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K MHCTPYKIUU O BeleHuIo fenoBoi qokymentanuu B MBJIOY «Jletckuit cam Ne 2 «3Be3gouka»

[IPUMEPHASI HOMEHKJIATYPA IEJT .« « o v e e e e e e e e e e e e e e e
OBPA3OBATEJIBHOM OPTAHMBALIAM . . . o o v v ee e e e e e e e e



1. OOuue moJ0KeHus.

1.1. MHucrpykmuto o00s3aHbl NpuMeHATh coTpyaHuku MBJIOY  «Jlerckuit cag Ne 2
«3Be37109Ka», KOT/Ia COCTABIIAIOT U OQOPMIISIFOT JOKYMEHTHI 110 TMYHOMY COCTaBY.

1.2.  HWucrpykius Berynaet B cuiny 05 anpens 2023roza.

1.3. Tekct MHCTPYKIIMK COCTABIICH C Y4ETOM HOPMATHBHBIX ITPABOBBIX aKTOB M METOUYECKIX
JIOKYMEHTOB:

- ®enepanbHblil 3aKoH 0T 29.12.2012 Ne 273-D3 «O6 obpazoBanuu B Poccuiickoit deaepannny;
- ®enepanpubiii 3aK0H 0T 27.07.2006 Ne 152-D3 «O nepcoHanbHBIX JaHHBIX Y,

- 3akoH Pecnyoimuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6 o6pa3oBanuu B PecnybOmuke
Kpbim»;

- mnpuka3 @DeneparbHOr0 areHTCTBAa MO TEXHUUYECKOMY pPETYIMPOBAHUI0 U METPOJIOTHH
MunucTepcTBa IPOMBIIIIICHHOCTH U Toprosiu Poccuiickoit @eneparuu ot 08.12.2016 Ne 2004-
cT «O0 yTBep:KIeHUHN HAllMOHAIBHOTO cTanaapta Poccuiickoii @eneparumy;

- npuka3 @DenepaqbHOr0 areHTCTBA IO TEXHUUYECKOMY pETYJIMpPOBAaHUI0 U METPOJIOTHU
MuHucTepcTBa IPOMBIIUIEHHOCTH U TOproeiu Poccuiickoit @enepanuu ot 14.05.2018 Ne 244-ct
«O0 yTBepX/IeHUN U3MEHEHH K HallMOHAIBHOMY cTanaapTy Poccuiickoit deneparmmy;

- npuka3z DenepanpHoro apxuBHoro arentctsa oT 20.12.2019 r. No 236 «OO6 yTBep>KICHHUH
[lepeyHss TUMOBBIX YIPaBICHUECKUX APXMBHBIX JOKYMEHTOB, OOpa3yloLIUMXcs B IIpolecce
JESITEIbBHOCTH TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYITPaBJICHUs M OPTaHU3ALINT,
C YKa3aHHEM CPOKOB UX XPaHEHUS;

- nmpuka3 Munucrepcta npocseienuss CCCP ot 30.12.1980 N 176 «O BBeaeHuu B JIeHCTBUE
[lepeunss TOKyMEHTOB co cpokamMu xpaHeHuss MunuctepcrBa npocseiienuss CCCP, opraHos,
YUPEXKJIEHUHN, OpraHu3aluil CUCTEMbI IIPOCBEIICHUS.

- MeTtoauueckre peKOMEHIaluu 10 BEACHUIO JIEJIOBOM JOKYMEHTAllMU B IOCYJapCTBEHHBIX U
MYHUIIMTIATBHBIX JIOIIKOJIBHBIX 00pa3oBaTeNbHBIX U OOIIE00pa30BaTENbHBIX OpraHU3aAIUIX
Pecniy6muku Kpeim ot 30.03.2023 Ne 1543/01-14

WHcTpykuus ycTaHaBiuBaeT ooOuue TpeOoBaHUS K BEJICHUIO JI€JI0BOM JOKYMEHTAIuU B
MyHuIMnaabHOM OFOPKETHOM JIOIIKOIBHOM 00pa3oBaTelbHOM yupexkaeHuu «Jlerckuit can Ne 2
«3Be3noukay ropoaa Caku Pecniyonuku Kpeim (nanee 10Y).

ITpumenenne MHCTPYKLIMH MJOIKHO CHOCOOCTBOBAaTH (POPMUPOBAHUIO O(DUIIMATIBHO-
JIEJIOBOTO CTUJISL JIOKYMEHTOB, COKpAIIEHHWIO 3aTpaT TpyJla U CPEACTB B IPOLIECCE CO3JaHus
JIOKYMEHTOB.

WHcTpykuus pactipocTpaHsieTcst Ha OpraHU3aluio padoThl ¢ IOKYMEHTaMU HE3aBUCUMO OT
BUJIa HOCUTEIS, B TOM YHCIIE 3JIEKTPOHHBIMHU JJOKYMEHTaMH, BKIItOYasi MOJITOTOBKY, 00paboTKy,
XpaHEHHUE U UCTOJIb30BaHUE JOKYMEHTOB, OCYIIECTBIISIEMbIX C IPUMEHEHNEM MH(POPMAIIMOHHBIX
TEXHOJIOT .

OcobenHoct  paboThl €  JOKYMEHTaMM, COJEpKallUMH  KOH(UICHIHAIbHYIO
uHpopmanuio (cayxkeOHYyI0 M HMHYIO TaiiHy, NEepCOHaJbHbIE JaHHbIE), PETYIUPYIOTCS
CHEIMAIbHBIMH HOPMATHUBHBIMH aKTaMHM (MHCTPYKIUSIMH, TIOJOXKEHHUSIMH, IpaBHJIaMH),
yTBEpkAaeMbIMU 3aBeayromumM 10V

OTBETCTBEHHOCTh 32 OPraHU3aLIMI0 U COCTOSIHUE JIETIOMPOU3BOJICTBA B 00pa30BaTEIbHOMN

opra"usanuu HeceT 3aenyromuid JIOY, KoTopslii:
- Ha OCHOBaHMM NucbMa MUHKCTEPCTBa 00pa3oBaHus, Hayku U Mojoaexu Pecriyomuku Kpeim ot
30.03.2023 Ne 1543/01-14 «METOJMYECKHWE PEKOMEHJIAIIMN 1o BeaeHUIO IEIOBOM
JOKYMEHTAllud B TOCYJAapCTBEHHBIX W MYHUIIMIAJIbHBIX JOMIKOJBHBIX OOpa3oBaTENbHBIX U
o0mieoOpa3oBaTebHbIX opranu3anusax Pecryomuku Kpeim pa3spabatbiBaeT U yTBepKIaeT

WHCTpyKIIMI0O 1O JENONPOM3BOJICTBY M HOMEHKJIATYpy [Jell  00pa30BaTesIbHOM
OpraHu3aIuy;

- KOHTPOJIMPYET coOmofieHne TpeOOBaHW YTBEP)KICHHOW B 00pa30BaTEIbHOW OpraHU3aINHN
WNHCTpyKIMKU 110 BEACHUIO I€JI0BOM JTOKYMEHTALMH;



- IPOBOJUT NPOBEPKY COCTOSIHUS IETIONPONU3BOJICTBA;
- o0ecreynBaeT METOJMYECKOE PYKOBOACTBO, HHCTPYKTX M KOHTPOJb 3a COOIIOJEHUEM
YCTAHOBJICHHOT'O MOPsJIKa pabOThI C TOKYMEHTAMU;

- MHUIIMMPYET MOBBIIICHNE KBATH(UKAIIUN paOOTHUKOB 110 BOIIPOCAM JIeJIONPOU3BOICTBA;

- YIOCTOBEPSET MOIHUCHIO U MEYaThIO JOKYMEHTBHI.

Henocpencreenno Beayt nenomnpousBojactBo B JJOY corpyanuku oOpa3oBarenbHOM
OpraHM3alyy, KOTOPbIE Ha3HAYAIOTCs IpUKa3oM 3asenyromero J0VY.

CoTpynHUKH, OTBETCTBEHHBIE 3 JIEJIONPOU3BOICTBO B COOTBETCTBUU C BO3JIOKEHHBIMU Ha
HUX 3a/ladyaMHu:

- OCYUIECTBJIIIOT PETUCTPALINIO U YUET JOKYMEHTOB;

- OPraHu3yIT JOKYMEHTO000pOT, GOpPMUPOBAHUE JIE]l, UX XPAHEHHE;

- OCYIIECTBJSIOT TEKYLIUMH KOHTPOJb 3a CBOEBPEMEHHBIM PACCMOTPEHMEM M IPOXOKICHUEM
JIOKYMEHTOB 00pa30oBaTeIbHON OpraHu3aluu;

- obecrneunBaroT cO0III0IEHNE €UHBIX TPEOOBaHUM MO MOATOTOBKE JOKYMEHTOB M OpraHU3aluU
paboThI ¢ HUIMU B YCJIOBUSAX 3JIEKTPOHHOTO JOKYMEHTO000POTa;

- 00600maroT nH(popmauo 06 00beMax TOKYMEHTO000POTa,

- OPraHu3yroT (pOPMUPOBAHUE U XPaHEHUE TOKYMEHTALIMOHHOTO (POH/a U €r0 UCIOJIb30BaHUE.

OO0pazoBarenbHasi OpraHu3alys BIpaBe MPUMEHSITh B CBOEH J1€ATENbHOCTH 3JIEKTPOHHBIN
JIOKYMEHTOOOOPOT, KOTOPBIM IperycMaTpUBaeT CO3/1aHUE, IOJIMCAHUE, MCIOJIb30BaHUE U
XpaHEHUE JOKYMEHTOB, CBS3aHHBIX C JESITEIBHOCTbIO 00pa3oBaTENIbHOM oOpraHu3aluu, B
3JIEKTPOHHOM Buje 6e3 1y0nupoBaHus Ha OyMa>KHOM HOCHUTEIIE.

Pemenuie o BBeIeHUHU IEKTPOHHOTO IOKYMEHTOO00OPOTa U MOPSAOK €r0 OCYILECTBICHUS
YTBEp)KIAt0TCsl 00pa30BaTEIbHOM OpraHn3alueil o COrJIacoBaHMIO C €€ yUpPEeIUTEIeM.

Bes nenoBasi noKyMeHTalMsl XpaHUTCS B CIELMAIbHO OOOPYAOBAaHHBIX MOMEUICHUSX,
mkadax wim ceidax c cobmogeHneM Tpeboanuii dexepanpHoro 3akoHa Poccuiickoit
®enepanuu ot 27.07.2006 Ne 152-03 «O nepcoHaIbHBIX TaHHBIX».

PaboTath ¢ 1oKyMEeHTaMM BHE CITyeOHBIX MOMEIIEHHH 3ampeniaercs.

2. JIoKyMeHThI 00pa30BaTe1bHOI OPpraHu3anum.

3agenyroumit JIOY wunm nuno, MCHONHAMONIEE €ro OO0A3aHHOCTH, H3AAaeT NPUKa3bl,
MHCTPYKLUH, IPAaBUJIA, TOJIOXKEHUS, 00g3aTeNbHbIE /I UCIIOJIHEHUS! BCEMU PaOOTHUKAMH.

XoJ 00CyXJIeHHs] BOIPOCOB Ha 3aCEaHUsAX KOJUJIETHAIBbHBIX OPraHOB, COBETOB, COOpaHUSIX,
COBEILIAHUAX U PEIICHNUs, IPUHUMaeMble Ha HUX, GUKCUPYIOTCS B IPOTOKOJIAX.

Jlnsg ocyliecTBIEHUSI ONEpPaTHBHBIX CBSI3€H C JPYTMMH OpPraHM3alUsAMH M Tpa)<JIaHaMu
HCIIOJIb3YIOTCS TAKUE (POPMBI, KaK MUCbMa, (DaKChl, TEJIErpaMMbl, Telle(OHOTPAMMBI.

Jlnis ocyIiecTBIIeHUS IpUeMa, YBOJIbHEHHUS, IepeMeleHHs] paOOTHUKOB, MIPEOCTaBICHUS UM
OTIIYCKOB O(OPMIISIIOTCS TPYJOBBIE JOTOBOPHI, MPHUKA3bl MO JUYHOMY COCTaBy, 3asBICHUS,
TPYAOBbIE KHUKKH, JINYHBIE KAPTOUKH U JIp.

2.1. Y4eOHo-ne1arornyeckas 10KyMeHTaL M.

VYyeOHasi JOKyMEHTalMsl — O3TO KOJWYECTBEHHAss M KadeCTBEHHAsl XapaKTepUCTUKU
COCTOSIHUS Y4eOHOM, METOAMYECKON 1 BOCIIUTATEILHON pabOThl 00pa30BaTEIbHOM OpraHnu3aIuy.

JIOKyMEHTBI JOJKHBI 0(OPMIISITHCSI CBOEBPEMEHHO, YETKO, pa30opunBo, 0€3 MOIYUCTOK,
IIOMAapOoK, BBI3BIBAIOIINX COMHEHHUE B IIPABUJILHOCTH BHECEHHBIX JaHHBIX.

3anucu B JOKYMEHTAX JOJKHBI POU3BOIUTHCS IIAPUKOBOM PyYKON YEPHOTO I[BETA.

Omnbka, MOMyIIEHHAs B TEKCTe WM IM(POBBIX JAHHBIX JOKYMEHTA, HCIIPaBISETCS
CIIEMYIOMUM 00pa3oM: OMIMOOYHBIC CITOBA WU MU(PHI 3a4€PKUBAIOTCS TaK, YTOOBI MOKHO OBLIO
IPOYECTh 3a4EPKHYTOE, a CBEPXY, JINOO pAIOM, TUOO HA MOJSAX MHUIIYTCS YTOUHEHHBIC JaHHBIC.
Bce BHeceHHble HCIpaBlieHUS JOJKHBI OBITh OTOBOPEHBI W 3aBEPEHbl MOAMMCIMH JIUI,
0(pOpMHUBIIMX TOKYMEHT. 3a JOCTOBEPHOCTb CBEIEHHH, coOIepXKaluxcs B JOKyMEHTax,



HaJsexamee ux oQOpMIIEHHE HECYT OTBETCTBEHHOCTh MJOJKHOCTHBIE JUIA, IOANKCABIINE

JIOKYMEHT.
B cocTaB 1okymMeHTOB 00pa30BaTeIbHON OpraHU3alMK BXOMST:
Opranu3annoHHbIe JOKYMEHTHI,

-yCTaB OpraHu3anuu;

- IOTOBOP C YUPEAUTEIEM;

- TIOJIOKEHHUS O TOpa3ieieHusIX (TIpyU HATUYUH);

- PABOYCTaHABJINBAIOIIHNE IOKYMEHTHI;

- TOJDKHOCTHBIE HHCTPYKLIMM COTPYJIHUKOB;

- KOJUIEKTUBHBIN JOTOBOD;

- IITATHOE PaCIUCaHUE;

- MpaBUJIa BHYTPEHHETO TPYJIOBOTO PACIIOPSIKA U JIP.
PacnopsiiutesibHbIe JOKYMEHTHI:

- IPUKAa3bI;

- pacnoOpsLKEHHUS;

- UHCTPYKIIUU U JP.
HNudopManmoHHO-CIIPABOYHBIE JOKYMEHTDI:

- IPOTOKOJIBI;

- IJIaHBI;

- OTYETHI;

- CIIPaBKH U JIp.

Bce xHUTH U KypHAITBI, KOTOPBIE BEIyTCS B 00pa30BaTEIIbHBIX OPraHU3aNUIX HAa OyMaKHBIX
HOCHUTENSIX, IOCTPAaHUYHO IMPOHYMEPOBBIBAIOTCS, IPOLIHYPOBBIBAIOTCS U MOJIHUCHIBAOTCS
sagenytomMm  JIOY. Tlognuce pyKOBOTUTENS 3aBEepseTCs IIeYaThio  00pa3oBaTEIbHON
OpraHu3aIu.

3. IlpaBuaa ogopmieHust JOKYMEHTOB
3.1. OcHoBHbIe TpeOOBaHUs 10 0POPMIICHUIO JOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3/1aBaThCsi HA OYMa)KHOM HOCHUTENIE M B JJIEKTPOHHOU (opme ¢
COOJIIOJIEHHEM YCTaHOBJICHHBIX MPaBUII OPOPMIICHHS JOKYMEHTOB.

[Ipn co3zmanuu OOKyMeHTa Ha JBYX M OoJjiee CTpaHUIaX BTOPYIO M MOCIEAYIOLIUE
CTpaHHULbl HYMEPYIOT.

JlomyckaeTcsi co3/laHue JOKYMEHTOB Ha JIMIEBOM M 00OpOTHOH cropoHax jucta. IIpu
JBYCTOPOHHEM CO3/IaHUU JIOKYMEHTOB IIMpPHHA JIEBOTO MOJS HA JIMIEBOW CTOPOHE JIMCTA U
MPaBOTO TOJIT HA 0OOPOTHON CTOPOHE JIMCTA JIOJKHBI OBITH PABHBI.

[IpennodTuTeNIbHBIMU FAPHUTYPAMH M pa3MepaMu MIPUGPTOB I PEKBU3UTOB IOKYMEHTA
saeisrorcst Ne 12,13,14.

[Tpu cocTaBiieHUM TAOIUI] JOMYCKAETCS UCIIOJIb30BaHKUE MIPUPTOB MEHBIIUX PA3MEPOB.

AOQ3aIHBIM OTCTYI TEKCTa JOKyMeHTa - 1,25 cm.

3aroJOoBKM pa3/eNoB M MOJPA3JENOB IEYaTaloTcs ¢ ab3alHbIM  OTCTYIIOM WM
LHEHTPUPYIOTCA IO MIUPUHE TEKCTA.

MHOrocTpouHble pPEKBU3UTBHI II€YATAIOTCA YEPE3 OJUH MEXKCTPOUHBIM HHTEpBall,
COCTaBHBIE YAaCTH PEKBU3UTOB OTAEISAIOTCS JOMOIHUTEIbHBIM HHTEPBAIOM.

TekcT nokymeHTa neqaraercs yepes 1-1,5 MEeXCTpOUHBIX HHTEpBAIA.

NuTepBan mexy OyKBaMHU B CI0BaxX - OOBIYHBIN.

WHTepBa MEXy CIIOBaMH - OJMH MPOOeI.

TexkcT JOKyMeHTa BBIPABHUBAETCS MO IIMPHUHE JHCTA (IO TpaHUIAM JIEBOTO M IMPaBOTrO
10JIEN JOKYMEHTA).

HopmaTuBHBIMM aKkTaMM OpraHU3allMd MOXET OBbIThb MPEAYCMOTPEHO BBIJCICHHE
PEKBU3UTOB «aJpecar», «3aroJIOBOK K TEKCTY» WIH «IIOAIHUCHY, a TAK)KE OTJCIbHBIX ()parMeHTOB
TEKCTa MOJYKUPHBIM HIPUPTOM.

TexcT foKyMeHTa TOIHKEH ObITh U3JI0KEH KPaTKO, IPaMOTHO, IIOHSTHO U 00ObEKTUBHO, 6€3



MOBTOPEHUI M ynoTpeOJeHUs CIIOB U 00OPOTOB, KOTOPBIE HE HECYT CMBICIOBOW HArpy3KH, U
JOJKEH KacaThCsl TOTO BOIPOCA, KOTOPBIH c(HOpMYIHpOBaH B 3arojoBKE K TEKCTy. TeKCT
JOKYMEeHTa O(pOpPMIIIETCS B BHJIE CIUIOIIHOTO CBSI3HOTO TEKCTa WM TAaOJHIBI, WU IyTeM
coyeTaHus 3Tux Hopm.

TeKcThI CIIOXKHBIX U OOJNBIINX TI0 00BEMY TOKYMEHTOB (JIOKJIA Ibl, OTYETHI U T.JI.) JEISATCS
Ha Pa3/elbl, MOAPA3/IENbl, TYHKTHI, TOATYHKTBL. [IyHKTBI U MOAIYHKTH B TEKCTE HYMEPYIOTCS
apabckuMmu udpaMu ¢ TOYKOM.

ITpumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI, KaK mpaBuio, oGopMIIsSIOTCs Ha OJaHKax oOpa3oBaTENbHON OpraHU3allvH,
UMEIOT YCTAaHOBIICHHBI KOMIUICKC OOS3aTeNbHBIX PEKBH3WTOB W CTAOWJIBHBINA IMOPSIOK WX
PAacCIIOIOKEHHSL.

brnanku Kaxaoro BUIa H3TOTABIMBAIOTCS HAa OCHOBE YIJIOBOTO WJIM IPOJIOJIEHOTO
pa3MeIeHHs PEKBU3UTOB.

PekBU3MTHI 3aroioBKa pa3MeNIaroTCsl IEHTPUPYEMBIM (HAYalo U KOHEI[ KaXJI0H CTPOKH
PEKBU3UTA PABHO YAAJICHBI OT TPAHMII 30HBI PACIIONIOKEHHUSI PEKBU3UTOB) MIIM YIJIOBBIM (KaX1as
CTPOKa PEKBU3HUTA HAYMHACTCS OT JICBOW T'PAHUIIBI 30HBI PACTIONIOKEHUS PEKBU3UTOB) CITIOCOOOM.

J111s u3roToBIeHUs OJIaHKOB UCIIONB3YIOTCS IUCTHI OyMaru popmata A4 (210 x 297 mm) u
A5 (210 x 148 MUILTUMETPOB).

Kaxplit muctT nokymeHnTta, ohOpMIICHHBIN Kak Ha OJlaHKe, Tak U 03 Hero, JTOJDKCH UMETh
TIOJISI HE MCHEE, MM:

nesoe - 20;

mpasoe - 10;

BepxHee - 20;

HxHee - 20.

JIoKyMeHTBI AMUTENbHBIX (cBbiiIe 10 1eT) CPOKOB XpaHEHUs AOJKHBI UMETh JIEBOE TOJIe
He MeHee 30 MM.

3.2. OdopMmiieHHe peKBU3UTOB I0KYMEHTOB.
3.2.1. ABTOp I0KYMEHTOB.

HanmeHnoBanmne 00pa30BaTeNbHON OpraHM3aldd YKa3bIBAETCS B TOYHOM COOTBETCTBUU C
ycTaBoM oOpa3oBaTesbHOM opranuzaiuu. COKpalleHHOe HauMEHOBAHHWE IMOMEIAeTcs MOJ
MIOJTHBIM HANMEHOBAaHUEM B CKOOKaX.

HaumeHoBaHMe CTPYKTYPHOTO MOJPA3/IeIeHUs] — aBTOpA JOKYMEHTA UCIIONIb3YyeTcs B OaHKax
nUceM M OJTaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB M YKa3bIBA€TCSI MTOJT TIOJTHBIM U COKPAIIEHHBIM
HalMEHOBAHMUAMHU 00pa30BaTEIbHON OpraHU3aIHH.

HamMeHoBaHWe MOJDKHOCTH JIMIIa — aBTOpa JOKYMEHTa WCIIONB3yeTcs B OJlaHKax
JIOJDKHOCTHBIX JIMI] U paciojiaraeTcs noJ HauMEeHOBaHUEM 00pa30BaTeIbHOM OpraHu3alny.

HanMmeHoBaHMe MODKHOCTH JIMIIAa — aBTOpa JOKYMEHTa YKa3bIBa€TCSI B COOTBETCTBUH C
HalMEHOBAHUEM, NIPUBEJICHHBIM B PacIIOPAIUTEIBHOM TIOKyMEHTE O Ha3HaYeHUHU Ha JIOJKHOCTb.

3.2.2. ChnpaBouHble JaHHbIe 00 00pa30BaTeJbLHONH OPraHU3aIuH.

CrpaBouHble JaHHBIE 00 OpPraHM3allMM YKa3bIBAIOTCA B OJlaHKAaX MUCEM M BKIIIOYAIOT:
anpec, Homep tenedoHa, dakc, aapec IMEKTPOHHOU MOYTHI, ceTeBOU azapec, a Takxke OKIIO,
OI'PH, MHH wu KIIIT opranuzanuu.

3.2.3. HaunmeHoBaHMe BHIA JOKYMEHTA.

HaumenoBanne BUAAa MOKYMEHTa, COCTABJICHHOTO OpraHU3alueil, JODKHO OBITh
OIpe/IeICHO ycTaBoM (MOJIOKEHHWEM) M JOJDKHO COOTBETCTBOBATh HAaWMEHOBAHUSIM BHIIOB
JTOKyMeHTOB, npeaycmorpeHHbiM OKY/I: akT, cmpaBka, 3amucKa, CBOAKA, OT3BIB, MPOTOKOI,



CIIMCOK, W3BelleHHe u JAp. PacnopsautenbHble MOKYMEHTHI OpraHM3alMd H3Jal0TCi  CO
CJICAYIONIMMY Ha3BAaHUSMHM: MIPHUKA3, PaCIIOpsIKEHHUE.

HaumenoBanue Bu1a 1 pa3HOBUHOCTH JOKYMEHTA HE YKa3bIBAETCS B MHChMaX.

HanmeHnoBanue BHJa JTOKYMEHTa II€YaTaeTCsl MPOMUCHBIMH OYKBaMHU TOIY>KUPHBIM
upudrom.

3.3. JlaTa 1oKyMeHTa.

Jlata 1OKyMEeHTa COOTBETCTBYET JaTe MOANUCAHUsA (YTBEPKICHHS) JOKYMEHTA WU JlaTe
coObITHsI, 3a(DUKCUPOBAHHOTO B JOKYMEHTE: apaOCKuMu HHU(paMu, pa3felieHHbBIMH TOYKOIl:
05.06.2021; cnoBecHo-1udpoBsIM criocoboMm: 5 urons 2021 r.

B Texcrax MOKYMEHTOB, COIEpalllUX CChUIKM Ha HOPMAaTHUBHBIC MPABOBBIE aKThl, U
JOKYMEHTOB, COJIEpXKAIlUX CBEACHUS (UHAHCOBOTO XapakTepa, INPHUMEHSETCS CIOBECHO
uppoBoi cocol ykazaHus naT 0e3 MPOCTaBICHUS HYJS B 0003HAUYECHUU JHS Mecsla, eciu OH
conepkut onuy uudpy: 3 anpens 2021 rona.

Pasperiaercs mpuMeHsITh CJIOBO «T'0/1» B COKpAIIeHHOM BapuaHTe «r»:1 utons 2021 r.

3.4. I'pu¢ orpanuyveHus gocTyna K 10KyMeHTY.

[IpocraBnsieTcss B mpaBOM BEpPXHEM YIIIy MEPBOTO JINCTA AOKYMEHTa (IPOEKTa JTOKyMEHTa,
COIIPOBOJIUTENIBHOTO IMUChbMa K JOKYMEHTY) Ha TpaHHULE BEPXHEro MoJid IMpH HaJIUYUuM B
JOKYMEHTe HH(OPMAIIH, TOCTYII K KOTOPOH OrpaHUYEH B COOTBETCTBHH C 3aKOHOJIATEILCTBOM
Poccuiickoii ®enepanuu. B coctaB pekBU3MTa BKIIOYACTCA OrpaHUYUTENbHAs HaAmMch: «Jlns
CITy’)K€OHOTO ToNIb30BaHus», «KondpuneHmmansao», «llepconanbHble TaHHBIE» HITH JIp.

[Tpumep -

ITepconasnbHbIE TaHHBbIE
pPadOTHUKOB
Ik3. Ne 1
MyHununaiabHoe 610/1:keTHOe 001eo0pa3oBaTenabHoe yupe:xkaenne «Ikoma Ne 1»

(MBOY llkoJa Ne 1)
LleHTp AOMOJHUTEIBLHOTO 00pa30BaAHNS
IIPUKA3

Bce Bunbl rpu¢oB orpaHuueHHst JOCTyNa K JOKYMEHTAM 3aKpEIUISIOTCS B JIOKAJIbHBIX
aKTax o0pa3oBaTeIbHON OpraHU3aliH.

3.5. PerncrpanuoHHblii HOMep JOKYMEHTA.

Perucrpauuonnelii HoMmep — uu¢poBoe wuiIM OyKBEeHHO-IM(]poBOe 00O3HAYECHHUE,
NPUCBAaNBaeMOE JOKYMEHTY IPH €T0 PETHCTPALINH.

Perucrpanust 1oKyMeHTa MPOBOAUTCS MOCIE €0 MOAMUCAHUS UITH YTBEPIKICHHS.

Jlnsi BHYTPEHHUX JIOKYMEHTOB — IMPHKA30B, MPOTOKOJOB — 3TO TOPSIKOBBIA HOMEp B
npefenax KaJleHJAapHOTO roja/ y4yeOHOro roja MO KaXAOMY BHJY WIM Pa3HOBUIHOCTH
JOKYMEHTOB. B TiprKka3ax peructpaiiioHHBII HOMEP MOKET JOTMOHATHCSI OYKBEHHBIM HHJIEKCOM,
0003HaYaIOIIUM Pa3HOBUIHOCTH.

JII1st ICXOIIINX TOKYMEHTOB PErHCTPAMOHHBIA HOMEP COCTOUT 3.

1) nmopsKoBOro HOMEpa B MpejiesiaX MacCHBa OTIPABIIEMON KOPPECTIOH ICHIINH;

2) UHJIEKCa JieJia B COOTBETCTBUU C HOMEHKJIATYpOH JesT 00pa30BaTeIbHON OpraHUu3aIliy.

PerucrpaumoHHblii HOMEp JOKYMEHTAa, COCTAaBJICHHOTO COBMECTHO JByMsi M Oolee
OpraHu3allUsIMH, COCTOMT W3 PETUCTPAIIOHHBIX HOMEPOB JIOKYMEHTOB KKIOW W3 ITHX
OpraHu3alfiil, IPOCTABIAEMbIX YepPE3 KOCYIO UePTY B MOPSAAKE YKa3aHUS aBTOPOB B IOKYMEHTE.

3.6. CcpuIKa Ha perucCTPANMOHHBIN HOMEP M 1aTy JOKYMEHTA.
Ccbulka Ha perucTpalMOHHBII HOMEp M JaTy JOKyMEHTa BKJIIOYaeT B cels
PETUCTPAIIMOHHBIN HOMEpP U JaTy TOKYMEHTa, Ha KOTOPBIN T0JKEeH OBITh TaH OTBET.
Ccbulka Ha HOMEp W JaTy [OKYMEHTa WCIIOJIb3yeTcsi MpU OQOPMIICHHUU IIHCEM,
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SBJISTFOLIIMXCSI OTBETaMH Ha IIOCTYIHBIIEE MTUCHMO (3arpoc, IpockOy u ap.). CBeeHNs B peKBU3UT
MEPEHOCATCS C MOCTYIMHBILETO TOKYMEHTa U COOTBETCTBYIOT PErHCTPALIMOHHOMY HOMEPY H JlaTe
HOCTYIHBIIETO TOKYMEHTA.

