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OO01mue moJIoKeHus.

Hannoe Ilonoxxenne o BeaeHUu JeiaoBoil nokymeHTanuu B MBOY "Oxktsa0pbckast
mkona Nel" KpacnorBapaeiickoro paiiona Pecniy6nuku Kpeim (nanee — oOpazoBarenbHas
opraHuzanusi) pa3pabOTaHO B COOTBETCTBUHM CO CJEAYIOIIMMU HOPMATHUBHBIMU
NOKYMEHTAMMU:

- Oenepanpublii 3akoH oT 29.12.2012 Ne 273-®3 «0O6 o0pa3oBaHuu B
Poccniickon @enepanuny;

- ®denepanbHbIi 3ak0H 0T 27.07.2006 Ne 152-D3 «O nepcoHaIbHBIX TaHHBIXY,

- 3akon Pecny6muku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6
oOpazoBanuu B Pecniyonmke Kpbim»;

- npukaz denepansbHOrO areHTCTBA IO TEXHUYECKOMY PETyJIHpPOBAHUIO U
MeTposornd MuHHCTEPCTBA MPOMBILUIEHHOCTH M TOproeiau Poccuiickon denepannn OT
08.12.2016 Neo 2004-ct «O0 yTBepKJECHHHM HAIMOHAJIBLHOTO cTaHaapTa Poccuiickoi
denepauum;

- npukaz @PeAepalbHOTO AareHTCTBa IO TEXHUYECKOMY PETrYJIHPOBAHHUIO M
METPOJIOrud MHUHHUCTEPCTBA IPOMBILUIEHHOCTH U TOProsiu Poccuiickoin deneparuu ot
14.05.2018 No 244-ct «O0 yTBEpKJI€HUU U3MEHEHUS K
HalMOHaJIbHOMY cTanaapty Poccuiickon denepanuny;

- npuka3 PegepanbHoro apxuBHoro areHtctsa ot 20.12.2019 r. Ne 236 «O06
yTBepxKaeHun  IlepeuHss  TUMOBBIX  YNPABICHYECKUX  APXUBHBIX  JIOKYMEHTOB,
00pa3yromxcs B Mpoliecce AesATeIbHOCTH IOCYIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOIO
caMOyIpaBJI€HUS U OpTaHU3AlMi, C YKa3aHUEM CPOKOB UX XPaHEHUSD;

- npuka3 MunucrepcrBa mpocsemennss CCCP  or 30.12.1980 N 176
«O BBeneHuu B AercTBUE llepedyHs JOKyMEHTOB CO CpOKaMM XpaHeHHsT MuHucrepcTBa
npocsenieHus CCCP, opraHoB, yupexJIeHUi, OpraHu3aluii CACTEMbI IPOCBEILICHUSD.

Pekomenmanuu ycTaHaBiIMBalOT oOmMe TpeOOBaHUS K BEACHUIO JCIIOBOMN
JOKyMEHTAIMU B 00pa30oBaTeIbHbIX opranuzanusix Pecmyommku Kpbim.

[Ipumenenue  PekoMeHmamuii  JOJDKHO  CHOCOOCTBOBaTh  (pOPMHPOBAHUIO
o(pUIMATBHO-JIETIOBOTO CTWJISI JOKYMEHTOB, COKpAIEHWIO 3aTpaT TpyAa U CPEJCTB
B IPOILIECCE CO3/IAHUS JOKYMEHTOB.

PexomeHnjanun PacIpOCTPAHSIOTCS Ha OpraHHU3alHI0 paboTHI
C JOKyMEHTaMH HE3aBUCMMO OT BHJAa HOCUTENIS,, B TOM YHCJIE DJIECKTPOHHBIMU
JOKYMEHTaMH, BKJOYas TMOJTOTOBKY, 0OpaOOTKYy, XpaHEHHE U  UCIOJIb30BaHUE
JIOKYMEHTOB, OCYIIECTBIISIEMBIX C TPUMEHEHUEM UH(POPMAIMOHHBIX TEXHOJIOTUM.

OcobenHocti paboOTBl € JOKYMEHTaMH, COJEpKalluMU KOH(PHUICHIIUATBHYIO
uHpopmanuio (CaykeOHYyI0O M HHYI TalHy, NEpCOHAJbHBIE [aHHBIE), PEryJIUPYIOTCS
CIIeMAIbHBIMM HOPMATHUBHBIMU aKTaMU (MHCTPYKIUSAMH, TOJIOKCHHUSIMHU, MPaBUIaAMU),
YTBEPKIAeMbIMU PYKOBOJIUTENIEM 00pa30BaTEIbHOM OpraHu3aIiu.

OTBETCTBEHHOCTh 3@ OPraHU3alMIl0 M  COCTOSIHWE  JEJONPOM3BOACTBA B
o0pa3oBaTenbHON OPraHU3allii HECET PYKOBOIUTEh, KOTOPBIN:

- Ha ocHOBaHWMM PexomeHmammii paspabaThiBacT M yTBEepKAaeT WHCTPYKIHIO O
JIEONTPOU3BOICTBY U HOMEHKIIATYpY JIesT 00pa30BaTeIbHON OpraHU3aIlNH;

- KOHTPOJUPYET coOMoAeHre TpeOOBaHU YTBEPXKIEHHON B 00pa3oBaTeIbHOM
opranuzanuu MHCTPYKIMHU 11O BEICHUIO JIEJI0BOM JOKYMEHTAIINH;



- POBOJIMT MPOBEPKY COCTOSHUS JEIOMPOU3BOICTBA,;

- o0ecrmeuynBaeT METOJUYECKOE PYKOBOJACTBO, HMHCTPYKT&X U KOHTPOJIb 3a
COOJTIOICHHEM yYCTaHOBJICHHOTO TIOPSAKA padOThI ¢ JOKYMEHTaMU;

-  WHUIMHPYET TOBHINICHWE KBaTU(HUKAIMK  paOOTHUKOB TO  BOIpOCaM
JCIIOTIPON3BO/ICTBA;

- YIOCTOBEPSIET MOIIMTUCKHIO U TICYaThI0 JOKYMEHTHI.

HenocpencTBeHHO BeAET ACIONMPOM3BOACTBO B 00pa30BaTENbHONW OpTraHH3AINH
CeKpeTaph U (WJIM) OTBETCTBEHHBIN 3a BEACHUE JIEJIOMPOU3BOJICTBA (Jaiee — CeKpeTaphb),
KOTOPBIN Ha3HAYaeTCs MPUKA30M PYKOBOAUTENS 00pa30BaTeIbHON OpraHU3aIliH.

CekpeTapb B COOTBETCTBUU C BO3JIO)KCHHBIMH HA HETO 3aJJa4aMu:

- OCYIIECTBIIET PETUCTPALIMIO U yUET TOKYMEHTOB;

- OpraHu3yeT JTOKYMEHTO000poT, (GOPMUPOBAHUE JIE]I, UX XPAHCHUE;

- OCYIIECTBIISIET TEKYUIM KOHTPOJb 3a CBOEBPEMEHHBIM pACCMOTPEHHEM U
MIPOXOKJICHUEM JTOKYMEHTOB 00pa30BaTeIbHON OpraHu3alliu;

- o0ecrieuynBaeT COONIOJICHUE €IUHBIX TPEOOBAaHUM MO MOATOTOBKE JIOKYMEHTOB U
OpraHu3aluy padOThl C HUMH B YCIIOBUSX 3JIEKTPOHHOTO TOKYMEHTO000POTA;

- 00006mIaeT nHOopMaIH 00 00BEMax JOKYMEHTO000POTa;

- opraHusyeT (opMupoBaHHE U XpaHEHHE JOKYMEHTAIIMOHHOTO (OHJa U €ro
HCIIOJIb30BaHUE.

OOpazoBaTenbHasi oOpraHu3aldsg BIOpaBe MPUMEHSATH B CBOCH JCSATENBHOCTH
AJIEKTPOHHBIA JTOKyMEHTOOOOPOT, KOTOPHIH MpeaycMaTpUBAaeT CO3/JaHHE, TMOANHCAHUE,
MCIIOJIb30BaHUE U XpaHEHUE JOKYMEHTOB, CBSI3aHHBIX C JESATEIBHOCTHIO 00pa30BaTEeNbHOM
OpraHu3alliy, B 3JIEKTPOHHOM BHI€ 0€3 TyOaupoBaHus Ha OyMakKHOM HocuTele. Pemenue
O BBEACHUM DJIEKTPOHHOTO JOKYMEHTOOOOpPOTa W TMOPSIOK €ro OCYIIECTBICHUS
YTBEPKAAIOTCS 00pa30BaTeIbHON OPTaHU3AIMEH 10 COTJIACOBAHHIO C €€ yUPEIUTEIEM.

Best  ngemoBasi  mOKyMeHTamusl  XpaHUTCS B CICNHAIBHO — 00OPYTOBAaHHBIX
MoMeNIeHusX, mkadax win ceiidax ¢ cobmonenuem TpedoBanuii denepanbHOr0 3aKoHa
Poccuiickoit @enepanuu ot 27.07.2006 Ne 152-D3 «O niepcoHaIbHBIX TaHHBIXY.

PaGoTaTh ¢ TOKyMeHTaMU BHE CITY>K€OHBIX MOMEIICHUH 3alpenaeTcs.

1. JlokymeHTHI 00pa30BaTeIbHON OPraHN3aNu.

PykoBoauTens oOpa3oBaTeIbHOM OpraHW3allid WX JIUI0, WCIIOJHSIONIEE €ro
00s3aHHOCTH, M3JaCT TMPUKA3bl, HHCTPYKIIMH, MPABHIIA, MOJOXKCHUS, 00s3aTEIbHBIC IS
WCITOJTHCHHSI BCEMU PaOOTHUKAMH.

Xoa oOCyXaeHHsS BOIMPOCOB HAa 3acCeJaHMsIX KOJUIETHAIBHBIX OpPTraHOB, COBETOB,
coOpaHUsAX, COBCIIAHMSAX W PEIICHUS, TNPUHUMAEMble HAa HHUX, QUKCHUPYIOTCS B
MPOTOKOJIAX.

JImst  OCYIIECTBICHUS OIECPATUBHBIX CBS3CH C JPYrUMH OpTaHHM3AIUSIMH |
rpaXJaHAaMU UCIIOJB3YIOTCS Takue (QOpMbl, Kak TMHUCbMa, (aKChl, TeJIETPAMMBI,
TenedOHOTPaMMBI.

JInst  OoCylIecTBIEHUST TMpUeMa, YBOJBHEHHUS, TMEpeMelIeHUusT pPabOTHHUKOB,
MIPEIOCTABIICHUS UM OTITYCKOB O(hOPMIISIFOTCSI TPYJIOBBIE TIOTOBOPBI, MPUKA3BI 10 TUIHOMY
COCTaBYy, 3asIBJICHUS, TPYAOBbIC KHIKKH, IMYHBIE KAPTOUYKU U JP.



Y4yeOHo-nenarornyeckasi JOKyMeHTALMS.

VYyebHas TOKyMEHTalUsi — 3TO KOJIMYECTBEHHAs] U Ka4€CTBEHHAs XapaKTEPUCTUKU
COCTOSIHUSL y4eOHOM, METOJUYECKOM M BOCIUTATEIBHOM padoThl 0O0pa3zoBaTeNbHOU
OpraHu3allNH.

[legarornueckue pabOTHUKU MPU peaM3alMd OCHOBHBIX O0IIE00pa30BaTEIbHbIX
OporpaMM  OCYIIECTBIISIOT — TOATOTOBKY  CIEAYyIOIIe  JOKyMeHTauuu  (mpuKa3
MunuctepcTBa mpocBenieHuss Poccuiickoit denepanmu ot 21.07.2022 Ne 582 «O6
YTBEPXKJIECHUM TIEPEUHs]  JOKYMEHTAllMM, TIOJITOTOBKA KOTOPOMl  OCYIIECTBISETCS
MEJarorHYeCKUMU  pa0OTHUKAMKM TIpU peau3alid OCHOBHBIX 00I111€00pa30BaTEIbHbIX
IPOrpamMm»):

- pabouas mporpamMma y4eOHOTO TpeaMera, y4eOHOro Kypca (B TOM dHCIE
BHEYPOUHOU JEATEIBHOCTH), y4€OHOTO MOIYIIS;

- )KypHaJI y4yeTa yCIeBaeMOCTH;

- KypHaJ BHEYPOYHOM JAESATENbHOCTH (11 TIENarorH4ecKuX paOOTHHUKOB,
OCYIIECTBISIONIUX BHEYPOUHYIO JESTEIHHOCTH);

- IUTaH  BOCIIUTATeNIbHOW  paboThl  ([UIsI  MEAaroruyeckux  paOOTHHUKOB,
OCYIIECTBISIOMUX (HYHKIIUU KIACCHOTO PYKOBOJAUTEIIN);

- XapaKTepUCTHKa Ha oOydJaromerocs (1o 3ampocy).

[[IxonbHBIE JOKYMEHTHI TOJKHBI 0(hOPMIIATHCSI CBOEBPEMEHHO, YETKO, pa300pUuuBo,
0€3 OTYNCTOK, TIOMApPOK, BHI3HIBAIOIIMX COMHEHHUE B IIPABMIIBHOCTH BHECEHHBIX JJAHHBIX.

3anucy B TOKYMEHTAX JOJIKHBI IPOU3BOAUTHCS MIAPUKOBOM PYyYKOM YEPHOTO IIBETA.

Ommbka, AOMyIIeHHAs B TEKCTE WM ITU(POBBIX TaHHBIX JTOKYMEHTA, UCIIPABIAETCS
CJIEAYIOIINM 00pa30oM: OIIMOOYHBIE CJIOBA W IU(DPHI 3a4€PKUBAIOTCS TaK, YTOOBI MOMKHO
OBUIO MPOYECTh 3aYEPKHYTOE, a CBEpPXY, JUOO pAAOM, JUOO HA TMONSAX MHIIYTCS
YTOYHCHHBIC JaHHBIC. Bce BHECEGHHBIC HWCIPABICHUS JODKHBI OBITh OTOBOPEHBI W
3aBEpEHbl MOAMHUCSAMU JIUll, O(POPMUBIIMX JOKYMEHT. 3a JOCTOBEPHOCTh CBEICHUM,
COZIEpIKaIIMXCsl B JOKYMEHTax, Hajjexariee ux o(OopMIIEHHE HECYT OTBETCTBEHHOCTh
JOJKHOCTHBIE JIUIA, MTOAMUCABIINE TOKYMEHT.

B coctaB nokymMeHTOB 00pa30BaTenbHON OpraHU3alliy BXOIT:

- OpTraHU3aIMOHHBIC JJOKYMEHTHI;

-yCTaB OpraHu3alny;

- JIOTOBOP C YUPEAUTEIIEM;

- TIOJIOKEHUSA O ToJIpa3eeHusIX (MIPU HATUYUN);

- PABOYCTAHABIUBAIOIINE TOKYMEHTBHI;

- TOJDKHOCTHBIC MHCTPYKITUU COTPYTHUKOB;

- KOJIJICKTUBHBIN JOTOBOP;

- IITaTHOE PACIIMCAHMUE;

- MpaBUJia BHYTPEHHET0 TPYAOBOTO PaCcHopsiiKa U Jp.

PacriopsautenbHbIe TOKYMEHTHI.

- IPUKA3HI,

- PaCTIOPSIKEHHS,;

- WHCTPYKIIMHU U JP.

HNudopmarimoHHo-CIIipaBOYHBIEC JOKYMEHTHI:

- POTOKOJIBI,
- TIJIAHBI,



- OTYETHI;

- CIIPaBKH U JIp.

Bce kHMru 1 KypHabl, KOTOpbIE BEAyTCs B 00pa30BaTENIbHBIX OpraHU3alugax Ha
OYMa)KHBIX HOCHUTENSIX, MOCTPAHUYHO MPOHYMEPOBBIBAIOTCS, NPOIIHYPOBBIBAIOTCA U
NOJMUCHIBAIOTCS  pykKoBoautTeneMm. [loamuch pykoBoguTens 3aBepseTcs Ie4aThbio
o0pa3oBaTeIbHON OpraHu3aIuy.

2.  IlpaBuia ogopMiieHHUSsI JOKYMEHTOB

OcHoBHBbIE TPeOOBAHUSA 110 0(POPMIICHUIO JOKYMEHTOB.

JIOKyMEHTBI MOTYT CO37aBaThCsl HA OyMaKHOM HOCHUTEJE U B
AIIEKTPOHHOH (hopMe C COOJIIOIEHNEM YCTAaHOBJICHHBIX IPABHII 0POPMIICHHUS JOKYMEHTOB.

[Ipu co3zmanum TOKyMEHTa Ha ABYX M 0oJiee CTpaHMLAx BTOPYIO U MOCIEAYIOIINE
CTpPaHULIbl HyMEPYIOT.

JlomyckaeTcsi co3jaHue JOKYMEHTOB Ha JIMIIEBOM M OOOPOTHOM CTOPOHAX JIKCTA.
[Ipn ABYCTOpPOHHEM CO3JaHMU JOKYMEHTOB LIMPWHA JIEBOTO IOJS HA JUIEBOW CTOPOHE
JIUCTA ¥ MPABOTO IMOJIsI HA 0OOPOTHON CTOPOHE JICTA JIOJKHBI OBITH PaBHBI.

[IpeAnoYTUTENbHBIMU TApHUTYpAaMU M pa3MepamMu MPpUPTOB I PEKBU3UTOB
noKkyMeHTa siBisitoTcst Ne 12,13,14.

[Ipu cocraBreHuu TaOIUIl JOMYCKAETCS WCIOJIb30BaHUE MIPUGPTOB MEHBIITUX
pa3MepoB.

AO3anHbIi OTCTYM TEKCTa TOKyMeHTa - 1,25 cM.

3aroyioBKM pa3fesioB M IMOAPA3/JENOB IEYaTaroTCs ¢ a03alHbIM OTCTYIIOM WIIA
LEHTPUPYIOTCSI MO MIUPUHE TEKCTA.

MHOrocTpoYHble PEKBU3UTHI MEYATAIOTCS] YEpe3 OJMH MEKCTPOUHBIA HHTEpBAJ,
COCTaBHBIC YACTH PEKBUZUTOB OTIEISIOTCS JOMOJIHUTEIHLHBIM HHTEPBATIOM.

TekcT nokymeHTa neuyaraercs uepes 1-1,5 MeXCTpOUHBIX HHTEPBAJA.

HuTepBan mexay OykBaMHU B CJIOBaX - OOBIYHBIN.

WuTepBan Mex1y cIOBaMH - OIMH MPOOET.

TexcT HOKyMEHTa BBIpaBHUBAETCA MO IIMpUHE JHCTa (IO TpaHUIaM JIEBOTO U
MPABOTO MOJICH IOKYMEHTA).

HopmaTHBHBIMH akTaMW OpraHU3AIMH MOXET OBITh MPETYCMOTPEHO BBIJCICHHUE
PEKBU3UTOB «aJpecar», «3arojlOBOK K TEKCTY» WM «IOIMUCH», a TakKe OTACIbHBIX
(parMeHTOB TEKCTa MNOJTY>KUPHBIM HIPU(TOM.

TekcT HOKyMeHTa JOJKEH OBITh W3JI0KEH KpaTKo, TPaMOTHO, MOHSITHO H
00BEKTUBHO, 0€3 MOBTOPEHUN M yHOTpPeOJEHHUS CIOB M OOOPOTOB, KOTOPbIE HE HECYT
CMBICJIOBOM Harpy3ku, W JOJKEH KacaTbCsl TOTO BOIMPOCA, KOTOPBIM cHOpMynupoBaH B
3aroJioBKe K TeKCTy. TekcT nokymeHTa opopMIsieTcs B BUJIE CIUTIOIIHOTO CBSI3HOTO TEKCTa
WJTW TAOJIUITBI, UK ITyTEM COYETaHUs 3TUX (HOPM.

TeKCThI CIOKHBIX M OOJIBIIMX MO0 00hEMY JOKYMEHTOB (IOKJIAIbl, OTYETHI U T.JI.)
JISJSITCSL Ha pa3/elibl, TOAPA3AeIbl, MTyHKTHI, TOAMYHKTHI. [[YHKTBI ¥ MOAMYHKTHI B TEKCTE
HYMEPYIOTCS apaOCKUMU MU pamMu C TOYKOH.

[Tpumep -

1.

1.1.



2.

2.1.

JIokyMeHTBI, Kak TMpaBwio, oGOpMIIIOTCS Ha OjaHkax oOpa3oBaTeIbHOM
OpraHu3allid, HWMEIOT YCTAHOBJICHHBIM KOMIUIEKC OO0S3aTeNbHBIX PEKBU3UTOB U
CTaOMJIbHBIN TTOPSAJIOK UX PACIIONIOKEHUS.

branku Kaxaoro BUAAa M3rOTABIMBAIOTCS HAa OCHOBE YIJIOBOTO WM MPOAOIBHOTO
pa3MelleHus pEKBU3UTOB.

PexkBU3UTHI 3arojloBKa pasMENIAIOTCA LEHTPUPYEMBIM (HA4YaJl0 U KOHEL| KaKJI0h
CTPOKH PEKBU3WUTA PABHO YAAJIEHbI OT TPaHUL] 30HBI PACIOJIOKEHUS PEKBU3UTOB) WIIU
YTJIOBBIM (KaXAasi CTPOKA PEKBU3UTA HAYMHAETCS OT JIEBOW IPAHUILIBI 30HBI PACIIOIOXKEHUS
PEKBU3UTOB) CLIOCOOOM.

J7is M3roToBIeHUs OJAHKOB MCIIONB3YIOTCS JUCThI Oymaru gopmata A4 (210 x 297
MM) 1 A5 (210 x 148 MuIMMeETpOB).

Kaxxnpiii auct nokyMeHTa, oOpMIIEHHBIM Kak Ha OJlaHKe, Tak U 0e3 Hero, JOJKEH
MMETB I10JIsI HE MEHEE, MM:

sesoe - 20;

npaBoe - 10;

BepxHee - 20;

HuxHee - 20.

JIOKyMEeHTBI JIUTENbHBIX (cBbIlIe 10 JIeT) CPOKOB XpaHEHUsS JAOJKHBI UMETh JIEBOE
nose He meHee 30 M.

OdopmiieHne peKBU3UTOB JOKYMEHTOB.

ABTOp I0KYMEHTOB.

HamMeHoBanne oOpa30oBaTenbHON  OpraHU3allMM  yKa3blBA€TCSI B TOYHOM
COOTBETCTBUM C yCTaBOM 00pa3zoBaTesibHON opranuszanuu. CokpalleHHOe HauMEHOBaHUE
MOMEILAETCs MO/ MOJIHBIM HAUMEHOBAHHUEM B CKOOKaX.

HanMeHOBaHME CTPYKTYpHOIO MOAPA3AEICHHS] — aBTOpa JOKYMEHTA UCIIOJIb3YETCs
B OnaHkax muceM M OJlaHKaX KOHKPETHBIX BHUJOB JIOKYMEHTOB W YKa3bIBAC€TCS IO
MTOJIHBIM ¥ COKPAIIIEHHBIM HAUMEHOBAHUAMH 00pa30BaTEIbHON OpraHU3aIuu.

HanMeHoBaHMEe NOKHOCTH JUIIA — aBTOpa JOKYMEHTa MCHOJB3YeTCs B OJIaHKaX
JOJDKHOCTHBIX JIMIT W pacrojiaraercs IojJ  HauMEHOBaHMEM  00pa3oBaTeIbHON
OpraHu3alINH.

HanMeHoBaHME JOMKHOCTM JMIA — aBTOpa JIOKYMEHTa YyKa3blBaeTcs B
COOTBETCTBUM C HAMMEHOBAaHUEM, MPHUBEJAECHHBIM B PaCHOPAIUTEIHLHOM JIOKYMEHTE O
Ha3HAYE€HUU HA JOJIKHOCTb.

CnpaBoyHble JaHHbIEe 00 00pa30BaTeILHON OPraHU3alNM.

CrpaBoyHble [JaHHbIE 00 OpraHU3AMKM YKa3bIBAIOTCS B OJIAaHKaX THCEM U
BKJIFOYAIOT: ajjpec, Homep TenedoHa, Gpakce, aapec dISKTPOHHON MOYTHI, CETEBOM aapec, a
taxxke OKIIO, OI'PH, MHH u KIIIT opranuzanumu.

HaumeHoBaHMe BH/Ia TOKYMEHTA.
HanMeHnoBanne BuIa TOKYMEHTA, COCTAaBJICHHOTO OpTaHM3aIlMei, OJDKHO OBIThH



OTIPEIETICHO YCTaBOM (TIOJI0KEHUEM) U JIOJDKHO COOTBETCTBOBATh HAMMEHOBAHUSIM BHJIOB
IoKyMeHTOB, mpexycMoTpeHHbiM OKVY][: akT, cmpaBka, 3amucka, CBOJKAa, OT3HIB,
NPOTOKOJ, CIHCOK, HW3BEIIEHHWE W JAp. PacmopsauTenbHbIe TOKYMEHTH OpTraHH3alliH
U3JAI0TCS CO CICIYIOIIMMH HAa3BaHUSMH: MTPUKA3, PACIIOPsDKEHUE.
HaumeHoBaHMe BHUIa ¥ PAa3HOBUIHOCTH IOKYMEHTA HE YKAa3bIBACTCS B MHCHMaX.
HaumeHoBaHMe BHJa TOKYMEHTA ME€YATACTCs MPOMUCHBIMUA OYKBaMH MOy KHPHBIM
mpu¢TOM.

JlaTa JoKyMeHTA.

JlaTa TOKyMEHTa COOTBETCTBYET J1aTe MOJANUCAHUS (YTBEPKACHUS) JOKYMEHTA WU
aate COOBITHS, 3aUKCUPOBAHHOTO B IOKYMEHTE:
apabckumu 1tmdpamu, pazpeneHHbiMEH  Toukou: 05.06.2021; cmoBecHO-TIGPOBHIM
cnocobom: 5 nrons 2021 r.

B TekcTax JOKyMEHTOB, COJIEpKAIIUX CChUIKA HAa HOPMATUBHbBIE TPABOBBIE AKTHI, U
JIOKYMEHTOB, COJIEPKAIllMX CBEJEHUS (PMHAHCOBOTO XapaKTepa, MPUMEHSETCS CIOBECHO
1udpoBoil criocod ykazaHus 1aT 0e3 MpOCTaBIEHUS HyIsl B 0003HAUYECHHUH JIHS MECSIIa,
€CJIM OH CoJIepkKUT ouy nudpy: 3 anpens 2021 roxa.

PazpemaeTcs mNOpUMEHATH CIOBO «TOA» B COKDPAIIEHHOM BapUaHTE  «I»:
1 wurons 2021 r.

I'pud orpanuvenusi 10cTyna K J0KyMeHTY.

[IpocTaBnsieTcsi B IpaBOM BEpXHEM YIJIy MEPBOrO JUCTAa JOKyMEHTa (MpoeKTa
JIOKYMEHTA, COMPOBOJUTEIBLHOIO MUChMa K JJOKYMEHTY) Ha T'paHUIE BEPXHETO MOJIsl IPU
HaJIMYUU B JIOKYMEHTE MHQOpMaIUuu, JOCTYNl K KOTOPOW OrpaHUYEH B COOTBETCTBUM C
3akoHomarenbcTBOM Poccuiickoit ®depepauun. B cocTaB pekBU3MTa BKIOYAETCS
OTpaHUYUTENIbHAS HAIMUCh: «JJ1a ciyxkeOHOTrO moap30BaHus», «KoHpuaeHIMAIEHOY,
«ITepcoHasibHBIE JaHHBIC» WUJIU JIP.

[Tpumep -

IlepcoHanbHbIE JaHHBbIE PAOOTHMKOB
k3. Ne 1
MyHununajibHoe OK/IKeTHOe 00111e00pa30BaTe/IbHOE YUpeKIeHue

"OkTa0pbckas mkoJa Nel”
KpacnorBapaeiickoro paiiona Pecny6.iuxu Kpbim
(MBOY "Okrsabépbckas mkosa Nel')

IIPUKA3

Bce BHUBbI rpI/I(l)OB OTrpaHHUYCHHA JO0CTyIlla K JOKYMCHTAM 3aKpCIUIAIOTCA B
JJOKAJIbHBIX aKTaX O6paBOBaTeHBHOﬁ OopraHu3aluu.

PerucrpanuoHHbIii HOMep T0KyMEHTA.

Peructpanyionnsiii HoMep — HU(ppPoBoe WM OyKBEHHO-LIM(PpPOBOE 0003HAYEHUE,
MPUCBaBaeMOe JOKYMEHTY MIPH €T0 PETUCTPAIIHU.

Peructparus 1oKkyMeHTa MPOBOAUTCS MOCIIE €r0 TIOITUCAHMS UITH YTBEPKICHUSI.



JI1s1 BHyTPEHHUX JOKYMEHTOB — ITPUKA30B, IPOTOKOJIOB — 3TO NOPSAIKOBBIA HOMED B
npenenax KajJeHAapHOIo rojaa/ yueOHOro roja mno KakJIoMy BUIY WA Pa3HOBUIHOCTH
JOKYMEHTOB. B mpukazax perucTpaiioHHbIA HOMEP MOXKET JOIMOJHATHCS OYKBEHHBIM
UHEKCOM, 0003HAYaIOIUM Pa3HOBUTHOCTH.

Jns ucxoasimux JOKYMEHTOB PETUCTPALMOHHBIA HOMEP COCTOUT U3:

1) mopsaKOBOrO HOMEpA B TIpeiesiax MacCUBa OTIPABIISIEMON KOPPECIIOH ICHITHH;

2) wuHAeKca Jejla B COOTBETCTBUM C HOMEHKIATypod el oOpa3oBaTelbHOM
OpraHu3alNH.

PeructpanioHHbIi HOMEp JTIOKYMEHTa, COCTAaBJIEHHOIO COBMECTHO ABYMS M Ooiiee
OpraHu3alMsIMH, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JIOKYMEHTOB Ka)KIOW M3 3THUX
OpraHu3alliii, MPOCTABIISIEMBIX 4YEpe3 KOCYI0 YepTy B MOPSIKE YKa3aHHsS aBTOPOB B
JOKYMEHTE.

