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NHCTPYKIMSA 11O JEJOITPOU3BOACTBY

1. Oowmmue noJsioxkeHnst

1.1. Hacrosimas HMHCTPYKIMS 1O  JAEJNONPOU3BOJACTBY B  ABTOHOMHOMU
HEKOMEpUYeCKOoW opraHmuzanuu odieoOpa3zoBarenbHON opranuzanuu «lIporumuazus Nel4
«KypaBymka» (nanee MHCTpyKIMsI) yCTaHaBIMBAET €AUHYIO CUCTEMY JIEJIONPOU3BOICTBA U
MOPAJIOK MOJATOTOBKH, O(GOPMIIEHUS U MPOXOKJIEHUS KOHTPOJS 3a HCIOJHEHHEM. Y4era,
XpaHEHMsI, M3TOTOBJICHHS, KOMHUPOBAHUS M THPAKUPOBAHUS CIYKEOHBIX JOKYMEHTOB B
AHO OO «IIporumuasust Ne 14» (nanee I[Iporumuaszus).

1.2. HWHcrpykuus paspaboTaHa B COOTBETCTBUU C TPeOOBAHUSIMH (eaepaabHbIX
3aKOHOB.

1.3. Ilpumenenue WHCTpYKIHH JOJDKHO CHOCOOCTBOBaTh  (HOPMHPOBAHUIO
o(puIIMaNTBbHOTO JENOBOrO CTWISL JOKYMEHTOB, NOJATrOTaBIMBaeMbiXx B Ilporumuasuu;
COKpAIICHUIO 3aTpaT TPyJda U CPEICTB, B IPOILECCE CO3JaHUs JNOKYMEHTOB. MHcTpyknus
ABIISIETCSL 00A3aTETbHON 711 MCHOMHEHHWsS PaOOTHUKAMU M JIMIAMH, OCYIIECTBISIOUIMMHU
MOJITOTOBKY U O(popMIIEHHE TOKYMEHTOB.

1.4.  Tlonoxenuss MHCTPYKIIMU pacpOCTPAHSAIOTCS Ha OpraHU3alui0 padoThl ¢
JOKYMEHTaMH HE3aBUCHMO OT BUJA HOCHUTEIS, B TOM YHCIIE€ IEKTPOHHBIMHU TIOKYMEHTAMU,
BKJIIOYasi TOATOTOBKY, 00pabOTKy, XpaHEHHE U  UCIOJb30BAaHHE JIOKYMEHTOB,
OCYIIECTBIISIEMbIX C MPUMEHEHUEM MH(POPMAIIMOHHBIX TEXHOJIOTHA.

1.5.  [IpaBuna BeneHus AeIONPOU3BOICTBA, YCTAHOBIEHHBIE HACTOSIIEH
WHucTpyKIme, IBISIOTCS 00s13aTeNIbHBIMU JJIs KaXx10T0 padoTHuKa [Iporumuaszum.

1.6. OTBEeTCTBEHHOCTH 32 OPTaHMU3AILNIO U COCTOSIHHE JAETONPOU3BOCTBA B
[IporuMHa3nu HECET QUPEKTOP, KOTOPBIN:

- yrBepxKaaeT MHCTpYKIHIO IO 1EI0NPOU3BOICTBY U HOMEHKIATYPY A€l
IIporumuasuu;
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— YIOCTOBEPSIET MOAINMUCHIO U MEYaThIO JOKYMEHTBHI.

1.8. [IlepconanmpHasi OTBETCTBEHHOCTh 3a OPTaHU3ALMIO JIEIONPON3BOJICTBA,
CBOCBPEMEHHOE M KAa4eCTBEHHOE MHCIIOJIHEHHE JOKYMEHTOB, COXpPaHHOCTb Jied B
[IporumHasuu Bo3NaraeTcsi Ha HEMOCPEACTBEHHBIX HCIOJHUTENEH B TOW 4YacTH, KOTOpas
OTHOCUTCS K Kpyry HX oOsd3aHHOCTEW (Hajlee — OTBETCTBEHHBIE 3a BEICHHE
JIEJIONIPOU3BOJICTBA):

— 3aMmecTuTels aupekropa mno YP;
— CTapluero BOCHUTATENS;

— Oyxranrepa;

— 3aBENYIOLIETO X03iCTBOM;

— CTapIIyro MeICecTpy.

OTBETCTBEHHBIE 3a BEJICHUE JIETONPOU3BOACTBA B COOTBETCTBUHU C BO3JIOKEHHBIMHU
Ha HUX 33JJa4aMHU:

— OCYILECTBIISIOT PETUCTPAIUIO U YUET TOKYMEHTOB;

— OPTaHU3YIOT TOKYMEHTO000pOT, GOpMUPOBAHUE JIETI, UX XPAHCHHE,

— OCYILECTBIISIIOT TEKYUIMH KOHTPOJIb 3a CBOEBPEMEHHBIM pAacCMOTPEHUEM U
MPOXOXKICHHEM TIOKyMeHTOB B [IporumHaszuu;

— of0ecneunBarOT COONMIOJCHUE €IUHBIX TPEOOBAHMI MO MOATOTOBKE JTOKYMEHTOB U
OpraHu3aluy padoThl C HUIMH B YCJIOBHSIX 3JEKTPOHHOTO IOKYMEHTO000pOTA;

— 0006m1aroT nHDOopMaIuo 00 00beMax JOKYMEHTO000POTa;

— OPraHU3yIOT (OPMUPOBAHHE U XPAHEHUE JOKYMEHTAIIMOHHOTO (OHIIA U €ro
HCIIOJIb30BaHHUE.

1.9. Ilpu yxone B OTITYCK, BbI€3/I€ B KOMaHANPOBKY, Ha BpeMsl O0JIE3HN WIIH B CITydae
YBOJIbHEHHUSI OTBETCTBEHHBIC 32 JIETOMPOU3BOJICTBO 00sI3aHBI MIEpeiaTh BCE HAXOMASIIUECT Y
HUX JIOKYMEHTHI JPYroMy pabOTHUKY TI0 aKTy mnpremMa-repenadn (mpuiaoxenus Ne 1, Ne 2).

1.10. OtBeTCTBEHHBIC 32 JIETOMPOU3BOACTBO B [IporuMHasum HeCyT MmepcoHaIbLHYIO
OTBETCTBEHHOCTH 32 BBIMOJIHEHUE TpeOoBaHUN MHCTPYKIIMM U COXPAHHOCTD HAXOISIIUXCS
y HHX JOKyMeHTOB. O ciywasx yTparbl, HOpPYHM 3apETrMCTPUPOBAHHOIO JIOKYMEHTA
OTBETCTBEHHbIE 3a JEJONMPOU3BOACTBO O0S3aHbI HE3aAMENJIUTENIHO JIOJIOKHUTh AUPEKTOPY
[Ipornmuazum.

1.14. Buecenue u3MmeHeHUul B MHCTPYKIMIO OCYLIECTBISETCS MPUKA30M JTUPEKTOPa
[Ipornmuazum.

1.15. C BHOBb NPUHATHIMU PAOOTHUKAMH, HA KOTOPHIX BO3JIAral0TCs 00S3aHHOCTH TIO
BEJICHUIO JIEJIONPOU3BOJCTBA, B TEUYCHHME TpeX JAHEH IOcie TMOCTYIJIeHHs Ha paldoTy
MPOBOAMUTCS] UHCTPYKTAX IO BEICHUIO JIEIONPOU3BOACTBA JupekTopoM [Ipornmuaszum.

1.16. PaboraTh ¢ JOKyMEHTaMH BHE CIIY)KEOHbIX MOMELIEHUH U BHOCUTh B HUX
VCIIPABJICHUS 3aIPEIAeTCs.

1.17. BeneHue TmepenucKd C OPraHU3alUsIMU  OCYLIECTBIAETCS JTUPEKTOPOM
[TporumMHa3uu WM UHBIM YIIOJTHOMOYEHHBIM UM JOJIKHOCTHBIM JIULIOM.

1.18. Brimonnenue Hacrosimeid MHCTpyKIM 005S3aTENbHO A KKAOro paboTHHKA
[Iporumuasuu, ¢ ee TpeOGoBaHUAMH PAOOTHUKH JOJDKHBI OBITH O3HAKOMIICHBI O/ IIOATHCH.

2. JlokymMeHTBI 00pa3oBaTe/JbLHONH OpraHu3al UK
2.1. Tupextop IIporuMHa3uu WM JUIO, UCIOJHSIOUIEE €ro O0S3aHHOCTH, M3/JAeT
NpHUKa3bl, MHCTPYKLUMH, MpPaBUIIA, MOJIOKEHHS, OOsA3aTeNIbHbIE ISl WCIOJHEHUS BCEMHU
pabotHukamu [IporumHuasum.
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2.2. Xopn oOcyxJieHusl BOIIPOCOB Ha 3aceaHuAX KOJJIETHAIbHBIX OPIaHOB, COBETOB,
coOpaHUsIX, COBEIIAHUSX U PEUICHHs, IPUHUMAEMble Ha HUX, (QUKCUPYIOTCS B TPOTOKOJIAX.

2.3. Ins ocyuiecTBI€HUS OINEPAaTUBHBIX CBS3€W C JIPYTUMU OpraHU3alMsIMH U
rpakJaHaMl MCIOJBb3YIOTCS Takue (OpMBL, Kak NHUCbMa, (aAKChl, TEJIErpaMMBlI,
TenepOHOIPaMMBI.

2.4. ]Ins  OoCyUIECTBJICHMs] TIpHeMa, YBOJbHEHUS, IMepeMelleHus paOOTHHUKOB,
IPEIOCTABICHNUS] UM OTIIYCKOB O(OPMIISIFOTCSI TPYAOBBIE JOTOBOPHI, MPUKA3BI 110 JTUYHOMY
COCTaBY, 3asBJICHUS, TPYAOBbIC KHWKKH, JTUYHBIE KAPTOYKHU U JIp.

3. IlpaBuJia opopMiIeHHs JOKYMEHTOB

3.1. OcHoBHbIe TpeOOBaHMS 10 0HOPMIICHUIO TOKYMEHTOB

3.1.1. JloxymeHtsl odopMisiioTcs Ha Omankax [IporumMHa3sum ©  HMEIOT
YCTAHOBJICHHBI KOMIUIEKC OOS3aTCIBHBIX PEKBU3UTOB W CTAOWIJIBHBIA TOPSAIOK WX
pacnofiokeHuss  (pacroyio)KeHHe  PEKBU3UTOB  Ha  ONaHKaX  OpraHu3alMOHHO-
pacnopsauTenbHbiX  AokyMeHToB cootrBerctByer ['OCT P 7.0.97-2016 «Cucrema
CTaHAapTOB MO MH(pOpMaLMU, OMOIMOTEUHOMY M M3JaTelIbcKoMy eny. OpraHuzalnuoHHO-
pacrnopsiauTeNnbHas JoKyMeHTauus. TpeOoBaHus K 0QOPMIICHUIO TOKYMEHTOBY ).

3.1.2. B IIporumMHasuu mpuMEHSIOTCS TIPOI0JIbHBIC OJTaHKH:

— Onank uchMa (mpusoxkeHus Ne 3, Ne 4);

— OsaHK npukasa (nmpuitoskenus Ne 5, Ne 6).

brnanku 1oxymMeHTOB M3roTaBinuBaroTcs Ha Oymare opmatoB A4 (210 x 297 mm), AS
(148 x 210 mM). Kaxnaerii auct mokymMeHTa, oOpMIICHHBIM Kak Ha OJIaHKe, TaKk W 0e3
OnaHKa, JOJHKEH UMETh TOJIST:

20 MM — JI€BOC;

10 MM — mpaBoe;

20 MM — BepxHee;

20 MM — HIXKHEE.

JIOKYMEHTBI ITTUTENBHBIX CO CPOKOM XpaHeHus cBbIlIe 10 JeT T0IKHBI UMETh OIS

30 MM — 1€BOE;

10 MM — paBoe;

20 MM — BepxHee;

20 MM — HUKHEE

Hcnons3oBanue O6J1aHKOB MPOU3BOJIBHONM (POPMBI HE pa3peraeTcs.

3.1.3. Ilpu co3manum JOKyMEHTa Ha JBYX U O0ojee CcTpaHUIlaXx BTOPYIO U
NOCIIEAYIOIINE CTPAHUIIBI HyMEPYIOT.

Homepa ctpanuil npocTaBisioTCsl TOCEpEMHE BEPXHETO TOJIs JIOKYMEHTa Ha PacCTOSHUU
He MeHee 10MM OT BEepXHEro Kpast JINCTa.
Jlomyckaercs co3laHuME JOKYMEHTOB Ha JIMLEBOM U OOOpOTHOM cTopoHax mucta. Ilpu
JIBYCTOPOHHEM CO3J[aHUH JIOKYMEHTOB IIMPUHA JICBOTO TOJISI HA JIMIIEBOW CTOPOHE JIHCTA U
MPABOTO MOJIsI HA 00OPOTHOM CTOPOHE JIMCTA JTOJIKHBI OBITh PaBHBI.
3.1.4. JIns co3qanHus JOKyYMEHTAIIUU MOYKHO MCIIOJIb30BaTh TOJIBKO MIPU]THI:

e Times New Roman Nel3, 14

e Arial 12,13
[Tpu cocTaBnennu TabyIUILl JOMYCKAETCs UCTIOIB30BaHNE HIPU(PTOB MEHBIIUX Pa3MEPOB.
3.1.5. AG3arHbIii OTCTYI TEKCTa TIOKyMeHTa — 1,25 cwm.
3aroloBKM  pa3leNioB U MOJPA3ACNIOB IeyaTaroTcs ¢ ab3alHbIM  OTCTYNOM  WJIU
[EHTPUPYIOTCS TI0 ITUPHUHE TEKCTA.
TekcT nokyMeHTa nedaraercs yepes 1 — 1,5 MeKCTpOUHBIX MHTEpBaJa.
WuTepBan Mexay OykBaMU B CIIOBax - OOBIYHBIM.



WuaTepBan Mexay CI0BaMu — OJIMH MPOOEIT.

3.1.6. TekcT nOKyMeHTa BBIPAaBHUBAETCS MO MIUPHHE JIHCTA.

JlomryckaeTcs BbIIETICHHE 3ar0JI0BKa K TEKCTY, a TAK)KE OTACITBHBIX (PparMeHTOB TEKCTa
HOJXY>KUPHBIM HIPUPTOM.

3.1.7. HopmaTuBHO nipaBoBbIe akThl [I[porumHasum, a Takke HHbIE MHOTOCTPOYHBIE
JOKYMEHTBI O(DOPMIISIOTCS C TUTYJIBHBIM JINCTOM.

3.2. OdopmieHrEe peKBU3UTOB JOKYMEHTOB

ABTOp 1OKyMeHTa

HaumenoBanue IlpornMHasum ykasbplBaeTCsi B TOUHOM COOTBETCTBHM C YCTaBOM
[Tporumuazun. CokpaleHHOe HaMMEHOBAHUE TIOMEIAETCS 110 TIOJHBIM HAUMEHOBAaHUEM B
CKOOKax.

HamnMeHoBaHue MOMKHOCTH JIMLIa — aBTOpa JIOKyMEHTa MCIOJb3yeTcsl B OJIaHKax
JOJKHOCTHBIX JIMIL M pacrojiaraercs nojJ HauMeHoBaHueM l[Ipornmuasuu. HaumenoBanue
JOJDKHOCTH JIMIA — aBTOPAa JOKYMEHTA YKa3bIBa€TCsl B COOTBETCTBUU C HAaUMEHOBAHHEM,
NPUBEACHHBIM B PACIOPSIAUTEILHOM JOKYMEHTE O HA3HAYEHUH Ha JJOJIKHOCTb.

Crnpasounsle n1annbie 0 Ilporumuasun

CrpaBouHble 1aHHbIe 0 [IporuMHa3uu yka3pIBaloTCs Ha OJIaHKAX MHUCEM M BKIIOYAIOT
B ce0s: aapec, HoMmep Tenedona, Gakc, aapec MEKTPOHHOM MOYTHI, CETEBOM aJpec, a TakKe
OKIIO, OI'PH, MHH wu KIIII opranu3annn.

HaumeHnoBaHme BHa J10KyMeHTA

HaumeHoBanune Buaga JOKyMeHTa, cocTaBieHHOro IIpormmHasueil, IOIKHO
COOTBETCTBOBATh HAaMMEHOBAHMAM BHJAOB JOKYMEHTOB, IpeaycMoTpeHHbIM OKV/I: akr,
CIIPABKa, 3alliCKa, CBOJIKA, OT3bIB, IIPOTOKOJI, CIMCOK, U3BEILeHUE U Ap. PacriopsaaurensHbie
nokyMeHTbl  [IporMMHa3uM  u3JalTCS €O  CIEAYIOUIMMH  Ha3BaHUSIMU:  IIpHUKa3s,
pacrnopsiKeHue.

HanMeHoBaHue BHJa M Pa3HOBUAHOCTU JOKYMEHTA HE YKa3bIBAa€TCS B IHCHMAX.
MecTo cocraBieHHMs WM HM3AaHUSA JOKYMEHTa YKa3blBaeTcsi Ha OJaHKaX JOKYMEHTOB
[IporumHasuu, 3a HCKIOYEeHHMEM OylaHKOoB mnMceM. Ha3BaHue noKyMmMeHTa medaraercs
MPOMUCHBIMHU OYKBAMHU. MOIYKHUPHBIM IIPUPTOM.

JaTa nokymeHnra

JlaToif nOKymMeHTa SIBIS€TCS JaTa €ro MnoanucaHus (WM YTBEpXKACHMS); IS
JOKYMEHTa, PUHUMAEMOT0 KOJUUIETHAJIbHBIM OpPTaHoM (MPOTOKOJA), — JaTa ero 3acefaHus
(MpUHATHUA pelleHus), [UId aKTa — Jara COOBITUS, Ul JIOKYMEHTa, TpPeOYIOILIero ero
YTBEPKIAEHUS, — AaTa €r0 YTBEPKICHUSI.

JUis JTOKyMEHTOB, COCTaBJIEHHBIX OJHOBPEMEHHO HECKOJbKUMHU OpraHU3alUsIMH,
JIaTOM JOKYMEHTA SIBJISIETCS JaTa MOANUCAHUS €ro MOCIEIHEN OpraHn3auen.

Jlata mnoanucaHus, YTBEpPXKACHMs, COIJIACOBAHUSA JOKYMEHTA, a TakKXKe JaThl,
colepkamuecss B TekcTe, O(OpMIAIOTCS UUMPOBBIM CHOCOOOM. OJEMEHTHI JaThl
NPUBOJATCA apabCKUMU IUpaMu B OJHY CTPOKY B TOCIEAOBATEIBLHOCTH: JIEHb Mecsla,
MecsL, TOJ.

Hanpumep: 14.06.2018.

PerucrpanuoHHbIi HOMeEpP JOKYMEHTAa

Perucrpaunonnsiii Homep — mu@poBoe WM OyKBeHHO-IIM(poBOe 0003HAUEHUE,
pUCcBauBaeMoOe JOKYMEHTY IIPHU €0 perucTpaluu.

Peructpanus qokymMeHTa IpOBOAUTCS MOCIIE €ro MOJMUCAHUS WK YTBEPKICHUS.

JU11 BHYyTPEHHUX JOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — 3TO MOPSAJIKOBBI HOMED B
npenenaax KaJleHIapHoro roAa Mo KaxaoMy BUAY WM Pa3HOBUAHOCTU JOKYMEHTOB. B
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NpHUKa3ax PETUCTPALMOHHBIN HOMEp AOMOJIHIETCS OYKBEHHBIM HMHAEKCOM, 0003HAYAIOIIUM
Pa3HOBUAHOCTH (Hanpumep: MPUKa3 IO OCHOBHOW AesATeabHOCTH OT 15.05.2018 Ne 253 o/x;
npuka3 mo JuaHoMy coctaBy oT 10.01.2018 Ne 22 k, mpuka3 1o ¢UHAHCOBOU IESITCIHBHOCTH
ot 25.01.2018 Ne 42 ¢, npuka3z no arrectanuu ot 25.01.2018 Ne 25k, npukas 1o IeTsaMm OT
25.01.2018).

JU1g ucXoaaMX JOKYMEHTOB PETUCTPALIMOHHBII HOMEP COCTOUT:

1) 13 MOPSLIKOBOTO HOMEpa B Tpejieiax MacCHBa OTIIPABIISICMOI KOPPECTIOH ICHIINH;

2) MHJIeKca Jiejia B COOTBETCTBUM ¢ HOMEHKIATypo# e [Iporumuasum.

PeructpannoHHslii HOMEp JOKYMEHTA, COCTABJIEHHOTO COBMECTHO JBYMS M 0OoJjee
OpraHu3alusMU, COCTOUT W3 PEruCTPAllMOHHBIX HOMEPOB JOKYMEHTOB KaXKIOM M3 ITUX
OpraHu3alui, MPOCTABISIEMBIX YEPE3 KOCYIO 4YEpTy B IMOPSJAKE YKa3aHUS aBTOPOB B
JIOKYMEHTE.

Ccbl1Kka HA perucTpaluoOHHbII HOMEpP U 1aTy JOKyMEHTa

Ccbulka Ha pEruCTPallMOHHBIM HOMEp M JaTy JOKyMEHTa BKJIIOYaeT B cels
PETUCTPAIIMOHHBII HOMEp W JIaTy JOKYMEHTa, Ha KOTOPBIM MOJKEH OBITh JaH OTBET.
Cchuika Ha HOMEp U 1aTy JOKYMEHTA UCIOJIb3YeTCs MPU OPOPMIICHUH MHCEM, SBIISIOMIMXCS
OTBETaMH Ha TOCTYNUBIIEE MHUCHMO (3ampoc, Mpock0y u np.). CBeleHUS B PEKBU3UT
MEPEHOCATCS C TOCTYIMUBIIETO TOKYMEHTAa U COOTBETCTBYIOT PETUCTPAIIMIOHHOMY HOMEpY U
JlaTe MOCTYNUBILETO TOKYMEHTA.

OrpaHuunTenbHas OTMETKA AJIsl JAaHHOTO PEKBHU3UTA MPOCTABJISETCS B JIEBOW YacTH
OJlaHKa MTUChMa TIOJT PEKBU3UTOM «JIaTa» U «PETUCTPAIIMOHHBIN HOMEP IOKYMEHTa.

Hanuuue naHHOTO pEeKBU3HTA HMCKIIOYAaeT HEOOXOAMMOCTh YIOMHMHAHMS HOMEpa U
JaThl MOCTYMHBILIETO JOKYMEHTA B TEKCTE MHUChMa, YTO OCBOOOXKIAET TEKCT OT CIIPAaBOYHOMN
uHpopManum.

MecTo cocTaB/IeHUS] HJIU U3IaHUS IOKYMEHTAa

Mecto cocrtaBieHus (u3naHusi) JoKyMeHTa (r. byrynbma) ykaspiBaeTcsi BO BceX
BUJIaX TOKYMEHTOB.

Anapecar

JIOKyMEHTBI ~aJpecyl0oT B OpraHbl BIJIACTH, OpraHU3allHd, WX CTPYKTYpHbIE
NoJipa3JeeHNsl, JOIKHOCTHBIM WK (PU3UUECKUM JIULAM.

IIpn agpecoBaHuMM TOKyMEHTA B OpPraH BJIACTH, OPTaHM3ALUIO WIN €€ CTPYKTYpHOE
nojpazaenenue (0e3 yka3zaHus JOJDKHOCTHOIO JIMIA) WX HAauMEHOBaHWE NUIIYT B
MMEHUTEIBHOM MaJIeXKe.

Hanpumep:

MunucTepcTBO 00pa3oBaHMs U HAYKU

Poccuiickoit ®enepannu

JlenapTaMeHT rocy1apCcTBEHHOM MOIUTUKH B cdepe
3aIIUTHI IIPaB AETEN

IIpn HampaBiieHWH OKYMEHTa AOKHOCTHOMY JIMIY Ha3BaHHME OpPraHM3alMU U €e
CTPYKTYPHOT'O TMOJApa3/eJCHUs] yKa3bIBalOT B HMMEHHUTEIBHOM TajieXke, a JOJDKHOCTh U
dbamunuio aapecata — B gatenbHOM. UHHIHAJBI cTaBATCA nocjie GaMHIuM HE3aBUCUMO
OT TOT0, KOMY aJIpeCOBaH JIOKYMEHT — TOJHKHOCTHOMY JIMILY UJIH (PU3UIECKOMY.

Hanpumep:

MunucTtepcTBo 00pa3oBaHus DHCKOI 061acTu
YupasneHue nenamu

I'maBHOMY crienMaucTy

NBanosou N.1.



Wnu Ha3BaHue opraHu3anuy BXOJIUT B HAUMEHOBAHUE JIOJKHOCTU U 0hOpMIIsieTCs B
JIaTeJIbHOM IaJIEXkKe
PexTopy uHCTHUTYyTA
HWBanosoit 1.1.

[Ipu agpecoBaHuU JOKyMEHTa B HECKOJIBKO OJTHOPOJHBIX OPraHU3aIUi UX HA3BaHUS
cieayeT yKa3bIBaTb 000OIIEHHO.
Hanpumep:
PykoBoautensim oOpa3zoBaTeIbHBIX
opranusanui oduiero oopazoBaHus,
PYKOBOJUTENSIM MIPEANPUITUN U
opranuzarnuiit Munobpuayku Poccun

JlonyckaeTcsi IIEHTPUPOBATh KaXKAYI0 CTPOKY PEKBU3UTA «AJpecar) N0 OTHOUIEHUIO
K CaMOW JNIMHHOW CTPOKE.
Hanpumep:
3aMeCTUTENIO TUPEKTOpa
Mo yueOHoit pabote
MBOY lkona Ne 1
Yyiikunon 1.N.

B cocrtaB pexBH3nUTa MOXKET BXOAUTH MTOYTOBBIN aipec. DIEMEHTHI IOYTOBOTO agpeca
YKa3bIBAlOTCSI B MOCJEAOBATEIbHOCTH, YCTaHOBJIEHHOM IIpaBwiiamu okas3aHus yciayr
mo4ToBOM cBsi3M. [Ipu agpecoBanny nmuchMa B OpraHU3AIUIO0 YKA3bIBAIOT €€ HAMMEHOBAHME,
3aTe€M MOYTOBBIN ajpec.

Hanpumep:

Penakums xxypHana

«Y1paBlieHUE Ha4YaJIbHOM KOO
MockoBckuit mpocrt., J1. 6,

r. OHck, 101856

AJlpec HE MPOCTaBIISIETCS Ha JIOKYMEHTaX, HAIMPaBIIIEMBbIX B IPaBHTEIbCTBEHHBIC
YUPEXKICHUS W TIOCTOSHHBIM KOPPECHOHJEHTAM, B 3THX CIIy4asX MOTYT NPUMEHSATHCS
KOHBEPTHI C 3apaHee HalleuyaTaHHBIMU aJIpeCaMHu.

IIpu anpecoBaHwM JOKYMEHTa (PU3MUECKOMY JIHIy HEOOXOJIMMO YKa3bIBaTh
dhaMuIn0, UHUITHABI, 3aTEM TIOUYTOBBIN aapec.

Hanpumep:

NBanosy U.1.
YepHnebiesckas yi., 1.100, k. 100,
r. DHCK, JHCcKasg o6nacTh, 101856

JIOKyMEHT He JOJDKEH COoAepXaTh OoJjiee YeThIpeX aApecaToB, Ka)bIi SK3eMILISp
TAaKOro JOKyMeHTa JoJbkeH ObiTh monmucaH. CrnoBo «Komus» mepen BTOPBIM, TPEThUM,
YEeTBEPTHIM aJpecaTaMy He YKa3bIBaIOT.

IIpu HanpaBieHUH JOKyMeHTa 0oJiee 4eM B YETHIPE aJpeca COCTABISAETCS CIIMCOK Ha
PacchLIKY, a Ha KaXJ10M JOKYMEHTE IIPOCTABIISAETCS TOJBKO OJIMH aJpec.



