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HHCTPYKLUA 11O AEJOITPOU3BOACTBY
B MyHMUIHMNIAJIBLHOM OI0?KeTHOM 00Pa30BaTeIbHOM yUpeKIeHNH
«Alockasi ocHOBHasi 001eoOpa3oBaTesibHasi Koyaa umenu P.X. Karuposa»

1. O01mme noy10KeHNS
1.1. MHCTpYKIHMSA 1O JENONPOU3BOACTBY B MyHHUIIMTIIAIBHOM OFOJKETHOM 00pa30BaTeIbHOM
YUPEeKACHUU «AIOCKas OCHOBHas o01ieodpa3oBarenbHas mkoina umenn P.X. Karuposa»

(masiee — WHCTpYyKIMsI) yCTaHABJIMBAeT €JUHYIO CHUCTEMY JEJIONPOU3BOACTBA U MOPSIOK
MOJITOTOBKH, O(GOPMIICHHSI, MPOXOXKIEHHs, KOHTPOJIS 3a UCIOJIHEHUEM, ydYeTa, XpaHEHHUs,
U3TOTOBJICHMUS, KOIMPOBAHUS U TUPA)KUPOBAHMS CIIy>KE€OHBIX JIOKYMEHTOB
B oOpasoBatensHON opranm3annd MBOY «Arockas ocHOBHas 001eo0pa3oBaTesibHas MIKoJIa
umenu P.X.KarupoBa» (nanee — obpazoBarenbHas opranuzanus, OO).

1.2. UncTpykuus pa3paboTaHa B COOTBETCTBHHM ¢ TpeboBaHUsIMU DeiepanibHbIX 3aKOHOB

ot 22.10.2004 Ne 125-®3 «O6 apxuBHoM aeine B Poccuiickoit @enepanuun», ot 27.07.2006
Ne 149-®3 «O06 nrdopmaruu, nHHOPMAIMOHHBIX TEXHOJIOTHIX U O 3aIUTe HH(OpMALUN»,
ot 02.05.2006 Ne 59-@3 «O nopsiike paccMOTpeHust 0OpaleHui rpaxkaan Poccuiickoi
®enepauymn», ot 01.06.2005 Ne 53-D3 «O rocynapctBeHHOM A3bIKe Poccuiickoit
®enepaunn», ot 06.04.2011 Ne 63-D3 «OO0 anekTpoHHOM ognucu», [IpaBui opranuszanuu
XpaHEeHHUs], KOMIIJIEKTOBAHUS, yU4eTa U UCIOJIb30BaHUS IOKYyMEHTOB ApPXUBHOIO (OoHIa
Poccuiickoit denepanuu 1 Apyrux apXuBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX OpraHax,
OpraHax MECTHOI'O CaMOYIPaBJIEHUS U OPTaHU3ALUAX, YTBEPKIEHHBIX puKa3oM Pocapxusa
o1 31.07.2023 Ne 77, TOCT P 7.0.8-2025 «Cucrema cTaH1apToB 110 MH(pOpMaIH,
OMOIMOTEYHOMY U U3/1aTENIbCKOMY Jieny. Jleonpou3BoACTBO U apXUBHOE €710. TepMUHBI U
omnpenenenus», 'OCT P 7.0.97-2025 «Cucrema ctaHAapToOB 10 HHPOpMALIUH,
OMOIMOTEYHOMY U U3JIaTEIHCKOMY Jieny. OpraHu3alMOHHO-PacopsIuTEIbHAS
noKkyMeHTalus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOBY.

1.3. I[Tpumenenne MHCTpYKIIMU TOIKHO CIIOCOOCTBOBATH (POPMUPOBAHUIO ODUITHATIEHO-
JIEJIOBOTO CTUJISl IOKYMEHTOB, MTOJITOTABIMBAEMBIX B 00pa30BaTEIbHON OpraHU3aliy;
COKpAIIIEHUIO 3aTpaT TPyAa U CPEJCTB B IIPOLIECCE CO3/IaHUA JOKYMEHTOB. HCTpyKIHs
SBJIAETCS 00s3aTEIBLHOM JUIsl UCIIOJIHEHUSI pa0OTHUKaMH 00pa30BaTeIbHON OpraHU3alvH,
OCYLIECTBISIONIMMHU OATOTOBKY M 0(OpMIIEHHE JOKYMEHTOB.

1.4. ITonoxxenuss UHCTPYKIMU pacIipOCTPAHSIOTCS HA OpraHU3aluio paboThl ¢ JOKYyMEHTaMH
HE3aBHCHMO OT BHJa HOCUTEJIS, B TOM YHCJIE 3JIEKTPOHHBIMU JTIOKYMEHTaMHU, BKIIIOUYast
MOJITOTOBKY, 00paboTKy, XpaHEHUE U UCTIOIb30BaHUE TOKYMEHTOB, OCYIIECTBIISIEMbIX

C MpUMEHEHNEM UHPOPMAIIMOHHBIX TEXHOJIOTHUH.
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1.5. Ocobennoctr pabOTHI C TIOKYMEHTAMH, COACPKAITUMU KOH(PHUICHIIHATbHYIO
uHpopManuio (ciykeOHyI0 1 HHYIO TaiiHy, IepCOHATIbHBIE TaHHBIE), PETYIUPYIOTCS
JIOKAJIbHBIMU aKTaMU (MHCTPYKIMSIMHU, MOJI0KEHUSIMU, IPABUIAMHU), YTBEPKIaeMbIMU
pyKoBoauTENIEM 00pa30BaTEIbHON OpraHu3aluu.

1.6. TpeboBanus MucTpyKIun K padoTe ¢ OyXranTepckoid, Hay4YHO-TeXHUYECKOH U IPyToi
CTIeMATIbHON JJOKyMEHTAIMEeH PacIIpOCTPAHSIOTCS JIMIIb B YACTH OOIINX MPUHIIUIIOB PaOOTHI
C TOKYMEHTaMH, a TaKXKe MMOJATOTOBKH JOKYMEHTOB K Iiepe/iade Ha apXUBHOE XpaHEHHE.

1.7. OTBETCTBEHHOCTH 32 OPraHU3aLMIO0 U COCTOSHUE JICIONPOU3BOJCTBA B 00pa30BaTEIbHON
OpraHu3aly HECET PYKOBOJUTEIb 00pa30BaTeIbHON OpraHu3alyu, KOTOPBIN:

yTBepxaaeT MHCTpyKLHIO 110 IE€TI0NPOU3BOICTBY U HOMEHKIATYPY AEI

0o0pa3oBaTeIbHON OpraHu3aluiy;

e o0ecreunBaeT BHEAPEHUE U KOHTPOIUPYET COONIOICHUE CTPYKTYPHBIMH
noJpasieieHusiMU TpeOoBaHuil HacTose MHCTPYKIMK U TOCYAapCTBEHHBIX
CTaH/1apTOB;

e IIPOBOJUT MPOBEPKY COCTOSIHUS JIEIONPOU3BOICTBA B CTPYKTYPHBIX
noJipa3/iesieHusIX 00pa30BaTeIbHON OpraHU3aliH;

e o0ecneuynBaeT METOJUUECKOE PYKOBOJICTBO, MHCTPYKTAX U KOHTPOJIb
3a COOJIIO/IEHNEM yCTaHOBIICHHOTO MOPSIKA Pa0OTHI C TOKYMEHTaMU
B CTPYKTYPHBIX HOJpa3esieHUsIX 00pa3oBaTeIbHON OpraHu3aliy;

e HHUIMHUPYET MOBBIIICHHE KBATHU(PHUKAIMHA PAOOTHUKOB 11O BOIIPOCAM

JIeNIOTIPOU3BO/ICTBA;

YAOCTOBEPSET MOJNUCHIO U TIEYAThIO0 JOKYMEHTHI.

1.8. HenocpecTBEHHO BEJET JEI0NPOU3BOACTBO B 00pa30BaTeIbHOM OpraHu3aluu
OTBETCTBEHHBIH 3a Be/IeHUE JAETONPOU3BOICTBA (ajiee — OTBETCTBEHHBIN

3a JIeTIONPOU3BOICTBO), KOTOPBI Ha3HAYaeTCs MPUKa30M PYKOBOJIUTENS 00pa3oBaTeIbHOM
opranusanuu. OTBETCTBEHHBIN 3a JEJIONPOU3BOJICTBO B COOTBETCTBUU C BO3JIOKEHHBIMU
Ha HEro 3a1a4aMu:

e OCYIIECTBIISET PETUCTPALUIO H yYET JOKYMEHTOB;
e OpraHu3yeT JOKyMEHTO000pOT, pOpMUpPOBAHUE /1€, UX XPAHEHHUE;
e OCYIIECTBIISET TEKYLIHI KOHTPOIIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM
U MIPOXOKICHUEM JIOKYMEHTOB B 00pa30BaTe/IbHON OpraHu3aIii;
o o0ecreunBaeT COOIIOIEHUE €ANHBIX TPEOOBAHUH 1O MOATOTOBKE JOKYMEHTOB
Y OpraHu3aliy paboThl C HUMH B YCIOBUSIX 3JICKTPOHHOTO JOKYMEHTOO00POTa;
e 0000maer nHpopmanro 00 oGbeMax JOKYMEHTO000POTa;
e opranusyer (hopMUpOBaHHUE U XpaHEHHE JOKYMEHTAIMOHHOTO (POH/IA U €T0
UCIIOJIb30BAHUE.

1.9. BC,Z[CHI/IC ACIIOINPONU3BOACTBA B CTPYKTYPHBIX MOAPA3ACICHUAX OCYIICCTBIIACTCA
pa60THI/IKaMI/I B COOTBCTCTBHH C UX JOIXKHOCTHBIMU 00s3aHHOCTSMH.

1.10. ITpu yxoze B OTIYCK, BBIE3JIE B KOMAHIUPOBKY U MHBIX AHAJIOTUYHBIX CIyUasx
paboTHUKHN 00s3aHbI NIepeaTh BCe HaXOAAIIMeCs Y HUX JOKYMEHTBI JpyroMy paOOTHUKY
M0 YKa3aHHIO BBIIIECTOAIIETO pykoBoauTens. [Ipu yBodbHEHNN paOOTHHUKA WM MIEPEBOJIE
Ha JIpyTyI0 JOJDKHOCTB Nepeada JOKyMEHTOB OCYIIECTBIIAETCS 110 aKTy IpueMa-nepeaayu.
AT npuema-niepegaun opopmisercs no Gopme, ycranoBinenHoi [IpaBuiaamMu opranuzanuu
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XpaHeHus, KOMIUIEKTOBaHUS, YUeTa U UCIOJIb30BaHUs JOKYMEHTOB ApxuBHoro ¢ponaa PO
U JPYTUX apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIIPaBJICHUS U OpPraHU3alMAX, YTBEPKACHHBIMU Mpuka3oM Pocapxusa ot 31.07.2023
Ne 77.

1.11. Tlpu nepexojie Ha APYTYI0 pabOTy paOOTHUKOB, 3aHUMAIOIIUXCS B CTPYKTYPHBIX
MOJIpa3IeICHUsIX 00pa30BaTEIIbHOM OPraHU3alluH BEJICHHEM JISJIONPOU3BOJICTBA, IIepeaayda
BCEX JIOKYMEHTOB BHOBb Ha3HAYaeMbIM pa0OTHHUKAM MMPOU3BOIUTCS IO aKTaM IIpHeMa-
nepenayn. Konuu akToB HaIpaBIsIOTCS B KAHLEISPHIO.

1.12. B cayyasx JUIMTEIbHOTO OTCYTCTBUS paOOTHHUKA CTPYKTYPHOIO ITOIpa3AesICHUs
(otmyck, ciaykeOHass KOMaHIUPOBKA, OOJBHUYHBIN JIUCT | T. J.) HEOOXOAMMO MepeaaTh
OTBETCTBEHHOMY 32 JICJIOIPOU3BOJICTBO JOKYMEHTHI, HAXOSAIINECS Y HETO HA UCIIOTHEHUN
0 YKa3aHHUIO PyKOBOJAUTEINS 00pa30BaTEIbHON OpraHU3aliH.

1.13. PykoBoguTenu CTpyKTYPHBIX Opa3/ieeHuil 00pa3oBaTenbHOI OpraHu3aluy HECyT
MIEPCOHANIbHYIO OTBETCTBEHHOCTH 32 BBINOJIHEHHUE TpeOoBaHMi HacTosmel MHcTpyKkuuu

U COXPAHHOCTb HAXOIAIMXCA y HUX JOKyMeHTOB. O cilydasx yTparsl, IOpYU
3apEruCTPUPOBAHHOIO TIOKYMEHTa pa0OTHUK 00513aH HE3aMEUINTEIIBHO JOI0KHUTh
PYKOBOJUTEIO 00pa30BaTeIbHOW OpraHU3aIUH.

1.14. C BHOBb IIPUHATHIMU paOOTHUKAMHM, HA KOTOPBIX BO3JIaratoTCsi 00513aHHOCTH

10 BEJICHUIO JIeJIONIPOU3BO/ICTBA, B TEUEHUE TPEX JHEH MOcie NOCTYIUIEHUS Ha paboTy
IIPOBOJIUTCS O3HAKOMUTEIIbHAs Oeceia M0 BEICHUIO IeJI0IPOU3BOICTBA B 00pa30BaTEIbHOM
OpraHu3aIMH.

1.15. PaGoTtaTh ¢ JOKyMEHTaMH BHE CIIy>KEOHBIX MOMEIIEHUH 00pa3oBaTeIbHON OpraHu3aluu
Y BHOCHUTb B HUX MCIIPABJICHUS 3aPELIaeTCs.

1.16. Benenue nepenucku ¢ OpraHu3alusIMU OCYLIECTBIIETCS PYKOBOAUTEIEM
00pa3oBaTeNbHON OpraHU3aMK WM UHBIM YIIOJTHOMOUYEHHBIMH UM JI0JKHOCTHBIMH JIMIIAMHU.

1.17. Bemmonnenue Hacrosimed MHCTpykunn 00g3aTenbHO JUIsl KaKI0r0 pabOTHUKA
o0pa3oBaTeNbHON OpraHU3allH, C €€ TPEOOBAaHUSIMU PAOOTHUKH JOJIKHBI ObITh
O3HAaKOMJIEHBI 1101 TOJIHCH.

2. lokymMeHTBHI 00pa30BaTeIbHON OpraHu3anumn

2.1. PykoBoauTtens o0pa3oBaTeNbHON OpraHu3aluy WK JUI0, UCTIOIHSIIOIEE €ro
0053aHHOCTH, U3Ja€T JIOKAIbHbIE aKThl U MPUKa3bl, 00s3aTeNbHbIE I UCTIOJIHEHHS BCEMU
CTPYKTYPHBIMH NOApa3/IeIeHUIMU 00pa3oBaTeIbHON opranu3anuu (mpusosxxeHus Ne 1, Ne 2).

2.2. Xox 00Cyk1eH!s BOIIPOCOB Ha 3aCeJaHUsAX KOJUIErHaIbHBIX OPraHOB, COBETOB,
coOpaHMsIX, COBEUIAHUIX U PELIEeHUs, IPUHUMaeMble Ha HUX, PUKCUPYIOTCS B TPOTOKOJIAX
(mpunosxenue Ne 3). Ecnu B 3aceaHnu y4acTBYIOT OoJiee 15 uenoBek, B MPOTOKOJIE
YKa3bIBalOT WX 00I1lee KOJIMYECTBO U OPOPMIISIOT SBOYHBIN JIUCT (TpustoxkeHue Ne 4).

2.3. JIy1 OCyILIECTBIICHHSI OTIEPATUBHBIX CBSA3EH C IPYTMMH OPTaHU3ALUsAMU U TPaKTaHaAMH
UCHOJB3YIOTCS Takue (POPMBI, KaK MUCbMa, (PaKChl, TEJIETPAMMBI, TEIEPOHOTPAMMBI.
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2.4. JIns ocy1iecTBICHHs pUeMa, YBOJIbHEHHUS, IepeMelIeHHs] paOOTHUKOB, IPEOCTABICHUS
UM OTITYCKOB O(hOPMIISIFOTCS TPYIOBBIC TOTOBOPHI, IPUKA3bI, 3asBICHUS, TPYIOBbIC KHIKKH

U J1p.

2.5. B moxymeHTax oOpa3oBaTeabHON OpraHU3alliK, €€ CTPYKTYPHBIX MOpa3ae/ICHUM,
KOJIJICTHAJIBHBIX OPTaHOB MOET MCIOIb30BATHCS PEKBU3HT «TepO» (repOd DHCKOM 00sacTu
WM TepajbIUUecKUil 3HaK ropojia DHCKa) WM PEKBU3UT «IMOIieMay 00pa3oBaTelIbHOM
OpraHM3alMH.

«I"epO» (Trepb DHCKOM 00IaCTH WK TepaTTbINYECKUN 3HAK Topoaa DHCKA) JOIMyCKAeTCs
BOCIIPOM3BOMTH Ha CIEIYIOIUX OJlaHKaX:

e TIpHKa3a 00pa3oBaTEIbHON OpraHU3alNu;

e JIOKQJIbHOI'O HOPMATUBHOIO aKTa 00pa3oBaTeIbHON OpraHu3anuu (MoJoKeHue,
[paBuJIa, MOPSAAO0K, MHCTPYKLHUS, PETJIAMEHT U T.I1.);

e clyxeOHOro nuchbMa AUpeKTopa 00pa3oBaTesibHONM opranuzanuu. Vickirouenue —
BHYTPUOPraHU3AI[MOHHAS MIEPEIIHNCKA.

«OMOIeMy» 00pa30BaTeILHON OPraHU3aIluy JOMYCKACTCS BOCIIPOU3BOIUTE HA CIISTYIONTIX
OJIaHKaxX:

e CIyXeOHOro NUCbMa PyKOBOJUTENS CTPYKTYPHOTO OAPA3/IEIICHUS;
e IIPOTOKOJA KOJUJIETHAIIBHOTO OpraHa 00pa3oBaTeIbHON OpraHU3aI|H.

3. IIpaBuia opopmiieHUs1 JOKYMEHTOB
3.1. OcHoBHbIe TpeGoBaHus 110 0GOPMIIEHUIO JOKYMEHTOB

3.1.1. branku 10KyMeHTOB 00pa30BaTEIbHON OpraHu3aluy pa3padaThiBatOTCs B
COOTBETCTBUM ¢ TpeboBaHUsAMH, ycTaHOBIEeHHBIMU ['OCT P 7.0.97-2025 «Cucrema
CTaHAApTOB 110 HH(MOpPMAIUU, OUOTUOTEUHOMY U H3JATEIbCKOMY eny. OpraHu3alMoHHO-
pacriopsuTenabHas JOKyMeHTaus. TpedoBaHus K 0(hOpPMIIEHHUIO JOKYMEHTOBY (Jaee —
I'OCT P 7.0.97-2025).

OO0pazoBarenbHasi OpraHU3aIMH CO3/1aeT TOKYMEHTHI Ha OJIaHKaX CTaHIApTHBIX (hopMaToB
oymaru A4 (210 x 297 mm) unu AS (148 x 210 mm) 1160 B BUE SIEKTPOHHBIX JOKYMEHTOB
C cO0JII0/IEHNEM YCTaHOBJIEHHBIX HacTosmel MHcTpyknueit npasun opopmnenus. [pu
U3JIaHUM JOKYMEHTOB JBYMs WJIM 0OoJiee OpraHu3alisIMM UCTIoIb3yeTcs Oymara hopmaTa A4.

Kaxnpiit nuct qokymenTa, ohopMiIeHHBINH Kak Ha Oi1aHKe, Tak U 6e3 OJaHKa, T0JKEH UMETh
TOJISL:

20 MM — 5ieBoe (7151 TOKYMEHTOB €O CpoKoM xpaHeHust 1o 10 set, 30 MM — cBbIIIe
10 ner);

10 MM — mpaBoe;

20 MM — BEpXHeE€;

e 20 MM — HUXHEE.

3.1.2. Ilpy noAroToBKE JOKYMEHTOB JIOILyCTUMBI CIENYIOLINE TAPHUTYPBI U pa3Mepbl
upudToB:
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e Times New Roman (xernp 12—14 nr);
e Arial (kersip 12—-14 17);
e (Calibri (kerib 12—14 nT).

HIpudT B 10OKyMEHTE JOKEH OBITh €MHBIM MO pa3Mepy, 3a UCKIIYEHHEM 0COOCHHOCTEH,
MpeAyCMOTPEHHBIX MyHKTOM 3.1.3 Hactosmen MucTpykiuu.

3.1.3. [Ipu cocraBnenuu Tabnuil, a Takke pekBu3uTOB 08 «CripaBoYHbIC TaHHBIE 00
opram3anum» U 25 «OTMETKH 00 UCTIOTHUTENIE JOITYCKACTCS UCTIOIh30BaTh Pa3MEphI
mpudTa Ne 10-12.

3.1.4. TekcT mokyMeHTa reyaTaeTcs yepe3 1—1,5 MexcTpouHbIii HHTEpBaNI 0€3 MEPEeHOCOB.
Ecnun nocnenusis crpanuiia JOKyMEHTa COCTOMT MEHEE YeM M3 ISATU CTPOK, I0MyCKaeTCs
reyarath TEKCT Yepe3 MEHBIIHNI MEeKCTPOUHbII HHTEPBAIL.

Tekct JOKyMEeHTa BBIPABHUBAETCS 110 IIUPUHE JIUCTA (T10 TPAHUIIAM JICBOTO U IPABOTO TOJICH
JIOKYMEHTA).

AG3anHbIi OTCTYI TEKCTa TOKyMeHTa — 1,25 cMm.

3aroJI0BKM pa3zieNoB U M0pa3/esoB NeyaTatoTcs ¢ a03alHbIM OTCTYIIOM WM HEHTPUPYIOTCS
0e3 ab3aIHOro OTCTYNA IO MHpPUHE TeKcTa. IHTepBaI MEXy CIIOBaMH — OJMH ITPOOe.
NuTepBan mexry OyKBaMu B CII0BaX — OOBIUHBIH.

3aroyioBOK, COCTOSIIUN U3 HECKOJIBKMX CTPOK, II€YaTaeTCs Yepe3 OJJMH MEKCTPOUHBIN
uHTepBall. Touka B KOHIIE 3ar0J0BKA HE CTaBUTCS.

3.2. OdopmileHHEe PEKBU3UTOB JOKYMECHTOB
3.2.1. CocraBuTeJb JOKYMEHTA

HaumenoBanue oOpa3zoBaTeIbHOM OpraHU3aliy YKa3bIBAETCSI B TOUHOM COOTBETCTBUU
Cc ycTtaBoM oOpasoBarenbHOU opranu3zaiui. CokpalieHHOe HAMMEHOBaHUE TTOMEIAeTCs MO/
MOJTHBIM HAUMEHOBAaHUEM B CKOOKaX.

HaumeHnoBaHMe CTpyKTYpHOIO ITO/Ipa3/IeJIeHUs] UCIIOIb3yeTCs B OJaHKax MmuceM U OJaHKax
KOHKPETHBIX BUI0B JJOKYMEHTOB M YKa3bIBa€TCs O] IIOJHBIM U COKPALICHHBIM
HaMMEHOBAaHMUSIMH 00pa30BaTEIbHON OpraHU3aliH.

HanmenoBanmne JOJDKHOCTH JIMI]a HCIIOJB3YETCA B OnaHKax JOJIXKHOCTHBIX JIMI]

" pacnoJiaractcs nmoJ HamMEHOBAHUCM 06pa3OBaTCJIBHOI>'I OopraHu3anuu. HaumeHnoBanue
AOJIDKHOCTH JIMIIA YKAa3bIBA€CTCA B COOTBCTCTBHU C HAMMCHOBAHUEM, IIPUBCACHHBIM

B pacCliopAAUTCIbHOM JOKYMCHTC O HA3HAUYCHUHN HA NOJIKHOCTD.

3.2.2. CnpaBoyHble JaHHbIEe 00 00pa3oBaTe/IbHOI OPraHu3auuu
CrnpaBouHble JaHHBIE 00 00pa30BaTENbHOM OpraHu3aly yKa3bIBalOTCS Ha OJaHKaX MHUCEM

U BKJIIOYAIOT B ce0s: ajpec, Homep TenedoHa, (hakc, aapec AIeKTPOHHON MOYThI, CETEBOM
anpec, a takxke OKIIO, OI'PH, MHH u KIIIT o6pa3oBarenbHO opraHu3auu.
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3.2.3. HaumeHoBaHMe BUAA TOKYMEHTA

HaunmenoBanue Bua TOKYMEHTA, COCTaBICHHOTO 00pa30BaTeIbHON OpraHU3aIUeH, T0JDKHO
OBITh OIPEIETICHO YCTaBOM (TIOJI0XKEHUEM) U JIOJKHO COOTBETCTBOBATH HANMEHOBAHUSIM
BHJIOB JJOKyMEHTOB, nipeaycmotrpeHHbiM OKVY JI: akT, cipaBka, 3ammcka, CBOJIKa, OT3bIB,
MIPOTOKOJI, CIUCOK, U3BeIIeHHE U Jip. PacniopsauTenbHbie TOKYMEHTHI OpraHu3aluu
W3IAF0TCS CO CISAYIONTMMHU Ha3BaHUSMU: MPUKa3, <...>.

HaumenoBanue Bujia 1 pa3sHOBUAHOCTU JOKYMEHTA HE YKa3bIBaeTCs B MUchMax. Mecto
COCTaBJICHUS WJIM U3JaHHs IOKYMEHTA yKa3bIBaeTCs Ha OJIaHKaX JOKYMEHTOB
o0pa3oBaTeNbHON OpraHU3aIH, 33 UCKJIIOUeHHEM OJ1aHKOB nuceM. Ha3zBanue qokymeHTa
revyaTaercs NPONUCHBIMU OYKBaMU MOIYKUPHBIM IIPUPTOM.

3.2.4. laTta noKymeHTa

JlaToii TOKyMeHTa SBJISIETCS laTa €ro HOAMMCaHus (MM YTBEPXKICHUA); 11l TOKYMEHTA,
MIPUHUMAEMOT'0 KOJIJIETHaJIbHBIM OpraHoM (IPOTOKOJIa), — JAaTa ero 3acefaaHust (IPUHITHUS
peleHust), 11 akTa — JlaTa cOOBITUS, ISl JOKYMEHTa, TPEOYIOIIEro ero yTBepkKIAeHUs, —
J1aTa €r0 YTBEPKICHUS.

J1711 TOKYMEHTOB, COCTaBJICHHBIX OJTHOBPEMEHHO HECKOJIBbKUMHU OPraHU3aIUsIMU, 1aTOH
JIOKYMEHTA SIBJISIETCS ]aTa MOAIUCAHUS €r0 NOCJIEIHEN OpraHn3aluei.

Jlata noanucanus, yTBEp>K/I€HUS, COIVIACOBAHUS IOKYMEHTA, a TAKXKe J1aThl, COJIEPIKaIHECS
B TEKCTE, J10JKHBI 0()OPMIIATHCS LIUPPOBBIM CIIOCOOOM. DIEMEHTHI JaThl IPUBOSATCS
apaOckuMHu I(pamMy B OIHY CTPOKY B ITOCIIE0BATEIBHOCTH: I€Hb MeCAIa, MECSAL], TOJI.
Hanpumep: 14.06.2026.

3.2.5. PerncTpanOHHBINA HOMeEP JOKYMEHTA

Perucrpanmonnslii HoMmep — 1u@poBoe 1iu OykBeHHO-IM(poBOe 0603HAUEHHE,
MIpUCBaBaeMOe JOKYMEHTY IPH €ro0 perucTparyi.

Perucrpanus 10KyMeHTa IPOBOAUTCS MOCIIE €ro MOIUCAHNS WM YTBEPKACHUS.

Jlnist BHYTPEHHUX JOKYMEHTOB — IPUKA30B, IPOTOKOJIOB — 3TO MOPSIKOBBIA HOMED

B IIpeZieiaX KaJeHapHOTO TOa MO KaXKJI0MY BUAY HIIM Pa3HOBHIHOCTH IOKYMEHTOB.

B nmpukasax peructpalioHHBIH HOMEP MOKET JOMOJIHATHCSI OYKBEHHBIM HHAEKCOM,
0003HAYAIOIINM Pa3HOBUIHOCTH (HAIIpUMeEp: IPUKAa3 M0 OCHOBHOW JESTEITbHOCTH

ot 15.05.2026 Ne 253; npuka3 no nuuHomy coctary oT 10.01.2026 Ne 22 nc, nmpuxas

00 otmyckax ot 25.01.2026 Ne 4201, npuka3 no komanaupoBkaMm ot 25.01.2026 Ne 25k).
JII1st ICXOMINX TOKYMEHTOB PETHCTPAIIMOHHBIN HOMEP COCTOHT:

1) U3 IOPAAKOBOI'O HOMCPA B IMPEACIIaX MaCCHBa OTHpaBHHCMOﬁ KOPPECIIOHACHIINU ;

2) MHACKCA Acjia B COOTBETCTBUHU C HOMCHKJ'IE[TypOfI p1(SA) | O6pa30BaTeHLHOﬁ OopraHu3anuu.
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PeructpanuonHblii HOMep TOKyMEHTa, COCTaBJICHHOI'O COBMECTHO IBYMs U OoJee
OpraHu3alMsIMHU, COCTOUT U3 PErUCTPALIMOHHBIX HOMEPOB JIOKYMEHTOB KaXKJI0M U3 3TUX
OpraHu3alyii, MPOCTaBIsEMbIX Yepe3 KOCYIO YepTy B MOPSAKE YKa3aHUS aBTOPOB

B JIOKYMEHTE.

3.2.6. Ccpliika HA perucTPALMOHHBINA HOMeP M JaTy J0KYMEHTAa

Ccplika Ha perucTpallMOHHbIN HOMEp U J]aTy TOKYMEHTa BKIIIOYAeT B ce0s
PETUCTpaIOHHBIN HOMEpP M ATy JIOKyMEHTa, Ha KOTOPBIN JOJDKEH OBbITh 1aH oTBeT. Cchlika
Ha HOMEp U JaTy JIOKyMEHTa UCIOJIb3YeTCs IIPU O(OPMIIEHUH MTHUCEM, SBIISIOIINXCS
OTBETaMH Ha MOCTYNMBILIEE TUCHMO (3a1poc, NpockOy U 11p.). CBeieHUs B PEKBU3UT
MIEPEHOCATCS C MOCTYNUBIIETO JOKYMEHTA U COOTBETCTBYIOT PETrHCTPALIMOHHOMY HOMEPY

U JaTe NOCTYIUBLIETO JOKYMEHTA.

CchuiouHas OTMETKA IIPOCTABJISACTCS B JIeBOI yacTH OJIaHKa IHChMa oA p€KBU3UTOM «AaTa»
n ((peFI/ICTpaI_[I/IOHHHﬁ HOMCEPp JOKYMCHTA».

