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HHCTPYKLMUS 11O AEJOITPOU3BOJACTBY
B MBOY «Bepxnerakepmenckast OOI umenu I'abaenxas Cadburosay

1. O01mue moJ1o;KeHu s

1.1. Muctpykums no nenornpousoactsy B MBOY «Bepxuerakepmenckast OOL umenn ["abnenxas
CaburoBay (nasniee — VIHCTPYKIMs) yCTaHABIMBACT €UHYIO CUCTEMY JEJIONPOU3BOACTBA U MOPSAIOK
MOJIrOTOBKH, 0(hOPMIICHHUS, TIPOXOXKACHHUS, KOHTPOJIS 32 UCIIOJIHEHHEM, YUeTa, XpaHEHHS,
M3TOTOBJICHUSI, KOMMPOBAHUS U TUPAKUPOBAHUS CIIy>KEOHBIX JJOKYMEHTOB B 00pa3oBaTeIbHOMN
opranuszanuu MBOY «Bepxuerakepmenckas OO umenu I'abnenxas CabutoBa» (nanee —
oOpazoBarenbsHas opranuzanus, O0).

1.2. UncTpykuus pa3paboTaHa B COOTBETCTBHHM ¢ TpeboBaHUsIMU DeiepanbHbIX 3aKOHOB

ot 22.10.2004 Ne 125-®3 «O6 apxuHoM aeine B Poccuiickoit @enepanuu», ot 27.07.2006 Ne 149-
@3 «O6 nnpopmanyy, HHPOPMALMOHHBIX TEXHOJIOTUAX U O 3auuTe HHPopmarum», ot 02.05.2006
Ne 59-@3 «O nopsnke paccMoTpeHust oopareHuit rpaxaan Poccuiickoit @enepanuny,

o1 01.06.2005 Ne 53-@3 «O rocynapctBeHHOM s13bIke Poccutickont ®enepaunn», ot 06.04.2011

Ne 63-®3 «O06 snexTpoHHOM noanucuy, [IpaBui opraHu3anny XpaHeHUs, KOMIIJIEKTOBaHUS, yUeTa
U MCTIOJIb30BaHMs TJOKYMEHTOB ApxuBHOTO (poHma Poccuiickoit denepanuu U Apyrux apXUBHBIX
JOKYMEHTOB B I'OCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYTPABICHUS U OpraHU3alusiX,
YTBEPXKACHHBIX ITpuKazoM Pocapxusa ot 31.07.2023 Ne 77, 'OCT P 7.0.8-2025 «Cucrema
CTaHJapTOB 10 MH(GOPMAIU, OUOITMOTEUHOMY M U3JaTeIbCKOMY JIey. Jlenonpon3BoaCTBO 1
apxusHoe neno. Tepmunsl u onpeaenenus», 'OCT P 7.0.97-2025 «Cucrema ctaHzapToB 110
nH(popManuu, 6NOIMOTEYHOMY U U3JIaTeIbLCKOMY JAeny. OpraHu3alioOHHO-pacopsUTEIbHAS
nokyMeHTalus. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOBY.

1.3. IIpumenenne MHCTPYKITMK JOJKHO CIIOCOOCTBOBATH (HOPMHUPOBAHHIO OPHUITHATHEHO-/IETIOBOTO
CTHJIS JOKYMEHTOB, MOATOTABIMBAEMbIX B 00pa30BaTEeIbHON OpPraHU3alNN; COKPAILIEHUIO 3aTpaT
TpYJa ¥ CPECTB B MPOLIECCE CO3/1aHUs JOKYMEHTOB. IHCTpYKIIUS sBiIsieTcs 00s13aTeNIbHOM JI1s
WCTIONTHEHUS] paOOTHUKaMK 00pa30BaTEIbHON OpPraHU3aIMK, OCYIIECTBISIONIMMHU TTOJTOTOBKY

1 oopmIIeHHE JOKYMEHTOB.

1.4. TTonoxenust MHCTpYKIIUK pacipOCTPaHSAIOTCS Ha OPTaHU3AIUIO pa0OTHI C JOKYMEHTaMHU
HE3aBUCUMO OT BHJIa HOCUTEIIS], B TOM YHUCIIE DJIEKTPOHHBIMU JTOKYMEHTAMHU, BKIIFOYasi IOATOTOBKY,
00paboTKy, XpaHEHHE W HCTIOIB30BAaHUE TOKYMEHTOB, OCYIIECTBIISIEMBIX C IPUMEHEHHEM
MH(OPMAIIMOHHBIX TEXHOJIOTHH.

1.5. OcobeHHoCTH PabOTHI C TOKYMEHTaMH, COJEPKAIUMH KOH(PHUASHINATBHYIO0 HH(POPMALIHIO
(cmyxeOHYI0 1 MHYIO TaifHy, IEpCOHATBHBIE TAHHBIE), PETYJIUPYIOTCS JIOKATHHBIMU aKTaMH
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(MHCTPYKIMSAMHU, MOJOKEHUSIMH, TTPaBHIIaMH ), YTBEPKIaEMbIMU PYKOBOAUTEIEM 00pa30BaTeIbHON
OpraHu3aIyu.

1.6. TpeboBanus MucTpyKIun K padoTe ¢ OyXranTepckoid, HayYHO-TeXHUYECKON U IPYToi
CTIeUATIbHON JJOKyMEHTAIMEeH PacIIpOCTPAHSIOTCS JIUIIb B YACTH OOIMINX MPUHIIUIIOB PaOOTHI
C TIOKYMEHTaMH, a TaKXKe IMOJATOTOBKH TJOKYMEHTOB K Ilepe/iade Ha apXUBHOE XpaHEHHE.

1.7. OTBETCTBEHHOCTh 32 OPTaHU3AIMIO U COCTOSIHUE JICTIONPOU3BOCTBA B 00pa30BaTEIIbHON
OpraHu3aIK HECET PYKOBOIUTEIh 00pa30BaTeIbHON OpraHu3ainuu, KOTOPBIN:

o yTBepxkaacT MHCTPYKIHIO 1O IEIONPOU3BOJCTBY M HOMEHKIIATYPY /€7 00pa3oBaTeIbHOM
OpraHH3aLuy;

e o0ecreunBaeT BHEAPEHNE U KOHTPOJIUPYET COOIIIOJICHUE CTPYKTYPHBIMU TOPA3ICIICHUSIMH
TpeboBaHui HacTosmeH MHCTpyKIMK ¥ rOCYJapCTBEHHBIX CTaH/IAPTOB;

e IIPOBOIUT IIPOBEPKY COCTOAHUSA JEJIONPOU3BOACTBA B CTPYKTYPHBIX IIOAPA3AEICHUAX
00pa3oBaTeNbHON OpraHU3ally;

o o0ecre4nBaeT METOIUYECKOE PyKOBOJICTBO, HHCTPYKTaXK M KOHTPOJIb 3@ COOJIIOICHNEM
YCTaHOBJIEHHOTO MOPs/IKa pabOThI C TIOKYMEHTaMH B CTPYKTYPHBIX ITOJIPA3IeICHUAX
00pa30BaTebHOIN OpraHu3aluu;

e VHHUIUHUPYET MOBBIIICHHE KBATU(PHUKAINU paOOTHIKOB 10 BOIPOCAM JIEJIONPON3BO/ICTBA;

e YIOCTOBCPACT MOAIMUCHIO N NICYATHIO NOKYMCHTEIL.

1.8. HenocpencTBeHHO BEJET /1E€70MPOU3BOICTBO B 00pa30BaTEIbHON OpraHU3al[ii OTBETCTBEHHBIN
3a BeJICHHE JICJIONPOU3BO/ICTBA (Jjajiee — OTBETCTBEHHBIH 3a AETIONPOU3BOJICTBO), KOTOPBIH
Ha3HAYaeTCs MIPUKA30M PYKOBOJHUTENS 00pa3oBaTeNbHOM oprann3annu. OTBETCTBEHHBIN

3a JIeNIONPOU3BOJICTBO B COOTBETCTBUU C BO3JIOKCHHBIMHU Ha HETO 3a/[a4aMH:

e OCYWIECTBIIIET PETUCTPALUIO U yYET JOKYMEHTOB;

e OpraHu3yeT JOKyMEHTO000pOT, POPpMUpPOBAHUE JIEN, UX XPAHEHHUE;

e OCYIIECTBIIAET TEKYIIH KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHHUEM U TIPOXO0XKICHUEM
JIOKYMEHTOB B 00pa30BaTeIbHON OpraHU3alluH;

o o0ecreunBaeT COOIIOICHUE €ANHBIX TPEOOBAHUH IO MOATOTOBKE JOKYMEHTOB
Y OpraHu3aliy paboThl C HUMH B YCIOBUSIX 3JICKTPOHHOTO JOKYMEHTOO00POTa;

e 0000maer nHpopmanuoo 00 oGbeMax JOKYMEHTO000pOTa;

e opranusyer (hopMUpOBaHHUE U XpaHEHUE JOKYMEHTAIMOHHOTO ()OH/IA U €T0
UCIIOJIb30BAHUE.

1.9. Benenue nenonpon3BoOICTBA B CTPYKTYPHBIX MOIPa3IEICHUSX OCYIIECTBISIETCS pa0OTHUKAMHU
B COOTBETCTBUU C UX JIOJDKHOCTHBIMU O0S3aHHOCTSIMH.

1.10. IIpu yxoze B OTIyCK, Bbl€3/ie B KOMAaHAUPOBKY U MHBIX aHAJOTMYHBIX CIIy4asx paOOTHUKH
00s13aHbI TIepeIaTh BCe HaXOIAIINECS Y HUX JOKYMEHTHI JpyroMy pabOTHUKY MO yKa3aHUIO
BBIIIECTOSAIIEr0 pykoBoauTeis. [Ipu yBoiabHeHUN paOOTHHKA WK TIEPEBOJIE HA APYTYIO JOJDKHOCTh
nepeaya JOKYMEHTOB OCYIIECTBISIETCS 110 aKTy MpuemMa-nepeaadu. AKT npueMa-rnepeaadn
oopmisiercs o ¢popme, ycraHOBICHHOH [IpaBuiiamu opranu3any XpaHeHUs, KOMIUIEKTOBaHHUS,
y4eTa U UCIOIb30BaHUs TI0KyMEHTOB ApXUBHOTO ¢oH1a PO u 1pyrux apXuBHBIX JOKYMEHTOB

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

1.11. IIpu nepexoae Ha APYTryro paboTy pabOTHUKOB, 3aHUMAIOIIUXCS B CTPYKTYPHBIX
NOJIpa3/ieIeHusIX 00pa30BaTeIbHON OpraHN3alluy BEJCHUEM JEJI0IPOU3BOICTBA, [IEpeada BCex
JIOKYMEHTOB BHOBb Ha3HauaeMbIM paOOTHUKAM MIPOU3BOIUTCS 110 aKTaM npuema-nepeaayn. Konuu
aKTOB HAINpaBJISIOTCS B KAHUEISIPUIO.
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1.12. B cyyasix 1UTEIBHOTO OTCYTCTBHSI pa0OTHHKA CTPYKTYPHOTO TOApasieneHus (OTMycCK,
ciyxeOHasi KOMaHAUPOBKA, OOTBHUYHBIN JTUCT U T. 1.) HEOOXOIUMO MepeaaTh OTBETCTBEHHOMY
3a IEJIONPOU3BOJCTBO JOKYMEHTHI, HAXOSIIMECS Y HETO Ha UCIIOJHEHUH 110 YKa3aHUIO
PYKOBOIUTEISE 00pa30BaTENIbHON OpraHU3aIIH.

1.13. PykoBoauTeH CTPYKTYPHBIX MOpa3/IeieHnii 00pa3oBaTeIbHON OpraHu3aiuy HECYT
MIEPCOHANBbHYIO0 OTBETCTBEHHOCTH 32 BBINOJIHEHHUE TpeOoBaHM HacTosmend MHcTpyKunu

Y COXPAHHOCTh HAXOJIAIIUXCS Y HUX JOKYMEHTOB. O ciydasix yTpaThl, HOPYH 3apETrUCTPUPOBAHHOTO
JIOKYMEHTa pabOTHUK 00s13aH HE3aMeJIUTEIbHO AOJI0XKUTH PYKOBOJIUTENIO 00pa3oBaTeIbHON
OpraHH3alMH.

1.14. C BHOBb NpUHATHIMH paOOTHUKAMH, HA KOTOPBIX BO3JIAratoTcs 00sS3aHHOCTH 110 BEICHUIO
JIeJIONIPOU3BOICTBA, B TE€UEHUE TPEX JHEH MOciIe NOCTYIUIEHUS Ha paboTy IPOBOANTCS
O3HaKOMHUTEIbHAs Oecelia 110 BEACHUIO JICJIONPOU3BO/ICTBA B 00Pa30BaTEIbHON OPraHU3aLUH.

1.15. PaboTaTh C TOKyMEHTaMHU BHE CIIy>KeOHBIX TOMEIICHHUI 00pa3oBaTeIbHON OpraHU3aIiH
Y BHOCUTDH B HUX UCITPABJICHUS 3aMpeIIacTCsl.

1.16. Benenue nepenucku ¢ OpraHu3aiisiMy OCYIIECTBISCTCS PYKOBOJAUTENIEM 00pa30BaTeIbHOM
OpraHM3aly WU HHBIM YIIOJIHOMOUYEHHBIMUA UM JOKHOCTHBIMU JIMIIAMHU.

1.17. BemmonHenue Hactosmel MHCTpyKIuu 00s3aTenbHO A1 KaKI0ro paboTHHKA
0o0pa3oBaTeNbHON OpraHu3aliy, ¢ e TPeOOBAHUSIME PAOOTHUKHU JOJHKHBI OBITh O3HAKOMIICHBI 10T
MOJITHUCH.

2. lokyMeHTBI 00pa30BaTeIbHOW OPpraHu3alumn

2.1. PykoBoaurens 00pa3oBaTebHOM OpraHU3aluy I JIULO, UCIOJHSIONIEE €ro 003aHHOCTH,
U3JaeT JOKaJIbHbIE aKThl U MPUKa3bl, 00s3aTeNbHbIE I UCTIOJIHEHHUS BCEMU CTPYKTYPHBIMU
o/ipa3JiesieHus MU 00pa3oBaTesibHOM oprann3zanuu (mpuioxxeHus Ne 1, Ne 2).

2.2. Xoxa o0Cy>kIeHHs BOIIPOCOB Ha 3aceaHUsIX KOJUIETHAIBHBIX OPTaHOB, COBETOB, COOpaHUSIX,
COBEILIAHUSX U PEIlIeHUs, IPUHUMaeMble Ha HUX, GUKCUPYIOTCS B MPOTOKONAX (mpuinoxenue Ne 3).
Ecnu B 3acenannm yqacTByrotT Oojiee 15 yesioBek, B MPOTOKOJIC YKA3hIBAIOT UX 00Iee KOJTUIECTBO
1 0OpPMIISIOT SIBOYHBIN JTHCT (TipusioskeHue Ne 4).

2.3. J11s1 ocy1iecTBIEHMs ONIEPATUBHBIX CBSI3€H C IPYIrMMH OpraHU3alisIMU U TpakJaHaMU
UCHOJIB3YIOTCS Takhe (POPMBI, KaK MUCbMa, (haKChl, TEJIETPAMMBI, TEIEPOHOTPAMMBI.

2.4. 155 ocyuecTBIEHUs IPHEMa, YBOJIbHEHHMSI, IepeMellieHHsI pa0OTHUKOB, NPEI0OCTABICHUS
UM OTITyCKOB O(pOPMIISIOTCS TPYJOBBIE 10IOBOPHI, PUKA3bl, 3asBIEHUS, TPYI0BbIe KHIXKKU U JP.

2.5. B nokymeHnTax oOpa3oBaTesbHOIM OpraHu3alnu, €€ CTPYKTYPHBIX MOApa3IeIeHUN,
KOJIJIETHAJIBHBIX OPraHOB MOXET MCIOJIb30BATHCS PEKBU3UT «repd» (repd PT) umm pexkBu3uT
«aM0OsemMa» 00pa3oBaTeIbHON OpraHU3aIiH.

«I'ep6» (rep6 PT) nomyckaercst BOCIPOM3BOAMUTE Ha CIEAYIOIUX OJaHKaX:

e TIpHKa3a 00pazoBaTEIbHON OpraHU3ally;

e JIOKaJbHOTO HOPMAaTUBHOI'O aKTa 00pa30BaTeIbHON OpraHU3aliy (I10JI0KEHNE, IPaBUIIa,
HOPSI0K, MHCTPYKIHS, PETJIaMeHT U T.I1.);

e CIIy’)ke0HOTr0 MUChMa JUPEKTOpa 00pa3oBaTesIbHOM oprann3auuu. Mckimtouenue —
BHYTPHUOPraHU3allMOHHAs [IEPETHCKA.
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«OMOIemMy» 00pa30BaTeILHON OPraHU3aIluy J0MYCKAeTCs BOCIIPOU3BOIUTE Ha CIICTYIONTUX
OJIaHKaAX:

e CIIy’)k€OHOTr0 MUChMa PYKOBOAUTENS CTPYKTYPHOTO MOJPA3IEICHUS;
e IIPOTOKOJIA KOJUIETHAIIBHOTO OpraHa 00pa3oBaTeIbHON OpraHU3aI|H.

3. IIpaBuia opopmjieHUsI TOKYMEHTOB
3.1. OcHoBHBbIE TpeOOBaHMS 10 0(OPMJICHHIO JOKYMEHTOB

3.1.1. bnaHku TOKYMEHTOB 00pa30BaTeIbHON OPTaHU3AIMH Pa3padaThIBAIOTCS B COOTBETCTBUH C
TpeboBanusiMu, yctaHoBieHHbIMA ['OCT P 7.0.97-2025 «Cucrema ctaHmapToB 1o HHPOPMAIIHUH,
OUOIMOTEYHOMY U M3/1aTeNIbCKOMY AeTy. OpraHu3aluoHHO-paCIOPSAUTENbHAS JOKYMEHTALIHS.
TpeboBanust k opopmiieHnt0 1okyMeHTOBY (nanee — [[OCT P 7.0.97-2025).

OO0pa3oBarenbHas OpraHU3allK CO34aeT TOKYMEHTBI Ha OJIaHKaX CTaHIapTHBIX (opMaToB Oymaru
A4 (210 x 297 mm) nmm AS (148 x 210 mm) 1100 B BUJIE SIEKTPOHHBIX JTIOKYMEHTOB C COOJIIOICHUEM
YCTaHOBJICHHBIX HacToseill MHcTpykuuei npasun odpopmiienus. [Ipu n3nanuy 10KyMEHTOB IBYyMs
M 0osiee opraHu3alsIMH UCTIONb3yeTcs Oymara opmaTa A4.

Ka;mmﬁ JIMCT JOKYMCHTA, O(bOpMJ'IGHHLIfI KaK Ha 6J'IaHKe, Tak u 0e3 6J'IaHKa, JOJDKCH UMCTD I1OJIA:

e 20 MM — neBoe (A1 JOKYMEHTOB co cpokoM xpaHenus 10 10 net, 30 MM — cBbime 10 ser);
e 10 MM — mpaBoe;

e 20 MM — BepxHee;

e 20 MM — HIKHEE.

3.1.2. Ilpy noAroToBKE JOKYMEHTOB JIOIYCTUMBI CIEAYIOLINE TapPHUTYPHI U pa3Mepsl MIPU(TOB:

e Times New Roman (kerns 12—14 nr);
e Arial (kersp 12—-14 n7);
o Calibri (kernp 12—-14 1T).

HIpudT B 1OKyMEHTE TOKEH OBITH €MHBIM MO pa3Mepy, 3a UCKIIOYEHHEM 0COOCHHOCTEH,
MpeAyCMOTPEHHBIX TyHKTOM 3.1.3 Hactosmen MucTpykiuu.

3.1.3. Ilpu cocraBneHuu Tabnuil, a Takxke pekBU3UToB 08 «CripaBouHble JaHHBIE 00 OpraHU3alum» U
25 «OTMeTkH 00 UCTIOHUTENE» JOMYCKAETCs UCII0NIb30BaTh pazmepsl mpudTa Ne 10—-12.

3.1.4. Texct noxymeHTa nevaraercs uepe3 1—1,5 mexxcTpouHslii nHTEpBa 6€3 nepeHocoB. Ecnu
MOCJIEAHSS CTPAHUIA IOKYMEHTA COCTOUT MEHEE YEM M3 IISTH CTPOK, JOIYCKAETCs IIeYaTaTh TEKCT
4yepe3 MEHbIINN MEXCTPOYHBIN MHTEPBAJL.

TekcT moxkymMeHTa BEIpaBHUBAETCS T10 IIMPUHE JTUCTA (110 TPAHMUIIAM JIEBOTO U MPABOTO MOJIEH
JIOKYMEHTA).

AOG3a1HbIi 0TCTYN TEKCTa JOKyMeHTa — 1,25 cMm.
3aroJ0BKH pa3/eioB U MOAPa3eIoB e4aTatoTCs ¢ a03alHbIM OTCTYIIOM WM LEHTPUPYIOTCS 0e3

ab3aIHOro OTCTYyIMA MO MIUPUHE TeKcTa. HTepBal MexX Iy cloBaMu — OJuH npoben. MHTepBan
MEXIy OyKBamMH B CJIOBaX — OOBIYHBIH.
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3aroyioBOK, COCTOSIIUIN U3 HECKOJIBKMX CTPOK, IIeYaTaeTCs uepe3 OJJUH MEKCTPOUHBIA HHTEPBAJ.
Touka B KOHIIE 3ar0JIOBKa HE CTaBUTCHI.

3.2. OdopmiieHHe PeKBU3UTOB JOKYMEHTOB
3.2.1. CocraBuTeJb JOKYMEHTA

HaumenoBanue o6pazoBaTeibHON OpraHU3alMK YKa3bIBa€TCsl B TOYHOM COOTBETCTBUU C YCTaBOM
oOpa3oBaTenbHOU opranu3anuu. CoKpanieHHOe HAMMEHOBAaHHE TOMEIIAETCS MO/ MTOTHBIM
HAaMMEHOBAHHEM B CKOOKax.

HaumeHnoBanue CTpyKTYpHOIO MOIpa3/IesieHus] UCIIOIb3yeTcs B OJaHKax MmuceM U OJaHKax
KOHKPETHBIX BUJIOB JIOKYMEHTOB U YKA3bIBACTCS MOJI MOJTHBIM U COKPAIICHHBIM HAMMEHOBAHUSMHU
0o0pa30BaTeNbHOI OpraHu3aluu.

HaumMmeHnoBaHue qOIKHOCTH JIUIA HCIIOJIB3YCTCA B OnaHKax JOJDKHOCTHBIX JIMIT U pacCIIojiaracTcs 1mona
HaAanMCHOBAHUECM O6pa30BaTCHBHOfI OopraHu3anuu. HanmeHoBaHMe JOKHOCTH JIUIA YKa3bIBaACTCA

B COOTBCTCTBUHU C HAUMCHOBAHHUEM, IIPUBCACHHBIM B PACIIOPAAUTCIBHOM JOKYMCHTC O HA3HAUYCHUHN
Ha JOJI?KHOCTb.

3.2.2. CnpaBouHble JaHHbIE 00 00pa30BaTEJIbHON OPraHU3alul

CrnpaBounbie JaHHBIe 00 00pa30BaTENbHOM OPraHU3aliy YKa3bIBAIOTCS Ha OJaHKaX MHUCEM
U BKJIIOYAIOT B ce0s: ajipec, Homep TenedoHa, (akc, aapec 2IeKTpOHHON OYTHI, CETEBOH ajpec,
a taixoke OKIIO, OI'PH, MHH u KIIIT o6pa3zoBaTenbHON OpraHU3aIliH.

3.2.3. HaumeHoBaHue BUA JOKYMEHTA

HaumeHnoBanue Buj1a JOKyMeHTa, COCTaBIEHHOT0 00pa30BaTeIbHON OpraHu3aIiel, JOIKHO ObITh
OIIpeJIeJIEHO YCTaBOM (TIOJI0KEHHUEM) U JI0JIKHO COOTBETCTBOBATH HAMMEHOBAHUSAM BHUJI0B
JOKYMEHTOB, npeaycMorpeHHsIM OKYVY /I: akT, cipaBka, 3anucka, CBOAKA, OT3bIB, IPOTOKOJ, CITUCOK,
u3BelIeHUE U ap. PacriopsauTenbHble JOKYMEHTBI OpraHU3alui U3at0TCs CO CIEAYIOLUMHU
Ha3BaHUSIMU: IIPHUKA3, <...>.

HanmeHnoBanue BuIa U pa3HOBHIHOCTH JIOKYMEHTA HE YKa3bIBaeTCs B MUCbMax. MecTo
COCTaBJICHUS MJIM U3JIaHHsI TOKYMEHTA yKa3bIBaeTCsl Ha OJlaHKaX JOKYMEHTOB 00pa30BaTeNbHOM
OpraHU3aIiy, 33 UCKIIIOUeHHEeM OJIaHKOB muceM. Ha3zBaHue JOKyMeHTa niedaTaeTcs POIMCHBIMU
OyKBaMU MOIYKUPHBIM IIPUDTOM.

3.2.4. Jlata 1OKyMeHTa

JlaToif TOKyMEHTa SIBIIIETCS J1aTa e€ro MOAMUCaHus (MM YTBEPKACHUS ); I JOKyMEHTA,
MIPUHUMAEMOTO KOJIJIETHaIbHBIM OpraHoM (TIPOTOKOJA), — JaTa ero 3aceAaHusl (IPUHITH
pereHus), sl akTa — J1ata COOBITHSA, TSl TIOKYMEHTA, TPEOYIOIIEro ero YTBepKIASHUsI, — JaTa ero
YTBEPKJICHHUSL.

JI71s1 TOKYMEHTOB, COCTaBJIEHHBIX OJJTHOBPEMEHHO HECKOJIBKMMH OPraHU3alUsIMHU, 1aTON JOKYMEHTA
SIBJISIETCS 1aTa MOAMMCAHUS €0 MOCIEHEN OpraHu3aluen.

JlaTa noanucanusi, yTBEpKACHHs, COTIACOBAHMS JJOKYMEHTA, a TAK)KE JaThl, COAEpKaLUecs
B TEKCTE, JIOJDKHBI OPOPMIIATHCS UG POBBIM CIIOCOOOM. DJIEMEHTHI 1aThl IPUBOISTCS apaOCKUMHU
udpamMu B OJJHY CTPOKY B TIOCJIEIOBATEILHOCTH: JIEHb MECSIIa, MECSIl, TO/.
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Hanpumep: 14.06.2026.
3.2.5. PerucTpanoHHbIi HOMEP TOKYMEHTA

Perucrpanuonnslit Homep — nudpoBoe mim OykBeHHO-1IM(DpoBoe 0003HAUCHHE, TPUCBAUBAEMOE
JOKYMEHTY IIpU €r0 perucTparnuu.

PerI/ICTpaHI/IH AOKYMCEHTA IPOBOJUTCA ITOCJIC €TI0 MOATINCAaHNA UIW YTBEPKACHUA.

JlJ11 BHYTPEHHUX IOKyMEHTOB — MPHUKA30B, IPOTOKOJIOB — ATO MOPSAIKOBBIA HOMEP B Ipeienax
KaJICHJIApHOTO Tojia MO KaXKJI0MY BUAY UM Pa3HOBUIHOCTH JIOKYMEHTOB. B npukazax
PErUCTPALIMOHHBIN HOMEP MOKET JIONOJHATHCS OYKBEHHBIM MHAEKCOM, 0003HAYAIOIIUM
Pa3HOBUIHOCTHU (HAIIPUMED: MPUKA3 10 OCHOBHOMU AesiTeabHOCTH OT 15.05.2026 Ne 253; npukas
1o simaHoMy coctaBy oT 10.01.2026 Ne 22 nc, npuka3 06 ormyckax ot 25.01.2026 Ne 420t, nmpukas
1o koManaupoBkam oT 25.01.2026 Ne 25k).

JIist ucxoasammx JOKyMEHTOB PETUCTPAMOHHBIM HOMEP COCTOUT:

1) U3 mOPsIIKOBOTO HOMEpA B Ipe/iesiax MacCHBa OTHPABISIEMON KOPPECTIOHACHIIHH;

2) UHJEKca JieNa B COOTBETCTBUU C HOMEHKIIATYPOi Ae7 00pa3oBaTenbHON OpraHu3aliH.
PerucrpaunoHHbIil HOMEp JOKYMEHTa, COCTABICHHOTO COBMECTHO ABYMS U 00Jiee OpTaHU3aLUsIMH,
COCTOMT U3 PErUCTPAIMOHHBIX HOMCPOB JOKYMCHTOB Ka)KHOﬁ n3 3TUX OpFaHI/ISaHI/IfI,
IPOCTABIIIEMBIX Yepe3 KOCYIO YepTYy B MOPSIKE YKa3aHUsS aBTOPOB B JOKYMEHTE.

3.2.6. Ccpliika HA perucTPALMOHHBIN HOMeP M ATy JT0KYMEHTa

Ccbuika Ha perucTpallMOHHBIA HOMEpP U J1aTy JOKYMEHTA BKJIIOYAET B c€0s1 perucTpalluOHHbBIN HOMEp
U J1aTy JOKYMEHTa, Ha KOTOPbIH JOKeH ObITh AaH oTBeT. CchlUIKa HAa HOMEpP U JaTy TOKyMEHTa
HCIIOJIB3YCTCH IIpU Oq)OpMJ'ICHI/II/I MMUCEM, SABJIAIONIUXCA OTBCTAMH HA MMOCTYNNMBUICC ITUCbMO (3anpoc,
npocsOy U Ap.). CBeZieHNs B pEKBU3HUT MEPEHOCATCS C MOCTYNUBIIETO JOKYMEHTA U COOTBETCTBYIOT

PEruCTpallMOHHOMY HOMEPY M JaTe MOCTYIUBLIETO JOKYMEHTA.

CchuiouHas OTMETKA IIPOCTABJISACTCS B JIEBOM YacTy OJIaHKA IMHCHhMa noa pEKBU3UTOM «AaTa»
u ((peFHCTpaHHOHHBIﬁ HOMCEP JOKYMCHTaA».

Hanmaue JaHHOT'O pCKBHU3UTA UCKIIOYACT HGO6XOI[I/IMOCTI> YIIOMHWHAaHWA HOMEpA U J1aThI
NMOCTYIMUBLICTO JOKYMCHTA B TCKCTC NNUCbMaA, YTO 0CBO60)KZ[3.CT TCKCT OT cnpaBquoﬁ I/IH(I)OpMaI_[I/II/I.

3.2.7. MecTo cocTaBJIeHUsS] M M31aHUS JOKYMEHTA

MecTo cocTaBlICHUS (I/I3,Z[aHI/I$I) AOKYMCHTAa (1" . 3HCK) YKa3bIBACTCA B JOKYMCHTAX, U3TOTABJIIMBACMBIX
Ha OJlaHKax KOHKPETHBIX BUAOB JOKYMCHTOB.

3.2.8. Anpecar

I[OKYMCHTBI AAPCCYIOT B OpraHbl BJIACTHU, OpraHUu3allu, UX CTPYKTYPHBIC ITOAPA3ACIICHHUA,
JOJIXKHOCTHBIM HJIN q)HSI/ILIeCKI/IM JINIaM.

