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1. O01mue MoJI0KeHU A

Hacrosmee nonoxenue (nanee — IlonoxkeHue) mo BeleHUIO Aen0BOM AokyMeHTanuun B MBOY
[TepBomatiickas mkomaNel (mamee — oOpaszoBarenibHas OpraHu3anus) pa3padOoTaHbl B COOTBETCTBUH CO
CJIETYIOIIMMH HOPMATUBHBIMH JJOKYMEHTaAMHU:

- GenepanpHbiii 3aKk0H 0T 29.12.2012 Ne 273-®D3 «O06 o6pazoBanuu B Poccuiickoit deneparumny;

- ®epnepanbHblil 3ak0H 0T 27.07.2006 Ne 152-D3 «O nepcoHalbHBIX JaHHBIX;

- 3akoH Pecniyomuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6 obpazoBanuu B PecmyOmuke
Kpbim»;

- mnpuka3 deneparbHOrO0 areHTCTBa IO TEXHUYECKOMY pEryJIMpOBaHUI0O U METPOJIOTHUU
MuHHCTEpCTBa POMBIIUIEHHOCTH U ToproBiu Poccuiickoii @eneparun ot 08.12.2016 Ne 2004-ct «O06
YTBEPKJICHUU HAallMOHAIBHOTO cTanaapra Poccuiickoit deneparumy;

- npuka3 dDenepanbHOrO0 areHTCTBa II0 TEXHUYECKOMY pETrYIMpPOBAaHUI0O U  METPOJIOTUU
MuHucTepcTBa MPOMBIIICHHOCTH M TOproBiau Poccutickoit denepanun ot 14.05.2018 No 244-ct «O06
YTBEPKICHUM U3MEHEHHU K HAllMOHAJIBHOMY cTanaapry Poccuiickon @enepannny»;

- npukaz denepanpbHoro apxwBHOro areHTCTBa OT 20.12.2019 1. No 236 «OO0 yTBepKIeHUH
[lepeuHs THUMOBBIX YHIPaBICHYECKUX apXMBHBIX JOKYMEHTOB, 00Pa3yIOIIMXCS B MpoOIecce AEATEIIbHOCTU
rOCy/1IapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOI'O CAMOYIIPABJICHHS U OpraHU3aluii, C yKa3aHUEM CPOKOB
WX XPaHCHUS;

- npuka3 MunucrepctBa npocsemenuss CCCP ot 30.12.1980 Ne 176 «O BBeneHuun B IEHCTBUE
Ilepeunss NOOKyMEHTOB €O CpokaMu XpaHeHus MuHnucrepcrBa npocsemenuss CCCP, opraHos,
YUPEXKACHUN, OPTraHU3ALMN CUCTEMBI IIPOCBEIICHUS.

[Tonoxenune ycranaBiuBaeT oOmMe TpeOOBaHMSA K BEIACHUIO JICIOBOW JIOKYMEHTAllUU B
o0pa3oBaTeNbHOI OpraHu3aluu.

[Mpumenenne [lonoxkeHHUs] MODKHO CIIOCOOCTBOBATh (OPMUPOBAHUIO O(DHUIIUATHHO-IETOBOTO
CTHJIS JOKYMEHTOB, COKPAILIEHUIO 3aTpaT TpyJa U CPEACTB BIPOIIECCE CO3AAHMS TOKYMEHTOB.

[TonoxeHne pacnpoCTpaHSIOTCS Ha OPTaHU3AIMIO PadOThl C JOKYMEHTAMHUHE3aBUCHMO OT BHJA
HOCHUTENS, B TOM YHUCIJE JJIEKTPOHHBIMU JOKYMEHTaMH, BKJIOYas MOJArOTOBKY,00pabOTKy, XpaHEHHE U
UCIIOJIb30BaHUE IOKYMEHTOB, OCYIIECTBIISIEMBIX C PUMEHEHUEMHH(DOPMAITMOHHBIX TEXHOJIOTHIA.



