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1. OBILME ITOJIOXXEHUWA

1.1. ITonoxxenue o gokymeHToobopote B 'BOY «IIIKOJIA Ne78 I'.O. JOHELK» (nmanee -
[Tosno)keHnEe) yCTaHABIMBAET €IUHYI0 CUCTEMY JIEJIONPOU3BOJACTBA M IOPAJOK IOATOTOBKH,
opOpMIICHUS, MPOXOXKIEHUS, KOHTPOJIS 3a HUCIHOJHEHHEeM, Y4eTa, XpaHEeHHs, W3TOTOBJICHMS,
KOIMPOBAHUS M THPAKUPOBAHMS CIy>)KEOHBIX TOKYMEHTOB B 0OpPa30BaTEIbHOW OpraHU3aliu
I'BOY «IIIKOJIA Ne78 I'.O. IOHELIK» (manmee — o6pa3zoBatenbHas opranuzamus, O0).

1.2. Ilonoxenue pazpaboTaHO B COOTBETCTBUU C TPEOOBAHUSIMMU:

—  ®epepanpHoro 3akoHa ot 22.10.2004 Ne 125-®3 «O6 apxuBHOM jnene B Poccuiickoit
denepanuny;

—  ®epnepanbHoro 3akoHa oT 27.07.2006 Ne 149-D3 «O6 undopmanmu, “"HGOPMAITMOHHBIX
TEXHOJIOTUSX U O 3aIIUTe HH()OPMAITUIY;

—  ®epepanpHoro 3akoHa ot 02.05.2006 Ne 59-@3 «O nopsiike paccMOTpeHus: oOparieHuit
rpaxnaan Poccuiickoit @enepanuny;

—  @epepanbHoro 3akoHa ot 01.06.2005 Ne 53-®3 «O rocynapCTBEHHOM  SI3bIKE
Poccuiickoit deneparuny;

—  ®enepanbHoro 3akoHa ot 06.04.2011 Ne 63-D3 «O0 3JIeKTPOHHOHN OAITHCHY;

— llpaBun opraHuzanuu XpaHEHUs, KOMIUICKTOBaHHUS, Yyd4eTa U HCIOJIb30BaHUS
JOKyMEeHTOB ApxuBHOro (onga Poccuiickoii ®enepanuu U APYyrUX apXUBHBIX JOKYMEHTOB B
rOCy/apCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPAaBJICHUS U OPTaHU3ALUAX, YTBEPKICHHBIX
npuka3zom Pocapxusa ot 31.07.2023 Ne 77,

—  HanMOHaIbHBIX cTaHaapToB Poccuiickoit denepanuu 10 yIpaBiIeHUIO TOKYMEHTAMU:

— TOCT P 7.0.8-2013 «CUBU. [lenonpous3BOACTBO W apXWBHOE AEN0. TepMUHBI U
OTIpeieNICHUs

— TOCT P 7.0.97-2016 «CUBU]I. Opranu3zannoHHO-pacnopsiAuTeabHas JOKYMEHTAIHS.
TpeboBanust kK 0pOPMIIEHUIO JOKYMEHTOBY.

1.3. IIpumenenne gannoro IlonoxkeHus JOMKHO CIOCOOCTBOBATH!

—  (opmupoBaHUIO OQHUIMATBHO-IEIOBOTO CTUJS JOKYMEHTOB, MOJATrOTABIMBACMbIX B
0o0pa3oBaTeNbHON OpraHu3aIlHy;

—  COKpALICHHMIO 3aTpaT TPyAa U CPEICTB B MPOLIECCE CO3JaHMs TOKYMEHTOB.

[Tonoxenue sBisiercss o0sA3aTENbHBIM Ui HCIOJIHEHUsS PaOOTHHKaMH 0Opa3oBaTesIbHOMN
OpraHu3aliK, OCYIIECTBIISIONUMH MOJITOTOBKY M 0(OpMIIEHUE TOKYMEHTOB.

1.4. TlonoxeHUe pacrpoOCTPaHIETCS HA OPraHU3aIMI0 Pa0OTHI C IOKYMEHTaMHU HE3aBUCHUMO
OT BH/Ia HOCUTEJSI, B TOM YHCIIE IEKTPOHHBIMU TOKYMEHTAMH, BKJIIOYasi MOATOTOBKY, 00OpaboTKYy,
XpaHEHUE U HCMOJIb30BAaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIX C IMPUMEHEHHEM HH(OPMalMOHHBIX
TEXHOJIOTHUM.

1.5. OcobGenHoctu pabOTBl C JOKYMEHTaMH, COJAEpXKAIlUMU KOH(PHUACHIHUAIbHYIO
uHpopManuio (ciykeOHYI0 U MHYIO TallHYy, IEpCOHAIbHbIE JaHHbIE), PEryIUPYIOTCS JIOKAIbHBIMU
akTaMu  (MHCTPYKIUSMH, TOJOXKEHHUSIMH, TpaBUIaMH), YTBEPKIAEMbIMH PYKOBOJIUTEIIEM
00pa30BaTeNbHON OpraHU3aIUH.

1.6. Tpebosanus Ilonoxkenus k pabore ¢ OyxranaTepckoil, HAy4YHO-TEXHUYECKOW U JAPYrou
CHeLHaTbHOM JOKyMEHTAalMel paclpoCTPaHSAIOTCS JIMIIb B YAaCTH OOIIMX NPHHIMIIOB pabOTHl €
JIOKYMEHTaMH, a TaK)Ke MOJIFOTOBKU JJOKYMEHTOB K Tepe/jaue Ha apXUBHOE XpaHEHUeE.

1.7.  OTBeTCTBEHHOCTh 3a OpraHU3allMl0 M  COCTOSIHUE  JEJIONPOM3BOJACTBA B
0o0pa3oBaTeNbHOM OpraHu3aluy HECET PYKOBOAUTENb, KOTOPBIN:

- yrtBepxknaer IlomokeHne 1O  AENONPOM3BOACTBY UM HOMEHKJIATypy A€l
00pa3oBaTesbHOI OpraHu3aluu;

— oOecrieunBaeT BHEJPEHHE M  KOHTPOJIUPYET  COONIOIEHHUE  CTPYKTYpHBIMH
noJipa3ziesieHus MU TpeboBaHuii HacTosiero [lonoxkeHns u rocy1apcTBEHHbIX CTaHAAPTOB;

—  TPOBOJAUT IPOBEPKY COCTOSHUS AEIONPOU3BOJCTBA B CTPYKTYPHBIX MOAPA3IEICHUSIX
00pa3oBaTeNbHOI OpraHu3aluu;



— o0ecrieuMBaeT METOAMYECKOE PYKOBOJCTBO, MHCTPYKTaX M  KOHTPOJIb 32
COOJIIOJICHHEM  yCTAHOBIICHHOTO TOpsIKa paboThl € JOKYMEHTaMH B  CTPYKTYPHBIX
noJipa3ziesieHusIX 00pa3oBaTeIbHON OpraHU3allNH;

- WHUOUHPYET  TOBBIIICHHE  KBadM(UKanuu  pabOTHMKOB 1O  BOMpOCaM
JIEJIONPOU3BO/ICTBA;

—  YJIOCTOBEpSIET MOANUCHIO U N1€YaThIO TIOKYMEHTBHI.

1.8. HemocpeacTBeHHO BeAET MAENONPOM3BOACTBO B 00pa3oBaTelIbHOW OpraHHU3allu
OTBETCTBEHHBII 3a BEJICHUE JIETIONPOU3BO/ICTBA (Jlajiee — OTBETCTBEHHBIN 3a JIEJIONPOU3BOJICTBO),
KOTOpPBI Ha3HAuaeTcsl MPUKa30M PYKOBOAUTENsSI 00pa3oBaTeabHOM opranu3anuu. OTBETCTBEHHBIH
3a JIeJI0NPOU3BOJICTBO B COOTBETCTBUU C BO3JIO)KEHHBIMH HA HETO 33JJa4aMH:

—  OCYIIECTBJISIET PErHCTPAIUIO U YUET JOKYMEHTOB;

—  OpraHm3yeT JOKYMEHT0000pOoT, pOPMHUPOBAHUE JICII, UX XPAHECHUE;

—  OCYIIECTBISET TEKYIIUA KOHTPOJIb 3a CBOEBPEMEHHBIM pPAaCCMOTPEHUEM U
IIPOXOXACHUEM JJOKYMEHTOB B 00pa30BaTeIbHON OpraHU3aluy;

— ofecrnieunBaeT CcOOJIOJCHHE €IUHBIX TPeOOBAHMI IO MOJATOTOBKE JOKYMEHTOB U
OpraHu3ay padoThl ¢ HUMH B YCJIOBHSX 3JIEKTPOHHOT'O JOKYMEHTO000POTa;

-~ 00oOmraet nudopmanuio 06 00beMax T0KyMEHTO000POTa;

— opraam3yeT (opMHUpOBaHHME W XpaHEHHWE JOKYMEHTAMOHHOTO (OHIA H  €ro
UCIIOJIb30BaHUE.

1.9. Benenue nen0npou3BOJCTBA B CTPYKTYPHBIX MOJPA3AEICHUSIX OCYIIECTBIISETCS B
COOTBETCTBUU C JOKHOCTHBIMH 00SI3aHHOCTSIMHU.

1.10. Tlpu yxome B OTIYCK, Bbl€3/l€ B KOMAaHJIMPOBKY M HHBIX aHAJIOIMUYHBIX CIy4asx
paboOTHUKK 00s3aHBI TepeAaTh BCE HAXOMASIIMECS Yy HUX JOKYMEHTHI Jpyromy paboOTHHKY IO
YKa3aHUIO BBIIIECTOSIIET0 pyKoBoauTess. Ilpu yBonbHeHHH paOOTHHMKA UM MEPEBOJIE HA JIPYTYIO
JOJKHOCTh Tepe/iaya JOKYMEHTOB OCYIIECTBISIETCS MO akTy MpueMa-mepefadd. AKT mpuema-
nepegaun  oopmiigercs 1o ¢Gopme, ycTaHOBIeHHOW IlpaBunmammu opraHuzanuu XpaHEHHUS,
KOMIUIEKTOBAHMSI, y4e€Ta U HCIONb30BaHUS JOKyMeHTOB ApxuBHoro ¢onma PD wu npyrux
apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBJICHUS U
OpraHu3alusaX, yTBEepKAeHHbIMU Npuka3oM Pocapxusa ot 31.07.2023 Ne 77.

1.11. IIpu mepexone Ha Apyryro paboTy paOOTHHUKOB, 3aHMMAIOIIMXCS B CTPYKTYPHBIX
HOoJpa3/ieleHusIX 00pa30BaTeNIbHOW OpraHM3allui BEJCHHEM JeJIONpPOU3BOJICTBA, IMepeada Bcex
JIOKYMEHTOB BHOBb Ha3HauaeMbIM paOOTHHKAM IPOU3BOJUTCS MO aKkTaMm mpuema-nepenadu. Komnuu
aKTOB HAMPaBISIOTCS B IPUEMHYIO JUPEKTOPA.

1.12. B cinydadx JUIMTEIBHOTO OTCYTCTBUSI pPAOOTHUKA CTPYKTYpHOTO MOJApa3JeIeHUs
(oTmyck, cmyxeOHas KOMaHAMPOBKA, OONBPHUYHBIA JHCT U T. J.) HEOOXOAMMO TMepenaTh
OTBETCTBEHHOMY 3a JIEJIONPOU3BOJICTBO JTIOKYMEHTHI, HAXOJAILIUECS Y HEro Ha HCIOJHEHUU IO
YKa3aHUIO pyKOBOJAUTEINS 00pa30BaTeIbHON OpraHU3aliH.

1.13. PykoBoauTenu CTPyKTYpHBIX MOJpa3aeieHUil 00pa3oBaTeIbHON OpraHu3aliid HECYT
NEPCOHAIBHYI0 OTBETCTBEHHOCTh 32 BBINOJHEHHE TpeOoBaHMi Hactosero Ilomoxenus u
COXPAHHOCTh HAXOJALIUXCA y HUX JTOKYMEHTOB. O ciy4asX yTpaThl, IOPYM 3aperuCTPUPOBAHHOIO
JIOKyYMEHTa pabOTHUK 00s3aH He3aMeIUTENbHO 10JI0KUTh aupekTopy [BOY «IIIKOJIA Ne78 I".O.
JOHELK».

1.14. C BHOBBb MPUHATHIMH PaOOTHUKAMH, HA KOTOPBIX BO3JAraroTcs OOS3aHHOCTH IIO
BEJICHUIO JIEJIONPOU3BOJICTBA, B TEUEHUE TpPeX AHEH Mociie MOCTYIUIEHUS Ha paboTy MPOBOAUTCS
O3HaKOMUTEIbHas Oece/ia 1o BeIEHHUIO JIeTONPOU3BOJICTBA B 00pa30BaTEIbHOM OpraHu3aliy.

1.15. PaGotath ¢ HOOKyMEHTaMH BHE CIy)KCOHBIX TMOMENICHUH 00pa30BaTEIHHOM
OpraHU3alMi U BHOCUTH B HUX MCHPABIICHUS 3aIPEIAeTCA.

1.16. Benenme mnepenucKd C OpPraHU3AlMAMU  OCYIIECTBIAETCS  PYKOBOJHUTEIEM
00pa3oBaTenbHON OpraHu3alyy WIH HHBIM YIOJTHOMOYEHHBIMH MM JIOJDKHOCTHBIMH JTUIIAMH.

1.17. Bemonnenune Hactosmero [lomokenus ob6si3aTenbHO s Kaxkaoro padoranka ['bOY
«IIKOJIA Ne78 I'.O. IOHELIK», ¢ ee TpeOoBaHUSMU paOOTHUKH JTOJIKHBI OBITH O3HAKOMIICHBI MTO]T
MOJIMTHUCH.

2. JOKYMEHTBI OBPA3OBATEJIbHOM OPTAHU3ALIMU



2.1. PyxoBoaurenb 0Opa3oBaTeNbHOW OpraHU3allMd WU JIMIO, HWCIOJHSIOMIEE €ro
0053aHHOCTH, M3JA€T JIOKAJIbHbIE aKTbl W IPHKa3bl, 00s3aTelIbHbIC I MCIOJHEHHUS BCEMHU
CTPYKTYPHBIMH IOJIpa3/IeIICHUSIMHI 00pa3oBaTenbHOl oprann3anuu (npuinoxerus Ne 1, Ne 2).

2.2. Xon o0cyxJeHHs BOINPOCOB HA 3aCEAAHUAX KOJUIETHAIbHBIX OPraHOB, COBETOB,
COOpaHUsX, COBCIIAHHMSIX M pEHICHUS, NPUHUMAEMble HAa HHX, (UKCHUPYIOTCS B IPOTOKOJIAX
(mpunoxkerne Ne 3). Ecnu B 3acenannu ydacTBYIOT Oojiee 15 denoBek, B MPOTOKOJIE YKA3bIBAIOT MX
o0I111ee KOJUYeCTBO U 0GOPMIISIFOT SIBOYHBIMN JIUCT (Tpuiioxerue Ne 4).

2.3. lns oCyLIECTBICHUS ONEPATUBHBIX CBs3€H ¢ APYrMMM OpraHU3alUsAMM U TpakJaHaMu
UCTIOJIB3YIOTCS Takue (POPMBI, KaK MHCbMa, (PaKChl, TEIerpaMMBbl, Tele(hOHOrpaMMBbI.

24. Jna  ocylIeCTBIEHUs IpHEMa, YBOJIBHEHMs, IEepeMeIleHHs paOOTHHUKOB,
IPEJIOCTaBJICHUsT UM OTIYCKOB OGOPMIISIIOTCS TPYJOBBIE JOTOBOPBI, IPUKA3bl, 3asBICHUS,
TPYAOBBIE KHUXKKH U JP.

3. [IPABUJIA OPOPMIJIEHMA JOKYMEHTOB

3.1. OcHoBHBIE TpeOOBaHUS 11O OGOPMIICHHUIO IOKYMEHTOB

3.1.1. JlokymeHTBI OGOPMIISIOTCS Ha OJIaHKaxX 00pa30BaTEIbHOW OpPraHMU3AMH U HMEIOT
YCTaHOBJICHHBI KOMIUIEKC 00SI3aTEIbHBIX PEKBU3UTOB U CTAOWIIBHBIN MOPSAOK UX PACIIOIOKECHUS
(pacrioio’)keHUEe PEKBU3UTOB Ha OJIaHKaX OPTraHU3aIMOHHO-PACHOPSAUTENBHBIX JIOKYMEHTOB
cootBerctByeT ['OCT P 7.0.97-2016 «Cucrema crangaptoB mo uHbopManuu, OHOIHOTEYHOMY U
u3gateabckoMy jaeny. OpraHu3alMOHHO-pAcopsiIuTeNbHAas JOKyMeHTanus. TpeOoBaHus K
0(OPMIICHUIO TOKYMEHTOB).

3.1.2. B oOpa3oBarenbHOI OpraHn3aluy MPUMEHSIOTCS POIOIbHBIC OTaHKH:

— TIHUCHhMa;

—  YBEIOMIICHHS.

bnanku 10KyMEHTOB U3roTaB/IMBaroOTCs Ha Oymare ¢opmatoB A4 (210 * 297 mm), AS (148 *
210 mm). Kaxaplit muct gokymeHTta, opopMIICHHBINH Kak Ha OJaHKe, Tak W 0e3 OiaHkKa, TOJHKEH
UMETb MOJIS:

- 30 MM — neBoe;

- 10 MM — nipaBoe;

- 20 MM — BepxHeg;

- 20 MM — HUXHeEe.

Hcnons3zoBanne 0JaHKOB MPOU3BOILHON (POPMBI HE pa3peiaeTcs.

3.2. OdopmiieHrE PEKBU3UTOB IOKYMEHTOB

3.2.1. ABTOp nOKyMeHTa

HanmenoBanune 00pa3oBaTeIbHON OpraHU3aldy YKa3bIBa€TCS B TOYHOM COOTBETCTBHH C
YcraBoMm oOpaszoBarenbHON opranu3aui. CoKpalieHHOe HahMEHOBAHHE TTOMEIIASTCS 0] TOTHBIM
HAaWMEHOBAaHHEM B CKOOKax.

HauMmeHoBaHMe CTPYKTYpPHOTO TMOJpa3/ieleHus] — aBTOpa JOKYMEHTa HCIIONb3YeTCs B
OJlaHkax MHceM W OJIaHKaX KOHKPETHBIX BHUOB JIOKYMEHTOB W YKa3bIBACTCS TIOJ IOJHBIM H
COKpAIIEHHBIM HAUMEHOBAHUSIMH 00pPa30BaTEIbHON OpTaHU3AIIHH.

HamMeHoBaHHMe JOJDKHOCTH JIMIIa — aBTOpa JOKYMEHTa WCIOJIB3yeTcs B OJaHKaXx
JMOJKHOCTHBIX JIMI] W pacrojiaraeTcss MOJ HauMEHOBaHHUEM 00pa3oBaTeNIbHON OpraHHu3aluu.
HaumeHOBaHHE JIODKHOCTH JIMIIAa — aBTOpa JOKYMEHTa YKa3bIBaeTCS B COOTBETCTBHH C
HAaUMEHOBAaHHUEM, TIPUBEIEHHBIM B PACTIOPSAUTEIHLHOM JOKYMEHTE O HAa3HAYCHUH Ha JOHKHOCTb.

3.2.2. CipaBouHble JaHHbIE 00 00pa30BaTEIbLHON OpraHN3aluu

CrnpaBounbie JaHHbIe 00 00pa30BaTENbHON OpPraHM3allMM YKA3hIBAIOTCS Ha ONaHKax MUceM
U BKJIIOYAIOT B cels: aapec, Homep TenedoHa, dakc, aapec 3JIeKTPOHHON MOYTHI, CETEBO aapec, a
takoke OKITO, OI'PH, MHH u KIIIT o6pa3oBaTenbHOl OpraHnu3aluu.

3.2.3. HaumeHoBaHu€e BUIa JOKYMEHTA
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HanmenoBanue Bua JOKyMEHTA, COCTABICHHOTO 00pa30BaTeILHON OpraHu3aIuei, J0KHO
OBITH ONpENIETICHO YCTaBOM (IIOJIOKEHHWEM) M JIOJDKHO COOTBETCTBOBATh HAUMEHOBAHUSIM BHUIOB
JTOKyMeHTOB, mnpenycmorpeHHbiM OKVY]I: akT, cmpaBka, 3almmcKa, CBOJIKA, OT3bIB, IMPOTOKOJI,
CIIMCOK, Wu3BelleHnue u Jap. PacnopsauTenbHble JOKYMEHTHl OpraHU3AlMM  HW3JAI0TCA  C
HauMEHOBaHUEM,

HaumenoBanue Buaa W pa3HOBUIHOCTH JOKYMEHTAa HE YKa3bIBaeTCs B MUCbMax. Mecto
COCTABJICHUSI WJIM W3JaHUS JOKyYMEHTa yKa3bIBaeTCs Ha OJlaHKaX JIOKYMEHTOB OOpa30BaTeIbHOMN
OpraHM3aIiy, 32 UCKIIIOUEHUEM OJIaHKOB muceM. Ha3BaHue MOKyMEHTa redyaTraeTcs MPOIMUCHBIMU
OyKBaMH IMOJTY>KUPHBIM MIPUDTOM.

3.2.4. [laTa 1OKyMeHTa

JlaToif TOKyMEHTa SIBJISICTCS JaTa €ro MOANHMCAHHs (WM YTBEPXKACHHS); IS JTOKYMEHTA,

IPUHUMAEMOI0 KOJUIETHAIBHBIM OpraHoM (IIPOTOKOJIa) — Jara ero 3acefaHus (IpUHATHA
peleHus), JUIsl akTa — AaTa COOBITHS, Ul JOKYMEHTa, TPEOYIOIIEro ero yTBEepKAeHUs — JlaTa ero
YTBEPKACHHUS.

JlJis JOKYMEHTOB, COCTaBIIEHHBIX OJHOBPEMEHHO HECKOJBKHMHU OpraHU3alusMH, 1aTOu
JIOKYMEHTA SIBJIICTCA J1aTa NOANMCAHUS €r0 IIOCIIEHEN OpraHnu3auei.

Jlata nmoamnucanus, yTBEp>KICHUS, COIJIACOBAaHUS JJOKYMEHTA, a TaKXKe AaThl, COJAEpKaIIrecs
B TEKCTE, JODKHBI 0pOpMIIATECS MU(POBBIM CITOCOOOM. DIIEMEHTBI JaThl MMPUBOIATCS apaOCKUMH
nudpamMu B OJHY CTPOKY B IOCJIEIOBATENLHOCTH: IEHb MECSIIa, MECSI], TO/I.

Hanpumep: 14.06.2024.

3.2.5. PerucrpaumoHHbI HOMEP TOKYMEHTA

Perucrpanmonnsnii HOMEp — mHdpoBoe wim OykBeHHO-IM(poBoe 0003HAUCHHE,
IprCcBanBaeMoe JJOKYMEHTY IPH €ro perucrpauuu. Perucrpanus Jo0KkyMeHTa MPOBOJUTCS MOCIE €ro
MOIMTMCAHUS WJIA YTBEPIKICHUS.

Jlyis BHYTpEHHUX JOKYMEHTOB — IPHUKA30B, MPOTOKOJIOB — 3TO MOPSAIKOBBIM HOMEp B
npezenax KaJeHAapHOTO rojia Mo KaXXJA0My BHIY WIH Pa3HOBHIHOCTH JTOKYMEHTOB. B mpukazax
PETUCTPALIMOHHBIA HOMEpP MOXKET JOMONHIThCS OYKBEHHBIM HWHAEKCOM, 0003HAYarolIuM
Pa3HOBUAHOCTHU, HANPUMED: NPUKA3 NO OCHOBHOU desmeabrocmu om 15.05.2024 Ne 253, npuxa3 no
auunomy cocmagy om 10.01.2024 Ne 22 — K.

JI1st ICXOIMINX TOKYMEHTOB PETHCTPAMOHHBI HOMEP COCTOMT:

1) u3 mopsAIKOBOTO HOMEpA B Mpe/ieNiaX MacCUBa OTIPaBIsIEeMON KOPPECTIOHICHITHH;

2) UHJIeKCa JieJia B COOTBETCTBUU C HOMEHKIIATYpOH JeJ1 00pa30BaTeIbHOM OpraHu3aIiy.

Peructpanmonnsiii HOMEp JOKYMEHTa, COCTaBJICHHOTO COBMECTHO JAByMs U Ooljee
OpraHu3allUsIMH, COCTOUT W3 PETUCTPAIMOHHBIX HOMEPOB JOKYMEHTOB KaKIOH W3 OITHX
OpraHMu3aIHii, MPOCTABISAEMBIX Uepe3 KOCYI0 YePTY B MOPSAKE YKa3aHHUS aBTOPOB B TJOKYMEHTE.

3.2.6. Ccplika Ha perucTpallMOHHBIN HOMEp U J1aTy JOKYMEHTa

Ccbulka Ha pETUCTPAllMOHHBIA HOMEp M JaTy [OKyMEHTa BKIIOYaeT B cels
PETUCTPAIIMOHHBI HOMEp M JaTy JOKYMEHTa, Ha KOTOPBIH JODKeH ObITh JAaH oTBeT. CChulKa Ha
HOMEp W JaTy JOKYMEHTa HCIHOJB3YyeTcs Mpu O(OPMIICHUU IMHCEM, SBISIOIIUXCS OTBETAMH Ha
MOCTyNuBIIee MNHCbMO (3ampoc, npockOdy u np.). CBeneHus B PEKBUZUT MEPEHOCATCS C
MOCTYIHBIIETO JOKYMEHTa U COOTBETCTBYIOT PETHUCTPAIMOHHOMY HOMEpY M JlaTe€ MOCTYIHUBIIETO
JOKYMEHTA.

OrpanuunTtenbHas OTMETKA 7Sl TaHHOTO PEKBHU3UTA MPOCTABISETCS B JIEBOM yacTu OyiaHKa
MUCHhMa O] PEKBU3UTOM «JIaTa» M «PETHCTPAMOHHBIA HOMEP JJOKYMEHTa).

Hannuue naHHOrO peKBU3HWTA HCKIIOYAEeT HEOOXOAMMOCTh YIOMHHAHWS HOMEpa U JaThl
MOCTYNMBIIETO JOKYMEHTa B TEKCT€ MHChbMa, YTO OCBOOOXKIAET TEKCT OT CIHpPaBOYHOU
UHpOpMaLINH.

3.2.7. MecTo cOCTaBIICHUS WY U3JaHUS IOKYMEHTA

MecTto coctaBneHus (M3AaHMsI) JOKYMEHTA YKa3bIBA€TCA B JJOKYMEHTAaX, U3TOTaBIMBAEMbIX
Ha OJ1aHKaX KOHKPETHBIX BUAOB JJOKYMEHTOB.

3.2.8. Anpecar



JIOKYMEHTBI aJipecyloT B OpraHbl BJIACTH, OPraHU3allUU, UX CTPYKTYpHbIE MOJpa3aeiaeHUs,
JOJKHOCTHBIM UM (PU3UICCKUM JTUTAM.

[Ipu agpecoBaHuu AOKyMEHTa B OpraH BJIAcTH, OpPraHU3alUI0 WIH €€ CTPYKTypHOE
nozpaszzenenue (6e3 ykasaHus JOJDKHOCTHOTO JIMIA) MX HAUMEHOBAHHE MHINYT B UMCHHTEIHLHOM
najiexe.

