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IMMOJOXEHHUE (MHCTPYKIUS) no neaonpousBoacrsy B MAJIOY «/lerckuii cag Ne 306»
1. O0mue NMoJIO2KEHUSI.

1.1. Ionoxenue (MHCTpyKLMs) no aenonpousBoiactsy B MAJIOVY «[erckuii cag Ne 306» (nanee —
HWHCTpyKIIMSl) yCTaHAaBIMBAET EIUHYKO CHCTEMY JSJIONPOU3BOACTBA U MOPSIAOK IIOJATOTOBKH,
oopMIICHUS, TIPOXOXKJCHUS, KOHTPOJS 3a UCIIOJHCHUEM, Vy4eTa, XpaHCHWs, H3TOTOBJICHHUS,
KOIIUPOBAHUS W THPAKUPOBAHUS CIY)KEOHBIX JTOoKyMeHTOB B MAJIOVY «Jlerckmit cam Ne 306»
(nanmee — MAJIOY).

1.2. TlonmoxeHue pa3paboTaHO B COOTBETCTBHHM C TPEOOBaHUSMH  (PeaepalibHBIX  3aKOHOB
oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jnene B Poccuiickoit denepanum», ot 27.07.2006 Ne 149-
D3 «O6 nHpopMaruu, HHPOPMAIIMOHHBIX TEXHOJOTHSIX U O 3ammuTe uHpopMarum», ot 02.05.2006
Ne 59-d3  «O mopsimke paccMOTpeHHs  oOpalleHuid Tpaxkman Poccwmiickoir  ®Denepanmmy,
oT 01.06.2005 Ne 53-®@3 «O rocymapctBeHHOM si3bike Poccuiickoit Penepanun», ot 06.04.2011
Ne 63-D3 «OO6 syeKTpoHHOHN TToamucH», [IpaBui opraHu3anuy XpaHEHHS, KOMIUICKTOBAaHUS, y4yeTa
U MCTIOJIB30BaHUs JOKYMEHTOB ApxuBHOTO (onaa Poccuiickoit demepannu U Ipyrux apXUBHBIX
JIOKYMEHTOB B rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYNpPAaBJIEHUs W OpraHU3alUsiX,
YTBEpKJIeHHBIX npukazom Pocapxusa ot 31.07.2023 Ne 77, HanimoHaTbHBIX cTaHAAapTOB Poccuiickoi
®Denepaunu 110 ynpasieHuto nokymentamu: ['OCT P 7.0.8-2013 «CHUBU/. Henomnpou3BoACTBO
u apxuBHOE Aeno. Tepmunbl u onpenenenus», OCT P 7.0.97-2016 «CUBU/. Oprann3aninoHHO-
pacrniopsiauTeNbHas JoKyMeHTanus. TpeboBaHus K 0OPMIICHUIO IOKYMEHTOBY.

1.3. Ilpumenenue IlonokeHUs HOIDKHO CHOCOOCTBOBAaTH (POPMHUPOBAHHUIO O(DHUIIHATHHO-IACIOBOTO
CTWISI JTOKYMEHTOB, ITOATOTaBIMBAaEMBIX B 0Opa30BaTEIbHOM OpraHH3aIllH; COKPAIICHHIO 3aTpaT
TpyZa ¥ CPEICTB B IIPOIECCE CO3AaHUA TOKYMEHTOB. IlonoxeHue sBisieTcsl OOsI3aTEeNIbHBIM IS
ncnosHeHus padbotaukaMu MAJIOY, oCyIIeCTBISIIOMUME ITOATOTOBKY B 0(OpPMIICHHE TOKYMEHTOB.
1.4. TlonoxxeHne pacrpoOCTPAHSIOTCS Ha OPTaHU3AIUIO PadOThI C JOKYMEHTAMH HE3aBUCHMO OT BHJA
HOCHTEIIS, B TOM YHCJIE YJICKTPOHHBIMU JOKYMEHTAaMH, BKIIOYasl TIOATOTOBKY, OOpa0OTKY, XpaHSHHE
U WCTOJIF30BaHNE TOKYMEHTOB, OCYILECTBISIEMBIX C IPUMEHECHUEM HH(POPMAITMOHHBIX TEXHOJIOTHIA.
1.5. OcobeHHOCTH palOThl C NJOKYMEHTAMH, COJAEPKAIMUMU KOH(UICHIHMAIBHYIO HH(OPMAIIUIO
(cny)keOHYI0O ¥ MHYIO TailHy, IIepCOHANBHBIC MNaHHBIC), PETyNHPYIOTCS JOKAIbHBIMUA aKTaMHu
(MHCTPYKITUSAMH, TTOJIOKEHUSIMH, IIPaBIIIaMH), yTBEP>K1aeMbIMU 3aBenyromieil MAJIOY.

1.6. TpeboBanus Ilonoxkenus k padboTe ¢ OyXTalNTepCKOW M APYrod CIEIUaTbHOW JOKyMEHTAIlUEH
pacupoCTpaHsIOTCS JIUIIH B YaCTH OOMINUX MPHUHITAIIOB PA0OTH ¢ JOKYMEHTAMH, a TaKKe MOJATOTOBKHU
JIOKYMEHTOB K Ilepeadye Ha apXHUBHOE XpaHEHHE.

1.7. OTBeTCTBEHHOCTH 3a OpraHW3allii0 | COCTOsIHWE aenonpousBoictBa B MAJIOY Hecer
3aBenyIomIas, KoTopast:
yTBepxkaaeT [lonoxkeHue mo 1enonpou3BOJICTBY U HOMEHKIaTypy aea1 MAJIOY;
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oOecrieuynBacT BHEJPEHHE W KOHTPOJMPYET COOJoJIcHHe TpeboBaHU Hacrosimero IlomoskeHus
U TOCYIapCTBEHHBIX CTAHIAPTOB;
MPOBOJUT HPOBEPKY COCTOSIHUSA JiesionpousBoacTBa B MAJIOVY;
obecrieunBaeT  METOAUYECKOE  PYKOBOJCTBO, HHCTPYKTaXX UM KOHTPOJIb  3a COOJIIOAEHHUEM
YCTaHOBJIEHHOI'O IOpsifika paboTsl ¢ fokymMeHTamu B MAJIOY;
WHHUIIUAPYET MMOBBHIIICHNE KBATM(PUKAIINH paOOTHIUKOB IO BOIIPOCAM JICIIONPONU3BOJICTBA;
YJIOCTOBEPSIET NOAIUCKHIO U MIeYaThI0 JOKYMEHTHI.
1.8. HemnocpenctBerHo BeneT gaenonpon3BojicTBO B MAJIOY  OTBEeTCTBEHHBINM  3a BeJcHUE
JIETIONIPOM3BOACTBA (Zajlee — OTBETCTBEHHBIM 3a JACJIONPOU3BOJICTBO), KOTOPHIM Ha3Ha4daeTcs
npukazoMm 3apeaywouein MAJIOY. OTBeTCTBeHHBIH 3a ASJONPOU3BOACTBO B COOTBETCTBUU
C BO3JI0’KEHHBIMH Ha HETO 3a/1a9aMu:
OCYIIIECTBIISIET PETUCTPAIIHIO U YYET JOKYMEHTOB;
OpraHu3yeT JOKyYMEHTOOO0OPOT, (POPMUPOBAHUE I, UX XPaHCHHUE;
OCYIISCTBISIET TEKYIIWA KOHTPOJb 3a CBOCBPEMEHHBIM PAaCCMOTPEHHEM W IMPOXOXKICHHUEM
nokymeHToB B MAJIOY;
obecrieunBaeT COOMIONEHUE EOUWHBIX TpeOOBaHWMA 10 MOATOTOBKE JTOKYMEHTOB W OpTaHHU3aINU
paboThl C HUMHU B YCIIOBUAX JIEKTPOHHOTO JJOKYMEHTOOOOPOTA;
00006mIaeT nHGOpMaIHIo 00 00beMax JOKYMEHTOO00POTa;
opraHusyeT (OpMHUpPOBaHUE U XPAaHEHUE TOKYMEHTAIIMOHHOTO (POHIA U €T0 HUCIIOIb30BaHHE.
1.9. Tlpu yxoae B OTIIYyCK, B ClIydasix JIMTEIBHOTO OTCYTCTBHSI Pa0OTHHKA OTBETCTBEHHOTO 3a
JIETIOTIPOM3BOACTBO pabOTHHK OO0s3aH mepenaTh BCE HAaXOMIIUECS Y HAX TOKYMEHTHI IPyTOMY
paboTHUKY 1O yKa3zaHUIO 3aBedylomieid. [lpu yBoIbHEHHMH PaOOTHHKA WM TEPEeBOAE Ha APYTYIO
JIOJDKHOCTh Iepejiada JOKYMEHTOB OCYIIECTBIISIETCS IO akTy IIpUeMa-nepenadyu. AKT HOpuema-
nepenaun  odopmisiercss 1o opme, ycTaHOBIeHHOH IlpaBuimamMm opraHu3alii  XpaHCHHS,
KOMIUICKTOBAHHUS, y4eTa U UCITOIB30BaHUS JOKYMEHTOB ApXUBHOrO oHaa P® u apyrux apXuBHBIX
JIOKYMEHTOB B T'OCYJIapCTBEHHBIX OpraHaX, OpraHax MECTHOTO CaMOYIIPaBJICHUS M OPTaHU3AIUIX,
yTBepKAeHHbIMU Npuka3om Pocapxusa ot 31.07.2023 Ne 77.
1.13. OTBeTCTBEHHBIN 3a AEJIONMPOU3BOACTBO HECET MEPCOHAIBHYIO OTBETCTBEHHOCTh 3a BBIIIOJHEHHUE
TpeOoBaHuil HacTosmero [1ooKeHnsT 1 COXPaHHOCTh HAXOJSIIUXCS Y HUX JOKYMEHTOB. O cirydasx
YTpaThl, MOPYHU 3apPETUCTPUPOBAHHOIO JIOKYMEHTa PaOOTHHUK 00s3aH HE3aMEIJIUTEIbHO IOJI0KHUTh
zaemytomniert MAJIOY.
1.14. C BHOBb HOPHUHATHIMH PAOOTHHUKAMH, Ha KOTOPBIX BO3JaraloTcsi 0O0S3aHHOCTH IIO BEJICHUIO
JIEIIONIPOM3BOACTBA, B TEUCHHE TPEX JHEH Tocie IIOCTYIUICHHS Ha paboTy MOpPOBOIHTCS
O3HaKOMHTEIIbHAs Oecea 1o BEJICHUIO Jellonpon3BoacTBa B MAJIOY.
1.15. Paborath c JOKyMEeHTaMH BHE CiyxkeOHbix mnomemeHuit MAJIOY u BHOCHTH B HHUX
HCTIPaBIICHUS 3aIpeIaeTcs.
1.16. Benenue mepemuicKu C OpraHU3allUsIMH OCyIIecTBisieTcs 3apenyromieid MAJIOY wunu uHbIM
YHOJIHOMOYE€HHBIMHU UM JOJKHOCTHBIMU JIMLIAMH.
1.17. Bwmonnenue Hactosimero IlojokeHusi 00sA3aTenbHO I Kaxkaoro padotHuka MAJIOVY,
¢ ee TpeOOBaHUSIMU PAOOTHUKH JTOJKHBI OBITh O3HAKOMJICHEI ITOT TTOITHCH.

2. Joxkymentsl MAJIOY.
2.1. 3aBeayromass MAJIOY win JUIIO, UCIIOJHSIONIEE €ro OO0SI3aHHOCTH, W3JAeT JIOKAJbHBIC aKThl
U MIPUKa3bl, 00s13aTeNIbHBIC ISl UCIIONHEeHUS BceMu pabotHukamu MAJIOY
2.2. Xoa oOCyxXJeHUsS BOMPOCOB Ha 3aCeHaHMSIX KOJUJICTHAIBHBIX OpPraHOB, COBETOB, COOpaHUSIX,
COBCILIAHUSIX W pElIeHUs], NPUHUMaeMble Ha HUX, (UKCHUPYIOTCS B mpoTokojiax.Eciam B 3acemaHum
y4JacTByrOT Ooiiee 15 yelmoBeK, B MPOTOKOJIE YKAa3bIBAIOT HX OOIIee KOIUYECTBO U O(DOPMIISIOT
SIBOYHBIN JUCT (JIUCT PErUCTPaLIVH)
2.3. Jng oCymEecTBICHUS OIEPATUBHBIX CBA3CH C APYTrMMU OpraHu3alUsMU U IpaxKJIaHaMHu
HCTOJIB3YIOTCS TaKHe (POPMBI, KaK MUChMA, TeJIe(pOHOTPaMMBI.
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2.4. Jlmst ocymiecTBIEHHS IIpHeMa, YBOJIBHEHHS, IEpEeMENICHHs] PaOOTHUKOB, IPEIOCTABICHUS
UM OTIIyCKOB O(OPMIISIIOTCSI TPYAOBBIE TOTOBOPHI, IPHUKA3bl, 3asBICHUS, TPYIOBbIC KHIKKU U JIP.

3. [IpaBuJa opopmiieHHsI JOKYMEHTOB.
3.1. OcHoBHBbIE TpeOOBaHUS M0 0POPMIIEHHIO TOKYMEHTOB.
3.1.1. Jlokymentsl odopmisrorcss Ha Omankax MAJIOY U MMEIOT YCTaHOBJICHHBIA KOMIUIEKC
00s13aTEIBPHBIX PEKBU3UTOB U CTAOWMIIBHBIN MOPSIOK WX PACIIONOKEHUs! (PacIionoKeHUE PEKBU3UTOB
Ha OJIaHKax OpraHU3aI[MOHHO-PACHOPAIUTENBHBIX TO0KyMeHTOB cooTBeTcTByeT I'OCT P 7.0.97-2016
«CucreMa cTaHIapToOB MO HH(POPMAUH, OMOINOTEYHOMY U H3AaTeIIbCKOMY neiry. OpraHu3alruoHHO-
pacriopsiauTeNbHas JoKyMeHTanus. TpeboBaHus K 0OPMIICHUIO JIOKYMEHTOBY).
3.1.2. BMAJIOY npuMeHsIOTCA OpO0IbHbIEC OJaHKU:
uchMa
yBegomiIeHUsI biaHku JOKyMEHTOB M3rOTaBIMBAIOTCS Ha Oymare popmartoB A4 (210 * 297 mm), AS
(148 * 210 mm). Kaxnmerii muct mokymeHTa, oQOpMIICHHBIM Kak Ha OJaHKe, Tak W 0e3 OiaHKa,
JIOJKEH UMETh TIOJIS:
20 MM — JIEBOE;
10 MM — mpaBoe;
20 MM — BEpXHEE;
20 MM — HIDKHEe.
Hcrionp3oBaHue OJIaHKOB MPOU3BOJILHONM (DOPMBI HE pa3periaeTcs.
3.2. O¢gopmiieHue peKBU3UTOB I0KYMEHTOB.
3.2.1. ABTOp 1OKyMeHTA.
HaumenoBanne MAJIOY ykaspiBaeTcsi B TOYHOM COOTBETCTBHM ¢ YcTraBoM. CokpaiieHHOe
HanMMEHOBaHWE B COOTBETCTBUHU C Y CTABOM ITOMEIIAETCS 0] IIOJTHBIM HANMEHOBAaHHUEM B CKOOKAaX.
HauMenoBaHne TOKHOCTH JIMIIA — aBTOPA TOKYMEHTA HCIOJIB3YyeTCsl B OJIaHKaX JOJKHOCTHBIX JIHIT
U pacriojiaraetcs 1oJ HamMmeHoBaHneM MAJIOY. HauMeHoBaHWE AOJDKHOCTH JHIIA — aBTOpa
JIOKyMEHTa YKa3bIBae€TCSI B COOTBETCTBHH C HAUMEHOBAaHHEM, IMPUBEACHHBIM B PACIIOPSIUTCIHHOM
JIOKYMEHTE O Ha3HA4YECHUHU Ha JOJKHOCTb.
3.2.2. CnpaBouHble 1aHHble 00 MAJIOY.
CnpaBounble naHHbie 00 MAJIOY yka3pIBarOTCsl Ha OJlaHKax IMMCEM W BKIFOYArOT B cebsi: ajnpec,
HoMmep TenedoHa, (akc, ajipec AIEKTPOHHOM MOYTHI, ceTeBOr aapec, a Takxke OKIIO, OI'PH, UHH
u KIIIT MAJIOYV.
3.2.3. HammeHOBaHNe BU/JIA TOKyYMEHTA.
HammenoBanme  BHaa  JOOKyMeHTa, coctaBieHHOro  MAJIOY OoIDKHO ~ COOTBETCTBOBATH
HAaMEHOBaHUSIM BHUIOB JIOKyMEHTOB, mpeaycMoTrpeHHbIM OKVY/I: akT, cripaBka, 3ammckKa, CBOJIKA,
OT3BIB, MPOTOKOJI, CIHCOK, W3BCIICHUE WU JIp. PacmopsauTenbHbIe ITOKYMEHTHI OpraHU3alfu
M3AIOTCS CO CICAYIONIMMU Ha3BaHUSIMU: TIPHUKa3.
HaumenoBanue BUOa 1 pa3HOBUIHOCTH JOKYMCHTA HC YKa3bIBaA€TCs B ITMCbMax. Mecto
COCTaBJICHUS WM W3JaHUs JTOKYMEHTa yKa3bIBaeTCs Ha OJIaHKaxX JOKYMEHTOB 0OOpa3oBaTebHOM
OpraHu3aIliy, 3a UCKIIOUYCHHEM OlaHKOB muceM. Ha3paHue nOKyMeHTa IedaTaeTcsl IPOIUCHBIMHU
OyKBaMHU HOJTY>KUPHBIM MIPUPTOM.
3.2.4. ]JlaTa noKymeHTA.
JlaToli JnOoKyMeHTa SABJISETCA JaTa €ero TMOoJAMUcaHus (WM YyTBEPXKIASHHs), ISl JOKYMEHTa,

MPUHUMAEMOTr0 KOJUISTHAJIbHBIM OpraHoMm (IpPOTOKOJIa), — Jara ero 3acefaHus (TIpUHSTUS
pelieHus), sl aKkTa — Jiata COOBITHSA, I JOKYMEHTa, TPEOYIOIIEro ero yTBEP KIASHUs, — JlaTa ero
YTBEP>KICHHUSL.

Jara moamucaHus, YTBEP)KICHUS, COTJACOBAaHWUSA JOKYMEHTa, a TakXKe [aThl, COJEpIKaIlnecs
B TEKCTE, JOJKHBI OQOPMIIITHECS HUMPOBBIM CITOCOOOM. DIEMEHTHI AaThl MPUBOJSITCS apaObCKUMHU
nrdpaMu B OTHY CTPOKY B IIOCIIEIOBATEIILHOCTH: IeHb MecsIia, MECSII, TO/I.

Hanpuwmep: 14.06.2024.

3.2.5. PerucTpauiOHHbIIi HOMep JOKYMEHTA.
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Perucrpanuonueiii HoMep — mudpoBoe WM OyKBeHHO-IIU(PpoBOe 0O0O3HAUECHWE, MPHCBANBACMOC
JIOKYMEHTY MPH €r0 PEeTUCTpaLHH.

Perucrpanust JOKyMeHTa IPOBOIUTCS MOCJIE €TI0 MOIMICAHUS WIN YTBEPKICHUS.

M BHYTpEHHUX TOKYMEHTOB — IIPHKA30B, IIPOTOKOJIOB — 3TO MOPSIAKOBBEIM HOMEp B Mpeneiax
KaJIeHAApHOr0 ToJa MO KaXKAOMY BHAY WJIHM Pa3HOBUIAHOCTH JIOKYMEHTOB. B mpukazax
pEeTUCTPAaIMOHHBI HOMEpP MOXKET JONONHITHCI OYKBEHHBIM HHACKCOM, O0O0O03HAYAIOIINM
Pa3HOBUIHOCTH (HampuMep: TPHUKa3 MO OCHOBHOW JnestenbHOCTH OT 15.05.2024 Ne 253; mpukas
o TugHOMYy cocTaBy oT 10.01.2024 Ne 22 nc, npuka3 o6 ormyckax ot 25.01.2024 Ne 420T, mpukas
Mo KoMaHupoBkaMm oT 25.01.2024 Ne 25k).

JITs HCXOISIIUX JOKYMEHTOB PETUCTPAIIMOHHBIN HOMEP COCTOUT:

1) 13 mopsAKOBOTO HOMEpPA B MPEIEIaX MacCHUBa OTIPABISIEMO KOPPECITOHICHIINY;

2) UHJAEKCca Jiesia B COOTBETCTBUH C HOMEHKIaTtypoi aein MAJIOY.

3.2.6. CcbliIka HA perucTPAallMOHHBbIIE HOMeEP U 1aTy JOKYMEHTA.

CchuiKa Ha PETUCTPAIlMOHHBIM HOMEp U J1aTy TOKYMEHTa BKIIIOYAET B ce€0s peTUCTPAIIMOHHEIA HOMEDP
U 1aTy JOKYMEHTa, Ha KOTOPBIA JNOJDKeH ObITh MaH oTBeT. CChUIKa Ha HOMEp U JaTy JOKYMEHTa
HCTIONIB3yeTCsl TPU 0OPMIICHHH ITHCEM, SIBIIAIOIINXCSI OTBETaMH Ha MOCTYHHUBIIEE MHUCHMO (3arpoc,
npockOy u ap.). CBelleHUsI B PEKBU3UT TMEPEHOCATCA C MOCTYIUBILIETO JOKYMEHTA U COOTBETCTBYIOT
peruCTparmOHHOMY HOMEPY M IaTe MOCTYITHUBIIETO IOKYMEHTA.

OrpaHuunuTeabHasT OTMETKA JJIsl JAHHOTO PEKBU3UTA IPOCTABIISICTCS B JICBOM yacTH OJlaHKa mMUChMa
MOJT PEKBU3UTOM «J1aTa» U «PETUCTPAIIMOHHBINA HOMEP IOKYMEHTa.

Hammame paHHOTO peKBH3WTa MCKIIOYAaeT HEOOXOOWMOCTh YINOMHHAHHS HOMEpa W JATHl
NOCTYNIMBIICTO NOKYMCHTA B TCKCTC MMHUCbMa, 4TO OCBO60)K)13€T TEKCT OT CHpaBO‘IHOﬁ I/IH(bOpMaI_lI/II/I.
3.2.7. MecTo coCTaBJIEHHSI UJIU U3IaHUS IOKYyMEHTA.

Mecto cocraBnenuss (u3ganwmsi) JgokymeHTta (r.  Kasanb) ykaseiBaeTcs B JOKYMEHTaXx,
M3TOTABINBACMBIX Ha OJJAHKAaX KOHKPETHBIX BUAOB JOKYMEHTOB.

3.2.8. Aapecar.
JIOKyMEHTBI aJpecylOT B OpraHbl BJACTH, OpPraHU3allUH, WX CTPYKTYPHBIE IOJAPA3JEIICHUS,
JIOJDKHOCTHBIM UTH (PU3UISCKUM JIAIIAM.

[Ipu ampecoBaHuM HOKyMEHTa B OpraH BJIACTH, OPTaHHU3AIMIO WM €€ CTPYKTYpHOE HoApa3eiieHue
(6e3 yka3zaHus TOIHKHOCTHOTO JIMIA) UX HANMEHOBAHWE MUITYT B UMECHUTEILHOM TAaJIeiKe.
Hanpuwmep:

MunucrepceTBo npocsemenus PP

JlemapraMeHT rocy1apCcTBeHHOI MOJUTUKH B chepe

3alMTHI MPAaB JeTeil

IIpyn nHampaBieHUMM AOKYMEHTa JOJDKHOCTHOMY JIMIy Ha3BaHUE OpraHU3alUU M €€ CTPYKTYpPHOI'O
MOJpa3ieiICHUus yKa3blBAalOT B MMEHUTEIBHOM TMajexe, a JOJDKHOCTh U (paMuiuio ajpecara —
B HaTenbHOM. MHUNmManel cTaBiTCs mocie (GaMIUIMd HE3aBUCHMO OT TOTO, KOMY aIpecOoBaH
JIOKYMEHT — JOJDKHOCTHOMY JIUITY HMJIH (PU3HYECKOMY.

Hanpuwmep:

MuHuCTepcTBO 00pa30BaHNsA JHCKOM 00J1aCcTH
Ynpasienue aeJlaMu
I'naBHOMY CIEeMAJUCTY

HNBanosoii U.N.

WM Ha3BaHWe OpraHM3alMd BXOAHWT B HANMEHOBAaHHE MODKHOCTH W O(GOPMIIIETCS B JAaTEIBHOM
najgexe
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PexTOopy HHCTHUTYTA
HNBanosoii U.N.

IIpn anpecoBaHMM IOKyMEHTa B HECKOJBKO OJHOPOIHBIX OpraHM3alliil HMX Ha3BaHUS CIIEIYET
yYKa3bIBaTh OOOOIIIECHHO.

