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HHCTPYKIMUSA 11O AEJOITPOU3BOACTBY
1. O01ue moJ10KeHus

1.1. Hucrpykumss mo paenonpou3Boiactsy B ['OCYJAPCTBEHHOM BHOJPKETHOM
OBLIEOBPA3OBATEJIBHOM VYUYPEXJEHUUN «LIKOJIA Ne 73 TOPOJICKOI'O OKPYT A
I'OPJIOBKA» JIOHELIKAOM HAPOJHOM PECITYBJIIMKW (manee — WncTpykius)
YCTaHABJIMBAET EIUHYIO CHUCTEMY JIEJIONPOM3BOJCTBA M MNOPANOK IMOJArOTOBKH, OQopMIIeHus,
IIPOXOXKJECHMSI, KOHTPOJIS 3a UCIIOJIHEHUEM, Yy4eTa, XpaHEHMsl, WU3rOTOBJICHUS, KOIHUPOBAHUA U
THPaXXKUPOBAHMSI CIIY’)KEOHBIX JOKYMEHTOB B oOpazoBatesnbHOM opranuzaiuu ['bOY «1IKOJIA Ne
73 T'.0. TOPJIOBKA» (nanee — IlIkomna).

1.2. UHCcTpykus pa3paboTaHa B COOTBETCTBHM € TpeOOBaHUSAMHU (efepalbHbIX 3aKOHOB
ot 22.10.2004 Ne 125-®3 «O06 apxuBHOM nene B Poccuiickoit @enepanumny, ot 27.07.2006 Ne 149-
@3 «O06 unpopmanmu, HHHOPMAIMOHHBIX TEXHOJIOTUAX U 0 3ammTe nHpopmarmmy», ot 02.05.2006
Ne 59-@3  «O mopsinke paccmoTpeHHs oOpameHuit  rpaxnan Poccuiickoit  Depepanumy,
o1 01.06.2005 Ne 53-®3 «O rocymapctBeHHOM si3bike Poccuiickoit ®eneparum», ot 06.04.2011
Ne 63-@3 «O06 smekTpoHHOM ToaHCKHY, [IpaBuin opraHu3any XpaHeH!s, KOMIUIEKTOBAHHS, yJeTa
Y UCHOJIb30BaHusl JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoir ®eaepanil U APYyrux apXuUBHBIX
JOKYMEHTOB B FOCYJapCTBEHHBIX OpPraHax, opraHax MECTHOTO CaMOYIpaBJICHHs U OpPraHU3alUsX,
YTBEpPKACHHBIX Ipuka3om PocapxuBa ot131.07.2023 Ne 77, HalMOHAJIBHBIX CTaHAAPTOB
Poccuiickoit ®eneparm 1o ynpasienuto jgokymentamu: ['OCT P 7.0.8-2013 «CHUBUU.
Jlenonpou3BoACTBO U apxuBHOE Jieno. Tepmunsl u onpeaenenus», ['OCT P 7.0.97-2016 «CUBU/I.
OpraHu3alMOHHO-pacopaIUTeIbHAs JOKyMeHTanus. TpeboBaHus K 0(pOPMIIEHUIO TOKYMEHTOBY.

1.3. Ilpumenenne WMHCTpyKIMHM MOHKHO CIOCOOCTBOBATH (DOPMHUPOBAHUIO O(HITHATHHO-
JETIOBOTO CTHJISL TIOKYMEHTOB, TIOJITOTABIMBACMBIX B 00pa30BaTEIbHON OpraHU3aIMK; COKPAIICHUIO
3aTpar Tpyla M CPEICTB B MpOIecce CO3MaHMs TOKYMEHTOB. MHCTPYKIMS sIBIISIETCS 00s13aTeIbHON
JUIs. UCTIOJTHEHHsT paOOTHUKaMU 00pa30BaTEeNIbHOW OpraHU3allid, OCYNICCTBISIIOIIMMHE TTOATOTOBKY
1 ohopMIICHHE TOKYMEHTOB.

1.4. Tlomoxenus  VHCTpyKUMM  pacmpOCTpaHSIOTCS  HA OpraHu3aluio  paboThbI
C IOKyMEHTaMHU HE3aBUCHMO OT BUJa HOCHUTENs, B TOM UHCJIE OJJIEKTPOHHBIMU JIOKYMEHTaMHU,
BKJIIOYasi MOATOTOBKY, 00pabOTKy, XpaHEHHE U HMCIOJIb30BaHHE JIOKYMEHTOB, OCYIIECTBIISIEMBIX
C MpUMEHEHUEM MH(POPMAITMOHHBIX TEXHOJIOTHH.

1.5. OcobenHoctu paboOTBl € JOKyMEHTaMH, COJEpKallUMU  KOH(UACHIHUATIHHYIO
uHpopmanuio (CayxkeOHYI0 U HHYIO TailHy, IepCOHaIbHbIC JAHHBIE), PErYIUPYIOTCS JTOKATbHBIMU
akTaMu  (MHCTPYKLUMSMH, TOJIOKCHHUSIMH, [PaBHIIaMHU), YTBEPXKIAEMBIMH PYKOBOJUTEIEM
00pa3oBaTeNbHON OpraHu3alry.

1.6. TpeboBanust MHCTpyKIMu K paboTe ¢ OyXraaTepckoil, HayyHO-TEXHUYECKOH M Ipyroi
CHELUANbHON JTOKYMEHTale paclpoCTpaHsAIOTCs JIMIIb B YAaCTH OOMIMX NPUHIMIIOB PabOTHI
C JOKYMEHTaMH, a TAKXKE IMOArOTOBKH JOKYMEHTOB K I€pe/laye Ha apXUBHOE XpaHEHUE.

1.7. OTBETCTBEHHOCTH 3a OpraHru3alro U COCTOAHHUC ACIOIMPOU3BOACTBA B 06p8.30BaTCJ'IBHOI7I
opraHu3anuu HECET PyKOBOAUTCIIb, KOTOpLIfIZ

e yTBepxkJaeT MHCTPYKIHUIO MO JEIONPOU3BOJCTBY M HOMEHKIATYpY Jell 0Opa3oBaTeIbHOM
OpraHu3aluy;

e o0ecreunBaeT BHEAPEHHE M KOHTPOJIUPYET COOIIOCHNE CTPYKTYPHBIMH IOIPA3/IeIeHUSIMHU
TpeboBaHui HacTosAed MHCTPYKIIMHN U TOCyJapCTBEHHBIX CTaHapTOB;



e IIPOBOJUT IMPOBCPKY COCTOSAHUA ACIONMPOU3BOACTBA B CTPYKTYPHBIX ITOAPA3ACICHUAX
o0pa3oBaTeNbHON OpraHU3alIHH;

. 00ecreYrnBaeT METOANYECKOE PYKOBOJICTBO, MHCTPYKTaX M KOHTPOJIb 3a COOIIOICHIEM
YCTAHOBJIEHHOIO  MOpsAAKa  paboOThl € JIOKYMEHTAaMU B CTPYKTYPHBIX  IOJpa3JEICHUSIX
00pa3oBaTebHON OpraHU3aIHH;

e HMHUIUHUPYET MOBBIIICHHE KBATH(PHUKAINN paOOTHUKOB MO BOIIPOCAM JEJIONPOU3BO/ICTBA;

e YIOCTOBEpPSET MOANUCHIO U IIEYAThIO JOKYMEHTHI.

1.8. HemnocpencrBeHHO  BeAeT  JAEJIONPOM3BOACTBO B 00pa3oBaTeNbHON  OpraHU3aluu
OTBETCTBEHHBIN 3a BEJICHHE JEIONPOU3BOACTBA (Jajiee — OTBETCTBEHHBIN 3a JI€JIONPOU3BOJICTBO),
KOTOPBIA Ha3HAYaEeTCsl MPUKA30M PYKOBOJUTENST 00pazoBarenbHON opranu3anii. OTBETCTBEHHBIN
3a JIeNIONPOU3BOJICTBO B COOTBETCTBUH C BO3JI0KEHHBIMU Ha HETO 3aJJa4aMHU:

e OCYIIECTBIISIET PETUCTPALIHIO U YIET JOKYMEHTOB;

e OpraHu3yeT JTOKyMEHTO000POT, POpMHUPOBAHUE JIEN, UX XPAHEHUE;

e OCYIIECTBIISIET TEKYHIMH KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM H MPOXOXKICHHEM
JOKYMEHTOB B 00pa30BaTeIbHOM OpraHn3allny;

e o0ecrieunBaeT  COOJNIONEHME  E€IWHBIX  TPEeOOBAaHUI IO MOATOTOBKE  JOKYMEHTOB
Y OpTaHu3aIiy padoThl ¢ HUIMH B YCIOBHUSX AJIEKTPOHHOTO JOKYMEHTOO00POTa,

e 0006mIaeT nHGOpMaIHIO 00 00BbEMaxX JOKYMEHTO000POTa;

e opranm3yer (GOpMHUpPOBaHUE U XPAHEHUE TOKYMEHTAIIMOHHOTO (POH/IA M €TO NCTIOJIh30BAHUE.

1.9. Benenue [enonmpou3BOACTBA B CTPYKTYPHBIX —IMOJPA3JICICHUSIX  OCYIIECTBIACTCS
B COOTBETCTBUU C JIOJKHOCTHBIMH 00513aHHOCTSIMU.

1.10. Ilpum yxonme B OTIYCK, BbI€3/I€ B KOMAaHJIUPOBKY U MHBIX aHAJOTHMYHBIX CIIy4asx
paboTHUKM 00s3aHBl MeperaTh BCE HAXOAAIIUECS Yy HUX JOKYMEHTHI JApyromMy paOOTHHKY
M0 YKa3aHHUIO BBIIIECTOSIIEr0 pykoBoauTens. [lpu yBonbHeHMHM pabOOTHUKA WM MEPEBOJIE
Ha JPYrylo JOJDKHOCThH Mepeladya JTOKYMEHTOB OCYIIECTBIISETCS IO aKTy MpueMa-liepenadd. AKT
npuema-nepenadn opopmisiercs no Gopme, ycranopiaeHHou [IpaBuiamu opraHuzalnuu XpaHeHUs,
KOMIUJICKTOBaHMSI, Yy4eTa MU HCIOJb30BaHUS JIOKYMEHTOB ApxuBHOro ¢ounna PO wu apyrux
apXMBHBIX JTIOKYMEHTOB B IOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpaBICHUS
Y OpraHu3aIusix, YTBEpKJICHHbIMH Mprka3zoM Pocapxusa ot 31.07.2023 Ne 77.

1.11. Ilpu mnepexone Ha apyryio paboTy paOOTHUKOB, 3aHUMAIOUIUXCS B CTPYKTYPHBIX
MOJApa3IENIeHUsAX 00pa30BaTEeIbHONW OpraHU3alMi BEIEHUEM JeJIONPOU3BOJCTBA, Mepeaada BCex
JOKYMEHTOB BHOBb Ha3HauaeMbIM PaOOTHHKAM MPOU3BOJUTCS IO aKTam mpuema-nepenaun. Komuu
aKTOB HAMPABISIOTCS B KAHLEISAPHUIO.

1.12. B ciayyasix AIUTENBHOIO OTCYTCTBUS paOOTHHMKA CTPYKTYPHOTO MOJpa3jiesieHus (OTIYCK,
clly’keOHasi KOMaHIMPOBKA, OOJBHUYHBIN JHMCT M T. J.) HEOOXOAMMO IepeaTb OTBETCTBEHHOMY
3a IEJIONPONU3BOJCTBO  JIOKYMEHTBI, HaxXOASIIMECS Y HEr0  Ha UCHOJHEHUM IO yKa3aHWUIO
PYKOBOAUTENSE 00pa30BaTeNIbHON OpraHU3ally.

1.13. PykoBoauTenn CTPYKTYpHBIX MOJpa3feieHui o00pa3oBaTeNbHON OpraHu3allid HECYT
NEPCOHATBHYI0  OTBETCTBEHHOCTh  3a BBIMOJIHEHME TpeOoBaHMi  HacTosmed UWHcTpykuuu
U COXPaHHOCTb  HAXOJALIUMXCA Yy HUX  JIOKYMEHTOB. O cmywyasx  yTparbl,  HOpYH
3apeTrUCTPUPOBAHHOTO JOKYMEHTa paOOTHHUK 00s3aH HE3aMEIIUTENbHO JOJN0XKUTh PYKOBOJIUTEIIO
00pa3oBaTebHON OpraHU3aIH.



1.14. C BHOBb IPUHATHIMH PAOOTHUKAMH, Ha KOTOPBIX BO3JIAraroTcsi 00sS3aHHOCTH IO BEJICHUIO
JETIOTIPOM3BOCTBA, B TEUEHHWE TpeX JHEW TOcjie MOCTYIUIEHUS Ha paboTy MpOBOIUTCS
O3HAKOMUTEIbHAs Oecela 10 BEACHUIO IENOIPOU3BOICTBA B 00pa30BaTEIbHOM OpraHU3aluu.

1.15. PaboTath ¢ JOKyMEHTaMH BHE CIIY>KEOHBIX MMOMELICHHI 00pa30BaTEIbHON OpraHU3aluu
Y BHOCUTH B HUX UCTIPABJICHHUS 3aIpeIaeTcs.

1.16. Benenume  mepenuckd — C OpraHM3alMsIMM  OCYIIECTBIIETCS  PYKOBOAMTEIEM
00pa3oBaTebHON OpraHU3alluH WX WHBIM YIIOJTHOMOYEHHBIMH UM JOJDKHOCTHBIMH JIMIIAMHU.

1.17. Bomonnenue Hactosiedl WMHcTpykunn o0s3aTenpHO Ui KaXA0ro pabOTHHKA
00pa3zoBaTeIbHON OpraHU3alNK, ¢ €€ TPEOOBAaHUSIMHU PAOOTHUKH JIOJDKHBI OBITh 03HAKOMIICHBI TIOJT
MOATIHCH.

2. lokyMeHTBI 00pa30BaTeJIbHON OPraHu3anuu

2.1. PykoBoauTens o00pa3oBaTeIbHOW OpraHM3allUd WM JIMIO, HWCIOJIHAIOIIEE €ro
00s3aHHOCTH, H3JA€T JIOKaJIbHbIE aKThl M IpPUKa3bl, 0Os3aTeNbHBIE ISl HCIOJHEHHS BCEMHU
CTPYKTYPHBIMH TIO/Ipa3/ielicHUsIMU 00pa3oBaTenbHOM opranu3aiuu (mpuiaoxenust Ne 1, Ne 2).

2.2. Xoa OOCYXJEeHHS BONPOCOB Ha 3aCENaHUAX KOJUICTHAIBHBIX OpPraHOB, COBETOB,
coOpaHMsIX, COBELIAHUSX U pElIeHUs, NPUHUMAaeMble Ha HUX, (UKCUPYIOTCS B MPOTOKOJIAX
(mpunosxenne Ne 3). Ecnu B 3acenaHuu yd9acTBYIOT Oosiee 15 yenoBeK, B MPOTOKOJIC YKa3bIBAIOT
uX 00I1ee KOJINYECTBO M OPOPMIISIOT SBOYHBIH JHCT (rpritoxeHue Ne 4).

2.3. JInsg oCylecTBIEHUS OMNEPATUBHBIX CBSA3E€H C IPYTMMHU OPraHU3alMiIMH U rpa)KJaHaMu
WCIIOJIB3YIOTCS Takue GOPMBI, Kak MHUChMa, (haKChl, TEIETpaMMBbI, TeJIe(OHOTPAMMBEI.

2.4. Jlnsg ocylIecTBIICHUS NpUEMa, YBOJIbHEHHUS, MIepeMelleHusl paOOTHUKOB, MPEI0CTABICHUS
UM OTITYyCKOB O(pOPMIIIOTCS TPYAOBbBIE JOTOBOPBI, IPUKA3bI, 3asBICHUS, TPYAOBbIC KHUKKHU U JP.

3. [IpaBuia opopMiieHUsI TOKYMEHTOB
3.1. OcHoBHbIe TPeOOBaHMS 110 0GOPMJIEHHIO IOKYMEHTOB

3.1.1. JlokymeHThl OQOpMISIOTCS Ha OJaHKax o00pa30BaTENbHOW OPraHU3aluk W UMEIOT
YCTAHOBJICHHBIN KOMILJICKC 00sI3aTEIbHBIX PEKBU3UTOB M CTAOMJIBHBIN TIOPSIOK UX PACIIOJIOKEHHUSI
(pacmosio)keHHEe PEKBU3UTOB Ha OJlaHKaX OPTraHU3alMOHHO-PACTIOPSIUTEIBHBIX  JTOKYMEHTOB
cootBerctByeT ['OCT P 7.0.97-2016 «Cucrema crangaptoB no uHpopMmanuu, OUOINOTEUHOMY
U u3natenbekoMy aeny.  OpraHu3alMOHHO-paclopsiAUTeNbHAs JOKyMeHTauus. TpebGoBaHus
K 0(hOpPMIICHHIO TOKYMEHTOBY).

3.1.2. B o6pa3oBarenbHOM OpraHu3aluy NPUMEHSIOTCS MPOJIOJIbHbIE OMaHKU:

e mucbMa (mpuiokerue Ne 5);

e yBenomeHus (mpuinoxenus Ne 6).

bnaHku 1OKyMEHTOB M3roTaBiMBaioTCcs Ha Oymare ¢gopmaroB A4 (210 * 297 mm), AS (148 *
210 mm). Kaxnenii nuct mokymMeHTa, OoOPMIICHHBIM Kak Ha OnlaHke, Tak W 0e3 OnaHKa, MOJDKEH
UMETb MOJIS:

o 20 MM — neBoE;

e 10 MM — mpaBoe;

e 20 MM — BepxHee;

e 20 MM — HIXKHEeE.



Hcnonb3oBanue 0JIaHKOB MTPOU3BOILHON (DOPMBI HE pa3periaeTcs.
3.2. OpopmiieHne peKBU3UTOB JOKYMEHTOB
3.2.1. ABTOp I0OKYMeHTa

HaumenoBanue o0Opa3oBaTenpbHOM OpraHu3aldy YKa3bIBAaeTCsl B TOYHOM COOTBETCTBUU
c ycraBoM oOpa3oBareibHON oprann3annu. COKpalieHHOE HAaUMEHOBAaHHE IIOMEIIAeTCs TIOJ
IIOJIHBIM HAMMEHOBAaHUEM B CKOOKaXx.

HaumeHoBaHMe CTPYKTYpHOrO MOJApAa3JENIeHUs — aBTOpa JOKYMEHTa HCIOJIb3YeTCs
B OlaHKaX NTHUCeM | OJaHKaX KOHKPETHBIX BHUJOB JIOKYMEHTOB U yKa3bIBAaeTCs O] MOJHBIM
U COKpalIeHHbIM HAUMEHOBAHUSAMHU 00pa30BaTeIbHOM OpraHu3aluy.

HaumenoBanue JOKHOCTH JIMIIa — aBTOpa JOKYMEHTAa HCIOJIb3yeTcsl B OlaHKax
JOJDKHOCTHBIX JIMI[ U pacriojiaraercs T0J HauMEHOBaHWEM 00pa30oBaTEIbHOM OpraHU3aIliH.
HaumeHoBanue MOJDKHOCTM  JIMIIa —  aBTOpa JOKYMEHTA  YKa3bIBaeTCS B COOTBETCTBUU

C HAUMCHOBAHUEM, IPUBCACHHLIM B PACTIOPAAUTCIBHOM JOKYMCHTC O Ha3HAYCHUHN HA JOJIKHOCTD.
3.2.2. CnpaBouHbIe JaHHbIE 00 00pa3oBaTeIbLHON OPraHu3alum

CripaBouHble TaHHBIE 00 00pa30BaTEIbHON OpraHU3allii yKa3bIBAIOTCS Ha OJIaHKaX MUCEM
Y BKJIIOYAIOT B ceOs: aapec, HoMmep TenedoHa, dakc, aapec dIEeKTPOHHOM MOYTHI, CETEBOM aapec,
a taxoke OKIIO, OI'PH, MHH u KIIIT o6pa3oBarensHO#T OpraHu3aiyu.

3.2.3. HaumeHOBaHMe BH/IA TIOKYMEHTA

HaunmenoBanue BUIa JOKYyMEHTA, COCTABIEHHOTO 00pa30BaTEIbHON OpraHu3aIuei, J0KHO
OBITH OMpeAeNeHO yCTaBOM (TOJIOKEHUEM) U JOJHKHO COOTBETCTBOBATh HAaWMEHOBAHMSM BHJIOB
JOKYMEHTOB, mpeaycMoTpeHHbiM OKYVY/I: akt, chpaBka, 3amucka, CBOJKA, OT3bIB, MPOTOKOJI,
CIHUCOK, Wu3BelleHWe u Ap. PacmopsaurenbHble  JOKYMEHTHl — OpraHM3allid  U3JAr0TCs
CO CIEAYIOIIMMH Ha3BaHUSIMU: MPUKa3, <...>.

HaumenoBanue Buaa W pa3sHOBHJIHOCTH JOKYMEHTa HE YKa3bIBaeTCsi B MUCbMax. MecTo
COCTaBJICHUSI WU W3JaHUs JIOKYMEHTa YKa3blBaeTcs Ha OJlaHKax JOKYMEHTOB 00pa3oBaTeilbHOU
OpraHu3aliy, 3a UCKIIoYeHHeM OyiaHkoB nuceM. Ha3zBaHue HOKyMeHTa medaraercsl MPOMHCHBIMU
OyKBaMH TOJTYKUPHBIM MIPUDTOM.

3.2.4. ]laTa noKymeHTa

JlaToli JOKyMeHTa SIBJISIETCSl JaTa ero MOJNUCaHus (WM YTBEPXKICHUS); IS JOKYMEHTa,
NPUHUMAEMOTO KOJUIETHAIBHBIM OpPraHoM (IPOTOKOJA), — JlaTa €ro 3acefaHus (IpHHATHS
pelIeHus), Uil akTa — JaTa cOOBITHS, IS TOKYMEHTa, TPeOYIOIIero ero yrBepKJIeHus, — aaTra
€ro YTBEpKJICHHS.

Jlisi TOKYMEHTOB, COCTaBJICHHBIX OJHOBPEMEHHO HECKOJIBKMMHU OpTraHM3allUsMH, JaTOW
JOKYMEHTA SIBJISIETCS J1aTa MMOAMUCAHUS ero MocieIHel opranu3anuei.

Jlata moJinucaHus1, yTBEPKACHUS, COTTIACOBAHUS JOKYMEHTA, a TaKXKe JaThl, COJIepKalluecs
B TEKCTE, NOJDKHBI 0(OPMIIATHCS LUPPOBBIM CIIOCOOOM. DJIeMEHTH! AaThl MPUBOJIATCS apaOCKUMU
udpaMu B OJJHY CTPOKY B IOCII€0BATEILHOCTH: JIEHb MECsI[a, MECSIL, TOJ.

Hanpuwmep: 14.06.2025.

3.2.5. PerucrpaniiOHHbINH HOMeP JOKYMEHTA

Perucrpaunonnslii Homep — uudpoBoe uaM  OyKBeHHO-IM(ppoBoe 0003HaYEHHE,
IIPUCBAaUBAEMOE JOKYMEHTY IIPU €0 PErMCTpaLiH.



Perucrpanus 1o0KyMeHTa MIPOBOAUTCS MOCIE €TO MOIMCAHUS MU YTBEPIKICHHUS.

Jlis BHYTpEHHUX JOKYMEHTOB — TIPUKA30B, MPOTOKOJOB — OTO MOPSIKOBBI HOMEp
B IIpejiesiaX KaJeHJapHOTO roJia M0 KaXJI0My BUAY WM Pa3HOBUAHOCTH JOKYMEHTOB. B mpukazax
PETUCTPAIIIOHHBIA HOMEpP MOJKET JIOMOJHATHCA OYKBEHHBIM HHIECKCOM, 0003HAYaIOIIUM
Pa3HOBUIAHOCTU (HampuMeEp: MpHUKa3 IO OCHOBHOW nesiTenbHOCTH OT 15.05.2024 Ne 253; mpuka3
o mgHOMy coctaBy oT 10.01.2024 Ne 22 nc, mpuka3 06 otryckax ot 25.01.2024 Ne 420t, npukas
o komaHaupoBkaMm ot 25.01.2024 Ne 25k).

JU1st MICXOIIIHUX TOKYMEHTOB PETHCTPAMOHHBIA HOMEDP COCTOMUT:

1) u3 mopsAKOBOTO HOMEpA B MpeesiaX MacCuBa OTIIPABIIIEMON KOPPECTIOH ICHIINY;

2) uH/EKca /iea B COOTBETCTBUU C HOMEHKJIIATYPOH J1es1 00pa3oBaTeIbHON OpraHU3allHH.
PerucrpannoHHblii HOMEpP TOKyMEHTA, COCTaBICHHOTO COBMECTHO JIByMsl M 00Jiee OpraHu3alusIMH,
COCTOWT W3 PETHCTPALIMOHHBIX HOMEPOB JOKYMEHTOB K&XJIOW W3 OTUX  OpraHU3aIui,
MIPOCTABIIIEMBIX Yepe3 KOCYIO UePTY B MOPSJIKE YKa3aHUS aBTOPOB B JOKYMEHTE.

3.2.6. Ccbliika HA perucTpPalMOHHBINA HOMeEP M ATy J0KYMEHTAa

Ccbulka  Ha perMcTpallMOHHBIM  HOMEp U JaTy  JOKyMEHTa  BKJIIOYaeT B ceds
pErucTpalioHHBI HOMEp U JaTy JOKYMEHTa, Ha KOTOpPbIM JOoJbkeH ObITh naH oTBeT. Cchbliika
Ha HOMEp U JaTy JOKYMEHTa HUCHOJIb3YeTcsl MpH O(QOPMIIEHHUH MHCEM, SBISIOLUIUXCS OTBETaMU
Ha MOCTYMUBILIEE MUCBMO (3ampoc, mpockOy u Ap.). CBeAeHHUS B PEKBU3UT MEPEHOCSTCS
C TIOCTYIUBILETr0 JOKYMEHTa U COOTBETCTBYIOT PETrHCTPAllMOHHOMY HOMEPY U JIaTe€ MOCTYMUBILIET0
JOKYMEHTA.

OrpanuunTenbHas OTMETKA JUId JAHHOTO PEKBU3UTA MPOCTABJISETCS B JIEBOM yacTu OiaHKa
IIMCbMAa IOJT PEKBU3UTOM «AaTa» U «PEruCTPAlMOHHBIA HOMEP TOKYMEHTa.

Hannune paHHOro pekBU3UTAa HCKIIOYAET HEOOXOAMMOCTb YIOMHHAHMsS HOMEpa W JaThl
MOCTYNUBLIETO JOKYMEHTa B TEKCT€ IHUCbMA, 4YTO OCBOOOXKIAET TEKCT OT CIPABOYHOM
nHpopMaIuu.

3.2.7. MecTo cocTaBJIeHHsI MJIM U3aHUS JOKYMEHTA

Mecto cocraBnenusi (u3ganus) nokymeHnrta (r. ['opsoBka) ykasplBaeTcs B JOKYMEHTaX,
M3rOTABJIMBAEMBIX Ha OJJaHKAaX KOHKPETHBIX BUJOB JOKYMEHTOB.

3.2.8. Anpecar

JIOKyMEHTBI aJpeCcyloT B OpPraHbl BIACTH, OPraHU3ALMH, UX CTPYKTYpPHBIE MOAPA3IEIICHNUS,
JOJKHOCTHBIM W (PU3UYECKUM JIMLIAM.

IIpn anpecoBaHMM JOKyMEHTa B OpraH BIJIACTH, OPraHM3alMI0 WIM €€ CTPYKTYPHOE
nozpaszenenue (6e3 ykazaHMs JOKHOCTHOTO JIMLA) MX HAUMEHOBAaHWE MUIIYT B UMEHUTEIBHOM
HaJeKe.

Hamnpumep:

MunucrepcTBo npocserenus PO
JlenapTaMeHT rocyapCTBEHHOM MOJIUTHKY B cepe
3aILMTHI ITpaB ACTEU

HpI/I HaIlpaBJICHUU JAOKYMCHTA JOJLDKHOCTHOMY Jquny Ha3BaHHUC OpraHu3anuun
" €€ CTPYKTYPHOTO noapa3aACiiCHUs YKa3bIBArOT B UMCHUTCIIbHOM  IIaACKE, a JOJDKHOCTD
n (baMI/IJ'II/IIO aapecara — B JAaTCIIbHOM. HMHunyanel cTaBsATCS MIOCIE (I)aMI/I.III/II/I HE3aBUCHUMO OT TOTO,
KOMY aaApCCOBaH NOKYMCHT — NOJIUKHOCTHOMY JIMIY UJIA (I)I/ISI/I‘-IeCKOMy.



Hamnpumep:
MunucTepcTBO 00pa3oBaHus DHCKON 00JIaCTH
VYpasnenue nenamu
['maBHOMY cnienmanucTy
NBanosoi N.1.

WUnu H©a3BaHwme OopraHuvsani BXOJUT B HAMMCHOBAHUC JOJIKHOCTHU I/IO(i)OpMJISIGTCSI
B JaTCJIIBHOM ITaJICXKE

Pexropy uncturyra
NBanosoi N.1.

[Ipu appecoBaHMH JOKYMEHTa B HECKOJIBKO OJHOPOJHBIX OPraHU3alMil WX Ha3BAHUS
CJIeIyeT yKa3bIBaTh 000OIIEHHO.

Hamnpuwmep:
PykoBonurensam 00pa3oBaTENIbHBIX
opraHuzamnuii  obmero oOpa3zoBaHWS,
PYKOBOIUTEIAM MPEANPUITHI 51

opranusanuii Munnpocsemenus Poccnn

JlommyckaeTcsi LIEHTPUPOBATh KaXAyl0 CTPOKY pEKBHU3UTa «AJpecar» IO OTHOLIEHUIO
K CaMOU JUTMHHOM CTPOKE.
Hanpuwmep:

3aMeCTUTENIO TUPEKTOpA
Uyiikunoit U.N.