[Ipu agpecoBanuu JOKyMEHTa B OpraH BJIAacTH, OPraHU3AIMIO WK €€ CTPYKTYPHOE Mopa3/iesieHne
(6e3 ykazaHusI TOJDKHOCTHOTO JIMIA) UX HAMMEHOBAaHUE MUIIIYT B UMEHUTEIHHOM TaIeKe.
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Hanpuwmep:

MunucrepcTBo npocseenus PO

JlenapTamMeHT rocy1apCTBEHHOU MOIUTHKA
B c(epe 3alluThI IIpaB AeTen

IIpu HanpaBiIeHUH JOKYMEHTA JOJDKHOCTHOMY JIMIYy Ha3BaHHME OpPraHU3aluu U €€ CTPYKTYPHOTO
MOJIpa3/IeIeHUs YKa3bIBAIOT B UMEHUTEIHHOM IaJIeKe, a JOJDKHOCTh M (DaMIIINIO aapecara —

B AaTenbHOM. VIHUIMaib! cTaBATCS nociie paMUIMM HE3aBUCUMO OT TOI0, KOMY aJJpeCOBaH
JOKYMEHT — JIOJDKHOCTHOMY JIUIY WIH (PU3NIECKOMY.

Hanpumep:

MunucTtepcTBO 00pa3oBaHus DHCKOM
obnacTu

Yupasnenue nenaMu

['maBHOMY cnienmanucty

WBanosou N.1.

Wnu Ha3BaHue OpraHu3anuu BXOAUT B HAKMCHOBAHHC NOJIDKHOCTH U O(I)OPMJIHCTCH B JaTCIbHOM
aacxKe

Pextopy nncTuTyTa

HBanosoit U.1.

IIpu anpecoBaHNM JOKYMEHTA B HECKOJIBKO OJTHOPOJHBIX OPraHU3alUil UX Ha3BaHUS CIIEAyeT
yKa3bIBaTh 0000IIEHHO.

Hanpuwmep:

PykoBoautesnsim o0pa3oBaTenbHBIX
opranusanuii oduero oOpazoBanus,
PYKOBOAUTENSIM NPEINPUATUN U
opranu3anuii Munnpocsemenus Poccun

JlonmyckaeTcst HEHTPUPOBATh KAKIYIO CTPOKY PEKBH3UTA « AIpecar MO OTHOIIEHUIO K CaMOM
JUIMHHOU CTPOKE.

Hanpumep:

3aMecTUTENI0 AUPEKTOpa M0 yUeOHOM
pabore MBOY «BepxHeTakepMeHCKast
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OOI1l nmenu I'a0nenxas CadbutoBay
Uyiikunoun 1.A.

B cocTaB pexBU3UTa MOXKET BXOAUTD [TOUYTOBBIN ajjpec. DIEMEHTHI IOYTOBOTO a/ipeca yKa3bIBatOTCS
B IIOCJIEIOBATEILHOCTH, YCTaHOBJIEHHOU [IpaBuinaMu oka3aHusl yciIyT OYTOBOM CBSI3U.
[Ipu agpecoBaHuu nUchbMa B OPraHU3aLMIO YKa3bIBalOT €€ HAUMEHOBAHUE, 3aTEM IIOYTOBBIH ajipec.

Hanpumep:

Penakuums xypHaia

«Y1paBJlieHHE HAYaJIbHOM IKOJION»
MockoBckui npocit., A. 6,

T....., 101856

AJipec He POCTaBIAETCS Ha JOKYMEHTaX, HAIIPABIIIEMbIX B IIPABUTEIbCTBEHHBIE YUPEKICHUS
U ITOCTOSIHHBIM KOPPECIIOHACHTAM, B 3TUX CIIy4asX MOT'YT IIPUMEHATHCSA KOHBEPTHI C 3apaHee
HaIle4yaTaHHBIMU aIpECaMH.

[Tpu agpecoBannm JOKyMeHTa (PU3NIECKOMY JIUILY HEOOXOAUMO YKa3bIBaTh (haMIIINIO, HHUITUAIIBL,
3aTeM IOYTOBBIN ajpec.

Hamnpumep:

NBanosy U.1.

UYepublimesckas yi., 1.100, kB. 100,
r. Menzenunck, PT, 101856

JIOKYMEHT He JT0JIKEH cofiepkaTh 00Jiee UEThIPEX a/lpecaToB, KaX/Ibli 3K3eMIUISIP TAKOrO JOKyMEHTa
nomkeH 0Tk oanucad. CnoBo «Komus» nepea BTOpbIM, TPETHUM, YETBEPTHIM aJipecaTaMu
HE yKa3bIBatoT.

[Ipu HanpaBieHnn JOKyMeHTa OoJiee 4eM B YEThIPE aJlpeca COCTABIISAETCS CIIUCOK Ha PacChUIKY,
a Ha KaXJO0M JIOKYMEHTE MPOCTABIIETCS TOJIBKO OJIUH aJIpeC.

3.2.9. I'pud yrBep:xaeHHs JOKYMEHTA

YTBepkaeHNe TOKyMEeHTa POU3BOIUTCS MPOCTAaBIEHUEM TpUda YTBEPKIEHUS WIN U3ITaHUEM
pacropsIUTeIbHOTO JOKyMEHTa (B TeX CIy4asiX, KOT/1a TpeOYIOTCs IOTOIHUTENIbHbIE TPEANUCAHHS
U Pa3bSICHEHHUS).

JIOKyMEHTBI YTBEPKIAFOTCSI PYKOBOAUTENIEM 00pa30BaTeIbHON OpTraHU3aIiH, BBIIIECTOSIITUMHI WUITH
MEKBEJOMCTBEHHBIMU OpPraHaMU, OPTaHU3ALUAMH, B KOMIIETEHLIMIO KOTOPBIX BXOJUT PELLICHUE
BOIIPOCOB, U3JI0KEHHBIX B YTBEPKAAEMBIX TOKYMEHTAX.

HOJ'IO)KCHI/ISI, ImpaBujia, MOPAAKU, JOJZKHOCTHBIC MHCTPYKIWN, UHCTPYKIIUH, PAaCIUCAHHU A 3aHATHI
YPOKOB, BHGypO‘IHOfI JACATCIIBHOCTH, JOITIOJTHUTCIIBHOI'O O6pa30BaHI/I$[ " JIp. IoJJIeKaT YTBEPIKACHUIO
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pyKoBouTeNIeM 00pa30BaTeNbHOM OpraHu3alry U NpUoOPETaOT IOPUINIECKYIO CUITY TOJIBKO
C MOMEHTA UX yTBEPKJICHHUS.

I'pud yTBep)ACHHS MOMEIIASTCS B TIPABOM BEPXHEM YTITy IEPBOTO JINCTA JOKYMEHTa, COCTOUT

u3 cioBa YTBEPXJIAIO (6e3 kaBbIuek), MOJTHOTO HAMMEHOBAHUS JTOJDKHOCTH JIMIIA,
YTBEPKAAFOIIECTO JOKYMEHT, €ro JINYHOW MOIIUCH, €€ paciu(pOBKU (MHUIIUATIOB, (DaMUJINH) U AAThI
ytBepxkaeHus. Cioso YTBEPXJIEHO nonyckaercs coriacoBbiBaTh ¢ HAUMEHOBAHMEM BHIA
yrBepxkaaemoro nqokymenta (Y TBEPXKIEHA, YTBEPX/IEHBI wniu YTBEPXIEHO).

Hanpumep:

YTBEPXK/IAIO
Hupexkrop MBOY «BepxHnerakepmeHckas
OOI1l nmenu I'a0nenxag CadburoBay

nonmucyk .M. IBaHoBa
15.06.2026

Honyckaercst B pekBusnte «I'pud yTBepKIeHHS JOKYMEHTa) IEHTPUPOBATH SJIEMEHTHI
OTHOCHUTEJIHO CaMO JJITMHHON CTPOKHU.

Hamnpumep:

YTBEPXKIAIO
Hupexkrop MBOY «BepxnerakepmeHcKas
OOII umenu I'abpenxas CadbutoBay

nonmucek .M. UBaHoBa
15.06.2026

HpI/I YTBCPKACHHUU JOKYMCHTA HCCKOJIbKUMU JOJDKHOCTHBIMU JIMIIAMHU UX MMOAIIMCHU pacCliojiararot
Ha OJHOM YPOBHC.

[Ipu yTBepKIeHIH TOKyMEHTa TOCTAaHOBICHUEM, PELICHUEM, TPHUKA30M, POTOKOJIOM Tpud
yTBepxaeHus coctouT u3 cioBa Y TBEPXKJIEHO, HannmeHOBaHUST yTBEP)KIAIOIIETO TOKYMEHTA
B TBOPUTEIBHOM I13JI€KE, €0 AaThl, HOMEPA.

Hanpuwmep:

YTBEPX/JIEH
ITpoTOKOIOM METOUYECKOTO COBETA
15.06.2026 Ne 32

HIIN

YTBEP/KAEHO
npukazomM MbOY MBOVY
«Bepxuerakepmenckas OOI nmenn

T'abnenxas CadburoBay
15.06.2026 Ne 32
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Brocuth kakue-mn60 u3mMeHeHus U J0OABJICHHS B TIOIMUCAHHBIC (YTBEPKICHHBIE) TOKYMEHTHI 0€3
paspCiicHud JMna, moAnruCaBuICro 10KyMEeHT, HC JOITYyCKacCTCH.

OTBETCTBEHHOCTH 32 KA4€CTBO MNoATOTOBKH JOKYMCHTOB U NOCTOBCPHOCTL COACPIKAIINXCS B HUX
JaHHBIX BO3JIara€TcCs Ha JIMia, IOATrOTOBHUBIIWC, 3aBU3UPOBABIIMEC U ITOANINCABIINE JOKYMCHTBI.

3.2.10. 3aro/10BOK K TEKCTYy

3aroyIoBOK K TEKCTY BKJIIOUAET B ce0s KPAaTKOE COJAEPKAHUE TIOKYMEHTA, €Er0 OCHOBHYIO CMBICIIOBYIO
Harpy3ky. 3arojgoBok popmymiupyercs ¢ mpemiorom «O» («O06») u 0TBeYaeT Ha BOMPOC «O YeM?»:

e mpuka3 (0 ueM?) 0 CO3JaHUH ATTECTALIMOHHOW KOMUCCHH;
e mpuka3 (0 ueM?) 00 yTBEp>KJIEHUU IITaTHOTO PaCIUCAHHUS;
e TCHbMO (0 4eM?) O TIPeAOCTaBICHUH HH(POPMAIIHUH.

3aro0BOK COCTABIISIET UCIIOJIHUTENb JOKYMEHTA. 3aroJI0OBOK K TEKCTY 0OpMIIIETCS MO
peKkBU3UTaMH OJIaHKA CIIeBa, OT TPaHUIIbI JIEBOTO MOJIs. ECIIM TEKCT TOKyMEHTa HE MPEBBIIIAET
YeTBIPEX-IISITH CTPOK UK oopmiieH Ha OiaHke GpopmaTa AS, 3ar0JI0BOK MOKHO HE YKa3bIBaTh.

3aroJIoBOK JJOKYMEHTA 3aIMCBIBACTCS TIPH €r0 PETUCTPALIUN B COOTBETCTBYIOIINE PETUCTPAIMOHHBIC
(bOpMBI: KapTOUKy, 6a3y JaHHBIX.

3.2.11. TekcT 10KYMeHTA

TekeT noKyMeHTa COCTABIIIETCS Ha PYCCKOM S3BIKE KaK IOCYIapCTBEHHOM sA3bIke PD. Teker
JOKYMEHTa M3J1araeTcsl pyCCKUM JMTEPATYPHBIM SI3bIKOM C YY€TOM 0COOEHHOCTEH 0(UIIaIbHO-
JIEJIOBOT'O CTUJIS, BUJIa JOKYMEHTA U €r0 Ha3HAYEHUs B YIIPaBJICHYECKOM esaTenbHocTH. Coaepikanue
JIOKYMEHTA JIOJKHO OBITh U3JI0KEHO KPaTKo, JOTMYHO, TOUYHO U SCHO.

TekcTel JAOKYMCHTOB U3JIararOTCA:

oT 1-ro nuia eJMHCTBEHHOI0 YMCIIa B IOKyMEHTax (MpUKa3 U T. J1.) pyKOBOAUTEISE 00pa30BaTeIbHON
OpraHM3aliy, JeHCTBYIONIEro Ha MPUHIMIAX eMHOHAYalus, a TAK)Ke JOKYMEHTaX, apeCOBaHHBIX
PYKOBOJICTBY OpraHU3aLlMH: IPUKA3bIBAIO... [IOJATOTOBUTH U MPEICTABUTh HA PACCMOTPEHHE; MIPOILY
paccMoOTpeTh

BONpPOC 00 YCTAaHOBJIEHUH JIBIOTHBIX Tapu(OB...;

3-ro nuila eAMHCTBEHHOTO YKCIa B JOKYMEHTaX KOJUIETHalbHBIX OPraHOB: KOMUCCHS pelInia...;
OO6pazoBaTenpHasi OpraHU3aIys He CYUTAET BO3MOXKHBIM.. . ;

1-To JIMIa MHOXXCCTBCHHOTI'O YUCJIa B COBMCCTHBIX JOKYMCHTAX: IMIPOCUM MIPECACTABUTL JAHHBIC O...;
MMpEeACTAaBIACM Ha paCCMOTPECHHUE U YTBCPIKIACHUC...

3-ro JIMa MHOKECTBCHHOI'O YKUCJia B ITPOTOKOJaX: CIIyIIaan, BRICTYIIHIIN, ITIOCTAHOBUIIU, PCIOHIIN.

B nokymeHTax, ycTaHaBIMBAIONIMX TpaBa M 00S3aHHOCTH OPTaHU3AINH, €€ CTPYKTYPHBIX
nojipa3iesieHni (MoJI0KeHNe, MHCTPYKIINSA), @ TAK)KE COJIEPKalINX OMHCAHNE, OLIEHKY (DaKTOB WIIH
BBIBOJIBI (KT, CITPaBKa), UCIIOIB3YyeTCs (popMa U3II0KEHHS TEKCTa OT TPETHETro JINIAa eUHCTBEHHOTO
WM MHO>KECTBEHHOTO YHCIIa (KOTAEN OCYIIECTBIAET PYHKIIUNY», «B COCTAB 0ObETUHEHHS BXOISATY,
«KOMUCCHSI YCTAaHOBUIIAY).

B tekcte AOKYMCHTA, IOATOTOBJICHHOI'O Ha OCHOBAHUHW 3aKOHOJATCIIbHBIX, HHBIX HOPMATHBHBIX
IMPAaBOBLIX AKTOB, U3AAHHBIX OpraHaMu BJIACTH, JOKYMCHTOB, PaHEC U3aHHBIX OPraHOM BJIACTH,
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yKa3bIBaeTCsl HANMEHOBAaHUE BU/IA IOKYMEHTa, HAMMEHOBAHNUE OpraHa, W3/1aBLIero T0KyMEHT, JaTa
MIPUHSATUS UK YTBEPKIEHUS TOKYMEHTA, €r0 PErUCTPallMOHHBI HOMED, a TAK)KE 3ar0JIOBOK K TEKCTY
WM HaMMEHOBaHME BHUJIa JOKYMEHTA, HallpUMeEp:

«B cootBercTBuU ¢ mocranosienueM [IpaBurenscra oT 13.08.1997 Ne 1009 «O06 yTBepkaeHIN
[TpaBwiI MOATOTOBKH HOPMATHUBHEIX MTPABOBBIX aKTOB (De/IepaTbHBIX OPTaHOB UCTIOTHUTEIHLHOM

BJIaCTH U UX FOCYI[apCTBeHHOﬁ PErucCTpanmn,

«B cooterctBuU ¢ [los105k€HIEM O TOCTOSIHHO EHCTBYIOLIEH HKCIEPTHON KOMUCCHH YUPEKACHNU,
OpraHM3alu, IPEANPUATHS, YTBEPKICHHBIM IIpuka3zoM Pocapxusa ot 11.04.2018 Ne 43».

Ecmu texct COACPIKUT HECKOJIBKO HOpy‘leHI/IfI, pCHlCHHfl, BBIBOJOB, B TCKCTC BBIACIIAIOTCA pa3aciibl,
noapas3aciibl, IIYHKTHI, IOAITYHKTBI.

B Tekct joKyMeHTa MOTyT BKIIOUAThCs (hparMeHThl, OPOPMIIEHHBIE B BUJI€ TAOJIUIIbl MM aHKETHI.
Crpanuibl TEKCTa HyMEPYIOTCS apaOCKUMU U(ppaMU ITOCEPETUHE BEPXHETO MOJ.
B nucemax ucnosnp3ytoT ciaenyromue GopMbl U3JI0KEHHS:
e OT [IEPBOTIO JINL[Aa MHOXKECTBEHHOT'O YHUCIIA (KIIPOCUM HAlpaBUTbhY», «HANPABIIIEM
Ha pacCMOTPEHUEY);
e IIEPBOIO JIMLA €IUHCTBEHHOI0 YHCia («CUUTAI0 HEOOXOIUMBIMY, CIIPOLLY BBIICIUTH);
e TpeThEro Jinia eAuHCcTBeHHOro uncia («OO He Bozpaxkaer», «OO cunTaeT BO3MOXKHBIM»).

3.2.12. OT™MeTKa 0 NPUJIOKEHUH

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

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

Ecmm IMPHUIIOKCHUSA B TCKCTC HEC HA3BAHbI, TO HGO6XOI[I/IMO NEPpCUHUCIINTD UX Ha3BaAHUSA, KOJIMYCCTBO
JIMCTOB U 3K3CMILIAPOB KAXKIOTO.

[Ipy HATMYKMKM HECKOJIBKUX MPUII0KEHUH OHU HYMEPYIOTCS:

IIpunoxxenus: 1. [lITaTHOE pacnucaHue. .. Ha 4 1. B 3 3K3.

2. CmeTa pacxoioB... Ha 4 1. B 3 3K3.

Ecnu npunoxxeHns cOpoiopoBaHbl, KOJIMYECTBO JUCTOB HE YKa3bIBAE€TCH.

Ecnu k oKyMeHTy mpuiaraeTcs Ipyroi JOKYMEHT, TaK)Ke UMEIOIINN PUITOKEHUE, OTMETKY
0 HAJIMYUU TIPHIOKEHUS OPOPMIISIOT CICTYIOITUM 00pa3oM:

[Ipunoxenune: nuceMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuiiokeHue K HeMy, Bcero Ha 3 J1.

Ecnu npunoxxenneM siBisieTcss 000C00IEHHBIN AIEKTPOHHBIN HOCUTENb (KOMITAKT-IHCK, usb-duer-
HAKOIMUTEJb U Ap.), OTMETKY O HAJMYUU MPUIIOKEHUS OPOPMIISIIOT CIEAYIOLUUM 00pa3oM:
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[Tpunoxenue: CD B 1 3k3.

[Ipu 5TOM Ha BKIIajbIIIE (KOHBEPTE), B KOTOPHBI MOMEIIAETCS HOCUTEINb, YKA3bIBAIOTCS
HAaUMEHOBAHHMSI IOKYMEHTOB, 3alTMCAaHHBIX HA HOCUTEIh, HIMCHA (DaliyIoB.

HpI/IJIO)KeHI/IH JOJIDKHBI O(l)OpMJISITBCSI Ha CTaHAAPTHLBIX JIUCTaX U UMCTb BCC HGO6XOI[I/IMLIC JIIA
JOKYMCEHTOB PEKBU3UTEHL (HaI/IMeHOBaHI/IC, 3arojJoBOK, ITOAIINCH pYKOBO,Z[PITeHeﬁ HO,Z[pa?:I[eJ'IeHI/Iﬁ,
OTBCTCTBCHHBIX 3a UX COACPIKAHUC, OTMCTKY O COINIaCOBAHWUU U T. I[.).

Ha npunosxenuu K pacrnopsInTeIbHOMY TIOKYMEHTY B IIPaBOM BEPXHEM YIUIy CTABUTCS OTMETKA
C YKa3aHHEM Ha3BaHUS PACIOPSAUTEIHHOTO TIOKYMEHTA, €ro AaThl U PETUCTPALIMOHHOTO HOMEDPA.

Hanpumep:

[Ipunoxenune Ne 2

k npukazy MbOVY «BepxHeTtakepMmeHcKast
OOl nmenu I"'abaenxas

CabutoBa»ot 15.06.2026 Ne 11

HaumenoBanue Buja 10KyMEHTa — MPUIIOKEHHS (TIEPBOE CIIOBO 3ar0JIOBKA MPUIIOKEHUS )
BBIJIETISICTCS MPOMUCHBIMU OykBamH, monykupHbiM pudrom (IIOJIOXKEHUE, ITEPEUEHD,
CIIMCOK u T. 1n.).

Honyckaetcs Beipaxkenue « IPUJIOXKEHUE Ne» neuataTh nponucHbIMU OyKBaMHU, a TaKXKe
LIEHTPUPOBATh 3TO BBIPAKEHUE, HAUMEHOBAHUE JIOKYMEHTA, €r0 AaTy U PETUCTPALMOHHBIN HOMED
OTHOCHTEJIBHO CaMOW JJIMHHOM CTPOKH.

Hanpuwmep:

ITpunoxxenne Ne 1

k npukazy MbOVY «BepxHeTtakepMeHcKast
OOIII nmenu I'abnenxas CaburoBar»

ot 05.06.2026 Ne 145

3.2.13. I'pud cornacoBanusi J0KyMeHTa
Buemnee cornacoBanue oopMIISIETCS] COOTBETCTBYIOLIUM TPUPOM.
I'pud cornmacoBanus cocrout u3z cinoa COI'JTACOBAHO (6e3 kaBbIdyeK), TOJKHOCTH JIHIIA,
KOTOPBIM COTJIACOBAH JOKYMEHT (BKJIFOUass HANMEHOBAHUE OPTaHU3AIINN ), €r0 COOCTBEHHOPYYHOM
MOJTNKCH, HHUIIUATIOB, (DaMUITNH, TaThl COTTIACOBAHUS.
CnoBo COT'JIACOBAHO nonyckaercsi cOrnacoBbIBaTh ¢ HAMMEHOBAHUEM BUA IOKYMEHTA:

e Hucrpyxuus - COI'JTACOBAHA

e Permament - COI'JTACOBAH

e [lonoxenue - COI'JTACOBAHO

Hamnpuwmep:
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COI'TACOBAHO

3aMecTUTeNh HaYaIbHUKA YIPABICHUS
obpazoBanus PT

noanuck A.U. Ilerpos

11.07.2026

Ecnu cornmacoBanme mpoBOAUTCS ¢ KOJIJIETHAIHBIM OPTaHOM WJIM IOCPEICTBOM MHCHbMa, TO Tpu
coryiacoBaHusi 0pOpPMIISIETCS CIIEYIOIINM 00pazoM:

Hanpumep:

COI'JTIACOBAHO
[Tenarornyeckum cosetom MbOY
«Bepxnerakepmenckas OO nmenu

I'abnenxas CabutoBay
(mpotoko:n ot 29.03.2026 Ne 1)

FpI/I(bI)I corjiaCoBaHus MOT'YT pacriojiaraTbCsa Ha OTACIIBHOM JIMCTC COIJIaCOBaHU:A, CCJIIM COACPKAHUC
AOKYMCHTA 3aTparuBacT NHTCPEChl HECKOJIbKUX opraHnsauHﬁ. Ha JAOKYMCHTC ACJIACTCA OTMCTKaA
«JIncT cormacoBanus IpujIaracTcs».

BHemniHee coriacoBaHue B 3aBUCUMOCTH OT COJICPIKaHUS IOKYMEHTA OCYIIECTBIISICTCS B CIICIYFOIIEH
0YepPETHOCTH:

e CO CTOPOHHHMMHU OpTraHHU3alusIMU, KOT'JJa OHHU BBICTYIIAIOT 00s13aTeNILHON CTOpOHOI\/’I
B IIPaBOOTHOUICHHUSAX, BO3HUKAIOIINX BCIEICTBUE U3/IaHUS JOKYMEHTA, WIN KOT/Aa
coJiepKaHne JIOKyMEHTA 3aTParuBaeT UX UHTEPECHI;

e 0OILIECTBEHHBIMU OpPraHU3ALMSIMU — B CIy4asiX HEOOXOJUMOCTH WM B CIIydasiX,
npeaAyCMOTPCHHBIX TOJTOXKCHUAMU 00 THX OopraHu3alusiax,

e OpraHaMu, OCYUIECTBJISIOIINMHU TOCYAAPCTBEHHBIN Ha/IBEJIOMCTBEHHBIM KOHTPOJIb (HAaA30p)
B OIIpeZIeNIEHHOM 00J1acTH (3KOJIOTMYECKHA, OKapHBIN U T. 11.);

e BBIIIECTOSAIIMMHU OPTaHU3ALUSAMH — B CITy4asiX, KOT/1a 3aKOHOJaTeIbCTBOM
IIPEAYCMaTPUBAETCA BO3MOKHOCTb COBEPIICHUS YIPABICHYECKUX JEHCTBUN TOIBKO
C pa3pelleHns TUX OpraHu3alui.

3.2.14. Bu3a corsiacopaHusi JOKyMeHTa
Bu3sl cornacoBaHus JAOKYMCEHTA — PEKBU3UT JOKYMCHTA, YKaSBIBaIOHII/Iﬁ Ha corjiacuc nujin
Hecorjacue JOJKHOCTHOTO JIMIA 00pa3oBaTeIbHOM OpraHu3aluu ¢ coiepKaHueM MPOeKTa

JIOKyMEHTa (J1ajiee — BU3a).

Bu3za BkiII04aeT JOMKHOCTS JIMIA, BUBHPYIOIIETO JOKYMEHT, MOIUCH, paciiu(poBKY MOJIUCH
(uHUIMAIBL, (PAMUITUIO) U AAaTy BUSHPOBAHUSI.

Hamnpuwmep:

3aMecTuTeIb AUPCKTOpa 1o BOCIIMTATEIbHOM pa60Te
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HBanosa .. sanoBa

10.10.2026

OdopmierHas TakuMm 00pa30M BU3a 03HAYAET COTIIACHe JOKHOCTHOTO JIMIIA C COJIepKAaHUEM
JIOKYMEHTA.

[Ipu Hanuuuu 3aMeyaHuil o JOKYMEHTY BU3Y OQOPMIISIOT CIEAYIOLUIUM 00pa3oM:

3ameuyaHus IPUIIAraoTCs
3aMecTUTENb IUPEKTOPA 110 BOCIIUTATEILHONU padoTe
WBanosa N.N. NBanosa

10.10.2026

JIOKyMEHT BU3UPYETCS UCIIOIHUTENIEM U 3aMHTEPECOBAHHBIMU B IOKYMEHTE JJOJDKHOCTHBIMU
JMILIAMU, pyKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3altu.

3aMmeuaHus JOJIXKHBI OBITH MNpeaACTaBJICHBI HA OTACIIBHOM JIMCTC, KOTOpBIﬁ MMOAINUCHIBAKOT, JaTUPYIOT
" NpujiararoT K JOKyMCHTY.

Ha AOKYMCHTC, IOAJIMHHUK KOTOPOI'0 OCTACTCA B O6paBOBaT€JII)HOI>i opraHu3anyru, BU3bL
IIpOCTaBJIAIOT B HW>KHEH YacTh O60p0THOﬁ CTOPOHBI ITOCJICAHECTO JIMCTA NTOVIMHHUKA JOKYMCHTA.

Ha noxymeHnTe, NOJIMHHUK KOTOPOTO OTIPABISAIOT U3 OPraHU3alMK, BU3bI IPOCTABJISAIOT B HIDKHEH
YaCTH JIMIIEBOW CTOPOHBI BTOPOTO IK3EMILISAPA OTIPABIIEMOI0 TOKYMEHTA.

Bo3moxHO opopmiieHre BU3 TOKyMEHTa Ha OTJEIBHOM JIMCTE coryiacoBanus. [Jomyckaercs
MOJIMCTHOE BU3UPOBAHUE JJOKYMEHTA U €T0 MPUIIOKEHHUS.

Ecmu B IMpoHeCcCe BUSUPOBAHUA B IIPOCKT JOKYMCHTA BHOCATCA CYIIECCTBECHHBIC U3MCHCHU,
OH MTOJICKUT MOBTOPHOMY BU3UPOBAHULO. HOBTOpHOG BU3HUPOBAHUC HE TpeGyeTcsl, €CJIN Ipu
)IOpa6OTK€ B IIPOCKT JOKYMCHTA BHCCCHBI YTOYHCHUS, HC MCHAIOIIHE €TI0 CYyTH.

3.2.15. lHoanuckh

JIOKyMeHTBbI, HallpaBJisieMble 00pa30BaTEIbHON OpraHU3allei B BBIIIECTOSIINE OpraHbl yIpaBIeHMUs,
MOJIMTUCHIBAIOTCS PYKOBOJIUTENIEM 00pa3oBaTeIbHON OpraHu3aluy, ero 3aMeCTUTENIeM 10 OPYUYECHHUIO
pyKoBouTEN 00pa30BaTEIbHON OPraHU3alMU [0 COOTBETCTBYIOIINM HANIPABICHUSIM.

B cocraB pexBusuta «Iloanuce» BXOAAT: HAUMEHOBAHUE JIOJKHOCTH JIMIIA, TOMUCABIIETO
JOKYMEHT (TI0JIHO€, C YKa3aHUEM Ha3BaHUs OPraHU3alMH, €CIIU JTOKYMEHT 0()OpMIIEH He Ha OJaHKe,
U COKpallleHHOE — Ha JIOKyMEHTe, 0OPMIICHHOM Ha OJIaHKe); TMYHAas! MOAINUCH; paciindpoBKa
MOANUCH (MHULIUAJIBI, (haMUIIHS).

Hamnpuwmep:
3aMecTUTENb TUPEKTOpA JInynas moamuck N.N. Banosa
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110 BOCIIUTATEIBHOU padboTe

B JOKYMEHTAX, IMOArOTOBJICHHBIX KOMHCCHefI, YKa3bIBAIOTCA HC JOJDKHOCTHU ITOAINMUCABIINX JIUIT,
a UX 00SI3aHHOCTH B COCTABE KOMHUCCHH.

Hanpumep:
npejcenaTesib KOMUCCHU JInyHasg noamnuch 1.0. ®ammnus
YJICHBI KOMUCCHUU JIngynasg nmoanuch 1.0. ®amunusa

JInynasa nmoamnuch N.0. ®amunus

HpI/I noAnuCaHum JOKyMCHTA HECKOJIbKMMU OOJKHOCTHBIMH JIMIIAMU UX IMOAIIKUCH pacrojararoT
OIHY IIOJ I[perﬁ B IIOCJIICOOBATCIIBHOCTH, COOTBGTCTBYIOH_[eﬁ 3aHUMaeMOM JOJDKHOCTH.

Hampuwmep:
Jupexrop JInynas noanuck N.0. ®amunus
3amMecTUTeNb AUPEKTOpa JIngyHasg nmoanuch N.0. ®amunug

HpI/I noArnuCaHun JOKyMCHTA HECKOJIbKUMHU JIMIIAMU paBHBIX HOH)KHOCTG?I, X IIOAIINCHU
pacnojrararoT Ha OJHOM YPOBHC.

