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1. O0mme nos0KeHusl.

[lonoxkenne 1O BeOeHUIO JeoBOM  nokymeHtaumun B MBOY  «OKIJI
umM.I.T.beperoBoro» r.Cumdeponosis pa3paboTaHO B COOTBETCTBUU CO CJCAYIOIMIMMU
HOPMATHUBHBIMHU JOKYMEHTAMM:

- ®enepanbHblii 3ak0H OT 29.12.2012r. Ne273-®3 «O6 obpazoBanuu B Poccuiickoii
denepanumy;

- ®epnepanbHblil 3akoH 0T 27.07.2006r. Ne152-D3 «O mepcoHANBHBIX TaHHBIXY;

- 3akon Pecryommku Kpeim ot 06.07.2015r. Nel31-3PK/2015 «O6 oOpazoBanuu B
Pecniy6mnuke Kpeimy»;

- mnpuka3 PeaepanbHOr0 areHTCTBa MO TEXHUYECKOMY PEryJMPOBAHHI0 U METPOJIOTHUU
MuHHCTEPCTBAa MPOMBINUIEHHOCTH U TOproBin Poccuiickoit @enepanuu ot 08.12.2016r.
No2004-ct «O06 yTBepKIeHMH HAllMOHAIBHOTO cTanaapTa Poccuiickoit denepammmy;

- mnpuka3 PeaepanbHOr0 areHTCTBa MO TEXHUYECKOMY PEryJMPOBAHHIO U METPOJIOTHUU
MuHHCTEPCTBAa MPOMBINUIEHHOCTH U TOproBin Poccuiickoit @enepanuu ot 14.05.2018r.
No244-ct «O06 yTBepkIeHWHM HM3MEHEHUs K HallMOHAaIbHOMY cTaHaapty Poccuiickoi
denepanny;

- npuka3 GenepanbHoro apxuBHoro areHTcTsa ot 20.12.2019r. Ne 236 «O06 yTBepKIaeHUU
[lepeuHs THUMOBBIX YNMPABICHUYECKUX aPXUBHBIX JTOKYMEHTOB, 00OPa3yIOIIUXCS B MPOIecce
NEATEIbHOCTU TOCYJIapCTBEHHBIX OpPraHoOB, OPraHOB MECTHOTO CaMOyNpaBJeHUs U
OpraHu3allvii, ¢ YKa3aHUEM CPOKOB UX XPaHCHUSY;

- npuka3 Munucrepcta npocsenieHuss CCCP ot 30.12.1980r. Nel76 «O BBeneHuu B
nericteue llepedHss TOKYMEHTOB €O CpOKaMM XpaHeHHMsT MUHHCTEPCTBA IIPOCBEILLIECHUS
CCCP, opraHoB, yupexa€HUI, OpraHu3aliidi CHCTEMbI IPOCBEIICHUS;

- mpuka3 MunucrepcTBa obOpa3oBaHus, Hayku U Mojonéxu PecmyOmuku Kpbim oT
27.03.2023r. Ne565 «O mnpu3HaHWM yTPaTUBIIMM CUJIY T[puKaza MuHHCTEpCTBa



obOpaszoBaHus, Hayku U Mooa&xu Peciyonuk Kpeim ot 11.06.20211. Ne1018»;

- mucbMo MuHucTepcTBa oOpa3oBaHMs, Hayku u MonoAéxku PecnyOmmku KpbsiM oT
30.03.2023r. Nel1543/01-14 ¢ mMeToAMYECKUMH PEKOMEHIALMSAMU IO BEICHHUIO JEIOBOM
JOKYMEHTALUH.

JlaHHOE TMOJOXEHHE YCTaHABIMBAaeT OO0IIME TpPeOOBaHMS K BEIACHHUIO JEIOBOM
nokymentarmu B MBOY  «OKJI wum.I.T.beperoBoro» r.Cumdeponons (mamee —
00pa30oBaTEIbHOE YUPEKICHHUE)

[Tonoxxenue pacipoCTpaHsATCA Ha OpraHU3aLHIo paboThI C
JOKYMEHTaMU HE3aBUCUMO OT BU/Ia HOCUTES, B TOM YHCJIE 3JIEKTPOHHBIMU JOKYMEHTaMH,
BKJIIOYasi  MOJArOTOBKY, OOpaOOTKYy, XpaHEHHWE U  HUCIOJb30BaHUE  JOKYMEHTOB,
OCYIIECTBIISIEMBIX C IPUMEHEHUEM UH(POPMALIMOHHBIX TEXHOJIOTUH.

OcoOeHHocT paboThl € JOKYMEHTAMH, COAEpXKAaIUMU KOH(PHUICHUIUAIbHYIO
uHpopMaluio (Ciy’)keOHYI0 M HHYIO TallHy, NEpCOHAJIbHBIE JIaHHBIE), PETYJIUPYIOTCA
CHEIHATbHBIMA HOPMATUBHBIMU aKTaMU (MHCTPYKIHUSAMH, TMOJOKEHUSMH, MPaBUIAMH),
YTBEPKIAEMbIMU JUPEKTOPOM 00pPa30BATEIBHOTO YUPEXKICHHUS.

OTBETCTBEHHOCTh 32 OpraHM3alMil0 M  COCTOSIHUE  JIEJONpPOM3BOJCTBA B
00pa3oBaTeNbHON OPraHU3alMy HECET AUPEKTOP 00Pa30BATENHLHOTO YUPEXKICHHUS .

HenocpenctBeHHO BeneT JENONPOU3BOACTBO B 00pa3oBaTEIbHOM OpraHu3aluu
CeKpeTapb, KOTOPBIA Ha3HAYAETCS MPUKA30M AUPEKTOpPa 00pa30BaTEIbHOTO YUPEKICHHUS .

CekpeTapb B COOTBETCTBUU C BO3JI0’KEHHBIMU Ha HETO 3aJla4aMu:

- OCYILIECTBIIIET PETUCTPALIUIO U YUET TOKYMEHTOB;

- OpraHu3yeT JOKYMEHTO000poT, ((OpMUPOBAHUE J€]I, UX XPAHEHUE;

- OCYLECTBIISET TEKYIUI KOHTPOJIb 38 CBOEBPEMEHHBIM PACCMOTPEHHUEM U ITPOXO0XKIECHUEM
JOKYMEHTOB 00pa30BaTeIbHON OpraHU3aliy;

- oOecrieuynBaeT COONIOJIEHNE EAMHBIX TPEOOBAaHMN MO MOATOTOBKE JIOKYMEHTOB U
OpraHu3aiuy padboThl ¢ HUIMH B YCJIOBUSAX 3JIEKTPOHHOTO TOKYMEHTO000POTA;

- 00001maeT uapopmarro 00 0o6bemMax J0KyMEHTOO00POTa;

- opraHuzyer (OPMHUPOBAHME U XpAaHEHHE JOKYMEHTAIMOHHOro (oHga u  €ero
HCIIOJIb30BaHUE.

Bes nenoBas JokyMeHTaIUsl XpaHUTCA B CIIELMATIBHO 000PYJIOBAaHHOM MOMEIICHHH,
mkadax unu cerdax ¢ cobdmoaennem TpedoBaHuil denepanbHOro 3akoHa Poccuiickoi
Oenepanyu ot 27.07.2006 No 152-D3 «O nepCcOHAIBHBIX TaHHBIX).

PaboTaTh ¢ TOKyMEHTaMU BHE CITy>KEOHBIX MOMENIEHUH 3alperiaeTcs.

2. JlokymMeHTBHI 00pa30BaTeIbHON OPraHU3alMu.

Hupekrop oOpa3oBaTeNbHOM OpraHM3allMM WA JIMIO, MCIOJHSIONIEE €ro
00S13aHHOCTH, M3JA€T MPUKA3bl, HHCTPYKIINH, MMPABUIIA, MOJOKEHUS, 00s3aTEIbHBIC IS
MCIIOJTHEHMSI BCEMU PabOTHUKAMH 00Pa30BaTEIHHOTO YUPEIKICHUS.

Xoxa o0cyxIeHHs BOIMPOCOB Ha 3aCeaHUAX COBETOB, COOpPaHMSIX, COBEIAHUSAX U
pelieHus, MpUHUMaeMble Ha HUX, (PUKCUPYIOTCS B IPOTOKOJIAX.

Jns  ocymiecTBIIEHHMSI OIEpPAaTUBHBIX CBA3CH C JPYTMMH OPTaHU3ALMUSAMHA U
rpaXJaHaMU UCIOJIb3YIOTCS Takue (OpMbl, Kak MHUCbMa, (akKChl, TeJIeTrpaMMBbl,
TenaedOHOrpaMMBl.

Jns  ocyiuiecTBieHuss NpuéMa, YBOJbHEHHUs, MEpeMelleHUuss pabOTHHUKOB,
MPEAOCTABIIEHUS UM OTITYCKOB 0(OPMIIIIOTCS TPYOBBIE JOTOBOPHI, MPUKA3bI IO JTUYHOMY



COCTaBY, 3asIBJICHUS, TPYAOBbI€ KHIKKH, JINYHBIE KAPTOUKHU U AP.
Y4yeOHO-enarornyeckasi JOKyMeHTALMS.

Y4eOHast TOKyMEHTAIUsl — 3TO KOJWYECTBEHHAs] W Ka4€CTBEHHAS XapaKTCPUCTUKH
COCTOSIHHSI y4eOHOM, METOAMYECKOM M BOCHHUTATEIbHONW paboThl 00pa30BaTENbHOMN
OpraHU3alUH.

[lenarornueckue pabOTHUKK TPHU peaM3allMi OCHOBHBIX 00I11€00pa30BaTEIbHBIX
MporpaMM  OCYIIECTBISAIOT  TMOATOTOBKY  CIEAYyIOWIEH  JOKyMEHTauuu  (IpHKas
MunuctepctBa mpocsemeHus Poccuiickoit ®denepannu ot 21.07.2022r. Ne 582 «O06
YTBEP)KJICHUM TEPEYHs] JOKYMEHTAlluW, IMOJIrOTOBKAa KOTOPOWM  OCYIIECTBISIETCS
NearornyecKuMU pabOTHUKAMU TpPU pealu3alldd OCHOBHBIX 00Ie00pa30BaTEIbHBIX
porpaMm»):

- paboyas mporpaMma y4eOHOro npeameTa, y4eOHOro Kypca (B TOM 4YHCIIE€ BHEYPOUHOM
JEeSTEIBHOCTH ), Y4€OHOTO MOJTYJIS;

- )KypHaJI y4yeTa yCIeBaeMOCTHU (AJIEKTPOHHBIN KypHAaI);

- OKypHaJl  BHEYPOUYHOM  JAEATEIbHOCTH (VIS  TEJAroru4eckux  pabOTHHKOB,
OCYIIIECTBISIONINX BHEYPOUHYIO ICSITEIBHOCTD);

- TUIaH BOCMHTATENBHOM pabOThI (I MEAaroruueckux pabOTHUKOB, OCYIIECTBIISIOIMINX
(hyHKIMM KJTACCHOTO PYKOBOIUTES);

- XapaKTepucTHKa Ha o0yyJaroierocs (1o 3amnpocy).

JlokyMeHTbI 00pa30BaTeIbLHON OpraHU3AMHU JTOJKHBI OPOPMIIATHCS CBOEBPEMEHHO,
YeTKO, pa30opuunBo, 0€3 MOAYUCTOK, TOMAPOK, BBI3HIBAIOIIMX COMHEHHUE B MPaBUILHOCTH
BHECEHHBIX JaHHBIX. 3allUCH B IOKYMEHTaX JIOJKHBI TPOU3BOJUTHCS IIAPUKOBOM PYUYKOM
YEPHOTO IIBETA.

Ommbka, AOMyIIeHHas B TEKCTE WM IU(POBBIX TAHHBIX TOKYMEHTA, UCIIPABISETCS
CJIETYIONTUM 00pa30M: OITMOOYHBIEC CJIOBA UM MU(PPHI 3a4EPKUBAIOTCS TaK, YTOOBI MOXKHO
OBLIIO TPOYECTH 3aUEPKHYTOE, & CBEPXY, JINOO PSAIOM, JIMOO HA MOJISX MUITYTCS YTOYHCHHbBIC
naHHble. Bce BHECeHHBIE UCTIPaBJICHUS IOJKHBI OBITh OTOBOPEHBI U 3aBEPEHBI MOAMUCIMHU
71, OOPMUBIINX JOKYMEHT. 3a IOCTOBEPHOCTh CBEJICHUI, CONIEPKALTUXCS B JOKYMEHTAX,
HaJiIexariee ux opopMIICHHE HECYT OTBETCTBEHHOCTD JTOJDKHOCTHBIE JIUIA, TTOMHUCABIINE
JIOKYMEHT.

B cocTtaB 10KkyMeHTOB 00pa30BaTEIbHOM OpraHu3aIluy BXOJIST:

- OPraHU3AIMOHHBIC IOKYMEHTHI;

- YCTaB OpraHu3aluu;

- JIOTOBOP C YUPEIHUTEIIEM;

- IPABOYCTAHABJINBAIOIINE JOKYMEHTHI;

- IOJXKHOCTHBIE MHCTPYKIIUU COTPYTHUKOB;
- KOJUICKTHUBHBIN JOTOBOP;

- IIITaTHOE PACIMCAHHUE;

- MpaBUJia BHYTPEHHET0 TPYAOBOTO PaCHoOpsiAKa U JIp.
PacnopsiniutenbHble TOKYMEHTHI:

- IPUKA3bI;

- pacropsiKeHus;

- UHCTPYKIIUU U JIp.
NudopmaimoHHO-CripaBOYHBIE TOKYMEHTHI:
- POTOKOJIBI,



- IIJIAHBI;
- OTYETHI;
- CIIPABKH U JIp.

Bce kHUIH M XKypHallbl, KOTOpbIE BEAYTCS B 00pa30BATEIbHOM OpraHU3aluyd Ha
OyMaXHBIX HOCHUTENSX, MOCTPAHUYHO MPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCS U
MOANKCHIBAIOTCS JAUPEKTOPOM 00pa3oBaTesNbHONW opranu3zauuu. lloanuce nupexropa
00pa30oBaTeNbHON OPraHU3alUU 3aBEPSIETCS NEYAThIO.

3.  IlpaBuaa opopmjieHUsI TOKYMEHTOB

OcHoBHBIC TPeOOBaHUA MO 0(POPMIICHHUIO TOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOCHUTEJIE U B DJIIEKTPOHHOM (hopme C
COOJII0/ICHUEM YCTAaHOBJICHHBIX MPABUII OPOPMIICHUS JJOKYMEHTOB.

[Ipu co3zmanuy TOKyMEHTa Ha ABYX M 0OJiee CTpaHULAX BTOPYIO U MOCIEAYIOIIHE
CTPAHMIIBI HyMEPYIOT.

JlomyckaeTcs co3/laHue TOKYMEHTOB Ha JIUIEBOI 1 000pOTHOM cTopoHax jucTa. [Ipu
JBYCTOPOHHEM CO3JaHUM JOKYMEHTOB LIMPHUHA JIEBOTO MO HA JIMIIEBOW CTOPOHE JIUCTA U
MPaBOro MOJisi HA 00OPOTHOM CTOPOHE JIMCTA JIOJKHBI OBITH PaBHBI.

[IpeAnoYTUTENbHBIMA TapHUTYpaMU M pa3MepamMu HPUQPTOB i PEKBU3HUTOB
nokymeHTa siisirorest Ne 12,1314,

[Ipu cocraBieHuM TaONUIl AOMYCKAETCSl HCIOJIb30BAHHWE MIPUPTOB MEHBLINX
pa3MepoB.

AO3aIiHbIA OTCTYI TEKCTA TIOKyMeHTa - 1,25 cM.

3arojIoBKM pas3fesioB M IMOJAPA3JeNoOB IedaraloTcs ¢ ad3alHbIM OTCTYIOM WM
LEHTPUPYIOTCS 110 LIMPUHE TEKCTA.

MHOrocTpOYHBIE PEKBU3UTHI I1€YATAIOTCA 4Y€pe3 OJUH MEKCTPOUYHBII MHTEpBal,
COCTABHBIEC YACTH PEKBU3UTOB OTAEIISIFOTCS AOTOIHUTEIBHBIM HHTEPBAIOM.

TekcT nokymeHnTa neyaraercs uyepes 1-1,5 MeXCTpOUHBIX MHTEPBAA.

HNuTtepBan mexay OykBaMU B CJI0BaX - OOBIYHBIN.

WHTepBan MexX1y CIOBaMHU - OIMH MPOOET.

TexkcT AOKyMEHTa BBIpABHUBAETCA MO IIMPUHE JHcTa (MO0 TpaHULAaM JIEBOTO U
MPaBOro MoJjiel JOKYMEHTA).

TexkcT AOKyMEHTa JOJKEH OBbITh H3JI0XKEH KpaTKo, T'PaMOTHO, IOHSTHO U
00BEKTHBHO, 0€3 MOBTOPEHUW M YMOTPEOJCHHUS CIIOB M OOOPOTOB, KOTOpPHIE HE HECYT
CMBICJIOBOM Harpys3ku, U JOJDKEH KacaTbCs TOTO BOIPOCA, KOTOPBI cHOpMyIHpoBaH B
3aroJIOBKE K TEKCTY. TeKCT JoKyMeHTa 0(OpMIISIETCS] B BUJIE CIUIOIIHOTO CBSI3HOTO TEKCTa
WJIM TaOJUIIBI, UITH TIYTEM COYEeTaHUs ITHX (HopMm.

TekcThl CIOXKHBIX U OONBIIMX MO 00BEMY JOKYMEHTOB (IOKJIAbl, OTYECTHI U T.1.)
JENSATCA Ha pa3feibl, TOAPA3AEbl, MyHKTHI, MOAMYHKThI. [[yHKTBI ¥ TOAMYHKTHI B TEKCTE
HYMEPYIOTCS apaOCKUMU LIUPpaMu C TOYKOH.

ITpumep -

1.

1.1.

2.

2.1



JIOKyMeHTBI, Kak TpaBmwio, oQopMIsIFOTCS Ha OnaHkax 00pa30oBaTeNbHOM
OpraHu3allid, WMEIOT YCTAHOBJCHHBIM KOMIUIEKC OO0S3aTEeNbHBIX PEKBU3UTOB U
CTaOWMIJIBHBIN TIOPSIOK WX PACIIONIOKEHUS.

PexBU3UTHI 3arojioBKa pa3MemialoTcs IEHTPUPYEMBIM (HA4aJlo W KOHEI KaKIIOon
CTPOKH PEKBH3UTA PAaBHO yHaJEHbI OT TPAHUI] 30HBI PACIOJOKCHUS PEKBU3WUTOB) WIIU
YTJIOBBIM (KaXaasi CTpOKa PEKBU3UTA HAYMHAETCS OT JICBOW TPAHUIIBI 30HBI PACIIONIOKEHUS
PEKBU3UTOB) CLIOCOOOM.

JInst u3roToBICHUS OJIAHKOB MCIIOJIB3YIOTCS JIMCTHI OyMaru ¢opmata A4 (210 x 297
MM).

Kaxxapiii mucT mokymeHnTa, opOpMIICHHBIM Kak Ha OJlaHKe, TaKk U 0e3 Hero, TOJDKEH
UMETH ITOJISI HE MEHEE, MM:

nesoe - 20;

npaBoe - 10;

BepxHee - 20;

HxHee - 20.

JIOKyMeHTBI IIUTENbHBIX (CBBIME 10 JIeT) CPOKOB XpaHEHUS TOJDKHBI UMETH JICBOEC
nose He MmeHee 30 MM.

OdopmiteHne peKBU3UTOB JOKYMEHTOB.

ABTOP 10KYMEHTOB.

HaumMeHnoBanue oOpa3oBaTelbHOM  OpraHU3allMM  yKa3blBa€TCsI B TOYHOM
COOTBETCTBUH C yCTaBOM 00pa3zoBaresibHON opranuzamuu. CokpanieHHOe HauMEHOBaHUE
MOMEIIAETCs MO/ TOJHBIM HAMMEHOBAaHUEM B CKOOKaX.

HaunMeHnoBaHKe TOKHOCTH JIMIIA — aBTOPA JOKYMEHTA YKAa3bIBAETCA B COOTBETCTBUHU
C HAMMEHOBAaHMEM, IPUBEICHHBIM B PACHOPAIUTEILHOM JOKYMEHTE O HA3HAYECHUU Ha
JOJIKHOCTb.

CnpaBouHble JaHHbIe 00 00pa30BaTe/IbHON OPraHU3ALMH.
CrnpaBouHble JaHHBIE 00 OpraHU3aIlMu YKa3bIBaIOTCS B OJ1aHKaX MHUCEM U BKJIIOYAIOT:
aapec, HoMmep TenedoHa, dhakc, aapec IAESKTPOHHOM MOYTHI, CeTeBOH azipec, a Takxke OKIIO,
OI'PH, MHH wu KIIII opranun3zamumu.

HanMeHoBaHue BH/1a JOKYMEHTA.

