCTBUS PYKOBOAMTENIS IPHKA30M OIPENEISAETCs JIALO,
UCIOJHAIOLIEE €ro OOA3aHHOCTH, a TaKXe YIOJIHOMOYEHHOE IIOJIUCHIBATH
JIOKYMEHTBI, IPU ATOM MOANKUCH 0(OPMIISIETCS ¢ YKa3aHUEM CTaTyca JOJKHOCTHOTO
JMIA B COOTBETCTBUHM C MPUKA30M (PACHOPSIKEHUEM).

[Tpumep -

N.o. nmupexropa [Tonnuce N.0O. Gamunus
WJIN:

Ucnonusronuii 00513aHHOCTH AUPEKTOPA [Tonmucey U.O.
damunus

[Ipu nmonnucaHuu JTOKyMEHTa JMIIOM, UMEIOIIUM MPaBO MOAMHUCU B CiIydyae
BPEMEHHOTO OTCYTCTBHUSI PYKOBOAMUTENS, HCIPABJICHUS B HAWMEHOBAHUE
JIOJDKHOCTH M paciiudpoBKY (paMUIIUK YK€ MOJATOTOBJICHHOTO U COTJIaCOBAHHOTO
MPOEKTA JOKYMEHTA BHOCSTCSA OT PYKH WJIM C UCIIOJIb30BAaHUEM COOTBETCTBYIOIINX
HITAMIIOB.

He nomyckaercst cTaBUTh KOCYIO YEPTY, HAJIMKCH «3a» Mepe]l HAMMEHOBAaHUEM
JIOJDKHOCTH JIMIA B MOJIWCH, €CIU JOKYMEHT MOINUCHIBAET UHOE JOJLKHOCTHOE
JIULIO.

DJIeKTPOHHAA MOANHUCH.

OTtmeTka 00 DJIGKTPOHHON TOAMHUCH HWCIIOIB3YETCS TP BHU3yaH3aIUH
AIIEKTPOHHOTO  JOKYMEHTa, TMOAMHCAHHOTO  DJJCKTPOHHOW  TOMAMKCHIO, C
coOJiroicHueM TpeOOBaHMIA:

a) MECTO pa3MEIIEHUS OTMETKH OO0 OJJICKTPOHHOH TIOMIMUCH JOJIKHBI
COOTBETCTBOBATh MECTY Pa3MEIICHHUSI COOCTBEHHOPYYHOM MOAMKMCH B aHAJIOTHYHOM
JIOKyMEHTE Ha OyMa)KHOM HOCUTEIIE;

0) 2JIEMEHTBI OTMETKH 00 3JIEKTPOHHOU MOJIHUCH JOJKHBI OBITh BUIMMBIMHU
Y YUTAEMBIMH [IPU OTOOPAKEHUU JOKYMEHTA B HATYPAJIHHOM pa3Mepe;

B) DJICMEHTBI OTMETKHM 00 DJEKTPOHHOW TIOANMKMCH HE  JOJDKHBI
MEePEKPBIBATHCS WM HAKJIAIBIBATHCS IPYT HA IPYTa;

I') 2JICMEHTBI OTMETKH 00 JICKTPOHHOM IOAIUCH HE JIOKHBI ITIEPEKPHIBAThH
AJIEMEHTHI TEKCTa JOKYMEHTa M JAPYTHe OTMETKH 00 3JIEKTPOHHOW moanucu (Mpu
HaJIM4Yun).
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OtmeTka 00 »SNEKTPOHHOM MOANUCH M BKJIOYaeT ¢pa3y «JlokymeHT
HOJIMCAH JIEKTPOHHOU MOAMNKMCHIO», HOMEp cepTU(UKaTa KIro4a AJIEKTPOHHON
nojanucy, (aMuiMio, UMs, OTYECTBO Biajaeibla cepTUdUKaTa, CPOK JEHCTBUS
cepTu(uUKaTa Kiiroya 3JeKTPOHHOM MOAHCH.

[Tpumep

Jlupexrop JOKYMEHT TIOATUCAH A,

SJIEKTPOHHOI ITOJIITUCHIO
Ceptuduxkart lalllaaalllllIIIII
Bnanenen MBanos Anekceii bopucosuu
HetictBurenen ¢ 01.01.2017 mo 01.01.2022

OTMeTKAa 00 HCIIOJTHUTEJIE.
OtMeTka 00 HCHOJIHHUTENE BKIOYaeT B ce€0si (amMuinio, UMs, OTYECTBO
UCIIOJTHUTENSL JOKYMEHTa, HOMEp ero TeyedoHa.

OtrMeTka 00 UCIOJIHUTEIE MOXKET JOMOJHATHCA HaUMEHOBAaHHUEM
JTOJDKHOCTH,  CTPYKTYpPHOTO  TOJIPa3/ieNIeHUsi H  BJEKTPOHHBIM  aJpecoM
HCTIOJTHUTEJIA.

OtMetka 00 ucnonHUTENE 0QOPMIISETCS Ha JIMIIEBON CTOPOHE IMOCIEIHETO
JUCTa JOKYMEHTA OT T'PaHUIlbl JIEBOTO IOJS WM, NMPU OTCYTCTBHH MECTa, - Ha
000pPOTHOM CTOPOHE BHU3Y CJICBA.

[Tpumep -

3abenun MBan AHnpeeBuy,

KonTposibHOE yrnipaBiieHUE, BEAYIIIHIN CIICIIUATUCT,
+7(978) 924-45-67, Zabelin@gov.ru

OtMmeTKa 00 UCTIOTHUTENE MOKET OPOPMIISATHCSA KaK HHXKHUM KOJIOHTUTYI U
neyaTaThbCs pU(TOM MEHBIIEro pa3Mepa.

OTMmeTKa 0 3aBepeHUM KOIUM.

OOpazoBaTenbHasi OpraHu3aldsg MOXET 3aBEPATh KOMWUU TOJIBKO TeX
JIOKyMEHTOB, KOTOPBIE CO3J]AI0TCS B HEM, a TaKKe B CIydasx, MPeTyCMOTPCHHBIX B
ab3arie BTOpPOM HAcTosIIero myHKTa. Komus JOKymMeHTa H3roTaBIMBACTCS H
BBIZIACTCS TOJIBKO C pa3perieHus pyKOBOJUTENSI OpPTaHU3AIuH, €ro 3aMeCTUTEeNeH
WM PYKOBOAUTEIS CTPYKTYPHOTO TIOIpa3ICTICHUS.

B ciyyae moaroToBKM JOKYMEHTOB IS IPEIOCTABICHHS CyACOHBIM OpraHam,
IIPY PEIICHUH BOTIPOCOB I10 MPUHSATHIO JIMI] HAa padoTy, 00yUeHHUE, yIOCTOBEPCHUS
WX TPYJOBBIX U JIPYTUX MPaB BO B3aMMOOTHOIICHHSX C YUPEKICHUEM, a TAKKE MTPU
dbopMUpPOBAHUM JUYHBIX Je]d pabOTHUKOB 00IIeoOpa3oBaTeabHas OpraHu3alus
MOKET M3TOTaBIIMBATh KOMHMH JIOKYMEHTOB, BBIIAHHBIX JIPYTUMHU YUPEKICHUIMU
(Komuu TOKYMEHTOB 00 00pa30BaHUHU U JIP.).

[Ipn BBIZaye KOMUMU JOKYMEHT BOCIPOU3BOJMUTCS TMOJHOCTHIO (OJIaHK
00pa30BaTeNbHON OpraHu3alii, HOMEp, 1aTa, COACPKAaHUE U T. [I.).
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B npaBom BepxHeM yriry Koy numercs ¢iioBo «Konus». [1pu Beiiaue konnn
C Konuu cienyet nucats «Komnust ¢ konum».

Ecnmu komust Uil BHYTPEHHETO IOJB30BAHMS, TO [UISl 3aBEPEHUS HUXKE
pexkBusnuta «lloamuCh» TPOCTABISAIOT 3aBEPUTEIBHYH0 Haanuchk: «BepHoy;
JOJKHOCTB JIMIIA, 3aBEPSIIOLIET0 KOO, TMYHYIO MOANNCH; PACIIM(POBKY MOAINCH
(vHUIIMAIBI, (PaMUIINIO); AaTy 3aBEPCHHUS.

IIpumep -
Bephno
Cexpetaps/CrieniuaiancT Mo Kajapam
JInuHas moanucCh B.B. IBanoBa
10.10.2023

Ecnu xomus BbIAaeTCs I OPEACTABICHUA B JPYryH0 OpPraHU3alyio, TO
OTMETKAa O 3aBEPCHUU KOMNUU JOMOJHSIETCS HAAINUCBI0 O MECTE XPaHEHHS
JIOKYMEHTa, C KOTOpPOTO ObLIa H3TrOTOBJCHA KOMHS, U 3aBEPSICTCA IEYAThIO
OpraHU3aIuu.

[Tpumep -

[Mognmuuuuk nokymenta HaxoauTcss B MbOY «COUI Ne31» r. Cumdepomnoiis
B aeie Ne 12-k 3a 2022 ron.

JIns mpocTaBiaeHNsl OTMETKHU O 3aBEPEHUN KOMTUU MOKET MCITOJIb30BATHCS IITAMIL.

OTMeTKa 0 MOCTYIJIEHNH TOKYMEHTA.

OTMeTKa O TOCTYIUIGHHHM JOKYMEHTa CIYKUT IJisg TMOJTBEpKIeHUs (akTa
IIOCTYIUICHUSI JIOKYMEHTa B OPTraHU3alUI0 WM BKJIIOYACT JaTy NOCTYIUICHUS U
BXOJISIIIIANA PErUCTPAIIMOHHBIN HOMEp nokyMeHTa. [Ipu HeoOXoaumMocT OTMETKA O
MOCTYIUICHUM MOXET JOMOJIHATHCS YKa3aHUEM BPEMEHU NOCTYIUIEHHS B 4dacax U
MUHYTaX U Croco0a JOCTaBKU JOKYMEHTA.

OTMeTKa 0 NOCTYIUIEHHH JOKYMEHTA MOKET MIPOCTABISATHCS C IOMOILBIO I TAM-
mna.

Pe3omronus.

Pe3omronust comepkUT ykazaHHWE TO WCIOJTHEHHUIO JOKyMEHTa. Pesomrorms
opopmiisieTcss Ha CBOOOAHOM MecTe pabouero moJjis TOKYMEHTa, Ha OJlaHKe
PE3ONIIONIMKM  WJIM  BHOCHUTCS HETOCPEICTBEHHO B CHCTEMY AJIEKTPOHHOTO
JIOKyMEHTO000pOTa.

Pezonronust BkirouaeT: paMuiIvi0, HHULMAIBI UCTIONHUTENS (UCTIOJIHUTEIICH ),
MOPYYCHHUE IO JOKYMEHTY, TIPH HEOOXOJAMMOCTU - CPOK HCIOJHEHUS, MOJITUCH
JINTIA, BEIHECIIIETO PE30IIOINIO, TATy PE30IOINH.

Pesomronus, kak mpaBwIio, MUAMIETCS OT PYKA PYKOBOJUTENIEM Ha MOJIMHHUKE
JIOKyMEHTa Ha CBOOOHOM OT TEKCTa MECTE.

IIpumep -

Gamunus H.0.
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[Tpoury nmoaroroButs npemyioxenus k 10.11.2021.
Iloamuce
Jlara

OTMmeTKa 0 KOHTpOJIE.

OTMeTKa 0 KOHTPOJIE CBUIETENBCTBYET O TOCTAHOBKE IOKYMEHTA Ha KOHTPOJIb,
MPOCTABIIACTCS IITAMIIOM WJIM TMPOU3BOJAUTCSA 3amuch OT pyku «KoHTposb» Ha
BEPXHEM I10JI€ JOKYMEHTA.

KoHTpomo moaiexaT Bce 3aperuCTpUpPOBAHHBIC JOKYMEHTHI, TPEOYIoIme
WCTIOJTHEHUS.

CpokM HCHOJIHEHUS JOKYMEHTa YCTaHABIMBAIOTCSI B COOTBETCTBUHM CO
CpokamH, OO0O3HAYCHHBIMH 3aKOHOJATEIhCTBOM, OpTaHHW3allMel, HalpaBUBIICH
MOPYYEHHUE WJIM MPOCHOY, PaCHOPSIAUTEIBHBIM JOKYMEHTOM WA PE30JIoIuen
PYKOBOAMTENSE 00pa30BaTEeIbHON OpraHU3allUu.

Cpox nipoctasisiercst B GopMe JaThl 3aBEPIICHUS UCTIOTHEHUS.

OTtMmeTKa 0 HalnpaBJCHHUHU JOKYMEHTA B J1€J10.

OtMeTKa 0 HaIlIpaBJICHUHU AOKYMCHTA B JCJIO OIIPCACIIACT MCCTO XPAaHCHHUA
AOKYMCHTaA IT10CJIC 3aBCPIICHUA pa6OTI>I C HMM M BKJIFOYAET: clioBa «B ACI0», HHACKC
ACJIa I1I0 HOMCHKJIATYPC ACJI, B KOTOPOC IMOMCIIACTCA AOKYMCHT Ha XPaHCHHUC, C
YKa3aHHuEM 1roja, 10JLKHOCTH JIMIa, OCI)OpMI/IBHIeFO OTMCTKY, TOAIIMCH, JAaThI.

[Tpumep -

B nemno Ne 01-18 32 2020 r.

CexpeTapb

ITognuce Jlata

OTMeTKa O HampaBJICHUHU JIOKYMEHTa B JIEJI0O MOXKET JIOMOJIHATHCA KPAaTKUMH
CBEJICHUSIMU O XapaKTepe UCTIOTHEHUS TOKYMEHTA.

4.TpeGoBaHusI K COCTABJICHHIO HEKOTOPBIX BU/I0B IOKYMEHTOB.

IMpuxas.

[Ipuka3 - mpaBOBOM JOKAJIbHBIA HOPMATHBHBIA AKT, KOTOPBIM W3Aa€TCS
CAVMHOIUYHO PYKOBOJMUTENIEM O0O0pa30BaTEIIbHOW OpTraHU3aIlMUd U yIOCTOBEPSET
pELICHUs] OPTaHU3alUOHHO-PACTIOPSAAUTEIIBHOTO XapaKTepa.

[Ipuka3pl  HM3JAKOTCA N0  OCHOBHBIM  BONPOCaM  JAESATEIIBHOCTH,
aMUHUCTPATUBHO- XO35MCTBEHHBIM BOIPOCAM M KaJPOBBIM BOMpOCaM (JITUHOMY
cocTaBy) 00pa3oBaTeNbHON OpraHU3allnu.

[Ipuka3 moanmuchIBaeTCsl B COOTBETCTBUM C TPEOOBAHUSMH, YKa3aHHBIMU B
Pexomennamnumn.

[Tocne noanucanus mpuka3a U3MEHEHUS U/ WK IOTIOJTHEHUST B HET'O BHOCSITCS
MyTEM W3aHUs HOBOT'O MPHUKa3a O BHECEHUH U3MEHEHUHN U/UIN JOTIOJTHECHUH.

[Ipuka3, kak mnpaBwio, odopmisiercs Ha OJlaHKe 00pa30BaTEILHOM
OpraHM3alli{ B IEYaTHOM BHUJIE.
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[Ipuka3 umeeT cienyrolMe peKBU3UTHI: HAaMMEHOBaHUE 00pa30BaTEIbHOMN
OpraHu3alliy COTJIACHO YCTaBy; HauMeHoBaHue Buaa nokymenta (IIPMKA3), nara,
HOMEp, MECTO COCTaBJICHHUS, 3arojIOBOK K TEKCTy, TEKCT, HAMMCHOBaHHE
JOJDKHOCTH, TOJIMUCH JIOJDKHOCTHOTO JHIa (MHHUIMANBI, (QaMIINAsi), BH3BI
COTJIACOBaHUS, 03HAKOMJICHHSI.

Jlatoii mpukasza (pacmopspKeHHs) SIBIISIETCS JaTa ero moamnucanus. Jlara
odopmisieTcs: IMGPOBBIM CITOCOOOM; HOMEP COCTOUT U3 3HaKa «No» U MOPSIIKOBOTO
HoMepa npukasza: ot 00.00.0000 Ne 000.

Copeprxanue mpHuka3a KpaTko U3JIaraeTcs B 3aroJIoBKe, KOTOPBIA HAUWHACTCS
¢ npemiora «O» U COCTaBIAETCSA C MOMOUIBIO OTTIAroJIbHOTO CYHIECTBUTEIHLHOTO
(«O0 yTBepxkaeHHH. . », «O CO3aHUN...») WIH CYyIEeCTBUTEIBHOTO («O0 UTOTAX...»).

B npukazax TeKCT u3nmaraercs OT IMEpPBOro JHIA €IWHCTBEHHOTO YHCIa
(«TIpUKA3BIBAION ).

Bo Bpemst 03HaKOMJIEHUS C TPUKA30M YKa3aHHBIMU B HEM JIMIIAMH Ha TIEPBOM
HK3EMIUISIPE MPUKa3a MPOCTABIIAIOTCS MOJIUCH C YKA3aHUEM J1aThl O3HAKOMJICHUSI.

Howmepa cTpanuil mpocTaBisitoTCs TOCEPEIUHE BEPXHETO MOJIS JIMCTa HAUUHAS
CO BTOPOTO JIUCTA.

[Ipuka3sl HyMEPYIOTCS B MOPAJKE MX U3JIaHUA B Mpejesax KaJleHIapHOIro
rojia; MpUKa3bl MO0 OCHOBHOM ACSATENBHOCTU U MO KaJAPOBBIM BOIPOCAM (JIMYHOTO
COCTaBa) UMEIOT OTACIBHYIO MOPSAKOBYIO HyMEPALHUIO.

[Tpu HyMeparuu mpuKa3oB JOMYCKAETCS MCIOJb30BAHUE JTOTIOTHUTEIBHBIX
OyKB.

[Ipumep:
K- xkaapsi;
JI - IMYHBIA COCTAB;
O- ocHOBHAasI 1€ATEJIbHOCThD;
Y — o0yuarwmuecs.

[Ipuka3 BcTymaer B CHUJIy C MOMEHTa €ro TMOAMUCAHUS PYKOBOIUTEIEM
o0pa3oBaTeIbLHOM OPraHU3alliy, €CJIM B TEKCTE HE YKa3aHO JIPYroro CpoKa.
[Ipukasel  peructpupyrorcss B  KHuUTe/)KypHase  perucrpanudd  MPUKa30B
( npunoorcenue 2).

[Tpukaser dopmupytorcs B [eno omun pa3 B kBapTan. Kuura/xypHan
IIPOHYMEPOBBIBACTCS, MPOIITHYPOBBIBACTCS, CKPETUISICTCS TIOMTUCHI0 PYKOBOIUTEIIS
W T1edaTblo oOpa3oBaTeNbHOM opraHuzanuu (mpuioxenue 1). B konue
KasieHaapHoro roja lemno ( e 6omnee 250 mucToB) oPopMIISIETCS B COOTBETCTBUM C
[Tonoxenuem o0 apxuse.

IIpuxka3bl 10 OCHOBHOI AeSITEJILHOCTH.

