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MOJIOKEHUE
MO BEJAEHMIO JAEJOBOI JOKYMEHTALIUU B MOY «ILIKOJIA Ne3
MUMEHHU AJTEKCESI HUKOJAEBUYA KPHUCAHOBA» TOPOJIA
AJTYUITBI

1. O01Iue moJI0KeHus.

Hacrosmee nonoxxenue (nanee-Ilonoxenne) mo BeICHUIO ACIOBOM
nokyMeHTaruu B MOV «lIllkona Ne3 um.A.H.Kpucanosa» r. Anymrtsl (ganee — OVY)
pa3paboTaHoO B COOTBETCTBUU CO CICAYIOIIMMU HOPMATUBHBIMU IOKYMEHTAMU:

- denepanbHbii 3ak0H 0T 29.12.2012 Ne 273-®3 «O6 o6pa3oBaHuHU B
Poccuiickon @enepanumy;

- ®enepanbHbii 3akoH 0T 27.07.2006 Ne 152-®3 «O mnepcoHAIbHBIX
TAHHBIX»;

- 3akoH PecniyOnmuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6
obOpazoBanuu B Pecniyommke Kpbimy;

- npuka3z denepanbHOro0 areHTCTBA MO TEXHUYECKOMY PETYJHUPOBAHHUIO U
METPOJIOTMA MUHHCTEPCTBA NPOMBIIIEHHOCTH U TOproBiin Poccuiickon denepannu ot
08.12.2016 Ne 2004-ct «OO0 yTBepKIECHHM HAIIMOHAILHOTO cTaHmapTa Poccuiickoi
denepauum»;

- npuka3z denepasbHOro areHTCTBa MO TEXHUYECKOMY PEryJUPOBAHUIO U
METPOJIOruM MHUHUCTEPCTBA POMBILUIEHHOCTH U TOprosiu Poccuiickon denepanun ot
14.05.2018 Ne 244-ct «O0 yTBEp:KJI€HUU U3MEHEHUS K
HallMOHAJIBHOMY cTaHnapty Poccuiickon ®denepanumny;



- npuka3 PenepanpHoro apxusHoro areHrcrsa ot 20.12.2019 r. Ne 236 «O06

YTBEPKICHUN [lepeyHss  TUIOBBIX  YIPABJICHYECKUX aPXHUBHBIX

JOKYMEHTOB, OO0pa3yloluxcsi B Mpolecce IESTENIbHOCTH T'OCYAapCTBEHHBIX
OpraHOB, OPTaHOB MECTHOI'O CaMOYIIPaBJICHUS U OpraHU3alni, C YKa3aHUEM CPOKOB MX
XPaHCHUA;

- npuka3z Munnctepcrsa npocserienuss CCCP ot 30.12.1980 N 176

«O BBeneHuu B AeiictBue [lepedHst JOKyMEHTOB CO CpOKaMH XpaHeHUs] MUHUCTEpCTBa

npocsetienus CCCP, opraHoB, y4peKIeHU, OPraHU3alNil CUCTEMBI TPOCBEUICHUSD.

[TonoxxeHne ycraHaBIuBaeT 001IKe TpeOOBaHMs K BEACHUIO JIETIOBOM TOKyMEHTALIUU B

oVv.

[Tpumenenune  llosmokeHuss  JODKHO  CIOCOOCTBOBaTh  (POPMHUPOBAHUIO
O(pUIMATIEHO-JIEIOBOTO CTHJISL JIOKYMEHTOB, COKPAIlIEHHIO 3aTpaT TpyJa U CPEACTB B
MpoILIECcCE CO3/IaHUs JOKYMEHTOB.

[TonoxxeHue pacnpocTpaHsAeTCs] Ha OpraHu3alyio padoThl C JOKYMEHTaMH
HE3aBUCUMO OT BUJA HOCHUTEIS, B TOM YHCIIE 3JEKTPOHHBIMH JOKYMEHTAMH, BKIIIOYas
MOATOTOBKY, 00pabOTKY, XpaHEHUE U MCIOJIb30BAHUE JOKYMEHTOB, OCYIIECTBIISIEMBIX C
MPUMEHEHUEM HH(POPMALMOHHBIX TEXHOJIOTHUH. OcoOeHHOCTH PabOTHI C
JOKYMEHTaMHU, COAEPKAIMMU KOH(DHUIEHIUATbHYI0 HH()OPMAIHIO (CIIyKEOHYIO U UHYIO
TaliHy, IEpPCOHAJIbHBIE JaHHbIE), PETYJIUPYIOTCS CHEIUATbHBIMI HOPMAaTUBHBIMU aKTaMU
(MHCTPYKUMSIMU, MOJIOKEHUSAMHU, PABUIIaMU ), YTBEPKAAEMbIMU pyKkoBoauTesieMm OVY.

OTBETCTBEHHOCTD 3a OPraHU3ALMIO U COCTOSIHME JesonpousBoactea B OV Hecer

PYKOBOJHUTEIb, KOTOPBIM:

- Ha OCHOBaHMM PexoMeHmanMii 10 BEAEHUIO JEJIONPOM3BOACTBA MMHHUCTEPCTBA
oOpa3oBaHusl, HAYKH U MosoAexu Pecryonuku Kpeim paspabaTbiBaeT U yTBEpKAAET
[TonoxeHue o AEIONPOU3BOACTBY U HOMEHKIATypy aen OV;

- KOHTPOJIUPYET coOmoieHne TpeboBaHuil yTBepxkaeHHOro B OV Ilonoxkenus 1o
BEJICHUIO JEJI0BON JOKYMEHTAIINY;

- IPOBOJIUT MTPOBEPKY COCTOSIHUS €IONPOU3BO/ICTBA;

- oOecreynBaeT METOINYECKOE PYKOBOACTBO, MHCTPYKTAK M KOHTPOJIb 3a COOJII0ICHUEM
YCTaHOBJIEHHOT'O TIOPsiAKA pabOThI C JOKYMEHTaMU;

- MHULIMMPYET  MOBbIIIEHWE  KBalu(ukauum  paOOTHUKOB IO  BOMNpPOCaM
NEJNONPOU3BOCTBA;

- YAOCTOBEPSET MOJANUCHIO U MIE€YAThIO JOKYMEHTHI.

HenocpenctBeHHo Beaer  Jenonpou3BoiAcTBO B OV [e10mpOu3BOAUTEND,
CHEUUAIUCT IO KaJapaM, KOTOpblE HA3HAYaKOTCs MpuKazoM pykoBoautens OVY.
J1enonpon3BOAUTEID U CIIEHUAIUCT 10 KaJipaM B COOTBETCTBUU C BO3JI0’KEHHBIMU HA HUX
3a/layaMu:

- OCYILECTBIIIFOT PETUCTPALMIO U YUET TOKYMEHTOB;

- OPTaHU3YIOT IOKYMEHTO000POT, GOpMUPOBAHUE JEII, UX XPaHEHUE;



- OCYILIECTBIIAFOT TEKYLUIM KOHTPOJIb 32 CBOEBPEMEHHBIM pAaCCMOTPEHHEM U
IIPOXO0XKJIEHHEM TOKyMeHTOB OV

- obecrieunBalOT COOJIIOJICHUE E€IUHBIX TPeOOBaHMI IO TOJTOTOBKE JIOKYMEHTOB U
OpraHu3aiuu paboThl C HUIMH B YCJIOBHUSAX 3JEKTPOHHOTO TOKYyMEHTOO00POTa;

- 00006maroT nHpOopMaIIo 06 00beMax JOKYMEHTO000POTa;

- OpraHu3yroT (QOpMHUpPOBAHHUE U XpaHEHHE JOKYMEHTAMOHHOTO (OHIA U €ro
UCIIOJIb30BaHUE.

OVY BmpaBe NPUMEHSThH B CBOCH JEATEIIBHOCTH 3JIEKTPOHHBINM JTOKYMEHTOOOOPOT,

KOTOpBIN TMpeaycMaTpuBaeT CO3JaHUe, MOMANKMCAHKME, HCIOJIb30BAaHUE U XpaHEHHUe

JIOKYMEHTOB, CBSI3aHHBIX C JIeATEIbHOCTHIO0 OV, B 2JIEKTPOHHOM BHjI€ 0€3 Ty IMpOBaHUs

Ha OyMa)kHOM HocuTelne. PellleHne o BBEIEHHH 3JIEKTPOHHOTO JOKYMEHTO00OpOoTa U

MOPSIIOK €T0 OCYIIECTBIIEHUS yTBEpKAatoTcst OY MO COrIacoOBaHUIO C €€ YUPEIUTEIEM.
Bes nenoBasi JOKyMeHTalusi XpaHUTCA B CIIELUAIbHO O00OPYIOBAaHHBIX MOMEIIECHUSX,

mkadax wim ceridax ¢ codmoaenneM TpedoBanuii PeaepanbHoro 3akoHa Poccuiickoi

Oenepamuu ot 27.07.2006 Ne 152-03 «O nepcoOHAIBHBIX JaHHBIX. PabGorats ¢

JOKYMEHTaMU BHE CITy>K€OHBIX OMEIICHUN 3alperiaeTcs.

2. loxkymeHntsl OY.

PykoBonutens OV wiaM JMLO, UCHOJHAOLIEE €ro OOS3aHHOCTH, U3JACT IMPHUKa3bl,
UHCTPYKUMHU, I[paBWia, TMOJOXKEHUs, oOOs3aTeabHble s HCIOJHEHUS BCEMU
paboOTHUKAMU.

Xon oOcyxaeHus BOINPOCOB Ha 3acelaHMUsIX KOJUIETHAJIbHBIX OPraHOB, COBETOB,
coOpaHUsIX, COBEIIAHUAX U PEIICHUs, MPUHUMAEMble Ha HHUX, (QUKCUPYIOTCS B
IPOTOKOJIAX.

JI1st OCyIeCTBIIEHHsI ONIEPATUBHBIX CBA3EH C APYTMMU OpPraHU3aLUsIMM U TpakaaHaMu
UCIIONIb3YIOTCS Takhe (POpPMBbI, Kak MUCbMa, (DAKCHI, TE€JIErpaMMBbl, Tee(HOHOTPAMMBI.
JUis  ocyliecTBi€HMs — NpuUeMa,  YBOJbHEHMs,  IEpeMElleHus  pabOOTHUKOB,
MPEAOCTABICHUS UM OTIIYCKOB O(QOPMIISIIOTCS TPYAOBBIE JOTOBOPHI, MPUKa3bl IO
JMYHOMY COCTAaBY, 3asIBJICHUS, TPYJAOBbIE KHW)KKH, JINYHbIE KAPTOUKH U JP.

Y4eOHO-exarornyeckasi JOKyMeHTALMS.

YyeOHas JOKYMEHTAIHS — 3TO KOJIMYECTBEHHAs M KaUeCTBEHHAS] XapaKTEPUCTUKH
COCTOSIHUSI YYEOHOM, METOIMYECKON U BOCIUTATENbHOU padboTel OY.

[Tenaroruveckue pabOTHUKHY MPU peaTU3allii OCHOBHBIX 00IIe00pa30BaTEIbHBIX
MporpaMM  OCYIIECTBIISIOT  MOATOTOBKY — CICAYIONIEH JOKyMeHTanuu (TpuKas
MunuctepctBa mnpocenieHusi Poccutickoit ®@enepanuu ot 21.07.2022 Ne 582 «O0
YTBEPXKICHUU TIEpEYHs JOKYMEHTAIlMH, TMOJATrOTOBKA KOTOPOM  OCYIIECTBISETCS



MeJarornyecKuMu pabOTHUKAMU TMpPU peanu3allil OCHOBHBIX 00I1€00pa30BaTEIbHbBIX
IPOrpamMm»):
- pabouas mporpamMma ydeOHOro mpeamera, ydeOHoro kypca (B TOM

YHUCJIE BHEYPOUHOH ACSATENBHOCTH), YYEOHOTO MOYJIS;

- KYpHaJl yueTa yCleBaeMOCTH;
- KYpHaJl ~ BHEYPOYHOM  JIE€ATENBHOCTH (ISl  MEJAaroru4ecKux

PabOTHUKOB, OCYIIECTBIISIONINX BHEYPOUHYIO JEATEIBHOCTD);

-IJIJaH ~ BOCTIUTATENbHOM  paboThl (ISl  MEJaroruuyeckux  pabOTHUKOB,
OCYIIECTBISIOMUX (DYHKIIMU KJIACCHOTO PYKOBOAUTEIS);

- XapakTepUCTHKa Ha o0ydaronierocs (1o 3ampocy).

[[IxonbHBIE  TOKYMEHTHI  JOJKHBI O(QOPMISITECS  CBOEBPEMEHHO,  YETKO,
paz0opunBO, 0€3 MOAYHUCTOK, TMOMApPOK, BBI3BIBAIOIIUX COMHEHHE B IPABUIBHOCTHU
BHECEHHBIX JIAHHBIX.

3anucyu B JOKYMEHTax JOJDKHBI IPOU3BOJUTHCS IIAPUKOBOW PYYKOM YEPHOTO
[BETA.

Ommubka, JomyieHHass B TEKCTe WIM HUPPOBBIX JaHHBIX JIOKYMEHTa,
UCIIPABJISIETCS CIEIYIONIMM 00pa3oM: OIIMOOYHBIE CJIOBA WIM HU(PHI 3a4epKUBAIOTCS
TaK, YTOObI MOKHO OBLIO MTPOYECTh 3aUEPKHYTOE, & CBEPXY, JUOO0 PsiIoM, JTHOO Ha TOJISAX
MUITYTCS yTOYHEHHBIC JaHHBIE. Bce BHECEHHBIE MCTIPABICHUS JIOJKHBI OBITH OTOBOPEHBI
U 3aBEpPEHbI MOJMUCAMU JUI, OPOPMUBLINX TOKYMEHT. 3a JOCTOBEPHOCThH CBEACHUIA,
coliepKalluXxcs B TJOKYMEHTaxX, Hajjexaniee ux opopMIIEHHE HECYT OTBETCTBEHHOCTb
JOJKHOCTHBIE JIMIA, TOANUCABIINE TOKYMEHT. B coctaB 1okyMeHTOB OY BXOAAT:

- OpraHU3alMOHHBIE JOKYMEHTHI;

- yCTaB OpraHU3alNy;

- JIOTOBOP C yUPEAUTENIEM;

- MOJIOKEHHUS O MOJpa3ieeHusIX (MIpU HAJTUIUN);

- MIPaBOYCTAaHABIIMBAIOIINE IOKYMEHTHI,

- JIOJDKHOCTHBIE MHCTPYKIIUU COTPYIHUKOB;

- KOJUIEKTUBHBIN JIOTOBOD;

- ITAaTHOE PaclUCaHueE;

- npaBuiia BHYTPEHHErO TPYI0BOTO pacnopsiaKa u Ap.

PacniopsiautenbHbIe TOKYMEHTHI:

- MPUKAa3bI;
- pacropsiKEHUS;
- WHCTPYKIIHH U JIp.

HNudopmanmoHHO-CIipaBOYHbIE JOKYMEHTHI:

- MPOTOKOJIBL;
- TIJIAHBI;
- OTYETBHI;



- CIIPABKH U JIp.

Bce kuuru u sxxypHaibl, Kotopbie BenyTcsi B OY Ha OyMa)KHBIX HOCUTEISIX,
MOCTPaHUYHO MPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCS U
MOJNMUCHIBAIOTCS pykoBoauTeneM. [loanucek pykoBoauTens 3aBepsiercs neyatbio OY.

3. IlpaBuna ogopMiieHHsI JOKYMEHTOB

OcHoBHBbIE TPeOOBAHUSA 110 0()OPMIIEHHUIO TOKYMEHTOB.

JIoKyMEHTBI MOTYT CO3/1aBaThCsl HA OyMa>KHOM HOCHUTEJIE U B
ANIEKTPOHHOM (opmMe C COOJIOJICHUEM YCTAaHOBJICHHBIX NPaBWI  O(QOpMIICHHUS
JIOKYMEHTOB.

[Ipu co3ganuu NOKyMEHTa Ha JIByX U OoJiee CTpaHUIaX BTOPYIO U MOCIETYIOIINE
CTpaHULIbl HyMEPYIOT.

JlonyckaeTcst co3laHue TIOKYMEHTOB Ha JIMIEBOM U OOOPOTHOW CTOpPOHAX JIUCTA.
[Ipu AByCTOpOHHEM CO3AaHUU JOKYMEHTOB IIIMPHUHA JIEBOTO MOJIs HA JIMIIEBOM CTOPOHE
JIMCTA U MPABOTO MOJII HA 000POTHON CTOPOHE JIUCTA JIOJKHBI ObITH PaBHBI.

[IpeAnoYTUTENbHBIMA TAPHUTYPAMH W pa3MepaMu MPUPTOB ISl PEKBU3UTOB
nokymeHTa saBisiroTest Ne 12,13,14.

[Ipu cocraBieHun TaOIUL JOMYCKAETCS HMCHOJb30BaHUE MIPU(PTOB MEHBIIMX
pa3mMepoB.

AO3aiHbIA OTCTYI TEKCTA IOKyMeHTa - 1,25 cM.

3arojioBKM pa3iesioB W TMOAPA3JCIOB MEUaTaloTCsl ¢ a03al[HbIM OTCTYIIOM WU

LHEHTPUPYIOTCS MO MIUPUHE TEKCTA.

MHOrocTpo4YHbl€ PEKBU3UTHI ME€UATAOTCSA YE€PE3 OJIMH MEKCTPOUHBIM MHTEPBAIL,
COCTaBHbIC YACTH PEKBUZUTOB OTIIEISIOTCS JOMOJIHUTEILHBIM HHTEPBAJIOM.

TekcT nokymeHTa neyaraercs uepes 1-1,5 MeXCTpOUHBIX HHTEPBAJa.

HNuTtepBan mexay OykBaMu B CJIOBaX - OOBIYHBIN.

WHuTepBan Mex 1y CJIOBaMH - OJIMH MPOOeET.

TekcT MOKyMEHTa BBIDABHMBAETCS MO MIMPUHE JHUCTA (10 TpaHULIAM JIEBOrO U
MPaBOro MoJiek JOKyMEHTA).

HopmatuBHbIMU — akTaMu OY wmoxer OBITH MPETYCMOTPEHO
BBIJICJICHUE PEKBU3HUTOB «aJIPECaTy», «3aroJIOBOK K TEKCTY» UIIU «IIOAMUCHY, a TAKKE
OT/ICJIbHBIX (DParMEHTOB TEKCTA MOJTYKUPHBIM MIPUDTOM.

TekcT OOKyMEHTa JOJDKEH OBITh H3JI0)KeH KpaTKo, TPaMOTHO, TOHSTHO U
00BEKTUBHO, 0€3 MOBTOPEHUN M yNOTpPEOJICHHS CIOB U 0OOPOTOB, KOTOpPbIE HE HECYT
CMBICJIOBOM HAarpy3Ku, U JIOJDKEH KacaThCsl TOrO BOMPOCA, KOTOPBIM CHOpMYyJIHMPOBaH B
3arojIoBKeE K TEKCTY. TeKCT ToKyMeHTa 0(opMIISieTCs B BUE CILIOIIHOTO CBSI3HOTO TEKCTA
WM TaOJUIIBI, WU TIYTEM COYETAaHMS 3TUX (OPM.



TexcThl CIIOXKHBIX U OOJBIIMX MO 00bEMY JOKYMEHTOB (JOKJIAbl, OTYETHI U T.1.)
JIEJISITCS Ha pa3/ielibl, MOAPAa3Aebl, MyHKThI, HOAMYHKTHI. [[yHKTBI U TOAMYHKTHI B TEKCTE
HyMepyIoTcs apabckumu mudpamu ¢ Toukoil. [Ipumep -

1.

1.1.

2.

2.1.
JIOKyMeHTBI, Kak TpaBmwio, ohopmisroTcs Ha Omankax OY, MMEIOT yCTaHOBJICHHBIN
KOMILJIEKC 00s13aTEeIbHBIX PEKBU3UTOB M CTAOUIILHBIN MOPSIOK UX PACIIOJIOKECHHUS.

braHkuM KaXI0ro BUJa U3roTaBIMBAIOTCA HA OCHOBE YIJIOBOI'O WJIHM MPOJIOJIBHOTO
pa3MeIlleHNs PEKBU3UTOB.

PekBU3NTHI 3aroyioBKa pa3MeIatoTcsl HEHTPUPYEMbIM (Hauano U KOHELl KayKou
CTPOKHU PEKBU3UTA PABHO YJIaJI€HbI OT I'PAHUI] 30HbI PACIIOJIOKEHUSI PEKBU3UTOB) WU
YIJIOBBIM (KaXKJ1asi CTPOKa PEKBU3UTA HAUMHAETCS OT JIEBOM I'PaHUIIbl 30HbI
PaCIIOJIOKEHUSI PEKBU3UTOB) CIIOCOOOM.

JU1st u3roToBiieHMs OJ1aHKOB UCIIOJB3YIOTCS TMCThI Oymaru ¢popmara A4 (210 x 297
MM) 1 AS (210 x 148 MuIMMETpOB).

Kaxxnp1it muct 1okyMeHTa, opOpMIIEHHBIN Kak Ha OJlaHKe, TaK U 0€3 Hero, IOJKEH
UMETB I10JI1 HE MEHEE, MM:

neBoe - 20; nmpaBoe

- 10; Bepxnee - 20;
HuxHee - 20.

JIOKYMEHTBI JUIUTeNbHBIX (CBbIIIE 10 JeT) CPOKOB XpaHEHUs JOKHBI UMETh JIEBOE

nosne He meHee 30 mm.

OdopmiteHne peKBU3UTOB JOKYMEHTOB.

ABTOP JOKYMEHTOB.
HaumenoBanne OY yka3bIBa€TCs B TOUHOM COOTBETCTBUU C ycTaBoM OV . CokpallieHHOE
HalMEHOBAHME MTOMENIAETCs MO/ MOJIHBIM HaUMEHOBaHUEM B ckoOkax. HaumeHnoBanue
CTPYKTYPHOT'O TMOJPa3ACJICHUs] — aBTOpa JTOKYMEHTa MCIOJIb3yEeTCsl B OJaHKaX MUCEM U
0JIaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB M YKa3bIBACTCS MO/ TTOJHBIM M COKPAICHHBIM
HanMmeHoBaHusiMu OY.
HavMeHoBaHMe MODKHOCTH JMIIAa — aBTOpa JIOKYMEHTa HCIOIb3YyeTCsi B OJaHKax
JOJDKHOCTHBIX JIMIT M pacriojiaraeTcs 1noj HauMeHopanueM OV,

HanmeHoBaHMe JIODKHOCTM JiMIla — aBTOpa JOKYMEHTA YKa3blBaeTcs B
COOTBETCTBUM C HAaUMEHOBAHUEM, MPUBEJICHHBIM B PACIOPSAIUTEIBHOM JOKYMEHTE O
Ha3HAYEHUHU HA JIOJHKHOCTD.



Cupasounbie 1annbie 00 OY.
CrpaBouHble JaHHbIE OO0 OpraHM3alMM YKa3blBAIOTCSI B OJaHKax IHCEM U

BKJIIOYAIOT: ajipec, HoMep TenedoHa, gakc, aapec 3JIeKTPOHHOM MOYTHI, CETeBOU aapec, a
taxxe OKIIO, OT'PH, MHH u KIIII opranu3zamuu.

HaunmeHoBaHue BHAA TOKYMEHTA.

HanmeHoBaHue Buja JOKYMEHTA, COCTaBIEHHOIO OpraHU3alUel, HOJAKHO OBbITh
OTPEICJICHO YCTaBOM (TI0JIOKEHUEM) U TOJKHO COOTBETCTBOBATh HAMMEHOBAHUSIM BUJIOB
TOKyMeHTOB, mnpenycMoTpeHHbiM OKVYJI: akT, chnpaBka, 3amucka, CBOJKA, OT3bIB,
MPOTOKOJI, CIIMCOK, M3BEHICHUE WU Jp. PacmopsauTenbHble JOKYMEHTHI OpraHU3aluy
U3JIAI0TCA CO CIAEAYIONIMMHU Ha3BAHUSMU: NPUKA3, PACIIOPSKEHHUE.

HaunMenoBaHue BU1a U pa3HOBUIHOCTH JIOKYMEHTA HE YKA3bIBAETCA B TUChMAX.

HaunMeHoBanue Buaa JOKYMEHTa T[I€4aTaeTcs MPOMUCHBIMH  OyKBaMu
MOTY>KUPHBIM HIPUDTOM.

JlaTa 1oKyMeHTAa.

JlaTa TOKyMeHTa COOTBETCTBYET JAaT€ MOANUCAHUA (YTBEPKACHHS ) JOKYMEHTA WIH
naTte coObITHSI, 3a()MKCUPOBAHHOTO B IOKyMEHTE:
apabckumu nudpamu, paszaeneHHbiMU Toukou: 05.06.2021; croBecHO-IUPPOBBHIM
crnocobom: 5 urons 2021 r.

B TekcTax 1OKyMEHTOB, COAEPKAIINX CChUIKM Ha HOPMATUBHBIE TPABOBHIC AKTHI,
U JIOKYMEHTOB, COJIEp)KAIllUX CBEACHUS (PUHAHCOBOTO XapakTepa, MPUMEHSIETCS
ClI0BeCHO MUGPOBOI crmoco0 yKazaHus aaT 0e3 MPOCTaBICHUS HYIISA B 0003HAYCHUU
JTHST MECS11a, €CIIM OH CONEePXKUT onHy mudpy: 3 anpens 2021 roxa.

Pa3zpemaercs npuMEHSTh CJIOBO «TO» B COKPAIIEHHOM BapuaHTe «I»: |

utoHs 2021 r.

I'pu¢ orpanuyeHus 10cTyna K 10KyMEHTY.

[IpocTaBnsieTcst B MpaBOM BEPXHEM YTy MEPBOTO JUCTA JOKYMEHTa (ITPOEeKTa
JIOKYMEHTa, COMPOBOAUTEIBLHOTO MUChMa K IOKYMEHTY) Ha IpaHulle BEPXHETO MOJis pU
HaJIMYUU B IOKYMEHTE UH(OPMAIIMH, TOCTYI K KOTOPOI OTpaHUYEH B COOTBETCTBUU C
3akoHOoHaTenbCcTBOM Poccuiickon @enepanuu. B cocTaB peKBU3UTa BKIFOYAETCS
OTpaHUYHTENIbHAS HAIMUCh: «J1J1s ciryskeOHOTO TIosib30BaHus», « KoHuneHnansHo»,
«IIepconanbuble qanHubie» Wi ap. [pumep -

IlepconanbHbIe JaHHBIE PAOOTHUKOB
IK3. Ne 1
MyHununajibHoe o01eo0pazoBaTe/bHOE yUpexKIeHHe
«Ixoaa Ne3 umenu Ajiexces Huxonaesuua Kpucanosa» ropoaa Aymrsl
(MOY «llIkoaa Ne3 um. A.H.Kpucanosa» r. Arymrsl



ITPUKA3

Bce Buapl rproB orpaHuYeHUS OCTYyNA K JOKYMEHTAM 3aKPETUISIFOTCS B JIOKATBHBIX
aktax OVY.

PerucrpanimOHHBIA HOMEP TOKYMEHTA.

Peructparmonnsiii Homep — nudpoBoe win OyKBEHHO-IIUPPOBOE 0O003HAUYCHUE,
IpUCBAaUBAaEMOE JOKYMEHTY MIPHU €r0 PErucTpalii.

Peructparus 1okymMeHTa MPOBOAUTCS MOCIIE €TI0 TOMUCAHUS UIH YTBEPKICHUSI.

J171s1 BHYTPEHHUX IOKYMEHTOB — IMPUKA30B, MPOTOKOJIOB — 3TO MOPSAKOBBIN HOMED
B Ipejiesiax KaJIeHJapHoro roja/ yueOHOro roja rno KaKJaoMy BUAY WU Pa3HOBUIHOCTH
JOKYMEHTOB. B mpukaszax perucTpaliioHHbI HOMEP MOXKET JOTOJHATHCS OYKBEHHBIM
MH/IEKCOM, 0003HAYaIOIIUM Pa3HOBUIHOCTH.

JUig ucXoqAMMX JOKYMEHTOB PETUCTPALIMOHHBIA HOMED COCTOUT U3:

1) mopsimKOBOrO HOMEpA B MpeAeNiaX MacCHBa OTIPABIISIEMON KOPPECTIOHACHIINN;

2) UHEKCA Jie7ia B COOTBETCTBUU ¢ HOMEHKIaTypou aen OY.

PerucrpanmoHHblil HOMep JO0KyMEHTa, COCTaBIEHHOIO COBMECTHO ABYMsI U Ooiee
OpraHU3alMsIMH, COCTOUT U3 PErMCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaX/JI0M U3 ITHX
OpraHM3alyii, IPOCTABIIEMbIX Yepe3 KOCYI0 4YepTy B IMOPAJIKE yKa3aHUs aBTOPOB B
JOKYMEHTE.

Ccbliika Ha perucTpalMOHHbIA HOMEP U ATy I0KYMEHTA.

Cchlka Ha PETUCTPAIMOHHBIA HOMEp W JaTy JOKYMEHTa BKIIIOYaeT B ceOs
PErHCTPAllMOHHBIN HOMEP U J1aTy JOKYMEHTA, Ha KOTOPHIi TOJKEH ObITh J1aH OTBET.

Cchlka Ha HOMEp W JaTy JOKYMEHTa HCIOJIB3YeTCs MPU O(DOPMIICHHH THCEM,
SIBJISTFOIIIUXCSI OTBETAaMH Ha MOCTYMHBIIIEE TUCHMO (3arpoc, mpockOy u ap.). CBeneHus B
PEKBU3UT  TMEPEHOCATCS C  TMOCTYNHBIIETO  JOKyMEHTa W COOTBETCTBYIOT
PETHCTPAIMOHHOMY HOMEPY U JaTe MOCTYIMUBIIETO JOKYMEHTA.