HanMeHoBaHME Buaa TOKYMEHTa, JOJDKHO COOTBETCTBOBATh HAMMEHOBAHUSM BHJIOB
TOKYMEHTOB, ipeaycMmotpeHHbsiM OKY J1: akT, cipaBka, 3anucka, CBOJKa, OT3bIB, IPOTOKOII,
CIMCOK, W3BEIIeHHEe W JAp. PacnopsaurenbHble JOKYMEHTBI IIKOJBI H3JAKOTCS  CO
CJIEIyIOIMMH Ha3BaHUSIMU: [IPUKA3, PACIIOPSHKECHHUE.

HanMeHoBaHME BUIa M Pa3HOBUIHOCTH IOKYMEHTA HE YKa3bIBA€TCA B TUChMaX.

HanMeHoBaHMe BHIa TOKYMEHTA MeYaTaeTcs MPONUCHBIMA OyKBAMH IMOTY>KUPHBIM
HpUQPTOM.

JlaTa nokymeHTa.

JlaTa noKyMeHTa COOTBETCTBYET AaTe MoAnucaHus (YTBEpKIACHUS) TOKYMEHTa WU
naTe coOBITHS, 3a(pUKCUPOBAHHOTO B JIOKYMEHTE: apaOCKUMH LU(]paMu, pa3ieieHHbIMU
toukoil: 01.01.2023r.; cinoecHo-uu@poBbiM crniocodboM: 1 suBaps 2023r. Pazpemaercs



HPUMEHSTDH CIOBO «TO/1» B COKPALIEHHOM BAPUAHTE «T).
PerncrpanoHHbIA HOMEP I0KYMEHTA.

Peructpanuonnsiii Homep — uudpoBoe uinu OykBeHHO-IIM(pPOBOEe 00O3HaAUEHUE,
MPUCBaNBAEMOE JIOKYMEHTY IIPH €ro PErHCTPAIUH.

Perucrparust ToKyMeHTa MPOBOIUTCS TTOCIIE €T0 IMOMUCAHUS WIN YTBEPIKICHHUS.

J171s1 BHYTPEHHUX JTOKYMEHTOB — IIPUKA30B, TPOTOKOJIOB — 3TO MOPSAKOBEIF HOMED B
npejenax KaJlleHAapHOTO Toja MO KaKAOMY BHIYy WU Pa3HOBUIAHOCTH TOKYMEHTOB. B
NpUKa3ax PETUCTPAIlMOHHBIA HOMEpP MOXKET JOMOJHATHCS OyKBEHHBIM MHICKCOM,
0003HAYaIOIIUM Pa3HOBUIHOCTH.

JU1st MICXOIAIIMX TOKYMEHTOB PETUCTPAIIMOHHBIN HOMEp COCTOUT M3:

1) mopsiIkOBOTO HOMEpa B IpeJieiax MACCHBa OTIPABIIIEMON KOPPECTIOH ICHIINY;

2) uHAEKca Jena B COOTBETCTBUM C HOMEHKIATypod Jen oOpa3oBaresbHOI
OpTaHU3aIHH.

Ccbliika Ha perucTpallMOHHbIA HOMEP M ATy JI0KYMEHTA.

CcbUlka Ha pPErucTpalMOHHBIM HOMEP M JaTy JIOKyYMEHTa BKJIIOYaeT B celd
pPEruCTPalMOHHBIN HOMEp U J1aTy JOKYMEHTa, Ha KOTOPBIi TOJKEH ObITh JaH OTBET.

Ccbulka HA HOMEp M JIaTy JIOKYMEHTa HMCHOJIb3yeTcs MpU O(DOPMIIEHUM IHCEM,
ABJISIFOIIMXCSI OTBETAMU Ha MOCTYIUBIIEE MUCbMO (3ampoc, mpockOy u ap.). CBeneHus B
PEKBU3UT NEPEHOCATCA C MOCTYNUBILIErO JOKYMEHTA U COOTBETCTBYIOT PETUCTPALIUOHHOMY
HOMEPY U AaTe MOCTYNUBLIETO JOKYMEHTA.

OrpaHnuuTenbHas OTMETKA IS TaHHOT'O PEKBU3HMTA MPOCTABISIETCS B JIEBOM 4acTH
OJlaHKa MUChbMa MOJ] PEKBU3UTOM «J1aTa» U «PErUCTPALIUOHHBIN HOMEDP JOKYMEHTa.

Hanuuue naHHOTO peKBU3HUTA UCKIHOYAET HEOOXOIUMOCTh YIIOMUHAHUSI HOMEpa U
JaThl OCTYNUBILIETO TOKYMEHTA B TEKCTE MUChMa, YTO OCBOOOXKIAET TEKCT OT CIIPAaBOYHOM
uHdopmaIuu.

MecTo cocTaBjieHHs WIN U3IaHUSL JOKYMEHTA.

Mecto cocraBnenust (M3JaHUs) JOKYMEHTa yKas3blBaeTcsl B JIOKYMEHTax,

M3roTaBJIMBAEMbIX Ha OJaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB.

Anpecar.

AJnpecatamMu JIOKyMEHTa MOTYT OBITh HOPUAMYECKUE JUIA, UX CTPYKTYpPHBIE
MO/Ipa3/ieNieHus U JOJKHOCTHBIE JIMIIA, & TaKKe (PU3nUecKue JuIia.

PexBu3HT «ampecaTy NpoCTaBIsSeTCs B BEPXHEH ITPaBoi 4acTH TOKyMeHTa (Ha OJlaHKe
C YIJIOBBIM PacCIoOJIOKCHHUEM PEKBU3WTOB) WJIM CIpaBa TOJ PEKBU3UTaAMHU OjaHKa (mpu
MPOJIOJIBHOM ~ PAaCIOJIOKCHUN PEKBU3UTOB OrnaHka). CTpPOKM PpPEKBU3UTA «ajpecar
BBIPABHUBAIOTCSA 110 JIEBOMY KPAIO WJIM LEHTPYIOTCSI OTHOCUTEIBHO CAMOM JUTMHHOU CTPOKH.

Ecnmn ngoKyMEHT aapecoBaH KPHUAHMYECKOMY JHMIY WIM €r0 CTPYKTYPHOMY
Mo/Ipa3iesieHr o 0e3 yKa3aHus JOKHOCTHOTO JIMIA, UX HAMMEHOBAHUS TTPUBOJISITCS B UME-
HUTEJIHLHOM MaJeKe.

[TouToBBIM ampec YKa3bIBACTCS NPU  HANPABICHUU JIOKYMEHTa Pa30BbIM
KOPPECIIOHAEHTAM.

Ecnm  1OKyMEHT aapecoBaH PYKOBOAUTEII FOPHUIMYECKOTO JIMIA WIH €ro
3aMECTUTEN0, HAMMEHOBAHHUE FOPUIUYECKOTO JIUIA BXOJAUT B COCTAB HAMMEHOBAHUS J10JIK-
HOCTH aJpecaTta, KOTOPO€ MPUBOINUTCS B JATEIBHOM IaJExkKe.



Nuuuuansl cTaBATCa mocjae (paMUJIMM HE3aBUCUMO OT TOTO, KOMY aJIpecOBaH
JOKYMEHT — JJOJDKHOCTHOMY JIUILY WU (PU3NYECKOMY .

[Ipy agpecoBaHMM MNHCbMa PYKOBOAMTENIO CTPYKTYPHOTO  IMOAPA3ACICHHUS
YKa3bIBa€TCSI B UMEHUTEJILHOM N1a/1€K€ HAMMEHOBAHUE OPraHU3aliU, HUXKE - B JaTEIbHOM
najgeke HAMMEHOBAaHWE JIOJDKHOCTHM PYKOBOJHWTENS, BKIIOYAIONIEE HAUMEHOBaHUE
CTPYKTYPHOTO MOApa3ieiaeHus], (HPaMUINIO, THUIIUATIBL.

[lepen pamunueit TOMKHOCTHOTO JIMIIA IOMYCKAeTCS YIOTPEOIATh COKPAIICHUE «T-
Hy» (TOCIIOJIMHY ), €CJIM a/ipecaT MY>KUMHA, WU «T-Ke» (TOCTI0XKE), ECIH aipecaT )KECHIUHA.

IIpu paccbulke NJOKYMEHTa IpyIlIe OpraHU3aldi OAHOTO THIIA WM B CTPYKTYyPHBIC
HOJpa3AesieHUs] OJJHOW OpraHU3aliy, apecaT yKa3bIBacTcsl 00OOIIEHHO.

B onHOM 10KyMEHTE HE JOHKHO ObITH 00JIee YEThIPEX aJIPeECcATOB.

[Ipu OosbllIEM KOJIMYECTBE aIpecaToB COCTABIIAETCS CHUCOK (JIUCT, yKa3aTelb)
PAcChUIKM JOKYMEHTA, Ha KaKIOM JOKYMEHTE YKa3bIBa€TCS OJUH aapecaT WM aapecar
odopmitsieTcsi 0000IIEHHO.

B cocraB pekBu3HTa «Anpecar» MOXKET BXOJIHWTb MOYTOBBIA aapec. DJIEMEHTHI
MIOYTOBOIO aJipeca YKa3bIBAIOTCS B IOCJIEAOBATEILHOCTH, YCTaHOBJIEHHON I[IpaBuiamu
OKa3aHMs YCIyT MOYTOBOM CBSI3H.

B cayyae oTnpaBkM JIOKyMEHTa (PU3MYECKOMY JIMIY YKa3bIBalOTCA: (hamuiins,
MHULIKAJIBL, TOYTOBBIN ajipec: (yJInLa, HOMEp J0Ma U KBapTUPhI, HACEJIEHHBII yHKT, PailoH,
o0nacThk (Kpaii, peciry0JivKa), TOYTOBBIA UHAEKC).

[Tpu oTnpaBke nucbMa Mo 3JAEKTPOHHOM MOYTE WK MO (PaKCUMIIIbHOMH cBsi3u (0€3
JOCBUIKH T10 MOYTE) NOYTOBBIN ajipec He yKa3biBaeTcs. [Ipn HE0OX0AMMOCTH MOKET OBITH
yKa3aH 3JIeKTPOHHBIN ajpec (Homep Tenedona/paxca).

I'pu¢ yrBepkaeHuss 10KyMeHTA.

I'pud yTBepkAEHMS MPOCTABIAETCS Ha JOKYMEHTE B CIy4yae €ro yTBEpXKACHUS
JOJKHOCTHBIM JIMLIOM, PACIOPSAUTENbHBIM JTOKYMEHTOM (MPUKA30M, PACHOPSKEHUEM,
pELICHUEM).

I'pud yTBepkaeHus pasMemiaeTcss B MPaBOM BEPXHEM YNy MEpBOro JHCTa
nokyMeHTa. CTpPOKM DPEKBU3HMTA BBIPABHUBAIOTCS IO JIEBOMY KpAaK WM LEHTPYHOTCS
OTHOCHUTEIBHO CaMOM JUIMHHOUW CTPOKH.

[Ipu yTBEp>KaeHUU JOKYMEHTA JOJKHOCTHBIM JIMIIOM T'PU( YTBEPKAECHUS COCTOUT
u3 cioBa Y TBEPKJIAIO, HanMeHOBaHMS TOKHOCTH JIMIA, YTBEPKIAAIOIIETO TOKYMEHT,
€ro MOJIUCH, MHUIIUAJIOB, (PaMIIUU U 1aThl YTBEPKICHMUSL.

YTBEPXKJAIO
J{upexTop

IMopmucy U.0. ®amniaus
Jlara

[Ipu yTBepKI€HUH TOKYMEHTa PaclopsSIUTEIbHBIM JOKYMEHTOM Ipu@ YyTBEPKACHUS
coctout u3 cio YTBEPKIEH (mopsmox), YTBEPXJIEHA (nporpamma),
YTBEPXIEHbI (upasuia), YTBEPKJIEHO (nonoxeHue), COrIacOBaHHOTO C
HAaMMEHOBAaHHUEM BHJIa, YTBEPKIAEMOTO JIOKYMEHTa, HAUMEHOBAHUS PACIOPSAUTEIbHOTO
JOKyMEHTa B TBOPUTEIHLHOM MaJIeKe, €ro AaThl, HOMepA.



[Ipu npunsTHH  (pacCMOTpPEHUM)  JOKYMEHTa  KOJUIETHUAJbHBIM  OpraHOM
o0pa3oBaTeNbHON OpraHU3aINH, PEIIEHUS KOTOPOTO (UKCUPYIOTCS B MMPOTOKOJIE, B rpude
MPUHATO (PaCCMOTPEHO) YKA3bIBA€TCSI HANMEHOBAHKUE OpraHa, pelIeHHEM KOTOPOTO MPUHST
JIOKYMEHT, JlaTa ¥ HOMEp MpOoToKoda (B CKOOKax) YTBEpPKIAIOIIEr0 ITOKYMEHTa B
TBOPUTEIILHOM MAJIEKE, €T0 1aThl, HOMEpA.

1. IPUHSAT (ITopsiaok)

nmeaarortyeCKumM CoBEeTomM
(mpoToxou ot 15.08.2021 Ne 12)
2. TIPUHSATDI (IlpaBuia)

nmegarort4eCKuM CoBeTomM
(mpoToxoa ot 15.06.2021 Ne 8)

3. MPUHATO (ITonoxenue)

001KMM coOpaHueM pa0OTHUKOB 00pPa30BaTe/IbHOI OPraHu3aluu
(mporokoJ 15.06.2021 r. Ne 83)

3aro/10BOK K TEKCTY.
3aroJIOBOK K TEKCTY BKJIIOYAET B c€0s1 KpaTKOE COAEpKaHUE JOKYMEHTA, €0 OCHOBHYIO
CMBICJIOBYIO Harpys3Kky. 3arojioBok opmynupyercs ¢ mnpeaigorom «O» («O06») u oTBevaer
Ha BOIIPOC «O 4yeM?»:

. npukas (0 4uem?) 0 CO3/IaHUM ATTeCTAllMOHHOW KOMHUCCHH;
. npukas (0 uem?) 00 yTBEepKICHUH IITATHOTO PACTIMCAHUS;
. nUCbMO (0 4em?) 0 peIoCTaBICHUU HHGOPMAIIHH.

3aroJoBOK  COCTABJISIET ~MCIIOJIHUTENb JIOKYMEHTa. 3arojoBOK K TEKCTY
oopmisercs mox peKBU3UTaMM OJaHKa CIIEBA, OT PaHMIBI JIeBoro nosd. Ecim teker
JOKYMEHTa HE MPEBBIIIAET YETHIPEX-TISITH CTPOK WM oopMiieH Ha OnaHke popmaTta AS,
3aroJIOBOK MOXHO HE YKa3bIBaTh.
3aroyioBOK JIOKYMEHTa 3alMChIBAETCS MPHU €ro perucrtpauuu B KypHasl MpuKas3oB
(OCHOBHBIX, KaJIpOBBIX)

TekcT 10KyMeHTA.

TekcT MOKyMEHTa COCTAaBIIAETCA Ha PYCCKOM SI3BIKE KaK IOCYJapCTBEHHOM SI3bIKE
Poccutickon @enepannu. TekcT TOKyMEHTa U3J1araeTcsl pyCCKAM JINTEPATYPHBIM SI3BIKOM C
Y4ETOM 0COOEHHOCTEH O(PHUITMATBHO-IEJIOBOTO CTUJIS, BUJIa IOKYMEHTA M €ro Ha3HaYeHUs
B ympaBlieHYecKou naestenbHocTH. CojepkaHue MOKYMEHTa JOHKHO OBITh HU3JI0KEHO
KpaTKoO, JIOTUYHO, TOYHO U SICHO.

TeKCThl JOKYMEHTOB U3JIararoTCs:

- OT 1-ro JMIia €TMHCTBEHHOIO YKciia B JOKYMEHTaxX (IIpUKa3, paclopssKeHUE U T. 1)
pyKoBOauTENsE 00pa3oBaTEIbHOM  OpraHu3aliy, JAEHCTBYIOIIErO Ha  IPUHIUIIAX
€IMHOHAYAIMs, a TaKXke JOKYMEHTaX, aJIpEeCOBaHHBIX PYKOBOJICTBY OpPTaHU3AIUU:
MPUKA3BIBAIO... TOATOTOBUTH U MPEACTABUTH HA PACCMOTPEHHUE; TPOITY PACCMOTPETH
BOIPOC 00 YCTAHOBJIEHUH JIbITOTHBIX Tapu(oOB...;

- 3-T0 JMIla €IUHCTBEHHOIO0 YHCJIa B JIOKYMEHTaX KOJUIETUAJIBHBIX OPTaHOB:
KOMUCCHS PELINJIA...; OPraHU3aLMs HE CUUTAET BO3MOXKHBIM...;

- l-ro numa MHOXECTBEHHOTO 4YHCIa B COBMECTHBIX JOKYMEHTaX: HPOCHM
[IPEJICTABUTH JAHHBIE O...; IPEJICTABIIIEM HA PACCMOTPEHUE U YTBEPKICHHUE. .. ;



- 3-T0 JMIIa MHOXECTBEHHOI'O 4YHCJIa B MPOTOKOJAX: CIyLIaJd, BBICTYIWIIH,
ITOCTaHOBWJIH, PELLIIIN.

B nokyMeHTax, yCTaHaBIMBAIOIIMX MpaBa U OOSI3aHHOCTU OpraHU3alUU, €€
CTPYKTYPHBIX MOApa3ieiiecHnid (IOJOXKEHUEe, WHCTPYKLUSA), a TaKXKe COJAEpKaIIUX
OTHCaHue, OLIEHKY (DAKTOB MJIM BBIBOJBI (KT, CIIpaBKa), HCHOIB3yeTCs (hopMa U3JI0KEHUS
TEKCTa OT TPEThEro JHIA €EAUHCTBEHHOTO WJIM MHOXECTBEHHOIO 4Yucia («OTAel
OCYIIECTBIISICT PYHKITI, «B COCTaB O0BbETUHEHUS BXOSAT», KKOMUCCHUSI YCTAaHOBHUIIAY ).

B Texcre noKyMeHTa, IMOArOTOBJICHHOIO HAa OCHOBAHUM 3aKOHOAATEIbHBIX, MHBIX
HOPMAaTUBHBIX IIPABOBBIX aKTOB, U3JaHHBIX OpraHaMHM BJIACTH U YIPABJICHUS, TOKYMEHTOB,
paHee U3JaHHBIX OPraHOM BJIACTU — aBTOPOM JIOKYMEHTA, YKa3blBA€TCs HAaMMEHOBAHUE
BHAJIa JIOKYMEHTa, HAMMEHOBAHME OpPraHa, W3JaBUICTO JIOKYMEHT, JaTa MPUHATUA WIH
YTBEPKIACHUS JOKYMEHTA, €I0 PETUCTPALIMOHHBIM HOMED, a TAK)KE 3ar0JIOBOK K TEKCTY HIIU
HaVMEHOBAHUE BU/IA TOKYMEHTA.

Ecnm TekecT cOomepKUT HECKOJIBKO IOPYYEHHMM, PEIIEHHWW, BBIBOJOB, B TEKCTE
BBIJICIISIFOTCS Pa3JIeiibl, OAPA3IEIIbl, ITyHKThI, IOITYHKTHI.

B TekcT noKymMeHTa MOTYT BKJIHOYAThCS (PparMeHThl, 0(pOPMIICHHBIE B BUIE TAOIUIBI
VIV QHKETBI.

CtpaHullbl TEKCTa HYMEPYIOTCS apaOCKUMHU LU (PpaMH B IPABOM YIIIy HHUXKHETO TOJIS.

OTMeTKA 0 PUJIOKEHHUH.

OTMeTka O TPWIOKEHUH COJEPKHUT CBEICHHUS O JOKYMEHTE (JOKyMEHTax),
MpUWIaraéMoM K OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTEIBHBIX MUChbMax, MPETEH3USX,
aKTax, ClipaBKax M JIPYrux MH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTAaX) WJIM O TOM, YTO
JOKYMEHT SIBJISIETCS TPWIOKEHUEM K OCHOBHOMY JIOKYMEHTY (B JIOKyMEHTax -
MPWIOKEHUSAX K  PACHOpPAIUTEIbHBIM  JOKyMEHTaM, TOJIOKEHUSIM,  TpaBUIIAM,
WHCTPYKITUSIM, JJOTOBOpaM, TIaHaM, OTYETaM | JIp. TOKYMEHTaM).

B conpoBoauTenbHBIX MUCHbMaX U APYTUX WH(OOPMAITMOHHO-CIIPABOYHBIX JTOKYMEHTAX
OTMETKA O MPHIIOKEHUU 0(DOPMIISETCS O] TEKCTOM OT TPAHMIIBI JIEBOTO MOJIS CIIE Ty OIIM
oOpazom:

- €CJIM MIPUJIOKEHHE Ha3BaHO B TekcTe: [Ipunoxkenue: Ha 2 1. B 1 3K3.;
- €CJIM PUJIOKEHUE HE HA3BaHO B TEKCTE WJIM €CJIM MPUIIOKEHUI HECKOJIBKO, YKA3bIBAIOT
HA3BaHMUS JOKYMEHTOB-TIPWJIOKECHHH, KOJIWYECTBO JIUCTOB W DJK3EMIUIIPOB KaXKIIOTO
npunoxenust: [Ipunoxenue: 1. Ilonoxxenne (Ha3Banue) Ha 5 1. B 1 9K3.