TexkcT mpukasza 1Mo BOIpPOCaM OCHOBHOM JIESITEIHLHOCTH 00pa30BaTelIbHOM
OpraHu3allid COCTOUT U3 JBYX 4YacTell - KOHCTaTupyrolien (mpeamOymbl) u
pPacopsSIANTEIBHOM.

B koHcTaTupyromen 4actTu OTPa)KaroTCsl LENU U 3a4a4d NPEANUCHIBAEMbIX
JNCVCTBHM, TMPUYMHBI W3JAHUS T[PUKa3a, [JAaeTCid CChbUIKA Ha JIOKYMEHT,
MOCITYKUBIIIMKA OCHOBAaHUEM ISl MTOATOTOBKM NpPHKa3a. YKa3aHHAs 4acTb MOXET
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HauYMHATHCA co cnoB «Bo ucnomuenwue...», «C uenspto...» u Tomy noaodbnoe. Ecnu
JOKYMEHT H3JaeTCsl Ha OCHOBAaHUU JPYroro paclopsAMTENIBHOIO JIOKYMEHTA,
B KOHCTaTUPYIOIIEH YaCTH YKa3bIBAa€TCS HA3BAaHHWE BHJA 3TOIO JOKYMEHTA, €ro
aBTOp (Munucrepcrso, CoBET MMHUCTPOB U JIp.), 1aTa, HOMEP U 3arojloBok. Touka
B KOHIIE KOHCTAaTUPYIOIIEH YaCTH HE CTaBUTCH.

PacnopsnurenbHas yacte npuka3a HaunHaercs co cinoBa [IPUKA3BIBAIO,
KOTOpOE IeYaTaeTcs ¢ HOBOM CTPOKU OONbIIMMM OyKBaMU 0€3 OTCTYIIEHUS OT
JIEBOTO MOJIS U KaBBIYEK, MTOCIIE YETO CTABUTCS JBOETOYME.

PacnopsinurenbHas 4acTh JOEMWATCS HA IIYHKTBI M TOJAIYHKTBI, KOTOpBIE
HyMepyloTcst apaOckumu mudpamu. B kaxaoM myHKTe JOMHKHBI OBITH yKa3aHbI
VCITOJIHUTENM, KOHKPETHbIE 3aJaHusl (MOPYYEHHsS) U CPOKM HMX BBIINOJHEHUS.
Hcnomautenn MOTryT OBITh Ha3BaHbl Takke OOOOIIEHHO: «PYKOBOAMTEISM
METOJAMYECKUX OOBEIUHEHHI», «3aMECTUTENsIM JupekTopa». llpu sTOoM, Kak
IIPaBUJIO, HE MPHUMEHSETCS HAIMCAaHWE HEKOHKPETHBIX IIOPYYEHUH, KOTOpbIE
COJEPKAT CJIOBA: «YCKOPHUTB», «YJIYULIUThHY», «aKTUBU3HPOBATH», «OOpPaTUTh
BHHMAaHME», «COBEPLIEHCTBOBATHY, KIIPOJIOJKUTH) U T.II.

OTtnenpHbIE 3aaHUs (HaIIpUMep, 3aJjaHusl, CoiepKallue UPPOBbIE JaHHbIE)
MOTyT 0(OPMIIATHCS B BUJE MPHIIOKEHUS K MPUKA3y CO CCHUIKOM HAa HUX B COOT-
BETCTBYIOIIUX IMYHKTax TMpuKaza U  OQOPMIIIOTCS  COIMVIACHO  JaHHBIM
PexomeHnanusm.

Crpanu1ipl IprKa3a U NPUWIOKEHNA HYMEPYIOTCS KaK €JUHBIN JOKYMEHT.
Ecnm mpukazoM OTMEHSIETCS MPEAbIAYIIANA paCIOPAIUTEIbHBIA JTOKYMEHT, B
pPacCIOpSAAUTEILHON YaCTH YKa3bIBAE€TCS IyHKT, KOTOPBIM TOJKEH HAYWHATBHCSA CO
cnoB: «lIpu3HaTe yrpaTuBmIUM CHITY...».

W3meHeHusi, BHOCUMbIE B MpUKa3, O(QOPMIIAIOTCS OTAENIBbHBIM IPUKA30M,
KOTOPBIM JOJKEH HMETh TaKoW 3arojioBok: «(O BHECEHMM HW3MEHEHMU W/Wiu
JONOJIHEHUM B IIpUKa3 ..» C YKa3aHWEM JaTbl, HOMEpa, 3aroJIoBKa
pacHoOpsAUTEIbHOIO  JOKYMEHTa, B  KOTOPbIM  BHOCATCA  HM3MEHEHWS.
PacniopsiaurenbHas 4acTh MpUKa3a HAYUHAETCS C TAKOIO ITyHKTA:

1. BHecTr u3MeHEHHUs B MPUKA3...

Jlanee OTHENbHBIMU THOJMYHKTAMH  (OPMYJIUPYIOTCSI HU3MEHEHHS B
pacnopsAIUTEIbHBIN TOKYMEHT.

[Tpumep -

1) MyHKT 2 W3JIOKUTH B CICAYIOIICH PEAaKIIUH;

2) MYHKT 3 WCKIIIOYHTB;

3) ab3ar; BTOpO# MyHKTa 4 JOMOJHUAT CIIOBAMM. ..

Ecnu wu3MeHeHHs B paclopsIUTENbHBIM JTOKYMEHT OQOpMIISIOTCS Ha
OTJIEJIBHOM JIMCTE (JIMCTAX), B TIEPBOM IYHKTE PACHOPSIUTEIBLHON YacTu MpUKas3a
YKa3bIBaeTCs:

1. BHecTn u3MeHeHus B...

[Tocneauuii MyHKT pacoOpsSIUTENIbHONM YacTH B cllydae HEOOXOAMMOCTH MOXKET
COJIEP>KaTh PEIICHNE O BO3JIOXKEHUH Ha TOJKHOCTHOE JIUIIO (PYHKIIHM 1O KOHTPOJIIO
3a UCIIOJIHEHUEM ITPUKA3a.

IIpuka3bl 10 KaAPOBBIM BONIPOCAM.
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[Ipukasbl Mo KaJpOBBIM BOMpPOCaM (JINYHOMY COCTaBY) OOPMIISIIOTCS KakK B
yauduiuporannoit ¢popme (I[locranosnenue ['ockomctata PO ot 05.01.2004 Ne 1
«O0 yTBepkACHUN YHU(PUIIUPOBAHHBIX (POPM MEPBUYHON YUETHOM JOKYMEHTAIH
10 YYETY TPYJla U €ro OIIaThl»), TaK U B TEKCTOBOM.

JlanHblii BUJ TpUKa30B OQOPMIISIETCS B BHJI€ HHIWBUAYAJIbHOTO WM
CBOJHOTO.

B uHOuBHIyanbHOM TMpuUKa3e COJACpPKUTCS HHPopMalus 00 OJHOM
pabOTHHKE; B CBOJHOM - O HECKOJBKMX, HE3aBUCUMO OT TOIO, Kakue
yIpaBICHUYECKUE PEIICHUS 110 HUM MPUHUMAIOTCA (MIPUEM Ha paboTy, Ha3HAUCHUE
Ha JIOJDKHOCTD, MEPEBO/T HA JIPYTYIO TOHKHOCTH (padoTy), YBOJIBHEHHE U JIP.).

Copepxanne MHAWBUIYaJIbHOTO MPUKa3a MO KaAPOBBIM BOMPOCaM (JTMUYHOTO
COCTaBa) KPaTKO M3JIaraeTcs B 3aroJIoBKe, KOTOPbI HauMHAeTCs ¢ npeajora «O» u
COCTABJISIETCS C IOMOIIBIO OTTJIArOJIBHOTO CYIIECTBUTENBHOTO: «O Ha3HAYEHUH...»,
«O npuHATHH...». B CBOOHBIX MNpHUKa3aXx MOXKET NPUMEHATHCS OOOOIIECHHBIH
3arojioBoK: «O KaapoBbIX Bompocax», «O JINYHOM COCTABEY.

B TexcTe mpukasza 1o kaJipoBbIM BOIIpocaM (JIMYHOMY COCTaBy), Kak MpaBuio,
KOHCTaTUPYIOIllasi YaCTh HE OTMEYAETCS.

PacniopsiauTenbHast yacTh NMpuKa3za HauMHAETCS, KaK MPaBUIIO, C IJIaroyia B
HeonpeneiaeHHout popme: «lIpunsatey, «Haznauutey, «llepeBectn», « OOBIBUTHY U
TOMY MOJ00HOE.

Jlanee yka3piBatoTcs (paMuius, uMs, OTYECTBO (IIPY HATUYMH ) pabOTHUKA, HA
KOTOPOTO PACHPOCTPAHSIETCS JIEWCTBHE MpHUKA3a, U TEKCT IMpukKa3a. B cBogHOM
npuKasze paMuiInM JIML B MIpeAesiax MyHKTOB pa3MeIatoTcs Mo andaBuTy.

B npukaze o Ha3HAYeHUU WM YBOJBbHEHUHM PAOOTHHKA yKa3bIBACTCS MOJTHAS
nata (4ucno, wecsl, roa) (aKTHYECKOro BbIXxoJa paOOTHUKA Ha padoTy
(mpekpalieHuss TPYAOBBIX OTHOIIEHWH), pa3Mepbl €ro JOHKHOCTHOTO OKJIajga
COIJIACHO IITaTHOMY PacHUCaHHUIO.

B cBomHOM mpuka3ze 1O KaApOBBIM BOIpocaM (JIMUHOMY COCTaBy) B
pacrnopsiAUTEIbHYI0 YacTh BKJIIOYAETCs HH(OpMalMs, KOTOpas pa3MellaeTcsi B
TaKOM MOCJe10BaTEIbHOCTH: IPUEM Ha paboTy, IEpeBO/I, YBOJIbHEHUE.

B xaxmom myHKTE mpuKasa Mo KaJpoBBIM BoIpocam (JIMYHOMY COCTaBY)
YKa3bIBA€TCS OCHOBAHME OTHOCHUTEIBHO €ro Hu3/aHus (3asBiICHHE pPaOOTHHUKA,
TPYAOBOM J0roBop (coryamieHue), JAOKJIaJHas 3alucKa, MpeJCTaBICHHE,
XO0JIaTaliCTBO, pEIIeHHE AaTTECTAlMOHHOW KOMHUCCUHU 0011e00pa3oBaTeIbHON
OpraHu3alyu) u T.J.

PacnopstzkeHnue.

Pacnopsixenue - pacnopsauTENbHBIN JTOKAIbHBIM HOPMATUBHBIM ITPABOBOU
aKT, KOTOpPbIM M3JAeTCs PYKOBOIAIIMM pPaOOTHUKOM O0Opa30BaTEeNbHONW Opra-
HU3alUU (HapuMep, 3aMEeCTUTENIEM PYKOBOJIUTENS, PYKOBOJAUTEIEM CTPYKTYPHOTO
noApAa3ACICHU ) o BOIIpOCaM UH(GOPMAITMOHHO-METOJUIECKOT O,
aIMUHUCTPATUBHO-XO35IMCTBEHHOTO Y OPTaHU3allMOHHOTO XapaKTepa, BXOISIIUM B
€ro KOMIIETEHIIUIO.

Pacniopsbxennem oQoOpMIIIIOTCST BONIPOCHI KPATKOCPOYHOTO OJIHOPA30BOTO
Xapakrepa.
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PacnopsikeHust COCTaBIISIIOTCS aHAJIOTMYHO MpHUKa3aM (B IEYaTHOM BapHaHTE)
MoxHO 0e3 cioBa «[IPUKA3BIBAO».

KoHcratupyromiass 4acTb TEKCTa B PACIOPSIKEHUSX  OTHEISETCS  OT
pacniopsiautensHor yactu cinoBamu: «I[IPEJUJIAT'AIO», «PEKOMEHAYIO»,
«OBA3BIBAIOy», « CHUTAKO HEOBXONUMBIM».

Pacniopsikenust  peructpupytorcss B KHure/xypHaiae  perucTparuu
pacniopsbkennii.  KHura/xypHaia  NpOHYMEpPOBBIBAETCS, IMPOIIHYPOBBIBAETCH,
CKpEIUISIETCS MOANUCHIO0 PYKOBOJIUTENS U IEYaThio 00pa30BaTeIbHON OpraHu3aluu.
Pacnopsbxenust popmupytorcst B Jleno oaun pa3 B KBapTai. B KoHne
kaneHaapaoro roga Jlemo (ae 6osee 250 aucToB) 0opMIIIETCS B COOTBETCTBHH C
[Tonoxenuem o0 apxuse.

IIporoxko..

[Ipoueccel NpUMEHEHUs YOPaBIEHYECKUX pEHIeHUH 00pa3oBaTeIbHOU
OpraHu3alied W CcaMH pelEeHUs JOKYMEHTHPYIOTCS C MOMOUIbIO IIPOTOKOJIOB
KOH(EepeHLIUH, IeJarorH4eCKNX COBETOB, KOMUCCHI U TIp.

B npoTokoiiax 3aceaHuil KOJUIETHAIbHBIX U COBEIIATEIBHBIX OPTaHOB TEKCT
U3JIaraeTcss OT TPEThEro JMIA €AMHCTBEHHOIO 4Yucia («IIelaroruyecKhil COBET...
MOCTAHOBJISIET», «COOPAHHUE... PELIHIION).

[IpoTokOn  coCTaBisIETCSs HAa  OCHOBAaHWUM  3allMCE,  CJEJIAHHBIX
HEIMOCPEICTBEHHO BO BpEMs 3acelaHuil, MPEACTaBICHHBIX TEKCTOB M TE3UCOB
JOKJIAJIOB U BBICTYIUJIEHUH, CIIPABOK, IPOEKTOB PELICHUN.

[IpoTOKOI MOXKET COCTABISTHCS KaK B PyKOMUCHOM, TaK U B Ie4aTHOU (hopme.

JlaToii mpoTokoa SBIsSETCSA naTa NMpoBeldeHus 3acenanus. Ecnu 3acenanue
MIPOJI0JIKATIOCh HECKOJIBKO THEH, TO YEPE3 TUPE YKA3BIBAKOTCS MEPBbIN U OCIEIHUN
JI€Hb 3aCE/IaHus.

Homep mporokona JOJIKEH COOTBETCTBOBATH MOPSAKOBOMY HOMEDY 3ace-
nanus. Hymepanus mpoTOKOJI0B BEAETCS B MIPEAENIaX KaJE€HAAPHOTO TOAa OTAEIBHO
[0 KaXJI0M TpyIIe MPOTOKOJIOB 3acCeAaHMsl COOTBETCTBYIOLIEIO KOJUIETHAIBHOTO
oprasa.

B pekBu3uTe «MeCTO 3acelaHUs» YKa3blBA€TCS HA3BAaHHWE HACEJIEHHOIO
IIYHKTa, B KOTOPOM COCTOSIJIOCH 3aCEJaHueE.

3arooBOK K TEKCTy NPOTOKOJA JOJDKEH OTOOpaXkaTh BHJ 3acelaHMs
(coBemianue, coopaHue, KOHPEPEHIU U T.M.) WIK KOJUIETUAILHON eI TEIbHOCTH
(xomuccusi, coBeT, coOpaHue, paboyasi rpymnmna u T.1.) ¥ BKJIIOYaTh Ha3BaHUE BUAA
JIOKYMEHTA.

TekcT mpoTOKOJIa COCTOUT M3 BBOJHOW U OCHOBHOW 4acCTEM.

BBogHas  yacTh  COIEpPXKUT  MOCTOSHHYH  uH(opMamuio  (cioBa
I[MPEACEJATEJIb, CEKPETAPbH, I[IPUCYTCTBOBAJIM) u nepemeHHYIO
(pamunusi, WHULMANBI TpeacenaTelis, cekperaps H npucyrcrByromux). [lpu
HEOOXOMMOCTH YKa3bIBAIOTCS JOHKHOCTH MPUCYTCTBYIONINX, a TAKKEe MHULIAAJIBI,
bamMuiIMu JOJKHOCTH JIMI, NpPUIJIAIIEHHBIX Ha coBemanue. [lpum kommuuecTBe
ydyacTHUKOB Oosee 10 cocTaBisercs CHHUCOK TPUCYTCTBYIOIIMX, KOTOPBIH
IPUJIAraeTcs K MPOTOKOITY.
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Ecniu mportokon odopmisercs B meuaTHo  ¢opme, TO  CJOBa
ITPEACEHNATEJIb, CEKPETAPD, ITPUCYTCTBOBAJIN neyaratoT OT HYJIEBOT'O
MOJIOKEHUST TalynaTopa, OT 2-T0 TIOJOXKEHHUS TalyJsTopa CTaBUTCA THPE,
WHULMANBl ©U  (QaMwiuk NOHUIIYyT B UMEHUTEIbHOM maaexe. DaMunuu
MPUCYTCTBYIOIIUX pacrioiaraioTcs B ajahaBUTHOM MOPSJIKE U MevaTaroTcs yepes |
MEKCTPOYHBIN HHTEPBAJL.

BBoaHas yacTh npoToKoIa 3aKkaHunBaeTcs noBecTkou AHsA. Ciaosa «IloBecTka
JHSD» T€YaTaloT OT HYJEBOIO IOJIOXKEHHUS TalyssaTopa, IMOCIE€ HUX CTaBUTCA
nBoetoure. Bonmpockl moBecTkH HS HyMepytoTcs apabckumu nuppamu. Kaxmapiii
HOBBINM BOIPOC MEYATAIOT OT 1-T0 MOJ0KEHUS TabyasaTopa.

ITocnenoBaTenbHOCTD PACIIONOKEHUS BOIPOCOB ONPEIEIAETCS CTENEHBIO UX
BaKHOCTH. Bompocsl nepeuncnstorcss B UMEHUTENbHOM majexe. [JJoknan (otuer,
coobmieHre, HHPoOpMalrs), HAUMEHOBaHUE JOJKHOCTH, MHULHMAIBI U (DAMUIINIO
JOKJIaYMKa IUIIYT B POAUTEIBHOM mnaaexe. He pekomeHayercs BKIIOYATh B
NOBECTKY J1Hs Bonpoc «Pa3znoe». Kax b1l Bonpoc JOKEH ObITh KOHKPETU3UPOBAH.
dopmupoBaHUE BOIIPOCOB B IOBECTKE JHS HaunHaeTcs ¢ npeasora «O (0O0)».

OcHOBHass 4acTp NPOTOKOJIA COCTOMT M3 PA3LEIOB, KOTOPHIE JOJDKHBI
COOTBETCTBOBATh IYHKTaM IOBECTKM JHA. Pa3gensl HymepyroTcsi apaOCKUMU
nudpamMu U CTPOSATCS IO TAaKOH cxeme:

CJIYIIAJIA - BBICTVYIINJIA - PEHINJIN (ITOCTAHOBUJIN),

VYkazaHHbI€ CI0Ba MeYaTalTCA OOJbIIMMU OyKBaMH 0€3 OTCTYIa OT IPaHULIBI
neBoro noJjist. [locne 3Tux CiIoB CTaBUTCA TBOETOUYHE.

