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1. Ob6mme nosrokenns.

Meroauueckue pexomermammy (manee — PexoMeHmanuu) 1o BemeHHIO NeI0BO JOKYMEHTAI[HHA B
TOCYNapCTBCHHEIX W MYHHIMIAIBHBIX JOIIKOIBHEIX 06pa30BATENbHBIX 1 001eo6pazoBaTebHEIX
oprammsanusx Pecny6mukw Kpem (mamee — obpasoBaTenbHEIE OpraHM3aIyH) paspaboTadsl B
COOTBETCTBHM CO CIIEYIOIIMMH HOPMATHUBHBIME JI0OKYMEHTAMH:

- Deepanbrsii sakon ot 29.12.2012 r. Ne 273-03 «O6 obpasoBanuu B Poccuifckoit
Deneparumy;

- DenepanbHbIif 3aK0H 0T 27.07.2006 r. Nol152-®3 «O NEPCOHATBHEIX JJAHHEBIX);

- 3akon Pecrry6mxu Kpem ot 06.07.2015 . Ne 131-3PK/2015 «O6 obpazoBanuu B
Pecny6mixe Kpemy;

- npukas OeneparsHOTO areHTCTBA 110 TEXHHICCKOMY PeryJIMPOBAHHUIO X METPOJIOTHH -
MunncTepcTBa NPOMBIIIIEHHOCTH | Toproi# Poccuitckoit ®enepammu ot 08.12.2016 r. No2004-.
cr «O6 yTBepKIEHHH HALHOHAIEHOTO cranpapra Poccmiickoit @eneparumy:

- npuka3 denepansHOro areHTCTRA 10 TCXHUYECKOMY PETYJIHPOBAHHUIO M METPOJIOTHHE
Munncrepcrea [IPOMBIIIIICHHOCTH U TOProBim Poccuiickoit Denepanuu ot 14.05.2018 . No 244-cr
«O0 yTBepIKIEHHN H3MEHEHHS K HarMOHAPHOMY CTaH#apTy Poccuiickoit ®eneparumy;

- npukas DenepanbHOrO apxuBHOTO aretctBa or 20.12.2019 r. Ne236 «06
YTBCPXKICHUH IIepeynsl THIOBBIX yTpaBieHYecKmx APXUBHBIX JIOKYMCHTOB, 00Da3yHOIIHXCS B
TIpOLecce  NEeATENBHOCTH TOCYAaPCTBEHHBIX OpPraHOB, OpPTaHOB MECTHOTO CaMOYNpaBleHHS H
OpraHM3aIHH, C yKa3aHHEeM CPOKOB HX XpaHEeHHNY;

- npukas Munmcrepersa npocsemenns CCCP ot 30.12.1980 r. Ne 176 «O BBenennn
B neiicteue Ilepeuns noxymeHToB co Cpoxamu XpaHeHHss MuHHCTepCTBa mpocBerneHus CCCP,
OPTaHOB, YUPEXNERUH, OPraHu3aIii CHCTEMBI IPOCBEMEHHS).

Pexomennanuu ycramasmmeator obmue TpeOOBaHMA K BENCHHIO HEJIOBOM JOKYMEHTAIlWH B
00pasoBaTeIBHBIX OPraHM3aAIHIX Pecriy6miku Kpeim.

[Ipumenenne Pexomenmaumit mosmiHo CII0COOCTBOBATE  (hOPMHPOBAHIIO odunHamLEHO-
ACIIOBOTO CTHIIL NOKYMEHTOB, COKDAILIEHHIO 3aTpar TPyAa H CPEACTB B IPOLECCE CO3MaHus
JOKYMEHTOB.

Pexomernammu pacnpocrpanstores na OprafHu3anuio paboTEl ¢ TOKYMEHTAME HE3ABHCHMO OT
BHIIa HOCHTCIIA, B TOM YHCIE 3JIEKTPOHHBIMH JMOKYMEHTaMH, BKITIOYAs IIOATOTOBKY, 00paboTKy,
XPaHCHHE M HCNOTL30BAHHE TOKYMEHTOB, OCYLIECTBIISEMEIX C [IpPAMEHEeHUEM HHGbOPMAMOHHEIX
TEXHOJIOT Ui,

Ocobenroctr paGotTs ¢ AOKYMEHTAMH, CONEPIKAIEMY KOH(HACHIHATBHYIO HHOOPMAIHIO
(cmyxebnylo u wHyro TaliHy, NepCOHaNbHBIE IAHHEIE), PEryIupyloTCs ClenHaTbHBIMA
HOpMATHBHBIME ~ aKTAMM  (MHCTDYKIIHSIMH, HOJIOKCHAAMH, —[PaBHJIAMH), YTBEPXKIAEMBIMH
pykoBonurenem o6pasoBarebHOM OpraHm3aIuy.

OtBetctBenHOCTS 32 Oprammsammio u COCTOAHME INEIONPOM3BOACTBA B 06pa30BaTENBHOMN
OpraHu3alyy HeCeT PYKOBOIHTEh, KOTOP%I';I:
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- Ha OCHOBaHHH PexoMeHmaim# paspabareisaer u yTBepikaaer HHcTpyxmmio 1o

JICNOTIPOU3BOICTBY ¥ HOMEHKIIATYPY Jiel 00pa3soBaTelbHOM OpraHu3aliy;

- KOHTpoNmpyeT cobironenne TpeOOBaHMA YTBEPXKICHHOH B 00pa30oBaTeNbHON OpraHH3anum
WHCTPYKIHHE 110 BEASHUIO JEI0BOM MOKYMEHTallIH;

- IPOBOZIUT IPOBEPKY COCTOSHUS N0 POU3BOJICTRA;

- obecreunBaeT METONHYECKOE DPYKOBOICTBO, MHCTPYKT&XK M KOHTPOJbL 3a COOIIOJACHHEM
YCTaHOBJIEHHOTO TOpsi/ika paboThI ¢ JOKyMEHTAMU;

- HHUITHEPYET TIOBBINEHNE KBATH(pHUKaHK pabOTHUKOB 110 BOIIPOCAM JIETIOTIPOM3BOICTBA;

- YZIOCTOBEPAET MOJIHCEHIO ¥ NI€YaThIO TOKYMEHTEI.

HenocpeIcTBEHHO BEET ACIONPOU3BOACTBO B 00pa3soBaTeNbHON OpPraHM3alliM CEKpeTaphb
v (WI¥) OTBeTCTBEHHBI 3a BeJeHHE [ENONPOM3BONCTBA (najee — CeKpeTaps), KOTOPBIA
Ha3HAYAETCs IIPUKA30M PYKOBOAHUTENS 00pa30BaTEIbHON OPraHU3alMy.

CexpeTapb B COOTBETCTBHH C BO3JIOIKEHHBIMH Ha HErO 3aJadaMHu:

- OCYIIECTBISAET PETUCTPALIHIO U YUET JOKYMEHTOB;

- OpraHu3yeT JOKyMeHT0060poT, HOpMUPOBAHHE 1€, HX XPAHCHHUE,

- OCYIIECTBIET TEKYIMHil KOHTPOJIE 32 CBOEBPEMEHHBIM PACCMOTPEHHEM M IPOXOIKICHHEM
IOKYMEHTOB 00pa30BaTENIbHOM OpraHu3aliu;

- obecrmeurBaeT COOMIONEHME ENHHBIX TpeOOBAaHMM IO IIOATOTOBKE MJOKYMEHTOB H
OpraHM3amuy paboThl ¢ HUME B YC/IOBUSX 5/IEKTPOHHOTO JIOKyMEHTO000pOTa;

- 0606maeT nHdoOpMaIio 00 06bEMax JOKYMEHTO000POTA;

- opraru3yet GOpMUPOBAHKE U XPAHEHHE TOKYMEHTAIIMOHHOTO (OH/IA H €r0 HCTIOTB30BaHNE.

OGpasoBaTeNbHAs OPraHU3alys BIpaBe NPHMEHATh B CBOEH NEATENBHOCTH JJIEKTPOHHBIA
JOKYMEHTOOBOPOT, KOTOPBIA TIPelyCMAaTPHBAET CO3JaHHE, IOJNHMCAHME, WCIONb30BAHAC M
XpaHEeHHE [OKYMEHTOB, CBS3aHHBIX C JEATCNBHOCTBIO 00pasoBaTeNbHOHM —OpTaHU3aluy, B
JIIeKTPOHHOM Bume 0e3 nyOimpoBanms Ha OymakHOM HOcHTene. Pemerue O BBEACHHH
5TeKTPOHHOTO  JOKYMEHTOOOOpOoTa H  HOPANOK  €r0  OCYIIECTBICHHS — YTBEPKAAIOTCA
06pazoBareIbHOM OpraHu3aluel 0 COrNIACOBAHHUIO C €€ YIPEIUTENEM.

Best jenoRasi JOKYMEHTAIMsl XPAHATCS B CHENMANbHO 000pYZOBAaHHBIX IOMEIIEHHAX,
mxadax um ceiiax ¢ cobmoaenueM Tpebopanmii OenepasbHOrO 3aK0HA Poccuiickoiit ®eneparuu
o1 27.07.2006 r. Ne 152-®@3 «O nepCoHaNbHBIX JaHHBIX).

PaboTars ¢ JOKYMEHTaMHU BHE CITy)KeOHBIX IIOMEIIEHNH 3apeIacTCs.

2. JlokyMeHTbI 00pa3oBaTe/bHOI OPraHn3alHi.

PyKOBOIMTENE 06Pa30BaTENbHON OpraHH3alliy MK JIUILI0, HCTIONHSIONIEE er0 00s43aHHOCTH,
W3aeT TPUKA3bl, HMHCTPYKUMH, [PABHIA, IIONOKEHHS, OOs3areNbHBIC JUI1 MCIOIHEHHMS
BCEMUPAOOTHUKAMH.

Xoz 06CyKIEHHS BOIPOCOB Ha 3aCe/laHMsAX KOJUIeTHAIBHEIX OPraHoB, COBETOB, COOpaHMsIX,
COBEINAHMAX | PEelIeHus, IPHHEMAaeMble Ha HHX, QHKCUPYIOTCS B IPOTOKOMIAX.

Jlns ocylIecTBICHHS OIEPATUBHBIX CBA3CH C APYTMMH OpraHu3alMsMH U IpaxIaHaMH
HCIIOJIB3YFOTCS Takue (GOpMBL, KaK IHCEMA, HaKCH], TEIErPaMMEL, TIC(hOHOrPaMMBL.

Jlns oCyIEeCTBIIEHUsI TpUeMa, YBOJNbLHEHHUS, NepeMemeHus pabOTHUKOB, MPEeIOCTaBICHUS
AM OTIYCKOB OGOPMIIAIOTCA TPYJIOBBIE JOrOBODLI, HPUKa3kl MO JIAYHOMY COCTaBy, 3asBJICHHH,
TPYZAOBbIE KHIDKKH, JIMYHBIEC KAPTOYKH H JIp. .

VuebHo-negaroruueckasi J0KyMeHTALHS.

Vuebnas JOKyMeHTAlHsd — OJTO KOJIMYECTBEHHAs M Ka4eCTBEHHAs XapaKTePUCTUKH
cocTosgHMs yueOHOM, METOMHIECKOH 1 BOCIUTATENBHOH paboThl 00pa3oBaTeNbHOM OpPraHU3allkHy.

ITegaroruyeckre pabOTHUKY [IPH pealA3allid OCHOBHBIX 00Ie00pa3oBareIbHEIX IPOTpaMM
OCYIIECTBIAIOT TOATOTOBKY Clemyromeif AoKyMeHTanuu (prka3 MUHHCTEPCTBA IPOCBEMIEHHMS
Poccuiickoit @enmepanum ot 21.07.2022 . Ne 582 «O0 yTBepICHHH NEPEIHSA AOKYMEHTAIMH,
MOJrOTOBKA KOTOPO#l OCYINECTBISIGFCS —IIEJAarormdecKuMy paboTHHKaMH IPH  pPealu3aluy
OCHOBHEIX 00111€00pa30BaTeIbHBIX IPOrpaMm»):

- pabouasi mporpamMma y4eGHOrO mpeaMeTa, ydeOHOTO Kypca (B TOM 4YHCIE BHEYPOUHOH
IEATEBHOCTH), Y4eOHOTO MOIYIIS;



- JKypHaJI y4eTa yCIeBaeMOCTH; _
-)KypHAJI BHEYPOYHOH! MEATETbHOCTH (U MEJarorudeCKuX pabOTHHKOB, OCYINECTBILIOMIHX
BHEYPOUHYIO AeATEIbHOCTD);
- IUIaH BOCIIHTATENHbHON paGoTHl (HJs IHMEZAaroruueckuX pabOTHHKOB, OCYIIECTBIIIOMIMX
(yHKIHE KITACCHOTO PYKOBOIHTES);
- XapaKTepucTHKa Ha obydaromerocs (I1o 3armpocy).
[IIkoMbHEIE JOKYMEHTHI HO/DKHEI O(OPMILITHCS CBOEBPEMEHHO, YETKO, pasbopumBo, Oe3
TOIHCTOK, TOMapOK, BEI3BIBAOIMX COMHEHHE B IIPABAILHOCTH BHECEHHEBIX, JaHHBIX.
3anucu B JOKyMEHTaX JOJDKHBI IIPOU3BOIUTHCS [IAPUKOBOM PYUKOM YEPHOTIO I[BETA.
Ommbka, JONMyIIeHHas B TEKCTe WM HUQPOBBIX [aHHBIX MNOKYMEHTA, HCIIPABIACTCA
caemyiomuM 06pasom: OImHOOYHEIE CIOBA MIH HUGPH! 3a9ePKUBAFOTCS TaK, YTOOBI MOXKHO OBLIO
IPOYECTh 3a4EPKHYTOE, 4 CBEPXY, THOO0 psimoM, THOO Ha MOJISX MUITYTCS YTOYHEHHBIE NlaHHble. Bee
BHECCHHBIE WCIIPABICHUS JOJKHBI OBITH OTOBOPEHBI M 3aBEPEHBI IOAIHMCIMH JIHI, 0QOPMHBIIHX
IOKYMEHT. 3a [OCTOBEPHOCTH CBEICHMH, CONEp)KaIlUXCs B HIOKYMEHTaX, HaUIeXallee Hx
odopmiieHUEe HECYT OTBETCTBEHHOCTE NODKHOCTHEIE JIMIIA, IIOANKCABIINE TOKYMEHT.
B cocraB 1oKyMeHTOB 00pa30BaTeIbHON OpraHH3aliy BXOIAT:
Oprasn3anuoHHEIE T0KYMEHTE,
-yCTaB OpTraHU3allMH;
- IOTOBOP C YUPEIUTEIIEM;
- TIOJIOKEHUS O Mopas/ieNieHusX (pU HaJTHUUK);
- IPaBOYCTAHAB/IMBAIOIHE TOKYMEHTHI;
- IOJKHOCTHBIE HHCTPYKIIUM COTPYHHUKOB;
- KOJUIEKTUBHBIN JI0rOBOD;
- IITATHOE pacHHUCaHUE;
- IpaBHUJIa BHYTPEHHETO TPYIOBOTO PACIIOpAAKa K JIP.
PacnopsiauTenbHbIe JOKYMEHTHIL: e
- IIPHKAa3kI;
- PaCTIOPSHKEHUS;
- UHCTPYKIMH U OP.
WudopmannoHHO-CIIpaBOYHEIE JOKYMEHTEI:
- IPOTOKOJIBL;
- TIJIaHBI;
- OTYETHI;
- CIIPaBKH U JIp.

Bee xHuru u oxypHambl, KOTOpBIE BEOyTCS B 00pasoBaTeNbHBIX OpraHH3aluiAX Ha
OyMaKHEIX ~ HOCHTENSX, TOCTPAHMYHO  MPOHYMEPOBHIBAIOTCS,  IPONIHYPOBHIBAIOTCS M
HOJNMCHIBAIOTCA pyKoBoAMTeNneM. [[oAmHCE pyKOBOIUTE 3aBEepAETCS I1eUaThi0 00pa3oBaTenbHON
OpraHu3aIHH.

3. IIpaBuaa oopmiIeHHS TOKYMEHTOB

OcHoBHBIE TpeOOBaAHNSA 110 0OPMIIECHHIO JOKYMEHTOB.

JIOKyMEHTBl MOTYT CO37aBaThCsi Ha OyMa)KHOM HOCHUTENE M BOINEKTPOHHOH (dopme ¢
coOmoeHIeM YCTaHOBICHHBIX IPaBUil 0QOPMIICHHS TOKYMEHTOB. -

Ipu cozpanuy moxymeHTa Ha JBYX U 6ojee cTpaHHIax BTOPYIO U TIOCIEIYIOMINe CTPAHMIIEI
HYMEDYIOT.

Honyckaerca co3ganHe AOKYMEHTOB Ha JIHLEBOH M 00OpOTHOH cTopoHax jumcra. Ilpu
JIBYCTOPOHHEM CO3JaHUHU JOKYMEHTOB LIMPUHA JIEBOrO MOJIA HA JIUIIEBOH CTOPOHE JIMCTA U TIPABOTO
TI0J1s1 Ha 000OPOTHOM CTOPOHE JIMCTA JI0JDKHBI OBITh PABHBL.

[IpennoyTHTENbHBIMA TApHUTYPaMK U pasMepaMi IIpH(TOB M1 PEKBH3UTOB JOKyMEHTa
apisroTes Nel2,13,14.

Ilpu cocraBnenun TabiIuI] OMYyGKACTCA UCIIOIb30BaHKE MPUDTOB MEHBIIHNX Pa3MEpPOB.

AG3arHbli 0OTCTYT TeKCcTa JOKyMeHTa — 1,25 M.

3aroJOBKH pa3fenoB M MOApPa3leNioB IedaraoTcs ¢ ab3alHbIM OTCTYIIOM HIH
LEHTPHPYIOTCA 110 IIAPHUHE TEKCTa.
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MHOroCTpOYHBIE PEKBU3HTEI [I€YaTAI0TCs Yepe3 OMMH MEIKCTPOYHBIH HHTEPBAJ, COCTABHEIC
YaCTH PEKBU3UTOB OTHEIAIOTCA JTOTIOIHUTEIBHEIM HHTEPBATIOM.

Texcr moxymenra nedaraercs depes 1-1,5 MeIKCTPOUHBIX HHTEPBATIA.

Wureppan Mexy GyKBaMy B CIOBaX — OOBIMHBIA.

MHTepBan MexLy ClIOBaMK — OJUH IpoGet.

TexcT NOKyMEHTa BBIDABHHBAETCS N0 IIMPHHE JUCTa (M0 IpaHMIaM JIEBOrO ¥ IpaBoro
noJiei JOKyMEHTa).

HopMaTMBHBIMH aKTaMH OpraHM3ali¥ MOXeT OBITh TIPEIyCMOTPEHO BBIACICHHE
DEKBH3UTOB «ampecary, «3aroIOBOK K TEKCTY» MM «IIOANKCH), & TaKKe OTHENBHBIX (PPArMEHTOB
TEKCTA [OJIY)KUPHBIM MIPHQTOM.

TexcT HOKyMEHTa JO0JDKEH OBITH M3JIOKEH KpaTko, IPAMOTHO, MOHATHO H 00BEKTHBHO, 0€3
TOBTOPEHHH ¥ yrmoTpeGIeHus clIoB U 0OOpPOTOB, KOTOPHIE HE HECYT CMBICIIOBOM HAarpy3k#, U
JOJDKEH KacaThcsd TOIO BOMPOCA, KOTOPHIH CHOPMYIMpOBAH B 3arONOBKE K TEKCTY. Texcr
noKyMeHTa O(OpPMISETCss B BUJE CIUIOMIHOTO CBA3HOTO TEKCTa WM TaOIHIBl, WM IYTeM
codeTaHus ITHX GOPM.

TeKcThI COMKHBIX H GONBITAX O 00BEMY TOKYMEHTOB (TOKJIA/IEL, OTYETHI | T./1.) AENATCS Ha
pasfienbl, TOAPA3feNsl, MYHKTHL, TMOANYHKTBL IIYHKTBI X IONMYHKTBI B TEKCTC HyMEpYIOTCA
apabckumMu Edpamu ¢ TOYKOM.

ITpumep:

1.

1.1.

2

2.1.

JIOKYMEHTEI, Kak IpaBuino, odopmiiroTcs Ha OnaHkax 06pasoBaTelbHOH OpraHM3alliy,
HMEIOT yCTAHOBIEHHBIH KOMILIEKC OOS3aTENBHBIX PEKBHSHTOB M CTAOMIBHEIM TOPANOK HX
DACIIONIOKEHUSL.

Brankw KaXaoro BHAA HM3rOTABIMBAIOTCS HA OCHOBE YIJIOBOIO MIH  IIPOJOIBHOTO
pa3MEIIeHNs PEKBU3UTOB.

PeKBU3HUTHI 3aroIOBKA Pa3MEIIaioTCsa LEHTPHPYEMBIM (Ha4alo W KOHel KaIOH CTPOKH
DEKBH3HTA PABHO YATEHbI OT TPAHHL 30HBI PACIONOKEHHS PEKBU3UTOB) I YIIOBBIM (xaxmas
CTPOKa PEeKBH3HTA HAYMHAETCS OT JIEBOI [PAHHMIIBI 30HEI PACTIOIOXKEHHS PEKBH3HTOB) criocoOoM.

U1t B3rOTOBICHAA 6IaHKOB HCIONB3YIOTCS THCTE Gymaru Gopmara A4 (210 x 297 mm) u A5
(210 x 148 MHIIIAEMETPOB). ;

Kakiplii TCT JOKyMeHTa, oOpMIIEHHBI Kak Ha OnaHke, Tak u Oe3 HEro, JAOJDKCH MMETh
0TI HE MEHEE, MM:

nesoe — 20;

npasoe — 10;

BepxHee— 20,

awxree — 20.

JIOKyMEHTEL UIHTENbHEIX (CBbime 10 neT) CpoKOB XpaHEHUs JOJDKHBI HMETh JIEBOC IOJIC HE
veree 30 M.

OdopmireHHe peKBH3UTOB I0KYMEHTOB.

ABTOpP I0KYMEHTOB.

HaumenoBanue 00pa3oBaTeNIbHOM OpPraHH3alliHl YKa3bIBacTCsd B TOYHOM COOTBETCTBHH C
veTaBoM obpasoBarenbHOl opranu3sarnui. COKpalmeHHOe HAaUMEHOBAHKE [TOMEIIACTCS O] MOITHBIM
HaHMEHOBAHKHEM B CKOOKaXx. .

HamMmeHOBaHHME CTPYKTYpPHOTO IOZpasjeqeHus] — apTopa JOKyMEHTa HCIOJb3yeTcs B
0aHKax mHceM M OIaHKaX KOHKPETHBIX BHUIOB JOKYMEHTOB M YKas3bIBaeTCs IMOI IMOIHBIM H
COKpalleHHbIM HaHMEeHOBaHUAME 00pa30BaTENbHOM OpraHu3arym.