Hanpumep:
Munucmepcmeo npoceewernus PO
Henapmamenm 2ocyoapcmeeHHoOU NOIUMUKU
8 chepe 3awumul npas demeil

HpI/I HaIpaBJICHUU OOKYMCHTAa JOJDKHOCTHOMY JIMIY Ha3BaHUC OpraHu3aiguu U CC
CTPYKTYPHOI'O IIOAPA3ACICHHA YKa3blBalOT B MMCHHUTCIBHOM IAaACKE, a JOJDKHOCTH U (baMI/IJ'II/IIO

aapecata — B JaTenbHOM. VHWIMANBI CTaBATCSA Tocie (GaMUIMM HE3aBUCHMO OT TOTO, KOMY
aJipecoBaH IOKyMEHT — JOJKHOCTHOMY JIULY WK (PU3UYECKOMY.
Hanpumep:

Munucmepcmeo obpazosanus

Joneyxou Hapoonoii Pecnybauxu
Ynpasnenue mpyoa u coyuanvroii 3auumaol
I'naenomy cneyuanucmy

Heanosou U.U.

Wnu na3Banue OopraHusanu BXOIAUT B HAMMCHOBAHHC JOJDKHOCTH H O(I)OpMHHCTCH B
JaTCJIIbHOM ITaACKE

Pexmopy uncmumyma «Aémoooposicrnoco mpancnopmay
Heanosou U.H.

[Ipu aapecoBaHuHM AOKyMEHTa B HECKOJBKO OIHOPOJHBIX OpraHu3aluii HUX Ha3BaHUS
clenyeT yKa3blBaTh 0000IIEHHO.
Hanpumep:

Pyxosooumensam ooweobpaszosamenvruvlx
opeaHu3ayull, pyKogooumensim npeonpusmuil u
opeanuzayuti Munnpoceewenusi Poccuu

JlomyckaeTcsl IIEHTPUPOBATh KAKAYIO CTPOKY pPEKBH3HTa «ApecaTy IO OTHOIIEHHIO K
CaMOW JJIMHHOW CTPOKE.
Hanpumep:
3amecmumento oupexmopa no yueono-eocnumamenvuou pabome MBOY 1]O Ne 1
Yyuxunou M. 1.

B coctaB pekBH3MTa MOXKET BXOJUTH MOYTOBBIM ajpec. DJIEMEHTHl MOYTOBOTO ajipeca
YKa3bIBAIOTCSI B IOCIEIOBATEIIbHOCTH, YCTAaHOBJIEHHOM [IpaBWiiamMu oOKa3zaHWsl YCIyr MOYTOBOM
CBSI3U.

[Ipu ampecoBanuu mrchMa B OpTraHU3AIMIO YKA3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM MTOYTOBBIN
azapec.

Hanpumep:
Peoaxyus scypnana
«Ynpasnenue nauanvrou wikonou»

Mocxkosckuii npocn., 0. 6,
2. Jloneyx, 283001

Anpec He TPOCTaBIsETCS Ha JOKYMEHTaX, HaNpaBsIeMbIX B IPAaBHTEIHCTBEHHBIC
YUPEKACHUS U MMOCTOSIHHBIM KOPPECIIOHAEHTaM, B 3TUX CIy4asX MOTYT NPHUMEHSATHCS KOHBEPTHI C
3apaHee Hale4aTaHHBIMU aJJpecaMH.

IIpu anmpecoBanuM IOKyMEHTa (U3WYECKOMY JIMIy HEOOXOIMMO YKasbIBaTh (haMHIIUIO,
MHHILIHAJBI, 3aT€M IOYTOBBIN azpec.

Hanpumep:



Heanoey U.H1.

Yepuviuesckas yi., 0.100, ke. 1,

2.0. Jloneyk, 2. [oneyx,

Jloneyxas Hapoonas Pecnyoauxa, 283001

JIOKyMEHT HE JOJIKEH COJEpKaTh 00Jiee YeThIPEX aJpecaToB, KaXKIbIH 3K3EMIUISIP TaKOTo
JIOKyMEHTa JoJDKeH ObiTh moamucad. CnoBo «Komwus» mepen BTOPBIM, TPETbHM, YE€TBEPTHIM
aJpecaTaMy He YKa3bIBaIOT.

[Ipyn HampaBiieHWM IOKyMEHTa Oojiee 4eM B 4YEThIpE aJpeca COCTaBISETCS CIHCOK Ha
PacChUIKY, a Ha KaXKJOM JIOKYMEHTE ITPOCTABJISICTCS TOJIBKO OJMH aJIpec.

3.2.9. I'pud yTBepxaeHUS TOKyMEHTA

YTBepXKAeHUE JTOKYMEHTAa IPOU3BOAUTCS MPOCTaBICHUEM Tpuda yTBEpKICHHS WU
U3/IaHUEM PaCHOPSAIUTEIBHOTO JOKyMEHTa (B TeX ClydasX, KOrja TpeOYIOTCS JIOMOJIHUTEIbHBIC
MIPEAMUCAHUS U Pa3bsICHEHUS).

JIOKyMEHTBI YTBEPKIAOTCS PYKOBOAUTEIIEM 00pa3oBarenbHON OpraHu3aIuy,
BBIIICCTOSAIIMMH WJIH MEXBETOMCTBEHHBIMU OPTaHAMH, OpPraHU3AIMAIMHU, B KOMIIETCHIIMIO KOTOPBIX
BXOJIMT PEIICHUE BOMPOCOB, U3JIOKCHHBIX B YTBEP)KIAEMbIX TOKYMEHTaX.

[TonoxxeHus, mpaBuia, MOPSAKH, AOKHOCTHBIE WHCTPYKLMU, WHCTPYKLHU, PACHHCAHUA
3aHSATUN YpPOKOB, BHEYPOUHOH NESATEIbHOCTU, IOMOJIHUTEIHHOTO OO0pa3oBaHUs W Ap. MOAJIEkKAT
YTBEPKIACHUIO PYKOBOJIUTENIEM 00pa30BaTEeNIbHON OpraHu3alvyd U IpUOOPETarOT OPHUINYECKYIO
CHJTY TOJIKO C MOMEHTA UX yTBEPKICHUS.

I'pud yTBepkaeHHs MOMeENIaeTcs B MPAaBOM BEpPXHEM YTy IEpPBOro JIMCTa JOKYMEHTA,
cocroutr u3 cioBa YTBEPXJIAK (6Ge3 kaBblyek), MOJHOIO HAMMEHOBAHUS JOJDKHOCTH JIMIIA,
YTBEPKAAIOMIETO JTOKYMEHT, €r0 JIMYHOW MOAINUCH, €e paciupoBKH (MHULIMAIOB, (aMHUIUU) U
JIAThl YTBEPKACHHUS.

Hanpumep:

YTBEPXIAIO

Hupexrop I'bOY «IIIKOJIA Ne_ I".O. JOHELIK»»
W.W. BaHoBa

(IToamuce)

15.06.2024

[Ipu yTBepkIeHUM TOKyMEHTAa HECKOJbKHUMH JODKHOCTHBIMU JIMI[AMU WX TOJIUCH
pacrnoJiararoT Ha OJJHOM YPOBHE.

[Ipu yTBEepX)AeHUU TOKYMEHTa MOCTAHOBJIEHUEM, PEIIEHUEM, MPUKA30M, POTOKOJIOM Tpud
yTrBepkaeHus: coctouT u crnoBa Y TBEPXJIEH (-A, -O, -bl), HaumeHOBaHMS yTBEP>KIAIOIIETO
JIOKYMEHTa B TBOPUTEIBHOM Ma/IeXkKe, €ro JaThl, HOMEpa.

Hanpumep:
YTBEPX/JIEH
[TpoTOKOIOM METOIUYECKOTO COBETA
15.06.2024 Ne 32

uau

YTBEPXIAEHO
npukazoM MBOY 11O Ne 1
15.06.2024 Ne 32

Cnosa YTBEPX/IEHO n YTBEPX/IEH B npriiokeHHSAX COINIACYIOTCS B POJIE U YHUCIIE C
BUJOM  YTBEpXKJAeMOro  JokymeHta: nosoxeHue —  YTBEPXJIEHO, mnporpamma —
YTBEPX/EHA.

BHocute kakue-n1M00 H3MEHEHUs W J00aBlieHUs B MOJMHCAHHBIE (YTBEP)KICHHBIC)
JIOKYMEHTHI 0€3 pa3peleHus JULa, TOANUCABIIEro JOKYMEHT, He Oy CKaeTCsl.

OTBETCTBEHHOCTH 32 Ka4€CTBO MOATOTOBKHU JOKYMEHTOB U JOCTOBEPHOCThH COAEPIKAIINXCS B
HUX JIQHHBIX BO3JIaraeTcs Ha JIMNA, NOArOTOBHUBIIME, 3aBU3UPOBABIINE U IOANUCABLIME
JIOKYMEHTBI.



3.2.10. 3arosoBOK K TEKCTY

3arojIoBOK K TEKCTY BKJIIOYAET B ce0s KpAaTKOE COAEp)KaHHME JIOKYMEHTA, €r0 OCHOBHYIO
CMBICIIOBYIO Harpysky. 3arojioBok (opmynupyercs ¢ mnpemiorom «O» («O0») m oTBedyaer Ha
BOIIPOC «O YeM?»:

— mnpuka3 (0 ueM?) 0 CO3/1aHUU aTTECTAllMOHHOW KOMKCCUUY;

- mpuka3 (o uem?) 00 YTBEp>KACHUH ILTATHOTO PacIiCaHMS;

- mchbMo (0 yeM?) 0 MPeAOCTaBICHUH HH(POPMAIIHH.

3aroJ0BOK COCTABJICT HCIIOJHUTENb JOKYMEHTa. 3arojlOBOK K TEKCTY O(QOpPMIISETCS MOJ
pekBu3uTaMM OJlaHKa CJIeBa, OT TPAHUIBI JEBOro mojs. Eciau TeKCT JOKyMEHTa He IpPEBbIIIAeT
YeThIPEX-TISITH CTPOK WK oopMIleH Ha OiaHKe Gpopmara AS, 3aroJI0BOK MOXKHO HE YKa3bIBATh.

3aroJoBOK JOKyMEHTa 3alUCBIBAETCA IIPU €ro pPErucTpallid B COOTBETCTBYIHOILUE
perucTpanroHHbie POpPMBI: KapTOUKY, 023y TaHHBIX.

3.2.11. Tekct nokymeHTa

TekcT JOKyMEHTa COCTABIIIETCS HA PYCCKOM SA3bIKE KaK rocy1apcTBeHHOM si3blke PD. Teker
JIOKYMEHTa U3J1araeTrcs PyCCKUM JIMTEPATypHBIM SI3bIKOM C YYETOM OCOOEHHOCTEW OoQHIHanIbHO-
JICJIOBOTO CTWJIS, BHJA JOKYMEHTa M €ro Ha3HauY€HHUs B YIPAaBJICHYECKOM J1€ATEIbHOCTH.
Copneprxanue JOKyYMEHTa JOJKHO ObITh U3JI05KEHO KPATKO, IOTUYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB M3J1araroTCs:

OoT 1-ro nMuma eIMHCTBEHHOro 4YMCia B JIOKyMEHTax (IpUKa3 M T.J1.) PYKOBOJUTEIS
o0pa3oBaTe/NbHOI OpraHM3aluy, [EHCTBYIOIIET0 Ha MPUHLUUIAX EIMHOHAYAIMS, a TaKKe
JOKYMEHTax, aJpECOBAaHHBIX PYKOBOJCTBY  OpraHM3allid:  IPUKa3bIBal0... IMOATOTOBUTH
U IIPEJCTaBUTh HAa PACCMOTPEHHUE; MPOIIY PacCMOTPETh BONPOC OO0 YCTAaHOBJIEHUH JIbIOTHBIX
TapudoB...;

3-T0 JMIa eIWHCTBEHHOTO 4YHUCIAa B JOKYMEHTaX KOJUICTHalIbHBIX OPraHOB: KOMHCCHS
peummia...; O6pa3oBarenbHas OpraHu3alysl He CUNTaeT BO3MOXKHBIM...;

1-ro nuua MHOXECTBEHHOI'O 4YMCIa B COBMECTHBIX JIOKYMEHTaX: HPOCHUM IpEACTaBUTh
J@HHBIE O...; IPEJCTABIIAEM Ha PACCMOTPEHUE U YTBEPKICHHUE. .;

3-TO JHIla MHOXXECTBEHHOTO YHCJIa B NMPOTOKOJAX: CIYIIAlIH, BBICTYIHIIN, TTOCTAHOBUIIH,
pELINIIN.

B nokymeHTax, ycTaHaBIMBAIOUIMX IpaBa U OOS3aHHOCTHU OpPraHU3AlMM, €€ CTPYKTYPHBIX
nojpasjiesnieHuil (oa0KeHne, MHCTPYKINA), a TAK)Ke COJEpKaIlUX ONMHMCAHUE, OLEHKY (PaKTOB MU
BbIBOJIBI (aKT, CIpaBKa), HUCHOJb3yeTcs ¢opMa M3JIOKEHUS TEKCTa OT TPEeThero Jinua
€IMHCTBEHHOTO WJIM MHOXXECTBEHHOTO 4YHcia («OTAed OCYIIECTBIAET (PYHKLUUU», «B COCTaB
00BEAMHEHUS BXOJIATY», KKOMHUCCHSI YCTAaHOBUJIAY).

B TekcTte nOKyMeHTa, NOArOTOBIEHHOIO Ha OCHOBAaHMM 3aKOHOJATENbHBIX, HHBIX
HOPMAaTUBHBIX TMPAaBOBbIX aKTOB, W3/IaHHBIX OpPraHaMHu BJIACTH, JOKYMEHTOB, paHee W3JaHHBIX
OpraHOM BJIACTM — aBTOPOM [JOKYMEHTa, YyKa3bIBa€TCS HAUMEHOBAHME BHUAA JIOKYMEHTA,
HAaUMEHOBAaHME OpraHa, M3/JaBILEro JOKYMEHT, JaTa MPUHATHS WM YTBEPXKACHUS TOKYMEHTa, €ro
PETUCTPALIMOHHBIA HOMEpP, a TAKXKE 3arojIoBOK K TEKCTy WJIM HAaMMEHOBAaHUE BHJA JIOKYMEHTAa,
Hanpumep:

1) B coorBerctBuM ¢ mnocraHoBieHueMm IIpaButenscrBa ot 13.08.1997 Ne 1009 «O6
yTBepkAeHun [IpaBuil MOATOTOBKM HOPMATUBHBIX IPABOBBIX AaKTOB (hefepaibHbIX OPraHoB
VCIIOJIHUTENIHOM BJIACTH M UX TOCYJJaPCTBEHHOMN pErHCTparivimny;

2) B cootBerctBumn ¢ [lomoxxeHneM O MOCTOSHHO ACHCTBYIOIIEH SKCIEPTHOW KOMHCCHUU
YUpEXKJEHUS, OpraHu3ally, NPEANpUsiTUs, YTBEPKACHHbIM npukazom PocapxuBa ot 11.04.2018
Ne43.

Ecnn TeKCT cOonepKUT HECKOJIBKO MOPYUYEHUH, PELIEHHH, BBIBOJOB, B TEKCTE BBIIEISIOTCS
paszienbl, MOAPa3eNbl, TyHKTHI, OAMYHKTHI.

B TekcT nokymeHTa MOTYT BKJIIOYaThcs (parMeHThl, oOpMIICHHBIE B BUJE TaOIMIIBI MIIN
AQHKETBHI.

CrpaHuIpl TEKCTa HyMEpYIOTCS apaOCKUMU LU(paMu OCEpeMHE BEPXHETO MOJIS.

B nucemax ucnosnbs3yroT cienyomue GopMbl H3I0KEHUS:



— OT MEpBOro JHIla MHOXKECTBEHHOTO YHCIa («IPOCHM HalpaBUTh», «HAMpaBJISEM Ha
PacCMOTpPEHHEY);
— MEepBOro JIMLA E€JUHCTBEHHOIO YHCia («CUUTAI0 HEOOXOAMMBIM», «IIPOLLY
BBIJICIIUTHY);
- TpeThero Jjuna eauHcTBeHHoro uuciaa («OO He Bo3paxkaer», «OO cuurtaer
BO3MOXKHBIMY).
3.2.12. OT™MeTKa 0 IPUIOKEHUHU
Ecnu moxyMeHT uMeeT NMPHUIIOKEHUsI, Ha3BaHHBIC B TEKCTE, TO OTMETKA O HUX O(OpMIISETCS
no cieaytouieit popme:
[Tpunoxxenue: Ha 10 1. B 3 3K3.
Ecnu npunoxenuss B TEKCTE HE Ha3BaHbl, TO HEOOXOAMMO MEPEUYUCITUTh HX Ha3BaHMS,
KOJIMYECTBO JIMCTOB U IK3EMILISIPOB KaXKIOTO.
[Ipyu HanMUUUK HECKOJIBKUX MPHUIIOKEHUH OHU HyMEPYIOTCSI:

[Tpunoxenus: 1. llltatHOe pacnucanue... Ha 4 1. B 3 9K3.
2. CmeTa pacxo/ioB... Ha 4 1. B 3 3K3.

Ecnun npunosxenus: cOponropoBaHbl, KOJUYECTBO JIUCTOB HE YKa3bIBACTCS.

Ecnu k JOKyMeHTy mpuiaraercs ApPYyroil MOKyMEHT, TaKkKe MMEIOIIUNA MpPUIIOKEHUE,
OTMETKY O HAJTMYUU PHUIIOKEHUS OPOPMIISIOT CIISIYIOIIM 00pa3oM:

[Tpunoxxenue: mucbmo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuiioxkeHue K HEMY, BCETO
Ha 3 1.

Ecnu npunoxkenuem aBisieTcsi 000COOICHHBIN 3JIEKTPOHHBIM HOCUTENb (KOMIIAKT-AKUCK, usb-
(Iem-HaKOMHUTENh U JIP.), OTMETKY O HATWMYUH MPUIOKCHHS 0(OPMIISIOT CIICTYIOIUM 00pa3oMm:

[Ipunoxenue: CD B 1 3k3.

[Ipu »TOM Ha BKianpinie (KOHBEPTE), B KOTOPHIA IMOMEMIACTCS HOCHUTEIb, YKa3bIBAIOTCS
HAaUMEHOBAHUS JOKYMEHTOB, 3alIUCAHHBIX Ha HOCUTEJh, UMEHa (hailJIoB.

[Tpunoxxenust 1OMHKHBI OQOPMIIATECS HA CTAaHAAPTHBIX JIUCTaX U UMETh BCE HEOOXOIUMBIE
JUIST  JTOKYMEHTOB  pPEKBH3UTHl  (HAaUMEHOBAHHME, 3aroJiOBOK, TMOJMUCH  PYKOBOAMTEIEH
MO/Ipa3/ieIeHUil, OTBETCTBCHHBIX 3a X COZEPIKaHUE, OTMETKY O COTJIaCOBAaHHH U T.1.).

Ha npunoxxeHun K pacnopsauTelIbHOMY AOKYMEHTY B MpPaBOM BEpPXHEM YTy CTaBHUTCS
OTMETKA C yKa3aHUEM Ha3BaHUS PACTIOPSIUTEIHLHOTO JOKYMEHTA, €ro JaThl U PETUCTPAIMOHHOTO
HOMEDA.

Hanpumep:

[Tpunoxenne Ne 2
k npukaszy I'bOY ....
ot 15.06.2024 Ne 11

HaumeHnoBaHue BHJa TOKYMEHTa — MPHIIOKEHHs (IIEPBOE CIOBO 3arojOBKa MPHIIOKEHHS)
BbIJIETISIETCSl MPONMUCHBIMU OykBamu, monyxupHbiM mpudrom (IIOJJOXKEHUE, INEPEYEHD,
CIIMCOK u T.1.).

Homnyckaetcs BoipaxeHue «[IPUJIOXEHUE Ne» neuyarats nponucHbIMU OyKBamH, a TaKkxke
LIEHTPUPOBATh 3TO BBIPAXKCHUE, HAUMEHOBAHHUE JTOKYMEHTA, €ro JaTy U PEerucTPAallMOHHBIA HOMED
OTHOCHUTEJIBHO CaMOW JJTMHHOM CTPOKH.

Hanpumep:

[MTPUJIOXKEHME Ne 1
Kk npukasy ['BOY ...
ot 05.06.2024 Ne 145

3.2.13. I'puc¢p cornacoBanusi JOKyMeHTa

Buemnee cornacoBanue opopMIISIETCSI COOTBETCTBYIOLIUM TPUPOM.

I'pud cormacoBanus coctout u3 ciosa COI'JTACOBAHO (6e3 kaBbIueK), TODKHOCTH JUIIA,
KOTOPBIM COTJIaCOBAaH JTIOKYMEHT (BKJIOYas HaMMEHOBAHHME OpraHU3alliu), er0 COOCTBEHHOPYYHOMH
MOJIKMCH, HHUITUAIIOB, (DaMUIINH, TAThl COTIIACOBAHMS.

Hanpumep:
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COI'TACOBAHO
3aMecTUTENb HayaJlbHUKA yIpaBJIeHUsS
obpazoBanus JJonenkoit Haponnoii PecniyGinku

noanuch AWM. Ilerpos
11.07.2024

Ecnu cornmacoBanue mpoBOAUTCS ¢ KOJUIETHAIBHBIM OPraHOM HJIM IIOCPEACTBOM MUCHMA, TO
rpu¢ cormacoBaHus 0(OPMIIIETCS CIEIyIOIUM 00pa3oMm:
Hanpumep:
COI'TACOBAHO

[Tenarornueckum coserom ['BOY ...
(mporokoa ot 29.03.2024 Nel)

I'pucdbr cormacoBanusi MOTyT pacroyiaraTbCsi Ha OTIEJIBHOM JIMCTE COTJacOBaHUsA, €CIH
COJepKaHME JIOKyMEHTa 3aTparMBacT HMHTEPEChl HECKOJNbKMX opranusanmuii. Ha mokymenre
JiesiaeTcsl OTMETKA «JIMCT cormacoBaHus IPUIAraeTcs.

BHemHee cornacoBaHue B 3aBUCHMOCTH OT COJIEPKAHHUSA JOKYMEHTA OCYLIECTBISIETCS B
CIEeyIOIIeH OYepeTHOCTH:

— €O CTOPOHHHMH OpraHH3alMsSIMH, KOTJa OHU BBICTYHAIOT 00S3aTENIbHOW CTOPOHOH B
MIPABOOTHOLICHUX, BO3HUKAIOIIMX BCIEACTBUE HM3JaHMs JOKyMEHTa, WM KOTJa COAep>KaHue
JOKYMEHTa 3aTparuBaeT NX HHTEPECHI;

—  OOIIECTBEHHBIMH OpTaHU3AlUSIMH — B CIydasx HEOOXOAMMOCTH WIM B CilydYasx,
MPEyCMOTPEHHBIX MTOJIOKCHUSIMHA 00 dTUX OpraHU3aIusX;

—  OpraHaMu, OCYIIECTBISIOIIUMHU TOCYJApCTBEHHBIN HAJIBEIOMCTBEHHBI KOHTPOIIb
(Ham30p) B ompeeiIeHHOW 001acTH (3KOJIOTUUECKHM, MTOXKAPHBIN U T.11.);

—  BBIIIECTOALIMMHU OpraHM3alMsIMH — B Clydasx, KOTJa 3aKOHOJATeIbCTBOM
NpeIyCMaTpUBaeTCs BO3MOXKHOCTh COBEPIICHHS YNPABICHYECKUX JEHCTBUH  TONBKO C
pa3pelieHust ’TUX OPraHU3aIHi.

3.2.14. Bu3za coryiacoBaHusl IOKyMEHTa

Bussl cornacoBaHusi JOKyMeHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIIUN Ha COTIIACHE WU
HEecorjlacue JOJDKHOCTHOTO JIMIIa OO0pa3oBaTelIbHOM OpPraHM3alud C COJACpKAaHHEM IIPOEKTa
JIOKYMEHTa (J1ajiee — BH3a).

Bu3a BKiIrOYaeT MOIDKHOCTH JIMIA, BU3UPYIOMIETO IOKYMEHT, MOJIHUCH, PacIIu(PpOBKY
MOJANUCH (MHULIMAIBI, (aMIIIHIO) U JaTy BUSUPOBAHMUS.

Hanpumep:

3amecTUTENb IUPEKTOpa MO BOCIUTATEIbHOU paboTe

N.N. sanoBa

(moamuce)

10.10.2024

OdopmiieHHass TakuM O00pa3oM BHU3a O3HAYaeT COrJlacHe JOJDKHOCTHOTO JIMIA C
CoJIep>)KaHUEM JIOKYMEHTA.
[Tpu Hanuuum 3amevdaHuii 0 TOKYMEHTY BHU3Y OOPMIISIOT CIECTYIOITUM 00pa3oM:

3aMevaHus IpuiIararoTcs
3aMecTUTeIb JUPEKTOpa 110 BOCIUTATENBHOM padoTe

N.N. BanoBa

(moznuce)

10.10.2024

JIOKYMEHT = BH3UPYETCSl  HMCIOJIHHUTEIEM W 3aMHTEPECOBAHHBIMHM B JIOKYMEHTE
JOJKHOCTHBIMU JIMIIAMH, PYKOBOJHUTETIEM 00pa30BaTeIbHON OpraHn3aIi.

3aMe4aHusl AOJKHBI OBITh IPEJCTABICHBI HA OTIACIBHOM JIMCTE, KOTOPBIH MOANMUCHIBAIOT,
JATUPYIOT U PUJIAratoT K JOKYMEHTY.
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Ha noxymeHTte, MOAJIMHHUK KOTOPOIO OCTaeTcsi B 00pa30BaTEIbHOW OpraHuU3allH, BU3bI
IPOCTABISIOT B HUKHEH 4acTH 000POTHOM CTOPOHBI MOCIETHETO JUCTA MOATMHHUKA JOKYMEHTA.

Ha ngokymeHnTe, MO/UIMHHUK KOTOPOTO OTIPABIISIIOT U3 OpPraHU3allui, BU3bl MPOCTABISAIOT B
HWKHEW 4acTH JIMIIEBOW CTOPOHBI BTOPOT'O 3K3EMILISPA OTIPABIIIEMOTO TOKYMEHTA.

Bo3moxHO odopmiieHne BU3 JOKyMEHTa Ha OTAEIBHOM JIUCTE corjiacoBanus. Jlomyckaercs
IIOJINCTHOE BU3UPOBAHUE JOKYMEHTA U €TI0 MPUIIOKEHUS.

Ecnu B nporiecce BU3MPOBaHUS B MPOEKT JOKYMEHTA BHOCSATCS CYIIECTBEHHbIC U3MEHEHMUS,
OH TIOJUIEKUT IOBTOPHOMY BH3MpoBaHuio. [loBTOpHOE BU3MpOBaHME HE TpeOyeTcs, €clii IpU
J0paboOTKe B MPOEKT JOKYMEHTA BHECEHBI YTOUHEHHUSI, HE MEHSIOUINE €r0 CYTH.

3.2.15. lloanuck

JIOKyMeHTBI, HampaBisieMble O0pa30BaTENbHON OpraHU3alUeil B BBHIIIECTOSIINE OPTaHbI
yIpaBJIeHUs, OIMUCHIBAIOTCS PYKOBOJUTEIEM 00pa3oBaTeIbHON OpraHU3aluy, €ro 3aMeCTHTEIEeM
0 TOPYYEHHUIO PYKOBOAMUTENs O0pa30BaTeIbHOW OpraHu3aldd [0  COOTBETCTBYIOIIMM
HaIpPaBJIECHUSIM.

B coctaB pexBusuta «Iloanuce» BXOIAT:

-  HaUMEHOBaHUE JOJDKHOCTH JIMILA, IMOANMCABIIEr0 JOKYMEHT (IIOJIHOE, C YyKa3aHHEM
HA3BaHMSI OPraHMU3AIMM, €CITU JOKYMEHT o(OopMJeH He Ha OJaHKe, U COKpalleHHOe — Ha
JIOKyMeHTe, 0(popMIIEHHOM Ha OJIaHKe);

—  JIMYHAas MOJIIHCH;

- pacmu$ppoBKa NOANMHUCH (MHUIHAIBI, (haMUIIHS).

