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HNHCTPYKLMUS 11O AEJOITPOU3BOACTBY
B MyHMUIHMNIAJIBLHOM OI0’KEeTHOM 00Pa30BaTeJIbHOM yUpe:KIeHNH
«MartBeeBckass OOIL»

1. O01mue moI0:KeHus

1.1. UHCTpyKIMS MO AENONPOU3BOACTRY B MyHUIIMTIANBHOM OFOI)KETHOM 00pa30BaTEIbHOM YUPEKICHUH
«Martseesckas OOIL» (nanee — MHCTpyKIMS) yCTaHABIMBAET €AMHYIO CUCTEMY AEJIONPOU3BOACTBA

Y TIOPSAZIOK MOATOTOBKH, 0(OPMIICHHS, IPOXOKICHHS, KOHTPOJIS 32 UCIIOJIHEHUEM, yueTa, XpaHeHUs,
U3TOTOBJICHUS], KOIIMPOBAHUS U TUPAKUPOBAHUS CITYKEOHBIX JOKYMEHTOB B 00pa30BaTeIbHOM
opranmzanuun MbBOY «Marseesckass OOI» (nanee — oOpazoBarensHas opranuzanus, OO).

1.2. Unctpykims pazpaboTaHa B cOOTBETCTBHHU ¢ TpeOoBanusiMu DenepanbHbix 3akoHOB oT 22.10.2004
Ne 125-03 «O06 apxuBHoM aene B Poccuiickoit @enepaunny», ot 27.07.2006 Ne 149-03

«O0 unbopMaiuu, THPOPMAIIMOHHBIX TEXHOJIOTUAX U O 3amuTe nHdopmanuny», ot 02.05.2006 Ne 59-D3
«O nopske paccMoTpeHust ooparienuii rpaxaan Poccuiickoit @enepanumn», ot 01.06.2005 Ne 53-03

«O rocynapctBeHHOM s13bike Poccuiickoit denepanun», ot 06.04.2011 Ne 63-D3 «O06 31eKTPOHHOM
noanucuy, [IpaBun opraHn3anuu XpaHeH!sl, KOMIIJIEKTOBaHMsI, y4eTa U HCIOJIb30BaHUsI IOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepanyn u 1pyrux apXuBHBIX TOKYMEHTOB B TOCYapCTBEHHBIX
OpraHax, opraHax MECTHOTO CaMOYIIpaBJI€HHs U OpraHU3alusIX, yTBEPKACHHbIX MTpHKa3oM PocapxuBa

ot 31.07.2023 Ne 77, TOCT P 7.0.8-2025 «Cucrema ctan1apToB 1o uHdopMaiuu, 6u01moTeyHoMy 1
U3J1aTeNbCcKOMYy Jeny. Jlenonpou3BoACTBO U apXxuBHOE Aeno. Tepmunsl u onpenenenus», OCT P 7.0.97-
2025 «Cucrema cTaHIapTOB 10 UH(OPMAIMH, OUOIMOTEYHOMY U M3/1aTENIbCKOMY JIETY.
OpraHu3alnOHHO-PACIIOPAIUTENbHAA JOKyMeHTalus. TpeboBaHus K 0pOPMIEHHUIO TOKYMEHTOBY.

1.3. I[Ipumenenne MHCTpYKIIMU JOKHO CIIOCOOCTBOBATH (POPMUPOBAHUIO O(UIINATIEHO-AETIOBOTO CTUIIS
JIOKYMEHTOB, IOATOTaBINBAEMbIX B 00pa30BaTeIbHON OpraHM3alluK; COKPAILLEHHUIO 3aTpaT TpyJa

U CPEJICTB B MpoILIecCce CO3AaHUs JOKYMEHTOB. HCTpyKIM sBIsieTCs 0053aTeNbHON JJIs1 HCTIOJIHEHUS
paboTHUKaMu 00pa30BaTEIbHON OpraHU3alui, OCYIECTBISIIOIIMMHU ITOATOTOBKY U 0(opmileHue
JOKYMEHTOB.

1.4. TTonoxenuss MHCTPYKIIUN pacpOCTPAHIIOTCS HA OPTaHU3AINI0 PA0OTHI C TOKYMEHTaMU HE3aBUCUMO
OT BHUIa HOCUTEJIS, B TOM YKCJIE DJIEKTPOHHBIMHU JOKYMEHTaMH, BKIIIOYast MOATOTOBKY, 00paboTKYy,
XpaHEHUE U UCTIOIb30BAHUE JOKYMEHTOB, OCYIIECTBISIEMBIX C TPUMEHEHHEM WH(OPMAIIMOHHBIX
TEXHOJIOTHH.

1.5. OcobeHHOCTH pabOThI ¢ JOKYMEHTaMH, COAEpKAIIUMU KOH(UICHIMATBEHYIO HHPOPMAIIIO
(cmyxeOHyI0 U MHYIO TaiHy, IEpCOHATIbHBIE JAaHHBIE), PErYJIUPYIOTCS JIOKATbHBIMU aKTaMU
(MHCTPYKIMSAMHU, MOJIOKEHUSIMU, ITPaBUIJIaMH ), YTBEPKIaeMbIMU PYKOBOAUTEIIEM 00pa30BaTeIbHON
OpraHM3alMH.
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1.6. TpeboBanus MHCTpyKIHH K paboTe ¢ OyXranTepcKoil, HAyYHO-TEXHUYECKON U APYTOH CIIeHaIbHON
JOKYMEHTAIUEHN pacipOCTPaHSIOTCS JTUIIb B YACTH OOIIUX MPUHITUIIOB PAabOTHI C JOKYMEHTAMH, a TAKXKE
MOJITOTOBKH JIOKYMEHTOB K Iepe/iaue Ha apXUBHOE XpaHCHHUE.

1.7. OTBETCTBEHHOCTH 3@ OPraHU3alMI0 U COCTOSHUE JICJIONPOU3BOJCTBA B 00pa30BaTEIbHON
OpraHM3allK HECET PyKOBOJAUTENb 00pa30BaTeIbHON OpraHU3aliu, KOTOPBIN:

o yTBepxkaacT MHCTPYKIHIO 1O IEIOIPOU3BOJCTBY M HOMEHKIIATYPY /€7 00pa3oBaTeIbHOM
OpraHH3aLuy;

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

e IIPOBOIUT IIPOBEPKY COCTOAHUSA JEIONPOU3BOACTBA B CTPYKTYPHBIX IIOAPA3ACICHUIX
00pa3oBaTeNbHON OpraHU3ally;

o o0ecreunBaeT METOJUUECKOE PYKOBOJICTBO, MHCTPYKTaXK U KOHTPOJIb 32 COOJIIOJCHUEM
YCTaHOBJIEHHOTO MOPs/IKa paOOTHI C JOKYMEHTaMH B CTPYKTYPHBIX ITOJIPA3eICHUAX
00pa30BaTebHOIN OpraHu3aluu;

e VHHUIUHUPYET MOBBIIICHHE KBATU(PHUKAINU paOOTHIKOB I10 BOIPOCAM JIEJIONPON3BO/ICTBA;

e YIOCTOBCPACT MOAIMUCHIO N NICYATHIO NOKYMCHTEI.

1.8. HenocpeacTBeHHO BEJET JeI0NPOU3BOCTBO B 00pa30BaTeIbHOI OpraHu3alui OTBETCTBEHHBIN

3a BEJICHUE JIEIONPOU3BOJCTBA (J1ajee — OTBETCTBEHHBIN 3a JAEIONPOU3BOICTBO), KOTOPBIN Ha3HAYAECTCSA
IIPUKA30M PYKOBOAMTENSI 00pa3oBaTesibHOM oprann3anuu. OTBETCTBEHHBIN 3a 1€JI0IPOU3BOJICTBO

B COOTBETCTBUU C BO3JIO)KEHHBIMH HA HETO 33JJa4aMH:

e OCYIIECTBIISICT PETUCTPAINIO M YIET JOKYMEHTOB;

e OpraHu3yeT JIOKyMEHTO00OpOT, JOPMHPOBAHUE JICII, X XPAHCHUE;

e OCYIIECTBIISCT TEKYIIHI KOHTPOJb 32 CBOCBPEMEHHBIM PACCMOTPCHHEM U TIPOXOXKJICHUEM
JTIOKYMEHTOB B 00pa30BaTeNbHON OpraHu3alnu;

e o0ecmieunBaeT COONIOICHUE SMHBIX TPEOOBAHUH TI0 MOATOTOBKE JOKYMEHTOB M OPTaHU3AIHN
paboThI C HUMH B YCJIOBHUSAX DJIEKTPOHHOTO TOKYMEHTO000pOTa;

e 00006m1aer nuupopmaino 00 06beMax JOKyMEHTOO0OPOTa;

e opranusyeTr GOpMHUPOBAHKE U XPaHEHHE TOKYMEHTAIMOHHOTO ()OH/Ia U €T0 HCIIOIb30BAHHE.

1.9. BG,Z[GHI/IG ACIIOINPONU3BOACTBA B CTPYKTYPHBIX TOAPA3ACICHUAX OCYIICCTBIIACTCA pa6OTHI/IKaMI/I
B COOTBCTCTBHH C UX JOJXKHOCTHBIMH 0053aHHOCTSMH.

1.10. IIpu yxoze B OTIYCK, Bbl€3/le B KOMaHAUPOBKY U MHBIX aHAJOTMUYHBIX CIIy4asix paOOTHUKH 00S3aHBbI
nepesiaTh BCE HAXOAIIUECS Y HUX JOKYMEHTHI IpyroMy paOOTHHKY IO YKa3aHUIO BBILIECTOSIIETO
pykoBoauTens. [Ipu yBonbHEHHN paOOTHHKA UM MTEPEBO/IE Ha JPYTYIO TOJKHOCTD Iepegaya
JIOKYMEHTOB OCYILIECTBIISIETCS 110 aKTy NpueMa-nepenadn. AKT npuema-nepeaadn opopmisercs

no hopme, ycranoBneHHO# [IpaBunamu opraHu3anuy XpaHeHUs, KOMIUIEKTOBaHMS, yueTa

Y UCTOJIb30BaHUs JOKYMEHTOB ApXxuBHOTo (hoHaa PD u 1pyrux apXuBHBIX JOKYMEHTOB

B IOCY/IapCTBEHHBIX OpPraHax, opraHaXx MECTHOI'O CAMOYIIPAaBJIEHUS U OPraHU3alUAX, yTBEPKIECHHBIMU
npuka3om Pocapxusa ot 31.07.2023 Ne 77.

1.11. IIpu nepexone Ha APYTyI0 pabOTy paOOTHHUKOB, 3aHUMAIOIIUXCS B CTPYKTYPHBIX MOAPA3/IEICHUIX
o0pa3oBaTeNbHON OpraHU3aIK BEJICHUEM JIETIONPOU3BOJICTBA, NIEpeaaya BCeX JOKYMEHTOB BHOBb
Ha3HayaeMbIM paOOTHHKAM MPOU3BOAMUTCA IO aKTaM MpueMa-nepenayn. Konuu akToB HampaBsoTCs

B KaHLIEJSIPHIO.

1.12. B ciayyasx JUIMTEIbHOTO OTCYTCTBUSL paOOTHHKA CTPYKTYPHOIO Moipa3zenieHus (OTImycK,
clry>keOHasi KOMaHJUPOBKA, OOJbHUYHBIN JIUCT U T. J.) HEOOXOIUMO IepeiaTh OTBETCTBEHHOMY
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3a JIeJOMPOU3BOICTBO JOKYMEHTHI, HAXOASIIHECS Y HErO Ha UCTIOJTHEHUH 10 YKA3aHUIO PYKOBOIMTEIIS
00pa3oBaTeNbHON OpraHu3alnu.

1.13. PykoBoauTeNM CTPYKTYPHBIX MOAPA3ACIICHU 00pa30BaTEIbHOM OPraHU3aIluu HECYT
MEPCOHANBHYIO OTBETCTBEHHOCTH 32 BBINOJHEHUE TpeOoBaHMit HacTosmeld MHCTpyKIuu 1 COXpaHHOCTh
HaxOJAIIUXCS Y HUX JOKyMEHTOB. O cilydasiX yTpaThbl, IOPYHU 3apEruCTPUPOBAHHOTO JOKYMEHTA
paboTHUK 00s3aH HE3aMETUTENLHO OJIOKUTh PYKOBOAUTEIO 00pa30BaTeIbHOM OpraHu3aum.

1.14. C BHOBb IPUHATHIMU paOOTHUKAMHU, HA KOTOPBIX BO3/IaratoTcs 00s3aHHOCTH 110 BEICHUIO
JeTIOTIPOU3BOCTBA, B TEUEHUE TPEX JHEH MOCIe OCTYIUICHUS Ha paboTy MPOBOAUTCS O3HAKOMHTEIbHAS
Oeceza 110 BEACHUIO J€JIONPOU3BOCTBA B 00pa30BaTeIbHON OpraHU3alHH.

1.15. PaGoTtaTh ¢ JOKyMEHTaMH BHE CITy’)KEOHBIX MOMEIIEHUH 00pa30BaTeIbHON OpraHU3alui U BHOCHTD
B HUX HCIPABIICHUS 3aIPEIIACTCs.

1.16. Be,[[eHI/Ie MEPCHUCKU C OpraHu3alusMu OCYHICCTBIIACTCA PYKOBOAUTCIICM 06p830BaTCJ'I]':>HOI71
oprann3anvi UJIW UHBIM YIIOJTHOMOYCHHBIMH UM JOJKHOCTHBIMU JIMLIAMMU.

1.17. Bemonnenue Hactosimeit MHCTpyKIKM 00s3aTenbHO TSl KAKA0To paboTHHKA 00pa30BaTeIbHOM
OpraHu3alyy, ¢ e TpeOOBAaHUAMU PAOOTHUKHU JOJKHBI ObITh 03HAKOMJIEHBI 1101 HOIHCh.

2. lokyMeHTBI 00pa30BaTeJbHOI OpraHu3annuu

2.1. PykoBoauTens 00pa3oBaTeIbHON OpraHU3aluy WU JIUIO, HCIIOTHSIONIEE ero 00sS3aHHOCTH, H3/1aeT
JIOKAJIbHBIE aKThI U IPUKA3bl, 00s3aTEIbHbIC [l UCIIOJHEHUS BCEMU CTPYKTYPHBIMU MOPA3/IeIEHUSIMU
oOpa3zoBarenbHOM opranu3anuu (mpunoxerus Ne 1, Ne 2),

2.2. Xoxa o0Cy>kIeHHs BOIIPOCOB Ha 3aceAaHUsIX KOJUIETHAIBHBIX OPTaHOB, COBETOB, COOpaHUSIX,
COBEIIAHUSX U PellIeHUs, MPUHUMaeMble Ha HUX, GUKCUPYIOTCS B MpoTokonax (mpunoxenue Ne 3). Ecnu
B 3aceJlaHUM YJacTBYIOT Oojiee 15 yenoBek, B MPOTOKOJIC YKA3hIBAIOT UX 00IIee KOJTUIECTBO

1 0OpPMIISIOT SIBOYHBIN JHCT (TipuioskeHue Ne 4).

2.3. J11s1 ocy1iecTBIEHHs ONIEPATUBHBIX CBSI3€H C IPYTrMMH OpraHU3allusIMU U TpakJaHaMU
UCMOJB3YIOTCS Takue (POPMBI, KaK MUCbMa, (haKChl, TEJIETPaMMBI, TEIEPOHOTPAMMBI.

2.4. 155 ocyuecTBIEHHs IPHEMa, YBOJIbHEHHUSI, IepeMellieHHsI pa0OTHUKOB, NPEI0CTAaBICHUS
UM OTITyCKOB O(pOPMIISIOTCS TPYJOBBIE 1OIOBOPBI, PUKA3bl, 3asBIEHUS, TPYI0BbI€ KHWKKU U JP.

2.5. B nokymeHnTax o0pa3oBaTelIbHOI OpraHu3alli, €€ CTPYKTYPHBIX MOAPa3/IeIeHUH, KOIerHalbHbIX
OpPraHOB MOJKET UCIIOJIB30BaThCs PEKBU3UT «repO» (repd DHCKOM 001acTH UITH repaibIndecKuil 3HaK
ropoja DHCKa) WM PEKBU3UT «dMOJIeMay 00pa30oBaTEIbHOM OpPTaHU3aIUH.

«T"ep6» (repd DHCKOM 00IACTH WK TepaIbINYECKUI 3HAK TOpPOoJia DHCKA) TOMYCKAEeTCs BOCIIPOU3BOIUTH
Ha CJIeAYIOMNX OJIaHKaX:

e TpHKa3a 00pa30BaTEIbHON OpraHU3aIUH;

e JIOKAJIbHOI'O HOPMATUBHOTO aKTa 00pa3oBaTeIbHON OpraHu3anuu (MooKeHue, mpaBuia,
MOPSAIOK, MHCTPYKIIMS, pErJaMeHT U T.11.);

e cyxe0HOro muchbMa AUpEeKTOpa 00pa3oBaTesbHOM oprann3anuu. VckiroueHue
— BHYTPUOpTraHU3aIMOHHAs TIepenucKa.

((3M6J1€My» O6paSOBaTCHBHOI>'I OopraHu3anuvu OJOIyCKAC€TCAd BOCIIPOU3BOAUTDL HaA CICAYIOINUX OlaHKax:
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e CIIy’)keOHOTr0 MHUChMa PYKOBOAUTENS CTPYKTYPHOTO MOpa3IeTIeHHUS;
e IPOTOKOJA KOJJIETHAILHOTO OpraHa 00pa3oBaTeIbHON OpraHU3aIIH.

3. [IpaBuiia opopMiIeHHs TOKYMEHTOB
3.1. OcHoBHBIE TpeOoBaHus 10 0GPOPMIICHHIO JOKYMEHTOB

3.1.1. bnaHku 1OKyMEHTOB 00pa30BaTeIbHON OpraHU3allK pa3padaThIBalOTCsA B COOTBETCTBUU C
TpedoBanusimu, ycranosieHHbIME ['OCT P 7.0.97-2025 «Cuctema cTangapToB 1o uHpopMaIuu,
OUOIMOTEYHOMY U M3/aTelIbCKOMY Aeny. OpraHu3aluoHHO-pacOpAAUTENbHAS JOKYMEHTALMS.
TpeboBanus k opopmiienuro nokymeHToB» (ganee — 'OCT P 7.0.97-2025).

OO6pa3oBarenbHasi OpraHU3aIly CO3/1aeT TOKYMEHTHI Ha OJlaHKaX CTaHIapTHBIX (opmaToB Oymaru A4
(210 x 297 mm) i AS (148 x 210 mMm) 100 B BUJIE AIEKTPOHHBIX JIOKYMEHTOB C COOJIIOICHHEM
YCTaHOBJIEHHBIX HacTosed NHcTpykuue npasuit opopmiienusd. [Ipu n3nanum 10KyMEHTOB IByMs WU
Oosiee opranu3alusIMU Ucnonb3yercs Oymara popmaTa A4.

Ka)KI[BIfI JIMCT JOKYMCHTA, O(bOpMJ'IGHHLIfI KaK Ha 6J'IaHKe, Tak u 0e3 6J'IaHKa, JOJDKCH UMCTD I1OJIA:

e 20 MM — nieBo€ (7151 JOKYMEHTOB cO cpokoM xpaHenus 110 10 ser, 30 MM — cBbime 10 ner);
e 10 MM — mpaBoe;

e 20 MM — BepxHeg;

e 20 MM — HUXHEE.

3.1.2. Ilpu noAroToBKE JOKYMEHTOB JIOIYCTUMBI CIEAYIOLINE TAPHUTYPHI U pa3Mepsl MIPU(TOB:

e Times New Roman (kernp 12—14 1),
e Arial (kersnp 12—-14 n7);
o Calibri (kernp 12—-14 1T).

[pudTt B 10KyMeHTE T0IKEH ObITh €AUHBIM IO pa3Mepy, 3a UCKIOYEHUEM 0COOEHHOCTEH,
IIPEyCMOTPEHHBIX MyHKTOM 3.1.3 Hacrosmen MHcTpyKuun.

3.1.3. IIpu cocraBnenuu Tadbnul, a Takxe pekBU3UTOB 08 «CripaBouHbIe JaHHbIE 00 OpraHu3aum» 1 25
«OT™MeTKH 00 UCIIOJIHUTENE)» I0IyCKaeTCs UCI0JIb30BaTh pazMepsl mpudTa Ne 10—-12.

3.1.4. Tekct nokyMeHTa neyataetcs yepe3 1—1,5 MexcTpounslii uHTepBa 63 nepeHocos. Ecou
MIOCJIEAHSS CTPAHUIA IOKYMEHTA COCTOUT MEHEE YEM M3 IISTH CTPOK, JOIYCKAETCs TIeUaTaTh TEKCT Yepe3
MEHBIINNA MEKCTPOUYHBIN UHTEPBAL.

TexcT moKyMeHTa BRIpaBHUBAETCS 0 MHUPUHE TUCTA (IO TPaHUIIAM JIEBOTO U TIPABOTO MOJEH
JIOKyMEHTA).

AOG3arHbIi OTCTYM TEKCTa TOKyMeHTa — 1,25 cMm.
3aroI0BKU pa3/iesoB M MOAPA3/IeIOB MeUaTaloTCs ¢ ab3aIlHbIM OTCTYIIOM WJIM IIEHTPUPYIOTCS 0€3
ab3a1tHOro OTCTYyIMA MO MHUPUHE TeKcTa. HTepBan Mex Iy cioBaMH — OJuH npoben. MHTepBa Mexay

OyKBaMH B CITOBaX — OOBIYHBIM.

3aFOHOBOK, COCTOSIIUN U3 HECKOJIbKHX CTPOK, IIe4YaTacTCd 4€pe3 OAUH MC)KCTpO‘-IHI:Jﬁ HWHTCPBAJI. Touka B
KOHII€ 3aroJIOBKa HE CTaBHUTCH.
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3.2. OdopmiieHre peKBU3UTOB TOKYMEHTOB
3.2.1. CocTaBuTEJb JOKYMEHTA

HaumenoBanue 06pazoBaTeibHON OpraHU3alMK YKa3bIBa€TCsl B TOYHOM COOTBETCTBUU C YCTaBOM
oOpa3oBaTenbHOU opranu3anuu. CoKpanieHHOe HAMMEHOBAaHHE TOMEIIAETCS MO/ MTOTHBIM
HAaUMEHOBAHHEM B CKOOKax.

HanmeHoBaHHEe CTPYKTYPHOTO TIOIpa3IelIeHuUs] UCTIOIB3YETCs B OJaHKaX MUCEM M OJTaHKaX KOHKPETHBIX
BUJIOB JIOKYMEHTOB U YKa3bIBA€TCS IO/1 ITOJIHBIM U COKPAIllEHHBIM HAUMEHOBAHHUSIMHU 00pa30BaTeIbHON
OpraHu3aLyHu.

HanmenoBanue JOJDKHOCTH JIMlla HCIIOJIB3YCTCA B OnaHKax AOJDKHOCTHBIX JIMIT U pacCIiojiaractcs 1mon
HaAaMMCHOBAHUEM O6paSOBaTeHBHOﬁ OpraHu3anuu. HanmenoBanne JOJIDKHOCTH JIMIa YKa3bIBACTCA

B COOTBCTCTBUHU C HAUMCHOBAHHUEM, IPUBCACHHLIM B PACIIOPAAUTCIBHOM JOKYMCHTC O HA3HAUYCHUHN
Ha JOJI’KHOCTb.

3.2.2. CnpaBouHble JaHHbIe 00 00pa30BaTeJIbHON OPraHu3alul

CripaBouHble JaHHBIE 00 00pa30BaTENbHON OpraHU3aly YKa3bIBalOTCS Ha OJaHKaX MUCEM U BKIHOYAIOT
B ce0si: azipec, HoMep TeneoHa, pakc, aapec INEKTPOHHOM MOUTHI, ceTeBoi ajapec, a Takxke OKIIO,
OI'PH, MHH wu KIIIT o6pa3oBaTensHO OpraHnu3aIii.

3.2.3. HaumeHoBaHue BU/IA JOKYMEHTAa

HanmeHoBaHMe BUa JOKyMEHTa, COCTaBICHHOTO 00pa30BaTeIbHOM Opranu3anuei, J0JKHO ObITh
OIpeJIEJIEHO YCTaBOM (IIOJI0KEHHUEM) U JOJKHO COOTBETCTBOBATh HAMMEHOBAHUSAM BUI0B IOKYMEHTOB,
npenycmorpeHHbiM OKY JI: akT, cripaBka, 3alucka, CBOJIKa, OT3bIB, TPOTOKOJI, CIIMCOK, U3BEILIEHUE U JIP.
Pacnopsaurenbable JOKYMEHTBI OPTraHU3aluY U3IAF0TCs CO CIEAYIOIMMYI Ha3BaHUSAMU: IIpUKa3, <...>.

HanmeHnoBanue BuIa U pa3HOBHIHOCTH JIOKYMEHTA HE YKa3bIBaeTcs B MUCbMax. MecTo
COCTaBJICHUS MJIM U3JIaHHsI TOKYMEHTA yKa3bIBaeTCs Ha OJlaHKaX JOKYMEHTOB 00pa30BaTeIbHOM
OpraHU3aIlH, 33 UCKIIIOUYeHHEeM OJIaHKOB muceM. Ha3zBaHue JOKyMeHTa niedaTaeTcs POIMCHBIMU
OyKBaMU MOITYKUPHBIM LIPUDTOM.

3.2.4. Jlata 1OKyMeHTa
JlaToii ToKyMeHTa SBJISIeTCs 1aTa ero NOJAMUCaHus (WM yTBEPXKICHUS); AT TOKYMEHTa, IPUHUMAEMOTo
KOJUIETHaJIbHBIM OpraHoM (IIpOTOKOJIa), — JaTa ero 3aceqaHus (MIPUHATHS pelIeHns ), A akTa — Jata

CO6BITI/I$I, IJIL JOKYMCHTA, Tpe6y10mero €ro YTBEpKACHUA, — JaTa €ro YTBCPKACHU .

21.]'[5[ JOKYMCECHTOB, COCTABJICHHBIX OJHOBPEMCHHO HECKOJIBKMMU OpraHU3alusaMU, HaTOﬁ AOKYMCHTAa
ABJIACTCA JaTa IIOAIIMCaHus €Tro HOCJ’IC,I[HCfI OpFaHI/I3aLIPICI>'I.

Jlata nmoanucaHus, yTBEp>KI€HUS, COIVIACOBAaHUS TOKYMEHTA, & TAKXKE J1aThl, COJEPIKAIIECS B TEKCTE,
JOJKHBI 0pOpMIIATHCS HUGPOBBIM CIOCOOOM. DJIEMEHTHI JaThl IPUBOATCS apaOCKUMU UPpaMu B OJIHY
CTPOKY B IOCJIEIOBATEIHOCTH: JIEHb MECSIA, MECSLL, TOJ.

Hanpumep: 14.06.2026.

3.2.5. PerucTpalilMOHHBbIH HOMEP J0KYMEHTA
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Perucrparnmonnsiii Homep — 1udpoBoe wim OyKBeHHO-IIM(poBOe 0003HAUEHUE, TPHCBANBAEMOE
JOKYMEHTY IIpH €0 PErUCTpaLii.

Perucrpanus 1okyMeHTa NpOBOJIUTCS MOCIE €r0 MOANNUCAHUS WIH YTBEPKIACHHUS.

JUJ11 BHYTPEHHUX IOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — 3TO NOPSAJKOBBIA HOMEP B IIpeenax
KaJIEHJapHOT0 rojia M0 Ka)KA0My BUAY WM Pa3HOBHJIHOCTH JIOKYMEHTOB. B npukazax peructpaiioHHbII
HOMEP MOJKET JIOTIOJIHATHCS OyKBEHHBIM MHJEKCOM, 0003HAYAIONINM Pa3HOBUIHOCTH (HapUMep: MPUKa3
110 OCHOBHOM JiesITeIbHOCTH OT 15.05.2026 Ne 253; mpuka3 o auyHomy coctaBy ot 10.01.2026 Ne 22 inc,
npukas 060 ormyckax ot 25.01.2026 Ne 420t, npuka3 no komanaupoBkam oT 25.01.2026 Ne 25k).

JU1s MICXOAIIMX TOKYMEHTOB PErMCTPALIMOHHBIN HOMEP COCTOMT:

1) 3 NOPsIIKOBOrO HOMEpPA B IpeJiesiaX MacCUBa OTIIPABIIAEMON KOPPECIIOHICHIINH;

2) uHzIeKca Jiea B COOTBETCTBUM ¢ HOMEHKJIATYypOil Jies1 00pa3oBaTeIbHON OpraHU3alyu.
PerucrpanuoHHbIil HOMEp TOKyMEHTa, COCTaBJIEHHOIO COBMECTHO ABYMs U 0OJIie€ OpraHu3alusIMu,
COCTOUT U3 PErUCTPALMOHHBIX HOMEPOB JJOKYMEHTOB Ka)KJJOW U3 3TUX OpraHU3aLui, IPOCTABIAEMBIX
yepe3 KOCYI0 YepTy B NOPSAJKE yKa3aHUsl aBTOPOB B JIOKYMEHTE.

3.2.6. Ccpliika HA perucTPALMOHHBINA HOMeP M ATy J10KYMEHTa

Ccbuika Ha perUCTPallMOHHBIA HOMEpP U J1aTy JOKYMEHTA BKJIIOUYAET B c€0s1 peruCTpallMOHHbBIN HOMEp

U J1aTy JOKYMEHTa, Ha KOTOPbIH JOKeH ObITh AaH oTBeT. CchlUIKa HAa HOMEp U J]aTy JOKyMEHTa
UCIOJIb3YETCS MpU OPOPMIIEHUHN ITUCEM, SBJISIOIIMXCS OTBETaMU Ha IOCTYIHBIIEE MUCbMO (3ampoc,
npocsOy U Ap.). CBeZieHNs: B PEKBU3UT MEPEHOCATCS C MOCTYNUBIIETO JOKYMEHTA U COOTBETCTBYIOT

PEruCTPallMOHHOMY HOMEPY M JaTe IMOCTYIUBLIETO JOKYMEHTA.

CcplmoyHas OTMETKA MPOCTABIISIETCS B JIEBOM YacTH OJaHKa MUChbMa MOJT PEKBU3UTOM «1aTa
U «PEruCTPaIlMOHHBII HOMEP JOKYMEHTay.

