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HMHCTPYKOUSA IO AEJOIMPOU3BOACTBY
B MYHMIIUNIATHbHOM OIOIZKETHOM 00Pa30BaTEIbHOM YUpe:KIeHUU
«HukonaeBckas ocHOBHasi 001eo0pa3oBaTenbHas mkoja umenn C.A. Ky3nenoBa»
MeH3eIMHCKOT0 MYHMIMIIAJABHOIO pailona PecniyOiimkn Tataperan

1. O0mue nonoxKeHnst

1.1. HWHCcTpyKuusi 1O AEIONPOM3BOACTBY B MyHHLUIAJIHHOM OIODKETHOM OOpa30BATENBHOM YUPEKACHUH
«HukonaeBckast ocHOBHas oOmeoOpa3oBarensHas 1mkona uMmenn C.A.  KysHenoBa» MeH3eIMHCKOTO
MYyHHIIMIIATBHOTO paiioHa PecnyOnmuku Tartapcran (manee — HWHCTpPYKIHMS) YCTaHABJIMBACT CIUHYIO CHUCTEMY
JeTIONIPOU3BOJCTBA U MOPSAAOK IOATOTOBKH, O(OPMIICHHS, NPOXOXKIEHHS, KOHTPOJIS 3a HCIOJHEHUEM, Y4YeTa,
XpaHCHHUs, M3TOTOBJICHHS, KOMHMPOBAaHUS M TUPAKUPOBAHHUS CIYKEOHBIX JOKYMEHTOB B 00pa3oBaTelbHON
opranm3anmu MBOVY «Hukomaesckas OOLI um. C.A. Kysnernosa» (manee — oOpa3oBaTelbHAsh OpraHH3aIlusl,
00).
1.2. UaCcTpyKmms pa3paboTaHa B COOTBETCTBUU ¢ TpeboBaHUsAME DenepanbHbIX 3akoHOB 0T 22.10.2004 Ne 125-03
«O06 apxuBHOM jzene B Poccuiickoit @enepaunny, ot 27.07.2006 Ne 149-03 «O6 nndopmannu, HHGOPMALUOHHBIX
TEXHOJIOTHSIX U O 3amute WHpopmanun», ot 02.05.2006 Ne 59-®3 «O mopsiake paccMOTpeHHs oOpalieHui
rpaxxgaH  Poccuiickoit ®epepaunn», oT 01.06.2005 Ne 53-®3  «O rocynapctBeHHOM si3bike  Poccuiickoit
Oeneparum», ot 06.04.2011  No 63-03  «OO6 snekTpoHHOH moanuck», I[lpaBun opraHu3amuy  XpaHEHUs,
KOMIUIEKTOBAHHS, Y4eTa W UCIOIb30BaHUs JOKYMEHTOB ApxuBHOTO (oHAa Poccuiickoit deaepannu u Apyrux
apXMBHBIX JOKYMEHTOB B IOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIPAaBJIECHHUS M OpraHU3alMiX,
yYTBEpKACHHBIX MNpukazoM PocapxmuBa ot 31.07.2023 Ne 77, TOCT P 7.0.8-2025 «Cucrema craHAapToB IO
uHpOpMaIuK, OMOTMOTEUHOMY W H3/aTENIbCKOMY Jeny. Jlemomnmpou3BOJICTBO M apXWUBHOE Jesi0. TepMHHBI H
onpenenenus», [OCT P 7.0.97-2025 «Cucrema cTranaapToB 1o WHGOpPMaLUK, ONOITHOTEUHOMY U M3/1aTEIbCKOMY
neny. OpraHu3allMOHHO-pACTIOPSIANTENbHAA JOKyMeHTalusl. TpeOoBaHus K 0(pOPMIIEHUIO TOKYMEHTOBY.
1.3. Tlpumenenne WHCTPpYKIMH JOJKHO CHOCOOCTBOBaTh (OPMHPOBAHHIO OQHUIMAILHO-AETIOBOTO  CTHIIS
JOKYMEHTOB, TIOATOTABIMBAEMBIX B 00pa30BaTEIbHONW OpraHU3allMy; COKPANICHHWIO 3aTpaT TPyAa W CPEICTB
B IIpOLIECCe CO3JaHMsl JOKyMEHTOB. WHCTpykuusi siBisiercsi 00s3aTeNbHOW [UIsi HCHOJHEHHUs pPaOOTHHKaMHU
00pa3oBaTeIbHON OpraHU3aliHi, OCYIECTBIISIONIMMY MTOJITOTOBKY U 0(pOopMIIEHHE TIOKYMEHTOB.
1.4. Ionoxxenust IHCTpYKIIMN pacpOCTPAHSAIOTCS Ha OPraHU3alNI0 padOThI ¢ JOKYMEHTaMH HE3aBUCHUMO OT BUAA
HOCUTENS, BTOM 4YHCIE OJCKTPOHHBIMHM JIOKYMEHTaMH, BKJIOYas MOATOTOBKY, OOpabOTKy, XpaHEHHUE
1 MCIIOJIb30BaHUE JOKYMEHTOB, OCYIIIECTBIISIEMBIX C IPUMEHEHHEM MH(POPMAIIMOHHBIX TEXHOJIOTH.
1.5. OcobOeHHOCTH pPAa0OTHI C JOKYMEHTaMH, COJICPXKAIIMMU KOH(PHUICHIMAIbHYIO HH(pOpManuio (CiryxeOHyIo
W MHYIO TaliHy, NEpCOHAIbHBIC IAaHHBIC), PETYIUPYIOTCS JIOKAIBHBIMH aKTaMu (MHCTPYKLIMSAMH, TOJIOKEHUSIMHU,
MPaBUIaMH), YTBEPKIAEMBIMH PYKOBOAMUTEIIEM 00pa30BaTeIbHON OpraHu3alim.
1.6. TpeGoBamms HWHCTpyKIMU K paboTe ¢ OyXTaITEPCKOH, HAYIHO-TEXHUYECKOW U JAPYTrOM CIenuaabHOM
JOKYMEHTAIlMe pPacIpOoCTPAHSIIOTCSA JIMIIb B YacTH OOIMIMX TNPUHIMIOB pPabOTHl C JOKYMEHTAaMH, a TaKxkKe
[TOIFOTOBKHU IOKYMEHTOB K TIepejaue Ha apXUBHOE XpaHEHHE.
1.7. OTBETCTBEHHOCTH 3a OPTAHM3ALMIO U COCTOSIHHE JEOTPON3BOICTBA B 00pa30BaTEIbHON OPTaHM3AlNN HECET
PYKOBOAMTENH 00pa30BaTENbHON OpraHU3aIiN, KOTOPBII:

e yTBepxknaeT MHCTpYyKIHIO 1O JeTONPOU3BOACTBY M HOMEHKIIATYPY 1€l 00pa30BaTelbHON OpraHu3aliy;

e o0ecreunBaeT BHEAPEHHUE U KOHTPOJIMPYET COOMIO/ICHNE CTPYKTYPHBIMHU HOApa3AeseHusIMI TpeOoBaHUI

HacTosme NHCTPYKIIMN 1 TOCYTapCTBEHHBIX CTaHAAPTOB;
e TIPOBOJUT MPOBEPKY COCTOSIHHSA JEJIOMPON3BOJICTBA B CTPYKTYPHBIX IMOAPA3AeIEHUsIX 00pa3oBaTeIbHON
OpraHM3alNy;

[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbINA
CtpaHuua 1 n3 42. CtpaHnua cosgana: 05.11.2025 13:55 =¥ TATAPCTAH



¢ olecreunBacT METOAMYECKOE PYKOBOACTBO, HHCTPYKTAXXK M KOHTPOJB 3a COONIOJICHUEM YCTAaHOBICHHOTO
nopsiaka paboTel ¢ JOKYMEHTaMHU B CTPYKTYPHBIX TOAPa3ACICHUsIX 00pa30BaTeNbHON OpraHu3aliy;
¢ WHHUIMHPYET MOBBIIIEHNE KBATH(UKAINK PaOOTHUKOB TI0 BOTIPOCAM JETTOTIPOU3BO/ICTBA;
e YIOCTOBEPSAET MOANUCHIO U NIEYATHI0 JOKYMEHTEHI.
1.8. HemocpeacTBeHHO BeneT AENONPOMU3BOACTBO B 00pa30BaTEeNbHON OpraHM3allid OTBETCTBEHHBIN 3a BEJACHUE
JIEIONPON3BOICTBA  (Jajiee — OTBETCTBEHHBIM  3a JIENOMPOU3BOJICTBO), KOTOPBIM Ha3HAYaeTCs IMPHUKA30M
pykoBommTens oOpa3oBaTenbHON  opraHu3anuu. (OTBETCTBEHHBIH  3a JENOMPOM3BOJICTBO B COOTBETCTBUHU
C BO3JIOKCHHBIMH Ha HETO 3a/1a4aMu:
¢ OCYUIECTBIISIET PETUCTPALIMIO M YUET TOKYMEHTOB;
e OpraHm3yeT JOKyMEHTOO0OOPOT, popMHpOBaHHE AET, HX XPAHEHHE;
¢ OCYUIECTBIISIET TEKYLIMH KOHTPOJb 32 CBOCBPEMEHHBIM PACCMOTPEHHEM M MPOXOKACHUEM JOKYMEHTOB
B 00pa30BaTeIbHON OpTaHU3alNY;
e o0ecmednBaeT COOIIOJEHIE EAMHBIX TPEeOOBaHWH IO MOATOTOBKE MOKYMEHTOB W OPTaHM3alHU Pa0OTHI
C HUMH B yCIIOBHSIX AIIEKTPOHHOTO TOKYMEHTO000POTAa;
e 00001mIaeT uHpopMaIHoo 00 00beMax JOKYMEHTO000pOTA;
e opraHusyeT (popMHpOBaHHE U XPaHEHNE TOKYMEHTAIMOHHOTO (POH/A U €T0 HCIIONB30BaHHE.
1.9. Benenune nenonpon3BOACTBa B CTPYKTYPHBIX TOJIPA3ACTCHISIX OCYIIECTBISIETCS paOOTHUKAMH B COOTBETCTBHUH
C MX JOJDKHOCTHBIMH 00SI3aHHOCTSMHU.
1.10. IIpu yxoje B OTITyCK, BbI€3/Ic B KOMaHIHPOBKY M MHBIX aHAJIOTHYHBIX CITydasX paOOTHHKH 00s3aHbBI IepeIaTh
BCE HAXOMSIIWECS Y HUX ITOKYMEHTHI APYroMy paOOTHHUKY IO YKa3aHWIO BBIMIECTOAIIETO pykoBoawtens. Ilpum
YBOJIBHEHNH Pa0OTHHKA WM MEPEeBOJIe Ha APYTYIO IOJDKHOCTBH IMepefada JOKYMEHTOB OCYIIECTBIISIETCS MO aKTy
npuema-nepeaadn. AKT mpueMa-tiepenadu ogopmisiercss mo ¢popme, ycraHoBleHHOW [IpaBunamu opraHu3aiiuu
XpaHeHUs, KOMIUIEKTOBAHHUS, y4eTa U HCIIOJIb30BaHUS JOKYMEHTOB ApXWBHOTO (oHIa PO u mpyrux apXuBHBIX
JOKYMEHTOB B TOCY/IapCTBEHHBIX OPTaHaX, OpraHax MECTHOTO CAMOYIIPABIICHUS M OpPTaHU3AIMIX, YTBEPKICHHBIMHU
npuka3zoMm Pocapxusa ot 31.07.2023 Ne 77.
1.11. Tlpm mnepexonme Ha Apyrywo paboTy paOOTHHKOB, 3aHMMAIONIMXCA B CTPYKTYPHBIX MOJpPa3AeTICHUAX
00pa3oBaTeIbHON OpraHW3aliY BEJEHUEM JEJOMPON3BOICTBA, Mepelaya BCceX JOKYMEHTOB BHOBb Ha3HAYAEMBIM
paboTHUKAM MPOU3BOUTCSA TI0 aKTaM NpueMa-rnepenadn. Konuu akToB HanmpasIsoTCs B KaHIEISPHIO.
1.12. B cny4asx IJIUTEIBHOTO OTCYTCTBUS PaOOTHHUKA CTPYKTYpPHOTO mojpazzieicHus (OTIyCK, CiayxeOHas
KOMaHJMPOBKa, OOJNHHUYHBIA JIMUCT W T.J.) HEOOXOJUMO TepelaTb OTBETCTBEHHOMY 3a JIEIONPOU3BOJICTBO
JIOKYMEHTBI, HAXOJISIINECS Y HErO Ha MCIOIHEHUH 10 YKa3aHUI0 PYKOBOIUTENS 00pa3oBaTeIbHON OpraHnu3aIliy.
1.13. PykoBomuTenu CTPYKTYpHBIX TOJApa3/ieieHuil 00pa3oBaTelbHOW OpraHU3alliil HECYT MepCOHATBHYIO
OTBETCTBEHHOCTh 32 BBHINIOJIHEHUE TpeOoBaHUII HacTosmed WMHCTpyKIMM W COXpAaHHOCTh HAaXOMANIMXCS Y HUX
nokyMmeHToB. O ciydasix yTpaThl, MOPYH 3apETHCTPHPOBAHHOTO JTOKYMEHTa pabOTHHK 00s3aH HE3aMeIJINTEIEHO
JIOJIOKUTH PYKOBOJUTENIO 00pa30BaTeIbHOM OpraHu3alIlyy.
1.14. C BHOBB NPHUHATHIMU paOOTHUKAMH, HA KOTOPBIX BO3JAraloTCst 003aHHOCTH 10 BEJACHUIO JISIONPOU3BOJICTRA,
B TEYEHHWE TpeX [HEH TIOoCie TIOCTYIUICHHS Ha paOdoTy IPOBOAMTCS O3HAKOMHTENbHAs Oecela IO BEJICHHUIO
JIEJIONPOM3BOJICTBA B 00pa30BaTENIbHOM OpraHU3aIHH.
1.15. PaboraTh C TOKyMEHTaMH BHE CIY>KEOHBIX MMOMELIEHHH 00pa3oBaTeNbHOW OpraHU3alM U BHOCHTH B HUX
WCIIPaBIIEHUS 3amperiaercs.
1.16. Benenne mepenucku c OpraHU3AIMSIME OCYIIECTBISIETCS PYKOBOIHMTEIEM 00pa30BaTENbHON OpraHHM3aIud
WJIM UHBIM YIIOJIHOMOYEHHBIMH UM JJOJDKHOCTHBIMH JIMI[AMH.
1.17. Bemonnenuwe Hacrosimedr WHCTpyKIuM o00s3aTeNbHO JUIA KaXJOTO0 pabdoTHUKA 00pa3oBaTenbHOU
OpTaHu3ally, ¢ ee TpeOOBaHUAMH PaOOTHUKH TOJDKHBI OBITH O3HAKOMIICHBI 1101 HOZIHCH.

2. lokyMeHTBI 00pa30BaTeJIbHOI OpraHu3alun

2.1. PykoBoautens oOpa3oBaTeJIbHOW OpraHM3aldd WM JIMLO, HCHOJHAIOUIEE €ro OOS3aHHOCTH, H31AeT
JIOKAJIbHBIC aKTbl M IIPUKA3bI, o0s13aTeNbHbIE JJI1 UCIIOJIHEHUSA BCEMH CTPYKTYPHBIMH TIOAPA3ACICHUAMUA
oOpazoBareibHOM opranu3anuu (mpuiaokenus Ne 1, Ne 2).

2.2. Xon o0cCyXIEeHUS BOIPOCOB Ha 3aCelaHHUAX KOJUIETHAIBHBIX OPIaHOB, COBETOB, COOpaHMUSX, COBEILAHMAX
U pelieHus, NpUHUMAaeMble Ha HUX, (QUKCHPYIOTCS B mpoTokonax (mpuioxenue Ne3). Ecnm B 3acenanum
y4acTBYIOT Oosiee 15 denoBeK, B MPOTOKOJIE YKa3bIBAlOT HX OOIEe KOJUYECTBO M OGOPMISIOT SBOYHBIN JIUCT
(mpunoxenue Ne 4).
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2.3. JIng ocyliecTBICHHS ONEPATUBHBIX CBSI3€H C APYTHMMHU OpPraHU3alMAMHU U rPpa)XIaHAMU WCIIONIB3YIOTCS TaKue
(hopMbl, Kak MUCbMa, (PaKChl, TEIErpaMMbl, Tene(hOHOTPAMMBI.
2.4. JIns oCyWIECTBICHHS NpHEMa, YBOJBHEHUS, NEPEMEINCHHS pPaOOTHHKOB, MPEIOCTABICHHS HM OTILyCKOB
0(hOPMIISFOTCS TPYIOBBIE IOTOBOPBI, IPUKA3bI, 3asIBICHUS, TPYIOBBIC KHIDKKHU U JIP.
2.5. B moxymeHTax 00pa3oBaTelbHON OpraHM3alliH, €€ CTPYKTYPHBIX TMOIPa3[esIeHHH, KOJUIETHAIBHBIX OPraHOB
MOXET HCIOJIb30BAaThCS PEKBH3HUT «Tep0» WM PEKBU3HUT «IMOJIeMay 00pa30BaTeIbHON OpraHU3aIiH.
«['epO» nmormyckaeTcst BOCIIPOU3BOIUTE Ha CIEAYIOMUX ONaHKax:
e IpuKa3a o0pa3oBaTEeIbHON OpraHU3aLu;
¢ JIOKaJbHOIO HOPMAaTWUBHOTO aKTa 00pa3oBaTeIbHOW oOpraHu3aluu (TOJIOKEHHEe, MpaBuiIa, MOPSAOK,
MHCTPYKIUS, PETIaMeHT H T.11.);
e ClykeOHOro H1ChbMa JUpeKTopa 00pa3oBaTeIbHOM OpTaHU3allHY. Uckmouenne -
BHYTPHOPTaHU3AI[IOHHAS TIEPETIHCKA.
«OMbnemMy» 00pazoBaTebHON OPTaHU3AINHN JOYCKAeTCsl BOCIIPOU3BOIAUTH Ha CIEAYIONINX OJIaHKaX:
e CiIy’keOHOTO MHChMa PYKOBOJHTEIS CTPYKTYpPHOTO TIOIPA3IeTICHUS;
e IIPOTOKOJIA KOJJIETHAJIILHOTO OpraHa 00pa30BaTeIbHON OpraHU3aIIH.

3. IIpaBuia oopmiieHus1 JOKYMEHTOB
3.1. OcHoBHBIE TPeOOBAHUS 10 0(POPMJIEHUIO TOKYMEHTOB

3.1.1. bnaHku JOKyMEHTOB 0Opa3oBaTENbHONW OpraHU3alry pa3padaThIBAIOTCSI B COOTBETCTBUU C TPEOOBaHHSIMH,
ycraHoBieHHeiMu ['OCT P 7.0.97-2025 «Cucrema craHgapToB 1o wuHQOpMaluy, OHOIMOTEYHOMY |
u3garenbckoMy aeny. OpraHM3aluOHHO-PAacHOpSOUTENbHAs JOKyMeHTanus. TpeOoBaHus K O(OPMIICHHIO
nokymenTon» (nanee — 'OCT P 7.0.97-2025).
O6pa3oBaTenbHas OpraHU3aluyl CO3JaeT TOKYMEHTHI Ha OJaHKax CTaHAapTHHIX (opmaroB Oymaru A4 (210 x 297
MM) wmn AS (148 x 210 M) 160 B BUIE DIEKTPOHHBIX JOKYMEHTOB C COOIIOIEHIEM YCTAaHOBJICHHBIX HACTOSIIICH
Wncrpykuueit npaBun odopmnenus. [Ipyu usnannm 10KyMeHTOB AByMs WK OoJiee OpraHU3aLMSIMUA HCIIONb3yETCs
Oymara opmara A4.
Kaxpiii mucT nokymenTa, opopMiIeHHBIH Kak Ha OJaHKe, Tak U 0e3 OJaHKa, T0JDKEH HMETh OIS

e 20 MM — JeBoe (U1 TOKYMEHTOB cO cpokoM xpaHernus A0 10 met, 30 MM — cBbime 10 neT);

e 10 MM — mpaBoe;

e 20 MM — BepxHee;

e 20 MM — HUXKHEE.
3.1.2. Ilpu noAroToBKE AOKYMEHTOB AOIYCTHMBI CIECAYIOIINE TAPHUTYPHI U pa3Mephl MPHQTOB:

e Times New Roman (xernp 12—14 nr);

e Arial (kersib 12—14 1iT);

e Calibri (kermp 12—14 miT).
pudrt B noKyMeHTe JOKEH OBITH €IUHBIM IO pa3Mepy, 3a MCKIOYEHHEM OCOOCHHOCTEH, MpPeTyCMOTPEHHBIX
myHKkTOM 3.1.3 HacTosmen MHCTpyKITHN.
3.1.3. Ilpu cocraBnenuun Tabnull, a Takxke pekBu3UToB 08 «CrpaBouHble JaHHBIE 00 OpraHu3auum» u 25 «OTMEeTKH
00 MCIOJTHHTEIIEY JOMYCKAeTCsl MCIIONB30BaTh pa3Mepsl mpudra No 10—12.
3.1.4. Tekct mokymeHTa medartaercss uepe3d 1—1,5 MekcTpouHbBI WHTEepBan Oe3 mepeHocoB. Ecnu mociennss
CTpaHMLA JOKYMEHTa COCTOUT MEHEe 4YeM M3 IISATH CTPOK, JOIMYCKaeTcs IedaTarb TEKCT Yepe3 MEHbLIMH
MEXXCTPOUYHBIH HHTEPBAJL.
TekcT moKyMeHTa BeIpaBHUBAETCA MO MIMPUHE JTUCTA (TI0 TPaHUIAM JIEBOTO M MPABOTO MOJIEH TOKYMEHTA).
A03a1HbIif OTCTYN TeKCTa JOKyMeHTa — 1,25 cMm.
3arojoBKM pa3fesioB M MOAPA3eNoB IeyaTaloTcsl ¢ a03alHBIM OTCTYIIOM HIIM LEHTPHUPYIOTCS 0e3 ad3amHoro
OTCTyNA IO IMHUPUHE TeKcTa. MHTepBanm Mexy clioBaMH — OJWH mpoOen. MHTepBan Mexay OyKBaMH B CIOBaxX —
OOBIYHBIH.
3aroJoBOK, COCTOSAIINNA M3 HECKOJIBKUX CTPOK, IE€YaTaeTcs 4epe3 OAWH MEXKCTPOUHBIA MHTEpBaj. Touyka B KOHIIE
3arojIOBKa HE CTABUTCH.

3.2. OpopmiieHHEe PEKBU3UTOB JOKYMEHTOB

3.2.1. CocTaBuTeJ b JOKYMEHTA
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HaumenoBanue  oOpa3oBaTenbHOM ~ OpraHM3alldMl  YKa3blBa€TCsl B TOYHOM  COOTBETCTBHH  C YCTaBOM
oOpazoBareibHOM opraHmzannd. CoKpalleHHOe HAaWMEHOBaHHME IIOMEIIAETCSl IMOJ MOJHBIM HauMEHOBAaHHEM
B CKOOKaXx.

HaumMeHoBaHue CTPYKTYpHOTO HOApa3AEiICHUS HCIIONb3YETCsl B OJlaHKaX NMHUCEM U OJaHKaX KOHKPETHBIX BHUIOB
JOKYMEHTOB M YKa3bIBa€TCsI MO IIOJIHBIM M COKpAIlEHHBIM HAUMEHOBAaHUSIMH 00pa30BaTeIbHON OpraHu3alyy.
HaumeHoBaHue MJODKHOCTH JIMIA MCHOJb3YeTCs B ONaHKaX MOJDKHOCTHBIX JIMILl MU PacIHojiaraercst MoJ
HanMEHOBaHUEM 00pa30BaTeNbHOM opraHu3auuu. HanMeHOBaHHE NOJDKHOCTH JIMLA YKa3bIBA€TCS B COOTBETCTBUHU
C HAMMEHOBAHKEM, MTPUBEACHHBIM B PACIIOPSAUTENFHOM TOKYMEHTE O Ha3HAYCHUH Ha IOJKHOCTb.

3.2.2. CnpaBo4Hble JaHHbIE 00 00pa3oBaTeIbHON OpPraHU3aluH

CripaBouHble maHHBIE 00 00pa30BATEIHHON OpPraHU3aIlMH YKa3bIBAIOTCS Ha OJIAHKAaX MHCEM U BKIFOYAIOT B CEOS:
aapec, HoMmep TenedoHa, akc, aapec AIMEKTPOHHOMN MOUTHI, ceTeBoi aapec, a Takke OKIIO, OI'PH, MHH u KIIIT
00pa3oBaTeIbHON OpraHU3alnH.

3.2.3. HaumeHoBaHMe BH/IA JOKYMEHTA

HaumenoBanue BHIa JOKyMEHTa, COCTaBJIEHHOIO OOpa30BATENbHOM OpraHM3aliel, JOIKHO OBITh OIPEAETICHO
yCTaBOM (HOHO)KCHI/IGM) " JOJDKHO COOTBCTCTBOBATH HAMMCHOBAHUAM BHJ0OB AJOKYMCHTOB, MNPCAYCMOTPCHHBLIM
OKV/: akrt, copaBka, 3aluCKa, CBOJKA, OT3bIB, NPOTOKOJ, CIHCOK, HU3BeLIeHUE U ap. PacnopsautenbHbie
JOKYMEHTBI OPraHU3aLluH U3JAI0TCS CO CICAYIOIUMH Ha3BaHUAMU: MIPHUKa3, <...>.

HaumenoBanue BUIa " pa3HOBUAHOCTH JOKYMCHTa HC YKa3bIBaACTCA B IIUCbMax. Mecto
COCTaBJICHHS WM W3JaHMs JOKYMEHTa yKa3blBaeTcs Ha OJlaHKaxX JOKYMEHTOB 00Opa3oBaTelbHOH OpraHH3aluy,
3a UCKJIIOYEHHEM OnaHkoB muceM. Has3BaHume JOKyMeHTa Ie4aTaeTcsi MPONHMCHBIMH OYKBaMHU IOIYXHPHBIM
mpUPTOM.

3.2.4. /laTta 1oKyMeHTa

Jatoii mOKyMeHTa SBISIeTCA JaTa €ro MNOANMCAHMS (WM YTBEPXKACHUS); Ul AOKyMEHTa, NPUHUMAEeMOTO
KOJUIETHaJbHBIM OpPTraHOM (IIPOTOKOJIA), — JlaTa ero 3acenaHus (MPUHATHS PEIIeHNUs), A aKTa — Jara COOBITHS,
JUIsL IOKYMEHTa, TPeOYIOIIETO ero YTBEPIKACHHUS, — JaTa ero YTBEPKICHHS.

IIJ'I)I JOKYMCHTOB, COCTaBJICHHBIX OAHOBPEMCHHO HECKOJBLKUMH OpraHu3alusaMu, IlaTOfI JOKYMCHTA ABJIACTCA AaTa
MOAMUCAHUS €r0 NOCIEAHEH OpraHu3alueH.

I[aTa noamnucanus, yTBEpKACHUSA, COTJIaCOBaHHA JOKYMCHTA, a TAKKE OAaThbl, COACPKAIIMUECSA B TCKCTC, HTOJIXKHBI
oopmisTecs TMPPOBBEIM CITOCOOOM. DIEMEHTBI JaThl MPHBOAATCS apabCKUMU THdpamMH B OJHY CTPOKY
B IIOCJIEZIOBATEIILHOCTH: I€Hb MECSIA, MECSALI, TO.

Hamnpuwmep: 14.06.2026.

3.2.5. PerucTpaniuOHHBIH HOMEP AOKYMEHTa

Perucrpanuonuslii Homep — nudpoBoe nin OyKBeHHO-LM(POBOE 0003HAUYEHHE, IPHUCBANBAEMOE JOKYMEHTY MpH
€ro perucTpanuy.

PCI‘I/ICTpaHI/IH JOKYMCHTAa IMMPOBOJUTCA MOCJIC €TI0 MOANNCAaHUA NN YTBEPIKACHUA.

Jiisi BHyTPEHHUX JTOKYMEHTOB — TPHKA30B, MMPOTOKOJIOB — 3TO MOPSAKOBBIM HOMEP B Tpejeiax KaleHIapHOTO
rofa Io KAXIOMY BHIY WIM Pa3sHOBUAHOCTH JOKYMEHTOB. B mpukasax perucTpalyoHHBIA HOMEp MOXKET
JIOTIOJIHATBCS OYKBEHHBIM HMHJIEKCOM, OO03HAYAIONIUM PA3HOBHIHOCTH (HAIpUMEp: TPUKa3 [0 OCHOBHOM
nesitenbHocTH OT 15.05.2026 Ne 253; mpuka3s mo JimdHomy coctaBy ot 10.01.2026 Ne 22 jic, mpuka3 00 OTIycKax
ot 25.01.2026 Ne 420t, npuka3 no komangupoBkam ot 25.01.2026 Ne 25k).

J1st MICXOASIIMX TOKYMEHTOB PETUCTPALIMOHHBIA HOMEP COCTOMT:

1) 13 MOpsAAKOBOTO HOMEPA B MpeJieiaX MacCHBa OTIPABIISIEMON KOPPECTIOH ICHIINH;

2) uHJIIEKCa Jiefla B COOTBETCTBHM C HOMEHKJIATYpOH /1€ 00pa30oBaTeIbHOM OpraHu3amnmy.

PeructpanyioHHbIi HOMEp IOKYMEHTa, COCTaBJIEHHOT'O COBMECTHO ABYMSI M Oojiee OpraHu3auusMH, COCTOUT
W3 PErUCTPALIMOHHBIX HOMEPOB JTOKYMEHTOB KAKIOM M3 3TUX OpPraHM3alvil, IPOCTaBISEMBIX YEPE3 KOCYH YEPTY
B IIOPAJAKE YKa3aHHsd aBTOPOB B JTOKYMCHTC.

3.2.6. Ccpliika HA perHCTPAMOHHBII HOMeP M 1aTy NJOKYMEHTA

Cchbuika Ha PETMCTPAIlMOHHBIM HOMEpP M JIaTy OKYMEHTa BKIIIOYAeT B ceOs pErncTpalvoOHHBIN HOMEp U JaTy
JOKYMEHTa, Ha KOTOpBIH JOIbKeH ObITh JaH oTBeT. CChUIKa Ha HOMEp M JaTy JIOKYMEHTa HCIIONIb3yeTCsl TpPH
oopmieHun mHceM, SABISIIOIIMXCS OTBETaMH Ha MOCTYNHMBIIEE NHCHMO (3ampoc, Hpock0y u Ap.). CeneHus
B PEKBH3HUT MEPEHOCATCS C MOCTYMHUBILETO JOKYMEHTa W COOTBETCTBYIOT PETMCTPAlMOHHOMY HOMEpY H Jate
MMOCTYIHUBIIETO JOKYMCHTA.