I'pu¢ yrBepxaeHus 10KyMeHTa

VYTBepkIeHne TOKyMEeHTa MPOU3BOJUTCS MPOCTaBIEHUEM rpuda yTBEpKICHUS WU
U3JIaHUEM  paCHOpSAIUTENBHOIO JIOKYMEHTa (B TeX cliydasX, Korga TpeOyroTcs
JOTIOTHUTEIbHBIE NPEANUCAaHUS U PA3bICHEHHUS).

JIOKyMEHTBI yTBEpKIAlOTCsA JupekTopoM [IpormMHaszuu, BBILECTOSIIIUMU WU
MEXXBEIOMCTBEHHBIMU OpraHaMH, OpraHU3alUsMU, B KOMIIETCHIIMIO KOTOPBIX BXOIUT
pelIeHre BOIIPOCOB, U3JI0KEHHBIX B YTBEPKAAEMBIX JOKYMEHTaX.

[lonoxenusi, mnpaBwia, TMOPAIKH, JODKHOCTHbIE HMHCTPYKLUH, WHCTPYKIHH,
pacnucaHus 3aHATUH YPOKOB, BHEYPOUHOU N1€ATEIbHOCTH, AOMOJHUTEILHOTO 00pa30BaHUs
U JIp. TO/JIeXkKAT YTBEPKIEHUIO AupekTopoM [IporuMHaszuu U mpuoOpeTaroT I0pUAHYECKYIO
CUJIY TOJIBKO C MOMEHTA UX YTBEPKJICHUS.

I'pu¢d yrBepkAECHHUS TMOMEIIAETCs B IMPAaBOM BEPXHEM YINIy [EPBOIrO JIMCTa
nokymenta, coctouT u3 cioBa YTBEPXKJIAIKO (6e3 kaBbluek), MOJHOTO HAUMEHOBAaHUS
JOJKHOCTU JIMIIA, YTBEPXKAAIOMIETO JOKYMEHT, €ro JIMYHOW MOMIMHCH, €€ paciu(poBKH
(uHUIIMATIOB, ()aMUJTUN) U JaThl YTBEPKICHUS.

Hanpumep:

YTBEPXAIO
Hupexrop AHO OO
«IIporumuasus Nel4y

MOJIMTUCH E.B. be3pykoBa
15.06.202_

JHonyckaercss B pekBuszute «I'pud yTBepk)ACHHS TOKYMEHTa» IEHTPUPOBAThH
AJIIEMEHTBI OTHOCUTEIBHO CaMOU JIJIMHHOM CTPOKH.
Hanpumep:
YTBEPX/AIO
Hupextop AHO OO
«IIporumuasus Nel4y
noanuck  E.B. be3pykoBa
15.06.202_

[Ipu yTBEep)AeHUH AOKYMEHTa HECKOJbKUMHM JOKHOCTHBIMU JIMLAMU MX TOAMHCH
pacrojararoT Ha OJJHOM YpOBHE.

IIpy  yTBEpKAEHMM  JOKYMEHTa IIOCTAHOBJIEHHMEM, PpELIEHUEM, IPUKA30M,
npoTtokojoM rpu¢ yrBepxkIeHus coctour u3 cinoa YTBEPXEH (-A, -O, -bl),
HAaUMEHOBAaHUS YTBEPXKIAIOUIET0 IOKYMEHTa B TBOPUTEIBHOM a/I€Ke, €r0 1aThl, HOMEpA.

Hanpumep:
YTBEPX/IEH
[IpoTOKOIOM METOIMYECKOTO COBETA
15.06.202_ Ne 32
17001
YTBEPXJIEHO
npukazom AHO OO

«IIpornmuasus Nel4y
15.06.202_ Ne 32
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Cnosa YTBEPXJIEHO u YTBEPX/IEH B npuioXeHusX COTrjacyrTcsi B pOJie U
4yucje ¢ BUJAOM yTBepxkaaeMoro aokymenrta: nonoxenue — Y TBEPXXIEHO, nporpamma —
YTBEPX/IEHA.

Braocuth kakue-nnb0 M3MEHEHUs W 100aBIEHUS B MOJANHCAHHBIE (YTBEP>KICHHBIC)
JIOKYMEHTHI 0€3 pa3peleHus JINLa, TOIMUCABIIEro JOKYMEHT, HE TOIyCKAaeTCsl.

OTBETCTBEHHOCTh 3a KAa4eCTBO IMOATOTOBKM JOKYMEHTOB M JIOCTOBEPHOCTh
COJIEpKAIIMXCSl B HUX JAHHBIX BO3Jaraercs Ha JIMIA, MOATOTOBUBILINE, 3aBU3UPOBABILNE U
HOJIKCABIINE JOKYMEHTHI.

3aroJ10BOK K TEKCTY

3aroioBOK K TEKCTY BKJIIOYAaeT B ceOs KpaTKoe cofepKaHUEe [IOKyMEHTa, €ro
OCHOBHYIO CMBICIIOBYIO HAarpy3Ky. 3aroyioBok ¢opmynupyetcs ¢ npeaigorom «O» («O0») u
OTBEYAET Ha BOIIPOC «O YeM?»:

— mpuka3 (0 4em?) 0 CO3/JaHUM aTTeCTallMOHHOW KOMHUCCHH;

— npuka3 (0 ueM?) 00 YyTBEpKICHUH IITATHOTO PACITUCAHUS;

— mucbMo (0 yeM?) o TIpe0CTaBICHIN HH(OPMAITUH.

3aroJioBOK COCTaBIIICT UCTIONHUTEND JOKYMEHTA. 3aroJIOBOK K TEKCTY O(QOpMIISETCS
10/l peKBU3UTaMu OJaHKa clieBa, OT I'paHuLbl jJeBoro moiisi. Eciam TekcT nokymeHTa He
NPEBBIIAET YETHIPEX-MATU CTPOK WM odopmieH Ha OnaHke Qopmarta AD, 3aroiaoBok
MOJKHO HE YKa3bIBaTh.

3aroioBOK JOKYMEHTA 3allUCHIBAETCS MPU €ro PEeTrUCTPallid B COOTBETCTBYIOIIUE
perucTpanoHHble GOPMBI: KaPTOUKY, 0a3y JaHHbIX.

Texcr nokymMeHTa

TekcT MOKyMEeHTa COCTaBIIAETCS Ha PYCCKOM SI3bIKE KaK IOCYAApPCTBEHHOM S3BIKE
Poccuiickoit @enepanuu. TekcT JOKYMEHTa M3JIaraeTcsi PyCCKUM JTUTEPATYPHBIM SI3BIKOM C
y4eTOM 0COOEHHOCTEH O(PHUIMATIBHO-IET0BOTO CTHIISA, BU/IA TOKYMEHTA U €r0 Ha3HAYEHUS B
ynpaBiieH4ecKoil aestenbHocTH. CopepxaHue JOKYMEHTA JIOJKHO OBITh U3JI0KEHO KPaTKo,
JIOTUYHO, TOYHO U SICHO.

TexkcThl JOKyMEHTOB U3JIararoTCs:

oT 1-ro nuua eIMHCTBEHHOIO YKCciia B JOKYMEHTax (IIpUKa3, pachopsiKeHUe H T. I.)
mupekTopa [lporumHaszum, nAEWCTBYIOLIErO0 Ha MNPUHLMIAX €JUHOHAYalIMs, a TakKkKe
JOKYMEHTax, aJpECOBaHHBIX PYKOBOJCTBY OpraHU3allMU: IPHUKA3bIBaI0... IOJATOTOBUTH U
NPE/ICTaBUTh Ha PACCMOTPEHHUE; MPOIIy PaCCMOTPETh BOMPOC 00 YCTAaHOBJIEHUM JIbTOTHBIX
TapudoB...;

3-r0 U2 €TUHCTBEHHOTO YKCIIa B JIOKYMEHTaX KOJUIETHAIbHBIX OPTaHOB: KOMHCCHS
pemnna...; [I[porumMHasust He cCUUTAET BO3MOKHBIM...;

1-ro auIa MHOXKECTBEHHOIO 4YHMCIa B COBMECTHBIX JIOKYMEHTax: MPOCHUM
NPEICTaBUTh JaHHBIE O...; IPEICTaBIsIEM Ha PACCMOTPEHHUE U YTBEPKACHHUE...;

3-r0 JHIla MHOXXECTBEHHOT'O 4HCIIa B TPOTOKOJAX: CIYyIIAIH, BBICTYINJIIH,
MOCTAHOBUJIU, PELIHIIN.

B nokymeHTax, ycTaHaBiIMBalOUMX TmpaBa U oOs3aHHocTH [IporumuHazuum
(TTonoXeHue, MHCTPYKITHS), a TAKXKE COACPIKAIINX OMUCAHUE, OLIEHKY (DaKTOB WM BBIBOBI
(akT, cripaBKa), UCTONb3yeTcsl (hopMa U3JI0KEHUS TEKCTa OT TPETHETO JIMIA €AUHCTBEHHOTO
WM MHOKECTBEHHOT'O uucia («OTHeNl OCYIIECTBIAECT GYHKIUUY», «B COCTaB OObEIUHEHUS
BXOJISITY, KKOMUCCHS YCTAaHOBUIIA).

B Tekcre NOKymMeHTa, MOATOTOBJIEHHOTO Ha OCHOBAaHUM 3aKOHOAATENBHBIX, MHBIX
HOPMAaTUBHBIX MPaBOBBIX aKTOB, U3JJaHHBIX OPraHAMM BJIACTH M YIPaBJICHUS, TOKYMEHTOB,
paHee U3JaHHBIX OPraHOM BJIACTH — aBTOPOM JIOKYMEHTA, YKa3blBaeTCSd HaMMEHOBAaHUE BUJIA
JIOKYMEHTa, HaMMEHOBAaHHWE OpraHa, U3JaBLIEro JAOKYMEHT, JaTa MPUHATHUS WU
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YTBEPXKACHUS TOKYMEHTA, €r0 PErUCTPALMOHHBIA HOMED, @ TAKKE 3ar0JIOBOK K TEKCTY WIIH
HAaVMEHOBAaHUE BUJA JOKYMEHTA, Hanpumep:

«B cootBeTcTBUU ¢ mocTaHoBieHUEM [IpaBurensctBa oT 13.08.1997 Ne 1009 «O6
yTBepxkaeHUU [IpaBui moaroToBKM HOPMATUBHBIX MPABOBBIX aKTOB (PeAepalibHBIX OPTaHOB
WCIIOTHUTEIHLHOM BJIACTH M UX TOCYJAPCTBEHHOU PErUCTpaIln;

«B coorBerctBun ¢ IlonokeHneM O TOCTOSSHHO JEHUCTBYIOLIEH 3KCIIEPTHOU
KOMUCCUHM  YUPEXKICHHUS, OpraHu3aluu, OPEeANpPUITHS, YTBEPKACHHBIM  IPUKA30M
Pocapxusa ot 19.01.1995 No 2...».

Ecam TekcT comepKUT HECKOJNBKO IOPYYEHMM, PpEIIEHUW, BBIBOJOB, B TEKCTE
BBIJICJISIFOTCS pa3/ielibl, OIPa3Ieibl, TYHKThI, TIOJITYHKTHI.

B Tekct nokymeHTa MOTYT BKIIIOUAThCS (PparMeHThl, 0(OPMIICHHBIE B BUJE TAOIHIIBI
WJIU aHKETHI.

CrtpaHuIlbl TEKCTa HYMEPYIOTCS apaObCKUMU U paMu MOCEpeIMHE BEPXHETO MO,

B mucemax ucnonb3yrot ciaeayoomme GopMbl U3T0KESHHUS:

— OT MEPBOTO JINIAa MHOKECTBEHHOTO Ynciia («IIPOCUM HAMPABUThY, «HAIPABIsEM Ha
pPacCMOTPEHUER);

— TIEPBOTO JIMIIAa EIUHCTBEHHOTO 4YHCIa («CYUTAI0 HEOOXOIUMBIM», «IIPOIILY
BBIJIETTUTHY);

— TpeThero Jmna enuHcTBeHHoro uucia («[Ipormmuasust He  BO3paxkaeT»,
«IIporuMHasusi C4uTaeT BO3MOKHBIMY).

OTMeTKa 0 IPUIIOKEHNH

Ecnam nokymMeHT umeeT mpuiioKeHUsl, Ha3BaHHBIE B TEKCTE, TO OTMETKA O HHUX
odopmigeTcs Mo chaeayroiei hopme:

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

Ecnu npunoxeHus B TEKCTE HE Ha3BaHBI, TO HEOOXOAMMO MEPEUNCIUTh UX HA3BaHMUS,
KOJIMYECTBO JINCTOB U IK3EMILIIPOB KaXJI0TO0.

[Ipu HanW4YUKM HECKOJBKUX MPHUI0KEHUN OHU HYMEPYIOTCS:

[Ipunoxenus: 1. taTHOE pacnucaHue... Ha 4 1. B 3 9K3.
2. CMmeTa pacxo/oB... Ha 4 1. B 3 DK3.

Ecnu npunoxxenust cOpolopoBaHbl, KOJIMYECTBO JIUCTOB HE YKA3bIBACTCS.

Ecan x noxymeHTy nmpuiaraercsi Apyro JTOKyYMEHT, TaKKe UMEIOIINN MTPUIIOKEHHUE,
OTMETKY O HAJIMYUU TIPUIIOKEHUS OPOPMIISIOT CJICTYIOIIUM 00pa3oM:

[Tpunoxenwne: mucbmo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuiioxkeHue K HEMY,
BCEro Ha 3 1.

Ecnmu npunoxxenuem siBnsieTcsi 000COOJICHHBINH SJIEKTPOHHBIN HOCUTENh (KOMIAKT-
IWCK, USh-biem-HakomuTenb W Ap.), OTMETKY O HAIUYUU MPHIOKECHUS OQOPMIISIOT
CIIeIYIOLIUM 00pa3oMm:

[Tpunoxenue: CD B 1 7k3.

[Ipu »TOM Ha BkIaAbllie (KOHBEPTE), B KOTOPBIA IOMEUIAETCS HOCHUTEIb,
YKa3bIBAIOTCSI HAMMEHOBAHUS JOKYMEHTOB, 3alIICAHHBIX HA HOCUTENb, UMEHA (DaiiiioB.

[IpunoxxeHust NOKHBI O(QOPMIIATBCS HAa CTAHAAPTHBIX JIUCTaX W UMETh BCe
HEOOXOAMMBbIE ISl  JIOKyMEHTOB PEKBU3UTHI (HaWMMEHOBAaHHE, 3arojIOBOK, TOIMHCH
PYKOBOJUTENIEH MOJApA3JEICHU, OTBETCTBEHHBIX 32 MX COJEpKAHHE, OTMETKY O
COTJIaCOBAHMH U T. 11.).

Ha npunoxeHun K pacrnopsiAMTEIbHOMY JOKYMEHTY B IPAaBOM BEPXHEM YTy
CTaBUTCS OTMETKA C YKa3aHUWEM Ha3BaHUs PACHOPSAIUTENIBHOIO JOKYMEHTa, €ro JaThl U
PETUCTPALIMIOHHOTO HOMEpA.
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Hanpumep:
[Tpunoxenne Ne 2
k npukazy AHO OO
«ITporumuasus Nel4y
ot 15.06.202_ Ne 11
HaumenoBanue BuJa [JOKyMeHTa — MPWIOKEHHUS (TIEpBOE CIOBO 3arojoBKa

OPWIOXKEHUS)  BBIACNSAETCS  MPONUCHBIMM  OyKBaMH,  MONYXHUPHBIM  IIPpUPTOM
(ITOJIOKEHME, ITEPEYEHD, CITMCOK u T. 1.).

Homnyckaetcs Beipaxkenue «[IPUJIOXXEHHME Ney nmedarath mponucHbIME OyKBaMH, a
TAaKKe LEHTPUPOBATh JOTO BBIPAKCHUE, HAWUMEHOBAaHUE JOKYMEHTa, €ro Jary u
PETMCTPALMOHHBIN HOMEP OTHOCUTENIBHO CaMOM JUIMHHOW CTPOKHU.

Hanpumep:
[MPMJIOXKEHUE Ne 2
k npukazy AHO OO «IIporumuasus Nel4y
ot 05.06.202_ Ne 145

I'pu¢ cornacoBanusi JOKyMeHTa

Bremrnee cornacoBanue opopmMIsieTcsi COOTBETCTBYIOIIUM TpUdOM.

I'pud cormacoBanusi cocroutr wu3 cinoBa COI'JIACOBAHO (06e3 KkaBblueK),
JOJDKHOCTM ~ JIMLA, KOTOPBIM  COTJIaCOBaH JOKYMEHT  (BKJIKuYas HauMEHOBaHUE
OpraHu3aiuu), €ro COOCTBEHHOPYYHOM TONINWCH, WHULKATIOB, (GaMUIUH, JaThl
COTJIACOBAHMSI.

Hanpumep:

COI''TACOBAHO

3amecTuTenh HAaYaJIbHUKA YIIPaBICHUS

o0Opa3zoBaHusi byrynTbMHHCKOTO MyHHUIIUITAILHOTO paiioHa
MIOJIIUCH A.N. IletpoB

11.07.202_

Ecnu cornacoBanue MpoBOIUTCS C KOJIJIETUATBHBIM OPTaHOM WJIM TTOCPEICTBOM
MMCcbMa, TO Tpud corimacoBaHus 0HOPMITSIETCS CAEAYIOIIUM 00pa3oMm:
Hanpumep:
COI'JTACOBAHO
IlemarornyeckumM cOBETOM
AHO OO «lIpornmuasus Nel4
(mporokoi ot 29.03.202_Ne 1)

I'pudsl cormacoBaHus MOTYT pacmojaraThCsi Ha OTAEIHHOM JIUCTE COTJIACOBAHMSA,
€clid coJepKaHHe JOKYMEHTa 3aTparuBaeT MHTEpPEChl HECKOJbKHMX opraHuzauuid. Ha
JIOKYMEHTE JIENIaeTCs OTMETKA «JIMCT cornacoBaHMsI MpUIaraeTcs».

BuemHee  corsiacoBaHue B 3aBUCUMOCTH  OT  COAEpXaHUs  JOKYMEHTa
OCYILECTBIISIETCS B CIIEAYIOLIEH OYepEeHOCTH:

— CO CTOPOHHUMH OPTraHMU3aIUsIMU, KOTJ]Ja OHHU BBICTYNAIOT 00s3aTeNIbHON CTOPOHOM B
NPABOOTHOILIEHUSAX, BO3HUKAIOIIMX BCIEJACTBUE W3JaHUA JIOKYMEHTa, WIH Korja
coJlep>KaHHEe JOKYMEHTA 3aTParuBacT UX UHTEPECHI;

— OOIIECTBEHHBIMU OPraHU3alMsIMU — B CIy4yasX HEOOXOJUMOCTH WJIM B CIIy4asX,
IPEyCMOTPEHHBIX MOJIOKEHUSIMHU 00 3TUX OpraHU3alNAX;
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— OpraHamH, OCYIICCTBIISIONIMMU TOCYJApPCTBEHHBI HAJIBEIOMCTBEHHBIH KOHTPOJIb
(Ham30p) B OMpeieIeHHON 001acTH (3KOJIOTUUECKUH, TIOKapHBIN U T. 11.);

— BBIIIICCTOSIIIAMH ~ OPTAaHM3AIMSAMUA — B CIlydasX, KOIJIa 3aKOHOJATeIbCTBOM
MpeIyCMaTPUBACTCS BO3MOXKHOCTH COBEPIICHHS YIIPABICHUECKHX JCHCTBUI TOIBKO C
pa3pelIeHUs STUX OPTaHU3alUN.

Bu3a coryiacoBaHusi JOKyMeHTA

Bwu3sel cornacoBanust JOKyMEHTa — PEKBU3UT JOKYMEHTA, YKA3bIBAIOIINN HA COTIIAcHE
WIA HECOorJacue JNOJDKHOCTHOTO Jjuia [I[poruMHasum ¢ coiepkaHHEeM TPOCKTa JTOKYMEHTa
(manee — Bu3a).

Bwu3a BKITIOUAET TOJDKHOCTH JIMIA, BUSHPYIOMIETO JOKYMEHT, MOITUCH, pacIudPOBKY
nonucy (MHUIHAJIBI, (aMITUIO) U ATy BU3UPOBAHHUSL.

Hanpumep:
3aMecTUTENb IUPEKTOPA M0 YUEOHO-BOCIIUTATENBHOM paboTe
JInunag noaqnuck T.B. Manslesa
10.10.2018

OdopmienHas TakuM o0pa3oM BH3a O3HAYAET COIIACHE JOJHKHOCTHOTO JIUIA C
CoJlep )KaHUEM JOKYMEHTA.

[Tpu HanMuMK 3aMeYaHuii 10 TOKYMEHTY BU3Y O(POPMIISIIOT CIEAYIOIIUM 00pa3oM:
3amMeuaHus MpUIIararoTcs
3amecTUTENh TUPEKTOPA M0 y4eOHO- BOCIUTATEILHOU paboTe

JInyHas moamuch T.B. MangsiieBa
10.10.2018

JIOKYMEHT BH3HpYETCS HWCIHOJHHUTEIEM M 3aUHTEPECOBAaHHBIMU B JOKYMEHTE
JOJKHOCTHBIMU JIMLIAMU, AUpeKTopoM [IporuMuasum.

3aMeuyaHusi JOJDKHBI OBITh TPEJCTAaBICHbl Ha OTIEIBHOM JIUCTE, KOTOPBIN
HOJIHUCHIBAIOT, TaTUPYIOT U MPHUJIATAIOT K JOKYMEHTY.

Ha noxymeHTe, NOJUIMHHUK KOTOPOro octaercs B [IporumHasuu, BU3bl NPOCTABISIIOT
B HIDKHEH 4acTH 000pOTHON CTOPOHBI MOCIIEIHErO JINCTA MOATUHHUKA IOKYMEHTA.

Ha pnokymeHTe, NO/UIMHHUK KOTOPOTO OTHPaBiIsAIOT U3 I[IporumHasum, BU3bI
NPOCTABJISAIOT B HIKHEW YacTU JIMLIEBOM CTOPOHBI BTOPOIO AK3EMILIApA OTIPABIISLEMOIO
JIOKyMEHTA.

Bo3moxxHo odopmieHre BHU3 JOKyMEHTa Ha OTHIEIbHOM JIUCTE COTJIACOBaHUSI.
Jlonmyckaercs NOJMCTHOE BU3UPOBAHNE JOKYMEHTA U €T0 MPUIIOKEHUS.

Ecnu B mpouiecce BHU3UPOBaHUSA B MPOEKT JIOKYMEHTa BHOCSTCS CYIIECTBEHHbBIE
U3MEHEHHs, OH IOJIEKUT IOBTOPHOMY BHU3MpoBaHMIO. [loBTOpHOE BH3MpOBaHUE HE
TpeOyeTcsi, ecu Ipu A0padOTKE B MPOEKT JOKYMEHTAa BHECEHBl YTOUHEHHS, HE MEHSIOIINE
€ro CyTH.

IMoanucoh

JlokyMeHTbI, HanpaBisgemble [I[poruMHasueil B BBIIECTOSIINE OpPraHbl yIpaBiIeHUs,
NOJIHUCHIBAIOTCA IUpeKTOpoM [IpornMHasum, ero 3aMecTUTeNeM O MOPYUYEHHUIO TUPEKTOpa
IIporumMHaszuu.

B cocraB pexBuszura «llommuce» BXOAAT: HAaUMEHOBaHWE JOJDKHOCTH JIMIIA,
MOJNHMCABIIEr0 JOKYMEHT (TIOJHOE, C yKa3aHHWEeM Ha3BaHUS OPraHMU3alMH, €CIH JTOKYMEHT
odopmiieH He Ha OJlaHKe, M COKpAIIEHHOE — Ha JOKyMEHTEe, Oo(hopMIICHHOM Ha OjaHKe);
JIMYHAs MOANKCH; paciIMppoBKa MOANUCH (MHULIUAIBL, (haMUITHUS).

Hanpumep:
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3aMecTUTENb TUPEKTOPA JIMYHAas MOJINCH O.B. XacanoBa
1o y4eOHoi paboTe

B AJOKYMCHTAX, IIOATOTOBJICHHBIX KOMI/ICCI/IGI\/’I, YKa3bIBalOTCA HC JOJDKHOCTH
noAInMuCaBIIuX JIMII, a UX 00513aHHOCTH B COCTaBE KOMHCCHH.

Hanpumep:
NpeaceaaTeslb KOMUCCUU JTYHAS TOINUCH N.0. damunusa
YIEHBI KOMUCCHU JIMYHAS IOANNUCH HN.0. damunusa

JIAYHASI TOIUCH N.0. ®amunus

HpI/I nmoanmruCan OOKYMCHTA HCCKOJIBKMMUW OOJDKHOCTHBIMU JIMIAMHU HUX IMOAIIHNCH
paciojaratorT oaHy Ion Z[perﬁ B IIOCJIICAOBATCIBHOCTH, COOTBCTCTBYI-OH.ICﬁ 3aHUMAaeMOM
JOJDKHOCTH.

Hanpumep:
Jupextop JIMYHAs MOAIUCH N.0. ®amunus
3amecTuTenb JUPEKTopa JIMYHAas MOJINUCH N.0. ®amunus

HpI/I noanmruCani JOKYMCHTA HCCKOJIbBKMMHU JIMOAMH PaBHBIX I[OJI)KHOCTGI;'I, Hux
IMOAIIHMCH pacCiiojararoT Ha OAHOM YPOBHC.

Hanpumep:
Crapummii BocriuraTeiab 3aMeCcTUTENb JUPEKTOPA 110
y4e0HO-BOCIIUTATENBHON padoTe
JINYHAS N.0. ®amunus JIMYHast N.O. ®amunus
MO/IMTUCH MOJIITUCH

Ecnm 10JKHOCTHOE JMII0, MOANKUCH KOTOPOro 3aroTOBJIEHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JOJDKEH MOJIUCHIBATbCS JIMLOM, HCIOJHSIONINM €ro
0053aHHOCTH, WJIA €r0 3aMECTUTEIIEM.

He nomyckaercst moanucaHue JTOKYMEHTOB C IPEMAJIOTOM «3a» WM MPOCTaBICHUE
KOCOM 4epThl Niepe]; HAMMEHOBAHUEM JIOJIKHOCTH.

OT1MeTKa 00 3J1€KTPOHHOM NMOANUCH

OTtmeTka 00 »3JIEKTPOHHON moANMUCH BKIOYaeT: (pazy «JlokyMeHT mnoamnucaH
AIIEKTPOHHON MOJIMUCHIO», HOMEp cepTU(UKaTa KIH04a MEKTPOHHOHN MOANUCH, (HaMHIIIHUIO,
UMs, OTYECTBO Biajeiblla cepTUPHUKaTa M CpPOK JAeWCTBUSA cepTU(dUKaTra KiI0Ya
ANEKTPOHHOMU MOJIMHUCH.

Hanpumep:
{{Img="S:\Pepaxuus\MIIDIP\O6pazosanuc\IMG\118 31056.png"}} JJOKYMEHT
IMOJAIIMCAH
DJIEKTPOHHOU
I[MTOAITNCBIO

Cepruduxar lal11aaa0000000011
Bnanenen isanosa Anna IletpoBHa
HeiictButenen ¢ 01.12.2020 mo 01.12.202_

OtMeTka 00 SJEKTPOHHON TMOAMKMCH JOKHA COOTBETCTBOBATH MECTY pa3MeEIICHUs
COOCTBEHHOPYYHOU MOJNUCH B aHAJJIOTUYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHUTEJE.
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DneMEHThl OTMETKHU JOJKHBI ObITh BUJUMBIMU M YATAEMBIMH U HE JOJIKHBI MEPEKPHIBATDH
AIIEMEHTHI TEKCTA JOKYMEHTA U APYTHe OTMETKHU 00 3JIEKTPOHHON MoANUCH (TIpU HAJIUYUH).