Hanpuwmep:
PykoBoaurensam o0pa3oBaTebHBIX
opraHusanuii  odmero odpa3oBaHus,
PYKOBOIUTEIAM npeanpusTHii "
opraHu3anui MuHnpocBeneHus
Poccun

JonyckaeTrcss LEHTPUPOBATh KaXKIAYIO CTPOKY PpEKBU3UTA «Ajpecar» II0 OTHOLIEHUIO K camMou
JUTUHHOU CTpOKE.
Hanpuwmep:

3aMecTHUTeI0 JMpPeKTOpa N0 yyeOHoil padore MBOY 11O Ne 1

Yyiikunoii 1.H.

B coctaB pexkBU3UTa MOXKET BXOJUTH MOYTOBBIN ajipec. DJIEMEHTHI ITOYTOBOTO aJpeca yKa3bIBalOTCS
B IIOCJIEIOBATEILHOCTH, ycTaHOBieHHON IIpaBuinamMum oOka3aHuss yciayr IIOYTOBOM  CBS3H.
IIpu anpecoBanuu nucbMa B OpraHU3alMIO YKa3bIBalOT €€ HAMMEHOBAHUE, 3aTEM HOYTOBBIN ajpec.
Hanpuwmep:

Penaxuus JKypHAaJIa
«YrnpaBjieHHe HAYAJIbHOM KO0
MocKOBCKHI npocil., a. 6,

r. JHcK, 101856

Anpec He MpocTaBiseTCd Ha JOKYMEHTaX, HAIpaBISIEMBIX B IIPaBUTEILCTBEHHBIE YUPEKICHUS
U IIOCTOSIHHBIM KOPPECHOHJIEHTaM, B 3THX CIIydasX MOTYT IPHUMEHATHCS KOHBEPTHI C 3apaHee
HaIle4aTaHHBIMHA aJIpECaMHU.

IIpu ampecoBanuy AOKyMEHTa (PU3HMYECKOMY JHIy HEOOXOAUMO yKa3bIBaTh (haMIUIMIO, MHUIIHAIIBI,
3aTeM MOYTOBBIN aapec.

Hanpuwmep:

HNBanosy U.N.

YepubllieBckan yJ., 1.100, ks. 100,

r. DHCK, JHCKas ob6gacThb, 101856

JOKyMeHT He TOJDKEH COIepKaTh 0oyiee YEThIpPEX aapecaToB, KKl IK3EMIULIP TAKOro JOKYMEHTA
nomkeH ObITh momnucaH. CrnoBo «Komus» meped BTOPBIM, TPETHHM, YETBEPTHIM aJpecaTaMu
HE YKa3BIBAIOT.

IIpu HampaBieHHMM DOKyMEHTa OoJjiee YeM B UETBIPE aJpeca COCTAaBISACTCS CIHMCOK Ha PAacChUIKY,
a Ha Ka)XJIOM JOKYMEHTE IIPOCTaBJISIETCs] TOJIBKO OJIUH ajJpec.

3.2.9. I'pud yrBep:kaeHUs JOKYMEHTA.

VTBepkJieHHEe AOKyMEHTa IPOU3BOJUTCS IIPOCTAaBIeHHEM TIpuda YTBEpKICHHS WM H3AaHUEM
pachopsIINTEILHOTO JOKYMEHTa (B TEX CIydasX, KOrga TPeOYIOTCS TOTOIHUTEIBHBIC TIPEIITHCAHUS
U pa3bsCHEHUS).

JokymeHThl yTBepxkaaroTcs 3aBenyromeid MAJIOY, BpIIECTOSIIUMU MM MEXBEIOMCTBEHHBIMU
opraHaMM, OpPraHU3AIUSIMHU, B KOMIIETCHIIMIO KOTOPBIX BXOJHUT PEUICHHE BOIIPOCOB, HU3IO0KEHHBIX
B YTBEPXKJAE€MbIX JOKYMEHTaX.
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[lomoxenwns, mpaBwmia, MOPSIKH, NOJDKHOCTHBIE WHCTPYKIIUH, WHCTPYKIIUH, PACIUCAHUS 3aHSTHMH,
JIOTIOJTHUTENILHOTO ~ 00pa3oBaHUsl W p. TMOJIekAT YTBEpXKAEHUIO 3aBenywomein MAJIIOY
U IpHOOPETAIOT FOPUAUIECKYIO CIUTY TOJIBKO C MOMEHTA UX YTBEPIKICHHUSI.

I'pud yTBepkIaeHUsI MMOMENMIACTCS B IIPABOM BEPXHEM YINIy HEPBOrO JIMCTAa JTOKYMEHTa, COCTOHUT
n3 cioBa YTBEPX/JAKO (0e3 kaBblueK), MOJHOTO HAWMMCEHOBAHUS JIOJDKHOCTH  JIMIIA,
YTBEP)KAAIOMIETO TOKYMEHT, €r0 JIMIHOM MOAINCH, €€ pacIn(PpoBKY (MHULIHAIOB, (DAMUIINN) U TaTHI
YTBEPKICHHUS.

Hanpuwmep:

YTBEPXIAIO

Hupextop MBOY LO Ne 1

nommvcyk W.M. HMBanoBa

15.06.2024

Jonyckaercsi B pekBuszute «I'pud yTBEepXKACHUS JIOKYMEHTa» NEHTPUPOBATH  DIIEMCHTHI
OTHOCHUTEIILHO CAMOU JIIUHHOUW CTPOKH.
Hanpuwmep:

YTBEPXIALIO

Jupextop MBOY 11O Ne 1

noanucsk M.M. HBaHoBa

15.06.2024

IIpu yTBepXAE€HUM AOKYMEHTa HECKOJbKUMHU JOJKHOCTHBIMHM JIMIIAMU WX MOAIKMCH PaCIoiararoT
Ha OJTHOM YPOBHE.
I[lpu yTBepXAEHUM JOKYMEHTAa IIOCTAHOBJICHHEM, pEIIeHUEeM, IPHUKa30M, IPOTOKOIOM Tpud
yrBepxkaeHus: cocrout us3 ciaoBa YTBEPXJEH (-A, -O, -bl), HauMeHOBaHUS yTBEPIKIAIOLIETO
JIOKyMEHTa B TBOPUTEIIFHOM IIaJIeKe, €r0o JaThl, HOMepa.
Hanpumep:

YTBEPXKJIEH

IIpOTOKOJIOM METOANYECKOTO COBETA

15.06.2024 Ne 32

HIIn

YTBEPXJIEHO
npukazom MBOYVY 11O Ne 1
15.06.2024 Ne 32

Cnosa YTBEPXJIEHO u YTBEPX/IEH B npuiio)KeHUSIX COIVIaCYyIOTCS B POJI€ U UYHUCIE C BHUJIOM
yTBepKaaeMoro gqokymeHTa: nosgoxenune — Y TBEPXKIEHO, nporpamma — YTBEPXJIEHA.
Buocuth kakue-mub0 u3MeHeHusl U JoOaBJICHUs B MOANUCAHHBIC (YTBEPIKIACHHEBIC) JOKYMEHTHI 0e3
pa3perieHus JTUIa, MTOAIUCABIIEr0 JOKYMEHT, HE JOITyCKACTCS.

OTBCTCTBCHHOCTI) 3a Ka4€CTBO IMOATOTOBKU ANOKYMCHTOB H HOCTOBCPHOCTH COACPIKAIIMUXCS B HUX
JTaHHBIX BO3JIaraeTcs Ha JIWIA, HOATOTOBHUBIINE, 3aBU3UPOBABIINE U MTOAIHUCABIINEC TOKYMEHTEI.
3.2.10. 3arojiIoBOK K TEKCTY.

3aroJ0BOK K TEKCTY BKIJIFOYaeT B ce0s KpaTKOoe coJiepKaHue TOKYMEHTa, ero OCHOBHYIO CMBICIIOBYIO
Harpy3ky. 3aroioBok popmymupyercs ¢ pemtoroM «O» («O0») u oTBedaeT Ha BOIIPOC «O YeM?»:
npukas (0 4eM?) 0 CO3/IaHUU aTTECTAIIMOHHON KOMHUCCHH;

npuka3s (o gem?) 00 yTBEp>KACHUHU IITATHOTO PACITHCAHUS;

mcbMoO (0 yeM?) o TIpeIoCTaBICHUH WH(OPMAIIHH.

3aroJiIoBOK COCTaBISIET UCIOJHUTENb JOKYMEHTA. 3aroJiOBOK K TEKCTY OQOpMISETCs TIOJ
peKBH3UTaMU OJlaHKa CIIEBa, OT I'PAaHUIBI JICBOTO TOds. ECIM TEeKCT MOKyMeHTa He HPEBEHIIIACT
YeTBIPEX-IISITH CTPOK MU 0(OpMIIEH Ha OitaHke ¢popmara AS, 3aroJIOBOK MOKHO HE YKa3bIBATh.
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3aroj0BOK JOKYMEHTa 3allMCBIBAETCA MPU €T0 PErucTpaluu B COOTBETCTBYIOIIME PETUCTPALIMOHHbBIE
(hOpMBI: KapTOUKY, 0a3y TaHHBIX.

3.2.11. TekeT AOKyMeHTA.

TekcT MOKyMeHTa COCTaBIISIETCSI Ha PYCCKOM SI3bIKE€ Kak rocyaapcTBeHHOM si3bike P®. Tekct
JIOKYMEHTa U3JIaraeTcsl PYCCKHUM JIUTEPaTypPHBIM SI3BIKOM C YYeTOM OCOOCHHOCTEH O(HIIMATBLHO-
JIeJIOBOrO  CTWJISA, BHUAA JOKyMEHTa U €ro Ha3HAuY€HUs B yIPaBICHUYECKON NesATEeIbHOCTH.
ConeprkaHre JOKyMEHTa JOJKHO OBITh U3JI0KEHO KPATKO, JIOTUYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB U3JIaratoTcs:

oT 1-ro JWIla eJWHCTBEHHOrO 4YHWCia B JOKyMeHTax (TpuUKa3 W T. A.) 3aBenyromed MAJIOVY,
JeficTBYIOIIEe Ha MPUHLMIIAX €IWHOHAYalus, a TakKe JOKYMEHTaX, aJpeCOBAaHHBIX PYKOBOICTBY
OpraHM3alyy: MPUKa3bIBal0... HOATOTOBUTH U MPEACTABUTH HAa PACCMOTPEHHUE; IPOLIY PacCMOTPETh
BOTIPOC 00 YCTaHOBJIEHUH JIbTOTHBIX TaprU(QOB...;

3-ro JMLa €JUHCTBEHHOIO YHCjia B JOKYMEHTax KOJUIETMaJIbHBIX OPraHoOB: KOMMCCHS pellnia...;
O6pazoBarenbHas OpraHU3alus He CUUTACT BO3MOYXKHBIM...;

1-ro nUIIa MHO>KECTBEHHOTO YHCJIa B COBMECTHBIX JOKYMEHTax: MPOCHUM IPEICTaBUTh JIaHHBIE O...;
MPEACTaBIsIEM Ha PACCMOTPEHHUE U YTBEPKIACHHUE..;

3-T0 JIMI1a MHOKECTBEHHOTI'O YHCJIa B IPOTOKOJIAX: CITYIIIaIu, BRICTYIIHIIH, TIOCTAHOBUJIN, PEIINIIN.

B nokymMeHTax, yCTaHaBJIMBAIOIIMX IIpaBa M O0A3aHHOCTH  OpraHU3alllH, €€ CTPYKTYPHBIX
nojapasaeyeHuil (IonoKeHne, HHCTPYKITUS), a TAKKe CONEp’KAIINX ONMHCAaHUE, OIEHKY (aKTOB TN
BBIBOJIBI (aKT, CIIPaBKa), UCIOJb3yeTCs (popMa M3JI0KEHUS TEKCTa OT TPEThEro JIMia eIMHCTBEHHOTO
WA MHOXECTBEHHOTO YHCia (KOTHAEH OCYIIECTBISIET (PYHKIIMI», «B COCTaB OOBEIMHEHUS BXOISTY,
«KOMHCCHSI yCTAaHOBHIIA).

B Tekcre nOKyMeHTa, IMOATOTOBJIEHHOTO Ha OCHOBAHMU 3aKOHOAATENIbHBIX, UHBIX HOPMATUBHBIX
IPABOBBIX AKTOB, U3IAaHHBIX OpraHaMHu BJIACTH, JOKYMEHTOB, paHEE€ M3IaHHBIX OPraHOM BJIACTH —
aBTOPOM JIOKYMEHTa, yKa3blBaeTCsd HaWMMEHOBaHME BHUAAa JOKYMEHTa, HAaWMEHOBAaHHE OpraHa,
W3JaBLIETO JOKYMEHT, AaTa MPUHATHUS WIM YTBEPXKIEHUS JOKYMEHTa, €ro PerucTpalllOHHBIA HOMED,
a TakKe 3aroJIOBOK K TeKCTY HJIM HAMMEHOBaHUE BHUA JJOKyMEHTA, HAIpUMeEp:

"B cooTBercTBHHM C noctaHoBieHHeM I[lpaBurenbcrBa oT 13.08.1997 Ne 1009 «OO0 yTBepKACHUH
[IpaBun MOATrOTOBKM HOPMATHUBHBIX IIPAaBOBBIX AaKTOB (heIepalbHBIX OPraHOB HCIOJIHUTEILHOU
BJIACTHU M UX TOCYJIAPCTBEHHOU pErucTpanum;

"B cootBercTBHU C [lomokeHneM O MOCTOSIHHO JIEHCTBYIOIIECH SKCIIEPTHON KOMHUCCHUH YUPEKICHHUS,
OpraHu3alvy, OPEeAIpUsITHS, YTBEPKIACHHBIM Ipuka3zoM Pocapxusa ot 11.04.2018 Ne 43«.

Ecin TeKCT conep KUT HECKOIBKO MOPYYEHUH, PelIeHNH, BEIBOJOB, B TEKCTE BBIICISAIOTCS pa3/iebl,
MOAPAa3/1eIibl, IyHKTHI, IOAIYHKTHI.

B TekcT qokyMeHTa MOTYT BKJIIOUAThCS (PparMeHThI, 0(pOPMIICHHBIC B BHJIC TAOJIUIIBI WJIH aHKETHI.
CTpaHUIBI TEKCTa HYyMEPYIOTCS apaOCKUMHU MU(paMu TOCEPEINHE BEPXHETO TTOJIS.

B nrcbMax UCTIONB3yIOT Clieayromue (PopMbl U3JT0KESHUS

OT MEPBOTO JIMIa MHOKECTBEHHOI'O YHCIIa («KIIPOCUM HallPaBUTh), «HAIPABJISIEM Ha PACCMOTPEHHUEY);
IIEPBOTO JIMIIA €AMHCTBEHHOTO YHCHa («CUUTAI0 HEOOXOIUMBIMY, «IIPOIITY BBIICINUTEY);

TPeThero Jna efuHcTBeHHOro uncia («OO0 He BozpaxaeT», «OO cuuTtaeT BO3MOKHBIM).

3.2.12. OT™MeTKa 0 MPUJIOKEHUH.

Ecim noxkymMeHT uMeeT NpHWIOXKEHHs, Ha3BaHHBIE B TEKCTE, TO OTMETKa O HUX odopmIiseTcs
0 ciiexyromei gpopme:

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

Ecin npuinoskeHus: B TEKCTE HE Ha3BaHbBI, TO HEOOXOIUMO MEPEYUCIUTh MX Ha3BaHUS, KOJUYECTBO
JINCTOB M 3K3EMIUISIPOB KaXKIO0TO.

ITpu HaNMUYKUKM HECKOJBKUX HNPUIJIOKEHUN OHU HYMEpPYIOTCSI:

IMpumoxxenust: 1. IItatHoe Ha 4 1. B 3 3K3.
pacnucaHue... Ha 4 1. B 3 9K3.
2. CmeTa pacxoJioB...
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Ecnu npuiioskeHust cOpOITIOpOBaHbl, KOJHYSCTBO JIICTOB HE YKa3bIBACTCS.

Eciu k IOKyMEHTy mpuiaraercsi Ipyroid JOKYMEHT, TaKK€ MMEIOIIMN IPUIIOKEHUE, OTMETKY
0 HJIMYHH MPUIIOKEHUS 0QOPMIISIOT CIeIYIOIINM 00pa3oM:

IMpunoxenune: nucbMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuiio’)keHHE K HEMY, BCero Ha 3 J1.
Ecau npuinoxeHneM sBIIsieTcs 000COOIEHHBIH 3JIEKTPOHHBIM HOCHTENb (KOMIAKT-IHCK, usb-giemn-
HAKOMHUTEIb U JIP.), OTMETKY O HAIIMIUU HNPHUIIOKCSHUS 0OPMIISIOT CICIYIOIINM 00pa3oM:
IIpunoxenne: CD B 1 3k3.

IIpu »>roM Ha BkIajsellle (KOHBEPTE), B KOTOPbIA IIOMEIIAETCSI HOCUTEb, YKAa3bIBAIOTCS
HanMMEHOBaHUsI JOKYMEHTOB, 3alIUCAHHBIX HA HOCUTEIb, UMeHa (aiiioB.

[IpunoxxeHust AOHKHBI O(QOPMIATHCA HA CTAaHAAPTHBIX JINCTaX W UMETh BCE HEOOXOIUMBIE IS
JIOKYMEHTOB PEKBHU3HUTHI (HAMMEHOBAaHWE, 3aroJIOBOK, ITOAIMCH OTBETCTBEHHEIX 3a X COJIEpKaHUE,
OTMETKY O COTJIACOBAaHMH H T. 1.).

Ha npunoxxeHun k pacnopsiAUTEIbHOMY JOKYMEHTY B IIPaBOM BEPXHEM YIJIy CTABUTCS OTMETKA
C yKazaHUEM Ha3BaHMS PACIOPSAUTEIIFHOTO TOKYMEHTA, €T0 JaThl M PErUCTPALIMOHHOTO HOMEpa.
Hanpumep:

IMpunoxxenne Ne 2

K npukazy MBOY 11O Ne 1

ot 15.06.2024 Ne 11

HavmeHoBanue Buaa JOKyMEHTa — IIPWIOXKEHUsS (IIEPBOE CJIOBO 3aroJioBKa MPUIIOKEHUS)
BBIJCIISACTCA IIPONMHCHBIMU OykBamu, TonyxupHbiM mpudTom (ITOJIOXKEHUE, TTEPEYEHD,
CIITMCOK u T. 1.).

Homyckaercst Beipaxkerne «[IPUJIOXKEHUWE No» medarate mnponmucHBIMH OyKBaMH, a TakKkKe
IIECHTPUPOBATh ATO BBIPAXKEHHUE, HAMMEHOBAaHUE JOKYMCHTA, €ro JaTy W PETrHCTPAllMOHHBIA HOMEp
OTHOCHUTEJIFHO CaMOW TJIMHHOM CTPOKH.

Hanpuwmep:

IIpunoxenue Ne 1l

k mpukazy MBOVY 11O Ne 1

oT 05.06.2024 Ne 145

3.2.13. I'pud cornacoBaHmus JOKyMeHTA.

BrenHee cornacoBaHue opopMIIsIeTCsl COOTBETCTBYIOIIUM I'pUpOM.

I'pud cormacoBanust coctoutr us3 cinoBa COIJTACOBAHO (6e3 kaBbIU€K), JOJDKHOCTH JIWIIA,
KOTOPBIM COTJIaCOBaH JOKYMEHT (BKIIOYasi HAUMEHOBAaHHE OPTraHU3aIlMH), €r0 COOCTBEHHOPYUYHOM
IO CH, UHAIIHAIOB, (DaMUIINH, TATHl COTJIaCOBaHMUSI.

Hanpuwmep:

COI'JIACOBAHO

3amecTuTenb HayaJbHUKa

yhpaBlIeHUs

oOpazoBaHUs OHCcKOU obOmacTu

noanucbA.W. Tlerpos

11.07.2024

Ecin cormacoBanue NMPOBOAUTCS C KOJUIETHMAIBHBIM OPraHOM HJIM MOCPEJICTBOM IMHUCHbMA, TO TpUd
corjiacoBaHus o) OpMIISIETCS CJIEAYIOIUM 00pa3oM:

Hanpuwmep:

COTI'JIACOBAHO

ITegaroruueckum coerom MBOVY 11O Ne 1
(mpotokoin ot 29.03.2024 Ne 1)
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I'pudsl coracoBanusi MOTYT pacIioiaraTbCsi Ha OTACIBLHOM JIHCTE COTIACOBAHMUS, €CIIA COACPIKAHUE
JMIOKYMEHTa 3aTparuBacT HMHTEPEChl HECKOJBKHUX opraHu3anuii. Ha mokyMeHTe nenmaercsi OTMETKa
«JIucT cornacoBaHUs MPUIIATACTCS.

BreriHee coriacoBaHue B 3aBUCHUMOCTH OT COJICPKAHHUS JOKYMEHTa OCYIIECTBIISIETCS B CIEAYIOIIeH
OYEPETHOCTH:

CO CTODOHHHMMH  OpTraHHM3alldsIMH, KOTJa OHH  BBICTYNAIOT  OO0s3aTeNIbHOW  CTOPOHOM
B MPABOOTHOIICHUAX, BO3HUKAIOUIUX BCJICACTBUC HU3JAaHUA NOKYMCHTA, HIJIIM KOI'Ja COACPIKAHHC
JIOKYMEHTa 3aTparuBacT UX UHTEPECHI,

OOIIIECTBEHHBIMU OPraHU3alHUsIMU — B CIIy4YasiX HEOOXOIMMOCTH WJIHM B CIIydasiX, IPEAyCMOTPEHHBIX
MOJIOKEHUSIMU 00 dTUX OpPTraHU3aIUsIX;

opraHamu, OCYIICCTBISIOIMIMMH TOCYAapCTBEHHBIH HAJABEJOMCTBEHHBIH KOHTpPOJIL (HAA30D)
B OTIPEJICIEHHOM 001aCTH (9KOJIOTUYECKUH, MOKAPHBIA U T. 11.);

BBIIICCTOSIIIIUMHA OPTaHU3AlMSIMUA — B CITyYasx, KOTrJa 3aKOHOAATSIBLCTBOM IIPEAyCMAaTPHUBACTCS
BO3MOXKHOCTb COBEPILICHHUS YIIPABICHYECKUX JSHCTBHI TOJIBKO C pa3pelIeHUs 3THX OpraHu3aIui.
3.2.14. Bu3a coryiacopaHusi JOKyMeHTA.

Busbl corjacoBaHusi JOKYMEHTAa — PEKBHU3UT JOKYMEHTa, YKa3bIBalOIIMH Ha COrjlacue WIIH
Hecoryacue JoKHOCTHOTO jauiia MAJIOY ¢ coneprkaHueM ITPOeKTa IOKyMeHTa (Jajnee — Bu3a).
Buza BKIIFOYaeT AOJDKHOCTH JIMIA, BU3HPYIOMIETO0 IOKYMEHT, HOAMNHUCH, PacIIu(PpOBKY MOAIUCH
(MHUTIHATBI, (PAMUITHIO) U JIaTy BU3UPOBAHHSL.

Hanpuwmep:
3amMecTuTeNnb 3aBeayromien mo X /[

HBanoBa .. IBanoBa

10.10.2024

OdopmieHHass TakuM o0pa3oM BH3a O3HAYaeT COIVIACHE JIOJDKHOCTHOTO JIMIIA C COASpIKaHUEeM
JOKYMEHTA.

[Mpu HaTMYMU 3aMeYaHui 1T0 JOKYMEHTY BHU3Y O(OPMIISIOT CISAYIOIINM 00pa3oM:

3amMedaHus MIPUNIATAIOTCS
3amMecTuTeNh 3aBeayromien mo X /[
HBanoBa .. NBanoBa

10.10.2024

JIOKyMEeHT BU3UPYETCA MCIOIHUTEIIEM | 3aUHTEPECOBAaHHBIMH B JOKYMEHTE JIOJPKHOCTHBIMU
mmiiamMi, 3aBeayromeit MAJIOVY.

3aMeuaHust JOJI?’KHBI OBLITE OpeaAcTaBJICHBI HA OTACIIBHOM JIUCTEC, KOTOpBIﬁ noANuMChIBAOT, 1aTUPYIOT
U IpUJIararoT K JTOKyMEHTY.

Ha noxymente, nmoanmuHHUK KoToporo octraercs B MAJIOY, BHU3BI MPOCTABISIIOT B HIKHEW HacTH
00OPOTHOM CTOPOHBI MOCIEIHETO JUCTA NOAIUHHUKA JOKYMEHTA.

Ha noxyMeHTe, MOIIMHHUK KOTOPOTO OTHIPABISIOT M3 OPraHU3aIlNH, BU3BI MPOCTABISIOT B HIDKHEH
YaCTH JIMIIEBOW CTOPOHBI BTOPOTO DK3EMILISIPA OTIPABISIEMOr0 JOKYMEHTA.

Bo3moxxHO oOdopMIIeHHE BHU3 JOKYMEHTa Ha OTACIBHOM JIMCTE corllacoBaHms. Jlomyckaercs
MIOJIMCTHOE BU3UPOBAHUE JOKYMEHTA U €T0 IIPUIIOKEHUSI.