Hanmaue JaHHOT'O pCKBHU3UTA UCKIIOYACT HCO6XOI[I/IMOCTI> YIIOMHWHAaHWA HOMEpaA U JaThl HOCTYIIUBIICTO
HAOKYMCHTA B TCKCTC NMMHUCbMaA, YTO OCBO60)I(I[aeT TCKCT OT CHp&BO‘IHOfI I/IH(I)OpMaI_II/II/I.

3.2.7. MecTo cocTaB/ICHUS WJIN U3IaHUA JOKYMEHTA

Mecro cocraBiienust (U34aHus) TOKYMEHTa (T. DHCK) yKa3bIBae€TCs B IOKYMEHTAX, U3TOTaBIUBAEMbIX
Ha OJTaHKaX KOHKPETHBIX BUJOB IOKYMEHTOB.

3.2.8. Anpecar

JIOKyMEHTBI aJIpeECyIOT B OpraHbl BIACTHU, OPraHU3aIuHU, UX CTPYKTYpPHbIE NI0/Ipa3ieNIeHus, JOJIKHOCTHBIM
WU QU3UYECKUM JIHIIaM.

HpI/I aZIp€COBAaHNU NOKYMCHTA B OpIraH BJIACTHU, OPTraHU3aIUI0 UJIK €€ CTPYKTYPHOC NMOAPA3ACIICHUC (663
YKaszaHuA JOJHKHOCTHOI'O J'II/II_[a) HUX HAUMCHOBAHHE MMUINYT B UMCHUTCIBHOM ITaZCKE.

Hamnpuwmep:
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MunucTepcTBO npocsenieHus PO

JlenapTaMeHT rocy1apCTBEHHOW MOIUTHKU
B c(epe 3alluThI IpaB AeTen

[Ipu HanmpaBiaeHUU JOKYMEHTA JIOJDKHOCTHOMY JIMIlY HAa3BaHUE OPraHU3allUU U €€ CTPYKTYpPHOTO
MO/Ipa3/IeJIeHUs] YKa3bIBAIOT B UMEHUTEILHOM MaJIeXKe, a I0JDKHOCTD U (haMUJIHIO aipecaTta —

B JaTenbHOM. HUIIMANBI CTaBATCS MOCie (haMUIUU HE3aBUCUMO OT TOTO, KOMY a/IpECOBAaH JOKYMEHT —
JOJHKHOCTHOMY JIUILY WK (DU3UYECKOMY.

Hanpumep:

MunucTtepcTBO 00pa3oBaHus DHCKOM
obacTu

Ynpasnenue nenaMu

['maBHOMY cnienmanucty

NBanosou N.1.

Wnu sa3Banue OopraHu3alvi BXOJAUT B HANMCHOBAHUC NOJIKHOCTH U O(i)OpMJI?[CTC?I B AaTCJIIBHOM IIaJCKE

Pexropy nnctutyTa

MBanosoit 1.1.

[Ipu agpecoBaHuyu JOKyMEHTA B HECKOJIBKO OJHOPOIHBIX OPTaHU3AIMIA X Ha3BaHUS CIIEyeT YKa3bIBaTh
000011IeHHO.

Hamnpumep:

PykoBoaurensim 00pa3oBaTenbHBIX
opraHusanuii oduiero oopa3oBaHus,
PYKOBOJUTEINSAM MPENNPUITHN U
opranusauyii Munnpocseuenus Poccun

JlonmyckaeTcst HEHTPUPOBATH KAKIYIO CTPOKY PEKBH3UTA «AIpecar MO OTHOMIEHUIO K CAaMOU JNTMHHOM
CTpPOKE.

Hamnpuwmep:

3aMecTHTENI0 TUPEKTOpa MO yuyeOHOM
padore MBOY 110 Ne 1
Uyiikunout .M.
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B cocTaB pexBU3uTa MOXKET BXOAUTH ITOYTOBBIA afpec. DIEMEHTHI IOYTOBOTO aIpeca yKa3bIBAIOTCS
B [IOCJIEIOBATEIILHOCTH, YCTAaHOBIIEHHO! [IpaBunamMu okazaHus yciyT IOYTOBOM CBS3U.
IIpu agpecoBanuy nUCbMa B OPraHU3aLUIO YKa3bIBAlOT €€ HAMMEHOBAHUE, 3aTEM IIOYTOBBIN aJIpec.

Hanpuwmep:

Penakuums xypnaina

«YrpaBiieHHE HaYaJIbHON IIKOJION»
MockoBckuit mipocit., 1. 6,

r. 9HCck, 101856

Az[pec HC IIPOCTABIACTCA HAa JOKYMCHTAaX, HAIIPABIACMBIX B IIPABUTCIIBCTBCHHBIC YUPCIKICHHUA
1 IOCTOSIHHBIM KOPPCCIIOHACHTAM, B 3THUX ClIydadX MOTYT IIPUMCHATHCS KOHBEPTHI C 3apaHEC
Hal¢4yaTaHHbIMH aJIp€CaMu.

[Ipu agpecoBanuu JOKyMeHTa PU3NYECKOMY JIUIY HEOOXOAUMO YKa3bIBaTh (PaMUIINIO, MHUIHAIIBI, 3aTEM
IMOYTOBBIN aapec.

Hanpuwmep:

NBanosy U.U.

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

JIOKYMEHT He JI0JIKEH cofiepkaTh 00Jiee UEThIPEX a/lpecaToB, KaX/Ibli 3K3eMIUISIP TAKOr0 JOKyMEHTa
nomkeH ObITh oanucad. CnoBo «Komus» nepea BTOpbIM, TPETHUM, YETBEPTHIM aJipecaTaMu
HE YKa3bIBaloT.

HpI/I HaIllpaBJICHUU JOKYMCHTA Ooitee ueM B YCTBIPE aaApeca COCTABISACTCA CIIMCOK HAa PACCBUIKY,
a Ha KaXXJ0M JOKYMCHTC MMPOCTABJIACTCA TOJIBKO OAWH aApeEcC.

3.2.9. I'pud yrBep:xkaeHUs TOKYMEHTA

VYTBepkaeHNe TOKyMEHTa IPOU3BOIUTCS MPOCTABIEHUEM TpUda YTBEPIKIEHUS WIN U3/IaHUEM
pacropsUTEIbHOTO TOKYMEHTa (B TeX CIyyasX, KOTa TpeOyIOTCs TOMOIHUTENIbHbIE TPEANUCAHHS
U Pa3bSICHEHHUS).

I[OKYMCHTBI YTBCPIKIAAOTCA PYKOBOAUTCIIEM O6p3.30B3TCJ'ILHOfI OopraHu3alru, BbIIICCTOAIUMU UJIU
MCKBCIAOMCTBCHHBIMU OpraHaM, OpraHusalvusiMyi, B KOMIICTCHIHUIO KOTOPBIX BXOAUT PCIICHHUE
BOIIPOCOB, U3JIOKCHHBIX B YTBCPKIACMBIX JOKYMCHTAX.

[Tonoxenus, npaBuia, NOPSIAKA, TOJPKHOCTHBIE UHCTPYKLIMU, UHCTPYKLIMH, PACIIUCAHUSI 3aHATUN YPOKOB,
BHEYPOUHOH J€ATEIbHOCTH, IONOJHUTEIBHOTO 00pa30BaHUs U Ap. TOUIEKAT YTBEPKICHUIO
PYKOBOJIUTENIEM 00pa30BaTeIbHON OpraHu3aluy U NPHOOPETaIOT IOPUINYECKYIO CHITYy TOJIBKO C MOMEHTA
UX YTBEPKICHUS.
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I'pud yTBEpKaeHUS TOMEIIACTCS B IPABOM BEPXHEM YIIIy TIEPBOTO JINCTA TOKYMEHTA, COCTOUT U3 CIIOBA
YTBEPXAIO (6e3 kaBbIueK), MOTHOTO HAUMEHOBAHUS TOKHOCTH JIUIIA, YTBEPHKIAIOIIETO JOKYMEHT,
€ro JIMYHOU MOAMKICH, €€ paciIudpoBKU (MHULIUATIOB, (aMUJIUN) U 1aThl yTBepKaeHus. C1oBO
YTBEPXJIEHO nomyckaercs cOriiacoBbIBaTh ¢ HAUMEHOBAHUEM BUJIA YTBEPKIAEMOTO JOKYMEHTA
(YTBEPXJEHA, YTBEPXIEHbBI niiu YTBEPXXJIEHO).

Hanpuwmep:

YTBEPXIAIO
Hupexktop MBOY «Marseesckas OOII»

nonnuck .M. UBaHoBa
15.06.2026

Jlonyckaercst B pekBu3ute «I'pud yTBepKIeHHS JOKYMEHTa» LIEHTPUPOBATH 3JI€MEHTH OTHOCUTEIEHO
caMoOl JUIMHHOM CTPOKH.

Hampuwmep:

YTBEPXKJIAIO
Hupexkrop MBOY «Marseesckas OOLI»

noanucek M.U. IBanosa
15.06.2026

[Ipu yTBepKaeHUH TOKyMEHTa HECKOJIBKUMH JIOJDKHOCTHBIMH JIMIIAMH MX TIOJMUCH PACIoaraloT
Ha OJTHOM YPOBHE.

[Ipu yTBepKI€HUH TOKyMEHTa IOCTAaHOBJICHUEM, PELICHUEM, TPUKA30M, IPOTOKOJIOM I'pud
yTBepxkAcHUs cocTouT u3 ciosa Y TBEPXX/IEHO, HaumeHOBaHUs yTBEPKAAIOIIETO JOKYMEHTA
B TBOPUTEIBHOM MAaJIEkKe, €ro JaThl, HOMEPA.

Hanpuwmep:

YTBEPX/JIEH
ITpoTOKOIOM METOUYECKOTO COBETA
15.06.2026 Ne 32

U1

YTBEPXJIEHO
npukazoM MBOVY 11O Ne 1
15.06.2026 Ne 32

Brocuth kakue-mn6o u3mMeHeHus U J0OABICHHS B TIOIMUCAHHBIE (YTBEPKIECHHBIE) TOKYMEHTHI 0€3
paspelieHus Jula, MoAMMUCaBILIEro JOKYMEHT, HE JOIyCKaeTCsl.

OTBETCTBEHHOCTH 32 KA4€CTBO MNOATOTOBKU JOKYMCHTOB U JOCTOBECPHOCTL COACPIKAINNXCA B HUX JaHHBIX
BO3J1aracTcCsda Ha JIMla, MoAroTOBMBIINUEC, 3aBU3UPOBABIINEC U ITOAIINCABIINEC JOKYMCHTHI.
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3.2.10. 3aro/10BOK K TEKCTYy

3aroJ0BOK K TEKCTY BKJIIOYAET B ce0s KpaTKoe COAep KaHue JTOKYMEHTA, €ro OCHOBHYIO CMBICIIOBYIO
Harpysky. 3arooBok gopmynupyercs ¢ npeagoroM «O» («O0») 1 0TBeYaeT Ha BOIIPOC «O YeM?»:

e TmpuKa3 (0 yem?) 0 CO3JaHUU aTTECTAIMOHHOW KOMHUCCHH;
e mpuka3 (0 ueM?) 00 yTBEp)K/IEHUU IITaTHOTO PACIHCAHUS;
e THCHMO (0 Yem?) O PeIOCTaBICHUN HHPOPMAITUH.

3aroyioBOK COCTaBJISIET UCIIOJIHUTENb IOKYMEHTA. 3aroJIoBOK K TEKCTY 0(pOpMIISIETCS MOJI PEKBU3UTAMU
OnaHKa cjeBa, OT TPaHMIIbI JIEBOTO MOJs. EClu TeKCT JOKyMEHTa HE MPEBBIIIACT YETHIPEX-TISTH CTPOK
win oopmiieH Ha Oianke popmara AS, 3aroIOBOK MOYKHO HE YKa3bIBaTh.

3aroyIoBOK JJOKyMEHTa 3aIMChIBACTCS TIPH €r0 PETUCTPALIMH B COOTBETCTBYIOIINE PETHCTPAILIMOHHBIC
(bopMBI: KapTOUKy, 0a3y JaHHBIX.

3.2.11. TekcT nOKyMeHTa

TekcT moKyMeHTa COCTaBIIAECTCS HA PYCCKOM S3bIKE KaK rocynapcTBeHHOM si3bike PD. TekcT nokymeHnTta
U3JIaraeTcs PYCCKUM JIUTEPATYPHBIM SI3BIKOM C YIETOM OCOOCHHOCTEH 0(HUIINaIbHO-ACIIOBOTO CTHIIS,
BUJIA IOKYMEHTA U €ro Ha3HAYEeHUS B yIpaBlieHYecKol aesTenbHocTi. CoaepkaHue JOKYMEHTa JOKHO
OBITh U3JI0KEHO KPATKO, IOTUIHO, TOYHO U SICHO.

TekcTbl JOKYMEHTOB M3J1araroTcs:

oT 1-To uIa eMHCTBEHHOTO YHCIIa B IOKyMEHTaxX (MPUKa3 U T. J1.) pyKOBOAUTEISE 00pa30BaTeIbHON
OpraHu3aluy, JEHCTBYIOIET0 Ha IPUHIUIAX eJMHOHAYAINS, @ TAKXKE JOKYMEHTAX, aJJpeCOBaHHBIX
PYKOBOJCTBY OpraHU3allMy: IPUKa3bIBalo0... IOJATOTOBUTH U MPEACTABUTh HA PACCMOTPEHHE; MPOIILY
paccMOTpETh

BOIIPOC 00 YCTAHOBJIEHUU JIbITOTHBIX TApU(OB...;

3-ro nuila eAMHCTBEHHOTO YKCIa B TIOKYMEHTaX KOJUIETHalbHBIX OPraHOB: KOMUCCHS pelInia...;
OO6pazoBaTenpHast OpraHU3aIys HE CYUTAET BO3MOXKHBIM.. . ;

1-ro JIMa MHOXKECTBCHHOI'O YKUCJIa B COBMCCTHBIX JOKYMCHTAX: IMIPOCUM MPEACTABUTh JAHHBIC O...;
NpeACTaBIACM HA paCCMOTPEHHUEC U YTBCPIKIACHUC... ]

3-to JIMa MHOXKECTBCHHOI'O YMUCJIa B ITPOTOKOJAX: CIIyIIalid, BRICTYIIHIIN, IIOCTAHOBUJIU, PCIINIIN.

B noxymeHTax, yCTaHaBJIMBAIOIIKX MpaBa U 00S3aHHOCTH OpraHU3alliy, €€ CTPYKTYPHBIX
noJipasienenuil (MoaoKeHne, MHCTPYKLMS ), a TAKXKE COAEPIKAIMX OMUCAHUE, OLIEHKY (DaKTOB MIIH
BBIBOJIBI (aKT, CIIPaBKa), UCIOJIb3yeTcsl (hopMa U3JI0KEHUS TEKCTa OT TPETHETO JIMLA €AMHCTBEHHOTO WIIN
MHOECTBEHHOTO YHCa («OT/IeN OCYIIECTBIIAET PYHKINNY, «B COCTAB OObETUHEHUS BXOIATY,
«KOMHCCHS yCTaHOBUJIA»).

B texcte AOKYMCEHTA, IOATOTOBJICHHOI'O HAa OCHOBAHUHM 3aKOHOJATCIIbHBIX, MHBIX HOPMATHBHBIX
IMPaBOBLIX AKTOB, U3NAHHBIX OpraHaMu BJIACTHU, JOKYMCHTOB, PAHCC U3AAHHBIX OPraHOM BJIACTH,
YKa3bIBA€CTCA HAMMCHOBAHUC BUJd JOKYMCHTA, HAUMCHOBAHUC OpraHa, MU31aBIICT0 JOKYMCHT, JaTa
MPUHATHA WU YTBCPKACHUA JOKYMCHTA, €ro pCFI/ICTpaLII/IOHHHﬁ HOMCP, a TAKIKC 3aroJIOBOK K TCKCTY
HJIM HAMMCHOBAHUC B Ja JOKYMCHTA, HAIIPUMCEDP:

[okymeHT co3aaH B anekTpoHHon chopme. Ne 36 ot 31.10.2025. UcnonHutens: MuHHukaesa J1.M. 0 AIEKTPOHHbINA
CrpaHunua 10 u3 57. CTpanuua cosaara: 31.10.2025 17:14 =¥ TATAPCTAH



«B cootBercTBuM ¢ mocranosieHrueM [IpaBurenscrBa oT 13.08.1997 Ne 1009 «O6 yrBepxkaeanu [Ipapun
MOATOTOBKHW HOPMATHBHBIX NIPABOBLIX AKTOB (be,uepaanbe OpraHOB HUCIIOJTHUTEIILHOM BJIACTU
U UX FOCYapCTBEHHON PETUCTPALIUNY;

«B cootBerctBuU ¢ [los105k€HIEM O TOCTOSIHHO EHCTBYIOLIEH HKCIIEPTHON KOMUCCHH YUPEKACHNUS,
OpraHM3alu, IPEeANPUATHS, YTBEPKICHHBIM IIpuka3zoM PocapxuBa ot 11.04.2018 Ne 43».

Ecnm TekeT conepKUT HECKOIBKO ITOPYUYEHUH, PELIEHUH, BEIBOJOB, B TEKCTE BBIICISAIOTCS Pa3ICiIbl,
MIOAPA3AEIIbl, IIYHKTBI, TOAIYHKTBI.

B TekcT 1oKyMeHTa MOTYT BKIIIOYAThCS ()parMeHThl, 0()OPMIICHHBIE B BHJIE TAOJIUIBI MJIA AaHKETHI.
CrpaHuIpl TEKCTa HyMEpYyIOTCs apaOCKUMU U pamMu mocepeIHe BEPXHETO MOJIs.
B nucbMax MCnonb3yroT caeayoume GopMbl U3JI0KEHUS:
e OT IIEPBOTIO JINL[Aa MHOXKECTBEHHOT'O YUCIIA (KIIPOCUM HAlpaBUThY», «HANPABIIIEM
Ha pacCMOTPEHUEN);
e IIEPBOIO JIMLA €IUHCTBEHHOIO YHCia («CUUTAI0 HEOOXOIUMBIMY, KIIPOLLY BBIICIUTH);
e TpeThEro Jinia eAuHCcTBeHHOTo uncia («OO He Bozpaxkaer», «OO cunTaeT BO3MOXKHBIMY).

3.2.12. OT™MeTKa 0 NPUJIOKEHUH

Ecnun nokyMeHT uMmeeT npuiioKeHusi, Ha3BaHHbBIE B TEKCTE, TO OTMETKA O HUX O(pOopMIIsETCA
o cueayrouieit popme:

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

Ecmu MPHUIIOKCHUSA B TCKCTC HEC HA3BAHbI, TO HCO6XOI[I/IMO NEPCUHUCIINTD UX HAa3BaAHUA, KOJIUYCCTBO JIUCTOB
H DK3CMILIAPOB KAXKIOTO.

HpI/I HaJIN4YHUH HECKOJIBKUX HpI/IJ'IO)KCHI/Iﬁ OHU HYMCPYIOTCA:

[Ipunoxxenus: 1. [lltaTHOE pacnucCaHue... Ha 4 1. B 3 3K3.

2. CmeTa pacxo/ioB... Ha 4 1. B 3 3K3.

Ecnu npunoxxeHns cOpoIopoBaHbl, KOJIMYECTBO JTUCTOB HE YKa3bIBAE€TCS.

Ecnu x ToKyMeHTY npuiaraercsi Apyroi JOKyMEHT, TaKKe UMEIOIINNA NPUI0KEHNE, OTMETKY O HAJTMUUU
MPUIOKEHUS OPOPMIISIIOT CIIEAYIOIUM 00pa3oM:

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

Ecnm npunosxenunem siBasieTcss 000COOJICHHBIN AIEKTPOHHBIA HOCUTEND (KOMITAKT-AUCK, Usb-duremn-
HAKOMUTEIb U JpP.), OTMETKY O HaJTMYUU MPHUIIOKEHUS OPOPMIISIFOT CIEAYIOLUM 00pa3oM:

[Tpunoxenue: CD B 1 3k3.
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[Tpu aTOM Ha BKIIajbIIE (KOHBEPTE), B KOTOPBIN MOMEIIAETCS HOCUTEINb, YKa3bIBAIOTCS HAMMEHOBAHUS
JOKYMEHTOB, 3aIlIICAHHBIX HAa HOCUTENb, UMEHa (hailiioB.

HpI/IJIO)KeHI/ISI JOJIDKHBI O(l)OpMJISITBCSI Ha CTaHAAPTHLBIX JIUCTaX U UMCTb BCC HCO6XOI[I/IMLIC JJIA
AOKYMEHTOB PEKBU3UTEHL (HaI/IMeHOBaHI/Ie, 3arojJoBOK, ITOAIINCH pYKOBO,Z[PITeJIeI;'I HO,Z[pa?»I[eJ'IeHI/Iﬁ,

OTBCTCTBCHHBIX 3a UX COACPIKAHUEC, OTMCTKY O COINIaCOBAHUU U T. I[.).

Ha nmpunosxeHnu K pacriopsiAMTeIbHOMY JOKYMEHTY B IIPAaBOM BEPXHEM YIULy CTABUTCSI OTMETKaA
C YKa3aHHMEM Ha3BaHMs PACIOPAAUTEIIBHOIO JOKYMEHTA, €r0 AaThl U PETUCTPALIMOHHOTO HOMEDPA.

Hanpumep:

[Ipunoxxenue Ne 2
k npukazy MbOY «Martseesckas OOILLD»
ot 15.06.2026 Ne 11

HaumeHnoBaHue Bua JOKyMEHTa — MPHIIOKEHHS (IIEPBOE CIOBO 3ar0Jj0BKa MIPUIIOKEHUS) BBIICIIACTCS
MPONUCHBIMU OykBamu, morykupHabM mpugpTom (ITOJIOXKEHUE, ITEPEYEHD, CITMUCOK u T. 11.).

Honyckaercs Boipaxenue «[IPUJIOXKEHUE Ne» neyarats nponucHbIMU OyKBaMHU, a TaKKe
LIEHTPUPOBATh 3TO BBIPAKEHHUE, HANMEHOBAHME JIOKYMEHTA, €ro JaTy U PEruCTPallMOHHBIN HOMEP

OTHOCHUTEJIBHO CaMOM JUITMHHOM CTPOKH.

Hampuwmep:

[Tpunoxenne Ne 1
MBOY «Martseesckasa OOIL»

ot 05.06.2026 Ne 145

3.2.13. I'pud coriiacoBanus JOKyMeHTa
Buemrnee cornacoBanue oOpMIISETCSI COOTBETCTBYIOIIUM TPUPOM.
I'pud cornacosanus cocrout u3 cinoa COI'JTACOBAHO (6e3 kaBbI4eK), JO0HKHOCTH JIUIA, KOTOPHIM
COTJIACOBaH JOKYMEHT (BKJIIOYasi HAMMEHOBAHKE OpPraHU3alliu ), ero COOCTBEHHOPYYHOH MOITHCH,
WHULHATIOB, (haMUJTUH, TaThl COTJIAaCOBAHUSI.
Cnoso COT'JIACOBAHO nomyckaercs corjaacoBbIBaTh ¢ HAUMEHOBAHUEM BHJIA IOKYMEHTA:

e Uncrpykuus - COI'JIACOBAHA

e Permament - COI'JTACOBAH

e [lonoxenue - COI'JTACOBAHO

Hamnpumep:
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COI'TACOBAHO

3aMecTUTeNh HaYaIbHUKA YIPABICHUS
o0Opa3zoBaHus DHCKOM 00J1acTh
noanuck A.U. Ilerpos

11.07.2026

Ecnu cornmacoBanue mpoBOAUTCS ¢ KOJIJIETHAIBHBIM OPTaHOM WJIM IOCPEICTBOM MHCHbMa, TO Tpu
coryacoBaHusi 0pOPMIISIETCS CIIEYIOIINM 00pazoM:

Hanpumep:

COTI'JIACOBAHO
Ilemarornueckum cosetom MBOVY «Martseesckass OOILLy
(mpotoko:n ot 29.03.2026 Ne 1)

FpI/I(l)I)I corjiaCoBaHus MOT'YT pacniojiaratbCsa Ha OTACIIBHOM JIMCTC COIJIaCOBaHMUA, CCJIIM COACPIKAHUC
AOKYMCHTA 3aTparuBacT NHTCPEChl HECKOJIbKUX OpFaHHSaHHﬁ. Ha AOKYMCHTC ACJIACTCA OTMCTKaA «JIuer
CoryraCoBaHus MMpUIaracTca».

Bremninee coriracopaHue B 3aBUCUMOCTH OT COACPpIKaHNA JOKYMCHTA OCYIICCTBIISACTCS B CJICI[}’IOIIICf/i
OUCPCIHOCTH:

e CO CTOPOHHHMH OpraHM3aIUsIMH, KOTJa OHU BBICTYNAIOT 00513aTEIbHON CTOPOHOM
B IIPaBOOTHOUICHUAX, BO3HUKAIOIINX BCIIEICTBUE U3/IaHUSI JOKYMEHTA, U KOT'/1a COep KaHue
JIOKYMEHTa 3aTparuBaeT X HHTEPECHI;

e 0OILIECTBEHHBIMU OpPraHU3alMSIMU — B CIy4asX HEOOXOJUMOCTH WM B CIIydasX,
MPEIYCMOTPEHHBIX TTOJIOKEHUSIMH 00 STHX OpraHU3aInsiX;

e OpraHaMu, OCYUIECTBIISIOIINMHU TOCYAAPCTBEHHBINH Ha/IBEJOMCTBEHHBIM KOHTPOJIb (HAaa30p)
B OTIpeIeNIEHHOM 00J1acTH (3KOJIOTMYECKHA, OKapHBIN U T. 11.);

e BBIIIECTOSANIMMHU OPTaHU3AUSAMH — B CITydyasiX, KOTJa 3aKOHOJIaTeIbCTBOM MPeayCMaTpUBAETCS
BO3MO>KHOCTh COBEPILEHHUS YIPaBICHUYECKUX AEMCTBUN TOJIBKO C pa3pelIeHns dTUX
OpraHu3aluil.

3.2.14. Bu3a coriiacoBaHusl JOKYMEHTa
Busbl cornacoBanusi JOKyMEeHTa — PEKBU3HUT JTOKYMEHTA, YKa3bIBAIOIINI Ha COIJIACHE WJIM HECOTJIacue
JOJDKHOCTHOTO JIWIIa 00pa30BaTeIbHONW OpPraHU3aIliy C COJIEp )KaHNEM MIPOEKTa IOKYMEHTa (fajiee —

BU3Q).

Bu3za BkiII04aeT JOMKHOCTS JIMIA, BUBHPYIOIIETO JOKYMEHT, MOIUCH, paciin(ppoBKY MOJIUCH
(uHUIMATBL, (PAMUITUIO) U AATy BUSHPOBAHUSI.

Hamnpumep:

3amecTuTeNbh IUPEKTOPA MO0 BOCIUTATEIHHOU paboTe

HBanoBa N.N. sanoBa
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10.10.2026

OdopmierHas TakuM 00pa30M BU3a 03HAYAET COTIIACHE JOIKHOCTHOTO JIMIIA C COJIepKaHUEM
JIOKYMEHTA.

[Tpyu HanmUuMK 3aMeYaHi MO JOKYMEHTY BH3Y OQOPMIISIFOT CISAYIONUM 00pa3oM:

3aMeuaHus IPUIIAraoTCs
3aMecTUTENb IUPEKTOPA 10 BOCIIUTATEIbHONU padoTe
NBanosa N.N. NBanosa

10.10.2026

HOKYMGHT BU3HUPYCTCA UCIIOJTHUTCIIEM U 3aMHTCPECOBAHHBIMU B JOKYMCHTC JOJDKHOCTHBIMU JIMIIAMU,
PYKOBOIUTCIICM 06p330BaTeJ'IBHOI71 OopraHu3aluu.

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

Ha noxymeHTe, HOJUIMHHUK KOTOPOTO OCTAeTCsl B 00pa30BaTeIbHOM OpraHn3aluy, BU3bl IPOCTABIISIOT
B HUKHEH 4acTH 00OPOTHOM CTOPOHBI OCIEAHETO JIUCTA MOAJIMHHUKA JOKYMEHTA.

Ha AOKYMCHTC, IOAJIMHHUK KOTOPOI'0 OTHPABIIAIOT U3 OpraHu3aliv, BU3bI IPOCTABJIAIOT B HIKHEH 4acTh
J'II/II_ICBOI\/’I CTOPOHBI BTOPOT'0O 5K3CMILIApaA OTIPABIACMOTI0 JOKYMEHTA.

Bo3moxuo O(bOpMJ'IeHI/Ie BU3 JOKYMCHTA Ha OTACJIBHOM JIUCTEC COIJIaCOBAHUS. JIOHYCKaeTCﬂ IMOJINCTHOC
BU3HUPOBAHUC JOKYMCHTA U CI'0 IIPHUIIOKCHUS.

Ecnu B mpouecce BUBNPOBAHUS B IPOEKT TOKYMEHTA BHOCSTCS CYIIECTBEHHBIE U3MEHEHMSI, OH MOJIEKUT
MIOBTOPHOMY BU3HpoBaHUIO. [IoBTOpHOE BU3MpOBaHUE HE TPEOYETCs, €CIIU MPHU 10pAOOTKE B MPOEKT
JOKYMEHTa BHECEHBI YTOUHEHHSI, HE MEHSIIOIINE €r0 CYTH.

3.2.15. Hoanuch

JIOKyMEeHTBI, HalpaBJiieMble 00pa30BaTEIbHON OpraHU3allel B BBIIIECTOSIINE OpraHbl yIIpaBIeHMs,
MOJITMCHIBAIOTCS PYKOBOJIUTENIEM 00pa3oBaTeIbHOIN OpraHu3alu, ero 3aMeCTUTENIeM 10 OPYUYECHHUIO
pyKoBOUTEINS 00pa30BaTEIbHON OPraHMU3alMU [0 COOTBETCTBYIOIINM HANIPABICHUSIM.