HammeHOBaHMe MODKHOCTH JHI@ — aBTOpa JIOKYMEHTa HCIONB3yeTcs B OmaHKax
JOHKHOCTHBIX JTHI] ¥ paclojiaraeTes mojl HAMMeHOBaHHEM 00pasoBaTeIbHON OPraHu3aliH.

HauMeHOBaHME OJDKHOCTH JIMIAa — aBTOpa AOKYMEHTa YKasbIBAeTCs B COOTBETCTBHH C
HauMeHOBaHHEM, IIPUBEIEHHEIM B PACIIOPSAHTEIBHOM JOKYMEHTE O Ha3HAYCHWH Ha JIOIDKHOCTb.



CnpaBouHbIe IaHHbIE 00 o0pa3oBaTe bHOI OpraHu3anuH.

CrpaBouHble JaHHBIE 00 OpraHH3aliy yKashblBAOTCI B GraHKax MHECEM W BKIOYAKOT:
anpec, Homep Tenedona, daxc, agpec 3JIEKTPOHHOM TIOYTHI, CETEBOH a/IPEC, a TAKKE OKIIO, OI'PH,
WHH u KI1IT oprana3aiam.

HaunMenoBaHnue BHAA AOKYMEHTA.

HauMeHOBaHWE BAIA JTOKYMEHTA, COCTaBIEHHOTO OpraHu3anHe, JOKHO OBITE OIIPEAEIEHO
ycTaBoM (TIOJI0XKEHHEM) H  JIOJDKHO COOTBETCTBOBATh HAWMEHOBAHMSM BUIOB JIOKYMCHTOB,
[peIyCMOTPEHHBIM OKV]I: axT, cripaBKa, 3alMCKa, CBOJIKA, OT3bIB, IIPOTOKOI, CIHCOK, U3BEIIEHHE
u 1p. PacropsauTenbHbIe JOKYMEHTBL OpraHd3alii H30AI0TCA CO CIeAyIOIMUMK Ha3BaHUAMH:
TIPHKa3, pACTIOPSIKCHHE.

HauMeHOBAHME BH/IA ¥ Pa3sHOBUIHOCTH JOKYMEHTA HE yKa3bIBacTCi B [HACHMaX.

HamMeHOBaHHe BHAA JOKYMEHTa I€4araeTcs IIPOIHCHRIMA GykBaM# TONYKHPHBIM
mpupTOM.

JlaTa JOKyMeHTa.

Jlata JOKyMEHTa COOTBETCTBYET JaTe IOIIIHACAHHA (yTBEpIXKIEHHS) JOKyMEHTA MM 1aTe
cobBITHS, 3a(QUKCHPOBAHHOTO B IOKYMEHTE!

- apabckumy nEpamu, pasiIcICHHBIMA Toukoii: 05.06.2021; croBecHO-IUbPOBEM CIIOCOOOM: 5
urons 2021 1.

B Texcrax JAOKYMEHTOB, COJCPXAIIMX CCHUIKH HAa HOPMATHBHBIC NPaBOBLIC aKTHl, |
TOKYMEHTOB, COZIEpXKAIIMX CBEIeHH (PUHAHCOBOTO XapaKTepa, IIPAMEHSIETCS CIOBECHO ME(POBOH
criocob ykaszamus jaT Oe3 IpPOCTABICHUS HYILI B 0003HAUEHUY [HS MeECANd, €CIi OH COINCPHKHT
omuy mubpy: 3 anpens 2021 roxa.

PaspelnaeTcs IPAMEHATE CIOBO «TOL» B COKPAIEHHOM BapHAHTE «I):
- 1 wmions 2021 1.

I'pud orpaHa<enus J0CTyNA K JOKYMEHTY.

IIpocTaBisieTcs B IPABOM BEPXHEM YTy MEPBOTO JIMCTa NOKyMCHTa (mpoexTa JOKyMEHTa,
COMPOBOAMTENHLHOTO MUChMa K IOKYMEHTY) Ha TPaHHIe BEPXHETO MO MK HAJMYUHA B TOKYMEHTE
ur(bopMAaNyH, TOCTYIl K KOTOPOH OrpaHWueH B COOTBEICTBAM C 3aKOHOMIATENLCTBOM Poccuiickoi
®eneparuu. B cocTaB peKBU3WTa BKIMOYACTCS OrpaHHTUTCIIBHAT Hammuchk: «Jlmst cryxe0HCTo
os30Banusy, «Kondunenunansaoy, «IlepconanpHbIE JAHHEIE) WX JD.

[Tpumep:

IlepconasbHbIe AaHHbIE PAOOTHHKOB
_ IK3. Ne 1
MyHHAnunaIsHoe 010/KeTHOe 00Me00pa30BaTENbHOE YIPEA/ICHHE «'mvmasust Ne 2»

(MBOY TI'nmuazus Ne 2)
I{enTp AONOJHATEILHOIO 00pa3oBAHMA
MPUK A 3

Bee BHsl IPUQOB OrPAHAYEHNAS AOCTYTIA K IOKYMEHTaM 3aKPEILIIOTCS B JIOKAIBHBIX AKTAX
00pa3oBaTeIbHON OpraHH3aIiH. '

PerucTpanuoHHbIH HOMep T0KYMEHTA,

PermcTpalMOHHEIA  HOMEp — LHGpOBOE HIH GykpenHO-ubposoe  0bo3HAUCHHE,
IPHCBAMBAEMOE IOKYMEHTY [IPH €TI0 PETHCTPALIHH.

PerrcTparys JOKyMEHTa IPOBOIATCS TOCTIE €70 HOMMHCAHUS Ml YTBEPIKICHHMSL.

JUIs BHYTPEHHHX [OKYMEHTOB — NPHKa30B, NPOTOKONOB — 9TO MOPSOKOBLI HOMED B
npezienax KajeHapHoro roaa/ yueOHoOrg roxa 110 KaXJIOMY BUIY HIIH Pa3HOBUIHOCTH NOKYMEHTOB.
B mpuka3aX PErHCTPAllMOHHBI HOMEp MOXET  JOMOMNHATECA OYKBEHHBIM  HHICKCOM,
0003HAYAIONIMM Pa3HOBHIHOCTH.

JInst BCXOISIIIMX TOKYMEHTOB PETHCTPALMOHHEIA HOMEP COCTOUTH3!



1) mopsiIKOBOro HOMEpA B Ipejie/iaX MacCHBa OTIPaBIsIEeMON KOPPECTIOHACHIIHY,

2) HHIEKCA iejla B COOTBETCTBUH ¢ HOMEHKJIATYPOIA el 00pa30BaTeIbHONU OpraHi3aLki.

PerucTpai@ioHHbI HOMEp [JOKYMEHTAa, COCTABICHHOTO COBMECTHO MAByMs u Oomee
OpraHM3aIMsIMH, COCTOMT U3 PErMCTPAllHOHHBIX HOMEPOB MAOKYMEHTOB KAaXJIOHW H3 STHX
OpraHU3aliii, IPOCTaBIIEMBIX Yepe3 KOCYIO YePTY B IOPSIKE YKa3aHHs aBTOPOB B JOKYMEHTE.

Cepliika HAa perHcTpalHOHHBIH HOMep H ATy JOKYMEHTA.

CcpUlka Ha pETUCTpallMOHHBIE HOMEpP M JaTy JOKYMeHTa BKIOo4YaeT B cebs
DETHCTPAIlMOHHEIN HOMEp U ATy JOKYMEeHTa, Ha KOTOPHIH JOJDKeH OBITh TaH OTBET.

Ccputka Ha HOMEp | JaTy [OKYMEHTa WUCIONB3yeTcs TpH O(DOPMIICHHH ITHCEM,
ABIAIOIIMXCS OTBETaMHM Ha IIOCTYIMBILEE IMHCHMO (3ampoc, mpockOy u ap.). CBe/IEHUS B PEKBU3UT
IIEPEHOCATCS € IOCTYIHBIIEro JOKYMEHTa W COOTBETCTBYIOT PETHCTPAllMOHHOMY HOMEpY H Jarte
LOCTYIHBILErO JOKYMEHTA.

OrpanpuurensHas OTMETKa Ul JaHHOIO PEKBH3HTA IIPOCTABISECTCS B JICBOH dacTu Grnanka
IIHCHMA II0J] PEKBH3UTOM «J1aTa» U «PeTHCTPALlHOHHEIN HOMEDP JOKYMEHTAY.

Hanmuuue naHHOro pekBH3HMTa MCKIIOYAaeT HEOOXOOMMOCTH YIIOMHHAHHS HOMEpa H JIaThl
IOCTYNHBINET0 MJOKyMEHTAa B TEKCTE IIHCbMa, HYTO OCBOOOXKZAeT TEKCT OT CIpPaBOYHOM

HH(pOpMAIHH.

MecTo cocTaBIeHHS HIH H3JaHHHA JOKYMEHTAa.
Mecto cocTaBIeHHS (HB,H&HH_SI) JOKYMEHTA YKa3blBACTCHA B JOKYMCHTAX, H3rOTAB/IHBACMBIX

Ha OJ1aHKax KOHKPETHBIX BHI0B JJOKYMECHTOB.

Anpecar. _

AJpecatamy JOKYMEHTa MOT'YT OBITh FOPU/IMYECKHE JIMIIE, UX CTPYKTYPHbIE 10APa3IeNeHus
H JIOJDKHOCTHBIE JTHI[A, a TakKe QHU3udecKue JIUIa. -

PexBH3HT «ampecar» IIPOCTaBIAETCA B BEpXHeH MpaBoi 4acTH HOKyMeHTa (Ha OiaHke ¢
YTIIOBBIM PACIIOJIOKEHHEM PEKBU3HTOB) MM CIIpaBa 110 PEKBH3MTAMM ONaHKa (IIpH HPOJOIBHOM
PacIIONOXKEHUH PeKBU3UTOB Onanka). CTpOKM pexBHU3HWTa «aipecaT» BEIPaBHHBAIOTCA IO JIEBOMY
Kpal0 MM [EHTPYIOTCA OTHOCUTENBHO CaMOH JITHHHOM CTPOKH.

Ecmu moxymeHT azipecoBaH HPHIHYECKOMY JIMIYY HIIK €0 CTPYKTYPHOMY NOAPa3fiCIeHHIO
0e3 yKkasaHus JOIDKHOCTHOTO JIMIA, WX HAUMEHOBAHMUS [IPHBOISITCS B IMEHUTEIHLHOM Ta/Ieke.

ITpumepsr:

1. Munucreperso o6pazoanus,
HAYKH H MOJIOIEKH
Pecnybsmxu Kpbim

2. MunucrepcTBo 06pazoBanus,
HAYKH | MoJiofexu Pecmybanxu
Kpnivm
ynpasJieHHe 06mero ofpa3oBanusi

ITouToBBIi anpec yKasbIBAeTCs IPU HAMPABIEHUH TOKYMEHTA PA3OBEIM KOPPECIIOH/IEHTAM.

Ecnu moKyMeHT aJpecoBaH PYKOBOJHTE/I0 IOPHIMYECKOrO JHIA WM €ro 3aMecTHTENO,
HAHMCHOBAHUE FOPHUIMYECKOrO JIMIA BXOAMUT B COCTAB HAMMEHOBAHWS JOJDKHOCTH ajlpecara,
KOTOPOE TIPHBOIATCS B IATEIILHOM IAJIEKE.

[Tpumep:

PykosoauTtenio @enepaabHOro
aApXHBHOI'0 AareHTCTBA
®avumus 1.0. «

Muunuanel  craBaTes mocie (GaMHIMH HE3aBUCHMO OT TOTO, KOMY aJpecoBaH
IDOKYMEHT — JOJDKHOCTHOMY JIUILY HITH (QHU3HIECKOMY.



[Ipu ampecoBaHWM THCHMA PYKOBOJUTEMIO CTPYKTYPHOTO TOAPA3NEIECHUS YKa3hIBAETCH B
HMEHUTENIBHOM I1aJ1€)Ke HAUMEHOBAHUE OpraHU3allii, HU)KE — B JaTE/IbHOM I1a/Ie)Ke HaUMEHOBaHUE
JOTKHOCTH  PYKOBOIHUTENS, BIJIIOYAIONee HAMMEHOBAaHHE CTPYKTYPHOIO IIOAPa3/ENIeHHs,
DaMHITHIO, HHUITHATEL.

TIpumep:

MuHHCTEpCTBO 00pa3oBaHus,

Hayku 1 Mosoae:xn Pecnydnuxu Kpeiv
Hauaneauky ynpapnenusi o6mero o6pa3oBaHus
@amuaus 1.0.

[Nepen damunueit DOMKHOCTHOTO IWIA HOIYCKAETCS YIOTPEONISTH COKpAINEHHe «T-Hy»
(TOCTIONUHY), €CITH afpecar MYKUHHA, WU «r-)ke» (TOCI0NKE), ECIIU aapecaT KEHIUHA.

IIpu pacchuike NOKyMeHTa IpyHIle OpraHM3aluii ONHOrO THINIA HIM B CTPYKTYpHBIE
T0Ipa3zienieHus OMHOM OpraHu3aluy, aapecar ykassiBaeTcs 0006meHHo.

B oxHOM nokymeHTe He JOIKHO OBITH O0JIee YEeTBIPEX a[pecaToB.

[Tpu GomplieM KOMUYECTBE aIpecaToB COCTABISETCS CIUCOK (JIMCT, yKasaTelb) PacCBUIKA
JOKYMEHTa, Ha KaXKIOM JIOKYMEHTE yKasblBaeTCs OIMH azpecaT HWIH anpecaT OQOpMILIETCS
0000MIeHHO.

B cocraB pexBusuTa «AApecar» MOXET BXOAMUTH IOYTOBBIM ajgpec. DIeMEeHTHl IOYTOBOTO
aipeca yKas3bIBAIOTCS B IIOCIENOBATENbHOCTH, YCTaHOBIEHHOHN IlpaBmiamu okasaHusa yCIyr
TIOYTOBOM CBA3H.

ITpumep:
Beepoceniickuii Hay4uHO-
HeCIeJ0BaTeIbCKHIT HHCTHTYT
JIOKYMEHTOBe/IeHHs H APXUBHOTO JeJIa
IIpogcoro3nas yi., a. 82,
Mocksa, 117393

B cnyuae ornpaBku noxkymenTa (QU3MHECKOMY IHIY YKa3bIBAalOTCsH: (DaMWIAs, MHUIIAAIIBL,
TOYTOBBIM afpec: (yiMIa, HOMEp JoMa M KBapTHphI, HAaCEIeHHBIA IYHKT, paioH, obnacts (Kpa,
pecy0JinKa), TOUTOBBINA HHIEKC).

Ipamep:

@avumus 1.0.

Cangosas yJi., 4. 5, kB. 12,

r. DHCK, DHCKO#H 00.1., 301264

[Tpu oTmipaBKe MUCHEMa IO SJIEKTPOHHOM IOYUTe WK M0 (GaKCHMUIBHOM CBA3H (6€3 IOCHUIKH

10 IOYTE) MOYTOBBIH aapec He YykasbiBaetca. IIpu HEOOXOAMMOCTH MOKET OBITH YyKasaH

3IeKTPOHHEIH anpec (HoMmep Tenedona/dakca).

[Ipumep:
Bceepoceniicknii Hay9HO-
HCCIe0BATEIbCKHA HHCTHTYT
JOKYMEHTOBe/IeHHs] H APXHBHOI'0 /ieJ1a
mail@vniidad.ru

['pud yrBepxneHns 10KyMeHTA.

I'pud yTBepKmeHHA TIPOCTaBIseTCS HA [OKyMEHTE B CIydae €ro YTBEP:KICHHS
J0JDKHOCTHBIM JIMI[OM, PACIIOPAIUTENBHBIM JOKYMEHTOM (IIPHKA30M, PACTIOPSIKEHHEM, PEIIEHUEM ).

I'pud yTBepKIeHHS pasMEINaeTcs B MPaBOM BEPXHEM YTy HEPBOTO IHCTa IOKYMEHTA.
CTpoKH pexBH3WTAa BEIPABHUBAIOTCS II0 JIEBOMY KpAar0 KM [EHTPYIOTCS OTHOCHTENBLHO CaMoM
JIIHHHOHW CTPOKH. ]

[Tpu yTBEpIKASHHH HOKYMEHTA HOJKHOCTHBIM JIMIOM IpH( YTBEPIKACHHS COCTOHT K3 CIOBA
VTBEPXJIAIO, mauMeHOBaHWS MOJDKHOCTH JIHIA, YTBEPIKIAOMIETO IOKYMEHT, €ro IOIIHCH,
HHUIMATIOB, (HaMUJIAK 1 TaThl yTBEPIKICHHS.



—

[Tpumep:
YTBEPKIAIO
Hupexrop MBOY COII Ne 1
TMognucsr MU.0. ®amuaus
JlaTa

[lpu yTBEPIKICHUH JOKYMEHTa PpacIOpSAUTENbHBIM TOKYMEHTOM TIDH( yTBEPIKICHUS
coctout m3 cinosa YTBEPXKIEH (YTBEPXIIEHA, YTBEPXIEHBI mmu YTBEPXJIEHO),
COrNIACOBAHHOIO C HAMMEHOBAHWEM BHA, YTBEPKIAeMOro [OKYMEHTa, HaWMEHOBaHUS
DaCIOPAOATENLHOTO JOKYMEHTA B TBOPHTEIEHOM MAJIeke, ero JAaThl, HoMepa.

[Tprmepst
1. (Ilopsnok) YTBEPKIEH
npuxazom MBOY COIII Nel
5 anpeas 2021 r. Ne 82
2. (TlpaBuna) YTBEPKIEHBI

npuxazom MbBOY COII Ne 1

15.06. 2021 r. Ne 83
3.(ITonoxxenue)

YTBEPX/JIEHO

npukxazom MBOY COII Ne 1
15.06. 2021 r. Ne 83

Hpu NPAHSTAN (PaCCMOTPEHHH) HOKYMEHTA KOIUIETHalbHBIM OPTaHOM 00pasoBaTeibHOM
OpraHM3alliy, PEIleHuss KOTOPOro (GUMKCHPYIOTCS B MPOTOKONE, B Tprde HPHHATO (PacCMOTPEHO)
VKa3bIBa€TCd HAMMEHOBAHWE OpraHa, DEIIEHHEM KOTOPOr0 IPHUHAT HOKYMEHT, JaTa W HOMEp
poToKona (B ckoOKax) yTBEp)KAaIomero JOKyMeHTa B TBOPUTEIbHOM IaZIeXke, ero JaThl, HOMEpa.

[Tprmeps!
1. (ITopamox) OPHUHAT
MeJArOruIecKHM COBETOM
(mpotoko. ot 15.08.2021 Ne 12)
2. (Ilpaemia) IMPUHSTHI
YupasJsiiomuM cOBeTOM
(mpoTtoxoJ ot 15.06.2021 Ne 8)
3. (TTonoxenue) IMPHUHATO

o0mum codpanueM paboTHHKOB
o0pa3oBaTe/bHOI OpraHu3anuu
(mpoToxo. 15.06.2021 r. Ne 83)

3aronoBok K TEeKCTY.

3arolIoBOK K TEKCTy BKIIOYaeT B ceDs KpaTkoe COAepkaHWe NOKYMEHTa, er0 OCHOBHYIO
CMBICIIOBYIO Harpysky. 3aronosok opmymupyercs ¢ mpemiorom «O» («O6») um oTBewaeT Ha
BOIIPOC «O geM7»:
e 1puxa3s (0 yem?) 0 CO31aHUH ATTECTAIMOHHONR KOMUCCHH;
e 1puka3s (o gem?) 00 yIBEp)KICHHH INTATHOTO PACIIACAHKUS,
e mHCcEMO (0 yeM?) O IPeAOCTaBIeHUY HHPOPMAIIHH.
3aroloBOK COCTABISET HUCIOTHETENb MOKYMEHTA. 3aroJOBOK K TEKCTY OhopMIISeTcs O[]
DEKBH3UTaMH OJlaHKa ClieBa, OT IPaHHUIBI JEBOro moii. Ecim TeKCT HOKyMEHTa HE INIPEBBIIIAET
9eTHIPEX-IISITH CTPOK WK odopmieH Ha Onanke popmara AS, 3aroJOBOK MOXKHO He YKa3bIBaTh.
3aroqoBOK JOKYMEHTA 3alHCHIBAETCS I[PH €r0 PETHCTPAllMd B  COOTBETCTBYFOLIHE



perrcTpanuoHbie GOpMBI: KapTOUuKy, a3y JaHHBIX.

Texer nokymenTa.

Texkcr mOKyMeHTa COCTABIAETCS HAa pPYCCKOM $3BIKE KaK TOCYIAapCTBEHHOM fA3BIKE
Poccuiickoit @eneparuu. TeKcT JOKyMEHTA U3JIaracTcs pyCCKUM JIMTEPATYPHBIM S3BIKOM C yYETOM
ocobennocTel OQHMUIHANBHO-AETOBOrO CTHI, BHAa [OKyMEHTA H €0 HasHAYeHHd B
VIIpaBIIEHYECKO# nesTenpHOCTH. ComepiKaHue IOKYMEHTa [OJDKHO OBITE H3II0KEHO KparKo,
TOTUYHO, TOYHO U SICHO.

TexcTel TOKyMEHTOBR U3JIararoTCs:

- oT 1-ro nMIa €IWHCTBEHHOTO 4YHCIa B AOKyMEeHTaX (NIpHKa3, PacloOpsKEHHE U T. JI.)
DYKOBOIHTENS 00pa30BaTEIbHON OpraHW3aluy, NEHCTBYIOMIEr0 Ha IPHHIMIAX CAHHOHAYANHA, a
TAKKe JOKYMEHTaX, aJpeCOBAHHBIX PYKOBOJCTBY OpraHM3alluy: IPHKAshBai0... MOATOTOBHTH H
IpeACTAaBUTh HA PacCMOTpEHHe; MpOIIy pacCMOTPETh BOMPOC 00 YCTAHOBJIEHHH JBIOTHBIX
TapudoB...;

- 3-ro 7MMNa emWHCTBEHHOTO YUCIA B JOKYMEHTaX KOJUIETHAIbHEIX OPraHOB: KOMHCCHS
DRINHIA...; OPTAHK3ALHMS HE CUUTAET BO3MOXKHBIM. ..

- 1-ro ;mHI@a MHOXKECTBEHHOTO HHCJIa B COBMECTHBIX JOKYMEHTaX: IIPOCHM IIPEACTAaBHTH
T1aHHBIE 0...; IPEJICTaB/IAEM HA PACCMOTPEHUE U YTBEPIKICHHE. ..,

- 3-ro JHMIOa MHOKECTBEHHOI'O YMCIA B MPOTOKOJAX: CIIyINajd, BBICTYIIHIIH, [IOCTAHOBHUIIH,
DEIIHIH.