OcobeHHocT pabOThl C JTOKYMEHTaMHM, COJACpXKAIIUMH KOH(PUICHIHATbHYI0 HH(POPMALUIO
(cmyxe0HYI0 U MHYIO TallHy, NE€PCOHAIbHBIE AHHBIE), PErYIUPYIOTCS CIEUUaIbHBIMU HOPMATHUBHBIMU
akTaMM  (MHCTPYKUUSIMH,  IOJIOKEHHSIMHM,  TPaBWJIaMH),  YTBEPXKIAEMBIMH  PYKOBOJUTEIIEM
o0pa30BaTeNbHOI OpraHu3aluu.

OTBETCTBEHHOCTh 32 OpPraHW3alMIi0 M COCTOSIHHE JEJONpPOM3BOACTBA B 00pa3oBaTeNbHOU
OpraHM3allK HECET PYKOBOIUTENb, KOTOPHIIA:

- Ha ocHoBaHuM [lonoxxenus pazpabaTbIBaeT U yTBepkaaeT MHCTpYKINIO IO AETONPOU3BOICTBY U
HOMEHKJIATYpy J1eJ 00pa30BaTeIbHON OpraHU3aluy;

- KOHTPOJHpYeT coOdrofeHne TpeOOBAaHUN YTBEp)KIECHHOH B 0Opa30BaTEeNbHOW OpraHU3aluu
HNHCTpyKIIMK 1O BEACHUIO EJIOBOM IOKYMEHTAIIUH;

- IPOBOJIUT MPOBEPKY COCTOSIHUSA JETONPOU3BO/ICTBA;

- o0ecrnieunBaeT METOAMYECKOE PYKOBOJACTBO, HHCTPYKTaX M KOHTPOJb 3a COOJIIOJIEHUEM
YCTaHOBJIEHHOT'O TIOPsIIKA PabOTHI C TOKyMEHTaMH;

- MHULMUPYET MOBbIIIeHNE KBaU(UKaMKu pabOTHUKOB 110 BOMPOCAaM JEIO0NPOU3BOICTBA;

- YIOCTOBEPSET MOANUCHIO U NeYaThIO0 JOKYMEHTHI.

HemocpencTBeHHO BeaeT NETOMPOU3BOJICTBO B 00pa30BaTEIbHOM OpraHU3alMK CEKpeTaph U(WiIH)
OTBETCTBEHHBIN 3a BEJCHUE JICIIONMPOMU3BOJICTBA (Jajiee — CEKpeTaphb), KOTOPbI Ha3zHAuaeTcs MPUKA30M
pyKoOBOAUTENSE 00pa30BaTeNIbHON OpraHu3aluu.

CekpeTtapb B COOTBETCTBUU C BO3JIOKEHHBIMU Ha HETO 33/1a4aMu:

- OCYIIECTBIISIET PETUCTPALIUIO U YUET JOKYMEHTOB;

- OpraHu3yeT JOKYMEHTO000pOT, popMUpOBaHUE Jell, UX XPAHEHHE;

- OCYUIECTBIJIIET TEKYIIUH KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHHEM U MPOXOXKIECHHUEM
JOKYMEHTOB 00pa30BaTeIbHON OpraHu3allu;

- obecrmeunBaeT COONIOACHUE E€IWHBIX TPEOOBaHHWM IO IMOJATOTOBKE JOKYMEHTOB H
OpraHU3aMHPAOOTH C HUMH B YCIOBUAX 3JIEKTPOHHOTO TOKYMEHTOOOOPOTA;

- 0600maet nHpopmaIuo 06 o0beMax T0KYMEHTO000pOTa;

- opranusyet (opMUpOBaHHE U XPaHEHUE TOKYMEHTALIMOHHOTO (POH/1a M €r0 UCIIOIb30BaHUE.