Hayim4ue 1aHHOTO pEeKBU3UTA UCKITFOYAET HEOOXOIMMOCTh YIIOMUHAHUS HOMEpa U IaThl
MMOCTYIUBIIETO JIOKYMEHTA B TEKCTE TUChMa, YTO OCBOOOKIACT TEKCT OT CIIPABOYHOM
nHpopMaIuu.

3.2.7. MecTo cocTaB/IeHUS] MJIH M3/1aHUS TOKYMEHTA

MecTto cocraBneHus (U3AaHus) JOKyMeHTa (I. DHCK) YKa3bIBaeTCs B JOKYMEHTaX,
M3rOTaBIMBAEMBIX Ha OJJaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB.

3.2.8. Aapecar

JIOKyMEHTBI aIpeCYIOT B OpraHbl BIIACTH, OPTaHNU3alUH, UX CTPYKTYPHBIE NIOIpa3/IeICHUs,
JOJDKHOCTHBIM WM (PU3UYECKUM JIUIAM.

[Ipu agpecoBanuyu JOKyMEHTa B OpraH BJIACTH, OPTaHU3AIMIO WU €€ CTPYKTYPHOE
nozApazzaenenue (0e3 ykazaHusi JOJKHOCTHOTO JIUIA) MX HAUMEHOBAHHUE TTHIITYT

B MMCHUTCIIbHOM IIaJCKC.

Hanpuwmep:

MunucrepceTBo nipocselenus PO

JlemapTaMeHT rocyAapCTBEHHOU MOTUTUKH
B c(hepe 3amuThHI IpaB AeTeH

[Ipu HanpaBiIEeHUH TOKYMEHTA JOJKHOCTHOMY JIMIY Ha3BaHUE OPraHU3AIUU

U €€ CTPYKTYPHOI'O MOJAPA3AECIeHUs YKa3bIBalOT B UMEHUTEIBHOM IAJIEkKe, a JOJKHOCTh

1 (hammnro ajpecata — B JaTeabHOM. VIHUITHANBI cTaBATCS mocie haMUITMy He3aBUCHMO
OT TOT0, KOMY aJIpeCOBaH JOKYMEHT — JOJKHOCTHOMY JIUITY UM (PH3UIECKOMY .

Hamnpumep:
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MunuctepcTBO 00pa3oBaHust DHCKOU
o0nactu

VYupasnenue nenamu

['maBHOMY cnienuanucTy

HBanosou N.1.

Wnu nazBanme opraHu3allvii BXOJUT B HANMCHOBAHUC TOJI>KHOCTH U O(l)OpMJ'IHCTCH
B JAaTCIIBHOM IIaJCXKEC

Pextopy unctutyTa

MBanosoit 1.1.

ITpu asipecoBaHUY JOKYMEHTA B HECKOJIBKO OJTHOPO/IHBIX OpraHU3allMil UX Ha3BaHHS CICIyeT
YKa3bIBaTh 0000IIEHHO.

Hampuwmep:

PykoBoaurensim o0pa3oBaTenbHbIX
opraHu3zarui oomiero oopasoBanus,
PYKOBOAUTEINSIM MPEINPUATUAN U
opranuzanui Munnpocsenienus Poccumn

JlomyckaeTcsi HEHTPUPOBATh KXY CTPOKY PEKBU3UTA «AJIpecaTy M0 OTHOUIEHUIO K CaMO
JUTMHHOW CTPOKE.

Hanpuwmep:

3aMecTHUTENI0 TUPEKTOpa MO yueOHOM
pabore MBOYVY "Arockas OOIL umenn
P.X . Karuposa"

Haceiposoii /1.H.

B cocTaB pekBH3UTa MOKET BXOJUTh MOYTOBBINA a/ipec. DJIEMEHTHI TOYTOBOTO aJpeca
YKa3bIBAIOTCA B MIOCJIEA0BATEIBHOCTH, YCTAaHOBIEHHOM [IpaBriiamu okasaHus yciyr
IMOYTOBOM CBSI3H.

[Ipu agpecoBaHuu MucbMa B OPraHU3alMIi0 YKa3bIBAlOT €€ HAMMEHOBAHUE, 3aTEM II0UYTOBBIN

agpec.
Hanpuwmep:
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Penakums xypnaina

«Y1paBiieHHE HaYaJIbHON IIKOJION»
MockoBckuit mipocrt., A. 6,

r. 9HCck, 101856

A,leeC HC MPOCTABIACTCA HAa JOKYMCHTAX, HAIIPABIACMbBIX B IIPABUTCIILCTBCHHBIC
YUPCKACHUA U ITIOCTOSAHHBIM KOPPECIIOHACHTAM, B OTHUX ClIydasdX MOI'YyT IIPUMCHATHCA
KOHBCPTHI € 3apaHCC HAllCHAaTAHHBIMU aJIpCCaMU.

[Ipu agpecoBanuu fO0KyMeHTa (PU3NUECKOMY JIMIY HEOOXOAUMO YKa3bIBaTh (PaMUITUIO,
WHUIMAJIbI, 3aT€M IIOYTOBBIN aJIpec.

Hanpumep:

HBanosy U.U.

Uepnsbiesckas yi., 1.100, kB. 100,
r. DHCK, DHCKas obnacth, 101856

JIOKYMEHT He JI0JIKEH coepkaThb 00Jiee UEThIPEX aJlpecaToB, KX bl 3K3EMIUISIP TAKOTO
JOKYMEHTa J0JKeH ObITh noanucad. CrnoBo «Konusy nepen BTOpbIM, TPETHUM, YETBEPTHIM
ajzipecaTaMM HE yKa3bIBalOT.

HpI/I HaIllpaBJICHUU JOKYMCHTA Ooltee ueM B YCTBIPE aaApeca COCTABIACTCA CIIMCOK
Ha pacCbLIKY, 4 Ha KAXKIAO0M JOKYMCHTC MMPOCTABJIACTCA TOJIBKO OJUH aJApeC.

3.2.9. I'pud yrBep:xkaeHUs JOKYMEHTA

YTBepkaeHNe TOKyMEHTa IPOU3BOIUTCS MPOCTABIEHUEM Iprda YTBEPXKICHUS WIN
U3JITaHUEM PaCIOPSIIUTENIBHOTO JOKYMEHTa (B TeX CIIydasix, Korjaa TpeOyroTcs
JIOTIOJTHUTENbHBIE TIPEIUCAHUS U Pa3bsICHEHHUS).

I[OKYMGHTI)I YTBCPIKAAOTCA PYKOBOAUTCIIEM O6pa30BaTeHLHOﬁ OpraHu3anuvu,
BBIICCTOAIMMHU UIIN MC)KBCIOMCTBCHHBIMU OpraHaMu, OpraHu3aliisiMu, B KOMIICTCHIIUIO
KOTOPLBIX BXOOUT PCUHICHUE BOIIPOCOB, U3JIOKCHHBIX B YTBCPKAACMBIX JOKYMCHTAX.

ITonoxeHus, npaBuia, MOPSAKH, TOJKHOCTHBIE HHCTPYKIIMH, UHCTPYKIIUU, PACIIMCAHUS
3aHSATUN YPOKOB, BHEYPOUHOU JESATENbHOCTH, JOMOJHUTEIHHOIO 00pa3oBaHus  JIp.
MOJUIeXkKAT YTBEPXKICHUIO PYKOBOIUTENIEM 00pa30BaTeIbHOM OpraHu3aluy U MpruoopeTaoT
FOPUINYECKYIO CHITY TOJIBKO C MOMEHTA UX YTBEPKICHHUS.

I'pud yrBepxkaeHus momemaercs B IpaBoOM BEPXHEM YIIIy IEPBOIO JIMCTa JOKYMEHTa,
cocrout u3 cioBa Y TBEPKJIAIO (6e3 kaBbIuek), MMOJTHOTO HAMMEHOBAHUS JOJKHOCTH JIMIIA,
YTBEPKIAIOIIETO JOKYMEHT, €ro JIMYHOU MOAIKCH, €€ paciin@poBKy (MHUIIMAJIOB, (haMUITHH)
u aatel yrBepxkaeHus. Cnoso YTBEPKJIEHO nonyckaercst cornacoBbIBaTh ¢
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HauMEHOBaHHEM Buaa yrBepkaaemoro gokymenTa (Y TBEPXK/IEHA, YTBEPXIEHbBI nnu
YTBEPXJEHO).

Hanpumep:

YTBEPXKJIALIO

Hupexrop MBOY "Arockast OOIL nmenn
P.X.Karuposa"

noanuch @.X. @appaxoBa

15.06.2026

Honyckaercs B pekBu3ute «I'pud yTBepKIeHHU JOKYMEHTa» LIEHTPUPOBATh 3JIEMEHTHI
OTHOCHUTEJIBHO CaMOW JUIMHHOM CTPOKH.

Hamnpumep:

YTBEPXKJIAIO

Hupexkrop MBOY "Arockast OOIL nmenun
P.X.Karuposa"

noanuch @.X. @appaxoBa

15.06.2026

HpI/I YTBCPKACHHUU JOKYMCHTA HCCKOJIbBKUMU JOJLDKHOCTHBIMU JIMIIAMHU UX MMOATINCHU
pacnojrararoT Ha OJHOM YPOBHC.

[Ipu yTBepKaIeHUH TOKyMEHTa IOCTAaHOBJICHUEM, PELICHUEM, TPUKA30M, IPOTOKOJIOM I'pud
yTBepxkAcHUs cocTouT u3 ciosa Y TBEPXX/[EHO, HanmMeHOBaHUs yTBEPKAAIOIIETO
JIOKyMEHTA B TBOPUTEIIBHOM IaJI€XKE, €r0 1aThl, HOMEpA.

Hanpuwmep:

YTBEPXJIEH
IIpOTOKOJIOM METOAMYECKOTO COBETA
15.06.2026 Ne 32

HIJIN

YTBEPKAEHO

npukazoM MBOYVY "Arockas OOl umenn
P.X.Karuposa"

15.06.2026 Ne 32

Braocuth kakue-mn6o u3MeHeHUs U T0OABJICHHS B TIOIMMUCAHHBIC (YTBEPKICHHBIE)
JOKYMEHTHI 0€3 pa3pelieHus JIuiia, TOIMUCABIIET0 JOKYMEHT, He TOMYyCKaeTCsl.
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OTBETCTBEHHOCTH 32 KQUeCTBO MMOATOTOBKN JOKYMCHTOB U JOCTOBEPHOCTDb COACPIKAIINUXCA
B HUX JAaHHBIX BO3JIara€TcCsd Ha Jinla, HIOATOTOBUBIIHNEC, 3aBU3UPOBABIINEC U IMOAIIUCABIINC
JOKYMCHTEI.

3.2.10. 3aro/10BOK K TEKCTYy

3aroJIoBOK K TEKCTY BKJIFOYAET B c€0s KPaTKOE COJAEPKAHUE TOKYMEHTA, €0 OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3arojoBok (gopmynupyertcs ¢ npeaigorom «O» («O0») u oTBeyaeT
Ha BOIIPOC «O yeM?»:

e TmpuKa3 (0 4em?) 0 CO3JaHUU aTTECTAIMOHHOW KOMHUCCHH;
e mpuka3 (0 ueM?) 00 yTBEp)K/IEHUU IITaTHOTO PaCIHCAHUS;
e THCHMO (0 4em?) O PeIOCTaBICHUU HHPOPMAITUH.

3aroJIoBOK COCTaBJISIET HCIOIHUTENb JOKYMEHTA. 3ar0JIOBOK K TEKCTY 0(hOPMIISETCS 110
PEKBH3UTAaMH OJIaHKa ClIeBa, OT TPAHUIIBI JIEBOTO 1moJisi. Eciu TekeT nokymeHTa

HE TPEBBIIIAET YETHIPEX-IISITH CTPOK UM 0opmMiieH Ha OiaHke Gopmara AS, 3arosioBoK
MOYHO HE YKa3bIBaTh.

3aroJj0BOK JJOKYMEHTA 3alMChIBAETCS MIPU €TI0 PETUCTPAIIMUA B COOTBETCTBYIOIINE
perucTpanroHHbie GOpMbI: KapTOUKY, 0a3y JaHHBIX.

3.2.11. TekcT 10KYMeHTA

TekCT JOKyMEHTa COCTABIISIETCS HA PYCCKOM SI3bIKE KaK rocyaapcTBEHHOM si3bike PD. Tekcr
JIOKYMEHTA U3JIaraeTcsi pyCCKUM JINTEPATYPHBIM SI3bIKOM C Y4€TOM OCOOEHHOCTE!
opUIIMaTHLHO-IETOBOTO CTHJISI, BUIA IOKYMEHTA U €r0 Ha3HAUYCHUSI B YIIPABICHYECKON
nesitenbHocTH. CoiepKaHue TOKyMEHTa JOJHKHO OBITh U3JI0KEHO KPATKO, TOTUYHO, TOYHO
U SICHO.

TekcTbl JOKYMEHTOB M3J1araroTCs:

OT 1-ro nuIa €eTMHCTBEHHOTO YKMCIa B JOKYMEHTax (IpUKa3 u T. J.) PyKOBOJAUTENS
00pa3oBaTeNbHON OpraHU3aIly, AEHCTBYIONIEr0 Ha IPUHIUIAX eJMHOHAYANINS, a TAaKXKe
JOKYMEHTaX, a[p€COBAHHBIX PYKOBOJICTBY OpraHM3ali: IPUKA3bIBAL0... [IOJTOTOBUTH
U IIPEJCTaBUTh Ha PACCMOTPEHUE; MTPOITY PACCMOTPETH

BOIIPOC 00 YCTAHOBJIEHUU JIbITOTHBIX TapU(OB...;

3-ro nMua €JMHCTBEHHOIO YKCIIA B JOKYMEHTAaX KOJUIETHAJIBHBIX OPraHOB: KOMUCCHS
pemmia...; O6pa3oBarebHas OpraHU3alus HE CYUTACT BO3ZMOKHBIM...;

1-ro JIMIa MHOKECTBCHHOI'O YKUCJjia B COBMCCTHBIX NTOKYMCHTAX: IMMPOCHUM NPEACTaBUTH
AAHHBIC O...; IPEACTABJISICM HAa paCCMOTPCHUC U YTBCPKACHUC...

3-ro n1MIa MHO>KECTBEHHOTO YKCia B MPOTOKOJIAX: CIYIIAIHN, BBICTYIIHIIHU, IOCTAHOBUIIY,
peIInIn.

B moxymeHTax, yCTaHAaBIMBAIOIIMX MPaBa U 00S3aHHOCTH OpPraHU3alliH, €€ CTPYKTYPHBIX
noApa3aesieHui (TTOJI0KEHNEe, MHCTPYKITHS ), a TAK)KE COJEPIKAIINX OMHCAHUE, OLICHKY
(hakTOB WM BBIBOJBI (KT, CIIPABKa), UCMONB3YyeTCs (hopMa U3JIOKEHUS TEKCTa OT TPETHETO
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JUIA €IMHCTBEHHOTO UM MHOXECTBEHHOT'O YHCIIA (0T OCYLIECTBISIET (DYHKLINUNY,
«B COCTaB OOBEIMHEHUS BXOJISTY, «KKOMHUCCHS YCTAHOBUJIAY).

B tekcte AOKYMCHTA, IOATOTOBJICHHOI'O HAa OCHOBAHUHW 3aKOHOJATCIIbHBIX, HHBIX
HOPMATUBHBIX ITPABOBBIX aKTOB, U3IAHHBIX OpraHaMu BJIACTHU, JOKYMCHTOB, paHEC U3aHHBIX
OpraHoM BJIACTH, YKA3bIBACTCA HAMMCHOBAHUC BUJa JOKYMCHTA, HAMMCHOBAHUC OpraHa,
HU3JaBIICTO JOKYMCHT, JaTa IPUHATHUA UIIN YTBEPKACHUA JOKYMCHTA, €TI0 peFI/ICTpaHI/IOHHHﬁ
HOMCP, a TAKIKC 3aroJIOBOK K TCKCTY WJIM HAMMCHOBAHUEC BUJd JOKYMCHTA, HAIIPUMCP:

«B cooTBercTBUHM ¢ mocTtaHoBieHueM [IpaBurenbcTBa oT 13.08.1997 Ne 1009
«O06 ytBepxaenuu [IpaBuil mOArOTOBKM HOPMATUBHBIX IIPABOBBIX aKTOB (eAepaATbHBIX
OpPraHOB UCIOJHUTENILHOM BJIACTU U X TOCYIaPCTBEHHOMN pEerucTpaiumny;

«B cootBercTBuH ¢ [10510’k€HNIEM O ITOCTOSHHO IEHCTBYIOIIEH SKCIIEPTHON KOMUCCUU
YUpPEKIACHUS, OpraHU3alMH, IPEIIPUATUS, YTBEPKIACHHBIM IIpuKazoM Pocapxusa

oT 11.04.2018 Ne 43y,

Ecau Texct COACPIKHUT HCCKOJIBKO HOpy‘IGHHﬁ, pemeHI/Iﬁ, BBIBOJOB, B TCKCTC BBIACIIAKOTCSA
pasaciibl, moApa3acibl, ITYHKTHI, IIOAITYHKTBI.

B tekct AOKYMCHTAa MOT'YT BKJIFOUATbCA Q)parMeHTBI, O(I)OpMJICHHBIe B BUJC Ta6J'II/II_[bI U
AHKCTHEI.

Crpanuibl TEKCTa HyMEPYIOTCS apaOCKUMU U(ppamMu IOCEPETUHE BEPXHETO MOJIS.
B nucemax ucnonp3ytoT ciaenyromue GopMbl U3JI0KEHUS:
e OT MEPBOTO JINI[A MHOXKECTBEHHOT'O YHUCIIA («IIPOCUM HANpaBUTbhy», «HAMIPABIIIEM
Ha pacCMOTPEHHEN);
e TIEPBOTIO JIMIA €TUHCTBEHHOTO YHCa («CUUTAI0 HEOOXOIMMBIMY, IIPOLITY
BBIJIETIUTDHY);
e TpEThero Jimna equHcTBeHHoro yncna («O0 He Bo3paxaeT», «OO cuntaer
BO3MOJKHBIMY).

3.2.12. OT™MeTKa 0 NPUJIOKEHU U

Ecnu nokyMeHT uMeeT NpUIoKeHHsI, Ha3BaHHbBIE B TEKCTE, TO OTMETKA O HUX 0(OpMIIsSeTCs
o cienytomei hopme:

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

Ecmm IMPHUIIOKCHUSA B TCKCTC HE HA3BAHbI, TO HGO6X0}II/IMO NEPCUHUCIINTD UX HAa3BaHUA,
KOJIMYCCTBO JIMCTOB U 3K3CMIUIAPOB KAXKIOTO.

[Tpu HATMYKMKM HECKOJIBKUX MPUIIOKEHUH OHU HYMEPYIOTCS:

IIpunoxxenus: 1. lllTaTHOE pacnucaHue... Ha 4 1. B 3 3K3.
2. Cmera pacxo/loB... Ha 4 1. B 3 3K3.
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Ecmu IIPHUIIOXKCHUA C6pOH_II-OpOBaHBI, KOJIMYCCTBO JIUCTOB HEC YKA3bIBACTC.

Ecnu k JOKyMEHTY Mpujiaraercst Ipyroi TOKYMEHT, TaK)Ke UMEIOIININ MPUI0KEHUE, OTMETKY
0 HaJIMYWU TPHIIOKEHUS OPOPMIISFOT CIIEAYIONUM 00pa3oM:

[Tpunoxenue: mucbmo PocapxuBa ot 05.06.2003 Ne 02-6/172 u npunokeHHe K HEMY, BCETO
Ha 3 1.

Ecnu npunosxenuem siBisieTcss 000COOICHHBIN AIEKTPOHHBIA HOCUTENb (KOMITAKT-IHCK, Usb-
(nen-HakonuTeNb U Ap.), OTMETKY O HAIMYUU IPUIIOKEHUS ODOPMIISIOT ClIeIyOLUM
obpa3zom:

[Ipunoxenue: CD B 1 3k3.

HpI/I 3TOM Ha BKJIAJBIIIC (KOHBepTC), B KOTOpHﬁ NMOMEIACTCA HOCUTCJIb, YKAa3bIBAOTCS
HaNMMCHOBAHUSA JOKYMCHTOB, 3alITMCAHHBIX Ha HOCUTCJIb, UMCHA (1)3.1\;IJIOB.

HpI/IJIO)KeHI/ISI JOJIKHBI O(bOpMJISITBCH Ha CTaHAAPTHBIX JIUCTaX U UMCTb BCC HCO6XOILI/IMI)IC
AJIsL JOKYMCHTOB PCKBHU3UTHI (HaI/IMeHOBaHI/Ie, 3aroJIoOBOK, I10AIIMCHU pYKOBO,HHTeHeﬁ
HO[[pBBI[GJIGHHﬁ, OTBCTCTBCHHBIX 3a UX COACPIKAHHUEC, OTMETKY O COrJlaCOBaHUU U T. ZI.).

Ha npunosxeHnu K pacriopsiAMTEIbHOMY JOKYMEHTY B IIPABOM BEPXHEM YIJIy CTaBUTCS
OTMETKA C YKa3aHUEM Ha3BAHUSA PACIOPALUTEIBHOIO JOKYMEHTA, €ro JaThl
U PETHUCTPALIMOHHOTO HOMEDA.

Hamnpumep:

[Ipunoxenne Ne 2

k npukazy MBbOVY "Arockas OO umenn
P.X.Karuposa"

otT 15.06.2026 Ne 11

HaumeHnoBanue BuJ1a JOKyMeHTa — MPUIIOKEHUS (IIEPBOE CIOBO 3ar0JI0BKa MPUIOKEHHS)
BBIJIEJII€TCS IPONUCHBIMU OyKBamHu, noy>kupHbeiM mpudTom (IIOJIOXKEHUE, ITEPEYEHD,
CIIMCOK u T. nn.).

Honyckaercs Boipaxenue «[IPUJIOKEHUE Ne» neyarats nponucHbIMU OyKBaMH, a TaKKe
LIEHTPUPOBATh 3TO BBIPAKEHHUE, HANMEHOBAHUE JIOKYMEHTA, €ro JaTy U PEruCTPallMOHHbIN
HOMEDP OTHOCUTENBHO CaMOM JUIMHHOW CTPOKHU.

Hamnpumep:

[Tpunoxenne Ne |
k npukazy MBbOVY "Arockas OO umenn
P.X.Karuposa"
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ot 05.06.2026 Ne 145

3.2.13. I'pud corsiacoBaHusl JOKyMEHTAa
BHeninee cornmacoBanue opopMIIsIETCS COOTBETCTBYIOIINUM TPHQPOM.

I'pud cornacoBanus cocrout u3 cioBa COI'JIACOBAHO (6e3 kaBbIuek), JOHKHOCTH JINIIA,
KOTOPBIM COTJIACOBaH JIOKYMEHT (BKJIFOYAsi HAMMEHOBAHHE OPraHU3alliH ), €ro
COGCTBCHHOpy‘IHOﬁ noanucCu, MHUIKaJIoB, q)aMI/IJ'II/H/I, JaThl COTJIaCOBaHUA.

Cnoso COT'JIACOBAHO nonyckaercsi cOrjiacoBbIBaTh ¢ HAMMEHOBAHMEM BHUA JIOKYMEHTA:

e MHucrpykuus - COI'JTACOBAHA
e Permament - COI'JTACOBAH
e Jlonoxenue - COI'JTACOBAHO

Hampuwmep:

COI''TACOBAHO

3aMecTuTeNb HaYaJIbHUKA YIIPABICHUS
oOpa3oBaHusI DHCKOW 00JIaCTH
noanuch A.W. IlerpoB

11.07.2026

Ecnu cornacoBanue mpoBOAUTCS € KOJIJIETHAIbHBIM OPTaHOM WIJIH MTOCPEICTBOM MUCHMA,
TO Tpu( coracoBanusi oPoOPMIISETCS CIETYIONUM 00pa3oM:

Hamnpumep:

COI'JIACOBAHO

IIegarormyeckum coBetom MBOY "Arockas
OOl umenn P.X.Karuposa"

(mpotokon ot 29.03.2026 Ne 1)

I'puds! cormacoBaHust MOTYT PaclolaraTtbCsi Ha OTJEIBHOM JIUCTE COTTIACOBaHMS, €CIIU
COJIep’KaHuE IOKYMEHTA 3aTparuBacT MHTEPECH HECKOJIBKUX opraHu3anuii. Ha noxymente
JenaeTcss oTMeTKa «JIMCT cormacoBaHusl IPUIIAraeTCs.

Breminee coriiacoBanue B 3aBUCUMOCTU OT COJIEPKaHUs JOKYMEHTa OCYIIECTBIISIETCS
B CJIEIYIOIIECH OUYEePETHOCTH
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e CO CTOPOHHUMH OPTaHH3AIUSIMH, KOT/Ia OHU BBICTYIIAIOT 0053aTeIILHONW CTOPOHOM
B IIPaBOOTHOIICHHUSX, BO3HUKAIOIINX BCIEICTBUE U3/IaHUS JOKYMEHTA, WK KOT/Aa
COJIepKaHUe JIOKyMEHTA 3aTParuBaeT UX UHTEPECHI;

e 00IIECTBEHHBIMU OPTraHU3AIMSIMUA — B CIy4asiX HEOOXOJUMOCTH WIH B CIIydasX,
IPEYCMOTPEHHBIX TOJIOKEHUSIMHI 00 STHX OpraHU3aIlusiX;

e OpraHamMu, OCYUIECTBIISIFOIIMMH IOCYAapCTBEHHBIN HA/IBEOMCTBEHHBIH KOHTPOJIb
(Ham3o0p) B ompeieIeHHOM 001acTH (9KOJIOTHUSCKHM, TOYKAPHBIN U T. 11.);

e BBIIIECTOSANIMMYU OPTaHU3AUSAMHI — B CITy4asiX, KOT/1a 3aKOHOJATEIILCTBOM
npeyCcMaTpUBacTCsl BO3SMOXXHOCTh COBEPIIICHUS YITPABICHUECKUX JICHCTBUI
TOJIBKO C Pa3pelleHUs dTUX OpraHU3aliin.

3.2.14. Bu3a coryiacopaHusi JOKyMeHTa

Bu3bl cornacoBaHus TOKyMEHTa — PEKBU3HT JOKYMEHTA, YKA3bIBAIOIIUI Ha COTJIACHE WU
HEecoTJIacue JOHKHOCTHOTO JIUIa 00pa30BaTeIbHON OpTaHU3AI|H C COJICP)KAHUEM MTPOSKTa
JIOKYMEHTa (J1ajiee — BH3a).

Bu3sa BritoyaeT JOKHOCTD JIUIA, BU3UPYIOLIETO JOKYMEHT, IOAINUCH, PaCIIU(pPOBKY
MOANUCH (MHULIKMAJBL, (PaMIIINIO) U AaTy BU3UPOBAHUS.

Hamnpumep:

3amecTUTENb IUPEKTOPA IO BOCIIUTATEIbHON paboTe
Haceiposa J.H.Haceiposa
10.10.2026

OdopmiierHas TakuMm 00pa3oM BU3a 03HAYAET COTIIACKE JOKHOCTHOTO JIUIIA
C cofiepKaHUEM JIOKyMEHTA.

[Tpu Hanmuuu 3amedaHuit o TOKYMEHTY BU3Y OOPMIISIOT CIETYIOITUM 00pa3oM:

3amMeuaHus IPUIIAraoTCs

3aMecTHTeNb TUPEKTOpa M0 BOCIIUTATEIbHOI paboTe
Haceiposa JI.H.Haceiposa

10.10.2026

HOKYMGHT BU3HPYECTCA UCITIOJTHUTEIIEM U 3aMHTEPECOBAHHBIMU B TOKYMCHTC JOJIKHOCTHBIMHA
JIMaMu, pyKOBOJUTCIICM 06pa3OBaTCJIBHOI>'I OopraHu3anuu.

3aMevaHus JOJKHBI ObITh MPEICTABICHBI HA OTJEIHOM JINCTE, KOTOPBII MOANUCHIBAIOT,
JATUPYIOT U MPUJIATArOT K JOKYMEHTY.
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Ha noxymenTe, moATMHHUK KOTOPOTO OCTaeTcs B 00pa30BaTeIbHON OpraHU3aliy, BU3bI
MIPOCTABJISIOT B HIDKHEH 4acTH 000POTHON CTOPOHBI MOCIIETHETO JINCTA TIOTHHHUKA
JIOKYMEHTA.

Ha JAOKYMCHTC, IIOJJIMHHUK KOTOPOT'O OTIIPABJIAKOT U3 OpraHu3aliiv, BU3bI IIPOCTABJIAIOT
B HIDKHEH 4acTH JIMLIEBOM CTOPOHBI BTOPOT'O 3K3CMILIApa OTIIPABIIACMOI0 JOKYMCHTA.

Bo3mosxnHo 0(1)OpMJ'IeHI/IC BHU3 JOKYMCHTA Ha OTACJIBHOM JIUCTE COIJIaCOBaHUs. Z[OHYCKaCTCH
MOJIMCTHOC BU3UPOBAHUC JOKYMCHTA U CI'0 IIPHUJIOKCHUS.

Eciu B Mponecce BUSUPOBAHUA B IIPOCKT JOKYMCHTA BHOCATCA CYIIECCTBCHHBIC U3MCHCHU,
OH IMOAJICIKHUT ITIOBTOPHOMY BU3HUPOBAHHIO. HOBTOpHOC BHU3UPOBAHUC HC Tpe6yeTc>1, €CJIu IIpu
;[opa60TKe B IIPOCKT JOKYMCHTA BHCCCHBI YTOYHCHUS, HC MCHAIOIIUEC €TI0 CYyTH.

3.2.15. Hoanuch

JIOKyMEeHTBI, HarpasisieMble 00pa30BaTeIbHON OpraHU3alel B BBILECTOSIUE OPraHbl
yIpaBJIEHUs, OJNUCHIBAIOTCS PYKOBOJUTENIEM 00pa30BaTebHON OpraHu3aluu, ero
3aMEeCTHUTENIEM 10 HOPYUYEHUIO PYKOBOJIUTENS 00pa3oBaTeIbHON OpraHu3alun

10 COOTBETCTBYIOLIUM HAIIPaBICHUSIM.

B coctaB pexBusuta «I[loanuce» BXOAAT: HAUMEHOBAHUE JTOJDKHOCTH JIMIIA, TIOIITHACABIIIETO
JOKYMEHT (TI0JIHOE, C YKa3aHUEM Ha3BaHUsl OPTaHU3aIMH, €CIIU JIOKYyMEHT 0(OopMIICH

He Ha OJlaHKe, U COKpAIlEHHOE — Ha JIOKyMEHTe, 0(OPMIICHHOM Ha OJIaHKe); THYHAs
MOANKCH; paciu(poBKa NOANMUCH (MHALIUAIIBI, (paMuITHS).

