YTBEPKJAEHO

npukazom MBOY llénkunckas COIL Nel
28.04.2023 Ne 97

NucTpykuus
1o BeJAeHNI0 1esioBoi nokyMeHTanun B MBOY Hlénkunckaa COL Nel

1. O6ume nonoxenusi.

Meroauueckue pekoMeHIauuu (nagee — PekomMeHIanuu) IO BEJACHUIO JENOBOM
JOKYMEHTAIlMK B TOCYJapCTBEHHBIX M MYHHUIMIAIBHBIX JOMIKOJBHBIX OOpa30BaTENbHBIX H
oOuieoOpa3oBarenbHblX opranuzauuax PecnyOonuku Kpeim (manee — oOpa3oBarenbHbIe

OpFaHI/ISaHI/II/I) pa3pa60TaHLI B COOTBETCTBUU CO CICAYIOIIMMU HOPMATUBHLBIMU JOKYMCHTAMU:

- ®enepanbubiit 3aKk0H 0T 29.12.2012 Ne 273-D3 «O06 o6pazoBanuu B Poccuiickoi
denepanuny,

- ®denepanbHbiii 3aK0H 0T 27.07.2006 Ne 152-D3 «O nepcoHAIBHBIX JAaHHBIX»;

- 3akon Pecrry6mmku Kpemm ot 06.07.2015 Ne 131-3PK/2015 «O6 oGpa3oBanuu B
PecniyGmnuke Kpbimy;

- npuka3z denepasbHOrO areHTCTBa MO TEXHUYECKOMY PETYIMPOBAHUIO U
METPOJIOTUM MUHHCTEPCTBA NPOMBIIUIEHHOCTH M Toproeiau Poccuiickoit ®enepanuu oT
08.12.2016 No 2004-ct «O0 yTBepXKIACHMHM HAIMOHAIBHOTO cTaHaapTa Poccuiickoii
Denepanuny;

- npuka3z @DenepasbHOr0 areHTCTBa MO TEXHUYECKOMY PETYIMPOBAHUIO U
METPOJIOTUM MUHHCTEPCTBA NPOMBIINLIEHHOCTH M ToproBiuu Poccuiickoit ®enepanuu  oT
14.05.2018 Ne 244-ct «O0 yTBep>KIeHIUN U3MEHEHUS K HAI[MOHAJIBLHOMY CTaHnapTy Poccuiickoii
denepanuny;

- npuka3 @DenepanbHoro apxuBHoro areHrcrsa ot 20.12.2019 r. Ne 236 «O6
yTBepxkAcHUH [lepedHs TUMOBBIX YMPABIEHYECKUX APXHUBHBIX TOKYMEHTOB, OOPa3yIOIIUXCS B
IpOLECcCe JIEATENbHOCTH TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYMpAaBIEHUS U
OpraHu3aluii, C yKka3aHueM CPOKOB X XPAHEHUS»;

- npuka3z Munucrepctsa npocsenieauss CCCP ot 30.12.1980 N 176 «O BBenenuu
B nelictBue [lepeunss JOKyMEHTOB co cpokamu XpaHeHus Munucrepcrsa npocsenieHus: CCCP,
OpPTaHOB, YUPEKJICHUM, OPraHU3aIUi CUCTEMBI TIPOCBEIICHUS.

PexoMenganuu ycraHaBIMBAIOT 001IKe TpeOOBAaHUS K BECHUIO JIETIOBOM JOKYMEHTAIUN
B 00pa3oBaTenbHbIX opranu3zanusax Pecryomuku Kpeim.

[Ipumenenne PekoMeHmamnuii JOMKHO CIOCOOCTBOBATH (HOPMUPOBAHHUIO O(DHUIIMATBHO-
JIEJIOBOTO CTHJIE JOKYMEHTOB, COKpAIIEHHUIO 3aTpaT TpyAa M CPEACTB B IMPOLECCE CO3JIaHus
JIOKYMEHTOB.

Pexomenpanuu pacnpocTpaHsoTCs Ha OpraHU3aIIIo paboThI C
JOKYMEHTaMHU HE3aBUCUMO OT BHJA HOCHUTENS, B TOM YHCIE 3JIEKTPOHHBIMH JOKYMEHTaMH,
BKJIIOYasi MOJIFOTOBKY, 00pabOTKy, XpaHEHHE U HCIOJIb30BAHUE JOKYMEHTOB, OCYLIECTBIIIEMbIX
C MpUMEHEHUEM HH(POPMAITMOHHBIX TEXHOJIOTHUH.

OcoOenHoct  paboThl €  JOKYMEHTaMM, COJEpXKAIIMMHU  KOHQUIACHIHAIHHYIO
uHpopMannio (CIykeOHYI0O W HHYIO TailHy, TMepCOHANbHBIE JaHHBIE), PETYIUPYIOTCS
CHEIUAbHBIMH  HOPMATHUBHBIMH aKTaMH (MHCTPYKIUSMH, TOJOXKEHHUSIMH, MpaBHIaMH),
YTBEPKAAEMBIMU PYKOBOIUTEIEM 00pa30BaTEIbHON OpTraHU3allHH.

OTBETCTBEHHOCTH 32 OpraHU3aIMI0 U COCTOSHUE JIEIONPOU3BOJICTBA B 00pa30BaTEIbHOMN
OpraHu3aIMi HECET PYKOBOJIUTENb, KOTOPHIM:

- Ha OcHOBaHMHM PexomeHmanuii paspabaTeiBacT W yTBepkaaeT WHCTpykmuio mo
JEIONPOU3BOJICTBY U HOMEHKIIATYPY JIe)l 00pa3oBaTeIbHON OpraHU3aIiH;



- KOHTPOIMPYET COOMIoACHHEe TpeOOBaHUU YTBEPKIACHHOH B 00pa3oBaTENbHOMN
opranuzanuy MHCTPYKIMY 110 BEACHUIO JIETI0BOM TIOKYMEHTALIUH;

- POBOJIUT MPOBEPKY COCTOSIHUS JAETIONPON3BOJICTBA;

- o0ecreurnBaeT METOANMYECKOE PYKOBOJCTBO, MHCTPYKTAX U KOHTPOJIb 332 COOJIIO/IEHUEM
YCTAHOBJICHHOT'O TMOPSIKA paOOTHI C TOKYMEHTAMU;

-  UHUUOUUPYET  TMOBBIIIEHHWE  KBaIU(pHUKAMM  padOTHUKOB 1O  BOMpOCaM
JIeTTOTIPOU3BO/ICTBA;

- YI0CTOBEpSET MOAMUCHIO U MEYaThIO0 JJOKYMEHTHI.

HenocpencTBeHHO  BeOET  JENIONPOU3BOJACTBO B 00pa30BaTENbHOW — OpraHU3aLUU
CeKpeTapb U (MJIM) OTBETCTBEHHBIH 3a BEICHHME JENIONPOM3BOJACTBA (Jajlee — CeKpeTapsb),
KOTOPBII Ha3HAYAETCsI MPUKA30M PYKOBOJIUTENS 00pa30BaTeIbHON OpraHU3alty.

Cekperapb B COOTBETCTBUHU C BO3JIOKEHHBIMU Ha HETO 3a/la4aMHU:

- OCYILECTBIISICT PETUCTPALUIO M YUET TOKYMEHTOB;

- OpraHu3yeT JOKyMEHTO000pOT, (GOpMUPOBAHHE JEJI, UX XPAHEHUE;

- OCYIIECTBIISIET TEKYIUI KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM U TIPOXOKICHUEM
JIOKYMEHTOB 00pa30BaTeIbHON OpraHU3alii;

- o0ecrieynBaeT COOJIOJCHHE €IWHBIX TPeOOBaHUH IO MOATOTOBKE JOKYMEHTOB U
OpraHu3aIy padoThl C HUMU B YCIOBUSX AJIEKTPOHHOTO JOKYMEHTO000POTA;

- 00001maeT nHGopMaIuo 00 06beMax JOKYMEHTO000POTa;

- opranu3yer (OpPMHUpPOBAaHHE U XpaHEHHE JOKYMEHTAIlMOHHOro (oHga U  ero
HCTIOJIb30BaHUE.

OO6pazoBatenbHasi OpraHu3alys BIpaBe MPUMEHSITh B CBOCH JIEATEIBHOCTH 3JIEKTPOHHBIIN
JOKYMEHTOOOOPOT, KOTOPBII MpeaycMaTpUBaeT CO3/aHUe, TOIMHCAHUE, HCIIOIb30BaHHE |
XpaHEHHE JOKYMEHTOB, CBS3aHHBIX C JCSITENbHOCTbIO 00pa3oBaTeNbHOM OpraHu3alvu, B
AJIEKTPOHHOM BHJE 0€3 ayOiaupoBaHusi Ha OymMakHOM Hocutene. PeimeHue o BBeACHUH
AJIEKTPOHHOTO  JTOKYMEHTOOOOpOTa UM  MOPS/IOK  €ro  OCYIIECTBIECHUS  YTBEPXKIAOTCS
00pa3oBaTeNbHON OPraHU3aINeH M0 COTIIACOBAHUIO C €€ YUPEIUTEIIEM.

Bes nenoBasi mokyMeHTalusi XpaHUTCS B CIIENUAIbHO OOOpPYIOBAHHBIX MOMEUICHHSX,
mkadax win ceilpax c cobmogeHuem TpeboBaHuit denepanbHOoro 3akoHa Poccuiickoit
®enepaunn ot 27.07.2006 Ne 152-03 «O nepcoOHaANbHBIX TaHHBIX.

PaGotatk ¢ 1oKyMeHTaMU BHE CITyKEOHBIX OMEILEHUH 3anpeniaeTcs.

2. JIoKyMeHTbI 00pa30BaTe/IbHON OPraHu3aliH.

PykoBonurens 00pa3oBaTeNbHONM OpraHu3alMM WM JIMLO, HCIOJHAIOLIEE €ro
0053aHHOCTH, W3JIaeT MpHUKa3bl, HHCTPYKIHUH, MpaBUJa, MOJOXKEHUS, OOsS3aTeNbHbIE IS
MCIIOJTHEHUS] BCEMH paOOTHUKAMHU.

Xon oOCyXIeHHsS BOIPOCOB Ha 3aceJaHMAX KOJJIETHAIBHBIX OPraHOB, COBETOB,
coOpaHMsIX, COBEIIAHUSAX U PELIeHUs], IPUHUMAaeMble Ha HUX, PUKCUPYIOTCS B IPOTOKOJIAX.

JUid ocyIlIecTBIEHUS ONEPATUBHBIX CBSA3EH C APYTMMH OpPraHU3alMsIMHM U TpakJaHaAMHU
HCIIOJIb3YIOTCS TaKUE (POPMBI, KaK MUCbMa, (DaKChl, TEJIErpaMMbl, Telle()OHOTPAMMBI.

Jlnist ocyIiecTBIEHHs PUEMa, YBOJIbHEHUS, IEpeMeleHHs] paOOTHUKOB, PEAOCTaBICHHS
UM OTIYCKOB O(OPMIISIIOTCS TPYJIOBBIE JTOTOBOPHI, MPUKA3bl IO JUYHOMY COCTaBY, 3asBJICHMUS,
TPYAOBbIE KHUKKH, JINYHBIE KAPTOUKH U JIp.

YueOHo-nearornyeckasi J0KyMeHTaALMA.

VYyeOHast AOKyMEHTalMsI — 3TO KOJMYECTBEHHAass M KAYECTBEHHAs] XapaKTepUCTUKU
COCTOSIHUS Y4eOHON, METOAMYECKON M BOCIIUTATENLHON pabOThl 00pa3oBaTeIbHON OpraHU3aIHy.

[lTenarornueckne paOOTHUKKA TPU peaM3allid  OCHOBHBIX 0011€00pa30BaTeIbHbIX
pOTrpaMM OCYIIECTBIISIIOT TOATOTOBKY CIIEAYIOIIeH JOKyMeHTauuu (mpuka3 MuHHCTEpCTBa
npocsemieHus: Poccuiickort ®enmeparuu ot 21.07.2022 No 582 «OO0 yTBEepKIeHUU TEpEUHS



JOKYMEHTAIMH, IOJrOTOBKA KOTOPOM OCYIIECTBISIETCS MENarorndecKMMH pabOTHUKAMHU TpU
peanu3aii OCHOBHBIX 00IIE00pa30BaTEIILHBIX IPOTPAMM»):

- pabouas mporpamMMa y4eOHOTO IMpeaMeTa, yueOHOro Kypca (B TOM YMCIE€ BHEYPOUHOM
JESATEeTLHOCTH ), Y4EOHOTO MOYJIS;

- )KypHaJ y4yeTa yCIeBaeMOCTH;

- OKypHal ~ BHEYPOYHOW  JEATEIBHOCTH (11  TENarori4eckux  paOOTHHKOB,
OCYILECTBIISIONUX BHEYPOUHYIO ACATEIbHOCTD);

- IUIaH BOCIUTATEIBHON paboThl (IS NeNarorn4eckux pabOTHUKOB, OCYIIECTBIISIFOIINX
(YHKIIUH KJIIACCHOTO PYKOBOIUTEIS);

- XapakTepUCTHKa Ha oOyJarorerocs (1o 3ampocy).

[IkonbHBIE TOKYMEHTHI JOJKHBI OOPMIISTHCS CBOEBPEMEHHO, YETKO, pa30opymBo, O3
MOAYUCTOK, IIOMAPOK, BBI3BIBAIOIINX COMHEHUE B ITPABUILHOCTH BHECCHHBIX JIAHHBIX.

3anucu B JOKYMEHTaX JJOJDKHBI IPOM3BOAUTHCS IAPUKOBOM PYUYKOI YepHOTO IIBETA.

Ommbka, NONMyIIEHHAs B TEKCTe WM HHU(POBBIX JTaHHBIX JOKYMEHTA, HCIPABISCTCS
CJIEAYIOMIMM 00pa3oM: OIMOOYHBIE CI0BA WM HU(PHI 3a9€PKUBAIOTCS TaK, YTOOBI MOKHO OBLIO
NPOYECTh 3a4EPKHYTOEC, a CBEPXY, JIMOO PSAIOM, JIMOO HA MOJSAX MHIIYTCS YTOYHEHHBIC JaHHBIC.
Bce BHeceHHBIE WCTpaBIEHUS JOKHBI OBITH OTOBOPEHBI W 3aBEPEHBI IOIIMUCSIMHU JIHII,
0oOpPMHUBIIMX JOKYMEHT. 3a JOCTOBEPHOCTh CBCICHHM, COIEpXKAIIUXCA B JOKyMEHTaX,
Ha/JIekamee ux Oo(opMIIEHHE HECYT OTBETCTBEHHOCTH IOJDKHOCTHBIC JIMIA, TOAIMCABIINE
JIOKYMCHT.

B cocraB nokymMeHTOB 00pa30BaTeIbHON OpraHU3auy BXOIT:

- OpraHU3alMOHHBIC JOKYMEHTBI;

-yCTaB OpraHu3allny;

- IOTOBOP C YYPEAUTEIIEM;

- TIOJIOKEHMSI 0 TIOpa3ieeHUsIX (IpU HATUYUH);

- IPaBOyCTaHABIMBAIOIINE JOKYMEHTHI;

- TOJDKHOCTHBIE MHCTPYKIIMU COTPYIHUKOB;

- KOJJICKTUBHBIHN JI0TOBOD;

- ITaTHOE PacIHCaHuE;

- [IpaBUJIa BHYTPEHHETO TPYIOBOIO paclopsiaka u ap.

PacnopsiiutenbHbIe JOKYMEHTHI:

- IPUKa3bl;

- PacIIOpsIKCHUS;

- HHCTPYKIIMHU U JIp.

WHpopMannoHHO-CIIPaBOYHbIE JOKYMEHTHI:

- IPOTOKOJIBI;

- TUTaHHI;

- OTYETHI;

- CIIpaBKH U JIp.

Bce KHMIM M OKypHaJIbl, KOTOphIE BEIyTCS B 0O0pa3oBaTelbHBIX OpraHU3alMsAX Ha
OyMaXHBIX HOCHTENSX, TIOCTPAHHMYHO MPOHYMEPOBBIBAIOTCS, IPOIIHYPOBBIBAIOTCS |
NOJNKCHIBAIOTCA ~ pykoBoautTeneM.  Ilogmuch — pykoBoauTenss — 3aBepsieTcs — Ie€4aThio
00pa3oBaTesbHOI OpraHu3alnu.

3.  IlpaBuia oopmiieHHs] JOKYMEHTOB

OcHoBHBbIE TpeOOBaHUs 10 0()OPMIIEHHUIO TOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3[aBaThbcs Ha OyMa)XHOM HOCHUTENIE W B JJIEKTPOHHOH (opme C
COOJIIOJIEHHEM YCTaHOBJIEHHBIX MPAaBUII O(OPMIICHHS TOKYMEHTOB.

IIpu co3maHuM JOKyMEHTa Ha JBYX M Oojiee CTpaHUIAX BTOPYIO M MOCIEIYIOIIUE
CTPaHULBI HYMEPYIOT.

JlonmyckaeTcsi co3jaHue JOKYMEHTOB Ha JIMIIEBOM M 00OpOTHON cTopoHax jaucra. [Ipu



JIBYCTOPOHHEM CO3/IaHUU JIOKYMEHTOB IIMpPUHA JIEBOTO MOJS HA JIMIEBOW CTOPOHE JIMCTa U
IIPaBOTo I10JIs1 Ha 00OPOTHOM CTOPOHE JIMCTA JOJKHBI ObITh PaBHBI.

[IpennodTuTeNbHBIMU TAPHUTYPAMH M pa3MepaMu MPUPTOB I PEKBU3UTOB TOKYMEHTA
sBistroTest Ne 12,13,14.

[Tpu cocTaBiieHUH TAOIUI JOMTYCKAETCS HCIIOJIb30BAaHUE MIPU(PTOB MEHBIIUX Pa3MEPOB.

AO3aIHbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cm.

3aroJOBKH pa3/eNoB M MOJPA3JENOB I€YaTAIOTCS ¢ a03alHbIM OTCTYIIOM HJIH
LEHTPUPYIOTCS 10 MIUPHUHE TEKCTA.

MHOrocTpouHble pPEKBM3UTBl II€YATAIOTCA YEpe3 OJUH MEXKCTPOUYHBIH HHTEpBal,
COCTaBHbIE YAaCTHU PEKBU3UTOB OTEISAIOTCS JIOMOJIHUTEIbHBIM HHTEPBAJIOM.

TexcT nokymeHTta nevaraercs yepes 1-1,5 MeXCTpOUHBIX HHTEPBAIA.

WuTepBan Mexy OyKBaMu B CJIOBAX - OOBIYHBIH.

WHTepBa MEXIy CIIOBaMH - OJHH MTPOOET.

TexkcT 1okyMeHTa BBIPABHMBAETCS IO LIMPUHE JIMCTA (110 I'paHMIIaM JIEBOI'O U IPaBOro
MOJICH IOKYMEHTA).

HopmaTuBHBIMH aKTaMM OpraHu3alMd MOXeET ObIThb HPEAYCMOTPEHO BBIJEIICHHE
PEKBHU3UTOB «aJpecaTy», «3arojOBOK K TEKCTy» WIH «IOJIIMUCh», a TaKXKe OTHEJIbHbIX
(parMeHTOB TEKCTa MOJIY>KUPHBIM HIPUPTOM.

TexkcT TOKyMeHTa JOJKEH OBbITh M3JI0KEH KPaTKo, TPaMOTHO, IOHSTHO U OOBEKTUBHO,
0€e3 MOBTOPEHUH U yoTpeOIeHHs CJIOB U 000POTOB, KOTOPbIE HE HECYT CMBICIOBOM HArpy3Ku, U
JIOJDKEH KacaThCsl TOTO BONPOCA, KOTOPBIA C(HOPMYIHpPOBaH B 3arojOBKE K TEKCTy. TeKCT
JOKyMeHTa 0o(popMIIIeTCs B BHJIE€ CIUIOIIHOTO CBSI3HOTO TEKCTa MM TaOJIMIbI, WM IyTeM
coyeTaHus 3Tux hopm.

TexcThl CI0KHBIX U OOJIBUIMX MO 00bEMY JOKYMEHTOB (JIOKJIa/Ibl, OTYETHI U T.[.) ACIATCS
Ha pa3/enibl, MOAPA3JeNbl, MYHKTbI, HOANYHKTBI. [IyHKTBI U MOAMYHKTHI B TEKCTE HYMEPYIOTCS
apaObckuMH HUppaMu ¢ TOUYKOM.

[Tpumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI, KaK MpaBuio, opopMistoTcst Ha OJaHKax oOpa3oBaTeNbHOM OpraHU3aluy,
UMEIOT YCTAaHOBJIEHHBIM KOMIUIEKC O0S3aTeNbHBIX PEKBU3UTOB U CTAOWJIBHBIN TMOPSIOK X
PacroI0XKEHUS.

bnanku kaxaoro BUJa H3rOTABJIMBAIOTCS HAa OCHOBE YIJIOBOTO WM IPOJOJILHOTO
pa3MelIeHNs] pEKBU3UTOB.

PexkBu3UTHI 3arooBKa pa3MeNaloTcsl HEHTPUPYEMBbIM (HayaJlo M KOHEeI KaXKJI0M CTPOKHU
PEKBU3UTA PABHO Y/AAJECHbI OT TPAHMI] 30HBI PACTIONOKEHHUS PEKBU3UTOB) MIIM YIJIOBBIM (Kax1as
CTpOKa PEKBU3UTA HAUMHAETCS OT JIEBOM I'PAHUIIbI 30HBI PACIIOIOKEHUS PEKBU3UTOB) CIIOCOOOM.

Jlnist U3roToBIIeHUsS OJIAHKOB MCHOJB3YIOTCS JUCTHI Oymaru ¢popmara A4 (210 x 297 mMm)
u A5 (210 x 148 MuLITUMETPOB).

Kaxnplii muct nokymenTa, oopMIIEHHBIN Kak Ha OJlaHKe, Tak U 6e3 Hero, 10JKeH UMETh
0JIsl HE MEHEee, MM:

nesoe - 20;

mpagoe - 10;

BepxHee - 20;

HuxHee - 20.

JIoKyMeHTBI AnuTeNbHbIX (cBbliie 10 J1€T) CpPOKOB XpaHEHUs AOJKHBI UMETH JIEBOE T10JIE
He MeHee 30 MM.

OdopmiieHne peKBH3UTOB JOKYMEHTOB.

ABTOp 10KYMEHTOB.

HaunmenoBanue o0pazoBaTenbHON OpraHU3alMK YKa3bIBAETCSI B TOYHOM COOTBETCTBUU C



ycraBoM oOpa3oBaTenbHON opranuzanuu. COKpalleHHOe HaWMEHOBAaHUE IMOMEIIACTCS TIOJ
MOJIHBIM HAaUMEHOBaHUEM B CKOOKaX.

HaumenoBanue CTpyKTYpHOTO MOApAa3/CNICHUs — aBTOpa JOKYMEHTa HCIOJIb3YETCS B
OylaHkax muceM U OJaHKaX KOHKPETHBIX BHIOB JOKYMEHTOB W YKa3bIBA€TCS IMOJ MOJHBIM U
COKpAIIICHHBIM HAUMEHOBAHUSMH 00pa30BaTEIILHON OpPTraHN3aIIHH.

HaumenoBanue [OMKHOCTH JHIla — aBTOpa JOKYMEHTa HCHOJB3yeTcsl B OJlaHKax
JOJKHOCTHBIX JIUIL ¥ PACIONIaraeTcs Mol HAMMEHOBaHUEM 00pa30BaTEIbHON OpTraHU3aIlHH.