OrpanuuuTenbHasi OTMETKA JJIsi JAHHOTO PEKBU3HTA MPOCTABJISETCS B JIEBOU
yacTu OJlaHKa MHChbMa TIOJ] PEKBU3UTOM «JaTa» M «PETUCTPAIMOHHBIA HOMEp
JIOKyMEHTa.

Hannyre nanHOTo peKBU3UTA UCKITI0YAET HEOOXOIUMOCTh YIIOMUHAHUS HOMEpa
JaThl TIOCTYMHBIIETO JOKYMEHTa B TEKCTE ITMCbMa, YTO OCBOOOXKIAET TEKCT OT
CIIpaBOYHOM MHGOPMAIIHH.

MecTo cocTaB/IeHUS WJIN U3AHUS JOKYMEHTA.
Mecto cocraBieHus (M31aHMS) JOKYMEHTAa YKa3blBaeTcsd B  JIOKYMEHTax,

M3roTaBJIMBAaEMBbIX Ha OJaHKax KOHKPETHLIX BUA0B JOKYMCHTOB.

Anpecar.



AnpecataMu JOKyMEHTa MOTYT OBITh IOPUIMYECKHE JIMIA, HX CTPYKTypHBIE
MOJIpa3/IesIeHus U TOJDKHOCTHBIE JINIA, a TAaKKe (U3NIECKUE JINIA.

PexkBu3uT «anpecar» MpocTaBisieTCsl B BEPXHEW NpaBOM 4yacTH JOKyMEHTa (Ha
OJIaHKE C YTJIOBBIM PACIIONIOKEHUEM PEKBU3UTOB) WM CIIpaBa O] pEeKBU3UTaMU OJIaHKa
(mpu IPOAOIBHOM PACTIONOKEHUHM PEKBU3UTOB OsiaHKa). CTPOKHM pEKBHU3UTA «aJpecar
BBIPABHUBAIOTCS 110 JIEBOMY Kpar0 WIM LEHTPYKOTCS OTHOCUTEIBHO CaMOM JJIMHHOU
CTPOKH.

Ecnym nOKyMEHT aiapecoBaH IOPHAUYECKOMY JMUY HWIM €ro CTPyKTYPHOMY
MO/Ipa3IeNieHUI0 0e3 yKa3aHus JTOJKHOCTHOIO JIMIA, UX HAMMEHOBAHUS MPUBOJIATCS B
UMEHUTEIbHOM MaJIekKe.

[Ipumepsnl

1. MuHucTepcTBO 00pa3oBaHus,
HAYKH U MoJioexu PecnyOoauku
Kpbim

2. MuHuCTEpPCTBO 00pa30BaHus,
HAYKH U MoJioge:ku Pecny0uiuku
Kpbim
ynpasJjieHHe 0011ero oopa3oBaHust
[TouToBBIN aapec yKa3bIBAETCs MPU HANIPABICHUH JTOKYMEHTA Pa30BbIM
KOPPECIIOHAEHTAM.

Ecnu nokyMeHT ajpecoBaH PYKOBOAMTENI0 IOPUANYECKOTO JIMIA WM €ro
3aMECTUTEII0, HAUMEHOBAHUE IOPUAMYECKOTO JIMIA BXOJUT B COCTAaB HAWMEHOBAHUS
JOJKHOCTH aJipecara, KOTOpOe NPUBOAUTCS B JATEIbHOM IaJIEKE.

[Tpumep —

PykoBoauresrw ®@exepajbHOro

APXUBHOIO areHTCTBA

damuiaus U.0.

NHunmagnbl cTaBATCA mocjie (paMmuiInm HE3aBUCUMO OT TOTO, KOMY aJpeCcOBaH
JIOKYMEHT — JJOJDKHOCTHOMY JIUITY WUIH (PU3HYECKOMY.

[Ipu anpecoBaHMM NUCbMa PYKOBOJAMUTENI CTPYKTYPHOTO MOJpa3ACCHUS
YKa3bIBAa€TCsI B MMEHMUTEIBHOM IMQJIEKE HAWMMEHOBAHWUE OpPraHu3aldyd, HUXKE - B
JATEeIbHOM  TMQJIeKE HAUMEHOBAaHHWE JOJDKHOCTM  PYKOBOAMUTENSA, BKIIKOYAKOIIEE
HAaWMEHOBAaHUE CTPYKTYPHOTO TOIpa3iejeHus1, paMUIINIO, MHUITUAIBL.

[Tpumep-



MuHuCcTEpPCTBO 00Pa30BaHUA, HAYKH U
Moustoaexu Pecnyosmku Kpeim HavanbHuky

ynpasJieHus o01ero oopasopanusa @amuiusa
H.O.

[lepen ¢pammimeit TOKHOCTHOTO JHUIA JOMYCKAETCs YIMOTPEOIATh COKpaIleHHE
«r-Hy» (TOCIOJMHY), €CIU aJpecaT MY>KUMHA, WIH «T-Xke» (TOCIOXkKE), €clii aapecar
KEHILMHA.

[Ipu paccplIKe TOKYMEHTA TPYIIEe OPraHU3alNi OJHOTO TUIIA UJIH B CTPYKTYpPHBIE
noJipa3/ieJIeHUus OJHOM OpraHu3alllM, ajpecaT yKasblBaeTcs 00001meHHo. B ogHoMm
JIOKYMEHTE HE JIOJKHO OBITh 00Jiee YeThIPEX a/IPeCcaToB.

[Ipu GomblieM KOIMYECTBE aJpPECcaToOB COCTABISIETCS CIUCOK (JIMCT, yKa3aTellb)
pPacChUIKA JOKYMEHTA, Ha KaXJOM JIOKYMEHTE YKa3bIBAE€TCS OJUH aJpecaT WU aapecar
odopmirsieTcss 0000IIEHHO.

B cocraB pexkBusuTa «Anpecar» MOKET BXOAUTH MOUYTOBBIA aApec. DIIEMEHTHI
MIOYTOBOT'O a/Ipeca yKa3bIBAIOTCS B IMOCIEIOBATENIBHOCTH, YCTaHOBIEHHOW [IpaBunamu
OKa3aHMsl yCIyT ITOYTOBOM CBSI3H.

[Tpumep -
Bceepoccuiickuii Hay4HO-
HCCIIe0BATE/IbCKUM
UHCTUTYT
AOKYMEHTOBEACHUS U
apPXUBHOIO J1eJ1a
IIpodcoro3nasn yur.,
a. 82,
MockBa, 117393 B
Cllyyae OTIPaBKHU JOKyMEHTa (PU3MUYECKOMY JIMILY YKa3bIBAIOTCS: (paMUIIUs, MHUIIMAJIBI,
MOYTOBBIN ajipec: (yaula, HOMEpP AOMAa U KBAPTUPbI, HACEJIEHHBIN IyHKT, pailoH, 001acTh
(xpaii, pecry0JiMKa), MOYTOBBIA UHIEKC). IIpumep -
®avuansa U.0.
Caposas yJu., 1. 5, kB. 12,
r. JHCK, JHCKOIi 00J1., 301264
[Ipu oTmpaBke MuChbMa MO SJACKTPOHHOW TOUTe WM TO (PakcMMUIbHOU cBsizu (6€3
JOCBUIKH TI0 TI0YTE) MOYTOBBIN ajipec He yka3biBaeTcs. [Ipu He0OX0IMMOCTH MOKET OBITh
yKa3aH 3JIeKTPOHHBIN aapec (HoMmep Tenedona/dakca).  [Ipumep -

Bcepoccuiickuii HaAy4YHO-
HCCJIeI0BATEIbCKUI HHCTUTYT
AOKYMEHTOBEACHHUS U



apannoro aeJjia
mail@vniidad.ru

I'pud yrBep:KaeHust JOKyMEHTA.

['pud yTBepKAeHUS MPOCTABISICTCS Ha JOKYMEHTE B CIydae €ro yTBEPXKIACHUS
JOJKHOCTHBIM JIUIIOM, PACHOPSAIUTENIbHBIM JTOKYMEHTOM (IIPUKA30M, PACIIOPSIKEHUEM,
pelIeHueMm).

I'pud yTBepkAcHUS pa3MemaeTcs B MPAaBOM BEPXHEM YTy TMEPBOrO JIMCTA
nokyMeHTa. CTpOKM pPEKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpar WU LEHTPYIOTCS
OTHOCHUTENBHO CaMOM JUIMHHOW CTPOKH.

[Ipu yTBEp)KICHUU TOKYMEHTA IOHPKHOCTHBIM JIUIIOM TpU(] YTBEP>KIACHUSI COCTOUT
u3 cioBa Y TBEPXKIATO, HanMeHOBaHUS TOJKHOCTH JIMIIA, YTBEPIKIAIOIIETO JOKYMEHT,
€ro MOJIMKUCH, UHUITUATIOB, (JaMUJIUK U 1aThl yTBEPKIACHUS.

[Ipumep -
YTBEPXIAIO
Jupexrop MOY «lllkoaaNe 3 um.
A.H.KpucanoBa»r.Anymrbl
IMognmucey U.0. ®amuiaus
Hara

[Ipu yTBepkIeHMM JIOKYMEHTa paCHOpPSAUTEIBHBIM  JOKYMEHTOM  Tpud
yTBepxaeHus coctout u3 cinosa Y TBEPXXJIEH (YTBEPXKXIEHA, YTBEPXXIEHBI nnu
YTBEPX/IEHO), coriacoBaHHOro C HauMMEHOBAaHMEM BHA, YTBEPKIAEMOIO
JOKYMEHTa, HAMMEHOBAHUS PACIOPAIUTEIILHOTO JOKYMEHTAa B TBOPUTEIBHOM MAJIEKE,
€ro J1aThbl, HOMEpA.

[Tpumepsr

1. (ITopsaox) YTBEPXKJIEH
npuxkazom MOY «llIkonaNe 3 um.
A.H.KpucanoBa»r.Anymrbl
5 anpeas 2021 r. Ne 82

2. (TIlpasuna) YTBEPYKIEHDBI

npuxkazom MOY «llIkonaNe 3 um.
A.H.KpucanoBa»r.Ajqymrbl
15.06. 2021 r. Ne 83



3. (ITonoxenue)
YTBEPXJIEHO
npukazom MOY «lllkonaNe 3 um.
A.H.KpucanoBa»r.Anymrbl
15.06. 2021 r. Ne 83

[Ipn npuHATHH (paccCMOTPEHUHM) JOKYMEHTa KOJUIErHajdbHbIM opranom OV,
pELIEHUsT KOTOPOro (PUKCUPYIOTCS B HPOTOKOJE, B TpU(e HPUHATO (PACCMOTPEHO)
YKa3bIBACTCSI HAMMEHOBAHUE OPraHa, PEIICHHEM KOTOPOro IMPHUHAT JAOKYMEHT, Jara U
HOMEp NMPOTOKOJA (B CKOOKAX). yTBEPKAAIOIIETO JOKYMEHTa B TBOPUTEILHOM IAJEXKE,
ero nartel, Homepa. [Ipumepsr

3. (Ilopsimox) MMPUHAT
NeJarorn4ecKuM coBeToM
(mportoxou ot 15.08.2021 Ne 12)

4, (IlpaBuma) IMPUHSATHI
Yiupap/js0mumM COBETOM
(mporokoa ot 15.06.2021 Ne 8)
3. (ITonoxenue)
INPUHATO o0mum
coOpaHueM padOTHHKOB

oy
(mporokoa 15.06.2021 r. Ne 83)

3aroJioBOK K TEKCTY.
3arojoBOK K TEKCTYy BKIIOYAaeT B ce0s KpaTKoe COAepKaHWE JIOKYMEHTa, €ro
OCHOBHYIO CMBICTIOBYIO HArpy3Ky. 3arojoBok ¢hopmyiupyercs ¢ mpeasiorom «O» («O0»)
Y OTBEYAET Ha BOIIPOC «O YeM?»:
+ mpuka3 (0 4em?) 0 Co3JaHUU aTTECTAIIMOHHONW KOMUCCUH; *
npukas (o uem?) 00 yTBEpk ACHUH IITATHOTO PACIUCAHUS;
+ mucbMoO (0 yeM?) 0 mpenocTaBIeHNU HH(OpMAIUK.
3aroy0BOK COCTaBIISIET UCMIOJIHUTEIb JOKYMEHTA. 3arojIoBOK K TEKCTY
oopMmIIsieTcs o PEKBU3UTaMU OJ1aHKa CJieBa, OT IPAHMUIIbI JIEBOro nojsi. Eciiu Teker
JIOKyMEHTAa HE MPEBbIIIAET YEThIPEX-TISITU CTPOK UM opopMiieH Ha OjaHke popmaTa
AS5, 3aro10BOK MOXHO HE YKa3bIBaTh.
3aroyI0BOK JOKYMEHTA 3alMCBIBAETCS MPU €r0 PETHCTPALlMU B COOTBETCTBYIOIUE
perucTpalroHHble POPMBI: KapTOUKY, Oa3y NaHHbIX.

TekeT JOKyMeHTA.



TekcT JOKyMEHTa COCTABIISIETCSI HA PYCCKOM $SI3BIKE KAaK FOCYJapCTBEHHOM SI3bIKE
Poccuitickonn ®enepaunu. TeKCT TOKYMEHTA W3JIATaeTCsl PYCCKUM JIMTEPATYPHBIM
SA3BIKOM C Y4E€TOM O0COOCHHOCTEN O(PUIIMAIBHO-IEI0BOI0 CTHIISI, BUJIA IOKYMEHTA U €ro
Ha3HAYEHUA B yIpaBieHueckoi AesTenbHocTU. CojepkaHue TOKYMEHTa JIOJKHO OBbITh
M3JI0KEHO KPAaTKO, JOTUYHO, TOYHO U SICHO.

TeKCThI TOKYMEHTOB U3JIararoTCs:

- oT 1-ro 1vua eJUHCTBEHHOIO YKClia B JOKyMEHTaX (IPHKa3, PaCHOPSKEHUE U T.
n.) pykoBoautenss OV, AEHCTBYIONIEr0 Ha MPUHLMNAX €AWHOHAYAIMS, a TaKkKe
JTOKYMEHTaX, aAPECOBaHHbBIX PYKOBOJCTBY OpPraHU3ALMK: IPUKA3bIBAL0... IOJTOTOBUTH U
PEACTABUTh HA PACCMOTPEHUE; MIPOILY PACCMOTPETH

BOIPOC 00 YCTaHOBJIEHUH JILTOTHBIX Tapu(oB...;

- 3-ro nuna EeAWHCTBEHHOTO YKCJIa B JOKYMEHTaX KOJUIJICTHAbHBIX OpPraHoOB:
KOMHCCHSI pEUINIIA...; OPTaHU3alMs] HE CYUTAET BO3MOXKHBIM...;

- 1-ro nuuma MHOXECTBEHHOTO 4YHCIa B COBMECTHBIX JOKYMEHTaxX: HpPOCUM
IPEACTABUTH TAHHBIE O...; IPEACTABIISIEM HA PACCMOTPEHHUE U YTBEPKICHHUE. . .;

- 3-TO JUIla MHOKECTBEHHOTO 4YHCIa B TMPOTOKOJAX: CIYIIAIH, BBICTYIIHIIH,
MOCTAHOBWJIY, PEIIIIH.

B nokymeHTax, ycTaHaBIMBAIOIIMX IIpaBa MU OOS3aHHOCTU OpTraHMU3AIUU, €€
CTPYKTYPHBIX TMOJpa3feieHuil (TOJI0KEHHE, WHCTPYKIMS), a TakkKe COoJepkKaliux
omucaHue, OIEHKY (aKTOB WM BBIBOJBI (aKT, CIpaBKa), HUCIOJb3yeTcs QopMma
UBJIOKEHUS TEKCTa OT TPEThEro JUlAa E€IUHCTBEHHOTO WJIM MHOXECTBEHHOTO 4YHuCia
(«otmen ocymiecTBisieT (GYHKIMU», «B COCTaB OOBEAUMHEHUS BXOMATY, «KOMHUCCHS
YCTaHOBUJIAY).

B TekcTte nokymeHTa, MOATOTOBJIEHHOIO HA OCHOBAHWU 3aKOHOJATENbHBIX, MUHBIX
HOPMATHBHBIX TPABOBBIX aKTOB, W3JaHHBIX OpraHaMH BJIACTH W YINPABJICHUS,
JOKYMEHTOB, paHE€ HM3JaHHBIX OPraHOM BJIACTH — aBTOPOM JIOKYMEHTA, YKa3bIBaeTCs
HAaMMEHOBAaHWE BHUJA JOKYMEHTa, HAUMEHOBAaHHUE OpraHa, M3JIaBIIETO JOKYMEHT, JaTa
OPUHATHS WM YTBEPXKACHUS TOKYMEHTA, €r0 PEruCTPalMOHHBIA HOMEp, a TaKXKe
3aroJIOBOK K TEKCTY WJIM HAMMEHOBAHHME BUIA TJOKYMEHTA.

[Ipumepsr

«B cootBerctBHM ¢ moctaHoBieHneMm lIpaButenbctBa oT 13.08.1997 Ne 1009 «O6
yTBepKJIeHuu I[IpaBui MOATOTOBKM HOPMATUBHBIX MPaBOBBIX AaKTOB (eaepaabHbIX
OpPraHOB UCIOJHUTEIBHON BIIACTH U UX FOCYAAPCTBEHHON PETUCTPALIUN»;

«B cootBerctBuu ¢ [lonokeHMeM 0 MOCTOSHHO IEUCTBYIOLIEH DKCIIEPTHON KOMHUCCHUU

YUPEKICHHs], OpraHu3aluu, NPEANpPUSATUs, YTBEPKIAECHHBIM IpuKazoM PocapxuBa oT
19.01.1995 Ne 2...».



Ecnm TEeKCT COmEpKUT HECKOJIBKO IOPYYEHHH, PEIICHWH, BBIBOJIOB, B TEKCTE
BBIJICIISIFOTCS Pa3ieiibl, IOAPA3EIIbl, ITyHKThI, IIOITYHKTHI.
B TekcT 1oKyMeHTa MOTYT BKIIIOUaThCs (PparMeHThbl, 0OPMIIEHHBIE B BUJE TAOIUIIBI
VIV QHKETBI.
CTpaHHIIBI TEKCTa HyMEPYIOTCS apaOCKUMU I paMu MOCEPEINHE BEPXHETO MOJIS.
B nuceMax MCnonb3yroT caeayomue GopMbl N3II0KEHUS:
+  OT IIEPBOTO JIMIA MHOKECTBEHHOT'O YHMCJIA (KITPOCUM HAIIPABUTHY, «HAMIPABIISIEM Ha
paccMOTpEHHER);
+ TEpBOrO JHIA EIUHCTBEHHOIO 4YHUCHA («CUUTAI0 HEOOXOIUMBIM», «IIPOIIY
BBIJICIIUTDY ),
- TpeThero jiuua eauHcTBeHHoro uucna («OO He Bo3paxaer», «OO cuuTaer
BO3MOXKHBIMY).

OTMeTKa 0 PUIIOKEHUM.

OTMeTka O TIPWIOKEHUU COACPKUT CBEACHUS O JOKyMEHTE (JOKyMeHTax),
IpUJIaraeéMoM K OCHOBHOMY JOKYMEHTY (B COINPOBOJUTEIBHBIX MUChbMaX, MPETEH3USIX,
aKTax, CIpaBKax U JAPYTUX UHPOPMAIMOHHO-CIPABOYHBIX TOKYMEHTAX) WA O TOM, YTO
JIOKYMEHT SIBJII€TCS IPUIIOKEHUEM K OCHOBHOMY JIOKYMEHTY (B
JOKyMEHTaX - TMPUJIOKEHUSIX K PaCHOPSIUTEIbHBIM JIOKYMEHTaM, IOJO0KEHUSIM,
paBuiIaM, MHCTPYKIIMAM, TOTOBOpaM, IjlaHaM, OTYETaM U JIp. TOKYMEHTaM).

B compoBOaMTENBHBIX TMHCBMAaxX © JAPYTHX HHPOPMAIMOHHO-CIPABOYHBIX
JOKYMEHTaX OTMETKa O MPHUJIOKEHUU O(QOPMIISICTCS MO TEKCTOM OT TPaHUIIbI JIEBOTO
MOJIS CTEAYIOIUM 00pa3oM:

- €CIIM NPUJIOKEHUE Ha3BaHO B TekcTe: [Ipunoxkenue: Ha 2 1. B 1 3K3.;

- €CNIM TPUIIOKEHHE HE Ha3BaHO B TEKCTE€ WM €CIU TPWIOKEHUH HECKOJIbKO,
YKa3bIBaIOT HA3BaHUS JOKYMEHTOB-TIPUIIOKEHUM, KOJTUYECTBO JINCTOB U AK3EMIUISIPOB
KaXXJI0TO MPUIIOKEHUS:

[Tpunoxenue: 1. [Tonoxxenue (HazBanue) Ha 5 1. B 1 9K3.

2. CnpaBka 0 KaJIpoBOM cocTaBe Ha 2 1. B | 3Kk3.;

- €CJIM TIPUIIOKEHHEM SIBJISIETCS OOOCOOJICHHBIN AJIEKTPOHHBIM HOCHUTENb (KOMITAKT-
JIMCK, usb-duieni-nakonuTesns u ap.):

- Ilpunoxenue:

CD B I 3k3.
- eCJIM MpUJIoKeHue (TIPUIIOKEHMST) COPOITIIOPOBAHBI:
[Ipunoxenue:
otuet o padore PUII B 2 3k3.
B pacnopsmuTenpHBIX JOKyMEHTax (IIpUKas3axX, paclopsiKeHHsX), I0roBOpax,

MOJIOKEHUSX, IPABUIIAX, MHCTPYKIUAX U JAPYTUX JOKYMEHTaX OTMETKA O MPHUJIOKEHUU

ohOopMIISIETCS CIETYIOITUM 00pa3oM:



- B TEKCTE JOKYMEHTa MpH MEPBOM YIMOMHUHAHUHU JOKYMEHTA-TIPUIIOKEHHUS B CKOOKax
YKa3bIBACTCS: ... (IPUIIOKEHHUE) UITH ... (IpUIIOKEeHueE 1); mepel HOMEPOM MPHUII0KEHUS
JIOITyCKAETCsl CTABUTh 3HAK HOMEPA: ... (TIpuioxxeHue Ne 2);

- Ha IEPBOM JIMCTE JOKYMEHTA-IIPUIIOKEHHUS B IPABOM BEPXHEM YIIIy YKa3bIBA€TCSI:

Ipuioxkenune Ne 2 k npukazy MOY
«IIxosmaNe 3 um.
A.H.KpucanoBa»r.Anymrbl

ot 15.08.2021 Ne 112

CTpokn pEKBU3UTa BBIPABHUBAIOTCSA II0 JIEBOMY Kpal WIH LEHTPUPYIOTCS
OTHOCHUTENBHO CaMOM JUIMHHOW CTPOKH.

Ecnu npunoxkeHnem K pacrnopsiAuTEIbHOMY JTOKYMEHTY SIBJISETCS HOPMATHUBHBIN
[PAaBOBOM aKT WJIM HWHOW JOKYMEHT, YTBEPKIA€MbId JaHHBIM PaCIOPAIUTEIbHBIM
JOKYMEHTOM, Ha MEPBOM JIUCTE MPUIOKEHUSA MPOCTABISIETCS OTMETKA O NMPUIIOKEHUU
(06e3 cchUIKM Ha pacnopsIUTENIbHBIM JOKYMEHT) M TpU(] YTBEPKIAEHUS, B KOTOPOM
YKa3bIBAIOTCS JAHHBIE PACIIOPAIUTEIBHOIO JOKYMEHTA, KOTOPBIM YTBEPKAECH TOKYMEHT-
MIPUJIOKEHUE.

[Ipumep -
Hpuioxkenue 1
YTBEPXIAEHO npukaz MOY
«IxomaNe 3 um.
A.H.KpucanoBa»r.Anymrbl
ot 18.05.2021 Ne 67

I'pud coriiacoBanust J0KyMeHTA.

IIpoeKThl NMOATOTOBJIEHHBIX JOKYMEHTOB IEpel MOJAIUCAHUEM B PSAE CIy4yacs
COrJIaCOBBIBAIOTCA  C  3aMHTEPECOBAHHBIMH  YUPEXKIECHUAMH,  CTPYKTYPHBIMU
NOJIpa3ICIECHUSMH, OTAEIBbHBIMU JTODKHOCTHBIMU JIMIIAMM.

I'pud cormacoBanusi B 3aBUCUMOCTM OT BHJA JOKyMEHTa M OCOOEHHOCTEH €ro
0 OpMIIEHHUSI MOKET POCTABIISITHCS:

- Ha [IEPBOM JIUCTE JOKYMEHTA (€CJIM JOKYMEHT UMEET TUTYJIbHBIM JIUCT, - Ha
TUTYJBHOM JIUCTE) B JIEBOM BEPXHEM YIJIy HAa ypOBHE rpuda yTBEp:KIEHHUS WU TOJ
HAaUMEHOBAaHUEM JJOKyMEHTa OJIMKE K HUKHEMY TOJI0);

- Ha TIOCJIETHEM JIUCTE JOKYMEHTA MOJI TEKCTOM;

- Ha JIMCTE COIJIACOBAHMSI, SBJIAIOMIEMCS] HEOTHEMIIEMOM YaCThIO IOKYMEHTA.
I'pud cornacoBanus nokymenrta coctout u3 ciosa COI'JTACOBAHO, nomkHOCTH LA,



C KOTOPBIM COTJIACOBaH JOKYMEHT (BKJIIOYash HAWMMEHOBAHHWE OpPTaHU3AINH), €T0
COOCTBEHHOPYYHOM MOJIMUCH, paciii(PpoBKY MOANUCH (MHULMAIOB, (paMUIIMN) U JaTh
cormacoBanus.  [Ipumep -

COI''TACOBAHO

Hupextop MOV «l1IkonaNe 3 um.
A.H.KpucanoBa»r.Anymrsl
(moamuce) U.O. Gamunusa [lara

Ecnu cornacoBaHue oCyIiecTBISETCS KOJIJIETHAIbHBIM OPIaHOM, B rpude
COTJIACOBaHUS YKa3bIBalOT CBEIECHUS 00 OpraHe, COracoBaBIlEM JTOKYMEHT, JaTe U
HOMeEpE MPOTOKOJIA, B KOTOPOM 3a(pMKCUPOBAHO peLIeHHE O corylacoBanuu. Eciu
COTJIACOBAHMUE OCYILECTBIISIETCS MUCbMOM, YKA3bIBAIOT BUJ JOKYMEHTA, OPTaHU3ALIHIO -
aBTOpa JOKYMEHTa, 1aTy U HoMep nuceMa. [Ipumepsr

1 COIJTACOBAHO
YupapiasomuM cOBeTOM
MOY «llIkomaNe 3 um.
A.H.KpucanoBa»r.Anymrbl
(MpoTOKOJ OT Ne )

2 COI'JIACOBAHO
nucbMmom Pocapxusa ot
Ne

Bu3sa corsiacoBanusi 10KyMeHTA.

Bu3bl cornacoBaHusi JOKyMEHTA — PEKBU3UT JOKYMEHTA, YKa3bIBAIOLIMI Ha COTJIACHE
WM Hecoriacue NOoJbKHOCTHOTO yinia OV ¢ copep:kaHueM MPoeKTa JOKYMeHTa (Janee —
BH34). [Ipumep

3aMecTUTeNb TUPEKTOPa M0 BOCIUTATEILHON paboTe

JIngyHas moanuch .. UBaHoBa

10.10.2023

OdopmnenHas TakuM 00pa3oM BH3a O3HAYAET COIVIacHe JOHKHOCTHOIO JIMIA C
COJIepKaHUEM TOKYMEHTA.
[Tpn HanmuuuK 3aMeyaHuil o TOKyMEHTY BU3Y O(DOPMIISIOT CIEAYIOUIMM 00pa3oM:

3ameuaHus MpUararTCs



3aMecTuTeNb JUPEKTOpa M0 BOCIUTATENbHOM paboTe

JInunasg moamnuch N.N. BanoBa

10.10.2023

JIOKyMEHT BU3UPYETCA HCIOJHUTEIEM W 3aUHTEPECOBAHHBIMU B JOKYMEHTE
JOJDKHOCTHBIMHU JIMIIAaMU, pykoBoautesiem OV,

3amMevaHusl JIOJDKHBI OBITh TMPEJCTaBIEHbI HAa OTAEIBHOM JIMUCTE, KOTOPHIM
MOJMKUCHIBAIOT, JATUPYIOT U MPUJIATAIOT K TIOKYMEHTY.

B noxyMeHTax, NOJJIMHHUKA KOTOPBIX XPAHATCS B OPraHU3aIMU, BU3bI
MIPOCTABJISIIOT HAa MOCIEAHEM JINCTE JOKYMEHTA MO MOANKUCHIO, HA 000POTE MOCIEAHETO
JIMCTA MOJJIMHHUKA JOKYMEHTA WJIU Ha JIUCTE COTJIaCOBaHUS (BUSUPOBAHUS),
MPUJIAra€MOM K JIOKYMEHTY.

B ucxomsamux 1O0KyMEHTaxX BU3bI NPOCTABISIOTCS HA DK3EMIUIAPAX JOKYMEHTOB,
ITIOMEIIAEMBIX B JEJO0.

Hoanuce.

JIOMKHOCTHBIE JIMIIAa MOANUCHIBAIOT JOKYMEHTHI B TpeeiaX CBOMX MOJHOMOYHH,
onpenesieHHbIX Y craBoM OV U JOJDKHOCTHBIMUA HHCTPYKIUSMH.

[Toanuck COCTOUT M3 HAMMEHOBAHUS JIOJDKHOCTU JIMIA, KOTOPOE MOJAMUCHIBAET
JOKYMEHT (IIOJTHOTO — €CJIM IOKYMEHT HareuyaTaH He Ha OJIaHKe, COKpaIlleHHOro — Ha
JIOKyMEHTE, Halle4aTaHHOM Ha OJIaHKe), er0 COOCTBEHHOPYYHOU MOAMKMCH, HHUITMAIOB
(MHUIMAT UMEHH ), (DaMUIIUU.