[Tocne cmoa CJIVIIAJIM yka3piBaeTcss KpaTKUA TEKCT BBICTYIUICHUS
OCHOBHOTO JOKJIaquuKka. GaMuimsa 1 MHAIHAIBI KaXKI0T0 TOKJIAIUMKa I€YaTa0TCs
C HOBOM CTpOKH. KpaTkuil TEKCT BBICTYIUICHHMS HW3JIaracrcsi B TPETbEM JIMLE
€IUHCTBEHHOTO YMUCIIA.

TexcThl WM TE3UCHl JOKJIAJOB M BBICTYIUIEHUH, O(OPMIIEHHBIE Kak
OTJEJIbHBIE IOKYMEHTBI, B TEKCT IPOTOKOJA He BKIIo4arorcs. Ilocne cBenenuit o
JOKJIaTUMKE CTaBUTCS THUpPE M YKasbiBaeTcs: «TekcT aokiana (BBICTYILJICHHS)
IPUWJIATraeTcs K MPOTOKOIIY».

[Tocne cnosa BBICTYIINJIU pukcupyroTcs BHICTYIIICHUS TEX JIUII, KOTOPHIE
IOPUHSJIM ydacTHe B OOCYXAEHMM AOKJaja. BeicTyrieHus opopMIIsIOTCS B Mpo-
TOKOJIE C YKa3aHHEM JOJDKHOCTEH, (aMWiIMii M WHUIUAJIOB, BBICTYMAIOIIUX B
MMEHUTEIBHOM MAJIEKE, & TAKKE C KPATKUM H3JI0)KEHUEM COJIEpKaHMS BOIPOCa U
orBeTOB Ha Hero. Coaep:kaHue BBICTYIUICHMM H3JIaraercsi OT TPEThEro Jula
€IUHCTBEHHOTO YHCIIA.

[Tocne cnoa PEIINJIN (IIOCTAHOBWJIN) ¢ukcupyercs mnpuHATOE
peuieHrue mo oO0CyKJ1aeMOMYy BONPOCY TMOBECTKU [HA. PelieHue TOMKHO OBITH
KOHKPETHBIM W BKJIIOYATh COCTABIAIOLIME, KOTOPBIE OTBEYAIOT Ha CIEAYHOLIUE
BOIIPOCHI: KOMY, UTO CAEJIaTh U B KAKOW CPOK.

Pewmenus, conepxaniyue HECKOIBKO BOIIPOCOB, IMMOAPA3AEIISAIOTCS Ha ITYHKTHI U
HNOJIYHKTBI, KOTOpble HyMepyloTcs apabckumu  mudpamu. IloamyHKTHI
HYMEPYIOTCS IUPPAMH C TOUKOM.

B cnyuae, korma Ha 3acenaHuu MPUHUMAETCS peIIeHHE 00 YTBEP)KIECHUU
JIOKYMEHTa, KOTOPBI 00CY>KIaJicid Ha 3aCelaHuH, 3TOT JOKYMEHT MPUIIAraeTcs K
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MIPOTOKOJIY M B HEM JIETIAETCS CChIJIKAa HAa HOMEP W Jaty npotokoia. [Ipu mammanm
JIpYTHX JOKYMEHTOB, KOTOPBIE pacCMaTpUBAIMCh Ha 3acelaHuu, W ¢akT
0OCYXKICHHsI KOTOPBIX ObLT 3a()MKCUPOBAH B TEKCTE MPOTOKOJIA, OHH HyMEPYIOTCS
apabckuMu nMdpamu. B cOOTBETCTBYIOMIMX MyHKTaX MPOTOKOJIA JIETACTCS CChUIKA
Ha 3TU TPHIOKCHUS.

[IpoTokonm TMOAMUCHIBACTCS MPEICEAATSTbCTBYIOMUM Ha 3aceIaHUU KOJI-
JIETHATIBFHOTO OpTaHa U CEKpeTapeM.

Brimcka w3 mpoTOKoNia — TOYHAs KOMHUS YacTH TEKCTa TMOJJIMHHOTO
MIPOTOKOJIa, OTHOCSIIETOCS K TOMY BOTIPOCY IMTOBECTKH JTHS, TI0 KOTOPOMY TOTOBUTCS
BBITIUCKA. BpIMCKa W3 MPOTOKOJIA CONCPKHUT  CICAYIOIINE PEKBU3UTHI:
HaUMEHOBaHHE OO0IIe00pa30BaTEeIbHON OpraHU3alliy, Ha3BaHWE BUAA JOKYMEHTa
(BBINIMCKAa W3 MPOTOKOJA), JlaTa 3acelaHusi, MECTO COCTaBIICHUS, 3aroJiOBOK K
TEKCTY, TEKCT, TIOJMUCH, OTMETKY O 3aBEPCHHUH KOTIHH.

[Ipotokomnsl peructpupyrorcs B KHure/KypHanae perucTpaiud IpOTOKOJIOB
(npunoowcenue 3). Kuura/ypHaiql TNPOHYMEPOBBIBACTCS, IMPOIIHYPOBBIBACTCS,
CKPEIUISETCS MOMUCHI0 PYKOBOUTENS U MeYaThio 00pa30BaTEIbHON OpraHU3allvu.
[Tpotokomnsl Gpopmupyrorcst B Jleno oauH pa3 B KBapTall. B KOHIIe KaJeHIapHOTO
rona Jleno (ae 6onee 250 nucTtoB) opopmisieTcss B cooTBeTCTBUU ¢ [lonoxkenuneM o0
apxuBe.

CayxeOHOE NHUCHMO.

CnyxxeOHO€ THUCHBMO COCTaBJISIETCSI C IIeJIbl0 OOMeHa uH(opMaluel wu
MPEICTABIISIET COOOI:

- OTBETHl O BBIMIOJHEHUU 3aJ]aHUM, OIPEACIICHHBIX B aKTaX OpPraHOB
rOCyAapCTBEHHOMN BJIACTH, TOPYUCHUSIX BBICIITUX JTOJKHOCTHBIX JIUII,

- OTBETHI HA BBITTOJTHCHHUE MIOPYYCHUN BBITIICCTOSIINX OPTaHU3aIlNN;

- OTBETHI Ha 3aIPOCHI IPYTUX YUPEIKICHUA;

- OTBETHI Ha OOpAIEeHUS TPAKIAH;

- OTBETHI Ha 3aMpPOCHl HA HHPOPMAITHIO;

- WHWIIMATUBHBIC MTHCHMA;

- CONPOBOJUTENBHBIEC MUCHMA.

CnyxebHoe mnucbMO odopmisieTcss Ha  OylaHke 00pa3oBaTeIbLHON
OpraHU3allnu.

[TuceMo mMeeT cleayromue PEeKBU3UTHI: J1aTa, PETUCTPAIIMOHHBIA HOMEpP
(UcxondIuii), CcChUJIKA HA PErucTPalMOHHBIA HOMep (BXOASAIUM) U Jary
JIOKyMEHTa, Ha KOTOPBIN JaeTcsi OTBET (P HAJIMYWH), afpecar, 3ar0J0BOK, TEKCT,
OTMETKa O HAJIMYUU MPUJIOKEHUN (B cliydae HEOOXOIMMOCTH ), TIOJINCh, CBEICHUS
00 ucnostautene (O.1.0., koHTakTHBINH HOMED TenedoHa).

JlaToii muceMa SIBJISIETCS laTa ero MOANHUCAHMS, KOTOpas JA0HKHA COBNAAATh
C 1aTOM perucTpanuu UCXOoAsIel KOpPeCIOHACHIINH.

OCHOBHBIM PEKBHU3UTOM CITY’)KEOHOTO IMHChMa SBIISCTCS TEKCT, KOTOPBIH, KakK
[IPaBUJIO0, COCTOUT M3 JBYX 4acTed. B mepBoll 4acTu yKasbIBaeTCs IPUYMHA,
OCHOBaHWE WM OOOCHOBaHWE TIOJTOTOBKM MHUChMA, TMPUBOAATCA CCBUIKM Ha
JIOKYMEHTBI, KOTOpbIE ObLIM OCHOBAaHHWEM ISl €ro cOocTaBlieHus. Bropas 4dactb
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BKJIIOYAET BBIBOJbI, MPEMAJIOKEHUS, MPOCHObI, PEIIEHUS U T. M., KOTOpPbIE
pa3MeIniaroTcs ¢ ab3ara.

Kaxk npaBuiio, B mucsMe 3aTparuBaeTcs OJUH BOIIPOC.

TexkcT muchMa wW3Maraercss OT MEPBOTO JIMIA MHOKECTBEHHOTO YHCIA C
HCIIOJIb30BaHUEM CJIOB: IIPOCUM COOOIIHUTb...», PA3bIICHAEM, UTO...».

CnyxeOHO€ TMHUCHMO TIOJIHUCHIBACTCS PYKOBOJUTEIEM OOpa3oBaTeIbHOMN
OpraHu3aIluu.

Cnpaska.

CrnpaBka - IOKYMEHT, HOJITBEPKAAIOIININ KaKhe-In00 (aKThl WA COOBITHS.

CrnpaBku OBIBAIOT ABYX BUJIOB:

CnpaBka a1 ONMMCaHUS WIM TOATBEPKIEHUA (PAKTOB, WM COOBITUH B
NEeATEIbHOCTH OPraHu3aluu.

CrpaBKu COCTaBISIIOTCS MO YKA3aHUIO BBINIECTOSIIEH OpraHU3aldd WM
PYKOBOJIUTENST 00pa30BaTEIbHON OpraHu3aluu JUisi HHPOpPMAlMK O BBIIOJHEHUU
IUIAHOB, 33/IaHUM, MOPYYEHUH U MPECTABISAIOTCS B YCTAHOBJIEHHBIE CPOKHU.

Texcm maxou cnpasKu cocmoum u3 08yx uacmeltl.

B nmnepBoii uyactu wuznararorcsd (AKThl, MOCIY>XHBIIME TIOBOJIOM K €€
HalMCaHUI0, BO BTOPOMl - MPUBOMASITCS KOHKPETHBIE JaHHBbIC. BwiBoAB U
MPEIOKEHHS B CIIPABKE HE AAt0TCs (32 UCKIIIOUEHUEM aHAJIUTUYECKOM ).

CrpaBka JOJIKHA OOBEKTUBHO OTPa)KaTh COCTOSTHUE JIEJ, €€ COCTaBJICHUE
TpeOyeT TIaTeaTLHOTO cOOpa U MPOBEPKHU CBEACHUMN, MOTYT IPUBOAUTHCS TAOIHUIIBI.

CnpaBk#, COCTaBJIEHHBIE ISl PYKOBOAMUTENS OPraHU3alllM, MOJANKHCHIBAET
COCTABUTEIIb.

ChopaBku, KOTOpbIE  COCTaBJISIFOTCS IO  YKA3aHUIO  BBIIIECTOSIIIEH
OpraHu3allyy, MOAMKUCHIBAET PYKOBOIUTEH 0011€00pa30BATENbHON OpraHU3aluu.

JlaTol cipaBKU ABJISIETCS JaTa €€ NOAMUCAHUS.

CrnpaBku, yJOCTOBEPSIOIINE IOPUINYECKHE (DAKTHI: MOATBEPKICHUE MECTa
paboThI, 3aHUMAEMOM JTIOJKHOCTH, pa3Mep 3apab0THOM TIaThl U T.1.

JU1st HUX TPUMEHSI0TCS YHU(DULIMPOBAaHHBIE TpadapeTHble OJaHKH.

Takoro poga crpaBKM BBIJAIOTCS MO 3ampocaM 3aWHTEPECOBAHHBIX JIWIL
(COTpYAHUKOB) WJIM YUPEKIECHUM U PETUCTPUPYIOTCS B KypHAJe BBIIABAEMbIX
CIIPABOK.

Jloxknaanas 3amucka.

JloxiianHasi 3ammMcka - JOKYMEHT, aJpECOBaHHbIA PYKOBOIAUTEIIO U
MH(QOPMUPYIOIIHI €T0 O CIOKUBILICHUCS CUTYallMu, UMEBIIIEM MECTO SIBICHUU WUJIU
(hakTe BBITTOJTHECHHON pPAaOOTHI, a TaKXKe COJEP KAIUi BBIBOJLI M IPEIIOKCHUS
COCTaBUTEIA.

JlokmamHast 3anMCKa MOXKET BBITTOTHATHCS PYKOIMCHBIM CITOCOOOM.

Tekct JOKIagHOW 3allMUCKU  JIJUTCS HA JBE 4YacTd: IiepBas -
KOHCTaTUPYIOIIasi, TJ€ HW3JIaraloTcs MMEBIIHE MeCTO (haKThl WU OMHUCHIBACTCS
CUTYyallMsl, U BTOpasi, B KOTOPOU M3Jaraercs mpejioxKeHue, mpockoa.

TexkcTy MOKIaAHOM 3amMCKH 00s3aTEIbHO TMPEANIECTBYET 3arojioBOK,
HaunHaronmics ¢ npesyora «O0», «Oo0».
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Jloxnamnas 3anucka ohopMIIIeTCsl Ha TUCTE OyMarmy.

AKT.

AKT - TOKYMEHT, COCTaBJIEHHbBI HECKOJIBKUMU JIMIIAMU U MOITBEPKAAOIINI
yCTaHOBJICHHBIE (DAKTHI U IEHCTBUS. AKTBI O(OPMIISIFOTCS 0 pe3yJIbTaTaM pEeBU3HA,
Mpu IpueMe-fepeaye JAei, CIUCaHuU UMYIIECTBA U TOMY MOJJ00HOE.

AKT odopmisieTcss Ha CTaHAApTHOM Jucte Oymaru ¢opmata A4 u umeer
CIIEMYIONTNE PEKBU3UTHI: Ha3BaHWUE JOKyMEHTa, Tpud yTBepkmeHus (mpu
HEO0OXOJIMMOCTH ), JaTa U MECTO COCTABJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, ITOAIUCH
a1l (He MEHee TpeX ), KOTOPhIe COCTABIISUIMA aAKT.

TekcT akTa COCTOUT U3 BBOJTHOM M KOHCTAaTUPYIOIIEH YaCTEM.

B BBOAHOIN YacTHM yKa3blBalOTCS OCHOBAHUS JJIsI COCTAaBJICHUSI aKTa u
HA3bIBAIOTCS JIUIA, KOTOPHIE COCTABWJIM AKT WJIA IMPUCYTCTBOBAIM MpPH 3TOM. B
KOHCTATUPYIOIICH YaCTH U3JIaraeTcs CyTh, 3a7a4M, XapaKkTep MpojeIaHHON paboThI,
YCTaHOBJICHHbIC (PaKThI, PEJJIOKEHUS U BbIBOJIbI. KOHCTaTHpYyIOIIas 4acTh MOXKET
opopMIISITBCA B BUE TaOiuilbl. B KOHIIE TEKCTa akTa 3alUCHIBAIOTCS JIAHHBIE O
KOJIMYECTBE HK3EMIUISIPOB aKTA U KX MECTO HAXOXKIACHUS.

AKT TOANMCHIBAETCS BCEMH JIMIAMH, MPUHUMABIIUMU Y4YacTHE B €r0
COCTAaBJICHHUU.

JIuo, wMeromiee 3aMeyaHus K COJICPKAHUIO AKTA, MOJIMKCHIBAET €r0 U
M3J1araeT CBO€ MHEHHUE HA OTJEIbHOM JIMCTE, KOTOPBIA MPHUIIATAETCA K aKTYy.

Tenerpammsl, Tej1e(pOHOrPaMMBbI, (PAKCUMUISIPHAS CBA3b.

DTO NOKYMEHT MO OTEepPaTUBHBIM BOIIPOCaM, TIEpeiaBaeMblii 10 TeaedoHy U
3aIMCBHIBAEMBIN MOJIyYaTEIIEM.

O0s3aTeNTbHBIMU PEKBU3UTAMH TaKUX JIOKYMEHTOB SIBIISTFOTCSI:

- HaWMEHOBAaHUE YUYPEKICHHUM aJpecanTa u aapecara;

- PEKBU3HUT «OT KOT0» U «KOMY» C yKa3aHHUEM JOJDKHOCTH, haMWIUM, U
OTYECTBA JOJKHOCTHBIX JIMII;

- HOMEp, JaTa 1 BpeMsl Iepeladyid U NpUeMa JIOKyMEHTA;

- JOJDKHOCTHU Y (paMuiInu mepeaaBlIero U MPUHSBIIETO IOKYMEHT;

- HoMepa TenedOHOB;

- TEKCT U MOJMNMCH.

[ToctynuBmivie JOKYMEHTHI JOKHBI HMETh TE€ K€ PEKBU3UTHI, UYTO U
OTIPABIISIEMBIE, 3a UCKIIIOUCHUEM MOMUCH.

JIOKYMEHTBI COCTaBJISIFOTCS B OJHOM JK3EMIUISIPE M MOANUCHIBAIOTCS
PYKOBOJMUTEIIEM WJIM OTBETCTBEHHBIMU UCTIOJIHUTEIIbHBIM.

JJIEKTPOHHBIE JOKYMEHTHI.

Ilopsnok  cocraBieHusi, OQOPMIIEHHS M  COIVIACOBAHMWS  IIPOEKTOB
AJNIEKTPOHHBIX  JIOKYMEHTOB  OCYHIIECTBJISIETCS O  OOLIMM  MpaBHJIaM
JIEJIONPOU3BOCTBA, YCTAHOBJICHHBIM B OTHOLIEHWH aHAJOTUYHBIX JTOKYMEHTOB Ha
OyMa)XHOM HOCHUTeNe. OJEeKTPOHHBIM JTOKYMEHT JOJDKEH HMETh PEKBU3HTHI,
YCTaHOBJICHHbIE [JI1 AHAJOTUYHOTO JOKyMEHTa Ha OyMaXHOM HOCHUTENe, 3a
UCKJIFOYEHHEM OTTHCKA [E€YaTH.
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B nepeuens 00s13aTeNbHBIX CBECHUM O JOKYMEHTaX, UCTIOIb3yEMBIX B LEISIX
yuyeTa M IOMCKa JOKYMEHTOB B CHUCTEMax 3JIEKTPOHHOTO JOKYMEHTO0OOpoTa
o0pa30BaTeIbHOM OPraHU3aly B COOTBETCTBHUH C ITPaBUIIAMH JIETIOTIPOU3BO/ICTBA B
o0Opa3oBaTeIbHON OpraHu3aluu, BXOIAT:

® AJPECaHT;
azpecar;
JOJKHOCTD, (PaMHIIUSL U MHULIMAJIBI JIUIIA, TTOITMCABIIETO TOKYMEHT;
BUJI IOKYMEHTA,;
JlaTa JOKYMEHTa;
HOMEp JOKYMEHTA;
JlaTa MOCTYIUIEHUS TOKYMEHTA,
BXOZAIIUN HOMEDP JOKYMEHTA;
CCBUIKA Ha UCXOIAIIUN HOMEDP U 1aTy JOKYMEHTA,
HaNMEHOBAaHUE TOKYMEHTA;
VHJIEKC JIEI1a;
CBEJICHM O IIepeaspecalu JOKYMEHTa;
KOJIMYECTBO JIMCTOB OCHOBHOI'O IOKYMEHTA,;
KOJIMYECTBO MPUIIOKECHUM;
o0111ee KOJIMYECTBO JIMCTOB MPUIIOKEHU;
YKa3aHHUs 110 UCIIOJHEHUIO JOKYMEHTA,
JOKHOCTD, @. 1. O. ucnoJHuTeN;

® OTMETKAa O KOH(PUICHIIHMAIBHOCTH.

