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HucTpykuus
10 BeJIeHUI0 1eJI0BOM JOKYMEHTAIIUM B
MBOY « Cpennsisi 061eo0pa3oBaresbHas mkojga Ne3 ¢

KPBIMCKOTATAPCKHUM SI3bIKOM 00y4eHHs» ropoackoro okpyra Cynak

1. O0mue moJ10KeHUA

1.1. HCTpYKIMSA 10 BEACHHUIO JEIOBOM JOKyMeHTarwu (mganee — MHCTpyknus) B MyHHIIUIATEHOM
Or0/UKeTHOM — o0leoOpa3zoBaTeabHOM — yupekaeHun «CpenHsisi oOmieoOpa3oBarenbHas mkoma Ne3 ¢
KpPBIMCKOTaTapCKUM  SI3bIKOM  oOyueHusi» ropoackoro okpyra Cypak (naiee - MBOY  «Cpennss
obureoOpa3zoBarebHas mKkoiaa Ne3 ¢ KppIMCKOTaTapCKUM SI3IKOM 00y4YeHUs» Topockoro okpyra Cynak).

Pa3paborana B COOTBETCTBHHM CO CIEAYIOLUIUMH HOPMATUBHBIMH JOKYMEHTaMHU:

- ®eaepanbhblil 3aK0H 0T 29.12.2012 Ne 273-D3 «O6 ob6pazoBanuu B Poccuiickoit @eneparium;

- ®epnepanbHblil 3aK0H 0T 27.07.2006 Ne 152-®D3 «O nepcoHalIbHBIX JaHHBIX);

- 3akoH Pecniyonuku Kpbeim ot 06.07.2015 Ne 131-3PK/2015 «O06 o6pa3oBanuu B Pecriyonuke Kpsim»;

- npuka3 PenepabHOr0 areHTCTBA M0 TEXHUYECKOMY PEryJIMpOBaHUIO U METpojoruu MuHHUCTEpCTBa
MPOMBITINICHHOCTH M ToproBiau Poccuiickoii ®deneparuu ot 08.12.2016 Ne 2004-ct «OO6 yTBep)IeHUHU
HallMOHAIBHOI O cTanaapra Poccuiickon @enepanuny;

- npuka3 PeneparbHOro areHTCTBa MO0 TEXHUYECKOMY PETyJIMPOBaHUIO M METposioruu MuHHCTEpCTBa
MpOMBIIIICHHOCTH H ToproBiu Poccuiickoii ®enepamuu ot 14.05.2018 Ne 244-ct «O0 yrBepkIeHUH
W3MEHEHUsI K HallMOHAJIbHOMY cTaHnapTy Poccuiickoit Denepannmny;

- npuka3z denepanpHoro apxusHoro areHTcTBa ot 20.12.2019 r. Ne 236 «O6 yrBepxkaenuun Ilepeuns
TUIOBBIX  YNPAaBJIEHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yloIIUXCs B  IpoLEecce JAeATeIbHOCTH
roCyJlapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CAaMOYIIPABJICHMsI M OpraHU3aluil, ¢ yKa3aHUEM CPOKOB MX
XpaHEHUA»;

- npuka3 Munucrepcrsa npocsemeHuss CCCP ot 30.12.1980 Ne 176 «O BBenenuu B aeiicrsue [lepeuns
JIOKYMEHTOB €O CpokaMmu XpaHneHus Munuctepcra npocsemenuss CCCP, opranoB, yupexaeHuid, opraHu3anuii
CUCTEMBI IIPOCBEILEHUSD.

1.2. MHcTpyKuus ycTaHaBiauBaeT oOmue TpeGoBaHUS K BEJEHHIO JEI0BOM nokymeHTauuu B MBOY



«Cpennsisi o0ieo0pazoBarenbHas 1mkoiga Ne3 ¢ KphIMCKOTAaTapCKUM  SI3BIKOM OOYYEHHs» TOpPOJICKOIO OKpyra
Cynaxk.

1.3. Ilpumenenne WHCTPYKIIMH OMKHO CIIOCOOCTBOBATH (POPMHUPOBAHUIO O(DHIIHMAIHEHO-IETIOBOTO
CTHJISI IOKYMEHTOB, COKPAIICHUIO 3aTpaT TpyJa U CPEICTB B MPOLECCE CO3JaHUsI JOKYMEHTOB.

1.4. UHcTpyKuus pacnpoCTpaHsSeTcs Ha OpraHU3alMio paboThl ¢ JTOKYMEHTAMM HE3aBUCHUMO OT BHJA
HOCUTENS, B TOM YHCJE DJICKTPOHHBIMU JOKYMEHTaMH, BKJIOYas MOJATOTOBKY, 00OpaOOTKy, XpaHEHHE U
WCIIOJTb30BAaHUE JJOKYMEHTOB, OCYIIECTBIIIEMBIX C IIPUMEHEHUEM HH(POPMAITHOHHBIX TEXHOJIOTHH.

1.5. OcobenHoctu pabOTBl C JOKYMEHTaMH, COJAEpKAIIUMH KOH(UIEHINAIbHYI0 HH()OPMAILIUIO
(cmy>keOHYI0 ¥ UHYIO TaliHYy, IEPCOHAJIbHBIE JJAHHBIE), PETYIUPYIOTCS CHCIUATLHBIMA HOPMATUBHBIMU aKTaMHU
(MHCTPYKUMSIMHM,  TOJOXKEHHUSIMH, [paBUJIAMHU), YTBEPXKIAEMBIMH  PYKOBOIUTENEM  00pa3oBaTEIbHOMN
OpraHu3alui.

1.6. OTBETCTBEHHOCTh 3a OpraHU3aIMI0 W CcOoCTOsSHUE naenonpousBoactBa B MBOVY «Cpennsis
obmreoOpa3zoBaTenbHas mkoma Ne3 ¢ KppIMCKOTAaTapCKUM SI3BIKOM 00yUeHUsD» ropojickoro okpyra Cynak Hecer
PYKOBOAMTEIH, KOTOPBII:

- KOHTpOJIHpYET coOmo/ieHHe TpeOOBaHW YTBEpKAEHHOW B 00pa30BaTeNbHOM OpraHHU3alun
HNHCTpyKIIMU 1O BEACHUIO IETTIOBOM  TOKYMEHTAIUU;

- IPOBOJAMT MPOBEPKY COCTOSHUS JIETONPOU3BO/JICTBA;

- oOecrieyMBaeT METOAMYECKOE PYKOBOJCTBO, MHCTPYKTaX M KOHTPOJb 3a COOJIIOJCHUEM
YCTaHOBJICHHOT'O MOPSIIKA pa0OTHI ¢ JOKYMEHTaMHU;

- HHUITUUPYET TOBBIIEHNE KBATH(UKAIINY paOOTHUKOB T10 BOIPOCaM JCJIONPOU3BOICTBA;

- YAOCTOBEpPSIET MOAMKCHIO U MEYaThIO0 JOKYMEHTHI.

1.7. HenocpenctBenno Benet aenonpous3BoactBo B MBOY «Cpennsisi oOmieoOpa3zoBarenbHas MIKOJa
Ne3 ¢ kpbpIMCKOTaTapCKUM  SI3BIKOM OOYy4YeHUs» TOpoAckoro okpyra Cymak Aeiaonpou3BOAUTENb U (HIIK)
OTBETCTBEHHBIN 3a BEJCHHUE JIEJIONPOM3BOJCTBA (/ajee — JEJIONPOU3BOIUTENh), KOTOPBIA Ha3zHAYACTCs
npukaszom aupekropa MbOVY.

1.8. [lenmonpon3BoAUTEh B COOTBETCTBHH C BO3JIOKEHHBIMH HA HETO 3a/1a4aMHU:

- OCYIIECTBIISIET PETUCTPAIUIO U YUYET IOKYMEHTOB;

- Opra"u3yeT JOKYMEHTO000POT, pOPMUPOBAHUE JIe]T, UX XpaHEHUE;

- OCYIIECTBISIET TEKYIIMH KOHTPOIb 3a CBOEBPEMEHHBIM DPACCMOTPEHHUEM M MPOXOKIACHUEM
JIOKYMEHTOB 00pa30BaTEIbHOM OpraHU3allnu;

- obecrieunBaeT coOII0IeHUE eIUHBIX TPEOOBAHMIA MO MOATOTOBKE JOKYMEHTOB M OPraHU3allud pabOoThI
C HUMH B YCIIOBUSIX 3JIEKTPOHHOI'O JOKYMEHTOO00POTA;

- 0000maeT nHpOopMaIHo 00 00beMax TOKYMEHTO000pOTa;

- opra"u3yet (P OpMUPOBAHKE U XPaHEHUE IOKYMEHTAIIMOHHOTO ()OH/IA ¥ €T0 UCIIO0JIb30BAHNUE.



1.9. OOpa3oBaTenbHasi OpraHM3alds BIpPaBe TNPHUMEHATh B CBOCH MAEATEIIEHOCTH SJICKTPOHHBIN
JOKYMEHTOOOOPOT, KOTOPBI MpeaycMaTpuBaeT CO3JaHHE, TOJNMUCAHHE, WCIOJIb30BAHHE U XpaHCHHE
JOKYMEHTOB, CBSI3aHHBIX C JCSATEILHOCTBIO 00pa30BaTEbHONW OpPraHM3allK, B JJICKTPOHHOM BHjC 0e3
nyOnupoBaHus Ha OyMa)XHOM HocuTene. PemieHue o BBeIEHUU 3JEKTPOHHOTO TOKYMEHTOO000pOTa U MOPS 0K
€r0 OCYIIECTBIICHHSI YTBEPIKIAFOTCS 00pa30BaTeIbHOM OpraHU3aieil 110 COTIACOBAHUIO C €€ YUPESAUTEIICM.

1.20. Bes nenoBasi JOKYMEHTAITUSI XPAHUTCS B CIIEIHAIEHO 000PY/TIOBAHHBIX MIOMENIECHUSX, MKadax WiH
ceiidax ¢ cobmoaernem TpedboBanuii denepanbHoro 3akona Poccuiickoit eneparun ot 27.07.2006 Ne 152-
@3 «O nepcoHaNbHBIX TAHHBIX).

1.21. PaGorath ¢ JOKyMEHTaMH BHE CITY)KCOHBIX ITOMEIICHHUN 3arperiaeTcs.

2. JlokyMeHTBI 00pa30BaTeJbHOIl OpraHu3anmuu.

2.1. PyxoBoauTenb 00pa3oBaTenbHOM OpraHu3aluy WK JUL0, UCIIOIHSIIOIIEE ero 00s13aHHOCTH, U3JaeT
MPUKa3bl, HHCTPYKIIMH, TIPABUIIA, TIONOXKEHUS, 00s3aTeIbHbIC /ISl UCTIOJHEHUS BCEMU PaOOTHUKAMH.

2.2. Xon o0CyXJeHHs BOIPOCOB Ha 3aceJaHMsIX KOJUIETMaJIbHBIX OPIraHOB, COBETOB, COOpaHUSX,
COBEIIAHUAX U PEIICHUs, IPUHUMAEMbIe Ha HUX, (PUKCUPYIOTCS B POTOKOJAX.

2.3. Jlms oOCyIIeCTBICHUSI OINEPATUBHBIX CBS3€H C JPYrUMU OpraHU3ANMSAMH M TpakIaHaMH
UCTIONB3YIOTCS Takue GOpMBI, Kak MUCbMa, (paKkchl, TelIerpaMmbl, Tere(OoHOrpaMMBbl.

2.4. Jlns oCyllecTBIEHUS IpHUEMa, YBOJIbHEHUS, IMEpPEMEIIECHUs pPaOOTHHUKOB, NPENIOCTABICHUS UM
OTIYCKOB O(QOPMIISIOTCS TPYIOBBIE JOTOBOPBI, IPUKA3bI 110 JUYHOMY COCTaBY, 3as1BJICHUS, TPYAOBbIE KHIKKH,

JIMYHBIC KaPTOUYKH U Op.

3. YueOHO-negarornyeckasi J0KyMeHTAIHS.

3.1. YyeOHast AOKyMEHTalUMs — 3TO KOJIMYECTBEHHAs M KaueCTBEHHAs XapaKTEPUCTHKH COCTOSHUS
yueOHOM, METOANYECKOW U BOCIIUTATEIbHON PabOThl 00pa30BaTeIbHOM OpraHU3aluu.

3.2. Ilemarormueckue paOOTHHUKM NpU pean3alMd OCHOBHBIX 0O0IIe00pa30oBaTeNbHBIX MPOrpamMM
OCYIIECTBIISIOT MOJATrOTOBKY ClIEAyIOlIel JoKyMeHTauuu (mpukaz MuHucTepcTBa npocelieHus Poccuiickoit
Oenepauuu ot 21.07.2022 Ne 582 «OO06 yTBepKIEHUM TeEpedHs TOKYMEHTAIMH, IOArOTOBKA KOTOPOM
OCYIIECTBIISIETCSl TENAarori4ecKuMy pabOTHUKAMU TIpU  pealu3alliil  OCHOBHBIX 0011e00pa30oBaTeIbHBIX
MIPOrpaMm»):

- pabouas mporpamma y4eOHOro npeamera, yaeOHoro Kypca (B TOM YHCIIe BHEYPOUHOU JIEATEILHOCTH),
y4eOHOTro MOAYIIS;

- JKypHaJl y4yeTa yCclieBaeMOCTH;

- OKypHaJ BHEYPOYHOM JEATENbHOCTH (A7 TeJarornyeckux pabOTHHUKOB, OCYIIECTBISIOMINX

BHEYPOUHYIO JEATEIBHOCTD);



- IUIaH BOCIHTATEIBHOM paboThl (I TMEeJarormueckux pabOTHHUKOB, OCYIIECTBISIOMMX (DYHKIIMH
KIJIACCHOTO PYKOBOJIUTEIA);

- XapaKTepHUCTHKa Ha 00y4arotmerocs (1o 3amnpocy).

3.3. llIkonbHBIE JOKYMEHTHI JOIKHBI 0)OPMIISITHCS CBOEBPEMEHHO, YETKO, Pa300punBoO, 0€3 MOIINCTOK,
IIOMapoK, BbI3BIBAOIIHNX COMHCHHUEC B ITPAaBUJIbLHOCTH BHCCCHHBIX TaHHBIX.

3.4. 3anuicu B TOKYMEHTaX JOKHBI MPOU3BOIUTHCS IIAPUKOBOI PyUKOM CHHErO IIBETA.

3.5. OmmOka, momymieHHas: B TeKCTE WM NU(POBBIX JAHHBIX JOKYMEHTA, MCHPABISIETCS CIETYIOUTIM
0o0pa3oM: OMIMOOYHBIE CIIOBA WIIM HU(PHI 3a4EPKUBAIOTCS TaK, YTOOBI MOKHO OBLIO MIPOUECTh 3aYEPKHYTOE, a
CBEpXY, MO0 psioM, MO0 HA MOJSAX MUIIYTCS YTOYHEHHBIC JaHHbIC. Bce BHECEHHBIE MCIIPABICHUS JOIKHBI
OBITh OrOBOPEHBI W 3aBEPEHBbI MOIIMMCAMHU JIMI, OPOPMHBIIUX JTOKYMEHT. 3a JIOCTOBEPHOCTh CBEICHHUH,
cojiepKaIlIuXxcs B JOKYMEHTax, HaJjexariee uX o(OpMIICHHE HECYT OTBETCTBEHHOCTh JOJDKHOCTHBIC JIHIIA,
MOANUCABIINE JOKYMEHT.

B cocraB nokymMeHTOB 00pa30BaTeIbHON OpraHU3aluy BXOIAT !

- opzanusauuonnvle O00Kymenmul (yCTaB OpraHU3aIMH, JOTOBOP C YYPEAMTENIEM, IOJIOKEHHUS O
noapasaACICHUAX (HpI/I Ha.III/I‘-II/II/I), MMpaBOYCTAHABJIMBAOIINUEC HOKYMCHTBI, JOJZKHOCTHBIC HWHCTPYKIUH
COTPYIHUKOB, KOJJICKTHBHBIN JIOTOBOp, IITATHOE PAaCIMCaHKe, NPaBUjia BHYTPEHHETO TPYAOBOTO PacHopsaKa
¥ 1p.);

- pacnopaoumensvhvle 00Kymenmol (IPUKA3bI, PACTIOPSHKEHUS, UHCTPYKIIUU H JP.);

- Hngpopmayuonno-cnpasounsie 0okymernmal (IpOTOKOIIBI, TJIAHBI, OTYETHI, CIIPABKU U JIp.)

3.6. Bce xHUTH W KypHalbl, KOTOpPHIE BEIYTCS B OOpA30BATEIbHBIX OpPraHU3ANUSAX Ha OYMaXKHBIX
HOCHUTCIIAX, NOCTPAHUYHO HNPOHYMCPOBBLIBAIOTCA, MPOMIHYPOBBIBAOTCA W HNOANMCBIBAKOTCA PYKOBOJUTCIICM.

[Tonnuce pykoBoauTENs 3aBepsieTcs MeYaTbio 00pa3oBaTeIbHON OpraHu3aIiy.

4. IlpaBuia odopmiieHus 10KYMEHTOB

4.1. OcHoBHBIe TPeOOBAHHUS N0 0(POPMIIEHUIO JOKYMEHTOB.

4.1.1. JlokymMeHTHI MOTYT CO3JaBaThCi Ha OYMaXHOM HOCHTEIIE W B DJJIEKTPOHHOW ¢dopme ¢
COOJIIO/ICHHEM YCTaHOBJICHHBIX MPaBUJI OPOPMIICHUS IOKYMEHTOB.

4.1.2. Tlpu co3maHuy JOKYMEHTa Ha JBYX W 0ojiee CTpaHUIAX BTOPYIO H IOCIEIYIOIINE CTPAHHIIBI
HYMEPYIOT.

4.1.3. Jlomyckaercs coO3laHWE JIOKYMCHTOB Ha JUIEBOM W OOOpPOTHOW cTopoHax Jmcra. [lpum
JIBYCTOPOHHEM CO3J]aHUU JTOKYMEHTOB IIMPHUHA JIEBOIO MOJIs HA JINLIEBOW CTOPOHE JIUCTA W MPABOro MOJs Ha
00OpOTHOM CTOPOHE JIMCTA IOJIKHBI OBITh PABHBI.

4.1.4. TlpennoyTUTENbHBIMH TapHUTYpaMH W pa3MepaMud IMPUGTOB s PEKBU3UTOB JIOKYMEHTa
sBistroTces Ne 12,13,14.

4.1.5. Tlpu coctaBieHnH TabIUIL JOIMYCKACTCS UCTIOJIb30BaHUE MIPHU(PTOB MEHBIIINX Pa3MEPOB.



4.1.6. AG3arHbIif OTCTYN TEKCTa JOKyMeHTa - 1,25 cwm.

4.1.7. 3aronoBKH pa3aelioB W MOAPA3/EIOB MeUaTaloTcs ¢ a03aI[HbIM OTCTYIIOM HJIM IIEHTPUPYIOTCS 11O
UIMPUHE TEKCTA.

4.1.8. MHOTrOCTpOYHBIEC PEKBU3UTHI IEYATAIOTCS Yepe3 OJIUH MEKCTPOUHBIA HHTEPBAJl, COCTaBHBIC YaCTH
PEKBU3UTOB OTJIEJISIFOTCS JONOIHUTENbHBIM HHTEPBAJIOM.

Tekcr nokymeHTa nedaraercs yepes3 1-1,5 MexKCTpOUHBIX HHTEpBAa.

WNuTepBan mex 1y OykBaMu B CII0Bax - OOBIUHBIM.

WHTepBan Mexy CIOBaMHU - OJMH IMpoOert.

4.1.9. TekcT NOKyMEHTa BBIPABHHBAETCS IO IIMPHHE JMCTa (IO TPaHWUIIAM JICBOI'O M MPABOTO IMOJICH
JIOKYMEHTA).

4.1.10. HopMaTuBHBIMU aKTaMH OPTraHU3ALUU MOXET OBITh MPETYCMOTPEHO BBIJIEIIEHUE PEKBHU3HUTOB
«anpecary», «3arojoBOK K TEKCTY» WUJIH «IOAMHCH», a TAKKe OTAEIbHBIX (PParMEHTOB TEKCTa MOIYKHUPHBIM
mpUPTOM.

4.1.11. TekcT AOKyMEHTa JOJDKEH OBITh H3JIOKEH KpaTKO, I'PAaMOTHO, IMOHATHO M OOBEKTUBHO, O€3
MIOBTOPEHUH M ynoTpeOJIeHus CIIOB U 000pOTOB, KOTOPbIE HE HECYT CMBICIIOBOIM Harpy3ku, U JOJKEH KacaThCs
TOrO BOIPOCA, KOTOPBIM chHOpMynHpOBaH B 3arojioBKe K TEKCTy. TekcT JokyMeHTa ohopmisieTcs B BHJE
CIUTOIIIHOTO CBSI3HOTO TEKCTA WU TAOJHIIBI, HITU TIyTEM COYETaHUS ITUX (HOpM.

4.1.12. TeKCThI CIOXHBIX M OOJBIIUX MO 00bEMY JOKYMEHTOB (JIOKJIAJbI, OTYETHI U T.1.) JACIATCS Ha
pasnensl, MoApa3feNbl, MYyHKThl, MOANYHKTHL. [IyHKTBI M TOAMYHKTHI B TEKCTE HYMEPYIOTCS apabCKuMu
uudpamu ¢ TOUYKOM.

ITpumep -

1.

1.1.

2.

2.1.

4.1.13. JlokymeHTHl ohopMIIsIIOTCS Ha GUPMEHHOM OJIaHKE IITKOJIBI, MMEIOT YCTAHOBJICHHBIH KOMILIEKC
00s13aTeIbHBIX PEKBU3UTOB U CTAOUIIBHBIN MOPSAIOK X PACIIONOKEHHUS.

4.1.14. bnaHku KaXkJI0TO BUJIa U3TOTABIMBAIOTCS HA OCHOBE YIJIOBOT'O WJIM MPOJOJHHOTO pa3MENIeHUs
PEKBU3UTOB.

4.1.15. PekBU3HUTHI 3arojioBKa pPa3MEIIAIOTCS LEHTPUPYEMbIM (HA4aJlo U KOHEI KaKIOM CTPOKHU
PEKBHU3UTA PAaBHO yJalleHbl OT TPAHUI] 30HBI PACIONOXKEHHsS] PEKBH3UTOB) HIIM YIJOBBIM (Kaxkaas CTpoKa
PEKBU3UTA HAYMHACTCS OT JIEBOM IPaHUIIBI 30HBI PACTIONIOKEHHS PEKBU3UTOB) CIIOCOOOM.

4.1.16. iyt ©3roToOBJICHUS OJIAHKOB MCIOJB3YIOTCS JTUCTBI Oymaru opmata A4 (210 x 297 mm) u AS
(210 x 148 mMumumumetpoB). Kaxkplii TMCT TOKyMEHTa, OOPMIICHHBIN Kak Ha OJlaHKe, Tak U 0€3 Hero, JOJDKEH

HUMCETH I10JIs1 HE MCHEC, MM



nesoe - 20;

npasoe - 10;

BepxHee - 20;

HuxkHee - 20.

JlokyMeHThI JuInTenbHbIX (cBbIme 10 JeT) CpOKOB XpaHEHHS JOJKHBI UMETh JieBoe moje He meHee 30

MM.

4.2. OdopmiieHHe PEKBU3UTOB JOKYMEHTOB.

4.2.1. ABTOp 10KYMEHTOB.

HaumenoBanue o0pa3oBaTenbHOM OpraHU3allid YKa3bIBA€TCS B TOYHOM COOTBETCTBHH C YCTaBOM
obpazoBatenbHON opranuzanui. CokpanieHHOe HAaMMEHOBAHUE TTOMEIIAETCS MO/ MOJHBIM HauMEHOBAaHUEM B
CKOOKax.