[Tpumepsnl
He HA 0JIaHKe:

Jupexrop MOY «lllkoaaNe 3 um.
A.H.KpucanoBa»r.Anymrbl

JInunasg mognmucs M.O. amuaus

Ha 0J1aHKe
JupexTop JInunas moanuce N.O. Pamuinus

[Tpu odbopmiiennn nOKyMeHTa Ha OJIAHKE JOHKHOCTHOTO JIMIIA JOIKHOCTH 3TOTO
JIIIa B MOJINKUCHU HE YKa3bIBACTCS.

Ipumep JInynas moanuch N.0. ®amunaus



B JOKYMCHTAX, COCTABJICHHBIX KOMHCCHeﬁ, B IOJAIIMCH YKA3bIBACTC CTATYC JIMIIA
B COCTaB€C KOMHCCHHU. HpI/IMCp -

IIpeacenaresnb KOMHCCUM IHogmucy MN.O. Damuiausa
Y1eHbI KOMHCCHHA INoanucey HN.0. ®amuiaus
IMoanuce N.0. ®amuiausa
IMoanuce N.0. ®amuiausa

B ciyyae OTCyTCTBHA pPYKOBOAMTENIS MPHUKA30M ONpENeNsercs JIMLO,
UCIIOJIHAIONIEE €ro 00sS3aHHOCTH, a TAKXKE YIOJIHOMOUYEHHOE MOIUCHIBATh JOKYMEHTHI,
Opyd 3TOM MOANHUCH O(OpPMIISIETCS C YKa3aHHEM cTaryca JAOJKHOCTHOTO JUIia B
COOTBETCTBHUH C MPUKA30M (paCIOPSHKEHUEM).

[Tpumep -

N.o. nupexTopa Hoamuce HN.O. ®amuius uim:

Hcenonnsawmmii  odsi3anHoctu  aupekropa Ilogmues HN.O. Pamuiaus
[Ipu noanucanuy T0KyMEHTA JULIOM, UMEIOIIAM ITPABO MOJIKUCH B CIIy4a€ BPEMEHHOIO
OTCYTCTBUS PyKOBOAMTEIIS, UCIIPABICHUSI B HANMEHOBAHHE JIOJDKHOCTU U paciinu@poBKy
(daMuIuu yKe MOATOTOBIICHHOTO M COTJIACOBAHHOTO MPOEKTa JOKYMEHTa BHOCATCS OT
PYKH WU C UCTIOJIB30BAHUEM COOTBETCTBYIOIIUX IITAMIIOB.

He nomyckaercst cTaBUTbh KOCYIO U€pTy, HAJNKHCh «3a» Mepe]l HAaMMEHOBAaHUEM

TOJKHOCTH JIMLA B MOJIMKUCH, €CJIA IOKYMEHT MOJAMUCHIBAET UHOE JOJIKHOCTHOE JIUIIO.

JJIeKTPOHHAA MOANHUCH.

OTMeTrka 00 DJIEKTPOHHOM TOJNUCHA HWCHONB3YETCS NpPH  BU3yalU3aluu
AJIEKTPOHHOI'O JTIOKYMEHTA, MOAMHUCAHHOTO 3JIEKTPOHHOM MOAINHUCHIO, C COONIOIEHUEM
TpeOOBAHMIA:

a) MEeCTO pa3MELIEHUs OTMETKH 00 BJIEKTPOHHOW MOANUCH  JOJDKHBI
COOTBETCTBOBATh MECTY pa3MEIIEHUs COOCTBEHHOPYYHOW MOANNCH B aHAJIOTUYHOM
JOKyMEHTE Ha OyMa)XHOM HOCHUTEE;

0) BJIEMEHTBI OTMETKH 00 3JIEKTPOHHOM MOANUCH AOKHBI ObITh BUTUMBIMU U
YUTAEMbIMH PU 0TOOPAKEHUU JOKYMEHTA B HATYPAJIbLHOM pa3Mepe;

B) DJIEMEHTBI OTMETKH 00 AJIEKTPOHHOM MOAMKUCH HE TOJKHBI IEPEKPBIBATHCS WIIH
HaKJIJbIBaThCS APYT HA JpPyra;

I) DJIEMEHThl OTMETKM OO0 3JIEKTPOHHOM MOAMHCH HE JOJDKHBI MEPEKPhIBATH

AJIEMEHTHl TEKCTa JOKyMEHTa U JApyrue OTMETKH 00 JJIEKTPOHHOM moAmucHu (mpu
HaJIM4yun).
OTtMmeTka 00 DSJEKTPOHHOW MOJANUCHM U BKIO4YaeT (pazy «JloxkymeHT mnoamnucan
ANIEKTPOHHOM TIOJIMKCHIO», HOMEpP cepTUdUKaTa KiIro4a 3JICKTPOHHOW MOAIMMKCH,
(aMunio, UMs1, OTYECTBO BIIaJIEbIa cepTU(UKATa, CPOK ACUCTBUS cepTUPUKATa KITIOUa
BJIEKTPOHHOM IMMOJIHUCH.



[Ipumep
Jupexrop J]OKYMEHT HOI[HI/ICAH A.Bb. UBanoB

3JEKTPOHHOW MOANMCHIO
Cepruduxart lalllaaalllllllil

Baapenen UBanos Asiexceii bopucosny

JeiicrBuresen ¢ 01.01.2017 mo 01.01.2022 Ileuarts.

OTTUCK TeyaTH 3aBepsieT MOUIMHHOCTh NOJANHUCH JOHDKHOCTHOIO JIMIIA Ha
JOKYMEHTaX, YJIOCTOBEPSIOIIMX IpaBa JUL, (PUKCUPYIOUIMX (aKThl, CBS3aHHBIE C
(PMHAHCOBBIMHU CPEACTBAMHU, a TAK)KE Ha JOKYMEHTaX, IPEJOCTaBIISIEMbIX 32 MPEEIIbI
OpraHM3alMM U MPEAyCMaTPUBAIOIINX 3aBEPEHUE MOUIMHHOCTH NOANUCH. BHyTpeHHne
JOKYMEHTHI (IIPUKa3bl, IPOTOKOJIBI U T.[I.) IEYATHIO HE 3aBEPSIOTCA.

[legarp npocTaBisieTcsd, HE 3axBaTbhiBasg COOCTBEHHOPYYHOM MOJMUCH  JHIIA,
HOJNUCABUIET0 JOKYMEHT, WK B MecTe, 0003HaueHHOM «MID» («MecTo nedatn»).

OTMeTKa 00 UCIIOJTHUTEJIE.
OtMmeTka 00 UCTIOTHUTENE BKIIIOYAET B ce0s1 (paMUIIHIO, UMSI, OTYECTBO UCIIOTHUTEIIS
JIOKYMEHTa, HOMEp ero TeynedoHa.

OTtMeTka 00 HMCHOJHUTEIE MOXKET JOMOIHATHCS HAUMEHOBAHHUEM JOJDKHOCTH,
CTPYKTYPHOT'O ITOAPA3ACIICHUS U JJIEKTPOHHBIM aJIPECOM HCIIOJHUTE.

OtMeTka 00 ucnoiHUTENe 0(HOPMIISETCS HA JIMIIEBOM CTOPOHE MOCJIEIHETO JIUCTA
JIOKYMEHTa OT TPaHMIIbI JICBOTO TOJS WU, NMPU OTCYTCTBUM MECTa, - Ha OOOPOTHOM
CTOpPOHE BHU3Y ciieBa. [Ipumep -

3abeaun UBan AnapeeBud,

KonTpoJibHOE ynnpaBiieHue, BeAYIIUil ClIeHATUCT,

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

OTtMeTka 00 UCHOJIHUTENE MOXKET O(DOPMIISATHCS KAK HUKHUN KOJOHTHUTYJ M
nevaraThes MPU(GTOM MEHBIIETO pa3Mepa.

OTMeTKa 0 3aBepeHUH KOIUM.

OY MOXKeT 3aBepsATh KOIMU TOJBKO T€X IOKYMEHTOB, KOTOPBIE CO3JJAI0TCS B HEH, a
TaKXe B CiIyyasx, MPeayCMOTPEHHBIX B ab3alle BTOPOM HacTosIiero myHkra. Komwus
JOKYMEHTA W3rOTaBJIMBACTCA M BBIJACTCS TOJBKO C Pa3pelICHUs PYKOBOIUTEIIS
OpraHM3alNH, €r0 3aMECTUTENEN UIN PYKOBOJUTEISI CTPYKTYPHOIO IMOAPA3ICICHHUS.

B ciyyae moaroToBku JOKYMEHTOB TSl TIPEIOCTaBICHUS CyIeOHBIM OpraHam, pu
pEIIeHNN BOIMPOCOB IO TMPUHATHIO JIUI[ Ha paboTy, OOyueHue, YyIOCTOBEPEHUsS HX
TPYAOBBIX M JPYTMX IIPaB BO B3aUMOOTHOILICHUSX C YUYPEKICHUEM, a TAKKE IpPHU



dbopMHUpOBaHUY TUYHBIX JeT paOOTHUKOB OY MOXKET U3TOTaBIUBATH KOTIMH JOKYMEHTOB,
BBIJITAHHBIX APYTHMH YUPEKIESHUSIMH (KOMTUU JOKYMEHTOB 00 00pa30BaHuU U Ap.).

[Ipu BbIIaue KOMUM TOKYMEHT BOCHPOU3BOAUTCS MOJHOCTHIO (Oank OY, HoMep,
Jata, Coiep>KaHue u T. I1.).

B npaBom BepxHeM yrity konuu numiercst cioBo «Komus». [Ipu Beinaue xonuu ¢
KOMnuu cienyet nucath «Komust ¢ komum.

Ecnu konust 11 BHYTPEHHETO TMOJIb30BaHUs, TO ISl 3aBEPEHUS HUKE PEKBU3UTA
«ITonnuce» MPOCTABIAIOT 3aBEPUTENIBHYI0 HAANHUChL: «BepHO»; TOKHOCTH JIMIIA,
3aBEPSIONIETO KOMHIO; JMYHYIO TMOAMKCH;, pPacIM(PpPOBKY TOANMUCH (MHUIIHAIIBI,
dbaMunio); naTy 3aBEpeHUS.

[Tpumep -

Bepno
HenonpousBoantesib/CnenuaaucT Mo Kaapam

JInuHaa nmoanucek B.B. UBaHoBa

10.10.2023

Ecnu xonus BeiiaeTcs AJ1s NMPEICTaBICHUS B IPYTYIO0 OpraHU3alnio, TO OTMETKA O
3aBEPEHUN KOIMUM JOMOJIHACTCS HAJMKUCHIO O MECTE XPaHEHMS JIOKYMEHTa, C KOTOPOIo
ObLJIa U3TOTOBJICHA KOTHS, U 3aBEPSIETCS M€UYAThI0 OpraHU3alIUH. [Tpumep -

[Tonnuaauk nokymeHnta Haxoautcsi B MOV Illkona Ne 3 B nene Ne 12-k 3a 2022
TOJI.
J{1s mpocTaBeHUs] OTMETKH O 3aBEPEHUHU KOMUU MOKET MCIIOJIb30BAThCS IITAMII.

OTMeTKa 0 NOCTYIICHHMH IOKYMEHTA.

OTMeTka O TOCTYIUIEHMM JOKYMEHTAa CIYXHUT Uil TOJATBEpkAeHUS (akTa
IIOCTYIUIEHUS JOKYMEHTA B OPraHU3alMIO U BKJIKOYAET JATy MOCTYIUIEHUSA U BXOIAIINAN
pEerucTpallMOHHBIA HOMEp JoKyMeHTa. [Ipu HeoOX0oIMMOCTH OTMETKAa O MOCTYIUICHUU
MOJKET JIOTOJHATHCS YKa3aHMEM BPEMEHM MOCTYIUIEHHs B 4acax U MUHYTax U crocoda
JNOCTaBKHU JOKYMEHTA. OTMeTKa 0 NOCTYIUIEHUH JOKYMEHTA MOKET IIPOCTABIIATHCS C
MIOMOIIIBIO IITAMIIA.

Pe3omnronus.

Pezomonvist  coepKUT yKa3aHWE 110 HCIOJIHCHHWIO JIOKYMEHTa. Pe3osrorus
odopmisieTcss Ha CBOOOTHOM MECTe padoydero moJjisg JOKyMEHTa, Ha OJIaHKe PEe30TIOLUU
WIM BHOCUTCS HEIOCPEJACTBEHHO B CHCTEMY DJJIEKTPOHHOTO JOKYMEHTOOOOpOTA.
Pe3omronus BKiTro9aeT: (haMUITNI0, HHUITHAIBI UCITOJTHATES (MCITOTHATEIICH ), TOPYYCHHE
0 JOKYMEHTY, IMPHU HEOOXOIUMOCTH - CPOK MCIIOJHEHHS, IMOIIUCH JINIA, BBIHECIIETO
PE30ITIONHIO, ATy PE3O0IIONH.



Pe3omronysi, Kak NpaBWiIO, NMULIETCS OT PYKHM PYKOBOAMUTENIEM Ha IOIMHHHUKE
JOKYMEHTa Ha CBOOOJTHOM OT TEKCTa MECTE.
[Ipumep -
®amunus U.0.
IIpomy noaroroButs npenoxenus k 10.11.2021.
IMoanucek
Jlara

OTMeTKa 0 KOHTpOJIE.

OTMeTKa O KOHTpOJE CBUAETEIBCTBYET O IMOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
IPOCTABIIACTCS MITAMIIOM WJIM IPOU3BOJUTCA 3aMUCh OT PYKH «KOHTpOIBY» Ha BEpXHEM
M0JIE TOKYMEHTA.

KonTponto mnojuiexxaT Bce 3aperucTpUpOBaHHbIE JOKYMEHTHI, TpeOyromue
UCIIOJIHCHHS.

Cpokr MCHOJHEHUS JOKYMEHTAa YCTAHABJIMBAIOTCA B COOTBETCTBHHM CO CPOKaMH,
0003HAYEHHBIMU 3aKOHOAATEILCTBOM, OPraHU3AlMell, HalpaBUBIICH MOPYYEHUE HIIU
npocb0y, pPACHOPSAUTENBHBIM JTOKYMEHTOM WM pe3oiounei pykooautens OV.
Cpok npocrasiisieTcsi B (popMe 1aThl 3aBEPIICHUST UCTIOTHEHUS.

OTMeTKa 0 HATIPABJIEHUH JOKYMEHTA B JIeJIO.

OTMeTKa O HalpaBJICHUH JIOKYMEHTA B JICJIO ONPEICIACT MECTO XPaHCHHUS
JOKYMEHTA TI0CJIC 3aBEPIECHUS padOThI ¢ HUM M BKJIIOYACT: CJIoBa «B 1enmoy», HHIeKC
7ieJia TI0 HOMEHKJIAType JIeJT, B KOTOPOE TTOMEIIACTCs IOKYMEHT Ha XpaHCHHE, C
yKa3aHHUEM Tojia, JOJHDKHOCTH JIIA, 0(hOPMHUBIIIETO OTMETKY, TIOIITUCH, JaThI.

[Ipumep -

B nesio Ne 01-18 3a 2020 r.

JenonpousBoaureib

MMoamucek dara

OTMeTKa O HampaBjJCHUU JTOKYMEHTa B JI€JI0 MOXKET JOMOJIHIATHCA KpPaTKUMU
CBEJICHUSIMU O XapaKTepe UCIIOTHEHUS IOKYMEHTA.

4.TpeGoBaHus K COCTABJICHHIO HEKOTOPBIX BU/I0B IOKYMEHTOB.

IIpuxas.

[Ipuka3 - mpaBOBOM JIOKAJbHBIM HOPMATHUBHBIN aKT, KOTOPBIN U31AETCs
€IUHONNYHO pyKoBoauTeneM OV U yJoCTOBEPSET PEIIEHUSI OPTaHU3alIMOHHO
pacnopsiANTEIILHOTO XapakTepa.



[Ipuka3bl U3AI0TCSI O OCHOBHBIM BOMPOCAM JAESTEILHOCTH, IMUHUCTPATUBHO-

XO034MCTBEHHBIM BOMPOCAM M KaJPOBBIM Bolpocam (JinuHoMy cocTtary) OVY.

[Ipyka3 moANMUCHIBAETCA B COOTBETCTBHHM C TpeOOBAaHUSAMU, YKA3aHHBIMH B
[Tonoxxenun.

[Tocne moamucanusi MpuKa3za U3MEHEHUS W/WIU JIONOJHEHUS B HETO BHOCSTCS
yTeM U3JaHusl HOBOTO MpPUKa3a O BHECEHUU U3MEHEHHUM U/WIIA JOTIOJTHEHU .

[Ipuka3s, kak npaBuio, odpopmisercs Ha O1anke OY B meyaTHOM BHJIE.

[Ipuka3z uMeeT cleayrolye pPeKBU3UTHL: HanMeHoBaHue OV COIIacHO yCTaBy;
HauMeHoBaHue Buaa nokymenta (IIPUKA3), nara, HOMep, MecTO COCTaBJIECHUS,
3aroJIoBOK K TEKCTY, TEKCT, HAUMEHOBAHUE JOJKHOCTH, MOAMUCH JOKHOCTHOTO JIUIA
(wHUIMANB, (haMUITHS ), BU3BI COTJIACOBAHMS, O3HAKOMJICHHUS.

JlaToit mnpukaza (pacmopsbkeHusi) SBIsSeTCS Jata ero mnoanucanus. Jlara
oopmisieTcss UPPOBBIM CIIOCOOOM; HOMEpP COCTOUT M3 3HaKa «No» U MOPSIKOBOTO
HoMepa npukasza: ot 00.00.0000 Ne 000.

CopnepkaHue mpuKa3a KpaTKo M3J1araeTcsi B 3arojoBKE, KOTOPBIM HAaYMHAETCA C
npeyora «O» U COCTaBISIETCS C MOMOIIBIO OTIVIATOJIBHOTO CyIIeCcTBUTENIbHOTO («O0
YTBEPXKIICHUU...», «O CO3TaHUM...») UITU CYIIECTBUTENHbHOTO («O0 UTOTax...»).

B npukazax TekcT wu3naraercs OT TIEPBOTO JIMIA E€IWHCTBEHHOTO YHCIIA
(«TpuKa3bBIBAION ).

Bo BpeMs 03HaKOMIJIEHHsI C MPUKA30M YKa3aHHBIMU B HEM JIMIIAMH Ha TEPBOM
HK3EMIUISIPE MPUKa3a MPOCTABIIAIOTCS MOJIMUCH C YKA3aHUEM J1aThl O3HAKOMJICHHUSI.

HomMmepa cTpaHull IpoCTaBIsSIOTCS MOCEPEIUHE BEPXHETOo MOJIs JIMCTa HAUUHAs CO
BTOPOTO JIKCTA.

[Ipuka3pl HyMEpyIOTCSl B MOPSAKE UX U3IAaHUS B Mpejernax KaJleHIapHOIo Toja;
IPUKa3bl 10 OCHOBHOW JEATEIHLHOCTH M MO KaJpPOBBIM BOIMpOCaM (JJUYHOTO COCTaBa)
HMMEIOT OTACJIBHYIO MOPSIKOBYIO HyMEpaIuIO.

[Ipu HyMepaluu NprUKa3oB JIOMYCKAETCS UCIOIb30BaHUE JOTIOJHUTEIIBHBIX OYKB.

[Tpumep:
K - kaapsbi;
O/l — ocHOBHAsI 1eSITEJIbHOCTD;
Y — obyuarwmuecs.
[Ipuka3 BCTymaeT B CHITy C MOMEHTA ero moAmnucanus pykopogutenem OV, eciu B
TEKCTE HE YKa3aHO JIPYToro CpoKa.
[Tpukassl peructpupyrorcs B KHUTe/KypHaIe perucTpaliiy MpuKasos (npunoscenue 2).
[Ipukaser ¢opmupyrorcss B Jleno oawmH pa3 B kBaptan. Kaura/sxyprHai
MIPOHYMEPOBBIBACTCS, MPOITHYPOBBIBACTCS, CKPETUISCTCS MOIAMUCHI0 PYKOBOJUTENS U
neyatrio OV (mpunokenue 1). B koniie kanenaaproro roaa /leno (ve 6omee 250 mucToB)
odopmisieTcss B cooTBeTcTBUU ¢ [lomoxxeHneM 06 apxuge.



IIpuka3bl 10 OCHOBHOM AEATEIbHOCTH.

TekcT nmpukasa o BOIpocaM OCHOBHOU AeSTENbHOCTH OY COCTOUT U3 ABYX YacTel
- KOHCTaTupytouiei (nmpeaMOyIibl) U pacopsIUTEIbHOM.

B KoHCTaTtHMpylomer 4YacTH OTPa)XaroTCs LENW M 3aJadd  IPEAIMChIBAEMBIX
JNEUCTBUM, IPUYMHBI U3JaHMS NPUKA3a, JACTCA CChUIKA HAa JOKYMEHT, IOCIYKUBLIUN
OCHOBAHHEM JUIS MMOJATOTOBKH IPHUKA3a. YKa3aHHAs 4acThb MOYKET HAYMHATHCS CO CIIOB
«Bo ucnonnenue...», «C 1enpo...» U ToMy nojao0OHoe. Eciin TOKyMEHT u3Jaercs Ha
OCHOBAaHHH [JIPYrOro paclopsSAUTEIbHOIO JOKYMEHTa, B KOHCTAaTUPYIOLIEW 4YacTu
yKa3bIBaeTCsl Ha3BaHUWE BHUAA ATOr0 JOKyMeHTa, ero aBTop (MunuctepctBo, CoBeT
MUHUCTPOB U JIp.), 1aTa, HOMEP U 3arojIoBOK. Touyka B KOHIIE KOHCTATUPYIOIIEH YacTu He
CTaBUTCSI.

PacniopsimurenbHas 4acte mpukaza HaunHaeTcss co cinoBa [TPUKA3BIBAIO,
KOTOpPOE MEeYaTaeTCs ¢ HOBOM CTPOKHU OONBIIMMH OyKBaMH 0€3 OTCTYILJIEHUSI OT JIEBOTO
II0JIs1 U KaBBIYEK, I1OCIIC YEr0 CTABUTCA IBOECTOYME.

PacnopsiautenbHass 4YacTb JEIUTCS HA IYHKTbl M MOAIYHKTBI, KOTOpPbIE
HyMepyloTcst apabckumu nudpamu. B KakaoM MyHKTe JOMKHBI OBITH YKa3aHBI
UCTIOJIHUTENM, KOHKPETHBhIE 3a7aHusi (MOpyYeHUs) W CPOKH UX BBINOJTHEHUS.
Hcnomuutenn MOryT ObITb Ha3BaHbl TakXke OOOOILIEHHO: «PYyKOBOJIUTENISAM
METOIMYECKUX O0BEAMHEHUIN, «3aMECTUTEINISIM JUpeKTopay. [Ipu aToM, Kak paBuiio, He
IIPUMEHSIETCS HAIMCAaHNE HEKOHKPETHBIX MOPYYEHUI, KOTOPBIE COAEPKAT CJIOBA:
«YCKOPHUTBY, CYJTYUILIHATHY, «aKTUBU3HPOBATHY, «O0OpaTUThH BHUMAaHHUE,
«COBEPIIEHCTBOBATHY, «IIPOJIOJKUTEY U T.II.

OTtaenbHble 3afaHus (HapuUMeEp, 3a/laHus, cojepkaiire HUudpoBbIe JaHHBIE) MOTYT
oopMIIATbCSA B BUJE NMPUIIOKEHHUS K MIPUKA3Y CO CCHUIKOM Ha HUX B COOTBETCTBYIOIIUX
MyHKTax NpUKa3za u 0pOpMIISIOTCS COTJIACHO JaHHBIM Pexomenaanusm.

CrpaHuilbl NIpUKa3a U NPUWIOKEHUN HYMEpPYIOTCS KaK €IWHbIM JoKyMeHT. Ecnu
OPUKA30M  OTMEHSIETCA  NOPEeAbIAYIIMA  paclopsauTENbHbIA  JTIOKYMEHT, B
pPacopsAaUTEIbHON YaCTH YKa3bIBAETCS IMyHKT, KOTOPBIN JOJDKEH HAYMHATHCS CO CJIOB:
«ITpu3HaTh yTPATUBIINM CHUITY...».

W3meHeHusi, BHOCHMbIE B MpUKa3, O(QOPMIISIOTCS OTAEIBHBIM MPUKA30M, KOTOPBIN

JOJIKEH UMETh TaKOW 3aroyioBoK: «O BHECEHUU U3MEHEHUN W/WJIN TOTIOJIHEHUH B PUKa3

...» C YKa3aHHUEM JIaTbl, HOMEpA, 3aroJIoBKa PacrnopsauTEIbHOTO TOKYMEHTA, B KOTOPBIN

BHOCATCS] U3BMEHEHU. PacniopsiauTenbHas 4acTh MPUKa3a HAUMHAETCS ¢ TAKOTO IyHKTA:
1. BHecTr u3MeHeHUsI B IPUKA3...

Jlanee  OTHENbHBIMH  TOANYHKTAaMU  (HOPMYIHUPYIOTCS  U3MEHEHHUS B
pacnopsiANTENbHbBIN TOKyMeHT. [Ipumep -

1) MyHKT 2 M3JI0KUTH B CIACAYIOIIEH PEAaKIUHT;

2) MyHKT 3 UCKJIFOYUTB;



3) ab3ail BTOpOii MyHKTa 4 JOMOJHUTH CIIOBAMH. ..

Ecnu u3meHeHus: B pacnopsauTeNbHbIA JOKYMEHT 0QOPMIIIIOTCS Ha OTACIbHOM
nucTe (JMcTax), B IEPBOM MYHKTE PACTIOPSAIUTEIbHON YaCTH MPUKa3a YKa3bIBACTCS:

1. BHecTtn u3mMeHeHus B...
[Tocnequuii MyHKT pacHoOpsIAMTENBHOM YacTH B cllyda€ HEOOXOJUMOCTH MOKET
coliepKaTh PEIICHUE O BO3JIOKCHUH HA JOKHOCTHOE JIMIO (GYHKIMHA 10 KOHTPOJO 32
UCIIOJTHEHNUEM MPHKa3a.

IIpuka3bl 10 KAAPOBHIM BONPOCAM.

[Ipuka3pl 1O KagpoBBIM BompocaM (JIMYHOMY COCTaBy) OGQOpMIISIIOTCS Kak B
yaudunupoanHoit popme (I[locranosnenne ['ockomcrara PO ot 05.01.2004 Ne 1 «O06
YTBEPXKJICHUU YHUPUITUPOBAHHBIX (DOPM MEPBUYHON yUETHON IOKYMEHTAIIUHU 10 YUYETY
TPyJa ¥ €T0 OIUIATHI»), TAK U B TEKCTOBOM.

JlaHHBIN BUA MPUKA30B OPOPMIISIETCS B BUJIE MHIUBUYJIbHOTO UM CBOJIHOTO.

B nHauBHIyanpbHOM TpUKa3e COASPKHUTCS HHPpopManus 00 0JHOM paOOTHHKE; B
CBOJHOM - O HECKOJIKHMX, HE3aBHCHMO OT TOT0, KaKUE YIIPABICHUYCCKUE PEIICHUS 110 HUM
npuHUMaroTcs (mpueM Ha paboTy, Ha3HAYeHHWE Ha JIOJDKHOCTh, MEPEBOJ Ha APYTYIO
JOJKHOCTH (paboTy), YBOJIBHEHHUE U JIP.).

ConeprkaHrue MHIMBHUAYAJIbHOTO MPHKa3a MO KaJpOBBIM BOIpocaMm (JIMYHOTO COCTaBa)
KpaTKO MU3JIaraeTcsl B 3aroJIOBKE, KOTOPBIM HauMHAeTCs ¢ mpeaiiora «O» U coCTaBIseTCs
C MOMOIIBIO OTTIArOJIBHOTO CYHIECTBUTEIBHOTO: «O Ha3HAUEHUU...», «O MPUHATHUH...».
B cBogHBIX mpHKa3zax MOXKET MPUMEHSTHCS O0OOIIEHHBIN 3arosioBok: «O KaapoOBBIX
Bompocax», «O JIMYHOM COCTaBey.

B TekcTe mpukaza 1Mo KagpoBBIM BOIMpocaM (JUYHOMY COCTaBY), KakK TIPaBHIIO,
KOHCTaTUPYIOIIAsi 4aCTh HE OTMEYAETCS.

PacniopsiautenbHas 4YacTh mNpuUKa3a HAYMHACTCS, Kak TMpaBujio, C Trjaroja B
HeomnpeneneHHou hopme: «IIpunasatey, «Haznauutey, «IlepeBectny, « OOBIBUTH) U TOMY
ogo0HOE.

Jlanee yka3biBaroTCsi (paMuiusi, UMs, OTYECTBO (MPU HAIMYMHK) PaOOTHHUKA, HA
KOTOPOTO paclpoCTpaHseTcs AEHCTBUE MpUKa3a, U TEKCT MpUKa3a. B cBogHOM mpuKase
(dbaMuMu JIMIl B Ipejiesiax MyHKTOB pa3MealoTcs 1o andaBuTy.

B mpukaze o Ha3HauCHWHM WJIM YBOJIBHCHUH PaOOTHWKA YKa3bIBAeTCs IOJHAS JaTa
(uncio, mecdi, roa) (hakTUUECKOTO BbIXOJIa paOOTHHKA Ha padoTy (IpeKpalieHus
TPYJIOBBIX OTHOIICHHWI), pa3Mephbl €ro JOJDKHOCTHOTO OKJIaJa COTJIACHO IITaTHOMY
pacTyCaHHUIO.

