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HHCTPYKUOMUS 11O AEJOITPOU3BO/JACTBY
1. O01ue moJ10KeHUA

1.1. WHcTpykuus IO JIeJI0IPOU3BOJICTBY B MyHuLMnaibHOM Ka36HHOM
obmeobpazoBatenbHoM  yupexaenun  «lopckas  COIl»  (mamee —  MHCTpyKIus)
YCTaHABJIMBACT €AWHYIO CHCTEMY JENONPOU3BOACTBA U MOPSIOK MOATOTOBKH, O(OpMIICHHS,
MIPOXOXKACHHSI, KOHTPOJIS 3a UCIIOJIHEHUEM, Y4eTa, XpPaHEeHHs], U3TOTOBJICHUS], KOMTUPOBAHUS
Y THPQKUPOBAHMS CIy)KEOHBIX JOKYMEHTOB B oOpa3zoBaTenbHOW opranmzanmu MKOVY
«Topckas COIL» (nanee — obpazoBatenbHas opranusaius, O0).

1.2. Unctpykuus pa3paboTaHa B COOTBETCTBHM C TpeOOBaHMAMM (elepalbHbIX 3aKOHOB
ot 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoit ®@enepamumy», ot 27.07.2006
Ne 149-®3 «O6 unpopmanyu, HHGOPMAITMOHHBIX TEXHOJOTHAX M O 3alUTe HMH()OpMAIU,
ot 02.05.2006 No 59-®3 «O mopsike paccMOTpeHHsS OOpalieHuid TpaxkaaH Poccuiickoit
Oeneparnm», o1 01.06.2005 Ne 53-®d3  «O rocynapctBeHHOM  sibike  Poccuiickoit
®eneparm», ot 06.04.2011 Ne 63-®3 «OO0 >nexTpoHHOH moanucuy, [lpaBun opranuzanun
XpaHEeHUs, KOMIUIEKTOBAHHUS, Yy4yeTa M UCIOJIb30BaHUS JOKYMEHTOB ApXHMBHOro (¢HoHIa
Poccuiickoit @enepanuy M ApyTMX ApXUBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIIpaBJICHHs U OpraHU3alMsIX, YTBepKJIECHHbIX IpukazoM Pocapxua
ot 31.07.2023 Ne 77, HanmoHANBHBIX cTaHAApTOB Poccuiickoit denepanuu 1o yIpaBICHUIO
nokymentamu:. ['OCT P 7.0.8-2013 «CHUBUJ. [lenonpou3BOACTBO U apXUBHOE [IEJIO.
Tepmunbr  uw onpenenenusi», ['OCT P 7.0.97-2016 «CUBUJ. OprasanzannoHHO-
pacriopsauTenbHas JOKyMeHTaus. TpeboBaHus K 0hOpMIICHUIO JJOKYMEHTOBY.

1.3. Ipumenenne MHCTpyKIMH JOHKHO CHOCOOCTBOBATh (YOPMHUPOBAHHIO O(HIIHATHHO-
JIENIOBOTO  CTHJIA JIOKYMEHTOB, IIOATOTABIMBAEMbIX B 00pa30BaTENbHONW OpraHu3alluy,
COKpAlIeHUIO 3aTpaT TpyJa M CPEeACTB B MPOLIECCE CO3/aHUs JOKYMEHTOB. MHCTpyKIus
SBIIICTCS O0sI3aTENBHON JUIsi MCTOJMHEHHs paOOTHHKamMH 00pa3oBaTeNbHON OpraHHu3alIui,
OCYIIECTBIISIOMIUMH TTOJTOTOBKY U 0()OPMIICHHUE TOKYMEHTOB.

1.4. ITonoxxenus MHCTpyKIIMU pacpOCTpaHAIOTCSI Ha OPraHU3ali0 paboThl C JOKYMEHTaMH
HE3aBHCHMO OT BHJa HOCHUTENS, B TOM YHCJE DJIEKTPOHHBIMHM JIOKYMEHTAaMH, BKJIIOUas



MOJIrOTOBKY, 00pa0OTKy, XpaHEHHE | MCIIOJIb30BaHUE JIOKYMEHTOB, OCYLIECTBISEMbIX
C IPUMEHEHHEeM WH(POPMALIMOHHBIX TEXHOJIOTHA.

1.5. OcobGennoctu pabOTBl ¢ JOKYMEHTaMH, COJEpKallMMH  KOHQHUIACHIHAILHYIO
uHpopMarmioo (CIy)keOHYI0O ¥ MHYIO TaiiHy, IEepCOHAJbHbIC JaHHbBIC), PEryJIUpyHOTCs
JIOKQJbHBIMU  aKTaMu (MHCTPYKIMSIMH, TIOJOKECHUSMH, [PAaBUJIAMU), YTBEPIKIACMBIMH
PYKOBOJIUTENIEM 00pa30BaTeIbHOIN OpraHu3aIvy.

1.6. TpeboBanust MHCTpyKIuM K paboTe ¢ OyXraJiTtepckoil, HayuYHO-TEXHUYECKOW U APYron
CIIEMATIbHON JOKYMEHTALMEeH pacupoCTPaHsIIOTCS JIMIIb B YaCTH OOIIMX NPUHIUIIOB PaOOTHI
C IOKYMEHTaMH, a TaKXKe IMOJATOTOBKH JOKYMEHTOB K Iiepe/iade Ha apXUBHOE XpaHEHHE.

1.7. OTBETCTBEHHOCTH 3a OPraHU3AIMIO M COCTOSTHUE JIETIOTPOU3BOICTBA B 00pa30BaTEIbHOM
OpraHu3allK HECET PyKOBOIUTENb, KOTOPHIIA:

e yTBepkmaeT  VMHCTpykuMio IO J€JIONPOU3BOJACTBY M HOMEHKIATYpy  J€l
00pa30BaTeNbHOM OpraHu3anuy,

e oOecreuynBaeT  BHEJPEHUE U KOHTPOJIMPYET  COOJIOACHUE  CTPYKTYpHBIMHU
noJipa3JiesiecHus MU TpeOboBaHUM HacTosAwmed MWHCTpyKIMH U rocy1apCTBEHHBIX

CTaH/apTOB;

e TPOBOJUT IIPOBEPKY COCTOSTHUS JIeJIONPOU3BO/ICTBA B CTPYKTYPHBIX
HoJpa3iesIeHusIX 00pa30BaTeIbHON OpraHu3aIiH;

e oOecrieuMBaeT  METOAWYECKOE  PYKOBOJCTBO, UHCTPYKTaX U KOHTPOJIb

3a cCOOIOZICHHEM  YCTaHOBJIEHHOTO nopsiika  paboThl C IOKyMEHTaMH
B CTPYKTYPHBIX MOJPA3ICICHUSIX 00pa30BaTEILHOM OpraHu3aluy,;
e UHULUUPYET MOBBIIICHHE KBaJTM(pUKAIHH pabOTHUKOB 10 BONpocam
JIeJIONPOU3BO/ICTBA,;
YAOCTOBEPSET NOANKUCHIO U IEYaThIO0 JOKYMEHTHI.

1.8. HenocpenctBeHHO BeIeT JAEIONPOM3BOACTBO B 00pa30BaTEIBHONW  OpraHHU3aIHU
OTBETCTBEHHBIN 3a BeJICHHE JIeTIONIPOU3BOICTBA (manee — OTBETCTBEHHBIN
3a JIeNIONPON3BOJICTBO), KOTOPBIN Ha3HAyaeTcs MPUKA30M PYKOBOIMTEIST 0Opa3oBaTeIbHON
opranu3anuy. OTBETCTBEHHBIH 3a JEIOMPOU3BOJICTBO B COOTBETCTBUH C BO3JIOKCHHBIMU
Ha HeTo 3aJa4aMu:

e OCYIIECTBJISCT PETHCTPAIUIO U YUET JOKYMEHTOB,

e OpraHu3yeT JOKYMEHTOO00OpPOT, JOpMUpPOBAHUE €T, UX XPAaHECHHE;

e OCYIIECTBISCT  TEKYINIUH  KOHTPOJb 33 CBOEBPEMCHHBIM  PAacCMOTpPEHUEM
U TIPOXOXK/ICHHEM JTJOKYMEHTOB B 00pa30BaTeIbHON OpraHU3aIliH;

e o0ecrieunBaeT COOJIOJICHUE EIUHBIX TPEOOBAHUH 10 TIOJTOTOBKE JOKYMEHTOB
Y OpraHu3anuy paboThl C HUMH B YCIOBUSX 3JIEKTPOHHOTO JOKYMEHTOOO0POTA,

e 0000mIaeT napopManHo 00 00beMax JOKyMEHTOO00POTA,

e opranuzyeT ¢GOpPMUPOBAHHE U XpaHEHHE JIOKyMEHTAllMOHHOTO (oHAa U ero
UCTIOJIb30BaHUE.

1.9. BC,Z[CHI/IC ACIIOMPOU3BOACTBA B CTPYKTYPHBIX IMOAPA3ACIICHUAX  OCYIICCTBIIACTCA
B COOTBECTCTBHH C NJOJDKHOCTHBIMU 0053aHHOCTSAMU.



1.10. Ilpu yxome B OTIYCK, BbIE3[lc¢ B KOMAHIMPOBKY U MHBIX AaHAJOTUYHBIX CIydasx
paOOTHUKM 00sI3aHBI MEPEeAaTh BCE HAXOMSIIUECS Y HUX JTOKYMEHTHI JPYyromMy paOOTHUKY
10 YKa3aHHUIO BBIIIECTOSIIEro pykoBoauTens. [Ipu yBoimpHEHUM paOOTHHMKA WIM TEPEBOJIE
Ha IPYryl0 JOJDKHOCTB Ieperaya JOKYMEHTOB OCYLIECTBIISETCS 110 aKTy IpHUeMa-Iepeayu.
AKT npuema-niepefaun odopmisiercs mo gopme, ycraHonineHHo# [IpaBuiiamMu opranuzanuu
XpaHEeHHUsl, KOMIUIEKTOBAHHUsI, y4eTa M UCIOJIb30BaHUS JOKYMEHTOB ApxuBHOro (onma PO
U JPYTUX AapXUBHBIX JIOKYMEHTOB B FOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO

CaMOYTpaBIICHUSI U OPTaHW3aIUsAX, YTBEpKIEHHbIMU mpukazom Pocapxupa ot 31.07.2023
No 77.

1.11. Ilpu mepexoae Ha Apyryro padOTy paOOTHUKOB, 3aHUMAIOIIUXCS B CTPYKTYPHBIX
MOJIpa3/IeIeHUsAIX 00pa30BaTEIbHON OpraHM3alMy BEJICHHEM JEJIONpPOM3BOJICTBA, Iepeaadya
BCEX JIOKYMEHTOB BHOBb Ha3HayaeMbIM paOOTHHMKAM IPOU3BOIMTCS IO aKTaM IpHeMa-
nepenadn. Kormuu akToB HAMPaBIISIOTCS B KaHIEISIPHIO.

1.12. B ciyyasix JJTUTEIBHOTO OTCYTCTBHSI pa0OTHUKA CTPYKTYPHOTO MMOApa3ie/icH s (OTIYCK,
ciy:)keOHass ~ KOMaHAMPOBKA, OOJBHUYHBIA  JUCT M T.J.) HEOOXOAMMO  Mepeaarh
OTBETCTBEHHOMY 3a JENONPOU3BOACTBO JIOKYMEHTHI, HAaXOJSAIIUECS Y HEro Ha UCIOIHEHUU
M0 YKa3aHUIO PYKOBOJIUTENS 00pa30BaTeIbHON OpraHU3alliH.

1.13. PykoBomuTenu CTPYKTYpHBIX IMOJApa3ieieHui 00pa3oBaTENbHOW OpraHW3allyd HECYT
[IEPCOHAJBHYI0 OTBETCTBEHHOCTh 3a BBIIIOJHEHHE TpeOoBaHMM Hacrosimedl MHcTpykiuu
U COXPAaHHOCTb  HAXOJSIIMXCS Yy HUX  J0KyMeHTOB. O ciydasx  yTparhl, [OpYHU
3apEeTUCTPUPOBAHHOTO  JIOKYMEHTa paOOTHUK 00s3aH  HE3aMeJUIMTENIbHO  JIOJIOKHUTh
PYKOBOAUTEIO 00pa30BaTEIbHON OPraHU3alUH.

1.14. CBHOBb NPHUHATHIMU paOOTHHKAMM, Ha KOTOPBIX BO3JAaramTcs OOS3aHHOCTH
10 BEJICHUIO JIEJIONPOU3BOJICTBA, B TEUEHHME TpeX JHEH Mocie MNOCTYMJIeHUs Ha padoTy
IIPOBOJIUTCSI O3HAKOMUTENbHAsI Oecefa MO BEACHUIO JIEJIO0NPOU3BOJICTBA B 00pPa30BaTEIbHON
OpraHM3alMH.

1.15. PaboTaTh c TOKyMEHTaMHU BHE CIIy>KEOHBIX TOMEILIEHNI 00pa30BaTeIbHON OpraHU3aluu
Y BHOCHUTb B HUX HCIIPABJICHUs 3alpelacTCs.

1.16. BG,I[CHI/IC NEepCUCKA C OpraHu3alusaIMu OCYHICCTBIIACTCA PYKOBOOUTCIICM
O6p330BaT€J'IBHOI\/’I OopraHu3alvi UJIA UHBIM YIIOJJHOMOYCHHBIMH UM JOJIDKHOCTHBIMU JIMLIAMHU.

1.17. Beimonnenue Hactosamedl WHcTpykuuu o0s3aTenbHO s KaXIOro pabOTHHKA
00pa3oBaTeNbHON OpraHu3ally, ¢ ee TPeOOBaHUAMHU PaOOTHUKU JOJKHBI OBITH O3HAKOMIICHBI
IOJ1 TTO/ITMHUC.

2. JlokyMeHTHI 00pa30BaTe/IbHONH OPraHU3alU
2.1. PykoBoguTenb 0Opa3oBaTeNbHOW OpraHM3allid WM JIUIO, HCIOJHAIOLIEE €ro
O6$I?>aHHOCTI/I, HU31acCT JIOKAJIBbHBIC aKTbl W IIPUKAa3bI, o0s13aTeNIbHbIE JIA UCIIOJTHEHUSA BCEMU

CTPYKTYPHBIMH TIOJIpa3JIeICHUSIME 00pa3oBaTebHOM opranu3zanuu (mpuioxenus Ne 1, Ne 2).

2.2. Xonm oOCyXIeHHS BOIPOCOB Ha 3aCeIaHMUSIX KOJUICTHAILHBIX OPraHoB, COBETOB,
COOpaHMsIX, COBEIIAHUSAX U PEUICHHS, MPUHUMAEMble Ha HUX, (UKCUPYIOTCS B MPOTOKOIAX



(mpumoxerre Ne 3). Ecnm B 3acemanuu  ydacTByIOT Oosiee 15 desoBek, B IIPOTOKOJIE
YKa3bIBAIOT UX 00I11ee KOJUYECTBO U 0OGOPMIISIOT ABOUHBIN JIUCT (rpuiioxkenue Ne 4).

2.3. JIns ocyIIecTBJICHHUSI ONEPAaTUBHBIX CBS3EU C IPYTMMHU OPraHM3alMsMHU M IpakJaHaMU
UCIOJIb3YIOTCA Takue (OpMBbI, KaK MUChbMa, (aKkchl, TeerpaMmsl, Telie(OHOTpaMMBbI.

2.4. Jlns oCyIIeCTBICHHS IPHEMa, YBOJIbHEHHS, IEpEeMELIeHHs pa0OTHUKOB, MPEIOCTABICHHUS
UM OTILyCKOB O()OpMIISIOTCS TPYAOBBIE JOIOBOPHI, MIPUKAa3bl, 3asBICHUS, TPYIOBbIE KHUKKH
U 1p.

3. IlpaBujia opopmiieHHsI JOKYMEHTOB
3.1. OcHoBHbIE TPeOOBaHHUS N0 0(hOPMIIEHUIO TOKYMEHTOB

3.1.1. Hokymentsl odopmisitoTcs Ha OlaHkax o0pa3oBaTeNbHONW OpraHU3alud U UMEIOT
YCTAaHOBJICHHBIA ~ KOMIUIEKC  OOSI3aTCNIbHBIX  PEKBU3HTOB W CTAOWJIBHBIH  MOPSJIOK
UX PACIOJIOKCHHS (pacnionoskeHre  PEKBM3MTOB  Ha OJAHKAX  OpPraHU3aIlMOHHO-
pacniopsauTenbHbIX JoKyMeHTOB coorBeTcTBYeT 'OCT P 7.0.97-2016 «Cucrema crannapToB
1o WHPOPMAIIHH, OMOIMOTEYHOMY W U3JATENbCKOMY  Jeny. Opranu3zaluoHHO-
pacropsiguTeabHas JoKyMeHTalus. TpeboBaHus K 0hOPMIICHUIO JOKYMEHTOBY ).

3.1.2. B oOpa3oBarenbHOM OpraHn3aluy MPUMEHSIOTCS TIPOIOJIbHBIC OJaHKH

e mucbMa (mpuinoxerue Ne 5);
e yBenomiieHus (nproxenus Ne 6).

brnaHku HOKYMEHTOB HM3roTaBIMBalOTCs Ha Oymare ¢opmaroB A4 (210 * 297 mm), A5 (148 *
210 mm). Kaskaplii ucT T0KyMeHTa, 0OpMIICHHBIH Kak Ha OlaHKe, Tak U 0e3 OaHKa, JOIKEeH
WUMETH TOJIS:

e 20 MM — 51€BOE;

e 10 MM — mpaBoe;
e 20 MM — BepxHee;
e 20 MM — HIKHEE.

Hcnonb3oBanue 0JaHKOB IPOU3BOJILHON (hOPMBI HE pa3perIaeTcs.

3.2. OdopmiieHHe PeKBU3UTOB JOKYMEHTOB

3.2.1. ABTOp 10KyMeHTa

HanmeHnoBanne 00pa30BaTeNbHOW OpraHW3alMyd  yKa3bIBA€TCS B TOYHOM COOTBETCTBHH
C ycTaBoM 00pazoBaTenbHON opranu3anuu. CoKpaleHHOe HaUMEHOBAHUE MOMEIACTCS MO
MOJTHBIM HAMMEHOBAaHHEM B CKOOKaX.

HaumeHoBaHMe CTPYKTYpHOTO TMOJpa3/e€ieHUs — aBTOpa JIOKyMEHTa HCIOJIb3YeTCs

B OJlaHKax IUCEM U OJaHKax KOHKPETHBIX BUAOB JOKYMCHTOB H YKa3bIBACTCA IO IMOJIHBIM
" COKpallICHHBIM HAMMCHOBAHUSIMU 06pa3OBaTCHBHOﬁ OpraHu3anuru.



HanmenoBanme AOJDKHOCTH  JIMIa —  aBTOpa JOKYMCHTAa HCIIOJIB3YETCA B OnaHKax
AOJDKHOCTHBIX JIMII W PpacIiojiaracrcs 1mnmoJ HauMCHOBAHUCM 06pa30BaTeJIBHOI71 OopraHu3anuu.
HanmenoBanmne JOJDKHOCTH JIMIa — aBTOpa OOKYMEHTA YKa3bIBa€TCA B COOTBETCTBHUU

C HAaMMCHOBAHUEM, MMPUBCACHHBIM B pacCropsaguTCIIbHOM AOKYMCHTC O Ha3HA4YCHHUH
Ha JOJI’KHOCTD.

3.2.2. CnipaBoyYHbIe JaHHbIe 00 00pa30BaTeJIbHON OPpraHu3amun

CrpaBouHbie JaHHBIE 00 00pa30BaTEIILHON OpraHM3alMH YKa3bIBAIOTCS HA OJIAHKAX IMUCEM
Y BKIIIOYAIOT B ceOsl: ajapec, HOMep TenedoHa, (akc, aapec 3JICKTPOHHOM MOYTHI, CETEBOU
anpec, a taxoke OKIIO, OI'PH, MHH u KIIIT o6pa3oBarensHO OpraHu3aIuu.

3.2.3. HaumeHoBaHue BU/IA TOKYMEHTA

HaumenoBanue Buja JOKYMEHTA, COCTaBICHHOTO 00pa30BaTENbHON OpraHU3aIfel, T0KHO
OBITh OIpE/IEIeHO YCTaBOM (IOJOXKEHHUEM) M JIOJDKHO COOTBETCTBOBATh HAMMEHOBAHUSAM
BHUJIOB JIOKYMEHTOB, mnpenycmorpeHHbiM OKVYJI: akT, cmpaBka, 3amucka, CBOJAKA, OT3bIB,
MIPOTOKOJI, CIIMCOK, U3BEIIEHUE U JIp. PacniopsauTenbHble JOKYMEHTBI OpraHU3alluK U3Aat0TCs
CO CJIEAYIOUIMMHU Ha3BaHUSAMMU: MPUKA3 U T.1I..

HanmenoBanue Buaa | pasHOBUIAHOCTH [JOKyMEHTa HE YKa3blBaeTCsd B IMUCbMax. Mecto
COCTaBJIEHMS WJIM HW3JlaHus  JOKYMEHTa yKa3blBaeTcsl Ha OJlaHKaX  JJOKYMEHTOB
o0pa3oBaTeNbHON OpraHu3alMM, 3a UCKJIIOUeHHeM OjaHKoB nuceMm. Ha3BaHue noKyMeHTa
MeYaTaeTcsl MPOMUCHBIMU OYKBaMU TIOTY KUPHBIM MIPU(TOM.

3.2.4. laTta 1oOKyMeHTAa

JlaToii JOKyMeHTa SIBIISIETCS Jara ero moanucaHust (MM yTBEpXKACHUS); IUIS TOKYMEHTA,
NPUHAMAEMOT0 KOJUICTHAIBHBIM OpPraHoM (IPOTOKOMNA), — JaTa ero 3aceiaHus (MpUHSATHS
peLICHus), Al aKTa — JlaTa COOBITHSA, JJIsl TOKYMEHTA, TPEOYIOIIEro ero yTBEPKIACHHS, —

Aara €ro YTBCPKACHUA.

I[J'IH AOKYMCHTOB, COCTAaBJICHHBIX OAHOBPEMCHHO HCECKOJBKHMHU OpraHu3aluiMu, I[aTOfI
AOKYMCHTA SABJIACTCA AaTa MOAINMMUCAHUA €O HOCJ'IGI[HGI‘/JI OpFaHI/I3aI_II/ICI\/’I.

Jlata noanucaHus, yTBEPXKACHUS, COTIACOBAHUS JOKYMEHTA, a TAKXKE AAThl, COACpKAILINECS
B TEKCTE, JOJDKHBI O(OPMIATHCS LUGPOBBIM CrHOcOOOM. DJEMEHThl JaThl MPUBOAATCS
apabckuMy UGpPaMu B OIHY CTPOKY B IOCIIEA0BATEILHOCTH . IEHb MECSIa, MECSIL, TOI.
Hanpuwmep: 14.06.2024.

3.2.5. PerucTpanMoHHbIii HOMEP TOKYMEHTA

Peructpanmonnsiii  Homep —  1u¢poBoe WiIM  OyKBEHHO-IIMPpoBOoe 0003HAUYECHHUE,
MIPUCBANBAEMOE JIOKYMEHTY IIPU €r0 perucTparyH.

PGFI/ICTpaIII/IH AOKYMCEHTA MPOBOJUTCA IMOCJIC €0 MOATINCAaHUA WU YTBECPKACHUS.



Jlnsi BHYTPEHHHX JOKYMEHTOB — IIPHKA30B, IPOTOKOJIOB — ATO IOPSIKOBBIA HOMEp
B IIpe/iesiaX KaJCHAApHOTO TojAa IO KAKIAOMY BUJIY WIM Pa3HOBHIHOCTH JIOKYMCHTOB.
B mpukazax perucTpanMOHHBIA HOMEP MOKET JIOTIONHATHCS OYKBEHHBIM HWHJICKCOM,
o0o3HavaromuM pasHoBuaHOCTH (Hanpumep: npukaz ot 15.05.2024 Ne 253; mnpuka3
or 10.01.2024 Ne 22 5nic, mpuka3z o0 ormyckax ot 25.01.2024  Ne 4201, mpwukas
o komaHaupoBkam ot 25.01.2024 Ne 25k).

JU1g uCXOQAIMX JOKYMEHTOB PETMCTPAlMOHHBIM HOMEDP COCTOUT:
1) 13 nopsIIKOBOTO HOMEPA B Ipeieiax MacCHBa OTIPABIIAEMO KOPPECIIOHACHIIHH;
2) WHJEKca JieNia B COOTBETCTBUU C HOMEHKIIATYpPOU Jie1 00pa30BaTeIbHON OpraHu3allHH.

PerI/ICTpaI_II/IOHHHﬁ HOMCEp HOOKYMCHTQ, COCTAaBJICHHOTO COBMCCTHO JIBYyMs H boiee
opranusanusiMu, COCTOUT U3 PCrUCTPAIMOHHBIX HOMCPOB OOKYMCHTOB Ka)KZIOI;’I n3 5THUX
OpraHHBaHHﬁ, MMPpOCTABJICMBIX  YCPE3 KOCYHO UYCPTY B IIOPAAKE YKa3aHUSA aBTOPOB
B TOKYMCHTC.

3.2.6. CcpliIKa Ha perHCTPALMOHHBII HOMEP UM AaTy JOKYMEHTAa

Ccplka Ha perMcTpalliOHHBIM HOMEp U 1aTy JOKYMEHTa BKJIOYaeT B ce0s1 perucTpaliOHHbINR
HOMEp U JaTy JOKYMEHTa, Ha KOTOPbIH JOJDKEH ObITh AaH oTBeT. CchbUlka Ha HOMEpP M ATy
JOKYMEHTa MCI0JIb3yeTCs PU 0(OPMIICHUH ITUCEM, SIBJISIOLIUXCS OTBETAMU Ha MTOCTYNHUBIIEE
nucbMo (3ampoc, mpockOy u jp.). CBEINCHUS B PEKBH3UT MEPEHOCITCS C MOCTYIHBIIETO
JOKYMEHTa U COOTBETCTBYIOT PErUCTPALIMOHHOMY HOMEPY U JaTe IOCTYIUBLIETO JOKYMEHTA.

OFpaHI/I‘II/ITeHBHaH OTMCTKA JIsI HTAHHOTO PCKBU3HUTA ITPOCTABJIACTCA B JIEBOM yacTu OJlaHKa
ImrucCbMa oA pCKBU3UTOM «AaTa» U ((peFI/ICTpaIII/IOHHI)II\/JI HOMEP DOKYMCHTa».

Hannune naHHOrO peKBU3WTA HCKIIOYAaeT HEOOXOAMMOCTh YINOMHHAHMS HOMEpa MU AAThl
MOCTYNHBIIETO JOKYMEHTa B TEKCT€ IMChbMa, YTO OCBOOOXKHAAET TEKCT OT CIIPABOYHOM
uHpopMalnu.

3.2.7. MecTo cocTaBJIeHUS] WJIN U3IaHUS JOKYMEHTA

Mecto cocraBnenus (u3maHusi) jgokymeHTa (m.l'opku) ykasbIBaeTcs B JOKYMEHTaX,
M3rOTABIIMBAEMBIX Ha OJJaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB.

3.2.8. Anpecar

I[OKYMCHTBI AApPCCYIOT B OpraHbl BJIACTH, OpraHU3allMH, HUX CTPYKTYPHBIC MOAPa3ACIICHUSA,
JOJIXKHOCTHBIM HJIN q)HSI/IT-IeCKI/IM JINIIaM.

[Ipu agpecoBaHwM JOKyMEHTa B OpraH BIACTH, OPTraHU3AIMI0 WIH €€ CTPYKTypHOE
nongpaznenenue  (0e3  ykasaHHMs  JIOJDKHOCTHOTO — JIMIIA) WX HAMMEHOBAHUE  IHUIIYT

B UMCHUTCJIBHOM I1aJICXKE.

Hamnpumep:



MunucrepcerBo npocselenus PO

JlemapTaMeHT rocy1apCTBEHHOM MOJIUTHKY B cepe
3aIUTHI IIPAB JeTel

[Ipy  HampaBieHMM  JOKYMEHTAa  JOJDKHOCTHOMY  JIMIy  Ha3BaHHME  OpraHu3aluu
U €€ CTPYKTYpPHOTO IIOAPA3/JCICHUs YKa3blBAlOT B UMEHUTEIBHOM IIAJEXKE, a JOJDKHOCTH
u paMuIMIo ajapecata — B JaTelbHOM. MHUIMAaNel ctaBsTcs mocie GpamMuiug He3aBHCHMO
OT TOTO, KOMY aJJpeCOBaH JOKYMEHT — JOJHDKHOCTHOMY JIMIY WM (PU3UIECKOMY.

Hamnpumep:

MunucrepctBo ob6pazoBanus Kamysxckoit odnactu
Ynpasnenue JieJIaMu
['maBHOMY CIIELUATIUCTY
NBanosou N.1.

WUnu Ha3Banue opranu3aiyvid BXOAWT B HAMMCHOBAHHC JOJDKHOCTU U O(l)OpMJIﬂeTCSI
B JaTCJIIbHOM IIaACKE

Pexropy unctutyra

HNBanosoii 1.1.

[Tpu anpecoBaHWM TOKYMEHTA B HECKOJIBKO OJTHOPOJIHBIX OpTaHU3aIlui WX HA3BAHUS CIICIYET
yKa3bIBaTh 0000IIEHHO.