HammeHnoBaHue CTpYKTYpHOT'O MOAPa3eIeHNUs — aBTOpa JOKYMEHTA UCIOJIB3YeTCsl B OJaHKaxX MUCEM U
OJlaHKaX KOHKPETHBIX BUJOB JOKYMEHTOB M YKa3bIBA€TCSl MOJ MOJHBIM U COKpPAIlEHHBIM HAaWMEHOBaHUSMU
00pazoBaTeIbHON OpraHU3aItH.

HanmMeHnoBaHue NOMKHOCTH JIMIIa — aBTOpa TIOKyMEHTa MCIOJIb3yeTcsl B OJIaHKax JOJKHOCTHBIX JIUI U
pacmonaraeTcs 1mojJi HAUMEHOBAaHUEM 00pa30BaTEIbHON OpraHU3aIUH.

HanmeHnoBanue qOKHOCTH JTUIA — aBTOPA JOKYMEHTA yKa3bIBa€TCA B COOTBETCTBUU C HAMMEHOBaHHUEM,
MIPUBEACHHBIM B PACHIOPSAUTEIFHOM IOKYMEHTE O Ha3HAUYEHUU Ha JTOKHOCTb.

4.2.2. CnpaBoYHbIe TaHHBbIE 00 00pa30BaTEILHOI OPraHU3aNMU.

CrpaBouHble JaHHBIE 00 OpraHW3allMy YKAa3bIBAIOTCS B OJaHKAaX MHUCEM U BKIIOYAIOT: aJpec, HOMeEp
tenedoHa, pakc, agpec SIESKTPOHHOM MOYTHI, ceTeBoM azapec, a Takke OKIIO, OI'PH, MHH wu KIIII
OpTaHU3alHH.

4.2.3. HaumeHOBaHUE BHIA TOKYMEHTA.

HaumenoBanue BuAa JOKyMEHTa, COCTaBJICHHOTO OpraHu3alued, ITOKHO OBITh OIpeaeseHO
ycTaBoM (TIOJIOKEHUEM) U JTIOJDKHO COOTBETCTBOBATh HAMMEHOBAHUSM BHJIOB JIOKYMEHTOB, TPEIYCMOTPEHHBIM
OKVY/J: axt, cmpaBka, 3ammMcka, CBOJKa, OT3bIB, IMPOTOKON, CHOUCOK, W3BEUICHHE U  JIp.
PacniopsiagutenbHble JOKYMEHTBl  OpTaHM3allMM  M3JAI0TCA  CO  CIEAYIOIIMMM  Ha3BaHUSIMHU:  IIPHKAa3,
pacmopsiKeHue.

HammenoBaHnue BU1a M pa3HOBUHOCTH JJOKYMEHTA HE YKA3bIBACTCs B MUChMaXx.

4.2. 4. lata TOKyMeHTA.

Jlata nOKyMeHTa COOTBETCTBYET Jare MoanmucaHus (YTBEP)KICHHS) TOKYMEHTa WIH JaTre COOBITHSI,
3a)UKCUPOBAHHOTO B JOKyMeHTe: apabckumu 1udpamu, pasaeneHHbIMH Toukoi: 05.06.2021; crmoBecHO-
1 poBbIM criocoboM: 5 uroHs 2021 T.

B Tekcrax JOKYMCHTOB, COACpXKaIIUX CCBIJIKM Ha HOPMAaTUBHBIC IIPABOBBLIC aKTbl, U JOKYMCHTOB,



coJiep)KaluX cBeleHUsI PMHAHCOBOTO XapakTepa, MPUMEHSIETCS CJIOBECHO MU(GPOBOM Crocod yKazaHus aaT 6e3
MPOCTaBJICHUS HYJISA B 0003HAUEHUH JTHS MecAlla, €Clii OH COJEpXHUT oaHy uudpy: 3 anpens 2021 roaa.
Paspemaercs mpuMeHATH CII0BO «T'0/1» B COKPAIlEHHOM BapuaHTe «r»: 1 urona 2021 r.

4.2.5. 'pn¢ orpanuveHust 10CTyNa K JOKYMEHTY.

[IpocTaBisiercss B MpaBOM BEpXHEM YIJy M[EpBOrO JIMCTAa JOKyMEHTa (MpOeKTa JTOKYMEHTa,
CONPOBOJUTEIBHOIO MHCbMa K JOKYMEHTY) Ha TpaHHLE BEpXHEro MoJii NpU HAIMYMM B JOKYMEHTE
nH(POPMALIUH, TOCTYN K KOTOPOW OrpaHWYEH B COOTBETCTBUH C 3aKOHOJATENHCTBOM Poccuiickoii Denepanuu.
B cocraB pekBu3uTa BKJIIOYAETCA OrPAHUYMUTENbHAs Haamuch: «Jlas ciaykeOHOro moiab30BaHUY,
«Koupunennunansaoy, «IlepcoHanabHble JaHHBIEY) WIH JIP.

ITpumep -

IlepconasibHbIE TaHHbIE PA0OTHUKOB
k3. Ne 1
MyHununajibHoe 010/:keTHOe 001eo0pa3oBaTesibHOe yupe:kaeHue «llkosma Ne 3»
(MBOY IIkonaa Ne 3)
LleHTp 10MOJHUTEJIHLHOT0 00PA30BAHUA
MNPUKA3
Bce Buabl rpudoB orpaHudeHus AOCTyna K JIOKyMEHTaM 3aKpeIuisiioTcs B JIOKAJIbHBIX aKTax

O6pa30BaTeHLHOﬁ OpraHu3aluu.

4.2.6. PerncTpaniMmOHHbIH HOMEP TIOKYMEHTA.

Perucrpanmonnslii HomMep — uudpoBoe wuiaM OyKBeHHO-IHM(poBOe 0003HAUEHHE, NPHUCBAUBACMOE
TOKYMEHTY IIPH €T0 PErHCTPAIHH.

PCFI/ICTpaLII/IH AOKYMCHTA NPOBOJUTCS IMOCJIC CT0 MOANINCAHNA NI YTBCPIKACHUA.

JIns BHYTpEHHHMX IOKYMEHTOB — MPHKa30B, IPOTOKOJIOB — 3TO MOPSAKOBBII HOMEp B Mperernax
KaJeHJapHOro Trojaa/ y4eOHOro roja MO KakJOMy BUIY WM Pa3HOBUIHOCTH JOKYMEHTOB. B mpukazax
pEerucTpalOHHBIA HOMEP MOXKET JTOMOIHATHCS OYKBEHHBIM HHAEKCOM, 0003HAYAIOIIUM Pa3HOBU/IHOCTH.

JUis MICXOISIUX JJOKYMEHTOB PErUCTPAIMOHHBI HOMEP COCTOUT U3:

1) mopsimkoBOro HOMEpa B Ipeiesiax MacCuBa OTIPABIISIEMOI KOPPECTIOHACHITNY;

2) uHjeKca Jiena B COOTBETCTBUH ¢ HOMEHKIJIATypoi el 00pa30oBaTelbHOM OpraHu3aluu.

PerucrpanmonHblii HOMEp JOKYMEHTa, COCTaBICHHOI'O COBMECTHO IIByMsl M OoJjiee OpraHH3alHsIMU,
COCTOHMT M3 PETUCTPALIMOHHBIX HOMEPOB TOKYMEHTOB KaXXIOW M3 3TUX OpraHU3allMid, MPOCTaBIISIEMBIX depe3
KOCYIO 4epTy B IIOPAJIKE YKa3aHUs aBTOPOB B IOKYMEHTE.

4.2.7. CcblIKa HA PerHCTPALMOHHBII HOMeP M JaTy TI0KYMEHTA.

Ccblika Ha PErUCTPALMOHHBIN HOMEP U J1aTy AOKYMEHTa BKIIIOYAET B C€0sl perucTpallMOHHbIA HOMED U



JaTy JTOKyMEHTa, Ha KOTOPBIN JOJKEH ObITh 1aH OTBET.

Cchblika HA HOMEP U JIaTy JOKYMEHTA UCIONIb3yeTcsl Mpu O(hOPMIICHUU MHUCEM, SIBISIFOIIUXCS OTBETaMU
Ha TIOCTYIHUBIIEE MUCHMO (3ampoc, mpock0y u ap.). CBeneHHUs B PEKBU3UT IMEPEHOCSATCS C TMOCTYIMHUBIIETO
JOKYMEHTa U COOTBETCTBYIOT PETMCTPALIMOHHOMY HOMEPY U JIaT€ MOCTYIHUBILETO TOKYMEHTA.

OrpannauTenbHass OTMETKA 71l TAHHOTO PEKBU3UTA MPOCTABJISETCS B JICBOM YaCTH OJIaHKa MHUChMa TI0]T
PEKBU3HUTOM «J1aTa» U «PErUCTPALIMOHHBIN HOMEP JOKYMEHTA.

Hanuume nanHOrO peKBU3UTA UCKIIIOYAET HEOOXOAUMOCTh YIIOMHUHAHUS HOMEPA U JAThI MOCTYIHUBIIETO

AOKYMCHTA B TCKCTEC ITUCbMaA, YTO OCB060)KI[aeT TCKCT OT CHpElBO‘-IHOfI I/IHq)OpMaI_[I/II/I.

4.2.8. MecTo cocTaBJIeHUS] MJIU U3IAHUS IOKYMEHTA.
Mecro cocraBieHus (U3AaHMs) JOKYMEHTa YKa3bIBaeTCs B JJOKYMEHTaX, M3rOTaBIMBAEMBIX Ha OJIaHKaX

KOHKPCTHBIX BUI0OB NOKYMCHTOB.

4.2.9. Anpecar.

AnpecaraMu JOKyMEHTa MOTYT OBITh IOPUIMYECKHE JIMIA, HUX CTPYKTYpHBIE TIOApa3ieieHus u
JOJIKHOCTHBIE JIUIA, & TaKXkKe (PU3MUECKHUe JIHLA.

PexBU3HUT «aapecar» MPOCTaBISETCS B BEPXHEW MpaBOW YacTH JOKyMEHTa (Ha OJaHKE C YIJIOBBIM
pacrooKeHHUEeM PEKBU3UTOB) WM CIpaBa I0J] PEKBU3UTAaMM OsaHKa (IPU IPOJOJBHOM PAaCHOIOXKEHUU
pexBu3nuTOB Onanka). CTPOKM PEKBU3HTA «ajpecaT» BBIPABHUBAIOTCA IO JEBOMY Kpal WM LEHTPYIOTCA
OTHOCUTEJIBHO CAMOM JUTMHHOW CTPOKH.

Ecnu 1oKyMeHT azapecoBaH IOPMAMYECKOMY JHLY WIA €ro CTPYKTYpHOMY IOJpa3/eieHuio 0e3

YKa3zaHu OOJIDKHOCTHOIO JIMIA, UX HANMCHOBAHUA ITPUBOAATCA B UMCHUTCIIBHOM ITaACKE.

IIpumepsl

1. MuHuCTEPCTBO 00pa3oBaHus,
HAYKH M MOJIO/Ie:KU
Pecny0muku Kpbeim

2. MuHHCTEPCTBO 006pa3oBaHMus,

HayKu H MoJioexu Pecnnyoiuku Kpbim
ynpasJieHHe 0011ero oopa3oBaHus

ITouToBbIit aaApeC YKA3bIBACTCA IIPHU HAIPABJICHUHW JOKYMCHTA Pa30BbIM KOPPCCIIOHACHTAaM.
Ecmm JOKYMEHT aAp€COBaH PYKOBOAUTECII0 OPUAWNYCCKOro JHUIOa HWIKM €ro 3aMECTUTEIIIO,

HAaMMCHOBAHUC HOPUIUYCCKOrO JIMIa BXOAUT B COCTaB HAWUMCHOBAHUA [JOJDKHOCTHU aApecara, KOTOPOC



MIPUBOJUTCS B IaTEJIbHOM IaJIexKe.

ITpumep —

PykoBoauresio ®egepaibHOro

apXHBHOI0 AareHTCTBA

®amuiusa U.0.

Nuuuuansl craBaTcess mocide (aMHIMM HE3aBUCUMO OT TOTO, KOMY aJpecOBaH JOKYMEHT —
JOJDKHOCTHOMY JIMITY MITH (PH3HYECKOMY.

IIpu angpecoBaHuMM IHCbMa pPYKOBOIMTENIO CTPYKTYpPHOTO IOAPA3JEIECHHsS  yKa3blBacTcs B
MMEHUTEJILHOM MaJIe’Ke HaMMEHOBAaHUE OpraHU3al[iH, HIKE - B IaTEJIbHOM MaJIe)Ke HAaMMEHOBaHUE JOKHOCTH
PYKOBOAMTEIS, BKIIOYAIOIIEe HANMEHOBAHHUE CTPYKTYPHOTO MOApa3IeneH s, (PaMUIIIIO, HHUIHAIIBI.

[Tpumep-

MuHucTepcTBO 00pa3oBaHms,

HAyKHu 1 MoJioaexu Pecnnyoiuku Kpbim

HavaabHuKy ynpaBJjieHusi 0011ero oopasoBanusi

®amuausa U.0.

[Tepen dbamwimeit JOMKHOCTHOTO JIMIA JOIMYCKACTCS YIMOTPEONSTh COKpaIeHUue «r-Hy» (TOCIIOIUHY),
€CJIN aJipecaT MY)KUMHA, WIN «T-Xe» (TOCIOXKeE), €CIIU aJpecar KEHIIHUHA.

[Ipn pacceuike HOKyMEHTa TpyIlie OpraHU3aluil OJHOIO TUIIA WU B CTPYKTYPHBIE MOJpa3aeiacHUs
OJTHOM OpraHH3alliH, aJipecaT yKa3bIBaeTcss 0000IEHHO.

B ogHOM nmoxymMeHTe He JOMKHO OBITh O0JIee YeThIPEX aIpecaToB.

[Tpu GonblieM KOJIMYECTBE aPECcCaTOB COCTABIICTCS CIMCOK (JIMCT, yKa3aTelb) PacChUIKU JOKYMEHTa,
Ha KKJIOM JIOKYMEHTE YKa3bIBACTCS OJIUH afpecaT WiIH aapecatr ohopmisieTcs 00001eHHO.

B cocraB pekBusura «Anpecar» MOXKET BXOAUTH IIOYTOBBIM ajgpec. DJIEMEHTHI IIOYTOBOrO ajpeca
YKa3bIBalOTCA B ITOCIIEN0BATEIBHOCTH, YCTAHOBIEHHOM 1IpaBuiamu oka3zaHus yCiIyr IOYTOBOM CBSI3H.

ITpumep -

Bceepoccuiicknii HAYy4YHO- HCCIEA0BATEIbCKUI
HHCTUTYT JOKYMEHTOBEeHHUs M aPXUBHOIO Jiejia
IIpodcoro3nasn yi., 1. 82,Mocksa, 117393

B cnydae oTnpaBku JOKyMEHTa (PU3NYECKOMY JIMIYy YKa3bIBAOTCS: (haMUIIUs, MHULIMAIBI, TOYTOBBIN
aznpec: (ynuia, HOMEp JoMa U KBapTHPBI, HACEIIEHHBIN MyHKT, palloH, 001acTh (Kpaii, peciyOirKa), oYTOBbIH
HHJIEKC).

ITpumep -

®amuiausa U.0.

Canosas yi., 1. 5, kB. 12,

r. DHCK, JHCKOM 00.1., 301264



[Ipu oTmpaBke MUCHbMa IO JIEKTPOHHOM MOYTE WUIIU 10 (aKCUMIIIBHON CBsI3U (0€3 TOCBIIKH IO TOYTE)
MOYTOBBIA ajpec He ykasbiBaeTcs. [Ipu HEoOXOaMMOCTH MOXKET OBITh yKa3aH JJIEKTPOHHBIN ajpec (HOMeEp
tenedona/paxca).

ITpumep -

Bcepoccuniicknii Hay4YHo-
HCCIe10BATEILCKH A HHCTUTYT
JAOKYMEHTOBE/CHUS] H APXUBHOI'O

neaamail@vniidad.ru

4.2.10. I'pud yTBepxKIeHUS JOKYMEHTA.

I'pud yTBEep)IACHUS MPOCTABIACTCS HAa JOKYMEHTE B CIIy4ae €ro yYTBEPXKICHUS OJKHOCTHBIM JIUIIOM,
pacnopsIUTENbHBIM TOKYMEHTOM (TIPUKA30M, PACIIOPSKEHUEM, PELICHUEM).

I'pud yrBepxkAcHUS pa3MeliaeTcs B IMPAaBOM BEPXHEM YINIy IEpPBOro Jjucta AokymMeHTa. CTpoKH
PEKBU3UTA BHIPABHUBAIOTCS I10 JIEBOMY KPalo WU LEHTPYIOTCSI OTHOCUTEIBHO CaMOW JUTMHHOW CTPOKHU.

[Ipu yTBepXIE€HUM JOKYMEHTA JOJDKHOCTHBIM JIMIIOM TpHU(} YTBEPKICHUS COCTOMT W3 CJIOBa
YTBEPXJAK, HauMeHOBaHUS JOMKHOCTH JIUIA, YTBEPXKAAIOMIETO JTOKYMEHT, €ro MOANHUCH, WHUIMAJIOB,
(haMuUITUU ¥ JaThl YTBEPIKICHUS.

ITpumep -

YTBEPXKJIAIO
Jupextop MBOY COLI Ne 3
IMoanucey U.0. ®amuaus

JlaTa

[Ipu yTBEepKJIeHMH TOKYMEHTa pacropsIUTeIbHBIM JOKYMEHTOM I'pu( YTBEPXKJICHHUSI COCTOUT U3 CIIOBA
YTBEPXIEH (YTBEPXIEHA, YTBEPXJEHBI niin YTBEPXIEHO), cornacoBaHHOro ¢ HAUMEHOBAaHUEM
BUJIA, YTBEP)KJAEMOr0 JIOKYMEHTa, HAMMEHOBAHHs PACHOpPsAIUTEIbHOIO JOKYMEHTA B TBOPUTEIBHOM MaJEKe,

€ro 1aTbl, HOMEpa.

[Tpumepsr

(ITopsimok) YTBEPXJIEH
1. npuxkazom MBOY COIII Ne 3
S anmpeus 2021 r. Ne 82
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2.
YTBEPX/IAEHbI

3. (ITonoxenue)

(ITpaBuna)

npukazom MBOY COI Ne 3
15.06. 2021 r. Ne 83

YTBEPXJIEHO
npukazom MBOY COI Ne 3
15.06. 2021 r. Ne 83

[Tpu npusATHN (PAaCCMOTPEHUM) JOKYMEHTA KOJIJIETHAIbHBIM OpraHoM 00pa30BaTebHON OpraHM3aluy,

pelIeHns KOTOPOro (GUKCUPYIOTCS B MPOTOKOJIE, B IpUe MPUHATO (PACCMOTPEHO) YKA3bIBAETCSI HAMMEHOBAHUE

OpraHa, pCuICHUEM KOTOPOI'O MPUHAT JOKYMCHT, JdaTa U HOMEP IIPOTOKOJIa (B CKO6KaX).

YTBCPKAAOMIETO JOKYMCHTAa B TBOPUTCIIBHOM IMAJICKE, €0 AaTbl, HOMEpPA.

ITpumepsl
3.
INPUHAT

4,
INPUHATDBI

3. (ITonoxenue)

4.2.11. 3ar0/I0BOK K TEKCTY.

(ITopsimox)

neaarort4yeCKuM COBeTomM

(mpoToxo.a ot 15.08.2021 Ne 12)

(ITpaBuna)

YupasiasiloimumM COBETOM

(mpoToxo. ot 15.06.2021 Ne 8)

NPUHATO
001mKuM codpaHueM padOTHUKOB
o0pa3oBaTe/IbHOM OpPraHu3auNu

(mporokou 15.06.2021 r. Ne 83)

3arosoBOK K TEKCTY BKIIIOUAET B ceOsl KpaTKOe COJAep)KaHHE JOKYMEHTA, €r0 OCHOBHYIO CMBICIOBYIO
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Harpysky. 3arojoBok ¢popmynupyercs ¢ npemaioroM «O» («O06») 1 oTBeYaeT Ha BOMPOC «O 4eM ?»:
e mpukas (0 ueM?) 0 CO3JaHUU aTTECTAMOHHOW KOMHCCHUHY;
e 1mpuka3 (0 uem?) 00 yTBEp K/IEHUU IITaTHOIO PACHUCAHUS;
e THCHMO (0 YeM?) O MpeoCTaBICHUN HH(POPMALIUH.
3aroJ0BOK COCTaBJISIET MCIIONHUTENh JOKYMEHTA. 3arojIoBOK K TEKCTY OQOPMIISETCS MO PEKBU3UTAMU
OnaHKa cieBa, OT I'paHUIIbl JIEBOro Noisi. Ecau TeKeT TOKyMeHTa He MPEBBIAET YEThIPEX-MSTH CTPOK WU
oopmiteH Ha Oanke ¢popmaTa AS, 3aTOJIOBOK MOKHO HE YKa3hIBATh.
3aroj0BOK JOKYMEHTa 3alMCHIBACTCS IPU €ro PerucTpaluyd B COOTBETCTBYIOIIME PErMCTPAllMOHHBIE

(bOopMBI: KapTOUKy, 0a3y JaHHBIX.

4.2.12. TekeT AOKYMEHTA.

TekcT JOKYMEHTa COCTaBISIETCS Ha PYCCKOM SI3bIKE KaK TOCYTAapCTBEHHOM si3bike Poccuiickoit
@enepanun. TekcT AOKYMEHTa H3JIAraeTcsi PYCCKUM JIMTEPATYPHBIM SI3BIKOM C YYETOM OCOOEHHOCTEH
ouIUaNBbHO-IETIOBOrO  CTWJIS, BHJA  JIOKYMEHTa W €ro  Ha3Ha4eHUss B YIPaBICHYECKOH
nearenbHocTH. CofepikaHue TOKyMEHTa JOJDKHO OBITh M3JI0KEHO KPaTKo, IOTHYHO, TOYHO H SCHO.

TekcThl TOKYMEHTOB M3JIararoTCs:

- OoT 1-ro nuIa eIMHCTBEHHOrO YMClIa B JOKYMEHTax (MpHKa3, PacmopsHDKEHUE U T. A.) PYKOBOIUTENS
o0pa3zoBaTebHON OpraHU3alllK, JCHCTBYIONIETO HAa MPHUHIMIAX CIMHOHAYANMS, a TakXKe JIOKYMEHTaXx,
a/IpeCOBaHHBIX PYKOBOJCTBY OpPraHM3ALMU: MPUKA3BIBAIO... MOATOTOBUTh U IPEJICTABUTH HAa PacCMOTPEHUE;
poIry paccMoTpeTh
BOINPOC 00 YCTaHOBJIEHUH JIBIOTHBIX TapU(QOB...;

- 3-ro JmMma eIMHCTBEHHOI'O YHCIAa B JIOKYMEHTaX KOJUIETHAIBHBIX OpPTaHOB: KOMHCCHS PEIIuia...;
OpraHu3alys He CYUTAET BO3MOXKHBIM...;

- 1-ro nWIIa MHOXKECTBEHHOTO YHCJIa B COBMECTHBIX JOKYMEHTaX: MPOCHM TPEACTAaBUTh TAHHBIE O...;
MpeJCTaBIsieM Ha paCCMOTPEHHUE U YTBEPKICHHUE...;

- 3-T0 JIMI1a MHO>KECTBEHHOT' O YKCIIa B IIPOTOKOJIAX: CITYIIANN, BBICTYITHIIN, TOCTAHOBUIIH, PEIIHIIH.

B 1okyMeHTax, YCTaHAaBIWBAIOIIMX TpaBa U OOS3aHHOCTH OpTaHU3allMM, €€ CTPYKTYPHBIX
nojpa3ieNieHuil (MoI0KEeHNe, UHCTPYKIHKA), a TaKXKe COJEep)KAIlMX OIMUCAHUE, OIECHKY (DaKTOB MIIM BBIBOJBI
(akt, cmpaBka), HUCHONB3YyeTCsl (opMa H3JIOKEHUS TEKCTa OT TPEThEro JIMIa EJUHCTBEHHOTO WU
MHOKECTBEHHOT'0 4Hcla («OTHeNl OCYHIECTBISIET (PYHKIUU», «B COCTaB OOBEIMHEHHS BXOIATY», «KOMHCCHUS
YCTaHOBHIIAY).

