MyHHIHNA1LHOEe ABTOHOMHOE I0IIKO/ILHOE 05pPa30BaTe/lbHOE ypeKIeHHe
«JleTckuii can Ne 308 koMOUHHPOBAHHOIO BHIA
¢ TATAPCKHM SI3bIKOM BOCTIMTAHHS H 00y4eHHs
ABHacTpoHTeabHOro pafiona r. Kazanu
(MAJIOY «letckuii cag Ne 308»)

rit caym Ne 308»

\ : f.P.Eaﬂyprﬂuuosa

oy /f’ 20231, No FF -0

MNOJIOKEHNE (MHCTPYKIIWS) Ne 2.13
no geionpoussoacrsy 8 MAIOY «/lerckuii can Ne 308»

. 1. O6He 1MoJI0KEeHH.
1.1. Tlonoxkenue (uMHCTPyKLEs) mo Aeionpoussonctsy B MAJIOY «Jletckuii can Ne 308»
(manee — MHCTPYKUMS) yCTaHABIHBAET CIHHYIO CHCTEMY JCJIOIPOM3BOACTBA H MOPALOK
MOATOTOBKM, O(OPMIIEHHS, MPOXOXKASHHSA, KOHTPOIS 3a HCIONHEHHEM, Y4eTa. XpaHeHus,
H3TOTORIICHHS, KOIHPOBAHHS M THPKHPOBAHHSL CITYKeGHBIX JIokyMeHTOB B MAJIOY «/letckuit
cax Ne 308» (manee — MAJIOVY).
1.2. TlonoxeHue pa3paboTaHO B COOTBETCTBHM C TpeOOBaHMAMH (elepanbHBIX 3aKOHOB
or 22.10.2004 Ne 125-®@3 «OG6 apxuenoMm nene B Poccuiickoii ®enepauuu», or 27.07.2006
Ne 149-03 «O6 uapopmanyi, HHPOPMALMOHHBIX TEXHONOTHAX H O 3AlIMTE HHQOpMALUM»,

- ot 02.05.2006 Ne 59-@3 «O nmopsake paCCMOTpCHH;[ oOpamienuit rpaxaaH Poccutickoi
®epeparmmy, ot 01.06.2005 Ne 53-@3 «O rocynapcTseHHOM si3bike Poccuiickolt Qefepaluny.
o1 06.04.2011 Ne 63-®3 «O6 31eKkTpoHHOH noxmuck», [IpaBWI OpraHu3alMu  XpPaHEHHS.
KOMIUICKTOBAHMS, YUeTa H UCIONB30BaHMs HOKyMeHTOB ApxusHOro douna Poccriickoii
deepald U APYTHX aPXHBHBIX JOKYMEHTOB B IOCYJapCTBEHHEBIX OPraHax, OpraHax MeCTHOro
CaMOYIIPAaBICHAs U OPraHH3alMaAX, YTBePKIeHHEIX IpHKazoM Pocapxmea ot 31.07.2023 Ne 77,
HAHOHAIBHBIX CTaHaapro Poccuiickolt Memepanuy 1o yupasieHHO moxymentamu: 'OCT
P 7.0.8-2013 « CUBU]I. Jlenonpou3B0ICTBO H apXHBHOE 1es10. TepMUHbBL B ONpeieIeHuMsI», rocTt
P 7.0.97-2016 «CUBUJI. Opranu3alMOHHO-PACTIODAMUTENbHAS HoKyMeHTanus. TpeGosanus
K 0()OPMJIEHHIO JTOKYMEHTOBY.
1.3. TIpumenenue [lonokenus 10KHO COcO6CTBOBATE (JOPMHPOBAHHIO OQHIHAIBHO-AETIOBOIO
CTHIS JOKYMEHTOB. TIOArOTABIHBACMBIX B 00pa30BaTeNbHOM OPraHH3allHH: COKpaLleHHIO 3aTpaT
TPYIa M CPecTB B MPOLECCe CO3aHHs JOKYMEHTOB. Ilonoxenne spaseTcs o0A3aTelbHBIM 11
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ucnoiHeHuss padorHukamMu MAJIOY, OCYIIECTBISIIOIMIMMU HOATOTOBKY U O(OpPMIICHHE
JIOKYMEHTOB.

1.4. Tlonmo)xeHUe pacHpOCTPAHAIOTCA Ha OPraHU3alui0 paboThl C JOKYMEHTaMH HE3aBHUCHUMO
OT BHJa HOCHUTENS, BTOM YHCJIEC OJICKTPOHHBIMH JOKYMEHTAaMH, BKIIOYasi IIOATOTOBKY,
00paboTKy, XpaHEHHE W UCIIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBISIEMBIX C MPUMEHCHUEM
WH(POPMAIIMOHHBIX TEXHOJIOTHH.

1.5. OcobeHHOCTH pabOThI C TIOKYMEHTAMH, COJICP KAIllMMUA KOH(GHACHITHAIBHYIO WH(OPMAIIHIO
(cykeOHYI0O W WHYIO TaiiHy, MEepCOHANBHEBIC JaHHEIE), PETyJIUPYIOTCS JIOKATHBHBIMA aKTaMU
(MHCTPYKIIUSIMHU, TTOJIOKEHUSIMHE, TIPAaBIIIaMU), YTBEpKIaeMbIMU 3aBenyromeir MAJIOY .

1.6. TpeOGosanuss IlonoxxeHuss k paboTe c OyxraaTepckol U Apyrod  cHenHalbHOI
JIOKYMEHTAIUEH pacipOCTPAHSIOTCS JUIIb B YaCTH OOIIUX IMPUHITUIIOB PA0OTHI C TOKYMEHTAMH,
a TaK)Ke MOJrOTOBKHU JOKYMEHTOB K Iepeiaue Ha apXUBHOE XPaHCHHE.

1.7. OTBETCTBEHHOCTh 3a OPTaHMU3AIMIO W COCTOsSIHUE JenonpousBojcTBa B MAJIOY Hecer
3aBenyromIas, KoTopas:

. yTtBepxkaaet [lomoxxeHue mo 1enonpou3BOICTBY U HOMEHKIaTypy Aeia MAJIOY;

. oOecrieunBaeT BHEAPEHUE U KOHTPOIHUPYET COONIOIeHHe TpeOOBaHUN HACTOSIIETO
[TomosxeHns U TOCYTapCTBEHHBIX CTAaHOAPTOB;

. MIPOBOJMUT IPOBEPKY COCTOSIHUSA NiesionpousBoacTtsa B MAJIOY;

. obecreunBaeT METOAUYECKOE PYKOBOJCTBO, MHCTPYKTAXX U KOHTPOJIb 3a COOIIOECHUEM
YCTaHOBJIEHHOT'O ITOpsiika paboTsl ¢ nokymeHTamu B MAJIOY;

. VHUIUHPYET MOBBIIICHUE KBATU(UKAIIUY paOOTHUKOB IO BOIIPOCAM JEJIONPOU3BOJICTBA;
. YIOCTOBEPSECT MOAIUCHIO U MIEYaTHIO JOKYMEHTHI.

1.8. HenocpencrBenHo BeneT nenornpouszBoaAcTBO B MAJIOY o0OTBETCTBEHHBIM 3a BeJCHHE
JICJIONPOU3BOJICTBA (J1aJiee — OTBETCTBEHHBIN 3a JICJIONPON3BOJICTBO), KOTOPBIH Ha3zHAadaeTCs
npukazoMm 3asenytomieit MAJIOY. OtBeTcTBEHHBIN 3a JIEIOMPOU3ZBOJACTBO B COOTBETCTBUH
C BO3JIO>KEHHBIMM Ha HEro 3ajadyaMu:

. OCYIIECTBIISIET PETUCTPALIAIO U YUET TOKYMEHTOB;
. OpraHu3yeT JOKYMEHTO000poT, GOpMUPOBaHUE AEJ, UX XPAaHEHHUE;

. OCYIIIECTBIISIET TeKYIIUN KOHTPOJIb 3a CBOCBPEMEHHBIM paccMoTpeHrueM
U TIPOXOXKAeHUEM NoKyMeHTOoB B MAJIOY;

. obecrieynBaeT COOJIIOJICHUE CAUHBIX TPeOOBAaHUN IO MOATOTOBKE JTOKYMCHTOB
U OpraHu3aInuy paboThl ¢ HUIMU B YCIIOBHSX AJIEKTPOHHOTO TOKYMEHTOO00POTA;

. 000061maeT nHGopMaIu 00 00beMax TOKYMEHTOO00POTa;

. opranuzyer (GOpPMHpOBaHHWE W XpaHEHHWE JOKYMEHTAIlMOHHOro  (OHIAa | ero
HCTOJIb30BaHUE.

1.9. Ilpu yxoze B OTITYCK, B CIydasiX JJIMTEIBLHOTO OTCYTCTBHS PaOOTHHKA OTBETCTBEHHOTO 3a
JIEJIONPOU3BOJICTBO PaOOTHUK 00sA3aH MepenaTh BCe HaXOMISIIMECS Y HUX JOKYMEHTHI JPYyroMy
paboOTHUKY TI0 YKa3aHUIO 3aBemyromieii. [Ipu yBoabHEHHH paOOTHHUKA WJIW MEPEBOJIC Ha JAPYTYIO
JIOJDKHOCTB Tiepefiada JOKYMEHTOB OCYIIECTBIISISTCS IO aKTy IpueMa-mepeiadd. AKT MpueMa-
nepenaun ogopmisiercss 1o popme, ycraHoBieHHoU [IpaBuiamu opraHuW3aldM  XpPaHEHUS,
KOMIUIGKTOBAHHS, ydYeTa U HCIOJb30BaHUS IOKYMEHTOB ApxuBHOro ¢ouma PO u apyrux
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apXWBHBIX ITOKYMEHTOB B rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBIICHUS
U OpraHu3alusiX, YTBEepKIeHHbIMU puka3oMm PocapxuBa ot 31.07.2023 Ne 77.

1.13.  OTBeTCTBEHHBIH  3a IEJIONPOU3BOJCTBO HECET MEPCOHAIBHYIO OTBETCTBEHHOCTH
3a BBINIOJIHEHUE TpeboBaHuil HacTosimero [loo)keHHusi M COXPaHHOCTh HAXOAIIUXCS Y HUX
nokyMeHTOB. O ciyyasx yTpaTbl, TOPYH 3apETUCTPUPOBAHHOTO JTOKyMEHTa PaOOTHHK 00s3aH
HEe3aMEeJINTEIILHO JOJI0XKUTh 3aBeayromeid MAJIOY.

1.14. C BHOBB NPUHATHEIMH PaOOTHHKAaMH, Ha KOTOPBIX BO3JIaraloTcs 00sS3aHHOCTH I10 BEJACHUIO
JIETIONIPOM3BOACTBA, B TEUCHHE TpPEX [MTHEH TIOCie TMIOCTYIUICHHS Ha padoTy MIPOBOIUTCS
O3HaKOMHTEIIbHAs Oece/1a IT0 BEJICHUIO Jellonpon3BoacTBa B MAJIOY.

1.15. Paborare c mokymMeHTaMHu BHE cIyeOHbIX mnomemenuit MAJIOY u BHOCHTH B HHX
HCTPaBICHUS 3aIpeIaeTcs.

1.16. BeaeHue nepenuck ¢ OpraHu3alusiMi ocylecTsisieTcs 3apeaytonied MAJIOY wiu uHbIM
YIIOJTHOMOYEHHBIMU UM JTOJKHOCTHBIMU JTUIIAMH.

1.17. Breimonuenue Hacrosimero IlomoxkeHus oOsi3aTenbHO WISl Kaxkaoro paborauka MAJIOY,
¢ ee TpeOOBaHUSIMU PAaOOTHUKH JIOJKHBI OBITH O3HAKOMIIEHBI IO OAIHUCH.

2. Joxkymentsl MAJIOY.

2.1. 3aBenyromas MAJIOY wim JHII0, UCTHIONHSIONIEE €ro OO0sS3aHHOCTH, WU3aeT JIOKAIbHBIC
aKTBI U TIPUKa3bl, 00s3aTeNbHEIC IS UCITOTHEHH BeceMu padotHukamMu MAJIOY (puimoxeHust
Ne 1, Ne 2).

2.2. Xoxn obcyaeHus BOIPOCOB Ha 3acelaHUIX KOJUIETHalIbHBIX OpPraHOB, COBETOB, COOpaHUsIX,
COBCIIAHUSAX U PEIICHUs, IPUHUMAaeMble Ha HUX, (PUKCUPYIOTCS B IPOTOKOIaX (TIPHIOKCHUE
Ne 3). Ecnu B 3acemanun ydacTByIOT Oojee 15 dyenoBek, B MPOTOKOJIE yKa3bIBaIOT HX oOliee
KOJIMYECTBO U O(POPMIISIIOT SIBOUHBIHN JIUCT (JIUCT perucrpanun) (mpuioxeHue Ne 4).

2.3. Jlnsg OCYLIECTBIICHUSI OIEPATHBHBIX CBSI3€M C APYTUMH OpPTaHU3ANUSIMU W TPpa)kKIaHaMH
HCTOJIB3YIOTCS TaKHe (POPMBI, KaK MUChMA, TeJIe(OHOTPaMMBI.

2.4, JImst OCyHIECTBIICHHUS TPHEMa, YBOJBbHEHUS, MEpPEeMEIIeHUsT paOOTHUKOB, MPEIOCTABICHUS
UM OTIYCKOB O(QOPMIIIIOTCS TPYHOBBIC TOTOBOPHI, MPHUKA3bl, 3asBICHUS, TPYIOBBIC KHUKKHU
U 1ap.

3. [IpaBuJja opopmiieHusI JIOKYMEHTOB.

3.1. OcHoBHBIE TpeOoBaHMsI 1O O(POPMIIEHUIO JTOKYMEHTOB.

3.1.1. Hoxymentsl odopmisrorcss Ha 61ankax MAJIOY u UMEIOT yCTaHOBJIEHHBIH KOMILIEKC
00s13aTEIBPHBIX PEKBU3UTOB U CTAOMJIBHBIM TOPSIAOK HX PACIONIOXKEHMs  (pacIoioKeHue
PEKBU3UTOB Ha OJIaHKaxX OpPraHU3aIlMOHHO-PACIIOPSAUTEIIBHBIX JOKYMEHTOB COOTBETCTBYET
I'oCT P 7.0.97-2016 «Cucrema CTaHJIapTOB o uHGpOpMAaInH, OHUOJIIMOTEYHOMY
U U37aTelIbckoMy nerry. Opranu3aimoOHHO-PACIIOPSIUTENbHAS JOKyMEHTanus. TpebGoBaHMs
K 0()OPMIICHHIO TOKYMEHTOB) ).

3.1.2. BMAJOY npuMEeHSIOTCS OPOIOIbHBIC OJTaHKU:

. nucbma (mpunoxxenue Ne 5);

. yBegomiieHus (npuioxkeHust Ne 6).

BnaHkn NOKYMEHTOB HM3roTaBiIHUBarOTCs Ha Oymare QopmaroB A4 (210 * 297 mm), AS (148 *
210 mm). Kaxaerit muct qokyMmeHTa, ohOpMIICHHBIM Kak Ha OJaHKe, Tak U 0e3 OylaHka, TOJKEH
AMETB TIOJIS:

. 20 MM — JIEBOE;

. 10 MM — mpaBoe;
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. 20 MM — BEpXHeg;

. 20 MM — HHXXHEE.

Hcnonp3oBanre OJIaHKOB MPOU3BOIBHON (POPMEI HE pa3periacTcs.

3.2. O¢gopmiieHue peKBU3UTOB IOKYMEHTOB.

3.2.1. ABTOp NOKYMeEHTA.

HaumenoBanne MAJIOY yka3pIBaeTcsi B TOUHOM COOTBETCTBUHM C YcTraBoM. CoOKpalleHHOe
HaMMEHOBAaHHWE B COOTBETCTBUM C YCTaBOM IIoMeacTcsa 1104 IIOJJHBIM HaAMMCHOBAHUEM
B CKOOKax.

HauMenoBaHne JOIDKHOCTH JIMIIA — aBTOPa TOKYMEHTa MCITOIB3YETCs B OJaHKaX JOJDKHOCTHBIX
JIUL U pacriojaraerca noj HaumMeHoBaHueM MAJIOY. HauMmeHoBaHHE AOJDKHOCTH JHLIA —
aBTOpa JOKYMEHTa  YKa3bIBAe€TCSI B COOTBETCTBHH C HAaHMEHOBAaHUEM, IIPUBEACHHEBIM
B PacCIOpsSIAUTENIFHOM JOKYMEHTE O Ha3HAUEHUHU Ha JOJIKHOCTb.

3.2.2. CnpaBouHble 1aHHbIe 00 MAJIOY.

CrpaBounsle nanueie 00 MAJIOY yka3pIBaloTCs Ha OlaHKaxX IIHCEM U BKIIIOYAIOT B cedsi: anapec,
HoMmep TenedoHa, dakc, agpec dJIEKTPOHHOW MOYTHI, ceTeBou aapec, a Takke OKIIO, OI'PH,
WHH u KIIIT MAJIOY.

3.2.3. HammeHOBaHUe BU/IA TOKYMEHTA.

HaumenoBanue Buaa HOOKyMeHTa, coctaBiieHHOro MAJIOY nomKHO  COOTBETCTBOBATH
HanMEHOBAaHUSM BHAOB ITOKYMEHTOB, mpemycMorpeHHBIM OKVY/I: akrt, cmpaBka, 3amucka,
CBOJKAa, OT3bIB, IIPOTOKOJ, CIIMCOK, H3BElIeHUue U Ap. PacnopsautenbHble JOKYMEHTBI
OpraHU3aluy U3JAK0TCS CO CIIEAYIOIIMMH Ha3BaHUSIMU: MPUKA3.

HaumenoBanue BHUJAa U Pa3SHOBUIAHOCTU JOKYMCHTA HC YKa3bIBAa€TCsa B IIHMCbMax. Mecto
COCTaBJICHUS WJIW WU3JaHUS JIOKYMEHTa yKa3bIBaeTCs Ha OJlaHKaX TOKYMEHTOB 0Opa3oBaTeIbHOU
OpraHm3alii, 3a UCKIIOYCHHEM OJlaHKOB mmceM. Has3BaHme JOKyMEHTa II€daTaeTcs
MPOIUCHBIMHU OyKBaMH HOJIY>KHPHBIM IIPU(PTOM.

3.2.4. ]JlaTa noKymeHTA.

Jatoif goxyMeHTa SBISCTCS JaTra €ro NOANHCAaHWS (WM YTBEPXKICHHS); T JOKyMEHTa,
MPUHUMAEMOT'0 KOJUIETHAJIbHBIM OpraHoM (IpOTOKOJIa), — Jara ero 3acemaHusi (MpUHATHUSA
pelIeHus), I aKTa — J1aTa COOBITHS, IS TOKYMEHTa, TPEOYIOIIEro ero yTBePKICHUS, — J1aTa
€0 YTBEPKIACHHUSI.

Jarta moamucaHus, YTBEp>KAEHUs, COTJIACOBAHUS JOKYMEHTa, a TakyKe JaThl, COJep Kalluecs
B TEKCTE, JOJDKHBI OQOPMIATECS IUMPOBBIM CIIOCOOOM. OJEMEHTHI HaThl MPHUBOISITCS
apabckumu udpamMu B OJHY CTPOKY B ITOCIICIOBATEIILHOCTH: JICHb MECS1Ia, MECSII, TO/I.
Hanpumep: 14.06.2024.

3.2.5. PerucTpaniluOHHbI HOMeEP JOKYMEHTA.

Perucrpanmonssiii  HOMep —  mudpoBOoe WM  OyKBEHHO-IIM(GPOBOE  0OO3HAYCHUE,
MPUCBaNBaEeMO€E JJOKYMEHTY IPU €ro perucTpanui.

Perucrpanus 1okyMeHTa NPOBOIUTCS MOCHE €r0 MOANUCAHUS WA YTBEPIKACHHUS.

Jisi BHYTpEHHUX JIOKYMEHTOB — IIPUKAa30B, IIPOTOKOJIOB — 3TO TOPSJIKOBBI HOMEpP
B IIpeJiellaX KaJICHJApHOTrO ToJla 10 KAKAOMY BHJY WJIW Pa3sHOBUIHOCTH JOKYMEHTOB.
B nmpuka3zax perucTparMoOHHBIH HOMEpP MOXKET JOMOJHSITHCS OYKBEHHBIM  HHICKCOM,
0003HaYarOIIMM Pa3HOBUIHOCTH (HAPUMED: MPUKa3 10 OCHOBHOU JiesiTelbHOCTH OT 15.05.2024
Ne 253; npukaz no amyHoMy coctaBy ot 10.01.2024 Ne 22 nc, mnpukaz o0 oTmyckax
oT 25.01.2024 Ne 420T, nipuka3 no komaHaupoBkam oT 25.01.2024 Ne 25k).
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JI1s HCXOsImuX JOKyYMEHTOB PETUCTPAIIMOHHBIN HOMEP COCTOUT:

1) U3 MOpAAKOBOTO HOMEpa B Mpeesiax MacCUBa OTIIPABIIIEMON KOPPECTIOHACHIIUH;

2) uHJIEKCa Jiejla B COOTBETCTBUH ¢ HOMEHKIIaTypou aen MAJIOY.

3.2.6. CcbliIka HA perucTpallMOHHBIA HOMeP U JATy JOKyMeHTAa.

CchulKka Ha perMCTPallMOHHBIH HOMEp U JaTy AOKYMEHTa BKJIIOUAeT B ce0sl pEerHCTPAIlMOHHBIN
HOMEp U J1aTy TOKYMEHTAa, Ha KOTOPBIM MOJKEH ObITh maH oTBeT. CChUIKa HAa HOMEpP H IaTy
JOKYMCHTAa HCIIOJIB3YETCA IIPpU O(bOpM.HeHI/II/I UCEM, SBJIAIOINIUXCA OTBCTaAMMU Ha IMOCTYNHBUIICC
MUCBMO (3ampoc, TIpockOy wu Ap.). CBemeHUs B PEKBU3UT IIEPEHOCATCS C MOCTYITUBIIETO
JIOKYMEHTa B COOTBETCTBYIOT PETUCTPAIITHOHHOMY HOMEPY M IaTe MOCTYIHUBIIETO TOKYMEHTA.
OrpaHnunTeIbHAsT OTMETKA ISl JTaHHOTO PEKBH3WTA IPOCTABIISIETCS B JICBOW YacTH OJaHKa
MIChMa MO PEKBU3UTOM «JIaTay U «PETUCTPAITMOHHEIA HOMEP TOKYMEHTAY.

Hanuuue paHHOrO peKBU3UTA UCKIIOYAET HEOOXOAUMOCTh YIOMUHAHUS HOMEpa U JaThl
NOCTYNMBIIETO JOKYMEHTa B TEKCT€ MHCbMAa, YTO OCBOOOXJIAEeT TEKCT OT CIPaBOYHOU
nHpOPMaLIHH.

3.2.7. MecTo cocTaBJIeHUS WA U3aHUS JOKYMEHTA.

Mecto coctaBienus (u3ganwsi) JgokymeHTa (r. Kaszanb) ykaspiBaeTcs B JOKYMEHTaX,
M3TOTABIMBAEMBIX Ha OJJAaHKAaX KOHKPETHBIX BHAOB JOKYMEHTOB.

3.2.8. Aapecar.

JOKyMEHTBl alIpecyloT B OpraHbl BJACTH, OPTaHU3AIlWH, WX CTPYKTYPHBEIC IIOJIpa3AccHUs,
JIOJKHOCTHBIM HUTH (DU3UYSCKUM JIUIIAM.

I[Ipu anmpecoBanun JOKYMEHTa B OpPraH BJIACTH, OpraHHU3alHI0 WIA €€ CTPYKTYpPHOE
noapasznenenue  (0e3  ykazaHWUsS ~— JOJDKHOCTHOTO — JIMIIA) WX HAMMEHOBAaHHWE  THIIYT
B UMCHHUTCJIIbHOM ITaCKCEC.

Hanpuwmep:

MunucrepeTBo npocsemienus PP

JdenapraMeHT rocyiapcTBeHHOI IOJUTHKHU B cepe

3alIMTHI NPAB JeTeil

IIpu HampaBiIeHUN JOKYMEHTa JIOJPKHOCTHOMY JIMILy Ha3BaHHE OpraHU3allii U €€ CTPYKTYpPHOTO
MMOJIpA3JICJICHUs] YKa3bIBalOT B UMEHUTEIIBHOM ITaJIeKe, a JIOJDKHOCTh W (paMUIIHIO ajpecara —
B AaTelbHOM. MHUIMANBl cTaBITCA mocie (GaMHIMH HE3aBHCHUMO OT TOTO, KOMY aJpecoBaH
JIOKYMEHT — JIOJDKHOCTHOMY JIUILY FUTH (PU3HYECKOMY.

Hanpuwmep:

MuHucTepcTBO 00pa3oBaHus JHCKOMN 00J1acTH
Ynpasiienue aejIaMu
I'naBHOMY CIIEeMAJUCTY
HNBanosoii U.N.

Wnu na3BaHue OpraHru3alvu BXOIUT B HAUMCHOBAHHUEC NOJIKHOCTHU U O(I)OpMJI}ICTCH B 1aTCJIIBHOM
maacixKe

PexkTopy nHCcTHTYyTA
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HNBanosoii U.N.

IIpu ampecoBaHuM HOKYMEHTa B HECKOJILKO OJHOPOJHBIX OPTaHW3AIUKM WX Ha3BaHUS CIIEAYET
yKa3bIBaTh OOOOIIIEHHO.

Hanpuwmep:

PykoBoaurensm 00pa3oBaTeJIbHbBIX

opraHu3ainmii  o0mero odpa3oBaHuM,

PYKOBOIUTEIAM npeanpusaTHii u
opraHusanmii MuHnpocBeneHust
Poccun

JlommyckaeTcss IEHTPUPOBATh KaXIYI0 CTPOKY PEKBHU3HUTA «Apecar» IO OTHOIICHUIO K CaMOM
JJIAHHOU CTPOKE.
Hanpuwmep:

3aMecTUTEI0 JUPEKTOPa o yueOHoii padore MBOY 11O Ne 1
Yyiikunoii 1.H1.

B cocraB pekBuU3WTa MOXET BXOJUTH IIOYTOBBIA ajpec. DJIEMEHThl TOYTOBOTO ajapeca
YKa3bIBaIOTCA B MOCJIEA0BATEIIbHOCTH, yCTaHOBJIeHHON [lpaBmiaMu okazaHUsl yCIyr MOYTOBOM
CBSI3U.

Ilpu agpecoBaHMM IHChbMa B OpraHU3allMIO yKa3blBalOT €€ HAUMEHOBaHHUE, 3aTE€M IOYTOBBIN
azpec.

Hanpuwmep:

Penakuus JKypHAJIa

«YrnpaBjieHHe HAYAJIbHON IIKOJI0ID)

MocKoBCKHI npocri., a. 6,

r. JHck, 101856

Agppec He NpocTaBiseTCs] HAa NOKYMEHTaX, HAIPaBISEMbIX B IPABUTEIBCTBEHHBIC YUPEXKIACHUS
U MOCTOSIHHBIM KOPPECHOHJEHTaM, B 3TUX CIydasiX MOTYT IPUMEHSTbCS KOHBEPTHI C 3apaHee
HareyaTaHHBIMH aJpecaMH.

IIpu anpecoBaHMM JOKYMEHTa (DU3MUECKOMY JHIy HEOOXOIMMO YyKa3blBaTh (HaMUIIHUIO,
MHHILIMAIIBI, 3aT€M IIOYTOBBIH axpec.

Hanpuwmep:

HNBanosy U.N.