OOpazoBatenbHasi OpraHu3alusi BOpPaBe MPUMEHSITb B CBOCH JEATEIBHOCTH 3JIEKTPOHHBIN
JOKYMEHTOOOOPOT, KOTOPBIA NpeaycMaTpHBaeT CO3/aHUE, MOJAMUCAHKE, HMCIIOJIB30BAaHHE W XpaHEHUE
JOKYMEHTOB, CBSI3aHHBIX C JIEATEIbHOCTHIO 00pa30BaTEIbHON OpraHM3allid, B AJIIEKTPOHHOM Bujae 0e3
nyOonupoBaHus Ha OyMa)XHOM HocHTene. PemieHne o BBEAEGHUH 3JEKTPOHHOTO JIOKYMEHTO0OOpOTa U
MOPSAZIOK €r0 OCYLIECTBIICHUS YTBEPXKAAIOTCS 00pa30BaTENbHOM OpraHM3aluel MO COTJIacOBaHUIO C ee
yUpEIUTENIEM.

Bes nenoBasi JOKyMEHTaIUsi XpaHUTCS B CIELMAIbHO OOOpPYIOBAaHHBIX IMOMEIIECHUSX, IIKadax
w ceiidax ¢ codmonenneM Tpedopanuii PenepanbHoro 3akoHa Poccuiickoit @eneparuu ot 27.07.2006
No 152-®3 «O nepcoHanbHBIX JaHHBIX».

PaboTathb ¢ TOKyMEeHTaMH BHE CITyKEOHBIX TTOMEIIEHHUH 3arpernaeTcs.

2. IoKyMeHTBI 00pa30BaTeJbHOI0 YUpe:KIeHH s

PykoBonuTens oOpa3oBaTenbHOW OpraHU3alldd WM JIUIO, HCHOJHSIOUIEe €ro O0sS3aHHOCTH,
HU34acT TMpUKa3bl, HWHCTPYKIWUH, TIIpaBUJIia, IIOJIOKCHUA, OGHS&TGJ’IBHBIC 11 HUCIIOJIHEHUA BCEMHU
pabOTHHUKAMU.

Xox oOcyXIeHuss BOMPOCOB HAa 3aCENaHUAX KOJUIETHAIBHBIX OpPraHOB, COBETOB, COOpaHUSX,
COBEILLAHUAX U PEIlIeHUs, IPUHUMAaEMble Ha HUX, GUKCUPYIOTCS B TPOTOKOJIAX.

JUIsi  OCyILIECTBIICHHMsSI OIEPAaTUBHBIX CBS3€M C JAPYIMMHM OpraHU3alUsMU W TI'pakJIaHAMHU
HCIIONB3YIOTCS Takue GOpMBI, KaK TUChMa, (DaKChI, TeJIeTpaMMBbI, TeJlIe(OHOTPaMMBI.

JUnsi OCYIIECTBJICHUSI MPHEMA, YBOJBHEHUS, NEpEeMElICHUs pPaOOTHHKOB, MPEIOCTABICHUS HM
OTITYCKOB O(QOPMIISIFOTCSI TPYAOBBIE JOTOBOPHI, MPHUKA3bl MO JUYHOMY COCTaBY, 3asBJICHHS, TPYIOBbIE
KHWXXKH, IWYHBIC KapTOYKU U JP.

Y4ebHo-negarornyeckas 10KyMeHTal M.



VY4yebHass AOKYMEHTAIMsI — 3TO KOJUYECTBEHHAs M KayeCTBEHHAs XapaKTEPUCTHKH COCTOSHHS
y4eOHON, METOAMYECKON W BOCIIUTATEIILHON PaboThl 00pa30BaTEIHLHON OpTaHU3aIUH.