OrpanuunTtenbHas OTMETKA Ui JAaHHOTO PEKBU3HMTA MPOCTABISIETCS B JIEBOM YacTH
OnaHKa MEChMa O] PEKBU3UTOM «IaTa M «PETUCTPAIMOHHBIA HOMEP JOKYMEHTay.

Hanuune nanHOTO peKBHU3HTA UCKIIOYAET HEOOXOAUMOCTh YIIOMUHAHUS HOMEpA U JIaThl
HNOCTYNIMBIIETO JOKYMEHTa B TEKCTE IHMChMa, YTO OCBOOOXTAeT TEKCT OT CIPaBOYHON
uHpOpMaLnH.

3.7. MecTo cocTaBJIeHUSs HJIH U3JaHUSl JOKYMEHTA.
Mecto COCTaBJICHHU A (I/IS,I[aHI/Iﬂ) JOKYMCHTA YKa3bIBa€TCA B AOKYMCHTAXx,
M3rOTaBIMBAEMbIX Ha OJIaHKaX KOHKPCTHBIX BUAOB JOKYMCHTOB.

3.8. Anpecar.

AnpecatamMu JIOKyMEHTa MOTYT OBITh IOPUIUYECKHE JHUIA, HUX CTPYKTYPHBIE
MOJPa3IeICHUs M JOJDKHOCTHBIE JINIA, A TAKKE PU3UIECKUE JTUTIA.

PexBu3uT «aapecar» mpocrapisieTcsl B BEpXHEH MpaBoil 4acTH JNOKyMeHTa (Ha OJaHKe C
YIIJIOBBIM PACIOJIOKEHHEM PEKBU3UTOB) WIIM CIIPaBa MoJ| pEKBU3UTAMH OJlaHKa (IIPU TTPOAOIBHOM
pacmoIoKeHUH PeKBU3UTOB OiaHka). CTPOKH pEeKBU3UTA «apecaTy» BBIPABHUBAIOTCA 10 JIEBOMY
KpPAK0 WUJIM LUEHTPYIOTCS OTHOCUTEIBHO CaAMOW JITIMHHOW CTPOKH.

Ecim  nmokymeHT aznpecoBaH HOPHAMYECKOMY JIMIY WIM €ro CTPYKTypHOMY
nojpasieliecHu0 0e3 yKa3aHWusd JIOJDKHOCTHOTO JIMLA, WX HAWMEHOBAHUS NPUBOISATCS B
MMEHUTEIIbHOM NaJIeXKe.

IIpumepsl

1. MunucrepcTBo 06pasoBanus,
HAYKH M MOJIOIEKH
Pecny0smmku Kpeim

2.  MuUHHMCTEPCTBO 06pPa30BaHus,
HAYKHU U MoJioexu Pecny0imkn
Kpbsim
ylpagsJjieHue 001ero 00pa3oBaHus

ITouTtoBBIif  anpec  ykas3plBaeTcs IpPH  HAlpaBlIeHUM  JOKYMEHTa  Pa30BbIM
KOPPECIOH/IEHTaM.

Ecnn nokymMeHT afipecoBaH PyKOBOAMTEJIIO IOPUIMYECKOTO JIUIA WIHA €T0 3aMECTUTEIIIO,
HAaUMEHOBAHUE IOPUIWYECKOTO JHIIa BXOJUT B COCTaB HAaMMEHOBAaHMsS JOJDKHOCTH aJipecara,
KOTOpOE MPUBOJUTCS B AATEIBLHOM MAJEKE.

[Tpumep —

PykoBoaurenro @enepanbHOro

apXMBHOI'0 areHTCTBA

®amuinua U.0.

HNuuuuansi craBgaTes noce (paMUINM HE3aBUCUMO OT TOT0, KOMY a/Ip€COBaH TIOKYMEHT
— JIOJKHOCTHOMY JIUIY WIIH (PU3UYECKOMY.

[Ipu anpecoBanuu nucbMa pyKOBOJUTEINO CTPYKTYPHOTO TOApa3AeeHUs yKa3bIBaeTCs B
UMEHUTEJIBHOM TaJie)keé HauMEHOBAaHHE OpraHu3allid, HIDKE - B JIaTEJIbHOM TaJexe
HAaUMEHOBAHME JOJDKHOCTH PYKOBOAMTENS, BKJIIOYAIOIIEe HAMMEHOBAHHUE CTPYKTYpPHOTO
noapasenerusi, paMuinio, MHULUAIBIL.

[Tpumep-

MunucrepcTBo o0pa3oBaHus,

HayKHu 1 MoJioe:xu Pecnyosmmku Kpbim

HavanbHuky ynpasjeHusi o01mero o0pasoBanus

®amunus U.0.
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[epen damunumeil TOMKHOCTHOTO JIMLA AOMYCKAETCS YIMOTPEOIATh COKPALICHHE «T-HY»
(rocrioAuHy), €ciu agpecat My>KUMHa, UITH «T-3Ke» (TOCIOKe), €I aJipecar *KEeHIIHUHA.

IIpu paccbuike AOKyMEHTa IpyNIe OpraHu3aluil OJHOTO TUIA WM B CTPYKTYpHBIE
noJipa3/ielieHus: OJIHOM opraHu3aluy, aJpecar yKa3blBaeTcsi 0000IIEHHO.

B ogHOM 10KYMEHTE HE JOHKHO OBITH 00JIee YEThIPEX aJIpecaToB.

[Tpu GombIIeM KOTMUYECTBE aIpecaToOB COCTABIISIETCS CIUCOK (JIMCT, yKa3aTellb) pacChLIKU
JOKYMEHTa, Ha KaXJIOM JOKYMEHTE YKa3bIBaeTCs OJUH ajpecar WM ajapecaT opopMisercs
000011IeHHO.

B cocraB pexBusuTa «Aapecar» MOXKET BXOJUTD [TOYTOBBIN aApec. DIEMEHThI [I0YTOBOTIO
aZpeca yKas3bIBAIOTCSA B IOCIEAOBATEIBHOCTU, YCTaHOBJIEHHOM [IpaBuimamMu oka3zaHus ycCiIyr
IIOYTOBOM CBSI3H.

[Tpumep -
Bceepoccuiicknii
HAY4YHO-
HCCJIe10BATENbCKUH
HHCTUTYT
AOKYMEHTOBeJIeHHUs 1
apXMBHOIO /1eJ1a
IIpodgcoroznas y.r.,
. 82,
MocksBa, 117393

B cnyuae otnpaBku JoKkyMeHTa GU3HUECKOMY JIMITY YKA3bIBAIOTCS: (haMUITUS, HHUIIUATIBI,
MOYTOBBIN ajpec: (ynuia, HOMEp 0OMa U KBapTHPHI, HACEICHHBIN IYHKT, pailoH, 001acTh (Kpai,
peciy0iMKa), MOYTOBBIA MHJIEKC).

[Tpumep -
®amuiausa U.0.

CanoBas yu., 1. 5, kB. 12,
r. JHCK, JHCKO# 00.1., 301264

[Ipn otmpaBke mucbMa O 3JIEKTPOHHOM MouTe WM MO (aKCUMUIBHOU cBsi3u (Oe3
JIOCBIJIKY T10 110YTE) MOYTOBBIH aapec He yka3biBaeTcs. [Ipu HE0OX0JUMOCTH MOXKET OBITh YKa3aH
AJIIEKTPOHHBIN aapec (Homep Tenedona/daxca).

ITpumep -

Bcepoccniickuii Hay4YHoO-
HCCJIe10BATEIbCKUIA HHCTUTYT
AOKYMEHTOBEJACHHUA U
apXHBHOI0 J1eJia
mail@vniidad.ru

3.9. I'pu¢ yTBepKaeHUs1 JOKYMEHTA.

I'pud yrBepkaeHUS NPOCTABISETCS HA JOKYMEHTE B CIydae €ro yTBEP)KICHHUS
JOJDKHOCTHBIM ~ JIULIOM, PACHOPSIUTENbHBIM  JIOKYMEHTOM (MPUKA30M, pPACHOPSIKEHUEM,
pelIeHueM).

I'pud yrBepkaeHus pa3melnaeTcss B MPaBOM BEPXHEM YTy MEPBOTO JIMCTA JOKYMEHTA.
CTpoku peKBH3UTA BHIPABHUBAIOTCS IO JICBOMY KpPAl0 HJIA IEHTPYIOTCS OTHOCHUTEIHLHO CaMOu
JUIMHHOW CTPOKH.

[Ipu yTBepkIeHMH AOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpU(] yTBEPKIEHUS COCTOUT W3
cioBa YTBEPXJIAK), nauMeHOBaHMS JOKHOCTHU JIMILA, YTBEPXKIAIOMIETO JOKYMEHT, €ro
MOANKCH, HHUIHAJIOB, (DaMUJIUU U JaThl YTBEPKICHHUS.


mailto:mail@vniidad.ru
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ITpumep -
YTBEPXKJIAIO
Jupexkrop MBOY COLI Ne 1
IMoagmuce U.0. ®amuiusa
Jlara

[Ipu yTBepkIeHUU AOKYMEHTA PACHOPSIUTEILHBIM JOKYMEHTOM TpU( YTBEPKICHUS
cocrout u3 cinoa YTBEPX/IEH (YTBEPXJEHA, YTBEPXIEHbBI win YTBEPX/IEHO),
COTJIACOBAHHOTO C HAMMEHOBAaHMEM BHJIA, YTBEPXKIAEMOTO JOKYMEHTa, HAMMEHOBaHUS
PactopsIUTEILHOTO JOKYMEHTa B TBOPUTEILHOM TaJeKe, €ro JaThl, HOMepa.

[Tpumepsl
1. (Tlopsamoxk) YTBEPXJIEH
npukazom MBOY COIII Nel
5 anpeast 2021 r. Ne 82
2. (IIpaBuia) YTBEP/XK/IEHBI

npuxkazom MBOY COII Ne 1
15.06. 2021 r. Ne 83

3. (ITonoxxenue)
YTBEPX/JIEHO
npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83

[Ipu npunsATHM (PaccCMOTPEHUH) JOKYMEHTAa KOJUIETHATIbHBIM OpPraHoM 00pa3oBaTENIbHOMN
OpraHu3aliy, peleHUs KOTOPOro (PUMKCUPYIOTCS B MIPOTOKOJIE, B TpUde NPUHITO (PACCMOTPEHO)
YKa3bIBA€TCS HAUMEHOBAHHE OpraHa, PelIeHueM KOTOpOro MPHUHAT JIOKYMEHT, JaTa U HOMEp
MPOTOKOJA (B CKOOKAX).

YTBEPKAAIOIIET0 JOKYMEHTa B TBOPUTEIBHOM Ma/IeXkKe, €ro JaThl, HOMEpa.

ITpumepsl
3. (ITopsamok) IMPUHAT
Nearorn4eCKuM COBETOM
(mpoToxoua ot 15.08.2021 Ne 12)
4. (Tpasuna) MMPUHSATEI

Yupasisilomum coBeToM
(mpoToxo.a ot 15.06.2021 Ne 8)
3. (ITonoxxenue)
MNPUHATO
o0mmM codpanuemM pabOTHHKOB
0o0pa3oBaTeJIbHOM OpPraHu3aluu
(mpotoko. 15.06.2021 r. Ne 83)
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3.10.  3aroyioBOK K TEKCTY.

3aroyioBOK K TEKCTY BKJIIOYAET B C€O0sl KpaTKOE COJEp)KaHUE JTOKYMEHTA, €r0 OCHOBHYIO
CMBICIIOBYIO Harpy3ky. 3arojioBok Qopmynupyercs ¢ mnpeaigorom «O» («O06») u oTBedaer Ha
BOIIPOC «O YyeM?»:

e mpuka3s (0 yem?) 0 CO3JaHUM ATTECTAIIHIOHHON KOMHUCCHUY;
e 1puka3s (0 yem?) 00 yTBEpPKAECHNUHU IITATHOTO PACIIMCAHMS;
e MHCHMO (0 YeM?) O MPEIOCTABICHUN HH(POPMAITHH.

3aroJ0BOK COCTaBJISIET UCIOTHUTENb TOKYMEHTA. 3aroJIOBOK K TEKCTY 0(OpMIIIETCS MO
pEeKBU3UTaMU OJaHKa ClieBa, OT TPAHUIIBI JIEBOTO MoJis. Eciii TekeT JOKyMeHTa He MpeBbIIIaeT
YeThIPEX-TISITH CTPOK MK oopMIleH Ha 6iaHke popmaTta AS, 3aroJOBOK MOXKHO HE YKa3bIBaTh.

3aroyioBOK JOKYMEHTa 3alKChIBACTCS MPH €ro pPEerucTpalud B COOTBETCTBYIOILIUE
perucTpanroHHbie POPMBI: KapTOUKY, 6a3y TaHHBIX.

3.11. TekcT 10KYMeHTA.

TekcT NOKyMEHTa COCTaBIS€TCSI HAa PYCCKOM SI3bIKE KaK TOCYJapCTBEHHOM SI3bIKE
Poccuiickoii ®@enepanuu. TeKCT NOKyMEHTa H3JIaraercs PyCCKUM JIMTEPATYPHBIM SI3BIKOM C
Y4eTOM OCOOCHHOCTEH O(HUIMaIbHO-AEIOBOTO CTHJIS, BHJA JOKYMEHTAa W €ro Ha3HAueHHs B
yrpaBieH4YecKor nesTenbHocTH. CopaepikaHue TOKYMEHTa MOJIKHO OBbITh HM3JI0XKEHO KpPaTKo,
JIOTUYHO, TOYHO U SICHO.

TexkcThl JOKYMEHTOB M3J1araroTcs:

- oT l-ro nuIa €IMHCTBEHHOTO 4YHCla B JOKyMEHTaX (MpUKa3, paclopsikeHue U T. [1.)
pyKoOBoAMTENSE 00pa30oBaTeNIbHON OpraHU3aliy, JSMCTBYIONIEr0 Ha MPUHIIMIIAX eJMHOHAYANINs, a
TaK)Ke JOKYMEHTaX, aJpeCOBaHHbIX PYKOBOJCTBY OpPraHM3allMU: MPUKA3bIBAI0... IOATOTOBUTH U
MPEJICTaBUTh HA PACCMOTPEHHUE; MPOIIYy PACCMOTPETh BOIPOC OO0 YCTAaHOBIEHHUH JBIOTHBIX
TapudoB...;

- 3-T0 JIUIIa €IMHCTBEHHOr0 YKCa B IOKyMEHTaX KOJUIETHaJIbHBIX OPraHOB: KOMHCCHUS pellnia...;
OpraHM3aIys HE CYUTAET BOZMOXKHBIM...;

- 1-ro n1MIIa MHOKECTBEHHOT'O YHCJIa B COBMECTHBIX JIOKYMEHTaxX: MPOCUM HPEACTaBUTh JaHHBIE
0...; IPEJCTABIIIEM Ha PACCMOTPEHUE U YTBEPKICHHUE...;

- 3-T0 JMIla MHOXECTBEHHOI0 YHCJIa B HPOTOKOJIAX: CIYLIadd, BBICTYIWIH, MOCTaHOBWIIH,
peLmiu.

B nokymeHTax, ycTaHaBJIMBAIOUIMX MpaBa U 00s13aHHOCTH OPraHU3aINH, €€ CTPYKTYPHBIX
nojipa3aesieHui (IMoI0KEeHNe, MHCTPYKITHS ), a TAKIKE COJIEPIKAIIMX ONTUCAHUE, OIICHKY (DAKTOB MITH
BBIBOJIBI (aKT, CIIpaBKa), HCHOJb3yeTcss (opMa U3JIO0KEHHUS TEKCTa OT TPeThero Juua
€IMHCTBEHHOI'O WJIM MHO)XECTBEHHOT'O 4Hcia («OTIAEeN OCYLIECTBISET (YHKIHHU», «B COCTaB
00BbEeTMHEHUS BXOISATY», «KKOMUCCHS YCTAHOBUIIA).

B Tekcre noKkyMeHTa, MOATOTOBJIEHHOIO HAa OCHOBAaHUHU 3aKOHOAATENbHBIX, HHBIX
HOPMAaTHBHBIX NPaBOBBIX aKTOB, M3aHHBIX OPraHaMU BJIACTH U YIPABICHUs, JOKYMEHTOB, paHee
U3JIaHHBIX OPraHOM BJIACTH — aBTOPOM JOKYMEHTA, yKa3bIBaeTCsl HANMEHOBAaHKE BHJ1a TOKYMEHTA,
HalMEHOBAaHME OpraHa, U3/1aBLIETO JTOKYMEHT, AaTa MPUHIATHS U YTBEPXKICHHUS JOKYMEHTA, €ro
PErUCTPallMOHHBIA HOMEp, a TAaK)Ke 3ar0JI0OBOK K TEKCTY WJIM HaMMEHOBAaHKE BUJIA IOKYMEHTA.

ITpumepsl

«B cootBercTBUM ¢ moctaHoBiaeHueM lIpaButensctBa ot 13.08.1997 Ne 1009 «O06
yTBepxkAeHUH [IpaBuil MOArOTOBKM HOPMATHUBHBIX TPABOBHIX aKTOB (peleparbHBIX OpPTraHOB
WCITOJTHUTEIIbHON BJIACTH M X TOCYJAPCTBEHHON PETUCTPAIII;

«B coorBercTBUM C [l0n0KEHMEM O MOCTOSHHO ACHCTBYIOIIEH JKCIEPTHOM KOMHUCCUHU
YUPEXKACHUS, OpraHu3alliu, TPEANPUATUS, YTBEPKIACHHBIM NprukazoM Pocapxusa ot 19.01.1995
Ne 2..».

Ecam TekeT conepKUT HECKOIBKO NIOPYUYECHUM, PELICHUH, BBIBOJIOB, B TEKCTE BBIIEIISAIOTCS
pas3eiibl, MOAPAa3AeIbl, ITyHKTHI, IOITYHKTHI.
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B TekcT mokyMeHTa MOTyT BKJItOUaThes (pparMeHThl, 0pOpMIICHHBIE B BU/IE TaOIHUIIbI UIIH
AQHKETHI.
CrpaHulp! TEKCTa HyMEPYIOTCs apaOCKUMH LIU(paMy OCEPEMHE BEPXHETO MOJIS.
B nuceMax uCmosnp3yoT cieayrone GOpMbl U3TT0KECHUS:
e OT NIEpPBOr0 JIMIA MHOXECTBEHHOI'O 4Hcla («IIPOCHUM HalpaBUTh», «HAIpPaBIseM Ha
PacCMOTpPEHHEY);
e IIEPBOIO JINLA €AUHCTBEHHOI'O YHCNA («CUUTAK0 HEOOXOIUMBIMY, «IIPOILY BBIACIUTHY);
e TpEeThero Juua equHCTBeHHOro uncia («OO He BozpakaeT», «OO cunTaeT BOZMOKHBIMY).

3.12. OTMeTKa 0 NPUJIOKEHHH.

OTMeTKa 0 MPUIIOKEHUH COAEPIKUT CBEIECHUS O TOKYMEHTE (JIOKyMEHTax ), IpujiaracMom
K OCHOBHOMY JOKYMEHTY (B COIpPOBOJWUTEIbHBIX NMHUCHbMax, NMPETEH3UAX, aKTaX, CIpPaBKax M
JApyrux HMH()OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WJIM O TOM, 4YTO JIOKYMEHT SBIISIETCS
IPUJIOKEHUEM K OCHOBHOMY JIOKYMEHTY (B IOKYMEHTaX - MPHIOKEHUSX K PaclopsIUTEIIbHBIM
JIOKYMEHTaM, IOJO0XEHUSAM, IpaBUIaM, WHCTPYKLMSIM, JOTOBOpaM, IUIaHaM, OT4eTaM M Jp.
JIOKyMEHTaM).

B conpoBoauTenbHBIX MHUCbMax M JAPYTHX HMH(GOPMAMOHHO-CIIPABOYHBIX JTOKYMEHTAax
OTMETKa O TPWIOKEHUU O(POPMIISETCS IMOJA TEKCTOM OT TPaHUIIBI JIEBOTO IMOJIS CIETYIOIIUM
obOpazoM:

- €CJIM NIPUIJIOKEHHUE HAa3BaHO B TEKCTE:

[Ipunoxenue: Ha 2 1. B 1 3K3.;
- €ClIM NPWJIO)KEHHWE HE HA3BaHO B TEKCTE€ WIM €CIU INPUJIOKEHUN HECKOJIbKO, YKa3bIBalOT
Ha3BaHU JOKYMEHTOB-TIPHIIOKEHHH, KOJIMYECTBO JIMCTOB U SK3EMIUIIPOB KaXKJ0I'0 MPUIIOKEHUS:
- [Ipunoxenue: 1. [Tonoxenue (HazBanue) Ha 5 1. B 1 9K3.

2. CrpaBKa 0 KaJIpOBOM cOCTaBe Ha 2 JI. B 1 3Kk3.;

- €CITH MIPUJIOKEHHEM SIBIISICTCS 000COOICHHBIN 3JICKTPOHHBIH HOCUTENb (KOMIIAKT- JIUCK, USh-
¢uen-HakonuTeNb U Jp.):
- [Ipunoxenue:

CD B 1 3k3.
- €CJIM MPUIIOKEHHE (IPUII0KEHUS) COPOLIIOPOBAHBI:

IIpunoxenue:

otuet 0 pabore PUII B 2 3k3.

B pacnopsauTenbHbIX  JTOKyMEHTax  (IIpHKa3aX, paclopsKeHMsX), JO0TOBOpax,
MOJIO)KEHUSAX, MpaBWIIaX, WHCTPYKUUAX M JAPYTUX JOKYMEHTaX OTMETKa O MPUIOKEHUH
odopmIseTcs crieayoummM o0pa3oMm:

- B TEKCTe€ JOKYMEHTa IpU IMEpPBOM YINOMHUHAHUM JIOKYMEHTa-NPHIOXKEHHUS B CKOOKax
yKa3bpIBaeTCH: ... (NMPUJIOXKEHHE) WU ... (IpujoxeHue 1); mepea HOMEPOM MPUIOKEHUS
JIOTTYCKaeTCsl CTaBUTh 3HAK HOMepa: ... (mpuinoxenue Ne 2);
- Ha IIEPBOM JIUCTE JOKYMEHTA-IIPUIIOKEHHS B IPABOM BEPXHEM YIUy YKa3bIBAa€TCH:
IIpunoxenune Ne 2
k npukazy MBOY COI Ne
1
ot 15.08.2021 Ne 112.

CTpokH peKBU3HTA BRIPABHUBAIOTCS 110 JIEBOMY KPalo WM LIECHTPUPYIOTCS OTHOCUTEIIBHO
CaMOW JIJTMHHOU CTPOKH.

Ecnu mpunoxkeHueM K pacrnopsiAMTENIbBHOMY JIOKYMEHTY SIBJISIETCSI HOPMAaTHBHBIN
MPaBOBOM aKT WJIM MHOW JOKYMEHT, YTBEP)KIaeMbIld JaHHBIM PACIOPSIUTEIBLHBIM TIOKYMEHTOM,
Ha TEPBOM JIMCTE MPHIOKEHHUS TMPOCTABIAETCS OTMETKa O TNPWIOKEHHH (0e3 CChUIKM Ha
pactopsSIIUTENLHBIA JIOKYMEHT) W Tpu( YTBEpXKACHHSI, B KOTOPOM YKa3bIBAIOTCS JaHHBIC
pacIopsAUTENLHOIO JOKYMEHTA, KOTOPLIM YTBEPXKAEH TOKYMEHT- IIPHIIOKEHUE.
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[Tpumep -
IIpunosxenne 1
YTBEPXIAEHO npuxa3s
MBOY COHLI Ne 1 ot
18.05.2021 Ne 67

3.13. I'pud coriacoBaHusi JOKYMEHTA.

[IpoekTbl MOATOTOBJCHHBIX JOKYMEHTOB Iiepe] TMOJIHCAHHEM B psie CIy4yaeB
COTJIACOBBIBAIOTCSl C 3aMHTEPECOBAHHBIMU YUPESKICHUSMHU, CTPYKTYPHBIMU TIOJIpA3ACICHUSIMH,
OTJICIbHBIMU JIOJKHOCTHBIMH JIUIIAMHU.

I'pud cormacoBanus B 3aBHCHUMOCTH OT BHAAa JOKYMEHTA M OCOOEHHOCTEH ero
0(OpPMIICHUS MOXKET IIPOCTABIIATHCS:

- Ha TIEPBOM JIUCTE JJOKYMEHTA (€CIIM JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - Ha TUTYJIBLHOM JIUCTE)
B JICBOM BEpPXHEM YTy Ha ypoBHe Irpuda yTBEp>KICHHUS WIH MOJ HAUMEHOBAHHEM JIOKYMEHTa
OJInXKe K HIPKHEMY T10JT10);

- Ha TIOCTIETHEM JIMCTE JJOKYMEHTA MOJ] TEKCTOM;

- Ha JIUCTE COTJIACOBAHUS, SIBJISIFOIIIEMCS HEOThEMJIEMON YacThIO IOKYMEHTA.

I'pucd cornacoBanus nokymenrta coctout u3 cioa COI'JTACOBAHO, gomkxHOoCTH nH1Ia,
C KOTOpPBIM COIJIacOBaH JOKYMEHT (BKJIOYas HAaWMEHOBaHUE OpraHu3alliu), €ro
COOCTBEHHOPYUYHOM MONMUCH, pacliM(pPOBKU TMOANUCH (MHULUANOB, (amMuiuu) W JaThl
COIJIACOBaHUS.

[Tpumep -

COI''TACOBAHO

JupekTop (Ha3BaHHE OpraHU3aI1H)
(moxmucek) N.O. Gamunus

Jara

Ecnu cornacoBaHue OCyIIECTBIIETCS KOJUIETHAIbHBIM OPraHOM, B TpU(E COTIacOBaHUs
yKa3bIBalOT CBEJIEHUs 00 OpraHe, COIVIACOBABIIEM IOKYMEHT, JaTe W HOMepe MPOTOKoja, B
KOTOPOM 3a(MKCHpPOBAHO pELICHHE O corjlacoBaHuu. Ecim cormacoBaHHe OCYIIECTBIISETCS
MHACBMOM, YKa3bIBalOT BUJI IOKYMEHTA, OPraHU3alMIo - aBTOpa JTOKYMEHTA, 1aTy U HOMEP IIUCbMA.
ITpumepst

1 COIJIACOBAHO
Yupasisilouum coBeTOM

MBOY COLI Nel

(mpoToko. ot Ne )
2 COIJIACOBAHO

nucsMoM Pocapxusa

or Ne

3.14. Bwu3a coriiacoBaHusl TOKYMEHTA.

Bu3el coriracoBaHusl IOKYMEHTa — PEKBU3HT JOKYMEHTA, YKA3bIBAIONIMI HA COTJIACHE HITU
HEecorJlacue JOJDKHOCTHOTO JIMIa 00pa3oBaTeNbHOW OpraHHW3aIllii C COJEp>KaHHUEM IPOEKTa
JIOKyMEHTA (J1ajiee — BU3a).

IIpumep

3aMecTuTeNh TUPEKTOpa 10 BOCIUTATENbHOM padoTe

JInynas nmoamnuch N.N. BanoBa
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10.10.2023

OdopmiieHHass TakuM 00pa3oM BU3a O3HA4YaeT COIMNIACHE JIOJDKHOCTHOTO JIMIA C
COZIepIKaHHEM TOKYMEHTA.
[Tpu HanmU4MK 3aMeYaHM 1O JOKYMEHTY BU3Y O(DOPMIISIOT CIEAYIONTUM 00pa3oM:

3aMevaHus NpuiIararTCs
3aMecTuTeNh TUPEKTOpa 0 BOCIUTATENbHOM padoTe

JInynas nmoamnuch N.N. BanoBa

10.10.2023

JIOKyMEHT BHU3UPYETCAd MCIOJHUTEIEM U  3aUHTEPECOBAHHBIMM B  JIOKYMEHTE
JOJDKHOCTHBIMU JIMIIAMH, PYKOBOAMTEIEM 00pa30BaTeIbHONW OpraHU3aIliH.

3amedaHus JOJKHBI ObITh IPECTABICHBI Ha OT/AEIbHOM JIUCTE, KOTOPBIN MOIIUCHIBAIOT,
JATUPYIOT U MPUJIATAOT K JOKYMEHTY.

B noxymenrax, NOJUIMHHUKYA KOTOPBIX XPAHATCS B OPraHU3aLMU, BU3BI IIPOCTABIIAIOT HA
HOCJIEIHEM JIMCTE AOKYMEHTa II0J IOAINUCHIO, Ha 000pOTE MOCIENHEro JINCTa IOAIMHHUKA
JIOKYMEHTa WM Ha JUCTEe COIJIacOBaHUs (BU3MPOBAHUS ), IPUIAraeMOM K JOKYMEHTY.

B wucxomdmmx MOKyMEHTax BH3bl IPOCTABIAIOTCS Ha JK3EMIULIPAaX JOKYMEHTOB,
[IOMEIIAEMBIX B JEJIO.

3.15. TIloamucsk.

JIOMKHOCTHBIE  JIMIIa TMOJIMCHIBAIOT JOKYMEHThl B Ipefesiax CBOUX IOJHOMOYHH,
ONpeNeIeHHbIX ~ YCTaBOM  00meo0pa3oBaTeNbHOW  OpraHM3allud ¥ JOJDKHOCTHBIMHU
MHCTPYKLHUSMHU.

[Tonnuce COCTOMT M3 HAaUMEHOBAHMS JTOJDKHOCTHU JIMIA, KOTOPOE MOINMCHIBAET AOKYMEHT
(MONMHOrO — €eciaM JOKYMEHT HaleyaTaH He Ha OJIaHKe, COKpAIleHHOTO0 — Ha JOKYMEHTE,
HareyaTaHHOM Ha OJjaHKe), ero cOOCTBEHHOPYYHOH MOANUCH, WHUIMAJIOB (MHULUMAI UMEHH),
bammuu.