B cBosiHOM mpHKase 1Mo KaapoBbIM BOIIPOCAM (JJUYHOMY COCTaBY) B PACHIOPSIUTEILHYIO
4acTh BKJIIOYAETCS MHGOPMAIIHSI, KOTOpask Pa3MEIAeTCsl B TAKOW MOCIIEI0BATEILHOCTH:
npueM Ha paboTy, MepeBo/l, YBOJIbHEHHE.



B kaxoM myHKTE mpuKa3a Mo KaJpoBBIM BOMpPOcaM (JIMUHOMY COCTaBY) YKa3bIBACTCS
OCHOBAaHHME OTHOCHUTEIBHO €ro W3JaHus (3asgBJICHUE PaOOTHHKA, TPYIOBOH JOTOBOP
(cornamrenue), JOKIagHAsS ~ 3amMCKa, IIPEJICTaBIICHHWE, XOAATalCTBO, pEIICHUC
aTTecTaliuoHHoN komuccuun OY) u T.1.

Pacnopsxenue.

Pacnopskenne - pacnopsauTENbHBIA JIOKAJIBHBIM HOPMATHBHBIM IPAaBOBOM  aKT,
KOTOpBI M3JIaeTcsid pYyKOBOAAIIUM paboTHukoM OV (Hanmpumep, 3aMecTUTENEM
PYKOBOJMTENSA, PYKOBOAMUTENIEM CTPYKTYPHOrO TOJpa3/iejeHusi) IO BOIPOCAM
UH(OPMAIIMOHHO-METOIUYECKOTO0, aIMUHHUCTPATUBHO-XO035MCTBEHHOTO U
OpPraHU3alMOHHOTO XapaKTepa, BXOAAIIKUM B €r0 KOMIIETEHIIUIO.

PacnopspkennemM opopMIISIIOTCS BOIIPOCHI KPATKOCPOUYHOTO OJTHOPA30BOr0 XapakTepa.

PacniopsokeHust COCTaBISIOTCS aHAJOTMYHO TpHUKa3aM (B [E€YaTHOM BapUAHTE)
MoxkHO 0e3 cioBa «[IPUKA3BIBAIO».

KoHcratupyromas 4acTb TEKCTa B PACHOPSIKEHUSAX OTIEISETCS OT paclopsANTEIbHON
yactu cinoBamu: «IIPEJ/IJIAT'AIO», «PEKOMEH/IYIO», «OBA3BIBAIOy», « CHUTAIO
HEOBXOAVMbIM».

Pacnopsixenus peructpupyrorcs B KHure/xxypHaine peructpaiuu pacriopssKeHUun
(npunoowcenue  2). KuHura/xKypHanm NpOHYMEPOBBIBACTCS,  IMPOIIHYpPOBHIBACTCS,
CKpeIUIsieTcsl HOAMUChIO pyKoBoauTeNs U neyaTeio OY. PacniopspkeHust popMHUPYIOTCS B
Jleno onuH pas B kBapTai. B xoHue kanengapHoro roga Jlemno (ae 6osee 250
mucToB) oopmitsieTcst B coorBeTcTBUM ¢ [lonoxkeHnem 06 apxuBse.

IIporoxko.i.

[Ipornecchl MpUMEHEHUs YIIPABJICHUECKUX PEIICHU 00pa3oBaTeIbHON OpraHu3aiueil u
CaMM pelieHUus JOKYMEHTHPYIOTCS C TIOMOIIBIO IMPOTOKOJIOB  KOH(DEpEHIUH,
MEeIarornueCcKuX COBETOB, KOMUCCHUH U TIp.

B mnporokosiax 3acenaHuil KOJUIETHAIBHBIX M COBELIATEIIbHBIX OPraHOB TEKCT
U3JIaraeTcsl OT TPEThEro JHIAa EAWHCTBEHHOTO 4YHCHIA («IeJaroru4ecKuil COBET...
MTOCTAHOBIIAECT», «COOpPAHHUE... PEIIUIION).

[IpOoTOKOJ COCTABIIAETCS HA OCHOBAHUH 3AIMCEN, CIETAHHBIX HEMIOCPEICTBEHHO BO
BpeMsl 3aCEIaHuM, MPEICTABICHHBIX TEKCTOB M TE3UCOB JOKJIAJOB U BBICTYIUICHUH,
CIIPAaBOK, IMPOEKTOB PELICHUH.

[TpoTOKOI MOKET COCTABIATHCS KaK B PYKOIMCHOM, TaK U B Tle4aTHOU (opme.
Jlatoii mpoTokona SBIAETCA Jara NpoBeAeHUs 3acedanHus. Eciu  3acemanue
MPOJOJIKATIOCh HECKOJIBKO JIHEM, TO Ue€pEe3 TUPE YKA3BIBAIOTCS MEPBBIX U ITOCIICIHUMN ICHb
3aceqaHusl.



Homep mpoTokosna IOmKEeH COOTBETCTBOBATH MOPSAKOBOMY HOMEPY 3aCEaHUs.
Hym™mepanus nmpoTokoJioB BeeTcs B Mpeienax KAICHIAPHOTO TOJa OTAEIBHO M0 KaXI0u
IPYIIIE NPOTOKOJIOB 3aCEAaHU COOTBETCTBYIOLIETO KOJJIETHAIbHOTO OPraHa.

B pekBu3uTE «MECTO 3acCENaHU» YKA3bIBAECTCS HA3BAaHUE HACEJIEHHOIO IyHKTA, B
KOTOPOM COCTOSUIOCH 3aCEJaHHUE.
3arojloBOK K TEKCTy MPOTOKOJA JOJKEH OTOOpakaTh BUJI 3acelaHus (COBEILIaHUE,
coOpaHue, KOHPEpeHIUs U T.I.) WIA KOJJIETUaIbHOU JAEITeTbHOCTH (KOMUCCHUS, COBET,
coOpanue, paboyasi rpyIna 1 T.11.) ¥ BKJIIOYaTh HA3BaHHUE BHUJIA JOKYMEHTA.

TekcT MpoTOKOJIa COCTOUT U3 BBOJHOW U OCHOBHOU YacCTEMN.

BBonHas 4dacth conepxut nocrosHHyio uHbopmanmio (cinoBa I[IPECEIATEJID,
CEKPETAPH, TIIPUCYTCTBOBAJIM) u nepemenHyro (pamMuiaus, WHUIUAIBI
npeaceaarens, cekperaps U npucyTcTByromux). Ilpu HeoOXoaumocTH yKa3bIBalOTCs
JOJDKHOCTH TMPUCYTCTBYIONINX, a TaKXKe WHUIUANbI, (aMUJIUU JODKHOCTH JIMII,
MpUTJAlIEHHBIX Ha coBellanue. Ilpu xonmnuyecTtBe yyacTHUKOB Oonee 10 cocraBusercs
CIIMCOK IIPUCYTCTBYIOIINX, KOTOPBIN IpUIaraeTcs K NpoTOKOIIY.

Ecau npotokon odopmisiercs B neuatHoit ¢opme, To ciosa [IPEJICEJIATEJID,
CEKPETAPBD, ITPUCYTCTBOBAJIN neyaTtatoT OT HYJIE€BOIO MOJIOXKEHUS Ta0ysiTopa,
OT 2-ro TOJIOKEHUSI TalyJATopa CTAaBUTCA TUPE, MHUIHUANIBI U (HaMUIUU TMHIIYT B
UMEHUTENBbHOM najexe. daMuaum npuUcyTCTBYIOIIMX pacHoJiaraloTcsi B andaBUTHOM
MOPSAKE U IEYATAKOTCA Yyepe3 1 MEeKCTPOUHBIA HHTEPBAI.

BBo1Has yacTh NpOTOKOJIAa 3aKaHUMBaeTCs NoBecTKOM AHs. CiioBa «lloBecTka nHsD»
IeYaTaT OT HYJEBOTO MOJOXKEHHUs TalyJsTopa, MOCJIE€ HUX CTaBUTCS JIBOETOYHE.
Bomnpocsl noBecTku AHS HymepyloTcs apadbckumu nudpamu. Kaxaslid HOBBI BOMpOC
neyvartaroT oT 1-ro mosoxeHus TadyssTopa.

[TocnenoBaTenpHOCTH PACIIONOKEHHS BOIIPOCOB OMPENEIAETCA CTENEHBIO NX BAXKHOCTH.
Bompocsl mepednciisiloTcss B UMEHUTENbHOM maaexe. Jlokman (otuer, coollieHwue,
uH(popMaIus ), HAMMEHOBAaHUE JIOJDKHOCTH, MHULIMAIBI M (DAMIIIIO JOKJIaIUYUKA TTUITYT
B pOAMTENIILHOM majexke. He pekomeHmyercs BKIOYAaTh B IIOBECTKY JHS BOIIPOC
«Paznoey. Kaxnpiit Bompoc J0JKeH ObITh KOHKpEeTU3upoBaH. GopMHUpOBaHKE BOIIPOCOB
B [TIOBECTKE JTHA HaunHaeTcs ¢ mpezgiora «O (O0)».

OcHOBHAas1 4acTh IPOTOKOJIA COCTOUT U3 Pa3JIeloB, KOTOPBIE JOJKHBI COOTBETCTBOBATH
NYHKTaM MOBECTKH NHs. Pa3nensl HymepyroTcs apaOCkumu 1udpaMu U CTPOATCS MO
TaKOW CXeMe:

CJIYIIAJIA - BBICTYIIWJIA - PEIITNIIA (ITOCTAHOBUWUJIN),

VYka3aHHble cJOBa medaTaroTcs OONbIIUMHU OykBaMu 0€3 OTCTyNa OT IpaHHUIIbI
neBoro noJiist. [Tocne 3Tux OB CTaBUTCA IBOETOYHE.

[Tocne cmoBa CJIVIIAJIM yka3piBaeTCs KpaTKHl TEKCT BBICTYIUIEHHS OCHOBHOTO
TOKJIaunKa. GaMUIIs 1 MHUIMAIBI KQXKI0T0 JIOKJIaIYMKa MeYaTatoTCsl C HOBOW CTPOKHU.
Kpartknii TEKCT BBICTYIUIEHUS H3J1araeTcsi B TPETHEM JIMLE EIUHCTBEHHOIO YHCIIA.
TexkcTbl WM TE3UChl JAOKIAIO0B W BBICTYIUIEHHH, OQOpPMIIEHHBIE KaK OTIEIbHBIC



JOKYMEHTBI, B TEKCT IMPOTOKOJIa HE BKIrouaroTcs. llociie cBepeHWil 0 JOKIaTUMKe
cTaBUTCA THUpe W yKkaszbiBaeTcs: «TekcT poknana (BBICTYIUICHMs) Tpujaraercs K
MPOTOKOIY».

[Tocne cnoa BBICTYIIUJIN dukcupyroTcs BBICTYIICHUS T€X JIUI, KOTOPbIE MPUHSIN
ydqacTue B OOCYXJEHUU JOKiIana. BeicTymieHus odopmisioTcs B MPOTOKOJE C
yKa3aHUeM JOJDKHOCTEH, (aMuiInii M WHUIMAJIOB, BBICTYMAIOIMIUX B HMEHUTEIHHOM
Majexe, a TaKKe ¢ KPAaTKUM HM3JI0KEHUEM COJIEpXKaHUs BOIIPOCAa U OTBETOB Ha HETO.
ConepxaHue BbICTYIUIEHUNM M3J1aracTcsl OT TPETHETO JIMIA €IMHCTBEHHOIO YHCIIA.
[Tocne cmosa PEIIMIIN (IIOCTAHOBWJIN) ¢uxcupyeTcs: NpUHATOE pEUICHHE 10
00Cy’XJJaeMOMY BOIIPOCY TOBECTKH JHS. PerneHuwe AOMKHO OBITh KOHKPETHBIM U
BKJIFOYATh COCTABIISIOIIME, KOTOPHIE OTBEYAIOT HA CIIEIYIOIIME BOIPOCHI: KOMY, YTO
cIenaTh U B KaKOU CPOK.

Pemenus, coxepxkampe HECKOJIBKO BOIIPOCOB, MOAPA3AEISAIOTCS Ha IYHKTBHI U
MOJIMTYHKTBI, KOTOpPhIE HyMepyroTcsi apabckumu 1udpamu. [loamyHKTE HymepyroTcs
udpaMu ¢ TOUYKOH.

B ciyuae, xorna Ha 3acelaHMU NMPUHUMAETCS PELIEHUE 00 yTBEP)KIECHUU JTOKYMEHTA,
KOTOPBIN 00CYKAAJICA HA 3aCEIaHUH, 3TOT JOKYMEHT IIPHUJIAaraeTcsi K MPOTOKOIY U B HEM
JIeaeTcsl CChlUIKa Ha HOMEpP M Jary NpoTokoja. IIpu Hanuuumu Ipyrux AOKYMEHTOB,
KOTOpBIE pPACCMATPUBAIUCh Ha 3acelaHuH, U (AKT OOCYKIEHHUS KOTOPBIX ObLI
3aUKCUpOBAaH B TEKCTE MPOTOKOJIA, OHM HYMEPYIOTCsS apabckumu uudpamu
(ITpunoxxenue 1, Ilpunoxxenue 2). B cOOTBETCTBYIOMMX MYyHKTaX MPOTOKOJIA JIeNIaeTCs
CCBUIKA HA 3TU NPHUIIOKEHUSI.
[IpoTOKON MOAMUCHIBAETCS MPEACEAATENbCTBYIOMIMM Ha 3aCE€JaHUH KOJUIETHAJIBbHOIO
OpraHa M CEKpeTapeM.
Belnucka W3 mpoTOKONAa — TOYHAS KOMMS YacTH TEKCTa MOJJIMHHOTO MPOTOKOJA,
OTHOCAILErocsl K TOMY BONPOCY MOBECTKM JHS, MO KOTOPOMY TOTOBHUTCSl BBIIUCKA.
Brlinucka u3 mpoToOKOda COAEPKUT CIAEAYIOIINE PEKBU3UTHL: HauMeHoBaHue o0mmeOV,
Ha3BaHWE BHJA JIOKYMEHTa (BBIMMCKA W3 TMPOTOKOJA), JaTa 3acelaHus, MECTO
COCTAaBJICHMSI, 3aT0JIOBOK K TEKCTY, TEKCT, OJNUCH, OTMETKY O 3aBEPEHHUH KOTIHH.
[IpoTokossl peructpupyrorcs B KHure/>kypHaie peructpaiii IpoTOKOJIOB
(npunosicenue 3). KuwraskypHan  NpOHYMEpOBBIBacTCH,
IPOLIHYPOBBIBAETCS, CKPEIUISETCS MOAMUCHIO PYKOBOIUTENS U nedatbio OY.
[Ipotokomnsl popmupyrotcs B Jleno ouH pa3 B KBapTall. B KOHIIe KaJleHIapHOTO roAa
Heno (ae 6onee 250 nmuctoB) opopmirsercst B coorBeTcTBUH ¢ ITomoxkeHnem o0 apxuse.

CayxedHOE THCHMO.
CnyxeOHOE MUCHMO COCTAaBISIETCSA C II€JIbl0 0OMeHa MHpOpMaIeld U MpeAcTaBiIseT
COOOM:
- OTBETHl O BBIIOJIHEHWU 33JaHUN, OMNpPENEJICHHbBIX B aKTaXx OpraHoB
rOCyIapCTBEHHOM BJIACTH, IOPYUEHHUSIX BBICIINX JOJDKHOCTHBIX JIHII,



- OTBETHI HA BBINOJHEHUE MOPYUCHUN BBIIIECTOSAIINX OPraHU3alnii;

- OTBETHI Ha 3aIPOCHI IPYTUX YUPESIKICHU;

- OTBETHI Ha OOpaIeHHsI TPaKIaH;

- OTBETHI Ha 3aIPOCHl HA HH(POPMAIIHIO; - UHUITMATUBHBIC TTUCHMA;

- COINPOBOJUTEIBHBIC MHUCHMA.

CnyxeOHoe uceMo oopmitsiercst Ha Onanke OY.

[luceMo wuMeeT cieayioule pPEeKBU3UTHI: JaTa, PErUCTPAllMOHHBIN HOMEp
(ucxopsmIuii), cChIIKAa Ha PErUCTPALIMOHHBIN HOMED (BXOSAIINI) U AaTy TOKYMEHTa, Ha
KOTOPBIN JaeTcsi OTBET (IIpU HAJIMYUU), aJipecaT, 3arojioBOK, TEKCT, OTMETKAa O HAJIMYUU
IPUIOKEHUH (B Cilyyae HEOOXOUMOCTH ), TIOJINUCH, cBefieHus 00 ucnonanutene (O.1.0.,
KOHTaKTHBIA HOMED TenedoHa).

JlaToll muceMa SABISIETCS J1aTa €ro MOAIMCAaHMs, KOTOpas JOJDKHA COBIANATh C
JaTON PErUCTpalluU UCXOASIIEH KOPPECTIOHACHIINH.

OCHOBHBIM PEKBU3UTOM CIY>KEOHOTO MHCHbMa SIBISIETCS TEKCT, KOTOPBIHA, Kak
IIPABUJIO, COCTOUT U3 ABYX 4YacTel. B mepBOM 4acTh yKa3bIBaeTCsl MPUYMHA, OCHOBAHUE
Wi 000CHOBaHUE MOATOTOBKHU MUCHhMa, MPUBOJSATCA CCHUIKA Ha JIOKYMEHTBI, KOTOPBIE
ObLTM OCHOBAaHHMEM JJII €ro COCTaBlIeHUA. BTopas dYacTh BKJIIOYACT BBIBOJBI,
MPEJIOKEHUS, MPOCHOBI, PEIIEHUS U T. 1., KOTOPBIE pa3MeliarTcs ¢ ab3ara.

Kak mpaBuiio, B mUChbMe 3aTparuBaeTCsi OAMH BOIIPOC.

TexcT mnuchMa wW3maraeTcsi OT TEPBOTO JIMIIAa MHOXKECTBEHHOTO 4YHCIIa C
HCIIOJIb30BAHUEM CJIOB: «IIPOCHUM COOOIIUTE...», «pa3bsicHsIEM, UToO...». CiyxeOHOoe
MMACHMO MOJINHKCHIBAETCA pykoBoaureneM OY.

Cnpagska.

CrpaBka - TOKyMEHT, MOATBEPKIAIOIINMN Kakue-1100 PakThl U COOBITHS.

CrnpaBku ObIBaIOT IBYX BUJIOB:

CnpaBka nis oONMCaHUS WIM TOATBEPXKIEHUS (AKTOB, HIM COOBITUH B
NEeATEIbHOCTH OpPTraHn3aly.

CrnpaBKu COCTaBISIIOTCS MO YKa3aHUIO BBIMIECTOSIIEH OpraHu3aluu  Wiu
pykoBoautenss OY s MHpOpMalUu O BHINOJHEHUH IUIAHOB, 33JlaHUM, MOPYYEHUN U
MPE/ICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKH.

Texcm makou cnpagku cocmoum u3 08yx dacmell.

B niepBoii yacTu nznararotcsi GakThl, MOCITY>KUBILKE TOBOJIOM K €€ HallUCAHUIO, BO
BTOPON - MPUBOAATCS KOHKpPETHbIE JaHHbIE. BBIBOJBI M MpPENJIOKEHUS] B CIIpaBKE HE
JArOTCS (32 UCKITIOYEHUEM aHAJIUTUYECKOM ).

CrpaBka J0KHA 00OBEKTUBHO OTPaXXaTh COCTOSIHUE JIETI, €€ COCTaBIIEHUE TpeOyeT
THIATEIIBHOTO cOOpa U MPOBEPKH CBEACHUI, MOTYT MIPUBOAUTHCS TaOIUIIBI.

CrpaBKyu, COCTaBJIEHHbIE [UIi PYKOBOJAUTENSl OPraHU3aluH, MOJIIUCHIBAET
COCTABUTENb.



CrpaBKu, KOTOPBIE COCTAaBJISIOTCS IO YKA3aHWIO BBIMICCTOSIICH OpTraHHW3aIlny,
MOANKCHIBAET pyKoBoaUTENL OVY.

JlaToi cipaBKU ABJISETCS JaTa €€ NOAMUCAHUS.

CrpaBkd, yAOCTOBEPAIOIINE IOpUAUYECKHE (aKThl: MOATBEPKICHHE MecTa
paboThI, 3aHUMAEeMOH JTOHKHOCTH, pa3Mep 3apabOoTHOH TUIATHI U T..

JIJis HUX IPUMEHSIOTCSl yHU(DUIIMpOBaHHbBIE TpadapeTHbIE OJaHKH.

Takoro pojma cCHpaBKH BBIAIOTCS TI0 3alpocaM 3aMHTEPECOBAHHBIX JIWIT
(COTPYTHUKOB) WJTH YUPEKIACHUN U PETUCTPUPYIOTCS B KypHAJIE BBIIABAEMBIX CIIPABOK.

Joxnaanas 3amucka.

HoxnanHas 3amMcka -  JOKYMEHT, aJpECOBAaHHBIA  PYKOBOJUTENIIO U
MH(POPMUPYIOIIHI €r0 O CIOKUBIICICS CUTYyallMK, UMEBILIEM MECTO SIBICHUU WU (PaKTe
BBITIOJIHEHHOM pa0OThl, @ TAKKE COJIEP KAl BHIBOJBI U MPEIIOKEHHS COCTABUTEIIS.

JlokamHast 3aIMCKa MOXKET BBIMOJIHATHCA PYKOIMCHBIM CITIOCOOOM.

TekcT ToKIIaIHOM 3aMUCKU JEIUTCS Ha IBE YACTH: MEPBas - KOHCTATUPYIOIIAs, TAC
U3JIaraloTCs UMEBIIUE MECTO (haKThl WIIM OMKCHIBAECTCS CUTYAIMs, U BTOpas, B KOTOPOM
M3JIaraeTcs npeajioxKeHue, mpockroa.

TekcTy HOKJIQAHOW  3amMCKA  00s3aTEIBHO  MPEAIIECTBYET  3arojioBOK,
HauynHarouwmiics ¢ npeaiora «Oy», «Oo».

Joxnannas 3anvucka opopMIISIETCSl Ha TUCTE OymMaru. AKT.

AKT - JOKYMEHT, COCTaBJICHHBIA HECKOJIbKMMHU JIMIAMH WU TOATBEPKIAOIINI
YCTaHOBJICHHBIC (DAKTHI U IEUCTBUSA. AKTHI 0ODOPMIISIOTCS IO pe3yJibTaTaM PeBU3UH, IPU
npueme-nepeaade e, CIUCaHuN UMYIIECTBA U TOMY MOJA00HOE.

AKT odopmisiercss Ha craHmapTHoOM Jucte Oymarum Qopmara A4 u umMeer
CJIeIYIOLME PEKBU3UTHI: HA3BaHUE JOKYMEHTA, Tpud yTBEpKaeHUs (IpH
HE0OXOIUMOCTH), 1aTa U MECTO COCTABIIEHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MOITUCH JIHII
(HE MeHee Tpex), KOTOPbIe COCTABIISIIN aKT.

TekcT akTa COCTOUT U3 BBOJHOW U KOHCTATUPYIOILIEN YacCTEu.

B BBOJIHOM YacTH yKa3bIBaIOTCS OCHOBAHUS JIJIsi COCTABJICHUS aKTa U HA3bIBAIOTCS
JIMIa, KOTOPbIE COCTaBUJIM aKT WM MPUCYTCTBOBAJIU MpU TOM. B KOHCTaTHpyrome
YacTW W3JaraeTcs CyTh, 3aJauyd, XapakTep MNpoJeIaHHON padOThl, YCTAaHOBJICHHBIC
(dakThl, IpeIoKeHNs ¥ BIBO/IBI. KOHCTAaTHPYIOIIas 4acTh MOKET 0(hOPMIISITHCS B BUJIC
TaOuIbl. B KOHIE TEKCTa aKTa 3alUChIBAIOTCS IAHHBIE O KOJIMYECTBE SK3EMILUISIPOB aKTa
U UX MECTO HaXOXJICHHUS.

AKT MOJMUCHIBACTCS BCEMU JIUIIAMU, TPUHUMABIIUMHU YYaCTHE B €70 COCTABJICHUU.

JIuto, uMerolee 3amMeyaHus K COACPKaHUIO aKTa, MOAMUCHIBACT €r0 U H3JIaraet
CBO€ MHEHME Ha OT/EJIbHOM JIUCTE, KOTOPBII MPHUIIAraeTcs K aKTy.

Tenerpammbl, Tej1e(pOHOTPAMMBI, (PAKCUMUJISIPHAS CBA3b.



OTO JOKYMEHT IO ONEPaTUBHBIM BOIpOCaM, IEpelaBaeMblii Mo TeneoHy u
3aIMChIBAEMBIN M1OJy4aTEIIEM.
OO0s13aTeIbHBIMU PEKBU3UTAMH TAaKUX JTOKYMEHTOB SIBIISIOTCS:
- HAMMCHOBAHUE YUPEKICHUU apEeCaHTa U agpecara;
- PEKBU3HT «OT KOTO» U «KOMY» C YKa3aHHEM JOJKHOCTH, (PaMUITUU, U OTYECTBA
JOJDKHOCTHBIX JINLL;
- HOMEp, J1aTa U BpeMs IIepeAady U pruemMa J0KyMEHTa;
- JIOJDKHOCTM M (paMMIIMM NEpeaBLIEro W MPUHSABLIETO JAOKYMEHT; - HOMeEpa
TENEe(POHOB; - TEKCT U MOJITUCH.
[locTynuBIIME JTOKYMEHTBl JOJDKHBI MMETh TE€ JKE€ PEKBU3HUTBI, 4YTO U
OTIPABJISAEMBIE, 3d HCKIIOUYECHUEM TTOANMCH.
JIOKyMEHTBI ~ COCTAaBIAIOTCA B OJHOM JK3EMIUIAPE M  IOJIUCHIBAIOTCA

PYKOBOAUTCIIEM WJIM OTBCTCTBCHHBIMU HCIIOJIHUTCIIbHBIM. 3J'I€KTpOHHI>Ie AOKYMCHTBI.

[Topsinok coctaBieHusi, 0()OPMIICHHUSI U COTJIACOBAHMS MPOEKTOB SJIEKTPOHHBIX
JOKYMEHTOB  OCYHIECTBJIIETCS MO  OOUIMM  TpaBWjiaM  JEJIONPOU3BOCTBA,
YCTAaHOBJIEHHBIM B OTHOLICHHM AHAJIOIMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJE.
DNEeKTPOHHBIA JOKYMEHT J0JDKEH UMETh PEKBU3UTHI, YCTaHOBJIEHHBIE JUIsl aHAJIOTUYHOTO
JOKyMEHTa Ha OyMa)XHOM HOCHUTEJE, 33 UCKIIOUYEHUEM OTTHCKA NIEYaTH.

B nepedeHb 00s13aTEIbHBIX CBEAEHUN O JIOKYMEHTAax, HCIOJb3YEMBIX B ILENIAX
ydyeTa U IOHCKAa JOKYMEHTOB B CHCTEMax 3JIEKTPOHHOIO IOKymMeHTooOopota OV B
COOTBETCTBHHM C IPABUIIAMH JEJNONPOU3BoACTBA B OV, BXOIAT:

- aJIpECaHT;

- aJpecar;

~ JOJKHOCTb, (PaMUIIMS M MHULIMAJIBI JIWLA, TOANKUCABIIETO TOKYMEHT;
- BUJ JOKYMEHTA;

- Jlata JIOKyMEHTa,

- HOMEP NOKYMEHTA,;

- JlaTa NIOCTYIUJICHUS JOKYMEHTa;

- BXOJAIIMKA HOMEP JOKYMEHTA;

- CCBUJIKA Ha UCXOAIINNA HOMEP U JaTy TOKYMEHTA;
- HAUMEHOBAHNE JOKYMEHTA;

- UHJCKC JIeIIa;

- CBEJICHU O Ilepeaipecalii J0KyMEHTa;

- KOJIMYECTBO JINCTOB OCHOBHOTO IOKYMEHTA;

- KOJIMYECTBO MPUIIOKEHUN;

- o011ee KOJIMYECTBO JIMCTOB MPUIIOKEHU;



- YKa3aHus MO0 UCIIOJIHEHHIO IOKYMEHTA,
- noipkHOoCTh, @. M. O. ucrionuurens; -
OTMETKa 0 KOH(PHUIEHIIUAIBHOCTH.

B cocTtaB NOMOTHUTEIBHBIX CBEICHHUN 00 JIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIFOUEHBI CBEJCHUS: HaMMEHOBAaHHE aBTOpa JOKYMEHTa (€CJu aBTOp HE COBMAJacT C
azpecanToM (OTHpaBUTENIEM) 3JIEKTPOHHOIO JOKYMEHTa), OTMETKa O IepeHOce CpoKa
WCTIOJIHEHUSA JOKYMEHTA, CPOK XPAaHEHHUS JOKYMEHTAa, HAUMEHOBAHUS TMPUIIOKECHUN K
AIEKTPOHHOMY JOKYMEHTY, KJIFOUEBBIE CJIOBA, CTaTyC JOKYMEHTa (IIPOEKT, BEPCHUs), BU]L
nepeaavyu JoKyMeHTa (JICKTPOHHOM MOYTOM, MOUTOH, (pakcoM U T. 1.) U JIp.

Cpoku XpaHEHHS JIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHECHUS
JOKYMEHTOB, YCTAHOBJIEHHBIX 3aKOHOJATEJIbHBIMA W HWHBIMH  HOPMAaTUBHBIMU
npaBoBbIMU akTamu Poccuiickoii denepaiiuu, TUIIOBBIMU MTEPEUHAMHU JIJISI aHAJTIOTUYHBIX
JOKYMEHTOB Ha OyMa>XHOM HOCHUTEJE.

5. Opranusanusi J0KyMeHT0000pOTa U UCIIOJHEHHS IOKYMEHTOB.

IIpuem 1 00padoTKa NOCTYNAKIIUX JOKYMEHTOB.

