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HHCTPYKIMUSA ITO AEJOITPOU3BOJACTBY
1. O01mue MoJI0KeHu s

1.1. WHCTpyKIus 1O AEJIONPOU3BOACTBY B MyHHIMNAIBHOM OIO/DKETHOM  JIOUIKOJIBHOM
00pa3oBaTeIbHOM YUYPEKICHUH - LEHTpPE pa3BUTHs peOeHka aeTckoMm came Ne2 «HMBymikay
nepBoii  kareropuu  (manee —  MHCTpPYKIMS)  YCTAaHABIMBAeT  €AMHYIO  CHCTEMY
NEJIONPOU3BOJICTBA U MOPSJIOK  MOATOTOBKHU, O(QOPMIICHHUS, MPOXOKACHUS, KOHTPOJISI
3a UCMIOJIHEHUEM, Yy4YeTa, XPaHCHHs, W3TOTOBJICHHS, KOMUPOBAHUSA U THPAKUPOBAHUS
CIIY)KEOHBIX JIOKYMEHTOB B oOpa3zoBatenbHOU opranuzammun  MBJIOY [PP  n/c  Ne2
«MBymkay» (manee — oOpaszoBarenbHas opranuzanus, O0).

1.2. HuCcTpykuus pa3zpaboTaHa B COOTBETCTBHH C TpeOOBaHUSAMU (QenepalbHbIX 3aKOHOB
ot 22.10.2004 Ne 125-®3 «O06 apxuBHoM nene B Poccmiickoit deneparun», ot 27.07.2006
Ne 149-®03 «O06 undopmannu, UHGOPMAIIMOHHBIX TEXHOJIOTUSAX U O 3alIUTEe HUHPOPMALUN,
ot 02.05.2006 No 59-®3 «O mopsiike paccMOTpeHUs oOpaieHuid TrpaxkaaH Poccuiickoit
®enepaunn», ot 01.06.2005 Ne 53-@3 «O rocynapctBeHHOM si3bike Poccuiickoit denepanuny,
ot 06.04.2011 Ne 63-®3 «OO0 sneKkTpoHHOM moaNUCcKH», [IpaBuUn opraHu3anMK XpaHCHWUS,
KOMIUICKTOBAHHUS, Yy4eTa U HCIIOJIb30BaHMUs JIOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit
Denepauyy U ApyTUX apXUBHBIX JOKYMEHTOB B FOCYIapCTBEHHBIX OpPraHax, OpraHax MECTHOIO
CaMOYIPAaBJIEHUS U OpraHU3aLUAX, YTBEPKIACHHBIX Ipuka3zom Pocapxusa ot 31.07.2023 Ne 77,
HaIIMOHAJIBHBIX CTaHaapToB Poccuiickoit denepanun 1o ynpasieHuto aokymentamu: ['OCT
P 7.0.8-2013 «CUBU/I. [enonpon3BOACTBO U apXWUBHOE AeN0. TepMUHBI U ONPEICIICHUS»,
rocrt P7.0.97-2016 «CUBHUI. OpranuzanmoHHO-pacopsAuTEIbHAsT JOKYMEHTAIUA.
TpeboBanust kK 0OPMIICHHIO TOKYMEHTOBY.

1.3. Ilpumenenune WMHCTPYKIIMU JOJDKHO CIOCOOCTBOBAaTH (HhOPMHUPOBAHUIO OQDHUIIHATHLHO-
ACJIOBOro  CTWJIA  OOKYMCHTOB, IIoAroTaBJIMBA€EMbIX B OGpﬁSOB&TGJ’IBHOﬁ OopraHu3aluvu,



COKpALICHUIO 3aTpaT TpyAa M CPEACTB B IIPOIECCe CO3MaHMS JOKYMEHTOB. MHcTpykims
ABIISICTCA O00S3aTENBbHON JUIsI MCIOJHEHUS paOOTHUKAaMH 00pa30BaTENbHOM OpraHu3aliH,
OCYIIECTBIISIOMINMHE MTOJTOTOBKY M O(OPMIIEHHE JOKYMEHTOB.

1.4. TTonoxenuss MHCTpyKIIMKM pacIpOCTPAHSIOTCS Ha OpraHU3AIMI0 PabOThI C TOKYMEHTaMU
HC3aBUCUMO OT BHJa HOCHUTCJIA, B TOM YHUCIC OJCKTPOHHBIMU HOOKYMCHTAMHU, BKJIOYad
MOATOTOBKY, 00paboOTKy, XpaHEHHE | HCIOIb30BaHHE JOKYMEHTOB, OCYIIECTBIISIEMbIX
C IPUMEHEHHEeM WH(POPMALIMOHHBIX TEXHOJIOTHH.

1.5. Ocobennoctr paboOThI ¢ TOKYMEHTaMH, COACPKAIIMMHU KOH(UISHITUATLHYI0 HH(OpMaInio
(cmyxeOHyI0 M MHYIO TaiiHy, MEepPCOHAJIbHBIC TAHHBIC), PETYIUPYIOTCS JIOKAIBHBIMUA aKTaMHU
(MHCTPYKIIUSIMH,  TIOJIOKCHHUSIMH,  TIPAaBWJIaMH),  yTBEPKIACMBIMH  PYKOBOJIUTEIIEM
00pa3oBaTeNbHON OpraHu3alru.

1.6. TpeGoBanuss MHCTpyKIMH K paboTe C OyXraiarepckoi, Hay4HO-TEXHHYECKOH U Ipyroi
CTICIMATIbHON TOKyMEHTALMeH pacpoCTPaHIIOTCS JIMIIb B YaCTH OOIIMX MPUHIMIIOB PabOTHI
C TOKYMEHTaMH, a TaKXKe MOJATOTOBKH TOKYMEHTOB K Iiepe/iade Ha apXUBHOE XpaHEHHE.

1.7. OTBETCTBEHHOCTh 3a OPTaHU3AIMIO M COCTOSIHUE JAEJONPOU3BOJICTBA B 00pa30BaTEIbHON
OpraHu3alK HECET PYKOBOJUTEIb, KOTOPBIN:

e YTBEpKIAET HNuctpykuuro 10 JEJIONPOU3BOACTBY 1 HOMEHKJIATYpy Jeln
0o0pa3oBaTeNbHOI OpraHu3aluu;

e oOecrieunBaeT  BHEAPEHHE U KOHTPOJHPYET  COONIOJIEHHE  CTPYKTYPHBIMH
nojapasieieHussMi  TpeOoBaHM HacTosme WMHCTpYKIMU ¥ rocyapCTBEHHBIX
CTaHJapTOB;

e TPOBOJUT MPOBEPKY COCTOSIHUS JEIONPOU3BOJCTBA B CTPYKTYPHBIX MOJIpa3AeIECHUSIX
00pa3oBaTeNbHON OpraHu3alnu;

e o0ecrnieunBaer METOJINYECKOE PYKOBOJICTBO, MHCTPYKTaX U KOHTPOJIb
3a cOOI0/IEHNEM YCTaHOBJIEHHOTO MOPsIKa PabOThI C JOKYMEHTaMHU B CTPYKTYPHBIX
noJipa3ziesieHusIX 00pa3oBaTeIbHON OpraHU3allly;

e HHHUIUUPYET ITOBBLIIIEHHUE KBaJTU(UKAITIH paboTHHUKOB 10 BOIIpOCaM
JIEJIONPOU3BO/ICTBA;

e YIOCTOBCPSACT NOAIMUCHIO U ICUYATHIO NOKYMCHTEIL.

1.8. HemocpencTBeHHO BeAeT JENONPOU3BOACTBO B 00pa3oBaTEIbHOW  OpraHHU3aLUU
OTBETCTBEHHBIN 3a BeJICHNE JIeTIONPOMU3BOICTBA (mamee — OTBETCTBCHHBIN
3a JIETOMPOU3BOICTBO), KOTOPBIM Ha3HAdaeTcs IMPHKA30M PYKOBOIUTENS 0Opa3oBaTelbHOM
opranm3anu. OTBETCTBEHHBIH 3a JICIIONPOM3BOJICTBO B COOTBETCTBHU  C BO3JIO)KEHHBIMHU
Ha HETO 3a7jayaMH:

e OCYIIECTBIISIET PETHCTPAIINIO U YUET JOKYMEHTOB;

e OpraHu3yeT JOKYMEHTO0O0OpOT, pOpMUPOBAHUE JIEIl, X XPAHEHUE;

e OCYIICCTBISIET  TEKYIIMA  KOHTPOJb 32 CBOEBPEMEHHBIM  pacCMOTpPEHHEM
U TIPOXOKJICHUEM JIOKYMEHTOB B 00pa30BaTEIbHON OpraHU3aIlNH;

e o0ecreunBaeT COOJIOJICHWE E€IWHBIX TpeOOBAaHWU I10 MOATOTOBKE JTOKYMEHTOB
Y OpraHu3auy paboThl C HUMH B YCIOBUSX 3JIEKTPOHHOTO TOKYMEHTO000pOTa;

e 00006m1aer napopmanuo 00 06beMax JOKyMEHTOO0OPOTa;

e opranumzyer (opmupoBaHHE U XpaHEHHE JOKYMEHTAI[MOHHOTO (oHmAa U ero
UCTIOJIb30BaHUE.



1.9. Benenwe JnenonpoM3BOJICTBA B CTPYKTYPHBIX —IOJPA3ACICHUSX  OCYIIECTBISAETCS
B COOTBETCTBHUU C JOJIDKHOCTHBIMH O6H3&HHOCT}IMI/I.

1.10. IIpu yxoze B OTIIyCK, BbI€3/1€ B KOMaHIMPOBKY U MHBIX aHAJOTMYHBIX CITydasX paOOTHUKH
00si3aHbl TMepelaTh BCE HAXOAIIMECS Y HUX JOKYMEHTHI JAPYyromy pabOTHHKY IO yKa3aHUIO
BBIIIECTOSIIEr0 pykoBoautTens. Ilpu yBosbHeHHMHM paOOTHUKA WM IEPEBOJAE Ha APYTYIO
JOJKHOCTH Tepeaya JTOKYMEHTOB OCYUIECTBIIIETCS 0 aKTy MpueMa-nepefadn. AKT npruemMa-
nepegaun odopmisiercss mo ¢popme, yctaHoBieHHoW [IpaBuimamu opraHM3alvu XpaHEHUS,
KOMIUIEKTOBAHMSI, y4yeTa U UCMOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢onna PO u apyrux
apXUBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBICHUSA
Y OpraHu3aiusax, yTBepKIAeHHbIMH npuKka3zoM Pocapxusa ot 31.07.2023 Ne 77.

1.11. Tlpum mepexoie Ha Apyryl0 paboOTy paOOTHUKOB, 3aHUMAIOIIUXCS B CTPYKTYPHBIX
NOJIpa3/ieeHusAX 00pa3oBaTeIbHON OpraHu3alii BEJCHUEM JISIIONPOU3BOJICTBA, IIepeladya BCexX
JOKYMEHTOB BHOBb Ha3HAa4aeMbIM pAaOOTHHKAM HPOHM3BOIUTCS IO aKTaM IpHeMa-Tiepeayu.
Konuu akToB HanpaBisAOTCS B KAHLENIAPHIO.

1.12. B cy4asix IIMTEILHOTO OTCYTCTBUS pabOTHUKA CTPYKTYPHOTO MOApa3eIeHus (OTMYCK,
ciry)xeOHasi KOMaHJIUPOBKA, OOJBHUYHBIN JIHCT U T. [I.) HEOOXOIUMO MEepPEeIaTh OTBETCTBEHHOMY
3a JENIONPOU3BOJCTBO JTOKYMEHTBI, HaXOJSIIMECS Yy HEr0 Ha WCIOJHEHUU [0 YKa3aHHUIO
PYKOBOJUTEISE 00pa30BaTEIbHON OpraHU3aIIH.

1.13. PykoBomurenu CTPYyKTYpHBIX MOJpa3feieHUN 00pa30BaTEIbHON OpraHU3aIllid HECYT
NEPCOHATBHYIO OTBETCTBEHHOCTH 3a BBIIIOJHEHUWE TpeOoBaHUi Hacrosmedl WMHcTpykuuu
U COXPAHHOCTh  HaxXOJAUIMXCS  y HUX  JOKyMeHTOB. O ciydasx  yTparel, MOpYH
3apETUCTPUPOBAHHOTO  JOKyMEHTa paOOTHUK  00s3aH  HE3aMEUIUTENbHO  JIOJIOXKUTh
PYKOBOJUTEIO 00pa30BaTEIbHON OpraHU3aliH.

1.14. C BHOBB IPUHATHIMH PAaOOTHUKAMH, HAa KOTOPBHIX BO3JIaratloTcsi 00sI3aHHOCTH 110 BEJICHUIO
JIeTIOTIPOM3BO/CTBA, B TEUEHHE TPEeX [JTHEH IMocie NOCTYIJIeHHs Ha padoTy IPOBOAUTCS
O3HaKOMHTeIbHas Oecea Mo BEACHHIO JIeJIONPOU3BOICTBA B 00pa30BaTeIbHON OpraHu3allly.

1.15. PaGoTtath ¢ TOKyMEHTaMU BHE CIY>KCOHBIX TTOMEIICHUH 00pa30BaTEIbHON OpraHu3aluu
1 BHOCUTDH B HUX UCHIPABJICHUS 3alIpCIIACTCA.

1.16. Benenue  mepenuckd € OpraHU3alUMsAMH  OCYIIECTBISAECTCS  PYKOBOJUTEIIEM
OGp%OBaTeHBHOﬁ OopraHu3anvy UJIN UHBIM YITIOJTHOMOYCHHBIMH UM JOJIZKHOCTHBIMU JIMIIAMHU.

1.17. Bpmonnenue Hacrosimed WHCTpykunu o00s3aTenbHO A KaXIOro pabOTHHKA
0o0pa3oBaTebHON OpraHU3aIlH, C €€ TPEOOBAHUAMHU PAOOTHUKH JTOKHBI OBITh O3HAKOMJICHBI
IIOJ1 ITOAIHUCK.

2. IokyMeHTBI 00pa30BaTe/IbHONH OPraHu3aluu
2.1. PykoBoauTtens oOpa3oBaTEIbHOM OpraHru3aIiiy Wid JIUI0, UCIIOJTHSIOIIEE €ro 00s3aHHOCTH,
N31aC€T JTOKAJIbHBIC AKThl U HpI/IKaSBI, O6H3&T€J’IBHBIG IJIA UCIIOJIHCHUS BCEMU CprKTypHBIMI/I

nmoApa3aesieHusIMU oOpa3zoBaTeabHON opranu3anuu (puiaoxxenus Ne 1, No 2).

2.2. Xon o0Cy X IeHHs BOIIPOCOB Ha 3aCEIaHMsIX KOJUIETHATBHBIX OPraHOB, COBETOB, COOpPAHUSIX,
COBEIIAHUAX U PEIICHUs, IPUHUMAaeMble Ha HUX, (PUKCUPYIOTCS B MPOTOKOJIAX (MPUIIOKEHUE



Ne 3). Ecnm B 3acemanum y4dacTBYIOT Oosiee 15 denmoBek, B MPOTOKOJIC YKa3bIBAIOT MX 0OIIee
KOJINYECTBO U OPOPMIISIOT SIBOUYHBIH JHCT (pritokeHue Ne 4).

2.3. JIns ocylIecTBIEHMs] ONEPATUBHBIX CBA3EH C JPYIMMM OpraHU3alUsMU U IpakJaHaMH
HCIIONB3YIOTCS Takue hOpMbl, Kak TUChMa, (DaKChI, TeIeTpaMMBbI, Telle(OHOTPaMMBI.

2.4. [1n ocyIecTBICHUS MPUEMa, YBOJIBHEHUS, IEPEMEIICHUsT PAOOTHUKOB, MPEIOCTaBICHUS
UM OTIIyCKOB O(OPMIISIOTCS TPYAOBBIE JOTOBOPBI, NMPHKa3bl, 3asBICHUSA, TPYAOBbIE KHUKKHU
U Jp.

3. IIpaBnia ogopmiieHHs JTOKYMEHTOB

3.1. OcHOBHBIE TPeOOBaHMS MO 0(POPMJICHHIO JOKYMEHTOB

3.1.1. HoxymeHTsl odopMIIIOTCS Ha OJaHkKax oOpa30BaTeIbHON OpraHU3allud W UMEIOT
YCTaHOBJICHHBI  KOMIUJIEKC ~ OOS3aTENbHBIX  PEKBU3UTOB U CTAOWJIBHBIA  MOPSIOK

UX PacroJIOKEHUs (pacnonoxxeHue PEKBHU3UTOB Ha OJaHKax OpraHHU3aIOHHO-
pacniopsiautenbHbX JokyMeHTOB cooTrBeTcTByeT ['OCT P 7.0.97-2016 «Cucrema cranmapToB
o uHGOpMaIH, OMOIMOTEYHOMY Y U3/1aTeITbCKOMY Tey. Opranu3anuoHHO-

pacriopsiiuTenabHas JoOKyMeHTaus. TpeboBanus K 0hOpMIICHUIO JOKYMEHTOBY ).
3.1.2. B oOpa3oBarenbHOM OpraHn3alui MPUMEHSIOTCS TPOIOJIbHBIC OJaHKH:

e mucbMa (mpuinoxenue Ne 5);
e yBegomsieHus (rpuioxkeHust Ne 6).

bnanku 1OKyMEHTOB M3roTaBiHMBalOTCs Ha Oymare ¢opmaroB A4 (210 * 297 mm), A5 (148 *
210 mMm). Kasknprit muct qokymeHTa, ohOpMIICHHBIN Kak Ha OJaHKe, Tak U 0e3 OJaHKa, JOJIKEH
UMETD MOJIS:

e 20 MM — JICBOC;

e 10 MM — mpaBoe;
e 20 MM — BepxHeg;
e 20 MM — HUJKHEE.

Hcnonb3oBaHue 0JIaHKOB TPOU3BOILHOM (DOPMBI HE pa3periaeTcs.
3.2. O¢opmiieHHe PeKBU3UTOB JOKYMEHTOB
3.2.1. ABTOp 1OKYMeHTAa
HammenoBanne o00pa3oBaTeIbHONW OpraHW3allMd  YKa3bIBAeTCS B TOYHOM COOTBETCTBUU
c ycTaBoM oOpa3oBaTenbHONM opranu3anuu. COKpalieHHOe HauMEHOBAaHUE TMOMEIACTCS IOA
MOJTHBIM HAMMEHOBAHUEM B CKOOKaX.
HanmeHoBaHMEe CTPYKTYPHOTO TOIPA3IEICHUS] — aBTOpa JOKYMEHTa UCIIOIB3YyeTCs B OJaHKax

muceM © OJaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB U YKA3bIBACTCSI TMOJA  IOJIHBIM
Y COKpalIeHHbIM HAUMEHOBaHUAMHU 00pa30BaTeNIbHOIN OpraHu3aluu.



HanmenoBanme AOJDKHOCTH  JIMIla —  aBTOpa JOKYMCHTa  HCIOJB3YCTCA B O1aHKax
AOJDKHOCTHBIX JIMI W pacrojiaracrcd mnoJ HanMCHOBAHUCM OGp%OBaTeHBHOﬁ OopraHu3aluu.
HanmenoBanme AOJDKHOCTH JIMIA — aBTOpa JAJOKYMCHTA YKa3bIBACTCA B COOTBCTCTBHU
C HAMMCHOBAHHUEM, MNpUBCACHHBIM B pacCriopsaguTCIIbHOM JAOKYMCHTC O Ha3HA4YCHHUH
Ha JOJI?KHOCTb.

3.2.2. CnipaBo4Hble JaHHbIE 00 00pa30BaTeIbHON OPraHu3amumn

CropaBouHble JaHHBIE 00 00pa30oBaTEIbHOM OpraHU3alMHM YKa3bIBAIOTCS Ha OJIaHKaxX IMHCEM
Y BKJIFOYAIOT B ce0s1: ampec, HoMmep TenedoHa, aapec dIeKTpoHHOW mouTkl, a Takke OKIIO,
OI'PH, MHH wu KIIIT oGpa3oBaTenbHOM OpraHu3aIim.

3.2.3. HaumeHoBaHHe BHIA JOKYMEHTA

HaumenoBanue Bua JOKYMEHTa, COCTaBJIEHHOTO OOpa30BaTENbHOM OpraHM3amnuei, TOJKHO
OBITh ONPEAEICHO YCTAaBOM (TI0JIOKEHUEM) U JIOJDKHO COOTBETCTBOBAaTh HAMMEHOBAHUSIM BHJIOB
JNOKYMEHTOB, npeaycmorpeHHsIM OKVY/I: akT, crpaBka, 3alMCKa, CBOJKA, OT3bIB, MPOTOKOJ,
CIIMCOK, MW3BEIICHHEe U Ap. PacnopsaurenbHble [OOKYMEHTBI OPIraHM3alMM  HM3JAI0TCA
CO CICAYIOIIMMHU Ha3BaHUSIMU: IIPUKa3, <...>.

HanmveHnoBanue BHJa U pa3HOBUAHOCTH JOKyMEHTa HE yKa3bIBaeTCsl B IHMCcbMax. Mecto
COCTaBJICHUS WM U3/IaHUs IOKyMEHTa yKa3bIBaeTCs Ha OJaHKax JOKYMEHTOB 00pa30oBaTeIbHON
OpraHM3allfM, 3a UCKIIOYCHHWeM OJaHKoB muceM. Has3BaHme JOKyMeHTa medaraercs
MPONUCHBIMU OYKBaMHU HOJXYKUPHBIM IIPHPTOM.

3.2.4. Jlata tOKyMeHTa
JlaToil JTOKyMeHTa SIBJIETCsl JaTa ero MHoAmnucaHus (WId YTBEP)KIECHHA); AN JOKyMEHTa,
IIPUHMMAEMOI'0 KOJIJIETHAJIbHBIM OpraHoM (TIPOTOKOJA), — JAaTa €ro 3acefaHus (IpUHATHS
peleHust), Ul akTa — J1aTa COOBITHS, A1 JOKYMEHTa, TPEOYIOLIEro ero yTBep KACHHs, — JaTa

€ro yTBEPKICHHUS.

JIist  TOKYMEHTOB, COCTaBJICHHBIX OJHOBPEMEHHO HECKOJIbKMUMH OpTraHU3alUsIMH, JaTOM
JIOKYMEHTA SIBJISICTCS JIaTa TOAMMCAHUS €r0 TOCIIeTHENH OpraHnu3aiuei.

Jlata moamucaHus, YTBEp)KICHHUS, COTJIACOBAHMS JOKYMEHTA, a TAKXKE JAThl, COAEprKaIuecs
B TEKCTE, JOJDKHBI O(GOPMIATBCS IUPPOBBIM CIIOCOOOM. OJIEMEHTHI JaThl MPUBOMAATCS
apaOckuMHu IpamMy B OIHY CTPOKY B ITOCIIEIOBATEIBHOCTH: IEHb MECsIa, MECSI], TO/I.
Hanpumep: 14.06.2024.

3.2.5. PerncTpanOHHBINH HOMeP T0KYMEHTA

Perucrpauuonnslii  HomMep —  1udpoBoe  WIM  OyKBEeHHO-LIHM(pOBOe  0O0O3HAYCHHE,
NPUCBaNBaeMoOe JJOKYMEHTY IIPH €TI0 PeTHUCTPALUH.

PGFI/ICTpaL[I/I}I AOKYMCHTA MPOBOJUTCA MOCJIC CTr0 MOATIMCAHUA WA YTBCPIKACHU .

Jlnst BHYTPEHHUX JIOKYMEHTOB — TMPHUKA30B, MPOTOKOJIOB — ATO MOPSAKOBBIM HOMEP
B MIpeliesiax KaJICHJAApHOrO TroAa M0 KaXIOMy BHAY WM Pa3HOBUIAHOCTH JIOKYMEHTOB.



B mpukazax perucTpalMOHHBII HOMEpP MOXKET JOMOJHATHCS OYKBEHHBIM HMHJICKCOM,
0003HAYAIOIMM  PAa3HOBUAHOCTH  (HAampUMep: TMpHKa3 IO OCHOBHOM  JIEATEIILHOCTH
oT 15.05.2024 Ne 253; mnpuka3z mno auuHoMy coctaBy oT 10.01.2024 Ne 22 nc, npuka3
00 otmyckax ot 25.01.2024 Ne 420t, npukas no komanaupoBkam ot 25.01.2024 Ne 25k).

JU1st ucXOoAAmMMX JOKYMEHTOB PETUCTPAllMOHHBIM HOMEP COCTOUT:

1) u3 mopsAIKOBOTO HOMEpA B MpeiesiaX MacCuBa OTIPaBIsIeMON KOPPECIIOHICHIIUHY;

2) UHJIEKCa JieJia B COOTBETCTBUU C HOMEHKIIATYpOH JeJT 00pa30BaTEIbHOM OpraHu3aIiy.

Peructpanmonnslii  HOMEp JOKyMEHTa, COCTAaBJICHHOTO COBMECTHO JBYMs WU Oolee

opraHu3anusiMu, COCTOUT U3 PCTUCTPAIWOHHBIX HOMCPOB JOKYMCHTOB Ka)KHOﬁ U3 OTUX

OpraHM3allyii, MPOCTaBISEMbIX Yepe3 KOCYIO YePTYy B MOPSAKE YKa3aHUS aBTOPOB B JOKYMEHTE.
3.2.6. Ccpliika HA perucTpalMOHHBINA HOMeP M JATy JOKYMEHTA

CcplKa Ha perucTpallMOHHBIN HOMEp U AaTy JOKYMEHTa BKIIIOYAET B ce0sl perucTpaliiOHHBIN

HOMEp U JaTy JOKyMEHTa, Ha KOTOPBIA JOJKeH ObITh JaH oTBeT. CchlUika Ha HOMEp U JaTy

AOKYMCHTA HCIIOJIb3YCTCA IPU O(l)OpM.HeHI/II/I MUCEM, ABJIAIOMIUXCA OTBETAaMU Ha IMOCTYIIUBIICC

MUCBMO (3ampoc, mpock0y u ap.). CBeAcHUS B PEKBU3UT NEPEHOCATCS C MOCTYIHBIIETO

AOKYMCHTA U COOTBCTCTBYIOT PCTUCTPAIITUOHHOMY HOMCPY U AAaTC MOCTYNHUBUICTO JOKYMCHTA.

OFpaHI/I‘-II/ITeJIbHaSI OTMCTKa JId JAHHOI'0 PCKBU3UTA IMPOCTABIIACTCA B JICBOM yacTu OJIaHKa
IMrUCbMa oA pCKBU3UTOM «aaTa» U ((peFI/ICTpaI_[I/IOHHHﬁ HOMEP AOKYMCHTa».

Hanuune naHHOrO peKBHU3HWTAa MCKIIOYAaeT HEOOXOAMMOCTb YIOMHMHAHHS HOMEpa U JaThl
MOCTYNHBIIETO JOKyMEHTa B TEKCTe IHMCbMa, YTO OCBOOOXKIAET TEKCT OT CHPAaBOYHOM
uHpOopMaLuu.

3.2.7. MecTo cocTaB/IeHUS] MU H31aHUS JOKYMEHTA

Mecro cocraBnenus (m3maHus) JokyMmMeHTa (T. DHCK) YKa3bIBaeTCs B JOKyMEHTaX,
HU3roTaBJINBAa€MbIX Ha 6HaHKaX KOHKPCTHBIX BUAOB JOKYMCHTOB.

3.2.8. Aapecar

JIOKyMEHTBI aIpecylOT B OpraHbl BIIACTH, OpPraHU3ALMM, HUX CTPYKTYpPHBIE IOAPA3ACIICHUS,
JOJPKHOCTHBIM WJIM (PU3UYECKUM JIMLAM.

IIpu agpecoBaHuMM JOKyMEHTa B OpPraH BIACTH, OpraHU3aLMI0 WM €€ CTPYKTYpHOE
noApazaeneHne  (0e3  ykazaHWs — JO/DKHOCTHOTO — JIMIIA) WX HAUMEHOBAaHWE  IUIIYT

B UMCHUTCJIBbHOM IIaJCXKC.

Hanpumep:

MusnucTtepcTBo npocsemieHus: PO

JlemapTamMeHT TOCyIapCTBEHHOU MOJMTHKH B chepe
3aILUTHI IIPAaB ACTEH



[Ipu HanpaBIeHNN TOKYMEHTA TOJKHOCTHOMY JIMILY HA3BAaHUE OPraHU3alMH U €€ CTPYKTYPHOTO
MOJIPa3/IeIeHUs] YKa3bIBAIOT B MMEHUTEIILHOM MaJIeXKe, a JOJDKHOCTh M (haMuIInIo ajpecara —
B JaTenbHOM. MHUIMAaNnel cTaBsATCcs mocie (paMuind HEe3aBUCUMO OT TOTr0, KOMY aJpecoBaH
JOKYMEHT — JIOJDKHOCTHOMY JIUIY WM (PU3UYECKOMY.

Hamnpumep:

MuHucTepcTBO 00pa3oBaHus DHCKOU 00IacTH

Ynpasnenue JeJlaMu
['maBHOMY CIICLIMATUCTY
HBanosou N.1.

I/IHI/I Ha3BaHUC OpI‘aHI/ISaL[I/II/I BXOIUT B HAUMCHOBAHUC JOJODKHOCTHU U Oq)OpMJIHeTCH B JaTCJIIBHOM
rmagexe

Pexropy uncturyra

HNBanosoint ..

IIpu agpecoBaHuM NOKYMEHTA B HECKOJIBKO OJHOPOJHBIX OPraHU3allMi MX HAa3BaHUS CIIELYET
yKa3bIBaTh 0000IIIEHHO.

Hanpuwmep:
PykoBonurensam 00pazoBaTeIbHBIX
opraHu3amnuii  olmiero  oOpa3oBaHWs,
PYKOBOIUTEIAM MpEANPUITHI 51

opranuzanuii Munnpocsenienust Poccuu

JlonmyckaeTcsi HEHTPUPOBATh KaXIyl0 CTPOKY PEKBU3UTA «AJpecar» MO OTHOIIEHUIO K caMOi
JUIMHHOU CTPOKE.