B coctaB pekBu3UTa MOXKET BXOJUTH IMOYTOBBIM ajpec. DJIEMEHThI IMOYTOBOTO ajapeca
YKa3bIBAIOTCS B MOCJIEIOBATEILHOCTH, YCTaHOBJICHHOW I[IpaBmiamMu okazaHusl yCIayr MOYTOBOM
CBSI3H.

[Ipu agpecoBaHMM MMChMa B OPTaHU3AIMIO YKA3bIBAIOT €€ HAMMEHOBAHHUE, 3aTEM IMOYTOBBIN
azapec.

Hanpuwmep:

Penakuus xypHana
«YTpaBiieHHE HayalbHOM KOO

MocKOBCKHUH TIPOCIL., 1. 6,
r. OHck, 101856

Anpec  He MPOCTaBIIAETCS  HA JIOKyMEHTaX, HANpPaBIEMbIX B MPABUTEIHCTBEHHbBIC
YUPEKJCHHUS U MOCTOSHHBIM KOPPECHOHIEHTaM, B 3THX CIy4asX MOTYT MPUMEHSTHCS KOHBEPTHI
C 3apaHee Hane4YaTaHHBIMU aJpecaMu.

[Ipu agpecoBaHuM MOKyMeHTa (PU3UYECKOMY JHIy HEOOXOIMMO YKa3bIBaTh (HaMUIIHIO,
WHUIMANBI, 3aTeM MTOYTOBBIN ajpec.

Hamnpumep:

NBanosy U.H.
UepHnsimeBckas yi., a.100, xB. 100,
r. DHCK, DHCKas o0yacth, 101856

I[OKYMCHT HE JOJIKCH COHCPKATh Ooiee YCTBIPEX aapeCaToB, KaXK Il OK3CMIUISIP TaKOTro
AOKYMCHTa OOJIKCH OBITh noAIKrCaH. CnoBo «Komms» nepea BTOPLIM, TPETbUM, YCTBCPTHIM
aapecaTaMi HC YKa3bIBAKOT.



IIpu HanpaBneHuHM JOKyMeHTa OoJiee 4YeM B YETBIPE aJpeca COCTABIIETCS CIUCOK
Ha PacChUIKY, a HA KaKJIOM JOKYMEHTE IIPOCTABIIAETCS TOJILKO OJMH aJIpec.

3.2.9. I'pu yrBepxIeHHs JOKYMEHTa

YTBepkIeHUEe JOKYMEHTa IPOU3BOJUTCS IPOCTaBICHUEM TIpuda YTBEPKICHUS WIH
W3JJAHUEM PaCTIOPSIUTEIBHOTO JIOKYMEHTa (B T€X Cly4asiX, Korja TpeOyroTcs IOTIOJHHUTEIbHBIC
MIPEANMCAaHUS U PA3bICHEHNUS).

JIOKyMEHTBl ~ YTBEp)KJAIOTCS ~ PYKOBOJAUTENEM  00pa3oBaTelNbHOM  OpraHu3aluy,
BBIIIECTOSIIMMH WJIK MEXBEJOMCTBEHHBIMHM OpraHaMHy, OpraHU3alusIMU, B KOMIIETEHIIUIO KOTOPbIX
BXOJIUT PELIEHUE BOIIPOCOB, U3JI0KEHHBIX B YTBEP)KJAEMbIX JOKYMEHTaX.

[Tonoxenust, npaBuia, MOPSAKH, JOJDKHOCTHbIE MHCTPYKIMM, WHCTPYKLHH, PACHHCAHUS
3aHSATUH YPOKOB, BHEYPOUHOM JESTEIbHOCTH, NONOJIHUTEIHHOIO OO0pa3oBaHUS W Jp. MOAJIEXKAT
YTBEP)KICHUIO PYKOBOJUTENEM O0Opa30BaTEIbHON OpraHu3aluyd M MpUOOpPETaoT HOPUIUYECKYIO
CHIIY TOJIbKO C MOMEHTA UX YTBEPKICHMUSL.

I'pud yrBepkIeHus momemaercs B IPaBOM BEPXHEM YIIly NEPBOro JHCTa JIOKYMEHTa,
cocrouT u3 cnoBa YTBEPXJIAIO (6e3 kaBbluek), MOJHOTO HAaWMEHOBAaHMS AOJDKHOCTH JIMIIA,
YTBEP)KIAIOIIET0 JOKYMEHT, €ro JMYHON MNOJNHCH, ee paciiu(poBKU (MHULIMAIOB, (paMHIITUN)
U JaThl YTBEPKICHUS.

Hamnpuwmep:

YTBEPXKJIAIO
Hupexkrop MBOY 11O Ne 1
nogmucs M.M. HBaHoBa
15.06.2025

Jlonyckaetcst B pekBu3uTe «I'pud yTBEpKIEHUS ITOKYMEHTa» IICHTPUPOBATH SJICMEHTHI
OTHOCHUTEJILHO CaMOMW JIJTMHHOW CTPOKH.
Hanpuwmep:
YTBEPX/IAIO
Hupextop MBOY 11O Ne 1
nogmuce WM.M. HBanoBa
15.06.2025

[Ipu yTBepKIEHUM JOKYMEHTA HECKOJBKUMH JOJDKHOCTHBIMHM JIMLAMHM HX MOJINUCU
pacrnosararoT Ha OJJHOM YPOBHE.

[Ipu yTBepkaeHUN TOKYMEHTa MOCTAHOBIIEHUEM, PELICHUEM, IPUKA30M, TPOTOKOJIOM TP}
yrBepxaeHus coctouT u3 cioBa YTBEPXJIEH (-A, -O, -bl), naumeHOBaHMS yTBEpPkAAIOIIETO
JOKYMEHTa B TBOPUTEIBLHOM MAJIEXKE, €r0 1aThl, HOMEpa.

Hampumep:

YTBEPXKJIEH

IIpOTOKOJIOM METOAUYECKOIO COBETA
15.06.2024 Ne 32

W

YTBEPXIAEHO
npukazoM MBOY 11O Ne 1
15.06.2025 Ne 32

Cnosa YTBEPXJEHO u YTBEPX/IEH B npmioXeHHsX COTJacylOTCs B pOJAE U YHCIIE
C BUIAOM  yIBEpXKJaeMoro JokymeHta: mnoJsioxkeHue —  YTBEPXK/IEHO, nporpamma —
YTBEPX/IEHA.



BHocuTh kakue-mMO0O W3MEHEHWs U J00aBIICHUS B MOJANUCAHHBIC (YTBEPIKICHHBIC)
JOKYMEHTBI 0€3 pa3peiieHus JIUIA, MOIMICABIIEro JOKYMEHT, HE JIOTYCKaeTCsl.

OTBETCTBEHHOCTh 3a KAYECTBO MOJTOTOBKH JOKYMEHTOB M JOCTOBEPHOCTH COICPIKALIUXCS
B HUX [JI@HHBIX BO3JIara€TCsi Ha JIMUA, NOATOTOBHUBIIWE, 3aBU3UPOBABIIME W MOAMMCABIINE
JIOKYMEHTBI.

3.2.10. 3aro10BOK K TeKCTy

3arojioBOK K TEKCTY BKJIIOYAET B ce0s KpaTKoe COJiep)KaHue JOKYMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO HAarpys3ky. 3arojoBok Qopmynupyercs c npemiorom «O» («O06») u oTBeuaer
Ha BOIIPOC «O yeM?7»:

e TpuKa3 (0 4em?) 0 CO3JaHUU aTTECTAIIMIOHHOW KOMUCCUH,

e mpuka3 (0 ueM?) 00 yTBEp>K/IEHUH IITATHOTO PacHUCaHUs;

e THCHMO (0 ueM?) O MPEeOCTABICHUH UH(POPMALIUH.

3arojoBOK COCTABJISIET HCIOJHUTENb JIOKYMEHTa. 3arojioBOK K TEKCTY OQOpMIIsieTcsl MOJ
peKBU3UTaMH OJIaHKa cjeBa, OT I'PaHUIlbl JIEBOrO MoJsA. Eciam TekeT AOKyMEHTa He MpEBBIIIAeT
YeThIPEeX-TATH CTPOK UK oopmiieH Ha OiaHke ¢popmara AS, 3aroJ0BOK MOXKHO HE YKa3bIBATh.
3aroloBOK  JOKYMEHTa  3alKChIBaeTCs  HpU  €ro  PEerucTpaldd B COOTBETCTBYIOILHE
perucTpainroHHsie GopMbl: KapTOUKY, 6a3y JaHHBIX.

3.2.11. TekcT 10KyMeHTa

TeKCT JOKYMEHTa COCTaBIISAETCS HA PYCCKOM SI3bIKE KaK rocyAapcTBEHHOM si3bike PD. Tekcr
JOKYMEHTAa HU3JIaraeTcs PyCcCKUM JIMTEPATYPHBIM SI3BIKOM C Y4€TOM OCOOEHHOCTeH O(UIMAIBbHO-
JIeIOBOTO  CTWUJIS, BHJAA JOKYMEHTa U €r0 Ha3HAa4YeHHs B YIPABIEHYECKOW JEsITEeNbHOCTH.
Copep:xaHue TOKyMEHTA J0KHO ObITh U3JI05KEHO KPaTKO, JIOTUYHO, TOYHO U SCHO.

TeKkcThl TOKYMEHTOB M3J1araloTcs:

oT 1-T0 JMIa EeAMHCTBEHHOTO 4YHCIA B JOKYMEHTaX (MpUKa3 W T.d.) PYKOBOIAUTEIS
o0pa3oBaTeNbHOM  OpraHu3aluM, JCHCTBYIONIETO Ha MPUHIMIAX  €JIWHOHAYaJIUs, a TaKKe
JOKYMEHTaX, aJpECOBAaHHBIX PYKOBOJCTBY  OpraHU3alliU: MpPHUKa3blBalo0... IOATOTOBUTH
U IPEJICTaBUTh Ha PACCMOTPEHME; MPOILY PACCMOTPETh BOIMNPOC OO YCTAHOBJIEHHUU JIBIOTHBIX
Tapu(oB...;

3-ro JMIla €AMHCTBEHHOTO YHCIa B JOKYMEHTaX KOJUIETHAIbHBIX OPraHOB: KOMHUCCHUS
pemnna...; O6pazoBarenbHasi OpraHu3alys HE CYUTAET BO3MOXKHBIM...;

1-ro nuIa MHOXECTBEHHOTO 4YHCIIa B COBMECTHBIX JOKYMEHTAaX: IMPOCUM MPEACTaBUTH
JAHHBIE O...; MPEJCTABIIIEM Ha PACCMOTPEHHUE U YTBEPKICHHUE...;

3-ro JMIila MHOXKECTBEHHOTO 4YHCJa B MPOTOKOJAX: CIYyIIANH, BBICTYIHIIU, MOCTAaHOBHIIH,
PEIINITH.

B nmoxymeHTax, ycTaHaBIMBAIOUIUMX MpaBa U 0OS3aHHOCTH OpPraHU3aAIlUH, €€ CTPYKTYPHBIX
noJpa3esieHui (TMOI0XKEeHHE, UHCTPYKIIHS), a TAKXKe COJAEPIKAIINX ONMUCAHUE, OI[CHKY ()aKTOB WM
BBIBOJII  (aKT, CIpaBKa), HCHOJb3yeTcs (opMa HU3JIOKEHUS TEKCTa OT TPEThero Juia
€IMHCTBEHHOTO WJIM MHOXECTBEHHOI'O 4YHcla («OTIENT OCYIIECTBIsAET (QYHKLUUU», «B COCTaB
00BbEeTMHEHUS BXOAAT», «KOMUCCHSI YCTAHOBUJIIAY).

B Texkcte OKyMeHTa, MOJrOTOBJIEHHOTO HAa OCHOBAaHMM  3aKOHOJATENbHBIX, HHBIX
HOPMAaTUBHBIX TMPABOBBIX aKTOB, M3JAHHBIX OpPraHaMU BJACTH, JOKYMEHTOB, paHee H3IaHHBIX
OpraHoM BJIaCTU — aBTOPOM JOKYMEHTa, YKa3bIBaeTCs HaMMEHOBaHME BHUIA JOKYMEHTa,
HaMEHOBAHHE OpraHa, M3/IaBLIET0 JIOKYMEHT, JaTa MPUHATHS WIM YTBEP)KICHUS JOKYMEHTa, ero
PErUCTpPAIlMOHHBI HOMEp, a TaKXKe 3aroJIoBOK K TEKCTYy WJIM HAaWMEHOBAHHWE BHJA JIOKYMEHTa,
Harpumep:

"B cootBeTcTBUM C TIOCTAHOBJICHUEM IIpaButrensctBa ot 13.08.1997 Ne 1009
«O0 yrBepxkaenun [IpaBuia MOATOTOBKM HOPMATHUBHBIX MPABOBBIX aKTOB (elepalibHbIX OPraHoB
WCTIOJTHUTEIBHOM BJIACTH M MX FOCYIapCTBEHHON PErUCTPaLlun;



"B cootBerctBumM ¢ [lonokeHueM O MOCTOSIHHO JEUCTBYIOIIEH 5SKCIEPTHOM KOMHUCCUU
YUPEXKIEHUs, OpraHU3aluy, NPEANPHUITHS, YTBEpKIECHHBIM mnpuka3oM PocapxuBa ot 11.04.2018
Ne 43«.

Ecnn TeKCT cOAepKUT HECKOJIBKO NOPYYEHUH, PELICHUM, BBIBOJOB, B TEKCTE BBIACISIOTCS
pas3enbl, MOoApa3ienbl, TyHKThI, IOAITYHKTHI.

B TekcT nOKyMeHTa MOTYT BKIIIOYaThCs (pparMeHTHI, O(OPMIICHHBIE B BHJIE TAOIHIIBI HIIH
AHKETHI.

CTpaHUIBI TEKCTa HyMEPYIOTCSA apaOCKUMH nu(paMu NOCepeMHe BEPXHETO MOJIS.

B nmuceMax BCmosb3yroT cieayonme GOpMbl U3II0KESHHS:
e OTIEPBOIO JIMIA MHOXKECTBEHHOIO0 uuciaa («IPOCUM HAIpPaBUTH», «HAIPaBIISIEM

Ha PaCCMOTPEHHUEY);

e TIEPBOTO JIMI[A €AUHCTBEHHOTO YHCIA («CUUTAI0 HEOOXOAUMBIMY, IIPOIITY BBIJCIUTHY);
e TpEThEro JMia eAUHCTBEHHOTOo uncia («OO He Bo3paxaer», «OO cunTaeT BO3MOKHBIMY).

3.2.12. OT™MeTKa 0 NPUIIOKEHU U

Ecnu noxymeHT MMmeeT NMpuiiokKeHHs, Ha3BaHHbIE B TEKCTE, TO OTMETKAa O HUX OQopmisercs
o cienyrorieit hopme:

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

Ecnu npunoxeHuss B TEKCT€ He Ha3BaHbl, TO HEOOXOAUMO TNEPEUYUCIIUTh MX Ha3BaHUA,
KOJIMYECTBO JINCTOB U 3K3EMILISIPOB KaXIOTO.

[Ipy HATMYMKY HECKOJIBKUX MPUJIOKEHUN OHU HYMEPYIOTCS:

[Tpunoxenus: 1. lllratHoe pacnucanue... Ha 4 1. B 3 9K3.
2. CMmera pacxooB... Ha 4 1. B 3 3K3.

Ecnu npunosxenus cOpomopoBaHbl, KOJIUYECTBO JIUCTOB HE YKA3bIBACTCA.

Ecnmu x mOKyMeHTy mpujiaraercsi Ipyro IJOKYMEHT, TAaKXK€ HWMEIOIHUN MPUII0KEHUE,
OTMETKY O HAJIMUUU IPUIIOKEHUS OPOPMIISIOT CIIEIYIOIIUM 00pazoM:

[Tpunoxenue: muceMo PocapxuBa ot 05.06.2003 Ne 02-6/172 u npunoxeHue K HeMy, BCEro
Ha 3 JI.

Ecnu npusioxeHreM sBIIIETCs 000COOICHHBIN 3JIEKTPOHHbBIN HOCUTEN b (KOMITAKT-IUCK, USh-
(rem-HaKOmUTeNb U JIp.), OTMETKY O HAJTHUYUU IPUIOKEHUS 0(QOPMIISIOT CIEIYIOIIUM 00pa3oM:

[Tpunoxenne: CD B 1 3k3.

[Ipun sTOM Ha BKJajpllie (KOHBEPTE), B KOTOPBIA MOMENIAeTCS HOCUTENb, YKa3bIBAIOTCS
HAaUMEHOBaHUS IOKYMEHTOB, 3alIMCAHHBIX HAa HOCHUTENb, UIMEHa (hailiioB.

[Ipunoxkenust JOMHKHBI 0QOPMIISTHCS HA CTAHAAPTHBIX JIMCTAX M UMETh BCE HEOOXOIMMbIE
Ul JTOKYMEHTOB  PEKBH3UTHl  (HAMMEHOBAaHWE, 3aroJIOBOK, TMOAMHCH  PYKOBOJUTENEH
MOApa3/IeIeHu i, OTBETCTBEHHBIX 3a UX COJAEpIKaHHEe, OTMETKY O COTJIACOBAHUHU U T. [I.).

Ha npunoxeHun K pacnopsAUTEIbHOMY JOKYMEHTY B IIPaBOM BEpPXHEM YIJIy CTaBUTCS
OTMETKA C yKa3aHUEM Ha3BaHUS PACHOPSIUTEIBHOTO JTOKYMEHTA, €ro aThl U PErHCTPALIMOHHOTO
HOMEpa.

Hamnpumep:
[Tpunoxenne Ne 2

k mpukazy 'BOY «ILIKOJIA Ne 73 I'.O.I'OPJIOBKA»
ot 15.06.2024 Ne 11

HaumeHoBaHMe BUJa TOKyMEHTa — MPHIIOKEHUS (TIEPBOE CIOBO 3aroJioOBKa MPUIIOKEHUS)
BBIJIENISIETCS. MPONMUCHBIMU OykBamu, mnonyxupHeiM wmpudrom (ITOJIOXEHUE, TTEPEYEHD,
CIIMCOK u 1. 1.).

Homyckaetcs Boipaskenue «[IPUJIOXXEHUE Ne» neuatats nponucHbIME OyKBaMH, a TaKkxke
LIEHTPUPOBATh ATO BBIPAKEHHE, HAMMEHOBAHUE JOKYMEHTA, €r0 JaTy U PETHCTPAllMOHHBIA HOMEp
OTHOCHUTEJILHO CaMOW JJIMHHOM CTPOKH.



Hamnpumep:

[Ipunoxxenne Ne 1
k pukazy 'BOY «LIKOJIA Ne 73 I'.O.I'OPJIOBKA»
o1 05.06.2024 Ne 145

3.2.13. I'pud cornacoBanusi 10KyMeHTa

Bremrnee cornacoBanue 0(oOpMIIIETCSI COOTBETCTBYIOIUM TPHQPOM.

I'pud cormacoBanus coctout u3 cnosa COI'JTACOBAHO (6e3 kaBbI4YeK), JODKHOCTH JINIIA,
KOTOPBIM COIJIaCOBAaH JOKYMEHT (BKJIIOYasi HAUMEHOBAHHE OPraHU3alliu), €r0 COOCTBEHHOPYUYHOMH
IIOAIIMCHU, MTHUIINAJIOB, q)aMI/IJ'II/II/I, JaThI COTJIaCOBaHUA.

Hamnpuwmep:

COI'JTACOBAHO
3amecTUTENb HauaIbHUKA YIPABICHUS
o0pazoBaHus DHCKOM obnactu

noanucek N.0. ©amuinus
11.07.2024

Ecmu cormacoBanme NMpOBOAWTCS C KOJUIETHAIBFHBIM OPTaHOM WIIM TIOCPEICTBOM IHCHMA,
TO Tpud corracoBaHus 0POPMIISETCS CIASTYIONUM 00pa3oM:
Hamnpuwmep:

COT'JIACOBAHO
ITemarornueckum coseroM [ BOY «IIIKOJIA Ne 73 I'.O.I'OPJIOBKA»
(mpotokoi ot 29.03.2024 Ne 1)

I'pudbr cormacoBaHus MOTYT pacmoJiaraTbCsl Ha OTIENBHOM JIMCTE COTJIACOBAHMUS, €CIU
coJlep’KaHHEe JOKYMEHTa 3aTparuBaeT WHTEPeChl HECKOJbKUX opraHuzanuil. Ha moxymente
JienaeTcsi OTMETKa «JIMCT coracoBaHus MpuIaraeTcs.

Buemnee cormacoBaHue B 3aBUCMMOCTH  OT COAEPKAHMSI JIOKYMEHTA OCYILECTBISETCS
B CJIEIYIOIIEH OYepeHOCTH:
e CO CTOPOHHMMH OpPraHH3alUsIMU, KOTJa OHHU BBICTYNAIOT O0OS3aTENILHON CTOPOHOM

B NIPABOOTHOIIEHUSAX, BO3HHUKAIONIMX BCIEIACTBHE UW3JIaHUS JIOKyMEHTa, WJIM KOTJa

coJiep’KaHue JOKYMEHTa 3aTparuBaeT UX MHTEPECHI;

e OOIIECTBEHHBIMH OpraHU3alUs MU — B CIy4asX HEOOXOJMMOCTHM WJIM B CIydasx,

MPETyCMOTPEHHBIX MOJIOKEHHUSIMH 00 3TUX OpraHu3aIusix;

e OpraHaMu, OCYIIECTBJISIOIIMMH TOCYAAPCTBEHHBIM HaJIBEIOMCTBEHHBIH KOHTPOJb (HAI30D)

B ONPEJIEIIEHHOI 00J1acTH (9KOJIOTHUECKU, OKAPHBIN U T. 11.);

e BBINIECTOSIIUMU OpraHu3alusIMU — B CIIy4asXx, KOT/1a 3aKOHOJJATENLCTBOM

MpelyCMaTpUBaeTCs BO3MOXKHOCTb COBEpPILEHHUS YIPABICHUYECKUX JEHCTBUU TOJBKO

C pa3pelIeHHs] STUX OpraHU3aIUil.

3.2.14. Bu3a coriiacoBaHusl JOKYyMeHTa

Busel cornmacoBaHMs JOKYMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIIMK Ha COryiacue Wid
Hecorjacue JO0JDKHOCTHOTO IMIla 00pa3oBaTeNbHONW OpraHu3allid C COJACPKAHUEM IPOEKTa
JOKYMEHTa (J1ariee — BH3a).

Bu3za BKITIOYaeT NOJKHOCTH JIWIA, BUSHPYIONIETO TOKYMEHT, MOANUCH, paciii(poBKy MOIAMHCH
(vHUIMATBI, (PAMUIIHIO) U JaTy BUSUPOBAHMSL.

Hamnpumep:

3amecTuTeNh IUPEKTOPA MO0 BOCIUTATENBHOM paboTe
N.0. ®amunus
10.10.2024



OdopmieHHass TakuM 00pa3oM BHU3a O3HAYaeT COMJIACHE JOJDKHOCTHOTO — JIMIA
C COJIep)KaHUEM JIOKYMCHTA.
[Tpu HamM4MK 3aMeYaHuil IO JOKYMEHTY BU3Y O(OPMIISIFOT CIEAYIOIINM 00pa3oMm:

3ameuaHus IpUJIararoTcst

3aMecTHuTeNh TUPEKTOPa 10 BOCIIUTATEIBHOM padoTe
N.0. Gamunus

10.10.2024

JlokymMeHT BU3UPYETCS UCIIOJIHUTENIEM U 3aMHTEPECOBAHHBIMU B JIOKyMEHTE
JOJKHOCTHBIMU JIMLIAMU, PYKOBOAUTEIEM 00pa30BaTENIbHON OpraHu3alum.

3ameuaHusi JOJDKHBI OBITh INPEACTABICHBI HA OTJEJIBHOM JIHMCTE, KOTOPBIM MOANHCHIBAIOT,
JaTUPYIOT U MPUIIAratoT K JOKYMEHTY.

Ha noxymeHnTe, MOJUIMHHUK KOTOPOTrO OCTaeTcs B 0Opa3oBaTeNIbHOM OpraHu3alyy, BH3bI
MIPOCTABJISIOT B HIXKHEW YacTh 000POTHON CTOPOHBI MOCIEIHEr0 JINCTA OUIMHHUKA TOKYMEHTA.

Ha nokymeHnTe, MOAJMHHUK KOTOPOTO OTHPABISIOT M3 OPraHU3allid, BU3bl MPOCTABISIOT
B HIDKHEH YacCTH JIMIIEBOM CTOPOHBI BTOPOTO 3K3EMIUISIpa OTIIPABISIEMOI0 JOKYMEHTA.

Bo3moxHO odopmiieHne B3 TOKyMEHTa Ha OTAEIbHOM JIUCTE coriacoBaHus. [lomyckaercs
MOJINCTHOE BU3UPOBAHUE TOKYMEHTA U €r0 MPUIIOKEHUS.

Ecnu B mpouiecce BU3MPOBaHUSI B IPOEKT JOKYMEHTA BHOCSTCS CyHIECTBEHHbIE U3MEHEHUS,
OH MOJJICKUT TOBTOPHOMY BH3MpoBaHMIO. [loBTOpHOE BH3HMpoBaHUE HE TpeOyeTcs, eciau MpH
J0paboOTKe B MPOEKT JOKYMEHTAa BHECEHBI YTOUHEHUS, HE MEHSIOIINE €r0 CYTH.

3.2.15. loanucon

JIOKyMeHTBI, HampaBisieMble 00pa30BaTEIBLHON OpraHu3aIMell B BBIMICCTOAIINE OPraHbl
yIpaBieHus, MOAMUCHIBAIOTCS PYKOBOJIUTENIEM 00pa30BaTeIbHON OpraHU3aluy, ero 3aMeCTUTENIEM
[0 MOPYYEHHUIO  PYKOBOJUTENs  00pa3oBaTelIbHOW  OpPraHu3aldd [0 COOTBETCTBYIOIIUM
HaIpPaBJICHUSM.

B coctaB pekBusuta «lloanuce» BXoAAT: HAaMMEHOBAaHUE JAOJDKHOCTH JIMIA, MOAMUCABIIETO
JOKYMEHT (TOJIHOE, C YKa3aHHeM Ha3BaHUs OpraHU3alliy, el JTOKyMeHT o(opMiieH He Ha OJaHKe,
U COKpaIIeHHOE — Ha JOKyMEeHTe, O(QOpMIICHHOM Ha OJlaHKe); JIM4YHasi MOAMKCH;, paciiudpoBKa
MONUCH (MHUITUAIBI, (haMUITUs).

Hanpuwmep:
3amectutens  aupekropa Jluunas noamuce  U.O. Gamunusa
10 BOCIIUTATENbHOM paboTe

B nokyMeHTax, moaroToBIECHHBIX KOMUCCUEH, YKA3bIBAIOTCS HE JIOJDKHOCTU MOJNUCABIINX
JIUII, a UX 00513aHHOCTH B COCTaBE KOMUCCHUHU.
Hampumep:

npeacenarens komuceun  Jlmynas noanucs M.O. Gamunus
qJIeHbl KOMUCCHUU JInynag nognuce UM.O. amunug

JInunag nogmucey  UM.O. Gamunus

IIpy noanucaHuM JOKyMEHTa HECKOJIbKMMH JOJ/DKHOCTHBIMU JIMIIAMH MX MOJIUCU
pacmosararoT OJHY TIIOJ JpPYyrod B IOCIENOBATEIBHOCTH, COOTBETCTBYIOLIEH 3aHUMaeMOH
JOJKHOCTH.

Hamnpumep:

Jupekrop JInunas noanuce  MN.0. @ammms

3amecturens aupekropa  Jlnunag noanuce  M.O. @ammus



HpI/I noANrMCaHuM JOKYMCHTA HCCKOJBKMMU JIMOAMU PaBHBIX ﬂOH)KHOCTCﬁ, X MnMoAIIMCH
pacmoJjararoT Ha OAHOM YpPOBHC.

Hamnpumep:
3amecTuTenb ~ JAMPEKTOpa MO  3aMECTHTENb  JUPEKTOpa IO
aMHUHUCTPATUBHO- y4e0OHO-BOCITUTATEILHOM paboTe
XO3SMCTBEHHOMN
pabote

muuuag nognuck WM.O. @amwms  swmunHag noqmuck .0, ©amunus

Ecaiu pgomxHOCTHOE JMo, MHNOoANHChH KOTOPOIO 3aroTOBJICHA HaA IMPOCKTE OOKYMCHTA,
OTCYTCTBYCT, TO AOKYMCHT JOJI’KCH MOANUCBIBATECA JIMITOM, UCIIOJIHAIONIUM €T0 O6$I33HHOCTI/I, NN
€ro 3aMCCTUTCIIEM.

He JAOIMYCKAaCTCAd MNOAMUCAHUEC ANOKYMCHTOB C IPCAJIOITOM «3a» WKW HNPOCTABJICHUC KOCOH
YCPTHI IEPEA HAUMCHOBAHHUEM JOJLKHOCTH.

3.2.16. OT™MeTKa 00 3JIEKTPOHHOM MOANKMCH
OtmeTKa 00 3JIEKTPOHHOM MOANMCH BKIIIOUaeT: Gppasy «JoKyMeHT moanucaH 3JIeKTPOHHOM

MOANUCHIO», HOMEp cepTHUHUKaTa KIoya 3JIEKTPOHHOM mnoamucu, (aMuinio, HWMs, OTYECTBO
BIIaJIeTIbIIA cepTU(UKATa U CPOK AEHCTBUS cepTUHUKaTa KITI04a AIEKTPOHHON MOAMHUCH.

Hamnpuwmep:
AOKYMEHT NOAIMNCAH
JJIEKTPOHHOHU NOANMNCBHIO
Ceptuduxar lal11aaa0000000011

Bnanemerr HWmsa OtuectBo Damumnug
HeticrButenen ¢ 01.12.2024 mo 01.12.2028

OtmeTka 00 3JEKTPOHHOM TOANUCH JOJDKHA COOTBETCTBOBATH MECTYy pPa3MEIlECHUS
COOCTBEHHOPYYHOM MOINUCH B aHAJIOTMYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHUTENE. DJIEMEHTHI
OTMETKH JIOJDKHBI ObITh BUIMUMBIMU U YUTAEMBIMH W HE JOJDKHBI MEPEKPBIBATh AJIEMEHThI TEKCTa
JOKYMEHTA U IPyrue OTMETKU 00 AJIEKTPOHHON MOAIMUCH (IIPU HATUYHH ).