HanmenoBanue NOJKHOCTH JUIA — aBTOpPA JOKYMEHTA YKa3bIBAETCS B COOTBETCTBUH C
HAaMMEHOBAHHMEM, NPUBEICHHBIM B PAaCHOPSAIUTEILHOM JOKYMEHTE O HA3HAUYECHUU HA JJOJKHOCTD.

CnpaBouHble JaHHbIe 00 00pa30BaTeJIbHOI OPraHU3aMH.

CrpaBouHble JJaHHBIE 00 OpPraHM3AlMH YKa3bIBAIOTCS B OJaHKaX MHCEM M BKIIOYAIOT:
anpec, Homep TenedoHa, pakc, aapec dISKTPOHHOM MOYTHI, ceTeBOM anpec, a Takke OKIIO,
OI'PH, MHH wu KIIIT opranuzanuu.

HanmeHnoBaHMe BHIA JOKYMEHTA.

HaumenoBanue Buaa JJOKYMEHTa, COCTABJIICHHOTO OpraHu3alueid, [TOJDKHO OBITh
OTIPEICNIEHO YCTaBOM (MOJOKEHHEM) M JOJKHO COOTBETCTBOBAaTh HAUMEHOBAHUSIM BHUIOB
TOKyMeHTOB, mnpenycmoTpennbiM OKVY]I: akT, crpaBka, 3amucka, CBOJKA, OT3bIB, MPOTOKOII,
CIIMCOK, u3BeuieHue u Ap. PacnopsautenbHble JOKYMEHTbl OpraHU3allMd  HM3JAI0TCA  CO
CJIEAYIOIIMMH Ha3BaHUSIMU: TIPUKA3, PACIIOPSDKCHHE.

HaumenoBanue Buga u pa3sHOBUAHOCTU JOKYMEHTA HE YKa3bIBA€TCS B MHChbMaXx.

HaumenoBanue Buaa MOKYMEHTa I€4aTaeTCsl MPOMUCHBIMU OYKBaMU IOJYKHPHBIM
mpuQTOM.

Jdara noxkymenra.

Jlata 1OKyMeHTa COOTBETCTBYET JaTe MOANUcaHus (YTBEpKICHH) JOKYMEHTA WU J1aTe
COOBITHSI, 3aUKCUPOBAHHOTO B IOKYMEHTE:
apabckumu nudpamu, pasaeneHHbIMA Toukoil: 05.06.2021; ciaoBecHO-IIMPPOBBIM CIOCOOOM: 5
nroHs 2021 r.

B Tekcrax MOKYMEHTOB, COAEpXAIIMX CChUIKM Ha HOPMATHBHBIE NPABOBBIE aKThI, U
JIOKYMEHTOB, COJIEp)KalllMX CBeICeHUs] (UHAHCOBOTO XapakKTepa, MPUMEHSETCS CIIOBECHO
1 poBoi cmocol ykazaHUs IaT 0e3 MPOCTaBICHUS HYs B 0003HAUYECHUU JHS MECsIa, eClu OH
coaepxut onny udpy: 3 anpemnst 2021 rona.

Paspemaercs npuMeHSTh CIIOBO «T'0/1» B COKPAILICHHOM BapHAHTE «I'»:

1 urons 2021 r.

I'pud orpanuyeHns A0CTyna K J0KyMEHTY.

[IpocraBnsiercsi B MpaBOM BepxXHEM yIriy IMEpBOro JHUCTa JOKyMeHTa (TpoeKTa
JIOKYMEHTA, COMPOBOJUTEIBHOTO MUChbMAa K JIOKYMEHTY) Ha TpaHHUIE BEPXHEro Mojs Mpu
HaJIUYMM B JIOKYMEHTE HWH(OpManuu, AOCTYyH K KOTOPOW OTpaHWYeH B COOTBETCTBHH C
3akoHomarenbcTBOM  Poccuiickorn  ®enepaumu. B cocraB  pekBU3MTa  BKIIKOYAETCS
OTpaHWYHUTENbHAS HaAMHUCh: «Jlmst  cmykeOHOrOo TmoONB30BaHus», «KoHpuaeHIMATBHOY,
«llepcoHanbHbIE TaHHBIE» WU JP.

ITpumep -

IHepconanbHbIe JaHHbIE
pPadOTHUKOB
k3. Ne 1
MyHuuunajgbHoe 0101keTHoe 001eodpasoBaresibHoe yupexaenne «Ikoma Ne 1»

(MBOY Hlxkona Ne 1)
LeHTp TOMOJHUTEJIBHOI0 00Pa30BaAHUSA
ITPUKA3

Bce Buawl rpudoB orpaHuueHus AOCTyna K JOKYMEHTaM 3aKpEIUISIIOTCS B JIOKATbHBIX
aKkTax o0pa30BaTENbLHONW OpraHU3aIIH.



PerucrpanuoHHbIN HOMEP JOKYMEHTA.

Perucrpanuonnsiii HOoMep — uu¢ppoBoe wuiIM OykBEeHHO-IHM(]pPoBOe 00O03HAYECHHE,
IPHUCBAaUBAEMOE JOKYMEHTY IPU €ro PerucTpaluu.

PCFI/ICTpaI_II/ISI JOKYMCHTA ITPOBOJUTCA MOCJIC €ro NOANINCaHNA UJIIW YTBCPIKIACHU .

Jlisi BHYTPEHHUX JIOKYMEHTOB — IIPHUKA30B, IIPOTOKOJIOB — 3TO MOPSJIKOBBIA HOMEpP B
npefenax KaJeHJAapHOTO rojxa/ ydyeOHOro rojaa MO KaXJOMYy BHIY WM Pa3HOBHIAHOCTU
JOKYMEHTOB. B mpuka3ax perucTpalMOHHBIA HOMEp MOXET JAONOJHAThCA OyKBEHHBIM
MH/IEKCOM, 0003HAYAIOIIUM Pa3HOBUIHOCTH.

JU1s MICXOAIIMX JOKYMEHTOB PErHCTPALMOHHBIA HOMEP COCTOUT U3:

1) nopsiIKOBOrO HOMEpa B MpejiesiaX MacCHBa OTIPABISIEMON KOPPECIIOHICHITIH;

2) uHzeKca Jie1a B COOTBETCTBUM ¢ HOMEHKJIATYpO Jies1 00pa3oBaTeIbHOM OpraHu3alty.

Perucrpanmonnelii HOMEp JOKYMEHTAa, COCTAaBJICHHOTO COBMECTHO IBYMsi M Oolee
OpraHu3alUsIMM, COCTOMT U3 PETUCTPALMOHHBIX HOMEPOB JIOKYMEHTOB KaXXIOH M3 3THUX
OpraHu3alui, MPOCTaBIAEMbIX YEPE3 KOCYIO YEPTY B MOPSAKE YKA3aHUSA aBTOPOB B IOKYMEHTE.

CcbliIKka HA pPerucTpaAauMOHHBIN HOMeP U AaTy JOKYMEHTA.

Ccbulka Ha pPETrUCTPALMOHHBIA HOMEp M JaTy JOKYMEHTa BKJIIOYaeT B celd
pErucTpaliMoOHHbIN HOMEpP U JJaTy JOKYMEHTa, Ha KOTOPBIH 10JIKEH ObITh JaH OTBET.

Ccpiika Ha HOMEpP W JaTy JOKYMEHTa HCIIONB3YeTCs TpH O(POPMIICHHH IIHCEM,
SBJISIIOIIMXCSL OTBETAMM Ha IOCTYNMBILEE HUCBMO (3ampoc, mpockOy u 1p.). CeneHus B
PCKBU3UT HCPCHOCATCA C IMOCTYNMUBIICTO AOKYMCHTA W COOTBCTCTBYIOT PErUCTPAMOHHOMY
HOMEpY U JaTe MOCTYIHUBIIEr0 JOKYMEHTA.

OFpaHI/IIII/ITeJII)HaSI OTMCTKAa IJI1 JaHHOI'O PCKBHU3UTA IIPOCTABJIACTCA B JIEBOM YacTH
0J1aHKa MHUChbMa 101 PEKBU3UTOM «J1aTa» U «PEruCTPallMOHHbII HOMEP TOKYMEHTay.

Hamumne AAHHOT'O PCKBU3UTA UCKIIHOYACT HCO6XOILI/IMOCTI) YIIOMUWHAHHA HOMEpA U OAaTbl
MOCTYMUBIIETO JIOKyMEHTa B TEKCTe IHMCbMa, YTO OCBOOOXKAAe€T TEKCT OT CIPaBOYHOM
uH(pOpMaLIHH.

MecTto cocTaB/eHHs WJIH U3JaHUS JOKYMEHTA.

Mecto  cocraBneHuss  (M3gaHMs) — JOKYMEHTa  yKa3blBaeTcsi B  JOKYMEHTaXx,
U3rOTaBJIMBAaEMbIX Ha OJJaHKaX KOHKPETHBIX BUJOB JIOKYMEHTOB.

Anxpecar.

AnpecatamMu  JIOKyMEHTa MOTYT OBITb IOpUIMYECKHE JIMIA, HUX CTPYKTYpHbIE
NOJpa3/IeIeHUs U JOJDKHOCTHBIE JINIA, a TaKkKe PU3NUECKUe JIUIa.

PexBu3uT «agpecar» mpocrapisieTcsl B BEpXHEH MpaBoil yacTH TOKyMeHTa (Ha OJaHKe C
YIJIOBBIM  PAcIlONIOKEHHMEM pPEKBU3UTOB) WJIM ClpaBa IO pEeKBU3UTaMM OnaHka (Tpu
IPOJOJIBHOM  paclOJIOKEHUM  PEKBU3UTOB  OnaHka). CTpOKM  pEeKBU3UTA  «aapecar»
BBIPAaBHUBAIOTCSI 110 JIEBOMY KParO UM LIEHTPYIOTCSI OTHOCUTENBHO CaMOM JJIMHHOM CTPOKH.

Ecim  nmokymeHT anpecoBaH HOPHAMYECKOMY JIMILY WIM €ro CTPYKTYpHOMY
noJpassieieHuto 0e3 yKazaHusl JTOJDKHOCTHOTO JIMIIA, UX HAaUMEHOBAHMS NPUBOJATCS B UMe-
HUTEIBbHOM MaJIekKe.

ITpumepsl

1. Munncrepcrso o6pasoBanmusi,
HAYKH U MOJIOJEKH
Pecny0smmku Kpeim

2. MuHHMCTEPCTBO 00pPa30BaHus,
HAYKH ¥ MoJsioexu Pecny0mnku
Kpbim
ynpaBJieHHe 0011ero ooOpa3zoBaHus
IlouroBBIE  ajgpec  yKa3blBaeTCs  I[IPU  HANpPaBICHUU  JOKYMEHTa  Pa30OBBIM
KOPPECIOH/IEHTaM.
Ecnu noxkymMeHT aipecoBaH PyKOBOAMTEJII0 IOPUAMUECKOIO JUIA WIH €r0 3aMECTUTEIIO,



HAaMMEHOBAHHME IOPUJIMYECKOTO JIMIA BXOJUT B COCTAaB HAMMEHOBAHMS JOJDKHOCTU ajpecara,
KOTOPOE MPUBOJUTCS B AATEIBHOM MAJIEKE.

IIpumep —

PykoBoauteno ®enepajibHOro

apPXMBHOI'0 AaT€HTCTBA

®avnang U.0.

Nuuuuansl craBaTcess mocje (aMHIMM HE3aBHUCUMO OT TOTO, KOMY aJpecoBaH
JOKYMEHT — JIOJDKHOCTHOMY JIMILY MITH (PU3HUECKOMY.

[Ipu anpecoBanuu nMucbMa PyKOBOIUTEINO CTPYKTYPHOIO MOAPA3/IeICHHs YKa3bIBAE€TCS B
UMEHHUTEIIBHOM TaJe)ke HaWMEHOBAaHWE OpraHu3alMd, HW)KE - B JIaTEIIbHOM IaJeKe
HAaUMEHOBAHME JOJDKHOCTH PYKOBOAMTENS, BKJIIOYAIOIIEe HAMMEHOBAHUE CTPYKTYpPHOTO
nopaseneHus, paMuiInio, MHALAAIBI.

IIpumep-

Munucrepcrso o0pa3oBanus,

HAayKH 1 MoJiogexu Pecnnybuaunku Kpeim

HavanbHuKy ynpasiieHus1 0011ero o0pa3oBaHus

®amuinus U.0.

[epen pammunueil TOMKHOCTHOTO JIMIA JOMYCKACTCS YHOTPEOIATh COKPALICHUE «T-HY»
(rocrioAuHy), €CiH aapecaT My>KUMHa, UITH «T-3Ke» (TOCIOKe), €I aJipecat KEHIIHUHA.

[Ipu paccbuike MOKyMEHTa TPYNIE OpraHU3allid OJHOTO THIA WM B CTPYKTYpHBIC
noJipa3/ielieHusl OJIHOM OpraHu3allny, aJipecar yKa3bIlBaeTcsi 0000IIEHHO.

B ogHOM 10KYyMEHTE HE TOJKHO OBITH 00Jiee YEThIpEX aJIpecaToB.

[Ipu OGonblieM KOMUYECTBE aJpecaToB COCTABISIETCA CIHMCOK (JIUCT, yKa3aTelb)
pacchUIKM JIOKyMEHTa, Ha KaXJIOM JOKYMEHTE YKa3bIBae€TCS OJMH aJpecarT WM ajpecar
odopmitsieTcs 060011IeHHO.

B cocraB pekBm3uTa «Aapecar» MOXKET BXOJUTH TIOYTOBBIA ajpec. DJIEMEHTHI
MIOYTOBOTO aJ[peca yKa3bIBalOTCS B MOCIEI0BATEILHOCTH, YcTaHOBIEeHHOH [TpaBunamMu okazaHus
YCIYT MTOYTOBOM CBSI3H.

ITpumep -
Bceepoccuiickuii
HAY4HO-
HCCJIe10BATENbCKUH
HHCTHUTYT
AOKYMEHTOBE/IeHUs 1
apXMBHOIO J1eJ1a
IIpodcoro3nasn yur.,
. 82,
MockBa, 117393

B cnyuae otmpaBku JoKyMeHTa GU3MUECKOMY JIMITY YKa3bIBAIOTCS: (haMUJIHsl, MHUIIUATIBI,
MOYTOBBIN ajpec: (yaula, HOMep J0Ma U KBapTUPBI, HACEIEHHbIN MyHKT, pailoH, 001acTh (Kpak,
peciy0iMKa), MOYTOBBIA MHJIEKC).

[Tpumep -
®amuausa U.0.

CanoBas yi1., 1. 5, kB. 12,
r. JHCK, JHCKOi 00.1., 301264

[Ipu oTmpaBke mMrcbMa MO AJICKTPOHHOW ToUYTe WM TO (aKCUMUIBHOW CBs3u (0e3
JOCBIIKM TIO TIOYTE) IMOYTOBBIM ajpec He yKasbiBaercs. llpm HEoOXOAMMOCTH MOXKET OBITh
yKa3aH JICKTPOHHBIHN ajapec (Homep TenedoHa/pakca).

ITpumep -

Bcepoccuiicknii HAy4YHO-
uccae10BaATebCKHIl HHCTHTYT



IlOKyMeHTOBeIleHI/Iﬂ )/ |
ale/IBHOI‘O aeJia
mail@vniidad.ru

I'pu¢ yrBep:KIeHuss JOKYMEHTA.

I'pud yTBepxkAEHUS MNPOCTABIAETCS Ha JOKYMEHTE B CIlydyae €ro yTBEp)KICHMS
JOJDKHOCTHBIM ~ JIMIIOM, pAacCHOPSAAUTENbHBIM JOKYMEHTOM (IIPUKA30M, pacloOpsLDKEHHUEM,
pEIICHUEM).

I'pud yrBepkaeHus: pa3MeniaeTcss B MpaBOM BEPXHEM YTy MEPBOTO JIUCTA JTOKYMEHTA.
CTpoKu peKkBH3UTA BBIPABHHMBAIOTCS II0 JIEBOMY Kpar WM LICHTPYIOTCS OTHOCUTENBHO CAMOM
JUIMHHOM CTPOKHU.

IIpu yTBEp)XKIEHMM JOKYMEHTa JOJKHOCTHBIM JIMLIOM TpU(] YTBEpKIEHHUS COCTOUT W3
cioBa YTBEPXJAIO, naumeHoBaHUS JOJDKHOCTH JIMLA, YTBEPXKJIAIOLIETO JOKYMEHT, €ro
HOJNNCH, THULUAJIOB, (paMUWINU U JaThl YTBEPXKICHUS.

[Tpumep -

YTBEP/XKIAIO

Jupexrop MBOY COLI Ne 1
Ioagnmuce U.0. Damniansa
Jlara

[Ipu yTBepkIeHUU HOKYMEHTAa PACHOPSIUTEIBHBIM JOKYMEHTOM Tpu( yTBEpKICHUS
cocrout u3 cioBa YTBEPX/IEH (YTBEPXJEHA, YTBEPXIEHbBI win YTBEPX/IEHO),
COTJIACOBAHHOTO C HAaMMEHOBAaHMEM BHJA, YTBEPXKIAEMOTO JOKYMEHTa, HAMMEHOBAHUS
pacopsAUTEILHOTO TOKYMEHTA B TBOPUTEIILHOM MaJIeXKe, ero AaThl, HOMEpA.

ITpumepst
1. (Topsanox) YTBEPXJIEH
npukazom MBOY COIII Nel
S anmpeust 2021 r. Ne 82
2. (Tlpasuia) YTBEPXXIEHBI

npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83
3. (ITonmoxenue)
YTBEPXJIEHO
npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83
[Tpu npuHATHN (PaCCMOTPEHUH) TOKYMEHTA KOJUIETHAIbHBIM OpraHOM 00pa3oBaTeIbHOM
OpraHu3alH, pEeHIeHUs KOTOPOTo (UKCUPYIOTCS B MPOTOKOJIE, B rpr(e MPUHATO (PACCMOTPEHO)
yKa3bIBae€TCsl HAaMMEHOBAHME OpPraHa, PELICHHEM KOTOPOTO MPHUHSAT JOKYMEHT, JlaTa U HOMEp
MPOTOKOJA (B CKOOKaX).
YTBEP)KJAIOIIETr0 JOKYMEHTAa B TBOPUTEIILHOM MaJieXke, ero JaThl, HOMepa.

ITpumepsl
1. (ITopsimok) MNPUHAT
Nearorn4eCKuM cCoBeToM
(mpoTtoxoa ot 15.08.2021 Ne 12)
2. (IlpaBuia) MPUHSATDHI

Yupasisirolum coOBeTOM
(mpoTtoxoa ot 15.06.2021 Ne 8)


mailto:mail@vniidad.ru

3. (ITonoxenwue)
IMPUHATO
o0mmm codpanuemM pabOTHHKOB
0o0pa3oBaTeJbHOM OPraHu3aluu
(mpotoko. 15.06.2021 r. Ne 83)
3aroJioBOK K TEKCTY.

3aroJoBOK K TEKCTY BKJIIOUAET B ceOs KpaTKoe coaepikaHue TOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3arojoBok Qopmymnupyetcs ¢ mnpemigorom «O» («O0») u oTBeuyaeT Ha
BOIIPOC «O YyeM?»:

e mpuka3s (0 yem?) 0 CO3JaHUM ATTECTAIIMIOHHON KOMHUCCHUU;
e 1puka3 (0 yem?) 00 yTBEpKIEHUHU IITATHOTO PAaCIUCAHMS;
e MHUCHMO (0 YeM?) O MPEIOCTABICHUH HH(POPMAITHH.

3aroJ0BOK COCTaBIISIET UCIIOTHHUTENb TOKYMEHTA. 3arojIoBOK K TEKCTY O(QOPMIISETCS 1O/
pEeKBHU3UTaMU OJaHKa ClieBa, OT TPAHHUILIBI JIEBOTO MOJs. Ecnu TEeKCT JOKyMEeHTa HE MpEeBbIIIaeT
YETBIPEX-TISATH CTPOK UM opopmiieH Ha OnaHke GpopmaTa AS, 3aroJI0BOK MOKHO HE YKa3bIBaTh.

3arooBOK JOKYMEHTa 3alHChIBACTCSI TNPU €ro PErucTpalid B COOTBETCTBYIOIIHE
perucTpanoHHbIe POPMBI: KApTOUKY, 0a3y JaHHBIX.

Texcr fokymeHTa.

TekcT mOKyMeHTa COCTaBISIETCS HAa PYCCKOM S3BIKE KaK TOCYIapCTBEHHOM  SI3BIKE
Poccuiickoii ®@enepanuu. TeKCT NOKyMEHTa H3JIaraercs PYCCKUM JIMTEPATYPHBIM SI3BIKOM C
Y4eTOM OCOOCHHOCTEH O(UIIMATBHO-IACIIOBOTO CTWIISA, BHAA JOKYMEHTa M €r0 Ha3HAuYCHUS B
yrpaBieH4YecKor nesTenbHocTH. Coaep)kaHue IOKYMEHTa JOJDKHO OBITh HM3J0XKEHO KpPaTKo,
JIOTHYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB M3JIararoTCs:

- oT l-ro ;M2 eJUHCTBEHHOTO YMCIa B JIOKyMEHTax (MpHKa3, pacrlopsiKeHHWEe H T. JI.)
PYKOBOJUTENS 00pazoBaTeIbHON OpraHU3aIlK, JeHCTBYIONIEro Ha MPUHLMIAX €AMHOHAYAIus, a
TaKXe JOKYMEHTaX, aIpeCOBaHHBIX PYKOBOJICTBY OPTaHM3ALMU: MPHKA3bIBAI0... TIOATOTOBUTH U
IPEJCTaBUTh Ha PACCMOTPEHUE; MPOLIY PACCMOTPETh
BOTIPOC 00 YCTaHOBJICHUH JILTOTHBIX Tapu(OB...;

- 3-T0 JMIa €IUHCTBEHHOI'O YHUCIA B JIOKYMEHTaX KOJUIETMaJbHBIX OPraHOB: KOMHUCCHS
pelma...; OpraHu3anus He CYUTACT BO3ZMOKHBIM...;

- 1-ro nMIa MHOKECTBEHHOT'O YHUCJIa B COBMECTHBIX JOKYMEHTaX: IMPOCUM IPEICTaBUTh
JAHHBIE 0...; IPEJICTABIISIEM Ha PACCMOTPEHUE B YTBEP)KJICHHE. .

- 3-ro JMuIa MHOXECTBEHHOIO 4YHCIa B MPOTOKOJIAX: CIYIIAdH, BBICTYNWIH,
MOCTAaHOBWJIH, PEIIIHIIH.

B nokymeHTax, ycTaHaBJIMBAIOUIMX MpaBa U 00S13aHHOCTH OPTaHU3aAINH, €€ CTPYKTYPHBIX
nojapasaesieHnid (TI0JI0KeHHNE, WHCTPYKITUS), a TAKXKe COJEpKaIMX OMHCAaHHUE, OIEHKY (haKTOB
WIA BBIBOJBI (aKkT, CHpaBKa), UCMOIb3yeTcs (opMa H3IOKEHHS TEKCTa OT TPEThEro JIMIA
€IMHCTBEHHOTO WJIM MHOKECTBEHHOTO 4YHCla («OTAeN OCYHIECTBISIET (DYHKIIMH», «B COCTaB
00BbeTMHEHUS BXOISAT», «KKOMUCCHS YCTAHOBUJIIA).