Hanpuwmep:

3amecTuTeNnb AUPEKTOpa Mo 3amMecTuTeNb JUPEKTOPaA O
aIMAHUCTPATUBHO-XO03SIICTBEHHOMN y4eOHO-BOCITUTATEIHHOM padboTe

pabote

JIAYHAs IOANHCH HN.0. ®amunug JIMYHAas IOAMNHUCH N.0. ®amunug

Ecmu AOJDKHOCTHOC JIMIIO, ITOAIINCh KOTOPOI'O 3aroTOBJICHA HA IMTPOCKTE NOKYMCHTA, OTCYTCTBYCT,
TO JOKYMCHT JOJIKCH MOANUCHIBATLCA JIMIIOM, UCITIOJIHAIOINUM €TO 065133HHOCTI/I, HJIn €ro
3aMCCTHUTCIICM.

He AO0IMYCKACTCA MOATINCAaHUEC JOKYMCHTOB C IIPCIJIOTOM «3a» UJIN MMPOCTABJICHUC KOCOM YCPThHI
nepea HaMMCHOBAHHUEM JTOJKHOCTH.

3.2.16. OTmMeTKa 00 3JIEKTPOHHOM MOANUCH
OtmeTka 00 2NEKTPOHHOM MOIMICH UCIIONIB3YETCs IPU BU3YyaIU3alliu dJIEKTPOHHOM MONMICH Ha
JAOKYMCHTC OtMmeTKa MOATBEPKAACT TO, UTO IJICKTPOHHAA IMOANNCH ObLI1a BEpHA HA MOMCHT

BKJIOUEHUs JoKkyMeHTa B CO/I.

OTMeTKy 00 3JIEeKTPOHHON MOJAMHMCH HEOOXOIMMO pacnojaraTb ¢ COOIIOICHUEM CIIETYOLINX
TpeOoBaHUI:
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e MECTO pa3MeILIEHUsI OTMETKH 00 3JIEeKTPOHHOU MOANKCH AOKHO COOTBETCTBOBATH MECTY
pa3MmereHusi COOCTBEHHOPYYHOM MOANUCH B aHAJIOTUYHOM JJOKYMEHTE Ha OyMaXHOM
HOCHTEIIE;

e DJIEMEHTHI OTMETKH 00 IEKTPOHHOU MOANUCH JOJDKHBI OBITh BUIUMBIMHA U YU TAEMBIMHU
pU 0TOOPAKEHUU TOKYMEHTA B HaTypaJIbHOM pa3Mepe;

e 3JIEMEHTHI OTMETKH 00 JIEKTPOHHON MOMHUCH HE JOJDKHBI IEPEKPBIBATHCS UITH
HAaKJIaJIbIBAaThCS APYT Ha JIPyTa;

e 3JIEMEHTHI OTMETKH 00 JIEKTPOHHON MOJIMHMCH HE JOJKHBI IEPEKPBIBATh 3JIEMEHTHI TEKCTa
JIOKYMEHTA U APYTHe PEKBU3UTHI JOKYMEHTA.

OT1MeTKy 00 3JIeKTPOHHOU MOANUCH (GOPMUPYIOT U BU3YAIN3UPYIOT IPOTPAMMHBIMHU CPEICTBAMH.
OtmeTKa 00 3J€KTPOHHOM MOJIUCH MOXKET:

e BKJIIOYATh M300paKeHUE IMOIEMBI 00pPa30BATEIHLHON OPraHU3aIUU — TOJIBKO I OTMETKH
00 ycuiIeHHOW KBaTu(UIIMPOBAHHON M YCHJICHHON HEKBATU(PUITUPOBAHHON JIEKTPOHHOM
MOATHCH;

e COJepXaTh METKY JJOBEPEHHOTO BPEMEHH, KOTOpas 0TOOpaXkaeT MH(OPMAIIHIO O JaTe U
BPEMEHH MOANMCAHUS ANEKTPOHHOIO JOKYMEHTA 3JIEKTPOHHOM noAnuchio. Merka
pacroiaraeTcsi HIKe OCTaJbHBIX 3JIEMEHTOB 3JIEKTPOHHON MOANKCH. BHEIIHNI BUT METKU
JIOJKCH OBITh MICHTHYCH JPYTUM 3JIEMEHTAM ITOITHCH.

e JlaTy Hy>)XHO BOCIIPOM3BOAUTH apabckumu nudpamu, pazaeneHnbiMu Toukoi: 18.08.2025.
Bpewmst — apabckumu midpamu, pazeneHHbIMU aBoeTouneM: 15:20.

OT1MeTKa 00 ycH/IeHHOH KBATH(UIMPOBAHHON U YCWIEHHO HEKBATH(UIMPOBAHHOMI
3JIeKTPOHHOM MoANMMCH BKITI0YaeT ppasy «JoKyMeHT moaricaH 3JeKTPOHHOM IMOAMKICHI0», HOMEP
cepTu(uKaTa Kiiroua 3JIeKTPOHHON MOANKCH (IJ1 yCUIIEHHOW HEeKBaU(DUIIMPOBAHHOM MOIICH —
NIpU HAIMYHU cepTUdHKaTa), paMuimio, UMs, 0T4eCTBO (IIPHU HAIMYHMH) BIIAAETbIa cepTUUKaTa,
CPOK JeicTBHS cepThUdUKaTa KIo4a SJIEKTPOHHOM MOAMUCH.

Hpnmep [Tpumep (c METKOM TOBEPEHHOI'O BPEMEHH )

0 JOKY

g ':[D[\"}T HEHTP QEPASORAHHTA N
JJIEKTP

HEHTP QOEPASDEAHHA X IH‘IEHTP

Cepmidurar 398uf of jksaw
Bnapenew [lerpoea Anacta
Heficteutenes ¢ 01.09 2028
JlaTa ¥ BpeMa MOOMHCaHNA

Ceprudurar 398ufcf fksawv
Bnanenerr [lerpoea AnacTa
HefictenTeneds c 01 092025

OTMeTKa 0 NPOCTOH 3JIEKTPOHHOM MOANMCH BKIIIOUaeT Pppasy «/JokyMeHT moanucan npocTon
JIEKTPOHHON MOAMUCHIO», (DaMUIINIO, UMsI, OTYECTBO (IIPU HAJIMYMH) BIIAJIETIbIIA MOIMUCH, B CKOOKaX
HaMMEHOBAaHME CTPYKTYPHOI'O NoJipa3zesieHus (Mpu HAIMYMK) 1 HAUMEHOBaHUE JOKHOCTH.
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BHeniHuii B OTMETKH, YCTAHOBIICHHBIN B HACTOSIIEM ITyHKTE, MOXKET MEHSTHCS IO COTJIAIIICHUIO
CTOPOH.

[Tpumep (¢ METKOM TOBEPEHHOTO BPEMEHH )
[Tpumep

JOKYMEHT IIOTIITH
3JIEKTPOHHOH ]
[Togmican: Kamtanoea Hpm
(OToen xagpoE, HAYATEHHE C
IlaTa 1 epema nmogmicasma: |

JOKYMEHT OO TIITHY
3JIEKTPOHHOM I
[logrmican: Kamtanoea Hpus
(Otnen xampoe, HAYATEHHE O

3.2.17. [leuatn

OTTHCK TIeUaTu 3aBepsieT MOJIMHHOCTD MOAMKUCH JOHKHOCTHOTO JIMIA HAa JOKYMEHTAaX,
JOCTOBEPSIONINX TIpaBa JIHIl, GUKCUPYIONHX (aKThI, CBI3aHHBIC C PUHAHCOBBIMU CPEACTBAMH,

a TaKk)Ke Ha MHBIX JOKYMEHTaX, IPEAyCMaTPUBAIOIINX 3aBEPCHHUE TIOUIMHHON TOAMHUCH. JJOKYMEHTBI

3aBepSIOT MEYaThI0 00PAa30BaTEIBHOM OPraHU3aLUH.

Ileuats MMPOCTABJIACTCA Ha CBO6OZIHOM OT TCKCTa MCCTC, HC 3aXBaTbIBas JIMIHOM IMoAIINCH
JAOJIDKHOCTHOT'O JIMIIA.

3.2.18. OT™MeTKAa 00 MCIIOJTHUTEIE

OtMmeTka 00 UCTIOJIHUTENIE BKIIFOYAET B ce0s (pamMmInio, UMsi, OTYECTBO UCIIOJIHUTEIS IOKYMEHTA,
HOMep ero tenedoHa.

OTMCTKy 00 MCIIOTHUTEIIC pacnoJrararoT Ha JIMIIEBOM WJIH O60p0THOﬁ CTOPOHC ITOCJICAHETO JINCTA
AOKYMCHTA B JICBOM HUKHEM YTIIY.

Hanpuwmep:

Banosa luna iBanoBHa

8 (495) 994-94-94

3.2.19. OT™MeTKa 0 3aBepeHHN KOITHH

Konmu ¢ TOKyMEHTOB BBIAAKOTCS € Pa3peIIeHNs] pyKOBOAUTENEH CTPYKTYPHBIX NOAPA3IeICHUN
Y TOJIBKO C T€X JJOKYMEHTOB, KOTOpbIE ObLTN M3/1aHbl B 00pa30BaTeIbHONW OPraHU3aIMH U KOTOpbIE
KacaroTcsl CIyKeOHON AeATeNbHOCTH JAHHOTO CTPYKTYPHOIO MOAPA3eIeHHUS.
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[Ipu BBIIaYE KOMK TOKYMEHT BOCITPOU3BOIUTCS TIOJIHOCTHIO (O1aHK 00pa3oBaTeIbHON
OpraHu3allfu, HOMEp, 1aTa, COACPKAHKE U T. II.).

B npaBom BepxHeM yriy konuu nuuiercs ciioBo «Konusy. [Ipu Bergade KOMuu ¢ KOMUM CIELYET
nucath «Konus ¢ xonumy.

Ecnu komnus A BHyTpEHHET o NOJIb30BaHus, TO JJIsl 3aBepeHUs HIbke pekBu3nuta «lloamuce»
MPOCTABIISIOT 3aBEPUTENILHYIO HAAMUCh: «BepHO»; TOHKHOCTD JIMLIA, 3aBEPSIOLIETO KOMHIO; TUYHYIO
MOAMKCH; PacU(PpPOBKY MOATUCH (MHUITUABI, (PaMUIIUIO); 1aTy 3aBEPEHUS.

Hanpumep:

Bepno

Cekpetapp/CrienuaucT 1o Kaapam

JInynasa nmoanuch B.B. UBanoBa

10.10.2026

Ecnu xonust BeIaeTcs A1 MpeACTaBICHUS B IPYTYI0 OpraHU3aIMIo, TO OTMETKA O 3aBEPEHUU KOTIUU
JIOTIOJIHSIETCS HAAMKUCHIO O MECTE XPaHEHUS JOKYMEHTA, C KOTOPOTo ObLIa M3rOTOBJIEHA KON,

Y 3aBepsICTCS MeYaThI0 OpraHU3aIHH.

Hamnpumep:

[Mogmuunuk noxkymenta Haxogutcs B MBOY 11O Ne 1 B gene Ne 12-k 3a 2026 rog.

Jlnst mpocTaBiaeHUs: OTMETKH O 3aBEPEHUH KOIMH MOYKET UCIOJIb30BATHCA LITAMII.

3.2.20. OT™MeTKa 0 MOCTYIICHUH IOKYMEHTA

Conepxut naTy MOCTYIUICHHS JOKYMEHTA, a TAK)Ke €ro BXOSIINN perucTpaioHHsiii Homep. [Ipu
HE0OXOIUMOCTH B OTMETKE MOKHO yKa3aTh BpeMsl MOCTYIIJICHHS B YacaX U MUHYTax M CIIOCO0
JIOCTaBKU JIOKYMEHTA.

OTMeTKyY 0 MOCTYIIJICHUH JOKYMEHTa B 00pa30BaTeIbHON OpraHU3alliuy MPOCTABIISIIOT B BHUJIE
ITaMIa WK OT PYKH B HUKHEH YacTH JIMLIEBOW CTOPOHBI IIEPBOTO JINCTA JOKYMEHTA WIIM HA €r0

obopore.

Hamnpuwmep:

MBOY IO Ne 1
11.10.2026 Ne 23

13 ¥ 40 mun

3.2.21. Pe3osronus
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B cocraB pe3osnonnu 10KHBI BXOJUTh CIEAYIOIINE 3JEMEHThI: (haMIIIUs, UHUIMAIIbI UCTIOJHUTEIS
(ucniomHUTENCH), conepkanue nopyueHus. [Ipu He06X0IUMOCTH — CPOK UCTIOIHEHUS, TOIITHUChH
JIMLA, BEIHECIIETO PE30JIIOLUIO, JaTa PE3OJIIOLHH.

Hanpuwmep:

Cwmupnosoii 1.0.

[Ipoiry noAroTOBUTH IIPOEKT 10rOBOpa
¢ 000 «/lom mebemm» k 22.06.2026

JInynas noamnuch

10.10.2026

[Ipu HanM4MK B pe30JTIOLMH HECKOJIBKUX UCTIONHUTENCH YKa3bIBA€TCA OTBETCTBEHHBIN UCTIOTHUTEIb
(kKak mpaBmIIO, 3TO JUI0, HA3BAHHOE B PE3OJIIOINH ITEPBBIM).

Ha JOKYMCHTax, HC Tpe6y10H_[I/IX JOITOJIHHUTCIIbHBIX YKaSaHI/Iﬁ 110 MCITIOJIHCHHUIO 1 UMCIOIIIKUX THIIOBBIC
CPOKH UCIIOJIHCHUS, B PC30JIOLUH YKA3bIBACTCA UCIIOJIHUTCIIb, ITOAIIUCH, PC30JI0OHA, JaTa.

PG3OJIIOIII/I$I, KakK IIpaBUJIO, MUIICTCA OT PYKHW PYKOBOAUTECIICM HaA IMOJJIMHHHUKE JOKYMCHTA
Ha CBO60,I[HOM OT TCKCTAa MCCTC.

3.2.22. OT™MeTKA 0 KOHTPOJIe

OtMmeTKa o KOHTPOJIC O603Ha‘{a€T, 4YTO JOKYMCHT IMOCTABJICH HA KOHTPOJIb. OTMGTKy O KOHTpPOJIC
3a UCITIOJIHCHHUEM JJOKYMCHTA 0003HAYAIOT IITAMIIOM ((KOHTpOJ'IB)) Ha BEPXHEM IIOJIC JOKYMCHTA.

KonTtpoimto nozsiexxar Bce 3aperucTpupoBaHHbIE TOKYMEHTHI, TPEOYIOIUE UCIOTHEHNUS.

CpOKI/I HCIIOJIHCHUSA JOKYMCHTA YCTAaHABJIIMBAIOTCA B COOTBECTCTBHUU CO CPOKAMH, 0003HaYEHHBIMU
3aKOHOJaTeIbCTBOM, OpraHHu3aluell, HanpaBUBIIeH NOPYUYEHHE WU POCHOY, pacOPsIUTENbHBIM
JOKYMEHTOM WJIH PE3OJIOIHEN PyKOBOIUTENS 00pa30BaTeIbHON OpraHu3alny.

Cpoxk mpocTaBinsieTcs B (hopMe TaThl 3aBEPIICHNS NCTIOTHEHUSI.

3.2.23. OT™MeTKa 0 HANIPaBJIEHUH TIOKYMEHTA B 1€eJ10

OTMeTka 00 MCIIONIHEHUH JOKYMEHTAa M HaIlPaBJICHUHU €T0 B JIENI0 BKIIIOYAET B ce0sl CleAyIoIne
naHHble: (ppa3y «B neno», MHAEKC ena N0 HOMEHKIIAType A€, B KOTOPOe IOMENAeTCsl JOKYMEHT
Ha XpaHeHHe, C yKa3aHUueM KaJIeHIapHOT0 rojia, J0KHOCTH JInIa, 0(OPMUBIIETO OTMETKY,
IOoAIIMCH, AaTHhI.

Hamnpuwmep:

B neno Ne 01-18 3a 2026 1.

3amecTuTeNbh IUPEKTOPA MO0 BOCIUTATEIbHOU paboTe

JInuHas moanmch 10.10.2026
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OrmMmeTka o HaIlpaBJICHUU JOKYMCHTA B ACJIO MOXCT JOIIOJHATHCA KPATKUMU CBCACHUAMU
0 XapaKTEPpEC UCIIOJIHECHUA JOKYMCHTA.

3.3. Oco0eHHOCTH MOATOTOBKH U 0(popMIIeHH s OT/AeJIbHBIX BUI0OB JOKYMEHTOB
3.3.1. Ilpuxa3s

[Tpuka3 — mpaBoOBOIA aKT, U3/1aBaEMblil pyKOBOAMUTEIEM 00pa30BaTeIbHON OpTaHU3aINH [T
peleHNsI OCHOBHBIX U ONEPATUBHBIX 3a/1a4, CTOSIIMX Iepe]l 00pa3oBaTeIbHON OpraHu3anuen
(mpunoxenue Ne 2).

HpI/IKa3 MOJKET OBITH n3gaH JUIOOM, UCITOJIHAIOIMIHMM 0053aHHOCTH PYKOBOJUTEIIA O6pa30BaTeHBHOﬁ
opranm3anuvu B ClIydac €ro OTCyTCTBHA.

B npukazax no oCHOBHOM J1€ATEIbHOCTH PELIAtOTCs BOIIPOCHI Y4eOHOI, X035 HCTBEHHOM,
(uHAHCOBOM AEATENBHOCTH, INIAHUPOBAHUS, OTUETHOCTH, y4eOHO-BOCIIUTATEILHOIO IIpoliecca,
(U3NIECKOTO Pa3BUTHS H T. II.

[Ipukasel opopmirsitorcs Ha O1aHKe 00pa3oBaTeNbHON opranu3aiuu. [lepenaya npukazoB, UX KOMUH
paboTHUKAM CTOPOHHUX OPTraHU3alUN JOMYCKAETCs TOIBKO C pa3pelieHus: pyKOBOIUTENS
o0Opa3oBaTenbHON opranu3anuu. [IpoeKThl MPHKa30B pa3padaThIBAIOTCS YIIOJTHOMOYCHHBIM JIMIIOM
0 MOPYYCHHIO PYKOBOJICTBA HJIM MO COOCTBEHHOI MHUIIMATUBE.

[ToaroroBka nprkasa BKJIIOYAET B ceOsl U3yUYEHHE CYIIECTBA BOIIPOCA U COOp HEOOXOIUMBIX
CBEJICHUI1; MOJITOTOBKY MPOEKTA MPHKa3a; COrJIacOBAaHKUE MPOEKTA; MOANMCAHHE PYKOBOIUTEIICM
00pa3oBaTeNbHON OpTaHU3aAIMH, PETHCTPALIHUIO.

[Ipuxkassl nevatatorcs mpupTom Ne 12 mim Ne 14.

Homepa cTpanull npocTaBIisitoTCs MOCEpEANHE BEPXHETO Mo IUCcTa. TeKCT mprKkasa nevaraercs
yepe3 0IMH MEXCTPOUHBIN HHTepBall, 6€3 00opoTa.

[Tpuka3 uMeeT ciaeryromue peKBU3UThI: HAMMEHOBaHUE 00pa30BaTEIbHON OPraHU3alMK COTJIACHO
ycTaBy; HauMeHoBaHue Buja nokymenrta (IIPMKA3), nara, Homep, MecTo cocTaBiIeHus, 3ar0JI0BOK
K TEKCTY, TEKCT, HAUMEHOBAHUE JOJKHOCTH, MOANUCH JOJKHOCTHOTO JUIa (MHUIUAIIBI, (pamMuiIus),
BH3BI COIVIACOBAHUS, O3HAKOMIICHUS.

Jlatoit mpukasa siBisieTcs nata ero noanucanus. Jlata opopmisercs uppoBeM cmiocodboM; HOMEp
COCTOMT U3 3HaKa «Ney 1 mopaaKoBOro HoMmepa npukasa, Harpumep: ot 00.00.0000 Ne 000.

TekeT nmpukasa COCTOUT U3 IBYX B3aMMOCBSI3aHHBIX 4aCTEH — KOHCTaTUPYIOLLEH
Y paciopsIuTEIbHOM.

TekcT mpukasza JOKEH UMETh 3ar0JIOBOK. 3arojoBoK HaunHaeTcs ¢ mpesyora «Ox» («O6»)
1 (OpMHUpYETCS TIPU TTOMOIIH OTTIIATOJIBHBIX CYIIECTBUTENBHBIX (Hanmpumep: «O0 yTBEpKICHUHU...»,
«O peructpamui...», «O CO3IaHUH...»).

3aroJ0BOK J0JKEH KPAaTKO U TOYHO OTPa)aTh COJEP KAHUE TeKCTa MpuKasa. Touka B 3aroloBKe
He craButc. [ledaraercs yepes ABa MEKCTPOYHBIX MHTEpBaja OT pekBu3uTa. Ileqaraercs
CTPOYHBIMHU OYKBAaMHU, BbIIEISAETCS )KUPHBIM IIPUDTOM.
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B koHcTaTupytoieil yacTi KpaTko U3IaraioTcs Ueinu U 3a/1a4u, GakTbl U COOBITHUS, TOCTYKUBIIHE
OCHOBaHMEM JJi U3AaHus nprkaza. OHa MOXKET HAUMHATHCS CIIOBAMM «B LIEJISIX», «BO UCIIOJIHECHHUE)
u ap. Ecnu npukas u3gaercs Ha OCHOBAaHUU IPYToro JOKYMEHTa, TO B KOHCTaTUPYIOIIEeH 4acTu
YKa3bIBa€TCsl HAMMEHOBAHUE 3TOTO JOKYMEHTa, HAUMEHOBaHUE OpraHa, U3JaBIIero JOKyMEHT, J1aTa,
PErUCTPaLMOHHBIN HOMEP U 3aT0JI0BOK K TEKCTY.

KoncraTtupytoiast 4acTb MOXET OTCYTCTBOBATbh, €CJIHM MPEANICHIBAEMbIE JCHCTBUS HE HYKIAI0TCA
B pa3bsiCHEHUH. TeKCT NpHUKa30B B TaKUX ciiydasx HaunHaercs co cioBa « [IPUKA3ZBIBARO»
(nuiercs nponucHbIMU OykBamu). [Ipy Hanuuum AByX yacTel mpukasa pacnopsAuTeIbHas 4acTh
OTJIETISIETCS OT KOHCTATUPYIOIIEH clioBOM «Ipuka3zbiBato». [locie cinosa « [ IPUKA3BIBAIO»
CTaBUTCSI IBOCTOYHE.

TekcT pacnopsiANTENBLHON YaCTH MOKET JICTUTHCS HA MMYHKTHI, B KOTOPBIX YKA3bIBAKOTCSA
HCIOJIHUTENH, KOHKPETHBIE IEUCTBUS U CPOKHU UCIIOJHEHHS NTPEANMCHIBAEMBIX IeUCTBUN. Ecin
MPUKa3 JIOMOJIHAET, OTMEHSET WM U3MEHSIET paHee U3IaHHbIE TPUKA3bl WM UX OTIIECJIbHBIC TYHKTHI,
3TO OrOBapHUBaETCs B TEKCTE. [locnesHUM MyHKTOM pacnopsaAuTEIbHON YaCTH MPHUKA3a YKa3bIBACTCS
JIOJDKHOCTHOE JIMII0, Ha KOTOPOE BO3J1araeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM ITPUKa3a B IEJI0M.
Hamnpumep: «KoHTposb 32 HCIIOTHEHUEM TTPHKa3a OCTABIISIO 32 COO0M».

IToanucek oTaenseTcs oT TEKCTa ABYMS UHTCPBAJIaMU, MIEYATACTCA OT I'PaHULIBI JICBOT'O ITOJIA.

Pacimn¢poBka nojamnucu neyaTaercsi Ha ypoBHE OCIEIHEH CTPOKU JOJKHOCTH Y MPaBOH I'PaHMLIbI
TekcToBOro nosis. Ilpoden Mex a1y nHUIManaMu U paMuIven He JeNaeTcs.

[Tocnennss Oykea B pacmndpoBKe MOIMUCH OTPAHUINBACTCS MPaBbIM rmosieM (10 Mmm).

[Ipu noanucanuu mpuKasa JUIIOM, 3aMEIIAIONIUM PYKOBOAUTENS 00pa30BaTeIbHOM OpraHu3aluy,
JOJDKHA OBITH YKa3aHa ero (hakTudeckas JOJDKHOCTh U (haMUJTus.

[Ipyn HanMUUMK NPUIIOKEHUH K IPUKA3y 005S3aTeNbHO JENIaeTCs CChUIKA Ha HUX B TEKCTE.

[Ipukassl HyMepyroTcs MOPAIKOBOI HyMepaluel B mpeienax KajieHaapHoro rojga. OTaenbHo
HYMEPYIOTCS PUKA3bI 10 OCHOBHOMN JEATENBbHOCTH, 110 INYHOMY COCTaBY paOOTHHUKOB, IO TUYHOMY
coCTaBy 00y4aroIuxcs, o OTIyCKaM, O KOMaHIUPOBAHUU.

Ecnu npuka3 BBOAUT B JieiicTBHE KaKkue-TMO0 TOKYMEHTHI (MHCTPYKIMH, Tpa Ky, TpaBuia,
MIOJIOXKEHHUS ), TO OHU O(OPMIISIFOTCS B BHJI€ IIPUIIOXKEHHUS K NTPUKa3y. B mpaBoM BepxXHEM YIUly TaKHX
JOKYMEHTOB OT IISITOTO MOJIOKEHHsI Ta0ynaTopa He0OX0JUMO nHcaTh clioBo «IIpunoxenue»

C YKa3aHUEM HAMMCHOBAHHUA paCIoOpAaAUTCIIBHOTO JOKYMCHTA, €T0 AaThl, HOMCpPA.

Hamnpuwmep:

[Ipunoxenue

k npukazy MBbOY «BepxnerakepMeHcKas
OOI1 umenu I'aonenxasg CadbutoBay

or 11.07.2026 Ne 34

[IpunoxxeHus K npoeKkTaM MpuKa3oB 0GOPMIISIOTCS Ha OTAETIbHBIX JINCTAaX OyMmaru.
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Pa3mepsl oneit 1 MeXXCTPOUHBIE HHTEPBAJIBI [TPU IEYATAHUHN TEKCTOB MPHIIOKEHUN UICHTUYHBI
pa3Mepam, IPUMEHSIEMbIM IIPU [T€YaTaHUN TEKCTOB IIPUKA30B.

B nmpunoxeHusax momMemaroTcs MojI0KeH s, NEPEeYHH, CIIMCKHU, Tpaduku, Tabiauibl, 00pa3ibl
JTOKYMEHTOB H Jp.

Ecnu B TekcTe 1aeTcs CChUIKa «COTJIACHO MPUIIOKEHHUIO» WM (TpuitoskeHue Ne...), To Ha IepBOi
CTpaHMIIE MPUIIOKEHHS B IPABOM BEPXHEM YTIIy HUIIETCs cioBO «lIpuioxkeHue» u ero HoMep, HIxe
yepe3 OJIMH MEXCTPOUHBIM UHTEpBaJl JaeTcs CChIIKAa Ha MPHUKAa3 PYKOBOAUTENS 00pa30BaTeIbHON
OpraHM3alu, €ro AaTy U HOMED.

Bce cocraBHbIE YacTH pEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY Kparo, I€4aTAI0TCA Yepe3 OANH
MEXCTPOUHBIM HHTEpBaJl. J[JIMHA CTPOKHU HE JOJIKHA MIPEBBIILIATH 8 CM, OFPaHUYUBAETCSI IPABbIM
1ojieM AoKyMeHTa. [Ipy Hamm4ny HECKOJIbKUX NPUIIOKECHUM OHU HYMEPYIOTCS.

Hampuwmep:

[Ipunoxenue 1

k npukazy MbOVY «BepxHeTtakepMeHcKast
OOl nmenu I"'abaenxas
CaburoBa»or 11.07.2026 Ne 34

[Ipu Hanuuuu B Texcre popmynnposku «Y TBEPJIUThy npunaraemoe nosioxxeHue, cocTan
KOMUCCHH, NIEPEUYECHb MEPOIIPUATHH U T. JI. HA CAMOM IIPUJIOKEHUH B IIPAaBOM BEPXHEM YTIIy
pacnonaratorcs ciosa «Y TBEPXXIEHO» unu «YTBEPXKJIEH» co ccbuikoii Ha mpukas, ero 1arty,
HOMEP.

Hamnpumep:

YTBEPXIAEHO

npukazoM MbOVY «BepxHerakepMeHcKas
OO nmenu I'abaenxas
CaburoBa»ot 11.07.2026 Ne 34

3aroyioBOK K TEKCTY NMPUIIOKEHUS ITeYaTaeTcs HEHTPUPOBaHHBIM criocoboM. HanmeHnoBanue Buaa
JOKyMEHTa MPUIOKEHUs (IIepBOE CIOBO 3arojI0BKa MPUIIOKEHUS MeYaTaeTcs MPOMUCHBIME OyKBaMU
xupHbM mpudTom: [IOJIOKEHUE, IITEPEYEHD, CITUCOK u T. 1.).

3aroJIoBOK IPUJIOKEHUS OTAENAETCS OT JaThl U HOMEpA MPUKa3a JByMs MEKCTPOUHBIMU
MHTEpBaJIaMHU.

[Ipy HanM4KMK B TEKCTE NPHUIIOKEHUS HECKOJIBKHUX PA3/IEJIOB UX 3ar0JIOBKU NE€YATAKOTCS
LEHTPUPOBAHHBIM CIIOCOOOM (OTHOCUTENIBHO I'paHMIl TeKcTa). Touka B KOHIIE 3ar0JIOBKOB

He cTaBUTCs. JlomycKaeTcs BBIACIATH 3aroJIOBKU pa3esioB MPUGTOM Ipyroil HaChIIIEHHOCTH
(>KUPHBIM, TIONY>KUPHBIM).
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TexkcT nmpunoKeHuss MOXeT ObITh 0OpMIIEH B BHIe TaOHIIBL. ['padbl U CTPOKH TaOIUIIBI TOTKHBI
HUMCTH 3aroJiIOBKU, BBIPA’KCHHBIC HMCHEM CYIICCTBUTCIIBHBIM B UMCHUTCIIBHOM ITA/ICIKC.
[TonzaronoBku rpag u CTPOK TPaMMATHYECKH JIOJKHBI OBITh COTJIACOBAHBI C 3ar0JIOBKaMU. TEKCT
TAOJUIIBI TI€YATACTCS YePe3 OJMH MEKCTPOUHBIN HHTEPBAIL.

[Tpu HanMU4MK B TEKCTE MPUIIOKEHUIN CCBUIKH Ha CHOCKY OHa 0(hopMIIsSeTCs 3Be3104K0i. TekeT
CHOCKH TTeYaTaeTCs Yepe3 OJIMH MEKCTPOUYHBIN HHTEPBAJI B KOHIIC KaXI0W CTPAHHUIIBI HIIH TTOCIIE
MPUJIOKEHUS B LEJIOM N0 uepTol. [lociae CuMBOJIa CHOCKH €€ TEKCT MeYaTaeTcs ¢ MPONUCHOU
OyKBbI. B KOHIIEe TeKCTa CHOCKH CTaBUTCS Touka. Ha ogHOM cTpaHuiie He JOIKHO 0(hOpMIISTHCS
0oJj1ee Tpex CHOCOK.