[Heuarsn

OTTHCK TedaTd 3aBepseT NOJJIMHHOCTh TMOANHUCH JOJDKHOCTHOTO JIMIa Ha
JOKYMEHTaxX, YyJIOCTOBEPSAIOIIMX IIpaBa JHIL, (QUKCUPYIOIIUX (AKTBI, CBSI3aHHBIE C
(UHAHCOBBIMU CpEICTBAMH, a TakXKe Ha HWHBIX JOKYMEHTax, IPEeIyCMaTpUBAIOIINX
3aBepeHre NOUTMHHON moAnucH. JIOKyMeHTHI 3aBepstoT nevarbio [Iporumuazuu.

[leyatr mpocrtaBiseTcss Ha CBOOOJHOM OT TEKCTa MeCTe, HE 3aXBaTblBas JUYHOMN
HOJIUCH JOJHKHOCTHOTO JIULIA.

OTmeTka 00 ucnoTHUTEE

OtmeTKa 00 UCIIOTHUTENE BKIIIOYAET B ce0st (haMUIINIo, UM, OTYECTBO HUCTIOTHUTEIS
JIOKyMEHTa, HOMEp ero TenedoHa.

OTMeTKy 00 HUCHOJHUTENE pacHojlaraloT Ha JIMLIEBOM WM OOOPOTHOM CTOpPOHE
MOCIIETHETO JINCTA JOKYMEHTA B JIEBOM HIDKHEM YTITY.

Hanpumep:
NBanoBa Muua M1BaHOBHa
8 (85594) 4-45-18

OTMeTKa 0 3aBepeHNH KONHHU

Komuu ¢  JOKYMEHTOB  BBLAAIOTCS C  pa3pellieHuss OTBETCTBEHHBIX 32
JIEJIOMPOU3BOJICTBO M TOJIBKO € TE€X IOKYMEHTOB, KOTOpbIe OblIN U3/anbl B [Iporumuazuu.

[Ipu BBIJAYE KOMUU TOKYMEHT BOCIIPOU3BOAMUTCS MONMHOCTHIO (O6mank [Iporumuasuu,
HOMED, J1aTa, COJICPKAHUE U T. 1.).

B npaBom BepxHeM yray komuu numetcs cioBo «Komus». Ilpu Bblgade komuu c
KOIUU clieyeT nucath «Komus ¢ Komum».

Ecnu xomust ayis BHYTpEHHEro MOJIb30BaHUS, TO AJIsl 3aBEPEHMs] HUKE PEKBU3HTA
«[Tognuce» MPOCTABISAIOT 3aBEPUTENBHYIO Haanuch: «BepHo»; nomwkHOCTH nwIla,
3aBEPSIONIETO KOMMIO; JTMYHYIO HOJIMUCH; paciiupoBKy NOAMUCH (MHUIMAIIBI, (GaMIIINIO);
JIaTy 3aBEpEHUsL.

Hanpumep:

Bepno
Crapumii BocuTaTeiab

JInyHast noAmnmuchL .. Banosa
10.07.2018

Ecnu xonus BeaaeTcs Uil NpeACTaBICHHS B IPYTYH0 OpraHU3alHI0, TO OTMETKA O
3aBEPEHUU KOITUH JIOTIOTHASTCS HAJIMUChIO O MECTE XpaHEHHUS IOKYMEHTa, ¢ KOTOPOTO ObLTa
M3TOTOBJICHA KOIHS, Y 3aBEPSAETCS MI€YaThI0 OPraHu3alrH.

Hanpumep:

[Mopgnuuauk nokymenta Haxoautest B AHO OO «lIporumuasus Nel4y B nene No 12-x
3a 2013 rop.

I[J'ISI MMPOCTABJICHUA OTMETKH O 3aBCPCHUU KOIMMU MOXKET UCITOJIB30BATHCS ITAMII.

OTMeTKa 0 MOCTYNJICHNH I0KYMEHTA
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ComepxuT  nmaTy TOCTYIUIGHUS  JIOKYMEHTa, a TaKkkKe ero  BXOJMSIIUH
perucTpanmoHHblii  HoMep. I[Ipm HEOOXOAMMOCTH B OTMETKE MOXHO YKa3aTh BpeMs
MOCTYIUICHHSI B Yacax ¥ MHHYTAX M CIIOCO0 TOCTaBKH TOKYMEHTA.

OTMETKY 0 IOCTYIUICHHH JOKyMeHTa B [IporumMHa3nio mpoCcTaBiIsiOT B BUJE MITaMIa
WIK OT PYKH B HI)KHEW YacTH JIMIIEBOW CTOPOHBI MEPBOTO JINCTA JOKYMEHTA WU Ha €Tr0
obopore.

Hanpumep:
AHO OO «IIporumuasus
Nel4y
11.07.202_ Ne 23
13 1 40 MuH
Pe3zonronus

B cocrtaB pe3omouuu JODKHBI BXOAUTH CIEAYIOIIME 3JIEMEHTHI:  (pamuiius,
WHUIUANB] UCTIOJHUTENS (UCTIOMHUTENEH), cofiep:kanue nopydenus. [Ipu HeoOXoauMocT —
CPOK MCIIOJIHEHHS], IOJINUCH JIMLIA, BBIHECILIErO PE30JIOLHIO, JaTa PE30JIIOIHUN.

Hanpumep:

Cwmuprosoi 1.0.

[Ipomry moArOTOBUTH MPOEKT
noroBopa ¢ OO0 «Jlom mebenn»
k 22.06.202_

JInanas moanmck

10.10.202_

[Ipy Hamuuuu B  PE3OJIIOLMM  HECKOJBKUX  MCIOJIHHUTENEH  yKa3bIBaeTcCs
OTBETCTBEHHBIN UCTIOJHUTEND (KaK MPABUIIO, 3TO JHUII0, HA3BAHHOE B PE3OJIIOLIUU MIEPBBIM).

Ha nokymeHTax, He TpeOyrOUIMX IOMOJHUTENbHbIX YKa3aHWM MO HCHOJHEHUIO U
UMEIOLIUX TUIIOBbIE CPOKU UCIIOJIHEHUS, B PE3OJIIOIMH YKA3bIBACTCSI UCIIOJIHUTENb, IOIIUCH
aBTOpa PE30JIIOLIMH, JaTa.

Pe3omronus, Kak NpaBuUiIo, MUIIETCA OT PYKH PYKOBOAMTENEM HA IOJJIMHHHUKE
JIOKyMEHTa Ha CBOOOJAHOM OT TEKCTa MECTE.

OTMeTKa 0 KOHTpOJIe

OTMmeTKa 0 KOHTposie 0003HAYaeT, YTO JOKYMEHT MOCTaBJIeH Ha KOHTPOJb. OTMETKY
0 KOHTpOJIE 32 UCIOJIHEHHEM JIOKyMeHTa 0003HauaroT mraMinoM «KoHTposb» Ha BepxHEM
110JIE IOKYMEHTA.

KouTponto momyiexxaT Bce 3aperuCTpUpOBAaHHbIE  JOKYMEHTBHI, TpeOyrolue
MCIIOJIHEHUSI.

Cpoku HCIIOJIHEHHsI JOKYMEHTa YCTAaHaBIMBAIOTCS B COOTBETCTBUM CO CPOKaMH,
0003HaYEHHBIMH 3aKOHOJATEIbCTBOM, OpraHU3allield, HalpaBUBIIEH MOPYYEHHE WIH
npock0y, pacoOpsIAUTENbHBIM IOKYMEHTOM WJIH pe3oitonueit nupekropa [Iporumuasuu.

Cpoxk npoctaBinsieTcst B opMe 1aThl 3aBEPILICHUS UCITOJHEHUS.

OTMeTKa 0 HANPaBJIeHUH IOKYMEHTA B /1€J10

OtmeTKa 00 MCMOJIHEHUH JOKYMEHTA M HaIlpaBJICHUM €ro B JIEJ0 BKIIOYAET B ceOd
crenyromue aaHHeie: Qpazy «B meno», mHAEKC Aena MO HOMEHKIAType Jell, B KOTOpoe
MOMeIlaeTcsl JOKYMEHT Ha XpaHeHHe, ¢ yKa3aHWeM rojia, JOJDKHOCTH JIuia, 0(OPMHUBILETO
OTMETKY, OJINKCH, AATHI.

Hanpumep:

B nemo Ne 01-18 32 202_ .
3amMecTUTENb AUPEKTOPA M0 y4eOHO -
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BOCITUTATENILHOM paboTe
JInyHast MOMUCH 10.10.202_

OTmMeTKa O HampaBJICHUHM JOKYMEHTa B JE€JI0 MOXET JONOJHATHCA KPATKUMHU
CBEJICHUSIMH O XapaKTePe UCIIOJIHEHUS JOKYMEHTA.

3.3. Oco0eHHOCTH NOATOTOBKH H 0()OPMIIEHUSI OT/IeJILHBIX BUI0B TOKYMEHTOB

IIpukas

IIpuka3z — mpaBOBOM aKT, M3AaBacMblii JUpeKTOpoM lIpormMHasum Ui peleHus
OCHOBHBIX U OTIEPATUBHBIX 3a7a4, cTosuux nepes [Iporumuasueit (npumnoxenne Ne 6).

[Ipukaz MoxkeT OBITh M34aH JIUIOM, HCIHOJHSIOUIMM OOS3aHHOCTH JHUpPEKTOpa
[IporumHasuu B ciayyae ero OTCyTCTBHS.

B nmpukazax 1o OCHOBHOM JESTENbHOCTH PEIIAIOTCS  BONPOCHl  y4eOHOI,
XO0349MCTBEHHON, (UHAHCOBOM JESITENBbHOCTH, IIJIAHUPOBAHMS, OTYETHOCTH, Y4eOHO-
BOCIIUTATENILHOTO Npoliecca, PU3MIecKoro pa3BUTUA U T. I.

[Ipukassl opopmisitoress Ha Onanke [Ipornmuasuu. [lepenaua npukasoB, UX KONui
pabOTHUKAM CTOPOHHUX OpPraHU3alMi JIOMYCKAaeTcsl TOJBKO C pa3pelieHus AUpPEKTopa
[Tporumuazuu. IlpoexTsl mNpHUKa30B pa3pabaThIBAIOTCS YHNOJHOMOYEHHBIM JIUIIOM IO
MOPYYEHHUIO PYKOBOJICTBA UJIU MO COOCTBEHHON MHUIIMATHBE.

[TogroroBka mnpukaza BKJIOYaeT B ceOsl M3yuyeHHE CYyIIECTBa Bompoca U cOop
HEOOXOJMMBIX CBEICHMI; IOATOTOBKY IPOEKTAa IPHKa3a; COIJIACOBAaHHE IIPOEKTa;
noJANrcaHue AupekropoM IIporuMHasum, perucrpanuro.

[Ipukasel neuararorcs mpudrom Ne 13,

Howmepa ctpanul] npocTaBisoTCs OCEPEAUHE BEPXHETO OIS JIncTa. TekeT npukasa
(pacropsbkeHus1) eyaTaercs uepe3 OAMH MEXCTPOUHBIN HHTEpBaJl, 6€3 060poTa.

[Ipuka3 mMeer cienyroulMe PEeKBU3UTHL: HauMeHoBaHue [IpormmHaszum coriacHo
yCTaBy; MECTO COCTaBlieHUs, HauMeHoBaHHe BuAa nokymeHta (I[IPUKA3), nata, Homep,
MECTO COCTAaBJICHUS, 3aroJIOBOK K TEKCTY, TEKCT, HaUMEHOBAHHWE JOJKHOCTH, IMOAINMKCH
JOJDKHOCTHOTO JIUIa (MHUIMAIBL, (haMIIINs ), BU3BI COTJIACOBAHMS, O3HAKOMJIICHHSL.

JlaToit mpukaza (pacrnopsbKeHus ) siBIsieTcs JaTa ero nognucanus. Jlara opopmisiercs
U(PPOBBIM CIIOCOOOM; HOMEp COCTOMT M3 3Haka «No» M MOPSIKOBOTO HOMEpa INpHKasa,
Hanpumep: ot 00.00.0000 Ne 000.

Texct mpukaza (pacmopspKeHHs])) COCTOMT M3 JIBYX B3aMMOCBS3aHHBIX dYacTed —
KOHCTaTHPYIOLIEH U PaCIOPSIAUTEIIBHOM.

TekcT npukasa (pacrnopsKeHHs) TOHKEH UMETh 3aroJIOBOK. 3arojoBOK HAYMHAETCS C
npeniora «O» («O6») u popmMupyeTcs mpu MOMOIIM OTIIIATOJIBHBIX CYIIECTBUTEIHHBIX
(nanpumep: «OO0 yTBepKIAEHUH...», «O peructpauui...», «O co31aHuU...»).

3aroJIoBOK JODKEH KpaTKO M TOYHO OTpakaThb COAEpPKAHUME TEKCTa IpUKa3a
(pacniopsikenus). Touka B 3arosoBke He ctaBuTcs. lledaraercs depes3 JBa MEXCTPOUHBIX
MHTEpBaJia OT pekBU3uTa. [leyaTaeTcss CTpOUHBIMU OyKBaMHU.

B xoHcTatupyromieit yactu KpaTKo M3JaraloTcs Lefd U 3a4adyu, (GakThl U COOBITHUSA,
NOCITY’)KUBILIME OCHOBAaHWEM JJsl M3JaHus Npukaza. OHa MOXXET HauYMHATBhCS CIOBAMU «B
LEJSIX», «BO UCIIOJIHEHUE» U J1p. Eciin Npukas u3JaeTcsi Ha OCHOBAaHUU JPYIrOro JOKyMEHTa,
TO B KOHCTAaTHPYIOUIEM dYacTH yKa3bIBaeTCsi HAUMEHOBAHHWE JTOrO JIOKYMEHTAa,
HAauMEHOBAaHHUE OpraHa, U3AaBIIEr0 JOKYMEHT, AaTa, pErUCTPALMOHHBIA HOMED U 3ar0JI0BOK
K TEKCTY.

KoHncraTupyromas 4yacTb MOXET OTCYTCTBOBATb, €CJIM MPEANHUChIBAEMblE JIEHCTBUS
HE HYXJAIOTCS B Pa3bACHEHUU. TEKCT MPUKA30B B TAKUX CIIy4asX HAYMHAETCs CO CJIOBa
«[TPUKA3BIBAIO» (mumercss mponmucHbIMA OyKBaMH) BBIIEISIETCS >KUPHBIM IIPHPTOM.
[Ipy Hamnuyuu [ABYX 4YacTel NpuUKa3a paclnopsauTeNbHAas 4YacTb OTAENAETCS OT
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KOHCTaTUpylole ciioBoMm «mpukaseiBato». [locne cioBa «I[IPUKA3BIBAKO» craButcs
JBOETOYHE.

TekcT pacnopsIuUTENbHOW YacTH MOXKET JAEJIUThCA Ha IIYHKTBl, B KOTOPBIX
YKa3bIBAIOTCSI ~ WCIIOJIHUTENW,  KOHKPETHblE  JEHCTBUS M CPOKM  MCIIOJHEHUS
NpEANUChIBaEMbIX JeHCTBUM. Eciu mpukas JONOJHSAET, OTMEHAET WM U3MEHSET paHee
W3JIaHHBIE MTPUKA3bl WA UX OTAEIbHBIE ITYHKTHI, 3TO OroBapuBaeTcs B TekcTe. [locnennum
MYHKTOM PACIOPSAMTENBHON YacTH MPHKa3a yKa3bIBAETCs JOKHOCTHOE JIMIIO, HA KOTOPOE
BO3JIaraeTcs KOHTPOJIb 3a MCIOJIHEHHEM Ipukaza B ueinoMm. Hampumep: «KonTpoas 3a
UCIIOJHEHHEM MPUKa3a OCTABIISAIO 32 CO00».

[lopnuce oTaensercs OT TEKCTa ABYMs WHTEpBajaMH, I1€4aTaeTCsi OT TI'PAHMIIBI
JIEBOTO MOJISI.

PacmmgpoBka moanucu nedatraercs Ha ypOBHE IMOCIEIHEH CTPOKH JOJKHOCTU Y
paBoil rpaHuIlel TeKCTOBOIrO Nojs. [Ipoben Mexny nHuImanaMu 1 GpamMuianei He aenaercs.

[Mocnenusiss OykBa B pacmu(poBKe MOAMUCH OrpaHWYMBaeTCs mpasbiM moseM (10
MM).

[Ipu nmoanucanuu mnpukasza (pacHoOpsDKEHHUs) JIMLOM, 3aMEIIAIOIUM JHUpEeKTopa
[TporumHuasuu, 1omxkHa OBITh yKa3aHa ero pakTu4eckas JOHKHOCTb U (paMUITuS.

[Ipn HanuuuMu NpPUIOKEHUM K MpHUKazy (PacHopsKEHHUIO) 00s3aTeNbHO JelaeTcs
CCBUJIKAa HAa HUX B TEKCTE.

IIpukassl (pacnopspkeHHs]) HYMEPYIOTCS MOPSAKOBOM HyMepaluell B Ipenenax
KajeHaapHoro roja. OTAenpHO HYMEpYIOTCS IPHMKa3bl IO OCHOBHOM JEATEIbHOCTH, IO
(UHAHCOBOW NEATETBbHOCTH, aTTECTAlUU MEJarorTHYecKuX KaJapoB, MPUKa3bl MO AETAM, 1O
JOTIOTHUTENBHBIM yCIyraM, MO JUYHOMY COCTaBY, O KOMAaHIMPOBAHUH.

Ecnmu mnpuka3z (pacnopspkeHue) BBOAMT B JIGHCTBHE KakKHe-THOO JOKYMEHTHI
(MHCTpYKIMH, TpadUKu, TPpaBUIIA, MOJIO0KEHUS), TO OHH O(POPMIISIFOTCS B BUJE MPUIIOKEHUS
K INpuKa3y (paclnopsskeHH0). B mpaBoM BepXHEM YNy TaKMX JIOKYMEHTOB OT IISITOTO
noJoXKeHus: Tabynaropa HeoOxomumo mnHcarh cinoBo «llpumokenue» ¢ ykazaHHEM
HAaMMCHOBAHUSI PACIIOPSAUTEIILHOTO JIOKYMEHTA, €ro AaThl, HoMepa (nmpuiioxkerue Ne 7).

Hanpumep:

[Ipunoxenune

k mpukazy AHO OO
«IIporumuasus Nel4y»
ot 11.07.202_ Ne 34

[TpunoxxeHust K MpoeKTaM MPUKa30B O(POPMIISIOTCS HA OTICNIBHBIX JINCTaX Oymaru
(mpunoxxerue Ne 7).

Pa3mepsl noneit 1 MEXKCTPOUYHBbIE MHTEPBAJIBI [IPU NI€YaTaHUU TEKCTOB NPUIIOKEHUI
UJCHTUYHBI pa3MepaM, IPUMEHSIEMbIM IIPH I1€YaTaHUU TEKCTOB NPUKA30B (PaCHOPSKEHUN).

B npunokeHusix moMmemaroTcs MoJIOKEeHHs, MepeYHH, CIUCKU, TpaduKu, TabJIULbI,
00pa3Iibl TOKYMEHTOB U Jp.

Ecnu B TekcTe naeTcsl CChUIKA «COTVIACHO NMPWIOKEHUIO» WK (IpuioxkeHue Ne...),
TO Ha IIEPBOM CTPAHULIEC IPWIOKEHUS B IIPABOM BEPXHEM YIJly IULIETCS CIIOBO
«IIpunoxxeHue» U ero HoMep, HUKE 4epe3 OJUH MEKCTPOUHBIN MHTEPBAJ JACTCS CChUIKA Ha
npukas (pacrnopspkeHue) aupekropa [Iporumuaasuu, ero 1aTy u Homep.

Bce cocraBHbIE YacTH PEKBU3WUTA BBIPABHUBAIOTCSA IO JIEBOMY Kparo, ME€YaTarOTCs
yepe3 OJUH MEXCTPOYHBbIA MHTepBad. JIuHA CTpPOKM He AODKHA MpeBbIIIaTh 8 cM,
OrpaHUYMBAETCS MPABbIM MOJEM JOKyMeHTa. [Ipyn HanMuMm HECKOJIBKUX MPUIIOKEHUI OHU

HYMEpPYIOTCSL.
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Hanpumep:
[Tpunoxenne 1
k npukazy AHO OO «IIporumuazus Nel4y
ot 11.07.202_ Ne 34

[Ipn Hannuuu B Tekcre GopmynupoBku «Y TBEPIUTDy npunaraemoe nosnoxeHue,
COCTaB KOMUCCHUH, IIE€PEUYECHb MEPONPHUATHUM M T. J. HA CaMOM MNPWIOKEHUU B IIPAaBOM
BepxHeM yriy pacnonaratorcs cioBa «Y TBEPXXIEHO» wnu «YTBEPXXJIEH» co cchuikoi
Ha IIPUKa3, ero 1aTy, HOMED.

Hanpumep:
YTBEPX/IEHO
npukazoM AHO OO «IIporumuasus Nel4»
ot 11.07.202_ Ne 34

3aroloBOK K TEKCTYy TNPUJIOKEHUS T[I€YaTaeTcsl LEHTPUPOBAHHBIM CIIOCOOOM.
HaumenoBanue BUAa JOKYMEHTa NPHIOXKEHHs (NEPBOE CJIOBO 3arojiOBKa MPHIIOKEHUS
nevaraercs mnponucHbiMU OykBamu >kupHbiM mipudTom: [IOJIOXKEHUE, TNTEPEYEHD,
CIIMCOK u . 1.).

3aroloBOK IPUJIOXKEHHUS] OTAENAeTcs OT JaThl M HOMEpa IMpHuKaza JByMs
MEXCTPOUHBIMU UHTEPBAJIAMH.

[Ipy Hanuuuu B TEKCT€ NPUIIOKEHUS HECKOJIBKUX pAa3AeioB MX 3arojOBKHU
MeYaTaTCs IEHTPUPOBAHHBIM CTIOCOOOM (OTHOCUTENBHO I'PAaHUIl TeKCTa). Touka B KOHIIE
3arojIOBKOB HE CTaBUTCA. J[omyckaeTcsl BBIACNATh 3ar0JIOBKU Pa3/IesioB MIPUPTOM APYroi
HACBIILIEHHOCTH (KHUPHBIM, MOJTYKUPHBIM).

TexcT mpunoxkeHuss MOXXeT ObITh opopmieH B Bujae Tabmuubl. ['padsl U cTpoku
TAaOMUIBl JOJDKHBI HMETh 3aroJIOBKH, BBIPQKCHHBIE HMEHEM CYIIECTBUTEIBHBIM B
UMeHUTEeNbHOM Tnazaexe. llon3aronoBku rpad M CTPOK TrpaMMaTHYECKH JIOJKHBI OBITh
COrJIaCOBAaHbI C 3arojoBkaMu. TekcT TaOdMIBl Medaraercsd 4epe3 OJUH MEKCTPOUHBIH
WHTEpPBAJL.

[Ipy Hanuuuu B TEKCTE NPUIIOKEHHM CCBUIKM HAa CHOCKY OHa OQOpMIIseTcs
3Be3/104YKOM. TEKCT CHOCKM MedaTaeTrcs 4Yepe3 OJUWH MEKCTPOUYHBIM MHTEpBall B KOHIE
KQKJIOM CTPaHULBl WIH I10CJIE IPWIOKEHU B LIEJIOM IoJ 4epToi. Ilocne cumBona CHOCKU
ee TEeKCT MeyaTaeTcs ¢ MPONMUCHOW OYyKBBl. B KOHIIE TeKCTa CHOCKM cTaBUTCS Touka. Ha
OJIHOW CTpaHUIIE HE JOJDKHO 0pOPMIIATHCS 00Jiee TPEX CHOCOK.

B nonoxenusix, mporpamMmmax, ycraBax M JIpPYrux MOJOOHBIX JOKYMEHTAX pa3/eiibl,
HOJpa3/ieibl, TYHKTHI U OJNYHKTHI HyMepyloTcs apabckumu nudpamu. Homep noapaznena
JOJKEH COCTOATh M3 HOMeEpa pasfiela W HOMepa Mojpasjiena, pas3lelieHHbIX TOYKOH
(manpumep: 1.2.). Homep myHKTa MOXET COCTOATh M3 HOMEpa pasjena, Moapasieia |
NYHKTa, pa3feieHHbIXx Toukamu (Hampumep: 2.3.1.). IIyHKTHI mpu HEOOXOAMMOCTH MOTYT
NOJPa3JeNIThCSl HAa MOJNYHKTBI, KOTOpbIE JOJKHBI MMETh MOPSIKOBYIO HYMEpaluio B
npenenax kaxaoro mynkra (Hanpumep: 1.1.1.1.,1.1.1.2. u 1. 1.).

Busel npocTaBisitoTCs Ha 0OOPOTHOM CTOPOHE MOCIEAHETO JIMCTA MPOEKTa MpUKa3a
(pacnopsikeHus).

Ha npunoxeHusix K mpoektaM MpuKa3oB (pacrnopssKeHU) BU3BI MPOCTABIISIFOTCS MO
TEKCTOM MPUIIOKEHUSI.

IIporokoa (nmpunoxenue Ne§)
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B nportokonax (mokymeHTaxX, (GUKCHUPYIOHNIMX XOJA OOCYKIEHHUs BOIPOCOB U
OPUHITHS PELIEHUN) TMOCTOSHHO JCHCTBYIOMIMX KOJUIETHAJIBHBIX W  COBEIIATEIbHBIX
OpraHoB (MeIaroru4eckoro, METOJUYECKOTO COBETOB, KOMHUCCHIT), a Takxke KOH(EpeHIIHi,
coOpaHMii, COBEIIaHMI, 3acelaHui, IEeperoBOpPoB, BCTpPeEY) HCHOIB3yeTcs (opma
U3JIOKEHUA TEKCTa OT TPEeThero Jimna MHokecTBeHHoro uucna (CIIYIIAJIA,
BBICTYIINJIN, PEHINJIN). ConepskaHue BBICTYIUICHHH H3JIaracTcsi OT TPEThEro JHIla
€MHCTBEHHOI'O YHCJIa.

[IpoTokos uMeeT cleayroIne PEKBU3UTHI:

— Haumenoganue euda Oooxymenma — cioBo «IIPOTOKOJI» meuaraercs Ha 2 cM
HUKE OT TPAHUIBI BEPXHEro TMOJs MPOMHCHBIMU OyKBamH, MOJNYKUPHBIM HIpU(TOM U
BBIPaBHUBAETCS 1O LICHTPY;

— U0 3acedanus, cosewjanus — OTHENAETCS OT MPEAbIAYIIEro PEKBU3UTA JBYMS
MEXCTPOYHBIMU MHTEpPBAJIaMU, II€YATAETCS MOTYKUPHBIM MIpU(TOM Yepe3 OJUH WHTEPBAJ
Y BBIPABHUBAETCS I10 LIEHTPY;

—oama u Homep npomokona — nara odopmisercs HUPPOBBIM CIIOCOOOM U
MeYaTaeTCsl Yepe3 JABa MEKCTPOUHBIX MHTEPBaJIa HUKE MPEABIIYIIETO PEKBU3UTA OT JIEBOU
IPaHMIIbI TEKCTOBOTO T10JIsL, @ HOMEP — MOCJIE CJIOBA «IIPOTOKOIDY;

—Mecmo nposedeHusi 3ace0anusi YKa3bIBaeTCs MpU O(GOPMIIEHHHM MPOTOKOIA
COBEIIaHHWA B TOM CJy4yae, €Clidi OHO MPOMCXOAWJIO0 He B 37aHuM llpornmuasum,
BBIPaBHUBAETCS MO LIEHTPY HA OJTHOM JIMHUU C JATOM;

— meKxcm npomoKoaad, Kak MpaBUIIO, COCTOUT U3 ABYX YACTEH: BBOJHON U OCHOBHOM.

BBoanast yacTh cocTaBisieTcs IO CXEME:!

[Ipencenarens — @ammms 1.0.

Cexpetapp — @amunusa 1.0.