JIBr>KeHME TOKYMEHTOB ¢ MOMEHTA MX CO3JaHUs WM MOJTYUYCHUS JO 3aBEPIICHUS
WCTIOJTHEHUSI WJIK OTIIPABKU 00pa3yeT JOKYMEHTOOOOPOT.

B noxymenToo6opote OV BBIIETAIOTCS CIEAYIONINE TOKYMEHTONOTOKH:

a) BXOs1asi KOPpEeCHOHACHIUS (FOpUINUeCcKre U (PU3nuecKue Jauma);

0) ucxoAIas KOPPECOHAEHIU (FOpUIUIecKre U (U3NUECKUE JINIIA);

') BHYTPEHHSS JJOKyMEHTAITHSI.

JlocTaBka ¥ OTHpaBKa TOKYMEHTOB OCYILIECTBIIAETCS, KaK MPaBUJIO, CPEICTBAMU
ITIOYTOBOM U DJIEKTPOHHOU CBSI3H.

JIOKyMEeHTBI, TIOCTYMAKIINE B O0pa30BATEIbHYIO OPTraHU3aIUIo, TPOXOJIAT
NEPBUYHYIO 00pabOTKy, PETUCTpaIUio, MPEABAPUTEILHOE PACCMOTPEHUE, Mepenady
PYKOBOJCTBY Ha pPacCMOTpEHHUE, NEPEAaroTCsl HCHOJHHUTENSIM M TMOCIE HCIOIHEHUS
MOMEUIAIOTCS B Jea.

[Tpuem u nepBudHast 00padOTKa JOKYMEHTOB OCYIIIECTBIIIETCS] CEKPETAPEM.

Cekpetapb MNpPOBOAWT: MPOBEPKY NPABUIBHOCTH aJAPECOBAHUSA MOCTYMAIOIINUX
JIOKYMEHTOB, TPaBWJIBHOCTH JOCTaBKM U KOMIUIEKTHOCTH JIOKYMEHTOB; COPTHPOBKY
JOKYMEHTOB Ha MOJUIeKaIUE U HE MOJJIeKallue PEruCTpaluu.

[TonyueHHbIE KOHBEPTHI C KOPPECHOHACHIMEW BCKPBIBAIOTCSA, IMPU OSTOM
MPOBEPSIETCS HAJIMUUE BIIOKEHHM, & TAK)KE YKa3aHHBIX B JOKYMEHTax NMPWIOKEHUU. B
CIy4ae TIOBPEXKIICHUS YIAKOBKM ¥ BJIOKEHUU JMOO OTCYTCTBUS TMPUIIOKCHHMA
COCTaBJISIETCS aKT B JABYX Odk3eMiuisipax. OIMH 3K3eMIUIIp aKTa HampaBiseTcs
KOPPECTIOHIEHTY, BTOPOM MPUOOIIAETCS K MOCTYMUBIIIEMY TOKYMEHTY.



Ommbo9YHO MprcIaHHAsS KOPPECTIOHICHIINS MEePEChUIaeTCsl 0 MPUHAIJIC)KHOCTH,
€CIIM M3BECTEH aJpec IMojiyyaTend. B TNpPOTHUBHOM cCilydae KOPPECHOHICHIIUS
BO3BPAIIAETCS OTHPABUTEIIO.

KonBepThl OT MocTynaromeil KOppeCHOHAECHIIMN COXPAHAIOTCS U MPUJIAraroTcs K
JOKYMEHTAM JIMIIIb B TOM CJIy4ae, KOrja TOJIbKO M0 HMM MO>XHO YCTAaHOBHUTH aJIpec
OTIpaBUTENSl WJM, KOrJa Jara IMOYTOBOTO INTEMIIENIS MMEET 3HAUYCHUE B KayeCTBE
JI0KA3aTeIbCTBA BPEMEHU MOJYYEHUS JOKYMEHTA.

CrernuaniucToM HE BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAIIMUCHIO «JIMYHO». OHU
MepeIatoTCs IO HA3HAYEHUIO

Nudopmarus u TOKyMeHTHI 0 AesiteabHocTH OV, He YKa3aHHBIC B YaCTH 2 CTaThU
29 ®enepabHOTO 3aKOHA oT 29 nexabpst 2012 roma Ne 273-D3 «O06
obOpazoBanuu B Poccuiickoit denepanumy, npeactaBisitorcss pykoogutenem OV 1o
00pallleHUI0 TpaKJaHWHA JUOO0 JIOJDKHOCTHOTO JIMIIA TOCYJApCTBEHHOTO OpraHa WA
OopraHa MECTHOTO CaMOYNPAaBJICHUS B CIy4dasx H IOPSAKE, MPEeAyCMOTPEHHBIX
3aKOHOJATENLCTBOM Poccutickon deaepanuu.

[IpenacraBnenne HMHPOPMALMKU HWHBIM OpraHu3auusM o gestenbHoctd OV
OCYLIECTBIISIETCS YUPEAUTEIEM OpPTraHU3ALMH, B OTHOLLIEHUY KOTOPOU Takasi HHPpopMalus
3anpalrBaeTCs.

IIpenBapure/ibHOE pacCMOTPeHHE JOKYMEHTOB.

Cekperapp W (WJM) JMIIO, OTBETCTBEHHOE 3a BEJIEHUE JIEJIOMPOU3BOJICTBA,
IPOBOJUT MPEIBAPUTEIHLHOE PACCMOTPEHUE JOKYMEHTOB B IIEJIAX BBIJICIICHUS U3 BCETO
MacCHBa MOCTYMHBIIEH KOPPECTIOHJEHIIMK JOKYMEHTOB, TPEOYIOIUX 0053aTebHOTO
paccMoTpenust pykoBoautenem OVY.

OcHoBaHWEM JJIS1 IPUHATHS PEIICHHS B XO0J€ MPEIBAPUTEIHBHOTO PaCCMOTPEHUS
SBIIIETCS CO/CPKAHME JOKYMEHTa, a HE aJPECOBAHHME JTOKYMEHTa COOTBETCTBYIOIIEMY
pabOTHUKY.

PesynbraToM  TmpeABapUTENBHOTO  PACCMOTPEHUSI  SIBISIETCS  HAMpaBliCHUE
nokymeHTa pykoBoauTeno OV WM JOMKHOCTHOMY JIMILy B COOTBETCTBUHU C
YCTAaHOBJICHHBIM  pacClpeeICHUeM  OOSI3aHHOCTEH  MEXIy PYKOBOJWUTEIEM M
JOJDKHOCTHBIMH JIMIIAMU JIJISI BEIHECEHUS YKa3aHUs 10 UCTIOJTHEHUIO JOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

[lepenaya JOKYMEHTOB Ha PETUCTPALMIO MPOU3ZBOJUTCS TOJBKO TMOCIE HX
MPEBAPUTEILHOTO PACCMOTPEHHUSL.

Peructpamum momsexxar Bce JAOKYMEHTHI, TpeOylolue yueTa, HCIOTHCHHS,
MCTIOJIb30BaHUS B CIPABOYHBIX IIEJISX, KAK MOCTYMAIOIINE U3 APYTUX OPTaHU3AIMA U OT
YaCTHBIX JIMII, TaK U oOpa3yroluecs B mporecce aeareiabHoctu OY.



He nmnomnexxar peructpauuu  IO3IpaBUTEIbHBIE  IUCHbMA,  TEJIErPAMMBI,
[pUTIacUTENbHbIE OWJIEThl, HHOpPMALMs 1JI1 CBEACHMsI, OyXraJaTepCKUe AOKYMEHThI
MEPBUYHOrO yueTa. [[1s HUX cocTaBisieTcs epeueHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Perucrpanuss JOKYMEHTOB NPOM3BOAUTCA C LEIbIO OOECHEUEHUs HX YYeTa,
KOHTPOJISI 32 UCTIOJIHEHNUEM U OTNIEPATUBHBIM HCIOIb30BaHUEM HUH(DOPMALIHH.

Perucrpanus 10OKyMEHTOB ITIPOU3BOAUTCS B ICHb X MTOCTYILICHUS.

JlomyckaeTcsi OTMETKa O MOCTYIUIEHHH JOKYMEHTA B OPraHU3aLHIO IIPOCTABIISATh B
BHJI€ ILITaMIIa WJIM OT PYKH B HUDKHEHN YaCTH JIMLIEBOM CTOPOHBI IEPBOIO JINCTA TOKYMEHTA
WIN Ha €ro 00opore.

Perucrpanyss TOKyMEHTOB 3aKJIOYACTCA B BEICHUM 3aIIMCU YUYETHBIX JAHHBIX O
JOKYMEHTE 10 yCTaHOBJIEHHON PETUCTPALMOHHON (popMe, KOTOPBIM PuKcupyeTcs (hakT
CO3JaHus, OTIPABJICHUS WM IIOJIYYEHUs JOKYMEHTa IIyTEM IPOCTaBJICHHS Ha HEM
PETUCTPALIMOHHOTO HHJEKCAa C TOCIEeAyIoUle 3amuchl0 B yKa3aHHBIX (opmax
HEOOXOMMBIX CBEIEHUHN O JJOKYMEHTE.

JIOKyMEHTBI, IOCTYNAIONINE B 00pa30BaTENbHYI0 OPraHU3aLNI0, PETUCTPUPYIOTCA
B KHure/’xypHane perucrpauuu BXOASAIIEH KOPPECTIOHAEHIUH, a T€, YTO OTIPABIIIOTCS
U3 Hero, - KHure/ )xypHaine peructpaniy UCXoIA1Iel KOPPECTIOHACHLIUN (NPpUIodCceHUe

3).

PacnpenesieHue mocTynawuux J0KyMEHTOB.

[Tocne peructpanuu TOKYMEHTHI MEPEAAIOTCS HA PACCMOTPEHHUE PYKOBOJIUTEIIO
oVv.

[Tocne paccMOTpeHUs] PYKOBOAMUTENEM JTOKYMEHTHI BO3BPALAIOTCA CEKpPETapro U
(wiM) nuIy, OTBETCTBEHHOMY 3a BEJIEHHUE JEJONPOM3BOJICTBA, MJIs IEPEHECEHHS
yKa3aHHUH 10 UCIIOJIHEHUIO JOKYMEHTA B )KypHaJ PETUCTPALMU BXOASIINX JOKYMEHTOB.
B coOTBETCTBUU C yKa3aHUSMHM I10 MCIOJHEHUIO MOUIMHHKUK JOKYMEHTA HaIlpaBiIseTCs
pabOTHUKY, SIBJISIOUIEMYCS OTBETCTBEHHBIM HCIOJHHUTENIEM, a COUCIOJHUTENISIM
HAIPaBJISIOTCA KONMMM JOKYMEHTOB (€CIM HMMEITCA), O YEeM JENaeTcsl OTMETKA B
Kuure/)xypHaiie peructpaiuu BXOAAIIMX TOKYMEHTOB.

DNEKTPOHHBIE COOOMICHUS], MOCHIAEMBIE MO 3JEKTPOHHOW MOYTE, UCIOIHSIOTCS
AHAJOTMYHO IOKYMEHTaM Ha OyMa)KHbIX HOCUTENSX C YUETOM ONpeeIeHHON cielu(pUKH
B IIPOLIECCE UCIIOTHEHMUS.

IHopsimox 00padOTKH U MPOXOKACHUS UCXOASIIUX M BHYTPEHHHX
AOKYMEHTOB.

[Topsimok TOATOTOBKM HCXOJSAIIMX JOKYMEHTOB BKIIOYaeT B ceOsi paboTy 1o
COCTABJICHHIO IPOEKTa JTOKYMEHTA, COIJIACOBAHUIO, MOJAMUCAHUIO (YTBEPKICHUIO) H
OTIPABKE.

Jlo mepemaum AOKyMEHTa Ha MOJINKUCH HCHOJHUTENb JOJDKEH IPOBEPUTH €r0
coJiepKaHue, MPaBUILHOCTh O(POPMIIEHUS, HATMYUE HEOOXOAUMBIX BU3 U TPUIIOKEHHI.



JIOKyMEHT MpEeACTAaBISAETCS Ha MOANUCH BMECTE C MaTepUalaMu, HA OCHOBaHUHU KOTOPBIX
OH F'OTOBHJICS.

BHyTpeHHuEe NOKyMEHTBl O(QOPMIISIOTCS M HCHOJHAIOTCA (MCIONb3YIOTCS) B
npexaenax OVY.

BHyTpeHHuEe NOKYMEHTHI (JIOKJaJHbIE 3allUCKH, CIPAaBKH, CBOJKU M Jp.)
paccMaTpUBAOTCS TEMU JTOJDKHOCTHBIMM JINLIAMH, KOMY OHH HaIIPABJICHBI.

OTBETCTBEHHbIE 3a JEJIIONPOU3BOJACTBO NEpea CAauel KOpPPECHOHJECHLUMH Ha
OTIIPaBKY JOJDKHBI O00S3aTENbHO TPOBEPHUTHh MPABWIBHOCTH €€ OQOpMIICHHUS U
aapecoBanus. KoHBEpTOBaHME KOPPECHOHACHIMH W JIPYTUX IMOYTOBBIX OTHPABJICHHM
MIPOU3BOAUTCS CTPYKTYPHBIMHU MTOAPA3ACICHUSIMHA OpraHU3aluu.

Perucrpanus oTnpasisieMbIX JOKYMEHTOB OCYLIECTBIISIETCS B IEHb UX MOAIIMCAHUS
(yTBEepKIeHUs]) WIM Ha CleQylomuid padbounit aeHb. PeructpannoHHBIE HOMEp
JOKyMEHTa W JlaTa PErucTpaldd NPOCTABIAIOTCS HA IOUIMHHHMKE JOKYMEHTa B
peKBU3UTax OJIaHKa M Ha KOMHH, ocTaromeics B ene OY. CrpaBo4yHbIM arnmapaToM s
UCXOJSAIIUX JTOKYMEHTOB SIBJISICTCS KYpPHAJ PETUCTPALMH 3TUX JTOKYMEHTOB.

OTnpaBKy HUCXOIALIMX JOKYMEHTOB IPOMU3BOAMT CEKpeTapb W (WJM) JIMLO,
OTBETCTBEHHOE 3a BeJleHHe Jenonpou3BoAcTBa. (CpouHas  KOPPECHOHCHLHUS
oopmIIeTCs U OTIPABIIAETCSA HE3aMEUIUTEIBHO CEKPETAPEM.

Cekperapb NpoBEpPsiET NPABUIBHOCTb OQOPMIICHHUSI HCXOASIIUX JIOKYMEHTOB,
OPOU3BOAUT COPTUPOBKY JOKYMEHTOB IO CHOCOOY JOCTaBKM KOPPECIIOHACHLIUU
aapecaty (mpocrasi, 3aKa3Has, MEXIyHapojaHas U np.). HempaBuibHO odopmiieHHBIE
JOKYMEHTBI M KOPPECTIOHACHIINS HECTYKEOHOTI0 XapaKTepa K OTIIpaBKe HE MPUHUMAIOTCS
Y BO3BPALAIOTCS JIUILY, IOATOTOBUBILIEMY JTOKYMEHT.

OTtnpasisiemasi o MOYTe KOPPECTOHJAEHIUSI MPOXOJUT YIAKOBKY, aJIpeCOBaHUE,
MPOCTABJIICHHE CTOMMOCTH TOYTOBBIX YCIYr W T€pefadyy Ha OTIPaBKYy B MECTHOE
OTJIEJIEHUE CBS3H.

Ha 3aka3nyto KoppecnoHACHIIMIO, Ha JOKYMEHTHI ¢ MMOMETKOM «J[1s1 ciry»keOHOr0
MOJIb30BaHUs» COCTABIISIETCS PEECTpP, KOTOPBIN 3aTEM BO3BPAIIAETCS CEKPETAPIO yUeOHOM
yacTu W (WJIM) JUIly, OTBETCTBEHHOMY 3a BEICHHUE JMEJIONPOU3BOJICTBA, C PACIUCKOU
pabOTHUKOB ITOYTOBOTO OTJEJICHUS CBSA3H WK MHOTO JIUIa, 00E€CIEYNBAIOIIETO OTIIPABKY
JOKYMEHTOB.

[lepenaua c ucCNoONb30BaHUEM CpPEACTB (DAKCUMUIBHOM CBSI3U JIOKYMEHTOB,
coJiepKalluX cIy>KeOHYI0 HH(POPMALIMIO OTPAHUYEHHOTO PACHPOCTPAHEHU S, B TOM YHUCIIE
c mnomeTkoil «/{ns ciy:keOHOro mnonb30BaHUA», He pazpemaerca. Kareropuuecku
3arpeniaercs nepeaaya rno cpeAcTBaM (PaKCUMIIBHOMN CBSI3U CEKPETHBIX IOKYMEHTOB.

C wucnonp3oBaHueM CpeacTB (AKCUMUIBHOW CBSI3M MOTYT OBITh TepeaaHbl
MaTepuagbl TEKCTOBOrO, TaOJMYHOTO WM TpaduyecKoro xapakrepa, HCIOJIHEHHBIC
TUNOTPA(QCKUM, MAIIMHOMMCHBIM WM PYKOIMHUCHBIM CIIOCOOOM B YEPHOM WIH
TEMHOCHHEM I[BETE C YETKUM M KOHTPACTHBIM U300pa’KeHUEM (TI€pPBbIE SK3EMIUIAPHI WU
UX KCEPOKOIHH) Ha Oestol Oymare ¢ MUHMMAaJIbHOW BbICOTOM OYKB U nudp 2 mm. O6bem



nepeaBaeMoro B T€UEHHE OJTHOTO CEaHca CBSI3U JIOKYMEHTA, BBHIIIOJHEHHOTO Ha Oymare
dopmara A4, HE TOJDKEH MPEBHIIATH IISITH JINCTOB.

OTBETCTBEHHOCTh  3a  cojepkaHue  uH(popmanuu,  neperaBaeMod ¢
UCIIOJIb30BAaHUEM CPEACTB (PAKCMMUIBLHOM CBSI3M, BO3JIAaraeTcsi Ha MCIOJHUTENS,
MOATOTOBUBIIETO (haKcorpamMmy JIJIsl TIEpeIayu.

Oco0eHHOCTH PAadOTHI € JICKTPOHHBIMH IOKYMEHTAMMU.

B OV co3naroTrcs 1 HCTIOIb3YIOTCS:

. AJIEKTPOHHBIE JIOKYMEHTBI, CO3/laBaéMble B AJIEKTPOHHOM Qopme 0e3
peIBapUTEIHLHOTO JOKYMEHTUPOBAHUS Ha OYMa)KHOM HOCHUTEIIE;

. ANEKTPOHHBIE  O0pa3bl  JOKYMEHTOB, IIOJYYEHHbIE B  pe3yJbTare
CKaHMpPOBaHUsA  JOKYMEHTOB W  XpaHsIIMecs B  CHUCTEME  DJIEKTPOHHOTO
JIOKyMEHTO000pOTA.

[Ipuem n oTIpaBKa 3JIEKTPOHHBIX TOKYMEHTOB OCYILECTBIISIFOTCSI OTBETCTBEHHBIM
3a BeJIeHUE JenonpousBoactea B OY.

DJEKTPOHHBIE TOKYMEHTBI CO3JAI0TCsl, 00pabaThIBAIOTCA U XPAHATCS B CHCTEME
AIEKTPOHHOTO JOKYMEeHTOooO0opoTa OVY.

ONEeKTPOHHBIA JOKYMEHT JOJKEH ObITh OQOopMIIEH MO OOUM IpaBujIam
JEJONPOU3BOACTBA U UMETh PEKBU3UTHI, YCTAHOBJIEHHBIE JIJIs1 aHAJIOTMYHOTO TOKYMEHTa
Ha OyMa)KHOM HOCHUTEJIE, 32 UCKIIOYEHUEM OTTHCKA MEeYaTH.

JInst  NMOATBEpKIEHHsST MOUIMHHOCTU  DJIEKTPOHHBIX  JOKYMEHTOB B QY
UCTIOJIb3YIOTCS  3JIEKTpPOHHBIE 1M@poBble moanucu. Vcnonsdyemble cpeacTsa
AJIEKTPOHHON LU(PPOBON MOANUCH AOKHBI OBITh CEPTUPHUIIMPOBAHBI B YCTAHOBIECHHOM
MOPSIZIKE.

EnvHunen ydera 3J€KTPOHHOTO JOKYMEHTA SIBIIIETCS JJIEKTPOHHBIA JIOKYMEHT,
3apEeTUCTPUPOBAHHBINA B CUCTEME AJIEKTPOHHOTO TOKyMeHTooO0opoTa OY. DieKTpOHHbBIN
JOKYMEHT, UIMEIOIIUI PUII0KEHHS], PETUCTPUPYETCS KaK OJUH JTOKYMEHT.

[locne oOTHOpaBKM 3JIEKTPOHHOTO JOKYMEHTAa, 3aBEPEHHOIO AJIEKTPOHHOU
MOAMKUCHIO YITOJIHOMOYEHHOIO JOHKHOCTHOTO JIMIA, JOCBUIKM aJipecaTy €ro KOMHWHU Ha
OyMa)XHOM HOCHTEJe, KaK NpaBWJIO, HE TpeOyercs, 3a HUCKIOYEHHEM OTBETOB Ha
oOpallleHus1 TpaxJaH, MOCTYNUBIIUX IO HHPOPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHBIM
KaHaJlaM, Ha KOTOpBIE 3asBHUTENIO0 J1ae€TCAd NMHCbMEHHBIM OTBET, HAINpPABISEMBINA 110
OYTOBOMY aJIpECY, YKa3aHHOMY B OOpallleHuN.

HcnonHeHHbIE JJIEKTPOHHBIE JTIOKYMEHThl CHCTEMATH3UPYIOTCS B Jela B
COOTBETCTBUM C HOMEHKJIaTypoi Aen OY U uHAEKCUPYIOTCS B IOPSJIKE, YCTAHOBICHHOM
B OTHOILIEHUHU JEeJI, COCTABJICHHBIX M3 JOKYMEHTOB Ha OyMaxkHOM Hocutene. [lpu
COCTABJICHHMM HOMEHKJIATypbl Jell B 3arojioBOK JieJa BKJIIOYAeTCS YyKa3aHue
«ONEKTPOHHBIE TOKYMEHTB.



NudopmanuonHas 6e30aCHOCTD.

Nudopmarnmonnsie pecypebl OY mo goctymy (BO3MOXKHOCTH HCIIONIb30BaHUS)
MOAPA3JALIAIOTCS Ha OTKPBITYI0 (0OIIeIOCTynHY0) HHGOPMAILIUIO, CIIYKEOHYIO
uH(pOpMaIKIo U HHPOPMAIUIO OTPAHUUYEHHOTO PACIPOCTPAHEHHS (JOCTYTIA).

K xateropun oTKpbITON MH(DOPMALIMK OTHOCUTCS HHPOPMAIIHS, COJepKaIiasics B
JOKyMeHTax 1 0a3ax nanHbix OY, HEMOCPEACTBEHHO 3aTparuBaroliasi paBa 1 HHTEPECHI
rpaX}iaH.

K xareropun ciryxe0HOM HHPOPMAIIMK OTHOCUTCS HH(OpMAIIHs, COIeprKaIiascs B
JOKyMeHTax W 0a3ax naHHbix OVY, npenHa3sHaueHHas s JODKHOCTHBIX JIUI[ U
pabOTHUKOB, TPH BBHIMOJHCHUA HMH CBOMX (DYHKIIMOHAIBHBIX OOS3aHHOCTEH, HE
3aTparvBarolas HaIpSMYO MpaBa U HHTEPECHl TPAXKIAH U HE OTHOCSINIASCS K KATETOPHH
OrPaHUYEHHOT0 pacrpocTpaHeHus (AocTyna).

K kareropum wuH(pOpManuM OTPaHUYEHHOTO PACIPOCTpPaHEHUsA (JOCTyTa)
OTHOCHTCSI HH(POpMAIIHS, COJeprKaIIasics B JOKYMEHTaxX 1 0a3ax JaHHBIX, BKIIOYAIOIAs
CBEJICHUSI KOH(PHUICHIIMAIBHOTO XapaKTepa.

Bes undopmarius, cogepxaiascsa B JOKyMEHTax U 0a3ax JaHHbBIX, IO YMOJTYAHUIO
ABJIIETCS OTKPBITOM M o0menoctynHoi. VckiaroueHue cocraBisieT HHpOpMaIus,
OTHECEHHAs K KaTeropysM CITy>KeOHOI U OTPaHUYEHHOTO PACTIPOCTPAHEHHS (JOCTYyTIA).

Hoctyn mnonb3oBarenel K HMHPOPMAlUU OTPAHUYMBACTCS TMYTEM OTHECCHUS
MH(pOpPMaIMHU K COOTBETCTBYIOILEH KATETOPUH U HAJOKEHUEM Ha HEE COOTBETCTBYIOIIETO
rpuda orpaHuueHUs pacmpocTpaHeHus. MHdopmaius OrpaHHYEHHOTO JOCTyTa
cHaOxaetrcs rpudoM « 11 ciry’keOHOTO MOIb30BaHUS.

[IpaBom oTHeceHus uWHGOPMAIMKM K KATETOPUU OTPAHUYCHHOTO JOCTyma W
HAJOEHHsI COOTBETCTBYIOIIETO rprda o01agaeT aBTop JOKYMEHTa M0 COTIaCOBaHUIO C
pykoBoauresiem OV.

JlokymeHTHpoBaHHass WH(MOpMAaIUs OrpaHHUYEHHOTO PpAaclpOCTpaHeHus 0Oe3
CaHKIIMM  JIOJDKHOCTHOTO  JIMIA,  yCTAaHOBHUBIIETO  PEXUM  OTPAHUYCHHOTO
pacpocTpaHeHusi JUid  JaHHOTO  JOKyMEHTa, HE TMOMJIEKHUT  pasTIalleHHI0
(pactipoctpanenuo). [IpegocraBienne noiapb30BaTeIsIM JOCTyIA K JaHHON HHGOpMAITUU
OCYIIECTBIISIETCS UCKITIOYUTEIHLHO IO COTJIACOBAHHIO C YKAa3aHHBIM JOHKHOCTHBIM JTUIIOM
MyTeM MOJIa4l COOTBETCTBYIOIIEH 3asIBKU.

JIOMKHOCTHBIC JIHMIIa, TPUHSABIIME pelieHne 00 OTHeceHWH WH(POpMAIH,
3a(pUKCUPOBAHHON B TOKYMEHTE, K KATETOPUHU OTPAaHUICHHOTO PACTIPOCTPAHCHHMS, HECYT
OTBETCTBEHHOCTh 32 OOOCHOBAHHOCTb NPHUHATOTO PEIICHHS M €ro COOTBETCTBHE
JICHCTBYIONIEMY 3aKOHOATEIILCTRY.

Jlnunble Aema paOOTHUKOB, JTUYHBIC KAPTOUYKH PAOOTHUKOB, TPYIOBBIC KHUKKU
pabOTHUKOB, TMPHUKA3bl IO JHUYHOMY COCTaBY JOJDKHBI XPaHHUTHCS B ceiide wim B
METAJTHYECKOM IIKady.



3anucu B TPYIOBOM KHIDKKE MOANKMCHIBAET pyKoBoauTenb OY. Yuer, XxpaHeHUE U
BbI1ayy OJIAHKOB CTPOTOM OTYETHOCTHU: JUILIOMOB, BKJIABIIIEH K HUM, CBUJIETENbCTB,
YOCTOBEPEHUI BEIET 3aMECTUTENb TUPEKTOpa. brianku xpausrcs B ceide.

VYcTaHoBKa M AKCIUTyaTalusi MPOrpaMMHOIO OOECHEeYeHHs, MOJIYyYEHHOrO U3
JH00BIX MCTOYHHUKOB U BBIMOJIHSIOMIETO (PYHKIIMH, HE CBSI3aHHBIE HEMOCPEACTBEHHO C
BBINIOJJHEHUEM pAa0OTHUKAMHM CBOUX JOJDKHOCTHBIX OOS3aHHOCTEH, KaTeropuuecKd
3anpernieHa.

Bes mpencraBneHHas B 3JEKTPOHHOM BHAe HWHGOpMalus, MOCTyMamolas B
00pa3oBaTENbHYI0 OpraHU3alyi0, B 0043aTEIBHOM MOPSJAKE IOJJIEKUT IPOBEPKE
AHTUBHPYCHBIMU CPEACTBAMU.

DJEeKTpOHHAs 110YTa MOYKET UCII0JIb30BATHCA MOJIB30BATENSIMH TOJIBKO JJIs1 0OOMEHa
uHdopMaIeii, OTHOCSIIEUCS K KaTeropuH, OTKPBITOM M CIy>KeOHOU. 3amperieHo
UCIIOJIb30BaTh JJIEKTPOHHYIO MOUTYy JUId Nepeadyd HHPOpMaluH, OTHOCSIIEWCS K
KaTErOpUH OrPaHUYEHHOTO PACTIPOCTPAHEHMUS.

6. KOHTpOJIL 34 HCIIOJTHCHUEM TOKYMCHTOB

Opranuzanusi KOHTPOJIS.

KoHTponto moasie)xarT BCE€ 3aperUCTPUPOBAHHBIC JOKYMEHTHI, TpeOyrolue
ucronHeHus. KOHTpoJib UCIONMHEHUsS JOKYMEHTOB BKIIIOYAET: YYET, MOCTAHOBKY Ha
KOHTpOJIb, KOHTPOJIb CPOKOB HCIOJIHEHUS, HEMOCPEICTBEHHYIO IPOBEPKY XOJa
HCTIOJTHEHUSI, MPOBEPKY KayeCTBa UCTIOJIHEHUS, aHAJIU3 PE3YyJIbTATOB UCIIOJTHEHUSI.

KoHTposb 3a UCTIOTHEHUEM IOKYMEHTOB YCTAHABIMBAETCS B IIENISIX OOECIeYeHUs
UX CBOEBPEMEHHOTO UM  KAUECTBEHHOIO  MWCIOJIHEHWS, TIOBBIINIEHUS  YPOBHS
OpraHU3aTOPCKOMN padOTHI U UCTIONHUTEIBCKON JUCIIUILIAHBI.