Hanpuwmep:

3aMecTUTENb TUPEKTOpA JInynas monmnuck J.H.Haceiposa
10 BOCIIUTATEILHOU padboTe

B AOKYMCHTAax, MOATrOTOBJICHHBIX KOMI/ICCI/ICI\/’I, YKa3bIBAOTCA HEC JOJPKHOCTU MOAINNCABIINX
JINII, a UX 0053aHHOCTH B COCTaBE KOMUCCHHU.

Hamnpumep:
MpeacenaTellb KOMUCCUU JInuHas noanuck N.0. Gamunus
YJIeHbl KOMUCCUH JInuHas moammcey N.0. Gammms

JIngHas noanuch N.0. ®amunusa

HpI/I noArnmruCaHuM JOKYMEHTA HECKOJIbKMMHU OOJIDKHOCTHBIMH JIMIIAMHA UX IMMOAIIUCHU
pacnoJjiararoT OaAHy 1oz ,I[pyTOﬁ B MMOCJICA0BATCIBHOCTH, COOTBCTCTByIOIJ_[CI\/'I 3aHUMAaeMou

JOJIDKHOCTH.
Hamnpumep:
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Jupekrop JInynas noanuck N.0. ®amunus

3amecTuTeNnb AUPEKTOpa JInunas noanuce N.0. Gamunus

HpI/I noANUCaHuM JOKYMCHTA HCCKOJIbKUMU JIMLIAMU paBHBIX IIOH)KHOCTGI\/JI, X IIoAIMnCHU
pacmojiararorT Ha OJHOM YPOBHE.

Hanpuwmep:

3aMecTUTENb IUPEKTOPA 110 3amecTUTENb IUPEKTOPA 110
aIMUHUCTPATUBHO-XO03SIICTBEHHOM y4eOHO-BOCIIUTATEIHFHOM paboTe

pabote

JIMYHAs IOANHCH HN.0. damunus JIMYHAas IOAIHNCH N.0. Gamunusa

Ecnu nomxaocTHOE JIMIO, MOANMKUCH KOTOPOI'O 3aroToBJICHA HA IIPOCKTC NOKYMCHTA,
OTCYTCTBYCT, TO JOKYMCHT JOJI’KCH IMOANNCHIBATHCSA JIMLIOM, HUCITIOJIHAOIIUM €TO
O6$I3aHHOCTI/I, MK €ro 3aMECTUTCIICM.

He A0IMYCKACTCA MOANINCAaHNUE JOKYMCHTOB C IIPCAJIOTOM «3a» WUJIU IMPOCTABJICHUC KOCOM
YCpThI IIEPCA HAMMCHOBAHUEM NOJIZKHOCTH.

3.2.16. OT™MeTKa 00 3JIeKTPOHHOM MOANMCH

OTtmeTka 00 3JIEKTPOHHOM MOITUCH UCITOJIB3YETCs TIPH BH3YaTU3alliH JICKTPOHHON
MOAMNKCH Ha ToKyMeHTe OTMEeTKa MOATBEPKIAeT TO, UTO JIEKTPOHHAS MOANUCH ObLTa BepHa
Ha MOMEHT BKJIFOUEeHHS JokyMeHTa B CO/I.

OTMeTKy 00 3JIEKTPOHHOM MOMUCH HEOOXOAMMO pacmoiaraTh ¢ COOTIOICHUEM CIIETYFOIINX
TpeOoBaHUI:

e MECTO pa3MelIeHUsI OTMETKH 00 3JEKTPOHHON MOJIMHUCH J0JKHO COOTBETCTBOBATh
MeCTy pa3MeIlleH!s] COOCTBEHHOPYYHOI MOAMUCH B aHAIOTUYHOM JJOKYMEHTE Ha
OyMa)KHOM HOCHTETIE;

e 3JIEMEHTHI OTMETKH 00 JIEKTPOHHON MOMMCHU J0JIKHBI ObITh BUAUMBIMU U
YUTAEMBIMH TIPU OTOOPAKEHUHU JJOKYMEHTA B HATYypaJIbHOM pa3Mepe;

e 3JIEMEHTHI OTMETKH 00 JIEKTPOHHON MOJMMCU HE JOJKHBI HEPEKPBIBATHCS UIH
HAaKJIabIBaThCA IPYT Ha Ipyra;

e 3JIEMEHTHI OTMETKH 00 JIEKTPOHHON MOJMHUCH HE JOJKHBI IEPEKPBIBATh 3JIEMEHTHI
TEKCTa JOKYMCHTA U APYIruc pCKBU3UTHI JOKYMCHTA.

OtMmeTKy 00 371eKTpOHHOU MoANUCcH (OPMUPYIOT U BU3YATH3UPYIOT IPOrpaMMHBIMU
cpeactBaMu. OTMETKa 00 HJIEKTPOHHON TOIMMCH MOXKET:

e BKJIIOYATh U300pakeHUE SMOJIEMBbI 00pa30BaTEIbLHON OPraHU3aIMH — TOJIBKO TS
OTMETKH 00 YCHJIEHHOM KBaTU(PHUIMPOBAHHON U YCUIICHHON
HEKBATU(HUITUPOBAHHOM JIEKTPOHHOM TOJIIHCH;
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e CO/IEp)KaTh METKY JOBEPCHHOI'O BPEMEHH, KOTOPasi 0TOOpaxkaeT HH(POPMAIIHIO O
AaTe U BpCMCHU MOAIMUCAHUA JICKTPOHHOI'O JOKYMCHTA BHCKTPOHHOﬁ IIOAIIMUCHIO.
MerTka pacronaraercsi HUKe OCTAIbHBIX SJIEMEHTOB JICKTPOHHOM HOAIHCH.
Buemnuit BUO MECTKH HOJIZKCH OBITE HIACHTHUYCH APYTUM 3JICMCHTAM IMOAIINCH.

o JlaTy HY»KHO BOCIIPOU3BOAUTH apaOCKUMHU LU(ppaMH, pa3aeIeHHBIMU TOYKOIL:
18.08.2025. Bpems — apabckumu 1iudpamu, pasaeaeHHbIMA qBoeToureM: 15:20.

OtMeTKa 00 ycHJIeHHOH KBAJIM(PUIMPOBAHHON M YCHIEHHOH HeKBATH(UIMPOBAHHOM
3J1eKTPOHHOM NMOANMCH BKJIOYaeT ppa3y «J{oKyMEHT MOANUCAH 31EKTPOHHOU MOIHCHION,
HOMEp cepTu(UKaTa KIItoya 3JIEKTPOHHOM MOMMUCH (7151 YCHIIEHHON HEKBaJIU(UIIMPOBAHHOM
MOAMKCH — MPU HATMYUU cepTU(UKaTa), pamMIIHio, UMs, OTYECTBO (TP HATUIHH )
BJIaJIeNblIa cepTH(HKaTa, CPOK JIEHCTBUA cepTU(HUKATA KIF0YA HIEKTPOHHON MOIIHCH.

Hpumep [Tpumep (¢ METKO# TOBEpEHHOTO
BPEMEHM )
- 0 . JOKVMEHT HOJIHCAH
3JIEKTPOHHOI MO IIHACBIO O OKYMEHT mOTmHCAE

/IEKTPOHHOH MOIMACHIO
caT 3 Fof il S Zr3IR40210ud jciald

Cepruduxar 398ufcf jksawwSr38402jcuisasjciajhe Cepmadpurar 398ufcf jksaww 813 8402jcuisasjciajhc

BHMEHEH- HEIpDBa Awnactacua HBEHOBH&_ Buraneneu [letpora Anacracua Heanoesa

Heficteutenen ¢ 01.09.2025 mo 31.08.2027 TetictenTenes ¢ 01.09.2025 mo 31.08.2027

\ j Jara u epema moamumcanea 10.11.2025 14:15

OTMeTKa 0 MPOCTOH FIEKTPOHHOI MOANMCH BKIItoUaeT Ppasy «JJokymMeHT moanucan
MIPOCTOM AIEKTPOHHOU MOAMUCKHIO», PaMUIINIO, UMS, OTYECTBO (MPU HAIMYHMH ) BIAJAENbIa
MIOAMKCH, B CKOOKaX HAMMEHOBAHUE CTPYKTYPHOTO TOApa3iesieHus (MIpy HAIUYWN) U
HAaMMEHOBAHUE JOJDKHOCTHU. BHEIIHNM BUT OTMETKH, YCTAHOBIICHHBIM B HACTOSILEM ITYHKTE,
MOYKET MEHSTHCS IO COTJIAIEHUIO CTOPOH.

ITpumep (c MeTKOM TOBEPEHHOTO

ITpumep
BpPEMEHH)
AOKYMEHT HOJIHCAH NIPOCT of JOKYMEHT IMOJIMACAH IPOCTOI
SJEKTPOHHOH NOIIMHCEID 3JIEKTPOHHOH IOJOHCHIO
Tonmicar: Kamranoea Hpuma [letpoena Tonmcan: Kamranoea Hprma [Terpopna

(Otnen kanpoE, HAYANEHUK OTAENA KaIpoE)

I\OIHE‘]I Kaipos, HAIAIbHHE OTACNA I{il‘_TpDB) Jata u epema mopmucanma: 15.12.2025 17:15

3.2.17. lleuaTn

OTTHCK neyaTu 3aBepsieT NOAJTUHHOCTh MOJMUCH JOJKHOCTHOTO JIUIIA HA TJOKYMEHTAaX,
JIOCTOBEPSIONINX MTpaBa JHIl, GUKCUPYIOMUX (aKThl, CBA3aHHBIC ¢ (PUHAHCOBBIMU
CpelICTBaMHU, a TAKXKE Ha MHBIX JOKYMEHTaX, MPeAyCMaTPUBAIOIINX 3aBEPEHUE TOATUHHOMN
noAnucH. JJOKyMeHTHI 3aBEpSIOT MeYaThio 00pa30BaTEIbHON OpraHU3aIlHH.
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Ileuats IMPOCTaBJIACTCA Ha CBO6OI[HOM OT TEKCTa MECTEC, HE 3aXBaTbIBad JTIMIHOM IMOATINCH
JOJDKHOCTHOTI'O JIMIIA.

3.2.18. OT™MeTKAa 00 MCIIOJTHUTEIE

OtMmeTKa 00 MCIIOJTHUTENIE BKIIOYACT B ce0s1 haMUITUIO, UMSI, OTIYECTBO HCIIOTHUTEIIS
JOKYMEHTa, HOMep ero Tenedona.

OtMmeTKy 00 HCTIOHUTENE PAcIOIaraloT Ha JIUIEBOH I 000POTHOM CTOPOHE MOCIIETHETO
JHCTa JOKYMEHTA B JIEBOM HIKHEM YTIIy.

Hanpuwmep:

Banosa una iBanoBHa

8 (495) 994-94-94

3.2.19. OT™MeTKa 0 3aBepeHUN KOITMH

Komnuu ¢ AOKYMCHTOB BbIJAIOTCA C PA3PCIICHUA pYKOBOHHTCHeﬁ CTPYKTYPHBIX
HO[[pBBI[eJICHI/If/i " TOJIBKO C TCX NOKYMCHTOB, KOTOPBIC ObLIH HN31aHbl B 06p8,30BaTCJII>HOI71
OpraHu3anuu U KOTOPbLIC KaCarOTCA C.]'Iy}KC6HOI71 ACATCIBHOCTHU JAHHOI'O CTPYKTYPHOTO
nmoapasaCJICHUA.

[Ipu BhIJaU€ KONUU TOKYMEHT BOCIIPOU3BOIUTCS MOTHOCTHIO (OJ1aHK 00pa3oBaTeIbHOMN
OpraHu3alyu, HOMep, JaTta, CoJIepKaHue u T. 1.).

B npaBom BepxHeM yriy konuu nuuiercs ciioBo «Konusy. [Ipu Belgaye Konuu ¢ KOUMu
cienyer nucath «Komnus ¢ komum».

Ecnn xonus A1 BHyTPEHHETO NOJb30BaHUs, TO JJIs 3aBEPEHUS HIKE pekBu3nTa «lloamuce»
IIPOCTABIISIOT 3aBEPUTENIbHYIO HAAMUCh: «BepHO»; TOKHOCTD JIMLIA, 3aBEPSIOLIET0 KOIHIO;
JMYHYIO MOJAIMUCH; paciIu(pOBKY MOANUCH (MHULIHAIbI, (PaMUIINIO); AaTy 3aBEPEHHUS.

Hamnpumep:

Bepno
Cekperapp/CrieraucT Mo Kajapam
JIndnas moanuck B.B. NBanoBa

10.10.2026

Ecnu xonus BelgaeTCs a1l NpEACTABJIICHUSA B JPYT'YIO OpraHU3aluio, TO OTMETKAa O 3aBCPCHUU
KOITMKU JOMOJIHACTCA HAAIIMCBIO O MECTE XpaHCHUA JOKYMCHTA, C KOTOPOTro Onu1a
H3TrOTOBJICHA KOIIUA, U 3aBCPACTCS NICHATHIO OpraHu3aluu.
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Hanpuwmep:

[Mopnmuunauk nokymenTa Haxoautcsi B MBOY "Arockas OOIL umenu P.X.Karuposa" B nene
Ne 12-x 32 2026 ron.

Jlyig mpocTaBieHHs] OTMETKHU O 3aBEPEHUU KOMMHHU MOXKET UCIIOIB30BaTHCS IITAMII.

3.2.20. OT™MeTKAa 0 MOCTYIJICHUU JOKYMEHTA

CopepUT naTy MOCTYIUICHUS JOKYMEHTA, a TAK)KE €ro BXOASIIUNA PETUCTPAlMOHHBIA HOMED.
HpI/I H€O6XOI[I/IMOCTI/I B OTMCTKC MOKHO YKa3aTb BPEMA IIOCTYIIJICHUSA B YaCaX U MUHYTaX

U C0Cc00 JTOCTaBKH TIOKYMEHTA.

OTMeTKy 0 MOCTYIJICHUHU JOKYMEHTa B 00pa30BaTeIbHON OpraHU3alliuy MPOCTABIISIIOT B BUJIE
IITaMIIa WK OT PyKU B HIDKHEW YacTH JIMIIEBON CTOPOHBI MIEPBOTO JIUCTA JOKYMEHTA UITU

Ha ero obopore.

Hamnpumep:

MBOY "Arockasg OO nmenu
P.X.Karuposa"

11.10.2026 Ne 23

13 1 40 Mmun

3.2.21. Pe3onouus
B cocTaB pe3onronun T10KHBI BXOJIUTH CIEAYIOIINE YIEMEHTHI: (haMUIus, MHULIAATIBI
WCTIONHUTENS (MCTIOTHUTENEH ), coiepkanue nopydeHus. [Ipu HeoOX0IMMOCTH — CPOK

HCIIOJIHCHU S, IOAIIUCH JIMIA, BEBIHECHICTO PE30JIFOIUI0, JaTa PE30JIFOIHUN.

Hamnpumep:

Cwmupnosoii 1.0.

[Iporry moAroTOBUTH MPOEKT AOTOBOPA
¢ 000 «/lom mebemm» k 22.06.2026

JInuHas moanmch

10.10.2026

HpI/I HaJIMYWHU B PE3O0JTIOHN HECKOJIBKUX HUCITOJIHUTEIICH YKa3bIBa€TCA OTBETCTBCHHBIN
HUCIIOJTHUTCIIb (KaK MpaBuJIO, 3TO JIMIIO, HA3BAHHOC B PC30JIFOITUN HCpBBIM).
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Ha noxymenTax, He TpeOYIOMMX JOMOTHUTEIBHBIX YKA3aHUH 1O UCIIOTHEHUIO U UMEIOIIHNX
TUIIOBBIE CPOKH MCIIOJHEHUSI, B PE30JIOIUN YKa3bIBACTCSI UCTIOIHUTENb, TTOJIIUCH,
pe30JIIoNHsl, J1aTa.

Pe3on10u1/151, Kak ITpaBUJIO, IMUIOCTCA OT PYKH PYKOBOAUTEJIIEM HA IMOJJIMHHHUKE JOKYMCHTA
Ha CBOGOI[HOM OT TCKCTa MCCTC.

3.2.22. OT™MeTKa 0 KOHTpPOJIE

OTMeTKa 0 KOHTPOJIE 0603HaqaeT, 4YTO JOKYMECHT IIOCTABJICH HA KOHTPOJIb. OTMeTKy
O KOHTPOJIC 3a UCITOJTHCHUECM JIOKYMCHTA 0003HAYaIOT IITAMIIOM ((KOHTpOJIB» Ha BCPXHEM
IIOJIC JOKYMCHTA.

KOHTpOJ'H-O MOJICIKAT BCE 3aPpCTrUCTPUPOBAHHBIC NOKYMCHTEI, Tpe6y10ume HCIIOJIHCHHA.

CpoKH HCTIONHEHUS JOKYMEHTA YCTaHABIMBAIOTCS B COOTBETCTBUH CO CPOKaMH,
0003HaYEHHBIMH 3aKOHOATEILCTBOM, OpraHu3alyei, HalpaBUBILIeH TOpyYeHUE WK
pochOy, pacropsSANTEIBHBIM JOKYMEHTOM HJTH PE30JIOIUEH PYKOBOIUTEIS
00pa3oBaTeNbHONU OpraHU3aLIH.

Cpoxk npoctaBisieTcst B (hOpMe 1aThl 3aBEpIICHUS UCTIOTHEHUS.

3.2.23. OT™MeTKA 0 HANIPABJICHUM IOKYMEHTA B /1€J10

OtMmeTka 00 UCIIOJIHEHUH IOKYMEHTA W HAIIPaBJICHUU €r0 B JIEJ0 BKIIOYAET B CEOst
cienyomue ganubie: ¢ppasy «B aemno», HHAEKC J1ena o HOMEHKIIAType JIel, B KOTOpoe
MOMeINIaeTCs JOKYMEHT Ha XpaHEHHUE, C YKa3aHUeM KaJICHIapHOTO T0/1a, T0HKHOCTH JUIIA,
0 OPMUBIIIETO OTMETKY, MOAINKUCH, AATHI.

Hamnpumep:

B nemo Ne 01-18 32 2026 1.

3amecTuTeNh IUPEKTOPA IO BOCIUTATENHHOM paboTe

JIngyHasg nmoanuch 10.10.2026

OTMeTKa 0 HalpaBJIE€HUHU JOKYMEHTA B JI€JI0 MOKET JOMOJIHATHCS KPATKUMHU CBEICHUSIMU
0 XapaKTepe UCIOIHEHUS] TOKYMEHTA.

3.3. Oco0eHHOCTH MOATOTOBKH U 0OpMJIEHH S OTIeJIbHBIX BUA0B JOKYMEHTOB
3.3.1. Ilpuxa3
[Tpuka3z — mpaBoOBO# aKT, H3aBacMbIil pyKOBOAUTEIEM 00pa30BaTEIbHON OpraHU3aINH TS

pereHus OCHOBHBIX M OTIEPATHUBHBIX 3a]1a4, CTOSIIUX Tepel 00pa3oBaTeIbHON OpraHu3aIuei
(mpunoxenue Ne 2).
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[Tpuka3 MokeT ObITh U3JIaH JIMIIOM, UCTIOTHSIOMINM 00sI3aHHOCTH PYKOBOIUTEIS
o0pa3oBaTeNbHON OpraHu3alyy B CIIy4ae ero OTCyTCTBUS.

B mpukaszax mo oCHOBHOM JIeITENFHOCTH PEIIAIOTCS BOMPOCH! Y4eOHOU, X035 HCTBEHHOM,
(UHAHCOBOM AEATENBHOCTH, INIAHUPOBAHUS, OTUETHOCTH, y4€OHO-BOCIIUTATEILHOTO
mporecca, pU3nIecKoro pa3BUTUS U T. II.

[Tpukassl opopmitsitores Ha 6iaHke oOpa3zoBaTenbHOI opranuzanuu. [lepenada npukazos,
UX KON pabOTHUKAaM CTOPOHHUX OPTraHU3alUi IOIYCKAETCS TOIBKO C Pa3peIieHus
pykoBoauTelNsa 00pa3oBaTesIbHOM opranu3anuu. [IpoekTsl nmpuka3oB pa3padaTeIBarOTCs
YIOJIHOMOYEHHBIM JIULIOM 10 TOPYUYECHHIO PYKOBOJICTBA WUJIH IO COOCTBEHHOM MHUIATHBE.

[ToaroroBka mpukasa BKIIOYAET B ce0sl M3YUCHHE CYIIECTBA BOMPOCA U COOP HEOOXOMMBIX
CBEJICHUH; MOATOTOBKY MPOEKTa MPHKa3a; COrIACOBAHUE MPOEKTA; MOIUCAHNUE
PYKOBOAMTENIEM 00pa30BaTEIbHON OPraHU3aI|H, PErUCTPALIUIO.

[Tpukassl nevararorcs mpudrom Ne 12 nmm Ne 14,

Homepa cTpanui npocTaBisioTcs OCepeInHe BEPXHETo MOJIs JIUCTa. TeKCT npuKasza
[e4YaTaeTcs 4epe3 0JIMH MEXCTPOUYHBIM HHTEpBaJl, 6€3 000poTa.

[Ipuka3 umeer cienyromue peKBU3UTH: HAMMEHOBAHUE 00Pa30BaTEIILHOM OpPraHU3aIlun
COTJIACHO YCTaBy; HauMeHoBaHue Buaa nokymenta (IIPUKA3), nara, Homep, mecTo
COCTAaBJICHHSI, 3aT'0OJIOBOK K TEKCTY, TEKCT, HAUMEHOBAHHE JIOJDKHOCTH, TTOJINKCH
JOJDKHOCTHOTO JIMIIA (MHULIUAJIBI, (paMUIIKs ), BU3bI COTVIACOBAHMS, O3HAKOMJICHHSI.

Jlaroit mpukasa siBisieTcs aata ero noanucanus. Jlata opopmisercs quppoBbM criocoOoMm;
HOMEpP COCTOMT M3 3HaKa «Noy» M MOpsAIKOBOTr0 HOMEpa Mmpukasa, Hanpumep: ot 00.00.0000
Ne 000.

TekcT mpuka3a COCTOUT U3 ABYX B3aUMOCBSI3aHHBIX YAaCTE€ — KOHCTaTUPYIOLIEH
U PacIopsAAUTEIIbHOMN.

TexcT nprkasza JOHKEH UMETh 3aroJIOBOK. 3arojoBOK HaunHaeTcs ¢ mpegiora «O» («O6»)
1 popMHUpyeTcs IPU MOMOUIHN OTIJIArOJIbHBIX CYIIECTBUTEIbHBIX (HAaIIpUMeEp:
«O06 yTBepxIeHUH...», «O perucrpauu...», «O co31aHUM...»).

3aroJ0BOK JOJKEH KPAaTKO U TOYHO OTPa)kaTh COJEP KaHUE TeKCTa Mpukasa. Touka
B 3aroJI0BKe He cTaBUTCA. [leyaTaercs yepes ABa MEKCTPOYHBIX UHTEPBaIa OT PEKBU3UTA.
[leyaraercs CTpoUYHBIMU OYKBaMH, BbIAEISETCS JKUPHBIM HIpU(TOM.

B xoHCTaTHpYIOMIEH YaCTH KPaTKO U3JIAraroTCs 1EU U 3a71a4H, PaKThl U COOBITHS,
MOCITYKUBILIKE OCHOBaHUEM JJI U3AaHus mpukaza. OHa MOKET HAUMHATHCS CII0BaMHU

«B LEJISIX», «BO UCIIOJHEHUEY U JIp. Eciy mpukas u31aeTcsi Ha OCHOBAHUM JIPYTOro
JIOKYMEHTA, TO B KOHCTATUPYIOLIEN YAaCTU YKAa3bIBAETCS HAUMEHOBAHKE 3TOr0 JOKYMEHTA,
HAaMMEHOBAHUE OpraHa, M3/1aBIIero JOKYMEHT, 1aTa, PETUCTPALIMOHHBIN HOMEDP U 3ar0JI0BOK
K TEKCTY.

KOHCTaTI/Ip}/IOIJ_IaSI YacCTb MOKCT OTCYTCTBOBATD, €CJIU MMPCAIINCHIBACMBIC JIEeHUCTBUSA
HC HYXJAIOTCA B Pa3bsACHCHUU. TexcT IMPUKAa30B B TAKUX CIIy4dYasaAX HAYUMHACTCA CO CJIOBa
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«ITPUKA3BIBAIO» (rummercst mponucHbIMUA OykBamH ). [Ipu Hanmmuum 1ByX yacTel mpukasa
pacnopsiAUTeNbHAS YaCTh OT/AEIAETCS OT KOHCTAaTUPYIONIECH CIIOBOM «IpuKa3biBato». [locie
cioBa «IIPUKA3BIBAIOy» cTtaBUTCS IBOETOYHE.

Texct pacnopsAUTENBHOM YacTH MOXKET AETUTHCS Ha MyHKTHI, B KOTOPBIX YKa3bIBAIOTCS
UCIIOJIHUTEININ, KOHKPETHBIE IEHCTBUS U CPOKU UCIIOJIHEHUSI IPEATNUCHIBAEMBIX IEHCTBUN.
Ecnu npuka3 10noaHseT, OTMEHSET M U3MEHSET paHee W3JaHHbIe IPUKa3bl WK

UX OTAEJbHBIE MYHKTHI, 3TO OroBapuBaercs B Tekcre. [locneHuM nyHKTOM
pacnopsUTeIbHON YaCcTH IPUKa3a yKa3bIBAETCs OJKHOCTHOE JIUIIO0, HA KOTOPOe
BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM TpuKa3a B 1esoM. Hanpumep: «KoHTpoib

3a UCTOJIHEHUEM ITpHKa3a OCTABIISIO 3a COO0IN.

HOI[HI/ICB OTACIIAACTCA OT TCKCTA ABYMSA MHTCPBAJIAMU, ICUATACTCA OT I'PAHUIIBI JICBOT'O ITOJIA.

PacmmpoBka nmonucu nevaTaercsi Ha ypoBHE MOCIEIHEH CTPOKU JOIDKHOCTH Y TIPaBOH
rpaHuibl TekcToBoro nosst. [Ipoden Mexy nHunuanamu u pamMuiIuei He fenaercs.

[Tocneanss OykBa B pacminpoBKe MOAMUCH OTPaHUYUBAETCS MPpaBbIM mosieM (10 mm).

[Ipu noanucanum npukasa JUIOM, 3aMELIAIOIIUM PYKOBOJAUTEIS 00pa30BaTEIbHOM
OpraHu3allyu, JoJKHA ObITh yKa3aHa ero ¢pakTuyeckas J0JKHOCTh U (haMuIusl.

[Ipu HaIM4YMK NPUITOKEHUH K MPUKa3y 00s3aTeIbHO J1e1aeTCsl CChIJIKA Ha HUX B TEKCTE.
[Ipukasbl HyMepyroTcs MOPAIKOBOI HyMepaluuel B mpeienax KajieHaapHoro rojga. OTaenbHo
HYMEpPYIOTCS IPUKA3bI 10 OCHOBHON JEATENBbHOCTH, 110 JINYHOMY COCTaBYy PaOOTHHUKOB,

10 INYHOMY COCTaBy 0Oy4arOIUXCsl, 110 OTITyCKaM, 0 KOMaHIUPOBAHUH.

Ecnu mpukas BBOAUT B IeHCTBHE KaKHE-THOO TOKYMEHTHI (MHCTPYKIIUU, TpaQuKH, TTpaBUa,
MIOJIOKEHUS), TO OHU 0(OPMIISIOTCS B BUJIE MIPHIIOKEHUS K MpHKa3y. B mpaBoM BepxHeM yTity
TAKHUX JOKYMCHTOB OT IIATOI'O IMOJIOKCHUS Ta6yn$1Topa HCO6XOI[I/IMO nucaTb CJI0BO
«IIpunoxenune» ¢ ykasaHUEM HAUMEHOBAHHUS PACIIOPSAUTEIBHOIO JOKYMEHTA, €T0 JaTHhI,

HOMepa.

Hanpuwmep:

[Ipunoxenue

k npukazy MBOVY "Arockas OO umenun
P.X . Karuposa"

or 11.07.2026 Ne 34

[IpunoxxeHus K npoeKkTaM MpUKa3oB 0GOPMIISIOTCS Ha OTAETIbHBIX JINCTaX Oymaru.

Pa3MCpH oJiei u MCKCTPOYHLIC MHTCPBAJIBI ITPU IICYATAHUHU TCKCTOB HpI/IJIO)KCHI/Iﬁ
HUACHTUYHBI pa3MepaM, IPUMCEHACMBIM IIPU IIE€YAaTAaHUHU TEKCTOB ITPUKA30B.
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B npunoxeHusx mnoMenmarTcs oJ0KeHus, IEPEeYHU, CIUCKHU, TpapuKH, TaOIHIIbI, 00pa3Iibl
JIOKYMEHTOB H JIp.

Ecnu B TekcTe 1aercs CChlIKa «COIIaCHO MPHIIOKEHNIO» WK (puitokeHue Ne...),

TO Ha MEPBOM CTPaHUILIEC TPUIIOKEHHUS B IPABOM BEPXHEM YTy MUIIETCS CIOBO
«IIpunoxxenune» U ero HOMep, HIKE Yepe3 OJIMH MEKCTPOUHBIA HHTEPBAJ 1a€TCS CChUIKA
Ha IpUKa3 pyKOBOAUTENsS 00pa30BaTeIbHONU OpraHU3aIii, ero JaTy U HOMep.

Bce cocraBHbIe 4aCTH pEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY KpParo, II€4ATAIOTCS 4epe3 OJUH
MEXXCTPOUYHBIM HHTepBaJl. JJIMHA CTPOKHU HE TOJKHA MPEBBIIIATh 8 CM, OTPAHUYUBAETCS
IIPaBbIM I10JIEM JOKyMeHTa. [Ipy HamMunum HECKOIBKUX IIPUWIOKEHUN OHU HYMEPYIOTCSI.

Hanpumep:

[Tpunoxenue 1

k npukazy MBOVY "Arockas OO umenun
P.X.Karuposa"

ot 11.07.2026 Ne 34

[Ipu Hanuuuu B Texcre popmynupoBku «Y TBEP/IUThy npunaraemoe nosioxxeHue, cOcTan
KOMMCCHH, IIEPEYEHb MEPOIIPUATUM U T. 1. HA CAMOM IIPUJIOKEHUHU B IPABOM BEPXHEM YTy
pacnonaratores ciioBa «Y TBEPXKIEHO» unu «YTBEPXXJIEH» co ccbuikoit Ha mpukas, ero
JaTy, HOMep.