B coctaB nONMONMHUTENBHBIX CBEIEHUH 00 3JEKTPOHHOM JOKYMEHTE MOTYT
ObITh BKJIIOUYEHBI CBEJECHHS: HaMMEHOBAaHHE aBTOpa JIOKyMEHTa (E€CiIu aBTOp He
COBIAJIaET C aJPECaHTOM (OTIPaBUTENIEM) HJIEKTPOHHOI'O JOKYMEHTA), OTMETKA O
IIEPEHOCE CpPOKAa HCIOJHEHUS JOKYMEHTa, CpOK XpaHEHHUs JOKYyMEHTa,
HAaVMEHOBAHHUs IPUIOKEHUN K DJIEKTPOHHOMY JIOKYMEHTY, KIIIOUYEBBIE CIIOBA,
CTaTyc NOKyMeHTa (IPOEeKT, Bepcus), BUJ Iepenadd JTOKyMEHTa (3JIEKTPOHHOM
MOYTOM, MOYTOM, (paKCOM H T. [1.) U JIP.

Cpoku XpaHEHHS DJJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHHs JOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJNATEIbHBIMH W  HWHBIMH
HOPMAaTUBHBIMU [paBOBbIMU akramMu Poccuiickon @Denepaunu, TUIOBBIMU
NEPEUHSIMU J1J1s1 aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5. Opranu3anusi J0KyMeHTO000POTA ¥ UCIIOJTHEHUSA IOKYMEHTOB.

IIpuem 1 00padoTKa MOCTYNAKIIMX JOKYMEHTOB.

JIBokeHne JOKYMEHTOB C MOMEHTa WX CO3[IaHWs WM TOJYyYeHHUs 0
3aBEpIICHMSI UCIIOJIHEHUS WM OTIIPABKU 00pa3zyeT TOKyMEHTOO0OPOT.

B  nmokymeHntooGopore 00pa3oBaTeNbHON  OpraHu3aldd  BBIIEISIOTCS
CJIeyIOIIKEe JOKYMEHTOIOTOKH:

a) BXOJIs11asi KOppecnoHAeHIUs (Fopuaudeckue u puznueckue auia);

0) ucxojsias KoppecrnoHaAeHIus (Fopuandeckre U GU3nIeCcKue JInIa);

') BHYTPEHHSA JOKYMEHTAITHSI.
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JloctaBka M OTIpaBKa JOKYMEHTOB OCYLIECTBIISIETCS, KakK IPaBHIIO,
CpPEACTBAMH MOYTOBOM U 3IEKTPOHHOM CBSI3U.

JIOKyMEHTBI, MOCTYIaIIKe B 00pa30BaTEIbHYI0 OPTraHU3AIUI0, MTPOXOIST
NEePBUYHYIO 00pabOTKY, pErUCTPALIMIO, TPEABAPUTEIILHOE PACCMOTPEHNUE, ITepeaady
PYKOBOJICTBY Ha PACCMOTPEHUE, MEPEIAIOTCA UCIIOJHUTENSIM U TIOCJIE UCITOTHEHUS
MTOMEIIAIOTCS B JIETA.

[Ipuem u nepBudHast 06pabOTKa JOKYMEHTOB OCYIIECTBIISIETCS CEKPETAPEM.

CekpeTapb MPOBOIUT: IPOBEPKY NPABUIBHOCTH aPECOBAHMS MTOCTYMAKOIIUX
JIOKYMEHTOB, TPaBUIBHOCTH JOCTABKU U KOMIUIEKTHOCTH JJOKYMEHTOB; COPTUPOBKY
JOKYMEHTOB Ha MMOJUIeKAIUE U HE MOJJIeKAIUE PETUCTPALUY.

[lonmy4yeHHbIE KOHBEPTBHI C KOPPECIOHACHIIMEN BCKPBIBAIOTCS, MPU ITOM
IIPOBEPSAETCS HAJTMUKE BIIOKECHHI, 8 TAKXKE YKa3aHHBIX B IOKYMEHTaX IMPUIIOKEHUN.
B ciydae moBpexaeHUs yMaKOBKH M BJIOKEHUU JTMOO OTCYTCTBHUS NMPHIIOKEHUIN
COCTaBIISIETCSI aKT B JBYX 3K3eMmIusipax. OOuH 3K3eMIUISIP aKkTa HaIpaBIIIETCS
KOPPECIOHIEHTY, BTOPOI MPUOOIIAETCS K MOCTYNUBLIEMY JOKYMEHTY.

OmunbouHo IOPUCIAHHAs  KOPPECHOHJEHLMS  MEPEChUIAETCS (Y
IIPUHAJIEKHOCTH, €CIM W3BECTEH ajpec Ioiydarens. B mnpoTuBHOM ciydae
KOPPECIIOHJAEHIMS BO3BPAILAETCS OTHPABUTEIIIO.

KoHBepTbl OT mocTynaromeid KOPPECHOHACHIIMHM  COXPAHSIOTCA U
MpUiaratoTcs K AOKYMEHTaM JIMIIb B TOM CIy4dae, KOrga TOJbKO MO HUM MOKHO
YCTAaHOBUTH AJIpEC OTIIPABUTENS WIIM, KOTJa Jara MOYTOBOIO IITEMIENS] WMEET
3HAYEHHE B KAUECTBE JI0KA3aTEIbCTBA BPEMEHU MOJIYYCHHSI TOKYMEHTA.

CrnenranucToM HE BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAAMMCHIO <JIAYHOM.
OHU nepenaroTcs 1Mo Ha3HAYEHUIO

Nudopmanus 1 JTOKYMEHTHI O IeSITeIbHOCTH 00pa30BaTeIbHON OpraHu3alui,
HE YKa3aHHBIE B 4aCcTH 2 cTaTthu 29 DenepanbHOro 3aKk0Ha oT 29 nekabps
2012 rtoma Ne 273-®3 «OO6 o6pazoBanun B Poccuiickoit ®Denepanmmy,
IPEJICTaBIISIIOTCS PyKOBOJUTENIEM 00pa30BaTeIbHONW OpraHu3aly 0o o0palieHuto
rpakjaaHuHa JMOO IOJHKHOCTHOTO JHIA TOCYJApPCTBEHHOTO OpraHa WM OpraHa
MECTHOTO CaMOYIIpaBJ€HUsS B cClydasgX MW NOpAJKE, MPEeayCMOTPEHHBIX
3aKOHOJATeILCTBOM Poccuiickon denepanuu.

[IpeacraBnenre wHGOPMAIIMM WHBIM OpraHU3aIUsIM O JEATEIbHOCTH
00pa30BaTeNbHOM OpraHU3alMi OCYIIECTBISIETCS yUpEAUTEIeM OpraHu3aluu, B
OTHOUIEHUH KOTOPOU Takasi nH(OpMaIlis 3arpaniuBaeTcs.

IIpeaBapuTe/ibHOE paccMOTpPeHHE TOKYMEHTOB.

Cekpetapp ¥ (WIM) MO, OTBETCTBEHHOE 3a BEICHHE AETONPOU3BOICTBA,
POBOANUT TPEIBAPUTEIHFHOE PACCMOTPEHHE JTOKYMEHTOB B IICNISX BBIACICHUS W3
BCEr0 MaccWBa TMOCTYNUBIICH KOPPECMOHICHIIMU TOKYMEHTOB, TPEeOYIOMIIX
00513aTeJIbHOTO PACCMOTPEHUS PYKOBOAUTENIEM 00pa30BaTEIbHON OpraHU3aIliH.

OcHoBaHMeM Ui TPHUHATHA pEIIEHUS B XOJA€ MPEIBAPUTEIHLHOTO
paccMOTpeHHUs SIBISIETCS COACpkKaHUE JOKYMEHTa, a He aJpecOBaHUE JTOKyMEHTa
COOTBETCTBYIOLLIEMY PAOOTHUKY.

Pe3ynbpratom mpenBapuUTENbHOTO PACCMOTPEHUSl SABISETCS HAIpaBIICHUE
JIOKYMEHTa PYKOBOJHUTEN0 00pa3oBaTENbHONW OpPTraHM3alUUd WU JOJKHOCTHOMY
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JMIy B COOTBETCTBUHM C YCTAHOBJIEHHBIM pacHpe/ieICHUEM OO0S3aHHOCTEH MEXITY
PYKOBOJIUTENIEM U JOJDKHOCTHBIMU JIMUAMH JUIsi BBIHECEHHsS YKa3aHWUS 110
VICIIOJTHEHHUIO JJOKYMEHTA.

Perucrpauust 10KyMeHTOB.

[lepenaya MOKyMEHTOB Ha PErHCTPALMIO MPOU3BOAMTCA TOJIBKO IIOCIE HUX
IPEIBAPUTEIBHOTO PACCMOTPEHMUSL.

Peructpanuu noasiexkar Bce JTOKYMEHTHI, TpeOyIOLME y4yeTa, UCIIOJTHEHMS,
VCITOJIb30BAHUS B CIIPABOYHBIX LIEJISIX, KaK MOCTYNAIOUIUE U3 APYTUX OpraHu3auil
M OT YacTHBIX JIMI, TaKk W oOpasylommecs B TMpoIecce AeATeIbHOCTH
00pa30BaTENbHON OpraHU3aAIIH.

He mnoanexar peructpauuy MO3ApaBUTEIbHBIE IHCbMA, TEJIErPaMMBbl,
NpUTJacuTeNbHbIE OWIEThl, HHPOpMALMs I CBEACHUS, OyXraiaTepckue
JOKYMEHTBl ~ NEpBUYHOrOo  yyera. JlId  HUX  COCTaBiII€TCS  IIEPEYEHb
HEPETUCTPUPYEMBIX TOKYMEHTOB.

Perucrpanust JTOKyMEHTOB IPOU3BOJUTCS C LENbI0 00ECIeUeHNs X y4erTa,
KOHTPOJIS 3@ UCIIOJIHEHUEM U OIIEPATUBHBIM HCIOIb30BaHUEM UH(DOPMALIHH.

Perucrpanus 10KyMEHTOB TPOU3BOAUTCS B ACHBb UX ITOCTYIUICHU.

JlomyckaeTcsi OTMETKa O IIOCTYIUIEHMM JIOKYMEHTa B OpraHU3aLHuio
IOPOCTAaBJIATh B BHUJE IITaMIIa WIM OT PYKH B HW)KHEW YacTU JIMIEBOW CTOPOHBI
NIEPBOTO JINCTA JOKYMEHTA WJIA Ha €ro 000poTe.

Peructpaiis 10KyMEHTOB 3aKJIFOHYAETCS B BEICHUH 3alMCH YYETHBIX TaHHBIX
0 JIOKYMEHTE 110 YCTAHOBJIEHHOM PEruCcTPallMOHHOMN (hopme, KOTOPBIM (PUKCUPYETCS
(bakT co3aHus, OTOPABICHUS WIH MOJTYYEHUsI JOKYMEHTA MyTEeM MIPOCTABJICHHS Ha
HEM PETUCTPALIMOHHOIO MHAEKCA C MOCIEAYIOIIEH 3aiChl0 B YKa3aHHbIX (opmax
HEO0OXOIMMBIX CBEAEHUI O JJOKYMEHTE.

JIOKyMeHTBI,  MocTynatoue B 00pa3oBaTelIbHYyI0  OpraHHU3alulio,
peructpupyrotcst B Knure/sxypHasie peructpauuu BXOASILEH KOPPECIIOHICHIINY, a
T€, 4TO OTMPABJIAIOTCS U3 Hero, - KHure/ XypHaje perucTpaluu HCXOIsLIeH
KOPPECTIOHAEHIUH.

PacnpeaesneHue nocrynawiumx 10KyMEHTOB.

Iloce  perucTpauuu  JOKYMEHTHl NEPENAKOTCA HA  PAaCCMOTPEHHUE
PYKOBOJMTEIO 00pa30BaTENIbHON OpraHU3alIHH.

Ilocne paccMOTpeHMsT PYKOBOAMTENEM  JTOKYMEHTHI  BO3BPAILAOTCS
CeKpeTapro U (WJIM) JIMILY, OTBETCTBEHHOMY 3a BEJEHHUE ACIIONPOU3BOJCTBA, IS
MEPEHECECHNST YKa3aHWM 10 MCIOJIHECHHIO JOKYMEHTa B JKYpPHAJ PETUCTpalUU
BXOJAIIMX JOKYMEHTOB. B COOTBETCTBUM C YyKa3aHUAMHU II0 MCIOJHECHUIO
MOJJTUHHUK JTOKYMEHTA HaIpaBJsIeTCs pabOTHUKY, SIBIISTFOLLIEMYCSI
OTBETCTBEHHBIM HCIOJHUTEIEM, a COHUCIOJHUTENIAM HAMNPABISIOTCS KOMUU
JIOKyMEHTOB (€Clii HMMEIOTCS), O 4YeM JellaeTcsi oTMeTka B KaHure/xyphaie
perucTpanuu BXOASIIUX TOKYMEHTOB.

DNEeKTpOHHBIE COOOINEHUS, TOChUIAEMbIE II0 JJICKTPOHHOW  TOYTe,
WCIIOJIHSIOTCS. aHAJIOTMYHO JOKYMEHTaM Ha OyMaKHBIX HOCHUTEISIX C y4eTOM
OTIPEJICTICHHON CITeIU(DHUKHU B TTPOIIECCE UCTIOTHEHHUS.
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IHopsitok 00pabOTKH M MPOXOKIAEHHS HCXOASIIUX M BHYTPEHHHUX
JTOKYMEHTOB.

[TopsioK MOATOTOBKY MUCXOIAIIUX TOKYMEHTOB BKJIIOUaeT B ce0st paboTy 110
COCTaBJICHUIO MPOEKTa JOKYMEHTA, COTJIACOBAHUIO, TTOAMUCAHUIO (YTBEPKIACHUIO) U
OTTIPaBKE.

Jlo mepenaun TOKyMEHTa Ha MOJIKCHh UCIIOJHUTEINb JOJKEH MPOBEPUTH €T0
Collep)KaHue, TPABWIHHOCTh O(GOPMIICHUS, HAIWIUE HEOOXOAWUMBIX BHU3 W
NPUJIOKEHUH. JJOKYMEHT MpeICTaBIsIeTCss Ha OANUCH BMECTE C MaTepualiaMu, Ha
OCHOBAHUHU KOTOPBIX OH TOTOBUJICS.

BryTpennue 10KkyMeHThl OPOPMIISIOTCS U UCTIOHSIIOTCS (MCIIONB3YIOTCS) B
npezenax o0pa3oBaTeIbHON OpraHu3aliu.

BuyTtpenHue QOKyMEHTHI (JOKJIAJHBIE 3aMUCKH, CIpPaBKH, CBOAKU U Ap.)
paccMaTpUBAIOTCS TEMU JIOJKHOCTHBIMU JIMIIAMHU, KOMY OHHM HaIlpaBJICHBI.

OTBETCTBEHHBIE 3a JCTOMPOU3BOACTBO MEPE] caadyeii KOPPECTOHACHIIMN Ha
OTHPABKY JOJDKHBI 00s3aTEIbHO IPOBEPHUTH MPABUIBLHOCTH €¢ OhOpMIICHUS U
anpecoBaHusd. KoHBepTOBaHHWE KOPPECHOHACHIMHM M  JPYTHMX  IOYTOBBIX
OTIPaBJICHUH MPOU3BOJIUTCS CTPYKTYPHBIMU MOAPA3/ICICHUSIMHU OpTraHU3aIlUH.

Peructpanus OTIHpaBiIsieMbIX JOKYMEHTOB OCYIIECTBISIETCS B JI€Hb HX
noAnucanus (YyTBEp>KICHHS ) MK Ha CIIEAYIOMMN pabounii 1eHb. PeructpaninoHHbIi
HOMEp IOKYMEHTA U aTa PErucTpaluy NpOoCTaBIISIIOTCS Ha TIOJIMHHUKE JOKYMEHTA
B peKkBU3UTax OJlaHKa W Ha KOIMM, OCTalolIlehcs B Jielie 00pa3oBaTesbHOU
opranuzainuy. CHpaBOYHBIM aImmapaToM s UCXOJSAIIUX JOKYMEHTOB SIBJISIETCS
JKypHaJI perUCTpallii 3TUX JOKYMEHTOB.

OTnpaBKy UCXOASIIMX JOKYMEHTOB MPOU3BOIUT CeKpeTapb U (WUJIH)
JIUII0, OTBETCTBEHHOE 3a BEJECHUE JCJIONPON3BOACTBA. CpoUuHasi KOPPECTOHACHIINS
oOpMIISIETCS ¥ OTIPABJISCTCS HE3aMEJIUTEIIBHO CEKPETapEM.

Cexkperapb IpoBepSET MPABUILHOCTH 0(OPMIICHHUS UCXOISIINX JOKYMEHTOB,
MIPOU3BOJIUT COPTUPOBKY JOKYMEHTOB IO CIOCOOY JIOCTaBKH KOPPECIOHACHITUN
aapecaty (mpocTas, 3aKa3Has, MEXKIyHapoaHas | Jp.). HempaBuiIbHO
oOpMIICHHBIC JTIOKYMEHTbI U KOPPECIOHICHIMS HECITY)KEOHOro Xapakrepa K
OTIPaBKE HE MPUHUMAIOTCS U BO3BpAIAlOTCS JIMILY, TOJATOTOBUBIIEMY JOKYMEHT.

Ortmpasiisiemass 1O TOYTE€ KOPPECHOHJCHLHS MPOXOAUT  YIAKOBKY,
aJpecoBaHue, MPOCTABICHNE CTOMMOCTH TTOYTOBBIX YCIIYT U Mepeiady Ha OTIPaBKY
B MECTHOE OTJICJICHUE CBSI3U.

Ha 3aka3Hyr0 KOppECHOHACHIMIO, Ha JOKYMEHTbl C NOMETKOW « /s
CITY>K€OHOTO TI0JIb30BAHUS» COCTABIISIETCSI PEeeCTp, KOTOPBIN 3aTEM BO3BpAIACTCS
CEeKpeTapro ydyeOHOW wyacTu U (WIM) JIUIy, OTBETCTBEHHOMY 3a BEJCHHUE
JIeJIOTIPOU3BOJICTBA, C PACIHUCKONW PAOOTHUKOB IMOYTOBOTO OTACJICHHUS CBSI3U WM
WHOTO JINIIA, 00ECTICUNBAIOIIETO OTIPABKY TOKYMEHTOB.