[lenarornyeckue paOOTHUKK TpU peajH3allid OCHOBHBIX 0O0II€00pa30BaTENbHBIX MPOrpaMM
OCYILECTBISIOT TOATOTOBKY CIEAyIoleld OOoKyMeHTanuu (mpuka3 MuUHHCTEpPCTBA MPOCBEIICHUS
Poccuiickoit ®enepanuu ot 21.07.2022 Ne 582 «OO0 yTBepkKIeHUH MEpPEeUHs JOKYMEHTALUHU, OArOTOBKA
KOTOPOl ~ OCyIIECTBISiETCSl  MEeAarorndyeckuMu  pabOTHUKaMU  MPU  peaju3alldd  OCHOBHBIX
00111€00pa30BaTEIBbHBIX IPOTPAMM»):

- pabouas mporpaMma y4eOHOTO TpeaMeTa, y4eOHOro Kypca (B TOM YHCIIE BHEYPOYHOM
JeSITEeIbHOCTH), YIeOHOTO MOIYJIS;

- )KypHaJI y4eTa yCcleBaeMOCTH;

- JKypHaJl BHEYPOYHOH MEATENbHOCTH (U1 TEJarorn4eckux pabOTHUKOB, OCYIIECTBIISIOLIMX
BHEYPOUHYIO JACSTEIbHOCTD);

- TUIaH BOCTIUTATENIbHON pabOThI (U1 MEeJarorndeckux paboTHUKOB, OCYHIECTBISIOMNX (QYHKIUN
KJIACCHOT'O PYKOBOJIUTEIIA);

- XapaKTepUCTHKa Ha o0yyarorerocs (1o 3arpocy).

[IIkonbHBIE AOKYMEHTHI JOJIKHBI O(OPMIISITBCS CBOCBPEMEHHO, 4YETKO, pa3dopumBo, 0e3
MOTYUCTOK, TOMAPOK, BBI3BIBAIOIINX COMHEHHE B PAaBHUJIBHOCTH BHECEHHBIX JTaHHBIX.

3anucH B JOKYMEHTaX JIOJKHBI MPOU3BOIUTHCS NIAPUKOBOW PYYKOW YEPHOTO IIBETA.

Omnbxa, JomyIIeHHas B TEKCTE WU HU(PPOBBIX JAHHBIX TOKYMEHTA, UCIPABISAETCS CIEAYIOIIUM
oOpazoM: ommOOYHBIC CJIOBA WM MHUQPPHI 3aYEPKUBAIOTCA TaK, 4YTOOBI MOXXHO OBLIO IPOYECTh
3a4epKHYTOE, a CBEPXY, MO0 psaoM, MO0 Ha TMONAX MUIIYTCSd YTOYHEHHbIE JAaHHbIe. Bce BHeceHHBIE
UCIPaBIIEHUsI JOJKHBI OBITH OTOBOPEHBI M 3aBEPEHBI MOAMMUCIMH JHUL, O(QOPMUBILUX JOKYMEHT. 3a
JOCTOBEPHOCTh CBEACHUH, COJAEpXKalluXcsd B JOKYMEHTaX, HaJuiexamee HX o¢pOpMIIEHHE HECYyT
OTBETCTBEHHOCTb JIOJKHOCTHBIE JIUIA, TOANKUCABLINE JOKYMEHT.

B cocraB nokymMeHTOB 00pa30BaTEIbHON OpraHU3aluy BXOIAT:

- OpraHu3allOHHbIC JOKYMEHTHI;

-yCTaB OpraHu3aluy;

- IOTOBOP C YUpEIUTENIEM;

- TIOJIOKEHUS O TMOApa3ACTICHUAX (IIPU HATUYHH);

- IPaBOYCTaHABIUBAIOIIHNE JOKYMEHTHI;

- TOJDKHOCTHBIE MHCTPYKLIUU COTPYIHUKOB,;

- KOJUIEKTHUBHBIN JOTOBOD;

- HITaTHOE PacCHHCaHUE;

- IpaBUJIa BHYTPEHHETO TPYAOBOIO paclopsika u Ap.

PacrniopsinuTenbHble JOKYMEHTBI:

- IPUKA3bI;

- pacropsKEeHHUS;

- WHCTPYKLHUH U Jp.

WHpopmManmoHHO-CIIpaBOYHbIE JOKYMEHTHI:

- IPOTOKOJIBI;

- TIJIaHBL;

- OTYETHI;

- CIIPaBKH U JIp.

