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1. O0mue nonoxKeHusl.
Hacrosimas MHCTpyKIMs 1o BeIEHUIO J1eTI0BOM MoKyMeHTanuu (nanee - Uucrpykuus) 8 MBOY
r.Kepun PK «Illxona Ne23 um. I'epos Coserckoro Coroza C.JI. IlommBanbHHKOBa» pa3paboTaHa B
COOTBETCTBHUH CO CIEAYIOIIMMI HOPMATUBHBIMU JJOKYMEHTAMHU:

- ®denepanpHblii 3ak0oH oT 29.12.2012 Ne 273-®3 «0O06 o6OpazoBanuu B Poccuiickoit
Denepaunn»;
- ®denepanbHbii 3aK0H OT 27.07.2006 Nel52-D3 «O nepcoHAIbHBIX TaHHBIX»;

- 3akon PecmyOmuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O06 o0pa3oBanuu B
PecniyOmnke Kpbim»;

- npuka3 DenepasbHOr0 areHTCTBa MO0 TEXHUYECKOMY PEryJMpOBAaHUIO U METPOJIOrHU
MunucTepcTBa NPOMBIIIICHHOCTH U ToproBiu Poccuiickoit deneparu ot 08.12.2016 Ne2004-ct «O6
YTBEPKJICHUHM HAllMOHAJIbHOTO cTanaapta Poccuiickoit deneparumy;

- npuka3z @PenepaJbHOrO areHTCTBa IO TEXHUUYECKOMY PETYJIMPOBAHMIO U METPOJIOTMH
MunncrepcTBa NpOMBIIIIIEHHOCTH U ToproBiu Poccuiickont @enepanuu ot 14.05.2018 Ne 244-ct «O6
YTBEPKJICHUM U3MEHEHHUSI K HAIMOHAIbHOMY cTaHaapTy Poccuiickoi denepanuny;

- npuka3 PenepanbHoro apxuBHoro areHrcTsa ot 20.12.2019 1. Ne236 «O0 yTBepKaeHUN
[lepedHs THMOBBIX YHPaBICHYECKHX apXMBHBIX JTIOKYMEHTOB, O0pa3yIOMIUXCS B MPOIECCE NEATETbHOCTH
rOCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBJIEHUS U OpraHM3alluil, C YKa3aHUEM CPOKOB
UX XpaHEHUs»;

- npuka3 MunuctepctBa npocsemnieHuss CCCP ot 30.12.1980 N 176 «O BBeneHuu B
neiicteue IlepeuHs TOKYMEHTOB cO cpokaMu xpaHeHus MunucrepctBa npocsemienus CCCP, opraHos,
YUPEKICHUM, OPraHU3alnuld CUCTEMBI IIPOCBEILECHUD.

PekoMenpanuu ycraHaBiIMBAaIOT oOmMe TpeOOBaHWS K BEACHUIO JEIOBOM JOKYMEHTAllUU B
oOpa3oBaTenbHbIX oprann3anusax Pecryomuku Kpbim.

[Ipumenenne WHCTPYKIMHM AOKHO CHOCOOCTBOBAaTH (POPMHUPOBAHUIO O(DUIIUAIBHO-IEI0BOTO
CTHJIL JOKYMEHTOB, COKPAILIEHHUIO 3aTpaT TPY/la U CPEACTB B MPOLIECCE CO3/1aHUs JOKYMEHTOB.

WHucTpyKus pacrnpocTpaHseTcs Ha OpraHu3aluio padoThl ¢ JOKYMEHTaMH HE3aBHCHMO OT BUIA
HOCHUTENS, B TOM YHCIIE 3JEKTPOHHBIMU JOKYMEHTaMHM, BKJIIOUYasl MOATOTOBKY, 00pabOTKy, XpaHEHHE U
UCIIOJb30BAaHUE IOKYMEHTOB, OCYIIECTBIISIEMBIX C MPUMEHEHHEM HH(POPMAIIMOHHBIX TEXHOJIOTUH.
OcobeHHoCTH paboTHI ¢ TOKYMEHTaMH, COACPKAIIMMHU KOH(PUACHIHATBEHYI0 HHPOPMALUIO (CITy)KeOHYIO
U HMHYIO TaiiHy, NepCOHAJbHbIE NaHHbBIC), PETYJIHPYIOTCS CIEUUATbHBIMU HOPMATHBHBIMU aKTaMU
(MHCTPYKUMSIMM, IIOJIOXKEHUSMHU, NpPaBUIAMH), YTBEPKIAEMbIMU pPYKOBOJUTEIEM 00pa30BaTEIbHON
OpraHu3aIiy.

OmeemcmeeHHOCMb 3a OP2AHU3AUUIO U COCHOAHUE O0elonpou3eoocmea 6 o00pazoeamenbHoul
Op2aHU3ayUU Hecem PYKo6ooumeib, KOMOPLLIL:
- paspabaTbIBaeT M yTBepXkaaeT MHCTPyKUIHMIO MO IEIONpPOM3BOJACTBY W HOMEHKIATYPY e
00pa3oBaTeNnbHON OpraHu3aIuy;
- KOHTPOJIUPYET COOIIfO/IEHUE TPEeOOBaHWH YTBEPKICHHOW B 0Opa30BaTEIbHONH OpraHU3alluu
HHCTpyKIMU IO BEJCHUIO AETOBOW JOKYMEHTAIIHH;
- IPOBOJUT MPOBEPKY COCTOSIHUS 1€JI0NIPOU3BO/ICTBA;
- oOecreynBaeT METOJWYECKOE PYKOBOACTBO, MHCTPYKTaX M KOHTPOJb 32 COOIIOJIEHUEM
YCTAHOBJICHHOTO TOPSAIKA paOOTHI C TOKYMEHTAMHU;
- UHULMUPYET TMOBBIIICHNE KBaU(UKalUK paOOTHUKOB 110 BOIIPOCAM JEIONPOU3BOCTBA;
- YAOCTOBEPSET NOJIMUCHIO U TIEYAThIO0 JOKYMEHTHI.
HenocpencTBeHHO BeAET AENONMPOU3BOACTBO B 00pa30BaTEIbHOW OpraHHU3alK JOKYMEHTOBEA U (MJIH)
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOACTBA, KOTOPBIM Ha3HA4YaeTCs IMPUKA30M PYKOBOAMTENS
00pa3oBaTeNnbHON OpraHu3aluy.
JIOKYMEHTOBE]l B COOTBETCTBUH C BO3JIOKEHHBIMH Ha HETO 3aJauyaMu:
- OCYIIECTBJIIET PETUCTPALIUIO U YUET JOKYMEHTOB;
- OPraHu3yeT IOKYMEHTO000POT, ((OPMHUPOBAHUE JIE], UX XPAHECHHUE;



- OCYLIECTBISICT TEKYUIMH KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHHUEM U IMPOXOXKICHHEM
JIOKYMEHTOB 00pa30BaTeIbHOIN OpraHu3aIny;
- obecrieunBaeT COOJIIOJICHUE E€IMHBIX TPeOOBaHUI MO MOATOTOBKE [OKYMEHTOB U
OpraHu3aIyu padoThl ¢ HUMH B YCIIOBHSX 3JICKTPOHHOTO JJOKYMEHTOO00POTA,
- 00061maet nHpopMmaIuio 06 06beMax JOKYMEHTO000POTa;
- opraHuzyeT (opMUpOBaHHE U XpaHEHUE TOKYMEHTAIMOHHOTO (DOHJIA M €rO MCIIOJIb30BaHHE.

OOpa3zoBarenbHasi OpraHu3alys BIOpaBEe INPUMEHATh B CBOEH JIEATENIBHOCTH 3JIEKTPOHHBIN
JIOKYMEHTOO0OPOT, KOTOPBIH TpEeAyCcMaTpHBAaeT CO3JaHHE, MOJIMCAHUE, HMCIOJIh30BAHUE W XPAaHCHHE
JIOKYMEHTOB, CBSI3aHHBIX C JIESITEIBHOCTBbIO 0Opa30BaTENbHOM OpraHM3alluK, B AJIEKTPOHHOM BHIE 0e3
nyOimpoBaHusl Ha OyMaKHOM HocHTene. PemeHne o BBEIEGHUH AJIEKTPOHHOTO JTOKYMEHTOOOOpOTa H
MOPSIIOK €T0 OCYIIECTBIICHUS YTBEP)KIAIOTCSI 00pa30BaTeNIbHOW OpraHU3alleld MO COTJIaCOBAaHHIO C ee
YUpEIUTEIIEM.

Bces nenoBast JOKyMEHTAIMsI XpaHUTCA B CIIEIUAIBHO 000pY/I0BaHHBIX TOMEIIEHUSX, IKadax WiH
ceiihax ¢ cobmonenneM TpeboBanmnii denepanpHoro 3akoHa Poccuiickoit @enepanuu ot 27.07.2006 Ne
152-®3 «O nepcoHaNbHBIX JAHHBIXY.

PaboTath ¢ TOKyMeHTaMU BHE CITY)KEOHBIX IIOMEIICHHUI 3aIipeniaeTcs.

2. JlokyMeHTBbI 00pa30BaTeILHON OPraHu3alum.

PykoBoaurens o0Opa3oBaTeNbHOM OpraHM3allUM WIM JIMLO, HCIOJHAILIEe ero 00s3aHHOCTH,
u37aeT  TNpHKas3bl, WHCTPYKLUWH, TPaBWIa, TMOJOXKEHHSA, O0OsA3aTeNbHbIEe ISl HCIIOJHEHHS
BCEMHPAOOTHUKAMU.

Xon oOCyXIeHHs BOMPOCOB HAa 3aCEJaHMAX KOJUICTHAIBHBIX OPraHOB, COBETOB, COOpaHMSX,
COBELIAHUAX U PELICHHUs, IPUHUMaeMble Ha HUX, GUKCUPYIOTCS B IPOTOKOJIAX.

JUisi  OCYIIECTBJIICHUSI ONEPATHBHBIX CBS3€ C JPYrMMH OpraHM3allisIMH ¥ TpakJaHaMU
UCTIOJIb3YIOTCS Takue (POPMBI, KaK MMCbMA, (PaKcChl, TEIErpaMMbl, TEIEPOHOTPAMMBI.

Jlisi OCYIIECTBJICHHUS! TIPHEMa, YBOJBHEHUS, MEpeMeIleHHs] PaOOTHUKOB, MPEAOCTABICHHUS UM
OTITyCKOB O(QOPMJISIOTCSI TPYJIOBBIE JOTOBOPBI, MPUKA3bl MO JIMYHOMY COCTaBY, 3asBIIEHHs, TPYAOBbIE
KHWOKKH, JTHYHBIE KAPTOUYKHU H .

Y4eOHo-ne1aroruyeckasi J0KyMeHTALMS.

VY4ueOHass NOKyMEHTAIMsl — 3TO KOJMYECTBEHHAs M KA4eCTBEHHAs XapaKTEPUCTHKH COCTOSHHS
y4eOHOI, MeToIn4YeCcKoi 1 BOCIIUTaTeNbHOM paboThl 00pa30BaTeIbHON OpraHU3aLMH.

[lenarornyeckre paOOTHUKH TPH peaTU3alld OCHOBHBIX O0OIIE00pa30BaTENbHBIX MPOTpaMM
OCYILECTBIIAIOT MOJATOTOBKY CIeaylomeld JoKyMeHTauuu (mpuka3 MUHHCTEpCTBA MPOCBELEHMS
Poccuiickoit @enepanun ot 21.07.2022 Ne 582 «OO0 yTBepKJI€HUU MEPEUHS TOKyMEHTALlUH, TOATOTOBKA
KOTOPOH  OCYILECTBJIAETCS  NeJarori4ecKMMu  paOOTHUKaMM  TNPU  pealn3alud  OCHOBHBIX
0011100pa30BaTEIBHBIX IPOTPAMM):

- pabouas mporpamma ydeOHOro mpeaMeTa, y4eOHOro Kypca (B TOM YHCIIE BHEYpPOUHOU
NeSITeTBbHOCTH), Y4eOHOTO MOJTYJIS,;

- )KypHaJI y4yeTa yCIeBaeMOCTH;

-KypHaJl BHEYpOYHOH IEATENBbHOCTH (U1 TEJaroruueckux pabOTHUKOB, OCYIIECTBISIONIMX
BHEYPOUHYIO JeSITEIbHOCTD);

- TUTaH BOCTIMTATENFHON paboThl (7151 Mearorn4eckux paboOTHUKOB, OCYIIECTBISIOMUNX (QYHKIIUU
KJIACCHOTO PYKOBOJMTEJNS);

- XapaKTepUCTHKa Ha 00yJaromierocs (1o 3anpocy).

[IkonbHbIE JOKYMEHTBI JOJKHBI O(OPMIIATBCS CBOEBPEMEHHO, YEeTKO, pa30opuuBo, 0e3
MOAYUCTOK, IIOMAPOK, BBI3BIBAIOIINX COMHEHHUE B MTPABUIHLHOCTH BHECEHHBIX JTAHHBIX.

3anucH B JOKyMEHTaX JOJKHBI IPOU3BOANUTHCS IIAPUKOBOM PYUKOil UepHOTO IIBETA.

Ommbka, TOMyIIeHHAs B TEKCTE WM MUPPOBBIX JAaHHBIX TOKYMEHTA, HCIIPABISETCS CIIEAYIOIINM
o0pa3oM: OIIMOOYHBIE CJIOBA MM IHU(PHl 3aUEPKHUBAIOTCA TaK, YTOOBI MOMKHO OBUIO IPOYECTb
3a4EepPKHYTOE€, a CBEPXY, JMOO pAaoM, JHOO0 Ha MOJNSAX MHUIIYTCS YTOYHEHHBbIC NaHHbIE. Bce BHECEHHBIE
UCITIPABJIEHUS JOJDKHBI OBITh OTOBOPEHBI M 3aBEpPEHbl MOANUCAMH UL, O(OPMMBIIUX JOKYMEHT. 3a
JIOCTOBEPHOCTh CBEJCHHM, COIEpXKAIIMXCS B JIOKYMEHTax, HajJexanee HuX OoQopMiIeHHe HECyT
OTBETCTBEHHOCTb JOJKHOCTHBIE JINIA, MOAMHUCABIINE JOKYMEHT.



B cocraB 1okyMeHTOB 00pa3oBaTeIbHOM OpraHU3aluy BXOIST:
- OpraHU3alMOHHBIE JOKYMEHTHI;
-yCTaB OpraHu3aluu;
- IOTOBOP C YUPEIUTEIIEM;
- TIOJIO’KEHUSI O TIO/Ipa3/ieTICHUsIX (MPU HAJTUYHH);
- MPaBOYCTaHABINBAIOIINE JIOKYMCHTHI;
- IOJDKHOCTHBIE HHCTPYKIIUU COTPYIHUKOB;
- KOJIJIEKTUBHBINA JIOTOBOD;
- IITATHOE PACIHUCAHUE;
- MpaBWJIa BHYTPEHHETO TPYIOBOTO PACTIOPSAIKA U JIP.
PacniopsiquTenbHble JOKYMEHTHI:
- IPUKA3bI;
- pacropsiKEeHHUS;
- MHCTPYKIIUHU U Jp.
HNudopMalimoHHO-CIIPaBOYHbBIE TOKYMEHTHI:

- POTOKOJTHI;

- TUIaHBL;

- OTYETHI;
- CIIPABKH U Jp.

Bce kHUTH 1 KypHAJIBI, KOTOPBIE BEIYyTCS B 00pa30BaTEIbHBIX OPTaHU3AIUAX Ha OyMaXKHBIX
HOCHUTEINISIX,  IMOCTPAaHUYHO  MPOHYMEPOBBIBAIOTCS,  MPOIIHYPOBBIBAIOTCA M MOJANHUCHIBAIOTCS
pykoBoauTeneM. [loanmucs pykoBOIUTENsI 3aBEpsCTCS MEeUaThi0 00pa30BaTEIbHOM OpraHU3aIiH.

3. IIpaBuiia opopmiieHus JOKYMEHTOB

OcHoBHBbIE TPpeOOBaHMsI 10 0()OPMIIEHHIO JOKYMEHTOB.

JIOKyMEeHTBI MOTYT CO37aBaTbCcsi Ha OyMa)KHOM HOCHTENE H B DJIEKTPOHHOH ¢opme ¢
cOOJII0ZICHHEM YCTaHOBJICHHBIX MPaBuil 0(OPMIICHHUS TOKYMEHTOB.

[Ipu cozmanum NOKyMEHTa Ha JABYX M 0Oojiee CTpaHUIAX BTOPYIO M TOCIEAYIOIIME CTPAHUIIBI
HYMEPYIOT.

Jlomyckaercst co3laHHE JOKYMEHTOB Ha JIMIIEBOM W 00OpoTHOW cropoHax uucta. [lpm
JIBYCTOPOHHEM CO3/IaHHUH JIOKYMEHTOB IIMPUHA JIEBOTO IOJ HA JULEBOM CTOPOHE JIMCTA U MPABOI0O MO
Ha 00OPOTHOM CTOPOHE JINCTA JIOJDKHBI OBITH PABHBI.

[IpenmouTUTeNbHBIMI TapHUTYpaMU W pa3MepaMu MPUPTOB [JIs1 PEKBU3UTOB JIOKyMEHTa
saeisitores Nel2,13,14.

[Tpu coctaBiennu TaOIMI] TOMYCKAETCS UCTIOIB30BaHUE MIPUPTOB MEHBIINX Pa3MEPOB.

AO3a1HbIi OTCTY TEKCTa JOKyMeHTa - 1,25 cm.

3arooBKU pa3AesioB M MOAPA3CIIOB MeYaTaTcs ¢ a03al[HbIM OTCTYIIOM WIJIM LIEHTPUPYIOTCS 10
LIMPUHE TEKCTA.

MHOTOCTpOUYHBIE PEKBU3UTHI IEUATAIOTCS YEPE3 OJUH MEKCTPOUYHBI MHTEPBAJI, COCTABHBIE YACTH
PEKBU3UTOB OTJEISIFOTCS TONOJHUTEIbHBIM UHTEPBAJIOM.

TekcT fokyMeHTa nevaraeTcs uyepes 1-1,5 MeKCTpOUHBIX HHTEpBAJIA.

WuTepBan Mmexy OykBaMu B CIIOBAaxX - OOBIYHBIH.

HuTepBan Mex1y cIoBaMH - OJIMH MpoOer.

TekcT mOKyMeHTa BBIpAaBHUBAETCS IO IIMPHUHE JUCTA (10 TpaHHUIAM JIEBOI'O U IPaBOro MoJeH
JIOKyYMEHTA).

HopmaTuBHBIMH aKTaMu OpraHM3alUU MOXET OBbITh NPETyCMOTPEHO BBIACICHUE PEKBU3UTOB
«ampecar», «3arojloBOK K TEKCTY» WIH «IOJMUCH», a TaKXKe OTICNbHbIX (ParMeHToOB TEKCTa
HOJTYXKHPHBIM IIPH(PTOM.

TekcT MOKyMeHTa JOKEH OBbITh H3JI0KEH KpaTKo, TPaMOTHO, MOHSITHO M OOBEKTHBHO, 0e3
MOBTOPEHUH W yHnoTpeOJIeHUs! CJI0B U 000POTOB, KOTOPHIE HE HECYT CMBICIOBOM HAarpy3kH, U JIOJKEH
KacaTbCsi TOTO BOIPOCa, KOTOPBIA Cc(HOPMYIHpPOBaH B 3arojioBKe K TEKCTY. TEKCT JOKyMeHTa
odopmIsieTcss B BUIE CIUTIONIHOTO CBSI3HOTO TEKCTA WIIM TaOJIMIIBI, WK ITyTeM COYETaHUs ITUX (PopM.

TeKCThl CIOXKHBIX U OOJBIIUX MO 00bEMYy JOKYMEHTOB (IOKJIAIbl, OTYETHl U T.A.) ACNATCS Ha



paszienbl, MoApa3Aesbl, MyHKThI, MOMMYHKTHL. [IyHKTBI M MOAIYHKTH B TEKCTE HyMEpYIOTCS apaOCKUMHU
nudpaMu ¢ TOUKOM.

ITpumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI, KaKk IpaBuio, oGpopMIIIOTCS Ha OlaHKaXx oOpa30BaTEebHOW OpraHU3allM, UMEIOT
YCTAHOBJICHHBII KOMIUIEKC 0053aTENIbHBIX PEKBU3UTOB U CTAOMIBHBIN TOPSIIOK X PACTIOI0KEHUS.

bnanku Ka)x0ro BUAA M3rOTaBIMBAIOTCS HAa OCHOBE YIJIOBOIO WIJIM IIPOAOJIBHOTO pa3MEIeHHs
PEKBU3UTOB.

PexBU3UTEHI 3aroji0BKa pa3MeIIalOTCsl LEHTPUPYEMBIM (HAa4ajao U KOHEIl KaKJOW CTPOKU PEKBH3HUTA
PaBHO yAaJeHbl OT TPAHMII 30HBI PACTIONIOKEHHSI PEKBU3UTOB) MJIH YIJIOBBIM (KaXKIast CTPOKA PEKBU3UTA
HAUMHAETCS OT JIEBOM I'PaHUIIBI 30HBI PACIIONOKEHHS PEKBU3UTOB) CIIOCOOOM.

Jlnist M3roToBICHUS OJIAHKOB MCTIONB3YIOTCS IMCTHI Oymaru ¢opmara A4 (210 x 297 mm) u AS (210
x 148 MumuMeTpoB).

Kax b1t muct nokymenTa, oopMIIeHHBIN Kak Ha OJaHKe, Tak U 0e3 HEero, JI0JDKeH UMEeTh MO He
MEHee, MM:

snesoe - 20;

npasoe - 10;

BepxHee- 20;

HkHee - 20.

JIOKyMEeHTBI 1IUTeNbHBIX (CBbIe 10 JIeT) CpPOKOB XpaHEHUs JOJKHBI IMETh JIEBOE I10JIE HE MEHEE
30 mm.

OdopmieHue peKBU3HTOB JOKYMEHTOB.

ABTOpP 10KYMEHTOB.

HanmenoBanue o0pa3oBaTeIbHOM OpraHu3allii yKa3blBaeTCs B TOUHOM COOTBETCTBHU C YCTaBOM
oOpazoBatenpHOM  opraHu3auuu. COKpalleHHO€ HAaWMEHOBAaHHE  IIOMEINAeTcss TMOJ  MOJHBIM
HaUMEHOBAHHEM B CKOOKaX.

HaumeHoBaHME CTPYKTYpHOIO MOApa3AeieHUs — aBTOpa JOKYMEHTa MCIOJb3yeTcs B OiaHKax
nuceM M OJlaHKaX KOHKPETHBIX BHMJOB JIOKYMEHTOB M YKAa3bIBA€TCS MOJ TMOJHBIM U COKpAIlEHHBIM
HalMEHOBAHUSAMH 00pa30BaTeIbHON OpraHU3alyu.

HanmenoBanue AOJDKHOCTHU  JIMIla — aBTOpa JOKYMCHTA  HUCIOJIB3YCTCA B OaHKax
JOJDKHOCTHBIX JIMII U pacriojiara€tcs 1o HauMCHOBaHUEM 06p330BaTeHBHOI>'I OopraHu3alru.
HaunmenoBanue AOJDKHOCTU JiMIa — aBTOpa JOKYMCHTA YKAa3bIBACTCAd B COOTBCTCTBUU C

HanMCHOBaHHUEM, IIPUBCACHHBIM B PACTIOPAINUTCIBHOM JOKYMCHTC O HA3HAUYCHWH HA JOJIKHOCTD.

CnpaBouHble JaHHbIe 00 00pa30BaTeJIbHOM OPraHU3ALMH.

CrpaBouHble JaHHbIE 00 OpraHM3alMd YKa3bIBaIOTCS B OJIaHKaX TIMHCEM W BKIIIOYAIOT:
anpec, Homep TenedoHa, dhakc, aapec AMEKTPOHHOM MOUTHI, CeTeBOM anpec, a Takxe OKIIO, OI'PH, UHH
u KIIII opranuzanuu.

HanMeHoBaHMe BHIA JOKYMEHTA.

HanMeHnoBanune BHaa JTOKyMEHTAa, COCTaBIICHHOTO OpraHM3aIkel, JTODKHO OBITh OMpEeNeIeHO
yCTaBOM (HOHO)KGHI/ICM) n JOJIDKHO COOTBECTCTBOBATH HAaMMCHOBAHUSIM BHUJI0B JOKYMCHTOB,
npeaycmotpenubiM OKVY I akT, cipaBka, 3anmucka, CBOJIKa, OT3bIB, MPOTOKOJ, CITUCOK, U3BEIIEHUE U JIp.
PaCHOpHI[I/ITeJIBHBIG AOKYMCHTBI OpraHu3alvv HU3JAI0TCA CO CICAYIOIIMMH HAa3BAHUSAMU: [IPUKA3,
pacropsiKeHue.

HaumenoBanue BUJa U Pa3HOBUIAHOCTU NOKYMCHTA HC YKA3bIBACTCA B IIMCbMax.

HanmMeHnoBanue Bua TOKyMEHTA MeYaTaeTCsl MPOIMMCHBIMUA OyKBaMH MOTY>KUPHBIM MIPUDTOM.

JlaTa 10KyMeHTA.

JlaTa 1OKyMEHTa COOTBETCTBYET JaTe MOANUCAaHUs (YTBEPKICHHS) TOKYMEHTA WU 1aTe€ COOBITHSI,
3a()MKCUPOBAHHOTO B JIOKYMEHTE:



apabckumu 1Edpamu, pasaeneHHbIME Toukoi: 05.06.2021; croBecHO-U(POBBIM CHIOCOOOM: 5 HIOHS
2021 r.

B Texcrax TOKYMEHTOB, COEP)KAIUX CCHUIKM HAa HOPMAaTUBHBIE ITPABOBBIE AKTHI, U JOKYMEHTOB,
coJiepXKallluX CBEJCHHUA (PMHAHCOBOTO XapaKTepa, NPUMEHSETCs CIOBECHO HHU(POBOI crocod ykazaHMs
nat 6e3 MpocTaBJIeHUsS HyJIsl B 0003HAUCHUH JTHS MECS11a, €CIIM OH COACPKUT oAy 1udpy: 3 ampens 2023
roja.

Paspemaercsa npuMeHsITh CJI0BO «T0/1» B COKpPAIIEHHOM BapuaHTe «r»: 1 uroHs 2023 r.

I'pud orpanuyeHus 1ocTyna K 10KyMeHTY.

ITpocTaBisiercs B NIpaBOM BEpPXHEM YIJIy IEpPBOro JIMCTa JOKyMEHTa (IIPOEKTa JOKYMEHTa,
COIIPOBOJIUTENIFHOIO MHUChMa K JIOKYMEHTY) Ha TPaHMLE BEPXHEro IOoJisi NpPU HAINYMKM B JOKYMEHTE
UH(POPMALIMHU, JOCTYIl K KOTOPOl OrpaHWYeH B COOTBETCTBUHM C 3aKOHOAATenbcTBOM Poccuiickoit ®e-
Jepanud. B cocraB  peKBU3MTa BKIJIIOYAETCS OrPaHUYMTENbHAs Haamuch: «lns  cimykeOHOro
noJjb30BaHus, «KonpuaenumansHoy», «llepconanbHbie JaHHBIE» UITH .

[Tpumep -

IlepcoHasibHbIE JaHHbIE PA0OTHUKOB
IK3. Ne 1
MyHnununajabHoe 0101KeTHOe 001eo0pa3oBaTe/ibHOe yupexaenue ropoaa Kepun

Pecnyoauku Kpbim «lllkosaa Ne 23 umenu I'eposi CoBerckoro Coroza C.Jl.JlomuBajibHUKOBAa»
(MBOY r.Kepun PK «IlIkosa Ne 23 um. I'eposi Coerckoro Coro3a C./.IlomuBajbsHUKOBaY)
INPUKA3

Bce Buzabl rpudoB OrpaHMUEHHUs OCTyNa K JOKYMEHTaM 3aKpEIUIIOTCS B JIOKAJIbHBIX aKTax
00pa3oBaTeNbHON OpraHu3aluy.

PeFI/ICTpaHI/IOHHbIﬁ HOMEP TOKYMEHTA.

Perucrpanuonnsiii Homep — 1udpoBoe WM OyKBEeHHO-LIM(PPOBOE 0003HAUEHHUE, NPHUCBAUBAEMOE
JOKYMEHTY TP €r0 PErCTpaLiy.

Peructpanus nokyMeHTa NpoBOJUTCS MOCIE €r0 MOANUCAHUS WIN YTBEPKICHUS.

JUi1 BHYyTpPEHHHUX JOKYMEHTOB — IPUKA30B, IPOTOKOJIOB — 3TO HMOPSIKOBBIM HOMEp B Ipezaenax
KaJICHJapHOT0 rojia/ yueOHOTo To/a Mo KaXJI0My BHIY WM Pa3HOBHIHOCTH JOKYMEHTOB. B mpukazax
pEruCcTpallMOHHbII HOMEP MOXKET JIOMOIHATHCS OyKBEHHBIM MHIEKCOM, 0003HAYaIOLUIMM Pa3HOBUIHOCTH.

s ucxoasamux JOKyMEHTOB PETUCTPALUOHHBIA HOMEP COCTOUT U3:

1) nopsiikoBOro HOMepa B Ipeziesiax MacCuBa OTHPABISAEMON KOPPECIIOHACHIINHY;

2) MHJIEKCa JieNa B COOTBETCTBHH ¢ HOMEHKIIATYPOH J1e7 00pa30BaTeIbHOM OpraHn3aluy.

PeructpanyoHHslii  HOMEp JOKyMEHTa, COCTAaBJIEHHOIO COBMECTHO JByMs U  Oonee
OpraHM3alysIMH, COCTOUT U3 PErHMCTPALlMOHHBIX HOMEPOB JIOKYMEHTOB Ka)JOH M3 3TUX OpraHu3alui,
IPOCTABIISIEMbIX YEepe3 KOCYIO UepTy B MOPSAKE yKa3aHHs aBTOPOB B JOKYMEHTE.

CchliIKa HA PErHCTPAIIMOHHBIA HOMeEP M ATy J0KYMEHTA.
Ccbulka Ha PErMCTPALlMOHHBIA HOMEp M JIaTy JOKYMEHTa BKJIIOUAET B ce€0s pPErMCTpallMOHHBIN
HOMeEp M JIaTy TOKYMEHTa, Ha KOTOPBIA TOJIKEH OBbITh JJaH OTBET.