Ccplika Ha perucTpalMOHHbINA HOMEP H ATy 10KYMEHTA.

Ccbulka Ha pPETUCTPALlMOHHBIA HOMEp W JaTy JOKyMEHTa BKIIIOYaeT B ceOs
PETUCTPALIMOHHBIA HOMEpP U J1aTy JOKYMEHTa, Ha KOTOPBIM JTOJIKEH ObITh J1aH OTBET.

Ccbulka Ha HOMEp U JaTy JOKYMEHTa HCHOJb3yeTCs NpU OPOPMIICHHU IHCEM,
ABJIAIOIIMXCSI OTBETAMU HA TMOCTYNHMBILEE MUCHMO (3arpoc, npock0y u ap.). CBeaeHus B
PEKBU3UT  MEPEHOCATCS €  IOCTYNHMBIIETO  JOKYMEHTa WU COOTBETCTBYIOT
PETHCTPAlMOHHOMY HOMEDPY U AaTe MOCTYNUBILIErO JOKYMEHTA.

OrpannuuTenbHas OTMETKA Ui TaHHOT'O PEKBU3HMTA MPOCTABISETCS B JIEBOM 4acTH
0JlaHKa MUChbMa MOJT PEKBU3UTOM «J1aTa» U «PErHUCTPALMOHHBIA HOMEDP IOKYMEHTa».

Hanuune naHHOTro peKkBU3UTa MCKIIIOYAET HEOOXOAUMOCTh YIIOMUHAHUSI HOMEpPA U
JaThl TOCTYNMBUIETO JOKYMEHTAa B TEKCTE NUCbMa, YTO OCBOOOXKIAET TEKCT OT
CIIPaBOYHON MH(POPMALIH.

MecTto cocTaB/ieHHs] MJIM U3IaHUS JOKYMEHTA.
Mecto cocraBieHuss (M3IaHHs) JOKYMEHTAa yKa3blBaeTcss B JOKYMEHTaX,
M3TrOTaBJIMBAEMbIX Ha OJaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB.

Anpecar.
AnpecaTamMu JIOKyMEHTa MOTYT OBITh IOPUIUYECKHE JIMIA, UX CTPYKTYpPHBIC

MO/Ipa3/ieNieHus U AOJKHOCTHBIE JIMIIA, & TaKKe (PU3nUEeCcKue JuIia.

PexBU3UT «aapecaT» MPOCTABISACTCS B BEpPXHEH MNpaBOM 4YacTH JTOKYMEHTa (Ha
OJIaHKE C YTJIOBBIM PaCIOJI0KEHUEM PEKBHU3UTOB) WJIM CIpaBa IOJ] PEKBU3UTAMU OJlaHKa
(Ipu TPOJOJILHOM PACIOJIOKEHUU PEKBU3UTOB OjaHka). CTPOKH PEKBHU3UTA «aApecary
BBIPABHUBAIOTCA MO JIEBOMY Kpalw WM LEHTPYIOTCS OTHOCHUTEIBHO CaMON JJIMHHOU
CTPOKH.

Ecnmn nokyMeHT anpecoBaH KPHUAHMYECKOMY JHMIY WIM €r0 CTPYKTYPHOMY
MO/Ipa3ieNieHut0 0e3 yKa3zaHWsl JOJDKHOCTHOTO JIMIA, WX HAMMEHOBAHHS MPUBOJATCS B
MMEHUTEJIBHOM IAJIEKE.

[Tpumepsr

1. MuHucTepcTBO 00pa3oBaHus,



HAYKH U MOJIOJAEKH
PecnyOimku Kpbim

2.  MuHucTepcTBO 00pa30BaHuUs,
HAYKH 1 MoJioaexu PecrmyOimkn
Kpbim
ynpasJieHue o01iero oopa3oBaHus

[TouyToBBIIT agpec yKa3bIBa€TCd MpPU HANPaBICHUM JIOKYMEHTAa Pa30BBIM
KOPPECIIOHJEHTaM.

Ecaiu nokymMeHT ajapecoBaH PYKOBOAUTENI0 OPHUIMYECKOTO JIMIA WIH €ro
3aMECTUTEII0, HAUMEHOBAHUE IOPUJIMYECKOTO JUIla BXOJUT B COCTaB HAWUMEHOBAHUS
JOJKHOCTH aJipecara, KOTOPOe MPUBOAUTCS B IaTEIbHOM Ma/IexKe.

[Ipumep —

PykoBoauresro ®exepajbHOro

aPXUBHOI0 areHTCTBA

®amuausa U.0.

Nuannuanael ctaBaTca mocje GpaMuinM HE3aBUCUMO OT TOrO, KOMY aJpecOBaH
JOKYMEHT — JOJKHOCTHOMY JIMITY WM (PU3UYECKOMY.

[Ipyu agpecoBaHMHM TIMCbMA PYKOBOJMTENID CTPYKTYPHOIO  MOJpa3IelICHHs
YKa3bIBa€TCsl B UMEHUTEIILHOM Na/1€K€ HAMMEHOBAaHUE OPraHU3aliy, HUKE - B JaTEIbHOM
najgeke HAMMEHOBAaHUE JIOJDKHOCTHM PYKOBOJHWTENS, BKIIOYAIONIEE HAUMEHOBaHUE
CTPYKTYPHOT'O MOJpa3AeICHUs, (PaMUIHIO, THULUAIBIL.

[Ipumep-

MunucrepcTBo 00pa3oBaHus,

HAyKH U MoJiogexku Pecnmyosmku Kpbim
HauanbHuKY ynpasiienusi 001ero o0pa3oBaHusi
®amuinsa N.0.

[lepen dhamunueint TOKHOCTHOTO JIUIA TIOMYCKAETCSl YIIOTPEOISATh COKpPAIIEHUE «T'-
Hy» (TOCHOAMHY), €CIM aJpecaT MYX4YWHA, WIH «T-Ke» (TFOCIOoXe), €clid ajpecar
KEHIIMHA.

[Tpu paccpuike TOKyMEHTa TpyMIie OpraHu3alnidi OJHOTO TUIIA WK B CTPYKTYPHBIC
MoJIpa3iesieHus] OJTHOM OpraHU3aIlny, aapecaT yKa3bIBaeTCsl 0000IIEHHO.

B oiHOM OKyMEHTE He TOKHO OBITh 00JIee YEeThIpEX aJpecaToB.

[Ipu OGonplieM KOJMYECTBE aAPECaTOB COCTABISETCS CIUCOK (JUCT, yKa3aTesb)
PacChUIKM TOKYMEHTa, Ha KaXXIOM JOKYMEHTE yKa3bIBaeTCs OJWH aJpecaT WM ajapecaT
odopmitsieTcss 0000IIEHHO.

B coctaB pexBm3uTa «AmpecaT» MOXKET BXOAUTH TMOYTOBBIM ajpec. DJIEMEHTHI
MOYTOBOTO aJ[peca YKa3bIBAIOTCS B IOCJEIOBATEILHOCTH, yCTaHOBIEeHHOUN [IpaBuimamu
OKa3aHMsl YCIYT TTIOYTOBOM CBSI3H.

[Tpumep -
Bcepocceuiickuii Hay4YHO-
HCCIIEA0BATEIbCKUH



UHCTUTYT
JOKYMEHTOBEIeHUS U
apXMBHOIO J1eJ1a
IIpogcoro3nas yur.,
a. 82,
MockBa, 117393
B cnywae otTmpaBku JOKyMEHTa (PU3MYECKOMY JIMIly YKa3bIBaloTCsA: (amuius,
WHUIIAAJIBI, TIOYTOBBIN aapec: (yauila, HOMEp J0Ma W KBAapTHUPHI, HACEICHHBIA IyHKT,
paiioH, ob6macth (Kpaii, peciyoanKka), TOYTOBBIN HHIIEKC).
[Tpumep -
Damuius U.0.
CanoBas yJa., 1. 5, kB. 12,
r. JHCK, JHCKOH 00.1., 301264
[Ipu oTnpaBke MUChbMa IO AIEKTPOHHOM MOUTe UK MO (aKCUMIIbHOU cBsi3u (0e3
JIOCBUIKY 110 TOYTE) MOYTOBBIN ajpec He yKas3biBaeTcs. [Ipyn HeoOXoaAMMOCTH MOKET ObITh
yKa3aH 3JEeKTPOHHBIN ajpec (HoMep Tenedona/dakca).

[Tpumep -

Bcepoccuiickuii HaAy4YHO-
HCCJIeI0BATEIbCKUI HHCTUTYT
AOKYMEHTOBECHUSI U APXUBHOI0
aena

mail@vniidad.ru

I'pu¢ yrBep:kaeHus: 10KyMeHTA.

I'pud yTBepKaeHUS TPOCTABISETCS Ha JIOKYMEHTE B Ciydae €ro YTBEPXKICHHS
JTOJDKHOCTHBIM JIMIIOM, PACHOPSAUTENIBHBIM JIOKYMEHTOM (IIPHUKA30M, PacCloOpsiKEHUEM,
pELICHUEM).

I'pud yTBepkIeHHS pa3MeniaeTcs B IPAaBOM BEPXHEM YIIy IEPBOTO JIMCTA
nokymeHTa. CTpPOKM PEKBHU3UTA BBIPABHMBAIOTCS IO JIEBOMY Kpalw WM LEHTPYHOTCS
OTHOCHUTEJIBHO CaMOM JUIMHHOM CTPOKH.

[Ipu yTBep>KIeHUU NOKYMEHTa JOJLKHOCTHBIM JIUIIOM TpU( YTBEPKICHUS COCTOUT
n3 cinoBa YTBEPX/IAK, HauMeHOBaHMS JOJDKHOCTH JIMIA, YTBEPKIAOIIETO JOKYMEHT,
€ro MoJINUCH, UHUITUATIOB, (JaMUJIUK U 1aThl YTBEPIKACHUSI.

ITpumep -
YTBEPXJAIO
Jupexrop MBOY COII Ne 1
Iogmucy U.0. ®amuius
Jlara

[Ipu yTBepkIeHNN TOKYMEHTA PaCOPSIUTEIHHBIM TOKYMEHTOM TP} yTBEPKICHUS


mailto:mail@vniidad.ru

cocroutr u3 cioea YTBEPX/JEH (YTBEPXJIEHA, VYTBEPXJIEHbBI wiu
YTBEPXJIEHO), coritacoBaHHOTO ¢ HAUMEHOBAaHUEM BHU/JIa, YTBEPKAAEMOTO JOKYMEHTA,
HAaVMEHOBAHUA pAaCMOPSAIUTEIHOIO JIOKYMEHTA B TBOPUTEIIBHOM MAaJeXKe, €ro JaThl,
HOMEpA.

[Tpumepsl
1. (ITopsinok) YTBEPXJIEH
npukazom MBOY COLI Nel
S anpess 2021 r. Ne 82
2. (IlpaBwmia) YTBEPXIEHbDbI

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

3. (ITonoxenue)
YTBEPXIAEHO
npuxkazom MBOY COII Ne 1
15.06. 2021 r. Ne 83

[Ipu nmpuHsTHH  (PacCMOTPEHUHM)  JOKYMEHTa  KOJUIETHAJIBbHBIM  OpraHOM
o0pa3oBaTenbHON OpraHU3aIly, PEIIEHUs KOTOPOro (UKCUPYIOTCS B MPOTOKOJIE, B rpude
MpUHATO (PacCMOTPEHO) YKa3bIBACTCS HAMMEHOBAHHE OpraHa, PEIICHHEM KOTOPOTO
MPUHSAT JOKYMEHT, JJaTa 1 HOMEp MPOTOKOoJIA (B CKOOKaXx).

YTBEPKIAFOIIETO TOKYMEHTA B TBOPUTEIBHOM TAJeKe, €T0 aThl, HOMEpa.

[Tpumepsnr
3. (ITopsimox) INPUHAT
neJaroru4eCKuM COBEeTOM
(mpoToxoa ot 15.08.2021 Ne 12)
4. (IlpaBuna) IMPUHSATBHI

YinpapiasmumM cOBETOM
(mpoTtokoa ot 15.06.2021 Ne 8)
3. (ITonoxxenue)
MNPUHSATO
001MM coOpaHueM Pa0OTHUKOB

o0pa3oBaTeIbHOM OpPraHu3aluM
(mporokoa 15.06.2021 r. Ne 83)

3aro/i0BOK K TEKCTY.
3aroi0BOK K TEKCTY BKJIFOYAET B CEOsl KpaTKOE CoJIepKaHNe TOKYMEHTA, €r0 OCHOBHYIO
CMBICJIOBYIO Harpys3Ky. 3arojioBok (gopmymnupyercs ¢ npeiorom «O» («O0») u oTBeuaet



Ha BOIIPOC «O 4yeM?»:

o TpuKa3 (0 4eM?) O CO3/IaHUH ATTECTALlMOHHON KOMHUCCHUHU;

o TpuKa3 (0 4uem?) 00 yTBEPKJACHUH IITATHOTO PACIHCAHUS;

e MHCHMO (0 yeM?) 0 IPEIOCTABICHUN HH(POpMALTHH.

3arosioBOK  COCTABJISIET HUCIIOJIHUTENb JIOKYMEHTA. 3arojloBOK K TEKCTY
oopMisieTcs MOJ peKBU3UTaAMU OJIaHKa CjieBa, OT TpaHUIlbl JieBoro mnojis. Eciu tekct
JIOKYMEHTa HE IMPEBBIIIAET YETHIPEX-TISITH CTPOK Wi odopmiieH Ha OnaHke hopmata AS,
3aroJIOBOK MOXXHO HE YKa3bIBaTh.

3aro0BOK JOKyMEHTA 3alHCBIBAETCS MPU €r0 PETMCTPAllMd B COOTBETCTBYIOIINE

perucTpanroHHbie (OPMBI: KApTOUKY, 0a3y JaHHBIX.

TekeT 1oOKyMeHTA.

TekcT JOKyMEHTa COCTaBIISICTCS Ha PYCCKOM SI3BIKE KaK TOCYJApPCTBEHHOM S3BIKE
Poccuiickoii ®@enepanuu. TeKCT TOKyMEHTa U3JAraeTcsl pyCCKUM JIMTEPATYPHBIM SI3bIKOM
C y4YeToM OCOOEHHOCTEH O(UIMAIBHO-ACIOBOIO CTWIS,, BHJIa JOKYMEHTa U €ro
Ha3HAUYCHUsI B yIpaBieHUYEeCKOU naesTenbHOCTH. CopaeprkaHue TOKYMEHTa JTOJDKHO OBITh
U3JI0KEHO KPaTKO, JOTUYHO, TOUYHO U SICHO.

TekcThl TOKYMEHTOB U3JIaraloTcs:

- OoT 1-ro NMIla €IMHCTBEHHOTO YKCJIa B JOKYMEHTaX (IPUKa3, PacHOpsSKEHUE U
T. 1.) pyKOBOAMWTENs 0Opa3oBaTeNbHON OpraHu3aliu, JEHCTBYIOUIErO0 Ha MPUHIUIAX
eAMHOHAUYa U, a TakKe JOKYMEHTaX, aJ[pECOBAaHHBIX PYKOBOJICTBY OpraHU3AIlNH:
MIPUKAa3bIBAIO... IOATOTOBUTH U TIPEICTABUTh HA PACCMOTPEHHUE; MPOIITY PACCMOTPETh
BOIIPOC 00 YCTAaHOBJICHUH JIbITOTHBIX TapUQOB...;

- 3-TO JWIa EIWHCTBEHHOTO YHCJIA B JOKYMEHTaX KOJIJICTHAIBbHBIX OpPTaHOB:
KOMHCCHSI pEITUIIA...; OpTaHU3AIMS HE CUUTAET BOZMOXKHBIM...;

- 1-ro juma MHOXXECTBEHHOTO 4YHCJa B COBMECTHBIX JTOKYMEHTaxX: IPOCUM
MPEACTaBUTh JIAHHBIE O...; IPEJICTABIISIEM HA PACCMOTPEHHUE U YTBEPXKIICHUE. . ;

- 3-ro JMila MHOKECTBEHHOTO 4YHCIa B TNPOTOKOJAX: CIYIIadd, BBICTYIUIIH,
MMOCTaHOBWJIU, PEIIINIIH.

B nokymeHTax, yCTaHaBIMBAIOIIUX TMpaBa U OOSI3aHHOCTH OpTaHMU3AIUU, €e
CTPYKTYPHBIX TMOApa3iesieHnid (MOJOKEHUEe, WHCTPYKIUS), a TakkKe COJepKalux
OTMKCaHME, OLIEHKY (PaKTOB HJIA BBIBOJIBI (aKT, CIIpaBKa), UCIOIB3YETCs (popMa M3II0KEHUS
TEKCTa OT TPEThEro JHIa EAUHCTBEHHOTO WM MHOXECTBEHHOTO 4Yucia («OTAeln
OCYIIECTBISACT QYHKIIUNY», «B COCTAB OOBETMHEHUS BXOIATY, «KKOMUCCHS YCTAHOBHIIAY ).

B Tekcre mokymeHTa, MOATOTOBJICHHOTO Ha OCHOBAaHHWM 3aKOHOMATENBHBIX, WHBIX
HOPMATHBHBIX ITPABOBBIX aKTOB, U3IaHHBIX OpraHaMU BJIACTH M YIIPaBJICHUS, JOKYMEHTOB,
paHee W3IaHHBIX OPTaHOM BJIACTH — aBTOPOM JIOKYMEHTA, YKa3bIBacTCS HAWMCHOBAaHHUC
BHJIa JIOKYMEHTa, HAaHMCHOBAaHHWE OpTaHa, W3JaBIIETO IOKYMEHT, JaTa TPHHATHS WU
YTBEP)KJICHHUSI TOKYMEHTa, €ro PEeruCTPaIlMOHHBI HOMEp, a Tak)Ke 3aroJIoBOK K TEKCTY
WJIM HAMMEHOBAHUE BUJA IOKYMEHTA.

[Tpumepsr

«B cootBetrcTBUM ¢ moctaHoBieHueM [IpasutenbcrBa ot 13.08.1997 Ne 1009 «O6
yTBepKaeHun [IpaBui TOATOTOBKM HOPMATHBHBIX TPABOBBIX AaKTOB (eaepaabHbIX



OPTraHOB MCIOJHUTEILHON BIACTU U KX TOCYAAPCTBEHHOW PETUCTPALIUNY;
«B coorBerctBuu ¢ Ilojio)keHWEM O TIOCTOSIHHO JEHMCTBYIOLIEW SKCIIEPTHOU

KOMHUCCUU YUPEXKACHUS, OpraHu3alydy, MPEANpUATUS, YTBEPKACHHBIM IMPUKA30M
PocapxuBa ot 19.01.1995 Ne 2...».

Ecin TeKCT COmepKUT HECKOJIbKO MOPYYCHUM, PEIICHUH, BBIBOJOB, B TEKCTE
BBIJICTISTIOTCS pa3/iesibl, TIOPA3/AeIIbl, TyHKTHI, TIOITYHKTEHI.
B TekcT moxymeHTa MOTYT BKJIIOYAThCS (parMeHThl, O(DOPMIICHHBIC B BUJE TAOTUIIBI
WJTM QaHKETHI.
CTpaHUIIBl TEKCTa HYMEPYIOTCS apaOCKUMU U(ppaMu MocepeInHe BEPXHETO TOJIA.
B muchmax ucnonbs3yroT ciaeayomme GopMbl H3I0KESHUS:
e OT MEPBOTO JIMIA MHOKECTBEHHOTO YHCIa («IIPOCUM HAIPABUTHY, «HAPABIISIEM Ha
pPacCMOTpPEHUER);
e TIIEPBOTO JIMIA EJAMHCTBEHHOTO 4YHCIA («CUUTAI0 HEOOXOIUMBIMY, «IIPOIIY
BBIJICTTUTDY );
o TpeThero Jmia eauHcTBeHHOTro uyucia («OO He Bozpaxaer», «OO cuuraer
BO3MOYHBIM).

OTMeTKa 0 MPUIOKEHUM.

OTMeTKka O TPUIIOKEHUU COACPKHUT CBEACHUS O JOKyMEHTEe (JOKyMEHTax),
IpWJIaraeMoM K OCHOBHOMY JTOKYMEHTY (B CONPOBOIUTENBHBIX MHChbMaxX, MPETEH3USX,
aKTax, CIpaBKaxX M JAPYTruX WHGOPMAIMOHHO-CIPABOYHBIX JOKYMEHTAaX) UM O TOM, UTO
JOKYMEHT SIBJISIETCS TPUIIOKEHUEM K OCHOBHOMY JOKYMEHTY (B
JOKYMEHTaxX - TPUJIOKEHUSX K PaCHOPSAUTEIBHBIM JOKYMEHTaM, TOJOXKCHUSM,
MpaBUJIaM, HHCTPYKITUSAM, IOTOBOpaM, IJIaHaM, OTYE€TaM U JIp. TOKyMEHTaM).

B conpoBoauTenbHBIX MUChMaX U APYTUX WH()OPMAITMOHHO-CIIPABOYHBIX JTOKYMEHTAX
OTMETKa O TMPUIOKEHUU O(OPMIISIETCS TOJ TEKCTOM OT TPaHUIIBI JIEBOTO TOJIS
CICAYIOIIMM 00pa3oMm:

- €CJIM MPUJIOKEHHUE HAa3BaHO B TEKCTE:
[Ipunoxxenue: Ha 2 1. B 1 3K3.;
- €CIIM MPUJIOKEHNUE HEe Ha3BaHO B TEKCTE WM €CIIM MPUIIOKEHUN HECKOIBKO, YKA3bIBAIOT
Ha3BaHUSl JIOKYMEHTOB-TIPUJIOKEHUN, KOJMYECTBO JIMCTOB M OK3EMIUISIPOB KaXKIIOTO
MPUIOKEHUS:
[Tpunoxenwue: 1. [lonoxenue (Ha3Banue) Ha 5 1. B 1 9K3.
2. CrpaBKa 0 KaJIpoOBOM cocTaBe Ha 2 1. B | 3k3.;

- €CIIM IPUIIOKEHUEM SIBIISIETCS 000COOJIEHHBIN AJIEKTPOHHBIN HOCUTENH (KOMIIAKT-

JHUCK, USD-(IIen-HaKomuTe b | Jp. ):
- Ilpunoxenue:

CD B 1 9k3.
- €CIT TIPWIOKEHHE (MPUIIOKEHUS) COPOIITIOPOBAHBI:

[Ipunoxenue:

otuet o padore PUII B 2 7k3.

B pacnopsmuTensHBIX JOKyMeHTax (NIpUKas3ax, paclopsiKEHUsX), JAOrOBOpax,

MOJIOKEHUSX, TIPABWIIAX, WHCTPYKIUAX M APYTHX IOKYMEHTaX OTMETKA O MPHJIOKCHUHU
odopmiseTcs cienyomuM 00pazom:



- B TEKCTE JOKYMEHTa MpPH IEPBOM YIMOMHUHAHUH JOKYMEHTA-TIPHIIOKCHUS B
CKOOKax yKa3bpIBaeTcs: ... (NMpUIOXKEHHE) WM .. (IpujoxkeHue 1); mepen HOMEPOM
MPUIIOKEHUS I0MYCKAETCs CTABUTh 3HAK HOMeEpa: ... (mpuiioxkeHue Ne 2);

- Ha TIEPBOM JINCTE JAOKYMEHTA-TIpUJIOKEHUS B TIPaBOM BEpPXHEM YTy
yKa3bIBaETCS:

Hpuaoxenue Ne 2
k npukazy MBOY COII Ne 1
ot 15.08.2021 Ne 112.

CTpokr peKBU3HTAa BBIPABHUBAIOTCS 110 JIEBOMY Kpal WM LEHTPUPYIOTCS
OTHOCHUTENBHO CaMOM JUIMHHOW CTPOKH.

Ecnn npuiiokeHnem K pacnopsauTENIbHOMY JOKYMEHTY SBJISETCS HOPMATHBHBIN
IIPAaBOBOM AaKT WJIM HMHOM JOKYMEHT, YTBEPKIAEMBIM IAHHBIM PACHOPAIUTEIIBHBIM
JOKYMEHTOM, Ha [IEPBOM JIUCTE MPUIIOKEHHSI IPOCTABIIAETCS OTMETKA O pUJIokeHuu (0e3
CCBUIKM Ha pacHoOpsSAMTENbHBIA JOKYMEHT) U Tpu( YTBEPKIEHUS, B KOTOPOM YyKa3blBa-
I0TCSl  JIaHHBIE PACIOPAAUTEIBHOIO JOKYMEHTAa, KOTOPBIM YTBEPXKACH JOKYMEHT-
IIPUIIOKECHUE.

[Tpumep -
Ipuioxenue 1
YTBEP/KJIEHO npuxa3
MBOY COHLI Ne 1 ot
18.05.2021 Ne 67

I'pu¢ coriiacoBanust J0KyMeHTA.

[IpoekTbl MOATOTOBICHHBIX JOKYMEHTOB I€pell MOANUCAHHEM B PSAIE CIIy4yacB
COTJIACOBBIBAOTCS c 3aMHTEPECOBAHHBIMU YUPEKICHUIMU, CTPYKTYpPHBIMH
MOAPA3AEIECHUAMU, OTJEIbHBIMU JOJKHOCTHBIMHU JIUIIAMM.

I'pud cormacoBanusi B 3aBUCUMOCTH OT BHJA JOKYMEHTa M OCOOCHHOCTEH €ro
o(OopMIIEHUSI MOKET MPOCTABIATHCS:

- Ha MEPBOM JIUCTE JOKYMEHTa (€CIM JTOKYMEHT MMEET TUTYJbHBIN JIMCT, - Ha
TUTYJILHOM JIUCTE) B JIEBOM BEPXHEM YIJIy Ha ypoBHE rpuda yTBEpPKIEHUS WU MO
HalMEHOBAHUEM JIOKYMEHTA OJIMKE K HUXKHEMY TOJII0);

- Ha MOCIIEAHEM JINCTE TOKYMEHTA MO/l TEKCTOM;

- Ha JINCTE COTJIACOBAHUS, SBJIAIOIIEMCS] HEOTHhEMIIEMOM YacThIO TOKYMEHTA.

I'pud cornmacoBanust qokymenta coctouT u3 cioBa COI'JTACOBAHO, nomkHOCTH
JUIAa, C KOTOPBIM COTJIACOBAH JIOKYMEHT (BKJIIOYasi HAMMEHOBAHHE OpraHU3alliH), €ro
COOCTBEHHOPYYHOM TMOJMUCH, PAaCHIM(PPOBKU MOAMUCH (MHUIMATIOB, (haMUIIUKU) U JAThl
COTJIACOBAHMUSI.

ITpumep -

COI''TACOBAHO
HupexTop (Ha3BaHWe OPraHU3aAIUN)



(moamucek) N.O. @amunus
Jlara

Ecin cornmacoBaHue OCYHIECTBIISETCA KOJUIETMAIBHBIM OpraHoM, B rIpude
COTJIACOBaHUSl YKa3bIBAlOT CBEJEHUS 00 oOpraHe, COIJIACOBABIIEM JOKYMEHT, JaTe HU
HOMEpE IPOTOKOJa, B KOTOPOM 3a(MKCUPOBAHO pELIEHHWE O coriacoBaHuu. Eciu
COIJIaCOBAaHUE OCYIIECTBISAETCA MHMCbMOM, YKa3blBAalOT BUJ JOKYMEHTA, OPraHU3aLUI0 -
aBTOpa JOKYMEHTA, 1aTy U HOMEDP MUChMA.

IIpumepsnl

1 COI'JIACOBAHO
YupapiasioumuM cOBeTOM
MBOY COII Nel

(MpoTOKOJ OT Ne )
2 COI''TACOBAHO
nucbmom Pocapxusa

oT Ne

Bu3a corsiacoBanusi JOKyMeHTA.

Busbl cornacoBanusi IOKyMEHTa — PEKBU3HUT JOKYMEHTA, YKa3bIBAIOIIUI Ha COTJIacue
WM HEcorjlacue JOJDKHOCTHOTO JIMIAa 00pa30BaTEIbHOM OpPraHM3aluu C COJACpKaHUEM
MPOEKTa IOKYMEHTa (J1ajiee — BU3a).

[Tpumep
3aMecTUTEIb TUPEKTOPA MO BOCIUTATEIIBHOU paboTe
JInyHas moAnuch N.N. BaHoBa
10.10.2023

Odopmnennass TakuM 00pa3oM BH3a O3HAYAET COTJIaCHE MOJDKHOCTHOTO JIMIA C
CoJiep’)KaHNEeM JIOKYMEHTA.
[Tpu HanmuuuK 3amMeYaHui MO JOKYMEHTY BU3Y O(POPMIISIOT CIAEAYIOIUM 00pa3oM:

3ameuaHus NMPUIararTCs
3aMecTUTENb TMPEKTOPA M0 BOCHUTATEIbHON padoTe

JImunasg moamnuch .. BanoBa

10.10.2023

JIOKyMEHT BM3UPYETCA MCIOJHUTEIEM W 3aUHTEPECOBAHHBIMA B JOKYMEHTE
JIOJHKHOCTHBIMU JIMLIAMU, PYKOBOJUTEIEM 00pa30BaTEIbHON OpraHu3aliuu.

3amevaHusi JOJKHBI OBITh TPEACTABICHBl HA OTACIBHOM JIUCTE, KOTOPHIM
MTOANMCHIBAIOT, JATUPYIOT U MPUJIATaOT K TOKYMEHTY.

B 1OKymeHTax, NOIJIMHHHUKMA KOTOPBIX XpaHATCS B OpraHU3alWd, BH3bI
MPOCTABJISIIOT HA IMOCJEIHEM JIUCTE JIOKYMEHTa IO MOJANKUCHIO, HA 000pOTE MOCIEIHETO



Jucrta IMNOMJIMHHHUKA JOKYMCHTA MWJIIM Ha JIMCTC  COIJIACOBAHM:A (BI/IBI/IPOBaHI/ISI),
mpujaaracMom K 10KyMCHTY.