Hanpuwmep:

YTBEPKAEHO

npukazoM MBOYVY "Arockas OOUI umenn
P.X.Karuposa"

ot 11.07.2026 Ne 34

3aroyioBOK K TEKCTY MPHJIOKEHUS ITeYaTaeTcs HEHTPUPOBaHHBIM criocoboM. HanmeHnoBanue
BUJIa JOKYMEHTAa NPUJI0KEHUs (TIEpBOE CIOBO 3ar0JIOBKA MPUIIOKEHUS TIeYaTaeTcst
npornucHeIMU OykBamu sxupHbeIM mpudrom: ITOJIOKEHUE, ITEPEYEHD, CITMCOK

UT. I.).

3aroJ0BOK NPWJIOKEHUS OTAEIAETCA OT 1AaThl 1 HOMEpa IIPUKa3a ABYMsI MEXKCTPOYHBIMU
HMHTEpBaJlaMU.

[Ipn HanuuMK B TEKCTE NPUIIOKEHUS HECKOJIBKUX Pa3/IeIOB UX 3aroJ0BKH I1€YaTarOTCs
LIEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHUTENBHO I'paHUI] TeKCTa). ToUuKka B KOHIIE 3ar0JIOBKOB
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He craBuTcs. JlomyckaeTcst BBIAEIATH 3ar0J0BKH Pa3/ieioB MPU(PTOM Ipyroil HaChIIEHHOCTH
(’KMpHBIM, TIOJYKUPHBIM).

Texct npusoxeHus MoxkeT ObITh 0()OpMIIEH B BHJIE TaOIUIBL. ['padbl 1 CTPOKH TaOIUIIBI
JOJDKHBI IMETh 3aTr0JIOBKH, BBIPQ)KEHHBIC HMEHEM CYIIECTBUTEIBHBIM B IMEHUTEIEHOM
nazexe. [log3zaronoBku rpag 1 CTPOK rpaMMaTHYECKHU JOJDKHBI OBITh COTJIACOBAHBI

C 3aroioBKamMu. TeKCT TaOIMIBI IeYaTaeTcsl Yepe3 OJMH MEKCTPOUHBIH HHTEPBAJI.

[Tpy HanM4YMK B TEKCTE MPUIIOKEHHUH CCBIIKM HA CHOCKY OHa 0(hOpMIISieTCsl 3BE30UKOiA.
TekcT CHOCKH mevaTaeTcsi uepe3 OMH MEKCTPOUYHBIA HHTEPBAI B KOHIIE Ka)KIOW CTPAHUIIBI
WJIH TIOCJIC TIPUIJIOKEHUS B IIEJIOM TI0A uepToii. [loce cuMBOIa CHOCKH €€ TeKCT I1e4aTaeTcst
C IpOIUCHOM OYKBBL. B KOHIIE TekcTa CHOCKH cTaBUTCs Touka. Ha onHO# cTpanuie

HE JIOJHDKHO 0(opMIIATECS 00Jiee TPEX CHOCOK.

B nonoxxeHusix, mporpamMmax, ycTaBax M Apyrux MoJ00OHBIX JOKYMEHTAX pa3felibl,
MI0JIpa3/iebl, MyHKTHI U NOJIYHKTHI HyMepyloTcs apabckumu nudpamu. Homep noapasnena
JIOJKEH COCTOSITh U3 HOMEpPA pa3jiena U HoMepa MoApa3/elia, pa3aeIeHHbIX TOUKOH
(nampumep: 1.2.). Homep nmyHKTa MOXET COCTOATh U3 HOMEpa pasjiena, nojapaszaeia

U IIyHKTa, pa3esieHHbIX ToukaMu (Harnpumep: 2.3.1.). IlyHKTbI pyu HEOOXOAMMOCTH MOTYT
MOJIPA3/eNAThCS Ha MMOMYHKTBI, KOTOPbIE JOJDKHBI UMETh MOPSAIKOBYIO HyMEPALUIO

B IIpesienax Kaxaoro nyHkra (Hampumep: 1.1.1.1., 1.1.1.2. u 1. 1.).

Bu3sl npocraBnisiorcs Ha 000pPOTHOIN CTOPOHE MOCIIETHEr0 JUCTa IPOEKTa IPUKa3a.
Ha npuiiosxeHusX K IpoeKTaM MPUKa30B BU3bI IPOCTABIISAIOTCS MO TEKCTOM MPUIIOKEHHUS.
3.3.2. IIpoToxo

[IpoToK0JI — AOKYMEHT, B KOTOPOM (PUKCHUPYETCS XOA 00CYkIE€HUS BOIIPOCOB U MPUHSITHS
peleHui Ha coOpaHMsIX, COBEIaHUSIX, KOH(DEPEHIUAX U 3aceJaHHsIX KOJUIETHaIbHBIX
opraHoB (mpuiioxxerue Ne 3).

B npoToxoiax moCTOSHHO AEHCTBYIONMINX KOJUIETHAIBHBIX U COBEIIATEIILHBIX OPTAaHOB
(memaroruueckoro, METOJJM4YEeCKOro COBETOB , KOMHUCCHIA), a Takke KOH(pepeHIIHii, CoOpaHHii,
COBEILIaHUH, 3ace/laHuii, IEPEroBOPOB, BCTPEY) UCIIONb3yeTcs (hopMa U3II0KEHUS TEKCTa

OT TpeTbero Juia MHOkecTBeHHOTO uncina (CJIYIIAJIN, BBICTYIIWJIN, PEINIIN).
Coneprxkanne BBICTYIUICHUH U3JIaraeTcsi OT TPETHETO JUIA €IMHCTBEHHOTO YHCIIA.

IIpoToKOI UMEET ClEeAyIOLIE PEKBUZUTHI:

e HaumMeHoBaHHe BUAA TokyMeHTa — ciaoBo «[IPOTOKOJI» neuaraercs Ha 2 cm
HIDKE OT TPAHUITBI BEPXHETO OIS MPOMUCHBIMU OYKBaMU, TTOJTYKUPHBIM MIPHPTOM
Y BBIPABHUBAETCA 10 LIEHTPY;

e BHJI 3aCENIaHUsI, COBEIIAHUS — OTIEISIETCS OT MPEIBIIYIIET0 PEeKBU3UTA ABYMsI
MEXCTPOUYHBIMU MHTEPBAJIaMH, TIEUATACTCS MOTYKUPHBIM MIPUPTOM Yepe3 OJIUH
WHTEPBaJ ¥ BRIPABHUBAETCS 10 IICHTPY;

e J1aTa M HOMEp MPOTOKOJIa — AaTa opopmisieTcs U(POBBIM CIOCOOOM
Y TIeYaTaeTcs Yepes JIBa MEKCTPOUHBIX HHTEPBaIa HIKE TIPEABIYIIET0 PEKBU3UTA
OT JIEBOM T'PAaHUIIBI TEKCTOBOIO MOJIsI, @ HOMEP — MOCIIE CI0Ba IIPOTOKOI»;
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e MECTO IPOBEJEHUS 3aceJaHMsl YKa3bIBAETCs MPU 0(OPMIIEHUH NTPOTOKOIA
COBEILaHMA B TOM CJIy4ae, €CIIM OHO IPOUCXOUIIO HE B 3[aHIU 00pa30BaTEIbHOM
OpraHu3alyy, BBIPABHUBACTCS 10 LICHTPY HA OJHOM JIMHUU C JATOM;

e TEKCT IIPOTOKOJIA, KaK IPABWJIO, COCTOUT U3 JIBYX YaCTEl: BBOIHON U OCHOBHOM.

BBojaHas 4acTh COCTABIACTCS IO CXEME:
[Ipencenarens — Pamunus N.O. pyKoBOaUTEA.
Cexperapp — Pamunus 1.0.

[IpucyrcrBoBaNM:

Cnoga «IIpencenatensy» n «Cekperappy Me4aTaroT cleBa OT HYJIEBOTO MOJIOKEHHS
TaOyIATOpa, OTACISS JBYMS HHTEPBAJIAMH OT 3arojioBKa u JApyr ot apyra. C HOBOH CTpOKH
Uiy T cioBo «IIpucyrcTBoBaNY,

daMuIMK ¥ MHUIUAIBI TOCTOSTHHBIX YWICHOB KOJUICTHAIBHOTO OpraHa, y4aCTHUKOB
3aceanusi, paOOTHUKOB OPTaHU3aIMK U NPUTJIAIICHHBIX Ha 3aCCIaHUE TIEPEUHCIISTFOTCSI

B ayi(haBUTHOM TIOpsiIKe O€3 yKazaHus JOJDKHOCTEH. [lepeunciienue nprcyTCTBYIOMNX
0(OpMIISIFOT BO BCIO IIUPUHY CTPOKH Yepe3 OJUH MEKCTPOUHBIN HHTEpBal. Ecin

B 3aCE/IaHUM YUaCTBYIOT Ooiiee 15 yenoBek, B MPOTOKOJIE YKA3bIBAIOT UX 00111ee KOJTUYECTBO,
a pacmuppoBKa MPEACTABISICTCS B SIBOYHOM JIUCTE, KOTOPBIH SBIISETCS MPUIOKCHUEM

K IpoTOKOITy (mpuiioxenue Ne 4).

[Tpu odopmieHNN POTOKOIIA C YUCTIOM YYaCTHUKOB Oojiee 15 pamunuu He nepedncistorcs,
a yKa3bIBaeTcsa NUPPor UX 00IIIee KOJIMIECTBO, CTUCOK YYACTHUKOB B TAKUX CITydasx
MpUIaraeTcs.

Hamnpumep:
[TpucyrcTBoBany 47 4enoBek (BOUHBIN JIUCT MPUIIATAETC).

[Toxcuer y4acTHUKOB MMPOBOAMTCS 110 CIIMCKaM PErucTpaliu, KOTOpble MPHIararoTcs
K IIPOTOKOJLY.

Ilocne MEPCUUCIICHUS YHYaCTHUKOB B ITPOTOKOJIC O(I)OpMJ'IHeTCH IEpEUCHb BOIIPOCOB,
IOAJIC)KaIINX O6Cy>KI[€HI/IIO, KOTOpI)IfI HaunHaeTcs cioBaMu «IloBecTka IHSY
H pacnoiara€Tcs HCHTPOBAHHO YCPE3 ABA-TPU MHTECPBAJIA OT CIIMCKAa YYaCTHUKOB.

[ToBecTka THS COAEPIKUT MEPEUUCIICHUE TYHKTOB (BOMPOCOB) MOBECTKU JHS, (PUKCHUPYIOIINX
MOCJIeI0BATEILHOCT 00CYKICHMS, ¢ paMuIusIMu JoKIaaunkoB. Kaxapiii Bompoc
HyMepyeTcs apabckoit udpoi, pacroiaraetcs B MOpsIKe 3HAUUMOCTH U OTBEUYAET

Ha Bompoc «O gem?».

Hanpumep:

1. AHanu3 BBINOJHEHHS FOJ0BOTO IJIaHa paboThl 00pa3oBaTeNbHON opranu3anuu 3a 2026/27
y4eOHBIH roJI.
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Hoxmamuuk — I[letposa A.M.

OcHOBHas 4acTh MPOTOKOJIA COCTOUT M3 Pa3/e0B, COOTBETCTBYIOIIUX TyYHKTaM MTOBECTKU
JTHSL.
TeKkcT Kaxk10ro paszjena COCTOUT U3 TPEX YaCTEH:

— CJIVIIAJIU: kpaTkoe conepkaHue AOKJIaja UM CCbUIKA Ha IPUJIaraéMblii K IPOTOKOITY
tekct. [lepen cnoBom «CJIYITAJIM» npocTaBisieTcs HOMEP B COOTBETCTBUU € MMOBECTKOM
JAHA;

— BBICTVYIIMJIN: xpaTKoe conep:KkaHUe KaKIO0ro BHICTYIIJIEHHS, 3a/IaHHbIE BOIIPOCHI
U OTBETHI;

— PELIMJIN (ITOCTAHOBWJIN): pemienue popMynupyercs ¢ UCIOIb30BAaHUEM MO/IEINH,
MIPUHATOMN JJI PACTIOPSIUTEIBHBIX IOKYMEHTOB: YTO CAENaTh, UCIIOTHUTENb, CPOK
HCIIOJIHEHUSI.

Pemenusi, BoipaOoTaHHbBIE HA COBEIIAHUU, BHOCST B IIPOTOKOJI nocie ciioBa « PELLIJIN»
(«ITOCTAHOBUJIN»). Pemienne MOXeT copepkaTh OAMH UM HECKOJIBKO MMYHKTOB, OHU
pacnosararTcs 10 3HaUUMOCTH, KaKJblid U3 HUX HyMEpPYETCsL.

B ciydae korga mpoTokon GuUKCHpYyeT pelieHrne 00 YTBEPKACHUN KaKoro-Tu0o TOKYMEHTa,
B TEKCTE MPOTOKOJIA JIOJDKHA COACPKATHCS CChUIKA HA ATOT JOKYMEHT, a CaM JIOKYMEHT
IpujiaraeTcs K npoToKoIy.

[Tpu Hanuuuu 0cOO0Tr0 MHEHUS MO MPUHATOMY PELICHUIO OHO 3aIHCHIBAETCS B MPOTOKOJ
(mocie COOTBETCTBYIOLIETO MPOTOKOIBHOIO PEIICHUS).

B kauecTBe MCHIOTHUTENS MOXKET ObITh YKa3aHO OJIHO MJIM HECKOJIBKO JOJKHOCTHBIX JIUI]
160 CTpyKTypHOe noapazaenenne. Cpok MOXKET ObITh YKa3aH Kak KaJeHIapHas JaTa Ui
KaK Mepuo/i BHIIOJTHEHUS paOOTHI.

Crnosa «CIIYIIAJIN», « BBICTYIININ», « PEHINIIN («[TOCTAHOBWJINY) neyaratot
OT JIEBOTO T0JIsI IPOMMCHBIMU OYKBaMU M 3aKaHUYUBAIOT IBOCTOUHEM.

Kaxpiii pasaen nedaraeTcsi ¢ KpaCHOM CTPOKH, YTOOBI BBIIETTUTH B TEKCTE MMPOTOKOJIA PEUb
OCHOBHOTO JIOKJIQJIYUKa, BBICTYIUICHUS YYaCTHUKOB OOCY>KJIECHHS BOMIPOCa

Y TTIOCTaHOBJISIIONTYIO YacTh, POPMYJIHPYIONLYIO pemienne coopanusi. C 3Toi ke 1eblo

B TEKCTE MPOTOKOJA KAXKIYI0 (PaMUJIHIO M MHUIIMABI BBICTYTAIOIIMX MIEYaTaloT C HOBOM
CTPOKH B UMCHHUTCJIBHOM IMaACKE, 3alIMCh BBICTYIIJICHUA OTACIIAIOT OT (i)aMI/I.]'H/II/I )Ie(bI/ICOM.
Kaxxnpiii Bonpoc neyaTaeTcsi ¢ KpacHOM CTPOKH, (DaMUIIHH IPU 3TOM JI0ITyCKaeTCs

HC YKa3bIBaThb.

B oTaenpHBIX cilydasx Ha OCHOBE PYKOIHUCHBIX WJIM MarHUTO(OHHBIX 3alHCei, KOTOphIE
BEJIMCh Ha 3aCEaHUH, COCTABISIETCS CTEHOTpapUUECKUIl MPOTOKOI, KOTOPBIH TOCIOBHO
nepeaeT npoiecc 00CykIeHUs KaXKI0ro BOIPoca U BbIPA0OTKY pPEIIeHHUs [0 HEMY.

[TpoTokos opopMIISET ceKpeTaph 3aceAanus, OPUAMUICCKYIO CHUITY TPOTOKOJ MprodpeTaet
TOJILKO MPH HAJIMYKMH JBYX MOJAINUCEH — Tpejceaaress u cekperaps. [loamnucu pacnosararor,
OTACIIMB OT TCKCTA ABYMA-TPEMA MCKCTPOUHBIMU MHTECpPBAJIaMU OT I'PaHHUIBI JIEBOI'O ITOJIA.
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[ToanuceIBaeTcst MEePBBI SK3EMIUISIP TPOTOKOJIA, KOTOPBIH MOAIINBAETCS CEKPETAPEM B JIETI0
Y XpaHUTCSI B COOTBETCTBUH CO CPOKOM, OIPEACIICHHBIM HOMEHKJIATYpOH Jell.

B HekoTopbIX citydasx opopMIiIsieTcs BBIMKUCKA U3 TPOTOKOJIA.

Brinucka u3 npoTokosia — TOYHAs KOMMS 4aCTH TEKCTa MOJJIMHHOTO IPOTOKOIA,
OTHOCAIICTOCA K TOMY BOIIPOCY IMMOBECTKU OHA, IO KOTOPOMY I'OTOBUTCA BBIIIHMCKA. HpI/I 9TOM
He00X0IMMO BOCIIPOM3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJHYIO YaCTh TEKCTA, BOIIPOC
MMOBECTKH JIHS, TI0 KOTOPOMY TOTOBHUTCS BBIITKUCKA, U TEKCT, OTPAKAIOIINI 00CYKICHUE
BOIIpOCa U NMpUHSATOE pelieHue. B 3Tom ciyyae HazBaHue JOKyMeHTa 0hopMIIsieTcs Kak
«BBINKACKA U3 TPOTOKOJIA».

3.3.3. Ciry:xe0HO€ MUCBMO

[TuceMa cocTaBisIOTCS AJIs OCYIIECTBIECHUS ONEPATUBHON CBA3M C APYTMMM OpraHU3alusIMu
10 BOIIpOCaM JAESITeIbHOCTH 00pa3oBaTeIbHOM opranu3anuu (mpuioxenue Ne 5).

[lo copepxaHuio M HA3HAUYEHUIO TMChMa MOTYT ObITh HUHPOPMALIMOHHbIE, TAPAHTUNHBIE,
peKIaMaliiOHHbIE, KOMMEpPYECKHE, TMCbMa-3alpOoChl, TUChbMA-IIPUTJIAIIECHUS U T. [I.

I/IH(bOpMaL[I/IOHHBIe IMUCbMa COACPIKAT COO6H.I€HI/I$I, HpOCL6H, HaIllTOMUHAaHUA, IIPCAJIOKCHUA.

I'apanTuiinble IpeAHa3HAYCHBI U1 U3BCILECHKS O FapAHTHUAX OIIAThl, CPOKOB IIOCTABKU UIIU
Ka4ecTBa NMPOAYKIUU U YCIYT.

B pexiiamaninoHHbIX (IPETEH3MOHHBIX) MUCbMaX M3JIaraoT TpeOOBaHMs BO3MEILICHHS
yOBITKOB, HAHECEHHBIX M3-3a HapYLIEHHs YCIOBUN KOHTPAKTa UJIM I0TOBOpA APYroi
CTOpOHOH (KOHTpareHToM). Pekiamanus A0KHA MOATBEPKAATHCS MPUIaraéMbIMU K TUCHMY
JIOKyMEHTaMU B BUJIE aKTOB, CIIPABOK M T. 1.

KOMMequCKI/Ie IMrMCbMa COCTABJIAIOT IPU 3aKIIHOUYCHUHN U BBITIOJIHCHUH KOHTPAKTOB, 4aCTO
B HUX HU3JIararoT HpOCB6BI O IMPEeAOCTAaBJIICHUN I/IH(I)OpMaI_H/II/I 0 TOBapax " yciiyrax
Y UuX NpoJaaBIOB UJIU, HAIIPOTUB, MMPEAJIAraroT NOCTaBUTL TOBAPLI UJINU YCIIYTH.

B nucemax-3anpocax mpocsT y KOHTpareHTa pa3bsiCHUTh Kakoi-m100 (akt win geicTue.

CayxeOHble MMCbMa MeYaTaloTcs Ha OJlaHKax muceM 00pa30BaTesIbHOM OpraHu3aluy.
Cny>xe6HO€ TUCHhMO HUMEET CIEAYIONINE PEKBUZUTHI:

e ['pud (momerka) 06 orpaHUYEHHUHU JOCTYyMA K IOKYMEHTY (€CJIH 3TO HEOOXO0IUMO);
e ajpecar;

e 3aroJOBOK K TEKCTY;

e TEKCT;

e OTMETKa O HAJIMYUU MPUJIOKEHUHN (€CITU OHU UMEIOTCS);

e TIOINCH;

e OTMETKa 00 MCIIOJIHUTEIIE.

Tekct city>xeOHOro nucbMa, Kak MpaBHIIo, JOJDKEH KacaThCsl OJHOTO BOIIPOCa UIIH
HECKOJIbKUX BOIIPOCOB, €CJIM OHU B3aHMOCBSI3aHbI U OyIyT pacCMaTpuBaThCs B OJTHOM
CTPYKTYPHOM NOJPa3IeIeHUH OpraHu3aluu-aapecara.
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Tekcr n3nmaraercst OT MEPBOTO JIMIA SAMHCTBEHHOTO YHcia (IIPOCUM, HAIIPABIISIEM H T. 11.) HIIH
OT TpeThero Juia enuHcTBeHHOro yrcna (OO cumraer..., npodcoro3usiii komurer OO
paccMOTpeIL...).

TexcT IMMCbMa, KakK IIpaBHUJIO, COCTOUT U3 ABYX gacTeil. B HepBOP'I YaCTH U3J1aractcCia nNpuinHa,
OCHOBAHHME UM 00OCHOBAHHE COCTABJICHHS MUucbMa, NPpUBOAATCA CCHIJIKKM Ha JOKYMCHT,
SIBJISTFOILIMIACSI OCHOBAHHEM IIOATOTOBKH IIMCbMaA. Bo BTOpOﬁ qacCTu, HAYMHAIOIIEHCS C 36381_13,
MMOMCHIAKOTCA BBIBOAbI, ITPCIJIOKCHUA, HpOCLGH, pCelICHUA U T. O.

3.3.4. Teaerpammbl, Tejie(pOHOTPAMMBbI U (PAKCUMMJIbHAS CBA3b

[lepenaya koppecnoHACHINN MO PAKCUMUIBHOM CBSI3U B JPyTrHe OpraHu3aluu
OCYIIECTBIISIETCS TOIBKO M0 YKAa3aHUIO WM C pa3pelIeHus] aIMUHICTPALUU 00pa3oBaTeIbHON
OpraHH3aIlH.

[ToIMHHUKY TOKYMEHTOB, IIEpEIaHHBbIX 10 (PaKCUMUIBHOM CBS3H, OIINBAIOTCS B JIEII0,
XpaHsieecst y paboTHHKA, OTBETCTBEHHOTO 32 (DaKCUMUIIBHYIO CBSI3b, C YKa3aHUEM BPEMEHH
U J1aThl Iepeiayut, a KoMUY BO3BPALIAIOTCSA B COOTBETCTBYIOLINE CTPYKTYPHbBIE
nozpaszaenenus ¢ nomerkol «FAX (nara u Bpemsi)».

3.3.5. 3aaBienue

3asBiieHne — 3T0 ounraibHOe coodIIeHrne B TUCbMEHHON (hopMe. OHO COIEPIKUT Yalle
BCET0 MPEJI0KEHUE, Kano0y WU MPOChOy KaKOTo-JIM00 Ye0BeKa, aJpeCOBAaHHBIC UITN
OpraHM3alliy, WIH TOJDKHOCTHOMY JIHILY. 3asiBiIeHHE 0(OpMIIsSeTCs Ha CTAaHAAPTHBIX JINCTaX
Oymaru gopmara A4.

3asBICHHE BKIIIOYACT: aapecara, KOTOpOMY HAIIPABIIACTCA 3a4BJICHUC, (l)aMI/IJ'II/IIO, 50050: 8
OTUCCTBO, JOJDKHOCTE aBTOpPA 3a4BJICHUA, HAUMCHOBAHHNE JJOKYMCHTA, TOUYHOC U3JI0OKCHUC
HpOCL6BI, MPEAJIOKCHUS, OTIMCH MPUJIAra€MbIX K 3asABJICHUIO JOKYMCHTOB, J1aTa, IIOAIIUCH.

B 3asgBnenun ncnonp3yercs, Kak MpaBuiio, O(UIIHAIBHO-IETI0Bast IEKCHKA, B HEKOTOPBIX
3asBJICHUSX JIOMYCKAETCS YIIOTpeOIeHne MyOIUIIUCTUYECKON JIEKCUKH.

3.3.6. 3anucka

3anucka (aHaTUTUYECKas1, TOKIaAHAsl, CIyKeOHas1, 00bsICHUTENbHAS) — JIOKYMEHT,
aJpECOBAHHBIA PYKOBOJUTEIO 00PA30BATEIHLHOM OPraHU3aIIMU WU BBIIECTOSIIEH
OpraHM3alfH U COJIePKAIUI 00CTOATEIHHOE U3TIOKEHNE KAaKOTO-IM00 BOMpPOCa ¢ BHIBOIAMU
Y TIPEIJIOKEHUSIMUA COCTABUTEIIS.

JlokiiajHas 3aIIMCKa COCTaBIsAeTCs KaK Mo JUYHON MHUIMATHBE aBTOpa (pabOTHHKA), TaK
U 10 YKa3aHUIO (MMCbMEHHOMY WJIM YCTHOMY) PYKOBOJUTENS 00pa3oBaTeIbHON
OpraHu3alMH.

3anucka cocTaBisieTcs Ha OyMa)XXHOM HOCHUTEJIE WU B AJIEKTPOHHOM Buze. Odopmiienue
3alMCKM 3aBUCHUT OT azpecara. [Ipu cocraBieHuu 10KIaaHOMN 3allMCKU, aIpECOBAHHOMN
PYKOBOJUTEIO 00pa30BaTEIbHON OpraHU3alMy B paMKax 00pa3oBaTeIbHON OpraHU3aliH,
OHa CUMTAETCS BHYTPEHHEH U opopMIiIsieTcs Ha CTaHIAPTHBIX JIcTax Oymaru opmata A4.
BuyTpeHHss 3an1cKa 10JKHA COAEPKaTh CIEAYIOINE PEKBU3UTHI: BU JOKYMEHTA, 1aTy
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JOKyMEHTa, Ha3BaHHUE JTOKYMEHTa (3aroJ0BOK K TEKCTY), €CIIM TEKCT 00Jiee YeThIPEX-TIATH
CTpOK; ajpecata, TeKCT, HOJIHCH (C yKa3aHHUEeM JIOJDKHOCTH, (paMUIIHN, HHULIUAIIOB).
[TonnuceiBaeT BHYTPEHHIO JTOKJIAHYIO 3aIIMCKY COCTaBUTEb.

Ecnu 3anucka anpecyercs 3a npeziesbl 00pa3oBaTeIbHON OpraHu3aliu, TO €€ OPOPMIIIOT
Ha OJIaHKe 1 OHa Ha3bIBaeTCs BHENIHEH. BHeNI s 3amicka 10KHA COlep KaTh ClIeIyIOIne
PEKBU3UTHI: HAUMECHOBAHUE YUPEKACHHS, BUI JOKYMEHTA, 1aTy JOKYMEHTAa,
PErHCTPaIOHHBII HOMEP, MECTO COCTAaBIICHHUSI, Ha3BaHHE JOKYMEHTA (3ar0JIOBOK K TEKCTY),
€CJIM TEKCT 00Jiee YEThIPEX-IISITU CTPOK, aJipecaTa, TEKCT, IOIIHUCh PYKOBOIUTEIIS
00pa3oBaTeNbHON OPraHU3AIIH.

Pa3HOBI/I,Z[HOCTBIO HOKH&HHOﬁ 3aIIMCKHU ABJIAIOTCA HIPCACTaBICHUA. Onn HCITIOJIB3YIOTCA IIPU
AOKYMCHTHPOBAHUHA KaI[pOBOﬁ ACATCIIBHOCTH U COCTABJIAOTCA PYKOBOAUTCIIEM
O6pa3OBaTCHLHOﬁ OpraHusanuu UjiM €ro 3aMCCTUTCIICM. HpeI[CTaBJ'IeHI/IH COCTaBJIAIOT

B ClIydasaX MOOHPCHUA pa6OTHI/IKOB, HaJIOXKCHUA BSI)ICKaHI/If/'I, IMPOBCACHHUA aTTCCTALlUU.

3.3.7. ABToMaTu3aums J0KYMEHTHPOBAHHSA
I[JI?I MMOATOTOBKH JOKYMCHTOB MOT'YT IPUMCHATHCA aBTOMATU3UPOBAHHBIC TCXHOJIOT'HH. HpI/I
3TOM CO3JAI0TCsl 0a3bl JaHHBIX (KOPPECTIOHCHTOB, (POPM JTOKYMEHTOB, TpadapeTHBIX

TEKCTOB M TEKCTOBBIX 3arOTOBOK), PEIAKTOPCKUE MPOTPAMMBI U JIp.

ITopsimok pa3paboTKy, SKCIUTyaTalluy U MOJIb30BaHUS TAKUMH CUCTEMaMU OIPEeNseTcs
CTaHJapTaMU B 00JJaCTH aBTOMaTHU3UPOBAHHBIX HH()OPMALIMOHHBIX TEXHOJIOTUH.

3.3.8. DJIeKTpOHHBIE JOKYMEHTBbI
ITopsimok cocTaBiieHus, 0POPMIICHHS U COTJIACOBAHUS MPOEKTOB 3JIEKTPOHHBIX JOKYMEHTOB
OCYIIECTBIISIETCS 110 OOIIMM MpaBUiIaM JIEIO0NPOU3BOJICTBA, YCTAHOBIEHHBIM B OTHOLICHUU
AHAJIOTHYHBIX IOKYMEHTOB Ha OyMa)XHOM HOCHTEJE. DIEKTPOHHBIN JOKYMEHT J0JIKEH
HUMETH PCKBU3UTHI, YCTAHOBJICHHBIC JIJISI aHAJIOTUYHOI'O JOKYMCHTA Ha 6}’M3)KHOM HOCHUTEIIC,
32 NCKJIFOUYEHUEM OTTHCKA IEYaTH.
Cpoku XpaHEHHs IJIEKTPOHHBIX TOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHMsSI IOKyMEHTOB,
YCTAHOBJICHHBIX 3aKOHOAATCJIbHBIMHA U MHBIMU HOPMATUBHBIMHA IIPABOBBIMU dKTaMU Pq),
TUMOBBIMH MEPEYHSIMHU JJIs1 aHAJIOTHYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

4. Opranusanusi JOKyMeHTO000pPOTa M MCIIOJTHEHHUS 10KYMEHTOB

4.1. Ilpuem u 00padoTKa NOCTYNAOIIUX TOKYMEHTOB

4.1.1. JIB>keHre JOKYMEHTOB C MOMEHTA MX CO3JaHUs WIH MOJYYEHHUS 10 3aBEPIICHUS
WCIIOJTHEHUS I OTIIPaBKHU 00pa3zyeT TOKyMEHTOOO0OPOT.

4.1.2. B nokymeHTO0000pOTE 00pazoBaTeIbHON OpraHU3alMK BBIIEIAIOTCS CIIEAYIOINe
JTOKYMEHTOTIOTOKH:

a) MoCTymaromas JoKyMeHTamus (BXos1ias);

0) oTmpaBisiemMast TOKyMeHTalus (MUCXOMIas);
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B) BHYTPEHHSSI JOKYMEHTAIIHSI.