CcplIKa Ha HOMCp U OaTy AJOKYMCHTaA HCIOJIB3YCTCS IpPU O(l)OpMJIeHI/II/I IIMCEM, ABJIAIOIIUXCA
OTBETaMU Ha MOCTYNHBIIEE MUCHMO (3ampoc, IpockOy u Ap.). CBelneHust B PEeKBU3UT MEPEHOCSTCS C
MOCTYIIUBHICTO JOKYMCHTAa W COOTBCTCTBYIOT PETUCTPAIMOHHOMY HOMCPY H JaTC MNMOCTYIIUBIICTO
JIOKYMEHTA.

OFpaHI/I‘-II/ITCJIBHaSI OTMCTKa IS HAaHHOI'0 PCKBU3UTA TPOCTABIISICTCA B JIEBOM 4YacTH OJjaHKa
MUChMa MO PEKBU3UTOM «J1aTay» U «PErHUCTPAL[IOHHBIN HOMEDP TOKYMEHTa.

Hanmuune JaHHOTO PCKBU3UTA HCKIIHOYACT H€O6XO,Z[I/IMOCTL YOOMHUHAHUA HOMEpAa ©W OAaThbL

MOCTYIHBIIETO TOKYMEHTa B TEKCTE MUCHhMa, YTO OCBOOOXKAAET TEKCT OT CIIPaBOYHON MHGPOpMAIUH.

MecTo cocTaBJIeHUS MJIH U3TaHUA AOKYMEHTA.
MecTo cocTaBieHHUS (I/I3I[aHI/I$I) AOKYMCHTA YKa3bIBACTCA B JOKYMCHTAX, HM3TrOTABJIMBACMBIX Ha
OnaHKax KOHKPETHBIX BUIOB JJOKYMCHTOB.



Anapecar.

AnpecatamMu JIOKyMEHTa MOTYT OBITh IOPHUAWYECKHE JIMIA, UX CTPYKTYpHBIC MOApa3AeieHUs U
JOJDKHOCTHBIE JINLA, A TAKKe GU3NUECKUe JINIa.

PexBu3ut «aapecar» nNpocTaBiseTcsi B BEpXHEH MpaBOi 4acTH TOKyMEHTa (Ha OJaHKE ¢ yIJIOBBIM
pacIooKEHUEM PEKBU3UTOB) WM CIIpaBa 0/ PEKBU3UTAMHU OJlaHKa (NP MPOAOIBHOM PacloyIOKEHUH
pekBU3UTOB OnaHka). CTPOKM PEKBH3HTA «aJpecary BBIPABHUBAIOTCS 110 JICBOMY KParo WM IEHTPYIOTCS
OTHOCHUTEJIBHO CaMOW ITTMHHOW CTPOKH.

Ecnu noKyMeHT afpecoBaH HOPHIAMYECKOMY JMIYy WIH €ro CTPYKTypHOMY MOApasZefcHHIo 0e3
yKa3aHHs JOJDKHOCTHOTO JIUIA, UX HANMEHOBAHUS IIPUBOATCS B IMEHUTEIBHOM MAJCKeE.

ITpumepsl

1. MunucrepcrBo o6pazoBanus,
HAYKH M MOJIOIEKH
PecnyOsiuku Kpopim

2.  MunucrepcTBo 06pa3oBaHus,
HAyKH 1 MoJioaexu Pecnnydunku Kpeim
ylpagBJieHHe 0011ero oopa3oBaHus

[TouToBBI afipec yKa3pIBaeTCA MPHU HAMIPABICHUU JOKYMEHTA Pa30BbIM KOPPECIIOHACHTaM.

Ecnmu moKyMeHT aapecoBaH PYKOBOAUTENI0 IOPUIMYECKOTO JUIA WM €ro 3aMeCTHTEINIO,
HAaUMEHOBAaHHE IOPUIUYECKOTrO JIUIAa BXOJUT B COCTaB HAMMEHOBaHUS JOJKHOCTHU aJpecara, KOTOpOe
MPUBOJIUTCS B TATEILHOM TaJIexKe.

[Tpumep —

PykoBoautesio ®eaepajibHOro

apXHBHOI'0 areHTCTBA

®amuiusa U.0.

Nauuuansl craBaTces mociae (aMWIMH HE3aBUCUMO OT TOTO, KOMY aJpecoBaH JIOKYMEHT —
JOJDKHOCTHOMY JIUILY MJTH (PU3HUYECKOMY.

[Ipu angpecoBaHMM MNHCbMA PYKOBOIUTENIO CTPYKTYPHOTO TOJApPA3/eieHUs] YKa3bIBaeTCs B
MMEHUTEJIbHOM TMaJIe’)Ke€ HaMMEHOBAHUE OpraHU3allMM, HWXKE - B JaTelIbHOM IaJie)ke HAaUMEHOBaHME
JOJDKHOCTH  PYKOBOJUTENS, BKIIIOYAIOIIEE HAUMEHOBAaHHE CTPYKTYPHOTO MOJpasJeNeHus, (HaMIIIUIO,
VMHHLIHAAIBL.

IIpumep-

MunHucTepcTBO 00pa3oBanmsi,

HayKu U MoJioaexu Pecniy0mku Kpsim

HavanbHuky ynpasJ/ieHusi 001ero oopa3oBanus

Pamunus U.0.

[lepen damuminelt IOMKHOCTHOrO JMLA JONYCKAeTCsl YHOTPEOJATh COKpALEHHE «T-Hy»
(rocroauHy), €M aJipecaT My>KUMHa, UIIH «T-3Ke» (TOCIOXKE), ECIIH aJlpecaTt KEHILMHA.

IIpu pacchulke JOKyMEHTa TIpylIe OpraHu3aldii OJHOrOo THUIA MM B CTPYKTypHbIE
MOJIpa3/IeIICHIs OHOM OpraHU3alny, aJpecaT yKa3blBaeTCsi 0000IIEHHO.

B o1HOM 10KyMEHTE HE AOKHO ObITh 00Jiee YeThIpeX aJpecarToB.

[Ipu OomnplieM KOJIMYECTBE aApPECaTOB COCTABISETCS CIHUCOK (JIUCT, YyKaszaTelb) PacChUIKH
JIOKYMEHTa, Ha KaXJIOM JJOKYMEHTE yKa3bIBaeTCsl OJIMH aJipecaT WM agpecaT opopmiisieTcst 0000LIEHHO.

B cocraB pekBu3uTa «Anpecary MOXKET BXOJUTh IOYTOBBIN aJpec. DJIEMEHThI IOYTOBOIO aapeca
YKa3bIBaIOTCS B IIOCJIE0BATEIbHOCTH, YCTaHOBJIEHHOH [IpaBuiiaMu oka3aHus yCiIyr IOYTOBOM CBA3H.
IIpumep -

Bcepoccuiickuii Hay4Ho-
HCCIe0BATEIbCKUH HHCTHTYT
AOKYMEHTOBe/IeHUs 1
apXHBHOIO J1eJia



IIpodcoro3uas y.i.,
a. 82,
Mocksa, 117393
B ciydae oTnipaBku 10KyMeHTa (U3MUECKOMY JIMIYY YKa3bIBarOTCA: (paMuins, MHULMAIBI, TOYTOBBII
aapec: (ynuia, HOMEp JoMa U KBapTHPHI, HACENEHHBIA MYyHKT, pailoH, oOmacTh (Kpail, pecmyOimka),
MOYTOBBIN UHICKC).
IIpumep -
®amuinus U.0.
CapoBas yu., 1. 5, kB. 12,
r. JHCK, JHCKOH 00.1., 301264
[Ipu oTnpaBKke MUChMA MO AIEKTPOHHON MOYTE MM MO (HaKCUMHIBHOU CBA3H (0€3 JOCBIIKU MO
1I0YTE) NOYTOBBIN ajjpec He yKa3biBaeTcs. [Ipn He0OX0IMMOCTH MOXKET OBITh YKa3aH 3JIEKTPOHHBIHN ajpec
(momep Tenedona/pakca).
[Tpumep -
Bcepoccniickuii Hay4YHO-
HCCIICA0BATEILCKHA HHCTUTYT
JAOKYMEHTOBE/ICHUS] M APXHUBHOIO JeJ1a
mail@vniidad.ru
I'pu¢ yrBep:kaeHuss 10KyMeHTA.
I'pud yTBepkaAeHUS NMPOCTABISIETCA Ha JOKYMEHTE B Clydyae €ro yTBEpP)KICHMs JOKHOCTHBIM
JIMIIOM, PaclOpPAIUTENBHBIM TIOKYMEHTOM (TIPUKA30M, PACIOPSKEHUEM, PEILIEHUEM).
I'pud yTBepkaeHus pa3melaeTcs B MPaBOM BEPXHEM YTy NEPBOrO JIUCTAa JOKyMeHTa. CTpoku
PEKBU3MTA BHIPABHUBAIOTCS 110 JIEBOMY KPaO WJIU LIEHTPYIOTCS OTHOCUTEIBHO CaMOW JUIMHHOM CTPOKH.
IIpu yTBEep)KIEHMM IOKyMEHTa JOJDKHOCTHBIM JIMIIOM TPHU(} YTBEPXKAECHUS COCTOUT M3 CIOBa
YTBEPXJAK, HaumMeHOBaHMS JOJDKHOCTH JIMLA, YTBEPXKAAIOIIEIO JIOKYMEHT, €ro IOJIUCH,
VMHULNAJIOB, (aMUIMK U 1aThl YTBEPKACHUS.

[Tpumep -
YTBEPXIAIO
Jdupexktop MBOY r.Kepuu PK «llIkoaa
Ne23 um.I'eposs Coserckoro Coroza C./1.

ITommBaJILHUKOBA)»
IHoanuck N.B. Prioen
Jlara

[Tpu yTBEp>KIEHUH TOKyMEHTa PacIOpsSAUTENbHBIM JOKYMEHTOM I'pU(] yTBEP>KICHHSI COCTOUT U3
cioa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJEHbI unu YTBEPXJIEHO), cormacoBanHoro c
HAaUMEHOBAaHHWEM BHJIa, YTBEPHKIAEMOro JOKYMEHTa, HAUMEHOBAHUS PACIOPSIUTEIBHOTO JOKYMEHTa B
TBOPUTEJIIHLHOM MaJIekKe, €ro AaThl, HOMEpA.

[Tpumepsi
1. (ITopsimoxk) YTBEPKJAEH
npukazom MBOY r.Kepun PK «lllkoJa
Ne23 um.I'eposs Coserckoro Coroza C./1.
IHomuBaJILHUKOBA)
5 anmpesst 2021 r. Ne 82
2. (ITpaBuiia) YTBEPKJAEHbBI

npuxkazom MBOY r.Kepuu PK «lllkona
Ne23 um. I'epost CoBerckoro Cor3sa C./1.

IHomuBaJILHUKOBA»
15.06. 2021 r. Ne 83



3. (ITonoxenue)
YTBEPXKJAEHO
npukazom MBOY r.Kepun PK «llIkoJa
Ne23 um. I'epost CoBerckoro Corsa C.1.
I[HomuBaJILHUKOBA)
15.06. 2021 r. Ne 83

ITpu npuHATUM (PaCCMOTPEHUH) AOKYMEHTa KOJUIETHaJbHBIM OpPraHoM oOpa30BaTEIbHOW OpraHH3alllH,
pelIeHUs] KOTOpOro (PUKCHUPYIOTCS B TPOTOKOJIC, B Tpude MNPUHATO (PAaCCMOTPEHO) YKa3bIBACTCS
HaMMEHOBAHUE OpPraHa, pelIeHHeM KOTOPOro MPHUHSAT JOKYMEHT, JaTa U HOMep MPOTOKoJa (B CKOOKax).
YTBEPKAAIOIIETO JOKYMEHTA B TBOPUTEIILHOM MaJieXke, ero JaThl, HOMepa.

[Tpumepst
3. (Tops oK) IMPUHAT
NeAaroru4ecKuM coBeTOM
(mpotoxou ot 15.08.2021 Ne 12)
4. (ITpaBuna) INPUHATHI

Yupapiasiomum cOBETOM
(mporokoa ot 15.06.2021 Ne 8)
3. (ITonoxenue)
MNPUHATO
001muM coOpaHueM padOTHUKOB
o0pa3oBaTe/IbHOI OpraHu3anuu
(mpotokou 15.06.2021 r. Ne 83)
3aro/i0BOK K TEKCTY.
3aroj0BOK K TEKCTY BKIIOYAeT B ceOs KpaTKoe COJepXaHHWE JOKYMEHTa, €r0 OCHOBHYIO CMBICIOBYIO
HarpysKy. 3aroyioBok opmynupyercs ¢ npeaiorom «O» («O0») u 0TBeYaeT Ha BOMPOC «O YeM?»:
e mpuka3s (0 4ueM?) 0 CO3AaHUU aTTECTALMOHHON KOMHUCCHUHY;
e 1puka3 (0 yem?) 00 yTBEpKJAECHUHU IITATHOTO paCIIUCAHMS;
e mUCHMO (0 ueM?) O MPETOCTABICHUH HH(POPMAIIHH.
3aroJOBOK COCTABJIICT HCIIOJIHUTENh JOKYMEHTA. 3aroJioBOK K TEKCTY O(OPMIISETCsS IO
peKBU3UTaMHU OJaHKa ciieBa, OT IPAaHMIIbI JIEBOTO MOJs. Ecau TeKCT T0OKyMEHTa He NMPEBBILIAET YEThIpeX-
ISTH CTPOK WK oopMileH Ha OiaHke ¢opmara AS, 3aroI0BOK MOYKHO HE YKa3bIBATh.
3arojoBOK  JIOKYMEHTa 3allUChIBA€TCs IPU €ro perucrpalud B COOTBETCTBYIOLIME
perucTpanroHHble POPMBI: KapTOUKY, 0a3y JaHHBIX.

TekcT JOKYMeHTA.

TekcT AOKyMEeHTa COCTaBJseTCS Ha PYCCKOM SI3bIKE KaK rocyJdapCTBEHHOM si3bike Poccuiickoit
@enepanuu. TekcT JOKYMEHTa M3J1araeTcsi PyCCKUM JIMTEPaTypPHBIM SI3BIKOM C YYETOM OCOOEHHOCTEH
OpUIMANBEHO-ICTIOBOTO  CTHJIS, BUJA JIOKyMEHTa M €ro Ha3Ha4YeHWss B  YyNpaBICHUYECKOMH
nesitenbHOCTH. CozepikaHue JOKYMEHTA JOJKHO OBbITh U3JI0KEHO KPATKO, JIOTMYHO, TOYHO U SICHO.

TeKkcThl JOKYMEHTOB M3JIararoTcs:

- oT l-ro nuIa eAMHCTBEHHOTO 4YHucia B JOKyMeHTax (IpHKa3, paclopshkeHue | T. 1.)
pykoBoauTensi 00pa3oBaTeNbHON OpraHU3aluy, JEHCTBYIONIErO HA MPHUHIIMIAX €IMHOHAYAIMS, a TaKKe
JIOKYMEHTaX, a/[pECOBAHHBIX PYKOBOJCTBY OpPraHU3ALMU: IPUKA3bIBAIO... IOJATOTOBUTH U MPEACTABUTh HA
paccMOTpEeHHUE; MPOLTY PACCMOTPETh
BOIIPOC 00 YCTaHOBJICHUH JILTOTHBIX TapuQOB...;

- 3-ro nuIa eAMHCTBEHHOTO YKCIa B JOKYMEHTAaX KOJUIETHAIbHBIX OPraHOB: KOMUCCHS pellnia...;
OpraHu3alys He CYUTAET BOZMOXKHBIM...;
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- 1-ro nMIa MHOXKECTBEHHOT'O YMCJIa B COBMECTHBIX JIOKyMEHTax: IPOCUM IIPEJICTaBUTh AAHHBIE
0...; IPEACTABIISIEM HA PACCMOTPEHUE U YTBEPKIACHHUE...;

- 3-ro0 U@ MHOXECTBEHHOI'O YHWCJIa B IPOTOKOJAX: CIyIIAjdd, BBICTYNWJIM, OCTaHOBWIIH,
PELIIIN.

B 1okymeHTax, YCTaHaBIMBAIOIIMX IMpaBa U OOS3aHHOCTH OpraHU3aIlMH, €€ CTPYKTYPHBIX
nojpazesnieHuil (MOJI0KeHNEe, MHCTPYKLHSA), a TaKkKe COJEp)KalluX OINHCaHUE, OIEHKY (aKTOB WU
BBIBOJIBI (aKT, CIIpaBKa), UCIOIb3yeTcsl (hopMa M3TONKEHHUS TEKCTa OT TPEThEro JIUIA €AUHCTBEHHOTO MIIH
MHOKECTBEHHOTO YHCia («OTHEN OCYIIECTBISIET (QYHKIHMHU», «B COCTaB OOBEAMHEHHUS BXOMSATY,
«KOMMCCHUSI yCTAHOBUIIAN).

B Tekcre nokymeHTa, MOATOTOBJIEHHOIO HAa OCHOBAHMM 3aKOHOJATEIbHBIX, HWHBIX HOPMATHUBHBIX
MPaBOBBIX aKTOB, MU3JAHHBIX OPraHAMH BJIACTU M YNPABIICHUS, JOKYMEHTOB, paHEE W3JIaHHBIX OPraHOM
BJIACTU — aBTOPOM JIOKYMEHTA, yKa3bIBA€TCSI HAMMEHOBAaHUE BMJa JOKYMEHTa, HAMMEHOBAaHUE OpraHa,
W3/IaBILETO JOKYMEHT, JaTa MPUHSATUS WIA YTBEPXKICHUS JTOKYMEHTa, €r0 PEruCTPallMOHHBIN HOMED, a
TaK)Ke 3aroJ0BOK K TEKCTY MJIM HAMMEHOBAaHUE BHUJIA JOKYMEHTA.

IIpumepsr:

«B cootBercTBHM ¢ noctaHoBieHHeM [IpaButennpcTBa ot 13.08.1997 Ne 1009 «OO6 yTBep)aeHUN
[TpaBus1 TOATOTOBKM HOPMATHUBHBIX MPABOBBIX aKTOB (peI€PATBHBIX OPTaHOB UCTIOTHUTEIHHOW BIACTH U
MX FOCYJIapCTBEHHOM PETUCTPALUN»;

«B  coorBerctBuM ¢  IlonmoxkeHMEM O  IOCTOSSHHO  JEWCTBYIOIIEH  JKCIEPTHOM
KOMHCCHUH YUPEKIEHUsS, OpraHWU3alMM, TMPENUpHsITHs, YTBEpXKICHHbIM Ipukazom PocapxuBa oT
19.01.1995 Ne 2...».

Ecin TEKCT cOAEpKUT HECKOJIBKO INOpPYUYEHUH, PEIICHUM, BBIBOAOB, B TEKCTE BBIIEISIOTCSA pa3esbl,
HOJPa3eIibl, MyHKThI, HOJITYHKTHI.
B TekcT JoKyMeHTa MOTYT BKIIOUaThCs (pparMeHThl, 0OpPMIICHHBIE B BUJIE TAOIUIIBI HITH AHKETHI.
CrpaHulp! TeKCTa HyMepyOTCs apaOCKUMU LU(paMy OCEPEIUHE BEPXHETO MOJIS.
B nucbMax ucnosb3yroT cieayroniie GopMbl H3I0KESHUS:
e OT TEpPBOrOo JIMIA MHOXXECTBEHHOTO 4HCIa (IIPOCUM HAlpaBUTh», «HAIpaBIsIeM Ha
paccMOTpEHHE»);
e IIEPBOTIO JIMIA €AUHCTBEHHOI'O YHCIA («CUUTAK0 HEOOXOIUMBIMY, «IIPOILY BBIIACITUTHY);
e TpEThEro Jinua eAMHCTBeHHOro uncia («OO He BozpaxkaeT», «OO cuuTaeT BO3MOKHBIMY).
OTMeTKa 0 MPUJIOKEHHUH.

OTMeTKa O TPWIOKEHUH COACPKUT CBEICHUS O JOKYMEHTE (JIOKyMEHTax), MpUIaraéMoM K
OCHOBHOMY [JOKYMEHTY (B CONpPOBOJMUTENbHBIX IHUCbMAX, NMPETEH3USIX, aKTaX, CIpaBKaX M JPyTux
MH(POPMALMOHHO-CIIPABOYHBIX JTIOKYMEHTAX) WJIA O TOM, YTO JOKYMEHT SIBJISIETCS NPHIIOKEHUEM K
OCHOBHOMY JOKyMEHTY(B JOKyMEHTax - MPWIOKEHUSIX K PpacHOpsAUTEIbHBIM JOKyMEHTaM,
II0JIO’KEHUSM, TIpaBUJIaM, HHCTPYKLMSM, JJOTOBOpaM, IJlaHaM, OTYeTaM U JIp. JOKYMEHTaMm).

B conpoBoauTenbHBIX MUCbMaxX U IPYTHX MHPOPMALMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKa O
NPUIOKEHUU 0()OPMIIIETCS MO TEKCTOM OT T'PAHHUIIBI JIEBOTO TOJIS CIEAYIOUMM 00pa3oM:
- €CJIM IPUJIOKEHUE HAa3BaHO B TEKCTE:
IIpunioxenne: Ha 2 1. B 1 93K3.;
- ©CJIM IPUWIOKEHUE HE HA3BaHO B TEKCTE WM €CIHM NPHIOKEHHH HECKOJbKO, YKa3blBaIOT HA3BaHUS
JIOKYMEHTOB-IIPHIIOKEHHH, KOJIMYECTBO JIUCTOB U IK3EMIUIIPOB KaX10T0 MPHUIIOKEHUS:
IIpuaoxenne: 1. Illonoxxkenne (Ha3panue) Ha S J1. B 1 3K3.
2. CnpaBka 0 KaJpoBOM cocTaBe Ha 2 J1. B 1 3K3.;
- €CJIM TIPUIIOKEHUEM SIBIISIETCS 000COOICHHBIH 3JIEKTPOHHBIA HOCUTENb (KOMIAKT- AUCK, usb-gemn-
HAKOIUTEINb U JIp.):
- Ilpunoxenune: CDBs 1 3k3.

- €CIIU MpUIoKeHHE (MPUIIOKEHUS) COPOIIIOPOBAHBI:
IIpuaoxenue: oruer o padore PUII B 2 k3.
B pacnopsanTenbHbBIX JIOKYMEHTax (IIpHUKa3ax, paclopsuKeHHsX), AOroBopax, MOJOKEHUSX,
nmpaBujiax, MHCTPYKOUAX W APYIrUX AJOKYMCHTAX OTMCTKA O IMPUIIOKCHHUUN O(i)OpMJ'I?ICTC?I (S (57147502000 %0%
obpa3zom:
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- B TEKCTe [JIOKyMEHTa NpU TEPBOM YINOMHHAHUHU JOKYMEHTA-TIPUIOKEHHS B CKOOKax
YKa3bIBaeTCs: ... (MPUIOKEHUE) WU ... (MpUiokeHue l); mepen HOMEPOM MPUIIOKEHUS JOMYCKaeTCs
CTaBUTH 3HAK HOMepa: ... (mpuinoxenue Ne 2);

- Ha MMEePBOM JIUCTE IOKYMEHTAa-TIPUIIOKEHUS B TIPABOM BEPXHEM YTITy YKA3bIBACTCS:

Ipuioxenne Ne 2

k npuka3zy MBOY r.Kepun PK
«Ixosa Ne23 um. I'eposn
Coserckoro Coro3za C./I.
IMommnBaILHUKOBAY

ot 15.08.2021 Ne 112.

CTpoku pekBHU3MTa BBIPABHUBAIOTCS IO JIEBOMY Kparo WU LIEHTPUPYIOTCS OTHOCUTEIBHO CaMoi
JUIMHHOW CTPOKHU.
Ecnu nmpunoxeHneM K pacrnopsAUTEIbHOMY TOKYMEHTY SBISI€TCS HOPMATHBHBIN IPABOBOM akT
WIM WHOM JOKYMEHT, YTBEpXKIAaE€MbIil JaHHBIM pACIOPAIUTENIbHBIM JOKYMEHTOM, Ha IEPBOM JIUCTE
HPUIOKEHUS MPOCTABISIETCS OTMETKA O MPUIIOKEHNUHU (03 CChUIKM Ha PacloOpsSAUTENbHBIA JOKYMEHT) U
rpu¢ YTBEp)KIEHUS, B KOTOPOM YKAa3bIBAIOTCS JaHHbIE PACHOPSAMTEIBHOIO JOKYMEHTa, KOTOPBIM
YTBEPKJEH JOKYMEHT- IPUIIOKEHHE.
IIpumep -
Hpunoxenne 1 YTBEPKIEHO
npuka3 MBOY I'.Kepuu PK
«Ikosa Ne23 um.I'eposs CoBeTckoro
Comw3sa C./. [lomnBajJdbHUKOBA»
ot 18.05.2021 Ne67
I'pu¢ cornacoBanus 10KyMeHTA.

[TpoexTb! MOArOTOBIEHHBIX JOKYMEHTOB Iepe]] MOAMUCAHUEM B PsiJie CIIy4aeB COIIacOBBIBAIOTCS C
3aMHTEPECOBAHHBIMU YUPEXKACHUAMHU, CTPYKTYPHBIMHU HOJpa3AeICHUSIMU, OTACIbHBIMU JAOKHOCTHBIMU
JULIaMU.

['pud cormacoBaHus B 3aBUCUMOCTH OT BHJIa JOKYMEHTA U OCOOCHHOCTEH €ro 0(pOpPMIICHHSI MOXKET
HPOCTaBJIATHCA:

- Ha IEepBOM JIMCTE JOKYMEHTA (€CJIM TOKyMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJBHOM JIUCTE)
B JIEBOM BEpXHEM YIJIy Ha ypOBHE Ipu¢a yTBEpkACHUS WU 10J HaMEHOBAaHUEM JOKyMEHTa OJMXKe K
HWDKHEMY TI0JIIO);

- Ha [OCJIEJTHEM JIUCTE IOKyMEHTa 0]l TEKCTOM;

- Ha JIMCTE COTJacOBaHUs, SBISIOLUIEMCS HEOThEMIIEMOM YacThIO JOKYMEHTA.

I'pud cormacoBanus nokymenta coctouT u3 ciosa COI'JTACOBAHO, nomkHOCTH Jiniia, ¢ KOTOPBIM
COracoBaH JOKYMEHT (BKJIIOYash HAaWUMEHOBAHHE OpTraHM3AIMH), €ro COOCTBEHHOPYYHOH MOJIKUCH,
pacpOBKY MOANKUCH (MHUIMAJIOB, ()aMHJIMK) U AAThl COTJIACOBAHUS.

IIpumep -

COI'JIACOBAHO

JupekTop (Ha3BaHHWE OpraHU3aL|H)
(moxmuce) N.O. Gamunus

JlaTa

Ecnu cornacoBanue oCyliecTBISIETCSl KOJIJIETHAIBHBIM OPTaHOM, B TpUQE COTTIacOBaHHS YKa3bIBAIOT
cBezieHus: 00 opraHe, COINIacoBaBILEM JOKYMEHT, AaTe€ U HOMEpE MPOTOKOJa, B KOTOPOM 3a(hPUKCUPOBAHO
pelieHre O coriacoBaHuu. Ecin cormacoBaHue OCYILIECTBIISAETCS ITMCbMOM, YKa3bIBAlOT BUJ JOKYMEHTA,
OpraHM3alMIo - aBTOPA JOKYMEHTA, 1aTy U HOMEp IHCbMa.

IIpumepsr:
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1 COIJIACOBAHO

YnpapjasiiomuM cOBeTOM

MBOY r.Kepun PK «llIkosa Ne23

uMm. ['epost CoBerckoro Corosza C./l. [lomuBaabHUKOBA)
(mpoTokoJ ot Ne )

2 COI'JTIACOBAHO

nucbMoM PocapxuBa

oT Ne

Bu3sa corinacopanus 10KyMeHTa.

Busbl cormacoBanusi JOKYMEHTa — PEKBU3HUT JIOKYMEHTA, YKa3bIBAIOIIMI Ha COTJIaCME WJIM HECOTJIACHe
JOJKHOCTHOTO JTUIa 00pa30BaTeIbHONW OpraHu3alli C COAEpKaHHEM IPOeKTa TOKyMEHTa (nmajee —
BH3A).

[Tpumep:

3aMecTHTeNb TUPEKTOopa 10 BOCIHUTATEILHONU padoTe
JInynas noanuce N.N. BanoBa
10.10.2023

OdopmiieHHass TakuM o00pa3oM BH3a O3HA4YaeT COrJIaCHe JMJOJDKHOCTHOTO JIMIa C COAEp)KaHHUEeM
JIOKYMECHTA.
[Ipu HanMuMK 3aMedaHuii 10 JOKYMEHTY BU3Y O(DOPMIISIOT CIEAYIOIUM 00pa3oM:

3amMeuaHus TPUIIararoTCs
3amecTuTeNb TUPEKTOpa IO BOCIUTATENbHON paboTe
JInynas noanuce N.N. BanoBa

10.10.2023

JIOKyMEHT BU3HpYeTCS HCIIOJHUTEIEM M 3aUHTEPECOBAHHBIMU B JOKYMEHTE MOJDKHOCTHBIMHU JIHIIAMU,
PYKOBOJIUTENIEM 00pa30BaTEIbHON OpraHNu3alluy.
3ameuaHus JIOJDKHBI OBITh MPEACTABICHBl HA OTAEIBHOM JIMCTE, KOTOPBIN MOAMKMCHIBAIOT, AAaTUPYIOT U
MPUJIATAIOT K IOKyMEHTY.
B nokymeHTax, MOAMMHHUKU KOTOPBIX XPAHSATCS B OpPraHMU3AlMM, BU3bI MPOCTABISIIOT HA MOCIEIHEM
JUCTE JIOKyMEHTA TI0J] MTOJNKCKHI0, Ha 000POTE MOCIIETHETO JTUCTA TIOUTMHHNUKA JOKYMEHTA WM Ha JINCTE
coriacoBaHusl (BU3MPOBAHUSA), IPUIATAEMOM K JIOKyMEHTY.
B ucxoasmux JOKyMEHTaX BU3bI IMIPOCTABIIIFOTCS HA YK3EMIUIApaxX JOKYMEHTOB, IIOMEIIAEMBIX B
bi (S (08
Hoanuck.
JIOMKHOCTHBIE JIMIA TOAMUCHIBAIOT JOKYMEHTHI B IpE/esiax CBOMX MOJIHOMOYHH, OMpeIeIeHHBIX
YcraBoM 0011e00pa3oBaTeIbHON OPraHnu3alnd U JIOJDKHOCTHBIMU MHCTPYKITUSIMHU.
[Toanuck COCTOUT M3 HAUMEHOBAHUS JTOJDKHOCTH JIMIIA, KOTOPOE MOAMKUCHIBAET JOKYMEHT (IIOJIHOTO
— eCclM JIOKyMCHT HaledaTaH He Ha OJaHKe, COKpAICHHOTO — Ha JIOKyYMEHTE, Hale4aTaHHOM Ha
OnaHke), ero CoOOCTBEHHOPYYHOM MOANUCH, HMHUIIMAIOB (MHULIMAT UMEHH), PaMIIIUY.