2. CnpaBka 0 KaipoBOM cocTaBe Ha 2 J1. B 1 3K3.;
- €CITU TIPUJIOKEHHUEM SIBIISIETCSI 000COOJIEHHBIN 2JIEKTPOHHBIN HOCUTEND (KOMITAKT- JIUCK,
usb-durerr-nakonutens U ap.): [punoxkenune: CD B 1 2K3.

B pacnopsmuTensHBIX JIOKyMEHTax (NIpUKas3ax, paclopsiKEHUsX), JIOrOBOpax,
MOJIOKEHUSX, TPABWJIaX, WHCTPYKIUSAX M APYTUX MOKYMEHTAaX OTMETKAa O TMPHUIIOKEHUU
odopmiseTcs cienyomuM 00pazom:

- B TEKCTE JOKYMEHTAa TPH I€PBOM YINOMHHAHWHM JOKYMEHTA-TIPHIIOKCHHUS B
CKOOKax yKa3bIBaercs: ... (MpUIOKEeHHe) Wiu .. (mpujaoxkeHue 1); mepen HOMEpPOM
MPWIOKEHUS JOMYCKAETCSI CTAaBUTh 3HaK HOMepa: ... (mpuioxenue Ne 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-TIPUIIOKECHHS B IPABOM BEPXHEM YTy YKa3bIBAETCS:

Ipuioxkenue Ne 2



K npuxa3zy ot 15.08.2021 Ne 112.
CTpokn peKBU3HWTAa BBIPABHUBAIOTCS 110 JIEBOMY Kpal WM LIEHTPUPYIOTCS
OTHOCHUTENBHO CaMOM JUIMHHOW CTPOKH.

I'pud¢ corsiacoBanusi 10KymMeHTA.

[IpoeKkThl MOArOTOBIEHHBIX JOKYMEHTOB IE€pes IOANUCAHUEM B ps€ CIydaeB
COTJIaCOBBIBAOTCS C 3aMHTEPECOBAHHBIMU YUPEKICHUSIMH, CTPYKTYpPHBIMU
NOAPA3AEIEHUSMH, OTAEIbHBIMU JOJKHOCTHBIMHU JINLIAMM.

I'pud cormacoBanust B 3aBUCUMOCTH OT BHJA JOKYMEHTa M OCOOEHHOCTEH €ro
o(OopMIICHUSI MOKET MPOCTABIATHCS:

- Ha TIEpPBOM JIUCTE JOKYMEHTa (€CiIu JOKYMEHT UMEET THUTYJbHBIM JIUCT, - Ha
TUTYJILHOM JIUCTE) B JIEBOM BEpPXHEM YINIy Ha YpOBHE Tpuda yTBEepKICHHS WU O]
HAaUMEHOBAaHUEM JIOKyMEHTa OJIMKE K HUKHEMY TIOJIO);

- HAa MOCJIEAHEM JINCTE JOKYMEHTA MOJI TEKCTOM;

- Ha JINCTE COTJIACOBAHUS, SIBJIAIOMIEMCS] HEOTHhEMIIEMOI YaCThIO TOKYMEHTA.

I'pud cormacoBanust gokymenta coctouT u3 cioBa COI'JTACOBAHO, nomxHOCTH
JULA, C KOTOPBIM COIVIACOBAH JOKYMEHT (BKJIIOYash HaUMEHOBAHHME OpPTaHU3AlMH), €ro
COOCTBEHHOPYYHOU TOAMHUCH, paciiPpoBKH MOANKUCH (MHUIMATOB, (DAMUIIUU) U JAThI
COTrJIaCOBaHUSI.

COI'JTACOBAHO

/IupexTop (Ha3BaHUE OPraHU3ALNH)
(moanucey) N.0. amuusa

Jlara

Hoamnuce.

JIOJOKHOCTHBIE JIMIAa MOJIMUCHIBAIOT JOKYMEHTHI B Ipenesax CBOUX IMOJIHOMOYUH,
OTIPENICJICHHBIX Y CTaBOM 00I1Ie00pa3oBaTeIbHON OpraHu3alui U JOJDKHOCTHBIMU
UHCTPYKIUSMHU.

[Tognuce COCTOMT W3 HAUMEHOBAHUS JOJDKHOCTH JIMIA, KOTOPOE MOANUCHIBAET
JOKYMEHT (TIOJJHOTO — €CJIM JIOKYMEHT HaredaTaH He Ha OJIaHKe, COKPAIlleHHOI0 — Ha
JOKYMEHTE, HalleyaTaHHOM Ha OJaHKe), ero COOCTBEHHOPYYHOW MOAMHUCH, WHULIMAIOB
(MHULIMATT UMEHM ), PaMUITUN.

He HA 0JIaHKe:

Mupextop MBOY .... JIuyHas moanuch N.0. ®amunaus
Ha 0JaHKe
JupexTop JIuyHas moanuch N.0. ®amuaus

B CJIydac OTCYTCTBUA PYKOBOAHUTCII ITPUKA30M OIIPCACIIAICTCA JIMIO, UCITOJIHAOIICC
€ro 065133HHOCTI/I, d TAKIKC YITOJITHOMOYCHHOC MMOAIIUCBIBATL JOKYMCHTEI, ITPHU 9TOM ITOAIINCH
O(i)OpMJ'IHCTCSI C YKa3aHHMEM CTaTyCa AOJDKHOCTHOI'O JIMIa B COOTBCTCTBHHU C IIPHUKA30M

(pacriopsiKeHUEM ).

H.o. nupexTopa Hoanucen N.0. ®amuaus

WIN:

HNcenonHsiromuii 00513aHHOCTH TUPEKTOPA Hoamucr U.O. ®amuins

HpI/I NOANMMCAHMM JOKYMCHTaAa JIMOOM, HUMCIOIIHMM IIpaBO IIOAIIHMCH B CiIy4dac
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BPEMEHHOTO OTCYTCTBUS PYKOBOJMTENS, UCIPABJICHUS B HAMMEHOBAHHUE JIOJKHOCTH U
pacpoBKy (pamMmmu yXe MOATOTOBJICHHOTO W COTJIACOBAHHOTO MPOEKTa JOKYMEHTA
BHOCSITCSL OT pyKH WJIH C UCIIOJIb30BAHHEM COOTBETCTBYIOIIUX IITAMIIOB.

He nomyckaeTrcsi cTaBUTh KOCYIO 4YEpTy, HAJIUCh «3a» MEpe] HAaUMEHOBAHUEM
JOJKHOCTH JIMIA B MOJIIMKUCH, €CJIA IOKYMEHT MOJMUCHIBAET UHOE JOJIKHOCTHOE JIUIIO.

DJIEKTPOHHASI MOANKCh.
OtMeTKa 00 3JIeKTPOHHOU MOJMKMCH HUCIIOIB3YETCS MPU BU3YATHU3aIlMN 3JIEKTPOHHOTO
JIOKYMEHTAa, MOIMCAHHOTO 3JICKTPOHHOM MOJIIMUCHIO, C COOTIOICHHEM TPEOOBaHMIA:

a) MECTO pa3MelIeHNus OTMETKH 00 3JIEKTPOHHOM MOAMKMCH JOJDKHBI COOTBETCTBOBATH
MECTy pa3MeIleHUs] COOCTBEHHOPYYHOH TMOJMUCH B AaHAJIOTMYHOM JIOKYMEHTE Ha
OyMa)kKHOM HOCHUTEJIE;

0) 2JIeMEHTBl OTMETKH 00 JJICKTPOHHOM MOAMHUCH JIODKHBI OBITHh BUJIUMBIMH U
YUTAEMBIMH IPU OTOOPKEHUH TOKYMEHTA B HATypaJTbHOM pa3Mepe;

B) BJIEMEHTHI OTMETKH 00 3JIEKTPOHHOW IMMOMUCH HE JOJDKHBI TIEPEKPHIBATHCS WITH
HaKJIaJbIBATHCS APYT HA JIPYTa;

I') 3JIEMEHTHl OTMETKA OO0 DJJICKTPOHHOW TOJNMUCH HE JODKHBI TEPEKpPHIBATH
AIIEMEHTHI TEKCTA IOKYMEHTA M IPYTHUE OTMETKH 00 AJICKTPOHHOM MOATHCH (TP HAJTMIHH ).

OtMmeTka 00 SJEKTPOHHOW TOMNMMCH W BKIOYaeT ¢pasy «JloKyMeHT mojmvcaH
AIIEKTPOHHOM TOMKCHIO», HOMEP cepTH(HUKATA KITF0Ua SJICKTPOHHON MTOATHCH, (haMUITHIO,
HMsI, OTYECTBO BIIaJielIblla cepTu(duKara, CpoK IeUCTBUS cepTU(DUKATA KITF0Ua AIICKTPOHHOM
TTOJIITHCH.

ITeuars.

OTTHCK TeyaTH 3aBepseT IMOUIMHHOCTh IIOJMUCH JIOJDKHOCTHOTO JIMIIa Ha
JOKYMEHTaX, YIOCTOBEPSIONMIMX TpaBa JHUI, (PUKCUPYIOIMMX (aKThl, CBSI3aHHBIC C
(MHAHCOBBIMHU CPEJCTBAMH, a TaKKEe Ha JOKYMEHTaX, MPEIOCTaBIIIEMBIX 3a IMPEIACIbI
OpraHU3alNA U TIPETYCMATPUBAOIINX 3aBEPECHUE TTOMIMHHOCTH TIOIITHCH.

[TeyaTs mpocTaBisAETCSA, HE 3aXBaThiBas COOCTBEHHOPYYHOW TOMIHCH JIMIIA,
MOMCABIIETO JOKYMEHT, WU B MecTe, 0003HaueHHOM «MID» («Mecto neuatn).

OTMeTKa 00 HCIIOJIHUTEJIE.
OtMeTKa 00 UCMIOTHUTENE BKIIIOUAET B ce0s1 (haMUIINIO, UMsI, OTYECTBO MCTIOJHUTEIIS
JIOKYMEHTa, I0JKHOCTh, HOMEP €ro TenedoHa.
OtmeTka 00 ucnojHUTENe OQOpPMIISETCS Ha JUIEBOM CTOPOHE TMOCIEIHEro JIMCTa
JIOKYMEHTA OT TPAHUIIbI JIEBOTO TOJIS.
OtMeTka 00 HCMOJHUTENE MOXKET O(QOPMIISITRCA KaK HWKHUM KOJIOHTUTYJ H
neyaTaThCsl HpU(PTOM MEHBILIETO pa3Mepa.

OTMeTKa 0 3aBepeHUH KOIMH.

OOpazoBaTenbHas OPraHU3aIMI MOXKET 3aBEPATh KOMUU TOJBKO TEX JTOKYMEHTOB,
KOTOpBIE CO3/Ial0OTCS B HEH, a TakXke B Ciyyasx, MPEAyCMOTPEHHBIX B ad3aile BTOPOM
HacTosimiero ImyHkTa. Komus [OKyMEHTa W3rOTaBIIMBACTCS U BBIJAETCS TOJIBKO C
pa3peieHns] PYKOBOJUTEINSI OPTaHU3alMH, €70 3aMECTUTEIICH .

B ciyuae moAroToBKH TOKYMEHTOB [IJIsl IPEAOCTABIICHUS CY/IEOHBIM OpraHaM, MpHU
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pEIIeHNH BOITPOCOB IO MPUHSITHIO JIUII Ha padoTy, 00y4YeHHe, YAOCTOBEPEHUS UX TPYIOBBIX
U JpYyTUX TpaB BO B3aUMOOTHOILIEHUSX C YUPEKACHHUEM, a Takxke Npu (PopMHpOBaHUH
JUYHBIX /e pabOTHUKOB 0011e00pa3oBaTebHAas OpraHMU3alisl MOXKET H3TrOTaBIUBATh
KOIUA JOKYMEHTOB, BBIIAHHBIX JPYTUMH YYPEKACHUAMU (KOTHH JTOKYMEHTOB 00
00pa3oBaHUU U JIp.).

[Ipy BblgAaue KONMM  JOKYMEHT  BOCHPOM3BOJAUTCA  IMOJHOCTBbIO  (OJIaHK
00pa3oBaTeIbLHOM OpraHu3allii, HOMEp, JaTa, COJICPKaHUE U T. 11.).

B mpaBom BepxHem yriry xommm mnumiercst cioBo «Komws». Ilpu Bbmaue xomuw ¢
KOTIMH clieayeT nucath «Komus ¢ Komum.

Ecnu xomus [isi BHYTPEHHETO TOJB30BaHUsS, TO IJIS 3aBEPEHUS] HU)KE PEKBHU3UTA
«IToamuck» MpOCTaBISAIOT  3aBEPUTEIbHYI0 HAANUCh: «COOTBETCTBYET OpPUTHMHAIYY;
JIOJDKHOCTh JIMIA, 3aBEPSIIONICTO KOMHWIO; JHYHYIO MOJIUCE; PaCIIM(PPOBKY TOIIUCH
(mHULIMAIBI, (PaMUITHIO); AaTy 3aBEPEHHUS.

Ecnu xomus BBIIaeTCs A7 MPEICTaBICHUS B APYTYIO OPTraHU3aIUIO, TO OTMETKA O
3aBepEHUH KOTHMH JIOTIOTHIETCS HAAMKUCHIO O MECTE XPAHEHUS IOKyMEHTa, C KOTOPOTO Obla
M3TOTOBJICHA KOS, M 3aBEPsIeTCS MeYaThi0 OPTaHU3AIINH.

J7is mpocTaBICHHSI OTMETKHM O 3aBEPEHUU KO MOXKET UCIIOIB30BATHCS IITAMII.

OtrMeTKa 0 MOCTYIVICHUU TOKYMCHTA.

OTmeTKa o IMOCTYINNICHUHN JOKYMCHTA CIIYKUT JJIsI ITOATBCPIKACHUA (baKTa IMOCTYILICHUA
JOKYMCHTA B OpraHH3allki0 MW  BKIIOYACT ATy IIOCTYILUICHHA H BXOI[HIHI/Iﬁ
per I/ICTpaIIHOHHBIﬁ HOMCPD AOKYMCHTA. HpH H€O6XOIII/IMOCTI/I OTMCTKa O IIOCTYILNICHHH
MOXKCT JOIIOJHATBHCA YKAa3aHHCM BPCMCHH IIOCTYIUICHHA B YaCaX W MHHYTAX H crocoba
AOCTaBKH JOKYMCHTA.

OTtmMmeTKa 0 IIOCTYINUICHHUH JOKYMCHTA MOJKCT IIPOCTABJIATBHCA C IIOMOIIBIO IITaMIIA.

Pe3ousronus.

Peszomrorust  comepKUT yKazaHWE 1O MCIOJHEHHWIO JIOKyMeHTa. Pesomrorus
odopmIsieTCss Ha CBOOOTHOM MecTe pabouero moJjsi JOKyMEHTa, Ha OJJaHKE PE30JIIOIUU WU
BHOCHTCSI HETIOCPEJICTBEHHO B CUCTEMY AJIEKTPOHHOTO JOKYMEHTO000pOTA.

Pesomonmst  BKItOUaer: (pamMuinio, HWHUIMAIBI MCHOJHUTENS (MCHOJHUTENEH),
MopydYeHue MO JAOKYMEHTY, NpHU HEOOXOJUMOCTH - CPOK HMCIOJIHEHMS, MOJIMUCH JIUIIA,
BBIHECHIETO PE3O0JIIOIHIO, AaTy PE30IIOLUH.

Pe3onronus, Kak NpaBUiIO, MHILETCS OT PYKU PYKOBOJUTENIEM Ha MOAJUHHHUKE
JOKYMEHTa Ha CBOOOJJHOM OT TEKCTa MECTE.

OTMeTKa 0 KOHTpOJIE.

OTMeTKa O KOHTpPOJIE€ CBHUAETEIBCTBYET O MOCTAHOBKE JIOKYMEHTAa HA KOHTPOJb,
MPOCTABIISACTCS IITAMIIOM WJIA MPOU3BOJUTCS 3amuch OT pyku «KOHTpoib» Ha BepxHEM
oJI€ TOKYMEHTA.

KoHTponto moasie’)xar Bce  3aperUCTPUPOBAHHBIE  JIOKYMEHTBI, TpeOyroiue
WCTIOJTHEHUS.

CpokM UCIOJHEHUs JIOKYMEHTa YCTaHABJIMBAIOTCSI B COOTBETCTBUU CO CPOKaMH,
0003HAaYEHHBIMHU 3aKOHOAATEILCTBOM, OpraHu3alueld, HamnpaBUBIICH TOPYyYEHUE WIH
MpocK0y,  pacHOPSAIUTEIbHBIM TOKYMEHTOM WU  PE3OJIONHUEH  PyKOBOJUTES
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o0pa3oBaTeNbHON OpraHU3aIUH.
Cpox mpocTtaBiisieTcst B popMe JaThl 3aBEPIICHHS HCTIOTHEHUS.

OtmeTKka o HalpaBJCHUMN NOKYMEHTA B 1€J10.

OTMmeTKa 0 HalpaBJICHUHW OOKYMCHTA B JICJI0 OIIPCACIIACT MCCTO XPpAaHCHUS JOKYMCHTA
IMOCJIC 3aBCPIICHHA pa6OTBI C HUM M BKJIIOYaeT: cjoBa «B ACI0», MHACKC AfJia IIO
HOMCHKIJIATYypC ICJI, B KOTOPOC IMOMCIIACTCA JOKYMCHT Ha XpaHCHUC, C YKA3aHUCM I'0J4d,
JOJDKHOCTH JIMIIA, O(i)OpMI/IBHIeFO OTMCTKY, ITIOAIIUCH, JAThI.

OtMmeTKa o0 HaIIpaBJICHUHU JOKYMCHTA B JACJIO0 MOKCET JOIIOJHATHCA KPATKUMHU
CBCACHUSAMU O XapaKTCPC UCIIOJTHCHUA JOKYMCHTA.

4. Tpe0oBaHUSA K COCTABJIEHUIO HEKOTOPBIX BUIOB IOKYMEHTOB.

Ipukas.

[Ipuka3 - mpaBoOBOM JIOKAIIbHBI HOPMATUBHBIN aKT, KOTOPBIA U34AETCSA €IUHOINYHO
PYKOBOJMTENEM  00pa30BaTEeNIbHOM  OpraHuM3alid U yJOCTOBEPSIET  PELICHHUS
OpraHU3alMOHHO-PACIIOPSIAUTENLHOTO XapaKTepa.

[Ipuka3bel M3MaOTCS MO OCHOBHBIM BOIPOCAM JEATEIBHOCTH, aJMUHUCTPATHUBHO-
X035IMCTBEHHBIM BONPOCAaM U KaJpOBBIM BOIpocaM (JINYHOMY COCTaBy) 00pa3oBaTesIbHON
OpraHu3aLMH.

[Tpuka3 mnoAmnuChHIBa€TCS B COOTBETCTBUM C TPEOOBAaHUSMH, YKa3aHHbIMH B
ITOJIOKEHUU.

[Tocne nmoanucanus npuka3a U3MEHEHHS /WK AOMOJIHEHUS! B HETO BHOCSTCS ITyTEM
W3JIaHUs] HOBOT'O IIPHUKa3a O BHECEHUU U3MEHEHUI W/UITU TONIOJTHEHUH.

[Ipukas, kak mpaBuio, odhopmiseTcss Ha OJaHKe 00pa3oBaTEIbHONW OpPraHHU3aIliU B
[I€YaTHOM BHJIE.

[Ipuka3 wuMeerT cleayrolIMe pPEKBU3UTHI: HAUMEHOBaHHWE OOpa30BaTEIbHOM
OpraHu3alliy COTJIACHO yCTaBy; HauMeHoBaHue Buaa qokymenTa (IIPUKA3), nara, Homep,
MECTO COCTAaBJIEHUS, 3arOJOBOK K TEKCTY, TEKCT, HAUMEHOBAaHUE JOJKHOCTH, MOAINHUCH
JOJKHOCTHOTO JTUIA (MHULMAIIBI, (paMUJIMs ), BU3bI COITIACOBAHUSI, O3HAKOMIICHHUS.

JaToii npukaza (pacropsKeHHsl ) sIBJSIeTCS JaTa ero noanucanud. Jlarta opopmisercs
M (POBBIM CIOCOOOM; HOMEP COCTOUT U3 3HaKa «No» U MOPSAIKOBOr0 HOMEpa MpUKa3a.

CopepxaHue MpuKa3a KpaTKO M3JIaraeTcsli B 3aroJIOBKE, KOTOPBIM HAauWHAeTCa ¢
npeiora «O» M COCTABISICTCS C TMOMOIIBIO OTINIArOJIBHOTO CYIIECTBHTENBHOTO («O0
YTBEPXKACHUH...», «O CO3aHUMN...») WU CyIIEeCTBUTENBHOTO («O0 UTOTaxX...»).