Hanpumep:

3amMecTuTeNnb  JUPEKTOpa 1O N.A. NBaHOBa
BOCIIUTATENLHON paboTe (monmicE)

B nokymeHTax, moAroTOBICHHBIX KOMHUCCHEH, YKA3bIBAIOTCS HE JOJKHOCTH TOJIMUCABIINX
JIUII, @ UX 00SI3aHHOCTU B COCTaBE KOMHUCCHH.
Hanpumep:
npejacenareab KOMUCCHH N.0. ®amunus

(mozanucsk)

qJIeHbl KOMUCCHUU N.0. ®amunus

(mozanucsk)

N.0. ®amunus

(TIoAmcs)

IIpy mnoanucaHum [TOKYMEHTa HECKOJBKUMHM JODKHOCTHBIMHM JIMLIIAMU MX IOJIUCH
pacronararoT OJHy TOJX JPYrol B IIOCJIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH 3aHMMAaeMOU
JIOJIKHOCTH.

Hanpumep:

Hupexrop N.0. ®amunus

(TIoAIHUCH)

3amecTuTeNnb AUPEKTOpa N.0. ®amunus

(mozanuck)

HpI/I nmoANMMCaHuM OOKYMCHTA HCECKOJIBKUMH JIMIAMH PaBHBIX )IOJ'I)KHOCTCI\/'I, nx IOAIMMCHU
paciojiararoT Ha OJHOM YPOBHC.

Hanpumep:
3amecTuTenb ~ JUpPEKTopa 0 3aMecTuTeNnb IUpEeKTopa Mo y4eOHo-
aJIMUHUCTPATUBHO- BOCIIUTATENHHOU paboTe
XO03MCTBEHHOM paboTe
N.0O. ®amunus N.0O. ®amunus
(moanuce) (TIOAITHCH)

Eciu pgomxHOCTHOE JIMI0, MOAIMUCH KOTOPOro 3aroToBJICHA Ha IMPOCKTC MAOKYMCHTA,
OTCYTCTBYET, TO JOKYMCHT JOJIKCH IMOAIINCBIBATHCA JIUIOM, UCIIOJHAIOIIUM €T0 O6H33HHOCTI/I, NI
€ro 3aMCCTHUTCIICM.
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He nomyckaercs moanucaHue AOKYMEHTOB C IPEIJIOTOM «3a» WIM IPOCTABIEHUE KOCOU
YepThI IIEpPEl HAUMEHOBAHUEM JOJKHOCTH.

3.2.16. OT™eTKa 00 2JIEKTPOHHOMN TOAITHUCH

OTmeTka 00 37EKTPOHHOM MOANKCH BKIOYaeT: (ppa3y «JokyMeHT moamucan 3JIeKTPOHHON
HOJNKMCHIO», HOMEp cepTH(dUKaTa Kioya 3JIEKTPOHHOM NOANMCH, (aMminio, HMs, OTYECTBO
BJIaJIeNIbla cepTU(UKaTa M CPOK JEHCTBUS CepTH(HKATA KIH0Ya IIEKTPOHHOM MOAIUCH.

Hanpumep:
JTOKYMEHT NOJMUCAH
3JIEKTPOHHOM MOJINCHIO
Ceprudukar 1a1112aa0000000011

Bnanenenn WBanoBa Awnna IlerpoBHa
JHeticrButenen ¢ 01.12.2024 mo 01.12.2028

OTtmerka 00 DSJEKTPOHHOW TOANMKUCH JOJDKHA COOTBETCTBOBATH MECTY pa3MeleHUs
COOCTBEHHOPYYHON MHOJMNKMCH B AHAJOTMYHOM JOKYMEHTE Ha OyMaKHOM HOCHTENE. DJIEMEHTHI
OTMETKH JOJDKHBI OBITh BUAMMBIMH M YATAEMBIMH M HE JIOJDKHBI IEPEKPHIBATh AJIEMEHTHI TEKCTa
JIOKYMEHTA U JIpyre OTMETKH 00 3JIEKTPOHHON MOANUCH (IIPU HAIWYHH).

3.2.17. lleuats

OTTHCK medaTd 3aBepseT MOJIMHHOCTbh IMOANUCH JIOJDKHOCTHOIO JIMIIA Ha JOKYMEHTax,
YIOCTOBEPSIONINX TpaBa JIML, PUKCHPYIOMNX (aKThl, CBsI3aHHBIE C (PUHAHCOBBIMU CPEACTBAMHU, A
TaKXe Ha MHBIX JIOKYMEHTAaX, IPeJyCMaTpUBAIOIINX 3aBEpeHUE NOUIMHHON MOANUCH. [IOKYyMEHTBI
3aBEPSIOT MeYaThi0 00Pa30BaTEILHON OPraHU3aIUH.

[ledaTs mpocTtaBisieTcs Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas JIMYHOM MOANUCH
JOJKHOCTHOTO JIALA.

3.2.18. OrmeTka 00 UCTIOTHUTEIIE

OTtmerka 00 HCIONHUTENE BKIOYAaeT B ce0s (paMuiInio, UMs, OTYECTBO HCITOTHUTEIS
JIOKYMEHTa, HOMep ero TenedoHa.

OtmeTKy 00 MCIOJTHUTENE PacloiaraloT Ha JIMIEBON WK 00OPOTHON CTOPOHE MOCIEIHErO
JMCTa IOKyMEHTA B JIEBOM HM)KHEM YTIIy.

Hanpumep:

NBanosa Nuna MiBanHOBHA
8 (495) 994-94-94

3.2.19. Ot™meTKa 0 3aBEpEHUH KOITUU

Konuu ¢ [OKYMEHTOB BBIJAIOTCS C pa3pelicHHs PYKOBOJUTENCH CTPYKTYPHBIX
MOJpa3/ieIecHuii W TOJBKO C TeX JJAOKYMEHTOB, KOTOpble OBUIM H3JaHBl B 00pa30BaTEIbHOU
OpraHu3allil ¥ KOTOPbIE KAacaloTCs CIIy)KeOHOW JESITeTbHOCTH JIAaHHOTO CTPYKTYpPHOTO
MIOJIpa3IeIIeHUSI.

[Ipu BbIIaYe KOMUU JOKYMEHT BOCIPOM3BOJHMTCS MOJHOCTHIO (OJaHK 00pa3oBaTeIbHOM
OpraHu3allii, HOMEp, JaTa, COAEPKaHUE U T.1I.).

B mpaBom BepxHeMm yriy komuu muiiercs: ¢ioBo «Komwus». [Ipu Bbimaue KomuM ¢ KOIHU
cieayet nucath «Komus ¢ Kormumy.

Ecnu xomuss 1ans BHYTPEHHEro TMOJb30BaHUS, TO JJIS 3aBEPCHHS HIDKE PEKBHU3MTA
«IToAmMCEY MPOCTABISIOT 3aBEPUTEIBHYIO HAAINNCK: «BepHoy, OondcHocmb auya, 3a8epsaroueo
KONUIO, TUYHYIO HOONUCH, PACUUPDPOBKY NOONUCU (UHUYUATbL, PAMULUIO), Oam) 3a6epeHus..

Hanpumep:

Bepno

Jupexrop
B.B. Banosa

(mozmnucsk)

10.10.2024
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Ecnu xommst BblgaeTcs Al MpeACTaBiIEHUS B APYTYyI0 OpraHM3aluio, TO OTMETKa O
3aBEPEHUN KOIMU JIOTIONHSETCS HAAMKMCHI0 O MECTe XpaHEHUs JTOKYMEHTa, ¢ KOTOporo ObuLia
M3TOTOBJICHA KOIHUS, U 3aBepsieTCs MeYaTblo OpraHu3aliHm.

Hanpumep:

Toonunnux ooxymenma naxooumcs 6 ' bOY 6 dene Ne 12-k 3a 2024 200.

JIy1st mpocTaBiIeHUs OTMETKU O 3aBEPEHUU KO MOXET MUCIOJIb30BAThCS IITaMII.

3.2.20. OT™MeTKa 0 NOCTYIUICHUU JOKYMEHTA

Conepxut naTy MOCTYIUIEHHUSI JIOKYMEHTAa, a TaKKe €ro BXOJSIIMN perucTpanMOHHbBIN
Homep. [Ipu HEOOXOAUMOCTH B OTMETKE MOKHO yKa3aTh BpeMs MMOCTYIUICHHS B Yacax U MUHYTax U
croco0 JOCTaBKU JJOKYMEHTA.

OTMeTKy O MOCTYIUICHMH TOKYMEHTa B 00pa30BaTeIbHOW OpraHu3alliu MPOCTAaBISIIOT OT
PYKH B HIDKHEH YacTH JIMIIEBON CTOPOHBI MIEPBOTO JIMCTA TIOKYMEHTA UJIH Ha €ro 000poTe.

Hanpumep:

11.10.2024 Ne 23
13 4 40 mun

3.2.21. Pe3osmrous
B cocrtaB pe3osroinuu J0JDKHBI BXOIUTH CICAYIOUIME SJIEMCHTHI: (aMUIIUS, WHHUIIAAIIBI

UCTIONIHUTENA  (UCTIOMHUTENEH), coaepxkaHue rmnopydeHusa. [Ipm HeEoOXoAUMOCTH — CpOK
WCIIOJTHEHU S, MOATMKCH JIMIA, BEIHECIIETO PE30IIOLNI0, JaTa PE30IIIOLIUH.
Hanpumep:
Cmupnosoii 1.0.

IIpowy noocomosums npoexm npuxaza k 22.06.2024
Jluunas noonuco

10.10.2024

[Ipy Hanuuuu B PE30JIONMU HECKOJbKHX HCIIOTHHUTENECH YKa3bIBA€TCS OTBETCTBEHHBIN
UCIIOTHUTEND (KaK MPaBUIIo, 3TO JIUI0, HA3BAHHOE B PE30JIOIUHU TIEPBHIM).

Ha nokxymenrtax, He TpeOYIOMIMX AOMOTHUTEIBHBIX YKa3aHUN MO UCTIOJIHEHUIO U UMEIOIITNX
TUTIOBBIE CPOKH HCIIOJHEHUS, B PE3OJIONUHN YKa3bIBA€TCS WCIOIHUTENb, TMOAMKUCH aBTOpPA
pe30JTIoIHH, J1aTa.

Pe3omronus, Kak mpaBuIio, MUAIIETCS OT PYKU PYKOBOAMUTENEM HA MOATUHHUKE JOKYMEHTa Ha
CBOOOJIHOM OT TEKCTa MECTE.

3.2.22. OT™MeTKa 0 KOHTpOJIe

OTMeTka O KOHTpoJie 0003HAYaeT, YTO JOKYMEHT TOCTABJIEH HAa KOHTPOJb. OTMETKY O
KOHTpPOJIE 32 MCIIOJIHEHHEM JOKyMeHTa 0003HaudaloT oT pyku «KOHTpomb» Ha BepxHEM IoJie
JIOKYMEHTA.

KonTposmro mojuiexar Bce 3aperucTpupoOBaHHbIE TOKYMEHTHI, TPEOYIOIINE UCITOHEHUSI.

Cpoku WCTOTHEHUS JOKYMEHTa YCTaHABIWMBAIOTCS B COOTBETCTBUM CO CPOKaMHU,
0003HaYCHHBIMU 3aKOHOJATENLCTBOM, OpTaHM3aIlell, HalmpaBHBIICH MOpPYYEHHE WM MPOCHOY,
pPactopsSIUTEILHBIM JOKYMEHTOM WJTU PE30JTIOIUEH pyKOBOIUTENS 00pa30BaTeIbHON OpraHu3aIlii.

Cpoxk npoctasinsiercs: B GopMe AaThl 3aBEPIICHUS UCTIOTHEHUS.

3.2.23. OTrMeTKa 0 HaNpPaBJICHUH JOKYMEHTA B JIEIIO

OTtmeTka OO0 HUCTHOTHEHHH JIOKYMEHTa W HaMpaBIEHWH €ro B JEN0 BKIOYaeT B cebd
cienyromue qanHeie: ¢ppasy «B gemno», HHIEKC 1ena o HOMEHKIAType /e, B KOTOPOe MOMEIIAeTCst
JOKYMEHT Ha XpaHEHHE, C yKa3aHHWeM KaJCHJApPHOTO To/a, JODKHOCTH JHIA, O(QOPMUBIIETO
OTMETKY, TIOJIITUCH, JIATHI.

Hanpumep:

B neno Ne 01-18 3a 2024 1.

3amMecTuTeNh TUPEKTOPa M0 BOCIIUTATEILHON paboTe

10.10.2024

(TIoIHCH)
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OTMmeTKa 0 HalpaBJICHUH TOKYMEHTA B JEJI0 MOYKET NOMOJIHATHCS KPAaTKUMHU CBEACHUAMH O
XapakTepe UCIOIHEHUSI TOKYMEHTA.

3.3. OcobGeHHOCTH OATOTOBKU U 0()OPMIIEHUS OTAEIbHBIX BUAOB JOKYMEHTOB

3.3.1. Ilpuka3s

ITpuka3 — npaBoBOM aKT, U3/1aBaeMblil pyKOBOAUTENIEM 00pa30BaTeIbHON OpraHUu3ay Ui
peLIeHUsT OCHOBHBIX M ONEPAaTHBHBIX 3334, CTOSIIMX Tepen 00pa3oBaTelIbHON OpraHu3aluei
(TTpumosxenue Ne 2).

[Ipuka3 MoxkeT OBITh U3JaH JIMIOM, HUCHOJHAIOMUM OOS3aHHOCTH PYKOBOJIUTEIS
00pa3oBaTeIbHONW OpraHU3alMK B CIIy4ae ero OTCyTCTBUS.

B npukazax mo OCHOBHOM JE€STEIBHOCTH PELIAKOTCS BONPOCHl Y4eOHOM, XO0341HCTBEHHOM,
(UHAHCOBON JAEATENbHOCTH, IUIAHUPOBAHMSA, OTYETHOCTH, Y4eOHO-BOCIMTATENILHOIO IIpolecca,
(U3u4eCKOro pa3BUTHS U T.I1.

ITpukassl odopmisitoTcss Ha OnaHke oOpa3zoBarenabHOM opraHu3auuu. Ilepepaua nmpukasos,
UX KONUK pabOTHUKAM CTOPOHHUX OpraHU3aluil 10IyCKaeTCs TOJIBKO C Pa3peLIeHUs] pyKOBOIUTEINS
oOpa3oBaTenbHON opranuzanuu. [IpoekTsl Mpuka3oB pa3padaThIBAIOTCS YHOJIHOMOYEHHBIM JIULIOM
10 MOPYYEHUIO PYKOBOJICTBA WJIM IO COOCTBEHHOI MHUIIMATUBE.

[TonroToBka nmpukasa BKJIIOYAeT B ceOs:

—  H3YYCHHE CYyIIeCTBa BOIpoca U cOOp HEOOXOIUMBIX CBEACHUH;

—  TOArOTOBKY IPOEKTA IPUKa3a;

—  COINIaCOBaHUE MPOCKTA;

—  TOAINHUCAHME PYKOBOJMUTENEM 00pa30BaTeIbHONW OpraHu3allH;

—  pEerucTpaunuio.

[Tpuka3bl nevararoTcs mpudrom 12,

Homepa cTpaHuil mpocTaBisitOTCS IOCEPEIUHE BEPXHEro Iouid JucTa. TeKcT mnpukasza
HeyaTaeTcs uepe3 OAMH MEeXCTPOUYHBIN UHTEpBall, 0e3 obopoTa.

[Ipuka3 nmeeT cieayronme peKBU3NUTHI:

— HauMeHOBaHHE 00pa30BaTENbHOI OpPraHu3alluy COIJIACHO YCTaBYy;

— HauMmeHoBaHue Buja gokymenta ([IPMIKA3);

— jara;

—  HOMEp;

—  3aroJIOBOK K TEKCTY;

—  TEKCT;

—  HauMEHOBaHHE JIOJKHOCTH, MOJANUCH TODKHOCTHOTO JIMIA (MHULUAIIBL, (haMHITUS);

—  BU3bI COIVIACOBAHMS, 03HAKOMIICHHS.

JlaToit nmpukasa siBisieTcs Jata ero noanucanus. /lata opopmisiercs uppoBbIM CIIOCOOOM;
HOMEp COCTOUT U3 3HaKa «No» M MOpsAAKOBOro HoMepa npukasa, Hanpumep: ot 00.00.0000 Ne 000.

Texkcr mpukasa COCTOMT W3 JABYX B3aUMOCBSI3aHHBIX YacTed — KOHCTAaTHPYIOIIEH U
pacopsiANTEIbHOM.

TexcT npukasa 10JKeH UMETh 3aroJIoBOK. 3arojoBOK HaunHaeTcs ¢ npeiora «O» («O0») u
dopmupyeTcss IpY MOMOIIM OTIJIATOJIbHBIX CYLIECTBUTENBHBIX, Hanpumep. «O0 yTBEpKIAECHUM...»,
«O peructpanuu...», «O CO3JaHUH...».

3aroyIoBOK JOJDKEH KpPaTKO M TOYHO OTpa)kaThb COJEp)KaHHME TeKcTa Ipukasza. Touka B
3arojioBke He craBuTcs. lleuaTaercst yepe3 JBa MEXKCTPOUYHBIX MHTEpBala OT PEKBU3UTA.
[TeuaTaercst CTpOYHBIMH OyKBaMHM, BBIAEISETCS KUPHBIM HIPUPTOM.

B koHcTaTtupyromel yacTM KpaTKo H3JararoTcs Lead U 3aaadd, ¢GakTbl U COObITHS,
MIOCITY’KUBIIME OCHOBAHUEM JUIsl M3JaHUs Npukaza. OHa MOXKET HAUMHATBCS CIOBAMH «B LIEIAX),
«BO WHcCTONHEHHe» W Jp. Ecnu mpuka3 wu3naercs Ha OCHOBAHHMU JIPYroro JOKyMEHTa, TO B
KOHCTaTHPYIOIIEH YacTH yKa3bIBa€TCs HAaMMEHOBAHHWE ITOr0 JOKYMEHTa, HAMMEHOBAaHUE OpraHa,
M3JIaBLIETO TOKYMEHT, aTa, PETUCTPALOHHBIA HOMEP M 3ar0JIOBOK K TEKCTY.

KoHcTratupytomass 4acTe MOXET OTCYTCTBOBaTb, €CJIM IPEINUCBIBAEMbIE IEHCTBHUS HE
HY)KJAIOTCS B pa3bsACHEHHMU. TEKCT NIPHKa30B B TaKMX CIy4asX HA4YMHAETCS CO CJIOBa
«ITPUKA3BIBAIO» (mumercs mnpomnucHeiMH OykBamu). Ilpm Hamuumm nBYX dYacTeil mnpukasza
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pacnopsIUTENbHAs YacTh OTAEIAETCS OT KOHCTATHPYIOLIEH CIOBOM «IpUKa3biBato». llocie cioBa
«ITPUKA3BIBAIO» cTaBuTCS ABOETOUHE.

TekcT pacnopsiAMTENBHOW YacTU MOYKET JEIUTHhCS Ha IMYHKTBI, B KOTOPBIX YKa3bIBAKOTCS
WCIIOJIHUTEIIM, KOHKPETHbIE JACHUCTBUS M CPOKM MCIIOJHEHHUS MPEANHUCHIBAEMbIX JAeUCTBHM. Ecin
IIPUKA3 JOIOJHSIET, OTMEHSET WM H3MEHSET paHee W3JaHHbIE IPUKa3bl WIA HUX OTHAEIbHbIE
IYHKTBI, 3TO OrOBapUBAETCS B TeKCTe. lloCineHMM IMyHKTOM pacrnopsauMTElbHOW 4YacTH IpUKa3a
YKa3bIBa€TCs JOJDKHOCTHOE JIMLIO, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIOJIHEHUEM MpPHUKa3a B
nenoMm. Hanpumep: «KOHTpOIb 32 UCTIOTHEHUEM MIPUKA3a OCTABIISIO 32 COO0I».

[Toanuce otnensercs OT TEKCTa ABYMsI HHTEPBAIAMU, [1€YAaTAaeTCs OT T'PAHULIBI JIEBOTO MOJIS.

PacimmmdpoBka moamnucu medataeTcss Ha YpOBHE TOCIEAHEW CTPOKU JOKHOCTH Y TPaBOi
rpaHulbl TeKCTOBOTO noJs. [IpoGen Mexay nHuManaMu u pamMuiuen He 1eaeTcs.

[Mocnenusist OykBa B paciinppoBKe MOAINMCHA OTPAaHUUMBACTCS MPaBbIM mosieM (10Mm).

[Ipy mnoamucanuu mpuKaza JUIOM, 3aMEUIAIOIIMM PYKOBOAMTENS 00pa3oBaTeIbHOU
OpraHu3aIy, J0JDKHA OBITh YKa3aHa ero (pakTuyeckast JOHKHOCTD M (paMuUIIHSL.

[Tpyu HanMUUMK MPUITOKEHUHN K IPHUKA3y 005S3aTeIbHO JAENAeTCs CChUIKA Ha HUX B TEKCTE.

[Ipuka3el HyMepyrOTCs MOPSAKOBON HyMepaluen B pejienax KaJIeHIapHoro roja.

OTaenbHO HYMEPYIOTCSl TpHUKa3bl [0 OCHOBHOM JESTEIBHOCTH, MO JIUYHOMY COCTaBY
pabOTHHKOB.

Ecnu npukas BBOIUT B JeiicTBHE Kakue-TM00 TOKyMEHTHI (MHCTPYKINH, rpaduKu, mpaBua,
MOJIOKEHUS), TO OHU O(QOPMIISIFOTCSI B BHJIC TPWJIOKCHHUS K TPHKazy. B mpaBoM BepxHEM yriy
TaKUX JIOKyMEHTOB OT MSTOTrO MOJOKEHUS TadysTopa HeoOXoIuMo nucaTh ciaoBo «IIpunoxenue»
C YKa3aHMEM HauMEHOBAHUs PaCIOPAIUTEILHOTO JOKYMEHTA, €ro 1aThl, HOMepa.

Hanpumep:
[Ipunoxxenune
k npukaszy I'bBOY ....
Ot 11.07.2024 N34

[TpunoxeHnus K npoekTaM NpUKa30B 0POPMIISIOTCS Ha OTAEIbHBIX JIMCTaX Oymaru.

Pasmepsl monesl M MEXCTPOYHBIE MHTEPBAJIBI IIPU IMEYATAHMM TEKCTOB IPHIIOKEHUN
UJCHTUYHBI pa3MepaM, IPUMEHAEMbIM IIPU NI€4aTaHUU TEKCTOB IIPUKA30B.

B npunoxeHusx nomemarnTcs NoJ0KeHUs, IePEeYHH, CIIUCKH, Ipa@uKu, TabIUIbl, 00pa3iibl
JIOKYMEHTOB U JIp.

Ecnu B TekcTe aeTcsi cchbUIKa «COIVIACHO MPHIIOKEHHIO» WM (mpuioxkeHue Ne...), To Ha
NIEPBOM CTPaHULE NPUJIOKEHUS B IPAaBOM BEPXHEM YINIy numiercs cioBo «lIpuimokeHune» u ero
HOMEDP, HWXKE 4Yepe3 OJMH MEXCTPOYHBIM MHTEpBAJI JAETCS CChUIKA Ha INPHUKA3 PYKOBOIUTEINS
00pa3oBaTeNbHON OpraHu3alliy, ero 1aTy 1 HOMep.

Bce coctaBHbIE 4acTHM pEKBU3UTA BBIPABHUBAKOTCS IO JIEBOMY Kparo, IEYATAOTCS 4Yepe3
OJIMH MEKCTPOYHBIA MHTEpBall. /[IMHAa CTPOKM HE [OJDKHA IPEBBINIATH 8CM, OIpaHUYMBACTCS
IIpaBbIM MOJIEM JOKyMeHTa. [Ipyr Hanu4unu HECKOIBKUX MPUIIOKEHU OHU HyMEPYIOTCSL.

Hanpumep:

[Ipunoxenue 1
K npukazy MBOY ....
or 11.07.2024 Ne 34

[Tpu Hanuuuu B Tekcte popmynupoBku «Y TBEP/IUThy nmpunaraemoe nosioxeHue, COCTaB
KOMHCCHM, TEPEUYeHb MEPONPHUATHI U T.A. HA CAMOM MPUIOKEHUU B MPABOM BEPXHEM YTy
pacnionaratorcs ciioBa «Y TBEPXKJIEHO» nmu «YTBEPX/IEH» co cceuikoi Ha npukas, ero aarty,
HOMED.

Hanpumep:

YTBEPXJIEHO
npukazom MBOY ...
or 11.07.2024 Ne 34
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3aroyioBOK K TEKCTY MPUIIOKEHHSI TIedaTaeTcsl HEHTPUPOBaHHBIM criocoboM. HaumeHnoBanue
BUJA JIOKyMEHTA MPWIOKEHUs (IIEpBOE CIOBO 3arojioBKa IMPHWJIOKEHHUS N€4aTaeTcsl MPOMUCHBIMU
oykBamu xxupHbIM mpudTom: [IOJIOXKEHUE, TEPEUYEHD, CITMCOK u T.1.).

3aroJIoBOK IPUJIOKEHUS OTIENSIETCS OT JaThl U HOMEpa IpUKa3a IByMs MEXKCTPOUHBIMU
MHTEpBaJIaMU.

[Ipy Hamuuuu B TEKCTE NPUIIOKEHUS HECKOJBKHUX Ppa3/elOB WX 3aroJOBKH I1€YaTAOTCS
HEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTEIBHO TpaHUI] TeKcTa). Touka B KOHIIE 3arojiOBKOB HE
craBuTcs. JlomyckaeTrcss BBIIENATH 3aroJIOBKA Pa3/ieioB IMIPUPTOM JPYyroil HACHIIEHHOCTH
(>KMpHBIM, TIOJTY>KHPHBIM).

Texct npuioskeHUs: MOXeT ObITh odopmileH B BHIE Tabmuubl. I'padbl U cTpoku TaOIHIIBI
JOJIKHBI UMETh 3aroJIOBKH, BBIPaKCHHbIE UMEHEM CYIIECTBUTEIbHBIM B MMEHUTEILHOM MaJlexke.
[TonzaronoBku rpad ¥ CTPOK rpaMMaTUYECKH JTOJDKHBI OBITH COTJIACOBAHBI C 3arojoBKaMu. Tekct
TaOJIMLIBI TeYaTaeTCs Yepe3 OJAMH MEXKCTPOUHBIN HHTEPBAJL.

[Ipy HanMuuu B TEKCTE MPUIIOKEHHM CCHUIKM HA CHOCKY OHa O(OPMIISIETCS 3BE30UKOM.
TeKCT CHOCKM IeyaTaercs uepe3 OJAMH MEKCTPOUYHBIA MHTEPBAT B KOHIIE KAXJI0M CTPAaHUIIBI WM
nocje TpUJIOKEHUs B 1enoM noj deproi. Ilocime cumBoia CHOCKM €€ TEKCT Ie4araercs ¢
MpOMNuUCHON OyKBbI. B KOHIIE TeKCTa CHOCKM CTaBUTCS Touka. Ha ogHOIN cTpaHUIle HE TOJIKHO
oopmMIsATECS O0JIEE TPEX CHOCOK.

B nonoxxeHusix, mporpammax, ycCTaBaXx MU JPYTrMX HOJOOHBIX JOKyMEHTax pa3/elbl,
MOJpAa3NeNbl, MyHKTHl M TOAIYHKTHl HyMepyloTcst apabckumu mudpamu. Homep mnoapasmena
JOJKEH COCTOATh M3 HOMEpa paszzenia M HoMepa Mojpasjesa, pa3JelieHHbIX TOUYKOH (Hanpumep,
1.2.). Homep myHKTa MOET COCTOSITb M3 HOMEpa paszjielia, MoJpas3jeia U MyHKTa, pa3/eleHHbIX
Toukamu (Hanpumep, 2.3.1.). IlyHKTBI Ipx HEOOXOAMMOCTH MOTYT MOJIPA3ACNATHCSA Ha MOJIYHKTHI,
KOTOpBIE JIOJKHBI MMETh IOPSAJKOBYI0 HYMEpalLMI0 B Mpefesiax KaxAoro IyHKTa (Hanpumep,
1.1.1.1.,1.1.1.2. u T.1.).