Ecin B mporiecce BU3UPOBaHUS B MPOEKT JOKYMEHTAa BHOCATCA CYIIECTBEHHbIE WM3MEHEHUs,
OH TIOJIJIC)KUT TOBTOPHOMY BH3UpOBaHMIO. [loBTOpHOE BH3MpOBaHHE HE TpeOyeTcs, €CIu TIPHU
ﬂOpa6OTKe B IMMPOCKT NJOKYMCHTA BHCCCHbI YTOUYHCHHUA, HC MCHAIOIIUEC €TI0 CYyTH.

3.2.15. loanucsk.

Jlokymentsi, HampaBisiemble MAJIOY B BBIIIECTOSIIINE OpPTaHbl yYIPABICHUS, ITOJMHUCHIBAIOTCS
TOJIBKO 3aBenytomeit MAJIOVY.
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B cocrap pekBusura «Iloanuchk» BXOAST: HAUMEHOBAaHHWE JOJDKHOCTH JIMIA, TOJIKCABIIETO
JIOKYMEHT (TIOJIHOE, C yKa3aHHEeM Ha3BaHWs OpraHM3allvH, eciId JIOKYMEHT o(OopMIIeH He Ha OJiaHKe,
U COKpaIleHHOEe — Ha JOKYMEHTe, O(opMIICHHOM Ha OJaHKe); JIMYHAasT MNOANHUCH, pacIugpoBKa
moanucH (MHUITHATHI, (haMUIIHS ).

B gokyMeHTaX, IMOATOTOBJICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JHOJDKHOCTH TOAMUCABIINX JIUIL,
a UX 00SI3aHHOCTH B COCTABE KOMHUCCHH.

Hanpuwmep:

npeacenaresnb komuccuu — JInanas N.0O. ®amunus
HOIIUCH

qJIeHbl KOMUCCHH JInunas .0. damunus
HOAIUCEH
JInyHag .0. ®amunusa
HOOIHUCH

I[Ipy noamuvcaHuM MOKYMEHTAa HECKOJBKHMMH MOJDKHOCTHBIMU JIMIIAMHM HX MOAINHCH PacloiararoT
OJIHY TI0J APYTOW B MOCIIEA0BATEILHOCTH, COOTBETCTBYIOIIEH 3aHUMAeMOU JOJKHOCTH.

Hanpuwmep:

Jupexrop Jlmanas noanmucy  U.O. Gamunmus

3amecturens qupekropa  Jlwunas moanucey  U.O. Gammms

I[Ipy mnoanmucaHuM JOKYMEHTa HECKOJbKUMHU JIMIAMHA PaBHBIX JOJDKHOCTEH, UX HNOAINNUCH
pacrojararoT Ha OJJHOM ypOBHE.

Hanpuwmep:

3amMecTuTenb JIUPEKTOpa no 3aMecTHUTEeIb JUPEKTOpa no

aAMHUHUCTPATUBHO- yueOHO-BOCTIUTATEIbHOM paboTe

XO3SIICTBEHHON

pabote

IugHasg n.0. anyhag noamuck  M.O. amunust
HOIIHUCH damunus

Ecim nomxHOCTHOE NHIO (3aBeayromias), MOANKUChH KOTOPOW 3aroTOBJICHA Ha MPOSKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JOJDKCH MHONMHUCHIBATHCS JIMIIOM, HUCIOJHSIONIUM €€ OOS3aHHOCTH TIO
MPUKa3y.

He nomyckaeTcs mnoamucaHve JOKYMEHTOB C OPEIJIOTOM «3a» WM MPOCTABIEHHWE KOCOW YepThl
rnepea HAMMEHOBAHHUEM JOJKHOCTH.

3.2.16. OTMeTKa 00 3JIEKTPOHHOM NOAIMCH.

Otmerka 00 IIEKTPOHHOH TIOAIMCH BKIIOYaeT: (pa3sy «JlOKyMEHT TMONMHCaH »ISKTPOHHOU
MMOJIIUCHIO», HOMEp cepTudUKaTa KiIoYa 3JIEKTPOHHOW MOAINUCH, (AMUIIHIO, HWMs, OTYECTBO
BJaJIeTIblIa cepTU(]PUKATa U CPOK JSUCTBUSA cepTU(HUKATa KITIOUa IJIEKTPOHHOUN TTOJIHUCH.

Hanpuwmep:

JOKYMEHT IMMOAIINCAH

JIEKTPOHHOM NOAIUCHIO

Ceptudukar lal11aaa0000000011
Bmagenenr WBanoBa Amnna IlerpoBHa
JlelicTBuTeNneH ¢ 01.12.2024
mo 01.12.2028

OTtMeTka 00 BJIEKTPOHHOM  TMOJANMCH  JOJDKHA  COOTBETCTBOBAThH  MECTY  pa3MElICHHs
COOCTBEHHOPYYHO! TOMANKCH B aHAJIOTUYHOM JOKYMEHTE Ha OyMa)KHOM HOCHUTEE. OJIEMEHTHI
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OTMETKH JIOJDKHBI OBITh BUIWMBIMH M YATA€MBIMH W HE JIOJDKHBI TIEPEKPBIBATH 3JIEMEHTHI TEKCTa
JIOKYMEHTa U JPyTUe OTMETKU 00 JIEKTPOHHOU MOANMUCH (MIPHU HATTUYUH).
3.2.17. IleuaTs.
OTTHCK TMeYaTd 3aBepseT NOJIMHHOCTh IIOANUCH JOJDKHOCTHOTO JiMIa Ha JOKYMEHTax,
JIOCTOBEPSIIONINX TIpaBa JHI, (QUKCUPYIOMUX (QaKThl, CBSI3aHHBIC C (PUHAHCOBBEIMH CPEICTBAMHU,
a TakKe Ha MHBIX JIOKYMEHTaX, NpeyCMaTPHUBAIOIINX 3aBEPCHUE TTONTMHHOW MOANMUCH. JIOKYMEHTHI
3aBEPSIOT MeYaThlo 00pa30BaTEILHON OpraHU3aINH.
Ileyatp TIpocTaBISIETCS Ha CBOOOJHOM OT TEKCTa MeECTE, HE 3aXBaTbhiBas JIMYHON IOJMHUCH
JOKHOCTHOTO JIHIIA.
3.2.18. OTMeTKa 00 HCIIOJIHHUTEIIE.
OtMeTka 00 HCITOJTHUTEIIC BKIFOYACT B ceOs (haMUIIMIO, WUMs, OTYSCTBO HCIIOJHUTEINS JOKYMEHTA,
HOMeEp ero Tenedona.
OTMeTKy 00 HUCHOJIHUTEJIC PpAclojaraloT Ha JIMIEBOH MM OOOPOTHOH CTOPOHE IMOCJIEAHEro JIMCTa
JIOKYMEHTa B JICBOM HH)KHEM YTITY.
Hanpuwmep:

HNBanoBa Muna MiBanoBHaA

8 (495) 994-94-94
3.2.19. OTMeTKa 0 3aBepeHMHU KOIIMH.
Komuu ¢ IOKyMEHTOB BBIJIAIOTCA TOJIBKO C paspemieHus 3asenymoomeit MAJIOY u TOJbKO c Tex
JIOKYMEHTOB, KOTOpbIe ObUTH n311adbl B MAJIOVY.
IIpu BBIIade KOMMU JOKYMEHT BOCHPOM3BOAWTCS TONHOCTHIO (Onmank MAJIOY, HoMmep, narta,
coepKaHHe | T. II.).
B npaBoMm BepxHeM yriy Komuu numercs ciioBo «Komus». Ilpu BblIade KOMUHU C KOMHHU CIICAYET
nucath «Komust ¢ KOImum».
Eciim komwmst Jisi BHYTPEHHErO IIOJIb30BaHMS, TO JJIsA 3aBEepeHUs HMKe pekBuszuta «lloamuch
MPOCTABIISIIOT 3aBEPUTEIBbHYIO HAAMUCh: «BepHO»; HJOIDKHOCTB JIUIA, 3aBEPSIONIEr0 KON, JTUYHYIO
MOJIIHUCH; paciIu@pPOBKY MOIMUCH (MHUIUAIBI, (PaMUJIHIO); 1aTy 3aBEPECHUS.
Hanpuwmep:

Bepno

Cekperapb

10.10.2024

Ecnu xonus BbIAACTCA JId MMPEACTABJICHUA B APYT'YIO OpraHU3aliio, TO OTMETKA O 3aBE€PECHUU KOIIUU
JIOTIONHSIETCST HAAMHUCHI0 O MECTE€ XPaHCHHUS ITOKYMEHTa, C KOTOpOro Oblla H3TOTOBJIICHA KOIHS,
u 3aBepsercs nedateio MAJIOY.
Hanpuwmep:
IMommmuaank noxkymenTa Haxoautcst B MAJIOVY B nene Ne 12-k 3a 2024 ron.
I[J]SI OPpOCTABJICHUA OTMCETKU O 3aBEPCHUU KOIINH MOXKCET UCIIOJIb30BATHCS LITAMII.
3.2.20. OT™MeTKA 0 NOCTYIUIEHUH JOKYMEHTA.
CoJlepKUT AaTy TOCTYIUIEHHUSI JIOKYMEHTa, a TAK)KE€ €ro BXOJSIIIUN perucTpaivoHHblii HoMmep. [Ipu
HEOOXOIMMOCTH B OTMETKE MOXHO YKa3aTh BpeMsl IOCTYIUICHHS B YacaX M MHUHYTaxX U CHOCO0
JI0CTaBKM JOKYMEHTA.
OTMeTKy o moctymieHuu nokymeHTa B MAJIOY mnpocTaBisilOT B BHJE IUTaMmIla WA OT PYyKH
B HIDKHEH YacTH JIUIIEBOI CTOPOHBI MEPBOTO JINCTA JOKYMEHTA WJIN Ha €ro 000poTe.
Hanpuwmep:

MBOY O Ne 1

11.10.2024 Ne 23

13 4 40 muH.
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3.2.21. Pe3zoJrronus.
B coctaB pe3omonnu JOKHBI BXOJIUTE CIICAYIOIINE JIEMEHTHI: (haMUinsl, HHUIUAIBI UCTIOTHUTES

(ucnonHuTeENEH), coAeprKaHue TopydeHHs. [Ipr HEOOXOAUMOCTH — CPOK HCHOJHCHHS, IOIIHCH
JIN1Ia, BRIHECIIETO PE30JOLHUIO, J1aTa PE30TIOIINH.
Hanpuwmep:

Muponosy U.O.

I[Ipomry noaroroButh mpoekT jporoBopa c OO0 «Jdom wMebenn»
K 22.06.2024

JInuHasg moamnuch

10.10.2024

[Ipu HaTUUMKM B PE30JIOLNH HECKOJIBKUX WCTIOIHUTENEH YKa3bIBACTCS OTBETCTBEHHBIN HCITOJHUTEIb
(xak TIpaBUJIO, 3TO JIUIO, HA3BAaHHOE B PE30JIFOIIMH ITEPBHIM).

Ha I[OKyMeHTaX, HEC Tpe6y}oumx JOITOJIHUTCIIBHBIX yKa3aHHI71 I10 UCITIOJIHCHUIO U UMCHOIIIUX TUIIOBLIC
CPOKH HUCIIOJIHEHUSI, B PE3OJIIOLIMN YKA3bIBAETCSI UCHOJHUTEND, MOANUCH aBTOPa PE30JIIOIMH, AaTa.
Pezomronust, kak mpaBuiio, mUIIETCs OT pyku 3aBenyromert MAJIOY Ha nmoanmHHUKE JOKyMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE.

3.2.22. OT™MeTKa 0 KOHTPOJIE.

OTMeTKa O KOHTpoJie 0003HA4yaeT, 4YTO JOKYMEHT IOCTaBJIE€H Ha KOHTPOJb. OTMETKYy O KOHTpPOJIE
3a UCIIOJIHEHUEM JOKyMeHTa 0003Ha4daroT mramMnoM «KOHTpoIb» Ha BEpXHEM MoJjie JOKYMEHTa.
KoHTpoItro momiexat Bce 3aperuCTpUPOBaHHBIE IOKYMEHTHI, TPEOYIOIINE UCTIOTHECHUS.

CpoKHM HCHOJHEHUS JOKYMEHTa yCTaHABJIMBAIOTCA B COOTBETCTBHU CO CPOKaMH, OO0O3HAUCHHBIMH
3aKOHOJIATEILCTBOM, OPTaHHU3aIUCH, HANpaBUBIICH IMMOPYYCHHUE I MPOCKOY, pacropsIuTSIbHBIM
JTOKYMEHTOM WJIN pe3oiitonuei 3aseayromieit MAJZIOY.

Cpok npocTtasisgeTcs B GopMe JaThl 3aBEPIICHUS UCIIOJTHCHHS.

3.2.23. OTMeTKa 0 HANIPaBJIEHUHU TOKYMEHTAa B J€eJ0.

OtMeTka OO0 MCIOJIHEHUW NOKYMEHTAa U HAMpaBJICHUH €ro B JIEJIO0 BKIIOYAEeT B ce0sl CIeayroliue
naHHbIe: (pa3y «B memo», WHIEKC Jena 1o HOMEHKJIATYpe Jield, B KOTOPOEe IOMEIIAeTCS JTOKYMEHT
Ha XpaHCHWE, C YKa3aHHWEM KaJICHJapHOTO ToJa, JOJDKHOCTH JIHIAa, O(GOPMHUBIIETO OTMETKY,
HOJITMCH, JAThI.

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

3aMecTHUTENh AUPEKTOpAa 110 BOCHUTATEIHLHOM pa60Te

JInuHasg moanuch 10.10.2024

OTMeTKa O HampaBJIEHUM JOKYMEHTa B J€JI0 MOXET JOHOJHAThCS KpPaTKUMHM CBEICHUAMU
0 XapakTepe UCIOJTHEeHUS TOKYMEHTA.

3.3. Oco0eHHOCTH MOATOTOBKH U 0(pOPMJIEeHUSI OT/IeIbHBIX BU/I0B JJOKYMEHTOB.

3.3.1. IIpukas.

Ilpukaz — mpaBoBOU akT, wu3MaBaeMbld 3aBeayromein MAJIOY  gns  penieHuss OCHOBHBIX
U ONIEpaTHBHBIX 3a/1a4, cTosmux rnepeaq MAJIOY (npuinoxxenne Ne 2).

[Ipuka3 MOXeT OBITH M3MIaH JUIIOM, UCIIOJHSIONUM 00s3aHHOCTH 3aBenyromieii MAJIOVY B cioydae
€ro OTCYTCTBHUS.

B nmpuka3zax 110 OCHOBHOM JESITEIBHOCTH  PELIAIOTCS BOMPOCHl IUIAHUPOBAHUA, y4eOHOI,
XO34MCTBEHHON JesITeIbHOCTH, OTYETHOCTH, OOpa30BaTEIbHOIO M BOCIIMTATEJIBHOI'O IMPOLIECCOB,
U T. I

B mnpukazax 10 JHUYHOMY COCTaBy pPaOOTHHKOB pELIAIOTCA BONPOCH IIpHE€Ma MU yBOJbHEHUS
corpynankoB MAJIOVY.

B npukazax no ¢puHaHCOBOU ASATEIBHOCTH PEIIAIOTCS BONPOCHI HAYUCIISHUS 3apaO0THON TJIaThI.

B mpukazax mo IeTsiM peniaroTcs BOIPOCHI PUEMa U OTYHUCIICHHS 00yJaromuxcsl (BOCIIUTAHHUKOB).
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B mpumkazax MO IOMOMHWUTENBHBIM IUIATHBEIM YCIIyraM pPEMIaloTCs BOMPOCHI OpraHW3allud |
NPOBENACHUS JOMOJHUTEIBHBIX IUIATHBIX O0OpPa30BaTENbHBIX YCIYT, HAUUCICHMS 3apa0OTHOMN IIIaTh
13 BHEOIOJKETHBIX HCTOUHUKOB.

IMpukazer odopmisitorcst Ha 6nanke MAJIOY. Ilepemaya mnpuka3oB, WX KOMud pabOTHUKaAM
CTOPOHHUX OpraHu3aluil JOIMyCKAeTCs TOIBKO ¢ paspemieHust 3asenytomeit MAJIOY. IIpoexTsl
MPUKA30B pa3padaThIBAIOTCS YIIOJITHOMOYCHHBIM JIMIIOM 110 TIOPYUYCHUIO 3aBeaytomieid MAJIOVY.
IlonroroBka mnpuka3a BKIOYAET B ceOs H3ydYEHHE CYIIecTBa BOIIpOca U COOp HEOOXOIUMBIX
CBEJCHUM; MOATOTOBKY IPOEKTa MPUKA3a; COINIACOBAHME MPOEKTa; MOAMNUCAHUE 3aBEAyHOLIEH
MAJIOY, peructpaliuio.

IIpuxasel neuatarorcs mpudrom Ne 12.

Homepa cTpaHHI] TIPOCTABISIIOTCS TIOCEPEIMHE BEPXHETO IOJIA JINCTA. TEKCT MpHKa3a IedaTacTCs
yepes OMH MEXCTPOUHBIN HHTEepBaj, 6e3 o0opora.

[Ipuka3 nmMeeT cliemylomye peKBU3HTHI: HAMMEHOBAaHHE OOpa30BaTeNbHON OpraHW3allii COTJIACHO
ycTtaBy; HauMmeHoBaHue Buna gokymenrta (I[TPMKA3), mata, Homep, MECTO COCTaBJICHUS, 3aroJIOBOK
K TEKCTy, TEKCT, HAMMEHOBAaHHE JIOJDKHOCTH, MOAIMHUCH JOJDKHOCTHOTO JIMIA (MHUIHMAIIBI, (aMHIINA),
BHU3BI COTJIAaCOBAHUS, O3HAKOMIICHHS.

JlaTtoli mpukasa siBisieTcsi ata ero noanucanus. Jlata odopmisiercss mudpoBbiM criocobom; HOMEP
COCTOMT U3 3HaKa «Ney» U MOpSIAKOBOro HoMepa npukasa, Hanpumep: ot 00.00.0000 Ne 000.

Tekct  mpuwkaza  COCTOUT W3 ABYX  B3aWMOCBSI3aHHBIX  YacTel —  KOHCTaTHUPYIOIIEH
U pacnopsiAUTEIBHOMN.

TexcT npukaza AOJDKEH HWMETHh 3arojoBOK. 3arojioBOK HadyWHaeTcs c npeiora «O» («O06»)
U GopMUPYETCS NMPU IMOMOIIM OTIJIArOJIBHBIX CYIIECTBUTENbHBIX (Hampumep: «O0 yTBEpKICHUH...»,
«O peructpanuu...», «O CO3TaHUU...»).

3aroyioBOK JOJDKEH KPaTKO M TOYHO OTpa)kaTh COJEpKaHHME TEKCTa MpHKasza. Todka B 3arojI0BKe
He cTaBUTCsl. lleuaraercss dyepe3 JBa MEXKCTPOUHBIX HHTEpBaja OT pekBusuTa. IledaTaercs
CTPOYHBIMU OYKBaMU, BEIIEISIETCS KUPHBIM MIPU(PTOM.

B xoHcTaTHpyIOImIEN YAcTH KPAaTKO H3JIararoTcs IEIU U 3afadd, (aKThl U COOBITHS, MOCTYKUBIIHE
OCHOBaHHUEM IS u3AaHus Npuka3a. OHa MOXKET HAaUMHATHCA CIIOBAMH «B LIEJIAX)», «BO UCIIOJHEHUE
u np. Ecnmm mpuka3 m3maeTcs Ha OCHOBAaHHMHM JPYroro JAOKYMEHTa, TO B KOHCTaTHUPYIOWMIEH YacTH
YKa3bIBa€TCsl HAMMEHOBAHUE 3TOr0 JOKYMEHTa, HAUMEHOBAHUE OpraHa, M3/1aBIIero JOKYMEHT, JaTa,
peTHUCTPaIMOHHEINH HOMEP U 3ar0J0BOK K TEKCTY.

Koncratupyromas 4acTe MOXET OTCYTCTBOBATh, €CIIM IPEAINCHIBAEMbIEC NEHCTBUSI HE HYKIAIOTCS
B pa3bsiCHEHUH. TEeKCT NpHUKa30B B TakuX ciiydasx HauuHaercs co ciioBa «IIPUKA3BIBAIO»
(mumrercst mponucHeIMH OykBamu). [Ipm Hammumm ABYX dacTedl IpHKasza pacHopsiAUTEIbHAsT 9acTh
OTJHEIIsIeTCSl OT KOHCTaTUPYIOIIEH CIIOBOM «Ipuka3biBatoy». llocime cmoa «ITPUKA3BIBARO»
CTaBUTCSI ABOCTOYHE.

TexkcT pacnopsauTeNbHON YacTH MOJKET JIEeJIUTHhCS Ha MYHKTHI, B KOTOPBIX YyKa3bIBAIOTCS
HUCHOJIHUTENN, KOHKPETHBIE NEHCTBHUS U CPOKM HCIOJIHEHUsS! MNpEeANHChIBaeMbIX JecTBuil. Ecnu
MIPUKa3 JTOIMOIHSET, OTMEHSIET WIIM U3MEHSIET paHee M3JaHHbIE IIPUKA3bl WIH UX OTAENIBHBIC IMYyHKTEHI,
3TO OroBapHBaeTcs B TeKcTe. IlocaeHUM IMyHKTOM pacnopsiAUTEIbHON 4acTu MpUKa3a yKa3bIBaeTCs
JIOJDKHOCTHOE JIMII0, Ha KOTOPOE BO3JAaraeTcs KOHTPOJh 3a UCHOJHEHWEM IIPHKas3a B IIEJIOM.
Hanpumep: «KoHTpoIB 32 HCIIOTHEHUEM MIPHKa3a OCTABIISIIO 32 CO00i».

IMonnuce oTaensiercst OT TEKCTa ABYMsI HHTEpBalaMU, I1€YATAETC OT TPAHUILIBI JIEBOTO MOJIS.
PacmmdpoBka moamnucu mnedataeTcss Ha YpOBHE MOCIENHEH CTPOKU JOJDKHOCTH Y MPaBOM T'PaHHUIIBI
TekcToBoro noust. [Ipoben Mexxny nHULMaNaMu 1 paMuIuel He JenaeTcs.

IMocnenusisst 6ykBa B pacmuppoBKe MOIMHCHA OTPaHUYUBAETCS NpaBbIM moJieM (10 Mm).

Ipu moamucanuy mpuKasa JUILOM, 3aMelaromuM 3apenyrinyro MAJIOY, gomkHa ObITh yKa3zaHa
ero (hakTUIecKas JOJDKHOCTh U (haMUITHs.

[Ipu HATMYMY IPUITOKEHUH K IPHUKa3y 0053aTENBHO AEIaeTCs CChUIKAa Ha HUX B TEKCTE.

ITpukassl HyMepyIOTCs HOPSAKOBOM HyMEpauMel B Mpeaeinax KaleHIapHoro roja.
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Ecmn npuka3z BBOOWUT B OEHCTBHE Kakue-THOO ITOKYMEHTHI (MHCTPYKIIUH, TpaduKu, IpaBumia,
MOJIOKEHHUST), TO OHU O(QOPMIISIIOTCSI B BUE NMPWIOKEHHS K NMPUKa3y. B mpaBoM BepXHEM YIIy TaKUX
JIOKYMEHTOB OT IISITOTO TIOJIOXKEHUs Talyyaropa HeoOXomauMmo mmcath cioBo «lIpuioxxenue»
C yKa3aHHEM HaMMEHOBAHMUS PACIIOPSIUTEIHHOTO TOKYMEHTA, €T JaThl, HOMepa.

Hanpumep:

IMpunoxxenne

k npukazy MBOY 11O Ne 1

ot 11.07.2024 Ne 34

[MpunoxxeHust K MPoeKTaM MPUKA30B 0QOPMIITFOTCS Ha OTACIBHBIX JINCTaX OyMar.

Pasmepsl monel U MEXCTpOYHbIE HMHTEpBajbl IIPU II€UYaTaHUM TEKCTOB HPUIIOKEHUU HIECHTUYHBI
pasMepam, IPUMEHSIEMBIM MIPU NIeYaTaHUU TEKCTOB MPUKA30B.

B nmpuioskeHUSAX TOMEMIAIOTCS TOJIOKCHHS, IIepEeYHH, CIHUCKH, Tpaduku, TaOIHIB, 0Opa3Ibl
JOKYMEHTOB H JIp.

Ecnu B TekcTe NaeTcst CChUIKA «COIVIACHO MPUIIOKEHUIO» Uiu (mpuiokeHue Ne...), TO Ha nepBoOi
CTpaHUILIE NPUIOKEHUS B IIPAaBOM BEPXHEM yIUIy NHUIIETCA clI0BO «lIpuiokenue» u ero HomMep, HUxe
yepe3 OJUH MEXCTPOUHBINT MHTEpBAJl JAETCS CChUIKA Ha MPHUKA3 PYKOBOAUTEIS 0Opa3oBaTesIbHOM
OpraHu3aluy, ero Jaty 1 HoMep.