[IpucyrcTBOBaNM:

Cnosa «IIpencenarens» n «CekpeTapp» MEYaTarOT CI€BAa OT HYJIEBOIO IMOJOKEHUS
Ta0ymnsTOpa, OTACTSS IBYMsI HHTEpBAJaMHu OT 3aroJioBka U JApyr ot apyra. C HOBOM CTPOKHU
numyT cioBo «lIpucyTcTBOBaNNY, YKa3bIBalOT 00IIee KOJIUYECTBO YWICHOB KOJIJIEIHAbHbIX
OpraHOB M YMCJIO MPHUCYTCTBYIOLIUX, a paclMppoBKa MPEJCTABISETCS B SBOYHOM JIUCTE,
KOTOPBIH SIBJIICTCS PUIIOKEHUEM K TPOTOKOIY (mpritoskenue Ne 9).

IloBecTka MAHS COAEPKUT IEPEUNUCICHUE IYHKTOB (BOIPOCOB) IOBECTKM JIHA,
buKCUpYIOIIMX MOCIEA0BATEILHOCTh O0CYXKI€HUA, C (PaMUIUAMHU JTOKIaAunuKOB. Kaxabiit
BOIPOC HyMepyeTcs apaOCKoil 1 poii, pacmonaraercss B HOPSAKE 3HAYUMOCTH U OTBEYAET
Ha Bompoc «O ueM?».

Hanpumep:

1. Amnanu3 BBINONHEHMS TOAOBOrO MiaHa pabotsl [Iporumuaszum 3a 202_—
202_y4eOHblif TO/I.

Joxnanuuk — [TerpoBa A.N.

OcHoOBHas1 YacTh POTOKOJIA COCTOUT U3 Pa3fesioB, COOTBETCTBYIOUIUX MyHKTaM
MOBECTKH JHS.

TekcT Kaxa0ro paszzesia COCTOUT U3 TPEX YacTel:

— CJIVIHAJIU: kpaTkoe colepKaHue AOKIaga WM CChlJIKa Ha MpUJlaraeMbli K

npotokony Tekct. Ilepen cinoBom «CIIYIHAJIM» mnpocraBisercss HOMEP B

COOTBETCTBUH C ITOBECTKOM JIHS;

— BBICTVYIINJIN: kpaTkoe copepxKaHUE KaKIOr0 BBICTYIUIEHHMS], 3aJaHHbIE BOIIPOCHI

Y OTBETHI;

— PEIIMJIN (ITOCTAHOBWJIN): pemenne (GopMynupyercsi ¢ HCIOIb30BaHUEM

MOJIENH, TPUHATON ISl PAacMOpPSIAUTEIbHBIX JOKYMEHTOB: UTO CJEJaTh,
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WCIIOJIHUTENb, CPOK UCIIOITHEHHUS.

Pemenus, BplpaOOTaHHbIE Ha COBELIAHWH, BHOCAT B IPOTOKOJ TMOCJIE CIOBa
«PEHINJINY» («[IOCTAHOBWJINY). Pemienne MoxeT coaepkaTb OAUH WM HECKOJIBKO
IIYHKTOB, OHHU PAacIIoJIararoTcs 0 3HAYMMOCTH, KaXIbIi U3 HUX HYMEPYETCS.

B cnydae, korma nmpoTokona (UKCHpPYET pelieHue o0 YTBEPKIEHUU KaKOro-imoo
JNIOKYMEHTa, B TEKCTE IPOTOKOJA JOJDKHA COAEPXKAThCS CChUIKA HA JTOT JOKYMEHT, a caM
JOKYMEHT IIPWJIAraeTcsi K IPOTOKOILY.

[Ipn Hanuuuum 0coOOro MHEHMS 10 MPUHATOMY PEUIEHHI0 OHO 3alMChIBAECTCA B
IPOTOKOJ (IIOCJI€ COOTBETCTBYIOLIETO MPOTOKOJIBHOTO PEILIEHUS).

B xadecTBe UCIIOMHUTEINS MOXKET ObITh YKa3aHO OJJHO MJIM HECKOJIBKO JTOJKHOCTHBIX
mun. Cpok MOXET ObITh yKa3aH Kak KajeHJapHas JaTa WIM KaK NEepHOJ| BBINOJIHEHHS
paboTHhL.

CnoBa «CJIYIHAJIN», «BBICTYIIUINY», «PEIIWJIN» («[TOCTAHOBWJIN»)
HeyaTaroT OT JIEBOTO MOJIsl MPONMUCHBIMUA OYKBaMH U 3aKaHUYHMBAIOT JBOETOUUEM.

Kaxnplii pa3nen mewaTaeTcssi € KpacHOM CTPOKHM, 4TOOBI BBIACIUTH B TEKCTE
IPOTOKOJIa PeYb OCHOBHOT'O JIOKJIAYMKa, BBICTYIUIEHUS! YYACTHUKOB OOCYXJIEHUS BOIpOCa
U TIOCTAHOBJIIOIIYIO YacTb, (OPMYIUPYIOUIYI0 pemieHne codpanus. C 3ToH ke IeNbio B
TEKCTE MPOTOKOJNA KaXAyr (aMHUIUI0O W WHULHMAIBl BBICTYMAIOIIUX II€4aTaloT C HOBOM
CTPOKH B MMEHHUTEJIIBHOM MaJIeKe, 3alUCh BBICTYIUICHUS OTIEISIOT OT (paMUINK J1e(pUCOM.
Kaxnpiii Bompoc medaraeTcst ¢ KpacHOW CTpOKH, (aMWIMK HpU 3TOM JOIMYyCKaeTcs He
YKa3bIBaTh.

[Iporokon odopMiIseT ceKpeTapb 3acelaHus, OPUAMYECKYI0 CHUIy IPOTOKOI
nproOpeTaeT TOJbKO MPU HAJMYUU JABYX MOJIUCEH — npeacenarens u cekperaps. [loanucu
pacroiararmT, OTIEIUB OT TEKCTA ABYMsI-TPEMsl MEKCTPOUYHBIMU MHTEPBAJIaMHU OT I'PAHULIBI
nesoro noisisd. IlognmuceiBaeTcs MEpPBBIA IK3EMIUIAP MPOTOKOJA, KOTOPBIA IMOAIIABACTCS
CEeKpeTapeM B JIeJ0 U XPaHWUTCA B COOTBETCTBUM CO CPOKOM, OIPEAEIECHHBIM
HOMEHKJIaTypOu Jel.

B HekoTopbIX ciydasx odpopMIsieTcsl BBIMHUCKA U3 TPOTOKOJIA.

Boinucka u3 mpoTokona — TOYHas KOMMSI YacTU TEKCTa MOJUIMHHOIO MPOTOKOJIA,
OTHOCSIIETOCS K TOMY BOIPOCY MOBECTKH AHS, IO KOTOPOMY TIOTOBUTCS BbInUCKa. llpu
3TOM HEO0OXOJMMO BOCIIPOM3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJHYIO YacTh TEKCTa, BOIIPOC
MOBECTKU JHS, M0 KOTOPOMY TOTOBHMTCSI BBIIHUCKA, U TEKCT, OTpa)KaloIUid oOCyXIeHue
BONpOCa U NpUHATOE pemieHue. B 3Tom ciyuyae Ha3BaHMe JOKyMeHTa O(GopMisieTcs Kak
«BpInucka U3 IPOTOKOJIA».

Cay:xkeOHOe MUCBMO

[luceMa cocTaBiSIOTCS Ui OCYIIECTBICHUS ONEPATUBHON CBS3M C JIPYTUMU
OpraHu3alusIMHU 10 BolpocaM aesrenbHocTy [IporuMuasum.

[lo conmepkaHWMI0O ¥ HA3HAYCHHUIO MUChbMAa MOTYT OBITb HWH(OPMAIMOHHBIE,
rapaHTUiHbIE, peKJIaMallMOHHbIE, KOMMEPUYECKHE, MMChMa-3alpOChl, MUChMa-TIPUTIIAIICHUS
UT. 1.

WudopmarionHsle THCbMa COJEPKaT COOOIICHUs, NPOCHOBI, HATIOMUHAHMS,
IPEII0KEHUS.

[apanTuitHple npeaHa3HAYeHBl /JI M3BEUICHUS O TapaHTUSX OIUIAThl, CPOKOB
NIOCTAaBKM WJIM Ka4€CTBA MPOJYKLUHU U YCIIYT.

B pexiiaManinoHHBIX (IPETEH3MOHHBIX) MMCbMaX M3J1araroT TPeOOBAHMS BO3MELIECHUS
yOBITKOB, HAaHECEHHBIX H3-3a HApYIICHUS YCIOBUM KOHTpaKTa WM JIOTOBOpa JApPYroi
CTOpOHON (KOHTpareHTtoM). Pexiamanusi JojKHA MOATBEPXKAATHCS MPUIAraeMbIMU K
NUCbMY JJOKYMEHTAMH B BUJIE aKTOB, CIIPaBOK U T. 1.
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Kommepueckue nucbmMa COCTaBIIAIOT MPU 3aKJIIOYEHUU U BBINIOJHEHUH KOHTPAKTOB,
4acTO B HUX M3JIaraloT MpOoCchObl O MPE0CTaBICHUN HH(OPMAIIMK O TOBapax U yCIyrax y ux
IIPOJIaBIIOB WJIM, HAIIPOTUB, IIPEAJIaratoT MOCTaBUTh TOBAPbI WU YCIIYTH.

B mucpmax-3ampocax MpocsT y KOHTpPareHTa pas3bsICHUTh KaKOW-THOO (hakT wiu
JIICUCTBUE.

CnyxxeOHble MUcbMa TevyaTaloTcss Ha Onankax nuceM [Iporumuaszum. CiyxeOHOE
MUCBbMO UMEET CJIENYIOLUE PEKBUZUTHI:

— rpud 1 OTMETKA OTPaHUYEHHUS JOCTyNa K JOKYMEHTY (€CJIM 3TO HEOOXOAUMO);

— ajapecar;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— OTMETKa O HAJIMYWU MPUIIOKEHHH (€CITi OHU UMEIOTCS);

— MOJIIUCH;

— OTMETKA 00 HUCIIOJIHUTETIE.

TekcT cmy:xeOHOTrO MHUChbMa, KaK MPAaBUIIO, JOJKEH KacaThCsl OJHOTO BOMpPOCA HIIU
HECKOJIbKUX BOIPOCOB, €CIM OHM B3aMMOCBSI3aHbl M OYyAyT paccMaTpHUBaThCS B OJHOM
CTPYKTYPHOM MOAPA3AEICHUN OpraHu3aluu-aapecara.

TexkcT u3naraercs OT MEPBOTO JIMLA €AUHCTBEHHOrO yucia (IPOCHUM, HAlpaBisieM U
T. A.) WIA OT TpPeTbero Jmuna eauHcTBeHHoro uyucna ([Iporumuasust cuuTaer...,
npodcoro3Hbii kKoMuTeT [IporumMHasum paccMoTpen. . .).

Tekct nucbma, Kak MpaBUiIO, COCTOUT U3 ABYX yacTel. B mepBoii yacTu m3naraercs
NpUYMHA, OCHOBAHME WJIM OOOCHOBAHHE COCTABJIECHHUS IMUCbMa, MPUBOASTCS CCBUIKM Ha
JIOKYMEHT, SIBJSIONIMKACS OCHOBaHMEM IMOJATOTOBKM MNHChMAa. Bo BTOpol dyacTtw,
HaYMHAIOIIEHCs ¢ ab3a11a, MOMEIIAI0TCS BBIBOIBI, IPETIOKEHUS, TPOCHOBI, PEIICHUS U T. [I.

B Ttekcrax mnmcem ynoTpeOisSlOTCA TONBKO OOUIENpUHATHIE a0OpeBHATypbl U
rpaduueckure CoKpamieHus.

[Ipu ymorpebneHun B TeKkcTe GaMUIUN JHI] WHUIMAIBI YKa3bIBAIOTCS TOCIE
bamunmm.

B nenoBbIX muchMax MOT'YT UCHOJIb30BATHCA:

- BCTYIIUTENbHOE OOpalieHue:
YBaxkaemslii rocnioguH IIpencenarens!
YBaskaembiii roctioguH [ 'yoepraTop!
YBaxkaemslil rocioivH [Ipoxopos!
VYBaxaemas rocnosxa 3axapona!
YBaxxaemsiii Hukonaii [lerposuy!
YBaxxaemast Onpra HukonaesHa!

B oOpaienun mno JOMKHOCTH HAMMEHOBAHUE JOJKHOCTH IMUIIETCS C MPOIMUCHOM
OyKBBI, B 0OOpalieHnu mo GamMimimu HHUITAABI JTUIA HE YKa3bIBAIOTCS.

- 3aKJTIOYUTENIbHAS dTUKETHAs (ppaza:

C yBaxeHuew, ...

Tenerpammel, TejiepoHOrpaMMBbl M (paKCUMHUIBLHASA CBA3b

[lepenaua koppecnoHAEHIMH MO (PAKCUMUIBHON CBSI3W B JPYrHE€ OpraHU3aIiH
OCYIIECTBIISIETCS TOJIBKO MO YKAa3aHUIO WIH C pa3pelieHus aaMuarcTpanuu [Iporumuasun.

[ToanMHHUKY TOKYMEHTOB, MEPEeIaHHbIX MO (PaKCUMHIIBHOMN CBS3H, MOAIIMBAIOTCS B
JIeNo, XpaHdieecss y pabOTHUKA, OTBETCTBEHHOIO 3a JEJIONPOM3BOJCTBO, C YKa3aHUEM
BPEMEHHU U JIaThl epe/layuu.

3asBieHue
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3asBieHue — 3T0 opuULKaIbHOE cO00IIeHne B MUCbMeHHOM (opme. OHO COOEp>KUT
Yaie BCero MpeajiokKeHue, >kanody Wi Mpocb0y Kakoro-inbo 4deoBeKa, aJpecOoBaHHBIC
WIM OpraHU3alliy, WIK JTOJDKHOCTHOMY JUIly. 3asiBIeHHEe odopmiisieTcss Ha CTaHAApTHBIX
auctax oOymaru gopmata A4.

3asiBI€eHHE BKJIIOYAET: ajpecara, KOTOPOMY HamNpaBiiseTCs 3asiBleHUE, (haMUIIUIO,
UMs, OTYECTBO, JOJDKHOCTh aBTOpa 3asBJICHHS, HAUMEHOBAHUE JOKYMEHTa, TOYHOE
U3JI0’KEHUE MPOCHOBI, IPEI0KEHUS, ONUCH MPUJIAraéMbIX K 3asBJICHUIO JTOKYMEHTOB, /1aTa,
HOJIITHUCH.

B 3asgBnenun wucnonb3yercs, Kak MpaBuio, OQUIMATBHO-IENOBas JIEKCHUKA, B
HEKOTOPBIX 3asBJICHUAX JOMYCKAETCs yNoTpeOaeHne myOIUIUCTUYECKOM JIEKCHKH.

3anucka

3anucka (aHaJIUTHYECKas, NOKIAAHAsl, CIy)KeOHas, OOBSICHUTENbHAS]) — JOKYMEHT,
apeCOBaHHBIN TUpPEKTOPY [IporuMHa3ny Wi BBIIECTOAIIECH OpraHU3alud U COAEPKAIIUN
00CTOSITENIbHOE W3JIOKEHHE KaKoro-iubo BOMpoca € BBIBOJAMU U MPEAIOKECHUSIMHU
COCTaBUTETIS.

JlokiiagHas 3amMCcKa COCTaBJIsETCs KaK M0 JMYHOM MHULMATUBE aBTopa (paboTHHKA),
TaK ¥ 10 YKa3aHUIO (MMChbMEHHOMY WJIH YCTHOMY) IUPEKTOPA.

3anucka coCTaBiseTcss Ha OyMaXHOM HOCHUTEJIE WJIM B DJIEKTPOHHOM BHJE.
OdopmiieHne 3amMcKu 3aBUCUT OT ajapecata. llpu cocTaBieHMM MOKIaJAHOW 3alMCKH,
agpecoBaHHol aupekTopy Ilpormmuazum B pamkax I[IporuMHaszum, OHa CUMTaeTCs
BHYTpEHHEH M odopMIIsieTcs Ha CTaHAapTHBHIX JucTtax Oymaru ¢opmara A4. BayrpenHss
3aMKucKa JOJDKHA COJAEPKaTh CIENYIOIINE PEKBU3UTHI: BHJ JOKYMEHTA, JaTy JOKYMEHTAa,
Ha3BaHHE JOKYMEHTa (3aroJioBOK K TEKCTY), €CIU TEKCT Oojiee YeThIpeX-MATU CTPOK;
ajipecaTa, TeKCT, MMOAMUCH (C YKazaHUEM JOHKHOCTH, haMuinu, uHUIKaoB). [loanuceiBaeT
BHYTPEHHIOIO JOKJIAJHYIO 3alHCKY COCTABUTEb.

Ecnu 3anucka agpecyetcs 3a npenens! [Iporumuasuu, To ee opopMIIsItoT Ha OJaHKe,
M OHa Ha3bIBaCTC BHEIIHEH. BHEIHAsS 3anucka JOJDKHA COAEpPKATh CIEAYIONINE
PEKBU3UTHI: HAaWUMEHOBAaHHWE  YUPEXKAECHMs, BHJA  JIOKYMEHTa, JaTy JIOKYMEHTa,
PETUCTPALMOHHBII HOMEP, MECTO COCTABJIEHMSI, Ha3BaHUE JOKYMEHTA (3aroJ0BOK K TEKCTY),
eclii TeKCcT OoJjiee YeThIpeX-MATH CTPOK, ajpecara, TEKCT, MOAMNKUCH JAUPEKTOpa
IIporumHuaszuu.

Pa3HOBMIHOCTBIO  JOKJIAJHOM  3allMCKU  SBJISAIOTCA  HpeactasieHusd.  OHHU
UCIIONB3YIOTCSI TPU  JOKYMEHTUPOBAaHUM KaApOBOM JEATEIBHOCTH M  COCTAaBISIOTCS
JUPEKTOPOM WM 3aMECTHUTENIeM JaupekTopa. [IpencraBieHusi COCTABISAIOT B Cilydasx
NOOIIPeHHs paOOTHUKOB, HAJIOKEHUS B3bICKAHUM, TPOBEACHUS aTTECTAIIUH.

ABTOMaTH3a1Usl IOKYMEHTHPOBAHUA

JUids  DOArOTOBKM  JOKYMEHTOB  MOTYT IPUMEHSATHCS  aBTOMAaTU3UPOBAaHHbBIE
texHosoruu. [Ipu 3Tom co3matorcs 0asbl JaHHBIX (KOPPECHOHICHTOB, (HOPM JTOKYMEHTOB,
TpadapeTHbIX TEKCTOB U TEKCTOBBIX 3ar0OTOBOK), PEJAKTOPCKUE MPOTPaMMBI U JIp.

[Topsimok  pa3paOOTKH, OKCIUTyaTallud M TOJb30BaHUS TAKUMH CHCTEMaMH
ompeneisieTcs CTaHAapTaMd B O0JIaCTH  aBTOMATHU3MPOBAHHBIX  HH(POPMALMOHHBIX
TEXHOJIOTHUH.

DJIEKTPOHHBbIE JOKYMEHTbI

[Topsimok coctaBneHusi, OQOPMIICHHS M COTJIACOBAHUS MPOEKTOB JIEKTPOHHBIX
JIOKYMEHTOB OCYIIECTBIIIETCA 1O OOLIMM MpaBUIIaM JI€JIONPOU3BOACTBA, YCTAHOBIEHHBIM B
OTHOIICHUM aHAJOTUYHBIX JTOKYMEHTOB Ha OyMa)KHOM HOCHUTENE. DJIEKTPOHHBIA JOKYMEHT
JIOJDKEH MMETh PEKBU3UTHI, YCTAHOBJIEHHBIC JUISI aHAJIOTUYHOTO JOKYMEHTAa Ha OyMa)KHOM
HOCHTEJIE, 3a UCKIFOYEHHEM OTTHCKA NIE€YATH.
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B nepeuenpb o0s3aTeNbHBIX CBEJIEHUH O JOKYMEHTaX, UCIOJIb3yEeMbIX B LEISIX ydyeTa
U TIOWCKa JOKYMEHTOB B CHCTEMaX 3JIEKTPOHHOTO JoKymMeHTooOopora [Iporumuazum B
COOTBETCTBHUH C ITPaBUJIaMHU JIEJIONPOU3BOACTBA B [IpornumMHasum, BXOIAT:

— aJIpECaHT;

— ajapecar;

— IOJKHOCTH, (JaMUJTUSL ¥ UHULIUAIIBI JIUIIA, TOAMUCABIIETO JOKYMEHT;

— BU/J IOKYMEHTA;

— JaTa TOKYMEHTA;

— HOMEp JTI0KYMEHTA;

— J1aTa IOCTYIUIEHUS TOKYMEHTA;

— BXOJSIINI HOMEp JOKYMEHTA;

— CCBLIJIKa Ha UCXOJSIIUN HOMED U JIaTy TIOKYMEHTA,

— HAMMEHOBAHUE JIOKYMEHTA;

— UHJIEKC JIena;

— CBEJICHUS O Mepeapecalny T0KyMEHTa;

— KOJIMYECTBO JIUCTOB OCHOBHOT'O TOKYMEHTA;

— KOJIMYECTBO NMPUIIOKECHUM;

— o011ee KOJIM4ECTBO JIMCTOB PUIIOKEHUN;

— yKa3aHus 10 UCTIOJIHEHUIO JOKYMEHTA;

— nmoJpkHoCTh, @. M. O. ucnoaHuTens;

— OTMETKa 0 KOH(PHUICHIIUATLHOCTH.

B coctaB 1OMOTHUTENBHBIX CBEACHHM OO0 AJIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIIOUEHBI CBEJICHUS: HANMEHOBAHHUE aBTOpa TOKYMEHTa (€clii aBTOp HE COBMAJAET C
azgpecaHToM (OTHpaBUTENEM) OJJIEKTPOHHOTO TOKYMEHTa), OTMETKa O IEpEeHOCe CpokKa
UCTIOTHEHUSI JIOKYMEHTa, CPOK XPaHECHHS JOKYMEHTAa, HAaWMEHOBAHHUS TPHIOKEHUM K
AIIEKTPOHHOMY JIOKYMEHTY, KJIIOUEBBIE€ CIIOBA, CTaTyC JOKYMEHTa (IPOEKT, BEPCHsi), BHU]
nepeaadn J0KyMeHTa (3JI€KTPOHHOM MOYTOM, MOYTOM, pakcoM U T. 1.) U Jp.

Cpoku XpaHEHHsS DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHHUS
JIOKYMEHTOB, YCTAaHOBJICHHBIX 3aKOHOAATEIbHBIMU M MHBIMHU HOPMATHUBHBIMU MPABOBBIMU
akramu Poccuiickon denepanuy, THIOBBIMUA NEPEYHSAMHU ISl AHAIOTUYHBIX JIOKYMEHTOB Ha
OyMa)XHOM HOCHTEJIE.

4. Opranuzauus J0KyMEHTO000POTA U UCIIOJTHEHHS TIOKYMEHTOB

4.1. Ilpuem 1 00paboTKA NMOCTYNAIIIUX JOKYMEHTOB

4.1.1. JIBwxeHuEe JOKYMEHTOB C MOMEHTA MX CO3/JaHUS WU TOJIYy4YECHUS 0
3aBepIICHUS UCTIOJTHEHUS WM OTIPABKU 00pa3yeT JOKyMEHTOOOOPOT.

41.2. B JIOKYMEHTO000pOoTe [Tporumuazumn BBIAEISIIOTCS CIeayIoume
JIOKYMEHTOIOTOKHU:

a) MOCTYyMAaroIas J0KyMeHTaus (BXoas1as);

0) oTmpaBisieMasi JOKyMeHTaIus (MCXOIs11as );

B) BHYTPEHHSS IOKYMEHTAITHSI.

4.1.3. JloctaBka W OTIpaBKa JOKYMEHTOB B [IporumHasnio OCYIIECTBISETCS, Kak
IIPaBUJIO, CPEACTBAMHM IIOYTOBOM M OJJIEKTPOHHOM CBsi3U. M3 1odTroBOro OTACNCHUSA
KOPPECMOH/ICHIIUS JIOCTABJISIETCS OTBETCTBEHHBIM 3a BEICHHE JICJIONPOU3BOJACTBA B
[Iporumuazuu.

4.1.4. JloxymeHnTsl, mnocrynaromue B IIpornMHasuio, NOpoXOIT NEPBUUYHYIO
00paboTKy, pEerucTpaluio, MpeABapUTEIbHOE PACCMOTpPEHHUE, INeperadyy PYKOBOJCTBY Ha
paccMoTpeHue, epeAaaroTcsi UCTIOTHUTEINSAM U MOCJIE UCIIOJIHEHUS TOMEIAloTCs B Jiena.



23

4.1.5. Ilpuem u mnepBuyHass oOpabOTKa JOKYMEHTOB OCYIIECTBISETCS JIHIIOM,
OTBETCTBEHHBIM 32 BEJIEHUE JAEIOMPOU3BO/ICTRA.

4.1.6. Jlumo, OTBETCTBEHHOE 3a BEJCHHE JENONMPOU3BOJCTBA, MPOBOIUT: MPOBEPKY
NPABWIBHOCTH aJPECOBAHUS TMOCTYNAKOUIMX JOKYMEHTOB, HPABUJIBHOCTU [JOCTABKU H
KOMIUIEKTHOCTH JIOKYMEHTOB; COPTUPOBKY TOKYMEHTOB Ha MOJUIEKAIUE U HE MOAJIeXKallne
perucTpanuu.

4.1.7. IlomydyeHHblE KOHBEPTHl C KOPPECHOHJEHLMENW BCKpPBIBAIOTCS, IPU 3TOM
IIPOBEPSIETCS HAMYUE BIIOKEHUM, a TaKKE YKAa3aHHBIX B JOKYMEHTaxX NpWIOKeHUW. B
cilydyae MOBPEXKICHUS YIAKOBKH U BIOXKEHHUH JMO0 OTCYTCTBUS MPUIIOKEHUM COCTaBIISETCS
aKT B JABYX dK3eMIUnsipax. OQuH SK3eMIUIAp aKTa HANpaBiIIeTCs KOPPECHOHCHTY, BTOPOI
NpHOOIIAETCA K MOCTYNHUBIIEMY JOKYMEHTY.

4.1.8. OmmboyHO  TpHUCIaHHAs  KOPPECMOHACHIMSA  MEpechUIaeTcss M0
NPUHAJICKHOCTH, ©CIM M3BECTEH aJpec TMoiydaTrens. B  TOpOTUBHOM  ciydae
KOPPECIOH/ICHIIUS BO3BPAILLAETCS OTIPABUTEIIIO.

4.1.9. KoHBEpTHI OT MOCTYMHAIOMIEH KOPPECTIOHACHIINH COXPAHSIIOTCS U MPHJIATaloTCs
K JOKyMEHTaM JIMIIb B TOM cClly4ae, KOrjJa TOJIbKO MO0 HUM MOXHO YCTaHOBHUTH aJpec
OTIpABUTENS] WM, KOI/Ia Jara IIOYTOBOTO WITEMIENs HMEET 3HAue€HHWE B KauecTBE
JI0Ka3aTenbCTBA BPEMEHH MOTYYEHHS JOKYMEHTA.

4.1.10. CneunanrcToM He BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAJAIMUCBIO «IHYHO».
OnM nepenaroTcs 10 Ha3HAYEHUIO

4.2. IlpenBapuTeibHOE PACCMOTPEHHE JOKYMEHTOB

4.2.1. Jlumo, OTBETCTBEHHOE 3a BEICHHWE JICJONPOW3BOJACTBA, MPOBOIUT
NpEBAPUTENIHLHOE PACCMOTPEHHE JIOKYMEHTOB B IENAX BBIJEJIEHUS U3 BCETO MaccHUBa
MOCTYIUBIIEH KOPPECTIOHICHIIUU JTOKYMEHTOB, TPEOYIONIUX 0053aTeIbHOTO PACCMOTPEHUS
nupexktopoM [Iporumuasum.

4.2.2. OcHOBaHHMEM [JIsi TIPUHSTHS pEHICHUS B XOJA€ MPEABAPUTEIHLHOTO
pacCcMOTpEHHUS SIBIISIETCSL  COAEpXKAHME JOKYMEHTA, a HE aJpecOBaHUE JIOKyMEHTa
COOTBETCTBYIOLIEMY PAOOTHUKY.