[Ipu mocTaHOBKE JOKYMEHTa Ha KOHTPOJIb Ha IIPaBOM BEPXHEM I0JI€ TOKYMEHTa
JIeaeTcsi OTMETKA O KOHTPOJIE, KOTOPY0 0003HAYaIOT CIOBOM (IIITAMIIOM) «KOHTPOJIB

KoHTponto mnojnexaT MpuKasbl, PEHICHUS COBETOB, a TaKXKE€ JOKYMEHTBHI,
MOCTYyIAIoIKE Ha UMs pykoBoautens OY.

Opranu3zaiiysi KOHTPOJISI UCIIOJTHEHHUS BKJIFOUAET B CeOs:

. MIOCTAHOBKY JIOKYMEHTa Ha KOHTPOJIb;

. MOHUTOPUHT UCIIOJIHEHUSI KOHTPOJIBHBIX MOPYYEHUN JOKYMEHTOB;

. CHATHE UCTIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS; « HaIMpaBJICHUE

HCIIOJTHEHHOTO JIOKYMEHTA B JIEJO0.

PykoBoauTenu CTpyKTYpHBIX MOAPA3AeICHUI 00s13aHbI paCCMaTPUBATh COCTOSTHUE
UCIIOJIHUTENCKOW TUCIMIUIMHBI 110 TOKYMEHTaM C opy4YeHussMu agmunuctparuu OV, a
TaK)Ke JOKYMEHTBI, MOCTYNHBIIKNE B apEC CTPYKTYPHOTO MOApa3esieHus U TpeOyromue
VICIIOJIHEHMS, M IOATOTOBKH OTBETA.



JIOKyMEHT cunTaeTcsi WCHOJHEHHBIM, KOTJa pPEIIEHbl OKOHYATEJIbHO BCE
IIOCTaBJIEHHBIE B HEM BOIIPOCHI U COOJIIOJIEHBI CIIETYIOIINE CPOKHU:

. €CJIM B JOKYMEHTE MOCTABJIEH CPOK UCITOIHEHUS — B YKa3aHHBIA CPOK;

. JOKYMEHTBI 0€3 yKa3aHusl CPOKa UCIIOTHEHUS — B MECSAYHBIN CPOK;

. €CJIM B IOKYMEHTE UMEETCS IIOMETKA «CPOYHO» — B TPEXAHEBHBIN CPOK;

. nopyueHus 0€3 yKa3aHusl KOHKPETHOM JaThl UCIIOJTHEHUS — B MECSUHBIN
CPOK;

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

. o OOpalleHUsIM TpaxiaH, TPeOYHOIIMM JIOMOJHUTEIBHOTO H3yYEHUs U

MIPOBEPKHU, — 10 OJJHOTO MECSAIA CO JHS PETUCTPALUH, IO OCTAIbHBIM — HE
6onee 15 nueit. Cpok wucUHCHIAETCSs B KaJCHIAPHBIX JHAX C JIaThI
HOJMUCAHMS TOKyMEHTA.

Ecnu nocneqHuil 1eHb UCTIOHEHUS JOKYMEHTa IPUXOAUTCS HA HepaOOUYuil JIEHb,
OH MOJJIC)KUT UCTIOJTHEHUIO B IPEIIECTBYIOUINI eMy pabouuii 1€Hb.

[Ipn HEOOXOAMMOCTH MPOJITIEHUSI CPOKA UCIIOJIHEHUS JOKYMEHTAa OTBETCTBEHHBIN
WCIIOJIHUTENb TPEACTaBIIET Ha uMA pykoBogurtenss OV, naBmiero IoOpydeHHE,
MOTHUBHPOBAHHYIO NMPOCHOY O €ro MpOJUIEHUN HE MO3/HEE YEM 3a TPU JHS A0 UCTEUEHUs
YCTaHOBJIEHHOTO CPOKa, C YEM CBOEBPEMEHHO NepeaaeTcs MHpopMalus B MPUEMHYIO
pykoBogutens OY.

IHopsigok CHATHA JOKYMEHTOB C KOHTPOJIA.

JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJIA, €CJIA PEILIEHBI IIOCTABICHHBIE B HUX BOIIPOCHI
WJIM aBTOPaM JIaH OTBET 10 CYIIECTBY.

Ecnu o pa3spemraeMmomMy BOIIPOCY OKHUIAETCS OTBET, TO OH BMECTE C KOIIMEN OTBETA
3asIBUTEIII0 MOXKET HAXOIUTHCS Y UCIIOJIHUTEIIS HA KOHTPOJIE.

[IpoMexyTOUHBIN OTBET, PABHO KAK M 3alPOC MO UCIIOJIHAEMOMY JOKYMEHTY WIIN
YAaCTUYHOE HCIOJIHEHHE IIOPYYEHHMs, HE SBIIETCS OCHOBAaHUEM JUIA IPU3HAHUSA
JOKYMEHTA UCTIOJIHEHHBIM.

CHATH JOKYMEHT C KOHTPOJIS MOJKET TOJBKO JOJDKHOCTHOE JIMLO, KOTOpPOE
MIOCTaBUJIO €r0 HA KOHTPOJIb.

OCHOBaHMEM ISl CHATHSI C KOHTPOJISI TOKYMEHTOB C TOPYUYEHUSIMU PYKOBOAUTENS
OV sgaBnsercsd TOKYMEHT — OTBET, MOAMNHCAHHBIA PYKOBOAMUTEIEM, €TI0 3aMECTUTEIIEM,
60 crpaBka 00 UCMOIHEHUHU JOKYMEHTa 3a MOJANUCHI0 PYKOBOJUTENS CTPYKTYPHOTO
MOApA3AEICHUs.

Ecnu Bce mocTaBiIeHHBIE B TOKYMEHTE BOIIPOCHI PELIEHBI B OIIEPATUBHOM IMOPSIKE,
0e3 MOJArOoTOBKM NMUCHbMEHHOI'O OTBETA, MCIOJHUTENb Ha JOKYMEHTE JIeJaeT KpPaTKYyIo
3aIMCh O PELIEHUH BOIIPOCA, YKAa3bIBACT NATy U IOANHUCH, IOCIE YEro JOKYMEHT
IIOMEILAETCS B IEJI0.



7.Yder U XpaHeHUe NeYaTel, MTAMIOB U 0JIAHKOB.

O0s3aTeTbHOMY YUETY MOJICKAT BCE BUABI TICUATEH U MITAMITOB, OJJAHKHA CTPOTON
OTYETHOCTH, KOMAaHIUPOBOYHBIE YIOCTOBEPEHHUS, CIY>KEOHBIC 3alaHus, TPYIOBBIC
KHUKKH.

VYyer Bcex mneuated W mramrnoB, uMmeronuxcs B OV, BeaeTcs B cHelUaibHOM
KypHane (npunosicerue 2).
XKypHaisl ydera BKITIOYAIOTCS B HOMEHKJIATYpY Hed. JIMCTBI MX HyMepyroTcs,

MIPOIITMBAIOTCS M OTIEUATHIBAIOTCS.

[Teyatu 1 MITAaMITBI JOJKHBI XPAHUTHCS B ceiax WM METANTMIECKHX IKadax.

OTBETCTBEHHOCTH 3a XpaHECHWE U UCIIOIh30BAaHUE TTeUaTeH, IITAMIIOB HECYT JIUIIA,
OTBETCTBEHHBIE 32 BEJICHUE JICIONPOU3BOJICTBA.

YHuuTOXKEHHE OJIAHKOB MTPOU3BOAUTCS IO aKTy C OTMETKOM B COOTBETCTBYIOIIUX
KypHajlax yJeTa.

[TeyaTn ¥ MITAMITBl YHHYTOXKAIOTCS TI0 AKTY.

[TpoBepka HAIMYUS TIEYATEH, MITAMIIOB M OJJAHKOB, a TAKXKE TIOPSAIKA UX XPaHEHUS
Y WCIIOJI30BAHUS TIPOU3BOJIUTCS KOMUCCHEH HE PeXe OJTHOTO pa3a B TOJ OJTHOBPEMEHHO
C IPOBEPKOM COCTOSIHUSI JIETIOTPOU3BO/ICTBA.

8.CocraBiieHre HOMEHKJIATYPBI JeJI.

HomenkiaTypa ae - 3To 00s13aTeNbHbIN 111 Kaxk a0 OY cucreMaTu3npoBaHHbBIN
nepeyeHb HAaNMMEHOBAHMM (3arojIOBKOB) JIeJl, KOTOPhIE (POPMUPYIOTCS C YKa3zaHUEM
CPOKOB XpaHeHHs el (npunodxcenue 4).

HoMmenknatypa aen mnpeaHasHadeHa s ycTaHOBKM B OV enuHOro mopsjaka
dbopmupoBaHus 1, 00ecriedeHrs UX y4yeTa, ONepaTUBHOTO MOUCKA JOKYMEHTOB MO UX
COJICP’KAaHUIO U BUJY, ONPENIEIICHUS] CPOKOB XPAHEHUs AEN W SIBIAETCS OCHOBOM st
COCTABJICHHSI OIMHCEHN N1eJ1 MOCTOSTHHOTO W JuTenbHOro (cBbimie 10 neT) xpaHeHus, a
TaKXe I y4yeTa Jed BpeMeHHOro (710 10 JeT BKIFOUUTEIBHO) XPaHCHHUS.

B rpade 1 HOMEHKIATypbl J€l MPOCTABIAIOTCS HWHIEKCHI KaXKIOro Jena,
BKJIFOYEHHOT'O B HOMEHKJIAaTypy. MHAeKe aena coctout u3 mudpoBoro 0003HauCHUs U3
mraTtHoro pacnucanus OV (koma) W TMOPSIKOBOrO HOMEpa 3arojioBKa Jiefia 1o
HOMeHKJaType. MHaekcer! nem 0003HavaroTest apadCKuMu g pamu.

[Ipumep —

12-05, rne 12 — o6o3naueHue (kox), 05 — MOPSIAKOBBIN HOMEP 3aroJioBKa jeia B
pazjiesic HOMEHKJIATYphl Jel.

B rpage 2 HOMEHKIIATYPBI I€7 IPOMKCHIBAIOTCS 3ar0JIOBKH JIETT.



3aroyioBOK JieNa JOKEH YETKO B CKAToM 0000111eHHO0# (hopme 0ToOpakaTh COCTaB
U COAEPKAHUE NOKYMEHTOB J€a.

B 3arosoBKax JIMYHBIX W JPYTUX €N, COAEPKAIUX JOKYMEHTHI II0 OZHOMY
Bompocy, ynotpedisercs tepmud JEJIO.

B 3aronoBkax jen, coaepKallMX — IUIAHOBO-OTYETHYIO  JOKYMEHTALUIO,
yKa3bpIBaeTCs nepuoja (Mecsl, KBapTad, NOJYyroaue, roja), B KOTOPOM IUIaHUPYETCS
CO3/1aHHE JOKYMEHTOB WUJIM MEPUOJT UX (PAKTUUECKOTO BBINOIHEHUS.

Bo Bpemst pazMenieHus 3aroj0BKOB J€]1 B HOMEHKIIATYPE YUUTHIBAETCS BaXKHOCTh
JOKYMEHTOB, BKIJIIOUEHHBIX B JI€JI0, MX B3aWMOCBs3b. B Hawane pacnonararoTcs
3aroJIOBKU JIEJI B OTHOIIEHUH JOKYMEHTOB, IIOCTYIIMBIIMX OT OPraHOB BBICILIETO YPOBHS,
Jajee - 10 OPraHU3allMOHHO-PACIIOPSAIUTENBHON JTOKYMEHTAlNH, IJIJAHOBO-OTYETHOU
JOKYMEHTALH, IEPENHUCKE, YUETHO-CIIPAaBOYHBIM BU/IaM JOKYMEHTOB. B Ka1011 U3 3THX
IPyII JOKYMEHTBI TAK)KE Pa3sMELIAIOTCA ¢ YYETOM 3HAYMMOCTH M CPOKOB XPAaHEHMS.
I'pada 3 HOMEHKIATYpBI €N 3aIIOJHIETCS B TEYEHUE KAJIEHJAPHOTIO roja — IpHU
(opMHpPOBaHNK HOBOTO JEJIa, IIPU 3aKPBITUU Ji€JIa U 10 OKOHYAHUU KaJIEHJAPHOTO roja.
ITo noctuxkenuu nenom odbema B 250 JIMCTOB, TOM 3aKPBIBAETCS U OTKPBHIBAETCS HOBBIM
ToM. B rpade mnocienoBaTenbHO YKa3bIBalOTCI HOMEPA TOMOB M KpallHHE JaThl
JOKYMEHTOB Ka)/10r0 TOMa.

[Ipumep —

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

DNEKTPOHHBIE JI€Jla HA TOMA HE pasleistorTcs. Bce 3JIeKTpOHHBIE JOKYMEHTHI,
HE3aBUCUMO OT UX 00bEMa, BKIIFOUAIOTCS B OJTHO 3JIEKTPOHHOE JIENO.

B rpadge 4 yka3pIBacTCsl CpOK XpaHEHHUs JI€]a, HOMEPA CTAaTeW 10 TUIIOBOMY WJIU
BEJOMCTBEHHOMY TIE€peyYHIo, (enepanbHOMY 3aKOHY WM HMHOMY HOPMaTUBHOMY
MIPaBOBOMY aKTy, & IPU UX OTCYTCTBUM — IO THIOBOW MJIM MPUMEPHON HOMEHKJIAType
Iel.

B rpage S5 «lIpumeuvanue» yKa3bplBalOTCA CIELUUAIBHBIE CPOKUM XPAHEHHS,
IPOCTABJISIFOTCS. OTMETKM O 3aBEJEHUM el (B TOM 4YHCIE B 3JIEKTPOHHOM BHUJE), O
BBIICJICHNUH J€JI K YHUUTOKEHHUIO 110 NCTEYEHUN CPOKOB UX XPAHEHHUSI, O MECTE XPaHECHHUS
NOJJIMHHUKOB JIOKYMEHTOB, O IEpeaye A€l B IPYTyI0 OPraHU3aLUIo IS IPOIOJKEHHUS
u 11p. B rpade nenarorcs OTMETKH O MEpeXosIInX IeJaxX ¢ yKa3aHUEM CTaporo MHJeKca
JIeJ1a B CIIy4ae €ro U3MEHEHUSI.

[Ipumep —

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

[To nenam, KOTOpBHIE IO KAKUM-THOO MPUYMHAM B TEUEHUE T0Jla HE 3aBOJMIINCH, B
rpade «IIpumMedyanne» HOMEHKIATYpPHI Jel JAeNlaeTcs 3amuch — «Jleao He 3aBOAMIIOCHY.
[Ipu 3TOM B rpade 3 mpocTaBisieTcst MPOYEpK.

[Io oxOH4YaHMM roja B KOHIIE HOMEHKJIATYpbl NI JEJIAeTCsl UTOrOBasl 3alucCh O
KOJIMYECTBE 3aBEJICHHBIX /I (TOMOB).



9. ®opmupoBanue u opopmiieHuUe eI,

dopmupoBanue aeJl.

@opMHUpOBaHUE €N - 3TO TPYINIHPOBKA HCIOJIHEHHBIX JOKYMEHTOB B JIeJa B
COOTBETCTBUM C HOMEHKJIATYPOU JEN.

Bo Bpemst popmupoBaHus e clieAyeT NpUaep>KUBaThCs TAaKUX OOIINX MPaBUIIL:

- NOMENIaTh B Ji€Ja TOJbKO HCIIOJHEHHBIE JOKYMEHTHI B COOTBETCTBHH C
3aroJIOBKaMu J€J1 B HOMEHKJIATYpE;

- TPYNIUPOBATh B JieJla JOKYMEHTHI, BBINOJHECHHbIE B TEYEHUE OJHOTO
kasiengapHoro roxa (01.01-31.12), 3a uckiIroueHHWEM MepexoqaumMX Jea (BeayTcs B
TEYEHUE HECKOJIBbKUX JIET), TINYHBIX JCII;

- noMen@aTh B Jeia TOJbKO OPUTHMHAJIBI WM, B CIIy4ya€ MX OTCYTCTBUS,
3aBEPEHHBIEC B YCTAHOBJICHHOM MOPSIIKE KONUU JOKYMEHTOB;

- HE JIONyCKaTh BKJIIOUEHUS B Ji€JIa YEPHOBBIX, JIMYHBIX JOKYMEHTOB,
Pa3MHOXEHHBIX KOIUWA U JJOKYMEHTOB, MOJIEKALIUX BO3BPATY; pa3/ieIbHO
IPYNIUPOBATH B J€1a JOKYMEHThI IOCTOSIHHOTO U BPEMEHHOT'O XPAHEHUS;

- 1o 00beMy J1eJ10 He TOJBKHO npeBbimaTh 250 nuctoB (30-40 MM TONIIUHOIN).

PacrionoxeHue JOKYMEHTOB BHYTPH J€JI IPOU3BOAMTCS B XPOHOJOTHYECKOM
MOPsIZIKE, PYU KOTOPOM HamOoJiee paHHUE TOKYMEHThI pacIioyiaraloTcs B Hadaje Jiena.

[Tonoxxenus, MpaBuiia, THCTPYKUHUHU U T. I1., YTBEPKICHHbBIE PACTIOPAIUTEIbHBIMH

JIOKYMEHTaMU, TPYIIUPYIOTCS BMECTE C YKa3aHHBIMHU JOKYMEHTaAMH.

[Ipukasbl MO0 OCHOBHOM N1E€ATENLHOCTH (OPMHUPYIOTCS OTAECIBHO OT IMPHUKA30B 10
KaJpOBBIM BOIpocaM (JUYHOMY COCTaBy) (Ha3HAu€HHE, TEPEMEICHHUE, YBOJILHEHUE
COTPYJHHUKOB) M OT IPUKA30B 00 OTITyCKax, KOMaHAMUPOBKAaX U T.].

[IpoTokoJibl 3acenaHuii KOJUIETMAbHBIX OpranoB OY rpynmupyroTcs B Jeja B
XPOHOJIOTHYECKOM MOPSIIKE U IO HOMEPAM B IPeIeIax KAIeHAapHOro roaa. JJokyMeHTbl
K 3aceJaHUsIM YKa3aHHbIX OpPraHOB CHUCTEMAaTHU3UPYIOTCS IO JaraM W HoMepam
IIPOTOKOJIOB, a B IPE/IEIIaX TPYIIIbl JOKYMEHTOB, KOTOPbIE KACatOTCS OJTHOTO MPOTOKOJIA,
- 110 TIOBECTKE JHS 3aCE/IaHus.

[lepenucky crnenyer rpynnupoBarth B /iejia 3a Mepruo/1 KaJleHAapHOIo Tofa. B
JIEJI0 TIEPENHUCKU TTOMEIAI0TCs BCE IOKYMEHTBI, BOSHUKIIUE B XOJ€ PEIICHUs BOMPOCa.
[lepenucka cucreMaTu3upyeTcs B XpOHOJOTMYECKOW MOCIE0BATEIBHOCTH; JOKYMEHT
OTBET MOMEIIAETCS 3a JOKYMEHTOM-3aIIPOCOM.

Odopmiienue neJ.
Hena OV momnexar opopMIIeHUIO TIPU MX 3aBEJICHUHM W MO 3aBEpIIEHUU Troja.
Odopmiienue nena — MOATOTOBKA Jiejla K XPAaHEHUIO BKJIIOYAET B ce0s KOMIUIEKC padboT



M0 OIMHMCAaHUIO JIeJla Ha OOJIOXKKE, TOMIIMBKE, HyMEpalliu JIMCTOB M COCTaBIICHUIO
3aBepuTesbHON Hajanucu. OpopmMiieHue J1ed MPOBOIUTCA paOOTHUKAMU OpraHU3allvu, B
00513aHHOCTH KOTOPBIX BXOJHUT 3aBeACHHE U (POPMUPOBAHUE NI€J, MPU METOAUYECKOU
MIOMOIIHU U TIOJI KOHTPOJIEM OTBETCTBEHHOIO 32 apxuB OVY.

B 3aBUCMMOCTH OT CpPOKOB XpaHEHHUS MPOBOAMTCS IMOJHOE WJIM YacTHYHOE
odopMIeHHUE ACII.

[TonmHOoMy OoopMIIEeHHIO MOIJIEXAT JeNa MOCTOSIHHOTO, BpeMeHHOro (cBbime 10
JIeT) XpaHeHus (110 JUIYHOMY COCTaBY, JIMYHBIC Jieia YBOJICHHBIX paO0THUKOB). [TomHOE
oopMIIeHHUE Jelia TPeyCMaTPUBAET:

. MOJIIMBKY WJIM TBEPABIN NEPEIUIET JENa;

. HyMEpAaLUIO JIUCTOB B JIEIIE;

. COCTaBJICHUE JIUCTAa-3aBEPUTEIIS;

. COCTABJICHHE B OCOOBIX CiIy4asx (Mpu opOPMIICHUU JUYHBIX 1€, IS

yucTa 0c000 OCHHBIX I[OKYMGHTOB) BHYTpeHHGﬁ OIIMCH JOKYMCHTOB ACJI4,
. BHCCCHHC H€O6XOILI/IMBIX YTO‘IHGHHﬁ B PCKBU3UTLI 00JI0KKH Acjia
(YTO‘IHGHI/IC Ha3BaHUWA IIOAPA3ACIICHUA, HHACKCA U 3ar'0JIOBKA ACJIa, 1AaThI ACJIa U ,Z[p)

Hena BpemenHoro (o 10 et BKIIOYUTENLHO) XpaHEHUS MOAJIEKAT YaCTUIHOMY
opopmiienuto. Jlonyckaercs:

. XPaHUTDb JCJIa B CKOPOCIIUBATCILAX

. HC IIPOBOAUTH IICPCCUCTEMATU3AINIO TOKYMCHTOB B ICJIC,
. JIMCTHI CJIa HC HyMCPOBAThb,

. 3aBCPUTCIIBHBIC HAAIIMCH HC COCTABJIATD.

JIOKyMeHTBI, TOJJIEKAIINE MOJHOMY O(DOPMIICHHIO, MOIIMBAIOT HA YETHIPE
IIPOKOJIa B TBEPAYIO 00JIOKKY M3 KapTOHA WIJIM NIEPETIETAI0TCS ¢ YIYETOM BO3MOKHOCTH
CBOOOJTHOTO YTEHUS TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M pe3ofionuii Ha Hux. [lpu
MOJTOTOBKE JeJ K TMOJIIMBKE (MeperieTy) MeTALIMYECKUe CKperuieHus: (CKOOBbI,
CKpEIKN) U3 JOKYMEHTOB YHAlSOTCS. Jlea MOCTOSSHHOTO XpaHEHUs, COCTOSIIIUE W3
He(OpMAaTHBIX JOKYMEHTOB, XPAHATCS B 3aKPBHITHIX TBEPJIBIX MAIKaxX ¢ TPEMs KJiaraHaMU
U C 3aBSI3KaMH.

[Ipy HanuMuuu B JieJie HEBOCTPEOOBAHHBIX JIMUHBIX JIOKYMEHTOB (TPYAOBBIX
KHDKEK U JIp.) OTU JOKYMEHTHI BKJIAJIBIBAIOTCSA B KOHBEPT, KOTOPHIN 3aTEM MOAIIUBACTCS
B 3T0 neno. [lpy Hamuymu OOJIBIIOTO KOJMYECTBA TaKUX JTOKYMEHTOB OHU MOTYT
U3BIMAThCS U3 JIEJI, U HA HUX COCTABIIIETCS OTHENIbHAS OIHUCH.

B xoHIIE KaXKI0TO Je1a OAIMTUBAIOTCS YUCThIC OJaHKu GOpM JIJIsl 3aBEPUTEIBHON
HaJIIHCH.

B nemsix obecnieyeHHs] COXPAaHHOCTH M 3aKpeIUICHUS MOPSIKa PaclONOXKEHUs
JOKYMEHTOB, BKJIFOUEHHBIX B JI€JIO, BCE JHUCTBI, KPOME 3aBEPUTEIBHOTO, HYMEPYIOTCA
apaOckumu udpamMu B IPaBOM BEPXHEM YTy, HE 3a/1€Basi TEKCTA JOKYMEHTA, MPOCTHIM



rpaduyecKkuM KapaHJalloM WM HyMepaTOopoM. YTOTpeOJeHHe YEepHWS U ILBETHBIX
KapaHJamen Juisi HyMepaluu JIMCTOB 3ampemaercs. BHyTpeHHss ONUCh HMEET
CaMOCTOSITEIIBHYIO HyMEPALUIO.

Jluctel Aen, cOCTOAIIMX M3 HECKOJbKUX TOMOB WM YacTed, HyMEpYIOTCA IO
Ka)XI0OMY TOMY WJIM YaCTH OTJEJIBHO.

dotorpadguu, UepTekH, AUArpaMMbl U JIpYyTUE  WUIIOCTPaTHBHBIE U
crenu(puUecknue TOKYMEHTBI, MPEACTABISAIONINE CAMOCTOATEIbHBIA JHCT B Jele,
HYMEPYIOTCSI HA 0OOPOTHOW CTOPOHE B JIEBOM BEPXHEM YTITY.

CnokeHHBIN JTUCT Pa3BOPAYMBAETCS U HYMEpPYETCs B IPaBOM BepxHeM yrity. [Ipu
ATOM JIMCT J000ro gopmara, MOAIMIMTHINA 3a OJUH Kpail, HyMepyeTcs Kak OJHUH JIHCT;
JIUCT, CJIOKEHHBIN U MOJALINUTHIN 33 CEPENIMHY, MOJIEKUT MEPEUIMBKE U HyMEPYETCS Kak
OJIVIH JIACT.

[TopmnTeie B €70 KOHBEPTHI C BIIOKEHUSAMU HYMEDPYIOTCS; IIPU 3TOM BHadaje
HyMeEpYyeTCsl KOHBEPT, a 3aTEM OYEPEAHBIM HOMEPOM KaXKJ10€ BIOKEHUE B KOHBEPTE.

[TogmmuTeie B €710 HOKYMEHTHI C COOCTBEHHOW HyMepalueil JIMCTOB (BKJIIOYas
MEeYaTHbIE W3JIaHHUA) MOTYT HYMEpPOBaTbCi B OOLIEM TMOPSAAKE WM COXPAHSTH
COOCTBEHHYIO HyMEpaluio, €ClIi OHa COOTBETCTBYET MOPSIKOBOMY PACIOJIOKEHHUIO
JIMCTOB B JIEIIE.

B ciydasx oO6HapyskeHus: 00JIbLIOro YKcia OMKUOOK B HyMepaliu JUCTOB Jiela B
JIEJIONIPOU3BOACTBE IMPOBOAUTCA MX NepeHyMepauus. [Ipu nepeHymepanuu JIUMCTOB
CTapble HOMEpa 3a4EpKUBAIOTCS OJHOW HAKIIOHHOW YEPTOM W PSAOM CTAaBUTCS HOBBIM
HOMED JIMCTa; B KOHIIE JI€Ja COCTaBIISIETCS HOBAasl 3aBEPUTENIbHASL HAIIUCh, IPH 3TOM
cTapasl 3aBepuTeIbHas HAANKNCh 3a4EPKUBAETCS, HO COXPAHSIETCS B JIEIIE.

Jlnst yuera KOJIMYECTBA JIUCTOB B JIeie U (PUKCAIMU OCOOCHHOCTEN UX HyMEpaluH
COCTABJIICTCS 3aBEpUTEIbHAs HAaANUCh aena. OHa COCTaBISIETCSA B JEJE€ HA OTACIBHOM
JUCTE — 3aBEPUTENE JIeNIa. 3aBEPUTEIIbHASI HAAUCh COCTABIIAETCS MO YCTAaHOBJIIEHHOM
dbopwme.

Bce mocnenyromie M3MEHEHUsT B COCTaBE M COCTOSIHMM Jena (NMOBPEXACHUS,
3aMeHa MOJJIMHHBIX JOKYMEHTOB KOIUSAMU, IPUCOECIUHEHUE HOBBIX JOKYMEHTOB H T. 11.)
OTMEUAIOTCS B 3aBEPUTEITHLHON HAAKMCH CO CChUIKOM Ha COOTBETCTBYIOIIMM aKT.

O06510kKa J1e71 TOCTOSIHHOTO, BpeMEHHOT 0 (cBbIie 10 JieT) XpaHeHUsI ¥ 110 TUYHOMY
cocTaBy 0(hOpMIISIETCS 110 YCTAHOBIIEHHOM (hopMme.

Ha 00610%Ke fen NOCTOSHHOTO XpaHEHUs1 BBEPXY MPeyCMaTPUBAETCS MECTO ISt
HAaUMEHOBAHHUS TOCYJIapCTBEHHOI'O apXHWBa, B KOTOPBIA OHU OyAyT MepeAaHbl, a TaKxKe
apXMBHOTO K(dpa B IPaBOM BEPXHEM U JIEBOM HI)KHEM YIJIaX.

[Tpu opopmnennn o010xkKku Aen HauMeHoBaHue 11Ikoubl yka3biBaeTCsl HOJTHOCTHIO
10 YCTaBYy, B UMEHUTEIBHOM MaJIEKE, COKPALLIEHHOE Ha3BaHUE — B CKOOKaX.

OO0s13aTeNIbHBIMU  PEKBU3UTAMU OOJIOXKKHU Jiefia SBJIAETCS YKa3aHHE KOJMYeCTBa
JIMCTOB B JIEN€, KOTOPOE MPOCTABIISIETCS HA OCHOBAHUY 3aBEPUTEIBLHON HAMMKCH AENa, U
CpoKa XpaHeHus Jena (Ha Jenax IMOCTOSIHHOTO XpaHEHUsl IMHILIETCA: «XPAHUTh



MOCTOSIHHOY ), KOTOPBI MEPEHOCUTCS Ha OOJIOKKY JiesIa U3 HOMEHKIIATYPhI MTOCIIE CBEPKH
€ro 110 CPOKaM XPaHEHHUsI B IEPEYHE.