B HCXOOAIMUX JOKYMCHTAX BH3bI IIPOCTABJIANOTCA HaA J3K3CMILIAPAX HOKYMCHTOB,
IIOMCIIACMBIX B ACJIO.

IMoanuce.

JIOJDKHOCTHBIE JIMIAa MOJIUCHIBAIOT JOKYMEHTHI B IpEeiax CBOUX ITOJIHOMOYHIA,
OTIpE/ICNICHHBIX YCTaBOM 0O0Ie00pa30BaTeIbHON OpraHu3allMl M JOJHKHOCTHBIMU
MHCTPYKLUSMU.

[Tognuce COCTOUT W3 HAUMEHOBAHUS JOJDKHOCTH JIMIA, KOTOPOE IOAIMUCHIBAET
JOKYMEHT (TIOJTHOTO — €CJIM JIOKYMEHT HareyaTaH He Ha OJlaHKe, COKPAaIlleHHOro — Ha
JOKYMEHTE, HalleYaTaHHOM Ha OJaHKe), ero COOCTBEHHOPYYHOW IMOAMMCH, WHHUIIHAIOB
(MHUIMAT UMEHH ), (DaMIUTHN.

[Tpumepsr

He Ha 0JaHKe:

Jupextop MBOY COII Ne 888 JIuunasi moanuchb N.0. ®amuaus
Ha 0JIaHKe

JAupexrop JInunast moanucey N.0. ®amunaus

ITpu opopmieHnn JOKyMeHTa Ha OJaHKe JOJKHOCTHOTO JIMIA JOHKHOCTh 3TOT0
JMA B IOJNKUCH HE YKa3bIBAETCS.

ITpumep JInuHasi noanuch HN.0. ®amuans

B JOKYMCHTAax, COCTAaBJICHHBIX KOMHCCHCﬁ, B IOAITMCH YKA3bIBACTCs CTATYC JIMIiA B
COCTaB€ KOMHCCHMH.

[Ipumep -
IIpencenarens komuccum Iloamucen N.0. ®amuius
Yu1eHbl KOMHCCHH IMoanuceh HN.0. ®amunans
IMoanuceh HN.0. ®amunans
IMoanuck HN.0. ®amuiaus
B ciyyJae OTCYTCTBHUS

PYKOBOJIUTEIISI TIPUKA30M OIPEACIISICTCS JIMI0, UCTIONHSIONIEE ero 00sS3aHHOCTH, a TaKKe
YIOJHOMOYEHHOE TMOAMUCHIBATh JOKYMEHTBI, MpPH OTOM TOINUCH odopmisieTcss ¢
YKa3aHHEM CTaTyca JAOJKHOCTHOTO JIMIa B COOTBETCTBUU C MPUKA30M (PACIIOPSIKEHHUEM ).

[Tpumep -

N.o. nupexTopa Mognmucn HN.0. ®amuaus

WIH:

Ucnonnsiromuii 0093aHHOCTH TUPEKTOpPa Hoanucey U.0. ®amuius

HpI/I MOANMMUCAHNKN JOKYMCHTA JIMOOM, HUMCIOIIHUM IIPpaBO IIOAIIMCHU B CJIy4dac



BPEMEHHOTO OTCYTCTBUS PYKOBOJMWTEJIS, UCIPABICHUS B HAUMEHOBAHHUE JOJIKHOCTU W
pacippoBKy (pamMuinM yke MOATOTOBICHHOTO U COIIACOBAHHOIO IMPOEKTAa JTIOKYMEHTa
BHOCSITCSL OT PYKHU WJIM C UCTIOJIB30BAHUEM COOTBETCTBYIOIIUX IITAMIIOB.

He nomyckaercsi cTaBUTh KOCYIO0 4YepTy, HAANKUCh «3a» IMepe] HAaUMEHOBaHUEM
JOJKHOCTH JIMIIA B TIOANKCH, €CIIU JOKYMEHT MOIMUCHIBAET HHOE JOJKHOCTHOE JIUIIO.

JJIeKTPOHHAA NMOANHUCH.
OtmeTka 00 3JEKTPOHHON MOANMCH HCTIONb3YETCs MPU BU3YATH3AIUHU HJIEKTPOHHOTO
JOKYMEHTA, MMOAMMCAHHOTO 3JIEKTPOHHOM MOAMHUCHIO, C COOTIOICHUEM TPEOOBAHHIA:

a) MECTO pa3MeUIeHUs] OTMETKH 00 DJJIEeKTPOHHON TMOAMHUCH  JTOJIKHBI
COOTBETCTBOBATh MECTYy pAa3MEIICHUS COOCTBEHHOPYYHOW TMOAMHMCH B aHAJIOTUYHOM
JOKYMEHTE Ha OyMa>KHOM HOCHUTEIIE;

0) DJIeMEHThl OTMETKH 00 3JIEKTPOHHOW MOAMHCH JOJDKHBI ObITh BHUAMMBIMH U
YUTAEMbIMH NPU OTOOPaXKEHUU JOKYMEHTa B HATYpaJIbHOM pa3Mepe;

B) AJIEMEHTBHI OTMETKHU 00 3JIEKTPOHHOM MOANMUCU HE JOJKHBI IEPEKPHIBATHCS WU
HaKJIa/IbIBaThCS APYT Ha JIpyra;

I) 2JIEMEHTbl OTMETKH OO0 JJIEKTPOHHOM MOJANKUCH HE JIOJDKHBI IEPEKPHIBATH
AJIEMEHThl TEKCTa JOKYMEHTa M Jpyrue OTMETKM OO0 3JIEKTpOHHOH mnoanucu (mpu
HaJIn4yun).

OTtmeTka 00 3JEKTPOHHOM MOANMCH M BKIO4aeT ¢pa3y «JloxkymeHT moamucax
AIIEKTPOHHOM TOJIMTUCHIOY», HOMEP CepTH(HKATA KITF0Ya SICKTPOHHON MOANUCH, (aMUIIUIO,
UMs, OTYECTBO BJajaenblla cepTudukara, CpoK AeHCTBHS cepTudUKara KIr0Ya
3JIEKTPOHHOM MOIHCH.

[Ipumep
Jdupexrop JIOKYMEHT HOI[HI/IC AH A.b. UBanoB
3JEKTPOHHOM MOJAMNNUCHIO
Cepruduxar lalllaaallllllII
Baagesaen UBanos AJiekceii Bopucopuyu
JeiicrBuresnen ¢ 01.01.2017 mo 01.01.2022
IHeuars.

OTTHCcKk TIeYaTu 3aBepsieT MNOJIMHHOCTh TOANWCH JOJHDKHOCTHOIO JIMIA Ha
JIOKYMEHTaX, YJIOCTOBEPSIONMIMX MpaBa Jinil, (UKCUPYIOIIUX (AKTHI, CBSI3aHHBIC C
(bMHAHCOBBIMHU CpEICTBAMH, a TaKKe Ha JOKyMEHTaX, MPEIOCTaBIAEMbBIX 3a MPEICIIbI
OpraHu3alvyd U NPEeAyCMaTPUBAIOIIMX 3aBEPEHUE IMOJJIMHHOCTH MNOANUCHA. BHyTpeHHHE
JTOKYMEHTBI (ITPUKAa3bl, IPOTOKOJBI U T.JI.) IEYATHIO HE 3aBEPSIIOTCS.

[leyats mpocTaBisieTCsi, HE 3axBaThiBasi COOCTBEHHOPYYHOW TOJAMUCH  JIWIIA,
MOAMKCABIIETO JOKYMEHT, WK B MecTe, o0o3HaueHHOM «MID» («Mecto medatny).

OTMeTKa 00 HCIIOJIHUTEJIE.
OtMeTka 00 UCIIOJIHUTENE BKJIIOUAET B ce0s1 (haMUIINIO, UMsI, OTYECTBO MCTIOJHUTEIIS
JIOKyYMEHTa, HOMep ero TenedoHa.
OtrMmeTrka 00 WHCIIONHUTENIE MOKET JOMOJHATHCS HAMMEHOBAHHEM JOJDKHOCTH,
CTPYKTYPHOTO MOJIPA3ICIICHUS U DJICKTPOHHBIM aJpPECOM HCTIOJTHUTES.



OtmeTka 00 ucmomHUTENEe 0GOPMIIIETCS Ha JIMIICBOM CTOPOHE MOCIETHErO JINCTA
JIOKYMEHTa OT TPaHMUIIBl JICBOTO IOJS WJIU, MPU OTCYTCTBHM MeECTa, - Ha OO0OpOTHOM
CTOPOHE BHU3Y CJICBA.

[Tpumep -

3abeaun UBan AnapeeBud,

KoHnTpoJibHOE ynipaBieHue, BeAyIuii ClIeIHaJInuCT,
+7(978) 924-45-67, Zabelin@gov.ru

OTtmeTka 00 HCMONHUTENE MOXKET OPOPMIATHCS KaK HIDKHUN KOJOHTUTYT U
nevyararbes MpU(TOM MEHBIIETO pa3Mepa.

OTtMeTKka 0 3aBepeHMH KONHM.

OOpasoBaTenbHasi OpraHU3alrs MOXKET 3aBEPATh KOMUHU TOJBKO T€X JTOKYMEHTOB,
KOTOpBIE CO3JIal0TCA B HEH, a TaKKe B CiIydasX, NMPEAyCMOTPEHHBIX B ab3alle BTOPOM
HacTosimiero nyHkTa. Komus OKyMeHTa W3rOTaBIMBAETCA U BBIAETCA TOJBKO C
pasperieHus PYKOBOJMTENS OpraHW3allid, €ro 3aMeCTUTENeH WU PYKOBOIUTEIS
CTPYKTYPHOTO MOAPA3IEICHHUS.

B ciyyae moAroToBKH JTIOKYMEHTOB JJIsl TIPEAOCTABICHUS CYJeOHBIM OpraHam, ImpH
pEIIEHWH BONPOCOB MO NPHUHATHIO JMI Ha paboTy, OoOydeHHEe, YIOCTOBEPEHHUS HX
TPYIOBBIX W JPYTUX TpPaB BO B3aUMOOTHOIICHHMSIX C YUYPEXKJICHUEM, a TaKXke IpH
(hopMUpOBaHUM JIMYHBIX JIe] PAOOTHUKOB 00IIe00pa3oBaTeIbHAsl OpraHU3aIUs MOXKET U3-
rOTaBIMBaTh KOMHHM JIOKYMEHTOB, BBIIAHHBIX JPYTUMH YUPEKACHUIMU (KOTTUH
JTIOKYMEHTOB 00 00pa30BaHUU U JIp.).

[Ipy Bblgaue KOMMM  JOKYMEHT  BOCHPOM3BOJAUTCA  IMOJHOCTBbIO  (OJIaHK
oOpa3oBaTelbHON OpraHu3aluy, HOMep, JaTa, COJACP>KaHue U T. 1I.).

B mpaBom BepxHem yriy xommm mnumiercs cioBo «Komws». Ilpu Bbymaue xomuu ¢
KOIUU cieayeT nucath «Komust ¢ Komum.

Ecnu xomus 11 BHYTpPEHHETO MOJIb30BaHUSA, TO JUIsl 3aBEPEHUS] HIXKE PEKBU3UTA
«Iloanmuch» MPOCTaBISAIOT  3aBEPUTENbHYI0 HAAMHUCh: «BepHO»; MOKHOCTH TuIIa,
3aBEPSIONIETO  KOMHUIO, JIMYHYIO MOJANUCH, pacmu@poBKy TOANUCH  (MHUIUAIIBI,
(baMuuio); 1aTy 3aBEpeHUSI.

[Tpumep -

Bepno
Cekperaps/Cnenuajuct no Kaapam
JInyHaa nmoanuch B.B. UBaHoBa

10.10.2023

Ecnu xonust BelmaeTcst sl MPEACTABICHUS B APYTYI0 OPTaHU3AIMIO, TO OTMETKA O
3aBEPEHUU KOTIUU JIONOJHAETCS HAAMKUCBI0O O MECTE XPAHEHUsI TOKYMEHTa, ¢ KOTOPOro
ObLJIa M3TOTOBJICHA KOTIHS, U 3aBEPSAETCS IeUaThi0 OpPraHU3alliH.

[Tpumep -
[Tognuauuk nokymenta Haxoautcss B MbOY Ilkona Ne 3 B nene Ne 12-k 3a 2022


mailto:Zabelin@gov.ru

rond.
I[JI}I MMPOCTaBJICHHA OTMECTKH O 3aBEPCHUHN KOIMMHU MOXKET UCIIOJIb30BAThCA IITAMII.

OTMeTKa 0 NOCTYNJIEHUH JOKYMEHTA.

OTMeTka O TOCTYIUIGHHM JIOKYMEHTa CIYXKUT [JIsi TOATBEpkAeHus (akra
NOCTYIUJICHUSI JOKYMEHTAa B OpraHu3alvio U BKIIIOYAET AAaTy MOCTYIUICHUS U BXOJSAIIUN
PErUCTPAllMOHHBIM HOMEp MoKyMmeHTa. [Ipu HeoOXOIMMOCTH OTMETKa O MOCTYIUICHUU
MOXET JOMOJHATHCS YKAa3aHUEM BPEMEHHU MOCTYIUICHHS B 4YacaX M MHHYTaX U CIocoda
JIOCTaBKHU JOKYMEHTA.

OTMeTKa 0 MOCTYIUICHUH TOKYMEHTA MOXKET MPOCTABISATHCS C MOMOIIBIO IITaMIIA.

Pe3ouronus.

Pesomronnst  comepKUT  yKazaHME II0 HCHOJHEHUIO JIOKyMeHTa. Pesomronus
odopmiisiercs Ha cBOOOJHOM MecTe paboyero mojisi JOKyMEHTa, Ha OJIaHKe Pe30JIIOLUU
WJIM BHOCUTCS HETIOCPEICTBEHHO B CUCTEMY JIEKTPOHHOTO JOKYMEHTOO00pOTA.

Pezomtonust  BkIIowaeT: (paMuiIMIO, HMHULMAIBL UCHOJHUTENA (MCIOIHUTENEH),
NOpyYEHUE MO JAOKYMEHTY, NpU HEOOXOJUMOCTU - CPOK HCIOJIHEHMs, MOJIUCH JIMLA,
BBIHECILIETO PE3OJIIOLINIO, ATy PE30JIIOLUH.

Pesomronyst, Kak IpaBUio, MHUIIETCS OT PYKH PYKOBOAUTEIEM Ha IOJIMHHUKE
JOKYMEHTa Ha CBOOOJJHOM OT TEKCTa MECTE.

[Ipumep -

Damuansa U.0.

Ipomy moaroroBurs npeio:xkenus k 10.11.2021.
Hoanmuch
Hlara

OTMeTKa 0 KOHTpOJIE.

OTMETKa O KOHTPOJE CBHUAETEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
MPOCTABJISETCS IITAMIIOM WJIM MPOU3BOJIUTCS 3amHUCh OT pyku «KOHTpOJb» Ha BepXHEM
10JIE JOKYMEHTA.

KonTtponto mojyexxaT Bce 3aperMCTPUPOBAHHBIE  JOKYMEHTHI, TpeOyrolue
VICIIOJIHEHMSL.

CpoKr HCIIOJIHEHMS JIOKYMEHTa YCTaHAaBIMBAIOTCSI B COOTBETCTBUM CO CPOKaMH,
0003HaYEHHBIMU 3aKOHOJATENbCTBOM, OpraHW3alyeld, HalpaBUBILEH TOPYYEHUE WIU
npocb0y,  pacHopsIAUTENbHBIM JOKYMEHTOM WM PE30JIOUHUEed  pYyKOBOAMTENS
0o0pa3oBaTenbHON OpraHU3alUu.

Cpox mpocTtaBiigercst B popMe JaThl 3aBEPIICHUS HCTIOTHEHUS.

OTMeTKa 0 HANIPABJIEHUH JOKYMEHTA B /1€J10.

OTMeTKa 0 HalpaBJIEHUHU JIOKYMEHTA B JIEJIO OMpPEAEISAET MECTO XPAHEHHS JOKYMEHTA
IocjIe 3aBepIIeHHus] padOThl C HUM M BKJIIOYaeT: clioBa «B jaemo», MHIEKC jaena IIo
HOMEHKJIAType i€, B KOTOPOE MOMEIIAETCsl JOKYMEHT Ha XpaHEHHE, C YKa3aHUEM roJa,
JOJKHOCTH JIUT1a, O(POPMUBIIIETO OTMETKY, MOJITUCH, TaTHI.



[Ipumep -

B neso Ne 01-18 3a 2020 1.

Cexkperapb

IMoanuce /lara

OTMeTKka O HampaBJICHUM JOKYMEHTa B JEJIO MOXET JOMOJHIThCA KpPaTKUMU
CBEJICHUSIMU O XapaKTepe UCIIOTHEHUS TOKYMEHTA.

4.Tp660BaHI/Iﬂ K COCTABJICHNI0 HEKOTOPLIX BUI0B JOKYMCHTOB.

Ipukas.

[Ipuka3 - mpaBOBOM JIOKAJIbHBI HOPMATUBHBIN aKT, KOTOPBIA U34AETCS €IUHOJINYHO
PYKOBOJMTENEM  00pa30BaTEIIbHOM  OpraHuM3alid W yJIOCTOBEPSIET  PELICHHUS
OpraHU3allMOHHO-PACIIOPSIAUTEIIBHOTO XapaKTepa.

[Ipuka3sel M3MAFOTCS MO OCHOBHBIM BOIIPOCAM JEATEIBHOCTH, aJMUHUCTPATUBHO-
XO3SIICTBEHHBIM BOIIPOCAaM M KaJpOBBIM BOMpocaM (JIMYHOMY COCTaBy) 0Opa3oBaTesIbHOM
OpraHU3aLMH.

[Tpuka3 mnoAmnuChHIBa€TCS B COOTBETCTBUM C TpPEeOOBAaHUSMH, YyKa3aHHbIMH B
PexomeHjanuu.

[Tocne nmoanucanust mpuKa3a U3MEHEHUS /UK AOMOJIHEHUS! B HETO BHOCSTCS ITyTEM
M3/1aHHS] HOBOT'O MTPUKa3a O BHECEHUH U3MEHEHUN W/UITU JOTIOJTHEHHM.

[Ipukas, kak mpaBuiio, oopmisieTcs Ha OJaHKe 0O0pa30BaTENIbHOW OpraHU3alud B
MEYaTHOM BHJIE.

[Ipuka3 wuMeeT cleQylolMe PEKBU3UTH: HAUMEHOBaHHWE O0pa30BaTEIbHOM
OpraHu3allid COIJIaCHO YycTaBy; HamMeHoBaHue Buuaa gokymeHta (IIPMKA3), nara,
HOMEpP, MECTO COCTABJICHHMSI, 3aroJIOBOK K TEKCTY, TEKCT, HaUMEHOBAHHE JOJKHOCTH,
HNOJAMUCh  JOJDKHOCTHOTO  JMua  (MHULMANbl, (paMuiaus), BHU3bl  COIJIACOBaHMS,
O3HAaKOMJICHUSI.

Jatoit mpukaza (pacmopstkeHusi) sBISeTCs Jgata ero noanucanus. Jlata
oopmiisercs UUPPOBBIM CIIOCOOOM; HOMEpP COCTOUT W3 3HaKa «Ne» M MOpPSAKOBOrO
HoMepa mpukasza: ot 00.00.0000 Ne 000.

CopnepkaHre IpuKasa KpaTKO M3JIaraeTcsl B 3aroJIOBKE, KOTOPBIM HAdMHAETCA C
npenora «O» M COCTaBJSIETCSI C MOMOILIBIO OTIJIAroJbHOIO CYLIECTBUTENBbHOTO («O0
YTBEPXKICHUH...», «O CO3AaHUMU...») WU CYIIECTBUTENBHOTO («O0 UTOraXx...»).

B nmpukazax TEKCT uW3maraercs OT TMEpPBOTO JIMIA E€IUHCTBEHHOIO YHCIIa
(«mpUKa3bIBaIO»).

Bo BpeMs 0O3HaKOMIJIEHHSI C MPUKA30M YKa3aHHBIMU B HEM JIMI[AMU Ha TEPBOM
HK3EMIUISIPE MPUKa3a MPOCTABIIAIOTCS MOIMUCH C YKA3aHUEM J1aThl O3HAKOMJICHHUSI.

Homepa cTpanull npocTaBisiiOTCsl MOCEpEAMHE BEPXHEro MOJs JIMCTa HAYMHAs CO
BTOPOTO JIUCTA.

[Ipuka3el HyMepyrOTCA B MOPSAAKE MX M3JaHUS B IpEAesax KaJeHIAapHOro roja;
IIPUKa3bl 0 OCHOBHON AEATENBHOCTH M MO KagpOBBIM BoIpocaM (JIMYHOIO COCTaBa)
MMEIOT OTAENBHYIO MOPSAKOBYIO HYyMEPALHIO.

[Tpu Hymepalu NprUKa30B TOMYCKAETCS UCIOJIb30BaHUE JOMOIHUTEIBHBIX OYKB.

[Tpumep:



K- kaapsbl, JUYHBIN COCTAB;
O - oTnycka, KOMaHIUPOBKH, MOOLIPEHUS, HAJT0KEHUS B3bICKAHU.

[Ipyka3 BcTymaer B CHJIy C MOMEHTa €ro THOJIMUCAHUS PYKOBOAMUTEIIEM
o0pa3oBaTeNnbHON OpraHU3alluu, €CJIU B TEKCTE HE YKAa3aHO JIPYroro CpoKa.

[Ipukassl PErUCTPUPYIOTCS B Kuure/xxypnaie perucTpanuu MIPUKA30B
( npunoorcenue 2).

[Tpukaser  ¢opmupyrorcss B [eno oaun pa3 B kBapTan. Kuaura/xxypuan
IIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS, CKPEIUIAETCS MOANUCHIO PYKOBOAMTENS U
NeYaThio 00pa30BaTENbHOW OpraHu3anuu (mpuioxkeHue 1). B koHIe xaneHgapHOTO rojaa
Heno ( e 6osee 250 muctoB) odopmMiisieTcs B cOOTBETCTBUU ¢ [TooxennemM o0 apxuse.

IIpuka3bl 10 OCHOBHOM AeATEIbHOCTH.

TexkcT mnpukaza 1O BONpocaM OCHOBHOHM JEATENBHOCTH 00pa30BaTeNIbHOM
OpraHM3alMM COCTOMT M3 JIByX 4YacTell - KOHCTatupymoomeid (mpeaMOyibl) W
pacnopsIUTEIbHOM.

B KoHCTaTupyrollell YacTh OTPAKAKOTCS LEId W 3a4a4d  NPEIIUCHIBAEMBIX
NEUCTBUMN, NMPUYMHBI W3JaHUS IPUKA3a, JACTCS CChUIKA HA JTOKYMEHT, IOCITYKUBIIUHN
OCHOBAaHMEM IS IOATOTOBKH MpHKa3a. YKa3aHHAs 4aCThb MOXKET HAYMHATHCS CO CJIOB «Bo
UCHOJIHEHHUE...», «C 1enblo...» U TOMY noJo0Hoe. Eciau ToKyMeHT u3aeTcss Ha OCHOBaHUU
JIPYroro pacnopsauTeIbHOr0 JOKYMEHTA, B KOHCTaTUPYIOIIEH 4acTH
YKa3bIBa€TCsl Ha3BaHHME BHJA A3TOr0 JOKyMeHTa, ero aBTop (MwunucrtepcrBo, Coser
MUHHCTPOB U JIp.), AaTa, HOMEP U 3aroyioBOK. Touyka B KOHIIE KOHCTaTUPYIOIIEH YacTH He
CTaBUTCA.

PacnopsinurenbHas wacth mnpukaza HaumHaercs co cioBa [IPMKA3BIBAIO,
KOTOpPOE MeYaTaeTcsi ¢ HOBOM CTPOKU OONbIIMMHU OyKBamMHu O€3 OTCTYIUIEHUS OT JIEBOTO
IIOJISI U KaBBIYEK, ITOCJIE YETO CTABUTCS ABOECTOUYHE.

PacniopsiaurenbHast 4acTh JEIUTCS HA ITyHKTHI M TOJAITYHKTHI, KOTOPbIE HYMEPYIOTCS
apabckumu 1mdpamMu. B KaXI0M MYHKTE JOJDKHBI OBITh yKa3aHbl HUCIOJHUTEIH,
KOHKpETHBIE 3aJjaHus (MIOPYUYEHHsI) U CPOKU UX BBINOJHEHHUA. MIcomHUTENN MOTYT OBIThH
Ha3BaHbl TaKke OOOOIIEHHO: «PYKOBOJIUTEISIM  METOJIUYECKUX  OOBEAMHEHUI,
«3aMeCcTUTEeNsIM JupekTopa». IIpu 3Tom, Kak nmpaBuio, HE NMPUMEHSAETCS HAIMCAHHUE He-
KOHKPETHBIX IIOPYYEHHUH, KOTOPBIE COJEPKAT CJOBA: «YCKOPUTHY», «YIYUIIUTHY,
«AKTUBHU3UPOBATHY, «OOPATUTh BHUMAHUEY», «COBEPIICHCTBOBATHY, «IPOAOJIKUTE» U T.II.

OtaenbHble 3aAaHus (HanpuMep, 3afaHus, coaepxanire NudpoBbie JAHHbIE) MOTYT
o(pOopMIISATECA B BHJI€ MPUIIOKEHUS K MPUKA3y CO CCHUIKOM Ha HUX B COOTBETCTBYIOIIMX
MyHKTax MpUKa3za u 0pOpMIISIOTCS COTIAaCHO JaHHBIM PekoMeHanusimM.

Crpanulpl npukaza u IpuIOKEHU HyMEpYIOTCS KaK €UHbIA TOKYMEHT.

Ecnmn npukazoM OTMEHsETCA NOPEeAbIIyLIUA  paclnoOpsAAWTENIbHBIA  JOKYMEHT, B
pacnopsAINTEIbHON YacTH YKa3bIBA€TCS IyHKT, KOTOPBIA JOHKEH HAYMHATHCS CO CIIOB!
«IIpr3HaTh YyTPATUBIIUM CHUILY...».

W3MeHeHus, BHOCUMbBIE B MpHKa3, 0GOPMIISIIOTCS OTAEIbHBIM MPUKA30M, KOTOPBIi
JOJDKEH UMETh TaKoi 3arojoBok: «O BHECEHWH M3MEHEHUM W/WIIM JOTIOJHEHUN B IIPUKa3
...» C yKa3aHUEM J1aTbl, HOMEPA, 3aroJIOBKa pacnopsAIUTEIbHOIO JOKYMEHTA, B KOTOPBIA
BHOCATCA U3MEHEHUs. PacriopsiiutenbHas 4acTh IpUKa3a HAYMHAETCS C TAKOTO IyHKTA:



1. BHecTr U3MEHEHHUS B NIPUKA3...

Jlanee  OTHENbHBIMM  MOJANYHKTaMU  (OPMYNHUPYIOTCS  H3MEHEHUs B
pacropsauTENbHbBINA JOKYMEHT.

[Tpumep -

1) MyHKT 2 W3JI0KUTH B CICIYIOIICH PEAaKIINH;

2) MYHKT 3 UCKJIIOUUTH;

3) ab3arr BTOpoii MyHKTa 4 JOMOJHUTH CIIOBAMH. ..

Ecnu m3MeHeHnsi B pacmopsIUTEIbHBIN JOKYMEHT O(DOPMIISIFOTCS Ha OTIACIHHOM
nucte (JIMcTax), B IEPBOM MyHKTE PACTIOPSAIUTEIIbHON YaCTH MPUKa3a YKa3bIBACTCSI:

1. BHecTtn u3mMeHeHus B...
[Tocnequuii TYHKT pacnopsiANTENILHOM 4YacTh B CilIydyae HEOOXOJUMOCTH MOXKET
coliepKaTh PEIICHUE O BO3JIOKCHUH HA JOJDKHOCTHOE JIUIO (PYHKIIUHA MO KOHTPOIIIO 3a
WCTIOJIHEHUEM TTPUKa3a.

IIpuka3bl M0 KaAPOBBLIM BONPOCAM.

[Ipukas3pl 1O KagpoBBIM BOIpocaM (JIMYHOMY COCTaBy) O(OPMISIOTCS Kak B
yaudunupoBanHoit popme (Ilocranonienue I'ockomcrata PO ot 05.01.2004 Ne 1 «O6
YTBEPXKJICHUU YHUGUIHUPOBAHHBIX (POPM MEPBUYHON YUYETHOM JOKYMEHTAIMH MO YYeTy
TPyZJa U €0 OIUIaThD»), TAK U B TEKCTOBOM.

JlaHHBIM BUA IPUKA30B OPOPMIISIETCS B BUJI€ MHIUBUYAILHOTO UM CBOJIHOTO.

B uHIMBUAYyaTbHOM NpPHKA3€ COAEPKUTCS MH(POpManHs 00 OAHOM paOOTHHKE; B
CBOJHOM - O HECKOJIbKHUX, HE3aBUCUMO OT TOTO, KAKU€ YNPABIECHYECKUE PELICHUS 0 HUM
NpUHUMalTcs (IpueM Ha padoTy, Ha3HAYEHUE Ha JIOJDKHOCTh, MEPEBOJ Ha JIPYTyrO
JOJDKHOCTE (pa®oTy), YBOJIBHEHUE H JP.).

CopepxaHue WHIUMBUIYAIBHOIO TMpUKa3a MO KaJApOBBIM BOIpocaM (JIMYHOIO
COCTaBa) KpPAaTKO M3Jaraercsi B 3arojioBKe, KOTOpPbIM HauumHaerca ¢ mnpemiora «O» u
COCTABJISIETCSI C MOMOIIBIO OTIVIArOJIBHOIO CYIIECTBUTENBHOTO: «O Ha3zHauyeHuwu...», «O
MPUHATHH...». B CBOAHBIX MpPUKA3aX MOXKET MPUMEHSATHCA OOOOIIEHHBIN 3aroiaoBok: «O
KaJpOBbIX BoIpocax», «O JIMYHOM COCTABEY.

