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HHCTPYKIUA ITO AEJIOITPOU3BOJACTBY
B MyHMIIUIIAJILHOM OIO’KETHOM 00Pa30BaTeJIbHOM y4pe:KIeHUun
«KonoBasosckass OOII umenu I'opsiueBa A.A.»

1. O01mue MoJI0KeHus

1.1. MHCTpYyKIMS MO IEIONpOU3BOACTBY B MyHUIIMTIATBHOM OIO/KETHOM 00pa30BaTEIbHOM
yupexieHun «Llentp oOpazoBanus Ne 1» (nmanee — MHCTpyKiMs) ycTaHAaBIUBAET €IUHYIO
CUCTEMY JIeJIONPOM3BOJICTBA M NOPSAIOK MOATOTOBKH, OPOPMIICHHUS, IPOXOKICHHSI, KOHTPOJIS
3a UCIIOJIHEHUEM, Yy4eTa, XpaHEHHUs, W3TOTOBJICHHS, KOMHPOBAHUS U TUPAKUPOBAHUS
CITYyKeOHBIX JIOKYMEHTOB B oOpasoBarenbHOl opranm3anuu MbOY “Konomanosckas OOIII
umenu ['opsueBa A.A.”(nanee — oOpa3zoBatenbHas opranuzanus, O0).

1.2. WHcTpykius pa3zpaboTaHa B COOTBETCTBUU C TpeOoBaHUsMHU DenepaibHbIX 3aKOHOB
0T 22.10.2004 Ne 125-®3 «O06 apxuBHOoM pene B Poccuiickoii @enepamnumn», ot 27.07.2006
Neo 149-03 «O06 undopmanuu, UHPOPMALMOHHBIX TEXHOJOTHIX M O 3alIUTe WHMOPMALIUN,
o1 02.05.2006 Ne 59-®3 «O mopsake paccMoTpeHus oOpamieHuil rpaxaan Poccuiickoit
@eneparun», ot 01.06.2005  Ne 53-d3  «O rocynapctBeHHOM — si3blke  Poccuiickoi
®eneparum», ot 06.04.2011 Ne 63-P3 «OO0 >nexkTpoHHON moanuckuy», IlpaBun opranuzanuu
XpaHEHUs, KOMIUIEKTOBAHHUS, YydeTa U HCIOJIb30BaHUS JOKYMEHTOB ApXUBHOro (QoHIa
Poccuiickoit dexepanun U APYrux apXUBHBIX JOKYMEHTOB B rOCyJapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIPaBJICHMs W OpraHU3alMaX, YTBEPKICHHBIX Npukazom Pocapxusa
o1 31.07.2023 Ne 77, TOCT P 7.0.8-2025 «Cucrema craHzapTtoB Mo HHGOpMAIHH,
OUOIMOTEYHOMY M M3JaTEeIILCKOMY Jeny. Jelnonpou3BOICTBO M apXUBHOE Jies0. TepMUHbI 1
onpenenenusi», TOCT P 7.0.97-2025 «Cucrema craHgapToB 1o  HH(OpMAIMH,
OubmmoTeyHoMy M U3JaTeNbcKOoMy  jAedny.  OpraHu3alMOHHO-pacrnopsauTeIbHas
JIoKyMeHTalus. TpeboBaHus K 0(hOPMIIEHUIO TOKYMEHTOBY.



1.3. Tlpumenenue WHCTPYKIHMU IOJKHO CHOCOOCTBOBATH (HOPMUPOBAHUIO O(MHUITHAIBHO-
JICJIOBOTO  CTWJISL JIOKYMEHTOB, MOATOTAaBIMBAEMBbIX B 00pa30oBaTEIbHON OpraHU3aINM;
COKpAILLEHUIO 3aTpaT TPyAa U CPEACTB B MPOLIECCE CO3/JaHus JOKYMEHTOB. MHcTpykuus
SBJIICTCS 00S3aTeNbHON ISl MCTIOJTHCHHS PAOOTHHKaMHM OOpa30BAaTEIbHOW OpraHU3aIlNH,
OCYIIECTBIISIONTUMU TIOJITOTOBKY U 0()OPMIICHHE JOKYMEHTOB.

1.4. Tonoxenns MHCTpYKIIUK pacripoCTPaHSIIOTCS HAa OpraHU3aluio paboThl ¢ JOKyMEHTaMHU
HE3aBUCHMO OT BHUJA HOCHUTEN, B TOM YHCJIE DSJIEKTPOHHBIMH JOKYMEHTAMH, BKIIIOYAs
MOATOTOBKY, 00pa0OTKy, XpaHEHHWE U UCIOJb30BAaHUE JIOKYMEHTOB, OCYLIECTBIISIEMbBIX
C IPUMEHEHUEM UH(POPMAIIMOHHBIX TEXHOJIOTHUH.

1.5. OcoOenHoctu paboOTBl  C IOKyMEHTaMH, COJAEpKALIUMU  KOH(UICHIHAIBHYIO
nHpopmanro (CIy)keOHYI0 U UHYIO TaliHy, IE€pCOHAJIbHbIE JIaHHBIE), PErYIUPYIOTCS
JOKAJIbHBIMU  aKTaMU (MHCTPYKLIHUSMH, TIOJIOKEHHMSIMH, TPaBUJIaMH), YTBEPKIaeMBIMU
PYKOBOAUTENIEM 00pa30BaTEIbHON OpraHU3allu.

1.6. TpeboBanuss MHcTpykuuu k pabote ¢ OyXxraiaTepckoi, HaydHO-TEXHUYECKOW U Ipyrou
CHelHaIbHOM TOKyMEHTallMel pacpoCTPaHIIOTCS JIMILb B YACTH OOIIKUX MPUHIUIIOB pabOThI
C IOKyMEHTaMH, a TaKXke IMOATOTOBKH JOKyMEHTOB K Iepe/laue Ha apXUBHOE XpaHEHHE.

1.7. OTBETCTBEHHOCTH 3a OPTAaHU3AINIO M COCTOSHUE JISJIOMPOU3BOJICTBA B 00pa30BaTeIbHOM
OpraHU3aIui HECET PYKOBOJAUTENb 00pa30BaTEILHON OpraHu3alui, KOTOPHIN:

e yTBepkzaeT  WHCTpYKUHIO MO JEJIONPOU3BOJACTBY M HOMEHKJIATYpy  Jem
00pa3oBaTeNIbHON OpraHu3alny;

e o0ecrieuMBaeT BHEJPEHHE U KOHTPOJUPYET  COOJIOACHHE  CTPYKTYPHBIMU
MOJpa3ACICHUsIMU  TpeOOBaHW HacTosmer WHCTpYKIMM U rocyIapCTBEHHBIX

CTaHJIapPTOB;
e TIPOBOJIUT IIPOBEPKY COCTOSIHHS JICIIOTIPOU3BOICTBA B CTPYKTYPHBIX
MOIpa3/ICIICHUsIX 00pa30BaTeIbHON OpraHU3allHH;
e o0ecrieunBaeT METOJIMYECKOEC  PYKOBOJICTBO, UHCTPYKTAXK U KOHTPOJIb

3a COOJIIOJICHUEM  YCTaHOBJIEHHOTO nopsaka — paboThbI C JOKYMEHTaMH
B CTPYKTYPHBIX MOApa3IeICHUsAX 00pa30BaTeIbHON OpraHu3aliy;
e HMHHUIMHPYET MOBBILICHHE KBaJIM(DUKALIUU paboTHUKOB 0 BOIIpOCaM
JIeIONIPOU3BO/ICTBA;
yIIOCTOBEPSET MOMUCHIO U MEYaThIO0 JOKYMEHTHI.

1.8. HemocpencTBeHHO BeAET JIGIONPOM3BOJCTBO B 00pa30BaTENIbHON — OpraHU3aIiu
OTBETCTBEHHBIHI 3a BeJeHHE JIEJIOTIPOU3BOICTBA (manmee — OTBETCTBEHHBIH
3a IENOMPOU3BOJICTBO), KOTOPBI Ha3HA4YaeTcs MPUKA30M PYKOBOAUTENS 0Opa3oBaTelbHOM
opranu3aiui. OTBETCTBEHHBIN 3a JEIONPOU3BOACTBO B COOTBETCTBUM C BO3JIOKEHHBIMHU
Ha HEero 3aJayaMu:

e OCYIIECTBIIIET PETUCTPALIUIO M YUET JOKYMEHTOB;

e OpraHu3yer JOKyMEHTOOOOPOT, (POPMUPOBAHHUE JIET, UX XPAHEHHE;

e OCYHICCTBISICT  TEKYIIMH  KOHTPOJH 33 CBOEBPEMEHHBIM  pPacCMOTPEHHEM
Y TIPOXO0’KJICHUEM JOKYMEHTOB B 00pa30BaTeIbHON OpraHnu3alliu;

e oOecrieunBaeT coOONIOJICHUE €IMHBIX TPEOOBAHWI TIO TOATOTOBKE JOKYMEHTOB
W OpraHu3aIiy paboThl ¢ HUMH B YCIOBUSX 3JIEKTPOHHOTO JOKYMEHTOO00POTa;

e 0006maer nHpopmanuo 00 00beMax JOKYMEHTO000POTa;



e oOpraHm3yer (GOPMUPOBAHHE U XpaHEHHE JOKYMEHTAIMOHHOTO (OHAA U ero
HCIIOJIb30BAHHUE.

1.9. Benenue nAenonpou3BOACTBA B CTPYKTYPHBIX MOJpa3feNeHUSX OCYILECTBISAETCS
pabOTHUKAMU B COOTBETCTBUU C UX JIOJDKHOCTHBIMH OOSI3aHHOCTSIMH.

1.10. Ilpu yxone B OTHYCK, Bbl€3/lé B KOMaHAMPOBKY MU MHBIX AHAJIOIMYHBIX CIIydasx
paboTHHKH O0sI3aHBI TMEpeaaTh BCE HAXOISIIMECS Y HUX TOKYMEHTHI JPYroMy paOOTHUKY
10 YKa3aHHWIO BBIIIECTOSIIETO pykoBoautTess. [Ipu yBonpHEeHMHM paOOTHHKA WIIM TIEPEBOJC
Ha JAPYryl0 JOJDKHOCTB Ilepenadya JOKYMEHTOB OCYLIECTBISETCS IO aKTy IpUeMa-Iepeadn.
AxT npuema-niepenaun odopmisiercs mno gpopme, ycrtaHoBieHHo# I[IpaBuiaMu opranuzanuu
XpaHEHMs, KOMIUIEKTOBAHMSI, YU€Ta U MCIIOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢onnga PO
U IpYTUX apXUBHBIX JIOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIpaBIICHHUsT M OpPraHW3alusiX, YTBEp)KICHHBIMH TpukazoMm PocapxmBa ot 31.07.2023
Ne 77.

1.11. Tlpu mepexome Ha Apyryro padboTy paOOTHUKOB, 3aHUMAIOIIUXCS B CTPYKTYPHBIX
Mo/ipa3JieNIeHns X 00pa3oBaTEIbHON OpraHu3alliid BEJIECHUEM JEJIOTNpPOU3BOJACTBA, Meperaya
BCEX JIOKYMEHTOB BHOBb Ha3HA4YaeMbIM pPaOOTHUKAaM MPOU3ZBOJMUTCS IO aKTaM IpHeMa-
nepeaaun. Komun akToB HAMpaBISIFOTCS B KAHIEIISIPHIO.

1.12. B ciyyasx [IUTENBHOTO OTCYTCTBHMSI pPabOTHHKA CTPYKTYPHOIO TOJpa3IeNeHUs
(otmyck, ciayxeOHas KOMaHIWPOBKA, OOJBHWYHBINA JHCT M T.J.) HEOOXOIMMO TIepeaaTh
OTBETCTBEHHOMY 3a JICJIONPOU3BOACTBO JIOKYMEHTHI, HaXOJSIIMECS y HEro Ha UCIOJHEHUU
0 YKa3aHHUIO PYKOBOJAUTENSI 00pa3oBaTeIbHON OpraHu3altu.

1.13. PykoBoauTenu CTPYKTYPHBIX IMOJpa3eICHH 00pa30BaTEIbHOM OpraHU3alMk HECYT
MEPCOHANBHYI0O OTBETCTBEHHOCTh 3a BBINIOJIHEHHE TpeOoBaHWK Hacrtose MucTpykumum
U COXPAaHHOCTh  HAXOJSIIMXCA Yy HUX  JOKyMeHTOB. O ciaydasx  yTpaTbhl, MOpYHU
3aperucCTpUPOBAHHOTO  JOKyMEHTa pabOTHUK 00s3aH  HE3aMEeUIUTENbHO  JOJIOKUTh
PYKOBOJIUTEIIO 00pa30BaTEIbHON OpraHu3aluu.

1.14. CBHOBb MNpPUHATBIMH paOOTHHKAMH, Ha KOTOPBIX BO3JIAraloTCcsl O0O0S3aHHOCTHU
10 BEICHUIO JENONPOU3BOACTBA, B TEUCHHE TpeX JAHEH Iocie MOCTYIUIeHHs Ha paboTy
MIPOBOJMUTCS O3HAKOMUTENbHAs Oecela Mo BEJACHHIO JENOMPOU3BOJICTBA B 00pa3oBaTeIbHON
OpraHu3aIiy.

1.15. PaboTaTh C TOKyMEHTaMU BHE CIIY>KEOHBIX TOMEIIEHUI 00pa30BaTeIbHON OpraHU3aIiu
Y BHOCHUTb B HUX UCITPABJICHUS 3aIpeniacTcs.

1.16. Benenue NEepCIIMCKU C OpraHu3alusIMu OCYHICCTBJISACTCA PYKOBOJUTCIICEM
O6paSOBaTeHLHOﬁ opranu3anuu Ui UHBIM YIIOJITHOMOYCHHBIMU UM NOJIZKHOCTHBIMHU JIMIIAMU.

1.17. Bemmosnenue Hactosued WHCTpykuuuM o00s3aTeIbHO JUIA  KaXAOTO pPabOTHUKA
oOpa3oBaTelIbHOW  OpraHM3aluu, ¢ ee TpeOOBaHUSIMM  PAOOTHUKM  JOJDKHBI  OBITh

O3HAKOMIJICHBI IO IO AITUCH.

2. lIokyMeHTBI 00pa30BaTe/IbHOH OPraHU3aluH



2.1. PykoBoautens 00pa30BaTENIbHOM OpraHM3allMd WIM JIMIO, WCIHOJIHAIOLIEE €ro
00513aHHOCTH, M3/AET JIOKAJIbHBIC aKThl W MPUKa3bl, 00s3aTeNbHbIC IS UCIOJHEHUS BCEMHU
CTPYKTYPHBIMHU MOJpa3IeICHUsIMHI 00pa3oBaTenbHOM opranu3anun (mpunosxkenus Ne 1, Ne 2).

2.2. Xon oOcyxneHuss BOIPOCOB Ha 3aceJaHUsAX KOJUIETHAIbHBIX OpraHOB, COBETOB,
COOpaHUsX, COBEUIAHUAX M pPEIICHUs, MPUHUMAeMble Ha HUX, (PUKCHUPYIOTCS B IPOTOKOJIAX
(mpunoxxenne Ne 3). Ecmu B 3acemaHuu  y4acTBYIOT Oosiee 15 4enmoBeKk, B IMPOTOKOJIE
YKa3bIBAIOT UX 00IIee KOJINYECTBO M OPOPMIISIOT SIBOUHBIN JTUCT (TpuiioskeHune Ne 4).

2.3. Jlns ocyuiecTBlIEHUs] ONEPAaTUBHBIX CBA3EHM C APYrMMHU OpPraHU3alMsIMM U FpaxaaHaMu
HCIOJIb3YIOTCS TaKue (OPMBbI, KaK MHUCbMa, (haKkchl, TeJIerpaMmbl, TeNe(HOHOTPAMMBI.

2.4. Jlns ocyliecTBICHUS pUeMa, YBOJIbHEHHUS, IEpeMEIIeHHs] paOOTHUKOB, IPEJOCTaBICHUS
UM OTIIYCKOB O(OPMIISIFOTCSI TPYJOBBIE JIOTOBOPHI, MPUKA3bl, 3asBICHUS, TPYIOBbIE KHUKKU
U Ip.

2.5. B nmoxymeHTax 00pa3oBaTeNbHON OpraHU3allH, €€ CTPYKTYPHBIX IOJpa3IeleHHIA,
KOJUIETHAIBHBIX OPraHOB MOJKET HCIOJb30BAThCS PEKBU3UT «rep0»  WIIH PEKBU3UT
«oMbnemay oOpa3oBarenbHOM opranu3anun. «l'epd»  JomyckaeTrcs BOCHPOW3BOJWTHL Ha
CIenyIonux OJaHKax:

e TpHKa3a 00pa30BaTEIbHON OpraHU3aIUY;

e JIOKaJHbHOIO HOPMAaTHUBHOTO aKkTa 0Opa30BaTeIbHOW OpraHu3anuu (IOJIOKEHHUE,
MpaBUJIa, HOPAIAO0K, MHCTPYKIUS, PETJIAMEHT U T.11.);

e CIY)K€OHOr0 MHChMa AUPEKTOpa 00pa3zoBaTesNbHOM opraHuzanuu. VckimoueHue —
BHYTPUOPTaHU3AIMOHHAS MTEPETHCKa.

«OMOIeMy» 00pa30BaTEIbHON OpraHW3aIluy J0IYCKACTCS BOCIPOM3BOJINUTH HA CIICAYIOIIMX
OJIaHKax:

e CIY)KEOHOTO MHCbMa PYKOBOAMUTENS CTPYKTYPHOTO MOIpa3/IeNICHUs;
e TMPOTOKOJIA KOJUIETHAIBHOTO Oprana o0pa3oBaTelbHOI OpraHu3aluu.

3. IIpaBusa opopMiieHUS JTOKYMEHTOB
3.1. OcHoBHbIe TPpeOOBaHUsA 10 0GOPMIICHHIO TOKYMEHTOB

3.1.1. bnanku  JIOKyMEHTOB 00pa30oBaTeNbHON  OpraHu3aluud  pa3paldaThiBalOTCA B
COOTBETCTBUM ¢ TpeboBanusimu, ycraHoBieHHsiMH ['OCT P 7.0.97-2025 «Cucrema
CTaHJIApPTOB MO MH(pOpMAIUHU, OUOIMOTEUHOMY M H3JaTeNbCKOMy neny. OpraHuzalnoHHO-
pacriopsauTenbHas JokyMmMeHTanus. TpeGoBaHHs K O(QOPMIIEHHIO JTOKYMEHTOB» (Iajee —
'OCT P 7.0.97-2025).

OO6pazoBarenbpHas OpraHu3allliyd CO3JAaeT JOKYMEHThl Ha OJlaHKax CTaHIApTHHIX (opmaToB
oymaru A4 (210 x 297 mm) unu A5 (148 x 210 mm) 1160 B BHJIE SIEKTPOHHBIX JOKYMEHTOB
C coOuo/IeHueM YCTaHOBIEHHBIX HacTrosimed WMHcTpykumein mpaBun odopmienus. [Ipu
W3JIaHUU JJOKYMEHTOB JBYMS UM O0Jiee opraHu3aIsaIMu HCIoIb3yeTcst Oymara gpopmata A4.

Kaxxplii muct nokymenra, oopMIIeHHBIN Kak Ha OnaHke, Tak U O6e3 OjaHKa, JOJDKEH UMETh
TIOJISL:



e 20 MM — JsieBoe (1 JOKYMEHTOB €O cpokoM XpaHeHus 10 10 net, 30 Mmm — cBbIlIEe
10 ner);

e 10 MM — mpaBoe;

e 20 MM — BepxHeEg;

e 20 MM — HIDKHEE.

3.1.2. Ilpy TOATOTOBKE JOKYMEHTOB JIONYCTUMBI CJEIYIOUINE TapHUTYPBl U pPa3Mepsbl
mpuTOB:

e Times New Roman (xeris 12—-14 nir);
o Arial (kermp 12—-14 11);
o Calibri (kernp 12—14 mT).

HIpudt B 1OKYMEHTE OJIKEH ObITh €IMHBIM 10 pa3Mepy, 3a UCKIIOUEHHEM OCOOEHHOCTEH,
npeaycMOTpeHHBIX TyHKTOM 3.1.3 Hactosmen MHcTpyKium.

3.1.3. Tlpu cocraBieHun TaOmmi, a Takxke pekBU3UTOB 08 «CrnpaBouHbIe MaHHBIE 00
opranuzaun» U 25 «OTMeTKHM 00 HUCHOJHUTENe» AOIMYyCKaeTcs HCIOJIb30BaTh pPa3Mephl
mpudTa Ne 10-12.

3.1.4. Tekct nokyMeHTa medaraercst dyepe3 1—1,5 MeKCcTpouHbI MHTEpBaJl 0€3 MEPEHOCOB.
Ecmm MOCJICOHAA CTpaHHIA JOKYMCHTAa COCTOHMT MCHEC 4Y€M M3 IIATH CTPOK, JOITYCKACTCA
MeYaTaTh TEKCT Yepe3 MEHbBIINI MEKCTPOUHBIN MHTEPBAJL.

TekcT MoKyMeHTa BRIPAaBHUBACTCS IO IMUPUHE JINCTA (110 TPAaHHUIIAM JICBOTO U IPABOTO IMOJICH
JIOKYMEHTA).

AOG3aIHbBIi OTCTYI TEKCTa T0KyMeHTa — 1,25 cm.
3aroJIOBKH pa3esioB U MOJIPA3/Ie/IOB MEYaTalOTCS ¢ a03aI[HBIM OTCTYIIOM WJIH IIEHTPUPYIOTCS
0e3 ab3arHOTO OTCTyIa MO IIMPUHE TeKcTa. MHTepBanm Mexmy cioBaMH — OJIWH IpoOer.

NuTepBan mexay OykBaMu B CJI0BaX — OOBIYHBIH.

331"0J'IOBOK, COCTOHIHI/Iﬁ N3 HCECKOJIBKHUX CTpPOK, II€4YaTa€TCd 4YEpE€3 OJUH Me}KCTpO‘IHHﬁ
HHTCPBAJ. Touka B KOHIIE 3aroJIOBKA HE CTaBUTCS.

3.2. O¢popmiieHne peKBU3UTOB JOKYMEHTOB

3.2.1. CocTaBuTe/b 10KYyMEHTA

HaumenoBanue oOpa3oBaTenbHOM OpraHu3allyd YKa3bIBaeTCs B TOYHOM COOTBETCTBUU
c yctaBoM oOpa3zoBarenbHOU opranuzanuu. CokpaleHHOe HauMEHOBAaHUE MOMEIIAeTCs MO/
MOJIHBIM HAMMEHOBaHUEM B CKOOKaXx.

HaumenoBaHMe CTpPYKTYypHOTO MOApA3IENCHUS UCIIONb3YeTCsl B OMaHKaX MUCeM U OJaHKax
KOHKPETHBIX BHJOB JOKYMEHTOB M YKa3bIBAa€TCSi IMOJ  MOJHBIM M COKPAIIEHHBIM

HanMCHOBAaHUAMU 06p330BaTCHBHOﬁ OpraHu3aluu.

HauMmenoBaHue JOKHOCTHU Jmna HCIIOJIB3YCTCA B OJIaHKax JOJDKHOCTHBIX  JIMIT
" pacniojiaracrcda I1moJ HAaWMCHOBAHHEM OGp&SOBaTeHBHOﬁ OopraHu3anuu. HanmenoBanue



JOJIXKHOCTH JIMIa yKa3bIBaACTCA B COOTBCTCTBHUH C HAaUMCHOBAaHHEM, MPUBCACHHBIM
B pacliopaAuTCIbHOM JOKYMCHTC O HA3HAYCHUHU HA NOJIKHOCTD.

3.2.2. CnpaBo4HbIe JaHHBIe 00 00pa30BaTeIbHOI OPraHU3alMu

CripaBouHble JaHHbIE 00 00pa30BaTEIbHON OpraHMU3allMM YKa3bIBAaIOTCA Ha OJaHKaX MUCEM
U BKJIIOYAIOT B cebs: aapec, HoMmep TenedoHa, (akc, aapec IEKTPOHHOW MOYTHI, CETEBOM
azapec, a takke OKIIO, OI'PH, MHH u KIIIT o6pa3zoBarenbHOi OpraHu3aiium.

3.2.3. HaumeHoBaHue BH/a JOKYMEHTAa

HaumenoBanue Buja TOKyMEHTa, COCTAaBIEHHOTO 00pa30BaTENbHON OpraHU3aluen, JOJIKHO
OBITH OMpENeNeHO YCTaBOM (TOJIOXKEHHUEM) H JOJDKHO COOTBETCTBOBATh HAMMEHOBAHHUSM
BHJIOB JIOKYMEHTOB, mpenycMoTpeHHbIM OKV]I: akrt, cmpaBka, 3amucka, CBOJKA, OT3bIB,
MPOTOKOJI, CHUCOK, W3BEHICHHE W Jp. PacnopsauTenbHble JTOKYMEHTBHI OpraHU3aluu
W3JAI0TCS CO CIEAYIOIIMMH Ha3BaHUAMM: NIPUKa3, <...>.

HaumenoBanue BHJa ¥ pa3HOBUAHOCTH JIOKyMEHTa HE yKa3blBaeTcs B MUCbMax. Mecto
COCTaBJIEHUSI WJIM UW3JaHus  JOKYMEHTa  YyKa3blBaeTcsi  Ha OlaHKaX  JOKYMEHTOB
o0pa3oBaTelIbHOM OpraHu3aluu, 3a UCKIOYeHHeM OlaHkoB nuceM. Ha3Banue nokymeHTa
revyaTaercss NPOMUCHBIMUA OYKBAMHU MOTY>KMPHBIM IIPUPTOM.

3.2.4. /laTa 1oKyMeHTa

Jlatoii mokyMeHTa SIBJISETCS JaTa €ro MOoAnucaHus (WU YTBEPKICHHSA); UL JTOKYMEHTA,
MPUHAMAEMOTO KOJUICTHaJIbHBIM OpraHoM (IIPOTOKOJIA), — JaTa ero 3acemaHus (PUHSATHS
perieHus), Uil akTa — jaara COOBITHS, A JOKYMEHTAa, TPEOYIOIIEer0 ero YTBePKIACHUS, —
7laTa ero YTBEeP)KICHHSL.

HJ’IH AJOKYMCHTOB, COCTAaBJICHHBIX OAHOBPEMCHHO HECCKOJIbKMMH OpraHu3alusiMu, HaTOﬁ
JOKYMCHTA ABJIACTCA AaTa IOAIIHMCAHUA €TI0 HOCJ'ICI[HCI‘/'I OpFaHHSaHHeﬁ.

[[aTa IMOoAINMMCAaHusA, YTBECPKACHUA, COTJIaCOBaAaHHA JOKYMCHTA, a TaKXKE NAaThl, COACPKAIIHUECA
B TCKCTC, OOJDKHBI Oq)OpMJ'IHTBCH HH(l)pOBBIM CIIOCOOOM. DJIEeMEHTHI JaTbl IMPHUBOIAATCA
apa6CKI/IMI/I I_[I/Iq)paMI/I B OJHY CTPOKY B IIOCJICAOBATCIIBHOCTU: ICHDb MCCiAlla, MECALL, I'O.

Hanpumep: 14.06.2026.
3.2.5. PerncTpanMOHHBII HOMEP JOKYMEHTA

Perucrpaunonnslii HoMmep — nuppoBoe WM  OykBeHHO-IIM(poBoe 0003HaYeHHE,
IIPUCBAaUBAEMOE JOKYMEHTY IIPU €r0 PETUCTPALIHH.

PCFI/ICTpaHI/IH JAOKYMCHTA MMPOBOAUTCS MTOCJIC €0 NOANINCaHNA UIIN YTBCPKIACHUA.

Z[J'ISI BHYTPCHHUX JOKYMCHTOB — IIPHUKAa30B, IIPOTOKOJIOB — 3TO HOpHI[KOBBIﬁ HOMEp
B IIpeaciiaXx KaJICHAAPHOIO roJa IO KaXJIOMYy BHAY HIIM Pa3HOBUJHOCTH IOKYMCHTOB.
B IIpHUKasax pCFI/ICTpaI_[I/IOHHHﬁ HOMECp MOXKCET JOIOJHATHCA 6yKBCHHBIM HHIACKCOM,
O603H8.‘-I3.IOIJ_II/IM Pa3HOBUIHOCTHU (Haan/IMep: IIprUKa3 10 OCHOBHOM ACATCIIbHOCTHU



ot 15.05.2026 Ne 253; mnpukaz mo auuHoMmy coctaBy ot 10.01.2026 Ne 22 nc, npukas
00 ormyckax oT 25.01.2026 Ne 4207, npuka3 o komanaupoBkam ot 25.01.2026 Ne 25k).

JU1st MCXOIAIIMX TOKYMEHTOB PETHCTPALMOHHBIA HOMEP COCTOUT:

1) U3 nopsiIKOBOrO HOMEpa B Mpeeax MacCUBa OTIIPAaBIISIEMON KOPPECIIOHICHIINH;

2) uH/EKcAa /Iea B COOTBETCTBUU C HOMEHKJIATYPO JIes1 00pa3oBaTeIbHON OpraHU3alIHiH.
PeructpaninoHHblii HOMEp JOKYMEHTa, COCTAaBJIEGHHOTO COBMECTHO [JByMs U OoJiee
OpraHu3alUsIMH, COCTOUT W3 PETHCTPALMOHHBIX HOMEPOB JIOKYMEHTOB KaKIOW W3 3THUX
OpraHM3alyii, MpOCTaBISEMBIX Yepe3 KOCYI0 4YepTy B IOpSAIKE yKa3aHUS aBTOPOB
B JJOKYMEHTE.

3.2.6. Ccbliika HA PerucTPAlMOHHBIH HOMEP U ATy JOKYMEHTA

Cchulka  Ha perMCTpallMOHHBIM ~ HOMEp M JaTy  JOKyMEHTa  BKJIIOYaeT B ceds
PETUCTPAIIIOHHBI HOMEp | JIaTy JOKYMEHTa, Ha KOTOPBIA TOJDKEH OBITh MaH oTBeT. CCehuIKa
Ha HOMEp U JaTy JOKYMEHTa HCIOJIb3yeTcsl MpU OQOPMIICHMHM TIMCEM, SIBIJISIOIIUXCS
OTBETaMM Ha MOCTYNHMBIIEE MHUCHMO (3ampoc, mpochOy u jap.). CBeAeHHS B PEKBU3UT
MEPEHOCATCS C MOCTYNUBIIETO JOKYMEHTa M COOTBETCTBYIOT PErMCTPAlMOHHOMY HOMEPY

" JaT€ NOCTYNMHMBUICTO JOKYMCHTA.