3.2.17. IleuaTtn

OTTHCK me4YaTu 3aBepsACT NOMJIMHHOCTBL IOAIHNCU HOOJDKHOCTHOI'O JiMIAa Ha JOKYMCHTAX,
AOCTOBCPAOIINUX IIPpaBa JIMII, (1)I/IKCI/Ipy10H_[I/IX q)aKTLI, CBA3aHHBIC C (1)I/IH8.HCOBBIMI/I CpeacTBamu,
a4 TaKKC Ha MHBIX JOKYMCHTAX, MNPCAyCMATPUBAIONIUX 3aBECPCHUC MNOJJVMHHONM  TMOJIMCH.
Z[OKYMGHTBI 3aBCPAIOT I1CYATHIO 06p330BaTCHLHOﬁ OpraHusanuu.

ITeuaTn IIPOCTABJIACTCA Ha CBO60,Z[HOM OT TCKCTa MCCTC, HC 3aXBaTbIBas JIMIHOM IO I CHU
JAOJDKHOCTHOTO JIMIIA.

3.2.18. OT™MeTKa 00 HCIIOJTHUTEIE

OtmeTka 00 UCHIOMHUTENE BKIIOYaeT B ce0s (aMuiInio, HMs, OTYECTBO HCIIOIHUTENS
JTOKyMEeHTa, HoMep ero TenedoHa.
OTMeTKy 00 UCTIONHUTENE pacrlojaraloT Ha JTUIEBOM WM 0OOPOTHOW CTOpPOHE MOCIETHEro JHCTa
JIOKYMEHTA B JIEBOM HUKHEM YTIIy.

Hamnpumep:
damvuans Umsg OtuecTtBO
8 (495) 994-94-94



3.2.19. OTmeTKa 0 3aBepeHUH KONMH

Komun ¢ 1OKyMEHTOB  BBLAAIOTCS  C pa3pelleHHs]  PYKOBOAMUTEIEH  CTPYKTYPHBIX
MOJIpa3/IeIeHui 1 TOJBKO C Te€X JIOKYMEHTOB, KOTOpbhle OBLTM W3JaHBl B 00pa3oBaTEIbHOM
OpraHu3allii ¥ KOTOPbIE  KacaloTCs  CIyXKeOHOW JEeSATEeNbHOCTH JaHHOTO  CTPYKTYPHOTO
HOJIpa3/IeJICHUs.

[Ipy BbIIaye KOMMM JOKYMEHT BOCIPOM3BOJUTCS IOJIHOCTHIO (OJaHK 00pa3zoBaTENbHOMN
OpraHu3aluy, HOMep, 1ara, COAEPKaHUE U T. 1.).

B mpaBom BepxHeM yrity konuu numercs cinoBo «Komwusy». [Ipu Bbmaye KOMUHM ¢ KOMUU
cienyer nucatb «Konus ¢ xonumy.

Ecnu xomus 111 BHYTPEHHEro MOJb30BaHUS, TO JJS 3aBEPEHMs] HUXKE PEKBU3HTA
«[Tonnmuce» MpOCTaBIAIOT 3aBEPUTENIBHYIO HAIIUCh: «BepHO»; MOKHOCTH JIMILA, 3aBEPSIOIIErO
KOIHIO; TMYHYIO MMOJNHUCH; pacIM(PPOBKY MOJNUCH (MHULUAIBI, (PaMUIIUIO); 1aTy 3aBEPEHUS.

Hamnpuwmep:

Bepro
Cexkpertapps/CnenuaiicT 1o Kajapam
JImaaag nmogmices  M.O. ©amums

10.10.2024

ECJ'II/I KOImnuA BbIJACTCA OIS Hpe}ICTaBHeHHH B }IpyFYI-O 0pFaHI/I3aHI/IIO, TO OTMETKA
0 3aBEPEHUH KOIMU JIOTIOJHSCTCS HAJIUCHI0 O MECTe XPaHCHHs JIOKYMEHTa, ¢ KOTOpPOro Oblia
M3TOTOBJICHA KOTIHS, M 3aBEPSCTCS IMEUaThIO OPTaHU3AIUH.

Hanpuwmep:
[Mogmuannk moxkymenta Haxoautcs B [ BOY «IIIKOJIA Ne 73 I.O.I'OPJIOBKA» B nene Ne 12-x
3a 2024 ron.
JIy1st mpocTaBiIeHUsI OTMETKH O 3aBEPEHHUH KOTIMHM MOYKET UCIOJIB30BATHCS IIITaMII.

3.2.20. OT™MeTKAa 0 MOCTYNJIEHUH JTOKYMEHTAa

ConepUT AaTy MOCTYIUICHHSI JOKYMEHTa, a TakKe€ €ro BXOJSAIIUN PEerucTpallMOHHBIN
Homep. [Ipu HEoOX0aAUMOCTH B OTMETKE MOXHO yKa3aTh BpeMs IOCTYIUICHHUS B 4acaX M MUHYTax
U Cr0c00 TOCTaBKHU IOKYMEHTA.

OTMeTKy O NOCTYIJIEHUH JOKyMEHTa B 00pa3oBaTeNbHON OpraHu3aludyd MPOCTaBISIOT
B BHJIC IITaMIa WIA OT PyKH B HUXKHEH YacTW JUIIEBOM CTOPOHBI MEPBOTO JUCTA JOKYMEHTa WU
Ha ero o0opoTe.

Hampumep:

I'BOY «IKOJIA Ne 73 T.O.I'OPJIOBKA»
11.10.2024 Ne 23
13 1 40 mun

3.2.21. Pe3osnronus

B cocras PE30JI0IUHU  NOJDKHBI BXOAUTH CIICAYIOINHUE JSJICMCHTHI: (baMI/IJ'II/IH, HMHHUIIHAJIBI

UCMOJNHUTENS  (UCTIONIHUTENEH), coaepkaHue mnopydeHus. [lpu HEOOXOAUMOCTH —  CPOK
WCTIOJIHEHUS, TIOJIIHICH JTUI[A, BBIHECIIIETO PE30JIIOIHIO, 1aTa PE30TFOIIH.

Hamnpumep:
Damvunug U.0.

[Ipoury moaroroBuTh MpoekT gororopa ¢ OO0 «Jlom mebenn» k 22.06.2024

JIngHasg nmoanuch
10.10.2024



[Ipy HamuuuM B PE30OTIOLMU HECKOJBKUX HCIHOJHUTENEH YKa3bIBA€TCd OTBETCTBEHHBIN
WCIIOJHUTENb (KaK MpaBUiIo, 3TO JIUIIO, HA3BAaHHOE B PE30JIIOLIMH ITEPBHIM).

Ha nokymenTax, He TpeOYIOIMUX TOTOJHUTEIBHBIX YKa3aHUH 1O MCIIOJTHEHUIO U UMEIOITNX
TUNOBBIE CPOKHA MCIIOJHEHUS, B PE30JIIOUMU YKA3bIBAECTCS MCHOJHUTENb, IMOIIUCH aBTOpa
PE30JIIOLIHH, J1aTa.

Pe3omronus, kak mpaBwiio, MUILIETCS OT PyKH PYKOBOJMTEIEM HA MOJJIMHHUKE JTOKYMEHTA
Ha CBOOOJHOM OT TEKCTa MECTE.

3.2.22. OT™MeTKa 0 KOHTPOJIe

OTtMmerka o KOHTposie O00O3HA4YaeT, 4YTO JOKYMEHT IIOCTaBJIEH Ha KOHTPoJb. OTMeTKy
O KOHTpOJIE 32 UCIOJHEHUEM JOKyMEHTa 0003HauaroT mraMioM «KOHTpoJsib» Ha BEpXHEM IoJe
JIOKYMEHTA.

KoHnTposto nouiexar Bce 3aperucTpupoBaHHbIE JOKYMEHTHI, TPEOYIOIIe NCIIOJIHEHUS.

Cpoku  UCHOJHEHHMsS] JIOKYMEHTa YCTAHaBIMBAIOTCA B COOTBETCTBHUM  CO CPOKAMH,
0003HaYEHHBIMU 3aKOHOJATEJIbCTBOM, OpraHM3alllel, HampaBHUBLIEH MOPYYEHUE WU TPOCHOY,
pacropsIUTEIbHBIM TOKYMEHTOM WM PE30JIIOLKEH pyKOBOANTENS 00pa30BaTeIbHONM OpraHU3aliH.

Cpoxk npocTainsiercs B GopMe JaThl 3aBEPIICHUS UCTIOTHEHUS.

3.2.23. OTmMeTKa 0 HANIPABJICHUH JOKYMEHTA B J1€JI0

OtmeTka 00 UCIIOJIHEHWH JOKYMEHTa U HalpaBJIEHMU €ro B JIeJ0 BKJIIOYAaeT B cels
crnenymomnye aannueie: ¢ppasy «B aemno», HHAEKC Jiea Mo HOMEHKIIAType JIe, B KOTOPOe MOMEUIaeTcs
JOKYMEHT Ha XpaHEHHe, C yKa3aHHeM KaJeHJapHOro roja, IOJDKHOCTH JiMla, O(OpPMHUBIIETO
OTMETKY, MOJIHICH, JaThl.

Hanpuwmep:

B nemo Ne 01-18 3a 2024 .
3aMecTHUTe b IUPEKTOPA 10 BOCITUTATEIILHOM padoTe

JInuHas nmoamuce 10.10.2025

OTtMeTKa 0 HaITpaBJICHUK OOKYMCHTA B ACJIO MOXKET OOIIOJHATBCA KPATKHMMH CBECACHHUIMU
0 XapaKTEPEC UCIIOJIHCHUA JOKYMCHTA.

3.3. Oco0eHHOCTH OATOTOBKH U 0(popMIIeHHS OT/IeIbHBIX BUAOB IOKYMEHTOB
3.3.1. [Ipuka3s

[Ipuka3 — mpaBoOBOM akT, M3/1aBaeMblii PYKOBOAMTENEM OOpa30BaTEIbHOW OpraHu3allu
JUI PELIeHHs OCHOBHBIX M ONIEpaTHBHBIX 3ajay, CTOSILUX Iepes] 00pa30oBaTeNbHON OpraHu3aiuen
(mpunoxenue Ne 2).

IIpuka3 MoxkeT OBbITb H3AaH JIMIOM, MCIOJHSIOMMM OO0S3aHHOCTH PYKOBOJAUTEIS
o0pa3oBaTebHON OpraHU3ally B CIIy4ae ero OTCyTCTBUS.

B mpukazax 1mo oCHOBHOM JAEATENIbHOCTU PEIIAIOTCS BOMPOCH! y4eOHOM, X03siCTBEHHOM,
(uHAHCOBOW JEATENbHOCTH, IUIAHUPOBAHMS, OTYETHOCTH, Y4eOHO-BOCHUTATENBHOIO Ipoliecca,
($U3MYeCcKOro pa3BUTUS U T. II.

IIpukassl odopmisitoTcs Ha OnaHke oOpa3zoBaTeNbHOM opraHu3anuu. Ilepenaua nmpukaszos,
UX KONl pabOTHUKAaM CTOPOHHUX OPraHU3alUi JIOMYCKAETCs TOJBKO C Pa3pelieHus: pyKOBOANUTENS
oOpa3oBatenbHON opranu3anuu. [IpoekTsl mpuka3oB pa3padaThIBAIOTCA YIIOJIHOMOYEHHBIM JIMIIOM
0 MOPYYEHUIO PYKOBOJICTBA UJIH 10 COOCTBEHHON MHUIIATUBE.

[ToaroroBka mpukasa BKJIIOYAeT B ce0s1 M3yUyeHHUE CYIIEeCTBA BOIPOca U cOOp HEOOXOAUMBIX
CBEJICHUH; MOArOTOBKY IIPOEKTa IPUKa3a; COIJAaCOBAHUE IPOEKTA; NMOANMCAHUE PYKOBOAUTEIIEM
00pa3oBaTebHON OpraHu3aIiy, PErHCTPALHIO.



[Tpukassl neuatarorcs mpudrom Ne 12.

Homepa cTpaHul] mpoCTaBisIOTCS IMOCEPEIUHE BEPXHEro MO JucTa. TeKkcT mpukasa
reJaTaeTcs 4yepes OJMH MEXCTPOUHBINA HHTEpBall, 0e3 o0opoTa.

[Ipuka3 mMeeT CieyIoNe PEeKBU3UTHI: HAaUMEHOBAaHHE OOpa30BaTENbHON OpraHU3aluu
COTJIaCHO ycTaBy; HauMeHoBaHue Buja aokymenrta ([IPUUKA3), nara, Homep, MecTo cocTaBicHHUS,
3aroJIOBOK K TEKCTY, TEKCT, HANMEHOBAaHHUE JIOJDKHOCTH, TIOIHICH TOJHKHOCTHOTO JIMIA (MHUIHATIBI,
(bamuus), BU3bI COTIaCOBaHMS, O3HAKOMJICHUSI.

Jlaroii mpukasa sBiseTcs jaTa ero noanucanus. Jlata opopmisiercs nudpoBbIM CIIOCOO0M;
HOMEpP COCTOUT M3 3HaKa «Noy U MOPSIKOBOTO HOMepa mpukasa, Harmpumep: ot 00.00.0000 Ne 000.

Texkcr mnpukasa COCTOMT W3 ABYX B3aWMOCBS3aHHBIX YacTed — KOHCTAaTHPYIOLIEH
U pacnopsIUTEIbHOM.

TekcT mpukasza J0HKEH UMETh 3aroJIOBOK. 3aroJioBOK HaunmHaeTcs ¢ npeiora «Oy» («O06»)
u popMupyeTCs npu MTOMOIIIA OTTJIarOJIbHBIX CYIIECTBUTEIBHBIX (Hamrpumep:
«O0 yTBEpKACHHH...», «O perucTpamui...», «O co3gaHumu...»).

3aroyioBOK JOJDKEH KPaTKO H TOYHO OTpakaTh COAEp)KaHWE TeKcTa Tpukaza. Touka
B 3arojloBKe He cTaBHTCs. llewartaercss uepe3 [Ba MEXKCTPOYHBIX WHTEpBala OT PEKBU3UTA.
[ledaTaercst CTpOUYHBIMU OYKBaMH, BBIIEISIETCS JKUPHBIM IPUPTOM.

B koHCTaTupyromeil 4YacTH KpaTKO W3JIAraloTcsl IeMd U 3amadd, (akThl © coOBITHS,
MOCITY)KMBIIINE OCHOBAaHHWEM JUTS M3AaHUs mpuka3a. OHa MOXET HaYMHATHCS CIOBAMH «B IIEIISX»,
«BO UCTIOJIHEHWEe» W np. Ecnmm mpuka3 w3gaeTrcs Ha OCHOBAHWW — JPYroro  JOKYMEHTa,
TO B KOHCTATUPYIOIIEH YacTH YKa3bIBACTCS HAaWMEHOBAaHUE JTOTO JIOKyMEHTa, HAaWMEHOBAHHE
opraHa, U3JIaBIIETO JOKYMEHT, /IaTa, PETHCTPAMOHHBIA HOMEP U 3ar0JIOBOK K TEKCTY.

KoHcraTupyromas 4acTb MOXKET OTCYTCTBOBaTb, €CIIM MPEANUChIBaEMble JeHCTBUA
HE HYX/Jal0OTCSI B pa3bsACHEHUU. TeKCT MpHKa30B B TaKWX CIIydasX HAuYMHAETCS CO CJoBa
«ITPUKA3BIBAIOy» (mumiercs mponucHbiMH OykBamu). [lpm Hanmwmumm nOBYX YacTei MpuKaza
pacnopsauTeNnbHas 4acTh OTAENSETCS OT KOHCTaTHPYIOIIEeH CI0OBOM «IpuKasbiBatoy. [locne ciosa
«I[TPUKA3BIBAIO» cTaBUTCSI BOETOYHE.

TexkcT pacnopsauTeNbHOM YacTH MOXKET JENUTHCS Ha MYHKThI, B KOTOPBIX YKa3bIBaIOTCS
WCIIOJIHUTENH, KOHKPETHbIC NIEHCTBUS U CPOKHM HCIIOJIHEHHUS NpeInuchiBaeMbIX AeiicTBuil. Ecnu
MpUKa3 JOMOJHSET, OTMEHSET WM HU3MEHSET paHee H3JaHHbIE MPHUKA3bl WIM HX OTACIbHBIC
MYHKTBI, 3TO OroBapuBaeTcs B TekcTe. [locneaHuM MyHKTOM pacmopsIMTENbHON YacTu IMpHKa3a
YKa3bIBAaETCS JIOJDKHOCTHOE JIMIO, HA KOTOPOE BO3JaraeTcsi KOHTPOJb 3a HCIOJIHEHHEM IpuKas3a
B 1enoM. Hanpumep: «KoHTpo:Ib 3a HCTIOTHEHHEM IIPHUKa3a OCTaBIISIO 32 COO0IN.

[Toanuce oTnensieTcs OT TEKCTa IBYMsI MHTEPBAIAMHU, NI€YaTaeTCs OT IPAHULIBI JIEBOTO TOJISL.
PacmmdpoBka moanucy nevataeTcsi Ha ypoBHE MOCIEIHEH CTPOKHU JIOJDKHOCTU Y MTPABOM I'PaHULIBI
TekcToBOro noJjs. [IpoGen Mexay nHUIMATAMU U paMUIIMed He JeIaeTcs.

[Tocnenusis 6ykBa B pacminpoBKe MOANUCH OTpaHUYUBAETCS MpaBbIM mosieM (10 mm).

[Ipy mnoamucaHuM TmpuKaza JUIOM, 3aMEIIAIONIUM PYKOBOJAUTENST 00pa30BaTENIbHOMN
OpraHu3aluy, Jo0JHKHA ObITh yKa3aHa ero akTudeckas T0JDKHOCTD U (paMuius.

[Ipyn HaNMUYMK NPUIOKEHUN K MPUKA3y 0053aTeNbHO AENACTCs CChUIKA Ha HUX B TEKCTE.

[Ipuka3sl HyMepyroTCsl TOpPSAKOBOM Hymepalueil B Ipeienax KaleHJapHOro Toja.
OTnenbHO HYMEpYIOTCs MPHKa3bl 110 OCHOBHOM JESATENbHOCTH, 10 JINYHOMY COCTaBy pabOTHMKOB,
10 TMYHOMY COCTaBY OOYUaIOIIMXCsl, [0 OTIYCKaM, O KOMaHAUPOBAHUU.

Ecnu npukas BBOAUT B JeicTBHE KaKue-TMO0 TOKYMEHTHI (MHCTPYKIUH, TpaduKu, TpaBuia,
MIOJIOKEHMSI), TO OHU O(GOPMIIAIOTCS B BUJE MNPWIOKEHHUS K IpHUKa3y. B mpaBom BepxHeM yriy
TaKuX JIOKYMEHTOB OT IISATOTO IMOJIOKEHHs Ta0yIsITOpa HE0OX0JMMO mucath ciioBo «lIpuiosxenue»
C YKa3aHHMEeM HauMEHOBAHHs paclopsIUTEIbHOIO JOKYMEHTa, €ro AaThl, HoMepa.

Hamnpumep:

[Ipunoxxenue
K nmpukazy MBOY 11O Ne 1
ot 11.07.2025 Ne 34

[TpunoxeHus K MpoeKTaM MPUKa30B 0POPMIISIOTCS Ha OTIACIbHBIX JIMCTaX Oymary.



Pasmepel 1mosiell M MEKCTPOUYHBIE WMHTEPBAJIBI IIPU II€YATAHWM TEKCTOB IPUIIOKECHUN
HJICHTUYHBI pa3MepaM, IPUMEHIEMbIM [IPU IIEYATAHUH TEKCTOB IIPUKA30B.

B npunoxeHusx moMemaroTcst MOI0KEeHUs, TIEPEUHH, CITUCKH, rpaduKu, TabiauIbl, 00pa3Iibl
JOKYMEHTOB U JP.

Ecnu B Tekcre naeTcss ccbUIKa «COTJIACHO NPWIOKEHUIO» WM (mpuiiokeHue Ne...),
TO Ha IIEPBOM CTpaHULE NPWIOKEHUS B IIPAaBOM BEPXHEM Yy muiiercs cioBo «lIpunokenue»
U €ro HOMEp, HWKE Yepe3 OJMH MEXCTPOYHBIM MHTEPBaJ JAETCs CChUIKA HA IPHUKA3 PYKOBOJIUTEISA
00pa3oBaTeNIbHOIN OpraHu3ally, ero JaTy 1 HoMep.

Bce cocraBHBIE 4acTH PEKBU3HWTA BBIPABHUBAKOTCS I10 JIEBOMY Kparo, IE€YaTalOTCs 4Yepes
OJIMH MEXCTPOYHBI HHTEpBall. [[IMHAa CTPOKM HE JOJDKHA HPEBBIIATH 8 CM, OrpaHUYMBAETCS
IIPaBbIM II0JIEM JTOKyMEHTa. [Ipy HaIM4ny HECKOJIBKHUX IPWIOKEHUN OHU HYMEPYIOTCS.

Hamnpuwmep:
[Ipunoxenue 1
k pukazy [BOY «LIKOJIA Ne 73 I'.O.I'OPJIOBKA»
ot 11.07.2024 Ne 34

[Ipu Hanuuuu B Texcte GopmynupoBku «Y TBEP/IUTby» npuiaraemoe nojioskeHue, cocTaB
KOMHUCCUH, NEpeYeHb MEPONPUSITUH U T. . HA CAMOM IMPWJIOKEHWU B IIPAaBOM BEPXHEM YIIIy
pacnionararorcs cinoa «Y TBEPKIEHO» wim «YTBEPXKJIEH» co ccplnkoit Ha pukas, ero aary,
HOMED.

Hamnpuwmep:

YTBEPXKJIEHO
npuka3zom [BOY «IIIKOJIA Ne 73 I".O.I'OPJIOBKA»
ot 11.07.2025 Ne 34

3aroJIoBOK K TEKCTY MPUIIOKECHHS IeYaTaeTcs [EHTPUPOBAHHBIM criocoooM. HanMmeHoBaHne
BHJa JOKYMEHTA IMPHIIOKEHUS (IIEPBOE CIOBO 3arojlOBKAa MPHUJIOKEHHS IEYaTaeTCsl MPOTMCHBIMHU
oykBamu xupHbeIM mpudpTom: [TOJIOXKEHUE, TIEPEYEHD, CTITUCOK u T. 1.).

3aroJIOBOK MPHIJIOKEHHsI OTACISETCS OT JAaThl M HOMEpa TpUKaza JBYMS MEKCTPOYHBIMU
WHTEPBAIaMHU.

[Ipy HanMUMU B TEKCTE NPUIIOKCHUS HECKOJBKUX Ppa3JelIOB WX 3ar0JIOBKU IEYaTaIOTCS
[EHTPUPOBAHHBIM CHOCOOOM (OTHOCHTENHFHO TpPAaHUIl TEKCTa). Touka B KOHIIE 3arojIOBKOB
He craBuTcs. JlomyckaeTcsi BBIACIATH 3aroJIOBKH pa3zieiioB MpU(TOM Jpyrod HACHIIICHHOCTH
(KMPHBIM, TIOJTY>KHPHBIM).

TekcT mpuioKeHuss MOXKET ObITh oopmiieH B Buje TaOauIel. ['padpl U CTPOKU TaOIUIIBI
JOJDKHBI UMETh 3aroJIOBKH, BBIPAKCHHbIC MMEHEM CYIIECCTBHTEIBHBIM B UMCHUTEIILHOM MAJICKe.
[TonzaronoBku rpad U CTPOK rpaMMaTUYECKH JIOJDKHBI OBITh COTJIACOBAHBI C 3ar0JIOBKaAMH. TEKCT
TaOJUIIBI TICUATACTCS Yepe3 OJIMH MEKCTPOYHBIN HHTEPBAI.

[Ipu HanMuYUU B TEKCTE MPWIOKEHUH CCBUIKM Ha CHOCKY OHa O(OpPMIISIETCS 3BE3JI0YKOM.
TekcT CHOCKHM TevartaeTcs 4epe3 OJIMH MEKCTPOYHBIM MHTEPBAJl B KOHIIE KAXKIOH CTPAHUIIBI WIH
Mociie TPWIOKEHUS B IeIOM TmoJ 4eproil. [locime cHMBONIA CHOCKH €€ TEKCT Ie4aTaeTcs
C MpONMCHON OyKBBI. B KOHIIE TEeKCTa CHOCKM CTaBUTCS Touka. Ha oqHON cTpaHHIE HE IOJKHO
oopMIATECS 60JIE€ TPEX CHOCOK.

B monoxenusx, mporpaMMax, ycTaBaX WU JPYIUX TMOJOOHBIX JTOKYMEHTaX pasJelsbl,
MOApA3JeNbl, MyHKTHl U MOJAMYHKTHI HyMepyroTcs apabckumu nudpamu. Homep mnoapasnena
JIOJIKEH COCTOSITh W3 HOMEpa pasjiesia M HoMepa TMOoApasjiena, pas/eeHHbIX TOYKOW (Hampumep:
1.2.). Homep myHKTa MOKET COCTOSITh M3 HOMEpa pasjiena, Mmojapasfesia U MyHKTa, pa3fesieHHbIX
toukamu (Hampumep: 2.3.1.). [IyHKTHI Ipr HEOOXOAUMMOCTH MOTYT MOJPA3IEISITHCS Ha TOAMYHKTHI,
KOTOpBIE JOJKHBI MMETh MOPSIKOBYID HYMEpPAIMIO B MpEleiax KakKJIOro MyHKTa (Hampumep:
I.1.1.1, I.1.1.2. u T. n.).

Bussl npocTaBisioTcss Ha 000POTHOM CTOPOHE MOCIIEHETO JINCTA MPOEKTa MPUKa3a.

Ha nmpunosxeHusix K mpoeKTam MPUKa30B BU3bI TPOCTABIISIFOTCS O] TEKCTOM MPUIIOKEHUS.



3.3.2. IIporoxoa

[TpoTOoKOJI — NOKYMEHT, B KOTOPOM (DUKCHUPYETCSl X0 0OCYKJICHUS BOIIPOCOB U MPHUHSTHUS
pelieHnii Ha COOpaHUSAX, COBCHIAHMIX, KOH(PEPEHIUSAX U 3aCeNaHUSAX KOJUICTHAIBHBIX OpPraHOB
(mpunoxenue Ne 3).

B npoTtokonax mNOCTOSIHHO JEHCTBYIOIIMX KOJIJIETHAIBHBIX M COBEIIATEIbHBIX OPraHOB
(Teqarorn4eckoro, METOJMYECKOTO COBETOB , KOMHCCHIA), a Takke KOH(EpeHIHH, COOpaHHid,
COBEIIaHUM, 3acelaHuii, TEPErOBOPOB, BCTPEU) HCIHOJB3YeTCS (opMa M3JIOKEHUS TEKCTa
OT TpeThero Jimna MHokectBeHHoro uucna (CJIIVILIAJIM, BBICTYIIWIIM, PEIIWIIN).
Coneprkanue BBICTYIUICHHI U3JIaraeTcsi OT TPETHEro JUIA eMHCTBEHHOTO YHUCIIA.

[IpoToKoJI UMEET CIeayIONNe PEKBU3UTHI:

e HamMeHOBaHWE BHUaa JokymeHTa — ciioBo «[IPOTOKOJI» mewaraercs Ha 2 cM HUXKe
OT TPAaHUIIBI  BEPXHEro TMOJs MPOMUCHBIMU  OyKBaMH, TIOJY>KUPHBIM  IHIpUPTOM
Y BBIPABHUBAETCS M0 LIEHTPY;

e BHJI 3aCElaHus, COBCIIAHHUSI — OTACNACTCS OT MPEABIAYIIETO PEKBU3UTA  JIBYMS
MEKCTPOUHBIMU MHTEPBAJIAMH, T€YATACTCS TOTY>KUPHBIM MPUGTOM Yepe3 OJUH WHTEpPBaJ
Y BBIPABHUBAETCSI TI0 LICHTPY;

e JaTa ¥ HOMEP MPOTOKOJa — JaTta odopmisieTcs: IMGPOBBIM CIIOCOOOM U MEeUaTaeTCs Yepe3
JIBa MEXCTPOYHBIX HHTEpBAJla HIDKE NPEIBIAYIIETO PEKBU3UTA OT JIEBOM T'PAHHIIBI
TEKCTOBOTO T0JIsI, @ HOMEp — TOCJIE CJI0Ba «IIPOTOKOI;

e MECTO IPOBEICHHMS 3acCeIaHusl YKa3bIBACTCS MPU 0(POPMIICHUN MPOTOKOJIA COBEIIAHUS B TOM
clydae, €ClIM OHO TMPOWCXOJWIO HE B3MaHWU 00pa3oBaTeNbHON  OpraHM3alluwy,
BBIPABHUBAETCS 10 LIEHTPY HA OJTHOM JIMHUU C JIaTOW;

e TEKCT MPOTOKOJA, KaK MPABUJIO, COCTOUT U3 JABYX YaCTEW: BBOJHOW U OCHOBHOI.

BBoanas yacth cocTaBisieTcs 10 CXeMe:

[Ipencenareny — @amunus N.O. pykoBoauTEN .

Cexperapp — Pammus 1.0.