Yepubimenckadn yJ., 1.100, k. 100,

r. JHCK, JDHCKasa 00J1acTh, 101856

JOoKyMeHT He TOJDKEH COIepiKaTh Ooyiee YeTHIpeX aapecaToB, KaXKABIM ASK3EMIULIP TaKOTO
JIOKyMEHTa JoJbKeH ObiTh noanucadH. CnoBo «Komus» mepen BTOpPBIM, TPETbUM, YETBEPTHIM
aJpecaTaMy HE YKa3bIBaloT.

IIpu HanpaBIeHMH NOKyMEHTa Oojiee 4eM B YeThIpE aJpeca COCTAaBIISCTCS CIIMCOK Ha PacCHUIKY,
a Ha KaXJIOM JIOKYMEHTE IPOCTABIISIETCS TOIBKO OJIUH aJIpec.

3.2.9. I'pud yrBep:kaeHUs JOKYMEHTA.
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YTBepKIAeHUE TOKYMEHTa MPOU3BOAUTCS MPOCTABICHUEM Tprda YTBEPKICHHUS TN H3TAHUEM
pacropsauTeNIbHOTO JOKyMeHTa (B TeX clly4dasX, Korjga TpeOyloTcsa OOIOJHUTEIbHBIS
MpeANUCaHus U pa3bsICHEHUS).
JIOKyMEHTBI YTBEPKIAOTCA 3aBenyromeu MAJOY, BBIIIECTOSIIIUMHA 1502051
MEKBEJOMCTBEHHBIMUA OpraHaMy, OpTaHU3allUsIMH, B KOMIIETEHIIMIO KOTOPBIX BXOJUT PEIICHUE
BOIIPOCOB, M3JIOKEHHBIX B YTBEPKAAEMbIX TOKYMEHTAX.

IMonoxxenusi, mpaBuia, MOOPSAKH, JIOJHDKHOCTHBIE HMHCTPYKLUHUH, WHCTPYKIMH, PACIHCAHUS
3aHATHH, OMOJHATEIFHOTO OOpa3oBaHUs W NIp. MOMJICKAT YTBEPKICHUIO 3aBeHyIOIIel
MA/JIOY u nproOpeTaroT IPUINIECKYIO CHITY TOJIBKO C MOMEHTA UX YTBEPIKICHUS.

I'pud yTBepkaeHUs MOMEIIaeTcsl B PaBOM BEPXHEM YTITy NIEPBOTO JIHCTAa JOKYMEHTA, COCTOUT
u3 ciioBa YTBEPXJIAKO (0e3 kaBblUek), MOJHOIO HaMMEHOBAaHWS JIOJDKHOCTH JIMIIA,
YTBEPKAAIOUIEr0 JOKYMEHT, €ro JIMYHOW MOJINHCH, €€ paciiu(poBKH (MHUIIUAIOB, (HaMUIINH)
W JaThbl yTBEPKIACHUS.

Hanpuwmep:

YTBEPXIAIO

Hupexrop MBOY 11O Ne 1

noamucyk WM. HMBanoBa

15.06.2024

Jlonyckaercsi B pexkBu3uTe «l'pud yTBEpKICHUS JOKYMEHTa» IICHTPHUPOBATH DSIIEMCHTHI
OTHOCHUTEIILHO CAMOU JIIUHHOUW CTPOKH.
Hanpuwmep:

YTBEPXIAIO

Hupexrop MBOY LO Ne 1

noanuce W.M. HBaHOBa

15.06.2024

HpI/I YTBCPXKACHUU JOKYMCHTa HCECKOJIBKNMHA JOJIDKHOCTHBIMU JIMIIaMH HUX IMoAIIrucHu
pacnoJiararoT Ha OJJHOM YpPOBHE.

[Ipn yTBepKIeHHH TOKYMEHTa IOCTAHOBIICHHMEM, pPEIICHHWEM, IPHUKA30M, IPOTOKOJIOM TIpHUp
yTBepxkaeHusi coctout u3 ciosa YTBEPXKJIEH (-A, -O, -bl), HauMeHOBaHUS yTBEPIKIAIOIIETO
JIOKyMEHTa B TBOPUTEIIFHOM IIaJIeKe, €r0 JaThl, HoMepa.

Hanpuwmep:

YTBEPXJIEH
ITpOTOKOJIOM METOAUYECKOIO COBETA
15.06.2024 Ne 32

HIIn

YTBEPXJIEHO

npukazom MBOYVY 11O Ne 1

15.06.2024 Ne 32
Cnosa VYTBEPXJEHO u YTBEPXJ/IEH B nNpujioXeHHUSIX COTJIACYIOTCA B POJI€ U YHCIIE

C BUJOM yTBepXJaeMoro mokymeHrta: tonoxkenue — Y TBEPX/JEHO, mnporpamma —
VTBEPXJIEHA.
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Buocuth kakme-nm00 W3MEHEHUsI U J00aBJICHUs B MOANMCAHHBIC (YTBEP)KACHHEIC) NOKYMEHTHI
0e3 pa3pelleHus Jula, TOAMKUCABIIEro JOKYMEHT, He JOIyCKaeTCs.

OTBETCTBEHHOCTh 3a Ka4€CTBO IIOJATOTOBKH JOKYMEHTOB U JOCTOBEPHOCTH COIEPKAIIUXCS
B HUX JaHHBIX BO3Jaraercs Ha JIUla, MNOATOTOBUBIIKE, 3aBU3UPOBABIIHNE M IOJMUCABIINE
JIOKYMEHTBHI.

3.2.10. 3aro/10BOK K TEKCTY.

3aroloBOK K TEKCTy BKJIIOUAEeT B ceOs KpaTKOEe COICpKaHHe JTOKYMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO Harpy3ky. 3arojioBok ¢opMyimpyeTcs c npemioroMm «O» («O0») u oTBedaeT
Ha BOIIPOC «O 4eM?»:

. npukas (0 4eM?) 0 CO3JaHuM aTTEeCTAIMOHHON KOMHCCHH;
. npurkas (o ueMm?) o0 yTBEp>KACHUHU IITATHOTO PACIHCAHUS;
. nuchbMoO (0 yem?) o NpesocTaBIeHNH WH(OPMAaLIUH.

3aroIoBOK COCTaBJISCT HCIOJHUTENb JOKYMEHTA. 3arojoBOK K TEKCTy O(MOPMIISICTCS HOX
PEKBHU3UTaAMHU 6J'IaHKa CJICBA, OT 'paHUIbI JICBOT'O ITOJIA. Ecau tekct JOKYMEHTA HC MNPEBbINIACT
YeTBIPEX-TSITH CTPOK MM 0opMIIeH Ha OaHke ¢popmara AS, 3aroIOBOK MOKHO HE yKa3bIBaTh.
3arosloBOK  JOKyMEHTa  3alHCBIBACTCSI TNPH €ro  PETHCTpAallid B COOTBETCTBYIOIINE
perucTpanuoHHbIe (POPMBI: KApTOUKY, 0a3y JaHHBIX.

3.2.11. TekeT 1OKyMeHTA.

TekcT TOKyMeHTa COCTaBIISIETCS Ha PYCCKOM f3bIKE€ KaK TocyJapCTBeHHOM s3bike P®D. Tekcrt
JIOKYMEHTA U3JIaraceTcsl PyCCKHUM JUTEPATYPHBIM SI3BIKOM C YIETOM OCOOCHHOCTEH O(QUIIHAIBHO-
ACJIOBOTO CTHUJIsI, BHAAa AOOKYMCHTAa MW €ro Ha3HA4UYCHUS B praBJ’IeH‘leCKOﬁ ACATCIIBHOCTH.
ConeprkaHre JOKYMEHTa JOJKHO OBITh U3JI05KEHO KPATKO, JIOTUYHO, TOYHO U SICHO.

TeKcTBl TOKYMEHTOB M3J1araloTCs:

oT 1-ro nWIa eIWHCTBEHHOr'O 4YWCia B JIOKyMEHTax (TpuKa3 u T. A.) 3aBedytomieii MAJIOVY,
IEUCTBYIOIEH  Ha MpUHLOHWIAX  SOWHOHAYAIIMS, a TakKe JOKyMEHTaX, aJpeCOBAaHHBIX
PYKOBOJACTBY OpTaHH3aIli{: IPHUKA3BIBAI0... IOATOTOBUTH W IMPEACTABUTH Ha pacCMOTPEHUC;
Mpo1Ly paccMoTpeTh
BONPOC 00 YCTAaHOBJIICHUH JIbT'OTHEIX Tapu(OB...;

3-T0 JUIla €eAMHCTBEHHOI'O YHCJIa B JOKYMEHTAaX KOJUIETHAIIbHBIX OPraHOB: KOMUCCHSI PeIIWia...;
OO6pazoBarenbHasi OpraHu3alns He CYUTAET BO3MOXKHBIM...;

l-ro numa MHOXXECTBEHHOTO 4YHCIA B COBMECTHBIX JOKYMEHTaxX: IIPOCHM IPEICTaBUTH
JIaHHBIE O...; TIPEJICTABIISIEM Ha PACCMOTPEHHE U YTBEPIKICHUE. . .;

3-r0 JnHUIIa MHOXKECTBEHHOTO 4YHCJIAa B IMPOTOKOJAX: CIyIIaNH, BBICTYIHIN, ITOCTAHOBIUIH,
peImiIn.

B nokyMeHTaX, yCTaHABIMBAIOIINX IIpaBa | OOS3aHHOCTU OPTaHU3AIUHU, €€ CTPYKTYPHBIX
roJpa3aelieHuil (IOJI0KEHUE, HHCTPYKIHS), a TaKKe COACPIKAIUX OIMHUCAaHHUE, ONCHKY (haKTOB
WIH BBIBOJBI (aKT, CIIpaBKa), HCIOJb3yeTcs (opma H3IOKEHHUs TEKCTa OT TPEThEero JuIa
€IMHCTBEHHOT'O WJIM MHOXXECTBEHHOT'O 4HCJa («OTJeNl OCYIIECTBISIET (PYHKIHUHN», «B COCTaB
00BEIMHCHUS BXOISTY, «KOMUCCHUS YCTAHOBHUIIAY).

B tekcre JAOKYMCHTA, MMOATOTOBJICHHOT'O HAa OCHOBAHHNH 3aKOHOJATCJIIbHBIX, HHBIX HOPMAaTUBHBIX
MIPaBOBEIX aKTOB, W3JAHHBIX OpraHaMH BJACTH, TOKYMEHTOB, paHee H3TaHHBIX OPraHOM
BJIACTH — aBTOPOM JOKYMEHTA, yKa3bIBACTCS HAUMEHOBAaHHE BHIA TOKYMEHTa, HAUMEHOBAaHHE
opraHa, Wu3JaBIIEro JOKYMEHT, JaTa TMPUHATHA WIM YTBEPXKICHUS JOKYMEHTa, €ro
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pETUCTPALIMOHHBIIT HOMED, a TaK)KE 3arojIoBOK K TEKCTYy WJIM HauMEHOBaHUE BHUJAa JOKYMEHTA,
Hanpumep,:

"B cooTBercTBHM ¢ mocTaHoBIeHHEM [IpaBuTenscTBa oT 13.08.1997 Ne 1009 «O6 yTBep)IaeHUHI
IIpaBui MOArOTOBKM HOPMAaTHUBHBIX IIPABOBBIX aKTOB (pefiepajbHBIX OPraHOB HCIOJIHUTEIBHOM
BJIACTH U UX FOCYJApCTBEHHOM pEeruCTpalum»;

"B coorBeTcTBUM C [lojIO’)KEHMEM O MOCTOSIHHO  JIEMCTBYIOHMIEH 3KCIIEPTHOM  KOMHCCHUH
YUpEXKAEHHUsI, OpraHu3aluu, IPeapUsaTUs, YTBEPKIAECHHBIM npuka3oM Pocapxusa ot 11.04.2018
Ne 43«.

Eciu TekcT conep>XUT HECKOJIbKO IOPYYEHUM, pELIeHUH, BBIBOJOB, B TEKCTE BBIIEIISIOTCS
pas3ziensl, HoApa3aeibl, TyHKTHI, TOAMYHKTHI.

B TekcT mOKyMeHTa MOTYT BKIIOYAThCA (parMeHTHI, O(OPMIICHHBIE B BHUJIC TAOIHUIIBI WIIH
AHKETHI.

CTpaHHIBI TEKCTa HyMEPYIOTCS apabCKMMHU IEdpamMu IOCEpeIMHE BEPXHETO TOJIA.

B nnceMax MCIob3yIoT cieayone GopMbl H3JT0KEHHUS:

. OT MEPBOr0 JIUI]a MHOXXECTBEHHOTO 4YHclIa («IIPOCUM HamNpaBUThY», «HAMpaBIsieM
Ha PaCCMOTPCHUEY);

. TIEPBOTO JIUIa SIMHCTBEHHOTO YUCIa («CYUTAI0 HEOOXOJUMBIMY, KIIPOITY BBIACITUTHY);

. TpeThbero Jauma enamHcTBeHHOro  uyucna  («OO He Bo3pakaeT», «OO0O cunraer
BO3MOJKHBIM» ).

3.2.12. OTMeTKa 0 NPUJIOKEHUH.

Ecam pgokymMeHT mMeeT NpUIIOKEHMs, Ha3BaHHBIE B TEKCTE, TO OTMETKa O HMX OdopmiIsieTcs
o cieayromei popme:

IIpunoxxenue: Ha 10 1. B 3 3K3.

Ecnu npuiokeHHsT B TEKCTE HE Ha3BaHBl, TO HEOOXOAMMO NEPEYUCIIMTH HX Ha3BaHUS,
KOJIMYECTBO JINCTOB M 3K3EMILISIPOB Ka>KIOTO.

IIpu HaTMYMK HECKOJBKUX MPUIIOKEHUH OHU HyMEPYIOTCS:

IMpunoxxenwnst: 1. [IratHoe Ha 4 1. B 3 3K3.
pacnucaHmue... Ha 4 1. B 3 9K3.
2. CmeTa pacxoJioB...

Ecnu npuioskeHust cOpOITIOpOBaHbl, KOJUYECTBO JIICTOB HE YKa3bIBACTCSI.

Ecnmu x mOKyMeHTy TpujlaraeTcsi Opyroid ITOKYMEHT, Tak)Ke€ HMMCIONIUN MNPIUIOKEHUE, OTMETKY
0 HAJWYWH TPWIOKEHUS O(POPMILSIIOT CIIEAYIOITUM 00pa3oMm:

[Mpunoxenne: nucemo PocapxmBa ot 05.06.2003 Ne 02-6/172 wu npuiokeHHe K HEMY, BCETO
Ha 3 5.

Ecin mipuiioxxeHueM sIBIISIETCST 00OCOOJICHHBINM 3JIEKTPOHHBIA HOCHUTENb (KOMITaKT-AUCK, usb-
(dbirem-HaKoMUTENb U JIp.), OTMETKY O HAJIMYHMU MPUIOKEHHUS OPOPMITSIOT CIEIYIONAM 00pa3oM:
ITpunoxenue: CD B 1 3k3.

IIpu »TOoM Ha Bkiagpimie (KOHBEPTE), B KOTOPHIA TMOMEIIAETCSI HOCHUTENb, YKAa3bIBAIOTCS
HanMMEHOBaHUsI JOKYMEHTOB, 3allICAHHBIX Ha HOCUTEIb, UMeHa (aiiioB.

[Ipunoxxerust TOIKHBI 0GOPMIISITECS HA CTAHZAPTHBIX JUCTAX M UMETh BCE HEOOXOIMMBIC IS
JIOKYMEHTOB PEKBHU3UTHI (HanMmeHOBaHUE, 3aroJIOBOK, TTOJIITHCH OTBETCTBEHHBIX
3a UX COJAEp>KaHUEe, OTMETKY O COIVIACOBAHMM U T. 1.).
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Ha npumnoxeHnn K pacmopsauTeIsHOMY JOKYMEHTY B IIPaBOM BEPXHEM YyTITy CTaBHTCS OTMETKa
C yKazaHMEM Ha3BaHUA pPaCHOPSAUTEIBHOIO IOKYMEHTa, €ro /JaTbl M PerHcTPalOHHOTO
HOMepa.

Hanpuwmep:

IIpunoxenue Ne 2

k npukazy MBOY 11O Ne 1

oT 15.06.2024 Ne 11

HamMmenoBanne Buaa DOKyMEHTAa — IIPUIIOKEHHs (IIEPBOE CIOBO 3arojIOBKa IMPIUIOKCHUS)
BBIIEIISICTCS TIPONMCHBIMH OykBamu, moiy>kupHbIM Hipudrtom (ITOJIOJKEHUE, ITEPEYEHD,
CIIUCOK u T. 1.).

Jonyckaercst Beipaxkenue «[IPUJIOXKEHUWE No» mewyaraTh nmpoONMUCHBIMH OyKBaMH, a TakXKe
LEHTPUPOBATh 3TO BBIPAXKCHUE, HANMEHOBAHUE JOKYMEHTa, €ro JaTy W pPerHCTpalMOHHBIN
HOMEpP OTHOCHUTEIBLHO CaMOU JIIMHHOH CTPOKH.

Hanpumep:

ITpunoxxenue Ne 1

k nipukazy MBOY 11O Ne 1

oT 05.06.2024 Ne 145

3.2.13. I'pud cornacoBaHmusi JOKyMeHTA.
Breminee cormacoBanue oQpopMIIsIeTCsl COOTBETCTBYIOIINM I'pUGpOM.
I'pud cornacoBanmsi cocrout u3 cioBa COIJIACOBAHO (6e3 kaBBIUEK), NOJHKHOCTH JIHIIA,

KOTOPBIM  COTJIaCOBaH  JIOKYMEHT  (BK/IIOYasi  HAaMMEHOBAaHHE  OpraHW3alllH),  €ro
COOCTBEHHOPYYHOU TTOANCH, HHUITHAIIOB, (PaMILTHH, JAThl COTIIACOBAHUS.

Hanpuwmep:

COI'JTACOBAHO

3aMecTuTeIh HadaJIbHUKA

YIIpaBJICHUS

oOpazoBaHUst DHCKOU oOnactu

noanuckA.U. Iletpos
11.07.2024

Ecimu cornacoBaHne TIPOBOJMUTCS C KOJUIETHAJIbHBIM OPraHOM HJIM TIOCPEICTBOM THChMA,
TO rpu@ cormacoBaHus oGpopmiIsieTcs CIEAYOIUM 00pa3oM:

Hanpuwmep:

COTI'JIACOBAHO

IMeparornueckum coerom MBOY 11O Ne 1

(mpotokon ot 29.03.2024 Ne 1)

I'puder cormacoBaHwsi MOTYT pacIojlaraTbCcsl Ha OTASIBHOM JINCTE COTJIACOBAHUS, €CIU
collep)XKaHME JOKYMEHTa 3aTparuBaeT HMHTEPEChl HECKOJIbKMX opraHu3anui. Ha noxymenrte
Jenaercsi OTMeTKa «JIMCT corimacoBaHusl NpUIaraeTcs).

BHemHee corsiacoBaHMe B 3aBUCHUMOCTH  OT COAEpKaHUSI JTOKYMEHTa  OCYIIECTBISIETCA
B CJIEAYIOILIEH OUYepeTHOCTH:
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. CO CTOPOHHHUMH OpTaHHM3alMsIMH, KOTJAa OHH BEBICTYIIAIOT OOS3aTEIBFHOW CTOPOHOH
B IIPaBOOTHOIICHUSIX, BOHUKAIOIIUX BCIICICTBUE M3NAHUs JTOKYMCHTA, HIIH, KOT/Ia COJICPIKAHHC
JIOKYMEHTa 3aTparuBacT UX UHTEPECHI,

. OOIIIECTBEHHBIMH OpPraHU3alMsIMHU — B CJIydassX HEOOXOIWMOCTH WIH B CIIydasX,
MPEIYCMOTPESHHBIX HOJIOKESHUSIMH 00 3THX OpraHU3alHIX;

. OpraHaM{, OCYIICCTBILIIOIINMU TOCYNApCTBEHHBIM HAJBEIOMCTBEHHBIN KOHTPOJIb
(Ham30p) B ompesieieHHOM 001acTH (3KOJIOTUYECKUI, MOKaAPHBIN U T. 11.);

. BBIIICCTOSITUMH OpraHm3alsIMi — B CIIyYasX, KOTJIJa  3aKOHOIATEIIECTBOM
MpeIyCMaTPUBAECTCSI  BO3MOJKHOCTH  COBEPIICHHS  yIPABICHUYECKHX  JIEUCTBHH  TOJIBKO
C pa3pemIeHus 3TUX OpraHu3aIHi.

3.2.14. Bu3a corjiacoBaHus JOKYMeHTA.

Bu3ssl corinacoBaHusi JTOKYMEHTa — PEKBU3UT JOKYMCHTA, YKa3bIBAIOIIMI Ha COIJIaCUC WIIH
Hecornacue goinpkHocTHoro mmra MAJIOVY ¢ conmepkaHueM NpOEKTa HOKyMeHTa (Jaiee —
BHU3a).

Buza BxiIto4aeT MOMKHOCTD JIMIA, BU3UPYIOIIETO JTOKYMEHT, MOAINUCH, PACIIU(POBKY IOIMUCH
(MHUTIHATBI, (DAMUITHIO) U JIaTY BU3WPOBAHHS.

Hanpuwmep:
3amMecTuTenb 3aBeayromien mo X /[

HBanosa .M. UBaHOBa

10.10.2024

OdopmieHHas TakuM 00pa3oM BH3a O3HAYAET COIUIACHE JOJDKHOCTHOTO JIUIA C COJECpKaHUEM
JIOKYMEHTA.
[Mpu Hanmuuu 3amevadHuii MO JOKYMEHTY BU3Y O(QOPMIISIOT CISAYIOIIUM 00pa3oM:

3aMedaHus NpUIararoTcs
3amMmecTuTenb 3aBeayromei no X/
HNBaHoBa N.N. NBanoBa

10.10.2024

JIOKyMEeHT BH3UpPYETCS HCIOJHUTEIEM U 3aUHTEPECOBAHHBIMH B JOKYMEHTE OJDKHOCTHBIMH
mmiiamMi, 3aBeayromeit MAJIOVY.

3ameuaHus JOJDKHBI OBITH MOPEACTAaBICHBI Ha OTIACJIBHOM JIMCTE, KOTOPBHIH MNOAIUCHIBAIOT,
JATUPYIOT U NIPUIAraroT K JOKYMEHTY.

Ha nokymeHTe, moIMHHUK KOTOporo octaetcss B MAJIOVY, BU3bI IPOCTABJISIFOT B HIDKHEH 4acTH
000OPOTHOM CTOPOHBI MOCJIEIHETO JINCTA MOJIMHHUKA JJOKYMEHTA.

Ha noxymenTte, NOAIMHHWUK KOTOPOTO OTHPABJISIOT W3 OPraHU3alli{, BHU3bI MPOCTABISIIOT
B HIDKHEU YacTH JIMIIEBOM CTOPOHBI BTOPOTO 3K3EMILISIpa OTIIPABIISIEMOrO JIOKYMEHTA.
BosMoxHO odopmMIleHHEe BH3 JIOKyYMEHTa Ha OTICIBHOM JIUCTE corylacoBaHHMs. JlommyckaeTcs
MMOJTMCTHOE BU3UPOBAHUE JJOKYMEHTA M €T0 MPHUIOKEHUSI.

Ecnn B mpouiecce BU3MPOBAHUSI B MPOEKT JOKYMEHTA BHOCSTCS CYIIECTBEHHBIE H3MEHEHHS,
OH TIOVICKHUT ITIOBTOPHOMY BU3HpOBaHUIO. [loBTOpHOE BU3MpOBaHHE HE TPeOyeTCs, €Cliu IpHU
JopaboTKe B MPOEKT JOKYMEHTa BHECEHbl YTOUHEHHsI, HE MEHSIOIIHUE €ro CyTH.
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3.2.15. IToanuck.

Jokymentsl, HanpaBisieMble MAJIOY B BBIIECTOSIINE OPTaHbl YIPABICHUSI, ITOITHCHIBAIOTCS
TOJIBKO 3aBenytoueit MAJZIOY.

B cocrap pekBuszuta «[loanmuck» BXOIAT: HaMMEHOBAHWE JOJDKHOCTH JIMIA, IOAIHCABIIETO
JIOKyMeHT (TIOJIHOEe, C yKa3aHWeM Ha3BaHMsS OpraHM3allid, ecliM JOKyMeHT odgopMieH
He Ha OJlaHKe, W COKpAaIlleHHOe — Ha JJOKyMeHTe, o) OpPMIICHHOM Ha OJIaHKe); JIMYHAsl TMOJIIIHCH;
pacmmpoBKa MOANUCH (MHULHAIBL, (PaMIUIHS).

B noxymMeHTax, MOATOTOBIEHHBIX KOMUCCHEH, YKA3BIBAIOTCSI HE JOJDKHOCTH TOIHCABIINX JINII,
a X 00S3aHHOCTH B COCTaBE KOMUCCHH.

Hanpuwmep:

npeacenaresb komuccuu — JIndnas N.0. ®amunusa
HOOIHUCH

9JICHBI KOMHCCHH JIngaas .0. ®amunusa
HOOIHUCH
JInunast 1.0. ®amunusa
HOOIHUCH

HpI/I noAnrMCcaHr JOKYMCEHTA HECKOJIbKMMHA AOJDKHOCTHBIMHU JIMOAMHA UX IMOAIIHNCH pacCIiojiararoT
OIHY Ioa I[pyFOﬁ B I10CJICA0BATCIBHOCTH, COOTBCTCTByI-OIHefI 3aHUMaeMOM JAOJDKHOCTH.

Hanpuwmep:

Jupextop JInunasg noamuce  M.O. @amunus

3amecturens qupekropa  Jlwunas moanucey U.O. Gamums

I[Ipu moamucaHuM [OKYMEHTAa HECKOJbKMMH JHUIIAMH PaBHBIX JOJDKHOCTEHW, WX MOIIHCH
pacnonararoT Ha OJHOM YPOBHE.
Hanpuwmep:

3amMecTuTenb JIUPEKTOpa no 3aMecTHUTEeIb JUPEKTOpa no

aJIMAHUCTPATUBHO- y4eOHO-BOCTIUTATEIbHOM paboTte
XO03IUCTBEHHOM

pabote

IU9Has Hn.0. anuHag nognuck M.0O. ®amunus
HOOITHCH damunus

Eciim  pgomkxHOCTHOE JMLO (3aBeayrollas), NOAINKUCh KOTOPOH 3aroToBJIEHA Ha MPOEKTe
JOKYMEHTA, OTCYTCTBYCT, TO AOKYMCHT HOOJDKCH IMOANHUCHIBATHCA JIMIIOM, HCIOJIHAOUIUM €€
0053aHHOCTH TI0 MPUKA3ZY.

He momyckaercst moanucanne TOKyMEHTOB C MPEIJIOTOM «3a» WM HPOCTAaBJICHHE KOCOW YepTHI
repes HAMMEHOBAaHUEM JOJDKHOCTH.

3.2.16. OT™MeTKa 00 JIEKTPOHHOM MOANKCH.

OTMeTka 00 3JEKTPOHHOM IIOJIMKMCH BKIOYAaeT: ¢pasy «JIOKyMEHT MOAIHMCAaH >SJICKTPOHHOU
MOJIITUCHIO», HOMEP CcepTHU(HKATa KIF0Ya JJICKTPOHHOW IONIMKCH, (DAMUIUIO, UMS, OTYSCTBO
BIIQJICNTbIIA CepTU(UKATA U CPOK ACHCTBUS cepTU(HUKATA KIIOYA ITCKTPOHHOH ITOITHCH.