B Tekcre MOKyMeHTa, IOATOTOBJICHHOTO HA OCHOBAaHUHM 3aKOHOAATENbHBIX, HWHBIX HOPMATHUBHBIX
MIPABOBBIX AKTOB, M3/IaHHBIX OPraHAMH BJIACTH U YIIPABJICHUS, TOKYMEHTOB, paHee U3JaHHBIX OPIaHOM BJIACTH
— aBTOPOM JIOKyMEHTa, yKa3bIBaeTCs HAMMEHOBAHHME BHJA JOKYMEHTAa, HAaMMEHOBAHUE OpraHa, W3JaBIIETO

JOKYMCHT, JaTa NPUHATHUA UIIN YTBEPKIACHUA JOKYMCHTA, €ro peFI/ICTpaHI/IOHHHﬁ HOMEP, a TAKXKE 3aroJIOBOK K
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TEKCTYy WM HAaUMEHOBaHHE BHU/Ia JOKYMEHTA.

IIpumepsl

B coorBercTBHM ¢ mocraHoBiaeHueM IIpaBurtenscrBa ot 13.08.1997 Ne 1009 «O0 yrBep:xkIeHUH
IIpaBuWJI NOATOTOBKM HOPMATHBHBIX MPABOBBIX aAKTOB (e/iepalbHbIX OPraHOB HCIOJIHUTE]bHON BJIACTH
U UX FOCY/IapCTBEHHOM pPerucTpanumn»;

B coorBercTBUM ¢ I1o/102K€HHEM O MOCTOSTHHO AEHCTBYIOLIEH YKCIIEPTHONH KOMHCCHH YUYPeKICHHS,
OpraHM3anuu, NpeANnpusiTUs, yTBep:KIeHHbIM npuka3zom PocapxuBa ot 19.01.1995 Ne 2...».

Ecin TekcT cOmepKUT HECKOJIBKO MOPYYEHHH, PEIIECHUH, BBIBOJOB, B TEKCTE BBIAEISAIOTCSA Pa3zcibl,
MOJIpa3esbl, MYHKThI, TOJIYHKTHI.

B Tekcr jokyMeHTa MOT'YT BKIIIOYaThCsl PparMeHThl, 0hOpMIICHHBIC B BUJIE TAOIUIIBI HIIK AaHKETHI.
CTpaHuUIBI TEKCTA HYMEPYIOTCS apaOCKUMHU [T paMy TIOCEPEANHE BEPXHETO TTOJS.
B nuceMax ucnone3yrot cienyomue GopMbl U3IT0KEHUS:
e OT IEPBOrO JIMIAa MHOXECTBEHHOI'O 4Mcia («IPOCHUM HANpaBUTH», «HAMpaBIsSeM Ha
paccMOTpeHue»);
e TIEPBOIO JIHUIA €AMHCTBEHHOT O YKCIIa («CUUTAI0 HEOOXOIUMBIMY, «IIPOLIY BBIJICTUTHY);
e TpeThero juna eauHcTBEHHOTO uncia («OO He BozpaxaeT», «OO cuuTaeT BO3SMOXKHBIMY).

4.2.13. OT™MeTKA 0 NPUJIOKEHUH.

OTMmeTKa 0 IPUIIOKEHUU COAEPXKUT CBEICHUS O IOKYMEHTE (JIOKyMEHTax), MpUjiaraeMoM K OCHOBHOMY
JOKYMEHTY (B CONpPOBOAMTENBHBIX MHCbMaxX, MPETEH3UAX, aKTax, CHpaBKax M JAPYruxX HHPOPMALHUOHHO-
CIPAaBOYHBIX JTOKYMEHTaxX) MJIM O TOM, YTO JIOKYMEHT SIBJIIETCS MPHJIOKEHHEM K OCHOBHOMY JOKYMEHTY
(B IOKyMEHTax - MPUJIOKEHUSIX K PaCIOPSIUTEIbHBIM JOKYMEHTaM, MOJOXKEHHUSIM, MIPaBUIaM, HHCTPYKLIUSM,
JIOrOBOpaM, IUTaHaM, OTYETaM U JIp. JOKYMEHTaM).

B conpoBoauTenbHBIX MHCbMax M APYrUX HMH(OPMAIMOHHO-CHPAaBOYHBIX JOKYMEHTaX OTMETKa O
MPHIOKEHUU 0(hOpMIISETCS TIOJ TEKCTOM OT I'PaHUIIbI JIEBOT'O MOJIS CIEAYIOIIMM 00pazoM:

- €CJIM NIPUJIOKEHHUE HA3BAHO B TEKCTE:

[Ipunoxenue: Ha 2 11. B 1 3K3.;

- €ClIi IPWIOKEHHE HE Ha3BaHO B TEKCTE€ WM €CIM IPHIOKEHUN HECKOJIBKO, YKa3bIBaIOT
Ha3BaHMsI IOKYMEHTOB-TPUJIOKEHHH, KOJTMUECTBO JIMCTOB U AK3EMILISIPOB KaXKIOT0 MPHIIOKEHHUS :

IIpunoxenue: 1. ITonoxxenue (Ha3BaHue) Ha 5 1. B 1 3K3.

2. CnpaBka 0 KaIpOBOM COCTaBe Ha 2 JI. B 1 3K3.;

- €CIIM MPUJIOKEHUEM SIBIISCTCS 000COOJICHHBIH AIICKTPOHHBIA HOCUTENb (KOMIIAKT- TUCK, USh-duem
HaKOIUTENb U JIp.):

- [Ipunoxenue:

CD B 1 7k3.

- €CJIM TIpUJIo’KeHUe (TTPUIIOKEHUST) COPOIITFOPOBAHBI:
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[Tpunoxenue:

otuet o pabore PUII B 2 3k3.

B pacniopsimuTensHBIX JOKYMEHTaX (MpHKa3ax, pacopsuKEHHIX), JOrOBOpax, MOJIOKEHUIX, MPaBHIIax,
MHCTPYKLHUSAX U APYTHX JOKYMEHTaX OTMETKA O MPUIIOKEHUH 0(OPMIISETCS CIIETYIOIUM 00pa3oM:

- B TEKCTE IOKYMEHTa MPH MEPBOM YIIOMHHAHHU JOKYMEHTA-TIPUIIOKEHUS B CKOOKaX YKa3bIBACTCH: ...
(mpuiiokeHue) wiy ... (mpuiiokeHue 1); mepea HOMEpPOM MPUIIOKEHUS JTOIYCKAeTCsl CTaBUTh 3HaK HOMEpA: ...
(npunoxenue Ne 2);

- Ha TMIEPBOM JIUCTE JOKYMEHTA-IIPUIOKEHHUS B IPABOM BEPXHEM YIIIy YKa3bIBaeTCS:

IIpuioxenne Ne 2
k npukazy MBOY COLI Ne 3
ot 15.08.2021 Ne 112.

CTpoku peKkBH3UTA BBIPABHUBAIOTCA [0 JIEBOMY Kpal0 WM IEHTPUPYIOTCS OTHOCHTENHHO CaMOi
JUIMHHOW CTPOKH.

Ecnu nmpunokeHueM K pacropsIuTeIbHOMY JOKYMEHTY SIBJISICTCSI HOPMATHBHBIM MPAaBOBOW aKT HIIU
WHOW JTIOKYMEHT, YTBEpPXJAaeMbIii TaHHBIM PACIOPSAIUTEIbHBIM JOKYMEHTOM, Ha TIEPBOM JIHCTE MPHIIOKEHHS
MPOCTABIIIETCS] OTMETKA O MPUJIOKEHUHU (0€3 CCBUIKU Ha PacloOpsIUTENbHBIN JOKYMEHT) U TpU( yTBEpKICHUS,

B KOTOPOM YKa3blBalOTCs JaHHBIE PpACIOPSAAUTENBHOIO JOKYMEHTA, KOTOPBIM YTBEPXKACH JOKYMEHT-

IIPUIIOKEHHUE.
ITpumep -
IIpuioxenue 1
YTBEPXIEHO
npuka3 MBOY COMLI Ne 3 or 18.05.2021
Ne 67

4.2.14. T'pud cornacoBaHus JOKYMEHTA.

ITpoeKTsl MOArOTOBICHHBIX JOKYMEHTOB Iepes MOANHUCAHHEM B psijie CIy4aeB COIJIAaCOBBIBAIOTCS C
3aUHTCPCCOBAHHBIMU  YUPCIKACHUAMU, CTPYKTYPHBIMHU MMOAPA3ACICHUAMU, OTACIbHBIMHU JOJLDKHOCTHBIMU
JUIIAMHU.

I'pud cornmacoBaHust B 3aBUCHMOCTH OT BHJA JOKYMEHTa M OCOOCHHOCTEH ero o(OpMIICHUS MOXKET
IIPOCTABIIATHCSA:

- Ha NEpBOM JIMCTC HOKYMCHTA (CCJII/I JOKYMCHT HMCCT THTy.HBHbIﬁ JIUCT, - Ha TUTYJIBbHOM JII/ICTC) B

JIEBOM BEpXHEM YIIIy Ha ypoBHE rpuda yTBepKIeHUS WU 110J] HANMEHOBAHHUEM JOKYMEHTa OJIMKe K HUKHEMY
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TIOJTIO);

- Ha MOCJIEHEM JIUCTE TOKYMEHTA O] TEKCTOM;

- Ha JIUCTE COIVIACOBAHUS, SIBJIAIOLIEMCS HEOThEMIIEMOM YacThIO JJOKYMEHTA.

I'pud cormacoBanust qokymenrta cocrout u3 cioa COI'JTACOBAHO, nomxHOCTH JMIA, C KOTOPBIM
COIJIacOBaH [JOKYMEHT (BKJIIOYas HaMMEHOBAHHE OpraHM3alllM), €ro COOCTBEHHOPYYHOM MOJINUCH,
pacipoBKH MOAMUCH (MHUIMATIOB, (aMUIIUH) U 1aThl COrJIaCOBAHMUSL.

IIpumep -

COI'JTIACOBAHO

JAupexTop (Ha3BaHUe OPraHU3ALMH)

(moanuce) U.0. ®amunust

Jlara

Ecnu cornmacoBanue OCyIecTBISETCS KOJUIETHAIBHBIM OpraHOM, B TpHude COrjlaCoBaHUS YKa3bIBAIOT
CBelieHUsT 00 opraHe, COTrjlacoBaBIIEM JOKYMEHT, JaT€ MU HOMEpE IPOTOKOJAa, B KOTOPOM 3a(UKCHPOBAHO
pelieHue o corjacoBaHuu. Ecnu coriacoBaHWE OCYIIECTBIISIETCS MUCHBMOM, YKa3bIBalOT BUJI JOKYMEHTAa,
OpraHM3alMIO - aBTOPa JJOKYMEHTA, 1aTy U HOMEp MHUChMA.

IIpumepsl

1 COI'TACOBAHO
YupasisiloluM coBeTOM
MBOY COLI Ne3
(mporoxkosmor___ Ne_ )
2 COI'JTACOBAHO
nucbMoM PocapxuBa

oT Ne

4.2.15. Bu3a corjiacoBaHusl IOKYMeHTA.
Bussl cornmacoBanusi JOKYMEHTa — PEKBU3HUT JIOKYMEHTA, YKAa3bIBAIOIIMIA HA COTJIaCHe WM HECOTJacue
JOJKHOCTHOT'O JTMIIA 00pa30oBaTeNIbHON OPraHU3alliy C COJICPYKAHUEM IPOCKTA JIOKYMEHTA (J1ajiee — BH3a).

Ipumep

3aMecTHTeIb TUPEKTOPA MO BOCIIMTATEILHOM padoTe
JInyHas moanuch HN.N. UBaHOBa

10.10.2023
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OdopmieHHass TakuM 00pa3oM BH3a O3HAYaeT COrJIacHe JODKHOCTHOTO JIMIA C COJACpKaHUEM

nokymenTa. [Ipy Hanuuuu 3aMed4aHuil Mo JOKyMEHTY BU3Y OQOPMIISIOT CIEIYIOUIMM 00pa3oM:

3amMeyaHus NPHIATAIOTCSA

3amecTUTEIb IMPEKTOPA M0 BOCHUTATEJIbHOM

pabote
JInunas moanucoh N.N. UBanoBa

10.10.2023

JIOKyMEHT BU3MPYETCs MCIOJHUTEIEM U 3aMHTEPECOBAHHBIMU B JIOKYMEHTE JODKHOCTHBIMU JIMIIAMU,
pyKoOBOHUTETIEM 00pa30BaTEIbHON OpraHU3aLUu.

3aMedaHus JOJIKHBI ObITh MPEICTABICHBI HA OTIEIBHOM JIMCTE, KOTOPBIA MOJMMUCHIBAIOT, JATUPYIOT U
IIpWIAratoT K JJIOKyMEHTY.

B nokymeHTax, MOJUIMHHUKU KOTOPBIX XPaHATCS B OpPraHM3allMM, BU3bl MPOCTABIIAIOT HA MOCIEIHEM
JUCTE JIOKYMEHTa IOJ MONHUCHI0, Ha 000pOTe IMOCIEJHEro JIMCTa MOJMHHHMKA JOKYMEHTa WM Ha JIUCTE
COrJIacoBaHUsl  (BU3MPOBAHUS), IPUIIAra€MOM K JIOKYMEHTY.

B ucxopsamux JAOKYMCHTAaX BU3bI IIPOCTABJIAOTCA HA SK3CMILIAPAX JOKYMCHTOB, IIOMCIIACMBIX B ACIIO.

4.2.16. lloanuce.

JIOKHOCTHBIE JIMIIA TOJMUCHIBAIOT JOKYMEHTBI B MpEeNiaXx CBOUX IOJIHOMOYHUH, OIpeneIeHHBIX
YcraBom 0011e00pa3zoBaTenbHON OpraHu3alyi U JOHKHOCTHBIMUA HHCTPYKLIUSMHU.

[Tonmuce cocToUT M3 HAUMEHOBAHHUA JOJKHOCTH JIMIA, KOTOPOE MOJNUCHIBAET JOKYMEHT (IIOJHOIO —
€clI JIOKYMEHT HareuyaTaH He Ha OJaHKe, COKpAIleHHOr0 — Ha JOKYMEHTE, HalleyaTaHHOM Ha OJlaHKe), ero
COOCTBEHHOPYYHOM MOANMCH, MHUITHATIOB (MHHUILIMAI UMEHH ), (haMIIInH.

[Tpumepsl

He Ha 0JIaHKe:

Mupexkrop MBOY JInunas moanucr  H.0. ®amunus
Ha 0JaHKe
Jupexkrop MBOY Jlnynas mogmuce  HM.O. @amuinus

[Ipu odopmienun nokyMeHTa Ha OJIaHKE JIOJDKHOCTHOTO JIMIA JIOJDKHOCTh 3TOTO JIMIA B MOJIUCH HE

YKa3bIBaACTCH.
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IIpumep Jluynas nogmucs  U.0. ®amuniius

B AOKYMCHTaX, COCTAaBJICHHBIX KOMHCCHCﬁ, B IIOATIMCH YKA3bIBACTCA CTATYC JIMIId B COCTAaBC KOMUCCHUH.

[Tpumep -

IMoagnuces HN.0. ®amuiana
IIpencenarenb KoMuUCCHH Moanuck

Moxmuced HN.0. ®amuaus
YjieHbl KOMUCCHH W.O. ®amuins

B CJIyda€ OTCYTCTBH PYKOBOAUTCIIA MIPHUKA30M OIPCACIACTCA JIMIO, UCITOJIHAIOMICC €TO 065138.HHOCTI/I, a
TAaKXKC YIOJHOMOYCHHOC IOAINMCBIBATE JOKYMCHTEHI, IIPW 3TOM IIOANNCH O(l)OpMJ'ISIGTCfI C YKa3zaHHEM CTarycCa

JO>KHOCTHOT'O JIMIIA B COOTBETCTBUU C MPUKA30M (PACIOPSIKEHUEM).
ITpumep -
H.o. nmpekTopa Hoanmuceh N.0. ®amuaus
WIN:
HUcnonnsomuii 00si3anHocTu qupexkropa I[oanucs N.0. ®amuiaus

IIpn moanvcaHMKM JOKYMEHTA JUIOM, MMEIOLIMM IPaBO MOANKMCH B CIIyd4ae BPEMEHHOI'O OTCYTCTBMS
PYKOBOIUTEIISI, UCTIPABIICHHUS B HANMEHOBAHUE JOJDKHOCTH U pacin(PpoBKY (haMHIIUH YK€ TTOJATOTOBICHHOTO U

COrjIaCoOBaHHOI'O IIPOCKTa JOKYMEHTA BHOCATCA OT PYKH WJIN C UCIIOJIB30BaAHNEM COOTBETCTBYOIIHMX HITAMIIOB.

He JAOIYCKACTCA CTABUTH KOCYH YEpPTy, HAAIHNCh «3a» NP HAUMCHOBAHUCM HNOJDKHOCTHU JIMIA B

moArnucH, €CJIM JOKYMCHT IMOAINMUCBIBACT MHOC JOJKHOCTHOC JIMIIO.

4.2.17. DlIeKTPOHHAS MOANHUCH.
OTtmeTka 00 3JEKTPOHHOM MOJIMUCH HCIONB3YEeTCs HPU BHU3YAIM3ALUU 3JIEKTPOHHOI'O JTOKYMEHTAa,
TIOAMKMCAHHOTO YJIEKTPOHHOM MOAMUCHIO, C COOJIIOICHUEM TPEOOBAHUA:
a) MECTO pa3MEIIeHUs OTMETKM 00 »3JIEKTPOHHOM MOAMUCH JOJKHBI COOTBETCTBOBATb MECTY
pa3MenieHnst COOCTBEHHOPYYHOW MOIHCH B aHAJIOTMYHOM JIOKYMEHTE Ha OYMa)kKHOM HOCHUTEIIE;
0) nyIeMeHThl OTMETKH 00 3JIEKTPOHHOH MOANMHUCH JOKHBI OBITh BUIUMBIMA M YHUTAEMBIMH IPHU
O0TOOpaXEeHUU JOKYMEHTA B HaTypaJlbHOM pa3Mepe;

B) 3JIEMEHTHI OTMETKHU 00 BJIGKTpOHHOﬁ MMOAINUNCHU HEC NOJIKHBI IICPECKPBIBATHCA WJIK HAKIIAABIBATBCS APYT

Ha JIpyTa;
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I) DJIEMEHTbl OTMETKM 00 3JIEKTPOHHOW IIOANKCH HE JOJDKHBI IEPEKPbIBaTh 3JIEMEHTHI TEKCTa
JOKYMEHTA U JPYTrue OTMETKU 00 3JIEKTPOHHOM MOANUCH (ITpH HATMYHN).

OtmeTka 00 DSJEKTPOHHOW MOANKCH U BKIOYaeT ¢pa3dy «JlOKyMEHT MOAMHCAH 3JIEKTPOHHOU
MOJMKCHIO», HOMEp CepTU(HUKATa KI0Ya 3JICKTPOHHOW MOANMUCH, (paMMiIMIO, WMMS, OTYECTBO BIaJeNblLa

cepruduKkara, CpoK ACUCTBUS cepTU(UKATA KITFOYA JICKTPOHHOMN TOIMUCH.

ITpumep
JInpexTop JOKYMEHT NOAIINCAH A.E. UBaHoOB
3JIEKTPOHHOHM MOJINWCHIO
Cepruduxart lalllaaallllll
Baanenen UBanoB Ausekceii bopucoBuu
JeiicrBurenex ¢ 01.01.2017 no 01.01.2022
IleuyaTn.

OTTuCK TmeyaTu 3aBepseT MOMJUHHOCTh TMOJNHUCH JOJMKHOCTHOI'O JIMIA Ha JIOKYMEHTax,
YAOCTOBEPSIOIMNUX TpaBa Jull, PUKCUpyOMmKX (akThl, CBA3aHHBIC C (PMHAHCOBBIMHU CPEJACTBAMH, a TaKXKE Ha
JOKYMEHTAaX, IPEAOCTABISEMbIX 3a MPEAENbl OPraHU3alui U MPEAYyCMATPUBAOIINX 3aBEPEHNUE TOMJIMHH OCTH

noanucu. BHyrpenHue JoOKyMeHThI (IpUKa3bl, IPOTOKOJBI U T.J.) EYaThIO HE 3aBEPSIFOTCS.

Ileuats IMPOCTABJIAACTCA, HC 3aXBaThIBas CO6CTBCHHOpy‘IHOﬁ IMOAIIMCH JIUIa, IOANMNCABIIECTO JOKYMCHT,

WM B Mecte, o0o3HaueHHOM «MID» («MecTo medatuny).

4.2.18. OT™MeTKa 00 HCIOJHUTEJIE.

OTtMmeTKa 00 MCIIOHHUTENIC BKIIFOYAET B ce0s (haMUIIHIO, MM, OTYECTBO MCITOJIHUTEINS IOKYMEHTa, HOMEP
ero tenedoHa.

OTtMmeTka 00 WCIOJHHUTEIC MOXKET JIOMONHATHCS HAUMEHOBAHHWEM JIOJDKHOCTH, CTPYKTYPHOTO
Hosza3,ueneHH;1 158 BHCKTpOHHBIM a;[pe(:OM HUCIIOJIHUTCIIA.

OtmeTka 00 ucnomHUTENe O(GOpMIIIeTCSs Ha JIMIICBOM CTOPOHE IOCJIEIHEro JIMCTa JOKYMEHTa OT

I'PaHUIIBI JIEBOT'O TOJISI WJIH, IPU OTCYTCTBHH MECTa, - Ha 0OOPOTHOM CTOPOHE BHU3Y CIIEBA.
ITpumep -

3a0enun UBan AHapeeBuy,

KonTtpoJsbHOe ynpaBiienne, BeAymiuii ClielHaJncT,

+7(978) 924-45-67, Zabelin@qgov.ru
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OtMmeTKa 00 HUCIIOJIHUTEIEC MOXKET O(I)OpMJ'IHTLC}I KaK HIKHUN KOJIOHTUTYJI U TI€UaTaThbCA HlpI/I(I)TOM

MEHBIIIET0 pa3Mepa.

4.2.18 OT™MeTKa 0 3aBepeHHH KOMUU.

MBOVY «Cpennsas o6meoOpa3oBarenbHas mikoiga Ne3 ¢ KpBIMCKOTATapCKUM  SI3BIKOM  OOy4YEHUS»
ropoackoro okpyra Cymak MOeT 3aBepsThb KOIMHUU TOJIBKO T€X JOKYMEHTOB, KOTOpPbIE CO3JAr0TCs B HEil, a
TaKke B CllydasX, HOpPEIyCMOTPEHHBIX B al3ale BTOpPOM Hacrosulero mnyHkTa. Komus mokymeHTa
W3rOTaBJIMBAETCS U BBIIAETCS TOJBKO C Pa3pelICHUs PYKOBOJIUTENS OpraHU3allid, €ro 3aMeCcTUTENeH WM
PYKOBOJIHUTENS CTPYKTYPHOT'O TIOJPa3 IeIICHUsI.

B ciyqae moAroToBKku JOKYMEHTOB JUIS TIPEAOCTABICHHS CyAeOHBIM OpraHaM, IPH PEIIeHUH BOIPOCOB
10 MPUHATHIO JIMII HAa paboTy, 00yueHHe, yI0CTOBEPEHHs UX TPYIOBBIX U JPYTUX MpaB BO B3aMMOOTHOILIEHUAX
C YUPEKJICHHUEM, a Takke Mpu GOPMHUPOBAHUH JIMYHBIX JeNT PaOOTHUKOB oOIIeoOpa3oBaTebHas OpraHU3aIus
MOKET H3TOTaBIIMBATh KOMHM JOKYMEHTOB, BBIAAHHBIX JAPYTUMH YUPESKICHUSMHU (KOMHH JOKYMEHTOB 00
00pa30BaHMH H JIp.).