JInst  ydera JOKYMEHTOB OIPEAEIICHHBIX KaT€ropuid el IOCTOSHHOIO U
BpeMeHHOTO (cBbIle 10 j1eT) XpaHeHus, y4eT KOTOPbIX BbI3bIBAETCS CTIEUU(DUKON TaHHON
JOKYMEHTaluu (JIMYHBIE Jenla, 0CO0O0 IIEHHBIE), COCTaBISETCS BHYTPEHHSAS OIHCH
JOKYMEHTOB JIeJIa.

BHyTpeHHIOI0 OomHCh HEOOXOAMMO TaKK€ COCTaBJIATH B JieJaX MOCTOSHHOTO U
BpemMeHHOro (cBobime 10 set) XpaHeHHs, CHOPMUPOBAHHBIX IO PA3HOBHUIHOCTSIM
JOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE pPAaCKpbIBAIOT KOHKPETHOE COJEpIKaHUE
JOKyMEHTOB.

BHyTpeHHsIs1 OIUCh COCTaBIISIETCA Ha OT/IEIBHOM JIMCTE [0 YCTaHOBJIEHHOH (hopme,
KOTOpasi COIEPKUT CBEIACHHU O MOPSAIKOBBIX HOMEpax JOKYMEHTOB J€ja, UX UHACKCAX,
JaTax, 3arojIOBKax M HOMeEpax JIMCTOB [Ie€]la, Ha KOTOPBIX PACIOJIOKEH KaXKIbIU
JNOKYMEHT.

K BHyTpeHHEN ONHCH [I€J1a COCTAaBJISAETCS WTOroBas 3alUCh, B KOTOPOU
yKa3bpIBaeTCs UU(paMu U MPOMUCHIO KOJUYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB U
KOJIMYECTBO JIMCTOB BHYTPEHHEN OIKCH.

BHyTpeHHss ONKCH MOANMCHIBAETCS €€ COCTABUTENIEM C YKA3aHUEM JOJDKHOCTH,
MOAMNKCH, PaCIIU(POBKU MOANKUCH U HYMEPYETCS B JI€TI€ OTAEIBHO.

10.XpaHeHre U YHUYTOKEHHE JOKYMEHTOB.

JlokymMeHTBl (Zief1a) ¢ MOMEHTa co3faHus (MoJdydeHus) wid (OpMHPOBAHUA
XPaHSTCS B OpraHU3alliy JI0 Nepeadyd apXuBHOMY YUPEKICHHIO.

PykoBoautens OV U crienraibHO Ha3HAYEHHOE JIUIIO (JIUila) 00s13aHbl 00€CTIEYUTh
XpaHEHHE TOKyMEHTOB H JIeTl.

Jlena AOMKHBI XPAaHUTHCS B BEPTUKAIBHOM TMOJOKEHUU B IIKadax, KOTOPHIE
3akpbIBatoTcs. Ha kopermikax o0J0KeK Jes yKa3bIBaloTCsl HoMepa Jied.

Brimaua genm BO BpeMeHHOE Mojb30BaHue padoTHuKkam OV ocymiecTBiseTcs ¢
YCTHOTO Pa3pelIeHUs €ro PYKOBOJIUTENS, a APYTUM YUPEKICHHUSIM - C €r0 MTUCbMEHHOTO
paspemieHus. Ha BbIZaHHOE €TI0 COCTaBISETCS KapToyka - 3aMEHHTENh. B kapTouke
YKa3bIBAIOTCS HOMEp Jlelia, 3aroJIOBOK Jiefia, JAaTa €ro BhIAAauH, JHUI0, KOTOPOMY JEIO
BBIJIAHO, JaTa €ro BO3BpaTa, MOJIUCH JIUII, KOTOPhIE BELIAIN U TIPUHSIIH JIETIO.

[TpenocraBienue A BO BpeMEHHOE MOJIh30BaHUE OCYIIECTBISIETCS He OoJiee ueM
Ha OJIMH MECHIII.

N3bsiTHEe TOKYMEHTOB U3 Jieja MOCTOSTHHOTO XpaHeHus 3anpemnaercs. B
UCKITFOUNTEIBHBIX CIydasx U3bATHE JOKYMEHTOB JIOMYCKASTCS C Pa3pEIICHHS
pykoBoautenss OY ¢ o0s3aTeIbHBIM OCTaBICHUEM B JICJIC 3aBEPCHHBIX JTOKHBIM
00pa3oM KOMUH.



[Tocne okoHUaHUs CpOKa XpaHCHHA TOKYMCHTOB, KOTOPBIC HC ITOAJICIKAT IICPCAavc
APXHUBHBIM YUYPCKIACHHUAM, JOKYMCHTBI CIIMCBIBAIOTCS komuccuet OV 1o IIPOBCACHUTIO
OKCIICPTHU3bl HOCHHOCTH JOKYMCHTOB, KOTOPYIO HA3HAYACT PYKOBOAUTCIIb OY. Ha
CIIMCAHHYIO JOKYMCHTAIIUIO OKCIICPTHAA KOMHUCCHUA COCTABJIICT COOTBCTCTBYIOHII/Iﬁ aKT.

Crmcannast AOKYMCHTAIUs YHUYTOXKACTCH.



[MpunoxeHve 1

[Ipunoxenue 1

K ITOJIOKCHHIO O BEACHUU

Jenonpoun3BojictBa B OY

IIpumepHas popma KypHaJa yyera neyare U IITAMIIOB

oy
u Pe3yabTarhl
HanmeHnoBanue AUMCHOBAHUE eKeroTHoOM N 5 OT1THCK meyaTeii
nojapasaejieHust TMETKa 0
ne4yaTu OTTHCK P " | Moamucs , MPOBEPKH (mrammos)
0JI’KHOCTh HUYTOKEHUU
Nen/n| (mramma) , MHHOHMA | TeYATH A yaocToBepsomas | HaJu4uus y " | nns IIpumeuyanue
noJjyyareiass u . HOMep aKTa H
TOp 3akKa3a, JaTa mramMmna) noJjiydyeHue , gara |nmedyatren M YHUYTOXKEHUA ,
bamuins aara
MOCTYIICHHUS e mrammos,, AaTa BO3BparTa
JAaTa MPOBEePKU
1 2 3 4 5 6 7 8 9

IIpumepHas ¢popma KHuru/ ;xypHaJia perucTpaumu NpuKa3on

OY. Ilo ocHOBHOM 1eATEJLHOCTH

Hara Cpok OtMmeTKa 00 HCTIOTHEHUH
Ne Homep
Conepxanue HUcnoanurenr (MCIOJHEHUS
n/n NpHuKa3a
npukasa
1 25.08. 74-O/1 O npoBeacHUH )5(0) 30.08.2022  |Cusat ¢ konTpOas 30.08.22
2022 KOMILIEKTOBAHUS
MeJarornyeckux
KaJIpoB

IIo xaapoBbIM BOIIpocaM




Mara npuxka3a | Homep npuka3sa Bun npuka3sa ®UO coTrpyaHuKa OcHoBanue
Ne
n/n
TJ Ne 25 ot
1 14.10.22 77-K [Ipuem 0)5(0) 14.10.2022
I1o KOHTHMHIeHTY 00yYAKOIINXCSH
Ne
Jara npukasa Homep Bunx npukasa ®U odyuaromerocst OcHoBaHHE
n/n npuKa3sa
28.09.2022 3aspnenue
1 35-Y 3auuncienue oU ponuTenei oT
27.09.2022 Ne 46




[Ipunoxenue 2
HOJIOKEHUIO O BEICHUU
nenonpoussoacTtea B OY

IIpumepnas popma Kuuru/ :xypHaJsia perucrpauuu pacnopszkenunid OY.

OTMeTKa 00

Ne n/m Hata Homep Conep:xanue Kto nognucan Cpox uemoamenus
pacnopsizKeHUs1 | pacOpsKeHus! HUCIOJTHEHUH
®-HO. O moe3e yyarmxcst Crr ¢
20.10.22 37-P Ha FKCKYPCHIO 22.10.22 KOHTPOJIS
22.10.22

IIpumepHas ¢popma KHuru/ ;kypHaJia perucTpauuu nNpoTroKkoja0B

oY.




Ne i/t

Ne nporokosa

Jlara ero
perucrpanuu

IToBecTka nuA

nenonpousBojictea B OY

[Tpunoxenue 3

ITOJIOKCHUIO O BCACHUU

IIpumepHas popMa perucTpalHOHHOIO KYPHAJIA BXOAAIINX J0KYyMeHTOB OY

Jara nocrynienus Pe3oaronus nian
JOKyMeHTa/ KOMY HANpaBJIeH
Ne n/n yme Mata u Homep Kpatkoe coep:kaHue y Hanp OTMeTKa 06
BXO/ISIIIIUIA HOM
VUITHHILHOMER | noxymenra, AOKYyMEHT HCIIOJHEHHH
NMPUCBOECHHBbII Koppecnonaent (moanuce,
aBTOPOM YAOCTOBEPSIOLIAs
NoJIy4YeHHe)
1 2 3 4 5 6 7

IIpumepHas popMa perucTpauMOHHOIO KYyPHAJIA UCXOAALUUX JOKYMEHTOB QY

n/n

HHBIH
HOMep
IMOKyMeHTa

JlaTa
IOKyMEHTa

Perucrpauuo

Aapecart

Jlata um HoMmep
ITOKYMEeHTa, Ha
KOTOPBI
aeTcs: 0TBeT

Kpartkoe
coiep:KaHue

M cnoanuTeap







[Tpunoxenue 4

IMOJI0KEHHUIO O BEACHUU
nenonpou3BojictBa B OY

HOMEHKJIATYPA JIEJ OY
Oo011eo0pasoBare/IbHOE YUpPEKICHUE
Cpok
XpaHeHus
KoanuectBo | Aexa (ToMma,
HNnaexc 3aroJ10BOK Jesa
et YacTH) IIpumeyanue

Jaesia (TomMa , yacTm)

(TomMoOB) u Ne crareii
no
Ilepeunro

1 2 3 4 5

01. PykoBoacTBO (KaHUeIsIPUA)

HopmaTtuBHBIE TIPaBOBBIE AKTHI Jlo MuHOBaHUSA
OpraHOB, OCYIIECTBIISIIOLIUX HaJ00HOCTH
ynpasieHue B chepe oOpazoBaHus, n. «O» cr.

01-01 3aBesieHo
perjiaMeHTUpYIOLIe 3, m. «Oo»
o0Opa3oBaTeNbHbIe OTHOIICHHUS . cr. 4 TII
Konun 2019

ITocrosHHO CT.
01-02 |Veras 00 28 TII ITocne 3ameHsl
5019 HOBBIM
C Jlo MuHOBaHHS
BHUJIETETILCTBO O IOCTAaHOBKE Ha
A HaJI00HOCTH, Tlepexomsmee ¢

01-03 |yuer B HaJIOroOBOM OpraHe

(VIHH) cr. 24 TII |2012
2019
ITocrosHHO CT.

01-04 CBgle;TIgIJIiCTBo O BHECEHUHU 3aIHCH o4 TII I;Ig;ie;xonﬂmee c
B 2019
JloKkyMeHTBl (JOTOBOp, KOHTpPAKT,

Jo nuxBmpanmy
CBHUETEIBCTBA) Ha IIPaBO
01-05 |omepaTHUBHOIO YIIpaBICHU opramusauin | Hepexomsmee ¢
Y cr. 93 TII [201Z2
UMYIIIECTBOM, Ha TMpPaBO 2019

MOJIb30BaHHA 3CMCJIIbHBIM Y4YaCTKOM




ITociae

MIPEKpAICHUS
5 ner cr. JeficTBUS
01-06 |JluneH3un M TPWIOKCHUS K HUM 55 TII JULEH3UH
2019 [Tepexonsmee ¢
2018
01-07 |CBHaETENBCTBO O TrOCYAapCTBEHHOMU Ho [Tepexonsimee ¢
aKKpEIUTAINN mukBupamuun | 2018
opraHu3aIyu ,
ct. 61 TII
2019
CaHuTapHO-3MUIEMUOJIOTHIYECKOE
3
3aKJIIOUeHUE Ha 00pa3oBaTENIbHYIO 5 ner, DIIK .
01-0g |/€ATENBHOCTS, or. 429 TI epexopsmiee ¢
CaHUTAPHOOIIUIEMHOJIOTMYECKOE 2019 2018
3aKJIIOUYEHUE Ha METUIIMHCKYIO
NEATENLHOCTD
IlocTosuno
01-09 ['ocynapctBennoe / 0. «6» cr.
MyHununaneHoe 3aJaHue 198 TII 2019
OTyer O BBINOJHEHUH ITocrostuHO
01-10 |TOCyIapCTBEHHOTO/MYHUIIUNIATHHOTO M. «a» CT.
3aJlaHus 211 TII 2019
IlocTtossHHO CT. -
epexo ee ¢
01-11 |[Iporpamma pa3BUTHS 193 TII 5 OIZ) OX e
2019
IlocTosunHO
01-12 [TpoTOKONBI KOJUIETHANIBHBIX o. «B» CT.
OpraHoB 18 TII 2019
IlocTosuHO
01-13 [TpoToKONBI COBEMIAHUN TIPH o. «» CT.
JHpeKTOpe 18 TII 2019
IlocTosunHO
01-14 [Ipotokonsr o0mmMx coOpaHuit I. «K» CT.

PabOTHHUKOB

18 TII 2019




IIpukasel MO0 OCHOBHOWU

ITocTostHHO

01-15 I. «a» CT.
JESTEIIbHOCTH 19 TII 2019
Knura/xypHan perucrpauuu [TocrosiHHO

01-16 |OpHKa30B IO OCHOBHOU . «a» CT.
NEITEILHOCTHU 182 TII 2019

ITocrosaHO

01-17 IIpukasel 10 KOHTHUHIECHTY 0. «» CT.
o0yyJaronmxcs 19 TII 2019
Knura/xypHan perucrpauuu [TocTosiHHO

01-18 |OpHUKA30B II0 KOHTHMHICHTY om. «a» CT.
o0yyJaronmxcs 182 TIT 2019
[Tpukasbl/ pacnopsiKeHHs 110 5 ner

01-19 |aAMUHUCTPATHUBHO-XO03I1CTBEHHBIM m. «O» cT.

BOIIpOCaM 19 TIT 2019

01-20 | Knura/ KYPHAJl PETUCTpAIHH S JIET
IIPUKA30B/ pacoOpsHKEHUI 110 M. «B» CT.
aIMUHUCTPATUBHO —X035ICTBEHHON 182 TII 2019
JeATETbHOCTH

[TocrossHHO

01-21 JlokanpHble HOPMATHUBHBIE AKTHI TIO cr. 8 TII
OCHOBHBIM BOIIpOCaM 2019
JIokyMeHTBI O TpoBepKax (aKThl, 10 ner cr.

01-22 |cmpaBKH, IIEpENNCKA) OpraHamMu 141 TII
TOCKOHTpOIA (HaAa30pa) 2019

ITocTostHHO CT. -
OCJie 3aMEHbI

01-23 |UHCTpYyKIHMsI MO IETIONPOU3BOICTBY 28 TI

HOBBIMU
2019
[TocTostHHO cT .| CTpYKTYypHBIX
01-24 |HomeHnknarypa nmen 157 TII TOJpa3/IeNIeHHH
2019 — 3 roaa
5 jer OIIK
01-25 OOpammennsi TpakJaaH M Tepenucka or. 154 TII

o ux pacCMOTPCHUIO

2019




Kypnan peructpanuu 0O0paimieHui

5 ner

01-26 I. «&» CT.
rpaXkIax
PAAA 182 TII 2019
Jo nuxBupanuy
K . OpraHu3aIu
01-27 ypHaJI ydeTa BblJauM Medared u or. 163 TII
[ITAMIIOB 5019
[Ipu
OTCYTCTBUU
KHHUT,
A . 3 roma CT.
K 0XKe edare KYyPHAJIOB,
01-28 IHTZEHZII:HW HUS [edareil u lea TI YpPHAJIOB
5019 OTTHUCKOB U
CIJIEIIKOB — 10
JIMKBUAALTUHA
OpraHu3aIHuH
5 ner
01-29 KypHan peructpanuu BXOISLINX . «T» CT.
FIOKYMEHTOB 182 TII 2019
5 ner
01-30 KypHan peructpanuu HUCXOISIINX 0.« CT.
FIOKYMEHTOB 182 TII 2019
. IlocTtossHHO CT.
01-31 [TyOnuunblii noknam o pabote 509 TII
[IKOJIBI 5019
01-32 [Ortyer 0 camMo0OCIEIOBAHUUA ITocTosiHHO
ct. 209 TII
2019
IlocTostHHO
M. «a» CT.
01-33 [lomoBoii TutaH pPabOTHI IIKOJIBI 198
TIT 2019
Jlo MuHOBaHHUS
OrnepaTUBHbBIE TUIAHBI 6
01-34 | (kBapTaJbHBIE, MeECAYHBIE) DPaOOTHI HAAOOHOCTH €T -
P ' p 201 TII
[IIKOJIBI 2019
01-35 |<...>




02. OoOpa3oBaTeibHasi JAeATEJNbHOCTD

OO6pazoBarenbHble MPOrpamMMbl

Jlo 3ameHBbl

[Tepexonsimee ¢

02-01 |WIKOJBI TIO YPOBHSIM OOIIETO HOBBIMH CT.
00pa3zoBaHus 271 TIMII 2017 roma
Jlo 3ameHBbl
02-02 JononuuTtenbHble 00pa3oBaTEIbHBIC HOBEIMI CT. [Tepexonsmee ¢
HpOrpaMMBbI 571 TIMII 2020 ronma
[IpoTokomnsl 3acenanuit ITocTostHHO
02-03 |Meaaroruueckoro coBeTra U M. «I» CT.
JIOKYMEHTbl K HUM 18 TII 2019
02_p4 |KHHIA ydera mpOTOKOIOB 10 et cr.
Te/IarOruueckoro CoBeTa 335 IIMII
JIOKyMEeHTBl 1O aHanu3zy Hu I
02-05 |KOHTpOJIO 00pa3oBaTEIbHON OCTOAHHO,
JCIATCIbHOCTH cr. 316 IMII
[IpoTtokonsl 3acegaHuii COBETa
poauTeneld  (POIUTEITBCKOTO -
02-06 |KOMHUTETa) M JIOKyMEHTHI OCTOAHHO,
cr. 324 TIMII
(cripaBKHM, JOKJIAAbI,
uHpopMaluu) K HUM
ITocTostHO,
€CIM IIKOJia
IIpoTokomnel 3acenaHui 3 roma crT.
02-07 . claer
DK3aMEHAIMOHHBIX KOMUCCUU 326 I1IMII
JOKYMEHTBHI Ha
rocxpaHue
Wudopmanusi, cBeaeHus o pabote 3 roma cT.
02-08 TPyIIl TPOMJIEHHOIO IHS 312 IIMII
Kuura ydera BblgauM Mejaseit 50 jer cr.
02-09 [IMIT
yYaluMcesl KO 319
KHura yuera OJaHKOB W BbLIaYH 50 mer cr.
02-10
aTTeCTaToB (pEruCTpaldu 322 IIMII
BBIJIJAHHBIX JOKYMEHTOB 00
o0pa3oBaHuM )
02-11 |KHHMTa ydera BBUIAYH IOXBATBHEIX 50 ner cr.
320 IIMII

JIUCTOB M TIIOXBAJBbHBIX TI'paMOT




JIoKyMeHTBI (IIJIaHBI, JOKJIaJHbBIC

ITocTosiHHO,
€CaUd IIKOJIa

02-12 ) 3 roma crT. .
- epe craet
3allUCKU, TIepenucKa) o 321 [IMII i
NPOBEICHUN OTKPBITBIX YPOKOB JOKYMEHTBI Ha
TOCXpaHHe
[TpOTOKOJIBI POAMTETBCKUX
02-13 cOOpaHuil M JOKYMEHTHl K HHUM 5 Jer cr.
(CripaBKU, JIOKJIQJIbI, 324 TIMII
uHpOpMaLnn )
0p_14 |OTHeTEL O pabore cosera 3 roxa cr.
poauTenen 325 TIMII
AndaBuTHas KHUTa 3alucu 50 uer cr.
02-15 00yJaromuxcs 329 IIMII
ITocne
OKOHYAaHUHU
02-16 |JIuuynHble mena OOydYAIOIIHUXCS 3 roma ct. MIKOJIBI U TIPU
8 YA 330 IIMII
BEIOBITHH B
APYTYIO LIKOIY
1 rox cr.
02-17 | Dk3aMeHAIMOHHBbIC OWJICTHI 503 TIMII
02-18 OK3aMeHAIMOHHbIE PabOTHI 1 rox cr. [Tocne cnaum
00y4aromuxcs 506 IIMII JK3aMEHOB
N3bsaTeie 13
B snextponHO# KJIaCCHBIX
KiaccHble xypHanbl Qopwe Ha jmcke )CI;};pI:{arigB
02-19 © 0P ~ 5 ner .
(2TIEKTPOHHBIE) BEJOMOCTH
cr. yCOeBaeMOCTH —
331 HIMI He MeHee 25 Jer
XKypHan ydera mpomyIieHHBIX U S JIeT CT.
02-20 [IMII
3aMEIICHHBIX YPOKOB 337
XKypuan 3austuii 1o S JIET CT.
02-21
JIOTIONHUTENBLHOMY 00pa30BaHUIO 493 IIMII
5 J5er CT.
02-22 |XKypHan rpynmsl NPOJUIEHHOTO JIHS 333 TIMII

02-23

<.o00>




03. BocnuratreanbHasi AeATEJILHOCTH

[Inanel BOCTIMTATENBHBIX 3 roma CT.
03-01 |MeponpusTHid W JOKYMEHTBI K HHM 194 TII
2019
Ilepenucka mo Bompocam
3 roma CT.
03-02 |mpodopueHTanuu, TPYIOBOTO
345 TIMII
00y4eHUsT U BOCHUTAHUS
[lepenucka ¢ opraHaMu CHCTEMBI 5 ner, OIIK
03-03 |mpodunakTukun u O€3HAI30PHOCTH cr. 70 TII
HECOBEPILICHHOJIETHUX 2019
ITocTosHO,
€CJIM IIKOJIa
03-04 JlokyMeHTbl 00 oOpraHu3anuu u 10 ner cr. craer
pabote narepei 478 TIMII
JOKYMEHTBHI Ha
rocxXpaHue
JIOKyMEHTBI O TPOBEICHUU
OJIUMITHAJ, BUKTOPHH IO YYEeOHBIM
Jlo MuHOBaHMS
mpeaMeTaM, CMOTPOB, KOHKYPCOB
03-05 |P ’ OB/ P HaZo00HOCTH CT.
XYJIOKECTBEHHOTO, TEXHUYECKOTO
Y ’ 383 IIMII
U JIPyTUX BHJIOB TBOPYECTBA
IIKOJIbHUKOB
JIOKyMEHTBI O BBICTaBKaX JETCKOTO Jlo MuHOBaHUS
03-06 |XYIOXECTBEHHOTO W TEXHUYECKOTO HaJqO0OHOCTH CT.
TBOpYECTBA 384 TIMII
ITocTostHO,
Ortuetsl, uHpOpManuu o padote 10 ser ot €CIM IIKOJIa
03-07 |0OUIECTBEHHBIX YYEHHYECKHX " |cnaer
N 388 TIMII
OpraHu3aIui JOKYMEHTHI Ha
rocxpaHue
03-08 |<...>
04. Meroanyeckasi IeATEJIbHOCTD
IlocTosiHO,
ITonoxxenn METOJIMISCKOM
04-01 OJIOXKEHHUE O METOIAMYECKO 0. «@» CT.
COBETE
34 TII 2019
[Tonoxxenus 06 IlocrostHHO,
04-02 |yueOHOMETOIUIECKIX o. «a» CT.

00beAMHEHUAX , pabouMX TrpyIax

34 TII 2019




[IpoTokomnsl 3acemanuit

ITocTosuno,
04-03 METOJMYECKOr0 COBETa M
JNOKYMEHTBI (CHOpaBKHA, ITOKIAJIbI, o. «I» CT.
vHpOpPMALK) K HHUM 18 TII 2019
. 5 mer, OIIK
04-04 I'omoBoii maH paboThI ot 200
€TOJIMYECKOr0 COBETA
METOANY r BET TI 2019
ITo
A i 5 ser, MK OIepPaTHBHBIM
anu3 pes aTOB METOJIUYECKO
0a—p5 |AHAI3 PE3YIHTATOB METOIHY )71 or. 46 TII ™
paboter OY 2019 BOIIpOCaM
1 Jer
04-06 |<...>

05. KapgpoBoe oOecneueHue

IlocTostHHO CT.

IIpucnannsie
JUISL CBEACHUS —

05-01 | KonieKTUBHBIN JOTOBOP 386 TII |10 MHHOBaHHSA
2019 HaJ00HOCTH
ITocne
JIOKyMEHTBI O MpOBEpKax 3 roma CT. |HCTEUEHHUS CpOKa
05-02 |pBbImoNHEHUST YCIIOBHI 389 TII IeNCTBUS
KOJJIEKTUBHOI'O J0OroBOpa 2019 KOJIJIEKTUBHOT O
JI0TOBOpa
IlocTtosiHHO CT.
05-03 IIpaBuna BHYTPEHHETO TPYAOBOTO 394 TII
pacnopsiaka 5019
ITocTostHHO
05-04 [lItaTHOE pacmucaHue W HU3MEHEHUS cr.40 TII
K HeMy 2019
[lItaTHBIE paccTaHOBKU 50/75 nmer
05-05 | (IITaTHOCIIMCOYHEIM COCTaB ct. 42 TII
pabOTHUKOB) 2019
50/75 ner
05-06 JIOMKHOCTHBIE WHCTPYKIUU or. 443 TII

paboOTHUKOB

2019




[Ipuka3pl MO JAMYHOMY COCTaBY
(mpuiemM, TmepeMenieHue,
COBMEUIEHUE, TIEPEBO/I,

YBOJILHEHHE, AaTTECTALHs, 50/75
05-07 |ACTOIHHUTENLHOE ner: SIIK
npodeccuonanpsHoe 00pa3zoBaHUE, o. «a» CT.
u3MeHeHne (GaMHUINK, TOOLIPEHUs, 434 TII 2019
HarpaxJeHus, OTIYyCKa IO YXOIy
3a peOeHKOM, OTIycka 0e3
COXpaHEHUs 3apabOTHOM IJIaThl)
06 otmyckax,
[Ipukaspl Opranuzanuu 1O JUYHOMY|
COCTaBy (€¥EeroJaHble KOMaHAMpOBKax
pabOTHUKOB C
OIUIAYMBAaEMbIE€ OTIyCKa, OTIIyCKa 5 ner
BPEIHBIMH U
B CBsI3U C OOyYeHHEM, m. «O»—«r»
05-08 (nnn)
JIeKYpPCTBAX, HE CBS3AHHBIX C cr. 434 TII
. . OTaCHBIMH
OCHOBHOI (mpouiIbHOIM ) 2019
YCJIOBUSIMU
eATEIbHOCTBIO, O KOMAaHJAMPOBKaX
A , AXp Tpyna —50/75
U CIyXeOHBIX IPOBEpKax
Jer
3 rojxa
[Ipyka3pl MO JMYHOMY COCTaB
05-09 p Y M M. «I» CT.
(IMCHUIIIMHAPHBIE B3BICKAHUSA )
434 TII 2019
O exerogHo
OIJIAYUBAEMBIX
OTIIyCKax,
OTIyCKax B
50/75 ner |cBsA3M C
05-10 Knura/xypHan perucrpauuu OIIK oOyudeHueMm,
MPUKA30B MO JUYHOMY COCTaBY) n. «O» CT. |aexypcTBax,
182 TII 2019 |He CBsA3aHHBIX C
OCHOBHOU
(npounbHOIN)
JESTETFHOCTHIO
— 5 Jer
Kypnan ydera JIUYHBIX A€l 50/75 ner
05-11 PaOOTHUKOB JIMYHBIX [I€1, JUIHBIX OIIK
KapTO4eK, TPYAOBBIX JOTOBOPOB m. «b» cT.
(city>)keOHBIX KOHTPAKTOB) 463 TII 2019




50/75 ner

OIIK cr. [Tepexonsmee ¢
05-12 |JIuuHble neina pabOOTHHUKOB 445 TII 2021 roma
2019
50/75 ner
TpynoBble JTIOTOBOPBI, CIYy>KEOHBIE SHK* o .
05-13 |KOHTpaKThl, COINALICHUA 00 HX
435 TII
U3MEHEHUHU, PACTOPKCHUH
2019
3 roma CT.
05-14 YBenomieHus, NPeaynpeKICHUs, 436 TII
pabOTHUKOB (aM) paboTojaTeremM
2019
50/75 ner
05-15 JlnuHble KapTOYKHM PabOTHUKOB OIIK cr. [lepexomsmee ¢
(b. T-2) 444 TII 202 roxa
2019
[TognuHHBIE JTUYHBIE AOKYMEHTBI Ho HesoctpeboBanH
05-16 | (TpynoBasg KHHMXKKa, JIUILIOMBI, BoCcTpeOOBanust . |bie — 50/75
aTTeCcTaThl, YAOCTOBEPEHHMS, cr. 449 TII |nmer*
CBUJIETENLCTBA) 2019
50/75 ner
05-17 Knaura ydera IBHXKEHHSI TPYAOBBIX Im. «B» CT.
KHIDKEK M BKJIAABIIIEH B HHUX 463 «B» TII
2019
Ilocne
HCTEYEHUsI CPOKa
JIENCTBUSA
3 roma cr. corjacus WJIH
05-18 Cornacust Ha 00paboOTKyY 441 TII €ro OT3bIBA,
MIEPCOHAIIBHBIX JTAHHBIX eClIi HHOE He
2019 MIPEAYCMOTPEHO
benepabHBIM
3aKOHOM,
JIOTOBOPOM
JloxymMeHTBl 00 OCBOOOXXIEHHH OT
yIIaThl HAJOTOB, TIPEIOCTaBICHUU 5 et cT.
05-19 |mBprotr, OTCPOYEK YIIATHI HIH 304 TII
OTKa3e B HEHW IO HAaJloram, 2019

coopam




IIpoTokonel 3acenanuii,

10 ner OIIK
[IOCTAHOBIIEHHUS U JpPYTHeE
05-20 Py cr. 485 TII
JIOKYMEHTBI aTTECTAIIHOHHBIX
KOMHUCCHH 2019
OKYMEHTBHI II0 aTTECTAILUH,
Hoxy b H 5 Jer crT.
OIpeaelIeHUI0 MPpodeCCUOHAIBHEBIX U
05-21 | 2P P 484 TII
JUYHOCTHBIX Ka4eCTB PaOOTHUKOB
2019
JIOKyMEHTBI O TPOXOXKJICHUU
HE3aBUCHUMOM OLIEHKH
¢dbukaruu pabOTHUKOB HJIN > Jier et
KBaJIu
05-22 488 TII
JUI, TPETCHIYIOMUX Ha 2019
OCYIIECTBIICHUE OIPeIeICHHOTO
BUJA TPYJIOBOW JESATCIHHOCTH
1 rog cr.
05-23 |T'padukn mpOBEACHHS ATTECTAIMU 490 TII
2019
JIOKyMEHTBl O NEPENOArOTOBKE M 5 ner OIIK
05-24 |TNOBBIICHAHM KBaIM(DHUKAIMK U cr. 491 TII
IIEPENOArOTOBKE PabOTHUKOB 2019
[lepericka 1Mo arTecTaryu, 3 roma cr.
05-25 |OepenoAroToBKE W MOBBIIICHUH 499 TII
KB (UKau paboOTHUKOB 2019
[l1an TOBBIMIEHUS KBaTH(DUKAIMN 5 JeT CT.
05-26 482 TII
MEeJarorndeckux paboTHUKOB
2019
JIOKyMEHTBI O TMPEACTABICHUU K
HarpakJIeHuo pabOTHUKOB 5 5er cr.
05-27 | (mpeacraBieHusi, XoJaTaiicTBa, 500 TII
XapaKTePUCTHKN, BBITUCKHA W3 2019
pemeHuii u ap. )
3 roma CT.
05-28 |I'padux oTmyckoB 453 TII
2019
50/75 ner
05-29 TapudukaoHHbIE CITUCKA or. 400 TII

(BemomocTH) pPabOTHUKOB

2019




OTtueTrsl pabOTHHUKOB O

5 ner OIIK

05-30 cr. 452 TII
KOMaHJIUPOBKAX 5019
JIOKYMEHTBI BEIEHUI0 BOMHCKOIO

6 5 JIeT CT.