B Tekcre mpukaza mo KaapoBbIM BoOMpocaM (JIMYHOMY COCTaBY), KakK IPaBHIIO,
KOHCTaTUPYIOIIasi YaCTh HE OTMEYAETCA.

PacnopsnurenbHass 4acTh MpUKa3a HAYMHAETCS, KaK MpPaBWJIO, C TJlarojia B
HeonpeneneHHo Gopme: «IIpunsate», «Haznauutsy, «IlepeBectn», «OOBIBUTH» U TOMY
oj00HoE.

Janee ykaspiBatoTca (amuiins, WMs, OTYECTBO (IPU HAIMYMHU) paOOTHHKA, HA
KOTOPOT'O PAacHpOCTpaHsieTCs] NeUCTBHE MpHUKa3a, U TEKCT IpuKaza. B cBogHOM mNpukasze
(dbaMuuu ULl B peenax MyHKTOB pa3MelaloTcs 1o an(aBuTy.

B npukaze o Ha3HauY€HUH WIM YBOJbHEHUM pAOOTHUKA YKa3bIBAE€TCS MOJIHAS AaTa
(uncno, Mecsu, rona) (pakTHUueckoro BhIXOoAa pabOTHHKAa Ha paboTy (TpeKpaiieHus
TPYAOBBIX OTHOUIEHUI), pa3Mepbl €ro JIOJKHOCTHOTO OKJIaJia COrJaCHO IITaTHOMY
pacluCaHuIo.

B cBoaHOM nmpuKaze MO KagpoOBBIM BOOpocaMm  (JIMYHOMY COCTaBy) B
pactopsSIMTEILHYI0 4YacTh BKIIOYaeTcs WHGOpMAIUs, KOTOpas pa3MemaeTcs B TaKOM
MOCJIE0BATEIBLHOCTH: TIPUEM Ha paboTy, NEPEBO/I, YBOJIbHEHUE.

B kaxaom mMOyHKTEe IMpUKa3za [0 KaJpOBbIM BoOIpocaM (JIMUHOMY COCTaBY)



YKa3bIBa€TCS OCHOBAHHME OTHOCHTENBHO €ro W3MaHus (3asBiieHHe pabOTHWKA, TPYIOBOH
JIOTOBOp (corjamieHue), JOKJIaJHas 3alucKa, MpeACTaBlIeHHUE, XO0JaTaiiCTBO, pEIICHHE
aTTECTAIIMOHHOM KOMHUCCHHU 0011Ic00pa3oBaTeIbHON OpraHu3aliuu) U T.1.

Pacnopstzkenue.

PacniopsixeHue - pacnopsiiUTENbHBIN JIOKAIbHBI HOPMATHUBHBIA IPABOBOM aKT,
KOTOpPBI  M37aeTCsi PYKOBOASIIMM  pabOTHUKOM 0Opa30oBaTeIbHOM  OpraHu3aluu
(Hammpumep, 3aMEeCTUTENIEM PYKOBOAUTENS, PYKOBOJUTENIEM CTPYKTYpPHOTO
MO/Ipa3/ieNieHusi) MO BompocaM WH(GOPMAIIMOHHO-METOANYECKOT0, aIMUHUCTPATHBHO-
X03MCTBEHHOT'O W OPTaHU3AILMOHHOTO XapaKTepa, BXOISIINM B €r0 KOMIIETECHIIUIO.

PacropspkeaneM  oOpMIISIIOTCST  BONIPOCHI  KPATKOCPOYHOTO — OJTHOPA30BOTO
xapakrepa.

PacniopsokeHUst COCTaBIISIIOTCS aHAJIOTUYHO TIpUKa3aM (B T€YaTHOM BapUAHTE)
MoxHO 6e3 cioBa «I[TPUKA3BIBAIO.

KoHcTraTupyromasi 4acTb  TEKCTa B pPACHOPSKEHUSAX  OTHAENAETCS  OT
pacnopsiautenbHot  yactu  cioBamu:  «IIPEIJIATAIO», «PEKOMEHIYHO»,
«OBA3BIBAIO», « CHUTAKO HEOBXOUMBIM».

Pacniopspkenust peructpupyrorcss B KHure/>kypHane perucTpaivivi pactnopsKeHUn
(npunosicenue 2). Kuura/>xypHai NpoHyMEPOBBIBACTCS, IPOIIHYPOBBIBACTCS, CKPETUIACTCSI
MOJAMKUCHI0 PYKOBOAUTEINS M TIE€YaThi0 00pa3oBaTENbHOW oOpranu3anuu. PacmopsokeHus
dbopmupyrores B Jleno oauH pa3 B KBapTal. B koHie kanenaapuoro roga [emo
(ae 6osee 250 ymcToB) 0OopMIISIETCS B COOTBETCTBUH ¢ [1oJ10)KeHHEM 00 apXHBeE.

IIporoxko..

[Ipomeccbl  MpPUMEHEHUST  YIPABICHUECKUX  penieHud  oOpa3oBaTeIbHOU
OpraHM3ale H CaMHM pELICHHUs JOKYMEHTHUPYIOTCS C TIOMOIIBIO IPOTOKOJIOB
KOH(epeHIIniA, TeJJarOrM4ecKuX COBETOB, KOMUCCUU U TIP.

B nportokonax 3acefaHMil KOJUICTMAJIBHBIX W COBEILIATENBHBIX OPraHOB TEKCT
W3JIaraeTcsi OT TPEThEro JIMLA EAUHCTBEHHOTO 4YHcia («IeJaroru4ecKuid  COBET...
ITOCTAHOBIIIET», «COOpAHHME... PEITUIION).

IIpoTOKOJ COCTABIAETCA HA OCHOBAHUM 3aIIMCEH, CACIAHHBIX HEIOCPEACTBEHHO BO
BpeMs 3acelaHui, MPEICTABICHHBIX TEKCTOB U TE3UCOB JOKJIAJA0B U BBICTYIUICHUH,
CIIPABOK, IIPOEKTOB PELICHUM.

[TpOTOKOI MOKET COCTABIIATHCS KaK B PYKOIMCHOM, TaK U B IeYaTHOU (popme.

Jlatoii mporokona sABISETCA JAaTa MNPOBEICHUs 3acefaHusa. Ecim 3acenaHue
MIPOJIOJIKATIOCH HECKOJIBKO JTHEW, TO YEPE3 TUPE YKA3bIBAIOTCS MEPBBIM U MOCIEAHUMN JIEHb
3aceaHusl.

Homep mpoTokosia HOMKEH COOTBETCTBOBATh MOPSAIKOBOMY HOMEPY 3aceIaHUS.
HymMmepanus nmpoTOKoJIOB BEIETCS B MpEAENax KaJCHIApHOIO rofa OTAEIBHO IO Ka)XIOou
IPYIIIE NPOTOKOJIOB 3aCENaHUA COOTBETCTBYIOIIETO KOJIJIErMAIbHOTO OpraHa.

B pexBusuTe «MeCcTO 3aceiaHus» YKa3bIBa€TCSl Ha3BAHUE HACEIEHHOIO ITyHKTA, B
KOTOPOM COCTOSIOCH 3aCEaHue.

3aroyloBOK K TEKCTY MPOTOKOJIA JODKEH OTOOpa)kaTh BUJ 3aceqaHus (COBeLIaHHe,
coOpanue, KOH(pEpeHlHs U T.M.) WIM KOJUIETHAIBHON NEATEeIbHOCTH (KOMHCCHS, COBET,
coOpanue, pabodasi TpyIina v T.11.) U BKJIIOYaTh HA3BaHKE BUIA TJOKYMEHTA.



TekCT mpOTOKOJIa COCTOUT U3 BBOJHOM U OCHOBHOM 4aCTEM.

BBoanas yacte coaepxxut nocrosiuayto uHpopmanuwo (cioa [IPEJACEJIATEJID,
CEKPETAPH, TIIPUCYTCTBOBAJIM) wu mnepemennyio (dbamuivsg, WHUIHAIBI
npenacenaTens, CeKperaps M NpUCYTCTBYIOMMX). [Ipu HEoOXOoAMMOCTH YyKa3bIBaIOTCS
JOJKHOCTH TPHUCYTCTBYIOIIUX, @ TaKXXE WHUIMAIBI, (GaMUIMU JOJKHOCTH JIMI, MpHU-
TJIallleHHBIX Ha coBentanue. [Ipu konudecTBe yyacTHUKOB OoJiee 10 cocTaBisieTcsi CuCOK
NPUCYTCTBYIOIINX, KOTOPBIN MPUIIAraeTcs K MPOTOKOITY.

Ecmu nportokon odopmisiercs B meuarnoir popme, To ciosa [IPEJICEATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIU neyaTatoT OT HYJI€BOIO MOJOKEHUS Ta0yIsITOpa, OT
2-TO TIOJNIOKCHHSI TaOyJsATOpa CTaBUTCA THpPE, WHHUIMAIB W GaMUJIUW THIIYT B
UMEHUTENIbHOM majiexke. PamMInd TPUCYTCTBYIOIIMX pacHojaraiorcs B ajahaBUTHOM
MOPSAKE U IIEYATAKTCA Yyepe3 1 MeKCTpOUHbIA HHTEPBAI.

BBoaHast yacTh nmpoToKoia 3aKkaHUMBaeTcs moBecTkoi nHs. CinoBa «IloBecTka aHS»
rneyaTaloT OT HYJEBOIO IMOJOXKEHUs TalynaTropa, MOCie HUX CTaBUTCS JBOETOUME.
Bormpocsl moBecTku JHS HyMepyroTcsi apabckumu nudpamu. Kaxkapiii HOBBIM BOmpoc
neyaTaroT oT 1-To moJsiokeHus TadysiTopa.

IlocnenoBaTenbHOCT  PACIIONOKEHUS BOIPOCOB  ONPEHEIACTCA CTEHNEHBI UX
BOXHOCTH. Bormpocsl mnepeuucisiorcs B HMEHUTENbHOM mnazaexe. Jlokman (oTder,
coobmieHue, nHpopMaIusi), HAUMEHOBAHKUE JIOJDKHOCTH, MHUIUMAIBI U (DAMIIIUIO JTOKIIAT -
yyKa MUIIYT B POJMUTENIbHOM majaexe. He pekomeHayeTcss BKIIOYATh B IOBECTKY IHS
Borpoc «Pa3Hoe». Kaxaplii BOpoc MOMKEH ObITh KOHKpETU3HpOBaH. PopMUpOBaHUE
BOIIPOCOB B MOBECTKE JHS HaunHaeTcs ¢ npejiora «O (00)».

OcHOBHass 4acTp IIPOTOKOJIA COCTOWT W3  Pa3leioB, KOTOPBIE JIOJKHBI
COOTBETCTBOBATh MMYHKTaM MOBECTKU AHS. Pa3iensl HyMepyroTcs apabckumu nudpamMu u
CTPOSITCS IO TAKOW CXEME:

CJIYIIAJIN - BBICTYITUJIA - PEHIWJINA (ITOCTAHOBWJIN),

VYkazaHHbIE CIIOBa TEYaTArOTCs OOJBIIMMH OykBamMu 0€3 OTCTyma OT TPaHUIIBI
nesoro noJiis. Ilocne 3Tux CJI0B CTaBUTCA IBOETOYHE.

[Tocne cnoa CJIVIIIAJIM yka3biBaeTcs KpaTKHl TEKCT BBICTYIUJIEHHS OCHOBHOTO
noknaaunka. GamMuwins U MHULIHAIBI KKJIOTO JTOKJIaJUuKa Me4YaTatoTcsl C HOBOM CTPOKH.
Kparkuii TEKCT BBICTYIUIEHUS U3J1araeTcsl B TPEThEM JIUIIE €AIMHCTBEHHOTO YHCIIA.

TexcTbl WM TE3UCHI JOKJIAJAOB U BBICTYIUICHHM, O(OPMIICHHBIE KaK OTICIbHBIC
NOKYMEHTBI, B TEKCT IIPOTOKOJIa He BKiIro4arorcs. [locime cBeneHMi O NOKIamuMKe
CTaBUTCA THUpEe M YyKas3biBaeTcs: «TekcT paokimana (BBICTYIUICHHS) Npuaraercss K
MIPOTOKOITY».

[Tocne cnoa BBICTYIIMJIM ¢ukcupyroTcsi BBICTYIUIEHHUS TE€X JIHI, KOTOPBIE
MPUHSUIM y4acTue B OOCYXKJIEHUM JIOKJana. BeicTyruieHus: opopMIIsitoTCsl B MPOTOKOJIE €
yKa3aHueM JOJDKHOCTEH, (aMUiIuii M WHULMAIOB, BBICTYMAIOMIUX B HMEHUTEIHHOM
Majie’ke, a TAKKE C KPaTKUM M3JI0KEHUEM COAEPKaHUS BOIPOCAa U OTBETOB HA HETO.
ConepxaHue BBICTYIIJIEHUM U3J1araeTcsi OT TPETHEro JUla €IMHCTBEHHOIO YHCIIA.

[Tocne cnosa PEIINIIN (ITOCTAHOBWJIN) dbukcupyeTcss NpUHITOE pElIeHre 1o
oOCy>XKJ]TaeMOMYy BOIIPOCY TOBECTKM MAHs. PemieHue 1MOMKHO OBITh KOHKPETHBIM U
BKJIIOYATh COCTABJISIOIINAE, KOTOPBIE OTBEYAIOT HA CIEAYIOIIME BONPOCHI: KOMY, YTO
CIIeJIaTh U B KAKOM CPOK.

Pemenus, copep:kamue HECKOJIBKO BOIPOCOB, IOAPA3LAEIAIOTCS HA IIYHKTBI M



NOJIYHKTBI, KOTOPbIE HyMepyroTcsi apabckumu uuppamu. [loamyHKTBI HyMepyroTcs
1udpamMu ¢ TOUKOM.

B cnywae, kormja Ha 3acelaHMd TPUHUMAETCS peEHIeHHue 00 yTBEPXKICHUU
JOKYMEHTa, KOTOpPbIH OOCYXXJajcsi Ha 3acelaHuH, 3TOT JOKYMEHT Ipuiaraerci K
IPOTOKOJIY U B HEM JENAETCS CChUIKA Ha HOMEP M JaTy mpoTokoiia. [Ipu Hanuuum npyrux
JOKYMEHTOB, KOTOPBIE€ PAacCMAaTPUBAIUCh Ha 3acCelaHUM, U (PaKT OOCYKIEHHUS KOTOPBIX
OblT 3aUKCUpPOBAH B TEKCTE€ MPOTOKOJIA, OHU HYMEPYIOTCS apaOCckumu Iudpamu
(ITpunoxenue 1, ITpunoxenue 2). B cOOTBETCTBYIONIMX IMyHKTaX MPOTOKOJA JIEIAETCA
CCBUIKA HA 3TU NPHUIIOKEHUS.

[IpoToKOA MOANMCHIBAETCS  MPEACEAATENIbCTBYIOIIMM HAa  3aCEIaHuHd  KOJ-
JIETHAJIBHOTO OpraHa U CEKPETapeM.

Belliicka U3 MpoTOKOJia — TOYHAS KONUS YacTU TEKCTa MOJJIMHHOIO MPOTOKOJA,
OTHOCAILIErocsi K TOMYy BONPOCY IMOBECTKM JAHS, MO KOTOPOMY TOTOBHUTCSI BBINKCKA.
Bellncka W3 NOPOTOKOJIA  COIAEPXKHUT  CICAYIOUIME  PEKBU3UTHI:  HAaUMEHOBAHUE
o01eo0pa3oBaTebHOM  OpraHu3alliyd, Ha3BaHUE BUJA JOKYMEHTa (BBIITUCKA W3
IPOTOKOJIA), aTa 3aCeIaHus, MECTO COCTABJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, IOJIHUCH,
OTMETKY O 3aBEPEHHUH KOIIHH.

[Tporokonel peructpupytorcsi B KHure/>xypHane perucrpanuu HIpOTOKOJIOB
(npunosicenue 3). Kuura/sxypHan MpOHYMEPOBBIBACTCS, MIPOIIHYPOBBIBACTCS, CKPEIUIACTCS
NOJIMUCBI0O PYKOBOJAWUTENS U TedaTbio 00pa3oBaTeslbHON opraHuzauuu. [IpoTokosb
dbopmupyrores B Jleno oauH pa3 B kBaptai. B koHIe kanengapHoro roga eno (He 0omee
250 nuctoB) opopmiisieTcss B cOOTBETCTBUU ¢ [losioxxeHrnem o0 apxuse.

Ciay:xe0HOe NMCHMO.

Cny>xe0HO€ MMCHhMO COCTaBIISIETCA C IEIbI0 0OMeHa HH(pOPMAIUEH U TIPEACTABIISET
coOoii:

- OTBEThl O BBINIOJIHEHUW  3aJIaHUM, OMNpEJEJICHHbIX B aKTax OpPraHoB
roCyJIapCTBEHHOM BJIACTH, MOPYUYEHUSIX BBICIINX JOJDKHOCTHBIX JIMII;

- OTBETHI HA BBIMOJHEHUE MOPYYCHUHN BBIIIECTOSIIUX OpraHu3aIui;

- OTBETHI HA 3aMPOCHI JIPYTUX YUPEKICHUH;

- OTBETHI Ha 00pAIlleHUs TPaK]IaH;

- OTBETHI HA 3aIPOCHl HA UH(POPMALIHIO;

- WHUIMATUBHbBIC MHCHMA;

- COINPOBOAUTEIBHBIE TUCHMA.

CyxebHO€ mucbMo odopmirsieTcs Ha 61aHKe 00pa3oBaTeIbHON OpraHu3aIiu.

[TuceMO wWMeeT cleaylollue pPEKBU3HWTHI: JaTa, PErUCTPAlMOHHBIA HOMEp
(Mcxondiumii), CChUIKa Ha PErUCTPAlMOHHBIN HOMEp (BXOISINMI) U IaTy JTOKYMEHTa, Ha
KOTOPBIN JaeTcs oTBeT (IIpU HAJIMYMH), aJpecar, 3arojoBOK, TEKCT, OTMETKA O HAJIMYHUU
MPUWIOKEHUH (B Cilydae HEOOXOJUMOCTH), MOAMKUCH, cBeAeHus 00 ucnonuurene (O.M1.0.,
KOHTAaKTHBIA HOMEp TenedoHa).

Jlaton muchMa ABIAETCS Jara €ro IOJANMCAHUsA, KOTOpas MOJKHA COBIANATh C
JaTOW PETUCTPALMU UCXOIAIIEH KOPPECHOHACHLINH.

OCHOBHBIM PEKBHU3UTOM CIIY’)KEOHOTO TIHMChbMa SIBJISIETCS TEKCT, KOTOPBIM, Kak
[IPaBUJIO0, COCTOUT U3 JBYX 4YacTed. B IepBOM 4acTH yKa3bpIBA€TCSA NPUYMHA, OCHOBAHUE
WM 000CHOBaHWE TIOJITOTOBKHM TMHCHbMa, MPHUBOJATCS CCHUIKM HA JIOKYMEHTBI, KOTOPBIC



ObUIM  OCHOBaHHEM A €ro COCTaBJICHHA. BTOpaﬂ 9aCTb BK/IKOYACT BbIBOJHI,
MMPCAJIOKCHUS, HpOCL6LI, PCUICHHUA U T. II., KOTOPBIC pasMCIIAlOTCA C 3633113..

Kak IMpaBuJIoO, B IINCBMC 3aTparuBacTCA OAUH BOIIPOC.

Tekct mnmcbMa wu3Jaraercs OT IICpBOI0 JHMIa MHOXCCTBCHHOIO 4YHCIIa C
HCIIOJIB30BAHHUECM CJIOB: «IIPOCHUM COO6IHI/ITI>...>>, «Pa3bACHACM, YTO...».

Cﬂy}Ke6HO€ ITUCBMO IMOAITUCHIBACTCsA PYKOBOJAUTCIIEM O6pa30BaTeHLHOﬁ
OpraHu3aluu.

Cnpaska.

CrpaBka - TOKyMEHT, MOATBEPKAAOIINI Kakue-Tu00 (PAKThI UM COOBITHS.

CrnpaBku ObIBaIOT JIBYX BUOB:

ChnpaBka il ONUCAaHUS WJIA TOATBEpXKIEeHUS (HAKTOB, WIM COOBITUH B
NEeSATEIbHOCTH OpPraHnu3alu.

CrnpaBKu COCTaBJSIIOTCA MO YKAa3aHUIO BBIIIECTOSIIICH OpraHU3alud WU
PYKOBOAUTENSE 00pa30BaTEIbHON OpraHu3aluy JUisl MHQOpPMalry O BBIIIOJIHEHUH TUIAHOB,
3a/IaHU, TOPYUYEHUI U MPEICTABISAIOTCS B YCTAHOBJIEHHBIE CPOKHU.

Texcm maxoil cnpasku cocmoum u3 08yx Yacmelti.

B nepBoil yactu uznararorcsi (GakThl, MOCIYKUBILIKE OBOJIOM K €€ HallMCAHHIO, BO
BTOPOW - MPHUBOAATCS KOHKPETHBIE JaHHbIE. BBIBOIBI M NpPENNIOKEHHS B CIPAaBKE HE
JaroTcs (3a UCKIIFOUEHUEM aHATTUTUYECKO ).

CrpaBka JoJIKHa OOBEKTUBHO OTpa)kKaThb COCTOSIHUE JI€JI, €€ COCTaBJIEHUE TpeOyeT
THIATEIBHOrO cOOpa M MPOBEPKH CBEJIEHUH, MOTYT IPUBOAUTHCS TaOJIULIBI.

CrpaBku, COCTaBJIEHHBIE JUII PYKOBOIOWTENS OpPraHU3alMd, MOJIMCHIBAET
COCTABUTEb.

CrpaBKku, KOTOpBIE COCTaBIIAIOTCS IO YKa3aHHWIO BBIIIECTOSIIEH OpraHu3alyH,
MOJAMKCHIBAET PYKOBOJUTEIND 00111€00pa30BaTEIbHON OpraHU3aliH.

JlaToii cipaBKU ABJSIETCS JaTa €€ MOAMUCAHUS.

CrnpaBku, yI0CTOBEPSIOIINE IOPUANYECKUE (DAKTHI: TOATBEPKICHUE MeCTa PaOOThI,
3aHUMAaeMOM JTIOJKHOCTH, pa3Mep 3apab0THOM TuIaThl U T.1.

JI1st HUX IpUMEHSIOTCS] YHU(DHUIIMPOBaHHbIE TpadapeTHbIe OJIaHKH.

Takoro popa cHopaBKM BBIJAIOTCA IO 3alpocaM 3aMHTEPECOBAHHBIX  JIMII
(COTPYTHUKOB) WUJIM YUPEXKIACHUIN U PETUCTPUPYIOTCS B )KypHAJIE€ BbIJABAEMBIX CIPABOK.

JlokmagHas 3anucka.

JloknmamHast — 3amWcka - JIOKYMEHT,  aJpPECOBAaHHBIM  PYKOBOIWUTEIIO |
MHOOPMUPYIOIIHUNA €T0 O CIOKHUBIICHCS CUTYallUH, HMEBIIIEM MECTO SIBJICHUHU WIH (paKTe
BBITIOJTHCHHOW PaOOThI, a TAK)KE CONCPIKAIIHMI BBIBOJIBI M PEIOKEHUS COCTABUTEIS.

JlokaHast 3aIMCKa MOXKET BBIMIOTHATHCS PYKOIHCHBIM CITOCOOOM.

TekcT AOKIIaIHOM 3aUCKU JCIUTCS Ha JIBE YaCTH: TIEpBasi - KOHCTATUPYIOIIas, TIe
M3JIaraloTCsd UMEBIIME MECTO (DaKThl WIIM OMUCHIBACTCS CHUTYallUs, U BTOpas, B KOTOPOH
M3JIaraeTcs Mpeio’KeHne, mpochoa.

Texcty  mokimamHoOM — 3amUCKU  OOS3aTENBPHO — MPEAINIECTBYET  3aroJiOBOK,
HaunHaromuics ¢ mpeayora «O», «Oo».

Joxnagnas 3anvucka opopMIISIETCS Ha TUCTe Oymar.



AKT.

AKT - JIOKYMEHT, COCTABJIEHHBbI HECKOJbKMMH JIMIAMH W TOJITBEPKIAFOLIUI
yCTaHOBJICHHbIE ()AaKThl U AEUCTBUS. AKThI OQOPMIISIOTCS MO pe3ysibTaTaM PEeBU3MUH, MpU
npueme-nepeaade Jies, ClUCaHu UMYIIECTBA U TOMY MOJA00HOE.

AKT odopmisiercss Ha cTaHAapTHOM Jucte Oymaru Qopmata A4 u umMeer
CIeNyIOlME  PEKBU3UTHI:  Ha3BaHME  JOKyYMEHTa, Tpud  yrBepxkiaeHus  (mpu
HEO0OXOIUMOCTH), 1aTa U MECTO COCTaBJICHHUS, 3ar0JOBOK K TEKCTY, TEKCT, MOJMUCH JIUI]
(HE MeHee Tpex), KOTOPhIE COCTABIISIIN aKT.

TekcT akTa COCTOUT U3 BBOJHOW U KOHCTATUPYIOIIEH YaCTEu.

B BBOJIHOW 4YacTH yKa3bIBAIOTCSI OCHOBAHMS JIJIS COCTABJICHUS aKTa M HA3bIBAIOTCS
JUIa, KOTOpbIE COCTAaBWIM aKT WJIM NPHUCYTCTBOBAIU MpU 3TOM. B KOHcTaTupyromiei
YaCTH W3JIaraeTcs CyTh, 3a1a9d, XapaKTep MpoIeTIaHHON paboThl, YCTAaHOBIIEHHBIC (DAKTHI,
MpEIOKEHMS ¥ BBIBOABI. KOHCTaTHpyIOMIas 4acTh MOKET 0(hOPMIIATHCS B BHJIC TaOTHUIIBI.
B KoHIIE TekcTa akTa 3alMChIBAIOTCS JAaHHBIE O KOJMYECTBE K3EMILISIPOB aKTa U UX MECTO
HaXO0XJICHUS.

AKT IOANMCHIBAETCS] BCEMH JIUIIAMU, TPUHUMABIINMU Y4aCTHE B €M0 COCTABJICHUMU.

JIuto, MMeronee 3aMeUYaHusl K COJIEPKAHUIO aKTa, MOAMMUCHIBAET €r0 W M3JaraeT
CBO€ MHEHME Ha OTAEIIBHOM JINCTE, KOTOPBIN MPUIAraeTcs K aKTy.

Tenerpammbl, Tej1e()OHOrPAMMBI, (PAKCUMUJISIPHAS CBA3b.

DTO JOKYMEHT MO OIEepaTUBHBIM BOIpocaMm, IepeAaBaeMblii Mo TelepoHy u
3aIIACBHIBAEMBIN MOJTYyYaATEIIEM.

O0s13aTeIbHBIMU PEKBU3UTAMU TAKUX IOKYMEHTOB SIBJISTFOTCS:

- HAMMEHOBAaHUWE YUPEKICHHUM aIpecaHTa U aipecara;

- PEKBHU3HUT «OT KOTO» U «KOMY» C YKa3aHHEM JOJDKHOCTH, (paMUIMU, U OTYECTBA
JTOJ>KHOCTHBIX JIUIL;
HOMED, J1aTa U BpeMs IIepe/laui U IpUeMa TIOKyMEHTa;
JOJDKHOCTH ¥ (paMUJIMH TTEPEABIIEro U MPUHSBIIETO JOKYMEHT;
HOMEpa Tene(OHOB;
TEKCT U MOAMUCH.

[ToctynuBLIrie JOKYMEHTHI JOJKHBI UMETh TE K€ PEKBU3UTBI, UTO U OTIPABIISIEMBIE,
3@ UCKJIFOUCHUEM ITOJIUCH.

JIOKyMEHTBI ~ COCTaBJISIFOTCS B OJHOM  JK3EMIUILIpE U IOAIUCHIBAKOTCSA
PYKOBOAMTENEM WJIM OTBETCTBEHHBIMU UCTIOJIHUTEIbHBIM.

JJIEKTPOHHBbIE JOKYMEHTBI.

[Topsimok cocrtaBieHusi, OoPOPMIICHUS U COTJIIACOBAHHS MPOCKTOB AJICKTPOHHBIX
JOKYMEHTOB OCYIIIECTBIIICTCS 1O OOIUM TIpaBUIaM JIETOMPOU3BOJICTBA, YCTAHOBICHHBIM
B OTHOIICHWU AaHAJOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE. OJIEKTPOHHBIN
JOKYMEHT JIOJKEH UMETh PEKBHU3UTHI, YCTAHOBJIEHHBIE JJISI AHAJOTUYHOTO JTOKYMEHTA Ha
OyMa)>kHOM HOCHTEJIE, 32 UCKITFOUYEHUEM OTTHUCKA TeUYaTH.

B nepedenn 00s3aTeNbHBIX CBECHUNM O TOKYMEHTAX, UCIIOIb3YEMbIX B IEJISAX ydeTa
Y TIOWCKA JOKYMEHTOB B CHUCTEMaxX 3JICKTPOHHOTO JOKYMEHTOO0OpOoTa 00pa3zoBaTelbHOM
OpraHu3allid B COOTBETCTBUM C MpaBUJaMU JCJIONPOU3BOJACTBA B 0Opa3oBaTEIbLHOMN
OpraHU3alluU, BXOJIAT:



e Q/IPECAHT,;
e ajpecar;

e JIOJKHOCTb, (PAaMIIIUSI U UHULIMAJIBI JIMLIA, TTOJIMHUCABIIETO IOKYMEHT;
e BHJ JIOKYMCHTA;

o JlaTa JOKYMEHTA;

e HOMEp JOKYMEHTA;

e JlaTa MOCTYIUIEHUA IOKYMEHTA;

e BXOJSIIMKA HOMEP JOKYMEHTA;

e CCBUIKA Ha UCXOJAIINNA HOMEP U JaTy NTOKYMEHTA;

e HANMEHOBAHHE JIOKYMEHTA;

o UHJICKC JeNa;

e CBEJICHUS O Iepeajapecaluu JOKyMEHTa;

e KOJIMYECTBO JINCTOB OCHOBHOTO JIOKYMEHTA;

¢ KOJIMYECTBO MPUIIOKEHUN;

« 00I1Iee KOJTMYECTBO JUCTOB MPUIIOKECHHUI;

e YKa3aHHS IO UCIOJIHEHUIO JOKYMEHTA;

e JOJDKHOCTB, @. W. O. UCHONIHUTE]IS;

e OTMETKa O KOH(PUACHIINATHHOCTH.