B Tekcre noKyMmMeHTa, MOITOTOBICHHOTO HAa OCHOBAaHWHM 3aKOHOJATEIBHBIX, WHBIX
HOPMATHBHBIX MPABOBBIX AKTOB, M3JIaHHBIX OpraHaMy BJIACTH M YIPABICHHS, JTOKYMEHTOB,
paHee W3JaHHBIX OPTaHOM BIIACTH — aBTOPOM JOKYMEHTa, yKa3bIBAaeTCsi HaWMEHOBaHUE BHJA
JIOKYMEHTa, HAMMEHOBAaHUE OpraHa, M3JIaBIIErO JOKYMEHT, JaTa NMPUHATHS WIN YTBEPKICHUSI
JOKYMEHTa, €r0 PETUCTPAIIMOHHBI HOMEp, a TaKXKe 3arojOBOK K TEKCTy WJIM HAaUMEHOBaHHE
BUJA JJOKYMEHTA.

[Tpumepsi

«B cootBercTtBuM ¢ mnocranosineHueMm llpaButensctBa or 13.08.1997 Ne 1009 «O06
yrBepxkAeHuHn [IpaBusl MOATOTOBKM HOPMATHUBHBIX MPAaBOBBIX akTOB (elepaibHbIX OpraHOB
UCTIOJIHUTENIHOW BIACTH U UX TOCYIApCTBEHHOM perucTparumny;

«B  coorBerctBum ¢ IlojokeHHEM O TIOCTOSIHHO JIEMCTBYIOIIEH SKCIEPTHOM
KOMHCCUU YUPSKICHHS, OpraHu3alluy, MPEeIIpUsiTHs, YTBEPKICHHBIM MpuKazoM PocapxuBa oT



19.01.1995 Ne 2...».

Ecnu TekcT COAepKUT HECKONbKO TMOpY4YEHHW, pelIeHHi, BBIBOJAOB, B TEKCTE
BBIICJISIFOTCSL Pa3/ieibl, IOIPa3/IeIbl, MYHKTHI, MOMTYHKTHI.

B Tekct moxkyMeHTa MOTYT BKJIIOYAThCs (PparMeHThl, 0hOpMIICHHBIE B BHJIE TAOIUIBI UITH
AHKETBHI.

CrpaHuI1Ibl TEKCTa HYMEPYIOTCS apaOCKUMU U paMu rocepeiHe BEPXHETo MoJsl.

B nuceMax BCMonb3yoT ciaenyronme GopMbl U3T0KEHUS:

e OT MEpPBOTO JHIA MHOKECTBEHHOTO 4YHcla («IPOCHM HANpPaBHUTH», «HANpaBIseM Ha
PacCMOTpPEHHEY);

e TEPBOTO JIMIAa €AMHCTBEHHOTO YKCcia («CUUTAI0 HEOOXOUMBIMY, «IIPOILY BBIICIUTDHY);

e TpeThero Jmua eauHcrBeHHoro uyuciaa («OO He Bozpaxkaer», «OO cuuTaer
BO3MOJKHBIM»).

OTMeTKa 0 PUIOKEHHUU.

OTMeTKa 0 MPUIIOKEHUH COIACPKUT CBEACHUS O JOKYMEHTE (JIOKyMEHTax ), MpUjiaraeMom
K OCHOBHOMY JIOKYMEHTY (B COMNpPOBOJUTEIBHBIX MUCHhMAaxX, MPETEH3MsX, aKTax, CIpaBKax W
IpYrux HMH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTaX) HIJIM O TOM, YTO JOKYMEHT SIBJISETCS
MPUIOKEHUEM K OCHOBHOMY JOKYMEHTY (B JIOKYMEHTAX - MPUIIOKEHHUIX K PACTOPSAUTEIbHBIM
JOKYMEHTaM, MOJIOKEHUSAM, MpaBuiaM, HHCTPYKIUSM, IOTOBOpaM, IUIaHaM, OTYeTaM U JIp.
JIOKyMEHTaM).

B compoBoauTenpHbIX MHCbMAax U APYrUX HHGOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKAa O TIPUJIOKEHUU OPOPMIISICTCS TIOJ TEKCTOM OT TPAHUIILI JICBOTO IOJS CIICTYFOIIHM
obOpazoM:

- €CJIM NPUJIOKEHHE HAa3BaHO B TEKCTE:

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

- €CJI MIPUJIOXKEHNE HE HAa3BaHO B TEKCTE WJIU €CJIM MPHIIOKEHUH HECKOJIBKO, YKa3bIBalOT
Ha3BaHUs JIOKYMEHTOB-TIPUJIOKEHUM, KOJMYECTBO JIMCTOB M  JK3EMIULIPOB  KaKIOro
TIPUIIOKEHUS:

[Tpunoxenue: 1. [Tonoxxenue (Ha3Banue) Ha 5 1. B 1 9K3.
2. CrpaBka 0 KaJpOBOM cOCTaBe Ha 2 JI. B 1 7K3.;
- €CJIM IPUJIOKEHHUEM SIBIISIETCS 000COOIEHHBIN AIEKTPOHHBIN HOCUTENh (KOMITAKT- JHCK,
usb-dureni-HaKOMUTENb U Ip.):

- IIpunoxenue:
CD B 1 3k3.

- ecIi MpHIoKeHHNe (MPUII0KEHUS) COPOILIIOPOBAHBI:

IIpunoxenue:

otuet 0 pabore PUII B 2 3k3.

B pacnopsauTenbHbIX JOKyMeHTax (IpUKa3ax, paclopsbKEHHsIX), IOTOBOPAX, MONT0KEHUSX,
MpaBWaX, HHCTPYKUUSAX U JPYrHMX JOKYMEHTaX OTMETKa O MPUIIOKEHUH OQpOopMIIseTCs
CIIEIYIOLIUM 00pa3oM:

- B TEKCTE JIOKYMEHTa IpPH MEPBOM YIIOMUHAHUU JTOKYMEHTA-NPUIOKEHHUS] B CKOOKax
yKa3bpIBaeTCs: ... (MPUJIOXKEHHE) WU ... (IpuiokeHue 1); mepes HOMEpPOM TNPUIIOKEHUS
JIOTTYCKaeTCsl CTaBUTh 3HAK HOMepa: ... (mpuioxenue Ne 2);

- Ha [IEpBOM JIUCTE JOKYMEHTA-IIPUIIOKEHNUS B TPABOM BEPXHEM YIUIy yKa3bIBacTCS:

IIpunoxenne Ne 2
Kk npukazy MbOY COLI Ne 1
or 15.08.2021 Ne 112.

CTpoKu peKBU3UTa BBIPABHUBAIOTCS 110 JIEBOMY KPar0 WIH LEHTPUPYIOTCS OTHOCUTEIBHO
CaMOM JJIMHHOU CTPOKH.

Ecim npunoxeHueM K pacHopsAUTEIbHOMY JOKYMEHTY SBJISETCS HOPMATHUBHBIN
IIPaBOBOM aKT MJIM MHOM JOKYMEHT, YTBEPXAAEMbIN TaHHBIM PACIOPAIUTEIbHBIM JOKYMEHTOM,
Ha [EPBOM JIMCTE MPWIOKEHHUsS IPOCTABIAETCS OTMETKA O MNPWIOKEHHH (0e3 CChUIKM Ha
pacropsAUTENbHBI JOKYMEHT) W TpHU(] YTBEPKICHHS, B KOTOPOM YKAa3bIBAIOTCS JaHHBIC
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pacnopsiAUTENBLHOTO JOKYMEHTA, KOTOPHIM YTBEPKJIEH TOKYMEHT- IPHIIOKEHHUE.
[Tpumep -
IIpunosxenne 1
YTBEPXIAEHO npuxa3s
MBOY COHLI Ne 1 or
18.05.2021 Ne 67

I'pud corsiacoBanusi JOKyMeHTA.

HpOCKTBI IMOATOTOBJICHHBIX  HOKYMCHTOB IIEpCd IMOAINHUCAHUCM B pdac ClIydacB
COTJIACOBBIBAIOTCSl C 3aMHTEPECOBAHHBIMU YUPEKICHUSIMHU, CTPYKTYPHBIMU TOJpa3AeiICHUSIMH,
OTACIBbHBIMU NJOJI>KHOCTHBIMU JINIIAMU.

['pucd cormacoBaHus B 3aBUCHMOCTH OT BHUJIAa JOKYMEHTa U OCOOCHHOCTEH ero oopmiieHus
MOKCT IMIPOCTABJIATHCA:

- Ha TEepBOM JIMCTE€ JOKYMEHTa (ecld JOKYMEHT HMEeT THUTYJIbHbIH IJIMCT, - Ha
TUTYJBHOM JIUCTE) B JICBOM BEPXHEM YIJy Ha YpOBHE Tpuda YTBEPKIACHHUS WIH IO
HAaUMEHOBAaHHUEM JOKYMEHTa OJMKe K HHKHEMY TIOJIIO);

- Ha MOCJIETHEM JIUCTE IOKYMEHTa MOJI TEKCTOM;

- Ha JIUCTE COTJIACOBAHUS, SABJISIFOIIEMCSI HEOTHEMJIEMON YaCThIO JOKYMEHTA.

['pud cornacoanusi fokymenta coctouT u3 cioBa COI'JTACOBAHO, nomkHocTH nuna, ¢
KOTOPBIM  COTJIACOBAaH  JIOKYMEHT  (BKJIFOYas  HAaWMEHOBAHWE  OpraHU3alih),  €ro
COOCTBEHHOPYUYHOM TONAMUCH, pAacIU(POBKU MOAMHUCH (MHUIUANOB, (amMunuu) U JOaThl
COTJIACOBAHUA.

[Tpumep -

COT'JTACOBAHO
JupekTop (Ha3BaHHE OpraHU3aI1H)
(moxmucek) N.O. Gamunus
Jara
Ecnu corynacoBanue oCyIIECTBIISETCS KOJUIETHAIbHBIM OPraHOM, B TpUQE COriacoBaHUS
YKa3bIBAlOT CBEACHMSI 00 opraHe, COTrjacoBaBIIEM JOKYMEHT, JaTe W HOMEpe IpPOTOKOJa, B
KOTOpPOM 3a(MKCHPOBAHO pEILIEHHE O coryiacoBaHuu. Eciu corimacoBaHHe OCYIIECTBISETCS
MUCHbMOM, YKa3bIBalOT BHUJ JOKYMEHTa, OpPraHM3allii0 - aBTOpa JOKYMEHTa, JaTy U HOMEp
UCHhMA.
IIpumepsr:
1 COrJIACOBAHO
Yupasisilouum coBeTOM
MBOY COLI Nel
(mpoToxo. oT Ne_ )
2 COI'JIACOBAHO
nucsMoM Pocapxusa
oT Ne

Bu3sa corsiacoBaHusi 10KyMeHTA.

Busbl cornacoBaHus JOKYMEHTAa — PEKBHU3UT JIOKYMEHTA, YKa3bIBAIOLMN HAa COTJACUE WUIU
HEecoIJlacue JO0JDKHOCTHOTO JiMla oOpa3oBaTeNbHOM OpraHU3alldd C COJEp)KaHHEM IPOeKTa
JIOKyMEHTA (J1ajiee — BU3a).

[Tpumep
3aMecTUTENh TUPEKTOPa MO BOCIIUTATEILHOM padoTe
JInyHasg nmoanuch .. sanoBa
10.10.2023
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OdopmiieHHass TakuM 00pa3oM BH3a O3HAYaeT COIVIACHE JOJDKHOCTHOTO JIMIA C
COZIepIKaHHEM TOKYMEHTA.
[Tpu HanMU4MK 3aMEeYaHMI 10 JOKYMEHTY BU3Y O(DOPMIISIOT CISIYIOIINM 00pa3oM:

3aMevaHus IpuiIararoTcs
3aMecTHTeNb JUPEKTOpa 110 BOCHHUTATEILHOU padoTe

JInyHag nmoamnuch N.N. sanosa

10.10.2023

JIOKyMEHT BH3HMpYETCS HUCIOJHUTEIEM U  3aUHTEPECOBAaHHBIMU B JOKYMEHTE
JOJKHOCTHBIMHU JIMIIAMH, PYKOBOAMTEIEM 00pa30BaTEIbHON OpraHU3aiy.

3aMedaHus J0JKHBI ObITh IPEJCTABICHbI HAa OTAEIBHOM JINCTE, KOTOPBIM MOJIUCHIBAIOT,
JATUPYIOT U MPUJIATAOT K JOKYMEHTY.

B noxkyMeHTax, NMOMIMHHUKU KOTOPBIX XPAHATCS B OPraHU3allMU, BU3bI IIPOCTABIIAIOT HA
HOCJIEIHEM JINCTE JOKYMEHTa IOJ MOANKMCHIO, Ha 000pOTE IOCIEAHEro JHCTa IMOAIMHHHKA
JIOKYMEHTa WM Ha JMCTE COIJacoBaHUs (BUBHPOBAHUS ), IPUIIAraéMOM K JOKYMEHTY.

B wucxomdmumx JQOKyMEHTax BH3bl INPOCTABISAIOTCS Ha OJK3EMIUIAPAaX JOKYMEHTOB,
[IOMEIIAEMBIX B J€EJIO.

IMoanuce.

JIOJDKHOCTHBIC JIUIIAa TIOJINKMCHIBAIOT JOKYMEHTBI B IIpeaeiax CBOHMX ITOJIHOMOYHH,
ONpeNeeHHbIX  YcTaBoM  00IIeoOpa3oBaTeIbHOW ~ OpraHu3alid W JIOJDKHOCTHBIMU
WHCTPYKIUSIMHU.

[Toanuck cOCTOMT M3 HAUMEHOBAHUS TOJKHOCTH JIMIIA, KOTOPOE MOAMUCHIBAET JOKYMEHT
(TTOTHOTO — ecM JIOKYMCHT HalleyaTaH He Ha OJIaHKe, COKPAIIeHHOTO — Ha JOKYMEHTE,
Hale4yaTaHHOM Ha OJaHKe), ero COOCTBEHHOPYYHON MOJMUCH, WHHUIIMATIOB (MHUIMAT MMEHH),
bamuuu.

ITpumepsl

He Ha 0JaHKe:

Jupexkrop MBOY COII Ne 888 JInynas noanuch N.0. ®amunus
Ha 0JIaHKe

JupexTop JInynas noanuch N.0. ®amuians

ITpu opopmieHnn JOKyMeHTa Ha OJaHKe JIOJDKHOCTHOTO JIHUIA JOKHOCTD 3TOrO JIHMIA B
MOJINCHU HE YKa3bIBAETCH.

IIpumep JInuHas noanuck N.0. Pamuiaus
B moxymeHTax, COCTaBIIEHHBIX KOMUCCUEH, B TIOAMMCH YKAa3bIBAETCS CTATyC JINLA B
COCTaBE KOMHUCCHUHU.

[Tpumep -

IIpencenarens xkomMuccuu  [loamuch HN.0. damuaus

Ynenbl KoMuccHu IMognucey HN.0. ®amuansa
IMognuck HN.0. damuiaus
IMoanuck HN.0. damuaus

B ciydae oTCyTCTBUS PYKOBOIUTENS IIPUKA30M OIPENEISAETCS JUL0, UCIIOIHSAIOLIEE ero
00513aHHOCTH, a TaKXK€ YIOJHOMOUYEHHOE TIOANMCHIBATG JOKYMEHTBI, TIPH 3TOM IOAIHUCH
opopmisieTcss ¢ yKa3aHHMEM CTaTyca OJDKHOCTHOTO JHIla B COOTBETCTBUU C TIPUKA30M
(pacriopspkeHHEM ).
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ITpumep -

H.o0. nmpekTopa IMoanucek HN.0. ®amuiausa
uu:

Hcnonnsrommii 00s13aHHOCTH THUPEKTOPA Hogmucr MN.O.
damuaus

HpI/I IMoANMMCAaHUHU JOKYMCHTA JIMIIOM, UMCIOIIHUM IIPpaBO IIOAIIKMCHU B CilIydac BPEMCHHOI'O
OTCYTCTBUA PYKOBOAUTCIIA, HCIIPABJIICHHA B HAUMCHOBAHHC JOJLDKHOCTU U pacum(prBKy
(baMI/IJ'II/II/I YK€ IOATOTOBJICHHOI'O U COIJIaCOBAHHOT'O IIPOCKTAa JOKYMECHTA BHOCATCA OT PYKH HJIHU
C UCITIOJIb30BAHUCM COOTBCTCTBYIOIIUX HITAMIIOB.

He AOIIYCKAC€TCA CTaBUTh KOCYIO HEPTY, HAAIIUCH «3a» IEPECA HAMMEHOBAHUEM JOJXKHOCTHU
Jimnia B MoArnucH, €CJIM JOKYMCHT NOAMNUCHIBACT HHOC JOJDKHOCTHOC JIMIIO.

DJIeKTPOHHAA MOANHUCH.
OtmeTka 00 SIEKTPOHHOM NOIMUCH UCHOJIB3YEeTCS MPU BHU3YaTU3aLUU SJIEKTPOHHOTO
JOKYMEHTA, TOANMCAHHOTO 3JIEKTPOHHOM MOIMHUCHIO, C COOII0ACHNEM TpeOOBaHU:
a) MECTO pa3MEUICHHUsS OTMETKH 00 JJIEKTPOHHOHN MOIIMKCH JOJDKHBI COOTBETCTBOBATH
MECTYy pa3MeIIeHUsI COOCTBEHHOPYYHOW IMOJIUCH B aHAJOTUYHOM JIOKYMEHTE Ha OyMaKHOM
HOCHUTEIIE;
0) DJIEMEHTBI OTMETKH OO0 O3JIEKTPOHHOW TMOINKWCH JOJDKHBI OBITh BHJIUMBIMH U
YUTAEMBIMH IIPH OTOOPAKEHUU IOKYMEHTA B HATYPAIBHOM pa3Mmepe;
B) SJIEMEHTBEI OTMETKH 00 BJICKTpOHHOfI nmoAnmruCru HC JOJLUKHBI NCPCKPBIBATHCA WA
HaKJIaJIbIBATHCS IPYT HA JIPYTa;
F) JJIEMEHTBI OTMETKH 00 BJICKTpOHHOfI MoAINMCHU HC NOJIKHBI IMEPCKPLIBATH 3JICMCHTLI
TEKCTa JJOKYMEHTa U IPYTHe OTMETKH 00 JIEKTPOHHOU MOIMUCH (IIPH HATUYHH).
Otmerka 00 DJJICKTPOHHOW TONMHCH | BKIOYaeT ¢pazy «JlokymMeHT moamucaH
AIIEKTPOHHOM MOMKUCHIO», HOMEP cepTU(dUKaTa KIr04a IEKTPOHHON MOAMHUCH, PaMIIIUIO, UM,
OTYECTBO BIIaJIeIbIa CepTU(HUKATA, CPOK JCHCTBHSI CepTH(UKATA KITFOYA HICKTPOHHON TIOJIITUCH.

[Ipumep
JlupekTop JOKYMEHT NOAININCAH A.B. UBanos
JEKTPOHHOMN nmoaInnChbIO
Cepruduxart lalllaaalllllllIII
Baaneaen UBanoB Anexceil bopucoBuu
HeiicrBurenen ¢ 01.01.2017 no 01.01.2022
IleuaTn.

OTTHCK nedaTu 3aBepseT MOUIMHHOCTh MOAINMCH JTOJDKHOCTHOTO JIMLA Ha JIOKYMEHTaXx,
YIOCTOBEPSIONIMX PaBa JIKL, (PUKCUPYIOMHUX (PAKThI, CBI3aHHBIE C (PMHAHCOBBIMH CPEJCTBAMH,
a TaK)Ke Ha JIOKYMEHTAaX, IPEIOCTaBIsAEMbIX 3a IPEJENbl OpraHu3alui U NpesyCMaTpUBAIOIIUX
3aBepeHHe MOJUIMHHOCTH MOJINUCH. BHYTpeHHHE NOKyMEHTHI (TpHKa3bl, MPOTOKOJIBI U T.1.)
[I€YaThIO HE 3aBEPSIOTCA.

[leyats mpocTaBisercs, HE 3axBaTbhiBas COOCTBEHHOPYYHOM MONIMUCH JIHUIA, MOJMUCABIIETO
JOKYMEHT, UJI B MecTe, 0003HaueHHOM «MID» («MecTto medatuy).

OTMeTKa 00 MCIIOJIHUTEIE.
OTtMeTka 00 HCIOJTHUTENE BKIIOYAET B ce0s (aMUIINI0, UMS, OTYECTBO HCIIOJHUTEIS
JIOKYMEHTa, HOMep ero TenedoHa.
OrMmeTka 00 HCHOJNHHTEIEC MOXKET JOMOJHATHCS HAMMCHOBAHHEM  JIOJKHOCTH,
CTPYKTYPHOTO TIOJIpa3/IeJICHUS 1 AJICKTPOHHBIM aJpeCOM UCITOJTHUTEIIA.
OtmeTrka 00 wucnonHHuTede O(OPMIIIETCS HA JHICBOW CTOPOHE TOCIEIHErO JUCTa
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JOKYMEHTa OT TPAaHHUIBI JIEBOTO IOJIS MM, NIPU OTCYTCTBHUM MECTa, - Ha OOOPOTHOH CTOpOHE
BHH3Y CJICBA.

ITpumep -

3a0eamn UBan AHjpeeBudy,

KoHTposabHoe ynipaB/ieHue, BeAyMii cCleuaIucT,

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

OTMeTka 00 HCTIOHUTENE MOXKET O(OPMIIATHCS KaK HIDKHUM KOJIOHTUTYIN M TIeYaTaTbCs
mpudTOM MEHBIIETro pa3Mepa.

OTMeTKa 0 3aBepeHUN KO H.

OOpa3zoBarenbHass OpraHU3alMsi MOXET 3aBEpSATh KOMHMU TOJNBKO TeX JOKYMEHTOB,
KOTOpbIE CO3JAIOTCA B HEW, a Takke B CiydasX, HPEJyCMOTPEHHBIX B ab3ale BTOPOM
HacTOsIero myHkra. Komusi TOKyMEHTa M3rOTaBIMBACTCS U BBIIACTCS TOJBKO C pa3perieHus
PYKOBOJIUTENS  OpraHu3allMd, €ro 3aMecTUTeNedl WM  PYKOBOOUTENS  CTPYKTYpPHOIO
10/Ipa3/ieJICHNUS.

B cinyyae moAroToBKM JOKYMEHTOB JUIsl NPEAOCTaBIICHUs CyJIeOHbIM oOpraHam, HOpu
pEIIeHNH BOIIPOCOB IO TMPUHATHIO JIUI] Ha paboTy, 00y4eHue, YAOCTOBEPEHUSI UX TPYAOBBIX U
JPYTUX IpaB BO B3aUMOOTHOIIEHUSX C YUPEXKJIECHUEM, a TaKXKe MpU GOPMHUPOBAHUU JTUYHBIX J€JT
paboTHUKOB 00IIe00pa3oBaTeIbHas OpraHU3AlMs MOXET HM3rOTaBIIMBATh KOIHH JOKYMEHTOB,
BBIJIJAaHHBIX JPYTUMH YUPEKACHUAMU (KOIMH JJOKYMEHTOB 00 00pa30oBaHUU U Jp.).

[Ipu BBIgaue KOMHMM JOKYMEHT BOCIIPOM3BOAMTCS MOTHOCTHIO (OJaHK 0Opa3oBaTeNbHOM
OpraHu3alu, HoMep, Aara, CoJlepKaHue u T. 1.).

B npaBom BepxHeMm yray komuu numiercs cinoBo «Komwsi». [lpu Belgaue Konmuu ¢ KOTHA
cienyet nucatb «Komus ¢ konum».