4.1.3. locTaBka u OTIIpaBKa JOKYMEHTOB B 00pa30BaTEIbHYIO OpraHU3alUIo
OCYIIECTBIISETCS, KaK IPaBUIIO, CPEACTBAMU MTOUYTOBOM U AJIEKTPUUECKOU CBSI3HU.

4.1.4. JlokyMeHTBI, IOCTYyNaroIIKue B 00pa30BaTeNIbHYI0 OpraHU3aIHIo, IPOXOIAT NEPBUUHYIO
00paboTKy, PETUCTPAIIHIO, TPEBAPUTEIILHOE PACCMOTPEHHUE, MTEpeady PyKOBOJICTBY
Ha pacCMOTpEHUE, MEPEIAIOTCS UCTIOIHUTENSIM U [TOCIIe UCTIOTHEHHS IIOMEIIA0TCs B Jiena.

4.1.5. Ilpuem u nepBuyHasi 00pabOTKa JOKYMEHTOB OCYLIECTBIISIETCS OTBETCTBEHHBIM
3a JeJI0IPOU3BOJCTBO.

4.1.6. OTBeTCTBEHHBIH 3a AEIONPOU3BOACTBO IPOBOAUT: IIPOBEPKY MPABUILHOCTHU
aJIpecoBaHMsI MOCTYMAIONINX JTOKYMEHTOB, IPAaBHILHOCTH JIOCTABKH U KOMIUIEKTHOCTH
JOKYMEHTOB; COPTUPOBKY JIOKYyMEHTOB Ha IMO/JISKAIINE M HE TIOJIC)KAIINE PETUCTPAIIHH.

4.1.7. Ilony4eHHbIE KOHBEPThI C KOPPECIIOHACHIIMEN BCKPBIBAIOTCS, IPU 3TOM IIPOBEPSAETCS
HAJINYKE BJIOKECHUH, a TAK)KE YKAa3aHHBIX B JOKYMEHTAX MpUJIOkKeHU. B cinydae
MOBPEXKACHHS YIIAKOBKU U BIOXKEHHUH TMOO0 OTCYTCTBHS MPUIIOKEHHUIN COCTABIIAETCS aKT

B JIBYX 3K3eMIuisipax. OI1H 3K3eMIUIIp aKTa HAMPaBIISAETCS KOPPECTIOHICHTY, BTOPOU
MpHOOIIAETCS K MOCTYMUBIIEMY JOKYMEHTY.

4.1.8. Omnbo4yHo IMprucCiIaHHass KOPPCCIIOHACHIUS IICPCChLIACTCS 110 IIPUHAAJICIKHOCTH, €CIINU
HU3BCCTCH aApCC MOJIYyHaTCIIA. B IMPOTHBHOM CJIy4a€ KOPPCCIIOHACHIIUA BO3BPAIACTCA
OTIIPABUTCIIIO.

4.1.9. KonBepTsl OT MOCTyNaroMIEed KOPPECTIOHICHIIMHA COXPAHSIOTCS U MPUIIATaloTCst
K JJOKyMEHTaM JIMILb B TOM CJIy4dae, KOT1a TOJIBKO 10 HUM MOXHO YCTaHOBUTH aJIpeC
OTHPABUTEIISI WIIM KOT/A 1aTa MOYTOBOTO IITEMITEII UMEET 3HAYEHNE B KAYECTBE
JI0KA3aTeJIbCTBA BPEMEHH ITOJIYUYEHHS JOKYMEHTA.

4.1.10. CnenuanrcToM He BCKPBIBAIOTCS KOHBEPTHI TUCEM C HAAMUCHIO «IMYHOY». OHU
MepeaaroTCs 10 Ha3HAYEHUIO.

4.2. llpenBapureibHOE PACCMOTPEHUE TOKYMEHTOB

4.2.1. OTBETCTBEHHOE 32 JIEIONPON3BOJICTBO TPOBOJUT MIPEABAPUTEIILHOE PACCMOTPEHNUE
JTOKYMEHTOB B IEJISIX BBIJICJICHUS U3 BCETO MACCUBA MOCTYMUBIIEH KOPPECTIOHICHITUN
JIOKYMEHTOB, TPEOYIOLINX 003aTeIbHOTO pAaCCMOTPEHHS pyKOBOIUTENEM 00pa30oBaTeIbHOM
OpraHu3aIyH.

4.2.2. OcHOBaHMEM JJIs IPUHATHS PELIEHUS B XOJI€ TPEABAPUTEIBHOTO PACCMOTPEHUS
SBJISIETCS COJIEp KaHUE JOKYMEHTA, a He aJJpeCOBAHNE IOKYMEHTA COOTBETCTBYIOLIEMY
paboOTHUKY.

4.2.3. Pe3ynbTaToM MpEIBAPUTEIIHHOTO PACCMOTPEHHUS SIBIISIETCS HAIIPABJICHUE TJOKYMEHTA
PYKOBOJUTEINO 00pa30BaTEIbHON OPraHU3aIMK WIH TOJKHOCTHOMY JIMILY B COOTBETCTBHH

C YCTaHOBJIEHHBIM B 00pa30BaTEeIbHON OpraHU3ally pacipeiesieHueM 00sS3aHHOCTEN MEeXIY
PYKOBOAMUTENEM U JTOJKHOCTHBIMHU JIMLIAMHM JIJIs1 BHIHECEHUS YKa3aHUs 11O UCTIOJTHEHUIO
JIOKyMEHTA.
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4.3. Perucrpanusi 10KyMeHTOB

4.3.1. [lepenaya JOKyMEHTOB Ha PErUCTPALIUIO TPOU3BOJAUTCS TOJIBKO MOCTIE
UX TPEIBApUTEITLHOTO PACCMOTPEHUS.

4.3.2. Peructpanuu nojjiexar Bce JOKyMEHTBI, TPEOYIOIIHNE yUeTa, UCTIOTHEHUS,
KCII0JIH30BaHUSI B CIIPABOYHBIX LIEJISIX, KaK MOCTYNAIOIIME U3 IPYTUX OpraHUu3alni

Y OT YaCTHBIX JIMII, TAaK U 00pa3yroluecs B AesITeIbHOCTH 00pa30BaTEIbHOM OpraHnu3allui,
U PETUCTPUPYIOTCS HE3ABUCUMO OT CITOCO0a UX JIOCTaBKH.

4.3.3. K 1oKyMeHTaM, He MOAJIEKAIUM PErUCTPALlUU, OTHOCATCS JOKYMEHTHI,

He TpeOyIoIue UCIIONMHEHHS U He coJiepKalne HHHOpMaLuH, UCTIONIE3yEeMOH B CIIPaBOYHBIX
LEJISAX: PUTIACUTENBHBIC, TO3/JPaBUTENIbHBIC IMCbMA, TE€JIETPaMMbl, OUJIETHI, TUIAHBI,
IPOrpaMMbl CEMHHAPOB, KOH(EPEHIHIA, CHMIIO3UYMOB U JIPYTUX HOAOOHBIX MEPOIIPHUSATHH,
JOKYMEHTHI 110 OyXTalITepCKOMY yUeTy, MaTepUATbHO-TEXHHYECKOMY 00eCIeUeHHIO,
IUTaHOBBIE, (PHHAHCOBBIE JOKYMEHTHI, MOCTYHAMONHe 0e3 COPOBOAUTENILHOTO MUChMA,
pEeKJIaMHBIE TOKyMEHTBI, KOMMEPUECKHUE MPEII0KECHHUS, TIEYaTHbIC N3IaHHS,
YHU(HUIMPOBaHHBIE (OPMBI U OJIAHKH TOKYMEHTOB H JIp.

4.3.4. JIokyMeHTbI, TOJUIeXkKAIUe PETUCTPALIH, PETUCTPUPYIOTCS B )KypHAJe perucTpanuu
BXOJALINX JOKYMEHTOB (1puiioxkeHue Ne 7) B IeHb OCTYIUIEHUS — B CJIy4ae MOCTYIUICHUS
JOKyMEHTa B pabouee BpeMs; Ha CIeIyIONINH pabounii 1eHb — B CIIydae MOCTYIUICHHS
JOKyMEHTa B HepaOouee BpeMs; He3aMeUINTEeNIbHO — ¢ 0TMeTKaMu «CpouHO»,
«OnepaTUBHOY.

4.3.5. Ha noxyMeHTax, MOCTyHAIOIIUX B apec 00pa30BaTeIbHOM OpraHU3allii, B HUKHEM
MPaBOM YTy JIMLEBOM CTOPOHBI IEPBOTO JINCTA JOKYMEHTA IPOCTABIISAETCA
peFI/ICTpaHI/IOHHBIfI mTaMIl ¢ YKa3aHUEM JaThl U MOPAAKOBOTO pErUCTPAIIMOHHOTIO HOMEpPA.

4.4. PacnpenesieHue NOCTyNAKIIHUX JOKYMEHTOB

4.4.1. Tlocne perucTpany JOKYMEHTHI IepelaloTCsl Ha paCCMOTPEHUE PYKOBOIUTEIIO
o0pa30BaTeNbHON OpraHu3aluu.

4.4.2. Tlocne paccMOTpeHUsT PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHu3aIii JOKYMEHTHI
BO3BpAIIIAIOTCS] OTBETCTBEHHOMY 32 JAENOMPOU3BOICTBO, JIJISl TIEPEHECEHHs YKa3aHHM

110 UCITOJTHCHHUIO JOKYMCHTA B )XypHaJI pEerucTpalu BXOAAUX JOKYMCHTOB.

B cooTBeTcTBUY C YKa3aHUSIMU MO UCTIOTHEHHIO MOUIMHHUK TOKYMEHTA HalpaBIseTCs
pa60THI/IKy, ABJIIOIIEMYCA OTBETCTBCHHBIM UCIIOJIHUTCIIEM, & COUCIIOJTHUTCIIAM
HAMPAaBIIAIOTCS KOMUU JOKYMEHTOB (€CJIM UMEIOTCS), O YeM JIEJIaeTCsl OTMETKA B KypHae
PErucCTpauv BXOAAINUX JOKYMCHTOB.

4.4.3. DnexTpoHHBIE COOOIIEHNUS, TOCHUIAEMBIE 110 3JIEKTPOHHOM MOYTE, UCTIOTHSIIOTCS
aHAJIOTMYHO JJOKYMEHTaM Ha OYMa)KHBIX HOCUTEISX C YYETOM ONpPEIEICHHON crieru(puKu

B IIpOoHeCCE€ UCITOJTHCHUA.

4.5. ITopsiiok 00padOTKH M MPOXOKIACHUSI HCXOASIIMX H BHYTPEHHUX JOKYMEHTOB
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4.5.1. Tlopsimok MOATOTOBKM MCXOMSAIINX JOKYMEHTOB BKJIIOUAET B ce0s paboTy
10 COCTABJICHUIO TPOEKTA JIOKYMEHTA, COTJIACOBAHUIO, MOMUCAHUIO (YTBEPKICHUIO)
1 OTIPABKE.

4.5.2. Jlo nepeaun JOKYMEHTA HA MOJIUCH UCIIOJIHUTEIb JOJIKEH IPOBEPUTH €T0
CoJIepKaHue, MPaBUIHLHOCTh OPOPMIICHUS, HAIMINE HEOOXOIUMBIX BU3 U MIPHIIOKECHUH.
JIOKyMEHT IpeICTaBIIAEeTCs Ha MOJIUCh BMECTE C MaTepragaMu, HA OCHOBAHUHM KOTOPBIX
OH TOTOBUJICS.

4.5.3. BHyTpeHHUE JOKYMEHTBI OQOPMIISIOTCS M HCIIOJHSFOTCS (MCIONB3YIOTCS) B Ipeiesiax
00pa3oBaTeNbHON OPraHU3AIIH.

4.5.4. BuyTpeHHHe TOKYMEHTHI (JIOKJIaHbIe 3aITUCKH, CIIPABKHU, CBOJIKH U JIp.)
paccMaTpuBaOTCA TEMU JOJDKHOCTHBIMU JIMLIAMHU, KOMY OHH HaIlPaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 32 ACIONPOU3BOACTBO NIEPE] Claueil KOPPECIIOHIEHIIUN Ha OTIIPABKY
JOJDKHBI 00513aTEIBHO MTPOBEPUTH MPABMIIBHOCTD €€ O(OPMIICHHS U aIPECOBAHHS.
KonBeproBaHue KOppeCHOHACHLIMY U JPYTUX NOYTOBBIX OTHPABICHUN IPOU3BOIUTCS
CTPYKTYPHBIMH NOAPA3/IEICHUSIMHU 00pa30BaTEIbHON OpraHU3aliH.

4.5.6. Peructpanus OoTIPaBIEMbIX JOKYMEHTOB OCYILECTBIISIETCS B IEHb UX MTOAMCAHUS
(YyTBep:KJeHUS) UM Ha CIeAYIOLUI pabouuil 1eHb. PerucrpaiinoHHblii HOMEp J10KyMEHTa
U J1aTa perucTpaliy MpOoCTaBISIOTCS Ha MOJJIMHHUKE TOKYMEHTa B PEKBU3UTaxX OlaHKa

Y Ha KOIMU, OCTAIOUIEHCS B Jiesie 00pa3oBaTesibHOM opranu3anuu. CripaBOYHBIM anmapaTom
JUISL ACXOJAIIMX JOKYMEHTOB SIBJIIETCS XKypHAJl PETUCTPALIUU ITUX JOKYMEHTOB
(npunoxenue Ne 8).

4.5.7. OTnpaBKy UCXOISMIINX JOKYMEHTOB ITPOU3BOJIUT OTBETCTBEHHBIN
3a Ienonpou3BoACTBO. CpouHasi KOPPECTOHACHITHS O(OPMIISETCS U OTIPABISETCS
HE3aMEIJINTEIIbHO OTBETCTBEHHBIM 32 JIETONPOU3BOJICTBO.

4.5.8. OTBeTCTBEHHBI! 32 JAETIONPOU3BOICTBO MIPOBEPSET MPABUIBHOCTh O(POPMIICHHUS
UCXOJAIINX JOKYMEHTOB, IPOU3BOIUT COPTUPOBKY TOKYMEHTOB IO CIIOCOOY JOCTAaBKU
KOppECTIOHIEHIINHM ajipecaty (IpocTasi, 3aKa3Hasi, MexayHapoHas u ap.). HenpasuisHo
o(opMIIEHHBIE TOKYMEHTBI U KOPPECIIOHIEHIMS HECITY>)KEOHOTO XapaKTepa K OTIPaBKe
HE IPUHUMAIOTCS U BO3BPAILAIOTCA JIUILY, OATOTOBUBIIEMY JOKYMEHT.

4.5.9. OtnpaBnsiemas 10 1OYTE KOPPECIOHIEHIUS IPOXOANT YIIAKOBKY, aJpECOBaHUE,
IIPOCTaBJIEHUE CTOMMOCTH MOYTOBBIX YCIIYT U Niepefady Ha OTIPAaBKY B MECTHOE OT/I€JICHHE
CBSI3H.

4.5.10. Ha 3aka3Hy10 KOppECTIOHCHIINIO, Ha TOKYMEHTHI ¢ TOMETKOU « /{7151 ciry:keGHOoro
I0JIb30BAHUS» COCTABJISIETCS pEECTp, KOTOPBIN 3aT€M BO3BPAILIAE€TCSl OTBETCTBEHHOMY

3a JENOMPOU3BOJICTBO C PACIUCKON paOOTHHUKOB MTOYTOBOTO OTAEIEHUS CBSI3U UM UHOTO
nuna, 06ecrneynBarouiero OTIPaBKy TOKYMEHTOB.

4.5.11. Ilepenaya ¢ UCIOIB30BaHUEM CPEICTB (PAKCUMUIBHOM CBSI3M JOKYMEHTOB,
coJieprKaIlMX CiIykeOHy10 HH(POPMAIIUIO OTPAaHUYEHHOTO PACIPOCTPAHEHUSs, B TOM YHCIIEe
C MOMeTKOH «JlJ1s ciry>keOHOTro0 MoJIb30BaHMs», HE paspemaercs. Kateropuuecku
3arpeniaercs nepeaaya rno cpeAcTBaM (PakCUMHIBHOMN CBSI3U CEKPETHBIX IOKYMEHTOB.
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4.5.12. C ucnonp30BaHUEM CPeICTB (DAKCUMUIIBHOMN CBSI3U MOTYT OBITh TTepPEIaHbI
MaTepHabl TEKCTOBOTO, TAOJIMYHOTO MM IPaUUeCKOro XapakTepa, UCIIOJTHEHHBIC
TUNIOTpa)CKUM, MAIITMHOIIMCHBIM WJIA PYKOIUCHBIM CIIOCOOOM B YEPHOM HMJIM TEMHO-CHHEM
[[BETE C YETKUM U KOHTPACTHBIM U300pakeHHEeM (TIEPBBIC IK3EMILISIPHI MUIA UX KCEPOKOTIHH )
Ha Oestoli Oymare ¢ MUHUMAaJIbHOW BBICOTOU OyKB 1 udp 2 mm. OObeM mepesaBaeMoro

B TEUCHHE OJIHOTO CEaHCa CBS3M JIOKYMEHTA, BHIMIOJTHEHHOTO Ha Oymare ¢opmara A4,

HE JIOJKCH MPEBBINIATh ITH JINCTOB.

4.5.13. OTBETCTBEHHOCTH 3a CoJiepKaHue HH(OpMAIH, TIEpe1aBaeMOM C UCIIOIb30BAHHEM
CpencTB (GaKCUMUIIBLHOU CBSI3H, BO3JIAraeTCsl Ha UCIIOTHHUTEIS, TIOTOTOBHUBIIIETO
(bakcorpammy JUIsl iepeiayu.

4.6. OcoGeHHOCTH PadOTHI € JIEKTPOHHBIMH JOKYMEHTaMHU
4.6.1. B 0Opa3oBaTelIbHOM OpraHnu3alnuy CO3TA0TCS U UCTIOIB3YIOTCS:

e DJIEKTPOHHBIE IOKYMEHTHI, CO3/1aBacMbI€ B 3JIEKTPOHHOH (opme Oe3
IpeBapUTENLHOIO JOKYMEHTUPOBAHHsI Ha OyMa)KHOM HOCHUTEIIE;

e DJIGKTPOHHBIE 00PAa3bl JOKYMEHTOB, IIOJTYYECHHBIC B PE3yJIbTATe CKAHUPOBAHHS
JOKYMEHTOB M XPaHSIIHUECsS B CUCTEME AJIEKTPOHHOIO IOKYyMEHTO000pOTA.

4.6.2. Ilpuem u oTIpaBKa dJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIIOTCS OTBETCTBEHHBIM
3a BEJICHUE JIeJIOMPOU3BOJICTBA B 00pPa30BaTEIbLHOM OpraHU3aIuu.

4.6.3. DEeKTPOHHBIE IOKYMEHTBI CO3JJAI0TCS, 00pa0daThIBAIOTCS U XPAHATCS B CHCTEME
ANIEKTPOHHOTO JIOKYMEHT0000pOTa 00pa30BaTEIbHOM OpraHU3alUH.

4.6.4. DneKTpOHHBII TOKYMEHT JOJDKEH ObITh OOPMIIEH MO OOLIMM ITpaBUIaM
JIEJIONPOU3BOJICTBA U UMETh PEKBU3UTHI, YCTAHOBJICHHBIE /JIs1 aHAJIOTUYHOTO JOKYMEHTa
Ha OyMa)KHOM HOCHTEJIE.

4.6.5. Jlns moaTBep:KAeHUS TOUTMHHOCTH JIEKTPOHHBIX JOKYMEHTOB B 00pa30BaTEIbHOMN
OpraHu3aINK UCTIOIB3YIOTCS JJIEKTPOHHBIE ITU(POBBIC MoANUCH. Mcnonb3yembie cpecTBa
ANEKTPOHHOU ITU(GPOBOI MOIMUCH TOJKHBI OBITH CEPTU(DUIIMPOBAHBI B YCTAHOBIEHHOM
MOPSJIKE.

4.6.6. EnuHuneit yueTa 3J€KTPOHHOTO IOKyMEHTA SIBJISI€TCS 3JIEKTPOHHBIN TOKYMEHT,
3apeTUCTPUPOBAHHBIN B CUCTEME JIEKTPOHHOTO JOKYMEHTO000pOoTa 00pazoBaTeIbHOM
OpraHu3aIy. DJICKTPOHHBINA JOKYMEHT, HMEIOLIHIA MPHUIIOKESHHUS, PETHCTPUPYETCS KaK OJHH
JOKYMEHT.

4.6.7. [locne oTnpaBKu AIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO 3JIEKTPOHHOUN MOANUCHIO
YIOJTHOMOYEHHOTO JIOJKHOCTHOTO JIMIIA, JOCBUIKU aJpecaTy ero KOmuu Ha OyMaKHOM
HOCHTENIE, KaK IPaBUIIO, HE TpeOyeTcs, 3a UCKIIOYEHHEM OTBETOB Ha oOpallleHus Ipax/iaH,
MOCTYMUBIINX MO WH()OPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHBIM KaHajaM, Ha KOTOpbIe
3asIBUTEIIIO JAETCsI MUCbMEHHBIM OTBET, HAaIlPaBIIIEMbIil 10 TOYTOBOMY aJipecy, YKa3aHHOMY
B OOpaIleHUH.

4.6.8. icnionHEHHBIE DJIEKTPOHHBIE IOKYMEHTBI CUCTEMAaTU3UPYIOTCS B JI€a B COOTBETCTBUN
C HOMEHKJIaTypoi Jies1 00pa3oBaTesIbHOIN OpraHn3aluy U UHAECKCUPYIOTCS B OPSIKE,
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YCTaHOBJICHHOM B OTHOIICHUU ACJI, COCTABJIICHHBIX U3 JOKYMCHTOB Ha 6}’M3)KHOM HOCHUTCIIC.
HpI/I COCTAaBJICHUU HOMCHKJIATYPhI ACJI B 3aroJIOBOK JCJIa BKIIKOYACTCA YKa3aHUC
«9.]'IGKTp0HHBIe JAOKYMCHTbBD).

4.7. UndopmannonHasi 0€3011aCHOCTb

4.7.1. UadopMalimoHHbIE peCcypchl 00pa30BaTEIbHON OPTaHU3AIMH 10 JTOCTYITY
(BO3MOXHOCTH MCTIOJIb30BAHMS ) MOJPA3EIAIOTCS Ha OTKPBITYIO (00IIEIOCTYITHYIO)
nH(pOpMaIHIO, CITY)eOHYI0 HHPOPMAITUIO U MHPOPMAITHIO OTPAHMYEHHOTO PACTIPOCTPAHEHUS
(moctyma).

K kareropuu oTkpbITOi HHGOPMAIIUU OTHOCUTCS MH(GOPMAILIUs, COAEPKaAIIAsICS
B JJOKyMEHTaX U 0a3ax JTaHHBIX 00pa30BaTEIbHON OPraHn3alui, HEOCPEICTBEHHO
3aTparuBarollas MpaBa U HHTEPECHl TPakIaH.

K kareropuu ciyxe0HOM nHpOpMau OTHOCUTCS HHPOPMAIIHS, COAEPKAIIAACS

B JJOKYMEHTax U 0a3ax JaHHBIX 00pa30BaTEIbHON OpraHU3alUy, IPeAHa3HaAYEeHHAs IS
JOJKHOCTHBIX JIUI M paOOTHUKOB 00pa30BaTeNIbHOM OpraHu3alyu, Mpy BBIMOJIHEHUH UMU
CBOUX (DYyHKIIMOHAIBHBIX 00513aHHOCTEW, HE 3aTParkBaroOIas HAPSIMYIO IIPpaBa M HHTEPECH
Ipa)x/IaH U HE OTHOCSIIASCS K KATETOPUHU OTPaHUYCHHOTO PACIIPOCTPaHeHUs (OCTYTa).

K kareropuun nH(pOpMAaIINN OrPaHUYEHHOTO PACTIPOCTPaHEHHs (JOCTYIa) OTHOCHTCS
uHpopMaIus, CoAepIKaIiascs B JOKyMEHTaX U 0a3ax JaHHbBIX, BKIKOYAIOIIAs CBEIACHUS
KOH(UICHITMATIEHOTO XapaKTepa.

Best undopmanus, copeprkaascs B JOKyMeHTax M 0a3ax JaHHBIX 00pa3oBaTeIbHON
OpraHu3alH, 10 YMOJIYAHUIO ABJISETCA OTKPBITOM U 001eaocTynHOi. Mckimoyenne
cocTaBIsieT MH(OpMaIHs, OTHECEHHAs K KATErOpUsIM CITy>KEOHOH U OTpaHUIEHHOTO
pacrpocTpaHeHus (I0CTyna).

4.7.2. loctyn nonp3oBareniel K ”HGOPMAIIMKM OTPAHUYMUBACTCS MTyTEM OTHECEHUS
nH(OpMAaIIUY K COOTBETCTBYIOIICH KATETOPUU M HAJIOKEHUEM Ha HEee COOTBETCTBYIOIIETO
rpuda orpanudeHus pacrnpocrpanerus. MHGopMamms orpaHUuIeHHOTO JOCTYIa CHaOKaeTCs
rpudom « /st cykeOHOT0 MOTBE30BaAHUSY.

ITpaBom oTHEceHUs! MH(OPMAIMH K KATErOPUH OTPAaHUYEHHOI0 JOCTyIa U HaJIOKEHHS
COOTBETCTBYIOIETro Iprda 001a1aeT COCTaBUTENb IOKYMEHTA 10 COTTIACOBAHUIO
C PYKOBOJIUTENIEM 00pa30oBaTeIbHON OpraHU3alHH.

JlokyMeHTupoBaHHasi HHGOPMAIUsl OTPAHUYEHHOTO PacpoCcTpaHeHus 0e3 CaHKIINH
JIOJGKHOCTHOTO JIMIA, YCTAHOBUBIIETO PEKUM OTPAHUYECHHOTO PACIPOCTPAHEHUS IS
JAHHOTO JJOKYMEHTA, He MOJISKUT pa3riaiieHnto (pacnpoctpanenuio). [Ipenocrasnenue
MOJTH30BATENISIM JIOCTYTIA K TAHHON MH(GOPMAIIMH OCYIIECTBIISIETCS UCKITFOUUTEITEHO

10 COTJIACOBAHUIO C YKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM ITYTEM I10J1a4l COOTBETCTBYIOILLIEH
3as1BKH.

I[OJ'DKHOCTHBIC Jiana, IpuHABIINUC PCIICHUC 00 OTHECEHUHU PIH(bOpMaLII/II/I, 3a(I)HKCHpOBaHHOﬁ
B JOKYMCHTEC, K KaTCTOpHHU OTPaHUYICHHOI'O PACIIPOCTPAaHCHNA, HCCYT OTBETCTBECHHOCTD

3a 000CHOBaHHOCTD MPUHATOrO PCIICHUA U €TI0 COOTBETCTBUC HeflCTByIOHlCMy
3aKOHOAATCIbCTBY.
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4.7.3. JInunbie KapTOYKH PAOOTHUKOB, TPYAOBBIC KHIKKH PAOOTHUKOB, MPUKA3bI
10 JMYHOMY COCTaBY JOJDKHBI XpaHUTHCSA B celipe Wi B B METAIITMUECKOM HIKady.

bnaHku TpyIOBBIX KHM)KEK IO MEpe HEOOXOIMMOCTH BBIAAIOTCS OTBETCTBEHHOMY JIUILY
KaJpOBOM CITy>KObI. 3anKcH B TPYAOBOH KHIKKE ITOJIHMCHIBACT PYKOBOANUTENH KaIPOBOM
ciryx061 OO. Yuer, XxpaHeHHE U BbIAaYy OJAHKOB CTPOTOM OTUYETHOCTH: JUIJIOMOB,
BKJIQJIBIIICH K HUM, CBUJICTEIBCTB, YIOCTOBEPEHHUH BEIET 3aMECTUTENh TUpEKTOpa. branku
XpaHsTcs B ceide.

4.7.4. YcTaHOBKa U SKCIUTyaTalysl IpOrpaMMHOT0 00ecriedeHHtsl, OJIyYeHHOTO U3 JIF0ObIX
HMCTOYHUKOB U BBIMTOJHSIONIECTO (DYHKIIMU, HE CBSI3aHHBIC HEMOCPEIACTBEHHO C BBHITIOJHEHUEM
paboTHUKAaMU CBOMX JOKHOCTHBIX 00513aHHOCTEH, KaTerOpHUeCKU 3arpelieHa.

4.7.5. Bes nipesictaBieHHasl B 3JIEKTPOHHOM BHJIe HH(GOpMaIIs, TOCTYMaroIas
B 00pa30BaTEIIbHYIO OPTaHU3AINIO0, B 005S3aTEIHHOM MOPSIKE TOIJICKUAT POBEPKE
AHTUBUPYCHBIMU CPEJICTBAMHU.

4.7.6. DnexTpoHHas [TOYTa MOKET UCIOIb30BaThCs OJIB30BATEISIMU TOJIBKO U1 OOMEHA
nHpopManrei, OTHOCSIIEHCS K KAaTeTOPHH OTKPBITOH U CITy>K€OHOM. 3arpenieHo
UCIIOJIB30BATh 3JEKTPOHHYIO MOYTY JUIS Ilepeiadud HH(POPMAIIH, OTHOCSIIEHCS K KATerOpUH
OTPaHUYEHHOTO PACIPOCTPAHEHUSI.

5. KoHTpoJIb 32 HCIIOJIHEHHEM IOKYMEHTOB
5.1. Opranu3anusi KOHTPOJIs

5.1.1. KoHTpouto nmoanexar Bce 3aperucTpupoBaHHbIE JOKYMEHTHI, TpeOyrolne
ucnoyHeHus. KOHTpoJIb NCTIOHEHNS TIOKYMEHTOB BKIIIOUAET: YUYET, TIOCTAHOBKY
Ha KOHTPOJIb, KOHTPOJIb CPOKOB UCIIOJIHEHUS], HETIOCPECTBEHHYIO MPOBEPKY XO7a
WCIIOJIHEHUS, IPOBEPKY KAUECTBA MCIIOIHEHMSI, AaHAJIN3 PE3YJIbTaTOB UCIIOJHEHMUS.

5.1.2. KOHTpOHL 3a UCIIOJIHCHUEM NOKYMCHTOB YCTAHABJIIMBACTCA B LCJIAX oOecreueHust
X CBOCBPEMCHHOI'O U KaUYCCTBCHHOI'O MCITIOJIHCHUS, ITOBBIICHUA YPOBHA OpFElHH?.ElTOpCKOfI
pa6OTBI Y UCTIOJTHUTEIbCKOMN JAUCIHUITIIMHBI.