B nonoxxeHusx, mporpamMmax, yCcTaBax U Apyrux MoJ00HBIX JOKYMEHTAX pa3zielibl, OApa3eiibl,
IIyHKTHI U TOJMYHKTBI HyMepYroTcs apabckumu 1udpamu. Homep noapasaena 10KeH COCTOSTh
W3 HOMEpa pas3jienia U HoMepa mnojipasjena, pa3ielIeHHbIX TouKol (Hanpumep: 1.2.). Homep nyHkTa
MOJKET COCTOSITh U3 HOMEpa pazjiena, moapas3zesia U MyHKTa, pa3AeIeHHbIX TOUKaMH (Harpumep:
2.3.1.). [lyHKTBI Ipy HEOOXOAMMOCTH MOTYT NOJIPA3AEIATHCSA HA MOJIYHKTbI, KOTOPBIE TOJIKHBI
HMMETh TOPSAKOBYIO HyMEPALIUIO B Mpeenax Kaxkaoro nyHkra (Hanpumep: 1.1.1.1., 1.1.1.2. u 1. 1.).

Bu3bl mpocTaBisitoTcst Ha 000POTHOM CTOPOHE MOCIEAHEr0 JICTA IPOSKTa MPUKa3a.
Ha MPUIIOKCHUAX K ITPOCKTAM IIPUKA30B BU3bI ITPOCTABIAIOTCA IIOA TCKCTOM ITPUJIOKCHUS.
3.3.2. IIpoToxo.

ITpoTOKOJ — MOKYMEHT, B KOTOPOM (DHKCHPYETCS X0/ 00CYKICHHsI BOIPOCOB M MPUHATHS PEIICHHM
Ha COOpaHMSIX, COBEIIAHMSIX, KOHPEPESHIUIX U 3aCCJaHUAX KOJUICTHAIBHBIX OPraHOB (MIPHIOKECHUE
Ne 3).

B npoTokosax nocTosIHHO AEHCTBYIONIMX KOJUIETHAIBHBIX U COBELIATEIBbHBIX OPraHOB
(meraroruueckoro, METOJJMUYECKOr0 COBETOB , KOMHUCCHI), a TaKkKe KOH(pepeHIHii, coOpaHHii,
COBEIIaHUH, 3aceJaHNi, IEperoBOPOB, BCTPEU) UCIIOIb3yeTCs (hopMa U3II0KEHUS TEKCTa OT TPETHETO
muna MHoxecTBeHHoro yucna (CJIYIIAJIN, BBICTVYIIWUIIN, PEHINIIN). Conepxanue

BBICTyHJIeHI/Iﬁ H3J1aracTeCs OT TPETHEr'o Jinla CAMHCTBECHHOI'O YUCJIA.
HpOTOKOJ'I HUMECT CIICAYIOINE PCKBU3HUTHI:

e HamMeHoBaHMe BUaa NokyMeHTa — cioBo «[IPOTOKOJI» neuaraercs Ha 2 cM HUXKE
OT I'PaHUIIbI BEPXHETO TMOJISI MPOTUCHBIMH OyKBaMH, TIOTY>KUPHBIM MIPUPTOM
Y BBIPABHUBAETCSA T10 IIEHTPY;

e BHJI 3aCEJIaHHUs, COBELIAHUS — OTIENSETCS OT MPEAbIIYIIEr0 peKBU3UTA ABYMsI
MEXCTPOYHBIMH MHTEPBAIAMH, TT€UATACTCS MOTYKUPHBIM MPU(TOM Yepe3 OJTMH WHTEPBaJ
Y BBIPABHUBAETCA 10 LIEHTPY;

e JaTa ¥ HOMEP MPOTOKOJIa — JaTa ohopmiIsieTcst HUGPOBBIM CIIOCOOOM U TTeYaTaeTcs Yepe3
JIBa MEKCTPOUHBIX UHTEpPBAJIa HUKE MPEIbIAYIIEr0 PEKBU3UTA OT JIEBOW FPAHUIIBI
TEKCTOBOTO TOJIsI, @ HOMEP — IOCJIE CIIOBA IPOTOKOID»;

e MECTO MPOBEACHUS 3ace/laHusl yKa3bIBAETCs MPpU 0(hOPMIIEHUHU MPOTOKOJIA COBEIIAHUS B TOM
ciIy4ae, €CJId OHO MPOUCXO/IUIIO HE B 3JJaHUU 00pa30BaTeIbHON OpraHU3allNiH,
BBIPABHUBAETCS 110 IEHTPY HA OAHOM JIMHUU C JaTOW;

e TEKCT MPOTOKOJA, KaK MPABUJIO, COCTOUT U3 IBYX YACTEW: BBOJHOW U OCHOBHOM.

BBO)IHaSI YacCTb COCTABJISACTCS ITO CXEME:

[Ipeacenarens — @amunusa U.O. pykoBoauTensi.
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Cexperapp — @amunus 1.0.
[IpucyrcTBOBaNN:

Croga «IIpencenatensy» n «Cekperappy Me4artaroT cieBa OT HYJEBOrO MOJOXKEeHUs TabyJaropa,
OTJIEJIsIsl IByMSI MHTEpBajaMH OT 3arojoBKa U JIpyr oT apyra. C HOBOM CTPOKH IHILYT CJIOBO
«IIpucyrcrBoBanmy,

daMUINU U MTHULIHAAJIBI TOCTOSIHHBIX YJIEHOB KOJUIETHAJIbHOTO OPraHa, yYaCTHUKOB 3aCE/IaHus,
pabOTHUKOB OpraHU3alMK U MPUTITIAIIEHHBIX Ha 3aceJaHue MEePEUUCTISIOTCS B alI(aBUTHOM MOPSIKE
0e3 ykazaHus oJbKHOCTeHd. [lepeunciiene mpucyTCTBYIOMUX 0(pOPMIISIOT BO BCIO IIMPHHY CTPOKU
yepes OJIMH MeXCTPOUHbI uHTepBai. Eciiu B 3aceannm y4actByrotT 6osee 15 yenoBek, B IpOTOKOIIE
YKa3bIBaIOT UX 00I11ee KOJTUYECTBO, a pacin(poBKa MPEACTABISIECTCS B IBOYHOM JIUCTE, KOTOPBIHA
SIBJIICTCS IPUIIO’KEHUEM K ITPOTOKOIY (mpuiioskeHue Ne 4).

[Tpu odopmieHNN MPOTOKOIIA C YUCTIOM YYaCTHUKOB Oojiee 15 pamunum He nepedncistorcs,
a yKka3bIBaeTcs Uppoii uxX 001Iee KOJIMIECTBO, CITUCOK YYACTHUKOB B TAKHUX CITydasx IMpUJIaraeTcs.

Hanpumep:

[IpucyrcTBoBany 47 4enoBek (SBOUHBIN JIUCT MPUIIATaETCs).

[Toncuer y4acTHUKOB NMPOBOAUTCS 110 CIIMCKAaM PEruCTPaLlii, KOTOPbIE MPUIIATatoTCsl K IPOTOKOITY.
[Tocne nepeuncieHus y4aCTHUKOB B IPOTOKOJIE 0(OPMIISETCS TEpEUeHb BOIPOCOB, MOAISKAIINX
00CYX/IeHUI0, KOTOPBIA HauMHaeTcs cioBaMu «[loBecTka qHs» M pacroyiaraeTcsi HEHTPOBAHHO Yepes
JIBa-TPU MHTEpBaJIa OT CIHMCKA yYACTHUKOB.

[ToBecTka 1HS CONEPIKUT MEPEUUCIICHUE TYHKTOB (BOIPOCOB) MOBECTKH JHS, (PUKCUPYIOIINX
MOCJIeI0BaTeNbHOCTh 00CYKACHNUS, ¢ (haMIIIUAMU JTOKJIaIuuKoB. Kaxkaplit Bormpoc HymepyeTcs
apa0ckoii udpoii, pacroiaracTcsi B OPSJIKE 3HAYUMOCTH M OTBeYaeT Ha BOpoc «O yem?».

Hanpuwmep:

1. AHanu3 BBITIOJHEHHUS TOJI0BOTO TIJIaHa paboThl 00pa3oBaTeNIbHON opranu3aiuu 3a 2026/27
y4eOHBIN TOJI.

Hoxnamunk — [lerpoBa A.U.

OcHoBHas 4acTh IMPOTOKOJIa COCTOUT U3 pa3aCIOB, COOTBETCTBYIOIIMX ITYHKTaM ITOBECTKU AHA.
TekcT Kaxaoro pasaciia COCTOUT U3 TPEX YacTeu:

— CJIVIIAJIU: xpaTkoe coznepkaHue AOKJIaJa UM CChUIKA Ha IPUJIAraéMblil K MPOTOKOJTY TEKCT.
[Tepen cnoBoM «CJIIYITAJIM» npocTaBisieTcss HOMEP B COOTBETCTBUU € IMTOBECTKOM JTHS;

— BBICTYIIMJIN: xpaTKoe conep:kaHne KaKI0ro BBICTYIIJIEHHS], 3alaHHbIE BOIIPOCHI U OTBETHI;
— PEHIMJIN (ITOCTAHOBUWUJIN): pemienne GpopMyaupyeTcs ¢ UCIIOIb30BaHUEM MOJIEIH,

HpHHHTOﬁ AT paclIopAAUTECIbHBIX TOKYMEHTOB: UTO CA€IaTh, UCIIOJTHUTCIIb, CPOK
HUCIIOJTHCHUA.
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Pemenust, BeIpaboTaHHBIE HA COBEIIAHUH, BHOCSIT B MPOTOKOJI ntocie cioBa « PEIITMJIN»
(«(ITOCTAHOBMWJIN»). Penienrie MOKET coiepkKaTh OJUH UM HECKOJIBKO MMyHKTOB, OHU
pacnojararTcs Mo 3HaUUMOCTH, KaKJbId U3 HUX HyMEpPYETCs.

B cnyuae xoraa npotokon pukcupyeT perienrue o0 yTBepKAeHUN KaKoro-1100 T0KyMEeHTa, B TEKCTE
IIPOTOKOJIA JOJKHA COJIEP/KAThCS CChIIKA HAa 3TOT JOKYMEHT, a caM JOKYMEHT IIpUJIaraercs
K IIPOTOKOJTY.

[Ipu Hanmuuuu 0co60ro MHEHUS MO MPUHATOMY PEIICHUIO OHO 3aIMCHIBAETCS B MPOTOKOJ (ITOciie
COOTBETCTBYIOILETO IPOTOKOJBHOTO PELIEHMUS).

B kauecTBe UCTIOIHUTEISA MOXKET ObITh YKa3aHO OJIHO MJIM HECKOJIBbKO JOJDKHOCTHBIX JIUL] JINOO
CTPYKTypHO€ nozpaszeneHue. Cpok MOXeT ObITh yKa3aH Kak KajJeHIapHasl JaTa UM KakK [IepHo]
BBINOJIHEHUS pabOTBhI.

Crnosa «CIIVIIAJIN», « BBICTYITWJINY, « PEHINIIN» («[TOCTAHOBWJIN») neyaraot
OT JIEBOT'O TOJISI IPOMUCHBIMU OYKBaMHU U 3aKaHYUBAIOT IBOCTOYHEM.

Kaxnp1ii pa3ien neyaraeTcs ¢ KpaCHOW CTPOKH, YTOOBI BBIACTUTD B TEKCTE MPOTOKOJIA PEUb
OCHOBHOT'O JIOKJIaJJTYMKa, BBICTYIUIEHUS! YYACTHUKOB 00CYKJICHHS BOIPOCA U MIOCTAHOBIISIOLIYIO
4acTh, (OPMYIUPYIOLIYIO pemeHne coopanus. C 3Toi ke HeNblo B TEKCTE MPOTOKOIA KKIYIO0
(baMHUIUIO M MHULMAJIB! BBICTYIAIONIMX [1€4aTaloT C HOBOW CTPOKH B HMEHHUTEIBHOM IaJIekKe, 3al1UCh
BBICTYIUICHHSI OTIIENISAIOT OT amuiiuu nepucom. Kaxapiii BOIpoc rnevyaraercs ¢ KpaCHOW CTPOKH,
(bamMHUIUK IPH 3TOM JOIYCKAeTCs HE YKa3bIBaTh.

B oTnenpHBIX cilydasx Ha OCHOBE PYKOIMCHBIX WJIM MarHUTO(OHHBIX 3alMCel, KOTOPbIE BEIHChH
Ha 3aCeJaHUU, COCTABIIAETCS CTeHOrpaduuecKuil MPOTOKOJI, KOTOPBIH T0CIOBHO MEpeacT MpoLece
00Cy’KJIEHHUS KaX/10r0 BOPOCca U BHIPAOOTKY pEIIEHUs 110 HEMY.

[TpoTokoi opopMIISeT ceKpeTaph 3aceAanusl, OPUIMYECKYIO CHITY TPOTOKOJ MPHOOPETAET TOIBKO
MIPU HAIMYHHU JABYX MOJITHCEH — Mpeiceaareis u cekpetaps. [loamnucu pacmonararmT, OTICITUB

OT TCKCTAa ABYMA-TPEMSA MCKCTPOUHBIMU MHTEPBAJIAMU OT I'PAaHUIBI JICBOI'O ITOJIA. HO)IHI/ICI)IBaeTCSI
MEPBBII SK3EMILISP TPOTOKOJIA, KOTOPBIN MOAIIUBACTCS CEKPETAPEM B JIEIO M XPAHUTCS

B COOTBETCTBUH CO CPOKOM, OTIPEICIICHHBIM HOMEHKIIATYPOU JIEI.

B HekoTopbIX citydasix opopmiIsieTcs BBITMCKA U3 TPOTOKOJIA.

Brinucka u3 npoTokoiia — TOYHAst KOMKUSA 4aCTH TEKCTa MOJJIUHHOTO IIPOTOKOIA, OTHOCSAIIETOCS

K TOMY BOIIPOCY MTOBECTKH JHSI, 10 KOTOPOMY FOTOBUTCS BhIUcKa. [Ipu aToM HE0oOxo1uMo
BOCIIPOM3BECTH BCE PEKBU3UTHI OJIaHKA, BBOAHYIO YaCTh TEKCTa, BOMPOC MOBECTKHU JHS, IO KOTOPOMY
TOTOBHUTCS BBIIIKCKA, U TEKCT, OTpaXaroluii 00CcykIeHne Bonpoca U MpUHATOE penieHue. B atom
cllyyae Ha3BaHHUE JIOKyMeHTa odopmirsercs Kak «BbImucka U3 mpoTokonay.

3.3.3. Ciry:xe0HO€ MUCBMO

[Incema cocTaBIAOTCS UIsl OCYIIECTBICHHS ONIEPATUBHON CBSI3U C JPYTMMU OpraHU3ALMSIMUA
10 BOMPOCaM JIEATEIbHOCTH 00pa3oBaTeIbHON opranu3anuu (mpunoxxenue Ne 5).

IIo COACPKAaHNIO U HA3HAYCHHUIO MMUCbMa MOTYT OBITE I/IH(I)OpMaI_II/IOHHLIC, FapaHTPIﬁHBIe,
PEKIIaMallMOHHBIC, KOMMEPUYCCKUE, IMTUCbMa-3arpoChl, INCbMa-IIPUTIIAICHUA U T. 1.

WNupopmanronHblie muchMa coiepKaT COOOIIEHUS, TPOChObl, HATOMUHAHUS, TPEJIOKEHHUS.
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FapaHTHﬁHBIe MNpE€aHa3sHA4YCHBI IJIs1 U3BCIICHUA O rapaHTUAX OILIATBI, CPOKOB IMOCTAaBKH WUJIN
KaueCTBa MPOAYKIIMU U YCIIYT.

B pexiiamaninoHHbBIX (IPETEH3MOHHBIX) MICbMaX MU3JIaraloT TpeOOBaHHUS BO3MEILICHHS YOBITKOB,
HaHECEHHBIX M3-3a HAPYLICHHS YCIOBUM KOHTPAKTa UM JI0rOBOpa APYrol CTOPOHOMN
(xoHTpareHToMm). Pexknamanus 10KkHa OATBEPKAATHCS IPUIIAraéMbIMU K MIUCbMY JIOKYMEHTaMU
B BHJIE aKTOB, CIIPABOK U T. 1.

KoMMmepueckne nmuceMa COCTaBIIsIOT IIPH 3aKJIFOYEHUN U BBIIIOJIHEHUN KOHTPAKTOB, YaCTO B HUX
M3JIaraloT MPoCchOBI O MPEAOCTaBICHUH HH(POPMALIMU O TOBAPAX U yCIyrax y UX MPOAaBLIOB HIIH,
HaIIpOTUB, MPEIIAraloT II0OCTaBUTh TOBAPHI WIH YCIYTH.

B nucemax-3amnpocax mpocsT y KOHTpareHTa pa3bsiCHUTh Kakoi-mu0o0 (akt wim nercTBue.

CayxeOHbIe THCbMa TIeYaTaloTesl Ha OJlaHKax muceM o0pas3oBaTesibHOM oprann3anuu. CiyxedHoe
MUCBMO UMEET CIIEIYIOINE PEKBU3UTHIL:

e ['pud (momerka) 06 orpaHUYEHHUHU JOCTYTA K TIOKYMEHTY (€CJIH 3TO HEOOXO0AUMO);
e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

e OTMETKA O HAIMYHH MPUIOKCHUHN (€CITH OHU UMEIOTCS);

e TIOJIINCH;

e OTMETKa 00 MCIIOJIHUTEIIC.

Tekct CJIy7KC6HOFO IMMCbMa, KakK MpaBuJIoO, JOJDKCH KaCaTbCsa OAHOI'O BOIIPOCa NI HECKOJIBKUX
BOIIPOCOB, €CJIM OHU B3aUMOCBS3aHbI U 6YIIYT paccMaTpuBaTHCA B OJHOM CTPYKTYPHOM
nmoapasaACIICHUU OpraHru3alun-ajgpecara.

TexcT u3naraeTcst OT MEPBOTO JIMIAa EAMHCTBEHHOI'0 Yncia (IPOCUM, HalpaBysieM U T. J1.) WIn
OT TpeThero Juia euHCTBeHHOro yncia (OO cumraer..., npodcoro3nslit komurer OO
paccMOTpelL...).

Teker nucbma, Kak MpaBUII0, COCTOUT U3 ABYX 4acTeil. B mepBoil yacTy n3araercst npu4rHa,
OCHOBaHHE WJIM 00OCHOBAaHUE COCTABJICHUS MUCbMA, IIPUBOJIATCS CCHIIIKM HA JOKYMEHT, SIBISIOLIUICS
OCHOBAHHEM IOATOTOBKHU MHCcbMa. Bo BTOpoil 4acTH, HaunHaroIecs ¢ ab3ana, IoMEIaTCs
BBIBO/IbI, IPEI0KEHNUS, TPOCHOBI, PEIIEHUS U T. 1.

3.3.4. Teserpammbl, Te1e(pOHOTPAMMBI M (PAKCMMUJIbHAS CBA3b

[lepenaya koppecnoHAeHINN MO (PAKCUMIIIBHOM CBSI3U B APyTHUe OpraHU3aIii OCYIECTBISETCS
TOJIBKO IO YKA3aHUIO MJIH C Pa3pelleHus] aIMUHUCTPALUU 00pa30BaTeIbHON OpraHu3alty.

[ToanmMHHUKN JOKYMEHTOB, MEepPeIaHHbIX M0 (DaKCUMHUIBLHOU CBSI3U, MOIIUBAIOTCS B JIEINO,
XpaHsiieecst y paboTHHKa, OTBETCTBEHHOTO 3a (DaKCUMUJIBHYIO CBSI3b, C YKa3aHUEM BPEMEHH U J1aThI
repeaaydn, a KoUK BO3BPAIIAIOTCS B COOTBETCTBYIOITUE CTPYKTYPHBIC MOAPA3IACICHHS C TOMETKOM
«FAX (nara u BpeMs)».

3.3.5. 3aaBienue
3asiBieHHe — ATO OPUIHATBEHOE COOOIIeHNE B TUChbMEHHOM popme. OHO COAEPIKUT Yallle BCEro

MpEeIOKEHHUE, )KAT00Y MM MPOChOY KaKOTo-TH00 YEIOBEKa, apECOBAHHbBIC WM OPraHU3aIluN, UITH
JOJHKHOCTHOMY JIMILY. 3asiBJIeHHE 0(OpMIISIETCS] Ha CTaHAApPTHBIX TMcTax Oymaru ¢popmata A4.
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3asBJIeHHE BKIIIOUAET: ajipecara, KOTOPOMY HampaBiisieTcs 3asBleHUe, (paMUInio, UMs, OTYECTBO,
JOJHKHOCTh aBTOpa 3asBJICHNS, HANMEHOBaHHUE IOKYyMEHTAa, TOYHOE U3JI0KEHUE TIPOCHOBI,
MIPEIJIOKEHUS, OMUCH MPUJIaraeMbIX K 3asBJICHUIO JOKYMEHTOB, J1aTa, MOAMKCH.

B 3asgBnenun ncnonp3yercs, Kak IpaBuiio, 0pUIUaIbHO-/1€JI0Bast IEKCUKA, B HEKOTOPBIX 3asBICHUSIX
JIOMYCKaeTCsl ynoTpeOyieHne My OIUIIMCTUYECKON JIEKCUKH.

3.3.6. 3anucka

3anucka (aHaTUTUYECKas, JOKIaAHasl, CIyKeOHas1, 00bsCHUTENIbHAS) — JOKYMEHT, aJpecOBaHHBIN
PYKOBOAMUTEIIO 00pa30BaTEIbHOM OpraHU3alliy WU BBIIECTOSIIEH OpraHu3alii U COAEpKaIUn
00CTOSITENTbHOE U3JI0’KEHUE KaKOTr0-IM00 BOIIPOCa C BBIBOAAMHU U MPEATIOKEHUSIMU COCTAaBUTEIS.

JlokaiHas 3alMcKa COCTaBIIAETCs Kak 10 JIMYHON MHUIMATHBE aBTOpa (pabOTHHKA), TAK
U 110 YKa3aHUIO (IMCbMEHHOMY WJIM YCTHOMY) PYKOBOAUTENS 00pa30BaTeIbHOM OpraHu3aum.

3amucka cocTaBisieTcss Ha OyMaKHOM HOCHUTEIIE MITH B AJIEKTpOHHOM Buzae. OpopmiieHHe 3aIucKu
3aBUCHT OT ajpecara. [Ipu cocraBneHNH DOKIAJHOM 3aMMCKH, apeCOBAHHON PYKOBOIAMUTEIIO
00pa3oBaTeNbHOI OpraHU3aliy B paMKax 00pa3oBaTeIbHON OpraHU3aIiy, OHA CUUTAETCS
BHYTpEHHEW 1 opopMIIsieTcs Ha CTaHAAPTHBIX JrcTax Oymaru ¢popmarta A4. BHyTpeHHss 3anucka
AO0JDKHA COACPKATh CICAYIOIUE PCKBU3UTHI: BUJ NOKYMCHTA, JaTy JOKYMCHTA, HA3BAHUC NJOKYMCHTA
(3aroJIOBOK K TEKCTY), €CJIM TeKCT 0oJiee YeThIpeX-IIsITH CTPOK; afpecara, TeKCT, TOANUCH

(c ykazaHueM JOJDKHOCTH, pamMuiing, HHULIKMAI0B). [lonnuceiBaeT BHYTPEHHIO J10KJIAIHYIO 3aIIUCKY
COCTaBUTEIIb.

Ecnu 3anmcka agpecyeTcs 3a mpesesbl 00pa3oBaTebHON OpraHu3anuy, To ee 0hOpMIIIOT Ha OTaHKe
Y OHA Ha3bIBACTCS BHEIIHEH. BHENTHsIS 3amucKa J0DKHA COJIEPIKaTh CICIY OIS PEKBUBUTHI:
HAaUMEHOBAHHE YUPESKICHUS, BU IOKYMEHTA, JIaTy IOKyMEHTA, PETUCTPAIIMOHHBIA HOMEpP, MECTO
COCTaBJICHHSI, Ha3BaHUE IOKyMEHTa (3aroJI0OBOK K TEKCTY), €CIIM TeKCT 00Jiee YEThIPEX-MATH CTPOK,
azipecata, TeKCT, ITOMUCH PYKOBOAUTEINST 00pa30BaTeIbHON OpTaHU3aIIH.

PaSHOBI/II[HOCTI)IO JIOKJIaTHOM 3aIMCKH SBJISIOTCS MNpeaACTaBJICHUA. Onn HCIOJIB3YIOTCA ITPU
JAOKYMCHTHUPOBAHUHA KaHpOBOﬁ ACATCIIBHOCTH U COCTABJIAOTCA PYKOBOAUTCIIEM 06pa3OBaTean0171
opranu3anvi UJIN €ro 3aMCCTUTCIICM. HpCI[CTaBJ'ICHI/Ifl COCTaBJIAIOT B ClIydadaX IMOOIIPCHHUA
pa6OTHI/IKOB, HaJIOXKCHHUA B3LICK21HPII>1, MMPOBCACHU aTTCCTALIUU.

3.3.7. ABTOMaTH3anMs JOKYMECHTHPOBAHHA

JI1st HIOArOTOBKY IOKYMEHTOB MOT'YT IIPUMEHSTHCSI aBTOMaTU3UPOBAHHBIE TeXHOIOTUU. [Ipu 3TOM
co3JlatoTcst 0a3bl JaHHBIX (KOPPECIIOHAEHTOB, (OPM TOKYMEHTOB, TpaapeTHbIX TEKCTOB
U TEKCTOBBIX 3aTOTOBOK), pEJaKTOPCKHUE ITPOrPaMMBbI U JIp.

[Topsnox pa3paboTKH, SKCILTyaTalluy U MOJIb30BaHUS TAKUMH CHCTEMaMU OIpeIeseTCs
CTaHJapTaMH B 00JIaCTH aBTOMATU3UPOBAHHBIX UH()OPMAIIMOHHBIX TEXHOJIOTHIA.

3.3.8. DyIeKTpPOHHBIE JOKYMEHTBI

[Topsnox cocraBienusi, 0hOpMIIECHHS U COTJIACOBAHUS POEKTOB AIEKTPOHHBIX IOKYMEHTOB
OCYIIECTBISIETCS MO OOLIMM MTPaBUIIaM JIEIONPOU3BOCTBA, YCTAHOBIEHHBIM B OTHOLLICHUU
AQHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)XHOM HOcUTeJe. DJIEKTPOHHBIN TOKYMEHT JOJIKEH UMETh
PEKBU3UTHI, YCTAHOBJIEHHBIE JJIS1 aHAJOTMYHOTO JOKyMEHTa Ha OyMa)kHOM HOCHUTEIIE,

3a UCKJIFOYEHUEM OTTHCKA IIeYaTH.
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Cpoku XpaHeHHUsI SJIEKTPOHHBIX TOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHEHHUsI IOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATEIbHBIMA U WHBIMH HOPMATHBHBIMH MPABOBBIMU akTaMu P®D, TUITOBBIMU
MEPEYHSIMU JJI aHAIIOTMYHBIX JTOKYMEHTOB Ha OyMaKHOM HOCHTEJIE.

4. Opranuszanusi 10KyMeHTO000pOTAa U UCIOJIHEHUS IOKYMEHTOB
4.1. Ilpuem u 00padoTKA MOCTYNAIOUIUX TOKYMEHTOB

4.1.1. JIBu>keHre TOKYMEHTOB C MOMEHTA X CO3/IaHUsI WJIM TTOJTYUYEHUS 0 3aBEPIICHUS UCTIOJHEHUS
WM OTHPaBKHU 00pa3yeT JOKYMEHTOOOOPOT.

4.1.2. B 1okyMeHTO000pOTE 00pa30BaTEIHLHON OPraHU3alMU BBIJCISIIOTCS CIACAYIOIINE
JIOKYMEHTOTIOTOKH:

a) MOCTyMNaroas JOKyMeHTalus (BXOAs11ast);
0) oTnpaBisemMas TOKyMeHTalus (MCXOAIas);
B) BHYTPEHHSS JOKYMEHTAIIHS.

4.1.3. locTaBka u OTIIpaBKa JOKYMEHTOB B 00pa30BaTEIbHYIO OPraHU3allMI0 OCYIIECTBIISACTCS, KaK
MPaBWJIO, CPEACTBAMU MTOYTOBOM U AIEKTPUUECKOM CBSA3U.

4.1.4. JIoKyMeHTBI, TOCTYIAOIIUE B 00pa30BaTEIbHYI0 OPraHU3aIHI0, IPOXOIST IIEPBUYHYFO
00paboTKy, periuCTpaIHio, IPEBAPUTEILHOE PACCMOTPEHHE, TTEPeaady pyKOBOJICTBY
Ha PaCCMOTPEHHE, TIEPETALOTCS UCTIOIHUTEISIM | [TOCIIE UCIIOTHEHHUSI TIOMEIIAI0TCS B JIeIa.

4.1.5. HpI/IeM " ICPpBUYHAA o6pa60TKa JOKYMCHTOB OCYIICCTBIIACTCA OTBETCTBCHHBIM
3a JCJI0IPOU3BOACTBO.

4.1.6. OTBeTCTBEHHBIH 32 AEIONPON3BOACTBO IPOBOAUT: MPOBEPKY MPABUILHOCTH aJPECOBAHUS
MOCTYMAOUINX JOKYMEHTOB, IPAaBUIBHOCTH JOCTABKH U KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY
JOKYMEHTOB Ha TOJUIeXKAINE U HE MOIJIeKAIINE PETUCTPAIIH.

4.1.7. IlomyueHHBIE KOHBEPTHI C KOPPECTIOHACHIIMEN BCKPBIBAIOTCS, IIPU ATOM IIPOBEPSIETCS HATUUNE
BJIO’KEHMH, a TAKXKE YKa3aHHBIX B JIOKYMEHTaxX IPWIOKEHUHN. B ciydae nOBpeKI€HNs YIIaKOBKU

U BIIO>KEHUI MO0 OTCYTCTBUS MPUIIOKEHUN COCTABIIAETCS aKT B IBYX dK3eMIuisipax. OnuH
AK3EMILISP aKTa HaNpaBisieTcsl KOPPECIOHIEHTY, BTOPOI MpHOOIIAeTCsl K MOCTYNHUBILIEMY
JOKYMEHTY.

4.1.8. OmuboyHO MMpUCIIaHHAaA KOPPCCIIOHACHIIUA NICPEChIIIACTCA MO NPUHAAJIICIKHOCTHU, €CIIN
HU3BCCTCH aApCC MOJIYyHaTCIIA. B IMPOTHBHOM CJIy4a€ KOPPECIIOHACHIIUA BO3BPAIIACTCA OTIIPABUTCIIIO.

4.1.9. KoHBepThI OT MOCTYMAKOMIENH KOPPECTIOHICHIIUN COXPAHSIIOTCS U MPUJIAraloTCs K TOKYMEHTaM
JIUIIb B TOM Clly4ae, KOrJa TOJIbKO [0 HUM MOKHO YCTAaHOBUTH a/IpeC OTIPABUTEII UM KOT/da J1aTa

IMOYTOBOTO IITEMIICIIA UMECT 3HAYCHUC B KAYCCTBC JOKA3aTCIILCTBA BPEMCHU MMOJTYUYCHUA JOKYMCHTA.