B nmpukazax TEKCT uW3Iaraercs OT IMEpPBOrO JIMIA E€IUHCTBEHHOI'O YHCIIa
(«mpUKa3bIBAIO»).

Bo BpeMs 0O3HaKOMIIEHMSI C NPHUKA30M YyKa3aHHbIMM B HEM JIMIAMH Ha MEPBOM
AK3EMIUISIPE NMPUKa3a IPOCTABIIIOTCS MOAINUCH C YKA3aHUEM J1aThl O3HAKOMJICHUS.

Homepa ctpanuil mpocTaBisiOTCs MOCEpEAMHE BEPXHEro MOJs JIMCTa HAYMHAs CO
BTOPOIO JIUCTA.

[Ipuka3el HyMepylOTCA B MOPSAKE MX M3JaHUS B MpeAesiax KaJeHIapHOro roja;
MPUKa3bl IO OCHOBHOM JIESITEIBHOCTH U IO KaJIPOBBIM BOIIPOCaM (JINYHOTO COCTaBA) UMEIOT
OTJIEJIbHYIO IOPSAJIKOBYIO HYMEpAIHIO.

[Ipu HyMepauuu NpuKa3oB JOIYCKAETCs UCTIOIb30BaHNUE JOTOTHUTENbHBIX OyKB: K-
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Ka/Aphbl.

[Ipuka3 BcTymaeT B CWIy C MOMEHTa €ro NOJANHUCAHHUS PYKOBOAUTEIEM
00pa3oBaTeabHON OPraHU3alMu, €CJIM B TEKCTE HE YKA3aHO JIPYroro Cpoka.
[Ipuxkasel peructpupyiorcs B KHure/xxypHaie perucTpaiuy NpruKas3os.

[Tpuxaser Gopmupytorcss B Jlenmo oaumH pa3 B roxa. KHura mpoHymMepoBBIBaeTcH,
MPOITHYPOBBIBAETCS, CKPEIIISETCS MOAMKUCHIO PYKOBOJUTEIIS U MEUaThI0 00pa30BaTeNbHOM
opranm3anuu. B koHie kajnenmapaoro roaa Jlemno (He 6omee 250 auctoB) ohopMisieTcs B
cooTBeTcTBUM ¢ [lonoxxeHnem o0 apxuse.

IIpuka3bl 110 OCHOBHOM AEeATEJIbHOCTH.

Texkcr mpukasa 1O BOMNpPOCaM OCHOBHOW JICSITENIBHOCTH 00Opa30BaTeIbHOM
OpraHu3allid COCTOMT M3 JABYX 4YacTell - KoOHcTaTupytomeid (mpeamOysbl) U
pacropsAuTEIbHOM.

B KoHCTaTHpyIOIIEH 4aCTH OTPAKAIOTCS LIEJIH U 33/1a4H ITPENUCHIBAEMBIX JEHCTBUN,
MIPUYHHBI U3JJaHUS TTPUKA3a, TA€TCSA CChUIKA HA JOKYMEHT, TOCTYKUBIINI OCHOBAHUEM JIJISI
MOJrOTOBKYU MPUKA3a. Y Ka3aHHAs 4aCThb MOYKET HAUMHATHCS CO CIOB «BO UCHIOIHEHHE...»,
«C uenplo...» u ToMy mnoaoOHOoe. Eciaum MOKYMEHT H3/laeTcsi Ha OCHOBAHUU JPYIroro
pacnopsiANTENBHOTO JOKYMEHTA, B KOHCTATUPYIOIIEW YaCTH YKA3bIBAETCA HA3BAHUE BUIA
ATOTO JOKyMeHTa, ero aBTop (Mwunucrepctso, CoBeT MUHUCTPOB U JIp.), AaTa, HOMEp U
3aroJIoBoK. To4yka B KOHIIE KOHCTATUPYIOUIEH YaCTH HE CTABUTCS.

PacnopsanurenbHas yacTs npukasza HaunHaeTcs co cioBa [IPUKA3BIBALIO, kotopoe
reyaTaeTcsi ¢ HOBOM CTpOKH OONbIIMMH OyKBaMH O€3 OTCTYIUICHHS OT JIEBOTO TMOJS U
KaBbIUEK, ITOCJIC YEr0 CTABUTCA JIBOETOUHE.

PacnopsurenbHas 4acTh IEIUTCA HA MTyHKTHI U MOJIYHKThI, KOTOPbIE HYMEPYIOTCS
apabckumu 1mdpamMu. B KaXI0M MyHKTE JOJDKHBI OBITh yKa3aHbl HCIOJHUTEIH,
KOHKpETHbIE 3a/laHus (MMOpYyYEHUs1) U CPOKH MX BBINOIHEHUS. VMcnomHurenu MoryT ObITh
Ha3BaHbl TakXke OOOOIIEHHO: «PYKOBOJIUTEISM  METOAMYECKUX  OOBEAMHEHUNY,
«3aMeCcTUTENSIM JupekTopay. [Ipu 3TOoM, Kak mpaBuio, HE MPUMEHSETCS HAllMCaHUE HE-
KOHKPETHBIX TOPYYECHUH, KOTOPBIE COAEPKAT CJIOBA: «YCKOPUTH», «YIYUIIUTHY,
«aKTUBU3UPOBATHY, «OOPATUTH BHUMAHUE», «COBEPILICHCTBOBATDY, «IIPOJOJIKUTHY U T.II.

OTtaenbHble 3aAaHus (HapuMep, 3afaHus, coaepxaniie HudpoBbie JaHHbIE) MOTYT
ohOpMIISITECA B BUJE MPUIIOKEHUS K MPHUKA3y CO CChUIKOM Ha HUX B COOTBETCTBYIOIIUX
MyHKTaX MpuKasza u opopMIISIFOTCS COTJIaCHO TaHHBIM PekoMeHaaIusMm.

CrtpaHHuIbl IPUKaA3a U MPUIOKEHUN HYMEPYIOTCS KaK €IUHBIN JOKYMEHT.

Ecim npukazoM OTMEHsAETCS NpPEeAbIIYLIAA  pacHOPSAWTENIbHBIA  JOKYMEHT, B
pacropsiAUTEILHON YaCTU YKa3bIBAETCS MYHKT, KOTOPBIA JTOJKEH HAYMHATHCS CO CJIOB:
«ITpu3HaTh YyTPATUBIIUM CHUITY...».

W3meHeHusi, BHOCUMBIE B TIPHUKa3, O(POPMIISIIOTCS OTIEIBHBIM MPUKA30M, KOTOPHIN
JOJDKCH UMETh TaKoi 3aroioBok: «O BHECEHWH M3MEHEHUM W/WIIM JOTOJHCHUN B IIPUKa3
...» C YKa3aHUEM [1aThbl, HOMEpA, 3aroJIOBKa PacCloOpAIUTEILHOIO JOKYMEHTa, B KOTOPBIN
BHOCSITCSI U3BMEHEHUA. PacniopsaauTenbHas 4acTh MPUKAa3a HAUMHAETCS C TAKOTO MYHKTA:

1. BHecTH U3MEHEHUS B MIPUKA3...

Hanee  OTHEAbHBIMH  TOAMYHKTaMH  (QOPMYJHMPYIOTCS ~ HM3MEHEHHS B
pacnopsiANTENbHBIN JOKYMEHT.

ITpumep -
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1) myHKT 2 M3JI0KUTH B CIEAYIONICH peIaKIiu;

2) TMYHKT 3 UCKJIFOUUTH;

3) ab3ar] BTOpOi IMyHKTA 4 JOTOJHUTE CIIOBAMY. ..

Ecnu n3MeHeHus B pacmopsIUTENbHBIN TOKyMEHT O(OPMIISIOTCS Ha OTIEIHHOM
JUCTE (JINCTaX), B IEPBOM IIYHKTE PACIOPSAAUTENBHON YAaCTH MPUKa3a yKa3bIBACTCS:

1. BHecTn n3MeHEHUHA B...
[TocnenHuii MyHKT pacoOpsIUTEIBHON YaCTH B CiIydae HEOOXOAUMOCTH MOXKET COAEPKATh
pEILIEHNE O BO3JIOKEHUU Ha JIOJDKHOCTHOE JIMLO (PYHKLMIN 110 KOHTPOJIIO 3a UCHIOJHEHUEM
IpUKa3a.

IIpuka3bl 10 KAAPOBHIM BONPOCAM.

[Ipuka3pl MO KagpoBBIM BONpocaM (JIMYHOMY COCTaBy) O(OpPMISIOTCS Kak B
yaudunupoBanHoit opme (Ilocranosnenue I'ockomctata P® ot 05.01.2004r. Nel«OO6
YTBEP)KICHUH YHUDUIIMPOBAHHBIX (DOPM TMEPBUYHONW yYYETHOW JOKYMEHTAIMH TIO yYETY
TpyJa U €ro OIJIAThI»), TaK U B TEKCTOBOM.

JlaHHBIN BUI MPUKA30B OPOPMIISETCS B BUJIC WHIUBUTYJIBHOTO WJIH CBOIHOTO.

B uHauBMAyadpbHOM MpHKa3e COAEpKHUTCS MHPopmamms 00 oJHOM pabOTHHUKE; B
CBOJIHOM - O HECKOJIbKHMX, HE3aBUCHMO OT TOTO, KaKH€ YIPABICHYECKUE PEIICHUS 10 HUM
NpUHUMAIOTCS (TpueM Ha paboTy, Ha3HAYCHHE Ha JOJDKHOCTH, MEPEBOJA Ha JIPYTYIO
JOJDKHOCTE (pa®oTy), yBOJIBHEHUE H JP.).

CopnepkaHve WHIWBUYATbHOTO TMpHKa3za MO KaJpOBBIM BOMpocaM (JUYHOTO
COCTaBa) KpaTKO M3Jaraercs B 3arojioBKe, KOTOpPbIM HauumHaercs c mnpemyiora «O» u
COCTaBJISIETCSI C MOMOIIBIO OTIJIArOJIbHOIO CYHIECTBUTENbHOTO: «O Ha3zHa4YeHHUH...», «O
MNPUHATHUH...». B CBOAHBIX MpHUKa3axX MOXKET MPUMEHSATHCA OOOOIIEHHBIN 3aroiaoBok: «O
KaJIPOBBIX BOIIPocax», «O JIMYHOM COCTaBe».

B Ttekcre mpukaza mo KaapoBbIM BompocaM (JIMYHOMY COCTaBy), KakK IMPaBUIIO,
KOHCTaTHPYIOIIas YacTh HE OTMEYAETCS.

PacnopsimutenbHass dYacTh TpUKa3a HAayMHAETCs, KaK IMpaBWwiIoO, C TJjaroia B
HeonpeaeneHHoi popme: «IIpunsatey, «Haznauuts», «IlepeBectun», «OOBSIBUTHY U TOMY
noj00HoeE.

JHanee ykaspiBaroTca (amuius, WMs, OTYECTBO (IPU HAIMYMU) paOOTHHKA, HA
KOTOPOTO pacmlpoCTpaHsieTcsl JeHCTBUE MpHUKa3a, ¥ TEKCT Mpuka3a. B cBogHOM mpukase
dbamMuInu ULl B IpeieTiaX MyHKTOB pa3MeIaroTcs 1o al(aBuTy.

B npukaze o Ha3Hau€HUU WIM YBOJBbHEHUM PAOOTHUKA YKa3bIBA€TCA TOJHAS J1aTa
(uucmo, mecsn, roa) (GakTUYECKOro BBIXOJAa pabOTHHKA HaA padoTy (MpeKparieHus
TPYJIOBBIX OTHOIICHHI), pa3Mepbl €ro MTOJDKHOCTHOTO OKJaJa COTJacHO INTaTHOMY
pacIuCaHuIo.

B cBoaHOM nmpuKaze 1O KagpOBBIM  BONpocaMm  (JIMYHOMY COCTaBy) B
pactopsSIMTEIbHYI0 4YacTh BKJIOUaeTCs WHGOpMaIus, KOTOpas pa3MeNiaeTcsi B TaKou
MOCIIEZI0BATEIHLHOCTH: TIpUEM Ha paboTy, IEPeBO/I, YBOJIbHEHHE.

B kaxmoM myHKTe MpuKa3a MO KaapoBBIM BoIpocaM (JHYHOMY COCTaBy)
YKa3bIBae€TCs OCHOBAaHUE OTHOCHUTEIBHO €ro M3JaHus (3asBicHHE pabOTHHUKA, TPYIOBOU
J0TOBOp (CoTiamieHue), MOKIaJHAsl 3amucKa, MPECTaBICHHUE, XOJAaTalCTBO, pPEIICHHUE
aTTECTAIIMOHHOM KOMHUCCHUHU 0011Ie00pa3oBaTeIbHON OpraHu3alun) u T.1.
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Pacnopstzkenue.

Pacnopsxkenue - pacnopsiAMTENBHBIM JIOKAJIBHBIM HOPMATHBHBIM IPABOBOM aKT,
KOTOPBIM  U3JACTCSl PYKOBOASIIMM pPaOOTHUKOM OOpa3oBaTENbHOM  OpraHU3alluU
(HanpuMep, 3aMECTUTENIEM PYKOBOJUTEIS], pYKOBOAUTEIEM CTPYKTYPHOT'O NOIpa3IeTICHU)
o BoOIpocaM HHGOPMAIMOHHO-METOUYECKOT0, aIMHUHUCTPATUBHO-XO3SICTBEHHOTO U
OpPraHU3alMOHHOTO XapaKTepa, BXOAAIIMM B €r0 KOMIIETEHIIUIO.

PacnopsbxkenneM  OOpPMIISIIOTCS.  BOINPOCHI  KPATKOCPOYHOTO  OHOPA30BOTO
Xapakrepa.

PacniopsikeHust COCTaBISAIOTCS aHAIOTMYHO MTpUKa3aM (B Ie4aTHOM BapUAHTE) MOKHO
6e3 cioBa «[IPUKA3BIBAIO».

KoHcTraTupyromass  4acTb  TEKCTa B pPACHOPSIKEHUSAX  OTHENAETCS  OT
pactiopsautensHo  4vactn  cinoBamu:  «IIPEJJUJIATAIO», «PEKOMEHIYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXOANUMBIM».

Pacniopspkenust peructpupytorcs B KHHre/>kypHane perucTpainyy pactnopsKeHUN
(npunoosicenue 2). Kaura/>xypHan mpoHyMEpPOBBIBAETCS, MIPOIIHYPOBBIBACTCS, CKPEIUISIETCS
MOANKCHI0 PYKOBOJAMTENSL M TEYaThbl0 00pa30BaTENbHOM Opranuzanuu. PacrnopsbkeHus
dhopmupytores B [leno oaun pas B kBapTai. B xoHue kanennapuoro rojaa emno (ue
oosee 250 nuctoB) odopmisiercs B coorBeTcTBUM ¢ [losoxkeHnruem o0 apxuse.

IIporoxko..

[Tpoueccel  NpUMEHEHHUs ~ YNPaBICHUECKUX  peHIeHHd  oOpa3oBaTesbHOM
OpraHu3alled W caMu peuleHus JOKYMEHTHUPYIOTCS C IIOMOIIBIO IPOTOKOJIOB
KOH(epeHLIU, IeJarOTHYeCKUX COBETOB, KOMUCCHUI U TIp.

B mnporokonax 3acemaHMii KOJUIETMAJIBHBIX W COBELIATENbHBIX OPraHOB TEKCT
W3JIaraeTcsi OT TPEThEro JIMLIAa EAUHCTBEHHOTO 4YHCla («IIE€Jaroru4ecKui  COBET...
ITOCTAHOBIIICTY», «COOpaHHUE... PEIITUIION ).

[IpoToKkoa cocTaBiseTcss HA OCHOBAaHUM 3aIUCEN, CACIAHHBIX HEMOCPEACTBEHHO BO
BpeMs 3aceJaHuil, MPEICTAaBICHHBIX TEKCTOB M TE3UCOB JIOKJIAJOB W BBICTYIUICHHI,
CIIPABOK, MPOEKTOB PEIICHUH.

[IpOTOKOI MOKET COCTABIISATHCS KaK B PYKOIIUCHOM, TaK U B IeYaTHOU (popme.

JlaToii mpoTokona sBISETCSs Jara MNpoBeACHUS 3acenaHus. Ecinum 3acepganue
MPOJIOJIKATIOCh HECKOJIBKO THEH, TO Yepe3 TUPE YKA3bIBAKOTCS MEPBbIA M MOCIECIHUN 1€Hb
3acelaHusl.

Homep mpoTokona OJKEH COOTBETCTBOBATH IOPSAJIKOBOMY HOMEpY 3acedaHMs.
Hymepanus npoToKoJI0B BeIeTcs B MpeAeiiax KaJeHIapHOro rojla OTAENIBHO 0 KaXI0H
rpyInIe NpoTOKOJIOB 3aCeAaHusl COOTBETCTBYIOIIETO KOJIJIETHAIBHOTO OpraHa.

B pekBu3nTE «MECTO 3aCEeNaHMs» YKa3bIBAECTCS HA3BAHHWE HACEJIEHHOIO IyHKTA, B
KOTOPOM COCTOSJIOCH 3aCEaHuE.

3aroyloBOK K TEKCTY MPOTOKOJA JODKEH OTOOpa)kaTh BUJ 3aceqaHus (COBeLIaHHeE,
cobpanue, KOH(EpEeHIUsS U T.I.) WK KOJUIETHMAJIbHOM AEATEIbHOCTH (KOMHCCHSI, COBET,
cobpanue, paboyas TpyIiNa U T.I1.) ¥ BKJIIOYATh Ha3BaHUE BU/IA JOKYMEHTA.

TexkcT mpoTOKOoJIa COCTOUT U3 BBOJHOU U OCHOBHOM 4aCTEM.

BBonHas yacte comepxxut noctosiHHyro uHpopmanuio (cioa [IPEJICEIATEJID,
CEKPETAPH, TIIPUCYTCTBOBAIJIM) wu nepemenHyro (dhamMmuiusg, HHUIHAIBI
npejacenarensi, CeKperaps W MNpUCYTCTBYIOIUX). [Ipyn HEoOXOAMMOCTH yKa3bIBarOTCS

16



JOJKHOCTH TPHUCYTCTBYIOIIMUX, a TaKX€ WHUIHUAJIBL, (paMUIMKU JOJKHOCTHU JIMII, MPHU-
ITIAlIeHHBIX Ha coBemanue. [Ipu konuuectBe yyacTHUKOB Oosee 10 cocTtaBnsieTcs: CIMCOK
MPUCYTCTBYIOIINX, KOTOPBIN MpUIaraercs K IpoTOKOIY.

Ecmu nportokon odopmnsercs B meuarnoit popme, To ciosa [IPEJICEJATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIY ne4araroT OT HyJIEBOTO MOJOKECHUS Ta0yISITOpa, OT
2-TO0 TOJNOXKEHUS TaOylATopa CTaBUTCA THUPE, HUHUIHMAIBI W (aMUJIUM THUIIYT B
MMEHUTEIBPHOM mnajaexe. PaMUIMM NPUCYTCTBYIOIIMX pACIOIAraroTcsi B aji(aBUTHOM
NOPSIAKE U MEYaTa0TCA Yyepe3 1 MeKCTPOUHbIA HHTEPBAI.

BBoaHas 4acTh MpoTOKOIa 3aKaHYMBaeTcs rmoBecTkor nHs. CinoBa «IloBecTka gHS»
NeyaTaroT OT HYJIEBOT'O MOJIOKEHUS TA0YIISITOpA, TOCIIe HUX CTaBUTCA ABOeTOYHE. Bormpochl
MOBECTKU JHS HyMepytoTcs apabckumu mudpamu. Kaxxapiii HOBbIN BOMPOC MevaTaroT oOT 1-
0 MOJIOKEHUS TaOyIsATOpA.

[TocnenoBaTEeNbHOCTh PACIIONOKEHUSI BOMPOCOB OMPEHEISAETCA CTENEHBIO UX
BAXHOCTU. Bompocsl mnepeuyucisiorcs B HMEHUTENbHOM mnazaexe. Jlokman (oTder,
cooO1enue, nHGopmalys), HAMMEHOBAHUE JOJKHOCTU, UHUITHAIBI U (haMUIIUIO JOKJIa-
YyuKa NUIIYT B POAUTENBHOM majexe. He pexomeHayercs BKIIOYATh B MOBECTKY JHS
Borpoc «Pa3Hoe». Kaxnaplii Bompoc NOMKEH ObITh KOHKpETU3HpoBaH. DopMupoBaHUE
BOIIPOCOB B IMOBECTKE JTHSI HaunHaeTcs ¢ npesiora «O (O0)».

OcHOBHasT 4YacThb MPOTOKOJA COCTOMT U3 Pa3leioB, KOTOPbIE JOJHKHBI
COOTBETCTBOBATh IIYHKTaM MOBECTKU AHS. Paznensl HymepyroTcs apaOckumu udpamu u
CTPOSATCA 110 TAKON CXEMe:

CJIYHIAJIA - BBICTVYIIWJIN - PEHIWJIN (ITOCTAHOBUJIN),

VYka3aHHbI€ cJI0Ba NIeYaTaroTcs O0NbIIMMU OyKBaMu 0€3 OTCTYIa OT IPaHUIIbI JIEBOTO
nosist. [locie 3TuX CJIOB CTaBUTCS IBOETOYHE.