Ccputo4Hast OTMETKa MPOCTABIISETCS B JIEBOM YacTu GiiaHKa MUChbMa O]l PEKBU3UTOM «J1aTa
U «PETUCTPAIIOHHBII HOMEP JOKYMEHTAa.

Hannyme naHHOTO pEeKBH3WTA HWCKIIOYACT HEOOXOIUMOCTh YIIOMWHAHHS HOMEpA W JaThl
MOCTYIMUBIIETO JOKYMEHTa B TEKCT€ IMChMA, 4YTO OCBOOOKIAET TEKCT OT CIIPABOYHOM
nHpopMaIuu.

3.2.7. MecTo cocTaB/IeHHsI MJIM U3aHUS JOKYMEHTA

Mecto cocraBiaeHus (M3AaHuA) JOKyMeHTa (T. OHCK) yKa3bIBaeTcsi B JOKYMEHTaXx,
M3rOTABJIMBAEMbIX Ha OJJaHKAaX KOHKPETHBIX BUIOB JJOKYMEHTOB.

3.2.8. Anpecar

HOKYMGHTH AApeCYOT B OpraHbl BJIACTH, OpraHU3allH, HUX CTPYKTYPHBIC IIOAPA3ACJIICHUA,
JOJDKHOCTHBIM HJIN (1)I/I3I/I‘IGCKI/IM JIUM1aM.

IIpn agpecoBaHuM JOKYMEHTAa B OpPraH BIJIACTH, OPraHU3alUI0 WIHM €€ CTPYKTYpHOE
nojpaszenenue (06e3  ykazaHus  JOJDKHOCTHOTO — JIMLA) MX HAMMEHOBAHWE  IMUIIYT
B UMECHUTEJILHOM I1aJIEXKeE.

Hampumep:

MunucrepcTBo npocselienust PO

I[enapTaMeHT I“OC}’,[[B.pCTBCHHOfI IOJINTHUKH



B cdepe 3aluThl IpaB JeTei

[Ippy  HampaBiaeHMM  JOKYMEHTa  JOJDKHOCTHOMY JIMIY  Ha3BaHUE  OpraHU3aLMH
U €€ CTPYKTYPHOTO IOJAPA3ACICHUs YKa3blBalOT B UMEHHUTEIBHOM NAJEKE, a JOJKHOCTh
u paMHIIUIO azipecaTa — B JaTeIbHOM. VHHWIMANBI cTaBsATCS mocie (amMIIni HEe3aBHCUMO
OT TOT0, KOMY aJJpeCOBaH JOKYMEHT — JIOJDKHOCTHOMY JIMILY WK (PU3HUECKOMY.

Hamnpuwmep:

MunuctepcTBO 00pa3oBaHus DHCKOU
oOmnactu
VYrnpanenue nenamu
['maBHOMY cnienmanucTy
NBanosoii N.1.

WUnu HwHa3Banwme opraHusanvi BXOAWUT B HAMMCHOBAHUEC JOJDKHOCTH U O(l)OpMJ'IﬂeTCSI
B JaTCJIIBHOM ITaJICXKE

Pexropy unctutyra

HMBanosoii 11.1.

[Ipu angpecoBaHuH JOKyMEHTa B HECKOJIBKO OJTHOPOJIHBIX OpraHU3aI[uil X HA3BaHHS CIICTyeT
yKa3bIBaTh 0000IIEHHO.

Hanpuwmep:

PykoBoautensim o6pa3oBaTeabHbIX
opraHu3zalii oomiero oopazoBanus,
PYKOBOIUTENSIM IPEANPUATUN U
opranu3anuii Munnpocsemnienus Poccun

JlomyckaeTcsi HEHTPUPOBATh KaXIyl0 CTPOKY PEKBU3UTA «AJpecary M0 OTHOLICHHUIO K CaMOi
JUIMHHOW CTPOKE.

Hampumep:
3aMecTUTeNI0 JUPEKTopa Mo yueOHOH

pabore MBOY 11O Ne 1
Uyiikunon W.1.



B coctaB pexkBu3uTa MOXXET BXOAWTH IMOYTOBBIM aapec. DJIEMEHThI IMOYTOBOIO ajpeca
YKa3bIBAIOTCSA B IIOCJIEJJOBATEIbHOCTH, YCTaHOBIeHHOW IlpaBunmamu okazaHust  yciayr
nmoyToBoi cBsizu. [Ipu aapecoBaHuu mMuchbMa B OPraHU3aAIMI0 YKAa3bIBAIOT €€ HAUMEHOBAHUE,
3aTEM MOYTOBBIN aapec.

Hamnpumep:

Penakums xypHana
«YnpaBiaeHHe HAYAIbHOW IKOJION»
MoCKOBCKHI TIPOCTL., 1. 6,

r. OHck, 101856

Azlpec HC IMPOCTABJIACTCA Ha JOKYMCHTAax, HaIrpaBJIACMbBIX B IMPABUTCIILCTBCHHLIC
YUPCKACHHA U IIOCTOAHHBIM KOPPECIIOHACHTAM, B 3THX ClIydadaX MOT'YT IPUMCHATHCA
KOHBEPTHI C 3apaHCC HAIICYaTAaHHBIMHA aJipCCaMiu.

[Ipn agpecoBaHuM AOKyMEHTa (PHU3NYECKOMY JHIy HEOOXOJMMO YKa3bIBaTh (HaMUIIHIO,
MHUIMAJIBI, 3aT€M IIOYTOBBIN ajpec.

Hanpuwmep:

NBanory N.U.

Uepnbimesckas yi., 1.100, k. 100,
r. DHCK, DHcKas o0macts, 101856

HOKYMGHT HC JOJIDKCH COICPIKATb Ooiee YCTBIPEX aapecaTos, Ka)K,Z[BIﬁ OK3EMILIAAP TaKOIro
AOKYMCHTa HOJIKCH OBITH noarnuncCaH. CnoBo «Konms» nepea BTOPbIM, TPECTbHUM, YCTBCPTHIM
aapecaTaMi HC YKAa3bIBAKOT.

HpI/I HaIllpaBJICHUU HNOKYMCHTA Ooee uvemM B YCThIPC aapeca COCTAaBJACTCA CIIMCOK
Ha pacChblIKY, 4 Ha KAXI0OM JOKYMCHTC ITPOCTABJISICTCA TOJILKO OUH aJpeC.

3.2.9. I'pud yrBepKaeHusi AOKyMeHTa

yTBep)KI[CHI/IC JOKYMCHTA MPOU3ZBOAUTCA IIPOCTABICHUEM FpI/I(I)a YTBCPXKACHUSA WA
U3JaHUEM pacnopAauTEIbHOTO AOKYMCHTA (B TEX ciryvasx, Korjga Tpe6y10Tc51
AOIOJIHUTECIIbHBIC IPCAIINCAaHUA U paS’BSICHCHI/ISI).

I[OKYMCHTBI YTBCPIKAAOTCA PYKOBOIUTECIICM O6pa3OBaTCJ'ILHOI71 OopraHu3anuu,
BBIICCTOAINMUMHA WM MCKBCAOMCTBCHHBIMHU OpraHaMH, OpraHu3aluiMH, B KOMIICTCHIUIO
KOTOPBIX BXOJUT PCHICHUC BOIIPOCOB, U3JIOKCHHBIX B YTBCPIKAACMBIX JOKYMCHTAX.



[Tonoxenust, npaBuia, MOPSJIKH, JOJDKHOCTHBIE WHCTPYKLMHM, WHCTPYKIMM, pacHUCaHUs
3aHSATUH YpOKOB, BHEYPOUYHOM J€ATEIBHOCTH, JOMIOJHUTEIBHOIO O00pa3oBaHUA U JIp.
IOJUIeKAT YTBEPXKICHUIO PYKOBOAUTENIEM 00pa30BaTEIbHONW OpPraHu3aliu U MPHOOPETaroT
IOPUAMYECKYIO CHITY TOJIBKO C MOMEHTA UX YTBEPKJICHUS.

I'pud yrBepkaeHUS MOMENIACTCS B MPABOM BEPXHEM YTy IEPBOTO JIMCTa JOKYMEHTA,
coctout u3 cioBa Y TBEPXKIAFO (6e3 kaBbIuek), MOJTHOTO HAMMEHOBAHUS JTOJDKHOCTH JIUIIA,
YTBEPIKIAOIIETO JTOKYMEHT, €r0 JUYHOH TOIICH, €€ paciupOBKH (MHUIIAATIOB, (haMUIIHH)
u gatel  yrBepxkaeHus. Ciioo  YTBEPXK/IEHO  nomyckaercst — cOrjlacoBblBaTh €
HauMeHoBaHueM Buja yrepxkaaemoro nokymenta (YTBEPXJIEHA, YTBEPXIEHBI wiu
YTBEPXEHO).

Hamnpumep:

YTBEPX/IAIO
Hupexkrop MBOY 11O Ne 1
noamuck .M. UBanosa
15.06.2026

JHomyckaetcst B pekBuzutTe «I'pud yTBEpKIEHHUS TOKYMEHTa» LEHTPUPOBATh 3JIEMEHTHI
OTHOCHUTEIIHO CaMOW JIJIMHHOM CTPOKH.

Hanpuwmep:

YTBEPXJ/AIO
Jupexrop MBOY 11O Ne 1
noamnuck .M. UBa"HoBa
15.06.2026

HpI/I YIBCPXKIACHUN JOKYMCHTA HCCKOJBKHMMH JOJDKHOCTHBIMH JIMIJaMHW HUX IOAIIUCHU
paciojararoT Ha OJHOM YPOBHC.

[Ipu yTBepkJIeHUM JOKYMEHTa IMOCTAHOBJIECHUEM, PEIICHUEM, IIPUKA30M, IMPOTOKOJIOM Tpud
yrBepkeHus cocrouT u3 cinoBa YTBEPXJIEHO, HaumeHOBaHUSI yTBEPKIAIOLIETO

AOKYMCHTA B TBOPUTCIIbHOM IIaCKE, €0 JaThl, HOMEpaA.

Hampumep:

YTBEPXKX/JEH
IIpoTOKOJIOM METOAMYECKOTO COBETA
15.06.2026 Ne 32

nim

YTBEPXIAEHO
npukazoM MBOY 11O Ne 1



15.06.2026 Ne 32

Braocuts kakue-nmub0 W3MEHEHUsT U J00aBJICHUs] B MOAMNHCAHHBIE (YTBEP)KICHHBIE)
JIOKYMEHTBI 0€3 pa3pelieHus Julla, MOMMUCABIIEr0 JOKYMEHT, HE JOIMYCKaeTCs.

OTBETCTBEHHOCTh 3a Ka4e€CTBO IMOATOTOBKHU AOKYMCHTOB W NOCTOBCPHOCTH COACPKALIUXCHA
B HUX JOAaHHBIX BO3JIara€rCsa Ha Juld, NOATrOTOBUBIIME, 3aBU3HPOBABIIMEC W INOANMCABIINC
JAOKYMCHTBI.

3.2.10. 3aro;10BOK K TeKCTY

3arojloBOK K TEKCTy BKIJIIOYAeT B CeO0s KpaTKoe COJEp)KaHWe OKYMEHTa, €r0 OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3arojoBok ¢opmynupyetcsi ¢ npemiorom «O» («O0») u oTBeuaer
Ha BOIIPOC «O 4eM?»:

e mpuka3 (0 ueM?) 0 CO3JaHUM aTTECTALIMOHHOW KOMHUCCHH;
e mpuka3 (o uem?) 00 yTBEp)K/IEHUU IITaTHOTO PACIHCAHNUS;
e mHCcHhMO (0 yem?) 0 MpeAoCTaBICHUN HH(OPMALIUH.

3aroyioBOK COCTaBIISI€T HCIOJIHUTENh JOKYMEHTA. 3arojioBOK K TEKCTy oQopmiisercs Moj
pekBu3uTaMM OlaHKa CieBa, OT I'paHMlbl JieBoro mojs. Eciu  TekcT JoKyMmMeHTa
HE MPEBBINIACT YETHIPEX-TSITH CTPOK Wiu odopmiieH Ha Omanke ¢opmara AS, 3aroJoBOK
MO’KHO HE YKa3bIBaTh.

3arojloBOK  JIOKYMEHTa 3allMCBIBAETCS TMPH €r0 PErucTpPalid B COOTBETCTBYIOIIHE
perucTpanroHHbie (JOPMBI: KapTOUKy, 0a3y JaHHBIX.

3.2.11. TekcT JOKyMeHTA

TexcT AOKYMCHTa COCTaBJIICTCA HAa PYCCKOM S3BIKE KaK I'OCyaAapCTBEHHOM S3BIKE P®. Tekcr
JAOKYMCEHTA H3JIaractca pPYyCCKHUM JIUTECPATYPHBIM  SA3BIKOM C YUCTOM 0coOeHHOCTEN
O(bI/II_[I/IaJ'II)HO-I[eJ'IOBOl"O CTWJIA, BHUAA MJOKYMECHTA H €TI0 HA3HAYCHHA B ynpaBHqueCKOﬁ
ACATCIBbHOCTH. COI[Cp)KaHI/Ie JAOKYMCHTA OOJIZKHO OBITH H3JI0KEHO KpaTKoO, JOI'M4YHO, TOYHO
H sSICHO.

TekcTnl AOKYMCHTOB HU3JIarar0TCs:

or 1-ro nMIa €IMHCTBEHHOTO 4YHCIa B JOKyMEHTaxX (NMpHKa3 W T.A.) PYKOBOIMUTEIS
o0Opa3oBaTe/IbHONW OpraHu3aluy, ACHCTBYIOIIETO Ha MPUHIMIAX €JUHOHAYalIMs, a TaKxke
JOKYMEHTaX, aJpECOBAHHBIX PYKOBOJACTBY OpraHM3allMM: IPHUKa3bIBaIO... IOATOTOBUTH
U TIPEACTaBUTh Ha PACCMOTPEHHUE; MPOLTY PaCCMOTPETh BOMPOC 00 YCTAHOBJIEHUH JIbIOTHBIX
TapuoBs...;

3-ro JiMiia CAWUHCTBCHHOI'O UYHCJIAa B HOKYMCHTAX KOJUICTHAJIIBHBIX OPraHOB: KOMHCCHUA
pemuia...; O6pa30BaTCJIBHa}I opraHusanust HE CUUTACT BO3MOKHBIM...;

1-ro JiMja MHOKCECTBCHHOT'O YHCJIa B COBMCCTHBIX HOOKYMCHTAX: IIPOCUM MPCACTABHUTH
AAHHBIC O...; IPEACTABIACM HAa PACCMOTPCHHUC U YTBCPIKIACHUC... ]



3-T0 JHIIa MHOXXECTBEHHOTO YHWCJIa B MPOTOKOJIAX: CIYIIAIH, BBICTYIWIH, MOCTAaHOBWIH,
peLInIn.

B noxymeHTax, ycTaHaBIMBAIOUIMX IpaBa U OOSA3aHHOCTH OpPraHU3alUH, €€ CTPYKTYPHBIX
nojApasJesieHnil (MOJI0KEHUE, HUHCTPYKLUS), a TakkKe COAEpKallluX OIMCAHHE, OLEHKY
(axTOB WJIM BBIBOJBI (aKT, CIIpaBKa), UCHOJIB3YeTCs (hopMa M3JI0KEHHUS TEKCTa OT TPETHETO
JWIa eIMHCTBEHHOTO WJIM MHOXXECTBEHHOTO 4YHCia («OTHEN OCYIIECTBISICT (DYHKIHN,
«B cOCTaB 00BETUHEHUS BXOIATY», «KKOMUCCHS YCTAHOBHIIAY).

B texcte AOKYMCHTA, OATOTOBJICHHOI'O Ha OCHOBaHUH 3aKOHOJAaTCIIbHBbIX, HHBIX
HOPMATUBHBIX IIPABOBBIX AKTOB, U3AAHHBIX OPraHaMu BJIACTH, JOKYMCHTOB, PAaHEC U3JJaHHBIX
OopraHoM BJIaCTH, YKa3bIBACTCA HAMMCHOBAHUC BHJA JOKYMCHTA, HAMMCHOBAHUC OpraHa,
HU3JaBIICTO JOKYMCHT, JaTa MPUHATUA WJIN YTBCPIKACHUA JOKYMCHTA, €TO pel"I/ICTpaHI/IOHHBH\/JI
HOMCD, a TaKKC 3aroJIOBOK K TCKCTY WJIM HAMMCHOBAHHUEC B A NOKYMCHTA, HAIIPHUMEDP:

«B cooTBeTcTBHM C TIOCTaHOBJICHHUEM [TpaBuTenbCTBA ot 13.08.1997 Ne 1009
«O0 yrBepxkaennn IIpaBui MOArOTOBKM HOPMATHBHBIX IPaBOBBIX AaKTOB (penepaibHBIX
OpraHoB HACIIOTHUTEILHOM BIACTH U UX FOCYJIapCTBeHHOﬁ pErucTpanmn,

«B cootBercTBUM ¢ [I0/10)KEHMEM O MOCTOSIHHO JIEMCTBYIOIIEH OSKCIIEPTHOW KOMHCCHH
YUpEXKICHUS, OpraHu3aluy, NpeINpusaTus, YTBEpXKIACHHbIM npukazoM PocapxuBa
ot 11.04.2018 Ne 43».

Ecnu TekcT comepKUT HECKOJIBKO MOPYYEHMI, PEIICHUM, BBIBOJOB, B TEKCTE BBIAEISIOTCS
paszfenbl, MOoApa3eNbl, ITYHKThI, MOAMYHKTHI.

B Tekct nokymMeHTa MOTYT BKIIOYaThCS (parMeHThl, OPOpPMIICHHbIE B BHJE TAOJWLBI WU
AHKETHI.

CrpaHHMIIBI TEKCTa HYMEPYIOTCS apaOCKUMU U (paMH IMOCEPETMHE BEPXHETO TOJIS.
B nucbMax HCIoNb3yroT Cleayromue GopMbl U3JI0KEHUS:
e OT IIEPBOTO JIMI[Aa MHOXXECTBECHHOI'O 4YHCJIa («IIPOCHM HAIPaBUTHY», «HAIPABIIIEM
Ha PaCCMOTPEHHUE);
e IEPBOrO JIMIA EAMHCTBEHHOTO 4YHCIA («CUMTAD HEOOXOIUMBIM», «IIPOIILY
BBIJICITHTHY);
e TpeThero Jmma eauHcTBeHHoro uuciaa («OO He Bo3paxkaer», «OO cuuraer
BO3MOJKHBIM).

3.2.12. OT™MeTKA 0 NPHJIOKEHU U

Eciu noKyMEHT uMeeT NMPHUIOKECHHS, Ha3BaHHBIC B TEKCTE, TO OTMETKA O HUX O(POPMIISETCS
1o creayrome popme:

ITpunoxxenne: Ha 10 1. B 3 9K3.

Ecau MMPUIIOKCHUA B TCKCTC HC HA3BAHBLI, TO HCO6XOI[I/IMO NEpCUUCIINTL HUX HA3BAHUA,
KOJIMYCCTBO JIUCTOB U 3K3CMILIAPOB KAXKAOTO.



[Ipy HATMYKMK HECKOJIBKUX NIPUJIOKEHUN OHU HYMEPYIOTCS:

[Ipunoxenus: 1. IlltatHOE pacnucaHHUe... Ha 4 1. B 3 9K3.

2. Cmera pacxo/ioB... Ha 4 1. B 3 9K3.

Ecau IMPUIIOKCHUSA C6p01HIOpOBaHBI, KOJIMYECTBO JIMCTOB HEC YKA3bIBACTCA.

Ecnu k 1okymeHTy npuiaraeTcst Apyroi JOKyMEHT, TaKK€ UMEIOIINN IPUIOKEHUE, OTMETKY
0 HAJIMYUU TIPWIOKEHUS OPOPMIISIOT CIEAYIOMIUM 00pa3oMm:

[Tpunoxenne: muceMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npusiokeHne K HEMY, BCETO
Ha 3 I

Ecnu mpunosxennem siBisieTcsi 000COOIEHHBIN AIEKTPOHHBIA HOCUTENh (KOMITAKT-AKCK, usb-
(bnenr-HaKOMUTENh U Jp.), OTMETKY O HAJIMYUHU TPWIOKEHHUS OQOPMIISIOT CIEAYIOIUM
obOpazom:

[Tpunoxenne: CD B 1 3k3.

[Ipu »TOM Ha Bkiajpiie (KOHBEPTE), B KOTOPBIA IMOMEIIAETCS HOCHUTENb, YKa3bIBAIOTCS
HAaMMEHOBaHUS IOKYMEHTOB, 3alIMCAHHBIX Ha HOCUTEJb, UIMEHa (hailyioB.

[IpunoxxeHust 1OKHBI O(OPMIIATHCA Ha CTAaHAAPTHBIX JINCTAX M UMETh BCE HEOOXOIMMbIE
JUIs  JIOKYMEHTOB pPEKBU3HUTHI (HAaMMEHOBAaHUE, 3aroJIOBOK, MOJMUCH PYKOBOIUTENEH
MOApa3eIeHn i, OTBETCTBEHHBIX 3a UX COJAEpKaHHEe, OTMETKY O COTJIACOBAHUHU U T. [I.).

Ha npunoxeHun K pacrnopsiAUTEIbHOMY JTOKYMEHTY B IIPaBOM BEpPXHEM VIJIy CTaBUTCS
OTMETKAa  C yKa3aHHMEM  Ha3BaHHUS  paCHOPSAUTEIBHOIO  JOKYMEHTa, €ro  JaThl
U PETUCTPALIMOHHOTO HOMEpa.

Hanpuwmep:

[Tpunoxxenue Ne 2
k nmpukazy MBOY 11O Ne 1
ot 15.06.2026 Ne 11

HaumeHoBaHMe BuAa JOKYMEHTa — IMPHIIOKEHUs (IIEPBOE CIOBO 3aroJIOBKa MPHIIOKEHUS)
BBIJIENISIETCS. IPOMMCHBIMU OykBamHu, nonykupHbeiM mpudrom (ITOJIOXKXKEHUE, ITEPEYEHD,
CIIMCOK u T1. 11.).

Homyckaetcst Boipaxkenue «[IPUJIOKEHUE Ne» neuaraTte nponvCHBIMU OyKBaMH, a TaKxkKe
LIEHTPUPOBATh ATO BBIPAXKCHUE, HAMMEHOBAaHUE JOKYMEHTa, €ro AAaTy U PEruCTPallMOHHBIN

HOMCP OTHOCUTCIILHO caMoOM JJIMHHOM CTPOKH.

Hampumep:



[Ipunoxxenne Ne 1
k npukazy MBOVY 11O Ne 1
o1 05.06.2026 Ne 145

3.2.13. I'pud cornacoBanusi 10KyMeHTa
Breminee cornacoBanue o(popMIISIETCS] COOTBETCTBYIOIIUM TPHQPOM.

I'pucd cornacoBanus coctout u3z cinosa COI'NTACOBAHO (6e3 kaBbIu€K), TOKHOCTH JIMIIA,
KOTOPBIM coriacoBaH JOKYMCHT (BKJ'IIO‘IaSI HanMMCHOBAHUEC OpFaHI/I3aHI/II/I), €ro
cOOCTBEHHOPYYHOU MOANKMCH, THUIMATIOB, (PAMUIINH, 1aThl COTJIACOBAHUSI.

Cnoso COTJIACOBAHO nomyckaeTcsi COTJIacCOBBIBATh C HAMMEHOBAHHEM BUA IOKYMEHTA!

e HUucrpykmnusa - COTJIACOBAHA
o Permament - COI'JTACOBAH
e Jlomoxenne - COT'JTACOBAHO

Hampuwmep:

COI'TACOBAHO
3amecTuTebh HaUYaIbHUKA YIIPABICHUS
00pa3zoBaHust DHCKOM 00macTu
noanuck A.W. Iletpos

11.07.2026

Ecnu cornacoBaHue MpOBOJIUTCS C KOJUIETHAJIbHBIM OPraHOM HIIM TMOCPEACTBOM IHCHMA,
TO rpud coryiacoBaHus 0(HOPMIISETCS CIEAYIOUINM 00pa3oM:

Hampumep:

COI'ZTACOBAHO
ITemarornueckum coetom MBOVY 11O Ne 1
(mpotokoi ot 29.03.2026 Ne 1)

Fpn(pm COTJIaCOBaHUA MOTYT pacrojiaratbCA Ha OTACIIBHOM JIUCTEC COIJIACOBAHHUsA, CCIIN
COACPKaHNEC NOKYMCHTA 3aTparuBaCT HHTCPEChbI HCCKOJIbKUX OpFaHH3aHHﬁ. Ha JAOKYMCHTC
Jenaercs oTMeTKa «JIMCT coritacoBaHus npujiaracTcs».

BHeminee cormacoBaHMe B 3aBUCHMOCTH  OT COACPIKAHUA HNOKYMCHTA OCYIICCTBIISICTCA
B CHCHYIOHICﬁ OUCPCAHOCTHU:



e CO CTOPOHHHMMHU OpraHusaliussMM, KOTJa OHU BBICTYIAKOT 00s13aTeNbHOI CTOpOHOfI
B [IPABOOTHOMICHUAX, BO3SHUKAOMIUX BCJICACTBHUC U3JaHUA NOKYMCHTA, WK KOI'Jdad

COZCPIKaHNEC NOKYMCHTA 3aTparuBacT UX MHTCPCCHI,

. O6HIGCTB6HHI)IMI/I opraHu3anusaMU — B ClIydasix HCO6XOI[I/IMOCTI/I WM B ClIy4dadx,

IpeaAYyCMOTPCHHBIX MMOJIOKCHUAMU 00 3THX OpraHru3alusax;

e OpraHamMu, OCYHICCTBJIAIONIMMU FOCYIlapCTBeHHBIﬁ HaI[BeI[OMCTBeHHIﬂﬁ KOHTPOJIb

(Ha/3Op) B OMPEICIICHHOM 00JIaCTH (9KOJOTUIECKHIN, TIOKAPHBIN U T. I1.);

e BBIIIECTOSIIIMMM OpPraHU3alMsIMM — B ClIydasgX, KOrJa 3aKOHOJATEIbCTBOM
IIPEAYCMATPUBAECTCSI  BO3MOKHOCTb  COBEPIUCHUS  YIPABICHYECKUX JCHUCTBUU

TOJIBKO C Pa3pelICHUs dTUX OPraHU3aLUN.

3.2.14. Bu3a cor;iacoBaHusi 10KyMeHTa

Busbel cormacoBanus JOKYMCHTA — PCKBHU3UT NTOKYMCHTA, YKa3BIBaIOHIHfl Ha corjiaCuc HJn
HECOoTrj1aCuc NOJDKHOCTHOTO JIMIIa 06p330BaTCJ'II>H0171 opraHu3anu C COACPKAHHUEM ITPOCKTA

JOKyMEHTa (J1ajiee — BH3a).

Buza BKkIIOWaeT MOJDKHOCTH JIUIA, BHU3UPYIOIIETO JOKYMEHT, MOJMNKCh, paclin(poBKy

noAnucH (MHULIMAIBI, (aMUIIMIO) U ATy BUSUPOBAHMUS.

Hampuwmep:

3amecTuTeNnb AUPEKTOpa M0 BOCTIUTATEILHON paboTe
HBanoBa N.N. NBanoBa

10.10.2026

O(bOpMJ'IeHHaH TaKHUM 06p830M BHU3a O3Ha4acT corjidacuc JOJDKHOCTHOI'O
C COACPpKAaHUEM JOKYMECHTA.

[Ipu Hanuuuu 3aMeyaHuil Mo JOKYMEHTY BU3Y OQOPMIISIOT CIEAYIOIINM 00pa3oM:

3ameyanus npujiararoTcs
3aMecTUuTeNb JAUPECKTOpa 110 BOCHUTATEIIHLHOM pa60Te

HBanosa N.N. BanoBa

10.10.2026

Jna

Z[OKYMCHT BU3HUPYCETCA HUCIIOJIHUTCIICM U 3aUHTCPECOBAHHBIMU B JOKYMCHTC NOJIKHOCTHBIMH

JIMJaMHu, pYKOBOJUTCIICM 06p830BaTeJIBHOI>'I OpraHu3aluu.

3aMmeuaHus JOJI?KHBI OBITh MNpeaACTaBJICHBI Ha OTACIIBHOM JIMCTC, KOTOpLIﬁ oA ChIBArOT,

AATUPYIOT U IIPpUJIAratOT K I0OKYMCHTY.



Ha nokymeHnTe, MOUIMHHUK KOTOPOTO OCTaeTcsi B 00pa3oBaTEeNbHON OpraHU3allid, BU3BI
MPOCTABISIOT B HIDKHEH YacTH OOOPOTHOW CTOPOHBI MOCIEIHETr0 JUCTa TOJTMHHHUKA
JIOKyMEHTA.

Ha AOKYMCHTC, IHNOAJIMHHUK KOTOPOTO OTIPABJIAOT M3 OpraHu3aliid, BU3bI IMPOCTABJIAIOT
B HIDKHCH YacTH HHHCBOﬁ CTOPOHBI BTOPOI'O 3K3CMILIApA OTHPABIIACMOI0 JOKYMCHTA.

Bo3moxHO odopmiieHne B3 JOKyMEHTa Ha OTAEJIBHOM JIMCTE CcOTjlacoBaHUs. JlomyckaeTcs
MOJIMCTHOE BU3UPOBAHUE JOKYMEHTA U €r0 MPUIIOKEHHUS.

Ecnu B mpouiecce BU3MPOBaHUS B MPOEKT JOKYMEHTA BHOCATCS CYIIECTBEHHbIE W3MEHEHUS,
OH MOJJIEKUT MOBTOPHOMY BU3MpoBaHuUto. [loBTOpHOE BU3KMpOBaHKE HE TpeOyeTcs, eciu Mpu
J0pabOTKE B MPOEKT JOKYMEHTAa BHECEHBI YTOUHEHUSI, HE MEHSIOIINE €r0 CYTH.

3.2.15. [Mloanuck

JlokyMeHTBI, HampaBisieMble O0Opa30BaTENbHONW OpraHW3anyeldl B BBHIMICCTOSIINE OPTaHbI
yIOpaBieHUs, MOANUCHIBAIOTCS PYKOBOJIUTENEM 00pa3oBaTelbHOM OpraHU3alluu, €ro
3aMECTUTENIEM 10 TIOPYYEHHUIO PYKOBOIUTENS 00pazoBaTeNbHON OpraHu3anuu
[0 COOTBETCTBYIOIIMM HAIPABIICHUSIM.

B cocrtas PEKBU3UTA ((HO}IHI/ICI:» BXOAT. HAMMCEHOBAHUC JOJDKHOCTH JIMIIA, ITOAITMCABIIIECTO
JTOKYMEHT (TIOJTHOE, C YKa3aHHEeM Ha3BaHWs OPraHW3alluH, €CIH JOKYMEHT o(opMIIeH
He Ha OJlaHKe, | COKpAIllEHHOE — Ha JOKyMeHTe, OQOpPMIICHHOM Ha OJIaHKe); JW4YHas
TTOIMHUCH; paciippoBKa NOANMUCH (MHUIIAAIBI, (PaMuUIHs).