Hamnpumep:

PykoBoautensm o0pa3oBaTeNbHBIX
opraHm3anuii  obmero oOpa3oBaHuf,
PYKOBOIUTEIISIM TIPEATPUATHI 5

opranusanui Munnpocseenus Poccun

JlomyckaeTcsi IEHTpUPOBaTh KaKIyI0 CTPOKY PEKBH3UTa «AJpecaTy M0 OTHOIIEHUIO K caMOi
JUIMHHOW CTpOKE.

Hanpuwmep:



3amectuTento upexTopa no yaeoHoi padore MKOY «I'opckast COIL»

ITpycakosoii O.H.

B cocrtaB pekBH3WTa MOXXET BXOAMWTH IOYTOBBIA aApec. DJIEMEHThl IMOYTOBOTO ajpeca
YKa3bIBalOTCA B MOCJIEI0BATEIBHOCTH, yCTaHOBIEHHO [IpaBuiiaMu oka3aHust ycinyr Mo4ToBOM
CBSI3H.
[Ipu appecoBaHuM MHUCbMa B OPraHU3allMI0 YKa3bIBAIOT €€ HAaMMEHOBAaHHE, 3aTeM MOYTOBBIN
azpec.

Hamnpumep:

Penaknus KypHaia
«YTpaBlICHUE HAYaJIbHOM IKOJION»

MOCKOBCKUH MIPOCII., I. 6,
 JEEEEEE 101856

Aﬂpec HC IMPOCTABJIACTCA Ha JOKYyMCHTax, HaIrpasBJIsICMbIX B IPaBUTCIILCTBCHHBIC
YUpCKACHUA U IOCTOAHHBIM KOPPCECIIOHACHTAM, B 3THX ClIiydasaX MOI'YyT IIPUMCHATBHCA
KOHBECPTHI € 3apaHCC HAllCHAaTAHHBIMU aJIpCCaMU.

IIpu anpecoBaHuu noKyMeHTa (U3UYECKOMY JIMIy HEOOXOJMMO YKa3blBaTh (aMHIIUIO,
VMHHULIMAIIBI, 3aTEM IIOYTOBBIN azpec.

Hamnpumep:
NBanosy U.N.

Yepuspimenckas yn., 1.100, xs. 100,
I. , DHCKas obnacte, 101856

JIOKyMEHT He JIOJDKEeH cojiepKaTh OoJiee YeThIpeX ajpecaToB, KaXKIbIH SK3eMIUISP TaKoro
JOKYMEHTa J0JKeH ObITh moanucad. CnoBo «Komus» nepea BTOpPbIM, TPETHUM, YETBEPTHIM
azpecaTaMy HE yKa3bIBaloT.

IIpu HampaBieHMM JOKyMeHTa Oojiee YeM B UYEThIpE aJpeca COCTAaBJIAETCS CIHUCOK
Ha PacChUIKY, a Ha KaKJA0M JOKYMEHTE IPOCTABIIAETCS TOJIBKO OJIUH aJIpec.

3.2.9. I'pud yTBep:kaeHNs TOKyMeHTa



YTBepkaeHue JOKYMEHTA IPOU3BOIUTCS MPOCTABIECHUEM Iprda yTBEpKICHUS I U3JaHUEM
pacropsIuTeIbHOr0 JoKyMeHTa (B Te€X ciayd4asx, Korga TpeOyroTcs OMOJHUTEIbHBIC
NPEANUCAHUS U PA3bsICHECHHS).

JIOKYMEHTBI YTBEPKIAIOTCS PYKOBOJUTENIEM o0Opa3oBaTesbHON OpraHu3aIui,
BBIIIECTOSIIUMHA WM MEKBEJIOMCTBEHHBIMU OpraHaMH, OpraHu3alUsMU, B KOMIIETECHIIMIO
KOTOPBIX BXOJUT PEIICHUE BOIPOCOB, U3JI0KEHHBIX B YTBEPKAAEMbIX JOKYMEHTAX.

[lonoxxeHus, mnpaBuia, MOPAIKH, JOJDKHOCTHBIE WHCTPYKLIMH, MHCTPYKLHH, paclHUCaHUs
3aHATUI ypOKOB, BHEYPOUYHOH JEATENILHOCTH, [JOIOJHUTEIBHOIO OOpa3oBaHMs U Jp.
MOJUIekKAT YTBEPKACHUIO PYKOBOJIUTENIEM OOpa30BaTeNbHOW OpraHM3allid U MPUOOPETAIOT
IOPUINYECKYIO CHITY TOJIBKO C MOMEHTA UX YTBEPKICHHUS.

I'pud yTBEpKaeHNS TOMENIAETCS B IPABOM BEPXHEM YTy IIEPBOT0 JINCTA IOKYMEHTA, COCTOUT
u3 cioBa YTBEPXJIAIO (6e3 kaBbIuek), MOJHOTO HAUMCHOBAHUS JIOJDKHOCTH JIMIIA,
YTBEPIKAAIOIIET0 JOKYMEHT, €ro JIMYHOMN MOIIKCH, ee pacuin(poBky (MHUIUATIOB, (haMUIHH)
U JaThbl YTBEPKACHUS.

Hamnpumep:
YTBEPXKJAIO
Hupexrop MKOY «I'opckas COLL»
HOJIHICH O.I'.EBceeBa
15.06.2024

JHomyckaetcsi B pexkBu3utTe «I'pud yTBEp)KIeHUS ITOKYMEHTa» IIEHTPUPOBATH JIJIEMEHTHI
OTHOCUTEJIBHO CaMOW JIJIMHHOU CTPOKH.

Hamnpumep:
YTBEPXJAIO
Hupexrop MKOY «I'opckas COLL»
HOJITHUCH O.I'.EBceeBa
15.06.2024

HpI/I YTBCPKACHUU OOKYMCHTA HCCKOJbBKUMH JOJDKHOCTHBIMHU JIMOAMU UX MOAIIHMCHU
pacnojiararoT Ha OJHOM YPOBHC.

[Ipu yTBepkIeHUU JOKYMEHTa MOCTAHOBJICHHUEM, PELICHUEM, MPUKA30M, TPOTOKOIOM TpUd
yrBepxaeHust coctouT u3 ciosa Y TBEPXKJIEH (-A, -O, -bl), HaumeHOBaHUS YTBEPKAAIOIETO
JIOKYMEHTa B TBOPUTEIIBHOM NAJEXKE, Er0 1aThl, HOMEpa.

Hamnpuwmep:

YTBEPX/JIEH
[TpoTOKOJIOM METOUYECKOTO COBETA
15.06.2024 Ne 32
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HIJIN

YTBEPXKJIEHO
npukazoMm MKOY «I'opckas COILL»
15.06.2024 Ne 32

Cinoa YTBEPXJIEHO u YTBEPX/IEH B npunoxeHusx coriacyroTcsi B pOAE U YUCIE
C BUJIOM yTBep)kKgaemoro jaokymeHta: nonoxenne — YTBEPX/IEHO, nporpamma —
YTBEPXJIEHA.

BHocuTh  Kakue-muOO HM3MEHEHHS W J00aBICHUS B MOANMUCAHHBIC (YTBEPXKICHHBIC)
JOKYMEHTHI 0€3 pa3peleHus JIuia, MOIICABIIero JOKYMEHT, He TOMYCKaeTCsl.

OTBETCTBEHHOCTh 3a KaueCTBO MMOATOTOBKHU HNOKYMCHTOB U NOCTOBCPHOCTH COACPIKALIUXCIA
B HUX JOAHHBIX BO3JIara€rCsa Ha Juld, MNOATrOTOBUBIIHE, 3aBU3HMPOBABIIMC W IMOAINIMCABIINC
HAOKYMCHTHI.

3.2.10. 3aroJ10BOK K TEKCTY

3aroJ0BOK K TEKCTy BKJIIOYAeT B ce0sl KpaTKoe COJEpKAaHHE JOKYMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO HAarpy3ky. 3aroyioBok ¢opmynupyercs c npemiorom «O» («O06») u oTBeuaet
Ha BOIIPOC «O YEM?».

e mpuka3 (0 uem?) 0 CO3/1aHNM ATTECTAIIHOHHON KOMUCCHHU;
o tpuka3 (0 yeM?) 00 yTBEPIKIACHHH ILITATHOTO PACITUCAHHS,
e mHcbMO (0 ueM?) 0 MPEeIOCTaBICHUU HHPOPMAIHUH.

3aroJ0BOK COCTaBIISI€T HCIIOJHUTENb JOKYMEHTA. 3arojOBOK K TEKCTy O(hOpMIISeTcs MOA
pEeKBU3HUTAMH OJIaHKa CJIEBA, OT TPAHUIIBI JIEBOTO TOJIsSI. ECITU TeKCT MOKyMeHTa He MPEBhIIIaeT
YeThIpeX-TISTH CTPOK WM odopmieH Ha Onanke ¢opmata AS, 3arojoBOK MOXKHO
HE YKa3bIBaTh.

3aroloBOK  JJOKYMEHTa 3allMChIBAETCSl MPU €ro PpPerucTpaluy B COOTBETCTBYIOLIUE
perucTpanoHHble POPMBI: KapTOUKy, 6a3y JaHHBIX.

3.2.11. TekeT AOKYMeHTA

TekCT TOKyMeHTa COCTABIISIETCSI HA PYCCKOM SI3bIKE KaK roCy1apCTBEHHOM s3bike PD. Tekct
JOKYMEHTa H3JIaraeTcsi PYCCKUM JIUTEPATYpHBIM SI3BIKOM € yUY€TOM OCOOEHHOCTEH
opUIIMATBLHO-IETIOBOTO CTHJIS, BHJAa JOKyMEHTa | €r0 Ha3HA4YeHHUs B YIPABICHUYECCKOU
nestensHocTH. ComepikaHue JHOKyMEHTa JOJDKHO OBITh M3JI0KEHO KPaTKo, JIOTUYHO, TOYHO
U SCHO.

TexcTrl JOKYMECHTOB H3JIarar0TCs:
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or 1-ro W@ €AMHCTBEHHOrO 4YHCiIa B JOKyMeHTax (MpHKa3 MW T.[d.) PYKOBOIUTEIS
00pa3oBaTeNbHONW OpraHW3aluH, JACHCTBYIOIIEr0 Ha MPUHLIMINAX EIUHOHAYAIWs, a TaKkKe
JOKYMEHTaX, aJ[peCOBAHHBIX PYKOBOJCTBY OpraHM3allMM. TPUKA3bIBAI0... IOATOTOBUTH
U TIPEICTaBUTh Ha pacCMOTPEHHUE; IpOILY paccMoTpeTh
BOIIPOC 00 YCTAaHOBJIEHUU JIbITOTHBIX TapU(OB...;

3-T0 JMIa EAWHCTBEHHOTO 4YHCIAa B JIOKYMEHTaX KOJUICTHAIBHBIX OpPTaHOB. KOMHCCHUS
pemmina...; O6pa3oBareinbHas OpraHu3alus He CYUTACT BO3MOXKHBIM...,

1-ro nMuma MHOXECTBEHHOI'O YHCJIA B COBMECTHBIX JOKYMEHTaxX: IPOCHUM HpPEICTaBUTh
J@HHBIE O...; IIPEICTABIIIEM Ha PACCMOTPEHUE U YTBEPKACHHUE...;

3-ro U@ MHOKECTBEHHOTO YHCIIA B IMPOTOKOJIAX: CIIyIIATd, BBICTYIWIN, MOCTAaHOBWIIH,
peIIny.

B nmokymeHTax, ycTaHaBIMBAaIOIIUX IpaBa U OOS3aHHOCTH OPraHU3alldd, €€ CTPYKTYPHBIX
oJipasieieHuit (MoaoKeHne, MHCTPYKITHUS), @ TAKXKe COJCPKAIUX OMUCaHKe, OICHKY (aKTOB
WIN BBIBOABI (aKT, CIpaBKa), UCIOJb3yeTcsl (opMa H3JI0KEHHUS TEKCTa OT TPEThEro JIMIa
CIMHCTBCHHOTO WJIM MHOYXECTBEHHOTrO 4uciia («OTIEeN OCYIIECTBIISICT (PYHKIUU», «B COCTAB
00BEAMHEHUS BXOIAT», KKOMUCCHUS YCTAHOBUIIAY).

B Tekcre  OKymMeHTa, IOATOTOBJIEHHOTO HAa OCHOBAHMM  3aKOHOJATENIbHBIX, MHBIX
HOPMAaTHBHBIX IPABOBBIX aKTOB, U3JJAHHBIX OPraHaMH BJIACTH, JOKYMEHTOB, paHee M3/1aHHBIX
OpraHOM BJIaCTH — AaBTOPOM JOKYMEHTA, YKa3bIBAaeTCs HAaMMEHOBAHUE BMJA JJOKYMEHTa,
HaMMEHOBAaHME OpraHa, U3JIaBIIEro JOKYMEHT, JlaTa IPUHATUS WIN YTBEPKACHUS TOKYMEHTA,
€ro PEerucTpallMoOHHBIM HOMEp, a TakXKe 3arojIOBOK K TEKCTY WJIM HauMEHOBaHHE BHJA
JOKyMEHTa, HallpuMep:

"B cooTBercTBUM C MIOCTaHOBJIEHUEM ITpaButenscTBa ot 13.08.1997 Ne 1009
«O0 yTBepxkaeHun [IpaBui MOATOTOBKM HOPMATHUBHBIX TPABOBBIX AaKTOB (helepaibHBIX
OpraHOB MCHOJIHUTEIBbHOMN BJIACTH U UX FOCYJaPCTBEHHON pErUCTpaLimy;

"B coorBerctBun ¢ [lomoskeHneM O MOCTOSIHHO JEWUCTBYIOIIEH OSKCIEPTHOW KOMHCCUU
YUPEKIEHUsS, OpraHu3aliu, NPEINpUsTAs, YTBEPKICHHBIM TMpuKazoM PocapxuBa

or 11.04.2018 Ne 43«.

Ecnu TekcT cOmepKUT HECKOJIBKO MOPYYEHWHM, PEUICHU, BBIBOJOB, B TEKCTE BBIIACISIOTCS
pas3aensl, oApa3Aeibl, IyHKTHI, TOAIYHKTHI.

B tekct AOKYMCHTAa MOT'YT BKIIFOUATBHCA (I)pal"MCHTBI, O(I)OpM.TIeHHLIe B BUJC Ta6JII/II_IBI NI
AHKCTHI.

CtpaHuIlbl TEKCTa HYMEPYIOTCS apaOCKUMU I paMu ocepeInHe BEPXHETO MOJIS.
B nucbMax BCmonb3yroT chaeayronme GopMbl U3IT0KEHUS:

e OT IIEPBOTO JIMI[A MHOKECTBEHHOTO YHCia (IIPOCHM HArpaBUTh», «HAIPaBJsIeM
Ha PaCCMOTPECHHEY);
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e IIEPBOIO JIMIA E€AWHCTBEHHOIO 4YHCIA («CUHUTAI0 HEOOXOAUMBIMY», IIPOIILY
BBIICTIUTDY);

e Tperbero Juma eaumacTBeHHoro uymciaa («OO He Bo3paxkaer», «OO cuuraer
BO3MOYKHBIMY).

3.2.12. OT™MeTKAa 0 NPUJIOKEHUH

Ecnu TOKyMEHT MMeeT MpUJI0KEHHs], Ha3BaHHbIE B TEKCTE, TO OTMETKA O HUX odopmiiseTcs
o cleayromeit popme:

[Tpunoxenne: Ha 10 1. B 3 3K3.

Ecmu IMPHUIIOKCHUSA B TCKCTC HC HA3BAHbI, TO HGO6XOIII/IMO NEPCUNUCIIUTL UX Ha3BaHUA,
KOJIMYCCTBO JIUCTOB M 3K3CMILJIAIPOB KaXKI0T'O.

[Ipy HanM4KMKM HECKOJIBKUX NMPUIIOKEHUM OHA HYMEPYIOTCS:

[Tpunoxenus: 1. IllrarHoe pacnucanue... Ha 4 1. B 3 9K3.

2. CmeTa pacxo/ioB... Ha 4 1. B 3 3K3.

Ecmu IIPHUIIOKCHUSA C6pOIHIOpOBaHBI, KOJIMYCCTBO JIMCTOB HC YKA3bIBACTCH.

Ecnm x TokyMeHTy nmpuiiaraeTcst Ipyroi JOKyMEHT, TaKKe UMEIOIINI MPUIOKEHUE, OTMETKY
0 HaJIMYWU IPUIIOKEHUS OPOPMIIFIOT CIEAYIOLUIUM 00pa3oM:

[Mpunoxenue: muckMo PocapxuBa ot 05.06.2003 Ne 02-6/172 u npuiioxKeHue K HEMY, BCETO
Ha 3 IL.

Ecnu npuiiokeHneM siBisieTcsi 000COOICHHBIN 3JIEKTPOHHBIA HOCHTENb (KOMITAKT-IHCK, USD-
GIen-HaKoMUTeNNb M JP.), OTMETKY O HAIWYHAU TMPHIOKCHUS O(OPMIISIOT —CIEAYIOIINM
o0Opazom:

[Mpunoxenne: CD B 1 3x3.

IMpu sToM Ha BKJIajbimie (KOHBEPTE), B KOTOPHIH IMOMENIACTCS HOCUTENb, YKa3bIBAIOTCS
HAaMEHOBAaHUA JOKYMEHTOB, 3allMCAaHHBIX HA HOCUTEINb, UMEHa (ailsioB.

[Ipunoxxenust TOKHBI 0GOPMIIITHCS Ha CTAHIAPTHBIX JIMCTAX M UMETh BCE HEOOXOIUMBIE JIJIst
JOKYMEHTOB  PEKBU3UTHl  (HAMMEHOBAHME,  3arojiOBOK,  IOJIUCH  PYKOBOJHUTEJCH
OJIpa3ieIeHn i, OTBETCTBEHHBIX 33 UX COJEPXKAHKE, OTMETKY O COTJIACOBAHUH H T. [I.).

Ha nmpunokeHnn K pacnopsauTeNbHOMY JOKYMEHTY B IIPaBOM BEPXHEM YIJy CTaBUTCS
OTMETKa  C YKa3aHWEM  Ha3BaHUSA  PACHOPAOUTENIBHOIO  JOKYMEHTa, €ro  JaThl

U PETUCTPALIMOHHOTO HOMEpA.

Hanpuwmep:
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[Ipunoxenue Ne 2
k npukazy MBbOY 11O Ne 1
ot 15.06.2024 Ne 11

HanmeHoBaHue Buaa JOKyMEHTa — IMPHIIOKEHUS (IIEPBOE CIOBO 3arojOBKa IPUIIOKCHUS)
BBIJICIISICTCS TIPOITUCHBIMU OyKBamH, noirykupHbM mpudTom ([TIOJIOXKEHUE, TIEPEYEHD,
CIIUCOK u . 1.).

Honyckaercs Boipaxenue «[IPUJIOXKEHUE Ne» neuatath mponMCHBIMH OyKBaMH, a Takxke
LIEHTPUPOBATh 3TO BBIPA)KCHHE, HAMMEHOBAaHUE JOKYMEHTa, €ro NaTy W PErUCTPALMOHHBIN
HOMEDP OTHOCUTEIBHO CAMOM JUIMHHOW CTPOKH.

Hamnpumep:

[Ipunoxenue Nel
k npukazy MBOVY 11O Ne 1
ot 05.06.2024 Ne 145

3.2.13. I'pu¢ coriiacoBaHusi 10KyMeHTa
Buemnee cornacoBanue oopMIISETCSI COOTBETCTBYIOIIUM TPUGPOM.
I'pud cormacoBanusi coctout u3 cimosa COI'JTACOBAHO (6e3 kaBbruek), TOHKHOCTH JIHIIA,

KOTOPBIM corjraCoBaH JAOKYMCHT (BKJ’IIOLIaSI HanMCHOBAHUC OpFaHI/ISaHI/H/I) , €ro
CO6CTB6HHOpquOﬁ noAnrcCHu, HHUIIKAJIOB, q)aMI/IJ'II/II/I, JaThl COTJIaCOBAaHMUA.

Hanpuwmep:
COT'JIACOBAHO
3aMmecTuTeNb HaYaJlbHUKA YIPABIICHUS
o0pa3oBaHUs OHCcKo oOnactu

noanuceA.U. Tlerpos

11.07.2024

Ecmu cormacoBanmne IMPOBOAUTCA C KOJUICTUAJIBHBIM OpraHOM HWJIHW IMOCPEACTBOM IIMCHbMQ,
TO I‘pI/I(b corjraCoBaHuAd O(I)OpMJI}ICTC}I CJICAYIOIIUM 06pa30M:

Hanpumep:
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COI'/TACOBAHO
ITemarormyeckum coetom MBOY 11O Ne 1
(mpoTokou ot 29.03.2024 Ne 1)

FpI/I(bBI corjiaCoBaHus MOTI'YT pacrojaratbCa Ha OTACIBHOM JIMCTEC COrjlaCoBaHu:A, C€CJIU
COACPIKAHUC NOKYMCHTA 3aTparuBacT HHTCPCChbl HCCKOJIbKHUX opraHnsaum‘/'I. Ha JAOKYMCHTC
J€J1ac€TCsa OTMETKA «JIncTt cornacoBaHus npujaracTcs».

Bnemnee coriacoBaHue B 3aBUCHUMOCTH OT COJACpXAHUS JIOKYMEHTa OCYHIECTBIISIETCS
B CIIEAYIOIICH OYEPETHOCTH

e CO CTOPOHHHMH OPraHHM3aIMAMM, KOTJa OHHM BBICTYIAIOT 00A3aTEILHON CTOPOHOM
B IIPABOOTHOIIEHHUSX, BOSHUKAIOIIUX BCIIEACTBUE M3JAHHS JOKYMEHTA, WM KOT/a
cojiepKaHKe JIOKYMEHTa 3aTParuBaeT HX HHTEPECHI;

e OOIIECTBEHHBIMH OpPTraHU3AIMAMH — B CIAyYasX HEOOXOIMMOCTH WM B CIydYasX,
IPEyCMOTPEHHBIX MOJOKEHUAMH 00 STHX OPraHU3aIusX;

e OpraHaMi, OCYHIECTBIISIONIMMH T'OCYJAapPCTBEHHBIM HaIBEJIOMCTBEHHBIN KOHTPOJIb
(mam3op) B omnpeaeeHHoi 001acTH (IKOIOTHYECKU, TOKAPHBIHA U T. I1.);

e BBIIIECTOSAIIMMH  OPraHM3AUSAMH — B ClIydasX, KOTJa 3aKOHOJIATEIbCTBOM
IpeLyCMaTPUBAETCA BO3MOKHOCTD COBEPIIEHHS YIIPABJICHUYECKHUX AEHCTBHUIA TOJIBKO
C pa3pelICHUS TUX OPTraHU3ALMIA.

3.2.14. Bu3za corjiacoBaHus JIOKyMeHTA
Busel cormacoBaHusi TOKyMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIIMI Ha COrJiacue HId
HECOrJlache JOJDKHOCTHOTO JIMIAa 00pa3oBaTeIbHON OpraHW3allld C COACPKaHHEM IMPOEKTa

JOKyMeHTa (aee — BH3a).

Buza BritouyaeT JOKHOCTh JIMIA, BHM3HPYIOLIETO JIOKYMEHT, MOJAIUCH, paclIuppoBKY
nonmucy (MHAIMAIBI, (PaMUJIHIO) M JaTy BU3UPOBAHUS.

Hanpuwmep:
3aMecTuTeNnb TUPEKTOpa MO BOCIUTATEIbLHON padoTe

HMBanoBa N.N. UsanoBa

10.10.2024

OdopmiteHHas TakKMM 00pa30M BH3a 03HAYAET COTJIACHE JOJKHOCTHOTO JIMIIA C COJCPIKaHHEM
JOKYMECHTA.

[Tpu HaM4YMK 3aMedaHuil Mo TOKYMEHTY BU3Y OQOPMIISIOT CIEAYIOIINUM 00pa3oM:

3aMmeuaHus IpUIararoTcsd
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3aMecTHTeNbh TUPEKTOpa 110 BOCIUTATENBHOM padoTe
MBanosa N.N. NBanosa

10.10.2024

I[OKYMGHT BU3UPYCTCA HUCIIOJIHUTCIICEM U 3aMHTCPCCOBAHHBIMU B JOKYMCHTC JOJIKHOCTHBIMU
JUuaMu, pyKOBOJUTEIIEM 06pa3OBaTeJIBHOI>'I OpraHu3aluu.

3amevaHusi JOJKHBI OBITh TMPEACTABICHBl HA OTIEIBHOM JIMCTE, KOTOPBIA IMOIIMUCKHIBAIOT,
JTATUPYIOT U MPUIIAratoT K JOKYMEHTY.

Ha AOKYMCHTC, IOIJIMHHHUK KOTOPOI'O0 OCTacTCA BO6p330BaTeHBHOﬁ OpraHu3aluu, BHU3bI
IMpOCTaBJIAIOT B HIDKHEH dYacTu O60pOTHOfI CTOPOHBI TMOCJICAHEIO JIMCTAa NOAJIMHHHUKA
AOKYMCHTA.

Ha noxkymenTe, NMOMIMHHUK KOTOPOTO OTHPABISAIOT W3 OpraHM3alyy, BU3bl IIPOCTABIIAIOT
B HW)KHEW YaCTH JIULIEBOM CTOPOHBI BTOPOTO 3K3EMILISIPA OTIPABIIEMOr0 JOKYMEHTA.

Bo3moxHo Oq)OpMJ'IeHI/Ie BU3 JOKYMCHTA Ha OTACIIBHOM JIMCTC COIJIACOBAHUA. I[OHYCKB.CTCFI
MOJIMCTHOC BU3UPOBAHUC JOKYMCHTA U €TI0 IMIPHUJIOKCHUS.

Ecmu B nmponecce BU3UPOBAHUA B MMPOCKT HOKYMCHTA BHOCATCA CYHICCTBCHHBIC M3MCHCHMHA,
OH IOIJICKUT IMOBTOPHOMY BU3UPOBAHUIO. HOBTOpHOG BHU3UPOBAHUC HEC Tpe6yeTc;1, CCJIA IIpHU
)IOpa6OTK€ B IIPOCKT JOKYMCHTA BHCCCHBI YTOYHCHUS, HC MCHAIOIIHNE €TI0 CYyTH.

3.2.15. Hoanuck

JIOKyMeHTBI, HampaBisieMble 00pa3oBaTeIbHON OpraHu3allel B BBHIMIECTOSIINE OPIaHbI
YOpaBJIEHUS, TMOANUCHIBAIOTCS PYKOBOJIUTEIEM O0pa30BaTEIbHOW OpraHu3aluy, €ro
3aMECTUTENIEM 10 MIOPYYEHUIO PYKOBOIUTENS o0Opa3oBaTenbHON OpraHu3alyx
10 COOTBETCTBYIOLINM HAIIPaBICHUSIM.

B cocraB pexBusuta «Iloanuck» BXOIAT: HAMMEHOBAHUE JOHKHOCTHU JIMIIA, TTOAMHCABIIETO
IOKyMeHT (IOJIHOe, C yKa3aHWEM Ha3BaHHUs OpTraHU3allid, €CIH JIOKyMEHT O(OopMIIeH
He Ha OJlaHKe, ¥ COKPAIllCHHOe —  Ha JOKyMeHTe, O(OpMJICHHOM Ha OJlaHKe), JHYHas
MOJIMUCK; paciuin(poBKa MOANUCH (MHUIUANBI, (haMUITHS).

Hanpumep:

3amecturens — aupekropa Jluunas noanuce M.U. MBanoBa
10 BOCTIUTATEIbHOU padoTe

B AOKYMCHTAX, IMOATOTOBJICHHBIX KOMMCCHEH, YKa3bIBAOTCA HC NOJDKHOCTU MOAIMUCABIINX
JINII, a uX 0053aHHOCTHU B COCTaBE KOMUCCHH.
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Hanpumep:

npeacenarens komuccun  Jluunas noanuce  M.O. Gamumnus
4JIeHbl KOMHUCCHUU Jlvyunag nognuce UM.O. Gamunug

JInynag nognuce UM.0O. Gamunug

[Ipy mnoxamucaHuM JOKYMEHTAa HECKOJbKUMHU JIOJDKHOCTHBIMH JIMIIAMHM  UX MOANHCU
pacrnojararoT OJHY I[OJ APYrodl B IIOCIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH 3aHUMacMOU
JOJKHOCTH.

Hampuwmep:

Hupexrop JInunasg noanuce  U.O. Gamunus

3amectutens gupekropa  Jluynas nognuce  M.O. @amunus

HpI/I nmoAnmruCaHu JOKYMCHTA HECKOJIbKMMU JIMIAMH PAaBHBIX I[OJ'DKHOCTGI;'I, X IIOAIINCHU
pacnojrararoT Ha OJHOM YPOBHC.

Hampuwmep:

3amMecTuTeNnb ~ JUPEKTOpa MO  3aMecTUTeNb  JUpEKTopa Mo
aIMUHUCTPATUBHO- y4eOHO-BOCTTUTATEIHLHOMN paboTe
XO3SIMCTBEHHOMN

pabore

mnudas noanuck  M.O. @amunug  aumudag noanuck  M.O. @amunus

Eciu AOJDKHOCTHOC JIMIIO, MOANHCH KOTOPOIroO 3aroTOBJICHA HaA INPOCKTEC JOKYMCHTA,
OTCYTCTBYCT, TO JOKYMCHT OOJIKCH NOAIMCBIBATHCA JIUIOM, UCITIOJHAOIINM €TI0 O6$ISaHHOCTI/I,
WK €T0 3aMCCTUTCIICM.

He JA0IMYCKACTCA MOAITMCAHNE JOKYMCHTOB C ITPCAJIOTOM «3a» WUJIN ITPOCTABJICHUC KOCOM YCPThHL
nepea HauMMCHOBAHUEM JTOJIZKHOCTH.