Ecmu xomms [uisi BHYTPEHHETO TIIOJIb30BaHHS, TO JJIsI 3aBEPEHUS HIDKE DPEKBH3HUTA
«[Tonmuce» NpoOCTaBIAIOT 3aBEPUTENbHYIO HAUCh: «BepHOY»; MOMKHOCTH JIUIA, 3aBEPSIOLIETO
KOIUIO; TUYHYIO MOJNNCH; pacIM(PPOBKY MOJNUCH (MHULIUANBI, (aMUIINIO); AaTy 3aBEPEHHUSL.

ITpumep -

Bepno
Cexperaps/CnenuaancT mo Kagpam
JInunasa noanuch B.B. UBanoBa

10.10.2023

Ecam xomus BwImaeTcst JuUisi TPENCTaBICHHUs] B APYTYHO OpPraHU3alMio, TO OTMETKa O
3aBEPEHUN KOMUH JOIOJHSACTCS HAIMUChI0O O MECTE XpaHEHHUs JTOKyMEHTa, ¢ KOTOpOro Oblia
M3TOTOBJICHA KOTIHS, M 3aBEPSETCS MeYaThI0 OPTaHU3aIUH.

ITpumep -
[Topgmuuanank qokymenta Haxoautcs B MBOY IIkosa Ne 3 B nene Ne 12-k 3a 2022 ron.
Jnst mpocTaBieHus OTMETKH O 3aBEPEHUU KOTIMHM MOXET UCIO0JIb30BaThCS IITaMII.

OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA.

OTMmeTKa O MOCTYIJIEHUH JOKYMEHTa CIYKUT Ui TOATBEpPXkACHUSA (pakTa MOCTYIIICHUS
JOKYMEHTa B OPraHU3allii0 M BKIIOYAET ATy MOCTYIJICHUS W BXOJSLIMN pPEerduCTpPAIlMOHHBIN
HOMep JokyMeHTa. llpu HEoOXOIAMMOCTH OTMETKa O TOCTYIUIEHUH MOKET JOIMOJIHATHCA
yKa3aHHEM BPEMEHH MOCTYIUICHUS B Yacax U MUHYTax M criocoda JOCTaBKH JOKYMEHTA.

OTMmeTKa 0 MOCTYIUIEHUH JOKYMEHTa MOXKET MPOCTABIATHCS C MOMOIIBIO LITaMIIA.

Pe3oaronus.

Pe3omroninst conepkuT yka3zaHue 1o UCIOJIHEHUIO JOKyMeHTa. Pe3omtonus opopmiisercs Ha
CBOOOJTHOM MecTe pabodero TMojis JOKyMEHTa, Ha OJaHKe pPE30JIOIMNA WA BHOCHUTCS
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HEMOCPEACTBEHHO B CHCTEMY AJIEKTPOHHOT'O JOKYMEHTO000POTA.

Pe3osnronns BKIIIO4aeT: paMUIINIO, MHULMAIIBI UCTIOIHUTENS (MCIIOJHUTENEH), TOpyUEHHE 10
JOKYMEHTY, TP HEOOXOJMMOCTH - CPOK MCIIOJHEHHUS, MMOANUCH JIMIIA, BBHIHECHIETO PE30IIONHIO,
JIaTy PE30JIIOLNH.

Pe3omtonus, kak mpaBuilo, NUIIETCA OT PYKHM PYKOBOAMTENEM Ha IMOJJIMHHUKE JTOKYMEHTA
Ha CBOOO/IHOM OT TEKCTa MECTE.

ITpumep -
Pamuiansa U.0.
IIpoumry noaroroBuTsh Npenoxenus k 10.11.2021.
IMoanucek
Jara

OTMmeTKa 0 KOHTpOJIE.

OTMeTka O KOHTpOJIE€ CBHUJAETEIbCTBYET O [IOCTAHOBKE JOKYMEHTa Ha KOHTPOJb,
MMPOCTABJIACTCA HITAMIIOM HJIM HNPOU3BOJUTCA 3allMCh OT PYKH «KOHTpOJII)» Ha BCPXHCM IIOJIC
JIOKYMEHTA.

KoHTpo:ro mojyiexaT Bce 3aperucTpuPOBaHHBIC TOKYMEHTHI, TPEOYIOIINE UCITOJTHCHUS.

CpokH HCHOJHEHUsT JOKYMEHTa YCTAaHABJIMBAIOTCS B COOTBETCTBUU CO CpPOKamu,
0003HAaYCHHBIMU 3aKOHOJIATEIbCTBOM, OpraHU3allMel, HAIPaBUBIICH MOPYyYEHUE HIIU MPOCHOY,
pacmopsiANTEIbHBIM JOKYMEHTOM WM PE30JIONUEH  pYKOBOIUTENsS  0Opa3oBaTelbHOU
OpraHu3aIuu.

Cpoxk npoctasinsieTcs: B GopMe AaThl 3aBEPILICHUS UCTIOTHEHHUS.

OTMeTKa 0 HANIPaBJIEHNH JOKYMEHTA B /IeJ10.

OTMeTKa 0 HalpaBJIEeHUU JOKYMEHTA B JIEJIO OMPEeIsieT MECTO XpaHEeHHsI IOKYMEHTA TOCIIe
3aBeplIeHHs padOThl C HUM U BKIIIOUYAET: clioBa «B menoy», MHIeKC aena mo HOMEHKIIaType /e, B
KOTOpO€ TIOMEIAeTcsl JOKYMEHT Ha XpaHEeHHWe, C YyKa3aHWeM ToJla, JOJDKHOCTHU JIWIIA,
O0(OPMUBIIIETO OTMETKY, MOAINUCH, AATHI.

ITpumep -

B neno Ne 01-18 3a 2020 r.

Cekperapsb

IMoanucek dara

OTMmeTKa O HalpaBJICHUH JOKYMEHTa B JIENO MOKET JOIMOJHATHCS KPATKUMH CBEIECHUSMU O
XapakTepe UCIOTHEHUS JOKYMEHTA.

4. TpeGoBaHMS K COCTABJIEHHIO HEKOTOPHIX BUI0B J0OKYMEHTOB.

IIpukas.

[Ipuka3 - nmpaBOBOW JIOKaJIbHBII HOPMATHBHBIA aKT, KOTOPBIA H3AAECTCS €IMHOJIUYHO
PYKOBOJUTENEM 00pa3oBaTEeIbHON OpraHMU3allMU U yJOCTOBEPSET pEIICHHs OpraHU3alMOHHO-
pacrnopsiAUTETHLHOTO XapaKTepa.

IIpuka3pl M31a0TCS 1O OCHOBHBIM BOIpPOCaM JESATENBHOCTH, AIMHHHCTPAaTHUBHO-
XO3SCTBEHHBIM BOMpPOCAaM U KaJpPOBBIM BoOIpocaM (JIMYHOMY COCTaBy) oOpa3oBaTelbHOM
OpraHH3aIiHy.

[Ipuka3 moxamuceiBaeTcss B COOTBETCTBUU C  TpeOOBaHUSIMH, YKa3aHHBIMH B
Pexomennanuu.

Ilocne moamucaHust mpHKa3a U3MEHEHUS W/WIM JIOTOJHEHUS B HErO0 BHOCATCS IyTEM
U3JJaHKS HOBOTO NMPHKa3a O BHECEHUU U3MEHEHUI W/WIH JOTIOTHEHUH.

[Ipuka3, kak mnpaBuiio, odopmisieTcss Ha OaHKe 0Opa30BaTENbHOW OpraHU3aIlid B
IIEYaTHOM BH/JIE.

IIpuka3 umeeT cieayromme peKBU3UTHI: HAMMEHOBAHNE 00Pa30BaTEIbHOM OpraHU3aLUU
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corjacHoO YycTaBy; HauMmeHoBaHue Buaa pgokymenta (I[IPUKA3), para, HOomep, MecTo
COCTaBJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, HAUMEHOBAHHUE JOJKHOCTH, MOAMKUCH JOIKHOCTHOTO
nuna (MHUIUATEI, (paMuITus), BU3bI COTIIACOBAHUS, 03HAKOMIICHUSI.

Jaroit mpukasa (pacropspkeHus) siBisieTcsl aara ero noamnucanus. Jlata odopmisercs
U(POBBIM CIIOCOOOM; HOMEpP COCTOMT W3 3Haka «No» W TOPSAKOBOTO HOMEpa TpHKas3a: OT
00.00.0000 Ne 000.

Coneprxkanue mpuKasza KpaTko U3JaraeTcsi B 3arojloBKe, KOTOPbIA HAYMHAETCSA C MpeJyiora
«O» ¥ cOCTaBIISIETCS C MOMOIIBIO OTIJIAroJIbHOTO CYIIECTBUTENLHOTO («O0 yTBEp:KIeHHH...», «O
CO3/IaHHH...») WU CYIIECTBUTENHLHOTO («O0 UTorax...»).

B mpukasax TekcT uznaraercs OT MepBOro JUIA €IMHCTBEHHOTO YUCa («IIPUKA3bIBAIOY).

Bo Bpems o3HakoMmJIeHMST € NpPUKA30M YKAa3aHHBIMH B HEM JIMIIAMH Ha [E€PBOM
9K3EMILIAPE MPUKa3a MPOCTABISIOTCA MOANUCH C YKa3aHHEM JaThl 03HAKOMIICHUSI.

Homepa crpanuil mpoCTaBiSIIOTCA TMOCEPEAMHE BEPXHEro IOJS JIMCTa HAa4yuHAs Co
BTOPOTO JIUCTA.

[Ipuka3el HymMepyIOTCS B MOPSAKE UX U3AAHUS B MpeJenax KaJeHAapHOIro ro/ia; MpuKasbl
[0 OCHOBHOMW JESATENILHOCTH M MO KaJIPOBBIM BOMPOCaM (JIMYHOTO COCTaBa) UMEIOT OTHEIbHYIO
MOPSIIKOBYIO HyMEPaIIUIO.

[Ipu Hymepanuy npuKa3oB JI0MYCKAE€TCs UCIOIB30BaHUE AOMOIHUTEIbHBIX OYKB.

[Ipumep:

K- kagpbr;

JI - INYHBIA COCTAB;

O- ocHOBHAA 1E€ATEJIBHOCTD,
Y — oOyuarommecs.

[Ipuka3 BCTymaeT B CUIIy C MOMEHTA €r0 MOJMUCaHUs PYKOBOJIUTENEM 00pa30BaTEIbHON
OpraHu3aIliy, €CJIM B TEKCTE HE YKa3aHO JIPYroro Cpoka.

[Tpuxa3zsl peructpupytorcsi B KHure/skypHasie peructpanuu mprukas3os.

[Ipukaszsr  dopmupyrorcss B [eno oaun pa3 B kBaprtan. Kuura/xyphHan
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS, CKPEIIIETCS MOANUCHI0 PYKOBOJIUTENS U MEYATHIO
obpasoBaTenbHOW opranu3anuu (mpuiaoxenue 1). B kouie kajgenaapuoro rojaa Jlemo (ue 6onee
250 nuctoB) oopmitsieTcs B cOoTBeTCTBUU ¢ [lonoxeHnem 00 apxuBe.

IIpuxa3bl 10 OCHOBHOM AeATEJIbHOCTH.

TexkcT mpukasza 1Mo BOIpocaM OCHOBHOW JAESITEIbHOCTH 0Opa3oBaTENbHOM OpraHU3aluu
COCTOUT M3 JIByX YacTel - KOHCTaTupyrouien (mpeamOysibl) U pacropsAUTENbHOM.

B koHCTaTupyromen 4acTu OTpa)aroTCs LEIH W 3aJa4d MPEINHUChIBAEMbIX JEHCTBUU,
IIPUYMHBl W3JIaHUS TpUKa3a, JAETCsl CChUIKA HA JOKYMEHT, IOCIYKHUBIIMN OCHOBAaHUEM JUIS
MOJATOTOBKY MpHKa3a. YKa3aHHAs 4acTh MOXET HauMHaThcs co cioB «Bo ucnonnenwue...», «C
HeNbl0...» W ToMy mojoOHoe. Ecim [OKyMeHT wu3gaercs Ha OCHOBAaHMU JIPYroro
pacrnopsiANTEIHLHOTO TOKYMEHTa, B KOHCTaTHPYIOIIEH YacTH yKa3bIBaeTCsl Ha3BaHUE BHJIa 3TOTO
JOKyMeHTa, ero aBrop (MunucrepcrBo, COBET MUHUCTPOB U [Ip.), /1aTa, HOMEP U 3aroJIOBOK.
Touka B KOHIIE KOHCTaTUPYIOIIEH YaCTH HE CTaBUTCA.

PacniopsinutenbHas yacth npukasa HaumHaercst co cioBa [IPMKA3BIBAIO, kotopoe
revyaTaeTcsi ¢ HOBOM CTPOKHU OOJBITMMU OyKBaMH 0€3 OTCTYIIJICHUS OT JIEBOTO TMOJISl M KaBBIUEK,
IIOCJIE YErO CTaBUTCS JIBOETOUHE.

PacniopsimutenbHas 4yacTh JEIMTCS Ha MYHKTHl U MOJAMYHKTBI, KOTOPHIE HYMEpPYIOTCS
apabckumu 1udpamu. B KaXI0M MyHKTE JOJDKHBI OBITh yKa3aHbl HCIOJHUTENH, KOHKPETHbIE
3afjaHus (OPYYEHHUs1) U CPOKM UX BBINOJIHEHUs. McrosHuTenu MoryT ObITh Ha3BaHbl TaKXkKe
0000IIEHHO: «PYKOBOAMUTEISIM METOJMUYECKUX OOBEAMHEHHI», «3aMECTUTENAM IUPEKTOPay.
IIpu 5TOM, Kak IpPaBWIO, HE NMPUMEHSCTCS HAIMCAHME HEKOHKPETHBIX IMOPYYEHHMH, KOTOPbIE
CoZiepKaT CIIOBA: «YCKOPUTBY, «YIYUILIUTH», «AKTUBH3UPOBATH», «OOpaTUTh BHHUMaHHUE»,
«COBEPILEHCTBOBATHY, IIPOJOJDKUTHY U T.II.

OtnenbHble 3amaHus (HampuMep, 3aJaHMs, COAep)Kalue HU(POBBIE TaHHBIE) MOTYT
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0OpPMIISITBCS B BUC MPUIOKEHHS K MIPUKA3Y CO CCHUTKON HA HUX B COOTBETCTBYIOIINX MYHKTAX
npuKasa u opopMIIIOTCS COTIacHO JaHHBIM PexomMeHnanusmM.

CrpaHulibl IpUKa3a U MPUIOKEHUNA HYMEPYIOTCS KaK €IMHBINA JOKYMEHT.

Ecnu npuka3oM OTMEHsIETCSl TPEeAbLAYIIUN pacOPAIUTEIbHBIN JOKYMEHT, B PACIOPAIUTEIbHON
YacTH YKa3bIBACTCS MYHKT, KOTOPBIA JIOJKEH HauMHATHhCS cO cioB: «lIpu3HaTh yTpatuBIIMM
CUITY...».

W3MmeHeHus, BHOCHMBIE B TpHKa3, O(GOPMIISIOTCS OTICIBHBIM IPUKA30M, KOTOPBII
JOJIKEH MUMETh TaKoM 3aroyioBok: «O BHECEHHWU M3MEHEHUH /WM JAOMOJHEHUN B MPUKA3 ...» C
yKa3aHUEM JaThl, HOMEpa, 3arojioBKa pPacHopsIUTEIbHOIO JOKYMEHTA, B KOTOPBIA BHOCSITCS
n3MeHeHus. PacriopsiaurenbHas 4acTh IPUKAa3a HAUMHAETCS C TAKOTO IyHKTA!

1. BHecTu u3aMeHeHus B IPUKA3...

Jlanee OTAENbHBIMH MOAIMYHKTAMHU (OPMYIUPYIOTCSI U3MEHEHHUS B PACIOpPSAUTEIbHBIN
JIOKYMEHT.

ITpumep -

1) nyHKT 2 U3T0XKHUTH B CIIEAYIOMEH pelaKIuu;

2) MyHKT 3 MCKIIOYUT;

3) a063a1] BTOpoii MyHKTa 4 TOMOJHUTH CIIOBaMH...

Eciu u3MeHeHHsI B pacliopsIUTEIIbHBIN JTOKYMEHT O(OPMIISIOTCS Ha OTIEIHHOM JIUCTE
(7tucTax), B MepBOM IYHKTE PACIIOPSIUTEIHHON YaCTH PHUKa3a YKa3bIBACTCS:

1. Buectu u3aMeHeHus B...
[TocneaHuii MyHKT pacHOpPAIUTENBHON YacTh B CiIy4ae HEOOXOAMMOCTH MOXKET COAEpXKaTb
pelieHue O BO3JIOKEHUU Ha JIOJDKHOCTHOE JUIO0 (YHKIMM MO KOHTPOJIO 32 HCIOJIHEHUEM
MpuKasa.

IIpuka3bl 10 KAAPOBBIM BOIPOCAM.

[Ipuka3pl MO KaapoBBIM BOMpocaM (JIMYHOMY COCTaBy) O(OpPMIISIOTCS Kak B
yaupunupoBanHoit ¢opme (IlocranoBnenune I'ockomctara P® or 05.01.2004 Ne 1 «OG6
YTBEP)KICHUH YHH(PHIIMPOBAHHBIX (POPM MEPBUYHON YUETHOW TOKYMEHTAIIWH IO YYETy Tpyaa U
€ro OIUIaThI»), TaK U B TEKCTOBOM.

JlaHHBII BU TPUKA30B OQPOPMIISIETCS B BUEC WHAWBHYATBHOTO WM CBOIHOTO.

B wunauBHAyanbHOM mpHKa3e coaepKuTcs uHpopMmanus o0 OJHOM pabOTHHKE, B
CBOJTHOM - O HECKOJIbKHX, HE3aBHCHMO OT TOTO, KaKHe YIPABICHYECKHE DPEIICHHS MO0 HUM
npUHUMaroTCs (MpUeM Ha padoTy, Ha3HaueHHe Ha JOJDKHOCTb, MEPEBOJ] Ha JIPYTYIO JTOJIKHOCTb
(paboTy), yBOJIBHEHHUE H JP.).

ConepxaHre MHIMBHIYaJbHOTO MpPHKa3a MO KaJpOBBIM BOMpocaM (JINYHOI'O COCTaBa)
KpaTKO M3J1araeTcsi B 3aroJioBKe, KOTOPBIA HaumHaercs ¢ mpemiora «O» M COCTaBISIETCS C
MOMOIIIIO  OTIJIArOJILHOTO CYIIECTBUTENbHOrO: «O Ha3HaueHHH...», «O NpUHATHH...». B
CBOJIHBIX MpPHKa3ax MOXKET MPUMEHSTHhCS 000O0IIEHHBIN 3aroyioBok: «O KaJIpOBBIX BOIpPOCAX»,
«O TMYHOM COCTaBe».

B Tekcre mpukaza mo KampoBBIM BompocaM (JIMYHOMY COCTaBy), Kak MpaBHIIO,
KOHCTaTHPYIOIIAs YaCTh HE OTMEUaeTCs.

PacniopsimuTensHas dYacTh TpHWKa3a HAYWHAETCs, KaK TNPaBWiIoO, C TJlaroia B
HeonpeneneHHoit ¢opme: «[Ipunsate», «Haznauutb», «llepeBectn», «OOBSABUTH» H TOMY
oJ00HOE.

Jlanee yka3plBatoTCs (aMHIIUS, UM, OTYECTBO (MPU HAJTMYUHM) PaOOTHUKA, HA KOTOPOTO
pacripocTpaHsieTcs IeiCTBHE MpHKas3a, U TeKCT MpHKa3a. B CBOJHOM mpuKaze GpamMuiInd JUI B
npezenax MyHKTOB pa3MeEIaoTes 1Mo angaBuTy.

B npukase o Ha3HaYEHUHU WM YBOJIBHEHUH PaOOTHUKA yKa3bIBaeTCs MOJHAsL JaTa (4UcIo,
Mecsl, Toa) (aKTHYECKOro BbIXOAAa pPa0OTHHKA Ha paboTy (MpeKpameHus TPYAOBBIX
OTHOILIEHHI), pa3MepBl €ro J0JKHOCTHOTO OKJIa/la COrJIaCHO IITATHOMY PaCIMCAHUIO.

B cBOgHOM mpuKase Mo KaJApoBBIM BONPOCAM (JIMYHOMY COCTaBY) B PacCHOPSAUTEIBHYIO
YacTh BKJIIOYAETCSl MHPOpMALUsS, KOTOpas pa3MellaeTcs B TaKOH MOCIEN0BaTEIbHOCTU: MIPUEM
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Ha pa0boTy, epeBo/I, yBOJIbHEHHE.

B kxakIoM myHKTE MpHKasza Mo KaJpOBBIM BONPOCaM (JIMYHOMY COCTaBY) yKa3bIBaCTCSI
OCHOBaHHE OTHOCHTEIIHO €ro u3AaHus (3asBlICHUE pPaOOTHHKA, TPYJIOBOH JIOTOBOP
(cormamenue), MTOKJIAJHAs 3alMCKa, MPEACTABICHUE, XOIaTalCTBO, PEIICHUE aTTECTAllMOHHOM
KOMUCCHH 00111e00pa30BaTeIbHON OpraHu3alnn) U T. 1.

Pacnopsiskenue.

Pacnopsikenue - pacopsiAMTEbHBIN JTOKAIbHBIM HOPMATHUBHBIN MTPABOBOM aKT, KOTOPBIN
U3JaeTCS  PYKOBOJSAIIMM  Pa0OTHUKOM  OOpa3oBaTelIbHOM  OpraHu3alMu  (Hampumep,
3aMECTUTENIEM PYKOBOAMTENS, PYKOBOJIUTENIEM CTPYKTYPHOTO MOJpa3jeieHHs) MO BOIPOCaM
UH(OPMAIIMOHHO-METOJUYECKOTO, aIMUHUCTPATUBHO-XO3SIUCTBEHHOTO ¥ OPTaHHU3AI[MOHHOTO
XapaxkTepa, BXOJAUIMM B €0 KOMIIETEHIIUIO.

PacnopspxenreM oQOpMIISIOTCS] BOMPOCH! KPATKOCPOYHOT'O OJJHOPA30BOTO XapaKTepa.

PacniopskeHUs1 COCTaBIIAIOTCS aHAIIOTMYHO MPpHUKa3aM (B MEYaTHOM BapUaHTE) MOXKHO 0e3
cioBa «[IPUKA3BIBAIO».

KoHcrarupyronias 4acTe TE€KCTa B PaCHOPSIKEHUSIX OTACISIETCS OT PaclopsAUTEIbHON
gactu cnoBamu: <«IIPEJIJIATAIO», «PEKOMEHAYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXOAVMbBIM».

Pacniopsokenust  peructpupyrorcs B - KHure/xypHaie peructpanuu pacropsiKeHUH.
Kuura/xypHan  mpoHYMEpOBBIBAETCS,  MPOLIHYPOBBIBAETCS,  CKPEIUISETCS  IMOAMUCHIO
PYKOBOIUTEINSI M TE€YaThi0 00pa3oBaTeNbHON opraHu3anuu. PacropsbkeHus (HOpMHUPYIOTCS B
Heno omuH pa3 B kBaptain. B konme kanenmapuoro roaa [emno (ue Oomee 250 mucToB)
odopmiisercs B cooTBeTcTBHH C [lomoxkennem 00 apxuse.

IIporoxoJr.