Hanpuwmep:
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JOKYMEHT NOAINMNCAH
JIEKTPOHHOM MOANMUCHIO

Ceprtudukar 1al11aaa0000000011
Bmagenenr WBanoBa Amnna IlerpoBHa
JleticTBUTEIICH ¢ 01.12.2024
mo 01.12.2028

OtmeTka 00 DJICKTPOHHOW  TIOAIMCH  JOJDKHAa  COOTBETCTBOBATH  MECTY  pPa3MeEIICHHS
COOCTBEHHOPYYHOH IOIIMCH B AaHAJIOTUYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHUTEJC. DJIEMEHTHI
OTMETKH JIOJKHBI OBITh BUIMMBIMU M YUTAEMBIMHU U HE JOJDKHBI IEPEKPBIBAThH AJIEMEHTHI TEKCTa
JIOKYMEHTa U JPyTHe OTMETKH 00 JIEKTPOHHOW MOANUCH (IIPU HATTMYIUH).

3.2.17. lleuaTs.

OTTHCK TIedaTH 3aBepsieT NOMIMHHOCTH MOANHUCH IOJDKHOCTHOTO JIHIIa Ha JOKyMEHTax,
JIOCTOBEPSIIONINX IIpaBa JUIl, PUKCUPYIOMHNX (aKTHI, CBSI3aHHBIE ¢ (DMHAHCOBBIMHU CPEJICTBAMH,
aTakke Ha UHBIX JOKYMEHTaxX, IMPeIyCMaTPUBAIOMINX 3aBEPCHUC MOIMHHON ITOJIHCH.
JlOKyMEHTEHI 3aBepsIIOT MeYaThio 00pa30BaTEIHFHON OpraHU3aIlnui.

IlewyaTs mpocTaBisIETCST Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThiBas JIMYHOW MOMIUCH
JIOJKHOCTHOTO JTUIIA.

3.2.18. OTMeTKa 00 HCIIOJIHHUTEJIE.

OTMeTka 00 HCIIOJTHUTENE BKIOYaeT B ceds QaMminioo, WMs, OTYSCTBO HCITOJTHHUTEIIS
JIOKYMEHTa, HOMep ero TeiaedoHa.

OTMeTKy 00 MCIIOJIHUTEJIE pacIiojiaraloT Ha JIMIIEBOM WM OOOPOTHOW CTOPOHE MOCISIHETO
JIUCTa JOKYMEHTA B JICBOM HIDKHEM YTIIY.

Hanpuwmep:

HBanosa Muna VMIBaHOBHaA

8 (495) 994-94-94
3.2.19. OT™MeTKA 0 3aBePeHUHU KOIHUM.
Kommu ¢ JOKyMEHTOB BBLIAIOTCSI TOJIBKO C paspemieHus 3apenyromeit MAJIOY u TOIBKO ¢ TeX
JIOKYMEHTOB, KOTOpBbIe OBl n3ganbl B MAJIOVY.
IIpu BBIAAYE KOMUHM JOKYMEHT BOCIIPOM3BOJMUTCS TOJMHOCThIO (Onmank MAJIOY, HoMmep, darta,
coJiep>KaHue U T. 11.).
B nipaBoM BepxHeM yTiry Koy nuiercs: cioBo «Komusy. [Tpu Begaue KOMUU ¢ KOIIUH CIISTyeT
nucath «Komnust ¢ KOormum».
Eciu komusi J1s BHYTPEHHETO TOJIB30BaHUsSI, TO JUTS 3aBEpEHUs] HIDKE pekBu3uTa «llommuchy
MPOCTABJISIIOT 3aBEPUTEIBHYIO HAIMHUCH: «BepHO»; JOIDKHOCTH JIHIA, 3aBEPSIOIIETO KOITHIO;
JINYHYIO TTOJIIMUCH; PAacCIIM(POBKY MOAMKUCH (MHULIMATBI, (PaMUIIHIO); 1aTy 3aBEepECHUS.

Hanpuwmep:
BepHo

Cexperapsb

10.10.2024
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Ecim xonusi BBIIAETCS ISl TIPEIICTABJICHUS B JPYTYI0 OpPraHU3aIHMIo0, TO OTMETKAa O 3aBEPCHUM
KOTIIUHU JOMNOJHICTCS HAAMUCHIO0 O MECTE XPAaHEHUs TOKYMEHTa, C KOTOPOTrO ObLTa M3rOTOBJICHA
Kormmsi, U 3aBepsieTcs rnedarsio MAJ[OVY.
Hanpuwmep:
[Moanuuuuk goxkymenrta Haxoautcs B MAJIOY B nene Ne 12-k 3a 2024 rog.
J1st IpocTaBiieHUss OTMETKH O 3aBEPEHUH KOTTMHA MOYKET MCIIOJIH30BaThCS IIITAMII.
3.2.20. OTMeTKa 0 MOCTYIVICHUH JOKYMEHTA.
ConepXHuT AaTy TMOCTYIUICHHUS JIOKYMEHTA, a TAK)KE €ro BXOISAIIMN PETHCTPAIlMOHHBIN HOMEp.
I[Ipy HEOOXOAUMOCTH B OTMETKE MOKHO yKa3aTh BpeMs IIOCTYIUICHHS B 4YacaX W MHUHYTax
U CITOCO0 JIOCTABKH JOKYMEHTA.
OTMETKY O MOCTYIUICHHH TokyMeHTa B MAJIOY mpocCTaBiAiOT B BHJIC INTaMIIa HUIM OT PYKH
B HIPKHEW YaCTH JIUIIEBOU CTOPOHBI MEPBOTO JINCTA JOKYMEHTA WU Ha €ro 000poTe.
Hanpuwmep:

MBOY LO Ne 1

11.10.2024 Ne 23

13 1 40 muH.

3.2.21. Pe3oaronus.

B cocraB pezononu  JIOJOKHBI  BXOJHUTH  CICAYIOIIHME DSJIEMCHTHI: (aMWIHsS, WHUIUAIBI
HUCTIOHUTENA (MCIOJHUTENeH), coiep)kaHue TmopydeHus. [Ipy HEoOXOAUMOCTH — CpPOK
WCITOJTHEHUSI, IOAIHUCH JINIA, BEIHECIIETO PE30JIIOIUIO, JAaTa PE30JFOINH.

Hanpuwmep:

Muponosy U.O.

[Ipomry mnoaroroBuTh TpoekT JgoroBopa ¢ OO0 «Jlom MebGenm»

K 22.06.2024

JInuHas moanuch

10.10.2024

HpI/I HaJIU4YUHN B pe3on10u1/11/1 HECKOJIBKHUX HCHOJ’IHHTCJ’IGﬁ yKaSbIBaeTCSI OTBCTCTBCHHbIﬁ
HUCTIOJTHUTEND (KaK MPaBUIIO, 3TO JIMIIO, HA3BAHHOE B PE30JIIOIIUU TIEPBBIM).

Ha nokymeHTax, He TpeOYIOMMX JOIMOJHUTSIBHBIX YKa3aHHH I0 UCIOJTHCHUIO W UMEIOIINX
TUITIOBBIC CpOKI/I HUCIIOJIHCHHS, B pe3omou1/m yKaBLIBaeTC}I HUCIIOJIHUTECIIb, ITOAIIHNCH aBTopa
pE30JTIOIIHH, J1aTa.

Pezomronus, kak mpaBwito, IHIIETCS OT pyku 3aBeaytomeit MAJIOY Ha MoITMHHUKE TOKYMEHTa
Ha CBOOOJHOM OT TEKCTA MECTE.

3.2.22. OT™MeETKa 0 KOHTPOJIE.

OTMeTKa 0 KOHTpOoJie 0003HaYaeT, YTO JOKYMEHT IMOCTaBJIEH HAa KOHTPOJIb. OTMETKY O KOHTPOJIE
3a UCIIOJIHEHUEM JJOKyMeHTa 0003HadaroT mramMnoM «KOHTpOIb» Ha BEpXHEM MoJie JOKYMEHTA.
KoHTpoitro momiexart Bce 3aperucCTpUPOBaHHBIE IOKYMEHTHI, TPEOYIOIINE UCTIOTHCHUS.

CpOKI/I HCITIOJTHCHU S ]Z[OKyMeHTa yCTaHaBJII/IBaI-OTCSI B COOTBECTCTBUU coO CpOKaMI/I,
0003HaYCHHBIMH 3aKOHOJIATEIILCTBOM, OpraHU3allMel, HalpaBUBIICH MOPYYCHUE WA TIPOCHOY,
pacnopsiIuTENbHBIM JOKYMEHTOM HIIH pe3otonnei 3apeayromeid MAJIOY.
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Cpok npocrasiisieTcsi B opMe JaThl 3aBEPICHUS UCIIOJTHEHHS.

3.2.23. OTMeTKAa 0 HANIPABJEHUH JOKYMEHTAa B J1€J10.

OTMeTKa 00 UCTHOJTHEHUH TOKYMEHTa M HalpaBJICHUH €ro B JIEJIO BKJIIOYACT B ¢eOsl CICIYIOIIHE
naHHble: ¢pa3sy «B gemo», HWHIOEKC Jiela Mo HOMEHKJIAType JIell, B KOTOpOE MOMeEIIaeTcs
JIOKYMEHT Ha XpaHEHHE, C yKa3aHHEM KaJIeHJapHOTO rojia, JOJDKHOCTH Jula, 0(QOPMHUBIIErO
OTMETKY, TTOJIITUCH, AATHI.

Hanpuwmep:
B nemo Ne 01-18 3a 2024 1.

3aMecTUTEeNb TUPEKTOpa II0 BOCIIUTATEIbHOM paboTe

JIuuuas moamnuch 10.10.2024

OTMeTKa O HampaBJIEHUM JOKYMEHTa B JI€JI0O MOXET JAONOJHATHCS KpaTKUMH CBEJIEHUSIMU
0 XapakTepe UCIOIHEHUS JOKYMEHTA.

3.3. OcoGeHHOCTH NOATOTOBKH H 0()OpPMJICHHS OTe1bHbIX BU/IOB JOKYMEHTOB.

3.3.1. Ilpukas.

IIpukas — mpaBoBOM akT, H3naBaeMbli 3aBexyiomeit MAJIOY s pemeHuss OCHOBHBIX
M ONIEPaTHBHBIX 33/1a4, cTosmux rnepegq MAJIOY (npmioxxenne Ne 2).

IIpukaz moxeT OBITh HM3/IaH JIMIIOM, HCIIOJNHSIONMM O00sS3aHHOCTH 3aBenyromeii MAJIOY
B CJIy4ae €ero OTCyTCTBHUSI.

B mpuka3zax 1o OCHOBHOW HESITEIRHOCTH PEIIAlOTCS BOMNPOCHI TUTAHUPOBAHUS, YUCSOHOM,
XO3SIIICTBEHHOH EsITeTbHOCTH, OTYETHOCTH, 00Pa30BATEIBLHOIO U BOCIIUTATEIILHOIO MPOIIECCOB,
U T. I

B mpukaszax mo JUYHOMY COCTaBy paOOTHHKOB PEHIAIOTCS BOIPOCHI IIpHEMa U YBOJBHEHMS
cotpyanukoB MAJIOVY.

B mnpukazax mo ¢GHHAHCOBOM ASATEIBHOCTH PEIIAIOTCS BOIPOCHI HAYHCIICHHS 3apa0O0THOM
IJIATEI.

B mpukazax 1O JAeTAM pemIaroTcs BONPOCH TpHeMa W OTYHCICHHUS OOyYaIOIIHXCs
(BOCTIMTAaHHUKOB).

B mpukazax 1Mo JOMOJHUTEIBbHBIM IUIATHBIM YCIIyram PEelIaloTcsl BONPOCHI OpraHU3alud U
MPOBEJICHUS JIOMOJHUTEIBHBIX IUIATHBIX OOpa30BATEIBHBIX YCIYT, HAYHUCICHUS 3apaboTHOMH
IJ1aThl U3 BHC6I~O)1)KCTHI)IX HNCTOYHHUKOB.

IMpukassl opopmisitorcst Ha 6imanke MAJIOY. Ilepemauya mpuka3oB, UX KONHUH paOOTHUKAM
CTOPOHHHUX OpPTaHHU3alN{ JIOMYyCKAEeTCsl TOJNBKO ¢ pazpemenus 3aBeayromeit MAJIOY. IpoekTsr
MPUKA30B pa3padaThIBArOTCS YIIOJITHOMOYSHHBIM JIMIIOM 110 TTIOPYUYCHUIO 3aBeaytonieid MAJIOVY.
IToaroroBka mpukaza BKIIOYAET B ceOsl M3y4YEHHE CYIIECTBAa BOIpOca W cOOp HEOOXOIUMBIX
CBEICHUH; MOATOTOBKY IPOEKTa MIpPHKa3a; COrIacOBaHHE IPOEKTAa; IMOANHMCAHWE 3aBeIyIOIICH
MAJIOY, perucrpariuio.

[Ipuxaser negatarorcs mpudrom Ne 12.

Homepa cTpaHuIl HOpOCTABISAIOTCA MOCEpPEAUMHE BEPXHEro IMOojsA JucTa. TekcT mnpukasa
IeyaTaeTcs Yepe3 OJAUH MEXKCTPOUHBIA HHTEpBaJ, 6e3 o0opoTa.

[Ipukas wuMeeT clexyonue pPEeKBU3WUTHI: HANMEHOBAaHHE OOpa30BaTEIIbHOW OpraHU3aLNN
corjacHo ycraBy; HamMmeHoBaHue Buaa jgokymeHta ([IPMKA3), nara, HOMeEp, MecTo
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COCTaBJICHUSI, 3arOJOBOK K TEKCTY, TEKCT, HAUMEHOBAHHE JOJDKHOCTH, MTOIINCH JOIDKHOCTHOTO
nuna (MHANAATBL, (PaMIUTHS ), BU3bI COTJIACOBAHMUSI, O3HAKOMIICHHSI.

Jaroii mpukaza sBIsieTCs nata ero nmoamucanus. Jlata odopmisiercss TU(PPOBBIM CIIOCOOOM;
HOMEp COCTOMUT U3 3Haka «No» U MOpAAKOBOro Homepa Ipukasa, Hampumep: ot 00.00.0000
Ne 000.

Tekct mnOpukKaza COCTOMT U3 JABYX  B3aMMOCBSA3aHHBIX  YacTe —  KOHCTaTHUPYIOUIEH
U pacropsAuTEIbHOMN.

TekcT mpuka3za JOMKEH WMETh 3aroJioBOK. 3arojoBOK HadyuWHaeTcs c npemiora «O» («O06»)
u popMupyeTcst pH TTOMOTITN OTIJIarOJBHBIX CYIIECTBUTEIBHBIX (Hampumep:
«O0 yTBepXAeHHUH...», «O perucrpauuu...», «O CO3TaHUMU...»).

3aroIoBOK JOJDKEH KPAaTKO M TOYHO OTpaXkaTh COAEep KaHWE TEKCTa MpHuKa3a. Todka B 3aroJIOBKE
He ctaButrcs. llewataeTcss 4depe3 aBa MEXCTPOUHBIX HHTEpBajia oOT pekBusuTa. [leuwaraercs
CTPOYHBIMU OYKBaMH, BBIAEISCTCS JKUPHBIM IIPUPTOM.

B koHCTaTHpyIOIIIe YacTH KpaTKO M3JIaraloTcs Ieidd U 3aJadd, (akTbl U COOBITHS,
MOCITYKUBIIWEC OCHOBAHUCM JJId U3aHUS MpUKa3a. OHa MOXET HAYHMHATBLCA CIIOBAMU «B LECIIAX),
«BO HCHOJIHEHUE» W ap. Ecam mpmka3 w3maeTcss Ha OCHOBAHWHM JPYroro  JTOKYMEHTa,
TO B KOHCTAaTHUPYIOIIEH YacTH YKa3bIBA€TCSI HAaMMEHOBAHUE 3TOTO JTOKYMEHTa, HaMMEHOBAaHUE
oprasHa, U3IaBIIero JOKYMEHT, AaTa, PETUCTPAIIMOHHBIA HOMEpP U 3ar0JIOBOK K TEKCTY.
Koncratupyromass dYacTb MOXET OTCYTCTBOBaTh, €CIM IPEIONHUCHIBAEMBIE  JIEHCTBHS
HE HYXXJIaIOTCSI B Pa3bSICHEHUHU. TEKCT TIPUKA30B B TaKMX CiydasX HayWHAETCs CO CJIOBa
«I[TPUKA3BIBAIO» (muuiercsi nmponucHbiIMU OykBamu). [Ipyu Hamuuuu ABYX 4YacTeidl mpukasa
pacriopsiiuTeNbHasl YacTh OTHENSIeTCSl OT KOHCTAaTHPYIONIEH CIOBOM «IIpHUKa3biBatoy. Ilocie
cnoBa «ITPUKA3BIBAIO» ctaBUTCSI IBOETOYHE.

TexkcT pacmopsSIUTENBHON YacTH MOJXKET MHENHUTHCS Ha ITYHKTHI, B KOTOPBIX YKa3BIBAIOTCS
HUCIIOJIHUTENN, KOHKPETHBIE NEMCTBUS U CPOKU MCIIOJHEHMS NpEeAIUChIBaeMbIX aeiictBuil. Ecin
MIpUKa3 JOMOJHIST, OTMCHSICT WM W3MCHSCT paHee W3JaHHBIC MPHUKA3hl WIN WX OTICIbHBIC
IIYHKTHI, 5TO OTOBapHUBAaETCs B TeKCTe. [loCIeTHNM ITyHKTOM PacIlOpsIIUTEIHFHOM YacTH MpHKas3a
YKa3bIBaeTCsl JOJHKHOCTHOE JIMII0, HA KOTOPOE BO3JIaraeTcss KOHTPOJIb 3a UCIOJHEHUEM IpHKa3a
B rnieinoM. Hampumep: «KOHTpOIb 32 MCIIOJTHEHUEM MPHKa3a OCTaBIISIO 32 COOOI».

HO)IHI/ICI) OTACIISICTCA OT TEKCTA ABYMs MHTCPBaJIaMHU, I€YaTACTCA OT I'PaHUIIbI JICBOT'O ITOJIA.
PacumdpoBka noamucu mnedataeTcsi Ha YPOBHE TOCIEIHEH CTPOKH JOJDKHOCTH Y HPaBOMt
rpaHUIBI TEKCTOBOTO Moyst. [IpoGen Mexny nHuIuanaMu 1 (pamMuireit He aemaercs.

INocnennsist OykBa B paciinpoBKe IMOAMKMCH OTPaHUIUBACTCS MPaBbIM mojeM (10 Mm).

I[Ipn moammcaHuW TIpWKa3a JIAIIOM, 3aMemiarolMM 3apenyrpomyr MAJIOY, noibkHa OBITH
yKa3zaHa ero (paktudeckasi JI0JKHOCTh U (haMIUTHS.

[Ipu HATMYUY PHUITOKEHUH K MPUKa3y 00513aTENBHO ASHASTCS CChUIKA Ha HUX B TEKCTE.
[Ipukassl HyMepyIOTCS HOPSAKOBOM HyMepalHel B Mpeaenax KajJeHIapHOro roja.

Ecin npuka3 BBOAUT B AeWCTBHE Kakue-JTUOO JOKYMEHTHl (MHCTPYKIIMHU, Tpaduku, NpaBuia,
MOJIOKEHUsI), TO OHU OQOPMIISIIOTCA B BUJE MPHIOXKEHUS K MpUKa3y. B mpaBoM BepxHeEM yri1y
TakuX JOKYMEHTOB OT IISITOTO TIOJIOKEHUs TaOynsTopa HEOOXOAMMO MHCATh CIIOBO
«HpI/IJ'IO)KeHI/IC» C YKa3aHUCM HaWMCHOBAaHUS pPacCrnopsaguTeIbHOTO OOKYMCHTaA, €ro [JaThbl,
HOMepa.

Hanpuwmep:
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IMpunoxxenne
k nmpukazy MBOVY 11O Ne 1
ot 11.07.2024 Ne 34

[Ipunoxxernst K mpoeKTaM IMPUKa30B 0POPMIISIFOTCS Ha OTACIBHBIX JINCTaX OyMar.

Pa3meps! mosnei 1 MeKCTpOYHEBIE HHTEPBANIBI IIPH NIEYaTaHUH TEKCTOB MPHIIOKCSHHUN HICHTUIHEI
pa3Mepam, IPUMEHIEMBIM HPH TIeYaTaHUU TEKCTOB ITPHUKA30B.

B npuioskeHUSIX HOMEMIAIOTCS MHOJIOKEHUS, MEePEYHH, CIUCKU, Tpaduku, TaONHIbI, 00pa3bl
JIOKYMEHTOB U JIP.

Eciu B TekcTe aeTcs CChUIKA «COTJIACHO MPUJIOKEHUIO» Wi (TpuitoxeHue Ne...), To Ha mepBoit
CTpaHUIle MPUIOKEHHS B IIPAaBOM BEpXHEM YTy muiiercs: ciioBo «IIpunoskeHue» u ero HoMmep,
HIDKE Yepe3 OJWH MEXKCTPOYHBIA MHTEpBal JaeTcsl CChUIKA Ha MPUKa3 PYKOBOJIUTEIIS
0o0pazoBaTeIFHON OpraHU3allly, €T 1aTy U HOMED.

Bce cocraBHBIE YacTH PEKBHU3UTA BBIPABHUBAIOTCS 110 JIGBOMY Kparo, IedaTaloTCsl Yepe3 OIUH
MEKCTPOYHBIA WHTEepBai. JJIMHA CTPOKH HE TOJDKHA MPEBHIMIATH 8 CM, OTPaHUIUBACTCS IPaBEIM
roJjieM NoKyMeHTa. [Ipu HaTuguyu HECKOIMBKUX MPUIIOKEHUH OHU HyMEpPYIOTCSI.

Hanpumep:

[Mpunoxenue 1

k nipukazy MBOVY 11O Ne 1

ot 11.07.2024 Ne 34

[Ipn Hanmmumm B Texcte Qopmynuporkn «YTBEPJAWUTDb» mnpunaraemoe Ioo)KeHHE, COCTaB
KOMHCCHM, MEPEUYEHb MEPONPUATHUN H T. J. HA CAMOM IPHUJIO0XXEHUU B IIPaBOM BEPXHEM YIIy
pacnionararorcsi cioBa «Y TBEPXJIEHO» mnun «YTBEPXKJIEH» co cchiikoii Ha mpukas, ero
JaTy, HOMED.

Hanpuwmep:

YTBEPXJIEHO

npukazom MBOY 110 Ne 1

ot 11.07.2024 Ne 34

3aromoBOK K TEKCTy IPHIOKEHHs IedaTaeTcs LEeHTPUPOBAaHHBIM crocoboMm. HammeHoBaHue
BHJIAa TOKYMEHTA MPUIIOKEHUS (IIEpBOE CIOBO 3arojIOBKa MPIIIOKEHUS I1e4aTaeTcsl IPONUCHBIMU
oykBamu >xupHbIM IipudTom: [TOJIOXEHUE, TIEPEYEHD, CITMCOK wu T. 1.).

3aroIoBOK TPWIIOKEHUS OTHAENSAETCA OT AaThl WM HOMEpa IIpHKa3a IBYMS MEXCTPOUYHBIMHU
WHTEpBaJIAMH.

I[Ipy HanmMuuM B TEKCTe TMPUIIOKEHHS HECKOJIBKUX pa3/IelioB MX 3aroJIOBKH  I1€9aTaroTCs
LEHTPUPOBAHHBIM CIOCOOOM (OTHOCUTEIBHO TIpaHHUIl TEKCTa). Touka B KOHIIE 3arojIOBKOB
He cTaBUTCs. JlommyckaeTcsl BBIAETATH 3arOJIOBKU Pas3feioB MIPU(TOM IPyroil HACHIIIEHHOCTH
(’KUPHBIM, TTOTY>KUPHBIM).

TexkcT NpUIOKEHHSI MOXKET OBITh odopMIeH B BuAe TaOmuibl. I'padbl U CTpOKM TaOIUIIBI
JIOJDKHBI UIMETH 3arOJIOBKH, BBIPAKEHHBIE UMEHEM CYIIECTBUTEIHHBIM B HIMEHUTEIIHFHOM TafexKe.
ITonzaronoBkn rpad ¥ CTPOK IpaMMATHUECKH MOJDKHBI OBITH COTJIACOBAHBI C 3arOJIOBKAMH.
TekcT TabMMIBI IeYaTaeTcsl Yepe3 OAMH MEKXCTPOUHBIM HHTEPBaI.

IIpy Hamu9YMM B TEKCTE MPIJIOXKEHWH CCHIIKM HAa CHOCKY OHa odopMisiercs 3Be3J04Koi. TekcT
CHOCKHM TIe4aTaeTcsi yepe3 OJUH MEKCTPOYHBIH HHTEPBAJI B KOHIIE Ka)KJOM CTPAHUIIBI WIIH T1OCIIe
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MPUIIOKEHUS B IIeI0M TIo11 4epToil. [lociae cumMBoiIa CHOCKM €€ TeKCT MedaTaeTcsl C MPONMHUCHON
OyKkBEI. B KOHIIE TeKCTa CHOCKH CTaBHUTCS TOouka. Ha oHOW cTpaHHIlE HE JOIDKHO O(DOPMIISITHCS
0osee Tpex CHOCOK.

B nonokeHusix, mporpaMmmax, ycraBax M JpyrUxX MOJOOHBIX JTOKYMEHTaX pas3ieibl, MoApa3aeibl,
MMYHKTBl W NMOAIYHKTBI HYMEpYyIOTCs apabckumu uudpamu. Homep mnoppasaena HgoJHKeH
COCTOSITh M3 HOMEpa pazjeia W HoMepa mojpasjeia, pa3lieIeHHbIX TOYKoi (Hampumep: 1.2.).
Homep myHKTa MOXET COCTOATH W3 HOMEpa paszierna, IoApaszesia | IIyHKTa, pa3/IesICHHBIX
toukamu (Hampumep: 2.3.1.). IIyHKTBI TIpp HEOOXOIMMOCTH MOTYT IIOJAPa3ASIATHCS
Ha NOJITYHKTbhI, KOTOPbIE JOJKHBI UMETh MOPSAKOBYIO HYMEPALMIO B IIpesiesiaX KaXKI0ro IMyHKTa
(maopuwmep: 1.1.1.1., 1.1.1.2. u 1. 1.).

Bu3sI npocTaBiIsrOTCS Ha 000POTHOW CTOPOHE MOCIIETHETO JINCTA IIPOCSKTa MpHKa3a.

Ha npuitosxeHusiX K IpOeKTaM MPUKA30B BU3bI IPOCTABIISIOTCS MOJ TEKCTOM MPUIIOKEHUS.

3.3.2. [IpoToko..

[IpoTokoI — AOKYMEHT, B KOTOPOM (UKCUPYETCS XO4 OOCYXXICHHUS BOIPOCOB U INPUHSITHUSA
pemeHHﬁ Ha CO6paHI/IHX, COBCIIAaHUAX, KOH(pepeHL[I/ISIX " 3aCCaaHUAX KOJUJICTHAJIBHBIX OpPraHOB
(mpritoxxenue Ne 3).

B nporokonax IMOCTOSHHO JEMCTBYIOIIMX KOJUIETHMAJbHBIX U COBELIATEIIBHBIX OPraHOB
(TIemarorm4eckoro copeTa u odmero coopanus pabOTHHKOB), a Takke KOH(pEepeHIU, cOOpaHuit,
COBCIIaHWN, 3aceJaHWUi, IEPEeTOBOPOB, BCTPEU) HCIIOIB3YEeTCS (opMa H3IOKECHHUS TEKCTa
OT TpeTbero Jjuna MHoxecTBeHHoro umcia (CJIIYIHAJIM, BBICTYIIMJIM, PEIIWIIN).
ConeprkaHve BBICTYIUICGHUH U3JIaraeTcsi OT TPEThEro Juiia €AUHCTBEHHOTO YUCa.