Hanpumep:

3amectuTento aupexTopa no yaeoHoii pabore MBOY 11O Ne 1
Uyitkunoit 1.W.

B coctaB pexBu3uTa MOXET BXOAMTH IOYTOBBIA ajpec. DIEMEHThl MOYTOBOTO ajpeca
YKa3bIBalOTCS B MOCIIE0BATEIbHOCTH, YCTaHOBICHHON [IpaBunamu oka3aHus yciayr MOYTOBOM
CBSI3H.



[Ipu appecoBaHuM MHUCbMa B OPTaHU3AIMIO YKA3bIBAIOT €€ HAMMEHOBAHUE, 3aT€M IOYTOBBII
azpec.

Hanpumep:
Penakiusa KypHaia
«YTpaBlICHUE HAYaJIbHON IKOJION»
MocCKOBCKHUH MpocIl., I. 6,

r. OHCck, 101856

AJpec He MPOCTaBISAETCS HA JOKYMEHTAX, HAIIPABJIIEMbIX B IPABUTEIbCTBEHHBIE YUPEKICHUS
U TIOCTOSIHHBIM KOPPECIIOHJEHTaM, B 3TUX CIIy4asX MOTYT IPUMEHATHCS KOHBEPTHI C 3apaHee
HalleyaTaHHBIMU aJIpECaMH.

IIpu angpecoBaHuu JOKyMeHTa (DU3MYECKOMY JIMIy HEOOXOIMMO YKa3blBaTh (HaMUIIHIO,
MHHIIMAIIBI, 3aTE€M ITOYTOBBIH ajpec.

Hanpumep:

NBanory U.N.

UYepnsimesckas yiu., 1.100, k. 100,
r. DHCK, DHcKas 00sacTh, 101856

JIOKyMEHT He JIOJDKEH COoJiepXaTh OoJiee YeTBIPEeX aJlpecaToB, KaXIbIH 3K3EMIUIIpP TaKOro
JIOKyMEHTa J10JKeH ObITh nojmucad. CinoBo «Komus» nepea BTOPBIM, TPETbUM, YETBEPTHIM
aZipecaTaMM HE yKa3bIBalOT.

[Tpu HampaBieHUN JOKYMEHTa OoJiee YeM B YETHIPE aJipeca COCTAaBIIACTCS CIIMCOK HA PACCHUIKY,
a Ha KaXXJIOM JOKYMEHTE IPOCTABIISIETCS TOIBKO OJJUH afpec.

3.2.9. I'pud yrBep:xkaeHUs JOKYMEHTA

VYTBep:kIeHHE JOKYMEHTa IPOU3BOAUTCS MPOCTABICHUEM Iprda yTBEpKIACHUS WIH U3TaHUEM
pacropsaUTENbHOIO JOKyMEHTa (B TEX CiydasX, Koraa TpeOyroTcs JIOMNOJHUTENIbHbIE
IIPEANNCAHUS U Pa3bICHEHUS).

JIOKYMEHTBI YTBEPKIAIOTCS PYKOBOJIUTENIEM 00pa30BaTEIbHON OpraHU3aIiH, BBIIIECTOSITUMHI
WA MEXBEIOMCTBEHHBIMUA OpraHaMH, OpraHU3alUsIMHU, B KOMIIETCHIUIO KOTOPBIX BXOIUT
peLIEeHHE BOIPOCOB, U3JIOKEHHBIX B YTBEPKIAEMBIX JOKYMEHTAX.

[Tonoxennsa, npaBuia, NOPANKH, JOJDKHOCTHBIE HWHCTPYKIMH, WHCTPYKLHWH, PACIHCAHUSI
3aHSATHIA YPOKOB, BHEYPOUHOU NESATEIBHOCTH, TOTIOJHUTEILHOTO 0O0OPa30BaHUs U JIp. TIOJIekKAT
YTBEPKICHUIO PyKOBOJIUTENIEM 00pa30BaTeIbHOM OpraHi3aluu U MpHoOPETaloT I0PUANYECKYIO
CUJIY TOJIbKO C MOMEHTA UX YTBEPKJICHUS.



I'pud yTBepkaeHus mOMeNiaeTcs B IpaBOM BEPXHEM YIIIy IEPBOIO JUCTA TOKYMEHTA, COCTOUT
u3 cioBa YTBEPXJIAKO (0e3 kaBbluek), IIOJHOIO HAaWMCHOBAHHS JIOJDKHOCTH JIMIIA,
YTBEPKIAIOIIETO JOKYMEHT, €ro JUYHOW MOJIMUCH, €€ paciiupPOBKU (MHULUAIIOB, (HhaMHIIUN)
Y 1aThl YTBEPKICHUSI.

Hanpumep:

YTBEPXKJIAIO
Hupexrop MBOY 1O Ne 1
nonmucs WM.M. HBanosa
15.06.2024

Jlonyckaercst B pekBusute «I'pud yTBepKICHHS JOKYMEHTa» LEHTPUPOBATH 3JIEMEHTHI
OTHOCUTEIBHO CaMOMW JITTMHHOW CTPOKH.

Hanpuwmep:

YTBEPXKIAIO
Hupexktop MBOY 11O Ne 1
noamuck M., VBanoBa
15.06.2024

HpI/I YTBCPKACHUU JOKYMCHTA HCCKOJBKHUMHU  OOJDKHOCTHBIMH  JIMIAMHU  UX MOANUCHU
pacrioyiaratotT Ha OJJHOM YpOBHE.

[Ipu yTBepKIeHHH TOKYMEHTa MOCTAaHOBIICHHEM, PELICHHEM, MPUKA30M, MPOTOKOJIOM Ipud
ytBepxkaeHus coctout u3 cinoa Y TBEPXKJIEH (-A, -O, -bl), HaumeHOBaHUsT yTBEPKIAFOIIETO
AOKYMCHTA B TBOPUTCIILHOM IMAJICKEC, €0 AaThl, HOMCpA.

Hanpumep:

YTBEPKJEH
IIpoTOKOJIOM METOIUYECKOTO COBETA
15.06.2024 Ne 32

HIIN

YTBEPXKJIEHO
npukazom MBOY 11O Ne 1
15.06.2024 Ne 32

CnoBa YTBEPXJIEHO wu YTBEPXJIEH B npuioXeHusx COrjaacyloTcsi B PpOJ€ U YUCIE
C BUIOM YTBepXkaaeMoro jaokymeHta: mnojnoxenue — YTBEPXKXJEHO, nporpamma —
YTBEPX/IEHA.



Braocuth kakue-nmnb0 u3MeHeHus U J00aBJIeHUS B TIOANMKUCAHHBIC (YTBEPKICHHBIC) TOKYMEHTHI
663 paspCuicHusd JiMnua, NoANMUCaBuICro 10KyMCEHT, HC JOIYyCKAacCTCH.

OTBETCTBEHHOCTh 3a KaueCTBO MOATOTOBKHU HOKYMCHTOB U HOCTOBCPHOCTL COACPKAMIUXCA
B HUX JAaHHBIX BO3JIaracTtCsa Ha JIMla, I[MOATOTOBHMBIIMC, 3aBU3HWPOBABIIMC U IMOANMCABUINEC
HAOKYMCHTEIL.

3.2.10. 3aro/10BOK K TEKCTY

3aroJoBOK K TEKCTY BKJIIOYAeT B ce0sl KpaTKOe COAEp:KaHUE IOKYMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO HAarpy3Ky. 3aroiioBok ¢opmynupyercs c npemimoroM «O» («O0») u oTBedaeT
Ha BOMPOC «O 4eM?»:

e TpuKa3 (0 4em?) 0 CO3JaHUHN aTTECTAIMOHHOW KOMHUCCHH;
o mpuKa3 (0 ueM?) 00 yTBEPKACHUH ILTATHOTO PACIIUCaHMS;
e THCHMO (0 4eM?) O TIPe0CTaBICHUH HH(POPMAIIUH.

3aroJ0BOK COCTABJIIET HCIIOJIHUTENb JOKYMEHTa. 3arojloBOK K TEKCTY odopmisieTcs mHoj
pPEKBH3UTAaMH OJaHKa CJIeBa, OT TPAHHIIBI JIEBOTO MMOJ. Eciy TeKCT MOKyMeHTa He MpeBbIIIaeT
YeThIPEX-TISITH CTPOK MM oopMileH Ha OiaHke GpopmaTta AS, 3aroJOBOK MOXKHO HE YKa3bIBATh.

3aronoBok AOKYMCHTA 3aIlIUChIBACTCs npu €ro perucTpanuun B COOTBCTCTBYIOIIUC
perucTpanroHHbie GOpPMBI: KApTOUKY, 0a3y JTaHHBIX.

3.2.11. TekeT 1OKyMeHTA

TekeT MOKyMEHTa COCTABIISIETCS HA PYCCKOM S3BIKE KaK IOCyJapCTBEHHOM s3bike PD. Tekcr
JOKYMEHTA U3JIaraeTcsl pyCCKUM JIMTEPATyPHBIM SI3bIKOM € Y4ETOM 0COOEHHOCTEH 0(UIInaIbHO-
JEJIOBOr0 CTWJIA, BHMJA JOKYMEHTa M €ro Ha3Ha4eHHs B YIPABICHUYECKOW JEATEIbHOCTH.
ConeprkaHue JOKyMEHTA JI0JIKHO OBITh U3JI0KEHO KPAaTKO, JOTMYHO, TOYHO U SICHO.

TexcThl JOKYMCHTOB HU3JIararoTCs:

oT l-ro Juna eAMHCTBEHHOI'O 4YHCla B JOKyMEHTax (MpUKa3 U T.[J.) PYKOBOIUTEINS
00pa3oBaTeNbHONW OpraHu3alUM, ACHCTBYIOIIET0 Ha IMPUHIMNAX €JUHOHAYalIMs, a TakxkKe
JOKYMEHTaX, aJpeCcOBaHHBIX pYKOBOJCTBY OpraHU3allMy: IPUKa3blBalo... IOJTOTOBUTH
U TIPE/ICTaBUTh Ha pacCCMOTPEHHUE; poILy paccMOTpeTh
BONpPOC 00 YCTAaHOBJICHUH JILTOTHBIX Tapu(OB...;

3-ro auIa €IMHCTBEHHOTO YUCIIa B JOKYMEHTAaX KOJUIETUAbHBIX OPraHOB: KOMUCCHUS PEIIUIA...;
OObpazoBarenbHasi OpraHu3alys HEe CUNTAET BO3MOMKHBIM...;

1-ro Juia MHOXCECTBCHHOI'O 4YwMcCjia B COBMECTHBIX JOKYMCHTAX: IPOCHUM MPEACTABHUTH
AAHHBIC O...; TPCACTABJISICM HAa paCCMOTPCHUC U YTBCPIKACHUC...

3-ro Jmua MHOXXECTBEHHOT'O 4YHCJIA B IPOTOKONAX: CIyIIAlIH, BBICTYIWIH, ITOCTAHOBUIIH,
peLIIIN.

B nokymeHTax, ycTaHaBIMBAIOUIMX IpaBa M OOS3aHHOCTH OPTraHU3ALUH, €€ CTPYKTYpPHBIX
nojpaszesieHuit (Mojg0XKeHne, HHCTPYKLKA), a TAaK)Ke COJEpKaIIUX ONKCaHUE, OLEHKY (aKToB



WIN BBIBOJBI (AKT, CIpaBKa), HUCIOJb3yeTcs (opMma H3IOKEHUS TEKCTa OT TPEThero JIuia
€IMHCTBEHHOTO WM MHO>KECTBEHHOTO 4YHclia («OTAEN OCYIIECTBISET (PYHKIUN», «B COCTaB
00BEIMHEHHUS BXOJIATY», KKOMHCCHUS YCTAaHOBUJIAY).

B Tekcre noxymeHTa, HOArOTOBJIEHHOTO Ha OCHOBAaHUY 3aKOHOJATEIIbHBIX, HHBIX HOPMaTUBHBIX
[IPAaBOBBIX AaKTOB, W3JAHHBIX OPraHaMH BJIACTH, JOKYMEHTOB, PAaHEEC W3JaHHBIX OpPraHOM
BJIACTU — aBTOPOM JOKYMEHTA, YKa3bIBACTCS HAUMEHOBAHKME BUJA JOKYMEHTA, HAUMEHOBAHUE
opraHa, HW3JaBUIETO JOKYMEHT, JaTra IPUHATUS WIA YTBEPKICHUA JOKYMEHTA, €ro
PETUCTPALIMOHHBIA HOMED, a TAK)KE 3aroJ0BOK K TEKCTy WJIM HaMMEHOBAaHHE BUIA JOKYMEHTA,
HalpuMmep:

"B cooTtBeTcTBUM C TOCTAHOBJICHUEM [IpaBuTenscTBa ot 13.08.1997 Ne 1009
«O06 yrBepxnenun [1paBui moAroToBKM HOPMaTHBHBIX PABOBBIX aKTOB (heepabHBIX OPraHOB
VCIIOJIHUTENIBHOM BJIACTU M X TOCYJIaPCTBEHHOMN pErucTpaiiumny;

"B cootBerctBun ¢ [lonokeHHeM O MOCTOSHHO JIEUCTBYIOIIEW HSKCIEPTHOW KOMHUCCHH
YUpEKIACHUs, OpraHu3aluy, [PENNpUATUsA, YTBEpXKACHHBIM  Ipukasom Pocapxusa

ot 11.04.2018 Ne 43«.

Ecnu TekcT comepKUT HECKOJbKO MOPYYEHHH, pElIeHU, BBIBOJIOB, B TEKCTE BBIICISIOTCS
pazziensl, MOAPa3ACIibl, ITYHKThI, TOAITYHKTHI.

B TekcT nokymMeHTa MOTYT BKJIIOYATbCS (parMEeHThl, OQOpPMIICHHbIE B BUAE TaOIUIBI WU
AHKETHI.

CrpaHuIlBl TEKCTa HyMEPYIOTCS apaOCKUMHU U pamMu mocepeIuHe BEPXHETO OIS,
B nmuceMmax ucnons3yroT creayroniue GopMbl U3II0KCHUS:
e OT IEPBOTO JIMIIA MHOXECTBEHHOTO YHCa («IIPOCHM HAIMpaBUTh», «HAIPaBIISEM
Ha pacCMOTPEHHEN);
e TIEPBOTO JIUIA EUHCTBEHHOTO YHCIIA («CUNTAI0 HEOOXOAMMBIMY, ITPOIITY BBIICIUTDHY);
e TpeThero Juma enuHcTBeHHOro umcia («OO He Bo3paxkaer», «OO cuuraer
BO3MOKHBIMY).

3.2.12. OT™MeTKA 0 NPUJIOKEHUH

Ecmu AOKYMCHT HMMCCT HNPUJIIOKCHHA, HA3BAHHBIC B TCKCTC, TO OTMCTKA O HUX O(bOpMJ'DIeTCH
o cienytomiei hopme:

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

Ecmu IMPUITIOKCHUA B TEKCTC HE Ha3BaHbI, TO HCO6XOILI/IMO NEpCUYUCIINTG KX HAa3BaHMU,
KOJIMYCCTBO JIMCTOB U S3K3CMILIAPOB KAXKIOTO.

[Ipyu HanMUUMK HECKONBKUX MPHIOKEHUH OHU HYMEpPYIOTCS:

[Ipunoxenus: 1. IlItatHoe pacniucanue... Ha 4 1. B 3 3K3.

2. CMmeTa pacxo/loB... Ha 4 1. B 3 3K3.



Ecnu npunoxxenns cOpomopoBaHbl, KOJIUYECTBO JUCTOB HE YKA3bIBACTCA.

Ecnu k nokymeHTy mpuiiaraercs Ipyrod JOKYMEHT, TaKKe UMEIOUINM MPUIOKEHHE, OTMETKY
0 HAIMYMU TPUI0KEHUS 0OQOPMIISIOT CIIETYIOUM 00pa3oM:

[Tpunoxenue: nucekMo PocapxuBa ot 05.06.2003 Ne 02-6/172 u npujaokeHHE K HEMY, BCETO
Ha 3 I

Ecnu npunoskeHreM sBiIsieTcsi 000COOJIEHHBIN 3JICKTPOHHBIM HOCUTENb (KOMIAKT-TUCK, usb-
(bien-HaKOMUTENb U JIP.), OTMETKY O HAJTUIHH MIPHIOKEHUS 0DOPMIISIIOT CIEAYIOIIHM 00pa3oM:

[Tpunoxenue: CD B 1 3k3.

IIpu »TOM Ha BKiIajple (KOHBEPTE), B KOTOPBIM IIOMEUIAETCS HOCUTENb, YKa3bIBAHOTCS
HalMEHOBAaHMS JOKYMEHTOB, 3alIMCAaHHBIX HA HOCUTENb, UMEHA (ailsioB.

[Tpunoxxenust JOMKHBI 0OPMIIATHCS HAa CTAaHJAPTHBIX JINCTaX U UMETh BCE HEOOXOAUMBIC IS
JOKYMEHTOB  PEKBU3HWTHI  (HAaMMEHOBaHWE,  3arojiOBOK,  TOJIMUCH  PYKOBOAHTENEH
MoApa3AeJICHU, OTBETCTBEHHBIX 3a UX COJIEPIKaHKUE, OTMETKY O COTJIACOBAHUH H T. 11.).

Ha npunosxenuu k pacnopsauTeIbHOMY JOKYMEHTY B IIPaBOM BEPXHEM YTJIy CTABUTCS OTMETKA
C YKa3aHMEM Ha3BaHUS PACHOPSIUTEILHOTO JOKYMEHTa, €ro JaThl U PETUCTPALUOHHOTO
HOMepa.

Hanpumep:

[Tpunoxenue Ne 2
k npukasy MBJIOY LIPP n/c Ne 2 «VBymika»
ot 15.06.2024 Ne 11

HauMmeHoBanme BHIa JOKYMEHTa — MPHIOXKEHUs (NIEPBOE CIOBO 3arojIOBKA MPHIIOKEHUS)
BBIZICJISIETCS] TTPOMMUCHBIME OykBamu, moiykupHbIM ipudTom (ITOJIOXKEHUE, ITEPEYEHD,
CIIMCOK u T. 1.).

Homyckaetcst Beipakenne «[IPUJIOXXEHUE No» mewararp mponmucHBIMEH OyKBamH, a TaKkKe
HCHTPpUPOBATH 3TO BBIPAKCHUC, HAUMCHOBAHUC HNOKYMCHTA, Cro JAaTy I/IpeFI/ICTpaLII/IOHHI:II\/'I
HOMEp OTHOCUTEJIBHO CAMOW JJIMHHOM CTPOKH.

Hanpuwmep:

Ipunoowcenue Ne 1
k npuka3zy MBJIOY LIPP n/c Ne 2 «MBymikay»
oT 05.06.2024 Ne 145



3.2.13. I'pud corsiacoBaHusl TOKyMeHTA
Brenrree corntacoBanne ohopMIISIETCS COOTBETCTBYIOIIMM TPUDOM.
I'pud cormacoanus cocrout u3 cnoBa COI'JTACOBAHO (6e3 kaBbIueK), MTOMKHOCTH JIUIIA,

KOTOPBIM  COTJIaCOBaH  JOKYMEHT  (BKJIIOYass HAUMEHOBAaHUE  OpTraHU3allH), €ro
COOCTBEHHOPYYHOU MOAMKUCH, UHUIHATIOB, (PaMIIIUU, TaThl COTJIACOBAHUS.

Hanpumep:

COI'/TACOBAHO

3aMecTuTeNb Ha4yaJlbHUKA YIIPABICHUS
o0OpazoBaHUs DHCKOI obnactu

noanuceA.U. Ilerpos

11.07.2024

Ecmu cornmacoBanue MMPOBOAUTCA C KOJUICTHAJIBHBIM OpTraHOM WJIM MOCPCACTBOM IIHUCbMaA,
TO TpU( cormacoBanusi oPoOPMIISETCS CISAYIOMUM 00pa3oM:

Hanpuwmep:

COI'JTACOBAHO
[Menarorunueckum copetoM MBJIOY PP n/c Ne 2 «MBymika»
(mpotoxout ot 29.03.2024 No 1)

I'pudsl cormacoBaHus MOTYT pacroyiaratbCs Ha OTAEIBHOM JIMCTE COTJIACOBAHUS, €CIHU
collepKaHUE JTOKYMEHTa 3aTparuBacT WMHTEPEChl HECKOJIbKMX opranusauuii. Ha mokymenre
TIEJIaeTCsl OTMETKA «JIMCT corylacoBaHus NPUIIAraeTcs.

BHemHee cornacoBaHue B 3aBUCHMOCTH  OT COJEPKaHMsI JOKYMEHTa OCYILECTBIISAETCS
B CIEAYIOIIEH OYEPEIHOCTHU:

e CO CTOPOHHHMH OpPTaHU3AIUSMHU, KOTJAa OHU BBICTYIMAIOT OOS3aTENLHON CTOPOHOM
B IIPaBOOTHOIICHHUSAX, BO3HHUKAIOIIUX BCIEACTBUE W3MAHMs JIOKYMEHTa, WJIM KOT/a
coJiep>KaHue TOKYMEHTA 3aTparuBaeT UX HHTEPECHL;

e OOIIECTBEHHBIMH OpPTaHMU3ANUSIMU — B CIydasiX HEOOXOJMMOCTH WM B CIIydasX,
MPEyCMOTPEHHBIX MOJIOKECHUSIMHA 00 STUX OpraHU3aIusX;

e OpraHaMH, OCYIIECTBIIIONMMH TOCYAAPCTBEHHBI HAJBEIOMCTBEHHBIH KOHTPOJIb
(Hag30p) B OompeAeieHHOW 001acTH (9KOIOTHYECKUN, TIOKAPHBIN U T. 11.);

e BBINICCTOSANIMMU  OPTaHU3AIMSMH — B CIy4asX, KOIJla 3aKOHOAATEIbCTBOM
MpelyCMaTPUBAETCS BO3MOXKHOCTh COBEPIICHUS YIIPABICHUYECKUX JNEHCTBUN TOJBKO
C pa3peleHHst STHX OPTraHU3aIHA.

3.2.14. Bu3a coryiacopaHusi JOKyMeHTa



Busbl coriacoBaHust JOKYMEHTa — PEKBH3UT IOKYMEHTA, YKA3bIBAIOIIUM Ha COTJIACHE WU
HEecorJiacue JOJKHOCTHOTO JiMlla 00pa30oBaTEeNIbHON OpraHM3alMH C COJEPKaHUEM MPOEKTa
JIOKyMEHTA (J1ajiee — BU3a).

Bu3sa BritouaeT JOIKHOCTD JIMLA, BU3UPYIOIIETr0 JOKYMEHT, MOANNCH, paciIu(pPOBKY MOANNUCH
(uHUIMATEL, (PAaMUITUIO) U 1aTy BUSHPOBAHUS.

Hanpuwmep:

3amecTuTeNnh TUPEKTOpa MO BOCIUTATEIHLHOU padoTe
HBanoBa N.N. sanoBa

10.10.2024

OdopmieHHass TakuM 00pa3oM BU3a 03HAYAET COTJIACKE JIOJDKHOCTHOTO JIMIA C COACPKAHUEM
JIOKYMEHTA.

[Tpu Hanuuuu 3aMeYaHU MO JOKYMEHTY BU3Y OQOPMIISIIOT CIEAYIOUTUM 00pa3oM:

3amMeuaHus TpUiIararoTcs
3amMecTuTeNh TUPEKTOPa M0 BOCIIUTATENLHON paboTe
HMBanoBa N.N. NBanoBa

10.10.2024

JIOKyMEHT BH3UPYETCSI UCHOJHUTENIEM M 3aMHTEPECOBAHHBIMH B JJOKYMEHTE OJKHOCTHBIMH
JUIAMH, PYKOBOJUTENIEM 00pa30BaTeIbHON OpraHu3aliy.

3aMe4aHuss AOJKHBI OBbITh IPEJICTABICHBI HA OTACIBHOM JIMCTE, KOTOPBIH MOANUCHIBAIOT,
JNATUPYIOT U NPUJIATaloT K JOKYMEHTY.

Ha nokymeHTe, MOJUIMHHUK KOTOPOTO OCTaeTcsi B 00pa3oBaTeNIbHON OpraHu3alii, BU3bI
MPOCTABJISIOT B HIDKHEH YacTH OOOPOTHOM CTOPOHBI TOCIEIHErO JIMCTA TOJUIMHHUKA
JOKYMEHTA.

Ha JOKYMCHTC, IMMOAJIMHHHUK KOTOPOr'o OTIPAaBJIAOT H3 OpraHu3alri, BHU3BI IMPOCTABIIAIOT
B HMDKHEH 4acTH JIMLIEBOM CTOPOHBI BTOPOT'O 3K3CMILIApa OTIPABIACMOI0 JOKYMCHTA.

Bo3moxHO O(l)OpMJIeHI/Ie BU3 NOKYMCHTA Ha OTACJIBHOM JIMCTC COIJIAaCOBAHUA. I[OHyCKaeTCH
IMMOJIMCTHOC BU3UPOBAHUC NJOKYMCHTA U €T'0 ITPHUJIOXKCHUS.

Ecnu B mponecce BU3MpPOBaHUS B MPOEKT JOKYMEHTA BHOCSTCS CYHIECTBEHHBIE H3MEHEHMS,
OH MOJJICKUT MOBTOPHOMY BHU3HpoBaHMIO. [loBTOpHOE BU3UpOBaHUE He TpeOyercs, eciau Mpu

,Z[Opa6OTK€ B IIPOCKT JOKYMCHTA BHCCCHbI YTOYHCHUS, HC MCHAIOIUC €0 CYTH.

3.2.15. llognuch



JIOKyMeHTBI, HampaBiisieMble 00pa30BaTeNIbHOM OpraHu3anyell B BBIIIECTOSAIIUE OPraHbl
YIOpaBJICHUS, TOANUCHIBAIOTCS  PYKOBOJAWTENIEM 00pa3oBaTelIbHOM OpraHM3aluu, €ro
3aMECTUTENIEM 10 IOPYYECHUIO PYKOBOAMTENS o0Opa3oBaTenbHOI OpraHu3aluu
10 COOTBETCTBYIOLIUM HAIIPaBICHUSIM.

B cocraB pexBusuta «lloamuce» BXOAST: HAaMMEHOBAHUE MOJDKHOCTU JIUIIA, TOAINMCABIIETO
TOKyMEHT (IOJHOE, C yKa3aHHeM Ha3BaHUS OpraHM3alliM, €CIH JOKYMEHT odopmieH
HE Ha OJlaHKe, U COKpAIIeHHOE — Ha JOKyMEHTE, 0()OpMIIEHHOM Ha OJaHKe); JTUYHasl MOAINUCH;
pactudpoBKa MOANUCH (MHUITAATBI, (DaMUITHS).

Hanpumep:

3amectutenb — aupektopa JInunas moamuces  M.U. BanoBa
M0 BOCIIUTATENLHOM paboTe

B AOKYMCEHTAax, MOATOTOBJICHHBIX KOMI/ICCI/ICI\/'I, YKa3bIBalOTCA HE JOJDKHOCTH MOANMMCABIINX JIWIIT,
a UX 00SI3aHHOCTH B COCTAaBE KOMHCCHU.

Hanpuwmep:

npeacenarens komuccun  Jluunas noanuce 1.0, Gamunus
YJIEHBI KOMUCCUU JIvnunas noamucey  M.O. @amumus

JInynag nognuce UM.O. amunus

[Ipu noanucanny 10KyMEHTa HECKOJIBKUMH JOJKHOCTHBIMH JIMIIAMU UX MOJAIUCH PacIioNaraloT
OJIHY MOJI IPYTOM B MOCJIEI0BATEIIBHOCTH, COOTBETCTBYIOLIEN 3aHUMAEMOM JTOJIKHOCTH.

Hanpumep:

HupekTop JInunas nognuce N.O. @amunus

3amectutens gupekropa Jluunas nognuck  M.O. Gamunus

HpI/I noAnmruCaHu AJOKYMCHTAa HECKOJbKHMMHU JIMIAMH PaBHBIX ,I[OH}I(HOCTeﬁ, X IoAIuCHu
pacmojiararorT Ha OJHOM YPOBHC.

Hanpumep:

3aMmecTuTenb ~ JAMPEKTOpa MO  3aMECTUTENb  JUpPEKTopa 110
aIMUHUCTPATUBHO- y4eOHO-BOCITUTATEIHLHOM paboTe
XO3SIICTBEHHOMN

pabore

mnugag noanuck  M.O. amuug  nauubag nopnuck UM.O. Gamunus



Ecmu AOJDKHOCTHOC JIMIO, IIOAIIMCH KOTOPOIO 3aroToBJICHA Ha IIPOCKTE JOKYMCHTA,
OTCYTCTBYCT, TO JOKYMCHT HOJIKCH IMOAIMUCBHIBATHCA JIMIIOM, UCITOJHAKOIINM €TI0 O6H3aHHOCTI/I,
WM €T0 3aMECTUTCIIEM.

He nonyckaercst noanucanuie T0KyMEHTOB € MIPEIJIOTOM «3a» WM MPOCTABIEHUE KOCOU YepThI
nepea HauMEHOBAaHUEM JIOJIKHOCTH.

3.2.16. OT™MeTKa 00 3JIEKTPOHHOM MOANUCH
OtMmeTka 00 3JEKTPOHHOM MOANMUCH BKIIOYaeT: (pazy «JlokyMeHT moamwcaH >JIEKTPOHHOU

MOJIMCHIO», HOMEp CepTH(HKaTa KI04a 3JIEKTPOHHON MOANUCH, (paMUiInio, UMsI, OTYECTBO
BJIa/IeTIbIIA cepTU(UKATA U CPOK ACHCTBUS cepTH(HKATa KITI04a AIEKTPOHHON MOIMTUCH.