[Tocne cnoa CJIVIIIAJIM yka3bpiBaeTcs KpaTKU TEKCT BBICTYIUJIEHHUS OCHOBHOIO
noknaauuka. GaMunus 1 MHULMAIBI KOKIOTO JOKJIAIUMKa [1e4aTatoTCs ¢ HOBOM CTPOKH.
Kpatkuil TEKCT BBICTYILJIEHUS U3JIaraeTcsl B TPETHEM JIULIE €MHCTBEHHOIO YUCIIA.

TekcTbl WM TE3UCHl JOKJIAJA0B U BBICTYIUIEHHM, O(OPMIIEHHBIE KaK OTICIbHBIC
JOKYMEHTBI, B TEKCT MPOTOKOJIa He BKItoYaroTcs. [loce cBeieHnit 0 1oKIaJuuKke CTaBUTCA
TUpE U yKa3biBaeTcs: «TekeT Aokiana (BbICTYIIEHUS ) IPUIAraeTcsi K MPOTOKOIY».

[Tocne cnoBa BBICTYIIMJIM ¢duxcupyroTcsi BBICTYIUIEHHS TE€X JHI, KOTOpPBIE
MPUHSIM ydacTue B OOCYKIECHUM JI0KJaja. BeicTymiieHus oQopMIIsIoTCs B MPOTOKOJIE €
yKa3aHUeM JOJDKHOCTEH, (aMUIMi M WHULMAJIOB, BBICTYMAIOIIUX B HMEHUTEIHHOM
Majexe, a TAKKE C KPAaTKUM H3JI0KEHUEM COJIEpKaHUs BOIPOCA W OTBETOB HA HETO.
ConeprxaHre BBICTYIUIEHHIA U3JIaraeTcsl OT TPETHETO JULA €IMHCTBEHHOTO YHCIA.

[Tocne cnosa PEIINIIN (ITOCTAHOBWJIN) dbukcupyercs mpuHITOE pelieHne mo
00Cy’KJaeMOMY BOIIPOCY TIOBECTKH JHS. Pelienne 10mKHO ObITh KOHKPETHBIM U BKIIHOYATh
COCTABJISIFOLIME, KOTOPBIE OTBEYAIOT HA CJIEYIOLIUE BOIIPOCHI: KOMY, YTO C/IEJIaTh U B KAKOH
CPOK.

Pemenusi, copepskanme HECKOJbKO BOMPOCOB, MOAPA3JEISAIOTCS HA IMYHKTHl U
MOAMYHKTBI, KOTOpbIE HyMepyloTcs apabckumu uudpamu. [loamyHKTEI HyMepyroTcs
uudpaMu ¢ TOUYKOH.

B ciyuae, korja Ha 3acelaHuy TPUHUMAETCS pelieHue 00 yTBEPKACHUH JOKYMEHTA,
KOTOPBIM 00CYKIaJcs HA 3aCE€llaHuU, 3TOT JOKYMEHT MpUJIaraercst K MpoOTOKOIY U B HEM
JieaeTcsl CChlIKa Ha HOMEp M AaTy npoTokoisia. [Ipw Hammyuu Apyrux JOKYMEHTOB,
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KOTOpbIE paccMaTpUBAIUCh Ha 3acelaHud, U (QakT O0OCYXKIEHUS KOTOPBIX ObLI
3a(UKCUpOBAaH B TEKCT€ NPOTOKOJNIA, OHU HyMepyloTcs apabckumu nudpamu. B
COOTBETCTBYIOIIMX ITYHKTaX MPOTOKOJIA JEIAETCS CChUIKA HA 3TU MPUIIOKEHUS.

[IpoTOKO MOANMCHIBAETCS MPEACEAATENBCTBYOIINM Ha 3aCEJaHUU KOJIETHATIBHOTO
OopraHa M CEKpeTapeM.

Brinucka u3 mpoTokojia — TOYHAs KOMHUS YacTH TEKCTa MOJJIMHHOTO MPOTOKOJA,
OTHOCSIIIIETOCS K TOMY BOIPOCY MOBECTKHU JIHS, IO KOTOPOMY TOTOBUTCS BbINKUCKA. BhInucka
U3 MIPOTOKOJIA COAEPKUT CIEIYIONME PEeKBU3UTHI: HAaMMEHOBaHKE 00111e00pa3oBaTebHON
OpraHu3alliy, Ha3BaHHE BHUJIa JOKYMEHTA (BBIMUCKA U3 IPOTOKOJIA), 1aTa 3aCeaHusl, MECTO
COCTAaBJICHHUSI, 3aTOJIOBOK K TEKCTY, TEKCT, MOJIMKUCH, OTMETKY O 3aBEPEHHUH KOTIHH.

[Ipotokonsl peructpupytorcs B Kuure perucrpanuu npoTokosnoB. Kuura
IPOHYMEPOBBIBACTCSI, IMPOIIHYPOBBIBACTCS, CKPEIUIACTCS TMOANMUCHI0O PYKOBOAMUTENS U
nevyarbio oOpa3zoBarenbHOUM opranuzanuu. [IpoTokonsl popmupyrorcs B [eno onun pa3 B
kBapTaid. B koHue kanengapHoro roxa Jlemo (we 6omee 250 mmctoB) odopmisercs B
cooTBeTcTBUHM C [lonoxeHuem o0 apxuse.

Cupaska.

CnpaBka - TOKyMEHT, TOATBEPKIAIOIINN Kakue-1100 GakThl U COOBITHS.

CrnpaBku ObIBAaIOT ABYX BUJIOB:

CrpaBka Jj1s1 OMCaHus UK TOATBEPKACHUS (PAKTOB, UM COOBITUI B IEATEIIBHOCTH
OpraHU3alluu.

CropaBku COCTaBIAIOTCA MO YKa3aHUIO BBIIIECTOAIICH OpraHu3alydd  WIH
PYKOBOIUTENSE 00pa30BaTEILHON OpraHu3aluy JUisi MHQOpMaliu O BHITIOJIHEHUH TUTAHOB,
3aIaHUM, TOPYYEHUN U MPEJCTABISIIOTCS B YCTAHOBJIEHHBIE CPOKHU.

Texcm maxkou cnpasku cocmoum u3 08yX 4acmeli.

B mepBoit yactu uznararorcsi GakThl, MOCTY>KUBIIIKME TTOBOJIOM K €€ HalHMCAHUIO, BO
BTOPOH - IPUBOAATCA KOHKPETHBIE JaHHbBIE. BBHIBOABI M PEISIOKEHUS B CIIPABKE HE JTAFOTCS
(3a HCKITFOYEHHEM aHATMTHYECKOH ).

CrnpaBka Jo/KHa OOBEKTUBHO OTpa)aTh COCTOSIHUE JIEN, €€ COCTaBIIEHUE TpeOyeT
TIIATELHOTO cOOpa U MPOBEPKU CBEACHUN, MOTYT MPUBOIUTHCS TAOTHUIIBI.

CnpaBku, COCTaBJICHHBIE JJISI PYKOBOJUTENSI OpraHU3alluu, IMOJIUCHIBACT
COCTABUTEb.

CrpaBk#, KOTOPBIE€ COCTABJISIIOTCS IO YKA3aHUIO BBIMIECTOSIICH OpraHU3allNi,
MOJANKCHIBAET PYKOBOJUTENH 00111€00pa30BaTENbHON OpraHu3aluu.

JlaTtou cipaBKu ABJISETCS JaTa €€ MOANUCAHUS.

CrnpaBku, yI0CTOBEpSIONINE IOpUANYECKHE (DAKThI: TOATBEP)KICHUE MecTa PaboThI,
3aHMMAEMOU JTIOJDKHOCTH, pa3Mep 3apaO0THOM IJIaThI U T.1.

JIist HUX IpUMEHSIOTCSl YHU(DHUITMpOBaHHbBIE TpadapeTHbIe OJIaHKH.

Takoro poaa chopaBKH BBIJAIOTCS IO 3alpocaM 3aMHTEPECOBAHHBIX  JIMI]
(COTpYHUKOB) WJIM YUPEXKACHUN U PETUCTPUPYIOTCS B dKYpPHAIIE BbIIABAEMBIX CIIPABOK.

Joxkiagnas 3anucka.

Joknmamnas  3amucka - JOKYMEHT,  aJpPECOBAaHHBIM  PYKOBOAMUTENI U
MH(QOPMUPYIOMINI €ro O CI0XKHUBIIEHUCS CUTyalluy, UMEBILIEM MECTO SIBIICHUM WM (aKTe
BBITIOJTHEHHON paboThI, @ TAKXKE COJIEPKAITUN BBIBOJIBI M TIPEIJIOKEHUS COCTaBUTES.

JloksagHas 3arMcKa MOXKET BBITIOJHATHCSI PYKOIMHUCHBIM CIIOCOOOM.

TekCT MOoKJIaJHOM 3aMMCKU JEIUTCS Ha JBE YacTH: MepBas - KOHCTAaTUPYIOIas, Ie
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U3J1araloTcs UMEBLIME MECTO (paKThl WM ONHUCBHIBAETCS CUTyalus, U BTOpas, B KOTOPOU
u3JIaraeTcs npeyiokKeHne, mpocroa.

Texcty  AOK/IagHOW — 3amuMCKH  0O0S3aTENIbHO  MPEAIIECTBYET  3aroJIOBOK,
HaYMHAIOIMUKCS ¢ peasiora «Oy», «O6».

JloknagHas 3anucka oopmiisercs Ha Jiucte Oymard.

AKT.

AKT - JOKYMEHT, COCTAaBJCHHBIA HECKOJIbKMMH JIMUAMU M TOJITBEPIKIAFOIIHIA
YCTaHOBJIEHHbIE (aKThl U AEUCTBUA. AKThI ODOPMIISIOTCA IO pe3ysIbTaTaM PEeBU3UIL, MPH
npueMe-nepesade Jell, CHUCaHUH UMYILECTBA U TOMY I10100HOE.

AKT opopmiIsieTcs Ha CTaHAAPTHOM JincTe Oymaru popmara A4 U UMEET CIIeayoIue
PEKBU3UTHI: HAa3BaHUE JTOKyMEHTA, Tpu( YTBEpKIEHUS (IIpU HEOOXOAMMOCTH), Jara U
MECTO COCTaBJICHHUS, 3aT0JIOBOK K TEKCTY, TEKCT, OANUCH JHI] (HE MEHEE TPEX), KOTOPbIE
COCTABJISUIX aKT.

TekcT akTa COCTOUT U3 BBOJHOW U KOHCTATUPYIOIIEH YacTEu.

B BBOAHOI YacTHU yKa3bIBAaIOTCSI OCHOBAHMSI JJISI COCTABIICHUS aKTa U HA3bIBAIOTCA
JM1A, KOTOPBIE COCTABUJIN aKT WJIM MPUCYTCTBOBAJIM MPHU 3TOM. B KOHCTaTHpyroniei yactu
M3JIaraeTcsi CyTh, 3aJayd, XapakTep MpOJAENaHHON padoThl, YCTaHOBJIEHHBIE (DAKTHI,
MpeAIoKEeHUs U BbIBOABL. KOHCTaTHpyromas 4acTh MOXET 0(pOPMIISTHCS B BUIE TaOIUIBI.
B KoHIIe TeKCTa aKTa 3alIMChIBAIOTCA JTAHHBIE O KOJIMYECTBE FK3EMILISIPOB aKTa U UX MECTO
HaXOX/ICHUS.

AKT NOJIIMCBIBAETCSA BCEMHU JIMLAMHU, TPUHUMABIIMMH y4acTHE B €0 COCTaBICHUU.

JInno, nMerolee 3aMe4aHus K COJAEPKAHUIO aKTa, MOAIUCHIBAET €0 U U3J1araeT CBOE
MHEHHE Ha OT/IEJIBHOM JINCTE, KOTOPBIM NIPUJIAracTCs K aKTy.

TenerpamMmmbl, Tej1e(pOHOrPAMMBI, (PAKCUMUJISIPHAS CBA3b.

OTO MOKYMEHT IO OIEpPaTUBHBIM BOIpPOCaM, IMepeaaBacMblii Mo TeiaehoHy U
3aIMCBhIBAEMBIN MOJTYyUYaTEIIEM.

OO0s13aTeIbHBIMU PEKBU3UTAMU TAKUX JOKYMEHTOB SIBJISIFOTCS:

- HaMMEHOBAaHUWE YUPEKICHUN aIpECaHTa U aJIpecara;

- PEKBHU3UT «OT KOI0» U «KOMY» C YKa3aHHUEM JOJKHOCTH, (paMUIMH, U OTYECTBA
JOJKHOCTHBIX JINLI;

- HOMED, J1aTa U BpeMs Iepeayu U IpueMa JOKyYMEHTa,

- JIOJDKHOCTHU M (DaMHJTMU TIEPEABILETO U MPUHSBILETO TOKYMEHT;

- HoMmepa TenedOHOB;

- TEKCT U MOJANUCH.

[ToctynuBire JOKYMEHTHI JOJKHBI UMETh TE K€ PEKBU3HUTHI, UTO U OTHPABIISIEMBIE,
34 UCKIIFOYEHUEM TTOAIHUCH.

JIOKYMEHTBI COCTaBJISIFOTCSL B OJHOM 3K3EMILISIPE U MOIMKUCHIBAIOTCS PYKOBOAUTEIIEM
WJIA OTBETCTBEHHBIMU UCIIOJHUTEIBHBIM.

JJIEKTPOHHBIE IOKYMEHTBI.

[Topsinok cocrtaBieHus, OPOPMIEHUS U COIJIACOBAHMS TPOEKTOB AJIEKTPOHHBIX
JOKYMEHTOB OCYILIECTBIISIETCS IO OOLIMM MpaBUIIaM JEIOMPOU3BOACTBA, YCTAHOBICHHBIM B
OTHOUIEHUU aHAJIOTMYHBIX JTJOKYMEHTOB Ha OyMa>XHOM HOCHUTENE. DIEKTPOHHBIA JOKYMEHT
JOJIKEH UMETh PEKBU3UTHI, YCTAHOBJIECHHBIE JJI1 aHAJIOTMYHOIO JTOKYMEHTa Ha OyMakHOM
HOCHUTEJIE, 32 UCKIIFOUCHHEM OTTUCKA IEYATH.
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B nepeueHb 0053aTeNbHBIX CBEACHUIN O TOKYMEHTAaX, UCIOJIb3YEMbIX B LIEJIAX y4eTa
U TOWCKa JOKYMEHTOB B CHCTEMaXxX JJICKTPOHHOTO JOKYMEHTOOOOpOTa 00pa3oBaTEIbHOU
OpraHu3allid B COOTBETCTBUM C MpaBUJIaMU JEJONPOU3BOACTBA B 0Opa3oBaTEIbHOU
OpraHu3alluu, BXOJIAT:

. aJpECaHT;
. ajpecar;

. TOJKHOCTb, (DaMIUTHSI 1 MHUITHAJTBI JIWIIA, TIOIMMUCABIIECTO TIOKYMEHT;
. BHJI IOKYMEHTA,;

. Jata JIOKyMEHTa;

. HOMEpP IOKYMEHTA;

. JaTa MOCTYIUICHUS IOKYMEHTA;

. BXOJIAIINI HOMEp TOKYMEHTA;

. CChLJIKA Ha UCXOAIINN HOMEp U JaTy JOKYMEHTA;

. HANMEHOBAHUE IOKYMEHTA,;

. UHJICKC JeT1a;

. CBEJECHUS O Mepeagpecany JOKYMEHTA;

. KOJIMYECTBO JINCTOB OCHOBHOT'O JJOKYMEHTA;

. KOJINYECTBO MPUIIOKEHUM;

. 00111€€ KOJIMYECTBO JIUCTOB MPUIIOKEHUI;

. yKa3aHus MO0 UCIIOJIHECHUIO IOKYMEHTA;

. noJpkHocTh, . M. O. ucnomauuTens;

. OTMETKa 0 KOH(PHUIEHIIUATIBHOCTH.

B cocraB MOMOJHUTENBHBIX CBEICHHM 00 SJEKTPOHHOM JOKYMEHTE MOTYT OBIThH
BKJIIOUCHBI CBEJICHUS: HAMMEHOBAHHE aBTOpa JOKYMEHTa (€CJM aBTOp HE COBIAJACT C
azgpecaHToM (OTIPaBUTEIEM) S3JEKTPOHHOTO JIOKYMEHTa), OTMETKa O IIepeHOCe CpoKa
WCTOJIHEHUS JIOKYMEHTa, CPOK XpaHEHMs JOKYMEHTAa, HAaUMEHOBAHMS TPUIIOKEHUMN K
AJIEKTPOHHOMY JTIOKYMEHTY, KJIFOUEBBIE CJIOBA, CTaTyC JOKyMEHTa (TIPOEKT, BEPCHsl), BU]
nepeaadr JOKyMeHTa (3J1€KTPOHHOM MOYTOM, MOYTOM, pakcoMm H T. 1.) U Jp.

Cpoku XpaHEHHSI JJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHCHUS
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJIATEIbHBIMU U UHBIMU HOPMATHUBHBIMU MTPABOBBIMU
aktamu Poccuiickoit @enepanuy, TUIOBBIMHA NIEPEYHIMU U1l aHAJIOTUYHBIX JOKYMEHTOB
Ha OyMa)KHOM HOCHTEJIE.

3. Opranu3anus 10KyMeHT0000POTA H UCIIOJTHEHUSI JOKYMEHTOB.

IIpuem 1 00padoOTKa MOCTYNAKOIIUX JOKYMEHTOB.

JIBr>keHUEe IOKYMEHTOB C MOMEHTAa UX CO3JaHUs WM MOJYyYEHUS 10 3aBEpPIICHUS
WCIIOJTHEHHSI WJIA OTTPAaBKU 00pa3zyeT JOKYMEHTOOOOPOT.

B nokymeHToo00poTe 00pa3oBaTENbHONW OPTAaHU3AIMU BBIJCISIIOTCS CIEAYIOIIHE
JTIOKYMEHTOIIOTOKH

a) BXOJISIIIIasi KOPpECHOHACHIUS (Topunyeckue u (Gu3ndecKue JIMia);

0) ucxopsiias KoppecrnoHaeHINs (Fopuaudeckre U GU3nIecKue JIia);

') BHyTPEHHSS TIOKYMEHTAIHS.

JlocTaBka M OTMIpaBKa JOKYMEHTOB OCYILIECTBISETCA, KaK MPaBUIIO, CPEICTBaAMHU
IIOYTOBOU U 3JIEKTPOHHOU CBSI3U.
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JIOKyMeHTBI, TOCTyMawIlIKe B 00pa30BaTEIbHYI0 OpraHU3alui0, MPOXOJISAT
NEPBUUHYI0 00pabOTKy, PErucTpaluio, MPeIBAPUTEIBHOE PACCMOTPEHHE, Iepenavy
PYKOBOJICTBY Ha pacCMOTPEHHE, MEPEJAIOTCS HCIHOJHUTENSIM UM IIOCJIE€ HCHOJHEHUS
MOMENIAIOTCA B Jea.

[Tpuem u nepBuuHas 00pabOTKa JOKYMEHTOB OCYILIECTBIISCTCS CEKPETAPEM.

CekpeTapb MOPOBOJUT: MPOBEPKY MPABWIBHOCTH aJPECOBAHUS TMOCTYMAIOIINX
JOKyMEHTOB, TMPAaBWJIBHOCTH JOCTaBKM W KOMIUIGKTHOCTH JOKYMEHTOB; COPTHUPOBKY
JOKYMEHTOB Ha MOJIeKAIIUE U HE MOJJIeKAIe PETUCTPAIUY.

[ToryyeHHBIE KOHBEPTHI C KOPPECTIOHICHIIMEN BCKPBIBAIOTCS, TIPU 3TOM IPOBEPSETCS
HaJIMYME BIJIOKEHUM, a TakKe YKa3aHHbIX B JOKyMEHTax MpujioxkeHuil. B ciyuae
MOBPEK/ICHUS YITAKOBKH U BJIOXEHUHN JIMOO OTCYTCTBUSI MPUIIOKEHUN COCTABIISIETCA aKT B
IBYyX HsK3eMIuisipax. OJIMH 3K3eMIUISIp aKTa HampaBlIeTCsl KOPPECHOHIEHTY, BTOPOH
npUOOIIAeTCs K MOCTYIUBILIEMY JOKYMEHTY.

OmunboYHO mpHCIIaHHAasT KOPPECTOHJCHIIMS TMEePeCchUIaeTCs MO MPUHAJICKHOCTH,
€CJIM U3BECTEH ajjpec noiyyaTens. B npoTUBHOM cilyyae KOppECIOHACHIIMS BO3BpallaeTCs
OTIPABUTEITIO.