Bce xHUrM M KypHajbl, KOTOpbIe BEAyTCS B 0Opa30BaTENbHBIX OpraHU3alUsaX Ha OyMa>KHBIX
HOCUTEIISIX, MOCTPAHUYHO  IPOHYMEPOBBIBAIOTCS,  MPOIIHYPOBBIBAIOTCS W MOAMKCHIBAIOTCS
pykoBoauTteneM. [loanucs pykoBoauTeNs 3aBepseTcs eYaTbio 00pa3oBaTeIbHON OpraHU3alliH.

3. IIpaBuia opopMiIeHUS TOKYMEHTOB

OcHoBHbIe TpeOoBaHusI 10 0GOPMJICHHIO JOKYMEHTOB.

JIOKyMEHTbl MOTYT cO3[aBaTbcd Ha OyMa)XHOM HOCHTEIE M B DJIEKTPOHHOH ¢opme ¢
COOJIIOJICHNEM YCTAaHOBJICHHBIX MPAaBUII OPOPMIICHHS JOKYMEHTOB.



[Ipu cozmanMM NOKyMEHTa Ha JABYX M 0Oojiee CTpaHMLAX BTOPYIO U TOCIEAYIOIIME CTPAHULIBI
HYMEpYIOT.

JlonmyckaeTcst CO3JaHHe JIOKyMEHTOB Ha JIMIEBOM M 0O0OpoTHOW cTopoHax dmucra. Ilpu
JBYCTOPOHHEM CO3JJaHMU JOKYMEHTOB IIMPHHA JIEBOTO MOJIS HA JIMLEBOW CTOPOHE JIUCTA U MPABOTO MOJIs
Ha 00OPOTHOM CTOPOHE JINCTA JOJKHBI OBITH PABHBI.

[IpennmodruTenbHBIMA TapHUTYpaMM UM pa3MepaMu WPUQTOB Ui PEKBU3UTOB JIOKYMEHTa
saBisirorest Ne 12,13,14.

ITpu coctaBiieHUM TabIUL] TOMYyCKAEeTCsl UCIOJIb30BaHUE HIPU(TOB MEHBIINX Pa3MEPOB.

AO3a1HbIi OTCTYIN TEKCTa TOKyMeHTa - 1,25 cM.

3aroJ0BKM pa3/eioB U MOApa3ZeoB NedaTaroTcs ¢ a03alHbIM OTCTYNOM WM LEHTPUPYIOTCA IO
[IUPUHE TEKCTA.

MHOrocTpoUHbIe PEKBU3UTHI IIEUATAIOTCS YEPE3 OJUH MEKCTPOUHBIN MHTEPBAJI, COCTaBHbIE YacTU
PEKBU3UTOB OTJEIISAIOTCS IOTIOJHUTEIbHBIM HHTEPBAJIOM.

TekcT noKymeHTa nevaraercsa uyepes 1-1,5 MexKCTpOoUHBIX UHTEpBAa.

WuTepBan Mexy OyKBaMu B CIIOBaxX - OOBIYHBIH.

WHTepBas MeXIy CIIOBaMH - OJMH IIPOOEI.

Texkct nOKyMeHTa BhIpaBHHBAETCS MO LIMPUHE JHCTa (10 TPaHULAM JIEBOTO U IMPABOTO MOJIEH
JIOKYMEHTA).

HopmaTuBHBIMH aKTaMu OpPraHU3alUU MOXET OBITh NPEIyCMOTPEHO BBIIEICHUE PEKBHU3UTOB
«aapecar», «3aroJloBOK K TEKCTy» WM <«IOJIINUCHhY», a TaKXKe OTIEJbHBIX (ParMEHTOB TEKCTa
MOJTYKUPHBIM HIPUPTOM.