Busel mpocTaBistoTcss Ha 000POTHOM CTOPOHE MOCIEIHEro JINCTA IPOEKTa IprKasa.

Ha npunosxeHusix K mpoeKTaM MPUKa30B BU3bI MPOCTABIISIIOTCS MO TEKCTOM MPHIIOKEHUS.

3.3.2. IlpoTokon

[IpoTokon — MOKyMEHT, B KOTOPOM (PUKCHUPYETCS X0/ 00CYKIEHHUS BOIIPOCOB M MPUHATHS
pelieHnii Ha cOOpaHUsAX, COBELIAHUAX, KOH(PEpPEeHIUSAX U 3aCelaHusAX KOJUIETHMaJIbHBIX OpPraHOB
(mpusnoxenue Ne 3).

B mnporokonax MNOCTOSIHHO AEMCTBYIOIIMX KOJUIETHMAIbHBIX M COBEILATENIbHBIX OPraHoB
(Memaroruueckoro, MeTOAMYECKOrO COBETOB, KOMHCCHM), a Takxke KoHdepeHImi, coOpaHwii,
COBEILlaHUM, 3ace/laHui, IEepPEeroBOPOB, BCTPEY) MCMONb3yeTcs (opMa H3JIOKEHUS TEKCTa OT
TpeTbero nuia MHoxkecTBeHHoro yucna (CJIIYIIAJIU, BBICTYIINIIU, PEIHINIIN). Conepxanue
BBICTYIUIEHUH M3JIaraeTcsi OT TPETHETO JUIa €AUHCTBEHHOIO YHCIa.

IIpoTOKOJI UMEET CIENYIOUINE PEKBU3UTHI:

—  HauMeHoBaHue BuAa AokymeHTa — cioBo «[IPOTOKOJI» neuaraercss Ha 2cM HIXKeE
OT TPAHMIIBI BEPXHETO MOJIS MPOMUCHBIMU OYKBaMH, MOITYXUPHBIM MIPUGTOM U BBIPABHUBAETCS
10 IIEHTPY;

—  BUJ 3acelaHus, COBEIIAaHUS — OTIENSIEeTCS OT MPEABIAYIIEr0 PEeKBU3UTA JIBYMs
MEXCTPOYHBIMH WHTEPBAJIAMH, TICUATACTCS IMONYXUPHBIM IIPUPTOM dYepe3 OJHH WHTEPBAT U
BBIPABHUBAETCS 1O LIEHTPY;

- JaTa ¥ HOMEp MPOTOKOIa — faTta oopmisieTcss udPOBLIM CIIOCOOOM U TIeYaTaeTCst
yepe3 JBa MEXKCTPOUYHBIX HMHTEpPBANIA HUKE TMPEABIAYIIET0 PEKBU3UTa OT JIEBOW TpPaHUIIBI
TEKCTOBOTO T10JIsI, @ HOMEP — I1OCJIE CI0BA KIIPOTOKOI»;

—  MECTO MPOBEJEHUS 3aceaHus yKa3bIBAaeTCs pU 0(hOpMIIEHUU MTPOTOKOJIA COBEIAHUS
B TOM Cllydyae, €ClIdi OHO TMPOUCXOJWIO HE B 3JaHUU 00pa3oBaTeNbHON OpraHU3allly,
BBIPABHUBAETCS IO LIEHTPY Ha OJTHOU JIMHHUH C JaTOM;

—  TEKCT MPOTOKOJIa, KaK MPaBUJIO, COCTOUT U3 ABYX YACTEil: BBOAHOW M OCHOBHOM.

BBoanas yacte cocTaBisieTcs 10 CXeMe:

[Ipencenarens — Pamuius U.O. pykoBoauTEN .

Cekperapp — Pamunus 1.0.
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[IpucyrcrBoBanu:

CnoBa «IlIpencenatensy u «CekpeTapb» Ne4aTalOT ClieBa OT HYJIEBOIO IOJIOKEHUS
TadyJsATOpa, OTAEINSIS ABYMS MHTEpBajJaMH OT 3arojioBka U Apyr ot apyra. C HOBOM CTPOKH MHILYT
cioBo «lIIpucyrcrBoBaim»,

@amMuiIMM M HMHULIMAIBL [TOCTOSIHHBIX YJIEHOB KOJUIETMAJIBHOTO OpraHa, y4acTHHKOB
3aceaHusi, pPa0OTHUKOB OpraHW3alid ¥ TPUTIANICHHBIX Ha 3acelJaHhe IEePEUUCISIOTCS B
andaBUTHOM mopsiike 0e3 ykazaHus AOJDKHOCTeH. Ilepeuncienue mpuCyTCTBYIOMMX O(GOPMIISIOT
BO BCIO IIIMPUHY CTPOKH Yepe3 OJIMH MEKCTPOUHBIM HHTEepBaIL. Eciii B 3aceanuu yuacTBYIOT Ooliee
15 yenoBek, B MPOTOKOJIE YKa3bIBAIOT WX OOIIEEe KOJIUYECTBO, a paciindpoBKa MpecTaBiseTcs B
SIBOYHOM JIMCTE, KOTOPBIN SBJISICTCS MPUIIOKEHUEM K ITPOTOKOITY (mipuiioxenue Ned).

[Ipu odopmiieHnH TMNPOTOKONA C YHUCIOM YYacTHUKOB Ooznee 15 damumuum He
MEPEUUCIIAIOTCS, a YKa3biBaeTcs IMUGPON UX 00IIee KOJIWYECTBO, CIIHMCOK yYAaCTHUKOB B TaKUX
ClIy4asix IpHUJIaraeTcsl.

Hanpumep:

Ipucymcmeosanu 41 uenosex (60unblll TUCH NPULALAETIC).

[Togcuer y4acTHUKOB MPOBOAMTCS IO CIIMUCKAM PErUCTPALMH, KOTOpPHIE MPUIIATAIOTCA K
MIPOTOKOJY.

[Tocme mepedncineHUsT YYaCTHHKOB B MPOTOKOJIE O(OPMIISETCS TEepeYeHb BOIPOCOB,
NoJJIeXKaMX 00CYXKIIEHUI0, KOTOpbIH HaunmHaeTcsi cioBamu «lloBecTka mHS» W pacronaraercs
[IEHTPOBAHHO Yepe3 JIBa-TPU MHTEPBAJIa OT CIUCKA YYaCTHUKOB.

[ToBecTka MAHS COACPKUT TEpPEUYHCICHUE TIYHKTOB (BOMPOCOB) TMOBECTKH  JHS,
(UKCHPYIOIINX TOCIEIOBATEIIEHOCTh OOCYKICHMS, ¢ (paMHIUsIMU JOKIAIUKOB. KakpIid BOIIpoc
HyMepyeTcs apaOckoi mudpoi, pacronaraercss B MOPsSAKE 3HAUMMOCTH U OTBeYaeT Ha Bompoc «O
qyem?».

Hanpumep:

1. AHanu3 BBINOJTHEHUS TOJOBOTO IUIaHa PabOTHI 00pa30BaTEIBLHOM OpraHu3aIluy 3a
20242025 y4eOHbIii roa.

Joxnamunk —Ilerposa A.1.

OcHOBHas 4acTh MPOTOKOJA COCTOUT M3 Pa3leioB, COOTBETCTBYIOIIMX IMYHKTAaM MOBECTKHU
JTHSL.

TekcT Kaxx10ro pazaena COCTOUT U3 TPEX YacTeH:

— CJIVIIAJIA: kpatkoe conepkaHUE JOKJIaJa WM CChbUIKA Ha MpUlaraéMblid K
nporokony TekcT. Ilepen cioBom «CIIVIIAJIN» mpoctaBisieTcsi HOMEpP B COOTBETCTBUH
C IOBECTKOM THS;

—  BBICTVIINJIM: kpaTkoe coiepaHUE KakKIOTrO BBICTYIUIEHUS, 3aJaHHBIE BOIIPOCHI U
OTBETHI,

—  PEHINJIA (ITOCTAHOBWJIN): pemenne GopMyaupyeTcsi ¢ UCIOJIb30BAHUEM MOJIEIH,
MPUHATOMN I pacOPAIUTEIbHBIX JOKYMEHTOB: UTO C/AENaTh, UCIIOJIHUTEIb, CPOK UCIIOJHEHHUS.

Pemenus, BeipaboTaHHBIE Ha COBEIIAHWM, BHOCAT B MPOTOKOJ mociie cioBa «PEIINJIN
(«[IOCTAHOBWUJIN»). Pemenne MoOXeT coAepkaThb OIWMH HIM HECKOJIBKO IyHKTOB, OHHU
pacmoiararoTcs 1Mo 3HAUUMOCTH, KaXKIbI U3 HUX HyMEpyeTCsl.

B ciydae xorga mpoTokon (PUKCHpYET pelieHne 00 YTBEPKIACHUH KaKoro-Iu0o JOKyMEHTa,
B TEKCTE IMPOTOKOJIa JIOJDKHA COJEPKAThCS CChUIKA HA OSTOT JOKYMEHT, a CaM JIOKYMEHT
MPUJIAraeTcs K MpoTOKOIY.

[Ipn HAMIMUMK 0COOOTO MHEHHS MO MPHHATOMY PEIICHUIO OHO 3alUCBIBACTCS B IMPOTOKOJ
(TTocie COOTBETCTBYIOIIETO MPOTOKOIBHOTO PEIICHHUS ).

B kadecTBe MCMOTHUTENST MOXET OBITh YKa3aHO OJHO WJIM HECKOJIBKO JOJKHOCTHBIX JIWIL
6o CTpykTypHOe mojapaszaeneHue. Cpok MOXeT ObITh yKa3aH KakK KaJeHJapHas JaTa WM Kak
MIePHO]T BBHITIOJTHEHHS paOOTHI.

CnoBa «CJIYIIAJIN», « BBICTYITWIN», «PELLIUIIN» («KITOCTAHOBWJIN») nevaratot
OT JIEBOTO TOJISI TPONUCHBIMUA OyKBaMU M 3aKaHYMBAIOT ABOETOUUEM.

Kaxxnpiii pazen meuataeTcsi C KpaCHON CTPOKH, YTOOBI BBIJICTUTH B TEKCTE MPOTOKOJIA PeUb
OCHOBHOTO JIOKJIJYMKa, BBICTYIUICHUS YYAaCTHHKOB OOCYXJIEHHS BOMNpPOCAa W IMOCTAHOBIISIIOIIYIO
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yacTh, popmynupytonryto pemienue codpanus. C 3TOH ke LEIbI0 B TEKCTE MPOTOKOJIA KaKIYIO
damMuIMI0 ¥ MHUIUATBl BBICTYMAIONIMX MEYaTal0T ¢ HOBOHW CTPOKM B HMMEHHUTEIBHOM IaJeKe,
3aMUCh BBICTYIUICHUS OTICNAIOT OT pamunuu neducom. Kaxaplii Bompoc medaraercsi ¢ KpacHOM
CTPOKH, (DaMUIINU TIPH 3TOM JOIYCKAETCsl HE YKa3bIBaTh.

B oTaenpHBIX ciiydasx Ha OCHOBE PYKOIHCHBIX WJIM MarHUTO(OHHBIX 3aMuceil, KOTOpbIE
BEJIMCh Ha 3aCellaHHH, COCTABIIAETCS CTEHOrpapUUecKii MPOTOKOI, KOTOPBIH JOCIOBHO IMEpeaaeT
poLecc 00CYXKACHUS KaKI0T0 BOIIPOCa U BBIPAOOTKY pEIIeHHUS 110 HEMY.

[TpoTokon odopmieT cexperapb 3acedaHus, IOPUINIECKYIO0 CHIIy TPOTOKOJ MpHoOpeTaeT
TOJIBKO MPU HaJU4MM JBYX MOJANUCEed — mpexacenarens u cekperaps. [loanucu pacnosararor,
OTIEIMB OT TEKCTa JABYMSA-TPEMS MEXCTPOUHBIMM HHTEpBaJlaMU OT TpaHMIbl JIEBOTO IOJIS.
[TognuceiBaeTcsl MepBbIA 3K3EMIULSIP NPOTOKOJIA, KOTOPBIA MOJAIIMBAETCS CEKPETapeM B JIEN0 U
XPaHUTCSL B COOTBETCTBUU CO CPOKOM, OIIPEIETIEHHBIM HOMEHKIIATYpOU JEll.

B HekoTopbIX citydasix opopmIsieTcs BBITUCKA U3 TPOTOKOJIA.

Boinucka U3 NpoTOKONa — TOYHAsl KOMUS YacTH TEKCTa IOJUIMHHOIO IIPOTOKOJA,
OTHOCSIILIETOCSI K TOMY BOINPOCY IMOBECTKM JHS, IO KOTOPOMY TOTOBHUTCS BbINHUCKA. [Ipu 3TOM
HE0OXOMMO BOCIIPOM3BECTH BCE PEKBM3UTHI OJIaHKA, BBOJHYIO YaCThb TEKCTa, BONPOC MOBECTKU
JTHSI, TI0 KOTOPOMY TOTOBUTCS BBIIHUCKA, U TEKCT, OTPAXAIOMINI 00CyX/IeHHE BOIPOCa U MPUHSATOE
peuieHue. B aToM citydyae Ha3BaHHe JOKYMEHTa opopmisieTcs Kak « Bolmucka u3 mpoTokosia.

3.3.3. CayxebHoe MHCbMO

[IuceMa cocTaBisAIOTCS AJI OCYLIECTBIICHUSI ONIEPATUBHOM CBSI3U JIPYTMMU OpPraHU3alMsIMU
10 BOITPOCaM JIESITEIbHOCTH 00pa3oBaTesbHOM opranu3aiuu (nmpuioxenue Ne 5).

[To conepkaHWIO W HA3HAYCHHUIO MUCbMa MOTYT OBITh MH(OpMAIMOHHBIC, TapaHTUHHBIE,
peKJIaMalluOHHbIE, KOMMEPUYECKHUE, MMChMa-3aMPOChl, MUCbMA-TIPUTJIAILICHUS U T. 1.

WNudopmanroHHbIe MTUChMa COAEPKAT COOOLICHHS, TPOCHOBI, HATTOMUHAHUS, TPEIOKEHUSI.

l"apanTtuiiable npeHa3HAYEHBI Ul U3BEIICHUS O TapaHTUSIX OIJIAThl, CPOKOB MOCTABKU WJIU
KayecTBa NMPOAYKLUHU U YCIYT.

B pexmaMannoHHBIX (TPETEH3MOHHBIX) MHChbMAaX M3JAraloT TpPeOOBaHUS BO3MEIICHHUS
yOBITKOB, HAHECEHHBIX HW3-3a HAPYIICHHUS YCJIOBHI KOHTpAKTa WM JIOTOBOpa APYrol CTOPOHOM
(xoHTpareHToM). Pexiamanivs 10KHA MOATBEPIKIATHCS MPUIIaraeMbIMU K TUCHMY TOKYMEHTaMH B
BU/JIE AKTOB, CIIPABOK U T.J.

Kommepueckre nucbma COCTaBISIIOT MPU 3aKIOYEHUU U BBIIIOJIHEHUHM KOHTPAKTOB, YAaCTO B
HUX HM3JararoT NpochObl O MPEIOCTaBIEHUH MH(OPMALMK O TOBapax M ycilyrax y MX MpO/aBlOB
WJIM, HAPOTUB, IPEAJIAratoT NOCTABUTh TOBAPhI WIH YCIYTH.

B nucbMax-3anpocax npocsiT y KOHTpareHTa pa3bsiCHUTh KaKoi-Tn0o (akT nin JeicTBUE.

CrayxeOHble NUCbMa IeYaTaroTcsl Ha OJaHKax mHceM O00pa30BaTENIbHOW OpraHHU3alluu.
Cnyxe0HO€ MUCHhMO HMEET CIEAYIOIINE PEKBU3UTHI:

—  rpu¢ ¥ OTMETKa OrpaHUYEHUs AOCTyIa K JOKYMEHTY (€CJIM 3TO HE0OXOUMO);

- ajpecar;

- 3aroJI0BOK K TEKCTY;

- TeKCT;

-~  OTMETKa O HAJM4YHMH MPUIOKEHUN (€CTM OHU UMEIOTCS);

—  TIOJIUCH;

—  OTMETKa 00 HCIIOJIHUTEIE.

Texkct ciyxeOHOro mnuchbMa, Kak MPaBUIIO, JOJKEH KacaTbCsl OJIHOTO BOMpoca WU
HECKOJIBKUX BOIPOCOB, €CJIM OHU B3aUMOCBSA3aHbI U OYAyT pacCMaTpUBATHCS B OHOM CTPYKTYPHOM
noJipa3fielIeHuy OpraHu3alun-aapecara.

TekcT u3naraercst OT MEPBOro JUIA €IUHCTBEHHOrO 4ucia (IPOCUM, HAalpaBlgieM U T.1.)
WM OT TpeThero juma eauHcTBeHHoro uucia (OO cuwmtaer..., mpodcoro3Hbiii komuter OO
paccMoTper...).

TekcT mucbma, Kak TpaBUIIO, COCTOMT M3 JIByX 4YacTed. B mepBoi yacTu wu3naraercs
NPUYMHA, OCHOBAHUE MJIM OOOCHOBAHUE COCTABIICHUS MHCHbMA, MPUBOJATCS CCHUJIKM Ha JIOKYMEHT,
SIBJISIFOIITUACS OCHOBAaHHWEM TIOJIOTOBKM TMHUChbMa. BO BTOpOi dYacTh, HauMHAKONICHCS ¢ ab3ara,
MIOMEIIIAI0TCS BBIBOJIBI, TPEUIOKEHUS, IPOCHObI, PEIICHUS U T.1.
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3.3.4. Tenerpammel, TeneoHOTrpaMMBbI U (DAKCUMUITbHAS CBSI3b

[lepeqaua KoppecmoHAEHIMH 1O (AKCUMUIBHOH CBA3M B JIpyrHe€ OpraHU3aluu
OCYILECTBIIICTCSI TOJBKO IO YKA3aHUIO WIHM C pa3pelieHHs aJIMUHHCTpaLuu 00pa30BaTesIbHON
OpraHu3aIuHg.

[ToIMHHUKN JOKYMEHTOB, MEpPElaHHbIX MO (PAaKCHMUIIBHOM CBSI3U, MOALIUBAIOTCS B €O,
XpaHsmeecs: y pabOTHHKA, OTBETCTBEHHOTO 3a (DaKCUMWIIBHYIO CBSI3b, C yKa3aHHEM BPEMEHU U
JaThl Nepefayd, a KOIMHU BO3BPALLlAIOTCSI B COOTBETCTBYIOLIUE CTPYKTYPHBIE IOJPA3/EIEHUs ¢
nomeTtkon «FAX (mara u Bpems)».

3.3.5. 3asBneHue

3asiBieHHe — 9TO O(UIIMATBFHOE COOOIICHNE B MUCbMEHHON (hopMe. OHO COMEPIKHUT Halle
BCEro IpeJUIoKeHue, kajlo0y WiIM Mpock0y Kakoro-nubo 4YeIoBeKa, aJpecOBaHHbIE WU
OpraHu3aliy, WM JOJDKHOCTHOMY JHIly. 3asiBieHHe Oo(opMisieTcs Ha CTaHIAPTHBIX JIMCTax
Oymaru popmata A4.

3agBreHHE BKIIOYACT: aJpecaTa, KOTOPOMY HAlpaBiseTCs 3asBlCHHE, (aMIIIUIO, UM,
OTYECTBO, JOJDKHOCTh ABTOpA 3asiBJIICHUS, HAUMEHOBAHUE JOKYMEHTA, TOUYHOE U3JI0)KEHUE MPOCHOBI,
NPEIOKEHHS, OTIMCH TPUIIAraeMBbIX K 3asBJICHUIO JOKYMEHTOB, JaTa, MOAIHUCH.

B 3asBieHun ucnonb3zyercs, Kak MpaBuio, OpHUIMAIbHO-/EI0Bas JIEKCUKA, B HEKOTOPBIX
3asBIICHUSIX JIOIYCKAETCs yIOTpeOieHHe My OMMIMCTHYECKON JIGKCUKH.

3.3.6. 3anucka

3anucka (aHaTUTHYECKas, MAOKJIAaHas, CiIy)keOHas, OOBSICHUTENbHAas) — JOKYMEHT,
a/IpeCOBAaHHBIN PYKOBOJUTEII0 00pa30BaTeIbHONW OpraHU3alliy WK BBILIECTOAIIEH OpraHu3aluu U
CoJep KAl 00CTOATENBHOE M3JIOKEHHE KAaKOTro-TH00 BOMPOCa C BBHIBOJAMH U TPEATIOKEHUSIMU
COCTaBHUTEJS.

JlokJiajHas 3alMCKa COCTaBIISIETCA KaK 110 JIMYHOW MHUIMATHBE aBTOpa (pabOTHHKA), TaK U
0 yKa3aHHIO (MIMCbMEHHOMY MJIM YCTHOMY) PYKOBOJUTENS 00pa3oBaTeIbHON OpraHU3alyH.

3anucka cocTaBisieTcs Ha OyMaXHOM HOCHUTEJE WM B 3JIEKTpOoHHOM Bujae. OdopmieHue
3allUCKU  3aBUCUT OT ajapecara. Ilpu cocTaBneHMM [JOKIagHOM 3alUCKH, aJpecOBaHHOU
PYKOBOAUTENNO 00pa30BaTENbHOW OpPraHM3allMd B paMKax 0o0pa3oBaTeNbHON OpraHW3alud, OHa
CUMTaeTCs BHYTPEHHEH 1 0opMIIseTCs Ha CTaHAApTHBIX JucTax Oymaru ¢popmara A4. BHyTpeHHss
3aIrcKa JIOJDKHA COIEPIKaTh CIEAYIOIINEe PEKBU3UTHI: BU JOKYMEHTA, ATy TOKYMEHTa, Ha3BaHHUE
JIOKYMEHTa (3arojlOBOK K TEKCTY), €ClIi TeKCT OoJiee 4YeThIpeX-TSATH CTPOK; ajapecara, TEeKCT,
noanuchk (C yKazaHHEM JIOJDKHOCTH, (aMHINHM, WHHOUAIOB). lloAmuchiBaeT BHYTPEHHIOK
JIOKJI/IHYIO 3aIMCKY COCTaBHUTENb.

Ecnu 3anmcka agpecyercst 3a mpeensl 00pa30BaTeNbHON OpraHu3alii, TO €e 0POPMIISIOT
Ha OJlaHKe M OHa Ha3bIBaeTCsl BHEIIHeH. BHemHss 3amucka JOJKHA CoJepXaThb CIEAyIOIIHe
PEKBU3UTHI: HAMMEHOBAHUE YYPEKICHUS, BHJ TOKYMEHTa, ATy JOKYMEHTa, PeruCTpaldmOHHBINA
HOMEpP, MECTO COCTaBJE€HMs, Ha3BaHHME JOKyMEHTa (3arojlOBOK K TEKCTy), €ClM TeKCT Ooiee
YeThIpeX-TISTH CTPOK, apecaTa, TeKCT, TOIHICh PYKOBOIUTENS 00pa30BaTeIbHON OpraHu3aIiy.

Pa3HOBUIHOCTBIO JOKJIAIHOW 3alUCKU SIBJIAIOTCS MpeacTaBieHus. OHU UCTIONb3YIOTCS TPU
JOKYMEHTHPOBAHUM KaJIPOBOW NEATEIFHOCTH W COCTABISIOTCS PYKOBOIUTENEM 00pa30BaTEIbHOM
OpraHu3alliil WU ero 3amectuTeneM. lIpencTaBieHUs COCTAaBIAIOT B CIy4asxX MOOILPEHHUs
pabOTHUKOB, HAIO)KEHUS B3BICKAHUH, TPOBEACHNUS aTTECTAIINH.

3.3.7. ABToMarTu3anus JOKyMEHTHPOBAHMUSI

JIJ1st TOATOTOBKH JOKYMEHTOB MOTYT TIPUMEHSITHCSI aBTOMATH3UPOBAHHbIE TEXHOJIOTHH. [Ipn
3TOM CO3Aal0TCsl 0a3bl JaHHBIX (KOPPECIOHAECHTOB, (OPM JOKYMEHTOB, Tpa(apeTHbIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), peIaKTOpCKUe mporpammbl u Ap. [lopsmaok pa3paOoTKH, SKCIUTyaTaluyd H
MOJIb30BaHUSl TAaKUMHU CHCTEMaMH OIpeNeNIIeTCsl CTaHaapTaMu B 00JacTH aBTOMAaTH3UPOBAHHBIX
WH(POPMAIMOHHBIX TEXHOJIOTHH.

3.3.8. DNeKTpOHHBIE JOKYMEHTBI

ITopsimok coctaBnenus, 0(pOPMIIEHUS U COTTIACOBAHMSI IPOEKTOB 3JIEKTPOHHBIX TOKYMEHTOB
OCYILECTBIISICTCST MO OOIIMM TpaBWIaM JI€JIONPOM3BOJCTBA, YCTAHOBJICHHBIM B OTHOILICHUU
AQHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHTEJE. ODJEKTPOHHBI JOKYMEHT IOJKEH HMETh
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PEKBU3UTHI, YCTAHOBJEHHBIC JJI1 AHAJIOTMYHOTO JOKyMEHTa Ha OyMa)XXHOM HOCUTeNe, 3a
UCKJIIOUYEHUEM OTTHCKA I1€YaTH.

B nepedyeHp 00s3aTeNbHBIX CBEJCHMM O JOKYMEHTaxX, UCIOJb3YyEMBIX B ILENAX ydeTa U
IIOWCKAa JIOKYMEHTOB B CHCTEMax dJJEKTPOHHOTO JIOKyMEHTO0OOpoTa 0Opa3oBaTeNbHOU
OpraHu3allii B COOTBETCTBUU C IPAaBUJIAMU JIEIOIPOU3BOJICTBA B 00pPa30BaTEIbHOW OpraHU3aIH,
BXOJIAT:

—  aJpecaHr;

- azpecar;

—  JIOJDKHOCTb, (haMMJIUS U MHULMAJIBI JIMLA, HOAMMCABLIETO JOKYMEHT;

-  BUJ JIOKYMEHTa;

- JlaTa JOKyMEHTa;

-  HOMEp JIOKyMEHTa;

—  JlaTa NOCTYIJICHUs JOKYMEHTa;

- BXOJSIIMHA HOMEP JOKYMEHTA;

—  CCBUJIKAa HAa UCXOJALIMM HOMEp U AaTy JOKYMEHTA;

-  HaUMEHOBaHUE JOKYMEHTAa;

—  HHJEKC Jena;

- CBEJEHHUI O Mepeaapecaluu J0KyMEHTa,

—  KOJIMYECTBO JINCTOB OCHOBHOI'O JIOKYMEHTA;

- KOJIMYECTBO MPUIIOKECHU;

—  oO11ee KOIUYECTBO JUCTOB MPUIIOKEHUI;

—  yKa3aHus 10 UCIOJHEHUIO JOKYMEHTAa;

- pomkHOCTh, . U. O. ucrnoaHuTems;

—  OTMETKa 0 KOH(QUACHIIUATEHOCTH.

B cocTtaB ONOIHUTENBHBIX CBEJCHUN 00 JIEKTPOHHOM JIOKYMEHTE MOTYT OBITh BKJIIOUEHbI
CBECHMUSL:

— HalMEHOBaHWE aBTOpa JIOKyMeHTa (ecilii aBTOp HE COBMAJaeT C aJpecaHTOM
(oTIpaBUTENEM) SIIEKTPOHHOTO IOKYMEHTA);

— OTMETKa O IEpEeHOCE CpOKa MWCIIONHEHHSA JOKYMEHTa, CPOK XpaHEHHUs JOKYMEHTa,
HAaUMEHOBAHUS MTPUIIOKEHUN K AIEKTPOHHOMY JIOKYMEHTY;

—  KJIIOYEBBIE CIIOBA;

—  cTaryc JIOKyMeHTa (IIPOEeKT, BEPCHUs);

—  BUJ Nepeiayu J0KyMEHTa (3JIEKTPOHHOM MOYTON, TOYTOH, (pakcoM U T.1.) U JIp.