KoHBepThl OT MOCTymnarwmel KOppecnoHICHIIMN COXPAHSIOTCS W IMpUjararoTcs K
JOKYMEHTaM JIMIIb B TOM CJydae, KOrjJa TOJIbKO MO HMM MOXHO YCTaHOBUTH aJpec
OTHpABUTENSL WJIM, KOTJa Jara IMOYTOBOTO INTEMIIENIE HMMEET 3HAUY€HHE B KayecTBE
JI0Ka3aTeIhCTBA BPEMEHHU MOJTYyUYECHUS JOKYMEHTA.

CrennanucToM HE BCKPBIBAIOTCS KOHBEPTHI MHUCEM C HAMAMUCHIO «JIMYHO». OHHU
MepEea0TCs N0 HA3HAYECHUIO

Nudopmaruss © TOKyMEHTHI O JIEATETLHOCTH O00pa30BaTEIbHOM OpraHu3allid, He
yKa3aHHbIE B 4acTH 2 cTaThu 29 DenepanbHOro 3aKkoHa ot 29 nexabps 2012
roga Ne 273-®3 «O06 o6pazoBanuu B Poccuiickori Denepammny», TPeaCcTaBISIOTCS
PYKOBOIUTENIEM O0Opa30BaTENbHOW OpTraHM3alliy IO OOpaIleHUI0 Tpak/IaHWHA JIHOO
JOJKHOCTHOTO JIWIA TOCYJAPCTBEHHOTO OpraHa MJIM OpraHa MECTHOTO CaMOYTNpPAaBIICHUS B
CIy4dasix U MOpsJIKE, MPEyCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickon denepanuu.

[IpencraBnenrie  uMHPOpMAIIMM  HWHBIM  OpPraHU3alMsIM O  JEATCIIbHOCTH
0o0pa3oBaTeNbHON  OpraHM3aluu  OCYIIECTBISIETCS  YUPEIUTEIeM OpraHu3alud, B
OTHOIIIEHUH KOTOPOU Takasi MHPpOpMaIIs 3arpaiinBaeTcs.

IIpeaBapuTebHOE paccMOTpPeHHE I0KYMEHTOB.

Cekperapb U (WIHM) JTUI0, OTBETCTBEHHOE 32 BEJICHUE JEIONPOU3BOICTBA, IPOBOIUT
NpEBAPUTENILHOE PACCMOTPEHUE JIOKYMEHTOB B II€JIIX BBIJEJICHHS U3 BCETrO
MaccUBa MOCTYNHBIIEH KOPPECMOHICHIIMU JOKYMEHTOB, TpeOyIommx 0083aTeNbHOrO0
pPaccMOTPEHHsI PyKOBOJUTENIEM 00pa30BaTeIbHOM OpraHu3aluu.

OcHoBaHMEM [JIsl TIPUHATHS PEIICHUS B XOJI€ MPEABAPUTEIBHOIO PACCMOTPEHUS
ABIIIETCSL COJEP)KaHUE JIOKyMEHTa, a HE aJpecoBaHHE JOKYMEHTa COOTBETCTBYIOILEMY
pabOTHUKY.

Pe3ynbpTaTom mpenBapuTebHOTO PACCMOTPEHUS SIBIISICTCS HAMIPABJICHHUE IOKyMEHTA
PYKOBOJIUTEIIO0 00pa30BaTEIbHOM OpraHn3alluyi UIIH JOHDKHOCTHOMY JIMIY B COOTBETCTBUH
C YCTaHOBJIGHHBIM pacrpeiesieHueM O0sS3aHHOCTeH MEXIy pYKOBOIUTENIEM U
JTOHKHOCTHBIMU JIMIIaMU JJIs1 BEIHECEHUS YKA3aHUS MO UCTIOJTHEHUIO JOKYMEHTA.
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Perucrpauus 10KyMeHTOB.

[lepenaya JOOKyMEHTOB Ha PETUCTPALMIO IPOU3BOJUTCA TOJIBKO MOCIE UX
MIPEABAPUTEIBHOIO PACCMOTPEHUS.

Peructpamuu mojuiexaT Bce JOKYMEHTHI, TpeOyromue yuera, HCIOIHEHUS,
WCIIOJIb30BAaHUS B CIIPABOYHBIX LEJAX, KaK MOCTYIMAIOIIME U3 APYTUX OpraHu3aluil U OT
YACTHBIX JIMI, TaK M O0Opasyloluecss B TPOIECcCe MAEATEIbHOCTH 00pa30BaTEIbHON
OpraHu3aLMH.

He noamnexar perucrpauyu  MO3JApaBUTENIbHbIE  MHCbMa,  TEJIETPAMMBI,
IPUTJIACUTENIbHBIE OWIEThI, MHQOpMAIMs A1 CBEACHUS, OyXraJTepCKUE JOKYMEHTBI
HEPBUYHOIO yueTa. J[J1s1 HUX COCTaBIIsETCs IEpPEeYeHb HEPETUCTPUPYEMBIX TOKYMEHTOB.

Perucrpanus 1oKyMEHTOB POU3BOIUTCS C LIEJIbIO 00ECTIEUEHMSI UX yUeTa, KOHTPOJIS
32 UCIIOJIHEHUEM U OIIEPAaTUBHBIM HUCIIOJIb30BAHUEM MH(OpPMALUK.

Peructpanus 10KyMEHTOB IPOU3BOJUTCS B JIEHb UX MOCTYIUICHHUS.

JlomyckaeTcsi OTMETKa O MOCTYIUIEHUH JTOKYMEHTa B OPraHU3alUI0 MPOCTaBIATH B
BHJIE LITAMIIA UJIM OT PYKU B HIDKHEH YacTH JIMIEBOM CTOPOHBI IIEPBOTO JINCTA TOKYMEHTA
WJIM Ha ero o0oporTe.

Peructpanusi 1OKyMEHTOB 3aKJIIOYaeTCs B BEJIECHUU 3alMCH YYETHBIX JaHHBIX O
JOKYMEHTE MO yCTAaHOBJIEHHOM pPETUCTpalMOHHON (hopme, KOTOpbIM (pukcupyercs (paxt
CO3JaHusl, OTIPABICHUS WIM IMOJYYEHUS JOKYMEHTAa IIyTEM IPOCTABICHUS HA HEM
PErHCTPAlMOHHOTO HHJEKCAa ¢ TMOCIHEAYIOIIeH 3amuchl0 B  yKa3aHHBIX (opmax
HEOOXOJUMBIX CBEIEHUIN O JOKYMEHTE.

JIOKYMEHTBI, IOCTYTaoIKe B 00pa30BaTeNIbHY0 OpraHU3alllio, pErUCTPUPYIOTCS B
Knure perucrpanum BXonsIIeld KOPPECIOHAEHIMH, a T€, YTO OTHIPABIAIOTCS U3 HETO, -
KHure perucrpanuy uCXoamend KOppecnoHACHINH.

PacnpenesieHue mocTynawuux J0KyMEHTOB.

[locne peructpanui AOKYMEHTHI MEPEAAIOTCS HAa PACCMOTPEHUE PYKOBOAMUTEIIO
00pa3oBaTeNbHON OpraHU3alUu.

[locne paccMoTpeHusi PYKOBOAMTENIEM JOKYMEHTBl BO3BPAIIAIOTCS CEKPETapIo
v (Mau) Jdily, OTBETCTBEHHOMY 3a BEIEHUE JEJOMpPOU3BOJCTBA, ISl TIEPEHECEHUS
yKa3aHUH [0 UCIOJIHEHUIO JOKYMEHTA B JKypHaJI PErUCTPALIMH BXOIAIIUX JOKYMEHTOB. B
COOTBETCTBUM C YKa3aHUSMH 0 MCIOJHEHUIO TOMJMHHUK JOKYMEHTA HalpaBisieTcs
pabOTHUKY,  SIBJISIIOLIEMYCSI ~ OTBETCTBEHHBIM UCIIOJIHUTENEM, a  COMCIOJHUTEISAM
HaIIPaBJISIOTCA KOIMU JIOKYMEHTOB (€CIM HMEIOTCS), O 4YeM JelaeTcsi OTMETKa B
Kuure/sxxypHaiie peructpanuu BXOAAIIUX TOKYMEHTOB.

DJNEeKTPOHHBIE COOOIICHUS, MOCHUIAEMBbIE MO 3JEKTPOHHOM IOYTE, HCHOJHSAIOTCS
aHAJIOTUYHO JTOKyMEHTaM Ha OyMa>KHBIX HOCHTEJSIX C YUETOM ONPEICICHHON crenupuku
B [IPOLIECCE MCTIOTHEHUS.

IHopsimox 00padOTKH U MPOXOKACHUS MCXOASAIIMX M BHYTPEHHUX TOKYMEHTOB.

[Topsimok TOATOTOBKM MCXOMASIIMX JTOKYMEHTOB BKJIOYaeT B cels paboTy Mo
COCTABJICHUIO IPOEKTA JIOKYMEHTa, COIJIACOBAHUIO, MOJNUCAHUIO (YTBEPKACHHUIO) U
OTIPABKE.

Jlo mepemaunm NMOKyMEHTa Ha NOANMCH HCIOIHUTENb JOJDKEH IPOBEPUTH €r0
coJiepKaHue, MPaBUJILHOCTh O(OPMIICHUS, HAIMYME HEOOXOJMMBIX BHU3 U MPUIOKEHUH.
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JIOKYMEHT NpeACTaBIIAE€TCA HAa OJNUCh BMECTE C MaTepHalaMi, HA OCHOBAHUU KOTOPBIX
OH F'OTOBHJICS.

BHyTpeHHue JOKYMEHTHI O(OPMIIAIOTCS M HUCHOJHSIOTCA (MCHOJB3YIOTCS) B
npezenax o0pa3oBaTeNbHOM OpraHu3aluu.

BHyTpeHHUE JOKYMEHTHl (JIOKJIAJHbIE 3alUCKH, CHpPaBKH, CBOJKHM M JIp.)
paccMaTpUBAOTCS TEMH JIOJKHOCTHBIMM JIMLIAMH, KOMY OHH HaIllpaBJICHBI.

OTBETCTBEHHbIE 3a JIEJONPOM3BOJACTBO IEepel CcHadyeidl KOpPpPECHOHACHIMU Ha
OTIIPaBKY JOJDKHBI 003aTENIbHO IPOBEPUTH MPABUIILHOCTD €€ 0(OPMIICHHSI M aAPECOBAHMSL.

Peructpanus oTnpaBisieMbIX TOKyMEHTOB OCYIIECTBISIETCS B IEHb UX MOANMCAHUSA
(YyTBeprKIeHUs) WIK Ha CIAeAYIOLU pabounii 1eHb. PerucTpanoHHblii HOMEpP TOKyMEHTA
U JlaTa PErUCTPaliU MPOCTABIIAIOTCA Ha MOJJIMHHUKE JOKYMEHTA B PEKBU3UTAX OJaHKa U
Ha KOIIMH, OCTaloIIelcs B Jiesie 00pa3oBaTenbHON opranu3anuu. CripaBOUHbIM anmnapaTom
JUIS UCXOJAIINX JOKYMEHTOB SIBJISIETCS )KypHAJI PETUCTPALIMU 3TUX IOKYMEHTOB.

OTnpaBKy  MCXOIAIIMX  JOKYMEHTOB  IPOM3BOAUT  cekperapb. CpouHas
KOppECHOHAEHIUS 0POPMIIAETCA U OTIPABIISIETCS HE3aMEIJIUTEIBHO CEKPETAPEM.

Cekperapp MpoBeps€T MNPABUIBHOCTh OQOPMIIEHHUS HCXOAIIMX JOKYMEHTOB,
MIPOU3BOJAUT COPTUPOBKY JOKYMEHTOB IO CIIOCOOY JOCTABKU KOPPECHOHACHIIMM apecaTy
(npocTas, 3aka3Has, MeXIyHapoaHas U 1p.). HempaBunbHo opopMiieHHBIE TOKYMEHTHI U
KOPPECIIOHJEHIIMSI HECIYKEOHOro XapakTepa K OTIpaBKE HE MNPUHUMAIOTCS U
BO3BPAILAIOTCS JIUIY, TIOJrOTOBUBILIEMY JOKYMEHT.

Otnpasisiemasl 10 NOYTE KOPPECHOHJAEHUUS IMPOXOAUT YIIAKOBKY, aJpECOBaHHUE,
IIPOCTABJICHHE CTOMMOCTH MOYTOBBIX YCIYT U IIEpeaady Ha OTIIPABKY B MECTHOE OT/IEJICHUE
CBA3U.

Ha 3aka3Hyl0 KOppECHOHJIEHIMIO, HAa JOKYMEHTbI ¢ MOMETKOW « /s ciykeOHOoro
M0JIb30BAHUS» COCTABIISIETCS PEECTP, KOTOPBIN 3aTEM BO3BpALIAETCs CEKpeTapro yueOHO
yacTu W (WIK) JIMIy, OTBETCTBEHHOMY 3a BEJIEHUE JEJONPOU3BOJICTBA, C PACHUCKOM
PaOOTHHUKOB MOYTOBOTO OTIEIEHUS CBSI3M WJIM MHOTO JIMIA, 00ECIeUYnBAIOIEr0 OTIPABKY
JOKYMEHTOB.

[lepenaua ¢ wuCHOAB30BaHUEM CPEACTB (HAKCUMUIIBHOM CBSA3M JOKYMEHTOB,
coJiepKalluX CIIyKEOHYI0 HHPOPMALIMIO OTPaHUYEHHOTO PAaCIPOCTPAHEHHUS, B TOM YHUCIIE C
nomeTkon «/lns  ciy:xeOHOro Tmosb30BaHUS», He paspemaercs. Karteropudecku
3anpenaeTcs nepeaaya no cpeacTsaM (PaKCUMUIBHOM CBSI3U CEKPETHBIX IOKYMEHTOB.

C wucnosb30BaHUEM CPEACTB (PAaKCUMHIBHOW CBSI3M MOTYT OBITh IepeAaHbl
MaTepuagbl TEKCTOBOrO, TaOJIMYHOTO WIM TIpadUyeckoro XapakTepa, HCIIOIHEHHbIE
TUNOTPaCKUM, MATMHOIIMCHBIM WJIM PYKOTTMCHBIM CIIOCOOOM B YEPHOM HJIM TEMHO-CUHEM
[[BETE C YETKUM U KOHTPACTHBIM N300pakeHneM (IepBbIE SK3EMIUISIPHI HIIK UX KCEPOKOITUN )
Ha Oesoit Oymare ¢ MUHUMaJIbHOU BBICOTOM OykB M 1udp 2 MMm. OOBeM MepenaBaeMoro B
TE€YEHHE OJIHOTO CEaHCa CBS3U JOKYMEHTa, BBINOJHEHHOro Ha Oymare ¢opmara A4, He
JOJKEH MPEBBIIIATH MSITH JIMCTOB.

OTBETCTBEHHOCTD 3a cojJiep KaHue MH(OpMaInK, epeaBaeMoi ¢ UCIIOJIb30BAHUEM
cpencTB  (PaKCUMHWIIBHOM CBSI3M, BO3Jaraercd Ha HWCIOJHUTENS, MOATOTOBUBIIETO
(haxcorpamMmy JJis epeavu.

OcobeHHoCTH PadOTHI € JIEKTPOHHBIMH IOKYMEHTAMM.
B oGpazoBartenbHOM opraHu3aiuu CO31at0TCs U UCTIONb3YOTCS:
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. AJIEKTPOHHBIE JOKYMEHTBI, CO3/1aBa€Mble B D3JEKTPOHHON (¢dopme 0Oe3
MPEeBAPUTENLHOTO TOKYyMEHTUPOBAHUS HA OYMaXXHOM HOCHUTETIE;

. AJIIEKTPOHHBIE 00pa3bl JOKYMEHTOB, NIOJIyYEHHBIE B PE3YJIbTATE CKAHUPOBAHUS
JOKYMEHTOB M XPaHSIIUECS B CUCTEME IEKTPOHHOTO JOKYMEHTOOO0pOTA.

[Ipuem u oTmpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCS OTBETCTBEHHBIM 32
BEJICHUE JEJIOMPOU3BOACTBA B 00pa30BATEIbHON OpraHU3allu.

DJNEeKTpOHHBIE JOKYMEHTBI CO3JAr0TCs, 00pabaThIBAlOTCA U XPaHSITCS B CHCTEME
AJIEKTPOHHOI'O JOKYMEHT0000pOoTa 00pa3oBaTeIbHOM OpraHu3aluy.

OJNEKTPOHHBIA JTOKyMEHT JOJDKEH ObITh odopmieH 1o oOOUMM IpaBHiIaM
JeJIONPON3BOACTBA U UMETh PEKBU3UTHI, YCTAHOBJICHHBIE /1711 aHAJIOTMYHOTO JOKYMEHTA Ha
OyMa)XHOM HOCHTEJIE, 3a UCKJIFOUEHUEM OTTUCKA II€YaTH.

Jlj11 moATBEPKAEHUS MOJIMHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB B 00pa30BaTEIbHON
OpraHM3alMM UCIIOJIb3YIOTCS AJIEKTPOHHBIE U pOBbIE NoAnucH. Vcnob3yeMble cpeacTBa
ANEKTPOHHOM IU(POBOM MOANUCH AOJKHBI OBITh CEPTUQPHUIMPOBAHBI B YCTAHOBICHHOM
MOPSIZIKE.

Eaununeit yyera 3J€KTPOHHOIO JOKYMEHTa SBISIETCS SJEKTPOHHBIA JOKYMEHT,
3apEruCTPUPOBAHHBIN B CUCTEME 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa 00pa3zoBaTEIbHOU
OpraHu3alMy. DJIEKTPOHHBIA JOKYMEHT, UMEIOUINI MPUIIOKEHUS, PETUCTPUPYETCA Kak
OJIUH JOKYMEHT.

[Tocne oTnpaBKU 3MEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOr0 3JIEKTPOHHOU MOAMUCHIO
YIOJIHOMOYEHHOTO JOKHOCTHOIO JIMIA, JOCBUIKHA aJpecaTy €ro KOIMUU Ha OyMasKHOM
HOCHTEJIE, KaK MPaBUio, HE TPEOyeTCsl, 3a UCKIIOUYEHHUEM OTBETOB Ha OOpAILEHUs TpakKIaH,
NOCTYNUBUIMX MO HH(POPMAIMOHHO-TEJIEKOMMYHUKALIMOHHBIM KaHajaM, Ha KOTOpbIE
3asIBUTEJIIO JAETCs IMCbMEHHBIN OTBET, HAIPABIIIEMBIH 110 IOYTOBOMY aJPECY, YKa3aHHOMY
B 0OpaleHuu.

VcrionHEeHHbIE  3JIEKTPOHHBIE JOKYMEHTBI CHCTEMAaTH3UPYIOTCS B Jena B
COOTBETCTBUM C HOMEHKJIATYpOil Jesl 00pa3oBaTEIbHOM OPraHU3allui U UHJIEKCUPYIOTCS B
MOPSIIKE, YyCTAHOBJIEHHOM B OTHOIIIEHHUH JI€JI, COCTABJICHHBIX U3 JOKYMEHTOB Ha OYMa)KHOM
HocuTene. [Ipu cocTaBieHrr HOMEHKIATYPBI e B 3ar0JIOBOK Jieja BKIFOUAETCS yYKa3aHue
«ONEKTPOHHBIE JOKYMEHTBD».

HNupopmanuonHast 6€3011aCHOCTb.

NudopmanmonHsie  pecypcbl  00pa3oBaTENbHOM OpraHu3alud MO  JOCTYIY
(BO3BMOXHOCTH HCITOJIb30BAHUS) TOJPA3NICISIOTCS Ha OTKPBITYIO (OOIIEAOCTYITHYIO)
uHdopmaruio,  chnykeOHyr0o  HHPoOpManKMiO W WHOOPMAIMI0O  OTPAHUYEHHOTO
pacrpocTpaHeHus (JocTymna).

K kareropuu OTKpBHITON MH(POpPMAIMK OTHOCUTCS MH(pOpMALHUs, CoAepKaliascs B
JOKYMEHTaXx u 0a3ax JaHHBIX 00pa3oBaTeNbHOM OpraHu3alud, HENOCPEACTBEHHO
3aTparvBarolas mpaBa U HHTEPEChI TPaKIaH.

K kateropum ciyxe6Hol HHPOpMaALIMKU OTHOCUTCS MHPOpMaLUs, CoAepKalascs B
JOKyMEHTax M 0a3ax JaHHBIX 00pa30BaTENbHOW OpraHu3alliy, NMpeJHa3HAYeHHas s
JOJKHOCTHBIX JIMIl U PA0OTHUKOB, TPU BBINOIHEHUHM HMHU CBOUX (PYHKIHOHAIbHBIX
00s3aHHOCTEM, HE 3aTparuBarollas HaNpsIMy0 @paBa M UHTEPEChl TPAXKIAH U HE
OTHOCAIIASACA K KATETOPUU OTPAaHUYEHHOIO pacipocTpaHeHus (1ocTyna).

K kateropuu undopmanuu orpaHu4eHHOTO pacpOCTPAHEHUS (IOCTYIa) OTHOCUTCS
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uH(pOopMaIMs, CoEpKaIasiAcs B JIOKYMEHTaxX U 0a3ax JaHHBIX, BKIIIOYAIOIIAs CBEACHUS
KOH(DHICHIIMAIEHOTO XapaKTepa.