[lepenada ¢ UCOABL30BaHUEM CPEACTB (PAKCHUMUMIILHON CBSI3M JOKYMEHTOB,
coJiep KaIux CIyKeOHyr0 HH(POPMAIIUIO OTPAaHUYEHHOTO PACIIPOCTPAHEHHUS, B TOM
guciae ¢ TOMETKOM «Jlms  ciyxeOHOro TMoJb30BaHUS», HE Pa3pemaeTcs.
Kareropuuecku 3ampemaercs mepenada Mo cCpeactBaM (HaKCUMUIIBLHOM CBSI3U
CEKPETHBIX JOKYMEHTOB.
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C ucnonp3oBaHUEM CpencTB (HaKCHUMUIBHON CBSI3M MOTYT OBITh MEpEIaHbl
MaTepHalibl TEKCTOBOTO, TAOIUYHOTO UM I'paudecKoro Xapakrepa, MCIIOJTHEHHBIE
TUNOTpa)CKUM, MAIIMHOMHUCHBIM MM PYKOMHUCHBIM CHOCOOOM B YEpHOM HIIH
TEMHO-CHHEM I[B€T€ C UYETKMM M KOHTPACTHBIM H300pakeHHeM (TiepBbIe
IK3EMIUISIPBI HIIU UX KCEPOKOMHHK) Ha 0ernoil Oymare ¢ MUHIMMAaJIbHOM BBICOTOM OYKB
u udp 2 MMm. OO6beM nepe1aBaeMoro B TEUEHHUE OJTHOTO CeaHca CBsI3U JOKYMEHTA,
BBINOJIHEHHOTO Ha Oymare (hopmaTta A4, He TOJDKEH MPEBHIIIATH IISTH JIMCTOB.

OTBETCTBEHHOCTh 3a cojaepkaHue uWHGOpPMAIMK, TepeaaBaeMond ¢
UCIIOJIb30BAaHUEM CPENICTB (PAKCUMMIIBHOM CBS3H, BO3JIaracTcs Ha HCIOJHHUTEIS,
MOJIFOTOBUBIIETO (PpaKcorpamMMmy JAJisi IEpeIauH.

Oco0enHoCTH PadOTHI € 3JIEKTPOHHBIMH JOKYMEHTAMH.

B oOpazoBaTenbHO opraHu3auu Co31at0TCs U UCTIONb3YIOTCS:

o AJIEKTPOHHBIE JIOKYMEHTBI, CO3JJaBa€Mble B AJIEKTPOHHOM (opme Oe3
MPEeIBAPUTEIHLHOTO JOKYMEHTUPOBAHUS Ha OYMa)KHOM HOCHUTEIIE;

o AJIEKTPOHHBIE O00pa3bl JOKYMEHTOB, IIOJyUYE€HHBIE B pE3yJbTaTe
CKaHMpPOBaHUs JOKYMEHTOB U  XpaHsAIIMEecd B CHUCTEME DIIEKTPOHHOTO
JIOKyMEHTO000pOTA.

[IpueM u oOTOpaBKa BJIEKTPOHHBIX JIOKYMEHTOB  OCYLIECTBISIOTCA
OTBETCTBEHHBIM 3a BEJICHUE JICJIONPOU3BOICTBA B 00pa30BaTEIbHON OpraHu3aliu.

DNEeKTpOHHbIE JOKYMEHTBI CO3/Al0TCS, 00palaThIBAIOTCS W XpaHATCA B
CUCTEME EKTPOHHOI'O JOKYMEHTO000pOoTa 00pa3oBaTeNIbHON OpraHu3aluy.

DONEeKTPOHHBIA JOKYMEHT JOJDKEH ObITh OPOpMIIEH MO OOIIMM MpaBUiiaM
JIEJIONPOU3BOACTBA M HMMETh PEKBU3UTHI, YCTAHOBJIIEHHBIE MJISI aHAJIOTUYHOTO
JIOKyMEHTa Ha OyMa)KHOM HOCHUTEJIE, 32 UCKITIOUYEHUEM OTTHCKA NIEYaTH.

JIns  TmoATBEpKACHUS  MOJJIMHHOCTH  DJIEKTPOHHBIX  JIOKYMEHTOB B
o0pa30BaTeNbHON OpraHU3allui UCIIOIb3YIOTCS 3JIEKTPOHHBIE IU(POBBIE MOIIUCH.
Hcnonb3yembie cpefcTBa AJIEKTPOHHON IU(MPOBOM MOAMUCH JOJDKHBI OBITh
CepTUPHUIIMPOBAHBI B YCTAHOBIEHHOM HOPSJIKE.

Enuauneir ydera 3JIEKTPOHHOTO JOKYMEHTA SBJSETCA  DJIEKTPOHHBIN
JIOKYMEHT, 3aperMCTPUPOBAHHBIM B CHUCTEME BJIEKTPOHHOIO JIOKYMEHTOO00OpOTa
o0pa30BaTeNbHON  OpraHu3aluu.  JJEKTPOHHBIA  JOKYMEHT,  HMEIOIIMM
MPUIOKEHUS, PETUCTPUPYETCS KaK OJIMH JOKYMEHT.

[locne oTmpaBku 3JIEKTPOHHOrO JOKYMEHTA, 3aBEPEHHOIO SJIEKTPOHHOU
MNOJANKCHIO YIOJHOMOYEHHOI'O JOJKHOCTHOTO JIMLA, JOCBUIKH aJIpecaTy €ro KOnuu
Ha OyMa)KHOM HOCHTENIe, KaK MPaBWIO, HE TPeOyeTCs, 32 UCKIIFOUCHUEM OTBETOB Ha
oOpareHus rpaKJIaH, MOCTYIUBIINX o uH(OpPMAIMOHHO-
TEJIEKOMMYHUKAIITMOHHBIM KaHajlaM, Ha KOTOPBIE 3asIBUTEIIO AA€TCS MHUChbMEHHBIN
OTBET, HAMPABJISIEMbIH TI0 IOYTOBOMY aIpeCy, YKa3aHHOMY B OOpaIllCHHH.

HcnonHeHHbIE 3JEKTPOHHBIE JOKYMEHTBl CHUCTEMAaTHU3UPYIOTCS B Jena B
COOTBETCTBHHM C HOMEHKIATypoW Jel oOpa3oBaTeIbHOW OpraHu3aluu |
WHJEKCUPYIOTCS B MOPSAKE, YCTAHOBICHHOM B OTHOILICHUHU JIEJI, COCTABIICHHBIX U3
JIOKyMEHTOB Ha OymakHOM Hocutene. [Ipu cocTaBieHMM HOMEHKIIATYpHI 11 B
3aroJI0BOK Ji€Jia BKJIFOYAETCS YKa3aHUE « DNEKTPOHHBIE JOKYMEHTBD).
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NudopmanuonHas 0e3011aCHOCTD.

Nudopmanmonnsie pecypcbl 00pa3oBaTeNbHON OpraHU3aldd IO JAOCTYIY
(BO3MOKHOCTHU MCIIOJIB30BAHMS ) ITOIPA3ICIIAIOTCSA Ha OTKPBITYIO (00I1IEeI0CTYITHYIO)
uHpopMmaruio, ciykeOHyro wuHpopMaruoo U HHGOPMAIUIO OrPAHUYCHHOTO
pacrpocTpaHeHus (JoCTyma).

K  kareropum  OTKpbITOM MHPOpMalUU  OTHOCUTCS  HMHPOpMAaLIUA,
coJiepkalascsi B JOKYMEHTaxX W 0a3ax JaHHBIX 00pa3oBaTEIbHOW OpraHu3allui,
HEMOCPEACTBEHHO 3aTparuBalolias npaBa u HHTEPECHl TPakIaH.

K xareropum ciyxeOHOM uWHPOpMAIUM OTHOCUTCS  WH(pOpMaIus,
coJiepyKamiasicsi B IOKyMEHTax M 0a3ax JaHHBIX 0o0pa3oBaTeNbHOW OpraHU3aInHy,
npeaHa3HAYCHHAS ISl JOJKHOCTHBIX JIMI] U PAOOTHHUKOB, TP BHITIOJIHCHUHA MU
CBOMX (DYHKIIMOHAJIBHBIX O0S3aHHOCTEW, HE 3aTparuBarollas HampsMylo IpaBa
U UWHTEPEChl TpaXJaH M HE OTHOCAIIASACA K KaTerOpud OTPAaHUYECHHOTO
pacrmpocTpaneHus (1ocTyna).

K kareropun wmHbOpManuu OrpaHMYEHHOTO PACIPOCTpaHEHHUs (IOoCTyma)
OTHOCUTCS HH(OpMalUs, COJEpKalasca B JOKyMEHTaX M 0a3ax JaHHBIX,
BKJIIOYAIOIIAsi CBEJICHUSI KOH(DUICHIIUAILHOTO XapaKTepa.

Bes undopmanus, copepskamasics B JIOKyMEHTaXx M 0a3zax JaHHBIX, IO
YMOJYaHUIO SIBJSIETCS OTKPBITOM M 0OLIeNnoCTyNmHOM. VIckiroueHue cocTaBiseT
uHdopMmaIusi, OTHECEHHas K KaTeropusiM CIy)KeOHOH U  OrpaHUYEHHOTO
pacrpocTpaHeHus (JoCcTymna).

JlocTyn monp3oBaTeneil K MH(pOpMaIi OrpaHUYUBACTCS ITyTEeM OTHECEHUS
uHpOpMAIlMM K COOTBETCTBYIOIIEH KAaTErOpUM H HAJOKEHHEM Ha Hee
COOTBETCTBYIOIIEro Trpuda OrpaHUYeHUs pachpocTpaneHus. Muadopmarms
OTrpaHUYEHHOI0 TOCTYyIa cHabxkaeTcs rpudoM « g ciykeOHOro MoJIb30BaHUS.

[IpaBom oTHeceHus: MHPOpPMAIKM K KaTErOPHUH OTPAaHHYEHHOTO JOCTYyNa U
HAJIOXKEHHUsSI COOTBETCTBYIOLIEro rpuda obnamaeT aBTOp JOKyMEHTa IO
COTJIACOBAHUIO C PyKOBOJUTENIEM 00pa30BaTEIbHON OPraHU3alNH.

JlokymeHTHpOBaHHas WH(OpMAIUs OrPaHUYCHHOTO PacHpOCTpaHEeHHs 0e3
CaHKIIMM  JOJUKHOCTHOTO JIMIIA, YCTAHOBUBIIETO PEXUM OTPAHUYCHHOTO
pacnpocTpaHeHusi i JaHHOTO JOKYMEHTa, HE TMOJICKUT Ppas3TIIalieHUIo
(pactipoctpanenuto). IlpegocraBneHue TMONB30BATENSIM JOCTyNa K JaHHOU
uH(OPMAITUU OCYIIECTBIISIETCS UCKIIOYUTEIHHO IO COTJIACOBAHUIO C yYKa3aHHBIM
JOJKHOCTHBIM JIMIIOM ITyTEM T0JIaY¥ COOTBETCTBYIOIICH 3asIBKH.

JIOIKHOCTHBIE JIMIIA, TIPUHSABIIME pelIeHHe 00 OTHeCeHMH WH(OpMAIny,
3a(pUKCUPOBAHHON B JOKYMEHTE, K KaTErOPHH OTPAaHUYCHHOTO PaCIpPOCTPaHEHUS,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTH TIPUHSATOTO PEIICHUS U €ro
COOTBETCTBHE JICHCTBYIOIIEMY 3aKOHOIATEIILCTRY.

Jlnunbie nena paOOTHHUKOB, JHYHBIE KApTOUYKH PAOOTHHUKOB, TPYAOBBIE
KHIDKKH PaOOTHUKOB, TIPUKA3bI IO JIMTYHOMY COCTaBY JIOJKHBI XPAHUTHCA B ceide
WM B METAJUTMYECKOM TIKady.

3anucu B TPYAOBOW KHUKKE TOJMUCHIBAET PYKOBOAUTENb 00pa30BaTEIHLHOM
OpraHu3aluy. Y4YeT, XpaHeHHE U BbIJJady OJJaHKOB CTPOTOM OTYETHOCTH: JUTIIOMOB,
BKJIAJIBIIICH K HUM, CBUJIETEIBCTB, YAOCTOBEPEHUHN BEJET 3aMECTUTENb AUPEKTOPA.
bnanku xpaunsitcs B ceide.
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YcTaHOBKa M AKCITyaTalusi IpOrpaMMHOTO 0OecTeueH s, MOIyYeHHOrO U3
JH0OBIX UCTOYHHUKOB U BBIMIOJIHSIOIETO (PYHKIIMH, HE CBSA3aHHbIE HETTOCPEICTBEHHO
C BBINIOJTHEHUEM paOOTHUKAMHU CBOUX JOKHOCTHBIX 00513aHHOCTEN, KATETOPUIECKH
3anpenieHa.

Bes npencraBieHHas B 3J€KTPOHHOM BUJE MH(OpMalWs, MOCTYMAKONIas B
00pa30BaTeNbHYI0 OpraHU3alUI0, B 0053aTEIBHOM MOPSIKE MOMJIEKUT IPOBEPKE
AHTUBUPYCHBIMHU CPEICTBAMMU.

DNeKTpOHHAs MOYTa MOKET MCIOJIb30BAThCS MOJIb30BATEISIMU TOJBKO IS
oOMeHa uH(OpMaIMEN, OTHOCSIIENHCS K KaTEerOpHH, OTKPBITOW M CIYXCOHOM.
3ampenieHo HMCIMoJb30BaTh 3JCKTPOHHYIO MOUTy I MepeAadyd HH(opMaimw,
OTHOCALIEHCS K KATETOPUHU OrPAHMYEHHOTO PACIPOCTPAHEHUS.

6. KOHTpOJIL 34 HCITOJTHCHUEM TOKYMCHTOB

Opranuszanus KOHTPOJIS.

KoHnTtposto mopyiexxaT Bce 3aperuCTpUpOBAHHBIC JOKYMEHTBHI, TPEOYIOIIHe
ucnojaHeHus. KoHTpoap UCMOTHEHUS TOKYMEHTOB BKJIFOYAET: YUET, IOCTAHOBKY Ha
KOHTPOJIb, KOHTPOJIb CPOKOB HCIOJIHEHHS, HEIOCPEICTBEHHYIO IMPOBEPKY XOJa
WCIIOJTHEHUS], IPOBEPKY KAYECTBA UCIIOJIHEHUS, aHAJIU3 PE3YJIbTATOB UCIIOJIHEHUSI.

KoHTpons 3a wuCHOTHEHHEM JOKYMEHTOB YCTAaHABIMBAETCA B LEIAX
oOecrieueHus: UX CBOEBPEMEHHOTO M KAaue€CTBEHHOI'O HCIOJHEHUS, MOBBIIMICHUS
YPOBHSI OPTaHU3aTOPCKON PAOOTHI U UCTIOTHUTEIbCKOMN AUCITUTIIIUHEI.

[Ipy mocTaHOBKE JOKYMEHTa Ha KOHTPOJIb HAa MPABOM BEPXHEM TMOJIe
JIOKyMEHTa JIeJlaeTCsi OTMETKa O KOHTpOJE, KOTOPYIH 0003HA4yaroT CJIOBOM
(ITamMmnom) «KOHTPOJIIb

KonTtpomnto mojyexar npukasbl, PelIeHUs COBETOB, a TaKXe JTOKYMEHTHI,
MOCTYTIAIOIINE Ha UMS PYKOBOJUTEISE 00pa30BaTeIbHON OpraHU3alluu.

Opranuzaiusi KOHTPOJISL UCTIOJIHEHUSI BKITIOYAET B CeOs:

o MOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;
o MOHUTOPHUHT UCIIOJIHEHUSI KOHTPOJIbHBIX MOPYUYEHUIN JOKYMEHTOB;
o CHSITUE MCTIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

[

HarpaBJICHUEC UCITIOJITHCHHOI'O JOKYMCHTA B JICJIO.

PykoBoguTenu CTPYKTYpHBIX MOApa3fesieHnid o0s3aHbl paccMaTpUBaTh
COCTOSIHUE HCIOJHUTENbCKOW JUCHUIUIMHBL MO JOKYMEHTaM C MOPYYEHUSIMHU
aIMUHUCTpAllMM  00pa30BaTeNbHOM  OpraHu3alMM, a TakXke JOKYMEHTHI,
MOCTYIHUBIINE B a/IpeC CTPYKTYPHOIO MOJIpa3eieHuss U TpeOyIouue UCTIOTHEHUS,
Y TIOITOTOBKHU OTBETA.

JIOKyMEHT CUMTAeTCs MCHOJHEHHBIM, KOTrJa pelIeHbl OKOHYATEIhHO BCE
MIOCTaBJICHHBIE B HEM BOIIPOCHI M COOJIIOICHBI CIIEIYIOIINE CPOKH:

o €CJIY B IOKYMEHTE IMOCTABJIEH CPOK UCIIOJIHEHUS — B YKa3aHHBIN CPOK;
o JIOKYMEHTBI 0€3 yKa3aHUsl CPOKa UCTIOTHEHUS — B MECSIYHBIN CPOK;
o €CJIM B JIOKYMEHTE MMEETCS MOMETKAa «CPOYHO» — B TPEXIHEBHBIN

CPOK;
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o Mopy4eHus: O3 yKa3aHWs KOHKPETHOW [aThl HMCIOJHEHUS — B
MECSIYHBINA CPOK;

o C IOMETKOU «onepaTuBHO» — B 10-THEBHBIN CPOK;

o 0 00pAIEHUAM TPAK/IaH, TPEOYIOIINM TOTIOJHUTEILHOTO U3YICHHUSI

Y TIPOBEPKH, — /IO OJHOTO MECSIa CO THS PETUCTPAIIH, IO OCTAILHBIM — HE 0oJiee
15 nueit.

Cpoxk ucuucisiercs B KaJleHAapHBIX THIX C IaThl OAMUCAHUS IOKYMEHTA.

Ecnu mocneanuii 1eHb UCTIONHEHHS JOKYMEHTA MPUXOAUTCS Ha Hepabounit
JI€Hb, OH TOJICKUT UCIIOJHEHHUIO B MPEIISCTBYIONIUN eMy paOounii AeHb.

[Ipu HeoOXOAWMOCTH TPOIJICHHUS CpOKa HCIOJIHEHHS JOKYMEHTa
OTBETCTBEHHBIM  HWCIOJHUTENIb  MPEICTaBIsIeT Ha  UMS  PYKOBOAUTEIS
00pa30BaTeNbHON OPraHU3AINH, IABIIETO MOPYYCHHE, MOTUBUPOBAHHYIO MPOCHOY
0 €ro MPOJJICHUH HE MO3/IHee YeM 3a TPHU JIHS JI0 UCTEUEHUS YCTAaHOBIEHHOTO CPOKa,
C YeM CBOEBPEMEHHO TMepeaaeTcs HHPOopMaIs B MPHEMHYIO PYKOBOIUTEIS
o0pa3oBaTeIbHON OpraHu3aluy.

IHopsiaok CHATHA JOKYMEHTOB C KOHTPOJIS.

JIOKYMEHTBI CHUMAIOTCsI C KOHTPOJIA, €CIIM PEUICHbI [IOCTABJICHHbIE B HUX
BOIIPOCHI WJIM aBTOPaM J1aH OTBET 110 CYLIECTBY.

Ecnu o paspemaeMmoMy BOIIpoCy 0KUIAETCS OTBET, TO OH BMECTE C KONUEU
OTBETA 3asIBUTEIII0 MOKET HAXOAUTHCS Y UCIIOJHUTEIIA HA KOHTPOJIE.

[IpoMexyTOUHBIN OTBET, pABHO KaK U 3aIIPOC MO UCHOJHIEMOMY JOKYMEHTY
WJIM YaCTUYHOE UCITOJIHEHUE MTOPYUEHHUS, HE ABJISIETCS OCHOBAHUEM ISl TPU3HAHUS
JOKYMEHTA UCTIOJITHEHHBIM.