CcpIio4Has OTMETKA TIPOCTABIISIETCS B JIGBOU YacTH OJIAaHKA MHACHMa TMOJ| PEKBU3UTOM «1aTa» U «PErHCTPAIIOHHBIN
HOMEp JOKYMEHTa.

Hanmnune JaHHOTI'0 PEKBU3UTA UCKIIIOYACT HCOGXOJII/IMOCTL YIIOMHWHAHUA HOMEpPA 1 OaThI IIOCTYIIUBIICTO JOKYMCHTA
B TEKCTE MKChMa, YTO OCBOOOXKIAET TEKCT OT CIPABOYHON HH(POPMAIUH.
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3.2.7. MecToO cocTaBJIeHUSs] WJIN U3JAHUS TOKYMEHTa

Mecto cocTtaBneHusi (M3AaHUS) JOKYMEHTa YKa3blBaeTcsd B JOKYMEHTaX, W3TOTaBIMBAaeMbIX Ha OJaHKax
KOHKPETHBIX BU/IOB IOKYMEHTOB.

3.2.8. Aapecar

JIOKyMeHTBl agpecyloT B OpraHbl BJAacTH, OpPTaHU3alWH, WX CTPYKTYPHBIC TOJApa3AeNeHUs, AOJDKHOCTHBIM MU
(hM3UYEeCKUM JIAIIAM.

[Ipu anpecoBaHum JOKyMEHTa B OpraH BIAacTH, OPraHU3ALMIO WM €€ CTPYKTYpHOE mozpaszaeieHue (0e3 ykazaHus
JOJKHOCTHOTO JIMIIA) WX HAMMEHOBaHHUE MUIIYT B MMEHUTEIBHOM MaiexKe.

Hampumep:

MunucrepcTBo npocseuieuus PO

JemapraMeHT  TOCYJapCTBEHHOH  MOJUTHUKU

B chepe 3amuTHI paB AeTEH

[Ipu HampaBieHMH TOKyMEHTa JOHKHOCTHOMY JIMIly Ha3BaHHE OPTraHU3aLMU U €€ CTPYKTYPHOTO MOJpa3/ieieHHs
YKa3bIBalOT B UMEHUTEILHOM MaJeKe, a JOJDKHOCTh M (PaMIJIHIO ajfpecaTa — B JaTedbHOM. MHUIMAIb! CTaBATCS
nocie GaMITUA HE3aBUCUMO OT TOT0, KOMY aJIpecOBaH TOKYMEHT — JIOJDKHOCTHOMY JIMIY WU (pU3HYecKOMY.

Hampumep:

MunuctepctBo oOpazoBanuss u  Hayku PT
VYnpasneHue JieNIaMu
I'maBHOMY CIICLUATUCTY

WBanosoit N.1.

Wm na3Banue opraHusallii BXOAWUT B HAMMEHOBAHHUEC JOJDKHOCTU U O(I)OpMJ'IHGTCSI B 1aTCJIbHOM ITaaCKE

Pexropy uncturyra
WBanosoit N.1.

HpI/I aaApeCOBaHUM JOKYMEHTAa B HCCKOJIBKO OJHOPOIHBIX OpI‘&HH?,ElHPIfI HX Ha3BaHHA CJICAYCT YKa3bIBaTb

0000IIIEHHO.

Hamnpuwmep:

PykoBomuTensm 00pa3oBaTenbHBIX
OpraHHU3aIui o01ero oOpa3oBaHws,
PYKOBOIUTEISIM PEIPUATHH 5

opranu3auuii Munmnpocsenienus Poccun

JlommyckaeTcst HEeHTPUPOBaTh KaXKIyI0 CTPOKY PEKBH3UTA «AJIpecaTy 10 OTHOLIEHHUIO K CaMOM JIJIMHHOM CTPOKE.

Hamnpumep:

3aMecTHuTeNO0 JTUpPEKTOpa Mo y4eOHo#l paboTe
MBOY HIKOJIA
Uyiikunoit N.1.

B cocras PEKBU3UTA MOXET BXOIUTH TOYTOBBII aapec. DJIeMEeHThI  ITOYTOBOI'O aapeca YKa3bIBarOTCsA

B [1OCJIEIOBATEIBHOCTH, YCTaHOBJICHHOU IIpaBunamu OKa3aHUs yCIyr MOYTOBOM CBSI3H.
[Ipu agpecoBaHny TUChMa B OPraHU3AIIAIO0 YKA3BIBAIOT €€ HAMMEHOBAHME, 3aTEM ITOYTOBEIN aapec.

Harpumep:

Penaxius KypHaia

«YnpaBieHue HayaJibHOM HIKOJIOM»

MOCKOBCKUH MpOCIL., I. 6,

r. DHck, 101856
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Anpec He MpocCTaBIseTCs Ha JOKYMEHTaX, HANpaBseMBIX B IIPaBUTEILCTBEHHbIE YUPEXKJEHUS W MOCTOSHHBIM
KOPPECHOHIEHTaM, B 3TUX CIydasX MOTYT IPHUMEHATHCS KOHBEPTHI C 3apaHee Halle4aTaHHBIMU a/IpECaMHU.

[Ipu agpecoBanmm JgOKyMeHTa (QHU3MYECKOMY JHIy HEOOXOAWMO YKa3blBaTh (aMIUINIO, WHHIHATBI, 3aTeM
MOYTOBBIN aapec.

Hampumep:

WpanoBy U.H.

UYepHsimesckas yi., 1.100, kB. 100,
r. OHCK, DHCKast obacth, 101856

JIOKyMEeHT He TOJDKEH CoiepKaTh Oosiee YeThIpeX aApecaToB, KaKIbIH SK3eMIUIAP TAKOTO JOKYMEHTA JOJKEH ObITh
noxanucad. Cinoso «Komnus» nepesn BTOPbIM, TPETbUM, YETBEPTHIM aApecaTaMy HE YKa3bIBaIOT.

[Ipn HampaBneHHu OOKyMeHTa Oosee ueM B HETBIpE aJpeca COCTaBJIAETCS CIMCOK Ha PacChUIKy, a Ha KaXKAOM
JIOKYMEHTE MPOCTaBIseTcsa TOIBKO OJMH ajpec.

3.2.9. I'pudc yTBepKaeHUsT JOKYMEHTA

VYTBepkaeHne TOKyMEHTa IIPOU3BOANTCS IPOCTABICHUEM Ipuda yTBEp)KICHNS WIH U3IaHHEM PACTIOPSIIUTEIBHOTO
JOKyMEHTa (B TE€X CIIy4asiX, KOTaa TpeOyIoTCsl JOTIOHUTEIbHBIEC IPEAUCAHNS U Pa3bsICHEHHS).

JIOKyMEHTBl ~ YTBEP)KAAIOTCS ~ PYKOBOAMTENIEM  OOpa30BAaTENbHOW  OPraHM3aliH, BBIMICCTOSIIUMH  HJIH
ME)XBEJOMCTBEHHBIMH OpraHaMHM, OpPraHU3alMAMH, B KOMIICTCHLUHUIO KOTOPBIX BXOIHUT pEIIEHHE BOIPOCOB,
W3JI0KECHHBIX B YTBEPKAAEMBbIX JOKYMEHTAaX.

[lonoxenusi, mpaBuia, MOPSIAKH, IOJKHOCTHBIE HHCTPYKUWH, HHCTPYKIMH, DPACTHCAaHUS 3aHATUN YpPOKOB,
BHEYPOYHOM IESTENbHOCTH, AOIOJIHUTENBHOIO 00pa3oBaHUs W Ap. MOMUIEKAT YTBEP)KICHHUIO PYKOBOAUTEIEM
00pazoBaTeIbHON OpraHU3ally U NPUOOPETAIOT IOPUINUECKYIO CHITY TOJIBKO C MOMEHTA UX YTBEPKACHHUS.

I'pud yTBepkaeHUS MMOMeEIIaeTcs B PAaBOM BEPXHEM YINIy MEPBOTO JIUCTa JIOKYMEHTa, COCTOUT U3 CIIOBA
YTBEPXJIAIO (0e3 kaBbluek), MOJHOIO HAWMEHOBAHHUS JOJDKHOCTH JIMIA, YTBEPXKIAIOUIETO JOKYMEHT, €ro
TUYHON TmonrnmcH, ee pacmmdpoBku (WHUIMANOB, (amumuu) u gatel yTBepxaeHus. Cioso YTBEPXEHO
JIOTTyCKaeTCsl  COTjlacoBbIBaTh C HAaMMEHOBaHMEM BHaa yrBepknaemoro jnokymeHta (YTBEPXJIEHA,
YTBEPXJEHbBI nnu YTBEPXKIEHO).

Hamnpuwmep:

YTBEPXIAIO

Hupexrop MBOVY «Hukonaesckas OOLI um.

C.A. Ky3HeuoBa»

noanuck .M. UBanoBa
15.06.2026

Honyckaetrcs B pekBusute «['pud yTBepkKIEHHsS ITOKYMEHTa» IEHTPHUPOBATH 3JIEMEHTHl OTHOCHUTEIBHO CaMOM
JUIMHHOW CTPOKH.

Hamnpuwmep:

YTBEPXIAIO

Hupexrop MBOVY «Hukonaesckas OOLI um.

C.A. Ky3nemnoBa»

noxamuck M1.1. UBanoBa

15.06.2026

IIpu yTBEpXJEHUU JTOKYMEHTa HECKOJBKUMM JOJPKHOCTHBIMU JIMIIAMU MX MOJIMUCH PAcIoiaraloT Ha OJHOM
YPOBHE.

[Ipu yTBep)kIeHNH JOKYMEHTA TIOCTAaHOBJICHHEM, PEIICHHEM, ITPUKA30M, IIPOTOKOJIOM ITpr( YTBEPKACHUS COCTOUT
m3 cmoBa YTBEPXIEHO, HanMeHOBaHWS YTBEPKIAIOMIETO IOKYMEHTa B TBOPHUTCIHLHOM IafieXke, €ro JaThl,
HOMeEpa.

Hanpumep:

YTBEPX/IEH

[Iporoxomom METOAUYECKOrO coBera

15.06.2026 Ne 32

nin
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YTBEPXKXJIEHO
MIPUKa30M MBOY IIKOJIA
15.06.2026 Ne 32

Brocuth kakue-mnb0 mM3MEHEHHs W H00aBIICHUS B IMOANHCAaHHBIE (YTBEP)KICHHBIE) JOKYMEHTH 0€3 pa3permieHus
JIMIIA, TIOANMCABILIETO JOKYMEHT, HE TOITyCKaeTCsl.
OTBETCTBEHHOCTh 3a KAUYECTBO IOATOTOBKH JOKYMEHTOB U JIOCTOBEPHOCTb COJACPKALIMXCS B HUX JaHHBIX
BO3JIaraeTcsl Ha JIMIa, IOATOTOBUBIINE, 3aBU3UPOBABLINE U ITOAMUCABLINE JOKYMEHTBHI.
3.2.10. 3aro/10BOK K TEKCTY
3aroJoBOK K TEKCTY BKJIIOYAeT B ceOsi KpaTKOE COAEp:KaHHE TOKYMEHTa, er0 OCHOBHYIO CMBICIIOBYIO HAarpysKy.
3aronoBok Gopmymnupyercs ¢ npeanorom «O» («O6») 1 0TBeYaeT Ha BOMIPOC «O YeM7»:

e 1mpuKa3 (0 4eM?) 0 CO3IaHUU aTTECTAITMOHHONH KOMHUCCHH;

e mpuka3 (0 yem?) 00 yTBEPKACHUH ITATHOTO PACIIUCAHUS;

e muCHMO (0 Yem?) O MpeoCTaBICHINH HHPOPMAIIHH.
3aroJoBOK COCTaBJISIET MCIIOJHHUTENb NOKYMEHTA. 3arojloBOK K TEKCTy O(OpMISeTCs MOJ PEeKBHU3UTaMM OjaHKa
ClleBa, OT rPaHUIbI JieBoro mojs. Ecim TekcT MOoKyMeHTa He MPEeBBIIAeT YETHIPEX-MATH CTPOK WM O(pOpPMIICH
Ha OyaHKe opmaTa AS, 3aroJJOBOK MOKHO HE YKa3bIBaTh.
3arojoBOK JOKYMEHTa 3alMCBhIBACTCS NPH €ro PErMCTpaldy B COOTBETCTBYIOIIHE PErHCTPALMOHHBIE (OPMBIL:
KapTOUKy, 0a3y JTaHHBIX.
3.2.11. TekcT 1OKyMeHTa
TekcT NOKyMEHTa COCTaBIIIETCA Ha PYCCKOM SI3bIKE KaK TOCyAapCTBEHHOM si3blke P®D. TekcT mokymeHTa
W3J1araeTcsi PYCCKUM JIMTEPATYPHBIM SI3bIKOM C Y4eTOM OCOOCHHOCTEH OQHIUaIbHO-IEIOBOIO CTWIIA, BHIA
JOKYMEHTA U €r0 Ha3HAuUCHHs B YIIpaBJIeHYECKOH nestenbHocTh. CoepiKaHue JOKYMEHTa J0JKHO OBITh H3JI0KEHO
KparTko, JIOTUYHO, TOYHO U SICHO.
TeKcThl JOKYMEHTOB H3J1araroTcs:
OT 1-ro IHMIa eAMHCTBEHHOI'O YUCIIa B IOKYMEHTaX (IPUKa3 U T. [1.) PyKOBOAUTENS 00pa30BaTeIbHON OpraHu3aLu,
Z[CﬁCTBymHleFO Ha OpUHOUIIAX €AMHOHAYaIMA, a TAK)KC NJOKYMCHTAX, aAPCCOBAHHLIX PYKOBOACTBY OpraHHU3allvu:
MPUKAa3bIBAL0. .. MOJATrOTOBHUTH U IPEICTaBUTh Ha pacCMOTPEHHUE; mpoIy paccMoTpeTh
BOIIPOC 00 YCTaHOBJIEHNH JITOTHBIX Tapu(oB...;
3-ro JMIa €MUHCTBEHHOTO YUCIIa B IOKYMEHTAX KOJUIETHAILHBIX OPraHOB: KOMUCCHS pemuia...; Obpa3oBaTenbHast
opranuvsanusa HE CHUTACT BO3MOKHBIM...;
1-ro nMua MHOXXECTBEHHOI'O YHMCJIAa B COBMECTHBIX JOKYMEHTaX: IPOCUM IPEACTABUTh JAaHHBIE O...; IPEICTABISIEM
Ha PaCCMOTPEHHUE U yTBEPXKJICHHE. ..;
3-ro nuIa MHOXKECTBEHHOTO YHCIIa B TIPOTOKOJIAX: CITYIIANHN, BRICTYITHIIH, TTOCTAHOBHIIH, PEIIHIIH.
B nokymeHTax, ycTaHaBIMBAIOIIMX IpaBa U OOS3aHHOCTH OPTraHU3ALMM, €€ CTPYKTYpPHBIX HOJpa3ieieHui
(mosio’)keHne, MHCTPYKLMS), a TAaKXKe COJCPIKAIlMX OINHCaHHWE, OLICHKY ()aKTOB WJIM BBIBOIBI (aKT, CIpPaBKa),
UCTIONB3yeTcs GopMa M3IIOKEHHS TEKCTa OT TPETHETo JINIA €AMHCTBEHHOTO MM MHOXXECTBEHHOTO YHCa («OTAENT
OCYyILIECTBISIET (PYHKLUM», «B COCTAB OOBbEANHEHHS BXOAATY, «(KOMHCCHUS YCTAHOBUIIAY).
B TekcTe moKyMeHTa, MOArOTOBICHHOTO Ha OCHOBAHUH 3aKOHOJATENbHBIX, MHBIX HOPMATHBHBIX MPABOBBIX aKTOB,
HU3JaHHBIX OpraHaMu BJIACTHU, JOKYMCHTOB, paHEC U3JJaHHLIX OPraHoOM BJIACTH, YKa3bIBACTCA HAMMCHOBAHHEC BUOA
AOKYMCHTA, HAMMCHOBAHUE OpraHa, M3AaBIICTO JOKYMCHT, AaTa NPHUHATUA WJIIN YTBCPXKACHHUA AJOKYMCHTA, €TI0
PETUCTPaLMOHHBIA HOMED, a TAK)KE 3aroJIOBOK K TEKCTY MJIM HAMMEHOBAaHKE BHJIAa JOKYMEHTA, HallpuMep:
«B cootBerctBum ¢ mocraHosneHneMm IIpaBurensctBa oT 13.08.1997 Ne 1009 «O6 yrBepxkaennu IIpaBun
IIOATOTOBKH HOPMAaTHUBHBIX ITPaBOBBIX aKTOB @eﬂepaanmx OpraHoB HCHOJHUTEIBHON BJIaCTHU
U UX FOCYIapCTBEHHON PETHCTPALI»;
«B cootBercTBUH ¢ [lonokeHNEM O IOCTOSHHO JEHCTBYIOLIEH SKCIEPTHONH KOMHUCCHH YUYPEKICHUS, OPraHU3aLuH,
MIPEeNNPUSTHSA, YTBEPKASHHBIM puka3oM Pocapxusa oT 11.04.2018 Ne 43».
Ecnu TekcT colepHUT HECKOJIBKO NMOPYUYEHUH, PEIEHNH, BEIBOAOB, B TEKCTE BBIACISIOTCS Pa3lielbl, TOApa3aAebl,
MYHKTBI, TOAITYHKTBI.
B TekcT JoKyMeHTa MOTYT BKJIIOUAThCsl parMeHThl, 0opMIIeHHbIE B BUJIE TAOIHIIBI WIIK aHKETHI.
CTpaHUIIBI TEKCTa HYMEPYIOTCS apaObCKUMU U paMU ITOCepEIHE BEPXHETO OIS,
B nuceMax MConb3yroT cieayomue GopMbl U3TI0KEHHS:

e OT [IEPBOTO JIMIIa MHOXKECTBEHHOI'O YHCIIa («IIPOCUM HAIPaBUTDY», «HANPABIISIEM HAa PACCMOTPEHHE»);

e [IEPBOTO JIUIIA €IMHCTBEHHOTO YUCIIa («CUUTAI0 HEOOXOAUMBIMY, KIIPOINY BBIJICIUTHY );
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e TpeThero Juna ennHcTBeHHOTO ynciha («O0 He Bo3paxkaeT», «OO cunTaeT BO3SMOKHBIMY).
3.2.12. OT™MeTKAa 0 MPHJIOKEHUHT
Ecnm moxkyMeHT nMeeT MpUIIoKeHNs], Ha3BaHHbBIE B TEKCTE, TO OTMETKA O HUX 0(OPMIIIETCS 110 CIIeAyromel Gpopme:
[Ipunoxenue: Ha 10 1. B 3 5K3.
Ecnmu mpunokeHus B TEKCTE€ HE Ha3BaHBI, TO HEOOXOAMMO TMEPEUYHCIHTh WX HAa3BaHUS, KOJMYECTBO JIUCTOB
M 9K3EMIULIPOB KaXKI0TO.
[Tpn HaMTMYUK HECKOJBKHUX MPUIIOKEHUI OHU HyMEPYIOTCS:

[Ipunoxenus: 1. llITaTHOC pacHcaHwe... Ha 4 11. B 3 9K3.
2. CMmeTa pacxoJioB... Ha 4 11. B 3 9K3.

Ecnm npunoxxeHus cOpOIIropoBaHbl, KOJIMYECTBO JICTOB HE YKa3bIBACTCSI.

Ecnm k moKyMeHTy mnpuiaraercs APYrod ITOKYMEHT, TakkKe HMEIOIINH NPUIOKEHHE, OTMETKY O HaJIHIud
MPUIOKEHUS 0POPMIISIOT CIEAYIOLUIMM 00pa3oM:

[Mpunoxenue: mucemo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npunioxxeHne K HeMy, BCero Ha 3 1.

Ecnmu npunoxenneM sBisieTcsi 000COONECHHBIA 3JIEKTPOHHBIA HOCUTENh (KOMMIAKT-IUCK, usb-(prenr-Hakomuremnsb
U JIp.), OTMETKY O HAJIMYWU MPHIOKEHUS OQOPMIISIOT CIEAYIOLUIM 00pa3oM:

[punoxenue: CD B 1 3k3.

Ilpu »>TOM Ha BKiagpime (KOHBEPTE), B KOTOPBIH IMOMEMIAETCS HOCHTENb, YKAa3bIBAalOTCS HAaUMEHOBAHUS
JTOKYMEHTOB, 3alTMCAaHHbBIX HA HOCUTENb, IMEeHA (DaityioB.

HpI/IJ'IO)KCHI/ISI JOJIDKHBI O(bOpMJ'IHTI)CSI Ha CTaHJApPTHBIX JHUCTAaX W UMETh BCC H€O6XOI[I/IMI)IC a1 JOKYMCHTOB
PEKBH3UTH  (HAMMEHOBAaHHWE, 3arojlOBOK, IOANKMCH  PYKOBOAMTENEH  MOAPA3IeNeHUi, OTBETCTBEHHBIX
3a MX COJIepKaHNe, OTMETKY O COTJIACOBAHHU H T. II.).

Ha mpuiioxeHun K pacniopsIuTeNbHOMY IOKYMEHTY B IIPABOM BEPXHEM YIJy CTaBUTCS OTMETKA C yKa3aHUEM
Ha3BaHUA PACTIOPAAUTCIBHOTO JOKYMEHTA, €TI0 JaThl U pCruCTPallMOHHOTIO HOMEpPA.

Hanpuwmep:
IIpunoxenue Ne 2
K OpHUKa3y MBOY IKOJIA

ot 15.06.2026 Ne 11

HaumeHnoBanue Buaa [OKyMEHTa — NPWIOKEHHS (TIEPBOE CIIOBO 3arojioBKa IMPHIIOKEHMS) BbIIEIACTCS
MPONHUCHBIMU OykBaMu, oy xupHbM mwpudTom (ITIOJIOXKEHUE, ITEPEUEHD, CITUCOK u T. 11.).

Homyckaetcst Boipaxkenue «IIPUJIOKEHUE Ney medarate mponmucHBIME OyKBaMH, a TaKkKe LEHTPHUPOBATH 3TO
BbIp@)KEHHE, HAaUMEHOBAaHUE JOKYMEHTA, €ro AaTy M PErHCTPALMOHHBIA HOMEP OTHOCHTEJIBHO CaMOW JUIMHHOHN

CTPOKH.
Hampumep:

[Tpunoxenune Ne 'l
K MpHUKazy MBOY IKOJIA

ot 05.06.2026 Ne 145

3.2.13. I'pud corsiacoBanusi JOKyMeHTAa
BHemnrnee cormacoBanue 0pOpMITSIETCS] COOTBETCTBYIONIMM TPUQPOM.
I'pud cornacosanus cocrout u3 copa COIJTACOBAHO (6e3 kaBbIvek), JOMHKHOCTH JIMIA, KOTOPBIM COTJIACOBAaH
JOKYMEHT (BKJIO4asi HAUMEHOBaHWE OPTaHU3AIINH), €Tr0 COOCTBEHHOPYYHOH MMOJINMCH, HHUIHATIOB, (paMUIInu, JaThl
COTJIACOBAHMSL.
Cnoso COI'JTACOBAHO pomyckaetcs cOriacoBbIBaTh C HAUMEHOBAHUEM BUA JOKYMEHTA:

e Uncrpyxmus - COIJTACOBAHA

e Pernmament - COI'JIACOBAH

o [lonoxenue - COI'JTACOBAHO

Hanpumep:
COI'JTACOBAHO
3aMecTHTEIb Ha4daJlbHUKaA ypaBJICHUA
[okyMeHT co3aaH B anekTpoHHow copme. Ne 16 ot 05.11.2025. UcnonHutens: bensHnHosa C.H. B I/IEKTPOHHbBINA
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oOpa3oBaHHs
oamuck A.U. Ilerpos
11.07.2026

Ecnu cornacoBanne mpoBOAUTCS C KOJUIETHAIBHBIM OPIaHOM MJIM IIOCPEACTBOM MHChMA, TO IPU() COTIacOBaHUS
o(hopMIISIETCSI CIIEAYIOLUIUM 00pa3oM:
Hampumep:

COI''TACOBAHO
Ilegarornueckum cosetom MBOY HIKOJIA
(mpoTtoxoir ot 29.03.2026 Ne 1)

I'pudsl cormacoBaHusi MOTYT pacroyiaraThCsl Ha OTICIBFHOM JIUCTE COTJIaCOBAHUS, €CIIU COJEpKaHUEe JOKYMEHTa
3aTparuBaeT MHTEpPEChl HECKONbKMX opranu3auuii. Ha mokymenre nemaercs ortmerka «Jluct cormacoBanust
MIPUIIAraeTcs».
BHemiHee cornacoBaHue B 3aBUCMOCTHU OT COAEPKAaHUA JOKYMEHTA OCYILIECTBIISIETCS B CIELYIOLIEH OYepEeIHOCTH:
® CO CTOPOHHMMHM OPraHM3aLUsIMH, KOTZIa OHH BBICTYIIAIOT 0053aTebHON CTOPOHON B MPaBOOTHOLICHUSX,
BO3HHMKAIOLIMX BCJEICTBHE H3JAaHUs AOKYMEHTa, WM KOTAa COACP)KaHHE JOKYMEHTa 3aTparuBact
UX UHTEPECHI;
L4 O6HICCTBCHHI>IMI/I OopranuvsanusiMy — B Cllydadax H€O6XOI[I/IMOCTI/I WKW B ClIy4dasax, NpEaAyCMOTPCHHBIX
MOJIOKECHUSAMH 00 3THX OpPTaHU3aLNAX;
e OpraHaMH, OCYILECTBIISIIOIIMMU  TOCYJAapCTBEHHBIM  HAJBEJOMCTBEHHBIH  KOHTPOJIb  (HAA30p)
B OIpE/IENICHHOM 00:1aCTH (IKOIOTUIECKUH, MOKAPHBIH U T. 11.);
e BBILECTOSAIIMMH OpPraHU3alMAMU — B CIy4asX, KOIJa 3aKOHOIATEJBCTBOM IIPELyCMaTpUBAETCs
BO3MOXXKHOCTb COBEPLICHHUS YIPABICHYECKUX JEHCTBUNA TOIBKO C Pa3peIleHHs] 3TUX OpraHU3aIHi.
3.2.14. Bu3za cor/iacoBaHusl IOKYMEHTAa
Bussl cormacoBaHMs JOKyMEHTa — PEKBHM3UT JOKYMEHTA, YKAa3bIBAIOLIUI Ha cOrjlacHe WM HeCcorjlacue
JOJKHOCTHOTO JIMIA 00pa30BaTesIbHON OPraHU3aluy ¢ COACP)KaHNEeM POEKTa TOKYMEHTa (Jajiee — BHU3a).
Buza Brimouaer NOJDKHOCTH JIMIA, BU3UPYIOIMIETO JOKYMEHT, TOAINHWCH, PACIIU(PPOBKY MOANUCH (MHUIIAAEI,
(hamMHIHI0) ¥ JATy BU3UPOBAHHUSL.

Hamnpuwmep:

3amecTUTeNb AUPEKTOpa 110 BOCIIMTATENbHON padoTe
HBanosa N.N. BaHoBa
10.10.2026

OdopmiteHHas TakiuM 00pa3oM BU3a 03HAYAET COTJIACHE JOJDKHOCTHOTO JIUIA C COJCPIKAaHUEM JIOKYMEHTA.
[Tpu HanMuMKU 3aMeYaHui 10 JTOKYMEHTY BH3Y O(OPMIISIOT CIICAYIONIUM 00pa3oM:

3ameuaHus PUIIAraoTCs
3amMecTuTENb AUPEKTOPA IO BOCIIMTATENFHON padoTe
WBanosa N.N. NBaHoBa

10.10.2026

JIOKYMEHT BH3HpPYETCS HUCHOJHUTENEM M 3aMHTEPECOBAHHBIMH B JJOKYMEHTE JIOJDKHOCTHBIMH  JIML[AMH,
pyKoBoAHTEIEM 00pa30BaTEIHFHON OPTaHU3aLINH.

3aMevaHus JOJKHBI OBITH MPEJICTABICHBI HA OTACIBHOM JIUCTE, KOTOPBIM MOJMHUCHIBAIOT, JATUPYIOT U MPUIIaraoT
K IOKYMEHTY.

Ha noxymenre, moATMHHUK KOTOPOTrO OCTAaeTCs B 00pa3oBaTeIbHOW OpraHW3alM{, BHU3BI MPOCTABISIOT B HIDKHEH
94acTu 000POTHOW CTOPOHBI MOCIETHETO JINCTA MOJTMHHNKA JIOKYMEHTA.

[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbINA
CtpaHunua 9 n3 42. CtpaHnua cosgaHa: 05.11.2025 13:55 =¥ TATAPCTAH
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Ha noxymenTe, moJUIMHHUK KOTOPOTO OTIPABISIOT U3 OPTaHU3AINHN, BU3bI IPOCTABJISIOT B HIDKHEH 4acTH JIUIEBOM
CTOPOHBI BTOPOT'O 3K3eMIUIIPa OTHPABILEMOT0 JOKYMCHTA.,

Bo3moxxao odopmieHne BU3 JOKyMEHTa Ha OTAEIBHOM JIMCTe corjacoBaHus. JlomyckaeTcs MOJIMCTHOE
BH3MPOBAHHE JOKYMEHTA U €T0 MPUIOKEHNS.

Ecnu B mporecce BH3MpPOBaHHS B IMPOSKT JOKYMEHTa BHOCITCS CYHICCTBEHHBIC HW3MEHCHHS, OH IOJUJICKUT
MMOBTOPHOMY BH3upoBaHHIO. [loBTOpHOE BH3MpOBaHHWE HE TpeOyeTCs, eclii MpU IO0paboTKE B MPOEKT JOKYMEHTa
BHECEHBI yTOYHEHHSI, HE MEHSIOIIHE €ro CyTH.

3.2.15. Hoanucoh

JIOKyMeHTBI, HampaBlisieMble  O00pa30BaTCIBLHOW  OPraHU3allMeil B BBHIMISCTOSAIINE OPraHbl  YIPaBJICHUS,
MOAIMCHIBAIOTCS ~ PYKOBOAMTEIEM 00pa30BaTENbHOW  OpraHW3allid, ero 3aMecTHTEJeM II0 MOPYYEHHIO
PYKOBOAUTENS 00pa30BaTEIbHOM OpraHU3aIMY TI0 COOTBETCTBYIOIUM HAIIPABIICHUSM.