Bes undopmanus, coaeprkamiasics B JOKYMEHTax U 06a3ax JaHHBIX, IO YMOJTYAHUIO
ABIIIETCS OTKPBITOM W obmenoctynHou. VckiroueHnne cocraBisieT WHGOpMaIus,
OTHECEHHAs K KaTETOPUSIM CITY>)KEOHON M OTPaHUYCHHOTO PacIpoCTpaHeHus (IocTymna).

Joctyn monb3oBareneil kK wuH(OpMalMU OTpaHUYUBACTCS IyTEM OTHECCHHS
nH(pOpPMaIlMU K COOTBETCTBYIOIIEH KaTErOPUU U HAJOKEHUEM Ha HEe COOTBETCTBYIOIIETO
rpuda orpaHuueHusi pacrpocTpaHeHus. HWHopmanus OrpaHUYEHHOTO JOCTyMa
cHaOxkaetcst rpudoM « /7151 ciry’eOHOro Moab30BaHUSD.

[IpaBoMm oTHeceHuss HHPOPMAIMM K KAaTETOPUU OTPAHUYEHHOrO JOCTyna u
HAJIOXKEHHUsI COOTBETCTBYIONIETO rpuda o0siaaeT aBTOp JOKYMEHTA MO COTJIACOBAHUIO C
pyKoBoauTENIeM 00pa30BaTEIbHON OpraHU3alltu.

JlokymeHTHpOoBaHHAsI HH(GOPMAIUS OTPAaHUYEHHOTO PacpoCcTpaHeHus: 0e3 CaHKIIUU
JOJKHOCTHOTO JIMLA, YCTAHOBUBUIETO PEXHUM OrPAaHUYEHHOrO PACIpOCTPAHECHUS s
JAHHOTO JTOKYMEHTa, HE MOJJIeKUT pasrialleHuto (pacnpoctpaHenuto). Ilpenocrasienue
MOJI30BATENSIM JIOCTYNA K JAaHHOW MH(OpPMAIMU OCYIIECTBIISETCS HCKIIOUUTENIBHO I10
COrJJaCOBAaHUIO C YKa3aHHBIM JOJDKHOCTHBIM JIMIIOM IYyTEM IMOJAaYd COOTBETCTBYIOLIEH
3asIBKH.

JIOJDKHOCTHBIE JIMIIA, NPHUHSIBLIIME peuieHue o0 OTHeceHuu UHGOpMaINH,
3a(pUKCUPOBAHHON B JOKYMEHTE, K KaTErOPUU OIPAHMYEHHOTO PaCIpOCTPAHEHUS, HECYT
OTBETCTBEHHOCTh 32 OOOCHOBAaHHOCTb MPHUHITOIO PELIEHUS M €ro COOTBETCTBUE
NENCTBYIOIEMY 3aKOHOAATEIILCTBY.

Jlnunble nena paOOTHUKOB, JIMYHBIE KAPTOYKH PAOOTHUKOB, TPYIOBBIE KHUKKH
pabOTHUKOB, TPHUKa3bl MO JUYHOMY COCTaBY JOJDKHBI XPaHUThCA B ceiide Wid B
METAJTTHYECKOM MKady.

3anucu B TPYJOBOM KHUIKKE TIOJIUCHIBAET PYKOBOJIUTENH 00pa3oBaTEIbHOM
OpraHu3alii. Y4YeT, XpaHEHHWE M BblJady OJIAHKOB CTPOrOil OTYETHOCTHU: JAMILIOMOB,
BKJIAJIBIIIEN K HUM, CBUJETENBCTB, YAOCTOBEPEHUH BEAET 3aMECTUTEIb AUpEeKTOpa. bianku
XpaHsTCs B ceilde.

VYcraHoBKa M AKCIUTyaTalus IporpaMMHOTO 0OecrieueHus, TOJTYY€HHOTO U3 JIF0OBIX
MCTOYHUKOB M  BBINOJHSIOWEr0 (YHKIMHM, HE CBA3aHHBIE HEMOCPEICTBEHHO C
BBINIOJIHEHHEM PAOOTHUKAMHM CBOUX JOJDKHOCTHBIX OOSI3aHHOCTEH, KaTEropu4ecKu
3anpenieHa.

Best mpencraBieHHas B JIEKTPOHHOM BHje HWHGOpMAIMs, TMOCTYIAOMas B
oOpa30BaTeNbHYI0 OpraHu3alrilo, B 00A3aTEILHOM TMOPAAKE MOJJICKUT IPOBEPKE
AHTUBUPYCHBIMU CPEJICTBAMU.

ONEeKTpOHHAsT TMOYTa MOXET HCHOJIb30BAThCS TMOJb30BATEISIMH  TOJBKO  JJIA
oOMeHa nH(popMalen, OTHOCAIIEHCS K KaTeTOpUH, OTKPBITON U CITy>KeOHOM. 3amperieHo
WCIIOJIB30BATh AJIEKTPOHHYIO TOYTY Il Tiepemaadd uH(opMaiuu, OTHOCSIIEHCS K
KaTeropuu OrpaHUYEHHOTO PACTIPOCTPAHEHUS.

4.  KoHTpoJb 32 HCIIOJTHEHHEM JIOKYMEHTOB

Opranuzauus KOHTPOJISI.
KonTponto momjiexxar Bce 3aperucTpUpOBaHHBIE JOKYMEHTBI, TpeOyroIme
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ucrnoyiHeHus. KOHTpoJib MCHOJIHEHUS JOKYMEHTOB BKJIIOYAET: YYeT, MOCTAaHOBKY Ha
KOHTPOJb, KOHTPOJIb CpPOKOB HCIIOJIHEHHUS, HENOCPEICTBEHHYI0 TMPOBEPKY XOja
WCIIOJTHEHUSI, MPOBEPKY KaueCTBa UCIIOJIHEHUS, aHAJIU3 PE3YJIbTATOB UCIIOTHEHUS.

KoHTpo:b 32 HCIOJIHEHHEM JOKYMEHTOB YCTAHABIUBAETCS B IIESAX 00ECIICUCHUS UX
CBOEBPEMEHHOTO U KAaYECTBEHHOT'O HMCIIOJIHEHUS, MOBBIIIECHUS YPOBHS OpPraHU3aTOPCKOU
PabOThI M HCTIOTHUTEIBCKON TUCIUILTAHBI.

[Ipyn mocTaHOBKE JOKYMEHTA Ha KOHTPOJIb Ha MPaBOM BEPXHEM I0JI€ JTOKYMEHTa
JIeJIaeTcsi OTMETKA O KOHTPOJIE, KOTOPYIO0 0003HAYal0T CIOBOM (LITAMIIOM) «KOHTPOJIb

KoHTponto moanexaT TmpUKa3bl, pEIICHUS COBETOB, a TaKXe JIOKYMEHTHI,
MOCTYTAIOIINE Ha UMS PYKOBOJUTEISE 00pa30BaTeIbHON OpraHu3alluu.

Opranuzaiusi KOHTPOJIS UCIIOJIHEHUSI BKITIOYAET B ceOsl:
¢ IOCTAaHOBKY JOKYMEHTA Ha KOHTPOJIb;
¢ MOHHUTOPUHT UCIOJIHEHUSI KOHTPOJIbHBIX OPYUYECHUI TOKYMEHTOB;

e CHSITHE UCTIOJHEHHOTO JIOKYMEHTA C KOHTPOJIS;
e HaIpaBJIEHUE UCIIOJIHEHHOTO JJOKYMEHTA B JIETIO.

PykoBoauTtenu CTpyKTYpHBIX MOApa3eicHUu 00si3aHbl pacCMaTPUBATh COCTOSIHUE
WCTIOJTHUTENbCKON AUCHUIUIMHBI 1O JOKYMEHTaM C TMOPYYECHHUSIMU aJMUHUCTpALlUU
o0pa3oBaTEIbHOM OpraHu3allid, a TakKXKe JOKYMEHTBI, TIOCTYINHUBIIME B aapec
CTPYKTYPHOTO MOJIPa3ICIICHUs] U TPEOYIOIINE UCTIOTHEHU S, U MOJTOTOBKY OTBETA.

JIOKyMEHT CcUuTaeTcs HCIOJHEHHBIM, KOI/Ia pEIIeHbl OKOHYATEIbHO BCE
MOCTaBJICHHBIE B HEM BOIPOCHI U COOJIIOJICHBI CJIETYIONTUE CPOKH:
¢ €CJIM B IOKYMEHTE MTOCTABJIEH CPOK UCIOJHEHHS — B YKa3aHHBIN CPOK;

o JTIOKYMEHTHI 0€3 yKa3aHUsl CPOKa UCTIOJHEHUS — B MECAYHBIN CPOK;

e €CJIM B IOKYMEHTE UMEETCS] IOMETKA «CPOYHO» — B TPEXJAHEBHBIN CPOK;

o TOpyYeHUs 03 yKa3aHUsi KOHKPETHOM 1aThl UCTIOJHEHUS — B MECSAYHBIN CPOK;

e C IIOMETKOM «OnepaTuBHO» — B 10-IHEBHBIN CPOK;

e 10 OOpallleHUsIM TpaxKJiaH, TPeOYIOIUM JOTIOJTHUTEILHOTO U3YYEHHUS U IPOBEPKH, — JI0
OJIHOTO MECSIIa CO JHS PErUCcTpalluu, 0 OCTAIbHBIM — He 0osiee 15 qHel.

Cpok uCcUHCIISIETCS B KaJICHAAPHBIX JHSAX C AAThl MOAMUCAHUS JOKYMEHTA.

Ecnu nociennuii 1eHb UCTIOJIHEHUS JOKYMEHTA IPUXOIUTCS Ha HEpabouuil 1€Hb, OH
MOJICKUT UCTIOJIHEHUIO B MPEAIISCTBY IO eMy pabouuii IeHb.

[Ipy HEOOXOAMMOCTH MPOIJICHUSI CPOKA UCIOIHEHHUS JOKYMEHTa OTBETCTBEHHBIM
WCTIOJTHUTENb TPEJCTaBISICT Ha WM PYKOBOJIMUTENSI 0Opa3oBaTebHOM OpraHu3aluu,
JIABIIETO OPYYECHHE, MOTUBUPOBAHHYIO MPOCKOY O €0 MPOJICHUH HE TIO3JHEE YeM 3a TPU
JTHSL 10 UCTEUYEHUSI YCTAHOBIEHHOTO CPOKa, C YEM CBOEBPEMEHHO MepeaaeTcs: nHdopmarus
B IIPUEMHYIO PYKOBOJIUTENSI 00pa30BaTEIbHON OpraHU3alliu.

ITopsAoK CHATHSI JOKYMEHTOB ¢ KOHTPOJIS.

JIOKyMEHTBI CHUMAIOTCSI ¢ KOHTPOJIS, €CJIU PELIEHBI TOCTABIECHHBIE B HUX BOIPOCHI
WJIM aBTOpaM JIaH OTBET M0 CYIIECTBY.

Ecnu o pa3penraeMoMy BOIIPOCY 0KUIAETCA OTBET, TO OH BMECTE C KOIIMEN OTBETA
3asBUTEIII0 MOKET HAXOJIUTHCS Y UCIIOJIHUTEIIS HA KOHTPOJIE.

[IpoMexyTOUHBII OTBET, PABHO KaK M 3alpoC MO HCIOJIHAEMOMY AOKYMEHTY WIIH
YaCTUYHOE MCIIOJHEHNE MOPYUYEHUS, HE SIBJIIETCS OCHOBAHHMEM ISl IPU3HAHUS IOKYMEHTA
VCTIOJTHEHHBIM.
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CHATBH JOKYMEHT C KOHTPOJISI MOXKET TOJIBKO TOJPKHOCTHOE JIULIO, KOTOPOE IMTOCTaBUIIO
€ro Ha KOHTPOJIb.

OcHOBaHUEM JUJISl CHATHS C KOHTPOJS JOKYMEHTOB C MOPYYEHUSIMU PYKOBOIUTEIS
0o0pa3oBaTeNbHON  OpraHM3aluy  SBJIAETCS  JIOKYMEHT — OTBET, IOANHCAHHBIN
PYKOBOJHTENEM, €ro 3aMecTUTeNeM, JHOO crnpaBka o0 HCIOJHEHHH JOKyMEHTa 3a
ITOAIMCHI0 PYKOBOAMTEISI CTPYKTYPHOIO MOIPA3ICIICHHUS.

Ecnu Bce mocTaBiIeHHBIE B JOKYMEHTE BOIIPOCHI PELIEHBI B ONIEPATUBHOM ITOPSIKE,
0e3 MOJArOTOBKM IMHUCBMEHHOTO OTBETA, WCIIOJHUTENb Ha JOKYMEHTE JEJIaeT KPaTKYIo
3allMCh O PEIICHUU BOIIPOCA, YKa3blBACT JAaTy M MOMIHUCH, II0CIE YEero JOKYMEHT
[IOMELIAETCA B JIEJI0.

7.YdeT U XpaHeHHe neYaTei, MTAMIOB U 0JIAHKOB.

O0s3aTenbHOMY yYeTy MOJJIEXKAT BCE BHUJIbI IT€YaTel U IITAaMIIOB, OJJAHKU CTPOTOM
OTYETHOCTH, KOMaHIUPOBOYHBIE Y IOCTOBEPEHHUSI, CITyKEOHBIE 3aJaHUs, TPYIOBbIE KHIKKH.

VYyer Bcex meyaTeil W MITaMIOB, UMEIOIIKUXCA B 00pa30BaTEIbHOM OpraHu3alluH,
BEJIETCS B CIIELIMATIBHOM >KypHAJIE.

JKypHanel ydera BKIIIOYAKOTCA B HOMEHKIATYpY Jnel. JIMCTBI MX HyMeEpYyrOTCH,
ITPOIIMBAIOTCS U ONIEYATHIBAIOTCS.

[leyaT 1 WITaMIIbl JOJHKHBI XPAHUTHCS B ceii(hax WM METAJUTMYECKUX IKadax.

OTBETCTBEHHOCTh 3a XPAaHEHHWE U HCIOJB30BAHME II€YaTEH, INTAMIIOB HECYT
JIMLA, OTBETCTBEHHBIE 3a BEJCHUE JEIOIPONU3BOICTBA.

YHuuTOKEHHE OJIAHKOB MPOU3BOAMUTCS MO AKTy C OTMETKOM B COOTBETCTBYIOIIMX
KypHaJIax y4era.

IledyaTn ¥ IITaMIIBI YHUUYTOXKAKOTCS T10 AKTY.

[TpoBepka Hanuuus neyaTel, ITaMIOB U OJIAaHKOB, a TaKXKe MOPsIJIKa UX XPaHEHUS U
UCIIOJIB30BAHUS NIPOU3BOJUTCS KOMUCCHEH HE PEXKE OJHOTO pa3a B roj OJHOBPEMEHHO C
IIPOBEPKOU COCTOSIHUSA ACIIONPOU3BOACTBA.

8.CocTaBiieHre HOMEHKJIATYPHI jJel.

Homenkaatrypa pgea - 53TO 00s3aTeNnbHBIA Uil KaXXIoW 0Opa3oBaTeIbHOM
OpraHu3allMd CHUCTEMAaTU3UPOBAHHBIM TMEpeueHb HAMMEHOBaHUM (3aroJIOBKOB) [T,
KOTOpbIe (POPMUPYIOTCS C YKa3aHHEM CPOKOB XpaHEHHS e (npuiodicenue 4).

Homenknatypa Jnen mnpeqHazHaueHa Uil YCTaHOBKM B 00pa3oBaTelIbHOM
OpraHM3alui eAMHOrO mopsiaka (opMmupoBaHHs e, oOecleueHuss HX ydera,
ONEpPAaTUBHOIO MOUCKA JOKYMEHTOB MO HMX COAEPKaHHUIO U BH]Y, ONPEIECIECHUS CPOKOB
XpaHEHMsI el U SBISIETCS OCHOBOW [UJISi COCTAaBJEHMS OMMCEH Jel MOCTOSHHOTO U
IUTenbHOTO (cBbilie 10 jieT) XpaHeHus, a TakxKe Ui yuera Aen BpemeHHoro (1o 10 mer
BKJIFOUUTEJIBHO) XPaHEHUSI.

B rpade 1 HOMeHKNATypsl JAel NPOCTABISAIOTCS MHIEKCHl KaXIoro Jena,
BKJIIOYEHHOTO B HOMEHKJIaTypy. MHIeKc nena cocTouT u3 HudpoBoro oOO3HAUYECHUS U3
IITATHOTO pacluCaHus 00pa3oBaTENbHOW OpraHu3aluu (Kojaa) W MOPSJIKOBOTO HOMepa
3aroJioBKa Jiejia mo HoMeHkiarype. MHaekcsl aen o0o3Havyarores apabckuMu nudpamu.

ITpumep —
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12-05, rne 12 — obGo3nauenue (koxa), 05 — MOpSAKOBBIN HOMEp 3arojioBKa Jiejia B
pazjziene HOMEHKIATyphl Je.

B rpage 2 HOMEHKIIATYPBI 1€ IPONMCHIBAIOTCS 3arOJIOBKH €.

3aroyioBOK Jieja JOJHKEH YETKO B CHKaToi 000011eHHO# popme 0TOOpakaTh COCTaB U
COJIEp’KaHME TOKYMEHTOB J€EIA.

B 3arosioBkax JMYHBIX U IPYTUX J€]1, COAEPKAIIMX JTOKYMEHTHI [0 OAHOMY BOIIPOCY,
ynotpeonsiercs Tepmut JJEJIO.

B 3aronoBkax nen, coAepKalux MIaHOBO-OTUYETHYIO TOKYMEHTAIMIO, YKA3bIBAETCS
nepuo/ (Mecsil, KBapTal, OJIyrojaue, roj1), B KOTOPOM IUIAHUPYETCS CO3/JaHuE IOKYMEHTOB
WIH TIepro UX (PaKTUUECKOTO BBIMOTHEHHUS.

Bo BpeMs pa3menieHus 3arojoBKOB JIeJ1 B HOMEHKJIATYPE YUYUTBHIBAECTCS BaKHOCTh
NOKYMEHTOB, BKJIIFOUEHHBIX B JIEJI0, UX B3aUMOCBSI3b. B Haualie pacmnosararorcs 3arojJoBKH
J€1 B OTHOLIEHUHU JOKYMEHTOB, ITOCTYNUBIINX OT OPTaHOB BBICIIETO YPOBHS, JAJIEE - O
OpraHU3alMOHHO-PACTIOPSAUTEIBHON TOKYMEHTALUU, TUIAHOBO-OTYETHOM JTOKYMEHTALIUH,
MEepPENUCKe, YYETHO-CIPABOYHBIM BHJAaM JOKYMEHTOB. B Kaxgoll H3 3THUX TIpymI
JOKYMEHTBI TAK)KE Pa3MEIIAI0TCs C YYETOM 3HAUUMOCTU U CPOKOB XPaHEHUS.

I'pada 3 HOMEHKNATYpBI JI€7T 3aNOHAETCS B TEUEHUE KaJEHJIAPHOTO Tojla — IMpH
(OpMHUPOBaHUU HOBOTO JIEJIA, IIPHU 3aKPBITHH JI€JIa U TI0 OKOHYaHUH KaJEHAApHOTO TO/a.

[To noctmxenun aenom oobema B 250 JHMCTOB, TOM 3aKpPHIBACTCS U OTKPBIBACTCS
HOBBII TOM. B rpade mocnenoBaTeabHO yKa3bIBalOTCS HOMEpa TOMOB M KpailHHE IaTbl
JOKYMEHTOB Ka)/10r0 TOMa.

[Ipumep —

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

DNEKTpOHHBIE Jl€JJa HAa TOMA HE pa3leisatoTcs. Bce 3JIeKTpOHHBIE JTOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKIFOYAIOTCS B OJHO AJIEKTPOHHOE JIETIO.

B rpade 4 ykaspiBaeTcs CpOK XpaHEHHUs Jeja, HOMepa CTaTedl MO TUIIOBOMY HIIH
BEJIOMCTBEHHOMY NIEPEUHI0, (peiepaaIbHOMY 3aKOHY WM MHOMY HOPMaTUBHOMY IPaBOBOMY
aKTy, a MPU UX OTCYTCTBUU — 10 TUMIOBOM UIIM TPUMEPHON HOMEHKJIATYpeE eIl

B rpade S «lIpumeuanue» yKa3bIBalOTCS CIEHHAIBHBIE CPOKH XPAHEHUS,
MPOCTABIISIIOTCS OTMETKA O 3aBEACHUM Jell (B TOM YHCIE€ B JJIEKTPOHHOM BHIE), O
BBIZICJICHUH €)1 K YHUUTOKEHHUIO TI0 UCTEYEHUH CPOKOB MX XPAHEHUs, O MECTE XPaHEHUS
MO/JIMHHUKOB JIOKYMEHTOB, O Iepeaayde e B IPYTyI0 OPraHU3alUI0 AJIs MPOJOHKEHUS U
ap. B rpade aenaroTcst OTMETKH 0 IEPEXOAAIIMX JIesIaX ¢ YKa3aHUeM CTaporo MHAEKca jena
B CJIy4ae €ro N3MEHEHUSI.