Hanpuwmep:
JOKYMEHT MHNOAINUNCAH
3JIEKTPOHHOM MOJINCHIO
Ceptudukar 1al11aaa0000000011

Bnanenenn WBanoBa AwnHa IlerpoBHa
HeticrButenen ¢ 01.12.2024 o 01.12.2028

OTtmerka 00 JIEKTPOHHOW TOAMUCH JOJDKHA COOTBETCTBOBATH MECTY  pa3MeEIleHUs
COOCTBEHHOPYYHOH TOAINKCH B aHAJIOTUYHOM JTIOKYMEHTE Ha OyMa)KHOM HOCHTENE. DJIEMEHTHI
OTMETKHU JOJI’)KHBI 6I>ITI> BUJUMBIMHA U YUTACMBIMHA U HC TOJI’KHBI IICPCKPBIBATH 3JICMCHTLI TCKCTA
JIOKYMEHTA U IPYTHE OTMETKH 00 3JIEKTPOHHOM Moanucu (Ipy HATUYUH ).

3.2.17. Ileuarn
OTTHCK TeYaTH 3aBepsieT MOIMHHOCTh TOJIUCH JIOJDKHOCTHOTO JIMIA Ha JOKYMEHTax,
JOCTOBEPSIIOIIMX MpaBa JIUL, GUKCUPYIOMUX (PAKThI, CBI3aHHbIE ¢ (PUHAHCOBBIMU CPEICTBAMH,
a TaK)K€ Ha MHBIX JOKyMEHTaX, MpeayCMaTPUBAIONIUX 3aBEpEHHE TMOJIMHHOW TMOAIKCH.

JIOKyMEHTBI 3aBEPSIOT MeYaThI0 00pa30BaTEIbHONW OpraHU3aIUH.

Ileuats IMPOCTABJLICTCA Ha CBO6OI[HOM OT TEKCTa MECTC, HEC 3aXBaTbIBasl JIMIHOM oAU CH
JOJDKHOCTHOTI'O JIMIIA.

3.2.18. OT™MeTKAa 00 MCIIOJTHHUTEIE

OTtmeTka 00 WCTIONHHUTENE BKIIOYAaeT BceOs (aMuIuio, WMs, OTYECTBO HWCIOIHUTEIS
JIOKyMEHTa, HOMep ero TeiedoHa.

OTMeTKy 00 MCHOJHUTENIE PaCIoNaraloT Ha JUIEBOH MM OOOPOTHOM CTOPOHE MOCIEIHETO
JHCTa TOKyMEHTA B JIEBOM HMKHEM YIIIy.

Hanpuwmep:



HNBanosa una UBanoBHa

8 (495) 994-94-94

3.2.19. OT™MeTKa 0 3aBepEeHUH KONNH

Komnuu ¢ 10KkyMeHTOB BBIJAIOTCS € pa3peLIeHHs] pyKOBOAUTENEH CTPYKTYPHBIX IOJpa3AcIeHUI
U TOJBKO C T€X JOKYMEHTOB, KOTOpble ObUIM H3JaHbl B 00pa30BaTEIbHOM OpraHU3alUuU
Y KOTOPBIE KacaloTCsl CyKeOHOU AEATENbHOCTH JAHHOTO CTPYKTYPHOTO MOIpa3ieeHuUs.

[Ipu BBITAaYe KOMHMM JOKYMEHT BOCIPOM3BOAMTCS TIOJHOCTHIO (ONaHK 00pa3zoBaTeIbHON
OpraHu3alyu, HOMep, JaTa, COJEpKaHue U T. 11.).

B npaBom BepxHeM yrity konuu nuuiercs ciioBo «Konus». [Ipu Bergaue Koy ¢ KON CIeayeT
nucath «Komnus ¢ xonum».

Ecnu xonus s BHyTpEHHEro MOJB30BaHUs, TO /Ul 3aBEPEeHUsI HIDKE pekBu3HuTa «[loamucey
MPOCTABJISIOT 3aBEPUTENBHYIO HAJMUCh: «BepHO»; JOKHOCTH JIMIA, 3aBEPSIONIETO KOIHUIO;
JUYHYO TIOJMNCH; paciu(@POBKY MOAMUCH (MHUIHAIIBI, (PaMUJIUIO); ATy 3aBEPEHUSI.
Hanpuwmep:

Bepno

Cexkpetapp/CrieniaIvcT 1o Kaapam

JInyHag nmoamnuch B.B. BaunoBa

10.10.2024

Ecnu xonust BbigaeTcs A MpEACTaBICHUSI B JPYTYI0 OpraHU3alMI0, TO OTMETKA O 3aBEPEHUU
KOIIMH JIOTIOJHSETCS HAAMUCHIO O MECTE XPaHEHUS IOKYMEHTA, C KOTOPOTO OblLia M3TOTOBJICHA
KOIIHSI, U 3aBEPSIETCS IeYaThlo OpraHu3aliy.
Hanpumep:
[Mognmuunuk nokymenta Haxogutcss B MBOY 11O Ne 1 B gene Ne 12-k 3a 2024 rog.
Jy1st mpocTaBiIeHUS OTMETKH O 3aBEPEHUM KOITHMH MOYET MCIIOJIb30BATHCS IIITaMII.
3.2.20. OT™MeTKA 0 MOCTYNJIEHUH JOKYMEHTAa
Conepxut 1aTy MOCTYIUICHHS JOKYMEHTA, a TAK)Ke €ro BXOISIINN PEeTUCTPAIIHOHHBIA HOMED.

[Ipu HEoOXOAMMOCTH B OTMETKE MOXKHO YKa3aTh BpeMs IOCTYIUICHHsS B 4acax M MHHYTax
U CIIOCO0 JOCTaBKU JOKYMEHTA.



OTMETKYy O MOCTYIJICHUH JOKYMEHTa B 00pa30BaTeIbHOM OpraHU3alliH MPOCTABJISAIOT B BUAC
mrTaMiia UJik OT PYKHU B HIDKHEU 4acTu .HI/II_IGBOI\/'I CTOPOHBI ICPBOTO JINCTAa JOKYMCHTA UJIX HA €Tro
obopore.

Hanpuwmep:

MBJIOY LPP n/c Ne 2 «MBymika»11.10.2024 Ne 23

13 4 40 Mmu"

3.2.21. Pe3omonnst
B coctaB pe3onronuu IOJDKHBI BXOAWUTH CHENYIONIME 3JEMEHTH: (aMWINs, WHUIUAIbBI
ucnonHuTeNns (UCTOJMHUTENEH), coaepkanue mopydeHus. [Ipm HEOOXOAMMOCTH — CpOK
WCIIOJIHEHUS, TIOJMHUCH JIUIA, BBIHECIIETO PE3O0JIIOLIHIO, 1aTa PE30TIOIIH.
Hanpuwmep:
Cmupnosoii 1.0.
[Ipomry moaroroButh mpoekT gqoroBopa ¢ OO0 «Jlom mebenm» k 22.06.2024

JInyHasg nmoanuch

10.10.2024

HpI/I HaJIM4YUKU B PC30JIOLNHUHN HECKOJIBKUX HUCITOJTHUTENICH YKa3bIBACTCsA OTBETCTBCHHBIN
HUCIIOJTHUTCIb (KaK IMpaBuJio, 3TO JIUIIO, HA3BAHHOC B PC30JIFOITUN HepBBIM).

Ha nmoxkymeHnTax, He TpeOyIOIIMX MOMOTHUTENBHBIX YKa3aHHWA IO UCMOJHEHUIO W UMEIOIIUX
TUIIOBBIE CPOKHW HWCITOJTHEHUS, B PE3OJIOIUNA YKA3bIBAETCS HWCIOJHUTENb, IMOJAMNUCH aBTOpa

PE30JIIOIUH, JaTa.

Pesomronus, Kak MpaBWiIO, MHINETCS OT PyKH PYKOBOJIWTENIEM Ha IOJIMHHUKE JOKYMEHTA
Ha CBOOOJHOM OT TEKCTa MECTE.

3.2.22. OT™MeTKa 0 KOHTpOJIe

OTMmeTKa 0 KOHTpoJie 0003HAYAET, YTO TOKYMEHT MOCTaBJICH HAa KOHTPOIb. OTMETKY O KOHTPOJIE
3a UCIOJIHEHUEM TOKyMEHTa 0003HavatoT mraMinoM «KoHTpoIib» Ha BEpXHEM I0JIe JOKYMEHTA.

KonTpomio moanexar Bce 3aperucTpupoBaHHbIE JOKYMEHTHI, TPEOYIOLIHE UCTIOTHEHUSI.

Cpoku  HUCMNONHEHUS  JOKYMEHTa  YCTAaHABIMBAIOTCS B COOTBETCTBUU  CO CPOKAMH,
0003HAaYEHHBIMU 3aKOHO/IaTEIbCTBOM, OpraHU3aIiel, HapaBUBIIEH OpyYeHUe WIH MPOochOy,



paclopsAMTENbHBIM  JOKYMEHTOM WM  PEe30JIonuell  pykoBoauTens o00pa3oBaTelIbHOMN
OpraHu3alyu.

Cpoxk mpocTainsieTcs B (popMe aThl 3aBEPIICHUS UCTIOTHEHUSI.
3.2.23. OT™MeTKa 0 HANIPABJIEHUM JOKYMEHTA B J1€JI0

OtmeTka 00 UCTIOJTHEHUH JOKYMEHTA U HalpaBJICHUH €ro B JI€J0 BKIIIOUAET B ce0sl CIIeIyIOIIHe
nanHble: Qpasy «B memo», WHIEKC nena MO HOMEHKJIATYpe Jel, B KOTOPOE IOMeIaeTCs
JOKYMEHT Ha XpaHEHHE, C YKa3aHHeM KaJIeHJapHOTO roja, AOJLKHOCTH JHIa, 0(hOPMHUBIIETO
OTMETKY, MOJIIUCH, JaThI.

Hanpumep:

B memo Ne 01-18 3a 2024 r.
3amecTuTeNnh TUPEKTOpa MO BOCIUTATEIHLHOU paboTe

JInyHasg nmoanuch 10.10.2024

OTMeTka O HampaBJICHUU AOKYMEHTa B JIENI0 MOXET JAOIMOJHATHCA KPAaTKUMHU CBEICHUSMU
0 XapaKTepe UCIOIHEHHS JOKYMEHTA.

3.3. Oco0eHHOCTH MOATOTOBKH U 0popMJIEHH S OTEJIbHBIX BUA0B JOKYMEHTOB

3.3.1. Ilpuxa3s

[Tpuka3 — mpaBOBOM aKT, U3/1aBaEMbIil PYKOBOIUTENEM 00pa30BaTEIbHOW OpPraHU3aIMM s
peleHNs] OCHOBHBIX M ONEPAaTUBHBIX 3a7ay, CTOSIIUX Mepe] 00pa3oBaTeIbHOM OpraHu3anuen
(mpunoxenue Ne 2).

[Ipukaz wmoxer OBITh W3JAaH JIMIOM, WCIOJHSIOMIMM OOS3aHHOCTH  PYKOBOJIUTENS
00pa30BaTeNbHON OpraHu3alny B CIIy4ae ero OTCyTCTBUS.

B nmpukazax 1O OCHOBHOH JEATENILHOCTH PEIIAIOTCS BOMPOCH Y4E€OHOW, XO3SHCTBEHHOM,
(uHaHCOBOM NEATENbHOCTH, INIAHUPOBAHUS, OTYETHOCTH, Y4eOHO-BOCIIUTATEIBHOIO IIpoLiecca,
(U3NYECKOTro pa3BUTHUS H T. II.

[Tpukassl odopmisitoTcs Ha GnaHke oOpazoBaTeNnbHOW opraHuzanuu. llepemada mpuKasos,
UX KoM pabOTHUKAM CTOPOHHUX OpPTraHU3aldi JOMYCKAeTcs TOJBKO C pa3perieHus
pykoBonuTenss oOpa3oBarenbHOM opraHuzanmu. [IpoexTsl mnpuka3zoB pa3pabaThIBAIOTCS
YIIOJIHOMOYEHHBIM JIUIIOM 10 OPYYEHHIO PYKOBOJCTBA MM TI0 COOCTBEHHON MHUIMATHBE.

[ToaroToBka mpHKaza BKJIIOYAET B ce0s M3y4EHHUE CYILECTBa BOIpOca U cOOp HEOOXOAUMBIX
CBEJICHUH; TOJrOTOBKY NPOEKTA MPHKAa3a; COrJIacoBaHUE MPOEKTA; MOANMCAHNE PYKOBOAUTEIEM

00pa3oBaTeNbHON OpraHU3aINH, PETUCTPALIUIO.

[Tpukassl nevatarorcs mpudTom Ne 12.



Homepa cTpaHUWIl NPOCTaBISIOTCS IOCEPEAMHE BEPXHEro IO JIMCTa. TeKCT TpHKasa
reJaTaeTcsl 4yepes3 OJAMH MEKCTPOUHBIA HHTEpBall, 0e3 00opoTa.

[Ipuka3 uMeeT cleayrole PEeKBU3UTHI: HAWUMEHOBAaHUE OOpPa30BaTENbHONW OpraHU3aLUU
corjiacHoO ycTaBy, HamMmeHoBaHue Buaa nokymeHta (IIPUUKA3), nmara, HOMEp, MecTO
COCTaBJICHHA, 3aroJIOBOK K TCKCTY, TCKCT, HAUMCHOBAHUC JOJIZKHOCTU, ITOAIHUCH JOJZKHOCTHOTO
nuna (MHUIMAIbI, (PaMUIINs ), BU3BI COTJIACOBAHUS, O3HAKOMIICHHUS.

JlaToii mpukasa siBisieTca aara ero nmoanucanusi. [lara odopmisiercs mudpoBbM criocodom;
HOMEp COCTOMT W3 3HaKa «Ne» M MOpsAKOBOro HoMmepa mpukasza, Hampumep: ot 00.00.0000
Ne 000.

Texkcr 1mpukasa COCTOMT M3 ABYX B3aUMOCBA3aHHBIX 4acTe —  KOHCTaTUPYIOLIECH
U pacropsiAuTEIbHOM.

Teker mpukasza MOKEH MMETH 3arojoBOK. 3aroioBOK HaduHaeTcs ¢ mpemtora «O» («O6y)
u popmupyeTcs npu IIOMOIIIU OTIJIAar OJIBHBIX CYLIECTBUTEILHBIX (Hampumep:
«O0 yTBepkaACHHM...», «O perucTpamnuu...», «O co3gaHumu...»).

3aroJIoBOK JI0JIKEH KPAaTKO U TOYHO OTPaXKaTh COAECP KAHUE TEKCTA NTpuKa3a. Touka B 3aroJIoBKe
He cTtaBuTcs. Ilewataercss udepe3 ABa MEXCTPOYHBIX HMHTEpBasia OT pekBu3uta. lledaraercs
CTPOYHBIMHU OyKBaMH, BBIJIEIISETCS KUPHBIM HIPUPTOM.

B koHCTaTupyromeil 4YacTM KpaTKO U3JararoTcst Lend U 3a4adyd, (akThl U COOBITHA,
IIOCITY>KHABIIINE OCHOBAHUEM I U3AaHMs IprKa3a. OHa MOXKET HAYMHATBCS CJI0BAMH «B LENAX»,
«BO HCIIOJHEHUEe» U ap. Eciaum mnpuka3 wu3naercs Ha OCHOBAaHUM JPYroro JOKYMEHTa,
TO B KOHCTaTUPYIOIEH YacTH YKa3bIBAaCTCs HAaUMEHOBAHME 3TOTO OKYMEHTA, HANMEHOBAaHUE
opraHa, U3JaBIIero JOKyMEHT, 1aTa, PETUCTPALlMOHHBII HOMEP U 3ar0JIOBOK K TEKCTY.

KoHncratupytomass 4YacTb MOXKET OTCYTCTBOBaTh, €CIM IPEANUCHIBAEMbIE JCHCTBHS
HC HYXXJAIOTCA B Pa3biACHCHUMU. Texkct MPUKA30B B TaKHUX CJIy4YasaxX HAYUHACTCA CO CJIOBa
«ITPUKA3BIBAIOy» (mumiercst mponucHbIME OykBamu). [Ipyn Hanmuuuu AByX 4dacTed mMpHKasza
pacmopsAuTeNnbHAsT YacTh OTIENSETCS OT KOHCTATHPYIOIICH CIOBOM «IpuKa3biBaroy. I[locme
cioBa «IIPUKA3BIBAIOy» cTtaBUTCS IBOETOYHE.

TekcT pacnopsiAUTEIbHOM YacTH MOXET JEIUThCS Ha MYyHKThI, B KOTOPBIX YKa3bIBAIOTCS
WCIIOJIHUTENH, KOHKPETHBIE IEVCTBUS U CPOKU MCIIOJIHEHUS MPEANKUCHIBAEMbIX AeHCcTBUM. Eciu
MPUKa3 JOMOJIHIET, OTMEHAET WM W3MEHSET paHee M3JIaHHbIE MPHUKa3bl WIW HX OTICIbHbIC
IYHKTBI, 3TO OTOBapuUBaeTcs B TeKCTe. [locaeIHuM IMyHKTOM pacnopsiAMTEILHON YacTH IPUKa3a
YKa3bIBa€TCS JOJLKHOCTHOE JIUIIO, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJHEHUEM TTPUKa3a
B 1ienioM. Hanmpumep: « KoHTpo:Ib 3a HCTIOTHEHHEM TIPHUKa3a OCTaBIISIO 32 CO00i».

HO,Z[HI/ICB OTACIIAACTCA OT TCKCTA ABYMS MHTCPBAJIaMU, ICYATACTCA OT I'PaHULIBI JICBOTO ITOJIA.

PacmmmdpoBka moammcu medaraeTcs Ha YPOBHE IOCICIHEW CTPOKH JODKHOCTH Y MPaBOi
rpaHuIbl TeKcToBOro nosst. [Ipoben Mexy nHuIManamMu u paMuiIuei He 1enaeTcs.

[Tocnenusis OykBa B paciin(ppoBKe MOAIMMCH OTPaHUYMBACTCS MPaBbIM mosieM (10 mwm).



[lpy moamucaHMy TpHKa3a JHMIOM, 3aMEIAIOIIUM pPYKOBOIUTEISI 00pa3oBaTEIbHOM
OpraHu3aIyy, J0JDKHA OBITh YKa3aHa ero (pakTuyeckast JOHKHOCTD U (paMUIIHSL.

[Tpu HaIMYMK TPUITOKEHUH K MPUKA3y 00s3aTeIbHO JIETAeTCs CChIIKA Ha HUX B TEKCTE.
[Ipukaszel HyMepyIOTCS MOPSAKOBOM HyMepalHeill B mpenaesiax KajaeHaapHoro rojaa. OTaenbHO
HYMEPYIOTCSl TIPUKa3bl I10 OCHOBHOM JESTEIBHOCTH, IO JUYHOMY COCTaBy paOOTHHKOB,
M0 IMYHOMY COCTaBYy OOYHYaIOIIUXCsl, [0 OTIyCKaM, O KOMaHIMPOBAHUU.

Ecnu npuka3 BBOAUT B eHCTBUE Kakue-THOO JOKYMEHTHI (MHCTPYKIMH, TpaduKu, IpaBuia,
MIOJIOKEHHS), TO OHH OQOPMIISIOTCS B BUJE MPHIJIOKEHHS K PUKa3y. B mpaBoM BepxHeM yriry
TakKMX JOKYMEHTOB OT IIATOTO TIOJIOKEHHUsI TadysisTopa HEOOXOAMMO MHCAaTh CJIOBO
«IIpunoxenue» ¢ yka3aHuEM HAUMEHOBAaHUs pPaCHOPAIUTEIBHOIO JOKYMEHTAa, €ro Jarhl,

HOMEpa.

Hanpuwmep:

[Tpunoxenue
k npuka3zy MBJIOY LIPP n/c Ne 2 «MBymikay»

ot 11.07.2024 Ne 34

[TpunoxeHus K mpoeKTaM MPUKa30B 0POPMIISIOTCS Ha OTACTBHBIX JHCTaX Oymaru.

Pa3mepsl nosiel 1 MEXCTPOYHBIE MHTEPBAJIbI IPU I1€YATAHUH TEKCTOB IPHIIOKEHUN UICHTHYHBI
pa3Mepam, IPUMEHIEMBIM IIPU [1€YaTaHUU TEKCTOB IPUKA30B.

B npunoxeHusix moMemaroTcsi MOJ0KEHUs, epeyHH, CIUCKH, Ipaduku, TaOIULbl, 00pa3libl
JIOKYMEHTOB U JIp.

Ecnu B TEeKCTe AaeTCsl CChUIKA «COTIIACHO MPUIIOKEHUIO» WK (TIpritoskeHue Ne...), TO Ha epBoi
CTpaHULe IPWIOKEHUS B IPAaBOM BEPXHEM YTy nuuiercs cioBo «IIpuioskeHne» u ero Homep,
HIDKE 4Yepe3 OJUH MEKCTPOUHBIM MHTEpBal JaeTCs CChUIKA Ha IIPUKa3 PYyKOBOIUTEIS
00pa3oBaTeNbHON OpraHU3alMH, €ro JaTy 1 HOMEp.

Bce cocTaBHbIE 4acTH PEKBU3HMTA BBIPABHUBAIOTCS I10 JIEBOMY Kparo, IE€YATAIOTCA Yepe3 OOUH
MEXCTPOUHBIM MHTEpBa. J[JIMHa CTPOKU HE AOJKHA IPEBBIILIATE 8 CM, OTPAaHUYMBAETCS IPABBIM

nosieM AokyMeHTa. [Ipy Hamu4Yuy HeCKOIbKUX MPUIIOKEHUI OHU HYyMEPYIOTCSI.

Hanpumep:

[Tpunoxenue 1
k npuka3zy MBJIOY LIPP n/c Ne 2 «MBymka»

ot 11.07.2024 Ne 34



[Ipn nammuuu B Texcre dopmynupoBku «YTBEPWUTby» npuiaraemoe moiokeHHe, COCTaB
KOMMCCHM, IIEPEUYECHb MEPOINPUATHMA U T. I. HA CAMOM IIPWIOKEHUU B IIPABOM BEPXHEM YTIIy
pacnionaratorcsi cioBa «Y TBEPKJIEHO» nnn «YTBEPXKJIEH» co cchuikoii Ha mpukas, €ro
Jaty, HOMep.

Hanpumep:

YTBEPXJIEHO
npukazom MBJIOY LPP n/c Ne 2 «Bymika»

ot 11.07.2024 Ne 34

3aroJ0BOK K TEKCTY MPHJIOKEHUS TeyaTaeTcsl HEHTPUPOBAHHBIM criocoboMm. HaumeHoBanue
BU/1a JOKyMEHTA NIPHUII0KEHHS (IIEPBOE CIIOBO 3ar0JIOBKA PHIIOKCHHUS NIeYaTaeTCs IPOIMHCHBIMH
oykBamu xupHbM mpupTom: [TIOJIOXKXKEHUE, IEPEUEHD, CITUCOK u T. 1.).

3aroJ0BOK TPUJIOKEHUSI OTAENSAETCS OT JIaThl W HOMEpa MpHUKa3a JBYMs MEXCTPOUYHBIMU
MHTEpBaJIaMHU.

IIpy HanuuuM B TEKCTE€ NPUIIOKEHHUS HECKOJIBKHUX pa3[elIOB HX 3arOJOBKH I1€4YaTaIOTCS
HEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTEIBHO TpaHUI] TEKCTa). Touyka B KOHIIE 3aroJIOBKOB
He craBuTCs. JlomycKaeTcsl BBIIEIATh 3ar0JIOBKU PA3/IeoB MIPUPTOM APYrol HACHIILIEHHOCTH
(’KMpHBIM, TIOTYKUPHBIM).

Teker mpunokeHus: MOKeT ObITh odopmileH B Buie TaOiuibl. ['padsl U CTPOKK TaOIHUIIBI
AOJIKHBI UMCTD 3aroJIOBKU, BBIPAKCHHBIC UMCHCM CYIICCTBUTCIILHBIM B UMCHUTCIILHOM ITACKC.
[TonzaronoBku rpad M CTPOK IpaMMATHUYECKH JOJDKHBI OBITH COTJIACOBAHBI C 3ar0JOBKAMHU.
TexcT TabnuIBl IeYaTaeTcs 4epe3 OAMH MEKCTPOUHBIN HHTEPBAIL.

[Tpu HANMMYUM B TEKCTE MPHUIIOKEHUN CCHUTKH Ha CHOCKY OHa ohopMIisieTcs 3Be30UK0i. TekcT
CHOCKH I1€YaTaeTCs 4Yepe3 OJMH MEKCTPOUHBIA MHTEPBAJ B KOHIIE Ka)K/I0OM CTPAHUIIBI UJIA TTOCIIE
MPUJIOKEHUS B LIEJIOM NOJ 4epToid. [locie cuMBOia CHOCKH €€ TEKCT MeYaTaeTcsl C MPOIMCHOM
OykBbI. B KOHIIE TeKCTa CHOCKH CTaBUTCS TOUKa. Ha o/tHOM cTpaHmIle HE TOJKHO OPOPMIISTHCS
0oJj1ee Tpex CHOCOK.

B nonoxeHusix, mporpaMmMax, yctaBax M IpyTrux HOJOOHBIX TJOKYMEHTAX pa3/ieibl, OApa3/eibl,
IMYHKTBl W MOJINYHKTBl HyMepyrloTcs apabckumu nuppamu. Homep mnonpasnena nomxeH
COCTOSITH M3 HOMEpa paszziesia ¥ HoMepa Mojpasjena, pa3aeieHHbIX Toukoi (Hampumep: 1.2.).
HoMep myHKTa MOMET COCTOSTh M3 HOMEpa paszeina, MOoJpa3/iena U IIyHKTa, pa3eleHHBIX
toukamu (Hampumep: 2.3.1.). IlyHKTBI T1pH HEOOXOOUMOCTH MOTYT MOJPA3AEIATHCS
Ha MOANYHKTBI, KOTOPbIE JOKHBI UMETh IOPSIKOBYIO HyMEPAIUIO B IIPeieax KaX/10ro IyHKTa
(mampumep: 1.1.1.1., 1.1.1.2. u 1. ).

Bu3sbl mpocraBisroTest Ha 000pPOTHOI CTOPOHE TIOCIIEHETO JICTA MPOEKTa IPUKa3a.



Ha npunosxeHusix K mpoekTam MprUKa30B BU3bI IPOCTABISIOTCS MOl TEKCTOM MPHIIOKEHHUS.
3.3.2. [IpoToko.

[TpoTOKOI — [OKYMEHT, B KOTOPOM (PUKCUPYETCS XOJA OOCYXIEHHUS BONPOCOB M IMPHHATHUS
penieHuil Ha COOpaHMAX, COBEIIAHUAX, KOH(DEPEHIMAX 1 3aCeIaHUIX KOJUICTHAIBHBIX OPTaHOB
(mpunoxenue Ne 3).

B MMPpOTOKOJIaX TIMOCTOAHHO HeﬁCTBYIOHIHX KOJUICTUAJIBHBIX U COBCHIATCIIBHBIX OPraHOB
(megarornueckoro, METOJAMYECKOTO COBETOB , KOMUCCHH), a Takke KOH(GEPEHINH, COOpaHHii,
COBCI[AaHUH, 3aceaHMii, MEPErOBOPOB, BCTPEU) HUCHOIB3YyeTCS (opMa H3II0KECHHS TEKCTa
oT TpeThero nuia MHoxecTBeHHOro uwmcina (CJIYVIIAJIM, BBICTYIIWJIN, PEILIWIIN).
CozlepxcaHHe BBICTYHJICHI/Iﬁ H3J1aracTcd OT TPCThHCIro JIMa CAMHCTBCHHOI'O YK CJIA.

IIpoTOKOJI UMEET CIEAYIOLUIUE PEKBU3UTHI:

e HanMeHoBaHuE BuJa AokymeHTa — cjioBo «I[IPOTOKOJI» neuaraercs Ha 2 CM HMXKE
OT IPaHUIIBl BEPXHEr0 TMOJS TMPONUCHBIMU OYKBaMH, MONYXHPHBIM MIpUPTOM
U BBIPAaBHUBAETCS IO LIEHTPY;

e BHUJI 3aCelaHMs, COBEIIAHUS — OTACNACTCS OT MPEABIAYIIEr0 PEKBU3UTA ABYMS
MEXCTPOYHBIMU HHTEpBajJaMH, IEYaTaeTcsl MONYXHUPHBIM HIpudToM yepe3 OJIuH
WHTEPBaJ U BRIPABHUBAETCS MO LICHTPY;

e JaTa ¥ HOMEP MPOTOKOJa — jaara ohopmisieTcs: IU(POBLIM CIIOCOOOM M MeYaTaETCs
yepe3 JIBa MEXKCTPOUYHBIX HMHTEpBaJla HUXKE MPEAbIAYIIEr0o PEKBU3UTA OT JICBOU
IPaHULIbl TEKCTOBOTO MOJsI, @ HOMEp — MOCJIE CI0Ba «IPOTOKOI;

e MECTO MPOBEACHHUS 3aCeTaHUs YKa3bIBACTCS IPHU 0(OPMIICHUH MMPOTOKOJIA COBEIIAHUS
B TOM CJIy4ae, €Clii OHO MPOUCXOJUIIO HE B 3/1aHUU 00pa30BaTEIbHONW OpraHU3allH,
BBIPABHUBAETCS 110 LIEHTPY HA OAHOU JIMHUU C AATOW;

e TEKCT MPOTOKOJA, KaK MPaBUJIO, COCTOUT U3 JIBYX YacCTEl: BBOJHON U OCHOBHOM.

BBoaHas 4acTh COCTaBIISIETCS IO CXEME:
[Ipeacenarens — @amunusa U.O. pykoBoauTensi.
Cekperapp — Pamunus 1.0.