B cocraB pekBusura «Iloamucey BXOISAT: HAMMEHOBAHHE JODKHOCTH JIMIIA, TOAMKMCABIICTO JOKYMEHT (TIONHOE,
C YKa3aHMeM Ha3BaHHS OpPTaHU3aIliH, €CIIM JOKYMEHT O(OpMIIEH He Ha OJaHKe, H COKpAaIleHHOe — Ha IOKYMEHTe,
oOpMIICHHOM Ha OJTaHKE); TMIHAS TOITHCh; pacii(poBKa MOAMNCH (MHAIAAIBI, (haMUITHs).

Hampumep:

3amMecTuTeNb JIUPEKTOpa Jlnynas nmognuce N.N. BanoBa
10 BOCTIUTATEILHOM paboTe

B AOKYMCEHTAaX, MOATrOTOBJICHHBIX KOMPICCPIGIZ, YKa3bIBarOTCA HE JOJDKHOCTHU MOANMCAaBIIMX JIUII, a UX 00513aHHOCTH
B COCTaB€ KOMHUCCHUH.

Hanpuwmep:
NpeacenaTeslb KOMUCCUU JInynas noanuck N.0. Gamunus
YJIeHbl KOMHCCHUH JInynasg nmoanuch N.0. ®amunusg

JInynasg nmoanuch N.0. ®amunusg

HpI/I noAnmMnuCaHrn JOKYMCHTA HECKOJIBKMUMHU NOJDKHOCTHBIMU JIMIAMHU UX HOAIINCHU pacCliojiaraloT OAHYy IoJg prFOﬁ
B ITOCJICA0BATCIIBHOCTH, COOTBCTCTBYIOIHeﬁ 3aHMMAaeMOM JOTKHOCTH.

Hamnpuwmep:
Hupexrop JInynas noanuce N.0. ®amunus
3aMeCTUTENb TUPEKTOpa JIvnunas noanuch N.0. Gamunus

HpI/I noArnvuCaHu AJOKYMEHTAa HECKOJIBKMMU JIMIAMH pPaBHBIX IIOJDKHOCTCIZ, HX NOANMCHU pacnojiararoT Ha OJHOM

YpOBHE.

Hamnpuwmep:

3amecTuTeNb JTUPEKTOpa 1o 3amecTuTeNb TUpPEKTOpa o
aJIMHHUCTPATUBHO-X03SHCTBEHHON y4e0HO-BOCIIHTATENBHO padoTe

pabote

JIMYHAas MOJIHUCH N.0. Gammms JIMYHAas MOAIUCh N.0. Gammms

Ecan pomkHOCTHOE JNHIIO, MOANKUCH KOTOPOTO 3aroTOBJIEHA HA IMPOEKTE TOKYMEHTAa, OTCYTCTBYET, TO JOKYMEHT
JIOJDKEH HOAIUCHIBATHCS JIUIIOM, HCIIOIHSIOIINM €I0 00I3aHHOCTH, HIIM €TI0 3aMECTUTEIIEM.
He momyckaercst moammcanwe ITOKYMEHTOB C MPEUIOTOM «3a» WA IPOCTaBICHUE KOCOM HYEPTHl Tepen
HaMMEHOBAaHHEM JIOJIXKHOCTH.
3.2.16. OT™MeTKa 00 3JIEKTPOHHOI MOANMCH
OTtMeTka 00 DJIEKTPOHHOW MOAIMUCH WCIOIL3YETCS TPH BU3YAIHM3AIIUU JJICKTPOHHOW TMOINUCH Ha JTOKYMEHTE
OTMeTKa MMOATBEPKIACT TO, UTO DIICKTPOHHAS TIOIUCEH OblJIa BEpHA HAa MOMEHT BKJIIOUEHUS JokyMeHTa B COJI.
OtmeTKy 00 3JIEKTPOHHOM MOJITUCH HEOOXOIUMO PACIIOIIAraTh C COOIOICHUEM CIIETYIOIINX TPEOOBaHMIA:
e MECTO pa3MEIICHUs OTMETKH 00 JJIEKTPOHHOW MOAIMKCH JOJHKHO COOTBETCTBOBATH MECTY pa3MEIICHUs
COOCTBEHHOPYYHOM HOJIKCH B aHAIOTHYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHUTEIIE;

[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbINA
CrpaHuua 10 s 42. CTpanuua cosaara: 05.11.2025 13:55 =¥ TATAPCTAH
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e D3JEMEHTHl OTMETKHM OO0 OJJIEKTPOHHOM TOAMUCH MAOJDKHBI OBITh BUAWMBIMH M YHTAaCMBIMH TIPH
0TOOpaXeHUU TOKYMEHTa B HaTypaJlbHOM pa3Mepe;

e 3JIEMEHTHI OTMETKH 00 3JIEKTPOHHOU MOIINMCU HE AOJDKHBI IIEPEKPhIBATHCS WIIM HAKJIAABIBAaThHCS APYT Ha
Apyra;

¢ 3JIEMEHTHI OTMETKH 00 3JEKTPOHHOI MOAIMCH HE JOJKHBI IEPEKPHIBATH DIIEMEHTHI TEKCTa JOKYMEHTA
JIpyTue PeKBU3UTHI JOKYMEHTA.

OtmeTKy 00 3JIeKTPOHHOU moamucH (GOPMUPYIOT M BH3YaJIH3UPYIOT HMPOTPAMMHEIMH cpeacTBaMu. OTmeTka 00
ANEKTPOHHOM MOJIICH MOXET:

¢ BKJIIOYATH U300pakeHue sMOIeMbl 00pa3oBaTeIbHON OpraHu3aly — TOJIBKO AJISl OTMETKH 00 yCHUIIEHHON
KBATM(UITUPOBAHHON M YCHIIEHHOW HEKBaTH(UIIMPOBAHHON JIEKTPOHHOHN MOATIHCH;

e cojepKaThb METKY JOBEPEHHOTO BpEeMEHH, KoTopas oToOpaxaeT HMHPOPMALUIO O AaTe U BPEMEHH
MOJNHUCAHUS 3JCKTPOHHOTO JOKYMEHTa OJJIEKTPOHHOM mMoAmuchio. MeTka pacmonaraeTcs HHKe
OCTaJIBHBIX 3JIEMEHTOB 3JIEKTPOHHOH NoANMCcH. BHemHMI BUA METKH JOJDKEH ObITh MACHTUYEH APYTUM
3JIEMEHTaM IOATINCH.

e JlaTy HyXHO BOCIPOHM3BOJUTH apaOCKUMHU Lubpamu, pazaeneHHbIMH Toukoi: 18.08.2025. Bpems —
apadckumu nrdpamu, pa3aeneHHpIMU 1BoeTodremM: 15:20.

OrMerka 00 YCHJIEHHOH KBAIM(PUUMPOBAHHOW M YCHJIEHHOH HeKBAJIU(UIUPOBAHHON 3JIeKTPOHHOI
noanmucH BKIrodaeT ¢pasy «J{OKyMeHT TOAMMCAH 3JIEKTPOHHOW TOAMMUCHIO», HOMEp cepThduKara Kioua
ANIEKTPOHHON TOAMHCH (UIsI YCWJIEHHOH HEKBAIM(UIMPOBAHHON NOJANHMCH — MpPU HAIMYUH cepTUUKaTa),
(amunmmto, uMs, OTY4eCTBO (TPM HANMYWW) BIaAeNblla cepTHdHKara, CpOK NEHCTBUS cepTH]HKaTa KITH0Ya
3JIEKTPOHHOM MOAIHUCH.

ITpumep (c METKOHM JOBEPEHHOTO BpEMEHU
Tpimvep pumep ( 7oBep p )

4 N 4 )

JOKYMEHT IIOIMHCAH — 0 o JOKYMEHT MOJIHCAH
3JEKTPOHHOM IO TMHCEHIO 3JIEKTPOHHOH IMOIIMHCBIO

Cepmuduxar 398uf cf jksaww8r38402jcuisasjciahc
Bnanenen [Terpoea Auactacus Hearnoesa
Heftereurenen ¢ 01.09.2025 no 31.08.2027

Cepmdurar 398uf cf jksaww 8r38402jcuisasjciajhc
Branenew [Terpora Anactacna Heanoena
Hefictentenes ¢ 01.09.2025 no 31.08.2027

klata u epema mogrmcasma 10.11.2025 14:15 j

\. J

OTMeTKa 0 NMPOCTOH 3TeKTPOHHOI MOANMUCH BKIO4aeT ¢pasy «oOKyMEeHT moamucaH MPOCTOH 3JIEKTPOHHOU
NOJANKUCHIO», (aMWINIO, MMs, OTYeCTBO (NPH HAIMYMK) BiIajeNbla IOANNCH, B CKOOKax HanMMEHOBaHHE
CTPYKTYpHOTO TIOJpa3feieHns (MpU HaIWYUM) W HAUMEHOBaHWE JO/DKHOCTH. BHemHu# BHI OTMETKH,
YCTaHOBJICHHBIH B HACTOSIIEM ITYHKTE, MOXKET MEHATHCS MO COTJIAILICHHIO CTOPOH.

IMpumep ITpumep (c METKOM 1OBEPEHHOIO BPEMEHU)

JOKVMEHT HOJIACAH IPOCTOM
JIEKTPOHHOH MOIMHACHIO
Ilogmmcan: Kamtanoea Hpuaalletpoena
(Ortnen xkanpoe. HAYATEHHK OTIENA KaOpoE)
Iata u epema mogrmcanma: 15.12.2025 17:15

JOKYMEHT IMOJIHCAH IMMPOCTOMH
JIEKTPOHHOM IMOIMHCHIO
IMognucan: Kamtanoea Hpuna Ilerpoena
(Otnen kanpoE, HAYANEHHE 0TI KaIpoE )

3.2.17. lleuaTtn

OTTHCK TeyaTH 3aBepseT MOJUIMHHOCTh TMOJIUCH JTOJHKHOCTHOTO JIMIIA Ha JIOKYMEHTaX, JOCTOBEPSIONINX IpaBa
JINII, (I)I/IKCI/IpyIOIIII/IX q)aKTBI, CBSI3AaHHBIC C q)HHaHCOBBIMI/I Cpe}ICTBaMI/I, da TAK)XXK€C Ha UHBIX )IOKYMCHTaX,
MpeIyCMATPUBAIOIINX 3aBEPEHHUE IIOMJIMHHON moanmucH. JIOKyMEHTBI 3aBepsIOT Ie4aTbio 00pa3oBaTENbLHOM
OpraHu3aIlH.

HeanI) HpOCTaBHHeTCH Ha CBO6OZIHOM OT TEKCTa MECTEC, HC 3aXBaThIBas .]'II/I‘IHOI7[ TIIOAIINCHU TOJPKHOCTHOTO JIMIa.
3.2.18. OTMeTKa 00 HCIIOJITHUTEIE

OtmeTka 00 HCIIONHUTENIE BKIIOYaeT B ce0s (haMWINIO, UMS, OTYECTBO HCIIOIHHTENS JIOKyMEHTa, HOMEpP ero
TenedoHa.

OTMeTKy 00 MCIOJHHTEEC PaclojaraioT Ha JUIEBOH WM O0OOPOTHOH CTOPOHE IOCIICAHEr0 JUCTa JOKyMEHTa
B JICBOM HI)KHEM YTITy.

[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbIA
CtpaHunua 11 us 42. CTpanuua cosgara: 05.11.2025 13:55 =¥ TATAPCTAH
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Hampumep:

WBanoBa Muna MBanoBHa
8 (495) 994-94-94

3.2.19. OT™MeTKAa 0 3aBepeHUH KOMUHU

Komuu ¢ 10KyMEHTOB BBIJAIOTCS C pa3pelieHUs PYKOBOIUTENCH CTPYKTYpPHBIX MOJPa3ACICHU U TONBKO C TEX
JOKYMEHTOB, KOTOpble OBUIM H3AaHBl B 00pa30BaTeNbHOM OpraHU3allid U KOTOpBIE KacaloTcs CIyXeOHOH
JEeSTeFHOCTH TaHHOTO CTPYKTYPHOTO MTOAPa3AeIICHIS.

[Ipu BBIIaYe KOMK JOKYMEHT BOCIIPOHM3BOJIUTCS IMTOHOCTHIO (OJIaHK 00pa30BaTeNbHON OpraHu3alui, HOMep, 1aTa,
coJiep>KaHue U T. II.).

B mpaBom BepxHem yriy komuu numiercs ciioBo «Komws». [Ipu Beaue kommu ¢ Komuu cleayeT nucaTth «Komms
C KOTIHM.

Ecnu xommst anisi BHYTPEHHETO TMOJIB30BAaHUS, TO JUISl 3aBEpeHHs] HWKE pekBu3uTa «lloAmmch» MPOCTaBISIOT
3aBEPUTEIILHYIO HAJIUCh: «BEpHO»; MOKHOCTH JIUIIA, 3aBEPSIOICTO KOIUIO; JIMYHYIO TMOJIUCH; PacII(POBKY
MTOANMCH (MHUIHAIBL, ()aMIIINIO); ATy 3aBEPEHUSI.

Hanpuwmep:

Bepuo
Cekpetaps/CHEITUaINCT 0 KagapaM
JInuHast noanuch B.B. UBanoBa

10.10.2026

Ecmm xonus BbIAACTCA JIA NPCACTABIICHUA B APYT'YIO OpraHu3alnuio, T0 OTMCTKa O 3aBEPCHHUU KOIIUU JOIIOJIHACTCA
HAJAIUChI0 O MECTE€ XpaHEHUs JOKYMEHTa, C KOTOpOro OblJa HM3TOTOBJICHA KOMUS, U 3aBEPsieTCs I€YaThIO
OpraHu3aluy.

Hampumep:

[Mopnuunauk nokyMenta Haxoautcs B MbOY IIKOJIA B nene Ne 12-k 3a 2026 rog.

Ji1st mpocTaBIeHUS OTMETKH O 3aBEPEHUH KOITMHM MOXKET HCIIOIb30BATHCS IITAMII.

3.2.20. OT™MeTKAa 0 MOCTYNJIEHUHN JOKYMEHTAa

ConepxuT JAaTy MOCTYIUIGHHSI JIOKYMEHTAa, a TakKe ero BXOJSIIUN perucrpaunoHHbli  Homep. [lpu
HEOOXOIMMOCTH B OTMETKE MOXXHO YKa3aTh BpeMs MOCTYIUIGHHS B uacax M MHUHYTaxX U CIIOCOO JIOCTaBKU
JOKYMEHTA.

OTMeTKy O MOCTYIUICHUU TOKYMCHTA B O6paSOBaTeJIBHOI>'I opraHu3anuy MMpoCTaBJIAIOT B BUJC IITaMIla UJIU OT PYKH
B HIDKHEH 4acTH JMLEBOW CTOPOHBI MIEPBOro JIMCTa JOKYMEHTa WIH Ha ero odbopore.

Hampumep:

MBOY HIKOJIA

11.10.2026 Ne 23
13 1 40 Mun

3.2.21. Pe3oronus

B coctaB pe3oirOIMM  JIOJDKHBI  BXOAMTH  CICAYIONIME 3JIEMEHTH: (aMUIMs, WHULKANBI HCIOJTHUTEIS
(ucmonHUTENEH), coepikaHue opydeHus. [Ipy HEOOX0IMMOCTH — CPOK UCTIOTHEHHS, MTOIITUCH JINIA, BEIHECIIETO
PE30ITIONINIO, AaTa PE3OTFOIHH.

Harpumep:

Cwmupsaosoii 1.0.

[Ipomy moaroroButhk mpoekT moroBopa ¢ OO0

«Jlom mebenmm» k 22.06.2026

JInyHas noAIHChH

10.10.2026

HpI/I HaJIMYUHA B PC30JIFOIIMH HECKOJIbKUX HCIIOJIHUTEIICH YKa3bIBaCTCA OTBETCTBEHHBIM HCIIOJIHUTEIIb (KaK ImpaBuiIo,
9TO JIMIO, HA3BAHHOC B PC30JIFOIIUU HepBBIM).

Ha OOKYMC€HTax, HE Tpe6y}oumx JOIIOJIHUTCIIBHBIX YKa3aHI/Iﬁ 110 UCIIOJIHCHHUIO W MMCIOUINX THIIOBBIC CPOKHU
HCIIOJIHCHHA, B PE30JIIOLNUHN YKA3bIBACTCA UCIIOJIHUTECIIb, IOAINKUCH, PE30JIFOINA, AaTa.

PGBOJ'IIOL[I/UI, KakK IMMpaBWJIO, MUIICTCA OT PYKU PYKOBOJAUTCIICM HA NOJJIMHHUKE JOKYMCHTA Ha CB06OI[HOM OT TCKCTa
MECTEC.

[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbINA
CrpaHunua 12 s 42. CTpanuua cosgara: 05.11.2025 13:55 =¥ TATAPCTAH



13

3.2.22. OT™MeTKa 0 KOHTpOJIEe

OtMmeTKa 0 KOHTpOJie 0003HAYAET, YTO JIOKYMEHT TOCTAaBJICH Ha KOHTPOJIb. OTMETKY O KOHTPOJIE 32 HCIIOJTHECHUEM
JTOKYMeHTa 0003Ha4aroT mraMiioM «KOHTpoIb) Ha BEpXHEM I0JIE TOKYMEHTA.

KonTpomro moamnexar Bce 3aperucTprupOBaHHbBIE TOKYMEHTHI, TPEOYIOIIe HCITOTHEHMS.

CpokM  WCHOJHEHUS  JOKYMEHTa  YCTaHABIMBAIOTCA B COOTBETCTBHH  CO CPOKaMH, OO0OO3HAYCHHBIMH
3aKOHO/IaTEICTBOM, OpTaHW3aIfel, HAIPaBHUBIIEH MOPYUYSHHE WM MPOCHOY, PACTIOPSIIUTENEHBIM TOKYMEHTOM
WJIM PEe30ITIONNEl pyKOBOAMUTENS 00pa30BaTeIbHOM OpraHU3aIHH.

Cpok npocrasisieTcs B (hopMe TaThl 3aBEPIICHUS UCTIOTHCHUSI.

3.2.23. OT™MeTKAa 0 HANIPABJIEHUH JOKYMEHTA B 1eJ10

OtmeTka 00 MCTIONTHEHNH AOKYMEHTa W HAMPaBJICHWU €T0 B JIeNI0 BKIIIOYAET B ce0s clenyrolme AaHHbe: (pa3y
«B nmeno», WHAEKC Jiea MO HOMEHKIIATYpe JeN, B KOTOpOE MOMEINASTCs JMOKYMEHT Ha XpaHCHHWE, C yKa3aHHEeM
KaJICHapHOT 0 TO/1a, JIOJDKHOCTH JINIA, O()OPMUBIIIETO OTMETKY, TTOJATUCH, TATHI.

Hanpumep:

B nemo Ne 01-18 32 2026 .

3amecTuTeNb AUPEKTOpa 110 BOCIIUTATENbHON padoTe

JInyHas NOAIINCH 10.10.2026
OTMeTKa O HalpaBJICHUU JOKYMEHTA B JCJI0 MOXKET JOMOJHATHCS KPATKUMHU CBEJICHUSAMU O XapaKTepe UCIIOIHCHUS
JIOKYMEHTA.

3.3. Oco0eHHOCTH TOATOTOBKH U 0()OPMJICHHSI OTAEIbHBIX BUAOB JOKYMEHTOB

3.3.1. [Ipuka3

[Ipuka3 — mpaBOBOI aKT, M3/1aBa€MbI PYKOBOAMUTEIEM 00pa30BaTeIbHON OpPTaHW3aIliH IS PEIICHUsT OCHOBHBIX
Y OTIEPATHBHEIX 33J1a4, CTOSIINX Tepea 00pa3oBaTenbHON oprann3anueit (mprtoxkenue Ne 2).

[Ipuka3 MoxxeT OBITH M3/1aH JIMIIOM, MCIIOJMHSIIONMM OO0S3aHHOCTH PYKOBOJIUTENS 00pa30BaTebHON OpraHn3aliu
B CJIy4ae ero OTCyTCTBUSI.

B mpukazax 1o OCHOBHOWM JAESTEIHHOCTH PEMIAlOTCS BOMPOCHI  y4eOHOW, XO3AHCTBEHHOH, (hMHAHCOBOI
JesITEIbHOCTH, TUTAHUPOBAHUS, OTYETHOCTH, yUeOHO-BOCITUTATELHOTO TIpoliecca, PU3MIECcKOro pa3BUTHS | T. II.
[pukasel opopmisitoTcst Ha OaHke 00pazoBaTeNbHONM opraHuzanuu. [lepenaua nprkazoB, UX KOMUNA pabOTHUKAM
CTOPOHHUX OpraHM3aluil JOMYCKaeTcs TOJBKO C paspelleHHsl PyKOBOAWTENS 00pa3oBaTeIbHOM OpraHU3alluH.
[IpoexTsl mpHKa3oB pa3pabaTHIBAIOTCA  YINOJHOMOYEHHBIM JIMIOM 110 IOPYYEHHIO PYKOBOACTBA  HJIU
110 COOCTBEHHON MHHUIIMATHUBE.

[ToaroroBka npukasza BKIOYAET B ce0s1 M3yUEHHUE CYIIECTBA BOIIPOca U cOOp HEOOXOAUMBIX CBEACHUIL; TOITOTOBKY
MPOEKTa TMpHKa3a; COIVIACOBAHME IIPOEKTA; IIOANMCAHUE PYKOBOAUTENEM 00pa3oBaTeNbHONM OpraHu3aluH,
PETUCTpALIUIO.

[Mpukasel newatarotes mpudrom Ne 12 umum Ne 14,

Homepa cTpanuil mpocTaBisitoTCsl MOCEpeInHEe BEPXHEro MO JUcTa. TeKcT mpukasa medaraeTcs 4yepe3 OIWH
MEXCTPOUYHBIA UHTEPBa, 0€3 00opoTa.

[lpuka3 wumeer creayrolMe PEKBU3UTHI: HAaUMEHOBaHUE O00Pa30BAaTENBLHON OpPraHW3allMM COTJIACHO YCTaBy;
HaumeHoBaHue Buja nokymeHTa ([IPMKA3), nara, HOMep, MECTO COCTaBIIEHHS, 3arojOBOK K TEKCTY, TEKCT,
HalMEHOBaHUE JIOJDKHOCTH, MOANKMCH JOJDKHOCTHOTO JHUa (MHULMANbI, (aMuiius), BU3Bl COTJIACOBaHUS,
O3HAKOMJICHHS.

Haroii mpukasza siBisieTcsl naTa ero noamucanus. Jata odopmisiercss mU(POBBIM CHOCOOOM; HOMEpP COCTOUT
13 3HaKa «Ne» ¥ MopsaaKoBOro HoMmepa npukasa, Hanpumep: ot 00.00.0000 Ne 000.

TexcT mpuka3a COCTOUT U3 JIBYX B3aUMOCBSI3aHHBIX YacTEH — KOHCTATUPYIOUIEN U PaciOpsIAUTENBHOM.

TekcT mpuKkasza JIOIDKEH UMETh 3arojiOBOK. 3arolioBok HaunmHaetcsi ¢ npeanora «O» («O0») u hopmupyercst pu
MOMOIIM  OTIJIarONbHBIX  CYIIECTBUTENBHBIX  (Hampumep:  «OO0 yTBepkIeHHH...»,  «O perucTpamum...»,
«O co3manum...»).

3aroyloBOK JOJDKEH KPAaTKO M TOYHO OTpakaTh COJAEp)KaHWE TEKCTa MpHKa3za. Toduka B 3arojOBKEe HE CTaBUTCS.
[leuaTaercss yepe3 1Ba MEXKCTPOUHBIX MHTEpBaJla OT peKBU3UTA. llewaraercss cTpOUHBIMU OyKBamH, BBLIEIACTCS
XKHUPHBIM IIPUPTOM.

B koHCcTaTHpYyIoIel 4acTH KpaTko M3JIararoTcsl eNd U 3a7a4uu, (akThl U COOBITHUS, TOCITY KUBIIIHE OCHOBAHUEM JIJIS
n3naHus nmpukasa. OHa MOYKET HAYMHATHCS CIIOBAMHU «B IIEIIAX)», «BO MCMOJMHEHHME» W aAp. Ecnu mpukas u3maercs

[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbINA
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Ha OCHOBaHMH JIPYTOTO JOKYMEHTA, TO B KOHCTaTUPYIOIIEH YacTh YKa3bIBaeTCsl HAUMEHOBAaHUE 3TOTO JOKYMEHTA,
HanMEHOBaHHUE OpraHa, U3JaBIIETO JOKYMEHT, JaTa, perUCTPAMOHHBIA HOMEP H 3aT0JIOBOK K TEKCTY.
Koncrarupyromas 4acTb MOXKET OTCYTCTBOBATh, €CIIH MPEANICHIBAEMbIE IEHCTBHUS HE HYKIAIOTCS B Pa3bsICHEHUH.
Tekcr mpuka3zoB B Takux ciydasx HaumHaeTcs: co ciaoBa «[IPUKA3BIBAIO» (mmmieTcst mponucHBIME OYKBaMu).
[lpy Hamuuuu AByX 4YacTedl NpuKa3za pPacHOpSOUTENbHAs YacThb OTAEISIETCS OT KOHCTaTUPYIOIIEH CIIOBOM
«mpukasbiBaioy. [locne cora «IIPUKA3BIBAIO» craBuTCs mBoeTOUME.

TekcT pacnopsSAWTENPHON 4YacTH MOXET HOEJUTHCS Ha MyHKTHL, B KOTOPBIX YKa3bIBAIOTCS HCIOIHHUTENH,
KOHKpPETHBIE ICHCTBUS M CPOKHU MCIIOJTHEHUS MPeaNIChIBaeMBbIX JeiicTBuil. Ecniu nmpuka3 1omonHseT, OTMEHSET Wil
W3MEHsIeT paHee H3JaHHBIC TMPHKA3bl WM WX OTHACNbHBIE IMYHKTHI, 3TO OroapuBaercsi B Tekcre. llocmexnum
ITyHKTOM PacTHOPSIIUTENBHON 9acTH MIPHUKa3a yKa3bIBA€TCS MOHKHOCTHOE JIMIIO, HA KOTOPOE BO3JIaraeTcss KOHTPOIh
3a UCTIOJIHEHHEM TpHKa3a B 1enoM. Hampumep: «KoHTpoIb 32 HCTIONTHEHHEM MPHKa3a OCTaBIISIO 32 COO0M».
[Moanuck oTaensieTcst OT TEKCTa ABYMSI HHTEpBAJIaMH, TIeYaTaeTCsl OT TPaHMLIBI JIEBOTO TIOJISL.

PacmmdpoBka moxamucu medataeTcs Ha ypOBHE MOCJEIHEH CTPOKH IODKHOCTH Y MPABOM TPAHMIBI TEKCTOBOTO
mosist. [Ipobern Mexy nHANMANaMy U (paMIITHEH He TeTIaeTCs.

[Mocnenusst OykBa B pacIIMPpOBKE MOJNICH OTpaHHYUBAETCS MPaBbIM mojieM (10 mm).

[Ipu mognucanny mMpuKasa JTUIOM, 3aMENAI0IINM PYKOBOAHUTENS 00pa30BaTeNbHON OpraHW3alNd, JOHKHA OBITH
yKa3aHa ero (paKkTHIecKas JOJDKHOCTh U (haMILTHSI.

[Tpu HamMuuKM NpPUIOKEHUH K MPHUKa3y 00s3aTENbHO JeTaeTCsl CChIIKA Ha HUX B TEKCTE.

[Ipuka3el HyMepyroTcs TNOPSIAKOBOM HyMepaluel B Ipefenax KaleHaapHoro rona. OTIeNsHO HYMeEpYIOTCS
MPUKa3bl 10 OCHOBHOW [ESTENFHOCTH, IO JMYHOMY COCTaBy PaOOTHUKOB, IO JMYHOMY COCTaBy OOYyYaroIIuxcs,
110 OTIIyCKaM, 0 KOMaHAHWPOBaHHWU.

Ecnu mpukas BBOIUT B ACWCTBHE KaKue-THOO JOKYMEHTHI (MHCTPYKIHH, TpadUKH, IPaBUIIa, TOJOKEHHUS), TO OHH
o opMIISTIOTCS B BUJIE MPUIIOKEHNUS K MIPHKa3y. B mpaBoM BepXHEM YTy TaKUX JOKYMEHTOB OT IISITOTO TOJIOKESHHS
TabynsTopa HeoOXoAMMO TmmcaTh cioBo «llpunmoxeHwe» ¢ ykazaHWeM HaWMEHOBAaHUS PpACHOPSAUTEIHHOTO
JOKYMEHTa, €0 JaThl, HOMepa.

Hampumep:

IIpunoxenue
k npukazy MbOY IIKOJIA
ot 11.07.2026 Ne 34

[punoxkeHus K MpoeKTaM MPUKA30B OPOPMIISIOTCS Ha OTJEIBHBIX JIUCTaxX OyMaru.

PazMepbl moneil W MEXKCTPOUHBIE WHTEPBAjJbl NPH I€YaTAaHWW TEKCTOB IPWIOKEHUH HACHTHYHBI pa3Mepam,
MIPUMEHSAEMBIM TIPH NeYaTaHUU TEKCTOB MPHKAa30B.

B npuitoskeHusIX TOMEIAr0TCs TTOJI0KEHMSI, TIEPEUHH, CIIUCKH, rpaduKu, TaOIHIbI, 00pa3ibl JOKYMEHTOB H Jp.
Ecnu B TekcTe maeTcst CCbUIKA «COIVIACHO NPWIOKEHHIO» WM (mpuioxkeHue Ne...), TO Ha MEPBOM CTpaHMLE
NPWIOKEHUST B IIPaBOM BEpPXHEM Yy mumercs cinoBo «lIpuioxeHue» uero Homep, HUXKE 4Yepe3 OAUH
MEXKCTPOUHBIH HMHTEpBal JAaeTCs CChUTKA Ha MPUKa3 PYKOBOJWUTENS 00pa3oBaTelbHON OpraHW3allH, €ro Jary
1 HOMeEp.

Bce cocraBHBIE YacTH PEKBH3WUTA BBIPABHUBAIOTCS I10 JIEBOMY Kpalo, I€YATAIOTCSA 4Yepe3 OOUH MEKCTPOUYHBIN
WHTepBaJ. /[n1Ha CTpOKM HE JOJHKHA MPEBBIIATh § CM, OFPaHUYMBAETCS IIPABBIM MoJIeM JokyMeHTa. [Ipu Hamnunu
HECKOJIbKUX MPUIIOKEHUH OHU HyMEpYIOTCSI.