4.2.3. Pe3ynbraToM MpeABapUTEIBLHOTO PACCMOTPEHHUS SBISIETCS HalpaBlICHUE
JOKyMEHTa JaupekTopy IIporMMHa3suum WM JOJKHOCTHOMY JIMILy B COOTBETCTBHM C
yCTaHOBJIEHHBIM B [IporumMHasuum pacrpeneneHueM OOS3aHHOCTEH MEXAY AUPEKTOPOM H
JOJKHOCTHBIMH JIMLIAMU JJ1S BHIHECEHUS YKa3aHHU 110 UCTIOTHEHUIO TOKYMEHTA.

4.2.4. TloctynuBmas B IIpornMHa3ui0 KOPpPECHOHACHIMS paccMaTpUBAETCS
JUPEKTOPOM B JIEHb €€ MOCTYIUIEHUS WM Ha CJIEIYIOLINI 1EHb.

HMupektop IlpornmuHasum paccMarpuBaeT NOCTYNUBIIUE JOKYMEHTBI M ONpPENEISAeT
UCIIOJIHUTENECH, YKa3bIBa€T CPOKM M TOPSAJIOK MCIOJIHEHUS MU TepelaeT JOKYMEHThI
UCIIOJIHUTESIM.

4.3. PerucTpanusi 10KyMeHTOB

4.3.1. Tlepegaua NOKYMEHTOB Ha PETUCTPALMIO MPOU3BOAUTCSA TOJBKO MOCIE HX
IPEIBAPUTEIBHOIO PACCMOTPEHUS.

4.3.2. Peructpamuu nojajexar BCE JOKYMEHTHI, TpeOYIOIIue ydeTa, HCIIOJHEHUS,
HCIOJIb30BAHMS B CIPABOYHBIX LENSAX, KaK MOCTYMAIOIIUME U3 JIPYTUX OpraHu3aiuii u ot
YAaCTHBIX JIUI, TaK W oOpasyroluecss B JesATenbHOCTU [IporuMHazuu, U perucTpupyrorcs
HE3aBUCUMO OT CII0C00a UX TOCTAaBKH.

4.3.3. K nokymeHTaMm, He MOAJEXKAIIUM PErUCTPallid, OTHOCATCS JOKYMEHTHI, He
TpeOyIoLIMe HCIOJHEHUSI U HE CoJlepKallue MHPOpMAIUH, UCIOJIb3yeMON B CIIPaBOYHBIX
HEJIAX: TPUTJIACUTENIbHBIC, MO3APAaBUTENIbHBIE MHCbMa, TEJIErPaMMBbl, OWJIETHI, IJIaHbI,
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POrpaMMbl CEMHUHAPOB, KOHPEPEHLIUH, CUMIIO3UYMOB U JIPYTUX MOJAOOHBIX MEPONPUITHIH,
JOKYMEHTBI MO OyXTajaTepcKOMy YYeTy, MaTepHabHO-TEXHUYECKOMY OOeCleyeHHIo,
IUTAHOBBIE, (PMHAHCOBBIE JOKYMEHTHI, TOCTyHaroue ©0e3 COMpPOBOIUTEIHHOTO IMHCHhMA,
peKIamMHble  JIOKYMEHTBI, = KOMMEPYECKHE  MpEAJIOKEHMs,  IeYaTHble  H3JaHMs,
YHU(PUIUPOBAHHBIE (POPMBI U OJTAHKHU JTOKYMEHTOB U JIp.

4.3.4. ]JlokyMeHTBI, TMOJUIeKALIUE PETUCTPAllUU, PETHCTPUPYIOTCS B IKypHale
perucTpany BXoJAIMX TOKyMEHTOB (rpuiioxenue Ne 10) B 1eHb OCTYIUIEHHS — B CIy4ae
NOCTYIUIEHHSI JOKyMEHTa B pabouee BpeMsl; Ha CIEAYIOIMNA padouuil AeHb — B Cly4yae
MOCTYIUICHHSI TOKYMEHTa B Hepabodee BpeMsi; He3aMeJIUTEIbHO — C OTMeTKaMu «CpouHO»,
«OnepaTUBHO.

4.3.5. Ha noxymeHTtax, moctynaioumx B aapec [IporumMHazum, B HUKHEM IPaBOM
yIay JHUIEBON CTOPOHBI MEPBOTrO JIMCTA JOKYMEHTA IPOCTABISAETCA PETUCTPAL[MOHHBIN
HITaMII C YKa3aHUEM JaThl U MOPSJKOBOIO PErUCTPALMOHHOTO HOMEDPA.

4.4, PacnipenesieHne MOCTYNAKIIUX JOKYMEHTOB

4.4.1. Tlocne peructpaivi AOKYMEHTHI MEPEAAIOTCS HA PACCMOTPEHUE TUPEKTOPY
[Ipornmuazum.

4.4.2. Tlocne paccMoTpeHus: AUpekTopoM [IporuMHazuu TOKyMEHTHI BO3BPAIIAIOTCS
JMIy, OTBETCTBEHHOMY 3a BEJEHHUE JEJONPOM3BOJCTBA, JUISl NEPEHECEHUs YKa3aHWM 1o
MCIIOJIHEHUIO JOKYMEHTa B JKypHaJl perucTpaluy BXOJAIINX JOKYMEHTOB. B cooTBeTcTBHM
C YKa3aHWsIMH TI0 HCIOJIHEHUIO TIOUIMHHUK JIOKYMEHTa HampaBisieTcss paOOTHHKY,
ABJISIFOLEMYCSI OTBETCTBEHHBIM HCIIOJHUTEIEM, a COUCIOJIHUTENSIM HApPABIISIOTCS KOMUHU
JIOKYMEHTOB (€CJIM UMEIOTCS), O YeM JIEJIaeTCd OTMETKA B )KypHaJle perucTpauy BXOIAIIUX
JIOKYMEHTOB.

4.4.3. DiekTpoHHBbIE COOOIIEHUS, TOChIJIAEMble TO OSJEKTPOHHOW  IOYTe,
UCIIOJIHAIOTCS] aHAJIOTUYHO JIOKYMEHTaM Ha OyMasKHBIX HOCUTENSIX C YYETOM ONpEeeIeHHON
cnenuUKH B MPOLIECCE UCTIONHEHHUS.

4.5. llopsiiok 00padOTKH M MPOXOKAECHUS UCXOAAIINX U BHYTPEHHUX
JOKYMEHTOB

4.5.1. TlopsaoK MOATOTOBKH MCXOJSIIMX JTOKYMEHTOB BKIIIOYaeT B ceOs paboTy 1o
COCTaBJICHUIO TPOEKTa JOKYMEHTA, COIVIACOBAHUIO, MOJNUCAHUIO (YTBEPKICHUIO) U
OTIIpaBKe.

4.5.2. Jlo nmepenayu JOKyMEHTa Ha IMOJIUCh WCIOIHUTENb JIOJDKEH MPOBEPUTH €0
coJiepKaHue, MPaBUIBLHOCTh O(OPMIICHHS, HAIMYUE HEOOXOTUMBIX BH3 M IMPHIOKEHHI.
JIOKyMEHT MpeAcTaBIIIeTC Ha MOANKUCH BMECTE C MaTepualaMH, HA OCHOBAaHUHM KOTOPBIX OH
TOTOBUJICS.

4.5.3. BHyTpeHHHE TOKYMEHTHI O(DOPMIISIOTCS W UCIOJHSAIOTCS (MCIOIB3YIOTCS) B
npenenax [Iporumuasun.

45.4. BHyTpeHHUE JTOKYMEHTHI (JOKJIaJHBIC 3alUCKH, CIPaBKH, CBOAKU H JIp.)
paccMaTpHUBAIOTCS TEMU JIOJKHOCTHBIMU JIMIIAMH, KOMY OHU HalpaBJICHBI.

4.5.5. OTBETCTBEHHbIE 3a JIEJIONPOU3BOACTBO IEpe]] cAauell KOPPECIOHACHIIMN Ha
OTINPAaBKY JOJKHBI 0053aTeNIbHO MMPOBEPUTDH MPABUIBLHOCTD €€ 0O(POPMIICHHS U aJJpEeCOBaHUS.

4.5.6. Peructpauusi OTHpaBISAEMbIX JTOKYMEHTOB OCYILECTBISETCS B JEHb MX
noanucanus (YTBepXKICHUS) WIK Ha CIEAYIOUINI pabounii n1eHb. PeructpanioHHbiii HoMep
JOKYMEHTa M JjaTa PErHCTpalMi IPOCTABIISAIOTCS HA MOUIMHHUKE JOKYMEHTA B PEKBU3UTAX
OnaHKa M Ha KomuH, ocrtawoiedcs B nene [Iporunmuazuun. CrnpaBOYHBIM ammapaToMm Jis
UCXOJSIINX JTOKYMEHTOB SIBJISIETCS *KYpHAJI PETUCTPALUU 3TUX JOKYMEHTOB (IIPHUJIOKEHUE
Ne 10).
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4.5.7. OTnpaBKy HUCXOIAUIMX AOKYMEHTOB MPOM3BOJUT JIMIIO0, OTBETCTBEHHOE 3a
BeJICHUE Jenornponu3BoacTBa. CpouHas KOppecrnoHACHIHs OGOpMIISETCS M OTHpaBIIseTCS
HE3aMeJTUTENLHO JIMIIOM, OTBETCTBEHHBIM 32 BEJCHHE JIEIOMPOU3BOICTBA.

45.8. Jlumo, OTBETCTBEHHOE 3a BEACHHE JICJIONPOU3BOJCTBA, IPOBEPSET
NPaBUIBHOCTE  OQOPMIICHHS  HCXOISIINX  JOKYMEHTOB, MPOU3BOAUT COPTHPOBKY
JIOKYMEHTOB T10 cI1oco0y JJOCTaBKU KOPPECTIOHACHIINH ajpecaty (MpocTasi, 3aKka3Has u Jp.).
HenpaBuibHO 0opMIIEHHBIE JOKYMEHTHI U KOPPECTOHCHIINS HECTYKEOHOTO XapakTepa K
OTIIpaBKEe HE MPUHUMAIOTCS ¥ BO3BPAIIAIOTCS JIUILY, TIOATOTOBUBIIEMY TOKYMEHT.

45.9. Ormpasnsiemass 1O TMOYTe KOPPECHOHJEHIUS MPOXOAUT  YHAKOBKY,
aJipecoBaHue, MPOCTaBJIECHUE CTOMMOCTH IOYTOBBIX YCIYyTI M MEpeaadyy Ha OTIpPaBKy B
MECTHOE OT/CTICHHUE CBSI3H.

45.10. Ha 3aka3Hyl0 KOPpECIOHJICHIUIO, Ha JOKYMEHTHI C TIOMETKOW «Jlis
CIIy’KEOHOTO TOJIb30BaHUS» COCTABIISIETCSl PEecTp, KOTOPHIM 3aTeM BO3BpallaeTcs JIUILY,
OTBETCTBEHHOMY 3a BEJIEHHUE ICIONMPOM3BOJCTBA, C PACIUCKON PAOOTHUKOB ITOYTOBOTO
OTJIEJICHUS CBSI3U WM MHOTO JINIA, 00ECIIEYHBAIOIIETO OTIIPABKY JOKYMEHTOB.

4,5.11. Ilepenaua ¢ WCTHOJB30BAaHUEM CPEACTB (DAKCHUMHMIIBHOW CBSI3M JOKYMEHTOB,
coJiepKaluX CIyKeOHYI0 MH(OpMAINIO OTPAHUYEHHOTO PACIIPOCTPAHEHHUSI, B TOM YHCIIE C
noMeTkoil  «Jlms  cimykeOHOro  TONMB30BaHUS», HE paspemaercs. Karteropmueckn
3arperaeTcs nepenaya mo cpecTraM PaKCUMIIIBHON CBA3H CEKPETHBIX JOKYMEHTOB.

4.5.12. C ucrnonbp3oBaHUEM CPEICTB (PAKCUMUIBHOW CBSI3M MOTYT OBITH IepeaHbl
MaTepuallbl TEKCTOBOTO, TAaOIMYHOTO WM TpapuuecKkoro Xapakrepa, HWCIOTHEHHBIE
TUTIOTPaCKUM, MAIIMHOITUCHBIM WJIH PYKOITUCHBIM CIIOCOOOM B YEPHOM HJIM TEMHO-CHHEM
[[BETE C YETKUM M KOHTPACTHBIM M300pakeHHeM (IIePBbIE IK3EMILISPBI MU UX KCEPOKOTIHH )
Ha Oenoit Oymare ¢ MUHUMAaJIBLHOW BBICOTOM OykB U 1udp 2 mMm. O0BEM TepesaBaeMoro B
TEYCHHE OJHOTO CeaHca CBS3HM JOKYMEHTA, BBINIOJHEHHOTO Ha Oymare ¢opmata A4, He
JTOJIKCH TPEBBIIIATH MATH JUCTOB.

45.13. OTBeTCTBEHHOCTh 3a COJCpKaHWE HWHPOpMAIMH, TepeJaBaeMoOl C
UCTIONB30BAHUEM CPEICTB  (AaKCUMWIBHON CBSI3M, BO3JIAaraeTCs Ha  HMCIIOJHUTEINS,
MOJITOTOBHUBIIETO (PaKCOTPAMMY IS TIEPEIauH.

4.6. OcobGeHHOCTH PadOTHI C IJIEKTPOHHBIMH JOKYMEHTAMH

4.6.1. B [IporuMHaszuu co3/1at0TCS U UCTIONB3YIOTCS:

— JJICKTPOHHBIE  JOKYMEHTBHI, CO37aBaeMble B  OJJEKTpoHHOH  (dopme  06e3
MPEIBAPUTEIHHOTO JOKYMEHTHPOBAHUS HAa OyMaKHOM HOCHUTEIIE;

— 3JIEKTPOHHBIE 00pa3bl JOKYMEHTOB, TOJyYEHHBIE B PE3yJbTaTe CKaHUPOBAHUS
JIOKYMEHTOB U XPaHSIIHECS B CHCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

4.6.2. Tlpuem u oOTmpaBKa DSJICKTPOHHBIX JOKYMEHTOB  OCYIIECTBISIOTCS
OTBETCTBEHHBIM 32 BEJICHUE JIEIONMPON3BoicTBa B [Ipornmuasum.

4.6.3. Jlnd TOATBEPXJACHUS TMOJJIUHHOCTH  JJICKTPOHHBIX JOKYMEHTOB B
[TporumMHa3uu UCTIONIB3YIOTCS AIIEKTPOHHBIE ITUGPOBHIE TIOITUCH.

4.6.4. Enuuuneil ydera DSJIEKTPOHHOTO JOKYMEHTA SIBJISETCS AJIEKTPOHHBIN
JTOKYMEHT, 3aperHCTPHUPOBAaHHBIH B  CHUCTEME OJCKTPOHHOTO  JOKYMEHTO00OpOTa
[TporumHazuu. DJIEKTPOHHBIA JTOKYMEHT, MMEIOLIUI NPUIOKEHHS, PETUCTPUPYETCS Kak
OJIMH IOKYMEHT.

4.6.5. Tlocne oTHpaBKM SJIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOMU
MOJITUCHIO  YIIOJTHOMOUYEHHOTO JIOJDKHOCTHOTO JIMIA, JOCBUIKM aapecaTy ero KOMHH Ha
OyMa)XHOM HOCWUTENe, Kak NpaBUIO, HE TpeOyercs, 3a HUCKIIOYCHHEM OTBETOB Ha
oOpalieHust TpakaaH, MOCTYIMHUBIINX MO HWHPOPMAIMOHHO-TEICKOMMYHUKAITMOHHBIM
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KaHaJaM, Ha KOTOpbIE 3asBUTENII0 [aeTcsl IHUCbMEHHBIH OTBET, HANpaBIsieMbld 10
IIOYTOBOMY aJIpecy, yKa3aHHOMY B OOpaleHuH.

4.6.6. HMcronHeHHbIE S3JIEKTPOHHBIE JOKYMEHTHl CHUCTEMATHU3HUPYIOTCS B Jeja B
COOTBETCTBUU C HOMEHKJIaTypoil aen IIpornMHa3sum © HMHAEKCUPYIOTCS B TOPSJIKE,
YCTAaHOBJIEHHOM B OTHOLIEHUHM [€]1, COCTABJICEHHBIX W3 JOKYMEHTOB Ha OyMa)KHOM
Hocutene. [Ipu cocTaBieHMM HOMEHKIIATYpHl Je]l B 3arojI0OBOK Jejla BKIIOYAeTCsl YKa3aHHe
«ONEKTPOHHBIE JOKYMEHTBI».

4.7. UapopmaniuoHHasi 6€e30aCHOCTH

4.7.1. Wundopmaunonusie pecypcbl IlpormmHasum mno goctyny (BO3MOXKHOCTH
UCMOJb30BAHNSA) TOAPA3AEISIIOTCS Ha OTKPBITYIO (OOLIENOCTYIHYI0) HH(pOpMaIHUIO,
CIIy>keOHYI0 HH(pOpMaIUIO U HH()OPMAIIUIO OIPaHUYEHHOT0 paclpoCcTpaHeHus (1ocTyna).

K kareropum oTKpbITOM HMH(pOpMalUUK OTHOCUTCS HH(POpPMalUs, COJIEpKallascs B
JOKyMeHTax M 0a3zax JaHHbIX [IporuMHazum, HEMOCPEACTBEHHO 3aTparvBarollas IpaBa U
UHTEPECHI TPaKJIaH.

K xareropun cinyxxe6HON MH(POpPMALUU OTHOCUTCS MH(OpMALUA, COAEpHKAIIAscs B
JNOKyMeHTax M 0a3zax naHHbIX IIpornmHasuu, nmpenHa3Hauy€HHas AJs JTOJDKHOCTHBIX JIMIL U
pabotHuKOB [IporumMHasuu, npy BHIIOIHEHUN UMH CBOUX (DYHKLIMOHAIBHBIX 00s13aHHOCTEH,
HE 3aTparuBarollas HalpsMYyIOo [paBa U MHTEPECHI TPaKJaH U HE OTHOCAIIAACA K KaTerOpHH
OTrpaHUYEHHOT'0 PACIPOCTPAHEHUS (JIOCTYIIA).

K karteropun nHopmanum orpaHUYEHHOrO PaclpoCTpaHeHUs! (JOCTyIa) OTHOCUTCS
uHpopMalMs, colepkallascs B JOKyMEHTax M 0a3aX JaHHBIX, BKIIOYAIOIIas CBEICHMS
KOH(HIEHIIUAIBHOTO XapaKTepa.

Bcest undopmanus, coneprkaniasics B JI0KyMeHTax U 6a3ax gaHHbix [Iporumuasuu, no
YMOJYAHUIO SBJISETCS  OTKPBITOM UM oOmenoctynHoil. MckiioyeHwe  CoCTaBisieT
uHpOpMalMsl, OTHECEHHAs! K KaTErOpUsM CIIy’KeOHOW M OrpaHHMYEHHOTO paclpOCTpaHEHHUS
(moctyma).

4.7.2. Jloctyn monwp3oBarenedl K MH(OpMalMK OTpaHUYMBACTCS MYyTEM OTHECEHUs
UHpOpMAIMU K COOTBETCTBYIOIIEH KAaTErOPHHM M HAJIOKEHHEM Ha HEe COOTBETCTBYIOIIETO
rpuda orpaHudeHus pacrpocrpaHeHus. MHpopMalns orpaHU4eHHOT0 JOCTyIa CHabKaeTcs
rpudom «/1s cirykeOHOro MoJIb30BAHUSI.

[IpaBoM oTHeceHHs HMHPOpPMALMKM K KaTeTOPUM OrPAaHUYEHHOTO JOCTyHa M
HAJIOXKEHUSI COOTBETCTBYIOLIEro rpuda obiagaeT aBTOp JOKYMEHTa IO COTJIACOBAHHIO C
nupexktopoMm [Iporumuasum.

JlokyMeHTHpoBaHHasE WH(OPMALHMS OTPAaHUYEHHOI'O PAacHpOCTpaHEeHUs] 0e3 CaHKIUU
JOJDKHOCTHOTO JIMIA, YCTAHOBUBILEIO PEKUM OIPAaHUYEHHOTO pACIPOCTPAHEHUS IS
JAHHOTO JIOKYMEHTA, HE MOJUIEKUT pasriamieHuto (pacrnpocrpaHeHutro). Ilpenocrtasnenue
MOJIb30BATENSIM JIOCTyNa K JaHHOW WHGOpPMAlMH OCYHIECTBISETCS HCKIIOYUTEIBHO M0
COIJIaCOBAHMIO C YKa3aHHBIM JOJDKHOCTHBIM JIMLIOM IIyT€M II0JAaud COOTBETCTBYIOLIEH
3asIBKU.

JIOMKHOCTHBIE ~ JIMIIA, TPUHSABIIME pelieHue o0 OTHeCeHMH UH(GOpMAaINH,
3a(MKCUPOBAHHON B JOKYMEHTE, K KaTErOpPUH OTPaHMYEHHOTO PacCHpOCTPAHEHMSI, HECYT
OTBETCTBEHHOCTh 32 OOOCHOBaHHOCTh TPUHATOTO PEIIEHUS M €ro COOTBETCTBHE
NEHCTBYIOIIEMY 3aKOHOATEIbCTBY.

4.7.3. JInunble aena pabOTHUKOB, JIMYHbIE KAPTOUKU PAOOTHUKOB, TPYJIOBbIE KHIKKU
pabOTHUKOB, IPUKAa3bl 110 JIMYHOMY COCTaBY XpaHATCA y YUpeauTens coryiacHo JJorosopy.

brnaHku TpynoOBBIX KHM)KEK IO Mepe HEOOXOAMMOCTH BBIIAIOTCS OTBETCTBEHHBIM
JIMIIOM KaJpoBOM cly>kObl Yupenutens. 3anucu B TPYAOBOW KHUXKKE BEJET OTBETCTBEHHOE
JIUI0 KaJpPOBOM CIYyXObI YupenuTens.
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4.7.4. YcraHOBKAa M JKCIUTyaTallus MPOrpaMMHOro oOecredeHus, MOJyYeHHOIO W3
JOOBIX UCTOYHUKOB M BBIMIOJHAIOMIETO (YHKIMU, HE CBSI3aHHBIE HEMOCPEJCTBEHHO C
BBITIOJTHEHUEM paOOTHUKAMU CBOMX JOJDKHOCTHBIX OOSI3aHHOCTEH, KaTeropuyecku
3ampeleHa.

4.7.5. Besa mpeacTtaBieHHas B 3JIEKTPOHHOM BHJIe MH(OpMalMs, MOCTyMaoIlias B
[IporumHasuto, B 00s3aTE€IbHOM TMOPSAKE TIOJJIEKUT MPOBEPKE aHTUBHPYCHBIMU
Cpe/ICTBaMHU.

4.7.6. DieKTpoHHAs] TOYTAa MOXKET HCIIOJIB30BATHCS IMOJIB30BATEIISIMA TOJIBKO IS
oOMeHa uH(popMaIen, OTHOCSIIEHCS K KaTErOpHH, OTKPBITOM M CIy>KeOHO. 3ampemnieHo
UCIOJIb30BaTh JJEKTPOHHYIO TMOYTY /i TMepeaadyud MHGOpMaluM, OTHOCALIEHCS K
KaTerOpUH OTPaHUYEHHOTO PaCIpPOCTPAHEHHUS.

5. KoHTpoab 3a McnoTHEHHEM JOKYMEHTOB

5.1. Opranmu3anust KOHTPOJIA

5.1.1. Kontponto mopjie’katT BCE 3aperUCTPUPOBAHHBIC JTOKYMEHTBHI, TPEOYIOIIHe
ucnonHeHusi. KOHTpOIb WCIONHEHUS JOKYMEHTOB BKIIIOYAET: Yy4YeT, IMOCTAaHOBKY Ha
KOHTPOJIb, KOHTPOJb CPOKOB MCIIOJIHEHHUS, HEMOCPEACTBEHHYIO TMPOBEPKY  XOja
WCIIOJTHEHUS, TPOBEPKY KAaueCTBA UCIIOTHEHUS, aHATIU3 PE3YIbTaTOB UCIIOTHEHUS.

5.1.2. KonTponb 3a HCHOJHEHUEM JOKYMEHTOB YCTAHABIIMBACTCA B  IEJSAX
oOecriedyeHns] UX CBOEBPEMEHHOTO W KAa4eCTBEHHOT'O HCIOJNHEHUS, TMOBBIINICHUS YpPOBHS
OpraHMU3aTOPCKOM pabOThI U UCTIOTHUTEIHCKON TUCIIUILIMHBI.

5.1.3. Ilpy mocTaHOBKE JOKYMEHTa Ha KOHTPOJh HA TIPAaBOM BEpXHEM TIOJIE
JIOKYMEHTa JIeNIaeTCsl OTMETKA O KOHTPOJIE, KOTOPYI0 0003HAYAIOT CJIOBOM (ILITAMITOM)
«KOHTPOJIBY.

5.1.4. Kontponto mojjiexaT MpUKa3bl, PEIICHUS] COBETOB, a TaKXKe JOKYMEHTHI,
nocTynaronme Ha umst rupexropa [Iporumuasum.

Opranuzanusi KOHTPOJISE UCTIOJTHEHUS BKIIIOYAET B ceOs:

— TIOCTAaHOBKY JIOKYMEHTA Ha KOHTPOJIb;

— MOHUTOPHUHT UCIIOJIHEHUSI KOHTPOJIbHBIX MOPYUYECHHUH IOKYMEHTOB;

— CHSITHE UCTIOJTHEHHOTO JOKYMEHTa C KOHTPOJIS;

— HaIpaBJIECHUE UCTIOTHEHHOTO JOKYMEHTA B JEJO.

5.1.5. OTBeTCTBEHHBIC 3a JIEIIONPOM3BOJCTBO 005S3aHBI pPacCMaTPUBATh COCTOSTHHE
UCTIOTHUTENBCKON JUCIHUIUIMHBL TI0 JOKYMEHTaM C TMOPYYCHUSIMU aJIMHUHHUCTpPAIUU
[IporumHazuu, a Takke TOKYMEHTHI, MOCTynuBIIue B ajapec [IporuMHasuu u Tpebyroine
WCIIOTHEHUS, U TIOATOTOBKH OTBETA.

5.1.6. JIokyMeHT cuuTaeTCsi WCIOJHEHHBIM, KOTJa pEIIeHbl OKOHYATEIhbHO BCE
MOCTaBJICHHBIE B HEM BOIIPOCHI U COOJTIOACHBI CIICYIOIINE CPOKHU:

—  €CJIM B JIOKYMEHTE MOCTaBJICH CPOK UCIIOJTHEHUS — B YKA3aHHBIN CPOK;

— JIOKYMEHTHI 0€3 yKa3aHHs CpOKa UCTIOTHEHUS — 8 MECAUHbIU CPOK;

—  €CJIM B JIOKYMEHTE UMEETCSI TIOMETKA «CPOUHO» — 8 MPEXOHEBHbIL CPOK,

— TopydeHHs 06e3 yKa3zaHUs KOHKPETHOU J1aThl UCTIOJIHCHUS — 8 MEeCAUHbLU CPOK,

— € IIOMETKOM «omnepaTuBHO» — 8 10-0nesnsiii cpok;

— 7o oOoOpameHusiM TpaxaaH, TPEOYIOUUM JOTOJHUTEIBHOTO HW3YyYCHUS W
MIPOBEPKHU, — 00 0OHO20 MeCAYa cO OHs pecucmpayuu, o OCTATBHBIM — He bosee 15 Onell.

Cpoxk ucuucisieTcs B KaJeHAAPHBIX JHIX C JaThl MOAMUCAHUS TOKYMEHTA.

Ecau nocnennuii JeHb UCTIOTHEHUS TOKYMEHTa MPUXOIUTCA HAa HepaOouuil IeHb, OH
MOJITIC)KHUT UCTIOJIHEHUIO B MPEAIICCTBYIONUN eMy pabounii 1eHb.