B noxymenTax, yCTaHABIMBAIOMMX IpaBa M 00A3aHHOCTH OpraHM3alliH, €€ CTPYKTYPHBIX
nozpasaeacHui (MOI0KEHNE, HHCTPYKIHS), a TakKe COACPKaIlUX OIMHMCAHHE, OLEHKY (HaKTOB HIH
BBIBOABL (aKkT, CIpaBKa), HCIONB3yeTcs (opMa H3NOKEHHS TeKcTa OT TPEeThero JMia
STMHCTBEHHOTO HJIM MHOMXECTBEHHOTO uHcia («OTAEN OCymecTBisieT (QYHKIHH», «B COCTaB
00BEIMHEHHUS BXOIAT», KKOMUCCHS YCTAaHOBHIIA»). '

B TexkcTe JOKYMEHTa, TNOATOTOBIEHHOTO HA OCHOBAHWM 3aKOHOMATENBHbBIX, HMHBIX
HOPDMATUBHBIX IIPABOBEIX aKTOB, H3JAHHEIX OPraHaMH BII4CTH U YIIPABIEHHS, JOKYMEHTOB, paHee
H31aHHBIX OPraHOM BIIACTH — aBTOPOM JIOKYMEHTa, yKa3bIBaeTCs HAUMEHOBAHHE BHJIA JIOKYMEHTa,
HaWMEHOBaHHME OpTraHa, W3/IaBINero AOKYMEHT, JaTa NPUHATHS WM YTBEPIKIEHHUS NOKYMEHTa, ero
DETUCTPALMOHHBIA HOMEP, & TAKIKE 3aroJIOBOK K TEKCTY MJIM HAMMEHOBAHME BH/1A JIOKYMEHTA.

[Ipumepsr:

«B cootBerctBEm c mocraHoBienueM lIpapurenscTBa or 13.08.1997 1. Ne 1009 «O6
VTBepyKIeHUH [IpaBujl IOATOTOBKM HOPMAaTHBHBIX MpPABOBEIX aKTOB (eIepanbHbIX OpPraHOB
HCIIONMHUATENILHOM BIACTH H HX FOCY}IapCTBEHHOﬁ PETHCTPALIHHY,

«B coorBerctBum ¢ IlonmokeHMeM O IOCTOSHHO  JEHCTBYIOINEH  3KCIEPTHOH
KOMHCCHHU YUPEKICHHS, OpTaHW3alUM, NPEANpUATHA, YTBEPXKACHHBIM npuka3zoM Pocapxusa ot
19.01.1995 . Ne 2...».

Ecmu TekeT conepXUT HECKOIBKO IOPYYEHUH, pelleHuH, BEIBOJOB, B TEKCTE BLIIEISIOTCS
DasIelbl, HOAPa3Aeibl, IIyHKTEL, HOJIYHKTBL

B TexcT moxyMeHTa MOTYT BKJXOYATHCS (parMeHTEHI, OhOpMIIEHHbLIE B BHE TaOMUIIEI WIIH
aHKETHL.

CrpaHHuIB! TEKCTa HyMEpYIOTCs apabekumu rudpamMu moceperHe BEPXHEro moJIs.

B nuceMax HCIIONB3YIOT Clienyrouue GopMbl H3T0KEHHUS:

° OT IEePBOI0 JIKIA MHOJKECTBEHHOIO 4HCNA (KIIPOCHM HAIPaBUTELY, «HAIpaBIseM Ha
DPaCCMOTPEHHEY);

° IIEPBOTO JIMI@ EOWHCTBEHHOrO0 4YHCNa ((CUYMTA0 HEOOXOMHMBIMY», «IPOIIY
BBIICITUTEY);

° Tpersero mnmua eamHcTBeHHOro uwmena («OO mHe Boszpaxaer», «OO cumTaer
BO3MOKHBIMY ).

OrMeTKa 0 IPHIOKEHHM.

OTMeTKa 0 IPUTIOKEHUH COIEPHHUT CBEAECHHA O IOKYMEHTe (IOKyMEHTaX), IIpijiaraéMoM K
OCHOBHOMY JOKYMEHTY (B CONPOBOIHMTENBHBIX ITHCbMaX, IPETEH3MAX, aKTaX, CIpaBKax H APYTHX
#H(GOPMAITMOHHO-CITPABOYHEIX JOKYMEHTAX) HJIA O TOM, UTO JOKYMEHT SIBIISIETCS MPHUIIOWKEHHEM K
OCHOBHOMY MJOKYMEHTY(B [MOKYMEHTaX — MPHIOKEHHAX K PpacloOpAOUTENbHBIM JOKYMEHTaM,
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TIOJIOXKEHUSIM, IIPAaBUJIaM, MHCTPYKIIHSM, JIOrOBOpaM, IjlaHaM, OT4eTaM ¥ Ap. JOKYMEHTaM).

B compoBomMTENBHBIX MHCEMAX M JIPYTUX HHOOPMAOHOHHO-CIIPABOYHBIX JAOKYMEHTaX
OTMETKA O MPUIOKEHHH O(GOPMISETCS NOJ TEKCTOM OT TIPaHHIBI JIGBOTO IIOJNS CJICAYFOLIUM
odpazoMm:

- €CJIM IIPAJIOJKEHNE Ha3BaHO B TEKCTE:

[Tpunoxxenne: Ha 2 1. B 1 9K3.;

- CITA TIPUJIOXKEHHE He Ha3BaHO B TEKCTE WM €CIIH IIPUIIOKEHUH HECKOIBKO, YKA3hIBAIOT HA3BAHUS
JIOKYMEHTOB-IIPUATIOKEHUH, KOJIMIECTBO JIUCTOB B SK3EMITIIPOB KaXKIOTO MPHIIOKEHW:

[Ipunoxenue: 1. [Tonoxenue (Ha3Banue) Ha S JI. B 1 9K3.
2. Cnpagka 0 kaapoBoM cocTaBe Ha 2 11. B 1 9k3.;
- €CIIH TIPHUJIOKEHHEM SIBJIsieTCS 000COOJIEHHBINA SJIEKTPOHHBI HOCHTENh (KOMIIAKT-IMCK, usb-
Gbrenr-HaKOMUTENs U Ap.):

[Ipunoxenue: CDeg 1 3k3;

- €CJIM IIPHJIOKEHUE (TIPUIIOIKEHUA) COPOIIIOPOBAHBL:

[Tpunmoxenune:  otder o pabore PUII B 2 5Kk3.

B pacnopsauTenbHEIX JOKYMEHTax (IpHKa3ax, paclopsKeHUsX), 0r0BOpax, MOJOKESHHUSX,
IpaBUIaxX, HHCTPYKLUHAX M JPYIMX JOKYMEHTaX OTMETKa O IIPHIOKCHHH O(opMiIsieTcs
CcleayromuM 00pa3om:

- B TEKCTe NOKyMEHTa IpH IIEPBOM YIOMHHAHMH JOKYMEHTa-TIPHIOXKEHHS B CKOOKax
yKaspIBaeTcs: ... (NpHIOKEHHE) MM .. (UpPHIOXKEHHE 1); Hepel HOMEPOM IPHIOKECHHUS
JOITyCKAeTCs CTAaBUThL 3HAK HOMepa: ... (mpunoxerne Ne 2);

- Ha IepBOM JIMCTE JOKYMEHTAa-IIPUIOKEHUS B PABOM BEpXHEM YIIIy YKa3bIBaeTCH:

IMpunoxenue Ne 2
K npuxasy MBOY COIII Ne 1
or 15.08.2021 r. Ne 112 .

CTpoxu pekBH3HTa BHIPABHHUBAIOTCS IO JIEBOMY KpalO0 WM IIEHTPHPYIOTCS OTHOCHTEIHHO
CaMOM JUTMHHOU CTPOKH. ;

Ecnu npunoxeHneM K paclHopsaAUTEIbHOMY JOKYMEHTY SIBIIETCS HOPMAaTUBHBIM IIPaBOBOM
aKT MJIM WHOM IOKYMEHT, YTBEPXKIAeMbIH NaHHBEIM PACHOPAAMTEIBHEIM JTOKYMEHTOM, Ha NEPBOM
JHACTE TPUIIOKEHUS IIPOCTABIACTCA OTMETKA O IPUIONKEHUU (0e3 CCHUIKM Ha pacropsauTelbHBIA
Z0OKYMEHT) H TIpud yTIBEpKAEHHsA, B KOTOPOM YKa3bIBAlOTCA [JaHHBIE PACIOPSAUTEIHHOTO
JIOKYMEHTa, KOTOPBIM YTBEP)KIEH JOKYMEHT-IIPUIIOKEHHE.

IIpumep: - Iipnnoxenue 1
YTBEPXKIEHO
npukas MBOY COIILINeloT
18.05.2021 r. Ne67

I'pud corracoBaHus MOKYMEHTA.

[IpoexTsl IOATOTOBIEHHEIX JOKYMEHTOB Iepel IIONIMCAHWEM B pSIe CIy4aes
COIVIACOBBIBAIOTCS C 3aUHTEPECOBAHHBIMU YUPENKICHHSMH, CTPYKTYPHBIMH IIOJDPA3e/ICHHIMH,
OTZIENIEHBIMH JOIKHOCTHBIMHE JILIAMHU.

I'pu¢ cormacosanms B 3aBUCHMOCTH OT BHJA JOKYMEHTa H O0COOGEHHOCTEH ero odopMIIeH s
MOJKET TIPOCTARIATHCSL:

- Ha [IEPBOM JIHCTE JOKYMEHTA (ECNU JOKYMEHT MMeeT THTYNBHBIH JTHCT, - HA THTYJIEHOM
THCTE) B JIEBOM BEPXHEM YTy HA YpPOBHe rpuda yTBEpXKIEHHS WIH IOJ HAUMEHOBAHHEM
J0KyMeHTa OJIHXKe K HH)KHEMY I10JTI0);

- Ha IOCTeTHEM JIUCTE IOKYMEJTa 101 TeKCTOM;

- Ha JHCTE COTTIaCOBAHMS, SIBIISIOMIEMCS] HEOTHEMIIEMOMN YacThIO TOKyMEHTA.

I'pud cornacopanus mokymenta coctout u3 ciosa COT'JTACOBAHO, mOIKHOCTH JIHLA, C
KOTOPHIM COIJIACOBAH MOKYMEHT (BKIIOYas HaHMEHOBAHHE OPraHH3al[MH), ero COOCTBEHHOPYUHOH
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TIOJITUCH, paciiiPOBKH HOANKACH (MHUIKAAIOB, (PaMHIIMK) U AATHl COTIACOBAHM.
[Tpumep:

COT'JTACOBAHO
JupexTop (Ha3BaHKHE OpraHu3aIliu)
(moamuce) .O. damumas
Hata

Ecimu cornacoBaHue OCYINECTBIAETCS KOJIETHAIbHBIM OpPraHoM, B IpH(e COriacoBaHHS
VKa3bIBalOT CBeIEHHMA 00 oprame, COIVIacOBaBIEM IOKYMEHT, HaTeé H HOMEpe IIpPOTOKOja, B
KOTOpOoM 3a(MKCHPOBAHO peIIeHHe O COIJIaCOBaHMH. EcCIHM coriacoBaHHE OCYIIECTBISETCS
IHCBMOM, YKa3bIBAIOT BUJI JOKYMEHTA, OPTaHU3AIHUI0 — aBTOPA JOKYMEHT4, AaTy U HOMED [UChMA.
[Tpumepsr:

1 COTJIACOBAHO
YpapasilomuM COBETOM

MBOY COIINe1

(mpoTokoJ 0T N )
2 COI'JIACOBAHO

nacemMom Pocapxusa

oT Ne

Busa corsiacoBasus moKyMeHTA.
Buspr cornacoBaHusg JOKYMEHTa — PEKBH3HMT HOKYMEHTA, YKa3bIBAIOIIMN Ha COTJIACHE HIIH

HECOrnmacue MOJDKHOCTHOTO JIMIla OﬁpaBOBaTGJU:HOﬁ opraHu3alki C© COUCPHKaHHEM IIPOCKTa-

JIO0KyMeHTa (qasiee — Bu3a). 3

[Ipumep:

3aMecTUTENs JUPeKTopa [I0 BOCIIUTATENBHOM paboTe
JInyHas mOanUCH V.. VBarnoBa
10.10.2023

Odopmiennas TakuM 00pa3oM BH3a O3HAYaeT COIJIaCHe JODKHOCTHOTO JIMIA C
coneprKaHHEeM JIOKYMEHTa.
IIpy Hanu4Myu 3aMeYaHuH 110 IOKYMEHTY BH3Y O(OPMIISIOT CIIEAYIOMAM 006pasoM:

3aMeuaHus IpUIIaraoTes
3aMeCTHTENb JUPEKTOPA 110 BOCHHUTATENbHOU paboTe
JInyHasg moanuck W.U. UBanoBa

10.10.2023

JIOKyMEHT — BH3HpYeTCS WCIONHHTENEM W  3aHMHTEPECOBAHHEIMH B  JOKYMEHTE
TOJDKHOCTHBIMH JIMI[AMH, PYKOBOIHUTENeM 00pa3oBaTeIbHOM OpraHu3alum.
3amMevaHust JOJDKHBI OBITh HPECTABICHE] Ha OTACIbHOM JIUCTE, KOTOPBIA IOAIIUCHIBAIOT, AATHPYIOT
A MPHIATAIOT K JOKYMEHTY.
B mOKymeHTaX, IMOINHHHMKH KOTOPBIX XpaHATCS B OpraHHU3alldd, BH3bI INIPOCTABISIOT HA
TOCHIEIHEM JHCTE€ JOKYMEHTa IIOJ IOJAIKChIO, Ha 060pOoTE MMOCIEHHET0 JHCTA NOTAHHHKA
JOKyMEHTA I Ha JIMCTE COTJIaCOBAaHHS (BH3UPOBAHMS), IPUIArAEMOM K TOKYMEHTY.
B HCXOISMUX JTOKYMEHTaX BH3EI npocaasnﬂ}omﬂ Ha 9K3EMIUIIPaX JOKYMEHTOB, TOMEIIAEMBIX B
20,

IMoamnuce.
Zl0mKHOCTHBIE JIMIA HOIMHCHIBAIOT JOKYMEHTHI B Mpe/iefiaX CBOWX IIOJHOMOYHH, ONpeIeIeHHBIX
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VYeraBom 06meobpazoBaTenbHOM OpraHu3aliy U JOHKHOCTHEIMYA HHCTPYKITHSMH.

ITopmuck COCTOMT W3 HAUMEHOBAHWS JOJDKHOCTH JIHIIA, KOTOPOE ITOANKMCHIBAET JOKYMEHT
(momHOrO — €CIM MOKyMEHT HamedyaraH He Ha OllaHKe, COKpalleHHOI0o — Ha JOKYMEHTE,
HarieyaTaHHOM Ha OJaHKe), ero CoOCTBEHHOPYYHO# MOMIMMCH, WHHUIAAIOB (MHUIMAT HMEHH),
(hamMuIIau.

TIpumepsr:

He Ha 0JaHKe: ’
Hupexrop MBOY COIII Ne 888 Jluaunas noanuce N.0. Gamunus

Ha 0J1aHKe
HupexTrop JIngHas moanuch H.0. ®amuius

IIpu ohopmieHry JOKyMeHTa Ha GJIaHKe TOMKHOCTHOTO JIANA JOJKHOCTE 3TOT0 JIMIA B
IIOIITHCH HE YKa3bIBacTC.
[Ipumep: JIuunas moANUCH H.0. ®amuius

B HAOKYMCHTaX, COCTaBJICHHBIX KOMHCCHGE, B IIOAITKHCH YKasbIBacTCsA CTATyC JIHIa B COCTasc
KOMHMCCHH.

[Tpumep: i
Ipexcexarenn KomuccHn IMoanuck N.0. ®Pamuans
nener komuccHu Hogmucn HN.0. Damuausa
IHoanucn HN.0. ®Pamuiausa
Hognuch H.0. ®amuaus

B cimy4ae OTCYTCTBHs PYKOBOIHTENS NMPUKA30M OIPENENAETCS JHIO0, UCIOIHIIONIEE €ro
0043aHHOCTH, a TakKXe YIOJHOMOYEHHOE MOIHCHIBATE MOKYMEHTHI, I[IPH 3TOM IIOMIHCH
oopmiseTcs ¢ YyKasaHMEM cTraryca JO/DKHOCTHOIO JIMI@ B COOTBETCTBHH C IPHKA30M
DaCIOPSHKEHHEM ).

[Tpumep:
H.o. pupexTopa ITogmucen N.0. ®amunus
HJIH:
Ucnonnsrommii 00f3aHHOCTH THPEKTOPA Hogmues HWU.0. ®amuius

Ilpy moxmmMcanuy MOKyMEHTA JHIIOM, MMEIOIIAM TPABO TOANHCH B CIydYae BPEMEHHOIO
OTCYTCTBUS PYKOBOAMTEIS, UCIIPABJICHUS! B HAMMEHOBAHKUE MOJKHOCTH U pacuiu(hpoBKy (haMuiuu
VK€ IIOArOTOBJIEHHOIO M COTJACOBAHHOTO NPOEKTa MOKYMEHTA BHOCATCH OT DPYKH HIA €
HCTI0b30BAHMEM COOTBETCTBYIOIHX INTAMIIOB.

He nomyckaeTcst cTaBuTh KOCYIO 4epTy, Ha/IIUCh «3a» Iepel HAUMEHOBAHHEM JO0JKHOCTH
THIIA B IIOJIHCH, €CITH JOKYMEHT MOAMUCHIBAET HHOE JA0JDKHOCTHOE JIMIIO.

DIeKTPOHHAN MO/IIHCH.
Otverka 06 5MeKTPOHHOM NOJNKUCH UCIONB3YeTCs IIPH BH3YAIM3AIUE JJIEKTPOHHOTO JOKYMEHTa,
TOIIMHCAHHOIO 3JIEKTPOHHOM MOIKCEIO, ¢ COOIIOAeHIHeM TpeOoBaH i :

a) MECTO pasMeIeHH:A OTMETKH 00 3JIEKTPOHHOM IIOIMHCH JOJDKHEL COOTBETCTBOBATD MECTY
D23MeIeHus COOCTBEHHOPYYHOM NOIHICH B aHAIOTHYHOM JOKYMEHTE Ha OyMaX)HOM HOCHUTEIIE;

0) ameMeHTHI OTMETKE 00 BIEKTPOHHOM IOMNMCH HOJDKHEI OBITH BUIUMBLIMY M UATAEMBIMU
TDH 0TOOpa’keHHHM JIOKYMEHTA B HATYPaJIbHOM pasMepe;

B) JNIEMEHTHI OTMETKM 00 3NeKTPOHHOM MOAMHUCH HE OMKHBI MEePEeKphIBATHCS WK
=ax71afIbIBaThCA IPYT Ha ApYTa;

I') DIEMEHTHI OTMETKH 00 OIICTPOHHON MONNHCH HE HOJUKHEI IIEPEKPEIBATH DJIEMEHTEI
TEXCTa JOKYMEHTA M APYTrHe OTMETKH 00 3JIEKTPOHHOM MoANUCH (IIPH HAJTMYKH ).

Ormerxa 06 2eKTPOHHOMN TTOJIUCH 1 BKIIIOYAET (pasy «JJoKyMEHT MOIIUCAH 3JIEKTPOHHOM
TOIMHCHIO», HOMEp cepTU(dUKaTa KImoda SIEKTPOHHOH IOMIHCH, (aMMIHIO, HMS, OTYECTBO
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BIIAZleNblla cepTH(HKaTa, CpOK AeHCTBUS cepTH(UKATA KIFOUa SIeKTPOHHOMN IOIIHCH.

[Tpumep:
Jlupexrop JOKYMEHT INOAIMUCAH A.B. UBaHoB
SJIEKTPOHHOM MOJANMUCHIO
Cepruduxar lalllaaallllllIIII
Baagenen MBanoB Anexceii BopucoBu4
Jeiicreureed ¢ 01.01.2017 r. mo 01.01.2022 r.
IMeuats.

OTTHCK TeYaTd 3aBepsAeT IOAJMHHOCTh TMOANHCH [JOJDKHOCTHOIO JiMIAa Ha JOKYMEHTax,
YIOCTOBEPSIOIINX TIpaBa UL, GUKCHPYIOmuX (akThl, CBA3aHHBIC ¢ QHHAHCOBRIMU CPE/ICTBAMH, a
TaKke Ha JOKYMEHTax, IPENOCTaBISEMBIX 3a IpeAeibl OpraHM3allid M IIpeayCMaTpPHBAIOIIUX
3aBepeHHe IIOUTMHHOCTH IIOJNHCH. BHYTpeHHHE MOKYMEHTHI (IIpHKasbl, LIPOTOKOABl M T.n.)
IIeYaThIO HE 3aBEPSIOTCS.

[Teyats mpocrariseTcs, He 3aXBaThIBasi COOCTBEHHOPYUIHOH MOIIKCH JIMIIA, IOAIHUCABIIETO
JOKYMEHT, HJIH B MecTe, obo3HageHHOM «MII» («MecTto negatu»).

OTMeTKa 00 HCIIOJTHHTEIIE. .

Otverka 00 uCHONHUTENE BKMOYaeT B cebs daMuimMio, MMs, OTYECTBO MCIIOIHHTEI
JOKYMEHTa, HoMep ero TeaedoHa.

OTmMeTKa 00 UCIIOHUTENE MOXKET JOMONIHATECS HAMMEHOBAHUEM JIODKHOCTH, CTPYKTYPHOI'O
NOJpPa3/IeNeHUs H Z-)J'leI(TpOHHLIM apecoM HCIIOTHHUTEIIA.

Otvetka 00 mMcmomaMTeNe OMOPMISETCS Ha JIMIEBOH CTOPOHE IOCIETHETO McTa
JOKYMEHTa OT TPaHMIbI JIEBOTO IIOJIA HIIM, IIPU’ OTCYTCTBHH MeCTa, - Ha 000POTHO# CTOPOHE BHHU3Y
creBa.

[Ipumep:

3abesmn UBan AnnpeeBud,

KonTpoabHoe ynpap/ieHHe, BeXY Ml CrelHaIncT,

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

OtmeTka 06 ucmonHuTeNne MOXKeT 0hOpPMIIAThCA KaKk HIDKHHUU KOJNOHTHUTYJ H IIedaraThCs
mpH(TOM MEHBIIEro pasMepa.

OTmeTKa 0 3aBepeHHH KOMHH.