[IpoToko UMeeT cIeayIoe PeKBU3UTHI:

. HauMeHoBaHUe BHAa AokymeHTa — ciioBo «[IPOTOKOJD» mewaTaeTcs Ha 2 cM HHXeE
OT TPaHUIBI BEPXHETO IO IPONMUCHBIMU OYKBaMH, MTOIYKUPHBIM MIPU(GTOM U BEIPABHHUBACTCS
10 LIEHTPY;

. BUJl 3acelJaHusl, COBELIaHUS — OTHEJSIETCS OT ONPENbIAYLIEro pEeKBU3UTA ABYMS
MEXCTPOUHBIMH HHTEpPBAJIAMH, IM€YaTACTCS MONY>KHPHBIM IIPUPTOM UYepe3 OAUH HHTEPBaI
U BBIPABHUBAETCA 110 LIEHTPY;

. JlaTa ¥ HOMEp MPOTOKOoJIa — Jara odopmisieTcss HU(PPOBEIM CIOCOOOM U IEYaTacTCs
uepe3 aBa MEXKCTPOYHBIX HWHTEpBaJla HWIKE MNPEAbIAYHIETO PCEKBU3HUTaA OT JIeBOM T'paHUIIbI
TEKCTOBOTO MOJIsl, @ HOMEP — MOCJIE CJI0BA KIIPOTOKOID»;

. MECTO IIPOBEICHHS 3acCENaHUs yKas3bIBaeTCs HpH O(OPMIICHHH IMPOTOKOJA COBEIAHUS
BTOM ciy4yae, €CIM OHO IIPOMCXOAWIO HE B 3/[aHUM OOpa3oBaTEIbHOM OpraHu3aIuu,
BBIpaBHUBAETCS 110 LIEHTPY Ha OJJHOM JIMHUU C 1aTOM;

. TEKCT MPOTOKOJIA, KaK MPaBUIIO, COCTOUT U3 JBYX YAaCTEH: BBOAHOW U OCHOBHOM.
BBoaHas yacTh COCTaBIISIETCS 110 CXEME:

IIpencenarens — Pamunusg U.O. pykoBoaurens.

Cekpetaps — Damunus 1.0.

ITpucyrcTBOBaNHU:

Cnosa «lIpencenarens» n «CekpeTaphb» IeUaTarOT CIEBa OT HYJICBOTO IOJI0XEHUS TabymsaTopa,
OoTACIAA ABYMsSI MHTCpBaJIaMH OT 3aroJjJioBKa W ApPpYyTr OT Jpyra. C HOBOM CTPOKM IMIIYT CJIIOBO
«IIpucyrcTBoBaM,

daMmwIMyM ¥ UHULMAJIB] OCTOSHHBIX WIEHOB KOJUIErMaJIbHOI'O OpraHa, YYacTHHUKOB 3acelaHus,
paOOTHHKOB OpraHU3allMd W MPUTJIANICHHBIX Ha 3acelaHue IEePEYUCIIIOTCS B al(aBUTHOM
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nopsinke Oe3 yKazaHHs HOJDKHOcTed. IlepeunciieHme NpHUCYTCTBYIOMINX O(OPMIISIIOT BO BCIO
IIUPUHY CTPOKH Yepe3 OJUH MEXCTPOUYHBIM MHTepBaj. Eciu B 3acemaHuM ydacTBYIOT Ooliee
15 gemoBek, B MPOTOKOJIE YKAa3bIBAIOT WX O0IIee KOJIHUYECTBO, a pacCIIU(PpPOBKa MPEICTABISCTCS
B SIBOYHOM JIMCTE, KOTOPBIU SIBIISIETCS IPUIOKEHUEM K MPOTOKOIY (mpuiioxkenue Ne 4).

IIpu odopmiieHHUH TPOTOKOJIA C YUCIOM YYacCTHHUKOB Ooisiee 15 ¢hamMunnm He nmepeyrcisitoTcs,
a yKaspIBaeTcs LHUPPOH UX oOImee KOJIUYSCTBO, CHHCOK YYACTHUKOB B TaKUX CIIydasx
MpuiaraeTcs.

Hanpuwmep:

IMpucyrcTBOBanu 47 4eoBeK (IBOYHBIH JIMCT NPUIIATacTCs).

I[logcuer y4YaCTHMKOB HPOBOJMUTCA IIO COMCKAM PEruCTpaly, KOTOpble IpUIararoTcs
K IIPOTOKOJY.

I[locne mepeunciaeHUss YYaCTHHUKOB B MPOTOKojie odopMIIsieTcsi TepedeHb BOIPOCOB,
MOJJIeXXAIUX OO0CYXKJIEHHIO, KOTOPBIM HaumHaeTcs ciioBamu «lloBecTka AHS» W pacroliaraercs
IIECHTPOBAHHO Yepe3 ABa-TPU UHTEpBaja OT CIIUCKA YYaCTHUKOB.

IToBecTka NIHS CONEPKUT MEPEUUCICHHUE ITYHKTOB (BOIPOCOB) IMOBECTKH IHSI, (DUKCHUPYIOIIHUX
MIOCIIETIOBATENFHOCTE OOCYXXACHUS, ¢ (paMUIIUSIMU TOKIATINKOB. KaXKIbIif BOIIpOC HyMepyeTcst
apabckoit udpoii, pacrioyiaracTcsi B OpsKe 3HAYMMOCTH U OTBeUYaeT Ha BOIpoc «O uyeM?».
Hanpuwmep:

1. AHayu3 BBINIOJTHEHHUS TOJOBOTO IJIaHa paboThl 00pa3oBaTelbHON opraHu3anuu 3a 2024—2025
Y4YEeOHBIH ToI.

Joxnamunk —Ilerpoa A.H.

OcHOBHasi 4acTh MPOTOKOJIA COCTOUT M3 Pa3lesioB, COOTBETCTBYIOIIUX ITyHKTaM MOBECTKH JHS.
TekcT KaxI0ro pasjesa COCTOUT U3 TPEX YacTew:

— CJIYIIAJIU: xpaTkoe coaepkaHWEe OOKJIaaa WA CChIJIKa Ha MPUIIaraéMbli K MPOTOKOIY
tekct. [lepen cnoBom «CIITYIIAJINY npocTaBisieTcsi HOMEP B COOTBETCTBUU C TIOBECTKOW JTHS;
— BBICTVYIIWJIN: «kpaTkoe coaep’kaHue KaKAOTO0 BBICTYIUICHHS, 3aJIaHHBIC BOIPOCHI
U OTBETHI;

— PEIIMJIN (IIOCTAHOBWJIN): peuwenue dopmynupyercsi ¢ UCHOIb30BAaHUEM MOJENH,
NPUHATON  JJI1 PACHOPSAIMUTEIbHBIX JOKYMEHTOB: 4UTO CHelaTh, MCIOJIHUTENb, CPOK
HCITIOJIHCHHMHS.

Pemrenusi, BbhIpabOTaHHBIE Ha COBEIIAHWM, BHOCAT B MPOTOKON mnocie cioBa «PEIIMIIN»
(«ITOCTAHOBWJIN»). Pemienne MoOXXeT coJepkXaTh OJWH FJIM HECKOJBKO ITYHKTOB, OHH
pacrosnararoTcs 10 3HaYMMOCTH, KaKAbIil U3 HUX HyMEPYETCs.

B cirygae kornga mpoTokosl (PUKCHpyeT pelmieHHe o0 YTBEpKJICHHH KaKoro-anbo JOKYMEHTa,
B TEKCT€ MPOTOKOJIA JOJDKHA COJEp)KaTbCA CChUIKA Ha 3TOT JOKYMEHT, a caM JOKYMEHT
Mpujiaraercs K mpoTOKOJy.

[Tpu HanmmuuKu 0co0Oro MHEHUS MO MPUHATOMY PELIEHUIO OHO 3aIlMChIBAETCS B IMIPOTOKOI (IOCIIe
COOTBETCTBYIOLIETO MPOTOKOJILHOTO PEIICHUS ).

B kauecTBe MCMONHUTEINSI MOXKET OBITh YKa3aHO OJHO WJIM HECKOJIbKO JOJDKHOCTHBIX JIMIL TUOO
CTPYKTYypHOE TiojipazaeiicHue. CpoK MOXKET ObITh YKa3aH Kak KaJieHJapHas JaTa WM Kak Tepruo/I
BBITIOJTHCHUS paOOTHI.

CrnoBa «CJIYIHIAJIN», «BBICTYIIWJIN», «PEILIWJIIN» («IIOCTAHOBWJINY») mnedartaroT
OT JIEBOT'O TIOJISI IPONUCHBIMH OYKBaMU M 3aKaHUNUBAIOT JBOCTOUHEM.
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Kaxxnplil pazgen medyaTaeTcs € KpACHON CTPOKH, YTOOBI BBIACIHTH B TEKCTE IMPOTOKOJIA PEUb
OCHOBHOTO JOKJIaJ9MKa, BBICTYIUICHHS] YYaCTHUKOB OOCYXIEHHUS BOIPOCAa M MTOCTaHOBIISIONIYIO
4acTh, (HOPMYJIMPYIONIyIo penieHne coopanus. C 3TOH ke IeIbI0 B TEKCTE MPOTOKOIA KaKIYIO
(aMIJIMIO ¥ MHUIMAIBI BBICTYMAIONIUX I1€YaTal0T C HOBOHW CTPOKH B MMEHUTEIHHOM IIaJIeikKe,
3alUCh BBICTYIUICHUS OTAEISIOT OT dhamMuinu neducom. Kaxknapiii Bonpoc rnedaraercs ¢ KpacHOU
CTPOKH, (DaMHIIUH TIPU 3TOM JIOITYCKAETCS HE yKa3bIBaTh.

B OTACJIbHBIX ClIydassX Ha OCHOBC PYKOIIMCHBIX HJIA MaFHI/ITO(l)OHHI)IX 3aHHCCﬁ, KOTOPbIC BEJIUCH
Ha 3aCelaHUH, COCTaBJISIETCS CTEHOrpadUYECKHil IPOTOKOJ, KOTOPBIA JOCIOBHO IepeaaeT
npoiiecc 00Cy ACHUs KaXKI0r0 BOIPOCa U BIPAOOTKY PEIICHUs MO HEMY.

IIpoTokon odopmiseT cekperapp 3acelNaHus, IOPHIAMYECKYI0 CHIIy HPOTOKON NpHoOpeTaeT
TOJBKO MPU HAIMYUHU ABYX MOANHCEN — mpezacenaTens u cekperaps. Iloamnucu pacnoiararor,
OT/AEJIMB OT TEKCTa IBYMS-TPEMS MEXCTPOYHBIMM HHTEpBajlaMH OT I'PAHMIIBI JIEBOTO IIOJIA.
[ToanuceiBaeTcs MEpBBIH 3K3EMIULIP MPOTOKOJIA, KOTOPHIH IOJIIMBAETCS CEKpeTapeM B JeN0
Y XpaHUTCSl B COOTBETCTBUH CO CPOKOM, OIpe/IeICHHBIM HOMEHKIIATYpOUr Je.

B HekoTOpHIX ciaydasx oOopMISIETCs BBIITMCKA U3 MPOTOKOJIA.

Bhinucka U3 MpOTOKOJIa — TOYHAsST KOMHS YaCTH TEKCTa MOJIMHHOTO IPOTOKOJIA, OTHOCSIIETOCs
K TOMY BOIIPOCY IOBECTKH [IHS, 10 KOTOPOMY TOTOBHUTCSI BBINKMCKa. [IpH 3TOM HEOOXOIMMO
BOCIIPOU3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJHYIO 4YacTh TEKCTa, BOIPOC MOBECTKU JHS,
10 KOTOPOMY TOTOBHUTCSI BBIITUCKA, W TEKCT, OTPAKAIOIIMI OOCYKICHHE BOIPOCA W MPUHSITOE
pemenue. B aToM ciydae Ha3BaHHE TOKyMeHTa 0(hOpMIIsieTCsl Kak «BBITTCKa U3 IPOTOKOJIa.
3.3.3. Cay:ke0HOe MUCHMO.

ITuceMa cocTaBIIAIOTCS U1l OCYLIECTBIIEHUsI OINEPATHUBHOM CBS3M C APYTHMMHU OpraHU3alUsIMU
o Borpocam aestenbHoctd MAJIOY (npuitoxxenue Ne 5).

ITo comepkaHUIO ¥ Ha3HAYEHUIO MHCbMa MOTLYT ObITh HWH(OPMAIMOHHBIE, TapaHTHHHBIE,
peKiIaMaliMOHHbIe, KOMMEPUYECKHUe, TMChMa-3aIipoChl, TMChbMa-TPUTIIAIICHHS U T. 1.
HNudopmariioHHbIe MHUChMAa COIEPKAT COOOIIEHUS, MPOCHObI, HAITOMUHAHHSI, PEIIOKCHHUSI.
lapanTuiiHpie NpeaHA3HAYCHBI UISI U3BCILICHUS O FapaHTHSIX OIUIaThl, CPOKOB MOCTABKH HJIH
Ka4eCcTBa MPOMYKIIUHA U YCITYT.

B pexitamaninoHHBIX (IMIPETEH3UOHHBIX) MUChMaX H3JIararoT TpeOOBaHUs BO3MEIICHUS YOBITKOB,
HaHECEHHBIX U3-32 HapyILIEHHs YCJIOBUH KOHTpakTa WM JOroBOpa JApyrod CTOpPOHOH
(koHTpareHToM). Pexmamanusi  JOJDKHA — TOATBEPXKIATHCS — MNPHIAraeMbIMH K ITUCBMY
JIOKYMEHTaMH B BHJIC aKTOB, CIIPABOK H T. [I.

KOMMep‘leCKI/Ie nrucbmMa COCTaBJIATOT IIPH 3aKIIFOYCHHUHN U BBINIOJIHEHUU KOHTPAKTOB, 4aCTO B HUX
M3JIaraloT IpPOCchObl O MPeIoCcTaBlIeHHH HH(OPMAIIMK O TOBapaxX M yclyraxX y WX HpOJAaBIIOB HIIH,
HAIPOTHUB, MIPE/IAraroT MOCTABUTh TOBAPHI MU YCIIYTH.

B mucemax-3ampocax mpocsT y KOHTpareHTa pa3bsCHUTh KaKOH-Tu00 (akT Wiu JelCcTBHE.
CiyxeOHble TIMCbMa IIedaTaloTcs Ha OlaHKax TIHceM O00pa30BaTeIbHON  OpraHHM3aIlvu.
Cry>xeOHOe THCHMO UMEET CIICAYIOIINE PEKBU3UTHL:

. rpu¢ u oTMeTKa OTpaHUYEHUsI JOCTyMNa K TOKYMEHTY (€CJIU 3TO HEOOXOAUMO);
. aapecar;

. 3aroJIOBOK K TEKCTY;

. TEKCT;

. OTMETKa O HAUTMYUU MPUIIOKCHUN (€CITM OHU UMEIOTCS);

. TTO/ITNCE;
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. OTMETKa 00 WCIIOJTHHUTEIE.

TekcT ciry»keOHOro MUChMa, KaK IMPaBUJIO, JOJDKECH KacaThCs OJTHOTO BOIPOCA WM HECKOJIBKUX
BONPOCOB, €CIIM OHHU B3aWMMOCBSI3aHBI U OyOyT pacCcMaTPUBATHCA B OJJHOM CTPYKTYPHOM
MOJIpa3ielICHUN OpraHu3aluu-aapecara.

TexkcT uznaraercsi OT MEPBOro JIMIA €AUHCTBEHHOrO 4ucia (MPOCUM, HAIpaBisieM U T. [1.) WIA
OT TpeThero Juna eauHcTBeHHoro 4uucia (OO cyuraeT..., nOpodcoro3Hbii  kKomuTer OO
paccMmoTpert...).

Tekct muceMa, Kak MPaBUIO, COCTOWUT M3 ABYX dYacTel. B mepBo¥ wacTm m3naraercsi MpuyinHa,
OCHOBaHWE WJIHM OOOCHOBAaHHE COCTaBJICHUS IIHNChbMA, TPHUBOISITCS CCBUIKH Ha JIOKYMEHT,
SIBIISTFOIIIAICS. OCHOBAaHWEM IIOJATOTOBKH MHChMa. Bo BTOpoil wacTw, HayWHAIOIIEWCs C ab3ara,
TIOMETIAIOTCS BBIBOJIBI, IIPEIIIOKEHUS, IPOCHOBI, PEIICHUS U T. .

3.3.4. 3asBieHue.

3asBieHre — 3TO OPUIHAIIBHOE COOOIIEHNE B MUCEMEHHOU (hopme. OHO COASPIKUT Yallle BCETO
MpeJIOKEHHE, XKaJlo0y WIH MPOChOYy KaKOoTro-JIu00 YeI0BEKa, aJIpeCOBaHHbBIC WM OpTraHU3alliH,
WA TOJHDKHOCTHOMY JIHIly. 3asiBIeHHE O(OpMIISIETCs Ha CTaHIAPTHBIX JUCTax Oymaru ¢gopmara
A4.

3asBieHNE BKIIOYACT: ajapecaTa, KOTOPOMY HAaIpaBisieTCs 3asBICHHE, (HaMIUTHIO, WMS,
OTYECTBO, JMIOJPKHOCTH aBTOpa 3asiBICHHS, HAWMCEHOBAaHHE ITOKYMEHTAa, TOYHOE H3JIOKCHHE
MIPOCEOEI, TIPETIOKEHHUS, OIICH MPHUIJIATaeMBbIX K 3asBICHUIO JOKYMEHTOB, JaTa, ITOIITHCH.

B 3asBiIeHHM HCIONB3YeTCs, KaK MPaBUIO, OQUIIMATBLHO-IEIOBasl JIEKCHKA, B HEKOTOPBIX
3asBJIICHUSX JIOITYCKASTCS YHOTPEOICHUE IMTyOIUIIUCTHICCKON JICKCHKH.

3.3.5. 3anucka.

3anucka (aHaMWUTHYECKas, JOKJaJHas, ClykeOHas, OOBsSICHUTENbHAs) —  JOKYMEHT,
anapecoBaHHbIi 3aBemytomern MAJIOY wunu  BhIIECTOSIIIENH OpraHU3alliid W COJIEPIKAITAN
00CTOsITENTEHOE U3JIOKEHHUE KaKOr0-JIHOO BOIIPOCca C BEIBOJAMH U MPEIJIOKESHUSIMUA COCTABUTEIISI.
JokmagHasi 3ampcKa COCTAaBISIETCS KakK I10 JIMYHOW WHHUIIMATHBE aBTopa (pabOTHWKA), Tak
¥ 10 yKa3aHWo (MMCbMEHHOMY HJIM YCTHOMY) 3aBenyromeid MAJIOY.

3anucka cocraBiisieTcsi Ha OyMa)XHOM HOCHUTENIE WM B dJIEKTpOHHOM Buae. OdopmiieHue
3allUCKU 3aBUCUT OT ajpecarta. lIpu cocraBiieHMH JOKIQJHOW 3allUCKH, aJPECcOBAHHON
3aBenyromnieii MAJIOY B pamkax oOpa3oBaTeIbHONW OpraHU3alll{, OHA CUUTAETCS] BHYTpPEHHEH
u oopMIIsIeTCsl Ha CTaHAAPTHBIX JHcTax Oymaru ¢opmata A4. BHyTpeHHss 3amucka IO KHA
CoIepKaTh CIEAyIOMNe PEKBU3UTHI: BUJ NOKYMEHTa, JAaTy JOKyMEHTa, Ha3BaHHUE JOKYMEHTA
(3aroJI0BOK K TEKCTYy), €CIM TEKCT OoJiee UYETBIPEX-ISITH CTPOK; aapecaTra, TEKCT, IOIIHUCH
(c ykazaHHeM OOJDKHOCTH, (paMWiIn¥, WHHUIUANOB). lloamuceiBaeT BHYTPECHHIOI JIOKJIATHYIO
3aIIUCKY COCTAaBUTEIb.

Ecmu 3ammcka anpecyercs 3ampenensl MAJIOY, To ee opopMISIIOT Ha OJaHKE W OHA
Ha3bIBaeTCsid BHeEWIHeW. BHemHss 3amMcka AOJDKHA COJIep)KaTh CIEAYIOIIME PEKBU3UTHL:
HAaMMEHOBaHHUE YYPEXKJEHUs, BHUJ IOOKYMEHTa, JaTy JOKYMEHTa, PErucTpalluOHHBIA HOMeEp,
MECTO COCTaBJICHUs, Ha3BaHHUE JOKYMEHTa (3arojioBOK K TEKCTY), €ClId TEKCT Oojiee YeThIpeX-
IISITH CTPOK, ajpecara, TeKCT, MOAIKUCH PYKOBOJIUTEII 00pa30BaTEeIbHOM OpraHU3aIfui.
Pa3HOBI/I)1HOCTI)I-O ﬂOKHa}lHOﬁ 3allMCKU ABJIAIOTCA MNPECACTABIICHUA. Onnu HCIIOJB3YIOTCs IIpU
JTOKYMEHTHPOBAHUU KaJPOBOM ASITEIHFHOCTH M COCTaBIISIIOTCS 3aBenyromiedr MAJIOY umm ero
3amectuTeneM. IlpencraBiaeHns] COCTABISIOT B CIyYasxX HMOOMIIPEHHUS PaOOTHUKOB, HAIOKCHUS
B3BICKAaHUH, IPOBEIACHUS aTTECTAITHH.
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3.3.6. ABToOMaTH3anusl JOKYMEHTHPOBAHUSI.

J1si TIOATrOTOBKM JOKYMEHTOB MOTYT MPUMEHSThCA aBTOMATHU3UPOBaHHbIE TexHoJoruu. Ilpu
9TOM CO3JIat0TCs 0a3bl MaHHBIX (KOPPECIIOHJICHTOB, (OPM JOKYMEHTOB, TpadapeTHBIX TEKCTOB
U TEKCTOBBIX 3arOTOBOK), PEJAKTOPCKHE TTPOTPaMMBI U JIp.

IMopsimok pa3paboOTKH, OHKCIUTyaTallud U MOJIb30BAHUS TaKUMHM CHCTEMaMU ONpeAesseTcs
cTaHJapTaMy B 00JIACTH aBTOMAaTU3UPOBAHHBIX MH(GOPMAIIMOHHBIX TEXHOJIOTHH.

3.3.7. DiIeKTPpOHHBbIE JOKYMEHTBHI.

IMopsimok cocraBiieHUs, O(QOPMIICHHS M COTJIACOBAHHS TMPOCKTOB 3JICKTPOHHBIX JIOKYMEHTOB
OCYIIIECTBJISICTCSL IO OOIIMM TMpaBHJIaM JICJIONPOU3BOJICTBA, YCTAHOBJICHHBIM B OTHOIICHUH
aHAJOTHYHBIX JTOKYMEHTOB Ha OyMa)KHOM HOCHTENC. DJICKTPOHHBINH JTOKYMEHT JIOJI’KEH HWMETh
PEKBU3UTHI, YCTAHOBJCHHBIC JUIS AHAJOTHYHOIO JIOKYMEHTa Ha OyMaKHOM HOCHTEIE,
3a UCKJIFOUYCHHEM OTTHCKA IECYaTH.

B nepedyeHp 00s3aTeNbHBIX CBEAEHHUI O JTOKYMEHTaxX, HCIIOJBb3YEeMbIX B LEJISIX ydeTa M IOHUCKa
JIOKYMEHTOB B CHCTEMaX OJJEKTPOHHOTO JOKYMEHTOOOOpOTa 00pa3oBaTeIbHON OpraHu3aluu
B COOTBETCTBHUH C MPAaBHIIAMH JEJIOMPOU3BOJICTBA B 00pa30BaTEILHON OpTraHU3aIiy, BXOISAT:

. aJIpecaHT;
. aJipecar;

. JIOJDKHOCTD, (haMUJTHSI 1 MHUITAAITBI JIMIA, TIOANHCABIIETO JOKYMCHT;
. BUJT JIOKYMEHTA;

. JlaTa JJOKyMEHTa;

. HOMEp JIOKYMEHTA;

. JaTa IOCTYIJICHUS JOKYMEHTA,

° BXOJSAIIMN HOMEP JOKYMEHTA;

. CChUIKA Ha UCXOMSIIUN HOMED U J1aTy JOKYMEHTa;

o HauMEHOBaHUE JOKYMEHTA;

. HHJIEKC JIeNa;

. CBEJICHUS O Mepeajpecaniy TOKYMEHTa;

. KOJIMYECTBO JINICTOB OCHOBHOT'O JOKYMEHTA;

o KOJIMYECTBO TIPUI0KECHHUIA;

. o0111ee KOJIMYECTBO JTUCTOB MPHIIOKEHHUIH;

. yKa3aHUs M0 UCIIOJIHEHHUIO JOKYMEHTA;

. JoIbKHOCTE, @. U. O. ucnomHuTes;

o OTMETKa O KOH(PUJICHITUAITHLHOCTH.

B cocTtaB OTIONHUTENBHBIX CBEACHHUIT OO0 IEKTPOHHOM JOKYMEHTE MOTYT OBITh BKIIFOUEHBI
CBEICHM: HANMEHOBAaHHE aBTOpa JOKyMeHTa (ecid aBTOp He COBIAJAeT C aJpecaHToOM
(oTmpaBuTeneM) AIEKTPOHHOIO JOKYMEHTa), OTMETKa O IEepPEeHOCE CpOKa HCIOJIHEHUS
JIOKYMEHTa, CpPOK XpaHEHUs [JOKYMEHTa, HAUMEHOBAHUS IPUIOXKEHUN K AIEKTPOHHOMY
JIOKYMEHTY, KIIIOUEBBIE CJIOBA, CTATYC AOKyMEHTa (IIPOEKT, BEPCHsl), BUJ Mepeaadu JOKyMEHTa
(31eKTpOHHOU MOUYTOMN, MOUYTOH, (pakcoM U T. A.) U Ap.

Cpokn XpaHEHHUS 3JIEKTPOHHBIX JTOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHHUS JOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATEIbHBIMHU U WHBIMH HOPMAaTHBHBIMHU IPAaBOBBIMH akTamu P,
THIIOBBIMHY IIEPEYHSAMH JJIsI aHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHTEJE.

4. Opranusanmsi JOKYMeHT0000POTA U MCIIOJHEHHsI JOKYMEHTOB.

4.1. IpueM 1 00padoTKa NOCTYNAIIINX JOKYMEHTOB.
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4.1.1. [JIBmkeHHWE MTOKYMEHTOB C MOMEHTa WX CO3JaHHUS WJIN TIONYYCHHS IO 3aBEPIICHUS
HCHOJIHCHUS WIIH OTHPAaBKU 00pa3yeT TOKYMEHTOOOOPOT.

4.1.2. B nokymMeHTOO0O0poTe 00pa30oBaTEebHON OpraHW3alldd  BBIICISIIOTCS — CICAYIOIINE
JIOKYMEHTOIIOTOKH:

a) mocTyImaroas JOKyMeHTaus (BXoas1as);

0) oTrpaBiseMas JOKyMEHTaIUs (MCXOIIas);

B) BHYTPEHHSISI JOKYMCHTAIIHSI.

4.1.3. JHocraBka wu ormpaBka gokymMeHTOB B MAJIOY ocymecTBasieTcs, Kak IPaBHIIO,
CpeacTBaMH MOYTOBOW M JIEKTPUUECKOU CBSI3U.

4.1.4. loxymeHTsl, nocrymaromue B MAZIOY, npoxoasT MepBUYHY0 00pabOTKy, perHCTPAIIHIO,
MIpeIBapUTEILHOE PACCMOTPEHHE, Iepenady pPYKOBOICTBY Ha pacCMOTPEHHUE, IepeIaroTCs
HUCTIOJTHUTENSM Y MOCJIe UCTIOJTHEHUS TTOMEIIAI0TCs B Jiea.

4.1.5. Tlpuem wu nepBuuHas oOpaboTka JOKYMEHTOB OCYILIECTBIISIETCSI OTBETCTBEHHBIM
3a JEIOIPOU3BOICTBO.

4.1.6. OTBETCTBEHHBIH 3a JEJIONPOU3BOIACTBO IPOBOAUT: IIPOBEPKY MPABUIBHOCTH aPECOBAHUS
MOCTYIAIOMINX ~JOKYMEHTOB, TIPAaBWJIBHOCTH JOCTaBKHM ¥ KOMIUIEKTHOCTH JOKYMEHTOB;
COPTHUPOBKY JOKYMEHTOB Ha MOJJICKAIIHE M HE ITOJIC)KAIINE PETUCTPAIIHH.