B cocTtaB MOMOSHUTENBHBIX CBEACHHN 00 HJIEKTPOHHOM JIOKYMEHTE MOTYT OBITh
BKJIFOYCHBI CBEJICHUS: HAMMEHOBAaHUE aBTOpa JIOKYMEHTa (€Cld aBTOp HE COBMAJACT C
azpecaHToM (OTIPABUTENIEM) SJEKTPOHHOTO JTOKYMEHTa), OTMETKa O TEPEHOCE CpOKa
WCIIOJTHEHUSI JIOKYMEHTA, CPOK XpaHEHHUS JTOKYMEHTAa, HAMMEHOBAHMS NPWIOKEHUM K
AJIEKTPOHHOMY JTOKYMEHTY, KJIFOUEBBIE CJIOBA, CTaTyC JOKYMEHTa (IIPOEKT, BEPCHsl), BUJ
nepeaavr JOKyMeHTa (3J1€KTPOHHOM MOYTOM, MOYTOM, pakcoM U T. 1.) U Jp.

Cpoku XpaHEHHUS DJEKTPOHHBIX JTOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHUS
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU U UHBIMU HOPMATHUBHBIMU MPABOBBIMU
aktamu Pocculickorn denepaniii, TUIOBBIMU NMEPEUHSAMM JUJISI AHAJTOTUYHBIX IOKYMEHTOB
Ha OyMa)KHOM HOCHTEIIE.

5. Opranuzanus 10KyMeHT0000POTA U UCTIOJTHEHUSI JOKYMEHTOB.

IIpueM u 00padoTKa MOCTYNAKOIINX JOKYMEHTOB.

JIBr>keHUE JIOKYMEHTOB C MOMEHTA HUX CO3JaHUs WM MOJYYECHUS 10 3aBEPIICHUS
WCTIOJTHEHUSI WJIM OTIIPABKU 00pa3yeT JOKYMEHTOOOOPOT.

B noxymeHTO000pOTE 00pa30BaTEIbHONW OpraHU3alluu BBIACISIOTCS CIEAYIOIINE
JTIOKYMEHTOITOTOKH:

a) BXOJISIIIIasi KOPPECHOHACHITUS (FOpUInuecKre U (pu3nueckue Jaua);

0) ucxopsuas KoppecrnoHaeHINs (Fopuaudeckre U GU3nIecKue JIia);

') BHYTPECHHSS TIOKYMEHTAIHS.

JlocTaBka W OTHpaBKa JOKYMEHTOB OCYILECTBISIETCS, KaK MPaBUIO, CPEICTBAMU
IMOYTOBOW U 3JIEKTPOHHOU CBSI3U.

JIOKyMEeHTBI, TIOCTYIMAIOIIME B 00pa30BaTEIbHYI0 OpraHU3alUdi0, MPOXOJISAT
MEePBUYHYI0 O00pabOTKYy, PETUCTPAIMIO, TPEABAPUTEIHHOEC PACCMOTPEHHE, TMepeaady
PYKOBOJCTBY Ha PacCMOTPEHHUE, MEpEeNaloTCsl HCHOJHUTENSIM W TOCI€ HCHOJHEHHS
MIOMEIAI0TCS B JIeNa.



[Tpuem u nepBuuHas 00pabOTKa JOKYMEHTOB OCYIIECTBIIIETCS CEKPETAPEM.

Cekperapb NPOBOJIUT: MPOBEPKY MPABUIBHOCTU aAJPECOBAHUS IMOCTYHAIOLIUX
JOKYMEHTOB, TPaBUJIBHOCTH JIOCTaBKH M KOMIUIEKTHOCTH JIOKYMEHTOB; COpPTHUPOBKY
JOKYMEHTOB Ha MOJJIEKAIUE U HE NOJIJIEKAIINE PETUCTPALIHH.

[TosryueHHBIE KOHBEPTHI C KOPPECIOHAEHUMEH BCKpPBIBAIOTCA, MpPU ITOM
IPOBEPSIETCS] HAJIMYKME BIIOKEHWM, a TAKK€ YKA3aHHBIX B JIOKYMEHTAaX MpUIOKeHui. B
cllydae TIOBPEXKJIEHHS YINAKOBKM U BIOXKEHUMM JHOO OTCYTCTBUSL IPHIOKEHUN
COCTABJISIETCS aKT B JABYX O3k3eMmiupipax. OJuH SK3EeMIUISIp aKTa HalpaBisieTcs
KOPPECIOHICHTY, BTOPOU MPHUOOIIAETCA K MOCTYIUBIIEMY JOKYMEHTY.

OmuboYHO TpHUCIaHHAS KOPPECIOHACHIUS TEPEChIIaeTCs MO MPHUHAJICKHOCTH,
€CIM U3BECTEH ajJpec IMoiyyarenas. B  mOpoTMBHOM cioydae KOPPECIOHACHIIUS
BO3BPAILAETCS OTIPABUTEIIO.

KoHBepThl OT MOCTyNamwIe KOPPECIOHAECHIMN COXPAHSIOTCS M NPHJIAraroTcs K
JOKYMEHTaM JIMIIb B TOM Cllydae, KOIJla TOJIbKO [0 HUM MOKHO YCTaHOBHUTbH aJpec
OTIIpaBUTENI WM, KOTJAa JaTa IOYTOBOrO IITEMIENs HMEET 3HAaYeHHE B KayecTBE
JI0Ka3aTeJIbCTBA BPEMEHHU MOJIyYE€HUS JOKYMEHTA.

CrienuanucToM HE BCKPBIBAIOTCS KOHBEPTHI IMUCEM C HAANUCBIO <«JIMYHO». OHU
IIEPEAAOTCS 110 HA3HAYEHUIO

Nudopmanus U JOKYMEHTHI O AESITEIbHOCTH 00pa30BaTElIbHOM OpraHU3alllH, HE
yKa3aHHbIE B 4acTH 2 cTaThu 29 DenepanbHOro 3aKoHa ot 29 nexabps 2012
roga Ne 273-®3 «O0 oOpa3oBanuum B Poccuiickoii ®enepauun», NPeacTaBIIOTCS
PYKOBOJMTENEM O0O0pa30BaTENbHOW OpraHuM3aly [0 OOpalIeHUI0 TrpakJaHWHA JIOO
JOJKHOCTHOTO JIMIAa TOCYJAPCTBEHHOTO OpraHa MJIM OpraHa MECTHOTO CaMOYTIPaBIICHUS B
CIIy4asx U MOPSAAKE, IPETyCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccutickon denepanymu.

[IpenacraBnenne  WUHGOPMALMM  WHBIM  OpPraHU3alUsM O  JEATEIbHOCTH
00pa3oBaTeNbHON  OpraHM3aluy  OCYIIECTBIISIETCS  YUPEIWUTEJIEM OpraHu3alud, B
OTHOIIIEHUU KOTOPOW Takas MH(OpMalus 3arpaiiuBaeTcs.

IIpenBapurebHOE pacCCMOTPEHHE JOKYMEHTOB.

Cekperapb U (WIH) JTUI0, OTBETCTBEHHOE 32 BEJICHUE JEIONPOU3BOICTBA, IPOBOIUT
NpEBAPUTENILHOE PACCMOTPEHUE JIOKYMEHTOB B II€JIIX BBIAEICHUS U3 BCETrO
MaccuBa MOCTYNMBIIEH KOPPECHOHJIEHIUU JOKYMEHTOB, TpeOyromuX 0083aTeNbHOrO0
paccMOTPEHUsI pyKOBOJUTENIEM 00pa30BaTeIbHON OpraHu3aluu.

OcHoBaHMEM MJisl TIPUHATHS PEIICHUS B XOJ€ MPEABAPUTEIHHOTO PAaCCMOTPEHUS
SBJISIETCS COJEpXKaHME JOKYMEHTAa, a HE aJpecOBaHUE IOKYMEHTa COOTBETCTBYIOLIEMY
pPabOTHUKY.

PesynbpraTom mpenBapuTeIbHOTO PACCMOTPEHUS SIBIISICTCS HAMIPaBJICHUE TOKyMEHTA
PYKOBOJIUTENIO  O0pa3oBaTeNbHOW  OpraHu3allMd MWJIM  JOJDKHOCTHOMY  JIMIy B
COOTBETCTBUH C YCTAHOBJICHHBIM pacHpeesieHueM 005S3aHHOCTeH MeXKIy pyKOBOAMUTEIEM
Y JIOJDKHOCTHBIMU JIMLIAMU J1J1s1 BBIHECEHHUS YKA3aHUs M0 UCIIOJIHEHUIO JJOKYMEHTA.

Perucrpauusi JOKyMeHTOB.

[lepenaua JOKYMEHTOB Ha PETUCTPALMIO MPOU3BOJUTCS TOJIBKO TIOCHE UX
MPEABAPUTEIHHOIO PACCMOTPEHHUS.

Peructpanmu monnexxatr Bce JOKYMEHTHI, TpeOYIOIIHe YyuyeTa, WCIIOJHECHHS,



WCIIOJIH30BAHUS B CIIPABOYHBIX IEJISAX, KaK MOCTYIMAIOIINE U3 JAPYTUX OPTaHU3aIui U OT
YACTHBIX JIUI, TaK W O0Opa3yloluecss B TpOIecce AESITeTbHOCTH 00pa30oBaTeNbHOM
OpTraHHU3aIIH.

He moanmexxar  perucrpanyii  TO3JIpaBUTEIBbHBIC  THChbMa,  TEJIErPaMMBI,
NPUTJTACUTENbHBIE OWICThI, WHQOpPMAIW I CBEACHUS, OyXTalTEepPCKUE ITOKYMEHTBI
NIEpPBUYHOTO y4eTa. J[7Is1 HUX COCTaBIsETCS TIepEeUCHbh HEPETUCTPUPYEMBIX TOKYMEHTOB.

Peructpamuss JTOKYMEHTOB TPOW3BOAUTCSA C IENbI0 OOECHEUeHUs WX YdYeTa,
KOHTPOJIS 32 UCTIOJTHEHUEM U OTIEPATUBHBIM HCITOJIb30BAaHUEM WH(OpMAITUH.

Peructpamnus TOKyMEHTOB ITPOU3BOAUTCS B JICHBb MX MOCTYTUICHUS.

JlomyckaeTcsi OTMETKa O MOCTYIUICHUH MTOKYMEHTa B OPTaHHW3aIlAI0 TPOCTABIISATH B
BHJIC IIITAMIIA WM OT PYKU B HUKHEH YaCcTH JIMIIEBOW CTOPOHBI IEPBOTO JINCTA IOKYMEHTA
WJIM Ha ero o0oporTe.

Peructpanus TOKyMEHTOB 3aKjIIOYAeTCS B BEICHUM 3alKCH YYETHBIX ITAaHHBIX O
JIOKYMEHTE MO yCTAaHOBJICHHOW pPETUCTpaIMOHHON (opme, KOTOphiM (pukcupyercs (axt
CO37IaHMs, OTIIPABICHUS WIM TMOJY4YEHHUS JOKYMEHTAa ITyTeM TIPOCTaBJICHUS Ha HEM
PETHCTPAllMOHHOTO HHJIEKCAa C TOCIEAYIONMIeH 3amuchl0 B yKa3aHHBIX (dopmax
HEOOXOMMBIX CBEJICHUHN O TOKYMEHTE.

JIOKyMEHTBI, MOCTyMNAaloue B 00pa3oBaTelIbHYI0 OpraHU3allui0, PETUCTPUPYIOTCS B
Kuure/sxxypHaine peructpanuu BXOJAsIIEeH KOPPECIOHICHIIUU, a T€, YTO OTIPABIIAIOTCS U3
Hero, - Kaure/ sxypHaie perucTpaiuy UCXO e KOPPECIIOHICHIIMN (npuiodicerue 3).

PacnpenesieHue mocTynawuux J0KyMeHTOB.

[locne peructpanuu AOKYMEHTHI MEPENAIOTCA Ha PACCMOTPEHUE PYKOBOAMTEIIO
00pa3oBaTeNbHON OpraHU3aluu.

[locne paccMoOTpeHUsi PYKOBOAMTENIEM JOKYMEHTbl BO3BPAIIAIOTCS CEKPETapro
v (Wau) JUily, OTBETCTBEHHOMY 3a BEJEHHE JIeJIONMPOU3BOJCTBA, ISl TIEPEHECEHUs
YKa3aHHI 110 UCIIOJTHEHUIO JJOKYMEHTA B JKYpHaJ PErUCTPalluy BXOJAIINX IOKYMEHTOB. B
COOTBETCTBHM C YKa3aHUAMH [0 HCIOJHEHHUIO MOJJMHHHUK JIOKYMEHTa HamnpaBiseTcs
pabOTHUKY,  SBJISIOIIEMYCSI  OTBETCTBEHHBIM MCIIOJIHUTEIEM, a  COMCIIOJIHMUTEISM
HaIIPaBJISIOTCA KOIUU JIOKYMEHTOB (€CIM HMEIOTCS), O 4YeM JelaeTcsi OTMETKAa B
Kuure/sxxypHaiie peructpanuu BXOAIIUX TOKYMEHTOB.

DJNEeKTPOHHBIE COOOIICHUS, MOChUIAEMbIE IO 3JEKTPOHHOM IOYTE, MCHOJHSAIOTCS
aHAJIOTUYHO JIOKyMEHTaM Ha OyMaKHBIX HOCHUTEISX C YUETOM ONpEIEIeHHON crenupuku
B [IPOLIECCE HUCTIOTHEHUS.

IHopsimox 00padOTKH U MPOXOKACHUS UCXOASAIIUX M BHYTPEHHUX TOKYMEHTOB.

[Topsimok TOATOTOBKM MCXOMASIIMX JIOKYMEHTOB BKIIIO4aeT B celOst paboTy 1o
COCTABJICHHIO IPOEKTA JIOKYMEHTa, COIJIACOBAHUIO, MOJNUCAHUIO (YTBEPKACHUIO) U
OTIPABKE.

Jlo mepenmaun HOKyMEHTa Ha MOJANMUCHh HCHOJHUTENIb JOJDKEH NPOBEPUTH €r0
coJiepKaHue, MPAaBIWJILHOCTh O(OPMIICHUS, HATMYNE HEOOXOMMMBIX BU3 U TMPUIOKCHUH.
JIOKYMEHT NMpPEACTABIAETCA HA MTOAINUCH BMECTE C MAaTEpUAIIAMHU, HA OCHOBAHUM KOTOPBIX
OH TOTOBHJICH.

BrayTpeHnue noKyMeHTH O(GOPMISIOTCS W HCIOJHSIOTCS (MCHOJB3YIOTCS) B
npejaenax o0pa3oBaTeIbHON OpraHU3aIuy.



BHyTpeHHHE JOKYMEHTHl (JIOKJIAOHbIE 3alUCKH, CIpPaBKH, CBOJKH H JIp.)
paccMaTpUBAKOTCS TEMHU JTOJKHOCTHBIMU JIMIIAMU, KOMY OHU HaIllpaBJICHBI.

OTBETCTBEHHBIE 3a JEJONPOU3BOACTBO MEpPEN CHAaYell KOPPECIOHICHIIMU Ha
OTMPABKy JOJKHBI 00s3aTEIbHO MPOBEPUTH NPABWIBHOCTH €€ O(QOpMIICHUS U
anpecoBaHusd. KoHBepTOBaHME KOPPECIHOHJACHIMH W JIPYTUX MOYTOBBIX OTHPAaBICHUN
IPOU3BOJIUTCS CTPYKTYPHBIMHU MOAPA3ICICHUSIMU OPraHU3alIiH.

Perucrpanus oTnpaBiisieMbIX JOKYMEHTOB OCYIIECTBISICTCS B JIEHb UX MOANMCAHUS
(YTBepKaeHUS) WM Ha CICAYIOMNN pabounii 1eHb. PeructparimoHHbIil HOMEp JOKyMEHTA
Y J1aTa PEerucTpaly MpoCTaBISIOTCA Ha MOJJIMHHUKE IOKYMEHTa B PEKBU3UTAX OJaHKA U
Ha KOIMH, OCTAIOLIEHCs B Jeie 00pa3oBarenpbHoil opranu3anuy. CripaBOYHbIM annapaToM
JUTSL HICXOSIIIMX JOKYMEHTOB SBJISIETCS JKyPHAJ PETUCTPALUN 3TUX JOKYMEHTOB.

OTnpaBKy  HCXOASIIMX  JIOKYMEHTOB  INPOU3BOJUT  CEKperapp MW (WIH)
JMI0, OTBETCTBEHHOE 3a BEJEHUE JeJonpou3BoAcTBa. CpouHas KOppeCIOHACHIUS
oopmIIeTcs U OTIPABIIAETCSA HE3aMEUIUTEIBHO CEKPETAPEM.

Cekperapp npoBepseT MNPaBUIBHOCTE OQOPMIICHHUS HMCXOAAIIUX JIOKYMEHTOB,
IPOU3BOJUT COPTUPOBKY JOKYMEHTOB I10 CIIOCOOY JOCTaBKU KOPPECHOHIEHIIMH aJpecaTy
(mpocras, 3aka3zHas, MeXayHapoaHas u Jp.). HenpaBunbHo oopmileHHBIE JOKYMEHTHI U
KOPPECHOHJICHIIUSI HECIY)KEOHOTO Xapakrepa K OTIpaBKE HE MPUHUMAIOTCA W
BO3BPAILAIOTCS JIMLY, IOArOTOBUBIIEMY JJOKYMEHT.

Otnpasisiemasl 10 NOYTE KOPPECHOHIAEHLUS IMPOXOAUT YIAKOBKY, aJpECOBaHHUE,
IIPOCTABJICHHE CTOMMOCTM IIOYTOBBIX YCIYI W IEpeaady Ha OTIPaBKy B MECTHOE
OTJICJICHHE CBSA3H.

Ha 3aka3Hyi0 KOppeCHOHJICHIINIO, Ha JOKYMEHThI ¢ MOMETKOW «/[ns ciay:keOHoro
MOJIb30BAHUS» COCTABIIICTCS PEECTP, KOTOPBIM 3aT€M BO3BPAILIAETCA CEKPETapr0 yueOHON
yacTW " (WJM) JMILy, OTBETCTBEHHOMY 3a BEJICHHE JCJIONMPOU3BOJACTBA, C PACIUCKOU
PaOOTHUKOB MOYTOBOTO OTAEJECHMS CBSI3M WM MHOTO JIMIA, 00ECIEYMBAIOIIETO OTIPABKY
JNOKYMEHTOB.

[lepenaua ¢ wHcCMoONb30BaHHEM CPEACTB (PAKCUMUIBHOM CBSA3M JIOKYMEHTOB,
CoJIepKalIUX CIIy:KeOHYI0 HH(OpMalLMIO OTPaHUYEHHOTO PAaCIPOCTPAaHEHUs, B TOM YHCIIE
c mnomeTkou «Jlms cayxkeOHOTO TMONB30BaHUS», HE paszpemaerca. Kareropudecku
3arpeniaercs nepeaaya rno cpeAcTBam (PaKCUMHIbHOM CBSI3U CEKPETHBIX JOKYMEHTOB.

C ucnonb30BaHUEM CPEACTB (DAKCUMMIBHOM CBS3M MOTYT OBbITh I€peJaHbl
MaTepuagbl TEKCTOBOIrO, TaOJIMYHOTO WIM TrpadUuecKoro XapakTepa, HCIOIHEHHbIE
TUNOTrpaCKUM, MAIIMHOMMCHBIM HIJIM PYKOMUCHBIM CIOCOOOM B YEPHOM WM TEMHO-
CHUHEM LIBETE C YETKUM M KOHTPACTHBIM HM300pa)keHueM (MepBbI€ AK3EMIUISIPbl WU UX
KCepOKONuu) Ha Oeyioii Oymare ¢ MUHUMAaJbHON BBICOTOM OykB U mudp 2 mMMm. O0bem
MepeaBaeMoro B TEYEHUE OAHOTO CEaHCa CBS3M JOKYMEHTA, BBIIIOJHEHHOTO Ha Oymare
dbopmara A4, He JOJDKEH MPEBBIIATH MSTH JIUCTOB.

OTBETCTBEHHOCTD 3a coJiep KaHue MH(pOpMaInK, epeaBaeMoi ¢ UCIIOJIb30BAHUEM
CpeIaCTB (aKCUMWIBHOM CBSI3M, BO3JAaraeTcsi Ha HUCHOJHUTENS, MOJArOTOBHUBILETO
(dakcorpammy 15 Iepeiayu.

Oco0eHHOCTH padOTHI € 3JIEKTPOHHBIMH JOKYMEHTAMH.
B 00pazoBaTenbHON OpraHU3aIiy CO3IAI0TCS U UCTIONB3YIOTCS:



. ANIEKTPOHHBIE JTIOKYMEHTHI, CO37aBaéMble B JJICKTPOHHOW Qopme 063
peIBapUTEIbHOTO JOKYMEHTUPOBAHUS Ha OYMa>KHOM HOCHUTEJIE;

. AJIEKTPOHHBIE 00pa3bl TOKYMEHTOB, MOJIyYEHHBIE B PE3yJIbTaTe CKAHUPOBAHUS
JOKYMEHTOB M XPaHSIIHECs B CUCTEME IJIEKTPOHHOTO JOKYMEHTO000POTA.

[Ipuem u oTnpaBka 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIIOTCS OTBETCTBEHHBIM 32
BEJICHUE JICJIONPOU3BOICTBA B 00pa30BaTEIbHON OpraHu3aIuu.

DNEeKTpOHHBIE JOKYMEHTBI CO3/Ial0TCs, 00paldaThIBAIOTCS U XPAHSATCS B CHUCTEME
AIEKTPOHHOTO JOKYMEHTOO0OpOTa 00pa30BaTeIbHOW OPraHU3AIINH.

ONEeKTPOHHBIA JTOKYMEHT JOJDKEH ObITh odopmiieH Mo oOmMM IpaBHiIaM
JeJIONPON3BOACTBA U UMETh PEKBU3UTHI, YCTAHOBJICHHBIE ISl aHAIIOTUYHOTO JTOKYMEHTa
Ha OyMa)XHOM HOCHTEJNE, 32 UCKIIOUYEHUEM OTTHCKA TIeUaTH.

Jl51s moITBEP KICHUS TTOJIMHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTeIbHOMN
OpraHM3aIMH UCTIONB3YIOTCS IEKTPOHHBIE I pOoBbIe MoanucH. Vcnonb3yeMbie cpeacTBa
AJIEKTPOHHOM IU(PPOBOI MOAMUCH JOJKHBI OBITH CEPTU(ULIHUPOBAHBI B YCTAaHOBIEHHOM
HOPSJIKE.

Envnuneil ydyera 3J€KTPOHHOTO JTOKYMEHTa SIBJSIETCS AJIEKTPOHHBIA JIOKYMEHT,
3apEruCTPUPOBAHHBIA B CUCTEME AJIEKTPOHHOIO JIOKYMEHTOOOOpOoTa 00pa3oBaTElIbHON
OpraHu3anuu. DJIEKTPOHHBIA JOKYMEHT, MMEIOLIUN TMPUIOKEHUS, PETUCTPUPYETCS Kak
OJIUH JIOKYMEHT.

[Tocne oTmpaBKu 3JIEKTPOHHOTO TOKYMEHTA, 3aBEPEHHOT0 3JIEKTPOHHOW MOJIUCKIO
YIOJHOMOYEHHOTO JOHDKHOCTHOTO JIMIA, JAOCBUIKHA aJpecaTry ero KOMWW Ha OyMa)KHOM
HOCHUTEJIE, KaK TMpaBWiIo, HE TpeOyeTcsd, 3a HCKIIOYEHHEM OTBETOB Ha OOpaIieHHs
rpaxaaH, TMOCTYMUBIIUX TO WHGOPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHBIM KaHajgaMm, Ha
KOTOPBIE 3asBUTENIO JA€TCS MUCHMEHHBIM OTBET, HANPABISEMBIA 1O MOYTOBOMY aApecy,
YKa3aHHOMY B OOpaIllEeHUH.

HcnomHeHHBIE  DJIEKTPOHHBIE JTOKYMEHTHI CHUCTEMATH3UPYIOTCS B Jela B
COOTBETCTBUM C HOMEHKJIATypoil ie71 00pa3oBaTesbHOM OpraHn3alui U UHIEKCUPYIOTCS B
NOpSAJKE, YCTAaHOBJICHHOM B OTHOIIEHUU [I€JI, COCTaBJIEHHBIX M3 JOKYMEHTOB Ha
OymaxkHoM HocuTene. Ilpu cocTaBieHHMM HOMEHKJIATYphl i€ B 3aroJioBOK Jena
BKJIIOUAETCS YKa3aHUe « DJIEKTPOHHBIE JOKYMEHTBD).

NudpopmanuonHasi 0€3011aCHOCTb.

NudpopmanimonHsle pecypcsl  00pa3oBaTelIbHOM  OpraHU3alud 1O  JIOCTYIY
(BO3BMOXKHOCTU UCIIOJIb30BaHUS) TMOJPA3JCISIOTCd Ha OTKPBHITYIO (OOIIEAOCTYIHYIO)
uHpopmanuio,  chnykeOHyrl0  HHPopMauuMi W UHGOPMAIMI0O  OrPaHUYEHHOTO
pacrpocTpaHeHus (I0CcTyma).

K kareropuu OTKpBHITON HH(POpPMAIMH OTHOCHUTCS MH(POpPMAIUs, COASpKaIiascs B
JOKyMeHTaX " 0a3ax JaHHBIX 0O0pa30oBaTeNbHOM OpraHW3alud, HEMOCPEACTBEHHO
3aTparvBarolas mpaBa U MHTEPECHI TPaKIaH.

K xareropum ciyxebHol nHpOpMAIIMU OTHOCUTCS UH(POPMAIIUS, COACpIKaIIascs B
JOKyMEHTaxX W 0a3ax JaHHBIX 00pa30BaTEIBbHOW OpTraHW3alldU, MpETHA3HAYCHHAS s
JOJDKHOCTHBIX JIUIT U PAOOTHUKOB, TPU BBIMOTHECHUH HMHU CBOUX (PYHKIIMOHATBHBIX
00s3aHHOCTEM, HE 3aTparvMBarolias HANpsIMyK TIpaBa U WHTEPEChl TpaXIaH U HE
OTHOCSINASACA K KATETOPUU OTPaHUYEHHOT'O PACTIPOCTPaHeHUsI (JOCTyTa).

K kareropuu undopmaimu orpaHuYeHHOTO PACTIPOCTPAHECHUS (IOCTYTIa) OTHOCUTCS



uH(pOpMaIs, CoAepKaIIasiCs B TOKyMEHTax 1 0a3ax aHHBIX, BKIIOYAIOIIAsl CBEICHUS
KOH(UIEHIIUATILHOTO XapaKTepa.

Bes undopmanus, copeprxaniascss B JOKyMEHTaxX U 0a3ax JaHHBIX, [0 YMOJYaHHUIO
ABJISIETCSL OTKPBITOW U oOmienoctynHoi. MckitoueHue cocTaBisieT HHPoOpManus,
OTHECEHHAs! K KaTerOpUsIM CIIy>keOHON U OTpaHMYEHHOI'0 pacipocTpaHeHus (1ocTyna).

Joctyn monb3oBaTened K HMHPOPMAIMM OrPAHUYUBAETCA IyTE€M OTHECEHMS
uH(pOpMAaIIMU K COOTBETCTBYIOIIECH KATETOPUH U HAJIOXKEHUEM Ha HEE COOTBETCTBYIOIIETO
rpuda orpaHuueHus pacmpoctpaneHus. HHdopmaius OrpaHUYEHHOrO  JOCTYMa
cHaOxaetcs rpudom « /{711 cirykeOHOTO MOTB30BaAHUS.

[IpaBom oTHeceHuss WHGOPMALMKM K KAaTETOPUM OTPAHMUYEHHOTO JOCTyNa H
HAJOXKEHHsI COOTBETCTBYIOIIETo Tpuda obnagaeT aBTOp JAOKYMEHTa MO COTJIACOBAHUIO C
PYKOBOAHUTENIEM 00pa30BaTeNbHON OpraHU3aIny.

JlokyMeHTupoBaHHasl HH(OpPMAaILHI OTPAHUYECHHOTO PACIIPOCTPaHEHUsI 0€3 CAHKIIHH
JOJDKHOCTHOTO JIMIA, YCTAHOBUBILEIO PEXUM OTIPAHMYEHHOTO pAaCIpOCTPAHEHUS IS
JaHHOTO JOKYMEHTa, HE TOJUISKUT pasriamieHuto (pacmnpocrpanenunto). Ilpenocrapnenue
MOJIB30BATENSIM JIOCTYNA K JaHHOM HMH(OPMALMK OCYIIECTBISETCS MCKIIOYUTEIBHO IO
COTJIACOBAHUIO C YKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM IYyTE€M IOJa4d COOTBETCTBYIOIIEH
3asBKHU.

JIOIKHOCTHBIE  JIMIA, NPHUHSBIIME peuieHrue o0 OTHECeHHM HH(pOpMaluy,
3a(pUKCUPOBAHHOW B JOKYMEHTE, K KaT€rOpHUH OTPAHUYEHHOI'O PacHpOCTPAHEHUs, HECYT
OTBETCTBEHHOCTh 33 OOOCHOBAHHOCTH IMPHUHATOIO PEIMICHHS M €ro COOTBETCTBUE
NEHUCTBYIOLIEMY 3aKOHOAATEIIbCTRY.