[Ipu BbIIaye KOMUM JAOKYMEHT BOCHPOM3BOIUTCS MOJHOCTHIO (OJaHK 0Opa3oBaTENbHON OpraHU3allNH,
HOMED, J1aTa, COJEPKaHUE U T. 11.).

B nmpaBom BepxHeMm yriy konuu numiercs cioBo «Komusy». [Ipu Beiaue KOMUU ¢ KOMMUU CIeAyeT MUCaTh
«Konus ¢ konumy».

Ecniu xomust [uisi  BHYTPEHHErOo  TMOJb30BaHUS, TO JUISI  3aBEpeHUsT HIDKE  PEKBU3HTA
«[Tonmuce» MPOCTaBISIFOT 3aBEPUTENBbHYIO HAAMUCh: «BepHO»; ITODKHOCTH JHIA, 3aBEPSIOUIETO KOIHIO;
JUYHYIO TOJIUCH; pacIu(GpOBKY MOAMUCH (MHULIHAIBI, (PaMHIINIO); JaTy 3aBEPEHHUSI.

ITpumep -
Bepno
JenonpousBoaurtens/Cnennanuct o Kaapam
JInyHas NoANUCH B.B. UBanoBa

10.10.2023

Ecnu xonms BBLAACTCA JIA NPCACTABJICHUA B APYIr'yHO OpraHu3aluio, TO OTMETKa O 3aBEPCHHU KOIIUH
AOIOJHACTCA HAANIUCBIO O MECTC XpAaHCHUA NJOKYMCHTA, C KOTOPOIro ObllTa M3rOTOBJICHA KOIIus, U 3aBCPACTCA

me4yaTblo OpraHu3alnuu.

pumep -

Hopmmunauk nroxkymenTa Haxoaurest B MBOY Illkosa Ne 3 B gesie Ne 12-k 3a 2022 rop.
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I[.HSI MMPOCTABJICHUA OTMCTKH O 3aBECPCHUHN KOIINU MOKCT UCIIOJIB30BATHCA HITAMII.

4.2.19. OT™MeTKAa 0 NOCTYIVIEHHH I0KYMEHTA.

OTMeTKa O MOCTYIINICHUH OOKYMCHTA CIYXUT IJId IMOATBCPKACHHA (1)aI<Ta IMOCTYIUICHUA JOKYMCHTA B
OpraHu3alMi0 W BKJIIOYAeT JaTy IMOCTYIUIEHUS W BXOISLIMHA pPErucTpallMOHHBIH HOMep JokyMmeHTa. [Ipum
HeO6XOI[I/IMOCTI/I OTMCTKa O MOCTYINNICHUU MOXCET AOIOJHATHCA YKa3aHHUEM BPCMCHU IMOCTYIUJICHUSA B Yacax U
MHUHYTax M croco0a JOCTaBKH JIOKYMEHTA.

OtMmeTKa 0 IMOCTYIUICHUN JOKYMCHTA MOKCT IMMPOCTABIATHECA C IOMOIIBIO ITaAMIIA.

4.2.20. Pe3onronus.

Pesomrorus comepkuT ykasaHue 1Mo UCIIOTHCHHIO JOKyMeHTa. Pe3omonust ohopmiiseTcss Ha CBOOOIHOM
MecTe paboyero mois JOKYMEHTa, Ha OJaHKe pE30JIONUU HJIM BHOCHTCS HEMOCPEACTBEHHO B CHUCTEMY
3NIEKTPOHHOTO JOKYMEHTO00O0pOTA.

Pesomonust  Britowaer: (paMMIIMIO, WHUIUAIBI  UCHOJMHUTENS (UCIOJHUTENCH), TOpYyYCHHE 110
JOKYMEHTY, TPHU HEOOXOAMMOCTH - CPOK HCIOJHEHUS, IOANKCH JIMIA, BBIHECIIETO PE3OIOIHI0, IaTy
PE30ITIOLINH.

P€30JHOI_II/Iﬁ, KakK HpaBI/IJIO, IMAIICTCA OT pyKI/I pyKOBOI[I/ITeJIeM Ha TIOAJIMHHUKEC I[OKYMGHTa
Ha CBOOOHOM OT TEKCTA MECTE.

ITpumep -

damuina U.0.
IIpomy moaroroBuTh npenioxenus k 10.11.2021.
IMoanucey

JlaTa

4.2.21. OT™MeTKA 0 KOHTPOJIE.

OTMeTKka O KOHTPOJIE CBHJCTEILCTBYET O IIOCTAHOBKE JIOKYMEHTa Ha KOHTPOJb, IMPOCTABIISACTCS
IIITAMITOM WJIA TTPOU3BOAMUTCS 3aIKUCh OT PyKH «KOHTPOJIb) HA BEPXHEM I10JIC JIOKYMEHTA.

KoHTpostro moiekaT Bce 3aperuCTpUPOBaHHbIC JOKYMEHTBI, TPEOYIOIINE UCTIOTHEHUSI.

CpOKI/I HUCITOJIHCHU L JOKYMCHTA YCTaHABJIMBAIOTCA B COOTBETCTBUU CO CpoKamu,
0003HaYCHHBIMU 3aKOHOJATEIbCTBOM,  OpraHW3al[Mei,  HalpaBHBIICH  TOpPYYEHHWE  WJIH  TPOCHOY,
pacropsiAUTENbHBIM JOKYMEHTOM WJIH PE3OJIOIUEH PYKOBOJUTENSI 00pa30BaTeIbHON OpraHu3any.

CpOK IMPOCTAaBJIACTCS B (bopMe JaThbl 3aBCPIICHUSA UCITOJITHCHU .
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4.2.22. OTMeTKA 0 HATIPABJEHUH JOKYMEHTA B JIeJI0.

OTMeTka O HampaBICHHHM JOKYMEHTa B JIEJIO ONPEACTSeT MECTO XpaHCHHsS JOKYMEHTa IMOoCye
3aBepIeHUsT paboThl C HUM M BKJIIOYACT: ciioBa «B 1ero», MHIAEKC aeiaa 1Mo HOMEHKIAType e, B KOTOpoe
MOMEIIAeTCs JOKYMEHT Ha XpaHCHHUE, C YKa3aHWEM Trojia, TODKHOCTH JIMIa, O(pOpMHUBIIETO OTMETKY, MOIIHCH,

aTEL.

[Tpumep -

B neso Ne 01-18 3a 2020 1.
Cexperapsb

IMoanucek {aTa

OtmMmeTKa o HAITpaBJICHUU NOKYMCHTA B JCJIO0 MOXKCT HOIIOJIHATHCA KPATKUMU CBCACHUSAMU O XapaKTEpE

VCIIOJTHEHUS! IOKYMEHTA.
5. TpeGoBaHus K COCTABJIEHHIO HEKOTOPBIX BH/I0B JIOKYMEHTOB.

5.1. Ilpuxkas.

IIpuka3s - paBOBOW JOKaJIbHBIM HOPMATUBHBIM aKT, KOTOPBIA M3JA€TCS €AMHOIUYHO PYKOBOIUTEIEM
00pa3oBaTeabHON OpraHU3aMU U YAOCTOBEPSET PEeLICHH] OpraHU3alMOHHO-PACIIOPSIUTEIBHOIO XapaKTepa.

[Ipukas3sl W3JAIOTCS MO OCHOBHBIM BONPOCAaM JAEATEIbHOCTH, aJIMHHHCTPATUBHO- XO3SHCTBEHHBIM
BOITPOCaM U KaJPOBBIM BOMPOcaM (JIMYHOMY COCTaBY) 00pa3oBaTeIbHON OpraHU3aIlHH.

[Ipuka3 moxnuchIBacTCs B COOTBETCTBUH C TPEOOBAaHUAMM, YKa3aHHBIMU B PexoMenaanuu.

[Tocne moamucanus MpHUKa3a U3MEHEHHs W/WJIH OMONHEHHSI B HETO BHOCATCS ITyTEM H3JIaHHUS HOBOTO
MpHUKa3a 0 BHECEHUH WU3MEHEHHH W/WIN JOTIOTHEHHH.

[Ipukas, kak npaBuiio, odpopmisieTcs: Ha OaHkKe 00pa30BaTeIbHON OpraHU3alMyi B IIEYaTHOM BUJIE.

[Ipuka3 uMeeT cieayrole PEKBU3UTHI: HAUMEHOBAHHWE OOpa30BATENBbHOM OpPraHM3aLUU COTJIACHO
ycTaBy; HauMeHoBaHue Buaa jgokymenrta (I[IPUKA3), nata, Homep, MECTO COCTaBIEHUS, 3ar0JIOBOK K TEKCTY,
TEKCT, HANMEHOBAHUE JTOJKHOCTH, MOJIUCH JOKHOCTHOTO WA (MHUIMAIIBI, ()aMUIINs), BU3BI COTIACOBAHUS,
O3HAKOMJICHHUSI.

Jaroit mpukaza (pacmopspkeHus) sBiseTcss nata ero moanucanus. Jlata odopmisercs uudpoBbiM
criocoboM; HoMep COCTOUT U3 3Haka «Noy u mopsiakoBoro Homepa npukasa: ot 00.00.0000 Ne 000.

ConepkaHue TMpuKa3a KpaTKO M3Jaraercsi B 3arojioBKe, KOTOPBIM HauuHaeTcs ¢ mpemiora «O» u
COCTaBJISIETCSI C MOMOIIBIO OTTJIAroJIbHOTO CyIIECTBUTENBHOIO («OO0 yTBepKaeHUU...», «O CO3JaHUU...») WIH
cymecTBuTENbHOTO («O0 UTOrax...»).

B IMpuKa3ax TCKCT U3JIaractcd OT ICPBOro Jria CAMHCTBCHHOI'O Y1 Jia («prncasbnsafo»).
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Bo BpeMsi o3HaKOMJIEHHMS ¢ MPUKA30M yKa3aHHBIMHM B HEM JIMIIAMU Ha MEPBOM JK3EMILISIpE IMpHKa3a
MIPOCTABIIIOTCS MOANKCH C YKa3aHUEM JaThl O3HAKOMIICHUSI.

Howmepa ctpanull npocTaBiifioTcs OCEpeJMHE BEPXHETO MOJIs JIMCTa HAYMHASI CO BTOPOI'O JIMCTA.

[Ipuka3el HyMepyIOTCS B MOPAJIKE WX M3JaHUS B Mpeesiax KajleHAApHOro roja; MpUKa3bl 10 OCHOBHOM
NESTEHPHOCTH U 110 KaJIPOBBIM BOIIPOCAM (JJUYHOT'O COCTABa) UMEIOT OTICIIBH VIO MOPSIIKOBYIO HYMEPAIIHIO.

HpI/I HyMEpaluu MMpruKa3oB JOITYCKACTCA UCIIOJIb30BAHUC NOIMOJIHUTCIIbHBIX 6YKB

IIpumep:

K- xaapsi;

JI - TM4YHBI coCTaB;

O- 0CHOBHAaf 1EATEIbHOCTD;

Y — obyuarwmmecs.

[Tpuka3 BCTymaer B CHIIy C MOMEHTA €0 MOJIMICAHNUS PYKOBOJAUTEIEM 00pa30BaTEIbHON OpraHU3aIny,

€CJIM B TEKCTE HE YKa3aHO JIPyroro cpoka.
[MTpuka3ssl perucTpupytotcst B KHUre/sxypHaiie perucTpaliuy mpukasoB (npuioscenue 2).

[Tpukassl ¢opmupyrorcs B Jleno oauH pa3 B kBapTaid. KHura/xypHan NIpoHyMepOBBIBaeTC,
MPOIIHYPOBBIBACTCS, CKPEIUISIETCS TMOMMUCHI0 PYKOBOAMTENS M IEYaThi0 00pa3oBaTENIbHOW OpraHHU3aInd
(mpunoxkenue 1). B konne kanennapuoro roga Jleno (ue 6omnee 250 nuctoB) ohopmisieTcss B COOTBETCTBUU C

[Tonoxxennem 00 apxuse.

5.2. [Ipuka3bl 0 OCHOBHOI 1eATETbHOCTH.

Tekcr nprkasa 1mo BOmpocaM OCHOBHOM J€ATENbHOCTH 00pa30BaTeIbHON OPraHU3aI[Mi COCTOUT U3 BYX
yacTel - KOHCTaTUpYIoUIel (mpeamOyIibl) U pacropsIUTENbHOM.

B koHcTraTupyromed 4acTH OTpaXkarOTCsl LEIW M 33Jaud IPEJNUCBIBAEMBIX JEHCTBUM, NPUYHUHBI
W3/laHusl TpUKa3a, JaeTcs CChUIKa Ha JIOKYMEHT, MOCIYXUBILIMI OCHOBaHHEM Uil TOJrOTOBKH IpHKas3a.
VYka3aHHasg 4acTb MOXKET HAuMHATHCS cO CoB «Bo ucnomuenue...», «C menplo...» u ToMy nogobHoe. Ecnu
JOKYMEHT M3J]a€TCsl HA OCHOBAHMHM JIPYrOro paclopsiAUTEIbHOIO TOKYMEHTA, B KOHCTaTHpYIOLIEH
4acTU YKa3bIBA€TCS Ha3BaHUE BUJA ATOrO JOKYMEHTa, ero aBTop (MunucrepctBo, CoBEeT MUHUCTPOB H JIp.),
Jata, HOMEp U 3aroyioBoK. Touka B KOHIIE KOHCTaTUPYIOIIEH YaCTU HE CTaBUTCSL.

PacnopsinurenbHas yacth mpukasa HaumHaeTcsi co cioBa [IPMKA3BIBAKO, koropoe meuataercs ¢
HOBOM CTPOKM OONbIIMMU OykBaMH 0O€3 OTCTYIUIEHMsI OT JIEBOTO IOJII M KaBbIYEK, I1OCIIE YEro CTaBUTCA

JABOCTOYHC.
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PacniopsaurenbHass 4yacTb AEIUTCA HA IYHKThl U TMOAIYHKTBI, KOTOpbIE HYMEpPYIOTCA apaOCKUMU
nuppamMu. B KaXI0M MyHKTE JOMKHBI ObITh YKa3aHbl MCHOJIHMTENH, KOHKPETHBIE 3aJaHus (MOpY4YeHHS) U
CPOKM MX BBINOJHEHUA. VcmonHUTEenM MOryr ObITh Ha3BaHbl TakkKe OOOOIIEHHO: «PYKOBOIMUTEISM
METOANYECKHX OOBEIUHEHUN», «3aMECTHTEISIM IupekTopa». [Ipm 3ToM, Kak NpaBUiIO, HE NPUMEHSETCS
HallUCAHWE HEKOHKPETHBIX IOPYYEHHM, KOTOpPBIE COJAEpXKAT CJIOBAa: «YCKOPUTH»,  «YJIY4YIIHUTHY,
«aKTUBU3UPOBATH», «OOPATUTH BHUMAHUE), «COBEPILIEHCTBOBATDY, IPOJIOJLDKUTEY U T.I1.

OtnenbHble 3a1aHus (HampuMep, 3aJaHus, coAeprKallue MU(PPOBbIE JaHHBIE) MOI'YT OQOPMISTHCS B
BUJIE IPUJIIOKEHUS K MPHKa3y CO CCbUIKOM Ha HMX B COOTBETCTBYIOIIMX IMYHKTaxX MpHKa3a U 0GOpMIISIOTCA
COINIACHO JaHHBIM PekoMeHnanusm.

Crpanuisl IpyUKas3a v NPUI0KEHUH HyMEPYIOTCS KaK €MHbIN JTOKYMEHT.

Ecnu npukazom oTMeHsieTcs NpEeabIAyIUA PaciopsIUTEIbHbIN JOKYMEHT, B PACIOPSIUTEIbHON YacTH
YKa3bIBaeTCs IMYHKT, KOTOPBIN JOJDKEH HAYNHATBCS CO CIIOB: «[IpU3HATh yTpaTUBIIMM CHILY...».

W3MmeHeHus, BHOCUMBIE B TIpHUKa3, O(QOPMIIIOTCS OTICIBHBIM TNPUKA30M, KOTOPHIH TOKEH HMMETh
TaKoOW 3arosioBok: «O BHECEHMM WM3MEHEHHWH W/WIM JONOJHEHUH B NpHKa3 ..» C yKa3aHHEM JAaThbl, HOMEpa,
3arojIoBKa paclopsiAUTENBHOIO JTOKYMEHTa, B KOTOPBIM BHOCATCS W3MEHEHHMs. PacropsauTenbHas 4acTb
IIPMKa3a HAYMHAETCS C TAKOrO IIyHKTA:

1. BHecTu u3MeHeHHs B MIPUKA3...

Jlanee oTAenbHBIMU MOATYHKTaMU (POPMYJIUPYIOTCS U3MEHEHHSI B paCIOPSAUTENbHBINA JOKYMEHT.

ITpumep -

1) MYHKT 2 U3JI0KHUTh B CIEAYIOLIEH peaaKIuy;
2)  OyHKT 3 MCKITIOYHTE;

3) a03a1] BTOpOoM MyHKTa 4 TOMOJIHUTH CIIOBAMH. ..

Ecnu m3aMeHeHMs B pacHoOpsAUTENBHBIA TOKYMEHT O()OPMIISIOTCS Ha OTAEIbHOM JHCTe (JIUCTAxX), B
IIEPBOM IIYHKTE PACIOPSAUTEIBHON YaCTH IPUKA3a YKa3bIBACTCH:

1. BHecTH U3MEHEHUS B...

[TocnemHuii MyHKT pacHoOpsIAUTENILHON YacTH B CIIydae HEOOXOAMMOCTH MOXKET COJIEpXKaTh PEUICHHE O

BO3JIOKCHHUH HA JOJDKHOCTHOC JINIIO (I)YHKHHI}'I 10 KOHTPOJIIO 34 UCITOJIHCHUCM IIPHUKa3a.

5.3. IIpuka3ssbl M0 KAAPOBHIM BONMPOCAM.

[Ipukassl M0 KaapoOBBIM BOIPOCaM (JINYHOMY COCTaBy) opopMIISIFOTCS Kak B YHU(UITUPOBAHHON (opme
(ITocranoBnenune I'ockomcrara P® ot 05.01.2004 Ne 1 «OO6 yTBepX)IeHUH YHH(PUIIUPOBAHHBIX (HOpM
MIEPBUYHOI YUETHOM TOKyMEHTAlLlUU [0 YYETy TPY/Ja U €ro OIUIaThl»), TaK U B TEKCTOBOM.

HaHHBII;'I BHI ITPUKA30B O(l)OpMJ'IHeTCH B BUJIC MHAWUBUAYAJIbHOI'O UJIKM CBOAHOIO.
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B uHmuBMayasbHOM mpuKaze COIEPKHUTCS HHPopManus 00 OIHOM pabOTHHKE, B CBOJHOM - O
HECKOJIbKMX, HE3aBHCUMO OT TOT'0, KaKue yIPaBICHUYECKHE PEIICHUS 110 HUM IPUHUMAIOTCA (TIpHeM Ha paboTy,
Ha3HA4YCHHE HA JIOJKHOCTH, MIEPEBOJT HA APYTYIO IOJKHOCTH (paboTy), yBOJBHEHHE U JP.).

ConmepxaHue WHAMBUAYAIBHOTO TIpHUKa3a IO KaJpOBBIM BoOMpocaMm (JHMYHOTO COCTaBa) KpPaTKo
M3JIaraeTcsl B 3aroJIoBKe, KOTOPBIA HadynMHaeTcs ¢ npemiora «O» U COCTaBISAETCS C MOMOIIBIO OTIIAr0JILHOTO
cymectBuTenbHOr0: «O HazHadeHUH...», «O NPUHATHU...». B CBOIHBIX MpHUKa3axX MOXKET MPUMEHSITHCS
0000111eHHBIN 3arooBOK: «O KaJpOBBIX BOMpocaxy, «O TUYHOM COCTaBEe».

B TekcTe mpukaza mo kaJpoBbIM BOMpPOcaM (JIMYHOMY COCTaBY), Kak MPaBHIIO, KOHCTATUPYIOIIAsl YacTh
HE OTMEYaeTCsl.

PacniopsiautensHas yacTh ImpuKa3a HauMHAETCS, KaK MPABUJIO, C IJIarojia B HEOIpeIelIeHHON (opMe:
«IIpunstey, «Haznauutey, «IlepeBectny, «OOBIBUTH» U TOMY 11OJO0OHOE.

Jlanee yxkaspiBatoTcss (aMuiaus, HMs, OT4ecTBO (IpU Hanu4yuu) pabOTHHKA, HA KOTOPOro
pacmpocTpaHsieTcsl JIeHCTBUE TpHKa3a, U TEKCT MpuKa3a. B cBogHOM mpuKkase GaMiInd JIHMI B Ipeaenax
IIYHKTOB pa3MeIlatoTcs 1o andaBury.

B mpukase o Ha3HAYCHWH WU YBOJHHEHUHM PAOOTHUKA yKAa3bIBACTCS MONHAS JaTa (YUCIIO, MECSI, TOJ)
(bakTHUecKOoro BBIXOJAa paboOTHHKAa Ha padoTy (TpeKpamieHusl TPYAOBBIX OTHOIICHUM), pa3Mephbl €ro
JO>KHOCTHOT'O OKJIAJIa COTJIACHO MTAaTHOMY PaCIHCAHHUIO.

B cBomHOM mpukaze MO KaapOBBIM BOIpocaM (JUYHOMY COCTaBy) B pacHOPSAUTEIbHYIO YacTh
BKJIOUaeTCsl MHQOpMAIIHsl, KOTOpask pa3MeIlaeTcss B TAaKOW MOCIeI0BaTeIbHOCTH: IPUEeM Ha padoTy, MepeBo/,
YBOJIbHCHHUE.

B kaxnaoMm MyHKTe MpUKaza MO KaJAPOBBIM BOMpocaM (JTUYHOMY COCTaBY) YKa3bIBa€TCS OCHOBaHUE
OTHOCHUTEJIBHO €r0 M3JaHus (3asBicHUE PaOOTHHWKA, TPYAOBOW JOTOBOp (COIJIANICHUE), AOKJIATHAs 3aIUCKa,
MIpeJICTaBJICHHUE, XOIaTaliCTBO, PEIICHUE aTTeCTAIMOHHOM KOMHCCHH OOIIe00pa3oBaTebHON OpraHu3aluu) U

T.O.

5.4. PacnopsxeHnue.

PacniopspkeHue - pacnopsiAMTENbHBIN JIOKAJIBHBIM HOPMAaTHBHBIA IPABOBOM aKT, KOTOPBIA H3AETCs
PYKOBOIAIIMM paOOTHUKOM O0Opa30BaTebHOM OpraHu3alud (HampuMep, 3aMECTHTENEeM PYKOBOIUTEI,
PYKOBOIUTENEM  CTPYKTYPHOTO  HOJpa3/eNieHus) IO  BompocaM  HH(POPMALUOHHO-METOANYECKOroO,
aIMUHUCTPATUBHO-X 0341 CTBEHHOI O U OPTaHU3aLMOHHOI0 XapaKTepa, BXOAAIIMM B €70 KOMIIETEHLHIO.

PacnopsxenreM oopMIISIFOTCSA BOIPOCHI KPATKOCPOUYHOI'O OJJHOPA30BOr0 XapakTepa.

PacrniopsbkeHust COCTaBIsIOTCS aHAJOTMYHO IpHKa3aM (B IE€YaTHOM BapuaHTe) MOXHO 0e3 cioBa
«[TPMKA3BIBAIO».