[Tpumepsr:

He Ha OJaHKe:

Jupextop MBOY r.Kepuu PK «Illkoaa Ne23

uM. ['epost Coerckoro Coroza C./I. [lomuBaibHIKOBA) JIuvyHasi moaAnuch N.0. ®amunus
Ha 0JaHKe

JupexTop JInunas nmoamucey N.0. ®amunus
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[Tpu opopmieHnn 1oKyMeHTa Ha OJIAHKE TOJKHOCTHOTO JIHIA JOHKHOCTE 3TOTO JIMIA B TIOAIHUCH
HE YKa3bIBACTCH.

ITpumep: JInunas noanuce N.0. ®amunus

B JOKYMCHTAaX, COCTaBJICHHBIX KOMI/ICCI/IGI\/'I, B IIOAITMCH YKA3bIBACTCA CTATYC JIMIa B COCTAaBC
KOMHUCCHH.

[Ipumep -

IIpencenaresib KOMUCCUM HMoanuch N.0. ®amuausi

"11eHEI KOMBCCHH IMoanucoh N.0. ®amuiausa
Ioanuco HN.0. ®amuans
IHoanuco HN.0. ®amuans

B crmyyae oTCcyTCTBUSI pYKOBOAUTENS MPUKA30M OTIPENENSETCS JIUIIO, UCTIONHAIONIEE ero 00sI3aHHOCTH, a
TaK)Ke YMOJTHOMOYEHHOE MOIMHUCHIBATh JOKYMEHTBI, MPH 3TOM MOJAMUCH O(POpPMIIIETCS C yKa3aHHEM
cTaTyca JOJKHOCTHOTO JIULA B COOTBETCTBUU C ITPUKA30M (paCHOPSKEHUEM).

[Ipumep -

H.o0. nmpekTopa IMoanucey HN.0. ®amuiusa

WJIN:

Hcnonnswommii 00513aHHOCTH TUPEKTOPa IMNogmucey HN.O. ®amuiaus

HpI/I IMoANMMCAHUN NOKYMCHTA JIMIIOM, UMCIOIIHUM IIPAaBO IMOAIKUCHU B CIIydac BPEMCHHOI'O OTCYTCTBUA
PYKOBOOAUTECIIA, HCHPABJICHUA B HAWMMCHOBAHUC NOJDKHOCTU U pacnm(prBKy (1)8.MI/IJ'II/II/I YKC
MMOATOTOBJICHHOI'O W COIIACOBAHHOT'O IMPOCKTAa AOKYMCHTA BHOCATCA OT PYKU HJIIM C HCIIOJB30BAHHUEM
COOTBCTCTBYIOINX HITAMIIOB.

He A0IMYCKACTCA CTaBUTh KOCYIO HEPTY, HAANMCH «3a» NCPCa HAMMCHOBAHHUEM JOJDKHOCTH JIMIIA B
noAmnucCH, €CJIM JOKYMCHT IIOAIIMCBIBACT NHOC JOJIZKHOCTHOC JIUILIO.

DJIeKTPOHHAS MOANHUCD.

OtmeTka 00 3JEKTPOHHOW MOIHMCH UCIIONIB3YETCS MPHU BU3yaU3alMH AJIEKTPOHHOTO JTOKYMEHTAa,
HOJIMCAHHOIO 3JIEKTPOHHOM MOAINUCHIO, C COONII0IEHHEM TPeOOBaHMIA:

a) MECTO pa3MeIIeHHs] OTMETKH 00 SJIEKTPOHHOW IMOMAIHUCH JOJKHBI COOTBETCTBOBATH MECTY
pasMeleHus COOCTBEHHOPYYHOW MOJIKMCH B aHAJIOTMYHOM JOKYMEHTE Ha OyMa)KHOM HOCHUTEIIE;

0) DJIEMEHTHI OTMETKH 00 JIEKTPOHHOU MOAMUCH JOKHBI OBITh BHIUMBIMU M YHTAEMBIMH TIPH
0TOOpaKeHUH JOKYMEHTa B HaTypaJlbHOM Pa3Mepe;

B) DJIEMEHTHI OTMETKH OO0 DIEKTPOHHOM TOANMHUCH HE JOJDKHBI TEepPEKPHIBAThCS MU
HaKJIaJIbIBaThCs IPYT Ha JIpyra;

I) DJIEMEHTHI OTMETKHA OO0 3JEKTPOHHOW MOIIKMCH HE JOJDKHBI NEPEKPHIBATh JIEMEHTHI TEKCTa
JIOKYMEHTa 1 JIpyre OTMETKH 00 3JIEKTPOHHOM MOANUCH (IIPU HAJIMYUN).

OTmeTka 00 SJEKTPOHHOW MOANKMCH W BKIIOYaeT (pasy «J{OKyMEHT MoImUcaH 3IIEKTPOHHOMH
HOJIKCHIO», HOMEP cepTu(UKaTa KIH04a JIEKTPOHHOM MOANMCH, (haMUIINIO, UMS, OTYECTBO BIIAJAEIbIIA
cepTudHKaTa, CpOK ICHCTBHA cepTUPHUKATA KITFOYA HIEKTPOHHON TOIHCH.

[Ipumep

)lnpeKTop JIOKYMEHT HOJIHHQAH W.B. Pl:lﬁe].l
SJIEKTPOHHOHM NOAIMNCBHIO
Ceptuduxar lalllaaallllllli
Baanenen Priden Upuna BaragumupoBHa
Heticreurenen ¢ 01.01.2017 mo 01.01.2022
Ileuars.
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OTTHCK IeYaTu 3aBCpACT MNOMJIMHHOCTL IMOAINMUCHU HOJZKHOCTHOI'O JIMIla Ha JOKYMCHTAax,
YIOCTOBEPSIONINX MPaBa JIUI, PUKCHPYIOMUX (PaKThI, CBSI3aHHBIC C (PUHAHCOBBIMHU CPEICTBAMH, a TAKKE
Ha JOKYMCHTAaX, MNPCAOCTABJISICMBIX 3a NOPCACIbl OpraHu3aliui W HOpCAyCMATPHUBAIOUIUNX 3aBCPCHUC
MO/UTMHHOCTH MOANTMCH. BHyTpeHHNE TOKYMEHTHI (MPUKa3bl, TIPOTOKOJBI U T.J.) TIEYaThIO0 HE 3aBEPSIOTCS.
ITeuats IMPOCTABJIACTCA, HC 3aXBaTbIBas COGCTBGHHOpy‘-IHOﬁ noAmnucCH Juvnia, nNoAnruCaBmero JOKyMCHT,
Wi B MecTe, o6o3HaueHHOM «MID» («MecTo meuaTuny).

OTMeTKa 00 HCIIOJIHHUTEJIE.
OTtMeTKa 00 MCTIOTHUTENE BKIIOYAET B ce0s (haMIIIHIO, UMS, OTYECTBO MCIIOJIHUTENS JOKYMEHTa, HOMEp
ero TenedoHa.
OTMeTka 00 WCIIOJIHUTENC MOXKET JOIMOJHATHCS HAMMEHOBAHHWEM JOJDKHOCTH, CTPYKTYPHOTO
MOApa3ieNICHUsT U AJICKTPOHHBIM aJIPECOM UCTIOTHUTEIISA.
OtmeTka 00 ucnoaHUTENe 0POPMIIIETCS HA JIMIIEBOM CTOPOHE TIOCIEIHETO JTUCTA JOKYMEHTA OT TPAHUIIBI
JIEBOTO TIOJISI WJTH, TIPH OTCYTCTBUU MECTA, - HA 00OPOTHON CTOPOHE BHU3Y CJIEBA.

ITpumep -

3a0eaun UBan AnapeeBud,

KouTtpoJbHoe ynpasiienne, Belylmmnii cCriennaaucT,

+7(978) 924-45-67, Zabelin@gov.ru

OTtmeTka 00 HCIOJHUTENE MOXKET O(GOPMIATHCA KaK HIDKHUM KOJOHTUTYN U Ie4YaTaTbes
MIPUPTOM MEHBIIETO pa3Mepa.
OTMeTKa 0 3aBepeHUN KONUH.

OOpasoBatenbHass OpraHu3alys MOXKET 3aBepSATh KOMUHU TOJIBKO TE€X JOKYMEHTOB, KOTOPHIC
CO3/IaI0TCS B HEM, a TakKe B CiIydasX, MPeAyCMOTPEHHBIX B ab3alie BTOPOM HacTosIiero myHkra. Komus
JOKYMEHTa W3TOTaBIMBACTCS M BBIAACTCS TOJNBKO C pa3pelieHus PYKOBOIUTENS OpPTaHHU3AIHMH, €ro
3aMecTUTeNlel WM PYKOBOAUTENS CTPYKTYPHOTO MOAPA3ICICHHUS.

B cnyuae moAroToBKHM JOKYMEHTOB JJIsl MPEAOCTABICHUS CYACOHBIM OpraHam, MPH PEIICHUN
BOIPOCOB IO MPUHATHIO JIUIl HAa paboTy, 0OydyeHHe, YIOCTOBEPEHUS UX TPYIOBBIX M JPYTHX IpaB BO
B3aMIMOOTHOIIICHUSAX C VYYPSKICHHUEM, a TaKke Nph (OPMUPOBAHUM JIMYHBIX JelI PaOOTHUKOB
oOmieoOpa3oBareibHas OpraHU3alUsl MOKET H3TrOTaBIMBATH KOMUU JIOKYMEHTOB, BBIJAHHBIX APYTUMHU
YVUpEXKICHUSIMU (KOITHHA JJOKYMEHTOB 00 00pa30BaHUU U JIp.).

[Ipu BBIIAYe KOMUU JOKYMEHT BOCIIPOM3BOJIUTCS MOJHOCTHIO (OMaHK 0Opa3oBaTeNbHOW OpraHu3alluwy,
HOMED, J1aTa, COJECPKaHUE U T. 11.).

B npaBom BepxHeMm yrity konuu numietcs cinoBo «Komwus». [Ipu Bbgaue KOMUU ¢ KOMHUU CIIETyeT MUCaTh
«Komus ¢ kormumy».

Ecniu xomms  Ans  BHYTPEHHErOo  TOJB30BaHUS, TO U1 3aBEPEHHMs  HI)KE  PEKBU3UTA
«IToamuch» MPOCTABISIIOT 3aBEPUTEILHYIO HAAMMKCH: «BepHOY»; JOMKHOCTH JIMIA, 3aBEPSIONIETO KOIHIO;
JUYHYIO TOJMUCH; pacIM(pPOBKY MOAMUCH (MHULMANBI, ()aMHIINIO); JaTy 3aBEPEHHUS.

IIpumep -

BepHo
JoxymeHnToBea/Cnennaauct mo Kagpam
JInunasi moanmuch B.B. UBanoBa

10.10.2023

Ecnu xomust BbIgaeTCs IS MPEACTABIACHUS B JPYTYIO OPTaHM3AIMI0, TO OTMETKAa O 3aBEPEHHUH KOIWHU
JOTIOJTHSICTCS HAAMKUCBIO O MECTE XPAaHEeHUs IOKYMEHTa, ¢ KOTOpPOro ObUIa W3rOTOBJICHA KOMHS, WU
3aBepsIETCS NIEYaTh0 OPTraHU3AIIHH.
IIpumep -

[Mopgmuuuuk nokymenta Haxonutcs B MBOY r.Kepun PK «Illkoma Ne23 um.I'epos CoBerckoro
Coroza C./I.ITomuBanpHuKOBaY B Aene Ne 12-k 3a 2022 rog.
Jlnst mpocTaBieHUs OTMETKH O 3aBEPEHUU KOITMH MOXET MCIIOJIb30BaThCS IIITaMII.
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OTMeTKa 0 NOCTYIJICHHH JOKYMEHTA.

OTMmeTKa 0 MOCTYIUICHUH TIOKyMEHTa CIY>KUT JJIs MIOATBEPkKACHUS (PaKTa MOCTYIJICHUS JOKYMEHTa B
OpraHM3alfI0 ¥ BKIIOYAET ATy MOCTYIUIEHHMSI M BXOJSIIUN PETUCTPALlMOHHBIN HOMEp AokyMeHTa. [lpu
HEOOXOJUMOCTH OTMETKa O MOCTYIUICHHH MOJKET JOMOJHATHCS YKa3aHHEM BpPEMEHHU TMOCTYIUICHUS B
Yyacax U MHHYTax M croco0a JI0CTaBKH JJOKYMEHTA.

OTMeTKa 0 NOCTYIIJIEHUU JOKYMEHTA MOKET IPOCTABIIATHCS C IOMOIIBIO HITaMIIA.

Pe3osronms.

Pe3omrorust conepKUT yka3aHHE IO HCIIOJHEHUIO TOKyMeHTa. Pesomommst odopmisieTcs Ha
cBOOOAHOM MecTe pabodero mojs JOKYMEHTa, Ha OJIaHKe pe30JII0IUN WM BHOCUTCS HETIOCPEICTBEHHO B
CUCTEMY DJIEKTPOHHOTO JJOKYMEHTO000pOTA.

Pe3omronus BritouaeT: (paMuUINI0, MHUIMATBI UCTIOTHUTENS (MCIIOMHUTENEH), TOpyUYeHHe IO TOKYMEHTY,
pu HEOOXOIUMOCTH - CPOK UCTIOTHEHHUS, TIOIMUCH JIMIIA, BEIHECIIETO PE30JTIOIUIO, ATy PE30TIOIHH.
Pe3onronus, kak mpaBuiio, MUIIETCS OT PyKU PyKOBOJUTENIEM Ha MOJUIMHHUKE JOKYMEHTa Ha CBOOOTHOM
OT TEKCTa MECTeE.
[Tpumep -

damuausa U.0.
I[Mpomy nmoaroroBuTh npeaoxenus k 10.11.2023.

IMoanucey

Jara

OTMmeTKa 0 KOHTpOJIE.

OTMeTKa 0 KOHTPOJIE CBHJIETEIBCTBYET O MMOCTAHOBKE JOKYMEHTA Ha KOHTPOIb, IPOCTABIISIECTCS IIITAMIIOM
WM TIPOM3BOJIUTCS 3aITUCh OT pyKH « KOHTpPOIIb) Ha BEpXHEM T0JI€ JOKYMEHTA.

KonTpouto moasiexar Bce 3aperucTpupoBaHHbIC JOKYMEHTBI, TPEOYIOIINE UCTIOTHEHHSL.

CpokH  WCHOJNHEHWS  JOKyMEHTa  YCTaHaBIMBAIOTCI B COOTBETCTBUM  CO  CPOKamw,
0003HAYCHHBIMH 3aKOHOJIATEIbCTBOM, ~ OpraHW3aIlMeii, HampaBHWBIICH TOpPYYEHHE WM MPOCKOY,
pacropsANTENBHBIM TOKYMEHTOM HITH PE30JTIOIMEH PYKOBOIUTENS 00pa30BaTEIbHON OpraHu3aIny.
Cpoxk npocTtaBisieTcsi B GopMe AaThl 3aBEPIICHUS] UCTIOTHCHHUS.

OTMeTKa 0 HAIPABJIEHUH JOKYMEHTA B /1€J10.
OTMeTKa O HampaBJIEHUH JOKYMEHTA B JIEJIO0 ONpPEEsAeT MECTO XPAHEHHUS TOKYMEHTA MOCIIE 3aBEPILICHUS
paboTel ¢ HUM U BKIIOYAeT: clioBa «B gemo», WHAEKC Jena TO HOMEHKIAType e, B KOTOpOe
MOMEIAeTCsl JOKYMEHT Ha XpaHEHHWE, ¢ YKa3aHWeM TOJa, JOJDKHOCTH JIUIa, OQOPMHBIIETO OTMETKY,
noAInucCH, AaThl.

[Tpumep -

B neao Ne 01-18 3a 2020 r.

Cexperapb

MMoanuck laTa

OTMeTKa O HampaBJIECHUHU IOKYMEHTA B JIEJI0 MOXKET JIOMOIHATHCS KPAaTKUMH CBEJICHUSIMU O XapaKTepe
WCIIOJIHEHMS JOKYMEHTA.

4. TpeGoBaHHA K COCTABJECHUIO HEKOTOPBIX BU/I0B JOKYMEHTOB.

Ipukas.

IIpuka3 - mnpaBOBOM JIOKaJbHBIM HOPMATUBHBIA aKT, KOTOPBIA H3JAETCS €AMHOJIUYHO
pyKoBOJIUTENEM 00pa30BaTENbHOM OpraHu3alMl U YJOCTOBEpSeT pELIeHHs OpraHU3alOHHO-
PacCHoOpsAIUTEIBLHOTO XapaKTepa.

[Tpuka3pl N31AI0TCS IO OCHOBHBIM BOIIPOCAM JIEATENBHOCTH, aAMUHUCTPATUBHO- XO3SHCTBEHHBIM
BOIIPOCAM H KaJpOBBIM BOIIPOCaM (JJMYHOMY COCTaBy) 00pa30BaTEeIbHON OpraHU3aIHH.

[Tpuka3 nmoanmuchIBaeTCsS B COOTBETCTBUM € TPEOOBAaHUAMM, YKa3aHHBIMU B PexomeHnanuu.

[Tocne moxmucaHust MpHUKa3a M3MEHEHUS /WU JIOTIOJHEHUS B HETO BHOCSTCS ITyTEM HW3IaHUS
HOBOT'O NPHKa3a O BHECEHUU U3MEHEHUH W/WIH JONOITHEHUH.
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[Tpuka3, kak mpaBuio, opopmisieTcs Ha OlaHke OOpa3oBaTeIbHON OpraHM3aldu B IEYaTHOM
BUJIE.

[Tpuka3 uMeeT clieAyIore PeKBU3UTHI: HAUMEHOBaHNE 00pa30BaTEIbHOM OpraHU3aluy COTJIACHO
ycTaBy; HauMeHoBaHue Buaa jgokymeHTa (IIPUKA3), mara, Homep, MECTO cOCTaBlIeHHS, 3arojOBOK K
TEKCTY, TEKCT, HAUMEHOBAHUE JTOJKHOCTH, MOJMHUCH JOKHOCTHOTO JIMIA (MHUIMAIBI, (PaMHIIUs), BU3BI
COTJIaCOBaHUs, O3HAKOMJICHUSI.

Jaroii npukasa (pacropsikeHus1) sBJsieTcs 1aTta ero noanucanus. Jlata opopmisiercss undpoBeM
CIoco0oM; HOMEP COCTOMT |3 3HaKa «No» 1 mopsigkoBoro Homepa npukasza: ot 00.00.0000 Ne 000.

CopnepxaHue MpUKaza KpaTKO M3JIara€Tcsl B 3aroJIOBKE, KOTOPBIM HauMHAeTcs ¢ npeiora «O» u
COCTaBIISIETCS] C MOMOUIBIO OTIJIArOJIBHOTO CYIIECTBUTENBHOTO («O0 yTBEpKIACHHH...», «O CO3AaHUU...»)
WM CYIIECTBUTENBHOTO («O0 HTOTaX...»).

B mpukazax TekcT uznaraercs OT MepBOro JUIa €IMHCTBEHHOTO YHCIIa (KIIPUKA3bIBAIO» ).

Bo Bpemsi 0o3HakOMJIEHHMS C NPUKA30M YKa3aHHBIMH B HEM JIMLAMU Ha IEPBOM 3K3EMIUIIpPE
MpHKa3a MPOCTABIISIFOTCS MOAMKUCH C yKa3aHUEM J1aThl 03HAKOMJICHHS.

Howmepa cTpanul npocTaBistoTCs IOCEPEUHE BEPXHETO MOJIS IMCTAa HAYMHAsI CO BTOPOTO JIUCTA.

[Tpuka3pl HyMepyrOTCS B HOpSAKE UX W3JaHUS B Ipeneiax KaJeHJapHOTOo roja; MpUKas3bl MO
OCHOBHOM JESTEIbHOCTH U IO KaJPOBBIM BOIpPOCaM (JINYHOI'O COCTaBa) UMEIOT OTAEIbHYIO MOPSAIKOBYIO
HyMepaIuio.

ITpu Hymepaluy NprUKa30B JI0IYCKAETCs CIOJIb30BaHUE JONOJHUTENBHBIX OYKB.

ITpumep:
K- kaapwl;
JI - INYHBIA COCTAB;
O- ocHOBHAA 1eATEJIbHOCTD;
I — oOyuaronuecs.

[Ipuka3 BcTymaer B CHIy C MOMEHTa €ro MOJNHCAHUS PYKOBOIHUTENEM o00pa3oBaTeabHOU
OpraHu3alyy, €CIIM B TEKCTE HE YKa3aHO JPYroro Cpoka.

[Tpuxa3el peructpupytorcs B KHure/skxypHase peructpaiuu npukasoB (npunoswcenue 2).

[Tpukassl dopmupytorcst B Jlemo oaumH pa3 B kBapTain. KHura/xKypHaia HpOHYMEpOBBIBACTCS,
MIPOIIHYPOBBIBAETCS, CKPEIUISIETCS TOJIUCHI0 PyKOBOJIUTENS U MeYaThio 00pa30BaTEIbHON OpraHu3aluu
(mpunoxenne 1). B konme kanenmapHoro roma Jlemo (He Oomee 250 mmctoB) odopmisieTcss B
cootBercTBUM ¢ [lonoxennem 06 apxuse.

IIpuka3bl 10 OCHOBHOM /1€ATEJIbHOCTH.

TekcT npukasa 1o BopocaM OCHOBHOH JI€ATENbHOCTH 00pa30BaTEIbHON OpraHU3alii COCTOUT U3
JIBYX YacTell - KOHCTaTUPYIOIIeH (TpeamMOyJIbl) U paciopsIUTEIbLHOM.

B koHCTaTupyromen 4acTu OTPa)KaroTCA LENU U 331a4d NPEANUCHIBAEMBIX ACHCTBUM, MPUYUHBI
U3JIaHUs TpUKa3a, aeTcsl CChUJIKA Ha JOKYMEHT, MOCIY>KUBIINNA OCHOBAaHHMEM JUIS MOATOTOBKH NpHUKa3a.
VYkazaHHast 4yacTb MOKET HAa4MHATHCS cO cloB «Bo ucmonnenue...», «C 1enplo...» ¥ TOMY MOAOOHOE.
Ecnu nokyMeHT u3faeTcss Ha OCHOBAHUHU JPYTOrO PaclopsIUTENbHOTO JOKYMEHTa, B KOHCTaTUPYIOLIEH
4acTH yKa3bIBAaeTCsl HA3BaHME BHJIA 3TOTO JIOKyMEHTa, ero aBTop (MunucrepctBo, COBET MUHHUCTPOB U
Ip.), 1aTa, HOMEP U 3arojoBOK. Touka B KOHIIE KOHCTaTUPYIOIIEH YacTH HE CTaBUTCS.

PacnopsnurensHas yacth npukasa HaunHaetcs co cinosa [IPUKA3BIBAIO, kotopoe neuataercs ¢
HOBOW CTPOKHM OOJBIIMMHU OyKBamMH O€3 OTCTYIUIEHHUS OT JI€BOTO IOJI U KaBbIUEK, MOCIIE Yero CTaBUTCS
JIBOETOYHE.

PacniopsimuTtenbHas yacTh JEIUTCS Ha MyHKTHI M MOJIIYHKTHI, KOTOPbIE HyMEpPYIOTCS apaOCKUMU
mudpamu. B KaKI0M IMyHKTE TOJDKHBI OBITh YKa3aHbI HCIIOJIHUTEH, KOHKPETHBIC 3aJaHusl (IOPYICHUS) U
CPOKM HUX BBIMONHEHUA. VcmomHutenu MoryT ObITh Ha3BaHbI Takke OOOOIIEHHO: «PYKOBOIUTEISM
METOJMYECKUX OOBEAMHEHUIN», «3aMECTUTENISIM AUpeKkTopay. IIpu 3TOM, Kak MpaBUiio, HE MPUMEHSETCS
HalMCaHUEe HEKOHKPETHBIX TMOPYYEHM, KOTOpPHIE COJIEpPKaT CJOBAa: «YCKOPUTHY», «YIYUIIUTHY,
«aKTUBU3UPOBATHY», «OOPATHTh BHUMAHHUE», «COBEPIICHCTBOBATEY, «IIPOJIOJKUTEY U T.II.

OtnenpHBIC 3aMaHKs (HAIPUMED, 3aIaHK, CoIepKaIire ITUGPOBBIC TaHHBIE) MOTYT O(OPMIIATHCS
B BHUJEC MPWIOKEHUS K MPUKA3y CO CCHUIKOM Ha HUX B COOTBETCTBYIOIIMX IMYHKTaxX NpHKaza H
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0(OPMIISIOTCS COTIIACHO JaHHBIMPeKoMeHAaIusIM.

Crpanuiisl IpyKasza v NPUI0KEHUH HYMEPYIOTCSl KaK €IMHBIA IOKYMEHT.
Ecnu mpuka3oM OTMEHSETCS MPEAbIAYLIUN PaCHOPSAUTEIbHBINA JTOKYMEHT, B PAaCIOPAIUTEIbHON 4acTH
YKa3bIBa€TCs MyHKT, KOTOPBIH TOJKEH HAUMHATBCA O COB: «[Ipu3HaTh yTpaTUBIIUM CUITY...».

W3MeHeHus, BHOCUMBbIE B IPUKa3, 0(OPMIIIOTCS OTJCIBHBIM NPUKA30M, KOTOPBIN JODKEH UMETh
TaKoM 3aroioBok: «O BHECEHUW U3MEHEHHUH W/WIIH TOTIOJIHEHUH B TIPUKA3 ...» C YKAa3aHUEM JaThl, HOMepa,
3aroJIoBKa paclopsiIUTENbHOIO JOKYMEHTa, B KOTOPbIM BHOCATCA W3MEHEHHUs. PacnopsaurenbHas 4acTb
MIpUKa3a HAYMHAETCS C TAKOTO MYHKTA!

1. BHecTH 3MEHEHMs B IPUKA3...

Jlanee oTaenbHBIMH MOAMYHKTaMU (OPMYIUPYIOTCS U3SMEHEHUS B PACHIOPSAUTEIbHBINA JOKYMEHT.

ITpumep -

1) MYHKT 2 U3JI0KUTh B CIEIYIONIECH pelaKlnu;

2) MyHKT 3 MCKJIFOYHTE;

3) a63au BTOpo#i MyHKTa 4 JIOTIONHUTE CIOBAMH...

Ecnu n3MeHeHus B paclopsiAUTENbHBIA TOKYMEHT O()OpMIISIFOTCS Ha OTIEIBHOM JIUCTE (JIUCTaX),
B [IEPBOM ITyHKTE PACHOPSAAUTENBHON YaCTH IIPUKA3a YKa3bIBACTCS:

1. BHecTn 3MEHEHUH B...
[TocneaHuii MyHKT pacropsaUTENIbHON YacTU B ciay4yae HEOOXOJUMOCTU MOXKET COJAEpKaTh pEIIeHUE O
BO3JIO)KEHUH Ha JIOJDKHOCTHOE JIUIO (PYHKLUH 110 KOHTPOJIIO 33 UCTIOJIHEHUEM ITpHUKa3a.

IIpuka3pl o KaAPOBLIM BONPOCaM.

[Ipuka3pl o KaApOBBIM BONpPOCaM (JIMYHOMY COCTaBY) O(QOPMIISIFOTCS KaK B YHU(PHUIIMPOBAHHON
dopme (ITocranosnenue I'ockomctara P® ot 05.01.2004 Ne 1 «O0 yTBepxaeHUN YHUDUIIUPOBAHHBIX
(dbopM NepBUYHON YUETHOM TOKYMEHTAIlMHU IO yYeTy TPYJa U €ro OIUIaThD»), TaK U B TEKCTOBOM.

JlaHHBIN BUJ IPUKA30B 0POPMIISETCS B BUE€ UHIANBUAYAIBHOTO WM CBOJIHOTO.

B uHauBuayanbHOM MpHKase colaep:kutcss mHpopMmaius o0 OIHOM pabOTHUKE; B CBOJHOM - O
HECKOJIBKMX, HE3aBUCHMO OT TOT0, KaKH€ YIIPABJIECHYECKUE PELICHMs 110 HUM NPUHUMAIOTCS (IIpUEM Ha
paboTy, Ha3HAYEHHE Ha JOJKHOCTb, IEPEBOJ] Ha IPYTYIO JOJKHOCTD (paboTy), yBOJIBHEHHE U Ip.).

ConepxaHve MHIUBUAYAJTBHOIO MpHKa3a MO KaJpOBBIM BoOIpocaM (JIMYHOTO COCTaBa) KPaTKo
U3J1araeTcs B 3arojioOBKe, KOTOpBIM HaumHaeTrcs ¢ mpemiora «O» W COCTAaBIAETCS C IOMOIUIBIO
OTIJIAr0JILHOTO CyIIECTBUTENBHOIrO: «O Ha3zHaueHuu...», «O NpUHATUH...». B CBOJHBIX NpUKa3aX MOKET
IPUMEHSTHCS 0000IIEHHBIN 3aroy1oBoK: «O KaJpoBbIX BOIpocax», «O JMYHOM COCTABE».

B Tekcre nmpukasa mo KaapoBbIM BOIpocaM (JINUHOMY COCTaBY), KaKk IMPaBUIIO, KOHCTATUPYOIIas
4acTh HE OTMEYAETCs.

PacnopsinuTtenbHas 4yacTh NpUKa3a HAUYMHAETCS, KaK MPaBUIIO, C IJIaroja B HEOINPEAEICHHOU
dopme: «IIpunsatey, «HaszHaunte», «IlepeBectn», «OOBIBUTH» U TOMY 110I00HOE.

Jlanee ykaspiBaroTcs (paMuiaMs, WM, OTY4EeCTBO (IIPU HAIW4YMM) pPaOOTHUKA, HAa KOTOPOIO
pacrpocTpaHsieTcsl JeHCTBUE MPUKa3a, U TeKCT NpuKa3a. B cBogHOM mpukasze pamMuiaum aull B mpeaenax
MYHKTOB pa3MeINaroTcs 1Mo andaBuTy.