Hanpuwmep:
3aMecTUTEND JInunasg HU.N. Usa"oBa
TUPEKTOPA IO ITUCH
10 BOCIIUTATEND
HOI paboTe

B AOKYMCHTAaX, IMOATOTOBJICHHBIX KOMHCCHCﬁ, YKa3bIBAOTCA HC NOJDKHOCTH IMOAIIMCABIINX
JIMII, a UX 0053aHHOCTH B COCTaBE KOMHCCHH.

Hampumep:
npencenaTesnb JInunas noanuce N.0. Gamunus
KOMHUCCHUH
YJI€Hbl KOMUCCUU JInunas noanuce N.0O. damunus

JIngHas noanuch N.0. ®amunug



[Ipy noamucaHuM JOKYMEHTA HECKOJBKUMU JOJDKHOCTHBIMHU JIMIIAMHU  HMX MOJIUCH
pacrnojiaraloT OJHy IOJ| APYroil B MOCIIENOBATEIbHOCTH, COOTBETCTBYIOILEH 3aHUMaeMOM
JOJIKHOCTH.

Hamnpuwmep:
Jupexrop JInynas noanuce N.0. ®amunus
3amecTuTeNb JInynas noanuce N.0. ®amunus
JUPEKTOPA

HpI/I MoANMMCAaHUKU JOKYMCHTA HCECKOJBbKHMU JIMIIAMHU PaBHBIX HOHX(HOCTeﬁ, X NMOoANMCH
pacmoJjararoT Ha OATHOM YpPOBHC.

Hampuwmep:
3amecTuTeNnb JUPEKTOpA MO 3aMeCTUTENb IUPEKTOPA MO
aIMAHUCTPATUBHO-XO35IHCTBEHHO N y4eOHO-BOCITUTATEIHLHOM padoTe
pabore
JIAYHAS n.0. JUYHas n.o.
HOJITHCE Damunus HOAIIUCE damunusa

Ecou AOJDKHOCTHOC JIMIO, IIOAIIKMCh KOTOPOI0 3aroToBJICHA HaA MNPOCKTE OOKYMCHTA,
OTCYTCTBYCT, TO JOKYMCHT JOJDKCH IIOANHMCBIBATHECA  JIMIOOM, HCIOJHAOOIUM  €ro
065[3aHHOCTI/I, WM €0 3aMECTUTCIIEM.

He JAOIIYCKAaE€TCAd MOAINMUMCAHUE ONOKYMCHTOB C IIPECIAIOTOM «3a» HIH IIPOCTABJICHUC KOCOH
YEPTHI IEPEA HAUMEHOBAHHUEM JOJLKHOCTH.

3.2.16. OTmMeTKa 00 3JIEKTPOHHOM MOANMCH

OrMmeTKa 00 SHGKTPOHHOﬁ MNOANNCHU HCIIOJIB3YCTCS IIpU BHU3yaJln3alluu SHGKTpOHHOﬁ
MOANMNCH Ha JOKYMCHTC OTMmeTKa IMOATBCPIKAACT TO, UTO IJICKTPOHHAA IMOAIIKUCH ObL1a BC€PHaA
Ha MOMCHT BKJIFOUCHUA JOKYMCHTA B C:‘)I[

OtmeTKy 00 2JEKTPOHHOM MOANMCH HEOOXOIMMO pacIojarath ¢ COOMIOCHUEM CIEAYIONINX
TpeOOBaHUM:

e MECTO pa3MeIEeHUs] OTMETKH 00 3JIEKTPOHHOM MOANUCH JOIKHO COOTBETCTBOBAThH
MECTY pa3MeIleHusi COOCTBEHHOPYYHOH MOANUCH B aHAJIOTMYHOM JOKYMEHTE Ha
OyMa)KHOM HOCHUTEIIE;

e DJJIEMEHTHl OTMETKM OO0 O3JIEKTPOHHOW MOJIUCH JOJDKHBI OBITh BHJIUMBIMH U
YUTAaeMbIMU MPU OTOOPAXKEHNUHU TOKyMEHTa B HaTypaJlbHOM pa3Mepe;

e DJIEMEHTBHl OTMETKH OO0 3JIEKTPOHHOW MOJINMHUCU HE JOJDKHBI MEPEeKPBIBATHCS WIIH
HaKJIaJbIBAThCS IPYT HA JIPYTa;

e DJIEMEHTBI OTMETKU 00 AIIEKTPOHHOMN MOJANNCH HE JOJDKHBI IEPEKPHIBATh HJIEMEHTHI
TEKCTa JOKYMEHTA U JPYTHE PEKBU3UTHI JOKYMEHTA.



OTtMmeTrky 00 »SJeKTpOHHOH moanucu (GOPMHUPYIOT W BU3YAIM3HPYIOT MPOTrPaMMHBIMU
cpencrBaMu. OTMETKa 00 IEKTPOHHON MOAIUCH MOXKET:

e BKIIOYATh M300pakeHHE AMOJIEMBbI 00pa30BATEIIFHON OPTaHU3AIMH — TOJBKO IS
OTMETKHU 00 YCUJIEHHOU KB (PUIIUPOBAHHON u YCUJICHHOU
HEKBaTH(PUIUPOBAHHOHN JIEKTPOHHO MOITUCH;

e COJEp)KaTh METKY JIOBEPEHHOTO BpPEMEHH, KOTOpas oToOpaxkaeT MH(opMaIuio o
JaTe ¥ BPEMEHH IMOAMUCAHUS JIEKTPOHHOTO JOKYMEHTA 3JEKTPOHHOU MOAIKUCHIO.
Metka pacnojiaraeTcsi HIDKE OCTaJbHBIX JJIEMEHTOB OJJICKTPOHHOW TOMIIHKCH.
BHenauii BU METKH JIOJDKEH OBITh WACHTHYEH APYTUM DIIEMEHTaM TOIIHCH.

e JlaTy HYXHO BOCHpPOHM3BOJUTH apaOCKUMHU HU(PpPaMu, pa3aeeHHBIMH TOYKOM:
18.08.2025. Bpems — apabckumu nudpamu, pa3aeiaeHHbIMU ABoeTouneM: 15:20.

OtrMeTka 00 ycuJIeHHOH KBAJIM(UIHUPOBAHHONH M YCHJIEHHON HeKBAJIM(HUIHUPOBAHHOM
3JIEKTPOHHOM MOANMCH BKIOYaeT Ppasy «/JoKyMeHT MoANUCaH IEKTPOHHOU MOIMHUCHION,
HOMEp cepTHU(HKaTa KIH04a 3J€KTPOHHON NOANUCH (U1l YCUIEHHONW HEKBAIU(DUIIMPOBAHHON
MOANHUCH — TPH HAIWYUU cepTudukara), (pamMunuio, UM, OT4ECTBO (IPU HATUYHUU)
BIIaJIeNIblIa CEpTU(UKATA, CPOK IEHCTBUA CEpTHU(PUKATA KITF0YA HIEKTPOHHON MOIHCH.

[Tpumep (c METKOM JOBEPEHHOTO

I1
puMep BPEMECHH )

o 0 - JOKVMEHT IOTIMHACAH
3JEKTPOHHOH MOJMHCEIO o JOKVMEHT IOTIHCAH

3IEKTPOHHOMH MOJMHCEIO

Cepruduxar 398uf cf jksaww 8r38402jcuisasjciajhc

C Cepmdurar 398ufcf 8r38402jcuisasjciajhc

Brangenen [Tetposa Al

JefictenTenen ¢ 01.09.2025 mo 3

Jlara u Bpems moarmucanms 10.11.2025 14:15

OTMeTKa 0 NPOCTOiIl 3JIeKTPOHHOI moamucH BKiIodaeT (paszy «JokymeHT mnoamucan
MPOCTOI 3JIEKTPOHHON MOJMUCKHIO», (GaMUWINIO, UMS, OTYECTBO (IpU HAJIMYMK) Biajeiblia
MOANUCH, B CKOOKaX HAaMMEHOBAHHE CTPYKTYpHOTO MoApasfiesneHus (Mpu HaIW4YUH) U
HauMEHOBaHHE JOJDKHOCTH. BHENTHHI BUJT OTMETKH, YCTAHOBJICHHBIN B HACTOSIIEM MYHKTE,
MO>KET MEHSTHCS TI0 COTJIAIIEHUIO CTOPOH.

[Tpumep (c METKOH JOBEPEHHOTO

[Tpumep BpPEMEHM)
AOKYMEHT NOTIHCAH MPOCT oft JOKVMEHT HOJIHCAH IPOCTOR
3JJEKTPOHHOH INOJITHCBHO 3JIEKTPOHHOH MOJIACHIO

Hoamucan: Kamtaroza HpunaIletporsa Tonmucan: Kamtanoea Hpuna [letpopna
(O1men kafgpoR, HaYANEHUE OTAENA KAOPOE) (O1nen Kanpos, HAYANEHHE OTISIA KaIpoER )
Jlara u spems moanmcanma: 15.12.2025 17:15

3.2.17. [leuaTtnb

OTTuCK meyaTu 3aBECpSACT NOAJIUHHOCTH MOAINUCH HOJDKHOCTHOIO JiMIa Ha JOKYMCHTAaXx,
AOCTOBCPAONIUX IIpaBa JIHI, (I)I/IKCI/IPYIOH_[I/IX (baKTLI, CBA3aHHBIC C (I)I/IHaHCOBBIMI/I



CPEICTBaMH, a TAK)KE€ HA MHBIX JOKYMEHTaX, MPEelyCMaTpUBAIOLINX 3aBEPEHME IO UIMHHOMN
noanucy. JIOKyMeHTHI 3aBepSIOT Me4aThio 00pa30BaTeIbHON OpraHu3alry.

Ileuats IMPOCTAaBJIACTCA Ha CBO60I[HOM OT TCKCTa MCCTC, HC 3aXBaThIBasd JINIHOU IO AT CH
JOJIDKHOCTHOT'O JIMIIA.

3.2.18. OT™MeTKa 00 HCIIOJTHUTEIE

OtmeTKa 00 WCIIONHHUTENE BKIIOYACT B CeOS (aMWIHIO, WMsS, OTYECTBO HCIIOJTHHUTEIS
JIOKyMEHTa, HOMEp ero TejedoHa.

OTmeTKy 00 HCIIOJIHUTENE PACIOIaraloT Ha JUIEBOW WM OOOPOTHOM CTOPOHE IOCIIEIHETO
JIMCTa JOKYMCHTA B JICBOM HWKHEM YTITY.

Hamnpuwmep:

NBanosa Nuua IBanoBHa

8 (495) 994-94-94

3.2.19. OTmeTKAa 0 3aBepeHUH KONMHU

Komuu ¢ JOKYMEHTOB  BBLAAIOTCA  C pa3pelieHUs  PYKOBOJAUTENEH  CTPYKTYPHBIX
MOApa3JeIeHUH U TOJBKO C TeX TOKYMEHTOB, KOTOpble OBLIM M3AaHBI B 00pa3oBaTeIbHON
OpraHM3alii ¥ KOTOpbIE KacaloTcsl CIY)KEOHOH JesTeNbHOCTH JaHHOTO CTPYKTYpHOTO
MoApa3IesIeHusI.

[Ipy BhIIaue KOMUU JOKYMEHT BOCIPOU3BOJIUTCS IMOJHOCTHIO (OJaHK 00pa3oBaTelbHOM
OpraHu3aliuu, HoMep, JaTa, COJAepKaHue U T. 1.).

B IIpaBOM BEPXHEM YITYy KOIIMHU IUIOCTCA CIIOBO «Kormsy. HpI/I BbIJa4€ KOIIMHW C KOIIHMH
CJICAYCT IIUCATh «Komust ¢ xormumy.

Ecnu xonwust anst BHYTpEHHETO MOJIB30BAaHUS, TO JUIs 3aBepeHUsl HibKe pekBu3nTa «lloamuce»
MIPOCTABIISIOT 3aBEPUTENIbHYIO HAAMUCH: «BepHO»; MOMKHOCTD JHIIA, 3aBEPSIOIIETO KOIHUIO;
JUYHYIO TIOJAMUCH; pacIupOBKY MOIMUCH (MHULKANBI, (PaMUIIHIO); ATy 3aBEPEHUSI.

Hampumep:

Bepuo
Cekpetaps/CrienianucT Mo KaJapam

JInunasa B.B. lIBanoBa
OOJINCH

10.10.2026



Ecnu xomus BeIIaeTCs 471 IPEIICTABICHHS B APYT'YIO OPTaHU3AIHIO, TO OTMETKA O 3aBEPCHHUU
KONUM  JIOTIOJIHSETCS HAANKCBI0 O MECTe XpaHCHHWs JIOKYMEHTa, C KOTOporo Oblia
M3TOTOBJICHA KOMUS, U 3aBEPSIETCS IeYaThi0 OPraHN3aIUH.

Hamnpuwmep:

[Moamuaank gokymenTa Haxoautcess B MBOY 11O Ne 1 B mene Ne 12-k 3a 2026 ro.

JIJis mpocTaBIeHUS OTMETKU O 3aBEPEHUU KO MOXET UCIIOJIb30BATHCS IITAMII.

3.2.20. OT™MeTKa 0 NOCTYNJICHHMH JOKYMEHTAa

ConepUT aTy NOCTYIUICHUS JOKYMEHTA, a TAK)Ke €ro BXOISAIIHA PErUCTPAIIMOHHBIA HOMED.
[Tpy HEOOXOAMMOCTH B OTMETKE MOXKHO YKa3aTh BpEeMsI MOCTYIUICHHUS B YacaX M MHUHYTax
1 c1oco0 JOCTaBKH TOKYMEHTA.

OTMeTKy O MOCTYIJICHHH OKYMEHTa B 00pa30BaTeIbHON OpraHU3allii MPOCTABIISIOT B BUIC
IITamIa Wik OT PYKH B HWKHEH YacTH JIUIICBOW CTOPOHBI TMEPBOTO JIHCTA JOKYMEHTA WU

Ha ero o0opoTe.

Hampuwmep:

MBOYVY O Ne 1
11.10.2026 Ne 23

13 ¥ 40 muu

3.2.21. Pe3osronus
B coctaB pe3ononuu IODKHBI BXOJWUTH CICAYIOIIME SJEMEHTHI: (aMHUIUs, WHHUIHAIBI
WCTIONMHUTENS (MCTIOJIHUTENEH), cojep)kaHue nopydeHus. [Ipm HEoOX0IMMOCTH — CpOK

HCIIOJIHCHUA, ITOAIIUCH JIMIIA, BBIHECCHICTO PE30JIOIHIO, daTa PE30JIOIUHA.

Hampumep:

Cwmupnosoii 1.0.

[Iporry moAroTOBUTH MPOEKT AOTOBOPA
¢ O00 «/lom mebenm» k 22.06.2026

JIngyHasg noamnuch

10.10.2026



[Ipy Hanuuuu B PE30JIIOLIMKM HECKOJbKUX HCIOJHUTENEH YKa3blBAa€TCSI OTBETCTBEHHBIN
UCIIOJIHUTEND (KaK IPaBUIio, 3TO JIMLO, HA3BaHHOE B PE30JIIOLUU IIEPBHIM).

Ha AOKYMCHTAax, HEC Tpe6y10m1/1x JOIIOJITHHUTCIIBbHBIX yKa3aHHfI 10 UCIIOJIHCEHHUIO W UMCHOIIUX
TUIIOBBIC CPOKHW  HMCIIOJIHCHHA, B PE30JJIOIMH  YKA3bIBACTCA  MCIIOJIHUTC/Ib, IMOAIUCH,
pe3oronu, agara.

Pe3OJHOIlI/I$[, KakK HpaBI/IJ'IO, IIMIICTCA OT pYKI/I pYKOBOI[I/ITCJICM Ha IMOAJIMHHUKEC I[OKYMGHTa
Ha CBOOOJIHOM OT TEKCTA MECTE.

3.2.22. OT™MeTKAa 0 KOHTpPOJIe
OTmeTKa O KOHTpoje 0003HayaeT, 4YTO JOKYMEHT IIOCTaBJ€H Ha KOHTPodb. OTMETKy
0 KOHTpPOJIE 3a UCIIOJIHEHUEM JIOKyMeHTa 00o3HayatoT mramnoM «KoHTposb» Ha BepxHEM
oJie JOKYMEHTA.
KoHTposto nouiexar Bce 3aperucTpupoBaHHbIe JOKYMEHTHI, TPEOYIOIIUe CIIOJIHEHUSI.
Cpoku  HCHOJHEHHsS JOKYyMEHTa YCTAaHaBIMBAIOTCA B COOTBETCTBHUM  CO CPOKaMHU,
0003HAaYEHHBIMU 3aKOHOJATEIbCTBOM, OpraHu3alluel, HalpaBUBIIEH MOpPYYEHHE WU
npocb0y,  pacHopsiAUTENbHBIM  JOKYMEHTOM WM PE30JIoNuedl  pyKOBOJAWUTENS
00pa3oBaTeNIbHON OpraHu3aluy.
Cpoxk npocTtasinsercs B GopMe JaThl 3aBEPIICHUS UCTIOTHEHHUSI.
3.2.23. OT™MeTKa 0 HANIPaABJIEHUN JOKYMEHTAa B J1eJI0
OtmeTka 00 UCHIOJTHEHUM JIOKyMEHTa U HAIpaBJI€HUU €ro B JEJIO0 BKIIOYAaET B ceds
cienyomue AaHHbie: ¢pasy «B nmeno», MHAEKC Aena MO HOMEHKJIAType Jej, B KOTOpoe
MOMEIaeTcsl JOKYMEHT Ha XpaHEHHUeE, C YKa3aHHEeM KaJeHJapHOTO roja, NOJDKHOCTHU JIMILIA,
0(OPMUBIIETO OTMETKY, MOANNCH, 1ATHI.
Hanpuwmep:
B nemno Ne 01-18 3a 2026 r.
3aMecTuTeNb TUPEKTOpa 0 BOCIHUTATEIBHON padoTe

JInuHas noamnuce 10.10.2026

OrmeTka o HaIpaBJICHUU OJOKYMCHTa B JICJIO MOKCT HOOIOJHATBCA KPAaTKUMHU CBCIACHUAMHU
0 XapaKTepe UCIIOJIHCHUS JOKYMCHTA.

3.3. Oco0eHHOCTH MOATOTOBKH U 0()OPMJICHHA OTAEIbHBIX BH/I0B IOKYMEHTOB

3.3.1. IIpuxa3s



[Tpuka3 — npaBOBOM aKT, U3/1aBaEMbIi PYKOBOJIUTEIEM 00pa30BaTEeIbHON OpraHnu3aluy s
pelLIeHNs OCHOBHBIX U OTNIEPATUBHBIX 3ajay, CTOSILIMX IIepe]] 00pa30oBaTeIbHOM opraHu3anuein
(mpuitosxenue Ne 2).

HpI/IKa3 MOET ObITh U3gaH JIMIOM, HCIIOJHAIOIINM 00s13aHHOCTH PYKOBOJAUTEIIA
00pa3oBaTebHOM OPraHNU3alKH B CIIydae ero OTCYTCTBHSL.

B npukaszax 1no OCHOBHOHM JE€ATENbHOCTH PELIAOTCS BOIPOCH Y4€OHOM, XO3SIIICTBEHHOM,
(UHAHCOBOW  JEATENBHOCTH, IUIAHUPOBAHMS, OTYETHOCTH, Y4eOHO-BOCHHTATEIBHOTO
mporecca, GU3NIeCKOro pa3BUTHUS U T. II.

[Ipukasbr odopmistorcss Ha OnaHke oOpa3zoBaTeNbHOM opraHuzauuu. Ilepemaua npukazos,
WX KOMUH paOOTHUKAM CTOPOHHUX OpraHW3alWi JOMyCKAaeTCsl TOJBKO C pa3perieHHs
pykoBoauTeNsd 00pa3oBaTesNbHON oOpranuzauuu. IIpoekTsl npuka3oB pa3padaThIBAIOTCS
YIOOJIHOMOYCHHBIM JIMIIOM IO IMMOPYYCHHUIO PYKOBOJACTBA HUJIU I10 coOCTBEHHOM HWHUIIUATUBE.

[ToaroroBka mpukasa BKIIOYAET B ce0s M3yUEHUE CYIIECTBA BOMpoOca M cOOp HEOOXOAMMBIX
CBEJICHMIA, TIOATOTOBKY TIPOEKTa TIPHKa3a; COTJIACOBAaHWE TMPOEKTa;  ITOIHUCAHUE
PYKOBOUTEIIEM 00pa30BaTEIbHON OpraHU3aliH, PETUCTPAIIHIO.

[Tpuxka3zer nevatatorcs mpudrom Ne 12 vnm Ne 14.

Homepa cTpaHHMIl TpOCTaBISIOTCS TOCEPEIMHE BEPXHErO TOJs JIMCTa. TEKCT TpuKasa
reyaTaeTcsl Yepe3 OJIMH MEeKCTPOUHBIN HHTEpBa, 0€3 000poTa.

[Ipuka3 umMeer cienymrolmue PEKBU3UTHI: HAWUMEHOBaHHE OOpa30BAaTEIbHOW OpraHU3alUuU
CoTJIacHO ycTaBy; HamMmeHoBaHue Buaa nokymeHta (IIPUUKA3), nmara, HOMep, MmecTo
COCTaBJICHUS, 3aroJIOBOK K TEKCTy, TEKCT, HaUMEHOBaHUE JOJDKHOCTH, TOJIHUCH
JOJIKHOCTHOTO JUIa (MHUIUAIIBI, (PaMUITHS ), BU3bI COTJIACOBAHUS, 03HAKOMJICHUS.

Jlaroii mpuka3za sBJIsseTCs 1aTa ero noamnucanus. Jlara opopmisieTcs MUppPOBBIM CIOCOOOM;
HOMEp COCTOMT M3 3HaKa «No» W MopsAIKoBoro HoMmepa mpukasa, Hampumep: ot 00.00.0000
Ne 000.

TexkcT mnpukaza COCTOUT U3 JIBYX B3aUMOCBS3aHHBIX 4YacTed — KOHCTATUPYIOIIEH
U PacropsIUTEIbHOM.

TexkcT mpukasa IOJDKEH UMETh 3aroJIoBOK. 3arojioBOK HauuHaeTcs ¢ npeanora «O» («O6»)
u hopMupyeTcss ~ NpU  TOMOIIM  OTIJArojibHBIX  CYIIECTBUTENIBHBIX  (Hampumep:
«O0 yTBepKAeHUHU...», «O perucTpauuu...», «O co3IaHuu...»).

3aroJIoBOK JOJDKEH KpaTKO U TOYHO OTpaXaTb COJEp)KaHHME TEKCTa Ipukaza. Todka
B 3aroJIOBKe He craBuTCs. Iledaraercs yepes3 aBa MEXKCTPOUYHBIX MHTEpBajga OT PEKBHU3MTA.
[ledaTaercst CTpOUHBIMU OYKBaMM, BBIJIEIISETCS )KUPHBIM HIPUDTOM.

B KOHCTaTI/IpyIOH_Ieﬁ YaCTH KpPATKO MH3JararoTcsa MnOejadn U 3aaavu, (1)8.KTLI 151 CO6BITI/I$I,
MOCIYKUBIINEC OCHOBAHUCM [UJId H3OAHUA IIpHUKa3a. OHa MOXKET HAYMHATHCSA CIOBaMHU
«B OCJIAX», «BO UCIOJHCHUC» U IP. Ecau npuka3d H3JaCTCA Ha OCHOBAHHU OpPYroro
AOKYMCHTA, TO B KOHCTaTI/Ip}IIOIJ_[eﬁ YaCTHU YKa3bIBACTCA HAMMCHOBAHUC 3TOTO JOKYMCHTA,



HaWMEHOBAaHHUE OpraHa, MU3JaBIIEro JOKYMEHT, JAaTa, PErUCTPAallMOHHBIA HOMEP U 3arojOBOK
K TEKCTY.

KoHcraTupyromas 4acTb MOXET OTCYTCTBOBATh, €CJIM IPEANNUCHIBAEMbIE JEHCTBUS
HE HYXX/IalOTCSl B pa3bsACHEHUU. TEKCT NpPUKA30B B TAKUX CIIydyasX HAUMHAETCS CO CJIOBa
«[TPUKA3BIBAIO» (numercs nponucHbiMU OykBamu). [lpyu Hanuuum AByx yactel mpukasza
pacnopsauTeNbHas YacTh OTJIENSIETCd OT KOHCTAaTUPYIOLIEH CIIOBOM «IpHKa3biBato». Ilocie
cioBa «[IPUKA3BIBAIO» craButcs IBOeTOUYHE.

TekcT pacmopsiIMTENFHOW YacTH MOXKET JENUTHhCS Ha IYHKTHI, B KOTOPBIX YKa3bIBAOTCS
WCTIOJIHUTENH, KOHKPETHBIE NEHCTBHS W CPOKM HCIIOJHEHHS IPEIINHCHIBAEMBIX JCHCTBUI.
Ecim mpuka3 [nomonHsSET, OTMEHSeT WJIM H3MEHSET paHee W3JAaHHBIE TPHUKA3bl WA
WX OTIENIbHBIE  IYHKTBI, 9TO  OroBapWBaeTcsi B TeKcTe.  [locmemHuM  MyHKTOM
pacnopsAUTEeNbHOM YacTH TpHKa3a yKa3blBaeTCsl JIOJDKHOCTHOE JIMIO, Ha KOTOpOE
BO3JIaraeTcs KOHTPOJIb 34 UCHOJHEHWEeM Ipuka3za B ueaoM. Hampumep: «KoHTpois
3a UCIIOJIHEHHEM IIPHKa3a OCTaBJISIO 32 COO0MN.

HO)]HI/ICI) OTACIIACTCA OT TCKCTA ABYMS MHTCPBAJIaMU, I€YATACTCA OT I'PAaHUIBI JICBOT'O ITOJIA.

PacimmmdpoBka moamucu mnedyaraercs Ha ypOBHE IOCJHENHEH CTPOKH JOJDKHOCTH Y MpaBoOi
TPaHMITBI TEKCTOBOTO MMOJst. [Ipoben Mex 1y nauImaiaMu u haMuiuen He Je1aeTcs.

[Tocnennsist OykBa B pactrdpoBKe MOAMUCH OTPaHUYUBAETCS MPaBbIM mosieM (10 mm).

[lpy moamucaHuM TmpHKa3a JHIOM, 3aMEHIAOIIUM PYKOBOIUTENS 00pa30BaTeIbHOU
OpraHu3aIiy, T0JDKHA ObITh YKa3aHa ero (pakTudecKas JOJDKHOCTh U (DaMuIIHS.

[Ipyn HanMUUUK NPUIIOKEHUN K MPUKA3y 0053aTeNbHO AETACTCS CChUIKA HA HUX B TEKCTE.
[Ipukasbl HyMepyloTCs MOPSAKOBOM Hymepalueil B npeaenax KajneHaapHoro roga. OTnenbHo
HYMEpYIOTCSl TPHUKa3bl IO OCHOBHOW JAEATEIbHOCTH, IO JUYHOMY COCTaBy paOOTHUKOB,
0 JINYHOMY COCTaBYy 00ydaroluxcs, Mo OTIyckam, 0 KOMaH/IWPOBAHHH.

Ecnu npuka3 BBOAUT B AelicTBUE Kakue-TMOO TOKYMEHTHI (MHCTPYKIUH, rpaduky, MpaBuia,
MOJIOKEHHUST ), TO OHU 0(OPMIISIIOTCS B BUE MPUIIOKEHUS K MPUKa3y. B mpaBoM BepxHeM yriry
TakKUX JOKYMEHTOB OT IIATOTO TOJOXEHUS Tal0ynsTopa HEO0OXOIMMO THCaTh CJIOBO
«[Ipunoxenue» ¢ ykazaHueM HAUMEHOBAHUS PACIOPSAUTEIHLHOIO JOKYMEHTa, €ro JaThl,

HOMeEpaA.

Hampumep:

[Ipunoxxenue
k mpukazy MBOY 11O Ne 1

ot 11.07.2026 Ne 34

HpI/IJ'IO)KeHI/ISI K IIPOCKTaM IIPUKa30B O(I)OpMJISIIOTCSI Ha OTACIIbHBIX JIUCTAaxX 6YMaFI/I.



Pasmepel moJsiedl ¥ MEXCTpPOYHBIE MHTEPBAIbl INPH II€YATAHWM TEKCTOB IIPWIOKCHUHN
HJICHTUYHBI pa3MepaM, IPUMEHSIEMbIM IIPU [I€YaTaHUH TEKCTOB IIPUKA30B.

B npunoxeHusX NoMelaTcsl NOJ0KEHUs, IEPEUHU, CIIUCKHU, rpapuKu, TaOIMIIbI, 00pa3ibl
JOKYMEHTOB U JP.

Ecnu B TekcTe paercs ccbUlKa «COTJIACHO TNPWIIOKEHUIO» MWK (mpuiioxkeHue Ne...),
TO HA IIEPBOM  CTpaHULEC NPWIOKEHUS B IIPaBOM BEPXHEM yIUIy IIMIIETCS  CIOBO
«IIpunoxeHue» M ero HoOMep, HWXKE 4Yepe3 OJMH MEKCTPOYHBIM MHTEPBAJ JAETCA CChUIKA
Ha IIpUKa3 PyKOBOAUTENS 00pa30BaTeIbHON OpraHu3aliy, ero AaTy U HoOMep.

Bce cocTraBHbIe YacTH peKBU3HUTA BBIPABHUBAIOTCS I10 JIEBOMY Kparo, [1€4aTar0TCs Yepe3 OJuH
MEXCTPOYHBIN HHTEpBas. [[nMHA CTpPOKM HE JOJKHA TPEBBINIATh & CM, OTPAaHUYMBAETCS

IIpaBbIM IIOJIEM NOKYMCHTA. HpI/I HaJIMYHUHN HECKOJIbKHUX HpI/IJ'IO)KeHI/Iﬁ OHH HYMEPYIOTCH.

Hamnpuwmep:

[Ipunoxenune 1
k npukazy MBOVY 11O Ne 1

ot 11.07.2026 Ne 34

[Ipu nHaymuuu B Texcre dopmynupoBku «Y TBEPJIUTD» mpumaraemoe mosjokeHHe, cOCTaB
KOMHUCCHUH, TIepeYeHb MEPONPUITUN U T. . HA CAMOM IPWJIOKEHUU B MPABOM BEPXHEM YTy
pacnosiaratorcs cinoBa «Y TBEPXKJIEHO» unu «YTBEPXXJIEH» co cchuikoil Ha npukas, ero
naty, HOMep.