05-31 ydyera U OpPOHHUPOBAHMIO T'PAKIAH, 157 TH

npeObIBAIONIMX B 3amace (IUIaHbl,
2019
OTYETHI)
JIOKyMEHTBI BEIEHUI0 BOMHCKOIO
5 JeT CT.

05-32 ydyeta U OpOHUPOBAHMIO TpaxkJaH, 458 TI [lociie CHSITHSL C
npeObIBAIONIMX B 3ariace 2019 yuera
(KapTO4Ku, JIMCTKH, IIOBECTKH)

Kypnan (kHUra) npoBEpOK
S5 JIeT CT.
COCTOSIHMSI BOMHCKOIO ydeTa Hu

05-33 6 459 TII
POHUPOBAHUS TPAXKAaH,

2019
npeObIBAIOIIMX B 3arace
5 Jer

05-34 KypHan yyera auu, MOOIIEKAIIUX . «@» CT.
BOMHCKOMY Yy4eTy 463 TII 2019
3adBKM O MOTPEOHOCTU B 1 rox cr.

05-35 |IPHUBICYECHUH HHOCTPaHHBIX 377 TII
PabOTHHUKOB 2019
3asBneHus PaOOTHUKOB O Bbllaye 1 roxm cr.

05-36 |HOOKYMEHTOB, CBSI3aHHBIX C 451 TI
paboToif, M HX KOMH 2019

05-37 |<...>

06. byxrajirepckuii y4er M OTYETHOCTb

ITocTostHHO

06-01 [Tonoxxenne o0 omnate Tpylaa H m. «a» cr. |llocae 3aMeHs
PEMUPOBAHUM PAOOTHUKOB 204TIl 2019 |HOBPIMA

06-02 ITocTostHHO

l'ogoBoit turan QuHAHCOBO-

XO3SIUCTBEHHOH JesITEIbHOCTH

II. «a» CT.
247 TII 2019




OTyeThl O BBINOJHEHUU IJIAaHOB

N o ITocTostaO
(rHAHCOBO—XO03HCTBEHHOM
06-03 I. «a» CT.
JIEATETbHOCTH OpraHU3alluH .
272 TII 2019
I'onoBeie
OTyeThl O BBIIOJHEHUU IJIAHOB 5 e
T
(rHAHCOBO—XO03HCTBEHHOM 5
06-04 m. «O» cT.
JEATETbHOCTH OpraHU3alluu .
KBapranbhbie 272 TII 2019
JIokyMEeHTBI O MpOBEpKax (aKThl,
5 Jer crT.
CIIpaBKH, Iiepenucka) (puHAHCOBO-
06-05 . . 282 TII
XO3SIUCTBEHHOH JesITEIbHOCTH
2019
ITocTossHHO CT.
06-06 [['omoBasi Oyxrajrepckas OTYETHOCTb 268 TII
2019
5 Jer
06-07 [TomoBas OroKEeTHAasE OTYETHOCTH II. «a» CT.
269 TII 2019
1 5 5 Jer Hpw
OTCYTCTBUH
06-08 POMEXYTOUHBIE OYyXTraJTepCKue 0. «G» cr. y
OTYETHI TOJIOBBIX—
269 TII 2019 HOCTOSHHO
JIT TOOOBOM
5 ner cr. A A o
06-09 Ay,HI/ITopCKI/Iev3aKJ'II-OLIeHI/I$I 1o 586 TII OyXranTepcKoi
OyXraJTepckoil OTYETHOCTH 5019 OTYETHOCTH —
MMOCTOSIHHO
50/75 ner?
06-10 ['omoBble M KBapTaJbHBIE PACUETHI or. 308 TII
M0 CTPaxOBBIM B3HOCAM 5019
50/75 ner
06-11 |11 5 OIIK: cT.
- HIEBbIE cyeTa PaOOTHHUKOB
B P 296 TII
2019
JIOKyMEHTBl O TOJyYeHHH
o [Ipu
3apaboOTHON MJaTel (CBOJHBIC 6 JIET CT.
06-12 |[pacyeTHble (pacYETHO-IUIATEKHBIE ) 295 TII oTCyTCTBIHA
JIMIIEBBIX CYETOB
BEJIOMOCTH, pacYETHbIE JIUCTHI, 2019 ~ 50/75 ner

JOBEPEHHOCTH )




JIOKyMEHTBI (KOIIUM OTYETORB,
5 ner cr.
3asBJICHUS, CIIMCKH PaOOTHUKOB,
06-13 298 TII
CIPaBKH, BBIMUCKH W3
2019
MIPOTOKOJIOB, 3aKJIIOYCHUS,
Iepenucka) o BBIILIATE
IIOCOOMI, oOIIaTe JIHUCTKOB
HETPYAOCIOCOOHOCTH ,
MaTePUATBLHOW ITOMOIIH
[Ipu

OTCYTCTBUHU JIMICBBIX
CYCTOB HUJIN BeﬂOMOCTeﬁ

ClpaBKH 0 IOXOIAX H CyMMax S JI€T CT. |gauuclieHHs 3apabOTHOMN
06-14| P Y 312 T |matsl — 50/75 ser
Haora (OU3MYECKHUX JIUI
2019
VICnIOJTHUTEINIBHBIC JIUCTBI 110 S JIET CT.
06-15|ynepkanuio U3 3apabOTHOMN 299 TII  |Ilocne uCHOIHEHUS
ILIAThI 2019
[Ipu TsKENbIX, BPEIHBIX
Tat 5 JIET CT. |M OMACHBIX YCIOBHSIX
06-1¢| Ta0CMH 1 KypHAIb yyeTa 402 TH |tpyma — 50/75 ner
paboyero BpeMeHU
2019
HanoroBeie nexnapanuu 5 ner JIIK
06-17| (pacuerel) IO BCEM BHUIaAM cT. 310 TII
HAJIOTOB 2019
5 JIeT CT.
06-18 JoxymeHTsl 00 321 TI
WHBEHTApHU3aIlMH aKTHBOB 2019
JIOKyMEHTBI 06 5 ner cr. |lIpm ycnoBum mnpoBeneHus
06-19| uHBeHTapU3aM TOBApHO— 321 TII IIPOBEPKH
MaTepHANTBHBIX I[EHHOCTEH 2019
JIOKyMEHTBI O MepeoleHKe [Tocne BBIOBITHS OCHOBHBIX
OCHOBHBIX (DOHJIOB, 5 JIeT CT. |[cpelcTB W HEMaTepHAIbHBI
06-20| ompeneneHuu aMOpTU3AIMN 323 TII |X aKkTHBOB
OCHOBHBIX CpEICTB, OILEHKE 2019

CTOUMMOCTH HUMYIICCTBA




[Tocne yBonbHEHUSA
. 5 JIeT ¢T. |MaTepHallbHOOTBETCTBEHHOIO
OroBOPLI O MaTepHUaJIbHOMU
06-21 A p p 279 TII Jina
OTBETCTBEHHOCTH
2019
JIoroBopsl IpakgaHCKO—
IPaBOBOTO XapakTepa o 50/75
BBITIOJIHCHHH padoOT, OKa3aHWH JIET?
06-22|ycnyr (uU3NYECKUMH JHUIAMH, cr. 301
aKThl CHA4YU—-IIPHUEMKH TII
BBIIIOJIHEHHBIX PaboT, 2019
OKa3aHHBIX YCIYT
ITocne
5 mer OIIK
06-23 JloroBOpBI € pPOIUTEIAMU 11 TI HCTEUYEHUSI CPOKa
- CT. .
(3aKOHHBIMHU TIPENCTABUTEIIAMMU ) ACUCTBUA
2019 JIOTOBOPA
5 Jer crT.
. ITocie 3ameHBbI
06-24 |JIoKyMEHTbl YYETHOH IIOJUTHKH 267 TII
5019 HOBBIMH
[lepBruuHbIE yYEeTHBIE JOKYMEHTBHI U
CBSI3aHHBIE C HUMH
OIpaBJaTelbHbIE JTOKYMEHTEI Ipu ycnosun
(KaccoBble JTOKYMEHThI W KHUTH, HPOBEACHUS
0aHKOBCKHE JOKYMEHTBI, KOPEIIKH TIpOBCPKH;  IIpH
JNIEHEKHBIX YEKOBBIX KHIKEK, 5 5er cT. BOSHHKHOBCHHH
CIIOPOB
06-25 |opaepa, Tabenu, H3BEHICHUS 277 TII POB, .
a3HOTJIaCUM
0aHKOB M TEPEBOJHBIC 2019 P
COXpaHAIOTCA 10
TpeOOBaHUSI, aKTBl O TpUeMe, p a
MIPUHATHS
cladye W CIHUCAaHUM HMMYIIECTBA W
perieHus: 1o
MaTepuaioB, KBUTAHIIUH,
neny
HaKJIaJHble, AaBaHCOBLIE OTYETHI,
[EpEnncKa)
Ilepedyens JMI, WMEKOIMX IPaBO 5 jer cr.
06-26 |MOANUCH IEPBUYHBIX YYETHBIX 280 TII Hocne samenbi
JIOKYMEHTOB 2019 HOBBIMH
5 nmer crT. ITocne
OKYMEHTBHI O B3aMMHBIX pacyeTrax
06-27 |HOKY p 264 TII  |mpoBeneHus
U Tepepacuerax 2019 B3auMopacuera




5 ner

06-28 |Kuura ydera HOBEpEHHOCTEH . «I» CT.
292 TII 2019
5 JeT CT.
06-29 |Cuera-daxTypsl 317 TII
2019
Jo nukBuanuy
OpraHu3aluu
06-30 |XypHan y4yera OCHOBHBIX CpPEICTB . «a» CT.
329 TII 2019
5 Jer
06-31 XKypHan ydera MarepuanibHBIX 0. «By» Cr.
LIEHHOCTEH M WHOr0 HMMYILECTBa 429 TII 2019
[Tocne
KHura yuera mpuxomaHOpPACXOIHBIX > Jler cr. CIMCaHUs
06-32 y P p 526 TII
MaTepuaioB, 00OpyIAOBaHUS MaTepHaTbHBIX
2019 LIEHHOCTEN
06-33 | Monosxenue o 3aKyNKe TOBapoB, HocrosnHo
pabot, ycuyr cr. 217 TI
2019
3 roma cCT.
06-34 |Ilnan-rpaduk 3aKymok 218 TII
2019
3 roma crT.
06-35 | IokyMeHTBI MO 3aKyIKam 219-223
TII 2019
5 ner OIIK Hocne
UCTEUCHUS CPOKa
06-36 | MyHUIIMTIAIbHBIE KOHTPAKTHI cr. 224 TII .
necTBus
2013 KOHTpaKTa
3 roma cr.
06-37 [Tepenucka Mo OCYIIECTBICHUIO 229 TII
3aKyNOK JUIs HYXJ OpraHu3aliu
2019
3 roma CT.
06-38 XKypHan perucrpanuu 3asBOK Ha 597 T

y4aCTuC B 3aKyIIKax

2019




HepGHI/ICKa o BOIIpOCaM OKa3aHUs

5 xer DIIK

06-39 cr. 290 TII
IJIATHBIX YCIIyT 5019
OKyMe 0 TIOCTaBKeE
JIoKkyMeHTBI O IOCTaB 3 roma cr.
MaTepualgoB (CbIpbA) ,
06-40 N 511 TII
000pyAOBaHUA U JApPYrou
MPOIYKIIMH 2019
[IpuemMo-craToyHble aKThl,
15 nmer cr.
06-41 COCTaBJICHHBIC IPU CMEHE 1o TO
JIOJDKHOCTHBIX, OTBETCTBEHHBIX, 2019
MaTepHaIbHO—OTBETCTBEHHBIX JIHII
06-42 |[<...>
07. bunoaumoreka
IloctosHHO
07-01 |IlonoxeHue o OuOIMOTEKE II. «a» CT.
33 TII 2019
- . IlocTtosinao cCT.
07-02 HBEHTApHas KHUTa, aja()aBUTHBINA 330 TI
KaTtajor 5019
o
JloKkyMeHTBI yd4eTa MaTepuaoB JIUKBUTALIUNA
07-03 | cnpaBOYHO-MHPOPMAITUOHHOTO o6ubanoTeKU
GoHma, OMOIMOTEKH cr. 366 TII
2019
5 mer cT. ITocne
07-04 AKTBI CHHUCaHHUS KHUT 1:1 365 TII crenyromeii
NEePUOIUYECKUX HW3IaHUU 5019 NpOBepKH
JIOKyMEHTBI O TOATOTOBKE M 5 ner JIIK
07-05 |TpOBEIEHUH BBICTABOK, SIPMApOK, cr. 368 TII
IIPE3EHTALUN 2019
07-06 |[<...>
08. Apxus
IlocTosuHO
08-01 [Tonoxxenne o0 apxuBe, 00 . «@» Cr.
OKCIIEPTHONH KOMHCCHUHU 33 TII 2019




IlocTtossHHO CT.

08-02 |Y4yeTHBIE JOKyMEHTHI apXHMBa 171 TII
2019
HeyTtBepxneHHbI
[TocTosiHHO YIBCPRA
e — 10
08-03 |Omucu aen MOCTOSHHOIO XPaHCHHS Im. «a» CT.
MUHOBaHUS
172 TII 2019 HAT0GHOCTH
HeyTBep:xneHHbI
50/75 mer |’
HECOTJIAaCOBAaHHBI
08-04 |Omnmen nen Mo JUYHOMY COCTaBy n. «o» cr. e - 10
172 TII 2019
MUHOBaHUS
HaJI00HOCTH
3 roma [Mocne
Onucu aen BPEMEHHOTO (CBBIIIE
08-05 10 II. «B» CT. |yHUYTOXKECHUS
JeT) XpaHCHHUsI
) xp 172 TI 2019 |zgen
[Tocne
BO3BpAICHHS
JOKYMEHTOB .
TSl aKTOB
JIOKyMeHTBI yueTa BbIIAud €, 3 roma cr. A
BBIJIAYM JIeT BO
08-06 |1OKyMEHTOB BO BpEMEHHOE 175 TII
BpPEMEHHOE
[10JIb30BAHUE 2019
MOJIb30BAHUE
JAPyTUM
OpraHu3aIHsIM
- 5 Jer
[Tocne
BO3BpAICHHS
KYMEHTOB .
3 roma CT. HHO YMEHTO
OKYMEHTBI BBIEMKH JIEJT
08-07 | Ao Aet, 176 TII -
JIOKYMEHTOB 2019 HEBO3BpAIIICHUU
— MPOTOKOJIBI,
aKTBI
BKJIIOYAIOTCS B
neno ¢ouma -
MOCTOSIHHO
Konuu apXwBHBIX CIPaBOK,
5 ner DIIK
BBIJIJAaHHBIC IO 3alpocaM TpaxIaH,
08-08 cr. 178 TII
JOKYMEHTBI K HHUM (3asBJICHUS, 2019

3alpoChbl, CIPaBKU, IIEPEINCKA)




XKypuanel, 06a3bl JaHHBIX ydYeTa 5 Jer CT.
08-09 |BBLJAYM APXHWBHBIX CIPABOK, 177 TII
KON, BBIIUCOK M3 JIOKYMEHTOB 2019
JloroBopbl (coriameHusi) ¢
ApPXUBHBIMH YUPEIKIACHUAMH , 5 ger BMK | Hocne
UHBIMH OPraHH3alUsAMHU O HCTEUCHHS CpOKa
08-10 P u cr. 179 TI |7 P
B3aUMOJICCTBUA M COTPYAHHYCCTBE 2019 JeHCTBUS
B cdepe apXuBHOro jaeiaa JI0rOBOpa
JICITONPOU3BO/ICTBA
08-11 [<...>
09. MeauuuHcKoOe O0CIYyKMBAHUE
ITocTosiHHO?
09-01 |[ITonoxkeHne O MEIMLMHCKOM OJIOKE II. «a» CT.
33 TII 2019
5 Jjer cT.
09-02 | MenunuHCcKUEe KapThl OOYYarOIIUXCS 441 TIMII
3aKIIIOYHTETIbHBI
€ aKThI
MEIMIIMHCKUX
OCMOTpPOB
a0OTHHUKOB
1 3 roma cCrT. p !
OKYMEHTHI O MEIHUIMHCKHX BBITIOTHSFOLITHX
09-03 Y Al 635 TII
OCMOTpax paboTel ¢
2019
BPEIHBIMH ,
OIMACHBIMH
YCIOBHSIMU
tpyna — 50/75
JeT
[Tocne
JloroBop 0 ¢QuHAHCOBOM S5 JIeT CT.
UCTEUCHHS CPOKa
09-04 |obecneueHnn 00s3aTEIBLHOTO 627 TII .
JeHCTBUS
MEIULIMHCKOIO CTPaxOBaHUS 2019 noroBopa
09-05 JIOKyMEHTBI O MEIMIIHHCKOM S JeT CT.
00CITyKUBaHUK 369 IIMII
09-06 |<...>
10. IInmedJi0x
10-01 |IMonoxenue 00 oOpraHU3aIIUU [TocTosiHHO




MUTaHUS OOYYAIOIIMXCS IIKOJIBI M. «a» CT.
33 TII 2019
ITocTosaHO
10-02 [TomoxxeHne o OpakepaxHOU o. «a» cT. 33
KOMHUCCHH IIIKOJIBI TII 2019
Otuersl, wH(MOPMALUU, CIPABKH 1 roxg cr.
10-03 00 opraHuM3anUu TUTAHUS 362 IIMII
YTBEpKIACHHBIE HOPMBI IUTAHUSA J3H cr. 839
10-04 JUIS IIKOJIBHUKOB (MEHIO) [IMII
JlokyMeHTHl (cepTu(UKaThl, aKThI, S JIET CT.
10-05 |pexknamanuu, 3aKIIOYEHHS, 513 TII
CIIPaBKU) O KAayeCTBE ChIPbS 2019
5 Jer crT.
10-06 HakomnurensHass BEIOMOCTL IIO 276 TII
pacxoay TPOAYKTOB IUTAHHS 5019
AKTBl O Opakepaxy,
OpaKOBOYHBIE W3BEIICHHUS ,
10-07 | nedexTHBICE BEIOMOCTH H 3 ropa ct.
787 IIMII
MepenucKka O BBIOPAKOBKE
MPOIYKIHH
. 3 roma CT.
10-08 KypHan mocTaBKky NUILEBON 787 TII
MPOIYKIHH 5019
1 rom cr.
10-09 | KOMIUIEKTOBOYHBIE BEIOMOCTHU 512 T
2019
JIOKYMEHTBI  (pacCIOpsHKEHUS ,
5 Jer crT.
TpeOOBaHUSI, HaKIagHbIE) 00
10-10 518 TII
OTIIyCKE€ TOBAapOB CO CKJIAIOB H
OTTPY3KEe MPOAYKIUU 2019
KypHansl Opakepaka THIIEBBIX
. 1 roxg cr.
10-11 |TPOAYKTOB W KYyJWHAPHOM
PO KITHH 967 IIMII
KypHan ydera TemmepaTypHOTO
1 roxg cr.
10-12 |peXumMa B XOJIOJUIHLHOM
967 IIMII

0o00opyOBaHWN (HA MHUIIEOIOKE)




Kypnan nposeneHus

10-13 |BUTAaMHUHM3AIUU TPETbUX U CIAAKHUX| 1 rox cr.
611101 967 IIMII
0 3aMe
10-14 | TexHONOTHYECKUE KapThI A MEHRL [epexopsimue ¢
HOBBIMH
2019 rona
['urueHnveckul >KypHa 1 rox cr.
10-15
(COTpYIHUKH ) 967 IIMII
Kypnan ydera temmeparypsl u
1 roxm cr.
10-16 |BIAXHOCTH B CKJIQACKHX
ITOMEIICHHIX 967 IIMII
10-17 |<...>
11. be3omacHoCTh
5 Jner cT. ITocne
11-01 |ITacmopT 0€30maCHOCTH IIKOJIbI 594 TII aKTyaJu3aluu
2019 rnacropra
ITocne
HCTCUCHHS
5 ner cr CpOKa JEHCTBUSA
OrOBOpPHl Ha OKa3aHHE OXPaHHBIX OTOBOpA;
11-02 ilcﬂyr P p 580 TII f{ P
ocie
2019
MpeKpalieHus
00s13aTENBCTB 10
JIOTOBOPY
JIOKyMEeHTBHI (MIPOTOKOJIBI, aKTHI,
CIpaBKH, CBEOEHUSA, IOKJIAOHEIE, 5 ner JIIK
11-03 ciyeOHble 3amluiCKu, TMepernucKa) ct. 587 TII
0 paccieOBaHUU YPE3BBIYANHBIX 2019
IIPOMCIIECTBUIM NpPU OXpaHEe 3JaHUU
Kaurn perucrpanmm (ydera
o 3 roma CT.
BBIZIAUM) yJAOCTOBEPEHUH,
11-04 589 TII
MPOIYCKOB, HWICHTH(PUKAIIMOHHBIX
KapT 2019
Pa3zoBele mpomycka, KOpPEIIKH
poII CKOBpB ZJ'I )K,e6HLf) 1 rox er.
aHus |
11-05 |"POY Y © A 591 TII
Ha BBIHOC MAaTepHUaJIbHBIX
2019

HEHHOCTEN




JIoKyMeHTBI (3aBKH, MEPENUCKA)

5 1 roxg cr.
0 JOmycKe B cCIyxeOHbIe
11-06 Y Y 592 TII
NOMEIICHUSI B Hepabodee BpeMsi H
BBIXOJHBIC JTHU 2019
JIOKyMEHTBl O IOBBILICHHUU 5 ner OIIK
11-07 |aHTHTEpPPOPUCTUUECKOM cr. 595 TII
3alIUIIEHHOCTH OpTraHU3alUuH 2019
JKypHansl MHCTpyKTaxa I10 3 roma cr.
11-08 |aHTHTEPPOPUCTUUECKOM 598 TII
3alUIEHHOCTH 2019
XypHan BBOJHOIO HMHCTPYyKTaxa IIO
11-09 rpaXkJJaHCKOH 00O0poHe 3 roma
cr. 608 TII
2019
XKypHan ydera HMHCTpyKTa)ka IIO 3 roma cT.
11-10 |ZAEUCTBUSIM B YpE3BBIYANHBIX 608 TII
CUTYAIHSIX 2019
Jlo 3amMeHBI
[Tnanpl-cxemMbl 3BaKkyaluu W3
HOBBIMU
11-11 |3manust mpu Ype3BHIYANHBIX cr. 606 TII
CUTyalnusax 2019
5 ner OIIK
11-192 JokymeHTsl 00 obecrieueHun or. 611 TI
IPOTHBOIOXKAPHOTO pPEXHMa 5019
JokymeHTsl 00 obecrieueHuun 5 ner OIIK
11-13 |BHYTPHOOBEKTOBOIO M MPOIMYCKHOTO cr. 611 TII
PEKUMOB 2019
. 3 roma CT.
11-14 )KypHam,i }g{eTa WHCTPYKTAXEH 10 613 TI
MOYKapHOW 0E30MaCHOCTH 5019
IInanel gercTBUH 110 5 Jer cT.
11-15 |TpenynpexaeHuI0 W JTHKBHUIAIIUH 603 TII Tocie 3ameHbl
UPE3BLIYANHBIX CUTYaIMi 2019 HOBBIMH
[Topsimox oOydeHus nui,
OCYILECTBIISIOUINX TPYJIOBYIO WU Hocrosimo
11-16 Y PyAOBY Im. «a» CcT. 8

CIyeOHYI0 JeATeTbHOCTh, Mepam
MOoKapHOW 0€30MacHOCTH

TIT 2019




11-17

12. Oxpana Tpyaa

IIpn BpemnsIX u

. Oruer uno CIIELIMATIBLHON OIICHKE 45 ner cr. ONACHEIX
YCIOBUU TpyJda M JOKYMEHTBI K 407 TII yYCIOBHAX TpYZa
HeMy 2019 — 50/75 mer
[TocrosaHO
12-02 [Tonoxxenue o ciyx0Oe oXpaHbl I. «a» CT.
pyAa 33 TIT 2019
5 ner OIIK
12-03 [Inan pabGoThl City’)XObI OXpaHBbI or. 200 TI
Py 2019
ITocrosaHO
12-04 |MucTpyKumu 1O OXpaHe Tpyaa m. «» cT. 8
TII 2019
12-05 CoramreHse 10 oxpaHe Tpyaa H 5 ner OUK | ocne
JOKYMEHTbl K HEMY cr. 11 TII |pcreuenus
2019 CpOKa JEHCTBUSA
COIJIALICHUS
['omoBbIE CTAaTUCTUYECKHE CBEINCHUS
OV o TtpaBmaru3zMe Ha [TocrosaHO
12-06 |OpoU3BOACTBE U IoI. «a» CT.
npodecCHOHATBHBIX 3a00JI€BAHUAX 335 TII 2019
(b. 7— TpaBMaTU3M)
CesizaHHbIE C
KPYITHBIM
JIoKyMeHTBI (aKTbl, MPOTOKOJBI, 45 mer crT. MaTepUATbHBIM
12-07 |3akmroueHns1) O HECYACTHBIX 425 TII yiepooM u
clyJasix 2019 YeJIOBEYECKUMU
KEpTBaMU —
IIOCTOSIHHO
K 45 JIeT CT.
12-08 ypHaJI (KHHUrA) pPEerucTpanuu 424 TII
HECYACTHBIX CIIy4aeB 2019
KHuru ywera uHCTpyKTaxeil o 45 mer
12-09 |oxpaHe Tpylda (BBOJHOIO, Ha M. «a» CT.

paboueM MecTe, IIEIEBOTO)

423 TII 2019




Kypnan (kuura) yuera

5 ner
NpOPUIAKTHYECKUX PadOT MO
12-10 . m. «Oo» cT.
OXpaHe Tpyla, IpPOBEPKU 3HAHUUN
o oxpatie Tpya 423 TIH 2019
JIoKyMeHTBI (CIIpaBKH,
5 JIer CT.
peyIoxKeHus1, 00O0CHOBAaHUS,
12-11 409 TII
MepenucKka) O COCTOSHUM M Mepax 2019
[0 YJIYYIICHUIO OXPaHBI TpyJa
ITopsimok yuera ITocTositHHO
12-12 | MUKPOIIOBPESKICHUN (MHUKPOTPABM ) o. «a» CT. 8
pabOTHUKOB TIT 2019
[TonoxxeHue o mopsake OOyueHUs [ToctosinHO
12-14 |10 oOXpaHe Tpylda M IPOBEPKHU m. «a» cr. 8
3HaHUSA TPeOOBaHHWI OXpaHbl TpyAa TII 2019
ITocrosaHO
12-13 |IIpaBuna mo oxpaHe Tpyda m. «a» CcT. 8
TII 2019
Kypnan perucrpanuu
HHCprKTagKeI/I ydauxces o 3 roma cr.
TEeXHHKE O0e30MacHOCTH MpuU
12-14 P 613 TII
OpraHu3alil U MPOBEICHHUU 2019

OOIIECTBEHHBIX MEPOIPUSITHIL ,
noe3qok B uHble OY
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