B npukasze o Ha3HaYeHUM WM YBOJbHEHUM PaOOTHHKA yKa3bIBAeTCs IMOJIHAS JaTa (YHCII0, MECHIl,
ros) GpakTUYECKOro BBIXOAA pabOTHHKA Ha padoTy (MpeKpalleHus TPYIOBBIX OTHOLIEHUH), pa3Mepsl €ro
JIOJPKHOCTHOTO OKJIAZIa COMIACHO MITATHOMY PACIUCAHHUIO.

B cBomHOM mpukasze Mo KaJpoBBIM BONpOCaM (JIMYHOMY COCTaBY) B PAaCHOPSAUTENIBHYIO 4acTb
BKJIIOYAeTCsl MH(pOpMaIMs, KOTOpas pa3MENIaeTcsl B TAaKOM IMOCIEeN0BATEIbHOCTU: IPHUEM Ha padoTy,
NIEPEBOJ], YBOJILHEHUE.

B kaxom nmyHKTe IprKasza Mo KaJpOoBbIM BOIPOcaM (JMYHOMY COCTaBY) YKa3bIBae€TCs OCHOBAHUE
OTHOCUTEIIBHO €ro M3JaHus (3asBileHHe pabOTHMKA, TPYJOBOW JOroBOp (CorjamieHue), IOKJIamaHas
3alluCKa, MPEJCTaBICHHUE, XOJATalCTBO, PEILIEHUE aTTECTAlMIOHHONW KOMHCCHM 00I1e00pa3oBaTeNbHOM
OpraHu3aIym) U T.1.

Pacnopsixenue.
Pacnopsokenue - pacnopsiAMTENbHBIA JIOKaJIbHBI HOPMAaTUBHBIM IIPABOBOM AaKT, KOTOPBII
U37aeTCS PYKOBOSAIIUM PpabOOTHUKOM 0Opa30BaTeNbHONM OpraHu3alui (HampuMmep, 3aMecTUTeNeM
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PYKOBOJIUTENS, PYKOBOJUTEIEM CTPYKTYPHOTO IOJpAa3/eleHus1) M0 BOMpocaM HH(OPMAIIMOHHO-
METOJIMYECKOTr0, aJIMUHUCTPATUBHO-X03SICTBEHHOTO M OPTaHU3allMOHHOTO XapaKTepa, BXOASIIUM B €ro
KOMIIETEHIINIO.

Pacrniopsxennem oopMIISIOTCS BOMPOCH! KPATKOCPOUHOTO OJJTHOPA30BOT0 XapakTepa.

PacrniopsixeHMs1 COCTaBIIAIOTCS aHAJIOTMYHO MPHKa3aM (B IEYaTHOM BapHaHTE) MOXKHO O€3 cioBa
«ITPUKA3BIBAIO».

KoHcTratupyromas 4acTh TEKCTa B PAaCHOPSDKEHUSAX OTHENSETCS OT PACHOPAIUTENIBHON 4YacTu
cinoamu: «ITPEJJIAT'AIO», «kPEKOMEH/IYIO», «OBA3BIBAIO», « CHUTAIKO HEOBXOJAMMbIM».

Pacniopspkenust ~ peructpupytorcss B KHuMre/skypHaie — perucTpaldd  paclopspKEeHHM
(npunoowcenue?). Kuura/skypHaa TpOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIUISETCS MOIIHCHIO
PYKOBOJIUTENS U TEYaThlo 00pa3oBaTeNbHOM opranuzanuu.Pacniopsokenus ¢opmupyrores B Jleno onun
pa3 B kBapTas. B koHie kamengaproro roja /leno (ae 6omee 250 muctoB) 0opMIIIETCsI B COOTBETCTBHH
¢ Ilonoxxenuem 06 apxuse.

IIporoko.r.

[Tporieccyl pUMEHEHUST YIIPABICHYSCKUX pEIICHUH 00pa30BaTEIbHOM OpraHU3alMe W camH
pelieHus JOKYMEHTHUPYIOTCS C TOMOIIBIO MPOTOKOJIOB KOH(EPEHIMH, MeJarorn4eckux COBETOB,
KOMMCCHUH U TIp.

B npotokonax 3acenaHuil KOJUIETMAJIBHBIX U COBELIATEIbHBIX OpPraHOB TEKCT M3J1araercsi OT
TPETbETO JIMIAa EIWHCTBEHHOTO 4YHcla («IeJaroruuyecKuii COBET... MOCTAHOBIISIET», «COOpaHUe...
PELINIION).

[IpoTokon cocraBisieTcsi Ha OCHOBAaHUU 3alMCeH, CHENaHHBIX HEMOCPEICTBEHHO BO BpeMs
3acelaHuil, IpPEICTaBICHHBIX TEKCTOB M TE3MCOB JIOKJIAJ0B M BBICTYIJICHUM, CIPAaBOK, IPOEKTOB
pEeLICHU.

ITpoTOKOJI MOXKET COCTABIATHCS KaK B PyKOIMCHOM, TaK U B IIEYaTHOM (opme.

JlaToii mpoTOKOJiIa ABJISIETCA JaTa MTpOBEACHUs 3acenaHus. Ecim 3acegaHue MpoaoIKaloch
HECKOJIbKO JHEH, TO 4epe3 TUPE YKa3bIBAIOTC IIEPBBIN U NOCICIHUN JCHb 3aCEaHUs.

Homep mpoTokona AOMKEH COOTBETCTBOBATH MOPSAKOBOMY HOMepy 3acenanus. Hymeparms
IIPOTOKOJIOB BEAETCA B Ipelenax KaJeHAApHOrOo ToAa OTAEIBbHO IO KaXXJIOW TIpyIie MpOTOKOJIOB
3aceZlaHusl COOTBETCTBYIOLIETO KOJIJIETHAIbHOIO OpraHa.

B pexkBu3uTE «MECTO 3acelaHHsA» YKa3blBaeTCsd HAa3BaHME HACEIEHHOIO IIyHKTa, B KOTOPOM
COCTOSUIOCH 3ace/IaHuUE.

3aroJoBOK K TEKCTYy MPOTOKOJAa JOJDKEH OTOOpa)kaTh BWJ 3acelaHus (COBelIlaHue, coOpaHue,
KOH(EepeHIIUs | T.I1.) WA KOJIJICTHAILHOMN JeSTEIBbHOCTH (KOMUCCHS, COBET, COOpaHue, paboyas rpyIra u
T.Il.) ¥ BKJIIOYaTh Ha3BaHUE BU/A JOKYMEHTA.

TeKcT mpoTOKOJIa COCTOUT U3 BBOJHOM M OCHOBHOM YacTeH.

BBoanas gacth conepxut nocrostuuyro uHpopmarmio (ciosa [IPEJACEJIATEJIb, CEKPETAPD,
[TPUCYTCTBOBAJIM) wu mnepemennyio (¢damMuiaus, WHULNHUAIBI TpeACeaaTelisa, CeKpeTaps |
npucyTcTByronmwmx). I[Ipy HEoOXOIMMOCTH YKa3bIBaIOTCA JOJDKHOCTH MPHUCYTCTBYIOIIMX, a TaKxkKe
MHUIMANbI, (paMUINU JOKHOCTH JIMI, NMPUTJAIIEHHBIX Ha coBemlaHue. Ilpu KoiauuecTBe y4acTHUKOB
6onee 10 cocTaBnseTcsl CIMCOK MPUCYTCTBYIOIIMX, KOTOPBIN IpUIaraeTcsi K IpOTOKOIY.

Ecmu mpotokon odopmiisercs B newatrnor dopme, To cinosa [IPEJICEJIATEJIb, CEKPETAPD,
[MPUCYTCTBOBAJIU niedataioT OT HyJEBOTO MOJOXKEHHS TaOyJIaTOpa, OT 2-TO MOJIOKEHUS TadyIsITOpa
CTaBUTCS TUpPE, MHULIMAIBI U (aMUIMK MHUITYT B UMEHUTENBHOM majiexe. OaMUIuu MpUCYTCTBYIOMIUX
pacrionaratorcsi B aaBUTHOM MOPSIIKE U MeUaTaroTcs yepe3 | MeXCTPOUHBI HHTEPBAJL.

BBognas yacTe npoTokosa 3akaHuuBaeTcs noBecTkoil aHsA. CioBa «lloBecTka AHS» medaTaroT OT
HYJIEBOTO IIOJIOKEHUs TalynsATopa, IIOCJIE€ HHUX CTaBUTCS JBOETOYME. Bompochl MOBECTKM [HSA
HyMepYIOTCs apadckumu 1 pamu. Kaxapiii HOBBIH BOIIPOC MeYaTarOT OT 1-TO MOJIOKEHUS Ta0yJIsATOpA.

IlocnenoBarenbHOCTh PacoOIOKEHHS BOIPOCOB ONPEIEISIETCSA CTENEHBIO0 UX BaXXHOCTU. Bonpocs!
MIEPEUHCIIAIOTCS B UMEHHUTEIbHOM Tajaexe. Jlokman (otder, coobmieHue, nHopmalus), HauMEeHOBaHUE
JOJKHOCTH, WHUIMANBI ¥ (DaMHUIUIO JOKIQT4YMKa MUNIYT B POAUTEIHHOM Taaexke. He pexomeHmyercs
BKJIIOYaTh B MOBECTKY JHA Bompoc «Pasznoe». Kaxaplii Bompoc AOMKEH OBITh KOHKPETH3MPOBAH.
®opMHpOBaHUE BOIPOCOB B TIOBECTKE JTHSA HauMHaeTcs ¢ mpeiora «O (O0)».



19

OcHOBHasl 4yacTh MPOTOKOJIA COCTOUT U3 PA3/EIOB, KOTOPBIE JTOJKHBI COOTBETCTBOBATh ITYHKTaM
MOBECTKH JHA. Paznensl HyMepyroTes apabckuMu nudpamMu U CTPOATCS MO TaKOH cXeMe:

CJIIYIIAJIA - BBICTVIIWJIN - PEHINJIN (ITOCTAHOBUJIN),

VYka3aHHbIE CJIOBa MeYaTaloTcs OoNpIIMMHM OykBaMu 0e3 OTCTyma OT TPaHHIIbl JEBOTO IOJIA.
[Tocne 3TUX CIIOB CTaBUTCA JBOETOUHE.

[Tocne cnoBa CJIIYIIAJIM yka3piBaeTcsi KpaTKUi TEKCT BBICTYIUICHHS OCHOBHOIO JIOKJIQIYMKA.
DaMuus ¥ MHALKAJIBI KaXKA0T0 JOKJIaJ4MKa [1e4aTalTCsd C HOBOM CTPOKHU. KpaTKuii TEKCT BBICTYILICHUS
M3JIaraeTcsl B TPEThEM JIMIIE €IMHCTBEHHOIO YNCIIA.

TexkcThl MM TE3UCH JOKJIAI0B U BBICTYIICHUH, O()OpMIIEHHBIE KaK OTJENbHBbIE JOKYMEHTHI, B
TEKCT NPOTOKOJIa He BKItouUaroTcs. llocime cBeneHMi O JOKIAA4YMKE CTABUTCS THPE M YKa3bIBACTCS:
«Texcr goknana (BbICTYIUICHHUS) IPUIIATAETCS K POTOKOIIYY.

[Tocne cnoBa BBICTYIINJIN dhukcupyroTcsi BRICTYIUICHUS TEX JIUII, KOTOPBIE PUHSUIA YYaCTHE B
00CyX/1IeHUH JToKIaja. BeicTymieHust opopMIIIOTCS B IPOTOKOJIE € YKa3aHUEM JOJDKHOCTEH, haMuiuii u
MHULMAJIOB, BBICTYMAIOIMINX B UMEHUTEIBHOM MAJEKe, a TAKKE C KPATKUM H3JI0KEHHUEM COJEPKAHMS
BOIIpOCca M OTBETOB Ha Hero. CoJepKaHUE BBICTYIUIEHUH W3JIaraercsi OT TPETHETO JIMLA €AMHCTBEHHOTO
qyucna.

Ilocne cmosa PEIIMJIM (IIOCTAHOBWJIN) ¢ukcupyercs MNPUHATOE PpELICHHE IO
o0cyXJJaeMOMY BOIIPOCY TIOBECTKH JHs. PemieHue JOMKHO OBITh KOHKPETHBIM M BKIIIOYATh
COCTaBJISIOIIHME, KOTOPhIE OTBEYAIOT HA CJIEIYIOIINE BOIPOCHL: KOMY, UYTO CAENIATh U B KAKOH CPOK.

Pemrenns, conepkampe HECKOIbKO BOINPOCOB, IMOAPA3AEISAIOTCS HA IYHKTHl W TOJITYHKTHI,
KOTOpbIe HyMepytoTcst apabckumu 1dpamu. [TonanyHKTeI HyMepyroTcs udpamMu ¢ TOUKOH.

B cnydae, xorga Ha 3acelaHuUM MPUHUMAETCS pellleHHue 00 yTBEPKACHUU JOKyMEHTa, KOTOPBIN
oOcy>xJaics Ha 3aceJaHuM, 3TOT JIOKyMEHT INPWJIAraeTcsl K IPOTOKOJIY M B HEM JENIAaeTCsl CChUIKAa Ha
HOMED U JaTy npoTokoia. [Ipu Hanuunm 1pyrux JOKyMEHTOB, KOTOPBIE paCCMATPUBAIIMCH HA 3aCEaHUH,
U (pakT 0OCYXJIeHHsI KOTOPHIX ObLI 3a(MKCHUPOBAaH B TEKCTE MPOTOKOJA, OHU HYMEpPYIOTCS apaOCKUMU
nudpamu (IIpunoxenne 1, [lpunoxxenne 2). B cOOTBETCTBYIONMX MyHKTaX MPOTOKOA JEIAETCS CChLIKA
Ha 3TU IPUIIOKEHUS.

[IpoToKOn mOANMUCHIBAaETCS MPEACENAaTENbCTBYIOIMM Ha 3aCE€JaHUM KOJUIETMAJIBHOTO OpraHa U
CEKpeTapeM.

Beinncka U3 mpoTokosa — TOYHas KOMMS YacTH TEKCTa MOJJIMHHOIO MPOTOKOJIA, OTHOCSALIETOCA
K TOMY BOIIPpOCY ITOBECTKHM JIHS, 110 KOTOPOMY TOTOBHUTCS BBIHMCKA. BhIMMCKa M3 MPOTOKONA CONEPIKUT
CIelyIolllMe PEKBU3UTHI: HaWMEHOBaHHE OOIIe00pa3oBaTebHON OpraHu3allud, Ha3BaHUWE BHJA
JIOKYMEHTA (BBINMCKA U3 MIPOTOKOJIA), J1aTa 3acelaHus, MECTO COCTaBJIEHHS, 3ar0JIOBOK K TEKCTY, TEKCT,
MOANKCH, OTMETKY O 3aBEPEHUHN KOIIHH.

[IpoTokonbl peructpupytorcst B KHHUre/)KypHane perucTpaivy MpOTOKOJIOB (npunoorcenue
3).Kuura/xxypHan npoHyMepOoBBIBaeTCs, MIPOUTHYPOBBIBAETCS, CKPEIUISIETCS MOJIMUCHI0 PYKOBOAUTENS U
nevaTei0 00pazoBaTeNbHON opranu3anuu. [IpoTokonsl GopmupyroTes B [eno oguH pas B kBapran. B
KOHIIe KayieHnapHoro roja Jlemno (He 6omnee 250 nuctoB) odopmiseTrcs B COOTBETCTBHM C [lomokeHrem
00 apxuBe.

Cayxe0HOe NMCHMO.
Cny>xebHOe THChbMO COCTaBIISITCS C 1IeTbI0 00MeHa HHpOopMaIUeil U MpeICTaBIseT COO0:

- OTBETHl O BBINOJIHEHUM 3aJjaHHM, ONpEeAENEHHBIX B aKTaX OpraHOB I'OCYIapCTBEHHOM BIIACTH,
MOPYYEHUSAX BBICHIMX JOKHOCTHBIX JIUIL;

- OTBETHI HA BHIIIOJHEHHUE TOPYYEHUH BBIIECTOSIIINX OPTaHU3aLn;

- OTBETHI Ha 3aIIPOCHI IPYTUX YUPEKICHUN;

- OTBETHI Ha OOpALIECHUs TPaKIaH;

- OTBETHI HA 3aIPOCHl Ha HHPOPMALIUIO;

- VHHMIMATUBHBIE MMCHMA;

- COIIPOBOAUTCIILHBIC ITMCbMaA.
CyxebHoe TuchMO oopMIIsieTcsl Ha OtaHke 00pa3oBaTeNbHON OpraHU3aIlNH.
[TucekMo MMeeT cienyroliue PEeKBU3UTHI: JlaTa, PETUCTPALMOHHBIA HOMEp (MCXOJSAIIMIA), CChUIKa Ha
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PErUCTPAllMOHHBIN HOMEp (BXOASIIMI) U AaTy AOKYMEHTA, HAa KOTOPBIM Jaercs OTBET (MpU HAIUYUK),
ajZpecaT, 3arojoBOK, TEKCT, OTMETKa O HaJIM4YUU TMPWIOKEHUH (B cilydae HEOOXOAUMOCTH), MOAIMMKCH,
ceenenust 00 ucnonnautene (P.M.0., KoHTaKTHEIN HOMep TenedoHa).

JlaToit muchMa SIBIISIETCS JJaTa €ro MOANKUCAHUs, KOTOpasl I0JKHA COBMAIaTh C JaTOW PerucTpaluu
UCXOJIAIIEH KOPPECIIOHACHIIUN.

OCHOBHBIM PEKBU3UTOM CITy>K€OHOTO MHUChMa SBIISIETCS] TEKCT, KOTOPBIH, KaK MPaBUIIO, COCTOUT U3
IBYX YacTel. B mepBoii yacTu yKka3pIBaeTCs MPUYNHA, OCHOBAHUE MJIM 0OOCHOBAHHE IMOATOTOBKH MHCHMA,
MPUBOJATCS CCHUIKM Ha JOKYMEHTBI, KOTOpbIEe ObUIM OCHOBAaHUEM JUIsS €ro cocTaBiieHHs. Bropas dacTh
BKJTIOYAET BBIBOJIbI, IPEIOKEHUS, TPOCHOBI, PEIICHUs U T. 1., KOTOpPbIE pa3MenaroTcs ¢ ad3ama.

Kak npaBusio, B mucbMe 3aTparuBaeTcs OJHH BOIPOC.

TekcT nmucbMa M3naraeTcss OT MEPBOTO JIMLA MHOXKECTBEHHOI'O YMCJIA C HCIOJB30BAHUEM CIIOB:
«TPOCHUM COOOMINTb...», «PAZBACHSIEM, UTO...».

CiyxeOHoe THCbMO MOAMUCHIBAETCS PYKOBOIUTENEM 00pa30BaTeIbHOM OpraHu3aluy.

Cunpagska.

CrpaBka - IOKyMEHT, [TOJATBEPKAAIOLIMHN Kakre-1100 (HaKThl MIIU COOBITHSL.

CripaBkH OBIBAIOT JABYX BHJIOB:

CrpaBka /Ui ONHUCAHUS WM HOATBEpXKJIEHHs (AaKTOB, WIM COOBITUH B JEATEIbHOCTU
OpraHU3aIHH.

CrpaBKM COCTaBJISIOTCS [0 YKa3aHUIO BBILIECTOSALICH OpraHu3alud WM PYKOBOAUTEIS
o0pa3oBaTeNpHON OpraHu3aluy s WHPOPMAKMK O BBINOJIHEHWH IUIAHOB, 33JaHUH, MOPYYCHHU H
IPE/ICTABISIOTCS B YCTAHOBJICHHBIE CPOKH.

Texcm maxou cnpagku cocmoum u3 08yx yacmeil.

B nepBoii yacTu m3nararorcs (axThl, NOCIY>KHBIIUE MMOBOJAOM K €€ HalMCAaHUIO, BO BTOPOH -
NPUBOJATCS KOHKPETHBIC TaHHbIC. BBIBOJBI M MPEIUIOKEHUSI B CIIPaBKE HE JAIOTCS (32 MCKIIOYEHUEM
AHAJTUTHYECKOM ).

CrpaBka T0KHa OOBEKTHBHO OTPa)KaTh COCTOSIHUE JIEJ, €€ COCTaBJICHHE TPeOyeT TIIATEeIHHOTO
cOopa 1 MPOBEPKH CBEJICHUI, MOTYT IIPUBOAUTHCS TAOIHUIIBL.

CripaBKH, COCTaBJICHHBIE JIs1 PyKOBOAUTEIISI OPTaHU3AIIH, TTOIICHIBACT COCTABUTEIb.

CripaBKH, KOTOpbIE COCTABISIOTCS IO YKAa3aHWUIO BBILIECTOSILECH OpraHu3aluM, MOANHUCHIBAET
PYKOBOIUTENH 00I11€00pa30BaTeIbHON OpraHU3aliH.

JlaToli cripaBKH SIBISIETCS JaTa ee IMOIMHCAHMS.

CripaBKH, yIOCTOBEPSIONINE IOPHINIECKUe (aKThl: TOATBEPXKICHHE MecTa pabOThl, 3aHIMAEMOU
JIOJDKHOCTH, pa3Mep 3apadOTHOM III1aThl U T.JI.

Jis HUX TPUMEHSIOTCSl YHU(UITMPOBAaHHBIE TpadapeTHbIe OJaHKH.

Takoro poja chpaBKM BBIJAIOTCS 1O 3alpocaM 3aMHTEPECOBAHHBIX JIUI[ (COTPYIHHKOB) HIIH
YUPEKACHUH U PETUCTPUPYIOTCS B )KYPHAIIE BBIIABAEMBIX CIIPABOK.

JokaaaHasi 3anucka.

JlokiagHas 3amucka - JOKYMEHT, aJpECOBAHHBIN PYKOBOAMUTENI0 W HH(DOPMHUPYIOMIMIA €ro o
CIIOXKHBIICHCS CHUTyaIlil, WMEBIIEM MECTO SIBJICHUH WM (DaKTe BBIOJIHEHHOW pPabOTHI, a TakkKe
COJIep KAl BBIBOABI U MPEJIOKEHUS COCTABUTETIS.

JlokItaHast 3aIMCcKa MOYKET BBITOTHATHCS PYKOITUCHBIM CITOCOOOM.

TekcT AOKIaAHOW 3aMUCKH JEIUTCS Ha JIBE YacTH: MepBas - KOHCTATUPYIOIAs, T/Ie U3JIararoTcs
UMEBIIHEe MECTO (DaKThl MJIM OTHCHIBACTCS CHTYAIlHsl, U BTOpasi, B KOTOPOW H3JIaracTcsl MpeaioKeHue,
npocb0a.

TekcTy JTOKIaJHOM 3aIMMCKH 00s3aTeIILHO TPE/IIIECTBYET 3aroJIOBOK, HAUMHAIOIUICS ¢ Mpeiora
«O», «O0».

Hoxnamnas 3anvcka opopmiasieTcst Ha JIucTe Oymard.

AKT.
AKT - JOKYMEHT, COCTABJICHHBIM HECKOJIbKMMM JIMIIAMH U IOATBEPKAAIOIINN YCTaHOBJIECHHBIE
bakTel U aeicTBUSA. AKTbI OQOPMIISIIOTCS MO pe3yJbTaTaM pEBHU3UI, NpHU MpueMe-liepenade e,
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CIIUCAaHUH UMYIIECTBA U TOMY MOA00HOE.

AKT odopmIisieTcss Ha CTaHIAPTHOM JucTe Oymaru popmara A4 U UMeeT cleayrolrue PeKBU3UTHI:
Ha3BaHUE JIOKYMEHTa, Tpu( yTBEpKIeHUS (TP HEOOXOUMOCTH), 1aTa U MECTO COCTABJICHHUS, 3ar0JIOBOK
K TEKCTY, TeKCT, TIOJIUCH JIUI (He MEHEe TpeX), KOTOPbIEe COCTABIISUIN aKT.

TeKCT akTa COCTOUT U3 BBOJAHOM M KOHCTAaTHUPYIOIIEH YacTEN.

B BBOJHOI 9acTH yKa3bIBAKOTCS OCHOBAHHUSA JJII COCTABJICHHS aKTa M Ha3bIBAKOTCS JIMLA, KOTOPBIE
COCTAaBWIM aKT WM MPUCYTCTBOBAJIMW IPU ITOM. B KOHCTAaTHpYIOLIEN 4acTH W3JIaraercsl CyTh, 3aJlayu,
XapakTep MpojeJIaHHON paboThbl, YCTAaHOBJICHHbIE (aKThl, MPEJIOKEHHUsI U BbIBOJbL. KoHcTaTupyromas
9acTh MOXKET 0(hOPMIISITECS B BHJIE TaOMUIIBL. B KOHIIE TeKCTa akTa 3aIMCHIBAIOTCS TaHHBIC O KOJTHUYECTBE
AK3EMIUISIPOB aKTa U UX MECTO HaXOXKIACHHUS.

AKT MOJIMCHIBAETCS BCEMU JIMIIAMH, IPUHUMABIIUMH YYaCTHE B €r0 COCTaBJICHUHU.

JIuno, nMeroliee 3aMedanus K COACPKAHUIO aKTa, MOAMKMCHIBAET €r0 U M3JaraeT CBO€ MHEHUE Ha
OTAEJIBHOM JIUCTE, KOTOPBIM MPHUIIAraeTCs K aKTy.

Tenerpammsl, TesaedoHOrpaMMsbl, GaKCUMHUJIAPHASA CBA3b.

OTO NOKYMEHT IO ONEpaTUBHBIM BOIPOCAaM, IepefaBaeMblii MO Telae(OHy M 3aluchIBaeMbId
[IOJIy4aTeIIEM.

OO0s13aTeNbHBIMY PEKBU3UTAMU TaKUX JOKYMEHTOB SBIISIOTCS:

- HauMEHOBaHME YUpEXKJECHUH aJipecaHTa U ajJpecara;

PEKBU3UT «OT KOTO» U «KOMY» C YKa3aHHEM JIOJDKHOCTH, (DaMUIINHU, U OTYECTBA JOKHOCTHBIX
L

- HOMeEp, JaTa U BpeMsl Mepeiaur ¥ prueMa JOKyMEHTa;

- JI0JDKHOCTH M (h)aMUJIMH TIEPEAABUIETO M MPUHSIBILETO JOKYMEHT;

- HoMepa Tese(hOHOB;

= TCKCT U IOAIIHUCH.

HOCTYHI/IBH_II/IG JOKYMCHTBI HOJDKHBI HMMCTb TC€ K€ PCKBU3WUTHI, YTO W OTIPABIACMBIC, 3a
HCKJIIIOYCHHUEM ITOAITHUCH.

I[OKyMeHTbI COCTaBJIAKOTCA B OJHOM OJK3CMIUIAPC W MOANMUCBIBAKOTCA PYKOBOJUTCIIEM WA
OTBETCTBECHHBIMH HMCIIOJITHUTCIIbHBIM.

DJIeKTPOHHBIE IOKYMEHTBI.

[Topsinok coctaBneHusi, OQOPMIICHUS M COTJIACOBAHHS TPOEKTOB AIICKTPOHHBIX JOKYMEHTOB
OCYIIECTBIISCTCS TI0 OOIIMM TTpaBUjIaM JIEJIOMPON3BO/ICTBA, YCTAHOBICHHBIM B OTHOIICHUH aHAJIOTHYHBIX
JIOKYMEHTOB Ha OYMa)XHOM HOCHUTENE. OJEKTPOHHBIM JOKYMEHT JOKEH WMEThb pPEKBU3HTHI,
YCTaHOBJICHHBIC [IJI1 aHAJOTHYHOTO JOKYMEHTa Ha OYMa)KHOM HOCHUTENE, 3a HCKIIOUYCHHEM OTTHCKa
IeYaTHu.

B mepedeHnb 00s3aTeNbHBIX CBEIECHUN O JIOKYMEHTAaX, MCIOJIB3YEMBIX B IICJISIX ydeTa W TMOHMCKa
JOKYMEHTOB B CHCTEMaxX J3JIEKTPOHHOTO JOKYMEHTOOOOpOoTa o00pa3oBaTENbHON OpraHu3alui B
COOTBETCTBHUH C TIPABHJIAMH JICTIOTIPOM3BOJICTBA B 00pPa30BaTEILHON OPTaHU3aIlNH, BXOIAT:

e aJIpecaHT;

e ajpecar;

e JIOJDKHOCTb, (PAMUITUSI M HHULIMAJIBI JIMIIA, TIOITUCABIIETO TOKYMEHT;
e BHJI JJOKyMEHTA;

e JlaTa JOKYMEHTA;

e HOMEp JIOKYMECHTA,

e JlaTa MOCTYIUICHUS JOKYMEHTA;

e  BXOZSIINI HOMEP JOKYMEHTA,;

e  CCHUIKA HA UCXOJSILIMN HOMED U ATy IOKYMEHTA;
e HaWMMCHOBaHHE JOKYMECHTA,

e HHJICKC JCNa;

e CBEJICHHMS O Mepeaapecalniy T0KYMEHTA;

e  KOJIMYECTBO JINCTOB OCHOBHOTO JIOKYMEHTA;
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e  KOJIMYECTBO MPUIIOKECHHU;

e 0oOImIee KOJUYECTBO JINCTOB MPUITOKEHHI;
e yKa3aHUs MO UCIIOIHEHUIO JOKYMEHTA;

e noipkHOCTE, @. U. O. ncroaHUTEIS;

e OTMETKA O KOH(PHUICHIIUATBHOCTH.

B cocraB [OMOTHUTENBHBIX CBENEHUN 00 3IIEKTPOHHOM [OKYMEHTE MOTYT OBITh BKIIOUCHBI
CBEJICHHSI: HANMEHOBAHHUE aBTOPA JJOKYMEHTA (€CIM aBTOP HE COBIMAJAET C aApecaHTOM (OTIIPABUTEIIEM )
AIIGKTPOHHOTO JIOKyMEHTa), OTMETKAa O TEepEeHOCE CpOKa HCIIOJIHEHUS JOKYMEHTa, CPOK XpaHEHUs
JIOKYMEHTa, HAaUMEHOBAHHS TMPUIOKCHHH K DJICKTPOHHOMY JIOKyMEHTY, KIIIOUEBBIE CIIOBa, CTaTyC
JIOKyMeHTa (ITPOEKT, BEPCHsl), BUJI TIEpeladll TOKyMeHTa (JICKTPOHHOMN MOYTOM, TTOYTOH, pakcom U T. 11.)
u Jip.

Cpoku XpaHEHHS AJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHHs! JIOKYMEHTOB,
YCTAaHOBJICHHBIX 3aKOHOJATEIhHBIMA M WHBIMH HOPMATHUBHBIMH TIPaBOBBEIMH akTaMu Poccuiickoit
®denepanyy, TUIIOBBIMHU MEPEUHSIMH ISl aHAJIOTHYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.