IIpucyrcrBoBanu:

Crnosa «IIpencenarens» u «Cekperappy Me4yaTaroT cjieBa OT HyJIeBOTrO MOJIOKEHUs TadysTopa,
OTIEINsIsl ABYMsI MHTEpBaJlaMU OT 3aroJioBKa M pyr oT apyra. C HOBOW CTPOKM MHUIIYT CJIOBO
«ITpucyrcTBoBaNY,

daMuIMK ¥ MHULKAIBI TOCTOSHHBIX YWICHOB KOJUIETHAIbHOTO OpraHa, y4aCTHUKOB 3ace/laHus,
paOOTHHUKOB OpTraHU3alMM U MPUTJAIICHHBIX Ha 3aceJaHue NEepeurclIioTcs B al()aBUTHOM
nopsiake 0e3 ykazaHus JToJpKHOcTel. llepeunciieHne mpucyTCTBYIOLUIMX O(GOPMIISIOT BO BCIO
IIMPUHY CTPOKU 4Yepe3 OJUH MEXKCTPOUHBIM MHTepBaj. Ecnu B 3acemaHun ydacTBYIOT Ooisiee
15 yenoBek, B MPOTOKOJIE YKa3bIBAIOT UX 00IIEEe KOJUYECTBO, a paciin(ppoBKa MPEICTABIACTCS
B SIBOYHOM JIUCTE, KOTOPBIN SABJISETCS MPUIOKEHUEM K IPOTOKOIY (puioxeHue Ne 4).



[Ipu odopmieHNN MPOTOKOJIA ¢ YUCIOM YYaCTHHUKOB Oosiee 15 dhamMuiuu He mepedncistoTcs,
a ykaspiBaercss LU(poi uX olIlee KOJIMYECTBO, CIHCOK YYAaCTHUKOB B TaKUX CIydasx
MIPHUIIAraeTCs.

Hanpuwmep:
IIpucyrcTBoBasN 47 4en0BEK (SIBOUHBIM JIUCT MPUIIATAETCS).

[logcuer yd4acTHMKOB MPOBOIAUTCS IO CIIUCKAM PETUCTpAllMU, KOTOpbIE MPHIIAraioTCs
K IIPOTOKOJTY.

[locne mnepeuncrneHuss YYacTHUKOB B IPOTOKOJIEe oOQopmiseTcss TMepedyeHb BOIPOCOB,
MOTIKAIUX 00CYKICHHIO, KOTOPBIA HaunHaeTcs ciioBamu «lloBecTka THS» U pacroyaraeTcs
LIEHTPOBAHHO Yepe3 JIBa-TPU UHTEpBaia OT CIUCKA YYACTHUKOB.

[ToBecTka JHS COAEPIKUT MEPEUUCICHUE IMyHKTOB (BOIPOCOB) MOBECTKH JHSA, (PUKCHPYIOLINX
MOCJIEI0BATENBHOCTD 00CYXICHMSI, ¢ GaMUIUSAMH TOKIaT4uKOB. Kaxplii Bopoc HymepyeTcs
apabckoit dpoii, pacronaraercs B MOPSIKE 3HAUUMOCTH M OTBeYaeT Ha Bompoc «O uem?».

Hanpumep:

1. AHanu3 BBIMOJIHEHUS FOJJOBOTO TU1aHa paboThl 00pa3oBaTeNnbHOM opranu3anuu 3a 2024-2025
Y4EOHBIN TO/I.

Hoxnaguuk —Ilerposa A.1.

OCHOBHa}I 4acCThb HpOTOKOHa COCTOHUT U3 pa31[en013, COOTBGTCTBYIOH_II/IX HyHKTaM IIOBCCTKH OHSI.
TekcT KaxkI0ro paszzena COCTOUT U3 TPEX YacTeu:

— CJIVIIAJIN: kpaTkoe colepsKaHHE€ JOKJIaJa WIM CChbUIKA Ha MPUJIAraéMblid K MPOTOKOIY
tekct. [lepen cnoBom «CJIYIIAJIM» npocTaBisieTcs HOMEP B COOTBETCTBUU C ITOBECTKOM JTHS,

— BBICTVYIIMJIN: xkpaTkoe coOlep)KaHHE KaKIO0ro BBICTYIUICHUS, 3aJaHHBIE BOIPOCHI
U OTBETHI,

— PEHINJIN (ITOCTAHOBWJIN): pemenue ¢GopMyIHpyeTcsi C MCIOIb30BAaHHEM MOJEIH,
IOPUHATOW U1 PACHOPSAMTENBHBIX JOKYMEHTOB: 4YTO CJ€JaTh, HCIOJHUTENb, CPOK
HCIIOJIHEHUS.

Pemenus, BripaOOTaHHBIC Ha COBENIAHWH, BHOCAT B MPOTOKOJ mocie cioBa «PEIINIIN
(«(ITOCTAHOBWJIN»). Pemienne MoXeT colepkaTb OAUH WM HECKOJIBKO ITYHKTOB, OHH
pacnosiararoTcs o 3Ha4YMMOCTH, KaK/IbIi U3 HUX HyMEpYyeTCsl.

B cnydae xornma mpoTokos puUKCHpyeT pemnieHre 00 yTBEP)KICHHH KaKoro-Tn00 JOKYMEHTa,
B TEKCTE MPOTOKOJA JOJDKHA COJEP)KAThCS CCHUIKA HAa ATOT JIOKYMEHT, acaM JOKYMEHT
MpUJIaraeTcs K MpOTOKOITY.

[Tpu Hanuuuu 0co60ro MHEHHS MO MPUHATOMY PEIICHUIO OHO 3aMKUChIBACTCS B IPOTOKOI (TI0CTIe
COOTBETCTBYIOIIETO MPOTOKOIBHOTO PEILICHNUS).



B kauecTBe NCTIOTHHUTENS MOXKET OBITh YKa3aHO OJJHO MJIM HECKOJIbKO JOJDKHOCTHBIX JTUIT JINOO
CTpYKTypHOE nofipazaeneHue. Cpok MOKeT OBITh YKa3aH KakK KaJeHIapHasl 1aTa UiTH KaK IEPUOJ
BBITIOJTHCHUS PAOOTHI.

Cnoa «CJIYIHAJINY», «BBICTYIIWJINY», «PEHINIIN» («[TOCTAHOBWJIN») mneuatatot
OT JICBOTO TOJISI TPONMCHBIMUA OYKBaMU M 3aKaHYMBAIOT JIBOCTOYUEM.

Kaxnpiii pa3men meuataercs ¢ KpaCHOW CTPOKH, YTOOBI BBIACIUTH B TEKCTE€ MPOTOKOJIA Peyb
OCHOBHOTO JTOKJIaTYMKa, BHICTYIUICHUS] YYACTHUKOB 00CYKJIEHHUS BOTIPOCA U MTOCTAHOBJISIONIYIO
qacTb, popMyIupylomyio pemeHue coopanus. C 3Toil ke 1enblo B TEKCTE MPOTOKOJIAa KK IyI0
(haMUIHIO ¥ UHUIHANBI BBICTYMAIONINX TEYaTalOT ¢ HOBOW CTPOKM B MMEHHUTEIHHOM TaJIexKe,
3aMuch BBICTYIUICHUS OTACNAIOT OT pamuium neducom. Kaxplil Bompoc rneyataercs ¢ KpacHOM
CTPOKH, (aMUJIUU TIPH STOM JIOITYCKAETCS HE YKa3bIBATh.

B oTnenpHBIX Citydasix Ha OCHOBE PYKONHUCHBIX MITM MarHUTO()OHHBIX 3alKCeil, KOTOPbIE BEJINCh
Ha 3aCEJJaHUH, COCTABISICTCS CTCHOTPa(QHUUECKHI IMPOTOKOJ, KOTOPBIA JOCIOBHO TEepenacT
nporecc 00CYXIEHHUS KaKJJ0ro BOIIPOCA M BEIPAOOTKY PEILICHHS 10 HEMY.

[TpoTokon odopMIIsSeT ceKpeTaphb 3aceJaHHs, IOPUANYECKYIO0 CHIIy IMPOTOKOJI IMpHOOpeTaeTr
TOJIBKO ITPY HAJIM4YMHU ABYX MOJANHUCEN — Ipencenarens u cekperaps. [lognucu pacnonararor,
OTJEIUB OT TEKCTAa JIBYMS-TPEMS MEKCTPOUYHBIMU HMHTEPBAJIAMU OT I'PAHULBI JIEBOTO IIOJIA.
ITognuceIBaeTCs MEPBBIA IK3EMILIAP NPOTOKOJIA, KOTOPBIM IMOIIMBAETCA CEKPETApEM B JIEII0
U XPaHUTCS B COOTBETCTBHH CO CPOKOM, ONPECIIEHHBIM HOMEHKIIATYPOH AEII.

B HekoTopbIX citydasix opopmIIsieTcs BBITUCKA U3 IPOTOKOJIA.

BeInucka U3 npoTokoina — TOYHAsE KOIUS YaCTH TEKCTA MOUIMHHOTO IIPOTOKOJIA, OTHOCALIETOCS
K TOMY BOIIPOCY IMOBECTKH [IHS, I10 KOTOPOMY TOTOBUTCSI BBIMHUCKA. [Ipu 3TOM HEOOXO0IMMO
BOCIIPOU3BECTU BCE PEKBU3UTHI OJlaHKAa, BBOJHYIO YacTh TEKCTa, BONPOC IIOBECTKU JIHA,
10 KOTOPOMY TOTOBHUTCS BBIITUCKA, U TEKCT, OTPAKAIOUINIA 0OCYXIEHHE BOIPOCA U MPUHATOE
peuienue. B 3Tom ciaydae Ha3zBaHUE JOKYMEHTa opopmMIisieTcs Kak «BpIlucka U3 mpoToKosay.

3.3.3. Cry:xe0HO€ MUCHMO

IIncema cocraBaglOTCS AJI1 OCYHICCTBJIICHU A OHepaTHBHOﬁ CBA3U C APYIr'UMH OpraHu3alusaIMu
10 BOTIPOCaM JeSATEILHOCTH 00pa30BaTeIbHOM opranu3anun (mpuinoxenue Ne 5).

Ilo copepkaHuio W HA3HAYEHHUIO NHUChbMAa MOTYT OBbITh WH(GOpPMALMOHHBIE, TapaHTHMHBIE,
peKJIaMallMOHHbIE, KOMMEPYECKUE, MTUChMa-3aMpOChl, MUCbMa-TMPUTIAICHHS U T. 1.

WNudopmanronHbie muchMa cofiepkaT COOOICHHUS, TPOChObl, HATOMUHAHUS, TIPETIOKEHHUSL.

FapaHTHﬁHBIe Npe€aHa3sHA4YCHbI JJIA M3BCUICHHA O rapaHTUAX OILIaThbl, CPOKOB IIOCTABKH HJIA
KaueCTBa MPOAYKIIMU U YCIIYT.

B pexsiamaninoHHbIX (IPETEeH3MOHHBIX ) MUChbMAaX M3JIaraloT TPeOOBaHUS BO3MELICHHS YOBITKOB,
HAHECEHHBIX M3-3a HApPYLICHHUS YCJIOBUM KOHTpaKTa WJIM JOTOBOpa JpPYyrod CTOPOHOH
(koHTpareHToM). Pexnamanusi JOJDKHA  TOATBEPXKAAThCS  MPUIIATAEMBIMH K MMHUCbMY
JOKYMEHTaMU B BUJI€ aKTOB, CIIPABOK U T. 1.



KoMmMmepueckne nucbma cOCTaBIAIOT IPU 3aKJIIOYCHUH U BBIITOJIHEHUN KOHTPAKTOB, YaCTO B HUX
M3JIaraloT IpochObl O MPEIOCTaBICHUN HH(POPMAIIMU O TOBApaX M yCIyrax y UX MPOJaBIOB WU,
HAIIPOTUB, MPEJIaratoT MOCTaBUTh TOBAPBI WM YCIIYTH.

B nmuceMmax-3ampocax mpocsaT y KOHTpareHTa pa3bsICHUTHh KaKOW-TH00 (haKT Wi JIEHCTBHE.

CayxeOHble mNHCbMa TeYaTalOTCsA Ha OJlaHKaXx muceM 00pa30BaTENbHON OpraHHU3alvy.
City>xeOHO€ THCEMO MIMEET CIICAYIOIINE PEKBH3HTHI:

e Tpu(d M OTMETKA OTPAaHUYCHHSI TOCTYyTNA K JOKYMEHTY (€CJIH 3TO He0OXO0aMMO);
e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

e OTMETKAa O HAIMYWU MIPUIOKEHUHN (€CITH OHU UMEIOTCH);

e TIIOJIINCE;

e OTMeTKa 00 UCIIOJTHUTEIIE.

TekcT ciay»’eOHOro nucbMa, Kak IpaBuilo, JOJIKEH KacaThCsl OJHOIO BOIPOCA UM HECKOJIBKUX
BOIPOCOB, €CIM OHM B3aMMOCBSI3aHBl M OyIyT paccMaTpUBaThbCS B OJHOM CTPYKTYPHOM
MIOIpa3ICJICHNN OpraHU3alMH-aapecaTa.

TexcTt u3maraercs oT NEpBOTO JIMllda CAUHCTBCHHOT'O YUCJIa (HpOCI/IM, HaIlrpaBJIsICM U T. ,Z[.) NN
oT TpeThero Juna eauHcTBeHHOro uyuciaa (OO cumraer..., npodcoro3nbiii  komuter OO
paccMoTpel...).

Teker nucbMa, Kak IIpaBUiIo, COCTOUT U3 IBYX 4dacTed. B repBoi yacTu M3iaraercs npu4vHa,
OCHOBaHME WJIM OOOCHOBAaHHE COCTABJICHHMS TMChbMa, TPHUBOASATCS CCHUIKHM Ha JOKYMEHT,
SIBIIFOIIUNCS OCHOBaHHMEM IOATOTOBKHM MHUChMa. Bo BTOpoii yacTu, HaumHaroIIecs ¢ ab3ara,
MTOMEIIAIOTCS BBIBOIBI, IPEAJIOKEHUS, TPOCHOBI, PEIICHUS U T. II.

3.3.4. Teserpammbl, Te1e(pOHOTPAMMBI M (PAKCUMHMJIbHAS CBA3b

[lepenaua KoppecoHICHIINH 110 (PAaKCUMUIBHOM CBSI3U B APYTHE OpraHU3aIMU OCYIIECTBISIETCS
TOJIBKO T10 YKa3aHHUIO WU C Pa3pelIeHus aIMUHUCTPALUU 00pa30BaTeNIbHON OpraHU3alHH.

[TonnmMHHUKK JOKYMEHTOB, NEpeJaHHBIX MO (aKCUMUIBHOM CBS3M, IMOAIIMBAIOTCA B JIEIO,
XpaHsiieecs: y paOOTHHKA, OTBETCTBEHHOTO 32 (PAKCUMIIIBHYIO CBSI3b, C YKa3aHHEM BpPEMEHU
U JaThl Nlepe/iadyk, a KOMMMKU BO3BPAIAlOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIE MOApa3AeICHUS
¢ nometkoit «FAX (zmara u BpeMs)».

3.3.5. 3aaBaenue

3asBiIeHNEe — 3TO OPHUITHATHHOE COOOIICHUE B MUChbMEHHOH (popme. OHO COIEPIKHT Yallle BCEro
NpeUIoKEHHE, )KaJI00y WU MPOCKOY KaKoro-mubo 4ernoBeKka, aJpeCOBaHHbIC WIIM OpraHU3allty,

WM JTOJDKHOCTHOMY JIMILY. 3asiBiieHue opopmiiseTcss Ha CTaHJapTHBIX JUCTax Oymaru gopmara
A4.

3agBreHHE BKJIIOYAET: ajpecara, KOTOPOMY HalpaBieTCsl 3asBleHHE, (DaMuiInio, WM,
OTYECTBO, JIO/KHOCTH aBTOpa 3asBJICHHUs, HAUMEHOBAHHME IOKYMEHTa, TOYHOE H3JI0KEHHE
POCHOBI, MPEIOKEHUS, OTIUCh PUJIAraeMbIX K 3asBJICHUIO JOKYMEHTOB, JaTa, MOAIHUCH.



B 3agBneHun ucnonb3yeTcs, Kak MpaBUIO, O(UIMAIBHO-IENO0BAas JEKCHKA, B HEKOTOPBIX
3asABJICHUSX JIOIyCKaeTCs ynoTpedieHne myOIMIuCTUYECKON JIEKCUKH.

3.3.6. 3anucka

3anucka (aHAMMTHYECKas, JOKJIAagHAas, CIy)XeOHas, OOBsSCHUTENIbHAS) —  JOKYMEHT,
aJIpeCOBaHHBIl  PYKOBOJUTENIO  00pa3oBaTENbHOM  OpraHU3allMid WM BBIIIECTOSIIEH
OpraHM3allK U COJIEpKalliil 00CTOSTENIbHOE U3JI0KEHHE KaKoro-iudo BOIMpOca C BHIBOJAAMHU
U TIPEIOKEHUSIMHI COCTaBUTEIS.

JloknanHasi 3amnMcka COCTaBJsIeTCs Kak I10 JIMYHOM MHMIMATHBE aBTopa (pabOTHHKA), Tak
Y TI0 YKa3aHUIO (MUCbMEHHOMY WJIM YCTHOMY) PYKOBOAUTENS 00pa30BaTeIbHONW OpraHU3aIii.

3anucka cocTaBiseTcsi Ha OyMaKHOM HOCHUTENE WIHM B 3JeKTpoHHOM Buae. Odopmienue
3allMCKM  3aBUCHUT OT aapecara. lIpum cocraBiieHMM [OKJIAJHOW 3allMCKH, aJPECOBAHHOM
PYKOBOJUTEIO0 00pa30BaTeIbHON OpraHM3aluy B paMKax 00pa3oBaTeIbHON OpraHU3aIii, OHA
CUMTAETCs BHYTPEHHEW M opOpMIIsieTcss Ha CTaHIApTHBIX JUCTax Oymarum ¢dopmata A4.
BHyTpeHHss 3amucka JOJDKHA COJAEPXKaTh CIEAYIOIIME PEKBU3UTHI: BHUJ JOKyMEHTa, HaTy
JOKYMEHTa, Ha3BaHHWE JOKYMEHTa (3arojoBOK K TEKCTY), €CIM TEKCT OoJiee YeThIPeX-ISTH
CTPOK; ajapecara, TEKCT, MOAMUCH (C yKa3aHWEeM [OJDKHOCTH, (GaMUIIUU, WHHUIIAAJIOB).
[ToanuceiBaeT BHYTPEHHIOIO JOKJIAJAHYIO 3aIIUCKY COCTaBUTENb.

Ecnu 3ammcka agpecyercs 3a mpeneibl oOpa3oBaTeIbHOM OpraHH3alH, TO €e OQOPMIISIOT
Ha ONTaHKe W OHA HA3bIBAeTCS BHEIIHEW. BHeUTHss 3amucka JOMKHA COAEPKATh CIIEAYIOLINE
PEKBU3UTHI: HAUMEHOBAHUE YUPEKACHHUS, BUJ] TIOKYMEHTA, ATy TOKyMEHTa, PErUCTPALlMOHHbIN
HOMEp, MECTO COCTaBIICHHUsS, HA3BaHHWE JOKYMEHTa (3arojoBOK K TEKCTY), €CIIU TEKCT OoJee
YeThIPEX-IISITH CTPOK, a/ipecara, TeKCT, MOANUCH PyKOBOIUTEIS 00pa30BaTeIbHON OpraHU3aIuu.

Pa3HOBHIHOCTBIO JOKITAIHON 3alUCKU SBISIOTCS TMpeacTaBieHus. OHU UCHOJB3YIOTCS TPH
JIOKYMEHTUPOBaHUHU KaJpoBOi JIeSITeIIbHOCTHU 1 COCTaBIISIOTCS PYKOBOAUTEIIEM
o0pa3oBaTeNbHON OPraHU3aIluy WK €T0 3aMecTuTeNeM. [IpencTaBieHus COCTaBIAIOT B ClIydasx
MOOoIIpeHus PabOTHUKOB, HAJIOKEHUS B3BICKAHUH, POBEICHUS aTTECTAIINN.

3.3.7. ABToMaTu3anusi JOKYMEHTHPOBAHUS

JInst TOATOTOBKM JJOKYMEHTOB MOTYT NPHUMEHSTHCS aBTOMATH3MPOBAHHBIE TEXHOJIOTHH. [Ipu
3TOM CO3/al0TCsl 0a3bl JaHHBIX (KOPPECHOHICHTOB, (GOPM JOKYMEHTOB, TpadapeTHBIX TEKCTOB
¥ TEKCTOBBIX 3aIOTOBOK), PETaKTOPCKUE TPOrPaMMBI H JIp.

[Topsmox pa3pabOTKH, SKCIUTyaTallMd | MOJb30BAHHUS TaKUMU CHUCTEMaMH OIpEAeseTcs
CTaHJapTaMH B 00JIACTH aBTOMATU3UPOBAHHBIX MH(OPMAIIMOHHBIX TEXHOJIOTHIA.

3.3.8. DJIeKTPpOHHbIE JOKYMEHTbI

[Topsnox coctaBneHus, opOpMIIEHUS U COTJIACOBAHMS MPOEKTOB AJIEKTPOHHBIX JOKYMEHTOB
OCYIIECTBIISICTCS TIO OOIIUM TIpaBHJIaM JEIIONPOU3BOJACTBA, YCTAHOBICHHBIM B OTHOIICHHUH
aHAJIOTUYHBIX JTOKYMEHTOB Ha OyMa)XHOM HOCHTEJE. DIIEKTPOHHBIN JOKYMEHT JOJIKEH UMETh
PEKBHU3UTHI, YCTAHOBJICHHBIC [Isl AHAJIOTMYHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTEIE,
3a UCKJIIOUYEHUEM OTTHCKA TeYaTH.



B nepedenp 00s3aTeNbHBIX CBEACHUH O JOKYMEHTAX, UCIOIb3yEMBIX B LIEISAX y4eTa U MOUCKA
JOKYMEHTOB B CHCTEMax 3JICKTPOHHOTO IOKYMEHTO00OpOTa 00pa3oBaTeIbHONW OpraHU3aLUuU
B COOTBETCTBHUH C IIPAaBUJIAMU JEJIONPOU3BOICTBA B 00pa30BaTENbHON OpraHu3alnu, BXOIAT:

e AJIPECaHT;

e ajpecar;

e JIOJKHOCTbH, (paMUJIUSI M HHUITUAIIBI JTUIA, TIOITHACABIIET0 JTOKYMEHT;
e BU/JI JOKYMEHTA;

e JlaTa TOKYMEHTA;

e HOMEP JOKYMEHTA;

e JlaTa MOCTYIICHUS JOKYMEHTA;

e BXOJSIIUNA HOMEp TOKYMEHTA;

e CCBUIKA Ha UCXOJSIINI HOMEDP U AaTy TOKYMEHTA;
e HAaMMEHOBAHME JIOKYMEHTA;

e MHJICKC JICIIA;

e CBEJEHHUS O Iepeajipecalui JOKYMEHTa;

e KOJIMYECTBO JINCTOB OCHOBHOI'O IOKYMEHTA;

e KOJIMYECTBO IPUIIOKECHUN;

e 00III€€e KOTHMYECTBO JTUCTOB MPUIIOKCHHIA,

e yKa3aHMS MO UCIIOJHEHUIO JOKYMEHTA;

e no/nKkHOCTB, @. U. O. ncnonHutens;

e OTMETKa O KOH(UIEHIINATHLHOCTH.

B coctaB nOMONMHUTENBHBIX CBEAEHHUI 00 IEKTPOHHOM JOKYMEHTE MOTYT OBITh BKIIOYEHBI
CBEJICHMS: HAMMEHOBAaHHE aBTOpa JOKyMEHTa (eclu aBTOp HE COBIAAAET C aJpecaHTOM
(oTmpaBuTENEeM) SJIEKTPOHHOTO JTOKYMEHTa), OTMETKa O MEePEHOCE CpOKa HCIIOJHEHUS
JOKYMEHTa, CpPOK XpaHEHUs JOKYMEHTa, HAWUMEHOBAHUS NPUIIOKEHUU K DJIEKTPOHHOMY
JOKYMEHTY, KJIIOUY€BbIE CJIOBa, CTATyC TIOKyMEHTa (IIPOEKT, BEpCus), BUJ Nepeaun T0KyMeHTa
(3TEKTPOHHOM MOYTOH, MOYTOH, PaKCOM U T. 1I.) U Jp.

Cpoku XpaHEHHS DJICKTPOHHBIX JTOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHHS JOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATENbHHIMU U UHBIMA HOPMAaTUBHBIMH TPAaBOBBIMU akTamu P,
TUTIOBBIMH TIEPEYHSIMU JJIs1 aHAIOTMYHBIX JJOKYMEHTOB Ha OYMaKHOM HOCHTEJIE.

4. Opranuszanusi J0KyMeHTO000pOTAa U UCIOJITHEHUS JIOKYMEHTOB

4.1. Ilpuem 1 00padoTKa MOCTYNAKOUIUX TOKYMEHTOB

4.1.1. [IBw>keHUE€ JOKYMEHTOB C MOMEHTa WX CO3aHUS WJIM TOJYYEHHUs] IO 3aBEpPIICHUS
WCIIOJTHEHUS WIIA OTIIPaBKH 00pa3yeT TOKyMEHTOOO0OPOT.

4.1.2. B moxymeHTo0o0OpOoTE€ 00pa30BaTEIbLHON OpraHU3alliid BBIICTSIOTCS  CICAYIOIIHE
JIOKYMEHTOTIOTOKH:

a) MOCTYyTAloIIas JOKyMeHTaIusl (BXOIs11ast);
0) oTmpaBisiemMas TOKyMeHTAUs (UCXOMSIAs);

B) BHYTPEHHSS JOKYMEHTAIIMSL.



4.1.3. JlocTtaBka u OTIIpaBKa JOKyYMEHTOB B 00pa30BaTeIbHYI0 OPraHU3AIMI0 OCYIIEeCTBIISETCS,
KakK IIPaBUJIO, CPEACTBAMU ITOYTOBOU U MIEKTPUUECKOU CBSI3H.

4.1.4. JIoKkyMeHTBI, IOCTYMAIONIUE B 00pa30BaTEIbHYI0 OpPraHU3aIHIO, MPOXOSAT MEPBUUHYIO
00paboTKy, pErucTpanulo, MpPeABAPUTEIBLHOE pAacCMOTpPEHHE, Iepefady pyKOBOACTBY
Ha pacCMOTPEHUE, NIEPENAIOTCS UCITOIHUTENSIM U [TOCJIE UCTIOJIHEHMSI IOMEIIAIOTCS B JIENA.

4.1.5. Tlpuem wu nepBuuyHas o00pabOTKa JOKYMEHTOB OCYIIECTBISIETCS OTBETCTBEHHBIM
3a JeJI0IPOU3BOCTBO.

4.1.6. OTBETCTBEHHBII 32 AETONPON3BOICTBO IPOBOIUT: IPOBEPKY NIPABUIBHOCTH aPECOBAHUS
MIOCTYNAKUIUX JOKYMEHTOB, IIPABUJIBHOCTH JOCTAaBKM W KOMIUIEKTHOCTH JIOKYMEHTOB;
COPTHUPOBKY JOKYMEHTOB Ha I10UICKAINE U HE MTOMJIEKAIINE PErUCTPALIMH.

4.1.7. Tlony4yeHHbIE KOHBEPTHI C KOPPECIOHACHLUEN BCKPBIBAIOTCA, NPU 3TOM IIPOBEPSETCS
HaJIM4Yue BIOKEHUH, a TAK)KE YKAa3aHHBIX B JOKYMEHTaX NPUIOKECHUN. B cilydae moBpeKIcHUs
YIaKOBKH M BJIOXEHUHN MO0 OTCYTCTBHUS MPUIIOKEHUN COCTABIIAETCS aKT B IBYX IK3eMILISpax.
OnuH 5K3eMIUISIp aKTa HaPaBJsIeTCsl KOPPECTIOHAEHTY, BTOPOM MPHOOIIAeTCsl K IOCTYIUBIIEMY
JOKYMEHTY.

4.1.8. OmmboYHO TpHCIaHHAS KOPPECIMOHACHIUS TMEPEChUIACTCS MO MPUHAIC)KHOCTH, €CIH
U3BECTEH aJpec Ioiydareiasd. B IpoTUBHOM cilydae KOPPECIOHICHIMS BO3BpaIacTCs
OTIIPaBUTEIIIO.

4.1.9. KoHBepThl OT NOCTYyHAKOIIEH KOPPECHOHACHIUU COXPAHSIOTCS U MPUJIAraroTcs
K JOKYMCHTaM JIMIIb B TOM CJIy4ac, KOrga TOJIBKO II0 HUM MOKHO YCTAaHOBUTHL aJapecC
OTIIpaBUTENII WM KOIJa Jara T[OYTOBOTO IITEMIIENsl HMEEeT 3HAa4eHHE B KauecTBe
A0Ka3aTCJIbCTBa BpCMCHU MOJTYYCHHUA JOKYMCHTA.

4.1.10. CnenuamucToM HE BCKPBIBAIOTCS KOHBEPTHI IMHCEM C HAJMHUCBHIO «JWYHO». OHU
nepeAaroTes 1Mo Ha3HAUYCHUIO

4.2. IIpenBapuTebHOE pacCMOTPEHNE TOKYMEHTOB

4.2.1. OTBETCTBEHHOE 3a JEJONPOU3BOJCTBO IPOBOAUT MNPEABAPUTEIBLHOE PAaCCMOTPEHUE
JOKYMEHTOB B LIEJISIX BBIJIEJIEHUS M3 BCETO MAaccHBa IOCTYNMBILEH KOPPECHOHIACHLUU
JTOKYMEHTOB, TPEOYIOUIMX 00s3aTeIbHOI0 PacCMOTPEHUS PYKOBOAMTEIEM 00pa3oBaTeIbHON
OpraHu3aLMH.

4.2.2. OcHOBaHUEM JUIsl IPUHSTHS PELIEHUS B XOI€ IPEIBAPUTEIBHOIO PACCMOTPEHHUS SIBIISIETCS
coJiep>KaHue IOKyMEHTa, a He a/ipecoOBaHKe JOKYMEHTa COOTBETCTBYIOLIEMY PAaOOTHHKY.