Bce cocraBHBIE YacTH pPEKBHU3UTA BBIPABHUBAIOTCS II0 JIEBOMY Kparo, II€YATAlOTCS Yepe3 OJIMH
MEXCTPOUYHBII MHTepBai. JIMHA CTPOKH HE JOJDKHA TPEBBINIATh 8 CM, OTPAaHUYMBAETCS MPaBbIM
1oJjieM JoKyMeHTa. [Ipy Halnuuny HECKOJIbKUX IIPUJIOKEHUN OHU HyMEpYIOTCS.

Hanpumep:

IMpunoxenue 1

K mpukazy MBOY 11O Ne 1

oT 11.07.2024 Ne 34

IIpu Hamuuuu B TekcTe ¢GopmynupoBku «YTBEPJIUTD» mnpunaraeMoe MOJO0XEHHUE, COCTaB
KOMHUCCHH, IE€pEYEeHb MEPONPUATHH U T. I. HA CAMOM MPHIOKEHUU B IIPAaBOM BEPXHEM YTy
pacnonaratotest cioBa «Y TBEPXKIEHO» unu «YTBEPXK/IEH» co ccpuikoii Ha mpukas, ero aary,
HOMED.

Hanpuwmep:

YTBEPXKJIEHO

npukazom MBOVY 11O Ne 1

oT 11.07.2024 Ne 34

3aroJiIoBOK K TEKCTY MPHJIOKCHHUS IeYaTaeTcsl [IEHTPUPOBAHHBIM crocoboMm. HammeHnoBanue Buaa
JIOKyMEHTa TIPUJIOKEHUS (IIEpBOE CIOBO 3aroJIOBKA MPHIIOKEHUS TIeYaTacTCsl IPOTUCHBIME OyKBaMH
skupHbIM mpudTom: ITOJIOXKEHUE, ITEPEYEHD, CITMUCOK u T. 1.).

3aroioBOK TPUJIOKEHUS OTHCIACTCS OT HaThl W HOMEpa TMpUKa3a JBYMsS MEXKCTPOYHBIMHU
WHTEpPBaJIAMH.

I[lpy Hamuuuk B TEKCTE NPUIOKEHUS HECKOJIBKHX Ppa3[eiiOB WX 3arOJIOBKHM  I1€YATAKOTCS
HEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTENBHO TPaHUI[ TeKCcTa). Todka B KOHIIE 3aroJIOBKOB
He cTaBUTCS. JlommycKaeTcs BBIOETATH 3arojOBKU pas3AeioB MMIPU(YTOM IOPyrod HACHIIIIEHHOCTH
(>KUPHBIM, MOITY>XUPHBIM).

TekcT NpUIoKESHUS MOXKET ObITh 0OpMIICH B BHAC TaOIUIbl. ['padbl ¥ CTPOKH TAOJIHIBI JOJDKHBI
WMETh 3arojIOBKH, BBIP@KCHHBIE HMEHEM CYIICCTBUTCIBHBIM B UMCHUTCIBHOM  MaiciKe.
[MomzaronoBku Tpad M CTPOK TPaMMATHYECKH TOJDKHBI OBITH COTJIACOBAaHBI C 3arojIOBKaMu. TeKcT
TaOJIHIBI IeYaTaeTCs Yepe3 OUH MEKCTPOUHBIN HHTEPBAJ.

[lpu HamWuMM B TEKCTE MNPUIOKEHHI CCBUIKM HAa CHOCKY OHa O(OpMIISIETCS 3BE3J0YKOM. TekcT
CHOCKHM TIeYaTaeTcs 4depe3 OAWH MEKCTPOUHBIM WHTEPBall B KOHIE KAXKIOH CTPaHUIBI WIIH TOCIE
NpWIOKEHUsA B LieaoM nox yeprod. Ilocine cuMmBOiIa CHOCKM €€ TEKCT Iledaraercsl C IMPOIUCHOM
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OykBBI. B KOHIIEe TEeKCTa CHOCKHM CTaBHUTCS TOo4ka. Ha omgHO# cTpaHmie He TOHKHO O(QOPMIISTHCS
0oJiee Tpex CHOCOK.

B monoxxeHus1x, mporpaMmax, ycTaBaxX H APYTHX MNONOOHBIX TOKYMEHTaxX pa3feibl, MOApa3Ielbl,
IIYHKTHl W HOAIYHKTHl HyMepyloTcsi apabckumu muppamu. Homep monmpasnena HOMKEH COCTOSITH
U3 HOMEpa paszeia M HoMepa mojapasjesa, pa3/ieIeHHbIX Toukoil (Hanpumep: 1.2.). Homep myHkTa
MOJKET COCTOSITh W3 HOMEpa paszena, Hmoapasfeyia W IMyHKTa, pa3deieHHBIX TOYKaMH (HAIIpHUMep:
2.3.1.). IlyHKTBI TIpU HEOOXOJWMOCTH MOTYT MOJPA3JCIATHCS Ha HOAIYHKTHI, KOTOPBIC TOJKHBI
HMEThH MOPAAKOBYIO HYMEpalHUIo B peAesax Kaxkaoro myHkra (Haopumep: 1.1.1.1., 1.1.1.2. u 1. 1.).
Bu3ssl npocTaBiasroTes Ha 000POTHON CTOPOHE MOCIIETHETO JINCTA IIPOECKTa MPHUKa3a.

Ha npuitoskeHusiX K IpOeKTaM MPUKA30B BU3bI IPOCTABIISIOTCS MO TEKCTOM MPUIIOKEHUS.

3.3.2. IIpoToko..

IIpoToKOosI — MOKYMEHT, B KOTOPOM (DHKCHpYETCsl X0 00CY>KICHHUSI BOIIPOCOB U MPHUHATHS PEILLICHUI
Ha cOOpaHMIX, COBEHIAHUIX, KOHDEPEHIUAX U 3aCEIaHUsIX KOJUICTHAIBHBIX OPraHOB (IIPHIIOKCHHE
Ne 3).

B npoTtokonax  OOCTOSHHO  JEHCTBYIOIIMX  KOJUJIETHAJIBHBIX M COBEUIATEJIbHBIX  OPraHOB
(Tremarorm4eckoro coBeTta W oOImIero coOpaHHs pabOTHUKOB), a Takke KOH(pepeHIHuH, coOpaHui,
COBCIIIAaHUM, 3aceJlaHuii, IEPETOBOPOB, BCTPEU) UCIOb3yeTcs (opMa U3JI0KEHHS TEKCTa OT TPEThEro
muiia  MHoXkectBeHHoro uwciia (CJIIVIITAJIM, BbBICTYIIMIIM, PEIINIIN). Conepxxanue
BBICTYIUICHUH U3J1araeTcs OT TPETHEro JINIA SAUHCTBEHHOTO YUCTIA.

[IpoTokos UMEET clenyrolne PEKBU3UTHI:

HanMeHoBaHHEe Buaa AokymeHTa — ciaoBo «[IPOTOKOJD» medaraercst Ha 2 CM HHXXE OT T'PAHHUIIBI
BEPXHETO MOJIsl TPOMUCHBIMU OYKBaMH, MOy KUPHBIM MIPU(GTOM U BEIPABHUBAETCS MO LIEHTPY;

BHUJ 3aCElaHus, COBCIIAHHUS — OTACISACTCS OT MPENBIIyIIero PEKBHU3UTA ABYMSI MEKCTPOUYHBIMH
WHTEpBaJIaMH, I[1€YaTASTCs IMOJYKUPHBIM IIpU(PTOM uYepe3 OAWH HHTEPBAI U BhIPaBHUBACTCS
10 LEHTPY;

JlaTa W HOMEpP TMPOTOKoJa — naata odopMirsieTcss MU(PPOBBIM CIIOCOOOM H TedaTaeTcs depe3 JBa

MEKCTPOYHBIX HHTCPBaJIa HHIKC MPCAbIAYIICTO PEKBU3UTA OT JIeBOM rpanunbl TEKCTOBOI'O I10JIA,
a HOMep — I10CJIE CJIOBA «IIPOTOKOI»;

MECTO MPOBENCHUS 3aceTaHus yKa3bIBACTCS IPH O()OPMIICHHN MPOTOKOJIA COBEIIAHUS B TOM CIIydae,
€CJIM OHO IPOMCXOJIMJIO HE B 3/laHUHU OOpa30BaTEIbHOW OpraHu3alli, BBIPABHUBAETCS MO LEHTPY
Ha OJTHOI ITWHHWH C JIaTOM;

TEKCT MPOTOKOJIa, KaK MPaBUJIO, COCTOUT U3 JIByX YacTEi: BBOJHON U OCHOBHOM.

BBoaHas yacTb cocTaBisIeTcs 110 CXeMe:

IMpencenarens — @amunus U.O. pykoBoauTens.

Cekperaps — Damunus 1.O.

IMpucyrcrBoBamm:

CrnoBa «IIpencenarens» u «Cekperapb» IedaTalOT CJIeBa OT HYJIEBOTO IMOJIOKEHUS TalyJsaTopa,
OTHeINsie JBYyMsl HMHTEpBajlaMU OT 3arojloBka H Apyr ot apyra. C HOBOW CTPOKM HHUIIYT CJIOBO
«IIpucyrcTBoBaIM,

daMWIMKM ¥ UHULHMAJBl TOCTOSHHBIX YIEHOB KOJUIETHAIBHOTO OpraHa, YYacTHHKOB 3acelaHus,
paOOTHHUKOB OpraHW3alMH U MPUTJIANICHHBIX HA 3aC€NaHUe MEPEUHCIIIOTCS B al()aBUTHOM TIOPSIIKE
0e3 ykazaHus NOJDKHOCTeH. Ilepeuncienne nmpucyTCTBYIOINUX O(QOPMIISIIOT BO BCIO HIMPHUHY CTPOKH
yepe3 OJIMH MEXCTPOUYHbI uHTepBaji. Eciu B 3aceanuu ydyacTByloT 6osiee 15 denoBek, B IpOTOKOJIE
YKa3bIBaIOT HX OOIlee KOIMYECTBO, a pacmu(poBKa IPEICTABISCTCS B SBOYHOM JHCTE, KOTOPBIH
SIBJISIETCSI TIPWJIOKEHUEM K MPOTOKOIY (mpritoxkeHue Ne 4).

I[lpu odopmiieHHH TPOTOKOJIA C YHUCIIOM YYAaCTHHKOB Ooisiee 15 dhaMmimu He NepeUUCSIOTCS,
a YKa3bIBaC€TCs HH(ppOﬁ nux o6mee KOJIMYECTBO, CITMCOK YUYAaCTHUKOB B TaKUX CJIy4dasX Mpujaaracrcs.
Hanpuwmep:

IMpucyrcTBoBanu 47 4enoBeK (IBOYHBIN JIUCT NPUIIATACTCS).

IMoacueTr y4acTHUKOB MPOBOAUTCS MO CIUCKAM PETUCTPALUU, KOTOPbIE MPUIAraloTCs K MIPOTOKOIY.
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[Moce mepeuncieHusl Y4aCTHHKOB B IIPOTOKOJIE O(DOPMIISIETCS NEpeYeHb BOIPOCOB, IMOISKAIINX
00CyXIEHUIO, KOTOPBIIf HaunHaeTcsl ciioBaMu «lloBecTka IHs» U pacrosiaraeTcsl HEHTPOBAaHHO uepe3
JIBa-TPpU MHTEPBAJIa OT CHUCKA YYaCTHHUKOB.

IloBecTka OHSA COAEPKUT IIEPEUHCICHUE ITYHKTOB (BOIPOCOB) MOBECTKH IHSI, (PUKCHUPYIOIINX
MOCJIEAOBATEIbHOCTh OOCYXKICHUA, C GaMIIMSAMHU JOKIATUUKOB. KaxIpld BONpOC HyMepyeTcs
apabckoit rdpoii, pacriojiaracTcsi B HOPSJIKe 3HAYUMOCTH 1 OTBeUYaeT Ha BOIpoc «O yeM?».
Hanpumep:

1. AHanmn3 BBINOJIHEHUs TOJOBOTO IUTaHAa paboOThl oOpa3oBaTenbHO opranmzamuu 3a 2024-2025
y4eOHBIH ToJI.

Hoxnamunk —Ilerposa A.H.

OCHOBHasi 4acTb HPOTOKOJIAa COCTOUT M3 Pa3leioB, COOTBETCTBYIOIIMX MYHKTaM HOBECTKH IHS.
TekcT Kax10ro pasjesa COCTOUT U3 TPEX YacTew:

— CJIVIIAJIM: kpaTkoe coAepxaHue J0KJIaja MM CChUIKAa Ha MpUJIaraéMblil K MPOTOKOJY TEKCT.
IMepen cnoBom «CIITYIIAJIN» npocTaBisieTcss HOMEP B COOTBETCTBUU C MOBECTKOM JHS;

— BBICTVYIINJIN: kpaTKoe coaepKaHUE KaXJO0T0 BBICTYIUICHUSI, 3a/JaHHbIE BOIIPOCKHI U OTBETHI;

— PEIIMJIN (ITOCTAHOBWJIN): pemenne GOpMYJIHPYETCSl € UCHOJIB30BAHUEM  MOJEIH,
NPUHATON  JJI1  pacloOpsAIUTENbHBIX  JOKYMEHTOB: UYTO  CHAelaTh, HCIOJIHUTENb, CPOK
HCIIOJTHEHUS.

Pemrenusi, BbIpabOTaHHBIE Ha COBCIIAHWH, BHOCIT B MPOTOKON mnocie cioBa «PEIINJI»
(«(ITOCTAHOBWJIN»). Pemenune wmoxeT coaepkKaTb OJWH WIM HECKOJIbKO ITYHKTOB, OHH
pacrojararoTcs o 3HaYMMOCTH, KaXKAbIi U3 HUX HyMEpPYeTCs.

B ciyuae korma npoTokoi PUKCUpPYET pelieHre 00 YTBEPKIACHUU KaKoro-mnbo JOKYMEHTa, B TEKCTE
MPOTOKOJIa JIOJDKHA COJEp)KaTbCsl CChUIKA Ha 3TOT JOKYMEHT, acaM JOKYMEHT Ipujlaraercs
K IIPOTOKOJY.

IIpu HAamWuuu 0COOOTO MHEHHS IO NPUHITOMY PELICHHUIO OHO 3alMChIBAaeTCs B MIPOTOKOJ (TOCIE
COOTBETCTBYIOLIETO TPOTOKOJIILHOI'O PELLIEHNS).

B xadecTBe HCHOIHUTENS MOXXET OBITh yKa3aHO OJHO WM HECKOJIBKO JOJKHOCTHBIX JIHIl JTHOO
CTPpYKTypHOe mojapaszeienue. Cpok MOXKET OBbITh yKa3aH Kak KaJeHJapHas JaTa WIM Kak Iepuoj
BBITIOJTHCHUS paOOTHI.

CnoBa «CJIVIIAJIN», «BBICTYIIMIINY», «PEIWIIN» («IIOCTAHOBWJIM») mnedaTarOT
OT JIEBOT'O TIOJISI IPONUCHBIMH OYKBaMU M 3aKaHUYUBAIOT ABOCTOUHEM.

Kaxnprit pasnmen medaraeTcs € KPaCHOM CTPOKH, YTOOBI BBIACIHUTH B TEKCTE IIPOTOKOJIA pPEdb
OCHOBHOTO JOKJIAAYUKA, BBICTYIUICHHS YYaCTHUKOB OOCYXKICHHS BOIIPOCAa W IOCTAHOBIISIIOIIYIO
4acTh, (popMyNIHpyOITylo perieHne coOpanus. C 3TOH ke MEenbl0 B TEKCTE IIPOTOKONA KaXKIYIO
(hbaMUITHIO ¥ MHUIIHANIBI BEICTYIIAFOIIUX MIEYaTal0T C HOBOH CTPOKU B UMEHUTEIHHOM ITaJIeKe, 3aITUCh
BBICTYIUICHUSI OTACISIIOT OT pammmu neducoM. Kakaslii Bompoc medaraeTcsi ¢ KpacHOH CTPOKH,
(haMumu npu STOM HOMyCKaeTCsl HE yKa3bIBaTh.

B oTnenpHBIX Ciiydasix Ha OCHOBE PYKONHCHBIX WM MarHUTO(GOHHBIX 3aIlUCel, KOTOPBIC BEIHCH
Ha 3aCeaHUM, COCTABIICTCSI CTEHOTpapUUECKUI MPOTOKOJ, KOTOPHIA JOCIOBHO IEpenacT Mpoliecc
00CYXIEHUS KAXKI0r0 BOIPOCA U BEIPAOOTKY PEIICHUS 10 HEMY.

[IpoTokon odopMIIIET ceKkpeTaph 3acemaHus, IOPUANISCKYIO CHITy HMPOTOKOJ MPHOOpPETaeT TOIBKO
Ipd HaJMYUM JBYX IOAIHNCEN — mpencenarenst u cekperaps. lloamucu pacrosararoT, OTIEIHUB
OT TEKCTa JABYMS-TPEMsI MEXCTPOYHBIMU HMHTEpBajaMHu OT rpaHuubl JieBoro nojisa. [loamuceiBaercs
MEPBBIM DK3EMIUIIp IIPOTOKOJA, KOTOPBIM MOAUIMBAETCA CEKPETapeM B €0 U XPaHUTCS
B COOTBETCTBHUU CO CPOKOM, OIIPEIEIICHHBIM HOMEHKIIATYpPOH Jell.

B HEKOTOpHIX ciaydasx oGpopMISIeTCs BBIITHCKA U3 MPOTOKOIIA.

Brinucka U3 mpoTOKOIa — TOYHAS KOIHS YacTH TEKCTa MOJIMHHOTO IMPOTOKOJIA, OTHOCSIIETOCS
K TOMY BONpPOCY MOBECTKHM JHS, IO KOTOPOMY TOTOBHUTCS BbIHMCKa. lIpu 3TOM HEoO6X0oauMO
BOCIIPOM3BECTH BCE PEKBHU3UTHI OJIaHKA, BBOAHYIO YaCTh TEKCTa, BOMPOC MOBECTKHU JIHSI, IO KOTOPOMY
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TOTOBUTCSI BBIMMHCKA, W TEKCT, OTPAKAIOIIUNA OOCYKJICHHWE BONpPOCa W MPHUHSITOE perieHue. B aTom
ciiydyae Ha3BaHHUE JTOKYMeHTa oopmMirsieTcs: Kak «BBIMHUCKa U3 MPOTOKOJIAY.

3.3.3. Cay:xke0HO€ MUCHMO.

I[MuceMa cocCTaBASIOTCS ISl OCYIISCTBIICHUSI ONEPATHBHON CBSI3M C APYTHUMU OpPTaHU3AIlUSIMH
o Borpocam aesitenbHoctTd MAJIOY (npuiioxkenue Ne 5).

Ilo conepkaHWO W Ha3HAYCHHIO THChbMa MOTYT OBITh HH(pOPMAIIMOHHBIC, TapaHTHITHEIE,
pPeKIIaMallMOHHbIC, KOMMEPYCCKHUEC, TMCbMa-3a11poOChl, IMCbMa-TIpUIrJIalliCHUusA U T. O.
HNudopmarimoHHbIe THChMa COJIepKaT COOOIIEHHs, TPOChObI, HATOMUHAHWS, MPEIT0KCHHS.
lapaATHiiHbIe TIpeMHA3HAYCHBI IS M3BCIICHUS O TapaHTHSAX OIUIAThl, CPOKOB IIOCTaBKHU WIIH
Ka4ecTBa MPOMYKIIUH U YCITYT.

B peknamanimoHHBIX (TIPETEH3WOHHBIX) IHChMaxX H3JIaraloT TpeOOBaHHWS BO3MEIICHHUS YOBITKOB,
HAHECEHHBIX W3-3a HAPYIISHHS YCIOBHH KOHTpakTa WM JOroBopa JAPYroil CTOPOHOM
(koHTpareHToM). Peknamaniusi JOJKHA ITOATBEPIKIATHCS TPHJIaracMbIMU K MHUCHbMY JOKYMEHTAMU
B BHJIE aKTOB, CIIPABOK U T. JI.

KomMepueckre muchbMa COCTABISIIOT MHPH 3aKIIOYCHHU W BBIITOJTHEHHH KOHTPAKTOB, YacTO B HUX
W3JIararoT IMPOCHOBI O MPENOCTaBJICHUH HH(OOPMAIIMKU O TOBapaxX M yCIIyrax y WX IPOJIaBIIOB WIIH,
HaAIIpOTUB, NpeajiaratoT NOCTaBUTh TOBAPbI UJIU YCIIYTHU.

B nrcemax-3arnpocax npocsaT y KOHTpareHTa pa3bsCHUTh KaKoH-Tr00 (hakT WIIH JSHCTBHE.
CrnyxeOHbIe TIHChMa TeYaTarTcsl Ha OJaHKaxX muceM oOpasoBaTenbHON opranusanuu. CiyxebHOE
MMAUCHMO UMEET CIICTYIONINE PEKBU3UTHI:

rpud ¥ OTMETKa OTPAaHWYCHUS JOCTYIIA K JJOKYMEHTY (€CIIH 3TO HEOOXOMMO);

aJpecar;

3aroJ0BOK K TEKCTY;

TEKCT;

OTMETKAa O HAJIMYHUH TMPUIOKEHUN (€CII OHU UMEIOTCSI);

IO/ CB;

OTMETKa 00 UCTIOITHHUTEIIE.

TekcT ciykeOHOro TMHChMa, KaK IPaBUJIO, JIOJDKEH KacaThbCs OJHOTO BOIPOCA WM HECKOJIBKHX
BOTIPOCOB, €CJIM OHH B3aWMMOCBSI3aHbl W OyAyT paccCMaTpPUBATBCA B OJHOM CTPYKTYPHOM
MOJIpa3IeICHUN OpraHu3aluu-aapecarTa.

TekcT wW3naraercs OT NMEPBOTO JIMIIA €AUHCTBEHHOrO dYwWcia (MpOCUM, HAIpaBiseM | T. ) WA
OT TpeThero Jnuna eauHcTBeHHoro uwcia (OO cuutaer..., Tnpodcoro3Hbii  kKomuter OO
paccMmoTpent...).

Tekct nmuchMa, Kak MPaBUIIO, COCTOUT W3 ABYX uacTted. B mepBoil uwacTu wu3nmaraercs OpUYHHA,
OCHOBaHWE WJIHM OOOCHOBAaHHE COCTABJICHUS IIMChbMa, MPUBOJSITCS CCHUIKH Ha JIOKYMEHT,
SIBIISIFOIIAICS OCHOBAHHWEM IIOJITOTOBKM MHChbMa. Bo BTOpoil dYacTH, HadMHAOIICHCs ¢ ab3ana,
OMCHIIAOTCs BBIBOAbI, MPEAJIOKCHUA, l'[pOCI)6I)I, PCIICHUA U T. A.

3.3.4. 3asiBjIeHue.

3asBieHHe — 3TO odUIMaIbHOE coollieHne B NUChbMeHHOW (popme. OHO COACPKUT dYalle BCETO
MPEUIOKEHHE, KAT00y WIH MPOCKOy KAaKOro-Iu00 YeI0BeKa, aJIpeCOBAHHBIC WA OPTaHU3AINU, HITH
JIOJDKHOCTHOMY JIWILY. 3asiBiieHHe 0(OpMIISICTCST Ha CTaHJIAPTHRIX JTUCTaX Oymaru ¢opmarta A4.
3asBJICHUE BKJIIOYACT: ajpecaTa, KOTOPOMY HAIPABISCTCS 3asBicHUE, (HaMUIUIO, UMs, OTYCCTBO,
JMOJDKHOCTH aBTOpa 3asBJICHUsS, HAUMCHOBAaHWE JOKYMEHTa, TOYHOE H3JIOKEHHUE IIPOCHOBI,
MPEIJIOKEHHUS, ONMUCH MPUJlaraéMbIX K 3asBJICHHUIO JOKYMEHTOB, J1aTa, ITOJIIHCh.

B 3asBiIeHIN HCHONB3YeTCs, KaK MPABUIIO, O(GUIIHATHEHO-IETI0BasI JICKCHKA, B HEKOTOPHIX 3asBIICHUSIX
JIOMyCKaeTCs YIOTpeOJIeHHE Iy OIUITUCTHISCKON JICKCHUKH.

3.3.5. 3anucka.

3anucka (aHaJIUTHYECKas, JTOKJIAHAasA, CIy)KeOHas, OOBsICHUTEIIbHAs) — JIOKYMEHT, aJipeCOBaHHBIN
zaBeayromeid MAJIOY uiu BBIIECTOSAIICH OpraHU3alMi U COJIEPKAIIUN 00CTOSITEIbHOS HU3II0KEHNE
KaKOTro-JM0O0 BOIIPOCa C BHIBOJAMU U MPEIOKCHUSIMH COCTABUTEIIS.
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JloknmamHasi 3alMcKa COCTaBJISIETCS KaK I10 JIMYHOW WHHUIIMATHBE aBTopa (paboTHWKA), TaK
U 10 yKa3aHUio (MMCbMEHHOMY WJIM YCTHOMY) 3aBenytromeid MAJIOY.