5. Opranuszanms 10KyMeHTO000POTA M UCIOJIHEHHUS IOKYMEHTOB.

IIpuem u 00padoTKa MOCTYNAKIIUX JOKYMEHTOB.

JIBI>keHHe JOKYMEHTOB C MOMEHTA MX CO3JaHHUS WU IMOJYYSHHS 10 3aBEpIICHUS HMCIOTHEHHUS
WM OTIIPABKH 00pa3zyeT T0KyMEHTOOOOpOT.

B nmokymenTooOopore  00pa3oBaTeNbHOM ~ OpraHU3allid  BBIACHSIOTCS  CIEAYIOLIHE
JIOKYMEHTOTIOTOKH:

a) BXOJISIIAsi KOPPECTIOHACHIIHSI (FOpUANYECKHe U (U3NUICSCKUE JINTIA);

0) ucxoasIIas KOPPECIOHACHIMS (FOPUANYECKUE U (PU3HUSCKUE JIUIIA);

') BHYTPEHHSIS JOKYMEHTAIHSI.

JoctaBka M OTmpaBKa JTOKYMEHTOB OCYIIECTBIISIETCS, KaK MPaBHIIO, CPEACTBAMU IIOYTOBOU U
ANEKTPOHHOM CBSI3H.

JIOKyMeHThI, TMOCTymaromue B 00pa3oBaTeNbHYI0 OpPraHHU3alUio, MPOXOIAT IEePBUUYHYIO
00paboTKy, peruCTpalrio, MPEeIBAPUTENIEHOE PACCMOTPEHNUE, Mepeady pyKOBOACTBY Ha PacCMOTpPEHUE,
NepearoTCsl UCTIOTHUTENSIM U TI0CJe UCIIOJIHEHHUS TOMEIAIOTCS B Aena.

[Tpuem u nepBuyHast 06paboTKa JOKYMEHTOB OCYIIECTBISETCS JOKYMEHTOBEIOM.

JlokyMeHTOBe/l MPOBOJUT: MPOBEPKY MPABHIBHOCTH aJPECOBAHUS MOCTYMAIOMIUX JOKYMEHTOB,
NPaBUIBHOCTU JJOCTABKU M KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha IMOJIekKAIIUE U HE
MOJIJIeKAINE PErCTPAIIHH.

[TonmyuyeHHbIE KOHBEPTHI C KOPPECTIOHACHIMEH BCKPBIBAIOTCS, TPU ATOM TPOBEPSETCS HAIUYHE
BJIOKEHUI, a TaKKe YKa3aHHbIX B JOKyMEHTax NpUiIoKeHuH. B ciayyae moBpexkIeHUs yMaKOBKU W
BJIOKEHUH JINOO OTCYTCTBUS MPUIIOKEHUI COCTABIISIETCS aKT B ABYX dK3eMIunsipax. OuH 3K3eMIUSIp aKTa
HaNPaBIISETCS KOPPECTIOHICHTY, BTOPOM MPHOOIAETCS K MOCTYUBIIEMY JOKYMEHTY.

Ommb0YHO TpUCITaHHAs KOPPECTIOHIEHIIHMS NepEChUTaeTCsl 0 MPUHAICKHOCTH, €CIH M3BECTEH
azipec noiyyaTens. B mpoTUBHOM ciiyyae KOPPECTIOHACHIIMS BO3BPAIIAETCS] OTIPABUTENIO.

KonBepTsl OT mocTymnaromnieid KOppeCHOHACHIMN COXPAHSIOTCS W MPHIAraloTcsl K JOKyMEHTaM
JUIIb B TOM CiIy4ae, KOTJa TOJbKO MO HUM MOKHO YCTaHOBUTBH aJIpec OTIPAaBHUTENS WM, KOTJa JaTa
MOYTOBOT'O LITEMIIEIISi UMEET 3HAaUeHUE B KAUYeCTBE JOKA3aTeIbCTBA BPEMEHH MOJTyYeHHS JOKYMEHTA.

CriennanicToM HE BCKPBIBAIOTCS KOHBEPTHI MHCEM C HAAMHUCHIO «IWYHO». OHU MepenarTcs 1o
Ha3HAYCHHIO

Nudopmarius U TOKyMEHTBl O JOESATEILHOCTH 0Opa30BaTENIbHON OpraHM3alud, HE YKa3aHHbIE B
gacth 2 cratbu 29 PenepanbHoro 3akoHa oT 29 nekabps 2012 roga Ne 273-03 «O6 oOpa3oBaHuH B
Poccuiickoii ®Denepanun», MNPEACTABISIOTCS PYKOBOAUTENEM 00pa30BaTeNbHON OpraHu3aluu 1o
00palIeHNI0 TpaKAaHuHA JH00 HODKHOCTHOTO JIUIA TOCYAApCTBEHHOTO OpraHa WM OpraHa MECTHOTO
CaMOyIpaBlIeHUsI B Clydasgx M TMOpAIKe, NPEeTyCMOTPEHHBIX 3aKOHOJATENbCTBOM Poccuiickoi
®denepanuu.

[IpencraBnenne wuHQOpPMAIMM HMHBIM OpraHU3alUsIM O JESTENbHOCTH 00pa3oBaTeIbHOU
OpraHu3aIlK OCYIIECTBISETCS yUpenuTeeM OpTraHU3allii, B OTHOIIEHUH KOTOPOH Takas MH(OpMAaIHs
3arpalivBaeTcs.
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IIpeaBapurebHOe paccMOTpPeHUe JOKYMEHTOB.

JlokymeHToBen U (WIM) JIMLO, OTBETCTBEHHOE 3a BEJIEHUE JEJIONPOU3BOACTBA, IPOBOAUT
MIpEeBApPUTEIILHOE PACCMOTPEHHUE JOKYMEHTOB B LENSAX BBIIEICHUS M3 BCETO MACCUBA MOCTYIUBIIEH
KOPPECIIOHJICHIIMA ~ JOKYMEHTOB, TpeOYIOIMX  00s3aTeNIbHOTO  PAacCMOTPEHUST  PYKOBOJIHUTEIEM
00pa3oBaTeNbHON OpraHu3aluy.

OcHoBaHMEM /I NPUHATUS PEUIEHUS B XOJE IPEABAPUTEILHOTO PACCMOTPEHMS SIBJISAETCS
coJiep)KaHue JTOKyMEHTa, a He aJIpeCOBaHUE JOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHHUKY.

PesynpTaroM  mpenBapUTENbHOIO  PaCCMOTPEHMs  SBJISETCS  HAlpaBlIEHUE  JIOKyMEHTa
PYKOBOJMTENIO 00pa3oBaTeNbHON OpraHU3alMi WIM JIOJDKHOCTHOMY JIMIy B COOTBETCTBHH C
YCTAHOBJICHHBIM paclpeaesieHueM 003aHHOCTEH MEXy PYKOBOAUTENEM U JOJDKHOCTHBIMH JIMIIAMH JUTS
BBIHECEHUS YKa3aHUs 110 UCTIOJHEHUIO TOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

[lepenaya JOKYMEHTOB Ha PETHCTPALMIO MPOM3BOIUTCSA TOJBKO IOCIE UX MpPEABAPUTEIHHOTO
paccMOTpeHusl.

Perucrpanum moanexxaT Bce JOKYMEHTBI, TPEOYIOLIHE ydeTa, WCIOJIHEHUS, MCIOJIb30BaHUS B
CIPABOYHBIX LEJAX, KaK IOCTYNAIOIMe M3 JPYrMX OpraHM3aluii M OT 4YacTHBIX JIUI, TaK H
oOpa3zyromuecs B mpolecce AesTeIbHOCTH 00pa30BaTEIbHOW OpraHu3aliy.

He nmojyexar perucrpanuu no3apaBUTEIbHbIE MUCbMa, TEJIETPAMMBI, IIPUTTIACUTENIbHbBIE OUIIETHI,
uHpOpMaLus JUISL CBEACHUS, OyXrairepckue JOKYMEHTHI MepBHYHOro yuera. [ HHX cocTaBisercs
HepevyeHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Perucrpanuss JDOKyMEHTOB TPOU3BOAMTCS C II€NbI0 OOECIEYeHHsT HX Yydera, KOHTpOJs 3a
UCTIOJIHEHUEM U ONIEPAaTUBHBIM HCIIOJIb30BaHHEM HH(POPMALIUH.

Perucrpanus 10KyMEHTOB ITPOU3BOAUTCS B ICHb UX MOCTYTIJICHHUS.

JlomyckaeTrcst OTMETKa O MOCTYIJIEHWH JIOKyMEHTa B OPraHM3alliI0 MPOCTaBIATh B BUJE ILTaMIIa
WIN OT PYKU B HWKHEH YacCTH JIUIIEBOM CTOPOHBI NEPBOTO JINCTA JOKYMEHTA WJIM Ha €ro 000poTe.

Peructpanust 1OKyMEHTOB 3aKJIHOYaeTCsl B BEJEHHUHU 3alMCH YUYETHBIX JAaHHBIX O JOKYMEHTE IO
YCTAHOBJICHHOH perucTpanuoHHoi (opme, KOTOpsIM (puKcupyercs (pakT co3laHMsl, OTIPABICHUS MU
HOJY4YEeHUs1 JOKYMEHTa ITyTeM IPOCTABJICHHS Ha HEM DPETMCTPALMOHHOTO HMHJEKCa C MOCIEoyoLen
3aMUChIO B YKa3aHHBIX (OpMax HEOOXOAMMBIX CBEIEHUH O TOKYMEHTE.

JIoKyMeHTBI, TOCTyHaroImue B  00pa3oBaTENbHYI0  OpPraHMU3alUI0, PETUCTPUPYIOTCS B
KHuure/xypHasue perucTpanuu BXOJAALIEH KOPPECHOHICHIIMH, a T€, YTO OTIPABIISIOTCS U3 Hero, - Kuure/
’KypHasle perucTpaluu UCXoIAIIel KOppeCIOHACHIIUN (npunodicerue 3).

Pacnpenesienne nocTynaomux 10KyMeHTOB.

[Tocne perucrpanuu JOKyMEHTHI IEpPEJatOTCA HA PACCMOTPEHUE PYKOBOAUTEINO 00pa30BaTeIbHON
OpraHu3aIHH.

[Tocne paccMoTpeHHs] PyKOBOJHUTEIEM JOKYMEHTBI BO3BPAILlAIOTCS CEKpeTapro W (WIM) JIHILLY,
OTBETCTBEHHOMY 32 BEJIEHUE JICIIONPOU3BOJCTBA, IS TEPEHECEHHUs YKa3aHUil 110 UCIIOJIHEHHIO
JOKYMEHTa B JKypHaJl pErucTpaliM BXOJAIIMX JIOKYMEHTOB. B COOTBETCTBMM € yKa3zaHUSIMHU IO
UCTIOJTHEHUIO MOUTMHHHUK JOKyMEHTa HarpaBJIsIeTCs paboTHUKY, SBIISIOIIEMYCS
OTBETCTBEHHBIM HCIIOJIHUTENIEM, @ COUCTIOIIHUTEIISAM HANpPaBIISIFOTCA KOIMUK TOKYMEHTOB (€CIIM UMEI0TCS),
0 4eM JienaeTcss oTMeTKa B KHure/skypHalie perucTpalu BXOJAIIMX T0KYMEHTOB.

OJEeKTPOHHBIE COOOILEHHs, MOCBUIAEMBIE IO AJIEKTPOHHON MOYTE, HUCHOJHSIOTCA AHAJIOTMYHO
JOKYMEHTaM Ha OyYMa)KHbBIX HOCHUTEJISIX C YYETOM OIpe/IeIeHHON crieln()UKH B TIPOIIECCE UCTIOTHEHHUS.

IHopsinox 00padOTKHU ¥ MPOXOKIAEHUS MCXOASIIIMX U BHYTPEHHHUX JIOKYMEHTOB.

[Topsimok  TOATOTOBKM  MCXOAANIMX  JOKYMEHTOB  BKIIOYaeT B cebs  paboTy 1O
COCTaBJIEHUIO MPOEKTA JOKYMEHTA, COTIACOBaHMIO, MOJMUCAHUIO (YTBEPKIECHHIO) U OTIPABKE.

Jlo mepemauum  JOKyMEHTAa Ha  TOJNHCh  WCIOJMHHUTENb  JIOJDKEH  TPOBEPUTH  €r0
coJiepKaHue, MPaBUIBHOCT O(QOPMIICHHS, HalIW4YMe HEOOXOAUMBIX BHM3 M NpPWIOKEHUH. JloKkyMeHT
NpEeCTaBIsIeTCsl Ha MOAMUCH BMECTE C MaTepHallaMH, Ha OCHOBAaHHH KOTOPBIX OH TOTOBMJICS.

BHyTpeHHne 10KyMeHTBI OQOpPMIIIOTCS M HUCHOJHAIOTCS (MCHONB3YIOTCS) B Ipeaenax
00pa30BaTeNbHON OpraHu3aluy.
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BryTpeHHrE NOKYMEHTHI (IOKIAIHBIE 3aITUCKHU, CIIPABKH, CBOJAKHU U JIp.) PACCMATPHUBAIOTCS TEMHU
JOJIKHOCTHBIMHU JIMIIAMH, KOMY OHU HaIllpaBJICHBI.

OTBeTCTBEHHBIE 3a JICTONMPOU3BOJICTBO MEPea CAaueil KOPPECTOHACHIIMA HA OTIPABKY TOJIKHBI
00s3aTeTbHO  TPOBEPUTHh NPAaBWIBHOCTH €€ odopmieHus U aapecoBaHus. KouBepTroBaHue
KOPPECTOHICHITNH M JIPYTHX MOYTOBBIX OTIPABJICHUN MPOU3BOIAUTCS CTPYKTYPHBIMHU TOJpa3ACICHUIMU
OpraHu3aIiy.

Peructparmusi  OTHpaBisieMbIX JIOKYMEHTOB  OCYIIECTBISICTCS B J€Hb WX IOAIMHMCAHUS
(YTBepKIeHHUS) WIM Ha CIERyIomuid pabouyuii neHb. PerucrpallmoHHBIH HOMEpP TOKyMEHTa M Jara
pPETUCTpAallUd  TPOCTABISIOTCS HA TMOAJTUMHHUKE JOKYMEHTAa B PEKBHU3WTax OllaHka © Ha
KOIUU, OCTarolIelcs B Jeie oOpa3oBareiabHON opraHu3anui. CrpaBOYHBIM almapaToM AJis UCXOISIINX
JIOKYMEHTOB SIBJISICTCS JKYPHAJT PETUCTPALUU ITHX JOKYMEHTOB.

OTnpaBKy UCXOASIINX JOKYMEHTOB IMPOU3BOAUT JOKYMEHTOBE U (MJIM) JUI0, OTBETCTBEHHOE 3a
BeleHHEe  jenonpousBojacTBa.  CpouHas  KOPPECHOHMACHIMS  O(OpMISIETCS U OTIPaBISICTCS
HEe3aMeUIUTENbHO JOKYMEHTOBEIOM.

JIoKyMeHTOBe/I MPOBEPSICT MPABUIBLHOCTH O(POPMIICHUS UCXOMISIIUX JOKYMEHTOB, MPOU3BOIWT
COPTHUPOBKY JIOKYMEHTOB IO CIOCOOY JOCTaBKM KOPPECIOHACHIIMU ajapecary (IpocTasi, 3aka3Has,
MEXIyHapoaHas U J1p.). HempaBuibHO OQOpPMIICHHBIE TOKYMEHTHI U KOPPECIOHACHIIUS HECITyKeOHOTO
XapakTepa K OTIIpaBKe HE MPUHUMAIOTCS U BO3BPAILAIOTCS JIUILY, TIOATOTOBUBIIEMY TOKYMEHT.

OtnpaBnseMasi O MOYTE KOPPECMOHJICHIUS MPOXOIUT YIAKOBKY, aJpECOBAHME, MPOCTABICHUE
CTOMMOCTH TOYTOBBIX YCIYT U Mepeaady Ha OTIIPaBKY B MECTHOE OT/JEIICHUE CBS3H.

Ha 3aka3Hyro KOppEeCHOHISHIINIO, Ha JTOKYMEHTHI C IOMETKON «J[J1s CiTy’>keOHOTO TOIh30BaAHUS
COCTaBIISIETCSl PEECTp, KOTOPBIM 3aTeM BO3BpallaeTcs JOKYMEHTOBeny y4eOHOW yactu u (WiM) JuIy,
OTBETCTBEHHOMY 3a BEJICHUE JICTIONPOU3BOJICTBA, C PACIIUCKON paOOTHUKOB MTOYTOBOTO OT/EICHUS CBS3H
WJIM WHOTO JINIA, 00eCTIeYNBAIOIIETO OTIIPABKY JTOKYMEHTOB.

[lepemaua ¢ wuCMONB30BAaHWEM CPEACTB (HaKCUMUIBHOW CBSI3U JOKYMEHTOB, COJEPKaIiX
CIyeOHyI0 HMH(pOpMAIMI0 OrPaHUYEHHOTO pPACIpPOCTPAHEHHs, B TOM 4YHCIE C TOMETKOM «Jls
CIIy’)KeOHOTO TOJIb30BaHMs», HE paspemraercs. Kareropuuecku 3amperiaercss mnepegada 1o CpeicTBam
(bakCUMUIBHON CBS3HM CEKPETHBIX TIOKYMEHTOB.

C wucnonbp3oBaHUEM CpeACTB (DAKCUMHIIBLHOW CBS3M MOTYT OBITH TEpeJaHbl MaTepuaibl
TEKCTOBOTO, TAOJIMYHOTO WM TpauyecKoro XapakTepa, UCIIOHEHHbIE TUIOrpadCKUM, MAIIMHOMHCHBIM
WIH PYKOMHCHBIM CIOCOOOM B YEpPHOM WIM TEMHO-CHHEM I[BETE€ C YETKMM M KOHTPACTHBIM
n300pakeHHeM (TepBhIE IK3EMIUIPHI WIM X KCEPOKONUHU) Ha Oenoit Oymare ¢ MHHUMAJIBHOW BBICOTOM
oykB u nudp 2 MMm. O0BEM TEepeIaBaeMOro B TCUCHUE OJHOTO CEaHCa CBSI3U JIOKYMEHTA, BBHIITOJIHEHHOTO
Ha Oymare ¢opmara A4, He TOJKEH MPEBHIIATh MATH JIUCTOB.

OTBETCTBEHHOCTh 3a CoOJepXKaHWe HH(POpPMAIUH, MEepeaBaeMoOil € HCIOIB30BAaHHEM CpEICTB
(bakcUMUIBHON CBS3H, BO3JIAraeTcsl Ha UCTIOIHUTEINS, MOATOTOBUBIIETO (hakcorpaMMmy NSl Iepeaayu.

Oco0eHHoCTH PAadOTHI € 3JIEKTPOHHBIMH TOKYMEHTAMHU.
B o0pasoBatenbHOI OpraHu3auu CO3AAF0TCS M UCTIONB3YIOTCS:

. AIIEKTPOHHBIE JOKYMEHTBI, CO3/1aBaeMble B JJIEKTPOHHOH (opme 0e3 mpeaBapuTeabHOro
JIOKYMEHTHPOBaHUs Ha OyMa)kHOM HOCHUTEIIE;
. AIIEKTPOHHBIE 00Pa3bl JOKYMEHTOB, ITOJIyY€HHbIE B pe3yJIbTaTe CKAaHUPOBAHUS JOKYMEHTOB

U XpaHsIIIKECs B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

IIpueM u oTmpaBKa 3JEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCS OTBETCTBEHHBIM 32 BEJICHHE
JIEJIONPOU3BOICTBA B 00pa30BaTEIbHON OpraHU3alHH.

DNEKTPOHHBIE TOKYMEHTHI CO3JAI0TCs, 00padaThIBAIOTCS M XPaHITCA B CHCTEME AJIEKTPOHHOTO
JOKYMEHTO000pOTa 00pa3oBaTeIbHON OpraHn3allug.

ONEKTPOHHBIM JOKYMEHT JODKEH OBITh OQOpPMIIEH MO OOIIMM MpaBHJaM JEJIONPOU3BOJCTBA U
UMETb PEKBHU3UTHI, YCTAHOBJIEHHBIC JUISI AHAJOTHYHOTO JOKYMEHTa Ha OyMa)XHOM HOCUTENle, 3a
HCKJIFOUEHHEM OTTHCKA IEeYaTH.

Jiis moATBEpKACHUS TTOATMHHOCTH 3JICKTPOHHBIX TOKYMEHTOB B 00pa30BaTeIbHOW OpraHU3aliu
HCIIOJNIB3YIOTCSl 3JIEKTpOHHBIE HHU(POBBIe MOoANKUCH. Vcrnonbp3yemble cpeicTBa 3JIEKTPOHHOU IUGPOBOit
MOJIHCH JOJKHBI OBITh CEPTU(GHUIMPOBAHBI B YCTAHOBJICHHOM IMOPSKE.
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Equaunesn  ydera  DJIGKTPOHHOTO — JIOKYMEHTa  SIBJISIETCS.  DJIEKTPOHHBIM  JIOKYMEHT,
3apEerUCTPUPOBAHHBIA B CHUCTEME 3JIEKTPOHHOIO JTOKYMEHTOOO0OpOoTa 00pa30BaTENbHON OpraHU3alUH.
ONEKTPOHHBIA JOKYMEHT, UMEIOIINNA TPUIIOKEHNUS, PETUCTPUPYETCS KaK OAUH JOKYMEHT.

[Tocme oTmpaBKM  DJIEKTPOHHOTO  JOKYMEHTA, 3aBEPEHHOrO  DJIEKTPOHHOM  IOIIHUCHIO
YIOJHOMOYEHHOTO JIOJKHOCTHOTO JIMLA, JOCBIJIKU aJpecaTy €ro KONMMM Ha OyMa)XHOM HOCHTENE, Kak
NpaBUIO, HE TpeOyeTcs, 3a HCKIIOUYEHHEM OTBETOB Ha OOpallleHHs TIpa)JaH, MOCTYIHMBIIUX IO
MH(POPMALMOHHO-TEJIEGKOMMYHHUKAIIMOHHBIM KaHalaM, Ha KOTOpPbIE 3asBUTENIO JAeTCs MHUChMEHHBIH
OTBET, HAIIPABJISIEMBbIi1 110 TIOYTOBOMY a/Ipecy, yKa3aHHOMY B OOpalllCHUH.

VcrionHeHHbIE AJIEKTPOHHBIE JOKYMEHTBI CHUCTEMATU3UPYIOTCA B JieJa B COOTBETCTBHH C
HOMEHKJIATypol JAen 00pa30BaTeIbHOM OpraHU3alMi U MHAEKCUPYIOTCS B MOPSAIKE, YCTAaHOBJICHHOM B
OTHOIICHUU [IeJI, COCTaBJICHHBIX M3 JOKYMEHTOB Ha OymaxkHoM Hocutene. [Ipu cocTtaBneHHH
HOMEHKJIATYpBI JIEN B 3ar0JIOBOK Ji€Ja BKII0YACTCA YKa3aHUE « QNEKTPOHHBIE JOKYMEHTBI».

Nudopmanuonnas 6e30nMacHOCTb.

WNudopmanmonHsle pecypcsl 00pa30BaTeNbHONW OpraHu3alMd MO JOCTYMy (BO3MOXHOCTHU
WCIIOJIb30BAHUsA) TOAPA3ACISAIOTCS HAa OTKPBITYIO (0OMEIOCTYITHYI0) HH(POPMALUIO, CITYXEOHYIO
UHPOPMALIMIO U MH(OPMAIHIO OTPAHUYSHHOTO PacpoCTpaHeHHs (AOCTyMa).

K kareropum oTkpbITON MHGOpPMAIMU OTHOCUTCA MH(OpMALKA, colepKalasics B JOKYMEHTaxX U
0a3zax JaHHBIX 00pa30BaTENLHOW OpPraHU3aIlMK, HEMOCPEJCTBEHHO 3aTpardBarollas MpaBa M MHTEPECHI
rpaXkKaaH.

K kareropuu ciyxe0HON nHPOpPMALIMK OTHOCUTCS HHPOpPMALUs, CoAepKaliasics B JOKyMEHTaxX U
0a3ax maHHBIX 00pa30BaTENbHON OpraHU3alMH, PeAHa3HAUYCHHAS IS TOJKHOCTHBIX JIMIl U PaOOTHHUKOB,
IpU BBIMOJHEHUA UMM CBOMX (YHKIMOHAIBHBIX OOS3aHHOCTEH, He 3aTparuBarolas HamnpsiMylo IMpaBa
Y MHTEPECHI IPaX/IaH U He OTHOCAIIASCS K KATETOPHH OIPaHUYEHHOTO PAacIpOCTPaHeHUs (IOCTyMa).

K kareropun wuH(pOpMAIMM OTPAaHUYCHHOTO  PACHpPOCTPaHEHUs (AOCTyHma) OTHOCHTCSA
uHbopMalus, cofepKaiiascs B JOKyMEHTax U 0a3ax aHHBIX, BKIIOYAOIIasl CBECHUS
KOH(UICHIIMATHFHOTO XapaKTepa.

Bes undopmanus, copepkamasicss B TOKyMEHTax M 0a3axX JaHHBIX, 10 YMOJIYaHHIO SIBJISETCS
OTKpBITOW M ob0menoctynHoi. MckimoueHne coctaBisier HH(OpMAIysi, OTHECEHHass K KaTeropusM
CITY’K€OHOM M OTpaHMUYEHHOTO PacipoCTpaHeHus (I0CTyma).

Joctyn mnonp3oBareneid K HMH(GOpMAIMM OrpAaHHMYUBACTCS ITyTeM OTHECEHUS HH(GOpMAIMU K
COOTBETCTBYIOIIEH KAaTerOpMd U HAJIOKEHHEM Ha Hee COOTBETCTBYIOIIETO Trpuda OrpaHUuYCHHs
pactnpoctpaHeHus. MHdpopMmarus orpaHHueHHOT0 JOCTyna cHaOxkaercs rpudom «Jlms caykeOHOro
MOJIb30BAHUSY.

[IpaBom oTHeceHuss HH(OPMAIMM K KAaTETOPUM OrPAaHHMYEHHOTO JOCTYNa W HAJOXKECHHUS
COOTBETCTByMOIIEro Tpuda o001agaeT aBTOp JOKYMEHTa II0 COTJIaCOBAHHUIO C PYKOBOAHUTEIEM
00pa30BaTeNbHON OpraHu3aluy.

JlokymeHTupoBaHHasi ~ uMHGOpMalUsi  OTPAaHMYEHHOTO  pacHpocTpaHEeHHs  0e3  CaHKIHMH
JOJDKHOCTHOTO  JIMIIA, YCTAHOBUBLIETO PEXUM OrPAaHUYEHHOT'O pPACIpOCTpAaHEHUs Ui JaHHOTO
JIOKYMEHTA, He TIOJUIeKUT pasriamieHuto (pacnpoctpanenuo). [IpengocTaBienre moib30BaTessM A0CTyIa
K JaHHON WH(OpMauK OCYIIECTBISETCS HCKIIOUUTEIBHO 10 COIJIACOBAHUIO C  yKa3aHHBIM
JOJIKHOCTHBIM JIMIIOM ITyTEM MOJIa4 COOTBETCTBYIOIICH 3asBKH.

JIOJDKHOCTHBIE JIMIIA, MPUHSBIINE pelleHHe 00 OTHECeHWH WHpopManuu, 3ahUKCUPOBAHHOH B
JIOKYMEHTE, K KaTerOpruH OTPaHUYEHHOTO PaclpOCTpaHEHHsI, HECYT OTBETCTBEHHOCTh 32 000CHOBAaHHOCTh
MPUHATOTO PEHICHUS M €0 COOTBETCTBHE JEHCTBYIOIIEMY 3aKOHOIATEIbCTRY.

JInunbpie nena paOOTHUKOB, JUYHBIE KapTOYKHM PaOOTHHUKOB, TPYAOBbIE KHUXKH PaOOTHHMKOB,
MPUKA3bI 110 IMYHOMY COCTaBY JIOJDKHBI XPAHUTHCS B ceiide MM B METAJUINYECKOM IIKady.

3anucu B TPYJIOBOM KHUKKE TOJMHUCHIBAET PYKOBOJIUTEIh 00pa30BaTEIbHOM OpraHU3aIiu. Y YeT,
XpaHeHHWE W BbIJa4y OJAHKOB CTPOTOMl OTYETHOCTH: AMIUIOMOB, BKJIAJBIINIEH K HUM, CBHUJIETEILCTB,
YIOCTOBEPEHUH BEJIET 3aMECTUTENb TUPEKTOpa. biiaHku XpaHsaTcs B ceide.

YcTaHOBKa M AKCIUTyaTalys MPOrpaMMHOT0 00ECTIEYeHHUs, TIOTYYEHHOTO U3 JTIOOBIX HCTOYHUKOB U
BBIMOJHSIONIETO (YHKIMHM, HE CBS3aHHbIC HEMOCPEACTBEHHO C BBIMOJIHEHHEM pabOTHUKAMH CBOMX
JOJDKHOCTHBIX 00S13aHHOCTEH, KATErOpUYeCKH 3arpenieHa.
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Best mpesicraBneHHass B 9JEKTPOHHOM BHJE HWHQOpMAIHs, MOCTyHaromas B 00pa3oBaTEIbHYIO
OpraHM3aIllio, B 0053aTeIbHOM MOPSIKE MOICKUT MPOBEPKE AHTUBUPYCHBIMH CPEICTBAMH.

3H€KTpOHHaSI Io4uTa MOXCET UCIIOJIB30BATHCA IMOJIB30BATCIIAIMHU TOJIBKO IJIA 06MeHa HH(bOpMaHHGfI,
OTHOCSIIEHCS K KaTerOpUHU, OTKPBITON U CITy»KE€OHOM. 3ampelieHo UCIoJIb30BaTh YJCKTPOHHYIO TIOUTY JIJIst
nepeaayn nH(HOPMAIIUU, OTHOCSIIEHCS K KATerOPUH OTPaHUYCHHOTO PACIIPOCTPAHCHUS.

6.  KoHTpoub 32 HCIIOJIHEHHEM IOKYMEHTOB

Opranuszanusi KOHTPOJIA.

Kontposto nojsexar Bce 3aperucTpupoBaHHbIE TIOKYMEHTHI, TpeOyromiue ucnojnenus. Kontposb
WCIIOJTHEHHs TOKYMEHTOB BKJIIOUAET: y4yeT, MOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB HCIIOJIHEHUS,
HEMMOCPCACTBCHHYIO IMPOBECPKY XOAa HMCIIOJIHCHUA, IIPOBCPKY KAa4YCCTBA UCIIOJHCHUSA, aHAJIN3 PE3YJIbTATOB
WCTIOJTHEHHS.