Koncratupyromas 4acTb TEKCTa B PACIIOPSKEHUAX OTHEIAETCS OT PaclOPSAUTEIbHON YacTH CIIOBAMU:

«TPEJJIAT AIO», «PEKOMEH/IY1IO», «OBA3bIBAIO», « CHUTAIO HEOBXOANUMbIM».
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Pacriopspkenust peructpupyiorcs B KHUre/KypHajie perucrpanuu pacropsbkeHuil (npunosicenue 2).
Kuwura/xypHan mpoHYMepOBBIBAETCS, MPOITHYPOBBIBACTCS, CKPETLISETCS MOAMUCHI0 PYKOBOIUTENS U TEUaThIO
oOpa3oBarenpHOM opranu3anuu. Pacropsokenust hopmupyrotes B Jleno oqun pas B KkBapTail. B koHI1Ie

KaieHgapHoro roaa Jleno (ue 6onee 250 nucToB) odopmisercss B cooTBeTcTBUH ¢ [lonoxennem o6 apxuse.

5.5. IIpoToko..

[Iponecchl mpUMeHEHHs YyIPaBICHUECKUX PELIeHUH 00pa3oBaTeNbHOM OpraHu3alueil U caMu perieHus
JOKYMEHTHPYIOTCS C IIOMOILBIO TPOTOKOJIOB KOH(PEPEHIINA, IEAarorn4ecKuX COBETOB, KOMUCCHUN U TIP.

B mporokonax 3acenaHuil KoIJlerHaibHBIX M COBEIIATEIBHBIX OPTaHOB TEKCT M3JIAraeTcs OT TPEThEro
T2 MHCTBEHHOTO YHCIIa («I1e1arornueCKuii COBET... TOCTAHOBIISIETY, «COOpaHUE... PEIIHIION).

IIpoTokon cocTaBisieTcss HA OCHOBAHUU 3aIlMCEH, C/IENaHHBIX HEMOCPEACTBEHHO BO BpeMs 3acelaHui,
MIPE/ICTaBICHHBIX TEKCTOB M T€3UCOB JJOKJIAJIOB U BBICTYIUIEHUH, CIIPAaBOK, IPOEKTOB PELICHUH.

[TpoToKOI MOXKET COCTABIATHCS KaK B PYKOIMUCHOM, TaK M B Ie4yaTHOH GopMme.

JlaTtoil mpoToKoja SBJISETCs Jara MpoBeleHus 3aceqaHus. Eciau 3aceqaHue npoaoykaloch HECKOIbKO
JTHEH, TO 4epe3 TUPE YKa3bIBAIOTCA MEPBBINA U MOCIEAHMI IeHb 3aCe/IaHusl.

Homep mnporokona JomKEH COOTBETCTBOBAaTh IOPSJIKOBOMY HoOMepy 3aceaanus. Hymepanus
MIPOTOKOJIOB BENETCS B Mpejenax KaJleHAapHOro roja OTAENIbHO MO KaXIOW TpyIe MPOTOKOJIOB 3aceqaHus
COOTBETCTBYIOLETO KOJIJIETMAJIbHOTO OpraHa.

B pexBusute «MecTo 3aceaHus» yKa3blBaeTCsS Ha3BaHHE HACEJIEHHOI'0 MYHKTa, B KOTOPOM COCTOSIIOCH
3aceqaHue.

3aroJoBOK K TEKCTy MPOTOKONA JODKEH OToOpaxkaTh BHUJA 3acedaHus (coBellaHHe, coOpaHue,
KOH(epeHIM U T.I1.) WIN KOJUIETHATbHON AEATEIbHOCTH (KOMUCCHUS, COBET, cOOpaHue, paboyas Tpymnmna H T.I1.)
Y BKJIIOYATh Ha3BaHUE BUJAA JOKYMEHTA.

Teker IpoTOKOIa COCTOUT U3 BBOJHOM U OCHOBHOM 4acTEH.

BBomnas wacte comepxkutr mnoctosHHyo uH(popmanuio (cimoBa [IPEJICEIATEJIb, CEKPETAPD,
MMPUCYTCTBOBAIJIN) u nepemennyto ((paMuius, ”HUUAIBI IPEICEeAaTeNs, CEKpeTaps U MPUCYTCTBYIOIIHX ).
[Tpr HEOOXOAMMOCTH YKa3bIBAIOTCS JOJDKHOCTH MPUCYTCTBYIONIHNX, a TAaK)Ke WHUIHAIBI, (PaMIIUU JJOIDKHOCTH
JMI, TPUTJAICHHBIX Ha coBemanue. Ilpm komumyecTBe yuyacTHHKOB Oosee 10 cocTaBisieTcst CHHCOK
MPHUCYTCTBYIONINX, KOTOPBIA TIPUJIAraeTcsi K MPOTOKOY.

Ecnmu mporokon odopmisiercs B meuatHoi ¢opme, To cioBa IIPEJICEJJATEJIb, CEKPETAPD,
[MPUCYTCTBOBAJIN mneuataroT OT HYJEBOIO IMOJOXKEHHS TaOysnsTopa, OT 2-TO MOJIOKEHUsS TalymsTopa
CTaBUTCS THUpE, WHHUIHMAIB U (PaMUIUU THUIIYT B HMEHHUTEIbHOM Majexe. DamMHIMKd MPUCYTCTBYIOMIMX

pacnonararoTcs B anpaBUTHOM IOPSIKE U MeyaTaroTcs yepe3 | MEeKCTpOUHbII HHTEpBal.
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BBognast vacTe npoTokosna 3akaHuMBaeTcs noBecTKod nHs. CnoBa «lloBecTka aHs» me4aTaroT OT
HYJIEBOTO MOJOXEHHUs TalyNIsATOopa, MOC/Ie HUX CTaBUTCS JIBOETOUME. Bompochl MOBECTKH JTHS HYMEpPYIOTCS
apabckumu U pamu. Kaxxapiii HOBbIN BONPOC Me4YaTaroT OT 1-To noioxeHus Tadynaropa.

[TocnenoBaTenbHOCTh PACIONOKEHUS BOIPOCOB ONPEIENAETCS CTENEHBI0O MX BaXHOCTH. Bompocsl
MEPEUUCIISIIOTCS. B HMMEHUTENbHOM majexe. Jlokian (oruer, coollueHue, HHPOpMalus), HaUMEHOBAaHUE
JOJDKHOCTH, MHULMANBl M (QaMWIMIO JOKJIaJuMKa NHIIYT B POJUTENbHOM manexe. He pexkomennmyercs
BKJIIOYaTh B TIOBECTKY [JHS Bompoc «Pa3zHoe». Kaxnplii Bompoc gomkeH OBbITh KOHKPETH3HMPOBAH.
dopMupoBaHKe BOIPOCOB B NMOBECTKE JHsI HaunHaeTcs ¢ npeiora «O (O0)».

OcHOBHasE 4acTb IPOTOKOJA COCTOUT W3 pa3/elioB, KOTOPbIE JOJKHBI COOTBETCTBOBATh IYHKTaM
MIOBECTKU JiHs. Pa3zensl HymepyroTcs apaOCKUMU HUBPaMU U CTPOSITCS IO TaKOU CXeMe:

CJIVIIAJIA - BBICTYIINJIA - PELINJIN (IIOCTAHOBUJIN),

VYka3zaHHBIE CJIOBA [1€YaTArOTCs OONBIIMMU OyKBaMH 0€3 OTCTyIa OT I'paHMIIbI JieBoro nojs. [Tocne atux
CJIOB CTaBUTCSI IBOETOUHE.

[Tocne cmoa CJIVIHAJIM yka3piBaeTcsi KpaTKUl TEKCT BBICTYIUICHHSI OCHOBHOTO JOKJIAI4YMKa.
damunus U MHULMAIBl KaXI0T0 JOKJIAJ4MKa IeYaTaroTcs ¢ HOBOM CTpPOKH. KpaTkuil TEKCT BBICTYIJICHUS
M3JIaraeTcsl B TPEThEM JIMLE €AMHCTBEHHOT O YHCIIA.

TekcTel WK TE3UCHI AOKIAN0B U BBICTYIUICHHH, OOpMIIEHHBIE KaK OTHEIbHbIE JOKYMEHTBI, B TEKCT
IIPOTOKOJIA HE BKIHOYarOTCA. [locime cBeneHnii 0 NOKIaAuYMKe CTaBUTCA TUPE M yKasbpiBaeTcsa: «TekcT moknana
(BBICTYIIJIEHUS) IPUIIATAETCS K IPOTOKOIIYY.

[Tocne cnoBa BBICTYIIMIIN ¢duxcupyroTcst BBICTYIUIEHUS TE€X JMI, KOTOpbIE MPUHSIU ydacTHE B
o0CyXJeHUH IoKjiana. BeicTymineHus opopMIIsIIOTCS B MPOTOKOJE € YKa3aHUEM JOJDKHOCTEH, damMuinuil u
WHULMAJIOB, BHICTYNAIOUIMX B UMEHUTEIHHOM MaJIeXkKe, a TAKXKE C KPAaTKUM H3JI0KEHHUEM COJEpKaHHUs BOIpoca
1 0TBETOB Ha Hero. CozeprkaHue BHICTYIIIICHUM U3J1aracTcs OT TPETHETO JIMLA €IMHCTBEHHOIO YU CIIA.

[Tocne cnosa PEHINIJIN (ITOCTAHOBWJIN) ¢duxcupyercs NpuHATOE peLIeHHE MO 00CYKIaeMOMY
BOIPOCY MOBECTKH JIHS. Pemenne q0mKHO ObITh KOHKPETHBIM U BKJIFOYATh COCTABJISAIOLINE, KOTOPbIE OTBEYAIOT
Ha CIIeJYIolUe BOIPOCHI: KOMY, UTO C/eJaTh U B KAKOW CPOK.

Pemenus, copepkalue HECKOJIBKO BOIPOCOB, NMOAPA3AEISIIOTCS HAa IIyHKTHI M IOJIIYHKTBHI, KOTOPbIE
HyMepyroTcs apabckumu nudpamu. [LogmyHKTH HyMepyOTCs Hu(ppaMu ¢ TOUKOM.

B caydae, xorga Ha 3acefaHUM NPUHUMAETCS pelleHHe 00 YTBEpXKAECHUU IOKYMEHTa, KOTOPBIH
o0CyXnaiucs Ha 3aceIaHuu, dTOT JOKYMEHT MPHUJIAraeTcs K MPOTOKOIY M B HEM JIeNIaeTcs CChUIKA Ha HOMEp H
nary mporokona. Ilpu Hamuuum Opyrux JOKYMEHTOB, KOTOpbIE pacCMaTpUBAIMCh Ha 3acellaHuM, U (aKT
00CyXJIeHUSI KOTOpPBIX ObUI 3a(UKCHpPOBAH B TEKCTE MPOTOKOJA, OHU HYMEPYIOTCS apabCckuMu udpamu
(ITpunoxenue 1, Ilpunoxenue 2). B cOOTBETCTBYIOIIMX IYHKTAax IPOTOKOJNA JENaeTCs CChUIKA Ha ITH

MIPUIIOKEHUS.
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[Iporokon moanuchIBaeTcs MPECeIaTeNbCTBYIONIMM Ha 3aceJaHuM KOJJIETHAIIbHOTO oOpraHa |
CEKpETapeM.

Boinucka U3 nporokosia — TOYHask KOMUS YacTH TEKCTa MOJIMHHOTO IPOTOKOJIA, OTHOCSIIErocsl K TOMY
BOIPOCY IOBECTKHM [HS, 10 KOTOPOMY I'OTOBUTCSI BBINHMCKA. BBIMKMCKa U3 NMPOTOKOJIA CONEPIKUT CIEAYIOLINE
PEKBU3UTHI: HaMEHOBaHUE 0O0I1e00pa30BaTEIbHON OpraHM3alliy, Ha3BaHUWE BHJA JIOKYMEHTa (BBIIMCKA W3
IIPOTOKOJIA), aTa 3aceJaHus, MECTO COCTaBJIEHUS, 3ar0JIOBOK K TEKCTY, TEKCT, OAMNUCH, OTMETKY O 3aBEPEHUU
KOIUHU.

ITporokonel peructpupytorcsi B KHUTe/KypHale pEerucTpalid MPOTOKOIOB (npunoscenue 3).
Kuura/sxxypHan npoHyMepOBBIBAETCS, TPOIIHYPOBBIBAETCS, CKPEIUISETCSI TIOANUCHI0 PYKOBOAUTEINS U ME€YATHIO
oOpazoBarenbHOU opranuzauuu. lIporokonsl ¢dopmupyrores B [leno omuH pa3 B kBaprald. B koHie

kanenaapHoro roja Jleno (ae 6omee 250 muctoB) opopmisercs B cooTBeTcTBUM ¢ [Tonoxkennem 00 apxuse.

5.6. Cay:xeOHO€e MUCHMO.

CiyxeOHOe TICHhMO COCTABIISICTCS C MEbI0 00MeHa HH(GOpPMAITUEH U MPEICTaBISIET COOOM:

- OTBETHI O BBITIOJTHEHUM 3aJ[aHHH, OMPEJCICHHBIX B aKTax OPTaHOB T'OCYIApPCTBEHHON BIACTH,
MOPYYCHUSX BBICIIUX JODKHOCTHBIX JIHII;

- OTBETHI HA BHITIOJTHEHHE MOPYICHHUIA BBITIIECTOSIIINX OpPTraHU3aIlni;

- OTBETHI Ha 3aIlIPOCHI IPYTUX YUPEKIACHUI;

- OTBETHI Ha OOpallleHus TPaX/IaH;

- OTBETHI HA 3aIIPOCHI HA UH(OPMAIIHIO;

- WHUIMATUBHBIC TIHCHMA,;

- COITPOBOJMTEILHBIC MTHCHMA.

CayxeOHoe mHcbMO oopmirsieTcs Ha OiaHKe 00pa30BaTeNIbHOM OPraHU3aIUH.

[TuceMO WMeEeT CIeAyIONUe PEKBHU3UTHI: JlaTa, PETUCTPAIlMOHHBIN HOMEp (MCXOJAIIMIA), CChUIKA HA
pETUCTpAIIMOHHBIN HOMED (BXOSIINIT) U 1aTy JOKYMEHTa, Ha KOTOPBIN JAaeTcs OTBET (TpU HAIWYHH), apecar,
3arojioBOK, TEKCT, OTMETKAa O HAJIMYUM TPWIOKEHUH (B Cllydae HEOOXOJMMOCTH), TOJIHUCH, CBEICHUS 00
ucnioauTene (O.1.0., KoHTaKTHBIM HOMEp TenedoHa).

JlaToit muchbMa SIBISICTCS JlaTa €ro IMOJIUCAHMS, KOTOpas JOJDKHA COBIAIATh C JIATOW PErHCTPAIAH
UCXOJISITICH KOPPECTIOH ICHIINN.

OCHOBHBIM PEKBHU3UTOM CIYXEOHOTO MUChMa SBIISIETCS TEKCT, KOTOPBIA, KaK MPaBUIO, COCTOUT U3
IBYX 4acTeil. B mepBoll yacTh yka3bIBaeTCsl MPHUYMHA, OCHOBAHWE WJIM OOOCHOBAHHE TOATOTOBKH MHCHMA,
MIPUBOJISATCS CCBHUIKM Ha JOKYMEHTBI, KOTOpbIe OBUIM OCHOBaHWEM JJIsi €r0 COCTaBJIeHWs. BTopas dacTh
BKJIIOYAET BBIBOIbI, MPENIOKEHHUS, TPOCHOBI, pEIIEHUS U T. 1., KOTOpbIE pa3MellaTcs ¢ ad3ara.

Kak npaBuio, B nMcbMe 3aTparuBaeTcst OJUH BOIIPOC.
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TekcT nmrchMa u3j1araeTcs oT IEPBOro Jimua MHOXCCTBCHHOI'O YK CJiia C UCIIOJb30BaAHUEM CJIOB: «IIPOCUM
COO6H_II/ITB...>>, «Pa3bACHIACM, YTO...».

CnyxeOHOe TUCHMO TIOIITACHIBACTCS PYKOBOJAUTENIEM 00pa30BaTeIbHON OpraHu3aIiy.

5.7. CnpaBka.

CrpaBka - IOKyMEHT, TTOJITBEPIKIAFOITUIN KaKre-IM00 (GaKThl UIIH COOBITHS.

CrpaBku OBIBAIOT JBYX BUIOB:

CripaBka JJ1s1 ONKMCAHUS WM MOATBEPkKAEHUS (HAKTOB, MM COOBITUI B JEATEILHOCTH OpraHU3alluu.

CrpaBKkd  COCTaBISIIOTCS IO  YKA3aHUIO  BBIIIECTOSINEH  OpPraHM3allk WU PYKOBOAMUTENS
00pa30BaTeIbHONM OpraHW3aluu JUIs WHGOPMAIIMM O BBINOJHEHUW IUIAHOB, 3aJaHUN, TMOPYYCHHH U
MIPEJICTaBIISIFOTCS B YCTAaHOBIIEHHBIE CPOKHU.

Texcm maxkou cnpasku cocmoum u3 08X yacmel.

B mnepBoit uwactu wuznararmotcs GakThl, MOCTYXHBIIHE MOBOAOM K €€ HAalHUCaHWUI0, BO BTOPOU -
MPUBOJIATCS KOHKPETHBIC IaHHBIC. BBIBOABI W TIPSIJIOKEHHUS B CIpPaBKEe HE MalOTCA (32 HMCKIIIOUCHUEM
AHATMTHYECKOMN ).

CrnpaBka 1omKkHa 00BEKTHBHO OTPaXKaTh COCTOSIHHE JIEN, €€ COCTaBlieHHe TpeOyeT TiaTreabHoro coopa
Y IPOBEPKU CBEICHUHN, MOT'YT PUBOJUTHCS TaOIHIIBI.

CripaBKH, COCTaBJICHHBIC JIJISI PYKOBOIUTEISI OPTaHU3AIINH, TTOIITHACHIBACT COCTABUTEIIb.

CrpaBku, KOTOpbIE COCTAaBJSIOTCS [0 YKa3aHUIO BBIIIECTOAIICH OpraHu3alid, IOJIMHCHIBAET
PYKOBOIHUTENH 0011e00pa3oBaTeIbHON OpraHH3aIHH.

JlaToii cipaBku ABIISETCS AaTa €€ MOAMHCAHMUS.

CrpaBkd, YIOCTOBEpSIONINE HOpUIUYECKHE (DAKTBI: TOATBEPXKIECHUE MecTa padoOThl, 3aHUMAeMOU
JOJ>KHOCTH, pa3Mep 3apadoTHOM MiaThl U T.1.

JIJist HUX IPUMEHSIOTCSL YHU(DUIIMPOBAHHEIE TpadapeTHbBIC OTaHKH.

Takoro poma cmpaBku BBIJAIOTCS [0 3ampocaM 3aMHTEPECOBAHHBIX JIHI[ (COTPYAHHMKOB) WIIU

YUPEKACHUN U PETUCTPUPYIOTCSA B )KyPHAJIEC BBIIABAEMBIX CIIPABOK.

5.8. lokaaHasi 3anucKa.

JloknagHasi 3amucka - JIOKYMEHT, aJpECOBaHHBIA PYKOBOAWTENI0 W HHOOPMHUPYIOIIUKA €ro o
CJIOKMBILICHCSI CUTYAI[MH, MMEBIIIEM MECTO SIBJICHUW WJIM (haKTe BBITOJHEHHOW PabOTHI, a TAKKE COJEp KA
BBIBOJbI 1 HpeI[J'IO)KeHI/Iﬂ COCTABUTCECJIA.

JlokaHast 3aIMcKa MOYKET BBITOJIHATHCS PYKOITUCHBIM CITOCOOOM.

Tekct AokIagHOW 3amUCKU NENUTCS Ha JBE YacTH: NEepBas - KOHCTATUPYIOMIas, T/Ie H31araroTcs

HMMEBIINE MECTO (PAKThI MIIM OMHUCHIBAETCS CUTYAIUsl, U BTOpasi, B KOTOPOM H3yaraercs MpeiioxkeHue, npocboa.
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TexkcTy nOKIaHON 3alMCKU 00s3aTeNIbHO MPEIIIECTBYET 3arojI0BOK, HAYMHAIOIMKCS ¢ Tipenyiora «Oy,
«O6».

Jloximannas 3anucka oopMIsIeTCst Ha JINCTEe Oymard.

5.9. AkT.

AKT - TOKYMEHT, COCTaBJICHHBI HECKOJIbKUMH JIUIIAMHA W TIOJTBEP AN YCTaHOBJICHHBIC (DAKTHI
U JecTBUs. AKTBI OQOPMIISIFOTCS TIO pe3yJbTaTaM PEBU3HIA, IPH MpueMe-Tiepeaade Jaell, CIUCAaHUH UMYIIeCTBa
1 TOMY NOA0OHOE.

AKT odopmisieTcss Ha CTaHIApTHOM JMcTe Oymaru dopmara A4 U UMeEeT CIEYIOUIUE PEKBU3UTHI:
Ha3BaHWE JOKYMEHTa, rpud yrBepxkacHUs (TIpU HEOOXOAMMOCTH), JaTa U MECTO COCTABJICHHUS, 3ar'0JIOBOK K
TEKCTY, TEKCT, MOMKICH JUI] (He MEHEe TPeX ), KOTOPhIE COCTABIISIIU aKT.

TekcT akTa COCTOUT U3 BBOJHOW U KOHCTAaTUPYIOIIEH YacTei.

B BBOIHOI YacTH yKa3bIBaIOTCS OCHOBAHHUSA JUIsl COCTaBJICHMSI aKTa M HA3bIBAIOTCS JIMIA, KOTOPHIE
COCTAaBWJIM aKT WJIU MPUCYTCTBOBAIUA MPU 3TOM. B KOHCTaTHpyIOIel YacTy U3j1araeTcs CyTh, 3a/1a4u, XapaKTep
MpojieNlaHHOM PaldOoThl, YCTaHOBJICHHBIE (aKThl, MPEIOKEHUS U BBIBOABL. KoHcTaTHpyromas 4actb MOKET
oopmiaThcs B BuJie TaOMUITBL. B KOHIIE TEKCTa aKTa 3alKChIBAIOTCS JaHHBIE O KOIMYECTBE IK3EMILISPOB aKTa
U UX MECTO HaXOXK/ICHUSI.

AKT NOJMUCHIBAETCA BCEMHU JIULIAMH, IPUHUMABIIUMH YYaCTHE B €T0 COCTABJICHHH.

JIuno, uMeroliee 3aMe4aHus K COJEP)KaHUIO aKTa, MOJANHCHIBAET €r0 U M3JaraeT CBO€ MHEHHE Ha
OTJIEJIbHOM JIUCTE, KOTOPBIN MPHUJIAraeTcs K aKTy.

5.10. Teaerpammabl, Te1epoHOrpaMMbl, GaKCHMUISIPHAS CBS3b.

DTO [OKYMEHT IO OIEpPaTUBHBIM BOIpPOCaM, IepelaBaeMblii MO TelneQOHY U 3alKChIBACMbIH
MOJTy9JaTeIeM.

OO0s13aTeIbHBIMU PCKBU3UTAMU TAKUX NOKYMCHTOB SABJISIFOTCS:
- HaNMMCHOBAaHHEC yqpemz[eﬁnﬁ aapecaHTa U agpecara,

- PEKBU3UT «OT KOIr'O» U «KOMY» C YKa3aHHUEM OOJIKHOCTH, (1)aMI/IJ'H/II/I, H OTYECTBA JOJIKHOCTHBIX

ML

- HOMED, JaTa M BpeMs Nepeiauu | MpreMa JIOKyMEHTa,

- JOJDKHOCTH M (DaMIITMU TIePEIaBIIeTo U MPHHSBILIETO JOKYMEHT;

- HOMepa TenedOHOB;

= TCKCT U MNOAIINCH.

[TocTynuBmIvie JOKYMEHTHI JOJDKHBI UIMETh T€ K€ PEKBU3UTHI, YTO M OTIPABISIEMbIE, 32 UCKIIOUCHHEM
IIOAIINCH.