ITponiecchl mpuMeHeHUsT YIPaBISHYECKUX peIIeHU o0pa30BaTesbHOM opraHu3anuei u
caMH peIlIeHUsl JTOKYMEHTUPYIOTCS C MOMOUIbIO MPOTOKOJIOB KOH(PEpPEeHIUH, Meaarorndeckux
COBETOB, KOMUCCUH U TIP.

B npoTokonax 3acenaHuii KOJUIETHANIBHBIX M COBEIIATENbHBIX OPraHOB TEKCT U3JIaraercs
OT TpPEeTbEro JHIa EJUHCTBEHHOro uyHcha («IeJaroruyeckhii CoBeT... IOCTaHOBISET»,
«coOpaHHe... PEIINIIO»).

IIpoTrokos cocTaBiseTcss Ha OCHOBAHMM 3allMCEH, CHEJIAHHBIX HEMOCPEACTBEHHO BO
BpeMsl 3acelaHMi, MPEICTaBICHHbIX TEKCTOB M TE3HMCOB JOKJIAJOB M BBICTYIJICHHUH, CIPaBOK,
IIPOEKTOB PELICHUM.

[IpoToKO0JI MOKET COCTaBIATHCS KaK B PYKOIIMCHOM, TaK U B eyaTHOU (opme.

Jlatoli mpoTokosia SBISIETCA  JaTra  NPOBEACHMsA 3acedaHus. Eciou  3acenaHue
MPOJOKANIOCh HECKOJBKO JHEH, TO uepe3 THUpE YKa3blBalOTCA IMEPBBIM U MOCIEAHUN [€Hb
3aceaHusl.

Homep mnportokona mgomkeH COOTBETCTBOBaTh MOPAIKOBOMY HOMEpPY 3aceJaHMus.
Hywmeparus npoTokonoB BeneTcs B Ipeenax KaJIeHJapHOTO rojia OTAEIbHO MO KaXK10i Ipymie
MIPOTOKOJIOB 3aCe/IaHUsl COOTBETCTBYIOIIEr0 KOJIErHalbHOTO OpraHa.

B pekBuszure «MecTo 3acelaHus» YKa3bIBa€TCS HA3BAaHUE HACEIEHHOIO IIYHKTa, B
KOTOPOM COCTOSIJIOCH 3aceaHHue.

3aroJoBOK K TEKCTY MPOTOKOJIa JOJDKEH OTOOpakaTh BUJ 3acelaHus (COBEIIaHueE,
cobpanue, KoH(pEpeHIUs W T.M.) WIA KOJUICTHAIHHOW JeATEeNbHOCTH (KOMHUCCHS, COBET,
coOpanue, paboyast rpymmna u T.I1.) ¥ BKJIIOYaTh Ha3BaHUE BU/IA JIOKYMEHTA.

TekcT mpoTOKOoJIa COCTOUT U3 BBOJHOM M OCHOBHOM YacTeH.

BBoxnass wacte copepxutr mnoctosHHylo uH(popmanmio (cimosa IIPEJICEJIATEJID,
CEKPETAPD, TTPUCYTCTBOBAJIN) u nepemennyto (daMuiausi, HHUIIUATILI TpeacenaTes,
CeKperaps M  MNPHUCYTCTBYyIOIMX). [Ipy  HEOOXOTUMOCTH  YKa3bIBAIOTCS  JIOJDKHOCTH
MPUCYTCTBYIOIIMX, a TaKKe HWHUIMAIbI, (aMUINM JOJDKHOCTH JIMI, MPHUIJIAIICHHBIX Ha
cosemtanue. [Ipu xonmuuecTBe ydacTHHKOB Oosiee 10 cocTaBiisieTcsi COMCOK MPHUCYTCTBYIONIUX,
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KOTOpPBIN MpHJ1araercs K NpoTOKOIY.

Ecmun mporokon odopmisercs B nedatHoi ¢opme, To cioBa I[IPEJICEJIATEJIb,
CEKPETAPD, ITPUCYTCTBOBAJIN neyaTatoT OT HYJIEBOIO MOJIOXKEHUS TaOyIsATOpa, OT 2-TO
MOJIOKEHUS TalyisiTopa CTaBUTCA TUpPE, WHUIHUAIBI M (aMHIMKM TUIIYT B HUMEHUTEIHbHOM
nagexe. @aMUINKM MPUCYTCTBYIOIIMX PACIIONIATAlOTCS B al()aBUTHOM TOPSAIKE M ME€YaTaAIOTCS
yepe3 1 MeXCTpOUYHBIN HHTEpBAJI.

BBonnast yacte mpoTokoisia 3akaHuMBaeTcsi moBecTkoil gHs. CrnoBa «lloBecTka mHsI»
MevyaTaT OT HYJIEBOrO MOJIOKEHHUs TalynsTopa, MOClie HUX CTaBUTCA JABoeToune. Bompocsl
MIOBECTKU THS HyMepyroTcsl apadckumu nudpamu. Kaxasiii HOBBIH BOmpoc mevararoT oT 1-ro
MOJIOKEHUS TadymsITOpa.

ITocnenoBarenbHOCTh PACIOIOKEHUS BOIPOCOB OIPENEISETCS CTEIEHBIO UX BaXXHOCTH.
Bonpocel mepeuncnsitorcs B MMeHUTeNbHOM mazgexe. [lokman (otuer, cooOiieHue,
uHpOpMaNKs), HAUMEHOBAaHHE [OJDKHOCTH, WHHLIMAIBI W (DaMWINIO JOKJIAJYUKa MHIIYT B
ponutenbHOM majexe. He pexkoMeHayercss BKIOYaTh B IOBECTKY JAHS Bompoc «PasHoey.
Kaxxaplii Borpoc n0keH ObITh KOHKpeTH3upoBaH. DopMUpOBaHHE BOMPOCOB B MOBECTKE JHS
HaunHaeTcs ¢ npeanora «O (06)».

OcHOBHasl 4acTh MPOTOKOJA COCTOUT U3 Pa3JIeNoB, KOTOPbIE JOKHBI COOTBETCTBOBATD
MyHKTaM TOBECTKU NHA. Pa3nenbl HymepyroTcss apaOCKuMu HU(ppaMyd M CTPOSATCSA MO TaKOM
CXeMe:

CJIYIIAJIA - BBICTVYIIWJIA - PEHINIIN (ITOCTAHOBUJIN),

VYka3aHHblE ClIOBa IedararoTcs OoJblIMMHM OykBaMu 0€3 OTCTyla OT I'paHMIIbI JIEBOIO
nosist. [locie 3Tux cioB CTaBUTCS ABOETOYHE.

[locne cnoa CJIVIHAJIM yka3pIBaeTcsl KpaTKUH TEKCT BBICTYIUIEHHUS OCHOBHOI'O
Joknaauuka. damMuivs M MHULMAIBl KaXJ0ro JOKIaquMKa I€4aTaloTCd C HOBOW CTPOKH.
KpaTkuii TEKCT BBICTYIIJIEHUS U3J1araeTcsi B TPEThEM JIMIE €IMHCTBEHHOT'O YnCIa.

TexkcTbl wnM TE3UCHl JOKIAJA0B M BBICTYIUIGHHH, OGOpPMIIEHHBIE KaK OTJEJIbHbIE
JIOKYMEHTBI, B TEKCT ITPOTOKOJIa He BKItouatoTcs. [locie cBeneHuit o TOKIaJUuKe CTaBUTCS THPE
u yka3piBaeTcs: « TeKcT mokiana (BBICTYIUICHUS ) IPUIAraeTcs K MPOTOKOIY».

[Tocne cnoa BBICTVYIINIIM ¢ukcupyroTcs BBICTYIUIEHUS T€X JIMII, KOTOPbIE MPUHSIN
yyacTHe B OOCYXIEHMM Jokiana. BeicTymieHuss oGopMiIsIIoTcs B NMPOTOKOJIE € yKa3aHHEM
JOJDKHOCTEH, (paMUIMii M MHMIIMAJIOB, BBICTYNAIOIIMX B MMEHMTEJIBLHOM MAJEXKe, a TaKXkKe C
KpPaTKUM HM3JI0)KEHUEM COJEpKaHUs BONpOca U OTBETOB Ha Hero. CopepkaHHE BBICTYIIICHUU
U3JIaraeTcsi OT TPETHEro JHIa €AUHCTBEHHOIO YHCIa.

ITocne cnoa PEHINIJIM (ITOCTAHOBWJIN) ¢ukcupyercs OpHHITOE pEUICHHE IO
00cyXJJaeMOMY BOMNPOCY TOBECTKH JHA. PemieHue MOMKHO OBbITh KOHKPETHBIM M BKJIHOYATh
COCTABJISIIOLINE, KOTOPHIE OTBEYAIOT HA CIIEAYIOIIME BOIPOCHL: KOMY, YTO CAENATh M B KaKOW
CPOK.

Pemenus, coxepkaliye HECKOIBKO BOIPOCOB, NOAPA3ACIAIOTCS Ha IYHKTBI U
MOJIMYHKTHI, KOTOpble HyMepytoTcs apadckumu udpamu. [loanyHKTI HyMepyroTcs ubpamu ¢
TOYKOM.

B cnyuae, xorna Ha 3acejaHMM MPUHUMAETCS pelleHue o0 YTBEpKIACHHM JIOKYMEHTa,
KOTOPBII OOCyXJajcs Ha 3aceJaHud, STOT JOKYMEHT Mpujaraercs K MPOTOKOIY M B HEM
JIeJIaeTCcsl CChUIKa Ha HOMEp W JAary nporokosa. [Ipym Hamuuuu Apyrux JOKYMEHTOB, KOTOpBIE
paccMaTpUBAINCh HA 3acellaHuM, M (HaKT 0OCYXJEHHsI KOTOPHIX ObLT 3a()MKCUPOBAH B TEKCTE
pPOTOKOJIa, OHM HyMmepyroTcs apabckumu uudpamu (IIpunoxenue 1, Ilpunoxenue 2). B
COOTBETCTBYIOIIMX MMYHKTaX MPOTOKOJIA JENAETCS CChUIKA HAa 3TU IPUIIOKEHUS.

[IpoToKON MOANMCHIBAETCS MNPEACEAATENIbCTBYIONIMM HA 3aCE€JaHUU KOJUIETHAIbHOTO
OpraHa U CEKpeTapeM.

Beimucka w3 mpoTOKOJIa — TOYHAS KOMHUS 4YacTH TEKCTa MOJJIMHHOIO MPOTOKOJIA,
OTHOCSIIETOCS] K TOMY BOIIPOCY IOBECTKH JIHS, IO KOTOPOMY TOTOBHUTCS BBIIMCKA. Bbinucka u3
MPOTOKOJIA COJEPXKUT CIEAYIOIIME PEKBU3UTHI: HAUMEHOBaHHE 00IIe00pa3oBaTeIbHOM
OpraHM3aly, Ha3BaHME BUJA JOKYMEHTa (BBIIMCKAa M3 MPOTOKOJIA), JaTa 3aceJaHusi, MeCTO
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COCTaBIICHUSI, 3aTOJIOBOK K TEKCTY, TEKCT, TIOJITUCH, OTMETKY O 3aBEPCHHH KOIIHH.

[IpoTokombl  peructpupyrorcs B KHHre/)KypHalle  perucTpali  MPOTOKOJIOB
(npunoscenue 3). Kuura/skypHan NpPOHYMEPOBBIBACTCS, IPOLIHYPOBBIBACTCS, CKPEILISCTCS
NOJIKMCHI0  PYKOBOIUTENST W  TleyaThi0  OOpa3oBaTelIbHON  opraHu3anuu. [IpOTOKOIBI
dopmupytorcs B leno oquH pa3 B kBapTal. B koHIe kanermaproro roga Jemo (He 6osee 250
nucToB) oopmisieTcs: B cooTBeTCTBUH ¢ [looxkennem 06 apxuBe.

CayxeOHOe MCHMO.

Cayxe0HOe HUCbMO COCTaBIJIAETCS C Lieldbl0 OOMeHa MH(popMalMed U NpefcTaBiseT
coboi:

- OTBETHI O BBIIOJHEHUU 33JaHUH, ONPEAETICHHBIX B aKTaX OPraHOB I'OCYJapCTBEHHOMN
BJIACTH, MOPYUYCHUSIX BBICIIUX JTOJPKHOCTHBIX JIULL;

- OTBETHI Ha BBINOJIHEHHUE TOPYUYEHUHN BBILLIECTOSILIUX OPTaHU3aLINI;

- OTBETHI Ha 3aIPOCHI IPYTUX YUPEKICHUM;

- OTBETbI Ha OOpAaIlleHUs TPAXKAAH;

- OTBETHI Ha 3aMpOoChl Ha HH(OPMaLINIO;

- MHHUIMATHBHbIE MMCHbMA;

- CONPOBOAMTENIbHbIE TUCHMA.

CiyxxebHoe TChMO opopMIsieTcs Ha OJlaHKe 00pa30BaTEIbHON OpraHU3aIlnH.

ITucbMo MMeeT ciieAyrolMe peKBU3UTHI: JaTa, PErMCTPALMOHHBIM HOMEp (MCXOASALIM),
CCBIJIKA Ha PETUCTPALIMOHHBIA HOMED (BXOJALIMI) U 1aTy TOKYMEHTa, Ha KOTOPBIH J1ae€TCsl OTBET
(mpu HanM4MM), aapecar, 3arojioBOK, TEKCT, OTMETKAa O HaJUYMU TNPHIOKEHUH (B ciydae
HEO0OXOIUMOCTH), NOANUCh, cBeAeHuss 00 wucnonuurene (O.M.0., KOHTaKTHBIM HOMEp
TesneoHa).

JlaToii muceMa sIBISieTCSl JaTa ero MOANMCAHUS, KOTopas JOJDKHA COBNAjgaTh C JAATOMN
PETUCTPALIMH UCXOJAIIEH KOPPECTIOHICHIIMH.

OCHOBHBIM PEKBH3UTOM CIIy>)KEOHOTO MUChMa SIBIISIETCS TEKCT, KOTOPBIM, KaKk MpaBHIIO,
COCTOMT U3 JIByX uacTeil. B nmepBoil yactu yka3piBaeTcsi MpU4YMHA, OCHOBAHHME WJIM 0OOCHOBaHHE
HOJArOTOBKH MHMCHbMA, MPUBOATCS CCHUIKM Ha JJOKYMEHTBI, KOTOpbIE OBLIM OCHOBAaHHUEM JUISI €ro
coctaBieHus. Bropas yacTh BKIIIOYAeT BBIBOJIbI, NPEIJIOKEHHS, MPOCHOBI, pelIeHus U T. II.,
KOTOpbIE pa3MelarTcs ¢ ad3ana.

Kak npaBuio, B nucbMe 3aTparuBaeTcst OAMH BOIIPOC.

TekcT nuceMa u3naraeTcst OT NEPBOTO JINLA MHOXKECTBEHHOIO YHCia ¢ UCTIOIb30BaHUEM
CJIOB: «IIPOCUM COOOIIUTb...», «PA3bACHSIEM, UTO...».

Cny»ebHoe MHChbMO MOMUCHIBAETCS PYKOBOAUTENEM 00pa30BaTeIbHOM OpraHu3aluu.

Cnpaska.

CrpaBka - TOKyMEHT, TTOITBEPKTAIOIIUI KaKkue-TH00 (PaKThl UK COOBITHSI.

CrpaBku OBIBAIOT ABYX BUJIOB:

CrpaBka 1 OMHCAHUS WU TMOATBEPKICHUS (AKTOB, WIIA COOBITUI B JIEATEIHHOCTH
OpraHu3aIiy.

CrpaBKu COCTaBISAIOTCS MO YKAa3aHUIO BBIIIECTOAIIECH OpPraHU3aly WU PYKOBOJIUTENS
00pa3zoBaTenbHON OpPTaHU3aldU IJIi HHPOPMAIIMH O BHITIOJIHEHUH TUTAHOB, 3aJJaHUMN, TOPYYECHUN
Y TIPE/ICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKHU.

Texcm maxkou cnpagku cocmoum u3 08yX yacmell.

B mepBoif wactu w3maratoTcsi (akThl, MOCTYXHMBIIME MOBOJOM K €€ HAIMHUCAaHUIO, BO
BTOPOIl - MPUBOAATCA KOHKPETHbIE JaHHbIEC. BHIBOABI U MpeIoKeHHsl B CIpaBKe HE JaloTcs (3a
HCKJTIOUCHHEM aHAJTUTUYECKOM).

CrpaBka Jo/KHa OOBEKTHUBHO OTpa)KaTh COCTOSHUE JEJ, €€ COCTaBlIeHHE TpedyeT
THIATETFHOTO cOOpa U MPOBEPKH CBEIIEHUH, MOT'YT IPUBOUTHCS TAOIHIIEL.

CrnpaBku, cocTaBiIeHHbIE AJIs1 PYKOBOAUTENS] OPraHU3alli, TIOJIUCHIBAET COCTABUTENb.
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CrpaBku, KOTOpPBIE COCTABJISIIOTCA 1O YKa3aHUIO BBIIIECTOSIIEH OpraHu3aluu,
MOJIMHUCHIBAET PYKOBOAUTENH 00IIe00pa30BaTeIbHON OpraHU3aliH.

JlaTol cripaBKH SIBJSIETCS 1aTa €€ NOANUCAHHUS.

CrpaBku, yAOCTOBEpAIOIIME MOpUANYECKHE (aKThl: MOATBEPKICHHE MecTa padoThl,
3aHMMAEeMOH TOJDKHOCTH, pa3Mep 3apabOoTHOM IUIaThI U T.J.

Jlj1g HUX IpUMEHSIOTCSl yHUULIMpoBaHHbIE TpadapeTHbIe OTaHKH.

Takoro poaa crpaBKH BBIIAIOTCS MO 3alpocaM 3aMHTEPECOBAHHBIX JIHUI[ (COTPYAHUKOB)
WJIN YUPEKJICHUM U PETUCTPUPYIOTCS B dKYpHAJIE BbIIABAEMBbIX CIIPABOK.

JokJaaHas 3anucka.

JloknamHas 3amucKa - IOKyMEHT, aJIpeCOBAaHHBIN PYKOBOJUTEIO U HH(POPMUPYIOIIHUN €T0
O CJIOXUBIICHCS CUTYyalluHd, UMEBIIEM MECTO SBJICHHHM WM (DaKTe BBITIOJHEHHOW paboOTHI, a
TaKXe COJICPIKAIIUI BHIBOJIBI U TIPETIOKEHHS COCTABUTEIIS.

JlokItaHast 3aITMCKa MOYKET BBIITOJHATHCS PYKOITUCHBIM CITIOCOOOM.

TekcT AOKIaJHOW 3alMCKU JIEMTCS HA JBE YacTU: IepBas - KOHCTATUPYIOIIAs, TIC
U3JIATal0TCS MMEBIIME MECTO (DaKThl WIIM OIMCHIBACTCS CHUTYaIlusi, U BTOpas, B KOTOPOW
u3JaraeTcs npeiosKeHue, mpochoa.

TexcTy MOKIaIHOM 3alMCKH 0053aTeNbHO MPEANIECTBYET 3aroJIOBOK, HAYMHAFOIIUNACS C
npemiora «O», «O6».

JloknagHas 3anucka oopmirseTcs: Ha JTUcTe Oymary.

AKT.

AKT - JOKYMEHT, COCTaBJI€HHbII HECKOJbKMMH JHMIAMH U [OATBEPKIAIOIINN
yCTaHOBJEHHbIE (AKThl M JEHCTBUSA. AKTh O(QOPMISIOTCA MO pe3ylbTaTaM pPEBU3UN, Npu
npueme-nepesaye e, CIMCaHuy UMYILECTBAa U TOMY OJOOHOE.

AKT odopmisieTcss Ha cTaHAAPTHOM JHUCTe Oymaru ¢opmara A4 U UMEET CIENyIoIue
PEKBU3UTHI: Ha3BaHUE JIOKYMEHTa, Ipu¢ yTBEpKIeHHs (IIPU HEOOXOAMMOCTH), JaTa U MECTO
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, IIOJIUCH JUI] (HE MEHEE TPEX), KOTOPhIE COCTaBIISIIN
aKT.

TekcT akTa COCTOUT U3 BBOJHOW M KOHCTATHPYIOIIEH YacTeH.

B BBO/IHOI YacTH yKa3bIBarOTCS OCHOBAHMS JJIsi COCTABIICHUS aKTa U Ha3bIBAOTCS JIMIIA,
KOTOPBIE COCTaBUJIM aKT WJIH MPUCYTCTBOBAJIM IIPU ATOM. B KOHCTaTHpyrOLIeN 4acTH U3J1aracTcst
CyTh, 3aJauyd, XapakTep IMpPOJETaHHON paboOThl, YCTAHOBJCHHbIE (AKThI, MPEITOKEHUSI H
BbIBOJIbI. KOHCTaTHpylomas 4acte MOXeT 0pOpMIISTHCS B BUJE TaOiuLbl. B KOHIlE TekcTa akTa
3aIUCBHIBAIOTCA JAHHBIE O KOJIMYECTBE DK3EMIUISPOB AKTa U UX MECTO HAXOXKICHUS.

AKT NOJITACHIBAETCS BCEMU JINIIAMM, IPUHAMABIIMMH YYaCTHE B €r0 COCTaBJICHUMU.

JInno, nMeroniee 3aMeyaHusl K COJAEP/KAHMIO aKTa, MOANMCBHIBACT €r0 U M3JaraeT CBOe
MHEHHE Ha OT/AEJIbHOM JIUCTE, KOTOPBIM MpUIaraercs K akry.

Tenerpammsl, TesepoHOrpaMMbl, (PAKCHMMUJISPHAS CBA3b.

OTO JOKYMEHT II0 OINEpaTHBHBIM BONpOcaM, INepeAaBaeMblii 1o TenedhoHy H
3alMChIBAEMBIN MOJIyYaTEIEM.

OO0s13aTENbHBIMU PEKBU3UTAMH TaKHX JOKYMEHTOB SIBIISTFOTCSI:

- HaMMEHOBaHWE YUPESXKICHHUH aJpecaHTa u aJpecara;

= PCKBU3UT «OT KOI'O» U «KOMY>» C YKa3aHUCM JOJI?KHOCTH, q)aMI/IJ'II/II/I, n OT4YCCTBA
JOJIXKHOCTHBIX JINII,

- HOMEp, JaTa ¥ BpeMs Iepeaadyy U npueMa JOKyMEHTa,
- JIOJDKHOCTH M (DaMUJIMM TIepeIaBIIero U MPUHSBILETO TOKYMEHT;
- HoMmepa TenedOHOB;

= TCEKCT U IIOAIIHUCH.
HOCTYHI/IBH_II/IG AOKYMCHTHBI JOJIKHBI UMCThb TC K€ PCKBU3UTLI, YTO U OTIIPABJISICMBIC, 34
HCKIIFOYCHHUEM ITIOAIIHNCH.
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I[OKyMeHTBI COCTABJIAKOTCA B OJHOM 3K3CMILIAPC U NOANHUCHIBAOTCA PYKOBOAUTCIIEM UJIN
OTBETCTBCHHBIMH HCITIOJITHUTCIIbHBIM.

DJIEKTPOHHBIE JOKYMEHTBI.

[Topsimox cocrtaBieHusi, OGOPMIIEHUS M COIJIACOBAHUS MPOCKTOB AJIEKTPOHHBIX
JIOKYMEHTOB OCYILECTBIIETCS MO OOIIMM IpaBHjaM JAEJIONpPOU3BOACTBA, YCTAaHOBJIEHHBIM B
OTHOILICHUM AaHAJOTHYHBIX JOKYMEHTOB Ha OyMa)XKHOM HOCHTEJE. DJIEKTPOHHBIA JOKYMEHT
JIOJDKEH HMMETh PEKBU3WTHI, YCTAaHOBJIEHHBIE /JISi AHAJIOIMYHOIO JIOKyMEHTa Ha OyMa)XHOM
HOCHTEIIE, 3a UCKIIOYEHUEM OTTHCKA IIeYaTH.