KoHTponk 3a WCMONHEHWEM JIOKyMEHTOB YCTAaHABIMBACTCS B IEMsIX OOeCmedeHus uX
CBOCBPEMEHHOTO U KayeCTBEHHOIO HCIIOJIHEHUS, TOBBIIICHUS YPOBHS OPraHU3aTOpCcKoi paboThl U
HUCITOJTHUTEIECKON AJUCHUITIINHBIL.

[Ipy mocTraHOBKE AOKyMEHTa Ha KOHTPOJb HAa MPAaBOM BEPXHEM IOJI€ JOKyMEHTa [eNaercs
OTMETKA 0 KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (IITAMIIOM) «KOHTPOJIIB)

KonTpono nojyexxat mpukasbl, pelIeHUs COBETOB, a TaKKe TOKYMEHTHI, MOCTYIAOIUE HA UMS
PYKOBOIUTENS 00pa3oBaTeIbHON OpraHU3aIny.

Opranu3zaiiusi KOHTPOJIS UCTIOJIHEHUS BKITIOYAET B ceO0sl:

. IIOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;
. MOHUTOPHHI UCIIOJTHEHHSI KOHTPOJIbHBIX NOPYUYEHUH T0KYMEHTOB;
. CHSITHE UCIIOJIHEHHOTO IOKyMEHTa C KOHTPOJIS;

. HalpaBJIEHUE UCIIOJHEHHOIO JOKYMEHTA B JIENIO.

PykoBomuTenu  CTPYKTypHBIX  MOJpa3/eieHuil  00si3aHbl ~ paccMaTpuUBaTh  COCTOSIHUE
UCTIOJIHUTENIBCKOM JTUCHUIUIMHBL MO0 JOKYMEHTaM C IMOPYYEHHSIMH aJAMHUHUCTpAIMU 00pa30BaTebHON
OpraHM3alliy, a TaKKe JOKYMEHTHI, IOCTYIIMBILINE B aJIpec CTPYKTYpPHOTO MOJIpa3AesieH!s] U Tpedyrolue
WCIIOJIHEHMS, U ITOATOTOBKU OTBETA.

JIOKyMEHT cuMTaeTCsi WCIOJHEHHBIM, KOTJIa pElIeHbl OKOHYATEIbHO BCE IOCTABJICHHBIE B HEM
BOIIPOCHI U COOJIIOJICHBI CIEIYIOIINE CPOKH:

. €CJIM B JOKYMEHTE MOCTaBJIeH CPOK MCIIOJIHEHUS — B YKa3aHHBIN CPOK;

J JOKYMEHTBI 0€3 YKa3aHHUs CPOKa MCIIOTHEHUS — B MECSIUHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCs IOMETKAa «CPOYHO» — B TPEXAHEBHBIN CPOK;

J nopydeHust 6e3 yka3zaHusl KOHKPETHOM J1aThl UCMIONHEHUS — B MECSYHBIN CPOK;

. C ITIOMETKOM «OomnepaTtuBHO» — B 10-THEBHBIN CPOK;

. 1o OOpalIeHusIM TpakaaH, TPEOYIOIIKUM JONOIHUTEIBHOTO U3YUYEHHsS] U POBEPKU, — 10

OJIHOTO MECsIIia CO JTHSI PETUCTPAIlH, IO OCTaIbHBIM — HE OoJiee 15 qHeit.

Cpoxk ucyucisieTcsl B KaJICHJAPHBIX JHSIX C JAThI MOITUCAHUS JOKyMEHTA.

Ecnu mocnenHuii 1eHb UCMIONHEHUS! JOKYMEHTAa MPUXOJIUTCS HAa HEpaOOuuil JeHb, OH MOJJICKUT
WCIIOJIHCHHIO B MIPEANICCTBYIOMINMA eMy pabouuii 1eHb.

[Tpr HE0OXOIMMOCTH TIPOJUICHUS CPOKAa HCIIONHEHHUS JOKYMEHTa OTBETCTBEHHBIM HCIOIHUTEIND
MPEACTABISIET HAa WMS PYKOBOJIUTENS 0Opa30BaTeIbHOM OpraHu3alyy, JaBIIEro IMOpyYCHHE,
MOTHUBHPOBAHHYIO MPOCHOY O €ro MpoJIEHUU HE TO3/IHEE YeM 3a TPU JHS 10 UCTEYCHHS YCTAaHOBIEHHOTO
CpPOKa, ¢ YeM CBOEBPEMEHHO Iepenaercss MHGopMalus B NMPUEMHYIO PYyKOBOJUTENS 00pa3oBaTElIbHON
OpraHu3alyu.

ITopsinok CHATHSA JOKYMEHTOB C KOHTPOJIS.

JIOKyMEHTBI CHUMAIOTCSI ¢ KOHTPOJIS, €CIIM PEIICHbI TOCTaBJIEHHBIE B HUX BOIPOCHI MM aBTOpaM
JIaH OTBET T10 CYILIECTBY.

Ecnu no paspemaeMomy BOIIPOCY OXHAAETCS OTBET, TO OH BMECTE C KOMHEW OTBETA 3asBUTEIIIO
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MOKET HaXOJUThCS Y UCTIOTHUTEIIS Ha KOHTPOJIE.

[TpoMexyTOUHBIM OTBET, paBHO KaK M 3alpoc MO HCIOIHSIEMOMY TOKYMEHTY WJIM YacTUYHOE
WCIIOJIHEHHE TIOPYUCHUS, HE ABIISIETCS OCHOBAHUEM JIJISl TPU3HAHUS IOKYMEHTA UCIIOJIHEHHBIM.

CHATb TOKyMEHT C KOHTPOJS MOET TOJBKO IOHKHOCTHOE JIMIIO, KOTOPOE MOCTaBWIJIO €ro Ha
KOHTPOJIb.

OcHoBaHMeM [UIsl CHSTHS C KOHTPOJS JOKYMEHTOB C TMOPYYEHUSMU PYKOBOIUTENS
00pa3oBaTeNbHOM OpraHu3allid SIBIAETCS JOKYMEHT — OTBET, MOAMHCAHHBIA PYKOBOJUTEIEM, €ro
3aMecTuTeNeM, JIM0Oo crpaBKa 00 HCIOIHEHHWU JOKYMEHTa 3a MOAMHCHIO PYKOBOJIUTEINS CTPYKTYPHOTO
HoJipa3AcyieHusl.

Eciu Bce mocTaBiieHHBIE B JIOKyMEHTE BOIPOCHI pEIICHBI B OMNEpaTUBHOM MOpsake, 0e3
MOATOTOBKMA MUCHBMEHHOT'O OTBETA, MCIOJHUTEIh HAa JOKYMEHTE JelaeT KPaTKyl 3aluch O pPEUICHUHU
BONPOCA, YKa3bIBAET IaTy U MOJIKUCH, TIOCJE Yero JOKYMEHT MOMENIaeTcs B JeIO.

7.Y4er U XpaHeHHe nevaTeil, TAMIIOB 1 OJIAHKOB.

O0s3aTenbHOMY YUeTy TOJIJICKAT BCE BUIBI MEUaTeld U MITAMIIOB, OJIAHKU CTPOTOM OTYETHOCTH,
KOMaH/IMPOBOYHBIC yIOCTOBEPEHHSI, CITY>KEOHBIE 3aJaHUs, TPYIOBBIC KHUKKH.

Y4yer Bcex medareid M IITAMIIOB, MMEIONIMXCS B 00pa3oBaTeNbHON OpraHM3allid, BEACTCS B
CIIELUATILHOM XypHae (npunoxcerue 2).

JKypHasibl yueTa BKIIIOYAIOTCS B HOMEHKIATYPY Jen. JIMCTBI X HyMEpYIOTCS, TPOIIUBAIOTCS H
OIICUATHIBAIOTCS.

[TeyaTn u mITaMITBI JOJKHBI XPAHUTHCS B cei(ax MM METATUYSCKUX IIKadax.

OTBETCTBEHHOCTD 32 XpaHEHHUE U UCIIOJIb30BAHUE MeUaTei, MTaMIIOB HECYT JIHIA, OTBETCTBEHHBIE
3a BEJICHHE JICJIOMPOU3BO/JICTBA.

YHUUTOKEHHE OJaHKOB MPOHW3BOJUTCSA IO aKTy C OTMETKOW B COOTBETCTBYIOIIMX >KypHAalax
ydJeTa.

[leyaT U WITaMIIBl YHUYTOXKAIOTCA 110 aKTY.

[IpoBepka HanmMuus TeYaTeH, IITAMIIOB W OJIAHKOB, a TaKXKe TOpsAAKa WX XpaHEHUS U
WCIIOJIb30BAaHUsI MPOU3BOJIUTCA KOMHUCCHUEH HE pPEkKe OJHOrO pa3a B IoJl OJHOBPEMEHHO C IPOBEPKOM
COCTOSIHHSI JICJIONTPOU3BOJICTBA.

8.CocraBiieHre HOMEHKJIATYPHI J1eJ1.

Homenkiatypa aen - 93T0 00s3aTelbHBIM JUIsl KaXJI0H 00pa30BaTeIbHOW OpraHU3aluu
CUCTEeMAaTH3MPOBAHHBI TIEpPEYCHh HAWMEHOBAHHI (3aroJIOBKOB) JIeN, KOTOpbIe (OPMHUPYIOTCS C
yKa3aHUEM CPOKOB XpaHEHUS JeN (npunoxcerue 4).

Homenkmarypa nen mpenHazHadeHa JUIsl YCTAaHOBKH B 00pa30BaTeNbHOW OpPraHHU3AIMH €TUHOTO
nopsika (opMupoBaHMs Jied, OOecleyeHUs] UX ydeTa, ONepaTHBHOIO IOMCKAa JOKYMEHTOB MO HX
COJICPIKAHUIO U BU]TY, OMIPEICTICHUS] CPOKOB XPAHCHHMSI IS U SBJISETCSI OCHOBOM ISl COCTaBJICHUS OTUCEH
JIe] TIOCTOSTHHOTO M JUTUTEsHOTO (cBhItie 10 jeT) XpaHeHus, a Takke s ydeTa jen BpemeHHoro (1o 10
JIET BKJIFOUUTEIHHO) XPAaHCHHUS.

B rpade 1 HOMeHKIATypbl el MPOCTaBISIOTCS HWHAEGKCHl KaKIOTO Jieja, BKJIIOYEHHOTO B
HOMEHKIaTypy. WHmekc gema  coctouT w3 1UGPOBOro  00O3HAYEHUS W3 IITATHOTO
pacniucaHus 00pa30BaTeIbHOW OpraHu3anuy (KoJa) W TOPSAIKOBOIO HOMEpa 3arojioBka Jieja To
HOMEHKIIaType. Haekch! gen o6o3HavatoTes apabckumu nudpamu.

[Tpumep —

12-05, rne 12 — oGo3nauenue (xom), 05 — MOPSIAKOBBIM HOMEpP 3arojioBKa Jeia B pasjelie
HOMEHKJIATypBhI JIeI.

B rpade 2 HoOMeHKIaTyphl J€]1 IPONUCHIBAIOTCS 3ar0JIOBKH JEII.

3aro0BOK Jielia JIOJDKEH YeTKO B CKaTol 0000IIeHHOM hopMe 0TOOpaKaTh COCTaB M COJEPIKAHHE
JIOKYMEHTOB JieJIa.

B 3aronmoBkax JWYHBIX W JAPYTUX [eJ, COJAEpXKallMX JOKYMEHThl IO OJHOMY BOIPOCY,
ynotpebnsiercs repmun JEJIO.
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B 3aronoBkax gnen, coaepXkaliux IUIAHOBO-OTYETHYIO JOKYMEHTAIMIO, YKa3blBaeTcs MEpUOJ
(Mecs1l, KBapTaj, IMOJYTroAue, roja), B KOTOPOM IUIAHUPYETCS CO3JaHhe JOKYMEHTOB WM MEPUOA HUX
(aKTHYECKOTO BBITIOJIHEHHS.

Bo Bpems pa3merieHHs 3aroj0BKOB /1€ B HOMEHKIIATYPE YUYUTHIBAETCS BaXKHOCTH JIOKYMEHTOB,
BKJIIOUEHHBIX B JI€J0, HMX B3aUMOCBs3b. B Hagame pacmnosararoTcs 3arojioBKM J€l B OTHOLIEHUU
JOKYMEHTOB, TOCTyNUBIIMX OT OpPraHOB BBICIIErO YypPOBHs, Jajee - 1O OpraHu3allMOHHO-
paclopsiAMTENbHON  JTOKyMEHTAllMd, IUIAHOBO-OTYETHOM  JOKYMEHTAallMM, IIEPElUCKe,  Y4ETHO-
CIIPaBOYHBIM BHJIaM JOKYMEHTOB. B KaX10M M3 3THX I'pyIIl JOKYMEHTHI TAKXKE Pa3MEIIAIOTCS C YYETOM
3HAYUMOCTHU U CPOKOB XPaHEHMS.

I'pada 3 HOMEHKIATYpHI €N 3aMOIHICTCS B TeUEHUE KaJICHJApHOTO rojia — npu GopMUPOBAHUN
HOBOTO JI€JIa, IPU 3aKPBITUU JI€JIa U 10 OKOHYAHUH KaJIeHJapHOT O roja.

ITo noctmwxkenun nenom odobeMa B 250 JIHCTOB, TOM 3aKpBIBACTCS W OTKPBIBACTCS HOBBIH TOM. B
rpade 1mociea0BaTeNbHO YKa3bIBAIOTCS HOMEPA TOMOB U KpaiiHUE JIaThl JOKYyMEHTOB Ka)/10T0 TOMA.

[Tpumep —

«T1 - 11.01.2021-30.06.2021, T.2. - 01.07.2021-30.12.2021».

DJIEKTPOHHBIE JIe]a Ha TOMa He pa3leisitoTcs. Bee 3nekTpoHHbIe JOKYMEHTBI, HE3aBUCUMO OT MX
00beMa, BKIIFOYAIOTCS B OJHO 3JIEKTPOHHOE JIENO.

B rpadge 4 yka3zpiBaeTCsd CpOK XpaHEHUsS JieJla, HOMEpa CTaTedl MO THUIIOBOMY WU
BEJIOMCTBEHHOMY ITI€PEUHIO, (peiepaJIbHOMY 3aKOHY WJIM MHOMY HOPMAaTHBHOMY IPaBOBOMY akTy, a MpH
MX OTCYTCTBUU — IO TUIIOBOM WJIM IPUMEPHON HOMEHKIIATYpE JAeIl.

B rpage S5 «lIpumeuanue» yKaspIBalOTCs CIELUAIbHBIE CPOKH XPAaHEHHUs, IPOCTABISAIOTCS
OTMETKH O 3aBeJIEHUU JieNl (B TOM YHCJIE B AJIEKTPOHHOM BHJIE), O BBIACIECHUU JEN K YHUUYTOXKEHUIO IO
HCTEUECHUU CPOKOB MX XPaHEHUS, O MECTE XpaHEHHs IOJUIMHHUKOB JOKYMEHTOB, O Iepejrade Aell B
JIpYTyI0 OpraHU3alMIo JUIsl IPOAODKeHUs U Jp. B rpade genarorcs oTMETKH O MEpeXOsIIUX Jenax c
YKa3aHHEM CTaporo MHJEKca JIeNa B CIy4yae ero N3MEHEHU.

[Tpumep —

«IIepexomsmee ¢ 2016 r. B 2016 - 2019 rr. — 1. 2-2-11».

[To nemam, KoTOpble MO KakUM-IMOO NPUYMHAM B TEUEHUE Troja HE 3aBOJWINCH, B Tpade
«lIpumedanne» HOMEHKIATYphl Jei Aejaerca 3amuch — «Jlemo He 3aBoauinocw». [Ipy 3TOM B
rpade 3 nmpocrapiseTcss IpovepK.

ITo oxoHYaHHMU TOJa B KOHIIE HOMEHKJIATYpbI /€] JeJIacTcs WUTOroBas 3alluCh O KOJUYECTBE
3aBEJCHHBIX JeJ (TOMOB).

9. ®opmupoBaHue u o(popMIIeHHE JeJI.

DopmMupoBaHUe JeJl.

dopMHupoOBaHUE JIe] - 3TO TPYIIIUPOBKA HCIIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATypOu JIe]L.

Bo Bpems popmupoBanus Aen ciaeayeT NpUACpKUBAThCSA TAaKUX OOITUX MPABHIT:

- MOMEIIATh B JieJla TOJIbKO MCIOJHEHHBbIE JOKYMEHTbl B COOTBETCTBHM C 3arojiOBKamu el B
HOMEHKJIATYpPE;

- TPYNIHUpPOBaTH B JieJla JOKYMEHTHI, BBIIIOJIHCHHBIC B TEUCHHE OJHOTO KaJICHJAPHOTO Tojia
(01.01-31.12), 3a uckJIIOUEHUEM TEPEXOAIINX A€ (BeIyTCs B TEYCHHE HECKOIBKUX JIET), IMYHBIX JIET;

-MOMEIIATh B JieJla TOJBKO OPHUTHHANBI WM, B CIydae WX OTCYTCTBHs, 3aBEPEHHBIC B
YCTaHOBJICHHOM MOPSIKE KOIMUH IOKyMEHTOB;

- HE JIOMyCKaTh BKJIIOYEHHUS B Jiela YEPHOBBIX, JUYHBIX JOKYMEHTOB, PA3MHOXKEHHBIX KOMUU U
JIOKyYMEHTOB, TIOJJISKAIIMX BO3BPATY; pa3lebHO TPYMNIUPOBATH B Jiejia JOKYMEHTBHI MOCTOSHHOTO W
BPEMEHHOTO XpPAHECHHS;

-0 00beMy JIeJI0 He AOKHO TpeBbImath 250 muctoB (30-40 MM TOJITUHOM).

PacnionokeHne TOKYMEHTOB BHYTPH JeJl MPOU3BOAUTCS B XPOHOJOTMYECKOM TMOPSIKE, MpH
KOTOpOM HanboJiee paHHUE JOKYMEHTHI pacrlojiaraloTcs B Hauaje Jena.

[lonoxenusi, mpaBuia, MHCTPYKUUU U T. M., YTBEPKACHHbBIE PACTIOPSAIUTENbHBIMA IOKYMEHTAMU,
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ITPYHNIUPYIOTCS BMECTE C YKA3aHHBIMH JIOKyMEHTAMHU.

[Tprka3bl MO OCHOBHOH AEATENBHOCTH (DOPMHUPYIOTCS OTIENBHO OT IMPHUKA30B IO KaIpPOBBIM
BoIpocaM (JINYHOMY COCTaBYy) (Ha3Hauy€HHUE, NIEPEMEILEHUE, YBOJIbHEHUE COTPYJHUKOB) U OT IIPHUKA30B
00 OTIycKax, KOMaHJUPOBKax U T.1.

[TpoTokoIBI 3aceaHuil KOJIETHAIBHBIX OPraHOB 00pa30BaTEeIbHON OpraHU3alyu TPYHIHPYIOTCS
B JieJla B XPOHOJOIMYECKOM MOpsSAKE M [0 HOMEpaM B Ipejenax KaJleHAapHOro rojaa. JloKyMeHTHl K
3aceJaHUsIM YKa3aHHBIX OPraHOB CHCTEMAaTU3HUPYIOTCS IO JlaTaM M HOMEpPaM IIPOTOKOJIOB, a B IpeJenax
IpyMNIbl JOKYMEHTOB, KOTOpPBIE KaCatoTCs OJTHOTO MPOTOKOJIA, - TI0 TIOBECTKE JIHS 3acelaHMsL.

Ilepenucky crienyer rpynnupoBarh B Ji€fla 3a IEpUOJ KajeHAapHoro rojga. B neno mepenucku
MIOMEIIAIOTCS BCe JOKYMEHTBI, BOSHUKIIHNE B XOJI€ pelleHus Bonpoca. [lepenucka cucremMaTu3upyercs B
XPOHOJIOTMYECKOM NOCIIEN0BAaTENIBHOCTH; IOKYMEHT OTBET OMEIIAETCS 33 JOKYMEHTOM-3aIIPOCOM.

Odopmienue aeJ.

Jena oOpa3oBaTeNbHOW OpraHW3alWu MOJUIeKAT O(GOPMIICHHIO TPU WX 3aBEICHUH U TIO
3aBEpILECHUH TOJa.

OdopmiieHne nena — MOATOTOBKA Jiela K XPaHEHHWIO BKJIIOYAET B ceOS KOMIUIEKC paboT Mo
OIIMCAaHUIO A€JIa Ha OGHO)KKC, MOAIMBKEC, HyMCpaluu JIMUCTOB U COCTABJICHUIO 3aBCpI/ITeJIBHOI71 HaAIINnCH.
OdopmiteHne e MpOBOAUTCS paOOTHUKAMU OpPTaHU3AIMH, B OOSI3aHHOCTH KOTOPBIX BXOJWT 3aBE/ICHUC
U (GOpMHUpPOBAHUE [, NMPU METOJUYECCKOW TOMOINM W TOJ KOHTPOJEM OTBETCTBEHHOTO 3a apXHB
00pa3oBaTeIbHON OpTaHU3AIHH.

B 3aBucumocTu ot CPOKOB XpaHCHHA MPOBOAUTCS MOJIHOC UJIN YaCTHUYHOC O(I)OpMJIeHI/IC OCII.

[TomHOMY OOpMIICHHIO TIOJUIEKAT Jieia TMOCTOSTHHOTO, BpeMeHHOro (cBeime 10 yieT) XpaHeHus
(mo JNWYHOMY COCTaBy, JIMYHBIE Jieia YBOJEHHbIX paboTHuKoB). [lomHoe odopmiieHne nena
npeyCcMaTpUBACT:

. MOALINBKY WIXA TBEPBIN IEPEIIET IeIa;

. HYMEPAIUIO JINCTOB B JIEIC;

. COCTaBIICHUE JINCTA-3aBEPHUTEIIS;

. COCTaBJICHHME B OCOOBIX ciydasx (Mpu O(GOpMIICHWH JUYHBIX JACN, JUIsl ydeTa 0co00
LIEHHBIX JIOKYMEHTOB) BHYTPEHHEN ONUCH IOKyMEHTOB JI€J1a;

. BHECCHHE HEOOXOAMMBIX YTOYHEHUI B PEKBU3HUTHI OOJIOKKH Jiea (YTOYHEHUE Ha3BaHUS

noapa3aciiCHusl, MHACKCA U 3arojioBka Jcjia, 1aThl Jcja U Ilp)

JHena BpemenHoro (10 10 meT BKIIOUUTENBHO) XpaHEHHS MOANEKAT YACTHYHOMY O(OPMIICHUIO.
Homyckaertcs:

° XpaHUTb ACJIa B CKOPOCIINUBATCIIAX,

° HE NPOBOJAUTH NECPECUCTEMATU3ALUIO JOKYMCHTOB B ACJIC,
. JIMCTHI €JIa HC HYMEPOBATh;

° 3aBCPUTCIILHBIC HAAIINCH HE COCTABJIATD.

JIOKyMeHTBI, oJyIeKalIie MOJTHOMY O(OPMIIEHHIO, MOAIIMBAIOT HA YEThIpE IPOKOJIa B TBEPAYIO
00JIOKKY M3 KapTOHa WJIM MEPEIUIETAIOTCS C YYETOM BO3MOXXHOCTH CBOOOIHOTO UTEHHS TEKCTa BCEX
JOKYMEHTOB, JlaT, BU3 M pe3omonuii Ha Hux. IIpu moaroroBke 1en K MOAIIUBKE (IEPEIUIETY)
METAJIMYEeCKHe  CKperyieHus  (CKOObI,  CKpemkuM) W3  JOKyYMEHTOB  ynamstorcs.  Jlema
MOCTOSIHHOTO XPaHEeHHUs, COCTOSIIME W3 HEPOPMATHBIX TOKYMEHTOB, XPAHSATCS B 3aKpPBITBIX TBEPABIX
TankKax ¢ TpeMs KJanaHaMU U C 3aBA3KaMHU.

[Tpu Hanuuuum B Jeiie HEBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (TPYAOBBIX KHUXKEK W Jp.) 3TH
JIOKYMEHTBI BKJIAJIBIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM IMOAIMBAETCA B 3TO Jneno. llpuw Hamuuuum
OOJIBILIOTO KOJIMYECTBA TAKMX JOKYMEHTOB OHM MOTYT HM3bIMAaTbCid M3 JI€J, U HAa HUX COCTaBIISIETCS
OTZEJIbHAS OIUCH.

B KoHIIe Ka)X/10T0 J1e/1a TIOIMNBAIOTCS YUCThIe OIaHKK (OPM LTS 3aBEPUTEIBHOMN HAIIHCH.

B mensx oOecrieueHusi COXpaHHOCTH W 3aKpEIJICHHUS MOPSAIAKA PACIONOXKEHHS IOKYMEHTOB,
BKJIIOYEHHBIX B JIEJIO, BCE JIUCTHI, KPOME 3aBEPUTEIILHOTO, HYMEPYIOTCS apaOCKuMu nuppaMu B IPaBOM
BEpPXHEM YTIIly, HE 3aJieBasi TeKCTa JOKYMEHTA, MPOCThIM IpauuecKuM KapaHJalIoM WIA HyMepaTOPOM.
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YrnorpebiieHue 4YepHHUI W I[BETHBIX KapaHamied ajisi HyMepalud JINCTOB 3amperiaercs. BHyTpeHHss
OIHCh UMEET CAMOCTOATEIbHYIO HyMEPALIUIO.

JlucTel e, coCTOSAIIMX U3 HECKOJIBKUX TOMOB WJIM YacTed, HyMEpPYIOTCS M0 KaXJI0My TOMY HIIH
YacTH OTJIEIBHO.

®dororpaduu, UEPTEKU, IUATPAMMBI M JAPYyTHE WJUTFOCTPATHBHBIE H  CHeHH(UUECKHe
JIOKYMEHTBI, ITPE/ICTABIISIONINE CAaMOCTOSITENbHBIN JIMCT B Jiesie, HyMEPYIOTCS Ha OOOPOTHON CTOpOHE B
JIEBOM BEPXHEM YTIIy.

Crno’xeHHBIH JIMCT pa3BOpayMBacTCsl U HyMepyeTcs B MpaBoOM BepxHeM yray. [Ipu sTtom numct
mroboro ¢opmara, MOAMWMUTHIA 3a OOUH Kpal, HyMepyeTcs KakK OIHMH JIHCT; JIMCT, CIIOKEHHBIH H
MOJIIIUTHIN 32 CEepeNHY, TOJUICKUT MEePEIINBKE U HyMEpyeTCsl KaK OJIMH JIUCT.

[loamuTeie B €M0 KOHBEPTHI C BIOXKEHHUSIMU HYMEPYIOTCS; MPU STOM BHayaje HyMepyercs
KOHBEPT, a 3aTeM O4YepeTHBIM HOMEPOM KaXKJI0€ BIIO’KEHHE B KOHBEPTE.

[TonmuTeie B JEJI0 JOKYMEHTHI C COOCTBEHHOW HyMepamuel JHUCTOB (BKIIOUasi TCUaTHBIC
U3JIaHUs) MOTYT HYMEpOBaTbCA B OOIIEM MOPSAKE WM COXPAaHATH COOCTBEHHYIO HyMEpalHio, eCii OHa
COOTBETCTBYET MOPSAIKOBOMY PACIIOJNIOKEHHIO JINCTOB B JIENIE.

B cnydasx oOHapyxeHUss OONBIIOTO 4YHCIa OMHOOK B HyMepallud JIMCTOB Jelia B
JICTIOTIPOU3BOJICTBE TMPOBOAUTCA MX TMepeHyMmepauus. [lpu mnepeHymepanuu JIMCTOB CTapble HOMepa
3a4EpKUBAIOTCS OJHOM HAKJIOHHOW YEepTOM M PAIOM CTaBUTCS HOBBIA HOMEpP JIMCTA; B KOHIE Jefia
COCTAaBJISIETCSl HOBAs 3aBEpPUTENIbHASL HAJIIUCh, TIPU ATOM CTapasi 3aBepUTeNIbHAas HAAMMKUCh 3a4€pPKUBACTCH,
HO COXpaHseTCs B Jiee.

Jlist ydaera KoIM4yecTBa JIMCTOB B Jielie M (PUKCAIUU OCOOCHHOCTEH WX HyMEpallMH COCTABJISCTCS
3aBepuTelibHas Haamuch nena. OHa cocTaBiseTcss B JI€Jie Ha OTIEIbHOM JINCTE — 3aBepuUTeNie Jena.
3aBepHTeNbHAs HAIITUCh COCTABIISIETCS IO yCTAaHOBJICHHOM (hopme.

Bce nocnenytoniyie 3MEHEHUsI B COCTaBEe U COCTOSIHUM Jefia (MMOBPEKICHHUSI, 3aMeHa MOJIMHHBIX
JIOKYMEHTOB KOMHSIMU, MPUCOCAMHEHHE HOBBIX JOKYMEHTOB U T.]I.) OTMEYAIOTCS B 3aBEPUTEIILHOU
HAJIMHACH CO CChUIKOM HAa COOTBETCTBYIOIIUMN aKT.

OO6no0XxKa JieN MOCTOSITHHOTO, BpeMeHHOro (cBpimie 10 jieT) XpaHEHUs U MO JUYHOMY COCTaBy
odopMIIIeTCS 10 YCTAaHOBIIGHHOH (hopme.

Ha o0moxKke J1e1 MOCTOSSHHOTO XpaHEHHUsT BBEPXY MPEAyCMaTPUBACTCS MECTO JJIsi HAMMEHOBaHUS
rOCy/IapCTBEHHOI'O apXHBa, B KOTOPBIH OHM OyAyT MeEpelaHbl, a TakKe apXWBHOTO IH(pa B MpaBOM
BEPXHEM U JIECBOM HUKHEM yTJIax.

[Tpu odopmnenun o00xkKK e HauMeHoBaHHe [1Ikonbl yka3bIBaeTCsl OJHOCTHIO 10 yCTaBy, B
UMEHHUTEIILHOM Ta/IeXkKe, COKpaIlleHHOE Ha3BaHHE — B CKOOKax.