4.1.7. IlomydeHHbIE KOHBEPTHI C KOPPECIIOHIICHITNEH BCKPHIBAIOTCS, MPH STOM IIPOBEPSICTCS
HaJIM4We BIIOXKCHHH, a TaK)Ke yKa3aHHBIX B JOKYMEHTaX MPHWIOKEHHI. B ciaydae moBpexxaeHUs
YNaKOBKH U BJIOKEHUU JTUOO OTCYTCTBUS IMPUIIOKEHHUM COCTABISIETCS aKT B JIByX DK3EMILUISIpax.
OauH 5K3eMIUISIp aKTa HaIlpaBiIsieTCs KOPPECIIOHAEHTY, BTOPOU MpHOOIIaeTCsl K MOCTYIIUBLIEMY
JOKYMEHTY.

4.1.8. Ommbo4YHO mOpuUCIaHHAs KOPPECHOHJCHIMS TepechuIaeTcsl IO MPUHAIIC)KHOCTH, €CIU
W3BECTEH aJpec TMojydaTeias. B IpoTHBHOM ciydyae KOPPECIIOHIACHIIMS BO3BPAIIACTCS
OTIIPAaBUTENIIO.

4.1.9. KouHBepThl OT IOCTYIAIOIIEH KOPPECIIOHACHIIMU  COXPAHSIIOTCS W MPUJIATraroTCs
K JOKyMEHTaM JIMIIb B TOM CIly4ae, KOTJAa TOJBKO II0 HUM MOXHO YCTaHOBUTH aJpec
OTIIPAaBUTEIS WIM KOIJAa Jlara IIOYTOBOTO INTEMIEIs HWMEEeT 3HA4YCHHE B Ka4eCTBE
JIOKa3aTeIbCTBA BPEMCHH MTOTYyYCHUS TOKYMEHTA.

4.1.10. ChnenuaiucToM HE BCKPBIBAIOTCS KOHBEPTHI TMHCEM C HAANKUChIO «IU4HO». OHHU
MepearTcs M0 Ha3HAYCHUIO

4.2. TllpenBapurtejbHOE PACCMOTPEHNE TOKYMEHTOB.

4.2.1. OTBETCTBEHHOE 3a AEIONPOU3BOACTBO IPOBOAUT IIPEABAPUTEIBHOE PACCMOTPEHUE
IIOKYMEHTOB B IIEJISIX BBIOCJICHHS W3 BCETO MAacCHBa ITOCTYIUBIIEH KOPPECIIOHICHITUN
JIOKYMEHTOB, TpEOYIOMMX O00sS3aTeILHOTO PACCMOTPEHHUS PYKOBOJWUTEIEM OOpa30BaTEeIILHOMN
OpraHu3aIvm.

4.2.2. OCHOBaHHEM TSI IPUHATHS PEIICHUS B XOJ€ MPEIBAPUTEIFHOTO PACCMOTPEHUS SIBIISICTCS
coJiep>kaHHe JJOKYMEHTa, a He aJipecoBaHre JOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHUKY.

4.2.3. Pe3ynpTaTOM MOPEABApUTEIIFHOTO PACCMOTPEHUs SIBIISIETCS HAIlpaBJI€HHE JTOKYMEHTa
PYKOBOJMUTEIIO 0OOpa3oBaTEIbHON OpraHW3aluyd WIH JOJDKHOCTHOMY JIMIY B COOTBETCTBHU
C YCTAaHOBJICHHBIM B 00pa3oBaTeLHOW OpraHU3allii pacupeielicHueM OOS3aHHOCTEeH MeXIy
PYKOBOAMTEIEM U NOJDKHOCTHBIMH JIMIIAMH UII  BBIHECEHHS yKa3aHHWS 110 WCIIOJIHEHUIO
JIOKYMEHTA.

4.3. PerucTpauusi 10OKyMeHTOB.
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4.3.1. Ilepeqaua  mOKyMeHTOB Ha PETUCTPAITUIO TPOU3BOJUTCS TOJBKO nocie
UX MNPEeIBapUTEIBHOTO PACCMOTPEHHUS.

4.3.2. Peructpauuu mnojiexar Bce JOKYMEHTbI, TpeOyrolue yueTra, HCHOJHEHUS,
HCHOJIb30BAHUS B CIIPABOYHBIX  ILEJISIX, Kak IIOCTyMAaloIIHe U3 APYTUX  OpraHu3aiui
U OT YaCTHBIX JHI, Tak U oOpasyromiuecs B aearenbHoctd MAJIOY, u perucrpupyrorcs
HE3aBHUCHMO OT cioco0a X TOCTaBKH.

4.3.3. K m1okyMeHTaMm, He IMOJJISKAIUM PETUCTPAIliH, OTHOCITCA JOKYMEHTHI, He TpeOyromme
WCTIOJIHEHUSI | HE coAepkamue WHGOPMALMH, HCIOIB3yeMOH B CIPAaBOYHBIX  IIEJISX:
MIPUTJIIACUTENBHBIC, ITO3IPAaBUTEIbHBIE NHCHMAa, TEIErpaMMEBl, OWJICTHI, IUIAaHBI, IPOTPAMMBI
CeMUHApOB, KOH(pEpCHINH, CHMIIO3UYMOB H APYTUX HOJOOHBIX MEPOIPHUSATHH, TOKYMEHTEI
o OyXTaITEPCKOMY  VYETy,  MAaTepHAIbHO-TEXHUYECKOMY  OOCCIICUCHHIO,  ILTAaHOBEIC,
(hMHAHCOBBIE JOKYMEHTBI, MOCTyHarolmue O0e3 COMPOBOAUTEIBHOIO MHUCbMAa, PEKIaMHbIE
JIOKYMEHTBI, KOMMEpUYECKHe NpeIJIOKeHHs, IeYaTHble H3JaHus, YHH(PUIHUPOBAHHBIE (OPMBI
u OJIaHKU IOKYMEHTOB U JIp.

4.3.4. JJoKyMEHTHI, IOJJIEKAIUE PErUCTPALMH, PETUCTPUPYIOTCSA B JKypHale perucrpauuu
BXOSIINX JOKYMEHTOB (TipriiokeHne Ne 7) B I€Hb IIOCTYIUICHHS — B CIIy4ae MOCTYIUICHUS
IIOKyMeHTa B paOodee BpeMs; Ha CICAYIOMNA padoumii 1eHb — B Clydae MOCTYIUICHUS
JIOKyMEHTa B Hepabodee BpeMsT; He3aMeTUTEIFHO — C OTMeTKaMu «CpodHo», «OiepaTHBHOY.
4.3.5. Ha mokyMeHTax, IOCTYIAIOIMIMX B agpec oOpa30BaTEIbHOW OpraHW3alld, B HHKHEM
MpPaBOM YIIIy JIMLEBOM CTOPOHBI IEPBOro JUCTA JOKYMEHTA MPOCTABISAETCS PErUCTPALlMOHHBIN
LITAMII ¢ YKa3aHUEM JIaThl U MOPSAAKOBOrO0 PETUCTPALMOHHOIO HOMEpA.

4.4. PacnipenesjieHue MOCTYNAKIINX JOKYMEHTOB.

4.4.1. Tlocne perucTpauuu JOKyMEHTHI IEPEJAIOTCS Ha pacCMOTpeHue 3apenyromieit MAZIOY.
4.4.2. Tlocne paccmotrpenust 3aemytomern MAJIOY  noKyMeHTBI  BO3BpAIAIOTCS
OTBETCTBEHHOMY  3a JI€JIONPOU3BOJACTBO, JUIi IIEPEHECEHUs YKa3aHUW I10 UCHOJHEHUIO
JIOKYMEHTa B XypHaJl PETUCTPALlMU BXOJAIIMX JOKYMEHTOB. B COOTBETCTBHHM C yKa3aHUSIMHU
[0 UCTIOJIHEHUIO  TOUIMHHHUK  JOKYMEHTa  HampaBsIeTcsl  pa0OTHUKY,  SBIIONMIEMYCS
OTBETCTBEHHBIM HCHOJHUTEIEM, a COUCIIOJIHUTEISAM HAIpPaBJISIOTCS KOMHUHU JIOKYMEHTOB (eciu
HUMEIOTCs1), O UEM JEeIaeTCs OTMETKA B KypHaJle PEruCTpaliu BXOJAIIUX JOKYMEHTOB.

4.4.3. DneKTpOHHBIC COOOIIEHUS, IIOCBUIAEMBIEC I10 DJIICKTPOHHONW IOYTE, MCIOIHAIOTCS
AHAJIOTUYHO JOKYMEHTaM Ha OyMa)KHBIX HOCHUTENSX C YYETOM ONpPEACICHHON CrenupuKu
B IIPOLIECCE UCIIOJHEHUS.

4.5. Ilopsaaox 00padoTKH U NPOXO0XKIACHUA HCXOAAUIMX U BHYTPEHHHUX JOKYMEHTOB.

4.5.1. IlopssAoK MOATOTOBKH UCXOISIINX JOKYMEHTOB BKIIFOYAET B ce0sT pabOTy IO COCTABIICHHUIO
MpOeKTa JOKYMEHTA, COTJIACOBAHMIO, TIOANMUCAHUIO (YTBEP)KICHHIO) U OTIIPABKE.

4.5.2. 1o nepenauu JOKyMEHTa Ha NOAMNUCH UCIOJHUTEND JOJKEH IPOBEPUTH €0 COAEPKAHUE,
MPaBWILHOCTh OQOPMIICHHS, HaIWYWe HEOOXOIWMBIX BH3 U OPWIOKEHUH. JokymeHT
NpECTABISAETCS Ha MOJAMKUCH BMECTE C MaTepHUajlaMi, HA OCHOBAaHUU KOTOPBIX OH TOTOBUJICS.
4.5.3. BHyTpeHHHE JOKYMEHTHl OMOPMIISIOTCS M HCIOJHIIOTCA (MCIIOJB3YIOTCS) B Mpeaesax
MAJZOY.

4.5.4. BHyTpeHHHE JOKYMEHTHI (HOKJAgHBIE  3alMCKH, CIPaBKH, CBOJKH M Jp.)
paccMaTpUBarOTCsl TEMU JTOJKHOCTHBIMU JIMIIAMHU, KOMY OHHM HalpaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 3a JIEJIONPOU3BOJCTBO TIEpE/l Caayveil KOPPECIOHASHIIMM Ha OTHPAaBKY
JIOJDKHBI 00513aTEIIbHO ITPOBEPHUTH PABMIIBHOCTH €€ OQOPMIICHHS B aIpECOBAHHUS.
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4.5.6. Perucrtpamusi OTHpaBISIEMBIX JOKYMEHTOB OCYIIECTBISICSTCS B ACHb WX TOIITACAHUS
(yTBepKIeHHs) WM Ha CICOYIONuid paboumii eHb. PerncTpalvoHHBIM HOMEp HOKYMEHTa
U J1aTa PETUCTpallid IPOCTABIIIOTCS HA MOJJIMHHUKE JOKYMEHTa B PEKBH3UTax OJaHKa
U Ha KOIIUH, OCTarollelcs B Jiesie 00pa3oBaTeabHOI opranuzannu. CopaBOYHBIM anmnapaToM JJis
HUCXOJSIINX JOKYMEHTOB ABJISETCA KypHAJl PETUCTPAILIMU 3TUX JOKYMEHTOB (mpuioxenue Ne §).
4.5.7. OtnpaBKy HUCXOIAIINX TOKYMEHTOB NMPOU3BOJAUT OTBETCTBEHHBIN 3a JEIOMPOU3BOJICTBO.
CpouHasi KoppecloHAeHIIUs 0GOPMIISISTCS U OTIPABJISICTCS HE3aMEJIMTEIIbHO OTBETCTBEHHBIM
3a JeIOTPOU3BOICTBO.

4.5.8. OTBEeTCTBEHHBII 3a JCIOMPOU3BOJACTBO IIPOBEPSET TNPAaBUIBHOCTH  OGOPMIICHHUS
HUCXOJSIIUX JTOKYMEHTOB, IIPOHU3BOOUT COPTHPOBKY ITOKYMEHTOB IIO CIOCOOY JOCTaBKH
KOppeCHOHACHIINH anpecary (TpocTas, 3aKa3Has, MEXIyHapoIHas u ap.). HempaBwibHO
oopmIleHHBIE JOKYMEHTHl W KOPPECIOHJIEHIIMS HECIY>KEOHOr0 XapakTepa K OTIpaBKe
HE TIPUHUMAIOTCA ¥ BO3BPAILAIOTCS JIUILY, TOATOTOBUBIIEMY JTIOKYMEHT.

4.5.9. OrtnpasnsgeMass 0[O IIOYTE€ KOPPECIOHAECHLUMSA NPOXOAUT YINAKOBKY, aJpECOBAaHUE,
OpOCTaBJICHUC CTOMMOCTH IIOYTOBBIX YCIIYI' U NI€pCaady Ha OTIIPpaBKy B MCECTHOC OTIACJIICHUC
CBSI3H.

4.5.10. Ha3aka3Hyr0 KOpPPECIOHACHIINIO, Ha JIOKYMEHTBI C MoMeTkol «/imsa ciry>keGHOTO
MOJB30BAaHUS» COCTABIICTCS PEECTpP, KOTOPBIM 3aTeM BO3BpAIaeTCs OTBETCTBEHHOMY
3a AEJIONPOU3BOJICTBO C PACIIUCKON PAOOTHUKOB ITOYTOBOTO OTACIICHUS CBSI3U WA WHOTO JIUIIA,
o0ecrneunBaroIero OTIPaBKy JOKYMEHTOB.

4.5.11. Ilepenaua c UCNOIB30BaHHUEM CPEIACTB (PAKCUMHUIBHOMN CBSI3U IOKYMEHTOB, COAEPIKAILINX
CcIIy>keOHy0 MHGOpPMAIMI0 OTPaHUYCHHOTO PACIpPOCTPAHEHUs, B TOM YHCJE C MOMETKOW «Jliist
CIIy’)KeOHOTO  TIOJIb30BaHWS», He paspemiaercda. Kareropuuecku 3ampeniaercs mepeaada
10 cpenicTBaM (paKCUMIUTBHOM CBSI3M CEKPETHBIX TOKYMEHTOB.

4.5.12. C ucnoyib30BaHUEM CPEICTB (PAKCUMHUIIBHON CBS3W MOTYT OBITh IIepelaHbl MaTEepPUAITBI
TEKCTOBOIO, TaOJWYHOTO WM TpadUUyecKoro XxapakTepa, HCIOJHEHHBIC THITOrpa(CKuM,
MAIIMHOIIMCHBIM HJIN PYKOIIMCHBIM CHOCOOOM B UEpHOM WJIM TEMHO-CHHEM IIBETE C UYCTKUM
U KOHTPACTHBIM H300pakeHHeM (IIepBBbI€ DK3EMIUISIPbl WJIM HUX KCEPOKONMHU) Ha Oeyoil Gymare
C MUHUMAaJIBHOH BBICOTO# OykB U 1udp 2 MMm. O0BeM IeperaBaeMoro B TCUCHHUE OJTHOTO CeaHca
CBSI3M JIOKYMEHTAa, BBINOJHEHHOTO Ha Oymare ¢QopmaTta A4, He JOJDKEH IMPEBBIIIATh IISTH
JINCTOB.

4.5.13. OTBETCTBEHHOCTh 3a CoJiepkaHue wWHQoOpMauu, IepeaaBaeMol C UCTIOIBL30BAHUEM
CpCacCTB q)aKCHMHHBHOf/'I CBs3H, BO3J1aracTcCsa Ha HCIIOJIHUTCIIA, IMOATOTOBHUBIICTO (baKCOl'”paMMy
IIJTSL TIepeIad.

4.6. Oco0eHHOCTH PadOTHI € IJIEKTPOHHBIMHU TOKYMEHTAMH.

4.6.1. BMAZOY co3naroTcsi U UCIOIb3YIOTCS:

. SJICKTPOHHBIE JOKYMEHTHI, CO3/IaBaeMbIe B DJICKTPOHHOH popme 6e3 mpeaBapuTeIHLHOTO
JIOKYMEHTUPOBaHUA Ha OyMa)KHOM HOCHUTEJIE;

. SJIEKTPOHHBIE O00pa3bl JOKYMEHTOB, IIOJyYE€HHBIE B pe3yJibTaTeé CKaHUPOBaHUS
JIOKYMEHTOB W XPaHSIIHECS B CUCTEME DJIEKTPOHHOT'O JJOKYMEHTOO0O0POTA.

4.6.2. IlpuemM wu oTmpaBKa »dJEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCSI OTBETCTBEHHBIM
3a BEICHHUE IEJIONPON3BOICTBA B 00pAa30BATEIHFHON OpraHU3aIlim.

4.6.3. DIIEKTpPOHHBIC JIOKYMEHTBI CO3Jal0TCs, 00padaThIBAIOTCA W XPaHATCS B CHCTEME
AJIEKTPOHHOTO JOKyMeHTooOopoTta MAJIOVY.
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4.6.4. DNEKTPOHHBIH JOKYMEHT JOJDKEH OBbITh  O(GOpMIIEH IO OOIMM  TIpaBHIIAM
JIEIIOTIPOU3BOACTBA W UMETh PEKBH3UTHI, YCTAHOBJICHHBIC I aAHAJOTHYHOTO JOKYMCHTA
Ha OyMa>KHOM HOCHUTEIIe, 3a UCKIIOUYCHHUEM OTTHCKA IeYaTH U n300pakeHus ['ocyaapCcTBEHHOTO
rep6a P®.

4.6.5. [Ins TOATBEPXKICHHS TMOJJIMHHOCTU OJJICKTPOHHBIX JIOKYMEGHTOB B 00pa30BaTEIbHOMU
OpTaHU3alld HCHOJIB3YIOTCS JJEKTPOHHBIE IU(POBBIC MOAMHCH. lcImoiab3yeMble CpencTBa
3JIGKTPOHHON 1M(POBONH MOANMHMCH TOJDKHBI OBITH CEPTU(UIHMPOBAHBI B YCTAaHOBJICHHOM
TIOPSIIIKE.

4.6.6. Epuauneit yd4era DJIEKTPOHHOTO [AOKYMEHTAa SIBJISETCS DJIEKTPOHHBIM TOKYMEHT,
3apPETUCTPUPOBAHHBIN B CHCTEME  DJISKTPOHHOTO  JOKYMEHTOoOOOpoTa  00pa3oBaTenbHOMH
OpraHu3ali. DNEKTPOHHBIA TOKYMEHT, MMCIOIIWNA IMPHWIIOKCHUS, PETHUCTPUPYETCS KaK OJUH
JIOKYMEHT.

4.6.7. Ilocie oTHpaBKH SJIEKTPOHHOTO IOKYMEHTa, 3aBEPEHHOTO DSJIEKTPOHHOH IOAIHCHIO
YIIOJITHOMOYEHHOTO JOJDKHOCTHOTO JIMIIA, MJOCBUIKM ajpecaTy ero KOMNHH Ha OyMaKHOM
HOCHUTeJe, Kak IpaBHIIO, He TpeOyeTcs, 3a UCKIIOYEHHEM OTBETOB Ha OOpallleHHs TpakIaH,
MIOCTYIHUBIINX 110 HH(OPMATMOHHO-TEIEKOMMYHHUKAIIMOHHBIM KaHaJIaM, Ha KOTOPBIC 3asBUTEIIO
JTaeTcsl MUCEMEHHBIN OTBET, HAIIPABIISIEMEIH 10 IIOYTOBOMY aJIpecy, YKa3aHHOMY B OOpaIlleHHH.
4.6.8. VcnomHeHHBIE SJISKTPOHHBIE JOKYMEHTHI CHCTEMATH3HUPYIOTCS B JIeJla B COOTBETCTBUHU
C HOMEGHKIIATYpol 1en  oOpa3oBaTeNbHON  OpraHW3alliil ¥ WHICKCHPYIOTCS B MOPSAKE,
YCTaHOBJIEHHOM B OTHOIIICHUHW JIEJI, COCTaBIICHHBIX W3 JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIC.
[Ipu cocraBieHNM HOMEHKIIATYPHI JIENI B 3ar0JIOBOK JieJla BKIIIOYACTCS YKa3aHUue «DICKTPOHHEIS
JOKYMCHTBI».

4.7. NudopManuoHHasi 6€30MaCHOCTb.

4.7.1. HNuadopmanmonueie pecypcsl MAJIOY 1o moctyrny (BO3MOXXHOCTH HCITOJIb30BaHMUS)
MMOJIPA3JICIISIIOTCS Ha OTKPBITYIO (0OIIeAOCTYITHY0) HH(POPMAIIHIO, CIIYKECOHYH HWH(OPMAIIHIO
1 UHPOPMAITUIO OTPAaHHUYCHHOTO PAaCIPOCTPaHCHHUS (JIOCTYIIA).

K xareropum OTKpBITOI MH(]pOpMAIIMU OTHOCHUTCS WHGOpPMALHs, cCoAepKaIlascs B JTOKyMEHTax
u 0azax maHHBIX 3aBenyronieidi MAJIOY, HemoCcpeACTBEHHO 3aTparuBarolias IpaBa U UHTEPECH
TpaXKIaH.

K kareropun ciayxebHO MHGOpPMAIUU OTHOCUTCA HH(pOpMAIUs, coAepkKaiascs B JOKyMEHTax
u 6a3ax JaHHBIX 3aBeayromeid MAJIOY, mnpegna3HadyeHHass s JOJDKHOCTHBIX — JIMII
1 paOOTHHUKOB 00pa30BaTEIHFHON OpraHU3alNH, IIPU BHITIOJHEHUH UMHU CBOMX (PYHKIIMOHAIBHBIX
00s13aHHOCTEH, HE 3aTparuBarollasl HAMpSMYyIO0 MpaBa M HHTEPEChl TPa)KIaH M HE OTHOCSIIASICS
K KaTeTOPHUH OTPaHUYCHHOTO PACIIPOCTPAHEHHUS (JIOCTyMa).

K xareropun  wHpOpManmuu  OTPaHHYECHHOTO  PAaCHPOCTpaHEHHsI  (IOCTyIa) OTHOCHUTCS
nHpOpMaLHs, CcoAcpXKallascss B JOKYMEHTax U 0a3aX MaHHBIX, BKIFOYAIONIAs CBEICHUS
KOH(HUICHIINAIIBHOTO XapaKTepa.

Bcsa undopmanus, copepkamiasicss B JOKyMEHTax U 0Oas3ax JaHHBIX 3aBenytomeidt MAJIOVY,
IO YMOJTYAHUIO SIBJISIETCS. OTKPBITOW U 00IIeA0CTymHOM. McKiTroueHrne cocTaBisieT HHGOPMAIIUS,
OTHECCHHAsI K KATETOPUSIM CIIY)KEOHOM M OTPaHHYCHHOIO paciupocTpaneHus (JocTyma).

4.7.2. loctyn noap3oBaTesied K MHGOPMAIIMH OTPAaHUYHBACTCS IIyTEM OTHECEHUsI MH(popMaruu
K COOTBETCTBYIOIIEH KaTErOPHHU M HAJIOKECHHEM Ha HEe COOTBETCTBYIOIIETO Tprdha OrpaHHICHUS
pactipoctpanenus. HMHdopmamus orpaHWYeHHOTO JOCTyrna cHaOxkaetcss rpudom  «Jls
CITyKeOHOTO TOJIb30BAHUS.
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[IpaBoM oTHeceHuss WH(POpMAIMA K KATETOPHUH OTrPAHUYCHHOTO IOCTyIa W HAJIOXKCHUS
COOTBETCTBYIOIIEro rpuda o01agaeT aBTOpP MOKYMEHTa II0 COTJIACOBAHUIO C PYKOBOIUTEIEM
00pa3oBaTeIbHONW OpraHU3alInH.

JlokymeHTHpoBaHHasi HMH(MOpMaIMA  OTPAaHUYEHHOTO  pAacIpOCTpaHEeHUs Oe3  CaHKIUHU
JOJDKHOCTHOTO JIMIIA, YCTAHOBHBIIETO PEKUM OTPAaHUYEHHOTO PacOpOCTpPaHEHUs sl JaHHOTO
JIOKYMEHTa, He TTOUICKUT pa3IallleHUIo (pacpocTpaHeHuto). [lpenocrapinenne noib30BaTeIsIM
JIOCTyTNa K JaHHOU WH(QOpPMAIMU  OCYIIECTBIISISTCSI MCKIIOYUTEIFHO II0 COTJIACOBAHUIO
C YKa3aHHBIM JTOJHKHOCTHEIM JIUIIOM IIyTEM IMOJIa9l COOTBETCTBYIOIIEH 3asBKH.

JIOJDKHOCTHBIE JIMIA, TIPHHSBIIHE peElIeHHe 00 OTHECeHWH WH(OpManuH, 3adUKCUPOBAHHOU
B JOKYMEHTE, K KaTerOpUM OrpPaHUYEHHOTO pacOpOCTpPaHEHUs, HECYyT OTBETCTBEHHOCTH
3a 000CHOBaHHOCTH MIPUHSITOTO peureHus H €To COOTBETCTBHE JIEUCTBYIOIIEMY
3aKOHOJIaTENIbCTBY.

4.7.3. JluuHbple KapTOYKU PabOTHUKOB, TPYIOBBIC KHUKKH PaOOTHHKOB, MPUKA3BI MO JIHYHOMY
COCTaBy JOJDKHBI XPAHUTHCS B celipe NN B METAJUINYECKOM IIKady.

bnankn TPYAOBBIX KHUIKECK 11O MEPEC HCO6XO)II/IMOCTI/I BbIJAIOTCA OTBCTCTBECHHOMY JIMILY. 3aHI/ICI/I
B TPYJOBOM KHWKKE MOAIUCHIBAaEcT 3aBenayromas MAJIOY. Yder, XpaHeHHE U BbIJady OJaHKOB
CTPOTOM OTYETHOCTH: AWIUIOMOB, BKJAIBIIMIEH K HUM, CBUICTEIBCTB, yAOCTOBEPEHHH BEIET
OTBETCTBEHHOE JUII0. biranku xpaHsTcs B cetide.

4.7.4. YcraHOBKa W 3KCIUTyaTamusi IPOTPAMMHOTO OOECIIEUCHHsS, IOIYUYCHHOTO U3 JIFOOBIX
HWCTOYHHUKOB U BBINOJHSIONIETO (YHKIUH, HE CBA3aHHBIC HEIOCPEICTBEHHO C BBIMOJIHECHUEM
paboTHHUKaMHU CBOUX JIOJKHOCTHBIX OOSI3aHHOCTEN, KaTErOpUYECKU 3arpelleHa.

4.7.5. Becs  mpenctaBieHHas B 9JIGKTPOHHOM — BuAe  HWHGpoOpManus,  IOCTyIaroIias
B 00pa3oBaTelbHYI0  OPTraHU3alUI0, B O0S3aTEIbHOM  TOPSAJIKE  TOJJISKHUT  IPOBEPKE
AHTHUBHUPYCHBIMH CPEICTBAMHU.

4.7.6. DNeKTpoOHHAs TOYTa MOJXKET HCIOJIB30BAaThCS IIOJB30BATEISIMA TOJBKO I OoOMeHa
uH(pOpMaIed, OTHOCSIIEHCS K KATETOPUH OTKPBITOW W CIIY>)KEOHOU. 3aIpelieHo HCII0b30BaTh
AJIEKTPOHHYIO TIOYTY IUIS Tepemaddl HHOOpMAIUH, OTHOCSIIECHCS K KaTErOpUH OTPaHHYCHHOTO
pacrpocTpaHeHus.