28

[Ipn HEOOXOOUMOCTH TPOAJIEHHS CpPOKA HWCIIOJHEHUS JTOKYMEHTa OTBETCTBEHHBIN
UCIIOJIHUTENb TMPEACTABIsIeT Ha uMs aupekropa [IpornMHasum, naBIIETO MOpYy4YEHUE,
MOTHBHUPOBAHHYIO MPOCKOY O €ro MpOoJAJCHUU HE MO3JHEEe YeM 3a TPH JHS 10 UCTECUCHHS
YCTAaHOBJIEHHOTO CpOKa, C YEM CBOEBPEMEHHO IepefaeTcss HHpopManus AUPEKTOPY
[Ipornmuazuu.

5.2. lopsioK CHATHS TOKYMEHTOB ¢ KOHTPOJIA

5.2.1. JIokyMeHTBl CHUMAIOTCSI C KOHTPOJS, €CIM PEIICHb MOCTaBJICHHBIE B HHUX
BOIPOCHI UJTU aBTOpaM JlaH OTBET, IO CYILIECTBY.

[IpoMeKyTOUHBI OTBET, PABHO KaK W 3alpoC MO HCIOIHIEMOMY JOKYMEHTY WM
YaCTHUYHOE HCIOJHEHUE MOPYUYEHUs, HE SIBISETCS OCHOBAHHUEM JUISl IPU3HAHUS JOKYMEHTA
UCIIOJTHEHHBIM.

5.2.2. CHATb JAOKYMEHT C KOHTPOJII MOXET TOJIbKO JOJKHOCTHOE JIMII0, KOTOpOe
MOCTABUJIO €r0 Ha KOHTPOJIb.

5.2.3. OcHoBaHHMEM ISl CHATHS C KOHTPOJIA TOKYMEHTOB C MOPYYCHUSIMHU TUPEKTOPA
[TporumHazuu sBISETCS TOKYMEHT — OTBET, OJMMCAHHBIN AupekTopoM [Iporumuasuu, ero
3aMeCTUTENIEM, TUOO crpaBKa 00 MCMOJHEHNHU JOKYMEHTA 3a OMUCHIO UCTIOTHUTEIIS.

6. Yuer u XxpaHeHHe neyareii, LITAMIOB U 0J1aHKOB

6.1. O0s3aTeIbHOMY y4YeTy TIOJJISKAT BCE BHJBI TEYaTed W IIITAMIIOB, OJaHKHU
CTPOroi OTYETHOCTH, KOMaHIUPOBOYHBIE YIOCTOBEPEHUS, CIyKEOHbIE 3a/laHus, TPYAOBbIE
KHIKKH.

6.2. Yuer Bcex meuaTedl W IITaMIioB, umeromuxcs B [Iporumnasuu, Bemercs B
CHeIHMaIbHOM JKypHaje (rmpruiokenue Ne 11).

6.3. )KypHanmbel ydeTa BKIIIOYAIOTCS B HOMEHKIIATYpPY jAell. JIMCTBI MX HyMepyrTcs,
MPOIINBAIOTCA U OTIEUATHIBAIOTCS.

6.4. TleyaTu u mTaMIbl JOJMKHBI XPAHUTHCA B cel(pax MM METAIUTHYECKUX MIKadax.

6.5. OTBETCTBEHHOCTh 3a XPAaHEHHME M HCIOJb30BAHME IeYaTel, IITAaMIOB HECYT
JM1a, OTBETCTBEHHBIE 3a BEICHUE JEJIONIPOU3BO/ICTBA.

6.6. YHHUuTOXKEHUE OJIAHKOB MPOU3BOJIUTCS 10 aKTY C OTMETKOM B COOTBETCTBYIOIINX
KypHaiax ydera.

6.7. IleyaTu 1 mITAaMIBl YHUYTOXKAKOTCS 110 aKTY.

6.8. [IpoBepka Hanmuyus TMeyaTeil, IMTaMIOB W OJAHKOB, a TaKXe TMOpSAKA HX
XpaHEHUS M HCIOJIb30BAaHUSl MPOU3BOJUTCA KOMHCCHEW HE peXe OJHOr0 paza B TOJ
OJIHOBPEMEHHO C IPOBEPKOM COCTOSTHUS JAETONPOU3BO/ICTBA.

7. CocTaBjieHre HOMEHKJIATYPbI JeJI

7.1. Homenknarypa aen (mpuinoxxkenue Nel2) — cucTeMaTu3MpoBaHHBIA TEpEUYCHBb
3aroJIOBKOB (HaMMEHOBaHUM) jel, 3aBOAMMBIX B [IporumHasuu, ¢ yka3aHHEM CPOKOB UX
XpaHeHus, 0POPMIICHHBIN B YCTAHOBICHHOM TOPSIKE.

Homenkmnarypa nen mpeaHa3HadeHa i TPYNIUPOBKH HCIIOJHEHHBIX JOKYMEHTOB B
Jiena, CUCTeMaTH3aluud M ydeTa Jell, ONpEeNIeHHUs CPOKOB WX XpaHEHHs M SIBISIeTCS
OCHOBOHM ISl COCTaBJICHHS OINMUCEH e TMOCTOSHHOTO W BpeMeHHOoro (cBbime 10 mer)
XpaHEeHHUs], a TAKKE IS ydeTa Jesl BpeMeHHOTO (70 10 neT BKIIOUNTENbHO) XpaHSHHS.

7.2. Tlpn cocTaBieHMM HOMEHKJIATYphl €Nl CIeAyeT PYKOBOACTBOBATHCS YCTaBOM
[TporumMHa3uu, MTATHBIM pAaCIMCaHUEM, IIaHAMHU W OTYETaMH O padoTe, MEPCUHSIMHU
JOKYMEHTOB C VyKa3aHHWEM CpPOKOB WX XpaHEHUs, HOMEHKIaTypamMu [l 3a
npeauecTByomue rojapl. M3y4aroTcs AOKYMEHThI, oOpasyroluecs B JAESITEIbHOCTH
[TporumMHasuu, X BHJIbI, COCTaB U COACPIKAHUE.

7.3. Howmenknarypa nem cocraBisieTcss paOOTHHKOM, OTBETCTBCHHBIM  3a
OpTraHMu3aIuio JIeJIonpon3BoAcTBa B [IporuMHa3uM B COOTBETCTBHH C BBITIOTHSIEMBIMH
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(GyHKIUSIMH, COTJIacOBBIBAETCS C TOCTOSIHHO JIEWCTBYIOLIEH HKCIEPTHOW KOMHUCCHEH
[TporumHazuu, yTBepKaaeTcst TMPEKTOPOM U BBOJUTCS B JeHCTBUE C | SSHBAps CIEIYIOIIETO
roja.

7.4. B rpadpe 1 HoOMEHKIATyphl A€l MPOCTABISAIOTCS HMHAEKCHl KaXIO0ro Jena,
BKITIOYCHHOTO B HOMEHKJIATypy. HAEKC ema COCTOUT U3 YCTaHOBICHHOTO B [IpornMuasun
g poBoro 0603HaueHus (KoAa) U MOPAIKOBOIO HOMEpa 3arojioBKa Jieja o HOMEHKIAType.
WNunekcsl nen 0003HavaoTest apabCKuMu U@ pamu.

Hanpumep: 12-05, rae 12 — xox, 05 — mopsIKOBEII HOMEp 3aroJioBKa Jieja B pas3zelie
HOMEHKJIATYpbI Jell.

7.5. B HOMeHKJIAaType el PeKOMEHAYETCSl COXPaHATh OJMHAKOBBIE MHIEKCHI IS
OJTHOPOJIHBIX JIEJT; TSI IEPEXOIAINX T HHAEKC COXPaHIETCS.

7.6. B rpady 2 HOMEHKIATYpHI JeNl BKIIOYAIOTCA 3arojOBKH A€l (TOMOB, YacTei).
3aroyioBOK Jiesa 4eTko, B 00001IeHHON opMe OTpakaeT OCHOBHOE COJIEp:KaHHUE U COCTaB
JIOKYMEHTOB JIeJIa.

OcCHOBOI i1 HAMMEHOBAaHMSI (3ar0JIOBKA) 1N SIBISIOTCS BOMPOCHI, OTpPa)kKaroline
3amaun ¥ ¢yHkuun [Iporumuasuu. HaummeHoBaHHS JOMONHSIIOTCS YKa3aHHEM poja
3aBOAMMOTO JieJa WM Pa3sHOBHIHOCTH JTOKYMEHTOB (IIOCTAHOBIICHUS, PAaCIOPSKEHUS,
MPUKA3bl, IPOTOKOJBI U T. [I.).

Ecnu neno, BkiIroyaemMoe B HOMEHKJIATYPY €, COCTOMT U3 OJMHAKOBBIX BUOB WU
Pa3HOBUIHOCTEH IOKYMEHTOB, B 3arojJOBKE TaKOTO Jelia yKa3blBaeTcs HauMEHOBaHUE
BUIOB JOKYMEHTOB, Hanpumep, «[Iprka3bl 1o OCHOBHOH e TEIIEHOCTI.

He pexomennyetcst ynotpeOiasiTh B 3aroJIOBKE Jiejia HEKOHKPETHBIE (POPMYITUPOBKH, a
TaK)Ke BBOJHBIE CIIOBA U CJIOKHBIE OOOPOTHI.

Ecnu neno Oyner cocTosiTh M3 HECKOJBKUX TOMOB HWJIM 4YacTed, TO COCTaBISETCS
oOIMil 3arojIoBOK JieNa, a 3aTeM MpPH HEOOXOJIMMOCTH COCTAaBIISIOTCS 3arOJIOBKU KaKJ10TO
TOMa (4acTH), YTOUHSIOIINUE COAEPKaHUE 3ar0JIOBKa JIela.

[TopsiioK  pacmoyio’KEHUs] 3arojIOBKOB JENl BHYTPU pas3felioB W  IOJpa3feiioB
HOMEHKJIATYPbl JIe]1 ONpeAeNIeTCs CTENEeHbI0 Ba)KHOCTH JTOKYMEHTOB, COCTABIISAIOIINX JIENa,
U UX B3aUMOCBs3pl0. B Hauane pacmosaraiorcs 3aroJIoBKM JIed, COAEp Kallux
OpraHM3alMOHHO-PACHIOPSAUTENBHYIO TOKYMEHTAIMIO. 3ar0J0BKH Jesl MOTYT YTOUHSITHCS B
npouecce GpopMUpoBaHUs U 0OpPMIIEHHUS JEI.

7.7. I'padpa 3 HOMEHKIIATYpHI /1€ 3aMOJIHAETCS [0 OKOHYAHUH KaJICHJApHOIO ro/1a.

7.8. B rpade 4 yka3pIBaeTCs CpOK XpaHEHHs Jeja, HoMepa CTaTei Mo MepeyHio, a
IPU €ro OTCYTCTBUH — MO TUIIOBOM MM IPUMEPHOM HOMEHKIIAType Je.

Cpoku XpaHEHUWS, YKa3aHHbIE B TIEPEYHSX, SBISIIOTCS OO0S3aTENbHBIMH, W
COKpallleHHe UuX He JomyckaeTcs. Paspemmaercs XpaHUTh JOKYMEHTHI — CBBILIE
YCTaHOBJIEHHOT'O CPOKa, €CJIM B TOM €CTh IIPaKTHYECKasi HEOOXOIMMOCTb.

7.9. B rpade 5 «IIpumeuanue» yka3bIBalOTCS Ha3BaHHS IEpeyHEH TOKYMEHTOB,
UCTIOJIb30BAHHBIX TIPU OIPENEICHUN CPOKOB XPAaHEHUS e, MPOCTABISIOTCS OTMETKH O
3aBeJICHUHM JIeJ (B TOM YHCIE B DJICKTPOHHOM BHJE), O MEPEXOISIINX JeNiaX, O BbIICICHUN
Jell K YHUYTOXKEHHIO, O JIMIIAaX, OTBETCTBEHHBIX 3a (hopMupoBaHue nen (mpuioxenue Ne
13).

7.10. Ecnu B Tedenue roga B [IpornMHazuy BOZHUKAIOT HOBBIE JOKYMEHTHUPOBAHHBIE
YYaCTKH pabOThl, HA HHUX (OPMHUPYIOTCS COOTBETCTBYIOIIWE Ji€ja, OHH JOIMOJHUTEIHEHO
BHOCSTCS B HOMEHKJIATYpy. JlJI1 BHOBb 3aBOJMMBIX JIe]T B KaXKJIOM pa3jiesia HOMEHKIIATYPBI
OCTaBJISIIOTCS pe3epBHBIC HOMEPA.

[lo oxoHUaHUM Troja B KOHIIE HOMEHKJIATYpPHI J€J JIeTaeTCs UTOroBas 3aluch O
KOJIMYECTBE 3aBEJCHHBIX JIe] (TOMOB).



30

[Topsimox pacroynioKeHus: 3arojJiOBKOB T BHYTPU pa3AesioB M IOJpa3/esioB
HOMEHKJIATYPBI JIeJ ONPEEIIeTCS CTENEHbI0 BA)KHOCTH JOKYMEHTOB, COCTABIISIONIMNX JIENa,
M UX B3aUMOCBs3bl0. BHauanme pacmonaraioTcsi 3arojIoOBKM — JIeJ,  COJIepKalux
OpTraHU3aIMOHHO-PACTIOPSANTEIFHYIO JOKyMEeHTanuio. Jlamee pacmoiararoTcsi 3aroJIOBKH
JIeJT, COJIePKAIINX TUIAHOBBIC U OTYETHBIC TOKYMEHTHI, U T. 1.

7.11. HomenknaTypa Jed  COCTaBJISIETCS  OTBETCTBEHHBIM 32  BEJCHUE
JIEJIONTPOU3BOJICTBA, COTJIACOBBIBAETCS U TMIOITUCHIBACTCS TUPEKTOpoM [Iporumuazum.

OTBETCTBEHHOCTh 32 OPTraHU3AINIO CBOEBPEMEHHOTO COCTABJICHUS HOMEHKIIATYPHI
JIeJT BO3JIaraeTcst Ha OTBETCTBEHHOTO 3a BEICHHE JIEIOMPOU3BOJICTBA.

8. ®opmupoBaHue U opopmJIeHHE A€

8.1. ®dopmupoBaHue A€l — TPYININUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jieja B
COOTBETCTBUU C HOMEHKJIATYPOH el U CUCTeMaTH3alusl JOKYMEHTOB BHYTpH Jlela.

8.2. MHcmonHeHHble JOKYMEHTHI JOJDKHBI B 10-THEBHBIM CpOK  CHaBaThCs
UCTIOJIHUTEJIEM OTBETCTBEHHOMY 3a BEJIEHUE JIEIONPOU3BOJICTBA il (POPMUPOBAHMS UX B
nema. Homep pgema, B KOTOpPO€ JODKEH OBITH TOANIUT JIOKYMEHT, ONpEIEIsIeT
OTBETCTBCHHBIA 3a BEJCHHEC JICJONMPOM3BOACTBA WM HCIOJHUTEIh B COOTBETCTBUU C
HOMEHKJIAaTypor nen. Ha mokymenTe mpocTtaBisitorcs oTMeTka «B memo Ne...», monmuck
WCTIOJTHUTEJISI MJTM OTBETCTBEHHOTO 32 BEJICHUE JICIIONPOU3BO/ICTBA.

JIOKyMEHTBI BHYTPH JIejIa PacIojlararoTCsl B XPOHOJIOTHYECKON MTOCIISIOBATCIIEHOCTH.

8.3. KoHTpomp 3a mNpaBWIBHOCTBIO (OPMHPOBAHUS JCJI  OCYIIECTBISETCS
OTBETCTBEHHBIM 32 BeJICHUE JeNIonpon3BoicTBa [I[porumuasum.

8.4. IIpu popMupoBanum ae1 HEOOXOAUMO COOJIIOIATh CIEAYIONIHE 00IIHe MpaBuia:
MOMEIIATh B JIEJIO TOJIBKO UCIIOJIHEHHBIC IOKYMEHTHI B COOTBETCTBHH C 3ar0JIOBKaMHU JIEI TI0
HOMCHKJIATYpPE; TPYIMITUPOBATh B JIEJIO JOKYMEHTHI OJIHOTO KaJCHIAPHOTO TOJa; pa3aeibHO
TpyNNupoBaTh B JeNla JOKYMEHTHI IOCTOSSHHOTO W BPEMEHHOTO CPOKOB XPaHEHHS,
MOMEIIATh B JieJIa KCEPOKOINUU (PakcoB, TeraedOoHOrpaMM Ha OOIMX OCHOBAHUSIX; B JIEJIO HE
JOJDKHBI TIOMEIIAThCS JIOKYMEHTBI, TOJJIC)KAIUE BO3BpaTy, JIHMIIHUE SK3EMIUISAPHI,
YepHOBUKHU: 110 00BEMY JIETIO HE TOJDKHO mpeBbimath 250 auctoB unu 4 cm. [Ipu Hanmuuuum B
JIeJie HECKOJIBKUX TOMOB (YacTeil) MHAEKC U 3aroJIOBOK JieJia MPOCTABIIIOTCS Ha KaXIOM
TOME C JOOABICHUEM «TOM 1», «TOM 2» (TOCIIEeIHUN).

8.5. PacmopsiiurensHbie JOKYMEHTBI TPYNIHPYIOTCS B Jejla IO BHIAM B
XPOHOJIOTUYECKOM TMOPSAKE C OTHOCSIIUMHUCS K HUM MIPUIOKCHUSIMHU.

VYcTaBel, TOJNOXKEHUS, WHCTPYKIIMH,  YTBEPXKJCHHBIE  PaCHOPSIUTEIHHBIMU
JIOKYMEHTAMH, SIBJISIFOTCS MPUJIOKEHUSIMU K HUM M TPYIIHUPYIOTCS BMECTE C YKa3aHHBIMH
nokyMmeHTaMmu. Eciu jke OHU yTBEPKICHBI B KAYECTBE CAMOCTOSITEIBHOT'O JIOKYMEHTA, TO UX
IPYNNHUPYIOT B CAMOCTOSATEIbHBIC JIENA.

[Tpukaspl O OCHOBHOW JAEATEIBLHOCTH TPYHIUPYIOTCS OTACIBHO OT MPUKA30B IO
JUYHOMY COCTaBY.

[Ipukaspl MO JMYHOMY COCTaBYy TPYIIUPYIOTCS B Jella B COOTBETCTBUU C
YCTaHOBJICHHBIMH CPOKAMHU UX XPAHCHHUS.

[IpoTokosnbl B jAelie pacroiararoTCs B XPOHOJOTHYCCKOM IMOPSJIKE MO HOMEpaM.
JIOKyMEHTHI K TIPOTOKOJIaM, CTPYIIITUPOBAHHBIE B OT/CIBbHBIE JIENIa, CHCTEMATU3UPYIOTCS 110
HOMEpaM IIPOTOKOJIOB.

YTBEpKJICHHBIC TUIAHBI, OTYETBI, CMETHI, JIAMHTHI, TUTYJIbHBIC CIUCKA H JPyTUe
JIOKYMEHTBI TPYIITHUPYIOTCS OTICIBHO OT MPOEKTOB.

JIOKYMEHTHI B TUYHBIX JIeJIaX PACIIONAraloTcs 1Mo Mepe UX MOCTYIIICHUSI.
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[leperucka  rpynmupyercss B paMKax OJHOIO  KaJeHJAapHOro Troja |
CUCTEMAaTU3UPYeTCs] B XPOHOJIOTMYECKOW IOCIEA0BAaTEIbHOCTH: JIOKYMEHT — 3alpoc —
JIOKYMEHT — OTBET.

8.6. Jlema Ilpormmuazmm mojiexar OQGOPMIICHHUIO TPU HX 3aBEACHUHA M TIO
3aBepuieHUH rojga. OdopmiieHne nena — MOAroTOBKA Jiela K XPaHEHUIO BKIIIOYAET B ceOsd
KOMILUIEKC PabOT IO ONUCAHHUIO Jiela Ha OO0JIOKKe, MOJIIMBKE, HyMepalHuH JHCTOB U
COCTaBJICHUIO 3aBEpUTENbHON Hanmucu. OgopmiieHue AT IPOBOIUTCS OTBETCTBEHHBIMH 32
BEJICHHE JEIONPOU3BOJICTBA.

8.7. B 3aBHCHMOCTH OT CpPOKOB XpaHEHHs NPOBOJIUTCS MOJHOE WU YacTUYHOE
odopMIIeHHE JIEIT.

[TontHOMY O OpMIIEHUIO TOJUIEXKAT Jeia IOCTOSTHHOr0, BpeMeHHoro (cBbiiie 10 ser)
XpaHeHust (TI0 JUYHOMY COCTaBy, JIMYHBIE Jella YBOJIGHHBIX paboTamukoB). [lomHoe
odopmiieHHe Jiena nperycMaTpuBaeT:

— TOAIIMBKY WJIM TBEP/BIH MEPETIeT Aena;

— HyMEpALUIO JINCTOB B JIEIIE;

— COCTaBJICHUE JICTA-3aBEPUTEIIS;

— COCTaBJIEeHHE B O0COOBIX ciydasx (Ipu o(pOpMIEHUH JIUYHBIX A€, Ui ydeTa 0co0o

[EHHBIX JOKYMEHTOB) BHYTPEHHEH OMHCH JOKYMEHTOB JeTia;

— BHECEHUE HEOOXOAMMBIX YTOYHEHHI B PEKBHU3UTHI OOJOXKKHU JAena (yTOYHEHUE

Ha3BaHUs MOJpa3JIeIeHNs, MHJIEKCa U 3arojioBKa Jieja, JaThl J1eia u Jp.).

8.8. [lema Bpemennoro (10 10 et BKIIOUMTENBHO) XPaHEHUS TOIEKAT YACTUIHOMY
odopmiiennto. Jlomyckaercs:

— XpaHUTB JIea B CKOPOCIINBATEIAX;

— HE IPOBOJUTH IIEPECUCTEMATU3AIINIO TOKYMEHTOB B JIEJIE;

— JTUCTHI JIeIa HE HyMepOBaTh;

— 3aBEPUTENbHBIC HAAMNUCH HE COCTABIISTh.

8.9. JlokyMeHTHI, MOMJIeKANINE MOITHOMY O(OPMIICHHIO, TOIIIMBAIOT HAa YETHIPE
IpOKOJIa B TBEPAYIO OOJOXKKY M3 KapTOHA WJIM NEPEeIUIeTAlOTCS C yYEeTOM BO3MOXKHOCTHU
CBOOOJTHOTO YTEHMS TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 W pe3omonuid Ha Hux. [lpu
MOJIFOTOBKE JIeN K MOJUIMBKE (MEperieTy) MeTaIMYeCKhe CKpeIuieHusl (CKOObI, CKPENKH)
U3 JOKYMEHTOB yJansfioTcs. Jlema MOCTOSHHOTO XpaHEHHs, COCTOSIIME M3 HehOopMaTHBIX
JIOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEP/IBIX MalKax ¢ TpeMsl KJIalaHAMH U C 3aBsI3KaMU.

[Tpu HanmMuuM B J1e1€ HEBOCTPEOOBAHHBIX JTUYHBIX JOKYMEHTOB (TPYIOBBIX KHIDKEK U
Jp.) 3TH JOKYMEHTHI BKJIQ/IbIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM MOAMIMBACTCS B 3TO JIEJO.
[Tpu HamM4yuK GOJBIIOTO KOJMYECTBA TAKHX JOKYMEHTOB OHU MOTYT U3bIMAThCA U3 A€M, U
Ha HUX COCTaBIISICTCS OTACTbHAS OMHCH.

B KkoHIle Kaxxaoro Jena MOIIMBAIOTCA YHCThIe ONaHku (HOpM I 3aBEPUTEITHHOU
Ha/IMUCH.

8.10. B nensix obecrieueHusi COXPAHHOCTU M 3aKpPEIJICHUS MOPSAKA PACIOJIOKECHHUS
JOKYMEHTOB, BKIIOYCHHBIX B JICJI0, BCE JIMCTHI, KPOME 3aBEPUTEIBHOTO, HYMEPYIOTCS
apabckumu nudpamMu B MMPaBOM HIDKHEM YTy, HE 3aJeBasi TEKCTa JOKYMEHTA, IMPOCTHIM
rpa¢pUyecKiM KapaHJallloM WIM HyMepaTopoM. YTOTpeOJIeHHE YEpHHUI M IBETHBIX
KapaHjgamied s HyMepaluu JIUCTOB  3alpemiacTcs. BHYTpeHHssI OMNHCh WMEeT
CaMOCTOSATEIbHYIO HyMEpalHtIo.

JIucTel f1€7, COCTOSIIUX M3 HECKOJBKMX TOMOB WM 4YacTed, HyMepyloTcs IO
Ka)XIOMy TOMY WJIM YaCTH OTJEJIBHO.
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dotorpaduu, yepTeku, AUarpaMMbl U Apyrue WIUIIOCTPATUBHBIE U cHeluduueckue
JIOKYMEHTBI, IIPEACTABIIAIOLINE CAMOCTOSATENbHBIN JIUCT B JI€JIe, HyMEPYIOTCSI Ha 000OpPOTHOM
CTOpOHE B JIECBOM BEPXHEM YTIIy.

CnoKeHHBII JIMCT pa3BOpPAYyMBAETCAd U HYMEpPYeTCs B IpaBOM BepxHeM yriay. Ilpu
ATOM JIMCT JIt0O0ro popMara, MOAIMIUTHIN 3a OJAMH Kpail, HyMepyeTcsl KaK OJIMH JIUCT; JIUCT,
CIIO)KEHHBIM M MOAUIMTHIN 3a CepeiuHy, MOIJIEKHUT MEePEelIMBKE U HyMepyeTcs KaK OIUH
JIUCT.

[lopmuTeie B 11€70 KOHBEPTHI C BIOKEHUSAMHM HYMEPYIOTCS; IPU 3TOM BHadaje
HyMepYeTCsl KOHBEPT, a 3aTEM O4epeHbIM HOMEPOM KaXK0€ BIO)KEHHE B KOHBEPTE.

[TonmmTeie B J€5I0 JOKYMEHTHl C COOCTBEHHON HyMmepanueil JUCTOB (BKJIOYas
MevyaTHbIC U3JaHUs1) MOTYT HYMEpPOBAThCSI B OOIIEM MOPSIKE WU COXPaHSATh COOCTBEHHYIO
HYMEpALHIO, ECIM OHA COOTBETCTBYET MOPSAKOBOMY PACIIONIOKEHUIO JTUCTOB B JIEJIE.

B caydasx oOHapyXeHHs OOJBIIOTO YMCIIa OMMOOK B HyMEpaluH JINCTOB Jejla B
JIEJIONPOU3BOJICTBE MPOBOJUTCS UX NepeHyMepanus. [lpu nepeHymepanuu JTUCTOB cTapble
HOMEpPA 3a4E€PKUBAIOTCS OJHOW HAKIIOHHOM YEPTOU W PSAOM CTABUTCS HOBBIM HOMEP JIUCTA;
B KOHIIE Jejla COCTaBsieTCs HOBas 3aBepUTENbHAas HAANWCh, IpPU OSTOM cTapas
3aBepHUTEIbHAS HAJKUCh 3aU€PKUBAETCS, HO COXPAHSETCs B JIeIIe.

8.11. [lns yuera KonM4yecTBa JHCTOB B Jeine W (PUKcauu OCOOEHHOCTEH WX
HyMEpaluu COCTaBIIAECTCS 3aBEpHUTeNbHAs Haanuch fAena. OHa cocTaBiseTcs B JieJe Ha
OTJEJIBHOM JIUCTE€ — 3aBepuTelie Jiena. 3aBepuTeibHas HAAMUCh COCTABISAETCS IO
ycTaHoBiieHHOU (hopme (tpritoxenue Ne 14).

Bce nocnenyroiiye n3MEeHEHUs B COCTaBE U COCTOSIHUM Jiena (TIOBPEXACHUS, 3aMEHa
HOJUIMHHBIX JTOKYMEHTOB KONMSIMH, NPUCOCIMHEHHE HOBBIX JOKYMEHTOB M T. [.)
OTMEYAIOTCA B 3aBEPUTEIBHON HAJIUCH CO CCHUIKOW Ha COOTBETCTBYIOIINM aKT.