JInunble nena pabOOTHUKOB, JIMYHBIE KAPTOYKH PAOOTHUKOB, TPYAOBBIE KHUXKKHU
paOOTHUKOB, MpHUKa3bl MO JUYHOMY COCTaBy JOJDKHBI XpaHUThCA B cedde wumum B
METAJTNYECKOM IKady.

3anucu B TPYAOBOM KHUXKKE TMOJIUCHIBAET PYKOBOJAUTENb OOpa30BaTEIbHOM
OpraHu3aluy. YueT, XpaHEHUE U BblJady OJAHKOB CTPOrod OTYETHOCTH: AMILJIOMOB,
BKJIQJBIIIEHl K HHUM, CBUJETENIbCTB, YJOCTOBEPEHHUH BEIET 3aMECTUTENb TUPEKTOpa.
bnanku xpansitcs B ceride.

VYcTaHoBKa U 3KCIUTyaTalus NpOrpaMMHOIO 00eCieueHus, OJy4YeHHOTO U3 JTF0OBIX
HMCTOYHUKOB M  BBINOJHSIOUIETO (DYHKLUMH, HE CBSA3aHHBIE HEMOCPEIACTBEHHO C
BBINIOJTHEHUEM paOOTHUKAMHM CBOMX JOJDKHOCTHBIX OO0sI3aHHOCTEH, KaTeropu4ecKH
3anpenieHa.

Bes mpexacraBneHHas B 3JIEKTPOHHOM BHJE HMHGOpMalMs, MOCTYNamMas B
0o0pa3oBaTeNbHYI0 OpPraHU3alMI0, B O0SA3aTEJBHOM TMOPSAKE TMOJJIEKHUT IPOBEPKE
aHTUBUPYCHBIMU CPEJICTBAMHU.

DNEeKTpOHHAasi TMOoYTa MOXKET HCIOJNb30BAaThCA TOJB30BATENSIMH TOJIBKO IS
obmeHa nH(opMalueit, OTHOCAIICHCS K KaTerOPUHU, OTKPBITONU U CIY>KEOHOU. 3amperieHo
MCIIOJIb30BATh AJIEKTPOHHYIO TMOYTY JUIsl Tepeaadyd UH(OpMaluu, OTHOCSIIEHCS K
KaTeropuy OrpaHuYeHHOTO PacpOCTPAHEHUS.

6. KoHTpoJb 32 HCNOJHEHUEM JOKYMEHTOB

Opranu3zauus KOHTPOJIS.
KonTtponmto monnexar Bce 3aperuCTpUpOBaHHBIE JOKYMEHTHI, TpeOyromue



ucnonHeHusi. KOHTpOJb HUCHOTHEHUS TOKYMEHTOB BKIIIOYAET: Yy4yeT, IMOCTAHOBKY Ha
KOHTPOJIb, KOHTPOJIb CpPOKOB MCIIOJIHEHUS, HEMOCPEACTBEHHYIO IIPOBEPKY XO0Ja
UCIIOJTHEHUS, IPOBEPKY KAUECTBA UCTIOJIHEHH S, aHAIU3 PE3YJIbTATOB UCIIOJIHEHUSI.

KoHTposnb 3a ucrnogHeHnEM AOKYMEHTOB YCTaHABIMBAETCA B ILIENAX OOecleueHus
UX  CBOEBPEMEHHOIO M  KAYECTBEHHOTO  HCHIOJHEHMS, IIOBBIILICHUS  YPOBHA
OpraHU3aTOPCKON padOThl U UCTIOTHUTEIBCKON AUCIUILIAHBI.

[Ipy mocTaHOBKE NOKYMEHTAa Ha KOHTPOJIb Ha MPaBOM BEPXHEM IIOJIE JIOKYMEHTA
JIeaeTcsl OTMETKA O KOHTPOJIE, KOTOPYI0 0003HAYar0T CJIOBOM (IUITAMIIOM) «KOHTPOJIbY

KoHTponmo mopanexaT TmpuKasbl, pEIICHWS COBETOB, a TAaKXE JIOKYMEHTHI,
MOCTYHAIOIINE Ha UM PYKOBOJIUTENSI 00pa30BaTeIbHON OpraHU3alIHH.

OpraHu3anusi KOHTPOJIS UCIIOJIHEHHSI BKITFOYAET B CeO0s:

. ITIOCTAaHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHHUTOPHUHT UCIIOJIHEHUS KOHTPOJIBHBIX IOPYYEHUN JOKYMEHTOB;
. CHATHUE UCIIOJIHEHHOTO JOKYMEHTA C KOHTPOJIA;

. HaIIPaBJICHUE UCIIOJHEHHOTO JOKYMEHTA B JIETIO0.

PykoBoauTenu CTpyKTYpHBIX MOJpa3JeieHuil 00s13aHbl pacCMaTpUBaTh COCTOSIHUE
WCIIOJIHUTENIbCKOW JTMCUUIUIMHBL MO JOKyMEHTaM C NOPYYEHUSIMU aIMUHUCTpaIuU
o0pa3oBaTeNpbHON OpraHu3aluy, a TakKkKe JOKYMEHTbI, TMOCTYNUBIIME B aJapec
CTPYKTYPHOT'O MOJPA3ACICHHS U TPEOYIOIINE UCTIOTHEHUS, U TIOJITOTOBKU OTBETA.

JIOKyMEHT CUMTAaeTCsli HCIOJHEHHBbIM, KOTJa pEIIeHbl OKOHYAaTEeIbHO BCE
MOCTAaBJIEHHBIE B HEM BOIIPOCHI U COOJIIOJIEHBI CIETYIOIINE CPOKH:

. €CJIU B JOKYMEHTE MOCTABJIEH CPOK UCIIOIHEHUS — B YKa3aHHBIA CPOK;

. JIOKYMEHTBI 0€3 yKa3aHUsi CpPOKa UCTIOTHEHUSI — B MECSUHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCS MOMETKA «CPOUYHO» — B TPEXTHEBHBIN CPOK;

. nopy4eHusi 0e3 ykazaHus KOHKPETHOW JIaThl MCIIOJIHEHHS — B MECSYHBIN
CPOK;

. C IOMETKOM «ornepaTuBHO» — B 10-THEBHBII CPOK;

. no OOpallleHUusM TpakIaH, TPEOYIOIUM JTOTOJHUTEIHLHOTO H3YyUYCHUS H

MPOBEPKH, — JI0 OJIHOTO MECsa CO JHS PErucTpaluu, Mo OCTAIbHBIM — He OoJsee 15
JTHEH.

Cpok ucuucisieTcs B KAICHAAPHBIX JHSAX C JaThl TOJAMKUCAHUS TOKYMEHTA.

Ecnu mocnennuii 1eHb MCIIONHEHUS JOKYMEHTa MPUXOIUTCS Ha HEepabouyuil NIeHb,
OH TOJICKUT UCIIOJIHEHUIO B TIPEIIIECTBYIONIUN eMy paOounii eHb.

[Ipn HEOOXOAMMOCTH MPOIJICHUS CPOKA MCIOJHEHHUS JTOKYMEHTa OTBETCTBEHHBIN
WCIIOJTHATENIb TIPEJACTABISICT HA WMS PYKOBOAMUTENS OOpa30BaTEIbHOW OpTaHU3AIINH,
JABIIET0 MOPYyYCHHE, MOTUBUPOBAHHYIO MPOCKOY O €ro MPOAJICHWH HE TO3JIHEE YeM 3a
TPU JHS JO WCTECUYCHUS YCTAHOBJIEHHOIO CpPOKAa, C 4YE€M CBOEBPEMEHHO II€pENacTCs
nH(popMaIus B MpUEMHYI0 PYKOBOJIUTENSI 00pa30BaTeIbHONM OpraHU3alliH.

IMopsaaok CHATHSI JOKYMEHTOB ¢ KOHTPOJIS.

JIOKyMEHTBI CHUMAIOTCSI ¢ KOHTPOJIS, €CIIU PEUICHbl TOCTABICHHbIE B HUX BOMPOCHI
WJIM aBTOpaM JiaH OTBET M0 CYIIECTBY.

Ecnu no paspemaeMomy BONpPOCY OKUIJAETCS OTBET, TO OH BMECTE C KONUEW OTBETa



3asIBUTEII0 MOXKET HAXOIUTHCS Y UCIIOJIHUTENSI HA KOHTPOJIE.

[IpoMexyTOUHBII OTBET, pABHO KaK M 3alpOC MO HCIOJHAEMOMY AOKYMEHTY WIIH
YaCTUYHOE MCIIOJHEHNE MIOPYUYECHUS, HE SIBISECTCSI OCHOBAHHMEM ISl IPU3HAHUS IOKYMEHTA
UCIIOJTHEHHBIM.

CHATP JOKYMEHT C KOHTPOJISI MOYET TOJBKO JOJDKHOCTHOE JIMIIO, KOTOPOE
MOCTaBUJIO €r0 Ha KOHTPOJIb.

OcHoOBaHMEM [JIs1 CHATUSA C KOHTPOJS JOKYMEHTOB C MOPYYECHHUSIMUA PYKOBOAUTENS
0o0pa3oBaTEeNbHON  OpraHM3aluy  SBJIAETCS  JIOKYMEHT — OTBET, MOANHCAHHBIN
PYKOBOJHTENEM, €ro 3aMecTUTeNeM, JHOO cropaBka OO0 HCIOJHEHHH [TOKyMEHTa 3a
MOANKCHIO PYKOBOJUTENS CTPYKTYPHOTO MOAPA3ACICHHUS.

Ecnu Bce mocTaBieHHbIE B JOKYMEHTE BOIIPOCHI PEUIEHBI B ONIEPATUBHOM OPSJIKE,
0€3 MOJArOTOBKM MHUCHMEHHOTO OTBETA, MCIOJHHUTENb HAa JOKYMEHTE JeJaeT KPaTKYIo
3alMCh O PEIIEHHH BOIPOCAa, YKa3blBA€T JaTy M MOJIUCH, MOCIE YEero JIOKYMEHT
IIOMEIIAETCS B JIEJI0.

7.Y4eT U XpaHeHHe NevyaTeil, ITAMIIOB U 0JIAHKOB.

OO0s13aTeNbHOMY yUeTy MOJIeKaT BCe BUJBI IeYaTel U ITAMIIOB, OJaHKU CTPOrOn
OTYETHOCTH, KOMAaHIUPOBOYHBIE YIOCTOBEPEHHS, CIYXEOHbIE 3aJaHUs, TPYIOBbIE
KHUKKH.

VYyer Bcex meyaTeil U MITaMIOB, UMEIOIIUXCA B 00pa30BaTEIbHOM OpraHU3alluH,
BEJIETCSI B CIIEHMAIHOM JXypHale (npunosicerue 2).

JKypHanel yyera BKIIIOYAKOTCA B HOMEHKIATYPY Jneil. JIMCTBI uMX HyMepyroTcs,
ITPOIIMBAIOTCS U ONIEYATHIBAIOTCS.

[leyaTu 1 mWITaMIbl JOJHKHBI XPAHUTHCS B ceiiax WM METaJUIMYECKUX mKadax.

OTBETCTBEHHOCTh 32 XPAaHEHUE M HCHOJIB30BAHHWE II€YATEM, IITAMIIOB HECYT
JIMLA, OTBETCTBEHHBIE 3a BEJCHUE IEIONPOU3BOICTBA.

YHuuTOKEHHE OJIAHKOB MPOU3BOAMUTCS MO aKTy C OTMETKOM B COOTBETCTBYIOIIHUX
KypHaJIax y4eTa.

IleyaTn ¥ IITaMIIBI YHUUYTOXKAKOTCS 110 AKTY.

[TpoBepka Hanuuus nevaTel, ITaMIOB U OJIAHKOB, a TaK)XKe MOPsIJIKa UX XPaHEHUS U
WCIIOJIb30BaHUs MPOU3BOAUTCSA KOMUCCHUEH HE PEKE OJHOIO pas3a B roj OJHOBPEMEHHO C
IIPOBEPKON COCTOSHUS 1€JIONIPOU3BOJICTBA.

8.CocTaBiieHre HOMEHKJIATYPHI Ael.

Homenkiaatrypa naen - 3To 00s3aTeNbHBIA ISl KaXaoW oOpa3oBaTeIbHON
OpraHu3allid CUCTEMATHU3UPOBAHHBIM TIepeYeHb HAUMEHOBAHUMN (3aroJIOBKOB) e,
KOTOpbIe (DOPMHUPYIOTCS ¢ YKa3aHHEM CPOKOB XpaHEHUs e (npunosicerue 4).

Homenknatypa pgen mnpeaHasHaueHa il  YCTAHOBKM B 00pa3oBaTeIbHOM
OpraHu3allud €IUHOTO Topsiaka (OpMHUpPOBaHUS [eJ, OOecTHedeHus UX YydeTa,
ONEPaTUBHOIO TMOUCKA JOKYMEHTOB MO MX COJEPKAHHUIO U BUJY, ONPEACIICHHS CPOKOB
XpaHEHUs JeJl W SBISETCS OCHOBOM I COCTABJIEHUS OIMMUCEH JIeNl MOCTOSIHHOTO U
nuTenbHOro (cBbiiie 10 yeT) XpaHeHus, a Takxke Ui yuera Aen BpemeHHoro (go 10 mer
BKJIIOUMTEINIHO) XpPAHEHUSI.



B rpage 1 HOMEHKIAaTyphl [O€ NPOCTABIAIOTCS MHACKCHI KAXKIOro Jena,
BKJIFOUEHHOTO B HOMEHKIaTypy. HIeKc niena cocTouT u3 Hu(poBOro 0OO3HAUYECHUS W3
MITATHOTO PACHUCaHUs 00pa30BaTENbHOW OpraHu3aluu (KojJa) U MOPSJIKOBOTO HOMeEpa
3aroJioBKa Jiejia mo HoMeHkiarype. MHaekcsl aen o0o3HavyaoTes apabckuMu nudpamu.

[Tpumep —

12-05, rne 12 — ob6o3naueHue (koma), 05 — MOPSIKOBBIN HOMEp 3arojioBKa Jiejia B
paszesie HOMEHKJIATYphl J€El.

B rpage 2 HOMEHKIIATYpBI 1€ IPONMCHIBAIOTCS 3arOJIOBKH €.

3aroyioBOK Jiena JOJDKEH YEeTKO B CyKaToi 00001eHHoN hopMe oToOpakaTh COCTaB
U COJIepKaHUE JTOKYMEHTOB Jena.

B 3arosioBkax JHMYHBIX W APYrHX €, COAEpPKAUMX JOKYMEHTBl II0 OJHOMY
BOIIpocy, yrnorpedasercs tepmun IEJIO.

B 3arosoBkax e, coAepKalluX IIAHOBO-OTYETHYIO JTOKYMEHTALMIO, YKa3bIBAECTCS
nepuos (Mecsiy, KBapraj, IOJYyrojue, roja), B KOTOPOM IUIAHUPYETCS CO3JaHUE
JOKYMEHTOB WJIM TIEPUOJ UX (PAKTUUECKOTO BBIIOIHEHMUS.

Bo Bpems pa3MmelleHHs 3aroJIoOBKOB JI€J1 B HOMEHKJIATYpEe YUUTBIBAETCS Ba)KHOCTH
JOKYMEHTOB, BKJIFOUECHHBIX B JIEJI0, UX B3aUMOCBs3b. B Hauase pacrnoiaararoTcs 3aroJoBKU
JIEJI B OTHOIIIEHUH JOKYMEHTOB, IIOCTYIIMBIIUX OT OPraHOB BBICIIETO YPOBHS, AAJIEE - IO
OpraHU3alMOHHO-PACIIOPSAUTEIBHON TOKYMEHTALNUH, TUIAHOBO-OTYETHOM JTOKYMEHTALIHH,
[IEPENUCKE, YYETHO-CIPABOYHBIM BHJAaM JOKYMEHTOB. B Kaxnoll M3 3THUX TIpyII
JOKYMEHTBI TAK)KE PAa3MEIAIOTCS C YYETOM 3HAYMMOCTU U CPOKOB XPAHEHUS.

I'pada 3 HOMEHKNATYpHI JI€]T 3aNOHAETCS B TEUEHUE KAJEHIAPHOTO TOJla — IpH
(OpMHUPOBaHUU HOBOTO JEJIA, IIPU 3aKPBITHH JI€JIa U IO OKOHYaHUH KaJEHAApHOTO TO/a.

[To moctmxenun nenom oobema B 250 JHMCTOB, TOM 3aKpPHIBACTCS U OTKPHIBACTCS
HOBBII TOM. B rpade mocnenoBatenbHO YKa3bIBalOTCSI HOMEpa TOMOB M KpaWHUE AaThl
JOKYMEHTOB Ka)J0ro TOMa.

[Tpumep —

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

DNEeKTpOHHBIE Jl€J]la HAa TOMA HE pasleisatoTcs. Bce 3JIeKTpOHHBIE JTOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKIIOYAIOTCS B OJJHO JIEKTPOHHOE JEII0.

B rpade 4 yka3piBaeTcs CpOK XpaHEHHUA Jejla, HOMepa CTaTed MO TUIIOBOMY HIIH
BEJJOMCTBEHHOMY ME€peuHIo, (efepalbHOMy 3aKOHY WJIM HWHOMY HOPMAaTUBHOMY
[IPaBOBOMY aKTy, a IPU UX OTCYTCTBUU — IO THUIIOBOM WJIM NPHUMEPHON HOMEHKJIAType
nen.

B rpade S «lIpumedanue» yKa3bIBalOTCS CIEHHAIBHBIE CPOKH XPAHEHUS,
MPOCTABIISIIOTCS. OTMETKA O 3aBEACHUM Jell (B TOM 4YHCIE€ B JJIEKTPOHHOM BHUJE), O
BBIJICJICHUH €)1 K YHUUTOKEHHUIO 10 UCTEYEHUH CPOKOB MX XPAHEHUs, O MECTE XPaHEHUS
MO/JIMHHUKOB JIOKYMEHTOB, O Iepefaye JIeJ B IPYryl0 OpraHu3aluio A NpOAOJIKEHUS U
ap. B rpade aenawTcsi 0OTMETKH O NepPexXOAsIMX JeJax ¢ yKa3aHMeM CTaporo
HH/IEKCA JIe]Ia B CIIy4Yae €ro U3MEHEHMUS.

[Tpumep —

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

[To nenam, KOTOpbIE MO KAKUM-IUOO MPUUYMHAM B TEUEHHUE T'OJa HE 3aBOJUIINCH, B
rpade  «IlIpumeuanue»  HOMEHKIATypbl  JieJd Jejaerca  3amuch —«Jlemo  He
3aBouIIOCH». [Ipu 3TOM B rpade 3 mpocTaBiIseTcst MPOYEpK.



[To oxkoHYaHWHM ToJa B KOHIIE HOMEHKJIATYpPHI JIEN NETAeTCs WTOTOBas 3aIucCh O
KOJIMYECTBE 3aBEICHHBIX JIe] (TOMOB).

9. ®opmupoBanue u opopmiieHue ael.

dopmMuUpoOBaHHE eI,

dopMupoBaHUE J€N - 3TO TPYNIHUPOBKA HCIOJIHEHHBIX JTOKYMEHTOB B J€lia B
COOTBETCTBUM C HOMEHKJIATYPOU JEN.

Bo Bpemst popmupoBaHus A€ clieAyeT NpUaep>KUBaThCs TAKUX OOIINX MPaBUITL:

- IOMENaTh B JieJla TOJbKO HWCIOJIHEHHBIE JOKYMEHTBI B COOTBETCTBUU C
3aroJIOBKaMu el B HOMEHKIIATYDE;

- TPYNIHUPOBATH B Jiela JOKYMEHTBHI, BBIIIOJHEHHbIE B TEUEHUE OJHOTO
kaneHgapHoro roxa (01.01-31.12), 3a uckirodyeHHeM NEpexXOoAsIIMX Jen (BeayTcs B
TE€YEHUE HECKOJIbKUX JIET), JIMYHBIX JET;

- IOMENIATh B JieJa TOJIbKO OPUTHMHAIIBI WM, B CIIy4ae UX OTCYTCTBUS, 3aBEPEHHBIC B
YCTAHOBJIEHHOM MOPSIKE KONTUU JOKYMEHTOB;

- HE JIONyCKaThb BKIIOYEHUS B JieJla YEPHOBBIX, JHUYHBIX JOKYMEHTOB,
Pa3MHOXXEHHBIX KOMHWIM U JOKYMEHTOB, MOJJIEKAIIUX BO3BPATY; Pa3ACIbHO IPYNIUPOBATh
B JIeJIa JOKYMEHTBI TIOCTOSIHHOTO U BPEMEHHOI'O XPaHEHUS;

- 10 00bEMy 110 He TOJKHO npeBbiaTh 250 muctoB (30-40 MM TONIIMHON).

PacrionoxeHnue MOKYMEHTOB BHYTPU J€JI NPOU3BOJUTCA B XPOHOJOTHYECKOM
MOPsIZIKE, P KOTOPOM HamOoJiee paHHUE TOKYMEHThI pacIioyiaraloTcs B Havaje Jiena.

[TonoxxeHus, mpaBuiia, UHCTPYKUHUHU U T. M., YTBEPKIACHHBIE PACTIOPSAUTEIHLHBIMU
JTIOKYMEHTaMU, TPYNIIUPYIOTCSI BMECTE C YKa3aHHBIMHU JJOKYMEHTaAMH.

[Ipuka3el MO OCHOBHOM JE€ATEIBLHOCTH (DOPMHUPYIOTCS OTAEIBHO OT MPHUKA30B IO
KaJIpOBBIM BOTpocaM (JIMYHOMY COCTaBy) (Ha3HAauY€HUE, MEepeMeEIIeHUE, YBOJbHEHUE
COTPYIHHMKOB) M OT IPUKA30B 00 OTITyCKax, KOMaHAUPOBKaX U T.].

[IpoTokombl 3acenaHuil KOJJIETHAIBHBIX OPTraHOB 00pPa30BATEIbHONW OpraHU3alluu
TPYNIHUPYIOTCS B JIeJla B XPOHOJIOTMYECKOM TMOPSAJKE M 1O HOMEpaM B IMpeaenax
KaJICHAApHOTO ro/1a. JJOKyMEHTHI K 3acelaHusIM YKa3aHHBIX OPraHOB CUCTEMATU3UPYIOTCS
10 JaTaM U HOMEpaM MPOTOKOJIOB, a B MPeeax IPyIIbl JOKYMEHTOB, KOTOPBIE KaCAtOTCA
OJIHOTO ITPOTOKOJIA, - IO MIOBECTKE JIHS 3aCEAaHusl.

[lepenucky cienyeT rpynnupoBaTh B Jiejia 3a MEPUO/ KAJICHIAPHOTO roja. B
JIEJI0 TEPENUCKU MOMEIIAIOTCA BCE JOKYMEHTHI, BOSHUKIIME B XOJ€ PELICHUs BOIpOca.
[lepenucka cucTeMaTU3UpPyeTCss B XPOHOJIOTMYECKOW IMOCIEI0BATEIbHOCTH; JTOKYMEHT
OTBET MOMEIAETCA 3a IOKYMEHTOM-3aIIPOCOM.

Odopmirenue gei.

Jlena oOpa3oBaTeIbHOM OpraHU3alliy MOIeKAT O(DOPMIICHHIO TIPH UX 3aBEICHUU U
10 3aBEPIICHUU TOJIa.

OdopmiieHne nena — MOATOTOBKA Jiefla K XPaHCHHWIO BKIIIOYAET B Ce0s KOMILJIEKC
paboT MO OMMCAHMIO Jieia Ha OOJIOKKE, MOJIIMBKE, HyMEpalliy JINCTOB M COCTABJICHHUIO
3aBepuTenbHON Haamucu. OGopMieHue aen TPOBOIUTCS PaOOTHUKAMH OpraHU3allid, B
00S13aHHOCTH KOTOPBIX BXOIUT 3aBeAcHHE M (HOPMHUPOBAHME €T, TIPH METOJIMUYECKOU



MTOMOIIY ¥ TI0JT KOHTPOJIEM OTBETCTBEHHOTO 33 apXHB 00pa30BaTeIbHON OpraHU3allnu.

B 3aBHCHMOCTH OT CpPOKOB XpaHEHHs TIPOBOAUTCSA TIOJHOE WJIM YacTUYHOE
odopmIICHHE JICII.

[TorHOMY OOPMIICHHIO MOJIEXKAT JIeja MOCTOSHHOTO, BpeMeHHOTO (cBbImIe 10 ser)
XpaHeHus: (10 JTUYHOMY COCTaBY, JUYHBIE JIeJa YBOJEHHBIX paboTHUKOB). [lomHoe
odopmiieHrE AeTa peayCMaTPUBACT:

. HOJIIMBKY WU TBEPAbIH MEperieT Aena;

. HYMEpALHIO JUCTOB B JIEIIE;

. COCTaBJIEHUE JIUCTA-3aBEPUTEIIS;

. COCTaBJICHHE B OCOOBIX Ciiydasx (IpH OopOpMIIEHUH JTUYHBIX JEJ, IS y4eTa
0c000 IIEHHBIX TOKYMEHTOB) BHYTPEHHEW OMKICH JJOKYMEHTOB JIeJ1a;

. BHECEHHE HEOOXOAMMBIX YTOUHEHHUH B PEKBU3HUTHI OOJOXKKHA Jena

(YTO‘{HGHI/Ie Ha3BaHUA IMOAPA3ACIICHUA, MHACKCA U 3daI'0JIOBKA OCJIa, AaThI ACJIa U I[p)

Jlena BpemenHOro (o 10 JleT BKIIOYUTEIBHO) XPAHCHHS IOJICKAT YACTHUHOMY
odopmiteruto. [lomyckaercs:

. XPaHUTb ACJIa B CKOPOCIIUBATCIIAX

. HC IMMPOBOJUTDL NICPCCUCTEMATHU3AINIO JOKYMCHTOB B JICJIC,
J JIMCTBI AC€JIa HC HyMCPOBAThb,

U 3aBCPUTCIIBHBLIC HAAIIUCH HC COCTABJIATD.

JIOKyMEeHTBI, MOJyIeKAIME TOJHOMY O(OPMIICHHIO, TOJIIMBAIOT Ha YEThIpE
MPOKOJIa B TBEPAYIO OOJIOKKY M3 KapTOHA WJIM IMEPEIUIETAIOTCS C yYE€TOM BO3MOKHOCTHU
CBOOOJTHOTO YTEHHUSI TEKCTa BCEX JOKYMEHTOB, JIaT, BU3 W pe3ontonuid Ha Hux. [lpum
MOATOTOBKE I K MOIINBKE (TMEPEIIeTy) METAIUTMYECKUE CKpeTieHusT (CKOOBI, CKPETTKHU)
U3 JIOKYMEHTOB yAJIStOTCs. Jlena moCTOSSHHOTO XpaHeHUsI, COCTOSIINE U3 He(OopMaTHBIX
JIOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEPJIbIX MAMKax ¢ TPEMs KJIallaHAMHU U C 3aBSI3KaMHU.

[Ipu Hanuuuu B Aejie HEBOCTPEOOBAHHBIX JIMUHBIX JTJOKYMEHTOB (TPYIOBBIX KHUXKEK
U Jp.) OTU JOKYMEHTHI BKJIAQJbIBAIOTCS B KOHBEPT, KOTOPBIN 3aT€M MOJIIUBAETCS B ATO
neno. [lpu Hanuuuu GONBIIOr0 KOJIUYECTBA TAKUX JTOKYMEHTOB OHM MOTYT M3BIMAThCA U3
JIeJ, U HA HUX COCTaBIISIETCA OT/AENIbHAS OIHUCH.

B KkoHIle Kaka0ro Jera MOJIIMBAIOTCA YUCThIe OnaHkKu (OpM IJis 3aBEPUTEIHHOM
HaJIIUCH.

B uensx obOecniedeHHs COXPAaHHOCTH M 3aKPEIUICHHS TMOPSAKa PACIOI0KEHUS
JOKYMEHTOB, BKIIIOYEHHBIX B JI€JI0, BCE JIUCTHI, KPOME 3aBEPUTEIBHOTO, HYMEPYIOTCS
apabckumu 1udpaMu B MPABOM BEPXHEM YTy, HE 3a/ieBasi TEKCTa IOKYMEHTA, ITPOCThIM
rpa@uUecKkuM KapaHJAIlOM WM HYMEpaTopoM. YTOTpeOJeHHUE UYEePHUI M IBETHBIX
KapaHjalie s HyMepaluu JHUCTOB 3amlpeliaeTcs. BHYTpEHHsII ONUCh HMEET
CaMOCTOSITENIbHYIO HyMEpPAIHUIO.

Jluctel 1€, COCTOSIIMX M3 HECKOJIBKMX TOMOB WJIM 4YacTed, HyMEpyITCS II0
Ka)XJIOMY TOMY WJIM YaCTH OTJICJIbHO.

doTtorpadun, 4EPTEKU, AUATPAMMBI U JIPYyTUe WIUTIOCTPATUBHBIE U crielu(pUIeCcKue
JIOKYMEHTBI, IPEACTABIISAIONINE CaMOCTOATENIbHBIM JIMCT B Jielie, HYMEpPYyKTCS Ha
000pOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

CnoXeHHBIN JIUCT pa3BOpayMBaeTCsl U HyMEpPYyeTCsl B MpaBOM BepxHeMm yriy. [lpu



3TOM JIMCT J1000r0 popmara, MOJMIUTHIN 32 OIMH Kpail, HyMepyeTcsl KaK OJUH JIUCT; JIUCT,
CJIOKEHHBIN U MOJIINTBIA 32 CEPEAUHY, IOJUICKUT MEPEIINBKE U HYMEPYeTCsl KaKk OJUH
JIUCT.

[lopmnTeie B AEJIO0 KOHBEPTHI C BIIOKCHUSMU HYMEPYIOTCS; IPU OTOM BHadale
HYMEPYETCSl KOHBEPT, a 3aTEM OYEPEAHBIM HOMEPOM Ka)KJ10€ BIIOKEHHUE B KOHBEPTE.