4.2.3. Pe3ynpTaroM MNpEIBAPUTEIBHOTO PACCMOTPEHUS SBIISIETCA HANpaBJiICHUE JTOKYMEHTa
PYKOBOJIUTENO 00pa3oBaTENIbHOM OpraHu3alluyd WM JOHKHOCTHOMY JIMIY B COOTBETCTBUU
C YCTaHOBJIEHHBIM B 00pa30BaTeIbHONW OpraHU3alliy paclpeiesieHueM OOS3aHHOCTEH MEXIy
PYKOBOOUTCIICM W JOJLKHOCTHBIMU JIMOAMH JJISI BBIHCCCHHA YKa3aHHA 110 UCIIOJIHCHHIO
JOKYMEHTA.

4.3. Perncrpanusi 10KyMeHTOB



43.1. llepegayua  [OKYMEHTOB  Ha PETUCTpPAllUI0  NPOM3BOJUTCS  TOJBKO  IOCIE
UX IPEIBAPUTEITHLHOTO PACCMOTPEHUS.

4.3.2. Peructpauuu TOJIEKAT BCE JOKYMEHTHI, TpeOylolue ydera, HWCIHOJIHEHUS,
UCMOJb30BAHUS B CIPABOYHBIX IEIAX, KaK IOCTyNAlOIIMe U3 APYrUX OpraHu3anui
¥ OT YaCTHBIX JIMII, TaK W 0Opa3ylolMecs B ACATEIbHOCTH 00pa3oBaTENbHOM OpraHu3aluy,
U PETHCTPUPYIOTCS HE3ABUCUMO OT CIIOC00a MX JOCTABKH.

4.3.3. K noxkymeHTaM, He MOJIeKAIIUM PEruCTPalud, OTHOCITCA JOKYMEHTHI, He TpeOyromue
UCIIOJHEHUSI W HE COZepKallie HMH(POpPMalMy, HUCIHOJIb3yEMOM B CIPAaBOYHBIX  LEJAX:
MPUTJIACUTETbHBIC, TO3/PAaBUTENIbHBIE MHChMA, TelerpaMMbl, OWJIETBHI, IUIAHBI, MPOrPaMMBbI
CEMHUHApOB, KOH(EPEHIUH, CUMIIO3UYMOB U JIPYI'HX HOJOOHBIX MEPONPHUATHH, TOKYMEHTHI
1o OyXraiarepckoMy  yd4ery, MaTepualbHO-TEXHHUYECKOMY  OOECIEYeHHIO,  IIJIAaHOBBIE,
(uHAHCOBBIE JOKYMEHTBI, IOCTyNarouiye O0€3 CONPOBOIUTEIBHOIO IHCbMA, pPEKJIAMHbIE
JTOKYMEHTBI, KOMMEpYECKHe MPEATIOKECHUS, NeUYaTHbIe U3JaHus, YHU(DUIIUPOBaHHbBIE (OPMBI
1 OJaHKM JOKYMEHTOB U Jp.

4.3.4. JIOKyMEHTBI, MOJJIEkKAIIUE PErUCTpalii, PETUCTPUPYIOTCS B JKypHAJE pPErUCTpPALUU
BXOJSIINX JTOKYMEHTOB (TmpuiokeHue Ne 7) B IeHb NOCTYIUIEHUS — B CIy4ae MOCTYIJICHUS
JNOKyMEHTa B palOouee BpeMms; Ha cleAylomuid pabouuii J€Hb — B ClIy4ae IOCTYIJICHUS
JIOKYMEHTa B Hepabodee BpeMsi; He3aMeITUTENIbHO — ¢ oTMeTKaMu « CpodHo», «OrepaTHBHOY.

4.3.5. Ha noxymeHTax, MOCTYMarOIIUX B aapec 00pa3oBaTEIbHOW OpraHu3allid, B HIHKHEM
IIPaBOM YTy JIMLEBOM CTOPOHBI IIEPBOIO JIMCTA JOKYMEHTA IIPOCTABIIACTCS PETUCTPALIMOHHBII
LITaMII ¢ YKa3aHUEM JIaThl U MOPSAIKOBOTO PErUCTPAIMIOHHOTO HOMEpA.

4.4. PacnipenesieHre MOCTYNAKIINX TOKYMEHTOB

4.4.1. Tlocne peructpauuv AOKYMEHTHl MEPEIAIOTCA Ha paCCMOTPEHUE PYKOBOIUTEIIO
o0pa3oBaTeNbHON OpraHu3alnu.

4.4.2. Tlocne paccMOTpeHHUsI PYKOBOAUTENIEM OOpa3oBaTEebHONW OpraHMU3aIllid JTOKYMEHTHI
BO3BpalIarOTCA OTBCTCTBCHHOMY 3a JCJIONpPOU3BOACTBO, JJISL MEPCHCCCHUSA yKaSaHI/II\/'I
10 UCTIOJIHEHUIO JOKYMEHTA B JKypHaJ PErucTpaluy BXOJIAUINX JOKYMEHTOB. B cooTBeTcTBUI
C YKa3aHUAMHA 10 UCITOJIHECHHTO IIOAJIMHHHUK AOKYMCHTa HaIpaBJIACTCA pa6OTHI/IKy,
SBIIAIOIIEMYCSI OTBETCTBEHHBIM HCIIOJTHUTEIEM, a COUCIOJHUTENSIM HAIpPaBIsSIOTCS KOMUU
JOKYMEHTOB (€CIIM MMEIOTCS), O YeM JeNIaeTCs OTMETKa B )KypHAJIe PErHCTPalldd BXOASIINX
JOKYMEHTOB.

4.4.3. DNEKTPOHHBIE COOOIICHMS, TIOCHUIAEMbIC TIO SJIEKTPOHHOW TIMOYTE, HUCIOIHSIIOTCS
AHAJIOTHYHO JIOKYMEHTaM Ha OyMa)KHBIX HOCHTENISIX C Y4€TOM OINpEAETICHHON crenupuKu
B IIPOLIECCE UCTIOTHEHHUS.

4.5. Ilopsinok 00padOTKM U MPOXOKACHUA UCXOAAIUX U BHYTPEHHUX JOKYMEHTOB
4.5.1. Tlopsnok TMOATOTOBKM MCXOSIIMX JOKYMEHTOB BKJIIOYaeT Bcebs pabory

10 COCTABJICHUIO TPOEKTa JOKYMEHTa, COIJIACOBAHMIO, MOJMHCAHUIO (YTBEPXKICHHIO)
Y OTIPABKE.



4.5.2. Jlo nepenayu JOKyMEHTa Ha OAMUCH UCTIOIHUTEIb IOJXKEH IPOBEPUTH €r0 COAEpKaHue,
NPaBUIBHOCTh O(GOPMIICHHUS, HAIWYME HEOOXOAUMBIX BH3 U NpWIOKEeHUH. JlOKyMeHT
MIPEACTABIISIETCS HA TIOJIITUCH BMECTE C MaTepruajiaMy, Ha OCHOBAaHUHM KOTOPBIX OH TOTOBHUJICS.

4.5.3. BHyTpeHHUE TOKYMEHTHI O(POPMIISIOTCS W UCHOJHSIOTCSA (MCIOIB3YIOTCS) B Ipeneax
o0pa3oBaTeNbHON OpraHu3alru.

4.54. BHyTpeHHHE JOKYMEHTHI (JOKJIAQJHBIE 3alWCKWA, CIpPaBKH, CBOJKH U JAp.)
paccMaTpruBarOTCA TEMU NOJDKHOCTHBIMU JIMIIAMU, KOMY OHU HAITPABJICHLI.

4.5.5. OTBETCTBEHHBIE 3a JIEJIONPOU3BOACTBO IEPE] CAAUel KOPPECHOHJEHIUMU Ha OTIIPaBKYy
JNOJDKHBI ~ 00s3aTENIbHO  NPOBEPUTHh  MPABUIBHOCTH €€ OPOPMIICHHS U aJpecOBaHUS.
KoHBepTOBaHHE KOPPECHOHAEHIMM U APYTUX IOYTOBBIX OTIPABICHUI ITPOU3BOIUTCS
CTPYKTYPHBIMH MOAPA3/IeICHUSIMH 00pa30BaTEIbHON OpraHU3aliH.

4.5.6. Perucrtpanusi OTHpaBISIEMBIX JOKYMEHTOB OCYIIECTBIISIETCA B JICHb WX MOINMCAHUS
(YyTBepkKIeHUs) WM Ha CIEAYIoUMid pabounii JeHb. PerncrpaluoHHBI HOMEp JOKYMEHTa
U JaTa PETUCTpaIlMy TPOCTABIISIOTCS Ha MOJJIMHHUKE JOKYMEHTAa B PEKBH3UTax OJiaHKa
Y Ha KOTIMH, OCTAIOIICHCs B JIeie 00pa3oBaTeNbHOM opranu3anui. CripaBOYHBIM armapaToM s
HCXOJISAIINX TOKYMEHTOB SIBJISICTCS KYpPHAJ PETHUCTPAIMH ATHUX JOKYMEHTOB (mpuitoskerue Ne 8).

4.5.7. OtnpaBKy UCXOJALIUX JOKYMEHTOB IMPOU3BOAUT OTBETCTBEHHBIN 32 JEIOMPOU3BOJICTBO.
CpouHasi KoppecnoHAeHIUs 0()OpPMIISIETCS U OTIPABISIETCS HE3aMEUIUTEIHHO OTBETCTBEHHBIM
3a IEeJIONPOU3BOJICTBO.

4.5.8. OTBeTCTBEHHBIH 3a JENONPOU3BOJCTBO IPOBEPSIET MPABHIBHOCTH  O(OPMIICHUS
UCXOJSIIINX JOKYMEHTOB, HPOM3BOAWT COPTHPOBKY JIOKYMEHTOB IIO CIIOCOOY OCTaBKH
KOppECTIOHIGHIINM  ajjpecary (IpocTas, 3aKas3Has, MeXAyHaponaHas U 1p.). HempaBuiabHO
o(hOpMIICHHBIE JOKYMEHTH M KOPPECHOH/ACHIMS HECIy)XKeOHOTO XapakTepa K OTIIpaBKe
HE MPUHUMAIOTCS ¥ BO3BPAILLAIOTCS JIUILY, TOATOTOBUBIIEMY JOKYMEHT.

4.5.9. OrtnpaBnsieMass 1O MOYTE€ KOPPECTOHACHIMA MPOXOJMUT YIAKOBKY, aJpecOBaHUE,
MMPOCTABJICHUC CTOMMOCTU IMOYTOBBIX YCJIYI H HIEpcAady Ha OTIHPAaBKY B MCCTHOC OTIACJICHUC
CBSI3H.

4.5.10. Ha3aka3Hyro KOpPPECHOHIICHIIMIO, Ha JOKYMEHTHI C IMOMETKOW «Jljis ciry)eOHOoro
MOJIb30BAHUS) COCTABIISIETCA PEECTp, KOTOPbIM 3aTEM BO3BPAILA€TCS OTBETCTBEHHOMY
3a IEJIONPOU3BOJICTBO C PACIIUCKON PAOOTHUKOB IMOYTOBOTO OT/EJICHUS CBA3HM WM HHOTO JIUIIA,
00eCTIeUnBaOIIErO OTIPABKY JOKYMEHTOB.

4.5.11. Ilepenayda ¢ UCTIOIB30BAHUEM CPEICTB (PaKCUMHUIILHON CBSA3H JOKYMEHTOB, COAEPIKAIINX
CIIy’K€OHYI0 MH(OPMaII0 OIrPaHUYEHHOI'O PaclpOCTPAHEHHs], B TOM YHUCIIE C TOMETKOM « /s
CIIy’)keOHOTO TIOJIb30BaHUs», HE paspemaercs. Kareropudecku 3ampemiaercss Iepenada
0 cpeacTBaM (aKCUMMIIBHOM CBSA3U CEKPETHBIX JTOKYMEHTOB.

4.5.12. C ucnosib30BaHUEM CPEACTB (PaKCUMHIBHOW CBSI3U MOTYT OBIThH IepeaHbl MaTepUatbl
TEKCTOBOTO, TAaOJWYHOTO WM TPaPUUIECKOTO XapakTepa, HCIOJHEHHBIC THUIIOTPa(CKuM,
MAaIIWHOMHACHBIM

HJIN PYKOIIMCHBIM CHOCO6OM B UCPHOM HJIM TEMHO-CMHCM ILBCTC C YCTKHMM U KOHTPACTHBLIM
n300pakeHUEM (TIepBhIC PK3EMIUISPHI WIIM X KCEPOKOIUN) Ha Oesoit Oymare ¢ MUHUMAaIbHOMN



BbicOTOM OykB ®mudpp 2 MMm. OOBeM TmepeaaBaeMOro B T€UEHHWE OJHOTO CEaHca CBSI3H
JOKYMEHTa, BHIIIOJTHEHHOT0 Ha Oymare opmarta A4, He JOJDKEH MPEBBIATH MSITH JIUCTOB.

4.5.13. OTBETCTBEHHOCTh 3a coJiepKaHue HH(OpMAIMK, TepeaaBaeMol C UCIOJIb30BAHUEM
CpencTB (paKCHMIIIBHOM CBSI3H, BO3JIaraeTcs Ha HCIOJTHUTENS, IIOATOTOBUBILIETO (pakcorpammy
IS TIepeIavH.

4.6. Oco0eHHOCTH PAdOTHI € IJTEKTPOHHBIMH TOKYMEHTAMU
4.6.1. B oOpa3oBarenbHOlN OpraHU3alK CO3/IAI0TCS M UCTIOIb3YHOTCS:

e DJEKTPOHHBIE  JIOKYMEHTHI,  CO3/laBaeMble B 3JIEKTpOHHOW  (opme  0Oe3
MPEBAPUTEIHLHOTO JOKYMEHTHPOBAHUS Ha OyMa>kHOM HOCHUTEIIE;

e DJEKTPOHHBIE O00pa3bl JOKYMEHTOB, IIOJIy4YEHHbIE B pe3yjbTaTe CKaHUPOBAHUS
JOKYMEHTOB M XPaHSIINUECS B CUCTEME 3JIEKTPOHHOTO IOKyMEHT0000pOoTA.

4.6.2. Ilpuem u OTIpaBKa »BJIEKTPOHHBIX JOKYMEHTOB OCYHIECTBIISIIOTCSI OTBETCTBEHHBIM
3a BEJICHUE JIeJIOMPOU3BOJICTBA B 00PAa30BaTEIHLHOM OpraHU3aIUH.

4.6.3. DneKTpOHHBIE JOKYMEHTHI CO3Mal0TCs, OOpabaThIBAlOTCS M XPaHATCS B CHCTEME
AIIEKTPOHHOTO TOKYMEHT0000pOTa 00pa30BaTeNbHON OPraHU3AIHH.

4.6.4. DIEKTpPOHHBI JIOKYMEHT JOJKEH ObITh odopmieH 1o oOmuM  TpaBUiIamM
ACJIOIMPOU3BOACTBA U UMCTH PCKBU3UTBHI, YCTAHOBJICHHLIC [JId QHAJIOTHUYHOI'0 HOOKYMCHTA
Ha OyMa)XHOM HOCHUTEJE, 32 UCKITIOYCHHEM OTTHUCKA TIeUaTH | n300paxkeHus [ ocy1apcTBEHHOTO
repba PO.

4.6.5. Jlna mOATBEpXKACHUS TOUTMHHOCTA SJIEKTPOHHBIX JIOKYMEHTOB B 00pa3oBaTeIbHOM
OpraHU3allMK HCIIOJIB3YIOTCS DJICKTPOHHbIE IM(poBble moanucu. Vcmonb3yemble cpeacTBa
AJICKTPOHHOW THU(PPOBON TOANMHUCH OJDKHBI OBITh CEePTUGUIMPOBAHBI B YCTAaHOBIECHHOM
MOPSIAKE.

4.6.6. EpunHuuel ydera OSJIEKTPOHHOIO JIOKYMEHTa SIBJISIETCS AJIEKTPOHHBIA JOKYMEHT,
3apETUCTPUPOBAHHBIN B CUCTEME 3JEKTPOHHOTO JOKYMEHTO000pOoTa 00pa3oBaTeabHOMN
OpraHM3alMK. DJIEKTPOHHBIA JOKYMEHT, UMEIOLINI MPUIIOKEHNUS, PETUCTPUPYETCS KaK OAMH
JOKYMEHT.

4.6.7. Tlocne OTHpaBKU SIEKTPOHHOTO OKYMEHTa, 3aBEPEHHOTO JJIEKTPOHHOHN IMOAMHCHIO
YIOJHOMOYCHHOTO JIOJDKHOCTHOTO JIMIA, JOCBUIKH ajpecaTy ero KOIMHH Ha 0yMakKHOM
HOCHTENE, KaK MPaBUJIO, HE TpeOyeTcs, 3a UCKIIOYCHHEM OTBETOB Ha OOpaIleHUS TpakIaH,
MOCTYIUBIIMX 110 HHPOPMAITMOHHO-TEJICKOMMYHHUKAIIMOHHBIM ~ KaHaJlaM,  Ha KOTOpHIC
3aBUTENI0 JAECTCS MHCBMEHHBIM OTBET, HANPAaBISEMbI IO IOYTOBOMY aJpecy, YKa3aHHOMY
B 0OpaIllCHUH.

4.6.8. cnosiHEHHBIE AIEKTPOHHBIE TOKYMEHTHI CUCTEMATU3MPYIOTCS B JieJla B COOTBETCTBUU
C HOMEHKJIATypoil Jen  o0pa3oBaTeNbHON OpraHu3alud U MHACKCHPYIOTCS B MOPSJKE,
YCTaHOBJIEHHOM B OTHOILIEHHUH JI€J, COCTaBJICHHBIX W3 JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.
IIpu cocTaBieHNN HOMEHKJIATYpPBI A€ B 3ar0JI0BOK JI€1a BKIIOYaeTCs yKa3aHue « JIEKTPOHHbIE
JOKYMEHTBI».



4.7. UapopmaunonHasi 0€30MaCHOCTb

4.7.1. UadopmarimoHHbIe pecypchl 00pa30BaTeIbHON OpraHU3aIiy M0 TOCTYITY (BO3MOXHOCTH
WCIIONIb30BaHUsA)  MOAPA3IACIAIOTCS  HA OTKPBITYI0  (00mIenocTynHyw) — uH(pOpManmio,
ciykeOHyr0 nH(pOpMaIUIo U HHPOPMAITUIO OTPAHMYEHHOTO PACIPOCTpaHEHHUS (OCTYyTIA).

K kareropum OTKpbITON HH(pOpPMAIMKA OTHOCUTCS MH(pOPMALKS, COAEPKAIIAsACT B JOKYMEHTAX
u 0azax JaHHBIX OOpa3oBaTEIbHOM OpraHW3allid, HENOCPEICTBEHHO 3aTparuBarollas rpasa
U MHTEPECHI IPaX/1aH.

K kareropuu ciyxeOHON HHPOpMAITK OTHOCUTCS HH(POPMAIIHS, COAEPIKAIIASACSA B JOKYMEHTAX
n 0a3ax JaHHBIX 00pa30BaTENBHON OpraHM3alMy, NMpEeJHAa3HAYEeHHAs IS JTOJDKHOCTHBIX JIUIT
1 pabOTHUKOB 00pa30BaTEIbHON OPraHU3aIUH, IPH BBIMTOJIHEHUHA UMU CBOMX (DYHKIIMOHAIBHBIX
00s13aHHOCTEH, HE 3aTparuBaroNasi HaNpsIMyIO IPpaBa M MHTEPECH TPaXIaH U HE OTHOCSIIAsICS
K KaTeropuu OrpaHUUYEHHOT0 paclpOCTpaHEHus (JOCTYIIa).

K kareropun wuHOpMANMM OTrPaHUYEHHOTO  PACHPOCTpPaHEHUS (AOCTyma) OTHOCUTCS
uHbopMalus, coAepXkalascs B JOKYMEHTax U 0a3ax JaHHBIX, BKJIIOYAIONIAs CBEICHUS
KOH(HIESHIINATIBLHOTO XapaKTepa.

Bcs  uwndopmanus, copepikamasics B IOKYMEHTaxX M 0a3ax JaHHBIX 00pa3oBaTeIbHOM
OpraHu3alfK, I10 YMOJYAaHUIO SBISETCA OTKPBITOW U oOmenoctynHoi. MckimoueHue
COCTaBJIsIeT MH(OpMALUs, OTHECEHHAass K KaTeropusiM CIIy>)KeOHOH ¥ OrpaHMUYEHHOTO
pacripocTpaHeHus (10CcTyna).

4.7.2. octyn nonb3oBareneil K MH(GpopMaIuy orpaHnIMBAETCS MyTEM OTHECEHUS MHPOPMALIUU
K COOTBETCTBYIOIIIEH  KaTeTOPHM ¥ HAJIOKCHHEM Ha HEE COOTBETCTBYIOWIETO  IpHuda
OrpaHUyYeHus pacnpoctpaneHus. MHdopMmalys orpaHHYeHHOro J0CTymna cHabxaeTcst rpudom
«J1ns1 c1ykeOHOTO TOTH30BAHMY.

[IpaBom oTHeceHHs HH(OPMAIIUM K KaTETOPUH OTPAHUUYEHHOTO JIOCTyNa | HAJIO0KEHUS
COOTBETCTBYIOMIETO Tprda 00amacT aBTOp JOKYMEHTA I10 COTJIACOBAHHIO C PYKOBOIUTEIIEM
o0pa3oBaTeNbHON OpraHu3aInu.

JlokyMeHTUpOBaHHass WHGOpMalKs OTrPaHUYEHHOTO  PACHpPOCTpaHEHUs Oe3  CaHKUUHU
JOJDKHOCTHOTO JIMIIA, YCTAHOBHUBILIETO PEKUM OIPAaHUYEHHOIO PACIPOCTPAHECHUS AJIS NaHHOTO
JIOKYMEHTA, HE MOJUIEXUT  paslIAlICHUIO (pacpocTpaHEHHUIO). [IpenocraBnenue
MOJIB30BATENsAIM  JOCTyNa K AaHHOW HMHQOpMAalMM  OCYLIECTBISAETCA  HMCKIIOYMTEIBHO
I10 COTJIACOBAHMIO C YKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM IIyTEM IOJAa4d COOTBETCTBYIOLIEH
3a5BKH.

JIOMOKHOCTHBIC JIMIIA, TIPUHSIBIINE pEIICHHE 00 OTHECEHWH HWH(OpMAIHH, 3a(pUKCUPOBAHHOMN
B JOKYMEHTE, K KaT€rOpHH OrPaHUYEHHOIO pPACIpPOCTPAHEHUSI, HECYT OTBETCTBEHHOCTH
32 000OCHOBAaHHOCTh ~ MPHUHATOTO  PEHNICHHS W €r0  COOTBETCTBHE  JICHCTBYIOLIEMY
3aKOHOJATEILCTRY.

4.7.3. JIluuable KapTOYKH PaOOTHUKOB, TPYIOBbIE KHUKKH PAOOTHUKOB, MPUKA3bI 110 TUIHOMY
COCTaBY JIOJDKHBI XPAaHUTHCS B ceii(e TN B B METAJUIMYECKOM IIKaQy.

bnanku TpyJOOBBIX KHHXKEK I10 Mepe HEOOXOAMMOCTH BBIJAIOTCS OTBETCTBEHHOMY JIHILY
KaJIpoOBO#M CIyKObI. 3amucH B TPYJOBOM KHIDKKE ITOJIUCHIBAET PYKOBOAUTENh KaJpOBOM



ciyx0b1 OO. Yder, XpaHeHHE U BbIIady OJaHKOB CTPOTOM OTYETHOCTH: JTUTLIIOMOB, BKJIA IBIIIICH
K HUM, CBHACTCJIIBCTB, YI[OCTOBepeHHfI BCACT 3aMCCTUTCIIb AOUPCKTOpPA. bianku XpaHsATCA
B ceride.

4.7.4. YcTaHOBKa H dKCIUTyaTallds MPOrPaMMHOTO OOECIeUeHHs, IMOIYYEHHOTO W3 JIFOOBIX
HUCTOYHHUKOB U BBIIIOJHAIOLICTO q)yHKI_[I/II/I, HC CBA3aHHBIC HCIMOCPCACTBCHHO C BBIIIOJIHCHHUEM
paboTHUKAaMU CBOMX JOKHOCTHBIX 00s13aHHOCTEN, KAaTErOpUUYECKHU 3alpelieHa.

4.7.5. Bcs mpexacraBieHHas B 3JCKTPOHHOM  BHAE  HMH(OpMamus, IOCTyMaromas
B 00pa30BaTeNbHYI0 OpraHM3alldlo, B O0S3aTEIBHOM  HOPSAKE  IMOJJIEKUT  NPOBEPKE
AHTUBUPYCHBIMU CPEJICTBAMH.

4.7.6. DNeKTpoHHAsl TMOYTAa MOXKET HCIOJIb30BATHCS IOJIH30BATEISIMU TOJBKO i OOMEHa
nH(popManuen, OTHOCSIIEHCS K KaTETOPUH OTKPBITOM U CITy)KEOHOH. 3amperieHo UCToIb30BaTh
ANEKTPOHHYIO TOUTY JUIS Tiepefayn WH(HOPMAIIUU, OTHOCSIIEHCS K KATETOPUH OTPAHHYECHHOTO
pacrnpocTpaHeHUsI.

5. KoHTpoJIb 32 HCTIOJITHEHHEM TOKYMEHTOB
5.1. Opranusanusi KOHTPOJIS

5.1.1. KoHTpomnio mosiexxaT Bce 3aperucTpUpOBaHHbBIE JOKYMEHTHI, TPEOYIOLIHE UCTIOTHEHUSI.
KoHTponb MCHONMHEHUS JTOKYMEHTOB BKJIIOYAET: y4eT, INOCTAaHOBKY Ha KOHTPOJb, KOHTPOJb
CPOKOB HCIIOJIHEHHUS, HEIOCPEACTBEHHYIO MPOBEPKY XOAA HCIOIHEHMSI, MPOBEPKY KadyecTBa
VCIIOJIHEHUS, aHAJIU3 Pe3YJIbTATOB UCIIOJHEHHUS.

5.1.2. KoHTponb 3a UCHOJHEHHEM JOKYMEHTOB YCTAHABJIMBAETCS B LEIAX oOOecreueHus
UX CBOEBPEMEHHOIO U Kau€CTBEHHOI'O HCIIOJIHEHUS, IOBBIIIEHUS YPOBHSA OpraHU3aTOPCKOMN
paloThI ¥ UCTIOTHUTENIBCKOM TUCIIUTUIUHBL.

5.1.3. IIpu nocTaHOBKE JOKyMEHTA HA KOHTPOJIb HA IIPABOM BEPXHEM I10JI€ JOKYMEHTA JIENaeTCs
OTMETKa O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (IITAMIIOM) «KOHTPOJIbY

5.1.4. KoHTpoIIO MOAJIeKAT MPUKA3BI, PEIICHUS] COBETOB, a TAKXKE JOKYMEHTBI, TOCTYIAIOIINE
Ha UM PyKOBOJUTENS 00pa30BaTeIbHON OpraHu3aluu.

Opranu3zaiys KOHTPOJISI KCIIOJIHEHUS BKITIOYAET B ceO0sl:

e TIOCTAHOBKY JIOKyMEHTa Ha KOHTPOJIb;

e MOHUTOPHUHT UCIOJIHEHUSI KOHTPOJIbHBIX OPYUYEHUH JOKYMEHTOB;
e CHSTHE HCIIOJHEHHOTO JOKYMEHTa C KOHTPOJIS;

e HaIpaBJeHUE UCIOJIHEHHOTO JJOKYMEHTA B JEJIO.

5.1.5. PykoBomuTenu CTPYKTYpHBIX NOApa3AelieHUil 00s3aHbl paccMaTPUBATh COCTOSIHHE
WCIIOJHUTENIBCKOM  JUCHUIIMHBI [0 JOKYMEHTAM  C NOPYYEHUSIMHU  aJIMUHUCTPALIUU
00pa30BaTeNbHON OpraHU3aIMK, a TAKXKE JOKYMEHTHI, MOCTYMHBIIKE B aapec CTPYKTYPHOTO
Mo/ipa3iesieHus U TpeOyrolre UCTIOTHEHHS U MTOATOTOBKH OTBETA.

5.1.6. JIokyMEHT CUMTAeTCs] UCIOJHEHHBIM, KOT/Ia PEIIeHbl OKOHYATEJIbHO BCE MOCTaBICHHBIC
B HEM BOIIPOCHI U COOJTIOJICHBI CIIETYIONINE CPOKH:



e ECJIM B JIOKYMEHTE ITOCTaBJIEH CPOK MCIIOJHEHUS — B YKa3aHHBIN CPOK;

e JIOKYMEHTHI 0€3 yKa3aHHs CPOKa HCIIOJHEHHS — B MECSIYHBIN CPOK;

e €CJIHM B JIOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

e TmoOpyueHHs 0e3 yKa3aHHUs KOHKPETHOW JaThl UCTIONHEHUSI — B MECSIYHBIN CPOK;

e C IIOMETKOM «omepaTuBHO» — B 10-THEBHBIN CPOK;

e 110 OOpaIleHUsIM TpaKJaH, TPEOYIOINUM JOMOJHUTEIBHOTO U3YUYEHUS U IPOBEPKU, —
JIO OJTHOTO MECsIIa CO JTHSI PerUCTPAIlNH, 0 OCTAIBHBIM — He Ooiiee 15 mHer.

Cpox ncuuciseTcsl B KaJICHIAPHBIX AHSIX C JAThI MOAMUCAHUS JTOKYMEHTA.

Ecnu nocneanuii 1eHb UCIOTHEHUS IOKYMEHTA IPUXOIUTCS HAa HepaOOoUuuil IeHb, OH MOJICKUT
WCTIOTHEHUIO B MPEIIECTBYIONTUN eMy pabounii IeHb.