5. KoHTpoJIb 32 HCIIOJIHEHUEM JOKYMEHTOB.

5.1. Opranusanusi KOHTPOJIS.

5.1.1. KoHTpOato mojjexaT BCE 3aperuCTpUpPOBAHHbBIE JOKYMEHTBI, TPEOYIOIIHUE HCIIOIHEHUS.
KonTpones ucCromgHeHHs JOKYMEHTOB BKJIIOYACT: yYET, IIOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb
CPOKOB HCITOJTHEHUSI, HEIMOCPEACTBEHHYIO MPOBEPKY XOJa HCIIOJHEHUS, MPOBEPKY KadecTBa
WCTIOJTHCHUS, aHAIN3 Pe3yIbTAaTOB HCITOTHEHHUS.

5.1.2. KoHTpolib 3a UCIIOJTHCHHWEM JIOKYMEHTOB YCTaHaBIWBACTCA B IENsIX OOeCIeUCHUs
HUX CBOEBPEMEHHOTO U KauY€CTBEHHOTO MCIIOJIHEHUs], TOBBILICHUS YPOBHS OpPraHU3aTOPCKOU
paboThI ¥ UCHOHUTEIHCKOM UCIIUILTHHEI.

5.1.3. IIpu mocTaHOBKE JOKYMEHTA Ha KOHTPOJIb HAa IIPABOM BEPXHEM MOJIE IOKyMEHTa JAeIaeTcs
OTMETKa O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (IITAMIIOM) «KOHTPOJIb)

5.1.4. KoHTpomato moie)xaT NMpUKasbl, PELICHUSI COBETOB, a TAK)XXE€ JIOKYMEHTHI, MOCTYMaoIIne
Ha uMs 3asenyromeid MAJIOY.

Opraau3anust KOHTPOJIISI UCITOJTHEHUS BKITIOYAET B ceOs:

. IIOCTAaHOBKY JOKYMEHTa Ha KOHTPOJIb;

. MOHUTOPUHT UCTIOJIHEHUS KOHTPOJIBHBIX MOPYUYEHUH JOKYMEHTOB;
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. CHSITHE HUCIIOJIHEHHOTO JTOKYMEHTa C KOHTPOJIS;
. HampaBJICHUE UCIIOJHEHHOTO TOKYMEHTA B JEJO.

5.1.5.

5.1.6. JIOKyMEHT CUHMTAETCs HCIIOJTHEHHBIM, KOT/Ia PEIICHBl OKOHYATEIHHO BCE IMOCTABJICHHBIC
B HEM BOMPOCHI U COOJIIOACHBI CICAYIOIINE CPOKU:

. €CJIM B IOKYMEHTE IIOCTABJIEH CPOK MCIIOJHEHUS — B YKa3aHHBIA CPOK;

. JIOKYMEHTHI 0€3 yKa3aHUs CPOKA HUCTIOJIHEHUS — B MECSIIHBIN CPOK;

. €CJIU B IOKYMEHTE UMEETCSI IOMETKa «CPOYHO» — B TPEXIHEBHBIN CPOK;

. mopydeHus 6e3 yKazaHusi KOHKPETHOH JaThl UCIIOTHEHUSI — B MECSTYHBIN CPOK;

. C IOMETKOU «onepaTuBHO» — B 10-IHEBHBIN CPOK;

. o o0pameHnsIM TpakaaH, TPeOYIOIIUM ITOMONHUTEIFHOTO H3YYCHHS U IMPOBEPKU, —

J10 OJHOTO MECSIIa CO IHSI PErUCTpalluy, 10 OCTAIBLHBIM — He Oosee 15 nHeil.

Cpok HcuucisieTcs B KaIeHAApHBIX OHSIX C JaThl IOANUCAHUS JOKYMEHTA.

Eciu nocnenHuii IeH» UCHOJTHEHUS IOKYMEHTa MPUXOIUTCS Ha HEpaOOUHil 1eHb, OH TOJJICKUT
HUCTIOJTHCHHUIO B MIPEIIIECTBYIONINN eMy pabounii JeHb.

[Ipu HEOOXOOUMOCTH TIPOICHUST CPOKA HCITOTHEHHS JOKYMEHTAa OTBETCTBEHHBIN HCIIOJIHUTEIb
MIPENICTABISIET HA UMS PYKOBOJHUTENST 0Opa30BAaTENBHON OpraHU3aIli{, IOABIIETO ITOpyYCHUE,
MOTHBHPOBAHHYIO TIPOCKOY O €ro MPOJJICHHH HE IMO3JHee YeM 3a TPH MJHS 10 UCTCUCHUS
YCTaHOBJIEHHOTO CpOKa, CYeM CBOCBPEMEHHO Tiepefaercs uWHQopMamus B IPUEMHYIO
pyKoBOAUTENSI 00pa30BaTEILHON OpraHU3aLMy.

5.2. IlopsnoKk CHATHS JOKYMEHTOB ¢ KOHTPOJIS.

5.2.1. JIOKyMEHTBl CHUMAIOTCsI C KOHTPOJIS, €CJIM PELICHBI IIOCTaBJIEHHbIE B HUX BOIIPOCHI UJIU
aBTOpPaM JaH OTBET IO CYIIIECTBY.

IIpomMexyTOUHBIN OTBET, paBHO KaK M 3aIlpOC II0 UCIIOJIHSIEMOMY IOKYMEHTY HWJIM YacCTUYHOE
HCIIOJIHEHUE NIOPYYEHHUsI, HE SIBJISIETCSI OCHOBAHUEM JJI IPU3HAHUA JOKYMEHTA UCIIOJTHEHHBIM.
5.2.2. CHATP JOKYMEHT C KOHTPOJISI MOXXET TOJIBKO JOJKHOCTHOE JIMII0, KOTOPOE MOCTAaBUIIO €T0
Ha KOHTPOJIb.

5.2.3. OcHOBaHHUEM JJi CHSITHUS C KOHTPOJISI JIOKYMEHTOB C HOPYYEHHUSIMU PYKOBOIUTEIS
00pa3oBaTEIBLHON OpraHM3allui SIBISETCS JTOKYMEHT — OTBET, ITOJAIIMCAaHHBINA 3aBelylomel
MAJZOY.

6. YueT u XpaHeHHUe NeyaTeil, IITAMIOB U 0JIAHKOB.

6.1. OOs3aTenbHOMY Yy4YeTy NOJJIeKAT BCE BUIBI IIeUaTeld U IITaMIOB, OJAHKU CTPOTOU
OTYETHOCTHU, KOMaHAWPOBOYHBIC YIOCTOBCPCHUS, CIIy)Ke6HBIe 3alaHusA, TPYAOBBIC KHUKKH.

6.2. Yder Bcex IledaTei W IITAaMIIOB, MMCIOIIMXCS B 00pa30oBaTEIIbHONM OpraHu3allfy, BEJIETCS
B CIIEIIUAILHOM >KypHaJie (IpuitokeHre Ne 9).

6.3. JKypmanbl yuera BKIIOYAIOTCS B HOMEHKIATypy Jdea. JIMCTBI UX HyMepyroTcs,
HNPOLINBAIOTCS U ONEYaThIBAIOTCSL.

6.4. IleyaTu ¥ MITaMIBI JOJKHBI XPAHUTHCS B cel(pax MIM METAINIMUECKUX MIKa(pax.

6.5. OTBETCTBEHHOCTb 3a XpaHEHME U HCIOJb30BAHUE IIeyaTeil, INTaMIOB HeCyT JIHIIA,
OTBETCTBEHHBIC 3a BEICHUE IEJIONPON3BOICTBA.

6.6. YHUUYTOXEHHE OJIaHKOB IMPOU3BOIUTCS IO AKTY C OTMETKOM B COOTBETCTBYIOIINX >KypHaJIax
yuera.

6.7. IledaTy 1 mWITaMIIbl YHUYTOXAIOTCS 1O aKTY.
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6.8. TlpoBepka HalM4us TIeYarei, INITAMIIOB | OJIAHKOB, a TaK)Ke TMOPSAIKa WX XpaHCHUS
U UCIIOJIb30BAaHUSI NPOM3BOJUTCA KOMHCCHEH HE peke OJHOro pas3a B KaJeHJapHOrO TIOx
OJIHOBPEMEHHO C MPOBEPKOI COCTOSIHUS I€JIONPOU3BOJICTBA.

7. CocTaBjieHMe HOMEHKJIATYpPhbI JeJl.

7.1. HomeHknatypa Aeil— CHUCTEMaTU3UPOBAHHBIA MEpEeUeHb 3aroJOBKOB JEJ, 3aBOJUMBIX
B 00pa3oBaTeNbHONl  OpraHM3alMH, C yKa3aHHEM CpPOKOB WX XpaHCHHS, O(GOPMIICHHBINA
B YCTAaHOBJICHHOM IIOPSOKE.

7.2. HomeHKIaTypa Iel MpenHa3HadeHa Ui TPYIIIHPOBKHA MCIIOTHCHHBIX JOKYMEHTOB B JeJia,
CHCTEMAaTH3allMy H ydeTa IeJ, ONPENeICHUs] CPOKOB WX XPAHCHHS H SIBIIICTCS OCHOBOH IS
dbopMupoBaHUsT A€ W COCTABJICHUS ONHCEH Jell, JIOKYMEHTOB, OIHNCEH DJIIEKTPOHHBIX
JIOKYMEHTOB TIOCTOSTHHOTO W BpeMeHHOro (cBbimre 10 jeT) XpaHeHHs, B TOM YHCIIE IO JIMIHOMY
COCTaBYy, a TaKXe ISl y4yeTa e BpeMeHHBIX (70 10 eT BKIFOUYUTEIBRHO) CPOKOB XpaHEHUS.

7.3. HomeHkJaTypa Aen cocTaBiisieTcsl Ha OyMaKHOM HOCHUTEIIE.

7.4. Homenkmatypa paen 3asenyromed MAJIOY (nmamee — cBoaHas HOMEHKJIATypa Jien)
COCTaBIISISTCSI HA OCHOBE H3YyYSHHS COCTaBa U COJACPKAHHUSA JOKYMEHTOB, OOpPa3yIOIINXCS
B IESITETFHOCTH OOpa3oBaTENbHOW opraHu3anud. [Ipu cocTaBiieHHMH CBOTHOW HOMEHKIIATYPHI
eI YYWUTHIBAIOTCS yCTaB O0Opa30BATEIBHONH OpraHM3alld¥, IIOJOXKEHUS O CTPYKTYPHBIX
MOJpa3IeICHUsIX, MITATHOE paclMcaHWe, IUIAaHBI W OTYETHl O padoTe, MEePEeYHH IJOKYMEHTOB
C YKa3aHUWEM CpPOKOB WX XpPaHCHHS, HOMEHKIATYpHl Aed 3a IMPEAIISCTBYIONINE KaJeHIapHbBIC
TOJBI.

7.5. CBongHasi HOMEHKJIaTypa JeJl COCTaBiisieTcsi pPaOOTHUKOM, Ha3HAY€HHBIM MPHUKa30M
pykoBoauTenst 3aBenyromeit MAJIOY (manee — OTBETCTBEHHBIH 3a COCTaBJICHHE CBOJIHOU
HOMEHKJIATYPbI JeN).

7.6. CBomHas HOMEHKJIAaTypa Jell Ha IMPeACTOSHUNA KaJleHAAPHBIA TOJ COCTaBJISETCS
B IIOCJICTHEM KBapTajie TEKYyIIero Trojaa; B KOHIIE KaXJAOro KaJICHAapHOTO Toaa CBOAHAs
HOMEHKJIaTypa Jnen yTBepxkpaercs 3aBenyromier MAJIOY. VTBepxkaeHHass CBOJHAs
HOMEHKJIaTypa JIeJl BBOOUTCS B OeWCTBUE C 1-T0 sSTHBaps CIEAYIOMIETO KaIeHIAPHOTO rofa.

7.7. B ciayyae HEOOXOAMMOCTH BHECEHMS B CBOAHYIO HOMEHKJATYpY [€J 3HAaYUTEeJIbHBIX
W3MCHCHUN OHA TMOJJICKUAT TepepaboTke. VI3MEHEHUs YTBEPXKIOAIOTCS NPUKA30M  WIU
KOPPEKTUPOBOUYHBIM JIUCTOM (mipuiiockeHre Ne 10). HeOonbmme wu3MEHEHUsT BHOCATCSA
B YTBEP>KJASHHBIN pabounii SK3eMILISIP CBOAHOW HOMEHKIIATYPhI JeTl.

7.8. Homenknarypa Aen nojpasAessieTcs Ha pa3/iesibl, KOTOpbIE PacIiojiaraloTcsi B COOTBETCTBUU
C YTBEPKJACHHBIM ITAaTHBIM pacniucanneM MAJIOY. Hazpanusimu pas3ziennoB HOMEHKJIATYpPbI A€l
SIBIISTEOTCS. HATIPABIICHUS NEATSIHEHOCTH.

7.8.1. B rpade 1 HOMEHKIATYpHI Je] MPOCTABIISIIOTCS WHACKCHI KaXKJIOTo Jieja, BKIIFOUEHHOTO
B HOMEHKJIaTypy. MHAEKC nema coOCTOUT U3 MU(PpOBOro 0603HAYECHUS U3 IMITATHOTO PACIACAHUS
oOpa3zoBaTelbHOW  OpraHu3anuu  (KOJa) | IMOPSOKOBOTO  HOMEpa  3arojioBKa  Jejia
o HoMeHKJIaType. MHaekcwl nen o0o3Haudarotcsi apadckumu uudpamu. Hanpumep: 12-05, roe
12 — o6o3nauenue (koxa), 05 — OOpsSAKOBBIM HOMEp 3arojioBKa Jiejia B pa3jieliec HOMEHKJIATYPbl
JIeTl.

B HOMEHKJIaType Jesl COXpaHsSIOTCS OJWHAKOBBIE WHAEKCHI JJISI OJHOPOJHBIX W MEPEXOJISIIINX
i@

7.8.2. B rpade 2 HOMEHKIIATYpHI JIe]I TIPOIKCHIBAIOTCS 3aroJIOBKH JeJl. 3aroJIOBOK Jiejla YETKO,
B 0000mIeHHOH (hopMe OTpa)kaeT OCHOBHOE COJEp>KaHHUE M COCTaB JOKYMEHTOB Jneiia. OCHOBOM
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Ui HaMEHOBAHMS (3aroJIOBKA) AEN SIBILIIOTCS BOMIPOCHI, OTPaKAIOIIHME 3aJaddl W (YHKIIUH
oOpa3oBaTenpbHON OpraHu3zanuu. HamMeHOBaHMs NOMONHSIOTCS YKa3aHHEM poOjia 3aBOJUMOTO
Jiena WIM Pa3sHOBUIHOCTH IOKYMEHTOB (IIOCTAHOBJIEHMS, IPUKa3bl, MPOTOKOJBI U T. 11.). Eciau
JIeJIo, BKJIIIOYaeMO€ B HOMEHKJIIATYPY JIeJI, COCTOUT U3 OJMHAKOBBIX BUJIOB WIIM Pa3HOBUIHOCTEH
JIOKYMEHTOB, B 3aroJIOBKE€ TaKOro Jejia YyKa3blBaeTcsi HaMMEHOBAaHWE BHJIOB JIOKYMEHTOB,
Hanipumep  «lIpwka3pl 1O OCHOBHOW  JiesiTebHOCTH». He momyckaercsi  yrnotpeOiieHue
B 3aroJIOBKE JieJla HEKOHKPETHBIX (POPMYITUPOBOK («pa3HbIE MaTepHUAIIBD», «O0Iasi TIePEIUCKay,
«UCXOIMIAs TEPENUCKa», «BXOISAIINE ITOKYMEHTBHI»), a TakKe BBOJHBIX CJIOB, CIOXKHBIX
CHHTaKCHYeCKuX 000poToB. He momyckaeTcst ynmorpeOieHne COKpaeHHbIX CIIOB HANMEHOBAHUH
TEPPUTOPHUAIBHBIX OPraHOB HCIIOJHUTEIBHON BJIACTH, YUPEXKIACHUN W OpraHu3aluii, Kpome
oduIMaTbHO yCTAaHOBIICHHBIX COKpameHui. Ecinu memo OyaeT coCTOsITh M3 HECKONBKHX TOMOB
WM 4YacTel, TO COCTaBjsieTCAa OOIIMI 3arojioBOK [iejla, a3aTeM NOpu HEeOoOXOIUMOCTHU
COCTABIISIIOTCS 3aT'0JIOBKU Ka)KJI0TO TOMa (YacTH), YTOUHSIOIINE COIEpKaHUe 3arojoBKa JIesa.
IMopsiok pacronoKeHus 3arojIOBKOB e BHYTPH pa3/IesioB U MOJpa3eiioB HOMCHKIIATYPHI e
OMpEeAeNseTCA CTENEHbI0 BAXHOCTH JIOKYMEHTOB, COCTABIISIONIMX Jejia, W UX B3aHUMOCBS3BIO.
Bnauane pacronararoTcsi 3arojIOBKH [IeJl, COAEp KaIlluX OpPraHU3alHOHHO-PACTIOPSIUTEIBHYIO
IoKyMeHTaruio. Jlamee pacronaraloTcsl 3arojoBKH N, COACSP)KAaIlliX IUIAaHOBBIC M OTUCTHBIC
JIOKYMEHTEHI U T.]I.

[Mopsmok pacmooKeHUsT 3ar0JIOBKOB Je BHYTPH Pa3llelIOB U MOAPA3IEITIOB HOMEHKIIATYPHI el
OIpeNeNsieTCd CTENEHbI0 BaXKHOCTH JIOKYMEHTOB, COCTABIISIOIIMX Jejia, W UX B3aHUMOCBS3BIO.
B Hauane pacmonararoTcsi 3arojloOBKHM JeJI, COASPIKAIIUX OPraHU3allMOHHO-PACHOPSIAUTEIbHYIO
JIOKYMEHTAITHIO. 3aroJOBKHU JIeJ MOTYT yTOUHSTHCS B Iporecce (GopMUPOBAHUS U OPOPMIICHUS
Jiedt.

B HOMEHKIaTypy MJed BKIIOYAIOTCS TakXke Jejla, He 3aKOHUYCHHBIE IPOW3BOJCTBOM [ejia
MPOIILIBIX JIET (TIePEeXOISIIIHeE).

7.8.3. T'pacda 3 HOMEHKIATYpHI JIeJI 3allOJIHACTCS B TCUYCHHE KAJICHAAPHOTO ToJa — TIpU
(hopMHEpOBaHUH HOBOTO JIeJIa, IPH 3aKPBITHH Jeja U 110 OKOHYaHUHN KaJCHIAPHOTO TO/a.

7.8.4. Brpade 4 ykasplBaeTcsi CpOK XpaHEHHs Jejla, HOMepa cTraTed I10 TUIIOBOMY WU
BEJOMCTBEHHOMY TEPEUHIO, (elepallbHOMY 3aKOHY WIM HHOMY HOPMATHBHOMY IIPABOBOMY
aKTy, a IPU UX OTCYTCTBUU — I10 TUIIOBOM WM NPUMEPHOI HOMEHKIIAType AE.

7.8.5. Brpade 5 ykasplBalOTCs YKa3blBalOTCS OCOOEHHOCTH (opmMUpoBaHHSI Jeja U BUJI
Hocutens nHpopManuu. B ToMm dncie B rpade oTpakaroTcsl CielHalIbHBIE CPOKH XpaHEHHUS eI,
OPOCTaBJIAIOTCA OTMETKH O 3aBCACHHUUN €I (B TOM YHCJIE€ B 3JICKTPOHHOM BI/IJIG), O BBIACIICHUH
IeTT K YHHYTOXKCHHUIO II0 UCTEYCHUHW CPOKOB WX XPaHEHHS, O MECTE XPaHCHUS ITOIIMHHHUKOB
JIOKYMEHTOB, O IIepenade Aei B APYTYI0 OPTaHU3AIHIO IS MPOIOIHKEHUS BEICHUS U JIP.

B rpade nmemaroTcs OTMETKH O MEPEXOIIMX Jellax C YKa3aHWeM CTaporo HHIAEKca Jeia
B cirydae ero uameHeHusi. Hampumep: «Ilepexomsmee ¢ 2024 r. B 2024 — 2028 rr. — n. 2-2-
11».

ITo genam, KOTOpBIE MO KAaKUM-IMOO MPUYMHAM B T€UEHHE KaJICHAAPHOTO TojJa HE 3aBOJWIUCH,
B rpade «[IpuMeuanne» HOMEHKIIATYpBI Al Jenaercs 3anuch — «Jlemo He 3aBoauiiocky. [Ipu
3TOM B rpade 3 npocTaBisieTCs IPOYEpK.

7.9. Ilo okOHYaHHUH KaJECHIAPHOTO To/a B KOHIIE HOMCHKJIATYPHI A IeTIaeTCsl UTOTOBasl 3aIliCh
0 KaTeTOpHsIX M KOJWYIECTBE 1T, 3aBEICHHBIX B TEKYIIEM KAICHAAPHOM TOMIY.

8. ®opmupoBanue u opopmiieHue aeJ.
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8.1. @opmupoBaHUe Jell — TPYNIUPOBKA WCIIOJTHCHHBIX JIOKYMEHTOB B JieJla B COOTBETCTBUU
C HOMEHKJIaTypoOil JIeJl U cucTeMaTH3allus JOKYMEHTOB BHYTPH Jiela.

8.2. UcrnomHeHHBIE JOKYMEHTHI HODKHBI B 10-THEBHBIN CPOK CIAaBAaThCS MCIOJIHUTENEM JIUILY,
OTBETCTBEHHOMY 3a BEJCHHE JIeJIONPOU3BOJICTBA il (OpMHUPOBaHUS UX B Jena. Homep nena,
B KOTOpO€ JOJDKEH OBITh MOAIINUT JOKYMEHT, ONpEAeseT HWCIOJIHUTEIb B COOTBETCTBHUH
c HOMeHKIIaTypol nen. Ha mokymeHnTe mnpoctaBisitoTcest oTMmerka «B gemo Ne...», moamwuck
zapenytoniert MAJIOVY, nara.

JIOKyMEHTBI BHYTPH JeJia pacIioiararoTcsi B XpOHOJIOTHYECKOU MOCIIEIOBATEIILHOCTH.

8.3. KonTponbs 3a MpaBHIBHOCTBIO (HOPMHUPOBAHHS JIe] OCYIIECTBISIETCS OTBETCTBECHHBIM
3a apxuB MAJIOVY.

8.4. IIpu popMupoBaHUH JIeT HEOOXOIUMO COOJIOJATh CISYIOIIHE OOIHe MpaBuia;

. MOMEIIATh B JeJI0 TOJIBKO UCIIOJIHEHHbBIE IOKYMEHTHI B COOTBETCTBHU C 3aroJIOBKaMH JeJl
10 HOMEHKJIaType;

. rpyInupoBaTh B A€JIO JOKYMEHTBI OJHOTO KaJIEHAAPHOTO IoJ1a;

o Pa3aciibHO TIpPyHNmnmupoBaTh B A€j1a AJOKYMCEHTBI IIOCTOAHHOI'O HW BPCMCHHOI'O CPOKOB
XpaHEeHUs,

. TMOMEIIATh B JieJla KCEPOKOMUHU (paKcoB, Telle(hOHOrpaMM Ha OOIIMX OCHOBAHHUSIX;

. B IeJI0 HE JOJDKHBI TOMEIIAThCS JOKYMEHTBI, MOJJICKAIUe BO3BpATy, JHIIHHE

AK3EMIULIPBI, YePHOBUKHU: MO 00BEMY AENO HEe JOJDKHO mpeBhImaTh 250 muctoB mwmm 4 cMm. [Ipu
HAJIMYUM B JIeJIe HECKOJbKHUX TOMOB (4YacTeil) MHAEKC U 3arojIOBOK Jeja MPOCTaBIISIOTCS
Ha KaXKJIOM TOME C J00aBIIEHUEM «TOM 1», «TOM 2» (TTOCIIeTHUM ).

8.5. OcoOble TpeboBaHUs K (POPMUPOBAHUIO OTACIBHBIX JIEI.

8.5.1. PacmopsiauTensHble NOKYMEHTHI TPYIIHUPYIOTCS B Jieja IO BUJAAM B XPOHOJOTHYECKOM
MIOPSIZIKE C OTHOCSIIMMUCS K HUM TIPHIIOKCHHSIMH.

8.5.2. YcraBpl, NOJOXKEHUSI, UHCTPYKIIUH, YTBEPKACHHBIE PACTIOPSAUTENHHBIMU JIOKYMEHTAMU,
SIBISTIOTCS  TIPFJIOKCHUSIMA K HUM M TPYIIIIUPYIOTCST BMECTE C YKa3aHHBIMH JOKYMCHTAMH.
Ecnu >)xe OHM yTBEpKICHBI B KAaUECTBE CAMOCTOSTEIHHOTO JAOKYMEHTa, TO WX IPYIITHPYIOT
B CaMOCTOSITENIbHBIE Aena.

8.5.3. IIpuka3sl 10O OCHOBHOM NESITEILHOCTH TPYHNIUPYIOTCS OTAEIBHO OT IIPUKA30B 10 TUYHOMY
COCTaBy.

8.654. Ilpuka3sl 1O JIUYHOMY  COCTaBy  TpYHIUPYIOTCS B Jela B COOTBETCTBUU
C YCTaHOBJICHHBIMH CPOKaMH UX XpaHCHUSI.

8.655. IlpoTokonbl B J€l€ pacloiaraloTCsd B XPOHOJIOIMYECKOM IOPSIAKE I10 HOMEpaM.
JOKyMEHTHI K IPOTOKOJaM, CrPYHIHUPOBAaHHBIE B OTIACIBHBIC JIElIa, CHCTEMAaTH3UPYIOTCS
110 HOMEpaM IIPOTOKOJIOB.

8.5.6. VYTBepXkIEHHbIE IUIAHbI, OTYETHI, CMEThbl, JIUMUTBI, TUTYJIbHBIE CIUCKU U JpyTHE
JIOKYMEHTBI IPYNIUPYIOTCS. OTAEIBHO OT IIPOEKTOB.

8.5.7. JIOKyM€eHTBI B JIJUYHBIX JIeJIaX PACHOJIararoTcs M0 Mepe UX MOCTYIJICHHUSI.

8.5.8. Ilepenucka IpynmupyeTcss B paMKax OJHOTO KaJIEHJApHOI0 roja U CUCTEMAaTU3UPYyeTCs
B XPOHOJIOTHYECKON MOCIIEIOBATEILHOCTH: JOKYMEHT — 3aIpoC — JOKYMEHT — OTBET.

8.6. Hena MAJOY mnomnexar oQOpMICHHIO TIPH HX 3aBEACHUH U II0 3aBEPIICHUHI
KajeHgapHoro roxa. OdopmieHne neira — IOATOTOBKAa Jeia K XPaHCHHIO BKIIIOYAET B ceOs
KOMIDIEKC pabOT IO ONMCAaHHUIO Jella Ha OOJIOXKKEe, TMOMIIMBKE, HyMEpallluu JIICTOB
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U COCTAaBJICHHUIO JHCTa-3aBeputens xaema. OdopmieHHe el TPOBOOUTCS paOOTHHKAMH,
B 00SI3aHHOCTHU KOTOPEIX BXOJUT 3aBEJICHUE U (POPMUPOBAHUE ACI.
8.7. Hena momnexat odpopmirenuto. [loHOe oopmiteHne nema mperycMaTpuBaeT:

. TIOIIITUBKY WJIM TBEPABIA MEPEIIeT eiia;

. HyMepaluio JINCTOB B JieJie;

. COCTaBJICHUE JINCTA-3aBEPUTEIIS JIeTIa;

. COCTaBIICHHE B OCOOBIX ciydasx (mpu o¢GOpMIICHWHM IMYHBIX Jej, IS ydeTa 0co00

LIEHHBIX JIOKYMEHTOB) BHYTPEHHEN OIMMCH TOKYMEHTOB J€N1a;

. BHECCHHE HEOOXONMMBIX YTOYHCHHI B PEKBU3UTHI O0IOXKKHU Jejia (yTOUHEHNE Ha3BaHUS
HoJpa3aelieHus, UHAEKca U 3arojoBKa Aena, JaThl Aena U Ap.).