[TonmmTele B 11€10 JOKYMEHTHI C COOCTBEHHOW HyMepauued JUCTOB (BKIIOYast
[eYaTHblE W3JlaHusl) MOIYT HYMEpoBaTbCcd B OOLIEM TOPSAKE WIM COXPaHATH
COOCTBEHHYIO HYMEpAIMIO, €CIId OHa COOTBETCTBYET IMOPSIKOBOMY PaCIHOJIOKEHHUIO
JIUCTOB B JIEJIE.

B cnyyasx oOHapyXeHHsl OOJIBIIOrO 4YKCia OIIMOOK B HyMEpPALMH JUCTOB J€jla B
JEJIOMPOU3BOACTBE IPOBOAUTCSA UX NiepeHyMepauus. [Ipu nepeHyMepanuu JucToB cTapble
HOMEpa 3a4EPKMBAIOTCS OJHOW HAKIIOHHOM YEpPTOM M PSAAOM CTAaBUTCS HOBBIM HOMED
JUCTA; B KOHIIE Ji€Ja COCTAaBJISETCS HOBas 3aBEpUTEIbHAS HAANKCh, IPU 3TOM CTapas
3aBEPUTEIIbHAS HAJIIMCh 3a4€PKUBACTCS, HO COXPAHAETCS B JEJIE.

Jlyig ydyeta KOJM4eCcTBa JIUCTOB B Jelie U (pUKcallMu 0COOEHHOCTEN MX HyMepaluu
COCTABJISIETCS] 3aBEPUTENIbHAs HaANMCh Aena. OHa COCTaBISETCS B JEJIe Ha OTAEIbHOM
JUCTE — 3aBEpUTENE Jejla. 3aBEPUTENIbHAS HAANKMCh COCTABIIIETCS IO YCTAHOBJICHHOU
dhopme.

Bce nocneayroiue n3MEHEHUs! B COCTaBE U COCTOSTHUM Jiena (IOBPEXACHUS, 3aMEHa
IIO/UIMHHBIX JOKYMEHTOB KOIHSMH, IPUCOCIMHEHHE HOBBIX JIOKYMEHTOB M T. 1.)
OTMEYAIOTCS B 3aBEPUTEIBHON HAIIUCH CO CCBUIKOM HAa COOTBETCTBYIOIIUM AKT.

O0610KKa JIe71 OCTOSIHHOTO, BpEMEHHOTO (cBbiiie 10 JieT) XpaHEeHUs U TI0 JTUYHOMY
cocTaBy 0()OpMIISIETCS 10 YCTAHOBIIEHHOM (hopMe.

Ha o0noke e MOCTOSHHOTO XpaHEHUs BBEPXY MPEAYCMATPUBAETCS MECTO IS
HAaMMEHOBAHUS TOCYJAPCTBEHHOIO apXWBa, B KOTOPbIM OHU OynyT MEpelaHbl, a TaKKe
apXMBHOTO K(pa B IPaBOM BEPXHEM U JIEBOM HIXKHEM YTJIax.

[Tpu odopmuenun o610xkKu nen HauMeHoBaHHUe 11Ikosbl yka3bIBaeTCsl MOTHOCTHIO
10 YCTaBy, B UMEHUTEJILHOM IaJIeXKe, COKPAILIEHHOE Ha3BaHUE — B CKOOKaXx.

OOs13aTeNIbHBIMM  PEKBU3UTAMU OOJIOKKM JieJia SIBJISIETCSl yKa3aHHWE KOJUYEeCTBA
JIUCTOB B JIeJ€, KOTOPOE MPOCTABISAETCS HA OCHOBAaHUM 3aBEPUTEJIHON HAJNUCHU JAela, U
CpOKa XpaHeHus Jena (Ha J[Aenax TIOCTOSIHHOTO XpPAaHEHUs TMHIIETCS: «XPaHWUThb
MOCTOSIHHO»), KOTOPBIM MEPEHOCUTCS] Ha OOJIOKKY JieJia U3 HOMEHKJIATYphbl MOCIEe CBEPKU
€ro 0 CPOKaM XPAaHEHUS B IIEPEUHE.

JInst yueta JOKyMEHTOB ONPEEICHHBIX KATErOpUid J1eJ MOCTOSHHOIO U BPEMEHHOTO
(cBpimie 10 g;er) XxpaHeHus, y4YeT KOTOPBIX BbI3bIBACTCS CHEUU(UKON JaHHON
JOKyMEHTalMu (JIMYHble Jefia, 0co00 IIEHHBIE), COCTABISICTCS BHYTPEHHSSI OIUCH
JOKYMEHTOB JIefa.

BHyTpeHHIOI0 OMUCh HEOOXOAMMO TaKK€ COCTABJISITH B JieJaX IMOCTOSIHHOTO U
BpeMeHHOro (cBeimie 10 JeT) xpaHeHus, COOPMUPOBAHHBIX MO PA3HOBHUIHOCTSIM
JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPKaHUE TOKYMEHTOB.

BHyTpeHHsIs onuCh COCTABISETCS HA OTJEIBHOM JIUCTE MO YCTAaHOBJIEHHOM (opme,
KOTOpasi COAECPKUT CBEACHUS O MOPAIKOBBIX HOMEpax JOKYMEHTOB J€ia, UX HHJIEKCax,
JaTax, 3aroJIoOBKax 1 HOMepax JIMCTOB JI€Ia, HA KOTOPBIX PACIIOIO0KEH KaXK bl TOKYMEHT.

K BHyTpeHHEN OIKCH JIe€J1a COCTABIISAETCA UTOTOBAs 3allCh, B KOTOPON YKa3bIBaCTCs
nubpaMu U MPOMHUCHIO KOJUYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO



JIMCTOB BHYTPEHHEN OIMCH.
BHyTpeHH:A OnUCh IOAINMUCHIBACTCS €€ COCTABUTEIEM C YKA3aHUEM JIOJKHOCTH,
HOJIUCH, paciin(pOBKU NOJIMUCH U HYMEPYETCS B JIEJI€ OTAEIBHO.

10.XpaHeHHe U YHHYTOKEHHE TOKYMEHTOB.

JlokyMeHTsl (#ena) ¢ MOMEHTa co3fgaHus (MOJMydeHus) Wik (HOPMUPOBAHUS
XPpaHATCS B OpPraHU3alMK JI0 TIepeladll apXUBHOMY YUPEKICHUIO.

PykoBomuTens 00pa3oBaTENbHON OpPraHM3allMKd U CHEIHATbHO Ha3HAYEHHOE JIUII0
(yrira) 00s3aHbBI 00ECTICYUTHh XpaHEHUE JOKYMEHTOB U JE.

Jlena MOMKHBI XpAaHUTHCS B BEPTHKAIBHOM TMOJOXKEHHMM B IIKadax, KOTOpHIE
3akpbIBatoTcs. Ha kopermikax o0m0keK Jes yKa3bIBaloTCsl HoMepa Jied.

Bbimaua €1 BO  BpEMEHHOE IIOJb30BaHUME pabOOTHUKaM 00pa30BaTeIbHOU
OpraHM3alMM OCYILECTBISETCS C YCTHOIO pa3pelleHHsl €ro PYKOBOAMTENSA, a JIPYTUM
YUPEXKIEHUSIM - C €ro NMHUCbMEHHOTO paspelieHus. Ha BblAaHHOE A€o COCTaBIseTCS
KapTOUKa - 3aMEHUTENb. B kapTouke yKa3bIBalOTCs HOMEp Jelia, 3aroj0BOK Jiefa, /1aTa ero
BbIJIaYM, JIMII0, KOTOPOMY JEJI0 BBIJAHO, AaTa €ro BO3Bpara, MOJMNHCH JIUL, KOTOPbIE
BBIIAJIU U IPUHSUIN JEJI0.

[TpenocraBienue nen BO BPEMEHHOE MOJIb30BAaHUE OCYIIECTBISIETCS HE Oojiee 4em
Ha OJTUH MECHIII.

W3baTHE JOKYMEHTOB U3 Jela TOCTOSHHOTO XpaHEHHWs 3ampemaercs. B
UCKITIOYUTENFHBIX CIydasX W3bATHE JOKYMEHTOB JOIyCKAeTCs C  pa3perieHHs
PYKOBOAMTENST 00pa30BaTENbHON OpraHW3aIllii C O00sA3aTeNbHBIM OCTaBJICHHEM B JEJe
3aBEPEHHBIX JIOJDKHBIM 00pa3oM KOTHiA.

[Tocne okoHYaHMS CpOKa XpaHEHHS JTOKYMEHTOB, KOTOpPbIE HE TOJJICKAT Iepeaayde
apXUBHBIM YUPEXKJCHUSAM, JOKYMEHTBHl CIIHCHIBAIOTCS KOMHUCCHEH 00pa3oBaTeabHOU
OpraHM3aly MO MPOBEACHHUIO 3KCIEPTU3bl LIEHHOCTH JOKYMEHTOB, KOTOPYIO Ha3HAuyaeT
PYKOBOAMTENb O0pa3oBaTeidbHOM oOpraHum3zauuud. Ha cnucaHHyl —JIOKyMEHTAIUIO
HKCIIEPTHAsE KOMUCCHUS COCTaBIISIET COOTBETCTBYIOIIMM aKT.

CrincanHasi JOKyMEHTAlMsI YHUUTOXKAETCS.



[IpunoxeHue 1

[Tpunoxenue 1

K TOJOKEHHUIO O BEICHUU JIETIOBOM TOKYMEHTAIlUU
B MBOY "OxkTsa6pnckast mkosa Nel"

IIpumepHas ¢popma :KypHaia yyera neyarei U IITAMIOB
o0pa3oBaTeIbHOW OPraHM3aluu

PesyabTaTsl .
HaumenoBanue . OTTHCK neYyaTel
HauMeHoBaHnue e;KeroJJHoM
nojpasjaejeHus , OrMeTKa 00 (IITAMIIOB)
neyaTu OTTHCK IMognucs, NPOBEPKHU T O3 CHIH
OJIKHOCTD JIst
Nen/m | (mramMma) , HHUOKA | HeYaATH a YAOCTOBEPSIOIIAs | HAJTHYHSA y r| A IMpumeuanue
noJiyyarenass u . HOMeEp YHUYTOKEHHS ,
TOp 3aKa3za, mTamMia) MmoJIy4eHue , xara | nedyareu
bamumns aKTa 4 Jara |jara
JaTa nHoCTynJaeHus U ITaMIIOB ,
noJry4arteJst BO3BpaTa
AaTa NPOBEPKH
1 2 3 4 5 6 7 8 9

IIpumepHas popma KHuru/ :xkypHaJjia perucTpauuu nNpuKa3on
o0pa3oBaTe/IbHOI OpraHnu3aunu.

ITo ocHOBHOI 1eITEJILHOCTH

Hara Cpok OtMeTKa 00 MCIIOJTHEHU U
No Homep
Conepxanne HcnosHuTenb  (MCHOJHEHHUS
n/n npuKasa
npuKasa
O nposeneHun 30.08.2022  [CusT ¢ KOHTpOISA
1 25.08. 74-0 KOMIUICKTOBAHAS | oorr 30.08.22
2022 NEaroru4ecKux
KaJpOB

ITIo kaapoBbIM BOpocam

|.N'9 | Jara npuka3sa \ Homep npukasa \

Bua npuka3sa

DUO corpyrHuka ’

OcHoBaHue




n/n

TJI Ne 25 ot
1 14.10.22 77-K [Tpuem dUO 14.10.2022
I1o KOHTHMHIeHTY 00yYaKOIUHUXCH
Ne Homep
[ara npuka3sa Buja npukasa ®U olyuaromerocs OcHoBaHue
n/n npuKasa
3asiBJIeHHE poAauTeaeh
1 28.09.2022 35-Y 3auncnenue )| ot 27.09.2022
No 46




[Tpunoxxenue 2
K TOJOXEHHUIO O BEJICHUH JI€JI0BOM JOKYMEHTAUH
B MBOYVY "Oxts0pbckas mkosa Nel"

IIpumepnas ¢popma Knuru/ ;KypHajia peructpanuu pacnopsizkeHui
o0pa3oBaTeIbHOM OPraHU3aIUN.

Ne i/ Hdara Homep Conenkanme KT0 moxmmean Cpok ucnosHenusi| Ormerka 00
B pacnopsi:KeHusl | pacnopsizKeHust ep " HUCIIOJTHEHUN
®.1O. O noesfe yyanuxcst Crar ¢
1 20.10.22 37-P o 3KCKH Z;mm 22.10.22 KOHTPOJIA
P 22.10.22
IIpumepnas ¢popma KHuru/ ;kypHaJia perucTpauuu nNpoToKkoja0B
00pa3oBaTeJIbHOM OPraHM3alUu.
Nenn/m | Ne mporokoga Mara ero IMoBecTka AHA

perucrpanuu




[Ipunoxenue 3
K TIOJIOKCHHUIO O BEICHUH JICIOBOM JOKYMEHTALUH
B MBOYVY "Oxts0pbckas mkosa Nel"

IIpumepHasi popmMa perucTpaMOHHOIO KYPHAJIA BXOASIINX T0KYMEHTOB
o0pa3oBaTeIbHOW OPraHM3aNuu

Jdara mocrynjieHust Pe3ouronust niamn
Ne i/ JAOKyMeHTa/ Jdara u Homep Kpatkoe conep:xanue KOMY HaNpaBJieH OtmeTka 00
BXOASIIIMIT HOMep JIOKYMEHTA, JOKYMEHT HCIOJTHEHU U
NMPUCBOEHHBII Koppecnonaent (moamuck,
aBTOPOM YAOCTOBEpPSIOLIAs
1oJiyueHue)
1 2 3 4 5 6 7

IIpuMmepHas popmMa perucTpalHOHHOIO KYPHAJIA UCXOAAIINX IOKYMEHTOB

o0pa3oBaTe/IbHOI OPpraHu3alnuu
Jlata m HoMmep

Perucrpauno JOKYMEHTA, Ha
Ne ara HHBII KpaTtkoe i
A Anpecart P KOTOPBLIN HUcnoaHuTeIb
n/n TOKYMEHTa | HOMep cojepKaHue maeTcst OTBET
ITOKYMeHTAa

1 0 3 4 5 6 7




[Tpunoxxenue 4

K IIOJIOKEHHIO O BEACHHUU IEI0BOM

JOKYMCHTAIlUU B

MBOY "Oxktsa6pbckas mkoja Nel"

HOMEHKJIATYPA JAEJI
MyHUIIUTIAJIBHOTO OKOIKETHOT0 00111e00Pa30BaATEIHLHOTO

yupe:kaenus ' OKTsaOpbckas mkosa Nel''

KpacnorBapaeiickoro paiiona Pecnyosiuku Kpbim

aKKpeIUTaluu

ct. 61 TIT2019

Ha 2023 roxa
Cpok
XpaHeHus
HNnpex KoanvecTBo P
3aroJioBoK jgena nejaa (Toma,
c e IIpumeuanue
(Toma,qacTn) YacTH)
aeaa (TomoB) .
u Ne craTeii mo
Ilepeunro
1 2 3 4 5
01. PykoBoacTBO (KaHLEJIAPUA)
HopMaTuBHBIC TPaBOBBIC aKThI
Jlo MUHOBaHHUS
OpraHoOB, OCYILECTBISIOLINX
aBJicHHE B chepe 0Opa3oBaHUS Haj00H0CTH
01-01 ygll?ﬂaMeHTI/I OLLLIe ’ . «O» cT. 3, 1. | 3aBedeHo
p pyIoll «O» cT. 4 TI1
00pa3oBaTeNbHbBIC OTHOIICHHUS.
2019
Komnu
ITocTossHHO ITocne 3ameHbl
01-02 | VYcras OO
ct. 28 TI1 2019 | HOBBEIM
Jlo MuHOBaHUs
CBHIETEIBLCTBO O IIOCTAaHOBKE Ha
01-03 eT B HajoroBoM oprane (MMHH) Haj00H0CTH,
7 P cr. 24 TIT 2019
01-04 CBHIETEILCTBO O BHECEHHUH 3aIINCH B ITocTostHHO
ETPIOJI cr. 24 TI1 2019
JIOKyMeHTHI (JIOrOBOp, KOHTPAKT,
CBUJCTENHCTBA) HA TIPABO Jlo nmuKBUAIIAN
01-05 |omepaTuBHOTO yIpaBICHUS OpTaHU3aIII
HMMYIIECTBOM, Ha IIPABO MOJIb30BAHUS ct. 93 TIT 2019
3eMEJbHBIM Y9aCTKOM
ITocne
TIPEeKpACHUS
01-06 |JIuueH3uu U TPUIOKEHUSI K HUM > et NEWCTBUS
ct. 55 TIT 2019
JIALIEH3UN
CBHUAETETBCTBO O TOCYIAPCTBEHHOMN Ho maKkBuAAIIM
01-07 g yAap OpraHu3aIum,




01-08

CaHuTapHO-3MHUIEMUOJIOTUYECKOE
3aKJIIOYEHHE Ha 00pa30BaTENIbHYIO
ACATCIIbHOCTb, CAHUTAPHO-
SMHIEMHOJIOIMYECKOE 3aKIF0UEHUE Ha
MCIUIUHCKYIO NCATCIIbBHOCTD

5 net, OIIK
ct. 429 TII1 2019

01-09

MyHuIMnaILHOE 3aaHUE

ITocTosiHHO
. «O» cT. 198

01-10

OT4eT 0 BBITOITHEHUH
MYHUITUIIAILHOTO 33JIaHUS

IlocTostHHO
m. «a» cT. 211

IIporpamma pa3Butus

IlocTostHHO

01-11 00pa3oBaTeIbHOTO YUPEIKICHUS cr. 193 TIT 2019
[IpoTokomsl 3acenanuii ITocTosiHHO
01-12 |memaroru4eckoro cosera u . «o» cT. 18 TII
JOKYMEHTBI K HUIM 2019
01-13 Kuwra ygyera nporokosos 10 ner
eJarornyeckoro CoBeTa cT. 335 TIMII
ITocTosiHHO
01-14 |IIpoTokoibl YIIPaBIISIOIIETO COBETA . «» cT. 18 TII
2019
ITocTostHHO
01-15 | IIpoTOKOJBI MOTICYUTEIHLCKOTO COBETA . «B» cT. 18 TII
2019
IIpoTOKOABI COBEMAHNI IPU Hocrosmmo
01-16 P m P m. «e» cT. 18 TII
TUPEKTOPE 2019
N 6 6 " ITocTostHHO
01-17 POTOKOJIBI OOIINX COOpaHUi 1. o oL, 18
paboOTHUKOB TII 2019
ITocTostHHO
01-18 |IIpuxa3bl MO OCHOBHOM JESITENEHOCTH . «a» cT. 19 TII
2019
Kuura perucrparyu npukasos I Hocrosmmo
01-49 OCHOBHF())??I eﬂI;eJLIlLHOCIT)I/I R IL. «@» cr. 182
o TII 2019
IIpuka3el 1O KOHTUHTEHT Hoctosmmo
01-20 og aa}z I/I)(()CSIO CHTY 1. «a» cr. 19 TII
yHarom 2019
Kuura perucrpanuu npukasos 110 Hocrosmno
01-21 KOHTI/IHI:‘GHT Eﬁu‘laIOPI/IXC}I m. «@» ct. 182
y obyHaiom TIT1 2019
ITpuka3sl o aAMUHUCTPATHBHO- > Jer
01-22 pHK o p . «Oo» ct. 19 TII
XO3AICTBEHHON AEATEIbHOCTH
2019
01-23 | Kaura perucrpanuy NpuKazoB 10 5 ner




aIMAHUCTPATUBHO-X03SIICTBEHHOMN

. «B» CcT. 182

NEeITEIbHOCTHU TII 2019
01-24 JlokasibHbIE HOPMATUBHBIE AKTHI 110 ITocTostHHO
OCHOBHBIM BOMIPOCAM cr. 8 TIT 2019
JIOKyMEHTBI 0 IpOBEpKax (aKThl,
01-25 |cnpaBkwu, mepenucka) opranamMu 10 et
’ cr. 141 TIT1 2019
TOCKOHTPOJIS (Haa30pa)
01-26 | MuCTpYyKIUS IO JEIOTPOU3BOCTBY Hoctosmmo Tocne samenbr
ct. 28 TI1 2019 | HOBBIMU
01-27 |1 [TocrosiHHO CTpyKTypHBIX N
OMEHKJIaTypa Ael or. 157 TII 2019 | OAPasaenenui
—3rona
01-28 OOpariieHust rpak/iaH U Mepenucka mno 5 nmet JIIK
HUX PACCMOTPEHUIO cr. 154 TIT 2019
JKypHai perucrpanuu oopareHuii > Jier
01-29 - Zg( aHp Tpanl paill . «&» cT. 182
P TIT 2019
Jo nuxkBuganuu
01-30 |Xypnaun yuera neyaTeil ¥ ITAMIIOB OpraHHu3aIu
cr. 163 TI1 2019
[Ipu orcyrcTBHM
KHUT, )KypHAJIOB,
01-31 AKTBI YHUYTOXEHUS I1e4aTed u 3 rona OTTUCKOB U
IITAMIIOB cT. 164 TII 2019 | cnenkoB — oo
JIMKBU AN
OpTraHu3aIuu
JKypHan peructpauy BXOISIIAX > Jier
01-32 O}I]<pMeH"1;)OB panl JU . «T» CT. 182
HOKY TIT2019
JKypHan peructpaii UCXOISIINAX > Jet
01-33 0}11<p MeHTPOB panl JUAL II. «» CcT. 182
HOKY TII 2019
o ITocTostHHO
01-34 | I[TyOnwmuHBIi TOKTa O pabOTE MIKOIBI or. 209 TII 2019
ITocTostHHO
01-35 | Otuer 0 cam000CIETOBAHUHI or. 209 TIT1 2019
TTocTosHHO
01-36 |T'omoBoii miiaH pabOTHI MIKOJBI . «a» cT. 198
TI12019
OnepaTuBHBIE TUTaHBI (KBapTaIbHBIC /1o MuHOBaHHA
01-37 P P ’ Hag00HOCTH

MeCSYHbIE) PaOOTHI LIKOJIbI

ct. 201 TII 2019




02. O0pa3oBaTe/ibHas 1eATEIbHOCTb

OO0pazoBaTeNbHbBIE MPOTPaAMMBbI Jlo 3aMeHbI
02-01 | mIKOJBI IO YPOBHSIM OOIIETO HOBBIMH
yp
o0Opa3oBaHUs cT. 271 TIMII
JlononHuTeNbHBIE 00pa3oBaTeIbHbIC Hlo 3ameHel
02-02 DOIDAMMEL p HOBBIMU
porp cr. 271 TIMII
02-03 JIOKYMEHTBI 110 aHaJIN3y U KOHTPOJIIO [TocrosinHo,
00pa30BaTeNbHON IeATETBHOCTH ct. 316 TIMII
[IpoTokomsl 3acenanuii coBera
02-04 poaurenet (poaUTENbCKOTO [TocrosiuHO,
KOMHTETA) U JJOKYMEHTHI (CIIPaBKH, ct. 324 [IMII
JOKJIaJIbl, THGOPMAITUH ) K HUM
02-05 [IpoTokomsl 3acenanuit 3 roma
3K3aMEHALIMOHHBIX KOMUCCUU cT. 326 TIMII
02-06 WNudopmanus, cBeacHus o pabore 3 roma
TPYIIT IPOJJIEHHOTO JHS cT. 312 TIMII
02-07 Kuura yuera Beigaun meganu "3a 50 ner
0co0BI€ ycriexu B yueHuu" ct. 319 TIMII
02-08 Kuwra ydera 611aHKOB aTTecTaToB 00 50 et
OCHOBHOM 00111eM 00pa30oBaHUU ct. 322 TIMII
Kawura perucrpanum BIIaHHBIX
02-09 | mokymMeHTOB 006 OCHOBHOM OOIIEM 50 zrer
cT. 322 TIMIT
o0pa3zoBaHUH
02-10 Kuwra ydyera 61aHKOB aTTECTaTOB O 50 net
cpenHeM o01IeM 00pa3oBaHUU ct. 322 TIMII
Kawra perucrpaiinu BeIIaHHBIX
02-11 |#OKYMEHTOB O CpeAHEM 00IIEeM >0 et
cT. 322 TIMIT
o0pa3zoBaHUH
Kuwra perucrpanum BIIaHHBIX
CIpaBoOK 00 00y4YeHUHU B
00111e00pa30BaTeIbHON OpraHu3aIH
JUIaM, HE TIPOIIEIITIM
0p-12 | TOCY/IApCTBEHHYIO HTOTOBYIO 50 net
aTTECTAINIO WJIN MOJYYHUBIIUM Ha ct. 322 I[IMII
rOCyJ1apCTBEHHOW UTOTOBOM
aTTeCTalliy HEYJIOBJICTBOPUTEITHHBIC
pe3ynbTaThl (OCHOBHOE 0011Iee
o0Opa3oBaHme)
Kaura perucrpariuu BeIITaHHBIX
CrpaBoK 00 00yueHHH B
02-13 | obmieoOpa3oBaTeIbHON OpraHU3AIHH >0 et
ct. 322 IIMII

JMIaM, HE IPOIIEAIIUM
rOCYJapCTBEHHYIO UTOTOBYIO




aTTeCTaIMIO WJIH MMOJTYYHUBIIUM Ha
roCyJ1apCTBEHHOW UTOTOBOM
aTTecTaliu HEYJIOBICTBOPUTEITHHBIC
pe3yiabTaThl (CpeaHee odIee
oOpa3oBaHme)

02-14 Knura ydera BblJauu IOXBAJIbHBIX 50 ner
JIUCTOB cT. 320 IIMII
02-15 Kawura ydgera Bb1auu TOXBaJIbHBIX 50 net
rpamoT ct. 320 I[IMII
JlokyMeHTHI (TUIaHBI, JTOKJIaTHBIC
02-16 |3amucku, MepenucKa) o MPOBEACHUH 3 roma
’ cT. 321 IIMII
OTKPBITBIX YPOKOB
[TpOTOKOIIBI POIUTENHCKUX COOpaHHIA
02-17 |u mOKyMEHTHI K HUM (CIIpaBKU > JIeT
’ cT. 324 TIMI1
JOKJIa/1bI, ”H(POPMAIINN)
" 3 roma
02-18 | Otuetsl 0 paboTe coBeTa poauTeIeiH or. 325 TIMII
02-19 AndaButHas KHHUTA 3aITHCH 50 ner
oOyuaromuxcst cT. 329 IIMI1
ITocne
OKOHYAHUU
02-20 |JInunble nena o0yJarOIUXCs 3 rona IIKOJIBI ¥ TIPH
ct. 330 IIMIT

BBIOBITUH B
JIPYTYIO TIKOJTY

B snexrponHOR

N3baTeie u3

(bopme Ha KJIACCHBIX
P KypHaJIOB
Kracchblie xxypHabl JICKTPOHHOM CBOJIHbIE
02-21 HOCHUTEJIE — 5
(371eKTpOHHBIE) et BEJOMOCTH
yCIIeBaeMOCTH —
or. 331 [IMIT | HE Menee 25 ner
02-22 XKypHan ydyera nponymeHHbIX 1 5 ner
3aMELIECHHBIX YPOKOB ct. 337 IIMII
02-23 Kypnai 3ansatuit no 5 ner
JOMOJTHUTEIBHOMY 00pa30BaHUIO cT. 493 IIMII
02-24 XKypHan uHIUBUYaTIbHOTO O0yYEeHHUS 5 ner
Ha I0MY cT. 493 TIMII

03. BocnuraTejabHas AeTeJIbLHOCTH

03-01

Pabouast mporpamMmma BociuTaHUS

3 roma
ct. 194 TI1 2019

03-02

IImanbel BocIUTATEILHBIX

3 roma




MEPOIPUATHI U JOKYMEHTBI K HUM

cT. 194 TI1 2019

[lepenucka no Bompocam

3 roxga

03-03 | mpodopuenTauu, TPYIA0BOTO or. 345 TIMTI
00y4YeHHS U BOCITUTAHUS

T B — 5 ner, JMK

P H3OP cr. 70 TIT 2019

HECOBEPIICHHOJIETHUX
JIOKyMEHTBI 00 OpraHu3aIy U

03-05 |paboTe nmarepst THEBHOTO NIPEOBIBAHUS 10 zier

cT. 478 [IMIT

U TEMAaTUYECKOU ILIOIIAIKHN

03-06

JIOKyMEHTBI O IPOBEICHUH
OJIMMITHAJ], BUKTOPUH 10 Y4€OHBIM
IIpeIMeTaM, CMOTPOB, KOHKYPCOB
XYA0KECTBEHHOI'0, TEXHUYECKOI'O U
JPYTUX BUJOB TBOPUYECTBA
HIKOJIbHUKOB

Jlo MuHOBaHUs
HaJI00HOCTH
cr. 383 IIMII

I[OKYMGHTLI O BbICTaBKax ACTCKOI'O

Jlo MuHOBaHUs

03-07 |XymoXecTBEHHOT'O U TEXHUYECKOTO HaJI00HOCTH
TBOpYECTBA ct. 384 TIMII
Otuetsl, nHOpMaLuu 0 padbote 10 et
03-08 O6H_IeCTBeHHUBIX YUEHUYECKUX or. 388 TIMTI
OpraHHU3aIHi
04. MeTonuueckas 1eATeJILHOCTD
ITocTostuHO,
04-01 |ITonmoxeHHe O METOAUUECKOM COBETE . «a» ct. 34 TII
2019
IlonokeHust 0 METOAMYECKUX HocrosuHo,
04-02 . . «a» cT. 34 TII
00BETMHEHUSX, paOOYHX TPYIIITax
2019
IIpoTokoabl 3acemanuii
ME’I?O OH‘(J)GCK;rge(i)BeTa U TOKYMCHTBI > xer, MK
04-03 (cm aiKH OKJIaJIbI I/IH(I)OI[ M;’NII/II/I) K cr. 200
PABIKH, IOKIAIEL, pmart TIT 2019
HUM
ITpoTokomabI 3aceaHNH
MGI:)T(;F If:llgCBII(I/IX OJGIL:H:IIHeHHﬁ Hu 3 ner, SIIK
04-04 OK IleHTI)I (cn anﬁ OKJIabl cr. 200
nH(pOpMaLIUN) K HUM
T"'omoBoii m1ad paboTeI 5 xter, MK
04-05 Mego quCKOFOPCOBeTa cr. 200
A TIT1 2019
A -
HaJIA3 Pe3yJIbTaTOB MeTvO)II/I'—IeCKOI/I 5 1er, DIIK
04-06 |paboTel 0Opa30BaTENBHOM