[IpucyrcrBoBanu:

Crnoga «IIpencenarens» u «CexkpeTapb» meyaTaroT CjieBa OT HYJIEBOTO MOJIOXEHUs Ta0ysaTopa,
OTAENsAs JBYMS MHTEpBajaMu OT 3arojloBka U Ipyr ot apyra. C HOBOM CTPOKHM MHIIYT CJIOBO
«IIpucyrcTBoBaIINY,

daMuUIUU 1 UHULMAIIBI [IOCTOSIHHBIX YJIEHOB KOJUIErHAIbHOTO OPraHa, Y4aCTHUKOB 3aCEaHus,
pabOTHUKOB OpraHU3alMK U MPUTJIAIICHHBIX Ha 3acelaHue MEePEeUHCIIOTCs B aj(aBUTHOM MOPSIKE
0e3 ykazaHus AopkHocTeill. [lepeuncinenne npucyTcTBYOMMIX 0(GOPMIISIOT BO BCIO MIMPUHY CTPOKU
yepe3 OJMH MEXCTPOUHBIM uHTepBasl. Eciam B 3acemaHuu ydacTBylOT Ooinee 15 yemnoBek,
B IIPOTOKOJIE YKAa3bIBAIOT HUX OOIIee KOJIMYECTBO, a pacuiudpoBKa MPEICTaBISICTCS B SIBOUHOM
JIMCTE, KOTOPBIH SIBISACTCS MPHIOKEHUEM K IPOTOKOIY (Tipritoxkerue Ne 4).

[Ipu odopmieHHH MPOTOKOJA C YUCIOM Y4acTHUKOB Oozee 15 damunnu He mepedyucisiorcs,
a ykasbiBaeTcs uppoii ux od1iee KOJIMYECTBO, CHIHUCOK YUACTHUKOB B TAKUX CIy4asX MPUIIaracTcs.

Hampumep:

[TpucyrcTBoBanu 47 4enoBek (SBOUHBIN JTUCT MPUIIATaeTCs).

[loncuer y4yacTHHKOB MPOBOAMTCS IO CIIMCKAM PETHCTPAllUU, KOTOPBIE MPUIAraroTcs
K MPOTOKOITY.

Ilocne mepeuncrneHuss YYaCTHUKOB B MPOTOKOJE OGOPMISiETCS TMepeueHb BOIPOCOB,
MoANIeXKAIUX OOCYXKJACHUI0, KOTOPBIM HauynHaercs cioBamu «l[loBecTka AHS» U pacrosaraercs
LIEHTPOBAHHO Yepe3 JIBA-TPU UHTEPBaIa OT CIIUCKA YYACTHUKOB.

IToBecTka JHS CONCPKUT TMEpPEUYHUCICHHE IMYHKTOB (BOMPOCOB) TIOBECTKH  JTHS,
(UKCHPYIONMIUX TOCIEA0BATEIHLHOCTh O0CYKICHHS, C (haMUIHsIMH JTOKIaadnuKoB. Kaxapiit Bompoc
HyMmepyeTcs apaOckoil mudpoii, pacmonaraeTcss B MOPsAKE 3HAYUMOCTH M OTBEYAET Ha BOMPOC
«O ueM?».

Hamnpumep:



1. AHanu3 BBITIONHEHUSI TOJOBOTO IIaHAa paboOThI 0Opa3oBareibHOU opranuzaiuu 3a 2024-2025
y4eOHBIH ro/I.
Hoxnamunk — @amunus 1.0.

OcHoBHasi 4acTh IPOTOKOJIA COCTOUT U3 Pa3/ieloB, COOTBETCTBYIOIIMX ITYHKTaM IOBECTKU

JTHSL.

Teker KaxxI0ro paszesna COCTOUT U3 TPEX YacTen:

— CJIVIIAJIM: kpaTkoe coiepxaHue JOKJIaga UM CChUIKA Ha MPUJIAraéMblii K IPOTOKOJY TEKCT.
[Tepen cnoBoMm «CIIYIIAJIN» nmpocTaisieTcs HOMEp B COOTBETCTBUU C TTIOBECTKOM JTHS;

— BBICTVYIIMJIU: kpaTKoe cofepKaHHe KaXKJ0ro BHICTYIUIEHHUS, 3aJaHHbIE BOIIPOCHI U OTBETHI;
— PEIIWJIN (ITOCTAHOBWJIN): pemenne QopMyIupyeTcsi C UCMOIb30BAHUEM MOJECIIH,
NPUHATOW Ui pacHOpSAOUTENBHBIX JOKYMEHTOB: 4YTO  cHelaTh, HCIOJHUTENb, CpPOK
HCIIOJIHEHUSI.

Pemrenusi, BeipaOoTaHHBIE Ha COBEIIAHHMH, BHOCST B MpoTOKoJ mocie cioBa «PEIINIIN
(«[IOCTAHOBWJIN»). Pemenne MoXeT coaepX aThb OJWH WJIM HECKOJbKO IYHKTOB, OHH
pacrojiararoTcst o 3Ha4MMOCTH, KaKIbli U3 HUX HyMEpYeTCsl.

B cnyyae koraa npoTokoi (pUKCHpYeT pelieHue 00 yTBEp)KJIEHUU KaKoro-Jnbo T0KyMEHTa,
B TEKCTE€ IMPOTOKOJIa JOJDKHA COJEpPXKAaThCsl CChUIKA HA ATOT JOKYMEHT, acaM JIOKYMEHT
Mpujiaraercs K mpoToKoIy.

[Ipn Hamuuuu 0coOOTO0 MHEHHUS MO MPUHSATOMY PELICHHIO OHO 3alHCHIBAETCS B IMPOTOKOJI
(mocse cOOTBETCTBYIOIIETO MPOTOKOJIBHOTO PEIIEHHUS).

B kauecTBe MCHOTHUTENS MOXET OBITh yYKa3aHO OJHO MJIM HECKOJBKO JIOJKHOCTHBIX JIWIL
b0 cTpyKTypHOe mojnpaszaeneHue. Cpok MOxkeT ObITh yKa3aH Kak KalleHJapHas JaTa WIH Kak
MIEPHO/] BHITIOJHEHUS PaOOTHI.

Crnosa «CJIYIIAJIN», «BBICTYIINIIN», «PEIINJINY» («ITOCTAHOBWJINY) neuaTatot
OT JIEBOTO TOJIS MPONUCHBIMU OYKBaMH M 3aKaHYMBAIOT JBOECTOUHEM.

Kaxxnpiii paznen nedataeTcsi ¢ KpaCHOM CTPOKH, YTOOBI BBIJICIUTH B TEKCTE MIPOTOKOJIA PeUb
OCHOBHOTO JOKJIAJUMKa, BBICTYIUICHUS YYaCTHMKOB OOCYXIECHHS BOMpPOCA M MOCTAHOBJISIONIIYIO
4yacTh, (hopMmynupymollyio pemnieHre coopanus. C 3ToM xKe LEeIbl0 B TEKCTE MPOTOKOJIA KaKIyIO
(GbaMWIMIO W WHUIMANBI BBICTYMAIOMIMX I[€YaTaloT C HOBOW CTPOKH B MMEHUTEIBHOM MaJexKe,
3aMMch BBICTYIUICHUSI OTHECNHAIOT OT pamummu aepucom. Kaxnaplil Bompoc neyartaercs ¢ KpacHOM
CTPOKH, (PaMUJIUU [TPU STOM JOIYCKAETCS HE YKa3bIBaTh.

B oTaenpHBIX ciaydasXx Ha OCHOBE PYKONMCHBIX WJIM MarHUTO(OHHBIX 3alUCell, KOTOpbIE
BEJIUCh HA 3aCEJaHMM, COCTABIISIETCA CTEHOrpauuecKuil MPOTOKOJ, KOTOPbI MOCIOBHO IMepeaaeT
rporecc 00CYXACHUS KaKI0T0 BOIIPOCa U BIPaOOTKY peLIeHHs 10 HEMY.

[Ipotokon odopmMisieT ceKpeTaphb 3aceqaHusl, IOPUINIECKYI0 CHITy MPOTOKON MpuoOperaer
TOJBKO MPU HAIMYMU JBYX MOJNUCEN — mpeacenarens u cekperapsa. Iloamucu pacnosararor,
OT/AEIUB OT TEKCTa JIBYMA-TPEMs MEXCTPOUYHBIMU MHTEPBAJIAMU OT IPAHUIBI JIEBOTO IOJS.
[loanuceiBaeTcss MEPBBIA SK3EMIUISIP MPOTOKOJA, KOTOPBIM MOAIIMBACTCS CEKPETapeM B JEII0
U XpaHUTCSI B COOTBETCTBUM CO CPOKOM, OIIPEAEICHHBIM HOMEHKIIATypOil Aedl.

B HekoTopbIX citydasx opopmisieTcs BBIIHCKA U3 TPOTOKOJIA.

Breinmucka W3 mpoTOoKOJa — TOYHAs KOMUS YacTH TEKCTa MOAJIMHHOTO MPOTOKOJA,
OTHOCSILIETOCSI K TOMY BOIIPOCY IOBECTKHM JHS, IO KOTOPOMY TOTOBHMTCA BbIIMCKa. IIpu sTOM
HE00X0/IMMO BOCIPOM3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJHYIO YacTh TEKCTa, BOIPOC MOBECTKH
TIHSI, TI0 KOTOPOMY T'OTOBHUTCS BBIMMCKA, U TEKCT, OTPaXKaIOIMUK 00CYXJIeHHE BOIPOCa U MPHUHATOE
pemienue. B aTom cinydae Ha3BaHHe JOKyMEHTa o(opmisieTcs Kak «Bplmrcka U3 mpoToKosay.

3.3.3. Cay:xeOHO€e MUCHBMO

ITucema COCTaBJIAIOTCA JJIsL OCYHICCTBJICHUA OHCpaTHBHOﬁ CBA3U C Apyrumu
OopraHu3alnusaMu 1o BOIIpocaMm ACATCIbHOCTU 06pa30BaTeJ'IBHOI71 OpraHusanuvu (HpI/IJ'IO)KCHI/Ie Ne 5)

IIo COACPIKAHUIO U HA3HAYCHUIO IMMCbMAa MOTYT OBITH I/IH(I)OpMaI_II/IOHHLIe, FapaHTHfIHBIe,
PCKIIaMallMOHHBIC, KOMMCPUCCKUE, MMCbMAa-3allpOChl, MUCbMA-MIPUITJIAlICHUA U T. O.



WNudopmanioHHbIe MMChMa COJIEPKAT COOOLIECHHSI, TPOCHOBI, HATTOMUHAHUS, TPEUIOKEHHSL.

["apanTuiiHble peHA3HAYCHBI AU U3BEIICHUS O TapaHTHUIX OIUIATHI, CPOKOB ITOCTABKU WJIH
KauyecTBa MPOJAYKLHUHU U YCIYT.

B pexnamaniMoHHBIX  (MIPETEH3MOHHBIX) NHMChMaxX H3JAraloT TpeOOBaHHUS BO3MEIICHHUS
yOBITKOB, HAaHECEHHBIX M3-3a HAPYIIEHUS YCIOBHU KOHTPAKTa WM JOTOBOpa APYrOd CTOPOHOMN
(koHTpareHToM). Pexiamanusi JODKHA MOATBEPKAATHCS MPHIAraéMbIMU K IMUCHMY JTIOKyMEHTAMU
B BH/JIE aKTOB, CIIPaBOK U T. .

KoMmMepueckue nmucbMa COCTABIISIFOT NPHU 3aKJIFOUYEHUU U BBINOJIHEHUHM KOHTPAKTOB, YacTO
B HUX H3JIAraloT MPOCKOBI O MPEeNOCTaBICHUH MHPOPMALIMK O TOBapax W yCIyrax y MX MPOJABIOB
WM, HAlIpOTUB, MPEJIaratoT MOCTaBUTh TOBAPhI WIN YCIYTH.

B nucpmax-3anpocax npocsT y KOHTpareHTa pa3bsCHUTh KaKOH-1100 (QaKT Uiu IelCTBUE.
CnyxeOHble TmHCbMa T[I€UATAIOTCA Ha OJIaHKaX THMCeM O00pa30BaTEIbHON OpraHU3aIl|H.
CnyxebHoe TUChMO UMEET CIIEAYIOUINE PEKBU3UTHI:

e Tpud ¥ OTMETKA OTPAHUYEHUS IOCTYNA K JOKYMEHTY (€ciii 3TO He00X0IUMO);

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

e OTMETKa O HAJIMYMU MPHUJIOKEHUH (€CTTM OHU UMEIOTCS);

e TIOJIHNCE;

e OTMeETKa 00 HCIIOJIHUTEIIE.

TekcT cinyxeOHOTO MUchMa, Kak MPaBUIIO, JOJDKEH KacaTbCs OJTHOTO BOMPOCA MIIM HECKOJIbKUX
BOIIPOCOB, €CIM OHHU B3aHMOCBSI3aHbl U OyIyT paccMaTpuUBaThCS B OJHOM CTPYKTYPHOM
[I0JIpa3/IelIeHuH OpraHu3aluu-aapecara.

Texct m3naraercs oT MEPBOTo JIMIAa €AMHCTBEHHOTO Yucia (IPOCHUM, HAalpaBisieM U T. JI.) WIH
OoT TpeTbero numa enuHcTBeHHoro 4yucia (OO cumtaer..., mnpodcoro3Heii  komuter OO
paccMoOTpelL...).

TekcT nuchMa, Kak MpaBWio, COCTOMT M3 JBYX 4YacTeil. B mepBoil 4acTu M3iaraercs NpuyuHa,
OCHOBaHHME WJIM OOOCHOBAaHME COCTAaBJIIEHUS IUCbMa, IPUBOJATCS CCBUIKM Ha JIOKYMEHT,
ABJIAIOIIMICA OCHOBaHMEM NOJArOTOBKM IHUChbMA. Bo BTOpoil uacTH, HauuHaromelcs c ab3ana,
MIOMEUIAI0TCS BBIBObI, IPETI0KEHUS, IPOCHObI, pEILICHHS U T. [I.

3.3.4. Teaerpammepl, TejiepOHOrpaMMBbI U (PAKCUMHUJIbHAS CBA3b

[lepeqaya  KoppecmoOHACHIMU 1O (paKCUMWIBHOW  CBSI3W B JIpyrM€  OpraHHU3aluu

OCYIIECTBIISICTCS TOJBKO TI0 YKa3aHUIO WU C Pa3peIICHUs] aJMHHUCTPAIUK 00pa30BaTeIbHOU
OpraHu3aIuH.
[TomMMHHUKK JOKYMEHTOB, TIE€PEIAaHHBIX MO0 (PAKCUMWJIBHOW CBSI3M, MOJAIIMBAKOTCA B JIEIO,
XpaHsiieecss y paOOTHHUKA, OTBETCTBEHHOTO 3a ()aKCHMUJIBHYIO CBsI3b, C YKa3aHHEM BpPEMEHH
W J1aThl TIepelayd, a KOMHMHU BO3BPAIIAOTCS B COOTBETCTBYIOIIME CTPYKTYPHBIC IOApa3iaeiCHUs
¢ nomeTkol «FAX (mara u Bpems)».

3.3.5. 3asaBJjenue

3asBieHHE — 3TO OQHIMAIbHOE COOOIIeHHEe B MUCbMEHHON (popme. OHO CONEpKUT yalle
BCEro MpemioXKeHue, >Kanoby wWiM Npock0y Kakoro-aubo 4eraoBeKa, aJpecOBaHHbIE WIH
OpraHu3alluM, WIH JO0JDKHOCTHOMY JUIy. 3asBiIeHHE O(OpMIISeTcs Ha CTaHIAPTHBIX JIMCTax
Ooymaru gopmara A4.

3asBNeHME BKJIIOYACT: ajpecara, KOTOpPOMY HampaBisieTcs 3asBieHue, (haMIInio, HM,
OTYECTBO, TOJHDKHOCTh aBTOpA 3asiBJIIEHUS, HAUMEHOBAHUE JOKYMEHTA, TOUHOE M3JI0KEHUE NMPOCHOBI,
MPEUI0KEHUS, OMMCh PUJIaraeMbIX K 3asBICHHUIO JOKYMEHTOB, J1aTa, IO/IHCh.

B 3asBneHnn ucnonb3yercs, Kak MpPaBuiIo, O(QUIMAIBHO-IENIOBAs JIEKCHKA, B HEKOTOPBIX
3asBICHUSIX JIOTYCKAaeTCsl ynoTpeOaeHne MyoaIuIMCTHIECKOM JIEKCHKH.



3.3.6. 3anucka

3anucka (aHAIMTUYECKas, [OKJIAJHAs, CIyXeOHas, OOBACHUTEIbHAs) — JOKyMEHT,
aJIpeCOBAaHHBIN PYKOBOJUTENO0 00pa30BaTENbHON OpPraHU3allMy WM BBIMIECTOSAIICH OpraHu3aluu
U COZep KAl 00CTOATENBHOE U3JIOKEHHE KaKOTO-JIMO0 BOIMPOCA C BHIBOJAMH U MPEITIOKEHHUSIMA
COCTaBHTEIIS.

JlokiiagHasi 3alMCKa COCTaBJISIETCS KakK I10 JMYHOM MHMIIMATHUBE aBTOpa (pabOTHHKA), Tak
U 10 YKa3aHUIO (IMCbMEHHOMY UJIM YCTHOMY) PYKOBOJAUTENSI 00pa30BaTeIbHON OpraHU3alHH.

3anucka cocTaBisieTcss Ha OyMa)XHOM HOCHTENE WM B 3JEKTpOHHOM Buzae. Odopmienue
3allMCKA  3aBUCHT OT agpecarta. IIpu cocraBieHMHM JOKIAQOHOW 3alUCKH, aJpECOBaHHOU
PYKOBOJIUTENO 00pa30BaTEIbHOM OpraHU3alluy B paMKax 00pa3oBaTelIbHON OpraHu3allid, OHa
CUMTAETCs] BHYTPEHHEN U o(opMIIsieTcsl Ha CTaHAAPTHBIX JiucTax Oymaru gopmata A4. BHyTpeHHs s
3aIMcKa JOJDKHA COJEPHKaTh CIEMYIONINe PEeKBU3UTHI: BUJI JJOKYMEHTA, J1aTy JOKYMEHTa, Ha3BaHUE
JOKYMEHTa (3aroJIoBOK K TEKCTY), €CJIH TEeKCT OoJiee YeTBIPEeX-TIATH CTPOK; ajpecara, TEKCT,
MOANUCHh (C yKazaHWEM JOJDKHOCTH, (aMuiny, WHHAIMANOB). lloAnuceiBaeT BHYTPEHHIOKO
JOKJIaJTHYIO 3alUCKY COCTaBUTEIb.

Ecnu 3amucka aznpecyercst 3a mpeaesibl 00pa3oBaTelbHON OpraHu3aluu, To ee 0(popMIIsoT
Ha OJTaHKe ¥ OHa Ha3bIBAaeTCS BHEIIHEH. BHEmIHssl 3amucka JOJDKHA COJEpXKaTh CIEAYIOINIUe
PEKBU3UTHI: HAMMEHOBAHWE YUPEXKICHUS, BUJ IOKYMEHTa, JaTy NOKYMEHTa, PETHCTPAIlMOHHBINA
HOMEp, MECTO COCTaBJICHHWs, Ha3BaHHWE IOKYMEHTa (3aroJioBOK K TEKCTYy), €ClIh TEeKCT Oojee
YeThIpEX-TISITH CTPOK, aJipecaTa, TeKCT, TIOIHCh PYKOBOIUTENSI 00pa30BaTeIbHON OpraHu3aIliy.

Pa3HOBUIHOCTBIO AOKIAMHOW 3alTUCKH SIBIISTIOTCS MpencTaBieHus. OHU HCMONB3YIOTCS TIPU
JOKYMEHTUPOBAaHUM KaJpOBOW IEATENbHOCTH U COCTABIIAIOTCS PYKOBOAMTENEM OOpa30BaTEIbHON
OpraHu3alMM WIM €ro 3amecTtutesneM. lIpencTaBieHUs COCTABIAIOT B CIy4asX MOOLIPEHUs
paOOTHHUKOB, HAJIOXKEHUS B3bICKAHUH, IPOBECHUS aTTECTALUH.

3.3.7. ABTomMaTu3anus J1OKyMEHTHPOBAHMS

J1J1 TOArOTOBKHM TIOKYMEHTOB MOTYT MIPUMEHSATHCS aBTOMATU3UpOBaHHbIEe TexHoyoruu. [Ipu
3TOM CO3JAal0TCsl 0a3bl JAaHHBIX (KOPPECHOHIEHTOB, (OpPM TOKYMEHTOB, TpadapeTHBIX TEKCTOB
Y TEKCTOBBIX 3aTOTOBOK), PEIAKTOPCKHE IMPOrPAMMBI U JIp.

[Topsinox pa3pa®OTKH, SKCIUTyaTallMd W IMOJIb30BaHUS TaKUMM CHCTEMaMU OIpeAesieTcs
CTaHJapTaMU B 00JIaCTH aBTOMATU3UPOBAHHBIX HH()OPMALIMOHHBIX TEXHOJIOTHH.

3.3.8. DiIeKTPOHHBIE JOKYMEHTBI

[Topsinok cocraBienus, 0popMICHUS U COTTIACOBAHUS MPOEKTOB ANEKTPOHHBIX JOKYMEHTOB
OCYILIECTBIISIETCSl 1O OOIIMM TpaBWjaM JIEJIOMPOU3BOJICTBA, YCTAHOBJICHHBIM B OTHOIICHHUH
AQHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTENE. DJEKTPOHHBIH JOKYMEHT JOJKEH HMETh
PEKBHU3UTHI, YCTAaHOBJICHHBIE [UIS AHAJIOTMYHOTO JIOKYMEHTa Ha OyMa)XHOM  HOCHTeEIE,
3a UCKIIFOYECHHEM OTTHCKA IIeUaTH.

B nepedenp 00s3aTenbHBIX CBEACHUNH O JOKYMEHTAaX, MHCIONb3yeMbIX B IENIAX YyueTa
U TIOWCKA JOKYMEHTOB B CHUCTEMax OJIIEKTPOHHOTO JOKYMEHTOOOOpoTa 00pa3oBaTeNbHOM
OpraHu3aIii B COOTBETCTBUM C MPaBHIAMU JEIOMPON3BOACTBA B 00pa30BaTeNbHON OpraHU3aIllu,
BXOJIAT:

e QJIPECaHT;

e ajpecar;

e JIOJDKHOCTb, (DAMUIIUS M MHULIAAJIBI JIUIIA, TIOIITHCABIIETO JOKYMEHT;
e BUJ JIOKyMEHTA;

e JlaTa IOKYMEHTa;

e HOMEP JIOKYMEHTA;

e JaTa MOCTYIUICHHS JOKYMEHTA,



e BXOJALIHUI HOMEDP JOKYMEHTA;

e CCbUIKA Ha UCXOJSLIUI HOMED U JaTy IOKYMEHTa;
e HaMMEHOBAHUE JIOKYMEHTA;

e MHJIEKC JIENa;

e CBEJEHHUS O Mepeaapecalii JOKyMEHTa;

e KOJINYECTBO JIMCTOB OCHOBHOTI'O JIOKYMEHTA;
e KOJMYECTBO IPUJIOKECHUN;

e 00mIee KOJIMYECTBO JINCTOB PUIIOKECHUH;

e YKa3aHMs [10 UCIOJHEHUIO JOKYMEHTA;

e J0JDKHOCTBE, ®@. . O. HcroaHuTeNs;

e OTMETKa O KOH(PUIEHIUAIbHOCTH.

B cocTtaB 10MOTHUTENBHBIX CBEIEHUN 00 3JIEKTPOHHOM JIOKYMEHTE MOTYT OBbITh BKIFOUEHBI
CBEICHMS: HANMEHOBAHME aBTOpa JIOKYMEHTa (€ClIM aBTOp HE COBMAAAET C aJpecaHTOM
(oTmpaBuTENIEM) AJIEKTPOHHOTO JIOKYMEHTA), OTMETKA O MEPEHOCe CPOKA HCIOJIHEHUsS JTOKYMEHTa,
CPOK XpaHEHHS JOKYMEHTA, HAMMEHOBAHMSI MPUIIOKEHUN K 3JIEKTPOHHOMY JIOKYMEHTY, KJIIOUEBbIE
CIIOBa, CTaTyc JOKyMEeHTa (IIPOEKT, BEpcHs), BHUJI MepeAayd JOKyMEHTa (3JIEKTPOHHOH IOYTOH,
MOYTOM, ()aKCOM | T. [I.) U JIp.

Cpoku XpaHeHHUS DJEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpOKaM XpaHEHUs
JOKYMEHTOB, YCTaHOBJICHHBIX 3aKOHOJATE€IbHBIMU W UHBIMH HOPMATHUBHBIMM  IPABOBBIMU
aktamu PO, TUIIOBBIMU MEPEUHSAMU JJIS1 AaHAIOTUYHBIX TOKYMEHTOB Ha OyMa)>KHOM HOCHTEJIE.

4. Opranu3anusi J0KyMeHT0000pOTa 1 UCIIOJIHEHHUS] JOKYMEHTOB
4.1. Ilpuem 1 06padoTKa MOCTYNAIOUIUX JOKYMEHTOB

4.1.1. JIBuxeHHe NOKYMEHTOB C MOMEHTAa WX CO3JIaHHSl WJIM TMOJIy4€HUS [0 3aBEPILICHUS
WCTIOJTHEHUS MJIH OTIIPABKH 00pa3yeT TOKYMEHTOOOOPOT.

4.1.2. B noxymMeHTOOOOpOoTE 00pa30BaTEIbHON OpraHU3alMHA BBIJICISIOTCS CIACAYIOIINE
JOKYMEHTOTIOTOKHU:
a) TocTynaromas JoOKyMeHTaIus (BX0/Is11as );
0) oTmpasisieMas JOKyMEHTaus (MCXOA1as);
B) BHYTPEHHSIS JOKYMEHTAIIHSL.

4.1.3. HOCT&BK& H OTIIPpAaBKa JOKYMCHTOB B 06pa30BaTenLHy10 OpraHu3anuro
OCYIICCTBJIAICTCS, KaK IIPaBHUJI0, CPECACTBAMUA MOYTOBOM U BHGKTpI/I‘leCKOﬁ CBA3MH.

4.1.4. ]JlokyMeHTBI, TIOCTyMawIilue B OOpPa30BATENbHYI) OpPraHU3alHUIO, IMPOXOJAT
MEePBUYHYIO0 00pabOTKy, pEerucTpaluio, MpeiBapuTeIbHOE PACCMOTPEHHE, Mepeaadyy pPyKOBOJICTBY
Ha PacCMOTpEHUE, MEePEAAIOTCA UCTIONHUTENSIM U MIOCIIe UCTIOTHEHHS IOMEIIAI0TCS B JIena.

4.1.5. HpI/IeM " ICpBHUYHAA o6pa60TI<a JOKYMCHTOB OCYHICCTBJIACTCA OTBCTCTBCHHBIM
3a ACJIOIMPOU3BOACTBO.

4.1.6. OTBETCTBEHHBIM 3a IEJIONPOU3BOJICTBO IPOBOJUT: IPOBEPKY MPaBUIBHOCTH
aZpecoBaHMs  IMOCTYNAIOUIMX  JOKYMEHTOB, TPAaBMJIBHOCTH  JOCTaBKM W KOMIUIEKTHOCTU
JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha MOJJIEKAIINE U HE NOUIEKAIINE PETUCTPALIMH.

4.1.7. IlomyyeHHBIE KOHBEPTHI C KOPPECIOHIEHIIMEN BCKPBIBAIOTCS, IIPU 3TOM IIPOBEPSAETCS
HAJIMYME BIJIOKEHMH, a TaKKe YKa3aHHBIX B JOKyMEHTaX MpHIOXKeHHH. B ciyuae moBpexeHHs
YIaKOBKU M BJIOKEHHM JIMOO OTCYTCTBHUS NPUIOKEHUH COCTABISIETCS aKT B JBYX OSK3EMIUIApax.



OnuH SK3eMIUIIp aKTa HampaBisIeTCs KOPPECIOHJCHTY, BTOPOH MPHUOOIIAETCS K MOCTYNHBIIEMY
JOKYMEHTY.

4.1.8. Ommbo4HO pUCIaHHAs KOPPECTIOHACHIINS MTEPEChUTACTCS IO PUHAJICKHOCTH, €CIIN
U3BECTEH ajpec Iojydarens. B IpoTUBHOM ciaydae  KOPPECIOHACHLMS  BO3BpallaeTcs
OTIPABUTEIIIO.

4.1.9. KouBepThl OT NOCTyHAIOUIEH KOPPECHOHJICHIIMM COXPAHSIOTCS U MPUJIArarTcs
K IOKYMEHTaM JIUIIb B TOM CJIydae, KOT/Ia TOJBKO 10 HUM MOYKHO YCTaHOBHUTH aJIPeC OTIIPABUTEIIS
WIM KOTJa JlaTa IMOYTOBOTO IITEMITCIS WMEET 3HAYCHHE B KaUeCTBE J[0KA3aTelIbCTBA BPEMCHH
MOJTy4eHUS JOKYMEHTA.

4.1.10. CrnenuamucToM HE BCKPBIBAIOTCS KOHBEPTHI IMUCEM C HAANUCHIO <«JIMYHO». OHHU
NEePEeAAOTCs 110 Ha3HAUYECHUIO

4.2. [lpeaBapure/ibHOE PACCMOTPEHHE TOKYMEHTOB

4.2.1. OTBETCTBEHHOE 3a AEIONPONU3BOJICTBO MPOBOAUT IMPEABAPUTEIBLHOE PACCMOTPEHUE
JAOKYMCHTOB B LICJIAX BBIACICHUA U3 BCETO MAaCCUBaA HOCTyrIPIBHICfI KOPpECIIOHACHINHU JOKYMECHTOB,
TpeOyImMX 00513aTETLHOTO PACCMOTPEHHUS PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3aIliH.

4.2.2. OcHOBaHWEM Ui TPUHATHS PEIIEHUs B XOJ€ IPEABAPHUTEIBHOTO PaCCMOTPEHUS
ABIIICTCS COJIEpKaHUe JOKYMEHTA, a He aJpeCOBaHUeE TOKyMEHTa COOTBETCTBYIOIIEMY PAOOTHUKY.