ITpumepst

He HA OJaHKe:

Jupexrop MBOY COI Ne 888 JInunas noanuce N.0. ®amunus
Ha 0JIaHKe

JupexTop JInuHas noanucey N.0. Pamuians

ITpu opopmieHnn 1oKyMeHTa Ha OJaHKe TOJDKHOCTHOTO JIUIA JOKHOCTD 3TOrO JIMIA B
MOJINCHU HE YKa3bIBACTCH.

IIpumep JInunas noanucey N.0. Pamuiaus

B JOKYMCHTAax, COCTaBJICHHBIX KOMHCCHeﬁ, B IIOAIIMCH YKA3bIBACTCA CTATYyC JIMIa B
COCTaB€ KOMHCCHH.
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[Tpumep -

HpeucenaTeﬂL KOMHUCCHUHU HOI[HHCB I/I.O. (I)aMl/IJII/IH

*L1eHbI KOMHCCHH IMoanuck N.0. ®amuausa
IMoanuch HN.0. ®amunans
IMoanuch HN.0. ®amunans

B cilydae OTCYTCTBUS
PYKOBOJUTENS MPHUKA30M ONPEACISIeTCs JIUIO0, HCIONHAINIEe ero OO0sM3aHHOCTH, a TakKkKe
YIOJIHOMOYEHHOE IOANUCHIBaTh JOKYMEHTBI, IPH 3TOM MOANUCH OQOPMIISETCS C YKa3aHHUEM
cTaTyca JIOJKHOCTHOTI'O JIMILIA B COOTBETCTBUU C NIPUKA30M (pacHOpSKEHUEM).

ITpumep -

H.o0. nmpekTopa IMoanucey HN.0. damuiaus
WJIN:

Hcnonnsrommii 00s13aHHOCTH TUPEKTOPA IHogmucer HN.O.
damuaus

HpI/I MNOoATIMCAHUN NOKYMCHTA JIMIOM, UMCIOIIUM IIPABO IMOAIUCHU B CJIY4a€ BPEMCHHOI'O
OTCYTCTBUSA PYKOBOAUTCIA, HCIIPABIICHHA B HAWMCHOBAHHUC JOJDKHOCTU H pacnm(prBKy
q)aMI/IJ'II/II/I YK€ MOATOTOBJICHHOI'O U COIIACOBAHHOTO MMPOCKTAa JOKYMCHTA BHOCATCA OT PYKH UJIN
C UCITOJIB30BAHUCM COOTBCTCTBYIOIIUX IITAMIIOB.

He AOITYCKACTCA CTABUTH KOCYIO UEPTY, HAAINCH «3a» NNEpE HANMCHOBAHNEM JOJZKHOCTH
Jiania B noArnucu, €CJIM JOKYMCHT NOAMNUCBIBACT HHOC JOJDKHOCTHOC JIMIIO.

3.16. DJeKTpOHHAs MOAMHUCH.

OtMmeTka 00 SJIEKTPOHHOW TOAMKMCH HMCHOJIB3YETCS MPHU BHU3YAIU3alMU 3JIEKTPOHHOTO
JOKYMEHTA, TTOAMICAHHOTO IEKTPOHHON MONHUCHIO, C COOIIOJCHNEM TPeOOBaHNUI:

a) MECTO Pa3MEUIeHUs OTMETKHU 00 3JIEKTPOHHOM MOJMMCU JOJKHBI COOTBETCTBOBATH
MECTy pa3MelIeHHs COOCTBEHHOPYYHOH MOJNUCH B AHAJOTHYHOM JOKYMEHTE Ha OyMakHOM
HOCHTEIIE;

0) DIIEMEHTBl OTMETKH OO0 JJIEKTPOHHOW TOIIHCH JOJDKHBI OBITh BHIUMBIMH U
YUTAEMBIMH ITPH OTOOPAKEHUH JOKYMEHTA B HATYPaJIbHOM pa3Mepe;

B) DJIEMEHTHI OTMETKH OO0 JJIEKTPOHHOW IOANMCH HE JOJDKHBI MEPEeKPBIBATHCS WIIN
HaKJIaIBIBaThCS APYT HA JIPYTa;

I) DJIEMEHTHI OTMETKH 00 DJIEKTPOHHOH MOIIMKCH HE JTOJKHBI TEPEKPHIBATh 3JIEMEHTHI
TEKCTa JIOKYMEHTA U IPYTHe OTMETKHU 00 AJIEKTPOHHOHU MOANKCH (TIPH HAJTMYUH).

OtmeTka 00 D3JEKTPOHHOM MOANMCH M BKIOYaeT ¢pa3y «JlokyMeHT mnonamucaH
AIIEKTPOHHOH MOJITHCHIO», HOMEP CepTHU(HKATa KIF0Ya dIEKTPOHHON MOIIMHCH, (PaMUIIUIO, UM,
OTYECTBO BIIA/ICIbIIAa CEPTU(PHUKATA, CPOK ACHCTBHS cepTU(UKATA KITF0Ya SJIEKTPOHHON TOIITHCH.

IIpumep

JlupekTop JOKYMEHT NOAIINCAH A.B. UBanos

3JIEKTPOHHOM MOJINUCHIO
Cepruduxart lalllaaalllllllIII
Baanenen UBanoB AJiekceil bopucoBuu
HeiicrBurenen ¢ 01.01.2017 no 01.01.2022

3.17. TIleuars.

OTTI/ICK Incyatu 3aBepﬂeT IIOAJIMHHOCTH IIOAIIMCHU HOJI’KHOCTHOI'O JIMIIAa Ha I[OKYMCHTaX,
YIOCTOBEPSIONINX TIPaBa JIKII, PUKCUPYIOMIHMX (PaKThI, CBSI3aHHBIC ¢ (PMHAHCOBBIMH CPEJICTBAMM,
a TaKKe Ha JOKYMEHTaX, IPEAOCTaBIAEMBIX 3a IPEACIbl OPraHU3aluu U IpeAyCMaTPUBAIOIIUX
3aBepeHUE TOJUIMHHOCTH TOJIUCH. BHYTpeHHHE JOKYMEHTHI (TIPHUKa3bl, MPOTOKOJIBI U T.JI.)
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MeYaThi0 HE 3aBEPSAIOTCS.
[leyaTp mpocTaBisieTcs, HE 3axBaThiBasi COOCTBEHHOPYYHOH MOJIIUCH JIMIA, TOJIMKCABILIETO
JOKYMEHT, Wi B MecTe, 0003HaueHHOM «MI» («Mecto neuatn).

3.18. Ormerka 00 HCIOJIHHTEJIE.

OtMeTka 00 HCIOJIHHUTENE BKJIIOYAET B ce0s (paMUIIUIO, MMS, OTYECTBO HCIIOTHUTEIIS
JIOKyMEHTa, HOMep ero TenedoHa.

OTMeTKa 06 HUCIIOJIHUTCIIC MOXET JOIIOJIHATHECA HAaMMCHOBAHHUCM JOJDKHOCTH,
CTPYKTYPHOTO TIOJIpa3/ieJICHUs U AJICKTPOHHBIM aJpeCOM UCITOJTHUTEIIA.

OtMerka 00 wucmoigHUTENe OGOPMIISIETCS HAa JIMIEBOM CTOPOHE IIOCJCIHErO JIMCTa
JIOKYMEHTa OT TPaHMIIbI JIEBOTO TIOJISI JTH, TIPY OTCYTCTBUH MECTA, - HA 000POTHOM CTOPOHE BHU3Y
clIeBa.

[Tpumep -

3a6eaun UBan AnjapeeBudy,

KoHTpoJibHOE ynpaBjieHHe, BeAyIHii CrenuaiucT,

+7(978) 924-45-67, Zabelin@gov.ru

OtMmeTka 00 MCIIOJTHUTENE MOXKET OOPMIIATHCA KaK HIDKHUN KOJIOHTHTYJ U TIe4aTaThCs
MPUGPTOM MEHBIIETO pa3Mepa.

3.19.  Ormerka 0 3aBepeHHH KONHHU.

OOpasoBarenbHasi OpraHu3allsl MOXXET 3aBEpATh KOMHUU TOJBKO TeX JAOKYMEHTOB,
KOTOpBIE CO3/Ial0TCS B HEH, a TAK)KE B CITy4asix, MPEAYCMOTPEHHBIX B a03a1ie BTOPOM HACTOSILETO
nyHkta. Konus 1oKkyMeHTa M3roTaBiIMBAETCS U BBIJAETCS TOJIBKO C pa3pellieHUs PyKOBOIUTEN
OpraHu3aIliy, ero 3aMEeCTUTENCH UM PYKOBOJUTENS CTPYKTYPHOTO TIOpa3 IeICHUsI.

B ciyuae moAroToBKM JOKYMEHTOB JUIsL MPEJOCTAaBIICHUS CYIEOHBIM OpraHam, IpH
pEIIeHNH BOIIPOCOB IO MPUHATHIO JIUI] Ha paboTy, 00y4eHue, YAOCTOBEPEHUSI UX TPYAOBBIX U
JPYTUX MpaB BO B3aUMOOTHOIIEHUSX C YUPEXKJIECHHEM, a TaKKe MPU (OPMHUPOBAHUU JIMYHBIX A€
paboTHUKOB 00IIe00pa3oBaTeIbHas OpraHU3AIMs MOXET HM3TOTaBJIMBATh KOIMHH JOKYMEHTOB,
BBIJIJAaHHBIX JPYTUMH YUPEKACHUAMH (KOIUH JJOKYMEHTOB 00 00pa30oBaHUU U Jp.).

[Ipu BbITaye KOMUM JOKYMEHT BOCHPOM3BOJUTCS MOJHOCTHIO (OJaHK 0Opa3oBaTEIbHOMN
OpraHu3alu, HoMep, Jarta, CoJlepXKaHue u T. 11.).

B npaBom BepxHeMm yriry konuu numeTcst ciioBo «Komwst». [Tpu Beigaue KOmuu ¢ KoUK
cienyet nucatb «Komus ¢ Konumy».

Ecmu xomust ansi BHYTPEHHETro TMOJB30BaHMSA, TO JUISI 3aBEPEHUsT HUKE PEKBU3HTA
«[Tonmucey MPOCTaBISIOT 3aBEPUTEIbHYIO HAAMHUCh: «BepHOY»; JOKHOCTD JIMIIA, 3aBEPSIIOIIEro
KOIUIO; JTUYHYIO MONHNCH; pacCIMPPOBKY MOANUCH (MHUIUAIIBI, ((aMUITUIO); AaTy 3aBEPEHMUSL.

ITpumep -

BepHo
Cexperaps/CnenuajmncT no Kagpam
JIvuHas noagnuch B.B. UBanoBa

10.10.2023

Ecnn xomust BblmaeTcst AJis NPENCTaBICHUS B JIPYryl0 OpraHu3aluio, TO OTMETKa O
3aBEPEHUM KOIWHU JTOTIOJHSACTCS HAAMKUCHI0O O MECTE XpaHEHUs JOKYMEHTa, ¢ KOTOpPOro Oblia
M3TOTOBJICHA KOMUS, M 3aBEPSAETCS MeYaThI0 OPraHU3alUU.

[Tpumep -

[Mopnmuunuk nokymenta Haxoautcss B MBOVY Illkona Ne 3 B nene Ne 12-k 3a 2022 rog.
Jnst mpocTaBieHUs OTMETKH O 3aBEPEHUH KOITHH MOYET MCIOJIb30BATHCS IIITAMII.
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3.20. OTMeTKa 0 NOCTYNJIEHHH TOKYMEHTA.

OTMeTKa O MOCTYIUIGHUH JOKYMEHTA CIIYKUT Ul HOATBEPXKAEHHS (haKTa MOCTYIUICHHS
JOKYMEHTa B OpPraHM3alMI0 W BKIIOYAET AATy MOCTYIUICHUS M BXOMASALIMNA PETUCTPAIIMOHHBIN
HOMep JokyMmeHTa. [Ipy HEoOXOAMMOCTH OTMETKa O TIOCTYIUIGHHH MOXET JOTOJIHATHCS
yKa3aHHEM BPEMEHH MOCTYIUICHHUS B Yacax ¥ MUHYTaX U CIoco0a JOCTaBKU TIOKyMEHTA.

OTMeTKa 0 MOCTYIUICHUU TOKYMEHTa MOKET IPOCTABIISATHCS C MOMOIIBIO IITAMIIA.

3.21. Pe3oonus.

Pezoumroninst conepkuT yKazaHHe 10 MCIOJHEHUIO JTOKyMeHTa. Pe3omtonus opopmisercs
Ha CBOOOAHOM MecTe paboyero Mmosis JOKYMEHTa, Ha OJlaHKe PpEe30JIIOLMU WIM BHOCHUTCS
HETOCPEACTBEHHO B CHCTEMY AJIEKTPOHHOTO JJOKYMEHTO000pOTA.

Pe3osmronns Brito4aeT: (paMHIINIO, MHULIMAIBI UCIIOJHUTENS (UCIIOJHUTENEH), TIOpyYeHUe
0 JIOKyMEHTY, IpH HEOOXOJMMOCTH - CPOK HCIIOJHEHUS, NOINHCh JIUIA, BBIHECIIETO
PE30JIIOLHIO, ATy PE30JIIOLIUH.

Pe3omtonus, kak npaBuiio, MUILETCS OT PYKU PYKOBOJUTENEM Ha MOJIMHHUKE JOKYMEHTa
Ha CBOOO/IHOM OT TEKCTa MECTE.

[Tpumep -

®amuiausa U.0.
IIpoury noaroroBuTs Npenoxenus k 10.11.2021.

IHoanuce

Jlara

3.22.  OTMeTKa 0 KOHTpO.JIe.

OTMeTKka O KOHTpPOJE CBHUJAETEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOIIb,
MMPOCTABJIACTCA IITAMIIOM HJIM MPOU3BOAUTCA 3allMCh OT PYKH ((KOHTpOJ'IB» Ha BCPXHEM IIOJIC
JIOKYMEHTA.

Kontposnto nojmexar Bce 3aperucTpupoBaHHbIC TOKYMEHTHI, TPEOYIOIINE UCTIOTHEHUS.

CpokHu HCHOJHEHUs JOKYMEHTa YCTaHaBIMBAIOTCS B COOTBETCTBHUM CO CpPOKAMH,
0003HaYEeHHBIMU 3aKOHOJATEIHCTBOM, OpraHU3aIlMell, HAllpaBUBIIIECH MOPYUYEHHUE WJIU MPOCKOY,
pacmopsiAUTENIbHBIM ~ JIOKYMEHTOM WJIM  PE30JIONMed  PYKOBOAWMTENS  00pa3oBaTENbHOMN
OpraHH3aIiHy.

Cpoxk npocrtainsiercs: B GopMe AaThl 3aBEPIICHUS UCTIOTHEHHUSI.

3.23. OTMeTka 0 HANPaBJIEHUH TOKYMEHTA B /1€J10.

OTMeTKa O HamnpaBJICHUH JIOKYMEHTa B JIEJIO ONpPEIEISIeT MECTO XpaHEHHUs JIOKyMEHTa
noclie 3aBepIieHrs paboThl ¢ HUM U BKIIIOYAET: clioBa «B 1enoy», nHAeKe Jefia Mo HOMEHKIaType
JIeNI, B KOTOpPOE IOMEIIAeTCs JOKYMEHT Ha XpaHEHHe, ¢ YKa3aHHEeM Toja, JODKHOCTH JIMIIA,
O0(OPMUBIIIETO OTMETKY, MOAIMUCH, AATHI.

ITpumep -
B nesno Ne 01-18 3a 2020 r.
Cekperapsb
IMoanucek Jdara
OTMeTKa O HampaBJIEHUH TOKYMEHTA B JIEJI0O MOKET JOMOJHATHCS KPATKUMU CBEACHUSIMU
0 XapakTepe UCIIOJTHEHHSI IOKYMEHTA.

4. TpeOGoBaHHUS K COCTABJICHHIO HEKOTOPBHIX BUA0B 10KYMEHTOB.
4.1. Ilpukas.

[Ipuka3z - mpaBOBOM JIOKAJIbHBIA HOPMATHMBHBIM aKT, KOTOPBIA HM3JAETCS €AMHOIMYHO
PYKOBOJIUTENEM O00pa3oBaTEIbHON OpraHM3alldd U YIOCTOBEPSET PELICHHS OpraHU3alllOHHO-
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pacmnopsiANTETHLHOTO XapaKTepa.

[Ipuka3pl M31a0TCST 1O OCHOBHBIM BOIIPOCAaM  JIEATEIbHOCTH, aJMUHUCTPATUBHO-
XO3SUCTBEHHBIM BOMPOCAaM U KaJpPOBBIM BOIpocaMm (JIMYHOMY COCTaBy) oOpa3oBaTeNbHOM
OpraHH3aIiy.

[Ipuka3 noanucsIBaeTCsl B COOTBETCTBUU C TpeOOBaHUSIMHU, YKa3aHHBIMU B PexomMeHnanuu.

[Tocne moamucaHus MpuKa3a M3MEHEHUS W/WIM JOTOJHEHUS B HEro BHOCATCS IyTEM
U3JIaHUSI HOBOT'O IIPHUKa3a O BHECEHUU U3MEHEHHUH U/UITU TONIOTHEHUI.

[Ipuka3, kak mpaBmiio, odopmisieTcss Ha OyiaHKe 00pa30BaTENbHONW OpTraHU3AIMH B
MEYaTHOM BH/JIE.

[Tpuka3 uMeeT cieayromue peKBU3UTHI: HAMMEHOBAaHUE 00pa30BaTEIbLHON OpraHU3aIlUH
COTJIaCHO yCTaBy; HauMeHoBaHue Buaa fokymeHnTa (IIPUKA3), nara, Homep, MECTO COCTaBICHMS,
3aroJIOBOK K TEKCTY, TEKCT, HAaUMEHOBAHHUE JOJDKHOCTH, IOJIUCH JIOJDKHOCTHOIO JIMIA
(uHMLIKANBL, aMIIIKS), BU3bI COTTIACOBAHUS, 03HAKOMJICHHS.

Jlaroit mpukasa (pacropspKeHus) sSBIsETCs jara ero moxnucanus. Jlata odopmisercs
u(GpOBBIM CIIOCOOOM; HOMEpP COCTOMT U3 3Haka «No» W TMOPSAKOBOTO HOMEpa MpHKasza: OT
00.00.0000 Ne 000.

Copep:xanue nMpuKasza KpaTko U3JIaraeTcs B 3aroJIOBKe, KOTOPbII HAUWHACTCS C Mpeuiora
«O» ¥ cOCTaBISETCS C IOMOILBIO OTTJIAroJIbHOTIO CYIECTBUTENBHOTO («O0 yTBepKaeHUH...», «O
CO3/IaHMH...») WU CYHIECTBUTENBHOTO («O0 uTorax...»).

B npukasax TekcT usnaraercs OT IepBOTro JIMIA €IMHCTBEHHOTO YnCa («IIPUKa3bIBAIO»).

Bo Bpems 03HaKOMIIEHHUS C IPUKA30M YKa3aHHBIMU B HEM JIMIIAMU Ha MIEPBOM IK3EMILIAPE
[IPUKAa3a IPOCTABIISIFOTCS MOIKMCH C YKa3aHUEM J1aThl 03HAKOMIICHUSI.

Howmepa cTpanuil npocTaBisioTcs ocepeHe BEPXHETo MoJIs JUCTa HAaYUHAas CO BTOPOTO
JUCTA.

[Ipuka3bl HymMepyIOTCS B MOPSAKE UX U3AAHUS B Mpeaenax KaleHAapHOIo ro/ia; IpuKasbl
[0 OCHOBHOMW JEATEJILHOCTH U MO KaJIPOBBIM BOMNpOCaM (JUYHOIO COCTaBa) UMEIOT OT/EIbHYIO
MOPSIKOBYIO HyMEpPALMIO.

[Ipu Hymepanny NpuKa3oB JI0MYCKAETCs UCIOJIb30BAHNE AOMOJHUTENbHBIX OYKB.

[Tpumep:
K- xanpsr;
JI - INYHBIA COCTAB;
O- ocHOBHAa 1eITEJIbHOCTD;
Y — o0Oyuarommecs.
[Ipuka3 BCTymaeT B CHIIy C MOMEHTA €ro MOJAMUCAHUS PYKOBOAUTENIEM 00pa3oBaTebHOM
OpraHM3aIiy, eCIM B TEKCTE HE YKa3aHO APYToro cpoka.
[Tpukassl peructpupyrorcs B Kuure/sxypHaie peructpanuu npukasoB (npunoscenue 2).
[Ipukaszsr  dopmupyrorcss B [eno oaun pa3 B kBapTtan. Kuura/xyphHan
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIUISETCS MOAMKUCHI0 PYKOBOIUTEINS M MEYATHIO
obpasoBaTenbHOM opranu3anuu (mpuiaoxenue 1). B kouie kajgenaapuoro roaa Jlemo (He 6osee
250 nuctoB) odopmitsiercs B cOoTBeTCTBUU ¢ [lonoxeHnem 06 apxuBe.

4.2. Tlpuka3bl N0 OCHOBHO¥ /1eSITeJIbLHOCTH.

Texct npukaza Mo BoIpocaM OCHOBHOHM JIESTENBHOCTH 00pa3oBaTeNbHOM OpraHu3aliu
COCTOMT M3 JIBYX YacTel - KOHCTaTUpYIoLIeH (MpeamMOyIibl) U pacopsiAUTEIbHOM.

B koHcTaTupyromei 4acTu OTpaXkaroTcs LENM W 3aJadd MPEANUChIBAEMBIX JEUCTBUH,
MPUYMHBl W3JIaHUSl TpUKa3a, JaeTcs CChUIKA Ha JIOKYMEHT, MOCIY)KMBIIMA OCHOBAaHUEM st
NOJArOTOBKM IpHKa3a. YKa3aHHas 4acTb MOKET HAaUMHATHCS cO cl0oB «Bo mcnosHeHue...», «C
LEeNbI0...» W ToMy mnojo0Hoe. Ecim [OKyMEHT wu3gaeTcs Ha OCHOBAHMM  JIPYroro
pacnopsiANTENBLHOTO JOKYMEHTA, B KOHCTaTUPYIOIIEH YacTH yKa3blBacTCs Ha3BaHHE BHUJA 3TOTO
JOKyMeHTa, ero aBTop (Munucrepcrso, CoBeT MUHUCTPOB U [1p.), AaTa, HOMEP U 3aroJoBOK.
Touka B KOHIIE KOHCTaTUPYIOIEH YaCTU HE CTaBUTCH.
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PacnopsigutensHas vacte npukaza HauumHaeTcsi co cinoBa [TPMKA3BIBAIO, kotopoe
MIEYaTaAeTCsl ¢ HOBOW CTPOKHU OONBIMME OYKBaMu 0€3 OTCTYIUICHHSI OT JICBOTO TOJIS U KaBhIUEK,
MOCJIE Yero CTaBUTCS JIBOETOUHE.

PacniopsiqutensHas 4acTh ACNUTCS HA MYHKThl M MOJIMYHKTBI, KOTOpPbIE HYMEpYIOTCS
apa0ckumu udpamu. B kaxaoM MyHKTe AOMKHBI OBITH yKa3aHbl WCIOJHUTENN, KOHKPETHBIC
3amanus (MOPYYEHHUsI) U CPOKH UX BBINOJHEHUA. VICMONHUTENM MOTYT OBITh HAa3BaHBI TAKXKE
00001IEHHO: «PYKOBOJUTENSIM METOIMYECKUX O0BEAMHEHUI», «3aMECTUTENSAM AupekTopay. [Ipu
3TOM, KaK IIPaBUJIO, HE IPUMEHSETCS HAIMCAHUE HEKOHKPETHBIX [TOPYUYEHUH, KOTOPbIE COAEpKAT
cJoBa: «YCKOPHUTHY, CYTYULIUTHY, «aKTHUBU3UPOBATB»,  «OOpaTUTh  BHHUMAaHUEY,
«COBEPIIEHCTBOBATDHY, «IPOJOJIKUTH» U T.II.

OtnenpHble 3amaHus (HAIpUMEp, 3allaHusi, cojepKamue HUQPPOBBIE JAHHBIE) MOTYT
0OpPMITITBCS B BUC MPUIIOKEHHS K MTPUKA3Y CO CCHUTKON HA HUX B COOTBETCTBYIOIIUX MYyHKTAX
npuKasa u opopMIIIOTCS COTIacHO JaHHBIM PexoMeHnanusmM.

CrpaHulibl IpHUKa3a U MPUIOKEHUN HYMEPYIOTCS KaK €IMHBIA JOKYMEHT.

Ecnu npukazoM oTMeHsIeTCs MPEABLAYIIHI pacopsIUTENbHBIN TOKYMEHT, B paCIOPAIUTEIbHOM
YaCTH YKa3bIBa€TCS MYHKT, KOTOPBIM JOHKEH HAYMHATHCS cO CioB: «lIpu3Hath yTpaTuBIIUM
CUILY...».

V3MeHeHus, BHOCHMBIE B IPUKa3, 0OPMIIIIOTCS OTJEIbHBIM IIPUKA30M, KOTOPBIH JOJKEH
UMETh TaKoH 3arojoBok: «O BHECEHUH U3MEHEHUN U/UITU TOTIOJTHEHUH B MIPHUKA3 ...» C YKa3aHUEM
JaThl, HOMEpa, 3arojioBKa paclnopsIUTENIbHOIO JOKYMEHTAa, B KOTOPBIM BHOCSATCS M3MEHEHUS.
PacniopsimuTenbHas 4acTh MpUKa3a HAUMHAETCS C TAKOTO MyHKTA!

1. BHecTu u3MeHeHHs B IPUKA3...

Jlanee OTAENbHBIMH MOAMYHKTAMU (OPMYITUPYIOTCS U3MEHEHHUS B PACIOPSAUTEIbHBIN
JIOKYMEHT.

ITpumep -

1) myHKT 2 U3T0KHUTH B CIIEAYIOMIEH peaKIHi;

2) MyHKT 3 MCKITIOYHT;

3) ab63a1] BTOpoii MyHKTa 4 JOMOIHUTH CIIOBAMU...

Ecnm u3meHeHust B pacriopsiANTENbHBIA TOKYMEHT OGOPMIIIIOTCS Ha OTJEIBHOM JIHCTE
(7tucTax), B MepBOM IYHKTE PACTIOPSIUTEIHHON YaCTH PHUKa3a YKa3bIBACTCS:

1. BHecTn M3MEHEHUS B...
[Tocneauuii MYHKT pacMOpPsAIUTENBHON YacTH B CiIyd4ae HEOOXOAMMOCTH MOXKET COAepXkaTb
pelieHrue O BO3JIOKEHUU Ha JIOJDKHOCTHOE JHUIO0 (YHKIMH MO KOHTPOJIO 32 HMCIOJHEHHEM
IpUKasa.

4.3. llpuka3bl 10 KaAPOBBIM BOIPOCAM.

[Ipuka3el MO KaapoBBIM BOMpocaM (JIMYHOMY COCTaBy) OG(OpPMIISIOTCS Kak B
yaudunupoBanHoit ¢opme (Ilocranosnenune I'ockomcrara P® or 05.01.2004 Ne 1 «O6
YTBEP)KICHHH YHHU(PHIIMPOBAHHBIX (OPM MEPBUYHON YIETHOW TOKYMEHTAIIUH TI0 yYETy TpyJAa U
€ro OIUIAaThI»), TaK U B TEKCTOBOM.

JlaHHBIIA BU TPUKA30B OQPOPMIISIETCS B BUIEC WHAWBHYaTBHOTO HIIH CBOIHOTO.

B uHauBuayansHOM IpuKase coAep KUTCs HHpopMalys 00 0JHOM pabOTHHKE; B CBOAHOM
- 0 HECKOJIbKUX, HE3aBHCUMO OT TOTO, KaKHE yIPABICHUYECKUE PEIICHUS 110 HUM NPUHUMAIOTCS
(mpueM Ha paboTy, Ha3HaYeHHE Ha JOJDKHOCTb, MEPEBOJ] Ha APYIyI0 TOJHKHOCTH (paboTy),
YBOJIbHEHHUE H JIP.).

ConepxaHre MHIMBHYaJbHOTO MpPHKa3a MO KaJpOBBIM BOMpocaM (JINYHOTO COCTaBa)
KpaTKO M3J1araeTcs B 3arojioBKe, KOTOpBIM HauumHaercs ¢ mpemiora «O» M cocTaBisercs ¢
MOMOIIBIO OTIJIAr0JILHOTO CYIIECTBUTENBHOTO: «O Ha3HAUEHHH...», «O IPUHATHH...». B CBOIHBIX
IPUKa3ax MOXKET MPUMEHATHCS 0000IEHHBIN 3aroaoBok: «O KaapoBbIX Bolpocaxy, «O JINYHOM
COCTaBe».

B Tekcre mnpukaza mo KaapoBbIM BolpocaM (JIMYHOMY COCTaBY), Kak IpaBHIIO,
KOHCTaTHPYIOIIAs 4aCTh HE OTMEUACTCH.
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PacnopsinutenbHas 4acTe IpHKa3a HAuyMHAEeTCs, Kak @paBWiIo, C IJlaroja B
HeonpeneneHHoit ¢opme: «lIpunsiarte», «Haznauutb», «llepeBectn», «OOBABUTHY H TOMY
mogoOHoeE.

Jlanee yka3pIBatoTCsl (haMHIIUS, UMSI, OTYECTBO (MPU HAJTMYWHU) PaOOTHUKA, HA KOTOPOTO
pacrpocTpaHsieTcs JeiicTBUe NpHKas3a, U TEKCT IpUKa3a. B cBogHOM mpukase GpamMuiInu Ul B
npezenax MyHKTOB pa3MeEIaoTcs 1Mo andaBuTy.

B npukase o Ha3HaYeHUHU WM YBOJIBHEHUM PaOOTHUKA yKa3bIBaeTCA MOJIHAs JaTa (4UCIo,
Mecsll, roJ]) paKTHYECKOT0o BBIX01a pabOTHHKA HA paboTy (MPEeKpaleHus TPYAOBbIX OTHOILICHHIA),
pasMepsl ero JOHKHOCTHOTO OKJIaJa COTIaCHO LITATHOMY PaclMCaHUIo.