B cocrtaB pexBusuta «Iloanuce» BXOAAT: HAUMEHOBaHHUE JTOJKHOCTH JIMIIA, TIOJIUCABIIETO JOKYMEHT
(mosiHOE, C yKa3aHUEM Ha3BaHUs OPTaHU3AINH, €CIIU TOKYMEHT 0()OpMIIeH He Ha OJlaHKe,

U COKpalIeHHOE — Ha JIOKyMeHTe, 0pOPMIIEHHOM Ha OJIaHKe); TUYHas MOANUCH; paciiu(poBKa MOJIUCH
(vHULIMATBL, aMUITHS).

Hamnpuwmep:

3aMecTUTENb TUPEKTOPA JInynas moamuck N.N. Banosa
110 BOCTIUTATEIbHOU padboTe
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B AOKYMCHTAxX, MOArOTOBJICHHBIX KOMHCCHGP'I, YKa3bIBAOTCA HC JOJKHOCTHU IMMOANMCABIINX JIUII,
a UX 00A3aHHOCTH B COCTaBE€ KOMHCCHH.

Hanpumep:
npejcenaTresib KOMUCCHU JInyHnasg nmoanuch N.0. ®amnnus
YJICHBI KOMUCCUH JInyHasg nmoanuch N.0. ®amnnus

JInyHag moanmce N.0. ®amunus

[Tpu noanurcanuu JOKYMEHTa HECKOJIbKUMHU JOHKHOCTHBIMU JIMIIAMU WX MOAMKMCH PACIIONaraloT OJHY
MOJ APYTOM B MOCIEI0BATEIIBHOCTH, COOTBETCTBYIOLIEH 3aHUMAEMOU JOJIKHOCTH.

Hampuwmep:
Jupexrop JInynas noanuck N.0. ®amunus
3amecTuTeNnb AUPEKTOpa JInunas noanuce N.0. Gamunus

HpI/I noAnuCaHun JOKyMCHTA HECKOJIbKMMU JIMLAMU paBHBIX ﬂOH)KHOCTeﬁ, HX IIOAIIMCH pacriojararoT
Ha OJHOM YPOBHC.

Hamnpumep:

3amecTUTENb IUPEKTOpA 1O 3amecTUTeNb IUPEKTOpA 1O
aMUHUCTPATUBHO-XO03SIIICTBEHHOM y4e0HO-BOCTIUTAaTEIbHOM padoTe

pabore

JIAYHAas MOANHNCH HN.0. ®amunug JIAYHAas IOAIHNCH N.0. ®amunug

Ecnu nomkxaocTHOE JIMIO, MOANMKUCH KOTOPOI'0 3aroToOBJICHA HAa IMPOCKTEC NOKYMCHTA, OTCYTCTBYCT,
TO JOKYMCHT HOJIZKCH IMMOANUCBHIBATHCA JIMIIOM, UCIIOJIHATOIINUM €TI0 065{3aHHOCTI/I, WK €ro 3aMECTUTCIICM.

He AO0IMYCKACTCA MOATINCAaHUEC JOKYMCHTOB C IIPECIJIOTOM «3a» UJIN MPOCTABJICHUC KOCOM YCPTHI NEpEA
HaANMMCHOBAHUCM JOJIXKHOCTH.

3.2.16. OT™MeTKa 00 3JIEKTPOHHOH NMOANKMCH
OTMeTKa 00 JEKTPOHHOM MOAMUCH UCIOIB3YETCs MPU BU3yaTH3alUU JIEKTPOHHOM MOANUCH Ha
AOKYMCHTC OtMmeTKa MOATBEPKIAACT TO, UTO IJICKTPOHHAA IMOAINNCH ObLI1a BCpHA HA MOMCHT BKIIFOYCHU A

nokymenta B CO/1.

OTMeTKy 00 3JIeKTPOHHON MOJMKMCH HEOOXOIMMO pacnojaraTb ¢ COOJIIOICHUEM CIETYOLTNX
TpeOoBaHUI:
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e MECTO pa3MeLIEHUsI OTMETKH 00 3JI€KTPOHHOU MOANKCH AOKHO COOTBETCTBOBATH MECTY
pa3MmereHus: COOCTBEHHOPYYHOM MOANUCH B aHAJIOTUYHOM JJOKYMEHTE Ha OyMaXHOM
HOCHTEIIE;

e DJIEMEHTHI OTMETKH 00 JJICKTPOHHOMN MOANUCH JOKHBI ObITh BUIUMBIMHA M YUTAEMBIMU TIPU
O0TOOpaXEeHUH JIOKyMEHTa B HaTypaJIbHOM pa3Mepe;

e 3JIEMEHTHI OTMETKH 00 AJIEKTPOHHON MOMMCH HE JOJKHBI IEPEKPBIBATHCS MM HAKJIaIbIBATHCS
ApYT Ha Apyra,

e DJIEMEHTHI OTMETKH 00 JIEKTPOHHON MOJIMMCH HE JOJKHBI IEPEKPBIBATh 3JIEMEHTHI TEKCTa
JIOKYMEHTa U APYT'He PEKBU3UTHI JOKYMEHTA.

Ot1MeTKy 00 3JIeKTPOHHOU MOANUCH (GPOPMUPYIOT U BU3YAIN3UPYIOT IPOTPAMMHBIMU CPEICTBAMH.
OtmeTKa 00 3J€KTPOHHOM MOJIUCH MOXKET:

e BKJIIOYATHh M300pakeHUE IMOIEMBI 00pPa30BATEIHLHON OPraHU3aIMU — TOJIBKO JJIs OTMETKH 00
YCUJICHHOM KBaTU(UIIMPOBAHHON M YCHIICHHON HEKBATU(PUITUPOBAHHOM JIEKTPOHHOM
MOATHCH;

e CoOJepXaTh METKY JJOBEPEHHOTO BPEMEHH, KOTOpas 0TOOpaXkaeT MH(OPMAIIHIO O JaTe U
BPEMEHH MOANMCAHUS ANEKTPOHHOIO JOKYMEHTA 3JIEKTPOHHOM noAnuchio. Merka
pacrmoaraeTcsi HIKe OCTaJIbHBIX 3JIEMEHTOB 3JIEKTPOHHON MOANKCH. BHEIIHNI BUT METKU
JIOJKCH OBITh WICHTHYCH JPYTUM IJIEMEHTAM ITOITHCH.

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

OT1MeTKa 00 ycH/IeHHOH KBATH(UIMPOBAHHON U YCWICHHOI HEKBATH(UIMPOBAHHOMI
3J1eKTPOHHOM MOANMCH BKIIOYaeT (ppa3y «J{oKyMeHT MoAnMcaH 3IEKTPOHHON MOIICHI0», HOMEP
cepTu(uKaTa KIroya IEeKTPOHHONW HOANUCH (U yCUIICHHOH HEKBATM(UIMPOBAHHON TTOAITUCH — IPU
HAIMYUH cepTUHKATA), paMmIHio, UMs, OTUYECTBO (IIPH HATMYHNH) BiIaJebla cepTudukara, Cpok
JelcTBUS cepTH(UKaTa KIH0Ya 3JIEKTPOHHOMN MOATNUCH.

Hpnmep [Ipumep (c METKOM JOBEPEHHOI'O BPEMEHH )

0 JOKY]

O rID[\T}Tj UEHTP OEPASDRAHHA X
JJIERKTP(

HEHTP DEPASDEAHHA X IH‘IEHTP(

Cepmadurar 398uf of jksaww
Bnaneners [lerpoea Anactac
Hefictenrenex ¢ 01.09.2025
JlaTa ¥ BpeMa IMONMHCAHNE

Cepmudurar 398ufcf ksaww
Bnanenerr [Terpoea Anactac
Hefictenrened c 01.09 2025

OTMeTKa 0 NPOCTO 3JIEKTPOHHOM MOANMCH BKIIOUaeT Pppasy «/JoxkyMeHT moanucan npocTon
3JIEKTPOHHON MOAMMUCHION», (DaMUIINIO, UMsI, OTYECTBO (IIPU HAJIMYMH) BIIAJIETIbIIA MTOIMUCH, B CKOOKaX
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HAaUMEHOBAaHME CTPYKTYPHOI'O MoJipa3ziesieHus (Mpu HAJIMYMK) 1 HAUMEHOBaHUeE JOKHOCTH. BHelHuit
BHJI OTMETKH, YCTAHOBJICHHBIN B HACTOSIIEM ITYHKTE, MOXKET MEHSTHCS MO COIJIAIIEHUIO CTOPOH.

[Tpumep (¢ METKOM TOBEpEHHOTO BPEMEHH )
[Tpumep

TJOKYMEHT ITOTIITHC
JIEKTPOHHOH T
[Togmican: Kamtanoea Hpun
(OToen xagpoe, HAYATEHHEK 01
Iarta 1 epema moarmicaqma: 1:

JOKYMEHT HOTIITHC
3JIEKTPOHHOH II
[logrmican: Kamranoea Hprm:
(Otnen kampoe, HAYATEHHE OT,

3.2.17. [leuatn

OTTHCK TIeYaT 3aBepsieT MOAJIMHHOCTD MOAMUCH AOKHOCTHOTO JIMIIA Ha JOKYMEHTaX, JOCTOBEPSIOIINX
mpaBa JuI, GUKCUPYOMX (PaKThl, CBA3aHHBIC ¢ (PMHAHCOBBIMU CPEJICTBAMHU, A TAK)KE HA HHBIX
JTOKYMEHTaX, IPeIyCMaTPUBAIOIINX 3aBEPEHHE TIOUIMHHON TOAMKUCH. JJOKYMEHTBI 3aBEpSIOT MEYaThIO

00pa3oBaTeNbHON OPTaHU3AIIH.

Ileuats MMPOCTAaBJIACTCA Ha CBO6OZIHOM OT TCKCTa MCCTEC, HC 3aXBaTbIBad JIMIHOM IMOANMCH JOJIZKHOCTHOI'O
JIM1a.

3.2.18. OT™MeTKAa 00 MCIIOJTHUTEIE

OtMmeTka 00 MCIIOJTHUTENE BKIIOYALT B ce0s1 (PaMUITUIO, UMSI, OTYECTBO MCIIOTHUTENS IOKYMEHTa, HOMEp
ero tenedona.

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

Hanpuwmep:

Banosa luna iBanoBHa

8 (495) 994-94-94

3.2.19. OT™MeTKa 0 3aBepeHHN KOITMH

Konmu ¢ TOKyMEHTOB BBLAAIOTCS € Pa3peIIeHNs] pyKOBOAUTENEH CTPYKTYPHBIX ITOAPA3AEIEHUN U TOJIBKO
C Te€X JOKYMEHTOB, KOTOpbIE ObLTH M3/1aHbl B 00pa30BaTeIbHON OPraHU3aIlMK U KOTOPbIE KaCaloTCs
CITy>K€OHOM JIeATEeNbHOCTH TaHHOTO CTPYKTYPHOTO MOIpa3/iesICHuUsI.
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[Ipu BhIIaYE KOMUHU TOKYMEHT BOCIIPOU3BOIUTCS MOJTHOCTHIO (6J1aHK 00pa3oBaTeNbHOM OpraHu3aluu,
HOMED, J1aTa, COJEPKAHUE U T. 11.).

B npaBoMm BepxHeM yriy konuu nuiiercs ciioBo «Konusay. [Ipy Beigade KoUK ¢ KONKUM CIEAYET IMHCATh
«Komnus ¢ xonum».

Ecnu komnus A BHyTpEeHHEr o NOJIb30BaHus, TO JJIsl 3aBepeHUs Hibke pekBu3nuta «lloamuce»
MPOCTABIISIOT 3aBEPUTENIbHYIO HAAMNUCh: «BepHO»; TOHKHOCTD JIMIIA, 3aBEPSIOLIETO KOMHIO; IUYHYIO
MOAMKCH; PacU(PpPOBKY MOATUCH (MHUITUATBI, (DaMUIIUIO); 1aTy 3aBEPEHUS.
Hanpumep:

Bepno

Cekpetapp/CrienuaiucT 1o Kaapam

JInynasa nmoamnuch B.B. UBanoBa

10.10.2026

Ecnu komust BeIIaeTCst IS IPEJICTABICHHS B IPYTYIO OPraHU3aIlIo, TO OTMETKA O 3aBEPCHHUH KOIIUU
JIOTIOJTHSETCS HA/IITUCHIO O MECTE XPAHEHUS JIOKYMEHTa, C KOTOPOTO OblIa U3rOTOBIICHA KOIIHS,

1 3aBepsETCS MeUaThO0 OpraHU3aIIH.

Hamnpumep:

[Mommuunank noxkymenta Haxoautcsi B MBOY «MartseeBckast OOI» B gene No 12-k 3a 2026 rog.

Jl1s ipocTaBieHHs] OTMETKHU O 3aBEPEHUU KOMHH MOXKET UCTIONB30BATHCS IITAMII.

3.2.20. OT™MeTKa 0 MOCTYIICHUH IOKYMEHTA

CopepuT JaTy MOCTYIUICHUS JOKYMEHTA, a TAK)KE €r0 BXOJISIINN PerucTpalinoHHbIi HoMep. [Ipu
HEO0OXOUMOCTH B OTMETKE MOYKHO yKa3aTh BpeMsl MOCTYIIJICHHS B YacaX U MUHYTaxX M CIIOCOO JOCTaBKU

JIOKYMEHTA.

OTMGTKy O MMOCTYIJICHUU JOKYMCHTA B 06p330BaT€HBHOfI opraHu3aluvu MpoOCTaBJIAIOT B BUJC LITaMIla
HJIK OT PYKHU B HIKHEH JacTu HHHGBOP’I CTOPOHBI IEPBOT'0 JINCTA JOKYMCHTA HUJIN HA €T0 o60p0Te.

Hamnpumep:
MBOY «Martseesckasa OOIIy»
11.10.2026 Ne 23

13 ¥ 40 mun

3.2.21. Pe3oaonus
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B cocTaB pe3ononuu 10KHBI BXOJUTH CIEIYIOIINE AIEMEHTHI: (paMuiIus, HHUIIUAIIbI UCIIOTHUTEIS
(ucmoHUTENEH), cofepkanue nopydeHus. [Ipu He0OXOAMMOCTH — CPOK UCTIOTHEHHSI, TOAMUCH JIHIIA,
BBIHECILIETO PE30JIIOLHIO, 1aTa PE3OJIFOLIHH.

Hanpuwmep:
Cwmupnosoii 1.0.

[Ipoiry noAroTOBUTH IIPOEKT 1OrOBOpa
¢ 000 «/lom mebemm» k 22.06.2026

JInynas noamnuch

10.10.2026

HpI/I HaJIMYWHU B PE30JTIOIHUN HECKOJBKUX HCIIOJIHUTEIICH YKa3bIBACTCA OTBETCTBCHHBLIM MCIOIHUTEIIb (KaK
IIpaBuJIO, 3TO JIUIO, HA3BAHHOC B PC30JIFOIINH HepBLIM).

Ha JOKYMCHTax, HC Tpe6y10H_[I/IX JOITOJIHHUTCIIbHBIX YKaSaHI/Iﬁ I10 MCITIOJIHCHHUIO U UMCIOIIIKMX THIIOBBIC
CPOKH UCIIOJIHCHUS, B PC30JIOLUH YKA3bIBACTCA WUCIIOJIHUTECIIb, ITOAIIUCH, PC30JI0OHA, JaTa.

P€3OJHOIII/I$I, KakK IIpaBUJIO, MUIICTCA OT PYKHM PYKOBOAUTECIICM HaA IMOJJIMHHHUKE JOKYMCHTA HA CBO60[IHOM
OT TCKCTa MCCTC.

3.2.22. OT™MeTKA 0 KOHTPOJIe

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

KonTposmro nojuiexaT Bce 3aperucTpupoBaHHbIe TOKYMEHTHI, TPEOYIOIINE UCITOTHEHUSI.

CpOKI/I HCIIOJIHCHUSA JOKYMCHTA YCTAaHABJIIMBAIOTCA B COOTBECTCTBHUU CO CPOKAMH, 0003HaYEHHBIMU
3aKOHOAATETHCTBOM, OpTaHHU3aIMel, HAlTPaBUBIIIEH MOPYUYECHNUE UIH MTPOCHOY, PACTIOPSIUTETHHBIM
JOKYMEHTOM WJIH PE3OJIOIHEN PyKOBOJUTENS 00pa30BaTeIbHON OpraHu3alny.

Cpoxk npocTtaBiisieTcsi B hopMe JAaThl 3aBEPIICHUS UCTIOTHEHUS.

3.2.23. OT™MeTKAa 0 HANIPABJIEHUM IOKYMEHTA B /1€J10

OtmeTka 00 MCTIOTHEHUH JJOKYMEHTA U HAMPaBJICHUH €T0 B JeNI0 BKIIOYAET B ce0sl CIEAYIONIUE NTaHHbIE:
bpasy «B nemoy», HHIEKC [ena 0 HOMEHKIIAType JIeNI, B KOTOPOE MOMEMIAETCs TIOKYMEHT Ha XpaHEHHE,
C YKa3aHHeM KaJIeHJapHOTO To/a, JOHKHOCTH JIKIa, O()OPMHBILIETO OTMETKY, TOJIITUCH, JIATHI.
Hamnpumep:

B nemno Ne 01-18 3a 2026 .

3aMecTuTeIb AUPCKTOpa 1o BOCIIMTATEIbHOM pa60Te

Jlnyuag nmoanuch 10.10.2026
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OrmMmeTKa o HaIpaBJICHUU JOKYMCHTA B ACJIO MOXCT JOIOJHATHCA KPATKUMU CBCACHUSAMU O XapPaKTCPE
HCIIOJIHCHUA JOKYMCHTA.

3.3. Oco0eHHOCTH OATOTOBKM U 0(popMIIeHHS OT/IeIbHBIX BU0B IOKYMEHTOB
3.3.1. Ilpuxa3s

[Tpuka3 — mpaBoOBOIA aKT, U3/1aBAEMbIil pyKOBOAUTEIEM 00pa30BaTeIbHON OPTaHU3AIMH I PELICHUS
OCHOBHBIX U OIIEPAaTHUBHBIX 33/Ja4, CTOSIIUX IIepes] 00pa3oBaTenbHOI opranu3anuei (mpuiaoxenue Ne 2).

[Tpuka3 MokeT OBITh U3JaH JIUIIOM, UCIIOIHSIONIUM 00S3aHHOCTH PYKOBOIUTEIST 00pa30oBaTeIbHOM
OpraHM3alllK B CIy4ae ero OTCYTCTBUS.

B npukasax no 0CHOBHO# 1€ATeIbHOCTH PELIAIOTCs BONPOCH! Y4eOHOI, X035HCTBEHHO!, (P MHAHCOBOMN
NEeSTeIbHOCTH, TUTAHUPOBAHHMSI, OTYCTHOCTH, YUEOHO-BOCIIUTATEIIFHOTO TIpoIiecca, (PU3MIECKOTO Pa3BUTHS
U T. I

[Tpukassl opopmisitoTes Ha 6aHke oOpa3zoBaTelbHOM oprann3anuu. [lepenada mprkazoB, UX KOnuit
pabOTHHKAaM CTOPOHHHMX OPTaHU3AIUN JOMYCKAETCS TOIBKO C Pa3pelIeHus] PyKOBOAUTEIS
oOpa3zoBarenpHOM opranuzanuu. [IpoekTrl MprKa3oB pa3padaThIBAIOTCS YIOIHOMOYSHHBIM JIUIIOM
110 MOPYYEHHIO PYKOBOJICTBA WJIM IO COOCTBEHHOM MHUIIMATUBE.

[ToaroroBka mpukasa BKJIIOUaeT B ce0s M3yUeHHE CYIIECTBA BOMPOca U cOOpP HEOOXOAUMBIX CBEICHUI;
MOJITOTOBKY MPOEKTa MPUKa3a; COTIACOBAHNE MPOEKTA; MOIIMICAHNE PYKOBOJAUTEIEM 00pa3oBaTeIbHON
OpraHu3alliy, PErUuCTPALHIO.

[Tpukassl nevararorcs mpudrom Ne 12 nm Ne 14.

Homepa cTpaHHIl TPOCTABIISIOTCS TOCEPEIIHE BEPXHETo MOJIs JINCTa. TeKCT mpuKas3a neyaraercs yepes
OJIMH MEXCTPOYHBII HHTEepBal, 6e3 060poTa.

[Tpuka3 uMeeT cienyronue peKBU3UThI: HAMMEHOBaHWE 00pa30BaTeIbHON OpraHU3alMK COTJIACHO
ycTaBy; HauMeHoBaHue Bua JokyMeHTa (IIPMKA3), nara, HoMep, MECTO COCTaBIIEHHUS, 3ar0JIOBOK

K TEKCTY, TEKCT, HAUMEHOBAaHUE JTOJDKHOCTHU, MOANHUCH JIOJKHOCTHOTO JIUIA (MHULMAIBI, (haMIIINs ), BU3bI
COIJIACOBAHUS, 03HAKOMJICHHS.

JlaToii nmpukasa siBiseTcs nara ero noanucanus. Jlara opopmiisiercs: udpoBBIM CIIOCOOOM; HOMEP
COCTOMT M3 3HaKa «Noy» U MOpsAKOBOro HoMepa npukasa, Hanpumep: ot 00.00.0000 Ne 000.

TekcT mpuKasza COCTOUT U3 JBYX B3aMMOCBSI3aHHBIX YaCTE — KOHCTATUPYIOWIEH U pacopsIANTEIbHOM.

TekcT nmprkaza J0DKEH UMETh 3aroJIOBOK. 3arojloBOK HauuHaeTcs ¢ mpeaiiora «O» («O06»)
1 (OpMHUpYETCS IPU MTOMOIIH OTTIIATOJIBHBIX CYIIECTBUTENBHBIX (Hanmpumep: «O0 yTBEpKICHUHU...»,
«O peructpanui...», «O CO3IaHUH...»).

3aroJ0BOK JOJKEH KpPAaTKO U TOYHO OTPa)kaTh COJEP KAHUE TeKCTa Mpukasa. Touka B 3arooBKe
He craBuTcs. [leyaraercs yepes qBa MEKCTPOUYHBIX MHTEpBaia OT pekBu3uTa. [leuataercsa cTpodHbIMU
OyKBamH, BBLAEISETCS )KUPHBIM HIpU(TOM.
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B koHcTaTupytomiei yacTi KpaTko U3IaraioTcs Ueinu U 3a1a4u, (GakTbl U COOBITHUS, TOCTYKUBIIHE
OCHOBaHHMEM JJig U3AaHus nprkaza. OHa MOXKET HAUMHATHCS CIIOBAMHM «B LIEJIAX», «BO UCIIOJIHEHHUE» U Jp.
Ecnu npukas nzaercss Ha OCHOBaHUU JPYTroro JOKYMEHTa, TO B KOHCTaTUPYIOLIEH YacTH YKa3bIBaeTCs
HaMMEHOBAHHE 3TOT0 JOKYMEHTAa, HAMMEHOBAHUE OpraHa, U3/IaBIIero JOKYMEHT, JaTa,
PErUCTPALIMOHHBIN HOMEP U 3ar0JI0BOK K TEKCTY.

Koucratupytomiast 4acTb MOXKET OTCYTCTBOBaTbh, €CJIM MPEANICHIBAEMbIE JCHCTBUS HE HYKIaI0TCA

B pa3bsiACHEHUH. TEeKCT MpUKA30B B TaKUX ciiydasx HaunHaercs co cioBa «[IPUKA3BIBAIO» (numercs
npornucHeMU OykBamu). [Ipu Hanmuuuu qByX yactell mpuka3a pacrnopsauTeNIbHas YacTh OTAEsAETCs

OT KOHCTaTHpYIolel cioBoM «mpukasbiBatoy. [locne cinosa « [IPUKA3BIBAKO» craButTcs nBoeroune.

TexkcT pacnopsAAUTENBbHON YaCTH MOXKET JEIUTHCA HA IIYHKTHI, B KOTOPBIX YKa3bIBAlOTCS UCIIOJHUTEINH,
KOHKpPETHBIE IEHCTBHS U CPOKHU MCIIOJIHEHUS ITPEIChIBaeMbIX AeicTBUM. Eciu npuka3s gonomnxser,
OTMEHSET WINM U3MEHSIET PAHEE U3JIaHHBIE ITPUKA3bl MM UX OTJIEIbHBIC IIYHKTHI, 3TO OFOBAPUBAETCS

B TekcTe. [locneHuM MyHKTOM pacnopsIuTeabHOM YacTH IPUKa3a yKa3bIBAETCs 1OJIKHOCTHOE JIUIIO,
Ha KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIOJIHEHUEM IIpHKa3a B neiaoM. Hampumep: «KoHTpos

3a UCTIOJIHEHUEM ITpHKa3a OCTaBJISIO 32 COO0IN.

HOI[HI/ICI) OTACIIAACTCA OT TCKCTA ABYMA MHTCPBAJIAMU, IICYATACTCA OT I'PAHUIIBI JICBOT'O ITOJIA.

Pacmm¢poBka moanucu nevaTaercsi Ha ypoBHE MOCIEIHEH CTPOKU JOJDKHOCTH Y TIPABOW TPaHHIIBI
TekcToBoro nosd. IIpoGen Mexay nHMIManaMu U GpaMuiven He JenaeTcs.

[Tocnennss OykBa B pacminpoBKe MOAMUCH OTPaHUYNBAECTCS MPpaBbIM mosiem (10 mm).

[Ipu noanucanum npukasa JUIOM, 3aMEHIAIONIUM PYKOBOJAUTEIS 00pa30BaTEIbHOM OpraHU3alliu,
JOJKHA OBITH yKa3zaHa ero ¢akTuyeckas J0DKHOCTh U (pamMumus.

[Tpy HaM4YMK NPUITOKEHUH K MPUKa3y 00s3aTeIbHO J1e1aeTCsl CChIJIKA Ha HUX B TEKCTE.

[Ipukassl HyMepyrOTCs MOPAKOBOM HyMepaluel B Ipeienax KajieH1apHoro roga. OTaensHo
HYMEpYIOTCS IPUKa3bl 10 OCHOBHOM AESITEIbHOCTH, IO JMYHOMY COCTaBy paOOTHHUKOB, IO TUYHOMY
COCTaBy O00y4YaroImuxcs, Mo OTIycKaM, O KOMaHIUPOBAHUU.

Ecnu npuka3 BBOJUT B IeHCTBUE KaKUe-TH00 TOKyMEHTHI (MHCTPYKIMH, TpaduKH, IpaBuia,
MIOJIOKEHHMST), TO OHU 0(OPMIIAIOTCS B BHJIE IPUIIOXKEHUS K MPUKa3y. B mpaBoM BepXHeM yriy Takux
JIOKYMEHTOB OT IISITOTO MOJIOKEHUS Ta0yJIsTOpa HE0OX0AUMO HcaTh ciaoBo «IIpunoxenue» ¢ ykazaHuem

HaNMMCHOBAHUS PACTIOPAAUTECIIBHOI'O JOKYMEHTA, €ro JaThl, HOMEpaA.

Hamnpumep:

[Ipunoxenune

k npukazy MbOVY «Marseesckass OOILL»
ot 11.07.2026 Ne 34

HpI/IJ'IO)KCHI/ISI K IIPOCKTaM IIPUKA30B O(l)OpMJ'IHIOTC}I Ha OTACIBbHBIX JIMCTAX 6yMaTI/I.

PaSMepI)I MoJIeH 1 MECKCTPOYHBIC MHTCPBAJIBI ITPU IEYAaTAHUHU TEKCTOB HpI/IHO)KeHI/IfI NJICHTUYHBI
pasMepaM, NIPpUMCHACMBIM IIPH IICUATAHHUU TCKCTOB IIPHUKA30B.
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B npunoxeHusix noMemaroTcsi HoJ0KeHus, IepeyHH, CIUCKU, Tpaduku, TabIuIbl, 00pasibl JOKYMEHTOB
U ap.

Ecnu B TekcTe qaeTcs cChliiKa «COTJIACHO MPHIIOKEHUIO» WM (Tpuiioxkenue Ne...), To Ha repBoi
CTpaHulIE IPUJIOKEHUS B IIPABOM BEPXHEM YIITy mUIIeTcs ciioBo «lIpunosxkenuey u ero Homep, HUxKe
gepes OJIMH MEXKCTPOUYHBIN HHTEPBAJI JaeTCs CChUIKA HA MIPUKA3 PYKOBOAMUTENS 00pa30BaTeIbHON
OpraHu3allyu, ero AaTy 1 HoMep.

Bce cocraBHble YacTH pEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY Kparo, II€4aTal0TCA Yepe3 OANH
MEXCTPOUHBIM HHTepBaJl. JlJIMHA CTPOKHU HE JIOJIKHA MPEBBIIIATE 8 CM, OrPAHUYUBAETCS MPABbIM I10JIEM

nokyMmeHnTa. [Ipy HanMYuM HECKOIBKUX MPUIIOKEHUI OHU HYMEPYIOTCS.

Hanpumep:

[Tpunoxenue 1

k nnpukazy MbOVY «Marseesckass OOILL»
or 11.07.2026 Ne 34

[Ipu Hanuuuu B Texcre popmynnposku «Y TBEP/IUThy npunaraemoe nosioxeHue, cOCTaB KOMUCCHH,
IIEpeYeHb MEPONIPUATHHN U T. [. HA CAMOM IIPWIOKEHHUHU B ITPAaBOM BEPXHEM YTJIy PAcIIOararoTcs CI0Ba
«YTBEPXJIEHO» unun «YTBEPXIEH» co ccpuikoif Ha ripukas, ero aaty, Homep.

Hamnpumep:

YTBEP/KAEHO
npukazoM MBOY MBOVY «Martseesckas OOLLD»

ot 11.07.2026 Ne 34

3aroyioBOK K TEKCTY NMPUIIOKEHUS ITeYaTaeTcs HEeHTPUPOBaHHBIM criocoooM. HanMmeHnoBanue Buaa
JOKyMEHTa MPUII0KEHUs (IIepBOE CIOBO 3arojI0BKa MPUIIOKEHUS IeYaTaeTcs IPOMUCHBIMU OyKBaMU
xupHbM mwpudpTom: [IOJIOXKEHUE, ITEPEYEHD, CITUCOK u T. 1.).

3aroiaoBok IMPHUIIOKCHUSA OTACIIACTCA OT AAThI 1 HOMCPA IIpUKa3a ABYMA MCKCTPOUYHBIMU MHTCPBAJIaMHU.