Hanpuwmep:

YTBEPXJIEHO
npukazom MBOVY 11O Ne 1

ot 11.07.2026 Ne 34

3aroJIOBOK K TEKCTY MPUIIOKEHHUS NeyaTaeTcsl eHTpUPOBaHHBIM criocoboM. HanmeHnoBaHue
BUJa JIOKYMEHTa MpUJIOKEHHs (IepBOE CJOBO 3arojloBKa MPHJIOKEHHs Iedaraercs
nponvcHbIMM OykBamu kupHbIM pudpToM: [IOJIOKEHUE, TIEPEUEHDB, CIIMCOK
U T. 1)

3aroj0BoK MNPUIIOKCHUA OTACIIACTCA OT AATbl W HOMEpA IIpHKa3a ABYMS MCKCTPOUYHBIMU
HUHTCpBaJlaMH.

HpI/I HaJIMYUU B TCKCTC IMPUIIOKCHUA HCCKOJIBKUX pPAa3JCJIOB HX 3aroJIOBKHU IE€YATAIOTCA
HCHTPHUPOBAHHBIM CII0co0ooM (OTHOCI/ITGHBHO T'paHuIl TCKCTa). Touka B KOHIIE 3aroJIOBKOB



He cTaBuTCs. JlomyckaeTcst BBIACIATH 3aT0JIOBKU PA3IesioB PHUQPTOM JAPYroil HACKIIIIECHHOCTH
(’KMpHBIM, IOJTYKUPHBIM).

Texct mpuioxkeHust MOXKeT ObITh OdopmieH B Buie TaOmuipl. ['padpl U CTPOKH TaOIUIBI
JOJKHBl HMMETh 3arojIOBKH, BBIPQ)KEHHBIE HMEHEM CYIIECTBUTEJIbHBIM B UMEHUTEIbHOM
nagexe. [loa3aronoBku rpad u CTPOK TIpaMMaTHYECKU JIOJDKHBI OBITH  COTJIACOBAHbI
C 3arojioBkamu. TekcT TabauIbl IeYaTaeTcsl Yepe3 OJIMH MEKCTPOUHBIA HHTEPBAJL.

[Ipy HaMUYMKM B TEKCTE€ MPUIOKEHUH CCBHUIKM HAa CHOCKY OHa OQOPMIISETCS 3BE3JI0YKOU.
TekcT cHOCKM IevaTaercsi 4epe3 OJIMH MEXKCTPOUYHBIM MHTEPBAJ B KOHIE Ka)KJIOM CTpaHMIIbI
WM TIOCJI€ TPUJIOKEHUS B 1IeJIoM 1oA yeprtoil. [locne cuMBOJia CHOCKM €€ TEKCT MedaTaercs
c mponucHOM OykBbl. B KOHIlE TekcTa CHOCKM cTaBUTCA TOouka. Ha ogHol cTpaHuie
HE J0JDKHO 0(popMIIATECS 60JIee TpeX CHOCOK.

B nonoxenusix, mnporpammax, ycTaBax U JPYIMX IOJOOHBIX JOKYMEHTax pasJelbl,
MOApa3/IeIbl, MyHKTHl U NOJMYHKTBI HyMepytoTcs apadckumu nuppamu. Homep noapasnena
JNOJDKEH COCTOSATh W3 HOMEPA pas3fena W HOMepa IOoJpas3fena, pPasAelIeHHBIX TOYKOU
(manmpumep: 1.2.). Homep mnyHKTa MOXET COCTOSATh M3 HOMepa pasjena, MoJpasjaerna
U IIYHKTa, pa3JieIeHHbIX Toukamu (Hampumep: 2.3.1.). IIyHKTBI mpu HEOOXOAMMOCTH MOTYT
MOAPA3ACIATHCS  HA NOAIYHKTBI, KOTOpPBIE JOJKHBI HMMETh MOPSAJKOBYIHO HYMEpALHUIO
B Ipezenax Kaxjaoro myHkra (Hampumep: 1.1.1.1., 1.1.1.2. u . 11.).

Bussl npocrapisioTcss Ha 000POTHOM CTOPOHE MOCIEHET0 JINCTA MPOEKTa MpUKa3a.
Ha npunosxeHusix K mpoekTam MpUKa30B BU3bI IPOCTABIISIIOTCS MO TEKCTOM MPUIIOKEHUSI.
3.3.2. [IporokoJ

[TpoTOKOIT — JTOKYMEHT, B KOTOPOM (DPUKCHUPYETCsl X0l OOCYXKICHHUSI BOIPOCOB W MPUHSTHSI
pelIeHNit Ha COOpaHMsX, COBEIIAHUSAX, KOH(EPEeHIUSIX U 3acelaHMsIX KOJUICTHAIBHBIX
opranoB (npuioxenne Ne 3).

B npotokonax mMOCTOSHHO MAEWCTBYIOIIMX KOJUIETHANBHBIX U COBELIATENIbHBIX OPraHoB
(mearoru4eckoro, MeToIMYECKOro COBETOB , KOMUCCHIT), a Takke KOH(epeHIuil, coOpaHui,
COBEIlaHUH, 3acelaHui, MEePErOBOPOB, BCTPEY) HCIOJB3YyeTcsl (opMa H3I0KEHHUS TEKCTa
oT TpeThero nauma MHoxecTBeHHoro uucia (CIIYILIAJIM, BBICTYIIWJIW, PEIIWJIN).

COI[ep)KaHI/IC BbICTyrIJ'I@HPIfI H3J1IaracTcCsda OT TPCTHETO JUula CAMHCTBCHHOI'O YUCJIA.
HpOTOKOJ'I HMECT CIICAYIONEC PECKBU3HUTHI:

e HanmMeHOBaHHe BuAa nokymeHTa — cioBo «[IPOTOKOJI» mewaraercs Ha 2 cM
HUXKE OT TPaHUIbl BEPXHETO MOJIS MPOTUCHBIMU OYKBaMHU, MOTYKUPHBIM MIPHPTOM
Y BBIPABHUBAETCS MO LEHTPY;

e BHJI 3aCElaHUs, COBELIAHUA — OTHENSIETCS OT NPEAbIAYLIEr0 PEKBU3UTA JBYMS
MEXCTPOYHBIMH WHTEpBaJaMH, TedYaTaeTcs MOIYKHUPHBIM IMIpU(TOM dYepe3 OJUH
WHTEPBAJ U BBIPABHUBAETCSA 110 UEHTPY;

e JaTa W HOMEp TMPOTOKOJAa — JAara odopmisieTcss MUPPOBBIM  CIIOCOOOM
Y [€YaTaeTcsl yepe3 JABa MEXKCTPOUHBIX MHTEpBaja HIKE MPEJbIAYIIEro peKBU3UTA
OT JIEBOW I'PAHMIIBI TEKCTOBOTO MOJIsI, @ HOMEP — MOCJIE CIIOBA «IIPOTOKOJI»;



e MECTO TIPOBEJICHHS 3acelaHus YKa3blBaeTCs MpH OQOPMICHHH MPOTOKOJA
COBEILAHHS B TOM CIIy4ae, €CIM OHO MPOMCXOAMJIO HE B 34aHHM 00pa3oBaTeNbHON
OpraHu3aluy, BBIPABHUBACTCS 110 LICHTPY HA OJIHOM JIMHUHU C JaTOM;

e TEKCT IIPOTOKOJIA, KaK IPABWIIO, COCTOUT U3 JIBYX YaCTEH: BBOJHON U OCHOBHOM.

BBoiHas yacTh cOCTaBIsAETCS MO CXEME:
[Ipeacenarens — dammmus 1.O. pykoBoauTesi.
Cekpetapp — Pamunus 1.0.

[IpucyrcrBoBanu:

CnoBa «llpencenarens» u «Cekperapb» I€4aTalOT CclieBa OT HYJIEBOTO IMOJIOXKEHUS
TalynsITOpa, OTHENSISI JByMs MHTEpBajaMH OT 3aroJioBka u JIpyr ot apyra. C HOBOH CTpPOKH
nuuryT cioBo «IIpucyrcTBoBanny,

damvumun  u HHUNUAJIbl TMOCTOSAHHBIX YWICHOB KOJUJICTHAJIBHOTO OpraHa, YYaCTHHUKOB
3acceaHuA, pa6OTHI/IKOB OopraHusanv U ONpUTTalICHHBIX Ha 3aCCAaHUC TICPECUHUCIAIOTCA
B al)aBUTHOM TOpsIaKe 0€3 yKasaHWs HOJDKHOCTEH. IlepednciieHre IMPUCYTCTBYIOMIMX
0hOpPMIIIIOT BO BCIO IMHUPUHY CTPOKHA Uepe3 OJWH MEXKCTPOUYHBIM WHTEpBal. Ecim
B 3aCe/IaHUU yJIacTBYIOT Gosiee 15 denoBek, B MPOTOKOJIE YKa3hIBAIOT MX 00IIee KOJINIECTBO,
a paciudpoBKa TPEJCTABISETCS B SBOYHOM JIMCTE, KOTOPBIA SIBISIETCS MPUIIOKEHHEM
K IpoToKoITy (mpuiaoxenue Ne 4).

[Ipu oopmiieHrM TPOTOKOIA C YUCIIOM YIaCTHUKOB OoJjiee 15 ¢pamMuianu He mepeuncisroTcs,
a ykaspiBaeTcsi IUQPpPOH uX olliee KOJIMYECTBO, CIUCOK YYACTHHKOB B TaKHX CITydasX
MIPUIIAraeTCsl.

Hanpuwmep:
[IpucyrcrBoBanu 47 4enoBeK (IBOYHBIN JIUCT MPUIATACTCS ).

HOI[CLIGT Y4aCTHUKOB IIPOBOAWUTCA IIO CIIMCKaM PErucCTpaiyvi, KOTOPBIC IIPHUJIararoTCAa
K IIPOTOKOJIY.

ITocne NEepCUUCIICHUA YYaCTHUKOB B IIPOTOKOJIC O(I)OpMJ'ISICTCH IEpCUCHb BOIIPOCOB,
IO JICKaAIIuX O6Cy>KI[CHI/IIO, KOTOpHﬁ HaA4YMHACTCA cJiIoBaMun «IToBecTka JHsD»
H pacnoyiaracrcsda HEHTPOBAHHO YCPE3 ABA-TPU MHTECPBAJIA OT CIIMCKA YHACTHUKOB.

IToBecTka JTHS COJEPKUT MEPEUUCIIEHUE TYHKTOB (BOIIPOCOB) MOBECTKHU JHS, (PUKCUPYIOMINX
MOCIIEIOBATEIbHOCTh  00CYXAeHus, ¢ pamunuaMu  AokiaaguukoB. Kaxaelii  Bompoc
HyMepyeTcs apabckoii nudpoi, pacrosaraercst B MOPAAKE 3HAYMMOCTH U OTBEYAET
Ha Bonpoc «O ueM?».

Hampumep:

1. AHanu3 BBITIOJHEHHS TOJIOBOTO IUTaHa paboTHl 0Opa3oBaTeIbHON opranu3anuu 3a 2026/27
y4eOHBIH roI.



Hoxnaguuk — Ilerposa A.U.

OcHOBHas 4acTb MPOTOKOJA COCTOUT M3 Pa3JIeioB, COOTBETCTBYIOIIUX MYHKTAaM MOBECTKH
JHA.
TeKcT KaxkI0ro pa3aena COCTOUT U3 TPEX YaCTEM:

— CJIVIIAJIM: xpaTkoe coleprkaHue J0KJIa/la WIM CChUIKA Ha MpUjlaraeMblii K IpOTOKOIY
tekcT. Ilepen cmoBom «CIIYIIAJIN» mpocTaBisieTcsi HOMEP B COOTBETCTBUHU C MOBECTKOU
JHS;

— BBICTVYIIMJIU: kpatkoe coAepKaHHE KakKJOTO BBICTYIUICHUS, 3a/JaHHbIE BOIPOCHI
U OTBETHI;

— PEIIMJIN (ITOCTAHOBMWMIJIN): pemenue GopMylupyercss ¢ UCHOJIb30BAHUEM MOJIENH,
HpI/IHSITOI\/'I IJid paclopsAgUTCIBHBIX OOKYMCHTOB: 4YTO CACIaTb, MCIOJIHHUTCIIb, CPOK
HUCIIOJITHCHU.

Pemenus, BolpaboTaHHBIE Ha COBEUIAHHH, BHOCST B MpoTokoia mocie cioBa «PEIINIIN»
(«[TIOCTAHOBWJIN»). Pemienne MoXeT cojep:kaTh OJUH WIM HECKOJIBKO ITYHKTOB, OHH
pacroJjiaratotrcst o 3Ha4MMOCTH, KaK/IbIi U3 HUX HyMEpYyeTCsl.

B cnyyae xorna mpoTokos (pMKCHpYeET pelieHrne 00 YTBEpKICHUHM KaKoro-i1u0o JTOKYMEHTa,
B TEKCTE€ MPOTOKOJA JOJKHA COJIEP’KAaThCS CChUIKA Ha 3TOT JOKYMEHT, acaM JOKYMEHT
MpujiaraeTcs K mpoToKOIy.

[Tpu HamMumMu 0cOOOTO MHEHHS TIO IPUHSATOMY PEIICHUIO OHO 3alMChIBACTCS B IMPOTOKOJ
(TIocie COOTBETCTBYIOIIETO MTPOTOKOIBHOTO PEIICHUS).

B kauecTBe HCMOJHUTENS MOXKET ObITh yKa3aHO OJIHO HJIM HECKOJIBKO JIOJDKHOCTHBIX JIUI]
b0 CTpyKTypHOE mojpasnenenue. Cpok MOXKeT ObITh yKa3aH Kak KaJleHJapHas JaTa Uiu
KaK MepUo/1 BEIIOJHEHHS paOOTHI.

CnoBa «CJIYIIAJIN», «BBICTYIINJIN», «PEIINJIN» («(ITOCTAHOBWJIN») neuyartator
OT JIEBOTO TOJISI MPONUCHBIMU OYKBaMU M 3aKaHYMBAIOT JBOECTOUHEM.

Kaxplil pa3zien nedaraercs ¢ KpaCHOW CTPOKH, YTOOBI BBIICIUTH B TEKCTE MPOTOKOJIA peUb
OCHOBHOT'O JIOKJIIYMKa, BBICTYIUJICHUS Y4aCTHUKOB o0CyX/1eHUs BOIIpOCa
U TIOCTAaHOBJISIIOLYI0 4acTh, (OpMYIHMpYOLIyl0 pemieHue cobpanus. C 3TOM ke Lelbio
B TEKCTE€ MPOTOKOJA Kaxaylo (aMUIUI0 W MHUIMAIbl BBICTYNAIOUIMX I€4aTaroT C HOBOM
CTPOKM B MMEHUTEJIBHOM IaJIeKe, 3alUCh BBICTYIUICHHS OTAESIOT OT (GaMUIMU JePHUCOM.
Kaxnplii Bompoc mneuyaTtaercss ¢ KpacHOM CTpOKH, (GaMHIMU TpU 3TOM JOIyCKaeTcs
HE YKa3bIBaTh.

B oTnenbHBIX ciydasX Ha OCHOBE PYKONMHUCHBIX WJIM MarHUTO(OHHBIX 3aluceil, KOTOphle
BEJIMCh HA 3aCelaHUM, COCTABJSETCA CTEHOTpapHUUECKHl MPOTOKOJ, KOTOPBIA JOCIOBHO
nepeaaeT nporecc 00CYKICHHS KaXKI0T0 BOIIPOca U BEIPAOOTKY PELIeHHUs [0 HEMY.

HpOTOKOJ'I O(I)OpMJI}ICT CCKPETaphb 3acCAaHus, IOPUINYCCKYIO CUITY IPOTOKOJ HpI/I06pCTaCT
TOJIBKO ITPU HAJIMYUHU IBYX MOAIKUCEeH — npeaceaareiisl U CEKpeTaps. Iloanucu pacmoJiararor,
OTACIIMB OT TCKCTAa ABYMA-TPEMS MCKCTPOYHBIMHU HWHTCPBAJIAMU OT I'PAHUIELI JICBOT'O IIOJIA.



IToanuceiBaeTcs NEPBBIA HK3EMIUISP IIPOTOKOJIA, KOTOPHIM MOIIIMBAETCA CEKPETAPEM B JEII0
U XpPaHUTCS B COOTBETCTBUM CO CPOKOM, OIIPEAEICHHBIM HOMEHKIIATYpOH AEIl.

B HekoTopbIX citydasix opopmIIsieTcs BBITMCKA U3 IPOTOKOJIA.

Beimucka w3 mpoTOKOJa — TOYHAs KONMS 4YacTM TEKCTa NOIMHHOTO IPOTOKOJIA,
OTHOCAIICTOCA K TOMY BOIIPOCY NOBECTKU AHSA, IO KOTOPOMY I'OTOBHUTCSA BBIITHMCKA. HpI/I 3TOM
H€O6XOZII/IMO BOCIIPOMU3BCCTH BCC PCKBU3UTHI 6JIaHKa, BBOJHYIKO 4YaCTb TCKCTA, BOIIPOC
IMOBECTKMU MOHA, I10 KOTOPOMY TI'OTOBHUTCSA BBIIIKMCKA, W TCKCT, 0Tpa>1<a10m1/1171 O6CY)KI[GHI/IC
BOIIpOCa U INpPHUHSTOE pelieHue. B aTom ciydae Ha3BaHue JOKyMeHTa O(QOpPMIISETCS Kak
«BpInKCKa U3 TPOTOKOJIAY.

3.3.3. Cay:xebHO€e MUCHBMO

[TuceMa cocTaBisIFOTCS JUIS OCYLLECTBICHHS OTIEPAaTUBHOM CBS3M C APYTUMHU OpraHU3alusIMu
0 BOTIPOCAM JICATEIBLHOCTH 00pa30BaTebHOM opranu3aiun (mpuioxenue Ne 5).

[lo conepkaHui0 W HA3HAYEHUIO MHCbMAa MOTYT OBbITh HH(pOPMAIMOHHBIE, TapaHTHITHbBIE,
peKIaMalMOHHbIe, KOMMEpUEeCKre, MIChbMa-3anpoChl, MUChbMa-NPUTJIAIICHUS U T. 1.

WNudopmanronHsie nuchMa coaepkar cooOIIeHHs], TPOChObI, HATOMUHAHUS, TPEATI0KEHUS.

["apanTHitHble TpenHa3HAYeHBI JJI U3BELIEHHS O TapaHTHUSAX OIUIAThl, CPOKOB MOCTABKU WUITU
KayecTBa MPOAYKLUUHU U YCIYT.

B pexnamanoHHBIX (MIPETEH3MOHHBIX) MHChbMax U3JaraloT TpeOOBaHUS BO3MELICHUS
yOBITKOB, HAHECEHHBIX H3-3a HApYyIIEHUs YCIOBUN KOHTpAaKTa WU JOTOBOpa Jpyroi
CTOpPOHOM (KOHTpareHToMm). Pexnamanus 10JKHA TOATBEPKIATHCS IPUIaraéMbIMU K MHCbMY
JOKYMEHTaMH B BUJIE aKTOB, CIIPABOK U T. [I.

KomMMepueckre mucbMa COCTaBISIOT NMPHU 3aKJIIOUYEHUU U BBITIOJHEHUM KOHTPAKTOB, YacTO
B HUX U3JIAraloT MpochObl O IMpeaoCTaBiIeHUH UWHGOPMalMU O TOBapax U yclyrax
y UX IPOJABIOB UJIU, HAPOTUB, IPEIAralOT NOCTaBUTh TOBAPHI UJIH YCIIYTH.

B MHUCbMax-3alpocax MpoCAT Y KOHTPpAreHTa pa3bsCHUTH Kako#-1100 (1)aKT WM JIeHCTBUE.

CJ'Iy>K€6HHC MUchbMa IIeYaTaloTCsd Ha OJlaHKaxX IIHCEM O6p330BaTCHLHOﬁ OopraHu3anuu.
CJ'Iy>Ke6HOC MMHUCbMO NUMECT CICAYIOMINEC PEKBU3UTHI:

e ['pud (momerka) 06 orpaHU4YEHUU AOCTYIA K TOKYMEHTY (€CJIM 3TO HEOOXO0AUMO);
e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

e OTMETKa O HAIMYHMHU MPHUIIOKEHUH (€CTTH OHU UMEIOTCS);

e TIOJIMUCH;

e OTMeETKa 00 HCIIOJIHUTEIE.

Tekct CJ'Iy)KC6HOFO IM1ucbMa, KakK IMpaBUJIO, AOOJLGKCH KacCaTbCAd OAHOI'0 BOIIPpOCa WA
HCECKOJIBKUX BOIIPOCOB, €CJIKM OHH B3dNUMOCBSA3aHbI H 6YIIYT paccMaTpruBaThCA B OJHOM
CTPYKTYPHOM IMOAPAa3ACICHUN OpraHu3aluu-agpecara.



TekcT u3naraercs OT NEPBOIo JKIAa €AUMHCTBEHHOIO YKciia (IPOCUM, HAIIPABJIEM U T. 11.) WU
OT TpeThero suua eauHcTBeHHoro uyucna (OO cumraer..., npodcorosnbiii kKomurer OO
paccMoOTpelL...).

Texker nuceMa, Kak IpaBwiIo, COCTOUT U3 JIBYX YacTell. B mepBoil yacTu u3naraercs npu4yuHa,
OCHOBaHME WM OOOCHOBAHUE COCTABJICHMSI IHCbMA, NPUBOAATCA CCHUIKM Ha JOKYMEHT,
SIBJISTIOLIIMMACS OCHOBAHUEM TOJITOTOBKY MUchbMa. Bo BTOpo# yacTu, HauMHArOMIecs ¢ ad3aia,
MIOMEILAI0TCS BBIBO/IBL, PEJIOKEHNUS, IPOCHObI, pEILIEHUs U T. .

3.3.4. Tesqerpammsbl, TejiepoHOrpaMMBbI H (paKCMMHUIbHASA CBA3b

[lepegaua  koppecmoHIEHIIUM  TIO PAKCUMMIBHOW  CBSI3M B JIPYIHE  OpraHu3aliuu
OCYILIECTBIISIETCS TOJBKO MO YKa3aHUIO WM C pa3pelieHus: aAMMHUCTpAIM1 00pa30BaTeIbHON
OpraHu3aliy.

HO)IJ'II/IHHI/IKI/I JOKYMCHTOB, NCPECAAHHBIX II0 q)aKCHMHHBHOﬁ CBA3U, IIOAIIMBAKOTCA B ACJIO,
XpaHsieecs y pabOTHHKA, OTBETCTBEHHOTO 3a ()aKCUMIUIBHYIO CBSI3b, C YKA3aHHEM BPEMEHU
" OaThl nepeaadu, a KOITnnu BO3Bpaliar0TCAd B COOTBCTCTBYIOIIUEC CTPYKTYPHBIC
noapazzaenenus ¢ mometkot «FAX (mata u BpeMs)».

3.3.5. 3aaBjaenue

3asBieHrne — 3T0 oQUIMaIbLHOE COOOIIEeHHe B MUCbMEHHOU (popme. OHO CONEpXKHUT yarie
BCEr0 MpEIOKEHHE, XKano0y WM Mpoch0y KakKoro-iaubo YeIoBeKa, aJpeCOBAaHHBIC WIIU
OpraHu3alliy, WINA JOJDKHOCTHOMY JIMITY. 3asBlieHHe 0(QOpMIISeTCs Ha CTaHIAPTHBIX JIUCTaX
Oymaru opmata A4.

3asBiieHME BKJIIOYAET: ajpecaTa, KOTOPOMY HampaBiseTcs 3asBiieHHe, (aMUWINIo, UMS,
OTUYECTBO, JOJDKHOCTH aBTOpa 3asBJICHHS, HAUMEHOBAHME JOKYMEHTa, TOYHOE H3JI0KECHHE
MPOCHOBL, MPEJIOKEHHSI, OTIUCH MPUIIATaeMbIX K 3asBJICHUIO JOKYMEHTOB, JaTa, MOAIKUCH.

B 3asgsnennu HCIIOJIB3YETCAA, KaK IIpaBHIIO, O(bI/H_[I/IaJ'IBHO -€JI0Basg JICKCHKA, B HCKOTOPBIX
3a4BJICHUAX JOITYCKACTCA y1'IOTp66J'IeHI/Ie HY6HHHHCTHQCCKOﬁ JICKCUKH.

3.3.6. 3anucka

3anucka (aHaNMTUYECKas, JOKIAnHasl, CchoyxeOHas, OOBACHUTENbHAA) — JOKYMEHT,
aJIpECOBaHHBIA  PYKOBOAUTEIIO 0Opa30BaTENIbHON OpraHu3alMd WM BBIIIECTOALICH
OpraHU3aIuK U COACPIKAITUN 0OCTOSITEIIBHOE M3JI0’KEHHNE KaKoro-JIn0o BOIpOca ¢ BEIBOJAAMHU
Y MIPEUIOKEHUSIMH COCTABUTEIIS.

JloknasHas 3amMcka COCTaBIIsTCS Kak I10 JIMYHOM WHUIMAaTHUBE aBTopa (pabOTHHMKA), TaK
U TI0 YKa3aHUIO0  (MUCbMEHHOMY WJIM  YCTHOMY)  PYKOBOJIUTeNs  0Opa3oBaTelbHON
OpraHu3aIuH.

3anucka cocTaBisgercss Ha OyMa)kHOM HOCHTENe WIM B IEKTpOHHOM Buzae. OdopmiieHue
3allUCKM 3aBUCHUT OT ajgpecara. llpm cocraBieHMM JOKJIAQOHOW 3alMCKH, aJpPECOBAHHOMN
PYKOBOJUTENO 00pa3oBaTeIbHON OpraHu3ali B paMKax oOpa3oBaTeNbHON OpraHM3aluy,
OHa CUMTAETCs] BHYTPEHHEW M 0(opMIIIeTCsl Ha CTaHIApTHBIX JucTax Oymaru ¢gopmara A4.
BHyTpeHHss 3amucka J0JDKHA COAEpXKaTh CIEAYIOIINE PEKBU3UTHI: BUJ JIOKYMEHTa, Jary



JIOKYMEHTa, Ha3BaHHE JOKYMEHTa (3aroJIoBOK K TEKCTY), €CIH TEKCT 0ojiee YeThIpeX-IsTH
CTPOK; ajpecara, TEKCT, HOINHUCH (C yKazaHHEM JOJDKHOCTH, (aMHINH, HHHUIUAIIOB).
IToanuceIBaeT BHYTPEHHIO JOKIIAJHYIO 3aIIMCKY COCTABUTEIb.

Ecnm 3anmcka anpecyercs 3a mpenensl 00pa3oBaTeNIbHON OpraHU3alyd, TO ee 0(GOopMILIIOT
Ha OJlaHKe M OHa Ha3bIBaeTCs BHEIIHEW. BHENIHss 3ammcka JOJDKHA COAEPXKATh CIIEAYIOIINe
PECKBU3UTEI: HanMMCHOBAaHHC YUYpPCIKIACHUA, BH]T JOKYMCHTA, Aary JOKYMCHTA,
PETUCTPALMOHHBII HOMEp, MECTO COCTABIICHHUS, HA3BAHUE JOKYMEHTA (3aroJIOBOK K TEKCTY),
eClM TEKCT OoJiee YeTHIPEX-TSITU CTPOK, ajpecara, TEKCT, MOJIINCh PYKOBOIUTEIS
00pa3oBaTebHON OpraHU3aIHH.

Pa3HOBI/I)1HOCTI)IO I[OKH&I[HOﬁ 3aIMMCKU ABJIAIOTCA IMPEACTABJIICHUA. Onn HCIOJIB3YIOTCA MpPHU
JAOKYMCHTUPOBAHUU K&I[pOBOfI JACATCIIBHOCTU 1 COCTABJIAIOTCA PYKOBOOUTEIICEM
o6pazoBaTean0171 opraHvsany HWJInH €ro 3aMCCTUTCIICM. HpeI[CTaBJ'ICHI/Iﬂ COCTaBJIAOT
B ClIydadaX MooOuIpCHHA pa6OTHI/IKOB, HaJIOKCHU A B3I>ICKaHI/II\/JI, MPOBCACHUA aTTCCTAllUM.

3.3.7. ABTomMaTu3anus 10KyMEHTHPOBAaHUSA
JIJi1 OATOTOBKM JOKYMEHTOB MOTYT NMPUMEHSTHCS aBTOMAaTU3UpOBaHHbIE TexHoJoruu. [Ipu
9TOM co3JaroTcsi 0a3bl JaHHBIX (KOPPECHOHAEHTOB, (OpM JTOKYMEHTOB, TpadapeTHbIX

TEKCTOB M TEKCTOBBIX 3aTOTOBOK), PETAKTOPCKHUE MTPOTPaMMBI | JIp.

[Topsimox pa3paOOTKH, SKCIUTyaTallMM U MOJIb30BaHUS TaKUMHU CHCTEMaMU OIpeAesseTCs
CTaHJIapTaMH B 00JIaCTH aBTOMaTU3UPOBAHHBIX HH()OPMALIMOHHBIX TEXHOJIOTHH.

3.3.8. DJIeKTpOHHbIE JOKYMEHTbI

[Topsimox cocTaBneHus, 0(hOPMIICHHS W COTJIACOBAHUS MPOCKTOB AJIEKTPOHHBIX JOKYMEHTOB
OCYIIIECTBJISIETCS 110 OOIIUM TMpaBWIaM JEJIONPOU3BOACTBA, YCTAHOBJICHHBIM B OTHOIICHUH
AQHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTENE. OJCKTPOHHBIH JOKYMEHT JIOJDKEH
MMETh PEKBU3WTHI, YCTAHOBJICHHBIC JJIs aHAJOTUYHOTO JIOKYMEHTa Ha OyMa)KHOM HOCHTEIIE,
3a UCKIIOYEHUEM OTTHCKA II€YATH.

Cpoxu XpaHeHUs PICKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHEHHUS JTOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATEIbHBIMU M MHBIMH HOPMATUBHBIMH MPAaBOBBIMH akTamu PO,
TUTIOBBIMU MEPEUHSAMU JJIsl aHAIOTUYHBIX IOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

4. Opranuszanusi J0KyMEeHT0000pPOTA U MCIIOJHEHHUS IOKYMEHTOB

4.1. Ilpuem 1 00padoTKA NOCTYNAKOIIMX JOKYMEHTOB

4.1.1. JIpm>keHne MOKYMEHTOB C MOMEHTa HUX CO3JaHMS WIM TOJIYYEHHUS [0 3aBEpLICHUs
WCIIOJIHEHUS W OTIIPaBKU 0Opa3yeT JOKYMEHTOOOO0POT.

4.1.2. B noxymeHTtooOopoTe 00pa3oBaTeiabHON OpraHM3allud BBICISIOTCA CIIEAYIOIINe
JOKYMEHTOTIOTOKH:

a) MOCTyNaromiasi TOKyMeHTalus (BX0s1asi);

0) oTmpaBnsiemMasi JOKyMEHTalus (MCXOASIIas );



B) BHYTPEHHSIS JOKYMEHTALIMSL.