Cpoku XpaHEHHs DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaMm XpaHEHUs
JIOKYMEHTOB, YCTaHOBJICHHBIX 3aKOHOJATEIbHBIMU U MHBIMH HOPMATHBHBIMHU ITPAaBOBBIMU AKTAMM
P®, TunoBbIME niepeUHSIMU JIsl aHAJIOTUYHBIX TJOKYMEHTOB Ha OyMa)kHOM HOCHUTEIIE.

4. OPTAHU3ALMA JOKYMEHTOOBOPOTA U UCITIOJIHEHUA JOKYMEHTOB

4.1. Ilpuem n 06paboTKa MOCTYMAIOLIUX JOKYMEHTOB

4.1.1. JIBuxeHne AOKYMEHTOB C MOMEHTa UX CO3/JaHUS WJIM MOJY4YEeHHs 10 3aBEepIICHUs
WCITOJTHEHUS WJIH OTIIPABKH 00pa3yeT TIOKyMEHTOOOOPOT.

4.1.2. B noxymeHTOo000pOoTE 0Opa30BATENBHOW OpPraHU3alMK BBIICTSIOTCS CIEIYIOIIHEe
JIOKYMEHTOTIOTOKH:

a) MOCTyMaroast JOKyMEeHTalus (BX0s11as);

0) oTnpaBisiemMast TOKyMeHTalus (MCXOAsIIas);

B) BHYTPEHHSS IOKyMEHTAIIHS.

4.1.3. JloctaBka ¥ OTHpaBKa JOKYMEHTOB B 00pa3oBaTeIbHYIO OpIraHU3aIUI0
OCYIIECTBIISIETCS, KaK MPABHJIO, CPEACTBAMH TIOYTOBOU U DJICKTPUIECKOM CBS3H.

4.1.4. JloKyMeHTHI, TOCTyHarmoImue B 00pa30BaTeNbHYI0 OpraHU3aIUIo, MPOXOAAT
NEPBUUHYIO0 00pabOTKY, perucTpaluio, mpeiBapuTeIbHOe pacCMOTPEHHE, Mepeaady PYKOBOACTBY
Ha pacCCMOTPEHHE, MEPEeal0TCs UCIIOTHUTEISIM U TI0CIIE NCTIOTHEHUS TIOMEIAIOTCS B Jea.
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4.1.5. Tlpuem u mepBuvHas 0O0pabOTKa TOKYMEHTOB OCYIIIECTBIISETCS OTBETCTBEHHBIM 3a
JIEJI0IIPOU3BOJICTBO.

4.1.6. OTBETCTBEHHBIM 3a JEJIOMPOMU3BOJCTBO IMPOBOJUT MPOBEPKY MNPABUIBLHOCTH
aJpecoBaHMsl IMOCTYMAIOIIUX JIOKYMEHTOB, IIPABWJIBHOCTH JOCTaBKM M  KOMIUIEKTHOCTH
JIOKYMEHTOB; COPTUPOBKY JTOKYMEHTOB Ha MOJJISKaIINe U HE MO IJIeKale PErUCTPALUH.

4.1.7. IlonyuyeHHbIE KOHBEPTHI C KOPPECIIOHACHIIMEN BCKPBIBAIOTCS, IPU ITOM IIPOBEPSIETCS
HAJIMYUE BJIOKEHUH, a TaKkKe YKa3aHHBIX B JOKYMEHTax NpuJIoxeHuil. B ciydyae moBpexaeHus
YIAaKOBKH M BIIOKEHHWH JTHOO OTCYTCTBHS INMPHUIJIOKEHHUH COCTABISIETCS aKT B JBYX JK3EMILIIpaXx.
OnuH 5K3eMIUISp aKTa HAMpaBIlIAETCS KOPPECHOHJIEHTY, BTOPOM MPUOOIIAETCS K MOCTYIUBLIEMY
JIOKYMEHTY.

4.1.8. OmmbovHo mpUcIaHHasi KOPPECTIOHCHIIMS IIEPEChIIaeTCs M0 MPUHAICKHOCTH, €CIH
U3BECTEH ajpec Imosydarens. B NpoTUBHOM cioyyae KOPPECHOHJEHIMS BO3BpAIlaeTCs
OTIIPABUTEIIO.

4.1.9. KoHBepThl OT TOCTYMAIOIIEH KOPPECIOHACHIIMU COXPAHSIOTCS M TPHJIAraloTcs K
JOKYMEHTaM JIMIIb B TOM cliydae, KOTJa TOJbKO M0 HUM MOKHO YCTaHOBUTH aJpPEC OTIPABUTEIS
WIM KOTJa JlaTa IOYTOBOIO LITEMIIENS MMEET 3HAYeHHME B KadyeCTBE J0KA3aTelIbCTBAa BPEMEHU
MOJTy4eHUs JOKYMEHTA.

4.1.10. CnenuajnucToM HE BCKPBIBAIOTCS KOHBEPTHI IHUCEM C HAJANUCBIO «WIMYHO». OHH
NepesaroTCes 0 Ha3HAYEHUIO.

4.2. [IpeaBapuTelIbHOE PACCMOTPEHUE TOKYMEHTOB

4.2.1. OTBETCTBEHHOE 3a AENOMPOU3BOACTBO MPOBOJIUT MPEABAPUTEIBHOE PACCMOTPEHHE
JIOKYMEHTOB B LI€JISIX BBIJICIICHUS U3 BCEIO MACCHBA MOCTYIUBILIEH KOPPECIOHIEHIIUN JOKYMEHTOB,
TpeOyronux 003aTeIbHOTO PACCMOTPEHHS PYKOBOIUTENIEM 00pa30BaTebHOM OpraHu3aluu.

4.2.2. OcHOBaHMEM Ul NPUHATUS PEIICHHUS B XOJI€ IPEABAPUTEIIBHOIO PacCMOTPEHHUS
ABIISIETCS COJEPKAaHUE TIOKYMEHTA, a He a[peCOBaHUE JOKYMEHTa COOTBETCTBYIOIIEMY PA0OOTHHKY.

4.2.3. Pe3ynbTaToM TMpEABAPUTEIILHOTO PACCMOTPEHHUS SIBJISIETCS HAIpaBiIeHUE JTOKYMEHTa
PYKOBOJUTENO 00pa30BaTeIbHON OpraHU3alMM WIM JODKHOCTHOMY JIMILy B COOTBETCTBHM C
YCTAaHOBJIEHHBIM B 00pa30BaTEeNIbHOM OpraHU3allMd paclpeiesieHueM 00s13aHHOCTEH MEXIy
PYKOBOJUTENEM U IOJPKHOCTHBIMM JIMLIAMU JIJIS1 BBIHECEHUS YKa3aHUs 110 UCIIOJIHEHUIO JJOKYMEHTA.

4.3. Perucrpauust JTOKyMEHTOB

4.3.1. Ilepemaua MNOKYMEHTOB Ha PErUCTPALMI0 IPOU3BOAUTCSA TOJBKO IIOCIE HX
IPEJIBAPUTENLHOTO PACCMOTPEHHUS.

4.3.2. Peructpanum mnojjexaT Bce JOKYMEHTHI, TpeOylomue yueTa, HCIOJHEHHUS,
MCIIOJIb30BaHUs B CIIPABOYHBIX LIEJSAX, KaK MOCTyHAIOIINe U3 APYTUX OpraHMU3alMil U OT YaCTHBIX
JMI, TaK U oOpasyromuecs B AESITeIbHOCTH 00pa30BaTeIbHOW OpraHu3allM, U PEerUCTPUPYIOTCS
HE3aBHCHUMO OT CII0C00a UX JIOCTABKHU.

4.3.3. K pgokymeHTam, HE NONJIEKALIIUM PETUCTPALMH, OTHOCATCA JOOKYMEHTBI, HE
TpeOyIolIre UCIIOJIHEHUS U HE cojiepKalue HHPOpMAIH, UCII0JIb3YEMOM B CIIPAaBOYHBIX LEJSX:

—  TIPUIJIACUTENbHBIE;

—  TI03/1paBUTENbHbIE MHUCbMA, TEJIErPaMMbI, OMIIETHI;

— IUIaHbl, IPOrPaMMbl CEMHHAPOB, KOH(PEPEHUUH, CHUMIIO3UYMOB U JPYTUX IMOJ0OHBIX
MEpPOIIPUATHH;

—  JIOKYMEHTHI 1O OyXTraJTepCKOMYy YYeTy, MaTepHallbHO-TEXHHYECKOMY OOECIEYEeHHUIO,
IUTaHOBBIE, (PUHAHCOBBIE JOKYMEHTBI, OCTyMHAaloIIe 0€3 CONPOBOIUTEIBHOTO MHUChMA;

—  peKJIaMHbI€ JOKYMEHTHI;

—  KOMMEPYECKHUE NMPEII0KEHHUS;

—  TIeYaTHBIEC U3JIAHUS;

—  yHUpUUUPOBaHHBIE POPMBI U OJIAHKU TOKYMEHTOB U JIp.

4.3.4. JIOKyMeHTBI, MOAJIEKAIINE PETUCTPALNNA, PETUCTPUPYIOTCA B KypHAJIE PETMCTPALUN
BXOJSIIIUX TOKYMEHTOB B JICHb NOCTYIUIEHHS — B Clyyae IMOCTYIUIEHHUS JOKyMEHTa B pabouee
BpeMsi, Ha CJeAyIoUnil paboumii 1eHb — B ciy4yae MOCTYIUIEHUs! JOKYMEHTa B Hepabouee Bpems,
HE3aMeUINTEIbHO — ¢ oTMeTKaMu «CpodyHO», «OniepaTuBHOM.
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4.3.5. Ha mokyMeHTax, MOCTYIAOIIMX B aJpec 00pa3oBaTeIbHOW OpraHU3aIlii, B HIKHEM
IIPAaBOM YTJIy JMIEBOM CTOPOHBI IEPBOIO JMCTa JOKYMEHTA IPOCTAaBISETCS PEruCTpaliMOHHBIN
HITaMII C YKa3aHUEM JIaThl U MOPSAIKOBOTO PErHCTPAIIIOHHOTO HOMEPA.

4.4. PacripesiesieHre MOCTYHAIOIUX TOKYMEHTOB

4.4.1. Ilocne peructpalii JOKYMEHTHI MEPENaloTCsi Ha PacCMOTPEHUE PYKOBOIUTEIIO
00pa30BaTeIbHON OpraHu3alnu.

4.4.2. Tlocne paccMOTpeHHUs PYKOBOAMTENIEM 00pa30oBaTEIbHON OpraHU3alMKM JOKYMEHTHI
BO3BpAIllAlOTCSl OTBETCTBEHHOMY 3a JIEJOIPOU3BOJCTBO, U1 IIEPEHECEHUs YKa3aHUM 10
UCIIOJTHEHUIO JTOKYMEHTa B KYpHaJl pErucTpanu BXOIAIIMX TOKyMEHTOB. B cooTBeTcTBUHM C
YKa3aHUSMH TI0 HMCIOJHEHUIO TOJUHHHMK JOKYMEHTA HamlpaBisieTcsi paOOTHHKY, SBISIOIIEMYCS
OTBETCTBEHHBIM HCIIOJIHUTEIEM, a COMCIOJIHHUTENSIM HAMpaBJISIOTCS KOMHH JOKYMEHTOB (eciu
UMEIOTCS), O UEM JEJIaeTCsl OTMETKA B )KypHaJIe PETUCTPALUU BXOJAIINX JOKYMEHTOB.

4.4.3. DnexkTpoHHbIE COOOMICHMSI, IMOCBUIAEMbIE IO SJIEKTPOHHOW IOYTE, HCIIOIHSIOTCS
AQHAJIOTUYHO JOKYMEHTaM Ha OyMa)KHBIX HOCHTENSX C YYETOM ONpEIeNICHHOH creuupukd B
MPOLIECCE UCTIOTHEHHUS.

4.5. lopsimok 00pabOTKH U MPOXOMKACHUS HCXOSAIINX U BHYTPEHHUX JOKYMEHTOB

4.5.1. Tlopsnok MOATOTOBKM HCXOASIIMX JOKYMEHTOB BKIIOYaeT B cebs padoTy IO
COCTaBJICHUIO IIPOEKTa JOKYMEHTA, COTJIaCOBAHUIO, TOANUCAHUIO (YTBEPHKICHUIO) U OTIIPaBKE.

4.5.2. Jlo mepemayud AOKYMEHTa Ha TMOJINUCH HCIOJIHUTENb JOJKEH IPOBEPUTH €ro
coJiepKaHue, MPaBUIBLHOCTh O(POPMIICHHS, HATHYNE HEOOXOIUMBIX BU3 M MPHIOKEHUN. JIoKyMeHT
MpeJICTaBIsIeTCs Ha TOJIIUCh BMECTE ¢ MaTepuaaaMi, Ha OCHOBaHUU KOTOPBIX OH TOTOBHJICS.

4.5.3. BHyTpeHHHE JOKYMEHTBI O()OPMIISIFOTCSI U UCTIONHSIOTCS (MCTIONB3YIOTCS) B Mpeenax
00pa3oBaTeNbHOI OpraHu3alllu.

4.5.4. BHyTpeHHUE JOKYMEHTHl (JOKJIAJHbIE 3allUCKH, CIOPAaBKH, CBOAKU U Jp.)
paccMaTpUBAIOTCS TEMH JIOJDKHOCTHBIMH JIUIIAMHU, KOMY OHU HAIIPaBIICHBI.

4.5.5. OTBeTCTBEHHBIE 3a JIEJIONPOU3BOJICTBO NEPE]] CAaYC KOPPECTIOHACHIIMHN Ha OTIPABKY
JIOJDKHBI 00513aTeNbHO MTPOBEPUTH MPABUIIBHOCTE €€ oopmieHus U ajapecoBaHus. KoHnBepToBaHue
KOPPECHOHJIEHIIMM W  JAPYTUX TOYTOBBIX  OTHPABJIEHUH  NPOU3BOAUTCS  CTPYKTYPHBIMU
NOJpa3IeIeHUsIMI 00pa30BaTEbHOM OpraHu3alny.

4.5.6. Peructpauusi OTHpaBiIsieMbIX TOKYMEHTOB OCYIIECTBISETCS B JI€Hb MX MOJIIHCAHUS
(YyTBepKJIeHHs) WIM Ha CIEAYIoUMi pabounii neHb. PeructpanoHHblii HOMEp JOKyMEHTa U Jara
perucTpanuy MpoCTaBsAIOTCS Ha IMOJJUMHHUKE IOKYMEHTa B PEKBHM3UTAaX OJlaHKa M Ha KOIIUH,
ocraromieicss B jaene obpazoBareiabHOM opraHuzanuu. CIpaBOYHBIM almapaToM s UCXOJSIINX
JIOKYMEHTOB SIBJISIETCSI )KypHaJl PETUCTPaLMK 3TUX JJOKYMEHTOB.

4.577. OtnpaBKy  HUCXOAAIIMX  JOKYMEHTOB  IPOM3BOAMT  OTBETCTBEHHBIM  3a
Jenonpou3BoAcTBO. CpouHas KOppecHnoHIeHIUsl o(pOpMIIIETCs U OTIPABISIETCS HE3aMeTUTENbHO
OTBETCTBEHHBIM 32 JIEJIONPOU3BOJICTBO.

4.5.8. OTBETCTBEHHBIM 3a JEIONPOU3BOJCTBO MPOBEPSET MPABUIBHOCTH OQPOPMIICHUS
UCXOJSAIIMX JOKYMEHTOB, IPOU3BOJAUT COPTUPOBKY JOKYMEHTOB IO CHocoOy JI0OCTaBKU
KOPpPECHOHJIEHIIMN ajpecaTy (mpocrasi, 3aka3Has, MexaAyHapoiHas U 1p.). HenpaBuibpHo
oopMIIeHHbIE JOKYMEHThl M KOPPECHOHJCHILMS HECIy)KeOHOro XapakTepa K OTIpaBKe He
MPUHUMAIOTCSI U BO3BPAIIAIOTCS JIUILY, TOJATOTOBUBILIEMY JOKYMEHT.

4.5.9. OrnpaBnsemMas MO IOYTE€ KOPPECHOHJAEHIMS NPOXOAUT YNAKOBKY, aJpecOBaHUE,
MPOCTaBJIEHUE CTOMMOCTH MOYTOBBIX YCIYT U Niepefady Ha OTIPAaBKy B MECTHOE OT/I€JICHHUE CBSI3H.

4.5.10. Ha 3aka3Hy10 KOPpECIOHJAEHINIO, HAa JOKYMEHThl ¢ MoMeTKoW «/lna cmyxeGHOrO
MOJIb30BAHUSA» COCTaBISIETCS pPEecTp, KOTOPBIA 3aTeM BO3BpAlllaeTCs OTBETCTBEHHOMY 3a
JIENIOTIPOU3BOJICTBO € PACIUCKON paOOTHUKOB IMOYTOBOTO OTICNIEHUS CBSA3M WM WHOTO JIUIIA,
o0ecrevynBaroIero OTIPaBKy JOKYMEHTOB.

4.5.11. Tlepemaua ¢ WUCIONBb30BaHUEM CpEACTB (PAaKCUMUIBHOM CBSA3M JIOKYMEHTOB,
coJlepKalnX CiykeOHyl0 HHGOpPMAIUI0 OTPAaHHMUYEHHOTO pAcCHpOCTpaHEHUs, B TOM YHCIE C
noMeTko «Jlyis ciykeGHOro MoNIb30BaHMs», He paspemiaercs. Kareropuuecku 3amperaercs
nepegava rno cpeAcTBaM (pakCUMIIBHOM CBSI3U CEKPETHBIX JOKYMEHTOB.
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4.5.12. C wucnonbp3oBaHUEM CpEACTB (DAKCUMHUIBHONW CBSI3W MOTYT OBITh TI€pEIaHbl
MaTepHalbl TEKCTOBOTO, TAOJMYHOTO HIIM TPaQUUECKOro XapakTepa, UCIIOJIHEHHBIE TUITOTpa(CKuM,
MAIIMHOMUCHBIM WJIA PYKOMHCHBIM CIIOCOOOM B YEPHOM HJIM TEMHO-CHHEM LIBETE€ C YETKUM U
KOHTPACTHbIM H300pakeHHeM (TIepBbIE SK3EMIUIIPbl WM UX KCEpOKOomHuu) Ha Oenoil Oymare ¢
MUHUMAaJIbHON BbICOTON OYKB U 1Iudp 2MM. OOBeM nepeaBaeMoro B TEUEHUE OJTHOTO CeaHCa CBS3H
JIOKYMEHTA, BBIIIOJTHEHHOT0 Ha Oymare opmaTta A4, He JOJDKEH MPEBHIATH MATH JINCTOB.

4.5.13. OTBETCTBEHHOCTh 3a COJIEpKaHWE MH(POpPMAIIUH, IepeaaBaeMoil C UCIIOIb30BaHUEM
cpeAcTB (paKCUMUIIBHOM CBSI3M, BO3JIAraeTcsi Ha MCIOJHUTENS, TOATOTOBUBILETO (hakcorpaMmy st
nepeavu.

4.6. OcoOeHHOCTH PAOOTHI € IEKTPOHHBIMH JJOKYMEHTAMHU

4.6.1. B oOpa3oBarenbHOlN OpraHU3alMK CO3/IAI0TCS M UCTIOJIBb3YFOTCS:

—  DJIGKTPOHHBIE  JTOKYMEHTBI,  CO3[aBacMble B  JJIGKTpOHHOW  (opme  Oe3
MPEIBAPUTENLHOTO TOKYMEHTHPOBAHUS Ha OyMa)kHOM HOCHUTEIIE;

—  DJIEKTPOHHbIE OO0pa3bl JOKYMEHTOB, IOJIYYEHHbIE B pPE3yJbTaTe CKAaHUPOBAHUS
JIOKYMEHTOB M XPaHSIIIUECS B CUCTEME JIEKTPOHHOTO JOKYMEHTO000pOTA.

4.6.2. Ilpuem u oTHpaBKa JIEKTPOHHBIX JIOKYMEHTOB OCYLIECTBIISIIOTCSI OTBETCTBEHHBIM 3a
BEJICHHE JICIOMPOU3BO/ICTBA B 00pa30BaTEIbHON OpraHU3aIiH.

4.6.3. DNEeKTpOHHBIE JOKYMEHTBI CO3JAIOTCS, OOpabaThIBAIOTCS M XPAHATCS B CHUCTEME
3IEKTPOHHOTO JOKYMEHTO000pOTa 00pa30BaTeIbHON OpraHU3allUu.

4.6.4. DNEKTPOHHBIA JOKYMEHT JOJDKEH OBbITh OQopMIeH 1Mo OOmMM TpaBHIIaM
JIEJIONPOU3BOJCTBA U HUMETh PEKBH3UTHI, YCTAHOBIEHHBIC I AHAJIOTMYHOTO JOKYMEHTa Ha
OyMa)kHOM HOCHTEJIE, 32 UCKIIIOUCHHEM OTTHCKA MeYaTu U u300paxkeHus ['ocyaapcTBeHHOT0 Tepba
PO.

4.6.5. i nmoaTBep KIEHHS MOJUTMHHOCTH SJICKTPOHHBIX JOKYMEHTOB B 00pa30BaTeNIbHON
OpraHM3allMi HCIIONB3YIOTCS JJIEKTpOHHBbIE IMdpoBble mnoamucu. lcnomp3yembie CpeacTBa
AIIEKTPOHHON IU(PPOBOI MOAMKUCH JTOJIKHBI OBITH CEPTU(ULUPOBAHBI B YCTAHOBIIEHHOM TOPSIJIKE.

4.6.6. Enununeil yuyera 3JIEKTPOHHOTO JOKYMEHTa SIBIISIETCS JJIEKTPOHHBIM JOKYMEHT,
3aperuCTPUPOBAHHBI B CHUCTEME  AJIEKTPOHHOIO  JOKYMEHTOOO0OpoTa  00Opa3oBaTelbHOU
OpraHu3ai. OJEKTPOHHBIH JOKYMEHT, WUMEIOIIMN MPUIIOKEHUS, PETUCTPUPYETCS KaK OJWH
JIOKYMEHT.

4.6.7. Ilocne oTHpaBKU AJIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOIO IEKTPOHHOW IOANHCHIO
YIOJHOMOYEHHOT'O JOJDKHOCTHOTO JIMLA, TOCBUIKHM aJipecaTy e€ro KOMMM Ha OyMaXHOM HOCHTEIE,
KaK MpaBuilo, He TpeOyeTcs, 3a UCKIOYEHNEM OTBETOB Ha OOpallleHHsl TpakJaH, MOCTYIUBIINX MO
MH(}OPMaLIMOHHO-TEIEKOMMYHHUKAIIMOHHBIM KaHaJlaM, Ha KOTOPBIE 3asBUTEIIO 1A€TCS MMCbMEHHBIN
OTBET, HAIIPABJISAEMBbI 110 IOYTOBOMY aJ[pecy, YKa3aHHOMY B OOpaIlleHuH.

4.6.8. iciomHEeHHBbIE 3JIEKTPOHHBIE TOKYMEHTBI CUCTEMATU3UPYIOTCS B JI€JIa B COOTBETCTBUHU
C HOMEHKJIATypoH Jen o0pa3oBaTelbHOH OpraHM3allid M MHICKCUPYIOTCA B  TOpSJIKE,
YCTaHOBJIEHHOM B OTHOLIEHUH J€J, COCTaBJICHHbIX U3 JIOKYMEHTOB Ha OymaxkHoM HocuTtene. [Ipu
COCTaBJICHMM HOMEHKJIATYphl [l B 3arojOBOK JIela BKJIKOYAETCS YyKa3aHHE «DJIEKTPOHHBIE
JIOKYMEHTBI».

4.7. NadopmarmonHas 6€30MacHOCTb

4.7.1. HWuapopManmoOHHBIE pecypchl 00pa3oBaTEeNbHONW OpraHWU3alMH 10  JOCTYIY
(BO3MOKHOCTH MCIIOJIb30BaHUSA) MOIPA3AEISAIOTCS Ha OTKPBITYIO (0OIIeI0CTYHYI0) HHPOPMALIUIO,
ciykebHyro nHpopmaIuo U HHPOPMAIIUIO OTPAHMYEHHOT'O PacCIpOCTpaHeHus (JoCTyma).

K kareropunm OTKpbeITOW uHGpOpMALMKM OTHOCUTCS HH(OpMaIus, cojaepKamasics B
JIOKyMEHTax ¥ 0a3zax JMaHHBIX 00pa30BaTENbHON OpraHW3aIlHi, HEMOCPEICTBEHHO 3aTparuBaronias
1paBa U UHTEPECHI TPaKIaH.

K xareropun cnyxxeOHOH uH(MOpMaLUU OTHOCUTCA HHGMOpPMaLUs, COAep)Kalascs B
JOKyMEHTax M 0a3aXx JaHHbIX OOpa30BaTeNbHOW OpraHu3alluM, MpeJHa3HAuYeHHas Ul
JOJIKHOCTHBIX JIUI] U paOOTHUKOB 00pa30BaTeIbHOW OpPraHM3allid, NMPHU BHIIOJTHEHUH UMHU CBOUX
(YHKIMOHATBHBIX 00513aHHOCTEH, HE 3aTparuBaroIlas HaIpSAMYIO IIpaBa U UHTEPECHl TPaXIaH U HE
OTHOCSIIIASICS K KAaTETOpUU OTPAaHHUUEHHOTO PacpOCTpaHEHUS (I0CTyIa).
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K xkareropum wuH(pOpMaMu OTrpaHUYEHHOTO pACIpPOCTPAaHEHUs (JOCTyma) OTHOCUTCS
uHpopManus, coiepkamiascs B JOKyMEHTaxX U 0a3ax [JaHHBIX, BKJIIOYAIOMIAs CBEICHUS
KOH(UICHIIMATLHOTO XapaKTepa.

Bes undopmanus, coaepkamascs B JIOKyMeHTax W 0a3zax JaHHBIX 00pa3oBaTeNbHOU
OpraHM3aly, M0 YMOJIYaHUIO SIBISIETCS OTKPBITOW U 00mIeaocTynHoi. VckioueHne cocTtaBiser
uHpOpMalKs, OTHECEHHAass K KaTeropusM CIyXKeOHOW W OrpaHHYEHHOIO pPACHpPOCTPaHECHUS
(moctyma).

4.7.2. JHoctyn monb3oBareneii K WHQOpPMAMM OTPAaHUYMBACTCS IyTEM OTHECCHHS
nH(pOpPMaIlMK K COOTBETCTBYIOILIECH KaTeropuu M HAJIOKEHHEM Ha Hee COOTBETCTBYIOIIEro rpuda
OorpaHHYEHUs pacrpocTpaneHus. MHdopManus orpaHnueHHOro 1ocTyna cHabxkaercs rpudom «Jlms
CIIyeOHOTO MOJIb30BaHUS.

[IpaBom oTHeceHUs WHMOPMANMU K KATETOPUH OTPAHUYCHHOTO JOCTyNa W HAJIOXKCHHS
COOTBETCTBYIOIIEro rpuda oOjanaeT aBTOp JOKYMEHTA IO COTJIACOBAaHUIO C PYKOBOJUTEIEM
00pa30BaTesIbHOI OpraHu3alnu.

JlokyMeHTupOBaHHass HMHQPOpPMAIMS OrPAaHUYEHHOTO pacHpocTpaHeHuss 0e3 CaHKIUU
JOJDKHOCTHOTO JIMIA, YCTAHOBUBIIETO PEXUM OTPAHMYCHHOTO PACHPOCTPAHEHHS JJs JaHHOTO
JIOKYMEHTa, HE MOJUIeKHUT pas3riamieHuo (pacmpoctpaneHuro). [IpegocraBienne moiab30BaTENsIM
JOCTYTIA K JAHHOW MH(POPMALIMN OCYIIECTBIISICTCS HCKIIOYUTEIBHO 110 COTJIACOBAHUIO C YKa3aHHBIM
JOJKHOCTHBIM JIMIIOM ITyTE€M MOJIa4 COOTBETCTBYIOIICH 3asBKHU.