3.2.16. OT™MeTKa 00 31€KTPOHHOM MOAMUCH
OtmeTka 00 AJEKTPOHHOW TOJIMUCH BKIIOYAeT: Ppazy «JloOKyMEHT MOAMKCaH 3JIEKTPOHHON
TTOJIUCHIO», HOMEP cepTU(HUKATa KITF0Ya 3JIEKTPOHHOHN TMOIIUCH, (PaMHITUIO, UMsI, OTYECTBO

BiIaacibia CCpTI/I(I)I/IKaTa " CpOK JeHCTBUSA CCpTI/I(pI/IKaTa KJIro4a 3J'ICKTp0HH0171 IMOATIIUCH.

Hamnpuwmep:
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AOKYMEHT NOAINNUCAH
SJIEKTPOHHOHU NOANMUCBHIO
Ceprudukar 1a111aa2a0000000011

Bnanenenn MBanoBa Amnna IlerpoBna
HeticrButenen ¢ 01.12.2024 o 01.12.2028

OTtMmerka 00 3JIEKTPOHHOM NOJMNMCH JOJDKHA COOTBETCTBOBAaTh MECTYy pa3MELICHUs
COOCTBEHHOPYYHOH MOJAIMUCH B aHAJIOTHYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHUTEIEe. DJIeMEHTHI
OTMETKHU JIOJDKHBI OBITh BUJIUMBIMU U YUTAEMbIMH U HE JOJDKHBI NEPEKPbIBATh 3JIEMEHTHI
TEKCTa JIOKYMEHTA U IPYTUEe OTMETKHU 00 3JICKTPOHHOM moanucy (pu HaJIHYHH).

3.2.17. lleuarnb

OTTHCK TIeYaTH 3aBepseT MOJJIUHHOCTh IMOJAIUCH JOJHDKHOCTHOTO JIMIA Ha JIOKYMEHTAX,
JOCTOBEPSIFOIIMX ~MpaBa JHI, (QUKCUPYIOMMX (aKThl, CBS3aHHbIC C (MHAHCOBBIMH
CpeICTBaMH, a TAK)KE€ HA MHBIX JOKYMEHTaX, MPEIyCMATPUBAIOIINX 3aBEPEHHUE TOTHHHON

IIOAIIMCH. HOKYMGHTH 3aBCPAIOT IICYATBIO O6p3.30B8.T6J'IBHOI>i OpraHu3aluu.

Ileuats IMPOCTABJIACTCA Ha CBO6OIIHOM OT TEKCTa MCCTC, HC 3aXBaThbIBast JIMIHOM oA CH
JOJDKHOCTHOI'O JIMIIA.

3.2.18. OrmeTKa 00 HCIIOJIHHUTEIE

OTtMeTka 00 UCTIOJHUTENE BKJIIOYaeT B ceOs (aMminio, HUMs, OTYECTBO HCIIOTHUTENS
JOKYMEHTa, HOMep ero TenedoHa.

OTMCTKy 00 UCIIOTHUTENC pacnojrararoT Ha JIMIIEBOM HJIN 060pOTHOﬁ CTOPOHE IMOCIICAHCTO
JIMCTAa JOKYMCHTA B JICBOM HUXHCM YTIIY.

Hanpuwmep:
HMBanoBa UaHa MIBanoBHa

8 (495) 994-94-94

3.2.19. OT™MeTKa 0 3aBepeHMH KONUHU

Komuum ¢ JOKyMEHTOB  BBIIAIOTCS ~ C pa3pelieHus  PYKOBOAUTENEH  CTPYKTYpPHBIX
MOJIpa3/IelIeHuil 1 TOJNBKO C TeX JOKYMEHTOB, KOTOpbIe OBLTM H3JaHbl B 00pa30BaTEIbHOM
OpraHM3ali ¥ KOTOPbIE KAacaloTcsl CIIy)KeOHOM AesITeNbHOCTH JIaHHOTO CTPYKTYPHOTO
MIOAPA3ACIICHHUS.

[Ipu BbIIaue KOMHMU JOKYMEHT BOCIPOW3BOJUTCS TIOJHOCThIO (OJaHK 00pa3oBaTeIbHOM
OpraHu3aIiK, HOMED, JaTta, COAEP)KAHHUE U T. JI.).
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B IIpaBOM BEPXHEM YIJTY KOIIMK ITHIICTCA CJIOBO «Kormmsy. HpI/I BbIJa4€ KOIIMHK C KOIIMH
CJICOAYCT IUCATh «Kommus ¢ xkomum.

Eciu konwust 1711 BHYTPEHHETO MOJIb30BAaHMUs, TO U1 3aBEPCHUsT HUXKe pekBu3uta «Iloamnucey
MPOCTABJIAIOT 3aBEPUTEIbHYIO HAAMUCH: «BepHO»; MODKHOCTD JIMIIA, 3aBEPSIOLIETO KOIHIO;
JUYHYIO MOJAIUCH; paciiupoBKY MOANUCH (MHUIUABI, ((aMUIIHIO); 1Ty 3aBEPCHHUS.
Hanpuwmep:

Bepno

Cekpetapn/CrieriuaincT 1o Kajapam

JImunag nonmuck  B.B. MIBanoBa

10.10.2024

Ecnu komnus BbiaeTcs i MpeACTaBICHUS B IPYTYI0 OPTaHU3aIHNI0, TO OTMETKA O 3aBEPEeHUN
KOITUH JIOTIOJHSETCS HAIICHIO O MECTE XpaHEHUS IOKYMEHTa, C KOTOPOTo ObLIa M3rOTOBJICHA
KOIUs, ¥ 3aBEPsIeTCS MeYaThl0 OPraHu3allNu.
Hampumep:
[Mopmuunuk gokymenta Haxonutcsi B MKOVY «l'opckas COLLD B nene Ne 12-kx 3a 2024 rog.
JIJis TpOCTaBJICHHSI OTMETKH O 3aBEPEHUHU KOTHMH MOYKET UCIOJIb30BATHCS IIITAMIL.
3.2.20. OT™MeTKa 0 MOCTYIJIEHHH IOKYMEHTAa
CopmepuT naTy MOCTYIUICHUS JOKYMEHTA, a TAK)Ke €ro BXOSIINIA PETUCTPAIMOHHBIA HOMED.
[Tpy HEOOXOAMMOCTH B OTMETKE MOYKHO yKa3aTh BpeMs TOCTYIUICHHUS B 4YacaX M MHUHYTax
1 coc0o0 TOCTaBKH TIOKYMEHTA.
OTMeTKy O MOCTYIUICHHH JTOKYMEHTa B 00pa30oBaTeNbHON OpraHU3alliy MPOCTABIAIOT B BUE
IITaMITa WIK OT PyKH B HWKHEW YacTH JIMIICBOW CTOPOHBI TEPBOTO JINCTA JOKYMEHTA HITU
Ha ero obopore.
Hanpumep:

MKOY «I'opckas COII»

11.10.2024 Ne 23

13 y 40 mun

3.2.21. Pe3osronust
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B cocraB pesomonuu TOKHBI BXOAWTH CIICAYIONIUE AJIEMEHTHI: (paMuius, WHHUIHAIBI
UCTOJHUTENS (MCIOJHUTENEH), Ccoiep)kaHue mnopydeHus. [Ipy HEOOXOIUMOCTH — CpPOK
HCTOJIHEHUS, TTOAHUCH JIMIIA, BEBIHECIIETO PE30JIIOIUIO, JaTa PE30TIOLH.

Hanpumep:

Cwmupnosoit 1.0.
[Ipomry moaroroButh nmpoekt goroBopa ¢ OO0 «Jlom medbenn» k 22.06.2024
JInynasg nmoanuch

10.10.2024

[Ipy HanuuuM B PE30JIIOLUM HECKOJbKMX HCIHOJIHUTENEH YKa3bIBA€TCS OTBETCTBEHHBIH
UCTIOJTHUTEND (KaK MPaBUIIO, ATO JIMIIO, HA3BAHHOE B PE30JIFOLIUU ITEPBBIM).

Ha nokymenTax, He TpeOYIOIMUX JTOMOJHUTEIBHBIX yYKA3aHUW IO MCIIOJIHCHUIO W UMEIOITUX
TUTIOBBIE CPOKH HCIIOJIHEHUS, B PE30OJIOLUU YKa3bIBACTCS HCIIOJHUTENb, MOANUCH aBTOpa
PE30JIoLNH, JaTa.

Pesosronusi, kKak NpaBUIIO, MUIIETCS OT PYKH PYKOBOJIUTENIEM Ha IMOJIMHHUKE JOKYMEHTa
Ha cBOOOIHOM OT TEKCTA MECTE.

3.2.22. OT™MeTKAa 0 KOHTpOJe

OTmeTKa O KOHTposie 0003HAayaeT, 4YTO JOKYMEHT TIIOCTaBJI€H Ha KOHTpoib. OTMETKy
0 KOHTpOJIE 3a HCIIOJIHEHHEM JIOKyMeHTa 00o03HayaroT mramrnoM «KOHTpoib» Ha BepXHEM
MoJie TOKYMEHTA.

KoHTpoito nozsexar Bce 3aperucTpupoBaHHbIE JOKYMEHTHI, TPEOYIOLUe HCIIOTHEHNUS.
CpokM  UCHONHEHUS  JIOKyMEHTa YCTAHABIMBAIOTCS B COOTBETCTBHM  CO CPOKaMH,
0003HAYCHHBIMH 3aKOHO/IATEIILCTBOM, OpTraHM3allMell, HaNpaBUBIICH TOpPYYEHHE WU
npockOy,  paclmopsAMTENbHBIM  JOKYMEHTOM WM PE30JIONMeNd  pyKOBOAMTEINS
o0pa30BaTeNbHON OpraHu3aluu.

Cpoxk npoctasinsercs B popMe AaThl 3aBEPILIECHUS UCIIOTHEHUS.

3.2.23. OT™MeTKAa 0 HANPaBJIEHUH TOKYMEHTA B /1€J10

OTmerka 00 MCIIOTHEHMM JOKYMEHTa | HampaBJIeHWU €ro B JeNo BKIOYaeT B cels
crlenyrone AaHHble. ¢pa3dy «B meno», mHAEKc nenma Mo HOMEHKJIAType [1ell, B KOTOpPOoe
MIOMEIIAETCs] IOKYMEHT Ha XpaHEeHHe, C yKa3zaHHeM KaJeHJapHOro roja, JAOJDKHOCTH JIMIA,

0(OPMHUBIIIETO OTMETKY, MTOMICH, TaTHI.

Hanpuwmep:
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B nemo Ne 01-18 3a 2024 r.
3aMecTHTeNbh TUPEKTOpa 110 BOCIUTATENBHOM padoTe

JInungas nmoamuce 10.10.2024

OrmMmeTka o HaIlpaBJICHUU OJOKYMCHTaA B ACJIO MOXKCT HOIOJHATHCA KPATKUMU CBCACHUSIMU
0 XapaKTEPpEC UCITIOJIHEHUA JOKYMCHTA.

3.3. Oco0eHHOCTH MOATOTOBKHU U 0()OPMJIEHHS OT/IeJILHBIX BUA0OB 10KYMEHTOB
3.3.1. Ipuka3

[Ipuka3z — npaBoBOil akT, U3AaBacMblil PyKOBOJUTENIEM 00pa30BaTEIbHON OpraHU3aluu JJis
pelleHNs] OCHOBHBIX M ONEPAaTUBHBIX 33/a4, CTOALIMX Iepe 00pa3oBaTelbHOM opranu3anuei
(mpunoxxenue Ne 2).

[Ipuka3 Moxer ObITh U3JaH JIMIIOM, MCIOJHSIOMIUM OOS3aHHOCTH PYKOBOJHUTEJ
00pa30BaTeNbHON OPraHU3alMU B CIy4ae €ro OTCYTCTBUSL.

B npukazax 1o OCHOBHOHM J€ATEIbHOCTH PELIAIOTCS BONPOCHI Y4eOHOH, XO035AHCTBEHHOM,
(uHAHCOBOWH  JESTENbHOCTH, IUIAHUPOBAHMS, OTYETHOCTH, Yy4eOHO-BOCIMTATEILHOTO
mporecca, pU3uIecKoro pa3BUTHA U T. II.

[Ipukassr odopmisitorcss Ha OnaHke oOpazoBaTesnbHOM opranuzauuu. [lepemaya npukasos,
UX KONUM pabOTHMKaM CTOPOHHUX OpraHU3alMil JIOMyCKaeTcs TOJBKO C pa3peleHHs
pykoBoauTens 00pa3oBaTeNbHON opranuzauuu. IIpoekThl mpuKa3oB pa3padaThIBAIOTCS
YIOJIHOMOYEHHBIM JIULIOM IO OPYUYEHUIO PYKOBOJICTBA UJIM IO COOCTBEHHOM MHUIMATUBE.

[ToaroroBka mpukasza BKJIIOYAET B ce0sl M3yUYEHUE CYIECTBAa BOIpoca M cOOp HEOOXOANMBIX
CBEJICHUI; MOJATrOTOBKY IpOEKTa NpHKa3a; COIJacOBaHHE IPOEKTa; IOANUCAHHE
pyKoBoAMTENIEM 00pa30BaTeIbHON OPraHU3aINH, PETUCTPALIUIO.

[Tpukassl nevatarorcs mpudTom Ne 12,

Homepa cTpaHMIl IPOCTaBISAIOTCS MOCEPEIUHE BEPXHEro MO JHUCTa. TEeKCT MpHKas3a
reJaTaeTcs 4yepes3 OAMH MEXCTPOUHBIA HHTepBall, 0e3 00opoTa.

[Ipuka3z umeer cleayronMe pPEKBU3UTHI. HAaWMEHOBaHHE O00pa30BaTENbHONW OpTraHU3aIlud
COTJIACHO yCTaBy, HauMmeHoBanue Buua nokymenta ([IPUUKA3), nara, HOMep, MecTo
COCTABJICHHS, 3arojlOBOK K TE€KCTy, TEKCT, HaWMEHOBaHWE JOJHKHOCTH, TMOMAMKCH
JIOJDKHOCTHOTO JTHIA (MHUIUAIBI, (haMHJIHS), BU3bI COTJIACOBAHMUS, O3HAKOMIICHHUSI.

JlaToii mpuKkasa sIBJIIETCS JaTa ero noamnucanus. Jlata opopmisiercs nudpoBbIM CIIOCOOOM;
HOMEp COCTOMT W3 3HakKa «Ne» W mopsjkoBoro Homepa mpukasza, Hampumep: ot 00.00.0000
Ne 000.
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Texkcr mnpukaza COCTOMT U3 IBYX B3aUMOCBSI3aHHBIX 4YacTed — KOHCTaTUPYHOLIECH
U PacropsAUTEIIbHOMN.

Tekct mpukasa JODKEH UMETh 3aroJIOBOK. 3arojioBOK HauuHaercs ¢ mpemiora «O» («O0»)
U popMuUpyeTcsl  MPH  TMOMOINKM  OTIJIArOJbHBIX  CYIIECTBHTENBHBIX  (Hampumep:
«O0 yTBepxeHHH...», «O perucrpauui...», «O co3maHuu...»).

3aroyioBOK JIOJDKEH KpaTKo U TOYHO OTpaXkaTh CoOJEp)KaHHWe TeKCTa Mpukaza. Touka
B 3arojioBke He ctaBuTCs. [leuaTaercss uepe3 JBa MEKCTPOUHBIX MHTEpBAJIa OT PEKBU3UTA.
[leyaraercs CTpOYHBIMU OYKBaMH, BBLAETSETCS KUPHBIM HIpUdTOM.

B koHCTaTupyromei uacTH KpaTKO M3/araloTcs Lelu M 3agadd, (akTel U coOBITHS,
MIOCITY’)KUBILIME OCHOBaHWEM Ul W3JaHus Mnpukasa. OHa MOXKET HauMHATbCS CIIOBaMU
«B LENAX», «BO UCIIOJHEHUE» U Ap. Ecaum mnpukas wu3gaercs Ha OCHOBAaHUU  JIPYroro
JIOKYMEHTA, TO B KOHCTAaTHPYIOLIEH 4YaCTH YKa3bIBACTCS HAMMEHOBAaHUE ITOr0 JTOKYMEHTA,
HaMMEHOBAHME OpraHa, U3JaBLIEro JOKYMEHT, JaTa, PErUCTPALlMOHHBI HOMEDP M 3ar0JI0BOK
K TEKCTY.

KoHncratupytomass 4YacTh MOKET OTCYTCTBOBATb, €CIM INPEANUCHIBAEMbIE JIEHCTBUS
HE HY)KJIAI0TCSl B Pa3bsACHEHUU. TEKCT NPHUKA30B B TAKUX CIIyyasX HAuMHAETCs CO CJIOBA
«[MPUKA3BIBAIO» (muiercs nponucHbiMU OykBamu). [Ipu Hanu4yum IBYX YacTed mpukasa
pacropsuTenabHas 4acTb OTAENSAeTCS OT KOHCTAaTUPYIOLIECH CIIOBOM «ImpuKasbiBatoy. [locne
cioBa «I[IPUKA3BIBAIO» cTtaBuTcst 1BOETOUHE.

Tekct paCHOpﬂﬂHTeﬂbHOﬁ YaCTH MOKCT ACIUTBCS Ha ITYHKTBI, B KOTOPLIX YKa3bIBAKOTCHA
HCIIOJIHUTECIIN, KOHKPCTHBIC HCﬁCTBHﬂ " CPOKU HCIIOJHCHUSA NPEANUCBIBACMBIX Hel\/'ICTBI/II\/'I.
Ecmu npukas JOIMOJIHACT, OTMCHIACT HWJIIM U3MCHACT pPAHCC HU3NAHHBLIC IIPUKA3blI HIIN
HUX OTACIIBHBIC IMTYHKTBI, 9TO OroBapmBacTCA B TCKCTC. HOCJ’IC}IHI/IM ITYHKTOM
paCHOpHHHTeHBHOﬁ YaCTH ITpUKa3a YKa3bIBACTCA JOJLDKHOCTHOC JIMIO, HA KOTOPOEC BO3JIaracTCsa
KOHTPOJIb 34 UCIIOJITHCHUEM IIpUKa3a B LCJIOM. Haan/IMep: «KOHTpOJ'II) 3a UCIIOJTHEHHUEM
IIprUKa3a OCTABJIALO 3a co00i1».

Iloanucek oTaensgeTcs OT TEKCTa ABYMS UHTCPBAJIaMU, ME€YATACTCA OT I'PaHULIBI JICBOT'O ITOJIA.

Pacmmn¢poBka mojamucu mnedataeTcs Ha ypoOBHE IOCHEAHEH CTPOKHM JODKHOCTH Y IPaBOi
rpaHullbl TeKCTOBOTrO nosist. [Ipoben Mexay nHUIManaMu U pamuiiveil He J1enaeTcs.

[Mocnenusis OykBa B paciin(ppoBKe MOIIMHUCH OTPaHUYUBACTCs paBbiM monieM (10 mm).

[Ipy moamucaHuW TMpHUKa3a JHIOM, 3aMEMIAIONIMM PYKOBOAHUTENs 00pa3oBaTelbHON
OpraHu3aIyy, T0JDKHA OBITh YKa3aHa ero (pakThyecKas TOJDKHOCTh U (haMuITHS.

[Ipyu HanmUuUMK NPUIIOKEHUH K TPHUKa3y 0053aTeNbHO AENAETCs CChUIKA Ha HUX B TEKCTE.
IIpukasbl HyMepyrOTCS OPSAKOBONW HyMepaluel B Ipesenax KajleHaapHoro roga. OTaenbHo

HYMCPYIOTCA IIpHUKa3bl II0 OCHOBHOH JACATCIIBHOCTH, II0 JIMYHOMY COCTaBYy pa6OTHI/IKOB,
110 JINYHOMY COCTaBy O6yanOH_[I/IXC$I, 10 OTITyCKaM, O KOMaHIUPOBAHUH.
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Ecnu npuka3 BBOIWUT B JCHCTBUE KaKHe-THOO TOKYMEHTHI (MHCTPYKIHMHU, TpadUKH, IpaBuia,
MOJIOKEHHUSI), TO OHU O(OPMIISIFOTCSL B BUJIC IPUIIOKEHHS K TIPUKa3y. B mpaBom BepxHEM yriy
TaKUX JIOKYMEHTOB OT IISITOrO IIOJOXEHUs TalynsTopa HEoOXOAMMO MHCaTh CIOBO
«IIpunoxenue» ¢ ykazaHHEeM HAMMEHOBAHUS pacCHOPSAMTEIBHOIO JOKYMEHTa, €ro Jarhl,
HOMeEpa.

Hanpuwmep:

IIpunoxenue
K npukazy MKOYVY «I'opckas COLL»

ot 11.07.2024 Ne 34

[TpunoxeHus K MpoeKTaM MPUKa30B OPOPMIISIOTCS Ha OTACTBHBIX JHCTaX OyMary.

PaSMepBI roJieit U MCKCTPOYHBIC HMHTCPBAJIbI IIpU II€YaTaHUMU TCKCTOB HpI/IJ'IO)KCHI/Iﬁ
HUACHTUYHBI pa3MecpaM, IMIPUMCHACMBIM IPHU IIEHATAHUH TCKCTOB ITPUKA30B.

B npunoxeHusx momMemaTcs MoJ0KEeHHs, IePEdHH, CIIUCKH, rpaduKu, TaOIUIbl, 00pasIbl
JOKYMEHTOB U JP.

Ecnu B TekcTe JMaeTcs CChUIKA «COTJIACHO TPWIOKEHHIO» Wi (npuiioxenue Ne...),
TO Ha [IEPBOM  CTPAaHULE MPWIOKEHHUs B IIPABOM BEPXHEM yIIy MHUIIETCA  CIOBO
«IIpunoxeHue» U ero HoOMep, HUXKE uYepe3 OJUH MEKCTPOUHBIN MHTEpBaJ JAE€TCA CChUIKA
Ha MpHUKa3 PyKOBOJUTENS 00pa3oBaTeIbHOI OpraHu3alny, ero Aaty U HoMep.

Bce cocTaBHBIE yacTu PCKBU3UTA BBIPABHUBAKOTCS 110 JICBOMY Kparo, MeYaTAr0TCA 4CPE3 OANH
MG)KCTpO‘-IHBIfI HWHTCPpBAJI. I[J'II/IHa CTPOKM HC JOJDKHa IMPCBBINIATH 8 CM, OI'PaHUYMBACTCA
IIpaBbIM IIOJIEM JOKYMCHTA. HpI/I HaJIMYHU HCCKOJIbKHUX HpI/IJ'IO)KeHI/II\/’I OHU HYMCPYIOTCH.

Hamnpumep:

[Tpunoxxenue 1
k npukazy MKOYVY «I'opckas COIL»

ot 11.07.2024 Ne 34

[Tpu namuuuu B Texcre GopmynupoBku «YTBEPIUTDy» mpunaraemoe mnoyiokeHue, cOCTaB
KOMHCCHH, TIEPEUYEHb MEPOIPUATUN U T. 1. HA CAMOM IPUJIOKEHUH B IIPABOM BEPXHEM YTIIy
pacnionaratorcs cinosa «Y TBEPXKJIEHO» nnu « YTBEPXIEH» co ccbuikoil Ha mpukas, ero
JaTy, HOMEP.
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Hanpumep:

YTBEPKJAEHO
npukazoM MKOVY «I'opckas COLL»

ot 11.07.2024 Ne 34

3aroJo0BOK K TEKCTY MPUJIOKEHHUS MeYaTaeTcs HEHTPUPOBAHHBIM criocobom. HaumeHnoBaHue
BUJA JIOKyMEHTa INPHIOKEHHs (IepBOE CIOBO 3arojoBKa MPUIIOKEHHS IIedaTaeTcs
nponucHbeIME OykBaMu xupHbIM pudrom: [TIOJIOXEHUE, IEPEYEHD, CIIUCOK u T. 1.).

3aroJIOBOK IPWJIOKEHUS OTAENAETCS OT JaThl M HOMEpa IPUKa3a JABYMS MEKCTPOYHBIMU
VMHTEpBaJIaMU.

Ilpy HaaMYUKM B TEKCTE MPHIIOKCHUS HECKOJIBKHX pPa3/elIOB MX 3ar0JOBKH II€YaTArOTCs
[EHTPUPOBAHHBIM CIIOCO0OM (OTHOCHTENILHO TpaHMIl TekcTa). TOouka B KOHIE 3arojOBKOB
He cTaBUTCS. JIOMYyCKAEeTCs BBIIEIATE 3ar0JIOBKH Pa3/IesioB MIPHU(PTOM APYroil HACKIIIEHHOCTH
(>KMPHBIM, TIOTY>KUPHBIM).

TekcT npuiIoKeHUST MOXKET ObITh OGOopMIIEH B BUAC TaOmuIbl. ['padpl ¥ CTpOKH TaOIWIIBI
JOJDKHBI HMMETh 3aroJIOBKH, BBIPRKCHHBIE HWMEHEM CYIIEeCTBUTEIBHBIM B HMEHUTEIHHOM
najgexe. [lom3aronoBku Tpad U CTPOK TIPaMMATHYECKH JIOJDKHBI OBITh COTJIACOBAHBI
C 3aroioBKamu. TekCT TabIUIIhI ITeYaTaeTCsl Yepe3 OJIMH MEKCTPOUHBIH HHTEPBAIT.

[Tpu HaMMUUK B TEKCTE MPUIIOKEHUH CCHUIKM Ha CHOCKY OHa 0(hopMIIsieTcs 3Be3A04UKON. TeKcT
CHOCKHM II€YaTaeTCsl 4epe3 OJWH MEKCTPOUHBIM MHTEPBal B KOHLE KAXKJOM CTPaHMIBI WIIH
[IOCJIE TPUIJIOKEHHUA B LeJIOM moa 4deprou. [locime cuMBOIa CHOCKHM €€ TEKCT Ie4aTacTcs
C MpONKUCHOM OYKBBI. B KOHIIE TeKCTa CHOCKHU cTaBUTCS Touka. Ha o1HOM cTpaHulie He JOIKHO
odopmIAThCs 0oJiee TPeX CHOCOK.

B nonoxeHusix, mnporpammax, ycTaBax M JPYTHX TOJOOHBIX JOKYMEHTax pasJielsbl,
MO/Ipa3/ielibl, MyHKTHI U MOJAMYHKTHl HyMepyroTcs apabckumu nudpamu. Homep nonpaznena
JIOJDKEH COCTOATh M3 HOMepa pasliela M HOMepa NoJpasjiesia, pa3/AeleHHBIX TOYKOM
(mammpumep: 1.2.). Homep myHKTa MOXKET COCTOSATH U3 HOMepa pasjielia, moapas/iesa u MyHKTa,
pazneneHHbIX Toukamu (Hampumep: 2.3.1.). IIyHKTBI 0OpH HEOOXOIAUMOCTH MOTYT
MOJIPA3IENATECS  HA MOJIIMYHKTBI, KOTOpPHIE MJOJDKHBI HMMETh TIOPSIKOBYIO HYMEpaInio
B mpejieniax kaxjaoro nynkra (Hanpumep: 1.1.1.1.,1.1.1.2. u 1. 1.).

Busnl MPOCTABJIAAIOTCA HA O60p0THOﬁ CTOPOHC MOCJICAHETO JIMCTA ITPOCKTA IIPpUKa3a.
Ha MPUITOKCHUAX K IMTPOCKTAM IMPUKA30B BU3bI ITPOCTABIAIOTCA 11O TEKCTOM ITPUITOXKCHUS.

3.3.2. IIpoTokoa
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ITpoTOKOJI — JOKYMEHT, B KOTOPOM (DHUKCHPYETCS XOJ OOCYXKICHHS BOIPOCOB WM IMPUHSATHS
pelieHnii Ha COOpaHUAX, COBEIAHMSX, KOHPEPCHIUAX U 3aCEAaHuUsIX KOJUIETHAIbHBIX OPTraHOB
(mpunmosxenue Ne 3).

B npoTokosiax IOCTOSHHO JAEWCTBYIOINUX KOJUIETHAIBHBIX U COBEIIATEIIBHBIX OPraHoOB
(memaroru4eckoro, METOJMYECKOro COBETOB , KOMUCCHI), a TaKXKe KOH(PEPECHIU, COOpaHHid,
COBCLIAHMI, 3acellaHuii, NEeperoBOPOB, BCTPEY) HCHONB3yeTcs (opMa H3JI0KEHUS TEKCTa
OT TpeThero Jmia MHoxecTBeHHoro uucna (CJIYILIAJIM, BBICTYIIWJIM, PEIIWJIN).
Copnepxanue BBICTYIIJICHUM U3JIaracTcs OT TPETHETO JIMLA €IMHCTBEHHOT'O YUCIIA.

IIpoTOKOII UMEET CEeNYIOINE PEKBU3UTHI:

e HaWMEHOBaHUE BHJa TOKyMeHTa — c10oBO «[[IPOTOKOJI» nevaraercs Ha 2 cM HUXKE
OT FPAaHULIBI BEPXHErO IOJIA MPOMUCHBIMU OYKBamH, MOIYKUPHBIM HIpU(TOM
Y BBIPABHUBAETCS 110 LIEHTPY;

e BHUJl 3aCENaHUs, COBELIAHUSA — OTAENSIETCS OT HPEAbIAYLIEr0 PEKBU3UTA JBYMS
MEXKCTPOUYHBIMH HHTEPBAIAMH, I1€YATACTCS IMMONYKUPHBIM MIPpU(TOM Yepe3 OIuH
MHTEPBaJ U BBIPABHUBAETCS 110 LICHTPY,

e JIaTa M HOMEP MPOTOKOJIA — J1aTa 0(HOPMIISIETCS MUPPOBLIM CITIOCOOOM U TIeYaTACTCs
yepe3 JBa MEXKCTPOUHBIX HMHTEpBaja HUXKE IMPEAbIIYHIEr0 PEKBU3UTA OT JEBOM
TPaHMIIBI TEKCTOBOTO MOJIsl, @ HOMEP — IOCJIE CJI0BA KIIPOTOKOI»,

e MECTO TMPOBEACHUS 3aceJaHusi YKa3plBaeTca IMpH OGOPMIICHHH MPOTOKOJIA
COBEIIaHMUs B TOM CJlydae, €Clid OHO MPOUCXOJIUIIO HE B 3[JaHUU 00pa30BaTEIHHOM
OpraHu3aliy, BBIPABHUBAETCS 0 LICHTPY HA OJHOM JIMHUU C 1aTOMH,;

e TEKCT MPOTOKOJIA, KaK MIPABUJIO, COCTOUT U3 JIBYX YaCTEW: BBOJHOM U OCHOBHOM.