4.2.3. Pe3ynbpraToM IpeABApUTEIBLHOTO PACCMOTPEHMS SIBJISIETCA HAIMpPaBJICHUE JOKYMEHTA
PYKOBOJUTENIO 00pa30BaTEIbHON OpraHU3aluyd WM  JODKHOCTHOMY JIMIY B COOTBETCTBUU
C YCTaHOBJICHHBIM B 00pa30BaTelIbHOM OpraHu3aldy pachnpeesieHueM O00sI3aHHOCTEeH Mexay
PYKOBOJIUTENIEM U AOJKHOCTHBIMU JIMIIAMU /1711 BBIHECEHUS YKa3aHUs 10 UCIIOJIHEHUIO TOKYMEHTA.

4.3. Perucrpanusi JI0OKyMeHTOB

4.3.1. Ilepemaua JOKYMEHTOB  Ha PETUCTPALMI0  MPOU3BOJUTCS  TOJBKO  IOCIHE
WX MPEABAPUTEIHHOIO PACCMOTPEHHUSI.

4.3.2. PCFI/ICTpaHI/II/I nomiekar BCC€ OOKYMCHTHI, Tpe6yloume ydye€Ta, HUCIOJIHCHUS,
HCIIOJIb30BAHHUA B CIIPABOYHBIX LECIIAX, KaK IMOCTYMANOMIUE W3 APYIUx OpraHI/ISaHI/Iﬁ K OT 4aCTHBIX
JIULI, TaK H 06pa3y10umec;1 B ACATCIIPHOCTHU O6paSOBaTCHBHOﬁ OopraHusanuvu, U peruCTpupyroTcsia
HE3aBHCHMO OT CII0C00a HX JOCTAaBKH.

4.3.3. K goxkymeHTam, He NOMJIEKAIIMM  PETUCTPAlUH, OTHOCATCS  JOKYMEHTHI,
He TpeOyrolue UCTIONHEHHUS U He coeprKalue HHPOPMAIUH, UCIIOIb3YeMO B CIIPABOYHBIX LEJSIX:
MpUTJIacUTENbHbIe, TO3JApPAaBUTENbHBIE THUChMA, TeJIerpaMMbl, OWIIEThI, IUIAHBI, MPOTPAMMBbI
CEMHUHApOB, KOH(EpeHINi, CUMIO3UYMOB U JAPYIrUX TOJOOHBIX MEPONMPHUITHHA, JTOKYMEHTHI
o OyXranTepckoMy y4yeTy, MaTepuaibHO-TEXHHUYECKOMY OOeCleueHUIo0, TUIaHOBbIE, (PMHAHCOBBIE
JOKYMEHTBI, TOCTymawmue 0e3 CONpOBOAWTENHHOTO MHUChMA, PEKJIAMHBIE JOKYMEHTHI,
KOMMEpYECKHE TMPEATIOKEHUs, TeYaTHble U3JaHus, YHUQPHUIUPOBaHHBIE (QOPMBI U ONAHKH
JIOKYMEHTOB U Jp.

4.3.4. JIokyM€eHTBI, MOUIEkKAIINE PErUCTPALllU, PETUCTPUPYIOTCS B JKypHAJle pPErMCTpalun
BXOJAIIMX JOKYMEHTOB (mpwiioskeHne Ne 7) B IeHb IOCTYIUICHHS — B CIydae MOCTYIUICHHS
JOKyMeHTa B pabouee BpeMs; Ha CIEeIYIOUINi paboumii 1eHb — B cilydae MOCTYIUIEHUS JOKYMEHTa
B Hepabouee BpeMst; He3aMeIIUTENbHO — ¢ oTMeTKaMH «CpouHoy, «OrnepaTuBHO.



4.3.5. Ha noxymeHTax, MOCTYNaIIUX B afpec oOpa30oBaTebHON OpraHU3allii, B HUKHEM
MPaBOM YTy JUIEBOW CTOPOHBI MEPBOrO JIMCTA JOKYMEHTA IPOCTABIISIETCS PETUCTPAI[MOHHBIN
LITAMII C YKa3aHUEM JIaThl U TOPSAJIKOBOTO PErUCTPALIMOHHOTO HOMEpA.

4.4. PacnpenejieHue NOCTyNAKIIUX JOKYMEHTOB

4.4.1. Tlocne perucTpalii JOKYMEHTHI TEpPENAlOTCS Ha PAaCCMOTPEHUE PYKOBOIUTEIIO
00pa3oBaTebHON OpPraHU3aIHH.

4.4.2. Tlocie paccMOTpeHHSI PYKOBOJMTEIEM OOpa30BaTEIIbHOW OpPraHU3alldu JOKYMEHTHI
BO3BpAIIAIOTCSI  OTBETCTBEHHOMY 3 JEJIOTIPOM3BOJCTBO,  JUIA  TEPEHECEHHs]  yKa3aHWU
10 UCIIOJTHCHHUIO JOKYMCHTA B XXYpPHaJl PErucTpanuu BXOJAIIHUX AJOKYMCHTOB. B cooTBeTcTBHU
C YKa3aHUSAMH IO UCHIOJHCHUIO MOMIIMHHUK JOKYMCHTA HAIPaBJIACTCA pa60THI/IKy, SABJIIIOIIEMYCA
OTBCTCTBCHHBLIM HWCIOJHHUTCICM, a COHUCIIOJIHUTCIIAM HAIPAaBIAIOTCA KOIIHMU JOKYMCHTOB (GCJ'II/I
HUMEIOTCS), O YEM JIENIAaeTCsl OTMETKA B KypHaJle PETUCTPALMU BXOIAIINX JOKYMEHTOB.

4.4.3. DIEKTpOHHBIE COOOIIECHMs, TOCHIJIAEMbIE IO JCKTPOHHOW TOYTEe, HCTIOJHSIIOTCS
AQHAJIOTUYHO JOKyMEHTaM Ha OyMaXHBIX HOCHTEISAX C YY€TOM ONpEAeNeHHON CrheruduKu
B MPOIIECCE UCTIOTHECHMUSL.

4.5. Ilopsinok 00padOTKH M MPOXOXKACHUA UCXOAAIINUX U BHYTPEHHUX IOKYMEHTOB

4.5.1. Tlopsgok TOATOTOBKH MCXOANIMX JOKYMEHTOB BKJIIOYAaeT B ceOsi paboTy
110 COCTABJICHHIO MTPOEKTA JIOKYMEHTA, COTJIACOBAHUIO, TTOAMMCAHUIO (YTBEPKICHHUIO) U OTIIPaBKE.

4.5.2. o nepemauv JAOKYMEHTa Ha MOANMUCH HCIOJHUTENb JOJKEH MPOBEPUTH €ro
coJiepKaHue, PaBWIBHOCTh 0(OPMIICHHUS, HATMYUE HEOOXOAMMBIX BU3 U MPUIIOKEHHUHN. JIOKyMEeHT
MPEACTABIISIETCS HA TIOANMKUCH BMECTE ¢ MaTepHalaMU, Ha OCHOBAaHUHU KOTOPBIX OH TOTOBHUJICS.

4.5.3. Buyrpennue JOKyMEHThI 0(pOPMIISIOTCA U UCTIOJHSAIOTCS (MCIOJIb3YIOTCS) B Mpeaenax
00pa30BaTeNIbHOM OpraHu3aluy.

4.5.4. BHyTpeHHHE JOKYMEHTHl (IOKJIAJHBIC 3alUCKH, CIPAaBKH, CBOJKHA H Jp.)
paccMaTpuBalOTCA TEMU JAOKHOCTHBIMU JIMIIAMU, KOMY OHU HAIIPaBIICHBI.

4.5.5. OTBEeTCTBEHHBIE 3a JICJOMPOU3BOJICTBO TMEpe claueli KOPPECTIOHACHIIMYA Ha OTIPABKY
JIOJDKHBI 00s13aTENBHO MPOBEPUTH MPABHIIBHOCTL ¢ oopmiieHUs U aapecoBaHus. KonBepToBaHue
KOPPECMOH/IGHIIMM U APYTUX  TOYTOBBIX  OTMPABICHUN  NPOU3BOAUTCS  CTPYKTYPHBIMU
Mo pa3AeICHUsIMU 00pa30BaTeILHOM OpraHU3alluy.

4.5.6. Peructpauusi OTHpaBiIsSeMbIX HOKYMEHTOB OCYLIECTBIISIETCA B J€Hb MX MOANHUCAHUS
(yTBeprKICHHS) WM Ha CICAYIOLUIMHA pabouuii eHb. PerncTpalioHHbIl HOMEp TOKyMEHTa W J1ara
perucTpany IMPOCTABJIAIOTCS Ha MOJJIMHHUKE JOKYMEHTa B PEKBU3UTaxX OJaHKa M Ha KOIMH,
ocraroliecss B fene oOpa3oBaresbHOM opranuzanuu. CIpaBOYHBIM ammapaTroM A UCXOMSIINX
JOKYMEHTOB SIBISICTCS )KyPHAJl PETHCTPAIINHU dTHX TOKYMEHTOB (Tipriioskenue Ne 8).

4.5.7. OTHpaBKy HUCXOOAIINX JAOKYMCHTOB IIPpOU3BOAUT OTBETCTBEHHBIN
3a ACJIOIMPOU3BOACTBO. Cpquaﬂ KOpPPECIIOHACHIIUA O(l)OpMHHCTCH " OTIIPABJIACTCA
HE3aMCJIMTCIIbHO OTBCTCTBCHHLIM 34 JCJIOIIPOU3BOJACTBO.

4.5.8. OTBETCTBEHHBII 3a JENIOMPOU3BOJCTBO IPOBEPSET MPaBHIBHOCTh O(QOPMIICHHUS
UCXOJAIIMX JOKYMEHTOB, MPOU3BOJUT COPTUPOBKY TOKYMEHTOB IO CHOCOOY JOCTaBKU



KOPPECIIOH/IEHIIMM  ajpecaTy (mpocTasi, 3aKa3Has, MexXJIyHapoaHas W jap.). HenpaBuibHO
oopMIICHHbIE  JTOKYMEHTHI M KOPPECIOHJEHIMS  HECIY)KeOHOro  XapakTepa K OTIpPaBKe
HE IPUHUMAIOTCS U BO3BPAIAIOTCS JIUILY, IIOATOTOBUBILIEMY TOKYMEHT.

4.5.9. Ornpasisiemass 10 MOYTE€ KOPPECHOHJCHIMS MPOXOJUT YINAKOBKY, aJpeCcOBaHUE,
MMPOCTABJICHUEC CTOMMOCTH IMMOYTOBLIX YCIYT U IIEPCAaAqYy Ha OTIIPABKY B MECTHOC OTACIICHUC CBA3H.

4.5.10. Ha 3aka3Hyr0 KOPpPECHOHJCHIINIO, Ha JOKYMEHTHI C MOMETKOH «Jljisg cirykeOHOTO
MOJIG30BAHMSY  COCTABISICTCS  PEECTp, KOTOPBIA  3aTe€M  BO3BpANIACTCS  OTBETCTBEHHOMY
3a JIETIOTPOU3BOCTBO C PACIHUCKONH PaOOTHUKOB IMOYTOBOTO OTICNICHHS CBS3HM WM WHOTO JIUIIA,
00€eCTIeunBaroIIero OTIPaBKY JOKYMEHTOB.

4.5.11. Tlepemaua c KUCHOJIb30BAHUEM CPEACTB (PAKCUMIIBHON CBSI3U  JIOKYMEHTOB,
CoJIepKalluX CIYy)KeOHYI0 HH(OpPMalMI0 OrpaHUYEHHOIO paclHpOCTPAHEHHs, B TOM 4YHUCIE
c oMeTKON «/[[7s1 cimy)eOGHOTO ToJIb30BaHUsA», HeE paspemiaeTcs. Kareropuuecku 3arperniaeTcs
nepeaya 1o cpeacTsaM GaKCUMUIBHOMN CBSI3U CEKPETHBIX JOKYMEHTOB.

4.5.12. C ucnonbp3oBaHUEM CpeACTB (HAKCUMUIBHOM CBSI3U MOTYT OBITH I€pelaHbl
MaTepHajbl TEKCTOBOTO, TaOJIMYHOTO WM rpaHUUecKoro XapakTepa, UCIOJIHEHHbIE TUIIOTPadCKUM,
MAIIMHOTIUCHBIM HJIM PYKOTHCHBIM CIIOCOOOM B YEPHOM WJIM TEMHO-CHHEM IIBETE€ C YETKHM
Y KOHTPACTHBIM H300pakeHueM (MepBble SK3EMIUIAPhl WM HMX KCEpOKONHM) Ha Oeioil Oymare
C MUHUMaJIbHOH BbICOTON OYyKB U nudp 2 MMm. OO6beM meperaBaeMoro B TEUEHHE OJIHOTO CeaHca
CBSI3U JOKYMEHTA, BBINIOJIHEHHOTO Ha Oymare hoopmaTta A4, He 10JIKEH PEBBIILIATH MATH JIUCTOB.

4.5.13. OTBETCTBEHHOCTH 3a CojepKaHue MHPOpPMaIlUU, IMepeaBaeMol ¢ UCTIOJIb30BaHUEM
cpencTB (pakCUMIIBHOM CBSI3U, BO3JIAraeTcsi Ha MCIOJHUTEINS, TIOJITOTOBUBILIETO (hakcorpamMmy JIjist
neperavu.

4.6. OcodeHHOCTH PAdOTHI € YJIEKTPOHHBIMH IOKYMEHTAMU
4.6.1. B 00pa3zoBaTebHON OpraHU3aIK CO3AAF0TCS U UCIIOIB3YIOTCS:

e DJEKTPOHHBIE JTOKYMEHTBI, CO3/IaBa€Mble B 3JIEKTPOHHOU (opme Oe3 MpenBapUTEIbHOIO
JOKYMEHTUPOBaHUS HA OYMa)>KHOM HOCHUTEIIE;

e DJEKTPOHHBIE O0O0pa3bl JOKYMEHTOB, TOJYYCHHbIE B pe3ylbTaTe CKAaHUPOBAHUS
JOKYMEHTOB M XPAHAIIUECS B CUCTEME JIEKTPOHHOTO JOKYMEHTO000pOTa.

4.6.2. HpI/ICM " OTIIpaBKa JJICKTPOHHBLIX HOKYMCHTOB OCYIICCTBIISIFOTCA OTBETCTBCHHBIM
3a BCACHUC JICIOIIPOU3BOZACTBA B 06pa30BaTeJ’ILHOI71 OpraHu3anunu.

4.6.3. DnexTpoHHBIE ITOKYMEHTBI CO3JAl0TCs, 0OpabaThIBAIOTCS U XpaHATCS B CHCTEME
AIIEKTPOHHOTO JJOKYMEHTO000pOoTa 00pa3oBaTeNbHOM OpraHu3aluu.

4.6.4. DneKTpOHHBIH JOKYMEHT JOJDKEH ObITh OQopMiIeH MO0 O0IKM  IpaBHIaM
JEONPOU3BOJCTBA U UMETh PEKBU3UTHI, YCTAHOBJIECHHBIC Il AHAJOTMYHOTO JIOKyMEHTa

Ha OyMa)XHOM HOCHUTeNe, 3a UCKIIOYEHHEM OTTHCKa MedaTH M u300paxkeHus ['ocymapcTBeHHOTro
rep6a PO.

4.6.5. I[JBI MOATBCPIKACHUA NMOAJIMHHOCTH JJICKTPOHHBIX JOKYMCHTOB B 06p8.30BaTCJ'IBHOI7I
opraHu3alv HCIOJIB3YIOTCA DJJICKTPOHHBIC L[I/I(prBLIC IIOAIIHUCH. I/ICHOHBSYGMBIG CpeacTBa
BHCKTpOHHOﬁ I.[PI(I)pOBOfI OATIUCH JOJIXKHBI OBITh CCpTI/I(I)I/II_II/IpOBaHLI B YCTAaHOBJICHHOM IIOPAJKEC.



4.6.6. EnunHuneil ydera 3J€KTPOHHOTO JOKYMEHTAa SIBISETCS DJIEKTPOHHBIA JOKYMEHT,
3apEerHCTPUPOBAHHBIA B CUCTEME  3JIEKTPOHHOTO  JIOKYMEHTOO0OOpoTa  00pa3oBaTelIbHOM
OpraHu3anuu. OJIEKTPOHHBIN JOKYMEHT, HUMEIOMIMHA TPHIOKEHHS, PETUCTPUPYETCS KaK OJWH
JTOKYMEHT.

4.6.7. Ilocne oTmpaBKU AJIEKTPOHHOI'O JOKYMEHTA, 3aBEPEHHOr0 3JIEKTPOHHOM IMOANUCHIO
YIOJHOMOYEHHOI'O JIOJDKHOCTHOTO JIMIIA, JIOCBUIKU aJipecaTy €ro KONUM Ha OyMa)kHOM HOCHTEIIE,
KaK NpaBuUiIo, HE TpeOyercs, 3a UCKIIOYEHHEM OTBETOB Ha OOpalleHMs] Tpak[aH, MOCTYNUBLINX
10 UH(OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHBIM  KaHajlaM, Ha KOTOPBIE  3asBUTEIIO  JIAeTCs
MIMCBbMEHHBIH OTBET, HAIIPABJIAEMBIH 110 IOYTOBOMY AJPECy, YKa3aHHOMY B OOpaIllEHUH.

4.6.8. VcnosmHeHHbIE  JJIEKTPOHHBIE  JIOKYMEHTHI  CHUCTEMAaTH3UPYIOTCS B Jiefa
B COOTBETCTBUM C HOMEHKJIATYpOH Jien 00pa3oBaTeIbHONH OpraHu3alidd ¢ WHICKCUPYIOTCS
B ITOPSIIKE, YCTAHOBJICHHOM B OTHOIICHWH JIEJI, COCTaBIICHHBIX W3 JOKYMEHTOB Ha OyMaKHOM
Hocutene. llpu cocTaBieHWM HOMEHKIATYPHI €T B 3arOJOBOK JIela BKIIIOYAETCS YKa3aHHE
«INEKTPOHHBIEC TOKYMEHTBI».

4.7. UudopmaunonHasi 0€301aCHOCTh

4.7.1. HWudpopmammoHHBIE pecypchl  00pa30BaTENPHOM  OpPraHU3ANMH IO JOCTYIY
(BO3MOXHOCTH HMCIIOJIB30BAHMS) MOAPA3ACIAIOTCS HA OTKPHITYIO (00IIEeI0CTYITHYI0) HH(pOpMAIIHIO,
CTyke0Hyr0 nHGOPMAIU0 1 HHPOPMAIIUIO OTPAHNYECHHOTO PACTIPOCTPAHECHUS (IOCTYTIA).

K kareropun  oTkppITONl  uH(pOpPMalUKW  OTHOCUTCA  HMHGOpPMAIMs, COJAEpKalascs
B IOKyMEHTax U 0a3ax JaHHBIX 00pa30BaTEIbHON OpraHu3aliy, HEMOCPEACTBEHHO 3aTparuBaronas
MpaBa U UHTEPECHI TPakiaH.

K kareropun cnyxeOHOW wHPOpMAMK OTHOCHUTCS HWHMOpMamus, coaepKarasics
B JOKyMeHTax ¥ 0a3ax JaHHBIX O0Opa3oBaTeNbHONW OpraHu3alluu, [pelHa3HaYeHHas Jyid
JOJKHOCTHBIX JIUI[ U paOOTHUKOB 00pa3oBaTeIbHONW OPraHMU3allUM, MPU BBITOJIHEHUH UMM CBOMX
(YHKIIMOHATBHBIX O00SI3aHHOCTEH, HE 3aTparvBarollas HampsAMyl0 IpaBa M UHTEPEChl TpaxaaH
U HE OTHOCSIIASACSA K KAaTETOPUHU OIPaHUYCHHOTO PACIPOCTpaHeHUs (JOCTYIa).

K kareropun uHoOpManuu OrpaHUYEHHOTO pACIPOCTPaHEHHsS (JOCTyMa) OTHOCHUTCS
uHdopmanusa, cojep)Kamiascs B JIOKyMEHTax U 0a3aX JaHHBIX, BKIIOYAIOUIash CBEJICHUS
KOH(UIECHIINAIBHOTO XapaKTepa.

Bes undopmamms, copepikaimiascs B JOKyMEHTax U 0a3ax JaHHBIX 00pa3oBaTenbHOU
OpraHu3aliy, M0 YMOTYAHUIO SIBISIETCS OTKPBITOM M 00menocTynHoi. VckitoueHne cocTaBiseT
uHpopmalusa, OTHECEHHas K KaTeropusM CIIy>KeOHOW U OrPaHUYEHHOTO PACIpPOCTPAHEHUS

(moctyma).

4.7.2. [Joctyn monb30BaTeneid K MHPOpPMAIMM OrPAHUYUBACTCS IMYTEM OTHECEHUs
nH(pOpMaLUd K COOTBETCTBYIOIIEH KAaTeropuu M HAJIO)KEHHWEM Ha Hee COOTBETCTBYIOIIETrO rpuda
orpaHuueHus pacnpocrpanenus. NHdopmalius orpaHiueHHOTo I0CTyma cHadxkaercs rpudom «Jlms
CIIY’)K€OHOTO TIOJTb30BAHUSD).

[IpaBom oTHeceHuss MH(POpPMAIMKM K KaTETOPUH OTPAaHMUEHHOTO JOCTYyNa W HAJOKEHUs
COOTBETCTByMOIIEro Tpuda oOmagaeT aBTOp JOKYMEHTAa IO COTJIACOBAHUIO C PYKOBOJAUTEIEM
00pa3oBaTeNbHON OpraHu3alny.

JlokymeHTHUpOBaHHAss HMHQPOpPMAIUsl OTPAHUYEHHOTO pPACIpPOCTpaHEHHS 0e3 CaHKINH
JOJKHOCTHOTO JIMIA, YCTAHOBUBILETO PEXUM OrPAaHMUYEHHOTO PACHpPOCTPAHEHHs IS JIaHHOTO
JOKYMEHTa, HE MOJJICKUT pas3riaiieHuo (pacrnpoctpaHenuro). IlpenocraBienne mojab30BaTeNsIM
JOCTYIIa K TaHHOW MH(GOPMAIIUU OCYIIECTBISAETCS UCKIIOUUTENBHO MO0 COTJIACOBAHUIO C YKa3aHHBIM
JOJKHOCTHBIM JIMLIOM ITyTE€M MOJJa4l COOTBETCTBYIOILIEH 3asIBKH.



JIOJ>KHOCTHBIE JIMLA, TPUHSBIINE pelieHne 00 oTHeCeHUH nHpopManuu, 3ahUKCUPOBAHHOM
B JOKYMEHTE, K KaTeTOpPUU OrPAaHUYEHHOTO  PACHPOCTPAHEHHs, HECYT OTBETCTBEHHOCTh
32 000CHOBaHHOCTH IIPUHATOIO PELICHUS U €r0 COOTBETCTBUE AEHCTBYIOIIEMY 3aKOHOAATEILCTBY.

4.7.3. JluuHble KaApTOUKH pAOOTHUKOB, TPYAOBbIE KHHUKKM pPaOOTHUKOB, MPHUKA3bI
10 TMYHOMY COCTaBY JIOJDKHBI XpPAaHUTHCS B Ceii(pe Miii B METAIUIMYECKOM mIKady.
brnanku TpyJOBBIX KHMKEK IO MEpe HEOOXOIMMOCTH BBIJAIOTCSI OTBETCTBEHHOMY JIMILYy KaJIpOBOM
CITy’KOBI. 3amucu B TPYIOBOW KHWKKE MOJIMUCHIBACT PYKOBOJUTEH KaapoBoii ciy:k0b1 OO. Yuer,
XpaHEeHUE W BbIAaYy OJAHKOB CTPOTOM OTYETHOCTH: JAWIUIOMOB, BKJIAQJBIIIEH K HUM, CBHIIETEIbCTB,
YAOCTOBEPEHUM BEJIET 3aMECTUTEINb TupekTopa. biianku xpausrces B cerde.

4.7.4. YcTaHOBKa U dKCIUTyaTalysi IPOTPAaMMHOTO 00€CTIeUeHHUsI, TIOTYYEHHOTO U3 JTHOOBIX
HUCTOYHHUKOB U BBIITOJIHAOIICIO (1)YHKIII/II/I, HC CBA3AaHHBIC HCETIOCPECACTBECHHO C BBIIIOJJHCHHUEM
pabOTHUKAaMU CBOMX JOJDKHOCTHBIX 00sI3aHHOCTEH, KAaTETOPUYECKH 3allpeleHa.

4.7.5. Bcs npencraBieHHas B 3JEKTPOHHOM — BUAE HMH(pOpMAIMs, MOCTyHarouas
B 00pa30BaTE/IbHYI0  OpPraHM3allilo, B 00sA3aTENBHOM  MOPAJKE  TOJUICKHUT  IPOBEpPKE
AHTUBUPYCHBIMU CPEJICTBAMHU.

4.7.6. DnexTpoHHAs TOYTAa MOYKET HCIOJIL30BAThCS TMOJIB30BATEISIMU TOJIBKO NI 0OMeHa
nHpopmanren, OTHOCAIIEHCS K KaTErOpUU OTKPBITOM M CIIy)K€OHOW. 3ampenieHo HCIMoIb30BaTh
ANIEKTPOHHYIO TOYTYy JJIA Tiepefadud WH(OpManuu, OTHOCAIIECHWCS K KaTeropuW OTPAHUYEHHOTO
pacrnpocTpaHeHusl.

5. KoHTpOJIb 32 HCTIOJIHEHHEM IOKYMEHTOB
5.1. Opranu3anusi KOHTPOJIs

5.1.1. KonTpomio mojjiexar BCE 3aperHCTPUPOBAHHBIC JIOKYMEHTBI, TpeOyromue
ucnoysHeHusi. KOHTpoib HCHOMHEHUS JOKYMEHTOB BKJIIOYAET: Yy4eT, MOCTAaHOBKY Ha KOHTPOIIb,
KOHTPOJIb CPOKOB HCIIOJIHEHHS, HENOCPEACTBEHHYIO IPOBEPKY XOJla HCIIOJHEHHS, IPOBEPKY
KauecTBa UCIOJHEHUSI, aHAIU3 PE3yJIbTaTOB UCTIOJIHEHHUS.

5.1.2. KOHTpOJ’II) 34 UCIIOJTHCHUEM JOKYMCHTOB YCTaHaBJIMBACTCA B LEIAX oOecrneueHus
HUX CBOCBPCMCEHHOTO U KAYE€CTBECHHOI'O UCIIOJIHCHUS, ITOBBIIICHUA YPOBHS OpraHHSaTOpCKOﬁ pa6OTBI
U UCIOJHUTEIBLCKON NUCIUILIINHBI.

5.1.3. HpI/I MMOCTAHOBKC JOKYMCHTAa Ha KOHTPOJIb Ha IIPAaBOM BCPXHEM IIOJIC JOKYMCHTa
ACJIACTCA OTMETKA O KOHTPOJIC, KOTOPYIO 0003HAYaIo0T CJIOBOM (H_ITaMl'IOM) «KOHTPOJIb»

5.1.4. KOHTpOJHO MMOoJICKAT IIpUKa3bl, PpCHICHUA COBCTOB, a4 TAKXKXE JOKYMCHTHI,
MOCTyHarounue Ha UMsI pyYKOBOJUTCIIA O6pa3OBaTeHBHOﬁ OpraHu3aluu.
OpraHI/ISaHI/IH KOHTPOJII UCITOJIHCHHS BKIIFOYACT B ceOst:
e IIOCTAHOBKY JOKYMCHTA Ha KOHTPOJIb;
e MOHHUTOPUHI UCTIOJITHCHHUA KOHTPOJIbHBIX nopyquI/Iﬁ HOKYMCHTOB;,
e CHATUC UCIIOJIHCHHOTO JOKYMCHTA C KOHTPOJIA,
e HaIMPABJICHUC UCIIOJIHCHHOTO NJOKYMCHTA B JCIIO.

5.1.5. PykoBoauTenu CTPYKTYpHBIX TOJpa3feleHuid 00s3aHbl pacCMaTpUBaTh COCTOSHHE
HCIIOJHUTENbCKON JUCHUTUTUHBI M0 TOKyMEHTaM C IOPYYCHUSIMH aJIMMHUCTPAIINH
o0pa3oBaTeNbHON OpraHu3aluy, a TakKe JJAOKYMEHTBHI, IOCTYNHUBIINE B aIpeC CTPYKTYPHOTO
MOApa3/IeNieHUs U TPpeOyIolue UCTIOTHEHHSI U TOJATOTOBKH OTBETA.



5.1.6. JIokyMeHT cuMTaeTcsd MWCIOJHEHHBIM, KOIJla pEIIEHbl OKOHYAaTEJIbHO BCE
IIOCTABJICHHBIE B HEM BOIIPOCHI ¥ COOJIIOJICHBI CIIEAYIOLINE CPOKH:

e €CIIM B JOKYMEHTE IIOCTaBJICH CPOK UCIIOJHEHUS — B YKa3aHHBIN CPOK;

e JIOKYMEHTBI 0€3 yKa3aHHs CpOKa UCIIOJIHEHHS] — B MECSAUYHBIN CPOK;

e €CIIM B JOKYMEHTE UMEETCS [IOMETKA «CPOYHO» — B TPEXIHEBHBINA CPOK;

e 1opy4yeHHs 0e3 yKa3aHUs KOHKPETHOW JaThl UCIIOJHEHUSI — B MECSUHBIN CPOK;

e C IIOMETKOH «omnepaTHBHO» — B 10-THEBHBIN CPOK;

. 10 00palEeHUAM IPaKJaH, TpeOyroIUM JIOTIOJIHUTEIILHOTO H3y4eHUs
U IIPOBEPKHU, — JI0 OJJTHOI'O MECSLA CO JHS pEruCcTpalu, [0 OCTalbHbIM — He Oojiee 15 nHeit.

Cpok ucuuciseTcs B KaJIeHJapHbIX AHSX C IaThl MOANMCAHUS JOKYMEHTA.

Ecnu mnocneguuii JeHb MCHOJHEHHWS] JOKYMEHTa NPUXOJIUTCS Ha HEpaOOuui JEHb,
OH TMOJJICKUT UCIIOJIHEHHUIO B MIPENIIECTBYIOIINI eMy pabouunii AeHb.