Hamnpuwmep:

[punoxenue 1

k npukazy MbOY IIKOJIA
ot 11.07.2026 Ne 34

[Tpu nanmmuum B Tekcte Gopmynupoku «Y TBEPIAUTDb» mpunaraemoe mojoxeHue, cOCTaB KOMHUCCHH, NIepeueHb
MEpPOIPHUATUH U T. [I. Ha CaMOM IIPHJIOKEHUH B IIPAaBOM BEpXHEM yrily pacrnonaratorcsa cioa «Y TBEPXXJIEHO»
unu «Y TBEPXXIEH» co cchuikoil Ha mpukas, ero gaTy, HOMep.

Hanpumep:

YTBEPKAEHO

mpukazom MBOY HIKOJIA

ot 11.07.2026 Ne 34

3aroJoBOK K TEKCTy MPHJIOKEHUS TedaTaeTcs I[EHTPHUPOBAHHBIM crocoO00M. HammeHoBaHue BUjia JOKyMEHTa
NPWIOKEHHUs (IIepBOE CIIOBO 3arojOBKa NPHIOXKEHHS Me4YaTaeTCs MPONMCHBIMA OyKBaMH JKMPHBIM IIPH(TOM:
[NOJIOXKEHUE, ITEPEUEHD, CITMCOK u T. 1.).
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3aroyIoBOK NMPUJIOKEHNUS OTAENAETCS OT IaThl 1 HOMEpa MpHKa3a IByMs MEKCTPOUHBIMHA HHTEPBAJIaMH.

[Ipy HamuuuuM B TEKCTE€ MPWIOKEHHUS HECKONBKUX pa3felIoB HX 3arOJIOBKM I€4aTaloTCsi LEHTPUPOBAHHBIM
CIIOCOOOM (OTHOCHMTENIBHO TpaHMIl TeKcTa). Touka B KOHLIE 3arojIOBKOB HeE cTaBUTCA. Jlomyckaercsi BBIACISATH
3aroJIOBKHU pa3fiesioB MpU(TOM APYrol HACKILIEHHOCTH (>KUPHBIM, IIOJIY>KUPHBIM).

TexkcT mpuiaoKeHUS MOXKET ObITh odopmieH B Bume TaOmuubl. [padpl W CTPOKKM TaOMUIBI AOIKHBI HMETh
3aroJIOBKH, BBIPQ)KEHHBIE MMEHEM CYILECTBUTCJIBHBIM B HMEHHMTEJbHOM manexe. [lonsaronoBku rpad u cTpox
IrpaMMAaTHYECKH JOJDKHBI OBITh COIJIACOBAHBI C 3arOJIOBKAMM. TEKCT TaOMUIBl II€4aTaeTcsi dYepe3 OIUH
MEXCTPOYHBI UHTEPBAI.

[Tpy HaM4MK B TEKCTE MPUIIOKEHUH CCBIIKM Ha CHOCKY OHa 0 opMIIsieTcs 3Be310UKOM. TeKCT CHOCKHM medaTaercst
4yepe3 OJUH MEXCTPOUHBIH MHTEPBaj B KOHIE Ka)KAOH CTPaHUIBI WIM IOCIE MPUIOKEHUS B LIEJIOM IO YEepTOH.
[locne cumBONa CHOCKHM €€ TEKCT IedaTaeTcsi C MPOMUCHOM OyKBBI. B KOHIIE TeKCTa CHOCKH CTaBHTCS TOYKA.
Ha oxHoii cTpanuiie He JOMHKHO 0QOPMIIATHCS O0Jiee TpeX CHOCOK.

B nonoxeHusx, nporpaMMax, YCTaBax U APYI'MX HOJOOHBIX IOKYMEHTaX pasZeiibl, I[OAPa3[elibl, ITyHKTbI
U MOANYHKTHl HyMepyroTcsi apabckumu mudpamu. Homep moapaszmena DODKEH COCTOATH M3 HOMEpa pasziesna
Y HOMepa TMoJpa3jiernia, pa3/ieleHHbIX Toukod (Hampumep: 1.2.). Homep myHKTa MOXET COCTOSTH U3 HOMEpa
pasznena, moapasiena v MyHKTa, pa3/ieieHAbXx Toukamu (Hampumep: 2.3.1.). IlyHKTBI pu HEOOXOAMMOCTH MOTYT
MOJpPa3AeNsAThCs Ha MOAIMYHKTHI, KOTOPbIE JOJDKHBI UMETh HOPSIIKOBYIO HYMEpALHUIO B IPEenax KaxIoro IMyHKTa
(mampumep: 1.1.1.1.,1.1.1.2. u 1. 1.).

Busbl mpocTaBnstoTes Ha 000pOTHON CTOPOHE MOCIEAHETO JIMCTa MPOSKTa MIPHUKa3a.

Ha npunoxeHunsx K mpoeKTaM NPUKa30B BU3bI IPOCTABIISIIOTCS IOA TEKCTOM IIPUIIOKEHHUSL.

3.3.2. IlpoTokon

[IpoTokomT — JOKYMEHT, B KOTOPOM (QUKCHpYeTcS XOJA OOCYKICHHS BOIPOCOB U NMPHHATHS PEUICHUH
Ha COOpaHUAX, COBEIAHMIX, KOH(PEPEHIMSIX U 3aceIaHMsIX KOJIETHATBHBIX OpraHoB (mpuiokeHue No 3).

B npoTokonax MOCTOSIHHO AEWCTBYIOIIMX KOJUIETHAJIbHBIX M COBELIATEJIBHBIX OPraHoB (MEAaroruyeckoro,
METOJIMYECKOTO COBETOB, KOMUCCHI), a Takke KOH(DEpeHIMH, cOOpaHuil, COBCIIaHUM, 3aceqaHuli, TIEPErOBOPOB,
BCTpEY) HCIONb3yeTcsl (hopMa HM3IOKEHUs] TEKCTa OT TPEThero Juna MHokecTBeHHoro uucna (CIIYIIAJIU,
BBICTYIIWJIU, PEILINJIN). ConepxaHre BEICTYIUIEHHH U37IaraeTcsl OT TPETHETO JIUIa €MNHCTBEHHOTO YHCIIA.
[IpoTokon umeeT creayroue peKBU3HUTHI:

e HanMeHoBaHue BHaa JMokymMeHTa — cioBo «[IPOTOKOJI» meuataeTcss Ha 2 CM HIDKE OT TPAHUIIBI
BEPXHETO TOJIs MPOMUCHBIMU OYKBaMH, TIOJTYXKHUPHBIM MIPUGTOM 1 BRIPAaBHUBAETCS IO LIEHTPY;

e BHUJ 3acelaHWs, COBEI[AHHWS — OTIENAETCA OT HPEABIAYIIETO PEKBU3UTA JByMS MEXCTPOYHBIMU
WHTEPBaJaMH, IIeYaTaCTCs MOJY>KUPHBIM IIPU(TOM uepe3 OJMH HHTEPBAI M BEIPABHUBACTCS I10 LICHTPY;

e JaTra W HOMEp MpPOTOKOJa— JaTta odopMisieTcs IMPPOBBIM CIOCOOOM W IeYaTaercsi 4depe3 JBa

MEXCTPOUYHBIX HHTEpBaja HIDKE NPEABIAYLIEr0 PEKBU3WUTA OT JIEBOM TI'paHUIBI TEKCTOBOIO IOJI,
a HOMep — TOCJIe CII0BA KIIPOTOKOI»;
e MECTO MpOBEIEHHs 3acelaHusl yKa3blBaeTcs Npu O(QOPMIIGHHH TMPOTOKOJIA COBEIIAHUS B TOM cIydae,
€ClIi OHO NPOMCXOAMJIO HE B 3JlaHMM 00pa30BaTEeNbHON OpraHU3alld, BBIPABHUBACTCS 110 LIEHTPY
Ha OJHOM JTUHHUU C JATOM;
e TEKCT IIPOTOKOJIA, KaK IIPABUJIO, COCTOUT U3 IBYX YACTEH: BBOJHON U OCHOBHOM.

BBogHas 4acTh cOCTaBIISETCS MO CXEME:
[Ipeacenarens — Damunug N.0O. pykoBOgUTENS.
Cekperapp — Damumus 1.0.
[IpucyrcrBoBaNM:
CrnoBa «Ilpencenarens» u «Cekperapb» IMedaTaroT ClieBa OT HYJIEBOTO IOJIOKEHHs TaOyJsTOpa, OTHEINss IBYyMS
WHTEpBaJaMH OT 3arojioBKa U ApyT oT Apyra. C HOBOM CTPOKH MUNIIYT clioBO «IIpucyTcTBOBamIN»,
daMWIMKM ¥ UHUIHMATBI TIOCTOSIHHBIX YJICHOB KOJUICTHAIBHOTO OpraHa, YYacTHHKOB 3acellaHus, PaOOTHHKOB
OpTaHU3aliy U MPUIJIALICHHBIX Ha 3aceaHue MepeurcisioTcs B a)aBUTHOM MopsiaKe 0e3 yKa3aHus JOJKHOCTEH.
[lepeuncnenne mMpUCYTCTBYIOMUX O(OPMIISIOT BO BCIO IIMPHHY CTPOKH Y€pe3 OAMH MEXCTPOUHBINA HHTEPBAI.
Ecnu B 3acenannu yqacTByroT Ooliee 15 denoBek, B MPOTOKOJIE YKA3hIBAIOT UX 00IIee KOJMYECTBO, & paCIIuPpOBKa
MPEICTABIISIETCS B SBOYHOM JIMCTE, KOTOPBIH SIBIISICTCS IPUIIOKEHUEM K POTOKOITY (mpuioxkeHue Ne 4).
[Ipn odopmiieHMM NPOTOKOJA C YUCIOM YYacTHUKOB Oosee 15 paMuIMM He MEPEeUHCIAIOTCS, a YKa3bIBaeTCs
ngpoit ux odIee KOIMIECTBO, CIIUCOK YYACTHUKOB B TAKUX CITyYasX MPUIIaraeTcs.
Hampumep:
[IpucyrcTBoBanu 47 yenoBek (SIBOYHBIN JIUCT MPUIIATacTCs).
[lozncyer y9acTHUKOB MPOBOAMUTCS IO CITUCKAM PETHCTPALIMHU, KOTOPbIE IPHIATaloTCs K MPOTOKOMTY.
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[locne mepeuncnenns: y4acTHHKOB B IMIPOTOKOJIE OQOpMIIIETCS MepedeHb BOMPOCOB, MOAJIEKAIINX OOCYKACHHIO,
KOTOpBId HaunHaercss cioBaMu «lloBecTka nHsS» | pacmojaraeTcsl IIEHTPOBAaHHO 4Yepe3 JBa-TpU HHTepBajia
OT CIIMCKA YYaCTHUKOB.

[ToBecTka AHS COAEPIKUT MEPEUNCIICHNE ITyHKTOB (BOIPOCOB) MOBECTKH IHS, (PMKCHPYIONIUX MTOCIIEA0BATEIbHOCTD
oOcyxIeHus, ¢ GQaMuIusIMH AOKIaquukoB. Kakaplii Bompoc Hymepyercsi apaOckoil mudpoid, pacmonaraercs
B MTOPSIKE 3HAYUMOCTH W OTBedaeT Ha Bompoc «O deM?».

Hanpumep:

1. AHayu3 BBIIOJTHEHHS TOA0BOTO IU1aHa paboThl 00pa30BaTeNIbHOM opraHu3aryu 3a 2026/27 yueOHbIi o/,
Hoxnamuuk — [letposa A.W.

OcHOBHass 4acTh TPOTOKOJIA COCTOMT W3 Pa3lielioB, COOTBETCTBYIOIIMX IyHKTaM TIOBECTKH  JHSL.
TekcT kaXI0ro paszena COCTOUT U3 TpeX YacTei:

— CJIVIIAJIN: xpaTkoe copep)kaHue JOKIaga WM CChUIKAa Ha MpUJIaraeMblil K MpoToKoy TekcT. Ilepesn cioBom
«CJIIYIIAJIN» mipocTaBisieTcss HOMEP B COOTBETCTBUU C TIOBECTKOM JTHS;

— BBICTYIINJIN: kpaTKoe comepkaHue KaKI0ro BEICTYIUICHNUS, 3a/IaHHBIe BOIIPOCHI M OTBETHI;

— PEIIMJIM (ITOCTAHOBUWJIN): pemenne ¢GopMynHupyeTcs C UCHONB30BAaHHEM MOJENU, MPUHATON s
pacnopsIIUTEIbHBIX JIOKYMEHTOB: 4TO CHENnath, WCIIOJIHUTENb, CPOK
HCIIONHECHUSL.

Pemrenus, BeipaboTaHHBIE Ha COBEIIAHMH, BHOCST B MpoTokoi mnocie cioBa «PELHINIINy («[IOCTAHOBUJINY).
Pemenne moxet copepxKaTh OJUH WIA HECKOJIBKO MYHKTOB, OHHU PAcIoJaraloTcs Mo 3HaYUMOCTH, KaKIbI U3 HUX
HyMEpPYETCSL.

B ciyuae, korja mpoTokos (GUKCHpPYET pelieHre 00 yTBEpKACHUH KaKoro-TM0o JOKyMEHTa, B TEKCTE MPOTOKOJA
JIOJDKHA COZIEPKATHCS CChIIKA Ha 3TOT JOKYMEHT, a caM JOKYMEHT MpHJIaraeTcs K IpoTOKOIY.

[Ipu wHamuumu 0cOOOTO MHEHHUS TIO MPUHITOMY PpEIICHHI0O OHO 3amFCHIBACTCS B MPOTOKON  (TIOcTe
COOTBETCTBYIOIIETO IMTPOTOKOIHHOTO PELICHHS).

B kadyecTBe HCHONHUTENS MOXKET OBITh YKa3aHO OJHO WMJIM HECKOJBKO IOJDKHOCTHBIX JIMI[ JHOO CTPYKTYpHOE
noapasaencHue. Cpok MOXKET ObITh YKa3aH Kak KaJeHIapHas AaTa UM Kak MepUOJ BEITIOJIHEHHS Pa0OTHI.

Cmosa «CJIYIOAJIN», «BBICTYIIWIIW», «PEIIWIN» («IIOCTAHOBWJIM») medaTtaroT OT JIGBOTO ITOJSA
MIPOMUCHBIMU OYKBaMH M 3aKaHYHUBAIOT JBOETOUHEM.

Kaxnpiit pasgen mewaraeTcss C KpacHOW CTPOKH, YTOOBI BBIACTUTH B TEKCT€ IMPOTOKOJA pPEeYb OCHOBHOTO
JOKJIAJ9MKa, BBICTYIUIEHUS YYaCTHHKOB OOCYXKIIEHHs BOIIPOCAa U MOCTAaHOBISIONIYIO 4acTh, (DOPMYIHPYIOIUIYIO
pemrenne cobpanwusi. C 3TOH ke MEeNbl0 B TEKCTE IMPOTOKOJA KKAYI0 (aMUINI0 W WHHUIUAAIBI BBICTYTAIOIINX
MEeYaTar0T C HOBOH CTPOKH B MMEHUTEIHFHOM Majexe, 3alKCh BBICTYIUICHHS OTACTSIIOT OT GaMHIINH JeUCOM.
Kaxxnprit Boripoc nedaTaeTcs ¢ KpaCHON CTPOKH, (DaMUIIUK TIPU 3TOM JIOIYCKaeTCsl HE YKa3bIBaTh.

B oTnenpHBIX cioyyasx Ha OCHOBE PYKONHCHBIX WIIM MarHUTO(OHHBIX 3alMCel, KOTOpPbIE BEIHCh Ha 3aCelaHuH,
COCTaBIISIETCS CTEHOTpaHUUYECKHil TMPOTOKOJ, KOTOPBIH JIOCTIOBHO IEpeJaeT Mpolece OOCYKACHUS KaxJIOTo
BOIPOCA U BHIPAOOTKY pEIICHHS TI0 HEMY.

[Iporokon odopmisieT cekperaph 3acefaHusl, IOPUANMIECKYIO CHITy TMPOTOKOJ MPHUOOPETAET TOIBKO MPU HATHIUU
IBYX TOANMCEN — Tpenceaarenst u cekperaps. lloamumen pacmonaraioT, OTAEIMB OT TEKCTa JIBYMS-TpPeMs
MEXCTPOYHBIMU HMHTEpBAJaM{ OT TpaHUIlBl JieBoro mnoss. IloxmuceiBaeTcs MepBbIM SK3EMIUIAP IPOTOKOJIA,
KOTOPbIA MOJUIMBAETCS CEKPETapeM B IEJIO0 U XPAaHUTCA B COOTBETCTBUM CO CPOKOM, ONPEIACICHHBIM
HOMEHKJIATypoil ne.

B HekoTopeIxX citydasx opopMIISeTcs BEITHCKA M3 MPOTOKOJIA.

Brinucka U3 npoTOKOJIa — TOYHAsI KOMUS YaCTU TEKCTa MOMJIMHHOIO MPOTOKOJIA, OTHOCSIIErocsi K TOMY BOIIPOCY
MOBECTKH AHSA, IO KOTOPOMY TOTOBHUTCS BhIMKCKa. [Ipy 3TOM HEOOXOAMMO BOCIIPOM3BECTH BCE PEKBU3UTHI ONlaHKa,
BBOJHYIO YacTh TEKCTa, BOIPOC IMOBECTKH MIHS, IO KOTOPOMY TOTOBHUTCSI BBIMHCKA, W TEKCT, OTPAKAIOIIUI
oOCyXJieHHe BOTpOoca W MPUHATOE peleHue. B 3ToMm ciyuae Ha3BaHue JOKyMeHTa odopmisieTcs Kak «Bwimrcka
13 IPOTOKOJIaY.

3.3.3. Cay:ke0HO€e MUCHMO

[lucema cocTaBnsAOTCA A OCYIIECTBICHWS OIEPATHBHOM CBA3HM C APYTMMH OpraHU3alUsMH I10 BOIIPOCaM
JesITeNIbHOCTH 00pa30BaTeNbHOM opranu3anun (npuioxenne Ne 5).

Ilo conepkaHuio ¥ HA3HAYEHHWIO MHCbMA MOTYT OBITh HMH(GOPMALMOHHBIE, TapaHTUHHBIE, pPEKJIaMalHUOHHbBIE,
KOMMepUECKHe, MMChMa-3apOoChl, MIChMa-TPUTIIAIIEHUS | T. [I.

HNudopmaiimonHble MMchMa CoepiKaT COOOIEHHS, POCHObI, HATTOMUHAHHS, TIPEIIOKEHUSI.

INapanTHiiHbIe TpegHA3HAYEHBI AJI U3BEIIECHUS O TAPaHTHAX OIUIATHI, CPOKOB MOCTABKH WJIM KAa4eCTBa MPOTyKIHH
W yCTyT.
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B peknamMannoHHbBIX (MIPETCH3UMOHHBIX) MHUChMaX W3JIaraloT TPeOOBaHHUSI BO3MEIICHUS YOBITKOB, HAHECCHHBIX M3-3a
HapylICHUsS YCIIOBHM KOHTpaKTa WJIM JOrOBOpa JPYrod CTOpPOHOW (KOHTpareHToMm). Pekmamanusi IToJKHA
MOATBEPKAATHCS MPIIaraéMbIMH K MMUCHMY JOKYMEHTaMH B BUZE aKTOB, CIIPABOK H T. II.
KommMmepueckne muchMa COCTaBISIFOT TPU 3aKIIOYEHUH ¥ BBHIMTOJHEHHUH KOHTPAKTOB, YacTO B HUX H3JIararoT
MPOCKOBI O MPEOCTABICHUM WH(pOpPMAIMKM O TOBapax M yCIyrax y MX MPOJABIOB WM, HANPOTHB, MpPEararoT
MTOCTaBUTH TOBAPHI WIIH YCIYTH.
B mucemax-3ampocax mpocsiT y KOHTpareHTa pa3bsCHUTh KaKoW-mr0o0 (hakT Wim JeicTBrE.
CrnyxxeOHbIe MMChMa MEUYaTAITCS Ha OJlaHKaX MUceM oOpa3oBaTelbHOM opranu3anuu. CiykeOHOe MUChMO UMEET
CJIEYIOIIUE PEKBU3UTHI:

e ['pud (momerka) 00 OrpaHUYIECHUH JOCTYIA K JOKYMEHTY (€CIIH 3TO HEOOXOAUMO);

e ajpecar;
e 3aroJIOBOK K TEKCTY;
e TEKCT;

e OTMETKA O HAJIMIUH MPUIIOKEHUHN (SCIIH OHU UMEIOTCH);

e TIIOJIHUCH;

e OTMETKa 00 HCIIOJHUTEIIE.
TekcT cimyxeOHOro muchbMa, Kak MPaBHJIO, JOJDKEH KacaThCsl OJHOIO BOMPOCA MIIM HECKOJBKHX BOIPOCOB, €CIH
OHH B3aMIMOCBSI3aHbI U OyIyT PacCMaTPHUBATHLCS B OJTHOM CTPYKTYPHOM IOJIpa3ielieHHH OpraHu3alnu-aapecara.
TekcT n3naraercsi OT MEPBOTo JUIA €IUHCTBEHHOIO 4Kcia (IpOCUM, HaIlpaBlIgeM U T. JI.) WK OT TPEThEro JuIia
eauHCcTBeHHOTO yricna (OO cautaer..., mpodcoro3Hbiii komuter OO paccMOTper...).
TekcTr nucbMa, Kak MPaBWIIO, COCTOMT W3 ABYX 4acTeil. B mepBod wyacTu u3naraercs NpUYMHA, OCHOBAHUE WIIHU
06OCHOB3HI/IC COCTaBJICHUA IMUCbMA, IMPUBOAATCA CCBUIKHM Ha JOKYMCHT, SIBJ'[HIOHII/II\/'ICH OCHOBaHHUEM MNOATIOTOBKH
nucbMa. Bo BTopoii yactu, HauuHarowlelcs ¢ ad3ala, MOMENAlTCs BbIBOJBI, NPEATIOKCHUS, NPOCHOBI, PEIICHUS
UT. I
3.3.4. Teaerpammsl, TejedoHOrpaMmMsbl U pakcCMMHIbHASA CBA3b
[lepenaua koppecrmoHACHIUH 1O (PaKCUMUIBHONH CBS3M B APYTHE€ OpraHU3allMd OCYIIECTBISIETCS TOJIBKO
10 YKa3aHMIO WK C Pa3pelieHNs aAMUHUCTPA 00pa30oBaTeIbHON OpraHu3alyy.
HO}Z[J'II/IHHI/IKI/I JOKYMCHTOB, II€pCAaHHBIX II0 (I)aKCHMHJILHOfI CBsA3M, INOAIIMBAIOTCA B ACJIO0, XPpaHAIICCCA
y pa6OTHI/IKa, OTBETCTBECHHOI'O 34 (baKCI/IMI/IHBHYIO CBA3b, C YKa3aHHMEM BpPEMCHH M JaTbl II€pE€aaydu, a KOIIUH
BO3BPALLIAIOTCSl B COOTBETCTBYIOLINE CTPYKTYpHBIE MopasenieHus ¢ mometkoil «kFAX (nata u Bpems)».
3.3.5. 3asBaeHue
3asBieHne — 3T0 odUIIMANIBHOE COOO0IIEeHUE B MUChbMEHHON Gopme. OHO COACPKHT dallle BCEro MpeiioKeHHE,
Kano0y WiM mpock0y Kakoro-inbo 4YelIoBeKa, aJpecOBaHHBbIE WIIM OPraHU3alWH, WM JOJDKHOCTHOMY JIHUILY.
3asBneHne opopMIIsieTCa Ha CTaHOAPTHBIX JIMCTax Oymaru ¢opmata A4.
3asBneHre BKJIIOYACT: ajpecara, KOTOPOMY HamlpaBlsieTcs 3asBieHue, (HaMITHIO, UMS, OTYECTBO, JOJDKHOCTD
aBTOpa 3aiaBJICHUSA, HAUMCHOBAHUC NJOKYMCHTA, TOYHOC M3JIOKCHUC HpOCL6LI, NpEAJIOKCHU, OIMUCH NpUIara€MbIixX
K 3asBJICHUIO IOKYMEHTOB, JaTa, IIOIHCh.
B 3asgBiaennn HCIIOJIB3YETCA, KaK IIpaBUlIo, O(bI/IIII/IaJ'ILHO-I[eJIOBaH JICKCHKA, B HCKOTOPLIX 3asABJICHUAX JOIIYCKACTCA
ynotpeOeHue My OIUIUCTHUSCKOM JISKCUKH.
3.3.6. 3anncka
3anucka (aHaMTHYEeCKast, JOKIagHast, CIIy>KeOHas, O0bSCHUTENbHAs ) — AOKYMEHT, aApECOBAaHHbBIN PYKOBOJUTEIIO
00pa3oBaTeIbHON OpraHM3allii WM BBINIECTOSAIICH OpPraHW3aIllMHM M COJEpKalIuid OOCTOSATENFHOE HW3JI0KEHHUE
KaKoro-a100 BOIpoca ¢ BbIBOJAMH U NPEATI0KEHUSIMH COCTABUTEIS.
JloknagHasi 3amucKa COCTaBJsIeTCS Kak IO JIMYHOM HHHUIMATHBE aBTopa (paOOTHMKA), TaK U IO YKa3aHHIO
(MMCbMEHHOMY W YCTHOMY ) PYKOBOJAUTENS 00pa30oBaTeIbHON OPraHn3alliy.
3amucka cocTaBisieTcss Ha OyMa)KHOM HOCHTENlE WU B 3JEKTpOHHOM Bujae. OdopmileHHe 3almUCKH 3aBHCUT
or agpecata. llpm cocraBineHMM JOKJIagHOW 3alMCKH, aJpECOBAHHOM PYKOBOAMTENIO 00Opa30BaTEIbHOM
OpraHu3aluyd B paMKax o0pa3oBaTeNIbHOW OpraHM3allii, OHA CUYUTAaeTCs BHYTpPEeHHeH u odopmiseTcs
Ha CTaHJAPTHBIX JUCTax Oymaru ¢opmata A4. BHYTpeHHsIs 3allMCKa TOJDKHA COJEPKaTh CICAYIONINE PEKBU3UTHI:
BUJ JIOKYMEHTa, JaTy IOKYMEHTa, Ha3BaHWE HOKYMEHTa (3aroJIOBOK K TEKCTY), €CIIM TEKCT Oojiee YeThIPEeX-IIsTH
CTPOK; ajpecara, TEKCT, MOAIMUCH (C yKa3aHHeM JIOJDKHOCTH, (haMuiuy, HHALKAaNoB). [loanuceiBaeT BHYTPEHHIOO
JOKJIAJTHYIO 3aIIMCKY COCTABUTEIb.
Ecmu 3ammcka aapecyercs 3a mpezenbl 00pa3oBaTENbHOW OpraHM3alllM, TO ee OQOPMISIFOT Ha OJaHKe | OHA
Ha3bIBa€TCsl BHEIIHEH. BHemHsst 3amucka JODKHA COIEpXkKAaTh CICAYIOIINE PEKBH3UTHL: HAMMEHOBAaHHE
YUYPEKIAECHUS, BHUJ JOKYMEHTa, JaTy JOKYMEHTa, PErMCTPAallMOHHBIM HOMEpP, MECTO COCTaBJIEHUS, HAa3BaHUE
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JNOKyMEHTa (3arojOBOK K TEKCTYy), €CIH TeKCT Ooliee UeTHIpeX-ISTH CTPOK, ajpecara, TEKCT, IOANUCH
pyKoBouTeNst 00pa3oBaTeIbHON OpraHU3alHH.

Pa3HOBHIHOCTBIO TOKJIAJHOW 3aMMCKU SBIAIOTCS HpencTaBieHus. OHM HCTIONB3YIOTCS NPH TOKYMEHTHPOBAHUU
KaJIpOBOH JICSATEIBHOCTH M COCTABIIIFOTCSI pYKOBOAUTEIEM 00pa30BaTebHOI OpraHM3aliH WIH €T0 3aMECTHTEIIEM.
[IpencraBieHusi COCTAaBISIOT B CIIyyasiX TMOOMIPEHUS pPAaOOTHUKOB, HAJIOKEHHS B3BICKAHUM, TMPOBEACHUS
aTTecTalum.

3.3.7. ABTomMaTu3anus 10KyMeHTHPOBAHUSA

JU71st IOATOTOBKHM JOKYMEHTOB MOTYT MPUMEHSTHCS aBTOMAaTH3UPOBaHHBIE TexHOMOruu. [Ipu aToM coznarorcst 6a3bl
JaHHBIX (KOPPECHOHIEHTOB, (OPM JOKYMEHTOB, TpadapeTHBIX TEKCTOB M TEKCTOBBIX 3ar0TOBOK), PEAAKTOPCKUE
IpOTPaMMBI H JIp.

[Mopsimox pa3paboTKu, IKCIITyaTallud M MOJIb30BAHUSI TAKUMH CUCTEMaMH ONpENeNseTcs] CTaHAapTaMHu B 00JacTu
aBTOMATHU3WPOBAaHHBIX HHQOPMAIIMOHHBIX TEXHOJIOTHH.

3.3.8. DJIeKTPOHHbIE JOKYMEHTBI

[Topsmok cocraBneHnsi, OGOPMIICHUS W COTJIACOBAHUS IPOEKTOB 3JIEKTPOHHBIX JOKYMEHTOB OCYILECTBIISCTCS
10 06HII/IM ImpaBuIaM ACIOIIPOU3BOJACTBA, YCTaHOBJICHHBIM B OTHOILICHUHN AHaJIOTUYHBIX OOKYMCHTOB
Ha OyMa)XHOM HOCHTENe. DIEKTPOHHBIH JOKYMEHT JIOJDKEH HMETh PEKBU3UTHI, YCTAHOBJICHHBIE JUIS aHAJOTUYHOTO
JTOKyMEHTa Ha OyMa)KHOM HOCHTEIE, 32 HCKIIOYEHHEM OTTHCKA TIeYaTH.

CpOKI/I XpaHCHHA JJICKTPOHHBIX AJOKYMEHTOB COOTBCTCTBYIOT CpPOKaM XpaHCHHUA JOKYMCHTOB, YCTAHOBJICHHBIX
3aKOHOJATCIbHBIMU U MHBIMU HOPMATHUBHBIMH IIPABOBbBIMU aKTaMU Pq), TUIIOBBIMHU MEPCUHAMU JII aHAJTOTHUYHBIX
JTOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

4. Opranmaunn IlOKyMeHTOOﬁOpOTa U UCITOJTHCHUSA JOKYMEHTOB

4.1. ITpuem u 00padoTKa MOCTYNAIOIINX JOKYMEHTOB

4.1.1. [IBr>keHne TOKYMEHTOB C MOMEHTA UX CO3[aHHMs M MOJIyYSHHUS A0 3aBEPILCHHS UCTIOIHEHHS WIIN OTIPaBKU
o0Opa3yer JOKyMEHTO00O0pOT.