CHATP TOKYMEHT C KOHTPOJISI MOXET TOJBKO JAOJDKHOCTHOE JIMLO, KOTOPOE
ITOCTABUJIO €r0 Ha KOHTPOJIb.

OcHOBaHMEM MJII CHATHS C KOHTPOJISI JOKYMEHTOB C TOPYYEHUAMH
PYKOBOJIUTENSL 00pa30BaTEeIbHOM OpraHU3alMU SBISETCS JOKYMEHT — OTBET,
HOJIMMCAaHHBIA PYKOBOJUTENIEM, €r0 3aMECTUTENIEM, JINOO cripaBKa 00 UCIIOJIHEHUU
JOKYMEHTA 32 MOAIMUCHIO PYKOBOJMUTEIS CTPYKTYPHOIO MOAPa3IEIICHHUS.

Ecnn Bce mocTaBieHHbIE B JOKYMEHTE BOIIPOCHI PELICHBI B ONEPATUBHOM
nopsiike, 0e3 TMOATOTOBKM NMHCbMEHHOTO OTBETAa, MCIOJHUTENIb Ha JOKYMEHTE
JIeJIaeT KPATKYyH0 3allMCh O PEIIEHUU BOIPOCA, YKa3bIBAET ATy U MOIIMKCH, OCIIE
Yero JOKYMEHT IIOMELIAETCsS B JIEJI0.

7.Y4eTr u XpaHeHHUe nevyare, ITaMIoB U 0JIaHKOB.

OO6s3aTeIbHOMY YYETYy MOJJIEKAT BCE BUJIBI MEUATEH W IITAMIOB, OJaHKU
CTPOTrOi OTYETHOCTH, KOMaHJIMPOBOYHBIE YAOCTOBEPEHUS, CIyKEOHbIE 3a7aHusl,
TPYZIOBBIE KHUKKH.

Yyer Bcex mneyaTeil W IITAMIOB, HUMEIOIIUXCA B 00pa3oBaTeIbHOM
OpraHu3alH, BENETCS B CIIEMAIIBHOM >KypHAaJIe.

JKypHane! yueTa BKIIFOYArOTCS B HOMEHKJIATYPY Aeil. JINCThI X HymMepyroTCs,
IIPOIIMBAOTCS U ONEYATHIBAIOTCS.
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[Teyatn u MTaMIBI JAOHKHBI XPAHUTHCA B ceiidax WM METAUTHYECKUX
nikadax.

OTBETCTBEHHOCTH 32 XPAaHCHHE U MCIIOJIH30BAHKE TMeYaTeH, MITAMIIOB HECYT
JIIa, OTBETCTBEHHBIC 32 BEJICHUE JCIIOMPON3BOJICTBA.

YHuuTO)KEHHE OJaHKOB MPOU3BOAMTCS IO aKTy C OTMETKOM B
COOTBETCTBYIOIINX JKypHaIax ydeTa.

[leyatu ¥ ITAMITBI YHUYTOXKAFOTCS 110 aKTYy.

[IpoBepka HamuuuMs MedyaTed, MTAMIOB U OJIAHKOB, a TaK)Ke TOPSAIKA UX
XPaHEHUS ¥ UCTIOIB30BaHUS TIPON3BOIUTCS KOMUCCHEH HE PEXKe OTHOTO pa3a B Iojl
OJTHOBPEMEHHO C MTPOBEPKOI COCTOSHUSA JEIONPOU3BOCTBA.

8.CocTaBiieHHe HOMEHKJIATYPHI JeJI.

Homenkiatypa e - 3To o0s3aTeNbHBIA I KaxA0W 0O0pa3zoBaTeIbHOM
OpraHu3allid CUCTEMATU3UPOBAHHBIN MepeueHh HAMMEHOBAHUM (3ar0JIOBKOB) JIET,
KOTOpbIe (OPMUPYIOTCS C YKA3aHUEM CPOKOB XpaHEHUS /eI .

Homenknarypa nen mpeaHa3zHadeHa HJisi YCTaHOBKHM B 00Opa3oBaTEIbHOM
OpraHu3allid €IUHOTO TopsAaka (GopMUpOBaHUS JAel, OOecleueHus HX YyuerTa,
OIIEPAaTUBHOIO IOUCKA JOKYMEHTOB II0 UX COAECPKAHUIO U BUIY, OIPEICIICHUS
CPOKOB XpAaHEHHUsI JeJd U SBISAECTCS OCHOBOM [JIi COCTaBJICHUS OIMCEU el
MOCTOSIHHOTO M JJUTENbHOro (cBbiie 10 JeT) XpaHeHus, a TakKe s ydera Jiel
BpeMeHHOTO (10 10 JeT BKIOYUTENBHO) XPaHEHHUS.

B rpadge 1 HOMEHKIATyphl A€i MPOCTABISIOTCA MHAEKCHI KaXXIOTO JENa,
BKJIFOYEHHOTO B HOMEHKJIATypy. MHeKC nena cocTout u3 uu@poBoro o003HayeHus
U3 MITATHOTO paclucaHusi 00pa3oBaTeIbHON opraHu3anuu (Kojaa) U MOPSAKOBOTO
HOMEpA 3aroJioBKa Jena Mo HoMeHkiatype. Muaekcbl nen  0003Ha4aroTcs
apaOckumu U pamu.

[Tpumep —

12-05, rne 12 — o6o3Hauenue (kox), 05 — mopsIKOBBIA HOMEp 3aroJI0OBKa Jelia
B pas/iesie HOMEHKJIATYPhI Jel.

B rpade 2 HOMEHKIIATYpBI 1€ IPOMKUCHIBAIOTCS 3ar0JIOBKU JETT.

3aroJI0BOK Jieia JIOJHKEH YETKO B CXKaToM 0000IeHHOM opMe oToOpakaTh
COCTaB M COAEPkKAHUE TOKYMEHTOB JEa.

I'padga 3 HOMEHKNATypHI A€ 3aN0NHAETCA B TEYEHUE KAaJICHIapHOTO roja —
npu GOPMUPOBAHWU HOBOTO Jefla, NPH 3aKpbITUM Jejda U 10 OKOHYAHUU
KJIEHIAPHOIO rofa.

B rpade 4 yxaspiBaeTcs CpOK XpaHEHHU Jeja, HOMEpa CTaTel M0 TUIIOBOMY
WJIU BEJIOMCTBEHHOMY IEPEUHIO, (DeiepaibHOMY 3aKOHY WJIK HHOMY HOPMAaTUBHOMY
MPaBOBOMY aKTy, a NpPU HX OTCYTCTBUM — TIO THUIIOBOM WJIM TPUMEPHOU
HOMEHKJIATYpE eIl

B rpage 5 «Ilpumedanue» yka3pIBarOTCs CIICLIUATIBHBIE CPOKH XPAHEHUS,
MPOCTABIISIFOTCS OTMETKH O 3aBEICHUU JIeJl (B TOM UHKCIIE B JIEKTPOHHOM BHUJE), O
BBIJICJICHUU JIe]l K YHHUUTOXXEHUIO M0 MCTEYEHUH CPOKOB UX XPAHEHHS, O MECTE
XPaHEHUS MOJJIMHHUKOB JIOKYMEHTOB, O IIEPEAaye eI B IPYTYK OPTaHU3ALUIO JJIst
MPOAOJLKEHUS U JIP.
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9. ®opmupoBanue u opopmiieHue aeJl.

DopMuUpoOBaHKE €.

dopMupoBaHUE ACI - 3TO IPYINIUPOBKA UCTIOTHEHHBIX JOKYMEHTOB B JieJia B
COOTBETCTBUM C HOMEHKJIATYPOU JIE.

Bo Bpemsi ¢opMupoBaHus Aenl CienyeT NPUACPKUBATHCS TaKUX OOILIUX
IpaBuUIIL:

- TIOMEIIATh B JIEJIa TOJbKO HCIIOJHEHHBIE JOKYMEHTHI B COOTBETCTBUU C
3aroJIOBKaMu JieJ B HOMEHKIIATypE;

- TPpyNOUpOBaTh B Ji€Na JOKYMEHTBHI, BBIIOJHEHHBIE B TEYEHHE OJIHOTO
xkasengapHoro roaa (01.01-31.12), 3a uckintoueHreM NepexXoasIInX Aell (BeIyTcs B
TE€YEHUE HECKOJIBKHUX JIET), JINYHBIX €T,

- MOMEIATh B JieJla TOJIbKO OPUTMHANIBI WJIH, B ClIy4ae MX OTCYTCTBHS,
3aBEPEHHBIC B YCTAHOBIICHHOM IOPSJIKE KOIIUHU JIOKYMEHTOB;

- HE JIONyCKaTh BKJIIOYEHUS B J€JIa YEPHOBBIX, JUYHBIX JIOKYMEHTOB,
Pa3MHOKEHHBIX KONHI W JOKYMEHTOB, MOJJIEKAIIUX BO3BpaTy; pa3AeiibHO
IPYIIHPOBATH B J€Na JOKYMEHTHI IOCTOSHHOTO U BPEMEHHOTO XPaHEHHUS;

- 10 00BEMY J1eJ10 He JoJKHO TpeBbImath 250 auctoB (30-40 MM TONIIUHOMN).

PacnionoxeHrne JOKyMEHTOB BHYTPH €I IPOU3BOAUTCS B XPOHOJIOTMYECKOM
NOpSJIKE, NP KOTOPOM HanOosee paHHUE JOKYMEHTBHI paclojiarairoTcsi B Hadaje
nena.

[lonoxxenusi, mnpaBuna, HWHCTPYKIMM ©U T. I, YTBEPKICHHBIC
pacCHoOpSAUTENbHBIMUA  JOKYMEHTAMH, TPYNIUPYIOTCA BMECTE C YKa3aHHBIMU
JOKYMEHTAMM.

[Tpukasbl M0 OCHOBHOM AEATEILHOCTH (POPMUPYIOTCS OTNICIBHO OT IPUKA30B
0 KaJpoBbIM BoIpocaM (JIMYHOMY COCTaBy) (Ha3HauY€HUE, NEpPEMELIECHUE,
YBOJIbBHEHHE COTPY/THUKOB) U OT MPUKA30B 00 OTMyCKaX, KOMAaHIUPOBKAX U T.1I.

[IpoTokonbsl 3acemaHuii  KOJUICTHAIBHBIX OPraHoOB  0Opa30BaTEILHOM
OpraHU3alliy FPYNIUPYIOTCS B J€1a B XPOHOJOTUUECKOM MOPSAKE U [0 HOMEPaM B
npejenax KajieHAaapHoro roga. JOKyMEHThl K 3acelaHusIM YKa3aHHBIX OpPraHOB
CUCTEMATU3UPYIOTCS MO J1aTaM M HOMEpPAM IPOTOKOJIOB, a B Mpeenax TpyIIIbl
JIOKYMEHTOB, KOTOPBIE KACalOTCSl OJTHOTO MTPOTOKOJIA, - 10 TOBECTKE JIHSI 3aCEIaHUs.

[lepenncky crmenyeT rpynnupoBaTh B J€ja 3a MEepUoj KaJleHAApHOrO roja.
B nemo mepenucku momeniaroTcs BCE€ JOKYMEHTBI, BOSHUKIIHNE B XOJI€ PEIICHUs
BOIIpOCA. Ilepenncka CUCTEMATU3UPYETCS B XPOHOJIOTUYECKOMN
MOCJIEA0BATENBHOCTH; JOKYMEHT OTBET MIOMEIIAETCS 32 TOKYMEHTOM-3aIPOCOM.

Odopmiienue aeJ.

Jlena oOpa3zoBaTenbHON OpraHu3alyd ToajekaT O(OPMIICHHIO TMPU UX
3aBEJICHUH U 10 3aBEPIIECHUU TO/a.

Odopmiienne nena — IMOATOTOBKA Jeila K XPaHCHHWIO BKIIOYAeT B ceOs
KOMITJIEKC PaboT MO OMHUCAHUIO Jesia Ha 00I0KKe, TTOAMIUBKE, HyMEpaIluy JINCTOB U
COCTABJICHHIO  3aBepuTenbHOW Hammucu. OdopmiieHne 1e1  MpOBOAHUTCS
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pabOTHUKAMHU OpraHW3aIMi, B OO0S3aHHOCTH KOTOPHIX BXOJUT 3aBEJCHUE U
dbopMupoBaHue ned, TPU METOAMYECKOW TOMOIMM H TOJ KOHTPOJEM
OTBETCTBEHHOTO 32 apXHWB 00pa30BaTEIbHON OpraHU3aIIH.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHsI MTPOBOJUTCS IMOJHOEC WM YaCTUIHOE
o opMIICHHE JIE]I.

[TomHOMY OhOpMIIEHHIO MOAJIEKAT Jieia TOCTOSHHOTO, BPEMEHHOTO (CBBIIIIE
10 nmet) xpaHeHus (MO JUYHOMY COCTaBY, JIWYHBIC JIeJa YBOJECHHBIX paOOTHUKOB).
[TonHoe odopmieHHe nena mperycMaTpuBaeT:

o NOJIIMBKY WM TBEPABINA MEPEIUIET JeNa;

o HYMEPALMIO JIUCTOB B JIETIE;

o COCTABJICHHE JIMCTA-3aBEPUTEIIS;

o COCTaBJICHHE B OCOOBIX ciTydasix (IIpu 0(pOPMIIEHUH JIUYHBIX €T, IS
ydera 0co00 LIEHHBIX JOKYMEHTOB) BHYTPEHHEH ONUCH JOKYMEHTOB JIENa;

o BHECEHHE HEOOXOJMMBIX YTOUHEHHWA B PEKBU3UTHI OOJIOKKH Jena

(YTOLIHGHI/IC HAa3BaHUA HO,Z[paSIIGJ'IeHHSI, HMHACKCA U 3aroJioBKa A€jia, JaThl ACJIa U
ap.).

Hena BpemenHoro (o 10 jeT BKJIIOYMTENBHO) XpaHEHUA MOJJIEXAT
yacTUYHOMY oopmieHuto. Jlomyckaercs:

L4 XPaHUTb JC€JIa B CKOPOCHIMBATCIIAX

L4 HC MMPOBOJUTL NICPCCUCTEMATHU3AINIO TOKYMCHTOB B JICJIC,
L JIMCTHI CJIa HC HYMCPOBATDL,

[ ]

3aBCPUTCIIBHBIC HAAIIMCH HC COCTABJIATD.

JIOKyMEHTBI, TIOJITISKAIINE TTOJIHOMY O(OPMIICHHIO, MOIIMBAIOT HA YEThIPEe
MPOKOJIa B TBEPAYIO OOJOXKKY K3 KapTOHAa WM TEPEIUICTAIOTCS C  y4eToM
BO3MOYKHOCTH CBOOOJTHOTO UTE€HHUS TEKCTa BCEX JOKYMEHTOB, AT, BU3 U PE30TIOIUN
Ha HuX. [Ilpy NOAroToBKE M€l K MNOMAIIMBKE (MEPEIUIETY) METaNIMYEeCKue
CKperuieHus:  (CKOOBI,  CKpeNKH) W3  JOKyMEHTOB  yaamstorcsa. Jlema
MOCTOSTHHOTO XPaHEHHs, COCTOSIINE 13 He(hOPMATHBIX JOKYMEHTOB, XPaHATCS B
3aKPBITHIX TBEP/IbIX MAMKaX C TPEMs KJaraHaMU U C 3aBSI3KaMHU.

[Ipu HayMuum B Jiesie HEBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (TPYAOBBIX
KHWKEK W JIp.) OTH JOKYMEHTBHI BKJAQIbIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM
MOAIIMBAETCS B 3TO Aeo. [Ipy Hamuduu 60IbII0TO KOJUYECTBA TAKUX JIOKYMEHTOB
OHHM MOTYT U3bIMAThCS U3 JIeJ, U Ha HUX COCTAaBIISICTCS OT/ICJIbHAS OTIHUC.

B koHie kaxmaoro gena NOAIIMBAIOTCS 4YWCThIe OJlaHku GopMm s
3aBEPUTEIIbHONU HAIIHUCH.

B nensix oGecrieueHust COXpaHHOCTH U 3aKPETUICHUS TTOPSAKA PACTIONOKECHUS
JIOKYMEHTOB, BKJIIOUEHHBIX B JEJO, BCE JHUCThI, KPOME 3aBEpPUTEIIBHOIO,
HYMEpYyIOTCS apa0CKkuMu IdpaMu B MPaBOM BEPXHEM YIUIy, HE 3ajeBasi TEKCTa
JOKyMEHTa, MPOCTBIM TpadUyYECKUM  KapaHJAmIOM WM  HYMEpPaTOPOM.
YnorpebneHue 4YepHWUI M 1BETHBIX KapaHaamed s HyMepaluu JIMCTOB
3anpeniaeTcsi. BHyTpeHHsIS OMUCh UMEET CaMOCTOSITEIbHYIO HYMEPAILIHIO.
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JIUCTBI €M, COCTOSAIIMX U3 HECKOIBKUX TOMOB WJIM YacTEH, HyMEPYIOTCS IO
KaKJIOMY TOMY WJIM YaCTH OTJIEIBHO.

dotorpaduu, dYepTekKH, IUArpaMMbl U Jpyrue WIUIIOCTpAaTUBHbBIE U
crenupuyecKre JTOKYMEHTHI, MPE/ICTABISIONINE CAMOCTOSTEIbHBIN JIUCT B JIETE,
HYMEPYIOTCS HA 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

CI10EHHBIN JTUCT pa3BOPAYMBACTCS U HYMEPYETCS B IPABOM BEPXHEM YIILY.
[Ipu 3TOM nHcT mro06oro dhopmara, MOAMUTHIN 32 OJIUH Kpald, HyMEepyeTCsl KaK OJIuH
JIUCT; JIUCT, CIIOKEHHBIA M MOJUIMTHIA 32 CEPENHHY, NOMJEKHUT NEPEIINBKE WU
HYMEpPYETCS KaK OJINH JIHCT.

[logmmTeie B J€70 KOHBEPTHI C BIIOKEHUSIMU HYMEPYIOTCS; MPU 3TOM
BHayaje HyMEepyeTCcsl KOHBEPT, a 3aTEM OUYEPEIHBIM HOMEPOM KaKJ0€ BIIOKEHHUE B
KOHBEpTE.

[TogmmTeie B [A€JI0 AOKYMEHTBI C COOCTBEHHOM HyMmepaluend JHUCTOB
(BKJIIOUAsl TE€YaTHBIE W3JIaHWs) MOTYT HYMEpOBaThCS B OOIIEM MOPSAKE WIH
COXPaHATHh COOCTBEHHYIO HYMEpAIUIO, €CJIM OHAa COOTBETCTBYET MOPSIKOBOMY
PaCIIOJIOKEHUIO JIUCTOB B JIETIE.