B nepeuenb 00s3aTenabHBIX CBEIEHHM O JOKYMEHTaX, UCIOJIb3YEMBIX B IIENAX ydeTa U
[IOMCKAa JIOKyMEHTOB B CHCTEMax »JJIEKTPOHHOTO JIOKYMEHTOOOOpoTa 00pa3oBaTeIbHOM
OpraHu3alii B COOTBETCTBMM C IIpaBWJIaMM JIEJIONPOM3BOJACTBA B  00pa3zoBaTeIbHOM
OpraHu3alyu, BXOJAT:

e  AQJIPECaHT;

e ajpecar;

e JIOJDKHOCTb, (DaMMIINs M HHULMAJIBI JIULA, TOJMUCABIIET0 JOKYMEHT;
e BHU/J JIOKYMEHTA;

e Jara JOKYMEHTa;

e HOMEp JOKYMEHTA;

e JaTa NOCTYIUICHUS JOKYMEHTa;

e BXOJSUIMH HOMEp JOKYMEHTA;

e CCBIJIKA Ha UCXOAIIUI HOMED U JaTy NOKYMEHTA,
e HANMEHOBAaHUE JOKYMEHTA,

e UHJCKC JIeNa;

e CBEJICHHMS O IIepeajpecalny JOKYMEHTa;

e  KOJIMYECTBO JINCTOB OCHOBHOTI'O JIOKYMEHTA;

e  KOJINYECTBO IPHWIJIOKECHUN;

e 00IIee KOJIMYECTBO JIMCTOB NPUIIOKEHUH;

e  yKa3aHUs 10 UCIIOJIHEHHIO JIOKYMEHTA;

e JOKHOCTB, ®. U. O. ucrnoaHuTeis;

e OTMETKa 0 KOH(pUAECHIINAIbHOCTH.

B cocrtaB [OMONHUTENBHBIX CBEACHHH 00 3JIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIIOUEHBl CBEJCHMS: HAaMMEHOBAaHHE aBTOpa JIOKYMEHTa (E€cilu aBTOp HE COBHAAAET C
aZipecaHTOM (OTIPAaBUTENEM) OJJIEKTPOHHOIO JOKYMEHTa), OTMETKa O TIepeHoce CpokKa
WCIIOJIHEHUS JIOKYMEHTa, CPOK XPAaHEHHs JOKYMEHTa, HAauUMEHOBAaHUs IPUIIOKEHHH K
AIIEKTPOHHOMY JIOKYMEHTY, KIIIOUYEBbIE CJOBa, CTaTyC JOKyMeHTa (IPOEKT, BEpcHusi), BUJ
nepesayn JOKyMeHTa (3JEKTPOHHOM 1MOYTOoH, Mo4Toi, akcoMm U T. 11.) U Jp.

Cpoku XpaHEHUS DJJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKAM XpaHEHHS
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU W HMHBIMU HOPMATHUBHBIMHU IPaBOBBIMU
aktamu Poccuiickoii denepanny, TUINOBBIMHM IEPEYHSMHU AJI AaHAJIOTWYHBIX JTOKYMEHTOB Ha
OyMa)KHOM HOCHTEJIE.

5. Opranu3aums J0KyMEeHT0000pOTA U UCIIOJHEHHUS JOKYMEHTOB.

IIpuem n 00padoTKa NOCTYNAKIMIMX JOKYMEHTOB.

JIBI>KeHHE JOKYMEHTOB C MOMEHTa HMX CO3JIaHUSl WMJIM TOJyYeHHs JI0 3aBepIleHUs
WCITOJTHEHHS WJTH OTIIPABKH 00pa3yeT TOKYMEHTOOOOPOT.

B nokymenToobopoTre 00pa3oBaTeNbHOW OpraHU3alMM  BBIICNAIOTCSA — CIEIYIOIIUE
JIOKYMEHTOIIOTOKHU:

a) BXOJAILAsi KOPPECHOHCHIINS (FOpUANYECKHE U (PU3NUECKUE JTUIIA);

0) “CXOosIIIIast KOPPECTIOHACHIIHS (FOPUINYECKIE U (PU3NUECKHE JINIIA);

') BHYTPEHHSS JOKYMEHTAIHSL.
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JlocTaBKka M OTIpaBKa JJOKYMEHTOB OCYIIECTBIISIETCS, Kak IIPaBUIIO, CPEICTBAMH
MIOYTOBOM U AJIEKTPOHHOM CBSI3H.

JIOKYMEHTBI, TIOCTYNAIOIIUE B 00pa30BaTEIIbHYIO0 OpPraHMU3alMI0, MPOXOAAT NEPBUUHYIO
00paboTKy, pErucTpanuio, MpeABAPUTEIbLHOE pPAaCCMOTPEHHUE, Iepenadyy pyKOBOACTBY Ha
paccMOTpEHHE, IEPENAIOTCS UCIIOIHUTENSAM U I10CJIE€ CIIOJHEHUS IOMELIA0TCs B JIena.

ITpuem u nepBuyHast 00pabOTKa JOKYMEHTOB OCYILLECTBIISIETCSA CEKPETAPEM.

Cekperapb NpPOBOJIUT: TNPOBEPKY MPABUIBHOCTH  aJPECOBAHMS  IOCTYMNAIOIIUX
JIOKYMEHTOB, ITPaBUJILHOCTH JIOCTaBKU U KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB
Ha MOJUIeXKAIINEe U HE MOAJIeKAIUE PETUCTPALIUY.

ITomy4yeHHbIE KOHBEpPTBHI C KOPPECIOHJAEHIMEH BCKPHIBAIOTCS, MPU 3TOM IPOBEPSETCS
HaJM4Me BJIOXKEHUH, a TAKXKE YKa3aHHBIX B JOKYMEHTaX NPUIIOKECHHUN. B cirydae nmoBpexacHus
YIAaKOBKH U BJIOKEHHUH MO0 OTCYTCTBUS NMPHJIOKEHUH COCTAaBIIAETCS aKT B JIBYX 3K3EMILIApAX.
OxuH SK3eMIUISIp aKTa HAIPABISIETCS] KOPPECTIOHIEHTY, BTOPOH MPHOOIIAETCsl K TOCTYIHBIIEMY
JIOKYMEHTY.

OmuOoYHO MpHCIaHHAs KOPPECIOHAEHLUS MEPECchlIaeTCsl M0 MPUHAJIEKHOCTH, €CIIU
U3BECTEH ajJpec Inojydarens. B NpoTUBHOM ciydyae KOpPPECIOHIEHIMS BO3BpAIlaeTCs
OTIIPABUTEIIIO.

KonBepThl OT mnocrynamoumeil KOppecoHAEHIMH COXPaHSIITCS U IpUiararTcs K
JIOKYMEHTaM JIMILb B TOM CJIy4ae, KOI/ia TOJbKO [0 HUM MOYKHO YCTaHOBHUTb aJIpEC OTIPABUTENS
WIH, KOIJla JjaTa MOYTOBOIO IITEMIENsl UMEEeT 3Hau€HHE B KayecTBE JI0Ka3aTeJbCTBA BPEMEHU
MOJIyYEHUs JOKYMEHTA.

CrenuanicToM HE BCKPBIBAIOTCA KOHBEPTHI IMHCEM C HAANUChIO «IHYHO». OHHU
NEepEealoTCs 10 Ha3HAYEHUIO

Wudopmanus MU JOKYMEHTBHI O JEATENBHOCTH 00pa30BaTEeIbHOM OpraHu3aluu, He
yKa3aHHbIE B 4acTH 2 ctaThi 29 denepaabHOro 3aKkoHa ot 29 nexabps 2012 rona Ne
273-®3 «O6 obpazoBanuu B Poccuiickoit denepauuny», MNpeaCTaBISIOTCS PYKOBOAUTEIEM
00pa3oBaTeNbHONM OpraHu3allid IO OOpalleHWI0 TpaKIaHWHA JMOO IOJDKHOCTHOTO JIWIIA
roCyJapCTBEHHOTO OpraHa MM OpraHa MECTHOTO CaMOYIpaBJIEHUs B CIy4asX W TOPSJIKE,
IIPEAYCMOTPEHHBIX 3aKOHOATENBCTBOM Poccuiickon denepanuu.

IIpencraBnenre MH(GOPMAIMM WHBIM OpPraHU3alMsAM O JIEATEILHOCTH 00pa30BaTEIbHOM
OpraHM3alMi OCYIIECTBIIAETCS YUYpEOUTENIeM OpraHu3alld, B OTHOLIEHUU KOTOPOHl Takas
UH(pOpMaLs 3aIpaIIuBaeTCsl.

IIpenBapuresibHOE paccMOTpPeHHE JOKYMEHTOB.

Cekpetapp u (WIM) JHII0, OTBETCTBEHHOE 3a BEJCHUE JEIOMPOU3BOJACTBA, MPOBOIUT
npelBapuUTeIbHOE  PAacCMOTPEHHE  JOKYMEHTOB B IENSIX  BBIICTICHUS U3 BCETO
MacCHBa MIOCTYIUBIIEH  KOPPECIOHJCHIIMMA  JIOKYyMEHTOB,  TpPEOYIOIIUX  00s3aTeIbHOTO
paccMOTpEeHUs PyKOBOAHUTENEM 00pa30BaTeIbHON OpraHU3aIiu.

OcHoBaHHMEeM JUIS TIPUHATHS pENICHHS B XOJI€ TNPEIBAPUTEIHLHOTO PAaCCMOTPCHHS
ABIISIETCS COJEp)KAaHUE JIOKYMEHTa, a He aapecOBaHUE JIOKYMEHTa COOTBETCTBYIOIIEMY
pabOTHUKY.

Pe3ynbpratoM mpeaBapUTENBFHOTO PACCMOTPEHHs SIBISIETCS HaIpaBlIeHWE JOKYMEHTa
PYKOBOIUTENO 00pa30BaTEIbHOW OpraHW3alMyd WM JOJDKHOCTHOMY JIMIy B COOTBETCTBHHU C
YCTaHOBJICHHBIM pacrpe/elieHueM O0s3aHHOCTEH MEXIy PYKOBOJIUTENEM M JOJKHOCTHBIMU
JIMIIaMU JIJIS1 BRIHECEHUS YKa3aHUsl 110 UCTIOJIHEHHUIO TOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

Hepe;[aqa JAOKYMCHTOB Ha pErucTpanunro IMPOU3BOAUTCAH TOJIBKO II0CJIC nux
MPEIBAPUTENLHOTO PACCMOTPEHHUSI.

Perucrpanuu  moxanexxar Bce  JIOKYMEHTHI, TpeOyloliue Yydera, HCHOJHEHH,
MCIIOJIb30BaHUs B CIIPABOYHBIX LIEJISX, KaK MOCTYIMAOIINE U3 JPYTUX OPraHU3alUi U OT YaCTHBIX
T, TaK U 00pa3yroIuecs B MPOIEcce eATeTbHOCTH 00pa30BaTeIbHOM OpraHu3aIiy.
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He moanexxaT perucTpaiyiv mo3ApaBUTEIbHbIC MUCbMa, TEJIETPAMMBI, TIPUTIIACUTEIbHBIC
Ounersl, nH(pOpMaLMs Ul CBEAECHUS, OyXTalNTepCKue JOKYMEHThI IEPBUUHOrO yuera. Jlius Hux
COCTABJISICTCS IEPEUYCHb HEPETUCTPUPYEMBIX TOKYMEHTOB.

Perucrpanus 10KyMEHTOB MPOU3BOJUTCS C LIEIbI0 00ECIEUSHHs UX ydeTa, KOHTPOJIS 32
UCTIOJTHEHUEM U OTIEPATUBHBIM HCIIOJIb30BaHHEM WH(POPMAIIHH.

Perucrpanus 10KyMEHTOB IPOU3BOIUTCS B JI€Hb UX OCTYIUICHUS.

JlomyckaeTcst OTMETKa O MOCTYIJICHUH JOKYMEHTA B OpPraHHM3alMIO0 MPOCTABIATH B BUJC
HITaMIa UM OT PyKU B HIDKHEH YacTH JIMIIEBOM CTOPOHBI IIEPBOTO JMCTA JOKYMEHTA WM Ha €ro
obopore.

Perucrpanuss 1OKyMEHTOB 3aKiIOYaeTCs B BEIEHUM 3allUCH YYETHBIX JIaHHBIX O
JOKYMEHTE TII0 YCTAaHOBJIIGHHOW pErHCTPalMOHHONW (opMe, KOTOpbIM (uKcupyercs ¢axT
CO3/1aHMsl, OTIPAaBJICHUS WM TOJYy4EHHUs JIOKyMEHTa IIyTeM [POCTAaBICHUS Ha HEM
PETUCTPAIIIOHHOTO MHIEKCA C TOCIEAYIOMIeH 3alHuChi0 B yKa3aHHBIX (opMax HEOOXOIUMBIX
CBEJICHUI 0 IOKyMEHTE.

JIOKyMEHTBI, TOCTYMAOUIFEe B 00pa30BaTEIbHYIO OpPraHMU3AlUI0, PETHCTPHPYIOTCS B
KHure/>)ypHasue peructpanuy BXOAIIEH KOPPECIOHACHIIMY, a T€, YTO OTIPABISIOTCS U3 HETOo, -
Kuure/ sxypHaje perucTparyy HCXOIAIIeH KOPPECIOHICHIINH.

Pacnpenesnenne nocTynawmux J0KyMeHTOB.

[Tocne perucrTpanuy JOKYMEHTHI IEPEAAIOTCS HA PAacCMOTPEHHE PYKOBOIUTEIIO
00pa30BaTebHOI OpraHu3allnu.

[Tocne paccMOTpeHHUs! PyKOBOIUTENIEM JOKYMEHTHI BO3BPALIAIOTCS CEKPETapro U (WIIN)
JMIly, OTBETCTBEHHOMY 3a BEJIEHHE JAEJIONPOU3BOJACTBA, M IEPEHECEHHS YyKa3aHUH
TI0 MICTIOJTHEHUIO JIOKYMEHTA B )KYpHaJl PETHCTPAIlMK BXOASAIINX JOKYMEHTOB. B cooTBeTcTBHH C©
YKa3zaHUsAMU 110 UCTIOJHCHUIO MOJJIMHHUK JOKYMCHTA HAIIPaBJIACTCA pa6OTHI/IKy, SABJIIOIIEMYCA
OTBETCTBEHHBIM UCIIOJHUTENIEM, a COMCIIOJHUTESIM HAIPABISAIOTCS KOMUU JOKYMEHTOB (€ciu
I/IMGIOTCSI), O 4€M J1€JJa€TCA OTMETKA B KHI/IFG/)KypHaJ'Ie PErucCTpanu BXOoaAIuX JOKYMCHTOB.

DJNEeKTpOHHBIE COOOLIEHHS, TOChUIAEMBbIE IO JJIEKTPOHHOW TOYTE, MCIOIHSIIOTCS
AHAJIOTUYHO OOKYMCHTAaM Ha 6YMa)KHI>IX HOCHUTCIIIX C Y4YCTOM OHpG}ICJ’IGHHOﬁ CHCIII/I(i)I/IKI/I B
npoliecce UCIIOTHEHMS.

ITopsinok 00padoOTKM M NMPOXOKACHUS MCXOASIINX M BHYTPEHHUX JOKYMEHTOB.

[lopsiiok MOATOTOBKM MCXOASIIMX JOKYMEHTOB BKJIIOYaeT B cebs paboTy 1o
COCTaBJIEHHUIO MPOEKTA JOKYMEHTA, COTIACOBAHUIO, OJMUCAHUIO (YTBEP)KICHHUIO) U OTIPABKE.

Jlo mnepegauMm JOKyMEHTa Ha TOMANKCH HCIOJHUTENb JOJDKEH IPOBEPUTH €ro
coJiepKaHue, MPaBUJIBHOCT  O(OPMIICHUS, HAJIUYMe HEOOXOJUMBIX BHU3 M HNPUIOKECHUH.
JIOKyMEHT mpeAcTaBiseTcs Ha MOJINUCh BMECTE C MaTepHallaMHM, Ha OCHOBAaHWU KOTOPBIX OH
TOTOBUJICH.

BuyTpeHnHue nOKyMeHThl OQOpMIISIOTCS M UCHOJHSIOTCS (MCHOIB3YIOTCS) B Mpeesax
00pa30BaTeNbHON OpraHU3aINH.

BHyTpeHHune  JOKYMEHTHl  (JOKJIAgHBIE 3alMCKH, CIpPaBKH, CBOAKK U  Jp.)
paccMaTpUBAIOTCS TEMH JNOKHOCTHBIMU JIMI[AMU, KOMY OHU HaIlPaBJICHBI.

OTBeTCTBEHHBIE 32 JEIONPOU3BOJCTBO IEPE] Cladell KOPPECHOHACHIIMM Ha OTIIPaBKY
JOJDKHBI ~ 0053aTENIbHO  NMPOBEPUTHh  MPABMWIIBHOCTE €€ O(OPMIIGHHS U aJpecOBaHUS.
KoHBepTOBaHHE KOPPECIOHAECHIMA M JPYIMX IIOYTOBBIX OTIPABICHUM IPOU3BOIAUTCS
CTPYKTYPHBIMH IOJPa3AEICHUAIMH OPTaHU3aLUU.

Peructpanus oTnpaBisieMbIX TOKYMEHTOB OCYLIECTBIISIETCS B JCHb HMX IOANHMCAHUSA
(YyTBepKIeHHs) WM Ha CIEeNyIOIUi paboumii eHb. PerucrpannoHHBII HOMEp NOKYMEHTa U
JlaTa PEerucTpaluy MPOCTaBIAIOTCA HA MOJUIMHHUKE JTOKYMEHTa B PEKBHM3MTax OJlaHKa M Ha
KOIIMH, OCTAloIIeicsl B Jiene oOpa3oBareiabHON opranun3zauud. CIpaBOYHBIM ammapaTroMm s
UCXOISAIINX TOKYMEHTOB SIBIISICTCS JKYPHAJ PErHCTPAllu 3TUX TOKYMEHTOB.

OTnpaBKy ~ MCXOAALIMX  JOKYMEHTOB  IPOM3BOAUT  CEKperapb U (WJIH)

24



JIMII0, OTBETCTBEHHOE 3a BEJICHHUE AETIONpPOon3BoAcTBa. CpouHas KOPpeCHOHACHIUS 0hopMIIsIeTCs
U OTHPABJISIETCS HE3aMEUIUTEIIBHO CEKPETAPEM.

Cekperapp  IpoBepseT MPaBWIBHOCTE  O(QOPMIICHUS  HMCXOJSIIUX JIOKYMEHTOB,
IPOM3BOIUT COPTUPOBKY JOKYMEHTOB IO CIOCOOY JOCTaBKM KOPPECHOHJCHLIMH ajpecary
(mpocTasi, 3aka3Has, MEXIyHapoaHas u Jp.). HempaBunbHO OQOpPMIICHHBIE TOKYMEHTHI H
KOPPECIIOH/ICHIIMS HECIIy’)KeOHOTr0 XapakTepa K OTIpPaBKEe HE MPUHMMAIOTCS M BO3BPAILAIOTCS
JIMILY, TOJTOTOBUBILIEMY TOKYMEHT.

Otnpasiigsemasl MO IOYTE KOPPECHOHACHUUS IPOXOAUT YINAKOBKY, aJpEecOBaHME,
IIPOCTaBJIEHUE CTOMMOCTHU IIOYTOBBIX YCIYI M II€pefadyy Ha OTIPAaBKYy B MECTHOE OTHEICHHE
CBSI3H.

Ha 3aka3Hyi0 KOppeCHOHIEHIMIO, Ha JOKYMEHTHI C MOMETKOH «/lyis ciyxebHoro
II0JIb30BAHUSA» COCTABIIAETCS PEECTP, KOTOPBIN 3aTEM BO3BPAILAETCS CEKPETapro yuyeOHOM 4acTH
U (unm) MLy, OTBETCTBEHHOMY 3a  BEICHHE  JEJIONPOU3BOJACTBA, C  PacCHHUCKOM
pabOTHUKOB IMOYTOBOI'O OTAEIEHUS CBSI3M WM HHOTO JIMIA, OOECHEeuMBAIOLIEr0 OTIPABKY
JOKYMEHTOB.

Ilepenaua ¢ ucnoab30BaHUEM CPENCTB (DAKCHMMIIBHOM CBSI3U TOKYMEHTOB, COJIEpKAIUX
CIIy’)KeOHYI0 MH(OPMAIMIO OTPAaHMYEHHOTO PACIIPOCTPAHEHHS, B TOM YHCIE C MOMETKOU «Jlms
CIIy’)KeOHOTO I0JIb30BaHMs», He paspeuraercs. Kareropuuecku 3samperiaercs mnepenada Io
cpeacTBaM (paKCUMIIIBHON CBSI3U CEKPETHBIX JJOKYMEHTOB.

C ucnosp30BaHNEM CpeACTB (PaKCUMMIIBHON CBSI3M MOT'YT OBITh IepeAaHbl MaTepHalibl
TEKCTOBOTO, TaOJMYHOTO WJIM TPaQHUUECKOro XapakTepa, HCIOJIHEHHBIE THITOTPA(CKIM,
MAaIIMHOIMCHBIM WJIM PYKOIHUCHBIM CIIOCOOOM B YEPHOM WJIM TEMHO-CHHEM I[BETE€ C YETKUM U
KOHTPACTHBIM M300pakeHHEM (TIepBble AK3EMIUISAPbl MM UX KCEpOKONHM) Ha Oeoil Oymare c
MUHHMMaJIbHOH BbICOTOM OYKB U 1udp 2 MM. OOBbeM NepeaBaeMoro B TEYEHUE OJHOIO CeaHca
CBSI3M JIOKYMEHTA, BBIIIOJIHEHHOTO Ha Oymare ¢opmaTta A4, He JOJIKEH MPEBbIIIATh MSATH JIUCTOB.

OTBETCTBEHHOCTh 3a CoOJepXaHHe HH(pOpMAIMM, IEepeaBaeMoil C HCIOJIb30BaHUEM
CpeacTB (PaKCUMMIIBHOM CBSI3M, BO3JIaraeTcs Ha MCIOJIHMUTENS, MOJATOTOBUBIIETO (hakcorpaMMy
JUIs IepeiayH.

OcobenHocTH padoOTHI € 31eKTPOHHBIMH JOKYMEHTAMH.
B o6pazoBaTenpHOI OpraHu3aiuy Co31at0TCs U UCTIOIB3YIOTCS:

. JNIEKTPOHHBIE ~ JOKYMEHTBI, CO3/JaBaeMble B DJJEKTPOHHOH ¢opme 0Oe3
IPEBAPUTENHLHOTO IOKYMEHTUPOBAHUS HA OyMa)KHOM HOCHUTEIIE;
. ANIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IMOJIyY€HHBIE B pe3yJbTaTe CKaHUPOBAHMS

JIOKYMEHTOB UM XpaHSIIIUECS B CUCTEME AIEKTPOHHOIO JJOKYMEHTO000pOTa.

[Ipuem u oTmpaBKa SJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBEHHBIM 3a
BEJICHHE JIEIIONPOU3BO/ICTBA B 00pa30BaTEIbHON OpraHU3aIiy.