4.1.2. B nokymeHTO000pOTE 00Pa30BaATENHHON OPTraHU3AINH BEICIISIOTCS CIEAYIONIHE JOKYMEHTOITOTOKH:

a) MOCTYyMAoMIas JOKyMEHTaus (BXOIIIas);

0) oTmpagiseMast JOKyMEHTaIUs (MCXOIAIIAs);

B) BHYTPEHHAS JOKYMEHTAIIHA.

4.1.3. JloctaBka M OTIIpPaBKa JIOKYMEHTOB B 00Pa30BATEIbHYIO OPIraHU3alMI0 OCYLIECTBIAETCS, KakK IPaBUIIO,
CpEJCTBAMM NOUYTOBOM U 3JIEKTPUUECKOM CBA3U.

4.1.4. JIoKyMeHTBI, TOCTyHammue B 00Opa30BaTeNbHYI0 OPraHU3alyIo, MPOXOAST TMEPBUYHYIO 00paboTKy,
perucTpanuio, MpeABAPUTEIBHOE PAacCMOTPEHHE, Ieperayy pPYyKOBOACTBY Ha PacCMOTpPEHHE, TEpeaatoTcs
WCTIOJIHUTEIISIM U TIOCJIE UCIIOJHEHUS TOMELIAI0TCs B eI,

4.1.5. Ilpuem u nepBuyuHas 006padOTKa JOKYMEHTOB OCYIIIECTBIISIETCS OTBETCTBEHHBIM 32 J€IONPOU3BOICTBO.

4.1.6. OTBeTCTBEHHBIN 3a JENOMPOU3BOJICTBO MPOBOIUT: MPOBEPKY MPABMUIBHOCTH aJPECOBAHUS IOCTYHMAIOIINX
JOKYMEHTOB, TPaBUJILHOCTH JOCTaBKH M KOMIUIEKTHOCTH JIOKYMEHTOB; COPTHPOBKY TOKYMEHTOB Ha MOAJIEKAILIUE
Y He MOJIEKAIIIe PETUCTPAIIH.

4.1.7. Tlony4eHHbIe KOHBEPTHI C KOPPECTIOHACHIIMEN BCKPBIBAIOTCA, MIPH 3TOM IPOBEpsIETCA HATUYME BIIOKEHU,
a TaKXKe yKa3aHHbIX B IOKYMEHTaX MPUIOKEHUH. B ciryuae nmoBpexxaeHHs yIIaKOBKH U BIOXKEHHUH OO0 OTCYTCTBHS
NPUWIOKEHUI COCTaBISIETCA aKT B ABYX JK3eMIULipax. OIUH PK3EMIUIIp aKTa HampaBlsieTCsl KOPPECHOHAEHTY,
BTOPOI MPHOOIIAeTCs K TOCTYMUBIIEMY JTOKYMEHTY.

4.1.8. OmmnbouHO NpHUCIaHHAs KOPPECIIOHJCHLMS MepechulaeTcs 0 NPUHAUICKHOCTH, €CIIM W3BECTEH aJpec
noJtydatesis. B mpoTHBHOM cilydae KOppECTIOHICHIUS BO3BpaIlacTCs OTIPABUTEIIIO.

4.1.9. KoHBepTHI OT MOCTYHAIOIIEH KOPPECIOHIEHIINH COXPAHAIOTCSA W MPHUJIAraloTCs K JOKyMEHTaM JIUIIb B TOM
ciy4ae, KOTJla TOJBKO IO HUM MOXXHO YCTaHOBHUTH aJpec OTHPABUTENS WM KOTAA JaTa MOYTOBOTO INTEMIIENs
MMEET 3HaUCHUE B KAUECTBE JI0KA3aTEIbCTBA BPEMEHH MOITYYEHHS JOKYMEHTA.

4.1.10. CuemmamucToM HE BCKPBIBAIOTCS KOHBEPTHI IMHCEM C HAAMUCHIO «IuaHO». OHH TepemaroTcs
10 Ha3HAYCHHUIO.

4.2. IIpenBapuTenbHOEe pACCMOTPEHHE JOKYMEHTOB

4.2.1. OTBETCTBEHHOE 3a JEJIOMPOU3BOJCTBO IMPOBOAMUT IPEABAPUTEIBHOE PACCMOTPEHHE AOKYMEHTOB B LIENIAX
BBIJIETICHUSI W3 BCEIO MAacCHBa TOCTYIMBIIEH KOPPECTIOHACHIIMH JOKYMEHTOB, TPeOyIOMHMX 00sI3aTeIbHOr0
paccMOTpeHus! pyKOBOJIUTEIEM 00pa30BaTEIbHON OpraHU3aLry.
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4.2.2. OcHOBaHUEM ISl TIPUHATHSA PELIEHUS B XOJ€ NPEABAPUTENBHOTO PAaCCMOTPEHHUS SBJISETCA COJEp)KaHUe
JOKYMEHTa, a He aJ[pecoBaHUe JOKYMEHTa COOTBETCTBYIOLIEMY PaOOTHHKY.

4.2.3. Pe3ynpTaroM NpeABAPUTEIIBHOIO PACCMOTPEHUS SIBISETCS HAINPABICHWE [OOKYMEHTAa PYKOBOIHUTEINIO
00pa3oBaTeIbHON OPraHU3aLUU WIH AOJKHOCTHOMY JIMILy B COOTBETCTBHMHU C yCTAHOBJIEHHBIM B 00pa30BaTeIbHOM
OpTaHu3ally pacrpeaesiecHHeM 00S3aHHOCTEH MEXIY PYKOBOIUTEIEM M JOKHOCTHBIMH JIMLAMH JJIsl BEHIHECCHHUS
YKa3aHUsI [10 UCTIOJIHEHUIO JOKYMEHTA.

4.3. Peructpanus 10KyMEeHTOB

4.3.1. Ilepenaua TOKyMEHTOB Ha PETUCTPALIUIO IPOU3BOIUTCS TOJIBKO MOCTE UX NMPEABAPUTENEHOTO PACCMOTPEHUS.
4.3.2. Peructpaunu NOAJIEKAT BCE JAOKYMEHTHI, TPEOYIOUINE yUeTa, UCTIONHEHHS, UCIONIb30BAaHMUS B CIIPABOYHBIX
LeJIAX, KaK IOCTYyHAroLIe U3 APYI'MX OpPraHM3alldil M OT YacTHBIX JIMIL, TaK U 0OpasyrolIHecsl B JESTEIbHOCTH
00pa3oBaTeIbHON OpraHu3alli, U PETHCTPUPYIOTCS HE3aBHCUMO OT CIIOC00a UX TOCTABKH.

4.3.3. K mokymeHTaMm, He MOAJIECKAIIUM PETUCTPALMH, OTHOCITCA JOKYMEHTHI, HE TpeOyIoIlue HCIOTHEHUS
U HE cofeprkamne HH(GOpMAayM, HCIOJB3YeMOM B CHPAaBOYHBIX LEJAX: MPHUINIACUTEIbHbIC, MO3IPaBUTEIIbHbIC
[IUCbMa, TEJNErpaMMbl, OWJIETHI, IUIAHBI, NPOrpaMMbl CEMHHAPOB, KOH(QEPEHLUH, CUMIIO3UYMOB U APYTHX
MOJJOOHBIX MEPOIPHATHH, AOKYMEHTHI IO OyXTanTepcKoMy YYeTy, MaTepHalbHO-TEXHHYECKOMY OOECIeUYeHHIO,
IUTaHOBbIE, (PMHAHCOBBIE JTOKYMEHTHI, IOCTyHAOLIMEe 0€3 CONMPOBOAUTENBHOIO MHChMa, PEKJIaMHbIE JOKYMEHTHI,
KOMMEPUECKHE MIPEIIOKEHHUS, IeYaTHbIC U3AaHUs, YHU(UIXPOBaHHbIE (POPMBI U OJIaHKH JOKYMEHTOB U JIp.

4.3.4. JIokyMeHTBHI, IOJyIeXKAaIlue PErUCTPaIH, PETUCTPUPYIOTCS B KypHaJle PETUCTPAIH BXOASIIUX JTOKYMEHTOB
(mpunoxenue Ne 7) B 1eHb MOCTYIUICHUS] — B cy4ae MOCTYIUICHHS TOKYMEHTa B pabouee BpeMsi; Ha CIEAYIOIIU
pabouuil IeHb — B Cilyyae IMOCTYIUICHHMS OOKyMEHTa B HepaOouee BpeMsl; HE3aMEMJIUTEIbHO — C OTMETKaMHU
«CpouHoy, «OmnepaTuBHOY.

4.3.5. Ha nokymeHTax, IOCTyMalONIMX B agpec 00pa3oBaTeIbHON OpraHW3allii, B HWKHEM MPABOM YTy JIMIIEBOM
CTOPOHBI [IEPBOTO JIUCTA JOKYMEHTA IIPOCTABIISIETCS] PETUCTPALIMOHHBIN IITAMII C YKAa3aHHUEM JaThl U MOPSIKOBOTO
PErUCTPalMOHHOTO HOMEpa.

4.4. Pacnipenesnenne NOCTyNAKIUX TOKYMEHTOB

4.4.1. Tlocne perucrpanyu JOKYMEHTBI IIEPENAIOTCS Ha PACCMOTPEHUE PYKOBOJIUTEIO 00pa30BaTe/IbHOM
OpTaHu3alyy.

4.4.2. TIlocme paccMOTpeHHS pPYKOBOIUTENIEM O00pa3oBaTeIbHONW OpraHW3allMd JIOKYMEHTHI BO3BPAIAOTCS
OTBETCTBEHHOMY 3a JIEJIONPOU3BOJICTBO, Ui IEPEHECeHHWA YyKa3aHUil I10 MCIIOJHEHUIO JIOKyMEHTa B JKypHal
perucTpaury BXOJSIIUX JOKYMEHTOB. B COOTBETCTBHHM ¢ yKa3aHUSIMHM IO MCIIOJHEHHUIO IMOIJIMHHUK JOKYMEHTa
HanpaBieTCsl PaOOTHHUKY, SBISIOIIEMYCS OTBETCTBEHHBIM HCIIONHUTEIEM, a COUCIOIHUTENSIM HaNpaBIIsIOTCS
KOITMHU JOKYMCHTOB (ecnn I/IMeIOTCSI), 0 4€M JCJIACTCA OTMETKA B )KYpPHAJIC PETUCTPALIUN BXOAAIIUX JOKYMEHTOB.
4.4.3. DneKkTpoHHbIE COOOIIEHHS, MOChUIAEMBbIE IO 3JIEKTPOHHON IOYTE, MCHOJIHIIOTCS aHAJIOTHYHO OKYMEHTaM
Ha OyMa)XKHBIX HOCUTEJISIX C Y4E€TOM OIPEACICHHON crieHu(HKH B IPOLECCE NCIOTHEHHS.

4.5. ITopsaaok 00padOTKH U MPOXO0KAEHUS HCXOASIIUX U BHYTPEHHUX JOKYMEHTOB

4.5.1. Tlopsimok TOATOTOBKM HCXOJSIIUX JTOKYMEHTOB BKJIOHaeT B ceOsi paboTy IO COCTABICHUIO TPOEKTa
JOKYMEHTa, COTrTIACOBAaHUIO, TIOANMCAHMIO (YTBEP)KACHUIO) U OTIIPABKE.

4.5.2. lo nepexadu AOKyMEHTa Ha MOJNHUCH HMCIIOJHUTENb JOJDKEH MPOBEPHUTH €ro COAeplKaHWe, MPaBUIBHOCTD
Oq)OpMJ'IeHI/IH, HaJIU4ue HCOGXOI[I/IMLIX BU3 U HpPIJ'IO)KCHPIfI. I[OKYMGHT NpeaACTaBJIACTCA Ha NOANHNCH BMECTE
C MaTepuajaMH, HA OCHOBaHUH KOTOPBIX OH T'OTOBHJICS.

4.5.3. BHyTpeHHHE NOKYMEHTH O(OPMIIIOTCS M UCTIONHSIOTCS (MCIOJNB3YIOTCS) B IpeAenax o0pa3oBaTeNbHON
OpraHH3alINY.

4.5.4. BHyTpeHHHE JOKYMEHTHl (JIOKJIQAHBIE 3alMCKH, CIPABKH, CBOJIKU M Jp.) PACCMATPUBAIOTCS TEMHU
JOJKHOCTHBIMH JIMIJAMH, KOMY OHH HaIpaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 32 JAEIOMPON3BOACTBO MEPe]] CAaUeii KOPPECTIOHACHIINN Ha OTHPABKY JOJLKHBI 0053aTENbHO
MPOBEPUTHh MPABHIBHOCTH €€ OPOpMIIeHUS U ajJpecoBaHus. KoHBepTOBaHME KOPPECHOHACHIMH U APYTHX
MOYTOBBIX OTMPABICHUN POU3BOANUTCS CTPYKTYPHBIMH MOPA3AEICHUSIMHA 00pa30BaTEIbHOM OpraHU3altu.

4.5.6. Perucrpauusi OTIpaBIIEMBbIX JOKYMEHTOB OCYIIECTBIISIETCA B JIeHb WX MOANMHUCAHUS (YTBEPXKICHHUS) WU
Ha cliefyronmii pabounii neHb. PermcrpannoHHBIE HOMEp MOKYMEHTa H JaTa PEerucTpaluyd IMPOCTABISIOTCS
Ha MOJJMHHUKE JOKyMEHTa B PEKBU3UTAaxX OJaHKa M Ha KONMM, OCTAalOIIeHCs B eie 00pa3oBaTeNbHON
opranuzanuu. CrHpaBOYHBIM aImapaTtoM Ui HCXOISIIUX JOKYMEHTOB SBIISIETCS YpPHaJ PETHCTpAlMM 3THX
IOoKyMeHTOB (Tpuioxenne Ne §8).

4.5.7. OtnpaBKy HCXOASAIMIMX JTOKYMEHTOB TPOW3BOIAUT OTBETCTBEHHBIA 3a JEIONPOU3BOACTBO. CpouHas
KOppEeCIOHACHIIUS 0pOPMILSIETCSL U OTIIPABIISETCS HE3aMEAIUTEIbHO OTBETCTBEHHBIM 32 JIEIOTPOU3BOJICTBO.

4.5.8. OTBETCTBEHHBIN 3a JICIONPOU3BOJICTBO MPOBEPSET MPABHIBLHOCTh OQOPMIICHHS HCXOMASANIMX JOKYMEHTOB,
MIPOM3BOANT COPTHPOBKY JAOKYMEHTOB IO COCcO0y JOCTaBKM KOPPECIIOHAEHINH afpecaTy (IpocTas, 3aKka3Has,
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MeXIyHaponaHas u 1ap.). HempaBunbHO odopMIIeHHBIE JOKYMEHTHI U KOPPECTIOHACHINA HECTYKeOHOTO XapakTepa
K OTIIpaBKE HE MPUHUMAIOTCS] M BO3BPAIIAIOTCS JIUILY, TOArOTOBUBILEMY JTOKYMEHT.
4.5.9. OrnpasisieMas 10 IOYTE KOPPECHIOHAEHIMSA MIPOXOAUT YHAKOBKY, aJpEeCOBaHHE, IPOCTABIEHUE CTOMMOCTH
MOYTOBBIX YCIYT U IIepeiady Ha OTHPABKY B MECTHOE OTAEIICHUE CBA3H.
4.5.10. Ha3aka3Hyr0 KOPPECIOHICHIINIO, Ha JOKYMEHTBI C MOMETKOM «J[ms ciry’keOHOTO — IMOJIb30BaHUs)
COCTaBIISICTCA PEecTp, KOTOPHIM 3aTeM BO3BPALIAETCS OTBETCTBEHHOMY 3a JEJIONPOU3BOJICTBO C PACIHCKOM
PpabOTHUKOB ITOYTOBOI'O OTAEICHUS CBSI3H WM MHOTO JIMLA, 00ECIIEYMBAIOLIETO OTHPABKY IOKYMEHTOB.
4.5.11. Tlepemaya c UCMOJB30BAaHHEM CPEICTB (PAKCHMUIBHOW CBSI3M JOKYMEHTOB, COJCPXKAIIMX CIIy>KeOHYIO
WHPOPMALIUIO OTPAHWYEHHOTO PAaCIpPOCTPAHEHUs, B TOM YHCIE C HOMETKOH «Jlms ciry>keOHOTro TOIb30BaHHIY,
He paspemraercs. Kareropudecku 3ampemiaercs mnepenada IO CpeacTBaM (PaKCHUMHIBHON CBA3M CEKPETHBIX
JOKYMEHTOB.
4.5.12. C ucmons30BaHUEM CPEICTB (PAKCUMWIBHOW CBSI3M MOTYT OBITH TepeiaHbl MaTepHaibl TEKCTOBOTO,
TaOJIMYHOIO MM TIpadMuecKoro XapakTepa, MCHOJIHEHHbIC TUIOrpa(CKUM, MALIMHONKCHBIM WM PYKOIHCHBIM
CIIO0COOOM B YE€PHOM HIIM TEMHO-CHHEM LIBETE C YETKUM M KOHTPACTHBIM H300pakeHUEM (IIEPBbIC IK3EMILUISPHI HIIH
HX KCEPOKOIMH) Ha Oeloil Oymare ¢ MUHHMAIBHOW BBICOTOM OYKB 1 1idp 2 MM. OOBeM mepeaaBaeMoro B TeUCHUE
OJHOTO CE€aHCa CBSI3U IOKYMEHTA, BBIIIOJIHEHHOr0 Ha Oymare ¢opmara A4, He JOJKEH MIPEBBILIATh MSTH JIUCTOB.
4.5.13. OTBEeTCTBEHHOCTb 3a COJepXaHWe HWHPOpPMAlHUK, [EepPelaBaeMOi  C UCIOIB30BAHUEM  CPEICTB
(haKCUMUIIBHOM CBSI3M, BO3JIaraeTcsl Ha NCIIOMHUTEIS, TIOATOTOBUBIIETO (hakcorpaMMy JUis TIepelayu.
4.6. Oco0eHHOCTH PadoTHI € JIEKTPOHHBIMM JOKYMEHTAMH
4.6.1. B 00pa3oBaTenbHOI OpraHU3aIlUH CO3IAIOTCS U UCTIONB3YIOTCA:

e DOJICKTPOHHBIE  JOKYMEHTBI, CO3[aBacMble B JJIGKTPOHHOH  ¢opme ©0e3  mpenBapUTEIHLHOTO

JOKYMEHTUPOBaHHUS Ha OyMa)KHOM HOCHTEIIE;
e DOJIGKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJy4EHHbIE B pe3yjbTaTe CKAHHUPOBAHUS JIOKYMEHTOB
Y XpaHAIINECs B CUCTEME JIEKTPOHHOI0 JOKYMEHTO000pOTA.

4.6.2. Ilpuem wuoTHpaBKa D3JEKTPOHHBIX JOKYMEHTOB OCYIICCTBIISIIOTCS OTBETCTBEHHBIM  3a BEJCHHE
JIeTIOTIPOU3BO/ICTBA B 00pa30BaTEIIbHON OpTraHU3allny.
4.6.3. DnexTpoHHBIE JOKYMEHTHI CO3[AIOTCS, OO0padaThIBAIOTCS M XPAHATCA B CUCTEME JJIEKTPOHHOTO
JOKYyMEHT0000poTa 00pa3oBaTeIbHON OpraHu3aluH.
4.6.4. DJEKTPOHHBIN JOKYMEHT JOJDKEH ObITh O(OpMJICH I10 OOIIMM IIpaBUiIaM JCJIOTPOM3BOJCTBA WM UMETh
PEKBU3UTHI, yCTAHOBJIEHHBIE JUISl aHAJIOTMYHOT'O IOKYMEHTa Ha OYMa)KHOM HOCHTEIE.
4.6.5. Jlna mnoxaTBepKICHHS MOUIMHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTelbHON OpraHu3aluu
WCTIONB3YIOTCS AJIEKTPOHHBIE NU(POBBIE MOANUCH. VICToNb3yeMble cpeicTBa 3JIEKTPOHHON HU(PPOBON MOAIUCH
JOJKHBI OBITH CEPTU(UIMPOBAHBI B YCTAHOBICHHOM MOPSIIKE.
4.6.6. EnuHuned ydera SIIEKTPOHHOIO JOKYMEHTa SIBISIETCS 3JEKTPOHHBIA JOKYMEHT, 3aperMCTPUPOBAHHBIN
B CHCTEME D3JIEKTPOHHOT'O JIOKYMEHT0000OpoTa 00pa3oBaTelbHOM OpraHu3aluh. ODJIEKTPOHHBIH JOKYMEHT,
WUMEFOIIUI MTPHUIIOKEHUS, PETUCTPUPYETCS KaK OJJUH JOKYMEHT.
4.6.7. Ilocie OTIpaBKH 3JEKTPOHHOTO IOKYMEHTA, 3aBEPEHHOrO 3JEKTPOHHON MHOIMMCHIO YHMOJIHOMOYEHHOI'O
JIOJDKHOCTHOTO JIMIA, JIOCBUIKH ajpecaTy ero KoM Ha OyMaKHOM HOCHUTeJe, Kak TNpaBWio, He Tpedyercs,
3a UCKJIIOYCHHUEM OTBETOB Ha OOpallleHHsl TPaXK1aH, MOCTYMUBIINX O HHPOPMAIIHOHHO-TEIEKOMMYHHUKAITUOHHBIM
KaHaJlaM, Ha KOTOpbIE 3asBUTENIO JACTCA MMCbMEHHBIA OTBET, HANPABISEMbII IO TIOYTOBOMY aJpeCy, YKa3aHHOMY
B oOpaleHum.
4.6.8. UcnionHeHHBIE JIEKTPOHHBIEC JOKYMEHTBI CHCTEMAaTH3UPYIOTCS B JIejia B COOTBETCTBUH ¢ HOMEHKIIATYPOH Jei
00pa3oBaTeIbHON OpraHU3allMi ¥ WHACKCUPYIOTCS B MOPSIKE, YCTAHOBJICHHOM B OTHOIICHUH ), COCTABIEHHBIX
U3 JOKYMEHTOB Ha OymMakHOM Hocutese. IIpu cocTaBineHMM HOMEHKJIATYphl A€ B 3ar0JOBOK Jiefla BKIIOYAETCS
yKazaHue «IEKTPOHHBIE TOKYMEHTBD».
4.7. UudopmannoHHas 6e30nacHOCTh
4.7.1. UndopmanmoHHble pecypchl 00pa3oBaTeNIbHOW OpraHM3aluy IO JOCTYIY (BO3MOXKHOCTH HCIIOJIB30BAHUS)
MOAPA3CIIAIOTCA Ha OTKPBITYIO0 (00IIeI0CTyNHY0) HHGOPMAIUIO, CIYKeOHYH0 HH(POPMALNI0 W UHPOPMALIHUIO
OTPAaHUYCHHOT'O PACIPOCTPAHECHIS (IOCTYIIA).
K kareropuu OTKpbITOH HMHGOpPMAaLUU OTHOCHTCS HMHQOpMaIMs, coiepKauiascs B JOKyYMEHTax W 0a3aX JaHHBIX
00pa3oBaTeIbHON OpraHu3ally, HENOCPEACTBEHHO 3aTparuBarolas npaBa i HHTEPECHl IPaXIaH.
K kareropun cimyxeOHOW WHPOPMAIIUK OTHOCUTCS WHPOPMAIUS, CoepKalnascs B IOKyMEHTax M 0a3ax JaHHBIX
00pa3oBaTebHON OpraHM3alliK, NpeHa3HA4YeHHasl IS JOJDKHOCTHBIX JIMII W Pa0OTHHKOB 00pa3oBaTelbHOM
OpTaHu3ally, MPH BBINOJHEHUH MUMH CBOMX (DYHKIMOHAJIBHBIX OOSM3aHHOCTEH, HE 3aTpardBarolias HampsMylo
MpaBa ¥ WHTEPECHI IPaKJaH U HE OTHOCSINASACS K KATErOPUH OrPaHUYEHHOTO paclpocTpaHeHus (10CcTyna).
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K kareropun nHopMamuy orpaHu4eHHOTO PacpoCTpaHeHus (I0CTyIa) OTHOCUTCS HHPOPMAaLUS, COAEPIKAILAsCS
B JOKyMEHTax u 0azax JaHHBIX, BKJTIOYAIOLIast CBEIICHUS
KOH(UICHIINATHHOTO XapaKTepa.

Bes nrdopmanus, cogepxamascs B JOKyMeHTax U 0a3ax JaHHBIX 00pa30BaTeIbHOMN OpTaHNU3alliH, 10 YMOITIaHHIO
SABIISIETCSL OTKPBITOH W o0IeaocTynmHoi. MckmodeHue cocraBiseT HHGOpPMALUs, OTHECCHHAS K KaTeropusM
CITy’ke0HOM ¥ OTPaHUICHHOTO PaCTPOCTPAHEHUS (IOCTyTa).

4.72. [Joctyn momnp3oBarenedl K WHGOPMAIMM  OTPaHUYMBACTCA IyTeM  OTHECEHHs  WH(OpMAaIiH
K COOTBETCTBYIOIIE  KAaTeropud W HAJIOKCHHEM  Ha HEe  COOTBETCTBYIOIIEro  rpuda  OrpaHUYCHUS
pacnpoctpanenus. UHpopMaIust orpaHu4eHHOro 1ocTymna cHabxaetcst rpudoM «J1Jist ciykeOHOTO MONb30BaHUsD».
[IpaBom oTHeceHust nHMOOPMAIUN K KATETOPUN OTPAaHUYEHHOTO JOCTYIa ¥ HAJIOKEHUSI COOTBETCTBYIOIMIETO Trprda
o0yaziaeT cocTaBUTENh JOKYMEHTA 110 COTJIACOBAHUIO C PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHnu3aIiH.
JlokyMeHTHpOBaHHasi WHQOPMAaILUs OTrPaHUYEHHOTO paclpOCTpaHEeHUs] 0e3 CaHKUUHM JOJDKHOCTHOTO JIMILA,
YCTaHOBUBIIIETO PEXHUM OTPAHWYCHHOTO PACIPOCTPAHEHHS IS JAHHOTO JOKYMEHTA, HE IMOIEKHUT Pa3TIIalleHII0
(pactpoctpanenuio). IlpemocraBienne MOMB30BATENsAM JOCTyNA K JAaHHOH WH(QOPMAIMA OCYIIECTBISIETCS
HUCKIIFOYUTECIILHO IO COIIaCOBAHUIO C YKAa3aHHBIM JOJDKHOCTHBIM JIMIIOM ITYTEM IIOAAa4YU COOTBCTCTBYIOHICﬁ 3as1BKH.
JIOIKHOCTHBIE JWIa, NPUHSBINAE pelieHne o0 oTHeceHnn wH(opManuy, 3aQUKCHPOBAHHOW B TOKYMEHTE,
K KaTerOpUH OTPAaHUICHHOTO PACIPOCTPAHEHUS, HECYT OTBETCTBEHHOCTH 32 00OCHOBAaHHOCTh MPHHATOTO PEIICHUS
W €T0 COOTBETCTBHE JICHCTBYIOIIEMY 3aKOHOAATEIBCTBY.

4.7.3. JInuHble KapTOYKH PaOOTHHUKOB, TPY/OBBIE KHIDKKA PaOOTHUKOB, MPHKA3bl MO JTUYHOMY COCTaBY JOJKHBI
XpaHUTHCH B celie WM B B METAJUIMIECKOM IIKady.

Brnanky TpyIOBBIX KHHUXKEK 110 Mepe HEOOXOAMMOCTH BBIIAIOTCS OTBETCTBEHHOMY JIMITY KaJPpOBOH CITy:KObI. 3aIUcCH
B TPYIIOBOH KHIDKKE TOAMUCHIBAET PYKOBOJIUTENb KaapoBoi ciyxkO0bl OO. Yuer, XpaHeHHE W BblJady OJaHKOB
CTPOTOH OTYETHOCTH: JWIUIOMOB, BKIIAJBIIIIEH K HAM, CBHIETENBCTB, YIOCTOBEPEHHH BEIET 3aMECTHUTEINb
mupekTopa. biranku xpaHsaTcs B celide.

4.7.4. VYcTaHOBKa W 3KCIUTyaralusi IPOrPAMMHOTO OOCCIEUCHMsI, IOJYYEHHOTO U3 JIOOBIX HCTOYHUKOB
U BBIITOJIHAIOIIECTO (I)yHKU;I/II/I, HEC CBA3aHHBIC HEMTOCPEACTBCHHO C BBIIIOJHCHUEM pa6OTHI/IKaMI/I CBOHUX JOJIDKHOCTHBIX
00s13aHHOCTEN, KaTeTOPUIECKH 3aIpeleHa.

4.7.5. Best ipesicTaBiieHHAs! B QJIEKTPOHHOM BHJIE HHQOPMAIHS, MOCTYMAIOIIas B 00pa3oBaTeIbHYI0 OPraHU3aluIo,
B 00513aTEITLHOM TOPSIKE MOJUICKHUT MPOBEPKE aHTHBUPYCHBIMH CPEACTBAMH.

4.7.6. DnexTpoHHas TOYTa MOXKET HWCIOIb30BaThCS IOJB30BATEISIME TOJNBKO JUIE OOMeHa wWH(GOpMaIuei,
OTHOCSIIIIEHCS K KATETOPUN OTKPBITON U CITy>KeOHOU. 3arpemnieHo UCTIONh30BaTh IIEKTPOHHYIO ITOYTY IS Iepeladn
WHPOPMAITUH, OTHOCSIIIEHCS K KATErOPUH OTPaHUIEHHOTO PacIIpOCTPaHEHHUSI.