O6pazoparensHas OpraHu3anus MOXKeT 3aaeps;TL KOIIMH TOJIBLKO TeX NOKYMEHTOB, KOTOpEIS
CO3al0TCS B HEH, a TakKe B CIIydasx, IPelyCMOTPEHHEIX B a03are BTOPOM HACTOSINEro IyHKTA.
Komus mOKyMeHTa W3rOTABIMBAETCS UM BBIIASTCS TOJBKO C paspelieHHs pPyKOBOIMTE
OpraHM3alyi, ero 3aMecTuTeNed UM PYyKOBOAUTENS CTPYKTYPHOIO ITOApa3aeeHHs.

B ciy4ae moaroToBKM NOKYMEHTOB JJISL IPEOCTaBIeHHs CyAeOHBIM OpraHam, Py PeIleHu
BOIIPOCOB IO IPHHATHIO JIUI] HA paboTy, 00ydueHUE, yOOCTOBEPEHHS UX TPYAOBBIX U APYTHX Tpas
30 B3aMMOOTHOLICHHSIX C YUPEKIEHHUEM, a4 Takke Ipd (pOPMUPOBAHUH JTHUHBIX JeJl PaGOTHHKOB
o0meo0OpasoBaTe/ibHas OpraHu3alldsi MOXKET HM3rOTaBIMBATh KOIMMHM TOKYMEHTOB, BBIJAHHBIX
JIDYTHMHM YUIPEXKISHHAMH (KOIIHHM JOKyMEHTOB 00 00pa3oBaHUH | Op.).

Ilpu BeImade KOMMM JOKYMEHT BOCHPOH3BOAUTCS MOMHOCTRIO (61aHK 06pasoBaTensHOM
OpraHu3alyy, HOMEP, AaTa, COIEPKAHUE U T. [.).

B npaBom Bepxuem yriy xomuu mumercs cinoso «Komusay. Ilpu BblIaYe KOIHH ¢ KOIHH
crenyer nucathk «Komus ¢ Komumy.

Ecmu Kxomust Ui BHYTPEHHErO IOJIB30BaHMS, TO [UIS 3aBEpEHHs HU)KE PEKBH3UTA
«[Tonmucery mpocTaBisOT 3aBepuTenbiyI0 HAAMHCE: «BepHO»; JOMKHOCTH JIMIA, 3aBEPSIOIIENO
XOIIHIO; IMYHYIO MOMNKCH; pacuri@pPOBKY MOAMUCH (MHHUILIHAIIBI, (haMUIIKIO); ATy 3aBEPEHHUS.
[Ipumep:
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Bepno
Cexperaps/CrienHaancT No Kaapam
JIHuHas NoANUChH B.B. HBanoBa

10.10.2023 r.

Ecnu KomMsl BhRIJAaeTcs JUis IpPEACTAaBICHHS B JAPYIyI0 OpraHu3aluio, TO OTMETKA O
3aBepCHHM KOIHK [OTONHAETCA HANNMCBI0 O MECTe XpaHeHHs OKYMEHTa, ¢ KOTOporo Obuia
H3TOTOBJIEHA KOS, U 3aBEPSETCS eYaThiO OPraHu3alliy.

[Tpumep:
TomHERK HokyMenTa Haxomutes 8 MBOY Illkomna Ne 3 B mene Ne 12-k 3a 2022 rog.
Jl7st mpocTaBIeHMsI OTMETKH O 3aBEPEHHH KOIIMHE MOXKET MCIIOIb30BATECA IITaMII.

OTMeTKa 0 MOCTYILIEHHH JOKYMEHTA.

OTMeTKa O TIOCTYNJIEHHH IOKYMEHTA CIYXXHT AN IOATBEPXKACHHUs (aKTa MOCTYIIICHHA
JIOKYMEHTA B OPTaHU3ALKIO U BKIOYACT ATy MOCTYIVICHHS M BXOSIIHH PEerHCTPAIIHOHHEI HOMED
noKyMeHTa. IIpd HeoOXOMUMOCTH OTMETKAa O IIOCTYIUIEHWM MOXKET IONONHATECA yKa3aHHEM
BPEMEHH IOCTYIUICHMS B YacaX ¥ MUHYTaX M croco0a I0CTaBKy JOKyMEHTA.

OTMeTKa 0 IIOCTYILIEHHH JOKYMEHTA MOYKET IPOCTABIIATHCS C TOMOIIBIO IMITAMIIA.

Pesosionms.

Pe30omyst COIEPIKUT YKa3aHHe MO HCTIONHEHMIO TOKyMeHTa. Pesomonus opopmisercs Ha
cRobosHOM MecTe pabouero Ions [JOKyMeHTa, Ha OJlaHKe pE30JIOINMH MM BHOCHTCH
HelOCPEICTBEHHO B CHCTEMY 3JIEKTPOHHOTO A0KYMEHTO000pOTa.

Pé3omonust BKIFOUAeT: HaMHUITHIO, MHUIMAIIG] HCIIOIHHTENS (MCIOTHUTeNel), IopydeHue 1o
JOKYMEHTY, TIPH HEOOXOIUMOCTH — CPOK HCIIOJHEHMS, NMOMIMKCH JIMIA, BBIHECIIErO PE30IIOIHMIO,
J1aTy Pe30JIOLUH.

Pezomomusi, KaK IPAaBUIIO, MHIIETCS OT PYKH PYKOBOIMTENEM Ha TMOUIMHHHUKE JOKyMEHTa
Ha cBOOOHOM OT TEKCTa MECTE.

[Tpumep:

®avumua U.0.

[pomy moaroToBUTH Mpenaoxenns k 10.11.2021 r.

Hopnucs

JlaTta

OTMeTKa 0 KOHTpOJIE. _

OrMeTka O KOHTpOIE CBHJETENECTBYeT O TOCTAHOBKE MOKYMEHTAa HAa KOHTPOIb,
TIPOCTABISETCS IITAMIOM WM TPOU3BOIMTICS 3amuch OT pykH «KOHTpOJB» Ha BEpXHEM IIOJE
JOKYMEHTA. :

KOHTPOJIIO OZIEkAT BCE 3aperHCTPUPOBAHHBIE TOKYMEHTEI, TPEOYIOIIUE HCIIOMHEHNS.

CpoKkM HCIOOJHEHHS [OKyMEHTa YCTAHABIMBAIOTCS B COOTBETCTBHH CO CpPOKaMH,
0003HaYEHHBIMHY 3aKOHO/IATEIECTBOM, OpraHM3aldel, HalpaBUBIICH IOPYHYECHHE MIH IIPOCHOY,
DACTIOPSIIUTENBHBIM OKyMEHTOM HJIH PE30IEOLMel pyKOBOJHUTENS 00pa30BaTEIbHOMN OPraHu3aIuHY.

Cpox mpocTtasJisieTcs B popMe AaThl 3aBEpIIECHHs HCIOIHEHHMS.

OTMeTKa 0 HANPABJIEHHHN JOKYMEHTA B J1eJ10.

OTMeTKa O HallpaBJIEHAH JOKYMEHTa B JIEJIO OIIpee/sieT MECTO XPaHEHM JOKYMEHTA IOCIIe
3aBepimeHus paboThl C HUM H BKJIFOYAeT: coBa «B memo», HHIEKC Jefia 10 HOMEHKIIAType e, B
£0TOPOE MOMEINAETCs JOKYMEHT Ha XpaHEeHHe, C yKa3aHHeM Iofia, JOJDKHOCTH JIMLA, O(POPMHUBIIETO
OTMETKY, IIOJIIHCH, JJaThl.

[Ipumep:
B peno Ne 01-18 3a 2020 r.
Cexperapsb
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Iomnmcen aTa
OTMeTKa 0 HAlpaBJIEHUH JOKYMEHTA B €10 MOXKET JOMOIHATHCS KPATKUMU CBEICHHAMH O
XapakTepe UCIOJIHEHHA TOKyMEHTa.

4.TpeGoBaHus K COCTABJIEHHIO HEKOTOPBIX BHIOB JOKYMEHTOB.

ITpuxkas.

[lpuka3 — MPaBOBOM JOKAIBHEIM HOPMATHBHEIM aKT, KOTOPbIH H3JaeTCs CAMHOIMYHO
pykoBozuTeneM o00pa3oBaTeIbHOM opraﬁmaqun H YJIOCTOBepsieT pelleHHs OpraHu3alMOHHO-
DAaCIIOPSAMTENBEHOTO XapaKTepa.

[pekassl H3ZAIOTCS 110 OCHOBHBIM BOIPOCAM NEATENbHOCTH, aAMHHHCTPATHBHO-
XO3AHCTBEHHEIM BOIPOCAM ¥ KaApoOBEIM BOIpocaM (JMYHOMY COCTaBy) 00pa3soBarelbHOM
OpraHu3aIyiu.

ITpuKa3 MOMACEIBAETCS B COOTBETCTBHE C TPeGOBAHMAME, YKa3aHHBIMA B PeKOMEeHIALHH.

INocne moamucaHusi HpHKasa W3IMEHEHWs W/WIM [OTONHEHMs B HEr0 BHOCATCH ITyTEM
U3/IaHKs] HOBOI'O [IPUKa3a O BHECEHWH M3MEHEHHUU U/UIM IOIOIHEHHH.

Ilpuka3s, kak npasujio, odopmisercs Ha OnaEke 00pa3oBaTENbHOW OpraHU3alMH B
[IEYaTHOM BHJIE.

INpuka3 HMeeT CleXyIOIIHe PEKBH3HUTHL: HAaMMEHOBaHHE 00pa3soBaTCIbHOM OpraHH3aluH
COITAcHO ycTaBy; HamMeHoBaHue Buaa nokymenra (IIPMKA3), nara, HoMep, MECTO COCTaBICHHS,
3ar0JIOBOK K TEKCTY, TEKCT, HaUMEHOBaHHE JOJDKHOCTH, HOAIUCH JODKHOCTHOTO JIMIA (MHALMAIEL,
dbamMuus), BU3EI COITIaCOBAHUsI, 03HAKOMJICHHUS.

Jlaroit mpukasa (pacmopsbkeHHs) SIBISIeTcsl nara ero moxmucanus. Jlata odopmisercs
mApPOBEIM CIIOCOO0M; HOMED COCTOMT W3 3Haka «Ne» W IOPAIKOBOrO HOMEpa NpHKasa: OT
00.00.0000 Ne 000. '

Comeprcanue TIpUKa3a KPaTKO M3JaraeTcs B 3aroJioBKe, KOTOPHIM HAYMHAETCS C IPEWIora
«O» M COCTAaBIIAETCS ¢ TIOMOIIBIO OTIJIATOJLHOTO CymecTBUTENbHOTO («O0 yrBepxKIeHuH...», «O
CO3MIaHHH...») UK cymecTBATeIsHOT0 («O0 uTorax...»).

B npukasax TeKCT U3JIaraeTcs OT IEPBOTO JIANA €UHCTBEHHOTO HC/a ((IPHKa3EIBAON).

Bo Bpemsi 03HaKOMJICHMS C NIPUKAa30M yKa3aHHBIMH B HEM JIMI[AMH Ha IIEPBOM 3K3EMILLIpE
[IPHKA3a IPOCTABJISIOTCS IOIIHUCH ¢ YKa3aHHEM JaThl O3HAKOMIICHHUS.

Homepa cTpaHHI] IPOCTAB/ISIOTCS [10CEPEIUHE BEPXHETO IO JIHCTa HAYMHAd CO BTOPOTO
SIHCTa. ;

[NpuKkassl HyMepYyIOTCs B IIOPSAAKEe WX H3[IaHUS B Ipeenax KajleHIapHOTo Tojia; IPUKa3sl 1Mo
OCHOBHOM JI€ATeNbHOCTH W TIO KaJpOBHIM BOMpocaM (JIMYHOrO COCTaBa) MMEIOT OTACTBHYIO
TOPAAKOBYIO HyMEpaIlHIo. '

[Tpu HyMepanuu IpUKazoB nonyc;cae’rcs; HCITOTB30BaHKE JIOTIOTHUTENbHBIX OyKB.

[Ipumep:
K - xaapwi;
JI —nu4HbIi cocTaB;
O — ocHOBHasd [1eATEIbHOCTD;
VY — obyuaoniuecs.
[Tpuka3 BCTyI@eT B CHIy C MOMEHTa €r0 IOANMCAHUs PYKOBOAMTENIEM 00pa3oBaTebHOM
OpraHH3alliH, eClIH B TeKCTe He YKa3aHO APYroro Cpoka.
ITpuKassl perucTpupyioTesa B KHure/sKypHaIe perucTpayy IpuKasoB (nputodcenue 1).
IIpukassr popmupyrores B [leno onuH pas B KBapTall. Kuamura/xypHan npoHyMepoBEIBaeTes,
TIPOLIHYPOBBIBAETCS, CKPEIUISeTCs TOMIHCHI PYKOBOIMTENS W TedaThio  00pa30BaTenbHON
opramuzamuu (mpuioxenuwe 1). B komme kamemmapuoro roga lemo(ne Gomee 250 mHCTOB)
obopmmsercs B coorBercTBUE ¢ [lonoxenuem 06 apxuse.

IIprKa3bl 10 OCHOBHOM A€ATEFHLHOCTH.

Texer mpukasa MO BOMPOCaM OCHOBHOH [eATeIbHOCTH OOpa3oBaTebHON OpraHu3aluy
COCTOWT U3 JIBYX UacTeif — KOHCTaTHpyromel (IpeaMOyIisl) U paciopsIkTeIbHOM.

B KoHCTardpyiomeil YacTH OTpaKaloTCs LIeMH M 3a/a4d IIPEANHCHIBACMBIX ICHCTBUH,
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TPUYAHB] W3aHWS TIPUKa3a, NaeTcs CChUIKA Ha JIOKYMEHT, IOCHY)XHMBIOIMM OCHOBaHHEM [
HOATOTOBKY IPUKa3a. YKa3aHHas 4YacTh MOXET HAYMHATHCS €O cJloB «Bo mcmonHenwe...», «C
Lensio..» Hu ToMmy momobmuoe. Ecmum OoKymMeHT u3jgaeTcsi Ha OCHOBAaHMHM  JPYrOro
pacmopsiIUTEeIFHOTO JOKYMEHTa, B KOHCTATHPYIOUIEH YacTH YKa3bIBACTCs HA3BAHWE BHIA 3TOTO
JIOKymeHTa, ero aBrop (MunucrepctBo, CoBeT MEHUCTPOB | Ip.), JaTa, HOMEp H 3arojoBoK. Todka
B KOHIIE KOHCTaTUPYIOIIeH YacTH HE CTABUTCH. .

PacnopsnutensHas dwacTh npukaza HaumHaercs co cioBa ITPMKA3BIBAIO, xotopoe
rieyaTaeTcsi ¢ HOBOU cTpoku Gombmmumu OykBamu O€3 OTCTYIUIEHHS OT JIEBOTO IONIS M KaBBIYEK,
TIOCIIE YEeTO CTaBUTCS JJBOETOYHE.

PacniopsmurenbHas 4acTh OENMWTCS HA MYHKTBI M IIOANYHKTHL, KOTOPBIE HYMEpYIOTCS
apabckumu 1dpamu. B kakmoM MyHKTE HOKHBI OBITh yKa3aHbl HCIIOJHHUTEIH, KOHKPETHBIE
3ajanHus (HOpYYeHMs) W CPOKHM KX BBINONHEHHs. McrmonHuTenu MOryT OBITE Ha3BaHBI TaKOKe
0606IIEHHO: «PYKOBOMUTENSAM METOAMYECKUX OObeIUHEHHI», «3aMECTHTENSIM JaupekTopay. Ilpu
9TOM, KaK IIPaBHJIO, HE TPUMEHSETCs HalTHCanhe HEeKOHKPETHBIX IOpYYeHHH, KOTOpHIE COjJepikaT
croBa: «YCKOPUTBY, YTYYITUTBY, «aKTHBU3MPOBATHY, «00paTUTh BHUMAaHUEY,
«COBEPIIECHCTBOBATEY, (IIPOJAOJDKUTHY H T.II.

Ornenbuble 3amanus (HampuMmep, 3afaHus, cojepkamue NUGPOBLIE [JaHHBIE) MOTYT
obopMIATECSA B BHJIE TPHIJIOKEHUS K MPHKA3y CO CCHUIKOM HAa HUX B COOTBETCTBYIOIIMX ITYHKTaX
npHKas3a ¥ 0OPMILTIOTCS COIIACHO JaHHbIMPeKoMeHausIM.

Crpanuis! mprKasza ¥ IPUIOKEHUH HyMepyIoTCs KaK eMHbIH JOKYMEHT.

Ecnu npukazoM OTMEHSETCS MpEeAbIIYLIIHH paclmoOpsAIuTeIbHEIH TOKYMEHT, B PaCHOpSIUTENHHON
YacTH yKa3hIBAeTCs IyHKT, KOTOPHIM JOKeH HadmHaThes co cnoB: «[IpusHate yrparmBuim
CHILY...». :

W3MmeHeHHs, BHOCUMBIE B TpHKa3, 0QOPMIISIOTCA OTASTBHBIM IPHKa30M, KOTOPBIA J0DKEH
HMETh TaKo# 3aroioBok: «O BHECCHHM M3MEHEHHMH W/WIH NONONHEHHH B IPHKa3 ...» C yKasaHHEM
JaThl, HOMEpA, 3arojiOBKA pPACIOPSAMTENLHOIO AOKYMEHTa, B KOTODEIM BHOCATCS HM3MEHEHHS.
PacniopsiautenpHas 4acTh MpHKa3a HAYMHAETCS C TAKOTO MyHKTa:

1. BuecTr H3MeHEeHUs B IPUKa3...

Jlanee OTHENBHBIMHM TOAMYHKTaMH (OPMYITHPYIOTCS H3MEHEHHMS B PACTIOPANUTENbHBIH
JOKYMEHT.

ITpumep -

1) myHEKT 2 H3TOXKUTE B CIIEIyIONel peIaKkiil;

2) TMYHKT 3 HCKIFOYHT;

3) a63am BTOpO#i MyHKTa 4 JIOTIONHUTE CIIOBAMH. ..

Ecimu w3MeHEHHS B pacHOPSOUTENBHBIA TOKYMEHT O(GOPMILIIOTCS Ha OTACIBHOM JIHCTE
(MHcTax), B IEPBOM IIyHKTE PACIOPSIUTEIHHON JacTH IpHKa3a yKa3bIBaeTCs:

1. BHECTH H3MEHEHUS B...

[Mocnennuii MyHKT pacOPAAMTENIBHON YacTH B Clydac HEOOXOAMMOCTH MOMKET COAEPIKATH
pENIeHKe 0 BO3JI0KEHHH Ha JOJDKHOCTHOE JIMLO (QYHKIIH 110 KOHTPOJIIO 38 HCIIOIHEHHEM TIPHKa3a.

Ilpuxa3pl M0 KaAPOBBIM BOIPOCAM.

Ilpukasel 10 KaZpoBBIM BompocaM (NIMYHOMY cocTaBy) OGQOpMISIOTCS Kak B
vauduimposannoit ¢opme (IlocranoBienne I['ockomcrata P® ot 05.01.2004 Ne 1 «O6
VIBEPXKAECHUH YHHDUIUPOBAHHEIX GHOpM l'IepBH‘JHOPI Y4eTHOM JOKyMEHTALHUH II0 y4eTy pr,ua H
20 OIIIATEIY), TAaK B B TEKCTOBOH,

Jlagmbii BU IpHKa3oB 0QOPMIIAETCS B BU/E MHIMBYUYAIBHOIO MIIM CBOIHOIO.

B unnuBuayansHOM IpHKase cogepxurtced nHbopmarus 06 ogHoM pabOTHHKE; B CBOJIHOM —
0 HECKOJIbKHMX, HE3aBHCHMO OT TOTO, Kakue YIIPaBJIEHYECKHUE DEHICHHA IO HUM NPHHHUMAIOTCS
(mpueMm Ha paboTy, Ha3Ha4YeHWE HA [OIDKHOCTB, IIEPEBOJ Ha APYTYEO HOJDKHOCTH (paborty),
VBOJIbHEHHE H JIp.).

CozmepxaHue HMHAMBHAYAIBHOIO IpHKasza 1O KaZpoBBIM BOIpocaM (JMYHOTO COCTaBa)
RpaTKO H3JlaracTcia B 3arojoBKE, KO!OPB]:FI Ha49HuHaCcTCA C Hpe,I[J'IOI‘ﬂ «O» u cocraBIfeTCS C
TIOMOIIBIO OTTIAroIBHOTO CYIIECTBUTENBHOIO: «O HazHaueHHH...», «O MPUHSATHM...». B CBOIHBIX
[pHKa3ax MOXKET NMPAMEHATHCS 00OOIIEHHBIH 3aronoBok: «O KBJ.[pOBI:IX Bompocax», «O ITUYHOM
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COCTaBe».

B TekcTe mpHKa3sa IO KagpOBEIM BOMpOcaM (JIMYHOMY COCTABYy), KaK IIPaBHIIO,
KOHCTaTHpYIOIas 9acTh HE OTMEYAETCS.

PacmopsiIpTeNbHAs YACTh NIPHKA3a HAYMHACTCS, KaK HPAaBUIIO, C TIArojia B HEONPEIeICHHOR
dopme: «ITpumATEY, «HasHauautey, «[lepeBectr», «OOBIBUTEY U TOMY HOI00HOE.

Jlaree ykasbiBaroTcs (haMEIIAA, UM, OTYECTBO (IpH HauM4uH) pabOTHHKA, Ha KOTOPOIo
pacrpocTpaHsercs neiicTBHE IpHKa3a, W TeKCT NpHkasa. B cBomHOM Npukase (GaMHIMH JIHI B
npezienax MyHKTOB pasMeniaoTes no aindasury.

B mpukase 0 HasHAYEHHH WK YBOJBHEHWH paGOTHHKA yKa3blBAETCS IOJHAs Jara (MHCIo,
Mecsill, To11) GaKTHUECKOTo BhIXona paboTHIKA Ha paboTy (IIPEeKpaIIeHus TPYAOBBIX OTHOIICHH),
pasMepsl €ro JOJDKHOCTHOI'O OKJIaZa COTJIACHO ITATHOMY PACIUCAHMUIO.

B CBOAHOM IpHKa3e [0 KafpOBBIM BOIpocaM (IMYHOMY COCTAaBY) B PaclOpSAATENBHYIO
9acTh BKJIFOYaeTcs MH(OpMAIMs, KOTOpas pa3sMellaeTes B TaKO# I0CIeN0BaTeIbHOCTH: IPHEM HA
paborty, epeBo, yBOIbHEHUE.

B KkaXIoM IyHKTE NpHKa3a [0 KaJpOBBIM BOIpOcaM (JIMYHOMY COCTaBy) YyKa3bIBACTCH
OCHOBaHWE OTHOCHTENLHO ero m3ganus (3aseieHue paGOTHHKA, TPYLOBOI JOTOBOP (COrNalleHue),
JOKTafHAs 3alMcKa, TpEeICTaBlieHHe, XONATAHCTBO, DEIIEHHWE AaTTECTAHOHHOW KOMUCCHUH
o01eoOpa3oBaTenbHON OpraHu3anuu) u T.10.