4.1.10. CnenuanucToM He BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAAMUCHIO «JIMYHO». OHU MepenaroTcs
10 Ha3HAYEHUIO.

4.2. IlpenBapureibHOE PACCMOTPEHHE JOKYMEHTOB
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4.2.1. OTBETCTBEHHOE 3a JIeIONPOU3BOACTBO TPOBOAUT MPEABAPUTEIBHOE PACCMOTPEHUE
AOKYMCHTOB B LCJIAX BBIACICHHUA U3 BCCTO MaCCUBa HOCTyHI/IBHleﬁ KOPpPCCIIOHACHIINN JOKYMCHTOB,
TpeOyIoUmX 003aTeIbHOTO PACCMOTPEHHS PyKOBOIUTEIEM 00pa30BaTeIbHON OpraHU3aliy.

4.2.2. OcHOBaHUEM I IPUHSATHS PELICHUS B X0/I€ MPEBAPUTEIHLHOTO PACCMOTPEHHUS SBIISETCS
coJiepKaHue TOKYMEHTa, a He a/IpeCOBaHUE JJOKYMEHTa COOTBETCTBYIOIIEMY PAOOTHHKY.

4.2.3. Pe3ynbTaToOM NMpEABAPUTEIHHOTO PACCMOTPEHUS SIBJISIETCS HANPABICHUE TJOKYMEHTA
PYKOBOJUTEIO 00pa30BaTeIbHOW OPraHU3aIlMK WIH JODKHOCTHOMY JIMITY B COOTBETCTBHU

C YCTaHOBJICHHBIM B 00pa30BaTeIbHON OpraHU3alMy pacipeaeieHueM 00s3aHHOCTEH MeX Ty
PYKOBOJIUTEINIEM H JOJDKHOCTHBIMU JIMIIAMH JJIsI BBIHECCHUS YKa3aHHUsI 110 UCTIOJTHEHHUIO JOKYMEHTA.

4.3. Peructpanusi 10KyMeHTOB

4.3.1. Ilepenaya TOKYMEHTOB Ha PETUCTPALIMIO TIPOU3BOAUTCS TOJIBKO MOCIIE UX MPEIBAPUTEITHLHOTO
paccMOTpeHHSI.

4.3.2. Perucrpanuu mojyiexxar BCce JOKYMEHTHI, TPEOYIOIUE yueTa, UCTIOTHECHUS, HCIIOJIb30BaHHS

B CHpaBO‘IHBIX noeiadax, Kak HOCTyrIaIOHII/Ie nu3 I[pyFI/IX OpFaHI/IBaHI/Iﬁ M OT 4aCTHBIX JINII, TaK

1 00pasyromumecs B IeITSILHOCTH 00pa30BaTeIbHON OpraHu3aluu, U PETUCTPUPYIOTCS HE3aBUCHMO
OT cnoco0a X TOCTAaBKH.

4.3.3. K nokyMeHTaM, He MOAJIeKAIIUM PETUCTPALIUU, OTHOCITCS JOKYMEHTHI, He TpeOyrolne
WCIIOJTHEHUS ¥ HE COoJIeprKaliue nHPOpMaIIUU, UCTIOIH3YEMOM B CIIPABOYHBIX LIEJISAX:
MIPUTJIACUTEIILHBIC, I03IPAaBUTEIIbHBIC TUChMA, TEJICTPaMMBbI, OUJIETHI, IIAHBI, IIPOTPAMMBbI
CEMHUHAPOB, KOH(PEPEHINI, CHMITO3UYMOB U JPYTHUX TOJOOHBIX MEPONPHUITUN, TOKYMEHTHI

1o OyXraJlTepcKoMy y4YeTy, MaTepUalbHO-TEXHUYECKOMY O00ECIIeUeHHI0, MIIaHOBbIE, (DMHAHCOBBIC
JIOKYMEHTBI, MOCTYyTAaronme 6e3 COmpoBOAUTEIHHOTO MIUChMA, PEKIIAMHBIC JOKYMEHTHI,
KOMMEpUEeCKHe MPeIJIOKEHUS, eYaTHbIe U3aHus, YHUDUIIUPOBAHHBIE (DOPMBI U OJTaHKU
JIOKYMEHTOB H JIp.

4.3.4. JlokyMeHTBI, IOJIeKAIINE PETUCTPALINU, PETUCTPUPYIOTCS B )KypHaJe perucTpanuu
BXOJISIIUX JJOKYMEHTOB (mpuiioskeHre Ne 7) B 1eHb OCTYIUIEHUS! — B CiIy4ae NOCTYIUICHUS
JTOKyMEHTa B pabouee BpeMsi; Ha CIEyIONIMHA pabounii 1IeHb — B CIIydae MOCTYIUIEHHS JOKyMEHTa
B Hepabouee BpeMsi; He3aMeUIUTENbHO — ¢ oTMeTKaMu «CpouHo», «OnepaTUBHOM.

4.3.5. Ha noxymeHTax, MOCTyHarIIKX B aJpec 00pa3oBaTeIbHOIN OpraHu3alnu, B HUKHEM IIPaBOM
YTy JTULEBOM CTOPOHBI IEPBOIO JIMCTA JOKYMEHTA MPOCTABIISETCS PETUCTPALMOHHBIN IITaMIT
C YKa3aHHEM JIaThl U NOPAAKOBOIO PETUCTPALIMIOHHOTO HOMEPA.

4.4. PacnipeaesieHre NOCTYNAKIIMX TOKYMEHTOB

4.4.1. Ilocne perucTpaiuy J0KyMEHThI IEPEAAIOTCS HA PACCMOTPEHNE PYKOBOIUTEITIO
00pa30BaTeNbHON OpraHu3alnu.

4.4.2. Tlocne paccMOTpeHUsT PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHu3aIii JOKYMEHTHI
BO3BPAILIAIOTCS OTBETCTBEHHOMY 32 JEJIONPOU3BOICTBO, JIJISl NIEPEHECEHUS YKA3aHUI MO UCTIOTHEHUIO
JOKYMCHTA B XXYpHaJI pETrucCTpali BXOAAIIUX JOKYMCHTOB. B cooTBeTcTBHU C YKa3aHUAMU

10 MCTIOJIHEHUIO MOTUHHUK JOKYMEHTA HapaBisieTcss paOOTHUKY, SIBISFOIIIEMYCSI OTBETCTBEHHBIM
WCIIOJIHUTEJIEM, & COUCTIOTHUTEIISIM HAIPABIIAIOTCSA KON JOKYMEHTOB (€CJIM UMEIOTCA), O YEM
JIeIaeTcsl OTMETKA B )KypHaJIe pErUCTpalii BXOIAIIUX TOKYMEHTOB.
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4.4.3. DNEeKTpOHHBIC COOOITIEHUS, TTOCHIJIAEMBIE 110 AJIEKTPOHHOMN MOYTE, UCIIOIHIIOTCS aHAJIOTUYHO
JOKyMEHTaM Ha OYMa)KHBIX HOCHTEJISIX C YUETOM ONpPEIEICHHON crenu(uKy B mporecce
HCIIOJIHEHUSI.

4.5. Ilopsaaok 0OpadbOTKH U NMPOXOKAEHUS UCXOASIIUX U BHYyTPEHHUX JOKYMEHTOB

4.5.1. TlopsimoK MOATOTOBKY MCXOASAIINX JOKYMEHTOB BKJIIOUAET B ce0s1 pabOTy MO COCTaBICHHUIO
MPOEKTa JOKYMEHTa, COrJIaCOBAHUIO, MOJIMMUCAHUIO (YTBEPKACHHUIO) U OTIIPABKE.

4.5.2. Jlo nepenaun JOKyMEHTa Ha IOANKCH UCIIOJIHUTENb JOJDKEH IIPOBEPUTD €r0 COAEPKaHUE,
MPAaBUIBLHOCTH O(OPMIICHHS, HAINYHE HEOOXOIMMBIX BU3 U PUIOKEHUH. JlIoKyMeHT
MIPEACTABIIACTCS Ha IOANKUCH BMECTE C MAaTEpHUalaMU, Ha OCHOBAHUU KOTOPBIX OH TOTOBHUJICH.

4.5.3. BHyTpeHHUE TOKYMEHTBI OQOPMIISIOTCS M HCIIOJHSIOTCS (MCIONIB3YIOTCS) B IIpeienax
00pa3oBaTEeNbHON OPTaHU3AIIH.

4.5.4. BuyTpeHHH€e TOKYMEHTHI (JIOKJIaIHbIE 3aITUCKU, CIIPABKH, CBOJIKH H JIP.) PACCMaTPUBAIOTCS
TE€MU JOKHOCTHBIMU JIMLIAMHU, KOMY OHH HaIlpaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 32 JAEIOIPOU3BOICTBO NEPE CAAUECH KOPPECIIOHACHIIUN Ha OTIIPABKY JOJIKHbI
00513aTeNIbHO IPOBEPUTH MPABUIIBHOCTh €€ oopMIIeHHs U aapecoBaHus. KonBepToBaHue
KOPPECHOHIEHIIMH U IPYTUX [TOYTOBBIX OTIPABICHUN IPOU3BOJUTCS CTPYKTYPHBIMU
MOJIpa3/ieIeHusIMU 00pa30BaTeIbHON OpraHu3altu.

4.5.6. Peructpanus OTIPaBIAEMbIX JOKYMEHTOB OCYILECTBIISIETCS B IEHb UX MTOANUCAHUS
(YyTBeprKJeHUS) UM Ha CIeAYIOLUI pabouuil 1eHb. PerucrpaninoHHbI HOMEp JOKyMEHTa U JaTa
perucTpanyy NpoCcTaBIsSIOTCS Ha OUIMHHUKE JOKYMEHTA B PEKBU3UTAX OJaHKA U HA KOIHH,
ocTarolleics B ene 00pa3oBareabHON opranu3anui. CpaBoOYHbIM anmnapaToM JUIsl UCXOIAIINX
JIOKYMEHTOB SIBJII€TCSI )KypHaJl pErHCTPaLlUy 3TUX JOKYMEHTOB (mpuioxenue Ne 8).

4.5.7. OtnpaBKy UCXOAIINX JOKYMEHTOB IPOU3BOJAUT OTBETCTBEHHBIN 3a 1€TONPOU3BOICTBO.
Cpounast KoppecnoHACHITUS 0GOPMIIIETCS U OTIPABIISIETCS] HE3aMEITUTEIHHO OTBETCTBEHHBIM 32
JEJIONPOU3BOCTBO.

4.5.8. OTBeTCTBEHHBIH 32 JENONPOU3BOICTBO IPOBEPSIET MPABUIBLHOCTH OPOPMIICHUS UCXOISAIINX
JOKYMEHTOB, TPOU3BOAUT COPTUPOBKY JTOKYMEHTOB IO CIIOCO0Y TOCTaBKU KOPPECTIOHICHIINN
aznpecarty (mpocrasi, 3aKa3zHasi, MeXIyHapoHas 1 jap.). HempaBuinbHO opopMiIeHHBIE JOKYMEHTHI

U KOPPECHOH/ICHIINS HECTYeOHOro XapakTepa K OTIpaBKe He MPUHUMAIOTCS U BO3BpAILAIOTCS JIHILY,
MOJITOTOBUBIIEMY JIOKYMEHT.

4.5.9. Otnpasisiemast o MOYTE KOPPECIOHACHIUSA IPOXOINUT YIIAKOBKY, aIpECOBAaHUE, IPOCTABICHUE
CTOMMOCTH IIOYTOBBIX YCIYT U MepeAavy Ha OTIIPAaBKy B MECTHOE OT/EJIEHUE CBA3H.

4.5.10. Ha 3aka3Hyt0 KOpPpPECIIOH/ICHIINIO, HA JIOKYMEHTHI C MOMETKOH «Jlist cimy»keOHoro
I0JIb30BAHUS» COCTABJISIETCS] pEECTP, KOTOPBIN 3aT€M BO3BPAILAE€TCSl OTBETCTBEHHOMY

3a JIEJIONPOU3BOJICTBO C PACIUCKON paOOTHUKOB MTOYTOBOTO OT/AETICHUS CBSI3U WJIM MHOTO JIMIIA,
00eCcTeYrBaOLIETr0 OTIPABKY TOKYMEHTOB.

4.5.11. Ilepenaya ¢ UCIOIB30BaHUEM CPEICTB (PAKCUMUIBHOM CBSI3M JOKYMEHTOB, CO/IEPKAIINX
ciryke0Hy10 MHGOPMAIUIO0 OTPAHUYEHHOTO PACIIPOCTPAHEHUS, B TOM YHCIIE C TOMETKOM «Jlist
CITy>keOHOTO MOJIb30BaHMs», He pa3pelnaeTcs. Kateropuuecku 3ampeniaercs nepeiada rno cpeacTBam
(aKCUMUIIBHOM CBSI3U CEKPETHBIX JOKYMEHTOB.
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4.5.12. C ucronp30BaHUEM CPEICTB (DAKCHUMUIIBHOM CBS3H MOTYT OBITh MepPEeIaHbl MaTEPHATBI
TEKCTOBOT0, TAOJIMYHOTO WIJIM TPapUUECKOro XapakTepa, UCIIOTHEHHbIE TUIIOTpadCKuM,
MaIIMHOMMCHBIM UJIM PYKOIHCHBIM CIIOCOOOM B UEPHOM WJIM TEMHO-CHHEM IIBETE C YETKUM

Y KOHTPACTHBIM M300paKeHHEM (TIePBBIE SK3EMILIPbI UM UX KCEPOKONUH) Ha Oernoii Oymare

C MUHMMaJIbHOM BbICOTOM OyKB U 1tudp 2 mm. O0BbEeM nepeaBaeMoro B TE€UeHHUE OJIHOTO CeaHca
CBSI3U JIOKyMEHTA, BBITIOJIHEHHOTO Ha Oymare ¢hoopmaTa A4, He TOIDKEH MPEBBIIATh MATH JUCTOB.

4.5.13. OTBETCTBEHHOCTH 3a COojiep)aHue HH(POpMAIIHH, TIEpeIaBaeMOU ¢ UCIIOJIL30BAHUEM CPEICTB
(aKCUMIIILHOW CBSI3U, BO3JIAracTCs Ha UCIOIHUTEIS, OITOTOBUBIIETO (hakcorpaMMy JUIs Tiepeiadu.

4.6. OcodenHOCTH PAdOTHI € IJIEKTPOHHBIMH IOKYMEHTAMU
4.6.1. B 0Opa3oBaTelbHOIN OpraHu3aluy CO3AA0TCS U UCTIONB3YIOTCS:

e DJICKTPOHHBIEC JOKYMEHTBI, CO3/IaBAEMbIE B AJIEKTPOHHOU (hopMme 6e3 mpeBapuTeIbHOTO
JIOKYMEHTHPOBaHUS Ha OyMa)KHOM HOCHUTEJIE;

e DJIGKTPOHHBIE 00PAa3bl JOKYMEHTOB, TIOJIYYCHHBIC B PE3yJIbTAaTe CKAHUPOBAHHS JJOKYMEHTOB
U XpaHALIMECS B CUCTEME JIEKTPOHHOIO JOKYMEHTO000pOTa.

4.6.2. [IprieM U OTHpaBKa AIIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCS OTBETCTBEHHBIM 32 BEJICHHE
JeTIONPOU3BOICTBA B 00pa30BaTEIbHON OpraHu3aIiH.

4.6.3. DneKTpOHHbIE JOKYMEHTBI CO3JJal0TCs, 00padaThIBatOTCA U XPAHATCS B CUCTEME JIEKTPOHHOTO
JIOKYMEHTO000pOoTa 00pa30BaTEIbHON OpraHU3aliH.

4.6.4. DneKTPOHHBIA JOKYMEHT JAO0KEH OBbITh O)OPMIIEH IO OOIIMM IIPAaBUJIaM JIEJIONPOU3BO/ICTBA
U UMETh PEKBU3UTHI, yCTAHOBJICHHBIE [l aHAJIOTUYHOTO JJOKYMEHTa Ha OyMa)KHOM HOCHTEIIE.

4.6.5. Jlns noaTBep:KAeHUS OUTMHHOCTH JIEKTPOHHBIX TOKYMEHTOB B 00pa30BaTEIbHOMN
OpraHU3aIMH UCTIOIB3YIOTCS JJIEKTPOHHBIE ITU(POBBIC MoANUCH. Mcnonb3yembie cpecTBa
ANEKTPOHHOU ITUGPOBOI MOIMUCH TOKHBI OBITH CEPTU(DUIIMPOBAHBI B YCTAHOBIEHHOM IOPSIJIKE.

4.6.6. EnuHuneit yueTa 3J€KTPOHHOTO IOKyMEHTa SIBJISI€TCS 3JIEKTPOHHBIN JOKYMEHT,
3apeTrUCTPUPOBAHHBIN B CUCTEME JIEKTPOHHOT'O IOKYyMEHTO000pOTa 00pa30BaTeIbHON OpraHU3aIiH.
DNEeKTPOHHBINA JOKYMEHT, IMEIOIIHIA MTPUIIOKEHHUS, PETUCTPUPYETCS KaK OJWH JOKYMEHT.

4.6.7. Ilocne oTIpaBKyU 3JIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOr0 3JIEKTPOHHOM MOANNCHIO
YIOJIHOMOYEHHOTO JIOJPKHOCTHOTO JIMLIA, TOCBUIKU a/IpecaTy ero KOolnuu Ha OyMakHOM HOCHUTEIE, KakK
MIpaBWJIo, HE TpeOyeTcs, 3a UCKIIIOUYEHNEM OTBETOB Ha 00pallleHus TpaX/1aH, HOCTYIUBIINX

110 HH(POPMALMOHHO-TEIEKOMMYHHUKAITMOHHBIM KaHallaM, Ha KOTOPbIE 3asBUTEIIO JaeTCs
MMCbMEHHBINA OTBET, HAIIPABIIIEMBIH 110 TOYTOBOMY aJIpecy, YKa3aHHOMY B OOpalleHUH.

4.6.8. McnonHEHHBIE 3JIEKTPOHHBIE TOKYMEHTHI CUCTEMATU3UPYIOTCS B JI€JIa B COOTBETCTBUU

C HOMEHKJIaTypOH Jie1 00pa30BaTeIbHOM OpraHU3allui U HHAEKCUPYIOTCS B MOPAJIKE,
YCTaHOBJIEHHOM B OTHOIIEHUH JI€JI, COCTABJICHHBIX U3 TOKYMEHTOB Ha OyMakHOM Hocutede. [Ipu
COCTaBJIEHUM HOMEHKJIATYPBbI JIeJI B 3ar0JIOBOK JI€J1a BKIIIOYAETCS YKa3aHue « DJIEKTPOHHBIE
JOKYMEHTBI».

4.7. UndopmanuonHas 6e301aCHOCTh
4.7.1. NadopMalimoHHbIE pecypchl 00pa3oBaTeIbHONW OpTraHU3aI|H 110 JOCTYIY (BO3MOXXHOCTH

WCTIOIB30BaHMUSI ) TIOPA3ACIISIOTCS Ha OTKPBITYIO (00IIEI0CTYITHYI0) HH(POpMAITHIO, CITYKEOHYIO
nHpopManno U HHGHOPMAIIUIO OTPAHUYCHHOTO PaCPOCTPaHEHUs (JIOCTyIa).
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K kareropuu oTkpbITOi HHGOPMAIIUU OTHOCUTCA MH(OPMALIK, COJIepKallasiCsl B TOKyMEHTax
u 6a3zax TaHHBIX 00pa30BaTENbHON OpraHU3aINK, HETIOCPEACTBEHHO 3aTparuBarolas mpasa
Y UHTEPECHI FPaXKaaH.

K kareropuu ciyxe0HOM nHpOpMaLU OTHOCUTCS HHPOPMAIIHS, COAepKAILAsACA B JOKYMEHTaX
1 06a3ax JaHHBIX 00pa30BaTEIBHON OpraHU3AINH, TPEIHASHAYCHHAS IS JIOJDKHOCTHBIX JIHIL

1 paOOTHHUKOB 00pa30BaTEIbHON OPraHU3aluy, IPYU BBHITOJTHEHUH UMU CBOMX (DYHKIIMOHAIBHBIX
00s13aHHOCTEH, HE 3aTparuBaroIas HAIPSIMYIO IpaBa ¥ HHTEPECHI TPAKIaH U HE OTHOCSIIASICS

K KaTerOpuu OTPaHUYEHHOI0 paclpocTpaHeHus (JOCTya).

K kareropuu nndopmManuu orpaHi4eHHOTO paclpoCcTpaHeHHs (JOCTya) OTHOCUTCS HH(pOpMaIus,
cojiepxkaliasics B JOKyMeHTax U 0azax JaHHBIX, BKIIIOUAIOIIas CBEACHUS
KOH(UIEHIIMATBHOTO XapaKTepa.

Bcest unpopmanmsi, comeprkamniasics B JOKyMEHTaxX U 0a3ax JaHHBIX 00pa30BaTeIIbHON OpTraHU3aIlnu,
M0 YMOJTYaHHIO SIBJISIETCS OTKPBITON U 001Ien0CcTyHOM. MckitoueHne cocTaBiseT nHGopManus,
OTHECEHHAs K KaTETOPHSIM CITY>KEOHOM M OrpaHHMYEHHOI0 pacpocTpaHeHus (1ocTyna).

4.7.2. loctyn noip3oBareneil K ”HPOPMALIMU OTPaHMYUBACTCS ITyTEM OTHECEHUS HH(opMaIiu

K COOTBETCTBYIOIIICH KATETOPHH U HAJIOKCHHEM Ha Hee COOTBETCTBYIONIETO Iprd)a OrpaHHUCHHSI
pacnpoctpaneHus. HGpopMaIus orpaHuIeHHOTO JOCTyIa cHab)aeTcs rpudom «liist cirykeOHOTo
MIOJIb30BAHHUS.

[IpaBoMm oTHEeceHUs HH(OPMALIMY K KATETOPUU OTPaHUYSHHOTO JOCTYTA U HAIOKCHHUS
COOTBETCTBYIOILErO I'puda 001a1aeT COCTaBUTENb JOKYMEHTA 10 COITIACOBAHMIO C PYKOBOJUTENIEM
0o0pa3oBaTeNbHOI OpraHu3aluu.

JlokyMeHTupOBaHHasi HHGOpMAIUsl OTPAHUYEHHOTO paclpoCcTpaHeHHs 0€3 CAaHKIMU JOJIKHOCTHOTO
JIM1a, YCTAHOBUBILETO PEKUM OTPAHUYEHHOTO PaCIpPOCTPAHEHUS ISl JAHHOTO IOKYMEHTA,

He MOAJIKUT pasMIIalIeHuIo (pacpocTpaHeHno). IIpenocrapnenue noap30BaTeNnsM JOCTya

K JJaHHOM MH(OpMAaIMK OCYILECTBIIAETCS UCKIOUUTENBHO 110 COTJIACOBAHMIO C YKa3aHHBIM
JOJKHOCTHBIM JIMIIOM IIyTEM I0JIa4 COOTBETCTBYIOLIEH 3asBKHU.

JIOKHOCTHBIE JIMIIA, IPUHABILNE peleHre 00 OTHECEHUH HH(OopMalnu, 3aUKCUPOBAaHHON
B JOKYMEHTE, K KaTErOPUH OTPaHUYEHHOTO PAaCIPOCTPAHEHNUs, HECYT OTBETCTBEHHOCTD
32 000CHOBAaHHOCTb IIPUHATOIO PEUIEHUSI U €r0 COOTBETCTBHUE JEHCTBYIOIIEMY 3aKOHOIATEIbCTBY.

4.7.3. JInunble KapTOUKU paOOTHUKOB, TPYIOBbI€ KHWKKH PAOOTHUKOB, MPUKA3bI IO TUUHOMY
COCTaBY JIOJDKHBI XPAaHUTHCS B ceii(e UM B B METAJIUIMYECKOM IKady.

brnanku TpyOBBIX KHIKEK 110 Mepe HEOOXOAMMOCTH BbIIAlOTCS OTBETCTBEHHOMY JIUILY KaJIpOBOM
CITy>KOBI. 3amucy B TPYIOBOM KHIIKKE MOJIHMCHIBAET PYKOBOIUTENb KaipoBoii ciyxk0b1 OO. Yuyer,
XpaHeHue U BblJjauy OJaHKOB CTPOTOil OTYETHOCTH: TUILIOMOB, BKJIA/IbIIIEH K HUM, CBUIETEIbCTB,
yJIOCTOBEpEHH BEJIeT 3aMeCTUTENb JupekTopa. biaHnku xpansarcs B ceiide.

4.7.4. YcraHoBKa U 9KCIUTyaTalusd nmporpaMMHoOro 06CCHC‘-ICHI/I$I, MOJIYUCHHOTO U3 THO0BIX
MCTOYHHUKOB U BBITTIOJIHAIOIICTO (bYHKI_[I/II/I, HEC CBA3aHHBIC HETIOCPEACTBCHHO C BBIIIOJIHCHUEM
paGOTHI/IKaMI/I CBOUX JOJIDKHOCTHBIX 06H3aHHOCTCﬁ, KaTCroOpu4CCKHU 3allpCliCHaA.

4.7.5. Bes nipenicTaBieHHas B 3JI€KTPOHHOM BHJIe MHGOpMaIus, MOCTYMaoas B 00pa3oBaTeIbHYO0
OpraHu3aIMIo, B 0053aTEIbHOM MOPSIKE MOAJIEKUT MPOBEPKE AHTUBUPYCHBIMH CPEJICTBAMHU.

[okymMeHT co3aaH B anekTpoHHon chopme. Ne 170 ot 03.11.2025. UcnonHutens: MNapaesa ®.4. 0 AIEKTPOHHbINA
CrpaHuua 32 13 58. CTpanuua cosaara: 03.11.2025 08:54 =¥ TATAPCTAH



4.7.6. DneKTpOHHAs TI0YTa MOYKET UCIIOIB30BAThCS TOJI30BATEISIMHU TOJIBKO JIsl OOMEHa
uHpopManrei, OTHOCSINEHCS K KAaTerOPUH OTKPBITOM U CITy>KEOHOM. 3arpelieHo UCI0JIb30BaTh
AJICKTPOHHYIO TMOUTY JIJIs TIepeaadn nH(OopMaIuu, OTHOCAIIEHCS K KaTErOPUU OTPaHUYECHHOTO
pacrpoCcTpaHEeHHUS.

S. KoHTpoJIb 32 HCIIOJIHEHHEM IOKYMEHTOB
5.1. Opranu3anusi KOHTPOJIS

5.1.1. Kontpodto nojiekat Bce 3aperuCTpUPOBAHHbBIE TOKYMEHTBI, TPEOYIOIIUE UCTIOTHEHHUS.
Koutposb ucnonHeHus: JOKyMEHTOB BKJIIOUAET: YUET, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB
WCIIOJIHEHUS, HETIOCPEICTBEHHYIO MPOBEPKY X0/1a UCIIOIHEHHUS, TPOBEPKY KaueCcTBa UCIIOIHEHUS,
aHaJIN3 pe3yJIbTaTOB UCIIOIHEHHUS.

5.1.2. KoHTpoJb 32 UCTIOJIHEHUEM JIOKYMEHTOB YCTaHABIMBAETCS B LIEIISAX 00eCIeueHUs
UX CBOEBPEMEHHOI'0 U Ka4eCTBEHHOT'O UCTIOJTHEHUSI, MTOBBIIIEHUS YPOBHS OPraHU3aTOpCKoi paboThl
Y UCTIOJTHUTENIbCKOW TUCIMIUIAHEI.

5.1.3. IIpu nocTaHOBKE JOKYMEHTa HAa KOHTPOJIb HAa IIPABOM BEPXHEM I10JI€ JOKYMEHTA JEIaeTCs
OTMETKa O KOHTPOJIE, KOTOPYI0 0003HAYAIOT CIIOBOM (IITAMIIOM) «KOHTPOJIb

5.1.4. KoHnTtposto moiexxar npukasbl, pelieHus COBETOB, a TAKKE JTOKYMEHTHI, TTOCTYIIAIOIINE
Ha UMS pyKOBOJUTENSI 00pa3oBaTeIbHON OpraHU3aIiy.

OpraHI/IBaHI/IH KOHTPOJIA UCIIOJTHCHHUA BKIIKOYACT B cebs:

e IIOCTAaHOBKY JOKYMCHTA Ha KOHTPOJIb,

¢ MOHHUTOPUHI UCIIOJHCHUS KOHTPOJIbHBIX HOpyLICHI/Iﬁ JOKYMCHTOB,
e CHATHUC UCIIOJIHCHHOT'O JOKYMCHTA C KOHTPOJIA,

e HaMpaBJICHUC UCIIOJITHCHHOTO JOKYMCHTA B ACJIO.

5.1.5. PykoBoauTenu CTPYKTYpPHBIX HOApa3/ieNeHnid 00s3aHbl paccMaTpUBaTh COCTOSTHHE
WCIIOJIHUTENIbCKON JUCLMITIIMHBI IO TOKYMEHTaM C MOPYUYEHHUSAMH aIMUHUCTPALlUK 00pa30oBaTebHOM
OpraHM3aliy, a TAKXKE TOKYMEHTBHI, IOCTYIIUBIINE B aJpeC CTPYKTYPHOIO NOAPa3AcIICHUs

1 TpeOyroIIre NCIIOTHEHHS U MTOATOTOBKH OTBETA.

5.1.6. JIokyMeHT cunTaeTcs UCIOJHEHHBIM, KOT/1a PEeIIEHbl OKOHYATEJIbHO BCE MOCTABICHHbBIE B HEM
BOMPOCHI U COOJIIOJICHBI CIEAYIOIINE CPOKH:

e €CJIM B IOKYMEHTE II0CTaBIIEH CPOK UCIIOJHEHUS — B YKa3aHHBIN CPOK;

e JIOKyYMEHTHI 0€3 yKa3aHHs CpOKa HCIIOTHEHUSI — B MECAYHBIN CPOK;

e €CIIM B IOKYMEHTE UMEETCS [IOMETKA «CPOYHO» — B TPEXIHEBHBIN CPOK;

e TmopyueHHs 0e3 yKa3aHHsl KOHKPETHOM JaThl UCTIOJHEHHS] — B MECSAYHBIN CPOK;

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

e 110 OOpallleHusIM Ipax/iaH, TpeOYyIOIUM JOMOJIHUTENBHOTO U3YYEHUS U TPOBEPKHU, —
JI0 OJTHOTO MECsIIIa CO AHS PETUCTPAIMH, TI0 OCTAILHBIM — He Oonee 15 nHeil.

Cpok ucuucisiercst B KAICHAAPHBIX JHAX C JAThl HOAMUCAHUS JOKYMEHTA.