5. KoHTpoJIb 32 HCHIOJIHEHHEM JOKYMEHTOB

5.1. Opranuzanms KOHTPOJIA
5.1.1. KoHTposo moanexaT BCE 3aperuCTPUpPOBaHHBIE JOKYMEHTBI, TpeOyromme wucrnoaHeHus. KoHTpob
UCIIONTHEHUsST JJOKyMEHTOB BKJIIOYAeT: Yy4YeT, IIOCTAHOBKY Ha KOHTpPOJb, KOHTPOJb CPOKOB HCIIOJHEHHS,
HETIOCPEACTBEHHYIO TPOBEPKY XOJa WCIOJHEHHS, TPOBEPKY KauecTBa WCIIONHEHUs, aHallM3 pe3ylbTaToB
HUCIIOJIHCHUA.
5.1.2. KoHTpomnb 3a HCHOJHEHHWEM JOKYMEHTOB YCTaHABJIMBACTCS B LEJIAX OOECICUCHMS WX CBOEBPEMEHHOTO
Y Ka4EeCTBEHHOT'O UCTIOTHEHHS, TIOBBIIICHUS YPOBHS OPraHU3aTOPCKOW PAOOTHI M UCTIONHHUTEIBCKOH AUCIIUTUTHHEL
5.1.3. Tlpu mocraHOBKE JOKYMEHTa Ha KOHTPOJb Ha MPAaBOM BEPXHEM IIOJie JIOKYMEHTa JeNlaeTCsi OTMETKa
0 KOHTpOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (IITAMIIOM) «KOHTPOIIb)
5.1.4. KouTponmo mnojiexarT MpHUKa3bl, pEIIEHHS COBETOB, a TAaKXKe JOKYMEHTBHI, IIOCTYMNAlOUINe Ha UMs
pyKoOBOUTENsI 00pa30BaTEIbHOMN OpraHU3aIHH.
Opranu3aryst KOHTPOJIS UCTIOTHEHNS BKITIOYAET B ce0s:

® [IOCTaHOBKY JIOKYMEHTa Ha KOHTPOJIb;

¢ MOHHUTOPHHI UCTIOJHEHUSA KOHTPOJIbHBIX HOpy‘IeHI/Iﬁ JTOKYMCHTOB;

® CHIATHUEC UCIIOJHEHHOI'O JOKYMCEHTA C KOHTPOJIA,

e HalpaBJCHUE MCIIOJIHEHHOTO JOKYMEHTA B JIEJIO.
5.1.5. PykoBoauTenu CTPYKTYPHBIX IIOJpa3/eieHU OO0sM3aHbl paccMaTpUBAaTh COCTOSHHE HCIOJIHUTENBCKON
JTUCITUTUIMHBI 10 TOKYMEHTaM ¢ MOPYYCHHSAMH aJIMUHUACTPAIlMH  00pa30BaTebHON OpraHM3aIliy, a TakKe
JOKYMEHTBI, TOCTYNUBIIME B afpec CTPYKTYPHOIO MOJApa3JAeieHus] U TpeOyollrue HCIOJHEHHS | MOJArOTOBKU
OTBeTA.
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5.1.6. JIOKyMEHT CUMTaeTCd MCIIOJIHEHHBIM, KOIZa pEIIeHbl OKOHYATENbHO BCE INOCTABJIECHHBIE B HEM BOIPOCHI
U COOJIIO/ICHBI CIIEAYIOIIUE CPOKH:

e €CJIM B JOKYMEHTE IIOCTABJICH CPOK MCIIOJHEHUS — B YKa3aHHBIN CPOK;

e JIOKYMEHTHI 0€3 yKa3aHHs CPOKa UCIOIHEHHUSI — B MECSIYHBIN CPOK;

e ECIIU B IOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXJAHEBHBIH CPOK;

e mnopyueHus 0e3 yKa3aHHUs KOHKPETHOM ATkl UCIIOJIHEHUS — B MECSIYHBIN CPOK;

e C IIOMETKOH «omepatuBHO» — B 10-THEBHBIN CPOK;

¢ 10 OOpalleHHusIM TpakJaH, TPeOYIOMNM JONOTHUTEIFHOTO H3YUEHHS U IPOBEPKU, — 0 OJHOTO Mecsla

CO JHA PETHCTPALNH, TI0 OCTaJbHBIM — He Ooinee 15 aHeil.

Cpoxk ucunucnsercs B KaJlCHIAPHBIX JHSX C AAaThl HOANMCAHUSA JOKYMEHTA.
Ecnu mocnenumii AeHb MCHOJIHEHUS JOKYMEHTa MPUXOAMTCS Ha HEpaOO4HM JEHb, OH MOJJIC)KUT HCIOIHEHHIO
B IIPEALLECTBYIOIINI eMy pabounii 1eHb.
[Ipy HeoOXoauMoOCTH NPOAJICHUS CPOKA HCIOIHEHHS IOKYMEHTa OTBETCTBEHHBIH HMCIIOJHHUTENb HPEACTaBIISET
Ha UMsl PYKOBOAMTEN 00pa3oBaTeIbHOM OpraHu3alliM, JAaBIIETO MOPYYCHHE, MOTHBHPOBAHHYIO IPOCHOY O ero
MIPOJUICHUH HE MO3JHEee YeM 3a TPU JHS A0 UCTEUEHHs YCTaHOBJIEHHOI'O CPOKa, C YeEM CBOEBPEMEHHO IepenaeTcs
nHGOpMaLs B IPUEMHYIO PYKOBOIUTENS 00pa30BaTeIbHOM OpraHu3aliH.
5.2. IlopsiaoK CHATHUS JOKYMEHTOB ¢ KOHTPOJIS
5.2.1. I[OKYMGHTBI CHUMAIOTCAd C KOHTPOJIA, €CJIKM PCHICHBI IMOCTABJICHHBIC B HUX BONPOCHI HWJIHW JaH OTBET
0 CYLIECTBY.
[IpomexyTOuHBIII OTBET, PaBHO KakK M 3alpoC IO UCIOJHSIEMOMY IOKYMEHTY WM YacTUYHOE HCIIOJHEHHUE
Mopy4deHus, HE ABIACTCA OCHOBAHHUECM IJId NIPU3HAHUA JOKYMCHTA MCIIOJITHCHHBIM.
5.2.2. CHATb TOKYMEHT C KOHTPOJI MOKET TOJNBKO JOKHOCTHOE JIUII0, KOTOPOE ITOCTABUIIO €r0 Ha KOHTPOJIb.
5.2.3. OcHoBaHWeM /ISl CHATHSA C KOHTPOJSI JOKYMEHTOB C IMOPYYECHUSIMH PYKOBOJUTENS 0Opa3oBaTEIbHON
OpTaHU3allu SBJSIETCS] JOKYMEHT — OTBET, HOANKCAaHHBIA PYKOBOJAHUTENEM 00pa30BaTEIbHON OpraHu3aLuH, €ro
3aMecTuTeneM, Ju00 chpaBka 00 UCTIONHEHWHM JOKYMEHTa 3a MOAMUCHI0 PYKOBOIUTENSI CTPYKTYPHOTO
HOJpa3AeICHHUS.

6. Yder u XpaHeHHUe neyarTeil, ITAMIIOB U 0JIAHKOB

6.1. OOs3aTeIbBHOMY YYeTy TIOJUIeaT BCE BUJABI I€UaTeH U IITAMIIOB, OJIAHKM CTPOTOM OTYETHOCTH,
KOMaHMPOBOYHBIE YAOCTOBEPEHMSI, CITy)KEOHBIC 3aJJaHHS, TPYAOBbIE KHIKKH.

6.2. Yuer Bcex meyared M MITAMIIOB, UMEIOIIUXCS B 00pa30BaTENbHON OpraHU3alld, BEJETCS B CIEIHAIbHOM
KypHaue (npunoxxkeHue Ne 9).

6.3. KypHanel ydera BKJIIOYAOTCS B HOMEHKJIATYpy Jed. JIMCTBI WX HyMEpYyITCS, MPOIIMBAIOTCS
Y OTICYaTHIBAIOTCSI.

6.4. IleyaTu ¥ MITaMIBI JIOJDKHBI XPAaHUTHCS B ceiipax MM MeTalTMUecKuX ImKagax.

6.5. OTBETCTBEHHOCTh 32 XpaHEHHE W UCIIOIB30BAHUE TIeUaTeH, IITaMIIOB HECYT JIMIIA, OTBETCTBEHHBIC 32 BE/ICHUE
JIEIIOTIPON3BOJICTRA.

6.6. YHUUTOXEHHE OJIAHKOB MPOU3BOIUTCS M0 aKTy C OTMETKOW B COOTBETCTBYIOIIMX JKypHaJIaX y4era.

6.7. [ledatn u mWITaMIBl YHUYITOXKAIOTCA IO aKTY.

6.8. IlpoBepka HamWuus TIe4YaTei, MITAMIIOB | OJAHKOB, a TaKKe TMOPAAKA WX XpaHEHHWS W UCIOIh30BAHUS
MIPOM3BOANTCS KOMHCCHEH He peXe OJHOTO pa3a B KaJeHIAPHOTO TOJ[ OJHOBPEMEHHO C MPOBEPKON COCTOSHUS
JIEJIOTPON3BOJICTRA.

7. CocTaBiieHe HOMEHKJIATYPBI eI

7.1. HomenknaTypa neiq— CHCTEMaTH3MPOBAHHBIA TIEPEUEHBb 3ar0JOBKOB N, 3aBOJAMMBIX B 00pa30BaTelbHOM
OpraHM3alllM, C YKa3aHUEM CPOKOB UX XpaHEHUS, 0QOPMIICHHBIH B yCTAHOBIEHHOM TOPSIKE.

7.2. HoMmeHKnaTypa Aen NpenHa3HadeHa i TPYNIUPOBKH HCIOJHEHHBIX JOKYMEHTOB B Jiea, CUCTEMaTH3alNH
W ydera Jiel, ONpeelieHusT CPOKOB MX XPaHEHUs U SBJSIETCS OCHOBOH st (GOPMHUPOBAHUS JEN W COCTABICHUS
omucell e, NOKYMEHTOB, ONHMCEW JIEKTPOHHBIX JOKYMEHTOB MOCTOSHHOTO M BpeMeHHoro (cBbime 10 mer)
XpaHEHUs, B TOM YHCJE II0 JUYHOMY COCTaBy, a TakXe IS ydera Jen BpeMeHHbIX (70 10 JeT BKIIOYHTENHHO)
CPOKOB XpaHEHHS.

7.3. Homenknarypa jen cocraBiseTcs Ha OyMaXHOM Hocutene. HoMeHKkaTypa el BKIIIOYACTCS B CHCTEMBI
3JIEKTPOHHOTO JOKyMeHTooOopoTa (fnanee — CO/I) U B cUCTEMbl XpaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB (Hajnee —
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CX3 /1) B xauecTBe CIPaBOYHUKA, HA OCHOBAHUH KOTOPOTO OCYIIECTBIISIETCS CHCTEMATU3aIsl U yUeT TOKYMEHTOB,
a Take uX MeTajaHHbIX. COJl mOmKHA yCTaHaBIUBAaTh CBA3b JOKYMEHTa C MHAEKCOM Jeja B COOTBETCTBHUU
C HOMEHKJIATypoll Jen oOpaszoBaTenbHOW opranu3anui. Homenkmatypa aen Bxmrodaetcss B COJ[ u CXOJ]
HE M03HEEe OIHOTO Mecsla co AHA ee yTBepKaeHus. OTBETCTBEHHBIMH 33 BKIIIOUEHHE HOMEHKJIATYphI 1en B CO/
n CXDJl sBAIOTCS OTBETCTBEHHBIM 3a JENOMPOM3BOJCTBO M OTBETCTBEHHBIH 3a KOHTPOJb (PYHKIHOHHUPOBAHUS
3JIEKTPOHHOTO JJOKYMEHT0000pOTa.

7.4. Homenkiarypa nen oOpa3oBaTeNIbHOW OpraHU3aIliHl (J1anee — CBOAHAS HOMEHKIATypa JIEN) COCTaBIsAeTCA
Ha OCHOBE H3y4YEHHs COCTaBa H COJCp)KaHUS IOKYMEHTOB, OOpa3yIOIIMXCS B JIESTEIBLHOCTH 00pa3oBaTeNbHON
opranmzanuu. l[Ipm cocTaBIeHWH CBOJAHOM HOMEHKJIATYphl el yYUTHIBAIOTCS ycTaB oOOpa3oBaTelbHON
OpTaHu3allly, IOJIOKEHHUS O CTPYKTYPHBIX MOJpPA3[eNeHUsIX, LITaTHOE PAacHHMCaHWe, IUIAHBl M OTYETHl O padore,
MEpEeYHN JOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHUS, HOMEHKJIATYpHl A€l 3a MPEeALIECTBYIONNE KaJleHIapHbIe
TOJIBI.

7.5. CBomHas HOMEHKJIATypa [ieJ1 COCTaBisieTcsl paOOTHUKOM, HA3HAYEHHBIM IPHKA30M PYKOBOAMTEJS
00pa3zoBaTeIbHON OpraHu3anuu (Jajgee — OTBETCTBEHHBIN 33 COCTABICHUE CBOAHOW HOMEHKJIATYPBI JE).

7.6. IloaroToBka CBOJHOM HOMEHKJIATYPHI A€M Ha MPEACTOALIMN KaJCHIAPHBIA TOJ HAYMHACTCS HE IO3XKE
CepeauHBI HOSAOPS W 3aKaHYMBaeTCs He mo3xke 31 mexadps Tekymiero rofa. [IpoekT cBoaHON HOMEHKIATYpHI Iei
BHU3UPYETCS PYKOBOAUTEIIEM apXuBa M COIVIACOBBIBAETCS C MOCTOSIHHO ACHCTBYIOIIEH AKCIEPTHOM KOMHUCCUEH
oOpazoBareibHOM opranm3anuu. He pexe 1 pasa B S JeT, HOMEHKIATypa /el COTJIACOBBIBACTCS C IKCIEPTHO-
MPOBEPOYHOH KOMHCCHEH ODHCKOrO OO0JACTHOTO apxXxuBa. B KOHIlE KaXIOro KaJeHIapHOro TojAa CBOJHAsS
HOMEHKJIaTypa [eJl YTBEP)KOAETCS PYKOBOIUTEIEM OOpa30BaTEeNbHON OpraHuM3alid WM €ro 3aMecTUTeNeM,
KOTOPOMY JIeJIESTUPOBAHbI TAKHE IMOJIHOMOYHS MPUKA30M 00pa3oBaTeIbHOW OpraHU3aluy. Y TBEPKICHHAS CBOIHAS
HOMEHKJIaTypa J1eJ1 BBOJUTCA B AieiicTBUE ¢ 1-T0 sIHBaps cleAyIoUIero KajleHAapHoro roja.

7.7. B ciryuae He00XOIMMOCTH BHECEHHUS B CBOAHYIO HOMEHKJIATYPY A€ 3HAYUTENbHBIX U3MEHEHUI OHA TOAJIECKUT
nepepaboTke. M3MeHEeHHs yTBEpXKIAIOTCS MPUKA30M MM KOPPEKTHPOBOYHBIM JcToM (mpuioxenne Ne 10).
He6onbiime u3MeHeHHs BHOCSTCS B YTBEPKICHHBIN paboymii SK3eMILISP CBOJHON HOMEHKIIATYPHI .

7.8. CTpyKTYpHBIE TOJPA3JICIICHUs KEToIHO, He no3aHee 30 HOSOps TEKyLIero KaJleHAapHOTO Tojia COCTABIISIOT
HOMEHKJIATYpy J€N CTPYKTYPHOI'O MOAPA3AEICHUs U IPEACTABIISIOT €€ OTBETCTBEHHOMY 3a COCTABJICHUE CBOIHON
HOMEHKJIaTyphl jaed. HoMeHknaTypa Aen CTpyKTypHOTO MOJpa3ieieHHsl COCTAaBJISIETCS JIUIIOM, OTBETCTBEHHBIM
3a BeJIeHHE JIeJIONPOU3BOJICTBA CTPYKTYPHOTO TOJApa3JeNieHUs, COTJIacOBBIBAETCS C DKCIEPTHONW KOMHCCHEH
CTPYKTYPHOT'O TIO/Ipa3/ICeHUs U TOANKCHIBAETCS PYKOBOAUTENEM CTPYKTYPHOTO OAPa3AeIeHuUS.

7.9. BHOBb cO30aHHOE CTPYKTYpHOE IOApa3JelicHHe B MECSYHBI CpPOK pa3padaTbiBaeT HOMEHKIATYypy el
CTPYKTYpPHOTO TOJIpa3/ieJIeHNs U MPECTABIAET €€ OTBETCTBEHHOMY 3a COCTaBJIEHHE CBOJAHON HOMEHKIATYPHI JEI.
7.10. HomeHknatypa Jien CTpyKTYypHOT'O MOJpa3/iesieHHs U CBOAHAsS HOMEHKJIATypa /e COCTaBIISIOTCS 1o (hopme,
ycTraHoBJIeHHOH [IpaBuiamMu opraHuzalMy XpaHEHUs, KOMIUIEKTOBAHHUS, y4eTa M MCIOJIb30BAaHUS JOKYMEHTOB
ApxuHoro ¢onma PO u apyrux apXuBHBIX JOKYMEHTOB B OCYJapCTBEHHBIX OpraHax, OpraHax MEeCTHOTO
caMOyMpaBJIeHUs U OPTaHM3aLUAK, YTBEPKASHHBIMU Tiprka3oM Pocapxusa ot 31.07.2023 Ne 77.

7.11. Homenkmatypa men monpasfensieTcs Ha pa3lesibl, KOTOpBIE pacIojlaraloTcsi B COOTBETCTBUH C
YTBEP)KJICHHBIM IITATHBIM paclucaHieM o0pa3oBaTeNbHOM opraHu3anui. HazBaHUsIMU pa3/ielioB HOMEHKIIATYPHI
JIeJT SIBJISIIOTCS] HAMMEHOBAHHUS €€ CTPYKTYPHBIX MOApa3/ielIeHUH WIN HalpaBiIeHUs AesITeIbHOCTH.

7.11.1. B rpade 1 HOMEHKIATYPHI €T MPOCTABISIOTCS WHEKCHI Ka)XIOTO JeNla, BKIIFOUEHHOTO B HOMEHKJIATYDPY.
Wnpnexc mena coctouT w3 HUGPOBOro 0003HAUYEHHs W3 IITATHOTO pacllMCaHusi 00pa3oBaTEIbHOW OpraHM3aluu
(koJa) W MOPSIIKOBOTO HOMEpa 3arojioBKa Jiena 10 HOMEHKiarype. MHaekcwl nen o0o3HaudaroTcs apabCKuMu
nugpamu. Hampumep: 12-05, rae 12 — ob6o3nauenue (kox), 05 — MoOpsIKOBBI HOMED 3arojoBKa Jiefia B pa3zielie
HOMEHKJIATypHI A€edl.

B HOMeHKITaType e COXpaHsSIOTCS OAMHAKOBBIE WHAEKCHI 1711 OJHOPOIHBIX U MEPEXOSAIINX JIE.

7.11.2. B rpade 2 HOMEHKIATYPHI JIe] MPOIMCHIBAIOTCS 3ar0JOBKU JIeN. 3aroJioBOK Jejla 4eTKO, B 0000IEHHO
(dopMe oTpaxkaeT OCHOBHOE COZEp)KaHHE M COCTaB JOKYMEHTOB jena. OCHOBOW Uil HAMMEHOBaHHMS (3aroJIOBKaA)
JIeNT SBISAIOTCS BOMIPOCHI, OTpaKalomue 3aaadu ¥ (pyHKIMH o0pa3oBaTeNbHON opraHu3anvu. HamMmeHoBaHHS
JIOTIOJTHAIOTCSA yKa3aHHWEM pojia 3aBOJMMOTO JeNla WM Pa3sHOBHUIHOCTH TOKYMEHTOB (ITOCTAHOBIIEHUS, MPHKA3bI,
NPOTOKOJIBI M T. .). Ecnm nemo, BkiIoyaemMoe B HOMEHKJIATYpy M€, COCTOMT W3 OJUHAKOBBIX BHIOB HIIH
Pa3HOBUIHOCTEH JOKYMEHTOB, B 3arojOBKE TaKOro Jejla YKa3blBaeTCsl HAaUMEHOBAaHHE BHJIOB JIOKYMEHTOB,
Hanpumep «lIpuka3el 1O OCHOBHOM jaedarenpHOCTH». He momyckaeTcst ymoTpeOJjeHHE B 3arojIOBKE Jieria
HEKOHKPETHBIX (POPMYITHPOBOK («pa3Hble MaTepuallbl», «OOMas MEepernucKa», «HUCXOAsIIas TMeperrcKay,
«BXOJSIIIME JOKYMEHTBI»), a TakKe BBOJHBIX CJIOB, CJIOXKHBIX CHHTAaKCHYECKHMX o00opoToB. He momyckaercs
YHOTpeOJIeHHEe COKPAIICHHBIX CJIOB HAWMMEHOBAaHHW TEPPUTOPHAIBHBIX OPraHOB WCIOJNHHUTEILHONW BIIACTH,
YVUPEKACHUI W OpraHu3anui, Kpome O(HIMAIBLHO YCTAaHOBJICHHBIX COKpamleHwid. Eciam nemo OyJer cocTosTh
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W3 HECKOJIBKMX TOMOB WIJIM YacTed, TO COCTaBIseTCs OOLIMI 3aroJioBOK Jeia, a3aTeM MNpu HeoOXOAWMOCTH
COCTAaBIISIIOTCS 3ar0JIOBKH Ka)KAOTO TOMa (Y4acTH), yTOUHSIIOIIUE COJePKaHUE 3ar0I0BKa JIea.

Iopsimox pacnoioKeHus! 3aroJIOBKOB I€JI BHYTPH PAa3feiioB M MOIPA3[eOB HOMEHKJIATYphl NIEJl ONPENeNseTCs
CTEIIEHbIO Ba)KHOCTH IOKYMEHTOB, COCTaBJIAIOLIMX /€NIa, M UX B3aUMOCBs3bI0. BHavase pacnonararoTcs 3arojJoBKH
JieTl, COAEPIKaIlMX OpPraHU3aluOHHO-PACTIOPAIUTENbHYI0 TOKYMeHTauo. Jlanee pacnonaraioTcsi 3aroloBKU A€,
COJepKaIlUX IUIAHOBBIE U OTYETHBIE JOKYMEHTHI U T.J.

Iopsinox pacnoioKeHus] 3aroJIOBKOB I€JI BHYTPH PAa3feiioB M MOIPA3[eOB HOMEHKJIATYphl NIENl ONPENENseTCs
CTETIEHbIO BAYXHOCTH JOKYMEHTOB, COCTABIIAIONINX JIe)Ia, U UX B3aUMOCBS3bI0. B Havane pacnosararorcst 3arojloBKH
Jell, COJAEpKAaIlUX OPTraHH3alMOHHO-PACTIOPSIINTEIBHYIO JAOKYMEHTALMIO. 3arojioBKH el MOTYT YTOYHSATHCS
B mporiecce popMupoBanms u 0HOPMIICHUS e,

B HOMeHKmaTypy [en BKIIIOYAIOTCS TakKe Jefia, HE 3aKOHYCHHBIE IPOU3BOJCTBOM Jeja TMPOLUIBIX JIET
(mepexopsiue).

7.11.3. I'pacda 3 HOMEHKIATYpHI [Ie]T 3aMOIHIETCS B TEUEHHE KaJeHIAPHOTO Toja — IpH (OPMHUPOBAHUHA HOBOTO
nena, Y 3aKpbITHH JIeNa ¥ 110 OKOHYaHUH KaJeHIApHOIO roja.

[To moctmxenun pgenoM oObema B 250 JMCTOB, TOM 3aKphIBACTCSA M OTKPBIBAeTCS HOBBIH TOM. B rpade
MOCJIEI0BATENbHO YKA3bIBAIOTCA HOMEpa TOMOB U KpailHue AaThl JOKYMEHTOB Kaxxnoro Toma. Hampumep «T1 —
11.01.2026-30.06.2026, T.2. — 01.07.2026-30.12.2026».

DJNeKTpOHHBIE J[ela Ha TOMa He pa3lelsaioTcsa. Bce sIeKTpoHHBIE IOKYMEHTBI, HE3aBHCHUMO OT UX 00beMa,
BKJIFOYAIOTCS B OJTHO 3JIEKTPOHHOE AEJO0.

7.11.4. Brpade 4 ykaspiBaeTcsi CpPOK XpaHEHHUS Jena, HOMEpa CTaTeil IO TUIIOBOMY HWJIH BEIOMCTBEHHOMY
nepevHio, ¢enepalbHOMY 3aKOHY WJIM HWHOMY HOPMAaTUBHOMY IIPaBOBOMY aKTy, aNPU WX OTCYTCTBHU —
10 TUIIOBOM WJIM NIPUMEPHOH HOMEHKJIIAType eIl

7.11.5. B rpade 5 ykaspIBaroTCsl YKa3bIBalOTCA OCOOCHHOCTH (DOPMUPOBAHUS J€Na W BHUI HOCHUTENS WH(HOPMAITUH.
B ToMm umcie B rpade oTpaxkaroTcs CeLUalbHbIe CPOKH XPAaHEHHMS Je]l, IPOCTABIAIOTCS OTMETKU O 3aBEeICHUN Jel
(B TOM umcie B3JEKTPOHHOM BHJE), O BBIACIEHUHM €1 K YHUYTOXXEHHIO I10 HCTEYEHHU CPOKOB HX XpaHEHHUS,
0 MeCTe€ XpaHEHWs MOJUIMHHUKOB JOKYMEHTOB, O Iepenave JAed B APYryl0 OpTaHU3alMI0 Ui TPOJOJDKEHUS
BEICHUS U Jp.

B rpade menarorcs OTMETKH O MEPEXOAsAlINX Aeax ¢ yKa3aHHeM CTaporo MHIEKca Jeja B ciydae ero M3MEHEHHSI.
Hanpumep «Ilepexonsmee ¢ 2026 r. B 2026 — 2030 rr. — 1. 2-2-11».

Ilo nenam, KOTOpBIE IO KAKUM-THOO NPUYMHAM B TEUEHHE KaJICHIAPHOTO TOAa HE 3aBOJWINCH, B rpade
«[IlpuMevanue» HOMEHKJIATYpbl Jen Jenaerca 3anuch — «Jleno He 3aBomwiiock». Ilpu 3tom B rpade
3 mpocTaBJsieTcs MPOYEpK.

7.12. Tlo OKOHYAHMH KaJICHIAPHOTO Toja B KOHIIE HOMEHKJIATYPHI JIeJI JIeJIaeTCs MTOroBas 3allMCh O KATEropusx
1 KOJIMUECTBE JIeJl, 3aBEJCHHBIX B TEKYIIEM KaJCHAApHOM roay. B UTOroBylo 3amuch CBOJHON HOMEHKIATYPHI Aei
CBEJICHHS BHOCSTCS Ha OCHOBAaHMHU JIaHHBIX, IMEPEAHHBIX U3 CTPYKTYPHBIX TMOAPA3JEICHUH 00pa30BaTe/IbHOM
OpTaHHU3aIIlH.