HOKYMGHTBI COCTaBJIAAIOTCA B  OAHOM OK3EMIIIAPE W IHOAINMMCBIBAKOTCA PYKOBOJIUTCIIEM WA

OTBCTCTBCHHBIMH HUCIIOJHUTCIIBHBIM.
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5.11. DJIeKTpOHHbIE JOKYMEHTBI.

[Topsimok cocraBneHus, O(MOPMIEHUS U COTJACOBAHUSA TIPOEKTOB OJIEKTPOHHBIX JOKYMEHTOB
OCYILECTBIISICTCS 1O OOMUM IpaBWIaM JCJIONPOU3BOJICTBA, YCTAHOBJICHHBIM B OTHOIICHHH aHAJIOTHYHBIX
JOKYMEHTOB Ha OyMa)KHOM HOCHTENE. DIEKTPOHHBIN JOKYMEHT TOKEH UMETh PEKBU3HUTHI, YCTAHOBICHHBIC
JUTSL aHAJIOTHYHOT0 JIOKYMEHTa Ha OyMa)KHOM HOCHUTEJIE, 32 UCKIIFOUEHHEM OTTHCKA IeYaTH.

B mepeueHs 00s3aTENbHBIX CBEIACHUI O JTOKYMEHTaX, HCIOIB3YEMBIX B IIENSAX yueTa U MOHCKa
JTOKYMEHTOB B CUCTEMaXx 3JIEKTPOHHOTO JOKYMEHTO000pOTa 00pa3oBaTeIbHON OpraHU3aIllii B COOTBETCTBHH C

IpaBHJIaMH1 JCJIOIIPONU3BOJACTBA B 06p830BaTeHBHOﬁ OpraHu3anuu, BXOIAT:

. aJpECaHT;
o azpecar;

. JOJKHOCTb, (DaMUITUST M HHUITHAITBI JTUIIA, TTOIITUCABIIETO JOKYMEHT;
o BHJ IOKYMEHTA;

o JlaTa JOKYMEHTa;

. HOMEpP JOKYMEHTA;

. JlaTa MOCTYIUIEHUS IOKYMEHTA;

. BXOISIIMIA HOMEP TOKYMEHTA;

. CCBUIKA Ha UCXOJAIINA HOMED U 1aTy JOKYMEHTa;

. HAaMMEHOBAHHE JTOKYMEHTA;

. WHJEKC JIea;

. CBEJICHUS O Mepeaapecai T0KYMEHTA;

. KOJIMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA;

. KOJIMYECTBO MPUII0KEHNH;

. o0I111ee KOJMMYECTBO JTUCTOB MPHIIOKECHHUIA;

. YKa3aHHS 110 UCITOJTHEHUIO JOKYMEHTA;

o JokHOCTh, . . O. ucnomHuTens;

. OTMETKa 0 KOHPUACHITHATHHOCTH.

B cocraB nononHUTENbHBIX CBEACHUH 00 3IEKTPOHHOM JIOKYMEHTE MOT'YT OBITh BKJIIOUEHBI CBEJCHUS:
HaMMEHOBAHHE aBTOpa JOKYMEHTa (€CIM aBTOp HE COBMAJAET C aJPECaHTOM (OTHPAaBUTEIEM) JIEKTPOHHOTO
JOKYMEHTa), OTMETKa O MEePEeHOCE CPOKa MCIIOMHEHUs JOKYMEHTA, CPOK XpaHEHHs TOKYMEHTa, HAUMEHOBaHUS
MPWIOKEHUN K 3JEKTPOHHOMY JOKYMEHTY, KJIIOYEBBIE CJIOBAa, CTaTyC JOKyMEHTa (IIPOEKT, BEpcUs), BHUJ
nepenavyn JOKyMeHTa (3JIEKTPOHHOM MOUTOM, MOUTOM, akcoM U T. [1.) U Jp.

Cpoku XpaHEHHsI DJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHHUS JOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATEIbHBIMU U MHBIMH HOPMAaTUBHBIMH MpaBOBbIMU akTaMu Poccuiickoit denepanuu,
TUIOBBIMU TIEPEYHSMH JUISI aHAIOTUYHBIX JTOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

6. Opranusanus 10KyMeHT0000POTA U HCIOJTHEHHUS JOKYMEHTOB.
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6.1. Ilpuem u 06padoTKa MOCTYNAKIIUX JOKYMEHTOB.

JIBU)KEHHE JTOKYMEHTOB C MOMEHTA WX CO3JaHUs WM MOJIY4YEHUs JI0 3aBEpPUICHUs MCIOIHEHUS WU
OTIIpaBKU 00pa3yeT JOKYMEHTOOOOPOT.

B nmoxymenToo00poTe 00pa3zoBaTenbHOM OpraHU3alliy BBIICTSIOTCS CIEAYIONINE TOKYMEHTOIOTOKHU

a) BXOZIIasi KOPPECIOHACHINS (FOpUInYecKue U (U3NIECKUE JTUIA);

0) ucxopsias KOppeCHOHASHIIHS (FOpuaUecKre U (PU3HUECKue JINIa);

') BHYTPEHHSS JOKYMEHTAITHSI.

JlocraBka u OTHpaBKa JOKYMEHTOB OCYUIECTBISETCS, KaK IMPAaBUIO, CPEACTBAMU IIOYTOBOM U
3JIEKTPOHHOMU CBSI3H.

JIoKkyMeHTBI, MOCTyHaromye B 00pa3oBaTeNbHYIO OpPraHHU3aIUI0, MPOXOIAT MEPBUYHYIO 00paboTKy,
pEerucTpainuio, MpeABaAPUTEIbHOE PAaCCMOTpPEHHUE, Mepeadyy PYKOBOACTBY Ha PACCMOTPEHHE, MEepelaroTcCs
WCIIOJTHUTEIISM U TI0CJI€ MCTIOIHEHUS TOMEIIAIOTCS B Jena.

[Tpuem u nepBuvHast 00pabOTKa JOKYMEHTOB OCYIIECTBIISIETCSI CEKPETAPEM.

Cekperapp MPOBOAMT: TMPOBEPKY MPABWIBHOCTH aJpPECOBAHMS  IOCTYMAIOIIUX JIOKYMEHTOB,
MPAaBUJILHOCTH JIOCTABKM U KOMIUIEKTHOCTH JOKYMEHTOB; COPTHUPOBKY JOKYMEHTOB Ha MOJJEXKAIIUE U HE
MOJIIeKaINe PETUCTPALIUH.

[TonyyeHHblE KOHBEpPTHI C KOPPECIOHACHIIMEH BCKPBIBAIOTCS, IPU 3TOM MPOBEPSETCS HaJIU4He
BJIOXKEHUM, a TAKKE YKA3aHHBIX B JIOKYMEHTax NMPUJIIOKEHUU. B ciiydae MoBpexIeHUsT YIAKOBKH M BIOKEHUN
00 OTCYTCTBUSI MPUIOKEHHUM COCTABIISETCS akT B JABYX dK3eMIUIsApax. OIUH SK3eMIUISp aKTa HalpaBisIeTCs
KOPPECIIOHICHTY, BTOPOM MPUOOIAETCS K MOCTYUBIIEMY JOKYMEHTY.

OmmboYHO MpUCITaHHAS KOPPECTIOHISHITUS TIEPEChUIACTCS M0 MPUHAICKHOCTH, €CITU U3BECTEH a/Ipec
noryJaresns. B mpoTUBHOM ciydae KOppeCIOHASHIINS BO3BPAIIACTCS OTIIPABUTEITIO.

KouBepThl 0T nocrynarouieii KOppeCoHAEHIUNA COXPAHSIOTCS U MPUJIAraloTcsl K JOKyMEHTaM JIMILb B
TOM clly4ae, KOrja TOJbKO MO HHM MOXXHO YCTAHOBUTH aJI[peC OTIPABUTENS WM, KOTJa JaTra IMOYTOBOIO
LITEMIENS UMEET 3HaYEHUE B KAUeCTBE J10Ka3aTEIbCTBA BPEMEHU MOJIYYEHHS JOKYMEHTA.

CrnenuanucTtoM HE BCKPBIBAIOTCS KOHBEPTHI MHUCEM C HAAMKUCHIO «IMuHO». OHU TEepelaroTcs Io
Ha3HAYEHUIO

Nudopmarus 1 TOKYMEHTBI O JIeATeILHOCTH 00pa30BaTeIbHON OpraHu3allui, He YKa3aHHbBIC B 4acTh 2
ctatbu 29 ®enepanpHoro 3akoHa ot 29 gexabps 2012 roma Ne 273-@3 «O6 oOpazoBanuu B Poccuiickoit

@eneparum», NPEICTaBIAIOTCS PYKOBOANUTENEM 00pa30BaTENbHON OpPraHU3alUK 10 OOPALICHUIO TPAXKIaHUHA

7100 JOKHOCTHOIO JIMIA T'OCYAApPCTBEHHOI'O OpraHa MJIM OpraHa MECTHOIO CaMOYIpaBJIEHHUs B ClIydasx U
MOpsZIKE, IPEAYCMOTPEHHBIX 3aKOHO1aTeIbcTBOM Poccuiickoit denepanui.

IIpencraBnenne MHPOpPMALMU MHBIM OpPraHU3ALUAM O JESATEIbHOCTH 0Opa30BaTENIbHOW OpraHU3aluu
OCYIIECTBIISICTCSA YUPEIUTEIEM OpraHU3alliH, B OTHOIIEHUH KOTOPOH Takas MHPOpMaIUs 3alpalinBaeTCs.

6.2. IlpenBapuTeibHOE pACCMOTPEHHE JOKYMEHTOB.
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Jlenonpou3BomuTens (WJIM) JUIO, OTBETCTBEHHOE 3a BEJCHUE [ENIONPOU3BOJCTBA, IPOBOIUT
MpeBapUTEIbHOE PACCMOTPEHHE JOKYMEHTOB B LENAX BBIJCICHHS M3 BCEro MacCHBa MOCTYNHBILEH
KOPPECIIOHICHIIUH TOKYMEHTOB, TPEOYIOIINX 0053aTeIbHOI0 PACCMOTPEHUSI PYKOBOAMUTENIEM 00pa30BaTEIbHOM
OpTaHU3AIIHH.

OcHOBaHHMEM JUTS IPUHSATHS PELIICHUS B XOJI€ MPEIBAPUTEIBHOTO PACCMOTPEHUS SBISIETCS COACPIKaHHE
JIOKYMEHTA, a HEe aJlpeCOBaHUE JOKYMEHTa COOTBETCTBYIOIIEMY PAOOTHUKY.

PesynpTaToM mpenBapUTENbHOIO PACCMOTPEHUsS SIBISETCS HANpPaBICHHWE JOKYMEHTA PYKOBOIHMTEIIO
00pa3oBaTenbHON OpraHU3aIUH WIIH JOKHOCTHOMY JIUIY B COOTBETCTBUU C YCTAHOBJICHHBIM paclpeieIeHuEM
00513aHHOCTEH MEX]y PYKOBOJIUTEIEM M JOJDKHOCTHBIMHU JIMLIAMH JUTS BBIHECEHUS YKa3aHUs TI0 MCIIOIHEHUIO
JOKYMEHTA.

6.3. PerucTpanus 10KyMeHTOB.

[lepeqaya MTOKYMEHTOB Ha PETUCTPAIMIO TPOU3BOMUTCS TOJBKO IOCIE WX NPEABAPUTECIHLHOIO
paccMOTpEeHHS.

Perucrpanmu momnexat Bce JIOKYMEHTHI, TpPEOYIOIIME Yy4YeTa, HWCIIOIHEHUS, WCIOIb30BaHUS B
CIPABOYHBIX LENAX, KaK MOCTYMAIOIINE U3 APYTrUX OpraHU3aluil M OT YACTHBIX JIML, TaK U oOpa3yrouiuecs B
mpoIriecce IesITeIbHOCTH 00pa30BaTeIbHON OpraHU3aIIHH.

He momnexar perucrpanuy TMO3ApaBUTENbHBIE MHUCHMA, TEIETPAMMEBI, MPUTITACUTEIbHBIC OWIIETHI,
nHpOpMaLUs U CBEIICHHsI, OyXTaaTepCKHe JOKYMEHTBI TIEPBUYHOTO yueTa. J{Jisi HUX COCTaBiseTCs MepeueHb
HEPEruCcTPUPYEMBIX TOKYMEHTOB.

Perucrpanust TOKyMEHTOB TPOU3BOJMUTCS C IENBI0 00ECTIEYCHUST X y4eTa, KOHTPOJIS 32 UCIOTHEHUEM
Y OIlepaTUBHBIM UCTIOIH30BAaHUEM HH(OPMAIIHH.

Perucrpanus 10KyMEHTOB IPOU3BOAUTCS B ICHb WX MTOCTYIIICHHUS.

JlomyckaeTcst OTMETKa O MOCTYIJICHUH JOKYMEHTa B OPTaHU3AIMIO TIPOCTABIIATH B BUJIE LITAMIIA UJIH OT
PYKH B HIDKHEH 4acTH JIMIIEBOW CTOPOHBI IIEPBOTO JINCTA IOKYMEHTA MIJIA Ha €ro 000pOoTe.

Peructparuss TOKyMEHTOB 3aKJIIOUYaeTCs B BEICHUU 3alMCH YYETHBIX JaHHBIX O JOKYMEHTE IO
YCTaHOBJICHHON pPErHCTPAallMOHHONW (opMe, KOTOPBIM (QHUKCHpyeTcss (akT CO3MaHMs, OTIPABICHUS WIH
MOJYYCHHUsI TOKYMEHTA IyTeM IIPOCTABJICHUSI Ha HEM PETUCTPAI[MOHHOIO MHJCKCA C TOCIICYIONICH 3aiChI0 B
yKa3aHHBIX (hOopMax HEOOXOIMUMBIX CBEJICHUH O JTOKyMEHTE.

JIOKyMEHTBI, MOCTYIAOIIKE B 00pa30BaTEeIbHYI0 OpPraHU3allfio, PEerucTpupyroTcs B KHure/xyphane
perucTpaIyy BXOIAIIeH KOPPECIIOHICHINH, a T€, YTO OTIPABIIAIOTCS U3 HETo, - KHure/ s)KypHasue perucrpanun
HCXOJIAIIEH KOPPECTIOHEHITNU (npuiodicerue 3).

6.4. PacnpenejieHne MOCTYNAIOUIUX JOKYMEHTOB.

[Tocne permcrpanuu MOKYMEHTBI TEPENalOTCS HAa PACCMOTPEHUE PYKOBOIUTEIO 00pa30oBaTEIbHOM

OpraHu3alMH.
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Ilocne paccMOTpeHHs PYKOBOIUTENEM JIOKYMEHTBHl BO3BPALIAIOTCA CEKpeTapro U (WiM) JIHLy,
OTBETCTBEHHOMY 3a BEJICHUE JIEJIONPOU3BOJCTBA, JUUIS IEPEHECEHUs YKa3aHUN 0 UCIIOIHEHUIO JOKYMEHTa B
KYpHAJI pErucTpanuu BXOAAIINX OOKYMCHTOB. B cootBeTcTBHH C YKa3aHUAMMU [10 UCIIOJTHCHHUIO IMOJIMHHHUK
JOKYMEHTa HaIlpaBisieTcs pPAaOOTHUKY, SBIIAIOMIEMYCS OTBETCTBEHHBIM MCIIOJIHMUTENEM, a COUCIIOIHUTENSAM
HaIpPaBJIAIOTCS KOMUU JOKYMEHTOB (E€CIIM UMEIOTCA), O UeM JelaeTcsi oTMeTka B KHure/>kypHanie perucrpauuu
BXOJAIINX JOKYMEHTOB.

DJEeKTpOHHBIE COOOIICHHs, TOChUIAEMBIE M0 DJJIEKTPOHHOW TII0YTEe, WCIOIHIIOTCS aHAIOTUYHO
JOKYMEHTaM Ha OyMa)KHBIX HOCUTEIISX C yUE€TOM OIpeJieIeHHON Crieln(UKU B MPOLIECCE UCTIOTHEHUS.

6.5. [Topsiiok 00padOTKHU U MPOXOKAEHUSI UCXOASIIINX U BHYTPEHHHUX JIOKYMEHTOB.

[Topsiiok MOArOTOBKM MCXOASAIIMX TOKYMEHTOB BKJIIOYAaeT B ce0s paboTy IO COCTAaBJICHHUIO IMPOEKTa
JIOKYMEHTa, COTJIACOBAHMIO, TIOJIMUCAHUIO (YTBEPKIACHUIO) U OTIIPABKE.

Jlo  mepegaum  JOKYMEHTa  Ha  MOANUCh  WCHOJIHMUTENb  JOJKEH  IPOBEPUTh  €ro
COJIep)KaHue, MPAaBUILHOCTE  OQOPMIICHHS, HaJIMdue HEOOXOIAWMBIX BHU3 H MNPWIOKEHUU. JIOKyMEHT
IIPEJCTaBIIseTCs Ha ITOMUCh BMECTE ¢ MaTepHajaMH, Ha OCHOBAaHUH KOTOPBIX OH FOTOBMJICS.

BHyTrpeHHHe  JTOKyMEHTHI  O(QOPMIIIOTCS M HUCHOJNHAIOTCS  (MCIONB3YIOTCA) B Mpeaenax
00pazoBaTeabHON OpraHu3altH.

BHyTpeHHne AOKYMEHTHI (JOKJIagHbIE 3allMCKH, CIPAaBKH, CBOAKM M Jp.) pPacCMaTpUBAIOTCS TEMU
JOJIKHOCTHBIMU JIMIJAMH, KOMY OHH HaIlPaBJICHBI.

OTBeTcTBEHHBIE 3a JENONPOM3BOACTBO INEPE] CAAYEH KOPPECIOHICHIMM Ha OTIPaBKY JOJKHBI
00513aTeIbHO MPOBEPUTH NMPABUIBHOCTE €€ oopMiieHus U ajpecoBaHusi. KoHBepTOBaHNE KOPPECTIOHACHIIMH U
JAPYT'UX IIOYTOBBIX OTIIPABICHUN IPOU3BOJUTCS CTPYKTYPHBIMU IOAPA3ACICHUSAMU OpraHU3aluu.

PCFI/ICTpaHI/ISI OTIIPABJIAICMBIX JOKYMCHTOB OCYHICCTBIIACTCA B ACHb UX ITOAIIHCAHHA (YTBep)K}IeHI/ISI) NN
Ha Cleyoumii pabounii 1eHb. PerucTpanoHHbI HOMEp JOKYMEHTA U J1aTa PErMCTPaLuU MIPOCTABISIOTCS Ha
MOJUIMHHUKE JOKyMEHTa B pEKBU3UTaX OJlaHKa W Ha KOIUH, OCTarolleiics B Jene o0pa3oBaTeabHOU
opranu3anyy. CHpaBOYHBIM amnmapaToM Ul UCXONAIIMX JOKYMEHTOB SIBJISIETCS JKypHal PEruCTpaluy 3THX
JTIOKYMEHTOB.

OTnpaBKy HCXOISIIUX JTOKYMEHTOB IPOM3BOJIUT CEKpeTaph U (MJIM) JIMIO, OTBETCTBEHHOE 32 BEJCHHE
nenorpon3BoacTBa. CpouHast KOPPECTIOHACHITUS OOPMIISETCS U OTIIPABIISICTCS HE3aMEITUTEIBHO CEKPETapeM.

Jlenonpon3BOIUTENb HPOBEPSET MPABUIBHOCTh O(GOPMIIEHUS HMCXOISIIUX JAOKYMEHTOB, MPOU3BOIUT
COPTHPOBKY JIOKYMEHTOB II0 CHOCOOY JIOCTaBKM KOpPPECHOHJCHIMM ajpecaTy (mpocras, 3akas3Has,
MEXIyHapoaHas W Jp.). HenpaBuibHO oQoOpMiIeHHbIE TOKYMEHTBI M KOPPECIOHJEHIMS HECITyXeOHOro
XapaKTepa K OTIHPAaBKC HEC NPUHUMAIOTCA U BO3BPALIAOTCA JIMIY, TIOATOTOBUBIICMY JOKYMCHT.

OTtnpaBnsgeMass MO NOYTE€ KOPPECHOHJECHLMS MPOXOAUT YHNAKOBKY, aJpecoBaHHE, NPOCTaBJICHUE

CTOMMOCTHU MOYTOBLIX YCIIYT U ICpEAavYy Ha OTIHPABKY B MCCTHOC OTACIICHHUC CBA3U.
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Ha 3aka3Hyl0 KOppECIOHJAEHIMIO, Ha JOKYMEHTBI C IMOMETKOH «Jlisi ciyKeOHOro MoIb30BaHUS»
COCTaBIISIETCS  peecTp, KOTOPHI 3aTeM BO3BpalIaeTCs CeKpeTaplo y4yeOHOW dYacTH | (MIM) JIMILYy,
OTBETCTBEHHOMY 32 BEJICHUE JIEIONPOU3BOJICTBA, C PACTUCKONW PAOOTHUKOB IIOYTOBOTO OT/EJIICHUS CBSI3U WIIH
MHOTO JIIa, 00ECIeYNBAIOIIEro OTIPABKY TOKYMEHTOB.

[lepenaua ¢ ucCrONb30BAHUEM CPEICTB (PAKCUMUIIIBHOM CBSI3U JTOKYMEHTOB, COAEPIKAILUX CIYXKEOHYIO
MH(POPMALIUIO OIPAaHUYEHHOT'O PacIpOCTPAaHEHMs, B TOM YUCIIE C TOMETKON «JlJis ciayx’eOHOro Moib30BaHUM»,
He paspemraercs. Kateropudecku 3ampemiaercs mepeaada 1Mo cpeacTBaM (DaKCHMHIIBHOW CBSI3U CEKPETHBIX
JIOKYMEHTOB.

C wucnonbp30oBaHUWEM CPEACTB (PaKCUMHIBHOM CBS3M MOTYT OBITH TE€pelaHbl MaTepHalbl TEKCTOBOTO,
TaOJMYHOTO MM TPadUIECKOro Xapakrepa, HCIOJHEHHbBIC THITIOrpa(CKUM, MAIIMHOMMCHBIM UM PYKOITHCHBIM
CIIOCOOOM B YE€PHOM HJIM TEMHO-CHHEM IIBETE C YETKHM M KOHTPACTHBIM U300pakeHHeM (IIEpBbIe 3K3EMIUIAPHI
WJTU UX KCEPOKOMMUH) Ha Oesiol Oymare ¢ MUHUMAaJIbHOW BhICOTON OYKB M 1udp 2 MMm. OOBEM mepeaBaeMoro B
TEUEHHE OJJHOTO CeaHca CBS3U JOKYMEHTA, BBITOJHEHHOro Ha Oymare ¢opmara A4, He MOKEH NMPEBBINIATH
TISITH JIUCTOB.

OTBETCTBEHHOCTh 3a CoOJepkaHMe WH(OpMAIMK, TepelaBaeMoil C HCIOJIb30BAHUEM CPEJICTB
(haKCUMHIIBHOH CBSI3H, BO3JIAracTCsl Ha UCIIOTHUTEIS, TOATOTOBUBIIETO (haKCOrpaMMy JUTs TIepeaadH.

6.6. OcoGeHHOCTH PadOTHI € JJIEKTPOHHBIMHU I0KYMEHTAMM.

B o6pazoBaTenpHON OpraHu3aIuy Co3ar0TCs U UCIIOJIb3YIOTCS

. AJIEKTPOHHBIE TOKYMEHTHI, CO37[aBaéMble B JIEKTPOHHON (hopMme 0e3 MmpeaBapuTebHOrO

JOKYMEHTUPOBaHMS Ha OyMa)KHOM HOCHUTEIIE;

. AJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, TIIOJIyu€HHbIE B pe3yjbTaTe CKaHUPOBAHHS

JOKYMEHTOB U XpaHSIIUECS B CUCTEME 3JICKTPOHHOTO JJOKYMEHTO000pOTA.