[Ipy HanM4MK B TEKCTE NPHUIIOKEHUS HECKOJIBKHUX PA3/EJIOB UX 3ar0JIOBKU NE€YATAKOTCS HEHTPUPOBAHHBIM
Croco0oM (OTHOCUTENIBLHO TPaHUIl TeKCTa). Touka B KOHIIE 3aT0JIOBKOB He cTaBUTCS. [lomyckaercs
BBIJIETISITH 3ar0JIOBKH Pa3/ieoB LIPU(PTOM APYroil HaChIEHHOCTH (KUPHBIM, TTOJYKUPHBIM).

Texct npunoxkeHus MoxkeT ObITh 0(OpMIIEH B BUJIE TaOIHUIIBL. ['padbl ¥ CTPOKHU TaOIUIIbI JOIKHBI HIMETh
3aroJIOBKY, BbIpaKEHHbIE HMEHEM CYILIECTBUTEIbHBIM B UMEHUTENbHOM najexe. [lonzaronosku rpad

U CTPOK IpaMMaTUYEeCKH JOJDKHBI OBITh COrTIaCOBAHBI C 3arojloBKaMH. TeKCT TabIuIIbI meyaTaeTcs yepes
OJIMH MEXCTPOYHBIA HHTEpPBAJ.

[Ipu HanmuuMy B TEKCTE MPUIIOKEHUI CCHUIKM Ha CHOCKY OHa 0(opMIIsieTcs 3Be3/104K0i. TeKCT CHOCKU
[1€4aTaeTCs 4Yepe3 OJAUH MEKCTPOUHBIM HHTEPBAJI B KOHILIE KaX10M CTPAHULIbl WM 110CIIE TPUIIOKEHUS
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B 11€JI0M 1101 4epToi. [Tociie cuMBoOJIa CHOCKHM €€ TEKCT MevYaTaeTcsl ¢ MPONMMCHON OyKBBI. B KOHIIE TekcTa
CHOCKH CTaBUTCsI Touka. Ha oiHOM cTpaHuIle He TOKHO 0(OPMIISTHCS O0Jiee TpeX CHOCOK.

B nmonoxenusix, mporpammax, ycraBax v IpyruX MOJOOHBIX JOKYMEHTAX pa3/elibl, MOAPa3Ieibl, ITyHKTHI
Y TIOJITYHKTHI HyMepyroTcs apabckumu nudpamu. Homep noapasnena JoKeH COCTOATh U3 HOMEpa
pasziena ¥ HoMepa nojpasjiena, pa3aesieHHbIX Toukor (Hampumep: 1.2.). Homep nmyHKTa MOXKET COCTOATH
13 HOMEpa paszena, moApasjiena u MyHKTa, pa3felieHHbIX ToukaMu (Hampumep: 2.3.1.). IlyHkTsI npu
HEO0OXOIUMOCTH MOTYT MOAPA3IEISITHCS Ha MTOAMYHKTHI, KOTOPBIC JOKHBI UMETh MOPSIIKOBYIO
HyMEpaIuio B npejenax Kaxaoro nmynkra (Hanpumep: 1.1.1.1., 1.1.1.2. u T. 1.).

Bu3bl npocTaBiisitoTcst Ha 000POTHOM CTOPOHE MOCIEAHEr0 JIMCTA MPOSKTa MPUKa3a.
Ha MMPUITOKCHUAX K ITPOCKTAM IIPUKA30B BU3bI ITPOCTABIAIOTCA IIOA TCKCTOM ITPUIIOKCHUS.
3.3.2. IIpoToxo.

[TpoTOKOI — TOKYMEHT, B KOTOPOM (PHKCHUPYETCS XOJI 00CYkIEHUS BOIIPOCOB U MPUHATHS PEIICHUN
Ha COOpaHUAX, COBEUIAHMIX, KOH(PEPEHIIUIX U 3aCeIlaHUsAX KOJJIETHATbHBIX OpraHoB (mpuiiokenue Ne 3).

B npoTtokosax nocTosiHHO A€WCTBYIOUINX KOJUIETHAIBHBIX U COBELIATEIbHBIX OPIaHOB
(memaroruueckoro, METOJJM4YEeCKOro COBETOB , KOMHUCCHIA), a Takke KOH(pepeHIIHii, CoOpaHHii,
COBELLAHUH, 3ace/laHui, IEPEroBOPOB, BCTPEY) UCIIONIb3YETCs (POpMa U3JI0KEHUS TEKCTA OT TPETHEro
muna mHoxkecTBeHHoro yncna (CJIYIIAJIW, BBICTYITWJIN, PEIINIIN). Conep:kaHue BHICTYIIIICHHMA
U3JIaraeTcs OT TPETHETro JIMIA €IMHCTBEHHOTO YUCIIa.

IIpoToKOI UMEET ClleAyIOUIE PEKBU3UTHI:

e HamMeHoBaHMe BUaA TokyMeHTa — cioBo «[IPOTOKOJI» neuaraercs Ha 2 cM HUXKE
OT IPaHUILIBI BEPXHETO MOJISI MPOMUCHBIMHI OyKBaMHU, IONY>KUPHBIM HMIPU(TOM U BHIPABHUBACTCS
o IIEHTPY;

e BHJI 3aCEJIaHUs, COBELIAHUS — OTAENSIETCS OT MPEAbIIYIIET0 PEKBU3UTA IBYMSI MEKCTPOUHBIMU
WHTEpBaJaMu, NIeYaTaeTCs MOTYKUPHBIM MIPU(PTOM Yepe3 OJIMH UHTEPBAT U BEIPABHUBACTCS
0 IIEHTPY;

e JlaTa ¥ HOMEpP MPOTOKOJa — Jara oopmiIsieTcst UGPOBBIM CIIOCOOOM U TeYaTaeTCsl 4Yepe3 JABa
MEXCTPOUYHBIX MHTEPBaja HUKE MPEIbIAYIIEro PEKBU3UTA OT JIEBOW IPAHUIIBI TEKCTOBOTO
0JIs, @ HOMEP — IOCJIE CJIOBA KIIPOTOKOJI;

e MECTO MPOBEACHUS 3ace/laHus yKa3bIBAETCs MPpU 0(POPMIIEHUHU MPOTOKOJIA COBEIIAHUS B TOM
cilydae, eClii OHO IPOUCXOWIIO HE B 3JaHUK 00pa30BaTeNIbHOM OpraHu3aliiy, BBIpaBHUBAETCS
10 LEHTPY HA OJHOM JIMHUU C JATOM;

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

BBoaHas 4acTh COCTaBIISIECTCS MO CXEME:
[Ipeacenarens — @amunusa N.O. pykoBoauTensi.
Cekperapp — Pamunus 1.0.

[IpucyrcrBoBanu:

Cnosa «IIpencenarensy» u «CekpeTapby» MeyaTaroT clieBa OT HYJIEBOTO MOJIOKEHUS TaOyIsITOpa, OTAESA
JBYMsI MHTE€pBaJaMu OT 3arojoBKa U Apyr ot Apyra. C HOBoOM cTpoku nuinyT ciioBo «IIpucyTcTBoBamny,
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@damuny 1 MHUIHAABI TOCTOSHHBIX WIEHOB KOJUIETHAIILHOTO OpraHa, y9aCTHUKOB 3ace/laHus,
paOOTHHUKOB OpPraHU3aIMK U MPUTTIAICHHBIX Ha 3aCEAaHue TIEPEUUCIIIIOTCs B allpaBUTHOM TOpsiKe 6e3
yKa3aHus JoJbkHocTel. [lepedncienie npucyTCTBYIOMMX 0(OPMIISIOT BO BCIO IIUPUHY CTPOKH Yepe3
OJIMH MEXCTPOYHBII nHTepBal. Ecnu B 3aceqanun yyacTBytoT Oosiee 15 4enoBek, B IpOTOKOJIE
YKa3bIBAIOT UX 00IIee KOJIMYECTBO, & paciIi(pOBKa MPEACTABISAECTCS B SBOYHOM JIMCTE, KOTOPBIN
SBJIETCS IPUIIOKEHUEM K ITPOTOKOITY (IpriioxkeHue Ne 4).

[Tpu opopmieHNH IPOTOKOJIA C YHCIOM YYaCTHUKOB Oosiee 15 (hamMuiinu He NepedncisitoTcs,
a yKa3bIBaeTcsi u(poil nx odIee KOJINIEeCTBO, CHMCOK YYaCTHUKOB B TAKUX CIy4asX MPUIIaraeTcs.

Hanpuwmep:

[IpucyrcrBoBanu 47 yenoBeK (IBOYHBIHN JIUCT NMPUIIATraeTcs).

[loncyer y4acTHUKOB MMPOBOAMUTCS 110 CIIMCKaM PErucTpalii, KOTOPbIE IPUIIAratoTCsl K IPOTOKOIY.
[Tocne nepeunciieHus: y4yaCTHUKOB B IIPOTOKOJIE 0(OPMIISIETCS IEPEUYEHb BOIIPOCOB, MOAJIEKAILNUX
00CyX/IeHUI0, KOTOpBIN HaunHaeTcs cioBaMu «IloBecTka qHs» M pacriosiaraeTcsi LEHTPOBaHHO Yepes3
JIBa-TpU UHTEpBaja OT CIIMCKa YYaCTHUKOB.

IToBecTka AHSA COAEPKUT NEPEUUCIICHUE ITYHKTOB (BOIIPOCOB) OBECTKHU JHSA, PUKCUPYIOIUX
MOCJIeIOBATEIBHOCTD 00CYKACHUS, ¢ (haMIIIUAMU JTOKJIATInKOB. Kakplit BOrpoc Hymepyercs: apaObcKoit
udpoil, pacronaraercs B MOpAAKE 3HAUUMOCTH U 0TBe4aeT Ha Bonpoc «O yem?».

Hampuwmep:

1. AHanu3 BBIMOJIHEHUS FOJJOBOTO IJ1aHa paboThl 00pa3zoBaTenbHO# oprannzanuu 3a 2026/27 y4eOHbIi
roJI.

Hoxknagunk — [lerposa A.H.

OcHOBHas 4YacCTh MPOTOKOJA COCTOUT U3 Pa3JIeJIOB, COOTBETCTBYIOIIMX ITyHKTAM MOBECTKH JIHS.
TekcT KaxXa0ro pa3aena COCTOUT U3 TPEX YaCTEH:

— CJIVIIAJIN: kpaTkoe coaepkaHKe JOKIala WIK CChIJIKa Ha MpujlaraeMelii K mpoTokoiy TekcT. [lepen
cioBoM «CJIYIIAJIM» npocTaBisieTcss HOMEP B COOTBETCTBUU C IIOBECTKOM JIHS,

— BBICTVYIIMJIN: kpaTkoe coaepxKaHue KakJO0r0 BBICTYIIJICHUS, 3aJaHHbBIE BOIIPOCHI U OTBETHI;

— PEIIMJIN (ITOCTAHOBWJIN): pemienne GopMyaupyeTcs ¢ UCIOIb30BaHUEM MOJIENH, TPUHSITON
JUIS PacTOpsIAUTENbHBIX IOKYMEHTOB: YTO CAEIATh, UCIIOJIHUTEND, CPOK
HCIIOJIHEHUSI.

Pemenus, BeIpaboTaHHBIE HA COBEIIAHUH, BHOCST B MPOTOKOJI rtocie cioBa « PEIITNJIIN»
(«ITOCTAHOBUJIN»). Pemenne MOXeET coepKaTh OAWH UM HECKOJIBKO MTYHKTOB, OHU PACIIONAraroTCs
110 3HAYMMOCTH, KKl U3 HUX HYMEPYETCS.

B cnydae xoraa npoTokous (puKcupyeT penieHre 00 YTBEPKACHUH KaKOro-1100 JOKYMEHTa, B TEKCTE
IIPOTOKOJIA JOJIKHA COEPKAThCS CChUIKA HA ATOT JOKYMEHT, a caM JIOKyMEHT IIPUJIaraeTcsi K IpOTOKOITY.

[Tpu Hamuuuu 0co60r0 MHEHUS MO MPUHATOMY PEIICHUIO OHO 3alMChIBAETCs B MPOTOKOJ (ITociie
COOTBETCTBYIOIIETO MPOTOKOIBHOTO PEIICHHS).
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B kauecTBe UCTIOIHUTEINS MOXKET OBITh YKa3aHO OJHO MJIM HECKOJIBKO JOJDKHOCTHBIX JIUI] INOO
CTPYKTypHOe nojpaszaencHne. Cpok MOXKeT ObITh yKa3aH KakK KaJeHJapHas JaTa WK Kak epuos
BBINOJIHEHUS paOOTBHI.

Crnora «CJIIYITDAJINy, «BBICTYITUJINy, «PEIINJIN» («[TOCTAHOBWJIN») neyaTatoT OT JIEBOTO
TOJIsI IPONMUCHBIMU OYKBaMHU U 3aKaHYUBAIOT JIBOCTOYHEM.

Kaxnp1ii pa3ien neyaraeTcs ¢ KpaCHOW CTPOKH, YTOOBI BBIACTHUTH B TEKCTE MPOTOKOJIA PEYb OCHOBHOTO
JOKJIaYMKa, BBICTYIICHHS] YYaCTHUKOB OOCYIE€HHUS BOIIPOCA U MOCTAHOBJISIOILYIO YacTb,
bopmynupyromuyio pemenue coopanus. C 3Toi ke [eNbI0 B TEKCTE MPOTOKOJIA KXY (HhaMUIInio

Y MHULMAJIbl BHICTYTAIOIIUX [1€YaTal0T ¢ HOBOM CTPOKM B UMEHUTEIILHOM IaJ/1€XKe, 3aIIUCh BBICTYIUICHUS
OTAENSIOT OT pamuinu aeducom. Kaxaplii Bonpoc nedataercs ¢ KpaCHOW CTPOKH, (haMIIIMU TIPH 3TOM
JIOITyCKAETCsl HE YKa3bIBaTh.

B oTnenbHBIX ciydasix Ha OCHOBE PYKOIUCHBIX MIIM MarHUTO()OHHBIX 3aIMCEH, KOTOPBIE BEJINChH
Ha 3aCeJaHUU, COCTABIIAETCS CTeHOrpaduuecKuil MPOTOKOJI, KOTOPBIN 10CIOBHO MEpeaeT MpoLece
00CYX/IEHUS KaKJJOT0 BOTIPOCA M BEIPAOOTKY PEIICHHS 110 HEMY.

[TpoTokom opopmIIsieT ceKpeTaph 3aceqanusl, FOPUIMUECKYIO CHITY TIPOTOKOJ MPHUOOPETAET TOIBKO MPH
HaJM4MM JBYX NOANKCEN — npeacenarens u cekperaps. [lognucu pacnonaratoT, OTIEIUB OT TEKCTa
IBYMSI-TPEMSI MEKCTPOUHBIMU MHTEPBAJIaMU OT I'paHULIbI JeBoro nouis. [lonnuceiBaercs nepsoli
SK3EMIUISP IPOTOKOJIA, KOTOPBIN MOAIIUBAETCS CEKPETAPEM B JIEJIO U XPAHUTCA B COOTBETCTBUU

CO CPOKOM, OIpEIEICHHBIM HOMEHKIIATYpOHl J1eI.

B HekoTopbIx cirydasx opopmIIsieTcs BBIMKUCKA U3 TIPOTOKOJIA.

Beinucka n3 npoTokosia — TOYHAas KOIMUs YaCTH TEKCTa MOJJIMHHOTO IPOTOKOJIA, OTHOCALIETrocs K TOMY
BOIIPOCY MOBECTKU JHSI, 10 KOTOPOMY IOTOBUTCS BhIMUcKa. [Ipy 3ToM HE0OX01MMO BOCTIPOM3BECTH BCE
PEKBU3UTHI OJ1aHKa, BBOAHYIO YaCTh TEKCTa, BOIPOC MOBECTKU JHS, IO KOTOPOMY TOTOBUTCS BBIMHCKA,

U TEKCT, OTPaKaIoLINil 00CyXAeHNEe BOIIpOca U MPUHATOE pelleHue. B 3Tom ciyyae Ha3BaHKEe JOKYMEHTA
oopmisieTcs Kak «BbImucka U3 NpoTOKOIa».

3.3.3. Cary:xxe0HO€ MHCBMO

[TuceMa cocTaBISIOTCS AJIsL OCYIIECTBICHUS OTIEPATUBHON CBSA3M C IPYTHMMH OpraHU3alUsIMU
10 BOTIPOCaM JeSTETLHOCTH 00pa3oBaTeIbHOM opranu3anuu (mpuioxenue Ne 5).

IIo COACPKaHNIO U HA3HAYCHHUIO IMUCbMa MOTYT OBITE HH(bOpMaHHOHHLIe, FapaHTI/IfIHBIC,
PEKIIaMallMOHHBIC, KOMMEPUYCCKUE, IMTUCbMa-3arpoChl, INCbMA-IIPUTIAICHUA U T. A.

WNudopmaninoHHble TUChMa coiepKaT COOOIIEHHUS, TPOChObI, HATOMUHAHUS, PEJIOKEHHUS.

["apanTHiiHbIle IpEeTHA3HAYEHBI 711 U3BELIEHUS O TapaHTHUSIX OIUIAaThl, CPOKOB MOCTABKH MJIM KayecTBa
MIPOLYKIUH U YCIIYT.

B pexnamanoHHBIX (IPETEH3MOHHBIX ) MUChMaX U3JIaraloT TpeOOBaHUsI BO3MEIICHUS YOBITKOB,
HAHECEHHBIX M3-3a HApyLIEHHs YCIOBHI KOHTPAKTa WM JJOTOBOPA APYroi CTOPOHOM (KOHTPAreHTOM).
Pexnamanus 10KHA MONTBEPKIATHCS MpUIaraéMbIMH K MMUCbMY JOKYMEHTaMH B BHJI€ aKTOB, CIIPABOK
UT. 1.
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KoMmMmepueckne nmuceMa COCTaBIsIOT IIPH 3aKIIOYEHUN U BBIITOJIHEHUN KOHTPAKTOB, YaCTO B HUX
U3JIaraloT MpockObl O MPEAOCTaBICHUH HH(POPMALIMU O TOBAPAX U yCIyrax y UX MPOAaBLIOB UIIH,
HaIIPpOTUB, IPEIIAraloT II0OCTaBUTh TOBAPHI WIH YCIYTH.

B nucemax-3anpocax npocsiT y KOHTpareHTa pa3bsiCHUTh KaKOH-Tn00 (akT uin IeiCTBUE.

Cny>xeOHble THChbMa MeyaTatroTcs Ha O1aHKax muceM oOpaszoBarenbHON opranu3zaiuu. Ciyxe0Hoe
MHUCbMO UMEET CJIEAYIOIINE PEKBUZUTHI:

e ['pud (momerka) 06 orpaHMYCHUH TOCTYIA K JOKYMEHTY (€CJIi 3TO HEOOXOIUMO);
e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

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

e TIOJIINCH;

e OTMETKa 00 HCIIOJIHUTEIIC.

Tekct CJ'Iy>K€6HOFO IMMCbMa, KakK IIpaBUJIO, JOJIDKCH KaCaTbCsa OJHOI'O BOIIPOCA UKW HECKOJBbKUX BOIIPOCOB,
€CJIM OHM B3aMMOCBs3aHbI U 6YILYT paccMaTpuBaThLCA B OAHOM CTPYKTYPHOM MOAPA3ACICHUN
OopraHu3anuu-aapecara.

Tekct uznaraercs Ot NEPBOTO JIUIA SAMHCTBEHHOTO YKCIia (IPOCUM, HAIIPaBJISIeM U T. J1.) WU
OT TpeThero juna eauHcTBeHHOTo yncia (OO cuuTaer..., npodcoro3ubiii komuter OO paccMOTpEIL...).

Texct nucbMa, Kak IpaBUiIO, COCTOUT U3 JIBYX yacTell. B mepBoii yacTu u3naraercs mpuyuHa, OCHOBaHUE
WK 000CHOBaHHUE COCTABJICHUS ITMChbMA, IPUBOASITCS CCHUIKU HA JIOKYMEHT, SBJISIOIUNACA OCHOBAaHUEM
MOJIrOTOBKM IUChbMa. Bo BTOpoii yacTu, HaunHarowielcs ¢ ab3ana, NOMEIIA0TCs BBIBObI, IPEI0KEHNU,
MPOCHOBI, PEIIECHUS U T. 1.

3.3.4. Teserpammbl, Te1e(pOHOTPAMMBI M (PAKCMMHJIBbHAS CBA3b

Hepenaqa KOPpPECIIOHACHIINH I10 q)aKCPIMI/IJIBHOfI CBsA3U B ApYyTHUEC OpraHru3alivii OCyHICCTBIACTCA TOJIBKO
IO YKA3aHUTIO WK € pa3pClICHUA aAMUHUCTPpAlIuN O6p3.30B3TCJ'ILHOI>i OpraHu3anuvu.

[ToyTMHHUKY TOKYMEHTOB, TIEpEaHHBIX 10 (PaKCHMUIBHOMN CBSI3H, MOIIUBAIOTCS B JIEJI0, XPAHSIIIEeCs
y paOOTHHKA, OTBETCTBEHHOTO 32 ()aKCUMHJIBHYIO CBSI3b, C YKa3aHUEM BPEMEHHU U JIaThl IlepeiauH,

a KOITMHU BO3BPAIAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIE MoIpa3ieneHus ¢ mometkoit «FAX (mara
U BpeMs)».

3.3.5. 3aaBaenue

3asiBIeHHe — 3TO OPUIMATBEHOE COOOIIeHNE B TUChbMEHHOM popme. OHO COAEPIKUT Yallle BCEro
MIPEAJIOKEHHUE, J)KATO0Y MITH POChOY KaKOro-TH00 YEIOBEKa, apeCOBAHHbBIC WM OPTaHU3aIluN, UITH
JOJHKHOCTHOMY JIHITY. 3asiBJIeHHE 0(OPMIISIETCSI Ha CTaHAApPTHBIX TMcTax Oymaru ¢popmata A4.

3asiBJIeHHE BKIIIOYAET: ajipecara, KOTOpOMY HampaBiisieTcs 3asiBleHue, (paMUIInI0, UMs, OTYECTBO,
JOJHKHOCTH aBTOpa 3asBIICHHS, HAUMEHOBAHUE IOKyMEHTA, TOUHOE U3II0KEHUE TIPOCHOBI, MPENI0KEHNUS,
OTHCh MPHUJIATaEMBIX K 3asBJICHUIO JOKYMEHTOB, JIaTa, MOJIIUCH.

B zassnennu HCIIOJIB3YCTCA, KaK IIpaBUJIO, Oq)HHI/IaJ'IBHO-}IeJ'IOBaH JICKCHKA, B HCKOTOPBIX 3asBJICHUAX
AOIIYCKACTCA yTIOTpe6J'IeHI/IC HY6JIHI_II/ICTI/IIICCKOI>'I JICKCHUKH.
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3.3.6. 3anucka

3anucka (aHaTUTUYECKas, JOKIaAHasl, CIyKeOHas1, 00bsCHUTENIbHAS) — JIOKYMEHT, aJpecOBaHHBIN
PYKOBOAMTEIIO 00pa30BaTEIbHON OpraHU3alliy WU BBIIIECTOSIIEH OpraHu3ali U COAEpKaIUn
00CTOSTENTHbHOE U3JI0KEHUE KaKOTr0-JIM00 BOIIPOCa C BHIBOAAMHU U MPEATIOKEHUSIMU COCTAaBUTEIS.

JlokaiHas 3alKMcKa COCTaBIISETCs Kak I10 JIMYHOM MHUIMATHBE aBTOpa (pabOTHHKA), TAK U MO YKa3aHHIO
(MMCEMEHHOMY WJIM YCTHOMY) PYKOBOIHTENSI 00pa30BaTeIbHOM OpraHu3aluy.

3amnucka cocTaBisieTcs Ha OyMa)KHOM HOCHUTEJIE WU B 3JIEKTPOHHOM Buje. OdopmMieHre 3aiCcCKu
3aBUCUT OT azpecara. [Ipu cocraBneHnu NOKIaJHON 3alMCKH, aIPECOBAHHON PYKOBOIUTEIIO
o0pa3oBaTeNnbHOM OpraHu3aluy B paMkax o0pa3oBaTelIbHON OpraHMU3aluy, OHa CYMTAETCSl BHYTPEHHEN
1 ohopMIIsIeTCsl Ha CTaHJAPTHBIX JUcTax Oymaru popmara A4. BHyTpeHHSs 3aMUCKa JTOJKHA COJePKATh
CIIeyIOIEe PEKBU3UTHI: BUJ TOKYMEHTA, 1aTy IOKyMEHTa, Ha3BaHHUE JOKYMEHTA (3aroJioBOK K TEKCTY),
€CIIM TEKCT 00JIee YeTHIPEX-TIATH CTPOK; aipecara, TeKCT, MOAMKCH (C YKa3aHUEeM JIOJDKHOCTH, (PaMUIIHH,
uHuumanoB). [ToanuceiBaeT BHYTPEHHIOKO JOKJIATHYIO 3aIICKY COCTaBUTEIb.

Ecnu 3anmcka agpecyetcs 3a mpejiesibl 00pa3oBaTebHOM opraHu3anuy, To ee 0ohopMIISIOT Ha OJaHKe
Y OHA HA3bIBAETCS BHEIIHEH. BHEIIHSIS 3a1cKa 10J)KHA COAEPKATh CIEAYIOINE PEKBUZUTHI:
HalMEHOBAHUE YUPEXKIEHUS, BUJI IOKYMEHTa, 1aTy JOKYMEHTa, peruCTPallMOHHBIA HOMEp, MECTO
COCTaBJICHUSI, Ha3BaHUE JIOKyMEHTA (3aroJI0OBOK K TEKCTY), €CJIM TEKCT 00Jiee UEThIPEX-IATH CTPOK,
azipecata, TeKCT, [TOAMUCh PYKOBOAUTEIISE 00pa30BaTeIbHOW OpraHU3aIiH.

Pa3HOBUIHOCTBIO JOKJIAJHON 3aIIUCKH SIBJIAIOTCS NpescTaBieHus. OHU HCIOIb3YIOTCS MIPU
JOKYMEHTHUPOBAHUHU KaJIPOBOH €ATEIbHOCTU U COCTABIISIFOTCS pPyKOBOJIUTEIEM 00pa30BaTeIbHOMN
OpraHu3alK WIK ero 3amectutenem. I[IpeacraBiaeHust COCTAaBISIOT B CIIy4asx MOOLIPEHHs] paOOTHUKOB,
HAJIOXKEHUSI B3bICKAHUI, IPOBE/ICHUS aTTECTALIUU.

3.3.7. ABToMaTH3anus JOKYMEHTHPOBAHHA

JU1 TOArOTOBKM JOKYMEHTOB MOTYT IPUMEHSTHCS aBTOMaTU3UPOBAaHHbIE TeXHOJIO0TUH. [Ipn 3TOM
c03/1a10Tcst 0a3bl TaHHBIX (KOPPECTIOHAEHTOB, (OPM TOKYMEHTOB, Tpa(apeTHBIX TEKCTOB U TEKCTOBBIX
3aroTOBOK), PEIaKTOPCKUE MPOTPaMMBI U JIp.

[Topsimok pa3paboTKH, SKCIUTyaTalluy U MOJIb30BAHUS TAKUMH CUCTEMaMH ONpeeNseTcs CTaHJapTaMu
B 00J1aCTH aBTOMAaTHU3UPOBAHHBIX NH()OPMALIMOHHBIX TEXHOJIOTHH.

3.3.8. DJIeKTpPOHHBIE JOKYMEHTHI

HOpHI[OK COCTaBJICHUA, O(I)OpMJ'IeHI/ISI H COIJIACOBAHUA IMTPOCKTOB 3JICKTPOHHBIX TOKYMCHTOB
OCYIICCTBIIACTCA IO O6HII/IM mpaBujiaM JCJI0IPOU3BOJACTBA, YCTAHOBJICHHBIM B OTHOIICHHWHU aHAJIOTUYHBIX
AOKYMCHTOB Ha 6y'Ma)KHOM HOCHUTCIIC. 3JI€KTpOHHBIfI JOKYMCHT JOJI’KCH UMCTh PCKBU3UTHI,
YCTAHOBJICHHBIC IJI1 aHAJIOTUYHOI'O JOKYMCHTA Ha 6yMa)KHOM HOCHUTCIIC, 3a UCKIIIOUCHUEM OTTHCKA
ncyarTu.

CpOKI/I XpaHCHUA DJICKTPOHHBIX TOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHCHHUA TOKYMCHTOB,
YCTAHOBJICHHBIX 3dKOHOAATCIIbHBIMU 1 UHBIMHU HOPMATHBHBIMU ITPABOBLIMU dKTAMHU Pq), TUIIOBBIMH
NEPCUYHAMHU IJI1 aHAJIOTUYHBIX TOKYMCHTOB Ha 6yMa)KHOM HOCHUTCIIC.

4. Opranu3anus 10KyMeHTO000pOTA U UCIIOJTHEHUS JOKYMEHTOB

4.1. Ilpuem u 00padoTKa NOCTYNAKOIIUX TOKYMEHTOB
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4.1.1. JIB>keHre JOKYMEHTOB C MOMEHTA MX CO3JaHUs WM MOJYUYEHHUS J10 3aBEPIICHUS UCIIOJTHEHUS WIIN
OTIIpaBKU 00pa3yeT TOKyMEHTOOOOPOT.

4.1.2. B nokymeHT0000pOoTE 00pa30oBaTEeIbHON OPraHU3aluy BBICTSIOTCS CIICIYIOIINe
JOKYMEHTOTIOTOKH:

a) MOCTynaromas JOKyMeHTaIus (BXOs111asi);
0) ormpaBisiemMas TOKyMEeHTAIUS (MCXOMINAs);
B) BHYTPEHHSS JOKYMEHTAIIHS.

4.1.3. JlocTaBka 1 OTIIpaBKa JOKyMEHTOB B 00pa30BaTeIbHYI0 OPraHU3aLUI0 OCYIIECTBISETCS, KaK
MPaBUJIO, CPEICTBAMH ITOYTOBOW M AIEKTPUIECKON CBSI3H.

4.1.4. JIoKyMeHTBHI, TOCTYTAIOIIE B 00pa30BaTEIbHYI0 OpPraHU3aluIo, POXOIAT MEPBHUHYI0 00paboTKY,
perucTpanmio, peIBapuTesIbHOEe PACCMOTPEHUE, NTepeady pyKOBOJICTBY Ha paCCMOTpPEHHE, IepeIatoTCs
UCIIOJIHUTEJISAM U 110CJIE UCIIOJIHEHHS TIOMELIAI0TCA B AeTa.