[Ipy HEoOXOAMMOCTM MPOJUIEHUSI CpOKa HCIHOJHEHUS JOKYMEHTa OTBETCTBEHHBIN
WCIIOJIHUTENb MPEJCTaBIsIeT Ha UMS PYKOBOJUTENS 0Opa30BaTeIbHOM OpraHu3alyM, JaBLIEro
MOpyYeHUe, MOTHUBHUPOBAHHYIO TMpPOCHOY O €ro MpOJUIEHWH HE MO03/Hee YeM 3a TpU JHS
JI0 UCTE€YEHUsI YCTAaHOBJIEHHOTO CPOKa, C YEM CBOEBPEMEHHO IepenaeTcss HHGopMalus B IPUEMHYIO
pYyKOBOANTEISE 00pa30BaTEIbHON OpraHU3aluH.

5.2. IlopsA1OK CHATHS JOKYMEHTOB ¢ KOHTPOJIS

5.2.1. JIOKyMEHTBI CHUMAOTCSI C KOHTPOJIS, €CJIN PEIIEHBI ITOCTABIEHHBIE B HUX BOIPOCHI
WM aBTOpaM JJaH OTBET IO CYIIECTBY.
IIpoMexyTOUHBI OTBET, PAaBHO KaK M 3alpoC IO UCIOJHAEMOMY JTOKYMEHTY MM YacTHUYHOE
UCIIOJIHEHUE TMOPYUYCHMS], HE SIBJISETCS] OCHOBAHUEM JUIsl IPU3HAHUS IOKYMEHTA UCIIOTHEHHBIM.

5.2.2. CHATh AOKYMEHT C KOHTPOJISI MOXKET TOJBKO JOJKHOCTHOE JIUIIO, KOTOPOE MOCTABUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHOBaHUEM Ui CHSTUS C KOHTPOJS TOKYMEHTOB C IIOPYYEHUSMU PYKOBOAMTENS
0o0pa3oBaTeNbHOM OpraHu3aluu SIBISIeTCS JTOKYMEHT — OTBET, MOJIMNUCAHHBIA PYKOBOJIUTEIIEM
o0pa3oBaTelIbHOM OpraHu3aliy, €ro 3aMecTUTeNieM, JIMOO crpaBka 00 UCHOJHEHUHM TOKyMEHTa
3a MOANKCHIO PYKOBOUTEISA CTPYKTYPHOTO MOpa3/IeiICHHUS.

6. Yuer u XpaHeHuUe nevareil, MITAMIOB 1 0JJAaHKOB

6.1. OOs3arenbHOMY Y4YeTy MOJUIeKAT BCE BBl MeyYaTe U IITAMIOB, ONAHKU CTPOTOMH
OTUYETHOCTH, KOMAaHIUPOBOYHbIE YAOCTOBEPEHUS, CIIY>KEOHbIE 3aJaHHsl, TPYJOBbIC KHIKKH.

6.2. Yuer Bcex Ieyaredl M LITAMIIOB, HMMEIOIIMXCA B 00pa30BaTeNbHON OpraHu3aluy,
BEJIETCS B CIELHATIBHOM XypHaie (mpuitoxenue Ne 9).

6.3. JKypHanbl yuera BKIIOYAIOTCd B HOMEHKIATypy JAel. JIMCTBI HX HymMepyroTcs,
IIPOLIMBAIOTCS U OTIEYaTHIBAIOTCA.

6.4. IledyaTn 1 mITaMIbl JOJDKHBI XPAaHUTHCS B cef(ax I METANTHIECKUX MIKa]ax.

6.5. OTBETCTBEHHOCTHh 3a XpaHCHHUEC ¢ UCIOJB30BAHUC HC‘-I&TCIZ, MTaMIiOB HECYT Jinla,
OTBCTCTBCHHBIC 3a BEACHHUC ACIOIIPOU3BOACTBA.

6.6. YHUuUTOXEHHE OJAHKOB TPOU3ZBOAMUTCS IO AKTy C OTMETKOW B COOTBETCTBYIOLIMX
KypHaIax ydera.



6.7. IleyaT 1 IITAMIBI YHUYTOXKAKOTCS IO AKTY.

6.8. IlpoBepka HajMuus nedared, IITaMIIOB U OJAHKOB, a TAKXKE IOpPsAKAa MX XpaHEHMs
U UCIOJIb30BAaHUsl TMPOU3BOAUTCA KOMHCCHEM HE peKe€ OJHOro pa3a B KaJICHJApPHOIO TO0J
OJIHOBPEMEHHO C IPOBEPKON COCTOSTHUS JIE€TI0NPOU3BOJICTBA.

7. CocTaBjieHHe HOMEHKJIATYPBI e

7.1. HomeHknaTypa Jen — CUCTEMaTU3UPOBAHHBIN IepeUeHb 3arojoBKOB €I, 3aBOJUMbBIX
B 00pa30oBaTeNIbHOM  OpraHu3aliM, C YKa3aHHeM  CPOKOB  HX XpaHEHHs,  O(OpPMIICHHBIH
B YCTaHOBJICHHOM HOPSIKE.

7.2. Homenknarypa naen mnpelHa3HayeHa Jyid TPYNINHUPOBKU HCIOJIHEHHBIX JIOKYMEHTOB
B JIeJIa, CUCTEMaTH3allui U y4yeTa Jell, ONPe/IeIeHNUs] CPOKOB MX XpaHEHMsI U SIBJISIETCSI OCHOBOM IS
(hopMHUpOBaHUSI /1€ U COCTABJICHUS ONUCEH A€, JOKYMEHTOB, OIUCEHN 3JEKTPOHHBIX JOKYMEHTOB
MTOCTOSIHHOTO ¥ BpeMeHHOTro (cBbliie 10 jeT) XxpaHeHus, B TOM YHCIIe IO JUYHOMY COCTaBY, a TaKXKe
IUTsL ydeTa Jien BpeMeHHBIX (110 10 et BKIIOUYHTENEHO) CPOKOB XPaHECHHSI.

7.3. Homenknatypa aen cocTaBisieTcss Ha OymaxxHoMm Hocutene. Homenkmatypa nen
BKJIFOUAETCS] B CUCTEMBI AJIEKTPOHHOTO JJOKyMeHTooOopoTa (aanee — COJ]) 1 B cUCTEMbI XpaHEHUSI
AMEKTPOHHBIX JOKYMEHTOB (maniee — CXDJI) B kauecTBE CIpPaBOYHHKA, HA OCHOBAHUHM KOTOPOTO
OCYILECTBIISICTCS CUCTEMATH3AIMsA U y4eT JOKYMEHTOB, a Takke HX MeTajaaHHbix. COJl momkHa
YCTaHaBIUBATH CBs3b JOKYMEHTA C MHACKCOM JeJla B COOTBETCTBHUM C HOMEHKJIATYypoll Jdel
oOpasoBatenbHON opranu3anud. Homenknatypa nmen Biitouaercss B COJ] m CXDOJl He mo3mHee
OJIHOTO MecsAlla €O JHs €€ yTBepkJeHusA. OTBETCTBEHHBIMHM 3a BKJIFOUEHHE HOMEHKIIATYphl el
B COJl u CXDJ] ABAsAOTCS OTBETCTBEHHBIA 3a JIETOMPOU3BOJICTBO U OTBETCTBEHHBIN 32 KOHTPOJIb
(HYHKIIMOHUPOBAHUS IIEKTPOHHOTO IOKYMEHTOO00POTA.

7.4. Homenknarypa aen oOpa3oBaTelibHOI opraHu3anuu (Jajiee — CBOJHAs HOMEHKJIaTypa
JIe]1) COCTaBJISIeTCSl Ha OCHOBE HM3YYEHHS COCTaBa M COAEPKAHMSI JOKYMEHTOB, OOpa3yrOIIMXCS
B JIESTEILBHOCTH 00pa3oBaTelibHON opraHu3anuu. [lpu cocraBieHHH CBOJHON HOMEHKIATYPHI A€
VUUTBHIBAIOTCS ~ yCcTaB  00pa3oBaTelbHON  OpraHu3aluM,  IOJIO)KEHHUS O CTPYKTYPHBIX
MOJAPA3JICNICHUsAX, IITATHOE paclucaHue, IUIaHbl U OTYETHl O paboTe, MEepeyHu JOKYMEHTOB
C YKa3aHHeM CPOKOB MX XpaHEHHsI, HOMEHKJIATYphI A€ 3a MPEeAUICCTBYIOUINE KaIeHJApPHbIE TO/bI.

7.5. CBomHas HOMEHKJATypa Jell COCTaBIsieTCsS paOOTHUKOM, HAa3HAUYEHHBIM IPHKA30M
PYKOBOIUTEINS 00pa3oBaTeIbHON OpraHu3auy (J1ajgee — OTBETCTBEHHBIHN 3a COCTAaBIIEHUE CBOJIHOM
HOMEHKJIATYPHI J1eT).

7.6. CBogHas HOMEHKJIATypa JeJ Ha NPEACTOSIIMN KaJeHIApHbIM TOJl COCTaBIIAETCS
B IIOCJIEIHEM KBapTaje TEKYIIEro roja, BU3UPYETCS PYKOBOJMUTEIEM APXUBA M COIIACOBBIBACTCS
C TIOCTOSIHHO JIEHCTBYIOIIEH JKCIEepTHON KoMuccHel oOpa3zoBaTelbHO opraHuzanuu. He pexe
1pa3a BS5er, HOMEHKIATypa Jel COTJACOBBIBAETCS C SKCIEPTHO-NIPOBEPOUHON KOMHUCCHUEH
DHCKOro 00JIaCTHOTO apxvBa. B KOHIE KaXI0T0 KaJeHJApHOTO rojia CBOJHAs HOMEHKIATypa Jem
yTBEpPKAAETCS PYKOBOJUTENEM 00pa30BaTeIbHON OpraHU3aIllK UIH €r0 3aMeCTUTENeM, KOTOPOMY
JIeNIeTUPOBaHbl TaKWe TOJHOMOYHS TMPUKAa30M 0Opa3oBaTENbHOW OpraHu3alvu. Y TBEpiKAEeHHAs
CBOJIHAss HOMEHKJIATypa JIe7l BBOAUTCS B IEHCTBUE ¢ 1-T0 sTHBaps CIEIYIOIIEro KaJIeHJapHOTO ro/1a.

7.7. B cinyyae HeoOXOAMMOCTH BHECEHHUS B CBOJHYIO HOMEHKJIATYPY JI€JI 3HAUUTENbHBIX
U3MEHEHHH OHa TMOAJEeKUT TmepepaboTke. VI3MEHEHUs YTBEpXKAAIOTCS MPHUKAa3oM WU
KOPPEKTHUPOBOYHbIM  JucToM  (mpuioxkenue Ne 10). HeOospline  M3MEHEHUsT  BHOCSTCA
B YTBEP)KICHHBIN paboumnii SK3eMILIsIp CBOJHONH HOMEHKIIATYPHI JIeI.



7.8. CTpyKkTypHBIC TMOAPA3JCICHUS €XEroAHo, He nmo3gHee 30 HOSOpS TEKyIIero
KaJCHJapHOTO TOJia  COCTaBJSIIOT  HOMEHKJIATYpy Jel  CTPYKTYpPHOTO  MOJpa3/eseHUs
U TIPECTABIISIIOT €€ OTBETCTBEHHOMY 32 COCTaBJICHUE CBOJHON HOMEHKIATYpHI Jen. Homenknarypa
Je7  CTPYKTYPHOTO  TMOJpPA3JEJNEHUS] COCTABJIACTCS  JIMLOM, OTBETCTBEHHBIM  3a BEJICHHE
JETIOTIPOU3BOICTBA CTPYKTYPHOTO TOAPA3ACICHUS, COTIACOBBIBACTCS C OKCIEPTHOW KOMHCCHEU
CTPYKTYPHOTO TIOPa3/ICICHHSI M IMOAMMCHIBACTCS PYKOBOIUTEIIEM CTPYKTYPHOTO TOIpa3aCICHHUS.

7.9. BHOBb CO3[aHHOE CTPYKTYpHOE MOJApAa3/IeTICHUE B MECSYHBIA CPOK pa3padaThiBaeT
HOMEHKJIATYpy i€ CTPYKTYpHOTO TIOJpa3JeiCHUs] U MPEJCTABISET €€ OTBETCTBEHHOMY
3a COCTaBJICHUE CBOJIHON HOMEHKJIATYPHI /€.

7.10. HomeHnkiiatypa aen CTPYKTYpPHOTO MOJpa3ieieHUs] W CBOJHAS HOMEHKJIATypa el
COCTaBJISIIOTCS 1O opMe, ycTaHOBIeHHON [IpaBunaMu opranuszanuy XpaHeHHs, KOMILJIEKTOBAHUS,
y4eTa | UCIHOJIb30BaHUS JOKYMEHTOB ApxuBHOro (ouma PO u npyrux apXuBHBIX JOKYMEHTOB
B rOCYJapCTBEHHBIX ~ OpraHaxX, OpraHax MECTHOTO  CaMOYIpPaBJICHHUS W OpPraHU3alusX,
yTBEpKIeHHBIMH MprKa3zoM Pocapxusa oT 31.07.2023 Ne 77.

7.11. Homenknatypa nAel MNOJpa3AeisIeTcs Ha pa3feibl, KOTOpPbIE pacrojararoTcs
B COOTBECTCTBHUU C YTBep)K}IeHHBIM IITaTHBIM paancaHHeM 06p330BaTeHBHOﬁ OpFaHI/I3aHI/II/I.
Ha3Banussmu pasgesnoB  HOMEHKIATYPBl  J€J1  SIBIIIFOTCSL HAWMEHOBAHMS €€ CTPYKTYPHBIX
MOpa3ACICHU UKW HATTPABJICHUS IS TEIbHOCTH.

7.11.1. Brpade 1 HOMEHKIATYpBl [€1 TPOCTABISIIOTCS WHACKCHI KaXIOTO Jiena,
BKJIFOUEHHOTO B HOMeHKJIaTypy. Haekc nena coctouT u3 HuppoBOro 0003HAYEHUS U3 IITATHOTO
pacnicanust oOpa3oBaTeNbHON oOpraHu3anuud (KoJa) | MOPSAIKOBOIO HOMEpa 3aroJioBka jena
o HomeHkatype. Muaekcol nen o6o3HadaroTcs apabckumu nudpamu. Hanmpumep: 12-05, roe
12 — o6o3navenue (koxa), 05 — MOPSAIKOBBI HOMEp 3arojOBKa Jieia B pa3fieie HOMEHKIATYpPhI
Jell.

B HOMCHKIJIATYpPE A€ COXPAHAIOTCA OAMHAKOBBIC MHACKCHI JJI1 OJHOPOJHBIX M IIEPEXOAAIIUX ACITT.

7.11.2. Brpade 2 HOMEHKIATYpHI J€J MPOMHUCHIBAIOTCS 3aroJIOBKH Jie. 3arojoBOK Jena
4eTKo, B 00O0OIIeHHON (opMe OTpa’kaeT OCHOBHOE COJIEp>KaHHE U COCTaB JIOKYMEHTOB Jieja.
OcHOBOM /i1 HauMEHOBaHHS (3aroJioBKa) [eN SBISAIOTCA BOIPOCHI, OTpaXKaloUIUe 3a7avu
1 GyHKIIMM 00pazoBaTeNbHON opraHu3anuu. HammeHOBaHMS JOMOJHAIOTCA YyKa3aHHEM pojia
3aBOJIMMOTO JIeJIa UM PA3HOBUIHOCTHU TIOKYMEHTOB (TIOCTAHOBIICHUS, MPUKA3bl, TPOTOKOJBI U T. II.).
Ecnu neno, BKkIOWaeMoe B HOMEHKJIATYPY /€, COCTOMT U3 OJMHAKOBBIX BHJAOB WM
Pa3HOBUIHOCTEH [TOKyMEHTOB, B 3aroJIOBKE TaKOro Jella YKa3blBaeTCd HAMMEHOBAHHME BUJIOB
IoKyMeHTOB, HanpuMmep «I[Ipukasbl 1Mo ocHOBHOU nesTenbHOCTHY. He nomyckaercs ynotpebieHue
B 3ar0JIOBKE JieJla HEKOHKPETHBIX (OPMYIHPOBOK («pa3HbIe MaTepHalbD», «oOIIas MepernucKa,
«UCXOJAIIAsl TEepemnucKkay, «BXOIIIINE JAOKYMEHTBD»), a TakK€ BBOJHBIX CJIOB, CIIOKHBIX
CHUHTaKCHM4ecKux 00opoToB. He momyckaercs ynmoTpeOlieHHE COKpAllleHHBIX CIOB HaMMEHOBaHUMN
TEPPUTOPUATIBHBIX OpPraHOB HCIOJHUTENBHOM BJIACTH, YUYPEXKIACHUN U OpraHu3aluii, Kpome
oUIMAIEHO YCTAaHOBJICHHBIX cOKpamieHuil. Eciau geno 6yaer cocTosTh U3 HECKOJIBKUX TOMOB WM
gacTel, TO COCTaBJsIeTCs OOIIMI 3arojoBOK Jena, a 3aTeéM IpH HeoOXOJUMOCTH COCTaBISIOTCS
3aroJIOBKH Ka)KJ0T0 ToMa (4acTh), YTOUHSIOIINE COAepKaHKE 3aroJIoBKa Jena.

[Topsimok pacmnonoxeHus 3aroJOBKOB JIeJ BHYTPU Pa3AeiioB U MOAPA3AEIOB HOMEHKIATYPHI
JIeNl OTPEAEIAETCA CTENEeHbI0 BaXXHOCTU JOKYMEHTOB, COCTABJISIOLIMX JieJa, U UX B3aUMOCBS3bIO.
Bnauane pacnonaratoTcsi 3aroJIOBKM JI€N, COJEpKalllUX OPraHU3alMOHHO-PacHopsIUTEIbHYIO
nokymeHTanuio. Jlanee pacronaratoTcs 3aroJIOBKM JIed, COAEpKalluX IUIaHOBBIE W OTYETHbBIE
JOKYMEHTHI U T.[.



[opsinok pacnoyoKeHus: 3aT0JIOBKOB JIeTl BHYTPH Pa3/eioB U MOPa3/IeIOB HOMEHKIATYPHI
JeTT ONpPEENseTCs CTENEHbI0 BaKHOCTU JIOKYMEHTOB, COCTABIISIONIMX J€a, U UX B3aUMOCBS3bIO.
B nHavane pacmosiaraiorcsi 3aroJIOBKM JIeN, COAEPXKAlIMX OpraHU3allMOHHO-PACHOPSAUTEIBHYIO
JOKYMEHTAINIO. 3aroJIOBKH JIeJI MOTYT YTOUYHSATBCSA B Ipoliecce (opMUpOBaHUS U O(HOPMIICHUS JIeII.
B HOMeEHKIaTypy nien BKIIOYAIOTCS TaKXkKe Jella, He 3aKOHYCHHbIE NMPOU3BOACTBOM JIeJla TPOIUIBIX
neT (Iepexoasime).

7.11.3. T'padpa 3 HOMEHKIATYPHI AEN 3aMOJHICTCS B TEYCHHWE KAJICHAAPHOTO ToJa — TIpHU
(hopMUpPOBaHUN HOBOTO JIEJIa, IPH 3aKPHITUH JIeNIa ¥ TI0 OKOHYaHUH KaJICHIapPHOTO ToJa.

ITo moctmwxenun nenmom oovema B 250 JIMCTOB, TOM 3aKpHIBACTCS M OTKPBIBACTCS HOBBIN
ToM. B rpade mocrmemoBaTenbHO YKa3bIBaIOTCS HOMEpa TOMOB W KpailHME JaThl JOKYMEHTOB
kaxaoro toma. Hammpumep «T1 — 11.01.2024-30.06.2024, T.2. — 01.07.2024-30.12.2024».

DJNEeKTPOHHBIE Jiefla Ha TOMa He Pa3JeNaioTcsi. Bee 21eKTpOHHbBIE TOKYMEHTHI, HE3aBHCHMO
OT UX 00beMa, BKIIIOYAOTCS B OJIHO 3JIEKTPOHHOE JIENIO.

7.11.4. B rpade 4 yka3pIBaeTCsi CpOK XpaHEHHUs Jejia, HOMEpa CTaTeill IO TUIIOBOMY HIIH
BEJIOMCTBEHHOMY TIepeyHI0, (heaepasbHOMY 3aKOHY WJIM MHOMY HOPMAaTHBHOMY IPAaBOBOMY aKTy,
a IpU UX OTCYTCTBUM — IO TUIIOBOW WJIM PUMEPHON HOMEHKJIATYype JAeIl.

7.11.5. B rpade 5 yka3pIBaloTCsi yKa3bIBarOTCSI OCOOEHHOCTH (OPMUPOBAHUS Jeja U BHU]
HocuTens uHpopManuu. B ToMm umcie B rpade oTpaskaroTCs CHelHaibHbIE CPOKH XpaHEHUS e,
MIPOCTABIISIIOTCS. OTMETKH O 3aBEICHHUH JIeT (B TOM YHCJIE B SJIEKTPOHHOM BHJIE), O BBIICIICHUU JIEIT
K YHHYTOXKCHHUIO I10 HCTEUYEHUH CPOKOB WX XpaHEHHs, O MECTe XpaHEHHs TIIOJIMHHUKOB
JOKYMEHTOB, O Iiepeaue Jesl B JpYryro OpraHu3alfio AJs IpoJ0KeHUs BEACHUS U JIp.

B rpade nmenarorcsi oTMETKH O MEpEeXOsAUIUX Jelax € yKa3aHHEM CTaporo MHAEKca jaesa
B ciyudae ero m3Menenus. Hanpumep «llepexomsimee ¢ 2024 r. B 2024 — 2028 rr. — 1. 2-2-11».

[lo nenam, KOTOpBIE 1O KaKUM-JIMOO MpUYMHAM B T€UEHHE KAJICHJAPHOTO roja
He 3aBOMIINCh, BTrpade «llpumeuanue» HOMEHKIATYpbl Jenl Jenaercd 3amuch —  «Jlerno
He 3aBoAWIIOCHY. [Ipu aTOM B Tpade 3 mpocTaBiseTcs MpovepK.

7.12. Tlo okOHYaHUM KaJIEHAAPHOTO TOJia B KOHIIE HOMEHKJIATYPHI A€ JEIaeTCs HUTOroBast
3aMKCh O KATerOpUAX U KOJIMUYECTBE JIeN, 3aBEJICHHBIX B TEKYIIEM KaJleHAapHOM rojy. B utorosyio
3aMuch CBOJHOW HOMEHKJIATYpHI JIeJd CBEACHHUS BHOCATCS Ha OCHOBAaHUM JAHHBIX, MEpPEAaHHBIX
U3 CTPYKTYPHBIX MO/Ipa3/iesieHnii 00pa30BaTEIbHOM OpraHu3aluu.

8. ®opmupoBanue u ogopmiieHue jae

8.1. CDOpMI/IpOBaHI/Ie A€ — TpyIImpoBKa HUCIIOJIHCHHBIX JOKYMCHTOB B A€Jj1a
B COOTBCTCTBHH C HOMeHKHaTypOfI ACT U CUCTEMATU3alusd JOKYMCHTOB BHYTPHU AcCJa.

8.2. Jlema  BoOpa3oBarenpHOW  opraHuzanuu  (GOPMUPYIOTCS B CTPYKTYPHBIX
MOPA3ACIICHUSIX.

8.3. UcnonneHanie JAOKYMCHTBI JOJIKHBI B 10'I[HGBHBII>'I CpOK CHAAaBAaTbCA HCIOJHHUTCICM
iy, OTBETCTBCHHOMY 3a BEIACHUC MACJIOIPOU3BOACTBA B CTPYKTYPHBIX IOAPA3ACIICHUAX, JIA
(I)OpMI/IpOBaHI/IH ux B Jgc€ja. HOMep AcJia, B KOTOPOC HOJIPKCH OBITh MOAIHUT AOKYMCHT, OIIPCACIIACT
PYKOBOOUTCIIb CTPYKTYPHOTO IMOAPA3ACIICHUSA O6pa3OBaTCHBHOﬁ OopraHusanyv Wi HUCHOJHUTCIIb
B COOTBETCTBHUU C HOMCHKJ'I&TypOfI nen. Ha JAOKYMCHTC IIPOCTABJIAOTCA OTMCTKaA «B neno N(_’...)),
MOANHCH UCIIOJIHUTCIIA WM PYKOBOJAUTCIIA CTPYKTYPHOT'O IOAPA3ACIICHU A, AaTa.

I[OKYMCHTLI BHYTpPHU ACJIa PACIIOJIArarOTCs B XpOHOJ'IOl"H‘-ICCKOfI oCIaCa10BaTCIBHOCTH.

8.4. KoHTposb 3a MPaBMWIILHOCTBIO (OPMHUPOBAHUS €T OCYILECTBIISETCS OTBETCTBEHHBIM
3a apxuB 00pa30BaTENbHON OpraHU3aLUK.



8.5. [Ipu popmupoBanuu e HEOOXOAUMO COONIOIATh CIECAYIONINE OOIIe MpaBuiIa:

[IOMEILATh B JIEN0 TOJIbKO HCIOJHEHHbIE JOKYMEHTBI B COOTBETCTBMM C 3aroJIOBKaMHU JEII

110 HOMEHKJIATYpE;

e TPYNIUPOBATH B JIEJ0 JOKYMEHTHI OJTHOTO KaJIEHJAPHOT'O ro/1a;

e pa3lenbHO TPYNIUPOBATh B Jejla JOKYMEHTbl IIOCTOSIHHOIO ¥ BPEMEHHOIO CpPOKOB
XpaHEHUS;

e IIOMEINATh B JIeTa KCEPOKONHUHU (aKcOB, TeNECPOHOrPaMM Ha OOIINX OCHOBAHMUSIX;

e B JIEJIO HE JJOJDKHBI TIOMENIAThCsl IOKYMEHTBI, OAJIEKAIUE BO3BPATY, JUIIHUE SK3EMILIAPHI,

YEPHOBUKHU: 10 00bEMY J€JI0 HE JOJKHO mIpeBblmath 250 nuctoB win 4 cM. Ilpu Hanuuuu

B JIeJIe HECKOJIBKMX TOMOB (4acTell) MHAEKC M 3ar0oJIOBOK JeJla MPOCTaBIISIFOTCA Ha KaKIOM

TOME C JOOABIEHUEM «TOM 1», «TOM 2» (TOCIeaHH).

8.6. OcoOble TpeboBaHus K ((OPMHUPOBAHUIO OTICIBHBIX JEII.

8.6.1. PacnopsaurenpHble JOKYMEHTBI I'PYIIHUPYIOTCS B Jejia MO BUAAM B XPOHOJIOTHYECKOM
MOPSAKE C OTHOCAIIUMUCS K HUM IIPHIOKEHUSIMU.

8.6.2. YcraBsl, OJIOKEHNS, MHCTPYKIIMH, YTBEPKICHHBIE PACIIOPSAUTEIBHBIMU TOKYMEHTAMU,
SIBJIIIOTCSI TIPHJIOKEHUSMH K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTaMmu. Eciu xe
OHM  YTBEPXJEHbl B KaYeCTBE  CAMOCTOSITEILHOTO  JIOKYMEHTa,  TO MX IPYHNIUPYIOT
B CaMOCTOATEJIbHBIE JeTIa.

8.6.3. Ilpuka3zpl 1O OCHOBHOW JEATEIIBHOCTH TPYNIHUPYIOTCS OTIAEIBHO OT MPHUKA30B
0 JINYHOMY COCTaBY.

8.6.4. Ilpuka3pl 1O JMYHOMY  COCTaBy TpPYHIHUPYIOTCS B Jelda B COOTBETCTBUU
C YCTaHOBJICHHBIMH CPOKaMH UX XpaHEHHS.

8.6.5. IIporokosibl B Jefie pacrojaraloTcs B XPOHOJIOTHMYECKOM TMOPSAIKE I10 HOMEpaMm.
JIOKyMEHTBI K IPOTOKOJIaM, CTPYIIIUPOBAHHbIE B OT/AEIbHBIC JI€Na, CHUCTEMaTU3UPYIOTCS
10 HOMEepaMm MPOTOKOJIOB.

8.6.6. yTBCp}KI[eHHI)IC IIJ1aHbl, OTYCThI, CMECThI, JHUMHWTBI, THUTYJIBHBLIC CIIMCKU W APYIrHuc
AOKYMCHTBI I'PYIIITUPYIOTCA OTACIIBHO OT ITPOCKTOB.

8.6.7. Z[OKYMCHTBI B JIMYHBIX ACJIaX pacCIIOJIararoTcCsd 1o MEpe UX MOCTYIIJIICHU.

8.6.8. HepenHCKa rpynmnmpyeTrcda B paMKax OAHOTO KAJICHAAPHOI'O roda U CUCTEMATU3HUPYCTCA
B XpOHOHOFHqGCKOﬁ MoCJICAOBATCIIBHOCTU: JOKYMCHT — 3allpOC — NOKYMCHT — OTBCT.

8.7. Hena oOpa3oBaTenpbHOW OpraHu3alMd NOAJISKAT OG(OPMIECHUIO TNPU HX 3aBEACHUU
U TI0 3aBepIIEHUH KalleHaapHoro roja. OdopmiieHue jaena — MOJIrOTOBKa Jeia K XpaHEHHUIO
BKJIIOYAET B ce0s1 KOMIUIEKC padoT M0 ONMUCAHUIO Jeia Ha 00JI0%kKKe, MO IUBKE, HyMepaIiy JUCTOB
U COCTaBJIEHUIO JIMCTa-3aBeputens Jena. OdopmieHue pAea  NPOBOAUTCS  pabOTHUKAMU
CTPYKTYPHBIX MOJpa3/ieleHuii 00pa30BaTeNbHON OpraHu3alyy, B 00S3aHHOCTH KOTOPBIX BXOIMUT
3aBeJileHHe M (QOPMHMPOBAHUE JieJI, TPU METOAMYECKON TIMOMOIIM U MOJ KOHTPOJIEM apXuBa
00pa3oBaTeIbHON OpraHu3aIUH.