[Tpu HEOOXOAUMOCTH MPOJITICHHS CPOKA HUCTIOTHEHUSI TOKYyMEHTA OTBETCTBEHHBIN HCIIOIHUTEIh
NPEJCTaBIsCT HAa UMS PYKOBOJIUTENST 0Opa3oBaTENIbHOM OpraHU3alMy, JaBIIETO MOPYYEHHE,
MOTHBHUPOBAaHHYIO MPOCHOY O €ro MpOJUICHUH HE MO3JHEEe YeM 3a TpU AHS 10 UCTEUCHUS
YCTaHOBJIEHHOTO CpOKa, CYeM CBOEBPEMEHHO TIepenaercs HHG(OpManus B IPUEMHYIO
pyKoBouTEINs 00pa30BaTeNIbHON OpraHu3aluu.

5.2. IlopsinoK CHATHS JOKYMEHTOB C KOHTPOJIS

5.2.1. JIoKyMEHTbI CHUMAIOTCS C KOHTPOJIS, €CJIU PELICHBI IOCTABJIEHHBIE B HUX BOIIPOCHI WM
aBTOpaM J1aH OTBET IO CyLIECTBY.

[IpoMexyTOUHBII OTBET, paBHO KaK M 3alpoC IO UCIIOJIHAEMOMY JOKYMEHTY HJIM YaCTUYHOE
WCIIOJTHEHUE TIOPYYEHHUSI, HE SABJISIETCSI OCHOBAHMEM JIJIsl TPU3HAHUS IOKYMEHTA UCIIOJTHEHHBIM.

5.2.2. CHATh JOKYMEHT C KOHTPOJISI MOKET TOJIBKO JTOJHKHOCTHOE JIUIIO, KOTOPOE MOCTABUIIO €0
Ha KOHTPOJIb.

5.2.3. OcHOBaHMEM Uil CHSATHUS C KOHTPOJIA JOKYMEHTOB C IOPYYCHUSMH PYKOBOIUTEIS
00pa3oBaTeNbHON OpraHU3alny ABISETCS JOKYMEHT — OTBET, ITOJIHCAHHBIA PyKOBOJIUTEIEM
00pa3oBaTeNbHON OPraHU3aIlM, €0 3aMECTUTENIEM, JINOO CIpaBKa 00 UCTIOTHEHUH TOKyMEHTa
3a TIOAIMCHIO PYKOBOAUTENS CTPYKTYPHOTO TIOAPA3/ICIICHHSL.

6. Yuer 1 XxpaHeHHe nevyarTeil, ITAMIOB H OJIAHKOB

6.1. OOs3aTenbHOMY Y4YeTy MOAJICKAT BCE BHBI IeYaTed U IITaMIIOB, OJaHKH CTPOroi
OTYETHOCTH, KOMaH/ANPOBOUYHBIE YJIOCTOBEPEHHUS, CITy’KEOHBIE 3aJJaHUs, TPYIOBbIE KHIKKH.

6.2. Yder Bcex mevareil W IITaMmIoB, HMEIONIUXCS B 00pa30BaTeIbHOW OpPTraHU3allid, BEIETCS
B CHIELUAIIBHOM KypHaiie (npunoxenue Ne 9).

6.3. XXypHansl yuera BKIIOUYAIOTCS B HOMEHKIATypy Jeil. JIuCTel HX HymepyroTcs,
MPOIIMBAIOTCS U OIEYaThIBAIOTCH.

6.4. IleyaTy ¥ WITAaMIIBI TOJDKHBI XPAHUTHCS B ceiidax MM METATUNYECKUX HIKadax.

6.5. OTBETCTBEHHOCTH 3a XpaHEHUE U HMCIIOJIB30BAaHME II€4aTel, IITaMIOB HECYT JHIa,
OTBETCTBEHHBIC 33 BEICHUE JEI0NPOU3BOACTBA.



6.6. YHUUTOXXEHHE OJIAHKOB ITPOU3BOAMUTCS 110 aKTy C OTMETKOM B COOTBETCTBYIOIIUX KypHaax
ydera.

6.7. [leyaTn ¥ MITAMIIBI YHUYTOXAKOTCS IO AKTY.

6.8. ITlpoBepka Hamuuus TeYaTeil, IITAMIIOB W OJIAHKOB, a TaKXe TMOPSIAKAa WX XpaHEHUS
Y UCIOJIb30BAaHUSI TMPOU3BOJUTCS KOMHMCCHEH HE peXe OJHOTO pa3a B KaJIEHIAPHOTO TOJ
OJTHOBPEMEHHO C ITPOBEPKOM COCTOSIHUS JI€TIOMPOU3BOJICTBA.

7. CocTaBiieHre HOMEHKJIATYPbI e/

7.1. Homenknatypa Aen — CHUCTEMaTU3UPOBAHHBIA IMEPEUYEHb 3aroJIOBKOB JI€J, 3aBOJUMBIX
B 00pa30BaTeNbHONW OpraHu3alMM, C yKa3aHHEM CpPOKOB UX XpaHEHUs, OQpOpMIICHHBII
B YCTaHOBJICHHOM TOPSKE.

7.2. HomeHKIaTypa Jen npeHa3HadeHa A IPyIIUpOBKH HCIIOIHEHHBIX TOKYMEHTOB B /€A,
cUCTeMaTH3allui U y4yeTa JIeJl, ONpPEJEeNIEHUs] CPOKOB MX XPAHEHUS U SIBIISIETCSI OCHOBOM MJist
¢dbopMHUpOBaHUSA /€T U COCTABICHMS OINHUCEH JeN, JOKYMEHTOB, ONMCEH 3JIEKTPOHHBIX
JOKYMEHTOB IIOCTOSSHHOTO U BpeMEeHHOro (cBbime 10 j1eT) XpaHeHHs, B TOM YHCJIE 110 JTUYHOMY
COCTaBY, a TaKXke Ui yyeTa Jell BpeMeHHbIX (10 10 J1eT BKIIOUUTEIBHO) CPOKOB XPAaHEHHUS.

7.3. Homenkmatypa pnen cocraBisercss Ha OymaxkHoM Hocutene. HomeHkinatypa pgen
BKJIFOYACTCSI B CHCTEMBI JJICKTPOHHOTO JOKyMeHTooOopota (mamee — CDJI) u B CHCTEMBI
XpaHEHUsl DBJEKTPOHHBIX JOKyMeHTOB (manee — CXOJl) B KadecTBe CHpPaBOYHMKA,
Ha OCHOBAaHUHM KOTOPOTO OCYILECTBISETCS CHUCTEMaTH3alusi M y4eT JOKYMEHTOB, a TaKxke
ux MetaganHbix. COJI gomkHA yCTaHABIMBATH CBS3b JOKYMEHTa C MHIEKCOM Jiefa
B COOTBETCTBHMU C HOMEHKJIATYpOU Jen oOpa3zoBaTenbHON opraHm3anuu. HomeHkmarypa aen
Bimroyaercss B COJl u CXDJl He mo3gHee OAHOrO Mecsilla €O JHS €€ YTBEPIKIACHHUS.
OTBETCTBEHHBIMU  3a BKJIIOUYeHHME HOMeHkiIarypel gen B COJl u CXDOJl  sBistoTcs
OTBETCTBEHHBIH 3a JIEJONPOU3BOJICTBO M OTBETCTBEHHBIM 3a KOHTPOJIb (YHKIMOHUPOBAHUS
ANEKTPOHHOTO JJOKYMEHTO000pOTA.

7.4. HoMmeHkIaTypa Jesn o0pa3oBaTenbHOM OpraHnu3alui (Janee — CBOAHAs HOMEHKIIATypa JIeN)
COCTaBJISIETCSI HAa OCHOBE H3YYEHMsI COCTaBa W COJEp)KaHHSA JOKYMEHTOB, 0O0pa3yIolIuxcs
B JICATENILHOCTH 00pa3oBaTeNbHON opranm3anuu. [lpu cocTaBieHHH CBOJIHON HOMEHKIATYPHI
Jiell  YYUTBIBAIOTCS yCTaB 00pa30oBaTEIbHOM OpraHU3allid, TOJOXKEHHUS O CTPYKTYPHBIX
MOJIPA3ICIICHUSAX, IITATHOE pACIHCaHWe, TUTAHBI M OTYETHl O paboTe, MepeyHu IJOKYMEHTOB
C YKa3aHHUEM CPOKOB HX XPaHEHHs, HOMEHKJATyphl A€ 3a MPEeIIEeCTBYIOUINE KaJleHIapHbIe
TOJIbI.

7.5. CBomHas HOMEHKJIATypa JeNl COCTaBiseTcs paOOTHUKOM, HAa3HAYEHHBIM IPUKA30M
pyKoBoJuTeNls 00pa30BaTEIbHOW OpraHM3alMM (Jlajgee — OTBETCTBEHHBIM 3a COCTaBlIEHUE
CBOJIHOI HOMEHKJIATYypBI J€).

7.6. CBomHas HOMEHKJIAaTypa JeJl Ha OPEACTOSIMN KaJe€HAApHBIM TOX COCTaBIIAETCA
B IIOCJEHEM  KBapTajle  TEKyIIero TIoja, BHU3UPYETCS  PYKOBOOUTEIEM  apXuBa
Y COTJIACOBBIBACTCS C MOCTOSIHHO JICUCTBYIOIICH JKCHEPTHON KOMHCCHEH 00pa3oBaTelbHOMN
opranm3anuu. He pexxe 1 paza B S jieT, HOMEHKJIATypa J€Jl COIIACOBBIBAETCS C JKCIIEPTHO-
MIPOBEPOYHOM KOMUCCHENH DHCKOro 006JaCTHOTO apXuBa. B KOHIIE KaXI0ro KaJeHIapHOTO roja
CBOJIHAsE HOMEHKJIaTypa JeJl YTBEp:KJaeTcsi pyKoBoAHUTeNleM oOpa3oBaTelIbHON OpraHu3aliu
UM €r0  3aMEeCTUTENEeM, KOTOPOMY JEJIErMPOBAHBI TAaKUE IIOJIHOMOYMS  IIPUKA30M



o0pa3oBaTeNbHON OpraHu3alui. YTBEPXKICHHAs CBOJHAs HOMEHKJIATypa /el BBOJUTCSA
B JIelicTBHE C 1-T0 sSTHBaps CEAYIOIIEro KaJleHAapHOro roja.

7.7. B cnyyae HEOOXOIMMOCTH BHECEHHMS B CBOIHYIO HOMEHKIIATYPY J€J1 3HAUYUTEIbHBIX
M3MEHEHUH OHa TMOMJICKHUT TmepepadoTke. M3MeHeHHs yTBEp)KIAIOTCS MPUKA30M WIU
KOPPEKTUPOBOYHBIM JiucToM (mpuinoxerne Ne 10). HebOonbinne wW3MEHEHUS BHOCSTCS
B YTBEPKICHHBIA PaO0UYNil SK3EMIUISP CBOJHON HOMEHKJIATYPHI JIe]I.

7.8. CTpyKTypHBIE IOpa3IeTeHUs €XKeroIHO0, He To3aHee 30 HOSOpS TeKyIIero KajJeHI1apHoTro
rofia COCTaBJSIFOT HOMEHKIIATYpy el CTPYKTYPHOTO IOJAPa3ACiCHUS U MPEACTABISIOT e
OTBETCTBEHHOMY 3a COCTaBJICHHE CBOJHOW HOMEHKIATypel aen. HowmeHknarypa naen
CTPYKTYPHOTO  TIOAPA3ICICHHUS  COCTABJSICTCS  JIMIIOM, OTBETCTBEHHBIM 32 BEJICHUE
JIEIIONPOU3BOJICTBA CTPYKTYPHOTO MOPA3ICICHISI, COTJIACOBBIBACTCS C IKCIIEPTHON KOMHUCCUEH
CTPYKTYPHOTO  TOJpAa3JCICHUs] W MOIIMHUCHIBACTCS  PYKOBOAMTEIEM  CTPYKTYPHOTO
MOJIpa3/IeIIeHusI.

7.9. BHOBb CO37aHHOE CTPYKTypHOE IO/pa3iejeHUe B MECSUHBIA CpPOK pazpabaThiBacT
HOMEHKJIATypy [Jell CTPYKTYpHOIO TOJpa3JelieHUs] U IPEACTaBIseT €€ OTBETCTBEHHOMY
3a COCTaBJIEHUE CBOJHOW HOMEHKJIATYpPBI ACII.

7.10. Homenknartypa neia CTPYKTYpHOIO IOJApa3A€iCHUsl U CBOJHAs HOMEHKIATypa Jell
cocTaBisitoTcs 1O popme,  ycraHoBineHHOM — [IpaBunmamm — opraHuzanmuu — XpaHEHUs,
KOMIUIEKTOBaHMSI, y4yeTa U UCMOJb30BaHUS JOKYMEHTOB ApxuBHoOro ¢onna PO u apyrux
apXUBHBIX IOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBICHUSA
Y OpraHu3alusax, yTBepKIAeHHbIMH npuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

7.11. Homenknatypa Jnen THOApa3feiseTcsl Ha pa3lelibl, KOTOpbIE pacrojararoTcs
B COOTBCTCTBUU C YTBCPKACHHLIM IITATHBIM PACIIUCAHUCM 06pa303aTean01?1 OopraHu3anyvu.
HazpanusiMu pa3fenoB HOMEHKIATYpbl el SIBISIIOTCS HAaWMEHOBAHMSI €€ CTPYKTYPHBIX
HO,Z[paSI[eJIeHI/II\/'I HJIN HAITPpaBJICHUA ACATCIIBHOCTHU.

7.11.1. B rpade 1 HOMEHKJIATYPBI J€]1 IPOCTABIAIOTCS MHASKCHI KaXKJ0T0 JIeN1a, BKIIOYEHHOTO
B HOMeHKJIaTypy. MHAeKe aena cocTouT u3 HUQppoBoro 0003HaYeHNs U3 IITATHOTO pacCUCaHUsS
oOpazoBaTenbHOW  OpraHM3anmuMy  (KOJa) U MOPSJIKOBOTO  HOMEpa  3arojioBka  jena
o HoOMeHKJaType. Maaekce aen o6o3HavaroTcs apadckumu nudpamu. Hampumep: 12-05, rae
12 — oGo3Hauenue (kox), 05 — MOpsIIKOBBINA HOMEDP 3ar0JIOBKA JIe)Ia B pa3ziesiec HOMEHKIIATYPbI
Jell.

B HOMCHKIJIATypC CJI COXPaHAKOTCA OAWMHAKOBBIC MHACKCHI IS OAHOPOIHBIX MU MCPEXOAAIINX
JCII.

7.11.2. B rpade 2 HOMEHKIATYPHI JIe] IPOIUCHIBAIOTCS 3ar0JIOBKH JIeJl. 3aroJIoBOK Jieia YeTKO,
B 000011IeHHOM (hopMe OTpakaeT OCHOBHOE COJIEPKAHKUE M COCTaB JJOKYMEHTOB jiena. OCHOBOM
JUIS HAaMMEHOBaHUs (3arojioBKa) e SBJIAIOTCS BOMPOCHI, OTpaXkarollue 3aAadu U QyHKIUU
oOpa3zoBaTenbHON opraHu3auuu. HanMeHOBaHMS OTIOJHSIOTCS YKa3aHHEM pojJia 3aBOJAUMOTO
7ieNia UM Pa3sHOBHUIHOCTU JIOKYMEHTOB (ITOCTAHOBJICHHUS, NMPUKa3bl, TPOTOKOJBI U T. 1.). Eciu
JIEJI0, BKJIFOYAEMOE B HOMEHKJIATYpy J€JI, COCTOMT U3 OJMHAKOBBIX BUJ0B WM Pa3HOBUAHOCTEMN
JOKYMEHTOB, B 3arOJIOBKE€ TaKOro Jela YKa3blBA€TC] HAUMEHOBAaHHWE BHUJOB JOKYMEHTOB,
Hanpumep «lIpuka3sl 10 OCHOBHOW nesTenbHOCTH». He momyckaercs  ymorpeOieHue
B 3aroJIOBKE JieJla HEKOHKPETHBIX (POPMYJIUPOBOK («pa3Hble MaTepHalibl», «00IIas MepenucKa,
«UCXOAAUIasl TEpPEerucKay, «BXOISIIUME JOKYMEHTBI»), a TaKK€ BBOJHBIX CJIOB, CIIOXHBIX



CHUHTaKcH4eckux o0oporoB. He nomyckaerca  ymoTpeOieHME  COKpALCHHBIX  CJIOB
HAaUMCHOBAHUM  TEPPUTOPUAIBHBIX OpPraHOB  MCIOJHUTEIBHOM  BJIACTH, YYPEKACHUHN
U OpraHu3anuii, Kpome opuIHaIbHO YCTAaHOBICHHBIX cOoKpalieHuil. Eciu neno Oyzaer cocTosaTh
U3 HECKOJIbKUX TOMOB WJIM YacTeW, TO COCTaBISAETCA OOIIMI 3arojioBOK Jeja, a3aTeM IpHU
HEOOXOJMMOCTH COCTABIISIOTCS 3aroJIOBKH Ka)KAOro ToMa (4acTH), YTOUHSIOIIME COEep KaHue
3aroJIoBKa Jea.

ITopsinok pacronokeHus 3aroJa0BKOB A€l BHYTPH Pa3/ieiioB U NOAPa31eI0B HOMEHKIIATYPHI €]
ONPEIEIAETCA CTENEHBIO BaXXHOCTH JTOKYMEHTOB, COCTABIIAIOLIUX J€Ja, U UX B3aUMOCBS3bIO.
Brauane pacrnonararorcst 3arojJoBKU JI€Jl, COAEPKALIUX OpraHU3alMOHHO-PACIIOPSAUTEIBHYO
JNOKyMEHTauuo. /lanee pacnosiararoTcsi 3arojIoOBKHM JA€Jl, COAEP KAIUX IUIAHOBBIE U OTYETHBIE
JOKYMEHTBI U T.1.

[Topsamox pacnoioskeHrs 3aroJIOBKOB J1€7 BHYTPH Pa3/IesioB U MOpa3/ie 0B HOMEHKIIATYPbI A€
OIIPEAEIAETCS CTENEHbIO BaXXHOCTH JTOKYMEHTOB, COCTAaBJISIONIMX JA€Na, U UX B3aUMOCBS3bIO.
B Hauyarne pacrnonararoTcsi 3arojJoBKH 1€, COJIEPKalliX OpraHU3alMOHHO-PACTIOPSAUTEIbHYIO
JOKYMEHTAIUIO0. 3ar0JIOBKHU JET MOTYT YTOUHSATHCS B Tporiecce GOopMHUPOBaHUS U 0OPMIICHUS
hi (S

B HOMeHKnaTypy Aen BKIIIOYAIOTCS TakKe Jefla, He 3aKOHYCHHBIE IPOM3BOJICTBOM JIejia
IIPOLUIBIX JET (IEPEXOALINE).

7.11.3. TI'padba 3 HOMEHKIATYpHI €N 3aMOJHSAETCS B TEUCHHE KAJICHIAPHOTO Toia — TIPH
(bOpMI/IpOBaHI/II/I HOBOI'O A¢J1a, IpH 3aKPbITUHN [ACJIa U ITO OKOHYAHUHW KAJICHAAPHOT'O roaa.

ITo noctmwxenun nenom odbema B 250 JIMCTOB, TOM 3aKPBIBACTCS M OTKPHIBAECTCS HOBBIM TOM.
B rpade nocnenoBarenbHO yKa3bIBalOTCSd HOMEPA TOMOB U KpaiHUe JaThl JOKYMEHTOB KaXKA0I0
toma. Hampumep «T1 — 11.01.2024-30.06.2024, T.2. — 01.07.2024-30.12.2024».

QHGKTpOHHBIe ACJIa Ha TOMa HC pa3AaCiIsAr0TCA. Bce QJICKTPOHHBIC NOKYMCHTBI, HC3aBUCUMO
OT HUX O6LeMa, BKJIFOYAIOTCA B OAHO 3JICKTPOHHOC ACIIO0.

7.11.4. Brpade 4 yka3piBaeTcsi CpPOK XpaHEHHUs Jela, HOMEpa CTaTel IO TUIIOBOMY HIIU
BEJOMCTBEHHOMY MEPEYHI0, (PelepatbHOMY 3aKOHY WJIM MHOMY HOPMAaTHMBHOMY IIPaBOBOMY
aKTy, a IPU UX OTCYTCTBUU — I10 TUIIOBOM WJIM IPUMEPHON HOMEHKIIATYPE JEII.

7.11.5. Brpade 5 yka3plBaloTCs YKa3bIBaIOTCA OCOOCHHOCTH (DOpPMHUpOBAHHS Jeia | BUJ
HocuTens nHpopmanuu. B Tom gncie B rpade oTpaxaroTcs CrienuaabHble CPOKH XpaHSHHUS Jed,
MPOCTABIISIOTCS OTMETKU O 3aBEJICHUU e (B TOM YHUCIIE B 3JICKTPOHHOM BHJIE), O BBIICICHUHU
7€’ K YHHYTO)KEHHIO T10 HCTEYCHUH CPOKOB HMX XPAaHEHHS, O MECTE XPaHEHHS MOIMHHUKOB
JIOKYMEHTOB, O Iepeiaue Aej B IPYTyI0 OpraHU3alHIo Ui TPOAOIDKEHHUS BEACHUS U JIp.

B rpade nemarorcs OTMETKH O MEPEXOASIIMX JelaX ¢ yKa3aHWeM CTaporo HWHAEKca Jena
B ciiyyae ero usMenenusa. Hanpumep «Ilepexonsmee ¢ 2024 r. B 2024 — 2028 rr. — #a. 2-2-
11».

ITo nenam, KOoTOpbIE MO KAKUM-THOO0 MPUYMHAM B TEUCHHE KaJICHIApPHOTO T'0/1a HE 3aBOIUIINCH,
B rpade «IIpumedyanney» HOMEHKIATYpHI e AenaeTcs 3anuch — «Jleno He 3aBoaunocky. [lpu
3TOM B rpade 3 mpocTaBiseTcs MpoYepK.



7.12. Tlo OKOHYaHWU KaJEHIAPHOTO roja B KOHIE HOMEHKJIATYpHI A€l AENAeTCs HTOroBas
3aIIuChb O KaTeI‘OpI/IHX U KOJIMYECTBE MA€JI, 3aBCACHHBIX B TGKYH_IGM KaHeH,Z[apHOM I‘O,Z[y.
B utoroByro 3anuch CBOJHOW HOMEHKJIATYPHI JCN CBEJECHUS BHOCATCS Ha OCHOBAaHWUY JAHHBIX,
NEepeIaHHbIX U3 CTPYKTYPHBIX MO/Ipa3ieieHuii 00pa3oBaTeIbHON OpraHU3alHH.

8. ®opmupoBanue u opopmiieHue e

8.1. ®opMupoBaHUE Jie1 — TPYNIUPOBKA HCIOIHEHHBIX TOKYMEHTOB B Jiejla B COOTBETCTBUU
C HOMEHKJIATypOH el U CUCTEMaTU3alusl JOKyMEHTOB BHYTpH Jea.

8.2. Jlena B 00pazoBaTenbHONM OpraHu3ani GoOpMUPYIOTCS B CTPYKTYPHBIX MOJIPA3/ICICHUSX.

8.3. McrionHeHHbIE TOKYMEHTHI TOKHBI B 10-THEBHBINA CPOK CAABATHCA WCHOJHUTEIEM JIUILY,
OTBGTCTBGHHOMY 3a BCACHUC ,Z[@.HOHpOI/IBBOI[CTBa B CprKTypHI:IX HO,Z[paS,Zle.HeHI/IHX, JJI
dbopmupoBanus ux B enma. Homep pema, B KOTOpoe MODKEH OBITh MOAIIAT JOKYMEHT,
OTIpeIeTIsieT PyKOBOIUTENh CTPYKTYPHOTO MOApa3ielieHus 00pa3oBaTeIbHON OpraHu3aluy Win
WCTIOTHUTENIh B COOTBETCTBUU C HOMEHKJIATYpo# nen. Ha mokymeHTe mpoCcTaBisiiOTCs OTMETKa
«B geno Ne...», mOANKACH UCIIOIIHUTEIIS WIM PYKOBOIUTEISA CTPYKTYPHOIO ITOAPA3ACIICHUs, AaTa.

JIOKyMEHTBI BHYTpH JI€JIa PACIIOIAraloTCsa B XPOHOJIOTHYECKOMU ITOCIIEI0BATEIbHOCTH.

8.4. KoHTponb 3a MpaBWIBHOCTBIO (OPMHUPOBAHUS 11 OCYIIECTBISETCS OTBETCTBEHHBIM
3a apxXHB 00pa30BaTENbHON OpraHU3alyu.

8.5. IIpu popmupoBanuu e HEOOXOAUMO COOIOAATH CIIEIYIONINE O0IIUe TTpaBUIa;

IIoMeuiaTh B ACJI0 TOJBKO HUCIIOJIHCHHBIC I[OKYMGHTBI B COOTBCTCTBHUHU C 3aroJIOBKaMu

JIeJT TTI0 HOMEHKJIAType;

e TPYNIUPOBATH B AEJNO JOKYMEHTHI OJHOI0 KAJIEHAAPHOI'O TOa;

e pa3le’bHO TPYNIHMPOBATh B Jieia JOKYMEHTHI ITOCTOSHHOTO M BPEMEHHOTO CPOKOB
XpaHEHUS;

e TIOMEINIATH B JieJIa Kcepokonuu (hakcos, TenepoHorpaMm Ha OOIIMX OCHOBAHUSX;

e B JICJI0O HEC OOJDKHBI ITOMECIIATHCA I[OKYMGHTBI, mogJjexamue B03BpaTy, JIMIITHUEC

9K3EMILIAPBI, YCPHOBUKHU: IO 00BEMY JIEJIO HE JIOJDKHO MpeBbImaTh 250 JIMCTOB WIIH

4 cm. Ilpu Hanmuuuu B JeNie HECKOJBKUX TOMOB (YacTell) MHIEKC W 3aroJIOBOK Jieia

MPOCTABJISIIOTCSL HA KAKIOM TOME C TOOABJICHHEM «TOM 1», «TOM 2» (TTOCIIECTHHN).

8.6. Ocobble TpeboBaHUs K (POPMUPOBAHUIO OTIEIBHBIX JIEII.

8.6.1. PacniopsinuresnbHble TOKYMEHTHI TPYNIIUPYIOTCS B JIENa IO BUIaM B XPOHOJIOTMYECKOM
MOPSIKE C OTHOCALIUMUCA K HUM IPHUIIOKEHUAMMU.

8.6.2. YcraBbl, MOJIOKEHUS, UHCTPYKIINHU, YTBEPKICHHbBIE PACTIOPAAUTEILHBIMU IOKYMEHTAMH,
SIBIIAIOTCSA NPWIOKEHUAMU K HUM U IPYHIUPYIOTCI BMECTE C YKA3aHHBIMH HJOKYMEHTAMU.
Ecnu ke oHM yTBep)kKIeHBI B KaYeCTBE CAMOCTOATEIBHOTO JOKYMEHTa, TO MX I'PYNIHUPYIOT
B CaMOCTOSATCIIBbHBIC AcCi1a.



8.6.3. Ilpuka3pl 110 OCHOBHOW [I€ITEIBHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B
0 JINTYHOMY COCTaBY.

8.6.4. Ilpuka3pl 1O JIMYHOMY COCTaBy  TIpPYNIHUPYIOTCS B Jela B COOTBETCTBUU
C YCTaHOBJICHHBIMH CPOKAMHU MX XPaHEHUS.

8.6.5. IlpoTokonsl B Jene pacHojaraloTcs B XPOHOJIOTMUECKOM IOPSAKE I10 HOMEPAM.
JIOKyMEHTBl K NPOTOKOJIAM, CIPYHNIHPOBAHHBIE B OTJEJbHBIE [€71a, CHUCTEMAaTU3UPYIOTCS
110 HOMEPaM ITPOTOKOJIOB.

8.6.6. YTBepKIEHHbIC IUJIaHbl, OTYEThl, CMETHI, JUMHUTHI, TUTYJbHBIC CIHCKU U JIPyTUE
JOKYMEHTBI TPYIITAPYIOTCS OTACIBHO OT MPOEKTOB.

8.6.7. JIOKyMEHTBI B IMYHBIX JI€JIaX PACIIONaratoTCs o MEpPE UX MOCTYTUICHUS.

8.6.8. Ilepenucka rpynnupyercs B paMKax OJHOTO KaJICHIAPHOTO T'0Ja U CUCTEMATU3UPYETCs
B XpOHOJIOTUYECKON MOCIEA0BATEIBHOCTH: JOKYMEHT — 3aIPOC — JIOKYMEHT — OTBET.

8.7. Jlema oOpa3oBaTeabHON OpraHW3allid MOHJIEkKaT O(GOPMIICHUIO TPU MX 3aBEICHUU
Y TI0 3aBeplIeHNH KaleHaapHoro rona. OdgopmiieHne aena — MOATOTOBKA Jiela K XPaHECHUIO
BKJIFOYACT B C€0S KOMIUIEKC pabdOT MO OMUCAHUIO Jiejla Ha 00JI0KKE, MOMAIIUBKE, HyMEpauu
JMCTOB U COCTABJICHUIO JIUCTa-3aBeputens aena. OdopmiieHre 1en MpoBOAUTCS pabOTHUKAMU
CTPYKTYPHBIX TOJpa3feiieHrii 00pa30BaTeIbHON OpraHU3alHK, B 00S3aHHOCTH KOTOPBIX
BXOJHT 3aBeleHHe M (HopMuUpOBaHHE €N, MPU METOIUYECKOH IOMOIIM U MO KOHTPOJIEM
apxuBa 00pa30BaTEIHLHON OpraHU3aIlUH.