4.1.5. Tlpuem u nnepBuyHas 00pabOTKa JOKYMEHTOB OCYIIECTBIISIETCS OTBETCTBEHHBIM
3a IeIONPOU3BOJICTBO.

4.1.6. OTBeTCTBEHHEBIHN 3a ACJIOMPOU3BOACTBO IIPOBOJUT: MIPOBEPKY IMMPABUIIBHOCTH aIPCCOBAHUA
MMOoCTynaromux JOKYMCHTOB, IPABUJIIBHOCTHU JOCTABKH U KOMIIJICKTHOCTH JOKYMCHTOB, COPTUPOBKY
AOKYMCHTOB Ha IMOJIC)KAIIUEC U HC TOAJICIKAINUEC PETUCTPALlUU.

4.1.7. IlomyueHHbIE KOHBEPTHI C KOPPECTIOHACHIIMEN BCKPBIBAIOTCS, IIPU 3TOM IPOBEPSIETCS HATUUNE
BJIO’KEHUH, a TAK)KE YKa3aHHBIX B IOKyMEHTaX IIPUJIOKEHUN. B cilydae noBpexneHns ynakoBKU

1 BJIOXKEHUH TMOO0 OTCYTCTBUS MPUIIOKEHUH COCTAaBIISIETCS aKT B ABYX dK3eMIuIsipax. OIMH SK3eMILIsp
aKTa HalpaBJsieTCs KOPPECIIOHICHTY, BTOPO MpHOOIIaeTcsl K HOCTYIUBIIEMY TOKYMEHTY.

4.1.8. OmmOoYHO MpHUCIaHHAs KOPPECIIOHICHIIUS TIEPEChLIAETCS 0 MPUHAJICKHOCTH, €CIIA U3BECTEH
azipec noxyyaresns. B mpoTUBHOM ciiyyae KOPPECTIOHCHIIMS BO3BPAILAETCSI OTIPABUTEIIO.

4.1.9. KonBepTsl OT MOCTyNarOIEed KOPPECTIOHICHIIMA COXPAHSIIOTCS U MIPHIIATAIOTCS K JOKYMEHTaM
JUIIb B TOM cllydae, KOorJa TOJIBKO 10 HUM MOYKHO YCTaHOBHUTH aJipec OTMPABUTENs UM KOT/Ia 1aTa
MTOYTOBOTO MITEMIIEIISI UMEET 3HAUCHHE B KAYECTBE JI0KA3aTeIhCTBA BPEMEHH MOJTyYeHUS JOKYMEHTA.

4.1.10. CnenuanucToM He BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAAMUCHIO «IHMYHO». OHM NepenaroTcs
IO HA3HAYECHHUIO.

4.2. llpenBapuresibHOE PACCMOTPEHHE TOKYMEHTOB
4.2.1. OTBETCTBEHHOE 32 JEJIONPOU3BOICTBO IPOBOAUT IPEABAPUTEIBHOE PACCMOTPEHUE JOKYMEHTOB
B IIEJISIX BBIIEJICHUS U3 BCETO MAaCCHBA MOCTYNHUBIIEH KOPPECTIOHACHIIMH JOKYMEHTOB, TPEOYIOIIUX

00513aTEILHOTO PACCMOTPEHUS PYKOBOIUTENIEM 00pa30BaTEIbHOM OpraHU3aIliH.

4.2.2. OcHOBaHMEM I IPUHATHS PELICHUS B XO/I€ MPEABAPUTEIBLHOTO PACCMOTPEHHUS ABIISETCS
COJIep>KaHue IOKYMEHTa, a He a/IpeCOBaHUE JOKYMEHTa COOTBETCTBYIOLIEMY PAaOOTHHKY.

4.2.3. Pe3ynbTaToM MPEIBAPUTEIIHHOTO PACCMOTPEHHUS SIBIISIETCSI HAIPABJICHUE TOKYMEHTA
PYKOBOJUTEIO 00pa30BaTEIbHON OPraHU3aIMK WIH TOJKHOCTHOMY JIMILY B COOTBETCTBHH
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C YCTaHOBJIEHHBIM B 00pa30BaTEeIbHON OpraHU3alMK pacipeiesieHueM 00sS3aHHOCTEN MEXIY
PYKOBOAMTENIEM U TOJKHOCTHBIMU JIMIIAMHU J1J1s1 BHIHECEHUS YKa3aHUs [0 UCTIOJHEHUIO TOKYMEHTA.

4.3. Perucrpanusi J0KyMeHTOB

4.3.1. Ilepenaya 1OKYMEHTOB Ha PErUCTPALIUIO IPOU3BOAUTCS TOJIBKO MOCIIE UX MPEIBAPUTEITHLHOTO
paccMOTpEHHS.

4.3.2. Peructpanuu mojiexxat Bce JOKYMEHTHI, TPeOYIOIe yueTa, UCIIOTHEHHUS, HCIIOJIb30BaHHS

B CIIPaBOYHBIX IEJISX, KaK IMOCTYMAIOMINE U3 APYTHX OPraHU3alMi U OT YaCTHBIX JIMII, TaK

U 00pasyroIuecs B AeATEIbHOCTU 00pa30BaTeIbHOM OpraHu3aluy, U PETUCTPUPYIOTCS HE3aBUCUMO
OT crtoco0a UX JJOCTaBKH.

4.3.3. K nokyMeHTaM, He MMOAJIeKAIUM PETUCTPALlUU, OTHOCSITCS JOKYMEHTHI, He TpeOyrolne
HCIIOJIHEHUS U HE coJieprKalie MHPOpPMAIIH, UCII0JIb3YEMOM B CIIPABOUHBIX LIEJIAX: IPUTTIACUTEIbHBIE,
MO3/paBUTEIbHbIC TUChMA, TEIeTPaMMBbl, OUJIETHI, MIIAHBI, TPOrPAMMbI CEMUHAPOB, KOH(EPEeHIIHIA,
CUMIIO3UYMOB U JIPYTUX [TOJI00HBIX MEPOIIPUATHI, TOKYMEHTHI 110 OyXTralITepCcKOMYy yueTy, MaTepHUaIbHO-
TEXHHUYECKOMY 00eCleueHHIO, MIIaHOBbIe, (PUHAHCOBLIE IOKYMEHTHI, MOCTYIaoIue 6e3
COIIPOBOJUTENILHOTO MHCbMa, PEKJIAMHBIE IOKYMEHTbBI, KOMMEPUYECKHUE NMPEJIOKEHNS, IEYaTHbIE
u3Nanus, yHu(uuupoBaHHble POpMbl U OJTaHKU JOKYMEHTOB H JIp.

4.3.4. JlokyMeHTBI, IOJJIeXKAIINE PETUCTPALIUU, PETUCTPUPYIOTCS B KypHAJIE PETUCTPALIMU BXOIAIINX
JOKYMEHTOB (npuiioxkenue Ne 7) B iIeHb IOCTYIUIEHUSI — B ClIy4ae MMOCTYIUIEHUsI IOKyMEHTa B pabouee
BpeMs; Ha CIeAYIOLUi pabouuii 1eHb — B Cily4ae MOCTYIUICHHUS JOKYMEHTa B Hepabouee BpeMs;
HEe3aMeUINTEIbHO — ¢ oTMeTKaMu «CpouHo», «OnepaTuBHOY.

4.3.5. Ha JOKYMCHTAax, IMOCTYyNAarmuXxX B aaApecC O6paSOBaTeHBHOﬁ OopraHu3al, B HUJKHEM IIPABOM YTy
JINIIEBOM CTOPOHBI IEPBOTO JIUCTA JOKYMCHTA MPOCTABJIACTCA peFI/ICTpaIII/IOHHHﬁ mTaMIl ¢ YKa3aHUEM
AAThbl U TOPAAKOBOTO PETUCTPALMOHHOT'O HOMEpA.

4.4. Pacnipenesnienne noCTynarmuX J10KyMeHTOB

4.4.1. Ilocne peructpaiii T0KyMEHTHI TIEPEAtOTCs Ha PACCMOTPEHHE PYKOBOIUTEN0 00pa30BaTEIbHOMN
OpraHu3aIyy.

4.4.2. Tlocne paccMOTpeHUs pyKOBOAUTENIEM 00pa30oBaTeIbHON OpraHU3aliy JOKYMEHThI BO3BpAILAIOTCS
OTBETCTBEHHOMY 3a JEJIONPOU3BOJCTBO, JIUISl IEPEHECEHUS YKA3aHUM MO UCIIOJHEHUIO JOKYMEHTA

B JKypHAJI PETUCTPALUU BXOAAIIMUX JOKYMEHTOB. B COOTBETCTBUM C YKa3aHUAMMU I10 UCIIOJTHEHUIO
MOJJIMHHUK JOKYMEHTA HallpaBisieTcss pa0OTHUKY, SBJISIOIIEMYCSI OTBETCTBEHHBIM UCIIOJHUTEIIEM,

a COMCIIOJIHUTEISIM HAIIPABIISIOTCS KOMUHU IOKYMEHTOB (€CJI UMEIOTCS), O YeM JIeTIaeTCsl OTMETKa

B JKypHAJIE PETUCTPALUN BXOJSIINX JOKYMEHTOB.

4.4.3. DnexTpoHHbIE COOOIIEHHUS, TOCHUIAEMBIE 110 3JIEKTPOHHOM MOYTE, UCTIOTHSIIOTCS aHAJIOTUYHO
JOKyMEHTaM Ha OYMa)KHBIX HOCHTEJISX C YUETOM OINpEIEICHHON crel(UKH B MpoIiecce UCIIOTHEHHMS.

4.5. ITopsiiok 00padOTKH M MPOXOKIACHUSI HCXOASIIHMX H BHYTPEHHUX JOKYMEHTOB

4.5.1. Tlopsimox MOATOTOBKY MCXOSAIINX JOKYMEHTOB BKJIIOUAET B ce0s1 pabOTy 1O COCTABJICHHIO MTPOCKTA
JOKYMEHTA, COTJIACOBAHHIO, TIOIUCAHUIO (YTBEPKICHHUIO) U OTIIPABKE.
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4.5.2. 1o nepenauyn 1OKyMEHTA HA MOJMKUCH UCTIOIHUTEIb JTIOJHKEH MTPOBEPUTH €0 COICPKAHUE,
MPAaBUIBLHOCTH O(OPMIICHHS, HAINYHE HEOOXOIUMBIX BU3 U PUIIOKEHUH. JIOKyMEeHT npecTaBisieTcs
Ha MOANKCH BMECTE C MaTepHalaMH, HA OCHOBAaHWU KOTOPBIX OH TOTOBHJICS.

4.5.3. BHyTpeHHHUE JOKYMEHTBI OQOPMIISIOTCS M HCIIOJHSFOTCS (MCIOJIB3YIOTCS) B IIpeieniax
00pa3oBaTEeNbHON OPraHU3aAIIH.

4.5.4. BHyTpeHHUE TOKYMEHTHI (JI0KJIaHbIE 3aIIMCKH, CIIPABKH, CBOJKH U JpP.) paCCMaTPUBAIOTCS TEMU
JOJPKHOCTHBIMU JIMIIAMH, KOMY OHHU HaIlPaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 32 AEIONPOU3BOACTBO NEPE]] Claueil KOPPECIIOHAEHLIUN Ha OTIIPABKY JIOJIKHBI
00s13aTeIbHO MTPOBEPUTH MPABUILHOCTD ee oopmiieHus U ajfipecoBanus. KonBeproBaHue
KOPPECHOHIEHIIMH U IPYT'MX OYTOBBIX OTIPABICHUN IPOU3BOAUTCS CTPYKTYPHBIMU MOAPA3ACICHUSIMU
o0pa30BaTeNbHON OpraHu3aluu.

4.5.6. Peructpanus oTIpaBisieMbIX JOKYMEHTOB OCYILIECTBISETCS B ICHb UX NOANMCAHUS (YTBEPXKICHHS)
WIM Ha CIeayromuii pabounii 1eHb. PeructpalinoHHbIil HOMEp IOKyMEHTA U aTa PerucTpaluu
IIPOCTABJISIOTCS HA MOUIMHHUKE JOKYMEHTA B PEKBU3UTaxX OJIaHKA U HA KOIMM, OCTAIOIIEHCS B Jiese
oOpasoBaTenbHON opranu3anuu. ClipaBOYHBIM allapaToM JJIsl HCXOSIINX JOKYMEHTOB SIBIISICTCS
AKypHaJ perucTpaliy 3THX JOKyMEHTOB (npuioxeHnue Ne 8).

4.5.7. OTnpaBKy UCXOJAIIMX JTOKYMEHTOB ITPOU3BOAUT OTBETCTBEHHBIN 3a 1e10IpOoU3BOACTBO. CpouHas
KOPPECIOHICHITUST OPOPMIIICTCS U OTIIPABIISICTCS HE3aMEUIUTESIIFHO OTBETCTBCHHBIM 32
JIEJIOTIPOU3BOJICTBO.

4.5.8. OTBeTCTBEHHBIH 32 JAEIONPOU3BOICTBO IIPOBEPSIET MPABUIBLHOCTH OPOPMIIEHUS UCXOISAIINX
JTOKYMEHTOB, IIPOM3BOAUT COPTHPOBKY TOKYMEHTOB TI0 CIIOCO0Y JJOCTaBKM KOPPECIIOHICHIIUY apecaTy
(mpocras, 3aka3Hasi, MeXXIyHapoiHas u Jp.). HenpaBunbHo oopmiieHHbIE JOKYMEHTBI

U KOPPECHOH/ICHIINS HECTYeOHOro XapakTepa K OTIpaBKe He MPUHUMAIOTCS U BO3BPALLAIOTCS JIHILY,
MOJITOTOBUBIIEMY JIOKYMEHT.

4.5.9. OrnpasnsiemMas 0 OYTE KOPPECIIOHACHIUS IPOXOJUT YIIAKOBKY, aJpECOBAHUE, IPOCTABICHHE
CTOMMOCTH ITIOYTOBBIX YCIYT U MEpeAady Ha OTIPAaBKy B MECTHOE OT/IEJIEHUE CBS3H.

4.5.10. Ha 3daKa3HYI0 KOPPECIIOHACHIINIO, HAa JOKYMCHTEI C IMOMETKOM ((I[J'IH CJIy>K€6HOFO IIOJIB30BAHU»
COCTaBJISICTCSA PECCTP, KOTOpLII\/JI 34TCM BO3BpaAIaC€TCA OTBETCTBCHHOMY 3a JCJIOITPOU3BOJACTBO

C paCHHCKOﬁ pa6OTHI/IKOB MOo4YTOBOI'O OTACIICHUA CBA3HU WJIW MHOI'O JIMIIA, O6€CH€‘H/IB&IOH.[CFO OTIIPAaBKYy
AOKYMCHTOB.

4.5.11. Ilepenaya ¢ UCTIOIB30BaHUEM CPEICTB (PAKCUMUIBHOM CBSI3M JOKYMEHTOB, CO/IEPKAIINX
ciryke0Hy10 MHGOPMAIUIO OTPAHUYEHHOTO PACIPOCTPAHEHUS, B TOM YHCIIE C TOMEeTKOM «Jlist
CITy>keOHOTO TOJIb30BaHMs», He pa3pelnaeTcs. Kateropuuecku 3ampeniaercs nepeiada no cpeacTBam
(aKCUMUIIBHON CBSI3U CEKPETHBIX JOKYMEHTOB.

4.5.12. C ucnonbp30BaHUEM CPeACTB (PAKCUMIIIBHOM CBSI3U MOTYT OBITh IE€pe/laHbl MaTepPHAaIIbI
TEKCTOBOT'0, TAOJMYHOTO WM IpadUuecKoro XxapakTepa, UCIIOJTHEHHbIE TUIIOTpadCKuM,
MaIIMHOMUCHBIM UJIM PYKOIMCHBIM CIIOCOOOM B UEPHOM MJIM TEMHO-CHHEM IIBETE C YETKUM

Y KOHTPACTHBIM M300paXkKeHHEeM (TIepBbIe SK3EMILISPbI UM UX KCEPOKONUM) Ha Oernoii Oymare

C MUHMMaJIbHOM BbICOTOM OyKkB 1 1iu¢p 2 MM. O0OBbEM MepeaBaeMoro B T€YEHHE OJIHOTO CEaHca CBS3U
JOKYMEHTa, BBIIIOJTHEHHOT0 Ha Oymare opmaTta A4, He T0JKEH MPEBBILATH MATH JIUCTOB.
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4.5.13. OTBETCTBEHHOCTH 3a COJIepKaHue HH(OPMAITUH, TIEPEIaBAEMOU C UCIIOIb30BAHUEM CPEJICTB
(baKCHMHHBHOﬁ CBA3HU, BO3J1ara€TtCia Ha UCIIOJIHUTECIIA, IIOATOTOBHUBIICTO (I)aKcorpaMMy I mepeaavu.

4.6. OcoGeHHOCTH PadOTHI € JIEKTPOHHBIMHU JOKYMEHTaMHU
4.6.1. B oOpa3oBaTelbHOM OpraHu3aluy CO3AAI0TCS U UCTIONB3YIOTCS:

e DJIEKTPOHHBIE IOKYMEHTHI, CO3/JaBaEMbI€ B JJIEKTPOHHOU (hopme Oe3 mpeIBapUTeIbLHOTO
JOKYMEHTHPOBAaHUS Ha OyMa)KHOM HOCHUTEJIE;

e DJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, OJyUYE€HHBIEC B PE3yJIbTaTE CKAHUPOBAHUS JOKYMEHTOB
U XpaHALINECs B CUCTEME JIEKTPOHHOTO JOKYMEHTO000POTAa.

4.6.2. Ilpuem u oTIpaBKa JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCS OTBETCTBEHHBIM 3a BEACHUE
JIeJIONPOU3BOJICTBA B 00pa30BaTeIbHON OpraHU3aIiH.

4.6.3. DneKTpoHHbIE JOKYMEHTBI CO3JJal0TCs, 00padaThIBalOTCSA U XPAHATCS B CUCTEME JIEKTPOHHOTO
JIOKYMEHTO000pOoTa 00pa30BaTEIbHON OpraHU3aluH.

4.6.4. DNEKTPOHHBIN JOKYMEHT JAOJKEH OBITh O)OPMIIEH MO OOIIMM IPaBHIIaM JIETIONPOU3BOICTBA
Y UMETb PEKBU3UTHI, YCTAHOBJICHHBIC JIJIsi aHAJIOTUYHOTO JJOKYMEHTA Ha OyMa>KHOM HOCHUTEJIE.

4.6.5. Jlns noaTBepKA€HUS OJUIMHHOCTH 3JIEKTPOHHBIX JJOKYMEHTOB B 00pa30BaTEIIbHON OpraHU3aluu
UCHOJIb3YIOTCS 3JIEKTPOHHbIE LHU(POBBIE NOANMCH. VcIonp3yemble cpeIcTBa FIEKTPOHHON U POBOH
MOJIMCH JIOJKHBI OBITh CEPTU(HUIIMPOBAHBI B YCTAHOBICHHOM TTOPSIZIKE.

4.6.6. EnuHunelt yueTa 3J€KTPOHHOTO IOKyMEHTA SIBJISI€TCS 3JIEKTPOHHBIN JOKYMEHT,
3aperHCTPUPOBAHHBIN B CUCTEME AIIEKTPOHHOTO JIOKYMEHTO000pOTa 00pa30BaTeIbHON OpTaHU3aLUH.
DNEeKTPOHHBINA JOKYMEHT, HMEIOIIHIA MTPUIIOKEHHUS, PETUCTPUPYETCS KaK OJWH JOKYMEHT.

4.6.7. Ilocae OTIHPABKHU 3JICKTPOHHOTO JOKYMCHTA, 3aBEPCHHOTI'O BHCKTpOHHOﬁ MNOANHCBIO
YIOOJIHOMOYEHHOT'O AOJIKHOCTHOI'O JIMIA, JOCBIJIKK aaApecaTy €ro KoM Ha 6YMa)KHOM HOCHUTCIIC, KaK
IIpaBHJIO, HE Tpe6yeTc51, 3a UCKIIFOYCHUEM OTBCTOB Ha 06paH_leHI/IH TpaxxJiaH, MOCTYIIMBHINX

1o I/IH(l)OpMaIII/IOHHO-TeJ'IeKOMMYHI/IKaHI/IOHHBIM KaHaJIaM, Ha KOTOPBIC 3adBUTCIIO JaCTCA MMMCHMEHHBIMN
OTBCT, HaHpaBJ’IHeMHﬁ 10 IOYTOBOMY aJAp€Cy, YKa3aHHOMY B O6paH_ICHI/II/I.

4.6.8. icrionHEHHBIE DJIEKTPOHHBIE IOKYMEHTBI CUCTEMAaTU3UPYIOTCS B JI€a B COOTBETCTBUN

C HOMEHKJIaTypo# Jies1 00pa30BaTebHOM OpraHu3aliy U UHAEKCUPYIOTCS B MOPSI/IKE, YCTAHOBICHHOM
B OTHOILEHHH JIeJl, COCTABJICHHBIX U3 JIOKYyMEHTOB Ha OyMaxxHoM Hocutede. [Ipu coctaBneHuu
HOMEHKJIATyphI JIEJ1 B 3aT0JIOBOK JI€J1a BKJIFOYAETCS YKa3aHUE « DIEKTPOHHBIE TOKYMEHTBD».

4.7. UndopmannonHasi 0€3011aCHOCTH

4.7.1. NadopMallmoHHbBIE pecypchl 00pa3oBaTeIbHON OpraHU3aIMH 110 JOCTYIY (BO3MOXXHOCTH
WCTIOJTB30BaHMUS ) TIOAPA3ACIISIOTCS Ha OTKPBITYIO (00IIEI0CTYITHYI0) HH(POpMAITHIO, CITYKEOHYIO
nH(popMaIno U HHHOPMAIIUIO OTPAHUYCHHOTO PaCPOCTPAHEHUs (IOCTyIIa).

K KaTCropmuun OTKpBITOﬁ I/IH(bOpMaI_[I/II/I OTHOCHUTCs I/IH(I)OpMaI_[I/IH, coJcprKaladacs B JOKYMCHTaxX 1 Oazax
JaHHBIX 06p330BaTeJ'II)HOI\/’I opraHu3alru, HEMOCPCACTBCHHO 3aTparuBaroiias rmpaBa U HHTCPEChI IpaKaaH.

K kareropuu ciy>xe6H0# nH(popMaMyu OTHOCUTCS UH(OPMAIIHSL, COJIepKAIasics B JOKYMEHTax U 6a3ax
JaHHBIX 00pa30BaTeIbHON OpraHU3al|y, ITPeIHa3HaAuYeHHAas IJ1s JOJDKHOCTHBIX JIUI] U paOOTHUKOB
o0pa3oBaTeNbHON OPraHU3aIMH, IPY BBITOJHEHUH UMH CBOMX (DYHKIIMOHAJIBHBIX 00s3aHHOCTEH,
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HE 3aTparuBarollas HaIpsMYIO [paBa U UHTEPECHI IPaX/1aH U He OTHOCAIIAACSA K KaTerOpuu
OTPaHUUYEHHOTO PacIpOCTPAHEHUS (IOCTyIA).

K kareropuun nH}pOpMaIuy OrpaHUYEeHHOTO PacpOCTpaHeH s (JOCTyIa) OTHOCUTCS MHPOpMaLus,
cojiep Kamiasics B JOKYMEHTaX U 0a3ax NaHHBIX, BKIFOYAOIIAs CBEACHHUS
KOH(UICHIIMATLHOTO XapaKTepa.

Best unpopmanmsi, coneprkaniasics B JOKyMEHTax U 0a3ax JaHHBIX 00pa30BaTEeIIbHON OpraHU3allnu,
[0 YMOJTYaHUIO SIBJISIETCS OTKPBITOM U 001Ie10cTyHOM. MckiitoueHne coctaBiseT nHGopManus,
OTHECEHHAas! K KaTEerOpHUsIM CITY>KE€OHOM M OrpaHHMYE€HHOI0 pacpocTpaHeHus (AocTyna).

4.7.2. loctyn nmonws3oBareiiell K ”HPOPMAIIMKA OTPAaHUYMBACTCS ITyTEM OTHECEHUs HH(POPMAIIUH

K COOTBETCTBYIOIICH KATETOPUHU U HAJIO)KEHUEM Ha HEe COOTBETCTBYIOIIETO rpuda orpaHUICHUS
pacnpoctpaneHus. Hpopmaius orpaHu4eHHOro A0cTymna cHabxaetcs rpudom «liis ciryxeOHOoro
MOJIb30BAHUSD.

HpaBOM OTHECCHUA I/IH(bOpMaLII/II/I K KaTCropun OrpaHUYCHHOIO JOCTYIIA U HAJIOKCHUA
COOTBETCTBYIOLIEro rprda 001agaeT COCTaBUTENb JOKYMEHTA [0 COTIACOBAHUIO C PYKOBOAUTEIEM
00pa3oBaTEeNbHON OPTaHU3AIIH.

JlokyMeHTHUpOBaHHas: HHGOPMAITUs OTPAHHYESHHOTO PACTIPOCTPaHEHUs 0€3 CAHKIUH JIOJDKHOCTHOTO JIUIIA,
YCTaHOBUBIIETO PEXKUM OTPAaHUYEHHOTO PACIPOCTPAHEHUS TSl JAHHOTO JIOKYMEHTA, HE TOIEKUT
pasriamnieHuio (pacupocTpanenuto). [IpegocraBieHue MoIb30BaTEIsAM JOCTYIIA K TaHHOW WH(OpMAIUN
OCYIIECTBISETCS UCKIIOUUTEIHHO MO COTTIACOBAHUIO C YKA3aHHBIM JIOJKHOCTHBIM JIMIIOM ITyTEM MOJaun
COOTBETCTBYIOLIEH 3asBKH.

JIOKHOCTHBIE JINIIA, IPUHABILIKE pelieHre 00 OTHeceHUH nHGopMaluu, 3ahuKCUPOBaAaHHON
B JIOKYMEHTE, K KAaTeTOPUH OTPAHUYEHHOTO PACIIPOCTPAHEHHUS, HECYT OTBETCTBEHHOCTh
3a 000CHOBAaHHOCTh MPUHATOTO PEIICHUS U €r0 COOTBETCTBHE JEHCTBYIOIIEMY 3aKOHOIATEIbCTRY.

4.7.3. JInunble KapTOUKHU PAOOTHUKOB, TPYAOBbIE KHUKKH PaOOTHUKOB, TPUKA3bl MO JUYHOMY COCTaBY
JOJKHBI XPaHUTHCS B celipe UiIu B B METAJUIMYECKOM LIKAy.

bnanku TpyOBBIX KHIKEK 110 MEpe HEOOXOAMMOCTH BbIIAIOTCS OTBETCTBEHHOMY JIMITY KaJIpOBOM
CITy>KOBI. 3amucu B TPYIOBOM KHIKKE MOJIIHMCHIBAET PYKOBOJUTENb KaipoBoii ciryxk0b1 OO. Yuyer,
XpaHeHue U BblJjauy OJaHKOB CTPOrOil OTYETHOCTH: TUILIOMOB, BKJIA/IbIIIEH K HUM, CBUJIETENIbCTB,
yJIOCTOBEpEHH BEJIeT 3aMeCTUTENb JUupekTopa. biaHku xpaHsarcs B ceiide.

4.7.4. YcTaHOBKa U DKCIUTyaTalys IPOrpaMMHOTO 00eCTiedeH s, TTOJyYeHHOTO U3 JIFOOBIX UICTOYHUKOB
Y BBITMOJTHSIONIETO (PYHKIIMU, HE CBSI3aHHBIE HEMTOCPEACTBEHHO C BBIITOJIHEHUEM Pa0OTHUKAMH CBOUX

JOJKHOCTHBIX 00S13aHHOCTEN, KaTeropruuecKy 3arpelieHa.

4.7.5. Bes nipenictaBieHHas B 3JIEKTPOHHOM BHJie MHGOpMaIus, MOCTYMaoas B 00pa3oBaTeIbHYO
OpraHU3aIMIo, B 0053aTEIbHOM MOPAIKE MOAJIEKUT MPOBEPKE AHTUBUPYCHBIMH CPEJICTBAMHU.

4.7.6. DnexTpoHHas IoYTa MOXKET HCI0JIb30BaThCA MOJIb30BATEISIMHU TOJBKO JIJIs1 0OOMeHa HH(pOpMaILHei,
OTHOCALICHCS K KATETOPUHU OTKPBITON U CTyKeOHOM. 3amnpeIieHo NCIO0Ib30BaTh JIEKTPOHHYIO TOUTY JUIS
nepenay UHQGoOpMalu, OTHOCSIIENCS K KaTeTOPUU OTPAHUYEHHOTO PaclpOCTPaHEHHUS.

5. KoHTpOJIb 32 HCIIOJIHEHHEM JOKYMEHTOB

5.1. Opranu3anus KOHTPOJIs
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5.1.1. KoHTposro moaiexar Bce 3aperucTpupoBaHHbIC IOKYMEHTHI, TpeOyroriue ucnogHenus. Kontposb
HUCIOJHCHUSA JOKYMCHTOB BKJIIHOYACT: YUCT, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB UCITIOJIHCHUA,
HEMOCPEACTBEHHYIO ITPOBEPKY X0/1a CIIOJIHEHUS, IPOBEPKY KauecTBa UCIIOIHEHMUS], aHAIN3 Pe3yJIbTaToB
HUCIIOJIHCHUA.

5.1.2. KoHTpOIIb 32 UCMIOTHEHUEM IOKYMEHTOB YCTAHABIMBACTCS B IIEIISAX O0ECTIICUCHUS
UX CBOCBPEMEHHOTO M Ka4€CTBEHHOTO MCIIOJIHEHUSI, TOBBIIICHUS] YPOBHS OPraHU3aTOPCKON pabOThI
U UCIOJIHUTEIHCKOU JUCHUITJINHBI.

5.1.3. Ilpu nocTaHOBKE JOKYMEHTa Ha KOHTPOJIb HAa [IPaBOM BEPXHEM I10JI€ JJOKYMEHTA JI€JIaeTCsl OTMETKA
0 KOHTpOJI€, KOTOPYI0 0003HAYAIOT CJIOBOM (ILITAMIIOM) «KOHTPOJIb)

5.1.4. KonTtpouto nojnexar npukasbl, peleHrs COBETOB, a TAKKE JOKYMEHTBI, TOCTYIIAIOIINE HA UM
pyKoBoUTEINs 00pa30BaTeNIbHON OpraHu3alluu.