JIOJDKHOCTHBIE JIMIA, TPUHSBIINE pelieHne 00 OTHeCeHHH HH(popMaIyy, 3ahUKCHPOBaHHON
B JIOKYMEHTE, K KaTeropud OTpPaHMYEHHOTO pACIPOCTPAHEHMs, HECYT OTBETCTBEHHOCTH 3a
000CHOBAaHHOCTb MPUHSATOTO PEIICHHUS 1 €T0 COOTBETCTBHE JICHCTBYIOIIEMY 3aKOHOIATEIIBCTBY .

4.7.3. JluyHple KapTOYKU pPAOOTHUKOB, TPYJOBBbIE KHUKKA DPAOOTHHUKOB, MPUKA3bl IO
JMYHOMY COCTaBY JIOJDKHBI XpaHUTHCA B ceiipe MM B METAJUTMIECKOM IIKady.

3anucu B TPYJOBOW KHMKKE MOAMKUCHIBAET PYKOBOJAUTENb OPraHU3AlMU. YYeT, XpaHEHUE U
BbIJJa4y OJIAaHKOB CTPOTOH OTYETHOCTH: JWIUIOMOB, BKJIAJBIIIEH K HHM, CBHJICTEIBCTB,
YAOCTOBEPEHUH BE/IET 3aMECTUTENb TupekTopa. branku xpansarcs B ceiide.

4.7.4. YcraHoBKa U DKCIUTyaTalysl MPOrPaMMHOTO 00€CTIeUeHHUsI, TTOJIyYEHHOTO M3 JIFOOBIX
HMCTOYHUKOB W BBIMONHAIONMEr0 (DYHKIMHU, HE CBSI3aHHBIE HEMOCPEICTBEHHO C BBHITIOJHEHHEM
pabOTHUKAMHU CBOMX JODKHOCTHBIX 00513aHHOCTEN, KATErOpUUYECKHU 3aIpelieHa.

4.7.5. Bces mpenctaBieHHas B OJEKTPOHHOM BHJE HHQOpMAIUS, MOCTyHaromas B
00pa30BaTeNbHYI0 OPTraHU3alHUI0, B 005S3aTEILHOM TOPSIKE MOJUICKHUT MPOBEPKE aHTHBUPYCHBIMU
CpeICTBaMHU.

4.7.6. DneKTpOHHAs TOYTAa MOXKET HMCIOJIb30BATHCS IMOJIH30BATEISIMUA TOJIBKO JJII OOMEHa
uH(popMaliel, OTHOCAIICHCS K KaTeropuH OTKPBITOW M CIy»XeOHOM. 3amperieHo HCIoJb30BaTh
DIIEKTPOHHYIO TOUTY Ul Tepefadyd MHQPOPMAIUH, OTHOCSIIEHCS K KaTeropuu OTPaHUYEHHOTO
pacmpocTpaHeHUsI.

5. KOHTPO/JIb 3A UCITOJIHEHMEM JJOKYMEHTOB

5.1. Opranusanust KOHTPOJISA

5.1.1. KouTponto momnexaT BCE 3apETHCTPUPOBAHHBIE JOKYMEHTHI, TpeOyromue
ucnojgHeHus. KOHTpoIb MCIOMHEHUS JOKYMEHTOB BKJIIOYAET: YYET, IMOCTAHOBKY Ha KOHTpPOJb,
KOHTPOJIb CPOKOB HCIIOJIHEHHUS, HEMOCPEICTBEHHYIO MPOBEPKY XOJla HCIOJIHEHMS, IMPOBEPKY
KauecTBa UCIIOJIHEHHUS, aHAJIN3 PE3YJIbTATOB UCTIOJTHEHMS.

5.1.2. KoHTpoJb 32 UCTIOJTHEHUEM JTOKYMEHTOB yCTAHABIMBAETCS B IEIAX OOECIEYEHUS UX
CBOEBPEMEHHOT'0 U Ka4eCTBEHHOT'O MCIIOJHEHMS, TOBBIIICHUS YPOBHS OpraHU3aTOPCKON paboThl u
WCIIOJTHUTENIbCKON AUCIUIIIINHBIL.

5.1.3. Ilpu moctaHOBKE JOKYMEHTa Ha KOHTPOJb Ha MPaBOM BEpPXHEM IOJe JIOKyMEHTa
JIeIaeTCsl OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (IIITAMIIOM) «KOHTPOJIb)

5.1.4. KoHTpomio mojuiexkaT IpHUKa3bl, pEIIEHUS COBETOB, a TAaKXE JOKYMEHTHI,
MOCTyNAlOIINe Ha UMSI PyKOBOAUTENSI 00pa30BaTeIbHON OpraHU3aliH.

Opranu3anyst KOHTPOJISI UCTIOJTHEHUS BKIIIOYAET B ceOs:
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—  TIOCTaHOBKY JOKYMEHTa Ha KOHTPOJIb;

—  MOHHUTOPHHT UCIIOJIHEHHSI KOHTPOJIbHBIX MOPYUYEHUH JOKYMEHTOB;

—  CHATHE UCIIOJHEHHOTO JOKYMEHTA C KOHTPOJIS;

HaIlpaBJICHUE UCIIOJIHEHHOTO JOKYMEHTA B JIEJO.

5 1.5. 3amectutenu aupekTopa O00S3aHBI PACCMATPUBATH COCTOSHUE HCIOJHUTEIHCKOU
JUCITUTUIMHBI 110 JIOKYMEHTaM C TOPYYEHHUSIMU aJIMUHUACTPAIIMA 00pa30BaTEIbHON OpraHU3allii, a
TaK)ke JOKYMEHTBI, IOCTYIUBIINE B aJJpeCc OpraHU3aIi U TPEeOYyIONUe UCIIOTHEHUS U TTOATOTOBKH
OTBETA.

5.1.6. JIOKyMEHT CYMTA€TCs HCIOJHEHHBIM, KOIJIa PEIIEHbl OKOHYATEeJIbHO BCE
MOCTaBJICHHBIC B HEM BOMPOCHI U COOJIIOACHBI CIEAYIOIINE CPOKHU:

- ©CJIM B JOKYMEHTE IMOCTaBJICH CPOK MUCIIOJIHCHHSI — B YKa3aHHBIA CPOK;

—  JIOKYMEHTBI 0€3 yKa3aHUs CPOKa MCIIOJTHCHHSI — B MECSYHBIN CPOK;

-~ ©CJIM B JOKYMEHTE MMEETCS TIOMETKA «CPOYHO» — B TPEXTHEBHBIH CPOK;

—  TopydeHus 0e3 yKa3aHus KOHKPETHOU JaThl UCIIOJHEHUS — B MECSIYHBIA CPOK;

- C IIOMETKOH «orepaTuBHO» — B 10-1HEBHBIH CPOK;

—  TI0 OOpamIeHUsIM TpaXKAaH, TPEOYIOIMUM JTOTIOJHUTEILHOTO U3YYCHHSI U TIPOBEPKHA —
JIO OJTHOTO MECSIIa CO JTHS PErUCTPAIlMH, [0 OCTAIbHBIM — He OoJiee 15 mHei.

Cpox ucyucisieTcs: B KaJIeHJAPHBIX AHSIX C IaThl MOIMUCAHUS IOKYMEHTA.

Ecnu mocneanuii neHb MCIONHEHUS TOKYMEHTa NPUXOIUTCS HAa HEpaOouuil JeHb, OH
MO/JICKUT UCIIOJIHEHUIO B TIPEAIIECTBYIOMINM eMy paboduil I1eHb.

I[Ipy HeoOXOaUMOCTH TMPOMJICHHUS CPOKAa HCIONHEHUS JOKYMEHTa OTBETCTBEHHBII
UCIIOJTHUTENIb TIPEICTABISICT HAa WMs PYKOBOIWTENS 0Opa3oBaTEeNbHOW OpraHU3alliH, JIaBIIETO
MOopy4YeHHue, MOTHBHUPOBAHHYIO MPOCHKOYy O €ro MpOAJCHUH HE IO3JHEE YeM 3a TPH IHA J0
WCTCUYCHHUSI YCTAHOBIIEHHOTO CPOKA, C YeM CBOCBPEMEHHO IepeaaeTcs HHQPOpPMAIUs B MPUEMHYIO
pyKoBoOIUTEINs 00pa30oBaTeNIbHON OpraHu3allu.

5.2. [lopsiiok CHATHS JOKYMEHTOB C KOHTPOJIS

5.2.1. JIOKyMEHTBl CHUMAIOTCA C KOHTPOJISI, €CJIM PEIIECHbI IMOCTABIEHHBIE B HUX BOIPOCHI
WJIM aBTOpPaM JIaH OTBET MO CYIIECTBY.

[IpomexxyTOUHBIN OTBET, PABHO KaK M 3aIIPOC M0 UCHOJIHSIEMOMY JOKYMEHTY WJIM YaCTUYHOE
WCIIOJTHEHHUE TIOPYUCHHUSI, HE SBJISICTCSI OCHOBAHHMEM JIJIsl TPU3HAHMS IOKYMEHTA UCIIOJTHEHHBIM.

5.2.2. CHATb NOKYMEHT C KOHTPOJISI MOXKET TOJIBKO JIOJXKHOCTHOE JIUI0, KOTOPOE OCTABUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHOBaHMEM UIsl CHATHUSL C KOHTPOJISI JIOKYMEHTOB C MOPYYEHHSIMHU PYKOBOJIUTENS
00pa3oBaTeNbHON OpraHU3AIMK SIBISIETCS JOKYMEHT — OTBET, MOJIMUCAHHBIN PYKOBOIUTEIEM
o0pa3oBaTeNnbHOI OpraHu3alliy, ero 3aMecTUTeNeM, JIU0O0 crpaBka 00 MCIIOTHEHUH JOKYMEHTa 3a
MOAMKUCHIO0 PYKOBOJUTENSI CTPYKTYPHOTO TIOIpa3/IeTICHUSI.

6. YUET 1 XPAHEHUE ITEYATEM, IITAMIIOB U BJIAHKOB

6.1. O6s3aTenbHOMY y4YeTy MOJJIeKAaT BCE BUIBI MMEYaTed M IITAMIIOB, OJIAHKU CTPOTOMH
OTYETHOCTHU, KOMaHAUPOBOYHBIE YJIOCTOBEPEHHUS, CITy>KEOHbIE 3aJJaHUs, TPYIOBbIE KHIKKH.

6.2. Yyer Bcex meuyaTedl M IITAMIOB, HMMEIOLIUXCS B 00pa3oBaTelbHONW OpraHu3aluH,
BEJIETCS B CIIELIUATIBHOM JKypHaJe.

6.3. XypHampl ydera BKJIIOYAKOTCS B HOMEHKIATypy Jeid. JIMcTel uMX HyMepyroTcs,
IIPOLIMBAIOTCS M ONIE€YATHIBAKOTCS.

6.4. [leyatu ¥ ITAMIIBI TOJKHBI XPaHUTHCS B ceiiax WM MEeTaUIMYeCKuX mIKkagdax.

6.5. OTBETCTBEHHOCTh 32 XPAaHEHUE M HCIOJIb30BAHUE II€YaTel, IUTAMIIOB HECYT JIMIIA,
OTBETCTBEHHBIE 32 BEJICHHUE JIEJIONPOU3BOJICTBA.

6.6. YHHUTOXEeHHE OJaHKOB MIPOU3BOJIUTCS 110 aKTy. B COOTBETCTBYIOMIMX KypHalaX y4era.

6.7. [ledatu u mWITAMIBl YHUYTOKAKOTCS 1O aKTy.

6.8. IIpoBepka Hanmuuus revarei, MTAMIOB U OJIAHKOB, a TAKXKe MOPSAKA MX XPaHEHUS U
WCIIOJIb30BAaHUS IPOU3BOJUTCS KOMMCCHEH HE peXe OIHOrO0 pa3a B KaICHAAPHOTO TOJ
OJIHOBPEMEHHO C IIPOBEPKOU COCTOSIHUSA AEJIONPOU3BOICTBA.
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7. COCTABJIEHME HOMEHKIJIATYPbI AEJI

7.1. HomeHknatypa e — CUCTEMaTU3UPOBAaHHBIN [TEpEUeHb 3ar0JI0BKOB JI€]1, 3aBOJIUMBIX B
o0pa3oBaTeNbHOIl OpraHu3aluy, C YKa3aHHEM CpPOKOB UX XpaHeHHs, OQGOpMJICHHBIH B
YCTaHOBJIEHHOM HOPSJIKE.

7.2. HoMeHnknaTypa Aen IMpelHa3HayeHa AJsl TPYHIUPOBKHU HMCIONHEHHBIX JOKYMEHTOB B
JieN1a, CUCTEMATHU3allMM U ydeTa Jell, ONPENEICHHs] CPOKOB X XPAaHEHUS U SBJISETCSI OCHOBOW IS
dbopMUPOBAaHUS JIEJT U COCTABIICHUS OMHCEH N, TOKYMEHTOB, OMHUCEH 2JIEKTPOHHBIX JIOKYMEHTOB
IIOCTOSIHHOT'O U BpeMeHHOro (cBbie 10 j1eT) XpaHEeHUs], B TOM YUCJIE 110 JUYHOMY COCTaBY, a TAKXKE
JUIsL ydeTa Aesl BpeMeHHbIX (10 10 JieT BKIIIOYUTENBbHO) CPOKOB XPAHEHUS.

7.3. Homenknatrypa pen cocraBisieTcss Ha OyMaxHoM Hocurtene. HomeHnknartypa nen
BKJIIOUAETCS B CUCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopoTa (nanee — CIOJI) u B cucTeMbl XpaHEeHUs
AJIEKTPOHHBIX JOKyMeHTOB (manee — CX3J]) B kauecTBe CrpaBOYHUKA, HA OCHOBAHUU KOTOPOTO
OCYILECTBIISIETCA CHUCTEMaTH3allMusl U y4eT JOKYMEHTOB, a Takxke uX meragaHHbiX. COJl nomkHa
YCTaHABJIMBATh CBA3b JOKYMEHTa C MHJEKCOM Jiejla B COOTBETCTBUM C HOMEHKJIATYpOH Jien
oOpa3oBatensHOil opranuzanuu. Homenkiatypa nen Bkitouaetcs B COJl u CX3Jl He mo3aHee
OJIHOTO Mecsilla co JHS €€ yTBepkaeHUs. OTBETCTBEHHBIMU 3a BKJIIOUEHHE HOMEHKJIATYphl /1€l B
CoOA u CXD/l aBnsitoTCd OTBETCTBEHHBINA 3a JIEIONPOU3BOJCTBO U OTBETCTBEHHBIN 32 KOHTPOJb
(YHKIMOHUPOBAHUSI 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTa.

7.4. Homenknatypa aen o0pa3oBaTeabHOM opraHu3aluu (Jajnee — CBOAHAS HOMEHKIATypa
JIelT) COCTaBJISIETCS. HA OCHOBE M3YYEHHS COCTaBa M COACP)KAHUS JIOKYMEHTOB, OOpa3yIOIIMXCS B
JeSTENIbHOCTH 00pa3zoBaTenbHOl opranu3anuu. [Ipu cocTaBieHUM CBOAHOW HOMEHKIJIATYPHI eI
VUYUTBIBAIOTCS ~ YCTaB  00pa3oBaTeNbHOW  OpraHu3aldM, TOJIOKEHUS O  CTPYKTYPHBIX
MoJpa3JieNieHusIX, IITaTHOE pacHucaHue, MJIaHbl M OTYeThl O paboTe, MEpeyHH IOKYMEHTOB C
yKa3aHHMEM CPOKOB UX XPaHEHUs, HOMEHKJIATyphl J€J1 3a NMPEALIECTBYIOIINE KaJe€HAapHbIE TOIbI.

7.5. CBomHass HOMEHKIATypa Jiel COCTaBISE€TCS PAOOTHUKOM, HA3HAYEHHBIM IMPUKA30M
pyKoBoauTENsI 00pa30BaTEIbLHON OpraHu3aIiy (J1ajJee — OTBETCTBEHHBIN 32 COCTABIIEHUE CBOIHOM
HOMEHKJIATypHhI J1eN).

7.6. CBojgHasi HOMEHKJIAaTypa Jiel Ha MPeACTOSIIMNA KaJeHJapHbI TOJ COCTaBIsEeTCS B
MOCJIETHEM KBapTajie TEKYIIEro roja, BU3UPYETCS PYKOBOJIUTEIEM apXHBa U COTJIACOBBIBAETCS C
MIOCTOSIHHO JICHCTBYIOIIEH HKCIEPTHOM KOMHCCHEW 00pa3oBaTeNbHON oOpraHuszanuu. B koHie
KOKJOT0 KaJeHAapHOrO0 TOJa CBOJHAs HOMEHKJIATypa [eJd YTBEpPXKAACTCS PYKOBOAUTEIEM
o0pa3oBaTeNbHON OpraHu3allud WM €ro 3aMecTHTENeM, KOTOPOMY JEJerHpoBaHbl TaKue
MOJTHOMOYHS TPUKAa30M 00pa30BaTENbHON OpraHu3aluu. Y TBEpKICHHAs CBOJHAs HOMEHKIaTypa
JIeJ1 BBOJUTCS B JIeHCTBUE C 1-T0 sIHBaps CIeAYIOLIETro KajleHIapHoro roja.

7.7. B ciayyae HEOOXOAMMOCTH BHECEHHUS B CBOJHYI0 HOMEHKIATYpPY AeN 3HAYUTENbHBIX
U3MEHEHUH OHa TOJIEKUT TnepepaboTke. VI3MeHEeHMs YTBEpXKIAIOTCS MPUKa30M  MIIU
KOPPEKTUPOBOYHBIM JUCTOM. HeOonbine W3MEHEHUs BHOCATCS B YTBEPKIACHHBIA paboumii
HK3EMILISIP CBOJHOW HOMEHKJIATYPHbI JIE.

7.8. CrTpykTypHBIe TOApa3JeNeHust exeroaHo, He mno3aHee 30 HOSOpS TeKyIero
KaJIEHJapHOTO T0Jla COCTaBISIOT HOMEHKJIATypy [l CTPYKTYPHOTO TMOApa3JeieHus Hu
MPEACTABIISIIOT €€ OTBETCTBEHHOMY 3a COCTaBJIEHHE CBOJHOW HOMEHKIATYphl Jen. Homenkiarypa
Jell  CTPYKTYPHOT'O TMOJpa3JelieHusi COCTaBIIETCA JIMIIOM, OTBETCTBEHHBIM 32 BEJCHHE
JIETIONIPOU3BOJICTBA CTPYKTYPHOTO MOJpa3JeieHus, COTJAaCOBBIBAETCS C 3KCHEPTHOW KOMHUCCHUEH
CTPYKTYPHOT'O MOJpAa3AeTICHUS U MOANHUCHIBAETCS PyKOBOJIUTENEM CTPYKTYPHOTO TOpA3AeIEHHUS.

7.9. BHOBBb CO3JaHHOE CTPYKTYpPHOE TMOJIpa3fieliecHue B MECSUYHBI CpPOK pa3padaThiBacT
HOMEHKJIATypy JeJl CTPYKTYpPHOTO TOJpa3feNieHUs] W TPEACTaBIsSeT €€ OTBETCTBEHHOMY 3a
COCTaBJICHHE CBOJIHOM HOMEHKJIATYPHI Jell.

7.10. Homenknatypa aen CTPYKTYpHOI'O MOIpAa3ACJICHUss U CBOJHAs HOMEHKJIATypa el
cocraBisitorcs o popme, ycranoBieHHOU [IpaBuiaMu opraHu3any XpaHSHHs, KOMIUICKTOBAHHUS,
ydeTa U MCIONb30BaHMs JOKyMeHTOB ApxuBHOro ¢onna PO u apyrux apXxuBHBIX JOKYMEHTOB B



27

rOCyJapCTBEHHBIX  OpraHax, oOpraHax MECTHOI'O  CaMOYIpaBlieHHUs W  OpTraHU3alusX,
yTBEPKACHHbIMU pruka3zoM Pocapxusa ot 31.07.2023 Ne/7.

7.11. HomenknaTtypa pAen mofpasleisercss Ha pasflenbl, KOTOpbIe pacrojlaraiorcs B
COOTBETCTBUH C YTBEPXKJIEHHBIM INTAaTHBIM pAcHHCaHUEM 00pa3oBaTeIbHONH OpraHU3alHH.
Haspanusimu pa3eioB HOMEHKJIATYpPbl J€J1  SIBJISIIOTCS HAWMEHOBAHMS €€ CTPYKTYPHBIX
NOJIpa3/ieJICHUI WK HalpaBJICHUS €ATEIbHOCTH.

7.11.1. B rpade 1 HOMEHKIATYpbl €7 MPOCTABJISIOTCA HWHACKCH KaXJI0ro Jela,
BKJIIOYEHHOTO B HOMEHKJIATYypy. MHIEKC aena coCTOUT U3 mU(POBOTO 0003HAYEHHUSI U3 LITATHOTO
pacnucaHus o0pa3oBaTeIbHONW opraHu3anuu (Koja) M MOPAIKOBOTO HOMEpa 3arojoBKa Jeia Mo
HOMeHKJatype. MHaekcsl aen obo3HavaroTes apabckumu mudpamu. Hampumep: 12-05, roe 12 —
ob0o3Hayenue (koxa), 05 — mopsAKOBBIA HOMEp 3aroJoBKa Jieia B pa3/ieie HOMEHKIATypbl Je7.

B HomeHkiaType Jell COXpaHAIOTCS OAMHAKOBBIE MHJEKCHl ISl OJHOPOJIHBIX M
NEePEeXOIALIUX JEI.

7.11.2. B rpade 2 HOMEHKIATYpbI JIeJI MPOMHCHIBAIOTCS 3arOJIOBKU JIeJl. 3arojioBOK Jesa
4eTko, B 0000IIeHHOIH (dopMe OTpakaeT OCHOBHOE COJIEp>KaHHWE U COCTaB JIOKyMEHTOB Jieja.
OcHoBOM 1711 HaMMEHOBaHMs (3arojoBKa) e SBISAIOTCS BOMNPOCHI, OTpa)karollMe 3ajauyd U
byHKMM 00pa3oBaTeibHONM opraHu3anuu. HauMeHOBaHUS JOIOJHAIOTCS YKa3aHHEM poja
3aBOJIMMOTO JI€Jla WK Pa3HOBUAHOCTH JOKYMEHTOB (IIOCTaHOBJIEHUS, IPUKA3bl, IPOTOKOJIBI U T.1I.).
Eciu peno, BKIOYaeMOe B HOMEHKIATYpy Ji€J, COCTOUT W3 OJIMHAKOBBIX BHJIOB WIH
Pa3HOBUIHOCTEN JOKYMEHTOB, B 3arojJOBKE TaKOro Jejla YyKa3bIBacTCsl HaMMEHOBAaHUE BHUJIOB
JIOKYMEHTOB, Hanpumep «lIpuka3el 1o ocHOBHOI AesTensHOCTH». He nomyckaercs ynotpebieHue B
3arojIOBKe Jiefla HEKOHKPETHBIX (POPMYIHMPOBOK («pa3HbIe MaTepHaibl», «0OMas MEepernucKay,
«MCXONAIIAsl TEPEenucKay, «BXOMIAIIUE JTOKYMEHTBD»), a TaKKe BBOJHBIX CJIOB, CIIOKHBIX
CHHTaKcH4YecKnx o0opoToB. He momyckaercs ynmoTpeOieHHE COKpAIIEHHBIX CJIOB HAaMMEHOBaHHN
TEPPUTOPUATBHBIX OPraHOB MCIOJHUTENBHOM BJIACTHU, YYPEXKACHUH UM OpraHu3alui, Kpome
O(QUIMaIbLHO YCTAaHOBJIEHHBIX COKpalieHuid. Eciau gemno OyaeT cocTosTh U3 HECKOIBKUX TOMOB WIIN
qacTeil, To cocTaBiisieTcsl OOIIMN 3arojIOBOK JeNla, a 3aTeM NpU HEOOXOAWMOCTH COCTaBIISIOTCA
3aroJIOBKM Ka)kJ0ro Toma (4acTu), yTOUHSIOIIUE COepyKaHNe 3aroJioBKa Jiena.

ITopsAoK pacnosioKeHus 3aroJ0BKOB JI€JI BHYTPH Pa3eNioB U MOAPA3IEI0B HOMEHKIIATYPHI
JIeJT OIIpeNENseTCs] CTENEeHbI0 BaXKHOCTHU JIOKYMEHTOB, COCTABIISIFOIIMX JI€Na, U UX B3aWMOCBS3bIO.
BHrauane pacrnosnaratoTcst 3aroJIoBKM [ell, COJEpXalluX OpraHU3allMOHHO-PACTIOPSIUTENBHYIO
JOKyMeHTaluio. Jlamee pacnojiaratoTcsi 3arojIOBKH 1€, COJAEp)KAlUX IJIAaHOBBIE M OTYETHBIE
JIOKYMEHTHI U T.J.

[Topsiok pacnosyioKeHusl 3ar0JI0BKOB JIEJl BHYTPH pa3/ielioB U MOAPa3/IeI0B HOMEHKIIATYPhI
JIEJT OPENENAETCS] CTENEHbI BaKHOCTH JIOKYMEHTOB, COCTABJISIFOIIMX J€J1a, U UX B3aWMOCBS3bIO.
Bnauane pacnonaratoTcsi 3arojIoBKM Je€Jl, COJEpKalluX OpraHu3allMOHHO-PacHopSAUTEIbHYIO
JIOKYMEHTAIMIO0. 3aT0JIOBKH JIeJI MOTYT YTOUHSATHCS B Iporecce GopMUpoBaHUs U 0hOpMIICHUS JIe.

B HoMmeHknaTypy [en BKIIIOYAIOTCS TaKKe Jea, HE 3aKOHUYEHHBbIE MPOM3BOACTBOM Jieja
IPOILIBIX JIET (MepexXoAIue).

7.11.3. I'pada 3 HOMEHKJIATYypBHI ACN 3aMOJHSIETCS B TEYCHHE KAJICHIAPHOTO Toja — IpHU
(bopMHpOBaHUN HOBOTO JieJia, TPH 3aKPHITUH JIeJIa ¥ 110 OKOHYAHUH KaJICHIaPHOTO roja.

ITo moctwkenun nenom oobema B 250 JMCTOB, TOM 3aKPBIBAETCS M OTKPHIBACTCS HOBBIN
ToM. B rpade mocnenoBarenbHO yKa3bIBalOTCS HOMEpa TOMOB M KpalHHE JaThl JIOKYMEHTOB
kaxaoro toma. Hampumep «T1 — 11.01.2024-30.06.2024, T.2. — 01.07.2024-30.12.2024».

DNEKTPOHHBIE Jiejla HAa TOMA HE pa3lesstoTcs. Bee aneKTpoHHbIE TOKYMEHTHI, HE3aBUCUMO
OT UX 00beMa, BKIIFOYAIOTCS B OJTHO 3JIEKTPOHHOE JIEIO.

7.11.4. B rpade 4 ykasplBaeTcs CpPOK XpaHEHHUs Jela, HOMepa CTaTeil 1Mo TUIOBOMY HIIU
BEJJOMCTBEHHOMY IE€pEeUHI0, (eiepalbHOMY 3aKOHY WJIM HHOMY HOPMAaTUBHOMY IIPaBOBOMY akTy, a
IPU UX OTCYTCTBUHM — IO THUIIOBOW MJIM PUMEPHON HOMEHKJIAType JIe.