8.8. lena mojmexar opopmienuto. I[lomHoe odopmiienue nena npeaycMaTpuBaeT:

e TMIOJIIMBKY WIM TBEPIbIN NEPEIIET AEa;



e HYMEpAIHIO JHCTOB B JIENE;

e COCTaBIICHHE JINCTA-3aBEPUTES JILNa;

e COCTaBJIEHHE B OCOOBIX ciaydasiX (mpu o(GOPMIICHUH JTUYHBIX JeJ, U1 y9eTa 0co00 IEHHBIX
JOKYMEHTOB) BHYTPEHHEH OMHCH JOKYMEHTOB JIeNa;

e BHECEHHE HEOOXOIUMBIX YTOYHEHHUI B PEKBU3UTHI OOJOXKKU JAena (YyTOYHEHHE Ha3BaHUS
MOJIpa3/IeieHus], MHJCKCA U 3aroJIOBKa JIeia, AaThl Aejia U Jp.).

8.9. ChopmupoBaHHbIE JeIa MOAMIMBAIOT HA YETHIPE IPOKOJIA B TBEPAYIO OOI0KKY U3 KapTOHA
WIN NEPEIIeTatoTCsl ¢ YYETOM BO3MO>KHOCTH CBOOOJHOIO YTEHHUSI TEKCTa BCEX JOKYMEHTOB, AT,
B3 W Pe30JIONMA Ha HUX. [IpM TOArOTOBKE AEN K MOAMIMBKE (MEPEIUIeTy) METaUInYeCKue
CKperuieHus1 (CKOOBI, CKpEINKH) U3 JIOKYMEHTOB YAANArOTCsA. J[lena TOCTOSIHHOTO XpaHEHHS,
cocTosIye W3 HehOPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITBIX TBEPIBIX MamKax ¢ Tpems
KJIallaHaMH U C 3aBS3KaMH.

8.10. IIpu Hanuuuu B Aene HEBOCTPEOOBAHHBIX JINYHBIX JOKYMEHTOB (TPYJOBBIX KHMKEK U Jp.)
9TH JOKYMEHTBl BKJIAJbIBAIOTCS B KOHBEPT, KOTOpBIA 3aTeM MoOAIIMBaeTcs B3TO jaeno. [lpu
HaJIM4uu OOJIBLIOTO KOJMYECTBA TAaKMX JOKYMEHTOB OHHU MOTYT H3bIMaThCsl M3 JIeN, M Ha HUX
COCTaBJISIETCS OTAEIbHAS ONUCH.

8.11. Buenax obecriedeHUs COXPAHHOCTH U 3aKpEIJICHUS TMOPSJIKA  PacHOJIOKEHHS
JOKYMEHTOB, BKIIFOYCHHBIX B JIEJI0, BCE JIUCTHI, KPOME JINCTA-3aBEPUTEISI, HYMEPYIOTCS apaObCKUMU
muppaMu B IIPAaBOM BEpPXHEM VIIIy, HeE 3ajieBasi TEKCTa JIOKyMEHTa, MpPOCTBIM TpadudecKuM
KapaHJalloM MM HyMepaTOpoM. YTNOTpeOJeHHe YEPHUI U LIBETHBIX KapaHJalled JUlsl HyMepaluuu
JMCTOB 3ampelaercs. BHyTpeHHss OuCh UIMEET CaMOCTOSTEIbHYIO HyMEpPaLHIO.

JIMcTel Aen, COCTOSIIMX U3 HECKOJIBKUX TOMOB WM YacTeH, HyMEpYyrTCs MO KaKIOMYy TOMY
WM 4aCTH OTAENBHO.

®dororpadun, dYepTeku, AMArpaMMbl U ApYrMe€  MIUIIOCTPATUBHBIE U clienuduueckue
JNOKYMEHTBI, MpPEJCTaBIAIOIINE CAMOCTOSTENbHBIN JIUCT B Jielle, HYMEPYIOTCS Ha 000pOTHOM
CTOPOHE B JIEBOM BEPXHEM YIIy.

CroXeHHBIH JINCT pa3BOpauuBaeTcs U HyMepyeTcs B MpaBoM BepxHeM yray. Ilpu stom mamcr
moboro (opmaTa, MOAIMIMTBIA 3a OAMH Kpail, HymMepyercsi Kak OJMH JIMCT; JIUCT, CJIOXEHHBIH
Y TIOJIINTBIHN 3a CEPEeIUHY, TOAJIEKUT MEPELIUBKE U HyMEPYeTCs Kak OJMH JIUCT.

[lopmmuTeie B 1710 KOHBEPTHI C BIOKEHUSMH HYMEPYIOTCS; NP 3TOM BHadaje HyMepyercs
KOHBEPT, a 3aTe€M OYepeTHbIM HOMEPOM Ka)KJ0€ BJIOKEHHE B KOHBEPTE.

[lommmuTeie B Ie0 JOKYMEHTBI C COOCTBEHHOM HyMmepauued JHUCTOB (BKJIOYas I€4aTHbIE
U3JIaHKs) MOTYT HyMEpOBAThCS B OOLIEM MOPSJIKE WIM COXPAHATH COOCTBEHHYIO HYMEpPALUIO, €ClIn
OHAa COOTBETCTBYET MOPSIKOBOMY PACHOJIOKEHHIO JIUCTOB B JEJI€.

B cnydasx oOHapyxeHus OosibIOro 4yuciaa OHIMOOK B HyMEpaluu JIUCTOB  Jiena
B JIJIONIPOM3BOJICTBE IPOBOAMUTCS UX NepeHyMepauus. I[Ipm nepeHymepanuu JHMCTOB CTapble
HOMEpa 3auepKHUBAIOTCA OJHOM HAKJIOHHOW 4YepTOM M pAJOM CTAaBUTCS HOBBIM HOMEp JIUCTA;
B KOHIIE JIeJIa BKJIJIbIBACTCS JINCT-3aBEPUTEIIb, IPU 3TOM CTapbIi JINCT-3aBEpUTEIh 3aUePKUBAETCS,
HO COXpaHsieTcs B JIeTIe.

8.12. Jlns yuera KonM4ecTBa JIUCTOB B JieJie U (PUKCAIIMM OCOOEHHOCTEH MX HyMepaluu
COCTaBJISIETCS JIMCT-3aBEPUTENID Jiesia. JIOKYMEHT COCTaBISeTCS Ha OT/IEIBHOM JIUCTE M BKIIOYAETCS
B JIeI0 TMocienHUM JucToM. Jlucr-3aBepurens cocraBisercs 1o ¢popMe, YCTaHOBJIEHHOU
[IpaBunamMu oOpraHu3alMil XpaHEHUs, KOMIUIEKTOBAHMSA, YydeTa M HUCIOJb30BAHUS JOKYMEHTOB
ApxuBHoro Qonna PO u n1pyrux apXuBHBIX JOKYMEHTOB B rOCYyJapCTBEHHBIX OpraHax, OpraHax
MECTHOTO  CaMOYINpaBJIGHUS W OpraHM3alusAX, YTBEpXJEHHbIMH  TpukazoM  PocapxuBa
o1 31.07.2023 Ne 77.

Bce mocnenyroniye HM3MEHEHHUS B COCTaBE U COCTOSIHUM Jena (TOBPEXICHHUs, 3aMeHa
MOJUTMHHBIX JOKYMEHTOB KOMMSMH, TNPHUCOEANHEHHE HOBBIX JOKYMEHTOB U T./.) OTMEYaroTCs
B JINCTE-3aBEPUTE JIe€J1a CO CCBUIKOM Ha COOTBETCTBYIOLIUMN aKT.



8.13. OO6moxKa Jen MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jer) XpaHeHHs U MO JIUYHOMY
coctaBy odopmisercs 1o popme, ycraHoBIeHHOW [IpaBwiamMu opraHu3aluy  XpaHCHUS,
KOMILJICKTOBAHHSI, Yy4Y€Ta W HCIOJh30BAHUS JIOKYMEHTOB ApxuBHOTO (oHma PO wu apyrux
ApXUMBHBIX JIOKYMEHTOB B rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJICHUS
Y OpraHu3aIusix, yTBepKIeHHbIMU Npuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

Ha 00nokke Jie1 MOCTOSIHHOTO XpaHEHHWS BBEPXY NPEIyCMATPUBACTCS MECTO IS
HAaUMEHOBAHUS MYHHIMIAILHOTO apXWBa, B KOTOPBIA OHH OYyIyT NEpelaHbl, a TAK)KE apXUBHOTO
mudpa B MPaBOM BEPXHEM H JICBOM HIKHEM yTJIaX.

I[Ipu odopmieHUM OOJIOXKKH eI HAUMEHOBAaHHWE OOpPa30BATEIBLHOW OpTraHH3AIUH
YKa3bIBa€TCSl TIOJHOCTHIO II0 YCTaBy, B UMEHUTEIHHOM TAJEKe, COKpAIIeHHOE Ha3BaHUE —
B CKOOKax.

OO0s3aTeNbHBIMUA  PEKBU3UTAMU OOJIOKKH JIea SIBISETCS YKa3aHUE KOJMYECTBA JIMCTOB
B JIeJie, KOTOpOE MPOCTABJISETCS HAa OCHOBAaHWU JIMCTa-3aBEpUTENS Jiena, M CpOKa XpaHEHUs Jerna
(Ha genmax TOCTOSHHOTO XpaHEHWsl MHIIETCS: «XPaHUTh TOCTOSTHHO»), KOTOPBIA TMEPEHOCUTCS
Ha 00JIOKKY JieJla 13 HOMEHKJIATYPhI TTOCJIE CBEPKH €T0 M0 CPOKaM XpaHEHUS B MEpEUHE.

8.14. lns yueta DOKYMEHTOB OMpPEAENEHHBIX KaTeropuil Jesl TOCTOSITHHOTO ¥ BPEMEHHOTO
(cBprme 10 meT) XpaHeHUs, y4eT KOTOPBIX BBI3bIBACTCA CHENUGUKONW MaHHOW TOKYMEHTAIUU
(muHBIE Aena, 0co00 IIEHHBIE), COCTABIACTCS BHYTPEHHSS OIMUCh JOKYMEHTOB Jjefna (janee —
BHYTPEHHSIS OTIHCh).

BrayTpenHI010 0nuch HEOOXOUMO TAK)KE COCTABIATH B J€NIaX MOCTOSIHHOTO M BPEMEHHOTO
(cBprme 10 mer) xpaHeHusi, CHOPMHUPOBAHHBIX I10 PA3HOBHIHOCTSM JOKYMEHTOB, 3aroJIOBKH
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIEP’)KaHUE IOKYMEHTOB.

BHyTpeHHsis omuch cocTaBisieTcsl Ha OTACIBHOM JIMCTE 1O OopMe, YCTaHOBIEHHOU
[IpaBumaMu opraHu3anMu XpaHEHUs, KOMIUIEKTOBAHMS, Y4€Ta W MCIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onga PO u npyrux apXuBHBIX JOKYMEHTOB B rOCYJIapCTBEHHBIX OpraHax, OpraHax
MECTHOIO  CaMOYNpPAaBJIEHUS W OPraHM3alUsAX, YTBEPKIACHHbIMU  Ipuka3oMm  PocapxuBa
ot 31.07.2023 Ne 77.

K BHyTpeHHEW OMNUCH J€Ja COCTaBJSAECTCS MTOrOBasl 3allkCh, B KOTOPOW YKa3bIBAETCS
uudpamM U MPOMUCHI0 KOJIMYECTBO BKIIIOUEHHBIX B HEE JIOKYMEHTOB U KOJUYECTBO JIUCTOB
BHYTPEHHEH OMUCH.

BHyTpeHHs onuch NOANKCHIBAETCS €€ COCTABUTEIEM C YKa3aHUEM JIOJDKHOCTH, MOJIKUCH,
paciu(poBKU MOAMKUCU U HyMEpPYeTCs B JieJIie OTACIBHO.

9. Opranusauusi ONePaTUBHOr0 XpaHEeHUsI IOKYMEHTOB

9.1. C MoMeHTa 3aBelleHUs H JIO IIepeladyu el B apXuB 00pa30BaTeIbHON OpraHU3aIUH
Jienia XpaHsaTcsl Mo MeCTy uX (pOpMUpPOBaHUS — B CTPYKTYPHBIX IMOPA3ACTICHUIX.

PykoBoautenu CTPYKTYPHBIX opa3aeiICHUM 1 pabOTHHKH, OTBEYAIOIIHE
3a JIENOMPOU3BOJICTBO, 00s3aHbI 00ECIIEUNBATh COXPAHHOCTh JIOKYMEHTOB U JIEI.

C uenpl0 TOBBIIMICHUS OMNEPATUBHOCTH TMOHMCKA JOKYMEHTOB Jiella  pacrloJiararoTcs
B COOTBETCTBUM C HOMEHKJIATYpOU JIE.

Ha xopemkax 00moxkeK JAen YKa3bIBalOTCA UHICKCHI JIEN 0 HOMEHKJIAType.

9.2. Brigaua ACJI, O3HAaKOMJICHUC C JOKYMCHTAMH, HaAXOJAIIUMHCA Ha OIICPATUBHOM
XpaHCHHUU B CTPYKTYpHOM  IIOAPA3ACIICHUU, pa6OTHI/IKaM O6pa3OBaTeHLHOﬁ opraHu3anuunu
MPOU3BOJAUTCS C pa3pCIICHUS PYKOBOJACTBA.

9.3. U3bpsaTue AOKYMCHTOB U3 ACJ IMOCTOAHHOI'O XpaHCHHUA NOITYCKACTCA B UCKIIFOUUTCIIbHBIX
cjIydadx, TII0 3alpoCaM KOMIICTCHTHBIX OPraHOB H IMPOU3BOAUTCA C IMMMCbBMCHHOTO Pa3pCUHICHUA
PYKOBOOUTECIIA 06p330BaTCHBHOﬁ opraHusalnuvu C OCTaBJICHUCM B JCJIC SaBCpCHHOﬁ KOIINH
JAOKYMCHTA U aKTa O NpUYHNHAaX BbIAa4H IIOJJIMHHUKA.



9.4. CamocToATENbHOE YHUYTOKEHUE JOKYMEHTOB B CTPYKTYPHBIX IOAPA3JIEIECHUAX
00pa3oBaTeNIbHOI OpraHU3aluy 3alpelaeTcs.

9.5. PaOOTHHUKHM CTPYKTYpPHBIX IOJpPAa3/ICICHHI HECYT OTBETCTBEHHOCTH 3a COXPAHHOCTH
MOCTYMUBIINX K HUM JJOKYMEHTOB U aKKypaTHOE 0OpaIieHue ¢ HUMHU.

10. Ilopsnoxk nepegaym [JAOKYMEHTOB HAa XpaHeHHe B apXuB 00pa3oBaTe/bHOM
Opranusanuu

10.1. B apxuB 00pa3oBaTeIbHON OpraHU3aIMK IIEPEIAIOTCS JIe)Ia TOCTOSTHHOTO, BPEMEHHOTO
(cBeie 10 siet) xpanenus. Mx nepenava npou3BOIUTCS IO OIUCSIM JIEN.

3aKOHUYEHHbIE JEJIONPOU3BOACTBOM Jiejla TOCTOSIHHOTO, BpeMeHHOro (cBbime 10 jer)
XpaHEHMUs] MOCJIe OKOHYAHMS KaJEeHJApHOIO rojia, B KOTOPOM OHHU OBLIM 3aBEJEHBI, IMOAJIEXKAT
OpOpPMIICHHIO B COOTBETCTBHUM  C HACTOSILIEH  HHCTPYKUUEH U IepetaroTcs B apXUB
oOpazoBaTenbHOM  opranm3zauuu. [lpuem ocymiecTBisiercs 1O rpaduKy, COTJIACOBaHHOMY
C PYKOBOJUTEISIMH  CTPYKTYPHBIX  MOJAPA3JCICHUM U YTBEPKICHHOMY  PYKOBOJUTEIIEM
00pa3oBaTeNIbHON OpraHu3aluy.

10.2. B mepuo NMOArOTOBKM CTPYKTYPHBIMH IOAPA3JEICHUSAMM €l K Iepefade B apXuB
o0pa3oBaTeNIbHOM  OpraHu3allid  OTBETCTBEHHBIM  3a apXWB  IPEABAPUTENIHHO  MPOBEpSIET
MPaBMWIIBHOCTh UX (OPMUPOBAHUS, OPOPMIIEHHS U COOTBETCTBHE KOJIMYECTBA JE€J, BKIFOYEHHBIX
B OIHAChH, KOJIMYECTBY JEJI, 3aBEICHHBIX B COOTBETCTBMM C HOMEHKJIATypoil. Bce BBIABIEHHBIE NTPU
IIPOBEPKE HENOCTATKHM OTBETCTBEHHBIC 3a JEJIONPOM3BOACTBO CTPYKTYPHOIO IOAPA3JCIICHUS
00s13aHbI YCTPAHHTb.

10.3. Tlpuem kaxnaoro Jnena MPOU3BOAUTCA OTBETCTBEHHBIM 3a apXUB B MPUCYTCTBUH
OTBETCTBEHHOTO 3a JIEIONPOU3BOJICTBO CTPYKTYpPHOro mnojpasfeneHus. Ha skzemmisipax omnucu
MPOTUB KaXIOTO JIeJIa, BKIIOUEHHOTO B HEE, JIENaeTCsl OTMETKA O HAJIMYMHU Jiena. B KoHIe Kaka0ro
9K3eMIUISIpa OMMCHU YKa3bIBAIOTCS LU(paMU U NPONUCHI0 KOJMYECTBO (HAaKTUUECKH MPUHATHIX
B apXuB JIeJ, HOMEpa OTCYTCTBYIOIIMX JIEJ, 1aTa MpueMa-fepeauu e, HOAMNUCH OTBETCTBEHHOIO
3a apxuB U pabOTHHKA, IEPEAABIIETo Aea.

10.4. [lena B apXvB IOCTaBJISAIOTCS paOOTHHUKAMHU CTPYKTYPHBIX TOApa3IeICHUH.

10.5. Bcnyuae  JIHMKBUAAUMU ~ CTPYKTYPHOTO  MOAPA3JEIICHUS  OTBETCTBEHHBIM
3a JIENIONPOU3BOJICTBO B TEUEHHWE [JIBYX MECALIEB C MOMEHTA JIMKBUJAALMU TOAPA3ICICHUS
dbopMupyeT Bce UMEIOLIUECS TOKYMEHTHI U IMepelaeT B apXuB 00pa3oBaTENbHON OpraHu3aluu
HE3aBHCHMO OT CPOKOB XpaHEHUS; PU peopraHuzanuu oOpa3oBaTelbHON OpraHu3aluu J0KYMEHThI
MepelaloTcs M0 akTy  [pHeMa-lepefadyd  MpaBONPEEMHUKY  WIM  OpU  OTCYTCTBUU
MIPaBONPEEMHUKA — B MYHUIIUTIAIbHBIN apXUB.

11. DkcnepTHU3a HEHHOCTH JOKYMEHTOB

11.1. DOxcnepTtusza LEHHOCTH IOKYMEHTOB — OIPEIEIIEHUE COOTBETCTBUS JOKYMEHTa U
(M) TOKYMEHTOB KPUTEPHSIM €ro (MX) IIEHHOCTH B LIEJISIX ONpPEAEICHUs CPOKa XpaHEHUs U 0TOOpa
JOKyMEHTa U (WJIM) JOKYMEHTOB JUId JJs Iepellaud Ha XpaHeHHs B apxuBe o0pa30BaTelbHOM

opraHu3aniuu 1Jiv BBIACICHUA K YHUYTOXCHUTIO 110 UCTCUCHUHN YCTAHOBJIICHHOI'O CPOKAa XpaHCHUS.

11.2. 3KCHepTI/I3a HECHHOCTU OOKYMCHTOB B 06pa30BaTeJ'IBHOI7I opraHus3allvii Ha CTaJuu
ACIOMMPOU3BOACTBA ITPOBOAUTCA:

e IIPU COCTABJICHUM HOMEHKJIATYPBI JEI,;



e BIpouecce (GopMUPOBAHHS I W MPOBEPKUA NPABWIBHOCTH OTHECEHHUS JOKYMEHTOB
K Jlenam;

e IIPHU IOJArOTOBKE JEJI K MOCIEAYIOIEMY XPaHEHHUIO;

e B apXMBE B IIPOLIECCE NMOArOTOBKH HA XPAHEHUE B MYHUIUIIAJIbHOM ApXUBE.

11.3.  [na opraHu3auuud ¥ OPOBEACHUS  OKCIEPTU3bl  LEHHOCTH  JOKYMEHTOB
B 00pa30BaTEIbHON OpPraHM3alMU CO3JACTCS MOCTOSIHHO JCHCTBYIOIIAs SKCHEPTHAs KOMHCCHS
(mamee — DK).

11.4. ®ynkuuu u npasa OK, a Takke opranusanus ee padoThl ONpenesieTcs M0JI0KEHNUEM,
KOTOpO€ YTBEP:KAAeTCsl pyKOBOAUTENEM 00pa30BaTeIbHON OpraHu3alui U (WJIM) COTJIaCOBBIBAETCA
¢ LIOK Ynpasnenue nenamu mpaBUTEILCTBAIHCKON 00IaCTH.

11.5. DOkcneptu3za II€HHOCTHM JOKYMEHTOB IIOCTOSSHHOTO W BPEMEHHOTO XpaHEHUs
OCYIIECTBIISICTCS €XKErOHO B CTPYKTYPHBIX IOJpPA3EICHUSAX O00pa30BaTeIbHON OpraHU3aluu
HETIOCPEJICTBEHHO JIMIIAMH, OTBETCTBEHHBIMH 3a JICJIONPOM3BOJICTBO, cOoBMecTHO ¢ DK mpwm
HETIOCPE/ICTBEHHOM METOJMYECKOM PYKOBOJACTBE PYKOBOAMTENS apxuBa 00pa30oBaTeNbHOMN
OpraHHU3anuH.

11.6. OT60p HOOKYMEHTOB JUIsl TOCTOSIHHOTO XpaHEHUS TMPOBOAUTCA B COOTBETCTBUU
C HOMEHKJIATypoOil Jiel 00pa30BaTebHON OPraHM3aIii, TUTIOBBIMU W BEJIOMCTBEHHBIMH TIEPEUHIMH
JOKYMEHTOB C yKa3aHUEM CPOKOB WX XpaHEHUS MyTEM MOCTPAHUYHOTO TPOCMOTpa JIeT.

B nenax mocTossHHOTO XpaHEeHHsI OJUIeKAT U3BATUIO TyOIEeTHBIE SK3EMILISIPbl JOKYMEHTOB,
YepHOBUKHU, HEO(POPMIIEHHBIE KOITUU IOKYMEHTOB U HE OTHOCSIIHUECS K HUM JOKYMEHTBHI.

Hema ¢ ormerkoir "DIIK"/"OK" moaBepraroTcsi Takke MOJHUCTHOMY MPOCMOTPY C LEIBIO
OTIpe/ieNieHUs] U BBIJCJIEHUSI M3 UX COCTaBa JOKYMEHTOB, MOJUICKAIINX MOCTOSIHHOMY XpaHEHHIO.
Hena c ormetkoir "OIIK"/"OK«, comepikamue AOKYMEHTHI TMOCTOSTHHOTO XpaHEHHS, MOIJIeKaT
nepegopmupoBanuio. BblgeneHHble U3 UX COCTaBa  JOKYMEHTHl  TOCTOSIHHOTO  XpaHEHUS
MIPUCOEIUHSIOTCS K OAHOPOJHBIM JefiaM U 0QOpPMIISIIOTCSL B caMocTosiTeNibHbIe jena. Cpoku
XpaHEHUs JeJl, COJepXallUX OCTaBIIMECS JOKYMEHTbl BPEMEHHOIO XpaHEHUS, OIpeIeistoTCs
10 BE€JIOMCTBEHHOMY (U TUIIOBOMY) II€PEYHIO JIOKYMEHTOB C YKa3aHHEM CpPOKOB HX XpaHECHHUS
1 HOMeHknatype nen. [loamuBka BHOBb CHOPMUPOBAHHBIX €N MPOU3ZBOIUTCS TOJIBKO MOCIE
3aBepUICHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

OpHoBpeMeHHO ¢ OTOOpPOM JOKYMEHTOB TOCTOSSHHOTO U BpeMeHHOro (cBbimie 10 jer)
XpaHEHUs JJsl Tepelayd B apXuB B CTPYKTYPHBIX MOJpPa3ACICHUSIX MPOBOJIUTCS OTOOp Jen
U JOKyMeHTOB BpeMeHHoro (mo 10mer) xpaHeHus, MOJUIeXKAIUX JaIbHEUIIEMY XpaHEHHIO
B CTPYKTYPHBIX MOJAPA3ICICHUSIX, BBIICICHUE K YHUUYTOKEHUIO el 3a MpeAbIAyIIne KaleHAapHbIe
roJibl C UCTEKIIMMH CpPOKaMH XpaHeHUs. [Ipu 3TOM y4MTHIBAIOTCS OTMETKH B HOMEHKIATYpe el
«o munoBanus HapooHocTu» (IAMH), «Ilpu ycnoBuu 3aBepiienus mpoBepKu (PEBU3UH)» U T. II.
[lapamiensHO  mpoBepsieTCs  KAyecTBO U MOJHOTA  JCHCTBYIOLIEH  HOMEHKIATYpbl  JAel
00pa3oBaTeNbHON OpraHU3aIky, MPAaBUIHLHOCTH OMPEJIEICHNUsS CPOKOB XpaHEHUS Jell, 3aBEICHHBIX
B COOTBETCTBUU C HOMEHKIATYpOW e, COONIOJCHHE YCTaHOBIEHHOTO TMOpsAaka OQOpMIICHUS
JOKYMEHTOB ¥ (JOPMUPOBAHUS €T

11.7. ApXI/IB MMPOBOAUT 3KCIIEPTU3Y HEHHOCTU JOKYMCHTOB IIpU 0T60pe HX Ha XpAHCHUC 10
HEMMOCPCACTBCHHBIM MCTOAUYCCKUM PYKOBOJACTBOM MYHUIIUIIAJIBHOTO apXUBa DHCCKOM 001aCcTH.

11.8. B cnmyqae oOHapykeHUs B Mpoliecce MPOBEACHHS dKCIIEPTH3bI IIGHHOCTH JOKYMEHTOB
B apXMBE HEIOCTAaYM JOKYMEHTOB IOCTOSIHHOTO XPAHEHHUS COOTBETCTBYIOIIUMHU CTPYKTYPHBIMU
MoApa3IeIeHUs MU 00pa30BATENIBHOM OpPraHu3aIiy JOJKHBI OBITh IPUHSATHI MEPBI IO PO3BICKY ITHX
JOKYMEHTOB.



CTpykTypHBIE TOApa3eeHus] 00pa3oBaTeNbHON OpraHU3aluu O0sS3aHbl CUCTEMATHUYECKU
ONMUCBIBATbL AJOKYMCHTBHI 110 JIMYHOMY COCTABY M JOKYMCHTBI BPCMCHHOI'O XPaHCHUSA (CBBIIJ_IC
10 net), obecneunBaTh UX COXPAHHOCTbH U YYET.

1.9. Ha Bce 3aBeplieHHbIE AEIONPOU3BOICTBOM J€jla OCTOSHHOTO, BPEMEHHOTO (CBBILIE
10 yrlet) XpaHEHHUs W MO JUYHOMY COCTaBYy, MPOIIEANINE IKCIEPTU3Y IEHHOCTH H O(opMIICHHBIC
B COOTBETCTBUU C HACTOSIIIUMHU TPEOOBAHUSAMH, €KETOTHO COCTABIIAIOTCS omucH aei. OTnenbHas
ONHUCh JIeJT TPENCTaBIseT CO0O0Il TepedeHb el C CaMOCTOATENIBHON BajloBOM (TIOPSIKOBOM)
HyMepanueu.

Onucu aen cocTaBislOTCA OTAEIbHO Ha Jiejla IMOCTOSHHOTO XPAaHEHHUs, JIeJla BPEMEHHOIrOo
(cBermie 10 meT) XpaHeHwWs, Jenia 1Mo JUYHOMY coctaBy. Omucu nen odopMIstoTcs 1o gopmam,
YCTaHOBJICHHBIM HpaBI/IJ'IaMI/I OopraHusalvi XpaHCHUS, KOMIUJICKTOBAHUA, YyUC€Ta W HWCIIOJIb30BaHUSA
NOKyMeHTOB ApxuBHOro ¢onaa PO wu apyrux apXuBHBIX JOKYMEHTOB B IOCYIapCTBEHHBIX
opraHax, OpraHax MECTHOTO CaMOYIIPaBJICHHUS U OpPraHU3alMAX, YTBEPKICHHBIMU IPUKA30M
Pocapxusa ot 31.07.2023 Ne 77.

Onucu 11en COCTaBIIAIOTCS B KaXKJIOM CTPYKTYPHOM TOJpa3/eieHuH 00pa3oBaTENIbHOMN
opraHu3anyu CKEroJHO B ABYX OK3CMILIAPaAXx.

[losTuM omucsaM mojpa3feneHus CcHalT JOKYMEHThl B apXuB 00pa3oBaTeabHOU
OpraHu3aIiy.

OTBETCTBEHHOCTh  3a CBOEBPEMEHHOE M KaUYeCTBEHHOE COCTaBJICHHME ONHUCeH  jaen
CTPYKTYPHBIX MOJIpa3AeIeHUI HECYT pyKOBOIUTENN 3THX MOApa3aeeHui.

11.10. Ilepen BHeceHHEM 3aroJIOBKOB i€ B OMUCHU MPOBEPSIFOTCS KaueCcTBO (POPMHUPOBAHUS
n O(bOpMJ'IeHI/IH JCJI, COOTBETCTBHUEC KOJIMYCCTBA JIC]I, BHOCUMBIX B OIMHMCH, KOJIMYECTBY 3aBCACHHBIX
JIeJ1 IO HOMEHKJIaType 00pa3oBaTeIbHON OpraHu3aluy.