BBoanas gyacTe cocTaBisercs 10 CXeMe:
IIpencenarens — Pamunusa U.0. pykoBoguTens.
Cekperapp — Pammnus 1.0.

IIpucyrcrBoBanu:

CnoBa «IIpencemarens» u «Cekperapb» TIe€4YaTalOT ClieBa OT HYJEBOTO TOJOXKCHHUS
TaOynsATOpa, OTACNSAS JBYMS MHTEPBAJTaMH OT 3arojioBKa W Apyr oT Apyra. C HOBOH CTPOKH
Uiyt cnoBo «lIpucyrcTBoBanmmy,

damumn HHUIWAJIbI TIOCTOSAHHBIX YJICHOB KOJUICTUAJIBHOI'O OpraHa, yYaCTHUKOB 3aCCIaHUA,
paOOTHUKOB OpraHM3allMU U MPUTTIAICHHBIX HA 3aCelaHue NEePEUUCIISIOTCS B ajapaBUTHOM
nopsnake 0e3 ykazaHus gojpkHocTel. Ilepeuncinenne npucyTcTByOMMX 0GOPMIISIOT BO BCIO
IIMPUHY CTPOKU Yepe3 OJMH MEKCTpOUYHBbIH MHTepBaji. Ecnu B 3aceaHun y4acTBYIOT Oosee
15 yenoBek, B IPOTOKOJIE  YKa3blBAalOT  UX O0Ilee  KOJMYECTBO,  a pacuIu@poBKa
NPEJCTABISACTCS B SIBOYHOM JIUCTE, KOTOPBIM SBJISETCS TNPHIOKEHHEM K IPOTOKOIY
(mpunoxxenue Ne 4).

[Tpu odopmiieHnr POTOKOJIA C YUCIIOM yYaCTHUKOB Ooinee 15 hamMunmm He mepedyncusorcs,
a yka3piBaeTcs MH(PPOH uX 00Iee KOIMYSCTBO, CIIHCOK YYACTHUKOB B TaKUX CIIydasx
MIPHUJIAraeTcs.
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Hanpumep:
[MpucyrcrBoBaiu 47 yenoBek (SIBOYHBIN JIMCT MPUIIATACTCS).

[Togcyer y4yacTHHUKOB TMPOBOJAUTCS IO CIIMCKAM PETHUCTPALMHM, KOTOpPbIE MpUJIararoTcs
K IIPOTOKOJLY.

ITocme NEPCUYUCIICHUA YYAaCTHHUKOB B IIPOTOKOJIC O(bOpMJ'IHeTCH IIEPECUCHb BOIIPOCOB,
IIOAJIC)KAIINX chyxc;[eHmo, KOTOpBIfI HaunHaeTcs ciaopaMmu «lloBecTka qHI» U pacmoJiaracTcs
OCHTPOBAHHO 4Y€PE3 ABA-TPHU UHTCPBAJIA OT CIIMCKA YHAaCTHHUKOB.

[ToBecTka HS CONEPIKUT MEPEUUCICHUE TyHKTOB (BOIPOCOB) MOBECTKU JHS, (PUKCUPYIOIINX
MIOCJIEZI0BATEIBHOCT  00CYXJ€HUd, ¢ paMuiMsIMH  J0KJIaauukoB. Kaxnelii  Borpoc
HyMepyeTcs apabckoit nudpoi, pacrosiaraercst B opsaKe 3HaYMMOCTH M OTBEYAET Ha BOIPOC
«O geM?».

Hampuwmep:

1. Ananu3 BBINOJIHEHUS TOAOBOrO IIaHa padOTHI 00pa3oBaTeNbHOM opraHu3anuu 3a 2024—
2025 yueOHbIi TO.

Joxnamuuk —Ilerposa A.H.

OcHOBHas 4acTbh MPOTOKOJIAa COCTOUT U3 Pa3/IeIOB, COOTBETCTBYIOUINX ITYHKTaM IOBECTKH JTHS.
TekcT Kaxmoro pasziena COCTOUT U3 TPEX YaCTeH:

— CJIVIIOAJIU: kpaTKoe coiepxaHue JO0KIaaa WU CChIJIKA Ha MpUaraéMblii K IpOTOKOIY
tekcT. Ilepen cnosom «CJIIVIIIAJIN» mpocTaBiseTcs HOMEP B COOTBETCTBHM C ITOBECTKOM
JH,

— BBICTVYIIMJIN: kpatkoe coaepKaHME KaXkIO0TO BBICTYIUICHHS, 3aJaHHbIE BOIPOCHI
U OTBETHI,

— PEHIMJIN (ITOCTAHOBWUJIN): permienue GopMyaupyeTcs ¢ HCIOJb30BaHHEM MO/IEIH,
NPUHATOW JUI  PACHOPSAUTENBHBIX JOKYMEHTOB: 4YTO CJeJaTh, HCIOJHUTENIb, CPOK
HUCITOJIHCHUS.

Pemenusi, BripabOTaHHBIE Ha COBEIIAHWHU, BHOCAT B MpoTOkos mocie cinoBa «PEIIMJIN»
(«(ITIOCTAHOBWJIN»). PemieHre MOXET COAEp:KaTh OJUH WM HECKOJILKO MyHKTOB, OHU
pacroJiararoTcst o 3HaYMMOCTH, KaKJIbIH U3 HUX HyMEpyeTCs.

B cniydae xorma mpoTokosl GUKCHpPYET pelieHre 00 yTBEPKISHUH KaKOro-Tu0O0 JTOKYMEHTA,
B TEKCTE€ MPOTOKOJIA JOJKHA COJEPKAThCS CChUIKA HA 3TOT JOKYMEHT, a caM JOKYMEHT
MpUIaraeTcs K MpoTOKOIY.

[Ipn Hanmuuu 0coOOTO MHEHHUsS IO MPUHATOMY DPELICHUI0 OHO 3alHCHIBAETCS B MPOTOKOI
(mocie COOTBETCTRYIONIETO MPOTOKOIBHOTO PEIICHHS).
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B kauecTBe HCIIOTHUTENSI MOXKET OBITh YKAa3aHO OJIHO MJIM HECKOJIBKO JOJKHOCTHBIX JIMLL JTM00
CTpYyKTypHOE mnojapasjaencHue. Cpok MOXKeT ObITh yKa3aH Kak KaJeHJapHas JaTa WIH Kak
NEPUOJT BBIITOJHEHUS PAOOTHI.

Crnosa «CJIYIIAJIN», «BBICTYIINIIN», «PEIIUIIN» («IIOCTAHOBWJIN») meuarator
OT JICBOTO IOJISI TPONMCHBIMUA OYKBaMU M 3aKaHYMBAIOT JIBOCTOUYHEM.

Kaxnplil pa3znen neyaraercs ¢ KpaCHOW CTPOKH, YTOOBI BBIACIUTH B TEKCTE MPOTOKOJIA PEUb
OCHOBHOT'O JIOKJIa4HKa, BBICTYIUICHUS Y4aCTHUKOB 00CyX/1eHUs BOIIpOCa
Y TIOCTAHOBJIAIONIYIO 4acTh, (POPMYJHUPYIOILyI0 pemieHue cobpanus. C 3ToM ke LeNbio
B TEKCTE IPOTOKOJA KaXIyH (aMIJIMIO0 W MHULIUAIBI BBICTYMAIOUIMX I€YaTalOT C HOBOM
CTPOKHM B UMEHHMTEIBHOM IaJieXKe, 3alUCh BBICTYIUIEHUS OTACISAIOT OT GaMUIMM JIepHCOM.
Kaxnprii Bompoc medyaTaeTcsi C KpacHOW CTPOKH, (GaMHIMM TIPH 3TOM JIOIYCKaeTcs
HE yKa3blBaTh.

B oTnenbHBIX cilyyasix Ha OCHOBE PYKOIMCHBIX MM MAarHUTO(QOHHBIX 3amMCced, KOTOpbIE
BEJIMCh HA 3aCEJlaHMM, COCTaBIIIETCS CTEHOTpapUUECKUil MPOTOKOJ, KOTOPBIM JIOCIOBHO
nepeaaeT npouecc 00CyKIeHHs KaKI0ro BOIIpoca U BEIpaObOTKY peLIeHUs [0 HEMY.

IIpoTokon ogopmisieT cekperapb 3acelaHus, IOPUIUUECKYI0 CHIY HPOTOKOJ HpuoOperaer
TOJIBKO IIPY HAJIMYUU JABYX MOANMCEN — npenacenarens u cekperaps. [loanuen pacnosararor,
OTIENMUB OT TEKCTa IBYMS-TpEMs MEXCTPOUHBIMM WHTEPBAJIaMU OT IPAHMILIBI JIEBOTO IIOJIS.
[TognuceiBaeTCs MEPBBINA IK3EMIUIAP MIPOTOKOJIA, KOTOPBIA MOAIINBAETCS CEKPETApEM B AEII0
U XPAaHUTCS B COOTBETCTBUU CO CPOKOM, ONPECIIEHHBIM HOMEHKIIATYPOM Aedl.

B HekoTopbIX citydasix oopmiIsieTcs BBITMCKA U3 TPOTOKOJIA.

Boinucka W3 mpoTrokosia — TOYHAs KOMMSI YacTH TEKCTa MOJJMHHOTO IPOTOKOJIA,
OTHOCSIIIETOCs K TOMY BOIIPOCY MOBECTKH JHS, [0 KOTOPOMY TOTOBUTCS BbIMCcKa. [Ipu 3Tom
HE0OXOUMO BOCHPOM3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJHYIO YacThb TEKCTa, BOIPOC
MOBECTKU [HS, IO KOTOPOMY TOTOBHUTCS BBINMHMCKA, U TEKCT, OTPAXKAIOUIMM 0OCyXIeHue
BOIIpOCa W NpPUHSATOE pelleHue. B aTom ciydyae Ha3zBaHue NOKyMEeHTa O(OpMIIsSeTcs Kak
«BbInucka U3 MpoTOKOIAY.

3.3.3. Cay:xxe0HOe NHUCHLMO

[Incema cocTaBiIAOTCS U1l OCYIIECTBICHHS ONIEPATUBHOM CBSI3U C IPYTHMMH OpraHU3alUsAIMU
10 BOIIPOCAM JIeSITEIbHOCTH 00pa3oBaTebHON opranu3anuu (mpunoxenue Ne 5).

IIo COACPKAHNIKO W HA3HAYCHUIO IMMCbMa MOTYT OBITH I/IH(bOpMaLII/IOHHLIe, l"apaHTPIfIHLIe,
PEKIIaMallMOHHBIC, KOMMEPUYCCKUE, IMTUCbMa-3arpoChl, IMCbMa-IIPUTJIIAICHUA U T. 1.

Nudopmannmonnbie muchMa coiepkaT COOOIICHHS, MPOCKObI, HATOMUHAHUS, TPETOKEHHUS.

I'apanTuiinble IpeaHAa3HAYEHBI IS U3BEIICHUSA O FapaHTHUAX OILIAThl, CPOKOB IIOCTABKU WJIU
Ka4ecTBa NMPOAYKIUU U YCIYT.

B pexiaMaronHbix  (MPETEH3MOHHBIX) MHUChbMaxX M3JAraroT TPeOOBaHHS —BO3MEICHHUS
yOBITKOB, HAHECEHHBIX M3-3a HAPYILICHUS YCIOBUI KOHTPAKTa HIIU JOrOBOpa APYroi CTOPOHOM
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(KOHTpareHTOM). PeKJ’IaMaHI/IH JOJDKHa  IMOATBEPKIAATHECA  IIpUjIaraCMbIMU K IIMCBMY
AOKYMCHTAaMH B BUC aKTOB, CIIPABOK U T. AO.

Kommepueckue nucbma COCTABISIIOT IPU 3aKIKOYCHUH U BBIIOJIHEHUM KOHTPAKTOB, 4acTO
B HUX H3JAraloT MpochObl O INPEAOCTaBICHUM HMH(DOpPMALUMM O TOBapax U yCiIyrax
y UX IIPOJABLOB WIH, HAIIPOTUB, NPEJIAratoT IIOCTABUTh TOBAPHI WU YCIYTH.

B nucemax-3anpocax mpocsiT y KOHTpareHTa pa3bsiCHUTh KaKOH-IN00 (haKT uiu nencTBue.

CayxeOHble NUCbMa I€YATAIOTCS Ha OJaHKax MHMceM 00pa3oBaTeNbHON OpraHMU3aLuy.
Cayxe0HOoe THCbMO UMEET CIEIYIONNE PEKBU3UTHI:

rpud U OTMETKA OrpaHUYCHHS JOCTYIA K JJOKYMEHTY (€CiIM 3TO HE0OXO0MMO);
e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

e OTMETKA O HAJIMYUH MPWIOKEHHI (€CIIM OHU UMEIOTCS);

o TIOJIHKCH;

e OTMETKa 00 HCIIOJIHUTEIIE.

Texkct ciy»keOHOro nucbMa, Kak IpaBuilo, JOJDKEH KacaTbCs OJJHOIO BOIPOCA MIIM HECKOJIbKUX
BOIIPOCOB, €CJIM OHHU B3aMMOCBSA3aHbl M OyAyT paccMaTpUBaTbCsl B OJJHOM CTPYKTYPHOM
[OAPAa3ACIICHUH OpraHu3aluu-aapecara.

Tekct u3naraercs OT MEPBOTO JIUIIA SAMHCTBEHHOTO Yucia (IPOCcKuM, HAIIPaBIIsieM | T. J.) WIN
OT TpeThero Jmna eauHcTBeHHoro uyucna (OO cuutaer..., mpodcorosubiii komurer OO
paccMoTpert...).

TekcT nucbma, Kak IMpaBuiio, COCTOUT U3 JIBYX YacTel. B mepBo yacTu u3araercs NpuyuHa,
OCHOBaHME WIM OOOCHOBAHHME COCTaBJICHUS MHChbMa, MPUBOMATCS CCBHUIKM Ha JOKYMEHT,
SIBIIIOIINNCS OCHOBAaHUEM IMOATOTOBKH MHUChMa. Bo BTOpoit yacTu, HaunHaroIecs ¢ ab3ana,
TTOMENIAIOTCS BBIBOJIBI, TPEJIOKEHUS, TPOCHOBI, pEIICHUS U T. II.

3.3.4. Teserpammsbl, Tes1e()OHOTPAMMBI U (PAKCUMUJILHAS CBSI3b

Hepezlaqa KOppECIIOHACHIINN o q)aKCHMHHBHOﬁ CBsA3HU B Apyrue OopraHu3anu
OCYHICCTBIIACTCA TOJIBKO IO YKa3aHWIO WJIH C pa3pClICHUS aAMUHUCTPAlIUU O6p330BaTeJ'IBHOI\/'I
OpraHu3anuvu.

[ToNTMHHUKN JOKYMEHTOB, TIEPEIaHHBIX MO (PaKCHMWJIBHOW CBSI3M, TIOALIMBAIOTCS B JIEIO,
XpaHsIieecs: y pabOTHHKA, OTBETCTBEHHOTO 32 ()aKCUMHUIIbHYIO CBSI3b, C YKa3aHUEM BPEMCHU
U JIaThI Iepe/iayr, a KOITUHM BO3BPAIIAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIE ITOIpa3IeICHUS
¢ momeTkoi «FAX (mata u Bpems)».

3.3.5. 3aaBaenue

3asBieHHe — 3TO OQUIMAIBHOE COOOIIeHNEe B MUCbMEHHOH ¢dopme. OHO CONEPKUT daIle
BCETO TMpEIOKEHUE, Kajao0y WM MPOChOy Kakoro-1uO0 YeIOBEKa, aJpEeCOBaHHBIC WIIH
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OpraHu3aluy, WK JOJDKHOCTHOMY JIHIy. 3asBiieHue oopMIIsieTcss Ha CTaHJapPTHBIX JINCTAX
Ooymaru ¢opmara A4.

3asBIeHHE BKJIIOYACT: ajpecaTa, KOTOPOMY HAIpaBIsIeTCS 3asBieHUE, (DaMUIUIo, WM,
OTYECTBO, JIOJDKHOCTh aBTOpA 3asBJICHUS, HaUMCHOBAHHE JOKYMEHTA, TOYHOE H3JIOKCHHE
HpOCB6BI, MMPCAJIOKCHUS, OIUCH MMPUJIAraCMbIX K 3asABJICHUIO JOKYMCHTOB, JaTa, IOAIUCH.

B 3asBinenun ucnonp3yercs, Kak MpaBuUiio, O(UIIMAIbLHO-IENOBas JIEKCHKA, B HEKOTOPBIX
3asBJICHUSX JIOIYCKAETCS YIIOTpeOaeHne MyOJIUIUCTUYECKON JIEKCUKH.

3.3.6. 3anucka

3anucka (aHaNIMTHYECKas, JOKJIAiHas, CIy)KeOHas, OObBICHUTEIbHAs) — JIOKYMEHT,
aJIpECOBAHHBIA  PYKOBOAMTENIO 00pa30BaTENIbHON OpraHM3allMi WU BBIIIECTOSIICH
OpraHu3alHK U COACPKAIINI 0OCTOSATEIIbHOE U3JI0KEHNE KaKoro-IM00 BOIMPOCa C BHIBOJAMHU
U TIPEIJIOKCHUSIMU COCTaBUTEIIS.

JlokmagHasi 3amucKa COCTaBJISIeTCSl KakK I10 JMYHOM WMHHMIMATHBE aBTOpa (paboOTHHKA), TaK
H 10 yKa3aHUIO (IIMCbMEHHOMY HJIM YCTHOMY) PYKOBOIUTEIIsl 00pa30BaTeIbHON OpraHu3aluH.

3anucka coCTaBisieTcss Ha OyMa)KHOM HOCHTENIe WIM B 3JIEKTpOHHOM Buze. OdopmieHue
3allMCKHA 3aBUCUT OT ajgpecarta. [Ipm cocTaBieHuMM [OKIAJHOM 3alMCKH, aAPECOBAHHOU
PYKOBOJUTEINO 00pa3oBaTeIbHON OpraHM3allud B paMKax oOpa30BaTeNbHOW OpraHu3alluy,
OHa CYMTAETCS BHYTPEHHEH M 0OopMIIIETCS Ha CTAaHAAPTHHIX JucTax Oymaru ¢opmara A4,
BHyTpeHHsIs 3amucKka J0JDKHA COAEp)KaTh CIEAYIOIIUME PEKBU3UTHI. BUJ JOKYMEHTA, AaTy
JOKyMEHTa, Ha3BaHUE NOKyMEHTa (3arojiOBOK K TEKCTY), €CIM TEKCT Oojiee YeThIpeX-TISITH
CTPOK; anpecarta, TEKCT, NOANKCh (C yKa3aHHEM JOJDKHOCTH, (aMUINH, WHHIHAJIOB).
[ToanuceiBaeT BHYTPEHHION JOKJIAJAHYIO 3alIUCKY COCTAaBUTENb.

Ecnm 3amucka anmpecyeTcst 3a mpeaeibl 00pa30BaTelbHOW OpraHu3aIiy, TO €€ 0(QOpMIISIOT
Ha OJIaHKe W OHAa Ha3bIBAaeTCs BHEIIHEW. BHEIIHs 3amucKa JTOJHDKHA COJEPXKATh CIIETYIOIINE
PCKBU3UTBHI.  HAMMEHOBAHWE  YUPSKIACHHS, BHJ  JOKyMEHTa, JaTy  JOKYMEHTa,
PETHCTPAIHOHHBI HOMEp, MECTO COCTABJICHUS, HA3BaHHE JOKYMEHTa (3aroJIOBOK K TEKCTY),
€CIIM TEKCT OoJiee YeTBIPEX-TATH CTPOK, ajpecara, TEKCT, IOANMKUCH PYKOBOIHUTEIS
00pa3oBaTeLHON OPTraHU3AIIH.

Pa3HoOBUIHOCTHIO JAOKJIAIHOM 3aMUCKH SIBISIOTCA TpeAcTaBieHus. OHU UCTOIB3YIOTCS MPU
JOKYMEHTUPOBAaHUU  KaJpOBOM  JIEATEIBHOCTH U COCTAaBJISIOTCS  PYKOBOJUTEIEM
o0pa3oBaTeNbHON OpraHu3alud WIM ero 3aMmectuTeneM. IlperncraBieHHs COCTaBISIOT
B CITy4asiX MOOUIpeHUs: paOOTHUKOB, HAJIOKEHUS B3BICKAHUH, POBEICHUS aTTECTALIUN.

3.3.7. ABToOMaTH3a1[Usl JOKYMEHTHPOBAHUS
21.]'[5{ IIOATOTOBKHN )IOKYMCHTOB MOFYT HpI/IMeHSITI)CSI aBTOMaTI/I3I/IpOBaHHLIe TCXHOJIOTHUH. HpI/I
3TOM CO3/1at0TCs1 0a3bl JaHHBIX (KOPPECIIOHCHTORB, (hOPM TOKYMEHTOB, TpadapeTHBIX TEKCTOB

Y TEKCTOBBIX 3arOTOBOK), PEIAKTOPCKUE MPOrPaAMMBI U JIp.

[Topsanox pa3paboOTKH, SKCIIyaTalldd U MOJb30BaHUS TaKUMHU CHCTEMaMHU OINpeeseTcs
CTaHJapTaMH B 00JIaCTH aBTOMATU3UPOBAHHBIX UH(OPMAIIMOHHBIX TEXHOJIOTHI.
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3.3.8. DJIeKTpOHHBIE JOKYMEHTBI

HOpHZ[OK COCTaBJICHHA, 0(1)OpMJ'ICHI/I$I " CorjiaCoBaHus IPOCKTOB J3JICKTPOHHBIX JOKYMCHTOB
OCYHICCTBIIACTCA I10 06H_II/IM paBujiaM ACJIOIIPOU3BOACTBA, YCTAHOBJICHHBIM B OTHOIICHHWU
AHAJIOTUYHBIX JJOKYMCHTOB Ha 6YM3}KHOM HOCHUTCIIC. :‘)J'ICKTpOHHLJﬁ JOKYMEHT JOJI’KCH UMCThb
PCKBU3UTLI, YCTAHOBJICHHBLIC JJIA QAHAJIOTMYHOIO HOOKYMCHTA Ha 6YMa)KHOM HOCHUTCIIC,
3a UCKIIIOYCHHUEM OTTHCKA II€YaTH.

B NEpCUCHb 00513aTEIIbHBIX CBGI[GHI/Iﬁ O JOKYMCHTAX, UCIIOJIb3YCMBIX B LCJIAX YUCTa U IIOUCKA
JOKYMEHTOB B CUCTEMAX JJICKTPOHHOTI'O I[OKYMGHTOO60pOTa O6paSOBaTeJII)HOI>'I OpraHu3anuvu
B COOTBCTCTBUHU C IIpaBUJIaMU ACIIOIIPOU3BOACTBA B O6p330BaTeHBHOI>’I OpraHu3anuu, BXOIAT.

e AJIPECaHT;

e ajpecar;

e JIOJDKHOCTB, (DaMUJIUSI M MHUIIAATBI JIUIIA, TIOJITUCABIIETO JOKYMCHT,
e BHUJI JOKYMEHTA,

e JlaTa JOKYMEHTA,;

e HOMEp JOKYMEHTa,

e JlaTa MOCTYIUICHHUS JOKYMEHTA;

e BXOJSIIUNA HOMEp IOKYMEHTA;

e CCBUIKA HA UCXOJSIIMN HOMEpP U JaTy JOKYMEHTA,;
e HAaMMEHOBAaHHE JIOKYMEHTa,

e WHJEKC JeTa,

e CBEJEHUSA O Iepeaipecalu JOKyMEHTa,

e KOJIMYECTBO JINICTOB OCHOBHOI'O JIOKYMEHTA;

e KOJIMYECTBO NPHUJIOKECHUM;

e 00II1€e KOJTMYECTBO JTUCTOB MPHIIOKEHUH,

e YKa3aHMA I10 UCIIOJIHEHHUIO JOKYMEHTA,

e 10JDKHOCTE, @. 1. O. ucronuuTens,

e OTMETKa O KOH(UIEHIINAILHOCTH.

B coctaB 1OMOMHUTENBHBIX CBEJCHUN 00 3JIEKTPOHHOM JIOKYMEHTE MOTYT ObITh BKIIHOUEHBI
CBEJICHHS. HAWMEHOBAaHWE aBTOpa JOKyMEHTa (ECiIM aBTOp HE COBMAJAACT C aJPECaHTOM
(oTnpaBuTeneM) SIEKTPOHHOIO JIOKYMEHTAa), OTMETKa O MEPEHOCE CPOKa HCIIOIHCHHUS
JIOKYMEHTA, CpPOK XpAaHEHUs JAOKYMEHTAa, HAMMEHOBAHUS NPWIOKEHUH K SJIEKTPOHHOMY
JTOKYMEHTY, KJIFOUEBBIC CIIOBA, CTATYC JJOKyMeHTa (IPOEKT, BepCHs), BUJI llepelauk JOKYMEHTa
(3y1eKTPOHHOM TIOYTOM, MOYTOH, (haKCOM U T. J1.) U JIp.

Cpoku XpaHEHHS JJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAaM XPaHEHHUS IOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOAATEIbHBIMU U MHBIMH HOPMATHBHBIMU IPAaBOBBIMU aKTamu PO,
THUIOBBIMU NIEPEUHSMU JIJIs1 aHATOTUYHBIX JJOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

4. Opranu3anus 10KyMeHT0000pOTa U HCIOJHEHHUSI JOKYMEHTOB

4.1. Ilpuem u 06padoTKa NOCTYNAIOLIHUX TOKYMEHTOB

4.1.1. JIBmkeHHe AOKYMEHTOB C MOMEHTa HUX CO3JaHHUs WM TOJy4YeHUsS 0 3aBEpIICHUs
WCTIOJIHEHUS WU OTIPABKU 00pa3yeT TOKYMEHTOOOOPOT.
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4.1.2. B goxkymMeHTOO0OpOTE 0O0pa30BaTEIbHON OpraHU3AlMH BBIICISIOTCS CIEIYIONINE
JIOKYMEHTOTIOTOKHU:

a) MOCTYyIAKoIIas JOKyMeHTaIus (BXOaA111as);
0) otnpaBisieMas JOKyMEHTAIUs (MCXOAsIIast);
B) BHYTPEHHSS JOKYMEHTALUS.

4.1.3. loctaBKa 1 OTIpaBKa JOKYMEHTOB B 00pa30BaTeIbHYI0 OpraHU3aI[1I0 OCYIECTBIISETCS,
Kak MPaBUJIO, CPEICTBAMHU MOYTOBOU U SJIEKTPUUECKON CBSI3H.

4.1.4. JlokyMeHTbI, TIOCTYTAIOIINE B 00pa30BaTEIbHY0 OPraHU3aIHIO, IPOXOIST IEPBUYHYIO
00paboTKy, pErUCTpaluio, MPEABAPUTEILHOE pPACCMOTPEHHUE, IMepeiady pPYKOBOJCTBY
Ha PaCCMOTPEHHE, TIEPEIAIOTCS UCTIOIHUTEISIM | [TOCIIe UCIIOTHEHHUS TIOMEIIAIOTCS B JIea.

4.1.5. Ilpuem wu nepBuuHas oOpabOTKa JAOKYMEHTOB OCYIIECTBISIETCS OTBETCTBEHHBIM
3a JIEIONPOU3BOICTBO.

4.1.6. OTBeTCTBEHHBI 3a JIEJIONMPOU3BOJICTBO TMPOBOJIUT: TMPOBEPKY MPABHIBLHOCTH
aJIpecoBaHMsl TOCTYMHAIOIIUX JOKYMEHTOB, NPaBUIBHOCTU JIOCTaBKHM U KOMIUIEKTHOCTH
JIOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha MOJIJISKAIIKE U HE TTOJICKAIIUE PETUCTPAIUH.

4.1.7. Tlony4yeHHbIE KOHBEPTHI C KOPPECHOHICHIIMEN BCKPBIBAIOTCS, MPH 3TOM MPOBEPSETCS
HAJIMYKUE BJIOKEHUW, a TakKK€ YKa3aHHbIX B JIOKYMEHTax MNpWIOkKeHu. B ciyuae
MOBPEXKIACHHSI YIAKOBKU U BIOXKEHHH JHOO OTCYTCTBUS NPUIIOKEHUN COCTaBISIETCS aKT
B IByX OHK3eMIUIsipax. OJMH DK3EMIUSIp aKTa HampaBlIeTCs KOPPECIOHIIEHTY, BTOPOMH
MpHOOIIAeTCs K MOCTYMUBIIEMY JOKYMEHTY.

4.1.8. Ommboyno MpUCIIaHHAad KOPPECIIOHACHIIUA NIEPECHUIACTCA 11O MPUHAAJICIKHOCTH, CCJIN
HU3BCCTCH aApeC MOJIy4daTclId. B IIPOTUBHOM CJIydac KOPPECIIOHACHIIUA BO3BpPAIIACTCA
OTIIPAaBUTCIIIO.