5.1.3. IIpu nocraHOBKE AJOKYMEHTA Ha KOHTPOJIb HAa IIPABOM BEPXHEM I10JIE TOKYMEHTA
JIeJIaeTCsl OTMETKA O KOHTPOJIE, KOTOPYH 0003HA4at0T CIIOBOM (IITAMIIOM) «KOHTPOJIbY

5.1.4. KoHTpoJI10 MOJI€KAT MPUKAa3bl, PEUICHUSI COBETOB, a TAK)KE JIOKYMEHTHI,
MOCTYHAIOUINE Ha UMS PYKOBOAMUTENS 00pa30BaTeIbHON OpraHU3aIiu.

Opranu3zaiys KOHTPOJISI HCIIOJIHEHUS BKIIIOUAeT B ceO0sl:

e IIOCTaHOBKY JIOKYMEHTA Ha KOHTPOJIb;

e MOHUTOPHUHI UCIIOJIHEHHs KOHTPOJIbHBIX ITIOPYYEHUN JOKYMEHTOB;
e CHSTHE HUCIIOJIHEHHOIO JOKYMEHTA C KOHTPOJIS;

e HAIPaBJICHUE UCIIOJHEHHOIO JOKYMEHTA B JEJIO.

5.1.5. PykoBoguTenu CTpyKTYpHBIX TIOJIpa3/ieiieHui 00s3aHbl paCCMaTPUBATh COCTOSTHUE
WCIIOTHUTENIBCKON NUCIMIUIUHBI IO IOKYMEHTaM C MOPYUYEHUSIMH aIMUHUCTPALIUN
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o0pa30BaTeNnbHOM OpraHu3alny, a Takke JOKYMEHThI, TOCTYHUBIINE B aJpec CTPYKTYPHOTO
noApa3AesieHus U TPEOYIOIIre UCTIOTHEHUS U TTOATOTOBKU OTBETA.

5.1.6. I[OKYMCHT CUUTACTCA UCIIOJIHCHHBIM, KOr'la pCIICHBI OKOHYATCIIBHO BCC ITOCTABJICHHBIC
B HEM BOIIPOCHI U CO6J'II-OI[€HBI CIICOYIOIHUE CPOKH:

€CJIM B JOKYMEHTE IIOCTaBJIEH CPOK UCIIOIHEHNSI — B YKA3aHHBIN CPOK;

e JIOKYMEHTHI 0€3 yKa3aHHs CPOKa MCIIOJIHEHHUS] — B MECAUYHBIN CPOK;

e €CIIU B IOKYMEHTE UMEETCSl IOMETKA «CPOYHO» — B TPEXIHEBHBIN CPOK;

e nopyueHHs 0e3 yKa3aHHUs KOHKPETHON JaThl UCIIOJIHEHUS — B MECSIUHBIN CPOK;
e C IIOMETKOM «onepaTuBHO» — B 10-IHEBHBIH CPOK;

e 110 OOpallleHUsIM Ipax/iaH, TPEOYIOIUM JIOTIOJIHUTEIBHOIO U3yUSHHUS

U IIPOBEPKH, — JI0 OJJHOI'0 MECSIa CO JHSI PETUCTPALUU, 110 OCTAIbHBIM —

He Ooiiee 15 nHEN.

CpOK HCUYHCIACTCA B KAJICHAAPHBIX JHAX C JAThl HOAIIMCAHUA NOKYMCHTA.

Ecnu nocneanuii 1eHb UCIIOJIHEHMsI TOKYMEHTa IPUXOAUTCS Ha Hepabo4uii JIeHb,
OH IO/JICKUT UCIIOJHEHUIO B IPEIIECTBYIOLUI eMy pabouunii 1€Hb.

ITpu HE0O6XOAMMOCTH MPOJUIEHUS CPOKA UCIIOJIHEHUS JOKYMEHTa OTBETCTBEHHBIIN
HCIIOJIHUTEJIb MTPE/ICTABIISIET Ha UMSI PYKOBOAMTENS 00pa30BaTEIbHOW OpraHU3aliu, JaBILIero
[OpYYEHHE, MOTUBUPOBAHHYIO MPOCHOY O €ro MpoJUIEHUH HE T03/IHee YeM 3a TPU JHS

710 UICT€YEHHUs1 YyCTAaHOBJIEHHOI'O CPOKA, C YEM CBOEBPEMEHHO IIepeacTcs HHpopMaLus

B IPUEMHYIO PYKOBOJUTENS 00pa3oBaTeIbHON OpraHu3aluu.

5.2. IlopsAOK CHATHS JOKYMEHTOB ¢ KOHTPOJIS

5.2.1. JIokyMEeHTBI CHUMAIOTCSI C KOHTPOJISI, €CJIU PEIICHbI TOCTAaBICHHbIE B HUX BOIIPOCHI
WJIM JaH OTBET I10 CYILLECTBY.

HpOMe)I(YTO“IHLIP’I OTBCT, PAaBHO KaK U 3aIlIpOC 11O UCITOJIHACMOMY NOKYMCHTY WJIN YaCTUIHOC
HCIIOJIHCHUC MTOPYUCHUA, HE ABJISICTCA OCHOBAHUEM IJIA IIPU3HAHUA TOKYMCHTA
HUCIIOJITHCHHBIM.

5.2.2. CHATB AOKYMCHT C KOHTPOJISI MOKET TOJIBKO JOJIZKHOCTHOC JIMIIO, KOTOPOC ITOCTAaBUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHOBaHUEM JJIsl CHATHS C KOHTPOJIS JOKYMEHTOB € IOPYUYEHUSIMU PYKOBOJUTENSA
0o0pa30BaTeNbHON OpraHu3aluy SBISETCS JOKYMEHT — OTBET, MOANMCAHHBIN
PYKOBOIUTENIEM 00pa3oBaTeIbHOI OpraHu3alyu, ero 3aMecTUTeNeM, TM00 CripaBKa

00 UCTIOJTHEHUH JIOKYMEHTA 3a MOJAINUCHI0 PYKOBOJUTENS CTPYKTYPHOTO MOpa3ieIeHHUs.

6. Yder u XxpaHeHHe neyaTeid, MITAMIOB U OJIAHKOB

6.1. O6s3aTenbHOMY YUETY MOJJIeKAT BCE BUIBI ITeYaTeH U IITaMITOB, OJTAHKUA CTPOTOM
OTYETHOCTH, KOMAaHIUPOBOYHEIE YIOCTOBEPEHUS, CIIy)KEOHBIE 3a/1aHUs, TPYAOBbIC KHIDKKH.

6.2. Yuer Bcex neuyaTtei U ITaMIIOB, UMEIOLIUXCS B 00pa30BaTeIbHON OpraHu3aluy, BEAEeTCs
B CIIELIMAIIBLHOM XypHaiie (mpuioxenue Ne 9).
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6.3. JKypHaibl yuyera BKIIOYAIOTCS B HOMEHKJIATYPY Jiedl. JINCThI uX HyMepyroTcs,
MMPOIIKMBAIOTCA U OIICHYATBIBAKOTCA.

6.4. [leyaTy ¥ MWITaMIIBI TOJDKHBI XPAHUTHCS B ceiiax WM METAUTMIECKUX HIKadax.

6.5. OTBETCTBEHHOCTb 3a XpPaHEHUC U UCIIOJIb30BaAHUEC HC‘IaTCfI, TaMIIOB HECYT JIMIIA,
OTBCTCTBCHHBIC 34 BCACHUC ACJIOIIPOU3BOJACTBA.

6.6. YHUUTOXEHHE OJIaHKOB MIPOU3BOJUTCS IO aKTy C OTMETKOM B COOTBETCTBYIOLINX
KypHaJlaxX ydJera.

6.7. [ledatu 1 mWITAMIIBl YHUYTOXKAIOTCS IO aKTY.

6.8. [IpoBepka Hanuuus nevyaTei, MTaMIOB U OJaHKOB, a TAKXKE MOPSAKA UX XPAaHEHUS
Y UCIOJIb30BaHUs IPOU3BOAUTCS KOMUCCUEN HE PEXKE OJHOTO pa3a B KAJIEHJAPHOT'O TOA
OJTHOBPEMEHHO C ITPOBEPKOM COCTOSIHHS IEIO0IPOU3BOICTBA.

7. CocTaBjieHHe HOMEHKJIATYPBI 1€

7.1. HomenknaTypa Jein — CUCTeMaTU3UPOBAHHBIN MIEpPEUeHb 3ar0JI0BKOB J€JI, 3aBOIUMbBIX
B 00pa3oBaTeNIbHOM OpraHU3aliy, C YKa3aHUEM CPOKOB MX XpaHEHUs, 0()OpMICHHBIN
B YCTAaHOBJICHHOM TOPSIIKE.

7.2. Homenknatypa Jen npeaHa3sHadeHa JJis IpyIIUpOBKU UCIIOJHEHHBIX IOKYMEHTOB

B JIeJ1a, CHCTEMAaTU3allly U y4eTa JIeJ1, ONIPEACIICHHs] CPOKOB UX XPAHEHHUS U ABIISIETCS
OCHOBOMH /17151 JOPMUPOBAHUS JIE] U COCTABIICHUS OMKCEN /1€, JOKYMEHTOB, OIMCei
ANEKTPOHHBIX IOKYMEHTOB IIOCTOSTHHOTO U BpeMeHHOro (cBbIIe 10 j1eT) XpaHeHUs, B TOM
qHcye [0 JMYHOMY COCTaBy, a TakKe JJIs ydeTa JieJ BpeMEeHHBIX (710 10 JIeT BKIIOUUTENBHO)
CPOKOB XpaHEHUS.

7.3. HomenkmnaTypa Jen coctapiisieTcs Ha OymakHoM Hocutene. HomenkaTtypa aen
BKJIIOYAETCS] B CUCTEMBI 3JIEKTPOHHOT'O I0OKyMeHTooOopoTa (f1anee — COJ1) 1 B cUCTEMBI
XPaHEHHS JIEKTPOHHBIX TOKyMEHTOB (anee — CX3J]) B kauecTBe CripaBOYHUKA,

Ha OCHOBAaHUH KOTOPOI'O OCYIIECTBISAETCS CHCTEMATU3ALNS U yUET TOKYMEHTOB, a TAKXKE
ux mMetaganHbeix. COJ[ moimKHa yCcTaHABIMBATh CBSI3b IOKYMEHTA C MHACKCOM Jielia

B COOTBETCTBUM C HOMEHKJIATYypOil Jes1 oOpa3oBaTenbHON opranu3anuy. Homenknarypa nen
Bkurouaercs B COJ] u CXO/] He nmo3iHee 0JHOTo Mecsla Co JHS €€ YTBEPKICHHUS.
OTBeTCTBEHHBIMU 3a BKIIIOUeHUE HOMEHKIATypsl fen B COJl u CXO]1 saBnstorcs
OTBETCTBEHHBIH 3a JI€J0MPON3BOJICTBO U OTBETCTBEHHBIN 32 KOHTPOJIb (PYHKIIMOHUPOBAHUS
3JIEKTPOHHOTO JIOKYyMEHT0000pOTa.

7.4. HomenknaTypa fen 00pa3oBaTeIbHON OpraHu3aIiny (J1ajiee — CBOJHAs HOMEHKIIaTypa
JIeJT) COCTaBJISIETCS HA OCHOBE M3YUYEHHS COCTABa U COJEPIKAHMS IOKYMEHTOB,
o0Opa3yromuxcs B AeaTeIbHOCTH 00pa3oBaTeNbHOM opranu3anuu. [Ipu coctaBneH CBOJHON
HOMEHKJIATYPHI IeTT YYUTHIBAIOTCS yCTaB 00pa30BaTeIbHON OpraHU3aINH, TOJI0KECHUS

O CTPYKTYPHBIX IMOAPA3ACTICHUAX, IITATHOC paClIMCaHuEC, IIJIaHBI 1 OTYCTHI O pa60Te, nepCUYHU
JIOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHHUs, HOMEHKJIATYpbI A€l 3a MPEIIECTBYIOIINE
KaJICHAApHBIC T'OJbI.
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7.5. CBosiHass HOMEHKJIATypa JIeJ COCTABIISIETCS] paOOTHUKOM, Ha3HAUYEHHBIM MTPUKA30M
PYKOBOIUTEISE 00pa30BaTeNIbHON OpraHU3aIlH (J1a1ee — OTBETCTBEHHBIN 3a COCTAaBIICHHE
CBOJIHOI HOMEHKJIATYpPHI JE1).

7.6. [TonrotroBka CBOJAHON HOMEHKIATYpbl €1 Ha MPEACTOSIIUN KaleHIapHBIN IO
HAYMHACTCS HE TI033Ke CEPETUHBI HOSIOPS M 3aKaHIMBaeTCs He To3xke 31 mexadps

Tekymero rojaa. [IpoekT cBoAHOW HOMEHKIATYPHI JIe] BUSHPYETCS PYKOBOJIUTEIIEM apXHUBa
Y COTJIACOBBIBACTCS C MTOCTOSTHHO JICHCTBYIOIICH IKCIIEPTHON KOMHCCHEH 00pa3oBaTelIbHOM
opranuzanuu. He pexe 1 pa3a B 5 jiet, HOMEHKJIaTypa JieJ COTIaCOBBIBACTCS C IKCIIEPTHO-
MIPOBEPOYHOI KOMUCCHEH DHCKOTO 00IaCTHOTO apXuBa. B KOHIIE KaKI0T0 KaJlEeHAAPHOTO
roJia CBOJHAsi HOMEHKJIATypa JeJl YTBEPKAACTCS pyKOBOJIUTEIEM 00pa30BaTeIbHOM
OpraHu3ally WA €ro 3aMECTUTEIEM, KOTOPOMY JIEJIETMPOBAHbI TAKHUE MOJTHOMOYUS
MPUKa30M 00pa30BaTEILHON OpraHU3aluy. Y TBEpKACHHAs CBOAHAS HOMEHKJIATypa Jel
BBOJIUTCS B JICUCTBHE C 1-TO SIHBaps CIEAYIONIETO KaJlCeHIAPHOTO rojia.

7.7. B ciiydae He0OXOMMOCTH BHECEHHS B CBOJHYIO HOMEHKJIATYpY J1eJl 3HAUUTEIbHbIX
M3MEHEHHUI OHA TIOJICKUT TIepepadboTKe. MI3MEeHeHUs yTBEPKAAI0TCS IPUKA30M HITH
KOPPEKTUPOBOYHBIM JicTOM (mpuioxenue Ne 10). HeOonpiine n3MeHeHNs: BHOCATCS

B YTBEPKACHHBIN pabOuuil 3K3eMILISIp CBOJAHON HOMEHKJIATYPhI JEII.

7.8. CTpyKTypHBIE TIOIpa3/ICTICHUs €KEroIHO, He 1mo3aHee 30 HOAOPs TEKyIIero
KaJICHIQPHOTO T'0Jla COCTABJISIFOT HOMEHKJIATYPY JIEJ CTPYKTYPHOTO TOAPa3ICICHHS

Y TIPE/ICTABIIAIOT €€ OTBETCTBEHHOMY 3a COCTaBJIICHUE CBOAHON HOMEHKIIATYPHI JIEI.
HomeHnknarypa jie CTpyKTypHOTO TIOpa3 IS IeHUs] COCTABIISCTCS JIMIIOM, OTBETCTBCHHBIM
3a BEICHUE JICTIONPON3BOJICTBA CTPYKTYPHOT'O TIOJPA3IeIICHU, COTIIACOBBIBACTCS

C IKCIIEPTHOM KOMHCCUEH CTPYKTYPHOTO MOIPA3/ICIICHUS U MOIIMTUCHIBACTCS PYKOBOIUTEIEM
CTPYKTYPHOTO TIOJJpa3/IeTICHUS.

7.9. BHOBB cO371aHHOE CTPYKTYPHOE MO/Apa3AeieHue B MECAUHBIN CPOK pa3padaTbIBaeT
HOMEHKJIATYpY /1€ CTPYKTYPHOTO MOAPA3IEICHNS U IPEJICTABIISIET €€ OTBETCTBEHHOMY
3a COCTABJIEHUE CBOJIHOM HOMEHKJIATYpPBI JEII.

7.10. HomeHKIaTypa A€ CTpyKTYpHOTO MOAPa3ieIeHNs U CBOAHAsI HOMEHKJIATypa Jel
cocTaBistoTcs 1o popme, ycraHoBiaeHHOU [IpaBuamMu opranuszanuy XpaHeHus,
KOMIUIEKTOBAaHHUS, Y4eTa U NCIOIb30BAHUS JOKYMEHTOB ApxuBHOro ¢onaa P® u npyrux
apXUBHBIX JOKYMEHTOB B rOCYJapCTBEHHBIX OPraHax, OpraHax MECTHOTO CaMOYIIPaBJICHUS
U OpraHM3alMsX, yTBEPKIECHHBIMU NTpuKa3oM Pocapxusa ot 31.07.2023 Ne 77.

7.11. HomeHknatypa aen noapas3aeiisaeTcs Ha pa3ielibl, KOTOPbIE PaciolaratoTcs

B COOTBETCTBUHU C YTBEPKICHHBIM IITATHBIM PACIIICAaHUEM 00pa30BaTEIHLHON OpraHU3allii.
HazpanusimMu pazfiennoB HOMEHKIJIATYPHI JIeN SBISIOTCS HAUMEHOBAHUS €€ CTPYKTYPHBIX
MOApa3ACICHUIA UM HATTPABJICHUS ACATEIHHOCTH.

7.11.1. B rpade 1 HOMEHKIATYpHI e MPOCTABISIOTCS UHACKCHI KXKIOTO Jena,
BKJIFOUEHHOT0 B HOMEHKJIaTypy. MHAekc nena cocTouT u3 uuppoBoro 0003HaueHUs

U3 IITAaTHOTO paclucaHusi 00pa3oBaTeNbHON OpraHu3auu (Kojia) U MOpsIKOBOTO HOMepa
3aroJjioBKa jesia o HomeHkinarype. Muaexce! aen o003HayaroTcst apabcKuMu Hu@pamu.
Hampumep: 12-05, rae 12 — o6o3nauenue (kox), 05 — mopsAKOBBIA HOMEpP 3arojoBKa Jeja
B pa3ziesie HOMEHKJIATyphl JIe.
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B HOMEHKIaTYype Aes COXpaHSIOTCSl OIMHAKOBBIC MHICKCHI JIJIS1 OJTHOPOIHBIX U TIEPEXOIAIINX
i) 8

7.11.2. B rpade 2 HOMEHKIATYphI JIeJI IPOMHUCHIBAIOTCS 3ar0J0BKH JeJl. 3arojioBOK Jerna
YeTKO, B 00001IEHHOM (popMe oTpaxkaeT OCHOBHOE CO/IEPIKaHUE U COCTAaB IOKYMEHTOB JleJa.
OcHOBOM 111 HAUMEHOBAHUS (3ar0JI0BKa) A€l SIBIIAIOTCS BOIIPOCHI, OTPAXKAIOILUE 3a1a4H

1 QyHKLIUU 00pazoBaTeabHOM opranu3anuy. HauMeHoOBaHUS NOMONHAIOTCS YKa3aHUEM poJia
3aBOJUMOTO JI€J1a WM PA3HOBUIHOCTU JOKYMEHTOB (IIOCTaHOBIJIEHHUS, IPUKA3bl, TPOTOKOJIbI
u T. A.). Ecin geno, BKirouaeMoe B HOMEHKIIATYPY A€, COCTOUT U3 OJJMHAKOBBIX BUI0B MU
Pa3HOBUAHOCTEN IOKYMEHTOB, B 3ar0JIOBKE TAKOT'O JI€J1a YKa3bIBa€TCsl HAMMEHOBAHNE BUJIOB
JIOKyMEHTOB, HanpuMep «IIpuka3pl 1o ocHOBHOM nesTensHOCcTUY. He nomyckaercs
yInoTpeOeHHE B 3ar0JIOBKE JIe7ia HEKOHKPETHBIX (POPMYITMPOBOK («pa3HbIe MaTEpPHAIIBD,
«0011ast EPENNCKay, «UCXOASIIAs IEPENNUCKay», «BXOAALINE JOKYMEHTBD»), a TAKKe
BBO/IHBIX CJIOB, CJIO’KHBIX CUHTaKCH4ecKuX 000poToB. He nonmyckaercs ynorpedieHue
COKpAILlEHHBIX CIIOB HAMMEHOBAHUHN TEPPUTOPHATILHBIX OPraHOB HCIIOJIHUTEIBHOMN BIIACTH,
YUpEeXJIEHUN U OpraHu3aluii, KpoMe opUIMaIbHO YCTaHOBIEHHBIX cOoKpalieHuid. Eciu aeno
OyZeT COCTOATh U3 HECKOJIBKMX TOMOB MJIM YaCTeH, TO COCTaBIIsE€TCs OOLIMIT 3arojI0BOK Jena,
a 3aTeM IpU HEOOXOTUMOCTH COCTABIISIFOTCS 3ar0JI0BKH KaXKAOTO TOMa (4acTH), YTOUHSIOIINE
coJiep KaHue 3aroJIoBKa Jiena.

[Topsiaok pacronoKeHus 3arojJ0BKOB JeJI BHYTPH Pa3/IesioB U MOAPA3eiOB HOMEHKIIATYPbI
JIeJ1 OIIPEEIIAETCS CTENEHbIO0 BAXKHOCTU JOKYMEHTOB, COCTABJISAIOIINX Jelia,

Y WX B3aMMOCBS3bI0. BHauane pacroararoTcs 3arojioBKH JI€J1, COJIepIKaIlnx
OpraHU3alOHHO-PACIOPAUTENBHYIO JOKYMEHTalM0. Jlanee pacnoyiaratoTcs 3arojlOBKH
JIeJ1, COACPIKAIIUX IJIAHOBBIE M OTYETHBIC TOKYMEHTHI H T.I.

ITopsitok pacnoIoXKeHHs 3ar0JIOBKOB /1€ BHYTPH Pa3zesioB U MOAPa3AeIoB HOMEHKIIATYPhI
JIeJT OIpEeeIieTCs CTENEHbI0 BAXKHOCTH JOKYMEHTOB, COCTABIISIOIINX JENa,

U UX B3aMMOCBS3bI0. B Hauane pacronaratoTcs 3aroJIoBKH 711, COJePrKaIinX
OpraHU3aIMOHHO-PACHIOPSIUTENBHYIO TOKYMEHTALMIO. 3ar0JIOBKHU /1€ MOTYT YTOUHSATHCS
B IIporiecce GopMUpPOBaHUS U OPOPMIICHHUS JEII.

B HOMeHKIIaTypy J1eN BKIIIOYAI0TCs TaKkKe Jesia, He 3aKOHYEHHbIE TPOU3BOJICTBOM Jeja
MPOLUIBIX JET (IEPEXOIAIINE).

7.11.3. I'pacda 3 HOMEHKIIATYPHI JI€JT 3aMOJHAETCSA B TEUEHNE KaJIGHIAPHOTO Tojla — TPH
(hopMUPOBaHUM HOBOTO JIeNa, IPU 3aKPBITUH JIea U TT0 OKOHYAHUHU KaJeHIapHOTro ro/a.

ITo noctmxenun nenom oobema B 250 TMCTOB, TOM 3aKpPBIBAETCS U OTKPBIBAETCSI HOBBIN TOM.
B rpade nmocnenoBaTensHO yKa3bIBAIOTCS HOMEPA TOMOB M KpaifHUE TaThl JOKYMEHTOB
kaxxgoro toma. Hanpumep «T1 — 11.01.2026-30.06.2026, T.2. — 01.07.2026-30.12.2026».

SHCKTpOHHBIe JcJIa Ha TOMa HE pa3aCIAOTCA. Bce SJICKTPOHHBIC TOKYMEHTBI, HE3aBUCMO
OT UX O6’bCMa, BKIIFOYAKOTCS B OAHO 3JICKTPOHHOC ACIIO0.

7.11.4. B rpade 4 yka3pIBaeTcsi CPOK XpaHEHHsI JieJla, HOMepa cTaTel 1o TUIIOBOMY WIIH
BEJIOMCTBEHHOMY IE€PEUHI0, (heiepaabHOMY 3aKOHY MJIM HHOMY HOPMATHUBHOMY IPaBOBOMY
aKTy, a IPU UX OTCYTCTBUU — I10 TUIIOBOW MJIM IPUMEPHOI HOMEHKJIAType JIE.
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7.11.5. B rpade 5 yka3bpIBaloTCs YKa3bIBAIOTCS OCOOCHHOCTH (POPMUPOBAHUS J€JIa U BH/]T
HocuTelnss uHpopmanuu. B Tom yrcie B rpade oTpaxaroTcs CrelraibHble CPOKU XPaHESHUS
JIeJ1, IPOCTABIISIFOTCS. OTMETKH O 3aBEICHUH eI (B TOM YHCIIE B QJIGKTPOHHOM BHUJIE),

O BBIACJIICHUU €I K YHUYTOXKCHHUIO IO UCTCUCHUH CPOKOB UX XPaHCHHA, O MCCTC XPaHCHHUA
MOJUTMHHUKOB JIOKYMEHTOB, O Tiepeiade Jell B IPYTYI0 OPraHU3aIUIO IS IIPOIOTDKEHUS
BEIIEHUA U JIp.

B rpade nemarorcst OTMETKH O MEPEXOIAIINX JIeNax ¢ yKa3aHHEM CTaporo MHaeKca jaea
B cityyae ero uameHenus. Hanpumep «llepexomsmiee ¢ 2026 r. B 2026 — 2030 rr. — 1. 2-2-
11».

[To nenam, KOTOpHIE MO KAKUM-THOO MPUYMHAM B TEUEHHE KaJIEHAAPHOTO rojia
HE 3aBOJMIINCH, B rpade «[Ipumedanue» HOMEHKIATYPHI Jel AenaeTcs 3anuch — «Jleno
He 3aBoAusIoch». [Ipu 3ToM B rpade 3 mpocraBisieTcs: IpovepK.

7.12. 1o OKOHUAHMM KaJICHJApHOTO Iojila B KOHIIE HOMEHKJIATyphl JIeJT 1€1aeTCsl UTOroBast
3aMKCh O KaTErOpUsaX U KOJUYECTBE JeJl, 3aBEJICHHBIX B TEKYIIEM KaJIEHIapHOM TOAY.

B uToroByto 3anuch CBOJHONW HOMEHKIATYPHI [ CBEICHHsI BHOCSTCS HA OCHOBAaHUU
JAHHBIX, [IEPEIaHHbIX U3 CTPYKTYPHBIX [0/Ipa3esieHuil o0pa3oBaTeIbHON OpraHu3aluu.

8. ®opmupoBanme u opopmiieHue e

8.1. CDOpMI/IpOBaHI/Ie ACJI — I'pYHIINPOBKA UCITOJIHCHHBIX TOKYMCEHTOB B [I€JIa B COOTBCTCTBUU
C HOMGHKHaTypOﬁ ACT 1 CUCTEMATU3aluA JOKYMCHTOB BHYTpPH J€J1a.

8.2. Jlena B 00pazoBaTenbHONM OpraHu3aui GOpMUPYIOTCS B CTPYKTYPHBIX MTOIPA3/ICICHUSX.

8.3. McniostHeHHBIE TOKYMEHTHI JOJIKHBI B 1 0-THEBHBIN CPOK CAABATHCS UCIIOJIHUTEIEM
JIMIly, OTBETCTBEHHOMY 3a BEJICHHE JIEIONPOU3BOICTBA B CTPYKTYPHBIX ITOAPA3ACICHUAX, LIS
¢dopmupoBanus ux B aena. Homep nena, B KOTopoe 10JKeH ObITh MOALIUT JOKYMEHT,
orpezesnsieT pyKOBOJAUTENb CTPYKTYPHOTO MO/Apa3/iesieHns 00pa30BaTeIbHON OpraHnu3aluu
WJIY UCIIOJIHUTEIb B COOTBETCTBUU ¢ HOMEHKIIATYpoH Aeil. Ha JoKyMeHTe pOoCTaBiIsAtoTC
orMmeTKa «B neno Ne...», HOANNCH HCTIOTHUTENS WA PYKOBOAMTENS CTPYKTYPHOTO
MOApAa3ACIICHUs, 1aTa.

Z[OKYMGHTI)I BHYTPH ACJIa paclojaratoTcsa B XpOHOJIOT MYECKOU IOCIIE€0BATEIBbHOCTH.

8.4. KoHTpOIIb 32 IPaBUIBHOCTHIO (POPMUPOBAHUS JIE]T OCYIECTBISETCSI OTBETCTBEHHBIM
3a apXuB 00pa30BaTEIHHOI OpraHU3aINH.

8.5. IIpu popmupoBanuu a1 HEOOXOAUMO COONIOAATH CIEAYIONINE 00IIMe TPaBHIa;

e IIOMEILIATH B JEJO0 TOJBKO UCIIOJTHEHHbBIE JOKYMEHTHI B COOTBETCTBUU
C 3aroJIOBKaMu JIeJ1 0 HOMEHKJIAaType;

e TPYNIHUPOBATH B JEJO JOKYMEHTBI OJJHOTO KaJIEHAAPHOTO To/a;

e pa3/elIbHO IPYNIIUPOBATH B J€j1a JOKYMEHTHI TIOCTOSSHHOTO U BPEMEHHOTO CPOKOB
XpaHEeHUs;

e TIOMENIATH B JieJia KcepoKomnuu (hakcos, TenepoHorpaMM Ha OOIIMX OCHOBAHUSX;

e B JICJIO HE JOJKHBI IOMEIIATHCS JOKYMEHTHI, MOJIeKAIIUE BO3BPATY, JIUIIHUE
AK3EMIUISPBI, YEPHOBHUKH: 110 00BEMY JIETIO HE JIOJDKHO TPeBbImaTh 250 JTUCTOB WA
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4 cwm. [lpu Hamuuuy B JieJ1e HECKOJIBKUX TOMOB (4acTei) MHIEKC U 3ar0JIOBOK Jeia
IPOCTABIISIOTCS Ha KQXKJIOM TOME C JOOABICHUEM «TOM 1», «TOM 2» (TIOCIICTHHIA).

8.6. OcoObIe TpeboBaHUs K (HOPMHUPOBAHUIO OTJCIBHBIX JCIL.

8.6.1. PacniopsinurenbHble JOKYMEHTBI TPYIIUPYIOTCS B JI€Jia 10 BUJAM B XPOHOJIOTHYECKOM
MOPSIIKE C OTHOCALIMMUCS K HUM IPUIIOKCHUSIMHU.

8.6.2. YcraBbl, 110JI0)KEHUSI, UHCTPYKLIUHU, YTBEPKIEHHBIE PacOPsAUTEIbHBIMU
JTOKYMEHTaMH, SBJISAIOTCS MIPUIOKEHISIMU K HUM M TPYIIHUPYIOTCS BMECTE C YKa3aHHBIMH
nokymMeHTaMu. Eciin ke OHU yTBEpIKICHBI B KAUYECTBE CAMOCTOSTENILHOTO JJOKYMEHTA,

TO UX TPYHIHUPYIOT B CAMOCTOSATEIILHBIC JeNa.