8.8. Jlena mognexar odopmienuto. [TomHoe ohopmiienue nemna npeaycmMaTpuBaet:

e TMOJIIMBKY WJIM TBEPJbIN MEPEIUIET AETa;

e HyMEpaIHIO JUCTOB B JIEJIE;

e COCTaBJICHHE JIMCTA-3aBEPUTEIIS JIENa;

e COCTaBJICHHE B OCOOBIX cirydasx (Impu o(GOpMIICHUHW JIMYHBIX JENd, Uil ydeTa 0co00
LIEHHBIX IOKYMEHTOB) BHYTPEHHEN OIUCHU TOKYMEHTOB JIEJIa;

e BHECEHHE HEOOXOIWMBIX YTOYHEHHUH B PEKBU3UTHI OOJIOKKH jena (YTOYHEHHE
Ha3BaHUA TOAPA3ACICHUA, MHACKCA U 3aroJIOBKa [1¢jia, AaThl JCja U I[p)

8.9. CchopmupoBaHHBIE /Ie1a MOAIIMBAIOT HA YETHIPE MPOKOJIA B TBEPAYIO O0I0XKKY U3 KapTOHA
WM NIEPEIIETAIOTCS ¢ Y4ETOM BO3MOXKHOCTH CBOOOIHOTO UTEHMSI TEKCTA BCEX JOKYMEHTOB, /AT,
BU3 U pe3oionuii Ha HUX. Ilpu moAroroBke nen K MOAIIMBKE (MEPEIUIeTy) METATHYECKUe
CKpeIUIeHHs (CKOOBI, CKPENKH) W3 JOKYMEHTOB YJAJAIOTCA. Jlena MOCTOSHHOTO XpaHEHus,
COCTOSIIIME U3 He(POPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEPABIX MamKax € TPeMs
KJIallaHaMH U C 3aBS3KaMU.

8.10. I1pu Hamu4uu B J1esie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHUXKEK U Jp.)
3TH JIOKYMEHTBI BKJIQ/IbIBAIOTCA B KOHBEPT, KOTOPBIM 3aTeM MOJIIMBaeTCs B 3TO Jeno. [lpu
HINYUK OOJIBIIOTO KOJMYECTBA TAKMX JOKYMEHTOB OHU MOTYT M3BIMAThCS U3 A€M, M HAa HUX
COCTABJISICTCSI OT/IENIbHAS ONUCH.

8.11. B mensix obecrieueHus COXpaHHOCTHU M 3aKPETIICHUS MOPSIIKA PACIIONIOXKEHHUS TOKYMEHTOB,
BKJIIOYECHHBIX B JIEJI0, BCE JIMCTHI, KPOME JINCTA-3aBEPUTENS], HyMEPYIOTCS apaOCKUMHU U paMu
B [IPAaBOM BEPXHEM YTy, HE 3a/IeBasi TEKCTa JOKYMEHTA, IPOCThIM IpadudecKuM KapaHIaiiom



WM HyMepaTopoM. YNoTpeOjeHre YepHUI U I[BETHBIX KapaHJalied s HyMepaluu JINCTOB
3anpenaercs. BHyTpeHHss Oonuch HMEET CaMOCTOSITENIbHYI0 HYMEPaLIUIo.

JIuctel nen, cocTosAmuUX U3 HECKOJIBKAX TOMOB WIIHA YaCTeH, HyMEPYIOTCA 110 KaXA0MY TOMY HJIU
YacTH OTIEIBHO.

®otorpaduu, UepTEKH, AMATPAMMBI U IPYTHE€ WIUTIOCTPATUBHBIC U CIEIU(PHUECKUE
JOKYMEHTBI, MPEACTaBIAIOINE CAMOCTOSTENbHBIN JIUCT B JieNle, HyMEPYIOTCS Ha 00OpPOTHOM
CTOpPOHE B JIEBOM BEPXHEM YIILy.

CnoskeHHBIN JINCT pa3BOpayMBaAECTCsl U HyMEpPYETCsl B IPaBOM BepxHeM yriy. Ilpu atom nwmcr
mro6oro (¢opmara, MOJMIUTHIA 3a OUH Kpail, HyMepyeTcsl KaK OAMH JIUCT; JIUCT, CI0KEHHBIN
U TIOJIIIMTHIN 32 CEpEANHY, MOUIEKUT NEPELINBKE U HyMEPYETCsl KaK OJMH JIUCT.

HO,Z[LHI/ITI:IG B ICJIO KOHBCPTHI C BJIIOKCHUAMHU HYMCPYIOTCA;, MPHU 3TOM BHAYaJIC HYMCPYCTCHA
KOHBEPT, a 3aTEM OUYCPCAHBIM HOMEPOM KAXXKAOC€ BJIOKCHHUE B KOHBEPTC.

[TogmuTeie B €70 JOKYMEHTBHI C COOCTBEHHOM HyMepaluei JIMCTOB (BKIIIOYas MEYaTHBIC
W3J1aHus1) MOTYT HyMEpOBaThcs B 00IEM MOPSAKE WM COXPAHITh COOCTBEHHYIO HyMepaluio,
€CJIM OHA COOTBETCTBYET MOPSIIKOBOMY PACIOJIOKEHUIO JIUCTOB B JEIIE.

B ciydasix  oOHapyxeHHMs  OONBIIOTO YWClIa OMIMOOK B HyMEpalWW JIMCTOB  Jiena
B JICJIONIPOU3BOJCTBE IPOBOAUTCA MX MepeHymepauus. IIpu mepeHymepanuu JIMCTOB cTapble
HOMEpa 3a4epKUBAIOTCS OJHOM HAKJIIOHHOW 4YEPTOM M PSAAOM CTABUTCS HOBBIM HOMEp JIMCTA,
B KOHIIE Ji€lla BKJIAABIBACTCS JIMCT-3aBEPUTENb, IPU OTOM CTAPBIM  JIUCT-3aBEPUTEINb
3aUEPKUBAETCS, HO COXPAHSAETCS B ACIIE.

8.12. Jlna ydera KOJMYECTBA JIUCTOB B JeNie M UKCAMM OCOOCHHOCTEH WX HyMepaluu
COCTaBJISICTCA  JIMCT-3aBCPUTCIIb  ACJIA. I[OKYMGHT COCTAaBJILICTCA HaA OTACJIIBHOM  JINCTC
Y BKJIIOYAeTCsl B JIJI0 MOCJIEeIHUM JucToM. Jlucr-3aBepuTenb cocTaBisieTcss Mo gopme,
ycraHoBieHHOW  IIpaBunmamm ~ opraHusanuu  XpaHEHMs,  KOMIUICKTOBAaHHs,  ydeTa
Y UCTIOJIb30BaHUsl JOKYMEHTOB ApxuBHOTO (oHaa PO u Apyrux apXuBHBIX JOKYMEHTOB
B IOCYyJapCTBCHHBIX opraHax, opraHax MECTHOT'O CaMOYIIpaBJICHUA " OpraHu3anuigax,
YTBEpKJIeHHbIMU TTpuKa3oM Pocapxua ot 31.07.2023 Ne 77.

Bce mocnenyronme W3MEHEHHST B COCTAaBE W COCTOSHUM Jiena (TIOBPEXKICHUS, 3aMeHa
IMOJJIMHHBIX ,Z[OKYMGHTOB KOIIMAMH, HpI/ICOGI[I/IHeHI/Ie HOBBIX I[OKYMGHTOB nT. I[.) OTMCUYAKOTCA
B JINCTE-3aBEPUTE JI€JIa CO CCHIIIKOM HA COOTBETCTBYIOUIUI AKT.

8.13. OOnoxKa aen TMOCTOSHHOTO, BpeMeHHOTo (cBbimie 10 jieT) XpaHEHUS U MO JUYHOMY
coctaBy odopmisiercss 1o ¢popme, ycTaHOBICHHOW [lpaBwiiamMu opraHu3anuy XpaHEHUs,
KOMIUIEKTOBAHMSI, y4YeTa U UCIOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢onna PO u apyrux
apXUBHBIX ITOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBICHUSA
Y OpraHu3alusax, yTBepKIAeHHbIMU npruKka3zoM Pocapxusa ot 31.07.2023 Ne 77.

Ha o6noxke €1 MOCTOSHHOTO XpaHEHHWs BBEpPXY IPeIyCMaTpPUBAETCS MECTO s
HaMMEHOBAaHMs MyHHULIMIIAIBHOTO apXHUBa, B KOTOPBIN OHU OYyIyT NepeiaHbl, a TAKKE apXUBHOTO
mudpa B IpaBoM BEpXHEM U JIEBOM HIDKHEM YTJiax.

[Tpu oopmieHnn 06I0KKHU 1€ HAaMMEHOBAaHKE 00pa30BaTENbHON OpraHu3allul yKa3bIBAETCs
MOJHOCTBHIO 110 YCTaBy, B IMCHHTEIIFHOM Ta/IeXkKe, COKpaIleHHOe Ha3BaHHE — B CKOOKaXx.



OO0s13aTeIbHBIMU PEKBU3UTAMH OOJIOKKH Jielia SIBISIeTCS yKa3aHWe KOJIMYEeCTBa JIMCTOB B JIETIe,
KOTOpO€ IPOCTaBIISIETCS Ha OCHOBAHMM JIMCTA-3aBEPUTENS Jiela, M CPOKAa XpaHEHUs Jena
(Ha ;enax MOCTOSIHHOTO XpaHEHUs MUILETCS: «XPAaHUTh MOCTOSHHOY), KOTOPBIA MEPEHOCUTCS
Ha 00JIOKKY J1es1a 13 HOMEHKJIATyphl TIOCJIE CBEPKH €r0 110 CPOKaM XpaHEHHUs B TIEpeyHe.

8.14. Jlna ydera JOKYMEHTOB OIIPEAEIEHHBIX KaTErOpHil /1€ MOCTOSHHOIO W BPEMEHHOIO
(cpimre 10 jeT) XpaHEeHHs, YUET KOTOPBIX BBI3BIBACTCS CHEIU(UKON MaHHON JTOKYMEHTAIMH
(;TmuHBIe 1ema, 0co00 LIEHHBIE), COCTABISAETCS BHYTPEHHSS ONUCH JOKYMEHTOB Jefa (Janee —
BHYTPEHHSS OIHUCB).

BHyTpeHHIOI0 OmMHCh HEOOXOIUMO TaKKe COCTaBISTh B JeNlaX IMMOCTOSHHOTO W BPEMEHHOTO
(cBbime 10 ner) xpaHeHus, cOPMHUPOBAHHBIX IO PA3HOBUIHOCTSAM JIOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJEPKAHUE TOKYMEHTOB.

BHyTpeHHSIsI OHMCh COCTABIISCTCS HA OTAEIBHOM JIMCTE 10 hopMme, ycTaHoBieHHOH [IpaBunamu
OpraHM3ally XpaHEHUs, KOMIUIEKTOBAHMSI, Y4eTa U HCIOJIb30BaHUS JTOKYMEHTOB APXMBHOIO
¢donnga PO u npyrux apXMBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO
CaMOYyIIpaBJICHUSI W OPTaHU3aIUAX, YTBEPKICHHbIMM TpukazoM Pocapxua ot 31.07.2023
Ne 77.

K BHyTpeHHEl onucH Jiena COCTaBIsAeTCS UTOrOBasl 3aluch, B KOTOPOH yKa3bIBaeTCs UppaMu
U IIPONKCHIO0 KOJUYECTBO BKJIIOUCHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEN
OIIHCH.

BHyTpeHHSA ONMCHh IOANKCHIBACTCS €€ COCTABUTEIEM C YKa3aHUEM JOJDKHOCTH, IOJIIHUCH,
pacupoBKU MOANKUCH U HyMEpYETCs B JieTie OTAEIBHO.

9. Opranusanusi onepaTHBHOI0 XpPAHEHHUsI IOKYMEHTOB

9.1. C MoMeHTa 3aBeIeHHs U 0 Mepeavn Je]l B apXuB 00pa30oBaTeIbHON OpraHU3aIuyu Jemna
XpaHATCS MO0 MECTY X (POPMHUPOBAHUS — B CTPYKTYPHBIX MOJIPA3IEICHUSX.

PykoBoauTenu CTPYKTYPHBIX noApa3aesieHui U paOOTHUKH, OTBEYAIOIINE
3a JIeTOTMPOU3BOJICTBO, 00s13aHBI 00ECIIEYMBATh COXPAHHOCTh JOKYMEHTOB | JIC]I.

C menpr0  MOBBILICHUS  OMNEPATHBHOCTH IOMCKA JOKYMEHTOB Jl€Jla  PacloJiararorcs
B COOTBETCTBUH C HOMEHKJIATYPOH JEN.

Ha xopenikax 005105keK /1€ YKa3bIBalOTCSI MHJIEKCHI JIeJ 10 HOMEHKJIaType.

9.2. Briaua nien, 03HAKOMJIEHHE C JOKYMEHTaMHU, HAXOAIIMMUCS Ha ONIEPAaTUBHOM XPaHEHHUH
B CTPYKTYPHOM TOJpa3/ieiCHIH, PaOOTHHKAM 0Opa30BaTEIbHONW OpPraHU3AIMH MPOU3BOIUTCS
C pa3pellIeHUs pyKOBOJACTBA.

9.3. U3bsATHE NOKYMEHTOB U3 JIeJI MOCTOSHHOTO XPaHEHMs TOIMYCKAeTCAd B UCKIIOUUTEIbHBIX
Cilyyasix, 1Mo 3aIpocaM KOMIETEHTHBIX OPTraHOB U MPOU3BOJUTCS C MUCbMEHHOTO Pa3pelleHUs
pyKoBoOJuUTENs 00pa30BaTENbHON OpraHU3alMi C OCTaBJICHHUEM B Jiele 3aBEPEHHON KOMUU
JOKYMEHTa M aKTa O MPUYMHAX BbIIa4YH MOJIMHHUKA.



9.4. CaMmocToSTEeNTbHOE YHHUYTOXKEHHE JIOKYMEHTOB B CTPYKTYPHBIX TMOJpa3iesieHUsX
00pa30BaTeNbHON OpraHN3alluy 3aMpemacTcs.

9.5. Pa0oTHHKHM CTPYKTYpHBIX TOJpa3JelieHuii HECyT OTBETCTBEHHOCTh 3a COXPaHHOCTH
MOCTYNUBLINX K HUM JOKYMEHTOB U aKKypaTHOe o0pallieHue ¢ HUMHU.

10. ITopsinok nepenaym J0KYMEHTOB Ha XpaHEHH e
B apXUB 00pa30BaTe/IbHOI OPpraHu3auuu

10.1. B apxuB 00pa3oBaTeIbHON OpPraHM3aIlMy TEPENAIOTCs Jiejia MMOCTOSTHHOTO, BPEMEHHOTO
(cBbimie 10 net) xpanenus. Mx nepenava mpou3BOAUTCS IO OMUCSIM JIEN.

3aKOHUEHHBIE JICIIONPOU3BOJICTBOM JIENIa MOCTOSIHHOTO, BpeMeHHOTo (cBbIie 10 jet) xpaHeHus
Mocjie OKOHYaHUSl KaJeHJAapHOro Troja, B KOTOPOM OHHU ObUIM 3aBEACHBI, IOJJIekKaT
oQOpMIICHHIO B COOTBETCTBUM  C HACTOSAIICH  HMHCTPYKIIMEW W MEPEeNaloTCs B apXuB
oOpazoBarenbHOi opranuzauuu. Ilpuem ocymiecTBiasercss 1o rpaduky, COrjIacOBaHHOMY
C PYKOBOJUTEISIMU  CTPYKTYPHBIX TOJPA3JACICHUN U YTBEPKICHHOMY PYKOBOJMUTENIEM
o0pa30BaTeNbHOI OpraHu3aluu.

10.2. B nepuox NOArOTOBKM CTPYKTYPHBIMU IOAPA3JIEICHUSIMH M€l K IIepefade B apXUB
00pa30oBaTeNbHOW OpraHM3allid OTBETCTBEHHBIH 33 apXUB IPEIBAPUTEIBHO IPOBEPSET
MPaBUIBHOCTH UX (POPMHUPOBAHUS, OPOPMIICHUS U COOTBETCTBUE KOJIMYECTBA JeJl, BKIIOUEHHBIX
B OIUCh, KOJINYECTBY /€], 3aBEIECHHBIX B COOTBETCTBUHM C HOMEHKJIATypoil. Bce BbIsIBIEHHBIE
IIpU  TPOBEPKE  HENOCTATKM  OTBETCTBEHHBIE  3a JIEJONPOU3BOJCTBO  CTPYKTYpPHOIO
MOJIpa3/ieNeHus 00s3aHbl YCTPAHUTD.

10.3. Ilpuem xaxmoro pena NPOU3BOJUTCS OTBETCTBEHHBIM 3a ApPXUB B MPUCYTCTBUU
OTBETCTBEHHOTO 3a JIEJIONPOU3BOICTBO CTPYKTYpPHOTIO nojapaszaenenus. Ha skzemiuisgpax onucu
MPOTUB KaXIOrO Jelia, BKIOYEHHOIO B Hee, JeaeTcsi OTMETKa O HaJu4uu Jena. B xoHie
KKIOT0 3K3EeMIUISIpa OMUCH YKAa3bIBAIOTCS HU(PAMH U MPOMHUCHIO KOJMUYECTBO (DaKTHUUECKH
MPUHATHIX B apXUB JeJl, HOMepa OTCYTCTBYIOIIMX M€, JaTa MpueMa-rnepenayu Ael, MOIMUCH
OTBETCTBEHHOTO 32 apXUB U pa0OTHHUKA, IEPEIABIIETO JIea.

10.4. Jlena B apXuB IOCTaBJISIOTCS pAOOTHUKAMH CTPYKTYPHBIX MOJIPa3ICICHHI.

10.5. B ciyuae JIUKBU AN CTPYKTYPHOTO noapa3ieICHUs OTBETCTBEHHBIN
3a JCJIONPOU3BOACTBO B TCUCHUC JBYX MCCIALCB C MOMCHTA JIMKBUJAIIUU TIOAPA3ACICHUA
¢dbopMupyeT Bce UMEIOLIUECS TOKYMEHTHI U Iepe/iaeT B apXUB 00pa3oBaTeIbHONW OpraHU3aluu
HE3aBHCHMO OT CPOKOB XpaHCHHWs; IMPH peopraHu3anmuu o0pa3oBaTeNbHON OpraHU3aIuN
JOKYMEHTHI MepeAaroTcsl Mo akTy IpueMa-liepeaynd MPaBONPEeEeMHUKY WIM MPU OTCYTCTBUU
IIPaBOIIPEEMHUKA — B MYHUILUIIAIbHBIA apXUB.

11. DkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DkcrepTu3a IIEHHOCTH JOKYMEHTOB — OMpPEIeIEHHe COOTBETCTBHS JOKyMEHTA U (MJIH)
JOKYMEHTOB KPUTEpHUSM €ro (MX) IEHHOCTH B IENIAX OMpEACTICHUS CPOKa XpaHEHUs: U 0TOopa
NOKYMEHTa U (WJIM) JOKYMEHTOB JJIsl JUIA Mepefayd Ha XpaHeHHs B apXuBe o0Opa3oBaTeNbHOM
opraHu3anvi HWJINW BBIACICHHUA K YHUYTOXCHHUIO I10 UCTCYCHHUU YCTAHOBJIICHHOI'O CpOKa
XpaHEHUS.



11.2. DxcmepTuza IEHHOCTH JOKYMEHTOB B 0Opa30BaTeIbHON OpraHW3allid Ha CTaJIUH
JIEJIONPOU3BO/ICTBA IPOBOIUTCS:

e P COCTaBJICHUH HOMEHKIIATYPHI JET;

e Bpolecce GOPMUPOBAHUS JI€1 U MPOBEPKH MPAaBUIBHOCTH OTHECEHHS JOKYMEHTOB
K JIeJam;

e TIpU MOJTOTOBKE eI K MOCIEAYIOIEMY XpaHEHUIO;

e B apXWBE B POLIECCE MOATOTOBKHM HA XpaHEHUE B MyHUIIUNIATLHOM apXUBE.

11.3. JInst opranu3anuy ¥ IpOBEICHUS SKCIIEPTU3bI IICHHOCTH JIOKYMEHTOB B 00pa30BaTeIbHON
OpraHu3aIMK CO3/AaETCsl MOCTOSHHO JACHCTBYIOMIast SKcnepTHas komuccus (nainee — OK).

11.4. ®ynkuun unpasa DK, a Takke opraHuzanus ee paboThl ONMpPEENSIETCs MOJOKECHHUEM,
KOTOPO€  YTBEPXKAACTCS  PYKOBOJIUTENIEM  OOpa30BaTeIbHOW  OpraHu3aluu U (WJIH)
cornacoBbiBaercs ¢ LIOK Ynpasnenue nenamu npaBuTeIbCTBADHCKOM 06IacTu.

11.5. DOkcnmeptu3za I1IEHHOCTH JIOKyMEHTOB IIOCTOSIHHOIO ¥ BPEMEHHOIO  XPAaHEHHUS
OCYIIECTBIISICTCS €KETOJHO B CTPYKTYPHBIX IOPA3JCICHUAX 00pa30BaTeIbHON OpraHn3aIiu
HETOCPEJCTBEHHO JIMIIAMH, OTBETCTBEHHBIMHU 3a JIENIONPOU3BOACTBO, COBMECTHO ¢ DK mpu
HETIOCPEJICTBEHHOM METOMYECKOM PYKOBOJACTBE PYKOBOAMTENS apXuBa 00pa30BaTEIbHOM
OpraHU3aIH.

11.6. OtbGop HOKYMEHTOB [l TIOCTOSHHOTO XPaHCHHsSI TPOBOJMUTCS B COOTBETCTBUHU
C HOMGHK.HaTypOI\/'I pa(SA) | O6p&30BaTeJIBHOI>'I opraHuizanvuv, THUIIOBBIMU HW BCAOMCTBCHHLBIMU
MEPEeYHsIMU TOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHHS MyTeM IMOCTPAaHUYHOTO MPOCMOTpPa
hi(Sh

B ACIaX MOCTOAHHOTO XPAaHCHUA HOMAJICIKAT UIBATHUIO ,Z[y6JIeTHBI€ OK3CMIIISIPBI JOKYMCHTOB,
YCPHOBHUKH, HCO(bOpMJ'IeHHBIe KOITMKU JOKYMCHTOB U HE OTHOCAIIUECA K HUM JOKYMCHTEI.

Hena c ormerkoit "JIIK"/"OK" monBeprarorcs Takke IMOIUCTHOMY MPOCMOTPY C IENbIO
ONpPENICJICHUS] U BBIJEJCHHUSI M3 MX COCTaBa  JIOKYMEHTOB, IOJJIEKAIIUX IOCTOSHHOMY
xpa"enuto. Jlena ¢ ormetkoit "OIIK"/"OK«, cogepxamiyre JOKyMEHTHI IIOCTOSHHOTO XpaHEHHUS,
nojyiexar nepeOpMHpPOBAHUIO. BblleneHHble U3 UX cOcTaBa JOKYMEHTBI ITOCTOSTHHOTO
XpaHEeHHUs IPUCOSAUHSAIOTCS K OJTHOPOJHBIM JejiaM M 0(OPMIISIIOTCS. B CAMOCTOSITENIbHBIC JIEIa.
Cpoku XpaHEHMs [eJI, COJEpXKALIMX OCTaBIIMECS JOKYMEHTbl BpPEMEHHOTO XpaHEHus,
OIIPEAEIAIOTCA 110 BEAOMCTBEHHOMY (M THIIOBOMY) IIEPEUHIO TOKYMEHTOB C YKa3aHUEM CPOKOB
UX XpaHeHHs U HOMeHKiaType nein. [loammBka BHOBb C(OPMHPOBAHHBIX /1€ MPOU3BOAUTCS
TOJIBKO I1OCJIE 3aBEPILIEHHUS IKCIIEPTU3bI IEHHOCTU JOKYMEHTOB.

OmHOBPEMEHHO C 0TOOPOM JIOKYMEHTOB IIOCTOSIHHOTO ¥ BpeMeHHOTo (cBbimie 10 1et) XxpaneHus
JUIS TIepelayyl B apXUB B CTPYKTYPHBIX MOAPA3EICHUAX IPOBOJAUTCS OTOOP 1€l U JOKYMEHTOB
BpemeHHoro (1o 10 jet) xpaHeHwus], TMOUISKAINX JATbHEHIIEMY XPAaHEHHIO B CTPYKTYPHBIX
MOJIPA3JICIICHUSAX, BBIIEICHUE K YHUUYTOXEHHUIO €Nl 3a MpeAblAylIue KaJeHAapHble TOJIbI
C UCTEKIIMMHU CpPOKaMu XpaHeHws. [Ipu 3TOM YUYUTBIBAIOTCS OTMETKH B HOMEHKJIAType el
«Jlo munoBanus HamoOHOocTH» ([IMH), «IIpu ycnoBum 3aBepieHUs MPOBEPKU (PEBUZHH)»
U T. I

[TapajienpHO INPOBEPSETCS KA4eCTBO U IOJIHOTA JCHCTBYIOLIEH HOMEHKIATyphl Jell
0o0pa3oBaTeNbHOW OpraHu3alluy, IPaBWIBHOCTh ONPEAEICHUS CPOKOB XPaHEHUs Jell,



3aBE/ICHHBIX B COOTBETCTBHM C HOMEHKJIATYPOH Jiel, COONIIOJICHNEe YCTaHOBJICHHOTO TOpSIKa
oopmieHHs JOKYMEHTOB U (POPMUPOBAHUS JIEIT.

11.7. ApxuB IpOBOJUT 3KCIEPTU3Y LEHHOCTH JTIOKYMEHTOB IIPH OTOOPE WX Ha XpaHEHHUE MO
HEMOCPEJCTBEHHbIM METOAMYECKUM PYKOBOJACTBOM MYHHULMIAIBHOIO apxuBa OHCCKOH
obacrtu.

11.8. B ciiyyae oOHapy’KeHHUs B MPOIECCE MPOBEACHUS SKCIEPTU3BI IIEHHOCTH JOKYMEHTOB
B apXHUB€ HEIOCTA4YU JOKYMEHTOB IIOCTOSHHOIO XPaHEHUA COOTBETCTBYIOIUMU CTPYKTYPHBIMU
Mo/Ipa3IesIeHusMU 00pa30BaTEIbHON OpPraHU3alUu JTOJKHBI OBITh IPUHSTHI MEPHI 110 PO3BICKY
9TUX HOKYMCHTOB.

CTpykTypHBIE TMOApa3feieHus 00pa30BaTeNbHON OpraHu3alu O00sf3aHbl CHCTEMATHYECKH
OIUCBIBATh JOKYMEHTHI I10 JINYHOMY COCTaBY M JOKYMEHTHI BPEMEHHOI'O XpaHEHMs (CBBILIE
10 net), oGecrieunBaTh X COXPAHHOCTH U yUeT.

11.9. Ha Bce 3aBeplieHHBbIE ACIONPOU3BOACTBOM Jejia MOCTOSHHOTO, BPEMEHHOTO (CBBIIIE
10 ner) XpaHeHHsI U IO TUYHOMY COCTaBY, IPOIIEIIINE SKCTIEPTU3Y LIEHHOCTH U OOPMIICHHBIE
B COOTBETCTBUHU C HACTOSAIIUMHU TPEOOBAHUSMHU, €XKETOJAHO COCTABISIOTCS OMHCH JIeT.
OtnenpHas OMUCH [N TPENCTaBIsAECT COOOW TEpPEeUeHb JeNl C CaMOCTOSTEIHHOW BajOBOM
(mOpsiAIKOBOM) HyMepaLUE.

Omnucu e cocTaBIA0TCs OTIENBHO Ha Jief1a HOCTOSHHOTO XPaHEeHMs], 1eJ1a BpEMEHHOT O (CBBILIE
10 neT) xpaHeHMs, Jena IO JIUYHOMY cocTaBy. Onucu gen oQopMISIOTCS 10 Gopmam,
ycTaHOBIEHHbIM  [lpaBunamMum  opraHusanuu  XpaHEHMs,  KOMIUIEKTOBAaHHUSA,  ydeTa
Y MCTIOJIb30BAaHUS JTOKYMEHTOB ApxuBHOro ¢(onga PO u apyrux apxuBHBIX JOKYMEHTOB
B TOCYJJAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJI€HHUS W OpraHU3aLUsX,
yTBEp)KIAEHHBbIMU IIpuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

Onmcu €1  COCTaBISIIOTCA B KQXJIOM CTPYKTYPHOM IOJpa3fielieHuH 00pa3oBaTeIbHOM
OpraHu3alyy €KErOAHO B IBYX DK3EMILIApaXx.

[To >TM onucsaM MoApa3eNeHusl CAA0T JOKYMEHTHI B apXUB 00pa30BaTeIbHON OpraHU3aluy.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U KAUECTBEHHOE COCTABJICHHWE OMUCEH JIeNl CTPYKTYPHBIX
MOoApa3ACICHU HECYT PYKOBOUTEIN THX TOApPa3ICTICHUN.

11.10. Ilepen BHeceHHWEM 3arojIOBKOB J€JI B OTIMCH IMPOBEPSIOTCS KaueCcTBO (OPMUPOBAHUS
n O(bOpM.HGHI/I}I ACI, COOTBCTCTBHUC KOJMUYCCTBA [CJI, BHOCHUMBIX B OIIKUChb, KOJIHNYCCTBY
3aBe/IEHHBIX JIeJl IO HOMEHKJIAaType 00pa3oBaTeIbHON OpraHu3aluu.

IIpu mpocMoTpe e IPOBEPSAIOTCS:

e COOTBETCTBHE 3aroJIOBKa JIeJia COJIEPKaHUIO0 TOKYMEHTOB B JIETIE;
e MPaBWILHOCTH O(OPMIICHUS ¥ TPYIIUPOBKH JOKYMEHTOB, BKIIFOUCHHBIX B JIENO;
e Ka4CCTBO MOAUIMBKU HUJIU MECPCIJICTA €A,

e TPABWILHOCTh HYMEPAIIMH JIHCTOB JIEIIa;

e HaJMYHeE B JieNie B HEOOXOAMMBIX CITy4yasiX BHyTPEHHEH OIUCH;

e TPABUJIBLHOCTH OPOpPMIICHUS 0OJIOXKKH JIEIa;

e HaJIMYUC U NPABUJIIbHOCTb O(bOpMJIeHI/IH JIMCTA-3aBCPUTCIIA ACIA.