8. ®opMmupoBanue u opopmiieHue e

8.1. dopmupoBaHue jaea — IPYNIUPOBKA HCIIOJHEHHBIX JOKYMEHTOB B JieJila B COOTBETCTBUH C HOMEHKJIATYPOU
JIeNT ¥ CUCTEMATH3aIUs] JOKYMEHTOB BHYTPH JIeJIa.
8.2. Jlena B 0Opa3oBaTeNbHOM opranu3aiuu GOPMHUPYIOTCS B CTPYKTYPHBIX MOIPA3IEICHHUSIX.
8.3. McnonaHeHHbIE TOKYMEHTBI JO/DKHBI B 10-THEBHBIA CPOK CIaBaThCS HCIIOJHUTEIIEM JIMIlY, OTBETCTBEHHOMY
3a BeJIeHUE JCIIONPOU3BOJICTBA B CTPYKTYPHBIX MOJpa3JIeeHusX, s (opMupoBaHus WX B fena. Homep ngena,
B KOTOPO€ JIOJDKEH OBITh TOJIINT JIOKYMEHT, OINpEACNseT PYKOBOIUTENb CTPYKTYPHOTO IMOJApa3AeiIeHIs
o0pa3oBaTebHON OpraHu3alid WM MCIOJHUTEIb B COOTBETCTBHM C HOMEHKIaTypod men. Ha gokymente
MpOCTaBISIIOTCST  OTMeTka «B nmemo  Ne...», mojanwch WCHONHUTENS WA  PYKOBOJAUTENS  CTPYKTYPHOTO
nmojipa3ieNieHus, aTa.
JIOKyMEHTBI BHYTPH JIeJIa PacIioNIaratoTcsl B XPOHOIOTHUYECKON TTOCIIeI0BATEIbHOCTH.
8.4. KoHTpomb 3a IpaBWIBHOCTHIO  (DOPMHUPOBAHMS JI€T  OCYIIECTBISIETCS OTBETCTBEHHBIM 33 apXHB
o0pa3oBaTeIbHON OpraHu3aIuy.
8.5. [Ipu hopmupoBannm e HEOOXOUMO COOIOIATH CIEAYIONIIE O0IIHe MPaBuiIa;

e TIIOMENIaTh B JIEJO TOJBKO MWCIIOJIHEHHBIC JOKYMEHTBI B COOTBETCTBHM  C 3arojOBKaMH  Jiel

10 HOMEHKJIAType;
e TPYNIUPOBATH B JIEJO0 JOKYMEHTHI OJHOTO KaJICHIAPHOTO To/1a;
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e pa3fenbHO rPYNIUPOBAThH B Aejia JOKYMEHTHI IIOCTOSIHHOTO U BpEMEHHOTO CPOKOB XpaHEHMUS,;
e MoOMelaTh B JIena KcepoKonuu (akcos, TeaeGoHorpaMM Ha OOLIMX OCHOBAHHMSX;
e B JICJIO HE JIOJDKHBI IOMEIIATHCS JOKYMEHTBI, OJI)KAIINE BO3BPATY, JIUIIHUE SK3EMIUIPbI, YePHOBUKH:
Mo 00beMy JIeJI0 He AOJDKHO npeBsinath 250 muctoB wim 4 cM. [Ipu Hanuumy B fiesie HECKOIBKUX TOMOB
(dacTeil) MHACKC W 3aroJIOBOK JieJia TPOCTABIISIOTCS Ha KaXIOM TOME C JOOaBICHUEM «TOM 1», «ToM 2»
(TocieTHMi).
8.6. OcobnIe TpeOoBaHUS K (OPMHUPOBAHHUIO OTICIHHBIX JIEII.
8.6.1. PacmopsgutenbHble JOKYMEHTHl TPYNIHUPYIOTCS B Jeda 10 BUJaM B XPOHOJIOTHUECKOM MOpSIKE
C OTHOCSIIIUMHUCS K HUM TPHIIOKECHUSIMHU.
8.6.2. VYcraBbl, NOJNOXEHWS, HHCTPYKLHUH, YTBEPXKICHHbIE PACIOPSAUTEIBHBIMH JOKYMEHTAMH, SBISIOTCS
NPWIOKEHUSIMH K HUIM W TPYNIHPYIOTCS BMECTE C YKa3aHHBIMH JOKyMEHTamMH. EciM ke OHH YTBEpKIEHBI
B Ka4eCTBE CAMOCTOSTENFHOTO IOKYMEHTA, TO UX TPYIIHUPYIOT B CAMOCTOSATEIILHBIC JIEa.
8.6.3. Ilpuka3bl 10 OCHOBHOM AEATENLHOCTH I'PYNIIUPYIOTCS OTAEIBHO OT MPUKA30B 10 JTUYHOMY COCTABY.
8.6.4. Ilpukaspl 1O IMUYHOMY COCTaBy TIPYIIHPYIOTCSI B J€Ja B COOTBETCTBUU C YCTAaHOBJIEHHBIMH CPOKaMH
HX XpaHCHHA.
8.6.5. IIpoTOKOIIBI B AETIE PACIIONAralOTCA B XpOHOJIOTMYECKOM MOPAJIKE 10 HoMepaM. JJOKyMEHThI K MPOTOKOJIaM,
CTPYIIMPOBAHHBIE B OTAEIbHbIC Jiela, CHCTEMAaTU3UPYIOTCS 110 HOMEepaM IIPOTOKOJIOB.
8.6.6. YTBepXk/IeHHBIE TUIAHBI, OTYETHI, CMETHI, JINMUTHI, TUTYJIbHBIE CIIUCKU U JIPyTHe JOKYMEHTHI IPyNIHUPYIOTCS
OTJENBHO OT MPOEKTOB.
8.6.7. JIOKyMEHTHI B JINYHBIX JEJIaX pacloyiaraloTcs Mo Mepe UX MOCTYIICHHUS.
8.6.8. Ilepemnucka rpynnupyercs B paMKax OJHOTO KaJeHJApHOTO rojia ¥ CUCTEMaTHU3UPYETCsl B XPOHOJIOTHYECKON
MOCJIEI0BATEIbHOCTU: JJOKYMEHT — 3alpoC — JIOKYMEHT — OTBET.
8.7. Jlema oOpa3zoBaTeNbHOW OpTraHM3AMHd MOUIeXAT OGOPMIICHHIO TIPH WX 3aBEICHUU W IO 3aBEPIICHUN
kajgeHgapHoro roga. OdopmieHue nena — MOATOTOBKA Jejia K XpaHEHUIO BKIIIOYAET B ce0s KOMIUIEKC PadoT
MO OMMCAHMIO JeNla Ha O0JOXKKe, MOJIINBKE, HyMepalliyd JHCTOB H COCTAaBICHHIO JIUCTA-3aBEPUTENS JIela.
Odopmnenne nen NpoBOAUTCH pabOTHUKAMHM CTPYKTYpPHBIX MOJpasiefieHnid o0pa3oBaTeNbHONW OpraHu3alliH,
B 00513aHHOCTH KOTOPBIX BXOJUT 3aBeeHHE U (OPMUPOBAHHE NI, IPU METOANYECKOM MOMOIIN U MO KOHTPOJIEM
apxuBa 00pa30BaTEIbHON OPraHU3aINH.
8.8. Jlena momnexxat opopmienuto. [TorHoe odopmiieHHE /1ena peayCMaTpUBAET:
e [IOALIMBKY WJIM TBEPBIN MEPEIIET J1eNa;
e HyMEpalHIO JINCTOB B JICJIE;
e COCTaBJICHME JINCTA-3aBEPUTEIIS JIENIa;
® COCTaBJICHHE B OCOOBIX Cllydasix (IIpu 0QOPMICHUH JIMYHBIX 1€, Ul yueTa 0c000 LEHHbBIX JOKYMEHTOB)
BHYTPEHHEH ONMCH JOKYMEHTOB J€Ia;
e BHECEHHE HEOOXOJMMBIX YTOUYHEHUI B PEKBU3UTHI O0JI0XKKH Jienia (yTOUHeHHE Ha3BaHUs TOApa3eeHus,
MHJIEKCa U 3arojIoBKa JieNa, 1aThl Aena 1 1p.).
8.9. CdopmupoBanHble [ella MOIIIMBAIOT HA YEThIpE MPOKOJAa B TBEPAYIO OOJIOKKY U3 KapTOHA WX
MEPEIUIETAI0TCSl C YYETOM BO3MOXKHOCTH CBOOOJHOIO YTEHHS TEKCTa BCEX JOKYMEHTOB, JAaT, BH3 M PE30JIONUIN
Ha HUX. [Ipm moAroTOBKE JAeNm K MOAMMBKE (MEpervieTy) MEeTAIMYecKue CKperyieHus (CKOOBI, CKPETKH)
U3 JOKYMEHTOB yAAJSIIOTCs. Jlena MOCTOSIHHOTO XpaHEeHMs, COCTOALINE U3 He(OPMATHBIX JTOKYMEHTOB, XPAHATCS
B 3aKPBITBHIX TBEPABIX HaNKax ¢ TpeMsl KJalaHaMH U C 3aBS3KaMU.
8.10. Ilpu Hanu4uu B jee HEBOCTPEOOBAHHBIX JHYHBIX JOKYMEHTOB (TPYJOBBIX KHWXKEK W Jp.) 3TH JOKYMEHTBI
BKJIA/IBIBAIOTCSl B KOHBEPT, KOTOPBIN 3aTeM HOAIIMBAETCs B 3TO Aeno. [Ipu Hamumuum OO0MBIIOro KOJMYECTBA TAKUX
JOKYMEHTOB OHH MOTYT U3BIMAThCS U3 A€, U HA HUX COCTABIIACTCS OTAENbHAsK OMUCH.
8.11. B mensx oOecrieueHNs] COXPAHHOCTH W 3aKPEIUICHHUS TMOPAIKA PACIOJOXKEHHS JOKYMEHTOB, BKIIFOYEHHBIX
B JIeTIO, BCE JIUCTBHI, KPOME JIMCTa-3aBEPUTENlsl, HYMEPYIOTCS apabCKUMHU IU(pamMu B IMPaBOM BEpXHEM YIIIY,
HE 3a/1eBasi TeKCTa JOKYMEHTa, MPOCTHIM Irpa)MuecKuM KapaHAAlIoM MM HyMepaTopoM. YTHOTpeOsieHHe YepHHIT
Y LBETHBIX KapaHJamen Il HyMepalud JIMCTOB 3ampeliaeTcs. BHYTpEHHsISI ONMUCh MMEET CaMOCTOATEIbHYIO
HyMeparuro.
JIucTel Aemn, COCTOSAMMX U3 HECKOIBKUX TOMOB MJIHM YacTel, HyMEpYIOTCS 10 KaXKAOMY TOMY HJIM YacTH OTAENBHO.
doTtorpaduu, 4epTeKU, IMarpaMMBbl U Ipyryue WUTIOCTPATUBHBIE U cTieNU(pHUYecKne JOKYMEHTHI, IPEACTaBISIONIIE
CaMOCTOSITETIHHBIH JINCT B JIeNie, HyMEPYIOTCSI Ha 000pOTHOI CTOpPOHE B JIEBOM BEPXHEM YTITY.
CroXeHHBIN JHCT pa3BOpayMBaeTCsl U HyMepyeTcsl B IpaBOM BepxHeM yriry. [lpu 3Tom mwmcr mroboro ¢dopmara,
MOJIINTHIN 33 OAMH Kpai, HyMepyeTcsi Kak OAMH JIMCT; JIUCT, CIOKEHHBIN M MOAIINTHINA 3a CepeluHy, HOMAJIESKUT
IEPEINBKE U HyMepyeTCsl KaK OJIUH JIUCT.
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[MogmuTele B €TI0 KOHBEPTHI C BIOXCHUSMH HYMEpPYIOTCS; HPH 3TOM BHayale HyMepyeTcsl KOHBEPT, a 3aTeM
oYepeTHBIM HOMEPOM KaXKJI0€ BIOKEHHE B KOHBEPTE.

[lommunTele B €TI0 IOKYMEHTHI C COOCTBEHHOW HyMepauueil JHUCTOB (BKIIIOYAasi IE€YaTHBIC W3JAHUSA) MOTYT
HYMEpOBaTbCs B OOIIEM IOPSIKE WIM COXPAaHSITh COOCTBEHHYIO HyMEpalWIO, €CJIM OHA COOTBETCTBYET
MOPSIAKOBOMY PacIIOIOAKEHUIO JINCTOB B JIEIIE.

B cnyuasix oOHapyxeHus: 00JbIIOro 4yuciaa OmHMOOK B HyMEpaLuH JHCTOB Jiefla B JeJIONPOU3BOJICTBE IPOBOAUTCS
ux nepenyMepanus. Ilpy nepeHymepanuu JHCTOB CTapble HOMEPA 3a4EpPKHUBANOTCS OJHOM HAKIOHHOW 4epToi
U pAAOM CTaBUTCS HOBBI HOMEp JIMCTA; B KOHIIE Jiefla BKJIAJbIBACTCS JIMCT-3aBEPUTENb, IPU 3TOM CTapbli JIHCT-
3aBEpUTEIIb 3aUYEPKUBAETCS, HO COXpaHsAETCs B JEIeE.

8.12. Jlms ydvera KOJHMYECTBA JINCTOB B AeNie W (UKCAIMH OCOOCHHOCTEH WX HyMepaluh COCTaBISETCS JIUCT-
3aBepHTeINb Jiena. JJOKyMEHT cOCTaBIsIeTCsl Ha OT/IEIbHOM JIMCTE W BKJIIOYAETCS B €TI0 MOCIeTHUM JIUcTOM. JlucT-
3aBEpPUTENIb COCTaBIACTCS IO opMe, ycTaHOBIeHHOH [IpaBmiamu opraHu3anvdy XpaHEHUs, KOMIUIEKTOBaHUS,
ydeTa U UCIOIb30BaHUs TOKyMEHTOB ApXuBHOTro ¢oxna PO u npyrux apxuBHBIX JOKYMEHTOB B IOCYIapCTBEHHBIX
OopraHax, OpraHax MECTHOTO CaMOYIpaBJIEHHs U OpPTaHU3alMsAX, YTBEP)KACHHBIMH IpuKa3oM Pocapxusa
or 31.07.2023 Ne 77.

Bce mocnenyromiyie M3MEHEHHs B COCTaBE U COCTOSIHMU Jiesia (IOBPEXAEHHs, 3aMEHAa IMOUIMHHBIX JTOKYMEHTOB
KONMSMHU, NPHCOCIMHEHNWE HOBBIX [OKYMEHTOB M T.[.) OTMEYAIOTCS B JIMCTE-3aBEPUTE JAea CO CCHUIKON
Ha COOTBETCTBYIOIIUN aKT.

8.13. O6noxKa Jien MOCTOSHHOTO, BpeMeHHOTo (cBbime 10 jieT) XpaHeHus U 10 JUYHOMY cOCTaBy OhopmisieTcs
no ¢opme, ycraHoBiIeHHOHW IIpaBunamm oOpraHM3alUM XpaHEHHs, KOMIUIEKTOBAHHS, y4eTa U MCIIOJIb30BaHUS
JNOKyMEeHTOB ApxuBHOTO (oHga PO W npyrux apXuBHBIX JOKYMEHTOB B rOCYIApCTBEHHBIX OpraHax, opraHax
MECTHOI'O CaMOYTIpaBJiIeHNs U OpraHU3aluAX, yTBep KIeHHBIMU puka3oM Pocapxusa ot 31.07.2023 Ne 77.

Ha 06n0xKe [1es1 HOCTOSHHOTO XpaHEeHUsI BBEPXY IPEeAyCMaTpUBACTCA MECTO Ul HAUMEHOBAaHHUS MyHULUIIATBHOTO
apxuBa, B KOTOPbIIl OHM OyIyT NepeiaHbl, a TAK)KE apXUBHOTO IK(pa B IPABOM BEPXHEM U JIEBOM HIDKHEM YIJIax.
[Ipu odopmieHnn OOJNOXKKKA Jen HaWMEHOBaHHE O00pPa30BATEIbHOW OpTaHU3alMH YKAa3bIBAETCS IOTHOCTHIO
MO yCTaBy, B MMEHUTEIBHOM TaJIeKe, COKpalleHHOE Ha3BaHHEe — B CKOOKax.

OOs3aTeIbHBIMU  PEKBU3UTAMHU  OOJIOKKHM Jiefla SIBJSIETCS YKa3aHuWe KOJNWYeCTBa JIMCTOB B J€Nie, KOTOpPOE
MPOCTAaBJISIETCS] HA OCHOBAHUU JIMCTA-3aBEPUTENS JIea, U CPOKa XpaHEHUs Jefa (Ha Ienax MOCTOSHHOTO XpaHEeHUs
MUIIETCS: «XPAaHUTh MOCTOSIHHOY), KOTOPBIN MEPEHOCUTCS Ha 0OJIOXKKY Jiea 13 HOMEHKJIATYphI TIOCIIE CBEPKH €T0
M0 CPOKAM XPaHEHUS B [IEPEUHE.

8.14. Jlns yuera MOKYMEHTOB ONPEIEIICHHBIX KATerOpWi el TOCTOSHHOTO | BpeMeHHoro (cBeimie 10 mer)
XpaHEHHUs, Y4eT KOTOPBIX BBI3BIBACTCS CIEHU(PHUKON NaHHOH MOKyMeHTaluu (JIMYHBIE Jiefla, 0co00 IEHHEIE),
COCTaBIISICTCS BHYTPEHHSISI ONMCH IOKYMEHTOB Jiefia (1ajee — BHYTPEHHSS OIUCH).

BHyTpeHHIOIO OmuCch HEOOXOAMMO TaKK€ COCTaBIATH B A€iax IOCTOSIHHOrO W BpeMeHHoro (csoime 10 jer)
XpaHeHus, CPOPMHUPOBAHHBIX 10 PA3HOBUIHOCTSM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PACKpPBIBAIOT KOHKPETHOE
coJiepyKaHue TOKYMEHTOB.

BHyTpeHHss1 OIUCh COCTaBJISIETCSl HA OTAENBHOM JIMCTe Mo (hopme, ycraHOBIeHHOH IlpaBmiiamm opraHuzanuu
XpaHEHHUs, KOMIUIEKTOBAHUS, y4eTa W UCIOJIb30BaHMs JOKYMEHTOB ApPXUBHOTO (oHAa PO u Apyrux apXuBHBIX
JOKYMEHTOB B TOCY/IapCTBEHHBIX OpTraHax, OpraHax MECTHOTO CaMOYIIPaBJICHHUS M OPTaHU3aAIHSIX, YTBEPKICHHBIMU
npuka3zoMm Pocapxusa ot 31.07.2023 Ne 77.

K BHyTpeHHel omucH 1ena COCTaBJIS€TCS HTOTOBas 3allMCh, B KOTOPOW YKasblBaeTcsli LU(pPaMH U IPOIHUCHIO
KOJINYECTBO BKJIFOUEHHBIX B HEE JIOKYMEHTOB M KOJMUECTBO JINCTOB BHYTPEHHEH OMHCH.

BHyTpeHHss1 OITUCH TTOATIMCHIBACTCS €€ COCTABUTENIEM C YKa3aHUEM JIOJDKHOCTH, MOANUCH, Pacii(pOBKU NOANHUCH
U HyMepyeTcsl B JieJie OTACIBHO.

9. Opranmauuﬂ OMEPATUBHOI0O XpaHCHUA JOKYMEHTOB

9.1. C MoMeHTa 3aBe/IeHUs U JI0 TIepeadn JIel B apXuB 00pa30BaTeIbHON OpPraHM3alliy AeNla XPaHITCA 10 MECTY
nx (opMHpOBaHHUS — B CTPYKTYPHBIX MOJIPa3AETICHISIX.

PykoBoauTenu CTPYKTYpHBIX TMOApAa3leJCHU | paOOTHHUKH, OTBEYAIOLIME 3a JEJIONPOU3BOJCTBO, OOs3aHbI
o0ecreynBaTh COXPaHHOCTh JOKYMEHTOB U JIEI.

C I CIbIO IIOBBIIIICHUS OIIECPaTUBHOCTU IIOHNCKa JOKYMCHTOB JAciaa pacrojiararoTcs B COOTBETCTBHUH
C HOMEHKJIaTypou Je.

Ha xopemikax 0010KeK J1eJ1 yKa3bIBaIOTCS MHICKCHI J1eJI IO HOMEHKIIAType.

9.2. Brimaua nen, O3HAKOMJIEHHE C JIOKyMEHTaMH, HaXOASIIMMUCS Ha ONEPATHBHOM XPaHEHUH B CTPYKTYypHOM
noJipas/ieNieHiH, paboTHUKaM 00pa30BaTeNbHON OpraHU3aliy IPOU3BOJIMUTCS C Pa3pelIeHHs] PYKOBOJICTBA.
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9.3. U3bsiTHE JOKYMEHTOB 3 JIeJ MOCTOSIHHOTO XPaHEHHS JOITyCKAETCsl B UCKITIOUUTENBHBIX CIyYasiX, 10 3apocam
KOMIIETEHTHBIX OpPraHOB M INPOM3BOAMTCS C MUCBMEHHOTO pa3peulieHus] PYKOBOIUTENs oOpa3oBaTeIbHOM
OpraHM3aIlMy ¢ OCTABJICHHEM B JIeJIe 3aBEPEHHOI KON JJOKyMEHTa U aKTa O MPUYNHAX BBIIAYH MOTHHHHKA.

9.4. CamocrosTenpHOE YHHYTOXKEHHE JIOKyMEHTOB B CTPYKTYPHBIX IOApA3JENICHUSX 00pa3oBaTeNbHON
OpraHu3aluy 3arperiacTcsl.

9.5. PabOTHHKM CTPYKTYpHBIX MHOApA3JENCHNII HECYT OTBETCTBEHHOCTHb 3a COXPAHHOCTH MOCTYNHBIIUX K HAM
JTOKYMEHTOB M aKKypaTHOE 00paIieHne ¢ HIMHU.

10. Ilopsinok mepenavyu JOKYMEHTOB HA XpaHEeHHe
B apXUB 00pa3oBaTe/bHOIl Opranu3anuu

10.1. B apxuB oOpa3oBaTenbHOW OpraHM3alMU TMEPEHAIOTCs Jejia TOCTOSHHOTO, BpeMeHHoro (cmeime 10 ner)
xpaHeHus. X nepegaya mpoU3BOAUTCS 1O OMHUCSAM JIEI.

3aKoHYCHHBIC ACIIOTPON3BOICTBOM Jieia TIOCTOSTHHOTO, BpeMeHHOTO (cBhImie 10 J1eT) XpaHeHUs Mociie OKOHYaHUS
KaJleHAapHOTO TO0Ja, B KOTOPOM OHH OBUIM 3aBEICHBI, MOJIeKAT O(OPMIICHHIO B COOTBETCTBUHU C HACTOSIIECH
WHCTPYKLMEH W IepeNaloTcss B apXUB 0O0pa3oBaTeNIbHOW opraHuzamuu. [IpueM ocylecTBisieTcss MO rpaduky,
COTJIACOBAaHHOMY  C PYKOBOJWTEISIMH ~ CTPYKTYPHBIX  TOJApa3felieHu ¥ YTBEPKACHHOMY PYKOBOJUTEIEM
o0pa3oBaTeIbHON OpraHu3aIluy.

10.2. B nepuon NOATOTOBKH CTPYKTYPHBIMH TIOAPA3JCICHUAMHU el K Iepellaue B apXuB 00pa30BaTEIIbHOM
OpraHu3alid OTBETCTBEHHBIH 33 apXUB IPEABAPUTEIBHO IMPOBEpPSET MNPABUILHOCTh WX (hOpMHUpPOBaHUS,
oopMIIEHUSI ¥ COOTBETCTBHE KOIMYECTBAa JIeNl, BKIIOYCHHBIX B OMKCh, KOJIHYECTBY JEJ, 3aBEICHHBIX
B COOTBCTCTBUU Cc HOMCHKHaTypOﬁ. Bce BBISIBJICHHBIC Ipu ITPOBCPKE HEIOCTAaTKU OTBCTCTBCHHBIC
3a JIETIONPOU3BOACTBO CTPYKTYPHOTO MOJAPA3ACIeHUs 00sI3aHbI YCTPAHUTb.

10.3. IlpumeM Kaxzaoro Jena MOPOU3BOAUTCS OTBETCTBEHHBIM 34 apXUB B IMPUCYTCTBHUH OTBETCTBEHHOIO
3a JIENOMPOU3BOJICTBO  CTPYKTYPHOTO TOApasfeneHus. Ha akzeMInisipax oONWCH TPOTHB  KAXKIOro Jena,
BKITIOYEHHOTO B Hee, JIeaeTcs OTMETKa O HaJW4YMH JieNa. B KOHIe KaKAOTO JIK3EMIUISpa OMHCH YKa3bIBAIOTCS
nuppaMu ¥ IPONHUCHI0 KOMUYECTBO (PAKTHUECKHA MPUHATHIX B apXHWB JIeJ, HOMepa OTCYTCTBYIOIIMX JeJ, IaTa
npreMa-Ttiepeadu e, MOAMUCH OTBETCTBEHHOTO 32 apXUB U pabOTHUKA, IIEPEIaBIIETO JIea.

10.4. Jlena B apXuB JOCTaBIAIOTCS paOOTHUKAMH CTPYKTYPHBIX ITOAPA3IEIICHUH.

10.5. B cny4ae TMKBHIAIMN CTPYKTYPHOTO MOpa3IeNIeHHs OTBETCTBEHHBIN 3a JICJIONPOU3BOJICTBO B TEUCHHE JBYX
MECSIEB C MOMEHTA JINKBHUJIAIUH TTo/Ipa3ieNieHus (popMUpyeT BCe UMEIOIINECs JTOKYMEHTHI W MepelacT B apXuB
00pa3oBaTeibHOM OpraHU3allid HE3aBUCHMO OT CPOKOB XpaHEHHS;, NpPU peopraHu3alui o00pa3oBaTeIbHOI
OpraHM3aly JIOKYMEHTHI IIEpEeHaroTCA II0 aKTy MpHEMa-Iepeladd IPaBOIPEEMHUKY WIM IMPU OTCYTCTBUHU
MPaBOIIPEEMHNKA — B MYHUITUTIAILHBIA apXUB.

11. DkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. Dxcmeprrsza IEHHOCTH JOKYMEHTOB — OIIPEICNICHHE COOTBETCTBUSl JOKYMEHTa M (WIH) JOKYMEHTOB
KPUTEpHAM ero (MxX) HEHHOCTH B LIEJIAX ONPEAEICHUs] CPOKa XpaHEeHHS U 0TOOpa JOKyMeHTa U (MJIM) TOKYMEHTOB
UL JUIS TIepellayd Ha XpaHeHHWs B apXuBe 00pa30BaTeNbHON OpraHW3allMd WIH BBIJCICHUS K YHHUTOXKEHUIO
10 UCTE€YEHNHN YCTAaHOBJIEHHOTO CPOKA XPaHEHHSI.
11.2. DOkcnepru3a LEHHOCTH JOKYMEHTOB B 00pa30BaTeNbHONW OpraHM3allid Ha CTaJuM JEJONPOU3BOJACTBA
TIPOBOUTCS:

e TIpY COCTaBJICHUU HOMEHKJIATYPHI JIET;

e B Iponecce GOPMUPOBAHUS €T U IPOBEPKH MIPABUIBHOCTH OTHECEHHS JOKYMEHTOB K JIeJIaM;

e IIpU INOJATOTOBKE JIEN K MOCIEAYIOLUIEMY XPaHEHHUIO;

e B apXHBE B MPOIIECCE MOATOTOBKY Ha XpaHEHNE B MYHUIIMITAJILHOM apXHUBE.
11.3. Jlns opraHm3anuyd W MPOBEACHHS DKCIIEPTU3bI IIEHHOCTH JOKYMEHTOB B 00pa30BaTENbHOW OpTraHU3AIlIH
CO3J1aeTcs TIOCTOSIHHO JeHCTBYIOMIast dKcnepTHas komuccus (nanee — JK).
11.4. ®ynkunu u paBa OK, a Taxke opraHu3anys ee paboThl ONIPEENIeTCs OJI0KEHHEM, KOTOPOe YTBEP)KIaeTCs
pyKOBOJUTENEM 0O0pa3oBaTeNbHOW opraHu3anuu 1 (wnu) coryacoBeiBaeTcest ¢ [IOK  Ympaenenune nenamu
MPaBUTENLCTBa DHCKOW 00NacTu.
11.5. DxcnepTusa LEHHOCTH OKYMEHTOB IOCTOSHHOTO M BPEMEHHOI'O XPAaHEHHs OCYIIECTBISETCS €KErOJHO
B CTPYKTYPHBIX TMOApA3JAENeHUsIX 00pa3oBaTeIbHON OpraHM3allii HEMOCPEJACTBEHHO JHIIAMH, OTBETCTBEHHBIMH
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3a JEJIONPOU3BOJICTBO, COBMECTHO ¢ DK mpH HEMOCPEeNCTBEHHOM METOJWYECKOM PYKOBOJCTBE PYKOBOAUTEINS
apxuBa 00pa30BaTEIbHON OPraHU3aINH.
11.6. Ot60op HOKYMEHTOB AJsl IOCTOSHHOTO XPAaHEHWS IPOBOIUTCA B COOTBETCTBMM C HOMEHKJIATYPOH aei
00pa3oBaTeIbHON OpPraHU3aLUy, THIIOBBIMH U BEIOMCTBCHHBIMU IIE€PEUHSIMH JOKYMEHTOB C yKa3aHHEM CPOKOB
MX XpaHEHUs MyTEM IMOCTPAHUYHOTO MPOCMOTpa .
B nenax mOCTOSIHHOTO XpaHEHUsS! MOMJIEXKAT U3BIATUIO IyOleTHbIE SK3EMIUIIPBl TOKYMEHTOB, YEPHOBHKH,
Heo()OpMIIEHHBIE KOIIMH JOKYMEHTOB M HE OTHOCSIIMECS K HUM JTOKYMEHTBHI.
Hena cormerkorr "JIIK"/"OK" monseprarorcsi Takke MOJUCTHOMY TPOCMOTPY C LIENBIO  ONpEAeIeHUs
U BBIAETICHUS U3 UX COCTaBa JOKYMEHTOB, OJIEKAIINX MOCTOSIHHOMY XpaHeHuto. Jlena ¢ otmeTkoi "DIIK"/"DK«,
coJiep)Kalliie JTOKYMEHThI IIOCTOSHHOI'O XpaHEHHWs, MMoJuIexar nepeopMupoBaHuio. BeiieneHHble U3 UX cocTaBa
JOKYMEHTBI TOCTOSIHHOTO XPaHEHHsI MPUCOSTUHSIOTCSI K OMHOPOAHBIM JiefiaM U O(QOPMIIIIOTCS] B CAMOCTOSTEIILHBIE
nena. CpokM XpaHEHHUS JAel, COAEpKalluX OCTaBIIMECS JOKYMEHTHI BPEMEHHOTO XPaHEHUS, OIPENeNsIOTCS
10 BEIOMCTBEHHOMY (M THIIOBOMY) IIEPEUHIO IOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHUS M HOMEHKIAType Jedl.
IlogmuBka BHOBb CGOPMHUPOBAHHBIX A€ INPOU3BOJUTCA TOJIBKO IIOCIE 3aBEPIICHHS SKCHEPTHU3bl LIEHHOCTH
JIOKYMEHTOB.
OnHOBpEMEHHO ¢ 0TOOPOM NOKYMEHTOB IIOCTOSIHHOTO W BpeMeHHOro (cBeimie 10 jeT) XpaHeHMs Ui Nepeaadu
B apXMB B CTPYKTYPHBIX HOJpAa3[eNeHUSAX INPOBOAUTCS OTOOp A€l M JOKyMEeHTOB BpeMmeHHoro (zo 10 ser)
XpaHeHUs], MoJUIeKAIINX JalbHEHIIeMy XpaHeHHUIO B CTPYKTYPHBIX MO/pa3efieHHsX, BhIAeIeHNE K YHUUTOXEHHUIO
JIeNT 3a MpepIyliie KajJeHIapHble TOAbl C UCTEKIIMMHU CpOKaMu XpaHeHHs. [Ipu 3TOM y4YWTBIBAlOTCS OTMETKH
B HOMeHKIaType nen «Jlo muHoBanus HamoOHOocTH» (IAMH), «Ilpu ycnoBuum 3aBepiieHus MpOBEPKH (PEBU3HN)
U T. I
[MapannensHO TpoBepsieTCs KadecTBO W MOJHOTA JICHCTBYIOIIEH HOMEHKIATYphl JAed o0pa3oBaTelbHON
OpTaHU3ally, IPaBIILHOCTD ONPENCIICHNUS CPOKOB XPAHEHHS €], 3aBEICHHBIX B COOTBETCTBHU C HOMEHKJIATYPOU
nen, coOMoIcHHE YCTaHOBICHHOTO MopsiiKa 0(pOpMIIEHHUsI JOKYMEHTOB U (POPMHUPOBAHMSA AETI.
11.7. ApXuB NpOBOIUT IKCIEPTH3Y IIEHHOCTH JOKYMEHTOB MpU OTOOpE MX Ha XpaHEHHE TOJA HEMOCPEACTBCHHBIM
METOAMYECKUM PYKOBOJICTBOM MYHHIIMIATIFHOTO apXuBa DHCCKOM O0IACTH.
11.8. B cmyuae oOHapyxeHHS B IpoIlecce MPOBEACHUS SKCIEPTH3BI [IEHHOCTH JTOKYMEHTOB B apXHBE HEIOCTAYN
JOKYMEHTOB TIOCTOSIHHOTO XPaHEHHS COOTBETCTBYIOIMMH CTPYKTYPHBIMH TOIpa3lelieHHsIMA 00pa30BaTeIbHON
OpraHM3aliY AOJKHBI OBITh IPUHATHI MEPHI 10 PO3BICKY 3TUX JIOKYMEHTOB.
CtpyKTypHBIe TIOApa3eieHns: 00pa30BaTeIbHOW OpraHu3aluy 00s3aHbl CUCTEMAaTHUYECKH ONHCHIBATEH JTOKYMEHTHI
10 IMYHOMY COCTaBy M JOKYMEHTHl BpeMeHHOro xpaHeHus (cBbime 10 jer), oOecrmeunBaTh HMX COXPaHHOCTh
U yYer.
11.9. Ha Bce 3aBepieHHBIE JEIOMPOU3BOJICTBOM Jieia TOCTOSHHOTO, BpeMeHHoro (cBbimie 10 yiet) XpaHeHus
U 110 IMYHOMY COCTaBy, NPOLICIIINE SKCIEPTH3Y LEHHOCTH M O(OpMIECHHBIE B COOTBETCTBHUHM C HACTOSAIIMMH
TpeOOBaHUAMM, €KEIOJAHO COCTABJIOTCA onucH aei. OTnenbHas ONUCh /el MPEJCTaBisieT coOON NepedeHb el
C CaMOCTOSTENBHOI BaJIOBOH (MTOPAIKOBOI) HyMepaluei.
Onmcu 1en coCTaBiSAIOTCS OTAENBHO Ha JieNa IIOCTOSIHHOIO XpaHeHWs, Jena BpeMmeHHoro (csoime 10 yet)
XpaHeHus, Jella 10 JIMYHOMY coctaBy. Omnucu nen odopmistoress 1o ¢popMam, yCTaHOBJICHHbIM [IpaBuiiamu
OpTaHu3aliy XpaHEeHHUs, KOMIICKTOBAHHMS, YUeTa ¥ UCIOIB30BaHUS JOKYMEHTOB ApxuBHOTO (hoHna PO u npyrux
apXMBHBIX JOKYMEHTOB B IOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIPAaBJIECHHUS M OpraHU3alMiX,
YTBEPKACHHBIMU ITprka3zoM Pocapxusa ot 31.07.2023 Ne 77.
Onucu Aen COCTaBISAIOTCA B KAKJIOM CTPYKTYPHOM TMOApa3felieHud 00pa3oBaTelbHONW OpraHU3aIH €XKeroTHO
B JABYX 9K3EMIULIPAX.
[lo 3™ omucsiM moApa3aeeHns CIAIT JOKYMEHTHI B apXUB 00pa30BaTeIbHOW OpraHU3aLuy.
OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KAUeCTBEHHOE COCTaBJICHHE OMHCEH el CTPYKTYPHBIX MOApa3/ieiIeHHUN
HECYT PYKOBOJMTEINN 3THUX MOApa3eNeHH.
11.10. Ilepen BHeceHHEM 3aroJIOBKOB A€ B ONUCH HPOBEPSIOTCA KauecTBO (popMupoBaHusi U oopmMieHus aed,
COOTBETCTBHE KOJHMYECTBA JeJl, BHOCHMBIX B ONHUCh, KOJWYECTBY 3aBEICHHBIX JI€1 II0 HOMEHKJIAType
00pa3oBaTeIbHON OpraHU3aIInH.
[Ipu npocMoTpe J1en NpOBEPSIFOTCS:

e COOTBETCTBHE 3arojOBKa JIeNla COAEPKAHUIO TOKYMEHTOB B JIEIIE;

e TPaBUIBHOCTH OQOPMIICHHS U TPYIIIIUPOBKH JOKYMEHTOB, BKIIOYEHHBIX B JEJI0;

e Ka4yecTBO MOAIMIMBKY WM MEPETyIeTa Jena;

e TPaBUIBHOCTb HYMEPALIWH JINCTOB JIENA;

e HaIWYHE B Jelie B HEOOXOUMBIX CITydasX BHyTPEHHEH ONHCH;

e TPaBUIHHOCTH O(hOpMIICHHS OOJI0XKKH JIeNa;