IIporoko..

ITpoueccsl NMpPUMEHEHHsT YIPABICHYECKHX DPEIICHHM oOpasoBaTeNbHOM opranusaiueidl u
CaAMM DEIIEHHsS JOKYMEHTHPYIOTCS C IIOMOIIBIO IIPOTOKOJIOB KOH(EPEHIHH, MeJarorudeckux
COBETOB, KOMUCCHI U IIp.

B npoTokoiax 3acemanuil KOJUIErHanbHbIX B COBEIIATEIPHBIX OPraHOB TEKCT H3/IaraeTcs OT
TPeThero JIMIa eIUHCTBEHHOIO uucna («IeJarorHyeckuii COBET... MOCTaHOBISET», «COOpaHHME...
PEIIUIION). .

[TpOTOKOJI COCTABIAETCS HA OCHOBAaHWH 3alHCEH, CIENAHHBIX HEMOCPEJCTBEHHO BO BpeMs
3acelaHui, MIPEeICTABICHHEIX TEKCTOB M TE3WCOB MOKIAN0B M BEICTYIUIEHUH, CIPaBOK, MPOEKTOB
pEeIlIeHHH.

I[TPOTOKOI MOYKET COCTABIATECS KAk B PyKOITHCHOM, TaK ¥ B IEYaTHOH popme.

Jlaroif mpoTokoJa ABIAETCS JaTa NIpOBEAEHMs 3acenanus. EcoH 3aceqaHnue IpoaonKaIochk
HECKOILKO JHEH, TO Yepes THpPe yKa3bIBaIOTCsS NEPBBIM U NOCIHESIHUM IECHD 3aCe/aHus.

Homep MpoToKosa J0/DKEH COOTBETCTBOBATH NOPSAKOBOMY HOMEDY 3aCEIaHus. Hywmeparust
IPOTOKOJIOB BENETCA B IIpeleiax KaleHIapHOTOo rofa OTAEIBHO 10 KaXJO0H IPYIIIe MPOTOKOJIOB
3aceqaHusi COOTBETCTBYIOMIETO KOJIETHAIBHOTO OpraHa.

B peKBH3MTE «MECTO 3acelaHusy yKa3bBaeTCs Ha3BaHHE HACEIEHHOrO MyHKTa, B KOTOPOM
COCTOSAIOCH 3aCE/IaHuE.

3aroJl0OBOK K TEKCTY NPOTOKOJA O/DKEH OTOOpakaTh BHJ 3acelaHHs (COBEIaHHE,
cobpanue, KOHQEPEHIUS | T.II.) WIKA KOJUIETHATBHOMR IeaTehHOCTH (KOMHCCHS, COBET, COOpaHHe,
pabouasi rpynmna u T.0.) ¥ BKJIFOYATh Ha3BaHUE BUA JOKYMEHTA.

Texer mpoToKOIa COCTOUT U3 BBOJAHOM H OCHOBHOM YacTeH.

BBomHas uacth comepxuT TocTosHHY0 wuHQopMmanuio (ciaoBa IIPEJICEIATEJID,
CEKPETAPH, IMTPUCYTCTBOBAJIM) u nepemenHyro ((pamuins, MHHOMAIBL ILpEeACelarell,
cekperapss M  NpHCYTCTByrommx). Ilpu . HeoOXOJMMOCTH  yKa3hIBAalOTCA  JOIDKHOCTH
TIPUCYTCTBYIOIINX, @ TAKIKE MHHIIHATE], (haMUIMX TOJDKHOCTH JIUII, IPUTTIAIEHHBIX Ha COBELIAHHE.
Ilpm xomumdecTBe ydacTHHKOB Oomee 10 cocTaBideTCs CIHMCOK IIPHCYTCTBYIOIIMX, KOTOPBIA
TpuIaraeTces K MpOTOKOITY. _

Ecmn mportoxkon odopmisercs B nedarHod Gopme, 1o cnoBa ITPEJICEIATEJID,
CEKPETAPB, ITPUCYTCTBOBAJIM mevaraioT OT HYJIEBOTO INOJIOXKEHHA TabynsaTopa, OT 2-TO
TIOJIOXKEHHS TabyJIATopa CTABUTCA THpe, HHUIHAIB! U GaMUIMK IHIOYT B HMEHUTEILHOM IIaJIEXKE.
DaMuIdE TMPUCYTCTBYIOMIMX PACIoiaraioTcss B aindaBUTHOM NOpsAKE MW Iedararorcs depes 1
?v[e}I{CTpOT-H-IB]ﬁ HHTCPBaJ. P

BBonnas uacTe NpOTOKONA 3akamumBaercs noBectkod mHsA. Crnoea «lloBectka JHS»
[eYaralT OT HYJIEBOTO IONOXKEeHHs TalyisTopa, MOCIHEe HHMX CTaBMTICA ABoeTodde. Bompocs
TOBECTKH JHA HyMepyiorcs apabckumu mubpamu. Kaxueli HOBBIH BOIPOC NevaTaloT OT 1-ro
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ITOJIOKEeHUSI Ta0yIATOpA.

ITocaenoBaTenbHOCTh PACIONOKEHHS BOIMPOCOB ONMpPENENIEeTCss CTENEHBIO HX BaKHOCTH.
Bormpocs! IepedncisioTes B MMEHUTeNbHOM mazexe. Jloknan (0T4er, coobmenue, uHGOpMAaIU),
HAMMEHOBAHUE JOJDKHOCTH, HHANHAIGI ¥ GaMHAIHIO JOKIaUHKa IUIIYT B POAUTEIBHOM Ialeike.
He pexoMeH/yeTCsl BKIIOYATh B MIOBECTKY MHs Bompoc «Pasnoex. Kaxpli BONPOC M0IDKEH OBITE
KOHKpeTH3upoBaH. GopMUpORaHKE BOIPOCOB B OBECTKE JIHA HaynHaeTcs ¢ npeaora «O (00)».

OcHOBHAs 9acCTh IMPOTOKOJA COCTOMT H3 DPasfelioB, KOTOPBIC NOJIDKHBI COOTBETCTBOBATH
IIyHKTaM TOBECTKH JHA. Paszensl HymepyioTes apaGekuMu iudpamMu i CTPOSTCS IO TaKoHi cXeme:

CJIVIIIAJIU — BBICTVYIIAJIN — PEIIMJIIN (IIOCTAHOBUJIN).

VKazaHHEIE CJI0BA IledararoTcs OonbimpuMe OykBaMu 6€3 OTCTyIA OT TPAaHMIIbI JICBOIO ITOJIA.
I[Tocie 9THX CIIOB CTaBHTCS IBOETOUHE.

[Tocie cmoa CJIVIIAJIM yka3sBaeTcs KparKUd TEKCT BBICTYIUICHHUS OCHOBHOTO
noksamauka. GaMuIHa ¥ HHALHATE! KaKIOTO HOKIIa[quKa IedaTaroTcs ¢ HoBo# cTpoku. Kparkui
TEKCT BEICTYIUIEHHSI H3/TaraeTcs B TPETHEM IHIIE EIMHCTBEHHOrO YHCHa.

TeKCTHI MIH TE3UCHI JOKIAA0B M BEICTYILIEHHH, 0)OPMIEHHEIE KaK OT/IEIbHbIEC JIOKYMEHTEL,
B TEKCT MPOTOKOJIA He BKirogaroTces. [ociie cBeieHrit 0 JOKIIAYMUKE CTABHTCS THPE M yKa3hIBACTCHA!
«Teker moknana (BEICTYIUIEHHS) IIPUIIATaeTes K IPOTOKOITY».

ITocne cinoBa BBICTYIIMIIM (GHKCHPYIOTCS BBICTYIUIEHHMS T€X JIHI, KOTOPEIC HMPUHAIA
yuacTHe B OOCYXIEHHM HOKIaza. BeICTymneHHs OQOPMILIIOTCS B IPOTOKONE C YKasaHHEM
nooxkHOCcTed, GaMmuit ¥ HMHUIKAIOB, BBICTYNAIOIMHX B HMEHUTEIBHOM Mafeke, a TakKe C
KPaTKMM H3JIOKEHHEM COJEPKaHus Bompoca # orseroB Ha Hero. CopepikaHWe BBICTYIUICHHI
H3JIaraeTcst OT TPETHEero JIMIA €IMHCTBEHHOI0 YHCIIa.

ITocme cmoa PEIIMIIM (ITOCTAHOBWJIM) ¢duxcupyercs INIPHHATOE PEIICHHE TIO
06CyK/1aeMOMY BOIIPOCY I[OBECTKM MIHA. PemieHHe NODKHO OBITh KOHKPETHBIM M BKIIOYATh
COCTABIIIONIME, KOTOPBIE OTBEYAIOT Ha CleAyIOIIHe BOIIPOCKL: KOMY, YTO CIEeNaTh U B KaKO# CPOK. -

Pemrennsi, comepiKaiiye HeCKOIbKO BOIPOCOB, NOIPA3IEIAIOTCS Ha MYHKTBI U MOAMYHKTHL,
KOTOpBIE HyMepyIoTcs apabekumu tudpam. IIOAIyHKTE HyMEpYIOTCs HE(ppamMy ¢ TOUKOH.

B cioydae, KOrJa Ha 3acelaHMM NPUHAMAETCS DellleHHe 00 yTBEPXIEHWH TOKYyMEHTa,
KOTOpEIA 00CYI)KAANCs Ha 3aCeaHuH, 3TOT JOKYMEHT IIPHJIAraeTcs K MPOTOKOJIY U B HEM JAENAcTCs
CCBUIKA Ha HOMEP M Jary npoTokona. Ilpum Hamuuum JApYrHX JOKYMEHTOB, KOTOpBIE
paccMaTpMBANKNCh Ha 3acedaHud, u (akt o6CykIeHus KOTOPHIX OBLI 3a)MKCHPOBaH B TEKCTE
NpOTOKOJA, OHM HyMmepyroTcs apabckumu uubpavu (I[Ipmnoxenue 1, Ilpmmoxenwe 2). B
COOTBETCTBYIOIIAX IIYHKTAX [IPOTOKOJA [eaeTCs CChUIKA Ha OTH IIPUIIOKEHHS.

[TpoTOKOI MOAMHCHIBAETCS ITPeICeNaTeIbCTBYIOIMM Ha 3aCEIaHUU KOJUIETHAIbHOTO Oprana
H CeKpeTapeM. '

Beimmcka ©3 TPOTOKONA — TO4YHAs KOMMS YacTH TEKCTa IOMJIMHHONO MPOTOKOIIA,
OTHOCAIIErocs K TOMY BOINPOCY MOBECTKH IHSA, IO KOTOPOMY IOTOBHTCS BBIIMCKA. BBIIMCKA U3
IPOTOKOJIA  COJEPKAT  CIEHYIOIIME DPEKBH3WTHL HAMMEHOBaHME 00me0OpasoBaTesbHOM
OpraHM3alliM, HAasBaHHE BHUAA JOKYMEHTa (BBIMCKA M3 IIPOTOKOJA), Jara 3acellaHusi, MEeCTO
COCTABJIEHHSI, 3aTONIOBOK K TEKCTY, TEKCT, OMMUCH, OTMETKY O 3aBEPEHUH KOIIHH.

TIporokous: popmupyrores B IeTo omui pa3 B KBapTall. B KoHIE KalleHAapHoro roga Jleno
(me Gomee 250 micTOB) odopmIsTeTca B cooTBeTCTBEH ¢ [looxenneM o6 apXuBe.

Cayxe0Hoe MHCHMO. _ .
Cryxe6GHOe MHCHMO COCTABIIIETCS C IeTbIo 00MeHa HH(pOpPMaIHEH U IPENCTABISET COOOM:

- OTBETHI O BEHINOJHEHWH 3a0aHHU, OIpEeNCICHHBIX B aKTax OpraHoB IoCyJapCTBEHHOH
BIIACTH, IIOPYYEHHUAX BBICIIMX JOJUKHOCTHBIX JIHIT;

- OTBETHI Ha BBIIOJIHEHHE [IOPYICHAN BBINECTOAIIUX OPraHM3aI[AiH;
- OTBETHI Ha 3aIIPOCHI APYTHX YIPEKICHHIA;

- OTBETHI Ha OOpAIleHus TpaXAan;

- OTBETHI HA 3aNPOCH! Ha HH(pOPMAIIHIO;

- HHUIWATHBHBIE THCHMA;

- COTIPOBOJIMTENEHBIE MHCHMA.
CryxeGHoe mucsMo oopmisiercs Ha OnaHke 00pa3oBaTeIbHOM OpTraHHU3aIHH.
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ITiceMO MMeeT CieyIolHe PEKBHM3WTHL JaTa, PErHCTPallMOHHBIA HOMEp (MCXOIIIuii),
CCBUIKA Ha PerHCTPallMOHHBIM HOMep (BXOISIINHM) M AaTy MOKYMEHTa, HAa KOTODLIM JAeTCd OTBET
(Ipy HaNWYMM), agpecaT, 3arojioBOK, TEKCT, OTMETKAa O HAIWYWM [PUIOKEHWH (B ciydae
He0OX0IMMOCTH), ITOANKCH, cBeaeHus 00 ucnonnutene (@.M.0., koHTakTHEIA HOMEp TenedoHa).

Jlatolf mmcepMa sBISETCS HaTa €ro IOANMMCAHHs, KOTOpas HOJDKHA COBNANaTh C AAToi
pErHcTpalnyy HCXOAAIIel KOPPECIIOH IEHIHH.

OCHOBHBIM PEKBHM3UTOM CIIY’KE€OHOIO IMCbMa SABIIACTCS TEKCT, KOTOPBIA, KaK MPaBHIIO,
COCTOMT U3 JABYX uactell. B meppoil 4acTu ykassIBaeTcsl MPUYMHA, OCHOBAHWE HIM OOOCHOBAHHUE
IOATOTOBKY IMCHbMA, [IPUBOJATCS CCHUIKM Ha JOKYMEHTHI, KOTOphIC OBLIM OCHOBaHHEM I €ro
cocTaBieHusl. BTopas 9acTh BKIIOYACT BBIBOJEL, IPEIJIOKEHHs, NPOCHOBI, PEIIeHHs H T. II.,
KOTOpBIE pasMelratorcs ¢ absara.

Kax IIpaBHJIO, B IMCHME 3aTparuBacTCa OIHH BOIIPOC.

Texer nucbMa H3/1araeTcs OT IEPBOTO JHIA MHOMKECTBEHHOI'O 4HCIIA C MCIOJIB30BAHHEM
CIIOB: (IIPOCHM COOOIHUTE...», «Pa3bACHIEM, YTO...»

Ciry>xe6HO€ IHCEMO IIOANKCHIBACTCS PYKOBOAUTENEM 00pa3oBaTEIbHON Opranu3aliiy.

Cnpaexka.

CrpaBka — JOKYMEHT, TTOATBEPIKIAOIINAN Kakue-mu00 haxThl uitk CoOBITAA.

CrpaBku OBIBAIOT IBYX BHJIOB:

1. CopaBka [l OIMCaHUS HIM MOATBEpXIeHHs (aKToB, HIM COOBITHNA B IeATEIbHOCTH
OpraHU3aIHH.

CripaBKkH COCTABISIOTCA II0 YKa3aHMIO BBLIIIECTOSINEH OPraHH3alUHd HIH PYKOBOIMUTEIS
00pazoBarensHON OpraHu3anud Ui HHOOPMAIIHE O BEIIOMHEHWH IUIAHOB, 3a/IaHu, MOpYIEeHuH U
IIPECTaBISIIOTCS B YCTAHOBJICHHBIE CPOKH.

Texcm maxoi cnpaexu cocmoum u3 08yx yacmeil.

B nepBoii uacTu u3nararorcs HaxThl, MOCIYKHUBIINE TIOBOJOM K €€ HallHCaHHIO, BO BTOPOH —
[PUBOIATCS KOHKPETHBIC JaHHbIE. BBIBOABL M MpEUIOKEHHA B CIpaBKe He galoTcs (3a
HUCKITIOUYEHHEM aHATUTUYECKOMH).

CnpaBka [OOKH2 OOBEKTHMBHO OTpaXkaTh COCTOsSIHME Jell, €€ CcocraBjieHue Tpedyer
TINATEILHOrO cO0pa U IIPOBEPKH CBEICHHH, MOI'YT IIPUBOAUTECS TaOIHIIBL.

CrpaBku, cocTaBIeHHBIE IS PYKOBOAUTEIS OPraHU3al|H, TIOIITHUCHIBAET COCTABUTEIIE.

CrpaBky, KOTOpble COCTaBIAIOTCA II0 YKa3aHHIO BBIIIECTOSINEH  OpraHH3alldH,
HOJITMCBIBAET PYKOBOAUTENE 001Me00pa3oBaTenbHON OpraHu3ariy.

Jlaroii cripaBKy SABISETCS [AaTa ee MOAMHCAHuUS.

2. CopaBkd, YHOOCTOBEpSIONIHE IOpHAHYecKHe (DAKTHI: MOATBEPHKICHHE MecTa paboThHl,
3aHAMaeMOH J0JDKHOCTH, pasMep 3apaboTHOH IIaThl U T.1.

Jlns HuX TpUMERSIOTCS yHA(QHIIMPOBaHHbIE TpadapeTHbIe GIaHKH.

Taxoro poja crpaBKH BBIIAIOTCS 110 3allpOcaM 3aHHTEPECOBAHHBIX JIHII (COTPYAHUKOB) HIIH
YUIPEXKIEHUH U PETUCTPUPYIOTCS B XKypHAJIe BEIIABAEMEIX CIIPaBOK.

JoxaagHas 3anmmucKa.

JoxnanHas 3anKcKa —I0KyMEHT, apeCOBaHHbIA PYKOBOJUTEIO U UHGOPMUPYIOIIHH €ro 0
CIIOXKMBIIEHCS CHTyallMy, UMEBIIEM MECTO SBIEHUM HIH (akTe BBIIOJHEHHOH paboThl, a Tame
COJIEPIKALIMN BEIBOJBI U IIPEMII0KEHAS COCTABUTELA.

Jloxiannas 3anucka MOJKeT BBIIOJHATHCS PYKOMHCHBIM CIIOCO00M.

Texcr mnokiganHOW 3amMCKU JENWTCS Ha JIBE YaCTH: IlepBas - KOHCTATHPYIOIIas, TIe
M3JIaraloTCs MMEBIIME MECTO (DAKThl MIIM OIMCHIBAETCSA CUTYallHdA, M BTOpas, B KOTOPOM H3Iaraercs
IpeaIoXKeHue, mpockoa.

TexcTy MOKNAmHOW 3amMMCKU 00s3aTENbHO IPEMINECTBYET 3arojIOBOK, HAYWHAIOIIMHCS C
npemiora «O», «O6».

Hoxnanaas 3amucka ohopmisercs Ha THCTE Oymarw.

¢
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AKT.

AKT — [IOKYMEHT, COCTABJICHHBIA HECKONBKHUMM JIMIIAMH ¥  TOATBEPXIAIOIIUK
YCTAHOBJIEHHBIE (DAKTHI ¥ AeHCTBUSA. AKTBI OQOPMIIIOTCS O pe3yibTaraM PEBU3HM, NPH IpHEME-
nepezade e, CIHCAHHE HMYTIeCTBa U TOMY oZ0o0Hoe.

Axt odopmisietcs Ha craHmapTHOM mucre Oymarm (opmara A4 ¥ MMEET CIEIYIOUIUe
PEKBH3MTEI: Ha3BaHWE JIOKYMEHTa, IpH() yTBepkeHHS (IIPH HEOOXONMMOCTH), [ara W MECTO
COCTABJIEHHSI, 3ar0JIOBOK K TEKCTY, TEKCT, IIOAIIMCH JIHII (He MeHee TPeX), KOTOPEIE COCTABJISLIA aKT.

TexcT akTa COCTOUT U3 BBOJHON U KOHCTaTUPYIOIIEH 9aCTeH.

B BBOIHOM 9acTd yKa3bIBAIOTCS OCHOBAHMS U1 COCTABJICHHWs aKTa M HAa3bIBAKOTCS JIHIIA,
KOTOpbIE COCTABHIIM aKT HITH IIPUCYTCTBOBAIIM IIPH 3TOM. B KOHCTATHpPYIOMIe# JacTu U3/IaraeTcst
CyTh, 3ala4d, XapaKkTep MPOAeTaHHO#M paboTel, yCTaHOBICHHEIE (AKTHI, IPEUTONKEHHS U BBHIBO/IBL.
KoHncrartupyromas 4acTh MOXeT odopmisaTeess B BHAc Tabmuibl. B KOHIE Tekcra axta

3aMUCHIBAIOTCS TAHHBIE O KOJHYECTBE SK3EMIUIIPOB aKTa H MX MECTO HAXOXICHHUS.
' AKT ITOJIHCEIBAETCS BCEMH JIMIIAMU, TIPHHUMABIIMMHE Y9acTHE B €10 COCTaBJICHHH.

JIumo, MMEroINee 3aMe4YaHHd K COJCpIKaHMIO aKTa, IOANMCHLIBAET €r0 M H3Jaraer CBoe
MHEHHE Ha OTIAEeTEHOM JIUCTE, KOTOPKIM NMPHUIAraeTcs K aKTy.

Teserpammbl, TeJaedoHOrpaMMbl, hakeHMHISPHAS CBA3b.

DTO HOKYMEHT [0 OI€PATUBHEIM BOMPOCAM, IlepeaBaeMblii 0 TeaeOHY U 3aNMCHBAEMbIN
TI0JTy9aTeIeM.

O0s3arebHEIME, PEKBU3HTAMHE TaKHX JOKYMEHTOB ABIISIOTCH:

- HaWMeHOBaHWE YUpeX[IeHUI aIpecaHTa U aapecara;

- PEKBH3HT «OT KOTO» M «KOMY» C YKa3aHMEM JOIDKHOCTH, ()aMHIIAH, M OTYECTBA
TIOJDKHOCTHBIX JIMII;

- HOMED, aTa ¥ BpeMs [lepefiady U IIpHeMa JOKYMEHTa;

- JIOJDKHOCTH M (paMHIIHH IePEJaBIIero U NPHHABIIEr0 JOKYMEHT;
HOMepa TesieOHOB;

= TEKCT H IIOOIIHCE.

HOCTYHPIBHII/IG JOKYMCHTBI OOJDKHBI HMETE TE€ JKE€ PEKBH3HTBI, UYTO H OTIPABIAEMEBIC, 3a
HCKITIOYEHHEM ITOOITHCH.

,Z[OKYMCHTLI COCTE@BJIAOTCA B OJHOM 3K3EMILIAPE M MNOAMUCBIBAIOTCA PYKOBOIUTEICEM HIIA
OTBETCTBEHHBIMH HMCIIOJTHHTEIIbHBIM.

JJIeKTPOHHEBIE JOKYMEHTBI.