OpraHu3aIu

ct. 46 TI1 2019




05. KagpoBoe odecnieuenue

05-01

KosiekTuBHBIN 10T0OBOP

ITocTosiHHO
ct. 386 TI1 2019

05-02

JIOKyMEHTBI O IIPOBEpPKAX
BBIIIOJIHEHUS YCIIOBUN
KOJUIEKTHUBHOI'O J0IOBOPA

3 roxga
ct. 389 TII 2019

05-03 [IpaBuna BHyTpeHHETO TPYAOBOrO ITocTostHHO
pacnopsiika ct. 394 TII 2019

05-04 [IITaTHOE pacnycaHue U U3MEHEHHUS K ITocTostHHO
HEMY ct.40 TII 2019

05-05 JIOMKHOCTHBIC UHCTPYKITUU 50/75 ner
pabOTHHKOB cT. 443 TI1 2019

[Tpukasbl MO KaapOBBIM BOIIPOCAM
(npuem, nepemelieHrne, COBMELICHHE,
MepeBo/l, YBOJIbHEHUE, aTTeCTaIus,

OTIOJIHUTENBFHOE TPO(ECCHOHANTBHOE 30775 e STIK
05-06 | P m. «a» cT. 434
oOpasoBaHue, U3MEHEHUE (DAMIIIHUH, TII 2019
MOOIIPEHUS, HATPAXKICHUS, OTITyCKa
o yxofy 3a peOeHKoM, oTIycka 0e3
COXpaHEHHUs 3apabOTHOM IJ1aThl)
OO0 otmyckax,
[Tpukasspl 0 JIMYHOMY COCTABY
KOMaHIUPOBKaX
(exxeroHbIC OTUTAYMBACMBIE OTITYCKa,
PaOOTHHUKOB C
OTITyCKa B CBSI3U C OOyUEHHUEM, 5 ner
BPEIHBIMU U
05-07 | nexxypcTBax, He CBA3aHHBIX C . «O»-«T» CT.
. . (unn) onacHeIMU
OCHOBHOMH (ITpO(UIIbHOI) 434 TI1 2019
esTeNIbHOCThIO, 0 KOMaHAUPOBKAX U YCHOBIAMA
A ’ tpyna — 50/75
CITy>keOHBIX TPOBEPKaX )
Jer
[Tpukassl MO JIMYHOMY COCTaB 3 rona
05-08 ( slc UILUIMHAPHBIE B??;ICKaHI/I;; I < CT. 434
et P TIT 2019
KHura perucrpanum nprukasoB 10 30775 xer SIK
05-09 xan OBI; . BOI'II) ocam P m. «O» ct. 182
P P TI 2019
O exerogHo
OTIJIAYMBAEMBIX
OTITyCKaXx,
OTITyCKax B
Knura perucrpannm npuka3os 1o > net CBA3H €
05-10 HHO 1\14) COCTI;BH P . «O»-«T» cT. | 0OyueHuem,
y y 434 TI12019 | nesypeTBax, He

CBSI3aHHBIX C
OCHOBHOM
(mpounbHOIN)
JeSITeTbHOCTHIO




— 5 et

Kuwra perucrpanum npukasos 1o 3 rona

05-11 | nmmuHOMY COCTaBY (TUCIUILIMHAPHBIC . «o» cT. 434
B3BICKAHUS ) TIT 2019
KypHan ydera JIMYHBIX J€ S0/75 ner STIK

05-12 | TAPH YIRS e . «6» cT. 463
P TI1 2019
JInunsle nena pabotTHUKOB (JInyHbIe
KapTo4kHu paboTHHUKOB (. T-2),

05-13 TpynoBbie TOTOBOPHI, coramieHus 00 50/75 ner DIIK
HUX U3MEHEHUH, PACTOPKECHHH, ct. 445 TIT 2019
coryacusi Ha 00paboTKy
MEPCOHANBHBIX JTAHHBIX )

o 10 |/ T e enopn,

’ cT. 435 TI1 2019
pacTop:KeHuu

05-15 YBenoMIIeHUS, IPEAYIPEIKICHIS, 3 roma
paboTHHKOB (aM) paboToaaTeIeM ct. 436 TI1 2019

Ho
i [TopnvuHHbBIE TUYHBIE JOKYMEHTHI HeBoctpeboBanu
05-16 (TpynoBast KHUXKKA) BOCTPEOOBAHHS, bie — 50/75 net*
cT. 449 TI1 2019
Kawnra ydgera qBUKCHHS TPYTOBBIX S0775 ner
05-17 KHUX IZT:I BKJIIIa bIIIEH B }?IZ)? I «B» CT. 463
© IbIie «» TIT 2019

05-18 Kuura ygera nuuHoro cocraBa 50/75 ner DIIK
MeJarornyeckux paboTHUKOB cT. 445 TII1 2019
I o

05-19 H(E)(SIZ?{I;(;J:II);I;;;GI? ZI:)I;II’/Ie JIOKYMEHTBI 10 zier STIK

N cT. 485 TI1 2019
aTTECTAIlMOHHBIX KOMHUCCHI
JIOKYMEHTBI TI0 aTTecTaIluH, 5 et

05-20 |ompeneneHuto MPoHeCCHOHATBLHBIX U or. 484 TII 2019
JTUYHOCTHBIX Ka4eCTB PaOOTHUKOB
[Tepenucka mo arrecranum,

05-21 |mepenoAroTOBKE U MOBBITICHUH 3 rona
cT. 499 TI1 2019
KBaJIM(HUKAIMK PAOOTHUKOB
JIOKYMEHTBI O MPEICTaBIICHUH K
Harpa)xJeHUI0 pabOTHUKOB 5 et
05-22 | (mpexacraBieHUs, XO1aTalCTRA, or. 500 TI1 2019
XapaKTePUCTHUKH, BBIITUCKH U3
pelieHuit u p.)
05-23 TapudukaoHHbIe CIUCKU 50/75 ner

(BemomocTH) pabOTHUKOB

cT. 400 TIT 2019




I[OKYMGHTLI 1O BEACHHUIO BOMHCKOI'O

05-04 |YdcTam OpOHUPOBAHUIO TPAXK/IAH, 5 mer
npeOBIBAIOIINX B 3arace (IJIaHbl, cT. 457 TI1 2019
OTYETHI)
JIOKYMEHTBI TIO BEICHUIO BOUHCKOTO
05-05 |YdeTam OpOHUPOBAHUIO IPAXKIAH, 5 met ITocne cusaTHs ©
npeOBIBAIOIINX B 3arace (KapTOUKH, cT. 458 TI1 2019 yudera
JINCTKH, TIOBECTKH )
Knura npoBepok cocTosHUS 5 ot
05-26 |BOMHCKOTO y4era U OpOHUPOBAHUS or. 459 TII 2019
rpakJaH, IpeObIBAIOIINX B 3arace
Kypnan ydera juil, HoajIeKaux > JIer
05-27 ypaa yi H; TIOA = . «e» CT. 463
BOMHCKOMY Y4YETY TIT 2019
3asBiieHUs paOOTHUKOB O BbIJIaUe | ron
05-28 ,Z[OKYMGH}“OB, CBSI3aHHBIX ¢ PabOTOM, 1 or. 451 TI1 2019
HX KOIUM
06. Byxranrepckuii yueT 4 0TYeTHOCTh
ITocTostHHO
[Tonoxxenue o0 omnate Tpyaa u [Tocne 3ameHbI
06-01 I. «@» CT.
MIPEMHUPOBAHUH PAOOTHUKOB 294TI1 2019 | FOBPIMH
['omoBoii utan puUHAHCOBO- Hocrosrmo
06-02 Aot . . «a» cT. 247
XO3SIMCTBEHHOM JEATEILHOCTH TIT 2019
OT4YeTHI O BHINOJHEHUH TIJIAHOB TToCTOSHIO
WHAHCOBO-X03IMCTBEHHOU
06-03 b 1. «a», 0 cT. 272
JEeSATEIIbHOCTH OpTraHU3aIiu. TII 2019
I'onoBble, KBapTanbHBIE
JIOKYMEHTBI O IPOBEpKax (aKThl, 5 et
06-04 CTIpaBKH, nepevlmcxa) (duHAHCOBO- or. 282 TI1 2019
X035HCTBEHHOU JIEATETbHOCTH
JIOKyMEHTBI O MOJIy4EHHUH
3apabOTHOM MIaThl (CBOJHBIC 6 et [Ipu oTcyrcTBUM
06-05 |pacuerHbIe (pacueTHO-TIATEIKHBIC) or. 295 TII 2019 | HUEBbIX CueTOB
BEJOMOCTH, pACYETHBIE JIUCTHI, ) - 50/75 net
JIOBEPEHHOCTH)
[Ipum TsxKeENBIX,
BpPEIHBIX U
06-06 Tabenu u xKypHamsl ydeTa pabodero 5 net oﬁ aiﬁmx
BPEMEHHU cT. 402 TI1 2019
YCIIOBUSX TPya
—50/75 mer
06-07 JlokyMeHTbI 00 MHBEHTapHU3AIUN 5 ner
aKTHUBOB cr. 321 TIT 2019
06-08 | loxymeHTHI 00 HHBEHTapU3aALUU 5 ner [Tpu ycnoBumn




TOBapHO-MaTE€pUAIbHBIX LIECHHOCTEN

ct. 321 TI1 2019

MIPOBEICHHUS
MIPOBEPKHU

JIOKYMEHTBI O ITEPEOLIEHKE OCHOBHBIX

TTocne BeIOBITHSA

(GhoHI0B, OIpeIeTICHUH aMOPTHU3ALUU 5 ner OCHOBHBIX
06-09 » OTb p CpeACTB U
OCHOBHBIX CPEACTB, OLICHKE ct. 323 TI1 2019
HeMaTepuaibHbI
CTOMMOCTH UMYILIECTBA
X aKTUBOB
ITocne
. YBOJIbHEHUS
06-10 JloroBopsI 0 MaTepUaILHOM 5 ner MATEDAILHO-
OTBETCTBEHHOCTH ct. 279 TII 2019 p
OTBETCTBEHHOT'O
JMIa
J1oroBOpBI Ipak/1aHCKO-TIPABOBOTO
XapakTepa O BBIIOJHEHHH PadoT,
OKa3aHUU YCIyT PU3NYECKUMHU 50/75 net®
06-11
JIMIIAMU, aKThl CIAYN-TIPUEMKH ct. 301 TII 2019
BBITIOJTHEHHBIX paboT, OKa3aHHBIX
ycIyr
06-12 | JloKyMEHTBI yUETHOH MOJIUTHKH > JIet Hoce samener
™ i ct. 267 TII1 2019 | HOBBIMU
[TepBUYHBIC YYETHBIC TOKYMCHTHI H
P i AOKY [Ipu ycnoBun
CBSI3aHHBIE C HUMU OTIpaBAaTeIbHbIC
IPOBEJCHUS
JOKYMEHTBI (KacCOBBIC JOKYMEHTHI U
IPOBEPKU; TIPH
KHHUTY, 0aHKOBCKHE TOKYMEHTHI,
BO3HUKHOBEHUU
KOPEIIKH JICHE)KHBIX YCKOBBIX
06-13 | kHMXKEK, opaepa, Ta0eIn, U3BEICHUS > Jiet CloposB,
» OPAIEPa, ’ ct. 277 TII 2019 | pazHornacuii
0aHKOB U MEpPEBOHBIE TPEOOBAHMSI,
COXPAHSIFOTCS J10
aKThI O TIpUEMe, clladye U CIIMCAaHUU
TPUHSTUS
UMYIIECTBA U MAaTEPHAJIOB,
peleHus mo
KBUTAHIIMH, HAKJIaIHbIE, aBAHCOBBIC e
OTYETHI, IEPENUCKa) y
S ;mer
06-14 | Kuura ydera goBepeHHOCTEH L. «I» CT. 292
TIT12019
06-15 | Cuera-daxTypsl > net
ct. 317 TI1 2019
06-16 |Ilman-rpaduk 3aKynox 3 roza
ct. 218 TI1 2019
3 roma
06-17 | JloKkyMeHTHI IO 3aKyIKam cT. 219-223 TII
2019
ITocne
06-18 | MyHHUOHUITAIBHBIE KOHTPAKTEI > grer SIK MCTCHCHHA Cpoka
i P cT. 224 TII 2019 | neiicTBus
KOHTpPaKTa
06-19 | JlokyMeHTHI O ITOCTaBKE MaTepUAIOB 3 roma




(cbIpbsi), 000pyIOBaHUS U IPYT Ot
HPOTYKIIUH

ct. 511 TI1 2019

[Ipuemo-ciaTtoyHbIE aKThI,
COCTaBJICHHBIC TTPU CMEHE

15 ner

06-20 JOJDKHOCTHEIX, OTBETCTBEHHBIX, ct. 44 TI1 2019
MaTepuaIbHO-OTBETCTBEHHBIX JIHI]
07. budanoreka
ITocTosaHO
07-01 |Ilonoxenue o OHOIHOTEKE 1. «a» ct. 33 TII
2019
07-02 WuBenTapHas KHUTa, a(h)aBUTHBINA ITocTostHHO
KaTajior cT. 330 TIT 2019
JIOKYMEHTBI yueTa MaTepuaioB Jlo nmuKBUaALIAN
07-03 | cnpaBoYHO-MH(POPMAITUOHHOTO OubIMOTEKN
dhonma, OMOIMOTEKH cT. 366 TI1 2019
ITocne
07-04 AKXTBI CIIUCAaHNS KHUT U 5 et creytomei
MEePUOINYECKUX U3TaHUI ct. 365 TI1 2019
IPOBEPKHU
07-05 Kanra cyMmmapHOTo ydera OCHOBHOTO ITocTostHHO
dhonma ct. 330 TI1 2019
Kuura cymmapHoro y4uera yueOHOro Hocrosnro
07-06 YMMApHOTO yHeta yH cr. 330 TII
bonna 2019
JKypHan perucrpany y4eTHBIX > Jier
07-07 |7 YPRAT PETUCTPALITL Y4 cr. 329 TII
KapTOuyeK yueOHUKOB 2019
XKypHan ydera uzganuii, He 5 ner
07-08 |momiexamux 3arucy B ”HBEHTAPHBIE cT. 329 TII
KHUTH (OpOLIIOPHI) 2019
KypHai ydyera u3naHuil, IPUHATEHIX > Jier
07-09 yp yq al , IIp ct. 329 TII
B3aMEH YTePSHHBIX 2019
08. ApxuB
ITonoxenue 00 apxuse, 00 Hocrosmnro
08-01 SKCIEDTHOG KOME CCHH’ . «a» ctT. 33 TII
p 2019
08-02 | YuerHBIE TOKYMEHTEI apXUBa Hocrosmmo
FOKY p cr. 171 TIT 2019
TToCTOSHHO HeytBepxaeHHbI
08-03 | Omnwucwu men MOCTOSHHOTO XPaHEHUS . «a» cT. 172 €—#A9
TIT 2019 MHWHOBaHUS
HaJ00HOCTH
08-04 |Omnwucu aen Mo JIMYHOMY COCTaBY 50/75 ner HeytBepxneHHbI
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m. «O»cT. 172 e,
TIT 2019 HECOTJIACOBAHHBI
e - 10
MUHOBaHUS
HAJI00HOCTH
Omnucu nen BpemeHHoro (cBoimie 10 3 rona Hocne
08-05 1eT) xpaseHus . «B» CT. 172 | yHUYTOXKEHUS
TII 2019 e
[Tocne
BO3BpAIICHUS
JIOKYMEHTOB.
Jlns akToB
JIOKyMEHTBI yueTa BbIJauH Jel,
08-06 | mOKyMEHTOB BO BPEMEHHOE 3 rona BBILATH AICT BO
ct. 175 TII 2019 | Bpemennoe
M0JIb30BaHUE
MOJIb30BaHUE
ApYyrum
OpTraHHU3aIHIM -
5 ner
ITocne
BO3BpAIICHUS
JIOKYMEHTOB.
IIpu
JIOKyMEHTBI BEIEMKH JIET, 3 roma HEBO3BpallleHUU
08-07
JIOKYMEHTOB ct. 176 TII 2019 | - npoTOKOJIBL,
aKTBI
BKITIOYAIOTCS B
neno ¢oHna -
MIOCTOSTHHO
Komnuu apXuBHBIX CIpaBoK,
BBIJJaHHBIE T10 3aIIpOCaM T'paXaaH, 5 ner DIIK
08-08
JOKYMEHTBI K HUM (3asiBIICHUS, ct. 178 TIT 2019
3arpochkl, CIIPpaBKU, IEPENNCKa)
Kypnansl, 6236l JaHHBIX ydeTa 5 et
08-09 |BBIIAaUM apXMBHBIX CHPABOK, KOMUIA, or. 177 TI1 2019
BBITICOK U3 IOKYMEHTOB
OTOBOPBHI (COTJIAIICHHUS]) C
prHBHEIMI/E yqpen(ﬂeHH;MH, WHBIMU Hocne
08-10 |opraHM3anusIMH O B3aUMOJICHCTBHH U > stet OIIK MCTCHCHIA Cpoka
ct. 179 TII 2019 | neiicTBus
COTPYIHUYECTBE B c(hepe apXUBHOTO 1oroBopa
JieNa v JIeI0MPON3BO/ICTBA
09. MeanuuHcKoe 00CTy:KHBaHHE
09-01 | MemuuuHCKHE KapThl 00YJAIOIINXCS > JIeT
CcT. 441 TIMIT
09-02 JIOKYMEHTBI O METUITUHCKUX 3 roma 3aKIIIOUUTETHHBI
OCMOTpax ct. 635 TIT 2019 | e akThI




MEIUITUHCKUX
OCMOTpOB
pabOTHUKOB,
BBITTOJTHSFOIHX
paboThI ¢
BPEHBIMH,
OTaCHBIMHU
YCIIOBUSIMU
tpyaa — 50/75
Jer

09-03 JIOKYMEHTBI 0 METULIUHCKOM 5 et
00CITy>)KUBaHUHU ct. 369 TIMII
09-04 | MenuuuHCKHE KHIKKH COTPYTHUKOB > JIeT
At by cT. 441 TIMIT
10. Opranuzauus NnMTAHUS
10-01 Otuetsl, nH(GOPMALIUU, CIIPABKH 00 1 ron
OpraHu3alyy MUTaHUS ct. 362 TIMII
10-02 [IepcnieKTMBHOE MEHIO OCHOBHOTO J3H
nuTanus (1o Bo3pacTam) ct. 839 TIMII
JlokyMeHTHI (cepTuduKaThl, aKThl,
10-03 | pexnamanuu, 3aKIIOYCHHS, CIIPABKH) > aet
’ ’ ct. 513 TI1 2019
0 KaueCTBE ChIPbs
10-04 KypHan Opakepaka MHUIIEBHIX 1 ron
IIPOAYKTOB U KYJIMHAPHOU IPOAYKLIUU cT. 967 IIMII
10-05 XKypnan Opakepaxka roTOBOM 1 ron
KYJIUHAPHOU MPOAYKITUH ct. 967 TIMII
Kypnai ydera remMnepaTypHOro
10-06 |pexuma B XOIOIUIHLHOM I rox
cT. 967 TIMI1
obopynoBanuu (Ha TUIIEOIOKE)
10-07 XKypHan npoBeneHus BUTAMUHU3ALIUN 1 ron
TPETHUX U CIIATKUX OJFON cT. 967 IIMII
10-08 | TexHonoruyeckue KapThl Hlo 3ameHEl
HOBBIMHU
10-09 ['uruennueckunii ;xypHan 1 rox
(COTpyTHUKN) cT. 967 IIMII
Kypnain ydera teMriepaTypsl 1
10-10 |BrnaxxHOCTH B CKJIAJICKHX 1 ron
8 cr. 967 TIMIT
MTOMETIIEHUSX
11. bBe3onacHocth
5 et ITocne
11-01 |ITacmopT 6€30MaCHOCTH IIKOJIBI aKTyaJu3aluu

cT. 594 TII 2019

rnacropra




TTocne
HCTEUCHHS CPOKa

JloroBophsl Ha OKa3aHUE OXPAaHHBIX 5 ner ACHCTBHS
11-02 yenyr or. 580 TIT 2019 JIOTOBOPA; MOCTIe
MPEKpACHUS
0053aTeNBCTB 1O
JIOTOBOPY
JIokyMeHThI (IPOTOKOJIBI, aKThI,
CIIPAaBKH, CBEACHUS, TOKJIAIHbIE, 5 net DIIK
11-03 | cayxkeOHBbIC 3aITUCKH, TIEPEIUCKa) O ct. 587 TI1 2019
pacciieIOBaHUU YPE3BbIUAHBIX
MPOUCIIECTBUI MTPU OXPAHE 3/TaHUI
Kuauru peructpanmu (ydaera BbIIa4H )
11-04 |ymocToBepeHUH, MPOMYCKOB 3 rona
’ ’ cT. 589 TI1 2019
UICHTU(PUKAIIMOHHBIX KapT
Pa3zoBble ponycka, KOpemku
11-05 |mpormycKkoB B Clly>KeOHBIE 3/1aHUS U Ha L ron
. ct. 591 TI1 2019
BBIHOC MaTepUATbHBIX IICHHOCTEH
oo | e
PPOP cr. 595 TI1 2019
3aIUIICHHOCTH OpPraHu3aluu
Kypnan nHCcTpyKTaXa 1no
11-07 |aHTUTEPPOPUCTUUCCKOM 3 rona
cT. 598 TI1 2019
3aIUIICHHOCTH
11-08 ’KypHan BBOJHOTO HHCTPYKTaXKa 1O 3 roma
TpaKIaHCKOW 000pOHE ct. 608 TII 2019
XKypHan ydaera HHCTpyKTaxa 1o
11-09 | meficTBHSIM B Ype3BBIUAITHBIX 3 rona
ct. 608 TI1 2019
CUTYaIUsIX
11-10 JlokyMeHThI 00 oOecriedeHnu 5 et JIIK
MIPOTUBOMNOKAPHOTO PEKUMA cT. 611 TIT 2019
o | o G
yIp poty cr. 611 TI1 2019
PEXUMOB
11-12 XKypHanbl yuyeTa HHCTPYKTaXKeH MO 3 roma
MOoKapHOW 0€30MacHOCTH ct. 613 TII 2019
11-13 ym HIHMX TPYAOBYIO . «a» cT. 8 TII
CIIy’)kKeOHYIO 1eATeIbHOCTh, MEpaM 2019
MOKapHOW 0€30MacHOCTH
11-14 |ITacmiopT 1OpoKHOU 6€30MaCHOCTH > net
cT. 594 TII 2019
12. Oxpana Tpyna
12-01 | Otuer mo crenmuaIbHOM OICHKE 45 ner [Ipu BpenHbIX U




YCJIIOBUU TpyZAa U JOKYMEHTHI K HEMY. ct. 407 TII 2019 | onacHbIX
Onenka npo¢prcKkoB YCIIOBUSIX Tpya
—50/75 ner
ITocTostHHO
12-02 | MHCTpyKIUU 1O OXpaHe Tpyaa 1. «a» ct. 8 TII
2019
I'ogoBble cTraTucTUYECKUE CBEICHUS
00pa3oBaTeNbHON OPraHU3AINH O [TocTosiHHO
12-03 |TpaBMaru3Me Ha IPOU3BOJICTBE U . «a» cT. 335
npodeccroHabHBIX 3a00JIEBaHUIX TIT2019
(¢d. 7— TpaBmMaTH3M)
Cssi3aHHbIE C
KPYITHBIM
MaTepuatbHbIM
12-04 JIOKyMEHTHI (aKThl, TPOTOKOJIBI, 45 ner yiep6oM u
3aKJIFOUEHHS) O HECUACTHBIX CIIydasx ct. 425 TII 2019
YeII0BEYECKUMU
KEepTBAMH —
MOCTOSTHHO
12-05 XKypnan peructpanun HeCHaCTHBIX 45 ner
CIIy4aeB COTPYIHUKOB ct. 424 TII1 2019
12-06 XKypHan peructpanuu HeCHaCTHBIX 45 ner
Cily4aeB 00y4aromuxcs ct. 424 TI1 2019
Knuru ydera unctpykraxei no 45 ner
12-07 |oxpane Tpyzaa (BBOJHOTO, Ha paboyem . «a» cT. 423
MecTe, IIEJIEBOT0) TII 2019
Kyphuan yuera npoduIakTHIECKHX 5 ner
12-08 |pabot no oxpaHe Tpyaa, IPOBEPKU m. «O» cT. 423
3HAHUM 1O OXpaHe Tpyaa TIT2019
JIOKyMEHTHI (CTIpaBKH, MPEIOKEHUS,
12-09 000CHOBaHUS, MIEPENNCKA) O 5 ner
COCTOSTHUM M ME€pax Mo YIyYIIECHHUIO ct. 409 TII 2019
OXpaHbl Tpyaa
ITocrossHHO
12-10 |IIpaBumia mo oxpaHe Tpyaa . «a» ct. 8 TII
2019
13. Yuurean-jioromnesn
13-01 Kypuan O6SJ’I€JIOBaHI/I$I YCTHOU H | ron
MUCHbMEHHON peyr 00ydJaroLINXCs
Pabouas nmporpamma KOppeKIIMOHHO-
13-02 | pa3BuBaromieii pabOTHI yUUTEIIS- 1 rox
joromena
13-03 [Tnan pav60TLI Y4UTeIA-1I0ronea Ha | ron
TEKYIIMH yueOHBIN Tof
13-04 | KanennapHo-TeMaTH4YeCKUl TIaH 1roxm




IPYIIIOBBIX 3aHATUN.

Crucok JieTeil, 3a4nCICHHEIX B
JIoronyHkT. CIUCOK JIeTeH,

13-05 1 ron
MMOCTABIICHHBIX HAa O4Yepeb s
3aYUCJICHUS B JIOTOMYHKT.
Kypnai ydera nocemaemMocTu
13-06 |7PHaT Y4 : 1 ron
JIOTOTIEINYECKUX 3aHITUN
XKypHan B3auMocCBsI3u Jioroneaa u
13-07 | /" YPRAT B A 1 ron
pOIUTENCH.
Peuesas kapra Ha KaXx10r0
13-08 P A 1 ron
oOyyaromierocs
I'paduk paboTsl U pacnucanue
13-09 |!paduKp P 1 rox
3aHATHN
OTuér 0 pe3ynpTaTax paboThI 3a
13-10 Pesy P 5 et
y4eOHBII roJ
14. Ileparor-ncuxoJor
HopMaTuBHO-1IpaBOBBIE JOKYMEHTHI
p p FOKY ’ 1o MuHOBaHuA
14-01 |permamMeHTHPYIOIINE ACATEIBHOCTD
HaIoOHOCTH
MPAKTUYECKOTO MICUXOJIOTa.
OKYMEHTHI (ITPUKa3bI, MMChMa
Jlokym (np ’ ’ Jlo MuHOBaHUs
14-02 |MeroguvecKrue peKOMEHIAIUHU U T.]I.)
HaIoOHOCTH
yrpasieHus: 00pa3oBaHUs
OJDKHOCTHASI HHCT usl Tiesjarora-
14-03 |A PYIHIBL e 5 et
TICUXoJora
14-04 |I'padux paboThI MM LUKIOTpaMMa 1 ron
14-05 |Ilnan paboTbl Ha y4eOHBIN TO/ 3 rona
14-06 |Ilman paboTHI Ha MECSII 1 rox
Kypnai yuera KOHCyIbTalUH:
14-07 |- uHAMBHUAYAIbHBIX 5 jet
-TPYIITOBBIX
XKypnan ydyera KOppeKIIHOHHO-
14-08 |BOCCTaHOBHTEIHLHOW U Pa3BUBAIOIICH 5 et
paboThI
JIOKYMEHTBI IO TICUXOJIOTUIECKOMY
MIPOCBEMICHUIO (JIOKJIAJIBI,
14-09 | BbICTyIUIEHUS, COOOIIEHUS HA 5 ner
MeIarOrMYECKMX COBETAX,
POIUTENHCKUX COOpAHUSX U T.1I.)
14-10 | JoxymenTs! o [Tk 5 ner
14-11 | JIoxyMeHTHI JUIsl CITy>K€OHOTO 5 ner




MCTOJIb30BaHUS (TICUXOJIOTUYECKHE
3akmodeHus. KoppeknnoHHble
KapThl; IPOTOKOJIBI IUATHOCTUYECKUX
00CIIeIOBaHM, KOPPEKIIMOHHBIX
3aHATHUH, Oecel], UHTEPBbIO, KapThI
(McTOpHUN) pa3BUTHS,
TICUXOJIOTUYECKUE XaPAKTEPUCTUKHU U
T.IL.)

14-12 | AHamuTHYECKHE OTYETHI, CIIPABKH 5 ner
14-13 | Cratuueckue OTYETHI 5 ner
14-14 | YyeOHble nporpamMmmsl 1 ron
NuauBuayanbHble KAPTOUYKU
14-15 | mcuxo0JI0ro-Mearorn4yeckoro S mer
JUarHOCTUPOBAHUS
JlnarHoctryeckuii UHCTpPYMEHTapUi
Jlo MUHOBaHHUS
14-16 | (G;aHKM, BOIPOCHUKHU, aHKETHI,
HaJ00HOCTH
METOJIMKH MICUXOJUArHOCTUKH U T.1.)
[Icuxonoruveckre CONpOBOKICHHIE
14-17 POBOXA 1 rox
I'MA, EI'D
14-18 | ITanka camooOpa3oBaHus 5 ner
14-19 | Homenknartypa Aen ncuxonora 3 roma