3ammcKa COCTaBIIETCST Ha OyMa)KHOM HOCHTENE WIH B DIIEKTPOHHOM BuIe. OdopmieHHe 3amucKu
3aBUCHUT OT azpecara. [Ipu cocTaBieHnn AOKIaIHOM 3allMCKHU, aipecoBaHHOM 3aBeayoleit MAJIOY
B paMKax o0Opa3oBaTeJIbHOW OpraHu3allud, OHa CYMTaeTcsi BHYTpPeHHEH U odopmIisieTcs
Ha CTaHJAApPTHBIX JucTax Oymarn ¢opmara A4. BHyTpeHHssT 3amvcka JTODKHA COJEPKaTh
ClICAyromue pPEKBU3UTHI: BHUJA HOKYMCHTA, ATy JOKYMCEHTA, Ha3BaHUC JOKYMCHTa (3aFOHOBOK
K TEKCTYy), €CIIH TEKCT OoJiee UETBIPEX-ILITH CTPOK; anpecara, TEKCT, IOIMHCH (C yKa3aHHEeM
JIOJDKHOCTH, (paMIJINH, HHULIHAIOB). IToanrcrIBaeT BHYTPEHHIOO TOKIATHYIO 3aIIUCKY COCTaBUTEIb.
Ecnmu 3ammcka ampecyercs 3a npeaenst MAJIOY, To ee opopMirsitoT Ha OJaHKE W OHA HA3BIBACTCS
BHEITHEW. BHemmHsst 3amncka AOIDKHA COAEp)KaTh CIEAYIOIMWE PEKBU3UTHI: HAWMEHOBaHHE
YUpEXAEHUs, BUJ JOKYMEHTa, NaTy AOKYMEHTa, PErICTpPallMOHHBIM HOMEpP, MECTO COCTABJICHU,
Ha3BaHUE JOKyMEHTa (3arojlOBOK K TEKCTY), €CIH TEKCT 0OoJiee YEeThIPEeX-ISTH CTPOK, anpecara,
TEKCT, MOJMHICEH PyKOBOIHUTENSI 00pa30BaTEIFHON OpraHU3aIllH.

Pa3sHOBUAHOCTBIO JOKJIAAHOW 3alUCKU SBISIIOTCS TipencTaBiieHus. OHU  HUCIHOJB3YIOTCS IIpU
JOKYMEHTHPOBAHUU KaJPOBOM AESITEIIFHOCTH U COCTaBISIIOTCS 3aBenmytomern MAJIOY wnm ero
3amecTuTeseM. IIpeAcTaBiIeHUsT COCTaBJISIOT B CIydasix MOOUIPEeHUs pPaObOTHUKOB, HAJIOKEHUS
B3BICKaHUM, IPOBEACHUS aTTECTALIUU.

3.3.6. ABTOMaTH3aN M JOKYMEHTHUPOBAHMSI.

JU1st TOATOTOBKM JOKYMEHTOB MOTYT HPUMEHSATHCS aBTOMAaTH3HMPOBaHHbIE TeXHoJIorTuH. [Ipu 3TOM
co3jarTcsl  0a3hl  JTAHHBIX (KOPPECHOHICHTOB, (OpPM JOKYMEHTOB, TpadapeTHbIX TEKCTOB
U TEKCTOBBIX 3arOTOBOK), PEJAKTOPCKHE TPOTPaMMBI U JIp.

[Mopsimox  pa3pa®OTKH, OKCIUTyaTallMM U IOJIB30BAHUS TaKWUMH CHCTEMaMH  OIpPEHCseTCs
CTaHAapTaMU B 00JIACTH aBTOMATHU3UPOBAHHBIX HH(OPMAITMOHHBIX TEXHOJIOTHH.

3.3.7. DyleKTPOHHBbIE JOKYMEHThI.

[Mopsimox cocraBiueHusi, OG(OPMIICHHS | COTJIACOBAHHS TPOEKTOB HIEKTPOHHBIX JIOKYMEHTOB
OCYIIECTBIJISIETCSL 1O OOIIMM  TIpaBUjiaM  JISJIONPOU3BOJCTBA, YCTAaHOBJIEHHBIM B OTHOIIICHUU
aHAIOTUYHBIX JOKYMEHTOB Ha OYMa)KHOM HOCHTENE. OICKTPOHHBIH ITOKYMEHT IOJDKEH HWMETh
PEKBHU3UTHI, YCTAaHOBJICHHBIC [UJII  AQHAJOTHMYHOIO  JIOKyMEHTa Ha OyMa)XHOM  HOCHUTEJe,
3a UCKIJIFOYCHUEM OTTHCKA TeYaTH.

B nmepeueHp 00s3aTeNbHBIX CBENCHUH O JOKYMEHTAaX, HCIIONB3yeMBIX B IEISIX ydYeTa | ITOMCKa
JIOKYMEHTOB B CHCTE€Max »JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa 0Opa3oBaTeIbHOU OpraHu3alluu
B COOTBETCTBUU C MPABUIIAMH JCIONPOU3BOJICTBA B 00pa30BaTEeIIbHON OpraHU3aIiy, BXOIAT:
aJpecaHT;

azpecar;

JIOJKHOCTD, (haMPUTHS M MHUITAAJTB] JTUIIA, TIOAIMICABIICTO JOKYMEHT;

BUJl JOKYMEHTA,;

JaTa IOKyMEHTa;

HOMEp TOKyMEHTa;

J1aTa MOCTYIJICHUS TOKYMEHTA;

BXOJISIIHI HOMEp TOKYMEHTA;

CChIJIKa Ha UCXOJISIIIUI HOMEDP U JaTy JOKYMEHTA;

HauMEHOBaHHE JJOKYMEHTa;

WHJIIEKC JIeTIa;

CBEJIEHHUs O Iepeaapecaui JOKYMEHTa;

KOJIMYECTBO JIUCTOB OCHOBHOT'O TOKYMEHTA;

KOJIMYECTBO PUII0KECHUN;

00111ee KOJIMYECTBO JIUCTOB IPIIOKCHU;

yKa3aHUs [0 UCIIOIHEHUIO TOKYMEHTA;

JOKHOCTE, @. . O. ucrnoJiHuTe N,
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OTMETKAa O KOH(QHUICHITHATHHOCTH.

B cocTtaB [OMOJIHUTENBHBIX CBEACHHUM 00 AJIEKTPOHHOM JIOKYMEHTE MOTYT OBITh BKJIIOUEHBI
CBEICHUs: HAWMCHOBaHHE aBTOpa JOKyMEHTa (€ClIi aBTOp HE COBIIAAeT C aJpEeCaHTOM
(oTmpaBuTeENEeM) SIEKTPOHHOTO JOKYMEHTa), OTMETKa O IEepPeHOCEe CpOKa HCIOJHEHUS JOKYMEHTa,
CPOK XpaHCHHUsS JOKYMEHTa, HANMEHOBAHUS MPUIIOKCHHUI K YJIEKTPOHHOMY JOKYMEHTY, KITIOUCBBIC
CIIOBa, CTAaTyc HOKyMEHTa (IIPOCKT, BEpCHsl), BHJ Ieperadd TOKyMEHTa (DIEKTPOHHOU ITOYTOM,
oYTOH, (hakcoM | T. 1.) U Ip.

Cpokn XpaHEHUs DJJIEKTPOHHBIX JTOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHCHHS JIOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJIATEIFHBIMUA M MHBIMH HOPMATHBHBIMHU IPAaBOBEIMH akTamMu P®D, TUIIOBBIMU
MePESYHIMU I AaHAJOTHYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE.

4. Opranu3anusi JOKyMeHTO000pOTa ¥ UCMOJIHEHUSI IOKYMEHTOB.

4.1. IpueM 1 00padoOTKA NMOCTYNAIOIINX JOKYMEHTOB.

4.1.1. IBmwkxeHne TOKyMEHTOB C MOMEHTA X CO3/IaHHS HIIH ITOJYYCHUS IO 3aBEPIICHUS MCIIOTHCHHUS
WM OTIIPABKU 00pa3yeT JIOKyMEHTOOOOPOT.

4.1.2. B noxymeHTOoOOOpOoTE  OOpa3oBaTeNbHOW  OpPraHM3aldHd  BBIIEISAIOTCS  CIEAYIOIIHe
JIOKYMEHTOITOTOKH:

a) mocTyIaromas JOKyMeHTaluysl (BXoas1as);

0) oTnpasisieMasi JOKyMeHTaus (MCXOas111as);

B) BHYTPEHHSISI JOKYMEHTAIIHSI.

4.1.3. JocraBka u oTnpaBka J1okyMeHTOB B MAJIOVY ocyiiecTBisieTcs, Kak MPaBUIIO, CpeACTBaMHU
TMOYTOBOH U DIIEKTPUIECKOU CBSI3U.

4.1.4. loxymeHTsl, nocrtymnatomie B MAJIOY, mpoxomsT NEpBHYHYIO 00pabOTKy, PErucTpalluio,
MpeABapUTEIIbHOE PAacCMOTpPEHHE, IMepejadyy pYKOBOJCTBY Ha PacCMOTPEHHME, IepelaroTcs
HCTIOJTHUTESIM | TIOCJIE UCIIOJIHEHHS ITOMENIAI0TCs B JIeTIa.

4.1.5. Ilpuem wunepBuuHas o0O0pabOTKa JOKYMEHTOB  OCYIIECTBIISIETCSI  OTBETCTBEHHBIM
3a JeIOTPOU3BOICTBO.

4.1.6. OTBETCTBEHHBII1 3a ACIONPOU3BOJICTBO IPOBOIUT: MPOBEPKY MNPABHUIBHOCTH aJPECOBAHMS
MOCTYIAIOIIUX JOKYMEHTOB, MPABMIBHOCTH JTIOCTABKH M KOMIUIEKTHOCTH JTOKYMEHTOB; COPTHPOBKY
JIOKYMEHTOB Ha ITOJIeKaI1e U He MO JIe)KAIIe PErUCTPAIIHH.

4.1.7. Ilony4yeHHBIE KOHBEPTHI C KOPPECIIOHAEHIINEH BCKPBHIBAIOTCS, TPU 3TOM HPOBEPSISTCS HAJTUINUE
BIIOKCHHUH, a TakKe yKa3aHHBIX B JIOKyMEHTaX NPHIOXKEHWH. B ciydae moOBpekIeHUsS yHaKOBKHU
U BJIOKCHUW JMOO OTCYTCTBUS TNPUIIOKEHHUM COCTaBIISIETCS akT B ABYX OJk3eMruisipax. OnauH
DK3EMIULIP akKTa HalpaBIIETCS KOPPECIOHIASHTY, BTOPOH MpHOOMAeTCs K IMOCTYIUBIIEMY
JIOKYMEHTY.

4.1.8. OmuOO4YHO mMpHUCIIaHHAs KOPPECIOHACHIMA IIepechUIaeTCsl IO MPUHAIJICKHOCTH, €CIHU
W3BECTEH aJipec MmojryvyaTeis. B IpoTHBHOM Cilydae KOPPECIIOHICHITNS BO3BPAIIACTCS OTIIPABUTEIIO.

4.1.9. KoHBepTHI OT NOCTYIAIOMIEH KOPPECTOHASHIIUA COXPAHSIOTCA M MPUJIATaloTCA K JOKYMEHTaM
JIWIIb B TOM CJIydYae, KOT/Ia TOJBKO 10 HUM MOKHO yCTAaHOBHUTH apec OTHPABHUTEINS MIIM KOT/a Jara
IIOYTOBOIO IITEMIIEIISI UMEET 3HAaUCHHE B KaUeCTBE JI0KA3aTeIHLCTBA BPEMEHH MTOIyUYCHUS TOKYMEHTA.
4.1.10. CnenquaiuCTOM HE BCKPBIBAIOTCSI KOHBEPTHI MHUCEM C HAAIKUCHIO «JIMYHO». OHU MepenarTcs
110 Ha3HAYCHUIO

4.2. [IpeaBapuTe/ibHOE PACCMOTPEHUE IOKYMEHTOB.

4.2.1. OTBeTCTBEHHOE  3a JICJIONPOU3BOJICTBO  IPOBOAUT IMPEABAPUTEIBHOE  PacCMOTPEHUE
JIOKYMEHTOB B IIEJISIX BBIJEJICHHS U3 BCETO MAaCCHBA MOCTYHHUBIIEH KOPPECIOHACHIIUM JOKYMEHTOB,
TpeOYIOIMX 0053aTeIbHOTO PACCMOTPEHHUS pyKOBOIUTEIEM 00pa30BaTeIbHOM OpraHu3aiuy.

4.2.2. OcHOBaHUWEM I TIPUHATHSI PEIICHUSI B XOJI€ TIPEABAPUTEIHBHOTO PAaCCMOTPEHUS SBIISIETCS
coZiepKaHNe JOKYMEHTa, a HE aJIpecoBaHNe TOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHHKY.

4.2.3. Pe3ynapTraroM MpeIBapUTEIBHOIO pPAacCMOTPEHUS SIBIISICTCS HAIpaBIICHUE JOKYMEHTa
pYKOBOAUTENIO OOpa3oBaTEeNbHON OpraHU3allid WIM JOJDKHOCTHOMY JIMILy B COOTBETCTBUU
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C YCTaHOBJICHHBIM B 00pa30BaTEeNBHON OpraHU3aIlii pacCIpe/leICHHEM OO0S3aHHOCTEH MeXIy
PYKOBOAUTEIICEM U NOJDKHOCTHBIMU JIMIIAMU JJI1 BBIHCCCHUA YKa3aHUs 110 UCIIOJIHCHUIO JOKYMEHTA.
4.3. PerucTpauusi 10OKyMeHTOB.

4.3.1. Ilepenaua TOKyMEHTOB Ha PETHUCTPALINIO MPOU3BOIUTCS TOJBKO MOCJIE WX MPEABAPUTEIHHOTO
paccMOTpeHUs..

4.3.2. Peructpanvy mojjieKaT BCe JOKYMEHTBI, TPESOYIOIHUE y4eTa, WCIOIHCHHUS, WCIOIb30BaHUS
B CIIPAaBOYHBIX MEJIAX, KaK MOCTyHNaromunue un3 APYrux OpFaHI/ISaI_lI/Iﬁ U OT YaCTHBIX JIHI, TakK
u oOpasyromuecs B nestensHocTH  MAJIOY, ¥ perucTpupyroTCs HE3aBHCHMO  OT CIocoda
HUX TOCTaBKH.

4.3.3. K gokymeHTaM, He MOJJISKAIIUM PErucTpalud, OTHOCITCS JOKYMEHTHI, He TpeOyromue
WCTIOIHEHUS | HE cofepikamue  uHdOpMaIuu, HACTONIF3YeMOH B CIIPAaBOYHBIX  MENAX:
OpUriIaCUTCIIbHBIC, nOo3ApaBUTCIIbHBIC nmucbma, TCEJICTPaMMBbl, 6I/IJ'ICT])I, IIJIaHBbI, nporpamMmbl
CEeMHHApOB, KOH(PEpPEHINH, CHUMIIO3UYMOB U APYTHX MOJOOHBIX MEPOIPUITHH, TOKYMEHTHI
0 OyXTaJITEPCKOMY YUYETy, MaTepHaJbHO-TEXHUYECKOMY OOCCIIEUCHHUIO, IIJIAHOBBIC, (DMHAHCOBBIC
JIOKYMEHTBI, TIOCTymarolue ©0e3 CONpPOBOAUTEIBHOTO IHMChMa, pEKJIaMHble JOKYMEHTHI,
KOMMEpUYECKHE TPEIVIOKCHUsS, TIeYaTHBIC W3aHus, YHU(QUIMPOBAHHBIE (OPMBI U OJIAaHKHU
JOKYMEHTOB H JIp.

4.3.4. JIoKyMeHTBI, IOJJIeKAllUe€ PErucTpalud, PErucTpUPYIOTCA B KypHaJle perucTpauuu
BXOJSAIINX JOKyMEHTOB (TpuiokeHne Ne7) B OeHb NOCTYIUICHUS — B CIydac ITOCTYIUICHUS
JIIOKyMEHTa B pa0odee BpeMs; Ha CICIYIONINH pabouyuil JeHbh — B Cliydae MOCTYIUICHUS JOKYMEHTa
B Hepabodee BpeMsl; He3aMEeIIUTEINFHO — ¢ OTMeTKaMu «CpodHoy, «OrepaTuBHOY.

4.3.5. Ha nokymeHTaX, MOCTYIAIONIUX B aJpec 00pa3oBaTeIbHON OpraHU3alliy, B HH)KHEM IPaBOM
YIily JIMLIEBOM CTOPOHBI MHEPBOTO JHMCTAa JOKYMEHTa IPOCTABIISIETCS PETrHUCTPALMOHHBIM IITaMIl
C YKa3aHUEM JaThl ¥ HOPSIAKOBOTO PETUCTPAIIMOHHOTO HOMEpA.

4.4. PacnpeneiieHue NOCTYNAINNX JOKYMEHTOB.

4.4.1. Tlocne perucTpamnuu JOKyYMEHTHI TIEPEIAIOTCSI Ha paccMoTpeHne 3aseayrornieit MAJIOY.

4.4.2. Tlocne paccmotpenust 3aBenytomeit MAJIOY nOKyMEHTHI BO3BPAIAIOTCS OTBETCTBEHHOMY
3a JIeJIONPOU3BOJACTBO, Uil IIEPEHECEHUs] YyKa3aHWM 1O MCHOJHEHUIO JOKYMEHTa B JKypHal
perucTpanuy BXOSIINX JOKYMEHTOB. B COOTBETCTBHH C yKa3aHUSIMHU IO UCIIOJHEHHIO IMOIINHHHK
JIOKyMEHTa  HampaBiisieTcsi  paOOTHUKY,  SIBISIIOIIEMYCS  OTBETCTBEHHBIM  HCIIOJHUTEJIEM,
a COMCTIOTHUTEISIM HAIPABISIIOTCS KOMUU TOKYMEHTOB (E€CIIH MMEIOTCS), O UeM JelaeTcs OTMEeTKa
B JKypHaJI€ PErUCTPaALlMHA BXOIAIINX JOKYMEHTOB.

4.4.3. DHNeKTpOHHBIE COOOIICHUs, IIOCBUIAEMBIC IO DJICKTPOHHON  moYTE, HCHOJHSIIOTCS
AHAJIOTUYHO JOKYMEHTaM Ha OyMaKHBIX HOCHUTEISIX C y4eTOM ONpEACIeHHONH crneru(uku
B IIPOLIECCE UCIIOJIHEHUSI.

4.5. Tlopsinok o0padoTKN U MPOXOKAEHUS UCXOISIIIIUX U BHYTPEHHUX IOKYMEHTOB.

4.5.1. TlopsaaoK TOATOTOBKH HCXOJAIIMX JTOKYMEHTOB BKJIIOYAaeT B ceOsi pabOTy MO COCTaBICHUIO
MPOEKTa JOKYMEHTa, COrJlaCOBaHUIO, MTOANMUCAHUIO (YTBEPKICHHUIO) U OTIIPABKE.

4.5.2. Jlo nmepegaun JTOKyMEHTa Ha MOMAIKUCH HCIIOJHUTENb JOJDKEH IPOBEPUTH €Tro COoJAepKaHUe,
NPaBUIBHOCTh  OQOpMIICHUsS, HaIW4YWe  HEOOXOJAUMBIX  BU3 W HNpWIOXKeHUN.  JlokyMeHT
TIPENICTABISICTCS Ha MOIFICH BMECTE C MaTeprualaMi, Ha OCHOBAaHUH KOTOPBIX OH TOTOBHIICS.

4.5.3. BHyTpeHHHE JIOKYMEHTBl OQOPMIISIIOTCA U HCIOJNHSIOTCS (MCHONB3YIOTCA) B Opejenax
MAJOVY.

4.5.4. BHyTpeHHUE NOKYMEHTHI (JIOKJIAJHbIC 3aIMCKH, CIIPABKH, CBOJKH U JIp.) PacCMaTpHUBAIOTCS
TEeMHU JOJDKHOCTHBIMH JIMIIAMU, KOMY OHU HaIlpaBJIE€HBI.

4.5.5. OTBETCTBEHHBIE 3a CJIOMPOU3BOACTBO TIEpell cAaded KOPPECHOHACHIIUN Ha OTIPABKY
JOJI?KHBI 06H33TCJ'H>HO NpOBCPUTH NIPABUIIBHOCTL €€ O(bOpMJ'ICHI/ISI n aApC€COBaHUs.

4.5.6. Peructpauusi OTIPaBISAEMBIX JTOKYMEHTOB OCYIIECTBISIETCA B J€Hb WX HOAIHUCAHUS
(yTBepKICHUSI) WM Ha CICAYIOIWNA padounii JIeHb. PerncTpallMoOHHBI HOMEp JOKYMEHTa H JaTa
peTHCTpai  TPOCTABIAIOTCS HA MOJJIMHHUKE JOKYMEHTa B PEKBHU3UTax OJIaHKAa W Ha KOIIWH,
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ocraromieiicss B Aene oOpa3zoBaTedbHONW opranu3zanuu. CHpaBOYHBIM amnliapaToM ISl HCXOJISIIINX
JIOKYMEHTOB SIBJISIETCSI KypHaJl PErUCTPaLMM 3TUX JOKYMEHTOB (TIpuioxeHne Ne §).

4.5.7. OrnpaBKy HCXOJAIIMX JOKYMEHTOB IIPOU3BOJAUT OTBETCTBEHHBIN 3a IEJIONPOU3BOACTBO.
CpouHasi KOppECIOHACHIINUS O(QOPMIISIETCS] M OTIPABISIETCS HE3aMEIUTEIRHO OTBETCTBEHHBIM 3a
JIeJIONPOU3BOICTBO.

4.5.8. OTBETCTBEHHBIN 3a JCIOIPOU3BOJICTBO IMPOBEPSIET MPABMIIBHOCTh O(GOPMIICHUSI HCXOISIINX
JIOKYMEHTOB, IIPOHU3BOJAUT COPTHUPOBKY JOKYMEHTOB IIO CIIOCOOY JIOCTaBKH KOPPECIOHICHIINU
anpecary (mpocrasi, 3aKa3Has, MEXAyHapomHas u ap.). HempaBmwibHO oQoOpMIICHHBIE TOKYMEHTHI
1 KOPPECTOHACHIMS HECIyXKeOHOT0 XapakTepa K OTIpaBKe HE IPUHUMAIOTCS U BO3BPAIIAIOTCS
JIULY, TIOATOTOBUBIIEMY JOKYMEHT.

4.5.9. Ormnpasnsiemas 1O MOYTE  KOPPECIOHIACHIMS  TMPOXOAWUT  YIAKOBKY, aJpeCOBaHHUE,
OPOCTAaBJICHUC CTOUMMOCTHU MMOYTOBBIX YCIYT U Nepeaady Ha OTIIPaBKy B MECTHOC OTACJICHUC CBsA3U.
4.5.10. Ha3aka3Hyl0 KOpPPECHOHAEHIMIO, Ha JOKyMEHThl C IoMeTkor «Jlist  ciy»xeOGHOro
MOJB30BAaHUS»  COCTaBISICTCSI  PEECTp, KOTOPBI  3aTeM  BO3BpAIlaeTCsl  OTBETCTBEHHOMY
3a JEIONPOU3BOJCTBO C PACIUCKON paOOTHHKOB IMOYTOBOIO OTAECICHUS CBS3M MWJIM HUHOTO JIMIIA,
00€eCIIeunBarOIIETo OTIPABKY TOKYMEHTOB.

4.5.11. Tlepenaya c UCHOJIBL30BaHUEM CPEICTB (DAKCUMUIBHON CBSI3M NOKYMEHTOB, COJEPIKAIINX
CITyKeOHYI0 HH(OPMAIUIO OTrPaHHYCHHOTO PACIPOCTPAHCHUS, B TOM YHCIE C IIOMETKOW « s
CITy’KeOHOT0 TTOIB30BaHM», HE paspemaercs. KaTteropudeckn 3ampeniaercs mepeada mo cpeacTsam
(haKCUMUITEHOH CBSI3U CEKPETHBIX JOKYMEHTOB.

4.5.12. C ucrioip30BaHUEM CPEICTB (PAKCHUMUIBHONH CBSI3M MOTYT OBITh IEpEJaHbl MaTCpPHAIBI
TEKCTOBOTO, TaOIMYHOTO WM TIpaUUECKOr0  XapakTepa, MCIOIHEHHBIE THUIOTPa(CKUM,
MalIMHOMMCHBIM WJIM PYKONHCHBIM CIIOCOOOM B YEpHOM WJIM TEMHO-CHHEM I[BETE€ C YETKUM
U KOHTPACTHBIM H300pakeHHeM (TIepBbIE SK3EMIUISIPBl UM WX KCEPOKOMUU) Ha Oeyoil Oymare
C MUHMMaJIBHOW BBICOTOHM OykB M mudp 2 MMm. O0BeM mepenaBaeMOro B TEUEHHE OJIHOIO CeaHca
CBSI3M JOKYMEHTA, BEITIOJTHEHHOTO Ha Oymare ¢opmara A4, He JOIDKEH IPEBHIIIATH MSITH JINCTOB.
4.5.13. OTBETCTBEHHOCTH 3a cojiep>kaHre nHdopmalny, nepeiaBaeMol C UCIIOJIb30BaHUEM CPEJICTB
(haKCUMUIIBHOM  CBSI3M, BO3JaracTcs Ha HCIOJIHUTEINS, ITOATOTOBUBIIETO (akcorpaMMmy ISt
repenayn.