7.11.5. B rpade 5 ykaspiBatoTcsi 0COOCHHOCTH (HOPMHUPOBAHHS Jella M BHUJ HOCHUTEIS
uHpopmanuu. B ToM umcine B rpade oTpaxkaroTcs CIEIUalbHbIE CPOKM XpaHEHUs Jed,
MIPOCTABJISIFOTCS. OTMETKU O 3aBEJCHHHU JIeN (B TOM YKCJE B 3JIEKTPOHHOM BHJIE), O BBIICTICHUU /1T K
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YHUYTOXKEHHUIO 110 UCTEYEHUH CPOKOB UX XPaHEHHMsI, O MECTE XPaHEHUS MOJTUHHUKOB JOKYMEHTOB,
0 repenaye J1ed B IpYryro OpraHu3aluio JUIs IPOI0JKEHUS BEACHUS U p.

B rpade nenaroTcs OTMETKH O MEPEXOASIIMX JejaX ¢ yKa3aHHWEM CTaporo MHAeKca Jiena B
ciydae ero usmenenus. Hanpumep «Ilepexomsmiee ¢ 2024 r. B 2024— 2028 rr. — 1. 2-2-11».

[Io nmemam, KOTOphple MO KAaKUM-THOO MPUYMHAM B TEUYEHHE KaJeHJApHOro roja He
3aBoqwinch, B rpade «lIpumeuanuey HOMEHKIATYphl Jel Jenaercs 3amuch — «Jlemo He
3aBoamiiochky. [Ipu sTom B rpade 3 nmpocrapisieTcss IpodepK.

7.12. Tlo OKOHYaHMM KaJEHAAPHOIO rojfia B KOHIIE HOMEHKJIATYpbI JIe] JeJIaeTCsd UTOroBas
3alUCh O KaTeropUsAX U KOJMYECTBE Je, 3aBEJACHHBIX B TEKYIIEM KaJeHAapHOM roay. B utoropyio
3alUCh CBOJHOM HOMEHKJIATYPBI JIEJI CBEJACHUSI BHOCSTCS HA OCHOBAaHUHU JAHHBIX, MEPEIAHHBIX U3
CTPYKTYPHBIX [TO/Ipa3fielieHuii 00pa3oBaTeIbHOM OpraHu3aIiy.

8. DOPMHUPOBAHUE U O®OPMJIEHUE JIEJI

8.1. dopmupoBaHue naea — TPYNINUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jela B
COOTBETCTBUU C HOMEHKJIATYPOH A€l M CUCTEMAaTU3alus JOKYMEHTOB BHYTPH Jiena.

8.2. Jlena B oOpa3oBaTeibHOM  oOpraHuzaluu  (QOPMHUPYIOTCS B CTPYKTYpPHBIX
NOJIpa3iesICHUsX.

8.3. UcnonHeHHble NOKYMEHTHI JNOJKHBI B 10-IHEBHBIN CPOK CHaBaThCs HCHOIHUTEIEM
JUILy, OTBETCTBEHHOMY 3a BEJICHHUE JEJIONPOU3BOACTBA B CTPYKTYPHBIX IOAPA3JEICHUSX, IS
dbopmupoBanus ux B aena. Homep nena, B KOTopoe JOMKEH OBITh MOJIIUT JOKYMEHT, ONpeAenseT
PYKOBOJUTEINH CTPYKTYPHOTO TIOJpa3/esieHUs] 00pa30BaTeIbHON OpraHn3allii WM UCIIOJHUTEID B
COOTBETCTBUU C HOMEHKJIaTypod nen. Ha nokymeHnrte mpocrtaBisitorcs orMeTka «B gemo Ne..y,
HOJIMUCH UCTIOTHUTENS WIK PYKOBOAMUTENS CTPYKTYPHOTO MOAPA3/IEeHUs, AaTa.

JIOKYMEHTBI BHYTpPH JI€JIa PACIIONIAratoTCsl B XPOHOJIOTHYECKON OCIE0BaTEIbHOCTH.

8.4. Kontpoib 3a mpaBUiIbHOCTHIO (POPMHUPOBAHUS €N OCYIIECTBISETCS OTBETCTBEHHBIM 3a
apxuB 00pa3oBaTeIbHOI OpraHu3aluy.

8.5. Ilpu popmupoBanuu ae1 HEOOXOAUMO COOIIOAATH CIIEAYIOITUE OOIIHe TTpaBuIa;

—  TOMelaTh B JIeN0 TOJBKO WCIOJHEHHBIE IOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKaMH
JIeJ1 1TI0 HOMEHKJIaType;

—  TpYHNIHMPOBATH B JI€J]0 JOKYMEHTHI OJJHOI'O KaJIE€HapHOI0 T0/1a;

—  pa3ienbHO TPYIIUPOBATH B JeNa JOKYMEHTHI IMOCTOSHHOTO U BPEMEHHOTO CPOKOB
XpaHEeHHUS;

- TIOMeuIaTh B Jieda KCEPOKOMHUH (PaKcoB, TelepoHOTpaMM Ha OOLIUX OCHOBAHMSIX;

— B Jlell0 HE JIOJDKHBI TOMEMIAThCsl JIOKYMEHTBI, MOJIeXKalle BO3Bpary, JHUIIHHE
HK3EMIUISIPBI, YEPHOBUKH: 10 00BEMY JEJI0 HE MOJDKHO mpeBbimarh 250 nuctoB wim 4cm. [lpu
HAJIMYUK B JIeJle HECKOJIBKMX TOMOB (4YacTed) MHAEKC M 3arojOBOK Jela MpPOCTaBISAIOTCS Ha
KaXJIOM TOME ¢ J0OaBICHHEM «TOM 1», «ToM 2» (TTOCIEeTHUN).

8.6. Ocobble TpeOoBaHUs K (POPMUPOBAHUIO OTJEJIBHBIX JIEII.

8.6.1. PacmopsiaMrenbHbIE  JOKYMEHTBHI TPYNIUPYIOTCS B J€Ja 1O BHJAAM B
XPOHOJIOTUYECKOM MOPSIKE C OTHOCSIIUMUCS K HUM MPUIIOKEHUSIMHU.

8.6.2. VYcraBbpl, IIOJOXKEHUs, WHCTPYKLUMHU, YTBEPXKACHHBIE PACHOPAIUTEIbHBIMU
JOKYMEHTaMH, SIBJISIOTCS NPWIOKEHUSMH K HUM M TPYNIHUPYIOTCS BMeCTE C YKa3aHHBIMU
nokyMmeHTaMu. Ecim ke OHM YTBEp)KJI€Hbl B Kade€CTBE CaMOCTOSITEILHOTO JOKYMEHTa, TO HX
IPYNIUPYIOT B CAMOCTOSITEIbHBIC JIEJIa.

8.6.3. IIpukas3pl M0 OCHOBHOW JEATEIBHOCTH TPYNIHUPYIOTCS OTHAEIBHO OT IPHUKA30B IO
JUYHOMY COCTaBY.

8.6.4. Ilpuka3zpl MO JMYHOMY COCTaBy TIpPYIIHPYIOTCS B JElIa B COOTBETCTBUH C
YCTAHOBJICHHBIMH CPOKaMH MX XpaHEHUS.

8.6.5. IIpoTokosbl B Jie7ie pacrmoJiaraloTcsid B XPOHOJOTHYECKOM MOPSAKE MO HOMEpaM.
JIOKyMeHTBl K TPOTOKOJaM, CTPYNIHMPOBAHHBIE B OTIENbHBIC J€la, CHUCTEMATU3UPYIOTCS IO
HOMEepaM MPOTOKOJIOB.
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8.6.6. YTBepKIECHHbIE IUIaHbl, OTYETHI, CMEThI, JJUMHUTBI, TUTYJbHbIE CIHCKU U JAPYyrUe
JOKYMEHTBI TPYIIHUPYIOTCS OTAEIBHO OT IPOEKTOB.

8.6.7. JIOKyMEHTBI B IMYHBIX JI€JIaX PACIoararoTcs o Mepe UX MOCTYIICHHUS.

8.6.8. Ilepenmcka rpymnmupyercss B paMKax OJHOTO  KaJeHJapHOro roja H
CUCTEMAaTU3UPYETCs] B XPOHOJIOTMYECKOM MOCIIE0BATEIBHOCTHU: IOKYMEHT — 3alpOoC — JTOKYMEHT
— OTBeT.

8.7. Jlena oOpa3oBaTebHOI OpraHU3aluy MOANIEKAT O(QOPMIICHUIO MPU UX 3aBEJICHUU U 110
3aBepIleHUH KajeHaapHoro rojaa. OdopmieHue gena — MOArOTOBKA JieNia K XpaHEHHIO BKIIIOYAET B
cebsi KOMIUIEKC pPadOT MO OINMCAaHUIO Jiela Ha OOJIOKKe, MOJIIMBKE, HyMepalHuu JHCTOB U
COCTaBJICHUIO JTUCTa-3aBepuTens Aena. OdopmiieHue aen NpoBOAUTCS paOOTHUKAMH CTPYKTYPHBIX
nojipa3JieliecHuii 00pa3oBaTeNbHON OpraHu3alvd, B 00S3aHHOCTU KOTOPBIX BXOIHUT 3aBElICHUE U
dbopmupoBaHue €N, NMPH METOAMYECKOW TMOMOLIM U TOJ KOHTPOJEM apXuBa 00pa3zoBaTeIbHOMN
OpraHH3aIiH.

8.8. lema momyexar odopmienuro. [TomHoe oopmiienune nemna npeaycMaTpuBaet:

—  TOJIIMBKY WU TBEPJbIN MEPEIIeT J1ena;

-  HyMepallMIo JINCTOB B JIEJIE;

—  COCTaBJICHHE JIMCTa-3aBEpUTEIIS JIeNa;

—  COCTaBJICHHE B OCOOBIX Cilydasx (Mpu O(QOPMIICHHH JIMYHBIX NN, IS ydeTa 0co0o
[EHHBIX JIOKYMEHTOB) BHYTPEHHEH OMUCH JTOKYMEHTOB JIEJa;

—  BHECEHHE HEOOXOAMMBIX YTOYHEHHH B PEKBH3UTHI OOJIOKKM Jena (yTOYHEHHE
Ha3BaHMS MO/IpA3/ICICHUs, UHACKCA U 3aroJIoBKa Jielia, 1aThl JIea U Ap.).

8.9. ChopmupoBaHHbIE JAeia MOIIMBAIOT HA YETHIPE MPOKOJIA B TBEPIAYIO OOJOXKKY W3
KapTOHAa WM TEPeIIeTaloTCsl C yYeTOM BO3MOXKHOCTH CBOOOJHOTO UTEHHUS TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U pe3ojouuil Ha Hux. [Ipu moaroroBke aen K MOAIIUBKE (TIEPEIUIETY)
METAIJIMYECKHE CKperieHus: (CKOOBI, CKpENKH) U3 JOKYMEHTOB yAalsitorcs. [lena mocTosHHOTO
XpaHEeHHs, COCTOSIINE U3 HE(POPMATHBIX TOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEPIBIX MarKax c
TpeMsl KJIallaHaMU U C 3aBsI3KaMH.

8.10. Ilpu Hanuuuu B Ji€1€ HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYJIOBBIX KHIKEK U
Jp.) 3TU JOKYMEHTHI BKJIAJbIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM MOALIMBAaETCs B 3TO neno. [lpu
HAJIMYUKA OOJIBIIOTO KOJIMYECTBA TaKUX JOKYMEHTOB OHU MOTYT HM3BIMAThCS W3 JIeN, W HAa HUX
COCTAaBJISI€TCSI OT/IENIbHAS OIUCH.

8.11. B memsax obecrneueHUs COXPAaHHOCTU M 3aKPEIUIEHUs] MOpSAIKA pacCIOIOKEHUs
JIOKYMEHTOB, BKIIFOUEHHBIX B JI€JI0, BCE JIMCThI, KPOME JINCTa-3aBEPUTENS], HyMEPYIOTCS apaOCKUMU
muppaMud B TNPaBOM BEPXHEM YTy, HE 3ajieBas TEKCTa TOKYMEHTa, MPOCTHIM TpadUuecKuM
KapaHJallioM WIH HyMepaTopoM. YTOTpeOleHHe YepHUI U IIBETHBIX KapaHAAllel sl HyMepaluu
JIMCTOB 3arpeliaercs. BHyTpeHHss onuch UMEET CaMOCTOSATENbHYI0 HyMEPALIUIO.

JIMCTBI 11, COCTOSALIMX U3 HECKOJIBKUX TOMOB MJIM YacTel, HyMEpYIOTCs IO KaKIOMy TOMY
WJIM YaCTH OT/EJIBHO.

dororpaduu, dYepTekH, AUATPAMMBI U JAPyTUE WIUTIOCTPATUBHBIE U CHEHH(PHUECKUE
JIOKYMEHTBI, TPEJCTABISIONINE CAMOCTOATEIbHBIH JUCT B Je€Je, HYMEpPYIOTCs Ha OOOpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

Crno>xeHHBIH JTUCT pa3BOpaunBaeTCs U HyMepyeTcs B IPaBOM BepxHeM yrity. [Ipu aToM Jauct
moboro Qgopmara, MOAMUTHIA 32 OAWH Kpai, HyMepyeTcs Kak OJUH JIUCT; JIUCT, CIOKEHHBIN H
TIOJIIIATHIN 32 CEPEeIMHY, TIOIISKNT TEPEIINBKE U HyMEPYETCsl KaK OJTUH JIHCT.

[TonmmuTelie B A€7I0 KOHBEPTHI C BIOKEHUSIMH HYMEPYIOTCS; IIPU 3TOM BHayaJle HyMepyeTcs
KOHBEPT, a 3aTe€M OUYEPEJHBIM HOMEPOM KakJ10€ BIIO)KEHHE B KOHBEPTE.

[TonmuTeie B €0 JOKYMEHTHI ¢ COOCTBEHHON Hymepauuel JTUCTOB (BKIIOYas MeyaTHbHIE
U3JIaHUs1) MOTYT HYMEpOBAaThCs B OOLIEM MOPSAIKE UM COXPAHSITh COOCTBEHHYIO HyMepaluio, €cliu
OHA COOTBETCTBYET MOPSIKOBOMY PACIOJIOKEHUIO JIUCTOB B JEIIE.

B cnyuasx oOnHapykeHHss OOJIBIIOTO YHWciaa OMMOOK B HyMepaluud JIMCTOB Jieja B
JIeNTOTIPOU3BOICTBE MPOBOAUTCS UX NepenyMmepauus. [Ipu nepenyMmepannu JUCTOB cTapble HOMepa
3a4epKUBAIOTCS OJIHOM HAKJIOHHOW YEpPTON W PAIOM CTABUTCS HOBBIM HOMED JIMCTA; B KOHIIE Jejia
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BKJIQJIbIBAETCS JIUCT-3aBEPUTENb, MPH JTOM CTapblii JIMCT-3aBEpUTENb 3aYEPKUBAETCS, HO
COXpaHsieTcs B JIElIE.

8.12. Jlns ydera KoONMMYECTBa JIMCTOB B Jeiie M (UKcCAIMu OCOOCHHOCTEH WX HyMepaluu
COCTaBJISIETCS JIUCT-3aBEPUTEND JAeiia. JJOKyMEHT COCTaBIsAETCSl HA OTAEIbHOM JINCTE U BKJIFOYAETCS
B JIeJI0 TocieAHUM JucTtoM. JlucT-3aBeputenb cocTaBisercs 1o (opme, YCTaHOBIIEHHOM
[TpaBuiiaMu oOpraHu3alUy XpaHEHHs, KOMIUIEKTOBaHMS, Y4Y€Ta M MCIIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro ¢onna PO u npyrux apXuBHBIX JOKYMEHTOB B T'OCYJIapCTBEHHBIX OpraHax, opraHax
MECTHOI'O CAaMOYINpABICHUS W OpraHu3alusX, YTBEpP)KIEHHbIMM IHpukazoMm PocapxuBa ot
31.07.2023 Ne 77.

Bce mnocnenyroomue HM3MEHEHHS B COCTaBE M COCTOSIHUMM Jena (IOBPEXKICHMS, 3aMeHa
MNOJJIMHHBIX JOKYMEHTOB KOMUSIMHU, MPHUCOEIMHEHHE HOBBIX JOKYMEHTOB M T.A.) OTMEYaloTCi B
JIMCTE-3aBEPUTE JIeJIa CO CCbUIKOM Ha COOTBETCTBYIOIINMN aKT.

8.13. O06yoxKa €N MOCTOSTHHOTO, BpeMeHHOro (cBbimie 10 jieT) XxpaHeHUs W M0 JTUYHOMY
coctaBy o¢opmisiercss 1o ¢opme, ycTaHoBiaeHHOW IlpaBunamm opraHu3anuu XpaHEHUs,
KOMIUIEKTOBAHHSI, y4€Ta U HCIONb30BaHUS JOKyMeHTOB ApxuBHoro ¢ouna PD u npyrux
apXUBHBIX JOKYMEHTOB B TIOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJICHUS U
OpraHu3alusiX, yTBepxaeHHbIME npuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

I[Ipu odopmieHnn OOMOXKKKM €1 HAMMEHOBaHHWE O0pa30BATENBHON OpraHHU3alud
YKa3bIBaeTCS TMOJHOCTHIO MO YCTaBy, B MMEHHUTEIBHOM MaJIeKe, COKpAIICHHOE Ha3BaHHWE — B
CKOOKax.

OO0s13aTENIbHBIMU PEKBU3UTAMU OOJIOKKHU JIea SIBJSIETCSl yKa3aHWE KOJUYeCTBa JIMCTOB B
Jiesie, KOTOpoe MPOCTaBIIsETCS HA OCHOBAHUH JINCTA-3aBEPUTENS Jiea, U CpOKa XpaHEHHUs jAena (Ha
JIeNiax TOCTOSHHOTO XPaHEHHsS MUIIETCA: «XPaHUTh IOCTOSHHO»), KOTOPBIM TMEPEHOCUTCS Ha
00JI0KKY JieJ1a U3 HOMEHKJIATYphI [10CJI€ CBEPKH €r0 110 CPOKAM XpaHEHUS B IIEpPEUHE.

8.14. [lng yyeTa HJOKYMEHTOB OMpEAENEHHBIX KaTerOpUi NIl MOCTOSHHOTO U BPEMEHHOTO
(cBbime 10 ser) XpaHeHMs, y4eT KOTODPBIX BbI3bIBaeTCS CHEU(UKON aHHON OKyMEHTaluu
(JmuHBIe Nlena, 0co00 LIEHHBIE), COCTABISIETCS BHYTPEHHSS ONMCH JIOKYMEHTOB Jena (Jajnee —
BHYTPEHHSS ONKChH).

BHyTpeHHIOI0 OnMCh HEOOXOAUMO TaKXKe COCTaBIATh B JieJlaX MOCTOSHHOTO U BPEMEHHOIO
(cBbime 10 7ner) XpaHeHMs, CPOPMUPOBAHHBIX IO PA3HOBUAHOCTSM JOKYMEHTOB, 3arojIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPIKaHNE JOKYMEHTOB.

BHyTpeHHSsI OmuCh COCTaBIISETCS Ha OTAEIBHOM JHCTE IO (opMe, YCTaHOBIEHHOU
[TpaBrwiiaMu oOpraHu3alUy XpaHEHHs, KOMIUIEKTOBAHMS, y4eTa M MCIIOJIb30BaHMS JIOKyMEHTOB
ApxuBHoro ¢onna P® u npyrux apXuBHBIX JOKYMEHTOB B T'OCYJIapCTBEHHBIX OpraHax, opraHax
MECTHOIO CAaMOYINpPABIEHUS W OpraHu3alusax, YTBEpPKIECHHbIMM IpukazoMm PocapxuBa oOT
31.07.2023 Ne 77.

K BHyTpeHHEW ommcu jaena COCTaBISAETCS WTOrOBas 3alliCh, B KOTOPOMl yKa3bIBacTcs
nudpamMy U TMPOMUCHIO KOJUYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB M KOJHWYECTBO JIMCTOB
BHYTPEHHEH OIMCH.

BHyTpeHHsIsI ONuch MOANUCHIBAETCSI €€ COCTAaBUTENIEM C yKa3aHUEM JOJDKHOCTH, TOJIHUCH,
pactuppoBKH MOANUCH U HyMEpYyeTcs B JeJie OTAEIbHO.

9. OPTAHM3ALINA OITIEPATUBHOI'O XPAHEHNWA JOKYMEHTOB

9.1. C MoMeHTa 3aBelleHHs U 0 Tepenadyu el B apXuB 0Opa3oBaTENbHOM OpraHu3aluu
JIeJia XpaHATCS TI0 MECTY UX (POPMUPOBAHUS — B CTPYKTYPHBIX NOJIpa3AeICHUSX.

PykoBoguTenn  CTPYKTypHBIX TMOJpa3/ieleHud W pabOTHHKHM, OTBEYaloUIhe  3a
JEJI0NPOU3BOJICTBO, 00s3aHbl 00ECIIEUNBATh COXPAHHOCTh JOKYMEHTOB U JIElI.

C 1enpl0 TOBBIIIEHHS ONEPAaTUBHOCTH IIOMCKAa JOKYMEHTOB [I€a pacIoJlaratoTcsl B
COOTBETCTBUH C HOMEHKJIATYPOH €.

Ha xopemrkax 0070%keK J1e1 yKa3bIBaloTCsl MHIEKCHI JIe TT0 HOMEHKJIaType.
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9.2. Bpigaua pen, O3HAKOMIJICHHUE C JIOKYMEHTAMH, HaxXOJSIIMMUCS Ha OINEPAaTHBHOM
XpaHEHUHW B CTPYKTYPHOM TMOApa3JeleHud, pPaOOTHHKAM 0O0pa3oBaTeNbHON OpraHHU3aINH
IIPOU3BOJUTCS C pa3pelIeHNs pPyKOBOJCTBA.

9.3. U3bsiTHE JOKYMEHTOB U3 JIeJl IOCTOSTHHOTO XPAHEHHUS! JOIYCKACTCsl B UCKIIOYUTEIBHBIX
CIy4asix, MO 3ampocaM KOMIIETEHTHBIX OPraHOB W IMPOU3BOJUTCS C NMHCbMEHHOTO pPa3pelieHUs
pyKOBOIUTENST 00pa3oBaTENbHON OpraHM3alMi C OCTaBJICHHEM B Jielieé 3aBEPEHHON KOMHH
JIOKYMEHTa U aKTa O IPUYMHAX BbIIaY¥ NOJIMHHUKA.

9.4. CamoOCTOATEIIBHOE YHHUUYTOXKEHHE JIOKYMEHTOB B CTPYKTYPHBIX IOJpa3AeieHUsIX
00pa3oBaTeNbHOI OpraHu3alny 3arpenaeTcs.

9.5. PabOTHHUKHM CTPYKTYpHBIX MOAPA3JEICHUNA HECYT OTBETCTBEHHOCTh 332 COXPAaHHOCTH
MOCTYNUBIIMX K HUM JIOKYMEHTOB U aKKypaTHOE 00pallieHUe C HUMHU.

10. TIOPAOK ITEPEJAYN TOKYMEHTOB HA XPAHEHUE B APXVB
OBPA30BATEJIBHOU OPI"TAHU3ALINN

10.1. B apxuB 00pa3oBaTeIbHOM OpraHU3aIiy NepeIaroTcs Ielia MOCTOSHHOTO, BPEMEHHOTO
(cBbie 10 ner) xpanenus. Mx nepegaya npou3BOJUTCS MO OMUCAM JIE.

3aKOHUEHHBIE JEJIONPOU3BOACTBOM J€jla IOCTOSSHHOro, BpeMeHHoro (cseime 10 1er)
XpaHeHMs IOcJe OKOHYaHMs KaJeHIApPHOTO rojia, B KOTOPOM OHU ObUIM 3aBEJCHBI, MOJJIEKAT
oQopMIICHHIO B COOTBETCTBHHM C HACTOAIICH WHCTPYKIMEH M TIepelaloTcsi B  apXuB
00pa30BaTeIbHOW OpraHu3alUH.

10.2. B mepuoa moAroTOBKH CTPYKTYPHBIMH IOJIPA3JCICHUSAMH Il K Tepeade B apXuB
0o0pa30oBaTeNIbHOW  OpraHU3allMd OTBETCTBEHHBIH 3a apXuB IPEIBAPUTEIBHO IPOBEPSET
NPaBUWIBHOCTh UX (pOpMUPOBaHUS, OPOPMIICHHSI U COOTBETCTBUE KOJHMYECTBA JIEJl, BKIIOUCHHBIX B
OIUCh, KOJIMYECTBY JI€], 3aBEACHHBIX B COOTBETCTBUU C HOMEHKJIATypoil. Bce BbIsBICHHBIE IpU
NPOBEPKE HEIOCTATKH OTBETCTBEHHBIE 3a JEJIIOTNPOU3BOJICTBO CTPYKTYPHOTO IOJIpa3/IeiICHUs
00s13aHbl YCTPAHUTB.

10.3. Tlpuem kaxmoro pnena TPOU3BOJUTCS OTBETCTBEHHBIM 3a apXWB B NPUCYTCTBUH
OTBETCTBEHHOT'O 3a JIEJIONPOU3BOJACTBO CTPYKTYpHOro mojpasfeneHus. Ha sk3emmispax omucu
MPOTHB KaXKJIOTO JIeNIa, BKIFOYEHHOTO B HEe, JeNIaeTCs OTMETKA O HAIMYMU Jiena. B KOHIe KaX10ro
HK3EMIUIIpa OMUCH YKAa3bIBAIOTCS IU(PpPaMH M HPOMHUCHIO KOJIMYECTBO (DAaKTUUECKU NMPHHATHIX B
apX¥B JIeJI, HOMepa OTCYTCTBYIOIIMX JIeN, AaTa IprueMa-repeaadu Aesl, MOAINMCH OTBETCTBEHHOTO 32
apxuB U pabOTHHUKA, NTEPEJaBILEro Jiena.

10.4. lena B apXuB AOCTABIISIFOTCS paOOTHUKAMU CTPYKTYPHBIX MTO/Ipa3/IeIICHUN.

10.5. B cnyyae JMKBUAALUMH CTPYKTYPHOTO IMOJpPA3/€iCHUs OTBETCTBEHHBIH 3a
JIeITOTIPOU3BOJICTBO B TEYEHHUE JIBYX MECAIEB C MOMEHTA JIMKBUIAIMY TOApa3/esieH st popMupyet
BCE MMEIOLINECS JOKYMEHTHI U MepelaeT B apXuB 00pa30BaTeNbHONW OpraHu3allii HEe3aBUCUMO OT
cpokoB XpaHeHus. [Ipu peopranuzanum o0pa3oBaTeTbHONH OpraHW3alUN JOKYMEHTHI TEpeaaroTcs
[0 aKTy IMpHeMa-Tiepeiayd IPaBONPEEeMHUKY WIM TPH OTCYTCTBUM NpPaBONpPEEMHHUKAa — B
MYHUITUTIATLHBINA apXUB.

11. OKCIIEPTU3A HEHHOCTU JOKYMEHTOB

11.1. DkcmepTr3a IEHHOCTH JOKYMEHTOB — OIPEACIICHHE COOTBETCTBHS JOKyMEHTa W
(M) TOKYMEHTOB KPUTEPHSIM €ro (UX) IIEHHOCTH B LEJSIX ONpPEeICHNUs CpOKa XpaHeHHs U oTOopa
JOKyMeHTa W (WIM) TOKYMEHTOB JUIsl TIEpeladyd Ha XpaHeHHWsT B apxwBe oOpa3oBaTelbHOU
OpraHU3aIMyi WIH BBIEICHUS K YHUUTOXKEHUIO 110 UCTEYEHUU YCTAHOBIEHHOI'O CPOKA XPAHEHUS.

11.2. DkcnepTtu3a IEHHOCTH JOKYMEHTOB B 00pa30oBaTelIbHOM OpraHM3alMi Ha CTaJuH
JI€TIOTPOU3BOJICTBA MPOBOIUTCS:

—  IIPU COCTABJIICHMH HOMEHKJIATYPHI J€];

— B mporecce GOpMUPOBAHUS [N U MMPOBEPKH MPABUIHLHOCTH OTHECEHUS JOKYMEHTOB K
JenaM;

—  TIpU MOATOTOBKE JIEJI K MOCIEAYIONIEMY XPaHEHHUIO;
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— B apxuBe B IIPOLIECCE MOJATOTOBKH HA XpaHEHHE B MyHUIIUTIAIbHOM apXHBe.