OO0s3aTeIbHBIMU PEKBU3UTAMHU OOJIOKKU Jiesia SBIIETCS yKa3aHWE KOJIMYECTBa JIMCTOB B JEIe,
KOTOpOE MPOCTABJISIETCS] HA OCHOBAaHUM 3aBEPUTEIBLHON HAJIIIUCH JI€Ia, U CPOKA XpaHEHU JAeia (Ha JIenax
MOCTOSTHHOTO XPAaHEHUS MUIIETCS: «XPaHUTh MOCTOSHHOY), KOTOPBIN MEPEHOCUTCS Ha OOJOXKKY Jeja U3
HOMEHKJIATyphI TIOCJI€ CBEPKH €T0 M0 CPOKAM XPAHEHHSI B TIEPEUHE.

Jlnst ydera TOKYMEHTOB OIPEICNICHHBIX KaTeropuid JIeJl MOCTOSTHHOTO W BpeMeHHoro (cBbime 10
JIET) XpaHEHUs, y9eT KOTOPBIX BBI3BIBACTCS CHEIM(PUKON JaHHOW NOKYMEHTAIMH (JTUYHBIE Jelia, 0c000
LIEHHBIE), COCTABIISIETCS BHYTPEHHSS OMKUCH TJOKYMEHTOB Jefa.

BHYTpeHHIOI0 OMUCh HEOOXOAMMO TAaKXKE COCTABIATH B JelaX IMOCTOSHHOTO M BPEMEHHOTO
(cBbitie 10 neT) XpaHeHHsI, CGOPMUPOBAHHBIX 110 PA3HOBUIHOCTSIM JOKYMEHTOB, 3aI0OJIOBKM KOTOPBIX HE
pPacKpbIBalOT KOHKPETHOE COJIEpP/KaHUE JOKYMEHTOB.

BHyTpeHHsI1 ONMUCH COCTaBISieTCS HA OTIENBHOM JIHCTE IO YCTaHOBJIEHHOH (opMme, KoTopas
COJICPKUT CBEACHHUS O MOPSIKOBBIX HOMEpAaX JOKYMEHTOB J€jia, UX WHIEKCax, JaTaxX, 3arojioBKax M
HOMEpax JIMCTOB JieJla, Ha KOTOPBIX PACTIONOKEH KaXKIbIi TOKYMEHT.

K BHyTpeHHE# OmucH jiena COCTaBIISIeTCsS UTOTOBAs 3aliCh, B KOTOPOU yKa3bIBaeTCsl MUPpaMu U
MIPOMUCHIO KOJIMYECTBO BKIIIOUEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH OMUCH.

BHyTpeHHsIsT ONUCh TOJIMUCHIBAETCS €€ COCTABUTENIIEM C YKa3aHHEeM JIOJDKHOCTH, TIOJITUCH,
paci@poBKU TOJMUCH U HyMEPYETCs B JIejie OTAEIbHO.
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10.XpaHeHue U YHUUYTOXKEHHE JOKYMEHTOB.

JlokyMeHTBI (Zlena) ¢ MOMEHTa co3AaHusl (MOJy4YeHHs1) WiM (OPMHPOBAHUS XpPAHATCS B
OpraHu3alK JO Nepeaayl ApXUBHOMY YUPEXKICHUIO.

PykoBoauTens 00pa3oBaTesIbHONM OpraHNU3alluy U CIICIMAIbHO Ha3HAYCHHOE JIUIIO (JTUIa) 00sS3aHbI
00ecrneunTh XpaHeHHe JOKYMEHTOB U €.

Jlena MOJDKHBI XPaHUTHCS B BEPTUKAIBHOM IOJIOKEHHM B IIKadax, KOTOpble 3aKpbiBatoTcs. Ha
KOpEIIKax 00JI0KEK A€l YKa3bIBarOTCS HOMepa Jell.

Bbimaya nen BO BpEeMEHHOE TIOJIb30BaHHE pabOTHMKaM 00pa3oBaTelIbHON OpraHU3aliu
OCYILECTBIIICTCSI C YCTHOTO pa3pellleHHs] €ro pyKOBOAWTENA, a APYTUM YUPEXKIEHHSIM - C €ro
IIMCbMEHHOIO pazpemieHus. Ha BpITaHHOE 1€510 COCTaBisETCsl KapTouka - 3aMEHMTENb. B KkapTouke
YKa3bIBalOTCS HOMED JieJia, 3arojOoBOK J€Na, JaTa ero BblJIauH, JIMI0, KOTOPOMY JIeJI0 BBIAAHO, JaTa ero
BO3BpaTa, OAINKCH JIMILI, KOTOPbIE BBIAAIN U IPUHSUIN JEII0.

[TpenocTaBnenue e BO BpEMEHHOE MOJIb30BAHNE OCYILIECTBISETCSA He 00Jiee YeM Ha OJJMH MECHIL.

W3paTHEe NOKYMEHTOB M3 [€jla IIOCTOSIHHOIO XpaHEHMs 3alpeliaercsi. B HCKIIOYUTENbHBIX
cillydasix M3bATHE JOKYMEHTOB JIOIYCKAeTCs C pa3pelieHus pYKOBOAUTENs 00pa30BaTebHOM
OpraHu3aIH ¢ 0053aTeNFHBIM OCTaBJIICHUEM B JIeJIe 3aBEPEHHBIX JOJKHBIM 00pa3oM KOIHi.

[Tocne oxoHuUaHMsI CpOKa XpaHEHHs JTOKYMEHTOB, KOTOpbIE HE IMOJAJEKAaT Ieperadye apXHUBHBIM
YUPEKACHUSAM, JOKYMEHTBI CIIMCHIBAIOTCS KOMHUCCHEW 00pa3oBaTeIbHON OpraHM3allui MO IMPOBEICHHIO
HKCHEPTHU3bI IEHHOCTH JOKYMEHTOB, KOTOPYIO Ha3HayaeT PyKOBOJIUTENb 00pPa30BaTEIbHON OpraHU3aIiHy.
Ha crnircanHy10 JOKyMEHTAIMIO SKCIIEPTHAsI KOMUCCHSI COCTABIISIET COOTBETCTBYIOIINMN aKT.

CriucaHHas JOKyMEHTalUs YHUUYTOXKAETCSL.
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[Tpunoxxenne 1

K METOJIMYECKUM PEKOMEHIAIMSIM 110 BEACHUIO
JIEJIOBOM JOKYMEHTAllMU B TOCYJapCTBEHHBIX U
MYHHIMIAIbHBIX JTOMIKOJIBHBIX 00pa30BaTEIbHBIX U
o01meo0pa3oBaTeNbHBIX Opranu3anusax PecrnyOnuku

Kpbim

IIpumepHas popma KypHaJIa ydyera neyared ¥ IITAMIIOB

00pa3oBaTe/IbLHOI OPraHu3aluu

PesyabTatsl .
HaumeHnoBaHue o OTTHCK neyaTel
HanmeHoBanue €3Kero oM
nojpasaeaeHus, OT1MmeTKka 00 (IuTamMnoB)
ne4yaTu OTtrHuck Hoanucsk, NPOBEPKHU
JOJIKHOCTD YHUUITOXKECHHUH, JJIA
Ne n/m (I]JTaMl'[a), HHULHATOP nevdyaTu YaocTroBepsaomias HaJIN4Ius le/lMe‘laHI/le
noJiyyarejasiu N HOMeEp YHHYTOXKEHUHA,
3aKasa, mramMmna) MmoJiy4eHue, 1aTa neyareu
(l)aMI/I.]'II/Iﬂ aKTa 1 1aTra aaTta
AaTa nNoCTynJieHUs H IITAMIIOB,
nmoJryvyaresis BO3BparTa
aaTa nNpoBEPKU
1 2 3 4 5 6 7 8 9
Ipumepunas ¢popma Knuru/ :kypHaja perucTpanuu npuKa3on
o0pa3oBaTe/IbHOM OPraHU3aIHUN.
I1o ocHOBHOII HeSITEILHOCTH
e Hara Home Cpox OTMmeTKa 00 NCTIOJTHEHNH
. MpHKa3 P Conepxanue HUcnoanurensb (MCIOJIHEHHS
n/n a NpuKa3a
O nposenenun 30.08.2022  [CHsT ¢ KOHTpOIA
25.08. KOMILIEKTOBaHUSA 30.08.22
1 74-0O OUO
2022 MEJAarorn4eCcKux
KaJIpOB
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J:;-)n [ara npuka3za | Homep npukasa Bua npuxaza ®UO corpyrHnka OcHoBaHue
1 [14.10.22 77K Tpuewm KO fil IJ‘(f) 2205ng
ITo xOHTHHIeHTy 00y4aromuxcs
ry; Jara npukasa HI;I(/)II;:;Ea Buja npukasa DU olyuaromerocs OcHoBaHHe
|| 28092022 35-y 3auncieHue dU g:ﬂ;;f)gfoggﬂmeﬂeﬁ
No 46

[Ipunoxenue 2
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K METOJIMYECKHM PEKOMEHAAIMSIM MO BEICHHIO
JeTI0BOM JIOKYMEHTAIIUU B TOCYJaPCTBEHHBIX
MYHHUIUNATBHBIX JOIIKOIBHBIX 00pa30BaTEIbHBIX U
o01meo0pa3oBaTeNbHBIX Opranu3anusax PecrnyOnuku
Kpbim

IIpumepHas popma Knuru/ s;xypHasa perucrpanuu pacnopsizKeHHil
00pa3oBaTeJIbHON OpraHu3amum.

Hdara Homep Cpok ucnosinenusi| Ormerka o0
Ne ni/m Conepxanue KTo moxnmucan
PACHIOPSIKEHUS] | pACIIOPSKeHUSI HCIIOJTHCHUH
®.10. O noesne yuanmxcs Crar ©
1 20.10.22 37-P Ha SKCKYPCHIO 22.10.22 KOHTPOJIS
22.10.22
Ipumepnas ¢popma Kuurn/ s;kypHaJia perucTpauuu nNpoToKoJioB
o0pa3oBaTe/IbHOI OpPraHu3anuu.
Ne i/ Ne mporokosa Jlara ero IToBecTKka aHSA
perucTpauuun

[Tpunoxenue 3
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K METOJIMYECKUM PEKOMEHAAIMSIM 10 BEJACHUIO
I[CHOBOﬁ JOKYMCHTAIIMU B TOCYJAapCTBCHHBIX U
MYHUIIUTNATBHBIX TOMIKOIBHBIX
00pa3oBaTeNbHBIX U 00I11€00Pa30BaTENBHBIX
opranuzanusax Pecnyomuku Kpeim

I[IpumepHas popma perucTpaluOHHOIO )KYPHAJIAa BXOAAIIMX JOKYMEHTOB
00pa30BaTeJIbHON OpPraHu3anun

Jara Pe3oonus nian
Nen/m | moctyminenusi | /lata m HoMep KpaTkoe conep:xanue KOMY HampasJjieH | OTMeTka 00
OKyMeHTa/ OKYMEHTA OKYMEHT HCIIOJTHEHUHU
JOKyMe oKy ’, | KoppecnonaeHnt 0Ky
BXOASIINH HOMep| MPUCBOEHHBII (moanuce,
aBTOPOM YI0CTOBEPAIOIIAA
NoJIy4yeHue)
1 2 3 4 5 6 7
IIpumepHas ¢popma perucTpAUOHHOIO KYPHAJIA UCXOAALIMX JOKYMEHTOB
00pa3oBaTe/IbLHOI OpPraHu3aluu
aTanHoOMe
Perucrpan A P
/laTa o JOKYMEHTa, Ha
Ne HOHHbIN Kparkoe .
OKYMEHT Aapecat KOTOPBIU HcnoyHuTEIb
n/n HOMEPAOK coAep:KaHue
a naercs oTBer
YMEHTa
| 2 3 4 S5 6 7
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[Tpunoxenue 4

K MECTOAUYCCKUM PCKOMCHAAIUAM 10 BEACHUTIO
HCHOBOﬁ AOKYMEHTAIUU B IrOCYJapCTBEHHBIX U

MYHHIIUTIATHHBIX TOMIKOIBHBIX
00pa3zoBaTeNbHBIX M 00IIe00pa30BaTEIbLHBIX
opranuzanusax Pecryonuku Kpbim

IHPUMEPHAA HOMEHKJ/IATYPA JTEJI
OBPA3OBATEJIbBHOU OPI'AHU3AIINHN

Oo0ueo0pa3zoBaTeIbHOE YUpPeKIeHHE

CpoxxpaHneHust
Huaek KoauuecTtBO aena (Toma,
3arosi0BoKI€IA
c e 4acTH) IIpumeyanue
(TomMa,4acTn) .
aeaa (TOMOB) uNecrareiino
Ilepeunio
1 2 3 4 5
01. PykoBoacTBO (KaHUeJASIpUsi)
HopmaTtuBHBIE TpaBOBBIC aKThI
Jlo MuHOBaHUSA
OpPraHOB, OCYIIECTBIISIOLINX
npaBjieHUE B cepe oOpa3oBaHUs HagobrocTn
01-01 yeFHaMeHTI/I LG ’ . «O»cT. 3, m. | 3aBemeHo
p PyIoml «o»cer. 4 TI1
00pa3zoBaTebHbIE OTHOIIEHUSI.
2019
Konuu
ITocTosHHO ITocie 3amMeHEBI
01-02 | YcraB OO
ct. 28 TI1 2019 | HOBBIM
Jlo MuHOBaHUSA
CBUAETENBCTBO O IOCTAHOBKE Ha [Iepexonsmee ¢
01-03 yeT B HasorosoM oprane (MHH) Hazo0HOCTH, | 51
y p ct. 24 TI1 2019
01-04 CBHUIETEIBLCTBO O BHECEHHH 3aITMCH B ITocTosHHO ITepexonsuee ¢
ETPIOJI ct. 24 TI1 2019 [2012
JlokymMeHTHI (0TOBOp, KOHTPAKT,
CBUJIETEJILCTBA) Ha MPaBO 0 JIUKBHUIAIUN
. ) P A Han [Tepexonsmiee ¢
01-05 | omepaTMBHOIO yIHpaBJICHUS OpraHu3aluu
2012
MMYILECTBOM, Ha IPaBO MOJIb30BaHU ct. 93 TI1 2019
3€MEJIbHBIMY4acTKOM
ITocne
MpeKpaIieHus
01-06 JIvuieH3un v NpuIOKEHHUS K HUM > JIer IEUCTBUS
ct. 55 TI12019
JIMIIEH3U N
[Tepexonsuiee ¢
2018
01-07 | CBuueTenbcTBO O TOCYIaPCTBEHHOMN o nuxBugauuu | [lepexoasiee c

aKKpEIUTAIINH

OopraHusaluu,

2018
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ct. 61 TIT1 2019

CaHI/ITapHO-BHI/IHGMI/IOHOFI/I"ICCKOC
3aKJIIOYCHHEC Ha o6pa3013aTenLHy10

5 net, OIIK

Ilepexonsee ¢

01-08 JEATEIIbHOCTh, CAHUTAPHO- or. 429 TI1 2019 | 2018
AIUIEMUOJIOTUYECKOE 3aKIII0UEHUE
Ha MEJUIUHCKYIO JI€ATeIbHOCTh
['ocynapctBennoe/ Hocrosro
01-09 M }}I]Ii[ EIHaJ'ILH ATAH . «Oo»ct. 198
yHuH 0¢ sajanue TIT 2019
OTyYeT O BBIOJIHEHUH [TocTostHHO
01-10 | rocymapcTBeHHOTO/ m. «a»cT. 211
MYHHUIIMTATLHOT03aJaHUS TII 2019
01-11 |[IIporpamma pa3BuTHs HocrosrHo Hepexopamee ¢
POTpaNMa P cr. 193 TI1 2019 | 2020
[TocrosiHHO
01-12 | IIpoTOKOJIBI KOJIETHATBHBIX OPTaHOB . «B»cr. 18 TII
2019
[TIpoTokonsl coBenlaHui npu Hocrosrro
01-13 P B p . «e»ct. 18 TII
JTUPEKTOpE 2019
[TpoTokomnsr 06mmX cobpaHuit Hocrosrro
01-14 P . Hl p 1. «ok»cT. 18 TII
pabOTHUKOB 2019
[Ipuka3sbl 10 OCHOBHOU HocrosrHo
01-15 eI; TeIBHOCTH . «a»ct. 19 TII
A 2019
Kuura/xxypHan perucrpanuu [TocTostHHO
01-16 |npuka3oB MO0 OCHOBHOM 1. «a»ct. 182
JNeSITEIbHOCTH TII 2019
[Ipukaspl MO KOHTUHTEHT Hocrosrro
01-17 | PO y . «arct. 19 TII
yHaom 2019
KHnura/xypHan peructpaniu ITocTostHHO
01-18 | npuKa3oB MO KOHTUHT€HTY 1. «ancT. 182
00yyJaromuxcs TIT 2019
[Tpukasbl/pacnopspKeHUs 1Mo 5 ner
01-19 | aAMUHUCTPATUBHO-XO3UCTBEHHBIM . «o»cT. 19 TII
BOIIPOCaM 2019
Kuura/>xxypHan peructpanuu 5 et
01-20 Z%‘;ﬁ‘{f‘i":ﬁ;ﬁﬁ”‘e’mﬂ 1o I. «Byer. 182
AMPHHCTPATHHO= TI 2019
XO035HCTBEHHOUIEATEITHOCTH
01-21 | JloxanbHble HOpPMATUBHBIE AKTHI 110 ITocTostHHO
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OCHOBHBIM BOIIPOCAM ct. 8 TI1 2019
JIOKyMEHTBI 0 IpoBEpKax (aKThl,
01-22 | copaBku, epenucKa) opraHaMu 10 e
PaBIH, TP P cr. 141 TI 2019
TOCKOHTPOJIS (Ha/130pa)
01-23 HNHCcTpyKIMs 10 ASTOTPOU3BOJICTB Hocrosmmo Hocxe samerr
TPyKH Jlesionp ACTBY ct. 28 TI1 2019 | HOBBIMU
0124 |H ITocTostHHO CrpyKTypHbIX L
- OMEHKJIATypa Je or. 157 TII 2019 | MOApasaeernit
3 roga
01-25 OOpaiueHust rpaxJaH U IMepenucka 5 netOIIK
10 UX PACCMOTPEHHUIO cT. 154 TI1 2019
JKypnai perucrpanyu ooOpamieHui > JIeT
01-26 yP p patl patit . «e»cT. 182
rpwkAan TIT 2019
. Jlo nuKkBHAALIMH
01-27 i(z;);jg]quem BbIJIaYU MeYaTe u S —
ct. 163 TIT 2019
IIpu oTcyrcTBHM
KHHT, )KypPHAJIOB,
01-28 AKTBI YHUYTOXEHUS IeUaTeil u 3 rona OTTHCKOB U
) IITAMIIOB cT. 164 TII 2019 | ciennkosB—mo
JIUKBUIAITAHA
OpraHU3aINH
KypHan perucrpainuy BXOISIIHX > Jet
01-29 pr o po patl St II. «T»CT. 182
FIORYMEHTOR TIT 2019
JKypnan peructpaiuy UCXOASAIINUX > JeT
01-30 yP p patt St . «T»CT. 182
JIOKyMEHTOB TII 2019
N ITocTosiHHO
01-31 [TyOnu4HbIi 1oKIax 0 paboTe MIKOIBI or. 209 TI1 2019
IlocTostHHO
01-32 | OT4eT 0 camooOcIeIOBaHIH or. 209 TII 2019
[TocTostHHO
01-33 | T'omoBotii miaH paOOTHI MITKOJIBI . «a»ct. 198
TIT 2019
Jlo MUHOBaHMUSA
OrnepaTuBHBIE TUTaHBI (KBapTaJIbHBIC,
01-34 MECSYHbIE) paOOThI LIKOJIbI Ha00HOCTH
p : cr. 201 TIT 2019
01-35 |[<.>

02. Ob0pa3oBaresibHas 1eATEJIbHOCTH

02-01

O06pa3oBarenbHble TPOTpaMMbl

Jlo 3aMeHBbI

[Tepexonsmee ¢
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IIKOJIBI 10 YPOBHSM OOILET0

HOBBIMHU

2017 roma
00pazoBaHMs ct. 271 [IMIT a
Jlo 3aMeHBbI
JononuuTenbHbIe 00pa3oBaTeIbHbIC [Tepexonsiee ¢
02-02 MPOTPaMMBI HOBBIMH 2020 roma
Porp cr. 271 TIMII A
IIpoTokomnsl 3acenaHuii ITocTostHHO
02-03 IIEeIarornueckoro CoOBeTa " . «a»et. 18 TII
JIOKYMEHTBI K HUM 2019
02-04 KHnura yyera npoTokosioB 10 ner
IEeNarornueckoro CoOBeTa cT. 335 IIMII
02-05 JIOKyMEHTBI 110 aHATU3y U KOHTPOJIIO [TocTostHHO,
00pa30oBaTeNbHON IEeATENbHOCTH ct. 316 IIMII
IIpoTokossl 3ace1aHnii coBeTa
02-06 poaureneit (pOaUTEIbCKOTO [TocTostHHO,
KOMUTETA) U TIOKyMEHTHI (CIIPaBKH, cT. 324 TIMII
JIOKJIaJpl, UHGOPMAIIUH) K HUM
ITocTostHHO, ecln
02-07 [TpoToxosbl 3acenannii 3romga IIKOJIa CHAET
HK3aMEHAlMOHHBIX KOMUCCHU cT. 326 IIMII | nOKyMEeHTHI Ha
rocxpaHue
02-08 WNudopmarnus, cBeeHus o padbote 3 rona
TPYIII IPOJJIEHHOTO JTHS ct. 312 TIMII
02-09 Knura yuera Beigaun menanei 50 met
yYanuMcest KO ct. 319 [IMII
Knwura ydera 6;1aHKOB 1 BbIAaun
0n-10 |@TTecTaros (peructpanuu u 50 ner
BBIJIAHHBIX JOKYMEHTOB 00 cT. 322 IIMII
o0pa3oBaHUM)
02-11 Knura ydera BbI1au MOXBaJIbHBIX 50 net
JIMCTOB Y MOXBAJIBHBIX IPAMOT ct. 320 TIMII
ITocTostHO, ecin
JloxymeHTsI (IJ1aHbl, JOKIaAHbIE
02-12 | 3amucku, nepenucka) o MpoBeIeHUU 3 roxa Lo caact
’ ct. 321 IIMII | mOKyMeHTHI Ha
OTKPBITBIX YPOKOB
rocxpaHue
[TpoTOKOIIBI POIUTENBCKUX COOpaHUiA 5 er
02-13 |1 TOKYMEHTHI K HUM (CIIpaBKH
HOKY (cipast, cr. 324 TIMIT
JIOKJIaJ1bl, UHOPMAIUH)
3 roga
02-14 | OTuetsl 0 paboTe coOBETa pOUTENEH
P pon cr. 325 TIMIT
02-15 AndaBuTHasI KHUTA 3aITUCH 50 ner
o0yyaroumxcst cT. 329 [IMII
02-16 | JInunble aena oOyyaroUMXcs 3 rona [Tocne
ct. 330 [IMII | okOoHYaHUH
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IIKOJIBI U TPU
BBIOBITHH B

JPYTYIO LIKOJTY

1 ron
02-17 | Dk3aMeHaIMOHHBIE OMIICTHI
B or. 503 TTMIT
DK3aMeHaIMOHHBIE PaOOTHI 1 rox ITocne cnpaum
02-18
00ydJaronmxcst cT. 506 IIMII | >K3amMeHOB
N3bsaTeie U3
. | KmaccHBIX
B snextponnoi
JKYpHAJIOB
Kinaccueie xypHab (opme na mucke CBOJHBIE
02-19 — 5 ner
(37IeKTPOHHBIE) BEJIOMOCTH
CIIEBAEMOCTH —
cr.331 1IMIT |
HE MeHee 25 neT
Kypnain ydera nponyuieHHbIX U 5 ner
02-20
3aMEIICHHBIXYPOKOB ct. 337 [IMII
Kypnau 3ansaTuit no 5 ner
02-21
JOTIOTHUTETFHOMY 00pa30BaHHUIO cT. 493 [IMII
02-22 | XKypHau rpynnsl IpoAJ€HHOTO THS > net
cT. 333 [IMII
02-23 |<.>
03. Bociurare/ibHas 1eSITeJIbHOCTh
[1nanpl BocIUTATENBHBIX 3 rona
03-01 .
MEPOIPUATHN U JOKYMEHTHI K HUM ct. 194 TI1 2019
Ilepenucka 1o Bonpocam
03-02 | npodopueHTaIIIN TTIOBOTO 3 roxa
b > DY, cT. 345 TIMIT
00y4YeHUS U BOCITUTaHUS
ITepenucka ¢ opraHaMu CUCTEMBI
03-03 |m (I))(lmnaKTHKI/Ip6e3Ha 30PHOCTH > zer, STIK
P 0P cr. 70 TII 2019
HECOBEPIICHHOJIETHUX
ITocTostHHO, ecin
JlokyMeHTBI 00 opraHu3anuu u 10 ner LIKOJIA CIAeT
03-04 .
pabote nmarepeit cT. 478 [IMII | noKyMeHThI Ha
rocxpaHue
JIoKyMEHTBI O TIPOBEICHUN
OJIMMITUAJT, BUKTOPHH IO Y4eOHBIM
npeaMeTaM, CMOTPOB, KOHKYPCOB Jlo MuHOBaHHS
03-05 xp g)KeCTBéHHOF(I)) TéXHHqgg:coro u Hagobuoctn
YA : cr. 383 TIMII
JIPYTUX BUIOB TBOPUYECTBA
IIKOJIbHUKOB
03-06 | JIoKyMEeHTBI O BBICTaBKaXx JIETCKOTO Jlo MuHOBaHUS

XYOOXKCCTBCHHOI'O U TCXHUYCCKOT'O

HagoOHOCTH
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TBOpYECTBA cT. 384 [IMII
ITocTostHHO, ecln
OtueTsl, nHDOpMAIUK 0 paboTe
03-07 | oO1IECTBEHHBIX YUEHUYECKUX 10 zier HIKoJIa cact
. ct. 388 IIMII | nOKyMeHTHI Ha
OpraHu3aINK
roCXpaHue
03-08 <.>
04. MeToauueckas JefTEJLHOCTD
IlocTosHHO,
04-01 ITonosxeHne 0 METOAUUECKOM COBETE m.«anct. 34 TI1
2019
[Tonoxenus o0 yueOHO- ITocrosiHHO,
04-02 METOINYECKNX OOBEIUHEHUSIX, m.«a»cT. 34 TII
pabouux rpymnmax 2019
[TpoToxosbl 3acenannii
METOJIUIECKOTO COBETA U JOKYMEHTBI HocrosmHo,
04-03 m.«m»eT. 18 TI1T
(cipaBKH, AOKIIAIbI, HHOPMAIIHH) K 2019
HUM
I'omoBoii mian paboTEI > net, ITIK
04-04 Mefo I/I'—IGCKOl"OpCOBeTa er. 200
A TIT1 2019
AHamu3 pe3yiIbTaTOB METOIUIECKON ITo
04-05 a00TBI ;[:))6 Zl:sOBaTeJILHofI : > siet, JTIK OIIEPATUBHELIM
p p cr. 46 TI1 2019 | 7P
OpraHHU3aIiH BOMpOCaM - 5 JieT
04-06 |<.>

05. KagpoBoe o0ecnieueHue

HpI/ICJ'IaHHBIe JIIA
CBCICHUA— 0

05-01 KonnekTuBHbII 0TOBO Hocrosrro MHHOBaHHUS
HOTOBOP cr. 386 TIT 2019
HaJ00HOCTH
ITocne
JIoKyMeHTBI 0 IpOBEpKax HCTEYECHUS CPOKa
05-02 | BBIMOJTHEHUS YCIOBUIA 3 roa JIEUCTBUSA
ct. 389 TIT 2019
KOJUIEKTUBHOI'O JJOTOBOpa KOJUIEKTUBHOT'O
JI0TOBOpa
05-03 IIpaBrna BHyTpPEHHETO TPYAOBOTO [TocTostHHO
pacrnopska cT. 394 TI1 2019
05-04 [IItaTHOE pacniMcaHue U U3MEHEHHUS K [TocTostHHO
HEMY cT.40 TIT 2019
05-05 [IITaTHBIE pacCTaHOBKHU (IITATHO- 50/75 ner
CITMCOYHBIN COCTaB PAOOTHUKOB) ct. 42 TIT 2019
05-06 | JlomKHOCTHBIE HHCTPYKIIMH 50/75 ner
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pabOTHUKOB

cT. 443 TI1 2019

ITpuka3el 10 JIMYHOMYCOCTaBY
(mpuem, nepemelnieHue, COBMEUICHHE,

HepeBo/l, yBOJIbHEHHE, aTTeCTaLus, 50/75 et DIIK
05.07 |/OmOIHHTENbHOE npodeccHoHaTbHOE I «ancr. 434
oOpa3oBaHue, U3MEHEHNE (paMUIIIH, ‘TH ) 0'1 9
MOOIIPEHNS], HarPaXKICHHSI, OTITyCKa
10 yXO0[y 3a peOeHKOM, OTIycKa 6e3
COXpaHeHUs 3apa00THOM TIJIATHI)
[Tprka3bl OpraHu3anyy mo JMYHOMY
COCTaBY (€KEeroJHble OIIauBaeMble KOOGM(;T{H}I]/ICI;a;ZaX
OTITyCKa, OTITyCKa B CBSI3U C AHD
oOydeHueM, J1exKypcTBax > net paboTHUKOE ¢
05-08 HeCBSIBaHHI:IX c OCHOBHOﬁ’ M. «O»-«T»CT. | BPEIHBIMU U
(mpounpHOI) NeATeTbHOCTBIO, O 434 TI 2019 ;IZJJIIISL;:;;HHMH
ﬁgl;f[:;};{faf;omax U CITy>KEOHBIX Tpysia— 50/75 et
05-09 IIpukassl 110 TMYHOMY COCTaBY . «i[igfa 434
(IMCIUTUIMHAPHBIC B3BICKAHWS) TII 2019
O exerogHo
OTJIaUYMBACMBbIX
OTITyCKaXx,
OTITyCKax B
CBSI3H C
05-10 KHura/xypHain peructpanuu 51(1)/1%5::3; 3113;[2K o0yueHueM,
MPUKA30B 10 JUYHOMY COCTaBY) ' ‘ JIeXKYpPCTBAX,
TII 2019
HECBSI3aHHBIX C
OCHOBHOM
(mpounbHOIN)
NeSITeTbHOCTHIO—
5 et
A 30775 ser MK
05-11 ’ . «O»er. 463
KapTOUYeK, TPYIOBBIX JTOTOBOPOB
(cimy>keOHBIX KOHTPAKTOB) I 2019
50/75 net DIIK | [Tepexomsiiee ¢
05-12 Jlnuneie nena pabOTHUKOB c1. 445 TIT 2019 | 2021 rona
TpyaoBbie TOTOBOPHI, CITyKEeOHbIE %
05-13 | KOHTpaKThI, coraameHus 00 nux S0/75 zer STIK
cT. 435 TI1 2019
WU3MEHEHUH, PAaCTOPKEHUU
05-14 YBepomIteHusl, IPeyTpeKACHNUS, 3 rona
paboTHHKOB(aM) paboTogarenem ct. 436 TIT1 2019
05-15 JInuHble KApPTOUKU paOOTHHUKOB (. 50/75 ner OIIK | Ilepexonsiee ¢