Ecnu nocneanuii 1eHs UCIOTHEHUSI TOKYMEHTa IPUXOIUTCS HAa HEpaObOoUHii 1eHb, OH MOJIEKUT
WCTIOJHEHUIO B MPEALIECTBYIOMINUN eMy pabouMii 1EeHb.
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ITpu HEOOXOAMMOCTH MPOJUIEHUS CPOKA UCIIOJIHEHUS JOKYMEHTA OTBETCTBEHHBIN HCIIOIHUTEh
MPEJCTABISACT HA UMS PYKOBOJIUTENS 00pa3oBaTeIbHON OpraHu3alty, 1aBIIero NopyUYeHue,
MOTHBHPOBAaHHYIO IPOCHOY O €ro NPOAJICHUU HE MO3AHEE YeM 3a TPH JHS JI0 UCTEUCHMUS
YCTAHOBJICHHOTO CPOKa, C YeM CBOEBPEMEHHO TepeaeTcs nHPOpMaIKs B IPUEMHYIO PYKOBOIUTEIS
00pa3oBaTeNbHON OpraHU3aLIH.

5.2. Ilopsinok CHATHS JOKYMEHTOB ¢ KOHTPOJISA

5.2.1. JIokyMeHTbI CHUMAIOTCSI C KOHTPOJISI, €CJIH PEIlIeHbl TOCTaBICHHbBIE B HUX BOMPOCHI WX JaH
OTBET I10 CYILIECTBY.

HpOMC)KYTOLIHHﬁ OTBECT, PaBHO KaK M 3aIlIpOC 110 UCIIOJTHACMOMY JOKYMCHTY WJIK YaCTUYHOC
HCIIOJIHCHUC MTOPYUCHUA, HC ABJISICTCA OCHOBAHUCM IJI IPU3HAHUA NOKYMCHTA UCIIOJIHCHHBIM.

5.2.2. CHATh AOKYMEHT C KOHTPOJISI MOXET TOJIBKO JOJDKHOCTHOE JIMII0, KOTOPOE IIOCTABUJIO €r0
Ha KOHTPOJIb.

5.2.3. OcHOBaHUEM JJIsl CHATHS C KOHTPOJIS JOKYMEHTOB € IOPYUYEHUSIMU PYKOBOJUTENS
00pa3oBaTeNbHON OPTaHU3AIMH SBISETCA JOKYMEHT — OTBET, OIHCAHHBINA PyKOBOAUTEIEM
00pa3oBaTeNbHON OpraHU3aIMM, €ro 3aMEeCTUTENIEM, JTM00 CIipaBKa 00 UCIIOJIHEHUH JOKYMEHTa
3a MOJIMCHIO PYKOBOJUTEINS CTPYKTYPHOT'O MOAPa3ACICHUS.

6. Yder u XxpaHeHHe nevartei, IITAMIOB U 0JIAHKOB

6.1. O6H33TCJ'ILHOMy YUeTy nmoJiekaT BCC BU /bl neyaren u ITaMIIOB, OnaHKu CTpOl"Oﬁ OTYCTHOCTH,
KOMaHIAUPOBOYHEBIC YIOCTOBCPCHMA, CJIy>KC6HI)Ie 3alaHuA, TPYAOBbIC KHUKKH.

6.2. Yuer Bcex nevartei ¥ ITaMIIOB, UMEIOLIUXCS B 00pa30BaTeIbHON OpraHu3alliy, BEAETCS
B CIELIMAIBHOM XypHaie (mpuioxenue Ne 9).

6.3. X)KypHansl yyera BKIIOYAIOTCS B HOMEHKJIATYpy Jiend. JIUCTBI MX HyMepYyIOTCs, IPOLINBAIOTCA
U OII€YaTHIBAIOTCS.

6.4. IleyaTy ¥ mWITaMIBI TOJKHBI XPAHUTHCS B ceiiax WK METaNIMYEeCKUX HIKadax.

6.5. OTBETCTBEHHOCTb 3a XpaHCHUEC U UCII0JIb30BAHUC neaneITI, MTaMIIOB HECYT JIMIIA,
OTBCTCTBCHHBLIC 3a BEACHUC ACJIOIIPOU3BOJACTBA.

6.6. YHHUTOXEHHE OJaHKOB IPOU3BOIUTCS 110 aKTy C OTMETKOM B COOTBETCTBYIOIIUX KypHaIax
y4era.

6.7. Ileyatn ¥ IITaMITBI YHUUYTOXKAKOTCS 10 aKTy.
6.8. [IpoBepka Hanuuus nevyaTei, MTaMIOB U OJaHKOB, a TAKXKE MOPSAKA UX XPaHEHUS
Y UCIOJIb30BaHUs IPOU3BOANTCS KOMUCCUEN HE PEKE OJTHOTO pa3a B KaJIEHJAPHOTO TOJ
OJTHOBPEMEHHO € IIPOBEPKOI COCTOSTHUSI 1EJIONPOU3BOCTBA.
7. CocTaBieHHe HOMEHKJIATYPBI A€
7.1. HomeHnknaTypa e — CUCTEMaTU3UPOBAaHHBIN [1€PEUYEHb 3ar0JI0BKOB JI€]1, 3aBOIUMBIX

B 00pa3oBaTeNIbHON OpraHU3aliy, C YKa3aHUEM CPOKOB MX XpaHEHUs, 0(OpMICHHBIN
B YCTaHOBJICHHOM IOpPSJKE.
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7.2. HomeHkmatypa Jien npeHa3sHaueHa JJisi TpyNInUpOBKY UCIIOJHEHHBIX TOKYMEHTOB B Jena,
CUCTEMaTHU3alluu U yueTa Jiell, ONpPeIeJICHUsI CPOKOB UX XPAHEHUS U SIBJISIETCS OCHOBOM J1Jist
(dbopMUpOBaHUSI 1] U COCTABIICHUS OIUCEH /1T, TOKYMEHTOB, OMUCEHN 3JIEKTPOHHBIX JOKYMEHTOB
MMOCTOSIHHOTO ¥ BpeMeHHOro (cBhiie 10 JeT) XpaHeHus1, B TOM YHCIIE M0 JINYHOMY COCTaBY, a TAKKE
JUIS ydeTa Jie7 BpeMeHHBIX (10 10 JieT BKIIOYUTENbHO) CPOKOB XPaHEHUS.

7.3. Homenkmarypa fien cocrapisieTcss Ha OymMmakHOM Hocutese. HomeHknatypa fen BKIItouaeTcst

B CHCTEMBI DJIEKTPOHHOTO JOKYMeHTooOopoTa (nanee — CHJ1) 1 B CUCTEMBI XpaHSHHSI SJIEKTPOHHBIX
nokyMeHToB (nanee — CXDJI) B kauecTBe cripaBOUHHKA, HA OCHOBAHUHM KOTOPOT'O OCYIIECTBIISETCS
CUCTEMaTHU3allus U yueT JOKYMEHTOB, a Takke ux Mertaganubix. COJl nomkHa ycTaHaBIMBATh CBS3b
JOKYMEHTa C MHJIEKCOM JIeJia B COOTBETCTBUM C HOMEHKIIATypOil J1ei 00pa3oBaTebHON
opranuzanuu. Homenknarypa aen Bkimovaercs B COJl u CX3DJ] He mo3aHee 0JTHOro Mecslia co AHs
ee yTBepxaeHus. OTBETCTBEHHBIMH 3a BKIIFOUEHUE HOMEHKIATYphI fies B COJl u CXI /] sBisitoTcst
OTBETCTBEHHBIH 3a JIEJIOMPOU3BOJICTBO U OTBETCTBCHHBIN 32 KOHTPOJIb (DYHKIIMOHHUPOBAHUS
ANEKTPOHHOTO JJOKYMEHTO00O0pOTA.

7.4. Homenknartypa fen o6pa3oBaTeIbHON OpraHu3aluy (Janee — CBOJHAs HOMEHKIIATypa Jen)
COCTaBJISIETCSI HA OCHOBE M3YUYEHHS COCTaBa U COAEPKAHUSI IOKYMEHTOB, 00pa3yIOIINUXCs

B JICSTENIbHOCTH 00pa3oBaTeNIbHON opranu3anuu. [Ipu cocraBneHuu CBOIHOM HOMEHKIATYPHI Ael
YYUTBIBAIOTCS YCTaB 00pa30BaTEIbHON OpraHU3aIiy, TTOJI0KEHUS O CTPYKTYPHBIX MOAPA3IeICHHSIX,
IITaTHOE pAaCIUCAaHKe, IUIAHBI U OTYETHI O padoTe, IEPEeYHH IOKYMEHTOB C YKa3aHUEM CPOKOB

UX XpaHEHUs, HOMEHKJIATyphl JIeJ1 3a IPEALIECTBYIOIINE KaJeHIapHbIE TObL.

7.5. CBoiHas HOMEHKJIATypa JIeJl COCTaBIIsIeTCsl paOOTHUKOM, HA3HAYEHHBIM ITPUKA30M
PYKOBOIUTEISI 00pa30BaTEIbHON OpTaHU3aINH (J1a1ee — OTBETCTBEHHBIN 32 COCTABICHHE CBOTHON
HOMEHKJIATypBbI JIel).

7.6. IToaroToBka CBOJJHOM HOMEHKJIATYPHI JIe]l Ha MPEACTOSIIUI KaJleHAapHbIi roJl HAUMHAETCS He
M03K€E CepeIMHbI HOSAOPsI U 3aKaHuMBaeTcs He no3xe 31 nekalOps Tekyuero roga. [Ipoekt cBogHOM
HOMEHKJIATYpBbI JIeJl BUBUPYETCS PyKOBOJUTEIEM apXUBa U COTJIACOBBIBACTCA C IIOCTOSHHO
JENCTBYIOIIEH SKCIIEPTHON KOMHUCCHEH 00pa3oBaTeibHOM opranu3anuu. He pexe 1 paza B 5 ner,
HOMEHKJIaTypa /1€ COTIacOBBIBAETCS ¢ HKCIEPTHO-MPOBEPOYHON KOMHUCCHEH DHCKOTrO 00JIaCTHOTO
apxuBa. B KOHIIE Ka)/I0T0 KaJICHIaPHOTO rojla CBOHAs HOMEHKJIATypa /I yTBEPIKIaeTCs
pYKOBoOIUTENIEM 00pa3oBaTeIbHON OpraHu3alyy WIn ero 3aMeCcTUTENIEeM, KOTOPOMY JI€JIETHPOBaHbI
TAKHUEC ITOJTHOMOYHUS TPHUKA30M 06p330BaTCJ'II)HOI\/JI OopraHu3anyvu. yTBep)KI[CHHaH CBOJAHasA
HOMEHKJIaTypa /1€ BBOAUTCS B ICHCTBHE € 1-T0 SIHBaps CIENYIOIIEro KaJleHIapHoro roja.

7.7. B ciiydae He0OXOMMOCTH BHECEHHS B CBOJJHYIO HOMEHKJIATYpY JIeJl 3HAUUTEIbHbIX U3MEHEHUIH
OHa MOJJIEKUT nepepadboTke. Mi3MeHeHus: yTBepkK/1at0Tcs MPUKa30M WIH KOPPEKTHPOBOYHBIM
muctoM (npusoxxenue Ne 10). HeGomnbiine n3MeHeHns BHOCATCS B YTBEPKIEHHBIN pabounii
9K3EMILISAP CBOJIHOM HOMEHKIATYPHI AEII.

7.8. CTpyKTypHBIE TOAPA3IEICHUS €XKETOAHO, He To3aHee 30 HOsOps TEKyIIero KajJeHIapHoro rojaa
COCTABIISIFOT HOMEHKJIATYPY JIeJT CTPYKTYPHOTO TTOJIPA3/ICICHHUS U MPEJICTABIISIOT €€ OTBETCTBEHHOMY
3a COCTaBIIEHHE CBOJTHOW HOMEHKIATYpHI Aell. HoMeHKkIaTypa en CTpyKTYpPHOTO MOApa3IeIeHUS
COCTaBJISICTCS JIUIIOM, OTBETCTBCHHBIM 32 BEJCHHE JICIIONIPOU3BOJICTBA CTPYKTYPHOTO
MO/Ipa3/IeNICHNsI, COTJIACOBBIBACTCS C IKCIIEPTHON KOMHCCHEH CTPYKTYPHOTO MOApa3AeTIeHIs

Y TIOJIITUCBIBACTCS PYKOBOAMTEIIEM CTPYKTYPHOTO ITOAPA3/ICIICHHUS.

7.9. BHOBB CO3/1aHHOE CTPYKTYPHOE TOIpa3/IelICHIE B MECSUHBIN CPOK pa3padaThIBacT
HOMEHKJIATypy JeJ CTPYKTYPHOTO MOAPA3IAECICHUS U MPEJICTABISET €€ OTBETCTBEHHOMY
3a COCTaBJIEHUE CBOJIHOM HOMEHKJIATYpPHI Jell.
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7.10. HoMeHknaTypa el CTpyKTYpHOTO NOApa3AeieHUs U CBOAHAs HOMEHKJIATypa Jell
cocTaBistoTcs o hopme, ycraHoBiaeHHOH [IpaBrinamMu opraHu3anuy XpaHeHus, KOMILUIEKTOBAHUS,
ydeTa U UCIOIb30BaHUS TIOKyMEHTOB ApXUBHOTO ¢oHa PO u 1pyrux apXuBHbBIX JOKYMEHTOB

B FOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOYMPABJICHUS U OPraHU3aLUIX,
YTBEpKJIeHHbIMU TTpuka3oM Pocapxua ot 31.07.2023 Ne 77.

7.11. HomeHkaTypa fen noapasaeseTcst Ha pas3/elibl, KOTOPbIE paclolaraloTcsi B COOTBETCTBUHM €
YTBEP)KJICHHBIM LITATHBIM PACIUCAHUEM 00pa30oBaTeIbHON opranu3anuy. Ha3Banusamu pasnuenon
HOMEHKJIATYphbI JIeJ1 SIBJISIFOTCS HAUMEHOBAHUS €€ CTPYKTYPHBIX [10/Ipa3/ieleHUi I HaIlPaBICHUS
NESITEIbHOCTH.

7.11.1. B rpade | HOMEHKIATYpBI J1eJI TPOCTABISAIOTCS MHACKCHI KQKI0TO JeJa, BKIIOYEHHOTO

B HOMEHKJIATypy. MHIeKC fesia COCTOUT U3 HU(PPOBOro 0003HAUEHHUS U3 IITATHOTO PaCUCaHUsS
o0pa3zoBaTeNnbHON OpraHu3ayy (Ko/a) U MOPsIKOBOTO HOMEpa 3arojoBKa Jiefia 0 HOMEHKIIAType.
WNunekcel nen o6o3navarores apadckumu nudpamu. Hanpumep: 12-05, rae 12 — oGo3HaueHue
(xom), 05 — mOpsAAKOBBIN HOMED 3ar0JI0BKa Jiejia B pa3jielie HOMEHKIIATYPhI eIl

B HOMCHKIJIATYpEC ACJI COXPAHAOTCA OAUHAKOBBIC HHACKCHI JIS1 OAHOPOAHBIX U MEPEXOIAININX OCII.

7.11.2. B rpade 2 HOMEHKJIATypbl JIeJl IPOMKUCHIBAIOTCS 3ar0J0BKH JeJl. 3aroJIOBOK JIela YeTKO,

B 0000111eHHOI (hopMe OTpakaeT OCHOBHOE COJIEP)KAaHUE U COCTAaB JOKYMEHTOB jeia. OCHOBOM 1ist
HAaUMEHOBaHMUSI (3ar0JIOBKA) €T SIBJISIFOTCS BOTIPOCHI, OTPaXKAIOIIUe 3a1a4l U (PYHKIIMH
oOpa3oBaTenbHON opranu3anyu. HanMeHoBaHUs JONOTHSIIOTCS yKa3aHHEM POia 3aBOJAMMOTO Jiefia
WJIM PA3HOBUIHOCTHU JTOKYMEHTOB (IIOCTAHOBIJICHHUS, TPUKA3bI, IPOTOKOJIBI U T. 1.). Eciu neno,
BKJIFOYAa€EMOE B HOMEHKJIATYpy J1€Jl, COCTOUT U3 OJMHAKOBBIX BUJO0B WJIM PA3HOBHUIHOCTEN
JIOKYMEHTOB, B 3ar0JIOBKE TAKOTO JIeJIa YKa3bIBA€TCsl HAMMEHOBAHUE BU/IOB IOKYMEHTOB, HAIIpUMED
«IIpukaspl IO OCHOBHOM JAesTenbHOCTUY. He momyckaercs ynoTpeOaeHue B 3aroyioBKe jesa
HEKOHKPETHBIX (HOPMYITUPOBOK («pa3Hble MaTEPUAIIBIY, «0OIIast MEPEMUCKay, «UCXOASIIAsT
MEPENNCKay, «BXOASIINE TOKYMEHTBI» ), @ TAK)KE BBOJHBIX CJIOB, CJIO’KHBIX CUHTAKCHYECKUX
oboporoB. He nomyckaercs ynotpedieHre COKpaIleHHbIX CJI0B HAUMEHOBAHUN TEPPUTOPHATIBHBIX
OpPraHOB UCIOJHUTENIbHOM BJIACTH, YUPEXKACHUN U OpraHu3aluii, Kpome opuIuaIbHO
YCTAHOBJICHHBIX cOKpaieHuil. Eciu neno Oyaer cocTosTh U3 HECKOJIBKUX TOMOB WM YacTel,

TO COCTaBJIsIeTCs OOLIUI 3ar0JI0BOK JI€Ia, a 3aTeM MPU HEOOXOAMMOCTH COCTABIISIIOTCS 3aT0JIOBKU
KaX/10T0 TOMa (J4acTH), yTOUHSIOIINE COIep KaHue 3arojioBKa Jiena.

HOpSII[OK PacCIioJIOKEHHUA 3aroJIOBKOB IS BHYTPH Pa3dCjIOB U TOAPA3ACIIOB HOMCHKIIATYPbI ACJI
OMpEACIACTCA CTCIICHBIO BAXKHOCTH JOKYMCHTOB, COCTABJIAIOIUX ACJIA, 1 UX B3AUMOCBA3BIO.
Brauarne pacnoyraratoTCs 3aroJIOBKM ACJI, COACPKAMUX OPTaHU3allUOHHO-PACIIOPAAUTCIBHY O
AOKYMCHTAIHIO. I[anee pacmojararoTCs 3aroJJOBKM JACJ1, COACPKAIUX IMIAaHOBBIC 1 OTYCTHBIC
AOKYMCHTHI U T. .

[Topsanox pacnoyiokeHHs 3aroJI0BKOB €]l BHYTPH pa3/ieoB U MOIpa3/iesioB HOMEHKIIATYPhI e
OMPEIEISAETCS CTENEHBIO BAKHOCTH JIOKYMEHTOB, COCTABIISIIOIIUX JI€Ia, U UX B3aUMOCBS3BIO.

B Hauase pacrosiaratoTcsi 3arojoBKH JI€J1, COAEpIKAIIUX OPraHU3alMOHHO-PACTIOPSTUTEIbHYIO
JOKYMEHTAIMI0. 3aroJIOBKH JeNl MOTYT YTOUHSTHCS B mporiecce (GopMUpPOBaHUS U 0(OPMIICHHS JIe.

B HOMeHKIIaTypy Aen BKIIOYAIOTCS TaKXkKe JieNna, He 3aKOHYCHHBIE MPOU3BOJICTBOM JIeJia MPOILIBIX
neT (mepexosimue).

7.11.3. I'pacha 3 HOMEHKIIATypBI JeJT 3aN0JIHIETCS B TEUCHHE KaJIeHJapHOTO Toa — MpHU
(hopMHPOBaHUM HOBOTO JI€JIa, IPU 3aKPHITUH JIea U IO OKOHYAHUHU KaJeHIapHOoro roja.
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ITo noctmkenun nenom oobema B 250 TUCTOB, TOM 3aKPBIBAETCS U OTKPHIBACTCS HOBBIA TOM.
B rpade mocnenoBarenbHO yka3bpIBalOTCS HOMEpPA TOMOB U KpaifHUE JaThl JOKYMEHTOB KaXKIOTO
toma. Hanpumep «T1 — 11.01.2026-30.06.2026, T.2. — 01.07.2026-30.12.2026.

BHGKTPOHHBIG Jc€Jia Ha TOMa HE pa3aCiIA0TCA. Bce SJICKTPOHHBIC TOKYMEHTBI, HE3aBUCHUMO
OT UX 06'b€Ma, BKJIFOYAKOTCS B OAHO 3JICKTPOHHOC ACIIO.

7.11.4. B rpade 4 yka3piBaeTCs CPOK XpaHEHHUS JeJia, HOMEpa CTaTei M0 TUIIOBOMY HIIH
BEJIOMCTBEHHOMY I€peuHIo, (heepaabHOMYy 3aKOHY UM HHOMY HOPMAaTHBHOMY IIPaBOBOMY aKTYy,
a IIpY UX OTCYTCTBUM — I10 TUIIOBOM WIM IIPUMEPHOM HOMEHKIIAType ACIL.

7.11.5. B rpade 5 yka3pIBaloTCs yKa3bIBAIOTCSI OCOOCHHOCTH (POPMHUPOBAHUS JIea U B HOCUTEIIS
uHpopmanuu. B ToM grcnie B rpade oTpakarTcs CrielualbHbIe CPOKU XPAaHEHUS JIeT,
MIPOCTABJISIOTCS OTMETKU O 3aBEACHUHU el (B TOM YHCIIE B JIEKTPOHHOM BUJIE), O BBIIEICHUH JIE]T

K YHUUYTOXKCHHIO TI0 UICTE€UEHUU CPOKOB UX XPaHEHUS, O MECTE XPAaHEHUS MTOJIMHHUKOB JIOKYMEHTOB,
0 mepenaye Jei B IPYTYI0 OPraHu3aluio sl IPOJOJIKEHUS BEACHUS U AP.

B rpade nenarotcs 0TMETKH 0 MEPEXOIAINX JelIaX ¢ YKa3aHUEeM CTaporo MHAEKCa Jieia B CIy4ae ero
m3menenus. Hanpumep «Ilepexomsmee ¢ 2026 r. B 2026 — 2030 rr. — 1. 2-2-11».

[To nemam, KOTOpPBIE 1O KAKUM-TTHOO MPUYMHAM B TEYEHUE KAJICHIAPHOTO I'0J1a HE 3aBO/IUJIHC,
B rpade «[Ipumeyanne» HOMEHKIATYpHI A€ AeiaeTcs 3aniuch — «Jlemo He 3aBoannocky. [Ipu sTom
B rpade 3 npocraisieTcs: IpovepK.

7.12. I1o oKOHYAaHWU KaJeHIAPHOTO rojla B KOHIIE HOMEHKIJIATYPHI JIeJ IeJaeTCs UTOrOBasl 3auch
O KaTeropuAax U KOJIMYCCTBC ACJI, 3aBCACHHBIX B TCKYUICM KaJICHAAPHOM Iroay. B HUTOT'OBYIO 3aIIMCh
CBOJIHOIl HOMEHKJIATYPHI Je]l CBEACHHSI BHOCATCS HA OCHOBAaHUH JIaHHBIX, MEPEAaHHBIX

W3 CTPYKTYPHBIX TOJIpa3ielieHuit 00pa3oBaTebHON OpraHu3aIii.

8. ®opmupoBanue u opopmiieHue e

8.1. dopmupoBaHue 17 — TPYNIUPOBKA UCTIOTHEHHBIX JOKYMEHTOB B JieJia B COOTBETCTBUU
C HOMEHKJIATypOU JIeJI ¥ CUCTEMATU3alKsl JOKYMEHTOB BHYTPH JIEJIa.

8.2. llena B oOpa3oBaTenbHOI Opranu3anuu GOpMUPYIOTCS B CTPYKTYPHBIX MOAPA3IEICHUSIX.

8.3. UcnonHeHHble JOKYMEHTHI JOJIKHBI B 10-1HEBHBIN CPOK CAABATHCS UCIIOJIHUTENEM JIUILY,
OTBETCTBEHHOMY 32 BEJICHUE JEIONPOU3BOJCTBA B CTPYKTYPHBIX MOAPA3ACICHUIX, IS
dbopmupoBanus ux B nena. Homep aena, B KOTopoe M0JKEH OBITh MOIIIUT TOKYMEHT, OTIPeIeseT
PYKOBOJUTEINb CTPYKTYPHOTO MOIpa3AeNeHus 00pa30BaTeIbHON OpraHU3aI[ii I UCTIOTHUTETh
B COOTBETCTBHUM C HOMEHKJIATYpoH nen. Ha qokyMeHnTe nmpoctaBisitoTcsi oTMeTKa «B nemo Ne...y»,
MOAMKUCH UCTIOJIHUTENS WM PYKOBOJIUTEINS CTPYKTYPHOTO MOApa3IeieH s, 1aTa.

I[OKYMCHTBI BHYTpPH JCJIa pacCiiojiararoTrcs B XpOHOJ'IOI‘H‘-ICCKOﬁ OCICI0BAaTCIbHOCTH.

8.4. KoHTpob 3a MpaBUIBLHOCTHIO (POPMUPOBAHUS JC]T OCYIIECTBIISETCS OTBETCTBEHHBIM 32 apXHUB
00pa3oBaTeNbHON OpraHu3allru.

8.5. IIpu popmupoBanuu a1 HEOOXOAUMO COONIOAATH CIEAYIONINE O0IIMe IPaBHIa;
e TIOMENIATh B JIEJIO TOJIHKO MCIIOTHCHHBIE JIOKYMEHTHI B COOTBETCTBHH C 3ar0JIOBKAMH JICIT

10 HOMEHKJIAType;
e TPYNIIMPOBATH B JEJIO JOKYMEHTBI OJJHOTO KAJIEHJIAPHOTO TO/a;
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e pa3eiIbHO IPYNIIUPOBATh B J€1a JOKYMEHTHI IIOCTOSHHOTO U BPEMEHHOT'O CPOKOB
XpaHeHUd,

e IIOMELIATh B Jieia KCEPOKOoNuM (pakcoB, TenedoHorpaMm Ha OOIINX OCHOBAHUSIX;

e B JCJ0 HC JOJDKHBI MOMCIIATLCA JOKYMCHTHI, ITOJJICKAIIHUEC BO3BPAaTy, JIMIIHUC
9K3EMIUISIPBl, YEPHOBUKU: TI0 00BbEMY J1€JI0 HE JOJKHO IpeBbIaTh 250 JTUCTOB UIH 4 CM.
[Tpu HanuuMy B Jejie HECKOJIBKMX TOMOB (4acTeil) MHJEKC U 3aroJI0BOK JIena
IPOCTABIISIOTCS Ha KQXJIOM TOME C JOOABJIEHUEM «TOM 1», «TOM 2» (IOCIIeIHUMN).

8.6. OcoObIe TpeboBaHUs K (POPMHUPOBAHUIO OTJEIBHBIX JEI.

8.6.1. PacniopsinurenbHble JOKYMEHTBI TPYIIUPYIOTCS B /i€ 10 BUJAM B XPOHOJIOTHYECKOM
MOPSIIKE C OTHOCAIIMMUCS K HUM TPUIIOKCHUSIMHU.

8.6.2. YcraBbl, M0JI0KEHUS, UHCTPYKLIUHU, YTBEPKIICHHBIE PACTIOPSIIUTEIbHBIMU JOKYMEHTaMH,
SIBJISIFOTCS TPUJIOKEHUSIMU K HUM U TPYIIIIUPYIOTCS BMECTE € yKa3aHHBIMH JIOKYMEeHTaMmu. Ecnu xe
OHHU YTBEPKICHBI B KAYECTBE CAMOCTOSATEIHHOIO JOKYMEHTA, TO UX IPYIIHPYIOT

B CAaMOCTOSITEJIbHBIE JIENa.

8.6.3. IIpukasbl 10 OCHOBHOM AESTEIbHOCTU IPYHIUPYIOTCS OTAEIBHO OT IPUKA30B 110 JIUYHOMY
COCTaBy.

8.6.4. HpI/IKaSBI I10 INYHOMY COCTaBYy I'PYHIIUPYIOTCA B I€jIa B COOTBECTCTBUU C YCTAHOBJICHHBIMHA
CpOKaMH UX XpPaHCHUA.

8.6.5. HpOTOKOHBI B ICJIC pacCIiojararoTcs B XpOHOJOTHYCCKOM ITOPAAKE 110 HOMCpPAaM. I[OKYMGHTLI
K IIPOTOKOJIaM, CIpyIIIMUPOBAHHBIC B OTACIBHLBIC J1€JIa, CUCTCMATH3UPYIOTCA 10 HOMCpaM
IIPOTOKOJIOB.

8.6.6. YTBep:KJIeHHbIC MJIaHbI, OTYETHI, CMETHI, TUMHTBI, TUTYJIbHbIE CIUCKH U JPYTUE TOKYMEHTHI
IPYNIUPYIOTCS OTAEIBHO OT IPOEKTOB.

8.6.7. JlokyMeHTHI B IMYHBIX JI€IaX PACIIOIaratoTCs 0 MEPE UX MOCTYIIIICHUS.

8.6.8. Ilepenucka rpynnupyercs B paMKax OJHOTO KaJ€HIapHOrO roJla 1 CHCTEMaTU3UPYETCS
B XPOHOJIOTMYECKOI MOCIEN0BATEIbHOCTH: JOKYMEHT — 3aIpOC — JOKYMEHT — OTBET.

8.7. Jlena oOpa3oBaTeabHOI OpraHU3aluy MOJyIeKaT 0(OPMIICHUIO TIPU UX 3aBEJICHUH

Y TI0 3aBepUICHUH KaleHaapHoro roaa. OdopMieHue fena — MOAr0TOBKA Jelia K XpaHEHUI0
BKJTFOYAET B CceOsl KOMIUIEKC paboT MO OMHUCAHUIO Jeia Ha 00JI0KKe, MOIITUBKE, HyMepaIluy JTUCTOB
Y COCTaBJICHHIO JIMCTa-3aBepuTens Aena. OgopmieHue aen npoBOAUTCS pabOTHUKAMU CTPYKTYPHBIX
MoApa3AesIeHnid 00pa30BaTEIbHON OpPTraHU3aIliH, B 00SI3aHHOCTH KOTOPBIX BXO/HT 3aBE/ICHNE

1 (OpMHUPOBaHUE JIEIT, IPYU METOJUYECKON TTOMOIIH U MO/l KOHTPOJIEM apXrBa 00pa3oBaTeIbHOM
OpraHu3aIyH.

8.8. Jlenma momnexar odopmienuto. [lomroe odopmiieHre aema npeaycMaTrpuBaeT:

e TIOJIIMBKY WU TBEPJIbIN MEPEILIET JIeNa;

e HyMEpaIHIO JIMCTOB B JIENE;

e COCTaBJICHHE JIHCTA-3aBEPUTEIIS JIeNa;

e COCTaBJICHHE B OCOOBIX CiTydasx (mpu 0hOPMIICHUH JTUIHBIX ACI, U ydeTa 0C000 IEHHBIX
JIOKYMEHTOB) BHYTPEHHEW OMHICH JOKYMEHTOB JIeTa;

e BHECEHHME HEOOXOJMMBIX YTOUHEHUN B PEKBU3UTHI O0JIOKKH /ie1a (YTOUHEHHE Ha3BaHUs
noJipa3jieNieHus, HHIeKCa U 3aroJoBKa Jiefia, IaThl Jena U JIp.).
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8.9. ChopmupoBaHHbI€ Jefia TOIINBAIOT Ha YEThIPe MPOKOJIa B TBEPAYIO OOJI0KKY U3 KapTOHA WU
MEPETUICTAIOTCS C YY€TOM BO3MOKHOCTH CBOOOTHOTO UTSHHSI TEKCTA BCEX IOKYMEHTOB, JaT, BU3

U pe3ostouuii Ha HUX. [Ipu moAroToBKe Aen K NoAIMBKe (MeperuieTy) MeTalInYeCKUue CKPerieHUs
(ck0OBI, CKpEnKH) U3 JOKYMEHTOB yAAJSOTCA. Jlella MOCTOSTHHOTO XpaHEHUs!, COCTOSIINE

13 He(pOpPMATHBIX JOKYMEHTOB, XPAHSITCS B 3aKPBITHIX TBEP/BIX MAlKaxX ¢ TpeMs KiiarlaHaMu

U C 3aBsA3KaMH.