11.3. [na opraHu3allid M OPOBEAEHUS OSKCHEPTU3bl IIEHHOCTH JIOKYMEHTOB B
00pa3oBaTebHON OpraHu3aluu CO3/1aeTCs MOCTOSHHO JACHCTBYIOIAs SKCIIEpTHAsA KOMUCCHS (Haliee
— OK).

11.4. ®ynkuuu u npasa OK, a Takke opranuzanus ee paboThl ONPeNesIeTCs MOJ0KEHHEM,
KOTOPOE yTBEPXKIAETCs PYKOBOIUTENIEM 00pa30BaTeIbHOI.

11.5. DOxkcneprusa LEHHOCTH JIOKYMEHTOB IIOCTOSIHHOTO M BPEMEHHOI'O XpaHEHMs
OCYILECTBIIICTCSI €KErOJHO B CTPYKTYPHBIX IOApa3AeieHUsIX oO0pa30BaTeIbHOM OpraHu3aluu
HEIIOCPEACTBEHHO JIMIIAMM, OTBETCTBEHHBIMU 3a JIEJONPOU3BOJACTBO, coBMecTHO ¢ OK mpu
HEMOCPEJCTBEHHOM METOJMYECKOM pPYKOBOJCTBE pYKOBOAMTEN apXxuBa oOpa3oBaTeIbHON
OpraHH3aIiHu.

11.6. OTO60Op MOKYMEHTOB AJIsi IOCTOSIHHOTO XPAHEHHUs MPOBOJAUTCA B COOTBETCTBUHU C
HOMEHKJIATYypO# J1e1 00pa3oBaTelbHON OpraHU3ally, TUIIOBBIMA U BEJIOMCTBEHHBIMU NEPEUHSIMU
JJOKYMEHTOB C yKa3aHHUEM CPOKOB MX XPaHEHUs IyTeM OCTPAaHUYHOTO MPOCMOTPA Jedl.

B nemax mocTossHHOTO XpaHEHHS IMOJIEKAT UIBATHIO yOJIeTHBIC SK3EMILISIPHI IOKYMEHTOB,
YEepPHOBUKHU, HEO(OPMIICHHBIE KOITUHU JOKYMEHTOB M HE OTHOCSIIMECS K HUM JOKYMEHTBHI.

Hena c¢ ormerkorr "DIIK"/"OK" moasepraroTcs Takke MOJMCTHOMY HPOCMOTPY C IIEIIBIO
OTIpeNIeNIeHUs] U BBIJCJICHUS U3 UX COCTaBa JAOKYMEHTOB, IOJUIEKALIUX MOCTOSHHOMY XPaHEHHIO.
Hena c¢ ormerkoirr "OIIK"/"OK», comepkamme JOKYMEHTHI TMOCTOSHHOTO XpaHEHHS, MOJIEekKAT
nepeopMUpPOBaHUIO. BpigeneHHble M3 HX C€OCTaBa JIOKYMEHTBbl IIOCTOSHHOTO XpaHEHHUs
NPUCOCTUHSIIOTCS K OJHOPOIHBIM JelaM M O(QOPMIISIOTCS B caMoCTOsITeNbHbIE nena. Cpoku
XpaHEeHUs /€], COAEP KALIUX OCTAaBIIUECS HOKYMEHThl BPEMEHHOIO XpaHEHUs, ONPEeAEISIOTCs IO
BEJJOMCTBEHHOMY (M THUIIOBOMY) IEpPEYHIO JOKYMEHTOB C YKa3aHUEM CPOKOB HMX XpaHEHUS U
HOMeHKJaTtype nen. lloamuBka BHOBb C(HOPMHUPOBAHHBIX M€ IMPOU3BOAMUTCS TOJIBKO IOCIIE
3aBEpPLICHUS 3KCIEPTU3bI LICHHOCTH JIOKyMEHTOB.

OnHOBpEeMEHHO ¢ OTOOPOM JIOKYMEHTOB ITOCTOSIHHOTO M BpeMeHHoro (cBwimie 10 Jer)
XpaHEHus Ui Tepeladd B apXUB B CTPYKTYPHBIX MOJpa3felIEHUsX IMPOBOJUTCS OTOOp Nen U
JIOKYMEHTOB BpeMeHHoro (mo 10 mer) XpaHeHus, HOJUIeXaluX JalbHEHIIeMy XpaHEHUIO B
CTPYKTYPHBIX NOJpa3fesieHUsX, BbIIECICHHUE K YHUYTOXKEHUIO JIeJl 32 MPEIblIyline KajleHapHble
rojibl ¢ UCTEKIIMMHU CpPOKaMH XpaHeHus. [Ipu 3TOM ydMTBHIBaIOTCS OTMETKH B HOMEHKJIAType Jell
«Jlo munoBanust HanooHocT» (JAMH), «Ilpu ycinoBuu 3aBepiiieHus MPOBEPKHU (PEBU3UM)» U T.1I.

[TapannenbHo mpoBepsieTcsl KauyecTBO M IOJHOTA JIEHCTBYIOLIEW HOMEHKIATYphl el
0o0pa3oBaTeNbHOI OpraHu3alyy, MPaBUIbHOCTD OMPENEICHHs CPOKOB XpaHEHUs €)1, 3aBE/ICHHBIX B
COOTBETCTBUM C HOMEHKJIATYypoH [ell, COOJIIOJIEHHE YCTaHOBJIEHHOIO Mopsaka odopMiIeHus
JIOKYMEHTOB ¥ (JOPMUPOBAHUS €I

11.7. CrpyktypHble moppasfeneHuss  oOpa30BaTeNIbHOW  OpraHu3anuu  00s3aHBI
CUCTEMATUYECKH ONUCHIBATH JOKYMEHTHI 10 JHMYHOMY COCTaBy M JIOKyYMEHTbI BPEMEHHOIO
xpaneHnus (cBsitne 10 net), obecreunBaTh UX COXPaHHOCTH U Y4ET.

11.8. Ha Bce 3aBepIiieHHBIE JEIOMPOU3BOACTBOM Jiea IMMOCTOSHHOTO, BPEMEHHOTO (CBBIIIE
10 neT) XpaHEeHHUs: ¥ 1O JIMYHOMY COCTaBY, NMPOIIEININE IKCIEPTH3Y LEHHOCTH U 0(hOPMIIEHHBIE B
COOTBETCTBUHU C HACTOSIIIMMH TPEeOOBaHUSIMH, €XKETOJHO COCTaBIsAIOTCA onucu aen. OtTaenbHas
ONHUCH JIeNl TIPEJCTaBIIseT COOOW MepeyeHb JAed C CaMOCTOATENbHOM BaJoBOM (IOPSAKOBOIN)
HyMepanuei.

Onucu nen CoCTaBiSAIOTCS OTIAENBHO Ha Jefla NMOCTOSHHOTO XPAaHEHHWs, Jejla BPEMEHHOIO
(cBpmmre 10 met) XpaHeHwus, Jena MO JIMYHOMY cocTaBy. Ommcu nen opopMIIstoTces: o dopmam,
ycTaHoBNIeHHBIM [IpaBunamMu opraHu3alMy XpaHEHUs, KOMIIJIEKTOBAHUS, YUe€Ta U HCIIOJIb30BAHHS
JTOKYMEHTOB ApxuBHOTO (oHma P® u npyrux apxXuBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX
OopraHax, OpraHax MECTHOTO CaMOYIpaBJIECHUS U OPraHU3aLUAX, YTBEPXKIECHHBIMH MPHUKA30M
Pocapxusa ot 31.07.2023 Ne 77.

Onucu Aen COCTAaBISIOTCS B KaXIOM CTPYKTYpHOM MOJpa3/eieHuH 00pa3oBaTeIbHON
OpraHu3aliK €KET0JHO B IBYX IK3EMILIIpax.

[Io »TuM omucAM TOApa3feNeHUs] CIAI0T JOKYMEHTBI B apXuB 0Opa3oBaTeNbHOU
OpraHu3aluH.
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OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KAYECTBEHHOE COCTAaBJICHUE ONHMCEH Jen
CTPYKTYPHBIX [IO/Ipa3/I€JIEHN HECYT PyKOBOJUTENH 3TUX MTOAPA3AEICHUN.

11.9. Ilepen BHeCcEeHHEM 3arojIOBKOB /Il B OIUCH IIPOBEPSAIOTCS KauyecTBO (hOPMUPOBAHUS U
oopmieHHs JeN, COOTBETCTBUE KOJIMYECTBA JIeJI, BHOCUMBIX B ONKCH, KOJIMYECTBY 3aBEICHHBIX
JIeJ1 TI0 HOMEHKJIaType 00pa30BaTeIbHOM OpraHu3aluy.

IIpu npocMoTpe Aes TPOBEPSIOTCA:

—  COOTBETCTBHE 3aroJIOBKa Jejia COJIEPKaHUIO JOKYMEHTOB B JIEJIE;

—  NPaBWIBHOCTH O()OPMIICHUS U TPYNIHUPOBKU JOKYMEHTOB, BKIFOUCHHBIX B JIEJIO;

—  KauecTBO MOJIIMBKU WU IeperuieTa 1ena;

-  NIPaBUIBHOCTb HyMEpaLUU JINCTOB JIE]1a;

—  HaJMuue B JieJie B HeOOXOAMMBIX ClTydasix BHyTPEHHEH OIUCH;

—  MPaBWIBHOCTH O(OPMIICHUS OOJIOKKH JIeTIa;

—  HaJM4ue U IPaBUWIBHOCTb O(POPMIICHUS JIUCTA-3aBEPUTENS JIea.

B caywae oOHapyxeHUS HapylmIeHHS YCTAHOBICHHBIX TMpaBwiI (OPMHUPOBAHHUA U
oopmiIeHHs JeT1 OHU JIOJKHBI OBbITh YCTPaHEHBI.

B ciyuae oOHapyxeHUs OTCYTCTBUS JI€J, YHUCISAIIMXCS IO HOMEHKIAType Jien
0o0pa30oBaTeNbHONW OpraHu3alyu, CTPYKTYPHBIM IOJpPAa3/eIeHUEM NPUHUMAIOTCA MEpbl MO HX
po3bicky. OOHapy KEeHHBIE JieJ1a BKIIIOUAIOTCS B ONUCh. ECiM NpUHATHIE MEPHI HE J1allM PE3yJIbTaTOB,
TO Ha HeoOHapy’>KeHHbIE JeJla COCTaBJseTCA CIpaBKa O MPUYMHAX OTCYTCTBHS e, KOTopas
MOJIHUCHIBAETCA PYKOBOJUTENIEM CTPYKTYPHOI'O MOJpPA3AEICHUS U MEPEAAETCs BMECTE C OIUCHIO
JIe]l CTPYKTYPHOTO ITOJIpa3/ieieHusl B apXUB 00pa30BaTEeIbHOM OpraHu3alum.

11.10.TTpu cocTaBiICHUH OITUCH JIeT COOJIIOIAIOTCS CIICTYIOIINE TPSOOBAHMS:

—  3aroJIOBKH JIeJl B OIUCH JIOJKHBI COOTBETCTBOBATH 3aroJIOBKaM Jiell B HOMEHKJIAaType
JIeJl 1 TOMY, YTO BBIHECEHO Ha O0JIOXKKY, B COOTBETCTBUU C MPUHATON CXEMON CUCTEMATHU3AlINY;

—  KaKJ0e /IeJ0 BHOCUTCS B OIUCH O] CAMOCTOSITENIbHBIM MOPSAKOBBIM HOMepoM. Eciu
JIEJI0 COCTOUT M3 IBYX M OoJjee yacTel WM TOMOB, TO KaXKAasl 4acTh WJIM TOM BHOCHUTCS B OIUCH
10l CAMOCTOSITEIbHBIM HOMEPOM.

11.11. I'pacs! onucy 3anoNHAIOTCS B TOYHOM COOTBETCTBUU C TEMU CBEJCHUSIMU, KOTOPbHIE
BBIHECEHBI Ha O0JIOKKY Jea.

11.12. Tlpu BHeceHWH B OIMKCH TOAPSAI AET C OJWHAKOBHIMH 3aroJIOBKaMHU IHILIETCS
MOJTHOCTBIO 3aroJIOBOK IIEPBOrO JeNla, a BCE OCTaJbHBbIE OJHOPOIHBIE Jela 0003HAYaKTCs
cinoBamMu «To ke», MpU 3TOM JPYrHe€ CBEIEHUS O JeJaxX BHOCSITCS B ONKCHh IMOJHOCTHIO (Ha
KaX/IOM HOBOM JIUCTE OMMCHU 3ar0JIOBOK BOCIIPOM3BOIUTCS MOTHOCTBIO).

11.13. I'pada omucu «IIpumedanue» HCHOIB3YETCS I OTMETOK O TIpUEME Jiel, 00
0COOEHHOCTSIX HX (U3UYECKOTO COCTOSHUS, O Tmepedade el JAPYrMM  CTPYKTYpHBIM
MO/Pa3ICNICHUSIM CO CCBUIKOM Ha HEOOXOAUMBIN aKT, O HATUYUH KO U T.I.

11.14. B xoHLe omMcH Bciel 3a MOCIETHEeH omucarenbHON cTaTbel Jenaercs UTOropas
3aIKCh, B KOTOPOM yKa3bIBaeTcs (IIUppaMu U MPOMUCHIO) KOJIUYECTBO A€, YUCISAIIMXCS 110 OMHCH,
HEepPBbI M MOCIEIHUNA HOMEpa /e MO OMMCH, a TaKKe OrOBapUBAIOTCS OCOOCHHOCTH HyMepaluu
JIeN1 B ONKCH (JIUTEpHbIE HOMEpa JIeN U MPOIyIIeHHbIE HOMEpa).

11.15. Omnmce jpaen CTPYKTYpPHOTO TOApA3ZeNeHHs] TMOANUCHIBACTCS PYKOBOJIUTEIEM
CTPYKTYpPHOT'O OJpa3AeIeHUsI.

OnucH CTpyKTYypHBIX NOAPA3JIEICHUN CITy’KaT OCHOBOM JUIsl COCTaBJIEHMsI TOAOBOIO pas3zeiia
onucu Jen oOpa3oBaTeNbHOM OpraHU3alUH, MPEIUCIOBUS, THUTYJIBHOIO JHMCTa, MOJATOTOBKA
KOTOPOT'O BO3JIaraeTcs Ha apXuB 00pa30BaTeIbHOW OpraHU3aIUH.

11.16. Tlo pe3ympraTam OSKCHEPTH3BI IEHHOCTH IOKYMEHTOB COCTABIISIFOTCS OIUCH e
MOCTOSIHHOTO, BpeMeHHoro (cBbime 10 jer) XpaHeHHs W 1O JIMYHOMY COCTaBYy, a TaKXKe akKThl O
BBIJIETICHUH JIE]1 K YHUUTOXKEHHUIO.

11.17. AKT 0 BBIJENIEHUH K YHHUTOXEHHIO JIOKYMEHTOB COCTaBIISIETCS, KaK MPaBUJIO, Ha BCE
Jena oOpa3oBaTeNbHOM opraHmsanuu. Eciam B akTe ykasaHbl Jiefla HECKOJIBKMX CTPYKTYPHBIX
NOJIpa3/ieJIEHNH, TO Ha3BaHNE KAXKIO0I0 CTPYKTYPHOT'O IIOJpa3AeieHUs YKa3bIBaeTCs Mepel Ipynnon
3aroJI0BKOB JI€J1 3TOr0 MOApa3feieHHs. 3arojoBKM OJHOPOJIHBIX i€, OTOOpaHHBIX JUId
YHUUYTOXEHHUS, BHOCATCS B aKT 10/ OOLIMM 3arojIOBKOM C YKa3aHHEM KOJIMYECTBa JIeJ, OTHECEHHBIX
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K JaHHOW rpynme. Jlema BKIIIOYAIOTCS B aKT O BBIACIEHUHM HX K YHHYTOXKEHUIO, €CIH
IIPElyCMOTPEHHBIN JJI1 HUX CPOK XpaHEHUsS UCTEK K 1 SHBaps roaa, B KOTOPOM COCTaBJIEH aKT, IPU
HAJIMYUU YTBEP)KIEHHOW (COTJIacOBaHHOW) OINHUCH 32 O3TOT MEpUOJ. AKT O BBIJCICHUU K
YHUUYTOXKECHUIO JOKYMEHTOB cocTaBisercss Qopme, ycraHoBieHHoW IlpaBmiamu opranuzanuu
XpaHEHUsl, KOMIUIEKTOBAaHHUSA, y4eTa W UCIOJb30BaHUS JOKYMEHTOB ApxuBHOro ¢onma P u
JpYTUX apXUBHBIX JJOKYMEHTOB B TOCYJIapCTBEHHbBIX OpraHax, OpraHaXx MECTHOI'O CaMOYIIpaBJICHUS
Y OpraHu3alMaX, YTBEPKICHHBIMU ITpuKa3oM Pocapxusa ot 31.07.2023 Neo 77.

CornacoBannble DK o0pa3oBaTenbHONM OpraHu3aluy akThl YTBEP)KIAIOTCA PYKOBOJUTENIEM
00pa3oBaTeNbHOI OpraHU3aluy [IPU HATMYUU YTBEPXKICHHBIX OMHUCEH el MOCTOSIHHOIO XPaHEHUS
U COIJacOBAaHHBIX ONUCEM Jen M0 JIMYHOMY COCTaBy 3a TOT JK€ IIE€pHOJ, IIOCIE YEero
oOpa3oBaTelibHasl OpraHu3alis UIMEET IPaBO YHUUTOKATH JeJla, BKJIIOYCHHBIE B IaHHbIC aKThI.

[Torpy3ka 1 BbIBO3 Ha yTHJIM3ALMIO OCYLIECTBISIOTCSA IOJ KOHTPOJEM OTBETCTBEHHOIO 3a
apxuB 00pa30BaTeNbHOIN OpraHu3alyy WIK OTBETCTBEHHOTO 32 JAEONPOU3BOJICTBO.

12. ICTIOJIb30BAHUE JIOKYMEHTOB APXMBA OBPA30OBATEJIbHOU
OPI"AHU3 AN

12.1. JlokyMeHTBI ¥ [eia, HaxXoIsAIIMecs Ha XpaHEHUH B apxHBe, MPEICTABISIOTCS
pabOTHUKAaM CTPYKTYPHBIX MOApa3AeaeHui A paboThl B MOMEIIEHUH apXHBa WIM BO BPEMEHHOE
(He Oosee Mecsl1a) IOJIb30BaHNE BHE apXUBa M10J] PAaCIUCKY B )KypHaJIe yUeTa BblAauu JAedl.

12.2. PaGoTHuKHN 00pa3oBaTeIbHON OPraHU3alK HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTh U
NPaBUIBHOE UCIIOJIH30BAHNE TIOTYYEHHBIX APXUBHBIX JOKYMEHTOB.

12.3. W3bsATHE AOKYMEHTOB H3 apXHUBHBIX Je€jd, Iepenada pabOTHUKAM CTPYKTYPHBIX
MOJpa3/IeIeHuil apXUBHBIX JOKYMEHTOB HJIM MX KONMHUK pPa0OTHHKAM JpPYyTUX OpraHu3anuii 0e3
paspelieHus: pyKOBOJICTBA HE JIOMYCKAaeTCs.

12.4. Tlpu pabGoTe ¢ apXMBHBIMH JOKYMEHTAaMH HE pa3peliacTcs BHOCUTh B HUX NPaBKY,
JienaTh MOMETKH, paboTaTh ¢ HUIMU BHE CITyKEOHBIX TOMELICHUH.
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[Tpunoxenne Ne 1
K [TomosxeHuro 1mo aeonponu3BOACTBY

(I)opMa JOKAJBbHOTO0 aKTa

T'OCYJAPCTBEHHOE BIO/P)KETHOE OBII[EOEPA3OBATEJILHOE VUPEX/IEHUE
«ILIKOJIA Ne78 TOPOJICKOT'O OKPVYT'A JJOHELIK»
JTOHELIKOM HAPOIHOI PECITYBJIUKU
(TBOY «IIKOJIA Ne78 I".O. IOHELIK»)

COI'JIACOBAHO! YTBEPXJIAIO 2
(HauMMEHOBaHHUE COTJIACYIOIIETr0 OpraHa) (1OIKHOCTH PYKOBOJUTEIIS)
(moamce) (M.0. (DaMnnm{)3
(PEKBU3UTHI JOKYMEHTA, KOTOPBII COAEPIKUT (nara) 4

PELICHHUE O COrIaCOBaHUH JIOKAJILHOI'O aKTa)

MMOJOKEHUE/MOPAJOK/MHCTPYKIUA
0

1. OBIIME ITOJIOXKEHUA
1.1.
1.2..

2. HABBAHUE PA3JIEJIA
2.1...
2.2...

3. HASBAHUE PA3JIEJIA
3.1.

3.2...
[IpunoxenneNe 1

K [Honoxenuto/Ilopsaaxy/UucTpyKumn

3aro/10BOK NPHJIOKEHUS

1. I'pada ynansercs, €Ciid HET COTIACyIOIIHX OPTaHOB.

2. Tlpu yTBepaeHNN TOKyMEHTa JIOJKHOCTHBIM JIMIOM Tpu( yTBepxkaeHus coctouT u3 ciosa YTBEPXKJIAIO; HanMeHOBaHNS NODKHOCTH JIUIA,
YTBEPIKAAOIIETO JOKYMEHT; €ro TIOIIHCH; HHUINATIOB; (pamMumiiu 1 natsl yrepskaenus (. 5.16 TOCT P 7.0.97-2016).

3. Wnnnmans! nummmre nepex pammnueii (1. 5.16 TOCT P 7.0.97-2016).

4. Jlata [JOKyMeHTa 3allChIBAaeTCs B IOCIHEIOBAaTENBHOCTU: JEHb MeECsIa, MecCsl, KaleHAapHBII TOA OAHHM U3 IBYX CIOCOOOB:
— apabCcKuMu mudpamu, Ppa3zeeHHbIMI TOUYKOH: 05.06.2024;

— CII0BECHO-IU(POBBIM criocoboM, Harpumep 5 urons 2024 r. (. 5.10 TOCT P 7.0.97-2016).



[Tpunoxxenune Ne 2
K MHCTpYKIMH 10 1€TIONPOU3BOJICTBY

®opma npukasa

T'OCYJAPCTBEHHOE BIO/P)KETHOE OBII[EOEPA3OBATEJILHOE VUPEX/IEHUE
«ILIKOJIA Ne78 TOPOJICKOT'O OKPVYT'A JJOHELIK»
JTOHELIKOM HAPOIHOI PECITYBJIUKU
(TBOY «IIKOJIA Ne78 I'.O. IOHELIK»)

IIPUKA3

()laTa)l

(MecTO COCTaBIICHS)

3aro/10BoK °

[Tpeambymna

I[TPUKA3BIBAIO:
1.

(mpunoxenue Ne 1).

2.

3.

4. KoHTpOJb UCTIOTHEHNS HACTOAIETO MprKa3a

(OIKHOCTH PYKOBOJUTEIS) (monuce)
B nemo Ne 32202 rom 4
(IOIKHOCTB)
(moamuce)

202

®. . O., 101KHOCTb, 5

(Tenedon)

(M1.0. damuus)
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[Tpunoxxenue 1
K IIPUKa3y
oT Ne

3aro/10BOK NpUHJIOKEHUS

1. Jlata momKHA COOTBETCTBOBATH JaTe MOAIMCAHMS JOKyMeHTa. JlaTy yKas3bIBaloT B (popMare JeHb, Mecsl, roj. Mcmomb3yiliTe oauH H3 ABYX
€1oco6oB:

— apabckue 1 pEL, paseleHHbIE TOYKOM: 05.06.2018;
— CIIOBECHO-LIU(pOBO#i criocol, Hanpumep 5 utonst 2018 r. (1. 5.10 TOCT P 7.0.97-2016).

2. YkasbiBaroT Lu(poBoii win 6ykBeHHO-111(ppoBoii naeHTHprKaTop HoKymerTa (1. 5.11 TOCT P 7.0.97-2016).

3. 3aroyoBoK K TEKCTY — KPaTKOE COJep)KaHUe AOKyMEHTa. 3aroioBOK K TeKcTy dopmynupyercs ¢ npemtoroM «O» («O0») i oTBedaeT Ha BOIPOC
«ogem?» (1. 5.17 TOCT P 7.0.97-2016).

4. Onpenensor MECTO XpaHeHHs JIOKYMEHTa, Koraa 3aKaHYUBAIOT ¢ HUM paboTrarts. Bxutounre B OTMETKY:
— cJIoBa «B nemnoy;
— HMHJIEKC nena 110 HOMEHKJIaType C yKazaHuEeM roja;

— JIOJDKHOCTB OTBETCTBEHHOT'O JIMIIa, ero moanuck u gaty (. 5.30 TOCT P 7.0.97-2016).
5. VYkaspBator nonHocthlo @. WM. O. ucnonnurtens u HoMep TenedoHa. Ilo xkenaHuio H00aBISIOT Ha3BaHME JIOJDKHOCTH, CTPYKTYPHOTO

Hopa3IelieHust ¥ 3eKTpoHHsIH anapec (. 5.25 TOCT P 7.0.97-2016).
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[Tpunoxenne Ne 3
K IHCTpYKIMU 10 AETONPOU3BOICTBY

®opMa NpoTOKOJIA

TOCYJAPCTBEHHOE BIO/KETHOE OBILEOBPA3ZOBATEJILHOE YUPEX/JIEHUE
«ILIKOJIA Ne78 TOPOJICKOI'O OKPYT'A JOHELIK»
JTOHELIKOM HAPOJHOM PECITYBJIUKU
(IT'BOY «IIIKOJIA Ne78 I".O. IOHELIK»)

NPOTOKOJI

HazBanue komieruanbHOro oprana (KOMUCCUH, paboyeil rpymibl U T.11.)

No

(mata) (MeCTO COCTaBIICHHS)
[Ipencenarens: damumug U.0.
Cexkperapsb: ®amunus U.0
[TpucyrcTBOBaNN: yeJl. (CIUCOK IpUiIaraeTcs)
OTcyTCTBOBANH:
HOBECTKA JIHA:
1. Boripoc
2. Bompoc
XO4 3ACEJAHUA

ITO BOITPOCY Ne 1

COYIIAJIM:
®amminsa N.0. — TekcT gokiaja npuiaraeTcesl.

BBICTYIINJIA:
N.O0. damunus — KpaTkas 3alucCh BBICTYIUIEHHSI (OT TPEThEro JIMLA €AMHCTBEHHOI'O 4YHCIA).
Bomnpocsl, 0TBeTHI (IPUBOJIATCS B MOPSAIKE MOCTYIUIEHUS).

IMPOI'OJIOCOBAJINA:
3a
38— «___ », MPOTHB — «___», BO3AEPKAIUCh — «___ M.

PEHINJIA:
1.1. Onucanue peureHus o BOMpPoCy
1.2. Onucanue penieHus mo BOIpocy

IIpencenarens [Toanuce N.0. ®amunus
Cexkperapb [Toanuce N.0O. ®amunus
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[Tpunoxxenue Ne 4
K MHCTpYKIMH 10 1€TIONPOU3BOJICTBY

<I)0pMa ABOYHOIO JIUCTA

SIBOYHBIN JIUCT
HazBanue komiernanbHOro oprana (KOMUCCUH, paboyeil rpymibl U T.11.)
(IPOTOKOJ OT «___ » 202 roxa Ne 00)
3?[ ®. U. O. HokHoCTH Hoanuck
1
2
3
4
5
6
7
8
9
10
11
IIpencenarens [Moxanuce N.0. ®amunus

Cexkpertapb [Moxanuce N.0. ®amunus