4.1.9. KoHBepThl OT NOCTyHaroIel KOPPECHOHACHLIUN COXPAHSIOTCS U MpUJIararoTcs
K TOKyMEHTaM JIMIIb B TOM Clly4ae, KOIJla TOJbKO I10 HUM MOKHO YCTAaHOBHUTH aJpec
OTIIPaBUTENI WM KOIZJa Jara IOYTOBOIO INTEMIENs MMEET 3HAUE€HUE B KAUECTBE
JI0Ka3aTeJIbCTBA BPEMEHHU MOITYUYEHHUSI JOKyMEHTA.

4.1.10. CHCI_II/IaJ'II/ICTOM HC BCKPLIBAKOTCA KOHBCPTBHI IMHCEM C HAAINUCBIO <«JIUYHO). Onn
NepEaAr0TCA IO HA3HAYCHUTO

4.2. llpenBapuTeibHOE PACCMOTPEHNE TOKYMEHTOB

4.2.1. OTBETCTBEHHOE 3a JCJIONPOU3BOJICTBO IMPOBOIUT TPEABAPUTEIHHOE PACCMOTPEHUE
JIOKYMEHTOB B LEJSAX BBIIEIEHUS W3 BCErO MAcCHBa MOCTYNMBIIEH KOPPECIOHIACHIIUU
JIOKYMEHTOB, TPEOYIOIIUX 0053aTeIhbHOT0 PACCMOTPEHHSI PYKOBOJAUTEIEM 00pa3oBaTeIbHON
OpraHu3aIyH.
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4.2.2. OcHOBaHWEM ISl TPUHATHS PEUICHUS B XOJ€ NPEABAPUTEIHLHOTO PACCMOTPEHHS
ABIISICTCA COAEp)KaHWE JOKYMEHTa, a He aJpecoBaHUE JOKYMEHTa COOTBETCTBYIOIIEMY
pabOTHHKY.

4.2.3. Pe3ynbraToM IpEIBAPUTEIBLHOTO PACCMOTPEHHUS SIBISETCS HAIMpaBlICHUE JTOKYMEHTa
PYKOBOJUTEIIO 00pa30BaTEIbHON OpraHW3allUi WX JOHDKHOCTHOMY JIUILy B COOTBETCTBHH
C YCTaHOBJIEHHBIM B 00pa30BaTelIbHOI OpraHu3aluu pacnpeaesieHueM 00sS3aHHOCTeH Mexay
PYKOBOAMUTENIEM | JOKHOCTHBIMU JIMIAMHU JIJISl BBIHECEHHUS YKa3aHUs T10 UCIIOTHEHUIO
JIOKYMEHTA.

4.3. PerucTpanusi 10KyMeHTOB

4.3.1. Tlepemaua JOKYMEHTOB Ha PErHCTPAlMI0  TMPOU3BOAMTCS  TOJBKO  MOCHE
UX [IPEIBAPUTEIIEHOTO PACCMOTPEHUS.

4.3.2. Peructpaimuu mojuiexaT Bce JOKYMEHTHI, TpeOyroliue yueTa, HCIOIHEeHNUS,
WCIIONB30BaHUSI B CIIPABOYHBIX LEJAX, KAaK [IOCTYMHAaloOlUMe U3 APYTUX OpraHu3aiui
Y OT YaCTHBIX JIUI], TaK M 00pasyloluecs: B ACATEILHOCTH 00pa3oBaTelbHON OpraHM3allNy,
U PETUCTPUPYIOTCS HE3ABUCUMO OT CITOCO0a UX JIOCTaBKH.

4.3.3. K nokymeHTaMm, He TIOJIeKAIIM PErUCTPAIMU, OTHOCATCS JOKYMEHTHI, He TpeOyromue
WCTIOJHEHHUSI U HE coJepKamue WHPOPMALUHU, HCIOIB3YEMON B CIPABOYHBIX  IIEJISX:
NPUTJIaCUTEIbHBIC, NO3PAaBUTEIbHBIC MHCbMA, TEJIErPaMMBbl, OWIIETHI, IUIAHBI, MPOTPAMMBI
CEeMHUHAPOB, KOH(EPEHIUH, CHMIO3UYMOB U JPYTHX MOIOOHBIX MEPONPHUSATHHA, JOKYMEHTHI
1o OyXrajaTepckoMy yd4eTy, MaTepHalIbHO-TEXHHYECKOMY OOCCIIEYeHHIO, IIJIaHOBEIE,
(UHAHCOBBIE JOKYMEHTHI, IOCTYMAOIIUe O€3 COMPOBOIUTEIHHOTO IHUChMA, PEKIaMHBIC
JOKYMEHTbI, KOMMEpYECKHE MPEUIOKEHUs, NeYaTHble W3JaHus, YHU(DUIUPOBAHHbIE (POPMBI
1 OJIaHKU JOKYMEHTOB U JIp.

4.3.4. JIokyMeHTBI, TIOJIeKAINe PETUCTPAIMH, PETUCTPUPYIOTCS B KYpHAJE PETUCTPAIUH
BXOJSAIIMX JTOKYMEHTOB (mpuiioxkenue Ne 7) B IeHb MOCTYIUICHUS — B Clly4dae MOCTYIUICHHS
JIOKyMEHTa B pabouee BpeMs; Ha CIEAyoluid paboyuil JeHb — B Clly4ae MOCTYIUICHUS
JOKYMEHTa B Hepabouyee Bpems; He3aMEMJIUTENbHO —  C OTMeTKaMu  «CpouHO»,
«OnepaTuBHOY.

4.3.5. Ha nokyMeHTax, MOCTYIAMUX B aJpec 00pa30oBaTEeIbHON OpraHHW3aIliy, B HIDKHEM
MIPaBOM YTIIy JIMLIEBOW CTOPOHBI IIEPBOTO JTUCTA JOKYMEHTA MMPOCTABISAETCS PErUCTPALIMOHHBIN
IITaMII C YKa3aHUEM JIaThl ¥ TIOPSIKOBOTO PErUCTPAIIMOHHOTO HOMEPA.

4.4. PacnipeaesieHue NOCTYNAIOIIMX IOKYMEHTOB

4.4.1. Tlocne perucTpaluu JOKYMEHTHI IEpENAlOTCs Ha paCCMOTPEHHE PYKOBOIMTEIIO
o0pa30BaTeNbHON OpraHu3aluu.

4.4.2. Tlocne pacCMOTpEHHUSI PYKOBOAMUTENEM OOpa3oBaTEIbHONW OpraHU3allMM JOKYMEHTBI
BO3BPAI[AIOTCS  OTBETCTBEHHOMY 3a JEJIONPOU3BOACTBO, JUIs IEPEHECEHUs YyKa3aHUH
10 MCIIOJIHEHHUIO IOKYMEHTA B )KypHaJI pErHCTpalMy BXOJAIMX TOKYMEHTOB. B cooTBeTcTBUN
C YKa3aHUSIMU IO UCIIOJTHEHUIO TMOJJIMHHHUK JOKYMEHTa HampaBisieTcsl pabOTHUKY,
SBJIAIOIEMYCSI OTBETCTBEHHBIM MCIIOJIHHUTEIEM, A COMCIIOJIHUTENSAM HAIPABISAIOTCS KOIHH
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JOKYMEHTOB (€CITH MMEIOTCSI), O YeM JIeIaeTCsl OTMETKA B )KypHAJIe PErHCTPAIMU BXOSIINX
JIOKYMEHTOB.

4.4.3. DIeKTpOHHBIE COOOIICHHS, IOCBUIAEMBIC 10 JIEKTPOHHON IMOYTEe, HWCHOIHSIIOTCS
AQHAJIOTUYHO JIOKYMEHTaM Ha OyMa)KHBIX HOCHTEIISIX C y4eTOM OMPEASICHHON crernuduKu
B IPOIIECCE UCTIOTHEHUS.

4.5. Ilopsiiok 00padOTKM M MPOXOKAEHUS UCXOASIIUX U BHYTPEHHUX IOKYMEHTOB

45.1. Tlopsmok TOATOTOBKM HCXONAIIUX JOKYMEHTOB BKJIIOYaeT B cebds pabory
10 COCTABJICHUIO TMPOEKTa JOKYMEHTa, COTJIACOBAHMIO, MOANUCAHHUIO (YTBEPXKICHHIO)
1 OTIIPaBKe.

45.2. [lomepenayn JOKYMEHTa Ha MOJMUCh WCHOJHUTENb JIOJDKEH IPOBEPUTH €ro
CoJiep)KaHue, TPABWILHOCTh O(GOPMIICHHUS, HAJIMYUE HEOOXOJUMBIX BHU3 H MPHIIOKCHUU.
JIOKyMEHT mnpenacraBiseTcsl Ha MOAINMCh BMECTE C MaTepuaiaMy, Ha OCHOBAHUM KOTOPBIX
OH TOTOBHJICS.

4.5.3. BHyTpeHHHE JOKYMEHTBI O(QOPMIISIOTCS M HCHONHSIOTCS (MCIONB3YIOTCS) B Mpeesiax
00pa3oBaTeNbHON OPTaHU3AIIH.

45.4. BHyTpeHHUE JOKYMEHTHI (JOKJIAJHbIC 3allUCKH, CIpPaBKH, CBOAKH H Jp.)
paccMaTpUBAIOTCS TEMH JIOJDKHOCTHBIMU JIMIIAMU, KOMY OHHM HaIpaBJIECHBI.

4.5.5. OTBeTCTBEHHBIE 32 JENOMPOU3BOCTBO MEpel cAaueii KOPPECHOHICHIIMN Ha OTIPABKY
JOJDKHBI ~ 00s13aT€NIBHO  MPOBEPUTH  MPABWIBHOCTH €€ 0OPMIICHHUS U aJ[pECOBAHUSI.
KonBepToBaHne KOpPpECHOHAEHIMN U JPYTUX TMOYTOBBIX OTHPAaBICHUN MPOU3BOJUTCS
CTPYKTYPHBIMU TIOJIpa3/IeJICHUSIMUA 00pa30BaTEIbHOM OPTaHU3aAIUH.

4.5.6. Peructpanus OTHIpaBisieMbIX JOKYMEHTOB OCYILECTBIISETCS B JI€Hb HMX MOANUCAHUS
(yTBepiK/IeHHs) WM Ha CICHYIOUIHA pado4mii JeHb. PerucTpanmoHHBIA HOMEp TOKYMEHTa
U JlaTa pPEruCTpalMy MPOCTAaBIAIOTCA Ha NOJUIMHHUKE TOKYMEHTa B pEKBHU3MTaxX OJaHKa
1 Ha KOMMHM, OCTaloIelcs B Jiene oOpa3oBarenbHON opraHu3anuu. CrpaBOYHBIM armapaToMm
TSI KICXOJISIIUX TJOKYMEHTOB SIBJISIETCS KYPHA PETUCTPAIMU ITHX JIOKYMEHTOB (IIPUIIOKCHHE
Ne 8).

4.5.7. OtiipaBKy UCXOASIINX JOKYMEHTOB IPOU3BOINUT OTBETCTBEHHBIH 3a JIEJIOIPOU3BOICTBO.
Cpounas KOPPECIOHIEHIUS opopmisiercs W OTHpAaBIsETCSs  HE3aMeJUIMTENIbHO
OTBETCTBEHHBIM 3 JIEJIONPOU3BOJICTBO.

4.5.8. OTBETCTBEHHBI 3a JIEIOMPOU3BOJICTBO MPOBEPSET TNPABHIBHOCT OPOPMIICHHUS
UCXOMAUINX JIOKYMEHTOB, MPOM3BOIUT COPTHPOBKY JOKYMEHTOB IO CIIOCOOY JIOCTaBKH
KOPPECIOH/ICHIIY ajpecaTy (mpocras, 3aka3zHas, MeXIyHaponaHas | ap.). HempaBuiibHO
o(OpMIIEHHbIE JIOKYMEHTBI U KOPPECIOHACHILIUS HEeCIyeOHOro XapakTepa K OTIpaBKe
HE IIPUHUMAIOTCS U BO3BPAILAIOTCA JIMILY, IOJTOTOBUBIIEMY JTOKYMEHT.

459, OTHpaBHHCMa}I 10 MOYTC KOPPCCIOHACHIHA IMPOXOAUT YIIAKOBKY, aJApECOBAHUC,
IMPOCTABJICHUEC CTOMMOCTH IMOYTOBBIX YCIYI' M I€EPEAAYy HaA OTIIPABKY B MECTHOC OTACJICHUC
CBA3U.
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4.5.10. Ha3aka3Hyr KOPpECHOHICHIIMIO, Ha JOKYMEHTHI C IMOMETKOW «Jljisa ciaykeOHOTro
MOJIb30BAHUS» COCTABJISIETCSI PEECTpP, KOTOPBIA 3aTeM BO3BPAIAETCS OTBETCTBEHHOMY
3a JITIONPOU3BOICTBO C PACHUCKOW Pa0OTHUKOB IMOYTOBOTO OTIEJICHUSI CBSI3U WM HHOTO
JMIa, 00ECTIEYMBAIOIIETO OTIPABKY JTOKYMEHTOB.

45.11. Ilepemaua c HCIOJIB30BaHUEM CpEACTB  (DAaKCUMWIIBHOM CBSI3M  JIOKYMEHTOB,
COJIEPKALINX CIIYy’)KEOHYI0 MH(POPMALUIO OTPAHUYEHHOIO PACIPOCTPAHEHMs, B TOM YHCIIE
¢ moMeTKoH « /11 ciry>xe0HOro nosib30BaHus», HE paspeaercs. Kareropuuecku 3amnpenaercs
nepezaya 1o cpeicTBam (pakCUMUIBbHOM CBA3HM CEKPETHBIX TOKYMEHTOB.

4.5.12. C ucnionb30BaHHEM CPEACTB (DAKCUMUIIBHOM CBSI3M MOTYT OBITh NEpeAaHbl MaTepHAIIBI
TEKCTOBOI0, TAOJIMYHOIO WIM TpadHUUecKoro XapakTepa, HCIOJIHEHHBbIE TUIOTPadCKUM,
MaIIMHOIMCHBIM

HJIN PYKOIIMCHBIM crocoboMm B YCPHOM HJIM TEMHO-CHMHEM ILBCTC C YCTKUM W KOHTPACTHBIM
n300pakeHneM (IepBbIe IK3EMILISIPBI HIIM UX KCEPOKOIUH) Ha 0eJ10it Oymare ¢ MUHHMAIbHOM
BbICOTOM OykB mmmpp 2 mm. OObeM TmepenaBaeMoOro B TEUCHHE OJHOTO CEaHca CBS3H
JTOKYyMEHTA, BBIIIOJIHEHHOTO Ha Oymare opmara A4, He TOIDKSH MPEBBIIATH MATH JHCTOB.

4.5.13. OTBETCTBEHHOCTh 3a CoJIepKaHue WH(POPMAILIUH, TIEPEIaBacMOU C MCIOJb30BaHUEM
cpenctB  (aKCUMUJIBHOW  CBSI3W,  BO3JIAracTCsl  HA UCHOJHUTENS,  IOJATOTOBUBIIETO
(bakcorpammy Jis TIepeIadHn.

4.6. Oco6eHHOCTH PAdOTHI € JIEKTPOHHBIMH TOKYMEHTAMU
4.6.1. B oOpa3oBaTelIbHOI OpraHnU3aliy CO3TAFOTCS M UCITOJIB3YIOTCS

e DJEKTPOHHBIE  JOKYMEHTBI,  CO3/laBaéMbleé B JJIGKTPOHHOM  Qopme  6e3
IpeBapUTENLHOTO JOKYMEHTUPOBAHHS Ha OyMakHOM HOCHUTEIIE,;

e DJICKTPOHHBIC o6pa31,1 JOKYMCHTOB, IIOJYYCHHBIC B pPC3yJIbTAaTC CKAHUPOBAHUA
JIOKYMEHTOB M XPaHSIINECsS B CUCTEME AJIEKTPOHHOTO IOKYyMEHTO000pOTA.

4.6.2. Tlpuem u OTIpaBKa JJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBCHHBIM
3a BEJIEHUE JIeJIOMPOU3BOJICTBA B 00pPa30BaTEIbHOM OpraHU3aIiu.

4.6.3. DNeKTpOHHBIE JOKYMEHTBI CO3Jal0TCs, OOpaldaTHIBAIOTCS U XPAHATCS B CUCTEME
AJIEKTPOHHOTO JIOKYMEHTO000pOTa 00pa30BaTeIbHONW OpraHu3aIiu.

4.6.4. DIEKTPOHHBIH JOKYMEHT JIOJDKEH OBITh OQOpMJICH TIO OONIUM  IpaBHIIaM
JIEJIONPOU3BO/ICTBA U UMETh PEKBU3UTHI, YCTAHOBJIEHHBIE AJI1 AHAJTIOTMYHOTO JOKYMEHTa
Ha OyM&)XHOM  HOCHUTEJE,  3a UCKIIOYCHHEM  OTTHUCKAa  TedaTh | U300pakeHus
I'ocynapcrsennoro rep6a PO.

4.6.5. [lis monaTBep KIEHUS TOJIMHHOCTH DJIEKTPOHHBIX JIOKYMEHTOB B 00pa30BaTEbHOM
OpraHu3alK HCIOB3YIOTCA JJIEKTPOHHBIE IU(poBbIe noanucu. Mcmonb3yemble cpeacTsa
ANEKTPOHHONW HM(PPOBOM MOANUCH JODKHBI OBITh CEpTU(GUIUPOBAHBI B YCTaHOBJIEHHOM
MOPSJIKE.
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4.6.6. Epunuineil ydera 3JIEKTPOHHOTO JOKYMEHTa SBJSIETCS SJEKTPOHHBIM JIOKYMEHT,
3apErHCTPUPOBAHHBIA B CUCTEME DJIGKTPOHHOTO JOKYMEHTOOOOpOTa 00pa3oBaTeabHON
OpraHu3aiuu. IJIEKTPOHHBIA TOKYMEHT, UMEIOIINNA TPUTIOKEHUS, PETUCTPUPYETCS KaK OJUH
JIOKYMEHT.

4.6.7. Tlocine oTmpaBKH AJIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOM MOIMHCHIO
YHOJIHOMOYEHHOTO JOJDKHOCTHOIO JIMIIA, JOCBUIKM aJpecaTy €ro KOIUM Ha OyMaXXHOM
HOCHUTEIIE, KaK MPaBUJIO, HE TpedyeTcs, 3a UCKIIOYEHHUEM OTBETOB Ha OOpallleHHUs IpaxaH,
MOCTYNUBIIMX 10 MH()OPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHBIM ~ KaHajaM,  Ha KOTOpbIe
3asIBUTEIIIO0 JAETCsl MMCbMEHHBIN OTBET, HAIPABISEMBIN 110 IOYTOBOMY aJIpeCy, YKa3aHHOMY
B OOpaIllCHUH.

4.6.8. VcroaHeHHbIE QJICKTPOHHBIC TOKYMCHTBI CUCTCMATU3UPYIOTCA B [I€jIa B COOTBETCTBUHU
C HOMeHKHaTypOﬁ pI(S) ¢ O6pa30BaTeHLHOﬁ opraHu3alvi HW MHACKCHUPYIOTCS B HOPSAAKCE,
YCTAaHOBJICHHOM B OTHOIICHHWM JCJI, COCTABJICHHBLIX M3 JOKYMCHTOB Ha 6YMa)KHOM HOCHUTCIIC.
HpI/I COCTAaBJICHHUUM HOMCHKJIATYpPbI A€ B 3ar0JIOBOK [I€JIa  BKIIIOYACTCA  YKa3aHHC
<<3JI€KTpOHHI)Ie JOKYMCHTEID.

4.7. UndopmannoHHas 0e30MacHOCTH

4.7.1. WudopmamumoHHble pecypchl  00pa3oBaTeNbHON  OpraHu3alMyd IO JOCTYITY
(BO3MOXKHOCTH ~ HMCHOJIb30BaHHS)  HOAPA3ACISIIOTCS  HA OTKPBITYIO  (OOIIEIOCTYIHYIO)
nH(OPMAIHIO, CITYKeOHYI0 HHPOPMAIIUIO 1 HH(OPMAIIMIO OTPAHUYCHHOTO PACTIPOCTPAHCHHS
(moctyma).

K kareropuu oTKpbITOM HHGOPMAIIMU OTHOCUTCS HH(OPMALINS, CoAepKaIlasics B JTOKyMEHTaxX
u 0a3zax JaHHBIX 00pa30BaTENIbHOM OpraHU3alMM, HEMOCPEICTBEHHO 3aTparuBarollas rnpasa
Y UHTEPECHI IPAXKIaH.

K kareropun  ciayxeOHON uH(poOpManuu  OTHOCUTCS  MHGpOpMalUs, COJEp)KAIIAsC
B JOKyMEHTax M 0a3ax MJaHHBIX 00pa30BaTeNbHOM OpraHu3aluy, MNpeAHa3HAaYeHHas Ul
JOJKHOCTHBIX JIMIL U paOOTHUKOB 00Opa30BaTeNbHOM OpraHu3aliy, MPHU BBINOJIHEHWU HUMU
CBOMX (DYHKIIMOHAJIBHBIX O0S3aHHOCTEH, HE 3aTparuBarollas HamnpsMylo MpaBa M UHTEPECHI
IpaKIaH M HE OTHOCSIIASCS K KATETOPHH OTPaHHMYCHHOTO PaCIPOCTPaHEHUs (JI0CTyTa).

K kareropun uHGOpPMAUKA OTPAHUUYEHHOTO PaACIPOCTpaHEHHs (IOCTyma) OTHOCHTCS
uH(popMalus, colepkamascs B JAOKyMEHTaX u 0a3aX [aHHBIX, BKJIIOYAIOIIAs CBEICHUS
KOH(PHUACHITMAIBHOTO XapaKTepa.

Bes uwndopmanus, comepkamiasicss B JOKyMEHTax | 0azax JaHHBIX 00pa3oBaTelbHON
OpraHu3alyy, II0 YMOJYAHUIO SIBIISETCS OTKPBITON U oOmenocTymHoi. HckmodeHue
coctaBisieT wuH(OpMAIHs, OTHECEHHas K KaTeropusM CIyXeOHOH ¢ OrpaHUYEHHOTO
pacnpoctpaneHus (1ocTyna).

4.7.2. Joctynm Tmoip30BaTeNiell K MH(QOpPMAIMM  OTPAHWYMBAETCS IyTEM OTHECCHHS
uH(pOpPMAIUU K COOTBETCTBYIOIIEH KAaTErOPHMHM M HAJOXKEHHWEM Ha HEe COOTBETCTBYIOIIETO
rpuda orpannueHus pacrnpoctpaHeHus. MIHpopmanus orpaHnYeHHOro JOCTyINa CHa0XaeTcs
rpudom «/[ns ciry>keGHOro moab30BaAHUS.
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[IpaBom oTHeceHUsT WHGPOPMAIMK K KaTErOPUM OTPAHWYCHHOTO JIOCTYNA U HAIOKEHHUS
COOTBETCTBYIOLIETO rpuda obnagaer aBTOp JOKYMEHTA IO COTJIACOBAHUIO C PYKOBOAHMTEIEM
00pa3oBaTeNLHON OPTraHU3aIIH.

JIokyMeHTUpOBaHHas HMH(pOpMAIMs OrPaHUUYECHHOTO pachpocTpaHeHuss 0e3 CaHKUUU
JOJDKHOCTHOTO JIUIIA, YCTAHOBUBILIETO PEXKUM OIPAHUYEHHOTO PACIIPOCTPAHECHHUS JIJISl TAHHOTO
JIOKyMEHTa,  HE MOJUIKUT  pasriameHuio  (pacmpoctpaneHuioo).  IIpemocraBiieHue
MOJIb30BATEISIM  JIOCTYNa K JaHHOW HMH(DOpPMAIIMH  OCYIIECTBISICTCS  HMCKIIFOUUTEIHHO
10 COTJIACOBAHUIO C YKa3aHHBIM JOJDKHOCTHBIM JIMIIOM IYTEM I0JaYd COOTBETCTBYIOLIECH
3as1BKH.

JIOIKHOCTHBIE JIMIIA, IPUHSBIINE pelieHre 00 oTHeceHnu uHpopMaluu, 3adhuKCUpOBaAaHHON
B IOKYMEHTE, K KaTerOpHUH OTPAaHUYCHHOTO PpaCIpOCTPAHEHHUS, HECYT OTBETCTBEHHOCTh
32 000CHOBAaHHOCTh ~ MPHUHSATOTO  PEIICHUS M €r0  COOTBETCTBUE  JICHCTBYIOIIEMY
3aKOHOJATEIbCTRY.

4.7.3. JInunble KapTOYKU paOOTHHUKOB, TPYIOBBIE KHIKKH PaOOTHHUKOB, IIPUKA3BI IO THYHOMY
COCTaBY JOJKHBI XPAaHUTHCS B cefi(e UM B B METAJUIMYECKOM IIKady.

bnaHky TpyIOBBIX KHWXKEK IO MEpPe HEOOXOIMMOCTH BBIJAKOTCS OTBETCTBEHHOMY JIMILY
KaJIpOBOK CIy»Obl. 3aMucH B TPYJOBOH KHIKKE IOANKCHIBAET PYKOBOIHMTENh KaJpPOBOU
cny:k0p1 OO. VYder, XxpaHeHHE WU BbIadyy OJAHKOB CTPOrOM OTYETHOCTH: JHUILIOMOB,
BKJIAJIBIINCH K HAM, CBHJICTEIBCTB, YJOCTOBEPCHHI BEACT 3aMECTHTENb JUPEKTOpa. branku
XpaHsTCs B ceitde.

4.7.4. YcraHOBKa W 3KCIUTyaTalysl MPOTPaMMHOIO OOECHEe4eHHUs], MOJYyUYEHHOro W3 JIF0OBIX
HCTOYHHMKOB U BBIMOJIHSAIOMIETO (DYHKIUH, HE CB3aHHBIE HEMOCPEACTBEHHO C BBHIMOJIHEHUEM
pabOTHUKAaMU CBOMX JODKHOCTHBIX 00513aHHOCTEN, KaTErOpHUYECKHU 3alpelieHa.

4.75. Bcsa mnpencraBieHHas B OJIGKTPOHHOM — BUAE  HWHGOpMaIus, IOCTyMHaromas
B 00pa30BaTEeNbHYI0 OpPraHMU3AIMI0, B 00s3aTENILHOM TOPSAKE MOANEKHUT MPOBEPKE
AQHTUBHUPYCHBIMH CPEJICTBAMH.

4.7.6. DNeKTpOHHAS IMOYTa MOXET HCIOJB30BaThCS TOJH30BATEISIMA TOJBKO JIJII OOMEHA
uHpopmanuen, OTHOCAIICHCS K KaTeTrOpUM  OTKPBITOM W CIy>KeOHOW.  3ampemieHo
HCIIOIB30BaTh AJIEKTPOHHYIO MOYTY JUISl Tepeayr HHPOPMaIluK, OTHOCSIIENHCS K KaTeropuu
OTPaHUYEHHOTO PACTIPOCTPAHECHHUS.

5. KoHTpoJIb 32 HCIOJIHEHHEM I0KYMEHTOB

5.1. Opranu3anusi KOHTPOJIS

5.1.1. KoHTpoJII0 MOAJIEXAT BCE 3apETUCTPUPOBAHHbBIE JOKYMEHTHI, TPEOYIOIIHE UCTIOTHEHUS.
KoHTposib ncnonHeHus: T0KyMEHTOB BKJIFOYAET. Y4eT, MOCTAaHOBKY Ha KOHTPOJIb, KOHTPOJIb

CPOKOB HUCIIOJIHCHU:, HCTIOCPCACTBCHHYIO MPOBCPKY XOJa MCIOJIHCHHA, MPOBCPKY KAYCCTBA
HCIIOJIHCHUS, aHAIU3 PE3YJIbTATOB UCIIOJTHCHH.
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5.1.2. KOHTpOJ'IB 34 UCIIOJTHCHUEM JOKYMCHTOB YCTAaHABJIMBACTCsA B LCIIAX obecneyeHus
HUX CBOCBPEMCHHOI'O W KA@YCCTBCHHOI'O HCIIOJIHCHUSA, IMOBBIILICHHA YPOBHA OpI‘aHI/I3aTOpCKOI71
pa6OTBI W UCTIOJTHATEIIbCKOM JUCIHUITIMHBI.

5.1.3. Ilpu mnocraHOBKe JOKYMEHTa Ha KOHTPOIb Ha IPaBOM BEpPXHEM II0J€ JOKyMEHTa
Je7aeTCsi OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAI0T CJIOBOM (ILITAMIIOM) «KOHTPOIIb)

5.1.4. KOHTpOJIIO MOIeKAT IPHUKA3bI, PEIICHUS COBETOB, a TAK)KE JOKYMEHTHI, TOCTYITAFOIIIHE
Ha UMS PyKOBOAUTEIIS 00pa30BaTEIbHOM OpraHU3aIUU.

Opranu3zaiiys KOHTPOJISI UCIIOJIHEHUS BKITFOUAET B ceOsl:

e IIOCTaHOBKY JOKYMEHTA Ha KOHTPOJIb;

e MOHHUTOPUHI HCIIOJIHEHUS KOHTPOJIBHBIX IOPYYEHUH JOKYMEHTOB;
e CHSTHE HCIIOJHEHHOIO JIOKYMEHTAa ¢ KOHTPOJIS;

e HAIPaBJICHUE UCIIOJHEHHOIO JOKYMEHTA B CIIO.