4.1.3.  JlocraBka U OTIpaBKa  JOKYMEHTOB B OOpa3oBaTElbHYIO  OpraHMU3aLMI0
OCYIIECTBIISIETCA, KaK MIPABHUJIIO, CPEICTBAMH ITOYTOBOM M AIEKTPHUECKON CBSI3H.

4.1.4. IokyMeHTBbI, IOCTYNAIOIIME B 00pa30BaTENIbHYI0 OPraHU3alnI0, IPOXOIAT IEPBUUHYIO
00paboTKy, pErucTpaluio, NpPeABAPUTEIBLHOE pPACCMOTPEHHUE, Iepenady pyKOBOICTBY
Ha PaCCMOTPEHHUE, ITEPEAAFOTCS UCIIOIHUTEISAM U I0CIIE UCIIOJIHEHHUs IOMENIAI0OTCA B e,

4.1.5. Tlpuem wu nepBuuHas o0OpabOTKa JOKYMEHTOB OCYIICCTBIISICTCS OTBETCTBEHHBIM
3a JIeTIOTPOU3BOCTBO.

4.1.6. OTBeTCTBEHHBIH 3a JIEJONPOU3BOJCTBO IMPOBOIUT: TMPOBEPKY MPaBUIBHOCTH
aJipecoBaHMs TIOCTYMAIONUX JOKYMEHTOB, NPAaBWJIBHOCTH JOCTaBKH ¥ KOMIDIEKTHOCTH
JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha TOJISKAIINE M HE TIOUICKAIINE PETUCTPAIIHH.

4.1.7. Tlony4yeHHBIE KOHBEPTHI C KOPPECTIOHICHIINEN BCKPBIBAIOTCS, TP 3TOM IMPOBEPSIETCS
HaJgu4ue BIOXKEHHM, a TaKkKe YKA3aHHbIX B JOKYMEHTaxX MpWIOKEHWH. B cioydae
MOBPEXKJCHUS YIIAKOBKU M BJIOXKEHHH MO0 OTCYTCTBHUSI NPUIOKEHUH COCTaBIISETCS aKT
B IByX JK3eMmmunsipax. OJIMH 53K3eMIUIAp AaKTa HaIpaBiseTCsl KOPPECIOHIEHTY, BTOPOH
MpHOOIIAETCs K MOCTYMUBIIEMY TOKYMEHTY.

4.1.8. Ommbo4YHO TPHUCITaHHAS KOPPECTIOHACHITUS TIEPEChIIACTCS 0 TPUHAICKHOCTH, €CITH
U3BECTEH aJpec TMosydaTesns. B mpoTMBHOM ciydae KOPPECHOHICHIMS BO3BpAIllaeTCs
OTIPABUTEIIO.

4.1.9. KouBepTbl OT MOCTYNAIOWIEH KOPPECIOHJAEHIIMN COXPAHSIOTCS U MPHJIAratoTCs
K JOKyMEHTaM JIMIIb B TOM Cllydae, KOrJa TOJbKO IO HUM MOKHO YCTAaHOBUTH aJpec
OTIPABUTENS WM KOIJa Jara IOYTOBOTO MITEMIIENsi HMEeT 3HadeHHE B KayecTBE
JI0Ka3aTeJIbCTBA BPEMEHH MOTYYCHUS TOKYMEHTA.

4.1.10. CnenuanucToM HE BCKPBIBAIOTCS KOHBEPTHI MHCEM C HAAMKUCHIO «IMYHO». OHU
MepeaaroTCs 10 Ha3HAYCHHUIO.

4.2. llpeaBapure/ibHOE PACCMOTPEeHHE JOKYMEHTOB

4.2.1. OTBeTCTBEeHHOE 3a ACJIOIIPOU3BOACTBO IIPOBOJUT IIPCABAPUTCIBHOC PACCMOTPCHUC
AOKYMCHTOB B HCJIIX BBIACJICHUSA W3 BCCIO MaCCHUBA HOCTyrIHBIJ.IGfI KOPppCCIIOHACHIIUU
AOKYMCHTOB, Tpe6YIOH_II/IX 0053aTeILHOrO pacCMOTPCHUS PYKOBOIUTCIIEM O6p830B8.T€JIbHOfI
OpraHu3anuu.

4.2.2. OcHOBaHMEM JUIsl NPUHATHS PELICHUS B XOJ€ NPEIBApUTENBLHOIO PacCMOTPEHMS
ABIISICTCS COJepKaHHWE JOKYMEHTa, a He aJpecoBaHUE JOKYMEHTa COOTBETCTBYIOILEMY
pabOTHHUKY.

4.2.3. Pe3ynapTaToM NpEIBAPUTEIHLHOTO PACCMOTPEHHUS SIBISIETCSl HANpPAaBICHUE IOKYMEHTa
PYKOBOJIUTENIO 00pa30BaTEIbHON OpraHU3alMy WM JOJDKHOCTHOMY JIMIY B COOTBETCTBHH
C YCTaHOBJICHHBIM B 00pa30BaTENBbHON OpraHU3aIii pacupeelieHueM 00sS3aHHOCTEH Mex Iy
PYKOBOJMUTENEM MU JOKHOCTHBIMU JIMIAMHU JUIsI BBIHECEHUS YKa3aHHUsS IO HUCIIOJHEHUIO
JIOKYMEHTA.



4.3. Perucrpauusi J0KyMeHTOB

4.3.1. Ilepemayua JOKYMEHTOB  Ha PETUCTpAIMI0  MPOU3BOJUTCS  TOJIBKO  TMOCTE
WX MPEABAPUTEIBHOTO PACCMOTPCHHUSI.

4.3.2. Peructpauuu mnojuiexaT BC€ JOKYMEHTBI, TpeOyollue y4yeTa, WCIOIHEHHUS,
WCTIOJb30BAHUSI B CIIPABOYHBIX LENSAX, KaK IOCTYHAOIUE W3 APYrHX OpTaHU3aIiii
Y OT YaCTHBIX JIMII, TaK W 00pa3ylommecs: B JCATEIHHOCTH 00pa30BaTENbHON OpraHHU3allny,
U PETHCTPUPYIOTCS HE3aBHCHUMO OT CII0C00a UX JOCTABKH.

4.3.3. K gokymeHTam, HE NOAJIEXKAIUM  pPErucTpalud, OTHOCATCA  JOKYMEHTHI,
He TpeOyrolue UCIIOJHEHUS U HE CcoJieprKalue HHPOpMaIMH, UCIIOJIb3YeMON B CIIPABOYHBIX
[ENSAX: TIPUTIACHTENbHBIC, TMO3/IPABUTENBHBIC IHMChMA, TEJIerpaMMbl, OWJIETHI, TUIAHBI,
MIpOrpaMMbl CEMUHApOB, KOH(EPEHIINH, CUMIIO3MYMOB U JAPYTHUX IMOJOOHBIX MEPOIPHUSATHH,
JOKYMEHTBl IO OyXrajlTepcKoMy YYeTy, MaTepHallbHO-TEXHUYECKOMY O0O0€CIEeUeHHUIO,
IUIaHOBbIE, (PMHAHCOBBIE JIOKYMEHTHI, MOCTYyMaromue Oe3 COMPOBOAUTENBHOIO MHUCHMA,
peKlaMHBIe ~ JTOKYMEHTHI, = KOMMEpUYECKHEe  TpPEJIOKEHHs,  Ie4YaTHbIe  H3JIaHMUS,
YHUPHUIIMPOBaHHBIE POPMBI U OJaHKU JOKYMEHTOB U Jp.

4.3.4. JIOKyMEeHTHI, MOJJICKAIIUE PETUCTPALUU, PETHUCTPUPYIOTCS B )KYpPHAJIE PErHUCTPALIMHU
BXOJIALIUX JOKYMEHTOB (mpuiioxkeHre Ne 7) B IeHb MOCTYIUIEHUS — B cllydae MOCTYIJICHUS
JOKyMeHTa B pabouee BpeMms; Ha CIEQyIOUMi pabouuii JAeHb — B clyyae MOCTYIJICHUS
JOKyMEHTa B HepaOouee BpeMs; He3aMEJIMTENbHO —  Cc oTMeTKaMu  «CpodHO»,
«OnepaTuBHOY.

4.3.5. Ha nmokyMeHTax, MOCTyHaronuux B aipec 00pa3oBaTEIbHOW OpraHU3allMH, B HUKHEM
MpaBOM  yIJIy JIMIEBOM  CTOPOHBI MEPBOrOo  JIMCTa  JOKYMEHTa  IPOCTaBISETCS
PErUCTPALIMOHHBIN HITAMIT ¢ YKa3aHUEM JIaThl U MOPAIKOBOTO PErUCTPAMOHHOTO HOMEpA.

4.4. Pacnipenesienre NOCTYNAIIKUX JOKYMEHTOB

4.4.1. Tlocne perucTpaluu JOKYMEHTHl MEPEJAIOTCS Ha paCCMOTPEHHE PYKOBOIUTEIIO
00pa3oBaTeNIbHOM OpraHu3aluy.

4.4.2. Tlocne paccMOTpeHHUsI PYKOBOAMTENEM OOpa30BaTENbHOM OpraHU3alUU JTOKYMEHTHI
BO3BpAIIAIOTCS OTBETCTBEHHOMY 32 JICJIONIPOMU3BOJCTBO, JJsi TEPEHECEeHUs YyKa3zaHUi
[0 HUCTIOJTHEHUIO  JOKYMEHTa B KypHall ~ PEruCTpallid  BXOJAIIMX  JIOKYMEHTOB.
B cootBeTcTBUM € yKa3aHHSAMHU IO UCIIOJHEHUIO TO/UIMHHUK JIOKyMEHTa HAampaBIseTcs
paboOTHUKY,  SBJSIONIEMYCS ~ OTBETCTBEHHBIM  HCIIOJIHUTENEM,  a COUCHOJIHUTENSM
HAMpPaBJIAIOTCS KOMUHM JOKYMEHTOB (€CIM HMMEIOTCS), O UeM JIeaeTcs OTMETKa B KypHale
PErucTpaly BXOJAIIUX TOKYMEHTOB.

443, 3J'IeKTpOHHBIe C006H_ICHI/I}I, NOCBIIACMBIC  IIO 3HeKTpOHHOI>'I nouTe, HUCIHOJHAIOTCA
AHAJIOTUYHO JOKYMCHTaM Ha 6YMa)KHLIX HOCHUTCIIIX C YYCTOM onpeneneHHoﬁ Cl'IeI_[I/I(l)I/IKI/I

B IMpOHeCCC UCIOJIHCHUA.

4.5. Ilopsinok 00padOTKM M MPOXOKIACHUS UCXOASIIMX U BHYTPEHHUX JOKYMEHTOB



4.5.1. Tlopsanox NOATOTOBKM HCXOJIIMX JIOKYMEHTOB BKJIIOYaeT B ceds paldoTy
[I0 COCTABJICHUIO IIPOEKTa JOKYMEHTAa, COIJIACOBAHUIO, IOANHCAHHIO (YTBEPXKJICHHUIO)
U OTIIPaBKe.

4.5.2. ]Jlonmepenauun JOKyYMEHTa Ha IOJNUCh HWCIOJHUTENIb JIOJDKEH IPOBEPUTH €ro
COJIep’KaHue, TMPABWILHOCTh O(GOPMIICHHUS, HAIMYUE HEOOXOIUMBIX BU3 U MPHIJIOKCHUH.
I[OKYMGHT MNpEaACTaBJIACTCA Ha NOANHMCHL BMCECTC C Mar€pruajliaMu, Ha OCHOBAHUH KOTOPBLIX
OH TOTOBHJICSL.

4.5.3. BHyTpeHHUE JOKYMEHTBI O(OPMIISIFOTCS M MCIIOJTHSIFOTCS (MCIIOJIB3YIOTCS) B MpeIenax
00pa30BaTeNIbHON OpraHu3aluy.

4.5.4. BHyTpeHHHME JOKYMEHTHl (JOKJIIaJHble 3alUCKH, CIPABKH, CBOJKH U JIp.)
paccMaTpuBarOTCA TEMU JA0JDKHOCTHBIMU JIMLIAMU, KOMY OHU HaIlPaBJICHBI.

4.5.5. OTBETCTBEHHBIE 3a JEIONPOU3BOACTBO NEpe]] cadeil KOPPECIOHCHIINN Ha OTIIPaBKY
JOJKHBI ~ 00513aTelNbHO  MPOBEPUTHh  IPABWIBHOCTH €€ 0OpMJICHUS U aJpECOBAHMSL.
KonBepToBaHHE KOPpPECHMOHAEHIUMU U APYrUX IOYTOBBIX OTIPABICHUH MPOU3BOAUTCA
CTPYKTYPHBIMU NOAPA3ICICHUIMUA 00pa30BaTEIbHOM OpraHu3aluu.

4.5.6. Peructpanusa OTOpaBIsiEMbIX JOKYMEHTOB OCYIIECTBISETCS B JCHb HX MOJIINUCAHUS
(yTBepikJieHHUs) WM Ha Clenylomuid padounii aeHb. PeructpanmoHHbI HOMEp JOKyMEHTa
U JaTa PErucTpaldy MPOCTaBISAIOTCA Ha MOUIMHHUKE JOKYMEHTa B PEKBU3UTaX OiaHKa
Y Ha KOTIMH, OCTAIoIIeHcs B Jiesie o0pa3oBaTebHOM opranu3anud. CIpaBOYHBIM aIapaToM
JUIS  UCXOJSIIMX JIOKYMEHTOB SIBJISIETCS KYpHaJl PETUCTPAllMU 3TUX JOKYMEHTOB
(mpuosxenre Ne 8).

4.5.7. OtnpaBky HUCXOISIINX JIOKYMEHTOB MPOU3BOJAUT OTBETCTBECHHEIN
3a nenonpon3BoacTBO.  CpouHas  KOppecHmoHIEHIUs  OGOPMIIAETCS W OTIPaBJISETCS
HEe3aMeJIUTEILHO OTBETCTBEHHBIM 3a JCIONTPOU3BOICTBO.

4.5.8. OTBETCTBEHHBIH 3a JICJOMPOU3BOJICTBO IPOBEPSET MPABHILHOCTh O(OpMICHHS
UCXOJSIIUX JOKYMEHTOB, MPOU3BOIUT COPTUPOBKY JIOKYMEHTOB IIO CIIOCOOY TOCTaBKHU
KOPpPECIIOHIEHIIMU ajipecary (IpocTas, 3aka3Has, MeXAyHapojaHas u Jp.). HempaBuibHO
o(OpMIICHHbIE JIOKYMEHTHl M KOPPECIOHACHIIUS HECIY)KeOHOTO XapakTepa K OTIpPaBKe
HE IPUHUMAIOTCS U BO3BPAIIAIOTCS JUILY, TOJTOTOBUBIIEMY TOKYMEHT.

4.5.9. OTHpaBJ’IerMaH I10 IOYTE KOPPECIHOHACHLUA MPOXOOUT YIIAKOBKY, aApE€COBAHHUC,
MMPOCTAaBJICHUEC CTOMMOCTH IOYTOBBIX YCIYI' U IICPEAAYy Ha OTIPABKY B MCCTHOC OTACICHUC
CBA3U.

4.5.10. Ha 3aka3Hyl0 KOpPPECIOHJCHIINIO, Ha JOKYMEHTHI ¢ moMeTKoi «Jlyis ciyxeOHOro
IIOJIb30BAHMS) COCTAaBJISIETCSI PEECTp, KOTOPBIM 3aTEM BO3BPALLAETCS OTBETCTBEHHOMY
3a JIeTIOTIPOU3BOCTBO C PACIIUCKONW PAOOTHUKOB MOYTOBOTO OTJENEHHUS CBSI3M WM HWHOTO
JM1a, 00eCTeYMBAOIIEro OTIPABKY JOKYMEHTOB.

4.5.11. TIlepemaua c UCHOJB30BaHUEM CpEACTB (PAKCUMUIBHOM CBSI3U  JOKYMEHTOB,
coJiepKaluX CIY)KeOHYI0 HH()OPMALMI0 OTPAaHUYEHHOTO PACHPOCTPAHEHHUs, B TOM YHCIIE
c mometkoit  «/lng  cayxkeGHOro  MoJb30BaHMs», He paspemaercs. Kareropuuecku
3arpelaeTcs nepeaaya rno cpecTBam (pakCUMUIBHOM CBSA3U CEKPETHBIX JOKYMEHTOB.



4.5.12. C ucrionp30BaHUEM CPEICTB (AKCUMHIJIBHONH CBSI3M  MOTYT OBITH IepeiaHbl
MaTepHalibl TEKCTOBOTO, TaOIMYHOTO WM TpadUuecKoro XapakTepa, HCIIOJIHEHHBIE
TUNOTPAa(CKUM, MAITMHOMUCHBIM MM PYKOIIMCHBIM CIIOCOOOM B YEPHOM WJIM TEMHO-CHHEM
[[BETE C YETKUM M KOHTPACTHBIM M300pakeHueM (TIEpBBIC IK3EMIUIPHI MM UX KCEPOKOINH)
Ha Oenoil Oymare ¢ MHHMMaJbHOW BBICOTOH OykB ® mudp 2 mm. OOBeM mepenaBaeMoro
B TE€UEHHE OJHOIO CEaHca CBSI3U JOKYMEHTa, BBINOJIHEHHOro Ha Oymare ¢opmara A4,
HE JIOJDKEH MPEBBIIIATH IATH JICTOB.

4.5.13. OTBETCTBEHHOCTh 3a COJCpXKaHWEe WHPOpPMAIMH, TIepeaaBacMON C HCIIOJIb30BAHHEM
CpCaACTB q)aKCHMHHBHOﬁ CBi3H, BO3JIaracrcida Ha UCIIOJIHUTECIIA, HOATOTOBHUBIIIECTO
(hakcorpammy ISl IepeIayuu.

4.6. OcobGeHHOCTH PadOTHI € 3J1eKTPOHHBIMH JOKYMEHTaMHU
4.6.1. B 0oO6pa3zoBaTebHON OpraHU3aIlK CO3AAI0TCS U UCTIOJIB3YIOTCS:

e DJIGKTPOHHBIC  JIOKYMEHTBHI,  CO3/1aBaeMble B JJIGKTpOHHOW  ¢opme  0Oe3
MIPeIBAPUTENILHOTO JIOKYMEHTUPOBAHUS Ha OyMa)KHOM HOCHUTEIIE;

e DJICKTPOHHBIE 00pa3bl JOKYMEHTOB, TIOJYYCHHBIC B pe3yJbTaTe CKaHUPOBAHUS
JTOKYMEHTOB M XPAHSIIUECS B CHCTEME AIIEKTPOHHOTO IOKYMEHTOO0O0pOTA.

4.6.2. IlpueM wu oTHpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBEHHBIM
3a BeJIeHUE JIeJIOMPOU3BOJICTBA B 00pa30oBaTeNIbHOM OpraHu3aluu.

4.6.3. DNEeKTpOHHBIE JOKYMEHTHI CO3Jar0TCs, 0OpabaThIBAIOTCS U XPAHATCS B CUCTEME
AIIEKTPOHHOTO JJOKYMEHTO000poTa 00pa3oBaTebHOM OpraHu3aluu.

4.6.4. DIEKTPOHHBIH JIOKYMEHT JIOJDKEH ObITb OQopMIIEH 1O OOIMKMM IpaBujaM
JETIOTIPOU3BOICTBA M UMETh PEKBU3HUTHI, YCTAHOBJICHHBIC IS aHAJIOTUYHOTO JIOKYMEHTa
Ha OyMa)XKHOM HOCHUTEJIE.

4.6.5. Jlna moATBEpKIEHUS IOUIMHHOCTH 3JEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTelbHOMN
OpraHU3aIMM UCIOJIb3YIOTCS AJIEKTPOHHBIE IMGPOBBIE Moanuch. Mcmoap3yembie CpencTBa
ANEKTPOHHOW IU(POBOM TMOAMKMCH JOJDKHBI OBITh CEPTU(UIMPOBAHBI B YCTAHOBICHHOM
MOPSIKE.

4.6.6. Egununedd ydeta SJIEKTPOHHOTO JOKYMEHTA SIBISIETCS SJCKTPOHHBIM JOKYMEHT,
3apEruCTPUPOBAHHBIM B CUCTEME JJIEKTPOHHOTO JIOKYMEHTOO00OpOoTa 00pazoBaTelbHON
OpraHu3auu. JJIEKTPOHHBIA TOKYMEHT, HMEIOIINUN MPUIIOKEHHUS, PErUCTPUPYETCs KaK OJUH
JOKYMEHT.

4.6.7. Tlocne OTHMpaBKH 3JIEKTPOHHOTO JIOKYMEHTA, 3aBEPEHHOI0 3JEKTPOHHOW MOIMHCHIO
YIIOJIHOMOYEHHOTO JIOJDKHOCTHOTO JIMIIA, JOCBUIKM aJpecaTy €ro KOMHMU Ha OyMakHOM
HOCHTeJNEe, KaK MPaBUJIO, HE TpeOyeTcs, 3a UCKIOUYEHUEM OTBETOB Ha OOpallleHusl Tpax/aH,
MOCTYMUBUIMX 110 MH()OPMAIIMOHHO-TEIEKOMMYHHKAIIMOHHBIM ~ KaHajlaM,  Ha KOTOpbIe
3asBUTENIO JTaeTCs MUCbMEHHBIA OTBET, HAIIPABISEMbIH 1O MOYTOBOMY aJpeECy, YKa3aHHOMY
B oOpalieHuu.

4.6.8. cnoHEHHbBIE SJICKTPOHHBIC JOKYMCHTBI CUCTCMATU3UPYIOTCA B [I€JIa B COOTBCTCTBUU
C HOMCHKHaTypOﬁ pi(SA) | 06p8.30BaTCJ'IBHOI71 opraHusaliiin 1 UHACKCUPYIOTCA B HOPSAOKE,



YCTAHOBJICHHOM B OTHOIICHHWU ACJI, COCTABJICHHBIX W3 JOKYMCHTOB Ha 6yMa)KHOM HOCHUTCIIC.
HpI/I COCTAaBJICHHUU HOMCHKJIATYPbBI [JCJI B 3aroJIOBOK JCJIa BKIIIOYACTCA  YKA3aHUC
<<3JI€KTpOHHHC JOKYMCHTEID».

4.7. UndopmanuonHas 6e30nacHOCTh

4.7.1. HVudpopmarMoHHBIE  pecypchl  00pa30BATEIBLHOW  OPraHU3AHMHA  TI0 JOCTYITY
(BO3MOXHOCTH  HWCIIOJIb30BaHUs)  MOAPA3ACISAIOTCS  HA OTKPBITYI0  (OOIIEAOCTYIHYIO)
nHpOpMAIHIO, CITYKEOHYIO HH(YOPMAIUIO ¥ HHAOOPMAIIHIO OTPAHUYESHHOTO PACIIPOCTPAaHCHHUS

(mocryma).

K kareropun  oTkpeITOil  MH(pOpManuMuW  OTHOCUTCA  HMHQOpMAIMs,  coJeprKamiascs
B IOKyMEHTax M 0a3ax JaHHBIX 0Opa3oBaTeNbHOM OpraHU3allid, HENOCPEACTBEHHO
3aTparuBarolas paBa U MHTEPECHI TPaXK/IaH.

K kareropun  cmyxeOHON  uH(popManuu OTHOCUTCS  UHGOpMalus, COJEp)KalIascs
B IOKyMEHTax U 0a3ax JMJaHHbIX 00pa30BaTENbHON OpraHu3alliy, IMpeJAHa3HaueHHas Ul
JOJKHOCTHBIX JIMII U paOOTHUKOB 0Opa30BaTeNbHOM OpraHu3alvy, MpU BHIIOJHEHUH MU
cBOMX (YHKIMOHAJIBHBIX O0SI3aHHOCTEW, HE 3aTparvBarollasl HalpsMyI0 IpaBa U UHTEPECHI
IpaXKJIaH U HE OTHOCSIIASACSA K KaTETOPUHU OIPaHUYEHHOT'0 paclpoCcTpaHeHus (JOCTyIa).

K kareropun wuHOpManMM OrpaHUYEHHOTO paclpoCTpaHeHus (AOCTyma) OTHOCUTCS
uHbopMalus, colepxKailascs B JOKYMEHTaxX U 0a3ax IaHHbBIX, BKJIIOYAIOUIas CBEICHUS
KOH(UIEHIIMAIBHOTO XapaKTepa.

Bces wndopmanus, conmepkamiasicss B JOKyMEHTaX U 0a3ax JJaHHBIX 00pa3oBaTelbHOMN
OpraHu3aIiy, 0 YMOJYAaHUIO SBJISIETCS OTKPBITOM ¥ obmenoctynHoi. VckimodeHue
cOoCTaBisieT MHQOpMaIMs, OTHECEHHas K KaTeropusM CIy)KeOHOH U OrpaHUYEHHOTO
pacrpocTpaHeHus (I0CTyna).

4.7.2. Jloctym moJib30BaTeNe K MHPOpPMAlMA OTPAHMYMBACTCS IIyTeM OTHECCHHS
nH(OpPMALUKM K COOTBETCTBYIOIEH KAaTerOpUM M HAJIO)KEHHWEM Ha Hee COOTBETCTBYIOIIETO
rpuda orpannuenus pacrnpoctpaHeHus. MHdopmaiys orpaHMueHHOr0 JOCTyMa CHa0XaeTcs
rpudom «/lnst cykeOHOro MoJIb30BaHUs».

HpaBOM OTHCCCHUA I/IH(i)OpMaI_II/II/I K KaTCropun OI'paHUYCHHOI'0 JOCTYyIla U HAJOXCHUSA
COOTBCTCTBYIOILICTO FpI/I(ba 06J1az[aeT COCTaBHUTCIIb JAOKYMCHTA 110 COorjIaCOBaHHIO
C PYKOBOAUTCIIEM O6p8.30B8.T6J'IBHOfI OpraHu3anuvu.

JlokyMeHTHpOBaHHAss HMHQPOpPMAIUS OrPAaHUYEHHOTO pACHpPOCTpaHEHUss 0e3 CaHKIUU
JOJKHOCTHOTO  JIMIA, YCTAHOBUBUIIETO PEXUM OrPAHMYEHHOTO PACIPOCTPAHECHUS IS
JAHHOTO JOKYMEHTa, He MOJUIKUT pasriamieHuro (pacmpocTpaHeHuto). I[IpemocraBienue
MOJIb30BAaTENsIM  JOCTyNa K JaHHOM HMH(OpPMAlMU  OCYIIECTBISETCS HUCKIIOYUTEIBHO
10 COTJIaCOBAHUIO C YKa3aHHBIM JOJKHOCTHBIM JIMIIOM IYTE€M IOJIa4d COOTBETCTBYIOLIEH
3asIBKU.

I[OJ'DKHOCTHLIC JiMla, NpUHABIINUC PCUICHUC 00 OTHECCHUH I/IH(pOpMaLII/II/I, 3a(bI/IKCI/Ip0BaHHOI71
B JOKYMCHTC, K KaTCropuv OI'PAHUYCHHOT'O pPacCIpOCTPaHCHUS, HCCYT OTBCTCTBCHHOCTDL
3a 000CHOBAHHOCTD IMPUHATOT'O peicHus u €ro COOTBECTCTBHUC Z[eﬁCTByIOHleMy
3aKOHOAATCJILCTBY.



4.7.3. Jluunele KapTOYKH pPAOOTHUKOB, TPYAOBBIE KHWKKH paOOTHUKOB, MPHUKAa3bl
10 JINYHOMY COCTaBY JIOJDKHBI XpPAaHUTHCA B ceii(pe Wi B B METAJUIMYECKOM MIKady.

biianku TPyZOBBIX KHHXKEK 110 M€pe HEOOXOJMMOCTHU BBIJIAIOTCSI OTBETCTBEHHOMY JIUILY
KaJIpOBOM CIy>KOBI. 3amuCH B TPYIOBOW KHUIXKKE TOJAMHUCHIBAET PYKOBOJUTEIh KaJpOBOI
cyx0b61 OO. VYder, XpaHeHHE W BbAady OJIAHKOB CTPOTOM OTYETHOCTH: JUIUIOMOB,
BKJIQIBIIIEN K HUM, CBUJACTEIBCTB, YIOCTOBEPEHUM BENET 3aMECTUTENb JNUPEKTOpa. branku
XpaHsTcs B cerde.

4.7.4. YcraHOBKa W JKCIUTyaTallds MPOTPAMMHOTO OOECredYeHHs, MOJYy4EHHOrO U3 JHOBIX
HUCTOYHHUKOB U BBITIOJIHAIOIICTO q)YHKHI/II/I, HC CBA3AaHHBIC HCIIOCPCIACTBCHHO C BBINIOJITHCHHUEM
paboOTHUKAMHU CBOMX JOJDKHOCTHBIX 00sI3aHHOCTEH, KATErOPUUECKHU 3allpellieHa.

4.7.5. Bcs mnpeacraBieHHas B IEKTPOHHOM  BUJE  HMHQOpMaIus, M[OCTyHaromas
B 00pa30BaTE/IbHYI0  OpPraHU3alUio, B OOS3aTEILHOM TOPSJIKE IOMJIEKUT IPOBEPKE
AHTUBUPYCHBIMU CPEACTBAMMU.

4.7.6. DNEKTpOHHAS TOYTa MOXXET HCIIOJIh30BATHCS MOJIH30BATEISIMUA TOJBKO JII OOMEeHa
uHpopmanuen, OTHOCSIIEHCS K KaTerOpUM  OTKPBITOW U ciaykeOHOH.  3ampeuieHo
WCI0JIb30BATh AJIEKTPOHHYIO MOYTY IS epeAayd MHGOopMaIi, OTHOCSIIEHCS K KaTeropuu
OTPaHUYEHHOTO PaCHpPOCTPAaHEHUSI.

5. KoHTpoJIb 32 HCTIOJTHEHHEM IOKYMEHTOB
5.1. Opranu3anusi KOHTPOJIs

5.1.1. Kontpomo mojjie)xaT BCE€ 3aperuCTpUpPOBAaHHBIE JOKYMEHTHI, TpeOyromme
ucnosHeHusi. KOHTpoONb HCHOJIHEHHS JOKYMEHTOB BKJIIOYAET: Y4eT, IOCTAHOBKY
Ha KOHTPOJIb, KOHTPOJIb CPOKOB HCIIOJIHEHUS, HEMOCPEIACTBEHHYI0 IPOBEPKY XoJa
HCIIOJIHEHUS, IPOBEPKY Ka4eCTBA UCIIOJHEHUS, aHAJIU3 PE3yAbTAaTOB UCTIOJHEHUS.