IIpueM u oOTHpaBKa 53JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIIIOTCS OTBETCTBEHHBIM 3a BEICHUE
JIETIOTTPOM3BO/ICTBA B 00pA30BaTEIbHON OpraHU3aINy.

DJEeKTpOHHBIE JOKYMEHTBHI CO3/al0TCs, 00padaThIBAlOTCSI M XPAHATCS B CHUCTEME 3JIEKTPOHHOTO
JTIOKYMEHT0000pOoTa 00pa3oBaTEILHON OpraHU3alluH.

DJIEKTPOHHBIA JOKYMEHT JOJDKEH ObITh O()OPMIICH IO OOLIMM IpaBWJIaM JIEJIONPOU3BOJICTBA U UMETh
PEKBU3UTHI, YCTAHOBJICHHBIE Ui AaHAJOTMYHOTO JIOKYMEHTa Ha OyMa)KHOM HOCHTENE, 32 HCKIIOUEHUEM
OTTHCKA IeYaTH.

Jisi moATBep KIEHHS TOAJIUHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB B 00pa30BaTeNbHOW OpraHMU3alUU
WCTIONB3YIOTCS 3JIEKTPOHHBIE IU(POBBIC oAMHCH. VICTIONb3yeMble CpeicTBa IIEKTPOHHOH ITU(POBOW MOIITHCH
JIOJDKHBI OBITH CePTU(UIIMPOBAHBI B YCTAHOBJICHHOM TTOPSIIKE.

EnunHuneii yuaera 3J€KTPOHHOTO IOKYMEHTA SIBIISICTCS SJICKTPOHHBIA TOKYMEHT, 3apETUCTPUPOBAHHBIN B
CHCTEME DJJEKTPOHHOTO JOKYMEHTO00OpOoTa 00pa3oBaTeIbHON OpraHu3allMHd. OJEKTPOHHBIA JIOKYMEHT,

MMEIOLIUI MPUIIOKEHHS], PETUCTPUPYETCS KaK OAMH JIOKYMEHT.
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[Tocne oTmpaBKy 3JIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOr0 3JIEKTPOHHOM MOANUCHIO YIOJTHOMOYEHHOIO
JIOJDKHOCTHOT'O JIMIA, JOCBUIKH ajjpecaTy ero KOnuu Ha OyMakHOM HOCHUTENe, KaKk IpaBUJIo, He Tpedyercs, 3a
UCKITFOUEHHEM  OTBETOB  Ha  OOpalieHWsi  TrpaxaaH,  IMOCTYNHMBIIUX MO  HH(POPMAIMOHHO-
TEJIEKOMMYHHKAIIMOHHBIM KaHallaM, Ha KOTOpBIC 3asBUTENIO JaeTCs MUCHhMEHHBIM OTBET, HANpPaBIsSEMBIH MO
MOYTOBOMY aJIpecy, yKa3aHHOMY B OOpaIIeHUH.

VcnonHeHHble 3JEKTPOHHBIE JOKYMEHTHl CHCTEMAaTH3MpPYIOTCS B Jlela B  COOTBETCTBHM C
HOMEHKJIATYpOH e’ 00pa30BaTeNbHOW OpraHW3allMd W HMHICKCHPYIOTCS B TOPSJIKE, YCTAaHOBJIECHHOM B
OTHOUIEHUH JIeJ, COCTABJIEHHBIX M3 JOKYMEHTOB Ha Oyma)kHOM Hocutene. [Ipu cocTaBieHMH HOMEHKIATyphI
JIeTT B 3ar0JIOBOK JIeJIa BKITIOYAETCsl yKa3aHue « DIEKTPOHHBIE JOKYMEHTHIY.

6.7. AudopmanuonHasi 6e30MaCHOCTb.

WudpopmanmoHHble  pecypchl  00pa3oBaTENbHOM  OpraHM3allid MO  JOCTymy  (BO3MOXKHOCTH
WCIIONIB30BAHUS) TIOJIPA3CISAIOTCS Ha OTKPHITYIO (00IIeI0CTYITHYI0) HH(OpMAIIHIO, CIyXKeOHYI0 HH(pOpMaInio
¥ UH(GOPMAITUIO OTPAHUYEHHOT'0 PACIIPOCTPAHECHHUS (JIOCTYIIA).

K kareropuu oTkpbITON MHGOPMAIUK OTHOCUTCS MHGpOpMALMs, CoeprKaliascs B JOKyMeHTax u 0azax
JAHHBIX 00pa30BaTENbHON OpraHU3aluy, HETIOCPEICTBEHHO 3aTparuBaroias MpaBa U HHTEPEChl TPaK/IaH.

K xareropuu ciayxe6HOM MH(MOpMAIIMK OTHOCUTCSI HH(OPMAITUs, COAepIKaIIascs B JOKYMEHTax U 0a3ax
JAHHBIX 00pa30BaTENbHON OpraHu3aluy, NpeTHa3HAYCHHAs Ui JODKHOCTHBIX JUI[ W PaOOTHHKOB, MPHU
BBINIOJTHEHUH MU CBOMX (YHKIIMOHAIbHBIX OOsI3aHHOCTEH, HE 3aTparuBarolias HapsMylo MpaBa U UHTEPECHI
rpaXJaH U He OTHOCAIIASCS K KaTerOpUU OrpaHMYEHHOT0 pacpOCTpaHeHus (JOCTyma).

K kareropun uH(popManuum OrpaHMYEHHOTO paclpoCTpaHEHHs (JOCTyIa) OTHOCUTCS HH(OpManus,
cozieprkaniascs B JIOKYMEHTax u 0azax JTAHHBIX, BKITFOYAIOIITAs CBEICHHUS
KOH(DHICHIINATBPHOTO XapaKTepa.

Bces undopmanus, coneprkaiiasicss B TOKyMEHTax U 0azax JaHHBIX, IO YMOIYAHUIO SIBISIETCS OTKPBHITON
u obmenoctynHod. HckmrodeHne coctaBisieT WHQOpMaIus, OTHECEHHas K KaTeropusiM CIYy)XKEOHOW u
OrpPaHMYEHHOI'0 PAaCIpPOCTPAHEHUS (JOCTYIIA).

Hoctyn mnonb3oBaTtenedl K UHGOpMAIMM OrpaHUYMBAETCS IyTeM OTHECeHUs HHpopManuu K
COOTBETCTBYIOIIIEH KAaTerOpMM U HAJO)KEHHEM Ha Hee COOTBETCTBYIOLIEro rpuda OorpaHuYeHUs
pactpoctpaneHusi. MHpopMmarus OrpaHWYeHHOTrO JOCTyna cHaOxkaercs rtpudom «Jlis cioyxeOHOro
MOJIE30BAHUS».

[IpaBom oTHeceHWss WHPOPMAUMU K KATErOpUM OrPAHMYCHHOTO JIOCTYyNa W HAJOXKCHHS
COOTBETCTBYIOIIEro rpuda o0nasaeT aBTOp TOKYMEHTA MO COrNIACOBAHUIO C PYKOBOJIUTENIEM 00pa3oBaTeIbHON
OpraHU3aIiH.

JlokymeHTUpOBaHHas WMH(OpMALMS OrPaHUYEHHOIO PacCHpOCTpaHeHUsi 0€3 CAHKIMHU JOKHOCTHOIO
JIA, YCTAaHOBUBIIETO PEKUM OrPAaHUYEHHOTO PACHPOCTPAHEHHUs IS JAHHOTO JTOKYMEHTa, HE TOIJICKUT

pasrnamenuto (pacrpoctpanenuro). IlpemocraBieHue monp3oBaTeasiM JOCTyNna K JaHHOM WHGOpManuu
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OCYILIECTBISETCS. MCKIIOYUTEIBHO II0 COIVIACOBAHUIO C YKA3aHHBIM JOJDKHOCTHBIM JIMLIOM IIYTEM IOJAa4H
COOTBETCTBYIOILECH 3as1BKHU.

JIOJKHOCTHBIE JIMIA, MPHUHSBLIME pelieHue 00 OoTHeceHWu uHopMaluy, 3apUKCHPOBAHHON B
JOKYMEHTE, K KaTeropuud OrPaHUYEHHOI'O PACIPOCTPAHEHMs, HECYT OTBETCTBEHHOCTh 33 OOOCHOBAaHHOCTb
IIPUHATOTO PEIIEHUS U €r0 COOTBETCTBUE JEHCTBYIOIEMY 3aKOHOAATEICTBY.

JInuHble fena pabOTHUKOB, JTUYHbIE KAPTOUYKU PAOOTHUKOB, TPYAOBbIE KHMKKH PAOOTHHUKOB, MPHUKAa3bl
10 TMYHOMY COCTaBY JIOJKHBI XpaHUThCS B cefi(he MM B METANINYECKOM LIKay.

3anucu B TPYIOBOM KHIKKE IOANHKCHIBAET PYKOBOIUTENb 00pa3oBaTelIbHOM OpraHu3aluu. Y4er,
XpaHCHUC W BblOady 0J1aHKOB CTpOFOﬁ OTYECTHOCTH: OUIIJIOMOB, BKHaI[LIHIGﬁ K HHM, CBHUICTCIIBCTB,
yJIOCTOBEPEHMI BEJIET 3aMECTUTENb AUPEKTOpa. bianku xpaHsaTcs B ceide.

VYcraHoBKa M AKCIUTyaTalMs MPOrPaMMHOrO OOecTeueHHsl, MOTYYEHHOr0 U3 JIIOOBIX HMCTOYHHUKOB H
BBIMOJIHAIONIETO (YHKIMM, HE CBSI3aHHBbIE HEMOCPEACTBEHHO C BBIMOJIHEHUEM paOOTHUKAMHU CBOMX
TOJIKHOCTHBIX 005I3aHHOCTEH, KaTErOPUYECKH 3alpeleHa.

Bes nmpencraBieHHas B 3JIEKTPOHHOM  BMJIE MH(OpManus, IocTynarouias B 00pa3oBaTENIbHYIO
OpraHHu3aIlHio, B 0053aTEIIbHOM MOPSAKE MOUIEKHUT ITPOBEPKE aHTUBUPYCHBIMU CPEJICTBAMHU.

OJEeKTpOHHasi MOYTa MOXET MCIOJIb30BaThCsl IOIB30BATENSAMHM TOJNBKO UIsi oOMeHa MH(opMaruen,
OTHOCSIIEHCS K KaTerOpHH, OTKPBITOM M CIYy)XeOHOH. 3ampemieHo HCIONb30BaTh dJEKTPOHHYIO IOUTY IS

neperayy nH(OpMaLuy, OTHOCSIIEHCS K KaTerOpUH OrPaHUYEHHOI'0 paclpOCTPAHEHHUS.

7. KOHTpOJ’IB 3a UCIIOJIHCHUEM NOKYMCHTOB

7.1. Opranu3anusi KOHTPOJIA.

KonTponro moyiexar Bce 3aperHCTPHUpPOBaHHbBIE JIOKYMEHTHI, TpeOyroue ucrnonHeHus. KoHTpoib
WCTIOJIHEHUSI JTOKYMEHTOB BKJIFOYAET: Y4YeT, TMOCTAHOBKY Ha KOHTpPOJIb, KOHTPOJIb CPOKOB WCIIOJHEHUS,
HCTIOCPCACTBCHHYIO IIPOBCPKY XOJa HCIOJHCHHA, MNPOBCPKY KaAUCCTBA HCIIOJIHCHUSA, aHAINU3 PE3YJIbTATOB
WCTIOTHEHUSI.

KOHTpOHL 3a UCIIOJIHCHUCM TOKYMCHTOB YCTAHABJIMBACTCA B LICJIAX OGCCHG‘-ICHI/ISI HUX CBOCBPCMCHHOI'O U
Ka4€CTBEHHOI'0O  HCIIOJIHCHMHS, IMOBBIIICHUA  YPOBHA OpFaHHSaTOPCKOﬁ pa6OTBI A HCHOJHUTEILCKOU
AJUCLHUIIIIUHBI.

[Tpu mocTaHOBKE JOKYMEHTa Ha KOHTPOJb Ha MPAaBOM BEPXHEM TOJIE€ JIOKYMEHTA JIENaeTCs OTMETKa O
KOHTpOJIe, KOTOPYIO 0003HAYAIOT CIIOBOM (IITAMIIOM ) «KOHTPOJIb)

KonTponto mojiexxar TpHKasbl, PEIICHUsS COBETOB, a TaKXKe JOKYMEHTHI, ITOCTYIAIONIUE HAa WUMS
PYKOBOIHUTENSI 00pa30oBaTeIbHON OpraHU3aIlHH.

Opranu3anus KOHTPOJIS UCTIOJTHEHHS BKIIFOYACT B ceOs:

. MOCTaHOBKY JIOKYMEHTa Ha KOHTPOIIb;

o MOHUTOPHUHT UCIIOJTHCHHWA KOHTPOJIbHBIX nopyquHﬁ JOKYMCHTOB;,
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. CHATHUE UCIIOJIHEHHOIO JOKYMEHTA C KOHTPOJIS;
. HaIlpaBJICHUE UCIIOJIHEHHOIO JOKYMEHTA B JEII0.

PykoBonuTenu CTpYKTYpHBIX MOApa3JeNeHuid 00s3aHbl pacCMAaTPUBaTh COCTOSHUE HCIIOIHUTEIbCKOM
JUCUUIUIMHBI 110 JOKYMEHTaM C IMOPYYEHHUSMH aJIMHHHMCTPAaLUU 00pa3oBaTeNbHON OpraHM3allid, a TaKkKe
JOKYMEHTBI, IOCTYIHUBILKE B aJIpeCc CTPYKTYPHOr'O MOApa3IelIeHUs U TPeOyIOLIe UCIIOIHEHUS, U IO OTOBKU
OTBETA.

JIOKyMEHT CUMTAETCsI UCIIOJIHEHHBIM, KOTJ]a PEIIEHBI OKOHYATEIbHO BCE MOCTABICHHBIE B HEM BOIIPOCHI

n CO6J'II-OI[CHI>I CJICAYOIEC CPOKHU:

. €CJIM B JOKYMEHTE ITOCTaBJIEH CPOK UCIIOJHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTBI 0€3 yKa3aHusl CPOKA UCIIOJIHEHUS — B MECSIUHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCSl IOMETKA «CPOYHO» — B TPEXAHEBHBIN CPOK;

. nopy4eHus 0e3 yka3zaHHsl KOHKPETHOM JaThl HCIIOJTHEHUS — B MECSIUHBIN CPOK;

. C IIOMETKOM «onepaTuBHO» — B 10-HEBHBIN CPOK;

. 10 oOpaleHUsM I'paxkJaH, TPEOYIOLUIUM JIOTOJHUTEIBHOIO U3YUYEHHs U IPOBEPKU, — /10

OJTHOT'O MeCsIIa CO JTHSI PETUCTPAIUH, 10 OCTAIBHBIM — He Oonee 15 qHeid.

Cpok ucumcisgercs B KaJ€HJAPHbBIX THIX C JaThl IOANNCAHNS TOKYMEHTA.

Ecnu mocnenHuilt €Hb WCHONHEHUS JTOKYMEHTa NPUXOAUTCS Ha HEpaOO4YMil JeHb, OH IOAJIEKUT
WCIIOJIHCHUIO B MPEIISCTBYIOMUA eMy paboduii I1eHb.

IIpy HEoOXOAMMOCTH TPOUIEHUS CPOKAa MCIOIHEHHUsS JOKYMEHTa OTBETCTBEHHBIH HCIOJIHUTENb
MIPEJICTaBIISIET Ha UMsI PYKOBOAMTENST 00pa30BaTEIbHON OpraHU3aliy, AaBIIEro Mopy4eHne, MOTUBUPOBAHHYIO
HpOCL6y 0 €ro HpoAJICHMHU HC MO3JHCC 4YCM 3a TpU AHA A0 HUCTCUCHUA YCTAHOBJICHHOTO CpPOKa, C 4YCM
CBOEBPEMEHHO Iepenaercs nHpopMaIus B IPUEMHYIO PYKOBOAUTENSI 00pa30BaTeIbHON OpraHU3aIiy.

7.2. Ilopsi10K CHATHUS IOKYMEHTOB € KOHTPOJIS.

I[OKYMGHTI)I CHUMAIOTCA C KOHTPOJIA, €CJIU PCIICHBI MMOCTABJICHHBIC B HUX BOIIPOCHI WJIM aBTOpaM JdaH
OTBET 110 CYILECTBY.

Ecnu no pazpenraeMomy BOIpPOCY 03KMJIAETCSl OTBET, TO OH BMECTE C KOIMUEH OTBETa 3asBUTEII0 MOXKET
HaxOJUTbCA Y UCIIOJIHUTEIISI HA KOHTPOJIE.

HpOMC)I(YTO‘IHBIﬁ OTBCT, pPAaBHO KaK W 3anpoC IO HCIOJIHACMOMY HOOKYMCHTY WJIM YaCTUYHOC
WCIIOJIHEHUE MIOPYUYEHUs, HE SBIIETCS OCHOBAHUEM JJIsl IPU3HAHMS JTOKYMEHTA UCIIOJIHEHHBIM.

CHATb JOKYMEHT C KOHTPOJISI MOYKET TOJIBKO JOIKHOCTHOE JINII0, KOTOPOE MOCTaBUIIO €r0 Ha KOHTPOJIb.

OcHoBaHUEM 7Sl CHATHS ¢ KOHTPOJISA JOKYMEHTOB C MOPYUYEHHUSMH PYKOBOJIUTENSI 0Opa3oBaTEIbHON
opraHu3zaliu ABJIAACTCA HOKYMCHT — OTBCT, HO,[[HI/IcaHHBIf/'I PYKOBOAUTCIIEM, €0 3aMCCTUTCIICM, JII/I60 CIIpaBKa

00 UCITOJTHEHUH JOKYMCHTA 3a NOAIMUCBIO PYKOBOJIUTECIISA CTPYKTYPHOI'O ITOAPA3ACIICHUA.
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Ecnu Bce mocTaBiieHHbIE B JOKYMEHTE BOIPOCHI PEIIEHBbI B ONEPATUBHOM IOpsIKE, 0€3 MOArOTOBKH
MUCHbMEHHOI'O OTBETA, MCIIOJIHUTENb Ha JOKYMEHTE JIeNaeT KPaTKylo 3aluCh O PEIIEHUH BOIPOCa, YKa3bIBaeT
JaTy ¥ TOJIIHCh, TIOCIIE Y€Tr0 JOKYMEHT TIOMEIIAETCS B JIEIO.

8. Yuer u XpaHeHHe nevyaTeii, ITAMIIOB U 0JIAHKOB.

OO0s3aTenbHOMY YYeTy MOJUIeKAT BCE BHJBI TEYaTel W INTAMIIOB, OJIAHKA CTPOrOM OTYETHOCTH,
KOMaHMPOBOYHBIE YOCTOBEPEHUS, CIYKEOHBIE 3a/1aHUs, TPYAOBbIE KHUKKH.

VYyer Bcex meuyaTeil M IUTAMIOB, HMEIOLIUXCS B 0O0Opa30BaTElIbHOM OpraHM3allliH, BeEJIETCS B
CIICIMAILHOM JXypHaue (npunogicenue 2).

KypHansl ydera BKIIOYAIOTCS B HOMEHKIATYpY Jeid. JIMCTBI WX HYMEpPYIOTCS, HpPOIIMBAIOTCS M
OI1€YaThIBAIOTCS.

[ledaTy 1 mTaMmbl JOMKHBI XPAaHUTHCS B ceii(ax MM METANINYECKUX MIKagax.

OTBETCTBEHHOCTh 3a XpPAHEHUE U MCIIOJIb30BAHME I€YaTel, IITaMIIOB HECYT JIMLA, OTBETCTBEHHBIE 3a
BEJICHUE JICIIONPOU3BOICTBA.

VYHUuTOXKEHNE OJaHKOB IPOM3BOJUTCSA IO aKTy ¢ OTMETKOM B COOTBETCTBYIOIIMX JKypHaJlaX y4yeTa.

[ledaTy 1 mITaMOBl YHUYTOXKAIOTCS 110 AKTY.

IIpoBepka Hanmuuus mevyarei, ITAaMIOB U OJIAHKOB, a TAaKXKe MOPSIKA UX XPAHEHUS U UCIIOJIb30BAaHUS
MPOM3BOIUTCA KOMHCCHEH He peke OJHOro pasa B TOJA OJHOBPEMEHHO C TIPOBEPKOW COCTOSHUS
JIeTIONPOU3BO/ICTBA.

9.CocTaBiieHHEe HOMEHKJIATYPBHI jell.

Homenknarypa pgea - 3To oO0s3aTenbHBbIA A KakIoW o0pa3oBaTeNbHOW — OpraHu3aliu
CHCTEMAaTU3UPOBAHHBIA MEepeueHb HAUMEHOBAHUHN (3arojOBKOB) Jel, KOTOpbIE (POPMHUPYIOTCS € YyKazaHUEM
CPOKOB XpaHEHUs el (npunosicenue 4).

Howmenknarypa aen npenHa3zHaueHa JUuis yCTaHOBKH B 00pa30BaTeIbHON OpraHU3aluy €JMHOr0 IMOpsIKa
(dbopMHupOBaHUS J1eN, 00ECTIEYCHUsI NX y4eTa, OMEePaTHBHOTO MOUCKA JOKYMEHTOB IO UX COICP)KaHUIO M BHIY,
OIIpEJICNICHUs] CPOKOB XpAHEHHUs e M SBISETCS OCHOBOW Uil COCTABJICHHUS OMHMCEH A€l IOCTOSHHOIO U
mitenbHoro (ceimie 10 yeT) XpaHeHus, a Takxke A ydeTa Jed BpeMeHHoro (1o 10 jeT BKIIOYMTEIbHO)
XpaHEeHHU.

B rpade 1 HOMeHKIATyphl M€l MPOCTABISIOTCS WHAEKCH KaXJOro Jena, BKIYEHHOTO B
HOMEHKIIATypy. Wupnekc  gema  coctoMT W3 IU@poBOro  00O3HAUEHUs M3 IUTaTHOTO
pacrincanust 00pa30BaTENbHON OpraHn3auy (Koaa) U MOPsIKOBOI0 HOMEpa 3arojioBKa Jieia 10 HOMEHKIIaType.
WNupekcel aen 0003Havar0TCs apabCcKuMu 1udpamu.

IIpumep —

12-05, rome 12 — o6o3nauenue (kom), 05 — MOPSAAKOBBIA HOMEP 3aroJioBKa Jiejla B pasfelne
HOMEHKJIATypHI AeII.

B rpade 2 HoMEeHKIIATYpBI 1€ MPONUCHIBAIOTCS 3arOJIOBKH JCII.
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3arosioBoK Jiena JOJDKEH YEeTKO B CKAaTod 0000meHHON (opme oToOpa)kaTh COCTaB UM COJEp)KaHHE
JOKYMEHTOB Jiena.

B 3aronoBkax JMYHBIX U JAPYTHX J€Jl, COIEpKalIUX JTOKYMEHTHI M0 OJHOMY BOIIPOCY, yHoTpeoisercs
tepmuH JIEJIO.

B 3aronoBkax nen, copepaliux IJIaHOBO-OTYETHYIO JTOKYMEHTAllMIO, YKa3bIBaeTcsl Mepuoj (Mecsil,
KBapTaj, MOJYroJlue, rof), B KOTOPOM IUIAHUPYETCS CO3/IaHHE JOKYMEHTOB WIIM IMEpUO] UX (hakTHYecKoro
BBITIOJTHEHMSL.

Bo Bpems pasMenieHus 3arojoBKOB €1 B HOMEHKJIATYPE YYHMTHIBAETCS BAXKHOCTH JIOKYMEHTOB,
BKJIFOYEHHBIX B JIEJIO, UX B3aUMOCBA3b. B Hauase pacrnonararoTcsl 3aroJOBKH JE€JI B OTHOLIEHUH JOKYMEHTOB,
IIOCTYIIMBUIMX OT OPraHOB BBICILIErO YPOBHs, Jajee - M0 OpraHU3allOHHO-PACIOPAIUTEIBHON JOKYMEHTAlUHY,
IIJIAHOBO-OTYETHOM JOKYMEHTALMH, IIEPEMUCKE, YUETHO-CIIPAaBOYHBIM BUAAM JOKYMEHTOB. B Kaknoi U3 3THX
IPyNI JOKYMEHTHI TAK)KE PA3MEILAIOTCS ¢ y4E€TOM 3HAYUMOCTH U CPOKOB XPaHEHHUS.