5.1.5. PykoBoauTenu CTpyKTypHBIX HOJpa3zelieHuil 00s13aHbl paccMaTpUBaTh COCTOSTHUE
UCIOJHUTENBCKOM  JUCHMIUIMHBI 10 JOKYMEHTaM  C [OPYYCHMSIMU  aIMMHUCTPALUU
00pa3oBaTeNbHON OpPraHU3aIlNK, a TAKKE JOKYMEHTHI, TOCTYNUBIINE B aAPEC CTPYKTYPHOTO
MOJIpa3/ieNieHusl U TpeOYIOle NCIIOIHEHUS U MTOJITOTOBKH OTBETA.

5.1.6. HOKYMGHT CUUTACTCA UCIIOJIHCHHBIM, KOT'Zla PpCHICHBI OKOHYATCIIbHO BCC ITIOCTABJICHHBLIC
B HCM BOIIPOCHI 1 CO6JIIO[[€HBI CICAYIOIMEC CPOKH:

€CJIM B JOKYMEHTE MOCTaBJIEH CPOK MCIIOIHEHUS — B YKa3aHHBIN CPOK;

e JIOKYMEHTHI 0€3 yKa3aHHs CPOKa HUCIIOJIHEHUS] — B MECSUHBIN CPOK;

e €CIIU B IOKYMEHTE UMEETCsl IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

e ToOpyueHHs 0e3 yKa3aHHs KOHKPETHOW JAaThl HCIIOTHEHUS! — B MECSIUHBIN CPOK;
e C IIOMETKOH «omnepaTHBHO» — B 10-THEBHBII CPOK;

e 10 oOpareHusM rpax/aH, TpeOy oMM JIOTIOJHUTEILHOTO U3Y4YECHUS
U TIPOBEPKH, — JIO OJTHOTO MECSIIA CO JIHS PETHCTPAIUH, TI0 OCTATLHBIM — HE 0oJiee
15 nuei.

CpOK HCUYHCITACTCA B KAJICHAAPHBIX JHAX C JAThI HIOAIIMCAHHUA TOKYMCHTA.

Ecin nocnenHuii A€Hb UCHOJMHEHWS JIOKYMEHTa MPUXOJIUTCS Ha HepaOouui JIEeHb,
OH TOJUIEXKHT UCTIOJHEHUIO B MPEALIECTBYIOMNI eMy pabounii 1eHb.

[Ipy HEOOXOAMMOCTH TPOJICHHUS CpPOKA HWCIONHEHHUS JIOKyMEHTa OTBETCTBEHHBIN
WCTIOTHUTEIb MPEJICTABISET HA UMS PYKOBOJAMUTEIS 00pa30BaTEIbHON OPraHU3aIliH, JaBIIETO
MOpy4eHre, MOTHBHPOBAHHYIO MPOCHOY O €ro MpOJJICHUU HE MO3JHee YeM 3a TpU JHS
JI0 UCTEUYCHHUsI YCTAaHOBIEHHOTO CpOKa, C4YeM CBOEBPEMEHHO TepenaeTcss WHpOpMaIus
B MPUEMHYIO PYKOBOAMTENST 00pa30BaTeIbHON OpraHu3aIiy.

5.2. Ilopsi10K CHATHS JOKYMEHTOB C KOHTPOJISI

5.2.1. JIokyMEHTBI CHUMAIOTCSI C KOHTPOJISI, €CITH PEIICHBI IOCTABJICHHBIE B HUX BOTIPOCHI WIIH
aBTOPAM JIaH OTBET I10 CYIIECTBY.
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HpOMC)KYTOLIHHﬁ OTBECT, PABHO KaK M 3aIIpOC 10 UCIIOJIHACMOMY OOKYMCHTY WJIM YaCTUYHOC
HCIIOJIHCHUC ITOPYUCHUS, HC ABJIACTCA OCHOBAHHUEM I TIPU3HAHUA JOKYMCHTA UCIIOJTHCHHBIM.

5.2.2. CHATh TOKYMEHT C KOHTPOJISI MOXET TOJBKO JOJDKHOCTHOE JIUI0, KOTOPOE MOCTABUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHoBaHMEM aJisi CHSATHSI C KOHTPOJS JOKYMEHTOB C IOPYYEHHSIMH PYKOBOAUTEIIS
00pa3oBaTeIbHON OpraHU3alUH ABJISIETCS JOKYMEHT — OTBET, MTOIITMCAHHBIA PYKOBOIUTEIEM
o0pa3oBaTeNbHON OpraHW3alui, €ro 3aMecTUTelieM, Ju0O0 chpaBka 00 UCIOIHEHUU
JOKYMEHTA 32 MOAMKCHI0 PYKOBOIUTENSI CTPYKTYPHOT'O MOAPA3ICIICHHUS.

6. YdeT U XpaHeHHe MevaTel, ITAMIOB U 0J1AHKOB

6.1. O0s3aTenbHOMY YYeTy MOJuIeKaT BCE BHJBI I€YaTed U IITAMIIOB, OJIAHKH CTpPOTOi
OTYETHOCTH, KOMaHIUPOBOYHBIEC YIOCTOBEPEHUS, CIY>KEOHBIE 3aJaHusl, TPYIOBbIC KHUKKH.

6.2. Yder Bcex mevareil ¥ MITaMIIOB, HMEIOLIMXCS B 00pa30BaTeIbHON OpraHU3aIiK, BEJICTCS
B CIICIHAIBHOM XypHase (mpuiaoxenue Ne 9).

6.3. JKypHambl yuera BKJIIOYAIOTCS B HOMEHKJIATYpy Jed. JIMCTBI UX HyMepyroTcs,
[IPOLLMBAKOTCA U ONIEYATHIBAIOTCS.

6.4. [Teyatu ¥ MITaAMIIBI TOJDKHBI XPAHUTHCA B ceiiax UM METAJUTMYECKUX MIKadax.

6.5. OTBeTCTBEHHOCTh 3a XpaHEHWE W WCIOJH30BAaHUE II€YATCH, IITAMIIOB HECYT JIUIIA,
OTBETCTBEHHBIEC 32 BEJICHUE JEIIONPOU3BOIACTBA.

6.6. YHMuTOXeHHe OJaHKOB MPOU3BOJUTCS I10 aKTy C OTMETKOW B COOTBETCTBYIOLIMX
KypHaJlax y4era.

6.7. [leyaTr ¥ WITAMIBI YHUYTOXKAIOTCS 110 aKTYy.

6.8. IlpoBepka Hanuuusi rneyared, ITaMIOB W OJAHKOB, a TakXKe MOpsAKa UX XpaHEHUs
U MCIIOJIb30BaHMs IPOM3BOIUTCS KOMMCCUEH HE peke OIHOTO pas3a B KaJeHJApHOIO TIOJ
OJIHOBPEMEHHO C ITPOBEPKOM COCTOSIHUS ETIONPOU3BOJICTBA.

7. CocTaBiieHHe HOMEHKJIATYPBI el

7.1. HomeHkaTypa Je — CHUCTEMaTH3UPOBAHHBIM MEpedyeHb 3aroJIOBKOB JIell, 3aBOJAMMBIX
B 00pa30oBaTe/IbHOM OpraHM3aliy, C yKa3aHHEM CpPOKOB WX XpaHEeHUs, O(OpMICHHBIN
B YCTaHOBJICHHOM IOpSJKE.

7.2. HomenkuaTypa e npeaHa3HadeHa sl TpyNIUPOBKY HCIIOTHEHHBIX JOKYMEHTOB B JIeTa,
CUCTEMAaTU3alUU U ydeTa Jell, OIPENEIICHUs CPOKOB UX XPAHEHUs U SIBISETCS OCHOBOM IS
(dbopMupOBaHUS €Nl ¥ COCTaBJICHUS ONHMCEW JeN, JOKYMEHTOB, OINUCEH 3IEKTPOHHBIX
JTOKYMEHTOB TIOCTOSIHHOTO U BpeMeHHoro (cBeime 10 mer) XpaHeHHs, B TOM 4YHCIE
10 JINYHOMY COCTaBY, a TaKKe JUIs yueTa e BpeMeHHbIX (10 10 et BKIIOUNTEIhHO) CPOKOB
XpaHEHHs.
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7.3. HomeHnkiatypa Jen cocTtaBisercs Ha OyMaxkHoM HocuTene. Homenkmarypa npen
BKJIFOYAETCSl B CHCTEMbI DJIEKTPOHHOIO J0KyMeHTooOopoTa (mamee — CDJI) u B cucTeMbI
XpaHEHHs DJIEKTPOHHBIX JOKyMeHTOB (mamee — CXDJ[) B KadecTBE CIpPaBOYHHKA,
Ha OCHOBaHUU KOTOPOTO OCYIIECTBIISIETCS CHCTEMaTH3alldsl U y4eT JOKYMEHTOB, a Takke
ux metaganubix. COJl nomKkHAa ycTaHaBIMBATh CBSI3b JIOKYMEHTa C MHAEGKCOM Jielia
B COOTBETCTBUHU C HOMEHKJIATYpOHl J1eJ 00pa3oBaTenbHOM opranu3anuu. HoMmeHknatypa aen
Brarovaercss B COJ u CXDJ[ He mo3aHee OAHOrO Mecsilla CO IHS €€ YTBEPXKICHUS.
OTBeTCTBEHHBIMHM 32 BKJIIOUeHHE HOMeHkmarypsl gen B COJ u CXDJ[ sBuswoTcs
OTBETCTBEHHBII 3a JIEIONPOU3BOJCTBO M OTBETCTBEHHBIM 3a KOHTPOJIb (DYHKIHOHUPOBAHUS
3JEKTPOHHOTO JIOKYMEHTOO00POTA.

7.4. Homenkiatypa i o0pa3oBaTelIbHON OpraHu3aluu (najee — CBOAHAs HOMEHKIIATypa
JIeJT) COCTABJISICTCS Ha OCHOBE M3YUCHHUS COCTAaBa M CO/ICPKAHUS JIOKYMEHTOB, 00Pa3yIOIIHXCs
B JISTENIbHOCTH 00pa3oBaTeabHON opranu3auuu. [Ipu coctaBineHnn cBOJHOW HOMEHKIIATYPhbl
JieJl YYUTHIBAIOTCS YCTaB OOpa30BaTEeNbHONW OpraHM3alUH, IOJO0XKEHUS O CTPYKTYPHBIX
MO/IPa3JICJICHUAX, IITATHOE PACIHCAHUE, IUIAHBl U OTYETHI O padoTe, MEPEYHHU JTOKYMEHTOB
C YKa3aHMEM CPOKOB MX XpaHEHMs, HOMEHKJIATyphl J€J 3a PEALIECTBYIOINE KaJCHapHbIE
TOJIBL.

7.5. CBojgHasi HOMEHKJATypa /el COCTaBIsAeTCs Pa0OTHUKOM, HA3HAUYEHHBIM IPHUKAa30M
PYKOBOAMTEINST 00pa3oBaTeIbHON OpraHu3alnuu (majgee — OTBETCTBEHHBIH 3a COCTABJICHUEC
CBOJIHOI HOMEHKJIATYPBI ).

7.6. CBoaHas HOMEHKJaTypa Jeil Ha NpeICTOSINMN KaJeHJapHbIH TOJA  COCTaBiseTCs
B IIOCJIEHEM  KBapraje  TEKyILero TIoja, BU3MPYETCA  PYKOBOJMTEIEM  apXHBa
U COTJIaCOBBIBAETCS C MNOCTOSIHHO JEHCTBYIOLIEH SKCHEpTHOW KOMMCCHEH 00pa3oBaTelbHOM
opranusaiuu. He pexe 1 pasa B 5 neT, HOMEHK/IAaTypa Jell COTJIacOBBIBAETCS C 3KCIIEPTHO-
IIPOBEPOYHOM KoMHccHelr IlepeMBIIbCKOro paloOHHOrO apxuBa. B KOHIE KaxKIoro
KAJICHAAPHOIO ToJa CBOJHAas1 HOMEHKJIATypa JelI  yTBEPKIACTCA  PYKOBOIUTEIIEM
00pa3oBaTeNbHON OpraHU3allMi MM €ro 3aMEeCTUTEeNeM, KOTOPOMY JEJIEeTUPOBAaHbI TaKHe
MOJIHOMOYHSl  TPUKAa30M  00pa30BaTeIbHOW  OpraHu3alvu. YTBEpXKJAECHHas  CBOJHAs
HOMEHKJIaTypa /i€ BBOAUTCS B IEHCTBHE ¢ 1-TO IHBaps ClelyroIero KaJeHaapHoro roja.

7.7. B cnmyyae HEOOXOJUMOCTH BHECEHHS B CBOJHYIO HOMEHKJIATYpPY M€l 3HAYMTEIbHBIX
W3MEHEHUH OHa MOMJEKUT mepepaboTke. l3MeHeHus yTBepKaalOTCid MPUKA30M MU
KOPPEKTUPOBOYHBIM JsucToM (mpuioxkenue Ne 10). HeOonbmive W3MeHEHHsS BHOCSATCS
B YTBEPKACHHBIN paOOuuil SK3eMIUISIp CBOJAHON HOMEHKJIATYPhI JEll.

7.8. CTpyKkTypHBlE TOJpa3JeleHusi exerogHo, He nozgHee 30 HOAOpS TEKyIIero
KaJIEHJApHOTO TOAa COCTABISIIOT HOMEHKJIATYPY NI CTPYKTYPHOTO IIO/Pa3JIeNICHHS
U IIPE/ICTABIAIOT €€ OTBETCTBEHHOMY 3a COCTABJICHHWE CBOJHOW HOMEHKIATyphl Jedl.
HomeHnknarypa nmen CTpyKTYPHOTO TOJApa3AeieHUs COCTABIISETCS JIMIIOM, OTBETCTBEHHBIM
3a BEJICHWE  JICNIONPOU3BOJICTBA  CTPYKTYPHOTO  MOJPA3JEJIEHHUs,  COTJIaCOBBIBACTCA
C OKCIIEPTHOW KOMHUCCHEH CTPYKTYPHOTO IOJPA3/ICICHUS U MOANMCHIBACTCS PyKOBOIUTEIEM
CTPYKTYPHOTO IO/Ipa3/ieeHuUs.

7.9. BHOBb cO37aHHOE CTPYKTYpPHOE TMOApAa3/IeCeHHe B MECSUHBIM CpPOK pazpabaTbIBaeT
HOMEHKJIATypy JAeJI CTPYKTYPHOTO TOJPA3JCICHHs] U MPEACTABISET €€ OTBETCTBEHHOMY
3a COCTaBJIEHHUE CBOJHON HOMEHKJIATYpPHhI JIE]l.
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7.10. HomenkiaTypa el CTPYKTYPHOTO TOApA3ICICHHUsS W CBOJHAs HOMEHKIATypa Jell
cocTaBisitoTCs 10 hopme,  ycraHoBieHHOW — IlpaBuinamMm — opraHu3anuu  XpaHEHUS,
KOMIUICKTOBAHHUs, y4eTa W UCIOJIb30BaHUSI JOKYMEHTOB ApxuBHOro ¢onaa PO u mpyrux
apXMBHBIX JOKYMEHTOB B rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJICHUS
Y OpraHu3aIusaX, YTBepKICHHBIMU Mpuka3oM Pocapxusa ot 31.07.2023 Ne 77.

7.11. HomenknaTypa Jen MOApa3ieiseTcsl Ha pas3lieibl, KOTOpbIE pacIoiararoTcs
B COOTBETCTBUU C YTBEPXKJACHHBIM IITATHBIM PACIMCAaHUEM 00pa30oBaTEILHOW OpPTraHU3AIINH.
Hazpanusimu pa3zieioB HOMEHKIATYphl el SIBISIFOTCS. HAaMMEHOBAaHHUSA €€ CTPYKTYpPHBIX
MoApa3ACICHUI UM HATIPABJICHUS ACSTEIbHOCTH.

7.11.1. B rpade 1 HOMEHKIATYPHI JIe]T MMPOCTABIISIIOTCS HHIASKCHI KaXI0T0 Jieja, BKIFOYCHHOTO
B HOMCHKJIATypy. WMHAEKC pgenma cocToWT W3 MU(PPOBOrO 00O3HAYCHHUS W3 MITATHOTO
pacrucanust 00pa30BaTe/IbHOM opranu3aiui (Koaa) U MOPSAKOBOrO HOMEpa 3arojoBKa jeja
1o HOMeHKJIaType. MHaekce gen 0603HavaroTcs apadckumu mudpamu. Hampumep: 12-05, e
12 — o6o3nayenne (kox), 05— MOPSIKOBBIE HOMEp 3arojoBKa Jeja B pasjeiie
HOMCHKJIATYPHI JICJI.

B HOMCHKIJIATYpPE€ ACII COXPAHAIOTCA OAUHAKOBBIC MHACKCHI AJId OAHOPOAHBIX U MEPCXOAAIIUX
ACII.

7.11.2. Brpade 2 HOMEHKJIATyphl JieJ MPOMHUCHIBAIOTCS 3aroJIOBKU Jell. 3arojioBOK Jeja
4eTKO, B 00001IeHHOH (hopMe OTpakaeT OCHOBHOE COJEpKaHWE M COCTaB JIOKyMEHTOB Jefia.
OcHOBO#1 7151 HaMMEHOBaHUs (3arojioBKa) Jei SIBISIOTCS BOMPOCHI, OTPAXKAMOILIKE 3a1aud
1 QYHKIIUU 00pa3oBaTeIbHON OopraHu3anui. HanMeHOBaHHS TOTIOMHSIOTCS YKa3aHHEM pojia
3aBOJIUMOTO JIe]la MM Pa3HOBUIHOCTH JOKYMEHTOB (MOCTAHOBJICHHS, MPUKA3bI, TIPOTOKOJIBI
u T. 1.). Ecu neno, BKI0OYaeMoe B HOMEHKJIATYPY eI, COCTOMT U3 OJJMHAKOBBIX BHJIOB HJIH
Pa3HOBUAHOCTEH TOKyMEHTOB, B 3aT0JIOBKE TAKOTO JieJla YKa3bIBaeTCsi HAMMEHOBAaHUE BUJIOB
JNOKyMeHTOB, Hampumep «lIpuka3bl 10 OCHOBHOW JesTenpHOCTH». He momyckaercs
yrnoTpeOyieHHe B 3ar0JIOBKE Jiejla HEKOHKPETHBIX (DOPMYITHPOBOK («pasHble MaTepHaIby,
«OO01I1ast MEPEUCKay, «KUCXOSIIast IEPEMUCKay, «BXOIAIINE JOKYMEHTBD»), @ TAK)KE BBOIHBIX
CIIOB, CJIOXHBIX CHHTaKCHYeCKHX 000poTOoB. He momyckaercss ynmoTrpebieHHe COKpalleHHBIX
CJIOB HAWMCHOBAaHUH TEPPUTOPHATBHBIX OPTaHOB HCIIOJIHUTEIHHOW BIJIACTH, YUPESIKICHUN
W OpraHM3aiuii, KpomMe O(QHIMATBFHO YCTAaHOBIEHHBIX CcokpameHuil. Ecam pemo Oyner
COCTOSITh U3 HECKOJIBKUX TOMOB HMJIM YaCTeH, TO COCTABIISIETCS] OOIIMIA 3ar0JIOBOK JIEJIa, a 3aTeM
Ipyd  HEOOXOAWMOCTH COCTABISIIOTCS 3aroJIOBKH KakKA0ro ToMa (4acTH), YTOUYHSFOIIHE
coJiepKaHue 3ar0JIOBKa JIea.

HOpHZ[OI( PpacIoJIOKEHU 3aroJiIoBKOB ACJI BHYTPH pa3aC/IOB U IMOAPA3ACIIOB HOMCHKIIATYPLL
Jea OIPECACIIACTCA CTCIICHBIO BaXXHOCTH JOKYMCHTOB, COCTaBJIAOIINX Jcia,
1 X B3aNMMOCBA3BIO. Brnauane pacmnoJiararoTcsa 3arojJOBKH A€, COACPpIKAIINX
OpraHnu3allOHHO-PACIIOPAAUTCIBHYIO TOKYMCHTAIUIO. Jlaﬂee pacmnojiararoTcs 3aroJIOBKu A€,
COACPpIKAIINX TNIAHOBBIC U OTUCTHBIC JOKYMCHTHI U T. .

ITopsimok pacrmoioKEHUs 3arojI0OBKOB JEJI BHYTPU PA3ZCIIOB U IMOAPa3[eI0B HOMEHKIIATYPbI
JIel  ONpENEeNseTcs  CTENEHBID  BAXKHOCTUM  JIOKYMEHTOB,  COCTaBIIIIOIIMX €A,
U UX B3aMMOCBs3bl0. B Hawane  pacnosnararorcs — 3arojJioBKM 1€,  COAEpKallUX
OpraHU3alOHHO-PACIIOPSAUTEIbHYIO JOKYMEHTAINIO. 3arojloBKU €1 MOTYT YTOYHSTHCS
B Iporiecce popMHUpOBaHUs U 0(OPMIICHUS JIEI.
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B HoMeHKIaTypy e BKIIOYAIOTCA TaKKe Jeja, HE 3aKOHYEHHBIE IIPOM3BOJICTBOM jeja
MPONLIBIX JIeT (IepexoasIiue).

7.11.3. I'padha 3 HOMEHKIATYpHI AEN 3alOIHACTCS B TEYEHHE KaJCHIAPHOTO roja — Mpu
(bopMHpOBaHNY HOBOTO JIeJia, P 3aKPBITUH JeJIa U 110 OKOHYaHUH KaJIEeHIapHOTO TO/1a.

[To noctmxenun aeiaom oobema B 250 TUCTOB, TOM 3aKpHIBACTCS U OTKPBIBACTCS HOBBIH TOM.
B rpade nocnenoBarenbHO yKa3blBalOTCS HOMEpa TOMOB M KpaiHHME JaThl JOKYMEHTOB
kaxaoro roma. Hanpumep «T1 — 11.01.2024-30.06.2024, T.2. — 01.07.2024-30.12.2024».

3JICKTpOHHBIC AcJIa Ha TOMa HC pasACIAOTCA. Bce OJICKTPOHHBIC JOKYMCHTBI, HC3aBUCUMO
OT UXx O6”beMa, BKIIFOYAIOTCA B OAHO 3JICKTPOHHOC ACJIO0.

7.11.4. Brpade 4 yka3piBaeTcsi CpOK XpaHEHHs Jejia, HOMEpa CTaTeil IO TUIOBOMY WIU
BEJIOMCTBEHHOMY TEpEYHIO, (eAepaTbHOMY 3aKOHY HJIM MHOMY HOPMATHBHOMY TPaBOBOMY
aKTy, a IPH UX OTCYTCTBUU — I10 TUIIOBOM HJIM PUMEPHON HOMEHKJIATYPE JEII.

7.11.5. Brpade 5 yka3plBalOTCS YKa3bIBAIOTCS OCOOCHHOCTH (OPMHUPOBAHHUS [€Nia U BUJ
HocuTelnss nHpopmanuu. B ToM yncie B rpade oTpaskaroTcsl CelUalbHbIE CPOKU XPaHEHMS
7€, TPOCTABISIOTCS OTMETKH O 3aBelieHHMH Jen (B TOM YHCIIE B AJICKTPOHHOM BHJIE),
O BBIJICJICHUH €]l K YHUUTOXKEHHIO 10 UCTEYCHUHM CPOKOB UX XPaHEHHUs, O MECTE XpaHEHHUs
MOJJIMHHUKOB JOKYMEHTOB, O IepeAauye Jen B APYIyl0 OpraHu3alMio Uil IPOAOHKEHUS
BEJICHUS U JIp.

B rpade nmemarorcs OTMETKH O MEPEXOISIIUX JellaX C YKa3aHHEM CTaporo WHeKca jeia
B cirydae ero usmenenus. Hampumep «Ilepexomsmee ¢ 2024 r. B 2024 — 2028 rr. — x. 2-2-
11».

ITo nenam, KOTOpHbIE IO KAKUM-THOO0 MPUUKMHAM B T€UCHUE KaJEHJAPHOTO r'0J1a HE 3aBOJIMIIUCH,
B rpade «IIpumeuanuey» HOMEHKIIATyphblI A€l ienaeTcs 3anuch — «Jleno He 3aBoaunocey. [pu
3TOM B rpade 3 mpocTaBisieTcs MpoYepK.

7.12. Tlo OKOHYAaHUM KaJICHJAPHOTO TO/a B KOHIIE HOMEHKJIATYPHI JIEN JeNaeTCs WTOroBas
3allUCh O KaTETOPHUSX M KOJIMYECTBE JI€J, 3aBEACHHBIX B TEKYLIEM KaJCHJApHOM TOLYy.
B uroroByto 3anuchk CBOJHONH HOMEHKJIATYpHhI JIEJI CBEACHUS BHOCSITCSI HA OCHOBAHUH JAaHHBIX,
NEepeaHHbIX U3 CTPYKTYPHBIX MO/Ipa3eieHnit 00pa3oBaTeIbHON OpraHU3alHH.

8. ®opmupoBanue u opopmiieHHe ae

8.1. ®opmupoBaH¥Ue J1e] — TrPYIITUPOBKA HCIIOJTHEHHBIX JOKYMEHTOB B JIeJia B COOTBETCTBUU
C HOMEHKJIATypOU JIeJ]l U CUCTEMATU3alUsl JOKYMEHTOB BHYTPH JIEJIa.

8.2. lena B 00pa3oBaTesIbHOM OpraHu3aiuu GOPMHUPYIOTCS B CTPYKTYPHBIX IMOAPA3ICICHHSIX.
8.3. McriotHeHHBIE TOKYMEHTHI TOJDKHBI B 10-7THEBHBIN CPOK CAaBATHCS HCIIOTHUTEIIEM JIHILY,

OTBETCTBEHHOMY 3a BEJICHUE JEJONPOU3BOJACTBA B CTPYKTYPHBIX NOAPA3AECICHUAX, IS
dbopmupoBanus ux B Aenma. Homep nema, B KOTOpoe AOMKEH OBITh MOIIIUT JTOKYMEHT,
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OTIpesieisieT PYKOBOJUTENb CTPYKTYPHOTO MOJpa3AelieHUus 0O0pa3oBaTENbHON OpraHU3aluu
WM UCHOJIHUTEIh B COOTBETCTBUHM C HOMEHKJIATypoil nen. Ha moxkymeHTe mpocTaBisitOTCS
orMeTrka «B nmeno Ne..», moamnuch WCHOJHUTENS WIM PYKOBOAMUTENS CTPYKTYPHOTO
[I0/Ipa3JIeJIeHus, AaTa.

JIOKyMEHTBI BHYTPH JI€JIa PacloliaraloTcs B XpOHOJOTUYECKOM MOCIIeI0BATEILHOCTH.

8.4. KonTposb 3a mpaBUJIBHOCTBIO (DOPMHPOBAHUS €N OCYIIECTBISETCS OTBETCTBEHHBIM
3a apXuB 00pa30BaTEIILHON OpraHU3aLNH.

8.5. IIpu popmupoBanuu aen HEOOXOAMMO COOTIOAATH CISAYIONIUE OOIIHEe TPABIIIA:

e IIOMCHIATH B ACJIO TOJIBKO UCITOJITHCHHBIC JOKYMCHTBI B COOTBCTCTBHU C 3ar0JIOBKaMU
JIeJT TI0 HOMEHKJIaType;

e TIPYIIHUPOBATH B €10 JOKYMEHTHI OJHOI'0 KaJ€HIApHOIO I0Ja,

e pa3le’abHO TPYNIUPOBATH B JeNa JOKYMEHTHI MMOCTOSHHOTO U BPEMEHHOT'O CPOKOB
XpaHEHUS,

e TIOMENIATh B JieNa Kcepokonuu (hakcos, TenedoHorpaMm Ha 0OLIMX OCHOBAHUSX;

e B JICJIO0 HC OOJDKHBI IMOMEIIATBCA MOOKYMCHTLI, MNOMJIC)KAIIME BO3BpATy, JIMIIHUC
9K3EMILIAPHI, YePHOBUKU: MO 00BbEMY JI€JI0 HE JAOJKHO MpeBbImaTh 250 TuCTOB Win
4 cm. [lpu HamMYMU B Jelie HECKOJIBKUX TOMOB (J4acTei) MHICKC M 3ar0JIOBOK Jeiia
MPOCTABIIAIOTCS HA KAXKIOM TOME C T00ABICHUEM «TOM 1», «TOM 2» ([TOCIeIHHUIA).

8.6. OcoObie TpeboBaHUS K POPMHUPOBAHUIO OTICIBHBIX JICI.

8.6.1. PacmiopsimuTenbHble JOKYMEHTHI TPYNITUPYIOTCS B Jieja 10 BUAAM B XPOHOJIOTHYECKOM
MOPSAKE C OTHOCAILIUMUCA K HUM IIPUIIOKCHUSAMU.

8.6.2. VYcraBbl, TMONOXKEHHsS, HWHCTPYKIUH, YTBEPXKIECHHBIE  PACIOPAIUTEIBHBIMU
JIOKyMEHTaMH, SBJISIFOTCS TPUIOKEHUSIMH K HUM U TPYNIUPYIOTCS BMECTE C YKa3aHHBIMU
NOKyMeHTaMu. Ecnu ke OHM YTBEp)KIEHbl B KaYeCTBE CAMOCTOSITEIBHOTO JIOKYMEHTA,
TO UX TPYNIHPYIOT B CAMOCTOSITEIBHBIC JIETIa.

8.6.3. Ilpuka3pl 1O OCHOBHOM J€ATENHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B
I10 JINYHOMY COCTaBY.

8.6.4. [Ilpuka3pl 1O JTUYHOMY COCTaBy TpPYNIHPYIOTCS B Jela B COOTBETCTBHU
C YCTaHOBIIEHHBIMU CPOKaMU UX XpaHEHUS.