[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbINA
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¢ HaJW4Ke U MPaBUILHOCTH O()OPMIICHUS JHCTa-3aBEPUTEIIS Aea.
B ciiyuae oOHapykeHUsI HapylleHHS yCTAaHOBJIEHHBIX MpPaBWUI (HOPMHUPOBAHUS W OPOPMIICHHUS €T OHM JOJIKHBI
OBITh YCTpaHEHBI.
B cnyuae oOHapyeHHSI OTCYTCTBHUS €Jl, YUCIALIMXCS I10 HOMEHKIAaType nen oOpa3oBaTeNbHOH OpraHu3aluy,
CTPYKTYPHBIM MOJpa3JielieHreM IPUHUMAIOTCSI MEPHI IO UX po3bicky. OOHapyKeHHBIE JeTia BKIIOYAIOTCS B OIMKCH.
Ecnu mpussATEIE MEpBl HE Jaly PE3yJIbTaToOB, TO HA HEOOHAPYKCHHBIE JieJla COCTABJIIETCS! CIpaBKa O IMPUYMHAX
OTCYTCTBHS A€J, KOTOpasl MOAIMCHIBACTCSI PYKOBOIUTEIEM CTPYKTYPHOIO MOIApPA3JeNCHHUs U IEePEeNaeTCsi BMECTe
C ONKCHIO AT CTPYKTYPHOTO NOApa3/IeTieHNs] B apXUB 00pa30BaTENbHON OpraHU3alny.
11.11.I1pu cocTaBieHUHU OMUCH JIENT COOIIOIAI0TCS CIICAYIONINE TPECOOBAHUS:
e 3aroJIOBKH J€J B OIIMCH IOJDKHBI COOTBETCTBOBATH 3arojIOBKAM i€l B HOMEHKJAType Hell U TOMY, YTO
BBIHECEHO Ha O0JIOKKY, B COOTBETCTBUH C TIPUHSITON CXEMON CHCTEeMaTH3alINH;
e Ka)/10€ JIeJI0 BHOCHUTCSA B ONHCH IIOJ] CAMOCTOSATENIBHBIM IMOPSIKOBEIM HOMepoM. Eciau neno cocrout
U3 IByX U Ooyee dYacTed WJIM TOMOB, TO KaXJasi 4YacThb WM TOM BHOCHTCS B OIUCh IIOA
CaMOCTOSITETIbHBIM HOMEPOM.
11.12. I'pads! omucu 3amonHsAIOTCS B TOYHOM COOTBETCTBUU C TEMH CBEJICHUSIMH, KOTOPBIE BBIHECEHBI HA OOJIOKKY
nena.
11.13. IIpu BHECEHUU B ONKCh NOAPSA €1 C OAMHAKOBBIMU 3ar0JIOBKAMHU MULIETCS OJHOCTBEO 3ar0JIOBOK MEPBOTO
Jernia, a Bce OCTallbHBIE OJTHOPOAHBIC Jiela 0003HA4Yal0TCs ciaoBaMu «To e», IPU 3TOM JPYTHe CBEJCHHUS O Jeiax
BHOCSITCSI B OTKCH MOJTHOCTHIO (Ha Ka)KJJIOM HOBOM JIMCTE OITUCH 3arojIOBOK BOCIIPOM3BOIUTCS MOTHOCTBIO).
11.14. I'pacha ommucu «IIpumedanue» UCTIONB3yETCS AT OTMETOK O TIpHeMe JIeJl, 00 OCOOCHHOCTSIX UX (DH3HYECKOTO
COCTOSIHMS, O TepeIade el APYruM CTPYKTYPHBIM TOAPA3/ICICHUAM CO CChIIKOM HAa HEOOXOIUMBIH aKT, O HATUYHH
KOIIMU U T. 1.
11.15. B koHue omucu Bciel 3a MOCIEOHEH OMHUCATENIbHOM CTaThed JeNaeTcs WUTOroBas 3aluch, B KOTOPOH
yKazblBaeTcst (LuppaMu ¥ MPOMHUCHI0) KOJMYECTBO A€, YUCISIIUXCS MO ONUCH, NIEPBbIM U NOCIEAHUNA HOMEpa Jei
MO OMKCH, a TaKKe OroBapUBAalOTCS OCOOCHHOCTH HyMepalud Jell B ONHCH (JUTEpHbIE HOMepa el
Y TIPOIMYyLIEHHbIE HOMEPA).
11.16. Onuce aen CTpyKTYpHOTO MOApa3AeieHUs MOAMNKUCHIBAETCS PYKOBOJUTEIEM CTPYKTYPHOIO NOAPA3ACICHUS.
Onucu CTPYKTYpHBIX TOApA3JEIEHUN CIIy’KaT OCHOBOM I COCTaBJIEHHS TOJOBOTO paszjena OIWCH el
00pa3oBaTeIbHON OpraHu3alluy, MPEIUCIIOBHS, TUTYJIBHOTO JIUCTA, MOJArOTOBKAa KOTOPOTO BO3JIaraeTcs Ha apXHB
00pazoBaTeIbHON OpraHu3alny.
11.17. Ilo pe3ynbTraTtam 3KCIEPTHU3bI LIEHHOCTU JTOKYMEHTOB COCTAaBIISIOTCS] OMMCH el IIOCTOSIHHOTO, BPEMEHHOTO
(cBbimie 10 j1eT) XpaHeHHUs U 110 INYHOMY COCTaBY, a TAKXKE aKThl O BBIJEJIICHUH JIEN K YHUUTOKEHHIO.
11.18. AKT 0 BBIAEIEHUH K YHUUITOXKEHHUIO JOKYMEHTOB COCTaBJISICTCS, KaK MPaBUIIO, HAa BCE Jie1a 00pa3oBaTelbHOM
opranmsauuu. Eciay B akTe yka3aHbl J€ja HECKOJIBKMX CTPYKTYPHBIX NOApAa3feNeHUH, TO Ha3BaHHWE Ka)JIOTo
CTPYKTYpPHOTO TMOJpa3/ieieHns yKa3bIBaeTcsa Mepe] TPYIIOo 3arojOBKOB JEJI 3TOTO MOAPAa3JIeNeHUs. 3aroJloBKH
OAHOPOAHBIX JCJI, OTO6paHHBIX JId YHUYTOXCHHUSA, BHOCATCA B aKT IIOI O6HII/IM 3aroJIOBKOM ¢ yKa3aHUEM
KOJINYECTBA /€], OTHECEHHBIX K AaHHOH rpymie. Jlena BKII0YaloTCs B aKT O BBIAEICHUH UX K YHUUTOXEHUIO, €CITU
MIPEAYCMOTPEHHBIN IS HUX CPOK XpaHEHWs MCTEK K | SHBaps rojaa, B KOTOPOM COCTaBII€H aKT, MpHU HAIUYUU
YTBEPKACHHON (COTJIacOBaHHOW) OMMCH 3a 3TOT MEPHUOA. AKT O BBIACICHHWH K YHHYTOXKEHHMIO JIOKyMEHTOB
coctaBisieTcs ¢opme, ycTaHOBIeHHOM IlpaBuiamMu oOpraHu3auMd XpaHEHMs, KOMIUIEKTOBAaHUS, YydeTa
W MCIIONb30BaHUSl JTIOKYMEHTOB ApxuBHOro (onzaa PO u npyrux apxuBHBIX IOKYMEHTOB B rOCYJapCTBEHHBIX
opraHax, OpraHax MECTHOIO CAMOYIPABJICHHsS U OpraHU3alUsX, YTBEPKICHHbIMM IpukazoM Pocapxusa
ot 31.07.2023 Ne 77.
CornacoBannsle K 00pa3oBaTenbHON OpraHM3alM aKThl YTBEP)KOAIOTCS PYKOBOAMTENEM 00pa30BaTEIbHOM
OpraHvs3anuvu Mnpyu HaJIUW4YUKU YTBCPKICHHBIX onucen JCJI TOCTOSIHHOI'O XPaHCHHUA M COIJIaCOBAHHBIX onucen pI(SA) |
0 JIMYHOMY COCTaBY 3a TOT K€ MEepHUOJI, MOoCcie 4ero o0pa3oBareNbHas OpraHu3alys UMEEeT NMPaBO YHHUYTOXKATh
Jienia, BKIIIOUEHHBIE B JAHHBIE aKThI.
[Torpy3ka u BBIBO3 Ha yTHIIM3AIMIO OCYIIECTBIISIOTCS 0] KOHTPOJIEM OTBETCTBEHHOTO 32 apXHMB 00Pa30BaTEIbHOM
OpTraHM3aliY WIA OTBETCTBEHHOTO 32 JAEIOMPOU3BOCTRO.

12. Ilepenavya NOKyMEeHTOB Ha XpaHeHHe B MYHHIMNAJIBHBIN apXUB
12.1. Ilepenaua Ha xpaHeHHWe B MyHHIMNAIBHBIN apXWB DHCKOW 00JACTH TOJUIEXKAT JTOKYMEHTHI BPEMEHHBIX

(CBLIIHC 10 J'IGT) CPOKOB XpaHCHHA, B TOM YHCJIC IO JIMYHOMY COCTAaBY, €CJIM MHOC HC YCTAHOBJICHO ﬂeﬁCTBYIOHlHM
3aKOHOAATCIbCTBOM.
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12.2. Hepeﬂal{a JCII B MyHI/IHI/IHaJ'IBHI:Jﬁ APXUB OCYHICCTBIIACTCA MO aKTy NprUEMa-nepeaaiu apXuBHbIX TOKYMCHTOB
Ha XpaHCHUEC U B 3apaHCC COIrNIaCOBAHHBIC ¢ MYHHUIIUITIAJIbHBIM apXHUBOM CPOKH.

13. Ucnonb3oBaHue JOKYMEHTOB apXHBa 00pa30BaTe/IbHON OpraHu3auuu

13.1. JlokyMeHTBI W Jena, HaxOoJsAIIMeCs Ha XpaHCHUU B apXWBE, MPEICTABIISIOTCS PaOOTHHKAM CTPYKTYPHBIX
roApazaeneHui Il paboThl B MIOMEIICHUH apXWBa WM BO BpeMeHHOE (He 0ojlee MecsIa) IOJIh30BaHHE BHE
apxuBa O] PaCcIHCKy B )KypHaje y4era Beigauu jaen (mprtoskenue Ne 11).

13.2. PabGoTHukM 00pa30BaTENbHONW OpraHU3allM¥ HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTH M IPABWILHOE
WCIIOJIb30BAHUE MTOJTyICHHBIX aDXUBHBIX JOKYMEHTOB,

13.3. V3psATHE MOKYMEHTOB W3 apXWBHBIX JEJ, Mepenada pabOTHHKAM CTPYKTYpPHBIX MOAPA3IEICHUN apXHBHBIX
JIOKYMEHTOB WJIM UX KOIIUH paOOTHUKAM JIPYTHX OpraHu3aiuii 0e3 pa3penicHus pyKOBOJICTBA HE IOy CKAeTCs.
13.4. Ilpu paboTe ¢ apXUBHBIMU JOKYMEHTAMHU HE pa3peliaeTcs BHOCUTh B HUX TPaBKY, JieJaTh IOMETKH, paboTaTh
C HAMH BHE CITy’)K€OHBIX TOMETIEHHH.
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[Ipunoxxenne Ne 1
K VHCTpyKLIMU IO AE€TONIPOU3BOACTBY

biank moxanbHOro axkra

MynununanbHoe 010KeTHOE 00pa30BaTeIbHOE YUPEKICHUS
«Ixomnay
(MBOY LIKOJIA)

YTBEPKJAIO !

(IOIDKHOCTB PYKOBOIUTEIIS)

2
(moamnuce) (M1.0. ®amunius)

(mara) 3

HOJOXKXEHME/MIOPAJOK/MHCTPYKIUA

0
1. O0ue moJiosKeHust
I.1..
1.2...
2. Hazpanmue pa3nena
2.1...
2.2..
3. HazBanue pa3jaena
3.1..
3.2..
4. Ha3Banmue pazgena
4.1...
4.2..
5. Ha3Banmue paznena
5.1...
6. Hazpanmue pasnena
6.1...
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[Ipunoxxenne Ne 1
K [Tonoxenuto/Ilopsnxy/UHCTpYKITHH

3aro/1I0BOK MPHII0KEHHUS

TekcT NPUI0KEHUA

Ha GraHke JOKyMEHTa MOXKET POCTaBIIATLCS PeKBU3UT «I'pud cormacoBaHus foKyMeHTa». PekBusut opopmiisiercs no tpedoBanusam mynkra 5.20 TOCT P 7.0.97-2025.

1. IIpu yTBepKJIeHUU JOKYMEHTa JO0JKHOCTHBIM JIMLIOM Ipu¢ yTBepskaeHus coctout u3 ciosa Y TBEPXKIAIO; HauMeHOBaHYS HOJKHOCTH JIMILA, YTBEPHKAAIOIIETO JOKYMEHT; €ro

HOJINCH; NHUIKAIOB; (paMHIIMK U 1aThl yTBepskaeHus (1. 5.16 TOCT P 7.0.97-2025).
2. Vinunmans! nuimyT nepen Gpamuueit (m. 5.16 TOCT P 7.0.97-2025).
3. Jlata TOKyMEHTA 3aIUCHIBACTCS B [IOCIEIOBATEILHOCTH: ICHb MECSLIA, MECSL, KaJICHIAPHBIN IO/ OAHUM U3 JABYX CIOCOOOB:

— apabckumu udpamu, pa3aeneHHpIMU Toukoit: 05.06.2026;

— CJI0BeCHO-IU(POBEIM criocoboM, HarpumMep 5 urons 2026 r. (1. 5.10 TOCT P 7.0.97-2025).

[Ipunoxxenne Ne 2
K MHCTpYKLUH 110 AETIONPOU3BOACTBY

brnank npukasza

MyHuIMnaibHOe 0I0/PKeTHOE 00pa30BaTeIbHOE YUPEKICHUE
«llenTtp obpazoBanus Ne 1»
(MBOY HLIKOJIA)

IMPUKA3

(mata) !

(MECTO COCTaBJICHHS)

3aro;i0BoK *
[Ipeambyna
I[TPUKA3BIBAIO:

1. (mpunmoxkerne Ne 1),
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4. KoHTpoIIb NCTIOJTHEHHS HACTOSIIETO MPHUKa3a

(OIDKHOCTB PYKOBOIUTEIIS) (moanuce) (1.0. ®amunus)

BuoenoNe  3a20  rox*

(1OJKHOCTB)

(nmoanuce)

.20

[Ipunoxenue 1

K MIpHUKa3y

oT No

3aro10BOK NpUJI0KeHUs

1. lata 10MKHA COOTBETCTBOBATH JaTe TONMCAHMS JOKyMeHTa. JlaTy yKka3biBaioT B opmaTe JeHb, MecAll, rojl. Mcnonb3yiiTe 01MH U3 JIBYX CIIOCOOOB:
— apabckue nudpsl, pazaenenHbie Toukoi: 05.06.2026;

— cJioBecHO-IIU(poBOii criocod, Hanpumep 5 uroHs 2026 r. (11. 5.10 TOCT P 7.0.97-2025).
2. YkaspiBaroT udpoBoii nim OykseHHO-1M(poBoii uaeHTHdUKaTOp JoKymenTa (1. 5.11 TOCT P 7.0.97-2025).

3. 3aroyI0BOK K TEKCTYy — KPaTKOE COAEPKAaHUE TOKyMEHTa. 3arojoBoK K TeKcTy Gopmyiupyercs ¢ npeuioroM «O» («O6») n oTBeyaet Ha Borpoc «o yeM?» (1. 5.17 TOCT

P 7.0.97-2025).

4. OnpenensiioT MeCTO XpaHEHHUs JOKYMEHTa, KOT/la 3aKaH4YMBAIOT ¢ HUM paboTtaTh. BriounTe B OTMETKY:
— cioBa «B nmeno»;
— MHJIEKC J1e/1a 110 HOMEHKIIATYpe € YKa3aHUEM roaa;

— JOJDKHOCTB OTBETCTBEHHOTO JINIA, ero noanuck u aaty (. 5.30 TOCT P 7.0.97-2025).

[Ipunoxxenne Ne 3
K MHCTpYKIINY 110 JIeTIONIPOU3BOJICTBY

birank npoTtokona

MynunumnanbHoe 010/KeTHOEe 00pa3oBaTeIbHOE YUPEKICHUE
«llenTp obpazoBanus Ne 1»
(MBOY LIKOJIA)

MMPOTOKOJI

Haspanwue koyuiernanpbHOTO oprana (KOMUCCHH, paboueii rpyIbl U T.11.)

[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbIA
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No
(mata)
(MecTO COCTaBIICHHS)
IIpencenarens: ®amumus 1.0.
Cexkperapb: ®amumus 1.0
[IpucyrcrBoBamm: ged1. (CITUCOK TPHIIaraeTcs)
OTCyTCTBOBAIH:
HOBECTKA JHA:
1. Bompoc
2. Bonpoc
XO4 3ACEJAHUSA

IO BOITPOCY Ne 1

CJHIYHIAJIA:

®amunus 1U.O. — TeKCT 1oKIaaa NpuiIaraercs.
BBICTYIINJIN:

N.0. ®amunug — xpartkast 3anuch BBICTYIUIEHHUS (OT TPETHETO JIMIIA €AMHCTBEHHOTO yKcia). Bompockl, OTBETHI
(mpUBOASATCS B MOPSAKE MOCTYIUICHUS).

MMPOI'OJIOCOBAJIA:

3a 132 — «___ », IPOTHUB —
«___», BO3JICPIKAIHCh — «___ ».

PEHINJIN:
1.1. Onucanue peuieHus o BOIPOCY

1.2. Onucanue peueHus no BOIpocy

[Ipeacenarens IMoanuce N.0. ®amunug
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Cexpertappb [Moamnuce N.0. ®amunus

IIpunoxenue Ne 4
K MHCTpYKIIUH O JAETONPOU3BOACTBY

biank ssBouHOrO IHCTA

SIBOYHBIN JIUCT

Haspanwne komernanbHOTO Oprana (KOMUCCHH, padoUeil TpyIbI U T.11.)

(TIPOTOKO OT «___ » 20 roga Ne 00)
Ne
u/n dD. . O. JomxkHoCTD IMoanucek
1
2
3
4
5
6
7
8
9
10
11
IIpencenarens IMoanucs N.0. Gamunms
Cexpertapn IToamuce N.0. Gamunms
IIpunoxenue Ne 5
K MHCTpYKIUU IO TETIOPOU3BOACTBY
bnank nuckMa — po10HOTO
MynunumnanbHoe 010/KeTHOEe 00pa3oBaTeIbHOE YUPEKICHUE
«IlenTp obpazoBanmst Ne 1»
(MBOY LIKOJIA)
WNuxenepnas yi., . la, r. OHck, 123456
[okyMeHT co3aaH B anekTpoHHow copme. Ne 16 ot 05.11.2025. UcnonHutens: bensHnHosa C.H. B I/IEKTPOHHbBINA
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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

No
(nara) (HOMeED) (®. 1. O. (xomy))
Ha Ne oT
(ampec)
YBaxkaeMebrii(as) !
C yBaxkeHueM,
(OIDKHOCTH PYKOBOIUTEIIS) (mozanucek) (. 1. 0.

®. U. O., 10IDKHOCTb,

(Tenedon)

[Ipunoxxenne Ne 6
K MHCTpYKIIMU TI0 IEJIONPOU3BOICTBY

bnank yBenomiieHust — Npoa0abHOTO

MynunumnanbHoe 010/KeTHOEe 00pa3oBaTeIbHOE YUPEKICHUE
«Uentp obpazoBanust Ne 1»
(MBOY LIKOJIA)
WNwnxenepnas yi., . la, r. OHck, 123456
Ten./bakc: 8 (495) 123-45-67; e-mail: office@shkola.ru; http://www.shkolaco3.ru
OKIIO 12345678; OI'PH 1234567890123; MHH/KIIII 1234567890/123456789
No
(mata) (HOMep) (®. U. O. (xomy))
[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbINA
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(anpec)
(3aro0BOK)
YBaxkaeMebrii(as) !
C yBaxxeHueM,
(OIDKHOCTH PYKOBOIHUTEIIS) (ToAmucs) (®.1.0.)

C yBeIOMIICHHEM O3HAKOMIICH(a):

(TIOAATHCE) (®.1.0.)

(mata)

QKSGMHHHP YBCAOMIJICHHS MOJTyYIMJIA:

(TIOAATHCE) (®. 1. 0.

(mata)

®. U. O., 10IKHOCTE,

(tenedon)
IIpunoxenue Ne 7
K MHCTpYyKIIMU O JIETONPOU3BOACTBY
bnank s)xypHana peructpaiydu BXOJAIIAX JOKYMEHTOB
7KypHa.11 PerucCTpainuvuu BXoaAIuX JOKYMECHTOB
[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbINA
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Hagar 20 roja
OxoHueH 20 roja
Pe3osronust
WIH KOM
Jara y
Hara HaIpaBJIgeTCH
NOCTYIICHUS Kparkoe OtMmeTKa 00
Nen/m .. | 1 HOMep Koppecnongenr JOKYMEHT
AOKYMeHTAa/BXOAAIIHH cojepiKaHue HCITIOJTHEHUH
HOMep JOKYMEHTAa (moamuce,
YI0CTOBEPAIOIIAA
NoJIy4yeHue)
1 2 3 4 5 6 7
IIpunoxenue Ne 8
K MHCTpYKLUH 10 AETIONPOU3BOACTBY
biraHK >)xypHasIa perucTpanyuy HCXOIAIIUX TOKYMEHTOB
MynunumnanpHOe 010KeTHOEe 00pa3oBaTeIbHOE YUPEKICHUE
«Ikomna»
(MBOY LIKOJIA)
KypHana perncTpanum McXoasiliuX J0OKYMEHTOB
Hauar 20 roga
OxoHYEH 20 roga
Jdarta u HOMep
Ne ara PerucrpannonHbIii Kpatkoe OKyMeHTa, Ha OTtMeTKa 00
A pan Anpecart P JOKymenTa, HUcnonHuTe H
/11 | JOKyMeHTAa | HoMep J0KyMeHTAa coJepakaHue | KOTOPBIH HCNIOJTHEHUH
JAaH OTBET
1 (2 3 4 5 6 7 8

IIpunoxxenne Ne 9
K MHCTpYKIINY 10 JIeTIONIPOU3BOJICTBY

[okyMeHT co3aaH B anekTpoHHow copme. Ne 16 ot 05.11.2025. UcnonHutens: bensHnHosa C.H.
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Biask )xypHana yyera ne4areid v ITamIoB

MynununanbHoe 010PKeTHOE 00pa30BaTeIbHOE YUPEKICHUS
«Ixomay»
(MBOY HLIKOJIA)

Kypnan y4yera neyareil M IITAMIIOB

Haugar 20 romaa
OxoHueH 20 romaa
PesyabTar
HaumeHoBaHu Y OT1THCcK
HaumeHnoBau bl N
e . neyarei
ue Iloanucek, | exxeroanoi | OTMeTKa 00
OTTHCK | moapasaeneHn (ImTamMmnos)
Ne | meuaru YI0CTOBE |MPOBEPKH | YHUUTOKEHH Mpum
ne4yaTu | s, JUIA
n/ | (wrammna), pAIIasg | HAJIUYUAA | M, e
mTaMN | J0JLKHOCTH . YHUYTOKEHU
Nn | KHUOHATOP NMoJIy4eH! |meyaTreid 1 | HOMep JyaHmue
a) noJiyyartejs u s,
3aKasa, 1aTa e, 1aTa ITAMIOB, | aKTa U JaTa
hamunus aara
MOCTYNJIeHHUS aaTa
MoJIy4aTes BO3BpaTa
MPOBEPKH
1 (2 3 4 5 6 7 8 9

[punoxxenue Ne 10
K MHCTpYKIINY 110 JIeTTONIPOU3BOJICTBY

BbraHK KOppEeKTUPOBOYHOTO IUCTA HOMEHKIATYPHI JIEN

YTBEPXKIAIO
(HaMMEHOBaHHE rOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPABIICHUS, (HaMMEHOBaHHUE JIOJDKHOCTH PYyKOBOJHUTEIIS
opral-msauml) HWJIX HTHOT'O YTIOJTHOMOYEHHOT'O UM J'l]/ILla)

MN3MEHEHUSA U JOITOJTHEHUA ; : ( . :

MOAIUCH pacmn@poBKa MOANKUCH
K HOMEHKJIATYPE JEJI
Ha 20 TrONI

- (nara)
KonuuectBo Cpok xpaHeHHH
HNupexc
1ena 3aroJioBok aena TOMOB u Ne ctaTtu no IIpumeyanus
(uacreii) nepevyHIo
[okyMeHT co3aaH B anekTpoHHow copme. Ne 16 ot 05.11.2025. UcnonHutens: bensHnHosa C.H. B I/IEKTPOHHbBINA

CrpaHunua 39 us 42. CTpanuua cosgara: 05.11.2025 13:55 =¥ TATAPCTAH
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(HaI/IMCHOBaHI/IC JOJKHOCTHU PYKOBOAUTEIISA CJ'[y)K6LI JCIONPOU3BOACTBA

(ToAmucs)

OpraHU3aLMH)

(mara)

Bwuza pykoBoauTens (JIua OTBETCTBEHHOTO 33 apXUB)

(HaUMEHOBAHHUE JIOJDKHOCTH)

(paciudpoBKa MOAIKCH)

(TIONHUCH) (pacur)poBKa MOAIKCH)
(nara)
[punoxenue Ne 11
K MHCTpyKUIHU 1O 1€TONPOU3BOACTBY
bnank xxypHana ydera BbIAaUU JOKYMEHTOB
MyHunmnaipHoe 010KEeTHOE 00pa30BaTEIbHOE YUPESKICHNE
«Uentp obpazoBanust Ne 1»
(MBOY LIKOJIA)
KYPHAJI YUETA BbIJTAYH JEJI
M3 apXuBa 00pa3oBaTeIbHON OpraHu3auuu
Hagar 20 roja
OxoHueH 20 roja
Pacnucka | laTa Pacnucka
Hara Komy
Ne n/m ®oua Ne | Onuch Ne | [leao Ne B MOJIyYE€HUM | BO3BPaTa | B BO3BPALlleHNHU
BbIIAYHM 1] BBIIAHO
aeJia aeya aeJia
1 2 3 4 5 6 7 8 9
[okyMeHT co3aaH B anekTpoHHow copme. Ne 16 ot 05.11.2025. UcnonHutens: bensHnHosa C.H. B I/IEKTPOHHbBINA
CTpaHnua 40 13 42. CTpaHuua cosgana: 05.11.2025 13:55 =¥ TATAPCTAH
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Hroro B TOJIy BBIIAHO Ien

(urdpamMu U IPOIHCHIO)

HaumenoBanue JOKHOCTH JIMLA, COCTABUBILIETO
BHYTPEHHIOIO IToanuce N.0. ®amunus
OIIUCh JOKYMEHTOB JieJia

[okymeHT co3aaH B anekTpoHHon chopme. Ne 16 ot 05.11.2025. UcnonHutens: bensiHuHosa C.H. 0 AIEKTPOHHbIA
CrpaHuua 41 u3 42. CTpanuua cosgara: 05.11.2025 13:55 =¥ TATAPCTAH



Jluct cornacoBaHus k gokymeHTy Ne 16 ot 05.11.2025
WHnunaTop cornacoBanus: bensiHmHosa C.H. [upekTop
CornacoBanune nHngumnposaro: 05.11.2025 13:55

Jluct cornacoBaHus Twvin cornacoBaHusa: nocnegoBaTesibHOe
N° (0] [e] Cpok cornacoBaHus Pe3ynbTaT cornacoBaHus 3ameyvaHus
iMNoanucaHo
1 BensHuHoBa C.H. A

05.11.2025 - 13:55

[okymeHT co3paH B anekTpoHHon copme. Ne 16 ot 05.11.2025. NcnonHutens: bensHuHosa C.H. N IIEKTPOHHbIA
CrpaHuua 42 u3 42. CtpaHuua cosgana: 05.11.2025 13:55 =¥ TATAPCTAH