T-2)

cT. 444 TI1 2019

202 roma
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[lognuHHBIC TMYHEIE JAOKYMCHTBI

Ho
05-16 Sf;};é{:;:; KHIDKKA, TUIIJIOMBI, BOCTPEGOBAHM. HCEOSC(")F/};GS6OB21>I:H
, YIOCTOBEpEHHU, or. 449 TI2019 | P JIeT
CBHJICTEILCTBA)
Knura yuera nBrxeHHs TPYAOBBIX S0/75 e
05-17 KHIDKEK WM BKJIAJIBIIICH B HUX m. «BYCT. 463
«B»TII 2019
ITocae
HCTEYCHHS CpOKa
JIehcTBHs
COrJacHs WiIn
Cornacust Ha 00paboOTKy 3 rona €ro OT3bIBa, €CIIH
05-18
MEPCOHAJIBHBIX JAHHBIX cT. 441 TII 2019 | uHOE HE
PETYyCMOTPEHO
beneparbHBIM3a
KOHOM,
JIOTOBOPOM
JlokyMeHTBI 00 OCBOOOKICHUH OT
05.19 | YTUIATBI HAJIOTOB, IPEJIOCTABICHIN 5 et
JILIOT, OTCPOYEK YIUIAThl UM OTKA3e ct. 304 TII 2019
B Hell o Haytoram, coopam
IIpoTokonsl 3acenaHuii, HOCTAaHOBIIE
05-20 HI/I;)SI U JIpyTHe )IOIiIYMeHTI)I 10 et STTK
. ct. 485 TI1 2019
aTTeCTAallMOHHBIX KOMUCCUH
JIOKyMEHTBI 110 aTTeCTaluH,
05-21 OTpeIeTICHUIO MPOPECCUOHATBHBIX 1 > nIeT
ct. 484 TI1 2019
JUYHOCTHBIX KaueCTB PaOOTHHUKOB
JIOKyMEHTBI O IPOXOKICHUN
HE3aBUCHUMOM
OIICHKUKBATU(UKAITUUPAOOTHUKOBHIT
05-22 50105000 > JIeT
’ ct. 488 TI1 2019
MPETCHIYIOMUXHAOCYIIECTBICHUEOTT
PEeACIIEHHOTOBUIATPY A0BOUIEATEIbH
OCTH
05-23 | I'paduku npoBeaeHMs aTTeCTallMH 1 ron
ct. 490 TII 2019
OKYMEHTBI O IIEPEIOATOTOBKE U
05-24 fILOBIiHIeHHH KBaJ'lI)I/I(l)I/IiaIII/H/I S ater SHK
ct. 491 TII 2019
MEPEToArOTOBKE pAOOTHUKOB
[lepenucka mo arrecTanuy,
05-25 MEePENOArOTOBKE U MOBBIIICHUN 3rona
ct. 499 TI1 2019
KBaJM(pHUKALUU PaOOTHUKOB
05-26 [Tnan noBeImeHUsT KBATU(DUKATII 5 mer
MeIarorn4eckux paboTHUKOB cT. 482 TI12019
05-27 | JloKyMeHTBI O MPEACTABICHUH K S mer
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HarpaxJaeHuI0 pabOTHUKOB
(mpexacraBneHus, X01aTalCTBa,
XapaKTEPUCTHUKH, BBIITUCKU U3
pelieHui u p.)

ct. 500 TII 2019

3 rona
05-28 | I'paduk oTmycKoB or. 453 TII 2019
05-29 TapudukanroHHbIE CITUCKH 50/75 ner
(BemomMocTH) pabOOTHHUKOB ct. 400 TIT 2019
05-30 OT4eTsl paOOTHUKOB O 5 nmet DIIK
KOMaHIUPOBKaxX cT. 452 TI1 2019
JIOKyMEeHTBI BEJIEHUIO BOMHCKOTO
05.3] |Yyderan OpOHHPOBAHUIO TPAXK/IaH, 5 ner
npeObIBaONINX B 3amnace (IJIaHbl, cT. 457 TI1 2019
OTYETHI)
JIOKYMEHTBI BEIEHUIO BOMHCKOTO
05.3p |Yyderan OpOHUPOBAHUIO TPAK/IAH, 5 mer [Tocne cusaTHS C©
npeOBIBAIOIMX B 3arace (KapTouKH, cT. 458 TII 2019 | yuera
JIUCTKH, TIOBECTKH)
KypHnan (kHura) npoBepox
05.33 | COCTOSHMS BOMHCKOTO yHeTa 1 5 ner
OpOHUPOBaHUS TPaXIaH, ct. 459 TIT 2019
MpeOBIBAIOIINX B 3amace
KypHan ydeTa Ju1l, HOAJIEkKaIUX > et
05-34 s ZII; « 13[, - 1 oA t . «e»cT. 463
OUHCKOMY yHety TIT 2019
3asiBKU O MMOTPEOHOCTH B
05-35 | npuBIEYEHNN MHOCTPAHHBIX L ron
ct. 377 TI1 2019
pabOTHUKOB
3asiBiieHns: paOOTHUKOB O BbIJIaue
05-36 | IOKyMEHTOB, CBSI3aHHBIX C pabOTOM Lron
. ’ cT. 451 TI1 2019
U X KOTTUH
05-37 |<.>
06. Byxranrepckuii y4eT H 0T4eTHOCTh
[Tonoxxenue o0 orate a Hocrostro [Tocne 3ame
06-01 JTOHCHHUC OO OMIATE TPy 1 I «@»cT. 204TIT | O 7He SaMEHET
PEMUPOBAHUU PAOOTHUKOB 2019 HOBBIMU
['omoBoii mian puUHAHCOBO- Hocrosmso
06-02 xoilﬁCTBeHHoﬁ EATEINBbHOCTH . «@ct. 247
ASTER TI 2019
OT4eThI O BHINOJIHEHUH TIAHOB
(MHAHCOBO-X035IICTBEHHON Hocrosirro
06-03 eSTCIEHOCTIL ODIAHM3a . «a»cT. 272
JeSITeIbHOCTH OpraHU3aIiu. TII 2019

T'onoBrie
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OT4eThl O BEIIIOJHEHUH IJIaHOB

(MHAHCOBO-X03UCTBEHHOU > net
06-04 eSITeJIbHOCTH OpraHu3aluu . «oyer. 272
A p HHH: TIT 2019
KBapranbHbie
JloKkyMeHTBI 0 TpOBEpKax (aKThI,
06-05 | cnpaBkwu, nepenrcka) GUHAHCOBO- > JIet
. . cr. 282 TIT 2019
XO3SIMCTBEHHON JIEITSILHOCTH
06-06 |T'omoBas Oyxramrepckasi OTYCTHOCTD Hocrosuno
YATETED cr. 268 TIT 2019
5 et
06-07 |T'omoBas OrOKETHAsE OTYCTHOCTD II. «a»CT. 269
TIT 2019
ITpoMexyTouHbIe OyXTraaTepcKue > net Hpw otcyrersin
06-08 R TI:{ OTEL y Y P II. «<O»CT. 269 | rOIOBBIX—
TII 2019 IIOCTOSTHHO
Jlist romoBoit
AyJIuTOpCKHE 3aKIIIOUEHUS 10 5 et OyxranTepckoit
06-09 .
OyXTanTepCcKOi OTYETHOCTH ct. 286 TII 2019 | oTyeTHOCTH -
IMOCTOSHHO
06-10 ['ooBbI€ U KBapTAJIbHBIE PACUETHI 110 50/75 ner®
CTpPaxoBbIM B3HOCAM ct. 308 TIT 2019
50/75 nerdIIK?
06-11 JIuueBwie cueTa paOOTHHKOB
B P cr. 296 TI1 2019
JIOKyMEHTBI O TIOJTyYeHUH
3apabOTHOM TJIaThI (CBOJHBIC 6 et [Ipu orcyTcTBUN
06-12 | pacueTHbI€ (pacUeTHO-IIIIATEKHBIC) JIUTEBBIX CUETOB
ct. 295 TIT1 2019
BEJOMOCTH, paCYETHBIE JIUCTHI, - 50/75 net
JIOBEPEHHOCTH)
JloKyMeHTHI (KOTIMH OTYETOB,
3asBIICHUS, CIIUCKH PaOOTHUKOB,
CITPaBKH, BBIMMUCKHU U3 MTPOTOKOJIOB,
06-13 3aKJIFOYEHUS], IEPETHCKA) O BBIIJIATE > JIeT
. cr. 298 TIT 2019
IMOCOOMH, OIIJIaTe JUCTKOB
HETPYAOCTIOCOOHOCTH, MaTePHATLHOM
ITOMOIIH
IIpuorcyrcrBun
JIUIIEBBIX CUCTOB
WUJIM BEAOMOCTEH
CrpaBku 0 10X0JaX U CyMMax 5 et
06-14 HAYHCIICHUS
Hajora (U3NIECKUX JIUIL ct. 312 TIT 2019 .
3apaboTHOIM
matel— 50/75
JIeT
HcromHUTEeIbHBIC IUCTHI 110 5 ner IIocme
06-15 .
yACp)KaHUIO W3 3apaO0O0THOM TLIaThI cT. 299 TII 2019 | ucnonuenus
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IIpu TsKENBIX,

BpPEHBIX U
06-16 TaGenu 1 )KypHaJbl yueTa paboyero 5 ner ONACHEIX
BpEMEHU ct. 402 TIT 2019
YCIIOBUSIX TPYJa—
50/75 ner
Hanorossle nexknapannu (pacyeTsl) 5 ner OIIK
06-17
110 BCEM BHUJIaM HAJIOTOB ct. 310 TIT 2019
06-18 JlokyMeHThI 00 HHBEHTapHU3aluu 5 ner
aKTHBOB cr. 321 TIT1 2019
[Ipu ycnoBuu
JlokyMeHTBI 00 MHBEHTapHU3aLU1 5 ner
06-19 . IPOBECHUS
TOBAPHO-MATEPUAIbHBIX LIECHHOCTEN ct. 321 TIT1 2019
MIPOBEPKU
[Tocne BHIOBITHS
JIOKYMEHTBI 0 IEPEOLIEHKE OCHOBHBIX
(boHI0B, OIIpeIeIeHNH aMOPTU3allUN 5 ner OCHOBHBIX
06-20 ’ CPEICTB U
OCHOBHBIX CPEJCTB, OLICHKE ct. 323 TIT1 2019
HEMaTepHalbHBIX
CTOUMOCTH MMYIIIECTBA
aKTHBOB
ITocne
. YBOJIbHEHUS
06-21 JloroBopbl 0 MaTepuaIbLHON 5 mer MATEDHAILHO
OTBETCTBEHHOCTH ct. 279 TIT 2019 P
OTBETCTBEHHOTO
auna
JloroBops!I Irpax/1aHCKO-IIPaBOBOI0
XapakTepa O BbIIOJIHEHUH paboT,
OKa3aHUU YCIYT PU3NICCKUMU 50/75 ner’
06-22
JIMIIAMH, aKThl CJAYU-TTPUEMKHU ct. 301 TITI 2019
BBITIOJTHCHHBIX PaboT, OKa3aHHBIX
yCIIyT
ITocne
06-23 JIoroBOpBI ¢ pOAUTENIMHU 5 ner OIIK UCTEUYEHHUS CPOKa
(3aKOHHBIMH TIPEICTABUTEIISIMH ) ct. 11 TIT 2019 | neiicTBust
JI0TOBOpa
06-24 | JIOKyMEHTbI Y4ETHOU MOJUTUKH > ner Hocne samert
Y Y ct. 267 TIT 2019 | HOBBIMHU
[lepBuyHBIC YUETHBIC TOKYMEHTHI U
P Y FIOKY [Ipu ycinoBun
CBSI3aHHBIE C HUMH OIpaBJaTeIbHbIC
MIPOBECHUS
JIOKYMEHTHI (KaCCOBBIC JOKYMEHTHI U
MIPOBEPKU; TIPU
KHUTH, 0AHKOBCKHE JOKYMEHTHI,
BO3HUKHOBEHUU
KOPEIIKH JCHEKHBIX YEKOBBIX
06-25 | kHUXKEK, opaepa, Tabenu, H3BEIICHUS > net CTIopOB,
» OPACP, ’ ct. 277 TII 2019 | pa3znornacuii
0aHKOB U NEPEBOHbIE TPEOOBaHMS,
COXPAHSIOTCS J10
aKTbl O IPUEME, CAa4Y€ U CIIUCAHUU
PUHATHUS
MMYILECTBA U MaTEPHAJIOB,
pelieHus o
KBUTAHIMU, HAKJIQHbIE, AaBAHCOBbBIE e
OTYETHI, IEPENUCKA) Y
06-26 |Ilepeuenp aul, UMEIOIUX MPABO 5 mer ITocne 3amenbl
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MNOAMNUCH IICPBUYHBIX YUCTHBIX

ct. 280 TII 2019 | HOBBIMHU
JIOKyMEHTOB
ITocne
06-27 JIoKyMEHTBI O B3aMMHBIX pacuerax u 5 mer HpOBECH
nepepacyerax cT. 264 TII 2019
B3auMoOpacuera
5 et
06-28 Knura ydera noBepeHHocTteit . «I»CT. 292
TIT 2019
5 et
06-29 | Cuera-aktypsl or. 317 TI1 2019
Jo nukBuaanuu
) OpraHu3aIuu
06-30 | KypHas yyeTa OCHOBHBIX CPEICTB 1L «ancr. 329
TIT 2019
JKypnai ydyeta MaTepuaabHbIX > JeT
06-31 eZI{I})IOCTeyﬁ 1A UHOTO EIM €CTBa m. «byer. 329
. Y TIT 2019
ITocne ciucanus
06-32 Knura ydera npuxo1HO-pacxoaHbIX 5 mer MaTepHATHHbIX
MaTepHanoB, 000py10BaHUsS cr. 526 TI1 2019 N
[IEHHOCTEH
06-33 [TomoxxeHune o 3aKyIKe TOBapOB, [TocTostHHO
pabort, yciyr cT. 217 TI1 2019
3 roma
06-34 | ILman-rpaduk 3aKynox or. 218 TII 2019
3 roma
06-35 | JlokyMEHTHI O 3aKyIIKaM cT. 219-223 TII
2019
ITocne
5 et OIIK HCTEUCHHS CPOKa
06-36 MyHuUIMna bHbIe KOHTPAKTHI or. 224 TI1 2019 | neficrams
KOHTpaKTa
06-37 [Tepenucka 1Mo oCymiecTBICHUIO 3 rona
3aKYIIOK JJISI HYKJI OpraHu3aluu ct. 229 TIT 2019
06-38 KypHan peructpanuu 3asiBOK Ha 3 rona
y4acTHE B 3aKyIIKax cT. 227 TI1 2019
06-39 [Tepenucka mo Bonmpocam OKa3aHUs 5 met OIIK
IUIATHBIX YCIIYT cT. 290 TII 2019
JIOKyMEHTBI O TIOCTaBKE MaTEepHaJIOB
06-40 | (cbIpbsi), 00OpYAOBAHUS U APYTOH 3 roxa
’ ct. 511 TIT 2019
MIPOTYKITUH
06-41 [Ipuemo-ciaTouHbIe aKThl, 15 ner

COCTaBJICHHBIC ITPHU CMCHE
JOJDKHOCTHBIX, OTBECTCTBCHHBIX,

cT. 44 TI1 2019
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MaTCpHUAIIbHO-OTBCTCTBCHHBIX JINI]

06-42 |<.>

07. budanorexka

ITocTossHHO
07-01 ITonoxenue o OMOINOTEKE . «anct. 33 TII
2019
WuBenTapHas KHUra, anaBUTHBIN [TocTostHHO

07-02
Kartajor

ct. 330 TII 2019

JIOKyMeHTBI yueTa MaTepHaloB
07-03 | cnpaBOYHO-MH(POPMAITUOHHOTO
donna, OubIUOTEKN

JlonmukBH AN
OnOINOTEKHU
ct. 366 TI1 2019

ITocie
07-04 AKTBI CTIUCaHUSI KHUTH 5 ner creyromeii
MEPUOANYECKUX U3TaHUI ct. 365 TI1 2019
MIPOBEPKHU
ros | onomoer
DOBECHII » APMAPOIE, ct. 368 TIT 2019
MpEe3eHTAIUN
07-06 |<.>
08. Apxus
IMonoxenue 00 apxuse, 00 Hoctosro
08-01 312;11(; fHoz ;’OMECCHI:’ © 1. «a»ct. 33 TII
p 2019
08-02 YueTHBI KYMEHTHI apXHBa Hocrosmo
- CTHDIC HOKYMCHTBL ap cr. 171 TIT 2019
ITocTostHHO HeyTBepkIeHHBI
08-03 Onucu 1en NoCTOSTHHOTO XpaHEeHUs . «a»cT. 172 | e~10 MUHOBaHHUS
TII 2019 Hag00HOCTH
HeyTBepxneHHbI
50/75 ner SI,GCOFJ'IaCOBaHHBI
08-04 | Omnwucu fen no JUYHOMY COCTaBY . «o»cr. 172 e 10
TIT 2019 A
MHUHOBaHUS
HAJ00HOCTH
Ornucu nen BpemeHHoro (cBaiie 10 3 rofia Hocne
08-05 fet) X :HeHIfH I. «B»CT. 172 | yHUUTOXKEHUSA
p TII2019 | n;en
08-06 JIoKyMeHTBI yueTa BbIIauu JIedl, 3romga ITocne
JIOKYMEHTOB BO BPEMEHHOE ct. 175 TIT 2019 | BO3BpalieHus
[IOJIb30BAHUE JIOKyMEHTOB.
Jlst akToB
BBIJA4YX I BO
BPEMEHHOE

IIOJIB30BaHHUC
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JIPYTHM
OpTaHU3AIMSIM -
5 et
Ilocne
BO3BpAIICHUS
JIOKyMEHTOB.
[Tpu
JIOKyMEHTBI BBIEMKH JEJ1, 3 rona HEBO3BpAILIEHUN
08-07
JIOKYMEHTOB ct. 176 TII 2019 | - mpoTOKOIIEBI,
AKTBI
BKJTFOYAIOTCS B
neno ¢poHpa -
MTOCTOSTHHO
Komnuu apXxuBHBIX CIIPaBOK,
BBIJIAHHBIC T10 3aIIPOCaM TPaXK]IaH, 5 net DIIK
08-08
JIOKYMEHTBI K HUM (3asIBJICHUS], ct. 178 TIT 2019
3aIpoChl, CIIPaBKU, IEPENNCKa)
Kypnansl, 6a3bl JaHHBIX ydeTa 5 et
08-09 | BpIIauM apXMUBHBIX CIIPABOK, KOIUH, or. 177 TI1 2019
BBIMKCOK U3 TOKYMEHTOB
JloroBopsl (coramenus) ¢
APXUBHBIMH YUPEKICHUSIMHU, HHBIMU [locne
08-10 | OPraHH3alMiIMK O B3aUMOJICUCTBUHU 5 ner OIIK HCTEUYCHHUS CPOKa
COTPYIHHYECTBE B ct. 179 TII 2019 | neiicTBus
chepe apXuUBHOTO J1e7a U JI0OTOBOpa
JIeJI0TPOU3BOJICTBA
08-11 [<.>
09. MequuuHCKOe 00CIYKMBAHUE
[TocTosHHO®
09-01 | IlonoxeHue o MEAULIMHCKOM OJIOKE . «a»ct. 33 TII
2019
09-02 | MenuuuHCKHE KapThl 00ydaromuXxcs > net
cT. 441 [IMII
3aKITIOYUTENbHBI
€ aKThI
MEIUIIUHCKHUX
OCMOTpOB
pabOTHUKOB,
09-03 JIOKyMEHTBI 0 MEAUIIMHCKUX 3 rona BITTONHSIOMIIX
0CMOTpax ct. 635 TIT 2019
paboThI ¢
BpPEIHBIMH,
OMacCHBIMU
YCIIOBUSIMU
tpyaa— 50/75 ner
09-04 | loroBop o uHAHCOBOM 5 mer ITocne

obecrneueHnr 00A3aTEIILHOIO

cT. 627 TI1 2019

HCTCUCHUA CPOKa
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MEIUIMHCKOTO CTPaxOBaHUs ACHCTBHUS
A P JIOTOBOpPA
09-05 JIOKyMEHTBI 0 MEIUITTHCKOM 5 ner
00CTyKUBAaHUU cT. 369 [IMII
09-06 |[<.>
10. ITnmxed10K
[TocrosiHHO

[Tonoxenue 06 opraHu3anuu

10-01 . «a»ct. 33 TII

MUTaHUS 00YYaAOIIUXCS TITKOJTBI
2019
[Tonoxenue o OpakepaxHOM Hocrosxso

10-02 . PaKep . «a»ct. 33 TII

KOMMCCHH IIKOJIBI
2019

10-03 Otuetsl, HQOPMALIUH, CIIPABKH 00 1 rox
OpraHu3aliy TUTAHUS cT. 362 IIMII

10-04 VY TBepKI€HHBIE HOPMBI IUTAHUS JJIS1 JI3H
ITKOJILHUKOB (MEHIO) ct. 839 IIMII
JlokyMeHTHI (cepTuduKaThl, aKThl,

10-05 | pexmamariuu, 3aKJIFOUCHHUS, CTIPABKH) > zieT

’ ’ ct. 513 TIT 2019
0 Ka4eCTBE ChIPbS

10-06 HaxonurenbHast BE1OMOCTD 10 5 nmer
pacxony MpOJTyKTOB MUTAHUS ct. 276 TI1 2019
AKTBI 110 Opakepaxy, OpakOBOYHbIE

10-07 | A3BCILCHNA, neheKTHBIC BETOMOCTH 3 roga
Y TIEpenucKa 0 BEIOpAKOBKE ct. 787 IIMII
MIPOTYKITUH

10-08 ’KypHan noctaBku NUIEBON 3 roga
IPOAYKIHMH ct. 787 TI1 2019

1 rox

10-09 KoMimekToBOYHEIE BEJOMOCTH or. 512 TI1 2019
JloxyMeHTHI (pactiopsKEeHUS,

10-10 TpeOoBaHUs, HaKJIaHbIE) 00 OTITyCKe 5 ner
TOBApOB CO CKIIAJIOB U OTIPYy3KeE ct. 518 TIT 2019
MPOIYKIIHH
XKypnane! 6pakepaka MUIEBHIX

10-11 MPOAYKTOB U KYJIMHAPHOU L rox

ct. 967 IIMII
MIPOTYKITUH
Kypnaun ydeTa TemMnepaTypHOTro
10-12 pexrMa B XOJOAUIbHOM I ron
cT. 967 IIMII
o0opynoBaHnu (Ha TUIIEOIOKE)
Kypnain npoenenus
10-13 BUTaMUHU3ALUU TPETHUX U CIAJKUX I rox
cT. 967 I[IMII

OJIrO 1
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10-14 | TexHONMOTHYECKHE KAPTHI Jlo samens! [Tepexonsuue ¢
HOBBIMU
2019 roga
10-15 I'urueHnyeckuil xxypHai 1 ron
(coTpyTHUKH) cT. 967 IIMII
Kyphnan ydyera remneparypsl U
10-16 BJIA)KHOCTH B CKJIAJCKUX 1 ron
cT. 967 IIMII
MIOMEILEHUIX
10-17  |<.>
11. Be3onacHocTh
Ilocne
11-01 | ITacmopT 6e30macHOCTH IIKOJIbI > net aKTyaJIu3aluu
cT. 594 TII1 2019
nacrnopra
ITocne
UCTEUEHUS CpPOKa
JloroBopsl Ha OKa3aHUE OXPaHHBIX 5 ner ACHCTBHA
11-02 yCayT ct. 580 TII 2019 | AOTOBOPa, HOCe
MpeKpaIieHHs
0053aTeIbCTB 11O
JIOTOBOPY
JloKyMeHTHI (ITPOTOKOJIBI, aKThI,
CIIPAaBKH, CBEACHUS, TOKJIAIHbIE, 5 net DIIK
11-03 | cmy:xeOHBIE 3aIMUCKH, TIEPETIHCKA) O ct. 587 TI1 2019
pacciel0BaHUM U YPE3BbIYaiiHbIX
MPOUCIHIECTBUI MIPU OXpaHE 3JaHUN
Knuru perucrpanuu (ydera Bbl1aum)
11-04 | ynocroBepeHui, IpOIyCKOB 3 rona
’ ’ cT. 589 TII 2019
UICHTU(DUKAITMOHHBIX KapT
Pa3oBble npomnycka, KOpemKku
11-05 | mpomyckoB B ciy»eOHbIe 3JaHUS U Ha Lron
. ct. 591 TII1 2019
BBIHOC MaTepUaIbHbBIX LIEHHOCTEN
JlokyMeHTHI (3asIBKH, MEPENUCcKa) O
11-06 JIOTTYCKE B CITY)KEOHBIC TIOMEIIICHUS 1 ron
cT. 592 TII1 2019
BHE pabouee BpeMsl U BHIXOJHbBIE JHU
107 [arreppopneriaceror 3 71 OIIK
PPOP ct. 595 TI1 2019
3alMIIEHHOCTH OpraHu3alun
KypHaiibl ”HCTpyKTa)Ka 1o
11-08 | anTUTEppOpPUCTHUECKON 3 Toa
cT. 598 TII1 2019
3alUIIEHHOCTH
11-09 ’KypHas BBOAHOTO HHCTPYKTaXxa 1o 3 rona
rpaxxaaHcKoi 000poHe ct. 608 TII 2019
11-10 | XKypHan ydyera HHCTpYKTaxka I10 3 rona
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JIEUCTBUSAM B UPE3BBIYANHBIX

ct. 608 TII 2019

CUTYaIUsIX
[1nanbl- cXxeMbl PBaKyaIluu 3aHuUs Jlo 3amenl
H-11 IIPHU YpEe3BbIYANHBIX c};ITLI a I/IfIIX HOBBIMI
puap van ct. 606 TIT 2019
11-12 JlokymMeHTBI 00 o0ecrieueHun 5 ner OIIK
MPOTUBOIIOXKAPHOTO PEKUMA ct. 611 TIT 2019
s | e o6 cbexnenen
yip oty cr. 611 T 2019
PEXKUMOB
11-14 JKypHaibl yueta HHCTPYKTaxKeu 1o 3 rona
MOKapHOH 0e30MacHOCTH ct. 613 TIT 2019
[Inanbl nercTBUi 1O
11-15 NPEAYIPEKACHUIO WM JTUKBUIAITAN > JeT Hocxne samerbr
PEAYTIPENL HRBHAAN ct. 603 TIT 2019 | HOBBIMHU
Ype3BbIYANHBIX CUTYALIUH
gcopﬂgngigﬁleiiﬂTnnuéB 10 UK HocrosrHo
11-16 Yt HUX TPYAOBY . «a»ct. 8 TII
CITyeOHYI0 AeSITeTbHOCTh, MEpaM 2019
MOKapHOH 0e30MacHOCTH
11-17  |<.>
12. Oxpana Tpyna
IIpu BpenHbIX U
12-01 OTtueT 1o cuenruaaIbHON OLIEHKE 45 et OITaCHBIX
YCJIOBUM TPyAa U JOKYMEHTBI K HEMY cT. 407 TII 2019 | ycnoBusix Tpyna—
50/75 ner
[TocrosiHHO
12-02 | IlomoxkeHue o cayxk0e oXpaHbl Tpyaa . «a»ct. 33 TII
2019
5 met DIIK
12-03 | IIman paboTsl Ciry kOBl OXpaHbI TPyJa r. 200 TII 2019
[TocrosiHHO
12-04 | UHCTpYyKIIMM 1O OXpaHe Tpyda . «anct. 8 TII
2019
ITocne
CornaiieHue o oxpase Tpyaa u 5 et DIIK HCTEYECHUS CPOKa
12-05 o
JIOKYMEHTBI K HEMY ct. 11 TI12019 | nevicTBus
COTJIalIeHUs
I'onoBrie
CTaTHCTUYCCKUECBEACHUSIOOpa3oBaTe [TocTostHHO
12-06 | npbHOMOpraHMW3aUUOTPABMATHU3MEHAI . «a»cT. 335
POU3BOICTBEUTIPO(HECCHOHATLHBIX320 TIT 2019
osieBaHusX ((p. 7-TpaBMaTH3M)
12-07 | JlIokyMeHTHI (aKThI, TPOTOKOJIBI, 45 ner CBs3aHHBIECKPY
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HBIMMAaTepHab
HBIMYIIEpOOMUY
3aKJIIOYEHUS) OHECUACTHBIXCITyUasxX cT. 425 TII 2019 | enoBeueckummxe
pTBaMU—
MIOCTOSTHHO
12-08 KypHnan (kaura) perucrpanuu 45 ner
HECYACTHBIX CIIy4acB cT. 424 TI1 2019
Kuuru ydera HHCTpyKTaxeH 1o 45 ner
12-09 | oxpane Tpyaa (BBOJHOTO, Ha pabodyem L. «a»cT. 423
MecTe, LIEJIeBOT0) TIT 2019
Kypnan (kaura) yuera
PO HIAKTHIECKUX pabOT MO > JeT
12-10 05 aHeTpy/a, MPOBEPKH 3HAHUIA TI0 . «Orer. 423
Panetpysta, Tposep TIT 2019
OXpaHe TpyJa
JloKyMeHTHI (CIipaBKH, MPEATIOKEHUS,
12-11 000CHOBaHMS, MIEPEMHCKA) O 5 ner
COCTOSTHUM M MEpax Mo YIyUYIICHHIO ct. 409 TIT 2019
OXpaHBbI Tpya
I . ITocTostHHO
.12 OpSIOK yueTa MUKPOIIOBPEKICHUIN 1 «awer. 8 TII
(MHKpOTpaBM) paOOTHHUKOB
2019
[Tonoxxenune o mopsiKe 00y4deHUs 1Mo [TocTosiHHO
12-14 | oxpaHe TpyZda U IPOBEPKU 3HAHUS . «anct. 8 TII
TpebGoBanmii OXpaHbl TPy 2019
[TocTostHHO
12-13 | IIpaBuna no oxpaHe TpyJa . «anct. 8 TII
2019

12-14
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