OpraHI/ISaHI/IH KOHTPOJIA UCIIOJTHCHHUA BKIIKOYACT B cebs:

e IIOCTAaHOBKY JOKYMCHTA Ha KOHTPOJIb,

¢ MOHHUTOPUHI UCIIOJHCHUS KOHTPOJIbHBIX HOpy‘-IeHI/Iﬁ JOKYMCHTOB,
e CHATHUC UCIIOJIHCHHOT'O JOKYMCHTA C KOHTPOJIA,

e HalpaBJICHUC UCIIOJIHCHHOT'O JOKYMCHTA B ACJIO.

5.1.5. PykoBoauTenu CTpyKTYypHBIX MOJpa3AesieHuil 0053aHbl pacCMaTpUBATh COCTOSTHUE
MCTIOJTHUTEIIbCKON JUCIMITINHBI IO JOKYMEHTaM C TIOPYUYCHHUSAMH aIMUHUCTPALNA 00pa30BaTEeIbHOM
OpraHM3alliy, a TAaKXkKe TOKyMEHTHI, IOCTYIUBIIUE B aJIpeC CTPYKTYPHOIO MOApa3e/ieHus U TpeOyrolire
WCIIOJTHEHUS ¥ TIOJITOTOBKU OTBETA.

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

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

e JIOKyMEHTHI 0€3 yKa3aHHs CpOKa HCIIOIHEHUSI — B MECSUYHBIN CPOK;

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

e TopyueHHs 0e3 yKa3aHHsI KOHKPETHOM JaThl UCIIOJHEHHS] — B MECSAYHBIN CPOK;

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

e 110 OOpallleHusIM Ipax/iaH, TPeOYIOIKM JOMOJHUTEIBHOIO U3YUYEHUS U IPOBEPKHU, — JI0 OJHOTO
Mecsilia CO JAHS PEeruCcTpalty, Mo OCTalbHBIM — He Oosiee 15 nHei.

CpOK HCUYHCITACTCA B KAJICHAAPHBIX JHAX C JAaThl HOANIMCAHUA JOKYMCHTA.

Ecnu nocneanuii 1eHs UCTIOTHEHUSI TIOKYMEHTa IPUXOIUTCS HAa HEpaboUHii 1eHb, OH MOJIEKUT
WCTIOJHEHUIO B MPEAIIECTBYIOMINN eMy pabouMii AeHb.

[Tpu HEOOXOAUMOCTH MPOJIEHUSI CPOKA UCTIOHEHUS TJOKYMEHTA OTBETCTBEHHBIN UCIIOIHUTEND
MPEACTABIISIET HA UMST PYKOBOJIUTENST 00pa30BaTeIbHON OpraHU3aIliy, IaBIIeTo MOPyYEHUE,
MOTHBHUPOBAHHYIO MTPOCKOY O €ro MPOJICHUH HE MO3THEE YEM 3a TPH JIHS JI0 UCTECYCHHS YCTAHOBIEHHOTO
CpOKa, C UeM CBOEBPEMEHHO MepeaaeTcs nHhopMalvs B IPUEMHYI0 PYKOBOAHUTENST 00pa30oBaTeNbHOM
OpraHu3aIyH.

5.2. IlopsAiOK CHATHS JOKYMEHTOB ¢ KOHTPOJIA
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5.2.1. JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CIIM PEIICHBI TOCTABJICHHBIE B HUX BOIPOCHI WJIM 1aH OTBET
I10 CYILIECTBY.

IIpomeKyTOUHBIN OTBET, PABHO KaK U 3aIpOC 110 UCIIOJIHAEMOMY JTOKYMEHTY WM YaCTUYHOE UCIIOJHEHUE
[IOPYYEHUS, HE ABIIAECTCA OCHOBAHUEM Ul IIPU3HAHUSA JOKYMEHTA UCIIOJHEHHBIM.

5.2.2. CHATH AOKYMEHT C KOHTPOJISI MOXET TOJIBKO JOJKHOCTHOE JIMII0, KOTOPOE OCTABUJIO €r0
Ha KOHTPOJIb.

5.2.3. OCHOBaHMEM JJIsl CHATHS C KOHTPOJISI JOKYMEHTOB C ITOPYUYEHUSMU PYKOBOJAMUTEIIS
00pa3oBaTeNbHON OPTaHU3AIMH SBISETCA JOKYMEHT — OTBET, OANMCAHHBINA PyKOBOAUTEIEM
o0pa30BaTeNnbHON OpraHu3aluu, ero 3aMecTUTesIeM, JTM00 crpaBka 00 UCIIOIHEHUN JOKYMEHTA
3a MOANHUCHIO PYKOBOJIUTENS CTPYKTYPHOT'O IOPA3AETICHHUS.

6. YdeT 1 XpaHeHHe nevaTeid, MITAMIOB U OJIAHKOB

6.1. O6s3aTenbHOMY YUETY MOJIeKAT BCE BU/IBI IEYATEeH U IITAMIIOB, OJIAHKU CTPOTOM OTYETHOCTH,
KOMAaHIUPOBOYHBIE YIOCTOBEPEHUS, CITY)KEOHBIC 3aaHuUsl, TPYIOBbIC KHIKKH.

6.2. Yuer Bcex neuyartei 1 ITaMIIOB, UMEIOLIUXCS B 00pa30BaTEeIbHON OpraHu3aluy, BEAETCs
B CIIELIMAIbHOM XypHasie (mpuioxenue Ne 9).

6.3. X(ypHaJ'IBI y4e€Ta BKIIIOYAOTCA B HOMCHKIIATYPY ACII. JIncTel ux HYMCPYIOTCS, IPOUINBAIOTCS
H OIICYaThIBAKOTCA.

6.4. [leyaTy ¥ IITAMIIBI TOJDKHBI XPAHUTHCS B ceiiax MM METANTMIECKUX MIKadax.

6.5. OTBETCTBEHHOCTb 3a XPpaHCHUC U UCITIOJIb30BAHUC He‘IaTCI\/'I, MTaMIIOB HECYT JIMLld, OTBETCTBCHHBIC
3a BEACHUE ACJIOIIPOU3BOACTBA.

6.6. YHUUTOXEHHE OJIaHKOB NMPOU3BOJIUTCS MO aKTy C OTMETKOM B COOTBETCTBYIOIIMX KypHaJlaX ydera.
6.7. [leyat ¥ ITAMIIBI YHUYTOXAOTCS IO aKTY.

6.8. [IpoBepka HAIMYKS TIEYATEH, ITAMIIOB U OJJAHKOB, a TAKXKE MOPSIKA MX XPAHECHUS U UCTIOIB30BaHUS
MPOM3BOUTCS KOMHCCHEH HE peXke OJHOTO pa3a B KAJICHIAPHOTO 0/ OJTHOBPEMEHHO C TIPOBEPKOM
COCTOSIHUS JICTIONIPOU3BOJICTBA.

7. CocTaBiieHHEe HOMEHKJIATYPbI J1eJI

7.1. HomeHnknatypa e — CUCTEMaTU3UPOBAaHHBIN [1€PEUEHB 3ar0JI0BKOB JI€T1, 3aBOIUMBIX
B 00pa3oBaTeNIbHOM OpraHu3alluy, C yKa3aHHEeM CPOKOB UX XpaHEeHHs!, 0QOPMIIEHHBIN B YCTAHOBJIEHHOM
MIOPSJIKE.

7.2. HomeHnkaTypa Jen npeaHa3HadeHa Uil TPYIIUPOBKY UCITOJIHEHHBIX JJOKYMEHTOB B JIENa,
CHUCTEMATU3allMM U yueTa JIeJ, ONPEIEICHNs CPOKOB X XPAHEHHUSI U SBIISETCS OCHOBOM IS
(dbopMUpOBaHUS 1] U COCTABJICHUS OINUCEH /1T, TOKYyMEHTOB, ONKCEN 3JIEKTPOHHBIX JOKYMEHTOB
MOCTOSTHHOTO U BpeMeHHoro (cBbime 10 jeT) XpaHeHusi, B TOM YHCIIe 110 JMYHOMY COCTaBY, a TAKKe IS
ydera Jes BpeMeHHbIX (10 10 j1eT BKIIIOUNTENBHO) CPOKOB XPaHEHHUS.

7.3. HomeHkaTypa Jienn cocTaBisieTcss Ha OymakHOM Hocutesne. HoMeHkIaTypa e BKIoYaeTcst
B CHCTEMBI DJIEKTPOHHOTO JOKYMeHTooOopoTa (nanee — C3J1) U B CUCTEMbI XpaHEHHsI SJIEKTPOHHBIX
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nokymMeHTOB (nanee — CX3J]) B kauecTBe CIIpaBOYHUKA, HA OCHOBAaHUU KOTOPOTO OCYIIECTBIISCTCS
CUCTeMAaTH3alMsI U yYeT JOKYMEHTOB, a TaKkxke ux MeraganHbeix. COJl MoKHA yCTaHABIMBATH CBSI3b
JIOKYMEHTA C MHJIEKCOM JIeJia B COOTBETCTBUM C HOMEHKIIATYpOil /1e1 00pa3oBaTeIbHON OpraHu3alliH.
Homenxknarypa nen Britouaercs B COJ[ u CX3O/] He no3iHee 0JHOro Mecsilia co JHS €€ YTBEPKIACHUS.
OTBETCTBEHHBIMU 3a BKJIKOUEHUE HOMEHKJIATYpHI Aesl B COMl u CXD ]| ABAsAIOTCS OTBETCTBEHHbIN

3a JETONPOU3BOACTBO U OTBETCTBEHHBIN 32 KOHTPOJIb (PYHKIIMOHUPOBAHHS SIIEKTPOHHOTO
JOKYMEHTO000poTa.

7.4. Homenkmatypa fien o6pazoBaTeIbHON OpraHu3aluy (Jajiee — CBOJHAs HOMEHKJIATypa J1em)
COCTABJISICTCSI HA OCHOBE M3YYEHUS COCTaBa U COAEPIKAHUS TOKYMEHTOB, 00Pa3yIOIIMXCS B AESITEILHOCTH
oOpa3zoBarenbHOM opranu3auuu. [Ipu cocraBneH CBOJHOM HOMEHKIATYPHI J1€]1 YYUTHIBAIOTCS yCTaB
00pa3oBaTeNbHON OPTaHU3AIMH, TIOJIOKEHUS O CTPYKTYPHBIX MOAPA3ICICHUSX, IITATHOE pacuCcaHue,
IUTaHBI M OTYETHI O padoTe, NEPEeYHH IOKYMEHTOB C YKa3aHUEM CPOKOB MX XpaHEHUS, HOMEHKIIATYpPhl Jell
3a MPEALIECTBYIOIINE KaJIE€HAapHbIE TOJIbI.

7.5. CBOAHAs HOMEHKJIATYypa JIeJl COCTaBIISIETCsl pAOOTHUKOM, HA3HAYEHHBIM IIPUKA30M PYKOBOIUTEISA
o0pa3zoBaTeNbHON OpraHu3alky (1ajgee — OTBETCTBEHHBIN 3a COCTABIIEHHE CBOJHOW HOMEHKJIATYPhbI

Ten).

7.6. IToaroToBKa CBOJHOW HOMEHKJIATYPHI /1€ HA MPEICTOSIIINN KaJeHAapHbINA T0J] HAUMHACTCS HE TT03XKe
cepeMHbI HOSIOPSI M 3aKaH4YMBaeTCs He To3ke 31 nexadps Tekymero roaa. [Ipoekt cBomHOM
HOMEHKJIATYPHI JIe]] BU3UPYETCS pyKOBOJIUTEIEM apXUBa U COTIACOBBIBAETCS C MMOCTOSHHO JIEHCTBYOIIEH
IKCIIEPTHON KOMHCCHEH 00pa3oBaTelibHOM opranu3anuu. He pexe 1 pasza B 5 jiet, HOMEHKIATypa e
COTJIACOBBIBAETCS C HKCIIEPTHO-MPOBEPOYHON KOMHUCCHEH DHCKOTo 00J1acTHOTO apXxuBa. B KoHIe
Ka)KJI0ro KaJIeHAapHOTr0 rojia CBO/IHAs HOMEHKIIATYpa 1€l yTBEPKAAETCS PYKOBOAUTEIEM
00pa30BaTeNbHON OpraHu3aluy WIH €ro 3aMeCTUTENIeM, KOTOPOMY JIeJIETUPOBAHbBI TAKUE TTOJTHOMOYHUS
IIpUKa30M 00pa30BaTeIbHON OpraHu3aluu. Y TBEpPKI€HHAs CBOJIHAs HOMEHKJIATypa Jesl BBOAUTCA

B JIEMCTBHE ¢ 1-ro SIHBaps CIEAYIOIIEr0 KaJIEHAAPHOTO rojia.

7.7. B ciydae HeOOXOJMMOCTH BHECEHHS B CBOJIHYIO HOMEHKJIATYPY J1eJ1 3HAUMTEIbHBIX U3MEHEHU OHa
MOJJIEXKUT nepepadboTke. M3MeHeHus yTBepk1atoTcs MPUKa30M WM KOPPEKTUPOBOYHBIM JIUCTOM
(mpunoskenue Ne 10). HeGonbine n3MeHeHUs! BHOCSTCS B YTBEPKICHHBIM paOouuil K3eMIIIsip CBOJHON
HOMEHKJIATyphI JIE.

7.8. CTpyKTypHBIE TIOJIpa3/ieNIeHUs €KEero/IHO, He 1mo3aHee 30 HoAO0ps TEKYIIero KajJeHJapHOoro rojaa
COCTaBJISIOT HOMEHKIIATYPY JIe] CTPYKTYPHOTO MOIpa3IeNieHUs U PECTABIAIOT €€ OTBETCTBEHHOMY
3a COCTaBJIEHUE CBOJIHOM HOMEHKIIATYpHI J1es. HoMeHKmaTypa J1en CTpyKTYpPHOTO TIOApa3 IesICHHs
COCTaBJISIETCSI TUIIOM, OTBETCTBEHHBIM 32 BEACHHE JEIOMPOU3BOJICTBA CTPYKTYPHOTO MOAPA3ICICHHUS,
COTJIACOBBIBACTCS C IKCIIEPTHONH KOMHUCCHEH CTPYKTYPHOTO TIOIPa3ACIICHUS U IO ITICHIBACTCS
PYKOBOJUTENEM CTPYKTYPHOTO MOApPa3IeICHHUS.

7.9. BHOBB cO3/1TaHHOE CTPYKTYpHOE MOJpa3ieieHIe B MECIYHBINA CPOK pa3pabaThiBacT HOMEHKJIATYPY
JIeJ1 CTPYKTYPHOT'O TIOJAPA3/IeIeHUS U NIPEACTABISAET €€ OTBETCTBEHHOMY 3a COCTAaBJIEHUE CBOJIHON
HOMEHKJIaTyphblI JeJI.

7.10. HoMeHknaTypa esl CTpyKTYpHOTO HOApa3AeieHUus U CBOAHAs HOMEHKJIATypa JIeJI COCTABIISIIOTCS
o gopme, ycranoBieHHOU [IpaBuiiaMu opraHu3aiii XpaHeHUs, KOMIUIEKTOBaHUs, yueTa

Y UCTOJIb30BaHUs JOKYMEHTOB ApXxuBHOro hoHaa P® u 1pyrux apXuBHBIX JOKYMEHTOB

B FOCYJJapCTBEHHBIX OpPraHax, opraHax MECTHOT'O CAMOYIIPABJICHUS U OpraHU3ALMIX, YTBEPKICHHBIMU
npuka3om Pocapxusa ot 31.07.2023 Ne 77.

[okymeHT co3aaH B anekTpoHHon chopme. Ne 36 ot 31.10.2025. UcnonHutens: MuHHukaesa J1.M. 0 AIEKTPOHHbINA
CrpaHuua 35 3 57. CTpanuua cosaara: 31.10.2025 17:14 =¥ TATAPCTAH



7.11. HoMeHknaTypa el moJapasaeisieTcsl Ha pa3Aeiibl, KOTOPbIE pacloJIaratoTca B COOTBETCTBUU C
YTBEpKJICHHBIM IITATHBIM paclucaHueM o0pa3oBaTelbHON opranu3anuy. Hazsanusmu pasaenos
HOMEHKJIATYPBhI JIeJI SIBJISIFOTCSI HAMMEHOBAHUS €€ CTPYKTYPHBIX MOpa3/IelIeHUI UIN HAIIPaBICHUS
e TEIbHOCTH.

7.11.1. B rpade | HOMEHKIATYpBI JIeJI IPOCTABIISAIOTCS MHACKCHI KQKI0TO JeJa, BKIIIOYEHHOTO

B HOMEHKJIATypy. MHIeKC fiesia COCTOUT U3 HU(PPOBOro 0003HAUEHHUS U3 IITATHOTO PAaCIUCaHUS
o0pa3zoBaTeNbHON OpraHu3ayy (Ko/a) U MOPsIKOBOTO HOMEpa 3arojoBKa Jiefia 0 HOMEHKIIAType.
WNHunekcwl nen obo3HavaroTes apadckumu nudpamu. Hanmpumep: 12-05, rae 12 — o6o3Hauenue (kox),
05 — mopsAAKOBBII HOMEp 3aroJIOBKa JIeNa B pas/iesie HOMEHKIATYPHI Jell.

B HOMCHKIJIATYpEC A€ COXPAHAIOTCA OAUHAKOBBIC HHACKCHI JIsI OAHOPOJAHBIX U MEPCXOAAIINX ACIT.

7.11.2. B rpade 2 HOMEHKJIATyphl ] MPOMUCHIBAIOTCS 3ar0JI0BKH JIEJ1. 3arojOBOK Jejia YETKO,

B 000011eHHOI (hopMe OTpakaeT OCHOBHOE COJIEP)KAaHUE U COCTAaB JOKYMEHTOB jeia. OCHOBOM 1ist
HAaUMEHOBAHMUSI (3ar0JI0OBKA) JIET SIBJISIFOTCS BOIIPOCHI, OTpaXkaroliye 3a1a4i U PyHKIIMHU 00pa30BaTeIbHOMN
opranusanuu. HauMeHnoBaHMsI TOMOJIHAIOTCS YKa3aHUEM POJia 3aBOJUMOTO JIeJ1a WIH Pa3HOBUIHOCTH
JOKYMEHTOB (IIOCTaHOBJICHUS, PUKA3bl, IPOTOKOJBI U T. 1.). Ecniu 1eno, BKiltouaeMoe B HOMEHKIATY Py
JIeJ, COCTOMUT U3 OJMHAKOBBIX BUJIOB WJIM PA3HOBUIHOCTEN TOKYMEHTOB, B 3aI'0JIOBKE TaKOIo Jeia
yKa3bIBaeTCsl HAMMEHOBAaHUE BUOB JOKYMEHTOB, Hanpumep «lIpuka3pl 1o OCHOBHOU JESTEIbHOCTIY.

He nomyckaercst ynotpebieHne B 3aroJIoBKe Jieja HEKOHKPETHBIX (POPMYITMPOBOK («pa3HbIe
MaTepuabl», «00IIas MePENUCKay, «UCXOASIIAs IEPENUCKa», «BXOIAIINE TOKYMEHThD), a TAKKe
BBO/IHBIX CJIOB, CJIO’KHBIX CUHTaKCH4eCKHX 000poToB. He nonmyckaercs ynorpedieHne COKpalieHHbIX
CJIOB HAUMEHOBAHUN TEPPUTOPHAIBHBIX OPraHOB UCIIOJIHUTEIBHON BIACTH, YUPEKACHUM U OpraHu3alluii,
KpoMme o(uIMaIbHO YCTaHOBJIEHHBIX coKpaleHuil. Ecinu neno Oyaet cocTosTh U3 HECKOJIBKUX TOMOB MIIH
qacTei, TO COCTaBIsAETCS OOIIMIA 3aroJIOBOK JieTia, a 3aTeM IIPHU He0OXOIMMOCTH COCTABIISIOTCS 3ar0JIOBKU
Ka)KJI0ro ToMa (4acTu), yTOUHSIOLIME COJAepKaHUE 3arojioBKa Jiena.

[Topsok pacnoyioKeHUs 3aroJIOBKOB €]l BHYTPH pa3/ieioB U MOpa3/iesioB HOMEHKIIATYPHI [
ONPEESAETCS CTENEHBIO BAKHOCTH JIOKYMEHTOB, COCTABIISIFOLIUX JI€Ia, U UX B3aUMOCBs3bI0. BHauasne
pacnojararTcs 3arojIoBKU JeJ1, COAEpKaIMX OPraHU3allMOHHO-PACIOPSAUTEIbHYIO IOKYMEHTALINIO.
Jlanee pacronararotcs 3arojIoBKH JIeJl, COJIep KallluX MJIaHOBbIE U OTYETHBIE JOKYMEHTHI U T.1.

ITopsanok pacnoyioKeHNs 3aroJI0BKOB A€l BHYTPH pa3/ieioB U MOAPa3esioB HOMEHKIIATYPBI eI
OTIpE/IEIISIeTCS CTETIEHBIO BAXKHOCTH JIOKYMEHTOB, COCTaBJISIFOIIMX JeJa, U UX B3aUMOCBs3b0. B Hauane
pacnojararTcs 3arojIoBKH J€J1, COAEPKAIMX OPraHU3alMOHHO-PACIIOPSAUTEIBHYIO TOKYMEHTALINIO.
3aroJIoBKU JIeJ1 MOTYT YTOUHATHCS B IIpoliecce popMupoBaHus U ohopmiIeHHUS JIe.

B HOMeHKIaTypy Aen BKIIOYAIOTCs TaKXkKe JIea, He 3aKOHYEHHBIE MPOU3BOICTBOM Jiefia MPOILIBIX JIET
(mepexoasimue).

7.11.3. I'pacha 3 HOMEHKIATYpBI A€ 3aM0JIHAETCS B TeUEHUE KaJIeHIapHOro roja — 1npu GopMUPOBaHUU
HOBOTO JIENA, IPU 3aKPBITHH JI€]a U [0 OKOHYaHNUHU KaJIEHIapHOTro roja.

[To noctmkennu nenom oobema B 250 TUCTOB, TOM 3aKPBIBAETCS M OTKPBIBACTCS HOBBINM TOM. B rpade
MOCJIeI0BATEIBHO YKA3bIBAIOTCSI HOMEPA TOMOB M KpalHUE JaThl TOKYMEHTOB Kaxxoro Toma. Hanpumep
«T1 —11.01.2026-30.06.2026, T.2. — 01.07.2026-30.12.2026».

DneKTpOHHBIE JIe7la Ha TOMa He pa3eistoTcs. Bee aiekTpoHHbIe TOKYMEHTHI, HE3aBHCHMO OT UX 00beMa,
BKJIFOYAIOTCA B OJJTHO 3JIEKTPOHHOE JIETIO.
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7.11.4. B rpade 4 yka3pIBaeTCsl CPOK XpaHEHUS Jiea, HOMepa CTaTeil Mo TUIIOBOMY WJIH BEIOMCTBEHHOMY
NepevHIo, (heepaibHOMY 3aKOHY MJIM HHOMY HOPMAaTHBHOMY MTPABOBOMY aKTY, a IPU UX OTCYTCTBUU —
10 TUIIOBOM UJIM MPUMEPHON HOMEHKJIaType Jedl.

7.11.5. B rpade 5 yka3bpIBaloTCs YKa3bIBAIOTCS OCOOCHHOCTH (POPMHUPOBAHUS JIea ¥ BU HOCUTEIIS
unpopmanuu. B ToM gncie B rpade oTpaskarTcs CrieluaibHbIe CPOKU XPAHEHUS JIeT, POCTABISIOTCS
OTMETKH O 3aBEJICHUHU JIeJ (B TOM YHCIIE B 3JIEKTPOHHOM BHUJIE), O BBLACICHUU /1€ K YHUUTOXKCHHUIO

10 UCTEYCHUH CPOKOB UX XPAHEHHUSI, O MECTE XPaHEHHUS MMOJIMHHUKOB JJOKYMEHTOB, O MIepeaaue Jei

B JIPYTYIO OpraHU3aUIO0 AJIs IPOJOJIKEHHSI BEICHUS U JIp.

B rpade nenarotcs oTMETKH 0 MEPEXOIALINX JeNIaX ¢ YKa3aHUEeM CTaporo MHAEKca Jieia B CIy4ae ero
m3menenus. Hanpumep «Ilepexomsmee ¢ 2026 r. B 2026 — 2030 rr. — 1. 2-2-11».

ITo nenam, KOTOpPbIE 110 KAKUM-THOO0 MPUYMHAM B TEUEHHE KAJICHJaPHOT'0 Iojla He 3aBOJIMIINCE, B rpade
«[Iprmeyanne) HOMEHKIIATYPBI JIeN JAenaeTcs 3anuch — «/Jlemno He 3aBonmnock». [Ipu aTom B rpade
3 mpocTtaBisieTcs IpoyYepkK.

7.12. 1o OKOHUAHUM KaJIEHJAPHOTO rojia B KOHIIE HOMEHKJIATYphI JIeJ1 AeJIaeTCsl UTOroBasi 3aluch

O KaTeropuAax U KOJIMYCCTBC ACJI, 3aBCACHHBIX B TCKYUICM KaJICHAAPHOM Iroay. B HUTOT'OBYIO 3aIIMCh
CBOJHOM HOMEHKJIATYyphl €] CBEJICHUS BHOCATCS HA OCHOBAaHUM JJAHHBIX, IEPEJaHHbBIX U3 CTPYKTYPHBIX
MoJIpa3ieieHnii 00pa30BaTeIbHON OpraHU3aIHy.

8. ®opmupoBanme u opopmiieHue e

8.1. CDOpMI/IpOBaHI/Ie ACJI — I'PYHIINPOBKA UCITOJIHCHHBIX TOKYMCEHTOB B [I€JIa B COOTBCTCTBUU
C HOMGHKHaTypOﬁ AC 1 CUCTEMAaTU3alusa JOKYMCHTOB BHYTpPH J€J1a.

8.2. llena B oOpa3oBaTenbHOI Opranu3anuu GOpMUPYIOTCS B CTPYKTYPHBIX MOAPA3IEICHUSIX.

8.3. McnionmHeHHbIe JOKYMEHTHI JOJIKHBI B 10-THEBHBIN CPOK CAABATHCS UCTIOTHUTENIEM JIUILY,
OTBETCTBEHHOMY 3a BEJICHHUE JIETIONPOU3BOJICTBA B CTPYKTYPHBIX MOAPA3ACNeHUsX, sl JOPMUPOBAHUS
ux B aena. Homep nemna, B KOTopoe AOMKEH ObITh MOAMIUT JOKYMEHT, ONPEACIISIET PyKOBOAUTEIb
CTPYKTYPHOTO MOJpa3ieleH s 00pa30BaTeIbHON OpraHU3alK WU UCTIOTHUTEIh B COOTBETCTBUH

C HOMEHKJIaTypou nei. Ha mokymeHnTe mpocTtaBisaroTcs otMeTka «B aemno Ne...», moanuce ucrnoaHuTens
WJIM PYKOBOJUTENS CTPYKTYPHOT'O MOJIpa3IeieHus, 1aTa.

JIOKyMEHTBI BHYTPH JI€J1a PacIoIaraloTcsl B XpOHOJIOTUYECKOM MOCIIE0BAaTEIbHOCTH.

8.4. KoHTpo:b 3a MpaBUILHOCTHIO (POPMUPOBAHUS A€ OCYIIECTBIISETCS OTBETCTBEHHBIM 32 apXHUB
00pa30BaTeNbHON OpraHu3aluu.

8.5. IIpu popmupoBanuu a1 HEOOXOAUMO COONIOAATH CIEAYIONINE O0IIMe IPaBHIa;

e TIOMENIAThH B JIEJIO TOJIHKO UCIIOTHEHHBIC TOKYMEHTHI B COOTBETCTBHH C 3aTOJIOBKAMH JIETT
110 HOMEHKJIaType;

e TPYNIHUPOBATH B JEJIO JOKYMEHTHI OJJHOTO KAJICHIAPHOTO TO/a;

e pa3JeNbHO rPYNIHUPOBATH B Jieja JIOKYMEHThI TOCTOSSHHOTO U BPEMEHHOI'O CPOKOB XPaHEHHUS;

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

e B JICJIO HE JOJKHBI IOMEIIATHCSA JOKYMEHTHI, IOJUIeKAIUMEe BO3BPATY, JINIIHUE SK3EMILISPBI,
YEPHOBUKHU: 10 00BEMY JENI0 HE TODKHO MpeBbImarh 250 nuctoB win 4 cM. [1pu Hanmmunm
B JIeJie HECKOJIbKMX TOMOB (YacTeil) MHIEKC U 3ar0JI0BOK JIeNIa TPOCTABIISIFOTCS Ha KaXKIOM TOME
¢ n1o0aBIeHUEM «TOM 1», «ToM 2» (TIoCTIeTHUT).
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8.6. OcoObIe TpeboBaHUs K (POPMHUPOBAHUIO OTJEIBHBIX JEI.

8.6.1. PacniopsinurenbHble JOKYMEHTHI TPYIIUPYIOTCS B Jiejia 110 BUAAM B XPOHOJIIOTUYECKOM IMOPSIIKE
C OTHOCSAIIMMHUCS K HUM TPUIOKEHUSIMH.

8.6.2. YcraBbl, 110JI0)KEHUSI, UHCTPYKLIUHU, YTBEPIKJIEHHBIE PACTIOPSIAUTEIbHBIMU JOKYMEHTaMHU, SBJISIOTCS
IIPWIOKEHUSMU K HUM U TPYNIIAPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTaMu. Eciu sxe oHn
YTBEPXKICHBI B KAUECTBE CAMOCTOSTEIILHOTO JJOKYMEHTA, TO UX IPYNIIUPYIOT B CAMOCTOSITEIIbHBIE JIETIa.

8.6.3. IIpukaspl 0 OCHOBHOM AEATEILHOCTU IPYHIUPYIOTCS OTACIBHO OT MPUKA30B M0 JIUYHOMY
COCTaBy.

8.6.4. [Ipukassl 0 TMYHOMY COCTaBY I'PYIIUPYIOTCS B Jieja B COOTBETCTBUU C YCTAHOBJIEHHBIMU
CPOKaMH UX XpaHECHMUS.