B cnyuasx oOHapyskeHHsI OOJIBIIIOTO YMCIa OMIMOOK B HyMEpallud JHCTOB
Jiena B JIEJIONPOU3BOJACTBE IPOBOAUTCS UX NepeHymepanus. [Ipu nepenymepannn
JUCTOB CTapble HOMEpPA 3a4YEpPKHUBAIOTCS OJHOM HAKIOHHOW YEpTOM U PAIOM
CTAaBHUTCSI HOBBII HOMEDP JIMCTA; B KOHIE JEJIa COCTABIISIETCS HOBAsl 3aBEpUTEIIbHAS
HAJNUCh, MpPU ITOM CTapass 3aBEpUTENIbHAS HAJANUCHh 3a4YEPKHUBAETCS, HO
COXpaHsieTcs B JIeJe.

Jlist ydyera KoJMYecTBa JIUCTOB B Jiesie W (UKCAMM OCOOCHHOCTEH HX
HYMEPALIMK COCTABIISIETCA 3aBEpUTENIbHAS HAAMKUCH Aena. OHa COCTaBIIseTCs B Jielie
Ha OTJEJIBHOM JIMCTE — 3aBEPUTEIIE Jea. 3aBEpUTEIbHAS HAJITUCh COCTABIISIETCS 110
YCTaHOBJICHHOU popMme.

Bce nocnenyronme u3MEHEHUs! B COCTaBE U COCTOSIHUU Jiefa (MOBPEXKIACHUS,
3aMeHa MOJJIMHHBIX JOKYMEHTOB KOMHSIMU, IPUCOECIUHEHUE HOBBIX IOKYMEHTOB U
T. J.) OTMEYAIOTCA B 3aBEPUTEIHLHON HAAMKUCH CO CCHUIKOM Ha COOTBETCTBYIOIIUN
aKT.

OO6sokKa A€ MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jeT) XpaHeHus U 1o
JUYHOMY COCTaBY OpOpMIIIETCS MO YCTAaHOBIEHHOU (hopMme.

Ha o010%Ke 7ies1 MOCTOSSHHOTO XpaHEHHUsl BBEPXY MPEeayCcMaTpUBAETCs MECTO
JUTsl HAMMEHOBAHUS TOCYIApCTBEHHOIO apXKBa, B KOTOPBIM OHU OYIyT MepeaHsbl, a
TaK)Ke apXUBHOTO IK(pa B MPaBOM BEPXHEM U JIEBOM HUKHEM yIJlax.

[Ipu odopmnenun o0n0xku naen HauMmeHoBaHue [llkoinbl yka3biBaeTcs
MOJIHOCTBIO IO yCTaBy, B MMEHHUTEJIIbHOM MajeXe, COKpAllleHHOE Ha3BaHUE — B
CKOOKax.

OO0s3aTeNbHBIMU ~ PEKBU3UTAMU  OOJIOKKHM  JleJla  SIBJSIETCS  yKa3aHHe
KOJIMYECTBA JINCTOB B JE€JI€, KOTOPOE MPOCTABISECTCS HA OCHOBAHUHU 3aBEPUTEIbHON
HAJIIIMCH JieNa, U CPOKA XpaHEHUs Jielia (Ha JeaxX MOCTOSTHHOTO XPaHEeHUS! MUIIEeTCS:
«XpaHUTh TIOCTOSIHHO»), KOTOPBIM TIEPEHOCUTCS Ha OOJOXKKYy Jena U3
HOMEHKJIATypbI MIOCJIE CBEPKHU €0 10 CPOKAM XPaHEHUS B IIEPEUHE.

JUist ydyera JOKYMEHTOB OIPEAEIICHHBIX KaTerOpvil Jed IMOCTOSHHOTO H
BpeMeHHOTo (cBbime 10 s1eT) XpaHeHHsI, y4eT KOTOPBIX BBI3BIBACTCA CIIEHU(PUKOMN
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JAaHHOW OKYyMEHTaluu (JMYHBIE J1e71a, 0CO00 LEHHBIE), COCTABISAETCS BHYTPEHHSA
OIMCh TOKYMEHTOB J€JIa.

BHyTpeHHI0I0 0n1Cch HEOOX0JUMO TaKKe COCTABIIATH B JIEJIaX MOCTOSIHHOTO U
BpeMeHHOro (cBpimie 10 yeT) XxpaHeHus, COPMUPOBAHHBIX MO PA3HOBUAHOCTSIM
JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PAaCKpBIBAIOT KOHKPETHOE COAECpPIKaHUE
JIOKyMEHTOB.

BHyTpeHHSs OIUCh COCTABIIAETCA HA OTIAEIBHOM JINCTE IO YCTAaHOBJICHHOU
dbopme, KOTOpast COAECPIKUT CBEICHHUS O MOPSIKOBBIX HOMEpaxX JTOKYMEHTOB JeNIa, UX
MHJIEKCaX, JaTaxX, 3aroJIOBKax U HOMEpAax JMUCTOB €1, HA KOTOPBIX PACHOJIOKEH
KaXbIi JOKYMEHT.

K BHyTpeHHEN ommcu Jena COCTAaBISAETCS WTOrOBas 3alUCh, B KOTOPOU
yKa3bIBaeTCs Hu(ppaMu U MPONHUCHIO0 KOJMYECTBO BKIIOUYEHHBIX B HEE IOKYMEHTOB
Y KOJIMYECTBO JIMCTOB BHYTPEHHEN OIKCH.

BHyTpeHHss oONmMCh IOAIUCHIBACTCA €€ COCTABUTENIIEM C YKa3aHUEM
JOJKHOCTH, MOANKCH, paCIIM(pPOBKU MOANNUCH U HYMEPYETCS B 1€JI€ OTAEIIBHO.

10.XpaHeHne ¥ yHUYTOKEHHE JOKYMEHTOB.

JlokyMeHTBI (71e1a) ¢ MOMEHTa co3/laHus (MoTydeHus) uin GopMHUPOBAHUS
XPaHATCS B OPTaHHU3AINH JI0 TIEPEIaud ApXUBHOMY YUPEKICHHIO.

PykoBonuTens 00pa3oBaTenbHON OPraHU3AIMH U CHEIMATFHO HA3HAYECHHOE
U0 (Jivia) o0s3aHbl 00ECTEUUTh XPAaHEHHUE TOKYMEHTOB U JIE.

Jlema MOmKHBI XpaHUTHCS B BEPTUKAIIBHOM TOJIOKCHUH B IMIKadaxX, KOTOPhIC
3akpbIBatoTcs. Ha kopemkax 0070KeK Jen yKa3bIBaloTCs HoMepa Jiedl.

Brimaua nmen BoO BpeMEHHOE IMOJIb30BaHUE pa0OTHUKAM 00pa3oBaTeNbHOU
OpraHu3aliy OCYIIECTBIISIETCS C YCTHOTO Pa3peIIeHUs €r0 PyKOBOJIUTES, & IPYTUM
YUPEXKACHUSIM - C €r0 MUCbMEHHOTO pa3pernieHus. Ha BeganHOe 1710 cocTaBsieTcs
KapToyKa - 3aMEHHUTENb. B KapTouke yKa3bIBalOTCS HOMEp Jieja, 3arojoBOK Jiena,
JlaTa ero BhIJIavyH, JIUII0, KOTOPOMY JIEJIO BBIJIAHO, JaTa €r0 BO3BpaTa, MOITUCH JIUII,
KOTOPbIE BBIIAIN U IPUHSIIH JIETIO.

[IpenocTaBieHue 1e1 BO BpEMEHHOE MOJIb30BaHKE OCYILIECTBISIETCS He Ooee
YeM Ha OJIMH MECHIL.

W3baTHE MOKYMEHTOB W3 Jelia MOCTOSHHOTO XpaHEHHWs 3amperiaercsa. B
UCKITIOYUTENBHBIX CIIy4asX HW3bATHE JAOKYMEHTOB JIOMYCKAeTCA C pa3pelieHus
PYKOBOIUTENSI 00pa30BaTEIbHON OpraHM3AIMK C 005S3aTeIbHBIM OCTABICHHEM B
JIeJie 3aBePEHHBIX JTOJDKHBIM 00pa3oM KOTIHIA.

[Tocme okoHYaHMS CpOKa XpaHEHHS JOKYMEHTOB, KOTOpPbIE HE MOJJIeKaT
nepeaade  apXWBHBIM — YUPEKICHUSM, JOKYMEHTBI CITHCHIBAIOTCS KOMHUCCHEH
o0pa30BaTeNbHON OpraHW3alid 10 TPOBEICHUIO JKCIEPTU3BI  IIEHHOCTH
JIOKyMEHTOB, KOTOPYIO Ha3HAYaeT PyKOBOAMUTENb 00pa30BaTEeIbHON OpraHU3allnu.
Ha  cnucanHyro  JOKYMEHTAIMIO  DKCIEpPTHAs  KOMUCCHUS ~ COCTaBIISICT
COOTBETCTBYIOIIMM aKT.

CrmcanHas TOKyMEHTAIUSI YHUITOXKACTCS.
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HOMEHKJIATYPA JAEJI

MYHHMIUNAJIBLHOTO OI0KeTHOI0 00111e00pa30BaTEeIbLHOI0 YUpesKIeHUs

«Ikoaa-muei Ne 3 um. A.C. MakapeHK0» MyHUIIUNIAJBHOT0 00pPa30BaHUA

ropoackoii okpyr Cumgeponouas Pecnydsauxu Kpbim

Nunexc HaszBanue noxymenra Koin- | Cpok xpanenus [Ipumeuanue
nena BO
TOMOB
01. Kanueasipust
01.01 |YcraBHbIE JOKYMEHTHI U yCTaB [TocTosinHO
0011e00pa3oBaTeIbHON OpraHU3aIHH, (ct. 37a)
CBHIETENBCTBO O TOCYIaPCTBEHHON
perucTpanuu
01.02 | JIuuensus Ha 0011€00pPa30BATENBHYIO ITocTossHHO
JEeSTEIILHOCTD
01.03 |CsuaerenbctBO 00 akkpeauTaruu OO ITocTosuuaO
01.04 | JToroBop Ha IIpaBO OMEPATHBHOTO [TocTostHHO Ha rocxpanenue
YIPABJICHUS, TOKYMEHT Ha IIPaBo (ct. 1096) HE MepelanTcs
IOJIb30BAHUS 36MEIIbHBIM Y9aCTKOM
01.05 |IIpukxa3sl MuHucTepcTBa 00pa3oBaHus, Ha nepuon
Hayku 1 mosoaexu PK o pabore OO JEUCTBUSA
(ct.5)
01.06 | JloroBop ¢ yupenureiem [ToctosiHHO
01.07 |IIporpamma paszsutus OO (npu ITocTosiHHO
HE00X0IMMOCTH)
01.08 | ITpuka3ssl ynpaBieHUH 00pa30BaHUS Ha nepuon
MYHHULIUITIAJIBHBIX PAOHOB U TOPOACKUX neictus (cT. 5)
okpyroB o pabote OO
01.09 IIpuka3sl qupextopa OO Mo OCHOBHOU [TocTostHHO
JEATEIIbHOCTH U OCHOBAHHS K HUM (ct.17)
(MOITTMHHUKH )
01.10 | ITpoTokoJbl OOIIUX COOpaHMit [TocTostHHO
(xoH(pepeHIuit), 3aceqaHuil coBeTa (ct.17)
yupexeHus (Mpu HATUYIH)
01.11 | KomneKTUBHBIN 10TOBOP [TocTostHHO
(ct. 369)
01.12 |IIpaBuia BHYTPEHHETO TPYIOBOTO 1 ron [Tocne 3amensl
pacrnopsiika (ct. 1074) HOBBIMU
01.13 |KomriekroBaHue 1ronm TTocne 3amensl
HOBBIMU
01.14 |ITacmopt OO ITocTosiHHO
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01.15 |IIpmemocmaTo4HbIC aKThl, COCTABJICHHBIC [TocTostHHO B apxuB He
IIPU CMEHE PYKOBOJICTBA (ct. 61a) CHAI0TCS

01.16 |XXypHasl perucTpaiuy BXOIAIIEH U 3 roma
UCXOJAIIEH KOPPECTIOHIEHIIUN (ct. 1066)

01.17 |Howmenknatypa aenx OO Jlo 3ameHbI B rocapxus He

(cT. 95a) caaercs
01.18 |Xypnan peructpamuu nocerureneir OO [Tocne 3ameHbI
HOBBIMH

01.19 |AndaBuTHas KHUTA 3aITUCH 00YYAOIITUXCS 50 ner

01.20 |Kuura yuera GJIaHKOB aTTECTaTOB 00 10 ner
OCHOBHOM 00111eM 00pa30BaHUU W/WITH
CIIeLMAaJIbHBIN peecTp

01.21 | Kuwra ydera GJIaHKOB aTTECTaTOB 00 10 et
cpemHeM o01IeM 00pa3oBaHUU H/ITH
CHeIHAalIbHBIA peecTp

01.22 |Kaura peructpanyv BbIJaHHBIX 50 ner
JIOKYMEHTOB 00 OCHOBHOM 00111eM 9ct. 528a)
oOpa3zoBaHNH (M UX TyOJIUKATOB)

01.23 |KHura perucrpaiuy BbIIaHHBIX 50 ser
JIOKYMEHTOB O CPEAHEM OO0IIEM (cT. 528a)
oOpa3oBaHuH (M UX TyOJIIUKATOB)

01.24 |Kaura peructpanuv BbIJAaHHBIX Meaaien 50 ner
“3a ocoOble ycrexu B YYCHUH (ct. 528a)

01.25 |KHura peructpanyy BblJJaHHBIX CIIPABOK 00 50 ser
00yuYeHUH U UX AYOJUKATOB (MPU HATUYUHI
o0y4aromuxcs)

01.26 |Kawura yuera BbIIa4d MOXBAIBHBIX JINCTOB 50 ner
“3a OTIIMYHBIE YCIIEXU B YUEHUN

01.27 |Kawura yueTa BbIIa4H MOXBAIBHBIX TPAMOb 50 ner
“3a ocoOble ycrexy B U3y4eHUU OTAEIbHBIX
MpeAMETOB”

01.28 |VHBeHTapHbBIE OIMCH OCHOBHBIX CPE/CTB, 3 rona [Ipu ycnosun
CIIMYUTEIbHBIEC BEIOMOCTH U IPYTUE (cT. 323) 3aBEPLICHUS
MaTepHalibl 10 MHBEHTApHU3alluH, epenucKa peBU3Mii, B cirydae
0 OPTaHU3AIMOHHO-X 03 CTBEHHBIM BO3HHKHOBEHUS
BOIpOCaM CIIOPOB,

pa3HorIacui,
CJICZICTBEHHBIX U
CyneOHBIX J1eT —
COXPaHSIOTCS JI0
BBIHECCHHS
OKOHYaTeIbHOTO
pereHus

01.29 | IoKyMEeHTHI IO COBMECTHOM C 3 roma
MPaBOOXPAHUTEIHLHBIMU OPraHaMH padoTe C (ct. 415)

JIEeTbMH
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01.30 |Xypnan peructparuu oOpaliieHuii rpaxkaan 5 ner
01.31 |3asBnenus poauTtesne (TOATUHHUKH) 3 roma
01.32 |JIuunblie nena oOyJarOIIUXCS 3 roma OIIK (cr. I[To pemenuto
499) OIIK nHa
rOCXpaHeHue
oroupaercs 2-3%
JMYHBIX Jel
oOyJaromuxcs,
OKOHYHUBIINX
HIKOITY
01.33 | Xypnan npuema 3asBnenuii B OO [Tocne 3ameHsbI
HOBBIMU
01.34 | Kuura nBuxeHUs: 00y4yaroumxcs TTocne 3amensl
HOBBIMHU
01.35 |JlokanmbHBIE aKThI [Tocne 3ameHbI
HOBBIMHU
01.36 |KHura coBemanuii mpu TupPEKTOpe 12 ner [Tocne 3ameHbI
HOBBIMHU
01.37 | XKypnau Gecell ¢ yqaliuMUcCs U pOAUTEIIMU 3 roma TTocne 3amensl
HOBBIMHU
01.38 | CrmpaBku U mpUKa3bl O pe3yabTaTaM 5 ner [Tocne 3ameHbI
MIPOBEPKH HOBBIMHU
01.39 ®denepalibHbIE CTaHAAPTHI 00pa30BaHUs 3 roma ITocne 3amensl
HOBBIMHU
01.40 OO0 opraHN30BaHHOMOKOHYAHUH TOJIa U 1 rox
Hayasie yueOHOro roja
01.41 |doroBopsr [To cpoxy
JEUCTBUSA
01.42 | AHTHKOPPYIIIMOHHAS JIEATSIBHOCTh [TocTostHHO [Tocne 3amenbI
HOBBIMU
01.43 | Hdoxymentsl YO, UMI] [TocrostHHO [Tocne 3ameHbl
HOBBIMU
01.44 'Metoaudeckue peKOMEHIAINN TTocTosHO Tlocie 3amMeHBI
HOBBIMU
01.45 | IIpemmucaHus, MPOTECTHI, aKTHI [TocrosanHO [Tocne 3amenbl
HOBBIMU
01.46 HopmaTHBHBIC JOKYMEHTHI [TocTostHHO [Tocne 3amenbl
HOBBIMU
01.47 | XKypHan perucrpanuu CrpaBoK 1 ron
(moaTBepxkaAeHNE 00 00YISHUHN B IIKOIIE)
02. YueOHO-BOCIMTaTEeIbHAsI padoTa
02.01 |O6pa3zoBarenbHas nporpamma OO IToctosiHHO
(cT. 166a)
02.02 |Ilman paboThI Ha TOJ 12 ner




44

02.04 |Pacnucanue y4eOHBIX 3aHATUI 1ron
(ct. 802)
02.05 |IIpoTokosbl 3aceIaHnid MearorudecKoro 5 et
coeta OO U 1OKYMEHTBI K HUM
02.06 | CratucTuueckue OT4eThl 0 paboTe 5 ner
00111€00pa30BaTEIBLHOTO YUPEKIACHUS (ct. 293)
(¢popmer OLL-1, OLL-3, OLL-6,011I -9 3-
bx.)
02.07 |KnaccHbie )KypHAIIbI 5 ner ITocne
ISATHJICTHETO
XpaHEeHHUs U3
KypHaia
U3bIMAIOTCS
CTpaHHIIBI CO
CBOOOJHBIMU
JTAHHBIMA
yCIIEBa€MOCTH U
nepesoja
oOyJaromuxcs
JAHHOTO KJIacca.
CdopmupoBanHbie
Jierna 3a rojj
XpaHATCS He
MeHee 25 JeT.
02.08 |XKypnan ydyera nponymeHHbIX U 5 ner
3aMEIICHHBIX YPOKOB (ct. 396)
02.09 | XKypnan rpynns! OpoJUIEHHOTO JHS 5 ner
(bakynpTaTUBHO) (ct. 605)
02.10 |XKypHaubl 3JIEKTUBHBIX YU€OHBIX ITPEIMETOB 5 ner (ct. 605)
02.11 |XKypnansl yyeta pabOThI I1€1aroroB 5 ner
JOTIOTHUTEILHOTO 00pa30BaHMs (ct. 605)
02.12 | XKypHanbl UHIUBUAYAJIBHBIX Y4€OHBIX 5 ner
3aHATHI
02.13 | XKypHainsl yuyera BHEYpOUHOH EATEIHHOCTH 5 ner
02.14 | TIpOTOKOJBI pOJUTETHCKUX COOpaHHit Ha nepuon
JEUCTBUSA
02.15 |IIpoTOoKOIBI 3aceaHUN POAUTENIHCYOTO Ha nepuon
KOMUTETA JEUCTBUSA
02.16 | XypHan npoTOKOJIOB 3aceAaHUM Ha nepuon [Ipn Hanuuun
MOTIEYUTETHCKOTO COBETA JeHCTBUS
02.17 | XKypnan peructpanuu 3asBICHHI Ha nepuon Mo 3ameHbI
BBITYCKHUKOB 11 kitacca Ha ydactue B [TA JEUCTBUSA HOBBIMU