B cBOgHOM mpuKase 1Mo KaJApOBBHIM BONPOCAM (JIMYHOMY COCTaBY) B PAaCHOPSAUTEIBHYIO
YacTh BKJIIOYAeTCA MHPOPMAaLUs, KOTOPas pa3MeIIaeTcs B TAKOW MOCII€0BAaTEIbHOCTH: IPUEM Ha
paboTy, mepeBo/l, yBOJIbHEHHE.

B kaxJIoM myHKTEe NpHKasza [0 KaJpOBbIM BOIpocaM (JINYHOMY COCTaBY) yKa3bIBaeTCs
OCHOBaHHME OTHOCHUTEIBHO €ro W3JaHusd (3asBieHHE pPa0OTHUKA, TPYIOBOWH JIOTOBOP
(cornamenue), TOKJIAAHAs 3alUCKa, MPEACTaBIE€HUE, XOJaTalCTBO, PELIeHUE aTTeCTallMOHHON
KOMUCCHH 00111e00pa30BaTeIbHON OPraHn3alnun) U T. .

4.4. Pacnopsixenue.

Pacniopsikenue - pacniopsiIUTENbHBIN JIOKAaJIbHBI HOPMAaTUBHBIN IPABOBOM aKT, KOTOPBII
U31a€TCSl PYKOBOISIIIMM paOOTHHUKOM 00pa3oBaTeIbHOM OpraHnn3anuy (HarpuMep, 3aMeCTUTEIIEM
PYKOBOJUTENS, PyKOBOAMUTENIEM CTPYKTYPHOI'O HOJpa3/iesieHus ) 110 BoIpocaM MH()OpMaIMOHHO-
METOJUYECKOr0, aJMUHUCTPATUBHO-XO3SNUCTBEHHOT0O M  OPraHM3allMOHHOTO  XapakTepa,
BXOJSILIIUM B €70 KOMIIETEHIUIO.

PacnopspxkenreM oQOpMIISIOTCS] BOITPOCH KPATKOCPOYHOT'O OJTHOPA30BOT0 XapaKTepa.

PacrniopsikeHus COCTaBISAIOTCS aHAIOTUYHO MPUKa3aM (B I€4aTHOM BapHaHTE) MOXKHO Oe3
cnoBa «[IPUKA3BIBAIO».

KoHcTratupyromas 4acTb TEKCTa B PaCHOPSDKEHUAX OTHEISIETCS OT PACIOpPsIUTENbHON
gyactu cinoBamu: «[IPEJJIATAIO», «PEKOMEHVYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXOUMBbIM».

Pacniopsbxenust  peructpupyrorcss B KHure/xypHaie peructpanuu pacrnopssKeHUi
(npunooicenue 2). Kuura/xxypHanl HpOHYMEPOBBIBACTCS, MPOLIHYPOBBIBACTCS, CKPEILISETCS
MOJIMUCBI0O PYKOBOAMTENS U TeYaThlo 00pa3oBaTelIbHOM opraHu3zauuu. PacnopsbxeHus
dopmupyrorcs B Jleno oauH pa3 B kBapTai. B koHue kanennapuoro roga Jlemno (He Gonee 250
TUCTOB) oopmiisercss B cooTBeTcTBUH € [lonoxeHnem 06 apxuse.

4.5. IIporoko.i.

IIporiecchl mpUMEHEHHsT YIPaBICHUECKUX pEIIeHUH 00pa30BaTesIbHOM OpraHu3anuei u
caMH peIIeHUsl TOKYMEHTUPYIOTCS C MOMOIIbI0 MPOTOKOJOB KOH(EPEeHLIUH, MeJarorniyeckux
COBETOB, KOMUCCUH U TIP.

B npoTokonax 3acenaHuii KOJUIETHAIBHBIX U COBEIIATENIbHBIX OPraHOB TEKCT U3JIaraeTcs
OT TPEThEro JIMIA EOUHCTBEHHOIO0 4Hciaa («II€JaroruyecKuii COBET... IIOCTAHOBIIAETY,
«coOpaHHue... PEIIHIIO»).

IIpoTokoi cocTaBisieTcsl HA OCHOBAHUH 3aIIUCEN, CEIaHHBIX HEMOCPEACTBEHHO BO BpEMS
3aceZlaHui, MPEeCTaBIEHHBIX TEKCTOB U T€3UCOB JI0KJIAJ0B U BBICTYIUIEHUH, CIIPABOK, IIPOEKTOB
peLICHU.

[IpoToKoJ1 MOKET COCTaBIATHCS KaK B PYKOIIMCHOM, TaK U B eyaTHOU (opme.

JlaTol mpoTokouIa SBJsETCs AaTa NIpoBeAcHUs 3aceanus. Eciin 3aceanne npo1oikanoch
HECKOJIBKO JTHEW, TO YEPE3 TUPE YKA3ZBIBAIOTCA MEPBBIN U MOCIEAHUN JE€Hb 3aCEIaHuUs.

Homep mnpoTokona m[OKEH COOTBETCTBOBAaTh IOPAJKOBOMY HOMEPY 3aceJaHMs.
Hymepanusi npoToko/10B BeAeTcsl B Npeaeaax KaJeHIapHOro roga OTIENIBHO IO KaXIOoU
IpyINIe NPOTOKOJIOB 3aCE€JaHMs COOTBETCTBYIOLIETO KOJIJIETHAIBHOTO OpraHa.

B pexBu3nTe «MECTO 3aCENaHU» YKA3bIBACTCS HA3BaHUE HACEIIEHHOTO ITyHKTA, B KOTOPOM
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COCTOSIIOCH 3aCEJIaHue.

3aroJoBOK K TEKCTY HIPOTOKOJIa JOJDKEH OTOOpakaTh BUJA 3acelaHus (COBELIaHWE,
cobpanue, KOHGEPEHIS | T.11.) WK KOJUICTHATBHOM AesTEIbHOCTH (KOMUCCHSI, COBET, cCOOpaHue,
pabouas rpynna 4 T.11.) U BKJIIOYaTh Ha3BaHUE BU/1Aa JOKYMEHTA.

TekcT mpoTOKOJIa COCTOUT U3 BBOJAHOW U OCHOBHOW YacTeH.

BBomnas wacth comepxkutr moctosHHyO wuHpopmanuio (cnoBa I[IPEJICEJIATEJID,
CEKPETAPD, TTPUCYTCTBOBAJIN) u nepeMenHyto (haMuaus, HHUIUAILI MPEACeaaTes,
CeKperaps H  TNPUCYTCTByIOHmMX). IIpp  HEOOXOIMMOCTH  yKa3bIBAIOTCS  JOJDKHOCTH
NPUCYTCTBYIOIIMX, a TaKKe HWHUIMAIbI, (aMUINM JOJDKHOCTH JIUI, MPHUIJIAIICHHBIX Ha
cosemtanue. [Ipu xonmuuecTBe ydacTHHKOB Oosee 10 cocTaBisieTcsi COMCOK MPHCYTCTBYIOIIUX,
KOTOPBIN ITPUIIATAeTCs K MPOTOKOILY.

Ecimu mporokon odopmusiercss B medatHoit ¢opme, 1o cnoBa [IPEJICEJATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIN neyaTtatoT OT HYJIEBOTO IMOJOKEHHUS TaOyJIsATOpa, OT 2-TO
MIOJIOKEHHS Ta0YyIISITOPA CTABUTCS TUPE, MHUITHAIIBI M (DaMIIINH MTUIIYT B MMEHUTEILHOM IaJIeKe.
damMIIIMK MPUCYTCTBYIOIIUX PACIONIAraloTcs B al(aBUTHOM MOPSAJKE U IedararoTcs uepes |
MEXCTPOYHBIM MHTEPBAJL.

BBonHas yacTe mpoTokoisia 3akaHuMBaeTcsi moBecTkoMl nHA. CioBa «lloBecTka aHs»
[IEYaTal0T OT HYJEBOTO IOJOXKEHHs TalynaTopa, Mocje HUX CTAaBUTCS JABOETodHe. Bompock
MOBECTKU JHS HyMepyroTcs apabckumu 1udpamu. Kaxaplii HOBBIN BOIpoC meyaTaroT OT 1-ro
MOJIOKEHUS Ta0ysATOpA.

[TocnenoBarenbHOCTh PACHOIOKEHUSI BOIIPOCOB ONPEAEISIETCS] CTENEHbIO UX BaXKHOCTH.
Bormpockl epeuncIsiroTess B MMEHUTEIIBHOM majiexe. Jloknan (ortder, coodmenue, nHbopmanms),
HAaUMEHOBAaHME JOKHOCTH, MHUIMAIBI U (PaMIIIUIO TOKJIaTYMKa MUIITYT B POAUTEILHOM MajeKe.
He pexomenayercst BKIIIOUaTh B MOBECTKY JHS Bompoc «Pasnoey. Kaxapiii Bompoc A0mKeH ObITh
KOHKpeTu3upoBaH. @PopMHUpOBaHUE BOIPOCOB B MOBECTKe JHs HaunHaeTcs ¢ npepiora «O (O6)».

OcHOBHasl 4acTh MPOTOKOJA COCTOUT M3 pPa3JieNoB, KOTOPbIE JAOKHBI COOTBETCTBOBATH
MYHKTaM [OBECTKHU JIHs. Paznensl HymepyroTcs apabckuMu LudpaMu U CTpOSTCS 1O TaKol cxeme:

CJIIYIIAJIA - BBICTVYIINJIA - PEHINIIN (ITOCTAHOBUJIN),

VYKazaHHbIE CIIOBa MEYaTAlOTCs OOJMBIIMMU OykBaMHu 0€3 OTCTyNa OT I'paHHIIbI JIEBOTO
noJist. [locie aTux cioB craBUTCS ABOETOUHE.

Ilocne cnoa CJIVIIHAJIM yka3piBaeTcsl KpAaTKUM TEKCT BBICTYIUIEHUS OCHOBHOIO
JTokJIagurka. amMuins 1 MHALIMAJIBI KayKI0T0 JOKJIaJYMKA IEYaTaTCs C HOBOM CTpoku. KpaTkuit
TEKCT BBICTYIUICHHS U3JIaraeTcsl B TPEThEM JIMIIE €JUHCTBEHHOIO YHCIIA.

TekcTsl WM TE3UCHl JOKJIAJO0B M BBICTYIUICHUH, OQOpPMJIEHHbIE KakK OTJEIbHbIE
JIOKYMEHTBI, B TEKCT ITPOTOKOJIAa HE BKIItoUaroTcs. Ilocne cBenennii o 1oKIaaumuKke CTaBUTCS TUPE
u ykaspiBaeTcs: « TekcT nokiana (BbICTYIIEHUS ) IPUIAraeTcsi K MPOTOKOIY».

ITocne cnosa BBICTYIINIJIN ¢hukcupyroTcst BBICTYIUIEHUSI T€X JIUL], KOTOpPbIE MPHUHSIH
ydyacTue B OOCYXJAEHMM J0KJaaa. BelcTymiueHuss opopMIISIIOTCS B MPOTOKOJE C yKa3aHHWEM
JOJDKHOCTEH, (aMHIIMI M MHUIMANIOB, BBICTYNAIOMIMX B MMEHUTEIBHOM MaJeXe, a TaKkKe C
KpaTKUM HM3JI0)KEHUEM COJIep)KaHUsl Bompoca U OTBeTOB Ha Hero. Copep:kaHHe BBICTYIUICHHUM
M3JIaraeTcsl OT TPETHETO JHUIA €AUHCTBEHHOIO YHCIA.

[Tocne cnoa PEHINIJIM (IIOCTAHOBWJIN) ¢ukcupyercs NpUHATOE pEUICHHE I10
00CyX/1aeMOMY BOIIPOCY TOBECTKM JHA. PelieHne AOMKHO OBITh KOHKPETHBIM W BKJIIOYATh
COCTaBJISIOLIME, KOTOPBIE OTBEYAIOT Ha CIIEAYIOLIUE BOIIPOCKHL: KOMY, UTO C/I€NaTh U B KAKOW CPOK.

Pemenus, coneprkaniyie HECKOJIBKO BOIIPOCOB, TOAPA3AEIAIOTCS HA TYHKTHI U TOAITYHKTHI,
KOTOpBIE HyMepyroTcs apabckumu 1udppamu. [ToamyHKTel HyMepyroTCs HUPpaMu ¢ TOYKOM.

B cnydae, xorja Ha 3aceaHUU NPUHUMAETCS pElIeHHEe 00 YTBEPXKACHUHU JOKYMEHTa,
KOTOPBI 00CYKAaJcs Ha 3aC€AaHUU, 3TOT JOKYMEHT MpHIaraeTcs K MPOTOKOIY U B HEM JieaeTcs
CChIIKA Ha HOMEp U JaTy mporokosa. [Ipy Hamuuum Apyrux AOKYMEHTOB, KOTOpBIE
paccMaTpUBaINCh Ha 3acefaHuu, U (PakT oOCYKIACHHUS KOTOPBHIX ObUI 3a(DMKCHPOBAH B TEKCTE
NPOTOKOJIa, OHM HyMmepyioTcsi apabckumu mmdpamu (Ilpunoxenue 1, Ilpunoxenue 2). B
COOTBETCTBYIOIIMX IMYHKTAX MTPOTOKOJIA JEJIAETCS CChUIKA HAa 3TH MPUIIOKEHHUS.
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[Iporokon mnoAmuchIBaeTCS MPENCEAATENbCTBYIOMIUM Ha 3acCelaHUU KOJIJIETHaIbHOTrO
OpraHa U CEKpeTapeM.

Boimucka u3 mpoTokojia — TOYHAas KOMUS YacTH TEKCTa IOJUIMHHOTO IPOTOKOJA,
OTHOCSIIIIETOCS] K TOMY BOIPOCY MOBECTKU JHS, 10 KOTOPOMY FOTOBHUTCS BBINMKMCKA. BhInucka u3
MPOTOKOJIA COJIEPXKUT  CIEAYIOIIME PEKBU3UTHI: HAUMEHOBaHHE 00IIe00pa30BaTEIbHOM
OpraHu3alliy, Ha3BaHWE BUJA JOKYMEHTa (BBIMUCKA W3 MPOTOKOJIA), JlaTa 3acelaHusi, MECTO
COCTaBJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, IIOJIUCH, OTMETKY O 3aBEPEHHUH KOIIHU.

[Tporokosbl peructpupytoTcs B KHure/skypHaie perucTpaiuu npoToKoioB (npunoscerue
3). Kuwra/kypHan NpOHYMEpPOBBIBACTCS, MPOIIHYPOBBIBACTCS, CKPEIUIACTCS IOIMHUCHIO
PYKOBOJUTENS M Me4YaTbio oOpa3oBarenbHOi opranuzanuu. [IpoTokonsr popmupytores B Jleno
OJIMH pa3 B KBapTal. B koHIe kanennapHoro roaa Jlemo (ae 6osee 250 auctoB) odopmiisercs B
cootBercTBUH ¢ [lonoxenuem 06 apxuse.

4.6. Cay:xxeOHOE MHCHMO.

Cayxe0HO€ THCHMO COCTABIISIETCS C IEJIbl0 OOMeHa WH(pOpMalHMeld W TpPeACTaBiseT
co0oii:

- OTBETHI O BBIIIOJHEHUU 3aJ]aHUi, OIpE/IEJICHHbIX B aKTaX OPraHOB rOCYAApCTBEHHOW BIIACTH,
HOPYYEHHUSAX BBICIIUX JOJKHOCTHBIX JIMIL;

- OTBETHI Ha BBIIIOJIHEHNE IOPYUYEHU I BBILIECTOSAIINX OpraHU3aIuii;

- OTBETHI Ha 3aIPOChI APYTUX YUPEKACHUH;

- OTBETHI Ha OOpAIECHUS TPaK/]IaH;

- OTBETHI Ha 3aMpOChl Ha HHPOPMALUIO;

- MHUIIMATUBHBIC TTHCHMA;

- COIIPOBO/IUTEIIbHBIE TMCHMA.

CnyxeOHOe TucbMO odopMIIsieTcs Ha O1aHKe 00pa3oBaTeIbHON OpraHu3aIliy.

ITucbMo uMeeT cienyrouue peKBU3HUTHI: J1aTa, PErUCTPAllMOHHBIA HOMEp (MCXOASALIHA),
CCBIJIKA Ha PETUCTPALIMOHHBIA HOMED (BXOJAIIMNI) U 1aTy TOKYMEHTa, Ha KOTOPBIM 1aeTcsi OTBET
(mpu HanmW4MM), ajapecar, 3arojioBOK, TEKCT, OTMETKa O HAJWYMU NPWIOKEHUH (B ciydae
HEO0OXOIMMOCTH ), TOANHKCH, cBeieHus 00 ucnoautene (O.1.0., KOHTaKTHBIN HOMep TenedoHa).

JlaToii muceMa SIBISETCS JaTa ero MOANUCAHMs, KOTOpas JOJDKHA COBMAAATh C JAaTOM
perucTpamnyy UCXo el KOpPeCIOHIEHIINY.

OCHOBHBIM PEKBU3UTOM CIIy>KEOHOTO MUChbMa SIBJISETCS TEKCT, KOTOPBIHM, KaK MpaBHiIo,
COCTOMT U3 JIByX yacTeil. B nmepBoil yactu ykas3piBaeTcsi IpUUKMHA, OCHOBAHHUE UM 00OCHOBAaHME
HOJArOTOBKH IMHMCHbMA, MMPUBOJATCS CCBUIKM Ha JOKYMEHTBI, KOTOpbIe OBLIM OCHOBaHHUEM JUIS €ro
coctaBieHus. Bropas yacTh BKIIIOYAeT BBIBOJbI, NPEIJIOKEHHS, MPOCHOBI, pelieHus U T. II.,
KOTOpBIE pa3MelIaTcs ¢ ab3ana.

Kak npaBuio, B nucbMe 3aTparuBaeTcst OAMH BOIIPOC.

TexkcT nucbMa u3naraeTcsi OT MEPBOIO JIMIAa MHOXKECTBEHHOT'O YHCiIa C UCIOIb30BaHUEM
CJIOB: «IIPOCHM COOOIIHTb...», «PA3bACHIEM, UTO...».

CnyebHoe MTHChbMO MOINKCHIBAETCS PYKOBOJIUTENEM 00pa30BaTeIbHOM OpraHu3aluy.

4.7. CnpaBka.

CrnpaBka - TOKYMEHT, TOATBEPKIAIONINN KaKue-Tu00 (DaKThI WM COOBITHS.

CrpaBku OBIBAaIOT BYX BUJIOB:

CrpaBka il ONMUCAaHUS WM TOATBEPXKIEHUS (DAaKTOB, WJIM COOBITHH B JCATEIHHOCTH
OpraHu3aIu.

CrpaBKy COCTaBIAIOTCS MO YKAa3aHUIO BBIMIECTOSAIICH OpraHU3AIMK WIH PYKOBOJUTEIS
o0pa3oBaTenbHON OpraHu3aIiy s HHOOPMAIIMK O BBHITTOIHEHUH TUTAHOB, 33a/IaHUi, TOPyUEHUN
U TIPEJICTABIISIOTCS B YCTAHOBJICHHBIE CPOKH.

Texcm makou cnpasku cocmoum u3 08yx uyacmetl.

B niepBoit yactu u3nararoTcst pakThl, MOCITYKUBIIHE ITOBOJIOM K €€ HAITMCAaHUI0, BO BTOPOM
- MPUBOJATCA KOHKPETHBIC JaHHbIE. BBIBOIBI M NpEnyoKeHHs B CHOpaBKEe HE Jarorcs (3a
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UCKIIIOYEHUEM aHATUTHYECKOI).

CnopaBka J0/DKHA OOBEKTHBHO OTPaXKaTh COCTOSIHME JIeJI, €€ COCTaBJIEHUE TpedyeT
TIIATEIBHOTO cOOpa U MPOBEPKH CBEICHUH, MOTYT IIPUBOAUTHCS TAOIUIIBI.

CrpaBKH, COCTaBJICHHBIE TSl PyKOBOAUTEIISI OPTaHU3AI[|H, TIOITHCHIBAET COCTABUTEb.

CnopaBku, KOTOpBIE COCTAaBISIOTCS MO YKAa3aHUIO BBIMIECTOSINEH OpraHU3alvy,
MOJIKCHIBACT PYKOBOJUTEIH 001Ie00pa30BaTeIbHON OpraHU3allHH.

JlaToii cripaBKH SIBJISICTCS J1aTa €€ MOIHCAHMS.

CrpaBKH, YAOCTOBEpAIONINE IOpUAMYECKUE (AKThI: IMOATBEP)KACHUE MecTa paloThl,
3aHMMaeMOH JJOJDKHOCTH, pa3Mep 3apadOTHOMH IIIaThl  T.JI.

Jlnist HUX TPUMEHSIOTCS YHU(UIIMPOBaHHBIE TpadapeTHbIe OJaHKH.

Takoro pona crpaBKM BBIIAIOTCS IO 3alIpOCaM 3aWHTEPECOBAHHBIX JHIl (COTPYAHUKOB)
WM YUPEKJICHUN ¥ PETHCTPUPYIOTCS B )KypHAJIE BbIIABAEMbIX CIIPABOK.

4.8. lokaagHasi 3alMCKa.

JlokItagHast 3anicKa - TOKyMEHT, aIpECOBAHHBIN PYKOBOIUTENIO U HHOOPMHUPYIOIIUN €ro
0 CJIOXUBIICHCS CUTYallMU, UMEBILIEM MECTO SIBJICHUU WK (paKTe BHIMOITHEHHOMN paboThl, a TAaKKe
COJIEp ANl BEIBOJIBI M TIPEIJIOKEHUS] COCTABUTEIIA.

JlokIiagHas 3aIIMCKa MOYKET BBIMIOJIHATHCS PYKOMUCHBIM CITIOCOOOM.

Tekcr MOKIAQAHOM 3amMUCKM JIETUTCS HA JBE YACTH: IEpBas - KOHCTATUPYIOMIAs, TIie
U3NIATal0TCsl MMEBIIME MeCTO (DaKThl WM OINUCHIBACTCS CHUTyalusi, U BTOpas, B KOTOPOW
M3JIaraeTcs MpeaioKeHHe, Mpochoa.

TexcTy MOKIamHOM 3aMuCKU 0053aTeIbHO MPEIIIECTBYET 3aroJ0BOK, HAYMHAIOIIMICS C
npemiiora «O», «O0».

JloknagHas 3anucka oopmiseTcss Ha TucTe Oymaru.

4.9. AKT.

AKT - JOKYMEHT, COCTABJCHHbIH HECKOJbKMMH JHUUAMH UM MOATBEPKIAKOIINN
yCTaHOBJICHHBIE (PAKThI ¥ AEUCTBUSI. AKTHI O(OPMIISIFOTCS 10 Pe3yabTaTaM PEBU3UHN, IPH TPHEMeE-
nepeaaye Je, CIUCaHu UMYIIECTBA U TOMY MTOJ00HOE.

AKT odopMmisieTcss Ha CTaHAapTHOM JjucTte Oymaru (opmara A4 U UMeeT CleAyIolue
PEKBHM3UTHI: Ha3BaHUE JOKYMEHTa, rpud yTBepkaeHus (Ipu HEOOXOAMMOCTH), JaTa U MECTO
COCTaBIICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, OJIMUCH JUI[ (HE MEHEe TPEeX), KOTOPhIE COCTABIISIIH
aKT.

TekcT akTa COCTOUT U3 BBOJHOW U KOHCTATUPYIOILEH YacTeM.

B BBOIHONM 4acTH yKa3bIBalOTCS OCHOBAHHUS JIJI1 COCTABJICHUS aKTa U HA3bIBAIOTCS JIUIIA,
KOTOPBIE COCTABWIIM aKT WJIM MPUCYTCTBOBAIM IIPU 3TOM. B KOHCTAaTUPYIOLIEH YacTH U3J1aracTcs
CyTb, 331a4H, XapaKTep MpoieTaHHONW pabOThI, YCTAHOBICHHBIE (DAKThI, TPEIOKECHUS U BBIBOIBIL.
Koncratupyromass 4acte MoxkeT 0oQOpMIISIThCS B BHJE TaOnuIipl. B KoHIE TekcTta akTa
3aIACHIBAIOTCS JAHHBIE O KOJIUYECTBE IK3EMIUISPOB aKTa U UX MECTO HAXOKIACHUS.

AKT MOJNUCHIBACTCS BCEMU JIMIIAMH, TPUHUMABIIUMH YYaCTHE B €r0 COCTABJICHUU.

JIuno, nMerolee 3aMeyaHusl K COJIEPKAHUIO aKTa, MOAMMCHIBAET €r0 U H3JaracT CBOE
MHEHHUE Ha OTJAEILHOM JIMCTE, KOTOPBIN MPUJIAraeTcs K aKTy.

4.10. Texerpammbl, TesieoHOrpaMMbl, GaKCHMUISIPHAS CBA3D.

OTO JOKYMEHT II0 OINEpaTHBHBIM BONpOcaM, INepeAaBaeMblii 1o TenedhoHy H
3alMChIBAEMBIN MOJTyYaTEIEM.

O0s3aTenbHBIME PEKBU3UTAMU TaKUX JOKYMEHTOB SIBIISIOTCS:
- HANMEHOBAaHME YUPEXKICHUH apecaHTa u aapecarta;
- PEKBU3HT «OT KOTO» U «KOMY» C YKa3aHHEM JIOJDKHOCTH, (DaMUIINHU, U OTYECTBA JOJKHOCTHBIX
T,
- HOMEp, /aTa ¥ BpeMs [lepelauu U IIpueMa JIOKyMEHTa;
- IOJDKHOCTH M (paMUIINU TepeiaBLIero U MPUHSBILETO TOKYMEHT;
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- HOMepa TeseOHOB;
- TEKCT U NOAIINCH.

[TocTynuBIIvie JOKYMEHTHI JIOJDKHBI UMETh TE JK€ PEKBH3HUTHI, UTO U OTIIPABISIEMBIE, 32
UCKIHOYCHUEM ITOAIINCH.

JIOKYMEHTBI COCTABIISIFOTCS B OJTHOM 9K3EMIUISIPE U MOAMUCHIBAIOTCS PYKOBOIUTEIIEM HITH
OTBCTCTBECHHBIMU UCIIOJIHUTCIbHBIM.

4.11. DneKTPOHHBbIE JOKYMEHTHI.

Ilopsimox cocraBieHusi, OQOPMIIEHUS M COIVIACOBAHUS IPOEKTOB JIEKTPOHHBIX
JOKYMEHTOB OCYILIECTBIISIETCA 1O OOIIMM IIpaBWJIaM JIEJOIPOU3BOJICTBA, YCTAHOBJIEHHBIM B
OTHOILEHUM AaHAJOTMYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEJE. ODJIEKTPOHHBIA JTOKYMEHT
JIOJDKEH HMMETh PEKBU3UTHI, YCTAHOBJICHHBIC [JISI AHAJIOTWYHOTO JIOKyMEHTa Ha OyMa)KHOM
HOCHUTEJIE, 32 UCKIFOYEHUEM OTTUCKA IeYaTH.

B nepeueHb 00s13aTeNbHBIX CBEACHUM O JOKYMEHTaX, UCIOJIb3YEMbIX B LENSIX ydeTa U
IIOUCKAa JIOKYMEHTOB B CHUCTEMax JJIEKTPOHHOI'O JIOKyMEHTO00OpoTa 00pa3zoBaTeabHOM
OpraHu3aluyl B COOTBETCTBHMM C IIpaBWJIaMM JIEJIONPOM3BOJACTBA B 00pa3oBaTeIbHON
OpraHu3alK, BXOJAT:

. aJpecaHt;
. ajpecar;

. JOJKHOCTD, ()aMIUIHAS ¥ MHUIIHAJIBI JIUIIA, TTOAMMCABIIECTO TOKYMEHT;
. BUJI TIOKYMCHTA;

. JaTa TOKyMEHTa;

. HOMEp JJIOKYMCHTA;

. JaTa MOCTYIUICHHSI IOKYMEHTA;

. BXOJISINI HOMEDP TOKYMEHTA;

. CCBIJTKA Ha HCXOSAIIUN HOMED U JaTy JIOKYMEHTA,

. HAaUMEHOBAaHHE JJOKYMEHTA;

. WHJIEKC JIeIa;

. CBEJICHHsI O Tiepeajipecaliui JOKYMEHTa,

. KOJIMYECTBO JTUCTOB OCHOBHOTO JIOKYMEHTA,

. KOJIMUECTBO MPUIIOKESHHUIA;

. o0I1ee KOJTMYECTBO JINCTOB MPUITOKCHHIA,

. YKa3aHUS M0 UCTIOTHEHUIO TOKYMEHTa;

. JIokHOCTE, @. . O. ucnoiHuTEIS;

. OTMETKa 0 KOH(PUACHIINATHLHOCTH.

B cocraB [OMOTHUTENBHBIX CBEIEHUH 00 DIEKTPOHHOM JOKYMEHTE MOTYT OBbITh
BKJIIOYEHBI CBEJICHHSI: HAMMEHOBAHUE aBTOPA JIOKyMEHTa (€CJIM aBTOp HE COBMAJIAET C aJpeCaHTOM
(oTmpaBuTeENEM) AIEKTPOHHOTO JOKYMEHTA), OTMETKA O TIEPEHOCE CPOKA UCTIOJTHEHHSI IOKYMEHTA,
CPOK XpaHEHHs JIOKyMEHTa, HAUMEHOBAHMS IPWIOKEHHMH K DIIEKTPOHHOMY JOKYMEHTY,
KIIFOUYEBBIE CJI0BA, CTAaTYC JOKYMEHTa (IIPOEKT, BEPCHs), BUJI IEpeJaul JOKYMEHTa (3JIE€KTPOHHOM
MOYTOM, MOYTOH, (hakcoM U T. 1.) U Ap.

Cpoku XpaHEHUS DJJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKAaM XpaHEHUS
JIOKYMEHTOB, YCTAaHOBJIEHHBIX 3aKOHOAATEIbHBIMU U MHBIMA HOPMATUBHBIMU IIPAaBOBBIMU aKTaMH
Poccuiickoii @enepanyiv, TUIIOBBIMHU NEPEUHAMHU JJIsI aHAJIOTUYHBIX TOKYMEHTOB Ha OYMa)XHOM
HOCHTEJIE.