8.6.5. HpOTOKOHBI B ICJIC pacCiiojJararoTcs B XpOHOJOTHUYCCKOM ITOPAAKE 110 HOMCpPAaM. I[OKYMGHTLI
K IIPOTOKOJIaM, CIpyIIIUPOBAHHBIC B OTACIIBHLBIC [1€JIa, CUCTCMATU3UPYIOTCA 10 HOMCPAM IIPOTOKOJIOB.

8.6.6. YTBep:KI€HHbIC IIJIaHbI, OTYETHI, CMETbI, TUMHTBI, TUTYJIbHbIE CHUCKH U JAPYTUe JTOKYMEHTbI
IPYyHIUPYIOTCS OTAEIBHO OT IPOEKTOB.

8.6.7. JlokyMeHTHI B IMYHBIX JI€NaX PACIIOJIAratoTCs 10 MEPE UX MOCTYIIJICHUS.

8.6.8. [lepenucka rpynnupyeTcsi B paMKax OJTHOTO KaJICHJapHOTO rojla ¥ CUCTEMAaTH3UPYyETCs
B XPOHOJIOTUYECKOH MMOCIIEI0BATEIBHOCTH: TOKYMEHT — 3aIpoC — JOKYMEHT — OTBET.

8.7. lena oOpa3oBaTebHON OPraHU3aIlUH MTOAJICKAT O(OPMIICHHIO TIPH UX 3aBEICHUH U 110 3aBEPIICHUN
KajeHaapHoro roga. OdopmiieHue Jena — MOJAroTOBKa Jiefla K XpaHEHHUIO BKIIIOYAET B ce0sl KOMILIEKC
paloT IO ONMCAHUIO JIeN1a Ha 00JI0KKE, TOALINBKE, HyMEPALUU JIUCTOB U COCTABIICHHIO JIUCTA-
3aBepurens aena. OdopmieHue aen NpoBoAUTCS pabOTHUKAMU CTPYKTYPHBIX MOApa3/ieeH M
o0pa30BaTeNbHON OpraHu3aluy, B 005S3aHHOCTH KOTOPBIX BXOJUT 3aBeAeHNE U (POPMUPOBAHME JIEJ1, IPU
METOAMYECKON TOMOILU U MOJT KOHTPOJIEM apXHBa 00pa30BaTeIbHOW OpraHU3aIUH.

8.8. lena nmognexar odopmienuro. [TonmHoe oopmienue nena npeaycMaTpuBaeT:

e TIOJIIMBKY WMJIM TBEPBIN NEPEILIET JIENa;

e HYMEPALMIO JUCTOB B JIEIIE;

e COCTaBJICHHE JIMCTA-3aBEPUTEIIS JIENA;

e COCTaBJICHHE B OCOOBIX cllydasx (Mpu opOpMIIEHUH JINYHBIX J1€], VISl y4eTa 0c000 IIEHHBIX
JIOKYMEHTOB) BHYTPEHHEN ONUCH JOKYMEHTOB JIeJ1a;

e BHECEHHME HEOOXOJMMBIX YTOUHEHUI B PEKBU3UTHI O0JIOKKH Jiea (YTOUYHEHHE Ha3BaHUs
MOJpa3JIeNIeHus], MHAEKCA U 3ar0JIOBKA JIeNa, AaThl Jefa U ap.).

8.9. ChopmupoBaHHbI€ Jella TOIIIMBAIOT Ha YEThIPE MPOKOJIa B TBEPIYIO OOJI0KKY M3 KapTOHA WU
MEPEIUIETAIOTCS ¢ YYETOM BO3MOXKHOCTH CBOOOTHOT'O UTEHUS TEKCTa BCEX IOKYMEHTOB, J1aT, BU3

1 pe3omouuii Ha HUX. [Ipy moaroToBKe A€ K NOAMIMBKE (MepeIuieTy ) MeTaNTNYECKHe CKPETIICHHS
(cKOOBI, CKpENKM) U3 JOKYMEHTOB yAaJstoTcs. Jlena MoCcTOSHHOTO XpaHEeHUs!, COCTOSIINE

u3 He(i)OpMaTHBIX JOKYMCHTOB, XpaHATCA B 3aKPBITBIX TBEPJABIX IMAIIKaX C TPEMs KIallaHAMH

U C 3aBsA3KaMHU.

8.10. IIpu Hanuuuu B Aese HeBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHMKEK U JIP.) 3TH
JIOKYMEHTBI BKJIJIbIBAIOTCS] B KOHBEPT, KOTOPBIN 3aTeM MOJIIMBAETCs B 3TO Jeno. [Ipu Hannuuun

[okymeHT co3aaH B anekTpoHHon chopme. Ne 36 ot 31.10.2025. UcnonHutens: MuHHukaesa J1.M. 0 AIEKTPOHHbINA
CrpaHuua 38 13 57. CTpanuua cosaara: 31.10.2025 17:14 =¥ TATAPCTAH



OOJILIIIOr0 KOJIMYECTBA TAKUX JOKYMCHTOB OHH MOT'YT U3bIMATbCA U3 ACJI, U HA HUX COCTaBJIACTCA
oTAcCIbHas OIIUCH.

8.11. B memsax obecrieueHust COXpaHHOCTH U 3aKPEIJICHUS TIOPsIIKA PACIIONOKEHHS JOKYMEHTOB,
BKJIFOUCHHBIX B JIEJI0, BCE JINCTHI, KPOME JINCTA-3aBEPUTEISL, HyMEPYIOTCS apaOCKUMU LU(ppaMH B IPAaBOM
BEPXHEM YTIy, HE 3a7ieBast TEKCTa JOKYMEHTa, IIPOCTHIM TpapuecKuM KapaHAalioM WM HyMEpaTOpOM.
VYrorpeOieHue YepHIT U IBETHBIX KapaHIaIIeH 1yl HyMepaluy JUCTOB 3amnpenaercs. BHyTpeHHss
OIUCh UMEET CAMOCTOSTEIbHYIO HyMEPALHIO.

JIuctol JACJ1, COCTOAINX N3 HCCKOJIbKHUX TOMOB HJIN I-IElCTCIt/'I, HYMCPYIOTCA MO0 KAXKJIOMY TOMY HUJIM YaCTH
OTACJIIBHO.

dotorpadun, YepTeKHU, TUArpaMMBbl U IPYTHE WILTIOCTPATUBHBIE U ClieU(UIECKUE JOKYMEHTHI,
IIPEJCTABIISAIOIINE CAMOCTOSTENBHBIN JIUCT B JIeIe, HyMEPYIOTCs Ha 00OPOTHOI CTOPOHE B JIEBOM
BEPXHEM YIIIy.

Cno’xeHHBIN JUCT pa3BOPaYMBACTCSI U HyMEPYETCsl B IPaBOM BepxHeM yrity. [Ipu aTom nuct nrodoro
¢dopmara, NOAMMUTHIHN 3a OAUH Kpail, HyMepyeTcsl KaKk OJIMH JIUCT; JIUCT, CJIOKEHHbIN U HOJIINTHIN
3a CepeIuHy, IOJUIEKUT NIEPEIIMBKE U HyMEPYETCs KaK OJIUH JIUCT.

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

[ToammTeie B A0 TOKYMEHTHI C COOCTBEHHON HyMepaluel JUCTOB (BKJIIOYas eYaTHbIE U3/IaHUS) MOTYT
HYMEpOBAaThCsI B O0LIEM MOPSAAKE UM COXPAHATh COOCTBEHHYIO HyMEpALUIO, €CIIM OHA COOTBETCTBYET
MOPSAKOBOMY PACIIOI0KEHHIO JIUCTOB B ACIIE.

B ciydasix oOHapy>keHust 00JIBIIOr0 Ynciia OKOOK B HyMepaluy JIUCTOB Jea B IEJIOIPOU3BOJICTBE
IIPOBOAMTCS UX NepeHyMepanus. [Ipu nepeHymepanum JIMCTOB CTapble HOMEpa 3a4€pKUBAOTCS] OJJHOU
HAKJIOHHOM 4epTON U pAIOM CTaBUTCS HOBBI HOMEp JIMCTA; B KOHIIE JIeJIa BKJIAbIBAETCS JIUCT-
3aBEPUTEID, IIPU 3TOM CTapbIi JINCT-3aBEPUTEIb 3aUEPKUBACTCS, HO COXPAHSAETCS B ACIIE.

8.12. [l yueta KOJIMYECTBA JIMCTOB B Jiejie U (PUKCAlUU OCOOEHHOCTEH X HyMepaluy COCTaBIISIETCs
JMCT-3aBEPUTEIIB Jiena. JIOKyMEHT COCTaBIISIeTCS! Ha OT/IEIBHOM JINCTE M BKIIFOYACTCS B JIEJI0 TIOCJICAHUM
muctoM. JIucr-3aBepuTens cocTaBisieTcs o popme, ycranoBnenHoi [IpaBunamu opranuzanuu
XpaHEeHHUs, KOMITJICKTOBAHUS, yUeTa U UCIIOIb30BaHMs IOKYMEHTOB ApxuBHOTo QoHma PO u npyrux
apXMBHBIX JOKYMEHTOB B FOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOyIpaBJIeHHUs

U OpraHM3alusX, yTBepKIeHHbIMH NprKa3oM Pocapxusa ot 31.07.2023 Ne 77.

Bce mocnemyroniyne n3MeHEeHUsI B COCTaBe U COCTOSIHHUHM Jiena (TIOBPEeXICHUs, 3aMeHa TOITMHHBIX
HOKYMeHTOB KOHI/IS[MI/I, HpI/ICOGJII/IHeHI/Ie HOBBIX )IOKyMeHTOB nT. 21.) OTMCYAKOTCA B HI/ICTG-SaBepI/ITe aceiia
CO CCBUIKOM Ha COOTBETCTBYIOLLIHUM aKT.

8.13. O650kKa A€ MOCTOSTHHOTO, BpeMEHHOTO (cBbIlIe 10 j1eT) XpaHeHHs U 1O JIUYHOMY COCTaBy
oopmisiercst mo hopme, ycraHOBIEHHOH [IpaBiiamu opraHu3anyy XpaHeHUs, KOMIUIEKTOBAHHUS, YIeTa
Y MCTIOJIb30BaHMsI TJOKYMEHTOB ApXUBHOTO (poHAa PD 1 Apyrux apXUBHBIX JOKYMEHTOB

B TOCYJIApCTBEHHBIX OpTaHaX, OpraHax MECTHOTO CaMOYTIPABJICHUS] M OPTaHU3AIUAX, YTBEPIKICHHBIMA
npukazoM Pocapxusa ot 31.07.2023 Ne 77.

Ha o60xKe Aen moCcTOSTHHOTO XpaHeHUsl BBEpXY MpeycMaTpUBaeTCs MECTO JIJIsl HAMMEHOBaHUS
MYHULUTAIBFHOTO apXHBa, B KOTOPBIM OHU OYAyT NepelaHbl, a TAaKXKe apXUBHOTO Mudpa B IPaBoM
BEPXHEM U JIEBOM HIDKHEM yTJjax.
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[Tpu opopmiieHnn 00JI0KKHU 7€)1 HAMMEHOBaHUE 00pa30BaTEILHON OpraHU3aluK YKa3bIBACTCS
MOJIHOCTBIO TI0 YCTaBY, B AIMEHUTEILHOM MaJieke, COKpAIICHHOE Ha3BaHWE — B CKOOKaX.

O0s3aTenbHBIMHA PEKBU3UTAMU OOJIOKKH JIEJIa SIBISETCS YKa3aHUe KOJIMYECTBA JIMCTOB B Jelie, KOTOPOe
IIPOCTABJISICTCA HA OCHOBAHUM JIMCTA-3aBEPUTENIS €A, U CPOKa XpaHEHHUs Jiefia (Ha Jiesax MOCTOSIHHOTO
XpaHEHHUs MUILETCS: «XPAHUTh TOCTOSHHOY ), KOTOPBIA MEPEHOCUTCS Ha OOJIOKKY JIea U3 HOMEHKJIATYPBI
II0CJI€ CBEPKH €r0 10 CPOKaM XpaHEHUsI B [IEPEUHE.

8.14. [lns yyera JOKyMEHTOB OIPEAEICHHBIX KaTErOpUil J1eJ1 HOCTOSIHHOTO U BPEMEHHOTI'O (CBBILLIE
10 neT) XpaHeHus1, y4eT KOTOPBIX BBI3BIBACTCS CHEIM(PHUKON JaHHON JOKyMEHTauu (JIMUHBIE Jea, 0co00
LIEHHBIE), COCTABIIAETCS BHYTPEHHSISI OIIMCh JJOKYMEHTOB JieJa (Jlajiee — BHYTPEHHSIS OIIKC).

BHYTpeHHIOI0 OIMHUCh HEOOXOUMO TAaK)KE COCTABIIATH B JieJlaX MOCTOSHHOTO U BPEMEHHOTO (CBBIIIIE
10 ner) xpanenusi, cGOpMHUPOBAHHBIX 110 PA3HOBUIHOCTSM TOKYMEHTOB, 3aT'OJIOBKH KOTOPBIX
HE PacKphIBAIOT KOHKPETHOE COJICPKAHUE JOKYMEHTOB.

BuyTpeHnHsst onuch cocTaBisieTcsi Ha OTAEIBHOM JIUCTE Mo (popme, ycraHnoBineHHOU [IpaBunamu
OpraHM3aliy XpaHEeHUs, KOMIUIEKTOBAaHHUs, yUeTa U UCIOJIb30BaHUs JOKYMEHTOB ApxuBHoro ponaa PD
U IPYTUX apXUBHBIX IOKYMEHTOB B TOCYAapPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYTPaBIICHHS

Y OpraHu3alusaX, yTBepkaeHHbIMU Npuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

K BHYTpeHHeﬁ OIMUCH ACJIa COCTABIACTCA UTOroBas 3a11ucChb, B KOTOpOfI YKa3bIBACTCA I_II/I(I)paMI/I
" IPONHCHIO KOJIMYCCTBO BKIIFOYCHHBIX B HEC TOKYMCHTOB M KOJIMYECTBO JIMCTOB BHyTpCHHCfI OIIMCH.

BHyTpeHHsIs1 onMch NOAMMCHIBAETCS €€ COCTAaBUTENEM C yKa3aHUEM JOJKHOCTH, MTOAMUCH, PACIIM(POBKH
MIOJNKCU U HyMEpYETCs B JI€JI€ OTAEINIBHO.

9. Opraﬂmamm OMEPATUBHOIO XPAaHECHUA JOKYMECHTOB

9.1. C MOMeHTa 3aBeCHUS U JI0 IIepeladyu JIe B apXUB 00pa30BaTeIbHON OpraHU3al|K JIeIa XPaHATCs
10 MECTY MX (POPMHUPOBAHUS — B CTPYKTYPHBIX MOJIPA3/IETCHUSAX.

PykoBonuTenu cTpyKTypHBIX MOAPA3/IeIeHUN U paOOTHUKH, OTBEYAIOIIKE 32 JEIONPOU3BOICTBO,
00s13aHbI 00€CTIeYrBaTh COXPAHHOCTh IOKYMEHTOB U JIE.

C 1enpro NOBBILIEHUSI ONIEPATUBHOCTH MOUCKA JJOKYMEHTOB JIejla paciioararoTcsi B COOTBETCTBUU
C HOMEHKJIaTypOM JIelI.

Ha KOopCuikax 00103KeK ACJI YKA3bIBAKOTCA MHACKCHI ACJI IO HOMCHKIIATypE.

9.2. Brigaua aein, 03HaKOMJIEHUE C JOKYMEHTaMHU, HaXOASIIMMUCS Ha ONIEPATHUBHOM XpaHEHUU
B CTPYKTYPHOM TOJpa3ieeHIH, paboTHIUKaM 00pa30BaTeIbHON OpraHu3aluu IpOU3BOAUTCS
C pa3pelIeHUs pyKOBOCTBA.

9.3. U3bpsatue AOKYMCHTOB M3 ACJI TOCTOSIHHOI'O XPAHCHUS JOITYCKACTCA B UCKIIFOUUTCIILHBIX ClIydasdaX,
I10 3arpocaM KOMIIECTCHTHBIX OPraHOB U ITPONU3BOAUTCA C IMCbMCHHOI'O pa3pClICHUA PYKOBOANUTECIIA
o6pa30BaTeJle01”4 opraHu3anuvu ¢ OCTaBJICHUEM B JCJIC 3aBepeHH0171 KOIIMU JOKYMCHTA U aKTa

O IpUYXHaxX BbIAa4u IMOJJIMHHHUKA.

9.4. CamocTosTeNbHOE YHUUTOXKEHHE JOKYMEHTOB B CTPYKTYPHBIX MOJIpa3/IeeHusIX 00pa30BaTeIbHOM
OpraHU3alK 3aMPeNaeTcs.
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9.5. PabOTHHKHM CTPYKTYPHBIX MOAPA3ACIICHUA HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTh MOCTYITHBIIIHNX
K HUM JIOKYMEHTOB U aKKypaTHOe oOpalieHle ¢ HUMHU.

10. ITopsinok mepegavyu JOKYMEHTOB HA XpaHEeHUe
B apXUB 00pa30BaTe/IbLHON OpraHu3amumn

10.1. B apxuB 00pa3oBaTebHONM OpraHU3aliy NepeJatroTcs Jesla MOCTOSTHHOI0, BPEMEHHOTO (CBBILIE
10 ner) xpanenust. Ix nepenaya npou3BOAUTCS 110 OIUCAM €.

3aKOHUEHHBIE JIJIONPOU3BOCTBOM JleJia TOCTOSTHHOTO, BpeMeHHOro (cBbiiIe 10 51eT) XpaHeHus mocie
OKOHYaHUS KAJIEHAAPHOTO T0/1a, B KOTOPOM OHH OBbLTH 3aBE/ICHBI, OJIEKAT 0(hOPMIICHHUIO

B COOTBETCTBUU C HACTOSIIEH HHCTPYKLMEH U MEPEIaloTCs B apXUB 00pa30BaTeIbHON OpraHU3alliH.
[Tpuem ocymecTBasieTcs Mo rpauKy, COTIACOBAHHOMY C PYKOBOJIUTENSIMU CTPYKTYPHBIX
MO/Ipa3/IeJIeHu U YTBEP)KJICHHOMY PYKOBOAUTEIEM 00pa30BaTEIbHON OpraHU3aliH.

10.2. B neproJ NOATOTOBKYU CTPYKTYPHBIMH ITOAPA3AECIICHUAMH J€J1 K IIepelade B apXUB
00pa3oBaTeNbHON OPTaHU3aIMH OTBETCTBEHHBIH 3a apXUB MPEABAPUTEIHHO MPOBEPSET MPABHIBLHOCTD
ux hopMupoBaHusi, 0pOpPMIIEHHUS U COOTBETCTBHE KOJIUYECTBA JI€], BKIIOUYEHHBIX B OIUCh, KOJIUYECTBY
JIeJ1, 3aBE€JICHHBIX B COOTBETCTBUH C HOMEHKJIATypOl. Bce BBIABIICHHBIE IIPU IIPOBEPKE HEOCTATKH
OTBETCTBEHHBIE 32 JEJIONPOU3BOICTBO CTPYKTYPHOI'O MOApa3eeH s 00s3aHbl yCTPaHUTb.

10.3. ITpueM Kaxaoro Jiena NpoU3BOJUTCS OTBETCTBEHHBIM 3a ApPXUB B IIPUCYTCTBUU OTBETCTBEHHOTO
3a IeJIONPOU3BOJICTBO CTPYKTYPHOIO noapasaeneHns. Ha sk3eMIuisipax onucu NpoTHB KaXI0ro Jea,
BKJIFOUEHHOT'O B HEE, AEJIAETCsl OTMETKA O HAIMYUU JAejla. B KOHIle Kak10ro dK3eMIUsIpa OIHUCU
YKa3bIBAIOTCS U(PPAMHU U MTPONKCHIO KOJIMYECTBO (PAKTHUYECKH MPUHSATHIX B ApXUB JEJ, HOMEpa
OTCYTCTBYIOLUX J€JI, aTa IprueMa-repesadu e, HOJIUCH OTBETCTBEHHOIO 3a apXUB U paOOTHUKA,
IepeAaBUIETo AeiIa.

10.4. Jlena B apXuB JOCTABISAIOTCS paOOTHUKAMU CTPYKTYPHBIX Opa3IeIICHU.

10.5. B cayyae nuKBHIALUU CTPYKTYPHOT'O MOAPA3IEICHHs OTBETCTBEHHBIN 3a JEIONPOU3BOACTBO

B T€YEHHE JABYX MECSIIEB C MOMEHTA JIMKBHUIALUU ToJIpa3aeneHus: GopMUpyeT BCe UMEIOIINecs
JOKYMEHTHI U IIepeiaeT B apXuB 00pa30BaTeIbHONM OpraHU3al[Mi HE3aBUCHUMO OT CPOKOB XpaHEHHUs; IpU
peopranuzanuy 00pa3oBaTeIbHON OPraHM3alMy JOKYMEHTHI II€peIatoTcs M0 aKTy MpHeMa-nepeiaun
IIPABONIPEEMHUKY MJIU IIPU OTCYTCTBUH IIPAaBONPEEMHUKA — B MYHHMIIMIIAIbHBINA apXUB.

11. DkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. OxcnepTu3a HEHHOCTU JOKYMEHTOB — ONPEEIEHNE COOTBETCTBUS TIOKyMEHTA U (WIIN)
JOKYMEHTOB KPUTEPHUSM €ro (MX) LIEHHOCTH B LIEJISIX OINpeIesIeHUs] CpOKa XpaHeHUs U 0TOopa
JOKyMEHTA U (WJIN) JOKYMEHTOB JIJIs JJIs TIepelavyul Ha XpaHEHHUs B apXuBe 00pa3oBaTeIbHON
OpraHM3alK WU BBIJEIEHNS K YHUUYTOKEHHUIO 110 UCTEYEHUH YCTAaHOBJIEHHOIO CPOKA XPAHEHUS.

11.2. SKCHepTI/IBa HONCHHOCTU NOKYMCHTOB B 06pa30BaTeHLHOﬁ OopraHu3ali Ha CTaAuun
ACIOIMPONU3BOACTBA ITIPOBOJUTCA:

e IIPU COCTaBJIECHUH HOMEHKJIATYPBI JEI;
e B 1polecce GOpMUPOBAHUS 1€ U MPOBEPKU MPABUIILHOCTH OTHECEHHSI IOKYMEHTOB K JIeJIaM;
e IIPU MOJATOTOBKE JEJI K IIOCIEAYIOIIEMY XPaHEHHUIO;

e B apXMBE B IIPOLECCE MOATOTOBKH HA XpPaHEHUE B MyHUIIMIIATbHOM APXUBE.
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11.3. JInst opraHu3amnuy ¥ MPOBEJACHUS SKCIIEPTH3BI IIEHHOCTH JOKYMEHTOB B 00pa30BaTeIbHOM
OpraHM3alMM CO3JAETCsl IOCTOSHHO ACHCTBYIOIIAsl dKcnepTHas komuccus (aanee — OK).

11.4. ®ynxnuu u npaBa DK, a Taxke opranuzaius ee padoThl ONpeeNsIeTcs MOI0KEHUEM, KOTOPOe
yTBEpKJIAeTcs pPyKOBOJUTEIEM 00pa30BaTeIbHOM opranu3anuu 1 (win) coriacoBsiBaetcs ¢ LIDK
VYpasiieHue aenamMu NpaBUTEIbCTBA DHCKOM 00J1acTH.

11.5. Dkcneprr3a IEHHOCTU IOKYMEHTOB MOCTOSIHHOTO ¥ BPEMEHHOTO XPaHEHUsI OCYILECTBIISECTCA
€XKEroJIHO B CTPYKTYPHBIX MOJpa3ieieHUsIX 00pa30BaTeIbHON OpraHru3aliy HEMOCPEACTBEHHO JINLIaMH,
OTBETCTBEHHBIMU 3 JIEJIOMPOU3BOJICTBO, COBMECTHO ¢ DK Mpu HEMOCPEICTBEHHOM METOANYECKOM
PYKOBOJICTBE PYKOBOJIUTEIS apXrBa 00pa30BaTEeIbHON OpraHU3aliH.

11.6. OTO60p TOKyMEHTOB AJIs1 IOCTOSSHHOT'O XPAHEHHUS ITPOBOJUTCS B COOTBETCTBUN C HOMEHKJIATypO
nen oOpa3oBaTeNnbHON OPraHU3aIiH, TUIIOBEIMU M BEIOMCTBEHHBIMH IIEPEYHSIMH JOKYMEHTOB
C YKa3aHUEM CPOKOB MX XPAHEHUS IyTEM ITOCTPAHUIHOTO MPOCMOTpA Jell.

B AcJIaX MOCTOAHHOI'O XpaHCHUA MMOAJICIKAT U3BATHUIO IIY6JICTHI)I€ SK3EMIIIAPBI JOKYMCHTOB, YCPHOBUKU,
HCO(bOpMJ'ICHHbIe KOIIMHU JOKYMCHTOB U HC OTHOCAIIUECA K HUM JOKYMCHTHI.

Hena c otmetkoit "OIIK"/"OK" moaBepraroTcs Takke NOJIMCTHOMY IPOCMOTPY C IENIbIO OMPeIeIeHUS
Y BBIJICJICHUS U3 UX COCTaBa IOKYMEHTOB, MOIJICKAIIMX MTOCTOSTHHOMY XpaHEeHHI0. Jlena ¢ OTMEeTKOM
"OIIK"/"9K«, coneprxaiye T0KyMEHTbI TOCTOSIHHOTO XpaHEHUs, MOJyIekKaT nepeopMUPOBAHHUIO.
Brinenennsie U3 ux coctaBa JOKYMEHTBI IOCTOSIHHOTO XPaHEHUSI IPUCOSAUHSIOTCS K OJTHOPOTHBIM
nenaM u opopMIIIOTCS B caMOCTOsITeNbHbIE eTa. CpOKU XpaHEHUs e, COAEPKAIIUX OCTaBIIHeCs
JIOKYMEHTBI BPEMEHHOT'O XpaHEHUs1, OIPEICIISIOTCS 110 BEIOMCTBEHHOMY (M TUIIOBOMY ) TIEPEUYHIO
JOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHUS U HOMEHKIaType Ael. [loammBka BHOBb
c(hOPMHUPOBAHHBIX JIEJT TPOU3BOUTCS TOJIBKO IMTOCIIC 3aBEPIICHUS SKCIIEPTU3bI [ICHHOCTH JJOKYMEHTOB.

OnHOBpEeMEHHO ¢ 0TOOPOM JOKYMEHTOB ITOCTOSTHHOTO M BpeMeHHOTo (cBbiile 10 j1eT) XxpaHeHus 1yis
nepeslauy B apXyB B CTPYKTYPHBIX MOAPA3/IEICHUSIX IPOBOAUTCSA OTOOP €1 U IOKYMEHTOB BPEMEHHOTO
(1o 10 net) xpaHeHUs, TOUISKALINX JaTbHEHIIIEMY XPaHEHHIO B CTPYKTYPHBIX MTOJIpa3/IeiCHUsX,
BBIJICJICHNE K YHUYTOKEHUIO JIE] 33 IPEABIAYIINE KAICHIapHbIE FOJIbI C HCTEKIIUMU CPOKAMU XPAHEHHUS.
ITpu 3TOM yuuTHIBatOTCS OTMETKH B HOMEHKJIAType nen «Jlo munoBanus HagooHocT» (JAMH), «Ilpn
YCIIOBUU 3aBEPIICHUS TPOBEPKU (PEBU3UM)» U T. 1.

[TapannensHO MpoBepseTcss Ka4yeCTBO U MOJHOTA AEMCTBYIONIEH HOMEHKIIATYphI J1es1 00pa3oBaTeIbHOMN
OpraHM3alM, IPAaBUIBHOCTH OIIPENEICHNS CPOKOB XPAHEHHUS JIEJ1, 3aBEICHHBIX B COOTBETCTBUH

C HOMEHKJIaTYpOH JieN1, COOJII0/IEHHE YCTaHOBICHHOTO NMOPsAIKa 0(hOPMIIEHUS TOKYMEHTOB

1 GOpPMHUPOBAHUSA /€.

11.7. ApxuB IPOBOJIUT SKCIEPTU3Y LIEHHOCTH JOKYMEHTOB IpU OTOOPE MX HAa XpaHEHHE MO
HEMOCPEACTBEHHBIM METOJMUYECKUM PYKOBOJCTBOM MYHUIIMIAIBHOTO apXuBa DHCCKOM 001acTH.

11.8.B ciIydace 06Hap}/')KCHI/I$I B IIpoHeCCe MPOBCACHU A SKCIICPTU3BI HCHHOCTHU JOKYMCHTOB B apXUBC
HEAOCTAYU JOKYMCHTOB IMOCTOAHHOI'O XPAaHCHUA COOTBETCTBYIOIUMU CTPYKTYPHBIMHU IIOAPA3ACTICHUAMU
O6p8.30B2lTCJ'ILHOfI OpraHu3alu JOJIKHBI OBITh TPUHATBHI MCPEI 110 PO3BICKY 3TUX JOKYMCHTOB.

CTpyKTypHBIE oApa3ieaeHus 00pa30BaTeIbHON OpraHu3aul 00s13aHbl CUCTEMAaTHYECKU ONHUCHIBAThH
JOKYMEHTHI 110 JINYHOMY COCTaBy U JOKYMEHThI BpeMeHHOro xpaneHus (cbiuie 10 net), odecrneunBarhb
UX COXPaHHOCTb U YYET.
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11.9. Ha Bce 3aBepIiieHHBIEC 1€TOTPOU3BOICTBOM JIejIa TIOCTOSIHHOTO, BpeMeHHOoTro (cBbie 10 yer)
XpaHEHHUs U 110 JIUYHOMY COCTaBY, NPOLIEAIINE SKCIIEPTU3Y LIEHHOCTH U 0()OPMIICHHBIE B COOTBETCTBUU
C HACTOSIIIIMMHU TPeOOBAaHUSIMU, €KETOJJTHO COCTABIAIOTCS onucH jei. OTaenbHas OMKUCh el
MPEACTABIISIET COOO0M MepeUueHb JeN ¢ CaMOCTOSTEILHOM BalloBOM (ITOPSIKOBOI) HyMeEpaIHeil.