5.1.2. KOHTpOJ’II) 34 UCIIOJTHCHUEM JOKYMCHTOB YCTAaHABJIMBACTCA B LCIIAX oOecrneueHus
HUX CBOCBPEMEHHOT'O W KAQYCCTBCHHOI'O HCIIOJIHCHHUA, IOBBIIICHHUA YPOBHSA OpFaHH3aTOpCKOﬁ
pa6OTBI H VCIIOJTHHUTEIIHCKOM JUCHUITIINHBI.

5.1.3. HpI/I MMOCTAHOBKC INOKYMCHTA HA KOHTPOJIb Ha IIPABOM BCPXHCM IIOJIC AOKYMCHTa
ACJIACTCA OTMETKA O KOHTPOJIC, KOTOPYIO 0003HAYaIOT CJIOBOM (H_ITaMHOM) «KOHTPOJIb»

5.1.4. KOHTpOHIO nouIe)KaTr IpuKasbl, PCIICHHUA COBCTOB, 4 TaKKE€ HOOKYMCHTHI,
MOCTyHaromune Ha UMsI pYKOBOJUTCIIA O6p330BaTeHBHOﬁ OpraHu3anuu.

OpraHI/BaHI/IH KOHTPOJI UCITOJIHCHU BKIIFOYACT B ceOs:

e IIOCTAHOBKY JOKYMCHTA Ha KOHTPOJIb;

e MOHHUTOPUHI UCTIOJITHCHHUA KOHTPOJIbHBIX nopyquI/Iﬁ JOKYMCHTOB;,
e CHATUC UCIIOJIHECHHOTO JOKYMCHTA C KOHTPOJIA,

e HaIMPAaBJICHUC UCIIOJIHCHHOTO NJOKYMCHTA B JICJIO.

5.1.5. PyKOBOI{I/ITCJII/I CTPYKTYPHBIX noz[pa3z[eneHI/H71 00s13aHBI paccMaTpruBaTb COCTOSAHHC
HUCIIOJIHUTEIbCKOM JAHUCHUITINHBI o JOKYMCHTaM C MOPYYCHUAMHU AIMUHUCTpAlUN



00pa3oBaTeIbHOW OpPraHU3allUH, a TAKXKE JOKYMEHTHI, IOCTYIHUBIINE B aJJpeC CTPYKTYPHOTO
MoJipa3/iesieHus: 1 TpeOyIolIre NCIIOTHEHUS U TOATOTOBKH OTBETA.

5.1.6. JIokyMEeHT cUMTaETCsl HCTIOJIHEHHBIM, KOT/1a PEIICHBl OKOHYATEJILHO BCE MTOCTaBJICHHBIC
B HEM BOIIPOCHI U COOJIIO/IEHBI CIEAYIOIINE CPOKU:

€CJIM B IOKYMEHTE MOCTaBJIEH CPOK HCIIOIHEHHSI — B YKa3aHHBIH CPOK;

e JIOKYMEHTHI 0€3 yKa3aHHs CPOKa MCIIOJHEHHSI — B MECSYHBIN CPOK;

e €CIIM B JOKYMEHTE UMEETCSl IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

e TOpydcHHs 0e3 yKa3aHUs KOHKPETHOW JaThl UCTIOJHEHHUS — B MECSIYHBIN CPOK;

e C NIOMETKOH «omepaTHBHO» — B 10-THEBHBIN CPOK;

e TI0 OOpaIieHusIM rpakaaH, TpeOyIOIUM JIOTIOJTHUTEIIBHOT'O U3YYECHUS
U IPOBEPKU, — JIO OHOTO Mecsilla CO JHA PperucTpanuy, IO OCTaJIbHbIM —
He 6onee 15 qHeil.

CpOK HUCUHCIACTCA B KAJICHAAPHBIX JHAX C JAThl NOANMCAHNUA JOKYMCHTA.

Ecnu nocneguuii AeHb HWCHOJHEHUS JOKYMEHTa IMPUXOIUTCS Ha Hepabouuil JeHb,
OH TMOJJICKUT UCIIOJIHEHHUIO B MIPEIIECTBYIONINI eMy pabouunii AeHb.

IIpy HEOOXOAMMOCTHM TPOIJIEHUS CpPOKAa HCIOJHEHHUS JIOKyMEHTa OTBETCTBEHHBIN
WCIIOJIHUTEINb MPEICTaBISAET Ha UMs PYKOBOJUTENS 00pa30oBaTeIbHOM OpraHu3alliy, J1aBIIero
MOpyYeHUe, MOTHBHUPOBAHHYIO MPOCHOY O €ro MpOAJICHUU HE MO3/JHEee YeM 3a TpU JHS
710 UCTEYEHUsI YCTAaHOBJIEHHOTO CpOKa, CYeM CBOEBPEMEHHO TepenaeTcs uHbopMauus
B NIPUEMHYIO PYKOBOJUTENSI 00pa3oBaTeNbHOM OpraHu3aIiu.

5.2. ITopsiiOK CHATHSI JOKYMEHTOB C KOHTPOJIsI

5.2.1. IIOKYMCHTBI CHHUMAIOTCA C KOHTPOJIA, €CJIM PCHICHBI IMOCTAaBJICHHBIC B HUX BOIIPOCHI
HJIM JaH OTBET II0 CYIIECTBY.

HpOMe}KYTO‘IHHﬁ OTBET, PaBHO KaK M 3aIIpOC I10 UCIIOJHACMOMY NOKYMCHTY HUJIM YaCTHUYHOC
HUCIIOJIHCHHUC Iopy4dcHus, HE ABJISICTCA OCHOBAaHHECM JJIA IMPpHU3HAHHWA JOKYMCHTa
HUCITIOJIHCHHBIM.

5.2.2. Cuath JAOKYMCHT C KOHTPOJIA MOKET TOJIBKO HOJDKHOCTHOC JIMIO, KOTOPOEC IMMOCTABUIIO
€0 Ha KOHTPOJIb.

5.2.3. OcHoBaHMEM A1 CHATUA C KOHTPOJIA AOKYMCHTOB C IIOPYUCHUAMU PYKOBOIAUTECIIA
O6paSOBaTCHLHOﬁ OopraHru3anuu ABIIACTCA AOKYMCHT — OTBCT, MO AT CAHHBIN
PYKOBOOUTECIIEM 06pa30BaTeJ'IBHOﬁ opraHusalnuuv, €ro 3aMCECTUTCIICM, h05(300) CIIpaBKa
00 UCITOJTHCHUH JOKYMCHTA 3a NNOAIHUCHIO PYKOBOAUTECIIA CTPYKTYPHOT'O IO APA3ACIICHUA.

6. Y4er n XxpaHeHue neyareii, IITAMIIOB U 0JIAHKOB

6.1. O6$I3aTeJ'ILHOMy y4aeTy MnoIe)KaTrT BCC BHUbI neyaten u HITaMIIOB, OJTaHKH CTpOl"OI71
OTUYCTHOCTHU, KOMAHAUPOBOYHBIC YIOCTOBCPCHU, CJ'Iy>KC6HLIC 3alaHusl, TPYAOBBIC KHUKKH.

6.2. Yder Bcex mevareil ¥ TaMIIoB, UMEIOIINXCS B 00pa30BaTeIbHON OpraHU3aIiy, BeJeTCs
B CIIELUATBHOM XypHaie (npuiokerue Ne 9).



6.3. JKypHasibl yueTa BKJIIOYAIOTCA B HOMEHKIATYpY Jei. JIMCTBI UMX HyMepyroTcs,
MPOIIMBAIOTCS M OTIEUATHIBAIOTCSL.

6.4. [ledaTn 1 IITaMIIBI TOJDKHBI XPAaHUTHCS B CeH(ax MM METAUTUIECKUX MIKa]ax.

6.5. OTBETCTBEHHOCTb 3a XpAaHEHUE M MCIIOJIb30BAHUE TIe€yaTeil, MITaMIIOB HECYT JIMIA,
OTBETCTBEHHBIE 32 BEJICHUE JIETIOIPOU3BOICTBA.

6.6. YHuuTOXEHHE OJaHKOB MPOU3BOAUTCA II0 aKTy C OTMETKONH B COOTBETCTBYIOLIUX
KypHaiax ydera.

6.7. IleyaT ¥ ITAMIBI YHUYTOXKAIOTCS IO aAKTY.

6.8. IlpoBepka Hanmuuus TeyaTel, MITAMIIOB W OJAHKOB, a TAaKXKe MOPSAKA WX XpaHCHHUS
U UCIIOJIB30BAHUS NPOU3BOJUTCS KOMHUCCHEHW HE PEXe OJHOIO pa3a B KaJCHAAPHOIO TOJ
OJIHOBPEMEHHO C IIPOBEPKOM COCTOSTHUSA JEIIONPOU3BOICTBA.

7. CocTaBjieHHEe HOMEHKJIATYPhI el

7.1. HoMenknatypa el — CUCTEMATU3MPOBAHHBIN MEPEYEHb 3ar0JOBKOB JIEJI, 3aBOJAMUMBIX
B 00pa30BaTeIbHON OpraHW3alMK, C yKa3aHHEM CPOKOB WX XpaHEHHS, OGOPMIICHHBIN
B YCTAHOBJICHHOM IIOPAIKE.

7.2. HomeHkiaTypa JAen MpeaHa3HaueHa Jis TPYNIUPOBKU HUCIHOJHEHHBIX JIOKYMEHTOB
B Jle/la, CHUCTEMaTH3allMu U y4yeTa JeJl, OINpeAeieHHs] CPOKOB HX XpaHEHUs U SBISIETCA
OCHOBOM uisi (pOpMHUpPOBAHHS [I€1 W COCTaBJICHHUS OIMUCEH Jel, JTOKYMEHTOB, OITHCEH
AIIEKTPOHHBIX JOKYMEHTOB MOCTOSHHOTO M BpeMeHHOTo (cBbiiie 10 jeT) xpaHeHHs, B TOM
YHUCJIE 10 JIMYHOMY COCTaBY, a TaKXKe JUIs y4eTa Jeid BpeMeHHBIX (10 10 j1eT BKIFOYUTENBHO)
CPOKOB XpaHEHHUSI.

7.3. HomenknaTtypa Jen cocTaBisieTCs Ha OyMakHOM Hocutene. HomeHkiarypa pgen
BKJIFOYACTCS B CHCTEMBI 3JIEKTPOHHOrO JOKyMeHTooOopoTa (manee — CDJI) u B cucTeMbl
XpaHEGHHsI DJICKTPOHHBIX JOKyMeHTOB (mamee — CXDJI) B KauecTBe CIPaBOYHHKA,
Ha OCHOBAaHHUU KOTOPOTO OCYIIECTBIIACTCS CHUCTEMATH3allds M y4eT JTOKYMEHTOB, a TaKke
ux metaganHbix. COJl nmomkHA YycTaHaBIMBAaTh CBSI3b JIOKYMEHTa C MHJEKCOM Jiefia
B COOTBETCTBUHU C HOMEHKJIATYpOil Jien oOpa3oBarenbHON opraHuzanuu. HomenknaTtypa nen
Bimroyaercss B COJl u CXDJl He mo3nHee OXHOTO Mecslia CO JHS €€ YTBEPKACHHUS.
OTBeTCTBEHHBIMM 32 BKJIIOUeHHEe HOMeHknarypsl gen B COJ[ u CXDJ[ sBuasawoTcs
OTBETCTBEHHBII 3a JIEJOMPOU3BOJCTBO M OTBETCTBEHHBIN 3a KOHTPOJIb (DYHKIIMOHHUPOBAHHS
AIIEKTPOHHOTO JOKYMEHTO000pOTA.

7.4. HOMeHKJ'IaTypa Ac OGpEBOB&T@JIBHOIZ OpraHu3anuu (nanee — CBOJHAsA HOMCHKIIATypa
,[[e.]'[) COCTaBJIACTCA Ha OCHOBC HU3Y4YCHHUA cocCTaBa " COACPIKAHUA JAOKYMCHTOB,
06pa3y10u11/1xc;1 B JCATCIIBHOCTH O6paSOBaTeHBHOﬁ OpraHu3aluu. HpI/I COCTaBJICHUHU CBOJIHOM
HOMCHKIJIATYpbl [ICJI YYUTBIBAKOTCA YCTAaB O6pa3OBaTCHLHOﬁ opranu3anuvu, IIOJIOKCHUA
O CTPYKTYPHBIX MOAPA3ACICHUAX, IITATHOC PACIIMCAHUEC, TUIAHBI U OTYCTHI O pa60Te, MepeuHn
AOKYMCHTOB C YKa3aHHEM CPOKOB HX XpPaHCHHA, HOMCHKJIATYPBI OCJI 3a NPCANICCTBYIOIIUC
KaJICHAApHBIC T'OAbI.



7.5. CBomHas HOMEHKJIATypa JeJI COCTaBIseTCS pPabOTHUKOM, HA3HAYCHHBIM MPHKA30M
pykoBoauTENsE 00pa30BaTENbHONW OpraHu3aliy (Jlanee — OTBETCTBEHHBIM 3a COCTaBJICHUE
CBOJTHOM HOMEHKJIATYPHI JelI).

7.6. IloaroroBka CBOJHONM HOMEHKJIATYpbl /€] Ha NPEACTOSUINM KaJleHAApHBIM ToJ
HAUMHAETCS HE TI03KE CepeauHbl HOsIOps W 3aKkaHuMBaeTcs He mo3ke 31 mexadps
TeKyIero roaa. IIpoexT cBOJHON HOMEHKIATYpHI JI€]1 BU3UPYETCS PYKOBOJIUTENIEM apXHUBa
Y COTJIACOBBIBAETCS C IMOCTOSTHHO JIEUCTBYIOIIEH SKCIIEPTHOW KOMHCCHEH 00pa30oBaTeIbHOM
opranuszanuu. He pexe 1 pasza B 5 jieT, HOMEHKIaTypa JI€d1 COIJIaCOBBIBAETCSA C 3KCIIEPTHO-
IIPOBEPOYHON KOMHCCHEW DHCKOTO OOJAaCTHOIO apXuBa. B KOHIE Ka)KIOro KajeHIapHOIo
roja CBOJHAas HOMEHKJIATypa Jell YTBEp)KJIaeTcsi pPYKOBOJMUTENEM 00pa3oBaTeIbHON
OpraHM3alii WJIH €ro 3aMeCTUTENEM, KOTOpPOMY JEJIETMPOBAaHbl TAaKHE MOJHOMOYHMS
MpUKa3oM 00pa30BaTEeIbHOM OpraHu3alvy. YTBEp)KJIEHHAas CBOJHAs HOMEHKJATypa Jeil
BBOJUTCS B IelicTBUE C 1-TO STHBapsl CIEAYIOIIETO KaJIEHJApHOTO Toa.

7.7. B cnydae HEOOXOOUMOCTH BHECEHMS] B CBOAHYIO HOMEHKIJIATYpy A€l 3HAuUUTEIbHBIX
W3MEHEHUH OHa MOMJEKUT nepepaboTke. V3MeHeHUs yTBep)KJaloTCs MPHUKA30M WU
KOPPEKTUPOBOYHBIM JucTOM (mpmiioskerre Ne 10). HeGonbmme wu3MeHEHUS BHOCSTCS
B YTBEPXJACHHBIN pabounii 5K3eMIUISIp CBOJHON HOMEHKJIATYpPhI AeI.

7.8. CTpyKTypHBIE TOJApa3eieHuss exerogHo, He nmo3aHee 30 HOAOpPS TEKymero
KaJIeHJapHOTO TOJa COCTaBISIOT HOMEHKJIATypy [ell CTPYKTYPHOTO TOJpa3/ieieHHs
U TIPEJICTABIISIIOT €€ OTBETCTBEHHOMY 3a COCTAaBJIEHHE CBOJAHONW HOMEHKIATYphl Jedl.
Homenknatypa aen CTpyKTYpHOTO TMOAPA3JENCHUS COCTaBISETCS JIULOM, OTBETCTBEHHBIM
3a BeleHUE  JIeJIONPOU3BOJCTBA  CTPYKTYpHOTO  TOJpA3/EICHUs,  COTJIACOBBIBAETCA
C OKCIIEPTHOM KOMHCCHEH CTPYKTYpHOTO MOJpa3/IeieHHs] U MOJIUCHIBAETCS PYKOBOAUTEIEM
CTPYKTYpPHOTO TOJpa3aeIeHHUs.

7.9. BHOBb coO3aHHOE CTPYKTYpHOE IMOJApa3JelieHne B MECSUHBbII CpOK pa3pabaTbiBaeT
HOMEHKJIATYpy JeJl CTPYKTYpHOTO TMOJpa3fesieHusl | MPEICTaBIsIeT €€ OTBETCTBEHHOMY
3a COCTaBJICHUE CBOJIHOI HOMEHKIATYPHI JIe.

7.10. Homenknatrypa nen CTPYKTYpPHOTO MOJpa3JelieHusi U CBOAHAs HOMEHKJIATypa Jien
cocTaBisitoTca 10 ¢opMe, ycraHoBieHHOM  I[IpaBwiamMum — opraHu3anuu — XpaHEHWS,
KOMILJIEKTOBaHMSI, y4eTa U HCIIOJIb30BAHUSA NOKYMEHTOB ApxuBHOro Qoumga PO wu npyrux
apXUBHBIX JOKYMEHTOB B I'OCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPaBJICHUS
Y OpraHu3alusaX, yTBepKIeHHbIMH MpuKazoM Pocapxua ot 31.07.2023 Ne 77.

7.11. HOMCHKJIaTypa A IMoApasaciiI€TCa  Ha pasaciibl, KOTOPLIC  PaAcCIIoIararoTCsa
B COOTBCTCTBHUU C YTBCPIKACHHBIM HITATHBIM PACIIHCAHHUEM 06p830BaTeHLHOI71 OpraHusanunu.
HazBanusamu pa3aciioB  HOMCHKIIATYPBI A€ SABJIAIOTCA HAWMMCHOBAHUS €€ CTPYKTYPHBIX
HO,Z[pEBI[CJ'ICHHﬁ HJIN HAITPaBJICHUA ACATCIIBHOCTH.

7.11.1. Brpade 1 HOMEHKIATypsl Jel MPOCTABISAIOTCS HMHAEKCH KaXJIOTo Jena,
BKJIFOUEHHOTO B HOMEHKJIATypy. WMHIekc naerna cocTouT u3 nudpoBoro o003HaueHUs
W3 MITATHOTO pacmnucaHus oOpa3oBaTeNbHON opraHu3anuu (KoJa) M HOPSAKOBOTO HOMeEpa
3aroJioBKa Jena mo HOMeHKiarype. MHaekcel aen o6o3HavaroTcst apaObCKuMH HHU(paMu.
Hampumep: 12-05, roe 12 — o6o3nauenue (kox), 05 — mopsaKoBBIA HOMED 3arojioBKa gena
B pazjiesie HOMEHKJIATYpPHI JIe.



B HOMCHKIJIATYpEC ACI COXPaHAKTCA OAMHAKOBBIC MHACKCHI JJIsI OJHOPOAHBIX U MEPCXOAAIIUX
ACII.

7.11.2. Brpade 2 HOMEHKIATYphl JIeJI MPOMHMCHIBAIOTCS 3arojIOBKH JeJl. 3aroJIOBOK Jelna
4eTKO, B 00001IeHHON (hopMe OTpakaeT OCHOBHOE COJICpPIKaHUE M COCTaB JOKYMECHTOB JIela.
OcHoBOH /1711 HaMMEHOBaHMs (3arojoBKa) e SBJISIOTCS BOIPOCHI, OTpa)karollue 3ajgadu
u GyHKIMU 00pa3oBaTeIbHON opranu3anyuu. HauMeHoBaHHS JOMOJHSIOTCS yKa3aHHWEM pojia
3aBOJIMMOTIO Jieja WM Pa3HOBUIHOCTH JOKYMEHTOB (IIOCTaHOBJIEHHUS, IPUKA3bI, IPOTOKOJIbI
u T. 1.). Ecnn neno, BkitouaeMoe B HOMEHKIIATYpY €], COCTOUT U3 OJJMHAKOBBIX BUIOB WU
Pa3HOBUIHOCTEN TOKYMEHTOB, B 3ar0JIOBKE TAKOI'O J€jla YKa3blBaeTCsl HAaMMEHOBAaHUE BUJOB
NOKyMEHTOB, Hanpumep «lIpmkaspl 10 OCHOBHON neArenbHOCTM». He momyckaercs
yHoTpeOJIeHNE B 3aroJIOBKE Jeja HEKOHKPETHBIX (OPMYIUPOBOK («pa3sHble MaTepUalbly,
«o0mas Mepenucka», <«HUCXOonsdllas NEpernucKa», «BXOJAIINE JOKYMEHTBI»), a Takke
BBOJIHBIX CJIOB, CJIOKHBIX CHHTakcHUeckux o0opotoB. He nmomyckaercs ymnoTpeOieHue
COKpAILEHHBIX CJIIOB HaWMEHOBAaHWI TEPPUTOPHAIBHBIX OPraHOB MCIIOJIHHUTEIBHOW BIIACTH,
YUpEXKJIEHUN U OpraHu3alni, KpoMe o(uIraibHO YCTAaHOBIIEHHBIX cOKpalieHuil. Eciu neno
OyJIET COCTOSITh U3 HECKOJIBKUX TOMOB HJIM YaCTEH, TO COCTaBIIACTCS OOIIUI 3aroJIOBOK Jiena,
a 3aTeM MpU HeOOXOIUMOCTH COCTABIIAIOTCS 3ar0JIOBKH KaXKJI0OTO TOMA (4acTH), YTOUHSIOIINE
coJiep’KaHue 3arojioBKa Jena.

[Topsitok pacrooKEHUsT 3aroJIOBKOB JIeI BHYTPH Pa3zeiioOB U MOAPA3/ICIIOB HOMEHKIIATYPhI
NNl  ONpeleNsieTcss  CTENEeHBI0  BAXHOCTH  JIOKYMEHTOB,  COCTABIIIIOIIHAX  JIeja,
U UX B3aUMOCBSI3bl0.  BHauane  pacmonaraloTcsi — 3aroJioBKM  Jied,  COJEp Kallux
OpraHU3al[MOHHO-PACHIOPAIUTENbHYIO JOKyMeHTanuio. Jlajgee pacronaraloTcsi 3arojoBKH
Jiell, CoJIeprKalliX TUIaHOBbIE U OTYETHBIE JOKYMEHTHI U T.1I.

[Topsiiox pacnooKeHUs! 3aroJIOBKOB 1€l BHYTPHU Pa3zesioB U MOAPA3JEIOB HOMEHKIATYpPhI
JeNl  OmpenensieTcs  CTENEHbI0  BAaXHOCTH  JIOKYMEHTOB,  COCTABIAIOIIMX  Jeja,
U UX B3aUMOCBSI3bl0. B Hawanme  pacnonararorcs — 3aroJIOBKM — JIell,  COJep Kallux
OpraHU3aI[MOHHO-PACTIOPATUTENFHYIO JTOKYMEHTAIMIO. 3aroJIOBKUA el MOTYT YTOYHSTHCS
B npouiecce GopMUPOBAHUS U OPOPMIICHHUS JEII.

B HOMeHKNaTypy nen BKJIFOYAIOTCS TaKXKe JieNia, HE 3aKOHYCHHBIC MPOHM3BOJICTBOM JieNa
MPOIILIBIX JIET (MePEeX0IAIIne).

7.11.3. I'pacdha 3 HOMEHKIATYphl Jed 3aloJHSAETCS B TEUCHHE KaJeHJApHOro roja — IMpu
(hopMHUpPOBaHUH HOBOTO JIeNa, IPU 3aKPHITHH JIeJIa U 10 OKOHYAHWU KaJeHAapHOTO ro/a.

[To noctmwxennu nenom odbeMa B 250 TMCTOB, TOM 3aKPBIBACTCS U OTKPHIBACTCS HOBBIA TOM.
B rpade mnocnenoBaTenbHO yKa3bIBAIOTCS HOMEpa TOMOB M KpallHHE JaThl JIOKYMEHTOB
kaxaoro roma. Hanpumep «T1 — 11.01.2026-30.06.2026, T.2. — 01.07.2026-30.12.2026».

9J'IeKTpOHHLIC AcJIa HAa TOMa HEC pas3aCyIsArOTCA. Bcee QJICKTPOHHBIC JOKYMCEHTBI, HC3aBUCHUMO
OT UX O6’beMa, BKIIFOYAKOTCA B OAHO 3JICKTPOHHOC ACJIO.

7.11.4. Brpade 4 yka3pIBaeTcsi CpOK XpaHEHHs Jiesla, HOMepa CTaTeil Mo TUIOBOMY WIIU
BEJIOMCTBEHHOMY NEpeyHIo, (herepaqbHOMY 3aKOHY WJIM MHOMY HOPMaTHBHOMY IPaBOBOMY
aKTy, a IPU UX OTCYTCTBUU — IO TUIIOBOW MJIM TPUMEPHON HOMEHKIATYpE AEI.



7.11.5. Brpade 5 yka3plBalOTCS YKa3bIBAIOTCS OCOOCHHOCTH (opMHUpOBaHHS Jelia W BHI
Hocutens nHpopmarmu. B Tom ymcne B rpade oTpakaroTcsl CrienuaNbHbIe CPOKH XpaHEHHUS
JIe7, TPOCTABJISIOTCS OTMETKH O 3aBEJCHUU Jel (B TOM YHCJIE B AJICKTPOHHOM BHJIE),
O BBIACJICHUHU A€ K YHUUYTOXCHHIO IO UCTCUCHUU CPOKOB UX XpaHCHHA, O MCCTC XPaHCHUA
MO/UITMHHUKOB JIOKYMEHTOB, O Mepefaye el B APYTYIO OpPraHU3aluio sl MPOJIODKCHUS
BCIACHUA U AP.

B rpade nmemarorcss OTMETKM O MEPEXOAAIIUX JAeNlaX C YKa3aHHEM CTaporo HMHJAEKca Jena
B ciydae ero m3menenus. Hampumep «llepexonsmee ¢ 2026 r. B 2026 — 2030 rr. — 1. 2-2-
11».

Ilo JcJ1aM, KOTOPBIC 10 KaKUM-I1100 IpUYruHaM B TCUCHUC KaJICHIapPHOTO roaa
He 3aBOJWIINCH, B rpade «lIpumeuvanne» HOMEHKIATYpHI Jen Aeiaercs 3amuch — «Jlemo
He 3aBoauiIocky. [Ipu aToM B rpade 3 mpocTaBisercs MpovepK.

7.12. Tlo OKOHYAaHUU KAJIEHIAPHOTO TOJa B KOHIIC HOMEHKJIATYpHI €T JEIaeTCs UTOTOBas
3allMCh O KATETOpHUSAX U KOJMYECTBE JIEJI, 3aBEICHHBIX B TEKYIIEM KaJ€HIApHOM TOHdY.
B uToroByro 3amuch CBOJHOW HOMEHKJIATYpbl €1 CBEIEHUS BHOCATCS Ha OCHOBAHUU
TAHHBIX, TIEPETAHHBIX U3 CTPYKTYPHBIX MOIPA3ICIICHII 00pa30BaTeILHON OpraHu3alluy.

8. ®opmupoBanue u opopmiieHue ael

8.1. ®opMupoBaHue JIe]1 — IPYNINHUPOBKA UCIIOJIHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU
C HOMEHKJIATypOU JIeJl U CUCTeMAaTU3alus JOKyMEHTOB BHYTPH JIeJa.

8.2. Jlena B 00pa3oBaTenbHON OpraHu3aii GOPMUPYIOTCS B CTPYKTYPHBIX MOIPA3CIICHHSIX.

8.3. HcmosHeHHBIE JAOKYMEHTHI MOJDKHBI B 10-THEBHBIH CpPOK CHABaThCSA HCIIOJTHUTEIIEM
JIMIY, OTBETCTBEHHOMY 3a BEJICHUE JIEIOMPON3BOJICTBA B CTPYKTYPHBIX TOJIPA3ICICHUAX, IS
dbopmupoBaHus uX B Jiena. Homep nema, B KOTOpO€ MODKEH OBbITh MOAIIUT JOKYMEHT,
OTpeesieT PYKOBOAUTENb CTPYKTYPHOTO TMOJpa3zelieHusi 00pa30BaTeIbHOW OpraHU3alluH
WY WCTOJIHUTENb B COOTBETCTBHUU C HOMEHKJIATYpou nen. Ha mokymeHTe mpoCTaBIISIFOTCS
otMeTka «B meno Ne..», TOANMHUCH MCHOJHUTENS WM PYKOBOAMTENS CTPYKTYPHOTO
Mopa3aesieHus, JaTa.

Z[OKYMGHTBI BHYTpPH ACJia PACIIOIararoTCs B XpOHOHOFquCKOﬁ IIOCJIICA0OBATCIBbHOCTH.

8.4. KoHTponb 3a NpaBHILHOCTBIO (DOPMHUPOBAHUSA AET OCYIIECTBIISIETCS OTBETCTBEHHBIM
3a apXuB 00pa30BaTEIbHON OPraHU3AIIHH.

8.5. [Ipu popmupoBanuu e HEOOXO0AUMO COOIOIATh CIIEAYIONINE OOIIHe MpaBuiIa:

e JIOMCUIATH B ACJI0 TOJBKO HUCIIOJTHCHHBIC JAOKYMCHTBIL B COOTBCTCTBHU
C 3aroJIoBKaMu J€JI 10 HOMCHKIIATYPE;

e TIPYyHIIUPOBATH B ACJIO JOKYMCHTHI OJHOTO KAJICHAAPHOI'O I'0J1a;

e DPA3ACJIbHO I'PpyHIIMPOBATH B ACJIa JOKYMCHTBI IIOCTOAHHOTO W BPEMCEHHOTI'O CPOKOB
XpaHCHHA,

e [IOMCHIATh B ACJIa KCCPOKOIIHNU (I)aKCOB, TCJ'IC(I)OHOI"paMM Ha 06H_[I/IX OCHOBAHHUAX;

e B ICJIO HC JOJIKHBI IOMCHIATHECA HOKYMCHTBI, MHOMJICKAIWEC BO3BpaTy, JIMIIHHUC
OK3CMIUIAPBI, YCPHOBUKU: T1O O6’beMy ACJIO0 HC JOJIKHO IPCBBIIIATH 250 mucToB uau



4 cm. Ilpu Hanuuuu B Jiejie HECKOJIBKUX TOMOB (YacTeil) MHJIEKC U 3aroJIoBOK Jieja
MIPOCTABIISIOTCS HA KAXKIOM TOME C I0O0AaBIICHHUEM «TOM 1», «ToM 2» (TIOCIeIHU).

8.6. OcoObIie TpeboBaHUS K POPMHUPOBAHUIO OTICIBHBIX JICI.

8.6.1. PacnopsiiuTenbHble JOKYMEHTHI IPYNIIUPYIOTCS B Jieja MO BUIaM B XPOHOJIOTMYECKOM
MOPSAAKE C OTHOCAIIMMUCS K HUM IIPHIIOKECHUSAMHU.