8.8. CdhopMupoBaHHEIE TIeJia MOAININBAIOT HAa YETHIpE MPOKOJa B TBEPIYIO OOJIOXKKY M3 KapTOHA
WJIA MEPETUIETAIOTCS C YUETOM BO3MOXXHOCTU CBOOOJHOTO YTEHUSI TEKCTa BCEX JOKYMEHTOB, JaT,
BU3 U pe3oyirouMii Ha HuUX. lIpu moAroTroBke Jenl K HOAIIMBKE (TEpeIieTy) MeTaIMdecKue
CKperuieHHs1 (CKOOBI, CKpPENKH) W3 JOKYMEHTOB YyAalstoTcs. Jlerma IOCTOSIHHOTO XpaHEHUS,
COCTOSAIIME W3 HE(POPMATHBIX TOKYMEHTOB, XPAHSITCS B 3aKPBITBIX TBEPIBIX IAIKax C TPeMs
KJIallaHaMU U C 3aBSI3KaMU.

8.9. Ilpn Hanuuuu B [IeJie HEBOCTPEOOBAHHBIX JUYHBIX JOKYMEHTOB (TPYHOBBIX KHIDKEK U JIp.)
5TU JOKYMEHTHI BKJIaJBIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM MOAIIMBaeTCs B 3TO naeno. Ilpu
HaJIMYUH OOJIBIIIOTO KOJMYECTBA TAKUX JOKYMEHTOB OHH MOTYT H3BIMATBCA U3 ACN, W Ha HUX
COCTaBIISIETCS] OTACIbHASI OMUChH.

8.10. B nensax obecrnedyeHUs COXPAHHOCTU U 3aKPEIJICHUS MOPSIKA PACIIOIOKEHUS TOKYMEHTOB,
BKJIIOUEHHBIX B JI€JI0, BCE JIUCTHI, KPOME JIMCTA-3aBEPUTEIS,, HyMEPYIOTCSl apaOCKuMu Iudpamu
B IPaBOM BEPXHEM YIIIy, HE 3a/eBasi TEKCTa JOKYMEHTA, NMPOCTHIM I'padHUUECKUM KapaHIAIlIoM
WM HyMEpaTopoM. YTIOTpeOJeHNe YepHWJI M LBETHBIX KapaHIamei s HyMepaluu JIFCTOB
3amnpeniaercsi. BHyTpeHHsIs onuch UMEET CaMOCTOSITENIbHYIO HYMEPaLUIO.

JIMCTBI nen, COCTOSIIIMX U3 HECKOJIBKUX TOMOB MJIM YacTel, HyMEPYIOTCS MO Ka)XXIOMy TOMY WJIH
YacTU OTHAEIBHO.

®dotorpadun, yepTexH, AMarpaMMbl U Ipyryue WTIOCTPATUBHBIE U cIIelU(pUYECKHe JOKYMEHTHI,
HNPEICTABISAIONINE CAMOCTOSTENIbHBIN JTUCT B A€J€, HyMEPYIOTCsl HA OOOPOTHOI CTOPOHE B JIEBOM
BEPXHEM YTIIy.

CHOXEHHBIN JIUCT pa3BOpadYUBAETCSl M HyMEpyeTCs B IIPaBOM BepxHeM yriay. Ilpu 3Tom muct
mo6oro ¢opmara, MOAMIUTHEIA 3a OOWH Kpal, HyMEpyeTCs KaK OJUH JIUCT; JHUCT, CIOKEHHBIN
1 TMIOJIIINATHINA 32 CepeNHY, HOMICKHUT NEPEIINBKE U HyMEpPyeTCs KaK OJUH JIHUCT.

[loamuTeie B A€10 KOHBEPTHI C BJIOKEHUSIMH HYMEPYIOTCS; HPU 3TOM BHadajle HyMepyeTcs
KOHBEPT, a 3aT€M OUepeaHbIM HOMEPOM KaXJ10€ BI0KEHUE B KOHBEPTE.

[TogmmTeie B €TI0 JOKYMEHTHI C COOCTBEHHOM HyMepamueil JHCTOB (BKIIIOYas IIedaTHbBIC
W3/IaHMS) MOTYT HyMEpOBAaThbCsl B OOIIEM MOPSIIKE WM COXPAHITh COOCTBEHHYIO HyMEpaImwuio,
€CJIM OHA COOTBETCTBYET MOPSIAKOBOMY PaCIIOJIOKEHUIO JINCTOB B JIEJIE.

B coydasix  oOHapykeHHss OOJBIIOTO  YHCIA OMIMOOK B HyMepallMu JIMCTOB  Jefla
B JICJIONIPOW3BOJICTBE MHPOBOAMUTCS UX IepeHyMmeparus. [Ipu mepeHyMmepanuu JIUCTOB CTapble
HOMEpa 3a4EpKHUBAIOTCS OJHOM HAKIOHHOM 4YEpPTON U psOM CTaBUTCS HOBBIII HOMEp JIMCTA;
B KOHIIE Jejla BKJIAAbIBA€TCA JIUCT-3aBEPUTENb, IPU OBTOM CTapblid JMCT-3aBEPUTEIDb
3a4€pKUBAETCs, HO COXPaHSETCs B JIEIeE.
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8.11. [Jms ydera KOJMYECTBa JIUCTOB B Jelie W (PHKCAIIMH OCOOCHHOCTEH WX HyMeparuu
COCTaBJIsIETCSl  JIUCT-3aBepUTENb JAejia. JIOKyMEHT cocTaBisieTcsi Ha OTJIEIBHOM  JIUCTE
U BKIIFOYAETCS B JIEJI0 TIOCICTHUM JUCTOM. JIHCT-3aBepUTENb COCTaBIsSIeTCs 1O dopme,
yctaHoBjiieHHO# [IpaBuiaMu opraHu3anuu XpaHeHUs, KOMIUJIEKTOBaHHUS, y4eTa U UCIIOJIb30BaHUS
JIOKYMEHTOB ApxuBHOro ¢ouaa PO wu gApyrux apxXuBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX
opraHax, OpraHax MECTHOTO CaMOYIPaBJICHHUS H OPTaHU3AIUAX, YTBEPKICHHBIMU IIPHUKA30M
Pocapxusa ot 31.07.2023 Ne 77.

Bce mocnenmyromye MW3MEHEHHS B COCTaBE W COCTOSIHUM Jeia (MOBPEXXACHUS, 3aMeHa
MIOJTMHHBIX JTOKYMEHTOB KOIHMSIMU, IPUCOCAMHEHHE HOBBIX TOKYMEHTOB H T. I.) OTMEUYAIOTCS
B JIMCTE-3aBEPUTE JIeJIa CO CCHUIKOM Ha COOTBETCTBYIOLIUH aKT.

8.12. OOmoxkka Jaen TOCTOSHHOTO, BpeMeHHOro (cBoimie 10 jeT) XpaHEHHS | IO JUIHOMY
coctaBy odopmisiercss 1o ¢popMe, ycTaHOBIEGHHOW IIpaBuiamu opraHuzanuu XpaHEHUs,
KOMIUICKTOBAHHS, y4YeTa U WCIOJb30BaHUS TOKYMEHTOB ApxuBHOro ¢ouma PO wu gpyrux
apXMBHBIX JIOKYMEHTOB B IOCYJIapCTBCHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpPaBICHUS
U OpraHu3alusix, yIBepKIeHHbIMU Npuka3oMm Pocapxusa ot 31.07.2023 Ne 77.

Ha o0moxxke gen moCTOSTHHOTO XpaHeHUs BBEPXY MPEIyCMaTPUBACTCSI MECTO ISl HANMECHOBAHMUS
MYHHIIMITAJIGHOTO apXuBa, B KOTOPBIH OHM OyAyT mNepemaHbl, a TakKe apXHBHOrO Immdpa
B IIPaBOM BEPXHEM H JICBOM HIDKHEM yTIIaxX.

[Ipu odopmiieHnn 0OIOXKKK A€ HAMMEHOBAaHHE OOpPAa30BATEIIFHON OpraHW3alNHU yKa3bIBaeTCs
ITOJTHOCTBIO 110 YCTaBy, B MUMEHUTEIFHOM Tajieke, COKpAIleHHOe Ha3BaHHEe — B CKOOKax.
OO0s13aTeNbHBIMUA PEKBU3UTAMHU OOJIOKKH JIeIa SBJISISTCS yKa3aHUE KOJWYSCTBA JINCTOB B JICIiE,
KOTOpOE€ IIPOCTABJSICTCS HAa OCHOBAaHHMH JIMCTAa-3aBEPUTEINSI JI€JIa, U CpOKa XpaHEHUs Jeja
(Ha Aej1aX MOCTOAHHOI'O XpaHCHHUA MHUUICTCA: «XPaHUTb HOCTOﬂHHO))), KOTOprﬁ NEPCHOCUTCH
Ha OOJIOKKY ZIeJIa N3 HOMEHKJIATYPhI ITOCJIE CBEPKHU €T0 IO CPOKaM XPaHEHUS B IIEpEUHE.

8.13. Jlns ydera JIOKYMEHTOB OIpPENEICHHBIX KaTeropyhil Aejd MOCTOSIHHOTO W BPEMEHHOIO
(cBeime 10 yneT) XpaHEHHUs, YYeT KOTOPBIX BBI3bIBACTCS CIEINU(PUKON TaHHOW JTOKYMEHTAITUU
(maHBIE e7a, 0co00 LEHHBIE), COCTABISSTCS BHYTPEHHSS OIMCH JOKYMEHTOB jAena (maiaee —
BHYTPEHHSSI OIHCH).

BHyTpeHHIOIO ONUCH HEOOXOIMMO TAaKXKE COCTaBJISTH B JEJaX IMOCTOSHHOTO W BPEMEHHOTO
(cBeimre 10 yeT) xpaHeHHs, C(HOPMHPOBAHHBIX IO PA3HOBUIHOCTSM JOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEP>KAHUE JOKYMEHTOB.

BHyTpeHHsIs1 OIIMCh COCTaBIISICTCSI Ha OTAEIIHFHOM JIMCTE 10 opme, ycTaHOBIICHHOU IIpaBunamu
OpraHu3alu XpaHCHUsS, KOMIUJICKTOBaHUsA, Y4Y€Ta U UCIIOJIb30BaHHA JOKYMCHTOB ApXI/IBHOFO
¢onma PO u nqpyrux apXmBHBIX JOKYMEHTOB B TOCYIAapCTBEHHBIX OpraHaxX, OpraHaX MECTHOTO
caMOYTIPaBIICHUST 1 OPTaHU3AIMIX, YTBEPKIACHHBIMH TTpuka3zoM PocapxmuBa ot 31.07.2023 Ne 77.
K BHyTpeHHEH ommcH Aena COCTaBISETCS HUTOrOBasl 3aluCh, B KOTOPOHW yKa3bIBaeTCs IU(ppaMu
U OPOIUCHIO KOJIMYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB U KOJUYECTBO JIMCTOB BHYTpPEHHEU
OIIHCH.

BHyTpeHHsIsI OnuCh MOAMUCHIBAETCS €€ COCTaBUTENEM C YKa3aHHEM JOJKHOCTH, IOMAIHCH,
pacmupOBKYU MOANKUCH U HyMEPYEeTCsl B JIeJie OTACIBHO.

9. Opranuzanus onepaTUuBHOIO XpaHEeHHUs1 TIOKYMEHTOB.

9.1. C MomeHTa 3aBeaeHHs H 10 nepemauu nen B apxuB MAJIOY nena XpaHSITCS IO MECTY
uX (GOPMHUPOBAHUS.
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PaGoTHMKHM, OTBeUarOmMe 3a JIeJONPOU3BOJICTBO, 00s3aHBI oOeclieunBaTh COXPAHHOCTH
JIOKYMEHTOB U JIEJI.

C uenbl0  MOOBBILIEHUS  ONEPAaTUBHOCTHM  IOMCKAa JOKYMEHTOB Jieja  paclojlaratorcs
B COOTBETCTBUHU C HOMEHKJIATYpOH JIEI.

Ha xoperikax o0y0xeK e YKa3bIBAIOTCA UHACKCHI 1] 10 HOMEHKIIATypE.

9.2. Beiaya Jiel1, 03HaKOMJICHHUE C JIOKyMEHTaMH, paboTHHUKaM 00pa3oBaTeILHON OpraHU3aIluu
MPOU3BOJUTCS € pa3pelleHus 3asenyromeit MAJZIOY.

9.3. U3bpsTHE NOKYMEHTOB M3 JE€J INOCTOSHHOI'O XPaHEHHUs IOIyCKAeTCsl B MCKIIIOYHUTEIbHBIX
cllydasix, IO 3alIpocaM KOMIIETEHTHBIX OPraHOB U MPOU3BOJAUTCSA C MMCbMEHHOI'O pa3pelIeHUs
pyKOBOAUTENST 0Opa30BATEIFHON OpraHU3allMi C OCTABIICHHUEM B JIeJI€ 3aBEPCHHON KOIWH
JIOKYMEHTAa M aKTa O IpUYMHAX BbIAAYH MMOJIMHHUKA.

10. IMopsanok nepegaun JAOKYMEHTOB Ha XpaHeHHe
B apxus MAJIOVY.

10.1. Bapxus MAJIOY mnepemaioTcsi [ejla IOCTOSIHHOTO, BpeMeHHoro (cBeime 10 jer)
xpaneHus. VIx nepenada mpou3BOAUTCS 10 OMMUCAM JICI.

3aKOHYECHHEIE JIETIONPOU3BOACTBOM JIelIa TIOCTOSTHHOTO, BpeMeHHOTO (cBhIme 10 neT) XxpaHeHus
IOcjie OKOHYAHWs KaJICHOAPHOTO TOHa, B KOTOPOM OHU OBIIM 3aBEACHBI, IOJJIC)KAT
0(OpPMIICHHUIO B COOTBETCTBUH C HACTOSIICH MHCTPYKIMEH U iepenatoTcs B apxus MAJIOY.
10.2. B mepmon moarotoBku jen kK nepergade B apxuB MAJIOY oOTBETCTBEHHBIH 3a apXWB
MpeABApPUTEIIBHO TMPOBEPSET MPABWIHLHOCTh HUX (OPMHUPOBaHUS, ODOPMIIEHHUS U COOTBETCTBUE
KOJIMYECTBa JIeJI, BKJIIOYEHHBIX B OIUCh, KOJHUYECTBY JEJ, 3aBEJICHHBIX B COOTBETCTBUU
C HOMCHKHaTypOﬁ. Bce BBISIBJICHHBIC npu IIPOBCPKE HCOOCTAaTKHU OTBCTCTBCHHBIC
3a JEIONPOU3BOICTBO 00SI3aHBI YCTPAHUTb.

10.3. Tlpmem KaxIoro [ena TPOU3BOJUTCS OTBETCTBEHHBIM 32 apXUB B NPHUCYTCTBUU
OTBETCTBEHHOI'0 3a eJONpou3BOACTBO. Ha sk3emIuisipax omnucu MpPOTHUB KaXIoro [eia,
BKJIFOUEHHOI'O B HEe, JIeJIaeTCsl OTMETKa O HAJIMYMU Jiesia. B KOHIEe Ka)KI0ro dK3eMIUIsipa OIMHUCH
YKa3bIBAIOTCS TH(paMH U IPONHUCHIO0 KOJINIECTBO (DaKTUIECKU MPUHATHIX B apXUB 1€, HOMEpa
OTCYTCTBYIOIIMX JeJl, Jara IpueMa-nepenadd JAej, IOJAMUCH OTBETCTBEHHOIO 3a apXHuB
1 paOOTHHKA, IIepeaaBIIero Aena.

10.4. B cnyuyae peopranuzaunua MAJIOY goKyMEHTHI HepeAaroTcsl M0 akTy IpueMa-nepeaadu
MPaBOMPEEMHUKY WIIM IIPU OTCYTCTBUHU MPABONPEEMHUKA — B MYHUIIUTIAIbHBIA apXUB.

11. IxkcnepTH3a HEHHOCTH JOKYMEHTOB.

11.1. DxcrepTH3a IIEHHOCTH JIOKYMEHTOB — ONIpPEACICHUE COOTBETCTBHSI JIOKYMEHTA M (WJIN)
JIOKYMEHTOB KPUTEpHUSIM ero (MX) IEHHOCTH B IESIX ONpPEACICHUS CpOKa XpaHEHUs U 0TOOpa
JIOKyMEHTa U (WJIN) JOKYMEHTOB JUJIA NIepe/laui Ha XpaHeHus B apxuBe MAJIOY win BBIICIICHUS
K YHUUTOXXEHHIO NI0 UCTEYEHUH YCTAHOBJIEHHOTO CPOKa XpaHECHU.

11.2. DxcnepTyU3a HEHHOCTHU JOKYMEHTOB Ha CTaJIUH JIEJIONPOU3BOICTBA TPOBOJIUTCS:

. MIPU COCTaBJICHUH HOMEHKIIATYPHhI JAe;

. B mipouiecce (GOpPMHUPOBaHUS €]l U NMPOBEPKH MPABUILHOCTH OTHECEHUS JOKYMEHTOB
K JieJiam;

. TIPH TIOJITOTOBKE JIeJ K MOCIIESIYIOIIEMY XPaHEHUIO;

. B apXHUBE B IIpOLIECCE NOATOTOBKM Ha XpaHEHHUE B MYyHUIIUIIAIILHOM apXHUBE.

11.3. Jlns opraHu3aiiui ¥ OPOBEICHUS DKCIIEPTHU3BI IIEHHOCTH JTOKYMEHTOB B 00pa30oBaTelIbHON
OpraHM3ally CO3JaeTcs MOCTOSHHO AeHCTBYIOMIas dKcnepTHas komuccus (nanee — OK).
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11.4. dynkumu u npaBa DK, a taxke opraHm3amys ece paboThl ONPEACSTIICTCS TMOJOKESHHUEM,
KOTOpOe yTBepxkaaeTcsa 3aBenyromeit MAJIOVY.
11.5. DOkcnepTu3a LEHHOCTH JOKYMEHTOB  IIOCTOSIHHOTO U BPEMEHHOI'0  XpaHEHUS
OCYIIIECTBIISIETCST €KETOHO HEMOCPEACTBEHHO JIUIIaMHU, OTBETCTBEHHBIMU 3a JEJIONPOU3BOICTBO,
coBMecTHO c¢ DK TIpu HEMOCPEeACTBEHHOM METOJAMYECKOM PYKOBOJCTBE OTBETCTBEHHOTO 3a
apxuB MAJIOV.

11.6. OTOOp HMOKYMEHTOB /ISl TIOCTOSIHHOTO XpaHCHUS MPOBOJUTCS B COOTBETCTBHU
c HomeHkimaryporr aen MAJIOY, THNOBBIMH W BEIOMCTBEHHBIMH IIE€PEYHSIMHU JOKYMEHTOB
C YKa3aHHUEM CPOKOB UX XPaHEHHS ITyTeM IMOCTPAaHWUIHOT'O IIPOCMOTpa Ae.
B genax mMOCTOSIHHOTO XpaHEHHS IMOJJICKAT H3BITHIO TyOJIETHBIC JK3EMIULIPH JOKYMEHTOB,
YepHOBUKH, HEO()OPMIICHHBIE KOITHH JOKYMEHTOB U HE OTHOCSIINECS K HUM JOKYMCHTHI.
Hena c ormerkorr "JIIK"/"OK" noasepratoTcs Takke MNOIUCTHOMY HPOCMOTPY C LEIBIO
olpeaeseHHs] U BBIACICHUS U3 UX COCTaBa JIOKyYMEHTOB, MOJIJISXKAIUX ITOCTOSIHHOMY XPaHEHHIO.
Jena c ormetkoit "OITK"/"OK«, comeprkaliue HOKYMEHTHI IMOCTOSHHOTO XPaHCHUS, MOJIEkKAT
nepedopmMupoBaHuio. BplneneHHBIE W3 UX COCTaBa JIOKYMEHTBI IOCTOSIHHOTO XpaHCHUS
MIPUCOCIUHSIOTCS K OOJHOPONHBIM AejaM ¢ OQOPMIISIIOTCS B CaMOCTOSTENbHEIE nena. Cpoku
XpaHEHHS TIeJ, CONSPIKAIINX OCTaBIIMECS JOKYMEHTH BPEMEHHOT'O XPAaHEHUS, OMPEHCIIIOTCS
10 BEAOMCTBEHHOMY (¥ TUIIOBOMY) TIEPEYHIO ITOKYMEHTOB C yKa3aHHEM CPOKOB HX XpaHCHUS
1 HOMEHKIaType Aen. llommmBka BHOBH C(POPMHUPOBAHHBIX NEJI MPOU3BOJIUTCS TOJIBKO ITOCTE
3aBEPIICHUS YKCIIEPTU3bI [IEHHOCTU TOKYMEHTOB.
OaHOBPEMEHHO C OTOOPOM JIOKYMEHTOB IMOCTOSIHHOT'O U BpeMeHHOro (cBbliie 10 jet) xpaHeHust
I Tepegadd B apXWUB IIPOBOAUTCS OTOOp el U JOKYMEHTOB BpeMeHHoro (mo 10 ier)
XpaHCHUs, ImoJIeKamunux ﬂaaneﬁmeMy XpaHCHUIO, BBIACJIICHUC K YHUYTOXXCHUIO pa(SA) |
3a IpeapIAyIne KaIeHAapHBIE TOABI C HCTEKITUMH CPOKaMH XpaHeHus. [1py 5ToM yunThIBatOTCS
OTMETKH B HOMEHKiaType Jen «Jlo muHoBaHus HamoOHocTw» (JAMH), «IIpu ycmoBuu
3aBepIICHUs TTPOBEPKH (PEBU3UN)» U T. TI.
[MapannenpHO TIpoBEpsIETCS] Ka4E€CTBO M MOJHOTA ACUCTBYIOMEH HOMEHKIATyphl nen MAJIOY,
NPaBWILHOCTh  ONpEJENICHUs CpPOKOB  XpaHEHUs  [IeJl, 3aBE€JEHHBIX B COOTBETCTBUH
C HOMCHKIIATYpOU JeN, COOINIOJICHHE YCTaHOBJICHHOTO IIOpsaKa O(OpMIICHUS JTOKYMEHTOB
U popMUPOBaHUS JEIl.
11.7. ApxXuB IPOBOAUT dKCHEPTHUIY LIEHHOCTH JTOKYMEHTOB IIPH OTOOpPE UX Ha XpaHEHHE.
11.8. B ciydyae oOHapy>KeHHs B IPOIIECCE MPOBEACHHS OSKCIIEPTHU3BI IIEHHOCTH JTOKYMEHTOB
B apXHBE HEJOCTa4u JOKYMEHTOB MOCTOsIHHOTO XpaHeHus MAJIOY nomxHbI ObITH TIPUHSTHI
MEPBHI II0 PO3BICKY ITUX JOKYMEHTOB.
MAJIOY 00s3aHO CHCTEeMAaTHYECKH OIMUCHIBATH JOKYMEHTHI 110 JUYHOMY COCTaBY W JOKYMEHTBI
BpeMeHHOTro XpaHeHus (cBbimre 10 neT), o0ecnednBaTh UX COXPAaHHOCTD U yUeT.
11.9. Ha Bce 3aBepllieHHbIE JI€JIONPOU3BOJCTBOM Jiejla MHOCTOSHHOI'O, BPEMEHHOro (CBBILIE
10 neT) XxpaHeHUs U IO JIMYHOMY COCTaBy, IIPOIIENIINE DKCIEPTHU3Y LEHHOCTH U 0OpPMIICHHBIE
B COOTBETCTBUHM C HACTOSIIIIMMHU TPEOOBAHUSIMHU, €KETOJHO COCTAaBIISIIOTCA OIUCH  JIEN.
OTnenbHass OMWCH JAe MPEACTaBiIsIeT coOOUM IMepedYeHb Jel C CaMOCTOSTEIHLHOW BaJOBOU
(TTopsiIKOBOM) HyMepaluen.
Omnmucy 1e7T COCTaBISTIOTCS OTICIIBEHO Ha Jeja IMTOCTOSTHHOTO XpaHeHHs, ejla BPeMEHHOTO (CBEITIE
10 net) XpaHeHWs, JAela II0 IMYHOMY cocTaBy. Ommcu gen odopMistoTess 1o opmam,
ycraHoBJiIeHHBIM  [IpaBuiamu OpraHu3aIuu XpaHCHHUS, KOMIUICKTOBAHHS, ydera
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U UCTIOJIB30BAaHUS TTOKYMEHTOB ApxuBHOTO (oHma PO u npyrux apxuBHBIX JOKYMEHTOB
B TOCYJapCTBEHHBIX  OpraHax, oOpraHax MECTHOTO CaMOYIpaBJI€HUS U OpraHU3alusX,
YTBEp>KIeHHbIMU Npukazom PocapxuBa ot 31.07.2023 Ne 77.

Omrcu JielT COCTaBIISIIOTCS €KETOTHO B JIBYX DK3EMILISIpax.

ITo 3TM omucsiM noapa3AeseHus CAA0T TOKyMeHThI B apxuB MAJIOY.

OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE U KaUE€CTBEHHOE COCTABJIEHUE ONMCEN HECET 3aBeAyIOIIUN
MAJOY.

11.10. Tlepem BHECEHHMEM 3arojOBKOB JIeJI B OIUCH IPOBEPSIOTCS KadyecTBO (POpMUpOBaHUS
1 opOpMIIEHUST €7, COOTBETCTBHE KOJHMYECTBA €N, BHOCHMBIX B ONHCH, KOJIHYECTBY
3aBEJCHHBIX JeJ 1o HoMeHkiIaTtype MAJIOY.

[Ipu npocmoTpe 1en TpoBEPSIOTCS:

. COOTBETCTBHE 3aroJIOBKa Jiejla COIEP)KaHNIO JOKYMEHTOB B JIEJI€;
. MPAaBUILHOCTh OOPMIICHHS ¥ TPYIIUPOBKU JOKYMEHTOB, BKIIFOUCHHEIX B JIEJIO0;
. Ka4eCTBO MOIIUBKY WU IIeperUieTa eia;

. MIPaBUJILHOCTHh HyMEpAalluK JILCTOB JeJ1a;

. HaJIM4Yue B Jiejie B HEOOXOAUMBIX ClydasiX BHYTPEHHEH OIKCH;

. MPaBHIILHOCTH OPOPMITCHUS OOJIOKKH Jea;

. HaJIMYUE U MPaBUILHOCTh O(OPMIICHHS JICTA-3aBEPUTEIS Jea.

B cirygae oOHapy»XeHHUs HapyIICHHUS YCTAaHOBJICHHBIX NpaBui (HOPMHUpPOBaHHS W OOPMIICHHUS
JIeJ1 OHU JIOJKHBI OBITH YCTPaHEHHBI.

B ciydae oOHapy>KeHWs OTCYTCTBHSI €N, YHCISIIIUXCS 0O HOMEHKiatype nen MAJIOY
NPUHUMAIOTCS MEphl IO UX po3bICKy. OOHapy>XKeHHBIE J[Oejla BKIIOYAIOTCA B omuch. Ecnnm
MPUHATBIE MEPHI HE Al Pe3yiabTaToOB, TO HA HEOOHApPY)KEHHbIE Jejla COCTaBIISIETCS CIpaBKa
O MpUYMHAX OTCYTCTBHS NeJl, KOTOopash moamuceiBaeTcst 3aBeaytomieit MAJIOY wu nepenaercs
BMECTE C ONHUCkhIO en B apxuB MAJIOVY.