OnucH z1e1 cocTaBIISIOTCS OTAEIBHO Ha JIEJ1a IOCTOSIHHOTO XPAaHEHUs, Jiej1a BpeMeHHOro (cBbiie 10 jer)
XpaHeHus, Jieja o JUYHOMY coctaBy. Onucu aen opopMisgioTes 1o popmam, yCTaHOBIEHHBIM
[IpaBmiiaMu opraHu3anuy XpaHEeHUsI, KOMIUIEKTOBAHHUS, y4€Ta U UCIIOJIb30BAHUSI JOKYMEHTOB APXUBHOTO
¢dona PD u 1pyrux apXuBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOI'O
caMOyIpaBJIEHUS U OPraHU3aLusAX, YTBEpKIeHHbIMU ITpuka3oM Pocapxusa ot 31.07.2023 Ne 77.

Omnwucu Aen COCTaBISAIOTCS B KAXKI0M CTPYKTYPHOM HOJpa3iesieHuH 00pa30BaTeIbHON OpraHu3aluu
€XKEroJIHO B JIBYX SK3EMILIIpax.

[To M onucsM moipa3ieieHus CAAI0T JOKYMEHTHI B apXUB 00pa30BaTeIbHON OpraHu3aIliu.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U KaUE€CTBEHHOE COCTABJIEHUE ONUCEH € CTPYKTYPHBIX
NOJIpa3/ielIeHuil HECYT PyKOBOJUTEIH 3THX MOApa3ieeHHM.

11.10. Ilepen BHECEHHEM 3ar0JIOBKOB €I B OMKCH IIPOBEPSIIOTCS Ka4yecTBO (hOPMUPOBAHHUS
1 0OpMIICHHUS JI€T, COOTBETCTBUE KOJMYECTBA J€JI, BHOCUMBIX B OIKCh, KOJIMYECTBY 3aBEICHHBIX JIEIT
110 HOMEHKJIAType 00pa30BaTEIbHON OpraHU3allHH.

ITpu npocMoTpe e MpOBEPIOTCS:

e COOTBETCTBME 3aroJIOBKA J€JIa CONEP/KAHNIO TOKYMEHTOB B J€CIIE;

e IPaBWIBHOCTh O()OPMIIEHUS U IPYIIHUPOBKU JOKYMEHTOB, BKJIIFOUCHHBIX B JI€JI0;
e KauecTBO NOJIIMBKYU WJIM MEpEIieTa Aeia;

e TPaBUIBHOCTb HyMEpALUH JINCTOB JIE]14;

e HaJMYMeE B JieJie B HEOOXOUMBIX CIIy4asiX BHyTPEHHEHN OINUCH;

e TPaBWIBLHOCTH O(OPMIIEHUS O0JIOKKH JeTa;

e HaJMYME U MPABWIbHOCTh 0(OPMIICHUS JINCTAa-3aBEPUTEIS JIeIa.

B cnyuae oOHapy:keHUs HapylLIeHHs YCTaHOBJIEHHBIX MPaBUi GOPMUPOBaHUS U OPOpPMIIEHUS €] OHU
JIOJKHBI OBITH YCTPaHEHBI.

B cnyuae oOHapy:keHUs OTCYTCTBUS A€, YUCISIIIUXCS 10 HOMEHKIIaType Aesl 00pa3oBaTeabHOM
OpraHU3aIH, CTPYKTYPHBIM IOJIpa3/ieJIeHUEM IPUHUMAIOTCS. MEPBI IO UX po3bIcKy. OOHapyKeHHbIE
JieNia BKJIIOYAIOTCs B oNUCh. Eclii mpUHSTHIE MEpBI HE Aallu pe3yJIbTaToB, TO HA HEOOHApPY> KEHHBbIE JeNa
COCTABJISIETCSI CIIPAaBKa O MPUYMHAX OTCYTCTBHS JI€]1, KOTOPask MOAIUCHIBAETCA PYKOBOAUTEIEM
CTPYKTYPHOTO IIOJIPA3/IEIECHUS U NIEPEAAECTCS BMECTE C OMMCHIO JIE] CTPYKTYPHOIO IMOAPA3AECICHUS

B apXHB 00pa30BaTeIbHOM OpraHu3aluy.

11.11.ITpu cocTaBneHUN OMKUCH AEN COONIOIAIOTCA CeIyIoIIHe TpeOOBaHuUS:

e 3aroJiIOBKH A€ B OIIMCH JOJIXKHBI COOTBECTCTBOBATH 3arojioBKaM J1€JI B HOMCHKJIATYypEC ACTT
U TOMY, YTO BBIHCCCHO Ha O6J'IO)KKy, B COOTBCTCTBHH C HpHHHTOfI cxeMoi CUCTEMATH3allH

e KaXJ0C ACJI0O BHOCUTCA B OITMCH IO CaMOCTOATCIBHBIM IMOPSAJAKOBBIM HOMEPOM. Ecmm €10
COCTOMUT U3 ABYX U OoJlee yacTeu uim TOMOB, TO Ka)Xaas 4aCTb UJIM TOM BHOCHTCSA B OIIMCH 110
CaMOCTOATCIIbHBIM HOMECPOM.
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11.12. I'padst onucy 3amoaHSAIOTCS B TOUHOM COOTBETCTBHH C TEMH CBEJICHHUSMHU, KOTOPHIC BEIHECEHBI
Ha OOJIOXKKY Jiena.

11.13. Ilpu BHECEHMH B OIIUCH TOAPSIA JEJI C OJUHAKOBBIMU 3ar0JIOBKAMHU ITUIIETCS MTOJIHOCTHIO
3aroJ0BOK IEPBOro Jiefia, a BCe OCTalbHbIE OJHOPOIHBIE Aea 0003HaYar0TCs ciaoBaMu «To ke, mpu
3TOM JPyTrHe€ CBEJEHUS O JeJIaX BHOCATCS B ONUCH MTOJHOCTHIO (HAa Ka)KOM HOBOM JIMCTE OIIMCH
3aroJ0BOK BOCIPOU3BOAUTCS MOJIHOCTBIO).

11.14. I'pada onucu «I[Ipumedanuey UCTIOIB3YETCs ISl OTMETOK O IIpHeMe Jiel, 00 0COOCHHOCTIX
UX (PU3NIECKOTO COCTOSHUS, O TIepeiade A JPYTUM CTPYKTYPHBIM TOIPA3ACTICHUSIM CO CChUIKOM
Ha HEOOXOAUMBIN aKT, O HAIMYUU KOMHM U T. [I.

11.15. B xoHIIe onucH BCle 3a IMOCIICAHEH OIMMCATEIbHOM CTaThEel JeIaeTCsl UTOroBasl 3aIuch,

B KOTOPO#H yKka3biBaeTcs (LH(PpaMU U MPOIKUCHIO) KOJUYESCTBO JICJ, YUCIISAIIUXCS 110 OIUCH, TICPBBIN
Y TIOCTICTHAI HOMEpa JIeTI TI0 OTHCH, a TAKKE OTOBAPHUBAIOTCS 0OCOOCHHOCTH HyMEpaIluu JeJ B OIUCH
(JTuTepHBIC HOMEpPA JIeN U TPOITYIICHHBIC HOMEPA).

11.16. Onmce ACII CTPYKTYPHOI'O MOAPA3ACIICHHUS ITOAIIUCBIBACTCA PYKOBOAUTECIICM CTPYKTYPHOT'O
nmoapasaCICHUA.

OmnucH CTPYKTYpHBIX HOAPA3AEICHUH CITy’KaT OCHOBOM Il COCTABJIEHHSI TOI0BOTO pa3/iena OMUCH A
00pa3zoBaTeNbHON OpraHU3ally, IPEAUCIOBUS, TUTYJIBHOIO JIUCTA, HOArOTOBKA KOTOPOIO BO3JIAraeTcs
Ha apxuB 00pa30BaTeIbHON OpraHU3aIHH.

11.17. ITo pe3ynbTaTam 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB COCTABIISAIOTCS OMUCH JIeJI HOCTOSIHHOTO,
BpeMeHHOro (cBble 10 jieT) XpaHeHUs U 110 JUYHOMY COCTaBY, a TAK)KE aKThl O BbIJICICHUU [
K YHUUYTOXKEHHUIO.

11.18. AKT 0 BBIIETIEHNH K YHUUTOKECHHUIO TOKYMEHTOB COCTABIISIETCS, KaK IIPaBUIIO, HA BCE Aeia
oOpa3oBaTenbHOM opranu3auuu. Eciu B akTe yka3aHsl Jejla HECKOJIBKUX CTPYKTYPHBIX IOJIpa3iesieHuH,
TO HA3BAHUE KAXJIO0TO CTPYKTYPHOIO MOAPA3IEIECHHs] YKa3bIBAE€TCs IIEPE]] IPYIIION 3ar0JI0BKOB JIEN 3TOTO
1o/ipa3/iesieHus. 3aroJIOBKU OJTHOPOAHBIX JI€]I, OTOOPAHHBIX JJIsl YHUUTOXKEHHS, BHOCATCS B aKT O]
OO0IIIMM 3aroJIOBKOM C YKa3aHMEM KOJIMYeCTBa JIeJl, OTHECEHHBIX K JJaHHOH rpynme. Jlena BKIIoYaroTcs

B aKT O BBIJICJICHUU UX K YHUUTOXXEHUIO, €CITH NPEAYCMOTPEHHBIN I HUX CPOK XPAHEHUS UCTEK

K 1 sHBaps roja, B KOTOPOM COCTaBJICH aKT, IIPU HAJIMYUH YTBEPXKIEHHOH (COTIIacOBaHHOI) onucu

3a 3TOT NEepHO. AKT O BBIJICICHUN K YHUUTOKEHUIO TOKYMEHTOB COCTaBJIsIETCS POpME, YCTAHOBICHHON
IIpaBuiaMu opraHu3anuy XpaHEHHsI, KOMIUIEKTOBAHHUS, y4eTa U UCIIOJIb30BAHUS JOKYMEHTOB APXUBHOTO
¢onna PO u npyrux apXuBHbBIX JOKYMEHTOB B TOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYTIPaBJIEHUS U OPraHU3aLHUAX, YTBEPKAEHHbIMU ITpuKka3oM Pocapxusa ot 31.07.2023 Ne 77.

CornacoBannbie DK 00pa3oBarenbHOM OpraHU3aluy aKThl YTBEPKAAIOTCS PyKOBOAUTEIEM
o0pa30BaTeNbHON OpraHu3aluy IpyU HAJIUYUU YTBEP)KJIEHHBIX ONMUCEN Jell TOCTOSIHHOTO XpaHEHUs

Y COTJIaCOBAaHHBIX OMMCEH JIeN M0 JMYHOMY COCTaBY 3a TOT e MEPUOI, OCIIe Yero oopazoBaTeabHas
OpraHu3aIys UMEeT MPaBO YHUUTOXKATh JIeN1a, BKIIOUEHHBIC B JAHHBIE aKThI.

Horpy31<a " BBIBO3 HA YTUJIMU3AIUIO OCYHICCTBIIAAFOTCA 10 KOHTPOJIEM OTBETCTBCHHOI'O 3a apXUB
o6pa303aTenLH0171 opraHru3alvi UM OTBETCTBCHHOI'O 3a ACJIOIPOMU3BOJACTBO.

12. Ilepenaya 1OKyMEHTOB Ha XpaHEHHE B MYHUIIMIIAJIbHBIN apXUB
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12.1. Tlepenaya Ha xpaHeHne B MyHUIIUTIATBHBIN apXUB DHCKON 00JaCTH MOJICKAT TOKYMEHTHI
BpeMeHHbIX (cBbilIe 10 J1eT) CpOKOB XpaHEHHUsI, B TOM YHUCIIE 110 JUYHOMY COCTaBY, €CIIH HHOE
HE YCTAHOBJICHO JICHCTBYIOIINM 3aKOHOAATEITLCTBOM.

12.2. [lepenava nesn B MyHUIIMIAIBHBIN apXUB OCYIIECTBIIAECTCS MO aKTy IIpUeMa-Iiepejaul apXUBHbIX
JOKYMEHTOB Ha XpaHEHHUE U B 3apaHEE COTJIACOBAHHbBIC C MYHUIIUIIATBHBIM APXUBOM CPOKH.

13. Ucnosib30BaHue AOKYMEHTOB apxXuBa OﬁpaSOBaTeHLHOﬁ Oopranu3anum

13.1. JlIokyMeHTHI U Aela, HaXOIALIUeCs Ha XpaHEHUHU B apXUBE, MPEACTABIAIOTCS pabOTHUKAM
CTPYKTYPHBIX TOJpa3iesieHHH i paboThl B TOMEIIEHUH apXrBa MM BO BpeMeHHoe (He Ooiee Mecsia)
M0JIb30BaHKE BHE apXUBa IOJ] PaCIUCKy B )KypHaJie y4yeTa Bbiaauu aen (npuioxenue No 11).

13.2. PaboTHHKH 00pa30BaTEIbHON OPraHU3alMK HECYT OTBETCTBEHHOCTh 33 COXPaHHOCTh U MPABHIIBHOE
WCII0JIb30BAHUE MOTYUYEHHBIX apXUBHBIX TOKYMEHTOB.

13.3. U3pATHEe JOKYMEHTOB U3 apXMBHBIX JIE], Ilepeadya paboTHUKAaM CTPYKTYPHBIX [OJIpa3esieHui
apXMBHBIX JOKYMEHTOB MJIM UX KOIUI pabOTHHKaM JAPYrHX OpraHu3aluii 6e3 pazpeieHust pyKoBOICTBa
HE JIOIyCKaeTCsl.

13.4. IIpu paboTte ¢ apXUBHBIMU JOKYMEHTAMH HE pa3pellaeTcs BHOCUTh B HUX MPaBKY, JeJaTh IOMETKH,
paboTaTh C HUMU BHE CITy>KEOHBIX TOMEIICHUH.

IIpunoxxenne Ne 1
K MHCTpyKIIMH 11O 1€10IIPOU3BOJICTBY

bnank nokanpHOrO akTa

MyHununanbsHoe 010KETHOEe 00pa30BaTEIbHOE YUPEKICHUE
«IlenTp oOpazoBanus Ne 1»
(MBOY 1O Ne 1)

YTBEPKIAIO '

(1OIMKHOCTD PYKOBOJUTENS)

2
(nmoamuce) (N.0. damunms)

3
(nara)

MHOJOXKEHUE/MOPAJOK/MHCTPYKIUSA

0
1. O0uue nos10xeHUst
I.1...
1.2...
2. Ha3Banme pa3aena
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2.1...
2.2...

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

4. Hazpanue pa3sjena
4.1...
4.2...

5. Hazpanmue pa3aesa
5.1...
5.2...

6. Hazpanue pa3nena
6.1...
6.2...

ITpunosxenne Ne 1
K [Tonoxenuto/Iopsanky/UucTpyKunn

3aroJ10BOK NpHJI0KeHUsI
Texker npunoxeHus
Ha Gnanke I0KyMeHTa MOKET POCTaBIATHCS PEKBU3UT «I'pud) cornacoBanust JoKyMeHTay. PekBusut odopmisiercs mo tTpeGosanusm mynkra 5.20 TOCT P 7.0.97-2025.

1. TIpu yTBepKICHHHN JIOKYMEHTA JIOJDKHOCTHBIM JIMIIOM Ipi( yTBepKkaeHHS cocTonT u3 cnoBa YTBEPXKJIAIO; HanMeHOBaHHS 0JDKHOCTH JINIIA, YTBEPKAAIOIIErO JOKYMEHT; €ro MOJMNCH; HHHUITHAJIOB;

damuin 1 gatel yrepskaenus (. 5.16 TOCT P 7.0.97-2025).
2. Mannuans nuuryt nepey pammmeit (1. 5.16 TOCT P 7.0.97-2025).

3. Jlata JOKyMeHTa 3aIIUCBIBACTCS B IOCIIEIOBATEILHOCTU: IEHb MECAIA, MECSLl, KaJICHAAPHBIH IOl OXHUM H3 ABYX CIIOCOOOB:
— apabckumu 1dpamu, pasaeneHHbIMI TouKoi: 05.06.2026;

— CJ10BeCHO-IU(POBBIM criocobom, Hanpumep 5 mionst 2026 r. (. 5.10 TOCT P 7.0.97-2025).

ITpunoxxenne Ne 2
K MHCTpYKIMH 110 1€70MIPOU3BOJICTBY

biank npukasa
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MynunumnansHoe 0r0KeTHOE 00pa3oBaTeNIbHOE YUPEKICHHE
«lentp ob6pazoBanmst Ne 1»
(MBOY IO Ne 1)

ITPUKA3

1
(mata)

(MecTo cocTaBIIeHUST)

3aroJioBok *
[IpeamOyia

ITPUKA3BIBAIO:

1. (mpunoxxenne No 1).

4, KOHTpOHL HCIIOJIHCHU HACTOSAICTO ITpHUKa3a

(JIOKHOCTD PYKOBOJMTEIS) (moamHck) (N.0. dammnms)

B nenoNe 3220  rogm*

(IOKHOCTD)

(moamucs)

.20

[Tpunoxxenne 1

K IIPUKa3y
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oT Ne

3aro/10BOK NPUII0KEHUS

1. Jlata 10/KHA COOTBETCTBOBATH JaTe MOAMMCAHUS T0KyMeHTa. JlaTy yKasbIBaKOT B (opMate AeHb, Mecsl, rof. Mcronb3yiiTe OMH U3 ABYX CIIOCOOOB:
— apabckue nudpsl, pasaenennsie Toukoit: 05.06.2026;

— cioBecHO-IM(POBoii crioco6, Hanpumep 5 urorst 2026 1. (1. 5.10 TOCT P 7.0.97-2025).
2. VkaspiaioT iupoBoit nim 6ykBenHo-unppoBoit naentndukarop gokymenta (m. 5.11 TOCT P 7.0.97-2025).
3. 3arosI0BOK K TEKCTY — KPaTKOE COIepKaHNe JOKyMEHTa. 3arojoBoK K TeKCTy (popMymupyercs ¢ npemnorom «O» («O6») u otBeuaer Ha Bonpoc «o yem?» (1. 5.17 TOCT P 7.0.97-2025).

4. OnpenensiioT MECTO XPaHEHHs IOKYMEHTA, KOT/la 3aKaH4YMBAIOT ¢ HUM paboTaTh. BIounte B OTMETKY:
— cnoBa «B zmenoy;
— MHCKC JIeJIa TI0 HOMEHKJIAType ¢ yKa3aHHEM roja;

— JIOJZKHOCTh OTBETCTBEHHOTO JIMIIA, €ro Nnojmuch 1 aaty (1. 5.30 TOCT P 7.0.97-2025).

[Tpunoxxenne Ne 3
K MHCTpYKIMK IO 1eJI0TIPOU3BOICTBY

bnank IIpOTOKOJIa

MyHununanbHoe 0r0KeTHOE 00pa30BaTeIbHOE YUPEKICHUE
«Uentp obpazoBanmst Ne 1
(MBOY IO Ne 1)

INPOTOKO.I

HasBanue kosmnernanbHOro oprana (komuccuu, padoueil rpynmnsl 1 T.11.)

No

(nata)

(MecTo cocTaBiIeHHUST)

[Ipencenarens: damumug U.0.
Cekperapsb: ®amunus 1.0
[IpucyrcrBoBaNH: yell. (CITUCOK MPUIaraeTcs)
OtcyTcTBOBANM:
INOBECTKA JHA:
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1. Bompoc
2. Bompoc

X0 3ACEJAHUA
1O BOITPOCY Ne 1
CJOYHIAJIN:
Gamunus U.0. — TekceT JoKIaa npujaraercs.
BBICTYIIUJIN:

N.O. ®amunust — KpaTkas 3aluch BBICTYIUIEHUS (OT TPETHEro JUla eJMHCTBEHHOr 0 uncia). Bonpocsl,
OTBETHI (IPUBOJATCS B NOPSAJKE NOCTYIUICHNUS).

IMPOI'OJIOCOBAJIA:

3a 3a—«  »,
MIPOTUB — «___ », BO3JICPKAINCh — «___ ».

PEHINJIN:
1.1. Onucanue pemeHus mo BOIpocy

1.2. Onucanue pemieHus no BOIpocy

[Ipencenarens Tloamuce 1.0. ®amunusa

Cexpertapb [Toamnuce N.0. Gamunus

[Tpunoxenne Ne 4
K MHCTpyKIIMH 1O 1€710NIPOU3BOJICTBY

bnank ssBoyHOrO IHCTa

SIBOYHBIN JIUCT

HazBaHue KosuieruagbHOro opraia (KOMHCCHH, paboyeil Tpymbl U T.11.)

(IpOTOKOM OT «___ » 20 rona Ne 00)
Ne
d. . O. JloaxkHocTh IMoanucek

n/n

1

2

3
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O [0 | I || W»n | B~

10
11
IIpencenarens Iloamuce N.0. Gamunus
Cexkperapb [Monnuce N.0. ®amunus
[Ipunoxenune Ne 5
K MHCTpyKIIMH 110 A€IONPOU3BOACTBY
biank nuceMa — mpoA0JILHOTO
MynununanbHoe 010/pPKeTHOE 00pa3oBaTeIbHOE YUPEKICHHUE
«Ilentp obpazoanust Ne 1»
(MBOY 1O Ne 1)
WNwxenepnas yi., a. la, r. Ouck, 123456
Ten./dakc: 8 (495) 123-45-67; e-mail: office@shkola.ru; http://www.shkolaco3.ru
OKTIO 12345678; OI'PH 1234567890123; MHH/KIIIT 1234567890/123456789
No
(nara) (Homep) (P. 1. O. (xomy))
Ha Ne oT
(ampec)
YBaxaemblii(ast) !
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C yBaxkeHuew,

(IOIKHOCTB PYKOBOJMTENST) (nozmucek) (®.1.0.)

®. U. O., 10IDKHOCTB,

(Tenepon)

[Tpunoxenue Ne 6
K MHCTpYyKIMU 110 JeNONPOU3BOACTBY

bnank YBCAOMIICHHSA — IIPOJOJIBHOI'O

MyH#IHITATBEHOE 00PKETHOE 00pa30BaTeIbHOS YUPEIKICHHUE
«lentp ob6pazoBanust Ne 1»
(MBOY 1O Ne 1)
WNuxenepnas yi., a. la, r. OHck, 123456
Ten./dakc: 8 (495) 123-45-67; e-mail: office@shkola.ru; http://www.shkolaco3.ru
OKIIO 12345678; OT'PH 1234567890123; MHH/KIIII 1234567890/123456789

Ne
(mara) (HoMep) (®. 1. O. (komy))
(anpec)
(3aroy0BoK)
YBaxaemblii(ast) !
C yBaxxeHuem,

(IOIKHOCTH PYKOBOIHUTEIIS) (moamuce) (P.1.0.)
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C yBenomiieHHEM O3HAKOMJICH(a):

(moamuce) (®.1.0.)

(nata)

BKSCMHHHp YBCAOMIICHHS IIOJTy4HJIa:

(nozmuce) (P.1.0.)

(nata)

®. U. O., 10IDKHOCTB,

(tenedon)

[Ipunoxenune Ne 7
K MHCTpyKIIMH 110 AEIONPOU3BOACTBY

biraHK >KypHana perucTpanyu BXOIAIIUX TOKYMEHTOB

ZKypHaJ perucTpauum BXOASAIINX JOKYMEHTOB

Hauar 20 roaa
OkoHYeH 20 roaa
Pe3osonusn
WIN KOMY
Jara Jara HanpasJjsercs | OTMerka
Kpartkoe
Nen/ NOCTYIJICHUSA un Homep | Koppecnonae conepkan AOKYMEHT 00
n AOKYMEHTA/BXOASI | TOKYMEHT | HT e P (moANmuUCH, HCIOJTHEHH
Uil HoMep a YAOCTOBEPHAIONI | K
ast
NoJIy4eHue)
1 2 3 4 5 6 7
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ITpunoxxenne Ne 8
K MHCTpYyKIMU 110 JeNONPOU3BOACTBY

bnank >xypHana peructpaiu HCXOAAIINX TOKYMEHTOB
MyHununanbHoe 010/KETHOEe 00pa30BaTeIbHOE YUPEKICHUE
«IlenTp obpazoBanus Ne 1»

(MBOY 110 Ne 1)

KypHas peructpanum McXoasiliuX J0KYMEHTOB

Hauat 20 rojaa
OxoHueH 20 roaa
Jlara
PerncrpannoHHbI H HOMeE OTMeTKa
Ne | Tara . pan Kparkoe P
W Anpeca aoxkyMeHT |Hcnosanuren |06
n/ | 10KYMeHT coJlepKaHu
1 la HOMep T o a, Ha b HCIOJTHEHH
AOKYMEHTAa KOTOPbIii "
IIaH OTBET
1 (2 3 4 5 6 7 8

ITpunoxxenne Ne 9
K MHCTpYKIMM 110 JIeTTOTIPON3BOICTBY

bnank )xypHana ydyera neyaTed U IITaMIoB
MynununansHoe 010/PKeTHOE 00pa3oBaTeIbHOE YUPEKICHUE
«Ilentp obpazoanust Ne 1»

(MBOY 110 Ne 1)

KypHai yyera nedyareil M IITAMIIOB

Hauat 20 roza
OxoHYeH 20 roaa
[okymeHT co3aaH B anekTpoHHon chopme. Ne 36 ot 31.10.2025. UcnonHutens: MuHHukaesa J1.M. 0 AIEKTPOHHbINA

o2 JIERIPOHABIA
CrpaHuua 53 n3 57. CTpanuua cosaara: 31.10.2025 17:14 =¥ TATAPCTAH



Pe3yabra
ThI
Haumenosan
Haumenosa e €KeroaHo OTTHCK
HHUEe Hoanuce | i OTMeTKa neyare
OrTHC |moapasaelieH
e neyaTtu « st R NMPOBepPKH | 00 (wramnoB) |Ilpu
o | (mrramma), ’ YI0CTOBE | HAJTMYHUS | YHHUYTOKEH |IJs Me
n/ ne4yaTH | 10J:KHOCTh “
HHULIUATOP pAwIIAasl | meyared |uwu, YHUYTOKEH | YaHU
n HITAaMII | TOJIy4YaTe s
3aka3sa, 1aTra 2) " NOJIy4eH |H HOMep usl, e
MOCTYILJICHH e, JaTa |IITAMIIOB | aKTa H JaTa | AaTa
pamunusn
I R BO3Bpara
NoJry4yaTeJist
aarTa
NPoOBEePKH
1 |2 3 4 5 6 7 8 9

[Tpunoxxenne Ne 10
K MHCTpYKIMU 110 JeNONPOU3BOACTBY

bnank KOPPECKTHUPOBOYHOI'O JINCTA HOMCHKJIATYPbI ACJI

YTBEPXJAIO

(HaMMeHOB&Hﬂe JIOJIKHOCTH PYKOBOJIUTEIIS
(HﬂPlMeHOBaHHe TOCYITapCTBEHHOI'0 OpraHa, opraHa MECTHOI'0 CaMOYIIpaBJICHH, Opl‘&HVBﬂuHH)
WJI MHOTO YMOJHOMOYEHHOTO MM JIMLA)

N3MEHEHUA U JONNIOJTHEHUSA

(nmoamuce) (paciupoBKa HOJIICH)

K HOMEHKJIATYPE JIEJI
Ha20 TOx
- (mara)
KonnuyecrBo | Cpok xpaHeHus
Hupexc
e 3aroJsi0BOK aeJia TOMOB u Ne ctatu mo | [Ipumeyanus
A (uacreii) NepevHIo
1 2 3 4 5
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(HaMMEHOBAHHE TODKHOCTH PYKOBOMHTEIS CIIy’KObI ACTOMPOU3BOACTBA OPraHU3ALINM)

(nata)

Bu3za pykoBoauTens (Jviia OTBETCTBEHHOI'O 32 apXUB)

(HaMEHOBaHHE JOKHOCTH)

(moxmuce)

(nata)

(paciuQpoBKa TIOITHCH)

bnank KypHayia y4ueTa BblJa4Y1d JOKYMCHTOB

(moamuce)

MyHununambHoe 010JKETHOEe 00pa30BaTeIbHOE YUPEKICHUE
«enTtp obpazoBanus Ne 1»
(MBOY IO Ne 1)

KYPHAJI YYETA BbIJAYM JEJI

U3 apXuBa 00pa30BaTe/IbHOI OPpraHu3auu

(paciuppoBKa MOMICH)

[Ipunoxxenne Ne 11
K MHCTpyKIIMH 110 AeIONPOU3BOACTBY

Hauar 20 roja
OxoHueH 20 roja
aTa Pacnucka aTa Pacnucka
Ne Ble}la"IH (I)OHH Onmcy ,}ICHO KOMy B MOJIVICHHU U fﬂi}B aTa | B BO3BpalicHUn
n/n Ne Ne Ne BBIJJAHO y P P
aea aeJia aeJia aeJia
1 2 3 4 5 6 7 8 9
HUtoro B TOZy BBIJTAHO Jien
(Mdppamu ¥ POMHCHIO)
[okymeHT co3aaH B anekTpoHHon chopme. Ne 36 ot 31.10.2025. UcnonHutens: MuHHukaesa J1.M. 0 AIEKTPOHHbINA
CTpanuua 55 3 57. CTpanuua cosgana: 31.10.2025 17:14 =¥ TATAPCTAH




HanmmMmeHnoBanmne qOIKHOCTH JIUIIA,
COCTaBHMBIIETO BHYTPEHHIOIO [Toanuce N.0O. Gamunus
OMUCH JOKYMEHTOB JieJia
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Jluct cornacoBaHus k gokymeHTy Ne 36 ot 31.10.2025
MHnunaTop cornacoBanus: MuHHukaesa J1.M. [upektop
CornacoBanue nHngumpoaro: 31.10.2025 17:14

Jluct cornacoBaHus Twvin cornacoBaHusa: nocnegoBaTesibHOe
N° (0] [e] Cpok cornacoBaHus Pe3ynbTaT cornacoBaHus 3ameyvaHus
iMNoanucaHo
1 MwHHukaeBa J1.M. A

31.10.2025 - 17:14

[okymeHT co3aaH B anekTpoHHon copme. Ne 36 ot 31.10.2025. NcnonHutens: MuHHukaesa J1.M. N IIEKTPOHHbIA
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