5. OpraHuszauus J0KyMeHT0000p0Ta U HCIOJIHEHHS IOKYMEHTOB.

5.1. Ilpuem n 00paboTKa MOCTYNAIOIINX JOKYMEHTOB.
JIBIKE€HHE JOKYMEHTOB C MOMEHTa MX CO3JaHMs WIM IOJYy4eHHs 0 3aBEpLICHMS
UCTIOJIHEHUS MJTH OTIIPaBKU 00pa3yeT JOKYyMEHTOOO0POT.
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B nmoxymeHnTooOGopore 00pa3oBaTeNbHON OpraHU3alldd  BBIIEISIIOTCS — CIEAYIOLIUE
JIOKYMEHTOTIOTOKHU:

a) BXOJAIIAasi KOPPECTIOHACHIINS (FOpUInYeCKUe U (PU3NIECKUE JTUTIA);

0) UCXosIIast KOPPECIOHICHITUS (FOPUIUIECKIE U (DU3UUECKUE JIHIIA);

') BHYTPEHHSS JOKYMEHTAIUSI.

JlocTaBka ¥ OTIpaBKa JOKYMEHTOB OCYIIECTBIISICTCS, KaK MPABUIIO, CPEACTBAMU TTIOYTOBOM
U DJIEKTPOHHOMH CBSI3U.

JIOKYMEHTBI, TIOCTYMAIIIHEe B 00pa30BaTEIIbHYI0 OPraHU3AIMIO, MPOXOJAT MEPBHYHYIO
00paboTKy, perucTpanuio, IpeABapUTEIbHOE PACCMOTPEHUE, Mepenayy pyKOBOJCTBY Ha
paccMOTpeHue, epealoTCs UCIIOTHUTENSIM U TIOCIIE UCTIOIHEHUS TOMELIA0TCA B AeTa.

[Ipuem u nepBuuHas 00paboOTKa JOKYMEHTOB OCYILIECTBIISIETCS CEKPETapEM.

Cekperapp MPOBOJIUT: TPOBEPKY MPABUIBHOCTH  aJPECOBAHHS  IOCTYIMAIOIINX
JIOKYMEHTOB, MPaBUIBLHOCTHU JOCTaBKU U KOMIUIEKTHOCTH IOKYMEHTOB; COPTUPOBKY JOKYMEHTOB
Ha TIOJIC)KAIIHNE U HE MOJIeKAIINES PETUCTPALIUH.

[TonydyeHHble KOHBEPTHI C KOPPECIOHACHLIMEW BCKPBIBAIOTCS, MPH 3TOM MPOBEPSETCS
HAJIMYUE BJIIOKCHHI, a TAK)KE YKa3aHHBIX B JOKYMEHTaX MPHJIOKECHUN. B cirydae moBpexaeHus
VIIAKOBKU U BJIOKEHHUH JHOO OTCYTCTBHUS MPHUIIOKEHUN COCTABISETCS aKT B JBYX IK3EMILISApax.
OnuH 2K3eMIUTSP aKTa HAIPABIISIETCS KOPPECIIOHACHTY, BTOPOH MPHOOIIASTCS K TOCTYIHBIIEMY
JIOKYMEHTY.

OmmboYHO TpHCIaHHAs KOPPECIOHACHIUS MEePEeCchlIacTCs MO MPHUHAUICHKHOCTH, CCIH
U3BECTEH ajJpec Tmojdydarens. B NpoTUBHOM ciydyae KOPPECHOHACHILMS BO3BpPAIIACTCS
OTIIPABUTEITIO.

KouBepTsl 0T mnocrymamomeld KOPPECHOHISHIIMH COXPAHSIOTCA U IPUIAraloTcs K
JIOKYMEHTaM JIMIIb B TOM CJIy4ae, KOT/Ia TOJIEKO [0 HUM MOYKHO YCTAaHOBHTB aJIpeC OTIPABHTEIISL
WM, KOTJa JaTa TMOYTOBOTO IITEMIENs UMeeT 3HAUeHHE B KauecTBE JOKa3aTelbCTBA BPEMEHH
MOJTyYEHUS TOKYMEHTA.

CrenuanicTtoM HE BCKpPBIBAIOTCS KOHBEPTHI MHUCEM C HAAMHUCHIO <«JIMYHO». OHU
MIEPEIAIOTCS IO Ha3HAYCHUIO

Nudopmanus u AOKYMEHTBI O JIEATEIHHOCTH 0O0pa3oBaTEeNbHON OpraHu3aluu, HE
yKa3aHHBIE B yacTu 2 ctatbu 29 denepanbHoro 3akoHa ot 29 nexadps 2012 roga Ne 273-D3 «O0
oOpa3oBanuu B Poccuiickoii @eneparuny, MpeacTaBiIsioTCS PyKOBOIUTENEM 00pa30oBaTEIbHOM
OpraHu3aIy [0 0OpAIIEHUIO TPAXKTAHUHA OO0 JOHKHOCTHOTO JIHIIA TOCYAaPCTBEHHOTO OpraHa
WIM OpraHa MEeCTHOTO CaMOYIpaBJ€HHUS B CIy4asX U TMOPAIKe, MPEeIyCMOTPEHHBIX
3aKkoHoAarenbecTBOM Poccniickoit denepanun.

[IpencraBnenne nHGOpPMALIMA UHBIM OPTaHU3AIMSIM O JEATEIBHOCTH 0Opa30BaTEIbHOMN
OpTaHM3aIMH OCYIICCTBIIACTCS YUYPEIUTEIIEM OpTraHHW3allMi, B OTHOIICHWU KOTOPOH Takas
uH(pOpMaIIKs 3aMpanIuBaeTCs.

5.2. IlpeaBapuTebHOE pACCMOTPEHHE JOKYMEHTOB.

JInio, OTBETCTBEHHOE 3a BEJCHHE JAEIONPON3BOJICTBA, IMPOBOIAWT MPEABAPUTEIHLHOE
paccMOTpeHHe JOKYMEHTOB B II€NsX BBIJCNEHHS U3 BCErO0 MaccHBa MOCTYMHUBIICH
KOPPECTIOH/ICHIINN JTOKYMEHTOB, TPEOYIONMX O0053aTEIbHOTO PACCMOTPEHHS PYKOBOIUTEIEM
00pa30BaTeNbHON OpraHU3aIUH.

OcHoBaHUEM AJI TPUHATHA PCHICHUA B XOJ€ NPEABAPHUTECIBHOI0 paCCMOTPECHUSA ABJISACTCS
coJiepKaHue IOKyMEHTa, a He aIpeCOBaHNE JOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHHKY.

Pe3y.]'II)TaTOM NpEeaABApPUTCIBHOIO PACCMOTPCHUA ABJIIACTCA HAIIPABJICHHUC JOKYMCHTA
PYKOBOJIUTENO 00pa30BaTEIbHOM OpraHU3allly WM JTOJDKHOCTHOMY JIMIY B COOTBETCTBUHU C
YCTaHOBJICHHBIM pacIpeeIeHHeM OOS3aHHOCTEH MEXAYy PYKOBOIUTEIEM MU JOJDKHOCTHBIMH
JIMIaMH JJi1 BBIHCCCHUA YKa3aHUWs 110 UCITIOJIHCHHUIO JOKYMCHTA.
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5.3. Perucrpauusi 10KyMeHTOB.

[lepemaya JTOKYMEHTOB Ha  PETHUCTPAIUI0  IMPOU3BOJUTCS  TOJNBKO IOCIE HX
NpeBapUTEILHOTO PACCMOTPEHHUSI.

Peructpanuu  mojuiekaT  BCe  JIOKYMEHTHI, TpeOylomue y4yeTa, HCIOJHCHUS,
UCTIOJIB30BaHUS B CIIPABOYHBIX IEJISIX, KAK IMOCTYITAIOIINE U3 IPYTUX OPTaHU3alUi H OT YaCTHBIX
T, TaK 1 00pa3yronmecs B MpoLecce AesITeIbHOCTH 00pa30BaTeIbHON OpraHu3aluu.

He moanexxat perucTpanyu mo3ipaBUTeIbHBIC TUChMA, TEJICTPAMMBI, TIPUTIIACHTEIBHbIC
OwteTsl, HHGOPMALUS U CBEJCHUS, OyXTalTepcKUue JOKYMEHTHI IEPBHYHOTO ydera. J[s Hux
COCTABJISICTCS IIEPEUCHb HEPETUCTPUPYEMBIX JIOKYMEHTOB.

Perucrparus JOKyMEHTOB MTPOU3BOIUTCS C LEIbI0 00ECTIEUCHUS WX y4eTa, KOHTPOIIS 32
UCTIOJTHEHUEM U OTIEPATUBHBIM HCIIOJIb30BAaHHEM UH(POPMALINH.

Perucrparus JOKyMEHTOB ITPOU3BOIUTCS B JICHb UX MMOCTYIUICHHUS.

JlomyckaeTcsi OTMETKa O MOCTYIUICHHH JOKYMEHTa B OpraHH3aIlMIO0 MPOCTABISTh B BUJC
[ITaMITa WM OT PYKH B HMYKHEW YaCTH JIMIIEBON CTOPOHBI IIEPBOTO JIMCTA TOKYMEHTA WM Ha €T0
obopore.

Perucrparus TOKyMEHTOB 3aKJIFOUASTCS B BEICHUH 3aIMCH YICTHBIX IAHHBIX O JOKYMEHTE
[0 YCTAHOBJICHHOW PETUCTPAIlMOHHOW (opMe, KOTOpbIM (HUKCHpyeTcss (akT Co37aHus,
OTIIPABJICHHSI WJIM TIOJyYEHUsS JIOKYMEHTa IyTEeM IPOCTABJICHHS HA HEM PETHCTPAIOHHOTO
WHJICKCa C MOCTICIYIOIIEH 3aKMChI0 B YKa3aHHBIX OpMax HEOOXOAMMBIX CBEIICHH O JJOKYMEHTE.

JIOKYMEHTBI, TOCTYMAIMe B 00pa30BaTEIbHYIO OPTraHMU3AIMI0, PETUCTPUPYIOTCS B
KHure/>)xypHase peructpaiuu BXOASIIEH KOPPECIOHACHIINH, a T€, YTO OTIPABISIOTCS U3 HETO, -
KHuure/ )xypHae perucTpaiuu UCXOIs1IeH KOPPECTIOHACHIIMU (npuiodicerue 3).

5.4. PacnipeniesieHue MOCTYNAKIIUX JOKYMEHTOB.

[Tocme perucTpanmuu JOKYMEHTHI TIEPEAAIOTCS Ha PAacCMOTPEHUE PYKOBOJIUTEIIO
00pa3oBaTeNbHON OpraHu3alnu.

[Tocne paccMOTpeHHS pYKOBOIUTEIEM JIOKYMEHTHI BO3BPAIIAOTCSI JIUITY, OTBETCTBEHHOMY
3a BeIEHHE JENOMPOU3BOJACTBA, JUIS TMEPEHECEHHs YKa3aHHM MO HCIOIHEHUIO JOKYMEHTa B
)KypHan peFI/ICTpaHI/II/I BXOOAIINX )IOKyMCHTOB. B COOTBCTCTBUU C YKa3aHI/I$[MI/I 110 UCITIOJIHCHUIO
NONJMHHUK  JOKYMEHTAa  HampaBiseTcs  paOOTHHKY,  SBJSIONIEMYCS  OTBETCTBEHHBIM
UCIIOJTHUTEJIEM, a COMCIIOJHUTENSAM HaMpaBJISIOTCS KOMUHM JOKYMEHTOB (€CIM MUMEITCS), O YeEM
nenaercs oTMeTka B KHure//xypHaie perucTpaliii BXOIAIINX JOKYMEHTOB.

DNEKTPOHHBIC COOOIICHHS, ITOCBUTAEMBIC 110 JJIEKTPOHHOW II0YTEe, WCIIOTHSIIOTCS
AQHAJIOTMYHO JOKYMEHTaM Ha OyMaKHBIX HOCHTENSX C Y4ETOM OIpeleleHHOW CHelu(UKd B
MIPOIIECCE MCIIOTHCHHUS.

5.5. Iopsiiok 00paGOTKU M NMPOXOKIAEHUST UCXOASIINX M BHYTPEHHUX TOKYMEHTOB.

[Tops 0K MOATOTOBKH UCXOASIINX JOKYMEHTOB BKIIFOUAET B ce0st pabOTy MO COCTABICHUIO
MIPOEKTa JOKYMEHTA, COTJIACOBAHUIO, TIOIIMTMCAHUIO (YTBEP)KICHHIO) M OTIIPABKE.

Jlo nmepegaun JOKyMEHTa Ha MOAMMUCH UCIIOJHUTEIND JTOJIKEH IPOBEPUTH EI0 COJEPKAHUE,
MpPaBUIBLHOCTE O(OpMIICHUS, HaIWYWe HEOOXOMUMBIX BHU3 U NpWIOKEeHHH. [[okymeHT
MPEJCTABISIETCS HA MOJANKMCH BMECTE C MAaTeprUallaMi, HA OCHOBAHUHU KOTOPBIX OH T'OTOBHJICS.

BrayTpennue mokyMeHTh OGOPMIISIOTCS W HCTIOJTHSIOTCS (MCIOJIB3YIOTCS) B Mpesenax
00pa3oBaTeNbHOI OpraHu3allny.

BuyTtpennue 1OKyMEHTHl  (OKJIaJHBIC 3aMUCKH, CHOPaBKH, CBOJKH W  JIp.)
paccMaTpUBAIOTCA TEMH JOJDKHOCTHBIMM JIMIIAMU, KOMY OHU HalpaBJICHBI.

OTBETCTBEHHBIE 3a JEIOMPOU3BOJICTBO MEPEH CAayell KOPPECHOHACHIMHA Ha OTIPABKY
JTOJKHBI  00S3aTeTbHO TPOBEPHUTHh MPABWIBHOCTH €€ O(QOpPMIIGHHS U aJ[peCOBaHUS.
KonBepTroBaHue KOPpECHOHACHIMH W APYTUX TOYTOBBIX OTHPABICHUA MPOU3BOAUTCS
CTPYKTYPHBIMU MOAPA3ICICHUSIMHA OpraHU3aluu.

Peructpamusa oTnpaBisieMbIX JOKYMEHTOB OCYIIECTBISETCS B JIEHb HUX MOJNKHCAHUSA
(YTBepKIeHUS ) UM HA CIEAYIOIUN pabounii 1eHb. PerucTpaimoHHbIi HOMEp JOKyMEHTA U AaTa
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pErucTpanyy MpPOCTABISIFOTCA Ha MOJUIMHHUKE JOKYMEHTa B pEKBHU3MTax OJlaHKAa M Ha KOIMH,
OCTalOIIeHCs B Jiere 00pazoBaTenbHON oprann3anuu. CrpaBOYHBIM anmapaToM JIsl UCXOISIINX
JIOKYMEHTOB SIBJII€TCSI )KypHaJl PErUCTPALU 3TUX JOKYMEHTOB.

OTnpaBKy UCXOASIINX JOKYMEHTOB IPOU3BOAUT CEKPETAPD U (WIIN) JIULIO, OTBETCTBEHHOE
3a BeJeHHE Jenonpou3BoAcTBa. CpouHas KOppecHOHAEHIMs o(opMIsieTcss W OTHpaBIIEeTCS
HE3aMeUINTEIbHO CEKPETAPEM.

Cexperapb IpoBepseT IPABUIBHOCTb OPOPMIICHUS UCXOJAIINX JOKYMEHTOB, IIPOU3BOJUT
COPTHPOBKY JOKYMEHTOB I10 CITIOCOOY JOCTaBKU KOPPECTIOHACHITUH a/ipecaty (pocTasi, 3aKa3Has,
MEeXIyHapoaHas M 1p.). HenpaBunbHO o¢QopMIIEHHBIE TOKYMEHTHl M KOPPECHOHACHIUS
HECIy)KeOHOro XapakTepa K OTIpaBKE HE MPUHAMAIOTCS W BO3BpALIAOTCA  JIMILY,
HOJArOTOBUBLIEMY JTOKYMEHT.

OtnpaBnsiemMas 1O IOYTE€ KOPPECHOHJEHUMS IMPOXOAMT YIAKOBKY, aJpecOBaHUE,
IPOCTABJIEHUE CTOMMOCTH ITOYTOBBIX YCIYT U IIepeiady Ha OTIIPaBKY B MECTHOE OT/I€JICHUE CBS3H.

Ha 3aka3Hyi0 KOppEeCHOHIECHIMIO, HAa JOKYMEHTHI C TOMETKOH «Jlyis ciy:xebHoro
I0JIb30BAHUS» COCTABIIIETCS PEECTP, KOTOPBIN 3aTEM BO3BPAIIAETCS CEKpPETapo yueOHOM 4acTH U
(wn) JUIly, OTBETCTBEHHOMY 3a BEACHHUE JCJIONPOM3BOJICTBA, C PACIHUCKOW pPaOOTHUKOB
IIOYTOBOT'O OTJIEJIEHUS CBSI3U MJIM MHOTO JIMLA, 00€CIEeUNBAIOLIETO OTIIPABKY JOKYMEHTOB.

[lepenaya ¢ ucnonb30BaHUEM CPEJICTB (PAKCUMUIBHON CBSI3U TIOKYMEHTOB, COAEpPKAIIUX
CIIy’)KeOHYI0 MH(pOpPMAIMIO OIPAaHUYEHHOI'O PaclpOCTPaHEHUs, B TOM YMCIIE ¢ MOMETKON «Jlns
CIIy’)KeOHOTO TIOJIb30BaHMs», HE paspemaercs. Kareropuyeckwm 3zampemiaercss mnepegada Iio
cpeacTBaM (aKCUMHIIBHON CBSI3U CEKPETHBIX JJOKYMEHTOB.

C ucnonp30BaHuEM CpeACTB (PAKCUMMWIBHOM CBSI3U MOTYT OBITh IEpEeAaHbl MaTepUallbl
TEKCTOBOTO, TaOJMYHOTO WJIM TpaUuecKoro XapakTepa, HCHOJIHEHHBbIE THUIIOTPa(CKUM,
MAalIMHOIIMCHBIM WJIM PYKOIHMCHBIM CII0COOOM B YCPHOM HJIM TCMHO-CHMHEM LBCTC C YCTKHUM U
KOHTPAacTHbIM M300paxkeHHeM (IepBble SK3EMIUIPbl WIIM UX KCEPOKONHMHM) Ha Oenoil Oymare c
MUHUMAaJIbHON BbICOTON OYKB M mudp 2 Mmm. OOBEM NepeaaBaeMoro B TE€YEHHE OJJHOTO CeaHca
CBSI3U JIOKYMEHTA, BBIMOJIHEHHOTO Ha Oymare ¢opmata A4, He JOJKEH MPEBBIIIATh MATH JHCTOB.

OTBETCTBEHHOCTh 3a CoOJep)KaHHE HH(OpMalMM, MepeAaBaeéMOi C HCHOJIb30BaHUEM
cpeAcTB (paKCUMUIIBHOM CBSI3U, BO3JIaraeTcsi Ha UCIOJHUTENS, HOATOTOBUBIIETO (hakcorpamMmy
JUISL TIepeiayu.

5.6. OcobeHHOCTH PaGoThI C 3TeKTPOHHBIMH JOKYMEHTAMMU.
B o6pazoBatenpHOM OpraHu3aiuu Co3al0TCsl U UCTIOIb3YIOTCS:

. AIIEKTPOHHBIE IOKYMEHTHI, CO37aBaeMble B 3JIEKTPOHHON (opme Oe3 mpeaBapUTeIbHOIO
JIOKYMEHTHUPOBAHUS Ha OyMa)XHOM HOCHUTEJE;
. AIIEKTPOHHBIE 00pa3bl JIOKYMEHTOB, IIOJIyY€HHBIE B pe3ylbTaTe CKaHHUPOBAHUSA

JIOKYMEHTOB M XPAHSIINECS B CUCTEME 3JIEKTPOHHOT'O IOKyMEHTO000pOTA.

IIpueM u oTmpaBKa DJIEKTPOHHBIX JTOKYMEHTOB OCYILECTBIIAIOTCS OTBETCTBEHHBIM 3a
BEJICHUE JIENIONPOU3BOJICTBA B 00PAa30BaTEIbHOM OpraHU3alUH.

DJNEeKTPOHHBIE JOKYMEHTBI CO3Jal0TCsi, OOpadaThIBAIOTCSI M XPaHATCS B CHCTEME
3JIEKTPOHHOI'0 IOKYyMEHTO000pOTa 00pa30BaTEIbHON OPraHU3aIHH.

DJNEeKTPOHHBIA  JTIOKyMEHT JOJDKEH ObITh  OQOpMIIEeH 10 OOIMM  IpaBHUIIaM
JIETIOTIPOM3BOJICTBA M MMETh PEKBHU3UTHI, YCTAHOBJIEHHBIE I AHAJOTMYHOIO JOKYMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIIIOUEHUEM OTTHCKA TIeYaTH.

JUis TOATBEp)KIEHUS TMOJJIUHHOCTU DJEKTPOHHBIX JIOKYMEHTOB B 00pa3oBaTeNIbHOMN
OpraHu3allii HCIOJB3YIOTCS AJIEKTPOHHBIE LU(POBbIe moanucu. Mcrmonb3yemble cpencTBa
AIIEKTPOHHOMN IUPPOBOI MOANUCH AOKHBI OBITh CEPTU(ULIMPOBAHBI B YCTAHOBJIEHHOM MOPSIKE.

Enununein ydera 5SIEKTPOHHOTO JOKYMEHTA SIBJIACTCS OJJICKTPOHHBIM  JOKYMEHT,
3aperUCTPUPOBAHHBIM B CHUCTEME DJEKTPOHHOTO JIOKyMEHTOOO0OpoTa 00pa3oBaTelbHOM
OpraHM3ali. DJIEKTPOHHBIM JOKYMEHT, MMEIOUIUI MPWIOKEHUS, PErUCTPUPYETCS KaK OIUH
JOKYMEHT.

Ilocne orTmpaBKM DSIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOrO DJIEKTPOHHOM ITOIIHUCHIO
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YIOJIHOMOYEHHOTO JOJKHOCTHOTO JIMIA, JOCBIIKU apecaTy ero KOnuu Ha O0yMa)XHOM HOCHUTEIE,
KaK IpaBUjIo, HE TpeOyeTcs, 3a UCKII0YEHNEM OTBETOB Ha OOpalleHHs TpakJaH, TOCTYMUBIINX
0 MHPOPMALMOHHO-TEIEKOMMYHHUKAIIMOHHBIM KaHajdaM, Ha KOTOpbIE 3asBUTEINIO JaeTCs
NUCHbMEHHBIN OTBET, HAIPABJISIEMBIH 110 TOYTOBOMY aJIpeCy, YKa3aHHOMY B OOpalleHUH.

HcnosHeHHBIE DIIEKTPOHHBIE TOKYMEHTBI CUCTEMATU3UPYIOTCA B JI€]la B COOTBETCTBUHU C
HOMEHKJIATYpOil Jiel1  00pa3oBaTeNbHON OpraHu3ali ¥ HHIACKCUPYIOTCS B  IOPSJIKE,
YCTQHOBJICHHOM B OTHOILIEHHH JI€Jl, COCTABJICHHBIX U3 JOKYMEHTOB Ha OymMaxkHOoM Hocutene. [lpu
COCTaBJICHUM HOMEHKJIATYphbl A€ B 3arojOBOK Jejla BKJIIOYAETCS YyKa3aHHe «JIEKTPOHHBIE
JIOKYMEHTBI».

5.7. UudopmanmoHHas 06€30MaCHOCTD.

Wudopmannonnsie pecypcbl 00pa30BaTeNIbHOM OpraHU3alyy Mo AOCTYILY (BO3MOXHOCTH
WCITOJIB30BAHUS ) TIOJIPA3/ICISAIOTCS Ha OTKPBITYIO (0OIIEeIOCTYIHYI0) HH(DOPMAITUIO, CITYKEOHYIO
nH(popMaIrio 1 UHPOPMALIUIO OTPAHUYEHHOTO PACIIPOCTPAaHEHUS (OCTYIA).

K xareropuu OTKppITON HHGOpMAUU OTHOCUTCS UHGOpMAIuUs, CoJepKamiasics B
JOKYMEHTax M 0a3ax JaHHBIX 00pa30BaTEeIbHON OPraHN3allii, HEITOCPEICTBEHHO 3aTPAarHBAIOIIAS
MpaBa U UHTEPECHI TPaKIaH.

K xareropum cnyxeOHOW HHPOpMAIMK OTHOCUTCS HH(pOpMAIMs, COAEpKaIlascs B
JOKyMEHTaX M 0a3aXx JaHHBIX 0O0pa3oBaTeNIbHOW OpraHU3alldd, MpelHa3HaYeHHas IS
JOJDKHOCTHBIX JIUI] W pPaOOTHUKOB, MPH BBITIOJHECHHH WMHU CBOUX (YHKITMOHATBHBIX
00s13aHHOCTEH, HE 3aTparMBaroIas HAMPSMYIO IIpaBa U UHTEPECHl TPaXKJIaH U HE OTHOCSILASACS K
KaTeropuy OrPaHMYCHHOTO PaclpoCTpaHeHus (JI0CTyma).

K kareropun uHboOpManuu OrpaHMYEHHOTO PACHPOCTPAHEHUS (JIOCTyIa) OTHOCUTCS
uHpOpMaIKs, COAEPIKAIIAACS B JOKyMEHTaX U 0a3ax JaHHBIX, BKITIOYAIOIIAsl CBEICHUS
KOH(UICHIIMATFHOTO XapaKTepa.

Best mnbopmanms, comeprkamasicss B JOKYMEHTax M 0a3ax MaHHBIX, MO YMOJTYAHHIO
SBIISIETCS. OTKPBITOM M 00mea0cTynmHON. VckimoueHne coctaBisier nHPpOpMaIrsl, OTHECEHHAs K
KaTerOpHsiM CITYKE€OHOU U OTPaHUYEHHOTO PACTIPOCTPAHECHUS (JIOCTYTIA).

JlocTyn nonb3oBateneit kK nHGpOpMaIMu OrpaHUYUBAETCS MMyTEM OTHECEHUS HHPOpMAIIUU
K COOTBETCTBYIOIIEH KaTETOPUHU M HAJIOKEHHEM Ha HEe COOTBETCTBYIOIIETrO rpruda orpaHndIeHuUs
pactipoctpaneHus. MHdopmarus orpaHuueHHOro JaocTyna cHaOxkaercs rpudom «/lms
CITY»K€OHOTO TIOJIb30BAHUS».

[IpaBom oTHeceHuss MHGOPMAIIUU K KAaTETOPUU OTPAHUYCHHOTO JOCTYIMa M HaJOXKEHUS
COOTBETCTBYIOIIETO Tpuda o0IagaeT aBTOp MOKYMEHTa IO COTJACOBAHHIO C PYKOBOJIUTEIIEM
00pa3oBaTeNbHON OpraHu3alnu.

JIoKyMEeHTHpOBaHHAsE WHQPOPMANUs OTPaHUYECHHOTO pACHpOCTpaHEHUs 0e3 CaHKIUH
JOJKHOCTHOTO JIMIIA, YCTAHOBHUBIIETO PEKUM OTPAaHUYCHHOTO PACIPOCTPAHEHHUS AJIsi TaHHOTO
JOKYMEHTa, He TOISKUT pa3TiIalleHuro (pacrpocTpaHennio). [IpegocTaBienne moap30BaTesiM
JocTynma K JaHHOW WHGOPMAlMK OCYIIECTBISAECTCS HCKIIOUYUTENBHO TIO COTJIACOBAHHMIO C
yKa3aHHBIM JIOJHKHOCTHBIM JIMIIOM ITYTE€M T0J[a9l COOTBETCTBYIOIICH 3asBKH.

JIOMKHOCTHBIE ~ NUIlA, TPUHSABIIKME  pelieHne o0 OTHeceHWH  HuHpopmanuu,
3a()UKCHPOBAaHHONW B JOKYMEHTE, K KATeTOPHH OTPAaHHYEHHOTO pPACIpOCTPAaHEHHS, HECYT
OTBETCTBEHHOCTb 32 0OOCHOBAHHOCTH MPUHSATOTO PEIICHHS U €r0 COOTBETCTBHE JICHCTBYIOIIEMY
3aKOHOJIATEIIbCTBY.

Jluunble gena paOOTHUKOB, IJIMYHBIE KapTOYKH pPaOOTHUKOB, TPYAOBBIE KHUXKKHU
pabOTHUKOB, MPUKA3bI IO JIUIHOMY COCTaBY JOJDKHBI XPAHUTHCS B cel()e MM B METAJTUTMIECKOM
mkady.

3anucu B TPYNOBOM KHIDKKE TMOAMKHCHIBAET PYKOBOAMTENb 00pa3oBaTEIbHOMN
OpraHu3aIy. Y4eT, XpaHeH!e U BhIJauy OJJAHKOB CTPOTOM OTYETHOCTH: JUILJIOMOB, BKIIABIIICH
K HUM, CBUJIETEIHCTB, YIOCTOBEPEHUH BEIET 3aMeCTUTENb AUpeKkTopa. bruanku xpansarcs B celide.

YcTaHoOBKa M OKCIUTyaTalUsl MPOTPaMMHOrO O0eCNedeHUs, MOMy4YEeHHOTO W3 JHOOBIX
MCTOYHUKOB M BBIMOJHSIONIET0 (DYHKIMHU, HE CBS3aHHBIE HEMOCPEACTBEHHO C BBIMOJHEHHEM
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pabOTHUKAMHU CBOMX JTOJDKHOCTHBIX 00S3aHHOCTEH, KaTErOPHUUECKH 3aIpelleHa.

Bes  mpencraBieHHas B 9JEKTPOHHOM  Bujae HMH(OpMamus, TOCTyHarmomas B
00pa3oBaTENIbHYI0  OpPraHU3alMI0, B  00S3aTEJFHOM  MOPSAKE  IOUICKUT  HPOBEPKE
AQHTUBHUPYCHBIMH CPEJICTBAMH.

DNeKTpOHHAsT TOYTa MOXKET MCIHOJIb30BaThCs MOJIB30BATEISIMH TOJBKO JJIsi OOMeHa
uHopManrei, OTHOCAIICHCS K KATerOpUU, OTKPBITOM U CIIy)KeOHOH. 3ampenieHo nCnoiab30BaTh
JIEKTPOHHYIO TOYTY IS Nepefaynd WHGOPMAIMH, OTHOCSIIEHCS K KaTerOPUU OrPaHUYEHHOTO
pacIpoCTpaHEeHHUS.