[Topsamok cocTaBiaeHus, 0QOPMIIEHHS U COTTIACOBAHMS MPOEKTOB 3JIEKTPOHHBIX JJOKYMEHTOB
OCyIIECTBIIAETCA [0 OOLIMM [IpaBHJIaM JeNOIpPOM3BOJCTBA, YCTAHOBJIEHHEIM B OTHOIIEHHH
AHAJIOTHYHEIX JOKYMEHTOB Ha OyMa)KHOM HOCHTENe. DIEKTPOHHEIM NOKYMEHT JO/DKEH WMEThH
PEeKBU3WTEI, YCTAHOBJICHHBIE JUIS AHAJOIMYHOIO JOKYMEHTa Ha OyMa)XHOM HOCHTENe, 3a
HCKIIOYEeHHEM OTTHCKA IIeYaTH.

B mepeuens 0043aTeNbHBIX CBENEHHM O IOKYMEHTaX, MCIIONB3YEMBIX B IIENIX ydYeTa U
HOMCKA [OKYMEHTOB B CHCTEMaX OJJIEKTPOHHOIO [JOKyMeHTooGopora 00pa3oBaTelbHOM
OpraHu3anyy B COOTBETCTBUHU C MIPABUIIAMH JEJIONPOMU3BOJCTBA B 00pasoBaTe/lbHON OpraHn3aliy,
BXOJISIT:

e  ajpecaHT;
e ajpecart;
o JIOJUKHOCTB, (DaMUIKsl ¥ HHHUIIHAIHI JTHIA, TIOIIIMCABINET0 JOKYMEHT;
e BHI JIOKYMEHTa;
e Jara MOKYMEHTa,
e HOMEp JOKYMEHTa;
Jara MOoCTYIIIIEHH A I[OKWSHTEI.;
BXOJISIIHHM HOMED TOKyMEHTa;
CCBLIKA Ha MCXO/AIINNA HOMED U JaTy JOKyMEHTa;
HaMEHOBAHUE JOKYMEHTA;
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e HHJICKC Jena;
e CBEACHMA O Iepeaipecaliy JOKYMEHTa;

e KOJIMYECTRO JIICTOB OCHOBHOTO JIOKYMEHTA;

e KOJHMYECTBO NPHUIOKEHHH;

e 0o0IIee KOJIMIECTBO JTHCTOB IIPHIIOKEHHH;

e YKa3aHHUA MO UCIIOJHEHMIO NOKYMEHTA;

e J0JDKHOCTE, @. M. O. ucnonHuTENS;

e OTMETKa O KOH(QHUASHIHAILHOCTH.

B cocTaB 1OMOTHUTENBHBIX CBEACHUN 00 3NMEKTPOHHOM JOKYMEHTE MOTYT OBITE BKIFOUEHEI
CBEICHUA: HaMMEHOBaHHE aBTOpa JMOKYMEHTa (EClIH aBTOp HE COBHNANAET C aApecaHToM
(oTHpaBuTENEeM) SJMEKTPOHHOrO JOKyMeHTa), OTMETKa O IIepeHOCEe CpoKa MCIIOJHEHHS JOKYMEHTa,
CPOK XpaHeHHs JOKYMEHTA, HAMMEHOBAHHs TIPHIIOIKEHHH K 3MEKTPOHHOMY JIOKYMEHTY, KITIOYEBbIE
ClIOBa, CTATYC JOKyMEHTa (IIPOCKT, BEpCHsA), BHA Heperaud AOKyMEHTa (3JIEKTPOHHOH IIOYTOH,
moYToMH, hakcoM | T. 1I.) U Ip. .

Cpokd XpaHEHHs] OJIEKTPOHHBIX [IOKYMEHTOB COOTBETCTBYIOT CpOKaM XpaHEHHS
MOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOAATENbHBIMA W MHBIMH HOPMATHBHBIMH IIPaBOBEIMH aKTaMH
Poccuiickoit ®enepariy, THIOBLIMH MEPEYHSIME IS AHAJIOIMYHBIX JIOKYMEHTOB Ha OyMaXKHOM
HOCHUTEIIE.

5. Oprasusanus J0KyMeHT0000poTAa H HCIOJHEHHs JOKYMEHTOB.

Ilpuem 1 00paboTKa MOCTYNAIIIHAX JOKYMEHTOB.

JIBkeHWEe NOKYMEHTOB C MOMEHTa WX CO3JaHHs WM IIONY4EHHS [0 3aBEpIICHHS
HCIIOMHEHHS UM OTIPaBKH 00pa3yeT JOKYMEHTO000POT.

B  nmoxymentoobopoTe 00pa3oBareibHOM — OpraHM3allMé  BBIIEISIOTCS — CIEIYIOUIAe
HOKYMEHTOIIOTOKH:

a) BXO/IlIasi KOppecnoHaeHIus (fopuandecKue U GQusnuecKue IuLa);

0) ucxosias KoppecnouaeHus (fopuauyeckue u hu3ndecKue JnIa);

B) BHYTPEHHSIS JOKYMEHTAIIHSL.

HocTraBka H OTHpaBKa JOKYMEHTOB OCYILIECTBISIETCS, KaK MPaBUIIO, CPEICTBAMU IOYTOBOH H
3NIEKTPOHHOM CBSA3H.

HloKyMeHTBI, HOCTyHaromue B 00pa3’oBaTENbHYI0 OpraHU3alldi0, IIPOXOAAT IEPBHYHYIO
00paboTKy, pErucTpamuio, IpefBapUTeNsHOE pAacCMOTpEeHHe, Iepeqady pPYKOBOACTBY Ha
paccMOTPEHHUE, [EPENAarOTCs UCIIOJHUTENSAM U [TOCIE HCIIOIHEHUS TIOMENIAOTCS B IeNa.

IIprem u nepsugHas 06paboTka JOKYMEHTOB OCYIIECTBIIETCS CEKPETapEM.

Cexperaph IPOBOMHUT: MPOBEPKY TIPABHILHOCTH aJPECOBAHMS IIOCTYIAIOIINX I0KYMEHTOB,
[PaBUIIBHOCTH JOCTABKM M KOMILIEKTHOCTH JOKYMEHTOB; COPTHPOBKY IOKYMEHTOB Ha
HOJIeKAIIIE U HE MOICKAIINE PETHCTPAIIHH.

[TonyyeHHBIE KOHBEPTHI C KOPPECIOHJEHIMEH BCKPHIBAIOTCS, IPH OSTOM IIPOBEpsAETCS
HalliYMe BIIOXKEHHH, a TaKXe yKasaHHBIX B JOKYMEHTax HOpUIIOXKEHWH. B ciydae moBpexaeHus
YIIaKOBKH W BIIOXKECHHH THOO OTCYTCTBHS NPHIIOKEHHH COCTABISETCA akT B JIBYX JK3EMILIApax.
OnvH 3K3eMIUISIp aKTa HANpaBISIeTCs KOPPECIOHIEHTY, BTOPOM IPHOOIIAETCS K IOCTYHHBIIEMY
JOKYMEHTY.

Omubo4HO mpHCIAHHAS KOPPECIOHICHIHSA NEPEChUIAETCS M0 MPHHAIEKHOCTH, ECIH
M3BECTE€H aipec I[oily4darens. B TpoTHBHOM ciydae KOPPECIIOHJIEHIMS BO3BpAINAETCS
OTIIPaBHTEIO.

KonBepTsl OT mnocrymaromelf KOPPECIOHACHIMHA COXPAHSIOTCS M IPHJIAraloTes K
JOKyMEHTaM JIMIOb B TOM Cllydae, KOr[a TOJBKO 110 HUM MOXKHO YCTaHOBHTH apec OTIIpaBHTEIIS
WM, KOTJa JaTa ITOYTOBOIO INTEMIIENs HUMEET 3HA4YeHHEe B KAYeCTBE JOKa3aTeNbCTBA BPEMEHH

TIONTyYEeHUS JOKYMEHTA.
CrienuanmucToM He BCKPBIBAIOTCA KOHBEPTHI IIACEM C HAMMUCHIO «IHIHO». OHH MepeaaroTcs
10 HA3HAYEHUIO P

Wudopmarust u [OOKYMEHTHI O [eSTEILHOCTH O0pasoBaTelbHOM OpraHu3alud, He
yKasaHHBIE B yacTh 2 cTatbu 29 ®enepanbHoro 3akoHa ot 29 nexadps 2012 roma Ne 273-03 «O6
obpasosannu B Poccuiickoit ®Demepanun», NpeACTABIAIOTCS PYKOBOAMTENEM 00pa3oBaTelbHOM
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OpraHM3allMy 10 OOPAIEHHUIO TPAKIAHKHA MO0 JOIDKHOCTHOIO JHI@ rOCYAapCTBEHHOIO Oprama
A4 OpraHa MECTHOTO CaMOYNpaBleHHs B CIydasX H MOPSAKe, NPeAyCMOTPEHHBIX
3aKoHOJATENLCTBOM Poccuiickoi Deepariu.

IIpencraBienne UHGOPMALMA HKHBIM OpraHM3aMAM O ICATCIBHOCTH o0Opa3zoBaTelbHOM
OpraHu3allii OCYIIECTBIAETCS yYPENHTENeM OpraHu3aldd, B OTHOMCHUH KOTOpO# Takag
wH(OpPMALH 3alpaIABaETCS.

IIpeaBapuTeIbHOE PACCMOTPEHHE JOKYMEHTOB.
Cexperaps W (W) JMIO, OTBETCTBEHHOE 3a BEJICHME JICTONPOM3BONCTEA, HPOBOIMT
[peNBADHTETHHOE  PACCMOTPEHME  [OKYMEHTOB B  IEIAX  BBUICICHHA M3 BCETO
\ACCHBA [IOCTYIIMBINEH  KODPECHOHJEHIMH  JOKYMEHTOB,  TpeOyrommx 00513aTeJILHOr0
paccMOTpeHHs PYKOBOJUTENIEM 00pa30BATEIbHON OpraHA3allHH.

OCHOBAHHEM IS TIPUHATHS PELICHHS B XOJe NPe/BAPUTENBHOTO PaCCMOTPECHHUS SBIACTCA
cozepikanue JOKyMEHTa, a He apecoBaHue JOKyMEHTa COOTBETCTBYIOMEMY paboTHHKY.

Pe3ynbTaToM NPEIBAPUTENHHOIO PACCMOTPEHMs SBIACTCA HAIpaBICHHC IOKyMEHTA
DYKOBOJMTENO 00pa30BATEIbHOM OpraHM3allid WM JOIDKHOCTHOMY IHIly B COOTBETCTBHM C
YCTAHOBIEHHBIM pACIpeeTeHHeM 00A3aHHOCTEH MEXIY DPYKOBOAMTENEM M IODKHOCTHBIMH
JIAIAMH [ BEIHECEHHS YKa3aHUA 110 UCIIOJHEHHMIO JJIOKyMEHTA.

Perucrpanus JOKYMEHTOB. ;

[lepemada  JOKYMEHTOB Ha  PErHCIpAllMiO  [POM3BOAMTCA — TOJIBKO  HOCHE  MX
TIpeIBapHTENIBHOTO PACCMOTPEHHA.

PerucTpanyy MOUIEKAT BCe JOKYMEHTBL, TpeOyIoIye y4eTa, HCIOMHCHHS, ACIONb30Batk
B CIPABOYHBEIX LENAX, KAK [OCTYINAOIIME M3 APYTHX OPraHW3alMi ¥ OT HACTHBIX JIHI, TaK H
ofpasyiomuecs: B IIPOLECcCe IeSTeTbHOCTH 00pa3oBaTenbHON OpraHu3alliy.

He mouiexaT PErHCTpAllMU IIO3[PABHTENBHBIE MMHChMA, TENerPaMMBbl, MPUIIACHTCIBHBIC
GuneTsl, HHEGOpMALKs I CBeJCHHA, OyXralnTepcKue NOKYMEHTHI IEPBHYHOIO yHUCTa. Jns Hux
COCTaRJIAETCS MepeYeHb HePErHCTPUPYEMBIX TOKYMEHTOB.

PerucTpanusi JOKYMEHTOB HPOM3BOIMTICA C LEJbi0 0OeCIedeHns uX y4era, KOHTPOIA 3a
ACIIOTHEHAEM ¥ OTIEPaTHBHBIM HCIIONB30BAHHEM HH(OPMAIHH.

Peructpaiiusi JOKyMEHTOB IIPOM3BOJUTCS B ICHb UX MOCTYIJICHHS.

JIomycKaeTcsl OTMETKA O IIOCTYILUICHHH JOKyMEHTa B OpPraHH3alMIO IPOCTaB/LITE B BHAS
[ITaMIa WA OT PYKH B HHJKHEH JacTH JIMIEBOH CTOPOHBI MEPBOTO JIMCTA JTOKYMEHTA MIIH Ha €T0
oboporte.

PerucTpaliisi 10KYMEHTOB 3aKIIIO4aeTCs B BEACHHUH 3AIICH YUCTHBIX JAHHBIX O JOKyMEHTE
[0 YCTAHOBIGHHON DErHCTPAalHOHHON (opme, KOTOPEIM (HKCHpYeTCs dbakt co3maHu,
OTTpaBeHHs WM I[ONy4eHHs JOKYyMEHTa IIyTeM NPOCTABICHHA HAa HEM pPCerdCTPAlMOHHOIrO
FHJIEKCA C TIOCTIELYOme 3aMuChio B yKasaHHBIX (opMax HeoOX0AMMBIX CBE/ICHHH O IOKYMEHTE.

JIOKyMeHTHI, IOCTynaiompe B 00pa3oBaTelbHYI0 OpPraHW3alHlO, PETMCTPUPYIOTCA B
Kuure/sxypHaie perdcTpalui BXOASNIeH KOPPECTIOHIEHIHH, & Te, YTO OTHPABJIAKOTCA U3 HETC, -
Kuwure/ xypHaje PETHCTPAIAE HCXOMISIIEH KOPPECTIOHSHIIHH (npunooicenue 2).

PacnpeaeseHye NOCTYNAKIIHX T0KYMEHTOB.

[Tocme perucTpanuyé JOKYMEHTH IIE€peJaroTCs Ha pPacCMOTPEHME  PYKOBOAHTEIIO
00pa3oBaTeIbHON OpraHU3alky.

Ilociie pacCMOTPEHHs PYKOBOIMTENEM JOKYMEHTHI BO3BPAUIAIOTCA CEKpeTapio H (M)
My, OTBETCTBEHHOMY 33 BeJ€HHE /EIONPOM3BOJCTBA, [IS TEPEHECEHMs yKa3aHWH
110 WCTIONHEHNIO TOKYMEHTa B XKYpHAl PErMCTPaliyl BXOMAIINX JOKYMEHTOB. B cooTBETCTBHM C
YKA3aHMSAMHE 110 MCTIOJIHEHUIO MOIMHHAK JOKYMEHTA HATPABIETCS PabOTHHKY, SBILOIIEMYCS
OTBETCTBEHHBIM HCTIONHUTENEM, 4 COMCIIONHUTENSAM HANPABISIOTCS KONMHH JOKYMEHTOB (€CiH
MMEIOTCs), 0 4eM JienaeTcs oTMeTka B Kuure/xypHaie perucrpainy BXOIAIIMX JOKYMEHTOB.

DJIEKTPOHHBIE COOOIUEHUS, IIOCBUIAGMEBIE 10 OJICKTPOHHOH TIOHTE, HCIIOJIHSIIOTCA
AHATTOTHYHO JOKYMEHTAM Ha OYMaXHBIX HOCHTENSX C YYeTOM ONPENENeHHON CIeNHQHuKH B
TpOoIECcce UCTIOMHEHHUS.

L ’L'i
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Mopsaok 06paboTKA U MPOXOKAEHUS HCXOAAMHX U BHYTPEHHMX T0KYMEHTOB.

[TopsimoK IOATOTOBKH MCXOJAIIMX TOKYMEHTOB BKIOWAaeT B cebs pabory 1O
SOCTaBICHHIO IPOEKTa TOKYMEHTa, COrIacOBaHUIO, IOAHUCAHUIO (yTBEpIKIEHNIO) ¥ OTIIPABKE.

Jlo mepemadst JOKYMEHTa Ha MOJINMCh MCIONHUTENb JODKCH IPOBEPHTH  Cro
“oTepIKaHue, IPABUILHOCTE ODOPMIICHHS, HATMIUe HEOOXOMUMBIX BA3 U npuioKeHui. JIokyMeHT
=pelICTaBlIAETes Ha IOANKCE BMECTe ¢ MaTepraiaMy, Ha OCHOBAHWH KOTOPBIX OH IOTOBHIICA.

BryTpeHHHE MTOKYMEHTHI OGOPMILTIOTCA M HCIOJIHSIOTCS (ucronB3yroTes) B Ipemenax
20pa30BaTebHOM OpraHu3anuHy.

BHyTpeHHHE  JOKYMEHTH  (NOKJIanHbie — 3alMCKH,  CHPaBKH,  CBOAKH — H Ip.)
£acCMATPUBAIOTCS TEMH TODKHOCTHBIMH JIULAMH, KOMY OHHU HalpaBjCHbL.

OTBETCTBEHHBIE 3a JEJIONPOM3BOJACTBO Mepei chaued KOPPECHOHACHIMH Ha OTHPABKY
20IDKHBT 0653aTENBHO IPOBEPUTE MPABUIIBHOCTS ee 0popMIeHus U anpecopanni. KonpepToBanue
KOPPECHOHNEHIME W JPYTMX TIOYTOBBIX OTHPAaBICHMH NPOM3BOIMTCA OTBETCTBEHHEIM 32
JeNI0NPOU3BOJICTBO.

PerucTpanusi OTIPAaBIsSEMBIX IOKYMEHTOB OCYINECTBILIETCS B N€Hb HX IOIIMCAHHA
(YTBEpKIEHNS) WM Ha CIEAYIOmul pabodnit JeHS. PerucTpanoHHBIH HOMEp AOKyMEHTA H 1aTa
PETHCTpall [POCTABLOTCS HA MOAIMHHAKE JOKyMEHTa B PEKBH3HTAX OnmaHka ¥ Ha
KOIHM, OCTAIOMElcs B Iene 00pasoBaTelbHON opraHmsanuu. CIpaBOYHBIM ANIIAPATOM LA
HCXOMAMMX JOKYMEHTOB SBIAETCS JKyPHAJ PEIUCTPALlHK ITHX JOKYMEHTOB.

OTIIpaBKy HCXOJSIIHX JIOKYMEHTOB TIPOU3BOIMT CEKpETaph M (WKL) JHIO, OTBETCTBEHHOE
3a BelcHWE [ENONPOM3BOACTBA. CpodHas KOPPECHOHJEHIHA OQOpMIIETCA ¥ OTHPaBLICTCS
He3aMeIIUTEIIbHO CEKPETapeM.

CexpeTaph IpoBepsieT MPaBUILHOCTE ODOPMIIEHHs HCXONIIMX NOKyMEHTOB, IPOM3BOIAT
COPTHPOBKY JOKYMEHTOB 10 CIIOCO0Y NOCTABKU KOPPECIOHICHIMHA aipecaTy (mpocTas, 3akasHasd,
MEXKIyHapomHat ® Ap.). Hempasumbuo OQOpMICHHBIC JOKYMEHTEI M KOPPCCHIOHACHIML
HeCTyXeOHOTo XapakTepa K OTIpaBKe He NPUHMMAIOTCS U BO3BPAINAOTCS JIKILY, IOATOTOBHBIIEMY
JIOKYMEHT. '

OrnpaBiseMas 1O [0YTe KOPPECIIOHJEHIMS IPOXOIUT YIAKOBKY, aJpecOBAHHC,
TIpOCTaBIeHNe CTOMMOCTH TIOYTOBBIX YCIIYT ¥ Iepejady Ha OTHPaBKy B MECTHOE OTACICHHUE CBA3H.

Ha 3aKasHyI0 KODPECHOHJEHLMIO, HAa JOKYMEHTBl € IIOMETKOH «Ilng  coyxebHOTO
IOJB30BAHKA» COCTABISIETCS PEeCTp, KOTOPBIA 3aTeM BO3BpAIAeTCsl CEKPETapio y4eOHOH HacT
W (WM) Wiy, OTBETCTBEHHOMY 3a  BEUCHHE  JICIONPOM3BOACTBA, C  PACHMCKOH
paGOTHHAKOB [IOYTOBOTO OTAENCHUS CBS3M WIM HHOTO JHIA, OOECTedMBAIOMIETO OTIPABKY
JIOKYMEHTOB.

Ilepenaua ¢ MCIOIB30BAHUEM CPENCTB (AKCHMUIIBHOM CBS3H JIOKYMEHTOB, COLCPIKALIMX
cirykebHyro MHGOPMAIHIO OTPaHHYCHHOTO PAaCIPOCTPAHEHHS, B TOM HTHCIE C momeTkoi «Jlsa
cnyx)eOHOro TMONB30BaHES», He paspemaercd. Kareropudeckd 3ampemiacTes Iepenada 1o
cpencTBaM HaKCHMHIBHOM CBA3U CEKPETHBIX JOKYMEHTOB.

C WCrONB30BaHHMEM CpelcTB (aKCHUMHUIBHON CBA3M MOTYT OBITh IEpENaHBl MaTephaibl
TEKCTOBOTO, TAGIMYHOrO0 WmH TIpadWUecKOro XapakTepa, HCHOJHEHHBIE —THIOTPadCKuM,
MAIIMHONACHBIMUIIA PYKOIHMCHEIM CHOCOOOM B YEPHOM MM TEMHO-CHHEM IBETC C HCTKHM H
KOHTDaCTHBIM H300pakeHueM (MEpBHIE SK3EMILIAPHI MM HX KCEpoKomwu) Ha Oernoi Oymare c
MUHHMANIBHOK BbIcOTOM OyKB M 1mdp 2 MM. O0BEM IepelaBaeMoro B TE€YEHHE OJHOr0 ceaHca
CBSI3M JIOKYMEHTa, BBIIOJIHEHHOTO Ha Gymare gopmara A4, He JOIKSH NPEBBIIATD [ISTH JIACTOB.

OTBETCTBEHHOCTH 32 ColepKanue HHbOPMAIlHY, IepeiaBaeMOoi ¢ MCIONTb30BaHHEM CPEJIC B
(haKCHMHIBHON CBA3M, BO3JATAETCS HA MCIONHUTENS, MOATOTOBUBLICIO (HaKCOrpaMMy Lt
nepegadu.