DNEeKTPOHHBIE JIOKYMEHTHI CO3/al0TCs, 00padaThiBAIOTCA M XPAHIATCS B CHUCTEME
AIIEKTPOHHOTO IOKYMEHTO000pOTa 00pa30BaTeIbHON OpTraHU3aIIHH.

DNEeKTPOHHBIM  JOKYMEHT JOJDKEH ObITh OoGOopMIIEH M0 OOmUM  MpaBUiiaM
ACJIOMPOU3BOJACTBA U HMETH PCEKBU3HTHI, YCTAHOBJICHHBIC JIsI aHAJIOTMYHOTO AJOKYMCHTA Ha
OyMa)XHOM HOCHTETIE, 32 UCKIIFOUEHUEM OTTHCKA TIeUaTH.

JInsi moATBEp)KICHMS TOUIMHHOCTU JJICKTPOHHBIX JIOKYMEHTOB B 00pa30oBaTeIbHOM
OpTaHM3aIlMN HUCIOJB3YIOTCA JIIEKTPOHHBIE LU(ppoBble moamucH. Mcmonbp3yemble cpeacTBa
AIIEKTPOHHOM IM(GPOBON MOAMMCH JOJKHBI OBITh CEpTU(ULUUPOBAHBI B YCTAaHOBIEHHOM
MOPSIZIKE.

Enunaunedn ydera SIE€KTPOHHOTO JOKYMEHTA SIBISETCS DJICKTPOHHBIA JTOKYMEHT,
3apErUCTPUPOBAHHBI B CHCTEME DIIEKTPOHHOTO JOKYMEHTOO0OpoTa 00pa3oBaTeinbHOU
OpraHu3ani. DJEKTPOHHBIM JOKYMEHT, MMEIOUIUI MPWIOKEHUS, PErUCTPUPYETCs KaK OIUH
JIOKYMEHT.

[locrne oTmpaBKK 3JIEKTPOHHOTO JIOKYMEHTA, 3aBEPEHHOIO JJIEKTPOHHON MOIMHCHIO
YIOOJHOMOUYCHHOTO JOJIDKHOCTHOI'O JiMIld, MJOCBUIKM aApeCaTy €ro KOIHWHU Ha 6YMa)KHOM
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HOCHUTeNe, KaKk MpaBWiIo, He TpedyeTcs, 3a MCKIIOUEHHEM OTBETOB Ha OOpalleHUs TIpaxkIaH,
HOCTYIMUBIIMX 10 HH(POPMALIMOHHO-TEJIEKOMMYHUKALIMOHHBIM KaHajlaM, Ha KOTOPbIE 3asBUTEIIIO
JlaeTCsl MICbMEHHBIN OTBET, HAPABJISIEMBIiA IO TOYTOBOMY aJIpecy, yKa3aHHOMY B OOpaIlleHUH.

HcnosHeHHBIE DIIEKTPOHHBIE TOKYMEHTBI CUCTEMATU3UPYIOTCA B Ji€jla B COOTBETCTBUHU C
HOMEHKJIATypoil el o00pa3oBaTeIbHOW OpraHu3allud M UHACKCUPYIOTCS B IOPSIKE,
YCTQHOBJICHHOM B OTHOILUEHHMM [€JI, COCTABJIEHHBIX M3 JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIE.
ITpu cocTaBneHMM HOMEHKIIATYPBI J€]l B 3ar0JIOBOK JI€Ia BKIIIOYAETCS yKa3aHUE «DICKTPOHHBIC
JOKYMEHTBI».

Nudopmanmnonnas 6€30nacHOCTb.

Wudopmannonnbie pecypcbl 00pa30BaTeIbHOM OpraHU3alyy 1Mo JOCTYNy (BO3MOKHOCTH
WCITOJIB30BaHUS ) TIOJIPA3IEISAIOTCS HAa OTKPHITYIO (0OIIEIOCTYITHYI0) HH(OPMAITHIO, CITYKEOHYIO
nH(opMaIrio 1 UHPOPMALIUIO OTPAHUYEHHOTO PACIPOCTPaHEHHUS (I0CTyIa).

K xareropuu OTKpBITOM HHPOpPMAIMM OTHOCUTCS HH(pOpMAIMs, COAepKallascs B
JOKyYMEHTax M 0a3ax JaHHBIX OO0pa30oBaTeIbHON  OpPraHM3allMk, HEMOCPEICTBEHHO
3aTparvBarolas MpaBa U UHTEPECHl FPAXKAAH.

K xareropum cnyxeOHOM HHPOpMAIMK OTHOCUTCS HHQOpMAIMs, COAEpKaIlascs B
JOKyMEHTaX M 0a3aXx [aHHBIX O00pa3oBaTelNbHONW OpraHU3aluu, MpeIHa3HaYeHHas s
JOJDKHOCTHBIX JIUI] W pPaO0OTHUKOB, TMPH BBINOJHEHUHM UWMH CBOUX (DYHKIIMOHAIBHBIX
00s13aHHOCTEH, HE 3aTparMBarolas HAMPSMYIO IIpaBa U UHTEPECHl TPAXKJIaH U HE OTHOCSILASACS K
KaTeropuy OrPaHMYCHHOTO PacCIpOCTpaHEeHUs (I0CTyma).

K kareropun uHbopManuu OrpaHUYEHHOTO PACIPOCTPAHEHHs (IOCTyMa) OTHOCUTCS
uHpOpMaIHs, COAEPIKAIIAsACSA B JOKyMEHTaX U 0a3ax JaHHBIX, BKITIOYAIOIAsl CBEICHUS
KOH(UICHIIMATFHOTO XapaKTepa.

Bes mnbopmanms, comeprkamasicss B JOKYMEHTax M 0a3ax MaHHBIX, MO YMOJTYAHHIO
SBIISIETCS. OTKPBITOM U 00men0cTymHON. VckimtodeHnne cocTaBiseT nH(pOpMalus, OTHECEHHAS K
KaTerOpHsiM CITYKE€OHOM U OTPaHUYEHHOTO PacpOCTpaHeHus (JIOCTyma).

Jloctyn monp3oBareneid K WHPOPMAIMU  OTPAHUYMBAETCS IMYTEM  OTHECEHHS
UH(POPMALIUU K COOTBETCTBYIOIIEH KaTETOPHH M HAJTO)KEHHUEM Ha Hee COOTBETCTBYIOIIETO TpHrda
OTrpaHHuEHUsl pacmnpocTpaHeHus. MHpopmanus orpaHUYeHHOro IocTymna cHabxaetrcs rpudom
«J11s1 ciry’ke0HOTO TTOTH30BAHUS.

[IpaBom oTHeceHuss MHGOPMAIIUU K KAaTETOPUU OTPAaHUYCHHOTO JOCTYIMa M HaJOXKEHUS
COOTBETCTBYIOIIETO TpHda o0IagaeT aBTOp ITOKYMEHTA 1O COTJIACOBAHHMIO C PYKOBOIUTEIEM
00pa3oBaTeNbHOI OpraHu3allnu.

JIOKyMEHTUpOBaHHAsE WHQOpPMANUs OTPAaHUYECHHOTO pPACIpPOCTPAaHEHHsS O€3 CaHKIUU
JOJKHOCTHOTO JIMIIA, YCTAHOBHBIIETO PEKUM OTPAaHUYCHHOTO PACIpPOCTPAHEHUs Ml TaHHOTO
JOKYMEHTa, He TOJISKUT pa3TiIalleHuto (pacnpocTpaHennto). [IpegocTapienne moib30BaTesm
JocTyna K JaHHOW WH(MOPMAIMU OCYIIECTBISETCS HCKIIOUUTENBHO TIO COTJIACOBAHUIO C
yKa3aHHBIM JIOJHKHOCTHBIM JIMIIOM ITYyTE€M TI0JJa9l COOTBETCTBYIOIICH 3asIBKH.

JIOMKHOCTHBIE ~ NUIlAa, TPUHSABIIKME pelieHHne o0 OTHeceHWH  uH(popManuu,
3a()UKCHPOBaHHOW B JIOKYMEHTE, K KATeTOPHH OTPAaHHMYEHHOTO pPACHpOCTPAHEHUS, HECYT
OTBETCTBEHHOCTb 32 00OCHOBAHHOCTh MPUHATOTO PEIIEHUS U €r0 COOTBETCTBHUE JICHCTBYIOIIEMY
3aKOHOJIATEIIbCTBY.

Jlnunble gnena paOOTHUKOB, IJIMYHBIE KapTOUYKH paOOTHUKOB, TPYAOBBIE KHIKKHU
pabOTHUKOB, TIPHKA3bl 10 JIMYHOMY COCTaBy JIOJDKHBI XpaHUThCS B ceiie WU B
METAITTMYECKOM IIKady.

3anucu B TPYIOBOM KHIDKKE TMOAMKCHIBAET PYKOBOAMTENh 00pa3oBaTEIbHOM
OpraHu3aIy. Y4eT, XpaHeH!e U BhIJa4y OJJAHKOB CTPOTON OTYETHOCTH: JUIIJIOMOB, BKIIAIBIIICH
K HHUM, CBHJIETEJIbCTB, yIOCTOBEPEHHUI BEIET 3aMeCTUTENIb AUpPEKTOpa. braHku xpaHarcs B
ceiide.

VYcTaHoBKa M AKCIUTyaTalusi MpOrpaMMHOrO OOecredeHHUsi, MOJYyYeHHOTO M3 JI0OBIX
HMCTOYHUKOB M BBHITIOJHSIONIETO (DYHKIMU, HE CBS3aHHBIC HEMOCPEIACTBEHHO C BEHITIOJHEHHEM
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paboOTHUKAaMU CBOMX JOJKHOCTHBIX 00sI3aHHOCTEH, KATETOPUUYECKH 3allpelieHa.

Bes  mpencraBieHHass B QJIGKTPOHHOM — BuAe MH(pOpMalus, [OCTyMaromas B
0o0pa30BaTeNbHYI0  OpraHU3aluI0, B 00SI3aTEJIBHOM  MOPAJKE  IMOMJEKHUT  IPOBEPKE
AHTUBUPYCHBIMHU CPEJICTBAMHU.

DNeKTpOHHAsE TMOYTa MOXKET HCIOJb30BAaThCS  MOJIB30BATEISIMU  TOJBKO  JUIS
obmeHa HHGOpPMAIIMEH, OTHOCSIICHCS K KAaTeropuH, OTKPBITOM U CIIy)KeOHOW. 3ampernieHo
UCIIOJIb30BATh AJIEKTPOHHYIO TOYTY AJIs Tepenadn WH(OpMAIMu, OTHOCSINEHCS K KaTeropHuH
OTPaHUYEHHOTO PACIPOCTPAaHEHUSI.

6. KoHTpoub 3a ncnosiHeHHeM J0KYMEHTOB

Opranusanusi KOHTPOJIS.

KoHTpo:ro mojasiexxar Bce 3aperuCTpUPOBAHHBIC JOKYMEHTHI, TPEOYIONTNE HUCIIOTHEHUS.
KoHnTponb uCHoiIHEHHs] TOKYMEHTOB BKJIIOYAET: YY€T, [MOCTAHOBKY HAa KOHTPOIIb, KOHTPOJb
CPOKOB HCIHOJHCHHA, HCIIOCPCACTBCHHYIO IPOBCPKY XOJa HCIIOJIHCHHUA, INPOBCPKY KA4YCCTBaA
WCIIOJTHEHU S, aHAJIN3 PE3Y/IbTaTOB UCIIOTHEHUSI.

KOHTpOJH) 3a HUCIHOJHCHHUEM IOOKYMCHTOB YCTAHABJIMBACTCA B LCIIAX oOecrieyeHus: ux
CBOEBPEMEHHOTO U KaueCTBEHHOT0 MCIIOJHEHUS, TIOBBIIICHHUS YPOBHSI OPraHU3aTOPCKOM pabOThI
¥ VICITOJTHUTEIIHLCKOM JUCHUITIINHBI.

[Ipy mocTaHOBKE JOKYMEHTa Ha KOHTPOJb Ha MPaBOM BEpPXHEM IIOJE€ JAOKyMEHTa
JIeNlaeTcss OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (IITAMITOM) «KOHTPOJIB)

KonTponro mojuiexaT npukasbl, pelieHHs] COBETOB, a TAKXKe TOKYMEHTHI, MOCTYIAOIIUE
Ha UM PYKOBOJUTEISI 00pa30BaTEeIbHONW OpraHu3aIiy.

Opranu3zaiiys KOHTPOJIS UCIIOTHEHUS BKIIOYAeT B ce0sl:

. IIOCTaHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHUTOPHHT UCIIOJIHEHHS KOHTPOJIbHBIX TOPYYEHHUH TOKYMEHTOB;
. CHATHE HUCIIOJHEHHOTO JOKYMEHTA ¢ KOHTPOJIS;

. HaIlpaBJICHUE UCIIOJIHEHHOTO JOKYMEHTA B JEII0.

PykoBoauTenn CTPYKTYpPHBIX MOJpa3/ielleHuil o0sS3aHbl paccMaTpuBaTh COCTOSHUE
UCIIOJIHUTENIbCKON  JUCHUIUIMHBI 10  JIOKYMEHTaM C [OPYYEHUSIMU aJMMHHUCTPAIUU
0o0pa30oBaTeNbHONW OpraHu3alMy, a TaKKe JOKYMEHTHI, MOCTYMUBIIME B aJpec CTPYKTYpPHOIO
noJipa3/iesieHus: U TpeOyIolue UCTIOIHEHUS], U TIOJTOTOBKU OTBETA.

JIOKYMEHT CUMTaeTCsl UCIIOJHEHHBIM, KOI'/1a PEILIEHBl OKOHYATEIbHO BCE IIOCTaBJICHHBIE B
HEM BOIIPOCHI M COOJIIO/IEHBI CIIEIYIOIINE CPOKHU:

. €CJIM B JOKYMEHTE TOCTaBJIEH CPOK MCIIONHEHUS — B YKa3aHHBIN CPOK;

. JIOKYMEHTHI 0€3 yKa3aHusl CPOKA UCIIOJHEHUS! — B MECSUHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

. nopyueHus 6e3 yka3aHusi KOHKPETHOM J1aThl HCIIOJTHEHUS — B MECSAYHBIN CPOK;

. C TIOMETKOH «ONepaTUBHO» — B 10-THEBHBIN CPOK;

. no oOpalieHusM TIpaxaaH, TPeOYIOIUM JIOMNOJHUTEIBHOTO H3yYeHUS W

IMMPOBEPKH, — 1O OAHOI'O MCCAlA CO AHA pCrucTpau, 10 OCTAJIbHBIM — HC oomee 15 JHEH.

Cpoxk ucuucisiercs B KaJIeHAAPHBIX AHSX C 1aThl MOANKUCAHUS JOKYMEHTA.

Ecnu mocnenHuil 1eHb UCMONHEHUS JAOKYMEHTa HMPUXOAMTCS Ha HEpaOo4Mil J1eHb, OH
MOJJICKUT UCTIOTHEHHIO B MPEIIECTBYIOMINM eMy paOouuil 1eHb.

[Ipy HeoO0XOAMMOCTH TPOJUICHUS CpPOKa HCIOJHEHHS JOKYMEHTa OTBETCTBEHHBIH
WCIIOJTHUTEIb MPEICTaBIseT Ha UMS PYKOBOJIUTENS 0Opa3oBaTeIbHONW OpraHHU3alllH, aBLIETO
NOpYy4YeHHEe, MOTHBHPOBAHHYIO MPOCHOY O €ro HpoAJeHUM He MO3/JHee 4YeM 3a TpU JAHA 10
MCTEUEHHUs] YCTAHOBJICHHOI'O CPOKa, C YEM CBOEBPEMEHHO Iepenaercsi nHGopMalus B IPUEMHYIO
PYKOBOJUTENS 00pa30BaTEeIbHON OpraHU3alHH.
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Ilopsinok cHATHS JOKYMEHTOB € KOHTPOJISI.

JIOKYMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CIIM PEIICHBI MIOCTABICHHbBIE B HUX BOIIPOCHI MJIU
aBTOpaM JIaH OTBET I10 CYLIECTBY.

Ecin mo paspemaemMoMy BOIIPOCY OXKMAAETCA OTBET, TO OH BMECTE C KONMEHW OTBETa
3asIBUTEIII0 MOKET HAXOJUTHCSI Y UCIIOJIHUTENS HAa KOHTPOJIE.

IIpoMexXyTOUHBII OTBET, PABHO KAaK M 3alpoC IO MCIOJIHAEMOMY JIOKYMEHTY WU
YaCTUYHOE MCIOJIHEHHE IOpYUYEHUS, HE SBISIETCS OCHOBAaHUEM JUISl NPU3HAHUS JIOKyMEHTa
VCIIOJIHEHHBIM.

CHATb JOKYMEHT C KOHTPOJISI MOXKET TOJBKO JIOJDKHOCTHOE JIMI0, KOTOPOE IOCTaBUIIO
€ro Ha KOHTPOJIb.

OcHOBaHMEM [UIsl CHSTHUSL C KOHTPOJS JOKYMEHTOB C IOPYYEHMSIMH PYKOBOAMTEIS
00pa30BaTeIbHOW OpPraHU3alluK SIBJISETCS JTOKYMEHT — OTBET, MOANMCAHHBIN PYKOBOAUTENIEM,
€ro 3aMecTUTeNleM, JMOO chpaBka 00 HMCIOJIHEHMM JOKYMEHTa 3a MOJIUCHI0 PYKOBOJUTEIS
CTPYKTYPHOTO NMOAPAa3CICHUS.

Ecnu Bce mocTaBiieHHbIE B JIOKYMEHTE BOIIPOCHI PELIEHBI B ONEPAaTUBHOM IOpsIKe, Oe3
NOATOTOBKHA INHCBMEHHOIO OTBETA, WCIOJHUTENIb HA JIOKYMEHTE J€laeT KPaTKyl 3aluch O
peLIeHnH BOIIPOCa, YKa3bIBaeT J1aTy U MOJAINHUCH, TIOCJIE YET0 TOKYMEHT IOMEUIaeTcs B JeI0.

7. Yder U XpaHeHMe Ne4yaTei, INTAMIIOB M 0JIAHKOB.

OO0s3aTeNbHOMY y4eTy MOJJICKAT BCE BUIBI IEYATCH W INTAaMIIOB, OJAHKU CTPOTOU
OTYETHOCTHU, KOMaHAUPOBOUHBIE YJIOCTOBEPEHHUS, CITyKEOHBIE 3aJJaHUs, TPYOBbIE KHUKKH.

VYyer Bcex mneyaTteil ¥ MITaMIIOB, UMEIOIIMXCS B 00pa30BaTeNIbHOIN OpraHu3aliy, BEAETCs
B CIIEIIUAJIBHOM >KypHAJe€.

Kypranbl yyera BKIIOYAKOTCA B HOMEHKIATypy Jen. JIMCTBI HMX HyMmepyrorTes,
IIPOLIMBAIOTCS M ONIE€YATHIBAKOTCS.

[leyaty u mITaMIbl JOJKHBI XPaHUTHCS B ce(ax WM METAIIMYECKUX MIKadax.

OTBETCTBEHHOCTh 3a XpAaHEHHWE M HCIIOJB30BaHMWE IIeYaTeid, IITaMIIOB HECYT
JIMIa, OTBETCTBEHHBIE 32 BEJCHUE JCIIONIPOU3BOCTBA.

YHUuTOXKEHHE OJaHKOB IPOU3BOAMUTCS IO AKTy C OTMETKOW B COOTBETCTBYIOIIUX
JKypHaJIax yyera.

[leyaTty 1 mITaMIIbl YHUYTOXKAKOTCS 110 aKTYy.

[IpoBepka Hanuuus neyarel, MITaMIIOB M OJIAHKOB, a TaKXKe MOps/IKa UX XPaHEHUS U
UCIIOJIb30BaHUs IIPOM3BOJUTCS KOMHUCCHEW HE PEXE OJHOINO pasa B IOJ OJHOBPEMEHHO C
IIPOBEPKOM COCTOSTHUSA JIEIONPOU3BOJICTBA.

8. CocraBJjieHHe HOMEHKJIATYPHI Je.

Homenkunarypa gen - 570 0o0s3aTenbHBIA I KaXKIOW 00pa3oBaTeNbHON OpraHU3aluu
CHCTEMaTH3MPOBAHHBIN MepedeHb HAUMEHOBaHMI (3aroJIOBKOB) JIeNl, KOTOpble (POPMHUPYIOTCS C
yKa3aHWEM CPOKOB XpaHEHUS JIeIl.

Homenknarypa nen mpeqHasHaueHa JUIsl YCTAHOBKHM B 0Opa3oBaTeIbHON OpraHU3alliu
eAMHOro TmopsAaka (OpMUpPOBaHMS Jied, OOecledeHHs] HMX y4yeTa, ONEPaTUBHOIO IIOHCKa
JIOKYMEHTOB TI0 HMX COJEp)KaHUIO M BHJIY, ONpPEIeNICHHs CPOKOB XpaHEHHs JAeN U SBISEeTCS
OCHOBOI1 111 COCTABJIEHUS OMKCEH J1e] MOCTOSTHHOTO U JUTUTENbHOTO (cBbliiie 10 ser) XxpaHeHus,
a TaKKe JUIsl yueTa Jies1 BpeMeHHoro (10 10 et BKII0UUTENbHO) XpaHEeHUSI.

B rpadee 1 HOMeHKIIATYpBI J1e]1 MPOCTABIIAIOTCS UHIEKCHI Ka)XI0T0 Jesa, BKIIOUEHHOTO B
HOMeHKJarypy. WMHnmekc nema coctouT w3 1uppoBoro oO0O3HAYCHHS U3 IUTAaTHOTO
pacnucaHus 00pa30BaTEIbHOM OpraHu3aIuy (Kojia) ¥ MOPSIKOBOI0 HOMEpPA 3arojoBKa Jeia Mo
HOMEHKIatype. MIHaekcsl aen 0003Ha4aroTcs apabCcKuMu mudpamu.

[Tpumep —

12-05, roe 12 — o6o3navenwue (kox), 05 — MOPSAAKOBBIA HOMED 3arojoBKa Jelia B pasjiene
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HOMEHKJIATYpBbI JIE.

B rpadee 2 HOMeHKIATypBI A€ NPOIUCHIBAIOTCS 3ar0JIOBKH .

3aroJoBOK Jena JIOJKEH YEeTKO B C)KaTod 0000IIeHHOW (Gopme OTOOpakaTh COCTaB H
coJiepKaHue JI0OKyMEHTOB Jiela.

B 3arosioBkax JIMYHBIX M OPYTUX JA€J, COAEPXAIIMUX JOKYMEHTHI IO OJHOMY BOIPOCY,
ynotpeonsiercs Tepmud JEJIO.

B 3aronoBkax pen, coaep)KallMX IUIAHOBO-OTYETHYIO JOKYMEHTAIUIO, YKa3bIBAETCS
nepuoJ (Mecsl, KBapTaj, MOIYroue, roj), B KOTOPOM IUIAHUPYETCS CO3/1aHue JOKYMEHTOB MIIU
nepuoJl uX (PaKTHUECKOTO BHIMTOJIHEHUSI.

Bo Bpems pa3meleHuss 3arojoBKOB [l B HOMEHKJIATYype YUMTBHIBAETCS Ba)XKHOCTb
JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJI0, UX B3aUMOCBs3b. B Hauane pacnosiaratoTcst 3arojioBKH JI€Jl B
OTHOIIEHUM JOKYMEHTOB, IIOCTYNMBIIMX OT OpPraHOB BBICHIETO YpPOBHS, Jajiee - IO
OpraHU3alMOHHO-PACHIOPSAUTEIbHON  TOKYMEHTAlluM, IUIAHOBO-OTYETHOM  JTOKyMEHTalluH,
HEepenucKe, y4eTHO-CIIPAaBOYHBIM BUAAM JOKYMEHTOB. B Kax10il M3 3TUX Ipynn JOKYMEHTHI
TaK)K€ Pa3MEIAI0TCs C YYETOM 3HAYMMOCTU U CPOKOB XPaHEHHS.