00y4aroIuXcsi, OCBOUBIINX OCHOBHBIE
0011e00pazoBaTebHbIC TPOTPAMMBI
CpeIHero o0IIero 3BeHa
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02.18 |XypHan peructpariu 3asBJICHUNA Jlo 3ameHbI
BBIIIYCKHMKOB 9 kjacca Ha yyactue B [ 1A HOBBIMH
00y4aroIuXxcsi, OCBOUBIINX OCHOBHbBIE
001eo0pa3oBaTesbHbIE TIPOTPAMMBI
OCHOBHOT0 00111er0 00pa3oBaHus

02.19 | XypHayi 03HaKOMJICHHS C Pe3yTbTaTaMH o 3ameHbI
EI'D BeimyckHukoB 11 kiaccos HOBBIMU

02.20 | XypHay 03HAaKOMIJICHHS C PE3yIbTaTaAMH o 3ameHbI
sk3aMeHOB [ 1A BbITyCKHUKOB 9 K1accoB HOBBIMHU

02.21 |Pabouwii )KypHal neiarora-rncuxoora Ha nepuon

IEUCTBUA

02.22 | XKypnHan KOHCYJIbTalU{ Tearora- Ha nepuon
rcuxoJjora JneicTBUsS

02.23 | XKypHan HHIUBUAYATBHBIX KOPPEKIIMOHHBIX Ha nepuon
y4eOHBIX 3aHATHH IEUCTBUA

02.24 | XKypnan conuansHoro nemarora OO Ha nepuon [Tpu nHanmuun

IEUCTBUA

02.25 | XypnHai yuera mpOBOJIUMBIX Ha nepuon [Tpu nanumuun
JIOTOTIETNYECKUX KOHCYIbTAIUil NneicTBUsS joromena

02.26 | XXypHau J0OroneIUIeCcKiX 3aHATHI Ha nepuon [Ipu nanumuun

JENCTBUA

02.27 | KHura cymMmMapHOTO y4eTa OMOIMOTEYHOTO [TocTosiHHO
donma

02.28 |HuBentapHas kHura 6udmmuorexu OO ITocTosiHHO

02.29 |XKypnan ydera KHUT, IPUHATHIX OT [ToctosiHHO
yuTaTee B3aMeH YTEPSHHbBIX

02.30 | Kuwra yuera 6ubmuoredHoro Gouaa ITocTrostHHO
IIKOJIbHBIX Y4€OHUKOB

02.31 |3asBieHHs 0 BHIOOPE POJHOTO SI3BIKA 5 ner

02.32 | YamoctoBepeHUs O MPOXOKACHUH KYPCOBOI 3 roga
MEPEnorOTOBKH

02.33 | Kuwura BIIK 5 ner

02.34 | ®OC nmnst mpoBeeHHUS A IMUHUCTPATHBHBIX 1 rox
pabot

02.35 |Marepuans [MA-11 (3asBnenns va NC-11, mo 01.10.
3asBneHus Ha EI'D, dopmer Cb-4, namsatku TEKYIIEro roja
JUTSL O3HAKOMJICHHS] )

02.36 |Marepuansl [MA-9 (3asBnenus na NC-9, 1o 01.10.
3asBiieHus Ha OI'D, dopmbr Chb-4, mamsaTku TEKYILETo rojia
U1 O3HAKOMJICHH )

02.37 | Aymumoszanucu MC-9 1o

01.03.cnenyromiero
rojaa

02.38 |IIporokomnsl pe3ynbratoB [TA-11 5 ner
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02.39 |IIporokomnsl pe3ynbratoB ['1A-9 5 ner
02.40 |Meroanueckue MpUKa3bl U CIIPABKU 5 ner
02.41 |Otuersl O MapasuIeIn B TEUCHHUE yUeOBbI
y4aIuxcs
napauieNu
02.42 | Otuets! yunreneii mo YV /| 5 ner
02.43 |Jloxymentst MAH 5 ner
02.44 | HoxymenTsl o padore ¢ nerbmu ¢ OB3 5 ner
02.45 | loxymenrtanus mo OPKCD 5 et
02.46 | Hoxymentanus o [10Y 5 ner
02.47 | doxymentauus no BH/I 5 mer
02.48 | JlokyMeHTBHI IO aHTUTEPPOPUCTHICCKON [TocTostHHO o 3ameHbI
3alUIIEHHOCTH HOBBIMH
02.49 | doxymentsl o ['O [TocTostHHO o 3ameHbI
HOBBIMH
02.50 | Hoxymentauus [IBP [TocrostHHO Jlo 3ameHbI
HOBBIMHU
02.51 |Camoananus 3 roma
02.52 | Otuer o BCOKO 5 ner
02.53 |Pabora MeTOoaIMYECKOr0 COBETA 5 jer
02.54 | Pabora LIMY [TocTosiHHO Jlo 3amMeHbI
HOBBIMU
02.55 |Terpanp nocemeHus: ypokoB 3 rona
02.56 |CmpaBku 1o UTOraM NpOBEPOK 5 ner
02.57 |Marepuainsl IeIarorn4eckKux COBETOB 3 rona
02.58 | Marepuansl kadheapbl GU3NIECKOM [TocTostHHO o 3ameHbI
KYJTbTYPBI HOBBIMHU
02.59 |Marepuans! kadeapsl OMOIOTUN, XUMUH, ITocTrosiHHO Jlo 3ameHbI
OBX HOBBIMU
02.60 |HMuxmo3uBHOE 00pa3oBaHKE [ToctosiHHO Jlo 3aMeHbI
HOBBIMHU
02.61 | Ilepermcka 1 rox
02.62 |MeponpusTusl, IIaHbl, OTYETHI 5 ner
02.63 |Hoxymentst MOH PK 5 ner
02.64 |IlonmoxeHHsl, IPOTPAMMBI [ToctosiHHO Mo 3ameHbI
HOBBIMH
02.65 |MyHununaipbHOE 3a7aHUE ITocTosguuo o 3ameHbI
HOBBIMH
02.66 |HopmaTuBHBIC JOKYMEHTBI [TocTostHHO o 3ameHbI

HOBBIMH
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02.67 |KauecTBO 3HaHMI1 [TocrostHHO Jlo 3ameHbI
HOBBIMH
03. Kagpsl

03.01 |IIpukassl gupextopa OO 1o TUIHOMY 75 ner
cocTaBy (OpUTHHAN) (ct. 196)

03.02 |Kuura npukazos gupektopa OO mo 75 ner
JUYHOMY COCTaBY (ct. 196)

03.03 | JIuunbie nena COTPYTHUKOB IIKOJIBI 75 ner

(cT. 498B)
03.04 | JIuunsie kaprouku (. T-2) 75 net

(ct. 504)
03.05 | oxymenTs o nepexoay Ha DTK Ha nepuon

IEUCTBUA

03.06 | TpymoBbIe KHMKKU Jlo BocTpeboBaHus

unu 50 net nocne
yXxoja ¢ paboThl
(cT. 524)
03.07 |Kaura yuera IBMKEHUS TPYIOBBIX KHUKEK [TocrosinHoO (cT.
U BKJIQJBIIIEH K HUM 526a)

03.08 |loKyMEHTHI IO aTTECTAIIH 75 net XpaHsTcs B
negaroruyeckux padotaukoB OO (ITnansl, (ct. 635) COCTaBe JIMYHOT'O
MPOTOKOJIBI, XapaKTEePUCTUKH U JIP.) nena

03.09 | ATTecranOHHBIN JIUCT 75 net XpaHuTCS B

COCTaBe JTMYHOTO
nena

03.10 |TpynoBble 1OTOBOPHI Xpa#nsrTcs B

COCTaBe JIMYHOTO
nena

03.11 | XypHaJ perucTpanuu TPYIOBBIX [TocTostHHO
JIOTOBOPOB

03.12 | JIoKyMEeHTHI IO TIEPCOHATHLHBIM JIAHHBIM Ha nepuon [Ipn Hanuuuu

JNENCTBUSA
03.13 | IIpodcranmapTsl Ha nepron [Tpu Ham9IIH
JENCTBUSA
03.14 | Axtel mpoBepok [1D [TocTostHHO
03.15 |IraTtHOE pacnucaHue 75 ner
04. Byxranarepus

04.01 |Tapu¢pukamoOHHBIE CIIUCKH 25 ner
nearorndeckux pabotaukos OY (ct. 391)

04.02 |TaGenu paboyero BpeMeHU 1 ron

(ct. 377)

04.03 |JlokyMeHTHI IO pachpeeIeHUI0 1 rox

CTUMYJIMPYIONIUX BBIIJIAT
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04.04 |Omnnara Tpyna [TocTostHHO
05. Xo3siicTBeHHAsA 4YaCTh
05.01 |/HBeHTapHBIC ONUCH, CIMYUTEIBHBIC 3 roma [Tpu 3aBepiieHun
BEJOMOCTH Y4eTa HMYILECTBa peBU3HH
00pa3oBaTEIBLHOTO YUPEKICHUS
05.02 |Knura yuyera X03sliiCTBEHHOT'O HMYILIECTBA U 3 roma [Ipu 3aBepuieHun
MaTepuasioB (ct. 1057) peBHU3UHU
05.03 | AkThI IpHEMa, CJAYU U CIUCAHUS 3 roma [Ipu 3aBepuieHn
HMYIIECTBA (ct. 1063) peBHU3UHU
05.04 | TexHuyeckue macrmopTa Ha MPUOOPHI U 10 ner [Ipu 3aBepuieHun
obopynoBaHue (cT. 1854) peBHU3UHU
05.05 |®unaHCcOBO — XO03sHICTBEHHAs [To mepe 3ameHbI
JeSITeIbHOCTD
06. OT u BXK/]]
06.01 'HopmaTuBHO- mPaBOBBIE JOKYMEHTHI 11O Ha nepuon
OXpaHe Tpyna JIEACTBUSA
06.02 | Bxopnsmias 1OKyMeHTalLIUS Ha nepuon
JIEACTBUSA
06.03 | IIpuka3sl 1o mKojIe (MCXOAAIIAs JOKYM.) 3 roma
06.04 | Huctpyxuu o OT, BXK/] 3r., 5 net, no mepe
HE00X0IMMOCTH
06.05 |AKkTHI H/C ¢ paOOTHUKAMH 45 ner [Toct MunTpyzna
aKThI Ne73 0124.10.02r.
45ner, q.6cT. 230 m g, 2
cr. 230.1 TK PO
mpod.-75 ner n.33I1ocr. Ipas.
P® Ne967 ot
15.12.2000r.
06.06 | ITpoTOKOIIBI, aKTHI 5 ner
06.07 |IlnanupoBaHHe pabOTHI 5 ner
06.08 |I[Ipenmucanus 3 roma
06.09 |OO6yuenue Sner
06.10 |HecuacTHble c1ydan ¢ 00YIarOIUMHUCS 45 net(y4.), 45 9. 6 cT. 230, 4. 2
net(mpous.) ct. 230.1 TK PO
06.11 | DaekTpobe3omacHOCTH (1 rp. moITycKa) Jlo MuUHOBaHWMS
CpOKa HaOOHOCTH
06.12 |HWudopmanms o0 BBHITIOTHEHUN 5 ner
06.13 | IMTacmopTa (aHTUTEPPOPUCTHUCCKHIA, MTOCTOSTHHO
KOMILJIEKCHON 6e301acHOCTH, 0€30MacHOCTH
JIOPOKHOTO JIBUYKEHUS)
06.14 | KomneKkTUBHBIN 10TOBOP, COTJIAIIICHHUS 110 Jlo MuHOBaHUS
OT CpoKa HaJIOOHOCTH
06.15 | CroeuuanbHas OIleHKA padOYUX MECT 45 ner



http://www.consultant.ru/document/cons_doc_LAW_330790/9e383bd8f67c254bb4a69cd85c6c735630d309d5/#dst102426
http://www.consultant.ru/document/cons_doc_LAW_330790/7a060460d6a84ea979a7c51a6e7e9e1ffcb53424/#dst1660
http://www.consultant.ru/document/cons_doc_LAW_330790/7a060460d6a84ea979a7c51a6e7e9e1ffcb53424/#dst1660
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06.16 | lomxHOCTHBIE 00s13aHHOCTH 110 OT Ha nepuon
JEACTBUSA
06.17 |IIporpamMMbl HHCTPYKTaXKEH 5 ner
06.18 |I[lonmoxxeHwus 5 ner
06.19 |Jlomosrenwue K TpyaoBomy goroopy (OT)
06.20 |XKypHan perucTpany HHCTPYKTaXKEH Ha nepuon
00yJaroImuxcs JeHCTBUS
06.21 |XKypHaibl perucTpaluy HHCTPYKTaKeH Ha nepuon
o0yJaroIuXxcs Ha 3aHATUSIX MO IPeMeTaM JeHCTBUS
(pusuka, Ononorus, Xxumusi, ”HPOPMATHKA,
(bU3KyIbTYpa, TEXHOJIOTHS)
06.22 | XKypHan HHCTpYKTa)ka COMPOBOKAAIOIINX Ha nepuon
[P OPTaHU3AIUH TYPUCTUYCCKHUX, JeHCTBUS
CTIIOPTUBHBIX M JPYTUX BHEKIACCHBIX
MEpOIPUITHI
06.23 | XKypnan ydera BbIIa4Yd HHCTPYKIHH 1O Ha nepuon
0€30MacHOCTH 151 00YYarOIIUXCS JeHCTBUS
06.24 | XXypHas perucTpanuy HECYACTHBIX CIIydacB o 3ameHbI
C 00y4arOUMMHUCS HOBBIMH
06.25 | XXypHas perucTpanuv BBOIHOTO o 3ameHbI
WHCTPYKTaXa il COTPYAHUKOB HOBBIMH
06.26 |XKypnan ydyera npoBeeHHs 3aHATUH 110 Jlo 3ameHbI
TrpaKJIaHCKONW 000pOHE HOBBIMHU
06.27 | XKypHan MHCTpyKTaXka 110 Jlo 3ameHbI
AHTUTEPPOPUCTUICCKON 3aIUIIEHHOCTH U HOBBIMHU
rpakJaHCKOi 000poHe
06.28 | XKypHas yuera HHCTPYKTaXKeH IO IMOKAPHOM o 3ameHbI
6e30macHOCTH
06.29 | XypHas yuera OrHETYIIUTENEH o 3ameHbI
HOBBIMH
06.30 | XypHay yuera IEpBHYHBIX CPEJICTB Ha nepuon
MOKapOTYIIEHUS necTBus
06.31 | XXypHay perucTpanuy HHCTPYKTaxa Ha o 3ameHbI
pabouem mecTe HOBBIMU
06.32 | XKypHay yuera HHCTPYKITHI 110 OXpaHe o 3ameHbI
Tpyaa HOBBIMHU
06.33 | XKXypHaJIBI TPEXCTYIICHYATOTO KOHTPOJIS 32 Ha nepron
COCTOSIHUEM OXpaHbI TpyJa JecTBUS
06.34 | XKypnan 00mECTBEHHOTO0 KOHTPOJIS 110 Ha mepron
OXpaHe Tpyzaa necTBus
06.35 | XKypHas yuera TpaBMaTHU3Ma COTPYTHUKOB Jlo 3aMeHbI
HOBBIMHU
06.36 | XKypHas peructpanuu pe3yabTaToB Ha nepuon
WCTIBITAHUHN CIIOPTUBHOTO MHBEHTAPS, JEUCTBUSA
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000pyIOBaHUs U BEHTHIIALIMOHHBIX
YCTPOMCTB

06.37 |bpakepaxHblii )KypHaI Ha nepuon
JIEUCTBUSA
07. buémorexka
07.01 | doxymeHTapHOe oOecrieueHue MTOCTOSIHHO
07.02 |ILman paboThl OMOIMOTEKH 5 ner
VYueTrHas JOKyMEHTALMA:
07.03 |/uBeHTapHas KHHUTA; MOCTOSTHHO
Knura cymmapHoro ydera OMOIMOTEYHOTO 710 JINKBHUJIAIIAN
¢donna (yueOHOI 1 XyT05KeCTBEHHOM OnOINOTEKHU
JIUTEPATYypPHI);
Haknannesie; 3 roma
AndaBUTHBIN KaTajor; MMOCTOSIHHO
Kaproteka ydera HETpaUIIMOHHBIX 710 JTUKBUJAITNH MOTYT OBITh
HOcHTeNeH nHpOpMaIWH; OnbIMoTeKN YHUYTOKEHBI
MoCIie CIUCAHUS C
WHBEHTAPs
Terpaab O€3MHBEHTAPHOIO yueTa 5 ner
nuTepaTypsl (OpoutopHbIit GoH);
Kypnai ydera n3ganuil, He IMOUISKAIUX IIOCTOSIHHO
3aIllMCH B NHBEHTAPHYIO KHUTY;
07.04 | [lokyMeHTHI yueTa U KOHTPOJISI y4eOHOTO MTOCTOSIHHO
donma
XKypnan BeIgaun y4eOHHUKOB 3 roma
KaproTeka yueOHUKOB 710 JIMKBUJIALIMN MOT'YT OBITh
O6ubIMoTeKu YHUUTOKEHBI
10CJI€ CIIMCAHUS C
WHBEHTAPS
07.05 |/IneBHMK paOOTHI IKOJBLHON OMOINOTEKH 3 rona
07.06 |Kaproreka GpopmynsipoB dntaTeneit 1 ron nociie
MO3BpAICHUS
KHHT T10 TAHHOMY
dopmymsipy
07.07 | JokymeHTHI (OTYETHI, HHPOPMAIIHS, MOCTOSIHHO
JIaHHBIE), IPEeI0CTaBIsIEMbIE IO 3aIIpocam
OpTaHOB YIPaBJICHUS
07.08 |Oxpana Tpyna 5 ner
08. MennumuHCcKast 4acTh
08.01 'MenmunuHckue (aMOyITaTOpPHBIE) KapThI 5 ner [Tocite BBIOBITHS
o0yJaromuxcs (ct. 7035) u3 OO
08.02 |JloxyMeHTHI (TJIaHBI, CIIPABKU, KAPTOYKH, 3 roma
CIHMCKH, TpapHKH, IEPENUCKa U Jp.) O (ct. 691)
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HNEePUOANYECKUX MEITUIIMHCKIX OCMOTpax
MPUBHUBKAX 00YJarOIIUXCS

08.03 |XXypHan peructparii MEAUITUHCKON Ha nepuon
IMOMOIIHY, OKa3BaEMOM BO BpEMsI JEACTBUSA
00pa3oBaTeNLHOTO TpoIiecca

08.04 | XypnHai yuera MEIUKaAMEHTOB B alTCUKE
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