8.12. OGmoxka Ien MOCTOSHHOTO, BpeMeHHoro (cBoime 10 mer) XpaHeHUS W TO
JMYHOMY COCTaBY 0(hOpMIISICTCS IO yCTaHOBIECHHOH (opme (puioxkerust Ne 18 - 20).

Ha o00mnoxKke nen MOCTOSHHOTO XpaHEHUs BBEPXY NPEAYCMATPUBACTCS MECTO JUIs
HAaUMEHOBAaHUS apXHuBa YUpeauTels, B KOTOPbIA OHU OyAyT mepeaaHsl, a TaKXKe apXUBHOIO
mudpa B MpaBOM BEPXHEM U JIEBOM HUKHEM yTJax.

IIpu odopmneHnn oOONOKKK Jell HauMeHoBaHHME I[IporMMHa3uWM  yKa3bIBaeTCs
MOJIHOCTBIO TI0 YCTaBy, B UMEHUTEILHOM MaJieXke, COKpallleHHOE Ha3BaHHUE — B CKOOKaXx.

OO0s13aTenbHBIMU  PEKBU3UTAMU OOJIOKKM Jiefa SBJSETCS YKa3aHHe KOJIMYEeCTBa
JUCTOB B JIeJIe, KOTOPOE MPOCTABIISIETCSI HA OCHOBAaHUM 3aBEPUTENIBHOM HAANKCH Jela, U
CpOKa XpaHEeHHMs Jela (Ha Jelax MOCTOSHHOIO XPAHEHUS MUILETCS: «XPAaHUTh ITOCTOSIHHOR),
KOTOPBIA MEPEHOCUTCSI Ha OOJIOKKY Jiela U3 HOMEHKIJIATYpPbl IIOCTe CBEPKU €ro Mo cpokam
XpaHEHUs B IIEPEYHE.

8.13. Jlns ydera JOKYMEHTOB OIIPEIEICHHBIX KaTEropuil el MOCTOSIHHOTO H
BpeMeHHoro (cBbimie 10 JieT) XpaHeHus, y4eT KOTOPBIX BbI3bIBAETCS CIEUM(PUKON TaHHOU
JNOKYMEHTallUu (JUYHbIE Jiena, 0co00 IIeHHbIE), COCTaBISE€TCSd BHYTPEHHSS OMNMUCH
JOKYMEHTOB JIeJIa.

BHyTpeHHIOIO ONUCh HEOOXOJUMO TaKXKE COCTaBIATh B Ji€JaX IOCTOSHHOTO U
BpemeHHoro (cBbime 10 7er) XxpaHeHus, cGOPMHUPOBAHHBIX MO PA3HOBUAHOCTSIM
JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PaCKPbIBAIOT KOHKPETHOE COJEP/KaHNE JOKYMEHTOB.

BHyTpeHHsIs1 OnMCh COCTaBISETCS HA OTAEIBHOM JIUCTE MO YCTaHOBJIEHHOH (opme
(mpunoxenue Ne 15), koTopasi coOAepX UT CBEIEHUS O MOPSAIKOBBIX HOMEpax JOKYMEHTOB
Jiena, X MHJEKcax, J1aTax, 3aroJioBKax M HoMepax JIMCTOB Jiefia, Ha KOTOPBIX PacrloJioKeH
KQKIbI TOKYMEHT.
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K BHyTpeHHel onucH Jiena COCTaBIseTCS UTOroBas 3alMCh, B KOTOPOH YKa3bIBaeTCs
udpamMu U IPONUCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE TOKYMEHTOB U KOJIUYECTBO JIMCTOB
BHYTpPEHHEH OIHUCH.

BHyTpeHHsIS1 ONUCh TMOANMCHIBAETCS €€ COCTaBUTENIEM C YKa3aHUEM JOJIKHOCTH,
HOJIHUCH, paclIM(POBKU MOJANKUCH U HYMEPYETCS B JI€I€ OTAEIBHO.

9. Opranu3zanusi onNepaTUBHOrO XpaHEHHUs TOKYMEHTOB

9.1. C MomeHTa 3aBeICHUS | A0 MEpeladn Je B apXHB Jelia XPaHATCS 10 MECTY HX
dbopMUpOBaHUS y OTBETCTBEHHBIX 32 BEJCHHUE JETOMPON3BOICTBA.

C 1enpio MOBBILIEHUSI ONEPATUBHOCTH MOUCKA JOKYMEHTOB Ji€jla paclojlaratoTcs B
COOTBETCTBUU C HOMEHKJIATYPOU JEll.

Ha xopemkax o010%keK e yKa3bIBAIOTCS MHIEKCHI €] 10 HOMEHKIATYpeE.

K moxymeHTam BpeMEHHOT'O XpaHEHHUS OTHOCATCS JTOKYMEHTBI CO CPOKOM XpaHEHUS
He 0osee 10 et u XpaHIaTcst 10 MeCTy X (POPMHUPOBAHUS B CTPYKTYPHBIX NMOAPA3ICTICHUSX.
Jlena BpemenHoro (mo 10 meT BKIIOUMTENBHO) XpaHEHHWS B apXUB HE TEPEAAOTCI U
MOJJIEKAT YHUUTOKEHHUIO B YCTAHOBIICHHOM TOPSIIKE.

3aBeplieHHBIC Jella TOCTOSHHOTO W jAojroBpeMeHHoro (cBeimie 10 ser) cpokom
XPaHEHHUs XPaHATCA M0 MECTY UX (pOpMHUpPOBaHUA B TEUEHHE JBYX JIET, & 3aT€M CHAIOTCS B
apXxuB YUpeauTes.

Jlena BpeMEHHOTO CpOKa XpaHEHHUS XPAHITCS 10 MECTy X (POPMUPOBAaHUS B TEUCHUE
YCTaHOBJIEHHBIX HOMEHKJIATYPOU JIEJI CPOKOB.

9.2. Beraua nen, 03HaKOMIJICHHE C JOKYMEHTaMH, HAXOASIIUMUCS Ha OTICpPAaTHBHOM
XpaHeHun paboTHHKaM I[IporumHa3zuuM TPOU3BOMUTCSA C pa3peuieHUs: PYKOBOJACTBA IO
pacluCKy B KypHaJIe ydeTa BbIauu JOKYMEHTOB U3 apxuBa (mpuaokenus Ne 16 - 17).

Jlena BBIAIOTCS BO BPEMEHHOE I0JIb30BAaHME Ha CPOK He 0oJjiee OJHOro Mecsla.
[Tocrne ucTedeHus yKa3aHHOTO CpPOKa JENO JOKHO OBITh BO3BpAIlEHO HA MECTO €ro
XpaHEeHHUS.

9.3. U3bsATHE [OKYMEHTOB M3 JieJ TOCTOSHHOTO XpaHEHMs JIOMyCKaeTcsl B
UCKJIIOYUTENBHBIX CllydasX, MO 3alpocaM KOMIETEHTHBIX OpPraHOB M TPOU3BOAMUTCS C
NUCBMEHHOTO pa3peuieHus aupekropa [IpornMHa3uu ¢ OCTaBIEHHEM B Ji€ll€ 3aBEPEHHOMU
KOIMU JIOKYMEHTA M aKTa O MPUUYMHAX BbIJA4YM MMOJIMHHUKA.

9.4. CamocTosTenbHOE YHUUTOXEHHE JOKYMEHTOB B [IporumHasuu 3anpeniaercs.

9.5. PaGotHuku IIporumMHazum HeECyT OTBETCTBEHHOCTb 3a COXPAHHOCTh
MOCTYNUBIIUX K HUM JIOKYMEHTOB M aKKypaTHOE 0OpalieHne ¢ HUMH.

10. Iopsaok nepeaaun J0KyMEHTOB Ha XpaHeHue B apxuB [lporumuazun

10.1. B apxuB Yupenurens nepenaroTcs jenia MocTOSTHHOT0, BpeMEeHHOTo (cBbite 10
JIeT) XpaHEHUs U 10 JMYHOMY cocTaBy. VX nmepenava mpou3BOAUTCSA MO OMUCAM JEJl.

3aKOHYEHHBIE JETOMPOU3BOJICTBOM Jlejia TOCTOSIHHOTO, BpeMeHHOro (cBbitie 10 jeT)
XPaHEHHUs M 1O JINYHOMY COCTaBYy IOCJI€ OKOHYAHMs KaJEHAAPHOIO rojia, B KOTOPOM OHHU
ObUTH 3aBeZleHbl, MOJJIeKAT OGOPMIICHUIO B COOTBETCTBUU C HACTOSALIEH MHCTPYKIHUEH U
nepeialoTes B apXuB Y UpeIuTes 4yepes rojl Nociie OKOHYaHUs UX JEIOMPOU3BOICTBOM.

10.2. B nmepuox TONTOTOBKM 1€l K TIeperade B apXuUB OTBETCTBEHHBIN
JICJIOTIPOU3BOJICTBO  MPEBAPUTEIBHO MPOBEPSIET MNPAaBUIBHOCTh UX (OPMHUPOBAHUS,
o(OpMIIEHHSI U COOTBETCTBHE KOJIMYECTBA €I, BKIIOYEHHBIX B OMUCH, KOJIMUYECTBY eI,
3aBE/ICHHBIX B COOTBETCTBMM C HOMEHKJIATypol. Bce BbIsIBIEHHBIE IpU IPOBEPKE
HEIOCTaTKH OTBETCTBEHHBIE 3a JIETIONPOU3BOCTBO 00S3aHbI YCTPAHUTh.

10.3. Ha sk3emmiisipax OnuMcH MPOTHUB KaKJOTO Jiea, BKIIOYEHHOTO B Hee, JenaeTcs
OTMETKa O HAJIMYMM Jiea. B KoHIe KaI0ro 3K3eMIuUIsipa ONUCH YKa3bIBalOTCs HUppaMu U
NPOMHUCHIO KOJINYECTBO (PAKTHUECKU MPHUHATHIX B apXHB 7€, HOMEpa OTCYTCTBYIOIIHMX €I,
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JaTa Tpuema-miepefadyd e, MOANHCH OTBETCTBEHHOIO 3a apXuB M  pabOTHHKA,
nepeiaBIIero Jena.

10.4. Jlena BpemeHHOTO cpoka xpaHeHHUs (10 10 JeT BKIIOYUTEIHHO) XPAHATCS B
[IporumMHa3uyM U MO MCTEYEHUH CPOKOB XPAHEHUsS BKIIOYAIOTCS B aKThl O BBIJICICHUM K
YHUUYTOXKEHHIO JOKYMEHTOB, HE MOJUIeXKAlUX XpaHeHHto. OHM MOTYT IepenaBaThCsl B
apXuB TOJBKO B MCKIIOYUTENBHBIX CIIy4dasx MO pelleHuto aupekrtopa [Iporumuasum.
[lepenaya MX OCYIIECTBIISIETCS 110 OTHUCSM.

10.6. B cimywyae nukBuganuu [IpornmHasum OTBETCTBEHHBIN 3a JETONPOU3BOJICTBO B
TEYEHHE JIBYX MECSLIEB C MOMEHTA JIMKBUAAINHN (POPMUPYET BCE UMEIOIIUECS TOKYMEHTHI U
nepeaeT B apXWB YUpeAuTes HE3aBUCHMO OT CPOKOB XpaHEHUS; MPU PEOpraHU3aliu
[IporumHa3uy TOKYMEHTHI NEPENAlOTCA MO aKTy MpUeMa-Iepeadd MPaBONPEEMHUKY HIN
IIPU OTCYTCTBHUHU MIPABOIPEEMHUKA — B ApXUB Y UpeaAUTEIS.

11. DkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DkcnepTu3a EHHOCTH JOKYMEHTOB — M3YYEHHE JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB UX IIECHHOCTH B ILIEJISX OMPEJICIICHUsI CPOKOB XPaHEHUsSI TOKYMEHTOB U 0TOOpa MX
Ha roCyJJapCTBEHHOE XpaHEHHUE.

11.2. Dxkcmepth3a 1[IEHHOCTH JOKyMEHTOB B lIpormmHasuu Ha cTaauu
JIEJIONPOU3BOJICTBA TMPOBOAUTCA: TPU COCTABICHUM HOMEHKJIATYphl Jel; B TIpoOIEecce
dbopMupoBaHHUs A€ U NPOBEPKHU MPABUIBHOCTH OTHECEHHUS JOKYMEHTOB K JieiaMm; IpH
NOJArOTOBKE JeJ K TOCIEAYIOIEMY XPAaHEHHMIO; B apXWBE B Ipolecce MOATOTOBKM Ha
rOCy/IapCTBEHHOE XpaHEHHE.

11.3. Jlns opraHu3aliii W TPOBEACHHS] SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB B
[IporumHuazuu co3gaeTcs MOCTOSIHHO ASMCTBYIOIIAs SKcnepTHas komuccus (naiee — OK).

114, Oynxkuuu u mpaBa OK, a Takxke opraHuszainusi ee pabOTHI OIpeaesnsercs
MOJIOXKEHHUEM, KOTOpOe yTBepkaaeTcsa qupektopom [Iporumuaszum.

11.5. DkcnepTu3a LEHHOCTH JOKYMEHTOB IOCTOSSHHOTO M BPEMEHHOIO XPaHEHMS
OCYUIECTBIISIETCSI ~ €XKEroAHO B CTPYKTYpPHBIX  mofpaszaeneHusix  [Iporumuazuu
HENOCPEACTBEHHO OTBETCTBEHHBIMHM 3a BEACHHE JIEIONPOU3BOICTBA COBMECTHO ¢ DK.

11.6. OT60p NOKYMEHTOB AJI OCTOSTHHOT'O XPAHEHHS IPOBOJUTCS B COOTBETCTBUU C
HOMeHKIatypoir jgen [IporuMHasum, TUTIOBEIMH U BEJOMCTBEHHBIMU TEPEUHIMHU
JOKYMEHTOB C YKa3aHHEM CPOKOB MX XpAaHEHUs IIyTeM ITOCTPAaHUYHOTO IPOCMOTpa JIEN.

B genax mMOCTOSIHHOTO XpaHEHUsS TOJUIeKAT H3IBSATUIO JYOJIETHBIE SK3EMIUISIPhI
JIOKYMEHTOB, YEPHOBUKH, HEO(DOPMIIEHHbIE KOMUU JOKYMEHTOB U HE OTHOCSIIHUECS K HUM
JIOKYMEHTBI.

Hena ¢ orMmeTkoi «OK» moaBepraroTcsi TakKe MOJUCTHOMY IMPOCMOTPY C IENbIO
ONpeNeNICHUs. W BBIIEIEHUS U3 MX COCTaBa JIOKYMEHTOB, MOMJICKAIIUX IOCTOSSHHOMY
xpa"eHuro. Jlena ¢ ormerkoil «9K», comepxkamye ITOKYMEHTBI IOCTOSSHHOTO XPAaHEHUS,
nojyIexkaT nepegopMupoBaHHIO. BrleneHHbIe U3 MX COCTaBa JOKYMEHTHI MOCTOSHHOTO
XpaHEHUS TPHUCOCTUHSIOTCS K OJHOPOJHBIM JeliaM U O(QOPMIISIFOTCS B CaMOCTOSITEIIbHBIC
nena. CpoKH XpaHEHUs JIedl, COJIepKAIIUX OCTaBIIMeCs JOKYMEHThI BpEMEHHOTO XPaHECHHS,
OTpEJIENIAIOTCS MO BEIOMCTBEHHOMY (M THUIIOBOMY) MEPEUHIO JIOKYMEHTOB C YKa3aHHEM
CPOKOB WX XpaHEHUS W HOMEeHKiatype aen. [logmmBka BHOBH CHOPMUPOBAHHBIX JEI
IIPOU3BOJIUTCS TOJBKO MOCIIE 3aBEPUIEHHS SKCIIEPTU3bI IEHHOCTH TOKYMEHTOB.

OaHOBpEMEHHO € OTOOPOM JIOKYMEHTOB IOCTOSIHHOTO U BpeMeHHOTO (cBbie 10 ser)
XpaHEHUs JUIs TIePEeadd B apXUB B CTPYKTYPHBIX MOIPA3ICICHHUSIX TPOBOIUTCS OTOOP JET U
JOKyMEHTOB BpeMeHHOro (10 10 yer) XxpaHeHus, NMOoAJIekKaMX AAJTbHEUIIEMY XPaHEHHUIO B
CTPYKTYPHBIX MOJpa3/e/ICHUsX, BbICICHHE K YHUUTOKEHUIO JIeN 3a MpeAbIIyIue TObl C
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UCTEKIIUMU CpOKaMu XpaHeHus. [Ip1 3TOM y4UTHIBatOTCS OTMETKM B HOMEHKJIAType fen «Jlo
MuHOBaHUs HagoOoHocT» (JJMH), «Ilpu ycinoBun 3aBepiieHus MpOBEPKH (PEBU3UMN)» U T. II.

[TapannenbHO TpoBepsieTCs KauecTBO M MOJHOTA JIEHCTBYIONIEH HOMEHKIIATYPHI A€l
[IporumHa3uy, NpPaBUIBHOCTh ONPEIECICHHUS CPOKOB XpaHEHHUs Jell, 3aBEJACHHBIX B
COOTBETCTBUU C HOMEHKJIATYPOU Jiel, COOJI0/IEHNE YCTAaHOBJIEHHOTO MOpsaAKa 0(hopMIIeHUs
JIOKYMEHTOB U (hOPMHPOBAHUS JIEII.

11.7. B cnydae oOHapyXeHHUs B MPOLECCE IPOBEIEHUS 3KCHEPTU3bl LIEHHOCTH
JIOKYMEHTOB B apXUBE€ HEJJOCTAYU JOKYMEHTOB ITIOCTOSIHHOI'O XPAHEHHsI OTBETCTBEHHBIMU 3a
BEJICHUE JIEJIONPOU3BOCTBA JIOJKHBI OBITh MPUHSATHI MEPHI 110 PO3BICKY 3TUX TOKYMEHTOB.

11.8. Ha Bce 3aBeplieHHBIEC AETOMPOU3BOACTBOM Jelia MOCTOSHHOTO, BPEMEHHOIO
(cBpimie 10 yer) XxpaHeHHs W MO JIMYHOMY COCTaBy, IPOIIEAIINE SKCIEPTU3Y LIEHHOCTH U
Oo(OpMJIEHHBIE B COOTBETCTBUU C HACTOSALUIMMHU TPEOOBAHUSMHM, €KETOJHO COCTABIISIOTCS
ormucu nen. OTaenbHas OMUCH NI MpeACTaBIseT coO0l mepedeHb J1eJ ¢ CaMOCTOATEIbHOM
BaJIOBOU (TIOPSIIKOBOI ) HyMepaIue.

Onucu cocTaBisAIOTCA OTIEIBHO Ha JieJa MOCTOSHHOTO XPaHEHHUs, Jejla BpeMEHHOIO
(cbrme 10 eT) xpaHeHus, Jena 1Mo JMYHOMY cocTaBy (mpuinoxerus Ne 18-20).

[Ipn HanMuuM B CTPYKTYPHBIX MOAPA3ACIEHUAX HEOMUCAHHBIX €I 32 HECKOJIBKO JIET
[0 COTJACOBAHMIO C OTBETCTBEHHBIM BEJCHUE JIEJONPOM3BOJACTBA HA HUX MOXKET
COCTAaBIIATHCS OJIHA OMUCH (BHYTPH K€ JeJia PacloiaraiTcs 1o rojaM Ux 3aBe/IeHus).

11.9. Tlepen BHeceHHMEM 3aroJIOBKOB [el B ONHCH MPOBEPSIOTCS KadeCTBO
dbopmupoBaHus U 0QOpPMIIEHHUS eI, COOTBETCTBUE KOJIMYECTBA JI€JI, BHOCUMBIX B OIIUCh,
KOJIMUECTBY 3aBEJICHHBIX JIeJ T0 HoMeHKIaType [Iporumuaszuu.

[Ipu mpocMoTpe nen MpOBEpSAIOTCS: COOTBETCTBHE 3arojiOBKa Jiefla COJAEPKAHHUIO
JOKYMEHTOB B JIeJie; NPaBWJIBHOCTh OQOPMIIEHUS M TPYNIHPOBKU JIOKYMEHTOB,
BKJIFOUEHHBIX B JI€JI0; KAYECTBO MOAIIMBKY WIH MEpeIvieTa Jieia; NpaBuIbHOCTh HyMepaluuu
JUCTOB JieTia; HaJTU4Ke B JIeJie B HEOOXOAUMBIX CIIy4asiX BHYTPEHHEH OMUCH; TPaBUIHLHOCTh
oopMiIeHHsI OOJIOKKH JIeNa; HATNYMe W MPABWIHHOCTh 3aBEPUTENILHON HaJamucH nena. B
ciiydae OOHapyKEHMsI HapYyILLIEHUsI YCTAHOBJIEHHBIX MpaBul (OpMUPOBAHUS U OQOpPMIICHUS
JIeJT OHH JIOJDKHBI OBITh YCTPaHEHBI.

B cnyuae oOHapyXeHHS OTCYTCTBHUSI €I, YHCISIIMXCS IO HOMEHKJIAType Jem
[TporumHazuu, TPUHUMAIOTCS MEPBI IO UX po3bIcKy. OOHapyKEHHbIE Jieja BKIYAIOTCS B
onuch. Eciu mpuHsAThIE Mepbl HE Jajdd pe3yslbTaTOB, TO Ha HEOOHapy)XEHHbIE Jeia
COCTAaBJIIETCS CIIPABKA O MPUYMHAX OTCYTCTBHUS €I, KOTOPAs MOANKUCHIBAETCS TUPEKTOPOM
IIporumHuaszuu.

11.10. OnucarenpHas CTaThsl OMKUCH /€N CTPYKTYPHOTO MOJpa3/ieJiCHUs BKIIOUAET B
cebs creayromne 3eMeHTh! (rpadbl): MOPSAKOBBIM HOMEp JAena MO OMMCH; MHICKC JIeNa;
3aroJIOBOK Jefa (TOMa, YacTH), MOJHOCThIO COOTBETCTBYIOIIMI €ro 3arojOBKy Ha OOJIOXKKE
nena; naTta jiena (Toma, 4acTu); CpOK XpaHEHHUs Jiena (ToMma, YacTH); KOJIMYECTBO JIUCTOB B
nene (ToMe, 4acTh); MpuMeydaHue.

[Tpu cocTaBieHUH ONTUCH JIeT COOIOTAIOTCS CIIEAYIOIINe TPeOOBaHNUS:

—3arojOBKM JIeJI B ONHMCH JIOJDKHBI COOTBETCTBOBaTh 3arojIOBKaM JIed B
HOMEHKJIaType Jile]1 M TOMY, YTO BBIHECEHO Ha OOJOXKY, B COOTBETCTBUU C MPHUHITOU
CXEMOM CHUCTEeMAaTHU3alluH;

— KaX/10€ JIeJI0 BHOCUTCS B OIMCh IOJI CAMOCTOSATEIbHBIM IMOPSAKOBBIM HOMEPOM.
Eciu geno cocrout M3 nByx M OoJjiee 4yacTedl MM TOMOB, TO KaK[ash 4acTb WIM TOM
BHOCHTCSI B OIUCH MOJT CAMOCTOSTEIbHBIM HOMEPOM.

11.11. I'padsl ommcu 3amoONHSAIOTCS B TOYHOM COOTBETCTBHHM C TEMHU CBEACHUSMH,
KOTOpBIE€ BHIHECEHBI Ha 00JIOXKKY Jlela.
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11.12. TIpu BHeceHUU B OMUCH MOAPS A€N C OJUHAKOBBIMHU 3ar0JIOBKAMH MHILETCS
MOJIHOCTBIO 3aroJIOBOK IEPBOIO JieNia, a BCE OCTAJIbHBIE OJHOPOAHBIC Jieja 0003HaYaroTCs
cinoBamu «To xe», Ipu 3TOM JApyrue CBEACHUS O JieJaX BHOCSTCS B OMKCH MOJHOCTHIO (Ha
KaKJIOM HOBOM JIMCTE OIKCH 3aroJIOBOK BOCIIPOU3BOJIUTCS MOJHOCTBIO).

11.13. I'padpa onucu «IIpumeyanne» HCTIONB3yeTCs AT OTMETOK O TpUeMe JAem, 00
OCOOCHHOCTAX UX (UBMYECKOTO COCTOSHMS, O Tepenaye Aell JIPYrUM CTPYKTYPHBIM
MO/APa3ACIICHUSIM CO CChUIKON Ha HEOOXOIUMBIN aKT, O HAIMYUU KOTHUH U T. II.

11.14. B KoHUEe omuCH BCe€J 3a IOCIEIHEH ONMUCATENbHOM CTaThed Jenaercs
UTOTOBasi 3alUCh, B KOTOPOW yKasbiBaeTcs (LUPpaMu U TPOMHUCHIO) KOJIHYECTBO JIET,
YUCISIIIMXCS MO OIMCH, MEpBbIA W TNOCIENHMI HOMEpa Jel IO OINHUCH, a TaKxKe
OrOBapHBalOTCA OCOOEHHOCTM HyMEpaluu 1€l B ONUCU (JIMTEpHbIE HOMEpa el |
IPOIYILEHHBIE HOMEPA).

11.15. Tlo pe3ynbTaTam 3KCHEPTHU3BI IIEHHOCTH JOKYMEHTOB COCTAaBJISIOTCS OIUCU
JIeJ1 TIOCTOSTHHOTO, BpeMeHHOro (cBbile 10 J1eT) XpaHeHHs U 10 JIMYHOMY COCTaBY, a TaKXKe
aKThI O BBIJIEJICHUH JI€] K YHUUTOXXECHHUIO.

11.16. AXT O BBIJICJICHUH K YHUUTOKEHUIO JOKYMEHTOB COCTABIISIETCS, KaK MPaBUIIO,
Ha nena Bcel [Iporumuasuu. Jlena BKIIIOUAIOTCSA B KT O BBIAEIEHUU UX K YHHUUTOXEHUIO,
€CJId TPEeIyCMOTPEHHBIM Il HUX CPOK XpaHeHHs HcTeK K 1 sHBaps rojga, B KOTOPOM
COCTaBJIEH aKT, MPU HAJIUYUU YTBEP>KJIEHHOH (COIVIaCOBaHHOI) OMUCH 3a 3TOT HEPHOJ
(mpunoxxenue Ne 21).

CornacoBannble DK akTbhl yTBEpkKAatOTCs AUpeKTOopoM [IporumMHazum npu HaJluyuu
YTBEPKAEHHBIX OMHUCEH €1 MOCTOSIHHOIO XPAaHEHHMs] M COIJIACOBAHHBIX OMMCEHW Jen 10
JUYHOMY COCTaBY 3a TOT K€ Nepuoj, nocie dyero [IporuMHasust uMeer nmpaBo yHHUUTOXATh
Jierna, BKIIFOUCHHbBIE B IAaHHBIE aKTBhI.

[lorpyska © BBIBO3 Ha YTWIH3AIMI OCYHIECTBIISIIOTCS IMOJA  KOHTPOJEM
OTBETCTBEHHOI'O 3a apXHB WJIK OTBETCTBEHHOTO 3a JIEJIONPOU3BOACTBO.

12. Ucnoab30BaHuEe JOKYMEHTOB apXuBa

12.1. JIokyMeHTBI U Jiefla, HaXOJAIIKUecs Ha XpaHEHUU B apXMBE, MPEJCTABIAIOTCS
pabotHukam IIporumuazum s paboThl B NMOMEIIEHWH apXWBa WJIM BO BPEMEHHOE (HE
Oornee Mecsla) MOJb30BAaHWE BHE apxuBa IOJ PACHUCKy B JKypHaje ydeTa Bblauu
JIOKYMEHTOB (Ze1).

PaGotHuku IlpornMHazuym HECyT OTBETCTBEHHOCTh 32 COXPAHHOCTb U MPABHIBHOE
MCIIOJIb30BAHUE MOJIYYEHHBIX apXUBHBIX JOKYMEHTOB.

13.2. VI3bsiTHE TOKYMEHTOB U3 apXMBHBIX Jel, nepeaaya pabotHukam [IporuMuaszuu
ApPXUBHBIX JOKYMEHTOB WJIH UX KOMHHM paOOTHUKAM JIPYTUX OpraHU3anuii 0e3 pa3pemeHus
PYKOBOJICTBA HE JI0ITyCKAETCSl.