8.6.3. IIpukassl 0 OCHOBHOM J€ATEILHOCTU TPYNIUPYIOTCS OTACIBHO OT MPUKA30B
10 INYHOMY COCTaBY.

8.6.4. HpI/IKaBBI I10 INYHOMY COCTaBYy I'PYHIIMPYIOTCA B I€JIa B COOTBCTCTBUU
C YCTAHOBJICHHBIMU CPOKaAMU UX XPaHCHUSI.

8.6.5. IIpoToKOIIBI B I€I€ pacloaraloTcsl B XpOHOJIOTUYECKOM MOPSIIKE 10 HOMEpaM.
JIOKYMEHTBI K IPOTOKOJIaM, CTPYIITUPOBAHHBIE B OT/ENIBHBIE JIea, CUCTEMAaTU3UPYIOTCS
110 HOMEpPaM IIPOTOKOJIOB.

8.6.6. YTBepKICHHBIC TIJIAHBI, OTYETHI, CMEThI, TUMUTHI, TUTYJIbHBIC CIIUCKU U JPYTHE
JIOKYMEHTBI IPYIIIUPYIOTCS OTAEIBHO OT IPOEKTOB.

8.6.7. JlokyMeHTHI B IMYHBIX JI€IaX PACIIOJIAratoTCs 10 MEPE UX MOCTYIIIICHUS.

8.6.8. [lepenucka rpynmnupyeTcsi B paMKax OJTHOTO KaJICHJapHOTO Tojla B CUCTEMAaTH3UPYETCs
B XpOHOJIOTUYECKON MOCIEA0BATEIHHOCTH: JOKYMEHT — 3aIPOC — JIOKYMEHT — OTBET.

8.7. Jlena oOpa3oBaTeabHOI OpraHU3aluy MoJyIekaT 0(OPMIICHUIO TIPU UX 3aBEJICHUM

U TI0 3aBepLICHNH KaneHaapHoro roaa. OgopmieHue aena — MOArOTOBKA Jieja K XpaHEHHIO
BKJIIOUYAET B ce0s1 KOMIUIEKC padoT MO0 ONMUCAHMIO Jiea Ha 00JI0kKKe, OIIINBKE, HyMepaluu
JIMCTOB M COCTABJICHUIO JIUCTa-3aBepuTens nena. OpopmiieHue aei NpoBOAUTCS
pabOTHHKAaMU CTPYKTYPHBIX TOApa3eNieHHH 00pa30BaTeIbHOW OpraHn3allui, B 00s3aHHOCTH
KOTOPBIX BXOJUT 3aBeJieHHE U (OPMHUPOBAHUE J€J1, P METOINYECKOI TOMOIIHU U TTOA
KOHTPOJIEM apXHBa 00pa30BaTEIbHON OpraHU3allH.

8.8. Jlena momnexar odopmienuto. [lomHoe odopmiieHre aema npeaycMaTrpuBaeT:

e TMOJIIMBKY WJIM TBEPJbIN MEPEIUIET IeTa;

e HYMEpPALMUIO JIUCTOB B JIEJIE;

e COCTaBJICHUE JIMCTA-3aBEPUTEIIS JIETIa;

e COCTaBJICHHE B OCOOBIX CIIy4asx (Mpu opOpPMIIEHUU JIMYHBIX A€, ISl y9eTa 0co00
[IEHHBIX JIOKYMEHTOB) BHYTPEHHEH ONMUCH IOKYMEHTOB JIeJIa;

e BHECEHHE HEOOXOJMMBIX YTOUYHEHUN B PEKBU3UTHI O0JIOKKH Jiena (YTOUYHEHHE
Ha3BaHUs MMOAPA3ACIICHNS, NHIEKCA U 3aroJI0OBKA Jieja, ATkl 1ea U JIp.).
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8.9. ChopmupoBaHHBIE Jiea MOAIIMBAIOT Ha YETHIPE MTPOKOJIa B TBEPYIO OOJIOKKY

13 KapTOHA WJIH MEPETUICTAIOTCS C YYETOM BO3MOKHOCTH CBOOOIHOTO UYTEHUS TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U pe30toluil Ha HuX. [Ipy moAroToBke /e K MOIIKBKE (IIEpErieTy)
METAJTNYECKHE CKPEIUICHHS (CKOOBI, CKPETIKH ) U3 IOKYMEHTOB ynaistoTcs. Jlena
MIOCTOSIHHOTO XPaHEeHHUs, COCTOSIIINE U3 He(hOPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX
TBCPABIX IMAIlIKaX C TPECMs KJIallaHAaMH U C 3aBsA3KaAMU.

8.10. Ilpu Hanuuum B €€ HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHUXKEK

U JIp.) 9TH JOKYMEHTHI BKJIaIbIBAIOTCS B KOHBEPT, KOTOPBIN 3aT€M IOALIMBACTCS B 3TO JICIO.
[Tpu Hanm4YMK GONBIIOTO KOJMYECTBA TAKUX IOKYMEHTOB OHU MOTYT M3bIMaThCs U3 JIEl,

Y Ha HUX COCTABIISICTCS OT/EIIbHAS OTUCH.

8.11. B memnsax obecrieueHus: COXpaHHOCTH U 3aKPEIIICHUS TIOPSI/IKA PACIIONOKEHHS
JTOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO, BCE JINCTHI, KPOME JIMCTa-3aBEPUTEIISI, HYyMEPYIOTCS
apaObckuMu 1upamMu B PaBOM BEPXHEM YTITy, HE 3aJIeBasi TCKCTa JIOKyMEHTA, TPOCTHIM
rpadMuecKuM KapaHAalioM WIK HyMepaTopoM. YIOTpeOIeHne YePHUI U LIBETHBIX
KapaHJalen il HyMepaluu JIMCTOB 3anpeiaercs. BHyTpeHHss onruch UMeeT
CaMOCTOSTENILHYIO HyMEPALHIO.

JIucTel ACJI, COCTOAIINX M3 HCCKOJIBKHX TOMOB HJIM IIElCTeI‘/’I, HYMCEPYIOTCA 10 KAXKJA0OMY TOMY
MJIN 9aCTHU OTACIBHO.

dororpaduu, YepTekKH, TMarpaMMBbl U APyTHUe WLTIOCTPATUBHBIC U crielu(rUecKue
JIOKYMEHTBI, MPECTABISAIONINE CAMOCTOSITEIIbHBIN JIUCT B Je)ie, HyMEPYIOTCS Ha 000pOTHOM
CTOPOHE B JIEBOM BEPXHEM YTIIy.

Cno’keHHBIN JTUCT pa3BOPAYMBAECTCS U HyMEPYETCS B IPaBOM BEpXHEM yrily. [Ipu 3Tom smer
moboro popmara, HOJIIUTHIN 32 OJIMH Kpail, HyMepyeTcs KaK OJIUH JIUCT; JIUCT, CII0KEHHBIN
U MOALIUTBIN 33 CEPEAMHY, ITOMJIEKUT NEPEIIUBKE U HyMEPYETCs KaK OJWH JIUCT.

HO,Z[IJ_II/ITI)IG B JCJIO KOHBCPTHI C BJIIOKCHUAMHA HYMCPYIOTCA,; IIPHU 3TOM BHA4YaJIC HYMCPYCTCA
KOHBEPT, a 3aTEM O4YCPCIHBIM HOMEPOM KaKAO0C€ BJIOKCHUEC B KOHBEPTC.

[TonmmuTele B 1€710 JOKYMEHTHI C COOCTBEHHON HyMepaluei JUCcTOB (BKIItOYast e4aTHbIe
W3J1aHus) MOTYT HyMEpOBAaThCsl B 00I1IEM MOPSAIKE WIH COXPAHITh COOCTBEHHYIO HyMepaluIo,
€CJIM OHAa COOTBETCTBYET MOPSIKOBOMY PACIOJIOKEHUIO JIUCTOB B JEIIE.

B cnydasix oOHapy»keHust 60JIbLIOro Yncia olMO0K B HyMepaliy JUCTOB Jeia

B JICJIONPOU3BOJICTBE MPOBOJUTCS UX Nepenymepanus. [Ipu nepenymepannu J1UCcTOB cTapble
HOMEpa 3a4EpKUBAIOTCS OJTHOM HAKJIIOHHON YEPTOW U PSIIOM CTaBUTCS HOBBIM HOMED JIMCTA;
B KOHIIE JIeJIa BKJIa/IbIBAETCS JINCT-3aBEPUTEND, IIPU 3TOM CTaphIi JTUCT-3aBEPUTEND
3aUEPKUBAETCS, HO COXPAHSAETCS B €.

8.12. Iy yueta KOJIMYECTBA JIMCTOB B Jiejie U (PUKCAIMU OCOOEHHOCTEH UX HyMepaluu
COCTaBJISIETCSI JIUCT-3aBEPHUTEIB JieNa. JIOKyMEHT COCTaBIsAETCSl Ha OT/ACITBHOM JINCTE

Y BKJIFOYAETCs B JIETI0 MOCIETHUM JTUCTOM. JIMcT-3aBepuTenb COCTaBiseTcs 1Mo Gpopme,
ycraHoBIIeHHOH [IpaBuiiamMu opranu3anuy XpaHeH!s, KOMIUIEKTOBAHHUSI, ydeTa

Y MCTIOJIb30BaHMsI TJOKYMEHTOB ApXUBHOTO (poHAa PD 1 Apyrux apXMBHBIX JOKYMEHTOB
B TOCYJIApPCTBEHHBIX OpTraHaX, OpraHax MECTHOTO CaMOYTIPABIICHHUS W OPTaHU3aIUX,
yTBEpXKACHHbIMU Npuka3oM Pocapxusa ot 31.07.2023 Ne 77.
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Bce MOoCICAYIOIHUE N3MECHCHHUA B COCTAaBC U COCTOAHUU J€j1a (HOBpe)KI[eHI/IH, 3aMCHa
MOMJIMHHBIX JOKYMCHTOB KOIIUAMU, IPUCOCIUHCHUEC HOBBIX JOKYMCHTOB U T. l[.) OTMCYAIOTCsA
B JIMCTC-3aBCPHUTC JICJIa CO CCBUIKOM Ha COOTBCTCTBYIOH_IHﬁ aKT.

8.13. O60KKa J1e71 TOCTOSTHHOTO, BpeMEHHOTO (CBbItIe 10 JIeT) XpaHeHHS U TI0 TUYHOMY
cocraBy odopmiisieTcst o popme, ycTaHOBICHHOH [IpaBunamMu opraHu3anuu XpaHeHus,
KOMIUIEKTOBAHMSI, y4€Ta M UCIOJIb30BaHUsI IOKyMEHTOB ApXxuBHOTo ¢onaa PO u nqpyrux
aApXUBHBIX JOKYMEHTOB B TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYyIIpaBICHUs
Y OpraHu3aiusix, yTBepKIAeHHbIMU nprKa3zoM Pocapxusa ot 31.07.2023 Ne 77.

Ha o0noxKe aen NoCTOSIHHOTO XpaHEeHUsl BBEPXY MPEyCMaTpUBAETC MECTO JUIs
HaMMEHOBaHMs MYHUIUIIAJILHOI'O apXHBa, B KOTOPBIM OHU OYIyT MepeslaHbl, a TAaKXKe
apXUBHOTO MHU(pPa B IPaBOM BEPXHEM U JICBOM HIKHEM yTJax.

[Tpu odhopmiieHNHN O0OJIOKKH JIe]] HAUMEHOBAaHUE 00pa30BaTEILHON OpraHU3aIuu
YKa3bIBAETCS MOJIHOCTHIO 110 YCTaBy, B UMCHUTEIIEHOM MaJIeXkKe, COKPAIIEHHOE Ha3BaHHE —
B CKOOKax.

O0s3aTeTbHBIMU PEKBU3UTAMU OOJIOKKH JIeNa SIBIISIETCS] YKa3aHUE KOJIMYECTBA JIUCTOB

B JIeJI€, KOTOPOE MPOCTABJISETCS Ha OCHOBAHUH JIMCTA-3aBEPUTEIIS JIeJIa, M CPOKa XpaHEHUS
nena (Ha Jieax MOCTOSSHHOTO XPaHEHUs MUIIETCS: «XPaHUTh MOCTOSTHHOY ), KOTOPBIi
MIEPEHOCUTCS Ha 00JIOKKY Jelia 13 HOMEHKIIATYPBI ITOCJIe CBEPKH €T0 10 CPOKAM XPaHCHUS
B IIEpEYHE.

8.14. [lns yyera JOKyMEHTOB ONPEAEICHHBIX KaTErOpHUil J1eJ1 HOCTOSIHHOTO U BPEMEHHOT'O
(cBbitie 10 neT) XxpaHeHus1, y4ET KOTOPbIX BbI3bIBAETCS CIIELU(PUKON JaHHOW JOKYMEHTAUU
(JTmuHBIE Aena, 0c000 LIEHHBIE), COCTABISIETCS] BHYTPEHHSS OMUCH IOKYMEHTOB JieJia

(nanee — BHYTPEHHSS OINCH).

BHYTpeHHIOIO OIINCH HGO6XOI[I/IMO TAKXXE COCTABJIATH B ACIaX IMOCTOSAHHOTO U BPpECMCHHOT'O
(CBLIIJ_IC 10 J'ICT) XpaHCHUA, C(i)OpMHpOBaHHLIX 10 Pa3HOBUAHOCTAM JOKYMCHTOB, 3aIrOJIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOC COACPIKAaHNUE JOKYMCHTOB.

BHyTpeHHsIs1 onmMch COCTaBIIsETCS HA OTAEIBHOM JIUCTE 10 (popMe, YCTaHOBJIEHHON
[IpaBunamMu opraHu3anuy XpaHeHHs!, KOMIUIEKTOBAaHUS, Y4eTa U UCTIOIh30BaHUS JJOKyMEHTOB
ApxusHoro ¢ponga PO u qpyrux apXuBHBIX JOKYMEHTOB B I'OCY/1apCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYTPAaBJICHUS U OPTaHU3ALUAX, YTBEP)KICHHBIMH MTPUKA30M
Pocapxusa ot 31.07.2023 Ne 77.

K BHYTpCHHCﬁ OITMCH A€Jia COCTABJIACTCA UTOTOBAsA 3aI1vCh, B KOTOpOfI YKa3bIBACTCA
I_[I/I(bpaMI/I H MMPOIMUCHIO KOJIUYCCTBO BKIIFOUCHHBIX B HEC JOKYMCHTOB U KOJIMYCCTBO JINCTOB

BHYTPEHHEN OIKCH.

BHyTpeHHss OnMCh NOANMHMCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM JTOJKHOCTH, TIOJIIUCH,
pacirpoBKY MOAMUCH U HyMEPYETCs B JIe€ OTAEIBHO.

9. Opranusanusi ONEPpaTHBHOI0 XPAHEHUsI IOKYMEHTOB

9.1. C moMeHTa 3aBeJIeHHs U J0 Mepeslau el B apXuB 00pa30BaTeIbHON OpraHU3aIiy Jera
XpaHATCS IO MECTY UX (POPMUPOBAHUS — B CTPYKTYPHBIX MO/IPA3ICIICHUSX.
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PykoBoauTenu cTpyKTypHBIX OApA3/IeIeHUN U paOOTHUKH, OTBEYAIOIIHE
3a JeTOMPOU3BOICTBO, 00513aHBI 00ECTIeYMBaTh COXPAHHOCTh JTIOKYMEHTOB U JIEI.

C ICJIBIO MOBBIIICHUA OTICPATUBHOCTHU IMOUCKA JOKYMCHTOB JI€JIa pacCIiojiaratoTcsa
B COOTBCTCTBHHU C HOMeHKJIaTypOﬁ JCII.

Ha xopemkax 0010kKeK 1€/ yKa3bIBatOTCs UHAEKCHI eIl TI0 HOMEHKIIATYpe.

9.2. Brigaua aein, 03HaKOMJIEHUE C TOKYMEHTaMU, HaXOASIIMMUCS Ha ONIEPATHBHOM
XpaHEHHH B CTPYKTYPHOM HOpa3AeieHu , paOOTHUKAaM 00pa30BaTeIbHON OpraHU3aliuH
MIPOU3BOJIUTCS C Pa3peIieHus] pyKOBOICTBA.

9.3. U3paTue TOKYMEHTOB U3 JIe] MOCTOSIHHOTO XPaHEHHUS IOITYCKAETCS B UCKIIOYUTEIBHBIX
CIIy4asix, IO 3alpocaM KOMIETEHTHBIX OPraHOB M MMPOU3BOJIUTCS C MUCbMEHHOTO
paspeleHus: pyKoBOAUTENS 00pa30BaTeIbHOM OpraHu3aluy C OCTaBICHUEM B JIelie
3aBEpEHHON KOMUHU JOKYMEHTA U aKTa O MPUYMHAX BBIJA4H MOJTMHHUKA.

9.4. CamocTOSITEIbHOE YHUUTOKEHUE JOKYMEHTOB B CTPYKTYPHBIX MOJAPA3AEICHHUIX
00pa3oBaTeNbHON OpraHU3alMy 3aIperaeTcs.

9.5. PaGOTHMKM CTPYKTYPHBIX MOJIpa3/ielIeHUIl HECYT OTBETCTBEHHOCTb 32 COXPAaHHOCTb
MOCTYNUBILIMX K HUM JOKYMEHTOB U aKKypaTHO€ oOpallleHue ¢ HUMH.

10. ITopsinok nmepegayu JOKYMEHTOB HA XpaHEHUE
B apXHUB 00pa30BaTeILHON OpraHu3amun

10.1. B apxuB 00pa3oBaTeIbHON OpraHU3aliy MepeaaroTcs Jeia MOCTOSHHOTO, BPEMEHHOTO
(cBbime 10 net) xpanenus. Mx mepenavya npou3BOAUTCS IO OMHCSM JIE.

3aKOHYEHHBIE JAETOMPOU3BOICTBOM JleJia TOCTOSTHHOTO, BpeMeHHOT o (cBbiIe 10 ser)
XpaHCHUA ITOCJIC OKOHYAHWA KaJICHAApHOTO roJga, B KOTOpOM OHU ObLIH 3aBCACHBI, ITOJICKAT
o(opMIIeHHIO B COOTBETCTBUY C HACTOSILEH MHCTPYKIMEH U TIepelaloTcs B apXUB
oOpa3oBarenbHOI opranuzanuu. [Ipuem ocymecTBisieTcs Mo rpaduky, COrIacCOBaHHOMY

C PYKOBOJUTEIISIMU CTPYKTYPHBIX MOAPa3ACICHUN U YTBEPKACHHOMY PYKOBOJIUTENEM
o0pa30BaTeNbHON OpraHu3aluu.

10.2. B neproJ NOATOTOBKYU CTPYKTYPHBIMH MTOAPA3AEIICHUAMH JEJ1 K IIepelade B apXUB
o0Opa30BaTeNbHON OpraHu3allii OTBETCTBEHHBIN 3a apXUB MPEABAPUTEIHHO IPOBEPSIET
MPaBUIBHOCTH UX (POPMUPOBAHUS, OPOPMIIEHHS U COOTBETCTBUE KOJIMYECTBA A€,
BKJIFOUEHHBIX B ONHCH, KOJIMYECTBY JIEJI, 3aBEICHHBIX B COOTBETCTBUH C HOMEHKJIATypoil. Bce
BBISIBJICHHBIE IPU IPOBEPKE HEJOCTATKU OTBETCTBEHHBIE 32 JIEJIONPOU3BOJCTBO
CTPYKTYPHOTO MOpa3ieieHus 00513aHbl YCTPAHUTh.

10.3. IIpuem Kkaxa0ro Jena NpoOru3BOJIUTCS OTBETCTBEHHBIM 34 ApXUB B IIPUCYTCTBUU
OTBETCTBEHHOTO 32 JIEJIONPOU3BOACTBO CTPYKTYpPHOIO noApasaeneHus. Ha sxzeMmspax
OIMCH NPOTUB KAXJIOTO JieJa, BKIIFOYEHHOTO B HEe, JIENIaeTCsd OTMETKA O HAJIMYKU JeTIa.

B KoHIIe Ka)/10T0 9K3eMILIsIpa OMUCH YKa3bIBAIOTCSA HU(PPAMU U IPOMUCHIO KOJIHMYECTBO
(hakTUYECKU IPUHATHIX B apXUB JeJl, HOMepa OTCYTCTBYIOIIMX JeJl, 1aTa MpueMa-rnepeaadn
JIeJ1, TIO/AMMCH OTBETCTBEHHOT'O 32 apXUB U pabOTHHKA, EPEAABILIETO Jea.
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10.4. Jlena B apXvB IOCTaBJISIOTCS paOOTHUKAMH CTPYKTYPHBIX TOIpa3IeICHHI.

10.5. B ciiyyae TMKBUIAMKU CTPYKTYPHOTO NOAPA3AEICHUSI OTBETCTBEHHBIN

3a JIETIOMPOU3BOJICTBO B TEUEHHUE JABYX MECALIEB C MOMEHTA JIMKBUIAIIUHU TTOApa3/IeNICHUS
(dbopMupyeT Bce UMEIOIINecs JOKYMEHTHI U MepelaeT B apXUB 00pa3oBaTeIbHON
OpraHMU3aIiy He3aBUCHUMO OT CPOKOB XPAaHEHUS; IIPH PEOPTaHU3AINH 00pa30BaTEIbHON
OpraHM3aliK TOKYMEHTHI IEPEAAI0TCs 10 aKTy MpHeMa-fepeadn MPaBoNpeeMHUKY WIN IPU
OTCYTCTBHH MPABONPEEMHUKA — B MyHUIIUTIATbHBIN apXUB.

11. DkcnepTH3a HEHHOCTH TIOKYMEHTOB

11.1. DxcnepTu3a HEHHOCTU JOKYMEHTOB — ONPEEIEHNE COOTBETCTBUS TOKyMEHTA U (MIIK)
JOKYMEHTOB KPUTEPUSIM €ro (MX) IEHHOCTH B LIEJSIX OMPECIICHUs] CpOKa XpaHEHUS U 0TOOpa
JOKYMEHTA ¥ (WUJIM) JOKYMEHTOB JIJIs 7Is TIepefjaur Ha XpaHeHHs B apXuBe 00pa3oBaTeIbHON
OpraHU3aIMK WINA BBIICICHHS K YHUYTOXEHHUIO 110 UCTEYCHUH YCTAHOBJIEHHOTO CPOKa
XpaHEHHUS.

11.2. DkcnepTH3a HEHHOCTH JOKYMEHTOB B 00pa30BaTEIbHON OpraHU3aliy Ha CTaIuu
JIEJIOTIPON3BO/ICTBA TPOBOIUTCS:

e IIPU COCTaBJIEHUU HOMEHKJIATYpPBI JEII;

e B Ipolecce GOpMUPOBAHUS € U IPOBEPKU NPABUILHOCTH OTHECEHUS IOKYMEHTOB
K JIeJ1aM;

e IIPU HOJArOTOBKE JEJI K IIOCIEAYIOIIEMY XPaHEHHUIO;

e B apxuBe B MPOIECCE TOATOTOBKY HA XPaHEHUE B MyHULIMIIAJIBHOM apXUBE.

11.3. JIyist opraHu3anuy 1 MPOBEACHUS 3KCIIEPTU3bI IICHHOCTH JIOKYMEHTOB
B 00pa30BaTeIbHOI OpraHU3aIMU CO31aeTCs TIOCTOSHHO JICHCTBYIONIAs SKCIIEPTHAS
komuccus (nanee — IK).

11.4. ®yuknuu u npasa DK, a Taxke opranuzanus ee padboThl ONPEAeIeTcs MOJ0KEHUEM,
KOTOpOE YTBEPXkAaeTcsl pyKOBOAUTENIEM 00pa30oBaTeIbHON OpraHu3aluy 1 (Min)
cornacoBsiBaetcs ¢ [IOK Ynpasnenue nenamu npaBuTeascTBa DHCKON 00IaCTH.

11.5. DxcnepTu3a HEHHOCTH JOKYMEHTOB IIOCTOSIHHOTO M BPEMEHHOTO XpaHEHHUS
OCYILECTBIISIETCS €KETOJHO B CTPYKTYPHBIX MOJpa3esieHUsIX 00pa3oBaTeIbHON
OpraHM3alK HEMOCPECTBEHHO JIMIIAMU, OTBETCTBEHHBIMHU 3a JI€JI0NPOU3BOJICTBO,
coBMecTHO ¢ DK npu HENoCcpeACTBEHHOM METOANYECKOM PYKOBOACTBE PYKOBOJUTEIS
apxuBa 00pa30BaTeIbHON OpraHU3aluy.

11.6. OT60p NTOKYMEHTOB JIsl TOCTOSIHHOTO XPAHEHUS TIPOBOJUTCS B COOTBETCTBUU

C HOMEHKJIATYpoii Jies1 00pa3oBaTeNbHOM OpraHu3aliy, THIIOBEIMHU M BEIOMCTBEHHBIMU
MePEYHIMHU JOKYMEHTOB C YKa3aHWEM CPOKOB UX XpaHEHUS ITyTEM MOCTPAHUYHOTO
MpOCMOTpa JIedl.

B AcIaxX MOCTOAHHOT'O XpaHCHUA MMOAJICKAT U3BATHUIO }1y6J'IeTHI)Ie SK3EMIIIAPBI JOKYMCHTOB,
YCPHOBUKHU, HCO(I)OpMJ'IeHHBIe KOIIMKU JOKYMCHTOB U HC OTHOCAIIUCCA K HUM JJOKYMCHTBI.

Hena ¢ ormetkoii "IIIK"/"IK" moasepraroTcst Takke MOJIUCTHOMY ITPOCMOTPY C LIENIbIO
oTpesieNIeHNUs ¥ BBIJCIICHUS U3 UX COCTaBa JIOKyYMEHTOB, MOJIJIEKALINX TOCTOSHHOMY
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xpanenuto. Jlena ¢ ormetkoit "OIK"/"OK«, cogepskaiiue JOKyMEHTBI TOCTOSTHHOTO
XpaHeHUs, TIOJyIekKaT nmepeOpMUPOBAHUIO. BhIEIEHHBIC U3 UX COCTaBa JOKYMEHTHI
MIOCTOSIHHOTO XPaHEHUS MTPUCOSAUHSIIOTCS K OJTHOPOIHBIM JieJaM U O(pOPMIISIFOTCS

B caMOCTOsITeNbHBIC Jieja. CpOKM XpaHEeHHUs JIeTl, COJEPKAIIUX OCTABIIMECS JOKYMEHTBI
BPEMEHHOI'0 XpaHEHUs, ONPEAETAIOTCS 10 BEIOMCTBEHHOMY (1 TUTIOBOMY ) MIEPEUHIO
AOKYMCHTOB C YKa3aHUCM CPOKOB UX XPAaHCHUS U HOMCHKJIATYPC IACII. HOI[I_HI/IBKa BHOBb
c(hOPMUPOBAHHBIX JI€J1 TPOU3BOJUTCS TOJIBKO MOCIIE 3aBEPIICHUS SKCIIEPTU3bI LIEHHOCTH
JOKYMEHTOB.

OmHOBPEMEHHO C OTOOPOM JJOKYMEHTOB TIOCTOSIHHOTO U BpeMEeHHOTO (cBbimie 10 mer)
XpaHeHus AJis epejaul B apXUB B CTPYKTYPHBIX NMOAPA3JICICHUSIX IPOBOAUTCS OTOOP el
U JOKyMEHTOB BpeMeHHOT0 (110 10 jieT) XpaHeHusi, MOJIeXKAaIUX JaJIbHEHIIIeMy XpaHEHUIO
B CTPYKTYPHBIX MOJIPA3JICIECHUAX, BbIJICJICHUE K YHUUTOKEHHUIO /1] 32 MPEABIYIINE
KaJICHJIapHBIC TOJIbl C UCTEKITUMHU CPOKaMU XpaHeHHs. [Ipu 3TOM yuuTHIBAIOTCSI OTMETKHU
B HOMEHKIIatype aen «J{o munoBanus HagooHoct» (IAMH), «IIpu ycnoBuu 3aBeprieHus
IIPOBEPKHU (PEBU3UM)» U T. II.

[MapannenbHO pOBEPSIETCS KAYECTBO U MOJHOTA ACHCTBYIOIIEH HOMEHKIIATYPhI JeJT
00pa3oBaTeNbHON OpTaHU3AINH, IPABUIBHOCTD ONPEIEIICHUSI CPOKOB XpaHEHHUs AT,
3aBE/ICHHBIX B COOTBETCTBHH C HOMEHKIJIATYPOH eI, COOII0IEHIE YCTAaHOBICHHOTO MOPSIIKa
oopmieHnss JOKYMEHTOB U (POPMHUPOBAHUS JCII.

11.7. ApXuB IpOBOAUT KCIEPTU3Y LIEHHOCTH JOKYMEHTOB IpU 0TOOpE UX HA XpaHEHUE 101
HEMOCPECTBEHHBIM METOAMYECKUM PYKOBOICTBOM MYHULIMIIAILHOTO apXHBa DHCCKOI
obnactu.

11.8. B cimyuyae oOHapy>keHUs B IpoLiecce MPOBEACHUS SKCIEPTU3BI LIEHHOCTH JIOKYMEHTOB
B apXMBE HEAOCTAYU JOKYMEHTOB IIOCTOSSHHOI'O XPAHEHHS COOTBETCTBYOIIIMMH
CTPYKTYPHBIMH MOJIPa3/IeIEHUSIMI 00pa30BaTeIbHON OpraHu3alyu JOJKHBI ObITh TPUHATHI
MEpBHI 110 PO3BICKY ITUX JOKYMEHTOB.

CtpykTypHBIe TIOApa3aeneHnss 00pa30BaTEIbHON OPraHNu3alu 00sI3aHbI CHCTEMATHIECKH
OIUCBIBATh IOKYMEHTHI TI0 JINYHOMY COCTaBY U IOKyMEHTBI BpEMEHHOI'O XpaHEHUs (CBbIIIE
10 ner), obecrieunBaTh UX COXPAHHOCTh U YYET.

11.9. Ha Bce 3aBepliilieHHbIE J€IO0NPOU3BOJCTBOM JI€J1a TOCTOSHHOTO, BPEMEHHOTO (CBBIIIE
10 5ieT) XpaHeHus U 10 JIMYHOMY COCTaBY, MPOLIEIIINE FKCIEPTH3Y IEHHOCTH

1 0OpPMIIEHHBIE B COOTBETCTBUHU C HACTOSIIMMU TPEOOBAHUSAMU, €KETOJHO COCTABIISIOTCS
ornucH jien. OTenbHas OMUCh JIeN MPeCTaBseT cOO0N epedeHb /e ¢ CaMOCTOSTeIbHON
BaJIOBOH (MOPSAKOBOM) HyMepalHe.