4.6. Oco0eHHOCTH PadoThI ¢ 3JIEKTPOHHBIMHU JOKYMEHTaMHU.

4.6.1. B MAJIOY co3maroTcst 1 UCTIONB3YIOTCSL:

3JIGKTPOHHBIE  TOKYMEHTBI, CO3JaBacMbIe B 3JCKTPOHHOM (opme 0e3 mNpenBapuUTEIBHOTO
JTIOKYMEHTHPOBaHUS Ha OyMa)KHOM HOCHUTEJIC;

3JIGKTPOHHBIE OOpasbl TOKYMEHTOB, IIOJyUCHHBIE B Pe3yJbTaTe CKaHUPOBAHHS JOKYMEHTOB
U XpaHSIIUECs B CUCTEME 3IEKTPOHHOI0 JOKYMEHTOO00pOTA.

4.6.2. Ilpuem u oTIpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCSI OTBETCTBEHHBIM 32 BEIACHUE
JIETIONIPOU3BOCTBA B 00pa30BaTEILHON OpraHU3alluH.

4.6.3. DyIeKTpOHHBIE TOKYMEHTHI CO3/1al0TCsI, 00padaThIBAIOTCS M XPAHITCS B CHCTEME JIEKTPOHHOTO
JnokymeHTtoobopora MAJIOV.

4.6.4. DNeKTpOHHBIH JOKYMEHT IOJDKEH OBITH O(OpMIIEH IO OOIIMM IpaBHIIaM AEJIONPOU3BOJICTBA
U UMETHh PEKBHU3WUTHI, yCTAHOBIICHHBIE /ISl aHAJIOTHYHOTO JOKyMEHTa Ha OyMa)KHOM HOCHUTETe,
3a UCKIIIOUEHHEM OTTHCKA IedaTH U n3obpakenus I'ocynapcrsenHoro repoa PO.

4.6.5. Jling TOATBEp)KACHHUS MOMIWHHOCTH OJIEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTeIbHOI
OpTraHu3allid HCIIOJB3YIOTCS 3JEKTPOHHBIE IH(POBBIE MOANKUCH. lcmonb3yeMmble CpeacTBa
3JIEKTPOHHOH 1IN POBOIL MOANNCH HOJKHBI ObITh CEpTU(GULIMPOBAHBI B YCTAaHOBIEHHOM IMOPSIKE.
4.6.6. Engnaunert yuyera OJIEKTPOHHOTO JOKYMEHTa SBISISTCS  JJIEKTPOHHBIM  JOKYMEHT,
3apEerUCTPUPOBAHHBIHN B CUCTEME 3JIEKTPOHHOTO JIOKyMEHT0060pOoTa o6pazoBaTeabHON
OpraHuzaluy. OJIEKTPOHHBIA JOKYMEHT, HMEIOIIMM NPUII0KEHUs, PErUCTPUPYETCS KaKk OJUH
JIOKYMEHT.
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4.6.7. Tlocme oTOpaBKM D3IEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO JJEKTPOHHON IOJAMUCHIO
YIOJTHOMOYCHHOTO JIOJDKHOCTHOTO JIMIIA, JOCBUIKH aJpecarTy ero KOMWU Ha OyMaKHOM HOCHUTEIE,
KaK TpaBWIO, He TpeOyeTcs, 3a UCKIIOYCHHEM OTBETOB Ha OOpaleHus] TpakaaH, IMOCTYITHUBIINX
1o HHGOPMALMOHHO-TEICKOMMYHUKAIIMOHHBIM ~ KaHajaM, Ha KOTOpBIE  3asBUTEIIO  JAeTCs
MUCbMEHHBIN OTBET, HAINIPABJISIEMBIN IO IOYTOBOMY aJpeECy, YKa3aHHOMY B OOpallieHuH.
4.6.8. HcrmomHeHHBIE »BJIEKTPOHHBIE MNOKYMEHTHI CHCTEMATH3UPYIOTCS B Jieda B COOTBETCTBHUU
C HOMCHKJIaTypoil ~ J1en  oOpa3oBaTeNbHOM  OpraHu3alud W UHJACKCUPYIOTCS B MOPSIIKE,
YCTaHOBJICHHOM B OTHOIIICHWUHW JEJ, COCTABJICHHBIX M3 IOKYMEHTOB Ha OymMa)kHOM Hocutelne. [lpu
COCTaBJICHUHM HOMEHKJIATyphl JIeJl B 3aroJOBOK J€lla BKIIOYACTCS yKa3aHhe «JIEKTPOHHBIC
JIOKYMEHTBD».

4.7. AndpopmannoHHas 6e30MacHOCTb.
4.7.1. Hudopmamuonnsie pecypcsl MAJIOY 1o poctymy (BO3MOXKHOCTH HCIIOJIb30BaHMUS)
MOJIPA3ACISIIOTCS.  Ha OTKPBITYIO  (OOIIEHOCTYITHYI0) HH(OpMAIUIO, CIyXeOHYI0 HH(OPMAITUIO
1 UHPOPMAITUIO OTPAHUYEHHOTO PACIIPOCTPAHCHUS (JIOCTYTIA).
K xareropum OTKpBITONM HH(DOpMAIMM OTHOCUTCS WH(pOPMAHs, COIASpXKAaMAsCcs B JOKYMEHTaX
u 6a3ax gaHHBIX 3aBenyromieli MAJIOY, HemocpeACTBEHHO 3aTparhBarolas IpaBa W HHTEPECHI
rpakJiaH.
K xareropun ciayxeO0HOH HWHGpOpPMAIMM OTHOCUTCS HWH(pOPMALHs, COASpIKamascsi B JOKYMEHTaX
u 6a3ax naHHbBIX 3aBenyromedi MAJIOY, npennaszHaueHHas U1 JTIOJDKHOCTHBIX JIAI U paOOTHHUKOB
00pa3oBaTeIBbHONW OpraHW3alli¥, MPH BBIITOJIHEHUH MU CBOUX (PYHKIIMOHAJIBHBIX OOS3aHHOCTEH,
HE 3aTparMBaiomias HaNmpsSMyI0 TIpaBa | UHTEPECHl TPaKIaH W HE OTHOCSIIAACS K KaTErOpHH
OTPaHUYCHHOTO PACIpOCTPAHECHUS (IOCTYIIA).
K xareropun mH(pOpManUu OrpaHUYCHHOTO PACIPOCTPAHECHUsS (IOCTYIa) OTHOCHUTCS WHQpOpMAIHs,
coJeprKaIascs B JIOKyMEHTax u 6azax JTaHHBIX, BKJIIOYAIOIAst CBEICHUS
KOH(UICHIINAIBHOTO XapaKTepa.
Bes wmaboOpmanms, comepkamasics B JIOKyYMEHTaxX | 0a3ax IaHHBIX 3aBenyromedn MAJIOVY,
10 YMOJYAHUIO SIBIISIETCS OTKPBITOH U oOmienoctynHoi. VckirodeHue cocrtaBisieT HHGpopManus,
OTHECEHHAs K KaTErOPHsIM CIIy>)KEOHOW M OTPaHHYCHHOTO pacpoCTpaHeHus (JoCTyma).
4.7.2. Joctyn monb3oBaTele K MHPOpPMAIMM OTPpaHUYMUBACTCS MyTEM OTHECEHHUs WHGOpMaIlUuu
K COOTBETCTBYIOILIEH KaTErOpMHU M HAJIO)KEHHEM Ha Hee COOTBETCTBYIOIIEro Tpuda orpaHUYeHUs
pactipoctpanenus. Uadopmanus orpaHHYeHHOTO JOCTyIa cHabkaeTrcsi rpudoM « s cirykebHOTO
MMOJIb30BaHUSD.
[IpaBoM otHeceHWs WHOOPMAIMKM K KATETOPUHU  OTPAHHYCHHOTO  JOCTyIa U HAJIOXKCHHUS
COOTBETCTBYIOIIEro rpuda obmagaeT aBTOp MOOKYMEHTa II0 COTJIACOBAHUIO C PYKOBOJIHUTEIEM
o0pa3zoBaTesIbHON OpraHu3alnu.
JokymeHTHpOoBaHHAasT WH(pOPMALH OTPAHUYIESHHOTO PACIIPOCTPAHEHUsI 0e3 CaAaHKIIMU JTOJDKHOCTHOTO
Jiuia, YCTAaHOBHUBIICTIO PpPEXHUM OI'PAHUYCHHOT'O pPacClnpoOCTpaHCHUA [MJII JaHHOTO JOKYMEHTA,
HE NOJJISKUT pasrialieHuto (pacrnpocrtpaHeHuto). llpenocraBieHue nojiap30BaTeNsAM JOCTYIIa
K JaHHOH WH(pOPMAIMM  OCYIIECTBISICTCS HCKIIOYHUTENIFHO IO COTJIACOBAHUIO  C yKAa3aHHBIM
JIOJDKHOCTHBIM JIMIIOM ITyTE€M MOJa4u COOTBETCTBYIOIIEH 3asBKHU.
JIOJDKHOCTHBIE JIWIA, TPHHSABIIHE pEIIeHHEe 00 OTHECCHWHW WH(OpMaIuK, 3a(uKCHpOBaHHOMN
B IOKYMEHTE, K KaT€TOpUM  OrPaHUYEHHOI'0  pPacCIpOCTpPAaHEHHUs, HECYT  OTBETCTBEHHOCTH
3a 000CHOBAHHOCTH IIPUHSITOTO PEIICHHS U €T0 COOTBETCTBUE JICHCTBYIOIIEMY 3aKOHOIATEIIHCTBY .
4.7.3. JlmyHble KapTOYKH pPabOTHUKOB, TPYJOBBIC KHIKKH PaOOTHUKOB, IPUKA3bl IO JIHIYHOMY
COCTaBY JOJDKHBI XPAHUTHCS B celipe MM B METAJUTHISCKOM IIKady.
Brnanku TPyHOBBIX KHIDKEK IO MEpe HEOOXOAMMOCTH BBIAAIOTCSI OTBETCTBEHHOMY JIHILY. 3aIlHCH
B TPYJOBOM KHIDKKE TOAMHCHIBaeT 3aBedytomas MAJIOY. Vuer, xpaHeHHe U BblJady OJaHKOB
CTPOroM OTYETHOCTH: JUIUIOMOB, BKJAJbIIIEHi K HUM, CBHUIETEIBCTB, YIOCTOBEPEHUN BEIET
OTBETCTBEHHOE JINIT0. biiaHku XpaHsaTcs B ceil(e.
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4.7.4. VYcraHOBKa M JKCIUTyaTaldsl IPOTPAMMHOTO OOECICYeHHs, TOJYYSHHOTO W3 JIFOOBIX
HCTOYHHUKOB M BBIINTOJIHAIOIICTO q)yHKIII/II/I, HEC CBsI3aHHBIC HETIOCPCACTBECHHO C BBIIIOJTHCHHUEM
pabOTHHKAaMU CBOMX JIOJDKHOCTHEIX O0S3aHHOCTEH, KATETOPUYISCKH 3aIlpelieHa.
4.7.5. Bes ipeacTaBieHHas B 3JICKTPOHHOM BHE MH(OpMaIus, mocTymaroIias B 00pa3oBaTeIbHYO
OpraHU3alUIo, B 003aTEILHOM MOPAAKE MOIJIEKUT NMIPOBEPKE aHTUBUPYCHBIMHU CPEACTBAMMU.
4.7.6. DIeKTpOHHAs TOYTa MOXKET HCIIOIB30BAThCS IIOJIB30BATEIIMU TOJBKO Uil OoOMeHa
nHpopManmeil, OTHOCSIIEHCS K KaTerOpPMH OTKPBITOM U CIIy>KeOHOM. 3amlpelieHo HCIOJIb30BaTh
AJIEKTPOHHYIO IIOYTY I Iepenadyn HWHGOPMAINHU, OTHOCSIICHCS K KaTeTOPHU OTPaHUYCHHOTO
pacnpocTpaHeHus.
5. KoHTpO/Ib 32 HCIIOJIHEHHEM JOKYMEHTOB.

5.1. Opranu3zanusi KOHTPOJISI.
5.1.1. KoHTpoato TOJJeKaT BCE 3aperuCTPUPOBaHHBIE JOKYMEHTHI, TPEOYIOIIHE WCIOIHEHHUS.
KoHTposb HCIIOJHEHUSI TOKYMEHTOB BKJIFOYAET: y4ET, NOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB
HCIIOJIHEHUsI, HENOCPEACTBEHHYIO INPOBEPKY XOJa HCIIOJHEHUs, INPOBEPKY KadyecTBa HCIOJIHEHUS,
aHaIu3 Pe3yabTaTOB UCIIOJIHEHUS.
5.1.2. KoHTpoJb 3a HCIIOJTHCHHEM JOKYMCHTOB YCTaHaBIMBAeTCA B IEIAX OOeCTCUCHUS
HUX CBOEBPEMEHHOI'O U KaYECTBEHHOI'O HCIIOJIHEHUS, MOBBIIICHUS YPOBHS OPTraHU3aTOPCKOIl padoThI
U UCIIOJIHUTENIbCKON JTUCIUIIINHBL.
5.1.3. Tlpu mocTaHOBKE AOKYMEHTa Ha KOHTPOJb Ha MPaBOM BEpPXHEM MOJI€ JIOKYMEHTa JIelIaeTcs
OTMETKa O KOHTPOJIE, KOTOPYIO 0003HAYAKOT CJIOBOM (IITAMIIOM) «KOHTPOJIb)
5.1.4. KouTpomo moaiekaT NPHUKa3bl, PEIICHUS COBETOB, a TAaKXXE MAOKYMEHTHI, MOCTYMAOIINE
Ha uMs 3aBeayromeid MAJIOY.
OpraHu3anust KOHTPOJISI UCITOJTHEHHS BKIIIOYAET B ceOs:
IIOCTAHOBKY JOKYMEHTa Ha KOHTPOJIb;
MOHUTOPUHT UCHIOJIHEHHUS KOHTPOJIBHBIX MOPYUYECHUH JOKYMEHTOB;
CHSITHE HCIOJIHEHHOI'0 JOKYMEHTa C KOHTPOJIS;
HalpaBJI€HHE UCIIOJTHEHHOTO JOKYMEHTa B JeJO0.
5.1.5.
5.1.6. JIoOKyMEHT CUMTAETCsI UCIIOJHEHHBIM, KOT1a PELIEHbl OKOHYATEIbHO BCE IIOCTABJIEHHbIE B HEM
BOIIPOCHI U COOJIIOIEHBI CIIEAYIOIINE CPOKHU:
€CJIM B IOKYMEHTE IIOCTABJIEH CPOK UCIOJHEHUS — B yKa3aHHBIM CPOK;
JIOKYMEHTHI 0€3 yKa3aHHsI CPOKa UCIIOJIHEHUSI — B MECSYHBINA CPOK;
€CJIM B IOKYMEHTE UMEETCs IOMETKA «CPOUYHO» — B TPEXIHEBHBIN CPOK;
nopydeHus 6e3 ykazaHusi KOHKPETHOM JaThl UCIIOJHEHHS! — B MECSTYHBIN CPOK;
C HOMETKOM «onepaTuBHO» — B 10-IHEBHBII CPOK;
110 OOpaIIeHNUsIM TpaK[IaH, TPEOYIOMINM JOHOIHUTEIFHOTO H3YYEHUS W IPOBEPKH, — IO OJTHOTO
MecsIla CO THS PETUCTpaIllu, 0 OCTaJIbHBIM — He Oosiee 15 nHeil.
Cpok ucuucisiercs B KaJeHAapHbIX JHIX C JaThl HOAMUCAHUS IOKYMEHTA.
Ecnu mocnegnuii neHb WCHONHEHUS AOKYMEHTa MPUXOOUTCS HA HEpabouwii IeHb, OH MOJIC)KUT
HUCIIOJHEHUIO B MIPEIIECTBYIONINN eMy padoUnii JeHb.
[Iprn HEOOXOOWMOCTH NPOMJICHUS CpPOKa HCIOIHEHHSI JOKYMEHTa OTBETCTBEHHBIM HMCITOJIHUTEID
OpeACTaBJIAICT Ha UM PYKOBOIOUTECIIA 06pasoBaTean0171 OpraHusanuy, JaBIICTO TMOPYYCHUC,
MOTHBHUPOBAHHYIO TMPOCEOY O €ro TMpOIICHHH HE MO3JHEee 4YeM 3a TpU MJHSI JO UCTCUCHHUS
YCTaHOBJIEHHOT'O CPOKa, C YeM CBOEBPEMEHHO IepenaeTcsi HHpOopMarus B MPUEMHYIO PYKOBOIUTEIS
o0pa3oBaTesIbHON OpraHu3alnu.

5.2. Tlopsaaok CHATHSI JOKYMEHTOB C KOHTPOJIS.
5.2.1. JIOKyMEHTBl CHHUMAIOTCSI C KOHTPOJS, €CJIM PEIIEeHbl ITOCTABJICHHBIE B HUX BOIPOCHI HIH
aBTOpaM JaH OTBET IO CYLIECTBY.
IIpomMeXyTOUHBIN OTBET, paBHO KaK U 3alpoC 10 UCIIOJHSIEMOMY JOKYMEHTY WIM YacTUYHOE
HUCIIOJTHEHUE OPYYEHHUs], HE SIBJISICTCSI OCHOBAHUEM JIJII MPU3HAHUS JOKYMEHTA UCTIOJTHEHHBIM.
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5.2.2. CHITh TOKYMEHT C KOHTPOJISI MOET TOJBKO JIOJDKHOCTHOE JIMIIO0, KOTOPOE TOCTABHUIIO €TO
Ha KOHTPOJIb.
5.2.3. OcHoBaHMEM ISl CHSTHUS C KOHTPOJSA JIOKYMEHTOB C MOPYYEHUSMH PYKOBOJIUTENSA
o0pa3oBaTeIBPHONW OpraHU3alliM  SIBISETCS JOKYMEHT — OTBET, HOJNHCAHHBIN 3aBeqyromiei
MAJOY.

6. Yuer u XpaHeHHe nevaTeil, IITAMIOB U OJIAHKOB.
6.1. O6s3aTenbHOMY Y4YeTy MOJJIeXaT BCEe BUJIbI NleUaTeld U 1ITaMIIOB, OJIAaHKU CTPOTOH OTYETHOCTH,
KOMaHJINPOBOYHBIC YIOCTOBEPECHUS, CITYKEOHBIC 3aJaHUsI, TPYIOBbIC KHIDKKH.
6.2. Ydyer Bcex IedyaTeld M IITAMIIOB, HUMEIONIMXCA B 00pa30oBaTEIbHON OpraHHU3aIliH, BEIETCS
B CIEHHUAIBHOM XypHaje (mpunoxeHue Ne 9).
6.3. XKypHansl ydera BKIFOYAIOTCS B HOMEHKIIATYpy Oen. JIMCThI WX HyMEpYIOTCS, MPOIITUBAIOTCS
U ONeYaThIBAKOTCS.
6.4. [leyaTu ¥ mTamMnsl JOJDKHBI XPAHUTHCS B celipax MIN METAIUTMICSCKUX MmKagdax.
6.5. OTBeTCTBEHHOCTh 3a XpaHEHHE U HCIIOJIb30BaHWE TIleyaTeil, IITaMIoB HeCcyT JIHIIA,
OTBETCTBEHHBIE 3a BEICHUE AEJIONPOU3BOACTBA.
6.6. YHWUYTOXKEHHUE OJIAHKOB TPOU3BOJUTCS IO aKTy C OTMETKOW B COOTBETCTBYIOIIMX >XypHallax
yderTa.
6.7. IleyaTu 1 WITaMIIbl YHUYTOXKAKOTCS T10 aKTY.
6.8. TlpoBepka Hamuuus mne4yaTeid, INTaMIIOB | OJAHKOB, a TaKXke TIOpsAKa WX XpaHCHUS
U UCIIOJIb30BAaHUSI MPOU3ZBOJUTCA KOMHUCCHEH He peke OJHOro pasa B KaJeHJapHOro TOx
OJTHOBPEMEHHO C IIPOBEPKOI COCTOSIHUS IEJIONPOU3BOIACTBA.
7. CocTaB/ieHHEe HOMEHKJIATYPHI JIeJI.
7.1. HomeHknatypa JAeil— CHCTEMaTU3UPOBAaHHBIA MEpeUeHb 3arojJOBKOB JEJ, 3aBOJUMBIX
B 00pa3oBaTeNbHON  OpraHW3alyi, C yKa3aHHEeM  CPOKOB  HX XpaHEHHUs,  O(OpMIICHHBII
B YCTAHOBJICHHOM MOPSIJIKE.
7.2. HomeHknatypa nAen IpelHa3HauyeHa IJisd TPYNIUPOBKU HCHOJHEHHBIX JOKYMEHTOB B J€lia,
cucremMaTru3anuu U ydeTta J[JCJI, ONPCACJICHUSA CPOKOB HX XpaHCHUSA U ABJISACTCA OCHOBOM JJIA
(opMHpOBaHUS €T U COCTABIICHUS OIMHCEH e, JOKYMEHTOB, OIHUCEH AJICKTPOHHBIX TOKYMEHTOB
MIOCTOSTHHOTO U BpeMeHHOro (cBeIte 10 jiet) XxpaHeHus, B TOM YHCJE IO JJUYHOMY COCTaBY, a TaKXe
JUIs1 ydeTa Jies BpeMeHHBIX (10 10 JieT BKIIFOYHUTENBHO) CPOKOB XpaHEHUS.
7.3. HoMmeHKaTypa Aen cocTaBiisieTcsl Ha OyMa)KHOM HOCHUTEJIE.
7.4. Howmenknarypa gen 3asenywooieit MAJIOY (manee — cBoaHas HOMEHKJIAaTypa Jien)
COCTaBJISIETCSI Ha OCHOBE H3YYEHHMs COCTaBa U COAEPNAaHUSA JOKYMEHTOB, OOpa3yIoIIuxcs
B ICSITETLHOCTH 00pa3oBaTEIbHOM opraHu3anuu. [Ipu cocTaBIeHHMM CBOTHONH HOMEHKIATYpPHI IS
YUHUTBHIBAIOTCS yCTaB 00pa3oBaTelIbHONW OpraHU3alliy, MOJ0XKEHHSI O CTPYKTYPHBIX MOApPa3AEeICHUIX,
IMITAaTHOE paclHcaHWe, IUIAaHBI M OTYETH O padoTe, TMEPEYHH JTOKYMEHTOB C YKa3aHHEM CpPOKOB
WX XpaHEHUs, HOMECHKIIATYPHI A€ 3a MPEAIISCTBYIOIINE KaIeHIapHbIE TOIbI.
7.5. CsomHass HOMEHKJIAaTypa el COCTaBisieTcs paOOTHHKOM, HAa3HAYCHHBIM IIPUKA30M
pykoBomutens 3aBenyromeidr MAJIOY (manee — OTBETCTBEHHBIH 3a COCTaBJICHHE CBOJHOM
HOMEHKJIaTYphbI AeN).
7.6. CBoiHasi HOMEHKJIATypa A€ Ha MPEACTOSIINN KaJleHAAPHBIA TOJ COCTaBIISIETCS B IOCICIHEM
KBapTajle TEKylIero rojia; B KOHIIE Ka)XJO0ro KaJleHJAapHOTO ToJla CBOJHAs HOMEHKJIATypa el
yTBepxkaaercs 3asenyrouein MAJIOY. VTBepkaeHHas CBOAHAs HOMEHKJIATypa A€l BBOJMUTCA
B JieiicTBHE € 1-TO SIHBaps CJIEMyIONIETO KAJIEHAAPHOTO Toja.
7.7. B citydae HeOOXOJIUMOCTH BHECEHHSI B CBOJHYIO HOMEHKIJIATYpPy A€ 3HAYUTEIbHBIX U3MEHECHUU
OHa TOMJICKHUT IepepadoTke. V3MEHEHUs YTBEpKOAIOTCS IPUKA30M WM KOPPEKTHPOBOUHBIM
auctoMm (mpunoxenue Ne 10). HeOonplne H3MEHEHHST BHOCSATCS B yTBEP KJICHHBIM padoumit
SK3EMIUISIP CBOAHOW HOMEHKJIATyphl Aedl.
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7.8. HomeHkiaTypa Aenm moApas3iessieTcs Ha pa3Aeiibl, KOTOPhIE PaclojararoTCsi B COOTBETCTBHU C
YTBEpXKICHHBIM IITaTHBIM pacniucanneM MAJIOY. HaszBanusiMu pas3ieioB HOMEHKJIATYpBI el
SIBIISTEOTCS. HATIPABIICHUS IS TEIHLHOCTH.

7.8.1. Brpade 1 HOMEHKIATYphl A€l IPOCTABISIOTCS HHICKCHI KaXKJOTO Jieja, BKIHOYSHHOTO
B HOMeHKJIaTypy. WHAekc nema coctout w3 HUGPOBOro OOO3HAYCHUS U3 IITATHOTO PACIIHCAHUSI
oOpa3zoBaTelbHON OpraHHu3avu (KOJa) W MOPSIKOBOTO HOMEpa 3aroJioBKa Jeia IT0 HOMEHKIIaType.
HNunexcel aen oOo3HauaroTcsi apaOckumu nudpamu. Hampumep: 12-05, roe 12 — oOo3HadeHue
(kom), 05 — TOPsIIKOBEIN HOMEp 3aroJIOBKa Jielia B pa3ielic HOMEHKIATYPHI JIe]l.