8.10. Ilpu Hanuuuu B €€ HEBOCTPEOOBAHHBIX JIMYHBIX IOKYMEHTOB (TPYIOBBIX KHUXKEK U JIp.) 3TH
JOKYMEHTBI BKJIQJIbIBAIOTCS] B KOHBEPT, KOTOPBIN 3aTeM IOAIIMBACTCA B 3TO 1eno. [Ipn nannuun
OO0JIBIIIOr0 KOJIMYECTBA TAKUX JIOKYMEHTOB OHM MOTYT M3BIMAThCSI U3 JIeJl, U HAa HUX COCTaBIISIETCS
OTJEJIbHAs OIUCH.

8.11. B nmensx obecreyeHus: COXpaHHOCTH U 3aKPEIICHUs OPsI/IKA PACIIONOKEHHSI JOKYMEHTOB,
BKJIIOYCHHBIX B JIEJIO, BCE JIUCTHI, KPOME JICTa-3aBEPUTENIs, HYMEPYIOTCS apaOCKUMH LuppaMu

B IIPaBOM BEPXHEM YTJIy, HE 3aJieBasi TEKCTa JJOKYMEHTa, IPOCTHIM Ipa)M4eCKUM KapaHIallloM WIN
HyMepaTopoM. YToTpeOieHue YepHIII U [IBETHBIX KapaHJalliel Ui HyMepaluu JIMCTOB
3arpelaercs. BHyTpeHHs onKuch UMEET CaMOCTOATEIbHYI0 HYMEPALHIO.

JIucTel 1€, COCTOSIMX U3 HECKOJIBKAX TOMOB MJIM 4acTeM, HyMEPYIOTCS 110 KaXKIOMY TOMY HWJIN
YaCTH OTIEIBHO.

dororpaduu, YepTekKH, TUarpaMMBbl U APYTHE WLTIOCTPATUBHBIC U crieln(UuecKre JOKYMEHTHI,
IIPEJICTABISIONINE CAMOCTOSTENbHBIN JIUCT B I€Jie, HyMEPYIOTCS Ha OOOPOTHOM CTOPOHE B JIEBOM
BEpPXHEM YTIIy.

C0XeHHBIH JMCT pa3BOpauMBAETCs U HyMEpyeTCs B IpaBoM BepxHeM yrity. [Ipu aTom suct moboro
¢dbopmara, MOAMMUTHIN 32 OWH Kpaid, HyMEpyeTcsi KaK OJIMH JIUCT; JIMCT, CIOKESHHBIN U TIOIINTHINA
3a CepeHYy, IOUICKUT NEPELINBKE U HYMEPYETCs KaK OJUH JIHUCT.

[ToammTele B €10 KOHBEPTHI C BIOKEHUAMH HYMEPYIOTCS; IPU TOM BHa4alle HyMepyeTcs KOHBEPT,
a 3aTeM O4EpEIHBIM HOMEPOM KK 0€ BIIOXKEHUE B KOHBEPTE.

[Tonmmuteie B 1€70 JOKYMEHTHI ¢ COOCTBEHHON HyMepaluei JUCcTOB (BKIIIOYast Ie4aTHbIC U3AaHUA)
MOTYT HyMEpOBAaThCs B OOLIEM MOPSIIKE UM COXPAHATh COOCTBEHHYIO HYMEPAIINIO, €CIIH OHA
COOTBETCTBYET NOPSJKOBOMY PACIIOJIIOKEHHIO JINCTOB B JIETIE.

B cnydasix oOHapykeHust 60JIBLIOro YKciIa OMO0OK B HyMepaliy JUCTOB Jiefla B 1eI0OIPOU3BOJICTBE
MIPOBOAMTCS UX nepeHyMeparus. [Ipu nepenymepanuu JIMCTOB CTapble HOMEpa 3a4epKUBAIOTCS
OJIHOM HAaKJIOHHOW 4EpPTOW U PSIIOM CTaBUTCS HOBBI HOMED JINCTA; B KOHIIE JIENIA BKJIAIbIBACTCSA
JIMCT-3aBEPUTEIIb, TIPU 3TOM CTApBIN JINCT-3aBEPUTEIIh 3aUEPKUBAETCS, HO COXPAHSIETCs B JIEIIE.

8.12. Iy yyeta KOJIMYECTBA JIMCTOB B Jiejie U (PUKCAlMU OCOOEHHOCTEH X HyMepaluy COCTaBIISETCS
JMCT-3aBEepUTENb Jea. JIOKyMEHT COCTaBIIAETCs Ha OTAEIbHOM JINCTE U BKIIIOYAETCS B JI€JI0
nocjeHUM JUcToM. JIncT-3aBepuTelib cocTaBisieTcs 1no gpopme, yctanoBienHoi [IpaBunamu
OpraHM3ally XpaHEeHUs, KOMIUIEKTOBAaHHUs, yueTa U UCIIOJIb30BaHUS JOKYMEHTOB APXHUBHOTO

¢donga PO u 1pyrux apXuBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOT'O
CaMOYTIPABIICHUs U OPraHU3alUsAX, YTBEPKIECHHbIMU npuka3oM Pocapxusa ot 31.07.2023 Ne 77.

Bce nmocneayromnpe n3MeHEeHHs B COCTaBE M COCTOSTHUU Jiena (MMOBPEXKICHMS, 3aMeHa MO JTMHHBIX
JTIOKYMEHTOB KOTIHSIMH, IPUCOSANHEHHE HOBBIX JOKYMEHTOB U T. JI.) OTMEUYAIOTCA B JIMCTE-3aBEPUTE
Jiea CO CChUTKOM Ha COOTBETCTBYIOIIUHN aKT.
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8.13. O60kKa 1e7 MOCTOSTHHOTO, BpeMEHHOTO (CBbItIe 10 JIeT) XpaHEHHS U TI0 TUYHOMY COCTaBY
odopmisiercs o Gopme, ycranoBiaeHHOU [IpaBuiaMu opraHu3aiy XpaHeH!s, KOMIUIEKTOBAHUS,
ydeTa U UCIOIb30BaHUS TIOKyMEHTOB ApXUBHOTO ¢oHa PO u npyrux apXuBHBIX JOKYMEHTOB

B FOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOYMPABJICHUS U OPraHU3aLUIX,
YTBEpKJIeHHbIMU TTpuka3oM Pocapxua ot 31.07.2023 Ne 77.

Ha 06n07Ke €1 TOCTOSIHHOTO XpaHEHUs BBEPXY MPELyCMaTPUBAETCS MECTO Il HAMMEHOBAHUS
MYHULUTAIBFHOTO apXHBa, B KOTOPBIM OHU OYAyT IepeaHbl, a TAK)Ke apXHUBHOTO MKdpa B IPaBoOM
BEPXHEM U JIEBOM HWKHEM YIUIaX.

[Tpu odopmieHnn 00JI0KKH J1e] HAUMEHOBaHUE 00pa30BaTEIbHON OpraHU3aIH YKa3bIBaeTCs
MIOJTHOCTBIO 110 YCTaBy, B MMEHUTEILHOM TaJIeKe, COKPAIICHHOE Ha3BaHWE — B CKOOKax.

OO0s13aTeaBLHBIMU PCKBU3UTAMU 00105KKH Aciia SABJIACTCA YKa3aHHUE KOJINYECTBA JIMCTOB B JICIIC,
KOTOPOC IMPOCTABIACTCA HAa OCHOBAHUU JIMCTA-3aBECPUTCIIA [€JIa, U CPOKA XPaHCHUS ACJIa (Ha Jciax
IMOCTOAHHOI'O XPaHCHUS IMUIICTCA: «XPAHUTDb HOCTOHHHO»), KOTOpLIﬁ MEPCHOCUTCA Ha 06J'IO)KKy Aciia
M3 HOMCHKJIATYPBI ITOCJIC CBCPKHU €T'0 110 CPOKAM XpaHCHUS B IICPCUHC.

8.14. [lnst yueTa TOKYMEHTOB OIPEACIICHHBIX KaTErOPUH eI MOCTOSTHHOTO M BPEMEHHOTO (CBBIIIIE
10 neT) XpaHeHus1, y4eT KOTOPhIX BBI3BIBACTCS CHEIM(DUKON TaHHOW JOKyMEHTAIuK (JINYHBIC Jea,
0c000 TIEHHBIC), COCTABIISICTCS BHYTPEHHSIS ONMCH IOKYMEHTOB JieJia (Jlajiee — BHYTPEHHSIS OTIVCH).

BHyTpeHHIOI0 OIHUCh HEOOXOUMO TaK)KE COCTABIIATH B JIeJlaX MOCTOSHHOTO U BPEMEHHOTO (CBBIIIIE
10 net) xpaneHus, cOPMUPOBAHHBIX 110 PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PacKphIBAIOT KOHKPETHOE COJICPKAHUE JOKYMEHTOB.

BHyTpeHHsIsI OMCh COCTaBISETCS HAa OTACIBHOM JIMCTE 1O opMe, ycTaHOBIEeHHOH [IpaBrmamu
OpTaHU3aIH XpPaHEHHS, KOMITJICKTOBAHUS, YU€Ta U UCIIOIb30BaHUS IOKYMEHTOB APXHBHOTO
¢ona P® u n1pyrux apXuBHBIX JOKYMEHTOB B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOT'O
caMOyNpaBJIeHUS U OPraHU3aLusaX, YTBEpPKIeHHbIMU ITpuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

K BHYTpeHHel onucH Jiena coCTaBIseTCs UTOTOBas 3alKcCh, B KOTOPOU yKa3bIBaeTcs udpamu
U NIPOIKCHIO KOJIMYECTBO BKJIKOYEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIUCTOB BHYTPEHHEN OIUCH.

BHyTpeHHss OnUCh NOANMCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM JTOJKHOCTH, TIOJIIUCH,
paciipoBKU NOAMUCU U HyMEPYETCS B JI€J€ OTAEIBHO.

9. Opranu3anusi ONePaTHBHOIO XPAHCHHUS JOKYMEHTOB

9.1. C MmoMeHTa 3aBeJIeHHsI U 10 Mepeslauu Jel B apXuB 00pa30BaTeIbHONW OpraHU3aIiy Jerna
XpaHATCS IO MECTY UX (OPMUPOBAHUS — B CTPYKTYPHBIX MOJIPA3ICIICHUSX.

PykoBoauTtenu cTpyKTYpHBIX MOApPaA3/IeIeHU U paOOTHUKH, OTBEYAIOIIKE 32 JeIONPOU3BOICTBO,
00s13aHBI 00eCTIeYMBaTh COXPAHHOCTh JIOKYyMEHTOB U JIEJ.

C uenbio NOBBIIEHUS ONEPATUBHOCTH MOMCKA JOKYMEHTOB JIeJIa PACIioaraloTcsi B COOTBETCTBUU
C HOMEHKJIaTypOu Jel.

Ha xopernikax 005105keK /1€ YKa3bIBalOTCS MHIEKCHI JIeN 10 HOMEHKJIIAType.
9.2. Brimaua fien, 03HaAKOMJIEHHE C IOKYMEHTAMH, HAXOIAIIMMUCSA Ha OMIEPATUBHOM XPaHEHUH

B CTPYKTYPHOM MO/Ipa3ieiicHUH, paOOTHHUKaM 00pa30BaTeIbHOM OPraHU3alluu MPOU3BOUTCS
C pa3peleHus: pyKOBOJICTBA.
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9.3. U3patue JOKYMCEHTOB M3 ACJI IIOCTOSHHOI'O XpaHCHUA JOITYCKACTCSA B HCKITIOYUTEIIBHBIX
ClIydasx, Imo 3amnpocamM KOMIICTCHTHBIX OPpraHOB U IMTPOU3BOAUTCA C MUCbMCHHOT'O pa3pClICHUS
PYKOBOOUTEIIA 06p330BaTeHBHOﬁ opraHu3alr C OCTaBJICHUEM B JI€JIC 3aBCpCHHOI>'I KOIIMH JOKYMCHTA
H aKTa O IpUYrMHAaxX BbIAa4u IMOJJIMHHUKA.

9.4. CamOCTOSITEILHOE YHUUTOXKEHUE JOKYMEHTOB B CTPYKTYPHBIX MOJAPA3AEICHUIX
00pa3oBaTeNbHON OpraHU3alMy 3aIperaeTcs.

9.5. PaOOTHMKM CTPYKTYPHBIX MOJpa3/IeICHHU HECYT OTBETCTBEHHOCTh 32 COXPAaHHOCTD
MOCTYNHUBIINX K HUM JJOKYMEHTOB M aKKypaTHOE 00palieHne C HUMHU.

10. Iopsinok nmepenavyu J0KYMEHTOB HA XpaHeHUe
B apXuB 00pa30BaTeIbHOI OpPraHu3aluu

10.1. B apxuB 00pa3oBaTeIbHOM OpraHU3alliy MEPEAAOTCS Jejia MOCTOSIHHOTO, BPEMEHHOTO (CBBIIIIE
10 net) xpanenusi. Mx nepenava mpou3BOIUTCS MO OIHCSM JICJ.

3aKOHYEHHbIE JIeJIONPOM3BOJICTBOM JIeja NOCTOSIHHOT0, BpeMeHHoro (cBbliie 10 y1eT) xpaHeHus
10CJIe OKOHYAaHUS KaJICHJAPHOT 0 ro/ja, B KOTOPOM OHM OBUIH 3aBECHBI, ITOAIEkKAT 0()OPMICHHIO

B COOTBETCTBHUH C HACTOSILEH MHCTPYKLUEH 1 IIepelaloTcs B apXuUB 00pa30BaTeIbHOW OpraHu3aluy.
[Ipuem ocyiecTBisieTcs 1o rpaguKy, COrJJaCOBAHHOMY € PYKOBOAUTEISIMU CTPYKTYPHBIX
NOJIpa3/ieIeHuil U yTBEP)KICHHOMY PYKOBOJHUTEIEM 00pa30BaTeIbHOW OpraHu3aliH.

10.2. B neproJ NOArOTOBKU CTPYKTYPHBIMHU [TOAPA3/CIICHUAMU €)1 K [Iepe/lade B apXUB
00pa3oBaTeNbHON OpraHU3alMi OTBETCTBEHHBIH 32 apXUB MPEIBAPUTEIBHO MPOBEPSIET
MPaBUIBLHOCTH UX (popMUpOBaHUS, OPOPMIICHHS U COOTBETCTBHE KOJIMYECTBA JIE], BKIIFOYCHHBIX
B OIKCb, KOJIMYECTBY 1€, 3aBEICHHBIX B COOTBETCTBUY C HOMEHKJIATYpOM. Bce BhIsABIEHHBIE ITPU
IIPOBEPKE HEAOCTATKU OTBETCTBEHHBIE 3a EIOIMPOU3BOJICTBO CTPYKTYPHOIO OAPA3ACIICHUS
00513aHbl YCTPAHUTb.

10.3. ITpueM Kaxaoro Jena NpOU3BOJUTCS OTBETCTBEHHBIM 3a ApXUB B IPUCYTCTBUU
OTBETCTBEHHOT'O 3a JIEJIONPOU3BOJICTBO CTPYKTYPHOTO IoApasaeneHus. Ha sk3zemisipax onucu
IIPOTUB KAXKIOT0 JIeJIa, BKIIFOUEHHOIO B HEE, IEIacTCs OTMETKA O HAJIMYKUU Jea. B KoHIle Kaxa0ro
AK3EMILISPA OMUCH YKa3bIBAIOTCS LIM(PpaMu U MPONKUCHIO KOJINYECTBO (PaKTUUECKU MPUHSTHIX

B apXMB J€JI, HOMEPA OTCYTCTBYIOIIUX JI€]1, 1aTa IIprueMa-Iepeayu Aell, IOANUCH OTBETCTBEHHOTO
3a apXuB U paOOTHMKA, IT€peIaBILIEero Aea.

10.4. lena B apXuB AOCTaBIISIFOTCS paOOTHUKAMU CTPYKTYPHBIX [TOAPA3ICIECHUN.

10.5. B cayyae nuKBHALUU CTPYKTYPHOT'O MOAPA3I€IeHHs OTBETCTBEHHBIN 3a JEIONPOU3BOACTBO
B T€UEHHE JABYX MECSIIEB C MOMEHTA JIMKBHUIALUU ToIpa3aeneHus: GopMUpYeT BCE UMEIOIINEecs
JOKYMEHTHI U TIepe1aeT B apXuB 00pa30BaTeIbHON OpraHU3aIlMi HE3aBUCHUMO OT CPOKOB XpaHEHHUS;
IIpU peopraHu3alii 00pa3oBaTeIbHON OpraHU3alMK JOKYMEHTHI IEPEAal0TCs 10 aKTy MprueMa-
nepeayy NpaBoONPEEMHUKY WIN IIPU OTCYTCTBUU MPAaBOIPEEMHUKA — B MyHHUIMIAJIBHBIN apXUB.

11. DxkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DxcrnepTu3a HEHHOCTU JOKYMEHTOB — ONPEEIEHNE COOTBETCTBUS TOKYMEHTA U (WIIN)
JOKYMEHTOB KPUTEPHUSM €ro (MX) LIEHHOCTH B LIEJISIX OINpeIeNIeHUs] CpOKa XpaHeHUs U 0TOOpa
JOKyMEHTA U (WJIN) JOKYMEHTOB JIJIs JJIs TIepelavuul Ha XpaHEHHUs B apXuBe 00pa3oBaTebHON
OpraHM3alMK WU BBIJEIEHNS K YHUUYTOKEHHUIO 110 HCTEYEHUH YCTAaHOBJIEHHOTO CPOKA XPAHEHUS.
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11.2. DkcnepTr3a EHHOCTH IOKYMEHTOB B 00pa30BaTeIbHON OpraHu3aIii Ha CTaIUH
JIEJIONPOU3BOJICTBA IPOBOUTCS:

e IIPU COCTaBJICHUH HOMEHKJIATYPBI JEI;

e B Ipouecce GOpMUPOBAHUSA J€J1 U IPOBEPKH MTPABUILHOCTH OTHECEHHSI JOKYMEHTOB
K Jleram;

e IIPH IOArOTOBKE JEJ K IIOCICAYIOIIEMY XPaHEHHUIO;

e B apXHBE B IIPOLECCE NTOATOTOBKY HA XPAaHECHUE B MyHULUIIAIbHOM APXUBE.

11.3. JIns opraHu3anuy 1 MpoOBEACHUS SKCIIEPTU3HI IIEHHOCTH JIOKYMEHTOB B 00pa3oBaTebHON
OpraHu3alK CO3/4aeTCsl IOCTOSIHHO JAEHCTBYIOMIas SKcnepTHas komuccus (nanee — 9K).

11.4. ®ynxnuu u npaBa DK, a Taxke opranuzaius ee paboThl ONpeNeNsIeTcs MOI0KEHUEM, KOTOPOe
yTBEpKJIAeTcsa PyKOBOJUTEIEM 00pa30BaTeIbHOM opranu3anuu 1 (wim) coriacoBsiBaetcs ¢ LIDK
VYnpasiieHue aenamMu NpaBUTEIbCTBA DHCKOM 00J1acTH.

11.5. DkcnepTr3a IEHHOCTU IOKYMEHTOB MTOCTOSIHHOTO M BPEMEHHOT'O XPaHEHUsI OCYIIECTBIISCTCS
€XKEroJIHO B CTPYKTYPHBIX MOJpa3AeeHUsIX 00pa30BaTeIbHON OpraHru3aluyd HEMOCPEACTBEHHO
JIUIIaMU, OTBETCTBEHHBIMH 3 JIEJIOMPOU3BOJICTBO, COBMECTHO ¢ DK Mpu HENnoCpeICTBEHHOM
METOJIMYECKOM PYKOBOJICTBE PYKOBOJIUTEINSI apXUBa 00pa30BaTEIbHON OpraHU3aIliH.

11.6. OT60p TOKYMEHTOB /JIsl HIOCTOSIHHOT'O XpaHEHUsI IPOBOAUTCS B COOTBETCTBUU
C HOMEHKJIATYpOU Jie)T 00pa30BaTeIbHON OpPraHn3aliy, TUTIOBEIMU M BEJIOMCTBEHHBIMHU TIEPEUHSIMU
JIOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHEHUs IIyTEM IOCTPAHUYHOTO IIPOCMOTpPA AEI.

B AcCJIaX MOCTOAHHOI'O XpaHCHUA MOAJICIKAT U3BATHUIO IIY6JICTHI)I€ SK3CMILIAPBI JOKYMCHTOB,
YCPHOBHKH, HeO(l)OpMJ'IeHHBIe KOIIMKU JOKYMCHTOB U HC OTHOCAIIUCCA K HUM JOKYMCHTBI.

Hena ¢ ormetkoii "IITK"/"IK" moasepraroTcs Takke MOJIUCTHOMY IIPOCMOTPY C LIENbIO
oTpesieNIEHUs ¥ BBIJCJICHUS U3 UX COCTaBa IOKyMEHTOB, MOJIEKAINX TOCTOSHHOMY XpaHEHHUIO.
Hena ¢ ormetkoii "IITK"/"IK«, conepxkaiiue T0OKyMEHTbl IOCTOSHHOTO XpaHEeHHUs, MOJIEXaT
nepe@opmMupoBaHuio. BeleneHHbIe U3 UX COCTaBa JOKYMEHTHI IOCTOSIHHOT'O XpaHEHUS
MPUCOETUHSIOTCS K OJTHOPOIHBIM JieJaM U 0(hOpMIISIOTCS B caMOCTOsITeNbHBIE iea. Cpoku
XpaHeHus e, COAepKaIIUX OCTaBUINECS TOKYMEHThI BpEMEHHOTO XpaHEHMUsI, OIIPEIEIISIOTCS
10 BEZIOMCTBEHHOMY (M TUIIOBOMY) IIEPEYHIO JIOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHUs

1 HOMeHKJIatype aei. [loamnBka BHOBb CPOPMUPOBAHHBIX /1€ MPOU3BOAUTCS TOJIBKO MOCTIE
3aBEPUICHMSI KCIIEPTU3bI LICHHOCTH TOKYMEHTOB.

OnHOBpEeMEHHO ¢ 0TOOPOM JOKYMEHTOB ITOCTOSTHHOTO M BpeMeHHOTo (cBbiile 10 j1eT) XxpaHeHus 1yis
nepesiauy B apXyB B CTPYKTYPHBIX MOAPA3IEICHUIX TPOBOAUTCA OTOOP 1€ U TOKYMEHTOB
BpeMmeHHoro (10 10 ser) XpaHeHus, Mo UIekKalux JaJbHeHIeMy XpaHEHUIO B CTPYKTYPHBIX
MO/Ipa3/IeNICHUSX, BbIJIIEHNE K YHUUTOKEHUIO JIeJT 3a MPEeIbIIyIIre KaJeHAapHble TObl

C UCTEKILIMMHU CPOKaMHU XpaHeHus. [Ipyu 3TOM yunuThIBaIOTCSI OTMETKH B HOMEHKJIAType Ael

«/lo munoBanus HagooHocTn» (JAMH), «Ilpu ycnoBuu 3aBepiieHus NpoBepKy (PEBU3UN)» U T. II.

[TapannenpHo nMpoBepsETCs KAYECTBO U MOJHOTA JEHCTBYIONIEH HOMEHKIIATYPBI €I
o0pa30BaTeNbHOM OpraHu3aluu, NPaBUILHOCTD ONpEeNIEHUsI CPOKOB XpaHEHUS /1€, 3aBEICHHBIX
B COOTBETCTBUH C HOMEHKJIATYpPOM Jiell, COOII0ACHNE YCTAHOBIEHHOTO OPsiIKa OPOPMIICHHS
JIOKYMEHTOB ¥ (pOPMUPOBAHUS JEII.

11.7. ApXuB pOBOAUT KCIEPTU3Y LIEHHOCTH JOKYMEHTOB MpU 0TOOpE UX HA XpaHEHHE M0/
HEMOCPECTBEHHBIM METOAMYECKHUM PYKOBOJICTBOM MYHUIIUIAIBHOTO apXUBa DHCCKOM 001acTH.
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11.8. B cmyuae oOHapy>keHHs B TIpoliecce MPOBEACHUS IKCIIEPTU3BI IIEHHOCTH JJOKYMEHTOB B apXUBE
HEAOCTAaYU JOKYMCHTOB MMOCTOAHHOI'O XPAaHCHUA COOTBCTCTBYIOIIUMU CTPYKTYPHBIMU
Mo/ipa3iesieHus MU 00pa30BaTeNIbHOM OpraHu3aluy JOHKHBI ObITh IPUHATHL MEPHI IO PO3BICKY ITUX
JOKYMEHTOB.

CtpykTypHbIe oApa3eaeHus 00pa30BaTeIbHON OpraHnu3alul 00sI3aHbI CUCTEMATHYECKU
OITMCHIBATH JIOKYMEHTHI 110 JINUYHOMY COCTaBY M JJOKYMEHTHI BpeMEHHOT0 XpaHeHus (cBbime 10 ner),
o0ecreynBaTh UX COXPAaHHOCTh U yUeT.

11.9. Ha Bce 3aBepiiieHHbIE 1€TONPOU3BOJICTBOM JIejIa MOCTOSIHHOT0, BpeMeHHOoro (cBbiie 10 ser)
XpaHEHUs U 10 JIMYHOMY COCTaBYy, MPOIIEANINE SKCIEPTU3Y HEHHOCTH U 0(hOpMIICHHBIE

B COOTBETCTBUH C HACTOSIIIUMH TPEOOBAHUAMH, €KETOTHO COCTABIAIOTCS onucH aen. OTnenbHas
OIHCH eI MIPEICTABISIET COO0M NepeyeHb JIed ¢ CAMOCTOSTEIbHON BalOBO (ITOPSIKOBOIN)
HyMepaiuen.

Omnucu Aen coCTaBIsAIOTCS OT/IENBHO Ha Jiefia MOCTOSIHHOTO XPaHEeHMs], Jiejla BPEMEHHOTO (CBBILIE

10 neT) XpaHeHus, 1ena mo JMIYHOMY coctaBy. Onmcu aen ohopMIIIOTCs To hopmam,
ycTaHoBiIeHHbIM [IpaBuiiaMu opranu3anuy XpaHeH!sI, KOMIUIEKTOBAHUS, y4eTa U UCIIOIb30BAHUS
JNOKYMEHTOB ApxuBHOro Gonaa PO u qpyrux apXuBHBIX JOKYMEHTOB B FOCY/1apCTBEHHBIX OpraHax,
OpraHax MECTHOT'O CaMOYIIPaBIICHHS ¥ OpTaHU3alUAX, YTBEPKICHHBIMH ITpHUKa3oM PocapxuBa

ot 31.07.2023 Ne 77.

OnucH z1e1 coCTaBIIAIOTCS B KQXKJIOM CTPYKTYPHOM I0Jipa3fiesieHnu 00pa3oBaTeIbHON OpraHu3alnuu
€XKEroJIHO B JIBYX SK3EMILISIpax.

IIo »Tum onucsam noapasaciiCHud CAA0T JOKYMCHTHI B apXHUB O6p330B8T6JILHOfI OpraHu3aluu.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U KaU€CTBEHHOE COCTABIIEHUE OMUCEH /1€ CTPYKTYPHBIX
MIO/IPa3JIEJIEHNI HECYT PyKOBOJUTENH ITUX MOAPA3ECIICHUN.

11.10. ITepen BHeCceHHEM 3aroJ0BKOB /i€ B OMMCH IPOBEPSIOTCS KauecTBO (POPMHUPOBAHHUS
1 oopMIIeHHS e, COOTBETCTBHE KOJIMYECTBA /1€, BHOCUMBIX B OMKCh, KOJIHMUECTBY 3aBEJCHHBIX
JIeJ1 IO HOMEHKJIaType 00pa30BaTeIbHOM OpraHu3aluy.

IIpu mpocMoTpe el MPOBEPSIOTCS:

e COOTBETCTBME 3aroJIOBKa JI€JIa COEPKAHNIO TOKYMEHTOB B J€CIIE;
e IPaBHIBLHOCTh O()OPMIIEHUS U TPYIIHUPOBKH JOKYMEHTOB, BKJIFOUECHHBIX B JIEJI0;
e KauecTBO NOJIIMBKYU WJIM MEpeIieTa Aeia;

e TIPaBUIBHOCTb HyMEpALUH JINCTOB /€14,

e HaJM4He B JieJie B HEOOXOIMMBIX CIIy4asiX BHYTPEHHEH OIMuCH;

e TPaBHIBLHOCTH O(OPMIIEHUS OOJIOKKH JeTa;

e HaJMYME U MPABWIbHOCTh 0(OPMIICHUS JIMCTa-3aBEPUTES JIeIa.

B cnyuae oOHapy:keHUs HapylIeHHs yCTaHOBJIEHHBIX MpaBUil GOPpMUPOBAHUS U 0POPMIIEHUS Jel
OHU JIOJKHBI OBITh YCTPAHEHHBI.

B cnyuae oOHapy:keHUs OTCYTCTBUS A€, YUCISIIIUXCS 10 HOMEHKIIaType Aesl 00pa3oBaTeabHOM
OpraHu3allH, CTPYKTYPHBIM IIOJIpa3/IeIC€HUEM IPUHUMAIOTCS. MEPBI IO UX po3bIcKy. OOHapyKeHHbIE
JieNia BKIIIOYAloTCsl B onuch. Eciii mpUHSTHIE MEpBI HE Aalld pe3yJIbTaToB, TO HA HEOOHApPYKEHHbIE
JieJla COCTABIISETCs CIIpaBKa O MPUYMHAX OTCYTCTBHS J1€]1, KOTOpask MOAIUCHIBAETCS PYKOBOAUTEIEM
CTPYKTYPHOTO IIOJIPA3/IEJIECHUS U NIEPEAAECTCSI BMECTE C OMMCBIO JIE] CTPYKTYPHOIO IMOAPA3AECICHUS

B apXHB 00pa30BaTeIbHOIN OpraHu3aluy.
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11.11.IIpu cocTaBieHUHU OMKICH € COOTIOIAIOTCS ClIeayIonue TpeOOBaHUS:

e 3aroJIOBKHU A€ B OIIMCH JOJIXKHBI COOTBETCTBOBATH 3arojioOBKaM JI€JI B HOMCHKIIATYyp€C ACTI
U TOMY, YTO BBIHCCCHO Ha O6JIO)KKy, B COOTBCTCTBHHU C HpPIHSITOfI cxeMoi CUCTEMATH3allH,;
e KaXJ0€ ACJI0 BHOCUTCA B OIIMCH 110 CaMOCTOATCIbHBIM ITOPSAJAKOBBIM HOMEPOM. Ecmm p1(S2) (0)
COCTOMUT U3 ABYX U 0oJiee yacTeu uimu TOMOB, TO KaXXaas 4aCTb UJIM TOM BHOCHTCA B OIIUCH
noa CaMOCTOATCIIbHBIM HOMEPOM.