8.6.5. IIpoTokombl B Jene pacroiaraioTcs B XPOHOJOTHYECKOM IMOPSAIKE I10 HOMepaMm.
JIOKyMEHTBI K MNPOTOKOJIAM, CIPYIIIMPOBAaHHBIE B OTIEIBHBIE JI€]a, CHCTEMATH3UPYHOTCS

10 HOMEpPaM IIPOTOKOJIOB.

8.6.6. YTBepkIeHHBIC IUIAHBI, OTYETHI, CMETHI, JIMMHUTBI, TUTYJbHBIC CIIHCKU U JPyTUE
JOKYMEHTBI TPYIITAPYIOTCS OTAEIBHO OT IPOEKTOB.

8.6.7. I[OKYMCHTBI B JIMYHBIX ACJIaX pacCIliojlararoTCd 1o MEepe Ux MoCTyIJICHUS.
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8.6.8. Ilepenucka rpynnupyeTcsi B paMKax OJJHOTO KaJICHJAPHOI'O Tojla U CUCTEMAaTU3UPYeTCs
B XPOHOJIOTHYECKOM MOCIEI0BATEIIBHOCTH  TIOKYMEHT — 3aIIPOC — JOKYMEHT — OTBET.

8.7. ena oOpa3oBaTeibHON OpraHM3alMK IOJUICKAT O(GOPMIICHHIO TPH WX 3aBEICHUU
U 110 3aBEPIICHUH KajJeHaapHoro roga. OpopmieHue aeia — MOAroTOBKA Jejia K XPaHCHUIO
BKJIFOYACT B €05l KOMIUIEKC paboT MO OMUCAHUIO Jiesia Ha O0JIOKKE, MOJIIUBKE, HyMepaIiuu
JIMCTOB M COCTABJICHHUIO JIUCTa-3aBeputelis aena. OpopMiieHue aei IpOBOAUTCS paOOTHUKAMHE
CTPYKTYPHBIX TMOJpa3/ieicHuii 00pa30oBaTeNbHON OpraHW3aIlK, B 00S3aHHOCTH KOTOPBIX
BXOJIUT 3aBe/icHHe U (GOPMHUPOBAHHUE JEN, MPU METOIUYECKOW MOMOIIHM M MOJ| KOHTPOJIEM
apxuBa 00pa30BaTEIBLHON OpraHU3aIUH.

8.8. Jlena momnexat oopmienuto. [ToaHoe odhopmiteHne nena nperycMaTprBaeT.

e TIOJIIMBKY WU TBEPbIN MEPEIJIET JeNa;

e HYMEPAIMIO JIUCTOB B JIETIE,

e COCTaBJICHHE JINCTA-3aBEPUTEIIS JICTIa,

e COCTaBJICHHE B OCOOBIX ciydasx (Mpu opOpMIICHHH JHYHBIX JCI, UIs yueTa 0co00
IICHHBIX JOKYMEHTOB) BHYTPEHHEH OMUCH JOKYMEHTOB JIeJa;

e BHECCHHE HCOOXOMUMBIX YTOUYHCHHH B PEKBH3HMTHI OOJOXKKH jeia (YTOYHCHHE
Ha3BaHU MOpa3IeIcH s, HHIEKCA M 3arojI0BKa Jelia, JaThl JeNa | Ip.).

8.9. CdopmupoBanHble Jjena MOAIIMBAIOT HAa YEThIPE IMPOKOJA B TBEPAYIO OOJIOKKY
Y3 KapTOHA WJIM TEPEIUIETaI0TCsl C YY€TOM BO3MOXHOCTH CBOOOJHOTO YTEHHSI TEKCTa BCEX
JOKYMEHTOB, JIaT, BU3 U PE30JIONUA Ha HUX. [Ipy MOAroTOBKE A€ K MOANIMBKE ([eperieTy)
METaJUIMYECKHe CKperyieHus (CKOOBI, CKpPENKH) U3 JOKYMEHTOB yaaisiorcs. Jlena
MOCTOSIHHOTO XPaHEeHMsI, COCTOSIINE U3 HEPOPMATHBIX TOKYMEHTOB, XPAHATCS B 3aKPBITHIX
TBEP/IbIX TMAaIKaxX ¢ TPEMs KJIalaHAMH U C 3aBSI3KaMH.

8.10. Ilpn Hamuuuu B Jee HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHHKEK
U JIp.) 9T JTOKYMEHTHI BKJIQJIBIBAIOTCSI B KOHBEPT, KOTOPBIN 3aTeM TOMAIMBACTCS B 3TO JIEIO.
[Ipu Hamuumu OOJBIIOTO KOJMYECTBA TAKUX JOKYMEHTOB OHM MOTYT HM3BIMAThCS W3 Jed,
Y Ha HUX COCTaBJISIETCS OT/AEIbHAs OIHUCH.

8.11. Bumemsx oOecrneyeHHss COXPAaHHOCTH W 3aKpEIUICHUS TIOPSIKa PaCIOJIO0KECHHUS
JOKYMEHTOB, BKJIIOUEHHBIX B JI€JIO, BCE JIUCTBI, KPOME JIMCTA-3aBEPUTEII, HYMEPYIOTCS
apabckuMu LupamMu B IPaBOM BEPXHEM YIUIy, HE 3a/leBas TEKCTa JOKYMEHTA, MPOCTHIM
rpadUUecKuM KapaHJalloM WM HyMepaTopoM. YHoTpeOJlieHHe 4YepHWI U LIBETHBIX
KapaHjamed Uil HyMepalud JIUCTOB  3alpelniaercsi. BHYTpeHHSs Omuch HMMeEeT
CaMOCTOSITENIbHYI0 HyMEpalHIo.

JIucTel e, COCTOSIIIMX M3 HECKOJIIBKUX TOMOB WJIM YacTel, HyMEPYIOTCS M0 KaXJI0My TOMY
WJIY YaCTH OTECIIBHO.

dotorpaduu, dYepTEekKH, AMATPAMMBbl M Jpyrue WIUIIOCTPATHUBHBIE U crenuduyeckue
JIOKYMEHTBI, MPEACTABISAIONIUE CAMOCTOSTENbHBIN JIUCT B JieNie, HyMepyIOTCsl Ha 000pOTHOM
CTOPOHE B JIEBOM BEPXHEM YTIIy.
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CIo’keHHBIN JINCT pa3BOPAYUBACTCS U HyMEPYETCs B IIpaBOM BepxHeM yrity. IIpu sTom smer
moboro popmata, MOAMMUTHIN 32 ONUH Kpail, HyMepyeTcsi KaKk OJWH JIUCT; JIUCT, CIIOKEHHBIN
U NIOJUIMTHIN 34 CEPEAMHY, IIOUIEKUT IIEPEIIMBKE U HyMEPYETCs KaK OIMH JIUCT.

HOI[H_II/ITBIG B JICJI0 KOHBEPTHI C BJIIOKCHUIMH HYMEPYIOTCs; IIPU 3TOM BHA4YaJle HYMEPYETCH
KOHBEPT, a 3aTCM O4YCPCAHBIM HOMCPOM KaKAOC BJIOKCHHUEC B KOHBCPTC.

[MomuTeie B 1eJI0 AOKYMEHTBI C COOCTBEHHOW HyMepalluel JIMCTOB (BKJIIOYasi MEYaTHbIC
U3JIaHKsI) MOTYT HYMEpPOBAThCS B OOILEM MOPSIKE HIIM COXPAHITh COOCTBCHHYIO HYMEPAIIHIO,
€CJIM OHA COOTBETCTBYET IOPSAKOBOMY PACIIOIOKEHUIO JINCTOB B JETI€.

B cnyuyasix oOHapykeHus OONBIIOTO 4YHClIa OMIMOOK B HyMepaluu JIMCTOB Jelia
B JICJIONPOU3BO/ICTBE MPOBOJUTCS UX NepeHnyMmepauud. [Ipu nepeHymepanuu JIMCTOB cTapble
HOMEpa 3a4EpKUBAIOTCS OJHOW HAKIOHHOW YEPTOM U PSAOM CTABUTCS HOBBIM HOMEpP JIUCTA,
B KOHIIE JieJla BKJIAJbIBACTCS JIMCT-3aBEPUTEIb, IPU O3TOM CTapbli JIMUCT-3aBEPUTEID
3a4EepKHUBAETCS, HO COXPAHSETCs B JeIIe.

8.12. Jlns ydera KoIMYecTBa JHCTOB B Jieie U (UKcalud OCOOEHHOCTEW HX HyMepaluu
COCTaBJISICTCSl JINCT-3aBEPHUTENh Jelia. JIOKyMEHT COCTaBIsSeTCS Ha OTIACIBHOM JIMCTE
M BKIIIOYACTCS B JICNIO IOCICAHMM JIMCTOM. JIMCT-3aBepUTENIb COCTaBisieTcs 10 (opme,
ycTaHoBleHHOW  [IpaBuimamu — opraHuW3aluyl  XpaHEHWs, KOMIUICKTOBAaHHUS,  ydYeTa
Y WCIIOJIb30BaHMsI JTIOKYMEHTOB ApxXxuBHOro (onna PO u apyrux apXxuBHBIX JTOKYMEHTOB
B TOCY/JIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPABJICHUS W OPTaHHU3aIUsIX,
yTBEepKACHHbIMU Mpuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

Bce mociacayromue HU3MCHCHHUA B COCTABC M COCTOAHUHU JCIa (HOBpe)KJleHI/IS{, 3aMCHa
MOJIMHHBIX JOKYMCHTOB KOIIUSAAMHU, ITPUCOCANHCHUC HOBLIX JOKYMCHTOB U T. )I.) OTMCYAIOTCA
B JIMCTC-3aBEPUTEC ACjia CO CCBUIKOM Ha COOTBGTCTBYIOHH/Iﬁ aKT.

8.13. O6soxkKa Aea MOCTOSIHHOTO, BpeMeHHOro (cBbime 10 5ieT) XpaHEeHUs | MO JHYHOMY
cocraBy odopmisiercss 1o gopme, ycraHoBieHHOH [IpaBminamMu opraHu3anuu XpaHEHWUs,
KOMILJICKTOBAaHUS, y4eTa W MCIOJb30BaHHUS TOKYMEHTOB ApxuBHOro ¢onaa PO wu apyrux
apXMBHBIX JOKYMEHTOB B FOCYAAapPCTBEHHBIX OpraHax, OpraHaX MECTHOTO CaMOYIpPaBICHUS
Y OpraHu3alusX, yTBepKIeHHbIMH nprka3zoMm Pocapxusa ot 31.07.2023 Ne 77.

Ha o0noxke pgen TOCTOSSHHOTO XpaHEHUsT BBEpPXY MPENyCMaTpPUBAETCSl MECTO Ul
HAaMEHOBAaHMS MYHUIMIIATBHOTO apxuBa, B KOTOPBIH OHU OyAyT IepeAaHbl, a Takxke
apXUBHOTO 1IK(pa B IPaBOM BEPXHEM U JIEBOM HUYKHEM YIJIax.

HpI/I O(I)OpMJ'ICHI/II/I 00JIOKKH A€ HANMCHOBAHUEC 06pa3OBaTCJIBHOI71 OpraHu3al YKa3blBaCTCA
IMOJIHOCTBIO 110 YCTaBy, B HMMCHUTCIIBHOM MAaACKE, COKPpAICHHOC Ha3BAaHNUEC — B CKOOKax.

O0s13aTeIbHBIMU PEKBU3UTAMH O0JIOKKH JIea SIBJISIETCS yKa3aHHWe KOJIMYEeCTBa JIMCTOB B /e,
KOTOPO€ IIPOCTAaBIISICTCA HA OCHOBAHWM JIMCTA-3aBEpUTENS JIe1a, U CPOKa XpaHEHUs Jela
(Ha menmax MOCTOSIHHOTO XPaHEHHS MUIIETCS: «XPAHUTh MOCTOSIHHOY), KOTOPBIN MEPEHOCHTCS
Ha 00JIOKKY Jiesia 13 HOMEHKJIATyphl IIOCJIE CBEPKH €r0 10 CpOKaM XpaHEHHs B IIEpeyHe.

8.14. Jlns ydera MOKYMEHTOB OIpEICIICHHBIX KATETOPHH JeNl MOCTOSTHHOTO W BPEMEHHOTO
(cbimre 10 steT) XpaHeHHs], yU4eT KOTOPBIX BBI3BIBACTCS CIEHU(PHKON TaHHOW TOKYMEHTAIUU
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(mmuHBIe fEMa, 0c000 LICHHBIE), COCTABIISCTCS BHYTPEHHSIS ONUCH IOKYMEHTOB Jiena (anee —
BHYTPEHHSISI OIIUCH).

BHYTpeHHIOI0 ONMUCh HEOOXOIMMO TAKXKE COCTABJIATH B JIeaX MOCTOSHHOTO W BPEMEHHOTO
(cBeimre 10 net) xpaHeHHs, CPOPMUPOBAHHBIX 0 PA3HOBHIHOCTSM JIOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJEPKAHKUE IOKYMEHTOB.

BHyTpeHHSAsT ONUCh COCTaBJsIeTCS Ha OTHAENBHOM JHCTEe IO opMme, YCTaHOBICHHON
[IpaBunamMu opranuszanuu XpaHeHUs, KOMIUIEKTOBAHUSI, YU€Ta U UCIIOJIb30BAaHUs JIOKYMEHTOB
ApxuBHoro ¢onna PO u gpyrux apxuBHBIX JIOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax,

OpraHax MECTHOI'O CaMOYIIPABJICHUS U OpraHU3alusiX, yTBEPKICHHbIMY IpUKa3zoM PocapxuBa
ot 31.07.2023 Ne 77.

K BHYTpeHHeﬁ OIINCH ACJa COCTAaBJIACTCA UTOroBasd 3aIlIMCh, B KOTOpOﬁ YKa3bIBaACTCs I_II/I(I)paMI/I
1 NPONHCHIO KOJIMYCCTBO BKIIIOYCHHBIX B HEC TOKYMCHTOB U KOJIMYECTBO JIMCTOB BHYTpeHHeﬁ
OIINCH.

BHyTpeHHSASI OIKUCH MOANKCHIBAETCA €€ COCTABUTEIEM C YKAa3aHUEM JIOJDKHOCTHU, IOAIUCH,
pactinpoBKH MOJIUCH U HyMEPYETCS B JIEJI€ OTIACIBHO.

9. Opranusanusi onepaTUBHOI0 XpaHEHUsI JOKYMEHTOB

9.1. C moMeHTa 3aBEJICHHS U J0 Iepeaavn Aell B apXuB 00pa3oBaTelIbHOM OpraHU3aIliy Jiesia
XPaHATCS TI0 MECTY UX (POPMUPOBAHUS — B CTPYKTYPHBIX MOAPA3ICTICHUSX.

PykoBoaurenn CTPYKTYPHBIX MOAPA3ACIICHAN 1 pabOTHHKH, OTBEYAIOLINE
3a JIeTIONPOU3BOICTBO, 00513aHbI 00ECIIeYnBaTh COXPAHHOCTh JOKYMEHTOB U A€,

C ICJIBK0  TIOBBINICHWA  OICPATHBHOCTH TIOMCKAa JOKYMCHTOB JI€JIa  pacClojiararoTcd
B COOTBCTCTBHHU C HOMGHKJ’I&TypOﬁ JACII.

Ha KOpCHIKax 00JI0KEK ACJI YKA3bIBAKOTCA MHACKCHI ACJI IO HOMCHKIIAaTypEC.

9.2. Brigaua fien, 03HaKOMJIEHHE ¢ JJOKYMEHTaMH, HaXOJAIIMMUCS Ha ONePaTUBHOM XpaHEHUU
B CTPYKTYPHOM I0/Ipa3/JiesieHnH, pa0OTHUKAM 00pa30BaTeIbHOM OpraHu3aluy MPOU3BOJAUTCS
C pa3pelleHUs pyKOBOICTBA.

9.3. U3baTHE MTOKYMEHTOB U3 JEJI TOCTOSTHHOTO XPAHEHUS JOIYCKASTCS B UCKIFOYHTEIHHBIX
ClIyyasix, 10 3a1pocaM KOMIIETEHTHBIX OPTaHOB U MTPOU3BOJUTCS C MUCbMEHHOTO pa3peIieHMs
pykoBoauTeNss 00pa30oBaTEIbHON OpraHM3allMMd C OCTABJICHHEM B Jiel€ 3aBEPEHHON KOMHU
JOKYMEHTa M aKTa O MPUYHHAX BbIa4M MOJIMHHUKA.

9.4. CamocTosITENIbHOE YHHUYTOXKEHHE JOKYMEHTOB B CTPYKTYPHBIX MOAPA3IEICHUIX
o0pa30BaTeNbHON OpraHnu3aluy 3ampenaeTcs.

9.5. PaGoTHUKM CTPYKTYPHBIX MOJpa3Aei]eHUi HECyT OTBETCTBEHHOCTb 3a COXPAaHHOCTb
MOCTYNUBILINX K HUM JOKYMEHTOB U aKKypaTHO€ oOpallieHue ¢ HUMHU.
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10. Iopsinox nepexaun JOKYMEHTOB HAa XpaHeHHe
B apXUB 00pa30BaTe/LHOMH OPraHU3aIuN

10.1. B apxuB 00pa30BaTeNbHOI OpraHMU3alUH MEPEJAIOTCA Aeja MOCTOSIHHOTO, BPEMEHHOTO
(cBbie 10 ner) xpanenus. Mx nepenaya mpou3BOIUTCS MO OMHUCSAM .

3aKOHUYCHHBIC JEJIONPOM3BOJCTBOM Jiela IOCTOSHHOTrO, BpemeHHoro (cmeme 10 ier)
XpaHEeHUs MocJie OKOHYAHUS KaJIEHJApPHOTO I'ojla, B KOTOPOM OHU ObLIH 3aBECHbI, OJIJIeKAT
oopMIIeHHIO B COOTBETCTBHM  C HACTOSIIEH HMHCTPYKLMEH U MepeJaroTcs B apXuB
oOpa3oBarenbHO opranuzanuu. llpuem ocymiecTBisieTcs 1o rpaduky, COrjlacCOBaHHOMY
C PYKOBOJUTENSIMU ~ CTPYKTYPHBIX IOAPA3JEICHUA U YTBEPKICHHOMY PYKOBOAUTEIEM
00pa30BaTeNbHOI OpraHu3aluu.

10.2. B nepuoj MHOATOTOBKU CTPYKTYPHBIMH HOJpA3Je/ICHUSMH el K Iepelaye B apXuB
00pa3oBaTeNbHONW OpPraHM3allMM OTBETCTBEHHBIH 32 apXWMB IPEIBAPUTEIBHO IPOBEPSET
IPaBUIBHOCTh  MX GOpMUpOBaHUs, O(GOPMIIEHUS U COOTBETCTBUE KOJIMYECTBA  J€d,
BKJIFOYCHHBIX B OIIMCH, KOJUYCCTBY A€, 3aBCACHHBIX B COOTBECTCTBUH C HOMGHKJIB.TypOfI. Bce
BBISIBIICHHBIE [TPU IIPOBEPKE HEJOCTATKN OTBETCTBEHHBIE 3 1€TIONPOU3BOICTBO CTPYKTYPHOTO
o/ipa3esieHus 00s3aHbl yCTPAHUTD.

10.3. Ilpuem Kaxmoro pena TPOU3BOAMTCS OTBETCTBEHHBIM 32 apXUB B IPUCYTCTBUU
OTBETCTBEHHOI'O 3a JEIONPOU3BOACTBO CTPYKTYpHOro mnoapasaeneHus. Ha oskseMiurapax
ONMCHU IPOTHUB KaXKJOrO JeJa, BKIOYEHHOTO B HEE, JENaeTcsl OTMETKAa O HAIMYMM JIela.
B KOHIIE KaXI0ro 3K3eMIUIIpa OMUCH YKa3bIBAIOTCA LU(PAMU U HPOMHUCHIO KOJIUYECTBO
(aKTUYECKU MPUHATHIX B apXUB JIe]l, HOMEpa OTCYTCTBYIOIIUX JIeN, JaTa MpueMa-rnepenadn
JieJ1, TTO/AMMCH OTBETCTBEHHOI'O 32 apXUB U pabOTHHKA, EPEAaBILIEro Jea.

10.4. [lena B apXuB JIOCTABISAIOTCS paOOTHUKAMHU CTPYKTYPHBIX TTOAPA3ACTICHHA.

10.5. Bcmyyae — JIMKBHIAIMM  CTPYKTYPHOTO  TOAPA3ZICNCHHUs  OTBETCTBEHHBIN
3a IE€JIONPOU3BOJICTBO B TEYCHUE JABYX MECALIEB C MOMEHTA JMKBUIALUHU IOJApa3[IeiIcHUs
(hopMupyeT BCe NMEIOLIUECS TOKYMEHTHI U IIEpeIaeT B apXUB 00pa30BaTeNIbHOIN OpraHu3aluu
HE3aBUCHMO OT CPOKOB XpaHEHHUs, IMpHU peopraHu3alvu o0pa3oBaTeIbHON OpraHu3alu
JIOKYMEHTBI MEPEAI0TCs 10 aKTy MpHeMa-Tepesadd IpaBONPEEMHUKY WIM IIPU OTCYTCTBUU
[IPaBOIIPEEMHUKA — B MYHUIIUIIAIBbHBIA apXUB.

11. OkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DkcnepTH3a MEHHOCTH JJOKYMEHTOB — OIPEIe/ICHHe COOTBETCTBUS JJOKyMEHTa U (WJIH)
JTOKYMEHTOB KPUTEPHUM ero (MX) IEHHOCTH B LIEJISX ONpeeNICHHs CPOKa XpaHeHUs: U 0TOopa
JOKyMEHTa U (MJIM) TOKYMEHTOB JUTs IS TIepelaui Ha XpaHEHHsI B apXHBe 00pa3oBaTeIbHON
OpraHu3aly WM BBIACICHUS K YHHUYTOKCHHMIO I10 UCTEYEHUU YCTAHOBIIEHHOIO CpOKa
XpaHEHMS.

11.2. DxcnepTh3a IIEHHOCTH JOKYMEHTOB B 00Opa30BaTENbHON OpraHW3alMd Ha CTAJIHA
JIEJIONPOU3BOCTBA IPOBOJUTCS:

e IIpH COCTABJICHUM HOMCHKJIATYPhI ICJI,



46

e B IIporecce GOpMUPOBAHUS JIeT U TPOBEPKH NPABUILHOCTH OTHECEHUSI JIOKYMECHTOB
K JciaM;

e TIPH MOJTOTOBKE JIeJI K IMOCJICAYIOIEMY XpPaHCHHUIO,

e B apXuBE B IPOLIECCE MOATOTOBKH Ha XpaHEHUE B MyHUIIUTIATLHOM apXUBE.

11.3. Jlna  opraHu3alUud W OPOBEACHHSI  OKCIEPTH3bl  LIEHHOCTH  JOKYMEHTOB
B 00pa30BaTeIbLHON OpraHU3aluy CO34AETC OCTOSHHO IEHCTBYIOIIAS DKCIIEPTHAS KOMUCCHS
(manee — DK).

11.4, ®ynknuu u npasa DK, a Takxke opraHu3aius ee paboThl ONPEACISICTCS MOJI0KCHHUEM,
KOTOpOE YTBEPKIACTCS PyKOBOIUTEIEM 00pa30oBaTeIbHOM OpraHnu3allny.

11.5. Dxcneptu3a UEHHOCTM JIOKYMEHTOB IIOCTOSIHHOIO M BPEMEHHOIO  XpaHEHUs
OCYILECTBIISICTCS €KET0JJHO B CTPYKTYPHBIX MOAPa3AeIeHUSIX 00pa3oBaTeIbHON OpraHu3aluu
HENOCPEACTBEHHO JIMI[aMM, OTBETCTBEHHBIMU 3a JIEJIONPOU3BOJICTBO, coBMecTHO ¢ DK mpu
HEMOCPEJCTBEHHOM METOJMYECKOM PYKOBOJCTBE PYKOBOJIUTENS apXuBa 00pa3oBaTEIbHOM
OpraHu3alMHu.

11.6. OtbGop MOKYMEHTOB MJisi TOCTOSTHHOTO XpaHEHUS MPOBOIUTCS B COOTBETCTBHUU
C HOMEHKJIaTypol Jiel 00pa3oBaTelbHOM OpraHu3alvy, TUIOBBIMM U BEIOMCTBEHHBIMU
MIEPEYHSMU JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHUsI IyTEM ITOCTPAHUYHOI'O IPOCMOTPA
Jell.

B AcCIaX MOCTOAHHOI'O XpaHCHUA NOAJICIKAT U3BATUIO IIy6JIeTHI>IC OK3CMILIAPbI JOKYMCHTOB,
YCPHOBHKH, HeO(l)OpMJ'IeHHBIe KOIIMKU JOKYMCHTOB U HC OTHOCAIIUCCA K HUM JOKYMCHTBI.

Jena c ormerkoii "DIIK"/"DK" moaBepratoTcst Takke MOJIUCTHOMY IMPOCMOTPY C LENBIO
OTIpENICJICHUs] ¥ BBICTICHUSI W3 MX COCTaBa JOKYMEHTOB, TMOJICKAIINX TOCTOSHHOMY
xpanenuto. Jlema cormerkoit "DIIK"/"OK«, comepxkaiye TOKyMEHTBI IOCTOSSHHOTO
XpaHeHus, TomIexaT mnepedopMupoBaHuio. BeIeneHHbIE W3 X COCTaBa JOKYMEHTHI
MIOCTOSIHHOTO ~ XpAaHEHWsl TMPUCOSAMHSAIOTCS K OJHOPOJHBIM  JeidaM U 0(pOPMIISIOTCS
B caMOCTOsITeNIbHBIe Jiena. CpOKH XpaHEHHUs [ell, COJEpIKAIIUX OCTABIIHECS IOKYMEHTHI
BPEMEHHOTO XpPAHEHHs, OIPEACISAIOTCS [0 BEJOMCTBEHHOMY (M THIIOBOMY) MEPEYHIO
JOKYMEHTOB C YKa3aHHEM CPOKOB WX XpaHEHHsS W HOMEHKJarype nen. [lommmBka BHOBB
Cc(OPMHUPOBAHHBIX JI€] MPOU3ZBOAMUTCS TOJBKO MOCJTE 3aBEpIICHUS SKCIEPTU3bl IIEHHOCTU
JTOKYMEHTOB.

OIHOBPEMEHHO C OTOOPOM JIOKYMEHTOB TIOCTOSTHHOTO | BpeMeHHoro (cBbime 10 ser)
XpaHeHHUs AJs Mepefayd B apXUB B CTPYKTYPHBIX MOJpPa3IEIEHUSX MPOBOIAUTCS OTOOp Jen
U TOKyMeHTOB BpeMeHHoro (o 10 nmer) xpaHeHus, MoJUIeKAIINX JajbHEHIIEMY XPaHCHUIO
B CTPYKTYPHBIX TOJpa3/leieHUsX, BBIJCICHNE K YHUUYTOXKEHHIO [l 3a Ipelblaylne
KaJIEHAApHBIE TO/Bl C UCTEKIIMMM CPOKaMU XpaHeHMs. lIpu 3TOM yduTBHIBArOTCS OTMETKHU
B HOMeHKJarype aei «Jlo munoBanust HagoOHoctu» ([IAMH), «Ilpu ycnoBum 3aBepiiueHHs
NPOBEPKH (PEBU3UH)» U T. II.

[TapamnensHO TpoBepsieTCs KAdyecTBO U MOJHOTA JEHCTBYIOIIEH HOMEHKIATYpHl JEl
0o0pa3oBaTeNbHOW OpraHM3allid, IPaBUIBHOCTb ONPEIENCHUs CpPOKOB XpaHEHWs Jel,
3aBEJICHHBIX B COOTBETCTBHM C HOMEHKJIATYpOH /€], COOJII0JIEHHE YCTaHOBJICHHOTO MOpsIKa
odopMmIIeHHs TOKYMEHTOB U (POPMUPOBAHUS ACII.
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11.7. ApxuB MPOBOAMUT IKCHEPTU3Y LIEHHOCTH JOKYMEHTOB IPH OTOOpE MX HA XpaHEHUE MO
HEIMOCPEACTBEHHBIM METOJIMYECKUM PYKOBOJCTBOM MYHHUIIUIIAIHLHOTO apXUBA.

11.8. B ciiyuae oOHapy>KeHHUsI B IIPOLIECCE MPOBEICHHS SKCHEPTH3bI IICHHOCTH JIOKYMEHTOB
B apXMBE  HEJOCTaYM  JIOKYMEHTOB  IIOCTOSHHOTO  XPaHEHHS  COOTBETCTBYIOIIMMHU
CTPYKTYPHBIMH TO/Ipa3AeiICHUsIMU 00pa30BaTEIbHON OpraHU3alyu JODKHBI OBITH MPUHATHI
MEpBI TI0 PO3BICKY 3TUX JOKYMEHTOB.

CTpyKTypHBIE MOApA3JEICHUs 00pa30BaTEIbHOW OpraHW3aluUd O0S3aHbI CHCTEMATHYCCKU
OIUCHIBATH JOKYMEHTHI 110 JHYHOMY COCTaBY M JJOKYMEHTHI BPEMEHHOI'O XpaHeHHs (CBBIIIE
10 net), obecnieynBaTh KX COXPAHHOCTD U Y4eT.