6. KoHTpoJsb 3a ucno/iIHeHHEM TI0KYMEHTOB

6.1. Opranu3anusi KOHTPOJIS.

KoHTponro mojanexar Bce 3aperucTprupOBaHHBIC JTOKYMEHTHI, TPEOYIOIINE WCTIOTHCHHMSL.
KouTponb uCHoOIHEHHs] JHOKYMEHTOB BKJIIOYAET: Y4eT, MOCTAHOBKY Ha KOHTPOJb, KOHTPOJb
CPOKOB HCIHOJHCHHA, HCIIOCPCACTBCHHYIO IPOBCPKY XOJa HCIIOJIHCHHUA, NPOBCPKY KA4YCCTBaA
WCIIOJTHEHU S, aHAJIN3 PE3Y/IbTaTOB UCIIOTHEHUSI.

Kontposb 3a WCHOMHEHHEM TOKYMEHTOB YCTAHABJIMBACTCS B LEIAX OOECHEYeHHUs UX
CBOEBPEMEHHOTO U KaueCTBEHHOTO MCIOJHEHHS], MOBHIIICHUS YPOBHS OPraHU3aTOPCKOM pabOThI
U UCHOJIHUTEIHCKOHU JUCHUITJINHBI.

[Ipu mocTaHoBKe JOKYMEHTa Ha KOHTPOJIb HA IPAaBOM BEPXHEM IOJIE IOKYMEHTA JAeNaeTCs
OTMETKA 0 KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (ILITAMIIOM) «KOHTPOJIb)

KonTponro mojuiexaT npukasbl, perieHusi COBETOB, a TaKXKe JOKYMEHTBI, MOCTYMAOLINE
Ha UMl pyKOBOJUTEIS 00pa30BaTEeNIbHON OpraHu3aluy.

Opranu3zaiiys KOHTPOJIS UCIIOTHEHUS BKIIIOYAeT B ce0sl:

. ITIOCTAaHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHUTOPHHI UCIIOJIHEHNS KOHTPOJIBHBIX TOPYYEHUHN JOKYMEHTOB;
. CHSITHE HCIIOJIHEHHOTO IOKYMEHTa C KOHTPOJIS;

. HaIlpaBJICHUE UCIIOJIHEHHOIO JOKYMEHTA B JEJIO.

PykoBoauTenu CTPYKTYpPHBIX IMOJpa3/ieieHuil o00sf3aHbl paccMaTpuUBaTh COCTOSHUE
UCIIOJHUTENIbCKOM  JUCHUUIUIMHBI 10  JOKyMEHTaM C MOPYYEHHSIMH  aJMUHUCTpPALUU
00pa30oBaTeNIbHOW OpraHU3alMM, a TAKKe JOKYMEHTHI, MOCTYMUBIIME B ajJpec CTPYKTYpPHOIO
noJjipa3/iesieHus: U TpeOyrolue UCTIOIHEHUS], U TIOJTOTOBKU OTBETA.

JIOKYMEHT CUMTaeTCsl UCIIOJHEHHBIM, KOI'/1a PEILIEHBl OKOHYATEIbHO BCE IOCTABJICHHBIE B
HEM BOIIPOCHI M COOJIIOJIEHBI CIIEIYIOIINE CPOKHU:

. €CJIM B JOKYMEHTE TOCTaBJIEH CPOK MCIIONIHEHUS — B YKa3aHHbIN CPOK;

. JIOKYMEHTHI 0€3 yKa3aHusl CPOKa UCIIOJTHEHUS — B MECSUHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

. nopyueHus 6e3 yka3aHHsi KOHKPETHOM JaThl UCIIOJHEHUS — B MECSAYHBIN CPOK;

. C TIOMETKOM «ONepaTuBHO» — B 10-THEBHBIN CPOK;

. 10 OOpaleHHsIM TpaXk]iaH, TPeOYIOLIUM JAOMOJHUTEIBHOIO U3YUYEHHUS U IPOBEPKHU, — 10

OIHOTO MECsIa CO JHA PErucTpaunu, o OCTAJIbHBIM — HE ooiee 15 JHEH.

Cpox ncyucisieTcsl B KaJICHJAPHBIX JHSIX C JAThI MOAMUCAHUS TOKYMEHTA.

Ecnu mocnennuii neHh MCHIONHEHHS JOKYMEHTa MPHUXOAUTCS Ha Hepabouwii JeHb, OH
MO/IJIC)KUT UCTIOJIHEHHUIO B TIPEIIIECTBYIONINN eMy paOoyuHii IeHb.

[Ipy HEOOXOAMMOCTH TPOAJICHUS CPOKA HCIOJHEHUS JTOKYMEHTa OTBETCTBEHHBIN
UCIIOJTHUTEIb MPEICTaBIseT Ha UMsI PYKOBOJIUTEN 0Opa30BaTENbHON OpraHMU3allH, JaBIIETO
MOpy4YeHUEe, MOTUBHPOBAHHYIO TPOCKOY O €ro MpOJUICHWH HE IMO3JHEe 4YeM 3a TpuU AHS JI0
MCTEYEHHUs] YCTAHOBJICHHOI'O CPOKa, C YEM CBOEBPEMEHHO IepenaeTcss nHGopMalus B IPUEMHYIO
PYKOBOAMTENSI 00pa30BaTENLHON OpraHu3alny.
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6.2. IlopsiioK CHATHSI JOKYMEHTOB ¢ KOHTPOJIS.

I[OKYMGHTLI CHUMAIOTCA C KOHTPOJIA, €CJIM PCUICHBI IOCTABJICHHBIC B HUX BOIIPOCHI UJIA
aBTOpaM JaH OTBET IO CYIICCTBY.

Ecnu mo pazpemiaeMomy BOMPOCY OXHJIAETCS OTBET, TO OH BMECTE C KOIHWEH OoTBeTa
3asIBUTEIII0 MOYKET HAaXOAUTHCS Y HCIIOJIHUTEISI Ha KOHTPOJIE.

[IpomeKyTOUHBIN OTBET, PAaBHO KaK M 3alpoC IO WCIOJIHAEMOMY JOKYMEHTY WIIU
YaCTUYHOE WCIIOJIHEHUE TOPYYCHHUsS, HE SBISETCS OCHOBAHUEM Ui TPU3HAHHS JOKYMEHTa
HUCITOJIHCHHBIM.

CHSATBH TOKYMEHT C KOHTPOJISI MOKET TOJIBKO JTOJDKHOCTHOE JIMIIO, KOTOPOE IMOCTABUIIO €T0
Ha KOHTPOJIb.

OcHOBaHHMEM Uil CHATHS C KOHTPOJS JIOKYMEHTOB C TOPYYCHHUSMH PYKOBOJUTEIS
00pa30BaTeIbHOM OpraHU3aluy SIBJISIETCS JOKYMEHT — OTBET, IOANMCAHHBIA PYKOBOJIUTENIEM, €TO
3aMeCTHUTENIeM, JIMOO cIrpaBka OO0 WCIOJIHEHWH JOKYMEHTa 3a IOJANUCHI0 PYKOBOJMTEIS
CTPYKTYPHOTO TOJIpa3/IeICHHUS.

Ecnu Bce moctaBieHHbBIE B IOKYMEHTE BOIPOCHI PEIICHBI B ONEPATHBHOM TOpsIKe, 0e3
MMOATOTOBKH MNMHUCBMCHHOI'O OTBCTA, MCIIOJIHUTCIIbL Ha AOKYMCHTC ACIACT KPATKYIO 3alluChb O
pELICHUH BOMPOCA, YKA3bIBACT JATy U MOJIHKCH, IIOCIIE Yero TOKYMEHT MIOMEIAETCS B JEIIO.

7.Y4eT u XpaHeHHe nevyaTeid, IITaMIoB U 0JIAaHKOB.

OO0s13aTesIbHOMY y4yeTy IOJUIeKaT BCE BUIbI Me€YaTeil M IUTAaMIOB, OJIAHKM CTPOroi
OTYETHOCTHU, KOMaHAUPOBOUHBIE YJIOCTOBEPEHHUS, CITyKEOHbIE 3aJJaHUs, TPYOBbIE KHIKKH.

VYyer Bcex mneyaTteil ¥ MITaMIIOB, UMEIOIIUXCSA B 00pa30BaTeIbHOM OpraHn3aluy, BeAETCs
B CIICLIUATIBHOM JXypHaie (npunosicenue 2).

KypHaspl ydera BKIIOYAKOTCS B HOMEHKJIATYpy Jen. JIMCTBI HX HymepyroTcs,
IIPOLLIMBAOTCSA U OIEYATHIBAIOTCS.

[leyaty u mITaMITbI TOJIKHBI XPaHUTHCS B ceiax WM MEeTaUIMYeCKuX MKadax.

OTBETCTBEHHOCTh 3a XpaHEHHE M HCIOJIb30BAaHUE I€4YaTel, IITAMIIOB HECYT JIMLA,
OTBETCTBEHHBIC 3a BEICHUE ACIONPOU3BOACTBA.

YHUuTOXKEHHE ONaHKOB IPOU3BOAMUTCS IO AKTy C OTMETKOW B COOTBETCTBYIOILUX
JKypHaJIax yyera.

ITeyaTy ¥ WITAMIIBI YHUYTOXKAKOTCA 110 AKTY.

[IpoBepka Hanuuus neyareld, MITaMIIOB M OJIAHKOB, a TaKXKe MOps/IKa UX XpaHEHUS U
UCIIOJIb30BaHUs IIPOU3BOJUTCS KOMHUCCHEH HE PEXKE OIHOIO pa3a B TOJ OJHOBPEMEHHO C
IIPOBEPKOM COCTOSHHS EIONPOU3BOJCTBA.

8.CocTaBiieHMe HOMEHKJIATYPBI Ael.

Homenknarypa gen - 570 00s3aTeNnbHBIN 1 KaXKI0W 00pa3oBaTelbHONW OpraHu3aluu
CHCTEMaTH3MPOBAHHBIN MepedeHb HAUMEHOBAaHMH (3aroJIOBKOB) JieNl, KOTOpble (POPMUPYIOTCS C
yKa3aHUEeM CPOKOB XpaHeHHus aAei (npunodcerue 4).

Homenknarypa nen mpeqHasHaueHa JUIsl YCTAaHOBKHM B 0Opa3oBaTeIbHOM OpraHU3aIliH
eAMHOro TmopsAaka (opMHUpOBaHMS Jied, OOecleyeHus: HX yuyeTa, OINEepaTHBHOIO IOHCKa
JIOKYMEHTOB TI0 UX COJIEP>KaHUIO U BUITY, ONIPEICIIEHUS] CPOKOB XpaHEHHUs JIeJT U SIBIISIETCS OCHOBOM
JUTSL COCTaBJICHUS OMMCEH /1€ MOCTOSHHOTO U JUIUTENbHOTro (cBhile 10 jeT) XpaHeHus, a Takxke
JUTSL ydeTa el BpeMEeHHOTO (110 10 meT BKIIOUHTENhHO) XpaHEHUSI.

B rpadee 1 HOMEHKIATYpBI J1e]1 MPOCTABIISAIOTCS UHIEKCHI Ka)XI0T0 Jiejia, BKIIFOUEHHOTO B
HOMEHKJIaTypy. MHIOeKC nena cocTouT u3 HU(ppPOBOro 0003HAYEHHUS M3 LITATHOTO PACIHMCAHUS
oOpa3zoBarenbHONM oOpraHu3aluu (KoJa) W TOPSAKOBOTO HOMEpa 3arojioBka Jieja IIo
HOMEHKIatype. MHaekcsl aen 0003Ha4aroTcst apabCKuMu u@pamu.
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[Tpumep —

12-05, roe 12 — o6o3navenwue (kox), 05 — MOPSAAKOBBIA HOMED 3arojoBKa Jelia B pasjiene
HOMEHKJIATYPBI JIE.

B rpade 2 HoMeHKIIaTypBbI J1e]1 IPONUCHIBAIOTCS 3ar0JI0BKH JIE.

3aroJoBOK Jeja JIOJDKEH YEeTKO B CkaToi 0000IieHHON ¢GopMme 0TOOpakaTh COCTaB U
CoJIep’KaHue TOKYMEHTOB JIEJa.

B 3arosioBkax JIMYHBIX M OPYTHX J€J, COAEPXKAIIUX TOKYMEHTHI 110 OJHOMY BOIIPOCY,
ynotpebisercs tepmun JJEJIO.

B 3aronoBkax pen, coaepiKalMX IUIAHOBO-OTYETHYIO JOKYMEHTALUIO, YKa3bIBA€TCS
nepuo (Mecsll, KBapTaj, IOJyrojaue, roa), B KOTOPOM IIAHUPYETCS CO3/1aHuEe JOKYMEHTOB WIIH
nepuoJ uxX (GaKTHUECKOro BHINOJIHEHUS.

Bo Bpemsi pa3meleHusi 3arojioBKOB JieJ1 B HOMEHKJIATYpEe YUMTBIBAETCS BaXKHOCTh
JIOKYMEHTOB, BKIIIOUEHHBIX B JIEJI0, UX B3aUMOCBs3b. B Hauane pacnoyararoTcsi 3arojJoBKH 1€l B
OTHOLIEHUH JIOKYMEHTOB, IIOCTYNMBIIMX OT OPraHOB BBICIIETO YPOBHs, Jajnee - IO
OpPraHU3alMOHHO-PACIOPSAAUTEIBHON  TOKYMEHTAllMM, IUIAHOBO-OTYETHOM  JTOKyMEHTalluH,
NEPENNCKe, YUETHO-CIIPAaBOUYHBIM BUAAM JIOKYMEHTOB. B Kax10l M3 3TUX TpyIIl JOKYMEHTHI
TAK)KE Pa3MEILAIOTCS C YYETOM 3HAYMMOCTU U CPOKOB XPaHEHMS.

I'padpa 3 HOMEHKIATyphl [Jen 3amlojHSETCSl B TEUEHUE KaJeHJAapHOro rojga — IpHU
(bopMHpPOBAHNUU HOBOTO JIeJia, IPH 3aKPbITHUH /1A U 10 OKOHYAHUH KaJICHIapHOTO roja.

ITo noctuxenun nenom oobema B 250 IMCTOB, TOM 3aKPBIBAETCS M OTKPBIBAETCS HOBBII
ToM. B rpade nocienoBarenbHO yKa3bIBAalOTCS HOMEpa TOMOB M KpalHHUE JaThl JOKYMEHTOB
Ka)KJ0r0 TOMA.

ITpumep —

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

DNEKTPOHHBIE I€Ia HA TOMa He pa3fearoTcs. Bee 2JeKTpOHHBIE JOKYMEHTHI, HE3aBUCUMO
OT WX 00beMa, BKIIFOYAIOTCS B OJTHO JIEKTPOHHOE JIEIIO.

B rpajge 4 yxaspiBaeTCs CpPOK XpaHEHHUs Ji€ja, HOMEpa CTaTell 0 TUIIOBOMY HWIIU
BEJJOMCTBEHHOMY NIEPEYHI0, (eiepalibHOMY 3aKOHY WJIM HHOMY HOPMaTUBHOMY ITPaBOBOMY aKTY,
a IIPU UX OTCYTCTBUH — IO TUIIOBOW MJIM IPUMEPHON HOMEHKJIATYPE JEIL.

B rpade S «IIpumedanney yka3plBarOTCs CHEUAIBHBIE CPOKU XPAHEHUS, IPOCTABIISIOTCS
OTMETKH O 3aBE€/ICHUH JIeT (B TOM YHCIIE B 3JIEKTPOHHOM BH/JI€), O BBIIEJICHUH JIe]l K YHUUTOKEHUIO
10 UCTEUEHUHU CPOKOB MX XPaHEHHUs, O MECTE XPAHEHHUs MOJUIMHHUKOB IOKYMEHTOB, O Nepeaye
JIeJ1 B IpYT'YIO OpraHu3aluIo JUIsl TPOJOKEHH U 1p. B rpade aenaroTcs OTMETKH O MepexOosIux
JIeJIax ¢ yKa3aHHEM CTaporo MHJAEKca Jiesa B Cilydyae ero M3MEHEHUSI.

ITpumep —

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

ITo nenam, KOTOpBIE MO KAKUM-JINOO MPUYMHAM B TE€UEHHE I0Jla HE 3aBOAMIINCH, B Tpade
«IIpumevanne» HOMEHKIIATyphI 1€ JeslaeTcs 3anuch — «Jleno He 3aBoaunocky. [Ipu aTom B rpade
3 MPOCTAaBISAETCA MPOUEPK.

[To oxoHYaHUM TOJ1a B KOHIIE HOMEHKJIATYPbI JIe]1 AeJAeTCsl UTOrOBast 3alUCh O KOJIMYECTBE
3aBE/ICHHBIX €I (TOMOB).

9. ®opmupoBaHue U opopMIICHHE eI,

9.1. ®opmupoBaHue ae.
dopmupoBaHue Jell - 3TO TPYNIHUPOBKA HCHOJHEHHBIX JOKYMEHTOB B J€lla B
COOTBETCTBUU C HOMEHKJIATYPOH JA€dl.
Bo Bpems popmupoBanus aen ciaeayeT Npuaep >KUBaThCs TAKUX OOLIUX IPaBUIL:
- IIOMEIIATh B JI€JIa TOJIBKO MCIIOJHEHHBIE JOKYMEHTBHl B COOTBETCTBHM C 3arojOBKaMH €Nl B
HOMEHKJIAType;
- TPYIIINPOBATH B JIEJIa IOKYMEHTBHI, BBIIIOJHEHHBIE B TEUEHUE OHOTO KasieHaapHoro roga (01.01-
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31.12), 3a UCKIIFOUEHHEM TIEPEXOAAIIHX 1T (BEIyTCS B TCUCHUE HECKOIBKHX JICT), TUYHBIX JIETT;
- moMmeniaTh B JieJla TOJbKO OpPUTHMHAIBl WM, B CJIy4yae HMX OTCYTCTBHS, 3aBEPEHHBIC B
YCTaHOBJICHHOM MOPSIKE KOMUH IOKYMEHTOB;

- HE JIONYCKaTh BKJIIOYEHHUS B JIeJIa YEPHOBBIX, JIMYHBIX JIOKYMEHTOB, PA3MHOKEHHBIX KOMUH 1
JIOKYMEHTOB, MOJIJIKAITUX BO3BPATY; pa3ebHO IPYIIIUPOBATH B Je1a IOKYMEHTHI TIOCTOSSHHOTO
Y BPEMEHHOT'0 XpaHCHHUS;

- 1o 00beMy J1e710 He T0KHO npeBbimarh 250 muctoB (30-40 MM TOJIIITUHOK).

Pacnionoxxenne JOKyMEHTOB BHYTPU JI€1 MPOU3BOJIUTCA B XPOHOJOTUYECKOM MOPSIIKE,
IpU KOTOPOM HauboJiee paHHUE JOKYMEHTHI pacIioyiaratoTcsl B Havae Jena.

[Tonoxenus, mnpaBuiia, UHCTPYKUUU M T. ., YTBEPKIEHHBIC PACHOPSIUTEIHLHBIMHU
JIOKYMEHTaMU, TPYIIIUPYIOTCA BMECTE C YKa3aHHBIMU JOKYMEHTAMH.

[Ipuka3pl 1O OCHOBHOW JEATEIBHOCTH (OPMHUPYIOTCS OTACIBHO OT MPHUKA30B IO
KaJIpOBBIM BOIIpocaM (JIMYHOMY COCTaBy) (Ha3HayeHHe, IepeMelIeHHe, YBOJIbHEHHE
COTPYAHHUKOB) U OT NMPUKA30B 00 OTMYCKaX, KOMaHAUPOBKAX U T.1.

[Iporokonbl 3acefaHuil KOJUIETHAIBHBIX OpPraHOB 00pa30BaTeIbHOW OpraHU3aluU
TPYIIUPYIOTCS B Jiejia B XPOHOJOTMYECKOM TOPSAKE U TI0 HOMEpaM B MpeeiaX KaJleHIapHOTo
rofa. JJokyMeHTHI K 3aceJaHUsIM yKa3aHHBIX OPraHOB CUCTEMATU3UPYIOTCS O J1aTaM M HOMEepam
IIPOTOKOJIOB, @ B Ipe/eaax IPpyIIbl JOKYMEHTOB, KOTOPbIE KacaloTCs OAHOIO MPOTOKOJA, - 110
MOBECTKE JIHA 3aceIaHusl.

[lepenucky cnepyer rpynmnupoBaTh B J€jla 3a IEpUOJ KaleHIapHOro rojga. B neno
MEPENUCKH MOMEIAIOTCA BCE JTOKYMEHTHI, BO3HUKIINE B X0Je pemieHust Bompoca. [lepernucka
CUCTEMATU3UPYETCS B XPOHOJIIOTMUYECKOM MOCIEe10BaTENIbHOCTH; IOKYMEHT OTBET IIOMEIIAETCS 32
JIOKYMEHTOM-3aIPOCOM.

9.2. Odopmienue eJ.

Jlena oOpa3oBaTelIbHON OpraHu3alMy MojiexkaT oQOpMIIEHUIO MPU UX 3aBEACHUM U 1O
3aBepILEHUH roJa.

Odopmiienne niena — MOATOTOBKA Jiejia K XPaHEHHUIO BKITIOYAET B CE0s1 KOMIUIEKC padoT 1Mo
ONKCAHMIO Jiesla Ha O0J0XKKe, MOAIMBKE, HyMEpaluy JUCTOB U COCTABJICHUIO 3aBEPUTEIbHOMN
Haamucu. OdopMiteHne J1en MPOBOIUTCS pabOTHUKAMU OpPTaHU3aINH, B 005S3aHHOCTH KOTOPBIX
BXOJMT 3aBelleHue M (OpMHUpPOBAHUE A€, MPU METOAMYECKOW IMOMOIIM M TOJ KOHTPOJIEeM
OTBETCTBEHHOTO 32 apXUB 00pa30BaTEILHON OpPTaHU3AIIHH.

B 3aBHCHMOCTH OT CpPOKOB XpaHEHHs HMPOBOJUTCS MOJHOE WM YaCTHUYHOE O(opMIIeHUE
JIelI.

[TomHOMY OdOpMIIEHHIO TMOJUIekKAT Jena MOCTOSHHOro, BpeMeHHOro (cmeimie 10 ier)
XpaHeHus (10 JUYHOMY COCTaBY, JIMUHBIE JIeja YBOJICHHBIX paboTHHKOB). [TomHOE odopmiteHne
Jiena npeycMaTprBaeT:

e  TOJANIVBKY WJIN TBEPJBIN MEPEIIET EIa;

e  HYyMEpalHMIO JHCTOB B JIENE;

e  COCTaBJICHHUE JIUCTA-3aBEPHUTEIIS,

e  COCTaBJIEHHE B OCOOBIX ciryyasix (mpu 0OpMIIEHUH JTMUHBIX JEl, U yueTa 0000 LEHHBIX
JOKYMEHTOB) BHYTPEHHEW OIMCH IOKYMEHTOB JIeIa;

e  BHECEHHME HEOOXOAMMBIX YTOUHEHHH B PEKBH3HUTBHI OOJIOKKM Jiena (YTOUHEHHE Ha3BaHHS
MOJIpa3 IeIeH s, MHACKCA U 3ar0JIOBKA JIeNa, IaThl Jeja U JIp.).

Hllena BpemenHoro (A0 10 JeT BKJIIOYUTEIBHO) XpaHEHUS MOJJIEKAT YACTUYHOMY
oopmiienuto. Jlomyckaercs:
e  XPaHMTH JieJla B CKOPOCILIMBATENSX;
e  HE IIPOBOJUTH NIEPECUCTEMATU3ALINIO TJOKYMEHTOB B JIEJIE;
e  JIMCTHI JieJla HE HyMEpOBaTh;
e  3aBEPUTEIBHBIE HAAMKNCH HE COCTABIIATh.
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JIOKyMEHTBI, MoJJIeKallye MOJHOMY O(OPMIICHHUIO, MOAUIMBAIOT HA YEThIPE MPOKOJIA B
TBEP/YI0 00JI0KKY U3 KAPTOHA MITH MEPETIETAIOTCS C YYETOM BO3MOKHOCTH CBOOOIHOTO YTEHUS
TEKCTa BCEX JOKYMEHTOB, JAT, BU3 W PE30JIOLUNM Ha HUX. [Ipu MoAroroBke nen K MOIIIMBKE
(meperuieTy) MeTauIMYecKue CKperuieHus (CKOOBI, CKPENKH) U3 JTOKYMEHTOB yHalsroTcs. Jlena
IIOCTOSIHHOTO XPAaHEHUsl, COCTOsIME U3 He(pOpPMATHBIX JOKYMEHTOB, XPaHATCS B 3aKPBITHIX
TBEP/ABIX MAIKaX C TPEMS KJallaHaMHU U C 3aBsA3KaMHU.

ITpu Hanmu4uu B Jesie HeBOCTPEOOBAHHBIX JIMYHBIX IOKYMEHTOB (TPYAOBBIX KHIKEK U Jp.)
3TH JOKYMEHThl BKJIQ/IbIBAIOTCS B KOHBEPT, KOTOPBIM 3aTEM MOALIMBAETCS B 3T0 Aeno. Ilpu
HaJIMYUK OOJIBIIOTO KOJIMYECTBA TAaKUX JOKYMEHTOB OHHM MOIYT M3bIMAThCs U3 JleNl, U Ha HHUX
COCTaBJISIETCS OTAENIbHAS OIKCH.

B koHue kaxaoro nena MOAIIMBAIOTCS YHUCTble OJaHKKM (GOpPM Uil 3aBEPUTENIBHOM
HAJMNCH.

B nensix obecnieueHust COXpaHHOCTH U 3aKPEIICHUS MTOPAIKA PACHIOI0KEHNUS JOKYMEHTOB,
BKITIOYCHHBIX B JIEJIO, BCE JIUCTBI, KPOME 3aBEPHUTEIBHOTO, HyMEPYIOTCS apaOCKUMH IUppamMu B
IIPaBOM BEPXHEM YTy, HE 3a/JieBasi TEKCTa JOKYMEHTa, IPOCThIM IpaMuecKUM KapaHIalloM WIn
HyMepaTopoM. YTOTpeOJNeHHe YEepHWJ M LBETHBIX KapaHJalleld ajis HyMepaluH JIHCTOB
3arperaercs. BHyTpeHH:s oNnuch UMEET CaMOCTOSATENBHYIO HyMEpaLUIo.

JIucThl Jen, COCTOSIMX U3 HECKOJBKMX TOMOB WJIM 4acTed, HyMEPYIOTCS 0 KaKIOMY
TOMY WJIH YacCTH OTIEIBHO.

dotorpaduu, YepTEekKH, AMATPAMMBl U JAPYrHe WLIIOCTPATUBHBIE W CIEIH(PHUECKUE
JIOKYMEHTBI, HPEACTaBISIOIINE CaMOCTOATENbHbIM JHUCT B Jelie, HyMEpPYIOTCS Ha 0OOpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

Cno’keHHBIN JIMCT pa3BOPavYMBACTCS U HyMEpYyeTCs B MPaBOM BepxHeM yriay. IIpu atom
JHCT JIt000ro popmara, MOANIUTHIA 33 OAMH Kpald, HyMepYeTCsl KaK OJIMH JIUCT; JINCT, CII0KEHHBIN
Y TIOJIUTBIN 3a CEPENNHY, TOAJIEKUT MEPEIINBKE U HyMEPYETCs KaK OJUH JIUCT.

[TonmmTsie B 1€710 KOHBEPTHI € BIIOKEHUSIMU HYMEPYIOTCS; IPU ’TOM BHaYajle HyMepyeTCst
KOHBEPT, a 3aTEM OYEPEJHBIM HOMEPOM Ka)KJI0€ BJIO)KEHHE B KOHBEPTE.

[TonmmTeie B 1€710 JOKYMEHTHI C COOCTBEHHOW HyMepaluel JUCTOB (BKIIIOUYas eYaTHbIE
U3JJaHKs) MOTYT HyMEpOBaTbCs B OOIIEM IMOPSJKE WIM COXPAHATh COOCTBEHHYIO HyMEpalHio,
€CJIM OHa COOTBETCTBYET MOPSIIKOBOMY PACIOJIOKEHUIO JIUCTOB B JEe.

B cinyuasx oOHapyxeHUs OOJBIIOrO 4YHciaa OMMOOK B HyMepalMM JIMCTOB Jefla B
JIEJIONPOU3BOJCTBE MPOBOJUTCS MX MNepeHyMepanus. [lpu mepeHymepanuu JHCTOB CTapble
HOMEpa 3a4EpKUBAIOTCA OJHOW HAKJIOHHOW YEpPTON M PAIOM CTaBUTCS HOBBI HOMED JIUCTA; B
KOHIIE JIella COCTaBJISIeTCS HOBas 3aBEpHUTENIbHAs HAANUCh, NMPU 3TOM cCTapasl 3aBepUTENbHAs
HaJMKCh 3aUEPKUBAETCS, HO COXPAHAETCS B JCIIE.

Jlisg ydyeta KoJMuYecTBa JIUCTOB B Jiele W (PUKCAIMM OCOOEHHOCTEH WX HyMepaluu
COCTaBJISIETCS 3aBEPUTENIbHAs HAAMKCh Jiena. OHa COCTaBIsAETCsS B €€ Ha OTACIBHOM JINCTE —
3aBepuTelie Jena. 3aBepuTelibHas HaAMKUCh COCTABIISETCS M0 YCTaHOBJIEHHOH (opMe.

Bce mocnenyromyie M3MEHEHHs B COCTaBE M COCTOSIHMM Jefla (IIOBPEXKACHMS, 3aMEHa
MOJJIMHHBIX JOKYMEHTOB KOIHUSAMH, MPUCOEIMHEHNE HOBBIX IOKYMEHTOB M T. JI.) OTMEUAIOTCS B
3aBEPUTENIBHON HAANIUCU CO CCBIJIKOM Ha COOTBETCTBYIOIIMM aKT.

OO60kKa 1€yl TOCTOSTHHOTO, BpeMEHHOTo (cBbimie 10 yieT) XpaHeHus M MO JUYHOMY
cocTaBy opopmIIsieTcs o yCTaHOBICHHOH Gopme.