[Ipu pabote ¢ apXUBHBIMU JOKYMEHTAMH HE pa3peliaeTcs BHOCUTh B HUX IPABKY,
JIeNIaTh MOMETKH, padoTaTh C HUMU BHE CITY)KEOHBIX MTOMEIICHUN.
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IIpunoxenune Ne 1
®opma aKkTa pueMa-nepeIavdu e
IIPH CMEHe OTBETCTBEHHOI'0 32 1eJIONPON3BOACTBO

(HamMeHoBaHKE 00pa30BaTEIbHON OpTraHU3aIliN )
YTBEPXIIAIO

(TOMKHOCTH PYKOBOIUTEIIS)

(moamucsk) (1.0. ®damunus)

(mara)

AKT

(mara)

(MecTO cocTaBIICHHS)

ImpueMa-mcpeaadn aAciI pu CMCHEC OTBECTCTBCHHOI'O 3a ACJIOIIPOU3BOIACTBO,
PYKOBOIUTCIIA ITOAPA3ACIICHHA

B cooTBercTBUM € IpHUKa30M OT Ne
nepezan, a
(®. U. O., 1omKHOCTH MEPEIAIOIIETO) (®. U. O., 1omKHOCTH
NPUHUMAIOIIETO)

MPUHSII B IPUCYTCTBUU KOMUCCUH, 00Opa30BaHHON Ha OCHOBaHHWH JIAHHOTO MPUKa3a, B
COCTaBe IpeceaaTess

u
YJICHOB
(. 1.0.)
JIOKYMEHTBI ~ MOJpa3ieieHus B COOTBETCTBUHU C  HOMEHKJIAaTypou el 3a
TOMBI.
Ne HaszBanue u Ne KoanyecTBo KoanyecTtBO
HIpumeyanue
n/n OIHuCH IK3EMILIAPOB ONMCH NPUHATBIX JeJ
1 2 3 4 5
Hroro npunsaTo
Jell.

(uMdpamMu U IPONUCHIO)
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Cocrosiaue JAOKYMCHTOB

(lena Ha CKOPOCUIMBATENSIX, OJIINTHI, IEPEIIIETEHbI, IPOHYMEPOBAHBI)

[Tepenan [Toanuce N.0. ®amunus
[Tpunsn [Toanuce N.0. ®amunus
[Ipencenarens komuccuu [Toanuce N.0. Gamunus

Y1eHBI KOMHCCHU: Iommucu N.0. Gamunus
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IIpuno:xenue Ne 2
IIpuMmep akTa npuema-nepeaayqu e NpU cMeHe
OTBETCTBEHHOI0 32 1eJ10NPOU3BOACTBO

ABTOHOMHAasi HEKOMMEpPYECKasl OpraHu3alus o01eo0pazoBareabHas OpraHu3arus
«IIporumuasus Nel4 «OKypasymka» ropona byrynsmel
(AHO OO «IIporumuasust Nel4y)

YTBEPXIAIO
Hupextop AHO OO «IIporumuazust Nel4
MIOJITNCH E.B. be3pykoBa
05.06.202_
AKT
25.06.202...._ Ne 8
r. byrynsma

npueMa-ncpeaaduun 1€ mpu CMCHC
OTBCTCTBCHHOI'O 3a ACIOIIPOU3BOJACTBO

B cootBerctBum ¢ mpukazom ot 12.06.2018 Ne 46 Mutpodanoa U.A. nepenana, a
PomanoBa O.K. npuHsiia B MpUCYTCTBHH KOMHCCHH, 00pa30BaHHON Ha OCHOBaHUH JIAHHOTO
npukasza, B coctaBe mnpexacenarens MBanoBoit A.M. u unenoB CemenoBoil JILA. u

Jlecannkoir P.M. moxyMeHTHI MOApa3ielieHUss B COOTBETCTBUM C HOMEHKJIATYpOMl JeN 3a
202_—-202_ ronpr.

Ne n/m | HaszBanue u Ne onucu KosauuecTBo KoanuecTtBO IIpumeuanue
IK3EeMILISIPOB NMPUHSATHIX J1eJ
OIUCH
1 2 3 4 5
1 Omuch Ne 1 gen 1 42

MMOCTOSIHHOTO XPaHCHUS
3a 20142017 roxsl

2 Omuch gen Ne 2 o 1 23
JIMYHOMY COCTaBYy 3a
2014-2017 ronsl

Hroro npunsTo 65 (11ecTbaecsT NsaTh) Al
CocTrosiHue JOKYMEHTOB U OMUCEN YIOBIECTBOPUTEIHHOE.

[lepenan MutpodanoBa  UM.A. MurpocdanoBa
[Tpunsan PomanoBa O.K. Pomanosa
[Ipeacenarens komuccuu HBanoBa A.W. UBaHnoBa
YJieHpI KOMHCCHH: CemeHnoBa JI.LA. CemeHoBa

JlecHnIIKas P.N. Jlecuunkasa
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IIpuio:xxenne Ne 3
Biaank nucnrMma

(moHOE HAMMEHOBAaHKUE 00Pa30BATEIBLHOTO YUPEKACHUS)

(cokpaleHHOe HauMEHOBAHUE)

(1OIKHOCTHOE JTMIIO (€CJIM MUCBMO OT HETO, @ HE OT OPTaHU3allHH))

(anpec)
e-mail, cereBoit

Ten./akc aapec

OKIIO __ OI'PH MHH/KIIIT

_Ne
(mara) (HOMED) @. 1. O. (komy)
(ampec)
YBaxkaemblii(ast) !

(IOMKHOCTh PYKOBOJUTENS) (moamucsk) (®.1.0.)
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IIpunoxenune Ne4
IIpumep opopmiieHns1 muCbLMa

ABTOHOMHAasi HEKOMMEpPYECKas OpraHu3alus o01eo0pazoBareabHasi OpraHu3arus
«IIporumuasus Nel4 «OKypasymka» ropona byrynsmel
(AHO OO «IIporumuasust Nel4y)

Hukonas baymana yin., 0. 11A, r. Byrynema, 423237 Ten./dakc (85594)4-45-18;
e-mail: Progl4Zhuravushka@yandex.ru
https://edu.tatar.ru/bugulma/page451054.htm/page515806.htm
OKIIO 87854430; OI'PH 1234567890123; MHH/KIIIT 1645023682 /164501001

3urosisg 2018 Ne Ne 165- Mopexonosoii C.B.
T. u/1505

Ha Ne JIunioas yin., o. 15, kB. 3, T.
byrynwema, 423237

O nipeacTaBiaeHUN 00BSICHEHUHN
0 MOBO/Y HESIBKU Ha paboTy

YBaxkaemas Cetniana BsadecnaBoBHa!
YBenomisao Bac 0 He06X0AMMOCTH NMPEAOCTaBUTh MUCbMEHHBIE OOBSICHEHUS 110

MOBOY HapyIICHUs TPYAOBOM JTUCIUILIMHGI, B CBSI3U C HEsABKOM Ha pabory 29.06.2018.
[Tpunoxxenue: cnyxeOHas 3anucka Ha 1 nucrte B 1 sk3eMIuIsIpe.

C yBaxkeHuew,
IAPEKTOP IIOJITUCH E.B.bespykoBa

baGymkuna Taresna BacunbeBHa,
8 (85594)4- 45-18


mailto:Prog14Zhuravushka@yandex.ru
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IIpunoxenue Ne S
biank npuka3sa

(HamMeHOBaHME 00pa30BaTEIbLHON OpraHU3aI1H )

( )

(KpaTkOo€ HAaUMEHOBAHUE)

IMPUKA3
Ne
(mata)
(MecTO coCTaBJICHHS TIPHKA3a)
3aroiaoBOK
[TPUKA3BIBAIO:
1.
2
-3

(MOMKHOCTH PYKOBOJUTES) (monmuce) (1.0. ®amunus)
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IIpunoxenue Ne 6
Oo0pa3zen opopmiieHus NpUKa3a

ABTOHOMHAsI HEKOMMep4YecKast Bereama mohape «Topuakaii» 14-Hue

oprasHusanus oomeo0pasoBaTeibHast NMPOTrUMHA3UsD» TOMyMH OejieM OUpy

opranmn3anus «IIporumuasus Ne 14 0elIMachl KOMMepHusiyie OyJMarad

«XKypayuika» ropoaa byryjbmbl aBTOHOM OellIMa

r. Byryasma
Bereama mahape
I[TPUKA3 BOEPBIK
« » 202 Ne

O Buenpenuu ['OCT P 7.0.97-2016 «CUBU/I. Opranu3zanmoHHO-pacnopsauTeIbHas
nokymeHTanus. TpeboBaHus K OPOPMIICHUIO JOKYMEHTOBY

B nensax a¢pdextuBnoro coznanus nokymenToB B AHO OO «IIporumuazus Nel4y

ITPUKA3BIBAIO:

1. Pa6otaukam AHO OO «IIporumuasus Nel4» co3maBaTh JOKYMEHTHI B COOTBETCTBUH
¢ 'OCT P 7.0.97-2016 «CUBU]]. OpraHu3anmoOHHO-PACTIOPSIUTEIbHASI TOKYMEHTAITHS.
TpeboBanus k opopmiIeHUIO TOKYMEHTOBY (Tipuioxenue, aaiee — ['OCT P 7.0.97-2016).

2. OTBETCTBEHHOMY 3a BEJICHHE JEIOMPOU3BOJICTBA, HE IPUHUMATD JIJIS TIPEACTABICHHUS
Ha TMOANUCh JUPEKTOPY JOKYMEHTBHI, OQOpPMIEHHbIE C HECOOIIOJICHUEM TIpaBul,
yctanoBieHHbIX ['OCT P 7.0.97-2016.

3. KoHTposb UCIOTHEHHS HACTOAIIETO MpUKa3a OCTABIISAIO 3a COOOM.

HupekTop MOANHUCH E.B.be3pykoBa
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IIpunoxenue Ne 7
Oopasen opopMiIeHHUs NPUITOKEHUT

IIpunoxxenne Ne |

K npukazy AHO OO «IIporumuasus Nel4y
0T Ne

IHonoxenue o

1. O0ue MoJI0KEeHUA
1.1. Hactosiimee IlosokeHue ompenenser craryc, Iielb, 3aJadyd W IOPSI0K
IPOBEICHUS MYHHIIMITAILHOTO KOHKYpca yJamuxcs 1-4 kimaccoB (Janee — KOHKYPC).

1.2..
2...

2.1...
2.2...
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IIpunoxenue Ne 8
Oobpa3zen opopmiieHNns1 MIPOTOKOJIA

ITPOTOKO.I
3acefaHus eJAroru4ecKoro copera

Ne
[Ipencenarens bamvmmua N.0.
Cexkpertapb ®ammus 1.0
Bcero uienos IIpucyrcrBOBaO (ciucox
coBeTa MIpUJIaraeTcs)

IloBecTka nHA:

1.0 nopsake NOAroTOBKH K KOHQepeHuuu. Jloknas 3aMecTUTeNs JUPEKTopa. . .
2.0...
CIIYHIAJIA:
Gammiust 1.0. — TeKCT A0KNIaga TpuiIaracTcs.
BBICTVYIIUJIN:
N.0. ®amunus — KpaTKasi 3aluch BBICTYIJIEHUS (OT TPETHErO JIMLA €JUHCTBEHHOTO
yucia). Bornpocskl, 0TBETHI (IPUBOAATCS B OPSIIKE TOCTYIJICHNUS ).

PELIWJIN:
1.1. OnoOpuTs...
1.2...
Coneprxanrie 0co00ro MHEHUS

2. CJIVIOAJIN...
BBICTVYIIAIIN. ..
PEIINJIN. ..

2.1.

[Ipencenarens IHonnwmce N.0. Gamunusa

CexpeTapb [Toanuce N.0. ®amunus
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SIBOUHBIN JIUCT

Ipononxenne npui. Ne 9
Oobpa3zen opopmiieHNsI IBOYHOIO JIUCTA

[NEJATOI'MYECKOI'O COBETA

(IpOTOKOJI OT «

201

roga Ne 00)

Ne d. U. 0.

JomxHOCTD

IMognucn

R R0 ool~Nolo s w/iN

= O

[Ipencenarens
NeJarornyeckoro CoBeTa

CexpeTapb

ITonmmce

ITonmmce

N.0. Gamunusa

N.0. Gamunusa
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)KypHa.ﬂ perucrpanm BXoadamux 10KyMEHTOB

[Tpunoxxenne Ne 10

1 cTp.
Perucrpa-
Hdara LMOHHBbIN Koppecnonaenr Hdara Homep Kparkoe cogepxanue
NMOCTYIICHHS HOMep (aBTOp) JOKYMEHTa | JOKyMeHTa JOKYMEHTA
JOKYMEHTA
1 2 3 4 5 6
2 cTp.
Pe3osionust miiM KOMy HanpasJieH JOKYMeHT Jonoannteasn | Pacnmcka | OTmerk
Hcnosmurenn 3ananne Cpok ABTOp Jara ble CBeJeHHUs 0 B a 00
HCTOJHEHUS | Pe30JIONNH | MPOCTAHOB JAOKYMeEHTe MOJIY4YeHHH! | HCIOJH
KH e-HHH
Pe30JTI0NH
"
7 8 9 10 11 12 13 14
ZKypHaa perucrpanuy HCXOAsILIMX JOKYMEHTOB
CTp.
Perucrpa-
Hara LMOHHBbIT Koppecnonaenr Hdara Homep Kpatkoe conepxanue
NOCTYIJICHUS HOMep (aBTOp) JOKYMEHTA | JAOKyMeHTa JAOKYMEHTA
JAOKYMEHTA
1 2 3 4 5 6
2 cTp.
Pe3omonust miiM KoMy HanpasJieH JOKYMEHT Jonoanure | Pacnucka B | OTMeTK
Hcnonanrenn 3ananune Cpoxk ABTOp Jarta JIbHbIE NoJIy4YeHH ! a 00
UCTOJHEHUsl | Pe30JIIUH | MPOCTAHOB | CBeJAEeHMs O HCIOJIHE
KH JAOKyMeHTe -HUHU
Pe30JII0NH
i
7 8 9 10 11 12 13 14
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KypHnaa yyera neyareii 1 miTaMmnoB

[punoxenne Ne 11

Pe3yab
TaThbI
Haumen Haumeno exKeros
OBaHHe BaHHUe HOM OT1THCK
ne4yaTu Oorm nojapasjae nposep | OTmMeTk | medarei
(mTamMna - Jenusi, | Ioammuce, KU a 00 (mramn
Ne ), Heua HOJIKHOC | YIOCTOBEP | HAJIMY | YHHYTO | OB) AJs Mpume
n/ | H”HUIHAT Th somas s JKeHMH, | YHHYTO
n op ™ noJjiyyare | mMOJy4YeHH | medare | HOMep JKeHMs, uanue
3aKa3sa, 1(;[:2;2)‘ Ja e, 1aTa Hu aKTa u aaTa
aara pamunun ITAMII aarta BO3BparT
MOCTYILI noJy4yarte 0B, a
eHHA Je aaTa
nposep
KH
1 2 3 4 5 6 7 8 9
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IIpunoxenue Ne 12
®opmMa HOMEHKJIATYPHI J1eJ1

HanMeHoBaHue OpraHnu3anu

HOMEHKJIATYPA YTBEPXAIO
JAEJ
(IOMKHOCTH PYKOBOJUTESI OpTraHU3AIINH)
Ha roJ
(monmuce) (pacuudpoBka
TIOJIITHACH )
(mara)
HNupexc 3aro/10BoOK es1a KoanuectBo Cpok xpaHeHus IIpumeyanue
aeya e U Ne ctaTbu 1o
nepeyHIo
1 2 3 4 5
HaszBanue paznena
HaumenoBanue
JOJIKHOCTH OTBETCTBEHHOT'O
3a IToamnuce N.0. Gamunns

BEJICHHE JICTIONPOU3BO/ICTBA

Buza nuna, oTBETCTBEHHOIO 3a

apxuB
COT'JTACOBAHO COT'JTACOBAHO
[TpoToxon DK [IpoToxos DK apXuBHOro yupex1eHHs

oT No oT Ne
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IIponoa:kenue npusaoxenus Ne 13

HroroBas 3anuchk o KaTCropusiax U KOJINYCCTBC ACJI, 3aBCACHHBIX B _ IOy

B OpraHm3anvuun

1o cpokam xpaHeHus

Bcero

B toMm yunce;

MEePEXOAAINX

¢ oTMeTKO# «IDK»

1

3

4

IlocTogaHOTO

Bpemennoro (cBrime 10 neT)

Bpemennoro (o 10 et
BKJTIOUUTEIIHHO)

HUTOI'O:

HaumenoBanue

JIOJKHOCTH OTBETCTBEHHOT'O
3a

BEJICHUE JEI0MPOU3BOJICTBA

Jara

ITonmuce

HTorossie cBeACHUS IICpCaaHbl B apXUB.

HanmMmenoBanne nomKHOCTH

Jina, mepcaaBuicro CBCACHUA

[arta

ITonmuce

N.0. Gamunusa

N.0. Gamunusa
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IIpunoxenune Ne 14
dopma JIUCTA — 3aBepUTeIH 1es1a

JIMCT - 3ABEPUTEJIb JIEJIA Ne

B nene moammTo U mpoHyMEpPOBaHO _ JINCTOB
(mudpaMu 1 TPOIKCHIO)

¢ Ne o Ne , B TOM YHCIIE:

JUTEpPHBIC HOMEpA JTHUCTOB

MPOMYIIEHHBIE HOMEPA JINCTOB

+ JINCTOB BHYTPEHHEH ONMUCH

Oco0enHocTH PU3NIECKOr0 COCTOSIHNS U GOPMUPOBAHUSA Homepa
aeJia JHCTOB
1 2
Haumenosanme 1oKHOCTHA IHonnwuce HN.0. damunusa
paboTHHKA

Jlata
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Ipuio:xkenune Ne 15

Dopma 00J10KKH Jes1a
MOCTOSIHHOTO ¥ BPEMEHHOI0
(cBbime 10 JieT) XxpaHeHust

(HaMMEHOBaHHE apXUBa)

(HaMMeHOBaHKE OpraHU3aL1N)

JIEJIO Ne TOM Ne

(3aroJsioBOK Jena)

(kpaitHue gaThl)

Ha

JUCTax

XpaHUThb

dD. Ne
Om. Ne
JI. No
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IIpuiaoxenne Ne 15
BHYTPEHHSS OITUCH

AOKYMECHTOB A€J1a Ne

PerucrpanuoHubIit Homepa
Ne patt Hara 3arojioBok P
HH/IEKC aucroB | [Ilpumeuanue
n/n AOKYMEHTA AOKYMEHTA
AOKYMEHTA aesa
1 2 3 4 5 6
HUroro JOKYMEHTOB.

(mudpaMu ¥ TPOITHCHIO)

KonnuecTBo 1MCTOB BHYTpEHHEN
OIHCH

(TmudpaMu ¥ IPOITHCHIO)

HanmMeHoBaHue NOKHOCTH

JINIIa, COCTaBUBIIIETO

BHYTPEHHIOIO OIUCH

JIOKYMEHTOB JIeJ1a IHoanuce N.0. ®amunus

[ara
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IIpunoxenue Ne 16
Oopa3zen opopmiieHns )KypHajia
yuyeTa BbIIa4M JOKYMEHTOB

[TonnHOEe HanMeHOBaHKE 00pa30BaTENbHON OpraHU3aLUU

KYPHAJI YYETA BBIJIAYU JOKYMEHTOB
U3 apXuBa

Hauar
OKoHYEH
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IIpuioxenne Ne 17

Jlara Pacrucka Jara Pacnucka B
Ne ®onp | Onuce | eao | Komy B
BbIIa4YH BO3BpaTa | BO3BPAaLLlCHUH
/i Ne Ne Ne | BBIIAHO | MOJTyYeHUH
b () JeJia aeJia
aeJia
1 2 4 6 7 8 9
Hroro B roJ1y BbIJJaHO nen

(urdpamMu ¥ TPOMHUCHIO)

HanmMeHoBaHue TOJDKHOCTH

JIMIIa, COCTaBUBIIIETO

BHYTPEHHIOKO OIHUCH

JIOKYMEHTOB JIeJIa IHonnwmce HN.0. damunusa
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IIpunoxenune Ne 18
®opma onucH e M0 JIHYHOMY COCTABY

(MoIHOE HAUMEHOBAHUE OPTraHU3ALIIH )

donmg Ne

OIIUCH
Ne

IeJl TI0 JINYHOMY COCTaBy
3a

Ne | Hupexc 3arosioBok | KpaitHue natel Cpok Komnuectso |IIpumeuanne
/1 nena nena XpaHeHUs JINCTOB

1 2 3 4 5 6 7
B nmaHHBII pa3nen onucu BHECEHO

ACI,
(mudpaMu ¥ TPOITHCHIO)
¢ No 1o Ne , B TOM 4HCJIE:
JUTEpHBIC HOMEpa:
MPOMyIIEHHBIE HOMEpa:
(HaMMEHOBaHME TOJKHOCTH (moamuck) (pacmdpoBKa MOIIMHUCH)

COCTaBUTEJISI OTIUCH)

(HanMeHOBaHUE TOHKHOCTH
pYKOBOJUTEINS apXuBa (JIula,
OTBETCTBEHHOI'O 33 apXUB))

COI''TACOBAHO
IIpotokon (OK) OO
oT No

(moamuce) (pacmugpoBKa MOAMUCH)

YTBEPXIEHO
ITpotokon DIIK apXUBHOTO yupexaeHuUs
oT Ne



S7

(MoHOE HAaMMEHOBaHKUE 00Pa30BATEIBHOM
OpraHu3aIimn)
donm Ne
OIIUCH
Ne
nen BpemeHHbIX (cBbimie 10 er)
CPOKOB XpaHEHUS

IIpuno:xenune Ne 19
dopma onmcH 1eJ1 BpeMeHHbIX
(cBbime 10 JjieT) cpokoOB XpaHeHUs

3a roja
Ne | Hunekc 3arosioBok | KpaitHue natel Cpok Komnuectso |[Ipumeuanne
/1 neia neia XpaHEHUsI JINCTOB
1 2 3 4 5 6 7

B naHHBIN pa3nen onucu BHECEHO

(mudpaMu 1 TPOIUCHIO)

¢ No o Ne
JUTEpHBIC HOMEpa:
MPOMyIIEHHBIE HOMEpa:
(HaMMEHOBaHME TOJKHOCTH (moamuck)
COCTaBUTEJS OMKCH)
(HauMeHOBaHME JIOHKHOCTH (moamuck)

PYKOBOAUTEINS apXuBa (JIU1a,
OTBETCTBEHHOI'O 32 apXUB))

COT'JTACOBAHO
[Iporokon (3K) OO
OT Ne

AcC,

, B TOM YHCJIE:

(pacmmdpoBKa MOIIUCH)

(pacmmdpoBKa MOIIICH)
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IIpunoxenune Ne 20
®opma onucH e NOCTOSTHHOTO XPAHEHMS

YTBEPXAIO
(moMHOE HAMMEHOBAHUE OPTaHU3AIINHN ) (IOKHOCTH PYKOBOIUTENS)
donm Ne
(pacmmdpoBka
OIIUCDH Ne (TToamuCh) TTOIITHCH )
JIeJ1 IOCTOSTHHOTO XpaHEHUS
3a roa 20 roga
Ne | Mnpekc 3aros10BOK Je1a Kpaiinue | Koanuyecrso | [Ipumeyanue
n/m| pgeaa AATHI JINCTOB
1 2 3 4 5 6
HaszBanue paznena
B naHHBIN pa3nen onucu BHECEHO
aer,

(urdpamMu 1 TPONUCHIO)
¢ Neo 1o No , B TOM 4HCJIE:
JUTEpHBIC HOMEpa:
MPOMYIIEHHBIE HOMEPA:

(HauMeHOBaHUE JTOJDKHOCTH (moamuchk) (pacmmdpoBKa MOMUCH)
COCTaBUTEJS OMHCH)

(HauMeHOBaHUE JTOJKHOCTU (moamuck) (pacmdpoBKa MOIITHUCH)
PYKOBOJMTES apXUBa (JIUIIa,
OTBETCTBEHHOI'O 33 apXHUB))

COI'JTACOBAHO YTBEPXJIEHO
IIporokon (OK) OO ITporokoun DIIK apXMBHOTO yupeKIEHUS
oT Ne oT Ne
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[Tpunoxenne Ne 21

®opma aKkTa 0 BbIIeJeHUH K YHUUTOKEHHUIO IOKYMEHTOB,
He MO/JIeKAIMX XPAHEHU IO

(MoHOE HAaMMEHOBAHUE OPTraHU3AIINN )

AKT YTBEPXJIAIO
Ne

(1OJKHOCTD PYKOBOJUTEIS)

(MecTo cocTaBIICHHS)

(monmuce) (pacmudpoBka
0 BBIJICJICHUU K YHUUTOXKCHHIO JOKYMEHTOB, TIOIITHCH)
HE TIO/Ie)KAITUX XPaHSHHUIO 20 roaa
Ha
OCHOBaHUU

(Ha3BaHUE M BBIXOJHBIE JaHHBIEC IEPEUHS JOKYMEHTOB C YKa3aHUEM
CPOKOB UX XpaHEHMSI)

0T06paHBI K YHUUYTOXCHHIO KaK HC UMCIOIIIUC H&y‘-IHO-HCTOpPI'—ICCKOﬁ OCHHOCTHU U
YTpaTUBUIUC

MPAKTUYECKOE 3HAYEHUE IOKYMEHTHI Ne
dbonga
(Ha3Banue GoHIA)
Ne | 3arosoBoxk | I'onm | Home | Home | Koumuects Cpoxn IIpumevann
n/ aesa bl p p 0 el. xp. XpaHeHH s e
n | (rpynmnoBoii omucH | el. Xp. U HOMepa
3aroJI0BOK * 10 crareii
JTOKYMEHTOB OnucCH 10 NMepevH
) 10
1 2 3 4 5 6 7 8
Uroro el. Xp. 3a TOJBI.
(undpamu ¥ TPOMHCHIO)
Onucu J1e1 MOCTOSIHHOTO XPaHEeHUS 3a roJiel yTBepkaeHbl DITK
(TIpOTOKOJI OT N )
(HaMMEeHOBaHUE apPXUBHOTO
YUPEKICHNUS )
(HauMeHOBaHUE JOJKHOCTH (moamucsk) (pacmmdpoBKa MOIIICH)

*
HpI/I BBIJICJICHUU K YHUYTOKCHUIO JOKYMEHTOB IIPU IMMOJATOTOBKE JCJI K IEpeavuc B apXUB OpTraHU3allun Fpa(l)bl 4, 5 ne
3aIIOJIHAIOTCA.
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pyKOBOAMTENS apxuBa (JInIa,
OTBETCTBEHHOTO 32 apPXHB))

COI'JTACOBAHO

[TpoToKOI PKCTIEPTHON KOMHCCUHU OpraHU3aINu

oT No

JIOKyMEHTBI B KOJTHYECTBE el. Xp.:
— Ha OyMa)XHOM HOCHTEJIE BECOM KT

(mudpaMu 1 TPOIMKCHIO)
CIaHbl HA YHUUYTOXKEHHUE;
— Ha DJIEKTPOHHOM HOCHUTEJIE CIaHbI Ha

YHUYTOXKECHHE
(cr1oco0 YHUUTOKEHHUS)
(HaMMEeHOBAHME JTOKHOCTH (moamuck) (pacmdpoBKa MOMHUCH)
paboTHUKA, CTABIIETO
JIOKYMEHTHI)
«__» 20 roja

HN3MeHeHus B YUCTHBIC TOKYMCHTBI BHCCCHBI.

(HauMeHOBaHME JTOJKHOCTH (monmuce) (pacuudpoBKa MOMHUCH)
PYKOBOJUTENS apXuBa (JM1a,
OTBETCTBEHHOI'O 33 apXMUB))
« » 20 Troja