OcobeHnocTH paboThi € 3JIEKTPOHHLIMH JTOKYMEHTAMH.
B o6pa3oBaresibHON OpraHu3aIliy CO3Jal0TC H HCIIOMB3YIOTCA:

. SJIeKTPOHHBIE ~ JOKYMEHTHI, —CO3/aBaeMble B  ONEKTPOHHOH  ¢opme  Oe3
TIpeIBapUTEIHHOTO TOKYMEHTHPOBAH)S Ha QyMa)KHOM HOCHTEIE;
° 5J1eKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJNydeHHbIE B PE3yIbTaTe CKaHWPOBAHUS

JOKYMEHTOB 1 XPAHSIIHECS B CHCTEME 3JIEKTPOHHOTO TOKYMEHTO000pOTa.
[lpreM ¥ OTHpaBKa SJIEKTPOHHBIX JOKYMEHTOB OCYIICCTBISIOTCA OTBETCTBCHHBIM 32
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zeseHue JIeJI0NPOU3BOJICTEA B 00pa3oBaTebHON OpraHKu3alyy.

DNEKTPOHHBIE IOKYMEHTBI ~CO3/IAROTCA, o6pabaTpBaioTCd W XpaHATCA B CHCTEMC
37IEKTPOHHOTO JOKyMEHTO000pOTa 06pa3oBaTeNnbHON OpraHU3allkn.

IeKTPOHHBI JOKYMEHT JI0JDKEH OBITH odopMITeH 110 ODIIMM IpaBHTIAM ZIENTOTIPOU3BOIACTBA
# WMeTh PEKBU3UTHI, YCTAHOBICHHEIE UL aHAOTHTHOTO JIOKyMEHTa Ha GyMa)XHOM HOCHTEIC, 32
HCKTIOUeHMEM OTTUCKA ITeYaTH.

JUts TOATBEIKAEHMA IOTHHHOCTH ONEKTPOHHEX JOKyMeHTOB B 00pasoBaTeNbHOM
OpraHu3allil HCIOJb3YIOTCS SICKTPOHHBIC umdposbie  moxanucu. Mcrnonb3yemeie  CpelcTBa
9IeKTPOHHON IUPPOBOH OIIHCH JOJKHBI 6BITh CepTH(HUIUPOBAHBL B yCTAHOBICHHOM MOPA/IKE.

Eaummne#t ydera SIEKTPOHHOTO — HOKYMEHTa gRiIAeTCS  OJIEKTPOHHBIA  JOKYMEHT,
3aperiCTPUPOBAHHBI B CHCTEME 3EKTPOHHOTO  HOKYMEHT0000pOTa 06pasoBaTeILHOM
opraHu3aliy. ONEKTPOHHEH JOKYMEHT, FMEIOMI TIPWIOKEHHA, PErHCTpUpYyeTCs Kak OMHH
JTOKYMEHT.

[locme OTIPABKH 3MEKTPOHHOTO JIOKYMEHTa, 3aBEPEHHOTO SNMEKTPOHHOH TOAIHUCEHIO
YIOMHOMOYEHHOTO [IOJDKHOCTHOTO JIHId, AOCHIIKH ajipecaTy ero KOIHd Ha OyMaXKHOM HOCHTEIC,
KaK [PaBuIo, He TPeOyeTCs, 33 HCKMOUEHHEM OTBETOB Ha obparieH#s TpakiaH, IOCTYIMBIIAX 10
uH(bOPMATIHOHHO-TeTEKOMMYHIKAIMOHHBIM KaHalaM, Ha KOTOpBIC 3aABUTEIIO JaeTCs [TMCHMEHHBIN
OTBET, HATIPAB/IAEMBIH II0 TIOYTOBOMY aApeCy, ykasaHHOMY B oOpaleHuHs.

VICIIOHEHHBIE JIeKTPOHEbIE JIOKYMEHTHl CHCTEMATH3MPYIOTCA B Jela B COOTBETCTBHHU C
HOMEHKJIATypo#i jien  00pasoBaTeNbHOH — OpraHusalud M MHIEKCHPYIOTCS B TOpPAIKE,
YCTAHOBJIEHHOM B OTHOLICHHH JI€JI, COCTABICHHBIX H3 IOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE. [Ipu
COCTABICHAH HOMEHKIATYyphl el B 3arojiOBOK Jejia BKIHOYACTCA ykasauue «DJNEKTPOHHBIC
JIOKYMEHTEI».

Vndopmanuonnas 6e30MacHOCTS.

UndopManoHHEIE PECYPCEI 06pa3oBaTebHOM OpraHu3aliy M0 AOCTYITY (BO3MOMKHOCTH
MCIIONB30BAHUs) MOAPA3AEIIOTCA Ha OTKPBITYIO (o61menoCcTyIHY0) HHPOPMAIHIO, ciryKeOHYy10
HH(OPMALHIO ¥ HHPOPMAIIHIO OTPAHIICHHOTO pacIpoCTpaHeH s (JOCTyIa).

K xareropud OTKpHITOM HHQOpMalMh OTHOCHTCA uHbOpMals, Ccojepxkamaics B
JoKyMeHTax M 0a3ax JaHHBIX 06pa3oBaTeNbHOM OpPraHu3alliy, HEIOCPEACTBEHHO 3aTparuBaromasd
ITpaBa ¥ MHTEPECH! IPaXkiaH.

K xareropun ciykeOHO# wH(OpMAIMH OTHOCHTCA uadopMalms, coaepiamaics B
nokymeHTax 1 0asax [IaHHBIX 06pa3oBaTeNbHOM  OpraHu3allly, MNpeAHA3HAuCHHAT A
JIOJKHOCTHEIX JTUI ¥ PaOOTHHKOB, IIPH BBIIOIHECHUH HMH CBOHX DYHKITMOHAIBHEIX 00S3aHHOCTEH,
He 3aTpardBaloOmlas HAIPSMYIO NpaBa W MHTEPECEI IPXJaR H HE OTHOCSIIAACT K KaTeropvu
OrpaHHYEHHOr0 PACIPOCTPAHEHU (moctyra).

K xareropus HHQODMAIMH OTPAHMYECHHOTO pPaclpOCTPAHCHEIL (moctyma) OTHOCHTCH
pH(pOPMAILIKs, COIEprKAmasics B NOKyMCHTaX 1 faszax JaHHBIX, BKIIFOYAOINas CBEACHNA
KOHGHICHIIHATBHOTO XapaKTepa.

Best mH(OpMAILHS, COAEpKalaica B IOKyMCHTaX 1 fazax MaHHBIX, IO YMOIYAHHUIO SBIACTCA
OTKPBITOH ¥ 06INeNOCTYNHOK. MCKIIoueH e COCTaBIICT pH(bOpMANHS, OTHECEHHAA K KaTeropusm
CITy>xeGHON U OTPAHHIEHHOTO PACTIPOCTPAHCHUA (moctyma).

JlocTyn Tonb30BaTeNel K uHbOpMAIy OrpaHAHBACTCA yTEM oTHecenus WHGOpPMAIHF K
COOTBETCTBYIOIIEH KATErOpHHM M HAJIOKEHMEM Ha HEE COOTBETCTBYIOINEro rpua OrpaHHYCHHA
pacupoCcTpaHeHuUs. Wudopmarys 0rpaHiIeHHOro I0CTymna cna6rxaercs rpudom «Jls cnymeﬁﬂoré
T10JTb30BAHHSD).

IIpaBoM OTHECEHHs MHpOpMAIEK K KaTerOpUH OTPAHHUYEHHOTO JOCTyIla M HAIOXKCHHSL
cooTBeTCTRYOMEro rpupa obramaeT aBTOP AOKYMEHTa IO COTJIACOBAHHIO C DPYKOBOJHUTEIEM
00pa3oBaTeIbHON OpraHu3aii.

JlokyMeHTHpOBaHHas HMH(pOpMANys OrpaHHueHHOro pacmpocTpaHeHuss 0e3  CaHKIHH
JIOJDKHOCTHOTO IIALA, YCTAHOBHBLIETO PEXMM OTrpaHMiCHHOIO paclpocTpaHeHus AN JaHHOIO
JIOKyMEHTa, He MOJJIEIKUT PasTIIallCHHIO gpacnpocmpaﬂeﬁmo). TIpenocTapieHye MOMB30BATEIAM
JOCTYTIA K IAHHON HH(pOPMAITHH OCYIIECTBIIAETCS HCKIFOTHTENEHO 1O COTJIACOBAHHMIO C YKa3aHHBIM
[OJDKHOCTHBIM JIAIIOM IIyTeM I0a4u COOTBETCTBYIOIIEH 3a5BKH.

JI0JDKHOCTHBIC JIHIIA, IPUHABITHE PEIICHUS 06 oTHeceHHMH MH(pOpMAIUH, 3a()MKCHPOBaHHOK
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3 IOKyMeHTe, K KaTeropui OrpaHHYEHHOTO PacpOCTPAHCHIA, HeCcyT OTBETCTBEHHOCTb 32
560CHOBAHHOCTD TIPHHATOO PEMCHHUA H €T0 COOTBETCTRHE JelCTBYIOIEMY 3aKOHOAATCILCTEY.

JTydHbie Hena paboTHHKOB, JIATHBIE KAPTOHKA paGOTHUKOB, TPYAOBBIE KHILKKA pabOTHHKOB,
IpUKa3bI IO JIAYHOMY COCTABY JOJDKHBI XPaHUTHCS B ceithe WIH B METATLTHICCKOM mxady.

3arucH B TPYUOBOH KHIKKE TO/IIACHBACT PYKOBOJIHTEIb 06pa3oBaTeIbHOM OpraHu3allH.
Vyer, XpaHeHHe H BBIATY 612aHKOB CTPOTOHM OTYETHOCTH: TTATLIIOMOB, REJIANBIIENR K HAM,
CBHJIETENBCTB, YAOCTOBEPEHIH BEACT 3aMecTHTENb AApeKTopa. braHKu XpaHATC:d B cefide.

VeTaHoBKa M OKCILTyaTaiusd IpOrpPaMMHOI0 obecreuennsi, IOJNydeHHOro M3
HOGBIXMCTOYHAKOB M BBITOJHSIOIICTO (hyHKIEH, HE CBSI3AHHEIC HEMOCPEICTBEHHO C BBIIOIHCHIEM
pabOoTHHKAMH CBOUX NOJDKHOCTHBIX obs3aHEOCTEH, KaTeropyuyecKy 3arnpereHa.

Bes  mpencTaBiicHHas B 3IEKTPOHHOM ~ BHJC pHQopManyd, —HOCTyHawmas B
06pasoBaTelbHy0 OPraHi3aliio, B oBs3aTeIPHOM TOPSIKE TOIENKHT IPOBEPKE AHTHBHPYCHBIMU
CcpelCcTBaMH.

DNeKTpoHHa# ~ [OYTa  MOXNET HCIONB30BATECS  TONB30BATEIIMI  TOIBKO JULS
- obmena uHGOpPMAITHEH, oTHOCHIIelcs K KaTeropHH, OTKpHITOH H ciyxeOHO#. 3anpeIeHo
JCTIONb30BATH MMEKTPOHHYI0 MOYTy AL Tepenat uHGbOPMAIIHH, oTHOCsIIElcs K KaTeropuy
OrpaHUYEHHOTO PACTIPOCTPAHCHH.

6. KoHTpOIb 32 HCMOJIHEHHEM IOKYMEHTOB

Opranuzanus KOHTPO.I5.

KoHTpoIo TOANeKAT BCE 3aperuCTPUPOBAHHEE JOKYMCHTEL Tpebyromue HCIOTHEHMI.
KoHTpOIb HCIIOHEHH JOKYMEHTOB BKJIOYAET: YUET, IOCTAHOBKY Ha KOHTPOID, KOHTPOJb CPOKOB
MCIIONHEH S, HETIOCPEACTBEHHYIO IPOBEPKY XOZd JCIIONHEHAs, TIPOBEPKY KadecTpa WCIIONHCHI,
aHAITH3 PE3YJIBTaTOB HCIOTHCHHS.

KoHTponb 32 HCTOTHCHHEM JOKYMEHTOB ycTaHaBIMBaeTCA B UEIX obecrnedeHHs HX
CBOEBPEMEHHOTO U KaqeCTBEHHOTO HCIIOHEHNS, TOBBIIIEHHA YPOBHI OpraHu3aTopCKoi paboTh! A
HCIIOJIHATEIECKOM TUACIHIITHHBL.

KOHTpOTIO MOJUTEXKAT MPHKA3BI, PEIICHIA COBETOB, 4 TAKYKe JOKYyMEHTBI, IOCTYTAOIIHE Ha
HAMS PYKOBOIUTEIIL 06pa3zoBaTebHON OpraHu3alkiy.

Opraau3auys KOHTPOJI HCIOTHEHIA BKJTIOUAET B Ce0s:

° [TOCTAHOBKY JOKYMEHTa Ha KOHTPOIIb;

o MOHHUTOPHHT HCIIOHEHHs KOHTPOILHBIX Topy4eHuit JOKYMEHTOB;
° CHSTHE HCIIOMHEHHOTO OKYMEHTA ¢ KOHTPOIIA,

° HATIPAB/ICHHE FCIOTHEHHOTO TOKYMEHTa B JICIIO.

PykoBo[uTEMH CTPYKTYPHBIX Hompaszienienu#  00A3aHbI paccMaTpuBaTh — COCTOSHAC
MCIOJHATENBCKOH — THCIHMIUMHBL ~ TI0  JIOKYMCHTAaM ¢ IOpyJeHHAMM  aIMWHHCTPAIMH
oGpasoBaTebHON OpraHu3alyH, a TAKKETOKYMEHTB], TOCTYIUBIIAE B a/peC CTPYKTYpPHOTO
ro/pas/ieTieHst i TPeOyIoNTue HCIOMHEHM, H TIOATOTOBKH OTBETA.

JIOKyMEHT CYMTAETCA HCTIONHEHHEBIM, KOT/A pemeHbl OKOHJATENbHO BCE TIOCTABJICHHBIC B
HEM BOTPOCHI 1 COOMIOEHBI CIISTYIONIHAE CPOKH:

° ecITi B IOKYMEHTE [IOCTaBJIeH CPOK HCIIOMHCHII — B yKa3aHHBIHA CPOK;

° JOKyMeHTHI 63 yKa3aHus cpoxa HCIIOHEHNS — B MECSIHBIA CPOK;

° eCIH B JOKYMEHTE MMEETCs IOMETKa «CPOTHO» — B TPEXIHEBHBLA CPOK;

° nopyueHus 0e3 yKasaHus KOHKpETHOH JaTEI HCIIOJIHCHHA — B MECSYHEIN CPOK;

o C TIOMETKO#M «OIepaTuBHO» — B 10-/1HCBHELHA CPOK;

o 1o obpateHnsaM rpaxuaH, TpeGyIoIMM TOIOJHUTEILHOI0 ¥3yYeHHsA U TIPOBEPKH,

— 70 OJIHOTO MeCsI[a CO [Hs PerucTpamuh, o ocTanbHBIM — He Gonee 15 mHed.

CpOoK MCUHCIIAETCS! B KATCHAAPHbIX THAX ¢ 71aThl MOAMCAHUs TOKYMCHTA.

Ecni TIOCHENHHE JACHb MCIOIHEHHS INOKyMEHTA IPUXOTUTCS Ha pepabounit 1eHb, OH
MOIEKUT UCTIOJTHEHUIO B [IpeIeCcTBYIONI# EMy pabounii JCHb.

IIpy HEOOXOAMMOCTH  IIPOZNICHHI cpoka HCIIONHEHMs JIOKyMCHTa OTBETCTBEHHBIN
MCIIONHATEND IIpECTaB/IACT Ha HMA PYKOBOIMTENA 0OpasoBaTe/bHOll Oprasu3allyy, JIABILIETO
MopydYeHne, MOTHBHPOBAHHYIO npock0y O €ro NpOAJICHHH HE mo3mgHee 4eM 3a Tpd AHA MO
HCTeUeHHs YCTAHOBIEHHOIO Cpoka, ¢ UM CBOEBPEMEHHO I1ePEAcTCH uHpOpMAIEA B IPHEMHYIO
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S EOBOIATENS 06pazoBaTebHON OpraHn3alky.

TlopsA0K CHATHS TOKYMEHTOB ¢ KOHTPOJI.

JIOKYMEHTB! CHEMAIOTCS C KOHTPOI, €I pellleHs! TOCTABJIEHHBIE B HIX BOTPOCH! AITH
35TOpaM J@aH OTBET II0 CYIUECTBY.

Ecnu 1o pa3pemiaeMoMy BONPOCY OXKHACTCHA oTBET, TO OH BMECTe C KOIHEH OTBETa
~AABATEITIO MOYKET HAXOIUTHCS Y MCTIOIHHUTEIIA Ha KOHTpOJIE.

TIpoMe)yTO4HBIA OTBET, PABHO KakK 1 3a1IpoC TI0 MCTIONAsAEMOMY AOKYMEHTY HIH YacTUIHOE
LCTIOTHEHYe TIOPYUEHHsT, He SBISETCA OCHOBAHUEM AT I[pU3HAHHS JOKyMEHTa UCTIOTHCHHBIM.

CHSATH ZOKYMEHT C KOHTPOIIL MOXET TOJBKO JOIDKHOCTHOE JIAI0, KOTOPOE TOCTABHIIO €T0
=a KOHTPOJIb.

OcHOBAHHEM JUI CHATHS C KOHTPOJA JOKYMEHTOB C IOpYHYEHUAMH DYKOBOAUTENA
00pa3oBaTe/bHOM OpraHu3aliy SABJIACTCI JOKyMEHT — OTBET, [OJACAHHBIA PYKOBOJHUTENEM, €TI0
JaMecTHTeNeM, MO0 crpaBka 00 HCHOIHCHAH JOKyMeHTa 3a TOANKCHIO PYKOBOMATEIA
CTPYKTYPHOTO ITOAPa3IeTICHHA.

Ecii Boe TOCTABIEHHBIE B JOKYMEHTE BOTPOCKH! PEIICHEI B OIIEPATHBHOM MOPSIKE, 6e3
[[OJFOTOBKH TIMCBMEHHOr0 OTBET, HCHOJIHATEIR Ha MOKyMEHTE JenaeT KpaTKyio 3aluch O
pelrieRnH BOIPOCa, YKashiBacT Aaty i [OIIHCE, [IOCTIE Tero JOKYMEHT IOMEINACTCs B ACIIO.

7.YV4eT W XpaHeHHe nevaTel, MTaMIoB 1 0JIaHKOB.

O6smarenpHOMy ydeTy TOIexaT BCE BHIBL Heuareif ¥ INTAMIIOB, OJNAHKW CTPOTOH
OTUYETHOCTH, KOMAHIAPOBOYHEIE YIOCTOBEPCHHA, ciy)eGHble 3aaHus, TPYIOBBIC KHHKKH.
[TegaTy u IITAMIIBI JOJKHBI XPAHUTECS B ceiidpax WM METAIAIECKUX mxadax.
OTBEICTBEHHOCTE 32 XpaHeHHe H  HCIOJIB30BAHHC neyaredf, INTAMIIOB HECYT
JATa, OTBETCTBEHHBIE 32 BEICHHE ENONPOM3BOACTEA.
VHAYTOKEeHHE GIaHKOB IPOU3BOUTCS MO AKTY € OTMETKOM B COOTBETCTBYIOLIHX KypHallax
y4era.

[legaTy W IITAMIIBI YHHYITOKAIOTCA IO aKTY.

TIpoBepka HamMdHs [edaTeld, MTAMIOB ¥ GraHKOB, @ TAKKe MOpsAiKa HX XPAaHCHHA H
MCIIONB30BAHTS T[[POM3BOMATCA KOMHCCHEH HE POKE OAHOrO pasa B TOJ OIHOBPEMEHHO C
IPOBEPKOH COCTOSHHUS IETOTPOM3BOCTES.

8.CocTaBjeHye HOMEHKIATYPbI AeJI.

Homenxjaatypa Ogej— 3TO 06s3aTebHBIN Il KaXKI0H 06pasoBaTeNpHOM OpraHn3allii
CHCTEMATH3MPOBAHHEIA IIEPEHCHb HaviMeHOBaHul (3aroJoBKOB) e, KOTOPBIC dopmupyrOTCA C
yKa3aHWEM CPOKOB XPaHCHHS AeI.

HomeHkaTypa Ien HpeiaHasHaueHa UL yCTaHOBKHA B o6pasoBaTelbHON OpraHu3alkH
eMHOTO TopsaKa GOpMHPOBAHKS AL, obecreuenus UX ydeTa, OlepaTHBHOr0 MOUCKa JOKyMCHTOB
0 MX COIEP/KAHHIO H BHIY, ONPEMENeHHMs CPOKOB XpaHEHHS [Ie B SBISCTCA OCHOBOH ISt
CcOCTABJIEHHS Omucel Jem MOCTOSHHOrO M [VIHTEIEHOTO (cBpmme 10 neT) XpaHEHWs, a TAKKe JUIS
yuera aen BpeMeHHoro (#o 10 et BKJIFOUMTENBHO) XPAHCHHS.

B rpade 1 HOMEHKNATYPHI JEN MPOCTABILIOTCA HHIEKCHl KaXIOTO JIe/a, BKIIOYCHHOTO B
HOMEHKJIATypy. VIHAeKC Jema COCTOMT M3 updposoro  0OO3HAUEHMUS U3 ITaTHOTO
pacTHcanyst 00pasoBaTebHON OpraHu3aliii (xofa) W TOPAAKOBOro HOMEpa 3ar0JIOBKA ena mo
HOMEHKIAType. VIHAEKCH 11en 0003Ha9at0TCsA apaGCcKkuMu L paMHy.

[pumep —

12-05, roe 12 — obo3HaveHHE (xom), 05 — MOPS/ZKOBBIA HOMEp 3aroJI0BKa nema B paszene
HOMCHKJIATYPHI €L

B rpade 2 HOMEHKIATyPbl ACI TIPOTKCHIBAIOTCA 3arOJIOBKH JIEIL.

3aro0BoOK feja [O/DKeH 9ETKO B cxaToit 06o6ImenHoM (opme oTOOpaKaTh COCTaB H
cozepikanue JOKyMEHTOB JIeTa.

B 3aroJiOBKax JMYHBIX M APYTHX M, COAEPKAIlMX JOKYMEHTBL 1O OIHOMY BOIpPOCY,
yIoTpeOnseTcs TePMUH JEJIO.
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B 3arojioBKax e, COIepKamuX MIaHOBO-OTICTHYIO JIOKYMEHTAIUIO, YKa3bBaeTCsl TICPHOM
(Mecsll, KBapTall, IOIyroaue, roX), B KOTOPOM ILTAHUPYETCS CO3MAHHC ZOKYMEHTOB HIIH IIEPHOJI BX
(haKTHIECKOrO BBIIIOTHEHUA.