11.12. I'padbl onucy 3amoaHSAIOTCS B TOUHOM COOTBETCTBHH C TEMH CBEACHUSMHU, KOTOPHIS
BBIHECEHBI Ha O0JIOKKY Jiena.

11.13. ITpu BHECEHUHU B ONMUCH MOAPS ACJ C OJUHAKOBBIMU 3ar0JIOBKAMH MUIIETCS MOJIHOCTHIO
3aroJIOBOK TEPBOTO JieTia, a BCE OCTaJIbHbIC OJTHOPOIHBIE Jieja 0003HavaoTes ciioBaMu «To ey, mpu
ATOM JIPYTHE CBEICHMSI O JIeIaX BHOCSATCS B OIUCH IMOJTHOCTHIO (HA KaXKOM HOBOM JIMCTE OIHCH
3aroJIOBOK BOCIIPOU3BOJUTCS MMOJTHOCTHIO).

11.14. I'pada onucu «IIpumeuanue» UCIOIB3YeTCs I OTMETOK O MpUeMe Jei, 00 0COOCHHOCTSIX
MX (PU3MYECKOr0 COCTOSHUS, O [epeade Aei APYTUM CTPYKTYPHBIM IOJPa3/CICHUSIM CO CCBLIKOH
Ha HEOOXOAMMBIN aKT, O HAJIMYUHU KOIIUH U T. 1.

11.15. B xoHIIe onycH Belie 3a MOCIICAHEH OIMMCATEIbHOM CTaThEel Je1aeTCsl UTOroBas 3aIuch,

B KOTOPO# yKka3bIBaeTcs (udpamMu U MPOMKUCHIO) KOJTHMYECTBO JICH, YHCISIIUXCS IO OIUCH, TIEPBBIT
Y TIOCTICTHAI HOMEpa JIeTI TI0 OTHCH, a TAK)KE OTOBAPHUBAIOTCS 0OCOOCHHOCTH HyMEpaIluu JeJ B OIHUCH
(JTuTepHBIC HOMEpPA JIeN U TPOIYIICHHBIC HOMEPA).

11.16. Onuceh nen CTpyKTYPHOTO TOIpa3ieTICHuUs TOAMKUCHIBACTCS PYKOBOJIUTEIEM CTPYKTYPHOTO
MoIpa3/iesieHusI.

Omnucu CTPYKTYPHBIX HOﬂp%ﬂCHCHI/Iﬁ CIIyKaT OCHOBOM JIJIS1 COCTaBIIEHHS I'OJIOBOTO pasaciia onmucu
pi(SA) | O6pa?>0BaT€J'IBHOI\/’I opranu3anviu, Np€aAruCIOBHA, TUTYJIBHOTO JIMCTA, MOATOTOBKA KOTOPOTO
BO3JIaracTcCsa Ha apXuB O6pa3OBaTeJIBHOI>'I OpraHu3alu.

11.17. I1o pe3ynpTaTam 3KCIIEPTU3bI LIEHHOCTH JOKYMEHTOB COCTAaBIISIFOTCS ONUCHU €I IOCTOSTHHOTO,
BpeMeHHOoro (cBbie 10 j1eT) XpaHeHUs U 10 JUYHOMY COCTaBY, a TAK)KE aKThl O BbIJIEJICHUU JIEI
K YHUUYTOKCHHUIO.

11.18. AKT 0 BbIIEJICHUH K YHUUTOKEHHUIO TOKYMEHTOB COCTaBIISI€TCS, KaK MIPaBUIIO, HAa BCe Jela
oOpa3oBaTenbHON opranu3anuu. Eciu B akTe yKka3aHbl Jiejla HECKOIBKUX CTPYKTYPHBIX
MOJIpa3IeIeHn i, TO Ha3BaHUE KaKJOT0 CTPYKTYPHOTO MOIPa3/IeICHUs YKa3bIBAETCS TP TPYIIIOi
3aroJ0BKOB JI€JI 3TOr0 MOoJpa3/iesieHusl. 3aroJ0BKH OJHOPOIHBIX J1eJI, OTOOPaHHBIX JUIs
YHUUYTOXESHHS, BHOCSATCS B aKT TI0J] OOIIIUM 3aroJIOBKOM C YKa3aHHUEM KOJHYECTBA JeJl, OTHECEHHBIX
K JJaHHOM rpymme. J{ena BKII0Yal0TCs B aKT O BBIACICHUH UX K YHUYTOXKEHUIO, €CITH
MPEyCMOTPEHHBIN I HUX CPOK XPaHEHUS UCTEK K | sSTHBaps ro/1a, B KOTOPOM COCTABJICH aKT, MPH
HAJIMYMH YTBEPKJCHHOM (COrNIACOBAHHOM) OMUCH 3a ATOT MEPHO. AKT O BBIJICICHUH

K YHHYTOXXECHHUIO JJOKYMEHTOB COCTaBIsieTcst hopMe, yCTaHOBIIEHHOH [IpaBuiiamMu opranu3amnuu
XpaHeHHUs, KOMIIJIEKTOBAaHUs, yUeTa U UCIOJIb30BaHUs IOKYMEHTOB ApxuBHoro gouaa PO u npyrux
apXHWBHBIX JOKYMEHTOB B TOCY/IapCTBEHHBIX OPraHaX, OpraHaX MECTHOTO CaMOYTPaBICHUS

U OpraHM3alysX, yTBEpKIEHHbIMU NpuKa3oM Pocapxusa ot 31.07.2023 Ne 77.

CornacoBannbie DK 00pa3oBarenbHOIM OpraHU3aluy aKThl YTBEPKAAI0TCS PyKOBOAUTEIEM
o0pa30BaTeNbHOM OpraHu3aluy IpyU HAJIUYUU YTBEP)KJIEHHBIX ONMKCEN A€ TOCTOSIHHOTO XpaHEHUs

Y COTJIaCOBAHHBIX OMMCEH JIeN M0 JMYHOMY COCTaBY 3a TOT e MEepUo/l, IOciie Yero oopazoBareabHas
OpraHu3alys UMeeT IPaBO YHUUTOXKATh JeJla, BKIIOYEHHbIE B IAaHHBIE aKThI.
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[Torpyska u BbIBO3 Ha yTUIIU3ALUIO OCYLIECTBIIAIOTCS MO KOHTPOJIEM OTBETCTBEHHOIO 3a apXUB
00pa3oBaTeNnbHON OpraHu3alliy WIK OTBETCTBEHHOTO 3a JAETIOMPOU3BOICTBO.

12. l'[epez[aqa AOKYMCHTOB Ha XpaHCHHUC B MyHHIIHHaJIBHLIﬁ apxuB

12.1. Ilepenava Ha XpaHeHUE B MyHUIIUNIAIBHBIN apXuB DHCKOW 00JIACTH MOJICKAT IOKYMEHTHI
BpeMeHHbIX (cBbIIIe 10 j1eT) CpOKOB XpaHEHHS], B TOM YHKCJIE 110 JINYHOMY COCTaBY, €CJIM HHOE
HE YCTAHOBJIEHO JICHCTBYIOIIMM 3aKOHOAATEIbLCTBOM.

12.2. [lepenaya aein B MyHHUIUIIAJIBHBIA ApXUB OCYIIECTBIISIETCS 110 aKTy MpHeMa-nepeauu
apXUBHBIX JOKYMEHTOB Ha XpaHEHHUE U B 3apaHee COrJIacCOBaHHBIC C MyHULIUITAJIbHBIM apXUBOM
CPOKH.

13. Ucnosib30BaHue JOKYMEHTOB apXuBa 00pa30BaTe/JIbHOM OPraHu3aluu
13.1. JlokyMeHTBI U JieJ1a, HaXOJsIIHecs Ha XpaHEHUH B apXHBE, IPEACTABISIOTCS paOOTHUKAM
CTPYKTYPHBIX TIOJIpa3iciieHUH it pabOTHI B TIOMEIICHUH apXHBa WM BO BPEMEHHOE (HE OoJee

Mecs11a) MMOJIb30BaHKE BHE apXKBa MO/ PACIMCKY B XKypHale yueTa Belgaun fen (mpuinoxkenue Ne 11).

13.2. PaboTHHKM 00pa30BaTEIbHON OpraHU3alMi HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTb
Y TIPaBUJIBHOE UCIIOJIB30BaHHIE MOTYYECHHBIX apXUBHBIX JOKYMEHTOB.

13.3. 3bsATHE TOKYMEHTOB U3 apXUBHBIX eI, iepeaadya paOOTHUKAM CTPYKTYPHBIX MOIpa3aeIeHHMI
apXUBHBIX JOKYMEHTOB MJIM X KON paOOTHUKAaM APYTUX OpraHu3alui 6e3 pa3penieHus

PYKOBOACTBA HE HNOITyCKACTCA.

13.4. Ilpu paboTe ¢ apXUBHBIMH IOKYMEHTaMU HE pa3peliaeTcs BHOCUTh B HUX MPABKY, J€J1aTh
MIOMETKH, paboTaTh C HUMHU BHE CIIyKEOHBIX TOMEIECHU.

ITpunoxxenne Ne 1
K MHCTpYyKIMH 10 1€70MIPOU3BOJICTBY

bnaHk moKaibHOTO akTa
MynununansHoe 010/PKETHOE 00pa30BaTeIbHOE YUPEKACHUE
«BepxHeTakepMeHcKast OCHOBHas 0011eo0pazoBaTenbHaskona uMenu ['abnenxas CabutoBa»

MeH3enMHCKOro MyHuunaibHoro paiiona Peciyonuku TaTapcran

(MBOY «Bepxnerakepmenckas OOLL nm. 'abnenxas Caburosa)

[NPUHATO YTBEPXIEHO
MeJarornyeckuM COBETOM Jupektop
[Ipotokom Nel I'apaeBa @5

ot 27.08.2025 [Tpuka3z Ne 134

or 27.08.2025

MOJOKEHUE/MOPAJOK/UHCTPYKIUA
0

1. O01ue moJj10KeHu s

I.1..
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1.2...

2. Ha3BaHmue pa3jgesia
2.1...
2.2...

3. HazBanue pazaeia

3.1..

3.2...

4. Ha3Banmue pa3jaeJia
4.1...
4.2...

5. HazBanmue pa3geia
5.1...
5.2..

6. HazBanmue pa3aena
6.1...

6.2...

IIpunoxxenne Ne 1
k [Tonoxenwuro/Ilopsanky/UucTpyKuInn

3aroJI0BOK NPHJI0KEHUS!
TekcT IMPUJIOKEHUS
Ha Granke I0KyMEHTa MOXET MPOCTaBIAThCSA PeKkBU3NT «I'pud) cormacoBanus 1okymMeHTa». PekBusut opopmusercs no Tpebosanusm mynkra 5.20 FOCT P 7.0.97-2025.

1. TIpu yTBEpsKICHHH IOKYMEHTA JIOJKHOCTHBIM JIMI[OM TpH( yTBepkaeHus cocTouT U3 coa Y TBEPXK/IAIO; HanMeHOBaHHS IODKHOCTH JTHIA, YTBEPHK/IAIOIIEr0 JOKYMEHT; €ro MOANNCH; HHUIIHATIOB;

amunum 1 gater yreepxaenus (1. 5.16 TOCT P 7.0.97-2025).
2. Wavmans! numyT nepes pamumaeii (m. 5.16 TOCT P 7.0.97-2025).

3, ZlaTa JIOKYMEHTA 3alMChIBACTCS B MOCJICIOBATEIIBHOCTH: JICHb MECAIA, MECAIL, KaﬂeHﬂaprlﬁ TOJT OTHUM W3 JIBYX CITOC060BZ
— apabckumu nudpamu, pasieneHHbIME TouKoit: 05.06.2026;

— CJIOBECHO-IIM(POBBIM criocoboM, Hanpumep 5 mionst 2026 r. (. 5.10 TOCT P 7.0.97-2025).

[Tpunoxenne Ne 2
K MHCTpyKIMH 1O A€I0NPOU3BOJACTBY

biank npukasa
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MyHuImnaipHoe 0I0HKETHOS Tarapcran PecniyOnukach
0011e00pa3oBaTeNbHOE  yUPEKACHNE MuH39110 MyHHUIIUATIAD PAfOHBI
«BepxHeTakepMeHCKasi OCHOBHAs _ “T'abnenxait CabuTOB HCEMEHIATE
o0mieo0pa3oBaTeIbHas IKOJIAa HMEHH : IOraper TokepmoH Ton romymu Oenem
l'abnenxas CabutoBa» MOKTa0e" roMyMH OeeM MyHHUITUTIANTb
MeH3eIMHCKOT0 MYHUITUTIATEHOTO OIOKET yUpeKIeHusIce
paiiona PecniyOnnku Tarapcran 423708, Mun3amne paitonst Oraps

423708, MeH3eTnHCKAN paioH, C. TokepmoH aBbuTEL, MokTom yp., 1b
Bepxunii Takepmen, yi.llkonsHas, .16 ten. 8(85555) 2-54-38
ten. 8(85555) 2-54-38 vtak school@mail.ru
vtak _school@mail.ru https://edu.tatar.ru/menzelinsk/v_takermen
https://edu.tatar.ru/menzelinsk/v_takerme /sch
1/sch

OKIIO 54437845, OI'PH 1021605553342, MHH/KIIIT 1628004016/162801001

[TPKA3
ot 28.08.2025 Ne 134 o.n

ITPUKA3

(nara) !

(MecTo cocTaBiIeHHUST)

3aroJioBok *
ITpeambyna
ITPUKA3BIBAIO:

1. (mpunoxxeHune
Ne 1).

2.

4. KoHTpOIb UCTIOJTHEHUS HACTOSALIETO ITPUKA3a

(IOIKHOCTL PYKOBOIHUTEIIS) (moamnuce) (N.0. damunus)
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B nenoNe 3220 ronm*

(ROMWKHOCTB)

(moamnuce)

20

[Tpunoxenue 1

K [IpUKa3y

oT Ne

3aro/10BOK NPHJIOKEHUS

1. LlaTa JI0JKHA COOTBETCTBOBATH 1aTC MOANMHCAHNUA JOKYMEHTA. [laTy YKaspIBaKT B (bOpMaTC JCHBb, MECHLL, TOA. MCHOﬂb3yﬁTe OJIMH U3 IBYX CITOCO6OBJ
— apabckue uudpsI, pasaeneHHbie Todkoii: 05.06.2026;

— croBecHO-M(POBOIt crocod, Hanpumep 5 urous 2026 1. (m. 5.10 FOCT P 7.0.97-2025).
2. YkasbIBaroT LUdpoBoii Wik GyKBeHHO-LH(POBOI HaeHTHpHKaTOp JoKyMmeHTa (1. 5.11 TOCT P 7.0.97-2025).
3. 3aroJI0BOK K TEKCTY — KPaTKOe COJIep:KaHHe TOKyMeHTa. 3aroJoBoK K TeKcTy (popmyupyercs ¢ npeaiorom «O» («O6») n orBeuaer Ha Bonpoc «o yeM?» (1. 5.17 TOCT P 7.0.97-2025).

4. OnpezensioT MECTO XpaHeHHs IOKyMEHTa, KOI/la 3aKaH4YMBaloT ¢ HUM paboTaTh. BKIlOUnTE B OTMETKY:
— cnoBa «B neno»;
— MHJ/ICKC JIeJ1a 110 HOMEHKJIATYpPe C yKa3aHUEM 1rojia;

— JIOIDKHOCTh OTBETCTBEHHOTO JIMIIA, €ro MomHch i aaty (1. 5.30 TOCT P 7.0.97-2025).

[Tpunoxxenne Ne 3
K MHCTpYKIMM 1O JIeTTONIPOU3BOCTBY

birark nporokona
MyHununansHoe 010KETHOEe 00pa30BaTEIbHOE YUPEXKICHUE
«BepxHeTakepMeHCKasi OCHOBHas 001ieo0pa3oBaTenpHasmkona uMenu ['adbnenxas CaburoBay

MeH3enMHCKOro MyHuunaibHoro paiiona Peciyonuku TaTapcran

(MBOY «Bepxnerakepmenckas OOLL nm. 'abnenxas Caburosa)

IMPOTOKO.I

HazBanwne koJuiernaibHOTO Oprana (KOMHCCHU, padoueil TPYMIbI U T.11.)

Ne

(nara)

[okymMeHT co3aaH B anekTpoHHon chopme. Ne 170 ot 03.11.2025. UcnonHutens: MNapaesa ®.4. 0 AIEKTPOHHbIA
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(MecTO COCTaBICHNUS)

IIpencenarens: ®amunusa 1.0.

Cexkperapsb: Gammus 1.0
[IpucyrcTBOBaNN: yeJl. (CIUCOK MpUjaraercs)
OTtcyTcTBOBANH:

HHOBECTKA JIHS:
1. Bonpoc
2. Bonpoc

XOA 3ACEJAHUA

1O BOIIPOCY Ne 1

CJHYIIAJINA:

@amunusa M.0. — TekceT AoKiIana NpuiaraeTcs.
BBICTYIINJIN:

N.O. ®damunms — Kkpartkast 3alKCh BBICTYIIEHUS (OT TPETHETO JIMLA €IMHCTBEHHOTO YNCa).
Bomnpocsl, 0TBeThI (IPUBOAATCS B MOPAIKE MOCTYIUICHUS).

IMPOTI'OJIOCOBAJIA:

3a 132 —
«___ », TIPOTUB — «___ », BO3JICPIKATUCh — «___ ».

PELINJIA:
1.1. Onucanue pemieHus no BOIpocy

1.2. Onucanue pemieHus mo BOIpocy

[Ipencenarens Tloamuce 1.0. ®amunus

Cekperapb [Moanuce N.0. ®amunus

ITpunoxxenne Ne 4
K MHCTpYKIMH 110 1€J0MIPOU3BOJICTBY

[loKyMeHT co3faH B anekTpoHHoit dopme. Ne 170 ot 03.11.2025. VicnonHutens: Mapaesa ®.A. r.I’BJTEKTPOHHbm
Ctpanuua 49 n3 58. CtpaHuua cosgana: 03.11.2025 08:54 =¥ TATAPCTAH CTAH



bnauk ssouHoro nucra

SIBOYHBIN JIUCT

Hazpanue kosuiernajibHOTO oprana (KOMuccUu, paboueit TpymIbl U T.11.)

(IpoTOKONI OT «__ » roga Ne 00)
Ne oD, N. O. JomxHocTh IMoanucey
n/n
1
2
3
4
5
6
7
8
9
10
11
[Ipencenarens Tloamuce 1.0. ®amunusa
Cekperapb [Moanuce N.0. ®amunus

IIpunoxxenne Ne 5
K MHCTpyKIIMH 1O 1€710NIPOU3BOJICTBY

[okyMeHT co3aaH B anekTpoHHow copme. Ne 170 ot 03.11.2025. UcnonHutens: MNapaesa ..

Ctpanuua 50 ns 58. CtpaHuua cosgaHa: 03.11.2025 08:54

g SIEKTPOHHbIIA
¥ TATAPCTAH



bnank nmucema — IIpoOaAOJIBHOI'O

MyHUIMTIATBHOE OFOJKETHOE
0011e00pa3oBaTeNlbHOE  yUPEKACHIES
«BepxHeTakepMeHCKas OCHOBHAS

o01eodpazoBaTeabHas IIKOJIA UMEHU

T'abpenxas CaburoBay
MeH3eIMHCKOT0 MYHHUITUTIAIEHOTO
paiiona PecriyOnuku Tarapctan
423708, MeH3eInHCKAN paioH, C.

Bepxunii Takepmen, yin.llIkonsnas, a.1b

ten. 8(85555) 2-54-38
vtak school@mail.ru

https://edu.tatar.ru/menzelinsk/v_takerme

n/sch

Tarapcran PecrryOnmkacht
MuH39519 MyHULUIIANIb PAHOHBI
“T'abnenxait CabuTOB HCEMEHIATE
IOrapsr TokepmoH Ten romymu Oenem
MOKTa0e" roMyMH OeneM MyHHIIUTIANb
OIOKET YUpEKICHUSCE
423708, Munsona paiionst,Orapsl
TokepmoH aBbuTEL, MokTom yp., 1b
ten. 8(85555) 2-54-38
vtak school@mail.ru
https://edu.tatar.ru/menzelinsk/v_takermen
/sch

OKIIO 54437845, OI'PH 1021605553342, MTHH/KIIIT 1628004016/162801001

Ne

(mara) (HOMEp)

Ha Ne oT
YBaxkaembiii(as)

(®. 1. O. (xomy))

(anpec)

C yBaxeHuew,

(JIOIKHOCTD PYKOBOJMTEIST)

®. U. O., 10IDKHOCTB,

(tenedon)

(momHch)

(®.1.0.)

[okyMmeHT co3aaH B anekTpoHHown chopme. Ne 170 ot 03.11.2025. UcnonHutens:

Ctpanuua 51 n3 58. CtpaHuua cosgara: 03.11.2025 08:54

apaeBa ®.A.

g SIEKTPOHHBIN
¥ TATAPCTAH
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[Tpunoxenue Ne 6
K MHCTpyKIMK MO €10NPOU3BOJCTBY

biiaHK yBe1OMiI€HUS — IPOAOIBLHOTO

MyHununanbHoe 0r0KeTHOE
0011e00pa3oBaTelbHOE  yUPEKACHIES
«BepxHeTakepMeHCKasi OCHOBHAS
0011e00pa3oBaTeNibHas IKOJIa UMEHU
l'abnenxas CabutoBa»
MeH3eIMHCKOT0 MYHUITUTIATEHOTO
paiiona PecniyOninku Tarapcran
423708, MeH3enuHCKUN paiioH, C.
Bepxuuii Takepmen, yn.llkonbnas, o.1b
ten. 8(85555) 2-54-38
vtak school@mail.ru
https://edu.tatar.ru/menzelinsk/v_takerme
1/sch

Tarapcran PecryOnukacher
MuH39519 MyHULUIIANIb PAHOHBI
“I"abnenxait CabuTOB HCEMEHIATE
IOraper TokepmoH Ton romymu Oenem
MOKTa0e" roMyMH OeeM MyHHUITUTIANb
OIOKET yUpeKIeHusIce
423708, Munsono paiionst,tOrapsl
TokepmoH aBbUIEl, MokTom yp., 1b
Teit. 8(85555) 2-54-38
vtak school@mail.ru
https://edu.tatar.ru/menzelinsk/v_takermen
/sch

OKIIO 54437845, OI'PH 1021605553342, MHH/KIIIT 1628004016/162801001

Ne

(mara) (HOMeEp) (®. U. O. (xomy))

(azpec)

(3aroyo0BoK)

YBaxaemblii(as)

C yBaxkeHuem,

(IOIKHOCTD PYKOBOJMTEIS) (momHch)

C yBemomiieHHEM O3HAKOMJIEH(Q):

(nmoamuce) (P.1.0.)

(®.1.0.)

[okyMeHT co3aaH B anekTpoHHow copme. Ne 170 ot 03.11.2025. UcnonHutens: MNapaesa ..
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(nara)

OK3eMILIAp yBEIOMIICHHUS Oy YHIa:

(moxmuce) (®.1.0.))

(nata)

®. U. O., 101KHOCTb,

(tenedon)

IIpunoxenne Ne 7
K MHCTpYyKIIMHU 1O A€7I0IPOU3BOJICTBY

bnank KypHaja perucTpaiuu BXOAAINUX JOKYMCHTOB

KypHaa perucTpanuu BXoASIIIMX JOKYMEHTOB

Hauar 20 roja
OKkoHYEeH 20 roga
Pe3zonronmst
WIH KOMY
Hara Hara Kparkoe HanpasJjsercsa | OTMerka
Nen/ NOCTYIJICHUSA n Homep | Koppecnonge col))le KAH AOKYMEHT 00
n AOKYMEHTAa/BXOAsA |JIOKYME€H |HT e P (moamuce, HCIOJHEH
U HOMep Ta YAOCTOBEPHIONI | UM
asi
NnoJIy4eHue)
1 2 3 4 5 6 7

[Tpunoxxenne Ne 8
K MHCTpyKIIMH 110 1€70IIPOU3BOJICTBY

bnank xypHana perucTpanuu UCXOASIINUX TOKYMEHTOB
MynununansHoe 010 KeTHOE 00pa30BaTeIbHOE YUPEKICHHUE

«BepxHeTakepMeHCKasi OCHOBHas 001eo0pa3oBaTenpHasmkona uMenu ['adbnenxas CaburoBay
MeH3eIMHCKOro MyHUIIMnalibHOro paiiona Pecry6nuku Tatapcran
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(MBOY «Bepxnerakepmenckass OOIL um. I'abnenxas Caburosa)

KypHaa perucTpanuu McXoIsilliuX J0KYMEeHTOB

Hauart 20 rojaa
OxoHueH 20 rojaa
Jara
Perncrpanmnonn H HOMeE OTMeTKa
Ne | Tata . pan Kparkoe P
blil Anpeca aoxkyMeHT | UcnosiHuTe | 00
n/ |IOKyMeHT coJep:kaH
0 la HOMep T e a, Ha b MCHOJTHEHH
JOKYMEHTAa KOTOPbIii u
JAaH OTBET
1 |2 3 4 5 6 7 8

bnank xypHana ydera neyaTtei ¥ IITaMIIOB

[Ipunoxenune Ne 9
K MHCTpyKIIMH 110 AeIONPOU3BOACTBY

MyHununanbHoe 010 KeTHOE 00pa30BaTeNbHOE YUPEXKIeHUE

«BepxHeTakepMeHCcKasi OCHOBHas 00111e00pazoBaTenbHasKkona uMenu ['abnenxas Cabutosa»

MeH3ennHCKOoro MyHuIunansHoro paitona Peciy6nuku Tarapcran
(MBOY «Bepxnerakepmenckas OOIL um. I'abnenxas Caburosa)

KypHaJu y4yera nmeyareil M lITAMIIOB

Hauar 20 roja
OxoHueH 20 roja
PesyabTa
HaunmenoBa HaumenoBa
ThI OTTHCK
HHUE HHUE OTMeTKa .
OtTHC IMoagnucek | eskerogHo nevyarei
ne4yaTu nojapasjeJie . 00
K , 7] (wrammnos) | [pu
Ne | (mrammna), HUS, YHUYTOKEH
neyar YAOCTOBE | IPOBEPK aJIs Me
n/ | MHUUUATOP JOJI’KHOCTD uH,
" pAwIAas | u YHUYTOKEH | YaHU
n |3aKa3a, moJIy4yareJas HOMeEp
TAaMII NOJIy4eH | HAJIM4YMs usl, e
JaTa " . |aKTa
a) ue, JaTa |neuareil aara
MOCTYILVICHHU pamunusn M JaTa
" BO3BpaTa
| noJryqyareJst
MITAMIIOB
[okyMeHT co3aaH B anekTpoHHow copme. Ne 170 ot 03.11.2025. UcnonHutens: MNapaesa .. 'l A/IEKTPOHHBIA
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9
aara

NMpPOBEpPK
"

1 (2 3 4 5 6 7 8 9

[Tpunoxxenne Ne 10
K MHCTpYyKIMU 110 JeTONPOU3BOACTBY

bnank KOPPEKTHUPOBOYHOI'O JIMCTAa HOMEHKIIATYPhI AEJI

YTBEPXK/IAIO
(HaMMeHOBaHﬂe JOJKHOCTH PYKOBOJIUTEIIS
(H?lPlMeHOBaHl/Ie TOCYITapCTBEHHOI'0 OpraHa, opraHa MECTHOI'0 CaMOYIIpaBJICHH, opraﬂmaunu)
WJIM UHOTO y]'[OJ'IHOMO'“ICHHOI‘O M J'"/".la)
N3MEHEHUS U 1OITOJTHEHU A ;
(mozuck) (paciuQpoBKa MOITHCH)
K HOMEHKJIATYPE JIEJI
Ha20 ToO&I
- (nara)
Wnaeke KonuyecrBo | Cpok xpaHeHus
tena 3aroJi0BoOK JeJia TOMOB U Ne ctatu mo | IlIpumeyanus
(4acreii) NepevHIo
1 2 3 4 5
(HaMMEHOBAaHHE JOJDKHOCTH PYKOBOIHTENIS CITyKOBI eT0NPOU3BOACTBA
(rozumuce) (paciugpoBKa IOAIKCH)

OpraHH3aLHi)

(nara)

Buza pykoBoauTenst (Jriia OTBETCTBEHHOTO 33 apXUB)

[okymMeHT co3aaH B anekTpoHHon chopme. Ne 170 ot 03.11.2025. UcnonHutens: MNapaesa ®.4. 0 AIEKTPOHHbINA
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(HaMMEHOBAHHE TOTKHOCTH)

(moamuce)

(nata)

(pacum¢ppoBKa MOIMHCH)

[Tpunoxenne Ne 11
K MHCTpyKIIMU MO A€7I0IPOU3BOICTBY

bitaHk >KypHana y4yera Bpl1a4d JOKYMEHTOB

MyHununansHoe 010/PKETHOE 00pa30BaTEIbHOE YUPEKICHHUE
«BepxHeTakepMeHcKkas OCHOBHas 0011eo0pazoBaTenbHasmkona uMenu ['abaenxas CaburoBa»

Hauar

KYPHAJI YUETA BbIJAYUA JEJI
W3 apXuBa 00pa30BaTe/IbHOI OpraHu3anuu

MeH3enmHCKoro MyHuunaibHoro paiona Pecniyonuku TaTapcran
(MBOY «Bepxuerakepmenckas OOLL um. 'abnenxas Caburosa)

CtpaHuua 56 n3 58. CtpaHuua cosgaHa: 03.11.2025 08:54

20 roga
OxoHueH 20 roja
ara Pacnucka ara Pacnucka
Ne Bﬁuaqu @oun | Onuce | Jleno | Komy B NMOJIYYEeHUH §O3B aTa | B BO3BpallleHUH
n/n Ne Ne Ne BBIJJAHO y P P
Aejx Jesa Jesia aesaa
1 2 3 4 5 6 7 8 9
HUtoro B TOZy BBIJIAHO nen
(MdppamMu ¥ MPOMHCHIO)
HanmMmeHnoBaHme 1OKHOCTH JIUIIA,
COCTaBHUBILETO BHYTPEHHIOKO [Monnuce N.0. ®amunus
OITACHh TOKYMEHTOB JIETIa
[okyMeHT co3aaH B anekTpoHHow copme. Ne 170 ot 03.11.2025. UcnonHutens: MNapaesa .. B SINNEKTPOHHbIA

o2 ZNAERIFOTIDIN
=¥ TATAPCTAH
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Jluct cornacoBaHus k gokymeHTy Ne 170 ot 03.11.2025
MHnunaTop cornacoBaHnus: Mapaesa ®.A. Qupektop
CornacoBanune nHnyumnposaro: 03.11.2025 08:55

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

1 Mapaesa ®.5. 03.11.2025 - 08:55

[okymeHT co3aaH B anekTpoHHon chopme. Ne 170 ot 03.11.2025. UcnonHuTens: Mapaesa ®.A. N IIEKTPOHHbIA
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