B HOMEHKIIaType e COXpaHsIIOTCS OMWHAKOBBIC HHACKCHI IS OJHOPOAHBIX M NIEPEXOSAIINX JAe.
7.8.2. Brpade 2 HOMEHKIATYpHl JAed MPOIMUCHIBAIOTCS 3arojIOBKK Jei. 3aroJOBOK Jeja YeTKO,
B 00001IIeHHO# (popMe oTpa)kaeT OCHOBHOE COJAEpKaHUE M COCTaB JOKyMEHTOB jena. OCHOBOM TSt
HAaMMCHOBaHUs  (3arojioBKa) JeJd SBJSIOTCS BOINPOCHI, OTPAKAOIIAE 3adadyd U (PYHKIIHH
oOpa3oBaTeIbHON OpraHu3anuu. HaumMeHOBaHUs NOIMOTHSIOTCS YKa3aHHEM pOoJia 3aBOJUMOrO Jelia
WIW Pa3HOBUIOHOCTH JOKYMEHTOB (IIOCTaHOBJIEHHWsI, IPHUKA3bl, IMPOTOKOIBI M T. A.). Ecim nmemno,
BKJIIIOYaEMOE B HOMCHKJIATYypy [HeJI, COCTOMUT W3 OJJMHAKOBBIX BHUIOB WJIH Pa3HOBUIHOCTEH
JTIOKYMEHTOB, B 3aTrOJIOBKE TaKOTO JIejla YKa3bIBA€TCsI HAaMMEHOBAaHHE BUAOB JOKYMEHTOB, HalpuMep
«[Ipuka3pl 110 OCHOBHOUM JesITeNbHOCTH». He momyckaercss ymoTpeOJieHHE B 3aroJIOBKE Jejia
HEKOHKPETHBIX (OPMYJIHUPOBOK («pa3HBIE MaTepHaib», «OOINas TEeperucKa», «HUCXOISIIast
MIEPEeHUCKa», «BXOMISIINE ITOKYMEHTBI»), a TaK)Ke€ BBOJHBIX CJIOB, CJIOKHBIX CHHTaKCHYECKHX
o6opotoB. He momyckaeTcs ynorpeOlIeHHE COKpPAIICHHBIX CIOB HANMEHOBAHUNH TEPPUTOPHATHHBIX
OpPraHOB  WCIOJHUTENBHOW  BJIACTH, YUPESKACHHUW U OpraHu3alvil, KpoMe OQHUIHAITHEHO
YCTaHOBJICHHBIX CcoOKpaileHuid. Eciaum neno OylneT COCTOSITh W3 HECKOJBKHUX TOMOB WIIM 4YacTew,
TO COCTaBJISICTCS] OOIIWI 3aroJIOBOK Jiella, a 3aTeM IPH HEOOXOIMMOCTH COCTaBIISIFOTCS 3arOJOBKH
Ka)KIOTO TOMa (YacTH), YTOUHSIOIINE COIepKaHue 3arojIOBKa JIeia.

[Mopsimok pacmoyioKeHUsI 3arojIOBKOB JIEN BHYTPU Pa3leioB H MOAPA3/ICIOB HOMEHKIATYPHI I
OIIpENeTISIeTCSl CTEICHBI0 BAXKHOCTH JOKYMEHTOB, COCTABIIIIOMINX Jejla, W WX B3aHMOCBS3BIO.
BHauane pacnonararoTcsi 3aroJOBKH €, COJEpKalluX OpraHUu3allMOHHO-PACTIOPSAIUTEIbHYIO
nokyMmeHTarnuio. [lamee pacmonararorcsi 3arojoBKH NN, COACP)KAIIUuX IUTAHOBBIE U OTYCTHEIC
JIOKYMEHTEHI U T.1I.

[Mopsimok pacmoyioKeHUsI 3arojIOBKOB JIEN BHYTPU Pa3leioB H IOAPA3NICIIOB HOMEHKIATYPHI I
OIpEeNeTIsIeTCSl CTEICHBI0 BAXKHOCTH JOKYMEHTOB, COCTABIIIIOMINX Jela, W WX B3aHMOCBS3BIO.
B Hauane pacnonaratoTcsi 3aroJIOBKH Jejl, COJAEpXKaIlNX OpPraHUu3allMOHHO-PACTIOPSIUTEIbHYIO
JIOKYMEHTAITHIO. 3aroJ0BKU JAe] MOTYT YTOUHATHCS B IIporiecce GOPMUPOBAHUS U OPOPMIICHUS JICII.
B HOMEHKIATypy HeNl BKIIOYAIOTCSI TaKkKe Jeja, He 3aKOHUYEHHBIC MPOM3BOIACTBOM Jeia IPOILIBIX
JieT (Tepexoasiue).

7.8.3. TI'padpa 3 HOMEHKIIATYpBHI JIeJI 3aIlOJHSICTCS B TEUYCHHWE KaJICHAApHOTO ToJla — TIpH
(hbopMEpOBaHUK HOBOTO JIeJIa, PH 3aKPBITHH Jeja U 110 OKOHYAHUU KaJICHIapHOTO TO/1a.

7.8.4. Brpade 4 ykaspiBaeTcsl CpOK XpaHEHUs JieJla, HOMEpa CTaTedl IO TUIIOBOMY FUTH
BEJOMCTBEHHOMY IIEPEYHIO, (eepaIbHOMY 3aKOHY WJIM WHOMY HOPMAaTHBHOMY IIPaBOBOMY aKTy,
a MPH UX OTCYTCTBUH — I10 TUIIOBOU WJIN NMIPUMEPHON HOMEHKIIAType Ae.

7.8.5. B rpade 5 ykazpIBaloTCs yKa3bIBAalOTCS OCOOCHHOCTH (OPMHUPOBaHUS JeJla W BUJ HOCHTEIS
napopmanuid. B ToM umcie Brpade OTPaKarOTCS CICHHAIbHBIE CPOKM XPaHCHUs eI,
MIPOCTABJISTIOTCST OTMETKH O 3aBEJICHHUH Jell (B TOM YHCIIE B DJIIEKTPOHHOM BHJE), O BBIICICHUU OCI
K YHUYTOXXEHUIO 110 UCTCUCHUN CPOKOB UX XPAHECHHS, O MECTE XpaHEHHUsI ITOJIMHHUKOB JTOKyMEHTOB,
0 TIepeiayue JIell B IPYTYI0 OPraHU3aIluio IS MPOJOJDKCHUS BEASHUS U JP.

B rpade memaroTcs OTMETKH O MEPEXOIAIINX MellaX C YKa3aHHEeM CTaporo WHIEKCa Jelia B ciydae
ero uameHnenus. Hanpumep: «I[lepexoasmee ¢ 2024 r. B 2024 — 2028 rr. — a. 2-2-11».

[lo memam, KOTOpBIE IO KAKUM-THOO TMPUYMHAM B TEUCHHE KaJEHIApPHOrO ToJa HE 3aBOJIIINCH,
B rpade «IIpumeuanne» HOMEHKIATYpPHI e AenaeTcs 3anuch — «Jleno He 3aBoamiIock». Ilpu aTom
B rpade 3 mpocTaBiseTcsl IpOoYepK.
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7.9. Ilo OKOHYaHNN KAJICHAAPHOTO TOJa B KOHIIE HOMEHKIATYpPHI AN eJIaeTCsl UTOTOBasl 3alucCh
O KaTeropuiax U KOJHUYCCTBEC ACJI, 3aBECACHHBIX B TCKYIIIEM KAJICHAAPHOM Toay.

8. ®opmupoBanue u opopmJieHUe aeJl.
8.1. dopmupoBaHUE OeiI — TPYNIHUPOBKA HCIOITHEHHBIX TOKYMEHTOB B JIeJla B COOTBETCTBUHU
C HOMEHKJIaTy PO JIeJl U cUCTeMAaTH3allus JOKYMEHTOB BHYTPH Jiela.
8.2. HWcnonmHeHHBIE TOKYMEHTHI OOJDKHBI B 10-OHEBHBIM CPOK CHABATHCS HCHOJIHUTENEM IIHITY,
OTBETCTBEHHOMY 3a BEJCHHE JIeJIONPOU3BOJICTBA i1 GOpMHUpOBaHUsS UX B aena. Homep nena,
B KOTOPOE€ HOJDKEH OBITh TMOJIIAT JIOKYMEHT, OIpPEIesIeT HWCIOJIHUTEIb B COOTBETCTBHHU
c HoOMeHKIaTypot gen. Ha mokymenTe mpocrtaBisitorcsi oTtmerka «B gemo  Ne..», mnoanuck
zaBenytomei MAJIOY, nara.
JlOKyMEHTHI BHYTPH JIeJIa pacloIararoTcsl B XpOHOJIOTHIECKOH MMOCIIeIOBATEIFHOCTH.
8.3. KoHTposb 3a NpaBWIBHOCTHIO (DOPMUPOBAHHS JIENT OCYIIECTBIISETCS OTBETCTBEHHBIM 3a apXUB
MAJOVY.
8.4. IIpu popMupoBaHUH JIeT HEOOXOIUMO COOIOJATh CISYIOIINE O0IHEe MpaBuia;
MOMEIIaTh B JIeJI0O TOJBKO HWCHOJHEHHbIE JOKYMEHTHI B COOTBETCTBHUHM C 3arojlOBKamMu  Aell
110 HOMEHKJIATyPE;
rpyInnyupoBaTh B JIE€JI0 JOKYMEHTEI OJTHOIO KaJIEHAApHOI'O Ioaa;
pa3aeabHO TPYHIUPOBATH B JIella TOKYMEHTHI IIOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XPaHCHUS;
IMOMEIATh B JieJla KCEPOKOIHHU (PaKcoB, TeaeGoHOrpaMM Ha OOIIUX OCHOBAHUSIX;
B JI€JI0 HE JOJDKHBI TIOMEIIAaThCAd JOKYMEHTBI, MOJJIeXallue BO3BpaTy, JIUIIHUE 3K3EeMIUIAPHI,
YEepPHOBHUKH: T10 00BEMY A0 He JIOJDKHO NpeBbimaTth 250 muctoB win 4 cMm. [Ipu Hammauu B Aene
HECKOJILKUX TOMOB (4YacTel) HWHAEKC M 3aroJIOBOK JieJla MPOCTABIISIIOTCS Ha KaXJIOM TOME
¢ H100aBIeHUEM «TOM 1», «ToMm 2» (mOociIeqHu).
8.5. OcoOble TpeboBaHUs K (POPMUPOBAHUIO OTICIBLHBIX JICI.
8.5.1. PacnopsiautenbHble JTOKYMEHTHl TpYIIHUPYIOTCA B Jejla 10 BUJAaM B XPOHOJOTHYECKOM
TIOPSIZIKE C OTHOCAIIMMUCS K HUM TIPHITOKCHHSIMH.
8.5.2. VYcraBpl, IOJI0XXEHUS, UHCTPYKLMHU, YTBEPKIECHHBIE PACIOPAAUTEIBHBIMU JOKYMEHTaMH,
SIBIISTFOTCS TIPWJIOKCHUSIMA K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMH JOKyMeHTamu. Eciu ke
OHU YTBEPKACHBI B KauecTBe CaMOCTOSITEIILHOTO JIOKyMEHTa, TO UX TPYHIHUPYIOT
B CAMOCTOSTEIbHbBIE JeTia.
8.5.3. Ilpuka3pl MO OCHOBHOW ACSATEIHFHOCTA TPYIMIUPYIOTCS OTAEIBHO OT MPUKA30B MO JUIHOMY
COCTaBy.
8.654. Ilpukassl 10 JUYHOMY COCTaBY TPYHITUPYIOTCS B J€Jia B COOTBETCTBUH C yCTAHOBICHHBIMHU
CpOKaMH UX XpaHCHHUSI.
8.655. IIpoTOKOJBI B Jiejie pacnoiararoTcsi B XpPOHOJIOTHYECKOM MOPsJIKe 1Mo HomepaM. JIOKyMeHThI
K IPOTOKOJaM, CrPYNIHUPOBAaHHBIE B OTHCIBHBIC [I€Jla, CHCTEMaTH3UPYIOTCS 110 HOMepam
MPOTOKOJIOB.
8.5.6. YTBepKIeHHBIC TUIAHBI, OTYETHI, CMETHI, JUMHUTHI, TUTYIbHBIC CIUCKHA W JIPYTUE JOKYMEHTHI
TPYHIUPYIOTCS OTACIBHO OT IIPOEKTOB.
8.5.7. JJoKkyMeHTHI B JUYHBIX JIeJaxX pacrloyiaraloTcs Mo Mepe UX MOCTYIICHHUS.
8.5.8. Tlepemmcka rTpymnmupyeTcsi B paMKaxX OJHOTO KaJIEHAAPHOTO TOJla W CHCTEMaTH3UPYyETCS
B XPOHOJIOTHYECKON MOCIEI0BATEIFHOCTH: IOKYMEHT — 3alpOC — JIOKYMEHT — OTBET.
8.6. Jema MAJIOY momnexxat opOpMIICHHIO MPH WX 3aBEICHUU U IO 3aBEPIICHUH KaJICHIAPHOTO
roga. OdopmieHne Aeia — IMOATOTOBKAa Jiella K XPaHEHHIO BKIIIOYAeT B ceOs KOMIUICKC paboT
IO OINMCAHUIO Jejia Ha 00J0XKKe, MOMIIUBKE, HyMEPAlMH JIUCTOB M COCTABIICHUIO JINCTA-3aBEPUTEIISI
nema. OdopMileHHE AeN TPOBOAUTCS PaOOTHHUKAMH, B OOS3aHHOCTH KOTOPBIX BXOIHUT 3aBEIICHHE
u popMUpOBaHHUE ACI.
8.7. Hena momnexat ohopmitenuto. [loHOe oopmiteHne nema mperycMaTpuBaeT:
MIOJIIMBKY WJIA TBEPABIi IEepeIieT J1eTa;
HyMepaluIo JHUCTOB B JeJie;
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COCTaBJIEHUE JIUCTa-3aBEPUTENIS JET1a;

COCTaBJICHHE B OCOOBIX ciydasx (Ipu O(OPMIICHHH JHMYHBIX e, I ydeTa o0co00 IIEHHBIX
JIOKYMEHTOB) BHYTPEHHEH ONUCH JOKYMEHTOB JI€J1a;

BHECEHHE HEOOXOIWMBIX YTOYHEHHH B PEKBU3UTHI OOJIOKKH JAena (YTOYHEHHE Ha3BaHUS
HoJpa3elieHus, UHAEeKca U 3arojoBKa fena, JaTel Aena U Ap.).

8.8. ChopmupoBaHHBIE Aena NOAMIMBAIOT HA YETHIPE MPOKOJIA B TBEPAYIO OOJI0KKY M3 KapTOHA HIIH
MEPEIUIETAIOTCSI C yYETOM BO3MOXKHOCTH CBOOOJHOTO YTEHHUsI TEKCTa BCEX TOKYMEHTOB, IaT, BU3
U pe3osirouuii Ha HUX. [Ipy MoAroToBKe JieN K NOALIMBKE (MEpeIuieTy) METAINIMYECKUE CKPEIICHUs
(CkOOBI, CKpenKH) W3 JOKYMCHTOB YyAalsroTcs. Jlema TIOCTOSHHOTO XpaHEHHUs, COCTOSIIHE
n3 HeOPMATHEIX JOKYMEHTOB, XPaHSTCS B 3aKPBITBIX TBEPABIX IMamkaxX C TpeMs KilamaHaMH
U C 3aBSI3KaMHu.

8.9. Ilpu Hamuuuu B JieJie HEBOCTPEOOBAHHBIX JUYHBIX JOKYMEHTOB (TPYAOBBIX KHHXEK U Jp.) 3TH
JIOKYMEHTBI BKJIQJBIBAIOTCSI B KOHBEPT, KOTOPBIA 3aTeM MOALIMBAETCA B ATO JAeio. [lpu Hammuuu
OOJIBIIIOTO KOJIMYECTBA TAKUX TOKYMEHTOB OHH MOTYT H3BIMATBCSA M3 JCN, W HA HUX COCTaBIISIETCS
OTJIeJIbHAs OIUCH.

8.10. B nenmsax oOecriedeHUsT COXPAHHOCTH U 3aKPEIUICHUS TOpsAKa PaCIOIOKSHUS HOKYMEHTOB,
BKJIIOUEHHBIX B JEJI0, BCE JIUCTBI, KPOME JIMCTa-3aBEPUTEIIS, HYMEPYIOTCS apaOCKuMM LHbpaMH
B IPaBOM BEpPXHEM YTy, HE 3aJieBasi TEKCTa JOKYMEHTA, IIPOCTHIM IpadHYeCKUM KapaHIAIIoOM LTI
HyMepaTopoM. YTOTpeOJIeHHe UYepHWJ U IBETHBIX KapaHZalled s HyMepalud JIHNCTOB
3ampeniaercs. BHyTpeHHsIsl OUCh UMEET CAMOCTOSITEIbHYI0 HyMEPALIUIO.

JIuCTBl nen, COCTOSIUX M3 HECKOJIBKMX TOMOB WM 4HacTeM, HyMEpylTCs IO KaXIOMY TOMY WIH
YaCTH OTJENBHO.

dororpadun, YepTekKH, AUArpaMMBI U IPYTHE HILTFOCTPATUBHBIE U CIIEHU(HUYECKUE JTOKYMEHTEHI,
MIPE/ICTABISIIOIINE CAMOCTOSITEIIBHBIN JIHCT B JIelie, HyMepyIoTCsl Ha OOOpPOTHOH CTOPOHE B JICBOM
BEpPXHEM YIIIy.

CHOXXEeHHBIH JIUCT pa3BOpaunBaeTCsl 1 HyMEPYETCsI B IPaBOM BEepXHEM yriry. IIpu sTom nucT mrodoro
dbopmarta, NOAIMMUTHIA 3a ONUH Kpal, HyMepyeTcsi KaK OJWH JIMCT; JUCT, CIIOKEHHBINH W MOAIIUTHINA
3a cepeuHy, HOIJIEKUT NEePEIMBKE U HyMEpPYeTCsl KaK OJUH JIUCT.

IToamuTele B 1€10 KOHBEPTHI C BIOKEHUAMU HyMEPYIOTCS; IIPU 3TOM BHa4ajle HyMepyeTCs KOHBEPT,
a 3aTeM OuYepeHBIM HOMEPOM KaXkJ0€ BIOXKEHUE B KOHBEPTE.

[NonmmTeie B 1e7I0 TOKYMEHTHI ¢ COOCTBEHHOW HyMepamuel JINCTOB (BKIIFOYAsl MeYaTHBIC H3IAaHW)
MOTYT HYMEpPOBaThCSI B OOIIEM TMOPSAAKE WIIH COXPaHATh COOCTBEHHYIO HyMeEpalMIo, €CIM OHa
COOTBETCTBYET IMOPAIKOBOMY PACIIOJIONKEHHUIO JUCTOB B JEJIE.

B ciydasx o6Hapy>XeHHsI OONBIIIOTO YKCIa OIIMOOK B HyMEpaIliy JTUCTOB JIeNia B IEJIONPOU3BOICTBE
MPOBOAUTCS UX NepeHyMmepanus. [Ipu mepeHyMepalud JHUCTOB CTapble HOMEpa 3adyepKUBAIOTCS
OJIHOM HAKJIOHHOW 4epTOM U PsiIOM CTaBUTCA HOBBIM HOMEp JIMCTA; B KOHLE Jiejla BKJIAABIBAETCS
JINCT-3aBEPUTENB, IPU 3TOM CTaphIH JINCT-3aBEPUTEIb 3aUEPKUBACTCS, HO COXPAHSETCS B JICIIE.

8.11. [ns yuera KOJIWYECTBAa JUCTOB B Jelle U (QUKCAIUM OCOOCHHOCTEH WX HyMepaluh
COCTaBJISIETCS JIMCT-3aBEpUTEND Aena. JIOKYMEHT COCTaBJISIETCsl Ha OTAECIBHOM JINCTE U BKJIIOYAETCS
B JICJIO TIOCJICAHUM JUCTOM. JIMCT-3aBepUTENIb COCTaBIsIeTCs MO opme, ycTaHoBIeHHOU [IpaBumamu
OpraHM3allii XpaHEHMs, KOMIUIEKTOBaHMS, Y4YeTa M HCIOJIb30BaHUS JIOKYMEHTOB ApPXHUBHOIO
dbonna PO u npyrux apxXWBHBIX JIOKYMEHTOB B rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIIpaBJICHUS U OpraHU3alUsIX, YTBEPKAEHHBIMU NTpuka3oM Pocapxusa ot 31.07.2023 Ne 77.

Bce mocnepyromne M3MEHEHHUSI B COCTAaBE U COCTOSIHHU Jena (MIOBPEKICHUS, 3aMeHa ITOTMHHBIX
JIOKYMEHTOB KOIHSIMH, MPUCOEIMHEHNE HOBBIX JOKYMEHTOB U T. JI.) OTMEYAIOTCS B JIUCTE-3aBEPUTE
JieJa CO CCHUTKOW Ha COOTBETCTBYIOIIHUH aKT.