8.6.2. VYcraBpl, TMOJIOXKEHUs, MHCTPYKLUUH, YTBEPKICHHbIE  pacCHOPSAUTEIbHBIMU
JOKYMEHTaMH, SIBIISIIOTCS TPWIOKEHUSMH K HUM U TPYIIHPYIOTCS BMECTE C yKa3aHHBIMU
NOKyMeHTaMHu. Ecim ke OHHM yTBEPXKICHBI B Ka4eCTBE CAMOCTOSATENHLHOTO JOKYMEHTA,
TO MX TPYNIIUPYIOT B CAMOCTOSITENILHBIE JIEa.

8.6.3. Ilpukaszpl IO OCHOBHON JE€SATEIBHOCTH TPYNIUPYIOTCA OTIACIbHO OT IPUKa30B
0 JINYHOMY COCTaBY.

8.6.4. Ilpuka3sl 10 INYHOMY COCTaBy TpPYIIIUPYIOTCA B Jiela B COOTBETCTBHUH
C YCTaHOBJIEHHBIMH CPOKaMH UX XpaHEHHS.

8.6.5. IIpoTOKOJBI B A€lie PacHoyararoTcsl B XPOHOJIOTMYECKOM TIOPSAJKE I10 HOMEpam.
JIOKyMEHTBI K IPOTOKOJIAM, CIPYIIIMPOBAaHHBIE B OTIENIbHBIE €N, CUCTEMATH3UPYIOTCA
10 HOMEpaM MIPOTOKOJIOB.

8.6.6. YTBepKJCHHbIC IUIaHbl, OTYETHI, CMETHI, JUMHUTHI, TUTYJIbHbIC CIHUCKHA U JIPYyTUE
JOKYMEHTBI TPYIIHUPYIOTCS OTJAEIBHO OT MPOEKTOB.

8.6.7. JIOKyMEHTHI B JIMUHBIX JIeJIaX paclojaratoTcs mo Mepe ux NOCTYIJICHHUS.

8.6.8. Ilepenucka rpymnmnupyercs B paMKax 0JJHOTO KaJIeHAApHOTO rojia U CUCTEMAaTH3UPYETCs
B XPOHOJIOTUYECKOM MOCIIEI0BATEILHOCTU: JOKYMEHT — 3alPOC — JOKYMEHT — OTBET.

8.7. Jlema o0Opa3oBareibHOM OpraHu3aluyd TMOJuIekaT O(OPMIICHHIO IPU HX 3aBEICHUU
U TIO0 3aBeplIeHUH KaleHaapHoro roga. OdopmiieHue ena — MOAroTOBKA Jefla K XpaHSHHUIO
BKJIIOYAET B ceOsl KOMIUIEKC paboT MO OMHMCAHUIO JieNia Ha 00JI0KKe, MOAUIMBKE, HyMepaluu
JUCTOB ¥ COCTAaBJICHMIO JHCTa-3aBeputens Jnena. OdopmieHne Aed  MPOBOAUTCA
paboTHUKAMU CTPYKTYPHBIX MOApA3IeIeHU 00pa30BaTeNbHON OpraHu3alii, B 00SI3aHHOCTH
KOTOPBIX BXOJUT 3aBeleHuEe W GOPMUPOBAHUE [€J, MPU METOJAWYECKOM MOMOIIM U IO
KOHTPOJIEM apXHBa 00pa30BaTEIbHON OPraHU3AIIHH.

8.8. [lena nomnexat opopmiienuto. [lomHoe odopmiienue nena nperycMaTpUBaeT:

e [IOJUIMBKY WA TBCpI[BIﬁ MNEepeIlICT AcJIa,

e HYMCPAIUIO JIUCTOB B ACJIC;

e COCTAaBJICHHUC JINCTA-3aBCPUTECIIAI ALCNA,

e COCTaBJICHHE B OCOOBIX clrydasax (HpI/I 0(1)0pMJ'IeHI/II/I JIMYHBIX AOCJI, I y4C€Ta 0c000
IOCHHBIX I[OKyMeHTOB) BHYTpeHHCﬁ OIMMCU NOKYMCHTOB ACJia;

e BHCCCHHC HCOGXOI[I/IMBIX YTO‘{HCHI/Iﬁ B PCKBU3UTHI 00JIOKKHU Aciia (yTO‘-IHCHI/IC
Ha3BaHUSA IOAPA3ACIICHUA, MHACKCA U 3aroJIoOBKa J¢€jia, IaThbl ACJia U IIp)



8.9. CdopmupoBanHbIe Jefa MOAUIMBAIOT HA YETHIPE IMPOKOJIA B TBEPAYIO OOJIOXKKY
U3 KapTOHA WIN IEPEeIUIeTaloTCs ¢ yd4eTOM BO3MOMKHOCTH CBOOOIHOTO YTEHMS TEKCTa BCEX
JOKYMEHTOB, J1aT, BU3 U pe30itoluil Ha HUX. [Ipu moAroToBKe Aen K NOAMIMBKE (IIEPEIIETY)
METAUIMYECKUE CKpemyIeHus: (CKOOBI, CKpENKH) M3 IOKYMEHTOB ypamsatorcs. /[lema
IMOCTOSIHHOI'O XpaHCHUsA, COCTOAIIME U3 HC(i)OpMaTHLIX AOKYMCHTOB, XPaHATCA B 3aKPBITBIX
TBEPABIX ITAIIKaX C TPEMs KiIallaHaMHU U C 3aBA3KaAMMU.

8.10. Ilpu Hanuuuum B Jiene HEBOCTPEOOBAHHBIX JHYHBIX JOKYMEHTOB (TPYIOBBIX KHIKEK
U Jp.) 3TH JTOKYMEHThI BKJIJbIBAIOTCS B KOHBEPT, KOTOPBIM 3aT€M NOJIIMBAETCS B 3TO AEJIO.
[Ipyn Hamuuuu OONBLIOTO KOJUYECTBA TaKUX JOKYMEHTOB OHM MOTYT H3bIMaThCs W3 €I,
1 Ha HUX COCTAaBJISIETCS OTAENbHAs OMUCH.

8.11. Buensx obecrieyeHUs] COXPaHHOCTH U 3aKpeIUICHUS TMOpSAIKAa PacloJIOKEHHS
JOKYMEHTOB, BKJIFOYEHHBIX B JE€JI0, BCE JUCTBI, KPOME JIMCTa-3aBEPUTEISA, HYMEPYIOTCS
apaOckumu 1udpaMu B IPaBOM BEpPXHEM YTIy, HE 3aJieBas TEKCTa JOKYMEHTa, MPOCTHIM
rpauyecKkuM KapaHJalloM WM HyMepaTopoM. YTNOTpeOJeHHe YepHUI U LBETHBIX
KapaHjameil Uil HyMepalud JIMCTOB  3ampelaercs. BHYTpeHHsAs oOmnuch HUMeEeT
CaMOCTOSATEJIBHYIO HyMEPALHUIO.

JIucTel N1en, COCTOAIMMX U3 HECKOJIBKUX TOMOB WJIM YacTed, HyMEpPYIOTCS 0 KaXJI0OMy TOMY
WJIM 9aCTH OTAEIIBHO.

®ortorpaduu, uepTekKH, IUArpaMMbl U Jpyrue WUIIOCTPATUBHBIE U crienuduyeckue
JTOKYMEHTBI, MPEACTABIISAIONINE CAMOCTOSITENIbHBIN JIUCT B JieNie, HyMEepYyIOTCsl Ha 000pOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIITy.

Cro’KeHHBIH JIMCT pa3BOpPauMBAETCsS U HyMEpYyeTcs B MpaBoM BepxHeM yriy. Ilpu satom nuct
moboro ¢opmara, MOAMMUTHINA 32 OUH Kpald, HyMepyeTcsl KaK OJMH JIMCT; JIUCT, CIIOKEHHBIH
Y TIOJIIIUTHIN 32 CEPEMHY, MOJUICKUT MEePEIINBKE U HyMEPYETCs KaK OJIUH JIHCT.

HOI[I_HI/ITBIC B JICJI0O KOHBCPTHI C BJIOXKCHUAMH HYMCPYIOTCA, IIPU 3TOM BHa4daJIC HyMEPYCTCsA
KOHBEPT, a 3aTEM OYCPEAHBIM HOMEPOM KaXKJ0€ BJIOKCHHUE B KOHBEPTE.

HOI[I_HI/ITBIC B I€JI0 JOKYMEHTEI C COOCTBEHHO HYMepaHHCﬁ JIUCTOB (BKJ'II-O‘IaH II€4aTHBbIC
I/ISI[aHI/ISI) MOTYT HyMEpOBATLCA B 06].].[6M HOPAAKE UIIKN COXPAHATH CO6CTBCHHYIO HyMEpalulo,
€CJIM OHA COOTBCTCTBYCT MOPAAKOBOMY PACIIOJIOKCHUIO JINCTOB B ACJIC.

B clrydgasax O6H8py>KCHI/I$I 0OJBIIOr0 4YHciaa OIIHOOK B HyMCcpanuu JIMCTOB  ACJia
B ACJIOIPOU3BOACTBE NIPOBOJUTCA HUX IICPCHYMEpALIUs. HpI/I NepeHyMmepanuu JUCTOB CTAPbIC
HOMCpa 3a4CPKUBAIOTCA OHHOﬁ HaKJIOHHOM qepToﬁ U pAaOM CTaBUTCA HOBBIN HOMCDp JIUCTa,
B KOHIC [A€JIa BKIAAbIBACTCSA JIMCT-3aBCPUTCIIb, IIPpU ISTOM CT&pLII’I JINCT-3aBCPUTCIIb
3a4YCPKUBACTCA, HO COXPAHACTCA B JACJIC.

8.12. Jlns yyera KOJIMYECTBA JMCTOB B Jeje U (UKCALMU OCOOCHHOCTEH HX HyMepaluu
COCTaBIIIETCS JIUCT-3aBEepUTENb Jena. JIOKyMEHT COCTaBIseTCsl Ha OTAEIbHOM JIUCTE
U BKJIFOYAeTCsl B JIeNO TMOCTEeIHUM JIMCTOM. JlucT-3aBepuTenp cocTaBisiercss Mo (opwme,
ycraHoBleHHOM  IlpaBuimamMm  opraHuzanmuu — XpaHeHMs,  KOMIUIGKTOBAaHHMS,  ydera
Y UCTIOJIb30BAaHUS JIOKYMEHTOB ApxuBHOro ¢(oHga PO u apyrux apXuBHBIX JOKYMEHTOB
B FOCYJIAapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPaBJICHUS | OpraHU3alusx,
yTBEpKJIEHHBIMU ITpuka3oM Pocapxusa ot 31.07.2023 Ne 77.



Bce MMoCaCaAyromue HN3MCHCHUA B COCTABC U COCTOAHHU [JCJIa (HOBpe)KI[eHI/ISI, 3aMCHa
MOAJIMHHBIX JOKYMCHTOB KOIIUAMU, NPUCOCINMHCHNEC HOBBIX JOKYMCHTOB U T. II.) OTMECYAKOTCA
B JIUCTC-3aBCPUTC ACJIa CO CCBLIKOM Ha COOTBGTCTBYIOH_[I/Iﬁ aKT.

8.13. ObnoxKa Jen MOCTOSTHHOTO, BpeMeHHOro (cBeime 10 jieT) XpaHeHHs U MO JIHYHOMY
cocraBy odopmisiercst 1o ¢popme, ycTaHOBIeHHOW I[IpaBuimamMu opraHuzanum XpaHEHHS,
KOMIUIEKTOBAHHUs, y4€Ta W UCIOJIb30BaHUS JOKyMEHTOB ApxuBHOro (onna PO u npyrux
apXMBHBIX JIOKYMEHTOB B rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPAaBJICHUS
U OpraHu3alusiX, yrBepKJIeHHbIMU ITpuKkazoM Pocapxua ot 31.07.2023 Ne 77.

Ha o0no’kke J1en MOCTOSHHOTO XpaHEHUs BBEpPXy MpeaycMaTpUBaeTcs MECTO Ul
HAaUMEHOBAaHUS MYHULMIAJIBHOTO apXuBa, B KOTOPbIH OHU OyayT NepeaaHbl, a TaKkKe
apXMBHOTO IIK(]pa B MPaBOM BEPXHEM U JIEBOM HIKHEM YTIJIax.

[Ipu odopmnenun OOJTOXKKK el HAaUMEHOBaHHWE OOpa30BaTEIILHOW  OpraHU3aluu
YKa3bIBA€TCA MOJIHOCTBIO IO YCTAaBY, B UMCHUTCIIBHOM IMAACKE, COKPAIICHHOC HAa3BAHUC —
B CKOOKax.

OO0s13aTeNIbHBIMU  pEKBU3UTaMH OOJIOXKKU Jefia SBISETCS YKa3aHHE KOJIMYECTBA JIMCTOB
B JIeJIie, KOTOpPO€ MPOCTABIAETCS HAa OCHOBAHUM JINCTA-3aBEPUTENS Ji€]a, M CPOKA XPAHEHMS
nena (Ha Jenax TIOCTOSIHHOTO XpaHEeHMsl MUIIETCA: «XPAHUTh IOCTOSIHHOY»), KOTOPBIM
MEPEHOCUTCSI Ha OOJIOKKY JIella M3 HOMEHKJIATyphl 1OCJIe CBEPKH €ro MO CpOoKaM XpaHEHUs
B IIEpEYHE.

8.14. /Ins ydyeta JOKYMEHTOB OIPEIEICHHBIX KAaTErOpuil Jed MOCTOSHHOIO W BPEMEHHOIO
(cprme 10 meT) XpaHeHUs, Y9€T KOTOPBIX BBI3BIBACTCS CHENU(PHUKON TaHHOW TOKYMEHTAIlUN
(muHBIe nenma, 0co0O IIEHHBIE), COCTABJSETCS BHYTPEHHSS OIMUCh JOKYMEHTOB Jela
(mamee — BHYTPEHHSIS OIUCH).

BuyTpenHI00 Onmuch HEOOXOIUMO TaKkKe COCTABIATH B JielaX MOCTOSHHOIO W BPEMEHHOI'O
(cpimie 10 set) xpaHeHus, cOPMUPOBAHHBIX O PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JOBKHU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE CO/IeP KaHNEe JOKYMEHTOB.

BHyTpeHHsII OmMHMCh COCTaBISIETCS HA OTACIBHOM JIUCTEe 10 (OpME, YCTAHOBJICHHOM
[IpaBunamu opraHu3aluy XpaHEHHsI, KOMIUIEKTOBAHUS, Y4€Ta U UCIIOJIb30BaHUS JIOKYyMEHTOB
ApxuBHoro ¢onaa PO wu Apyrux apXuBHBIX JOKYMEHTOB B rOCYIapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIIPABJICHUS W OPraHU3alUAX, YTBEPKICHHBIMH IPHKA30M
Pocapxusa ot 31.07.2023 Ne 77.

K BHYTpeHHCﬁ onMcu Acj1a COCTaBIACTCA HUTOIroOBas 3alliuChb, B KOTOpOI71 YKa3bIBaCTCA
HH(bpaMPI " IPONHCBIO KOJMYECTBO BKIIIOYCHHBIX B HCC NOKYMCHTOB M KOJIMYECTBO JIMCTOB

BHYTPEHHEH OIHCH.

BHyTpeHHs1 omMCh MOANMCBIBAETCS €€ COCTABUTENEM C YKa3aHUEM JIOJDKHOCTH, MOIIMCH,
paciupoBKU NOJAMUCH U HyMEpYeTcs B Jiefie OTAEIbHO.

9. Opranusanusi ONepaTHBHOI0 XPAHEHHS JOKYMEHTOB

9.1. C MoMeHTa 3aBeJIeHHsI U JI0 Iepeiadn JIeNl B apXuB 00pa3oBaTeIbHOI OpraHu3alyu Jena
XPaHATCS O MECTY UX (POPMHPOBAHUS — B CTPYKTYPHBIX MOJIpa3IeICHUIX.



PykoBonurenn CTPYKTYPHBIX HOJPa3ACIICHAN 1 paOOTHHKH, OTBEYarolue
3a JIeNIOIPOU3BOJICTBO, 00s3aHBI 00ECIIEYNBATh COXPAHHOCTD JJOKYMEHTOB U JIET.

C LCJIBIO TIOBBIIICHUA  OICPATHUBHOCTH IIOHMCKAa JOKYMCHTOB [ACJIa  pacClloJiararoTcsd
B COOTBCTCTBHH C HOMGHKJIaTypOfI JCII.

Ha KOpCIKax 00JI0KEK ACJI YKa3bIBAOTCA MHACKCHI ACJI II0 HOMCHKIIATYpPC.

9.2. Bemaua Jen, O3HAaKOMJIEHHE C JJOKYMEHTaMH, HaxOJSIIMMHUCA Ha ONEPaTHUBHOM
XpaHEHUH B CTPYKTYPHOM TMOJpa3JCieHUH, pabOTHHUKaM 0O0pa3oBaTEIbHON OpraHU3aIUH
MIPOU3BOJIUTCS C pa3pelieHns pyKOBOJICTBA.

9.3. U3psiTHE NOKYMEHTOB U3 €Nl MMOCTOSIHHOTO XpaHEHUs JIOMYCKACTCS B UCKITIOYUTEIIBHBIX
ciIyJasiX, IIO 3ampocaM  KOMIIETEHTHBIX  OpraHOB ¥ IMPOU3BOJUTCS € MHUCHbMEHHOTO
paspellieHnss pyKOBOJAUTENs 00pa3oBaTelIbHOW OpraHu3allid  C OCTABJICHHWEM B JiENe
3aBEPEHHOM KOTIMH JTOKYMEHTA U aKTa O MPUYMHAX BBIJAYM MOJTMHHUKA.

9.4. CamOCTOATENbHOE YHHYTOKEHUE JIOKYMEHTOB B CTPYKTYPHBIX IOJPa3JCIICHUIX
00pa30BaTeNIbHON OpraHU3aliy 3aMpeniaeTcs.

9.5. PaGOTHUKH CTPYKTYPHBIX TOJpa3/eICHUN HECYT OTBETCTBEHHOCTHh 3a COXPAaHHOCTh
MOCTYMUBIITNX K HUM JJOKYMEHTOB U aKKypaTHOE OOpaIeHue ¢ HUMHU.

10. Ilopsimoxk mepegaym JOKYMEHTOB HAa XpaHeHHE B apXuB 00pa3oBaTeJbHOM
OpraHu3anuu

10.1. B apxuB 00pa3oBaTeIbHON OpraHU3AIMH MEPEAAOTCS Jeia MTOCTOSTHHOTO, BPEMEHHOTO
(cermie 10 set) xpanenus. x nepenaya mpou3BOAUTCS 11O OTIUCSAM JIEN.

3aKOHUEHHBIE JEJONPOU3BOJICTBOM Jefla IMOCTOSIHHOTO, BpeMeHHoro (cBbime 10 jer)
XpaHEHUs MOoCcie OKOHYAHHUS KaJIeHIapHOTO ToJla, B KOTOPOM OHU ObUIH 3aBEJICHBI, OJIIeKAT
0(pOpPMIICHHIO B COOTBETCTBUU  C HACTOALICH HWHCTPYKIMEH U MepelalTcs B apXuB
oOpa3oBaTenbHON opranuzanuu. [lpuem ocymecTBisieTcs MO rpauky, COIrNIaCOBaHHOMY
C PYKOBOJUTEISIMH  CTPYKTYPHBIX TOJPA3JeieHUd U YTBEPKICHHOMY pPYKOBOIHUTEIEM
00pa3oBaTeNbHON OpraHu3alru.

10.2. B mepuon MOATOTOBKH CTPYKTYPHBIMHU TMOAPA3JCICHUSAMH JET K Mepefaye B apXuB
00pa3oBaTeIbHON OpraHM3allid OTBETCTBCHHBIH 3a apXWUB IIPEIBAPUTEIBLHO IPOBEPSET
MPaBUIBLHOCTh  HMX (hopMupoBaHus, OQGOPMIICHHUS U COOTBETCTBHE KOJIMYECTBA  JICT,
BKJIFOUEHHBIX B OTIMCh, KOJMYECTBY JIeN, 3aBEJACHHBIX B COOTBETCTBHH C HOMEHKIATypoil. Bece
BBIBJICHHBIE TPU  NPOBEPKE  HEAOCTAaTKM  OTBETCTBEHHBIE  3a JIEJIONMPOU3BOJICTBO
CTPYKTYPHOTO TOpa3ieieHus 00s3aHbl YCTPAHUTh.

10.3. HpI/IeM KaXa0ro Jgejia Mpou3BOAUTCA OTBCTCTBCHHBIM 3a apXUB B IPUCYTCTBUU
OTBCTCTBCHHOI'O 34 ACJIONPOU3BOACTBO CTPYKTYPHOI'O IMOAPA3ACICHUA. Ha 9K3CMILIsIpax
ONMHUCHU MPOTHUB KaXXJAO0TI'0 [CJIa, BKIKOYCHHOTO B HEC, ACIACTCA OTMCTKAa O HaJIMYUU [cCJIa.
B koHIIe KaXXaoro SK3CMILIsIpa OIIMCHU YKAa3bIBAKOTCA I_II/I(bpaMI/I U MMPOIMUCHIO KOJHNYCCTBO
q)aKTI/IquKI/I MNPUHATBIX B apXUB ACJI, HOMCPA OTCYTCTBYIOIIUX IACJI, AaTa HpuUeMa-Iicpcaaiun
ACII, MOAIINCHU OTBCTCTBCHHOI'O 3a apXUB U pa6OTHI/IKa, nepeaaBuiero geiia.



10.4. Jlena B apXuB IOCTABISAIOTCS PAOOTHUKAMH CTPYKTYPHBIX IOPA3ICTCHHMN.

10.5. Bcaywae — nMKBUIAUMM — CTPYKTYPHOTO  MOJPA3JEIECHHUS  OTBETCTBEHHBIN
3a JIeTIOTIPOU3BOICTBO B TE€UYEHHE IBYX MECAILEB C MOMEHTA JIMKBUIALWU II0JPa3/ICICHUs
dbopMupyeT BCE WMCIOIIMECS JOKYMEHTHI W IepelaeT B apXuB 0Opa3oBaTEeIbLHOMN
OpraHu3allii HE3aBHCHMO OT CPOKOB XpaHEHHs;, IMPH pPEOpraHu3alud 00pa3oBaTEIbHOU
OpraHu3alluy TIOKYMEHTHI TIEpealoTCs 10 aKTy IpreMa-Tiepeiaud PaBoNPEeMHHUKY WIH TIPH
OTCYTCTBHH IIPABOMIPEEMHHIKA — B MyHUIUIIAIHHBIN apXUB.

11. 3KcnepTu3a HECHHOCTHU TOKYMEHTOB

11.1. DkcnepTr3a HEHHOCTH JOKYMEHTOB — OTPEAEIEHUE COOTBETCTBUS JOKYMEHTA U (MJIN)
JOKYMEHTOB KPUTEPHUSM €ro (MX) LIEHHOCTHU B IIEJIX OINPE/IEeHHs CpOKa XpaHEeHUsI U 0TOopa
JOKYMEHTA U (WJIN) JOKYMEHTOB JJIs JUIs Iepeauyn Ha XpaHEHUs! B apXuBe 00pa30BaTeIbHOM
OpraHM3alMi WIM BBIJEICHHUS] K YHHUUTOXKEHHMIO I10 UCTEYEHMM YCTAaHOBJIEHHOTO CpOKa
XpaHEHUS.

11.2. Dxcneptu3a NEHHOCTH JOKYMEHTOB B O0Opa30BaTeNbHOW OpraHu3allid Ha CTajJuu
JEJIONIPOU3BOCTBA IIPOBOIUTCS:

IIPU COCTABJIEHUM HOMEHKJIATYPBI JIET;

B npotiecce (OpMUPOBAHUS JIE]T U TPOBEPKU MPABUIIBHOCTH OTHECEHUS TIOKYMEHTOB
K JIeJaM;

IIPY MMOATOTOBKE JIEJ K MOCIEAYIOIEMY XPAHEHHUIO;

B apXUBE B IIPOLIECCE TIOArOTOBKY Ha XPAHEHNE B MYHHULIUIIAJIbHOM apXUBE.

11.3.  Jlnga  opraHu3auv W NPOBEACHUS  DKCIEPTU3bl  LIEHHOCTH  JIOKYMEHTOB
B 00pa30oBaTeNbHON OpraHu3ald CO3JaeTcs IOCTOSHHO JIEHCTBYIOIIAs —3KCIepTHas
komuccus (manee — OK).

11.4. ®ynkuu u paBa DK, a Takke opraHu3anus ee paboThl ONPENeseTCsl TMOJOKEHUEM,
KOTOpO€  yTBEPXKJAeTcsl PYKOBOJAUTENeM 00pa3oBaTeNbHON  OpraHu3auuv U  (WIH)
cornacoBbiBaercs ¢ [IOK Ynpasnenue aenamu nmpaBUTEILCTBA DHCKON 00IaCTH.

11.5. Dkcmepru3a UEHHOCTH JIOKYMEHTOB TIOCTOSIHHOTO U BPEMEHHOTO XpaHEHHS
OCYILIECTBIISIETCSI ~ €XKEroJHO B CTPYKTYPHBIX  MOJApa3felieHusx  00pa3oBaTelIbHOMN
OpraHM3alliil  HEMOCPEJICTBEHHO  JIMIAMH, OTBETCTBEHHBIMH 32 JIEIIOIPOM3BOJICTBO,
coBMecTHO ¢ DK mpH HEmocpeACTBEHHOM METOJAUYECKOM PYKOBOJACTBE PYKOBOJUTENS
apxuBa o0pa3oBaTelbHOI OpraHu3aluu.

11.6. OTGop HOOKYMEHTOB /Ui IIOCTOSIHHOTO XpaHEHHs TMPOBOJUTCS B COOTBETCTBHH
C HOMEHKJIaTypoil Jen o00pa30BaTesbHOW OpraHM3aluy, TUIIOBBIMU U BE€AOMCTBEHHBIMU
NIEPEUHSMU JOKYMEHTOB C YKa3aHHEM CPOKOB HX XPaHEHHs IIyTeM IOCTPaHUYHOIO
IIPOCMOTpA AeIl.

B nenax mocTosHHOro XpaHCHHUA NOAJICIKAT U3BATUIO ,ZLY6J'IGTHLIC 9K3EMIIIIPBI JOKYMCHTOB,
YCPHOBHUKHU, HCO(I)OpMJ'ICHHBIC KOIMIMU JOKYMCHTOB U HC OTHOCAIIHUECA K HUM NOKYMCHTHI.

Hena c ormetkoit "DJIIK"/"OK" moaBepraioTcsi Takke MOTUCTHOMY IMPOCMOTPY C LENBIO
ONpEeNeNICHUsl U BBIJICJICHUSI U3 UX COCTaBa JIOKYMEHTOB, MOJIEKAIIUX MOCTOSHHOMY



xpanenuto. Jlema cormerkoir "OIIK"/"OK«, coxepxamue MAOKYMEHTHI TOCTOSHHOTO
XpaHEHUs, TOJyIekKaT mepe)OPMUPOBAHHUIO. BEIIETCHHBIE U3 UX COCTaBa JIOKYMEHTHI
IIOCTOSAHHOTI'O XpaHCHHUA MNPUCOCAUHAIOTCA K OAHOPOJHBIM AcjiaM u Oq)OpMJ'IHIOTCSI
B caMoCTOsATeNbHbIe Jiena. CpOKHM XpaHEHHUs Jell, COJEPXKAIIUX OCTABIIHECS JTOKYMEHTHI
BPEMEHHOTO XpaHEHUs, OMNPEICISIOTCA 110 BEIOMCTBEHHOMY (M TUIIOBOMY) TMEPEYHIO
AOKYMCHTOB C YKAa3aHUCM CPOKOB HX XpaHCHHSA W HOMCHKIIATypC OCI. HOI[HH/IBKa BHOBb
C(bOpMI/IpOBaHHI)IX ACJT INPOU3BOAUTCA TOJIBKO IIOCJIC 3aBCPHICHUSA OSKCIICPTHU3bI LHEHHOCTU
JTOKYMEHTOB.

OnHOBpEeMEHHO C OTOOPOM JJOKYMEHTOB IIOCTOSIHHOTO | BpeMeHHoro (cBwime 10 set)
XpaHEHUs IS Tepeaddl B apXUB B CTPYKTYPHBIX IMOJPa3JeNIEHUsX MPOBOIUTCS OTOOpP Aei
U JIOKyMeHTOB BpemeHHoro (1o 10 neT) XpaHeHus, MoAJIeKalUX JaTbHEHIIEeMy XpaHEHUIO
B CTPYKTYPHBIX TOJpPA3/€ICHUSIX, BBIJCICHUE K YHUUTOXKEHHUIO JIeN 32 Mpelblaylue
KaJIeHJapHble TOJAbl C UCTEKUIUMHU CpPOKaMM XpaHeHHs. [Ipu 3TOM yduTBIBarOTCSI OTMETKHU
B HOMeHKarype nen «Jlo MunoBanus HajgoOHoctu» ([IAMH), «Ilpu ycinoBum 3aBepiieHus
MPOBEPKHU (PEBU3UU)» U T. II.

[TapannensHo mpoBepsieTcs KadecTBO M MOJHOTA JEHCTBYIOIIEH HOMEHKIATyphl [ell
o0pa3oBaTeIbHOW OpraHMU3alluy, I[PAaBUIBHOCTb ONPEIEICHUS CPOKOB XpaHEHHs Jiell,
3aBEJICHHBIX B COOTBETCTBMM C HOMEHKJIATYPOH JieJl, COOIOAEHUE YCTaHOBJIEHHOTO TOPsIIKa
opopMIIeHHS TOKYMEHTOB U (POPMUPOBAHUS A€

11.7. ApxuB MPOBOAMT SKCIIEPTU3Y IIECHHOCTH JOKYMEHTOB IIPH OTOOPE WX HA XpaHECHHE TOJ]
HEMOCPEJCTBEHHBIM METOJAUYECKUM PYKOBOJCTBOM MYHMIIMIIAJILHOTO apXuBa OHCCKOM
obnacTu.

11.8. B cmyqae oOGHapyXeHHUsI B MPOIIECCE MPOBEACHUS DKCIEPTH3bI IEHHOCTH JOKYMEHTOB
B apXMBE€  HEJOCTaud JOKYMEHTOB IIOCTOSSHHOTO  XpPaHEHUS  COOTBETCTBYIOIIMMHU
CTPYKTYPHBIMH TOJpa3eieHUsIMU 00pa3oBaTeIbHON OpraHU3alii AODKHBI ObITh MPUHSATHI
MepBHI M0 PO3BICKY ITUX JTOKYMEHTOB.