Ha o0noxke nen MOCTOSHHOTO XpaHEHHsS BBEpPXY IMpelycMaTpuBaeTCs MECTO JUIsS
HaMMEHOBAaHUS TOCYIaPCTBEHHOT'0 apX1Ba, B KOTOPBIN OHU OyyT MepeiaHbl, a TaKXKe apXHUBHOTO
mudpa B IpaBOM BEPXHEM U JIEBOM HIKHEM YTIIax.

ITpu odopmiennn 0610kKH nen HauMeHoBaHHMe LIIKoibl yka3bIBaeTCs IMOJHOCTBIO MO
yCTaBy, B UMEHUTEJIBHOM IaJI€%K€e, COKPAIIEHHOE Ha3BaHHE — B CKOOKaXx.

OO0s3aTenbHBIME PEKBU3UTAMU OOJIOKKHU JIeja SBJSIETCS YKa3aHUE KOJIMYECTBA JIUCTOB B
Jiese, KOTOpoe MPOCTaBIIsAETCS Ha OCHOBAaHUM 3aBEPUTENBHON HAIUCHU J€]1a, U CPOKA XPaHCHUS
Jiena (Ha Jesax MOCTOSSHHOTO XPaHEHUs! MUIIETCA: «XPaHUTh IOCTOSHHOY), KOTOPBIA IEPEHOCUTCS
Ha 00JIOXKKY JieJ1a U3 HOMEHKJIATYpPBl II0CJIE€ CBEPKHU €r0 110 CPOKAM XpaHEHHUs B IIEpEUHE.
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JUig ydera JOKYMEHTOB OIPEACICHHBIX KAaTETOPHH €N IOCTOSHHOTO M BPEMEHHOTO
(cBpime 10 jieT) XpaHeHHs, y4e€T KOTOPBIX BBI3BIBACTCS CHEUM(UKON JaHHOW JOKYMEHTAIUH
(J1muHBIE €A, 0000 LIEHHBIE), COCTABIAETCS BHYTPEHHSS OIUCh JOKYMEHTOB JIea.

BHyTpeHHI010 0niCch HEOOX0MMO TAK)KE COCTABIATH B JieJaX MOCTOSIHHOI'O U BPEMEHHOT'O
(cBbime 10 ner) xpaHeHHs, cPOPMHUPOBAHHBIX IO PA3HOBHIHOCTSAM JIOKYMEHTOB, 3aroJIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEP’KaHUE JOKYMEHTOB.

BHyTpeHHSII ONUCH COCTaBISIETCS Ha OTAEIbHOM JIMCTE I10 YCTAHOBIEHHOH (opme,
KOTOpasi COJIEP’KUT CBEICHUS O IMOPSIKOBBIX HOMEpPAX AOKYMEHTOB Jiela, UX MHAEKCaxX, JaTax,
3aroJIOBKax M HOMEpax JIMCTOB J1€/1a, HAa KOTOPBIX PACIIOIO0KEH KaX bl JTOKYMEHT.

K BHyTpeHHell ommcH Jena COCTaBIs€TCS WUTOTrOBasl 3alUCh, B KOTOPOM YKa3bIBAETCs
nuppaMu U MPOIUCHI0 KOJIMYECTBO BKIIIOYEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIMCTOB
BHYTPEHHEH OIMCH.

BHyTpeHHs onMCh NOAIUCHIBACTCS €€ COCTABUTEIIEM C YKa3aHUEM JOJDKHOCTH, MOATIHCH,
pacmppoBKY MOAMKUCH U HyMEpYETCs B JeJie OTACIBHO.

10.XpaHeHue M YHUYTOKEHHE TOKYMEHTOB.

JIokyMeHTBI (7era) ¢ MOMEHTa co3/iaHus (MoJyueHus1) Wik GOpMUPOBAHUS XPAHATCA B
OpraHu3aliy JI0 IEpeaayll ApXUBHOMY YUPEKICHHIO.

PykoBoauTenb 00pa3oBaTeIbHON OPraHU3aIlMK M CIICIIUAIEHO HA3HAYCHHOE JIUIIO (JIHIIA)
00s13aHBI 00ECTICYUTh XpaHEHHE JOKYMEHTOB U JIETI.

Jlena TOJIKHBI XPaHUTHCS B BEPTUKAJILHOM IMOJIOKEHHH B IIKa(axX, KOTOPBIE 3aKPBIBAIOTCSI.
Ha xopemikax 007105KeK /e yKa3bIBarOTCS HOMEpa Jedl.

Brigaua nen Bo BpeMeHHOE TONb30BaHUE pabOTHHKAM 00pa3oBaTeNbHON OpraHU3alluu
OCYIIECTBIISIETCSI C YCTHOTO Pa3peIICHUs] €r0 PYKOBOIHUTENS, a APYTUM YUPEKICHHUSIM - C €ro
MUCbMEHHOTO paspelieHus. Ha BbIJaHHOE JeN0 COCTaBisIeTCs KapTouka - 3aMEeHHUTeNb. B
KapTOYKe yKa3bIBAIOTCS HOMEP JIeNa, 3ar0JIOBOK JIeNa, J]aTa €ro BBIIAYH, JII0, KOTOPOMY JIENI0
BBIJIaHO, JIaTa €r0 BO3BpaTa, MOJIMUCH JUI], KOTOPbIE BBIJAIN U IPUHSIIU JIEJO.

[IpenocrasiieHue e BO BpeMEHHOE MOJb30BaHME OCYIIECTBIISICTCS He Ooiee 4eM Ha OTUH
MECHII.

W3bsiTHE JOKYMEHTOB U3 JIeJIa TIOCTOSSHHOTO XPAHEHUS 3aMperaeTcs. B nCKITIoUnTeNbHBIX
CIIy4asiX U3BATHE JOKYMEHTOB JOMYyCKAaeTCS C pa3pelieHHs] PYKOBOAHUTENsS 00pa3oBaTeIbHOM
OpraHu3aIiy ¢ 0053aTEILHBIM OCTaBIIEHUEM B JIeJie 3aBEPEHHBIX JOKHBIM 00pa3oM KOIHH.

[Tocne okoHYaHMS CpOKa XpaHEHHUS JOKYMEHTOB, KOTOpbIE HE MOJIeXaT TMepeaaye
APXUBHBIM YUPEIKICHHIM, JOKYMEHTHI CITUCHIBAIOTCSI KOMUCCHEH 00pa30BaTeIbHON OpraHH3aIiH
[0 TIPOBENEHUIO DSKCIEPTHU3bl I[IEHHOCTH JOKYMEHTOB, KOTOPYIO Ha3HAdaeT PYKOBOIUTEIH
oOpa3oBaTenbHON opraHuzanuu. Ha croucaHHyl0 JOKYMEHTAIlMI0 OJKCIEPTHASE KOMHUCCHS
COCTABJISIET COOTBETCTBYIOIIMM AKT.

CrucanHasi JOKYMEHTAIMsI YHUYTOKAeTCs.
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IIpumepHast ¢popma xxypHaJia yueTa nedyareil 1 IITaMIOB

00pa3oBaTeIbHOI OPraHN3anuu

pniaoxenne 1

K MHCTPYKIUH 110 BeICHUIO /1e10BOi
noxyMenTanuu B MBIOY «/leTckuii can
Ne 2 «3Be3mouka»

PesyabTaTsl .
HaumenoBanue . OTTHCK neuaTel
HaunmenoBanue e;KeroJJHoM
MmoJApa3aeieHus, OTMeTKa 00 (ITamMmnos)
nevyaTu OrTHCK Hoanuce, NPOBEPKH
JOJI2KHOCTh YHUUTOKEHUH, | IS
Ne ni/m | (mTamMna), MHUIUATO | IEYATH YAOCTOBEPAIOLIAS | HAJINYUSA Mpumeyanue
NnoJIy4arteJisi v N HOMep YHUYTOKEHHS,
p 3aka3sa, mTamMmna) NnoJiyueHue, jata |medareit
bamunusn aKTa M JaTa aTa
AaTa NOCTYIICHUS H IITAMIIOB,
noJry4arteJist BO3BparTa
AaTa NpoBepKH
1 2 3 4 5 6 7 8 9
IIpumepnast popma Kuuru/ :xypHaja perucrpanum nNpuKa3oB
o0pa3oBaTe/ibHOI OPraHU3aLMU.
ITo ocHOBHOI AeATEILHOCTH
Ne Jlara Home Cpox OTMeTKa 00 HCIIOJTHEHNH
N p Coaep:xanue Hcnoanureapr |MCIMOJTHEHHUS
n/n NnpuKa3a
npuKa3a
O npoBeneHnn 30.08.2022  |CHAT ¢ KOHTPOIA
25.08. KOMILIEKTOBAaHUS 30.08.22
1 74-0O [()5(0)
2022 neaaroruuyecKux
KaJIpOB
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ITo xagpoBBIM Bonpocam

Jl:;')n Jara npukasza | Homep npukasa Bua npukasa ®UO corpyrnuka OcHoBanue

TI Ne 25 ot
1 14.10.22 77-K ITpuem J5(0) 14.10.2022

ITo KOHTHHIeHTYy 00y4aroImMXCcs
Ne Homep
Jlara npukasza Bupa npuxa3sa ®U olyuaromerocs OcHoBanue

n/n NnpuKasa

3asABICHHUE POAUTENIEH
| 28092022 35.y Saumcrene o1 o1 27.09.2022

Ne 46
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Hpunioxenne 2

K MHCTPYKIUH 110 BeICHHIO /1eJI0BO
noxyMentanuu B MBIOY «/leTckmii can
Ne 2 «3Be3moukxa»

IIpumepnas popma Knuru/ sxypHasa perucTpauuu pacnopsizKeHui
00pa3oBaTeILHONH OPraHU3aAUM.

Ne ni/x [ara Homep Conenkanme K10 moxmmca Cpok ucnosHenusi| Ormerka 00
) pacnopsizkeHus | pacnopsizKeHUs1 ep "t HCTIOJTHEHUH
®.1O. O noe3ne yyammxcs Crr ¢
1 20.10.22 37-P o SKCKI‘ Z;I}Om 22.10.22 KOHTPOJIA
P 22.10.22
IIpumepnas popma Knuru/ s;kypHasna perucTpanuu nNpoToKoJioB
o0pa3oBaTe/IbHOM OPraHU3aLUMN.
Nenn/m | Ne mportoxkoJia Hara ero IMoBecTKa THA

perucrpauuu
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IIpunoxenne 3

K MHCTPYKIIUM 0 BeIEHUIO /1e10BOi
nokymentanuu B MBJIOY «Jlerckmii can
Ne 2 «3Be3mouka»

IIpumepHasi popMa perucTpaAMOHHOIO KYPHAJIa BXOASIIUX JOKYMEHTOB
o0pa3oBaTe/IbHOI OPraHU3aAnNHU

Hara Pe3zosmonns niu
Ne i/ | mocryniienusi | /lata u Homep Kpartkoe cogep:xxanue KoMy HanpasJieH | OTmeTKa 00
nokymenTa/ | n0Kymenra, | KOPPeCloH- JIOKYMEHT HCIIOTHEHU T
BXOASIIUUI  |NPHCBOCHHLIN AEHT (moanucey,
HOMep aBTOPOM YI0CTOBepS0IIast
AN
1 2 3 4 ) 6 7
IIpumepHasi popMa perucTpanHOHHOIO )KYPHAJIA HCXOASIIHX IOKYMEHTOB
o0pa3oBaTe/IbHOI OpPraHu3auuu
aTa u Home
Perucrpan A p
/laTa . JAOKYMEHTa, Ha
Ne WOHHBIN Kpartkoe .
MTOKYMEHT Anpecat KOTOPBIii UcnoJHUTEIb
n/n HOMep coJep:KaHue
a naercsi 0TBeT
NOKyYMEHTAa
1 2 3 4 3) 6 7
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IIpunoxenne 4

K HHCTPYKIUM 110 BeJeHUI0

nesioBoi fokymentanuu B MBJ10Y
«lerckmii cag Ne 2 «3Be3104uKay

HPUMEPHAA HOMEHKJIATYPA JIEJI

OBPA3OBATEJIbHON OPTAHU3AIINU
JomkoJbHOe 00pa3oBaTe/bHOE YUpeKIeHue

Cpok xpaHeHuUs

NHpexc aena (Toma,
3aroJ10BOK JeJia Koan4uecTBo e
YaCTH) IIpumeyanue
(Toma, yacTn) (TomoB) .
neJja u Ne crareii o
Ilepeunro
1 2 3 4 5
01. PykoBoacTBO (KaHLeJIsIPUSA)
HopMmaTtuBHbIe paBoBbIe
aKThI OPTaHoOB,
Jlo MUHOBaHHUS
OCYIIECTBISIOIINX
HaJgoOHOCTH | 3aBeneHo,
ynpaBiieHue B cepe
01-01 O6DAZOBAMILS m. «O» CT. 3, 1. | IeNONpPOU3BOUTENH
P ’ «06» ct. 4 TII | CkBoproBa JI.M.
perIaMeHTHPYIOIIHE 2019
o0Opa3oBaTenbHbIE
otHomeHus. Komuu
01-02 | Veras nercxoro cara [Tocrosinno | [locne 3ameHsI
a g ct. 28 TI1 2019 | HOBBIM
CBUIETENBCTBO O o MmuHOBaHUSs
[Tepexonsmee ¢
01-03 |mocTaHOBKE Ha y4YeT B HaJg0OHOCTH, 2012
Hanorosom oprane (MMHH) ct. 24 TIT 2019
01-04 CBUIETENBCTBO O BHECEHUH [TocTostnro | Ilepexopsiee ¢
3anucu B EI'PIOJI cT. 24 TI12019 | 2012
JlokyMeHTHI (HOTOBOD,
KOHTPAKT, CBUJIETENILCTBA) Jo
01-05 | M@ TPaBo OnepaTHBHOrO mukBunanuu | Ilepexonsiiee ¢
YIPaBJICHUS UMYIIIECTBOM, opranm3amuu | 2012
Ha MPaBo MOJIb30BaHU ct. 93 TIT 2019
3eMeJIbHBIM YU4aCTKOM
[Tocne
JInneH3un u NpuIIoKeHUs K 5 ner
01-06 IpeKpalieHus

HHUM

ct. 55 TIT 2019

NEUCTBUS JIUICH3UU
ITepexonsiee ¢
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2018
CanurapHo-
AMUAEMHOJIOTHYECKOE
3aKJII0OYEHUE Ha
00pasoBaTenbHYIO 5 ner, DIIK Tlepexomiiee ¢
01-07 | mesATeNBHOCTH, CAHUTAPHO- cT. 429 TII 202{)8 et
SMUAEMHAOJIOTHYECKOE 2019
3aKJII0OYEHUE Ha
MEAUIIMHCKYIO
JIeATETbHOCTh
Hocrosno [Tepexonsiee ¢
01-08 | MynununansHoE 3a1aHKE . «0» cT. 198 202{)8 AU
TIT 2019
Lo o
01-09 roJ0BOTO MYHHUIIMIIAJILHOIO m. «»cr. 211
A Y TI1 2019
3a1aHUs
[TocrosauHO
01-10 |IIporpamma pa3BHUTHS cr. 193 TII
2019
[TIpotokomnsl Hocrosmo
01-11 ch) €rMaJIbHBIX OPTaHOB m. «@» cr. 18
o P TI1 2019
[TpoTokomBI COBEMIAHUI Hocrosmmo
01-12 an saBe eMm . «e» cT. 18
pi sasezyIom TI1 2019
[TocrosanHO
01-13 [poroxomst 0Ouux I. <OK» CT. 18
coOpaHuil pabOTHUKOB TII 2019
[Ipukaspl M0 OCHOBHOM HocrosnHo
01-14 eIi[TeJ'IBHOCTI/I . «a» cT. 19
A TIT 2019
Kypuan perucrpanuu [TocTostHHO
01-15 |mpuKa3oB MO OCHOBHO L. «a» cT. 182
IEeITEeIbHOCTU TII 2019
[Tpukassl/ pacnopspKeHUst 5 ner
01-16 |mo aTMUHHUCTPATHUBHO- . «o» cT. 19
XO03SIMICTBEHHBIM BOITPOCaM TIT 2019
Kypnain perucrpannn
IPUKA30B/ pacropsKeHUH 5 ner
01-17 |mo aAMHHHCTPATHBHO- . «B» CT. 182
XO3SIMCTBEHHOMN TIT 2019
JeSTEIbHOCTH
01-18 JIOKyMEHTBI (JUTLIIOMBI, [TocrosauHO
CBUJIETEIBCTBA, TPAMOTHI, ct. 369 TII
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0J1aro1apHOCTH, 2019
YIIOCTOBEpPEHUS K
Harpajiam) o HarpaxJaeHUH
OpTraHM3aINy 32 Y9acTHe B
BBICTAaBKaX, spMapKax,
MPE3CHTAIHSIX
JIOKyMEeHTBI 0 MpoBEpKax 10 et
01-19 (aKThI, CIIpaBKH, or. 141 T
NepernrcKa) opranaMu '
2019
TOCKOHTPOJIS (Haa30pa)
01-20 WNHucTpykuus o ITocrostnno | Ilocne 3aMeHsl
JIEJI0NIPOU3BOJICTBY cT. 28 TI1 2019 | HOBBIMU
[ToctosinHO | CTPYKTYpHBIX
01-21 |Homenknatypa aen cr. 157 TI1 nojapasaeseHui — 3
2019 roaa
OO6parenust rpaxk/iad u 5 et OIIK
01-22 |mepenucka 1mo ux ct. 154 TII
paccCMOTPEHHIO 2019
’KypHan peructpanuu > Jer
01-23 6}’13 pernetpal m. «e» cT. 182
oOparteHuii Tpaxaan TIT 2019
o
JTUKBHJIAITAU
01-24 ﬁiﬁgﬁ:; f;iiﬁilgsqn OpraHu3aluu
ct. 163 TI1
2019
[Ipu orcyrcTBHM
AXTBI YHUYTOKCHHS 3 rona KCHHUT, FYPHATIOB,
01-25 i cT. 164 TII | OTTHUCKOB U CJICTIKOB
nevareil U mTaMIoB
2019 — 0 JJUKBUIAIIUU
OpTaHU3aIUN
Kypuan perucrpanuu 5 ner
01-26 |mocTtynaromux u . «T» CcT. 182
OTIIPABJIIEMBIX JOKYMEHTOB TIT2019
Kypnan perucrpauuu 3 roma
01-27 |Ttenerpamm, L. <OK» CT. 182
TesiehoHOrpamMM U (paKcoB TIT2019
[TyOnuuHbIi TOKIAT O Hocrosrro
01-28 | Y1 AOKIAA ct. 209 TIT
paboTe IeTcKoro caaa 2019
Oruer o [TocrosannO
01-29 camo00ceI0BaHuN cr. 209 TII
A 2019
01-30 l'onoBotii utan paboTs [TocrosanHO

IIETCKOTO cana

. «a» cT. 198




44

TI12019
OnepaTrBHbIE MJIAHBI Jlo MuKOBaHHA
01-31 |(xBapTajbHBIC, MECSTUHBIC) HagobrocTn
a00TEI eTCKé)I‘O caga cr. 201 TII
p a a 2019
01-32 [<..>
02. BocnnuraTeibHO-00pa30BaTe/IbHA eATEeJIbHOCTh
OcHoBHast 00pa3oBaTeIbHas o 3ameHbI Tenexosiee ¢
02-01 |mporpamMma JOMIKOJBHOTO HOBO# 20 F 9 roﬂam
0o0pazoBaHus ct. 271 TIMIT a
JlonoJiHuTENbHBIE o 3ameHbI Tenexomiiee ¢
02-02 |oOpa3oBarenbHbBIC HOBBIMH 201p 9 roﬂam
MPOTPaMMBbI ct. 271 TIMII a
Kypnaun 3anstuii no
02-03 | momoTHUTETEHOMY > JIer
cr. 493 TIMII
00pa3oBaHUIO
UnanuBuayaibHbIe IIAHEL 1 ron
02-04 a6I:)TI>I i(})/cnmaTeneﬁ cr. 203 TII
p 2019
02-05 Eag";ﬁ)ﬁ;&“aﬂm 1o 5 mer DMK, | COJT— BJI C:\Users\
ogpgzoBaHmo y cT. 434 IIMII | marepuainsl no 110
5 mer
02-06 |Croucku BOCIIMTAaHHUKOB or. 440 TIMTI
[Ipu BBIOBITHY B
ApYTyro
JIOIITKOJTBHYIO
JInunele gema 3 rona,
el BOCIIUTAHHUKOB cr. 330 TIMIT | OPrafMsatio u
OTYHCIIEHUS U
JIOIIKOJIbHOM
OpTaHHU3aIUU
IIpoTokosel 3ace1annit [TocrosnHO
02-08 |memarormueckoro cosera u IL. «J1» CT. 18
JIOKYMEHTBI K HUM TIT2019
02-09 Knura ydera npoTokosioB 10 et
MeIarornaeckoro CoBeTa cT. 335 TIMII
[TpoTokomnsl 3acenanuit
METOQUYECKOT0 COBETA U ITocTostHHO
02-10 | mOKyMEHTHI K HUM . «o» CT. 18
(cipaBKH, JOKIJIAIbI, TII 2019
UHpOpMALINN)
0211 |comremmmn nemmmranemsmoi > et J1IK
cr. 433 TIMII

paboThI
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[Ipu oTcyTcTBHM

02-12 ["omoBoii TuTan paboThI oL lzggﬂTH roJ0BOr0 IIJIaHA
METOJIUYECKOTO COBETA 2019 paboThI JETCKOTO
caJjia — IOCTOSIHHO
} | ron [Ipu oTcyTcTBHM
02-13 I'opoBoit OTHeT paboTsl or. 215 T[] | FOAOBOrO OTHETa O
METOINYECKON COBETa 2019 paboTe 1eTcKkoro
cajia — IOCTOSIHHO
I'onoBbIEe OTYETHI
1 rox
00-14 |CTeUHATHCTOR (ncuxomnor u or. 216 TII
IIp.) O pe3yabTaTax 2019
MPOJIEJIaHHOM pabOTHI
JlokymMeHTBI 00
OpraHu3aIiy JETHEeH
03710POBUTEILHON PabOTHI I rox
02-15 | (MeTommueckue
ct. 365 IIMII
PEKOMEH AN, TJIaH
paboThI, peXKUM pPabOTHI,
aKTBbI U Jp.)
Kypnansl npuema
02-16 no}(,:I::TI/ITeJIelg (pomuTeneit 3 Tona
ct. 970 TIMII
BOCITUTAHHUKOB)
A - Hocromao
02-17 I 3 rona
polLecc U IeATENbHOCTh or. 281 TIMIT
BBIJIAIONIUXCS TIEJaroroB
WNudopmanuu, cripaBku o
METUITTHCKOM
02-18 00cCyXKMBaHUH, TUTAHUU 3 roma
BOCIIUTAHHUKOB U ct. 435 TIMII
MaTepUalbHO-TEXHUYECKOM
obecrie4eHnn
ITpoTOKOIBI pOAUTETBCKUX
02-19 coOpaHuil U JOKYMEHTHI K 5 ner
HUM (CIIpaBKH, TOKJIAIbI, cT. 324 TIMII
UHpOpPMaLINN)
[InaHel KyIBTYpHO- [TocTostHHO
02-20 | mocyroBoii u T.1I. cT. 193 TII
JESITENLHOCTHA 2019
02-21 |<..>
03. Kagposoe odecnieuenue
[Ipucnanneie nis
TTocTosHHO CBEIECHUS — 10
03-01 | KomieKTUBHBIN AOTOBOP ct. 386 TII | MuHOBaHUS
2019 HaIoOHOCTH
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ITocne ncreuenus

JIOKyMEHTBI O IpOBEpKax 3 rona CpOKa JIEUCTBUSA
03-02 |BbITIOTHEHUS YCITOBUI ct. 389 TII | KOJIIIGKTUBHOTO
KOJIJISKTHBHOTO JIOTOBOPA 2019 JI0TOBOpa
[IpaBuna BHyTpEHHETO Hocrosnro
03-03 | P yIp ct. 394 TI
TPYAOBOIO pacropsiika 2019
03-04 [IIratHOE pacnucanue u ITocTostHHO
W3MEHEHUS K HEMY ct.40 TII 2019
[IITaTHBIE pacCCTAaHOBKHU
03-05 (mTaTHo-cIr)u/IcquLIﬁ 30775 ner
cT. 42 TI12019
coctaB paOOTHUKOB)
JIOMKHOCTHBIE UHCT uu 30775 ner
03-06 PyEH cT. 443 TII
pabOTHUKOB 2019
[Tpuka3zbl Mo TUYHOMY
cocTaBy (mpuem,
nepeMenieHue,
COBMEIICHNUE, IEPEBOI,
YBOJIbHEHUE, aTTeCTAIHs,
JIOTIOTHUTEIBHOE 50/75 net OIIK
03-07 |mpodeccuonanbHoe . «a» cT. 434
o0pa3zoBaHue, H3MEHEHHE TIT 2019
dbamMunuu, TooHpeHus,
HarpaxJAeHus, OTITyCKa 110
yXO0[y 3a peOeHKOM,
OTIIycKa 0€3 COXpaHeHus
3apabOTHOM IJIaThI)
IIpukasel opranuzanuy 1o
JUYHOMY COCTaB
Y Y 00 otmyckax,
(e’xeroIHbIE OTIAYNBAEMbBIE
KOMaHIUPOBKAX
OTITYCKa, OTITyCKa B CBSI3U C
o0y4JeHHneM, JIe)KypCTBaxX > Jier PaGOTHHKOB ¢
03-08 ’ ", M. «O»-«T» CT. | BpEIHBIMHU U (WIJIH)
HE CBA3aHHBIX C OCHOBHOM
o 434 TI1 2019 |omacHbIMH
(mpoduIbHOIN)
NesITeIbHOCTBIO, O YCHOBMAMM TPy/Aa
’ —50/75 ner
KOMaHIMPOBKAX H
CITy’)keOHBIX MTPOBEPKAX
[Tpuka3zbl Mo TUYHOMY 3 rona
03-09 |cocraBy (AMCIHTITMHAPHBIC . «1» cT. 434
B3BICKAHHUS) TIT 2019
O exeromHo
Kypnan perucrpauuu 50/75 ner DIIK | omnmaunBaemMbIxX
03-10 |mpuka30B MO JTUIYHOMY . «O» cT. 182 | oTmyckax, OTIycKax
COCTaBYy) TIT 2019 B CBSI3M C

oOydeHueMm,
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JIEeKYpPCTBaxX, HE
CBSI3aHHBIX C
OCHOBHOH
(mpoumnbHOIL)
NEATEILHOCTRIO — 5
JeT

KypHan ydyera TUUHBIX A€l

PabOTHUKOB JIMYHBIX €, 50/75 net DIIK
03-11 |MYHBIX KapTOUEK, . «O» cT. 463
TPYIOBBIX IOTOBOPOB TIT2019
(cry>keOHBIX KOHTPAKTOB)
50/75 net OIIK Tepexomsiiime ¢
03-12 | JInunble gena pabOTHUKOB cr. 445 TI1 PEXOZIAIL
2019 2010
TpymoBbIe TOTOBOPHI, 50/75 ner
03-13 CJ1y’KeOHbIE KOHTPAKTHI, DIIK*3 lz_lc)efg XOAIIHIE €
COTJIAIIEHUs 00 UX cT. 435 TI1
W3MEHEHUH, PaCTOPKCHUH 2019
YBegomiieHus,
3 rona
03-14 |[PEAYHPEIRACHIAL, cr. 436 TI
paboTHUKOB(am) '
2019
pabotonarenem
50/75 net OIIK
03-15 JIn4HbIE KAPTOYKHU or. 444 TTI [epexomsmue ¢
pabotaukoB (. T-2) '2019 2022
[ToxmHHBIC JIMYHBIC Jlo
03-16 EEI;IZIKB;ZHTiéJTIEi]/i?BM BocTpeOoBanus. | HeBocTpeboBaHHbBIE
e ’ cr. 449 TIT |- 50/75 ner*
aTTecTaThl, YIOCTOBEPEHUS,
2019
CBUJIETEIHCTBA)
KHnura yuera aBuxeHus 50/75 ner
03-17 | TpynOBBIX KHUXKEK U I. «B» CT. 463
BKJIQJIIIIECH B HUX «» TIT 2019
ITocne ucreuenus
CpOKa JICUCTBUSA
3 roa COTJIacHs WJIH €TO
03-18 Cormacust Ha 06pabOTKyY or 4 41HTH OT3bIBA, €CJIM HHOE
MEPCOHANBHBIX TaHHBIX '2019 HE MPEIYCMOTPEHO
benepanbHbIM
3aKOHOM,
JIOTOBOPOM
JlokyMeHThI 00
OCBOOOKJICHUH OT YIUTATHI 5 et
03-19 |HAVIOTOB, IPE/IOCTABICHHHI or. 304 TII
JBTOT, OTCPOYEK YILIATHI 2019

WJIM OTKa3e B HEl 110
Hayioram, coopam




[IpoTokobl 3acenanuii,
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10 net DIIK
03-20 |MOCTAHOBICHHS 1 Ipyrue or. 485 TII
JTIOKYMEHTBI } 2019
aTTECTAllMOHHBIX KOMHCCUN
JIOKyMEHTHI 10 aTTecTaluy,
ONIPEAEIIEHUIO 5 ner
03-21 |mpodeccuoHaNbHBIX U ct. 484 TII
JUYHOCTHBIX KaYECTB 2019
PabOTHHUKOB
JIoKyMeHTBI O
MIPOXOXKICHUH
HE3aBHCHUMOM OLIEHKU
5 nmer
03-22 KB (hUKAIKA PaOOTHUKOB or. 488 TII
WM JIUI], IPETeH IYIOIINUX 2019
Ha OCYIIECTBICHHUE
OTpeeIEHHOTO BH/Ia
TPYAOBOM JAEATEILHOCTH
1 rox
03.23 | Tpadumn mposeernus cr. 490 T
2019
JloxyMeHTBI O
MEePEnoArOTOBKE U 5 et OIIK
03-24 | noBbleHUU KBaTU(pUKAIIUN cT. 491 TII
U TIEPETIOATOTOBKE 2019
paboOTHUKOB
ITepenucka no arrecranuu, 3 roma
03-25 |MEPETOAroToBKE 1 or. 499 TII
MOBBINICHUY KBATH(DUKAITTT
2019
paboTHUKOB
[Lan noBwIIEHUS
5 ner
03-26 ﬁia”“q’““a“““ cT. 482 TII
JTAarOTHYECKUX 2019
paboTHUKOB
JIOKyMEHTBI O
MIPEJICTABICHUN K
HarpakJIeHUI0 pabOTHUKOB 5 ner
03-27 | (mpencraBicHws, ct. 500 TII
XO0JIaTalCTBa, 2019
XapaKTePUCTHKH, BBITACKH
U3 peuIeHuit u ap.)
3rona
03-28 |I'paduk oTmyckoB cT. 453 TII
2019
TapudukaroHHbIe CIIUCKU S0775 ner
03-29 cT. 400 TII