I'padpa 3 HOMEHKIATYpHI JieJ 3aloNHSAETCS B TEUEHHE KaJCHIAPHOro roga — npu (HOPpMHPOBAHUU
HOBOT'O JI€JIa, IIPY 3aKPBITHH J€J1a U 110 OKOHYAaHUU KaJICHIapHOr o ToAa.

[To moctmxenun nenom odobema B 250 TUCTOB, TOM 3aKPHIBAETCS U OTKPBIBAETCSI HOBBIN TOM. B rpade
IIOCJIEOBATENBHO YKa3bIBAKOTCSI HOMEPAa TOMOB M KpallHUE aThl JOKYMEHTOB Ka)KJI0r0 TOMa.

ITpumep —

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

DONEeKTpOHHBIE [i€la Ha TOMA HE pPa3feisAtoTca. Bce 3IIeKTpOHHBIE JTOKYMEHTBI, HE3aBHCHMO OT MX
o0beMa, BKIIIOYAIOTCS B O/THO 3JIEKTPOHHOE JIEINO.

B rpade 4 ykaspiBaeTcs CpOK XpaHEHMs Je€jla, HOMepa CTaTeil M0 TUIOBOMY WJIM BEJOMCTBEHHOMY
NepeyHio, (eepalbHOMY 3aKOHY WM MHOMY HOPMAaTHBHOMY MPAaBOBOMY akTy, a MPU UX OTCYTCTBUHU — IO
TUIIOBOM WJIA IPUMEPHON HOMEHKIIATYPE JEIL.

B rpadge S5 «lIpuMeuanue» ykas3bIBalOTCS CIIEHMAIBHBIE CPOKU XPaHEHUs, MPOCTABISAIOTCS OTMETKU O
3aBEJICHUU el (B TOM YHUCIIE B 3JIEKTPOHHOM BHJIE), O BBIICICHUH A€ K YHUUTOXKCHHIO TI0 HCTEYEHUH CPOKOB
X XpaHEHUs, O MECTE XPAaHEHHWs IOJIMHHUKOB JOKYMEHTOB, O Iepefade JeNl B JIPYryr0 OpraHU3aLMI0 IS
IpooJbKeHus U Jip. B rpade nenarorcst OTMETKH 0 MEepexXoAIuX JIeNax ¢ yKa3aHUEM CTaporo MHJEKca Jena B

cJ1ydac €ro usMCHCHUS.

IIpumep —

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

HO AcJIaM, KOTOpBIe 110 KaKI/IM-JII/I60 HpI/I‘-II/IHaM B TCEUCHHUC T10Ja HEC 3aBOJUIUCH, B rpa(be
«[Ipumeuanve» HOMEHKIATypbl 7€l JAenaetcss 3amuch — «Jlemo He 3aBoamiioch». [Ippy  »TomM B

rpade 3 mpocTaBiIAETCs MPOYEPK.
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I1o oxonuanumn roaa B KOHII€ HOMCHKIIATYPHI ACI ACJIaCTCA UTOTOBas 3allMCh O KOJIMYCCTBC 3aBCACHHBIX

nen (TOMOB).

10. ®opmupoBanue u opopMiIeHHE Je1.

10.1. ®opmupoBaHue jeJ.
®dopMupoBaHue el - 3TO TPYNNMPOBKA HCIOIHEHHBIX JOKYMEHTOB B Ji€la B COOTBETCTBUHU C
HOMEHKJIATypOM JIelL.

Bo Bpemst popmupoBanus e ciegyeT NpuAepKUBaThCs TAKUX OOLIMX IPaBUIL:

- MIOMENIaTh B J€Ja TOJbKO HCIOJHEHHBIE JTIOKYMEHTBHl B COOTBETCTBHHM C 3arojloBKaMu Jiel B
HOMEHKIIAType;

- IpYNIHUPOBATh B Jiea JTIOKYMEHTHI, BBIIIOJIHEHHBIE B TeUEHHE OAHOr0 KaneHaapHoro roja (01.01-
31.12), 3a ucKITIIOYEHUEM MEPEXOASIINX J1eN (BeyTCs B TCUCHUE HECKOIBKUX JIET), JIMYHBIX JIET;

- TMOMeIlaTh B Jiejia TOJIbKO OPUTHHAJBI UJTH, B ClIy4ae UX OTCYTCTBHUS, 3aBEPEHHBIE B YCTaHOBJIECHHOM
MOPSAZIKE KOIMUH IOKyMEHTOB;

- HE JIONYCKATh BKJIIOYEHUS B JieJla YEPHOBBIX, JIMYHBIX JOKYMEHTOB, Pa3MHOKEHHBIX KOMHUHA U
JOKYMEHTOB, MOJJIEXKAIIMX BO3BpaTy; pa3lelbHO TPYNIUPOBATh B Jejla JOKYMEHTbl IOCTOSIHHOIO U
BPEMEHHOI'0 XpaHEHHUS;

- 10 00BeMYy /€10 He AOKHO TpeBbImarh 250 auctoB (30-40 MM TONMIIUHON).

PacnionoxeHue JOKYMEHTOB BHYTPH JI€Jl MPOU3BOJUTCS B XPOHOJIOIMUYECKOM IOPSJIKE, IPH KOTOPOM
HanboJee paHHKE TOKYMEHTHI pacroiaratoTcs B Hauasie Jesa.

[lonoxenus, mpaBuia, MHCTPYKUUMU M T. 1., YTBEPXKICHHBIE DPACHOPAAUTENBHBIMUA JOKYMEHTaMH,
IPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMHU.

IIpukassl 10O OCHOBHOM JEATENBHOCTH (POPMUPYIOTCS OTAENBHO OT MPHUKA30B 110 KaJApPOBBIM BOIPOCAM
(TmuHOMY cocTaBy) (Ha3Ha4YeHHE, NEpeMeIleHHe, YBOJbHEHHE COTPYAHHMKOB) M OT NPHKA30B 00 OTIIyCKax,
KOMaHIUPOBKaX U T.[.

[IpoTokonel 3aceqaHuil KOJIJIETHAIBHBIX OpPraHOB 0O0pa30BAaTENbHOM OpraHU3allMy TPYHNIUPYIOTCS B
Jiefia B XpOHOJIOTMYECKOM MOpSJIKE U 10 HOMEpPaM B Mpejiesiax KajleHIapHoro rojaa. JJokyMeHThl K 3acelaHusIM
YKa3aHHBIX OPIraHOB CHUCTEMAaTU3UPYIOTCS MO JaTaM M HOMEpaM IPOTOKOJOB, a B Ipelenax TIpyIIbl
JIOKYMEHTOB, KOTOpBIE€ KacatoTCsl OAHOI'0 IIPOTOKOJIA, - I10 MOBECTKE JHS 3aceIaHusl.

Ilepenucky crnenyer rpynnupoBarh B JIeNa 3a EPUOJ KaJIEHIapHOr o roja.

B neno nmepenucku moMemaroTcs Bce JIOKYMEHTBI, BO3HUKIINE B XOJ€ peleHus Bomnpoca. [lepenucka
CUCTEMAaTU3HUPYETCS B XPOHOJIIOTMUECKOM MOCIIEN0BATENBHOCTH; JOKYMEHT OTBET ITOMEIIAETCS 33 JJOKYyMEHTOM -
3a1pocoM.

10.2. Odopmirenne aer.

40



Jlena oOpa3oBaTeNnbHOW OpraHU3alMH MOIIESKAT O(GOPMIICHUIO NMPH WX 3aBEICHUH U IO 3aBEPIICHUH
roja.
Odopmiienne aema — MOArOTOBKA Jefia K XPaHEHUIO BKIIIOUAET B c€0s1 KOMIUIEKC paldoT IO OMUCAHUIO JIea Ha
00JIOkKe, TTOIIUBKE, HYMEPAIlMH JTUCTOB U COCTABIICHUIO 3aBEPUTEIBHON HAIMHUCH. Odopmnenue nen
IIPOBOAUTCA pa6OTHI/IKaMI/I opraHusanuu, B 00s3aHHOCTH KOTOPBIX BXOAUT 3aBCIACHUC U (bOpMI/IpOBaHI/Ie pI(SAI
MIPU METOJIMYECKOM MOMOIIH U MO/ KOHTPOJIEM OTBETCTBEHHOIO 32 apXUB 00pa30BaTENIbHON OpraHu3alllu.

B 3aBUCHMOCTH OT CPOKOB XpaHEHHS MPOBOIUTCS TIOJTHOE WIIH YaCTUIHOE OPOPMIICHHE JCTT.

[TonmHoMy odopMIeHHIO MOANEKAT JAela MOCTOSHHOro, BpeMeHHoro (cBoimie 10 meT) xpaHeHus (1o

JUYHOMY COCTaBY, JUYHBIC JIeJIa YBOJICHHBIX paboTHUKOB). [loHoe oopmMieHue aena npeaycMaTpuBaeT:

. MOJIIIMBKY WM TBEP/IIA MEperieT J1ena;

. HyMEpAIUIO JIUCTOB B JIEIE;

. COCTaBJICHHE JINCTA-3aBEPUTEIS,;

. COCTaBJIEHHE B OCOOBIX ciy4asx (mpu OGOPMICHUHM JIMYHBIX AEJ, i1 ydeTa 0co0o

LIEHHBIX JIOKYMEHTOB) BHYTPEHHEH OMUCH JOKYMEHTOB JIeJIa;
. BHECEHHE HEOOXOJMMbIX YTOUHEHUN B PEKBU3HUTHI OOJIOKKU Jeia (YyTOYHeHHE Ha3BaHMS
noJipa3iesieHus, HHIEKCa U 3arojoBKa Jeia, JaThl Aena u JIp.).

Jlena BpemenHoro (mo 10 JyeT BKIIOYMTENBHO) XPaHEHHsS TMOAJEKAT YAaCTHUYHOMY O(OPMIICHHUIO.

Honyckaercs:
. XPaHUTH JIeJIa B CKOPOCHIUBATENSAX;
. HE TPOBOJIUTH NEPECUCTEMATHU3AINIO JOKYMEHTOB B JIEJIE;
° JIMCTHI ACJIa HC HyMCpPOBATh,
L] 3aBCPUTCIIBHBIC HAAIINCH HC COCTABJIATD.

JIOKyMEHTBI, MOAJIESKAIINE IOJIHOMY O(OPMIICHHUIO, IMOMAIIMBAIOT Ha YEThIpe IMPOKOJIA B TBEPIAYIO
O0JIO)KKY M3 KapTOHa WIM IEpeIUIeTAOTC € Y4eTOM BO3MOXHOCTH CBOOOJHOrO YTEHHS TEKCTa BCEX
JOKYMEHTOB, J1aT, BU3 M Pe30iroluii Ha HUX. [Ipu moaroToBke Aen K MOALIMBKE (MIEPEIUIeTy) MeTalInYecKue
CKperieHus: (CKOObI, CKPENKH) M3 JIOKYMEHTOB YyIasoTCs. Jlena MOCTOSIHHOIO XpaHEHHMsl, COCTOSLIUE U3
He(OpPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEP/bIX MANKaX C TPeMs KJIalaHaMH U € 3aBA3KAMHU.

[lpy Hamuumu B Jene HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYAOBBIX KHIDKEK W JIp.) JTH
JOKYMEHTBI BKJIA/bIBAlOTCA B KOHBEPT, KOTOPBIM 3aTeM MOJIIMBAETCS B 3TO Aeno. [Ipu Hamuuum G0NbIIOro
KOJINYECTBA TAKUX JOKYMEHTOB OHU MOT'YT U3bIMAaThCS U3 J€J, U Ha HUX COCTABIISIETCS OTIEJIbHAS OMKCh.

B KoHI11e Kax10ro Jena MoAIIMBAOTCS YMCThle OJaHKU (OPM I 3aBEPUTENIbHOM HAAMNCH.

B mensx oOecnieueHHMss COXPaHHOCTH M 3aKPEIJICHHUS TMOPSAIKA PACHONOKEHUS JIOKYMEHTOB,
BKJIIOYEHHBIX B JIEJIO, BCE JIMCThI, KPOME 3aBEPUTENBHOr0, HYMEPYIOTCS apaOCKuMM LudpaMu B IMPaBOM

BEpXHEM YTIy, HE 3a7eBas TEKCTa JOKYMEHTa, MPOCTBIM TrpaUuecKuM KapaHJAIIoOM WM HyMEpPaTOPOM.
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VYnorpebineHre 4epHWI M LBETHBIX KapaHJalled A HyMepaluM JHMCTOB 3alpelaerca. BHYTpeHHss OnuCh
HMMEET CaMOCTOSTENBHYIO HyMEPALHIO.

JIucThl fen, cOCTOANIMX U3 HECKOJIIBKMX TOMOB MJIM YacTel, HyMEPYIOTCS 110 KaKJJOMY TOMY WUJIM YacTH
OTJEJBHO.

@dororpadguu, yepTeXKH, OUArpaMMbl U JIpyru€  WUIIOCTPATUBHbIE M CHelH(pUYEcKue
JOKYMEHTBI, IPECTaBIISIIOIINE CaMOCTOATEIbHBIN JHCT B Jielle, HyMEepYyIoTCs Ha 000pOTHON CTOPOHE B JIEBOM
BEPXHEM YIIIy.

CioXeHHBIN JHMCT pa3BOpayMBaeTCs U HyMepyeTcs B IpaBOM BepxHeM yriy. IIpu stom mmcr mro6oro
(dbopmarta, MOAMINUTRINA 32 OJUH Kpai, HyMepyeTcs KaK OJMH JIUCT; JIUCT, CIIOKEHHBIA U MOAIIUTHINA 32 CEPEIUHY,
MOJUIE’KUAT NIEPEIIMBKE U HyMEPYETCs KaK OIWH JIUCT.

[TonmmuTele B €710 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS; IIPU 3TOM BHaydaje HyMepyeTcs KOHBEPT, a
3aTeM OYEepEIHBIM HOMEPOM KaX10€ BIO)KECHUE B KOHBEPTE.

[MogmuTeie B 1ENI0 TOKYMEHTHI C COOCTBEHHOM HyMepalyei JHCTOB (BKJIIOYas NMEYaTHBIC H3AAHUA)
MOT'yT HyMEpOBaThCs B OOLIEM MOpPSAKE UM COXPAHATHh COOCTBEHHYIO HyMEpAllMIO, €CIIM OHA COOTBETCTBYET
MOPSIZIKOBOMY PACIIOJIOKEHHUIO JIUCTOB B JIETIE.

B cnydasx oOHapyxeHus OOJNBLIOro Yucia OMMOOK B HyMEpalUH JIUCTOB Jiesla B JAEJIONPOU3BOJICTBE
MpoBOAMTCA MX mepeHymepauus. [lpm mnepeHymepanuu JHMCTOB CTapble HOMEpPA 3a4EpKHUBAIOTCS OAHOMN
HAKJIOHHOM 4E€pPTOU U PSIOM CTABUTCSI HOBBIA HOMED JIMCTA; B KOHILIE JI€JIa COCTABIISIETCA HOBAsl 3aBEPUTEIIbHAS
HAJMKCh, IPU OTOM CTapasl 3aBepUTENbHAsI HAIUCh 3aU€PKUBAETCS, HO COXPAHSAETCS B ACTIE.

Jlisg yueta KOMMYeCTBa JMCTOB B Jiefie M (PUKCAMU OCOOEHHOCTEH HX HyMEpaluu COCTaBseTcs
3aBepuTeNbHAas Haanuch nena. OHa cocTaBiseTcss B JEJI€ Ha OTAEIbHOM JIMCTE — 3aBEpUTENE Jeda.
3aBepuTenbHasi HAAIUCh COCTABIISIETCS MO YCTAaHOBIIEHHON (hopme.

Bce mocnenyromne M3MEHEHHS B COCTaBe M COCTOSIHUM Jiefia (TTOBPEXIEHUs, 3aMEHa MOJUIMHHBIX
JOKYMEHTOB KOMHSIMH, IPUCOECTUHEHNE HOBBIX JIOKYMEHTOB U T. JI.) OTMEYAIOTCS B 3aBEPUTENILHON HAJIIIHUCHU CO
CCBUIKOM Ha COOTBETCTBYIOIUMI aKT.

OO6nokKka el MOCTOSHHOro, BpeMeHHoro (cBeimie 10 ser) XpaHeHHsT U IO JUYHOMY COCTaBy
o(hopMIIsIeTCs IO YCTaHOBJIEHHOU (hopMe.

Ha o00noxxke nen MOCTOSIHHOIO XpaHEHWs] BBEPXY IPENycMaTpUBAETCS MECTO JUIsi HAaUMEHOBAHMUS
rOCyJapCTBEHHOI' 0 apX1Ba, B KOTOPBIM OHM OyyT MEpeJaHbl, a TAK)Ke apXUBHOI0 MM (pa B IPaBOM BEPXHEM U
JIEBOM HUYKHEM YIJIax.

IIpu odopmnenun o6noxkku nen HauMeHoBaHue IlIkombl yka3bIBaeTCs MOJHOCTBIO IO YCTaBy, B
MMEHHTEIBHOM Ma/IeXkKe, COKpAIleHHOE Ha3BaHHE — B CKOOKaXx.

OO0s3aTenbHBIMUA PEKBU3UTAMHU OOJIOKKH Jeja SBJISIETCS yKa3aHHe KOJIMUYECTBa JIUCTOB B Jelie, KOTOpOe

MMPOCTABJIACTCA HA OCHOBAHHUUN 3aBepI/ITeJIbHOI7I HaAmmyucCH ACjia, U CpOKa XpaHCHHUA [c/Ia (Ha Jcj1ax IOCTOAHHOI'O
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XpaHEHUsl MUIIETCA: «XPAHUTh IOCTOSHHO»), KOTOPBIA INEPEHOCUTCS Ha OOJOXKKY JAena U3 HOMEHKIIATyphl
IIOCJIE CBEPKH €0 10 CPOKaM XpaHEHHUsI B IEPEUHE.

Jlisg ydeta JOKYMEHTOB OIpeeNeHHBIX KaTeropuil Jiel MOCTOSHHOIO M BpeMeHHoro (cbiie 10 jer)
XpaHEeHHUs, YU4eT KOTOPBIX BBI3BIBACTCS CIEHU(PHUKON JaHHOW IOKYMEHTAIMH (JIMYHBIE Jies1a, 0CO00 LIEHHBIE),
COCTaBJISIETCSI BHYTPEHHSISI OIUCH JIOKYMEHTOB JIefia.

BHyTpeHHI0I0 onuch HEOOXOMMO TAKXKE COCTABIATH B JieflaX MOCTOSHHOT'O M BpeMeHHoro (cBbiie 10
JIeT) XpaHEeHMsI, CPOPMHUPOBAHHBIX 1O PA3HOBUAHOCTSM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PAaCKpBIBAIOT
KOHKPETHOE COJEPIKAHUE TOKYMEHTOB.

BHyTpeHHs onuch COCTaBISETCSl Ha OTJAECIBHOM JIMCTE 110 YCTAaHOBJIEHHOM (hopMe, KOTOopasi COJEPKUT
CBEJIEHHUs O MOPSAJKOBBIX HOMEpax JOKYMEHTOB JieJla, UX HMHJIEKCax, JaTax, 3arojloBKax M HOMepax JIMCTOB
JieN1a, Ha KOTOPBIX PACIIOIOKEH KaXKIblid TOKYMEHT.

K BHyTpeHHell omucu fena COCTaBIsI€TCS WTOroBas 3allUCh, B KOTOPOW YyKa3blBaeTcs LUPpaMu U
MIPOIUCHIO KOJIMYECTBO BKJIFOUEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEHN OMUCH.

BHyTpeHHS ONUCh IOAIUCHIBACTCA €€ COCTaBUTENEM C YKa3aHUEM JOJDKHOCTH, IOAIUCH,
pacur(poBKH MOAMUCH U HYMEPYETCs B JI€JIe OT/IENIBHO.

11. XpaHeHue M YHUYTOKEHHE TOKYMEHTOB.

JIOKyMEHTHI (J1e71a) C MOMEHTa CO3/1aHus (TTONyYeHHs ) WiIH (POPMUPOBAHUS XPAHATCS B OpraHU3aLUU 10
nepeaayr apXuBHOMY YUPEKICHHUIO.

PykoBoauTens 00pa3oBaTeNbHOM OpraHU3allMM M CHEIHaIbHO Ha3HAue€HHOE JULO (IMLa) 00s3aHbI
o0ecreunTh XpaHeHHe TOKYMEHTOB U JIeI.

Jlena NOMKHBI XPAaHUTHCS B BEPTUKAIBHOM IOJOKEHUM B IIKadax, KOTOpble 3akpbiBaioTcs. Ha
KOpeIIKax O0JIOXKEK /1€ YKa3bIBAIOTCS HOMepa Aedl.

Bbiaua fen Bo BpeMEHHOE 0JIb30BaHUE PaO0OTHHKAaM 00pa30BaTeIbHON OPraHU3aIllu OCYIIECTBIISIETCS
C YCTHOTO pa3pelieHus ero pyKOBOJUTENS, a JAPYTUM YUPEKICHHUSIM - ¢ €ro MUCbMEHHOro paspemenus. Ha
BBIJIAHHOE JIEJIO COCTABIISAETCS KapTOUKa - 3aMEHUTENb. B KapTouke yKa3pIBarOTCSl HOMED JIENa, 3aroj0BOK JIeNa,
Jata ero BbIJaud, JIMIO, KOTOPOMY JENO BbIAHO, JaTa €ro BO3BpaTa, MOJIMUCH JIUL, KOTOpbI€ BBIJAIH U
MPUHSAIIH JEJI0.

[IpenocraBienue 1en BO BpEMEHHOE TOIb30BAHNE OCYIIECTBIISIETCSl HE 0oJIee YeM Ha OJIMH MECHII.

W3bsATHE NOKYMEHTOB W3 Jejla MOCTOSHHOIO XpaHEHHs 3amlperiaeTcs. B HCKIIOYMTENbHBIX Claydasx
U3BATHE JOKYMEHTOB JONYCKAETCS C pa3pelieHus PYKOBOAUTENS 0Opa3oBaTENbHON OpraHu3aluu C
00s13aTeNTbHBIM OCTaBJIEHUEM B JI€JI€ 3aBEPEHHBIX JOKHBIM 00pa3oM KOIMUH.

Ilocne okOHYaHMS CpOKa XpaHEHUs JOKYMEHTOB, KOTOpbIE HE IIOJUIEKaT IepeJadye apXUBHBIM
YUPEXAEHUSIM, JIOKYMEHTBl CIIMCBIBAIOTCA KOMHCCHEH O0Opa30BaTeNbHOW OpraHM3alud IO IPOBEACHUIO
9KCIIEPTU3BI LICHHOCTH JIOKYyMEHTOB, KOTOPYIO Ha3HAa4aeT pyKOBOJUTENb 00pa3oBaTesIbHON opranu3anuu. Ha

CIIMCAHHYIO JOKYMCHTAUWIO OKCIICPTHAsA KOMHUCCHUA COCTABIISACT COOTBeTCTBYIOH_II/Iﬁ aKT.

MYHULUNAJIbHOE BHOA)XETHOE OBLLUEOBPA30OBATEJ/IbHOE YYPEXXAEHUE «CPEHSAS OBLLLEOBPA3OBATEJ/IbHAS LLUKOJIA N23 C KPbIMCKOTATAPCKUM
A3bIKOM OBYYEHUSA>» TOPOACKOIO OKPYIA CYAAK, Cangpxanunosa ®epuae M6pamMoBHa
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