I'paga 3 HOMeEHKIATypbl JAen 3aloiHSETCS B TEYEHHWE KaJCHIApHOro roja — IpHU
(GbopMUPOBAHUK HOBOTO €A, IPU 3aKPHITUH JI€1a U IO OKOHYAHUHU KaJeHIapHOro roja.

ITo noctwxenuu aenom odbema B 250 JTUCTOB, TOM 3aKpPBIBAETCSI U OTKPBIBAETCS HOBBIM
ToM. B rpade mociemoBarenbHO yKa3bIBAIOTCS HOMEpa TOMOB M KpalHHWE JaThl JOKYMEHTOB
KaX/10r0 TOMa.

[Ipumep —

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

DNeKTpOHHBbIE Jejla Ha ToMa He pa3feislorca. Bce alIeKTpoHHBbIE JIOKYMEHTHI,
HE3aBUCHMO OT X 00beMa, BKIIIOYAIOTCS B OJTHO 3JIEKTPOHHOE JIENO.

B rpajge 4 yxaspiBaeTcs CpOK XpaHEHHUs JieJa, HOMepa CTaTeil Mo TUIIOBOMY WIIU
BEJIOMCTBEHHOMY TE€pEYHIO, e/iepalbHOMY 3aKOHY MJIM HWHOMY HOPMAaTHBHOMY IIPaBOBOMY
aKTy, a IPU UX OTCYTCTBUHU — 110 TUIIOBOM WJIM IPUMEPHON HOMEHKJIAType Aedl.

B rpage S «lIpumedanue»  yKa3plBalOTCAd  CIELMAIBHBIE  CPOKU XPAHECHMS,
IIPOCTABJISIFIOTCS. OTMETKH O 3aBEJCHHUM JeJ (B TOM YHUCJE B AJIEKTPOHHOM BHJIE), O BBIACIECHUU
JIeJl K YHUYTOXECHHUIO IO MCTEYEHHHM CPOKOB MX XPaHEHUS, O MECTE XPAHEHUS IOJJIMHHHUKOB
JIOKYMEHTOB, O Tepeaaye el B JIpYryl0 OpraHM3aluio uid NMpoJIoJDKeHus u Ap. B rpade
JIENA0TCA OTMETKHM O NEPEXOIAIMX JAelaX C yKa3aHHEM CTaporo MHJIEKCa JieNa B Cllydae ero
M3MEHEHUSI.

ITpumep —

«[lepexomsmee ¢ 2016 . B 2016 - 2019 rr. — 1. 2-2-11».

ITo nenam, KOTOpBIE MO KAKUM-TMOO MPUYMHAM B TE€USHHE I0Jla HE 3aBOJIMIINCH, B Tpade
«[Ipumeuyanne» HOMEHKIATYpBI JIeN JeslaeTcs 3anuch — «/leno He 3aBogumiocky. [Ipu atom B
rpade 3 IpocTaBiIsIeTcsl IPOUYEPK.

[lo oxkoH4WaHMM TrOJa B KOHIIE HOMEHKJIATYphl JI€1 [elaeTcs HUTOroBas 3amuch O
KOJIMYECTBE 3aBEICHHBIX JIEN (TOMOB).

9. ®opmupoBanue u opopmiieHHe JIel.

dopmupoBanue aeJl.

@dopmupoBaHue Jel - 3TO TPYNIHUPOBKA HCHOJHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBUY C HOMEHKJIATYPOH €.

Bo Bpems popmupoBaHus e cieayeT NpuaAep )KUBaThC TAKUX OOLIUX MPaBUIL:

- IIOMEILATh B Jie]a TOJBKO MCIIOJHEHHBIE TOKYMEHTBI B COOTBETCTBUHU C 3arojIOBKaMu
JIe]1 B HOMEHKJIATYpe;

- I'pyHIHMpoOBaTh B J€ja JOKYMEHTHI, BBIIIOJIHEHHBIE B TEUEHHE OJHOIO KaJIEHAAPHOTO
roga (01.01-31.12), 3a uckiaoyeHreM NEPEXOASIIUX el (BEAYTCS B T€UEHUE HECKOJIBKUX JIET),
JUYHBIX JEIT;
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- noMeuiaTth B ACJIa TOJIBKO OPUTHHAJIBI WK, B CIIydaC UX OTCYTCTBHA, 3aBCPCHHLIC B
YCTAaHOBJICHHOM IIOPAAKE KOIIMHN JOKYMCHTOB;

- HE JIONYCKaTh BKJIIOYEHHUS B JieJla YEPHOBBIX, JIMUHBIX JIOKYMEHTOB, Pa3MHOKEHHBIX
KONUI M JIOKYMEHTOB, MOJUIEKAIINX BO3BpaTy; pa3elibHO TPYIIUPOBATH B Jieja JOKYMEHTHI
MOCTOSIHHOTO ¥ BPEMEHHOT'O XPaHEHUS;

- Mo 00beMy eII0 He T0KHO npeBbimath 250 nmuctoB (30-40 MM TOIIIMHOK).

Pacnionoxxenne TOKyMEHTOB BHYTPU J€1 MPOU3BOJUTCA B XPOHOJIOTHYECKOM TMOPSIKE,
IpU KOTOPOM HauboJiee paHHUE JOKYMEHTBI pacIioyiaratoTcsl B Havaue Jena.

[Tonoxenus, mnpaBuiia, UHCTPYKIUUA MU T. ., YTBEPKIEHHBIC PACHOPAIUTEIHLHBIMHU
JIOKyMEHTaMHU, TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JJOKYMEHTaMHU.

[Ipuka3pl 1O OCHOBHOW JEATEIBHOCTH (OPMHUPYIOTCS OTACIBHO OT MPHUKA30B I10
KaJpOBBIM  BOIIpocaM (JIMYHOMY COCTaBy) (Ha3Ha4yeHHe, IEpeMElICHHe, YBOJIbHEHHE
COTPYAHHUKOB) U OT NMPUKA30B 00 OTMYCKaX, KOMaHAUPOBKAaX U T.1.

[Iporokonbl 3acefaHuil KOJUIETHAIBHBIX OpPraHOB 00pa30BaTeIbHOW OpraHU3alUuu
TPYIIUPYIOTCS B Jiejia B XPOHOJIOTUYECKOM TOPSIIKE M 110 HOMEPAM B IMpejenax KaJlleHIapHOro
roja. JJokyMeHTHI K 3aceJaHUsIM yKa3aHHBIX OPraHOB CUCTEMATU3UPYIOTCS MO JaTaM U HOMEpaM
IIPOTOKOJIOB, @ B Ipejeaax IPyNIbl JOKYMEHTOB, KOTOPbIE KacalOTCs OJHOTO MPOTOKOJIA, - 10
MOBECTKE JIHA 3aceIaHusl.

[lepenucky cienyer rpynnupoBaTh B jieja 3a [epuo/l KaJeHAapHoro roja. B neno
MEPENUCKH MOMEIIAIOTCA BCe JTOKYMEHTHI, BO3HHUKIINE B XOJe perieHus Bompoca. [lepemnucka
CUCTEMATU3UPYETCS B XPOHOJIIOITMUYECKOM MOCIE10BaTEIbHOCTH; JOKYMEHT OTBET IIOMEIIAETCS 3a
JIOKYMEHTOM-3aIPOCOM.

Od¢opmiienue geJr.

Jlena oOpa3oBareabHON OpraHU3aIMK MOIeKaT 0GOPMIICHUIO TIPH UX 3aBEICHUH U TI0
3aBepILEHUH roJa.

Odopmiienne nena — MOATOTOBKA Jiejla K XPaHEHHUIO BKIIIOYAET B ceOsl KOMIUJIEKC padoT
10 OMMCAHMIO JIeN1a Ha 00JI0KKE, MOIMBKE, HyMEpaIlH JUCTOB U COCTABJICHUIO 3aBEPUTEIbHOM
Haamucu. OdopmiteHue el TPOBOIUTCS PaOOTHUKAMHU OpTaHU3aIlNH, B 005S3aHHOCTH KOTOPBIX
BXOJUT 3aBeleHHMe U (OpPMHUPOBAaHUE M€, NP METOAMYECKOW IMOMOIIM M IMOJ KOHTPOJEM
OTBETCTBEHHOTO 32 apXUB 00pa30BaTEeIHLHON OpraHU3aIHH.

B 3aBucMMOCTH OT CPOKOB XpaHEHHUsS MPOBOJUTCS MOJIHOE MM YaCTUYHOE O(pOpMIIEHUE
JIelI.

[TomHOMY OdOpMIIEHHIO TMOJUIekKAT Jefa MOCTOSHHOro, BpeMeHHOro (cmeimie 10 er)
XpaHeHus (10 JUYHOMY COCTaBy, JINYHBIE Jie]a YBOJEHHBIX paboTHUKOB). [lomHOE oopmienne
Jiena npeycMaTpruBaeT:

. MOAIINBKY WJINA TBEPJBIN MEPEIIET e,

. HYMEPALMIO JIUCTOB B JIEIIE;

. COCTaBJICHUE JINCTA-3aBEPUTEIIS;

. COCTaBJIEHHE B OCOOBIX ciydasx (mpu oGOpPMIIEHUH JIMYHBIX A€, UL ydera
0c000 IIEHHBIX IOKYMEHTOB) BHYTPEHHEHN OMUCH IOKYMEHTOB JI€fa;

. BHECEHHUE HEOOXOAMMBIX YTOUHEHHH B PEKBU3UTHI OOJOXKKHU Jena (YyTOUYHeHHe

Ha3BaHUWA MOApa3aACIICHUA, MHACKCA U 3arojioBKa J€jia, 1aThl A€j1a U le)

Hllena BpemenHoro (o 10 7neT BKIIOYUTENHHO) XpaHEHUS MOMAJEKAT YACTUYHOMY
odopmitenuro. Jlomyckaercs:

. XPaHUTh Jella B CKOPOCIINBATEIX;
. HE TIPOBOJIUTH MTEPECUCTEMATU3AIINIO JOKYMEHTOB B JICTIC;
. JIUCTHI JieJIa HE HyMEpOBaTh;

. 3aBEPUTEIIbHBIC HAJMUCH HE COCTABIIATD.

JIOKyMEHTBI, MoAJIekallue MOTHOMY O(OPMIICHHIO, MOJIINBAIOT HA YEThIPE MPOKOJIa B
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TBEP/YI0 00J0XKKY U3 KAPTOHA UJTH MEPETIIETAIOTCS C YUETOM BO3MOXKHOCTH CBOOOAHOTO UYTCHUS
TEKCTa BCEX JIOKYMEHTOB, J1aT, BU3 M Pe30ronuid Ha HUX. [Ipy moAroroBke nes K MOALIMBKE
(meperuieTy) MeTaUIMYecKrue CKpEeIUIeHHus (CKOOBI, CKPENKH) U3 JTOKYMEHTOB yaalsitorcs. [lema
IOCTOSIHHOT'O XpPaHEHUs, COCTOsIME M3 He(POPMATHBIX JTOKYMEHTOB, XPaHATCS B 3aKPBITHIX
TBCPABIX ITAIIKaxX C TPCMsA KJIallaHaMH U C 3aBA3KaAMHU.

IIpy Hasmuyum B Aene HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHMXKEK U
Jp.) 3TU TOKYMEHTHI BKJIaJIbIBAIOTCSI B KOHBEPT, KOTOPBIN 3aTeM MOJIIMBaeTCs B 3T0 Aeino. [lpu
HaJIMYUK OOJIBIIOTO KOJIMYECTBA TAKUX JOKYMEHTOB OHM MOI'YT U3bIMAThCS U3 /i€, U Ha HUX
COCTaBJISIETCS OTAEIbHAS OMKCH.

B koHIe Kaxaoro Jena MOJIIMBAIOTCS YHUCTble OJIAaHKW (GOpPM Ul 3aBEPUTENBHOM
HaAImucu.

B nemsax oOecneueHus COXPAaHHOCTM M 3aKpeIUICHHMsI MOpsAKAa PACHOJIOKEHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B €TI0, BCE JIUCTHI, KPOME 3aBEPUTEIBHOTO, HYyMEPYIOTCS apaOCKUMu
mudppaMu B IPaBOM BEpXHEM YIIy, HE 3a/i€Bas TEKCTa JIOKYMEHTa, MPOCThIM IpaduyecKkum
KapaHJallOM WJIA HYMEpaTropoM. YTOTpeOJeHHEe YEepPHWJ ¢ LBETHBIX KapaHmamend s
HYMEpaLuy JIMCTOB 3ampelnaeTcs. BHyTpeHHss onuch UMEET CaMOCTOSATENIbHYIO HyMEpaLuIO.

JIncTer JACJI, COCTOAIIUX M3 HECKOJIBKHX TOMOB HJIHN qaCTeﬁ, HYMCPYIOTCA 10 KaXJI0OMY
TOMY MJIM YacTU OTIEIBHO.

dotorpaduu, YEepTEeKH, AUATPAMMBI U JIPYTHe HWIUTFOCTPATHBHBIE M crnenuduyeckue
JIOKYMEHTbI, IPECTABIIAIONINE CaMOCTOSATENIbHBIA JHMCT B Jelie, HyMEpYyloTcs Ha 0OOpOTHOH
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

C0XeHHBIH JHCT pa3BOpayMBaeTCs U HyMEpyeTcs B IIPaBOM BepxHeM yriy. [Ipu stom
auct Joboro ¢opmara, MOAWMTHIA 3a OJWH Kpaid, HyMepyeTcss KaK OIHWH JIACT; JIHCT,
CJIO’KEHHBIN M MOJIIMTBIN 32 CEepeinHYy, OUIEKUT NEepeIInBKe U HyMepyeTcs Kak OJIUH JIUCT.

HOI[HII/ITI)IG B JCJO KOHBCPTHI C BJOXCHUAMHU HYMCPYIOTCA, IIPU 3TOM BHa4alie
HyMEpyeTcsl KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM Ka)KJ10€ BIIO)KEHHUE B KOHBEPTE.

[ToammTeie B 1€710 JOKYMEHTHI C COOCTBEHHOW HyMepaluel JUCTOB (BKIIIOYas eYaTHbIE
U3JJaHKs) MOTYT HyMEpOBaTbCs B OOIIEM IMOPSAIKE WIM COXPAHATh COOCTBEHHYIO HyMepaluio,
€CJIM OHa COOTBETCTBYET MOPSIIKOBOMY PACIOJIOKEHUIO JIHCTOB B JEE.

B cinyuasx oOHapykeHHs OONBIIOrO 4YHcia OMMOOK B HyMepaluH JHMCTOB Jefa B
JIEJIONPOU3BOJCTBE MPOBOJAUTCA HUX MNepeHyMmepanus. [Ipu mepeHymepanuu JUCTOB cCTapble
HOMEpa 3aUEpPKUBAIOTCA OJHOW HAKJIOHHOW YEPTOM MU PAJIOM CTaBUTCS HOBBIM HOMED JINCTA; B
KOHIIE JIella COCTaBJISIeTCSl HOBas 3aBEpHUTENIbHAs HAJAINUCh, NMPU 3TOM CTapasl 3aBepUTENbHAs
HAJMKCh 3aUEPKUBAETCS, HO COXPAHAETCS B JACIIE.

JUisg ydeta KonMuyecTBa JUCTOB B Jele M (UKCAMM OCOOCHHOCTEH WX HyMepaluu
COCTaBJISIETCS 3aBEPUTENbHAs HAANKCH Jiena. OHa COCTaBIsAETCs B /€€ Ha OTACIBHOM JINCTE —
3aBepuTelie Jea. 3aBepuTelibHas HAAMKUCh COCTABIISIETCS M0 YCTaHOBIEHHOH (opMe.

Bce mocnenyromue M3MEHEHHs B COCTaBE M COCTOSHUHU Jenia (IMOBPEXICHUS, 3aMeHa
MOMJIMHHBIX JOKYMCHTOB KOMNUAMHU, IPUCOCTUHCHHUEC HOBBIX JOKYMCHTOB U T. 21.) OTMECUYAKTCA B
3aBEPUTENBHON HAAIIHUCU CO CCBIJIKOM Ha COOTBETCTBYIOIINN aKT.

OO60kKa JieNl TOCTOSTHHOTO, BpeMEHHOTo (cBbimie 10 yieT) XpaHeHus M M0 JTUYHOMY
cocTaBy oopmIIsieTcs o yCTaHOBICHHOH (opme.

Ha o06noxke nen MOCTOSHHOTO XpaHEHUs BBEpPXY IMPEAycMaTpUBAETCS MECTO JUIS
HalMEHOBAHUS TOCYJIapCTBEHHOI'O apXuBa, B KOTOPbI OHM OyAyT IepelaHbl, a TaKxke
apXMBHOTO 1K (}pa B MPaBOM BEPXHEM U JIEBOM HUYKHEM YTJIaX.

ITpu odopmiennn 0610kKH nea HauMeHoBaHUe IIIKoJbl yka3bIBaeTCs MOJHOCTBIO IO
yCTaBy, B UMEHUTEJIHOM MaJIeXkKe, COKPAIIEHHOE Ha3BaHHE — B CKOOKaX.

OO0s13aTenbLHBIMU PCKBU3UTAMU 00107KKH AcJia ABJIACTCA yKa3aHUC KOJIMYCCTBA JINCTOB B
Jiene, KOTOpoe MPOCTaBISAETCS HA OCHOBAHUU 3aBEPUTEIBHON HAJMMCHU JIe]la, U CPOKAa XPaHEHUs
Jaena (Ha Jenax IOCTOSHHOTO XPaHEHWs IMILETCS: «XPAaHWUTh IOCTOSIHHO»), KOTOPBIM
NEPEHOCUTCST Ha OOJIO0XKKY JleNa U3 HOMEHKJIATYpPbl MOCIe CBEPKHM €ro Mo CpoKaM XpaHEHHUs B
IIEpPEYHE.
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JUig ydera JOKYMEHTOB OIPEAEICHHBIX KAaTErOpUH €l MOCTOSHHOTO M BPEMEHHOIO
(cBbimie 10 yer) XpaHeHUs, y4eT KOTOPBIX BbI3bIBACTCA CIEUU(PUKON NaHHOW JTOKyMEHTalluu
(JInyHbIe J1e71a, 0C000 LIEHHBIE), COCTABIISIETCS BHYTPEHHSSI OMKUCh TJOKYMEHTOB Jela.

BHyTpeHHIOI0 OnUCh HEOOXOIMMO TakXK€ COCTAaBJIATH B JieJaX IOCTOSHHOTO U
BpeMeHHoro (cBbime 10 yet) xpaHeHus, copMUPOBAHHBIX MO PAa3HOBHIHOCTSAM JOKYMEHTOB,
3arojIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEpKaHNe JOKYMEHTOB.

BHyTpeHHS ONMUCH COCTABISIETCS HA OTAEIBHOM JIHCTE IO YCTAaHOBJICHHOH (opme,
KOTOpasi COJIEP’KUT CBEICHHS O MOPSJIKOBBIX HOMEpax JOKYMEHTOB JieNa, UX HHIEeKcaX, JaTax,
3aroJIoBKax U HOMEpPAX JINCTOB JieJa, HA KOTOPBIX PACIOJI0KEH KaXAbli JTOKYMEHT.

K BHyTpeHHell omucu Jiena cOCTaBsieTCsl MUTOTrOBas 3aluCh, B KOTOPOM YKa3bIBAETCS
muppaMu U MPOIUCHI0 KOJIMYECTBO BKIIOYCHHBIX B HEE JOKYMEHTOB M KOJHMYECTBO JIMCTOB
BHYTPEHHEHN OIHUCH.

BHyTpeHHS1 OnuCh NOJNUCHIBAETCS €€ COCTABUTENEM C YKa3aHMEM JIOJDKHOCTH,
MOJIUCH, pacIIM(PPOBKU MOJANUCH U HYMEPYETCS B JieJie OTAEIBHO.

10. XpaHeHHe M YHHYTOKEHHE TOKYMEHTOB.

JIoKyMeHTHI (7era) ¢ MOMEHTa co3/1aHus (MOJIydeHus ) Wik GOPMUPOBAHUS XPAHITCS B
OpTaHM3AINH JI0 IePEIAYu APXUBHOMY YUPEIKICHHIO.

PykoBoauTenb 00pa3oBaTebHON OpraHU3aIlK U CIICIIHAILHO Ha3HAYCHHOE JUI0 (JIUIa)
00s13aHBI 00ECTICUNTh XPAaHEHUE JOKYMEHTOB H JICI.

Jlena JOJKHBI XPAHUTBCS B BEPTHKAIBHOM IIOJIOKEHWM B MIKadax, KOTOpPbIC
3aKkpeiBaroTCs. Ha Kopemnikax 0010KeK JIeN yKa3bIBAlOTCSl HOMepa JIell.

Bbiaua gen Bo BpEMEHHOE IMOJIb30BaHHE Pa0OTHUKAM 00pa30BaTEbHON OpraHU3aIliH
OCYIIECTBIISIETCS C YCTHOTO Pa3pelIeHUs €ro PYKOBOIUTEINS, a JPYTUM YUPEKICHUSM - C €ro
MUCbMEHHOTO pazpemieHus. Ha BbpIJaHHOE €50 COCTaBisieTcss KapTodka - 3aMEeHHUTeNb. B
KapTOYKe yKa3bIBAIOTCS HOMEp JIeNa, 3arojIoBOK JIefia, AaTa €ro BIJAuH, JIUI0, KOTOPOMY JEI0
BBIJIaHO, JIaTa €r0 BO3BpaTa, MOJMUCH JIUI], KOTOPBIE BBIIAIN U IPUHSIU JIEJO.

[IpenocraBiieHue e BO BPEeMEHHOE TMOJB30BAaHHE OCYIIECTBIIIETCS HE Oojiee 4yeM Ha
OJIMH MECHII.

W3paTre JMOKYMEHTOB W3 Jiejla TOCTOSHHOTO  XpaHeHWs  3ampeniaercsa. B
UCKITIOYUTENBHBIX CIy4YasX H3bATHE JOKYMEHTOB JIOMYCKAeTCS C pa3pelieHus PYKOBOIUTEINS
00pa3oBaTeNbHONW OpraHU3alMK C 00sA3aTENLHBIM OCTABICHHEM B JIENie 3aBEPEHHBIX JIOJDKHBIM
00pa3oM KOIHUH.

[Toce okOHYaHUWS CpOKa XpaHEHUsS JIOKYMEHTOB, KOTOpBIC HE TMOJUIekKAT Iepeaadue
ApPXUBHBIM  YUPEXKIEHHUSM, JIOKYMEHTHI  CIHCHIBAIOTCS  KOMHCCHEW  00pa3oBaTeNnbHOM
OpTaHW3aIlMK 110 IPOBEJICHUIO JKCIEPTHU3Bl IIEHHOCTH JOKYMEHTOB, KOTOPYIO Ha3HadaeT
PYKOBOAMTENs 00pa3oBaTeNbHONW oOpraHu3anvu. Ha chnucaHHyr0 JOKYMEHTAIUI0 JKCIEpTHas
KOMHCCHS COCTABJISIET COOTBETCTBYFOIIHNA aKT.

CrucanHasi JOKYMEHTAIHsI YHUYTOKAETCSl.
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