11.11.ITpu cocTaBiICHHUH OIMKCH JIeJT COOIIOAAIOTCS CISIYIONE TPSOOBaHHUS:

. 3aroJIOBKH JIeN B OIMHCH JIOJDKHBI COOTBETCTBOBATH 3ar0JIOBKaM JIed B HOMEHKJIIAType JelT
U TOMY, YTO BBIHECEHO Ha 00JIOXKKY, B COOTBETCTBUM C NIPUHITON CXEMOU CUCTEMAaTU3aLINK;

o Ka)XJI0€ JeJI0 BHOCHUTCS B OITHCH II0J] CAMOCTOSTEIIFHBIM MHOPSAKOBBIM HOMepoM. Ecim
JIEJI0O COCTOUT U3 JABYX M 00Jiee 4acTeil WM TOMOB, TO KaXK/1asi 4aCTh WJIM TOM BHOCHUTCS B OIHUCH
[OJI CAMOCTOSITEIIbHBIM HOMEPOM.

11.12. T'padsl onmucH 3amoOJHSAIOTCS B TOYHOM COOTBETCTBHUH C TEMH CBEICHUSIMH, KOTOpPHIC
BBIHECEHBI Ha O0JIOKKY Jiera.

11.13. Ilpu BHeceHUH B OTMHCH MOJIPSII JIENT C OJITMHAKOBBIMH 3arOJIOBKAMH ITHIIETCS MTOITHOCTHIO
3aroJI0BOK IIEPBOTO JIelia, a BCE OCTAJIbHBIC OJTHOPOJIHBIC Jiejla 0003HAYarOTCs clioBaMu «To xe»,
MPU 3TOM JIPYTHE CBEACHUS O JeJlaX BHOCSITCS B OIMHCH ITOJIHOCTHIO (Ha Ka)XKJ0M HOBOM JIHCTE
OIMCH 3aroJIOBOK BOCIIPOU3BOJIUTCS TTOJTHOCTHIO).

11.14. TIpada omnucu «IIpumeuanue» HUCHOIB3YETCS JJIsI OTMETOK O IMpUeME e,
00 0COOCHHOCTSIX WX (PU3UYECKOT0 COCTOSIHUSA, O Nepefaue JAedl APYTUM  CTPYKTYpPHBIM
MMOJIPA3JICIICHUSIM CO CCBHIIKOM Ha HEOOXOJIMMBIN aKT, O HAJIMYUU KOTIUU U T. II.

11.15. B xoHIIe onMCH BCJIE] 3a MOCJIEAHEH OIMCATEILHOM CTaThel JIeJIaeTCsl UTOTOBasl 3aIlMCh,
B KOTOPOW yKa3pIBaeTcs (IU(ppaMu U MPOIUCHIO) KOJIUYECTBO JEJd, YHUCISIIUXCS I10 OIHCH,
MEPBBIA ¥ MOCJICTHUH HOMEpa Jell M0 OIHCH, a TAK)Ke OTOBapHUBAIOTCS OCOOCHHOCTH HyMepaIluu
JIeJ] B OoNUcH (JIMTEpHBIE HOMEPa JIeN U NPOITYIIeHHBIE HOMEPA).
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11.16. Ommuce men moanuckiBaeTcs 3aenyromeir MAJIOY.

11.17. Tlo pe3ynbpTaTaM »dKCHEPTU3bl I[EHHOCTH JOKYMEHTOB COCTAaBJISIOTCS OMNHCH [ell
MMOCTOSIHHOTO, BpeMeHHOro (cBoiiie 10 JieT) XpaHEHUs U MO JIMYHOMY COCTaBy, a TaKXXe aKThl
O BBIJICJICHUU JIe]T K YHUYTOXEHUIO.

11.18. AKT 0 BBIICJIEHUHM K YHUUTOXXEHHIO JOKYMEHTOB COCTaBIISIETCS, KaK MPaBUJIO, Ha BCE Jieia
MAJJOY. 3aroioBku OJHOPOAHBIX JeJ, OTOOPAaHHBIX JJISi YHHUYTOXXEHHS, BHOCSITCA B aKT IO
Oo0IIMM 3aroJOBKOM C yKa3aHMEM KOJIMYecTBa JeJl, OTHECCHHBIX K JaHHOW rpymnme. J[lena
BKJIFOYAIOTCSL B @KT O BBIICJIEHUM HX K YHUYTOXXEHMIO, €CIIU MPENyCMOTPEHHBIN JJIi HUX CPOK
XpaHEHUsl UCTEeK K | stHBaps rona, B KOTOPOM COCTaBJIEH aKT, IIPU HaJUYMU YTBEP>KIAEHHOU
(cornacoBaHHOI) ONHMCH 3a 3TOT NEPUOJ. AKT O BBIAEJICHUU K YHUUTOXKEHHUIO JTOKYMEHTOB
cocraBisiercst popMe, ycTaHOBIeHHOH [IpaBuinaMu opraHu3allill XpaHEHUs, KOMIUICKTOBAHWS,
ydeTa W UCMOJIb30BaHUSA JOKYMEHTOB ApXuBHOTO (hoHAa PD M Ipyrux apXuBHBIX JTOKYMEHTOB
B TOCYJapCTBEHHBIX  OpraHax, oOpraHax MECTHOTO CaMOYIpPaBJICHUS H OpraHU3alusX,
yTBepKAeHHbIMU Npuka3om Pocapxusa ot 31.07.2023 Ne 77.

Cornacopanabie DK MAJIOY akTel yTBepkmaroTcsa 3aBenyromeit MAJIOY npu Hammyuu
YTBEPKAEHHBIX ONUCEN A€ NOCTOSHHOIO XPaHEHMs U COTJIaCOBAHHBIX OMMUCEH €N MO JIUYHOMY
COCTaBy 3a TOT ke nepuof, nocie yero MAJIOY umeeT nmpaBo YHHUTOXKATH Ae€Jia, BKIFOUEHHbBIE
B JAHHBIE aKThI.

ITorpy3ka u BBIBO3 Ha YTHUJIM3ALIMIO OCYILIECTBIISIOTCS 04 KOHTPOJIEM OTBETCTBEHHOI'O 3a apXUB
MAJOY u OTBETCTBEHHOTO 3a JEIOIPOU3BOICTBO.

12. Ilepenaya 1OKYMEHTOB Ha XpaHeHHEe B MYHHMIUNIAJIbHbII apXUB.

12.1. Tlepenaua nen B MyHUUMITAIBHBIA apXUB OCYIIECTBISIETCS IO aKTy HpHUEMa-IMepenayu
APXHBHBIX NOKYMCHTOB Ha XpaHCHUC U B 3apaHEC COIJIaCOBAHHBIC C MYHUIIUIIAJIbHBIM apXWBOM
CpOKH.

13. Ucnoab3oBaHne T0KyMeHTOB apxusa MAJIOY

13.1. JlokyMeHTHI U neia, HaXOISIIIHecs Ha XpaHSHUH B apXUBE, MPEICTABISIIOTCS pabOTHHKAM
MAJIOY mis paboThl B IOMEIICHWHM apxXWBa WIM BO BpeMeHHOe (He Oojiee Mecsia)
MOJIb30BaHUE BHE apXHUBa I10J PACHUCKY B )KypHalie y4yeTa Bblaaun aen (npuiioxxenue Ne 11).
13.2. PaGoramkn MAJIOY HecyT OTBETCTBEHHOCTHb 3a COXPAaHHOCTh U IPAaBIWJIBLHOC
HCIIOJIb30BAHUE TTOJIYYCHHBIX apXUBHBIX JOKYMEHTOB.

13.3. U3bsATHE OOKYMEHTOB W3 apXUBHBIX JHen, nepenada padotHukam MAJIOY apxUBHBIX
JIOKYMEHTOB HJIM WX KONHIl pabOTHHMKAM NPYTUX OpraHu3anuii 0e3 pa3peleHHus: pyKOBOACTBA
HE JOITyCKaeTCs.

13.4. Ilpu paboTe ¢ apXMBHBIMU JOKYMEHTaMH HE pa3pelracTcss BHOCUTH B HUX IIPaBKY, AelaTh
IIOMETKH, paboTaTh C HUMH BHE CITy>KEOHBIX TOMEIICHUH.
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IMpunoxenne Ne 1
K ITonoxxeHuto (MHCTPYKIUHN) M0 JETOIPOU3BOICTBY

dopma 10KaJIBHOTO aKTa
MyHununajbHOe AaBTOHOMHOE JI0IIKO0JIbHOEe 00pa3oBaTe/ibHOE yUpeKIeHue
«derckmii caxg Ne 308 koMOMHUPOBAHHOTO BUAA
C TATAPCKHUM SI3BIKOM BOCIIMTAHUS U 00y4YeHU D>

ABuacTpouTejbHOro paiiona r. Kazauu
(MAJOY «Jerckuii cag Ne 308»)

COI'JIACOBAHO' YTBEPXJIAIO *

(HaUMEHOBAHME COMTACYIONIEro Oprana) (IOIKHOCTH PyKOBOHTENIS)
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I.1..

1.2...

2.1...

2.2...

3.1..

3.2..

4.1..

4.2..

5.1...

5.2...

6.1...

6.2...

(moanuce)

(PEKBH3HTBI JIOKYMEHTA, KOTOPBIH COMEPHKHT penieHue

0 COTJIaCOBAaHMH JIOKAJIBHOTO aKTa) (nara)

o

MOJIOKEHHUE/MMOPAJOK/MHCTPYKIUA

1. O01ue moJI0KeHus

2. Ha3zpanue pa3aesa

3. HazpaHnmue pa3zaeiia

4. HazBanue pa3zaesa

5. HazBanue pa3gena

6. HazBanue pa3nena

3
(M.O. damumns)
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IMpunoxenne Ne 1

k ITonoxenuto/Ilopsanky/MHCTpyKIUH

3aroJI0BOK NPHJIOKEHUS

1. T'pacpa yzansercs, €ciiu HET COTJIACYIOIIMX OPTaHOB.

2. Ilpu yTBEp:KACHHH JOKYMEHTA TOKHOCTHBIM JTHIIOM Tpud) yTBepkaeHus cocTouT u3 cnosa Y TBEPIK/IAIO; TH JIUIIA, YT

avmmin 1 gatel yreepaenns (1. 5.16 TOCT P 7.0.97-2016).

3. nuumanst nuute nepes Gamunueii (. 5.16 TOCT P 7.0.97-2016).

4. Jlata IOKyMEHTA 3aIIiCBIBACTCS B TI0CICAOBATEILHOCTH: JICHb MECSLA, MECSLL, KaJICHIAPHbIN IOl OJHUM H3 JBYX CIIOCOOOB:

— MH 1) TouKoii: 05.06.2024;

] crnocobom, 5 mions 2024 r. (. 5.10 TOCT P 7.0.97-2016).

— CJIOBECHO:

0 IOKYMEHT; €ro TOJITHCH; HHHITHATIOB;

ITpunoxenune Ne 2

K IlonoxxeHuto (MHCTPYKITUHN) 110 JETOIPOU3BOACTBY

dopma npukasza

MyHuIUnajbHOe AaBTOHOMHOE J0IIKOJIbHOEe 00pa3oBaTe/ibHOE yUpeKIeHue
«Jlerckmii cax Ne 308 koMOMHUPOBAHHOTO BHAA
€ TATAPCKHUM AI3BIKOM BOCHHUTAHUA U 00y4YeHU D)

ABHACTPOUTEJIBLHOrO paiiona r. Kazanu

(MAJOY «erckuii cag Ne 308»)

NNPUKA3

1
(nara)
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(Mecro coctanncnus)

3aroJioBok *
[Ipeambyna
TTPUKA3BIBAIO:

1. (mputoxxeHue
Ne 1).
2.
3.

4. KOHTpOITh UCITOJTHEHUSI HACTOSIIIIETO MPUKa3a

(IOJKHOCTH PYKOBOJIUTEJIA) (moHck) (M.0. Dammnust)

B nenmoNe 32202  r1oxm*

(ZOMKHOCTB)

(moznuck)

202

®. U. O., 10JKHOCTB, °

(teneon)
[Mpunoxenwue 1

K IIpUKA3y

oT Ne

3aroJj10BOK NPUJIOKEHUS

1. [lata Jo/mKHA COOTBETCTBOBATh JaTe MOMNMMCAHMS JOKyMeHTa. JlaTy ykaseiBailoT B Qopmarte JeHb, Mecsl, Toi. MCrmonae3yliTe OIMH M3 IBYX CIOCOOOB:
— apabckue uudpsl, pasjielicHHbIe TOYKOI: 05.06.2018;

— cr1oBecHO-1H(pPOBOIi croco6, Hanpumep 5 miows 2018 . (1. 5.10 TOCT P 7.0.97-2016).
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2. Vka3pIBaloT upoBoii itk GyKBeHHO-1IH(pPOBO# HaeHTHuKaTOp nokymenTa (11. 5.11 TOCT P 7.0.97-2016).

3. 3aro/IoBOK K TEKCTY — KpPaTKOe COJIepKaHKue JOKyMeHTa. 3arojioBoK K Tekcry dopmysupyercs ¢ npeuiorom «O» («O6») u oTBedaeT Ha Bonpoc «o uem?» (1. 5.17 TOCT P 7.0.97-

2016).

4. Onpenensior MECTO XpaHeHust JIOKyMeHTa, Korjia 3aKaHYMBAIOT C HUM paboratk. Brmounte B OTMETKY:
— croBa «B neno»;
— MHJIEKC Jena 10 HOMEHKJIAType ¢ yKasaHHeM roja;

— JIOJKHOCTh OTBETCTBEHHOTO JIMIIA, €ro noanuch u aaty (m. 5.30 TOCT P 7.0.97-2016).

5. VkaseiBator nonHocteio ®. U. O. ucnonuurens u Homep Tenedona. Ilo jxenanuio n00aBIsSIOT HAa3BaHHME JOJDKHOCTH, CTPYKTYPHOIO MHOApAa3/ielieHHsl M dJIEKTPOHHBIH anpec

(m. 525 TOCT P 7.0.97-2016).

ITpunoxenue Ne 3
K [TomoxxeHnro (MHCTPYKIIMH) TIO JIJIONPOU3BOJICTBY

dopma npoTokona
MyHUIMIIAJIbHOE ABTOHOMHOE J0IIKO0JIbHOE 00pa3oBaTejbHOe YUpesKIeHue
«/lerckmii cag Ne 308 koMOMHUPOBAHHOTO BHAA
€ TATAPCKHUM SI3BIKOM BOCIIMTAHUA U 00y4YeHMsD)
ABHAaCTpOUTEJIBLHOrO paiiona r. Kazanu
(MAJOY «erckuii cag Ne 308»)
IMPOTOKOJI

HazBanue xomrernaiabHOrO oprafa (KOMHUCCHH, pabodeld TpyIbl U T.11.)
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(mara)

(MecTo cocTasmens)

IMpencenarens: bamvuius 1.0.
Cekperapsb: Damunusa 1.0
[IpucyrcTBOBau: 4ell. (COUCOK MpUIaraeTcs)
OTcyTCcTBOBAJU:
IMOBECTKA JIHSI:
1. Bonpoc
2. Bompoc
X044 3ACEJJAHUA

ITO BOITPOCY Ne 1

CJIYUIAJIA:

Dammmsa M.0. — TekcT Jokiaja npuiaraercs.
BBICTYIINJIN:

N.O. ®amunusa — KpaTkasi 3alUCh BBICTYIUIEHUS (OT TPETHEro Julia €AMHCTBEHHOTO YUCTIa).
Bonpocsr, 0TBETHI (IPUBOIATCS B MOPSIAKE MTOCTYIUICHUS).

IMPOI'OJIOCOBAJIM:

3a 132 —
« », IPOTUB — « », BO3JEPKAITUCh — « ».

PEIINJIN:
1.1. Onrcanue pemieHus 1Mo BOIPOCY

1.2. Onrcanue pemnieHus 1Mo BOMPOCY

IIpencemaren Iloamuce M.O. @amunus
b
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Cexkperapsb Ioamuces N.O. Gamunus

IIpunoxenue Ne 4
K [lomosxeHuIo (MHCTPYKIMH) 110 JEIONPOU3BOJICTBY

dopma SIBOYHOTO JHCTa (JINCTA PETUCTPAIINH)
SIBOUYHBIN JIUCT (JIMCT PETTUCTPAIIUN)

Hazsanue xomrernaibsHOro oprafa (KOMHUCCHH, pabodeid IpyIbl U T.11.)

(TIPOTOKOI OT «___ » 202 roza Ne 00)
Ne
/i d. U. O. J0KHOCTH Hoamuco
1
2
3
4
5
6
7
8
9
IIpencenarens Iloanuch N.0. Gamunus
CekpeTapb IMonmuce N.0. ®amunus
ITpunoxenue Ne 5
K ITosoxxeHuio (MHCTPYKLHH) TI0 JIeJIONPOU3BOJICTBY
dopma mrceMa (GupMeHHBIH OJ1aHK)
MKY «¥YnpasneHue 00pa3oBaHus MKY «Ka3zan mohope MyHHIIUTIATb
M cCriomHUTEIbHOTO KOMUTETA
MYHHIHIIATIBHOrO 00pa3oBaHus ropona Oepomutere bamkapmMa KOMHTETHIHBIH
Kazann» morapud ugapacer
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MyHuuMnajabHOe AaBTOHOMHOE Ka3zan mohope ABuarte3sesem

JOLIKOJbLHOE 00pa3oBaTe/ibHOe paiionbIHbIH «TaTap Teaenad
yupexnenne «Jlerckuii cax Ne 308 TopOus hom Gesiem Gupyde KaTHAII
KOMOMHHPOBAHHOIO BUJa C tepaare 308 - Hue Gajaaap

TATAPCKUM AA3BIKOM BOCIMTAHUSA GaK4achD> MyHHIMIAIb
aBTOHOMUsLJIE
H 00yJeHus» MOKTINKIYD OeJieM yUupexIeHuece

ABHACTPOUTEJBHOI0 paiioHa

r.Kazaumu
420127, Kazans, yi. MosoaexHas 6a 420127, Kazan, MonoaexHas yp., 6a
Ten. (843) 511-00-07, e-mail: Ds308.kzn(@tatar.ru
Ne
Ne
(nara) (Homep) (. 1. O. (xomy))

HaNe ot

- (anpec)

YBaxkaeMmblii(as) !

C yBaxKeHHEM,

(AOTKHOCTH PyKOBOHTEN) (noanmck) (. 1.0,

®. U. O., 10KHOCTD,

(tenedon)
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IMpunoxenune Ne 6
K [TonoxxeHuro (MHCTPYKIHH) IO IETOTPOU3BOJICTBY

dopma yBegoMIIEHUS

MKY «¥YnpasneHue o6pa3oBaHUs
HcnonHuTenbHOro KOMUTETA
MYyHHIHMIIAIBHOTO 00pa30BaHUs ropoja
Kazann»

MKY «Ka3zan mohope myHununain

Oepomiere banikapma KOMUTETBIHBIH
marapud uaapace»

MyHUIIHTIAJbLHOE ABTOHOMHOE
JIONIKO0JIBLHOE 00pa3oBaTe/ibHOE
yupexnenue «Jlerckuii cax Ne 308
KOMOMHHPOBAHHOIO BU/IA C
TATAPCKHUM A3BIKOM BOCIIUTAHUA

Hu 00yUYeHH D)

ABHAaCTPOUTEJBHOIO PalioHa
r.Kazanm

Ka3zan mohope Asnare3sesiem
paiioHbIHBIH «TaTap Tesennd
TopOust hom Gestem Oupyue KaTHaII
Topaare 308 - Hue 6ajsianap
0akuyachl» MyHUIIUNIATb
aBTOHOMUSLIE
MOKTINKIYI OesieM yupekaeHuece

420127, Kazansp, yi1. MonoaexHas 6a

420127, Kazan, MononexHas yp., 6a

Ten. (843) 511-00-07, e-mail: Ds308.kzn(@tatar.ru

Ne

(nata) (nomep) (@. 1. O. (komy))

(anpec)

(3aroJI0BOK)

VBakaeMmblii(ast)

C yBaxXeHHUEM,
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(AOIKHOCTH pyKOBOAMTEI) (nomcs) (®. 1.0.)

C yBegoMIIeHUEM O3HAKOMIICH(a):

(mozmuck) (®. U.0.)

(mara)

OK3eMIULSIP YBEAOMIICHUS MOyqHIa:

(mozanmces) (®. 1. 0.)

(nata)

®. U. O., 10KHOCTB,

(tencdon)

ITpunoxenune Ne 7
K ITomoxxeHnro (MHCTPYKIIMH) TI0 JIEJIONPOU3BOJICTBY

dopma KypHasia perucTpalii BXOASIIUX TOKYMEHTOB

Hauart

20 rogma
OxoHue
20 rogma
H
Neni/m Jara Jlara Koppecnonnent | Kparkoe Pe3osronus OtMmeTKa 00
NOCTYILJICHUs1 | M HOMep cojep:kaHue HJIH KOMY HMCIOJHEeHUHU
AOKyMeHTa/ JAOKyMeEHTa, HATIPaBJIsieTCsI
XOASIIIHii HOMep | IPHCBOEHHbIE JOKYMEHT
aBTOPOM (moanmucek,
YI0CTOBepsIoImAast
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noJiyueHmue)

ITpunoxenue Ne 8

®Dopma KypHaAJIA perucTpanuu UCXOAAIUX JOKYMEHTOB

K [TomoxxeHnro (MHCTPYKIIMH) TIO JIEJIONPOU3BOJICTBY

MyHuIUnaJbHOe AaBTOHOMHOE J0IIKOJbHOE 00pa3oBaTeibHOE yUpeKIeHue
«Jlerckmii cag Ne 308 koMOMHUPOBAHHOTO BUAA
€ TATAPCKHUM SI3BIKOM BOCIIMTAHUA U 00y4eHMsD)

ABHAaCTpPOUTEJIBLHOrO paiiona r. Kazann
(MAOY «Jerckuii cag Ne 308»)

Hawvar 20 rozma
OxonHue
20 roxga
H
Jarta
M HOMeEp
Perucrpanuons OTMeTKa
Ne | lara . Kpatkoe |mokymen
bl Anpec Hcnoanure | 00
n/ | 10OKyMeH cojep:KaH | Ta, HA
HOMep ar . |JB HCIIOJTHEH
n |Ta ne KOTOPBIii
JIOKYMEHTa un
JaH
OTBET
1 |2 3 4 5 6 7 8
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ITpunoxenue Ne 9
K IlonoxxeHuto (MHCTPYKIUN) O AEIO0NPOU3BOACTBY

®dopma KypHaia ydyera nedarei 1 ITaMmIioB

MyHuuunajgbHOe ABTOHOMHOeE JOILIKO0JbHOe 00pa3oBaTe/ibHOE yUpeKkIeHue
«derckmii cax Ne 308 koMOMHUPOBAHHOTO BHAA
C TATAPCKUM fI3BIKOM BOCHHMTAHUA U 00yUeHM D)
ABHACTpOMTeJLHOTO paiiona r. Kazaum
(MAJOY «Hetckuii cag Ne 308»)

Hagar 20 rona

OxoHue
20 roma
H
PesyasT
aThbl
HaumenoBa eJKeroaH
Haumenosn IHoanuc . A OTTHCK
HHe o .
aHue b, OTMmeTKa | meuarei
OtT1HC | moapasnene TNpoOBEPK
neyaTu YAOCTOB 00 (mrramMmnoB
K HUS, 1 Ilpn
Ne [ (mramma), e YHUYTOXKE |)
neyart |J0JI5KHOCTH HAJHYUS Me
n/ | kHHUIUATOP psoma . | HUMH, IJISL
" noJjyJareJi neyarei YaHH
n |3aKa3sa, ' | HOMep YHUUYTOXKE
ImTaM |9 Hu " e
Jara noJjiyye aKTa HH,
na) damuausa ITAMIIO
MOCTYILJIEH HHE, M JaTa Jaara
noJjy4areJi B,
us Jara BO3BpaTa
' | JaarTa
NpoBepK
"
1 (2 3 4 5 6 7 8 9
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ITpunoxenue Ne 10
K IlonoxxeHuto (MHCTPYKIUN) O AEIO0NPOU3BOACTBY

dDopMa KOPPCKTUPOBOYHOI'O JIMCTA HOMCHKJIATYPbI ACJI

(HAHMCHOBAHME TOCYAPCTREHHOTO OPraHa, OPraHa MCCTHOTO

CaMOYNpPaBJIEH s, OPraHU3aLHH)

YTBEPXKJIAIO

(HAHMEHOBAHHE JOKHOCTH
pyKoBoOIHTE S
WM HHOTO YIIOJTHOMOYEHHOIO

¥IM JIMIa)

N3MEHEHUS
" JTONMOJHEHUSA oy T
K HOMEHKJIATYPE JIEJI
Ha 202 ron o
Cpox

KoaunuectBo XpaHeHUus

HNnnekc 3arojgoBoK
TOMOB u Ne cratu | [Ipumeuanust
aeJia aesa .
(4acreii) no
TnepevYHIo
1 2 3 4 5
(HaNMEHOBaHHE JOJUKHOCTH PYKOBOIMTEIS CITYKOBI
(noarucek) (pacimdposka noarnucH)

JICTIOTPOU3BOICTBA OPraHU3aLMN)

(nara)
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Bwuza pykoBogutens (Jiua OTBETCTBEHHOTO 32 apXWB)

(HAaMMEHOBAHHE J0JKHOCTH)

(nmoanuce) (pacmm(poBKa MoAMCH)

(nara)

ITpunoxenue Ne 11
K MHCTPYKIIUH TIO JISTIONPOU3BOJICTBY

dopmMma xypHaja ydyera BblJaud JOKYMEHTOB

MyHununajgbHOe AaBTOHOMHOE JI0IIKOJIbHOEe 00pa3oBaTeibHOE yUpeKIeHue
«/lerckmii cax Ne 308 koOMOMHUPOBAHHOTO BHAA
€ TATAPCKHUM AI3BIKOM BOCIIMTAHUA U 00y4eHMsD)
ABHACTpPOUTEJIBLHOrO paiiona r. Kazannu
(MAOY «Jerckuii cag Ne 308»)

KYPHAJI YUETA BbBIJIAYU JEJI
U3 apXuBa 00pa3oBaTeIbHON OpraHn3anuu

Hauar 20 roaa
OxoHYeH 20 roaa
aTa
Jara Pacnucka A Pacnucka
Onuc | deno | Komy BO3BpAaT
Ne n/n BbIiaun | Donpg Ne B I10JIyY€eHUH B BO3BpalllecHUH
et b Ne Ne BBIIaHO ona a ena
A it Teaa it
1 2 3 4 5 6 7 8 9
Htoro B roaxy et
BBIJAHO

(unppamu

M NPOIUCHIO)

Crpanuua 51un3 52



HanmeHnoBanu
€ IOJDKHOCTHU
JINIIA,

COCTaBHBIIIETO n.0.

IToamuce

BHYTPEHHIOIO Damunust
OITHCH
JIOKyMEHTOB
nena

OTNPABUTEND
MYHULMMNANbHOE ABTOHOMHOE noannucaHo
[IOLKO/IbHOE OBPA30BATE/IbHOE

VUPEXKAEHWE "AETCKNM CAL Ne 308

BNAAENEL CEPTUDUKATA
baagyptavHoBa Ny3enb PawunTtoBHa

AO0/IKHOCTH
3aBegyoLnin

CEPTUDUKAT noaAnuCcAH

00AB9873BA3534947ADC992EEB0D1217  27.06.202416:55:13 MCK
2B

noannucb BEPHA

JNeKTPOHHbIN AOKYMeHT nepegaH 4yepes onepatopa 30 3A0 "TakcHet" YT, 27 noH 2024 16:55:27 MCK
NpeHTndumKkaTop gokymeHTa 0bb4f132-4666-4b2c-902c-add3a20b3433 Crpanuua 52 n3 52