CTpyKTypHBIE TOJpa3lielieHUus] 00pa30BaTEeIbHONW OpraHU3aluk O00s3aHbl CUCTEMAaTHYECKU
OIHCBIBATH JOKYMEHTHI I10 JITYHOMY COCTaBY U JOKYMEHTBHI BPEMEHHOTO XpaHEHUs (CBBIIIC
10 ner), obecrieunBaTh KX COXPAHHOCTD U yYeT.

11.9. Ha Bce 3aBepiieHHBIE JEIOTPOU3BOJICTBOM Jiejia MOCTOSHHOTO, BPEMEHHOTO (CBBIIIE
10 ner) XpaHEHHsS W O JIMYHOMY  COCTaBy, MPOIICANIME OSKCHEPTH3y  I[IEHHOCTH
1 0(pOpMIICHHBIC B COOTBETCTBHH C HACTOSIIMMHU TPEOOBAHUSMH, €KETOJHO COCTABIISIFOTCS
onucu aen. OTAenbHAas OMUCH JEN MPEJCTaBIAET COOOM IMepeueHb JIel ¢ CaMOCTOSTEIbHOM
BaJIOBOY (TIOPSAKOBOM) HymMepalue.

Onucu nen cocTaBISIFOTCS OTAEIBHO HA JIeNla MOCTOSIHHOIO XPAaHEHHUs, Jella BPEMEHHOIO
(cBbime 10 ;mer) XpaHeHus, Jena 10 JIMYHOMY cocTaBy. Omucu gen  ohopMIIsioTcs
no opmam, ycraHoBieHHbIM [IpaBuiamMu opraHu3anuu XpaHeHHs, KOMIUIEKTOBAHHUS, ydeTa
U UCTIOJIb30BAaHUsL JJOKYMEHTOB ApxuBHOro ¢(oHga PO u apyrux apXuBHBIX JOKYMEHTOB
B FOCY/JapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYINpAaBIEHUS U OpraHU3aLusXx,
YTBEpKJIEHHBIMH ITpuka3oM Pocapxusa ot 31.07.2023 Ne 77.

Omnucu ACJI COCTAaBJIAKOTCA B KaXKIAOM CTPYKTYPHOM MTOAPA3ACICHUN 06pa30BaTCJIBHOI71
OopraHu3anuu CKEroJHO B ABYX OK3CMIIIAPaAX.



[ToaTuM ommcsAM  TOApa3AeNCHUS CAAlOT JOKYMEHTHI B apXuB  00pa3oBaTeIbHON
OpraHu3aliHy.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U KaUECTBEHHOE  COCTAaBJICHHWE  OIMCEeH  Jen
CTPYKTYPHBIX TIOAPA3/ICTICHUN HECYT PYKOBOUTEIN ITUX TOAPa3ICICHU.

11.10. Ilepen BHECEeHHEM 3aroJIOBKOB /€] B ONMCH MPOBEPSIOTCS KauyecTBO (HOPMHUPOBAHHUS
u O(i)OpMJIeHI/Iﬂ ACJI, COOTBETCTBUC KOJIMYCCTBA [ACJI, BHOCHUMBIX B OIIMCb, KOJHWYCCTBY
3aBEe/ICHHBIX JIeJI 10 HOMEHKJIAaType 00pa3oBaTeIbHON OpraHn3aliy.

ITpu mpocMoTpe e MPOBEPSIFOTCA:

¢ COOTBETCTBHE 3aroJIOBKA JIeJIa CONEPKAHUIO TIOKYMEHTOB B JIEJIE;

e TPaBUIBHOCTH OOPMIICHUSI U TPYNIUPOBKU JOKYMEHTOB, BKIFOUEHHBIX B JI€JI0;
e KauyeCTBO MOJIIMBKYU WM MEpeIieTa Aeia;

e IIPaBUJIIBHOCTh HyMEpalUU JUCTOB JIENa;

e HaJMYHe B JieJie B HEOOXOIMMBIX Cllydasix BHyTpEHHEH Onucu;

e TPaBUIBLHOCTb OOPMIICHUS OOJIOKKH JIENa;

e HaJMYHe U MPaBUIBHOCTH 0(OPMIIEHHS JICTa-3aBEPUTEIIS JIeIa.

B cnydyae oOHapyxeHMsI HApyLLIEHUS! YCTaHOBJIEHHBIX NMPpaBui GOpMUPOBAHUS U OPOpMIIEHUS
JIeJT OHU JIOJIKHBI OBITh YCTPaHEHBI.

B cnygae  oOHapykeHusT OTCYTCTBHSL /i€, UHUCISIIUXCS [0 HOMEHKJIAType  JAen
0o0pa3oBaTeNIbHON OpraHu3aluy, CTPYKTYPHBIM MOJpa3/ieIeHUeM MPUHUMAIOTCS MEpHI
1o uX po3bicKy. OOHapyeHHbIE Jiejla BKIIOYAI0TCA B ONHUCh. Eciii mpuHATBIE MEphI HE Jalu
pe3yNnbTaTOB, TO Ha HEOOHAPY)KEHHBIE Jiefla COCTAaBJISIeTCsS CIpaBKa O MPUYMHAX OTCYTCTBUS
Jiell, KOTopasi MOANUCHIBACTCSI PYKOBOJUTENIEM CTPYKTYPHOTO IMOJApa3JesieHusl U MepeaaeTcs
BMECTE€ COINUCHIO JIel CTPYKTYpPHOTO [OJpa3fiefieHusi B apXuB o00pa3oBaTeabHON
OpraHu3aIiu.

11.11.IIpu cocTaBiaeHUHN OMKCH JIe] COOTIOIAIOTCS CIEAYIOIINE TPSOOBAHUS:

e 3aroJIOBKnu JCI B OIIKMCH JOJI?KHBI COOTBCTCTBOBATH 3aroJIoBKamM pi(SA) |
B HOMCHKJIATYpE A€ M TOMY, 4YTO BbIHCCCHO Ha O6J'IO)KKy, B COOTBCTCTBHHU
C HpHHHTOﬁ cxemoit CHUCTCMATHU3alluu,

e KaXJI0€ JOCJIO0 BHOCHUTCA B OIIMChb IIOA CAMOCTOATCIbHBIM IIOPAAKOBBIM HOMCEPOM.
Ecnm ngeno cocrout u3 ABYX U Oosee yacTer MUin TOMOB, TO KaKJas 4aCTb HMJIM TOM
BHOCHUTCA B OITMCH IO CAMOCTOATCIIbHBIM HOMCPOM.

11.12. Fpa(l)LI OMMHCHU 3aIOJHAOTCA B TOYHOM COOTBCTCTBHU C TCMU CBCIACHUSAMH, KOTOPBIC
BBIHCCCHBI Ha O6J'IO)I(Ky Acia.

11.13. HpI/I BHCCCHHUU B ONMCh MOAPAA A€ C OAMHAKOBBIMH 34aroJIOBKAaMH IMHUIICTCA
MOJIHOCTBIO 3aroJIOBOK IIEpBOro Je€jia, a BCC OCTAJIbHBIC OJHOPOIHBIC ICJia 0003HaYarOTCS
cimoBamu «To KE», MIpU OTOM Apyrue CBCACHUA O JACJIaX BHOCATCA B OIMCH IIOJIHOCTBRO
(Ha KaKIOM HOBOM JIMCTEC OIIKMCH 3ar0JIOBOK BOCIIPOU3BOJUTCA HOHHOCTBIO).



11.14. TIpada omucu «lIpumeuanue» wucnoab3yercss Ui OTMETOK O IMpUeMme Jed,
00 0cOOEHHOCTSIX WX (PU3UYECKOTO COCTOSHHS, O Mepenave Jell JIPYTHM CTPYKTYPHBIM
MOAPA3/ICIICHUSIM CO CCHUIKOW Ha HEOOXOMMBIN aKT, O HATMYMH KON U T. JI.

11.15. B koHie omnmcu Bclien 3a MOCJIEIHEH ONHCATENIbHOW CTaTheW JeNaeTCs WTOroBas
3amuch, B KOTOPOM ykasbiBaeTcs (1udpaMu ¥ NpONMCHIO) KOJUYECTBO JEJ, YUCISAIIUXCS
IO ONMCH, TEPBBIM W MOCIEAHUM HOMEpA Jeld IO ONMCH, a TaKXKE OrOBAPUBAIOTCS
OCOOCHHOCTH HyMepalliu JeJl B OTHCH (JITMTEPHBIC HOMEpa JIeJ | MPOIYIIEHHBIC HOMEPA).

11.16. Omnuce Jgen CTPYKTYpHOTO MOApA3JCNICHUs IOIMMUCHIBAETCS PYKOBOAUTEIEM
CTPYKTYPHOTO IOJIpa3/ieTICHusI.

Omnwucu CTPYKTYPHBIX TOAPA3ICICHUNA CITy)KaT OCHOBOM UISI COCTaBJIEHUS TOJIOBOTO pasjernia
OTHMCH JIeNl 00pa3oBaTeNbHON OpraHW3alHy, MPEIUCIOBHS, TUTYJIBHOTO JIUCTA, TIOATOTOBKA
KOTOPOTO BO3JIaraeTcsi Ha apXuB 00pa30BaTEIbHON OpraHNU3aIUH.

11.17. Ilo pe3ynmpraraM SKCHEPTH3bl LEHHOCTH JOKYMEHTOB COCTaBIISIFOTCS OIHUCH JIEN
MTOCTOSIHHOTO, BpeMeHHOTo (cBbIie 10 jeT) XpaHeHus U 10 JINYHOMY COCTaBY, a TAKXKe aKThl
O BBIJICJICHUN ]I K YHUUYTOKECHHUIO.

11.18. AKT 0 BBIIENIEHUH K YHUUYTOKEHHUIO JTOKYMEHTOB COCTABJISIETCS, KaK MPaBUJIO, HA BCE
nena oOpa3oBaTeNbHOM opraHu3anuy. Eciu B akTe yka3zaHbl Jiejla HECKOJIBKUX CTPYKTYPHBIX
MOJPA3ACIICHAN, TO Ha3BaHUE KaXXJOI0 CTPYKTYPHOIO MOJPa3JeieHUs YKa3bIBACTCS MEpes
IPYIION 3aroJIOBKOB JI€] 3TOTO MOJpa3/ieieHus. 3aroJoBKU OJHOPOAHBIX €], OTOOpaHHBIX
JUIS. YHUYTOXKEHUS, BHOCSTCS B aKT 1OJ OOIIMM 3arojIOBKOM C YKa3aHHEM KOJIMYEecTBa Jell,
OTHECEHHBIX K JJAaHHOW rpymie. /[erxa BKIIOYAIOTCSA B aKT O BBIACIICHUHM MX K YHUUTOKEHHIO,
€ClIi TPETYCMOTPEHHBIM M HUX CPOK XpaHEHHs HUCTeK K 1 sHBaps roja, B KOTOPOM
COCTaBJICH aKT, NPU HAJUYHH YTBEP)KJICHHOM (COTJIACOBAHHOMW) OTHMCH 3a 3TOT MEPUOJ. AKT
O BBIJICJICHUM K YHUYTOXKEHHUIO JIOKyMEHTOB coOcCTaBisieTcss (opMe, YCTaHOBJICHHOMN
[IpaBunaMu opraHu3anuy XpaHeHUs], KOMIUIEKTOBAaHUS, y4€Ta U UCIOJIb30BaHUsI JOKYMEHTOB
ApxuBHoro ¢onna PO wu npyrux apxuBHBIX [TOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax,
OpraHax MECTHOIO CAMOYHIPABJICHHS M OPraHU3alMAX, YTBEPKIECHHBIMU IPUKA30M
PocapxuBa ot 31.07.2023 Neo 77.

CormacoBanneie DK O6paSOBaT€HLHOﬁ OpraHu3allii aKTbl YTBCPIKAAIOTCA PYKOBOIUTCIIEM
O6paSOBaTCHLHOﬁ OpraHu3anuvn IIpyu HAJIWYHUU YTBCPIKIACHHBIX omuced naea IOCTOSIHHOIO
XpaHCHUA U COI'JIaCOBAHHBIX ornucen ACII T1I0 IMYHOMY COCTaBy 34 TOT K€ IEPUOM, ITOCIIC YC€TO
O6paSOBaTeJ'ILHa$I opraHu3anysa HUMCCT INpPaBO YHHUYTOKATb [CJIa, BKIIFOUCHHBIC B JdHHBIC
AaKTBhI.

Horpy31<a 1 BbIBO3 Ha YTHJIM3AIUIO OCYIICCTBIAKOTCA II0A KOHTPOJICM OTBCTCTBCHHOI'O
34 apXuB O6pa3OBaTeHBHOﬁ OpraHusanuvu Uik OTBETCTBCHHOTO 3a ACJIOIIPOU3BOACTBO.

12. Ilepenaya 1OKYMEHTOB HA XpaHeHHe B MyYHHMIMNIAJIbHBIN apXuB
12.1. Ilepenaua Ha XxpaHeHHe B MyHUIMNANbHBIK apXuB OHCKOW oOJacTH MOJyIeXKAaT

AOKYMCHTBI BPEMCHHBIX (CBBII_HG 10 .IIGT) CPOKOB XpaHCHUSA, B TOM UYHUCIIC II0 JIUYHOMY
COCTaBy, €CJIM1 NHOC HC YCTAHOBJICHO HeﬁCTByIOLHHM 3aKOHOAATCIbCTBOM.



12.2. Ilepenaya en B MyHMLIMIIAJIbHBIM apXUB OCYIIECTBIISETCS 110 aKTy IpHEMa-Iieperadu
apXMBHBIX JOKYMEHTOB Ha XpaHEHUE U B 3apaHEe COIJIACOBAHHBIE C MYHHUIIMIAIbHBIM
apX1UBOM CpPOKH.

13. Ucnonb30BaHue JOKYMEHTOB apXuBa 00pa3oBaTe/IbHOM OpraHu3alun

13.1. JloKyMeHTBl W JieNa, HaxXOAALIMEecs Ha XpaHEHUU B apXWUBE, MPEJICTaBISIOTCS
pabOTHHKAM CTPYKTYPHBIX TOJpa3NeNeHuil i paboThl B MOMEIIEHHH AapXWBa WA
BO BpeMEHHOE (He 0osiee Mecsla) 0Jb30BAHNE BHE apXUBa M0J paCIUCKY B JKypHaJe ydyeTra
BbIauu Jen (mpunoxxerue Ne 11).

13.2. PaGoTHHKM 00Opa3oBaTebHON OpraHU3alMl HECYT OTBETCTBEHHOCTh 3a COXPaHHOCTh
" IPpaBUJIIBHOC UCITOJIB30BAHUEC IMMOJTYUCHHBIX aPpXUBHBIX JOKYMCHTOB.

13.3. U3bsTHEe [OKYMEHTOB U3 apXWMBHBIX JIeN, Iepefada pabOTHHUKAM CTPYKTYPHBIX
MOApA3JeICHUH apXUBHBIX JIOKYMEHTOB MJIM UX KOMHI pabOTHHKAM JAPYruX OpraHu3alui

0e3 pa3pelieHus] pyKOBOJCTBA HE JOTYCKAETCH.

13.4. Tlpu paboTe c apXMBHBIMHU JIOKYMEHTAMU HE pa3pellaeTcsi BHOCUTh B HUX IPaBKY,
JieNaTh IOMETKH, paboTaTh ¢ HUMU BHE CITYKEOHBIX TOMEIICHUH.

[punoxenne Ne 1
K HCTpyKIIMK 1O €0NPON3BOACTBY

biiaHK JIOKambHOTO aKkTa
MyHnuunaisHoe OI0PKETHOE 00pa30BaTEIbHOE YUPEKICHHE

«Ilentp obpazoanus Ne 1»
(MBOY 11O Ne 1)

YTBEPXJIAIO !

(OIDKHOCTD PYKOBOIMTEIIS)

2
(moamuce) (M1.0. damunust)

(mata) 3

HOJIOKEHHUE/MOPAJOK/MHCTPYKIUA
0

1. O01Me moJI0KeHus
1.1...

1.2..



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

3. HazBanue pa3zznena
3.1...
3.2...

4. HazBanue pa3zzena
4.1...
42...

5. Ha3BaHue pa3jaeia
5.1...
5.2...

6. HazBanue pa3jaeina
6.1...
6.2...

[Tpunoxxenune Ne 1
k [Tonoxxenuro/Ilopsiaky/MHCTpyKIIMH

3aro/10BOK NMPUJI0KEHUS

TekcT NMPpUJIOKEHUS

Ha 6manke JOKyMEHTa MOXXET IIPOCTAaBIIThCA PeKBU3HT «I'pud cormacoBaHus JOKyMeHTa». PekBu3HuT odopmisiercs o TpeboBaHHAM

nyHkTa 5.20 TOCT P 7.0.97-2025.

1. TIpu yTBEpXKIEHUH TOKYMEHTA TODKHOCTHBIM JIUIIOM TpH() YTBEpXkKIeHUs cOcTOUT 13 cinoBa YTBEPXKJ/]AIO; HauMeHOBaHUS JOIHKHOCTH

JIHIA, YTBEPXKIAAIOIIET0 JOKYMEHT; €ro MOANKCH; HHUIHAIIOB; (hamuinu u 1atel yreepxaenust (1. 5.16 TOCT P 7.0.97-2025).
2. Muunmanst iyt nepen amumnueii (. 5.16 TOCT P 7.0.97-2025).
3. JlaTa JOKYMEHTa 3aIICHIBACTCS B MOCIEIOBATEILHOCTH: ICHb MECSIa, MECSII, KAICHAAPHBIH TOJl OIHIM U3 BYX CIIOCOOOB:

— apabckumu 1uppamu, pasaeneHHbIMU Toukoit: 05.06.2026;

— CIIOBECHO-IIH(BPOBBIM CrIocoboM, Hampimep 5 uronst 2026 r. (1. 5.10 TOCT P 7.0.97-2025).



[Mpunoxenne Ne 2
K MHCTpyKIIMK 1O eTTOTIPOU3BOACTBY

buank npukasa
MyHnununanbHoe O10PKETHOE 00pa30BaTEIbHOE YUPEKICHUE

«enTp obpazoBanus Ne 1»
(MBOY 1O Ne 1)

BnuenoNe 3220 roxm*

MPUKA3
Ne 2
1
(nara)
(MecTo cocTaBlieHus)
3arosioBok *
[IpeambOyna
[TPMKA3BIBAIO:
1.
(mpunosxenue Ne 1).
2.
3.
4, KOHTpOJIB HCIIOJIHEHUA HACTOALICTO IIpHUKa3a
(momKkHOCTD (moamuce) (M1.0. ®damunust)
PYKOBOJIUTEIIsST)



(IOIDKHOCTB)

(moamuce)

20

[punoxenue 1

K IIpUKA3y

oT Ne

3aro/10BOK NpUJI0KEeHHUS

1. JlaTa 10/mKHA COOTBETCTBOBATH JIaTe MOANUCAHMS JOKYMeHTa. /laTy yka3plBaloT B (hopMate JeHb, Mecsl], roi. Mcromnb3yiite oqun
U3 IByX CIIOCOOOB:
— apaGckue nudpsl, pazaenaeHHsie Toukoi: 05.06.2026;

— cioBecHO-LU(POBOHA criocod, Hanpumep 5 urons 2026 1. (. 5.10 TOCT P 7.0.97-2025).
2. Yka3piBatoT u¢poBoil win OykBeHHO-1M HPOBOit uaeHTHGUKaTOp qokyMeHTa (1. 5.11 TOCT P 7.0.97-2025).

3. 3arosoBOK K TEKCTY — KPaTKOE COEp)KaHUEe JJOKYMEHTa. 3aroJIoBOK K TEKCTy Gopmymupyercs ¢ npegioroM «O» («O6») n otBedaeT

Ha Borpoc «o yem?» (1. 5.17 TOCT P 7.0.97-2025).
4. OnpenesiioT MECTO XPAaHEHHUs JOKYMEHTA, KOTr/Ja 3aKaHIMBAIOT C HUM paboTaTsh. BKIIOYHTE B OTMETKY:
— caoBa «B nemnoy;

— AHJCKC J1€J1a 110 HOMCHKJIATYPE C yKa3aHUEM Iroja,

— JOJDKHOCTh OTBETCTBEHHOTO JHIIA, ero moamucs u aaty (. 5.30 TOCT P 7.0.97-2025).

[Tpunoxenue Ne 3
K MHCTpYKIIMY 10 AETI0NPOU3BOJICTBY

bnank nporokomna
MyHununaibHOe OFPKETHOE 00pa30BaTEeIbHOE YUPESIKICHHUE
«Uentp ob6pazoBanus Ne 1»
(MBOY 11O Ne 1)
MPOTOKOJI

Ha3zBanue kosuternaiabHOTo opraHa (KOMUCCHH, pabodel Ipynsl U T.11.)

No

(mara)



(MecTo cocTaBlleHuUs)

[Ipencenarens: ®amunusa 1.0.

CexpeTtapsb: dammmus 1.0
IIpuCcyTCTBOBAIH: yell. (CIUCOK
P ' IpujIaraercs)

OTtcytcTBOBANH:
IMOBECTKA JHSI:
1. Bonpoc
2. Bonpoc
X0 3ACEJJAHUA

1O BOITPOCY Ne 1
CJHYIIAJIN:
Gammus N.O. — TekeT nokinaaa npuiiaraercs.
BBICTYIINJIA:

N.O. damunms — kpatkasi 3alIUCh BBICTYIJICHUS (OT TPETHEro JIMIa €AMHCTBEHHOTO YHCTIA).
Bormpocel, 0TBeTHI (IPpUBOAATCA B MOPSIIKE MOCTYIICHUS).

IMPOI'OJIOCOBAJIN:

3a

38— «___ », IPOTUB — «___», BO3AEPKAIUCh — «___ ».
PELINJIN:
1.1. Onucanue peuieHus no BOIpocy

1.2. Onucanue peuieHus no BOpocy

[Ipencenarens [Hoanuce N.0. Gamunus

Cekperapb [Hoanuce N.0. ®amunus



[Ipunoxenne Ne 4

K MHCTpyKIIMK O 1€710NPOU3BOJACTBY

brnauk gBoyHoOro Jucta

SIBOUYHBIN JIUCT

HazBanue kosuiernanbHOTO Oprana (KOMHCCUH, paboyelt TpyIIIbl U T.11.)

(IpOTOKOI OT «___ »

20 roma Ne 00)

I /;')1 ®. . O. JokHOCTH IHoanuce
1
2
3
4
5
6
7
8
9
10
11
IIpencenarens Iloanuce N.0. ®amunug
Cekperapp [Hoanuce N.0. ®amunus

[Tpunoxenne Ne 5

K MHCTpyKIIMHK 1O 1€70NPOU3BOJICTBY

bnank nucema — mpoaOJIBHOTO

MyHununaibHoe 0I0DKETHOE 00pa30BaTeIbHOE YUPEIKICHHE
«entp oOpazoBanus Ne 1»
(MBOY 1O Ne 1)




WNuxenepnas yi., 1. la, r. Ouck, 123456
Ten./dpaxc: 8 (495) 123-45-67; e-mail: office@shkola.ru; http://www.shkolaco3.ru
OKIIO 12345678; OI'PH 1234567890123; THH/KIIIT 1234567890/123456789

Ne

(nara) (HOMED) (®. 1. O. (xomy))

Ha Ne oT

(ampec)

YBaxxaemblii(as) !

C yBaxxeHuew,

(momKHOCTD (moamnuce) (®.1.0.)

PYKOBOZUTEIIST)

®. U. O., 10KHOCTB,

(renedon)

[Ipunoxenne Ne 6
K MHCTpYKIIMU TIO 1€T0TPOU3BOJICTBY

bnank YBEAOMIICHHSA — IIPOIOJIBHOTO

MyHununaibHoe O010PKeTHOE 00pa30BaTeNIbHOE YUPEKICHUE
«entp obOpazoBanus Ne 1»
(MBOY 1O Ne 1)
WnxenepHas yi., 1. la, r. OHck, 123456
Ten./daxc: 8 (495) 123-45-67; e-mail: office@shkola.ru; http://www.shkolaco3.ru
OKIIO 12345678; OI'PH 1234567890123; MHH/KIIII 1234567890/123456789



(nara) (aoMep) (®. 1. O. (xomy))
(anpec)
(3aros1oBOK)
YBaxxaemblii(as)
C yBaxeHuew,
(momkHOCTh (moamnuce) (®.1.0.)
PYKOBOZHUTEJIS)

C yBemomieHUEM O3HAKOMJICH(a):

(moxmuce) (®.1.0.)

(mata)

9K3€MHJ’I$Ip YBECAOMIICHUS ITOJTyUHJIa:

(moxmuce) (®.1.0.)

(nara)

®. H. O., 10IDKHOCTS,

(tenedon)

[Tpunoxenue Ne 7
K HCTpyKIIMK N0 JIeTTOTIPOU3BOICTBY



bnank JKypHaJIa perucTpanuy BXOAUX JOKYMCHTOB

}I(ypHaJ'l pPerucCrpanuu BXoasimux 10KyMEHTOB

Hauar 20 rojaa
OxoHYeH 20 roja
Pe3osnroun
|
WIH KOM
Jlara y
HampasJsie
MOCTYILIEH Ormerka
Hara Kpartkoe TCH
us Koppecno 00
Neni/ni H HOMeP COEP KAHU | TOKYMEHT
JTOKyMEeHTAa HAEHT HCTIOJIHEHH
JOKYMEHTA e (moanuchw,
/BXOASIIIA "
N yaoCcTOBEP
i HOMep
siIo1Iast
noJiy4eHue
1 2 3 4 5 6 7
[Tpunoxenue Ne 8
K MHCTpyKIIMU 1O 1€70NPOU3BOJICTBY
brank xypHasia perucTpaluu UCXOSIINUX TOKYMEHTOB
MyHununaibHoe OI0KeTHOEe 00pa3oBaTeIbHOE YUPEKICHUE
«entp obpazoBanus Ne 1»
(MBOY 11O Ne 1)
KypHaJji perucTpanum ucxXoasimiux 10KyMeHTOB
Hauar 20 rojga
OxoHYEH 20 rojga
ara | Perucrpa Kpartkoe ara OtmeTka
Ne A P P A HUcnoanu
wn JAOKYMeH | HHOHHBI | AJpecaTt | colep:ka | U HOMep Telb 00
Ta HHe AOKYMeH HCIIOJIHE




HOMep Ta, HA HUU
AOKYMEH KOTOPBIii
TA aaH
OTBET
1 2 3 4 5 6 8
[punoxenne Ne 9
K MHCTpyKIIMK MO JIET0NPOU3BOICTBY
bnank xypHayia yyera nedarei U mITaMIIOB
MynuIunaisHoe OF0KETHOE 00pa30BaTEeIbHOE YUPEKICHHUE
«Ilentp obpazoanus Ne 1»
(MBOY 11O Ne 1)
7KypHaJ ydyera nmeyareil 1 IITAMIIOB
Hau
20 roaa
ar
Oxo
20 roaa
HYEH
Han Pe3
Han MeH Jb
MeH y OTT
oBa TaT
oBa — o HCK
HHe Ilon OT | meu
noj exe
ne4 nmuc MeT | aTe
pa3 roj .
aTH b, . | Ka 71
e HOH
(T ya10 00 | (T
OT1T | eHn npo
aMI cTO YHH | aMI
HCK | 41, Bep
a), Be uyto | oB) | Ilp
nev | a0J1 KH
Ne | uan pso JKeH | nJig | uMe
n/m | mua aTH | 3KHO ma Hal MU HH | YaH
Ta | CTh HYH 1Y
TOp a1 HOM | YTO | He
MIIA | 0JI 1
3aK moJI ep |keH
) | yua ney
a3a, yue aKT | ug,
aar rel HHUE are a | mar
a H z(aT’ i n uaal a
dam Ta
noc a Ta | BO3
viL HJIH MIIO EDa
Yy q B, P
JIeH Ta
noJ1 aar
us
yua a




T npo

s Bep
KU
1 2 3 4 5 6 7 8 9
[Mpunoxenne Ne 10
K MHCTpyKIIMM O 1€10TIPOU3BOJACTBY
brnank KOppEKTUPOBOYHOTO JTMCTA HOMEHKIIATYPBI JIET
YTBEPXIAIO
(HauMeHOBaHMe roCyAapCTBEHHOT0 OpraHa, OpraHa MECTHOTO CaMOYIPABJICHUs, OpraHU3aI[11)
(HaUMEHOBaHHE JIOJDKHOCTH PYKOBOAUTENS
HJIKM UHOT'O yﬂOJ’lHOMO'—[eHHOFO UM nuua)
M3MEHEHUSA U JOITOJTHEHUA K HOMEHKJIATYPE JAEJI
Ha 20 ron
(pacumn
(nmonmuc (bpoBka
b) TOTUCH
)
(marta)
Cpox
Koun | xpane
YeCcTB | HUA
HNunek | 3aroa ITpum
! 0 u Ne P
c OBOK e4YaHu
TOMOB | CTaTH
aega | Jgena f
(4yacre | mo
i) nepey4
HIO
1 2 3 4 5




(HaMeHOB
aHue

JOJDKHOCT

u
PYKOBOIUT (pactudp
enst (noamnuce) OBKa
CITYXOBI MOAIICH)
JCJI0IIPOnu3
BOACTBA
opraHusari
HH)
(nara)
Buza pykoBoautens (Jmia OTBETCTBEHHOTO 33 apXUB)
(HaMMEeHOBaHME JJODKHOCTH)
(moxmnuce) (pacmdpoBKa MoANMUCH)
(nara)
[Tpunoxenune Ne 11
K MHCTpyKIIMK MO AEJIONPOU3BOICTBY
bnank xxypHana ydera BblJa4d TOKYyMEHTOB
MyHnuunaisHoe OF0PKETHOE 00pa30BaTeIIbHOE YUPEIKICHHUE
«Uentp ob6pazoBanus Ne 1»
(MBOY 110 Ne 1)
KYPHAJI YYETA BbIJAYHA JEJI
U3 apXuBa 00pa30BaTeIbLHON OPraHu3annuu
Hau
20 roga
ar
Oxo
20 roga
HYEH
aT Ko | Pac aT | Pac
A ®o | On A
Ne a w1 | nek Hea | my | muc| a | mmc
[1]
/I | BBIA N | Ne oNe |BeII| Ka | BO3 | Ka
auun aHO | B IO | Bpa | B BO




ae Jyd | Ta | 3Bp
eHHM | JeJ | aime

H a HHUH
aeJ1 aeJ1
a a

Hroro B roxy JIel
BBIJIAHO

(uudpamu

U MIPOIHCHIO)

HanmenoBanme
JIOJDKHOCTH
JINIIA,
COCTaBHBIIIETO
BHYTPEHHIOIO
OITHCH
JIOKYMEHTOB
zena

Tloamuce HN.0. ®amnnus