[Tpumep —

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

[To nenam, KOTOpbIE MO KAKUM-IUOO MPUYMHAM B T€UEHHUE T0/la HE 3aBOJUIINCH, B
rpade «[Ipumedanne» HOMEHKIIATYPBI 1T eflaeTcs 3anuch — «Jlemo ue 3aBoamiocky. [pu
7TOM B rpade 3 mMpoCTaBISETCS MPOUEPK.

[Io okoHYaHUM roja B KOHIE HOMEHKJIATYpPBI JEN JENAeTCs MTOroBas 3aIluch O
KOJINYECTBE 3aBEJICHHBIX JIe] (TOMOB).

9. ®opmupoBanue u opopmiieHHE TeJI.

dopmupoBaHue aeJl.
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dopMupoBaHUE NNl - 3TO TPYNINHUPOBKA HCIOIHEHHBIX JIOKYMEHTOB B Jella B
COOTBETCTBUM C HOMEHKJIATYpOH Jedl.

Bo Bpemst popmupoBaHus A€ clieAyeT NpUaep>KUBaThCS TAKUX OOIINX MPaBUII:

- TIoMeniaTh B JieNa TOJbKO HCIOJIHEHHBIE JOKYMEHTBI B COOTBETCTBUHU C
3aroJIOBKaMu JIeJl B HOMEHKIIATYPE;

- TPYMNIHUPOBATH B JieNia JOKYMEHTBI, BHIIOJHEHHBIE B TEUEHUE OTHOTO KAJICHIaPHOTO
roaa (01.01-31.12), 3a uCKIIOUEHUEM MEPEXOAIIMX Jie] (BEAYTCS B TEUEHUE HECKOJIBKUX
JIET), TUYHBIX JIET;

- IOMEIIATh B JIeJIa TOJIbKO OPUTHHAIIBI WIIH, B CITydae UX OTCYTCTBUS, 3aBEPCHHbBIC B
YCTaHOBJICHHOM TOPSJIKE KOMTUU JTOKYMEHTOB;

- HE JIONMyCKaTh BKJIIOYEHUS B Jiela UYEPHOBBIX, JIMYHBIX JOKYMEHTOB,
Pa3MHOXEHHBIX KOMUN U JOKYMEHTOB, MOJJIXKAIIUX BO3BPATY; pa3AesibHO IPYNIHPOBATH
B JIeJIa JOKYMEHTBI MOCTOSIHHOTO U BPEMEHHOI'O XPaHEHHS;

- 10 00beMy J1eT10 He TOJKHO mpeBbimath 250 muctoB (30-40 MM TONIMIUHON).

PacnonoskeHne TOKYMEHTOB BHYTPH J€N MPOU3BOAUTCA B XPOHOJOTHYECKOM
MOPsIZIKE, PYU KOTOPOM HamOoJiee paHHHE TOKYMEHThI paciioyiaraloTcs B Havaje jena.

[Tonoxenus, mpaBuia, UHCTPYKIUHA U T. M., YTBEPKICHHBIC PACIOPATUTEIBHBIMU
JOKYMEHTaMU, TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMH.

[Tpuka3bl IO OCHOBHOU MEATENHHOCTH (OPMHUPYIOTCS OTACIBHO OT MPHUKA30B IO
KaJpOBBIM BOMNpocaM (JIMUHOMY COCTaBy) (Ha3HAau€HHE, TMEpeMeElIeHHEe, YBOJbHECHHE
COTPYJIHHUKOB) U OT NMPUKA30B 00 OTIYCKaX, KOMaHIUPOBKAX U T.1.

[IpoTokoibl 3aceaHuil KOJJIETHAIBHBIX OPTraHOB 00pPa30BaTENbHONW OpraHU3alluu
IpYNIMUPYIOTCS B Jieda B XPOHOJOTMYECKOM IOpSAAKE M MO HOMEpaM B Ipejaenax
KaJICHAApHOTOo Tofa. JJOKyMEeHTHI K 3aC€aHUsSIM YKa3aHHBIX OPraHOB CHCTEMAaTU3UPYIOTCS
0 JlaTaM M HOMEepaM MPOTOKOJIOB, a B MPe/IeIax TPYMIbl JOKYMEHTOB, KOTOPBIE KacaroTCsl
OJIHOTO NMPOTOKOJIA, - 110 IIOBECTKE JTHS 3aCEIaHUS.

[lepenucky cienyeT rpynnupoBaTh B Jiea 3a MEePUOJl KaJIEHJApHOro roa. B
JIEJI0 TEPENUCKU MOMEIIAIOTCA BCE JOKYMEHTBI, BOSHUKIIME B XOJ€ PELICHUs BOIpOca.
[lepenucka cucTeMaTU3UPYETCSd B XPOHOJIOTMYECKOM MOCIEI0BATEIbHOCTH; JTOKYMEHT
OTBET MOMEIIAETCA 3a IOKYMEHTOM-3aIIPOCOM.

Odopmienue e

Jlena oOpa3oBaTeabHON OpraHU3alry NOIeKaT O(POPMIICHHIO MTPU UX 3aBEICHUU U
I10 3aBEpUICHUU TOJa.

Odopmienue aerna — MOATOTOBKA Jiefla K XPAaHEHHUIO BKJIIOYAET B CeOsl KOMILJIEKC
paboT 1Mo OMUCaHUIO JieJia Ha OO0JIOKKe, MOJIIMBKE, HyMEpall JUCTOB U COCTaBJICHUIO
3aBepuTeNbHON Haamucu. OgopmiieHne Aena NPOBOIUTCS paOOTHUKAMHU OpPraHu3allvd, B
00s13aHHOCTH KOTOPBIX BXOAMT 3aBeleHHE U (DOopMHpOBaHHE J[€J, NMPU METOAUYECKOM
MOMOUIH U MOJT KOHTPOJIEM OTBETCTBEHHOT'O 32 apXUB 00pa30BaTeNIbHOM OpraHu3aluy.

B 3aBUCMMOCTHM OT CpOKOB XpaHEHUsI MPOBOJUTCA TMOJHOE WIM YacTUYHOE
odopmIIeHHE JICII.

[TonmHOMY OQOpMIIEHUIO MOAJIEKAT €A MOCTOSTHHOT0, BpeMeHHOro (cBbiie 10 jeT)
XpaHeHust (10 JIMYHOMY COCTaBy, JMYHbBIE Jejla YBOJIEHHbIX paboTHUKOB). IlonHoe
odopmiieHnE Aena NpeayCMaTpUBacT:

o TMOAIIMBKY WJIH TBEPJbIi MEpEIIeT ea;
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¢ HyMEpaluio JUCTOB B JIETIE;

¢ COCTaBJICHUE JINCTA-3aBEPUTEIIS;

e COCTaBJIEHHWE B OCOOBIX cirydasx (Impu o)OpMIICHUM JWYHBIX JAEI, JJIA y4eTa 0Co00
LEHHBIX JTOKYMEHTOB) BHYTPEHHEH OMKMCH IOKYMEHTOB J€JIa;

e BHECEHHME HEOOXOAUMBIX YTOYHEHH B PEKBU3UTBHI OOJOXKKH Jena (YTOUHEHHE
Ha3BaHUs NOJpa3/IeIEHUs, UHAEKCA U 3aroJIoBKa JIeJia, 1aThl JAeia U Ap.).

Jena BpemenHoro (1o 10 JieT BKIIOYUTENBHO) XPAHEHHS MOMJIEKAT YACTUYHOMY

oopmienuto. Jlomyckaercs:

o XPaHUTH JieJia B CKOPOCILIMBATEIISX;

¢ HE MPOBOJIUTH MEPECUCTEMATU3ALINIO JOKYMEHTOB B JIEJIE;
o JIUCTHI JIeJIa HE HyMEpOBAaTh;

o 3aBEpUTEIIbHBIC HAITUCU HE COCTABIIAT.

JIoKyMeHTBI, MOJJIeKaIlre MOTHOMY OQOPMIICHUIO, MTOIIMBAIOT Ha YETHIPE MPOKOIa
B TBEPAYIO OOJO0KKY U3 KapTOHA WIH MEPEIIETAIOTCSA C YYETOM BO3MOKHOCTH CBOOOTHOTO
YTEHUS] TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M pe30oitouuii Ha HUX. [Ipu moaAroToBke nen K
MOAIMMBKE (TIEPEIUIETY) METALTNYECKUE CKPEIUICHHS (CKOOBI, CKPENKH) U3 JOKYMEHTOB
yaandtoTcs. Jlena MoCTOSIHHOTO XpaHEHUs, COCTOSIINE U3 He(pOpMaTHBIX JOKYMEHTOB,
XPaHSTCS B 3aKPBITHIX TBEPABIX MANKaX C TPEM KJIAMIAHAMU U C 3aBS3KaAMHU.

[Ipn HanuuuK B 1es1€ HEBOCTPEOOBAHHBIX JTUYHBIX JIOKYMEHTOB (TPYIOBBIX KHUKEK
U JIp.) 3TH JJOKYMEHTBI BKJIQ/IbIBAIOTCS] B KOHBEPT, KOTOPBII 3aT€M MOAIINBAETCS B 3TO JEJO.
[Tpu Hamuuuu OOJIBLIOTO KOJMYECTBA TAKUX JOKYMEHTOB OHM MOTYT M3bIMAThCS U3 JIEN, U
Ha HUX COCTaBIISICTCS OT/EJIbHASL OIUCH.

B KoHIle KaXk10ro Jesa MOAIIMBAIOTCS YUCThIe OJaHKU (OpM Ui 3aBEPUTEIBHOM
HaJIITUCH.

B nensax obecrneueHus COXPAaHHOCTM M 3aKpEIUICHUsI MOpSAJKa PacoIOKEHUs
JOKYMEHTOB, BKJIFOUEHHBIX B JEJIO, BCE JIMCTBHI, KPOME 3aBEPUTEIBHOIO, HYMEPYIOTCS
apaOckumu udpaMu B MPaBOM BEPXHEM YTy, HE 3a/ieBasi TEKCTA IOKYMEHTA, MPOCTHIM
rpa@uueckuM KapaHJallOM WM HyMepaTopoM. YNOTpeOJeHHEe YEpPHWI M LBETHBIX
KapaHjanieil [ HyMmepaluud JIMCTOB 3ampeliaercs. BHYTpeHHss Onuch uMeeT
CaMOCTOSITENIbHYIO0 HyMEpaIHIO.

JIucTel n1en, COCTOSIIMX M3 HECKOJbKMX TOMOB WM YacTed, HyMEpYIOTCS IO
KKJIOMY TOMY WJIA YaCTH OTIENBHO.

®dororpadun, yepTexu, AMarpaMMbl U Ipyrue WILUTIOCTPATUBHBIE U cielU(pUYEcKre
JOKYMEHTBI, IPEICTABISAIOIINE CAMOCTOSATEIbHBIM JIMCT B J€Jl€, HYMEpPYIOTCS Ha
000pOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIY.

CnoKeHHBIN JIMCT pa3BOpaYMBaETC U HyMEpyeTcs B MPAaBOM BepxHeM yriy. llpu
3TOM JIMCT J1000ro (popmara, MOJIIUTHIN 3a OJUH Kpail, HyMepyeTcsl KaKk OJIMH JIUCT; JIUCT,
CJIOKEHHBIN W MOJIIMTHIA 3a CEPEAUHY, MOJUICKUT NEPEIIMBKE U HYMEPYETCS KaK OOUH
JIUCT.

[ToammTeie B A€JI0 KOHBEPTHI C BIIOKEHHUSIMU HYMEPYIOTCS; NMPU 3TOM BHayale
HyMepyeTcs KOHBEPT, a 3aT€M O4YepPEIHBIM HOMEPOM Kaxk0€ BIIO)KEHHE B KOHBEPTE.

[TogmmuTeie B 1€JI0 JIOKYMEHTHI C COOCTBEHHOM HyMepalueu JHCTOB (BKJIIOUas
MeYaTHbIC U3/IaHUs) MOTYT HyMEpPOBAThCS B 00ILIEM MOPSIAKE WIH COXPAHATH COOCTBEHHYIO
HyMEpALHIO, €CJIM OHA COOTBETCTBYET MOPSIKOBOMY PACHOJIOKEHHIO JIUCTOB B JIETIE.

B cnyuasx oOGHapykeHUsi OOJIBIIOrO YKcia OUIMOOK B HyMEpAlMH JHUCTOB J€ja B
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JIEJIOIIPOU3BOACTBE IIPOBOAUTCS UX NepeHyMepauus. [Ipu nepenymepanuy JucToB cTapble
HOMEpA 3a4E€PKUBAIOTCS OJTHOM HAKJIOHHOM YE€PTOM U PAIOM CTABUTCSI HOBBIM HOMED JINCTA,
B KOHIIE JieJla COCTAaBJISIETCS HOBAas 3aBEPUTENbHAs HAIINCh, IPU OTOM CTapas
3aBEpPUTEIIbHASI HAAMUCh 3a4EPKUBAETCS, HO COXPAHAETCS B ACIIE.

Jlyis ydeta KoJM4ecTBa JUCTOB B Jelie U (hUKcalmu 0COOEHHOCTEH WX HyMepaluu
COCTABJISIETCSI 3aBEPHUTENIbHAs HAAMHUCh Jena. OHa COCTaBiseTcs B €€ Ha OTACIBHOM
JUCTE — 3aBEpuUTENE Jejia. 3aBEpPUTENIbHAs HAANHCh COCTABIIAETCS MO YCTAHOBJIEHHOU
dhopme.

Bce nocneayromnme n3MEHEHUs! B COCTABE U COCTOSIHUM Jiena (IOBPEXACHUS, 3aMEHa
HNOJUIMHHBIX JIOKYMEHTOB KONMSIMH, IPUCOEIWHEHUE HOBBIX JIOKYMEHTOB M T. ]I.)
OTMEYAIOTCS B 3aBEPUTEIILHON HAAIIKMCH CO CCBUIKOM HAa COOTBETCTBYIOIIMM AKT.

OO0s0KKa e MOCTOSIHHOT0, BPEMEHHOTO (CBbIlIe 10 J1eT) XpaHEeHus U M0 JTUYHOMY
cocTaBy 0(hopmIIE€TCs IO YCTAHOBJIEHHOHN (opMe.

Ha o0noKe e MOCTOSHHOTO XpaHEHUs BBEPXY MPEAYCMATPUBAETCS MECTO IS
HAaMMEHOBAHUS TOCYJApPCTBEHHOI'O apXWBa, B KOTOPbIA OHM OyAyT MepefaHbl, a TakkKe
apXMBHOTO MKM(ppa B IPaBOM BEPXHEM U JIEBOM HUKHEM yriax.

[Ipu opopmuenun 06510kKK e HauMeHoBaHue LIIkoibl yka3bIBaeTCsl MOJIHOCTHIO
10 YCTaBy, B UMEHUTEIBHOM MaJIe’Ke, COKPAILIEHHOE Ha3BaHUE — B CKOOKaX.

OO0Os3aTenbHBIMU  PEKBU3UTAMU OOJIOKKH JeJla SIBISETCS YKa3aHUE KOJIMYECTBA
JMCTOB B J€J€, KOTOPOE MPOCTABIISIETCS HA OCHOBAHWH 3aBEPUTEIIBHOW HAANMUCHU J€Na, U
CpOKa XpaHEHHs Jiefa (Ha Aes1aX MOCTOSIHHOTO XPAHEHUS UILIETCS: «XPaHUTh IOCTOSTHHOY ),
KOTOpPBIN MEPEHOCUTCS Ha 00JIOKKY JIeda U3 HOMEHKJIATYpPhI ITOCIIE CBEPKHU €ro 10 CPOKaM
XPaHEHMs B IIEPEUHE.

JI1st yuera JOKyMEHTOB ONPEEICHHBIX KATETOPHU 1€ TOCTOSIHHOTO U BPEMEHHOTO
(cBpime 10 7meT) XxpaHeHUs, Yy4YeT KOTOPHIX BBI3BIBACTCS CHEIU(UKON JTaHHOH
JOKYMEHTalMu (JIMYHbIE Jejia, 0co00 IIEHHbBIE), COCTABJISAETCS BHYTPEHHSS OIMCH
NOKYMEHTOB JIENA.

BHYyTpeHHIOIO ONMUCh HEOOXOAMMO TAaKKE€ COCTABISATH B JIeJaX IOCTOSIHHOTO H
BpeMeHHOro (cBeimie 10 7eT) xpaHeHus, COOPMUPOBAHHBIX MO PA3HOBHIHOCTSIM
JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPKaHUE TOKYMEHTOB.

BHyTpeHHSIs1 ONKMCh COCTABISAECTCA HA OTJEIBHOM JIMCTE MO YCTAHOBIEHHON (hopMme,
KOTOpasi COACPKUT CBEACHUS O MOPSJKOBBIX HOMEpax JOKYMEHTOB Jieja, UX HMHJEKcax,
JaTax, 3aroJoBKax U HOMepax JIMCTOB Jieia, Ha KOTOPBIX PACIIOI0KEH KaXK bl TOKYMEHT.

K BHyTpEHHEH OIKCH JIeJ1a COCTABIIAETCA UTOT0Bas 3allCh, B KOTOPON yKa3bIBACTCs
nupamMu ¥ IPOMUCHIO0 KOJIMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JINCTOB
BHYTPEHHEU OIKCH.

BHyTpeHHSsT OnMCh MOJNUCHIBAETCS €€ COCTABUTENIEM C YKa3aHHEM JOJDKHOCTH,
MOJIIUCH, paCIIM(PPOBKU MOAMUCH U HyMEPYETCS B JIeJIe OTACIBHO.

10.XpaHeHne U YHMUYTOKEHHE JOKYMEHTOB.
JIoKyMeHTHI (Z1e71a) ¢ MOMEHTa cOo37aHus (MoaydeHus ) Wi (POPMHUPOBAHUS XPAHATCS
B OpraHu3aliy 10 epe/layi apXUBHOMY YUPEXKICHUIO.

PykoBoauTens 00pa3oBaTebHOW OpraHU3aIlii M CHCIUAIBHO HAa3HAYCHHOE JIUIIO
(yuiia) o0s13aHbI 00ECTIEUUTh XPAHEHHUE TOKYMEHTOB U JIE.
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Jlena MODKHBI XPAaHUTBCS B BEPTHKAIBHOM IOJNIOKEHHH B IKadax, KOTOPHIE
3akpbIBatoTcs. Ha koperikax o00keK Je yKa3bIBaloTCsl HoMepa JIe.

Brimaua gen1 BO BpPEMEHHOE IOJb30BaHUE pPaOOTHHKaM 00pa30BaTEIbHOM
OpTaHU3alMA OCYIIECTBIISETCS C YCTHOTO PAa3peIICHUS €r0 PYyKOBOAWTENS, a APYTUM
VUIPEKIACHUSIM - C €ro MHChbMEHHOTO pasperieHus. Ha BbIIaHHOE JE10 COCTaBIISETCS
KapTOuKa - 3aMEHUTENb. B KapToUKke yKa3bIBalOTCS HOMEp Jelia, 3aroJI0BOK Jiefia, 1aTa ero
BBIJIa4H, JIUII0, KOTOPOMY JIEJIO BBIJAHO, /IaTa €ro0 BO3BpAaTa, MOAMMCH JIHI], KOTOPHIE BBIAAIN
Y TIPUHSUTH JIEJTO.

[TpenocTaBiieHure 1e1 BO BpeMEHHOE MOJIb30BaHNE OCYIIECTBISIETCS He Ooyiee ueM Ha
OJIMH MECSII.

W3bsaTHE JOKYMEHTOB U3 Jeja IIOCTOSHHOTO XpaHeHWs 3ampermiaercsi. B
UCKITIOYATETBHBIX  CIOy4yasX HW3BATHE JIOKYMEHTOB JIOMYCKAaeTcs C  pa3pelieHus
PYKOBOAMTENST 00pa30BaTEIbHON OpraHM3ali C 005S3aTeIhbHBIM OCTABJICHHEM B JeJie
3aBEPEHHBIX JIOJDKHBIM 00pa30M KOITHH.

[Tocie okoH4YaHUST CpOKa XpaHEHUS JOKyMEHTOB, KOTOPBIC HE IMOJUICKAT Iepeaade
aApPXWBHBIM YUIPEKICHUSM, TOKYMEHTHI CIHCBIBAIOTCS KOMHCCHEH 00pa3oBaTenbHOM
OpraHW3alMH TI0 MPOBEACHHUIO IKCIEPTU3BI IEHHOCTH JOKYMEHTOB, KOTOPYIO Ha3HAadaeT
PYKOBOAMTENb O0pa3oBaTelbHOW oOpraHum3anud. Ha coucaHHyr0 JOKYMEHTAIUIO
AKCIIEPTHAS KOMHUCCHSI COCTABIISIET COOTBETCTBYIOIIHMM aKT.

CrimcanHast TOKYMEHTAIAS YHUITOKAETCS.
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