B cnyuae oOHapykeHUsI HapylIEeHUS] YCTAaHOBJICHHBIX MpaBHJI (GOPMUPOBAHUSA U 0HOPMIICHHS
JIe]l OHH JTOJIKHBI OBITh YCTPAHEHBI.

B ciydae oOHapykeHuUst OTCYTCTBUS /1€, YUCIIALIMXCS [0 HOMEHKJIAType JIesl 00pa3oBaTeIbHON
OpraHu3alyM, CTPYKTYPHBIM IOJPA3ACICHUEM NPUHUMAIOTCS MEpPBl IO UX PO3BICKY.
OOHapy>KeHHBIE JIela BKIIOYAIOTCA B ONMUCh. ECIM NpUHATHIE MEpbl HE Al Pe3yJIbTaToB,
TO Ha HEOOHapy)KEHHBIE JIella COCTABJISETCSl CIpaBKa O MPUYMHAX OTCYTCTBHUS i€, KOTOpas
MIOAINHUCHIBAETC PYKOBOAMUTEIEM CTPYKTYpHOIO NOJpA3elieHUsT U NEPEeJacTcsl BMECTE
C OIHUCBKIO JIENI CTPYKTYPHOTO MOpa3AeieHUs B apX1UB 00pa30BaTeIbHOM OpraHu3aluy.

11.11.ITpu cocTaBneHUN OMUCH A€ COOIOIAI0TCS CIeIyIOIIHe TpeOOBaHUS:

e 3aroJIOBKH JI€Jl B OMUCHU JOJIKHBI COOTBETCTBOBATH 3arojOBKaM JIeJ B HOMEHKJIAType
Jel ¥ TOMY, YTO BBIHECEHO Ha OOJIOKKY, B COOTBETCTBUHU C MPUHATOM CXeMOM
CHUCTEMaTHU3alluu;

e KaXXJI0€ JIeJI0 BHOCUTCS B OIKCH MOJT CAMOCTOSITENIbHBIM MOPSAKOBBIM HOMepoM. Eciu
JIEJIO COCTOMT U3 ABYX U O0Jiee yacTe Il TOMOB, TO KaXK/1ast 4acTh MJIA TOM BHOCHUTCS
B OIHCH I10J] CAMOCTOSITEIbHBIM HOMEPOM.

11.12. I'padbl onucH 3amoOJHSAIOTCS B TOYHOM COOTBETCTBHU C TEMH CBEICHHSIMH, KOTOPBIC
BBIHECEHBI Ha O0JIOKKY Jena.

11.13. IIpu BHECEHUH B OMUCH MOJPSAJ I€T ¢ OAMHAKOBBIMH 3ar0J0OBKaMU MUIIETCS MOJTHOCTHIO
3aroJIOBOK MEPBOTO JIeTIa, a BCE OCTAIbHBIC OTHOPOIHBIC [eia 0003HauatTcs cioBamu « To xey,
MIPU 3TOM JIPYTHE CBEJICHUS O JeJIaX BHOCSTCS B ONHUCH MOJHOCTHIO (Ha Ka)XIOM HOBOM JIMCTE
OIHCH 3aroJIOBOK BOCIIPOU3BOIUTCS MTOJIHOCTHIO).

11.14. Tpada ommucu «llpumeuanue» uCHOIB3yeTCS Ui OTMETOK O IpHEME Jell,
00 0COOCHHOCTSAX UX (PU3UUECKOTO COCTOSHUSA, O Mepejavye Jed JAPYTHUM  CTPYKTYPHBIM
MOJIPA3/ICIICHUSIM CO CCHUIKOW HAa HEOOXOJAUMBIN aKT, O HATMYMH KOMUN U T. 1.

11.15. B xoHIIe onmcH BCe 3a IOCIIEAHEH OIMMcaTeIbHOM CTaThel JIenaeTcss MTOroBas 3aIlvch,
B KOTOpO#l yKasbiBaeTcsi (UuMdpamMu U MPOIMUCHIO) KOJIUYECTBO [EJI, YUCISALIMXCS I10 OMUCH,
TIEPBBII U TTOCICTHUA HOMEpa JIeJI IO OTHCH, a TAaK)Ke OrOBapUBAIOTCSI OCOOCHHOCTH HyMEpaIiuu
7e7 B onucH (JIMTepHbIe HOMEPA JIeN U MPOIyIIEHHbBIE HOMEPA).

11.16. Omnuce nen CTPYKTypHOTO TOAPA3JEICHHUS IOJINUCBHIBAETCS PYyKOBOJIUTEIEM
CTPYKTYPHOTO ITOJIpa3A€ICHHUS.

OnucHu CTpYKTYPHBIX MOAPA3NIEICHUM CIy»aT OCHOBOW JI COCTaBJIEHHS TOJ0BOTO pasneia
omucu el o0pa3oBaTeNbHOW OpraHU3alluu, MPEAUCIOBHS, TUTYJIHLHOTO JMCTA, MOATOTOBKA
KOTOpOTO BO3JIaraeTcs Ha apXuB 00pa30BaTeIbHON OpraHu3aluu.

11.17. Tlo pe3ynapTaTaM »SKCIEPTU3bl LEHHOCTH JOKYMEHTOB COCTABJIIOTCSI OIMUCH JIEN
MIOCTOSIHHOT0, BpeMeHHOro (cBbliiie 10 jeT) XpaHeHHs M [0 JMYHOMY COCTaBYy, a TAK)XKE aAKThI
O BBIICJIEHUU JI€] K YHUUTOKEHUIO.

11.18. AKT 0 BBIJEJIEHUM K YHHUUYTO)KEHUIO TOKYMEHTOB COCTAaBISETCS, KaK NpaBUIIO, Ha BCE
nena oOpa3oBaTeNIbHOW opraHu3anuu. Ecny B akTe yka3aHbl Aeia HECKOJIBKUX CTPYKTYPHBIX
MO/IPA3JCJIEHNH, TO HAa3BaHUE KaXKIAOrO CTPYKTYPHOTO MOJApAa3ZelICHUsl YKa3bIBAETCS IEpeEn
IpYMIIO 3ar0JIOBKOB €I 3TOT0 N0Apa3AeaeHUs. 3aroJ0BKH OJHOPOJHBIX J1e], OTOOpaHHBIX IS



YHUUYTOXXEHHS, BHOCATCS B akT IOJ OOLIMM 3arojOBKOM C yKa3aHMEM KOJIMYeCTBa JIell,
OTHECEHHBIX K JJaHHOW rpymme. Jlema BKIIIOYAIOTCS B aKT O BBIACIEHUU UX K YHUUTOXEHHMIO,
€CIIU NIPElyCMOTPEHHBIH ISl HUX CPOK XPAaHEHUs UCTEK K 1 stHBaps rosia, B KOTOPOM COCTABIICH
aKT, IPY HAIMYUU YTBEP)KICHHON (COTJIacOBaHHOI) ONMKCHU 3a 3TOT NEpUOA. AKT O BBIJICICHUN
K YHUUYTOXEHHUIO JJOKYMEHTOB COCTaBisieTcs (popme, ycTaHoBiIeHHOU [IpaBunamu opranuzanuu
XpaHEeHUs, KOMIUIEKTOBaHMS, Y4eTa U UCIIOJIb30BAaHUS JOKYMEHTOB ApxuBHOro ¢ouma PO
U IpYyIMX apXMBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax, OpraHax MeCTHOIO
CaMOYyNpaBJIEHUS M OpPraHU3aluaX, YTBEp)KIEHHbIMU mpukazom Pocapxusa ot 31.07.2023
Ne 77.

CormacoBannbie DK 00pazoBaTtenbHONM OpraHU3alliy aKThl YTBEP)KIAIOTCS PYyKOBOIUTEIEM
0o0pa3oBaTeNbHONW OpPraHM3alMU TpPU HAIWYMM YTBEPKICHHBIX ONHCEH JeNl MOCTOSIHHOTO
XpaHEHUs! ¥ COTJIACOBAHHBIX OMUCEH Jie MO JIMYHOMY COCTaBy 3a TOT K€ MEePUOJ, MOCIe Yero
OGp%OBaTeHBHaH opraHu3anusa UMECT MPaBO YHUYTOXKATh Ji€jia, BKIIFOUCHHBIC B JJTAHHBIC aKTHI.

[Torpy3ka 1 BbIBO3 Ha YTUIIM3ALUIO OCYILIECTBIISIFOTCS MOJ1 KOHTPOJIEM OTBETCTBEHHOTI'O 32 apXUB
00pa3oBaTeNbHON OpraHU3alliy WK OTBETCTBEHHOTO 32 JIETIONPOU3BOJICTBO.

12. Ilepenaya 1OKYMEHTOB HA XpaHeHHe B MyHHLIMNAJIbHBINA apXuB

12.1. Tlepemaue Ha XpaHeHHEe B MyHHLIMNAIBHBIA apXuB ODHCKOM 00JacTH MOAJEKAT
JOKYMEHTBI BpeMeHHbIX (cBbIie 10 JIeT) CpOKOB XpaHEHHs, B TOM YHCJIE 110 JTUYHOMY COCTaBY,
€CIIM MHOE HE YCTAaHOBJIEHO JEHCTBYIOIINM 3aKOHOAATEIbCTBOM.

12.2. Tlepenaya nen B MyHUIMNAIbHBIM apXWB OCYHIECTBIISIETCS IO aKTy IpUeMa-nepeaadyun
APXUBHBIX TOKYMCHTOB Ha XpaHCHHUEC U B 3aPpaHCC COTTIACOBAHHLIC C MYHHUIIUITIAJIbHBIM apXUBOM
CPOKH.

13. Ucnosb30BaHue JOKYMEHTOB apXUBa 00pa30BaTe/JIbHOM OPraHu3aluu

3.1. JIoKyMeHTHI U JieNa, HaXOAAIIMECs] Ha XpaHEHUU B apXHBe, MPEACTABIAIOTCS pabOTHHUKAM
CTPYKTYPHBIX HOJpa3esIeHHH U1 paboThl B TOMEUIEHUN apXMBa WM BO BpeMEHHOE (He Ooiee
Mecs11a) N0JIb30BAHUE BHE apXMBa I0J] PACIUCKY B XKYypHaJle y4yeTa BblAauu Jien (IpUIoKeHue
Ne 11).

3.2. PaboTHHUKH 00pa30BaTEIIbHOW OpraHU3AIMK HECYT OTBETCTBEHHOCTH 3a COXPAaHHOCTH
" NPaBUJIbHOC UCIIOJIB30BAHUC IMMOJTYYCHHBIX apXUBHBIX JOKYMCHTOB.

3.3. U3bsATHE MJOKYMEHTOB W3 apXMBHBIX [, TIeperadya paOOTHUKAM CTPYKTYpPHBIX
NOJpa3AeiCHUI apXUBHBIX JOKYMEHTOB WJIM MX KON paOOTHUKAM JAPYTHX OpraHu3anuii 6e3
paspelieHus: pyKOBOJCTBA HE JIOMYCKAETCH.

3.4. IIpu pabote ¢ apXUBHBIMH JOKyMEHTaMH HE pa3pemIaeTcsi BHOCUTh B HUX IPaBKY, JIeIaTh
MIOMETKH, paboTaTh C HUMHU BHE CITY>KEOHBIX TOMEIICHUH.



[Tpunoxenne Ne 1
K MHCTpyKIMH 110 AeIONPOU3BOACTBY

dopma JIOKaJIbHOI0 aKTa

MyHununajibHoe 0I01KeTHOE TO0IIKO0JbHOE 00pa3oBaTe/ibHOEe YUpeKIeHue
- HEeHTP pa3BuTHA pedeHka nerckuii cag Ne 2 « MBymika» nepBoii KaTeropuu
(MBJOY HPP a/c Ne2 «UBymika»)

346751 PocroBckas obnactb, A30BCKUi paiioH, c. Camapckoe, nep.CrenHoi, 1.125
ten.: 8(86342)21-7-24, Email: mbdou-ivuschka.samarskoe@yandex.ru
WHH/KIIIT 6101034906/610101001BMK 016015102 1/c 20586Y 66990 OKIIO 73295919
OI'PH 1046101006324 p/c 03234643606010005800 OTAEJIEHUE POCTOB-HA-IOHY
BAHKA POCCHUN//Y®K no PoctoBckoii obnactu r. PoctoB-Ha-Jlony

COI'TACOBAHO!' YTBEP/XKJAIO *

(HAaMMEHOBAHHE COIJIACYIOIIErO OPraHa) (IOJKHOCTH PYKOBOIHTEIS)

3
(moamuce) (U.0. damunus)

(PeKBH3UTHI IOKyMEHTA, KOTOPbIi CONEPKUT PELICHHE O COrIaCOBAHHH JIOKAIbHOTO aKTa) (rara) 4
jata

MMOJIOKEHUE/MTIOPAJOK/MHCTPYKIUA
0

1. O0mue noJI0KeHNSs
I.1...
1.2...

2. Ha3panmue pa3jaena
2.1...
2.2...

3. Ha3BaHue pa3zjaeJa

3.1...



3.2...

4. Ha3Banmue pa3jaesa
4.1...
4.2...

S. HazBaHmue pasaeiia
5.1...
5.2...

6. Ha3Banmue pasjgesna
6.1...

6.2...

[Tpunoxenue Ne 1
K [Tonoxenuto/Ilopsinky/MHCTpyKIMU

3aroJ10BOK NPHJI0KEHUS

1. I'pacpa ynansiercs, €ciu HET COrNACyIOMUX OPraHoB.

2. Ilpu yTBepXKACHUM JOKYMEHTA JOJDKHOCTHBIM JIMIOM rpudy yrBepxkaeHus coctout u3 cinosa Y TBEPXK/IAIO; HauMeHOBaHHS JO/DKHOCTH JINLA, YTBEPIKJAOLIETO JOKYMEHT; €r0 HO/IIHCH;

MHUIHANOB; GaMHIIMK ¥ JaThl yTBepkaeHus (1. 5.16 TOCT P 7.0.97-2016).

3. Maunmans! numure nepex pamunueii (. 5.16 TOCT P 7.0.97-2016).

4. Jlata IOKyMEHTA 3aMKChIBACTCS B IIOCICA0BATEIBHOCTH: ICHb MECSILA, MECSLL, KAJICHIAPHBII FO OAHUM U3 JABYX CIIOCO0OOB:
— apaGckuMu 1dpamMu, pasJielIeHHBIMU TOUKO#: 05.06.2024;

— ¢J10BecHO-LU(POBEIM criocobom, Hanpumep 5 mions 2024 r. (n. 5.10 TOCT P 7.0.97-2016).



®opMa npukasa

[Tpunoxenue No 2

K MHCTpyKIIMH 110 1€70IIPOU3BOJICTBY

MyHununajibHoe 0I01KeTHOE TO0IIKO0JbHOE 00pa3oBaTe/ibHOEe YUpeKIeHue
- HEeHTP pa3BuTHA pedeHka nerckuii cag Ne 2 « MBymika» nepBoii KaTeropuu

(MBJOY HPP a/c Ne2 «UBymika»)

346751 PocroBckas obnactb, A30BCKUi paiioH, c. Camapckoe, nep.CrenHoi, 1.125
ten.: 8(86342)21-7-24, Email: mbdou-ivuschka.samarskoe@yandex.ru
WHH/KIIIT 6101034906/610101001BMK 016015102 1/c 20586Y 66990 OKIIO 73295919
OI'PH 1046101006324 p/c 03234643606010005800 OTAEJIEHUE POCTOB-HA-IOHY
BAHKA POCCHUN//Y®K no PoctoBckoii obnactu r. PoctoB-Ha-Jlony

ITPUKA3

3aroy10BoOK *
[Tpeambymna
ITPUKA3BIBAIO:

1.

1
(nara)

(MECTO COCTaBIICHUS)

(mpunoxenue Ne 1).

2.

3.

4. KOHTpOJIb UCTIOJTHEHUS HACTOSIIETO MpUKa3a

(1OIDKHOCTD PYKOBOJUTEIIS) (momuce) (N.0. ®amunms)

B nenoNe 32202 roxm*

(IOJKHOCTB)

(moamuce)

202

®. U. O., 10mKHOCTB, °

(tenedon)



[Tpunoxenue 1

K MPUKa3y

oT Ne

3aroJ10BOK NPHJI0KEHUSI

1. JlaTa n0/mKHA COOTBETCTBOBATH AATE MOAMUCAHHS JOKyMeHTa. JlaTy yKasbIBaroT B hopMare AeHb, Mecsll, rod. Mcnons3yiite ofuH U3 AByX croco0oB:
— apaGckue udpsl, pasienennbie Toukoii: 05.06.2018;

— crnoBecHo-1u(poBoit crocod, Hanpumep 5 uronst 2018 . (1. 5.10 FOCT P 7.0.97-2016).

2. YkassiBarotT mudpoBoit win OykseHHO-1ppoBoit naeHtudukarop nokymenra (1. 5.11 FTOCT P 7.0.97-2016).

3. 3aroI0BOK K TEKCTy — KPAaTKOE COACpIKAHUE JOKyMEHTA. 3arojioBoK K TekcTy (opmyaupyercs ¢ npemiorom «O» («O6») 1 oTBedaet Ha Bonpoc «o yem?» (. 5.17 TOCT P 7.0.97-2016).

4. OnpeseNar0T MECTO XPAaHEHHUs JIOKYMEHTa, KOT/la 3aKaHUMBAIOT C HUM paboTaTh. BKIOUHTE B OTMETKY:
— cnoBa «B zeno»;
—— MH/ICKC /Ie/1a 10 HOMEHKJIATYPE C yKa3aHUEM roja;

— JIOIKHOCTh OTBETCTBEHHOTO JIIIA, €ro MoAnuch U aaty (1. 5.30 TOCT P 7.0.97-2016).

5. YkassiBator nonHoctsio @. U. O. ucnonnurens u Homep tenedona. I1o sxenanuo Jo00aBIsIOT Ha3BaHKUE HODKHOCTH, CTPYKTYPHOrO MOAPA3ACIICHHs U AIEKTPOHHbIH aapec (1. 5.25 TOCT

P 7.0.97-2016).



[Tpunoxenue Ne 3
K MHCTpyKIMH 110 AeIONPOU3BOACTBY

®dopma nmpoToKoIa
MyHununajibHoe 0I01KeTHOE TO0IIKO0JbHOE 00pa3oBaTe/ibHOEe YUpeKIeHue
- HEeHTP pa3BuTHA pedeHka nerckuii cag Ne 2 « MBymika» nepBoii KaTeropuu
(MBJOY HPP a/c Ne2 «UBymika»)
MNPOTOKOJI

Ha3Banue kosuiernaabHOTO opraHa (KOMUCCHH, pabodei Tpynisl U T.11.)

Ne
(nara)
(MECTO COCTaBJICHUS)
[Ipencenarens: Ddamunmug U.0.
Cexkperapsb: ®amummus 1.0
[TpucyrcrBoBaNM: yell. (CITUCOK TPUIaraeTcs)
OTtcyTCTBOBANH:
INOBECTKA JIHSI:
1. Bompoc
2. Bonpoc
XOJA 3ACEJAHUSA

IO BOITPOCY Ne 1

CJHYLIAJIN:

Gammins M.0. — TeKCT 0KIIa1a MpuiiaraeTcs.
BBICTYIIUJIU:

N.O. ®damunms — KparTkast 3alUCh BBICTYIUIEHUS (OT TPETHETO JIMLA EAUHCTBEHHOTO YHCTIA).
Bomnpocsl, 0TBeThI (IPUBOAATCS B MOPAIKE MOCTYIUIEHU).

ITPOI'OJIOCOBAJIA:

3a
38— «___ », MPOTHB — «___ », BO3JICPKAIUCh — «___ ».




PELINJIN:
1.1. Onucanue penieHus mo BOpocy

1.2. Onucanue pemnieHus no BOIpocy

[Ipencenarens Iloanuce M.O. Gamunus

CexkpeTtapb [Mognucey U.O. Gamunus



[Tpunoxenue Ne 4
K MHCTpyKIMH 110 AeIONPOU3BOACTBY

dopma SBOYHOTIO JIUCTA

SIBOYHBIA JIUCT

Ha3Banue kosuiernaabHOTro opraHa (KOMUCCHHU, pabodeit Tpynibl U T.11.)

(IPOTOKOT OT «__ » 202 rtoma Ne 00)
Ne ®. U. O. | J0/ZKHOCTD IMoanucek
n/n
1
2
3
4
5
6
7
8
9
10
11

[Ipencenarens Ilognuce W.O. @amunus

Cexkperapb [Toagnucey N.O. Gamunus



[Tpunoxenue Ne 5
K MHCTpyKIMH 110 AeIONPOU3BOACTBY

®dopma nucbma

MyHununajibHoe 0I01KeTHOE TO0IIKO0JbHOE 00pa3oBaTe/ibHOEe YUpeKIeHue
- HEeHTP pa3BuTHA pedeHka nerckuii cag Ne 2 « MBymika» nepBoii KaTeropuu
(MBJOY HPP a/c Ne2 «UBymika»)

346751 PocroBckas obnactb, A30BCKUi paiioH, c. Camapckoe, nep.CrenHoi, 1.125
ten.: 8(86342)21-7-24, Email: mbdou-ivuschka.samarskoe@yandex.ru
WHH/KIIIT 6101034906/610101001BMK 016015102 1/c 20586Y 66990 OKIIO 73295919
OI'PH 1046101006324 p/c 03234643606010005800 OTAEJIEHUE POCTOB-HA-IOHY
BAHKA POCCHUN//Y®K no PoctoBckoii obnactu r. PoctoB-Ha-Jlony

No

(nara) (HOMED) (®. 1. O. (komy))

HaNe ot

(anpec)

YBakaemblii(as) !

C yBaxxeHuem,

(OIDKHOCTD PYKOBOJUTEIIS) (moamuce) (®.1.0.)

®. U. O., 101KHOCTb,

(renedon)



[Tpunoxenue Ne 6
K MHCTpyKIMH 110 AeIONPOU3BOACTBY

®opMa yBeJOMIICHUS

MyHununajibHoe 0I01KeTHOE TO0IIKO0JbHOE 00pa3oBaTe/ibHOEe YUpeKIeHue
- HEeHTP pa3BuTHA pedeHka nerckuii cag Ne 2 « MBymika» nepBoii KaTeropuu
(MBJOY HPP a/c Ne2 «UBymika»)

346751 PocroBckas obnactb, A30BCKUi paiioH, c. Camapckoe, nep.CrenHoi, 1.125
ten.: 8(86342)21-7-24, Email: mbdou-ivuschka.samarskoe@yandex.ru
WHH/KIIIT 6101034906/610101001BMK 016015102 1/c 20586Y 66990 OKIIO 73295919
OI'PH 1046101006324 p/c 03234643606010005800 OTAEJIEHUE POCTOB-HA-IOHY
BAHKA POCCHUN//Y®K no PoctoBckoii obnactu r. PoctoB-Ha-Jlony

Ne

(nara) (HOMEp) (®. 1. O. (komy))

(anpec)

(3aroy1oBoK)

YBaxkaemblii(as) !

C yBaxxeHuem,

(IOJKHOCTD PYKOBOHUTEIS) (moamnuce) (®.1.0.)

C yBemomIIeHHEM O3HAKOMJICH(Q):

(momuce) (®.1.0.)

(nara)

DK3eMIUSIp yBEIOMIICHHUS MOJTydnJIa:



(moamucs) (®.1.0.)

(nara)

®. U. O., 10IDKHOCTB,

(Tenedon)



[Tpunoxenue Ne 7
K MHCTpyKIMH 110 AeIONPOU3BOACTBY

@®opMa KypHajla perucTpaluuy BXOASIIKUX JOKYMEHTOB

ZKypHaj peructpanum BXoAsiIUX JOKYMEHTOB

Hayar 20 roma

Oxkonuen 20 roma

Pe3oJnronust
Jlara
Hara HJIH KOMY
MOCTYIJIEH
U HOMep HanpasJjsiercs | OTMeTka
us Kpatkoe
Nen/ nokymenTa, | Koppecnonae JOKYMEHT 00
AOKYMEHTAa coJepKaH
n / NPUCBOCHH |HT e (moamuce, HCIOJHEH
. |bIe YIOCTOBEPSI0 | MU
XOASAIIUI
aBTOPOM mast
HOMep
MoJIy4eHue)

1 2 3 4 5 6 7




[Tpunoxenne Ne 8
K MHCTpyKIMH 110 AeIONPOU3BOACTBY

@®opMa KypHalla peTUCTPaLUU UCXOIAIINX JOKYMEHTOB

MyHununajibHoe 0I01KeTHOE TO0IIKO0JbHOE 00pa3oBaTe/ibHOEe YUpeKIeHue
- HEeHTP pa3BuTHA pedeHka nerckuii cag Ne 2 « MBymika» nepBoii KaTeropuu
(MBJOY HPP a/c Ne2 «UBymika»)

KypHaJj peructpanum ucXoAsiluX J0KYMEHTOB

Hayar 20 roma

Oxkonuen 20 roma

JlaTa
M HOME
Perucrpanuon P OT1MmeTKka
Ne | TaTa N Kpartkoe |moxymen
HBIN Anapec HUcnoanure | 00
n/ | I0OKyMeH co/lep:KaH | Ta, HA
HOMep aT . |JaB HCIOJHEH
n |ta ue KOTOPbIi
JIOKYMEHTA uu
JaH
OTBeT
1 |2 3 4 5 6 7 8




MyHununajibHoe 0I01KeTHOE TO0IIKO0JbHOE 00pa3oBaTe/ibHOEe YUpeKIeHue
- HEeHTP pa3BuTHA pedeHka nerckuii cag Ne 2 « MBymika» nepBoii KaTeropuu

Hayar 20 roma

Oxkonuen 20 roma

dopma KypHaila ydera [eyaTei U ITaMIIOB

(MBJOY HPP a/c Ne2 «UBymika»)

KypHaa yyera neyareid u ITamnoB

[Tpunoxenue Ne 9
K MHCTpyKIMH 110 AeIONPOU3BOACTBY

PesyasbT
aThbI
esKeroaH
Haumenos Haumenos . A
IMoanuc | oii OTTHCK
aHue aHue .
b, npoBepk | OTMeTKa | mevyarei
neyaTtu OTtrHc | moapasaese
YIOCTOB | U 00 (ImramMmnoB
(ramMmna), |K HUS, Ipu
Ne e HAJIMYHM | YHHYTOXKE |)
MHHUIHATO |Te4YaT |J0JKHOCTh Me
n/ pAwma | s HUH, A
p H noJry4arteJ . yaH
1 | neyarei | Homep YHUUTOXKE
3aKasa, HITAaM (M e
nojayuye |u aKTa HHUA,
narTa na) bamunus
HHE, IITAMIIO |H AaTa aara
NMoCTyNJIeH noJryyarteJ
JaTa B, BO3Bpara
us 1
aara
NpoBepK
"
1 |2 3 4 5 6 7 8 9




[Tpunoxenne Ne 10
K MHCTpyKIMH 110 AeIONPOU3BOACTBY

®opmMa KOPPEKTUPOBOUYHOTO JTUCTA HOMEHKJIIATYPHI J1€]T

YTBEPXKJIAIO

(HAaNMEHOBAHHE JODKHOCTH

(HaHMeHOBaHl/Ie TOCY/IapCTBEHHOI'0 OpraHa, opraHa PYKOBOAUTEISA
MECTHOT'O CaMOYIIPABIICHHS, OPraHU3aLH) WJIM MHOTO YIIOJIHOMOYEHHOTO
MM JIH1a)
N3MEHEHUA
M JJOITOJTHEHU S oy T
TOAMUCH
K HOMEHKJIATYPE JIEJI
Ha 202 roO&
— (nara)
Cpox
KoanuectBo XpaHEeHUs
HNuaexc 3aroJioBoOK
TOMOB u Ne cratu | [Ipumevyanust
aesaa aeJa .
(uacreii) no
NepPeYHIo
1 2 3 4 5
(HaHMeHOBaHl/Ie JIOJKHOCTH PYKOBOJIMTEIISE Cﬂy)l(6l>l
(moamucs) (paciupoBKa MOMIICH)

JIEJIONPON3BOICTBA OPraHU3ALINHN)

(nara)

Buza pykoBoauTenst (Jiniia OTBETCTBEHHOTO 33 apXUB)

(HAaNMEHOBAHHE TODKHOCTH)

(moamucs) (pacumgppoBKa NOAMHCH)

(nara)



ITpunoxenne Ne 11
K MHCTpYKIIMHU O AETO0NPOU3BOICTBY

®dopma KypHaja y4eTa BbIauu JOKYMEHTOB

MyHununajbHoe 0I01KeTHOE T0IIKO0JbHOE 00pa3oBaTe/ibHOEe YUpeKIeHue
- HEeHTP pa3BuTHA pedeHka nerckuil cag Ne 2 « MBymika» nepBoii KaTeropuu
(MBJOY HPP a/c Ne2 «UBymika»)

KYPHAJI YYETA BbIJAYU JIEJI
U3 apXHBa 00pa30BaTe/IbHON OPraHU3aAIUU

Hayar 20 roxma

Oxonuen 20 roga

Pacnucka | /lata Pacnucka
Hara Komy
®ona | Onmc | Jden B II0JIY4Y€H | BO3Bpa | B BO3BpalIeH
Ne n/m BbIIAa4 BbIIA
Ne bNe |oNe 110/ Ta 110/
M Je HO
hi () ¢ aeJia aeJia
1 2 3 4 5 6 7 8 9
Htoro B roay el
BBIJJAHO
(umdpamu
M TIPOITHUCH
10)
Haumenosa
HHUE
JIOJDKHOCTH
JINIIA,
COCTaBHBIIIE Mo
ro b & damun
BHYTPEHHIO nst
10)
OITHCH
JIOKYMEHTOB

Acia
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