(BemoMocTH) paOOTHUKOB

2019
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OTt4eTbl pabOTHUKOB O > siet SIIK
03-30 | 0% b DO cr. 452 TIT
AP 2019
JIOKyMEHTBI BEACHUIO
BOMHCKOTO y4eTa U 5 ner
03-31 | OpoHHUPOBAHMIO TPAK/IAH, cT. 457 TI1
MpeOBIBAIOIINX B 3amace 2019
(T1aHBL, OTYETHI)
JIOKyMEHTBI BEACHUIO
BOMHCKOTO y4eTa U
OpOHUPOBAHUIO TPAXKIAH > Jier [Tocne cusTHS C
03-32 | P : cr. 458 TII
npeObIBAIONINX B 3aIace 2019 yuera
(KapTOUYKH, JTUCTKH,
TTOBECTKH )
Kyphnan (kaura) npoBepox
COCTOSTHUSI BOMHCKOTO 5 net
03-33 |ydera u OpoHHpPOBAHUS cT. 459 TI1
rpakJiaH, TPeOBIBAIOIINX B 2019
3amnace
KypHan ydera nuii, 5 ner
03-34 | mopyiexamux BOUHCKOMY II. «&» cT. 463
y4ery TIT2019
3asBKH O MOTPEOHOCTH B 1 ron
03-35 | mpuBJICYECHUH MHOCTPAHHBIX cr. 377 TIL
pabOTHUKOB 2019
3asiBieHus: paOOTHUKOB O | ron
BbIJIaye IOKYMEHTOB
03-36 CBﬂI;aHHglxc}:/ a60T0;71 U UX cr. 451 TI
! P : 2019
KOmuit
03-37 |<..>
04. byxraiaTepckuii y4eT ¥ 0TYEeTHOCTD
[Tonoxenue 06 orutare [TocTostHHO
[Tocne 3ameHnbl
04-01 |Tpyna u mpeMUpOBaHUH II. «@» cT. 294 HOBEIMM
PabOTHHUKOB TIT 2019
["omoBoit muitan puHAHCOBO- TTocTosHHO
04-02 | x03siCTBEHHOM . «a» cT. 247
JNeSITEIbHOCTH TII 2019
OT4YEeTHI O BHITOJTHCHUH
TTaHOB (DMHAHCOBO- [ToctosiHHO
04-03 | x03sHCTBEHHOM . «a» CcT. 272
IEITEIbHOCTU TII 2019
opranuzanuu. ['ogoBbie
OT4eThI O BHIMTOTHCHUH 5 ner

04-04

MJ1aHOB (PMHAHCOBO-
XO3SIMCTBEHHOMN

. «0o» cT. 272
TII2019




JeSTEIbHOCTH
OpraHH3aIiy.
KBapranbhbie
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JIOKyMEHTBI 0 IIpOBEpKax

(aKTbl, CIpaBKH, 5 ner
04-05 |mepenucka) puHAHCOBO- cT. 282 TII
X03SUCTBEHHON 2019
JESITEIIbHOCTH
['opoBas Gyxranrtepckas Hocrosrro
04-06 OTIETHOCTS cT. 268 TII
2019
['ogoBas GroxeTHas > JIeT
04-07 OTIETHOCTE 1. «a» CT. 269
TIT12019
[TpoMesKyTOTHEE 5 et IIpu orcyrcTBUM
04-08 BVX LATTODCKIE OTUCTLL . «O» CT. 269 | rOIOBBIX—
yx p TII 2019 MOCTOSIHHO
AyauTOpCKHE 3aKIIIOUCHHS 5 net gm rofoson
04-09 |mo 6yxrantepckoii cT. 286 TII YXTQTTCPCKOH
OTYETHOCTHU 2019 OTHCTHOCTH
— TOCTOSIHHO
I'onoBBIE M KBapTaJIbHBIE 50/75 ner
04-10 |pacdeTsl MO CTPAXOBBIM ct. 308 TII
B3HOCaM 2019
JInuessle cuera S0/75 ner STIK
04-11 cT. 296 TII
pabOTHUKOB 2019
JIOKYMEHTBI O MOTYYSHUH
3apabOTHOM MIIaThI
6 ner [Ipu orcyrcTBUN
04-12 (cBOMIBIC pacueTHbe cT. 295 TII | nuuEeBBIX CUETOB
(pacueTHO-TIIATEKHBIE) 2019 ~50/75 stet
BEJIOMOCTH, pacueTHBIC
JIUCTBI, IOBEPEHHOCTH )
JlokyMeHTHI (Ko
OTYETOB, 3asIBICHUS,
CIUCKU PaOOTHHKOB,
CIIPABKH, BBIITUCKH U3 5 ner
04-13 | mpOTOKOJIOB, 3aKITFOUYCHHUS, cr. 298 TI1
nepenycka) o BeIIjare 2019
IMOCOOMH, OIlJIaTe JUCTKOB
HETPYAOCTIOCOOHOCTH,
MaTepUAIbHON TTOMOIIIN
CrnpaBku o noxonax u 5 ner Hpw orcyrersiu
04-14 |cymmMmax Haymora cr. 312 TIT | HHHEBDIX CHETOB
WJIH BEIOMOCTEMN
(bU3HYECKUX JTUI] 2019

Ha4YUCJIICHUA
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3apabOTHOM TIJIATHI

—50/75 ner
HcnionHuTENbHBIE JTUCTHI 10 5 nmer
04-15 |ynmepxanuro u3 3apaboTHOMH cT. 299 TI1 | [locne ucnoaHEeHMs
T1aThI 2019
S 1T [Ipu TsKEINBIX,
04-16 Tabenu u )KypHAIBI y4eTa or. 402 T[T | BPEMHbIX H OMACHBIX
pabouero BpeMeHU ' YCIOBUSIX TpyJa —
2019
50/75 ner
HanoroBeie nexnapanuu 5 net DIIK
04-17 | (pacueTsl) IO BceM BUJAM cr. 310 TII
HAJIOTOB 2019
5 ner
04-1g |AOKYMEHTE 00 cr. 321 TII
WHBEHTapHU3aIli aKTHBOB '
prsatt 2019
JlokymMeHTBI 00 5 ner [Ipu ycnoBun
04-19 |uHBeHTapH3aIlMX TOBAPHO- ct. 321 TIT | mpoBeneHus
MaTepUaIbHBIX IIEHHOCTEH 2019 MIPOBEPKHU
JIOKyMEHTBI O IEPEOLICHKE Tocie BEIGLITHS
OCHOBHBIX (DOHJIOB, 5 net OCHOBHAIX CDEICTE
04-20 |ompenencHUH aMOPTU3AIAN cT. 323 TI1 U HeMaTe HSHSHHX
OCHOBHBIX CPEJICTB, OLICHKE 2019 AKTHEOR p
CTOMMOCTH MMYIIIECTBA
5 et ITocne yBonbHeHUs
04-21 JloroBopsl 0 MarepuagbHON or. 279 T[T | MaTepHalbHO-
OTBETCTBEHHOCTH ' 2019 OTBETCTBEHHOTO
auna
JloroBOpBI TpaXk1aHCKO-
MIPABOBOTO XapakTepa o
BBITIOJTHEHUH PaboT
p ’ 50/75 ner
04-22 | OKa3aHUH yCIyT cr. 301 TIT
(bU3HYECKUMU JTHIIAMU, '2019
aKThI CTAYH-TTIPUEMKH
BBITIOJTHEHHBIX PaboT,
OKa3aHHBIX yCITyT
JloroBOpbI ¢ pOAUTENSIMU 5 et DIIK [Tocne ucreuenus
04-23 | (3aKOHHBIMH or. 11 TI1 2019 CpoOKa JIecTBus
MPEJICTAaBUTENSIMH ) ’ JIOTOBOpPA
. 5 ner
04-24 JIOKyMEHTHI y4eTHOM or. 267 TII [Tocne 3ameHsI
TIOJTUTUKU ' HOBBIMH
2019
IlepBuuHbIE yYETHBIE IIpu ycnosuu
JIOKYMEHTBI U CBS3aHHBIE C 5 ner IPOBEJCHUS
04-25 |HuMU ompaBIaTEIbHBIC ct. 277 TII | mpoBepku; pu
JIOKYMEHTHI (KaCCOBBIC 2019 BO3HHKHOBEHUH
JOKYMEHTHI U KHHTH, CIIOPOB,




0aHKOBCKHUE JTJOKYMEHTHI,
KOPEIIKH JIEHEKHBIX
YCKOBBIX KHHXKEK, OpJepa,
Ta0eIn, U3BEIIEHNS OAHKOB
U TICPEBOIHBIC TPEOOBAHUS,
aKThI O IpUEMe, cl1a4ye u
CIIMCAaHWH UMYILECTBA U
MaTepuaioB, KBUTAHIIHH,
HaKJIaHbIE, aBAHCOBBIE
OTYETHI, MIEPEINCKA)
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pa3HoryIacuit
COXPaHSIIOTCS 10
NPUHSTUS PEIICHUs
10 JIeNy

[lepeuens num, NMEIOLTHX 5 ner ocse 3aMeHLL
04-26 |mpaBo MOIMUCH MEPBUYHBIX cT. 280 TII
HOBBIMH
YUETHBIX JOKYMEHTOB 2019
JIOKyMEHTBI O B3aMMHBIX > JIeT [Tocne npoBenenus
04-27 Y cT. 264 TIT POBEA
pacdeTax u nepepacuerax 2019 B3auMOpacueTa
Knwura yuera > et
04-28 i . . «1» CT. 292
JIOBEPEHHOCTEH TI1 2019
5 ner
04-29 | Cuera-dakxtypsl ct. 317 TIL
2019
o
JTMKBUAALNT
04-30 zKZpI;?j: yHacta OCHOBHBIX OpraHu3alu
pea I «@» cT. 329
TII 2019
Kypnai yuera 5 ner
04-31 |marepuaibHBIX HEHHOCTEH . «O» cT. 329
Y MHOTO UMYILECTBA TIT2019
Knura ygera npuxoiHo- 5 ner [Tocne cnncanus
04-32 | pacxoaHBIX MaTe€pUaioB, cT. 526 TII | MmaTepuanbHbIX
00opyoBaHuUs 2019 IIEHHOCTEH
ToTOsKEHIL AKVIIK ITocTostHHO
04-33 | DORCHIO SIS cr. 217 TIT
TOBapOB, PadOT, yCIyT 2019
3 roma
04-34 | Ilman-rpaduk 3aKymoK ct. 218 TI1
2019
3rona
04-35 | JlokyMeHTHI 1O 3aKylKam cT. 219-223 TII
2019
Y T 5ner OIIK | Ilocne ncredyenus
04-36 YHAL cT. 224 TII | cpoka neicTBust
KOHTPAKTBI
2019 KOHTpaKTa
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[Tepenucka no 3roga
04-37 | OCYIIECTBICHUIO 3aKYIIOK cT. 229 TI1
JUTSL HYXK]] OpTaHU3aIiH 2019
Kypnan perucrpauuu 3 rona
04-38 |3asBOK Ha ydacTue B cr. 227 TII
3aKymKax 2019
[Tepenucka mo Bompocam > sier I1IK
04-39 OKa3aHUs TUTATHBIX yCIyT cr. 290 TII
2019
JIOKyMEHTBI O TIOCTaBKe 3 roxa
04-40 |MaTepuaios (cbIpbs), or. 511 TII
000pyOBaHUs U APYToHt ’
2019
MPOIYKITHH
IIpuemo-cnaTouHbI€ aKThI,
COCTaBJICHHBIC ITPU CMEHE
04-41 JIOJDKHOCTHBIX, 15 et
OTBETCTBCHHEIX, ct. 44 TII1 2019
MaTepUaIbHO-
OTBETCTBEHHBIX JIUI]
04-42 |<..>

05. JIoronmyHKT

[Tonoxenune o [TocrosanHO
05-01 |yoromeauueckoM MyHKTE II. «@» cT. 33
IS neTel TII2019
[Tonoxxenue 00 okazaHUU Hocrosxo
05-02 . . «a» ct. 8 TII
JIOTOTIETUYECKON TTOMOIITH
2019
IIporpamma ncuxosoro- o 3ameHbl
05-03 | memaroruueckoro HOBOI
COIIPOBOXKICHUS ct. 271 TIMII
1 rox [Ipu otcyrcTBHM
. TOJIOBOTO TJIaHa
05-04 |TomoBoii maH pabOTHI ct. 202 TIT O/10BOTO
2019 paboTHI AETCKOTO
cajia — MOCTOSIHHO
1 rox [Ipu otcyrcTBHM
. TOJIOBOTO OTYETA O
05-05 |TomoBoii oT4eT pabOTHI cr. 215 TII A
2019 paboTe 1eTcKoro
cajia — MOCTOSIHHO
05-06 |<..>
06. ApxuB
[TocTostHHO

[Tonoxxenue 06 apxuse, 00
AKCIEPTHON KOMHUCCUHU

06-01

II. «a» CT. 33
TII 2019




YueTHble TOKYMEHTHI

TTocTossHHO

06-02 ADXUEL cr. 171 TI1
P 2019
T T rmp— ITocrossnno | HeyrBepxkaeHHbIE —
06-03 N DAHCHILS II. «a» cT. 172 | 10 MUHOBaHUA
P TI12019 Hag00HOCTH
50/75 1ot HeyrBepxnennsie,
Omucu gen 1Mo JINYHOM HECOIJIaCOBAHHBIE —
06-04 COCTAR 1 y . «O» cT. 172 o MIHOBAHS
M TI2019  |*
HaxoOHOCTH
3 rona
06-05 Ornucu 1e1 BpeMEHHOTO 1L By CITI 172 ITocne
cBbiie 10 net) XpaHeHUs ) ) HUYTOKEHUS Oel
( ) Xp 2019 |7 .
ITocne
BO3BPAILICHUS
JIOKYMEHTOB. JlJist
JIOKyMeHTBI yueTa BbIIauH 3 roga aKTOB BBLJAYH A€
06-06 | men, ZOKYMEHTOB BO ct. 175 TII | BO BpemeHHOE
BPEMEHHOE T10JIb30BaHUE 2019 M0JIb30BaHUE
ApYrum
OpraHu3aIysIM - 5
JIeT
ITocne
BO3BpAIICHUS
3 rona nokymeHToB. [Ipu
OKYMEHTEI BEIEMKH JIENT
06-07 I[oxy CHTOB A, ct. 176 TII | HEBO3BpaIlleHUH -
AOKYM 2019 IIPOTOKOJIBI, aKThI
BKJIFOYAIOTCS B JIETIO
¢dboH1a — TOCTOSHHO
Konuu apXuBHBIX CIIPaBOK,
BbIJIaHHBIE 110 3aIIpOCaM 5 ner OIIK
06-08 |rpaxkganH, TOKYMEHTHI K ct. 178 TI1
HUM (3as1BJICHHS, 3aTIPOCHI, 2019
CIIPABKH, MIEPEITUCKA)
Kypnansl, 6a3bl JAHHBIX 5 er
yeTa BBIIAYU apXUBHBIX
06-09 |7 . 1. 177 TII
CIIPABOK, KOITHH, BBIITUCOK ¢ 23179
U3 JOKyMEHTOB
JoroBopsl (cornamenus) c
ApPXUBHBIMHU
YpEKICHUSIMH, UHBIMU
Z Ir) aHlfza MMH’ o 5 get OIIK ITocne ncreuenns
06-10 BII:aI/IMO ;;ICTBHH " ct. 179 TI1 CpoOKa JIecTBus
a 2019 JIOTOBOpPA

COTpYAHHYECTBE B chepe
APXUBHOT'O JIcjia 1
JIeITOTIPOU3BO/ICTBA

06-11

<.>
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07. MequumnHcKoe 00CTIy:KUBAHUE

[MocTosHHO?
ITonoxxenue o
07-01 MEIULIMHCKOM OJIOKE L. «a» ct.
A 33 TIT 2019
07-02 MenuuuHCcKue KapThl 5 et
BOCIIMTAHHUKOB cT. 441 TIMII
3aKIIOYNTEIbHBIE
aKThI MEIULIMHCKUX
OCMOTPOB
pabOTHUKOB,
JIOKyMEHTBI O 3rona BBITTOIHSFOLITIX
07-03 cT. 635 TII
METUIIMHCKIX OCMOTpax 2019 paboTsl ¢
BpPEIHBIMH,
OIIaCHBIMU
YCIOBUSIMU Tpyaa —
50/75 ner
JloroBop o (huHAHCOBOM
olecrieuenun 5 et Ilocie ncreueHus
07-04 |o0Gs3aTensHOrO cT. 627 TI1 CpOKa JICUCTBUS
MEIUIIMHCKOTO 2019 JIOTOBOpaA
CTpPaxOBaHHS
OKYMEHTEI O
07-05 ﬁeHZHI/IHCKOM > Jet
cT. 369 IIMII
00CTyKUBAaHUU
07-06 |[<..>
08. JlokyMeHTALMA 110 OPTraHU3aLUH IUTAHUS
ITosoxxenue 00
Opra’Hu3aiuy MUTaHUS Hocrosnno
08-01 BECHI/ITaHHI/IKOB €TCKOT'O . «@» CT. 33
g TI12019
caga
ITonoxxenue o Tocrosmmno
08-02 OpakepaxHOIl KOMUCCUU I «@» CT. 33
PaKep TIT2019
Otuetsl, nH(OPMALINH,
08-03 | cmpaBku 06 opraHu3zanuu | ron
cT. 362 IIMII
[IUTAHUS
YTBepKIeHHbIE HOPMEI
08-04 HI/ITaII-:I/IHHI[J'IH b A3H
cT1. 839 TIMII
BOCITUTAHHUKOB (MEHIO)
JlokymeHTsI (cepTudukarsl, 5 et
aKThI, peKJIaMariu
08-05 P LIHH, cr. 513 TIT
3aKJIIOYEHUS, CIIPABKH) O 2019
KaueCTBE ChIPhS
08-06 |HakomnurensHas BEIOMOCTh 5 mer




56

M0 pacxoly NpOIyKTOB ct. 276 TII
MUTAHNS 2019
AKTBI IO Opakepaxy,
OpaKOBOYHBIC U3BEIICHHUS,
08-07 | mecdexkTHBIC BEIOMOCTH U 3 rona
ct. 787 IIMII
MepenucKa 0 BEIOpaKOBKe
MPOIYKIHH
3rona
og-0g | yprar noctan cr. 787 T
B POAYKH 2019
KoMIuiekToBoYHEIE 1 rox
08-09 BELOMOCTHL cr. 512 TI1
A 2019
JloKyMeHTBI
gpae%i?;?{)ﬁ;elligima HBIC) > Jet
08-10 |'P : A cr. 518 TII
00 OTIyCKE TOBapOB CO 2019
CKJIQJIOB U OTIPY3Ke
MPOIYKITHH
Kypnan 6pakepaxa
CKOPOTOPTAITUXCS | ron
08-11 |nuIEBBIX MPOIYKTOB, or. 967 TIMIT
MOCTYMAIOIINX Ha
MHIICOI0K
Kypnan yuera
TEMIIEPATYPHOTO PEXKHMMa B I rox
08-12 |xomoguibHOM or. 967 TIMIT
obopynoBanuu (Ha
UIIE0JIOKE)
XKypnan Opaxepaxa
08-13 |roroBoii KynTUHAPHOM I rox
ct. 967 TIMII
MPOIYKIINH
Kyphuan npoBenenus
08-14 | BuTaMHHH3AINH TPETHUX U I rox
ct. 967 TIMII
CIIAAKUX OO
08-15 | TexHOJIOTHYECKHE KAPTHI Jlo samener | Ilepexonsmme ¢
HOBBIMH 2019 roma
08-16 I'uruennueckuii xxypHan 1 ron
(COTpYIHUKH) cT. 967 IIMII
Kypnai yuera
08-17 |Temmeparypbl U BIaXXHOCTU I rox
ct. 967 IIMII
B CKJIaJICKMX ITOMEILCHUSIX
08-18 |<..>

09. be3omacHOCThL
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ITacmopt Oe30macHOCTH > Jier Hocae
09-01 p cT. 594 TII | akTyanuzanuu
JIETCKOr0 caja
2019 nacropra
ITocie ncreuenus
CpOKa JIEUCTBUSA
JloroBopbl Ha OKa3aHKE > Jer JIOTOBOPA; MOCTIe
09-02 p cr. 580 TIT ’
OXPaHHBIX YCIIYT MPEKpACHUS
2019
00513aTEeJILCTB 110
JIOTOBOPY
JlokyMeHTHI (ITPOTOKOJIBI,
aKTBhI, CIIPaBKHU, CBE/ICHUS,
JOKJIaTHBIE, CITY>KEOHBIE 5 aet OIIK
09-03 | 3AHHCKH, MepernucKa) o ct. 587 TII
paccieIoBaHUH 2019
Ype3BbIYANHBIX
MIPOMCIIIECTBHI MPU OXpaHe
3TaHuH
K
e SnOCoRepERet, 3 roa
09-04 |PPHAFT) YA PEHIH, ct. 589 TII
MPOITYCKOB,
2019
UICHTU(DUKAITMOHHBIX KapT
Pa3oBbie npormycka,
KOPEIIKH MPOITYCKOB B 1 ron
09-05 | cmyxeOHBIC 3aHKS U HA cr. 591 TII
BBIHOC MaTepUaIbHBIX 2019
IeHHOCTEeH
JlokyMeHTHI (3asBKH,
NepenucKa) o TOMycke B 1 ron
09-06 | cmyxeOHBIE TOMEIIECHHS B cT. 592 TII
Hepabouee BpeMs U 2019
BBIXOJHBIE JHU
KYMEHTBI O MTOBLIIIIEHUH
flfni;e}e)popn(z:w?qecxoeﬁ > ner ITIK
-07 . TII
09-0 3aIIHIIEHHOCTH CT. 395
2019
OpTaHU3aIuU
JKypHaiibl ”HCTpyKTaxKa 1o 3 rona
09-08 |aHTUTEPPOPHUCTUUECKOM cT. 598 TII
3aIUIIEHHOCTHA 2019
Kypnai BBoJIHOTO 3 roma
09-09 |mHCTpYKTaXKa TIO ct. 608 TII
rpaxkJaHCKOl 000poHe 2019
Kypnain ygyera
yP yHe 3roga
09-10 |"HCTPYKTXATO ct. 608 TII
JICUCTBUSIM B '2019
YpE3BBIYAHBIX CUTYAITUIX
09-11 |IlmaHBI-CXEMBI BaKyalluu Jlo 3aMeHBI
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U3 3/1aHus IpU HOBBIMU
Ype3BbIYAHBIX CUTYaLUSIX cT. 606 TII
2019
oo
09-12 ct. 611 TII
MIPOTUBOMOXKAPHOTO 2019
pexxrMa
I[60KyMeHTLI 00 5 1ot DMK
09-13 | OVCCHeueHI cr. 611 TII
BHYTPHOOBEKTOBOTO U 2019
MPOITYCKHOTO PEKUMOB
Kypnainsl yuera 3 rona
09-14 | mHCTpYKTAXKEH TIO ct. 613 TII
MOKapHOU 0Ee30MacHOCTH 2019
IImauw! necTBuil MO S et
09-15 | IPEAYIPEKACHUIO 1 or. 603 TII [Tocne 3ameHbl
JTUKBUIAITUU 2019 HOBBIMU
YpE3BBIYANHBIX CUTYAIIUN
[Topsimox oOy4yeHus nul,
00.16 ;)CYIIICCTBJISIIOHII/IX ; ToCTOSLHO
PYAOBYIO HITH CIYIKCOHYIO . «a» cT. 8 TII
JesITeTbHOCTD, MEpaM 2019
HOXKapHOW 6e30MaCHOCTH
09-17 |<..>
10. Oxpana Tpyna
Otuer 1o crienuanbHON 45 ner [Ipu BpeaHsIx u
10-01 |omenke ycinoBuii Tpyna u cT. 407 TII | omacHBIX yCIOBUAX
JOKYMEHTHI K HEMY 2019 tpyna — 50/75 net
[TonoxxeHue o cayxo HocrosnHo
10-02 0; ;HHeT © (; yHDE . «a» cT. 33
ParbLTPyA TI 2019
[Tnan paboThI CITy)ObI > ner ITIK
10-03 p y ct. 200 TII
OXpaHbI TPy/Ia 2019
403 (¢ AU TI0 OXpaHe Hocrosno
10-04 T TnyH p . «a» ct. 8 TII
26 2019
10-05 CornameHnue no oxpaHe 5 et OIIK lc_[(z)clf; I/Z;U{T:Tq;;;ﬂ
Tpy/Ja U JOKYMEHTBI K HEMY cr. 11 TIT2019 CE rnalli[eHHﬂ
I'onoBEIE cTaTHCTHYECKHE
Opa3oBaTeIbHOI Hocrosrro
10-06 | CBCACHIIL 00P . «a» cT. 335
OpraHu3aIiu O TIT 2019

TpaBMAaTHU3MC Ha




MIPOM3BOJICTBE U
npodecCHOHATBHBIX
3aboneBanusx (¢. 7—
TpaBMaTHU3M)

59

CBs13aHHEIE C

KPYITHBIM
JlokyMeHTHBI (aKThI, 45 ner MaTepUaIbHBIM
10-07 | mpOTOKOJIBI, 3aKIIOUYCHHS) O cT. 425 TII | ymepbom u
HECYACTHBIX CITydasx 2019 YEJIOBEUYCCKUMU
KEepTBaAMH —
MOCTOSTHHO
Kypnan (kaura) 45 ner
10-08 |perucTpanuu HECYACTHBIX cT. 424 TI1
CIIy4aeB 2019
Kuauru yuera § 45 ot
10-09 | MHCTPYKTDLKCH TIO OXpaHe 1. «a» CT. 423
Tpyna (BBOJHOTO, Ha TIT 2019
paboueM MecTe, IIEIEBOTO)
Kypnan (kuura) yuera
S ner
10-10 MPOPUITAKTUYECKUX PadOT I «6 1. 423
110 OXpaHe TPY/ia, IPOBEPKH TIT 2019
3HAHUH 110 OXpaHe Tpyaa
JloKyMeHTHI (CIIpaBKH,
MPEJI0KECHUS, 5 ner
10-11 | oGocHOBaHMsI, IEPENUCKA) O cT. 409 TII
COCTOSIHMH M MEpax 110 2019
YIYUYIIEHUIO OXPaHbI TPyia
ITopsnok y4yera ITocTostHHO
10-12 | MUKpOTIOBpPEKICHUIA . «a» ct. 8 TII
(MUKpOTpaBM) paOOTHHKOB 2019
glgné))erHe 0 MOpsAJKe ToCTOSHHO
10-13 YHCHITL TI0 OXparte Tpya . «a» cT. 8 TII
Y TIPOBEPKH 3HAHUS 2019
TpeOoBaHUIl OXpaHbI Tpya
[TocrosnHO
10-14 |IIpaBwiia mo oxpaHe Tpyjaa . «a» ct. 8 TII
2019

10-15




	1. Общие положения.
	2. Документы образовательной организации.
	2.1. Учебно-педагогическая документация.
	3.1. Основные требования по оформлению документов.
	3.2.2. Справочные данные об образовательной организации.
	3.2.3. Наименование вида документа.

	3.3. Дата документа.
	3.4. Гриф ограничения доступа к документу.
	3.8. Адресат.
	4.Требования к составлению некоторых видов документов.
	4.1. Приказ.
	4.2. Приказы по основной деятельности.
	4.4. Распоряжение.
	4.5. Протокол.
	4.6. Служебное письмо.
	4.7. Справка.
	4.9. Акт.
	5. Организация документооборота и исполнения документов.
	5.4. Распределение поступающих документов.
	5.5. Порядок обработки и прохождения исходящих и внутренних документов.
	5.6. Особенности работы с электронными документами.

	6. Контроль за исполнением документов
	6.1. Организация контроля.

	7.Учет и хранение печатей, штампов и бланков.
	8.Составление номенклатуры дел.
	9. Формирование и оформление дел.
	9.1. Формирование дел.

	10.Хранение и уничтожение документов.
	Приложение 1
	к инструкции по ведению деловой документации в МБДОУ «Детский сад № 2 «Звездочка»
	Примерная форма журнала учета печатей и штампов образовательной организации
	По основной деятельности
	По кадровым вопросам
	По контингенту обучающихся

	Приложение 2
	к инструкции по ведению деловой документации в МБДОУ «Детский сад № 2 «Звездочка»
	Приложение 3
	к инструкции по ведению деловой документации в МБДОУ «Детский сад № 2 «Звездочка»
	Примерная форма регистрационного журнала входящих документов образовательной организации
	Примерная форма регистрационного журнала исходящих документов образовательной организации

	Приложение 4
	к инструкции по ведению деловой документации в МБДОУ «Детский сад № 2 «Звездочка»
	ПРИМЕРНАЯ НОМЕНКЛАТУРА ДЕЛ
	ОБРАЗОВАТЕЛЬНОЙ ОРГАНИЗАЦИИ

	Закладки Word
	bookmark4
	bookmark5
	bookmark6
	bookmark7
	bookmark8
	bookmark9
	bookmark10
	bookmark11
	bookmark12
	bookmark13
	bookmark14
	bookmark15
	bookmark16
	bookmark17
	bookmark18
	bookmark19
	bookmark20
	bookmark21
	bookmark24
	bookmark25
	bookmark26
	bookmark27


		2023-04-01T16:28:27+0300
	Мазур Анна Витальевна
	я подтверждаю этот документ своей удостоверяющей подписью