Bo BpeMs pa3MeINEeHHS 3arojioBKOB TIEl B HOMEHKJIAType YYMTBIBAeTCA BKHOCTH
OKYMEHTOB, BKIFOYEHHBIX B JENO, HX B3AUMOCBISD. B Hadaje pacrojararoTcs 3aroJioBKH JET B
OTHOIIGHHH JNOKYMEHTOB, IOCTYNHBIIHX OT OpPTaHOB BLICIIEr0 ypOBHA, pJainee - 1O
opraHnsauHoano-pacuopﬁnmenbnoﬁ MOKYMEHTAIUH, [IJIAHOBO-OTYETHOM  JOKYMCHTAllHH,
TepenucKe, yJeTHO-CIIPaBOYHbIM BHIIAM JOKYMEHTOB. B Ka)k0d B3 3THX TPyl JIOKYMEHTBI TaloKe
DPa3MEITAIOTCS C YHETOM 3HATHMOCTH i CPOKOB XpaHEHUSL.

B I'pade 3 HOMCHKIATYPHI [IC]I MPOIHCHIBACTCSA OTBETCTBEHHBIA 32 HCIIOJHCHHE TaHHOIO
nea HOMEHKIIATYPEL.

DNEeKTPOHHBIC Jea Ha TOMa He Pa3JIeIroTCs. Bee 31eKTPOHHBIE JOKYMEHTBI, HE3aBHCAMO
oT BX 0OBeMa, BKIIOUAIOTCS B OHO JIEKTPOHHOE ACJIO. '

B rpade 4 yxasbBacTCi CPOK XPaHCHHI fena, HOMepa CTareid MO THIOBOMY HIH
BeJIOMCTBCHHOMY IIEpEUHIO, (e1epatbHOMY 3aKOHY HilH HHOMY HOPMaTHBHOMY IIPaBOBOMY aKTy, a
' TIpY X OTCYTCTBHH — 10 THIIOBOH WX IPEMEPHOM HOMEHKIIATYPS ACIL.

B rpade 5 «Ilprmedarie» yKaspBaloTCA crelnpaTbHble CPOKH XpaHEeHUs, MPOCTaBIAIOTCA
OTMETKH O 3aBe/ICHHY [ (B TOM HYHCTIE B SIEKTPOHHOM BHJIE), O BBIACICHUH /IS K YHHITOXKCHHIO
[10 MCTEUEHNH CPOKOB HX XPaHEHHS, O MECTC XpaHCHHA [OMIMHHUKOB JOKYMEHTOB, O Ieperaye e
B IPYTYIO OPraHM3alMio /s IPOTO/DKCHHA H 1p.B rpade menmaroTcss OTMETKA O IEPEXOMSALIAX
Zenax ¢ ykazaHueM CTaporo HHISKCa 1eid B clrydae ero M3MEHEHHU.

ITpumep — -

«ITepexomsmee ¢ 2016 . B 2016 - 2019 rr. — x. 2-2-11».

Ilo meiaM, KOTOpbIE 1O KAaKHM-THOO MPHIMHAM B TEHCHUE TO/A He 3aBOJIMIINCEH, B Tpade
«[IpumMeyanue» HOMEHKIATYDBI €7 ACTacTCA. 3alich — «Jlero Ee 3aBomunoCh». llpn 3TOM B
rpade 3 IpoCTaBiIseTCA POIEPK.

TTo OKOHUAHMH TOJa B KOHIE HOMEHKIATYpPbI ACI [eacTCs HTOrosad 3aIKCh O KOIMYECTBE
3aBeleHHBIX 1€/ (TOMOB).

9. ®opmMupoBaHue H 0opMIEHHE [E.

®opmMHupOBAHHE 16T

®opMHUPOBaHKE 1271 — 3TO TPYNITHPOBKA HCIIOTHEHHIX JOKYMEHTOB B JieJia B COOTBETCTBUH
¢ HOMEHKJIaTypOH A&

Bo Bpemsi GOPMEPOB2HHAS AN CIEYET IPHACPKABATECA TaK\X OOIMHUX IpaBUI:

- HoMeIaTh B Je7Ta TOIbKO HCIOMHEHHbIE JOKYMEHThI B COOTBETCTBHH C 3aroJIOBKaMH el
B HOMEHKIJIATYPE!

- [PYIIHPOBaTh B J€ja HOKYMEHTEI, BHITONHCHHBIC B TeueHUE OIHOTO KaJlEHIApHOr0 roia
(01.01-31.12), 3a HCKMOYEHHEM TIEPEXONAITNX NIET (BemyTCcs B TEYEHHE HECKOJIBKAX JIeT), JTAIHBIX
b1 (S

IOMeIlaTh B [eNa TOJNGKO OpWIMHANBI WM, B CIlydae HX OTCYTCTBHA, 3aBepEHHbIC B
yCTaHOBICHHOM IIOpsIIKe KOTHHU IOKYMEHTOB,

- He JIONMycKaTh BKJIOYEHHS B JENa YEPHOBBIX, JHIHBIX JOKYMEHTOB, PasMHOKCHHBIX
KONHii ¥ IOKYMEHTOB, MOZJIEXAIUX BO3BPATY; PasicibHO rpyInupoBaTh B Jejia JOKYMCHTBI
[TOCTOSIHHOT'O H BPEMEHHOT'O XPaHCHHUS,

-no 06BEMY IEN0 He JOJDKHO IPEBLIIATh 250 mmactoB (30-40 MM TOMIIHEON).

PacroioKesre JOKYMEHTOB BHYTPH A€] MPOU3BOJMTCH B XPOHOJIOTHYECKOM TTOPSIIKE, IPH
KOTOpOM HambosIee PaHHAE JOKYMEHTHI PACIIONAraroTes B Havaye Jeia.

[loNOKeHHs, NPABWIA, WHCTPYKIMH # T. T, YTBEPKICHHBIC pACIOPSIATENEHBIMH
JOKyMEHTAMH, TPYTIIMPYIOTCS BMECTE C yKa3aHHbIMH JNOKYMEHTaMH.

TTpHKa3sbl 10 OCHOBHOHU JEATENHHOCTH hOPMEPYIOTCS OTAEIBHO OT TIPHKA30B MO KAAPOBRIM
porpocaM  (JIHYHOMY COCTaBy) (Hasﬂaqeﬂn%, nepeMeleHne, yBOIBHEHHUE COTPYIHHUKOB) H OT
TIpuKa3oB 06 OTIycKax, KOMAHIUPOBKaX U T.A.

IIpoToKONBl ~ 3acefiaHuil  KOJJIErHAIBHBIX —~ OpraHOB oOpazoBaTebHOM — OpraHU3aiH
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DYNIEPYIOTCA B Jlea B XPOHOJOIMYECKOM TOPSKE M IO HOMEpaM B npesienax KajieHIapHOTO
-oma. JIOKyMEHTHI K 3aCeJIaHHsIM YKa3aHHBIX OPraHOB CHCTEMATH3HPYIOTCA IO jaTaM ¥ HOMEpam
ZDOTOKOJIOB, a B IIPEfeax TPYNIbl JOKYMEHTOB, KOTOPHIC KacaloTes OIHOTO poTOKONA, - O
T0BECTKE JTHS 3aCEIaHus.

TlepenucKy ClefyeT IpyNIMpOBaTh B JeNa 32 HEPUHON KalCHIApHOTO roga. B zeno
TepeNUCKY TOMEINAITCS BCE JOKYMEHTHI, BOSHHMKIING B XOZE PCIICHHA pompoca. Ilepemnncka
CHCTEMATH3UPYETCS B XPOHONOTHUECKOH MOCIENOBATENBHOCTH; JOKYMEHT OTBET noMernaercs 3a
TOKYMEHTOM-3aIPOCOM. '

Odopmienne ge.

Jlena obpasoBaTelbHOM OpraHU3aliu IMOIJIEXAT o(OPMIIEHHIO [IPH WX 3@BEJICHHHM M IO
3aBEpIICHAN TOfIa. !

Odopmienne aena — MOATOTOBKA Jiela K XPAHSHHUIO BKIFOYACT B cebs xoMILIekc paboT 1o
ONMCAHMIO fefa Ha OOJTOXKKE, MOJIIMBKE, HyMEpalud JHCTOB W COCTABICHHIO 3aBePUTEIIHHOM
gammucd. ObOpMIIEHHE el IIPOBOIUTCS PabOTHHKAMH OpraHH3aIiH, B 00S3aHHOCTH KOTOPHIX
BXOIWUT 3aBeleHHe U (POpMHUpOBAHHE €I, IPH METONWYECKOH TOMOIIH M TOA KOHTPOJIEM
OTBETCTBEHHOT'O 32 APXMB 00pa30BaTEIbHOM OpraHU3aIHH.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHs IIPOBOUTCS MOJIHOE HITH YaCTHIHOE o opmMieHue JIel.

[onsoMy OGOPMIEHHIO MOEXAT J[ella MOCTOSHHOTO, BPEMEHHOIO (ceemme 10 ner)
xpaHeHus! (10 JIAYHOMY COCTaBY. JMYHBIC Jie/la YBOICHHBIX pabotrukoB). IlonHoe ohopmiIeHHE

Jielia IpeycMaTpuBacT:

° TTOMMBKY I TBEPIbIHA MeperieT Aena;

° HyMepaLuIo JUCTOB B JETE; '

° COCTaBJICHHE JIHCTa-3aBEPUTEILS;

o cocTapJieHre B 0COObIX cinydasx (mpyd oGOpMIICHUM JIMYHBIX AL, UL yHCTa ocobo
[IeHHBIX JOKYMEHTOB) BHYTPEHHEH OIHCH ZIOKYMEHTOB [€fia;

B BHECCHHE HEOOXOIMMBIX YTOUHEHMH B PEKBU3MTHI OOJIONKKH JENa (yTouHEHHE

HA3BaHUs TOIPa3JeNeHns, HHISKCa 1 3ar0JI0BKa eNa, AaThl Iea 1 ap.).
Jlema BpemenHoro (1zo 10 et BKJTIOYMTEIBHO) XpaHEHMs IOJUIeKAT YaCTHIHOMY
odopmneruto. Jlomyckaercs:

° XpaHuTh eI B CKOPOCIIMBATEIIAX;

° He IIPOBOINTE IEPECHCTEMATH3ALMIO IOKYMEHTOB B ZIEIIC;
o JIMCTHI JIe71a He HyMepOoBaTh;

° 3aBepHTEIbHBIC HANIMCH HE COCTABILATE.

JloKyMEHTBI, TOJTe/kallie HOTHOMY O(OPMIICHHIO, MOIMMBAIOT HA HETHIpE Ipokolla B
TBEP/IYIO OOJNOKKY H3 KapTOHA HIIM [epeIeTalTcs ¢ yIeTOM BO3MOKHOCTH CBOOOIHOTO HTCHUs
TeKCTa BCEX JOKYMEHTOB. JaT, BU3 W pesoromuii Ha HuX. IIpu mOAroTOBKE eI K MOMIIHBEKE
(mepeIieTy) METaLTHIeCKHe CKPEIJICHHUS (cx00BI, CKpenK#) U3 JOKYMEHTOB YIAIAIOTCH. Jena
[TOCTOSHHOIO XPAHeHHs. COCTOSIIME M3 HE(DOPMATHBIX JOKYMEHTOB, XDAHATCA B 3aKPBITBIX
TREpbIX MAMKaX ¢ TPeMs KJIalaHaMHy U ¢ 3aBA3KaMH.

[lps HATHYAH B Jelde HeBOCTPEOOBAHHEIX IUIHBIX JOKYMEHTOB (TpyIOBBIX KHMXKEK H JP.)
3TH JOKYMEHTBI BKIaIbIBAIOTCS B KOHBEPT, KOTOPBIA 3aTeéM MOAMHMBACICA B 3TO ACIIO. [Tpm
HATAIHH OOIBIIOr0 KOJMYECTBA TAKMX NOKYMEHTOB OHM MOTYT H3BIMaThCAd U3 Jell, M Ha HUX
COCTABIISIETCS OT/IENIBHAS OIUCh.

B KOHIIe KaX/I0TO Je/ia IOIIHBAIOTCS dAcThie GiaHKe GopM it 3aBePHTENBHON HA/IIHCH 1

B nemsix oGecedeHus COXPAHHOCTH B 3aKpEIIeH s IOpAKa PacTioIoKeHus NOKyMEHTOB,
BKITIOUEHHBIX B JIGNO, BCE JIHCTHL, KPOME 3aBEPUTEIBHOTO, HYMEPYIOTCS apabCKuMH mudpamu B
MpaBoM BepXHEM YTy, HE 3a/ieBasi TeKCTa JOKYMEHTa, IPOCTRIM rpadEUecKUM KapaHaoM M
HyMmepaTopoM. YmnorpebleHue 4epHHI H IBETHBIX KapaHjameid i HyMepanuu JIHCTOB
3ampeinaeTcs. BHyTpEeHHS OIUCH HMEET CaMOCTOSTENbHYIO HyMEPALIHAIO.

JIMCTBI IEJT, COCTOSIIIEX M3 HECKOJIBKHX TOMOB MM YacTel, HyMEpPYIOTCs 10 KaXIOMY TOMY
AJIA Y9aCTH OT/EIBHO. .

dororpadun, UeprexnH, IMArpaMMbl M IPYTHE HIUFOCTPATUBHBIC X crenupIIecKue
JIOKYMEHTBI, IIPe/ICTABIISIOIAE CaMOCTOATENbHBIA JICT B JeNe, HyMepyloTcd Ha o6GopoTHOI
CTOpOHE B JICBOM BEPXHEM YyIIIY.



29

C107KCHHBI TUCT pa3BopaduBacTCsa i HyMEpyeTes B paBOM BEPXHEM YIILY. TIpy 9TOM JIACT
“oro (opmara, HOMIMTHIA 32 OJMH Kpa#, HyMepyercs Kak OIHH JIMCT, JIHCT, CIIOKEHHBIM U
TUTHIA 33 CEpEIMHY, TIOUICKHUT IEPCIIHBKE H HyMepyeTCca KaK OJIuH JIACT.

[ToMIIATEIE B A0 KOHBEPTBI C BIOXKCHIAMM HyMepyIOTCsi; TIPE 3TOM BHAYAlC HyMEP
“=3epT, a 3aTeM OUepeIHEM HOMEPOM KKIIOC BIIOYKEHHUE B KOHBEPTE.

[TommmTeie B JEN0 HOKYMEHTEL C coGcTBeHHOM HyMepanueil TMCTOB (BKMIOYAs HEUATHBIC
~aHMs) MOTYT HyMEpOBATBCs B 00IIEM TOpSAZIKE WK COXPAHATH COOCTBEHHYIO HyMEpalluio, CCIr
=2 COOTBETCTBYET IOPAIKOBOMY PACIIONOKEHHIO JIUCTOB B [ICTIE.

B cnydasx oOHapyXKeHusi OoJbIIOro HHCHa omubOK B HyMmepaluy JMCTOB [ielld B
= T0TIPOM3BOACTBE MPOBOIUTCA HX neperymepanus. [1pa mepeHyMepaniu JMCTOB CTaphie HOMEpa
S9epKABAIOTCS OHOK HAKITOHHOM 9epTO# ¥ PSIOM CTaBUTCA HOBBIH HOMEp JIMCTA; B KOHIE Hea
cARTseTcs HOBas 3aBEpHUTENbHAf HAINHCh, TPH OTOM crapas 3aBepuTeNbHAas HaJIHCh
29epKUBACTCs, HO COXPAHSETCsA B IS

Jlns ydera KONMYECTBA JHCTOB B ACIC n uxcamuu ocobennocTell WX HyMepaluH
SoCTABISETCHA 3aBepUTebHAd HaIIHCH Jea. Oma cocTaBIsieTcs B Jeie Ha OTIENbHOM JIHCTE —
sapepuTele feTa. 3apepuTenbHad HalHCh COCTABISETCS 10 YCTAHOBIEHHOH dopMme.

Bce mocnenylollye H3MEHEHHA B COCTaBe H cocTosHmM fena (TMOBpEXICHMS, 3aMEHA
JOJIMHHBIX JJOKYMEHTOB KOIWSMH, NPUCOCIHHEHIE HOBBIX IOKYMEHTOB H T.J.) OTMEHaroTCid B
3aBepUTEITBHON HAMIKCH CO CCHUTKOM Ha COOTBETCTBYIOIIMH aKT.

O6710)KKa Je/ OCTOSHHOT0, BPEMEHHOTO (CBBIIIE 10 neT) XpaHeHHs ¥ 10 THIHOMY COCTaBY

ohOpMIIAETCA 110 yCcTaHOBICHHOH (opMme.
Ha o6noxkke [fen TOCTOSHHOIO XpaHEHW: BBEPXY IpelycMaTpHBaeTCs MECTO IS

HAMMEHOBAHUS TOCYIapCTBEHHOIO apXusa, B KOTOpEIA OHH OyIyT HepeNanbl, a TakKe apXUBHOIO
mu@pa B IPaBOM BEPXHEM U JICBOM HIDKHEM yriax.

I[Ipn opopmieHHA OOIOKKH el paumeHoBafme [IIKOIE YKa3hIBACTCA [OTHOCTBIO MO
yCTaBy, B IMEHHTENBHOM IAZIeXE, COKPAIIEHHOS Ha3BaHHE — B CKOOKaX.

O6s3aTeIbHBIME PEKBU3UTaMM OONOXKKH Iefa SBIACTCA yKa3aHue KONU4CCTBA JIMCTOB B
fiesie, KOTOpOe MPOCTABIISIeTCA Ha OCHOBAHHMM 3aBepUTENLHOM HAJIHCH /eNa, H Cpoka XpaHEeHHS
nena (Ha Jenax [MOCTOSHHOTO XPaHEHHS MHIIETCA: «XPAHHUTH TOCTOSHHOY), KOTOPBIA EPEHOCHTCSA
Ha 0BGTOKKyY JlefTa U3 HOMEHKJIATy B IT0CIIe CBEPKHM €ro T0 CpOKaM XpaHEeHUs B IEpetHe.

J{ng ydera JOKyMEHTOB ONpPEICICHHBIX KATETOpHiA 1eJl IOCTOSHHOTO ¥ BPEMEHHOI0 (cBbILIE
10 ner) XpaHeHHUs, y4eT KOTOPBIX BBI3BIBACTCA crienuduKol TaHHOM JOKYyMEHTAIMH (mranbIE fena,
0c060 TIEHHBIE), COCTABIISIETCS BHYTPEHHST OMACH NOKYMEHTOB nena.

BHYTPEHHIOK OMHKCh HEOOXOIHUMO TaKKe COCTABIATH B JIEax IOCTOSHHOTO ¥ BPEMEHHOTO
(cpmie 10 yer) XpaHEHW, chOpMHpPOBAHHBIX 0 PA3HOBHAHOCTAM JOKYMEHTOB, 3arOJIOBKH
KOTODBIX HE PACKPHIBAIOT KOHKPETHOE COLCPIHKAHMC JOKYMEHTOB.

BHYyTpeHHsIs OIIACh COCTABIAETCS Ha OTACILHOM JMCTE TI0 YCTAHOBIEHHON (opme, KoTopasd
COJIEPIKHT CBEJICHHA O MOPSIKOBBIX HOMEPaX JOKYMEHTOB Jella, HX HHJIEKCaX, iatax, 3arojoBKax 1

HoMepax JIICTOB JIefa, Ha KOTOPBIX PACION0KCH Ka KBl JIOKYMEHT.
K BHYTpeHHeH OIWCH JeNa COCTaBILIeTCs HTOroBaid 3amich, B KOTOPOW YKa3bIBACTC:

IJ.PI('.l)pEIMPI U IIPOIHCEIO KOJIMUECTBO BKITIOUEHHBIX B HEC JOKYMECHTOB H KOJIUYECTBO JIHCTOB

BHYTPEHHEH OTIUCH. ,
BHYTpeHHsisl OIACH MOATHCHIBACTCSA €€ COCTABUTENEM C yKa3aHHeM JOJDKHOCTH, IOAIHCH,

pacimEdPOBKA OMUCH ¥ HyMEPYETCA B JICNE OTACIBHO.

yercs

10.XpaneHne M yHHYTOXKeHHE NOKYMEHTOB.

JlokyMeHTHI (Iefia) ¢ MOMEHTa CO3JaHHA (momyuenns) WM (OPMHUPOBAHMS XPAHATCA B

OpraHu3alyy 10 Nepesiati apXUBHOMY YUpEKAEHHUIO.

PykosomuTtens 06pasoBaTebHOU OpraHM3alMi # CHEIWaNbHO HA3HAUCHHOE IO (7rna)
oBS3aHEL 06ECIICUHTE XPAHEHHE TOKYMEHTOB H JelL.

Jlena JOJDKHBL XPAHUTECS B BEPTHKATBHOM MOJIOKEHIH B mkadax, KOTOpbIE 3aKPEIBAOTCSL.

Ha kopemrkax 06I0KeK [ell yKa3blBaloTCA HOMEpa e/
Biizaua nei BO BPEMEHHOE IMONB30BAHHE paGoTHEKaM 00pa3OBATENBHON OPraHM3aNMH

OCYIIECTBIISIETCA € YCTHOTO DasperieHus ero 'DYKOBOZHUTENS, @ APYIHEM YHUPSHKACHHAM - C ero



30

=CcEMEHHOTO paspermnenns. Ha BEITaHHOE JIEJI0 COCTABIIAETCA KApTOIKa - 3aMEHHTCIb. B kaprouxe
- =23B[BAIOTCS HOMED JI€Id, 3ar0JI0BOK JIENa, /1aTa ero BhIIadH, U0, KOTOPOMY ACII0 BRIIAHO, faTa
-0 BO3BpATA, [IOIIMCH JIHII, KOTOPbIE BBIAJIM M IPUHSIH [EII0.

[IpenocTasienye el BO BPEMEHHOE I0IB30BaHAE OCYMIECTBIACTCA HE GoJice 9eM Ha OIHMH
2CHIIL :
VspaTHe JOKYMEHTOB M3 7Ielia TIOCTOSHHOIO XpaHeHHs 3alpelnaetcs. B HCKIOIHTEBHBIX
cTyuasx W3BATHE NOKYMEHTOB JIOIYCKAaeTCA C PaspelieHHs PYKOBOIUTEILL o6pa3oBaTenbHOM
SDraHM3ALMHE C 0053aTEIbHBIM OCTABICHHEM B JICNIE 3aBEPEHHEIX JOIDKHEM 00pazoM KoIIuii.

[locie OKOHYAHHMs CpOKA XpaHEHHs JOKyMEHTOB, KOTOpBIE HE IOMIEKAT Iepeaatc
SDXMBHBIM YUPEXKICHMSIM, JOKYMEHTHI CICHIBAIOTCSH KOMHCCHEH 00pa3oBaTeIbHON OpraHU3aliy
70 IPOBENEHMIO OKCICPTHShI IHEHHOCTH J[OKYMEHTOB, KOTOPYIO HAa3HAYaeT pyKOBOTMTCIb
26pazoBaTensHOM opramu3amnyy. Ha cricanHyio TOKyMEHTAIMIO SKCTIEPTHAA KOMHUCCHS COCTABILACT
COOTBETCTBYIOIIMH aKT. '

Croucannas QOKyMeHTalHs YHHYTOMKACTCH.
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