IIpu mpocMoTpe en MpoBepsIIOTCA:

e COOTBETCTBME 3aroJIOBKa Jiejia COJEPKaHUIO TOKYMEHTOB B JIEIIE;

e IPaBWIBHOCTb O()OPMIIEHHUS U IPYNIIUPOBKH JOKYMEHTOB, BKIIIOUEHHBIX B JIENO;
e KauecTBO IOJIIMBKY WIX IeperuieTa Jena;

e IPaBWIBHOCTh HyMEpalUH JHUCTOB JIENa;

e HaJM4Me B JieJie B HEOOXOJUMBIX CllydasiX BHyTPEHHEH OIUCH;

e IPaBWIBHOCTh O(hOPMIIEHUS O0JIOKKH JeTa;

e HaJM4HUe U NPAaBUIBHOCTH OPOPMIICHHS JUCTa-3aBEPUTENS Aea.

B cnyuae  oOHapykeHHMs ~ HapylleHMs  YCTAHOBJIEHHBIX  MNpaBwil  (OPMHUPOBAHUSA
1 o(hopMIIeHHUS 1€ OHU JOJDKHBI OBITh YCTPAHEHBI.

B cnyuae  oOHapyXeHUs OTCYTCTBUSL  JIeJI, UUCIALIUXCS [0 HOMEHKJIAaType el
o0Opa3oBaTeIbHOW  OpraHu3aluM, CTPYKTYPHBIM  HOJpA3JeNeHHEM  [PUHUMAIOTCS  Mepbl
10 UX po3bIcKy. OOHapyKeHHbIe Jeja BKIIOYAIOTCS B ONUCh. Ecnu mpuHATBIE Mephbl HE Jaju
pe3yibTaToOB, TO HA HEOOHAPYKEHHBIE JIeJla COCTaBJISIETCsl CIpaBKa O MPUYMHAX OTCYTCTBUS M€,
KOTOpasi HOJIMCHIBACTCS PYKOBOAUTENIEM CTPYKTYPHOIO MOJApa3AeieHUs U MepelacTcs BMecTe
C OIUCHIO JIeJl CTPYKTYPHOTO MOJIPA3/IeIeHUs B apXUB 00pa30BaTEIbHON OpraHu3alH.

11.11. IIpu cocTaBieHUU OMKCH TN COOTIOAAIOTCS CIEAYIOUTUE TPEOOBAHNUS:

e 3aroJIOBKHU J€JI B OIIMCU HOJDKHBI COOTBCTCTBOBATH 34aroJIOBKaM AC€JI B HOMCHKIIATYpPE JCJI
U TOMY, 4YTO BBIHCCCHO Ha O6J'IO)KKy, B COOTBETCTBHH C HpHHHTOﬁ cXeMou CUCTEMAaTHU3alu,

e KaXI0C ACJIO BHOCHUTCS B OIIUCH NOJA CaMOCTOSATCIIbHBIM ITOPAAKOBBIM HOMEPOM. Ecnu geno
COCTOUT U3 IBYX U 0oJiee yacTel Win TOMOB, TO KaXJdas 4aCTb HJIM TOM BHOCHTCA B OIIUCH
nmoa CaMOCTOATCIIBHBIM HOMEPOM.

11.12. rpa(bLI OIMUCH 3aITOJIHAKOTCA B TOYHOM COOTBETCTBUU C TCMU CBCACHUSAMMU, KOTOPLIC
BBIHCCCHBI Ha O6J'IO)KKy JAcia.



11.13. Ilpu BHEceHMM B OIHUCh MOAPSA] JAEI C OJAWHAKOBBIMM 3arojOBKaMH IHILETCS
IIOJIHOCTBIO 3ar0JI0BOK IIEPBOIO JI€JIa, & BCE OCTAIbHbIE OJHOPOAHBIE Jeia 0003HAYal0TCs CI0BAMU
«To xe», Ipu 3TOM JIpYTrue CBEIEHUS O J€JIaX BHOCSTCS B OMMCh IOJHOCTHIO (HA Ka)KJIOM HOBOM
JMCTE OIUCH 3aroJIOBOK BOCIIPOU3BOJUTCS IMOJHOCTBIO).

11.14. T'pada ommcu «llpumeuanue» wHCHIONB3yeTCS i OTMETOK O MpUEME Jed,
00 0COOEHHOCTSIX WX (PU3UYECKOTO COCTOSIHHUS, O mepenavye JAed  JIPYTHMM  CTPYKTYPHBIM
MOIPA3ACIICHUSIM CO CCBUIKOM Ha HEOOXOIUMBIN aKT, O HATMYUU KOTUH U T. .

11.15. B xoHue omucH Bciaen 3a MOCHEOHEH OIMCATENLHON CTAThEW JenaeTcss MTOroBast
3aMmuch, B KOTOPOU yKasbiBaeTcs (1udpaMu ¥ MPOMUCHIO) KOJIUYECTBO JIEN, YUCIISIIUXCS 110 OIMHUCH,
MIEPBBIA W TIOCIEAHUA HOMEpa JeJ 10 ONHUCH, a TAK)KE OrOBAPUBAIOTCS OCOOCHHOCTH HyMEpaIluH
JIeNT B OTTUCH (JTUTEPHBIC HOMEpa JIe | MPOIYIIEHHBIC HOMEPa).

11.16. Omnuck Jnen CTPYKTYpHOTO MOJApa3feNeHusl MOANMUCHIBAETCS PYKOBOAMUTEIEM
CTPYKTYPHOTO IOJIpa3/ieTICHuUsI.

Omncy CTPYKTYPHBIX MTOAPA3ICICHAN CITyXKaT OCHOBOH /U COCTABJICHHSI TOJJOBOTO pa3jierna
ONHUCH Jiell 00pa30BaTEeIbHOM OpraHM3alM, IPEANCIOBHUS, TUTYJIBHOTO JIMCTa, ITOATOTOBKA
KOTOPOTO BO3JIaraeTcsi Ha apXuB 00pa30BaTeIbHOM OpraHU3alny.

11.17. Ilo pe3ynpraramM 53KCHEPTH3bl LEHHOCTH JOKYMEHTOB COCTAaBIIAKOTCS OMMCH el
MOCTOSIHHOTO, BpeMeHHOoro (cBbimie 10 J1leT) XpaHEHHs W 10 JIMYHOMY COCTaBy, a TaKXKe aKThl
O BBIJICJICHUU €] K YHUYTOKEHUIO.

11.18. AKT O BBIZCIIEHUN K YHUUTOKEHUIO IOKYMEHTOB COCTABIISIETCS, KaK MPaBUIIO, HA BCE
nena oOpa3zoBaTelbHOM opraHu3anu. Eciay B akTe yka3zaHbl Jeja HECKOJIbKHX CTPYKTYPHBIX
MoApa3JIeIeHn i, TO Ha3BaHHUE KaKJ0TO CTPYKTYPHOTO MOJIpa3AeieHHs YKa3bIBAE€TCs Mepe]l TPyNnoi
3aroJIOBKOB JIeJI 3TOr0 TMoJpa3fefieHus. 3arojoBKA OJHOPOAHBIX Jied, OTOOpaHHBIX JJIs
YHUUTOKEHHUSI, BHOCSATCS B aKT 1O OOIMM 3aroJIOBKOM C YKa3aHHEM KOJIMYECTBA /1], OTHECEHHBIX
K JaHHOW rpynme. Jlema BKJIIOYAOTCST B aKT O BBACICHUM  MX K YHUYTOXKEHHUIO,  €CIIH
MIPEelyCMOTPEHHBIHN U HUX CPOK XpaHEHUs UCTEK K 1 sHBaps roja, B KOTOPOM COCTaBJIEH aKT, IpH
HAJIMYUU  YTBEPKIACHHOW (COTJIACOBAHHOM) OIMUCH 32 3TOT MEpHOJ. AKT O BbIICICHHUU
K YHUUTOXEHHIO JOKYMEHTOB cocTaBiisieTcsi gopme, ycraHoBieHHOW IlpaBunamu opranuszanuu
XpaHEHMs, KOMIUIEKTOBAaHHUS, Yy4eTa U HMCIOJb30BaHUS JOKYMEHTOB ApxuBHOro ¢ounga PO
U IPYTUX  apXUBHBIX  JIOKYMEHTOB B IOCYJapCTBEHHBIX  OpraHax, OpraHax MECTHOIO
caMOyTIpaBlIEHUS U OpraHU3alMsIX, YTBEPKACHHBIMU Mpuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

CornacoBannubie DK 00pa3oBaTenpHON OpraHu3aliy aKThl YTBEPKAAIOTCS PYKOBOAUTEIEM
00pa30BaTeNbHON OpraHu3aluy MPU HAIUYUHU YTBEPKACHHBIX OMUCEH JIENl TOCTOSHHOTO XpaHEeHHS
U COTJIaCOBAHHBIX OMHUCEH JeNn 1O JIMYHOMY COCTaBy 3a TOT )K€ TMEpPHOJ, TOcie Yero
oOpa3oBaTelibHas OpraHu3alis UIMEeT IPaBO YHUUYTOXKATh JIeJia, BKIIIOUEHHBIC B JJAHHBIC aKThI.

[Torpy3ka u BBIBO3 Ha YTUJIM3ALMIO OCYIIECTBIAIOTCS IMOJ KOHTPOJIEM OTBETCTBEHHOTO
3a apxuB 00pa30BaTENbHON OPraHU3AIMH UM OTBETCTBEHHOTO 3a JIEJIOMPOU3BOJICTBO.

12. Ilepenaya 1OKYMEeHTOB HAa XpaHeHHe B MyYHMIMNIAJIbHBINA apXuB

12.1. Ilepemadye Ha XpaHeHHMe B MyHUIMNANBHBIA apXWB DHCKOM 00JacTH moOJyIekar
JOKYMEHThI BpeMeHHbIX (cBbIle 10 JIeT) CpOKOB XpaHEHMs, B TOM HYHCIE I10 JINYHOMY COCTaBy,
€CJIM NHOE HE YCTAaHOBJIEHO JECHCTBYIOIINM 3aKOHOAATEIbCTBOM.

12.2. Tlepenaua en B MyHULMOAIBHBIA apXUB OCYIECTBIIAETCS IO aKTy MpHeMa-Nepeaayn
apXMBHBIX JOKYMEHTOB Ha XpaHEHUE U B 3apaHee COIJIACOBAHHBIE C MYHUIIMINAJIBHBIM apXHUBOM
CPOKHU.



13. Ucnonb30BaHue JOKYMEHTOB apXuBa 00pa30BaTeIbHOI OpraHu3alun

13.1. [oxkymeHTBl W Jiena, HaxXOAALMEecs Ha XpaHEHUM B apXuBe, IPEACTaBISAIOTCA
pabOTHHKAM CTPYKTYPHBIX HOJpa3/esieHuil Uit paboThl B IOMEIICHWN apXWBa WIM BO BPEMEHHOE
(e Ooyee Mecslla) IOJIb30BAHWE BHE apxuBa IIOJ PACIUCKY B KypHaJIe Yy4eTa BBbIIAUM JEJ
(mpunoxenue Ne 11).

13.2. PaGoTHHKH 00pa3oBaTeiIbHON OpPraHU3allMd HECYT OTBETCTBEHHOCTH 3a COXPAaHHOCTh
" IPAaBUIJIBHOC MCITIOJIb30BAHUEC IMOJTYUCHHBIX APXHBHBIX JOKYMCHTOB.

13.3. U3bsATHE [OKYMEHTOB U3 apXWUBHBIX [eJI, Mepenadya paOOTHUKAM CTPYKTYPHBIX
MOJIpa3/IeICHN apXWBHBIX JOKYMEHTOB WJIM WX KOTMH pPaOOTHUKAM JAPYTHX OpraHu3anuii 6e3
pasperieHns pyKoBOJICTBA HE JOMYCKAaeTCsl.

13.4. Ilpu pabore c apXUBHBIMH JOKYMEHTAaMHU HE Pa3pelIaeTcsi BHOCHUTh B HUX IPaBKY,
Je7aTh MOMETKH, paboTaTh C HUIMH BHE CIY)KEOHBIX TOMEIICHHH.



ITpunoxxenne Ne 1
K MHCTpyKLIMHY 1O 1€70MIPOU3BOJICTBY

(I)opMa JOKAJIBHOI'O aKTa

T'OCYJIAPCTBEHHOE BIO/[’)KETHOE OBLLIEOBPA3OBATEJILHOE VUPEXXIEHUE
«IIKOJIA Ne 73 TOPOJICKOI'O OKPYT'A TOPJIOBKA»
JIOHELIKOM HAPO/THOM PECITYBJIMKU
(TBOY «I1IKOJIA Ne 73 I.O.TTOPJIOBKA»)

COI'JIACOBAHO'! YTBEPXKIAIO °
(HauMMEHOBAaHHUE COIJACYIOILEro OpraHa) (IOIKHOCTD PYKOBOAUTEIIS)
3
(moamnuce) (1.0. damunust)

(PEKBU3HTHI JOKYMEHTA, KOTOPBIH COACPIKUT PELICHHE O COTNACOBAHUH JIOKAIBHOTO aKTa)
(nara)

HNOJIOKEHUE/TIOPAAOK/MHCTPYKIIUA
0

1. O01mue mos10:KeHUA
1.1..
1.2..
2. Ha3Banue pa3jaesa
2.1...
2.2...
3. HasBanue pa3zgena
3.1...
3.2...
4. HazBanue pa3zjiena

4.1..



4.2...
S. HazBanue pasgena
5.1...
5.2..
6. HazBanue pasgena
6.1...
6.2...

[Tpunoxxenne Ne 1
k [Honoxenuto/Topsaxy/UucTpykunn

3aro/10BOK NpUJI0KeHHUS

1. I'pacha ynansercs, ecii HET COTIACYIOIIMX OPTaHOB.

2. Ilpn yTBepXK/ACHUH JAOKYMEHTA JOJDKHOCTHBIM JIMIIOM Ipu yTBepkaeHus cocTout u3 cioa YTBEPX/IAIO; HanMeHOBaHUS JOIKHOCTH JIMIIA,

YTBEPKAAIOIIETO JOKYMEHT; €ro MOANKMCH; HHUIHAIOB; haMmwiny 1 AaThl yrBepkaeHust (1. 5.16 TOCT P 7.0.97-2016).
3. Uanumans! mummte nepex pamumieii (m. 5.16 TOCT P 7.0.97-2016).
4. Jlata [OKyMCHTa 3alMChIBACTCS B IIOCIEIOBATENBHOCTH: JICHb MECALd, MECsl, KaICHIApHBI O OJHHM W3 JByX CIIOCOGOB:

— apaObCKUMH uudpamu, pa3ieneHHbIMU TOYKOM: 05.06.2024;

— cI1oBecHO-IIH(GPOBBIM criocobom, Harmpumep 5 uronst 2024 r. (. 5.10 TOCT P 7.0.97-2016).



[Tpunoxenne Ne 2
K MHCTpYKIIMU IO AETOMPOU3BOJICTBY

®opma npukasa
IoCYAJAPCTBEHHOE BIOJIDKETHOE OBIIIEOBPA3OBATEJIBHOE YUPEX/IEHUE
«IIKOJIA Ne 73 TOPOJICKOI'O OKPYT'A T'OPJIOBKA»
JOHELKOU HAPOJHOW PECITYBJIMK
(F'BOY «IIKOJIA Ne 73 T.0.I'OPJIOBKA»)
IMPUKA3

Hara Ne
MecTto cocTaBjeHUs
3aros0Bok °
[IpeamOyna

ITPUKA3BIBAIO:

1. (mpunosxenwue 1).

2.

3.

4, KOHTpOJ’II) HCIIOJIHCHUA HACTOALICTO IIPpHUKa3a

(IODKHOCTb PYKOBOJHUTEIIS ) (moamuce) (1.0. damunust)

B nenoNe 32202 ron 4

(IOMHKHOCTB)

(moAnuch)

202

®. 1. 0., JIOJDKHOCTD, °

(Tenedon)



[Tpunoxxenue 1

K [IpUKa3y

oT No

3aro/10BOK NpUJI0KeHUS

1. )Ia'ra JOJDKHA COOTBETCTBOBATH JAAaT€ IOANHUCAHHUSA NOKYMEHTA. I[a'ry YKa3bIBarOT B cbopmaTe JI€Hb, MECAL, TOMI. chonmyﬁ're OOVWH U3 OBYX

CIoco0oB:

— apalOckue uudpsl, paszieneHHbIe TOUKOIA: 05.06.2018;
— c1oBECHO-IM(BPOBOIT cocob, Hanpumep 5 utons 2018 r. (m. 5.10 TOCT P 7.0.97-2016).

2. Vka3bIBaroT LE(ppoBoil nian OykBeHHO-LM(PpoBoil naeHTH(HKaTOp qoKyMenTa (1. 5.11 TOCT P 7.0.97-2016).

3. 3aroioBoK K TEKCTYy — KpaTKOE COAEpXkaHHe JOKyMEHTa. 3aroJIoBOK K TeKcTy Gopmymnupyercs ¢ npeaiorom «O» («O0») u oTBe4aeT Ha BOIPOC

«o yem?» (. 5.17 FOCT P 7.0.97-2016).

4. Onpenensor MECTO XpaHeHUs JIOKYMEHTa, Korjga 3aKaHYUBAIOT C HUM paboTats. Bxurounte B OTMETKY:
— cJIOBa «B nenow;
— UHJIEKC nena 110 HOMEHKJIAType C YKa3aHUuEeM roxa;

— JIOJDKHOCTH OTBETCTBEHHOTO JMIIa, ero moamucs u aaty (. 5.30 TOCT P 7.0.97-2016).

5. VYkaswsBator mnosnHocteio ®. M. O. wucnonnurens u Homep tenedona. [loxemaHuro JOOABIAIOT Ha3BaHWE JOJDKHOCTH, CTPYKTYPHOTO

MoAipas3aeseHns U aneKTpoHHslii aapec (. 5.25 TOCT P 7.0.97-2016).



[Tpunoxenne Ne 3
K MHCTpyKIMHK 11O JEIONPOU3BOACTBY

®opMa nIpoToKoIa
IoCYJAPCTBEHHOE BIO/DKETHOE OBHIEOBPA30OBATEJIBHOE YYPEX/IEHUE
«IIKOJIA Ne 73 TOPOJICKOI'O OKPYT'A TOPJIOBKA»
JOHELIKOU HAPOIHOU PECITYBJIMKU
(I'BOY «IKOJIA Ne 73 I'.O.I'OPJIOBKAY)
IMPOTOKOJI

HazBanwue kosuiernanbHOTO Oprana (KOMHCCHH, paboyelt TpYIIbl U T.11.)

Ne

(nata)

(MecTO COCTaBJICHUS)

[Ipencenarens: Damvumug U.0.
Cexkperapn: ®amumnus 1.0
[IpucyrcTBOBaNM: Yell. (CIIUCOK MpUJIaraercs)

OtcyTcTBOBANM:

IOBECTKA JIHA:

1. Bompoc

2. Bomnpoc

XOA 3ACEJJAHUA

1O BOIMPOCY Ne 1

CJHIYHWIAJIN:

®amunus N.0. — TekcT JoKIaAa NpuaraeTcs.
BBICTYIIUJIN:

N.O. ®amunus — KpaTKas 3alMch BBICTYIUIGHHSA (OT TPEThEro JIHMIA €AWHCTBEHHOTO YHMCIIA).
Bomnpocsl, 0TBeThI (IPUBOAATCS B MOPSIJIKE TOCTYIICHUS).



PEIIINJIA:

1.1. Onucanue pemieHus o BOmpocy
1.2. Onucanue pemnieHus mo BOmpocy
MMPOI'OJIOCOBAJIA:

3a

« », IPOTUB — « », BO3ACPKAINUCh — « ».

[Ipenacenarens Iloamuce W.O. Gamunms

Cekperapb [Moanmuce N.O. Gamunus

3a —



ITpunoxxenne Ne 4
K MHCTpyKLIMHY 1O 1€70MIPOU3BOJICTBY

®opMa ABOYHOIO JIMCTA
SIBOYHBIN JUCT
Hazpanue kosuiernanbHOTO Oprana (KOMUCCHH, paboyel TPyIIbI U T.11.)

(IPOTOKOJ OT «___ » 202 roma Ne 00)

Ne

u/n ®D. U. O. | Joj:xHOCTH IMoanuck

Ol 0| N[Ol | B>|lW[IDN|PF

[E=y
o

11

[Ipencenarens Iloanuce N.O. Gamumnus

Cekperapp [Mognuce M.O. @amuius



[Tpunoxxenne Ne 5
K MHCTpYKIIMU 1O AETONPOU3BOJICTBY

dopma nucbMa

MHUHMCTEPCTBO OBPA3OBAHMS 1 HAYKH JOHEIIKOM HAPOIHOM
PECITYBJIMKATOCY IAPCTBEHHOE BIO/UKETHOE OBILIEOBPA3OBATEJIBHOE
YUYPEJKJIEHME «IIIKOJIA Ne 73 TOPOJCKOI'O OKPYT'A TOPJIOBKA» JIOHEIIKOM

HAPOJHOW PECITYBJIMKH(TBOY «IIIKOJIA Ne 73 T.0. TOPJIOBKA»)
284601, IOHELIKASI HAPOJIHASI PECITYBJIMKA, T.O. TOPJIOBCKUM, T. TOPJIOBKA, VJL
KOMCOMOJILCKAS, J1. 9 ten. 4-25-41, E-mail: hcol_73@mail.ru, OT'PH 1229300087390 MHH
9312005160,  KIIIT 931201001

Ha Ne oT

Anpecat

(ODKHOCTb PYKOBOJHUTEIIS ) (moamnuce) (®.1.0.)

®. U. O. ucrionHuTesA

(renedon)


mailto:hcol_73@mail.ru

[Tpunoxenne Ne 6
K MHCTpYKLIUY 110 JIeNIONPOU3BOICTBY

®opma yBeoMJICHUS

MHUHMCTEPCTBO OBPA3OBAHMS 1 HAYKH JOHEIIKOM HAPOIHOM
PECITYBJIMKATOCY IAPCTBEHHOE BIO/UKETHOE OBILIEOBPA3OBATEJIBHOE
YUYPEJKJIEHME «IIIKOJIA Ne 73 TOPOJCKOI'O OKPYT'A TOPJIOBKA» JIOHEIIKOM

HAPOJHOW PECITYBJIMKH(I'BOY «IIIKOJIA Ne 73 T.O. TOPJIOBKA»)
284601, IOHELIKASI HAPOJTHASI PECITYBJIKA, T.O. TOPJIOBCKHM, T. TOPJIOBKA, VJL.
KOMCOMOJILCKAS, J1. 9 ten. 4-25-41, E-mail: hcol_73@mail.ru, OTPH 1229300087390 MHH
9312005160,  KIIIT 931201001

Ne

(nara) (HOMeEp) (®. U. O. (xomy))

(anpec)

(3aroJ10BoK)

YBakaemblii(as) !

C yBaxxeHuew,

(OIDKHOCTb PYKOBOJUTEIS) (moamuce) (®.1.0.)

C yBenomieHreM 03HAKOMIICH(a):

(moamuce) (®.1.0.)

(mata)

9K3CMHHHP YBECAOMIICHUA TIOJTyIHIIaA:

(TTOZIITUCH) (®.1.0.)

(mata)

®. 1.0, JIOJDKHOCTB,

(Tenedon)


mailto:hcol_73@mail.ru

[Tpunoxxenne Ne 7
K MHCTpyKLIMHU IO 1€70IIPOU3BOJICTBY

CDopMa JKypHaJa perucrpanu BXoasiliuxX JO0KyMEHTOB

T'OCYJAPCTBEHHOE BIO/[’)KETHOE OBILLIEOBPA3OBATEJILHOE VUPEXXEHUE
«LIKOJIA Ne 73 TOPOJICKOI'O OKPYT'A TOPJIOBKA»
JIOHELIKOM HAPOIHOM PECITYBJIMKU
(T'BOY «ILIKOJIA Ne 73 T. O. TOPJIOBKA»)

)Kypﬂa.ﬂ Perucrpanuu BXoasimux 10KyMECHTOB

Hauar 20 roma

Oxonuer 20 rona

Pe3osonus
Jara Jlara W KOMY
NOCTYIUIEHH | U HOMep Kpartkoe HanpaBJsierca | OTmerka
Nen/ | s nokymenTa, | Koppecnonae coxepKanu AOKYMEHT 00
1| JOKYMEHTa/ | MIPUCBOEHH | HT o (moanuce, HUCIIOJIHEHH
X0 LU ble yaocToBepsionl | u
HOMep aBTOPOM asi

MoJIy4eHue)

1 2 3 4 5 6 7




CDopMa JKypHaJa perucrpanum Hcxoadamux J0KyMEeHTOB

[Tpunoxenne Ne 8
K MHCTpYKLIUY 110 JIeNIONPOU3BOICTBY

T'OCYJAPCTBEHHOE BIO/[’)KETHOE OBILLIEOBPA3OBATEJILHOE VUPEXXEHUE
«LIKOJIA Ne 73 TOPOJICKOI'O OKPYT'A TOPJIOBKA»
JIOHELIKOM HAPOIHOM PECITYBJIMKU
(T'BOY «ILIKOJIA Ne 73 T. O. TOPJIOBKA»)

)Kypﬂa.n PEerucrpanuu HCXoAs X JOKYyMEHTOB

Hauart

20 roma

Oxonuer 20 rona

Jara
Perucrpanuonu U HOME OTmerka
Ne | Tara N P Kparkoe P
18171 Anpeca nokymeHnT | UcnmosinurTe |00
n/ | A0OKYMeHT co/iep:KaH
0 la HOMep T e a, Ha | JIb HCIOJTHEHHU
JOKYMEHTAa KOTOPbIii "
JaH 0TBeT
1 |2 3 4 5) 6 7 8




[Tpunoxenne Ne 9
K MHCTpYKLIUY 110 JIeNIONPOU3BOICTBY

CDopMa JKypHaJia ydyera nedarTeii M IITAMIIOB

T'OCYJAPCTBEHHOE BIO/[’)KETHOE OBILLIEOBPA3OBATEJILHOE VUPEXXEHUE
«LIKOJIA Ne 73 TOPOJICKOI'O OKPYT'A TOPJIOBKA»
JIOHELIKOM HAPOIHO PECITYBJIMKU
(T'BOY «ILIKOJIA Ne 73 T. O. TOPJIOBKA»)
KypHan ydera nmeyareil M INTAMIIOB

Hauar 20 roma

Oxonuer 20 rona

Pe3yabTa
ThI
€KeroiHo
HaumenoBa HaumenoBa . s
" OTTHCK
HUE HHUE Hoamuc OTmerka .
OtTHC NMPOBEPK nevarei
ne4yaTu noapasjaese |b, 00
K " (wrammnos) | [Ipu
Ne | (mrammna), HUA, YAOCTOB YHUYTOKEH
neyar HAJIMYHA ISt Me
1/ | AHUIHATOP A0JIKHOCTDL | € . | UM,
7| neyarteu YHHUYTOXKE |4YaHU
n |3aka3sa, NoJIyyarteJisi | parooumas HOMep
IITam " HHSA, e
aara 7| MoJIy4eH aKrTa
na) INTAMIIOB aara
NMOCTYIJIEH pamunun ue, 1aTa U 1aTa
, BO3BpaTa
us noJry4arteJisi
aara
NPOBEPK
U
1|2 3 4 5 6 7 8 9




[Tpunoxenne Ne 10
K MHCTpYKLIUY 110 JIeNIONPOU3BOICTBY

CDopMa KOPPEKTUPOBOYHOT0 JIMCTA HOMEHRJIATYPbI 1€J1

YTBEPX/IAIO
(HaI/IMeHOBaHI/le JOJDKHOCTH
(HaMMEHOBAaHHE TOCYNAapCTBEHHOIO OpraHa,
PYKOBOIAUTEISA
opraHa MECTHOI'O CcaMOyIpaBJICHUS,
W HUHOI'0  yNOJHOMOYEHHOTO
OpraHu3alyn)
UM JIMLA)
N3MEHEHUS
(pacmmdpoBka
" JOINOJIHEHUA (momwcn)
TIO/ITTHCH)
K HOMEHKJIATYPE JEJI
Ha 202  roxg
- (nara)
Cpok
XpaHCHHUA
HNnaexc 3arogosok | KoaumuecrBo TOMOB
N u Ne cratu | [Ipumevanus
aeJsaa neJsa (uacreit)
mo
MEepEeIHI0
1 2 3 4 5
(HAMMEHOBaHUE OJDKHOCTH  PYKOBOIUTENS (pacumdpoBka
(moamuce)
Ciry OBl 1eJIONPOU3BOICTBA OPraHU3ALMN ) TTO/ITTHCH )

(mata)

Buza pykoBoauTens (J1iia OTBETCTBEHHOTO 32 apXUB)

(HauMEHOBaHHE TOJKHOCTH)

(moxmuce) (pacurgpoBKa MOAMHCH)

(mata)



CDopMa JKypHaJa ydyera BblIa4u JOKYMEHTOB

[Tpunoxxenne Ne 11
K MHCTpyKLIMHU IO 1€70IIPOU3BOJICTBY

T'OCYJAPCTBEHHOE BIO/[’)KETHOE OBILLIEOBPA3OBATEJILHOE VUPEXXEHUE
«LIKOJIA Ne 73 TOPOJICKOI'O OKPYT'A TOPJIOBKA»
JIOHELIKOM HAPOIHOM PECITYBJIMKU
(T'BOY «ILIKOJIA Ne 73 T. O. TOPJIOBKA»)

KYPHAJI YUYETA BbITAYHA JTEJI
U3 apXuBa 00pa30BaTeIbHOI OPpraHu3anuu

Hauar 20 roma

Oxonuen 20 ronma

Pacnucka | lara Pacnmucka
Hara Komy
®oua | Onucw | dea B MOJIYYeH | BO3BpPAT | B BO3BpAallleH
Ne i/ BbI1a4 BbIIaH
Ne Ne o Ne 7011 a 1707
U JeJ 0
aeJa aeJa aeJa
1 2 3 4 5) 6 7 8 9
Htoro B roay nen
BBIJIAHO
(undpamu

1 IIPONHUCh

10)

HaumenoBan Ilommuc H.O.

e b damunu
JIOJKHOCTH P

JIMIIA,

COCTaBUBIIIET

0

BHYTPEHHIOIO

OMNICH

JIOKYMEHTOB

Jena
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