11.9. Ha Bce 3aBepiICHHBIC EIONPOM3BOACTBOM J€ja MOCTOSHHOTO, BPEMEHHOro (CBBIIIE
10 ier) XpaHeHHMs ¥ IO JIMYHOMY  COCTaBy, MpOIICAIINE JKCIEPTU3y  LEHHOCTH
¥ 0(OPMJICHHBIC B COOTBETCTBUH C HACTOSIIIUMHU TPEOOBAHUSMH, €KETOJHO COCTABISIOTCS
onucy jen. OTaenbHas OMUCH JeNl NPEICTABISCT cO0OM MepeveHb el ¢ CaMOCTOSTEIbHON
BaJIOBOH (IIOPSIIKOBO#T) HyMepaluei.

Onwucu fen COCTaBISIIOTCS OTIENBHO HA Jiea TOCTOSHHOTO XpAHEHHWs, Jiela BPEMEHHOTO
(cBoimire 10 siet) xpaHeHus, feia Mo JUIHOMY cocTaBy. Omucu et opopMIISIFOTCs 1Mo hopmam,
yCTaHOBICHHBIM  [IpaBwiiaMu  OpraHM3ali  XpaHEHWs, KOMIUICKTOBaHUS,  ydeTa
Y WCIIOJIb30BaHMsI JTIOKYMEHTOB ApxXxuBHOro (onna PO u apyrux apXxuBHBIX JTOKYMEHTOB
B TOCY/JIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPABJICHUS W OPTaHHU3aIUsX,
yTBEepKACHHbIMU Mpuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

Onucu Jen COCTaBISIOTCS B KaXJIOM CTPYKTYPHOM THOJpa3AelieHuH 00pa3oBaTelIbHOMN
OpraHu3allM €XKEeroJHO B IBYX 3K3EMILIApaXx.

IIo 3TuM onucsam noapa3acICHUA CAar0T IOKYMCHTEI B apXHUB 06pasoBaTean0171 OpraHu3anunu.

OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE M KAUECTBEHHOE COCTABIICHHE OMUCEH J1€T1 CTPYKTYPHBIX
MOApa3AeICHU HECYT PYKOBOIUTEIHN ITUX MOAPa3ICTICHUN.

11.10. Ilepen BHeceHHEM 3arojOBKOB JIeJl B OMMCH MPOBEPSIOTCS KauecTBO (POPMHPOBAHUS
1 0QOpMIICHHUST [IeNI, COOTBETCTBHE KOJMYECTBA [I€]I, BHOCHMBIX B OIHCh, KOJIUYECTBY
3aBEJICHHBIX JIeJ 10 HOMEHKJIaType 00pa30BaTeIbHOM OpraHu3aluy.

IIpu npocMoTpe A€l MPOBEPSIOTC:

e COOTBETCTBHE 3aroJIOBKa JIeJIa COACPKAHUIO TOKYMEHTOB B JIEJIE;

e TMPaBUIBLHOCTH OPOPMIICHHS U TPYIIUPOBKU JOKYMEHTOB, BKIIOUEHHBIX B JIEJIO;
e Ka4eCcTBO MOJIIMBKHU WM NEpEIIeTa JIeNa;

e TPaBUIBHOCTb HyMEpALUH JINCTOB JIENA;

e HaJM4YHeE B JieJie B HEOOXOUMBIX ClTydasx BHYTPEHHEH onucw;

e TPaBWIBLHOCTH O(hOPMIICHUS OOJIOKKH Jiena,;

e HaJMYHE U MPaBWIbHOCTh 0(OPMIICHHS JINCTa-3aBEPUTENS JIea.

B cnyuae oOHapykeHHs HapylI€HHs YCTaHOBJIEHHBIX MPaBU (popMHupoBaHUs U opopMIIeHUS
JIeJT OHU JIOJIKHBI OBITh YCTPaHEHHBI.
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B cnyuae  oOHapyXeHHS ~ OTCYTCTBUSL  J€Jl, UHCJSIIMXCS 10 HOMEHKJIaType  JAel
00pa3oBaTeNbHONW OpPraHU3alUM, CTPYKTYPHBIM IOJPa3AeiICHUEM MPUHUMAIOTCS MEpHI
0 UX po3bIcKy. OOHApY>KEHHBIE JieTia BKIIOYAIOTCS B ONMKCh. ECiu MpuHATHIE MEphI HE Aalu
pe3yJIbTaToOB, TO Ha HEOOHAPY)KEHHBIE JIEJIa COCTABJISIETCS CIPaBKa O MPUYMHAX OTCYTCTBHUSA
JieN1, KOTopas MOJIUCHIBAETCS PYKOBOAMUTENIEM CTPYKTYPHOIO MOJAPA3/IEICHUs U MepeaaeTcs
BMECTE C OINUCKIO JIEJI CTPYKTYPHOTO [TOIPa3/IeIeHUs B apXUB 00pa30BaTeIbHON OpraHU3alliy.

11.11.TIpu cocTaBiICHHH OITUCH JI€] COOIIOIAIOTCS CIICTYIOIINE TPEOOBAHMS:

e 3aroJIOBKH JIeJI B OIIUCH JOJKHBI COOTBETCTBOBATH 3ar0JIOBKAM JIeJI B HOMEHKJIAType
JIeJl 1 TOMY, YTO BBIHECEHO Ha O0JIOXKKY, B COOTBETCTBUHU C IIPUHATONH CXEMOU
cUcTeMaTH3alllH;

e KaXJO0€ €0 BHOCUTCS B OINKCH O] CAMOCTOSATEIbHBIM MOPSAKOBBIM HOMEPOM.
Ecnu neno cocrout u3 aByx u Oojiee yacTel UM TOMOB, TO KaX/1asi 4acTh UM TOM
BHOCHTCSI B OITUCH T10J] CAMOCTOSATEIbHBIM HOMEPOM.

11.12. I'padsr onucH 3amOTHSAIOTCS B TOYHOM COOTBETCTBUHU C TEMU CBEICHHSIMH, KOTOPBIC
BbIHECEHBI HAa O0JI0XKKY Jena.

11.13. Tlpu BHECEHHH B ONMHUCH MOAPSA NI C OJUHAKOBBIMH 3arojOBKAMH ITHIICTCS
MOJTHOCTBIO 3aroJIOBOK IEPBOTO JieNia, a BCE OCTaJbHBIE OAHOPOJHBIC Jlejla 0003HAYArOTCS
cioBamu «To ey, MpU ITOM JPYrUe€ CBEIEHUS O JeNlaX BHOCSTCS B OMHUCH IOJHOCTHIO
(Ha Ka)kTOM HOBOM JIUCTE OIKCH 3ar0JIOBOK BOCIPOHU3BOIUTCS MOTHOCTHIO).

11.14. Tpada onucu «llpumeyanue» wucHoIB3yeTCsT I OTMETOK O IpUeMe e,
00 0COOEHHOCTSIX UX (PU3MUECKOTO COCTOSIHMS, O Iepegade JAed JIPYTMM CTPYKTYPHBIM
MOJIPA3/IIEHUsIM CO CChUIKOM Ha HEOOXOIUMBIHM aKT, O HAIMYMU KOIHM U T. 1.

11.15. B koHIle omuCH BCIEJ 3a MOCIETHEH OmucaTeNbHOM CcTaTheil Menaercs HTOroBas
3aMiCh, B KOTOPOW yKasbiBaeTcs (IU(PpaMH U MPOIUCHI0) KOJUYECTBO JEN, UYHCISAIIAXCS
10 OMKUCH, TIEPBHII U MOCIEIHUI HOMepa eI 10 OIKCH, 4 TAKKe OTOBAPUBAIOTCS OCOOEHHOCTH
HyMepallny Jiej B ONMKUCH (JIUTepHBIC HOMEpa JIeT U MPOIyIIEHHBIE HOMEpPa).

11.16. Omnmcp Jaen CTPYKTYPHOTO TOApA3JCNICHHsS] TOANMCHIBACTCS PYKOBOIHMTEIEM
CTPYKTYPHOTO MOJPA3AEICHUS.

OnucH CTpYKTYPHBIX MOAPA3IEICHUM CIy>KaT OCHOBOW JUIsl COCTABJIEHUSI TOJOBOIO pasjena
OIUCH JIeJ1 00pa3oBaTeIbHOM OpraHU3aluu, MPEeIUCIOBHs, THUTYJIBHOTO JIUCTA, MOArOTOBKA
KOTOpOTO BO3JIaraeTcs Ha apXuB 00pa30BaTeIbHON OpraHu3aluu.

11.17. Tlo pe3ynbrataM O3KCHEPTHU3bl IIEHHOCTH JIOKYMEHTOB COCTAaBJISIOTCS OINHUCH JeT
MOCTOSTHHOTO, BpeMeHHoro (cBbime 10 jet) XpaHeHus ¥ Mo JIMYHOMY COCTaBY, a TAK)KE aKThI
O BBIICJICHUH JI€T K YHUUYTOKEHUIO.

11.18. AKT o BBIETICHUH K YHHUTOKEHUIO TOKYMEHTOB COCTaBISIETCS, KaK MPaBUJIO, HA BCE
nena o0pa3oBaTeNbHON opraHu3aui. Eciou B akTe yka3zaHbl jiefla HECKOIBKUX CTPYKTYPHBIX
MOApAa3ACIICHU, TO Ha3BaHUE KaXXIOr0 CTPYKTYPHOTO MOJAPA3JENEHUs] YKa3bIBAETCS IMeEpe.
TPYIIIION 3ar0JIOBKOB JIETT ATOTO MOJAPA3IeIeHHs. 3aroJIOBKH OTHOPOIHBIX €], OTOOpaHHBIX
JUISL YHAYTOXKEHUS, BHOCSTCS B aKT MO OOIIMM 3aroJIOBKOM C YKa3aHHUEM KOJIHYeCTBa Jel,
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OTHECEHHBIX K JaHHOW rpymnme. Jlega BKIIOYAIOTCS B aKT O BBIACICHUU UX K YHHUYTOXKEHHUIO,
€ClIM MPEAYCMOTPEHHBIM /Il HHMX CpPOK XpaHEHUs HCTeK K 1 gHBaps rona, B KOTOPOM
COCTaBJICH aKT, NPH HAJIMYUU YTBEP)KIACHHOW (COTrNIACOBAaHHOI) OMMCH 3a 3TOT MEPUOA. AKT
O BBIJICJICHUH K YHUYTOKCHUIO JIOKYMEHTOB COCTaBisieTcs (opme, YCTaHOBJICHHOU
IIpaBuiiaMu opraHu3anuy XpaHEHUs, KOMIUIEKTOBAaHUS, y4eTa U HCIIOJIb30BAHUS IOKYMEHTOB
ApxuBHoro ¢onga PO u apyrux apxXuBHBIX JTOKYMEHTOB B TOCYAApPCTBEHHBIX OpraHax,
OpraHax MECTHOI'O CaMOYIIPABJICHUS U OpraHU3alusiX, yTBEpKICHHbIMY IIpUKa3oM Pocapxusa
ot 31.07.2023 Ne 77.

CornacoBannble DK 00pa3oBareiabHON OpraHu3ally aKThl YTBEPKIAAIOTCS PYKOBOAMTEIEM
00pa3oBaTeNbHON OpraHM3alMyd NpU HAJTWMYUHM yTBEPXKACHHBIX OIMHUCEH JeN MOCTOSHHOTO
XPaHEHHsI U COTTIACOBAHHBIX ONHUCEH T 110 JTMYHOMY COCTaBY 3a TOT XK€ MEepUo/], 10CIe Yero
oOpa3oBarenpHas OpraHu3alysd UMEeT IPaBO YHUUTOXKATH JIeJ1a, BKIIFOYCHHBIC B IAHHBIC AKTHI.

Horpy31<a W BBIBO3 Ha YTHJIIM3aOWIO0 OCYWICCTBIIAIOTCA I10J KOHTPOJEM OTBETCTBCHHOI'O
3a apXuB 06p330BaTeJIBHOI>'I OopraHu3alnuu Uik OTBETCTBCHHOI'O 3a JACJIOIIPOU3BOACTBO.

12. llepenaya 10KYMEHTOB HAa XpaHeHHe B MYHUIIUNIAJILHBIH apXuB

12.1. Ilepenave Ha xpaHeHue B MyHHUIIUIIATIbHBIA apXUB MOAJIEKAT TOKYMEHTHI BPEMEHHBIX
(cBbimie 10 eT) CPOKOB XpaHEHHs, B TOM YHCJIE I10 JUYHOMY COCTaBY, €CIH HHOE
HE YCTAHOBJICHO JICHCTBYIOIINM 3aKOHOAATEITECTBOM.

12.2. Tlepenava nen B MyHUIIUNIAIBHBIA apXUB OCYIIECTBIIICTCS IO aKTy IpUeMa-Tiepeaadn
apXMBHBIX [JOKYMEHTOB Ha XpaHCHHME U B 3apaHee COINIACOBAHHBIC C MYHHUIUIIAIbHBIM
apXHUBOM CPOKH.

13. Ucnosib30BanMe TOKYMEHTOB apXHBa 00pa30BaTe/IbHON OpraHu3aluu

3.1. JIoKkyMeHTHI 1 Jiejia, HaXOAIINECS Ha XpaHEHUH B apXUBE, PEICTABISIOTCS PAOOTHHKAM
CTPYKTYPHBIX MOJpa3feieHuil st paboThl B MOMEIIECHUH apXHBa WJIH BO BPEMEHHOE
(ae Gomee Mecsa) MOJIB30BAHUE BHE apXWBa IO/ PACIKCKY B XKypHAJe ydeTa BbIIa4YH eI
(mpunoxxerue Ne 11).

3.2. PaboTHUKM 0O0pa3oBaTeNbHON OpPraHMU3aIMM HECYT OTBETCTBEHHOCTHh 3a COXPAHHOCTH
U MIPaBUJILHOE UCIIOJIb30BAHNE MOJIYYEHHBIX APXUBHBIX JTOKYMEHTOB.

3.3. U3bsATHE MOKYMEHTOB W3 apXUBHBIX e, Iepegadya paboOTHUKAM CTPYKTYPHBIX
MO/Ipa3IeJIeHUH apXUBHBIX JIOKYMEHTOB WJIM UX KOMUNA paOOTHHUKAM JIpYTHX OpraHu3aiuii 6e3
pa3pelieHus: pyKOBOACTBA HE AOITYyCKAEeTCs.

3.4. Ilpu paboTe ¢ apXMBHBIMH JJOKYMEHTaMH HE Pa3pelaeTcss BHOCUTh B HUX MPaBKY, AeIaTh
MTOMETKH, paboTaTh C HUMHU BHE CITy>KEOHBIX TTOMELICHHI.
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[Tpunoxxenue Ne 1
K MHCTpyKIIMH 110 1eTOTIPOU3BOJICTBY

dopMa JOKaIBHOIO aKTa

MYHI/II_II/IHEU'ILHOC Ka3EHHOE O6H_[606paSOBaTCJIBHOC YUPCIKACHUC

«I'opckas COIL»
COT'JIACOBAHO'! YTBEPXJIAIO 2
(HauMeHOBaHHUE COTJIACYIOLIETO OPraHa) (mOMKHOCTD PYKOBOIUTEIIS)
3
(rozrmcs) (M.0. ©amunst)

(peKBH3HTHI JOKYMEHTA, KOTOPBIN COASPIKUT PEIICHNE O COTIACOBAHNHM JIOKAIBHOTO aKTa) (ara) 4
naTa

MOJIO)KEHUE/MOPAJTOK/MHCTPYKIUS
0

1. O0uMe moJIoKeHust
1.1...

1.2..
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2. HazBanmue pa3zaesa
2.1...
2.2...
3. Ha3Banmue pa3jiena
3.1...
3.2...
4. HazBanue pa3aeJa
4.1...
4.2...
5. Ha3zBanmue pa3jena
5.1...
5.2..
6. HazBanue pa3iena
6.1...
6.2...

[Ipunoxenne Ne 1
k [Tonoxenuto/I[Topsiaky/UHCTpyKIIN

3aroJI0BOK NPHJI0KEHUSI

1. I'pada ynansercsi, €CIIM HET COTIACYIOLIUX OPTaHOB.

2. Tlpu yTBepKICHUH JOKYMEHTA TOJDKHOCTHBIM JIUIIOM rpud) yTBepskaeHus coctouT u3 ciosa Y TBEPXKJIAIO; HanMeHOBaHHS TODKHOCTH

JIMIA, YTBEPXKIAIOIIEro JOKYMEHT; ero TOIMCH; HHHUIMAJIOB; (haMmiiuy u Jatsl yrepxkaenus (. 5.16 TOCT P 7.0.97-2016).
3. Unummans! mammre nepex Gpamunueit (. 5.16 TOCT P 7.0.97-2016).
4. JlTaTa JOKYMEHTA 3alICBHIBACTCS B [IOCIIEIOBATEIBHOCTHU: ACHb MECSIIA, MECSI], KalICHIaPHBIH 0/ OXHUM U3 IBYX CHOCOOOB!

— apabckumu mudpamu, pasaenaeHHsIMU Toukoit: 05.06.2024;

— cJ10BecHO- 1 (POBBIM criocoboM, Hanpumep 5 utonst 2024 r. (. 5.10 TOCT P 7.0.97-2016).
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[Tpunoxenue Ne 2
K MHCTpYKIMH 110 1€TOMPOU3BOJICTBY

dopma npukaza

MyHununanbHoe ka3éHHOe 00111e00pa30BaTeIbHOE YUPEKICHUE
«I"'opckas COIL»

ITPUKA3

()laTa)l

(mecto cocraBneHns)

3aro;10BoK °

[IpeamOyna
[TPMKA3BIBAIO:
1.
(mpunoxxenue Ne 1).
2.
3.
4. KOHTpOJIb UCTIONHEHHST HACTOSIIIETO MTPUKa3a
(A0MKHOCTS pyKOBOUTETR) (noames)  (HL.O. Davuis)

B neno Ne 32202 rox*

(momxHOCTB)
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(mommuce)

202

®. U. O., 10IKHOCT, °
(reneon)
[Tpunoxenue 1
K MPUKa3y
oT Ne

3aroJ10BOK NpHUJI0KEHUSsI

1. lata 0JKHA COOTBETCTBOBATH JaTe MOAIMCAHMS JOKYMeHTA. JlaTy yKa3slBaroT B opMare JIeHb, MECSIL, To.1. Mconb3yiiTe oinH
U3 IBYX CHOCOOOB:
— apa6ckue undpsl, pasnenenHbie Toukoit: 05.06.2018;

— CII0BECHO-1U(pOoBOii criocod, Hanpumep 5 utonst 2018 r. (n. 5.10 TOCT P 7.0.97-2016).
2. VkasbiBatoT Lu(poBoil wik 6yKkBeHHO-1M(pPOoBoii naenTudukarop gokymenra (. 5.11 TOCT P 7.0.97-2016).

3. 3aroI0BoK K TEKCTY — KpaTKOe COiepKaHHue JOKYMEHTa. 3aroloBoK K TeKCTy (opMyupyercs ¢ npemnoroM «O» («O6») u oTBedaer

Ha Borpoc «o yem?» (. 5.17 TOCT P 7.0.97-2016).

4. Onpenensior MeCTo XpaHeH s JOKYMEHTA, KOT/Ia 3aKaHYHBAIOT ¢ HUM paboTaTh. Brimounte B OTMETKY:
— ciioBa «B nernoy;
— HMHJIEKC [ieJ1a 0 HOMEHKIIATYpPe C YKa3aHHEeM roJa;

— JIOJDKHOCTB OTBETCTBEHHOT0 JIMIIA, ero roamuch u gaty (. 5.30 TOCT P 7.0.97-2016).

5. VkaspBaroT noiHoCcThi0 @. Y. O. HCTIOTHUTENS 1 HOMED TeHC(pOHa. ITo >xenmanuo [IOGaBII}I}OT Ha3BaHUE NOJDKHOCTH, CTPYKTYPHOT'O

no/pasienieHust u 3nekrponHsii agpec (. 5.25 TOCT P 7.0.97-2016).

[Tpunoxenne Ne 3
K MHCTpYKIMHU TI0 1eJIOTPOU3BOICTBY

dopmMma mpoToKoIa

MyHununaasHOe Ka3¢HHOE 00111e00pa30BaTeIbHOE YUPEKICHUE
«I'opckas COIL»
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ITPOTOKO.I

HasBanue kosuieruaabHOro oprasa (KOMUCCHH, pabodeil TpyIIbl U T.11.)

Ne

(nara)

(mecto cocraBneHus)

[Ipencenarens: damuug U.0.
Cexkperapsb: ®amunus N.0
[IpucyrcrBoBaNH: yes1. (CIHMCOK MpHUTaraercs)

OtcyTCTBOBANH:

INOBECTKA JIHA:

1. Bompoc

2. Bompoc

X0 3ACEJAHUS

1O BOITPOCY Ne 1

CJHYHIAJIN:

@amunusa U.0O. — TekcT AoKIaga MpuiaraeTcs.

BBICTYIINJIN:

N.O. ®amusms — KpaTKas 3alKiCh BBICTYIUICHUS (OT TPETHEro JINIA SIUHCTBEHHOTO YHCIIA).

Borpockl, 0TBeTHI (IPHUBOAATCS B MOPSIKE MOCTYIICHHS).
IMPOTI'OJIOCOBAJIMA:

3a

38— «___», IPOTUB — «___», BO3/ICPIKAIUCh — «__ ».
PELINJIN:
1.1. Onucanue perieHwus 1mno BOmpocy

1.2. Onucanue penieHwus Mo BOMpoCy
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[Ipencenarens

Cekperapb

I[Mogmce U.O. ®amunus

I[Mogmcey U.O. ®amunus

[Tpunoxxenue Ne 4
K MHCTpyKIIMHU MO A€710IPOU3BOJICTBY

dopMa IBOYHOTO JIUCTA
SIBOYHBINI JTUCT
HasBanue kosuieruaibHOro oprasa (KOMUccuu, pabodeid rpyIibl U T.11.)

(mpoToKOJ OT «___ » 202___ roma Ne 00)

Ne
n/n

@ . 0. Hosxnocts | [Tognuck

Ol 0| N[O B~ WOW|IDN]|PF

=
o

11

[Ipencenarens

Cekperapb

IHogmuce U.O. ®amunus

ITognuce M.O. damunug
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[Tpunoxenue Ne 5
K MHCTpYKIMH 10 1ETOMPOU3BOJICTBY

®opMa nuceMa

MynununansHoe Ka3éHHOe 0011eo0pa3oBaTenbHoe yupexaenue «I opckas COILI»
249137, Kamyxckas obnacts, [lepembinbckuii paiton, a.1 opku, yn.Kysnenosa, 1.11
Ten./dpaxc: 8 (48441) 3-19-67; e-mail: gorkishkola@mail.ru;

OKITIO ; OI'PH 1024000517200; MHH/KIIIT 4015003587/401501001

No

(nata) (aomep) (@. U. O. (xomy))

"HaNe ot

(anpec)

YBakaeMmbilii(as) !

C yBaxkeHueM,

(mOMKHOCTD PYKOBOIUTETIS) (moxnucs) (®.1.0.)

®. U. O., 10mKHOCTb,

(renedomn)
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[Tpunoxenue Ne 6
K MHCTpYKIMH 10 1ETOMPOU3BOJICTBY

dopma yBeIOMIICHUS

MynununansHoe Ka3éHHoe 001eoopa3oBaTenbHoe yupexaenue «l opckas COILI»
249137, Kamyxckas obnacts, [lepembinbckuii paiton, a.1 opku, yn.Kysnenosa, 1.11
Ten./dpaxc: 8 (48441) 3-19-67; e-mail: gorkishkola@mail.ru;

OKIIO ; OI'PH 1024000517200; MHH/KIIIT 4015003587/401501001

No

(nata) (nomep) (. . O. (komy))

(anpec)

(3aronoBok)

VBakaeMmbilii(as)

C yBaxxeHueM,

(mOMKHOCTD PYKOBOIMTEIIS) (rozmucs) (®.1.0.)

C yBeoMJIeHHEM O3HaKOMIICH(a):

(moammcs) (. 1.0.)

(mara)

DK3EMIUIAP YBEIOMJICHHS TTOTy4YnIa:
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(mommuce)

(mata)

(®.11.0)

®. U. O., 10IKHOCTD,

(renedon)

[Tpunoxenue Ne 7
K MHCTpYKIIMHU O A€710IPOU3BOJICTBY

CDOpMa KypHaja perucTpallui BXOAAINUX JOKYMCHTOB

KypHaa peructpanum BXOASIIMX JOKYMEHTOB

Hauar 20 roma

OxoHu

e 20 roma

Pesosronust
JlaTa
Mara WIH KOMY
MOCTYILICH
H HOMep HanpasJsiercsi | OTMmerka
us Kparkoe
Nen/ noxkyMmenTa, | Koppecnonp AOKYMEHT 00
AOKYMEHTa coaepiKaH
n /| MpHCBOEHH eHT e (moamucek, | HCHOIHEH
. ble YI0CTOBEPSI0 UM
XOASA U
aBTOPOM mas
HOMeEp
noJIy4eHue)
1 2 3 4 5 6 7

[Tpunoxenne Ne 8
K MHCTpYKIMHU 110 1ETONPOU3BO/ICTBY

dopmMma KypHala pETUCTPALNN UCXOIAIINX JOKYMEHTOB
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MyHununanbHoe Ka3éHHOe 00111e00pa30BaTeIbHOE YUPEKICHUE
«I"'opckas COIL»

KypHaa perucTpanum McXoJsilIuX J0KYMEHTOB

Havar 20 roma

Oxkonuer 20 roxa

Jara

U HOMeE
Perucrpanuon P OTmerka

Ne Hara . Kparkoe | nokymen
HbIN | Aapec HUcnoanur 00

n/ | IoKyMeH coiep:KkaH Ta, HA
HOMep ar . eJib | MCIIOJIHEH

n Ta He | KOTOpbIii
AOKYMEHTAa UM

AaH

OTBET
1 2 3 4 5 6 7 8

[Tpunoxenne Ne 9
K MHCTpYKIMM 110 I€TTOTIPON3BOICTBY

dopmMma xKypHaja ydera rneyaTeil ¥ ITamIoB
MyHnunumnanpHoe Ka3éHHOEe 00111e00pa3oBaTeIbHOE YUPEKICHHE

«T'opckas COIL»

KypHan ydera nedyareil H IITAMIIOB

Havar 20 roma

Oxonuer 20 roma
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Pe3yabT
aThl
€KeroH
Haumenon Haumenos HU
Momxnuce oit OTTHCK
aHue aHue N
b, | MIpoBepk | OTMeTKa| mevartei
neuatu | OTTHC | moapasien
YI0CTOB " 00 | (mramMnos
(mrramma), K eHHsl, Ipu
Ne €| HAJWYM | YHHYTOXKE )
HHULNATO | MeYaT | JOJKHOCTh Me
n/ psIma A HUMH, IS
p U | mosyvyareJ . YyaH
n 1 | meuareit HOMeEp | YHHYTOXKe
3aKa3a, | mram U ue
noJjiyye " aKkTa HHS,
jaara na) |  damuansa
HHe, | ITAMIIO U AaTa aara
NMOCTYILIEH noJiy4yareJ
aara B, BO3BparTa
usi |
aara
NMPOBEPK
u
1 2 3 4 5 6 7 8 9
[Tpunoxenue Ne 10
K MHCTpyKIIMH 110 1eTOTIPOU3BOJICTBY
dopma KOPPEKTUPOBOYHOTO JINCTA HOMEHKIIATYPHI e
YTBEPXIAIO
(HaI/IMeHOBaHI/IC JOJDKHOCTH
(HanMeHOBaHHUE rOCYAAPCTBEHHOTO
PYKOBOOUTEIISL
opraHa, opraHa MECTHOI'O
WJIA UHOT'O YIIOJTHOMOYECHHOTO
CaMOyIIpaBJIeHHs, OPraHM3aIl|H)
MM JIAIIA)
N3MEHEHUSA
n I[OHOJIHEHI/I;[ ( ) (pacmmdponka
IO CH
K HOMEHKJIATYPE noamcH)
AEJI
Ha 202 __ron (nata)
Cpox
Hupexc | 3aroaosok | KoanmuecTBo TOMOB p
.\ | Xxpanenus | IlIpumeyanus
aeyia nesia (uacreif) u No
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CTaTH MO
MepeYyHIo

2 3 4 5

(HanMeHOBaHUE [TOJKHOCTH
PYKOBOAUTEIISI CITYKOBI

JIEJIONPOU3BOACTBA OPTAHN3ALIHH)

(nara)

(HarMeHOBaHHE OJKHOCTH)

(momucs) (pactuudpoBka mouicH)

(nata)

Havar 20 roma

(pacumndposka
(moanucs)
TIO/ITNCH)

Bu3za pykoBoauTens (J1riia OTBETCTBEHHOTO 3a apXHUB)

[Tpunoxenne Ne 11
K MHCTpYKIIMM 110 I€TTOTIPON3BOICTBY

dopma )KypHaJla yyeTa BblJJadyu JOKYMEHTOB

MyHnununanapHoOe Ka3éHHOEe 00111e00pa3oBaTeIbHOE YUPEKICHHE

«I'opckas COLI»

KYPHAJI YUETA BBIJJAYUA AEJI
U3 apXuBa 00pa30BaTeIbHON OPraHU3aIUU
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Oxkonuer 20 rona

Pacnucka| J[lara Pacnucka
JlaTa Komy
®ouHpa | Onuc | Hea B IOJIy4Y€eH | BO3BpPa | B BO3Bpalle
Ne n/u | BBIIAY BbIJA
Ne b Ne|o Ne 110 Ta HUH
o e HO
aeJia aeJia aesia
1 2 3 4 5 6 7 8 9
Hroro B rouy nen
BBIJAHO
(undpamu
" IIpOITUCH
10)
HaunmenoBa
HHUE
JIOJ>KHOCTH
JINIIA,
COCTaBHBIIIC n.o.
IToamm
ro ob damun
BHYTPEHHIO s
130)
OITNCH
JIOKYMEHTOB

Jciia