OnucH z1e1 cocTaBIAIOTCS OTAEIBHO HA JIEJ1a TOCTOSTHHOTO XPAHEHUs, 1€71a BPEMEHHOTO
(ceimre 10 meT) xpaHeHus, Jea 1Mo JMYHOMY cocTaBy. Omnucu aen oopMIIsIIoTCs

o ¢opmam, ycTaHoBIeHHBIM [IpaBuiaMu opraHu3aiuy XpaHeH!s, KOMIUIEKTOBaHUS, yueTa
Y UCTIOJIb30BaHUs JOKYMEHTOB ApXxuBHOTo (hoHaa PD u 1pyrux apXuBHBIX JOKYMEHTOB

B FOCY/IapCTBEHHBIX OpPraHax, opraHaXx MECTHOI'O CAMOYIIPABJICHUS U OPraHU3aLMSIX,
yYTBEpkKACHHBIMU NprKa3zoM Pocapxusa ot 31.07.2023 Ne 77.

OnucH 1e1 coOCTaBISIOTCS B KQXKJIOM CTPYKTYPHOM IOipa3/ielieHnu o0pa3oBaTeabHOM
OpraHu3allM €XKEeTr0JHO B IBYX 3K3EMILIApaXx.
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[To aTuM omwmcsiM ToIpa3ieseHus CAAI0T JOKYMEHTHI B apXUB 00pa30BaTeIbHOM
OpraHu3aIyu.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U KAUECTBEHHOE COCTABJICHUE OIUCEN J1ET
CTPYKTYPHBIX MOJIpa3iesieHuii HECYT PyKOBOJUTEIH 3TUX MOAPA3ICICHUN.

11.10. ITepen BHeCEHHEM 3ar0JOBKOB JI€J B OIMCH IPOBEPSIOTCS Ka4eCTBO (POPMUPOBAHUS
1 0(OPMIICHUS JIeJI, COOTBETCTBHE KOJIMYECTBA JIe]l, BHOCUMBIX B OIIMChH, KOJUYECTBY
3aBe/IEHHBIX JIe]1 10 HOMEHKJIAType 00pa30BaTeIbHOM OpraHU3aLuy.

ITpu npocMoTpe e NPOBEPIOTCS:

e COOTBETCTBME 3ar0JIOBKA JI€J1a CONEPIKAHUIO TOKYMEHTOB B JICIIE;

e IPaBWJIBHOCTh O()OPMIIEHUS U IPYHIHUPOBKU JOKYMEHTOB, BKJIIFOUCHHBIX B JIEJI0;
e KauecTBO NOJAIIMBKYU WM MEpeIieTa Aeia;

e TPaBUIBHOCTb HyMEpALUH JINCTOB JI€]1a;

e HaJMYME B JIeJIe B HEOOXOUMBIX CIIy4asiX BHyTPEHHEH OIUCH;

e IPaBWIBLHOCTh O(OPMIIEHUS O0JIOKKHU /€A,

e HaJIMYHUE U NPABUWIBHOCTH OPOPMIICHHS JIMCTa-3aBEPUTEIS JIea.

B cnyuae oOHapy:keHuUs HapyIIeHHs YCTAaHOBIECHHBIX MPaBUi GOpMUPOBaHUS U opopMIIeHUS
JIeJl OHU JTOJIKHBI OBITh YCTPAHEHBI.

B cnyuae oOHapy:keHUs1 OTCYTCTBUS €], YUCISIIUXCS 10 HOMEHKJIAType e
00pa30BaTeNbHON OpraHu3alnu, CTPYKTYPHBIM MOIpa3IeIieHneM TPUHUMAIOTCS MEphl

10 UX po3bIcKy. OOHapy>KEHHBIE JieJa BKIIOYAIOTCS B OUCh. ECiu npuHATHIE MEPHI HE JaIH
pe3yJabTaToOB, TO HA HEOOHAPYKEHHBIE JIela COCTABIISIETCS CIpaBKa O MPUYMHAX OTCYTCTBUSA
7ieJ1, KOTopasi MOJIMCBIBAETCS PYKOBOAUTEIEM CTPYKTYPHOTO MTOIPA3ICIICHUS U TIEpeaeTCs
BMECTE C OIHUCHIO JIeJl CTPYKTYPHOT'O MOApa3eeHHs B apXUB 00pa3oBaTeIbHON
OpraHM3alMH.

11.11.ITpu cocTaBneHUN OMUCH Ae COONIOAAI0TCA CeyIoIIe TpeOOBaHuS:

e 3AroJIOBKH ACJI B OIMMCHU JOJIXKHBI COOTBCTCTBOBATH 3arojoBKaM JICJI
B HOMCHKJIATyp€ ACIT U TOMY, UTO BEIHCCCHO Ha O6J'IO)KKy, B COOTBCTCTBHUH
C HpHHHTOﬁ cXemMou CUCTCMATHU3allH

e KaXI0C ACJI0O BHOCUTCA B OIIMCH ITOA CaMOCTOATCIbHBIM IMOPSAJAKOBBIM HOMEPOM.
Eciu ACJIO COCTOUT U3 IBYX U Oollee yacTeu mim TOMOB, TO KaXXJasd 4aCTb UJIHU TOM
BHOCHUTCA B OIIUCH IMOJ CAMOCTOATCIIBHBIM HOMCPOM.

11.12. I'padst onucy 3amoaHSAIOTCS B TOUHOM COOTBETCTBHH C TEMH CBEACHUSMU, KOTOPHIS
BBIHECEHBI Ha OOJIOXKKY Jena.

11.13. ITpu BHECEHUHU B ONUCH MOAPS JACJ C OJUHAKOBBIMHU 3ar0JIOBKAMH MUIIETCSA
MOJIHOCTHIO 3ar0JIOBOK MEPBOTO JIENa, @ BCE OCTAIIBHBIE OJJHOPOJIHBIE Jiea 0003HAYA0TCS
cinoBaMu «To xke», MpHU 3TOM JAPYTrUe CBEICHUS O JAeaX BHOCATCS B OMUCH MOJTHOCTHIO
(Ha KaXXJIOM HOBOM JIUCTE OMUCH 3ar0JI0BOK BOCIIPOU3BOIAUTCS MOJHOCTBIO).
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11.14. I'pada onucu «I[Ipumedanue» UCIOIB3YETCA 11 OTMETOK O TIpUEME /eI,
00 0COOEHHOCTSIX MX (PU3UUECKOTO COCTOSIHHS, O TIEpeaaye JIes APYTUM CTPYKTYPHBIM
MO/IPa3/ICJICHUsIM CO CChUIKON HAa HEOOXOAUMBIHN aKT, O HAJIMYUK KOMUHU U T. 1.

11.15. B xoHIIle onrcH Beiieq 3a MOCJIEIHEN OMUCATEIbHON CTaThEN JejIaeTCsa UTOroBas
3aImch, B KOTOPO yKasbIBaeTcs (u(paMu ¥ MPOMKCHIO) KOJTMYECTBO JIEH, YUCIISITUXCS
T10 OIIKCH, TTEPBHIN U TIOCIETHUN HOMEPA JIEJ 10 OIUCH, a TAKKE OTOBAPUBAIOTCS
O0COOCHHOCTH HyMEpAaIUH JIe]I B OnicH (JINTEpHBIE HOMEpa JIeN U MPOITyIIeHHbIE HOMEPA).

11.16. Onucek Aen CTpyKTYpHOTO MOApa3AeeHUs MOAIMMUCHIBACTCS PYKOBOIUTEIIEM
CTPYKTYPHOTO TIO/Ipa3/IeNICHUS.

Omnwucu CTPYKTYPHBIX HOAPA3/EICHUH CITyKaT OCHOBOM JIJIsl COCTABJICHHUS TOI0BOTO pa3iena
OIKCH J1eN1 00pa30BaTEeIbHOW OpraHu3aluy, IPEIUCIOBUS, TUTYJILHOTO JIUCTA, TOATOTOBKA
KOTOPOTO BO3JIaraeTcsi Ha apXuB 00pa30BaTEIbHON OpraHU3alny.

11.17. Ilo pe3yapTaTam 3KCIEPTU3bI LIEHHOCTU JOKYMEHTOB COCTABIISIFOTCS ONUCHU A€
IIOCTOSIHHOT0, BpeMeHHOro (cBbIe 10 j1eT) XpaHeHus U 110 JIMYHOMY COCTaBY, a TAK)KE aKThl
O BBIJICJICHUU JI€T K YHUUYTOXKEHHUIO.

11.18. AKT 0 BbIACJIEHUH K YHUUTOKEHUIO JOKYMEHTOB COCTaBIIAETCS, KaK PABUIIO, HA BCE
nena o0pa3oBaTeNbHON opranu3anuu. Eciii B akTe yKka3aHbI Jiejia HECKOJIBKUX CTPYKTYPHBIX
MO/Ipa3IeNIeHN i, TO Ha3BaHUE KaXXJI0T0 CTPYKTYPHOTO MOApa3AeTeHHs YKa3bIBaeTCs epe]
TPYIIION 3aroJIOBKOB JI€J 3TOTO MOApa3IeieHus. 3aroJIOBKH OJTHOPOIHBIX 1€, OTOOPaHHBIX
JUISL yHUYTOXKEHHU S, BHOCSITCS B aKT MO OOIIIMM 3ar0JIOBKOM C yKa3aHHWEM KOJIMYEeCTBa /e,
OTHECEHHBIX K JJAaHHOU Tpymie. Jena BKIIOYa0TCs B aKT O BBIICIICHUH UX K YHUUYTOXKEHUIO,
€CJIM MPEyCMOTPEHHBIN JJI1 HUX CPOK XPAaHEHUs UCTEK K | siHBaps roga, B KOTOPOM
COCTaBJIEH aKT, IPH HAJIMYUU YTBEP>KIACHHOM (COrJIaCOBAHHOM ) OMUCH 32 3TOT MEpUO. AKT
O BBIICTICHUH K YHUUYTOKEHHUIO JOKYMEHTOB COCTaBIseTcs (hopMe, yCTaHOBICHHOMN
[IpaBunamMu opranu3aiui XpaHeHUsl, KOMIUIEKTOBaHUS, yUeTa U UCIIOJIb30BaHUS JJOKYMEHTOB
ApxuBHoro ¢onaa PO u 1pyrux apXuBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax,
opraHax MECTHOT'O CaMOYIIPaBJICHUS U OpTraHU3AIMAIX, YTBEPKJICHHBIMU ITPUKA30M
Pocapxusa ot 31.07.2023 Ne 77.

CornacoBannble DK 00pa3oBaTenbHOI OpraHU3aluy akThl YTBEPKAAIOTCS PyKOBOAUTEIEM
o0pa30BaTeNbHON OpraHu3aluy Py HAJTUYUU YTBEPKIEHHBIX ONMUCEH /1€ TOCTOSIHHOTO
XpaHEHUs U COIIACOBaHHBIX OIMCEN JIEN 110 JIMYHOMY COCTaBY 3a TOT K€ IIEPUOJ, ITOCIIE YETO
oOpa3oBaTenbHasi OpraHu3alysl UMEeT IPaBO YHUUYTOXKATh /1€J1a, BKIIOUEHHBIE B JTaHHBIE
aKThI.

Horpy31<a W BBIBO3 Ha YTUJIM3AUIO OCYIICCTBIIAOTCA 11O KOHTPOJIEM OTBETCTBECHHOI'O
34 apXuB O6pa3OBaTeJIBHOI>'I opraHu3alvu UJIM OTBCTCTBCHHOI'O 3a ACJIOIIPOU3BOACTBO.

12. Ilepenaya 1OKYMEeHTOB Ha XpaHeHHe B MYHUIIMNIAJIbHBIH apXHB
12.1. Ilepenaua Ha XpaHeHHe B MyHUIMIIAIbHbIN apXuB DHCKOW 001aCTH MOATIEKAT

JIOKYMEHTBI BpeMeHHBIX (cBbliie 10 JeT) CpOKOB XpaHEHUs, B TOM YHCIIE 110 JUYHOMY
COCTaBY, €CIIM HHOE HE YCTAHOBJICHO JEHUCTBYIOIIMM 3aKOHOAATEIbCTBOM.
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12.2. Ilepenaya nein B MyHHIIUIIATBHBIA ApXUB OCYIIECTBIISIETCS 110 aKTy MpHeMa-Iepeaayn
APXUBHBIX JOKYMCHTOB Ha XpPaHCHUC U B 3apaHCC COINIAaCOBAHHBIC ¢ MYHUIIUITAJIbHBIM
apXUBOM CPOKH.

13. Ucnosb30BaHue JOKYMEHTOB apXUBa 00pa30BaTe/JIbHOM OPraHu3aluu

13.1. JIoKyMeHTHI U Aeila, HAXOAALIUECS Ha XPaHEHUHU B apXUBE, PEACTABIISAIOTCS
pabOTHHUKAM CTPYKTYPHBIX MOApa3eIeHUH Ui pabOThl B IOMEILEHUH apXUBa WU

BO BpeMeHHOe (He 0oJiee MecsIia) MO0JIb30BaHNE BHE apXUBa MO/ PACIIMCKY B XKypHAJe ydeTra
BbIIauM Jien (mpuitoskenne Ne 11).

13.2. PaGoTHHUKHM 00pa3oBaTeIbHON OpraHU3aIMKi HECYT OTBETCTBEHHOCTD 32 COXPAHHOCTh
Y MIPaBUJIbHOE MCIOJIb30BAHKE MOMYUYECHHBIX apXUBHBIX JIOKYMEHTOB.

13.3. U3paTue JOKYMEHTOB U3 apXMBHBIX JIE], llepeaya paboTHUKAaM CTPYKTYPHBIX
M0JIpa3/ieIeHUil apXUBHBIX IOKYMEHTOB WJIM UX KON paOOTHUKAM IPYTUX OpraHu3anui
0e3 pa3pelieHus: pyKOBOJICTBA HE JIOITYCKACTCS.

13.4. Ilpu paboTe ¢ apXUBHBIMH IOKYMEHTAMHU HE pa3peliaeTcs BHOCUTh B HUX MPABKY,
JIeNIaTh IOMETKH, paboTaTh ¢ HUMHU BHE CITy>)KEOHBIX TTOMEIICHHIA.

CornacoBaHo CornacoBaHo

IIpencenarens CoBera poautenei [Ipencenarens CoBera 00yJarOIIUXCs
lanmeea A.A. MyxamerxaHnosa [".b.

«27» aBrycta 2025r. «27» aBrycra 2025r.

ITpunoxxenne Ne 1
K MHCTpYKIMH 10 1€70MIPOU3BOJICTBY

braHk jJokanbHOro akrta

MyHununanbsHoe 010KETHOEe 00pa30BaTEIbHOE YUPEKICHUE
«IlenTp oOpazoBanus Ne 1»
(MBOY "Arockast OOIL umenu P.X.Karuposa" )

YTBEPXKJIAIO !

(1OMKHOCTD PYKOBOJUTENS)

2
(momHck) (N.0. Dammnms)

3
(nara)

MHOJOXKEHUE/MOPAJOK/MHCTPYKIUA
0
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1. O01mue MoJI0KeHu s
1.1...
1.2...

2. Ha3Banue pa3aena
2.1...
2.2...

3. Ha3BaHue pa3jaeJa
3.1...
3.2...

4. Ha3zpanue pa3jena
4.1...
4.2...

5. Hazpanue pa3aesa
5.1...
5.2...

6. Hazpanue pa3jnena
6.1...
6.2...

ITpunoxxenne Ne 1
K [Tonoxenuto/Iopanky/MucTpyKunn

3aroJ10BOK NpHJI0KEHUsI
Texker npuinoxeHus
Ha Gnanke goxymenrta MoxeT npocraBisithest pekBu3ut «I'pudy cornacoBanust nokymenTa». PexBusut opopminstercs o tpedosanusam nynkra 5.20 TOCT P 7.0.97-2025.

1. TIpu yTBEpKICHHH JIOKYMEHTA JIOMKHOCTHBIM JINLIOM TpH( yTBepxKaeHHs cocTouT U3 cioa Y TBEPXK/IAIO; HanMeHOBaHHS IOKHOCTH JTHIA, YTBEPXK/IAIOIIEr0 JOKYMEHT; €ro

TOJIMTHCH; MHHIMATIOB; (haMmIIiK 1 Aathl yTBepxaeHus (1. 5.16 TOCT P 7.0.97-2025).

2. Manuuanst nuuryt nepen dammmeit (1. 5.16 TOCT P 7.0.97-2025).
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3. Jlata 10KyMEHTa 3alUChIBACTCS B MOC/IEIOBATEIBHOCTH: JIeHb MECSAIIA, MECAIL, KaJCHIapHbIi IOl OJIHAM H3 JIBYX CIIOCOGOB:
— apabckumu nudpamu, pasaeneHHbIME To4Koit: 05.06.2026;

— clIoBeCHO-IIM(POBBIM crocoboM, Harpumep 5 mioHs 2026 r. (11. 5.10 TOCT P 7.0.97-2025).

[Tpunoxenue No 2
K MHCTpyKIMK MO Ie10MPOU3BOJICTBY

bnank npukasa
MyHununanbHoe 010JKeTHOe 00pa30BaTeIbHOE YUPEKIECHUE
«enTp obpazoBanus Ne 1»

(MBOY "Arockas OOIL umenu P.X.Karuposa" )

ITPUKA3

1
(nata)

(MeCTO COCTaBICHHS)

3aros10BOK *
[IpeamOyia
ITPUKA3BIBAIO:

1.
(mpunoxxenue Ne 1).

2.

4. KoHTpOIb MCTIOJHEHNS HACTOSALIETO ITPUKA3a

(JIOIKHOCTD PYKOBOJMTEIST) (moTHCh) (M.0. dammnms)
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B nenoNe  3a20  rogm*

(IOJKHOCTB)

(moamuce)

.20

[Tpunoxenue 1

K [IpUKa3y

oT Ne

3aroJ10BOK NpHJIOKEHUS

1. Jlata 10JKHA COOTBETCTBOBATH JaTe MOJIMCAHUS TOKyMeHTa. JIaTy yKasbIBaloT B (popMate JeHb, Mecsll, rofl. Ficronb3yiiTe OIMH U3 IBYX CIIOCOGOB:
— apabckue uudpsI, pasaeneHHbie Todkoii: 05.06.2026;

— croBecHO-IM(POBOIt crocod, Hanpumep 5 urors 2026 1. (m. 5.10 FOCT P 7.0.97-2025).
2. YkasbIBaroT LUdpoBOii Wi GyKBeHHO-LH(POBOI HaeHTHpHKaTOp JoKyMmeHTa (1. 5.11 TOCT P 7.0.97-2025).

3. 3aroJI0BOK K TEKCTY — KPaTKOe COJIep:KaHHe J0KyMeHTa. 3aroJioBoK K TeKcTy (popmyupyercs ¢ npeaiorom «O» («O6») n orBedaeT Ha Bonpoc «o yeM?» (1. 5.17 TOCT P 7.0.97-

2025).

4, OHPCHEJUHOT MECTO XpaHCHHUA NTOKYMCHTA, KOr/la 3aKaHYMBAKOT C HUM paﬁOTaTb, Bxirounte B OTMETKY:
— cnoBa «B zenoy;
— MHJICKC JIeJIa 10 HOMEHKJIAType C yKa3aHHeM rojia;

— JIOJDKHOCTb OTBETCTBEHHOT'O JIMLA, ero nojmuck 1 gary (m. 5.30 TOCT P 7.0.97-2025).

[Tpunoxxenune Ne 3
K MHCTpYKIMM 1O J€TONPOU3BOICTBY

bnank mporokona
MynununansHoe 010/PKeTHOE 00pa3oBaTeIbHOE YUPEKICHHIE
«Ilentp obpazoanust Ne 1»
(MBOY "Atrockas OOl umenu P.X.Karuposa" )
IMPOTOKOI

HazBaHue kosiernagbHOro opraia (KOMHCCUH, paboyeil Tpymbl U T.11.)

No

(nara)
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(MecTO COCTaBICHNUST)

IIpencenarens: ®amunus 1.0.

Cexkperaps: ®amunus U.0
[IpucyrcTBOBaNN: yeJl. (CIUCOK MpUJIaraercs)
OTtcyTcTBOBANH:

HOBECTKA J1HS:
1. Bompoc
2. Bonpoc

XO4 3ACEJAHUA

1O BOITPOCY Ne 1

CJHIYHIAJIN:

Oamunusa U.0. — TekceT AoKIaga NpuiaraeTcs.
BBICTYIINJIN:

N.0O. ®damunms — Kkpartkast 3alKUCh BBICTYIIEHUS (OT TPETHETO JIMLA €AMHCTBEHHOTO YnCa).
Bomnpocsl, 0TBeThI (IPUBOAATCS B MOPAIKE MOCTYIUICHUS).

IMPOT'OJIOCOBAJIA:

3a
38— «___ », MPOTUB — «___ », BO3ACPIKAIHCh — «___ ».

PELINJIA:
1.1. Onucanue pemieHus mo BOIpocy

1.2. Onucanue peueHus mo BOpocy

[Ipencenarens IToanuce N.0. ®amunus

Cexpertapb IToanuce N.0. ®amunus
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[Tpunoxenue Ne 4
K MHCTpyKIMU MO I€I0MPOU3BOJICTBY

bnank gsounoro nucra

SIBOYHBIN JIUCT

HazBanue kosiernaabHOro oprana (KOMUCCUH, paboyeil rpymbl U T.11.)

(IpPOTOKOM OT «_ » 20 roma Ne 00)

Ne
®. U. O. JomxHocTh IMoanucey
n/n
1
2
3
4
5
6
7
8
9
10
11
[Ipencenarens Tloamuce 1.0. ®amunusa
Cekperapb [Moxnnuce N.0. ®amunus
ITpunoxxenne Ne 5
K MHCTpyKIMK MO J€10MPOU3BOJCTBY
briank nuceMa — npog0IBLHOTO
MynunumnansHoe 0r0KeTHOE 00pa3oBaTeNbHOE YUPEKICHHE
«llentp ob6pazoBanms Ne 1»
(MBOY "Arockast OOIL umenu P.X.Karuposa" )
WnxenepHas yi., 1. la, r. OHck, 123456
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Ten./daxkc: 8 (495) 123-45-67; e-mail: office@shkola.ru; http://www.shkolaco3.ru
OKIIO 12345678; OI'PH 1234567890123; MHH/KIIII 1234567890/123456789

Ne
(nata) (HOMEp) (®. U. O. (komy))
Ha Ne oT
(anpec)
YBaxaemblii(ast) !
C yBaxkeHuem,
(JIOKHOCTD PYKOBOJMTEIIST) (momuce) (®.1.0.)

®. U. O., 101KHOCTb,

(renedon)

[Tpunoxxenue Ne 6
K MHCTpYKIIMU O 1€7T0IPOU3BOJICTBY

bnank yBenomiieHUs: — IPOIOIBLHOTO

MyHunnansHoe O HKETHOE 00pa30BaTeIbHOE YUPEKICHUE
(MBOY "Atockast OOILl umenu P.X.Karuposa" )
Nnxenepnas yi., a. la, r. OHck, 123456
Ten./dakc: 8 (495) 123-45-67; e-mail: office@shkola.ru; http://www.shkolaco3.ru
OKIIO 12345678; OI'PH 1234567890123; MHH/KIIIT 1234567890/123456789

No

[okymeHT co3aaH B anekTpoHHon chopme. Ne 190 ot 07.11.2025. UcnonHutens: ®appaxos d.X. 0 AIEKTPOHHbINA
CrpaHunua 56 13 62. CTpanuua cosaara: 07.11.2025 08:47 =¥ TATAPCTAH



(mara) (HoMmep)

(®. 1. O. (xomy))

(3aroJoBOK)

YBakaemblii(as)

(anpec)

C yBaxxeHuem,

(JIOMKHOCTH PYKOBOJUTENS)

C yBenomiieHHEM 03HAKOMIICH(a):

(mozmuce) (®.1.0.)

(nozmuce) (®.1.0.)

(nara)

OK3eMILISp yBEJOMIICHHUS Oy YHIa:

(mozuce) (®.1.0))

(nara)

®. U. O., 10JDKHOCTB,

(tenedon)

[Tpunoxenne Ne 7
K MHCTpyKIMH 110 1€70IIPOU3BOJICTBY

[okymeHT co3aaH B anekTpoHHon chopme. Ne 190 ot 07.11.2025. UcnonHutens: ®appaxos d.X. 0 AIEKTPOHHbINA

CtpaHuua 57 n3 62. CtpaHuua cosgara: 07.11.2025 08:47

=¥ TATAPCTAH



bnank *ypHana perucTpaluuy BXOIAUINX JOKYMEHTOB

KypHaa peructpanum BXoAsIIIUX JOKYMEHTOB

Hauar 20 roja
OKoHYEeH 20 roga
Pezomonns
WIH KOMY
HanpasJisieTc
Jara Jlara P OTMeTKa
Kparkoe s
Neni/ | mocrymiienust | u Homep | Koppecnonn 00
coJep:xa JOKYMEHT
1| AOKYMEHTA/BXO0/sl | IOKYMEH | eHT HCIOJHEH
.« HHe (moamucey,
M HoMep Ta 1071
Y10CTOBEPSI0
mast
NoJIy4YeHue)
1 2 3 4 5 6 7

ITpunoxxenne Ne 8
K MHCTpYyKIMH 110 1€70MIPOU3BOJICTBY

biank )xypHana peructpanuy UCXOQAIUX JOKYMEHTOB

MyHununambHoe 010JKeTHOEe 00pa30BaTEeNIbHOE YUPEKICHUE
(MBOY "Arockast OOIL umenn P.X.Karuposa" )

)Kypﬂa.n Perucrpanuu uHCXoaAmux J10KyMEHTOB

Hauat 20 roja
OxoHueH 20 roga
Hara
Perucrpanuon M HOME OTMeTKa
Ne | Tara uerp Kparkoe P
HBIH Anpec noxkymen | Mcnosanure |00
n/ | 10KyMeH colepiKkan
HOMeEp aT Ta, HA Jb HCITOJTHEH
n |Ta ue .
AOKYMEHTA KOTOPBI uu
JaH
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OTBET
1 |2 4 5 6 7 8
ITpunoxxenne Ne 9
K MHCTpyKIMHU 110 1€70MIPOU3BOJICTBY
bnank xypHana yyera neyaTteil ¥ IITaMIIOB
MyHununaabHoe 010/PKETHOE 00pa30BaTEIbHOE YUPEKICHUE
(MBOY "Arockas OOl umenu P.X.Karuposa" )
Kypnau yyera neyareid M IITAMIIOB
Hauar 20 roja
OxkoHueH 20 roja
Pe3yabT
aThl
€KeroH
Haumenos Haumenos reron
Moanuc |ou OTtTHCK
aHue aHue N
b, npoBepk | OTMeTka |meuyartei
ne4yaTu OtrHc | mogpasaene
YAOCTOB | H 00 (mrammnos
(wramMmna), | K HUA, pu
Ne e HAJIMYM | YHHYTOXKE |)
HHUIHATO |Me4aT |JOJKHOCTh Me
n/ psAoma |s HUH, IS
p " noJjy4JareJ . YyaH
n | neyareii | Homep YHHUTOKE
3aKasa, TamM (s " ue
nojy4ye | aKkrTa HUA,
aara 1na) pamunus
HHe, HITAMIIO | M JaTa aarta
NOCTYIJIEH noJry4arteJa
aara B, BO3Bpara
usi |
aara
NPoBepK
/|
1 (2 3 4 5 6 7 8 9

[Tpunoxenne Ne 10
K MHCTpyKIIMM 110 1€T0TIPOU3BOJICTBY
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brnaHk KOppEeKTUPOBOYHOTO JTUCTa HOMEHKJIATYPBI €T

YTBEPXKJAIO

(HaI/IMeHOBﬁHPIC TOCY1IapCTBEHHOI'0 OpraHa, opraHa MECTHOIO CaMOYIIpaBJICHUs, opraﬂmauun)

N3MEHEHUA U JONNIOJTHEHU A

(Hal/IMEHOBaHI/Ie JIOJKHOCTH PYKOBOJMTEIIS

WJIH HHOTO YIOJHOMOYEHHOTO MM JIHLA)

(moamuce) (paciuugpoBKa IOAIICH)
K HOMEHKJIATYPE JIEJI
Ha20
(mara)
Cpok
KosmnuectBo P
I/IH)IeKC XpaHEHUS
3aroJi0BoK eJsia TOMOB IIpumeuanus
aeja . u Ne ctaTtu mo
(uacreii)

NepeYyHIo
1 3 4 5
(uaumeu()Balme JIOJKHOCTH PYKOBOJIMTEJIS Cle)KGbl JIeJIONPOU3BOACTBA (nonn"cﬁ) (pacw”(bposka no;["”c")

OpraHu3aInn)

(nara)

Buza pykoBoautens (Jiuma OTBETCTBEHHOTO 32 aPXHB)

(HaMEHOBAHHE JOKHOCTH)

(mozmuce)

(nara)

(pacuudpoBKka TOTHCH)
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ITpunoxxenne Ne 11

K MHCTpyKIMHU 11O 1€T0TIPOU3BOJICTBY

bnank xypHasia yuera BbIJaud JOKYMEHTOB

MyHununanbHoe 010JKeTHOe 00pa30BaTeIbHOE YUPEKIECHUE
(MBOY "Arockast OOIL umenu P.X.Karuposa" )

KYPHAJI YYETA BbIJAYM JEJI

U3 apxuBa 06pa30BaTeJ’IbHOI7I opraumsanuu

Hauat 20 roga
OxoHuYEH 20 roga
aTa Pacniucka aTra Pacnucka
Ne Bﬁ a4yu @onx | Onnce | Jleno | Komy B MOJIVYECHUH lIB[O3B aTa | B BO3BpallleHUH
n/n A Ne Ne Ne BBIJIAHO y p pait
aeJx Jaesa Jaesia Jejia
1 2 3 4 5 6 7 8 9
Utoro B roJly BBIJIaHO nen

(Mdppamu ¥ MPOMHCHIO)

HaumenoBanue noipkHOCTH JMLIa,
COCTaBHMBIIETO0 BHYTPEHHIOIO [Toanuce
ONUCH IOKYMEHTOB J€Na

N.0. damunusa

[okymeHT co3aaH B anekTpoHHow chopme. Ne 190 ot 07.11.2025. NcnonHutens: ®appaxos ®.X.
CtpaHuua 61 n3 62. CtpaHuua cosgara: 07.11.2025 08:47

g SIEKTPOHHbIIA
¥ TATAPCTAH



Jluct cornacoBaHus k gokymeHTy Ne 190 ot 07.11.2025
MununaTop cornacoBanus: ®appaxos ©.X. [upekrop
CornacoBanune nHnyumnposaro: 07.11.2025 08:48

Jluct cornacoBaHus Twvin cornacoBaHusa: nocnegoBaTesibHOe
N° (0] [e] Cpok cornacoBaHus Pe3ynbTaT cornacoBaHus 3ameyvaHus
iMopnucaHo

1 ®appaxos ®.X. 07.11.2025 - 08:49
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