8.12. O610kKa 11e7 MOCTOSIHHOTO, BpeMeHHOTo (cBhImie 10 JIeT) XpaHEHHs U IO JUYHOMY COCTaBy
odopmisieTcst 1o popme, ycranoBieHHoU [IpaBuiamu opraHW3alMd XpPaHEHUs, KOMIUICKTOBAHHS,
ydeTa U HCIIOJB30BAaHHUS JTOKYMEHTOB ApXUBHOTO ¢oHIa PO wu npyrux apxuBHBIX JOKYMEHTOB
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B rOCYIAapCTBEHHBIX  OpraHax, oOpraHaXx MECTHOTO  CAaMOYHpPAaBJICHHS U OpTaHU3AIUAIX,
yTBepKAeHHbIMU Npuka3om Pocapxusa ot 31.07.2023 Ne 77.
Ha 0610%Ke nei1 NOCTOSHHOIO XpaHEHUs BBEpPXY IpeaycMaTpUBaeTcCsi MECTO JIsI HAUMEHOBAaHUS
MYHHITUITAIIBHOTO apXHWBa, B KOTOPBIA OHH OyAyT Il€pellaHbl, a TAaKKe apXHWBHOTO IH(pa B MPaBOM
BEPXHEM U JIEBOM HIKHEM YTJIax.
I[Ipu odopmieHHN OOJOXKKH A€ HauMEHOBaHWE OOpa30BaTENIbHOW OpraHU3allMH yKa3bIBaeTCS
MMOJIHOCTHIO MO YCTaBy, B MUMEHHUTEIILHOM TIaJIe)Ke, COKpaIllEeHHOE Ha3BaHWE — B CKOOKax.
OO0s13aTeNnbHBIMA  PEKBU3UTAMU OOJIOKKH Jejia SIBISCTCS yKa3aHHEe KOJIMYeCTBa IJIMCTOB B Jee,
KOTOpOE IPOCTABIISICTCS HA OCHOBAaHWHU JIMCTA-3aBEPUTEINS JIejIa, M CPOKA XpaHEHMs nena (Ha Jaenax
MMOCTOSIHHOT'O XPAaHEHUs! MUILIETCS: «XPAaHUTh MTOCTOSTHHOY ), KOTOPBII MEPEHOCUTCS Ha OOJIOKKY JAeia
13 HOMCHKJIATYPBI TIOCJIE CBEPKH €ro IO CPOKaM XpaHEHUS B IIEpEUHE.
8.13. Jlma yueta HOKYMEHTOB ONpPECIIEHHBIX KaTerOpUil A€ MOCTOSHHOTO UM BPEMEHHOTO (CBBIIIE
10 sret) XpaHEeHUs, YIET KOTOPHIX BEI3BIBACTCS CIICHU(GHUKON TaHHOW HOKyMEHTAIlUH (JIMYHBIC JIelia,
0c000 IIEHHBIE), COCTABIIAETCS BHYTPEHHSA ONMCH JOKYMEHTOB Jiena (1ajiee — BHYTPEHHSS OTIHCH).
BHyTpeHHIOI ONMCh HEOOXOAMMO TaKKE€ COCTABJIATH B JiesiaX MOCTOSIHHOTO W BPEMEHHOTrO (CBBIIIE
10 mer) xpaHeHUs, CHOPMHPOBAHHBIX II0 Pa3HOBHAHOCTSIM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE PacKphIBaIOT KOHKPETHOE COAEPKaHUE JOKYMEHTOB.
BHyTpeHHSIST ONUCH COCTaBISIETCS HAa OTACIBHOM JIHCTe 1o (hopMme, ycraHoBieHHOU [IpaBumamu
OpraHu3allid XpaHEHWs, KOMIUIEKTOBAHUsS, ydYeTa U HCIOIB30BAaHUS JOKYMEHTOB ApPXHBHOTO
dbouma PO wu qpyrux apXuBHBIX JOKYMEHTOB B rOCYJAapCTBEHHEBIX OpraHax, OpraHaXx MECTHOTO
caMOYTIPaBIICHUST 1 OPTaHU3aIMIX, YTBEPKIACHHBIMH Tpuka3zoM PocapxmuBa ot 31.07.2023 Ne 77.
K BHyTpeHHel omnucH Jiela COCTaBIISIETCSl UTOrOBas 3alliuCh, B KOTOPOW YKa3blBaeTcs Hudpamu
U MPOIHCHI0 KOJUYSCTBO BKIIOYCHHBIX B HEE IOKYMEHTOB M KOJIUYECTBO JINCTOB BHYTPEHHEH OIHCH.
BHyTpeHHsII ONHCh IIOAIMCHIBACTCS €€ COCTABHTEIEM C yKa3aHHEM JOJDKHOCTH, IIOJIIHCH,
pacmuGpOBKYU MOIIMKUCH U HYMEPYETCs B JIelIe OTACIBHO.
9. Opranu3anusi ONepaTUBHOTO XpPaHEHUsI IOKYMEHTOB.
9.1. CmomMeHTa 3aBefieHHs U 10 nepenadn jAen B apxuB MAJIOY gema XxpaHSTCS II0 MECTY
ux (popmupoBaHHUs.
PaGotHuKH, OTBEUAIONINE 3a ACIOMPOU3BOJICTBO, OOSI3aHBI 00ECIIEUNBATE COXPAHHOCTH JOKYMEHTOB
U Je.
C 1enpi0 MOBBIIMICHUS OINEPATUBHOCTH IOMCKA JTOKYMEHTOB JIeJIa PAcIoaraloTcsi B COOTBETCTBHH
C HOMEHKJIaTypOU Jie.
Ha xopenrkax oOJ0xKeK JeN YKa3bIBAIOTCS HHACKCHI I [I0 HOMEHKIIAType.
9.2. Bpimaya Jen, O3HAKOMIICHHWE C JIOKyMEHTaMHu, pabOTHUKaM 0Opa3oBaTeILHOW OpraHU3aIuu
HNPOU3BOAUTCS C pa3pelieHus 3apeayromeid MAJIOY.
9.3. U3bpsiTHEe MOKYMEHTOB U3 JIEJI TIOCTOSIHHOTO XpaHEHUs MJOMYCKAeTCS B MCKIIOUYHUTEIIHHBIX
ClIy4dasixX, TII0 3arpocaM KOMIICTCHTHBIX OpPraHoB W IIPOU3BOAUTCA C IMUCBMCHHOT'O pPa3pCHICHUA
pykoBoauTesnss 00pa3oBaTEIbHON OpraHu3allid € OCTaBJICHHEM B JieJieé 3aBEPEHHON KOMHUHU
JIOKYMEHTa U aKTa O MPUYHHAX BBIAYN MMOIJINHHUKA.
10. ITopsinok nepegaun JOKYMEHTOB Ha XpaHeHUe
B apxuB MAJIOY.
10.1. B apxus MAJIOVY mnepenatoTcs Aefla MOCTOSHHOTO, BpeMeHHOro (cBeiiie 10 yeT) XxpaHeHus.
Hx mepenada mpoU3BOAUTCS IO OITHCSIM JICIT.
3aKOHUYEHHBIE IEJIONPOU3BOJACTBOM JI€fIa IIOCTOSIHHOTO, BpeMeHHOro (cBeime 10 jer) XpaHeHHs
MOCJie OKOHYAHWS KaJICHAAPHOTO Tojla, B KOTOPOM OHH OBLUIM 3aBEACHBI, MOJJICKAT O(POPMICHUIO
B COOTBETCTBHUH C HACTOSIIIIEH HHCTPYKIMEH u niepenarorcs B apxus MAJIOY.
10.2. B mepwoa mnoArotoBku nen k nepegaue B apxuB MAJIOY OTBETCTBEHHBI 3a apXUB
MpEIBAapUTEILHO TPOBEPSCT MPABMIBHOCTh WX (popmupoBaHUs, OGOPMIICHHS U COOTBETCTBHE
KOJIMYEeCTBAa JEJ, BKIIOYCHHBIX B ONHCh, KOJHWYECTBY [I€JI, 3aBEIACHHBIX B COOTBETCTBHH
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C HOMEHKJIaTypoOil. Bcee BBISIBJICHHBIE pu  NPOBEPKE HEIOCTaTKU OTBETCTBEHHBIE
3a JISJIONPOU3BOJICTBO 00s3aHBI yCTPAHUTh.
10.3. TIlpuem Kaxaoro Jejia MPOU3BOAUTCS OTBETCTBEHHBIM 33 apXMB B IIPUCYTCTBUU
OTBETCTBEHHOI'0  3a JeJoNnpou3BoAcTBO. Ha sk3emIuisipax omMcu HNPOTUB  KaXJOro Jeia,
BKJIFOUEHHOT'O B Hee, JellaeTCsd OTMETKa O HaJIW4YWUM Jella. B KOHIe KaKAOTO HK3eMIUISIpa OIHUCU
YKa3BIBAIOTCS IU(PpamMy ¥ MPOMUCHI0 KOJWYECTBO (PAKTHUESCKH TPHHSITHEIX B apXuB JACN, HOMEpa
OTCYTCTBYIOIIUX JIEJI, AaTa pueMa-nepeiadn J1ell, OJANUCH OTBETCTBEHHOTO 32 apXUB U paOOTHHKA,
repeaaBuIero Jena.
10.4. B cayuae peopranuzanmu MAJIOY nokyMeHTHI TMeperaroTcsi MO akTy Mpuema-nepeaadn
MPaBONPEEMHUKY WM IPU OTCYTCTBUHU MPABONPEEMHUKA — B MYHUILIMIIAIbHBIA apXUB.
11. DkcnepTH3a HEHHOCTH JOKYMEHTOB.

11.1. DkcnepTuza IIEHHOCTH JIOKYMEHTOB — OMNpEAeIeHue COOTBETCTBUS JOKyYMEHTa U (WJIN)
JIOKYMEHTOB KpHUTEpHsIM €ro (MX) IEHHOCTH B IEISIX ONPEACICHUS CPOKa XpaHEHUs U 0TOOpa
JIOKyMeHTa U (WJIM) JIOKYMEHTOB JUIsS Tiepefadd Ha XpaHeHus B apxuBe MAJIOY unu BblICICHHS
K YHUUYTOXXEHHIO TI0 UCTEYEHUH YCTAaHOBJIEHHOTO CPOKa XpaHECHUS.
11.2. DkcnepTH3a NEHHOCTH JOKYMEHTOB Ha CTa/INU ASIIONPON3BOICTBA TIPOBOIUTCS:
P COCTABIICHUU HOMEHKJIATYPHI JeIT;
B mporecce popMUpOBaHUS AT U MIPOBEPKHU MPABIIIFHOCTA OTHECEHUS TOKYMEHTOB K JIeIIaM;
IpYU IIOArOTOBKE A€ K IIOCIEAYIOIIEMY XPaHEHHUIO;
B apXHMBE B IIpollecce MOATOTOBKU Ha XpaHEHHE B MYHHULIMIIAJIbHOM apXHUBe.
11.3. JIns opraHu3alid W OPOBEICHUS SKCIEPTH3BI IIEHHOCTH JTOKYMEHTOB B 0Opa30BaTEIbHOU
OpraHU3alluy CO3JaeTCsl MOCTOSHHO JeUCTBYIOMIAs SKcepTHast komuccus (nanee — OK).
11.4. ®ynkuu u ipaBa DK, a Takke opraHuzanus ee padoThl ONPEACIsIeTCs MOJIOKESHHEM, KOTOPOe
yTBepKaaercs 3aBenyromeir MAJIOY.
11.5. DkcnepTru3a LEHHOCTU JOKYMEHTOB MOCTOSHHOI'O W BPEMEHHOT'O XPaHEHHSl OCYIIECTBIISIETCSA
€KEroJHO HENOCPEICTBEHHO JIMLIAMHU, OTBETCTBEHHBIMU 3a AEJI0IPOHU3BOACTBO, coBMecTHO ¢ DK npu
HETOCPEICTBEHHOM METOIMYECKOM PYKOBOJCTBE OTBETCTBEHHOrO 3a apxuB MAJIOY.

11.6. Ot6op HOOKYMEHTOB [JIsi IIOCTOSHHOTO XPAaHEHUS MPOBOJHUTCS B COOTBETCTBHH
c HomeHkiatyporr 1nen MAJIOY, THUIIOBBIMH | BEIOMCTBEHHBIMHU NEPEYHSIMH JIOKYMEHTOB
C YKa3aHUEM CPOKOB MX XpaHEHHS IMyTeM IIOCTPAaHUYHOTO MPOCMOTpa Ae.
B ngenax TOCTOSIHHOTO XpaHCHHS TIIOIJIEKAT H3IBIATHIO AyOJIETHBIE JK3EMIUBIPHI JOKYMEHTOB,
YEPHOBUKHU, HEOPOPMIICHHBIEC KOITMHU JJOKYMEHTOB U HE OTHOCSIIIMECS K HUM JIOKYMEHTHI.
Jena cormerkorr "JIIIK"/"OK" mnoasepraroTcs TakXke MOJIUCTHOMY HPOCMOTPY  C HEIbIO
OIIpENEICHNUsl U BBIAEJIEHUsI U3 UX COCTaBa JOKYMEHTOB, IOJJIEKAIIUX [OCTOSHHOMY XPAaHEHMIO.
Hema c¢ ormetkorr "DIIK"/"OK«, conmepikammue TOKYMEHTBI ITOCTOSHHOTO XpaHCHHWS, ITOJIeKAT
nepeopMHUpOBaHUIO.  BEImEIEeHHBIE W3 UX COCTaBa  JOKYMEHTHI  ITOCTOSTHHOTO — XpaHEHHUsS
MPUCOSIUHAIOTCS. K OAJHOPOJAHBIM JienaM U OopOPMIISIFOTCS B caMOCTOsITeNIbHBIE JAena. Cpoku
XpaHEHUsl Jej, COJEp’KallMX OCTaBIIMECS JOKYMEHTHl BPEMEHHOI'O XPaHEHUs, OIPEIeIsIIOTCS
10 BEAOMCTBEHHOMY (M THIIOBOMY) IIEPEYHIO JOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHCHHs
u HOMeHKiaType gnen. llogmuBka BHOBb C(HOPMUPOBAHHBIX Jed IIPOMU3BOAMUTCS TOJBKO IIOCIIE
3aBEPIICHUS YKCIIEPTU3bI [IEHHOCTH TOKYMEHTOB.
OAHOBPEMEHHO C OTOOPOM JIOKYMEHTOB MOCTOSIHHOTO M BpeMeHHOT0 (cBblie 10 JeT) XpaHeHusl 1ist
repenadn B apXUB IIPOBOITUTCS OTOOp M€l M JOKYMEHTOB BpeMeHHoro (mo 10 mer) xpaHeHwHs,
MOJIeKAIIUX JajJbHEHUIIEMY XpaHEHHUIO, BBIIEICHUE K YHUUTOXKEHMIO Jell  3a Ipelblayline
KaJIeHJAapHble TOABbl C UCTEKIIUMU CpoKaMHM XpaHeHHus. [Ipu O5TOM yYHUTBIBAIOTCS OTMETKH
B HOMEHKJIaType nen «J/lo muHoBanus HagooHocTH» (JIMH), «IIpu yciioBuM 3aBeplliecHUs] TPOBEPKH
(peBusumn)» u T. 1.
[MapannenbHO OpoBepsieTcsl KayecTBO U MOJIHOTa AeWCTBYoledl HoMeHknaTtypel aen MAJZIOVY,
MPaBWIBHOCTD OIPEAEIICHNUSI CPOKOB XPAHEHUS [I€JI, 3aBECHHBIX B COOTBETCTBUM C HOMEHKJIATypOu
JieJ1, COOII0IEHHE YCTaHOBIIEHHOTO Mopsiaka 0hOpMIIEHHS TOKYMEHTOB U (POPMUPOBAHUS JIE.
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11.7. ApXUB IPOBOJUT SKCHEPTHU3Y IIEHHOCTH JTOKYMEHTOB IIPH 0TOOpE MX Ha XpaHCHHE.

11.8. B cnyuae oOHapy>keHUsI B TIPOLIECCE TTPOBEICHUS DKCIIEPTU3HI LIEHHOCTH TOKYMEHTOB B apXHUBE
HEJOCTauu JOKYMEHTOB NOCTOsSHHOro xpaHeHuss MAJIOY [omkHbl ObITh HNPUHATHI MEPbI
10 PO3BICKY 3THUX JOKYMEHTOB.

MAJOY 006s3aHO CHUCTEMaTHYECKH OIUCHIBATH JOKYMEHTBHI MO JUYHOMY COCTaBy M JOKYMEHTHI
BpeMeHHOTro xpaHeHus (cBwime 10 jer), obecrieunBaTh NX COXPAaHHOCTD U y4eT.

11.9. Ha Bce 3aBepllieHHBIE JICIONPOU3BOJICTBOM Jieja MOCTOSHHOTO, BpeMeHHoro (cBeiiie 10 jer)
XpaHEHUsI U [0 JUYHOMY COCTaBy, MPOMIEAIINE OKCIEePTU3y [EHHOCTH U OPOPMIICHHEIS
B COOTBETCTBHUHU C HACTOSIIIIUMH TPEOOBAHUSAMU, €XKErOJHO COCTABISIIOTCS omucu Aen. OTaenpHas
ONHUCH JeJl MNpeACTaBiseT coOOil MepeyeHb JIeJI C CaMOCTOSITeNIbHOM BaJIOBOM (TIOPSIKOBOM)
HyMepaImei.

Onucu J1en COCTaBISIIOTCA OTJENBbHO Ha Jiefia MOCTOSTHHOTO XpaHEeHUs, JieJla BPpEMEHHOTro (CBBIIIE
10 mer) xpaHeHWs, Jena IO JUYHOMY coctaBy. Ommcm nen  odopmisitoress 1o popmawm,
yCTaHOBJIEHHBIM lIpaBmiiamMu opraHm3anuy XpaHCHHS, KOMIUIEKTOBAHUsI, ydeTa M HCIIOJIb30BaHUS
JOKyMeHTOB ApxuBHOTO (poHAa PD m npyrux apxXuBHBIX JOKYMEHTOB B FOCYJAapCTBEHHBIX OpraHax,
opraHax MECTHOTO CaMOYIIPaBJICHUS U OpraHU3alMsIX, YTBEPKICHHBIMU NpuKa3oM PocapxuBa
ot 31.07.2023 Ne 77.

Onucu el COCTaBIISIIOTCS €KETOJTHO B JIBYX DK3EMILISIpax.

ITo sTuMm omucsam noapaszfieIeHus cIaloT TOKyMeHTHI B apxuB MAJIOV.

OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE U Ka4eCTBEHHOE COCTAaBJICHME OIMCEM HeceT 3aBeyIOIMil
MAJZOY.

11.10. Ilepen BHeceHHMEM 3aroJIOBKOB JEJI B OMUCH IIPOBEPSAIOTCS KadyecTBO (HOPMHUPOBAHUS
1 opOpMIIEHUST JIeJI, COOTBETCTBHUE KOJIMYECTBA JEJ, BHOCHUMBIX B OIHUCH, KOJIHYECTBY 3aBEICHHBIX
nen o HomeHknarype MAJIOV.

[Ipu mpocmoTpe J1es1 MPOBEPSIOTCS:

COOTBETCTBHE 3aroJ0BKa Jeja COASP KaHUI0 JOKYMEHTOB B JIEJIE;

NPaBUIBHOCTH O(OPMIICHUS U TPYIIUPOBKHU JOKYMEHTOB, BKIIOUEHHBIX B JIEJIO0;

KayeCcTBO NOAIIMBKY WJIM HepeIvieTa Jea;

MPaBUIBHOCTh HyMEpalHuH JINCTOB JIETIa;

HaJIMYHE B JIeJie B HECOOXOIUMBIX CIIy4asX BHYTPEHHEH OIHCH;

MPaBIIILHOCTEH O(POPMITCHUS OOJIOKKH JIeia;

HaJIM4YWEe U MPaBUIBHOCTh O(DOPMIICHUS JINCTa-3aBEPUTEIS JIeTia.

B cnydae oOHapyXeHHsI HapyIICHHUS YCTAaHOBJICHHBIX IPaBHI (DOPMHPOBAHUS U OPOPMIICHHUS eI
OHU JIOJKHEI OBITH yCTPAHEHBI.

B ciyuae oOHapy>XeHHsI OTCYTCTBUSI JIeJI, YHCISIIIUXCS 1O HOMEHKJarype 1nen MAJIIOY
MIPUHUMAIOTCS MEPHI 10 UX po3bIcKy. OOHapyKeHHEIE NIejla BKIIOYAOTCS B OMHCH. Eciu mpuHsTHIE
MEpBhl HE Il Pe3yJIbTaTOB, TO Ha HEOOHApYy>XEHHBIE Jiejla COCTAaBJISIETCSl CIOpaBKa O MPUYUHAX
OTCYTCTBUS JieJl, KOTOpas NmoAnuckiBaercs 3aBenyromied MAJIOY u nepenaeTcsa BMECTE C ONUCHIO
nen B apxus MAJIOVY.

11.11.I1pu cocTaBiI€HUU OMKUCH JIe]T COOIIOAAIOTCS CISAYIOIIE TPeOOBaHUS:

3arOJIOBKH [JI€JI B OIMCH JOJDKHBI COOTBETCTBOBATH 3aroJIOBKaM JeJ B HOMEHKJIAType Aed U TOMY,
YTO BBIHCCCHO Ha O6J'IO)KKy, B COOTBCTCTBHUU C l'[pPIHSITOﬁ CXEeMOM cCucreMaTu3aluum,

KakJ10€ JIeJI0O BHOCUTCS B OIMUCH I10J1 CAMOCTOSATEIbHBIM MOPAIKOBBIM HOMepoM. Eciu aeno coctout
u3 AByX u Oojee dYacTed WIM TOMOB, TO KaXXJIas dYacTb WM TOM BHOCHUTCS B ONHUCH IIOJ
CaMOCTOSITEIIbHBIM HOMEPOM.

11.12. T'padsl oOmMHMCH 3amoOJHSIIOTCS B TOYHOM COOTBETCTBHHU C TEMU CBEIACHHUSMH, KOTOpPHIC
BBIHECEHBI Ha O0JIOXKKY Jena.

11.13. Ilpu BHECEHMH B OHUCH MOJAPSA A€ C OAMHAKOBBIMHU 3aroJIOBKAMH MHUIIETCS MOJHOCTBHIO
3aroJIOBOK IIEPBOTO JI€JIa, & BCE OCTAJIbHBIE OJTHOPOIHBIE Jieja 0003HAYar0TCs ciaoBaMu «To xey», mpu
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9TOM JIpyTHe CBEACHMS O JeTaX BHOCATCS B ONUCH INOJHOCTHIO (HA KaXKIOM HOBOM JIHCTE OIHCH
3aroJIOBOK BOCIIPOM3BOAUTCS MOJHOCTBIO).
11.14. I'pada onmcu «IIpumedanue» HCHONB3yeTCs UII OTMETOK O MpueMe e, 00 0COOEHHOCTIX
HX (U3MYECKOTO COCTOSHHSA, O Iepefade Jiel NPYIHM CTPYKTYPHBIM ITOJpaseleHIsIM CO CCBIIKOM
Ha HEOOXOIUMBIN aKT, O HAJTUYUU KOIIUK U T. 1.
11.15. B xoH1e omucu Bciel 3a MOCIHEeTHENH OMMCATeNbHOM cTaThel JeNaeTcs UTOropas 3alluch,
B KOTOPOI1 yKa3bIBaeTcs (IM(ppaMy U MPOIHCHIO) KOJIMYECTBO /eI, YHCIAIINXCS 110 OIHCH, MEePBBII
U TIOCTIEJHUI HOMEpa JIeJI IO OMHCH, a TAK)Ke OTOBapUBAIOTCSI OCOOCHHOCTH HyMepanuH Je B OIHCH
(JIuTepHBIe HOMEpa JIe]l ¥ IPOIyLIeHHbIe HOMepa).
11.16. Onuce nen noanuceiBaercs 3aseaytomeit MAJZIOY.
11.17. ITo pe3ympTaTaM SKCTIEPTH3HI IIEHHOCTH JOKYMEHTOB COCTABIISIIOTCS ONMCH A€M MOCTOSHHOTO,
BpeMmeHHoro (cBeime 10 JeT) XpaHeHUs U IO JUYHOMY COCTaBY, a TAaKXKe aKThl O BBIIEICHUH eI
K YHUUTOXXEHHIO.
11.18. AKT 0 BBIIEJIICHHM K YHHYTOXXCHHIO JOKYMEHTOB COCTaBJIAETCS, KaK NPaBWIIO, Ha BCE Iea
MAJIOY. 3aroioBku 0OTHOPOAHBIX €T, OTOOPAHHBIX I YHUYTOKEHHS, BHOCATCS B aKT MOJ OOIIUM
3aroJIOBKOM C yKa3aHHEM KOJIMYECTBA JIeJ, OTHECEHHBIX K JaHHOH rpynmne. Jlena BKIIOYAIOTCS B aKT
0 BEIJITICHUH WX K YHUYTO)KEHHIO, €CIH IPEIyCMOTPEHHBIH JUIi HHUX CpPOK XpaHEHWs HCTEK
K | sHBapst rofa, B KOTOPOM COCTaBJIE€H aKT, NPH HAJIMYUK yTBEPKICHHOI (COTIIAcOBAHHOI) omucu
32 3TOT NEpUuoA. AKT O BBIACICHHM K YHHYTOXKCHUIO JIOKYMEHTOB cocrasisercs Qopme,
ycraHoBiieHHOW [lpaBuiaMu opraHW3alyiM XpaHEHHs, KOMIUIEKTOBAHMS, Y4€Ta W HCIOJIB30BAHUS
JIOKyMEHTOB ApxuBHOTO (oHma PO u npyrux apXuBHBIX JOKyMEHTOB B IOCYJapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIpAaBICHUS U OpPraHu3allMsAX, YTBEP)KACHHBIMU IIpHKa3oM Pocapxusa
or 31.07.2023 Ne 77.
CormacoBannsie DK MAJIOY aktel  yrBepxknarorcst 3asemytomeir MAJIOY mnpu  Hamwumn
YTBEPKACHHBIX ONMHUCEH AeN IMOCTOSHHOTO XPAHEHUsS! U COINIACOBAHHBIX OIMCEH A€M IO JMIHOMY
COCTaBy 3a TOT e mnepuof, mocie yero MAJIOY umeer mpaBo YHHUTOXKaTh JeJa, BKIIOUCHHBIE
B JIaHHBIE aKTEHI.
Ilorpy3ka ¥ BEIBO3 Ha YyTHIM3AIHIO OCYLIECTBISIOTCS II0J KOHTPOJIEM OTBETCTBEHHOTO 3a apXUB
MAJIOVY 1 0TBETCTBEHHOTI'O 32 AEIONPOU3BOICTBO.

12. Tlepenaya JOKyMEHTOB HA XpaHEHHE B MyHHIIUNIAJILHBIH apXHB.
12.1. TIlepemaua nenm B MyHHIWNAJIBHBIH apXWB OCYIIECTBIAETCA IO aKTy IpHEMa-TIepenatdn
apXMBHBIX JOKYMEHTOB Ha XpaHEHHE U B 3apaHEe COIJIACOBAHHBIE C MYyHMIUINAIBHBIM apXHBOM
CpPOKH.

13. Ucnonp30BaHue qo0kymMeHToB apxuBa MAJIOY.

13.1. JIokyMeHTHI U Jena, HaXOAsIIUecs Ha XpaHCeHWH B apXWBE, MPEICTABISIOTCA pPaOOTHHKAM
MAJIOY nst paGoThl B HOMEICHUH apXHBa WK BO BpeMeHHOe (He Gosee Mecsiiia) MojIb30BaHue BHE
apXxuBa I10J1 PacIIiCKy B XKypHaje ydera BbIauu fen (nprioxenue Ne 11).
13.2. Pabotaukn MAJIOY HecyT OTBETCTBEHHOCTh 3a COXPAHHOCThH U IIPABIIIBHOE HCIIOJIB30BAHHE
MOTy4EHHBIX apXUBHBIX JOKYMEHTOB.
13.3. H3bATHE NOKYMEHTOB W3 apXWUBHBIX Jei, nepenada pabotHukam MAJIOY  apXxuBHBIX
JIOKYyMEHTOB WJIM WX KONUH paOOTHHUKAM JpPYIHX OpraHW3aluil 0e3 pas3pemieHus pyKOBOACTBA
HE JIOIMYCKaeTCsL.
13.4. Tlpn paboTe C apXWBHBIMH JOKYMEHTaMH He pa3pemiaeTcs BHOCHTh B HHX MpaBKy, JeNaTh
TIOMETKH, paboTaTh ¢ HUIMH BHE CITy’K€OHBIX TIOMEIICHHUH.
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