TekcT AOKyMeHTa JOJKEH OBITh M3JI0KEH KpaTKo, I'PaMOTHO, MOHSATHO U OOBEKTUBHO, 0e3
MOBTOPEHUI U ynmoTpeOsieHus: CIIOB U 00OpPOTOB, KOTOPHIE HE HECYT CMBICIOBOW HAarpy3kw, M JOJDKEH
KacaTbCsl TOTO BOIPOCA, KOTOPbIM c(HOpMYyIMpOBaH B 3arojloBKe K TeKcTy. TeKcT JoKyMeHTa
oopmIsieTcs: B BUIE CILTOIIHOTO CBS3HOTO TEKCTa WM TAOJHIIBI, MIIM TyTEM COUYETaHUS ITHX (POPM.

TekcThl CIOXKHBIX U OOJNBIIUX MO 00BEMY JOKYMEHTOB (IOKJIAAbl, OTYETHI U T.I.) ACIATCS Ha
pas3zaensl, MOJApa3AeIibl, MyHKTHI, MOAMYHKTHI. [[yHKTBI U MOJMYHKTHI B TEKCT€ HYMEPYIOTCS apaOCKUMHU
nudpamMu ¢ TOYKOM.

IIpumep —

1.

1.1.

2.

2.1.

JIOKyMEHTBI, KaK TpaBujio, ohOPMIISIFOTCS Ha OJIaHKaX oO0pa3oBaTEIbHOW OpraHW3allud, UMEIOT
YCTaHOBJICHHBIN KOMILIEKC 00513aTeNbHBIX PEKBU3UTOB M CTAOMIIBHBIN MOPSI0K UX PACTIOIOKCHHUS.

bnaHky Kaxaoro BHJa M3rOTAaBIMBAIOTCS Ha OCHOBE YIVIOBOI'O WJIM IPOJOJIBHOTO Pa3MELICHUS
PEKBU3UTOB.

PexBU3UTHI 3arojioBka pa3MeLIAlOTCsl LEHTPUPYEMbIM (Hadalo M KOHel] KaXIOH CTPOKH
PEKBU3UTA PABHO YAAJCHBI OT IPAHUI] 30HBI PACIION0KEHUSI PEKBU3UTOB) WJIM YTJIIOBBIM (KaXk[aasi CTpOKa
PEKBU3UTA HAYMHACTCSI OT JIEBOM T'PaHULIbI 30HBI PACIIOI0KEHUS PEKBU3UTOB) CIIOCOOOM.

JUnisi U3roToBJIEHUS! OJIAHKOB HCIIONB3YIOTCS JUCTHI Oymaru ¢opmara A4 (210 x 297 mm) u AS
(210 x 148 MuIUMETPOB).

Kaxnplif muctT nokymeHnTta, oOpMIICHHBIN Kak Ha OJlaHKe, Tak U 0e3 Hero, JOJKEH UMETh TOJIs He
MEHee, MM:

snesoe - 20;

npasoe - 10;

BepxHee - 20;

HIxHee - 20.

JIOKyMEHTBI JUTNTENbHBIX (CBbIIE 10 JeT) CpOKOB XpaHEHHs JOJHKHBI UMETh JIEBOE T0JIe HE MEHEe
30 mm.

OdopmiieHue peKBU3UTOB TOKYMEHTOB.



ABTOp 1OKYMEHTOB.

HanmenoBanmne 00pa3oBaTeIbHOM OpraHU3AIMK YKA3bIBACTCS B TOYHOM COOTBETCTBHU C YCTaBOM
OGp%OBaTeHLHOﬁ opraHmaunn. COKpaH_[eHHOG HaAanMMCHOBAHUC IIOMCIIACTCA mona ITIOJTHBIM
HAauMEHOBAaHUEM B CKOOKaX.

HanmeHoBaHMe CTPYKTYypHOTO MOApA3JeNeHHs] — aBTOpa JOKYMEHTa MCIIOJIb3YyeTcs B OJlaHKax
niceM W OJaHKaX KOHKPETHBIX BHUIOB JOKYMEHTOB M YKa3bIBA€TCS IO/ TIOJHBIM M COKPAIICHHBIM
HaAaMMCHOBAHUAMUAU 06pa30BaTean01‘/'1 opraHmaunn.

HanmenoBanme AOJDKHOCTH  JIMIIa — aBTOpa JOKYMCHTA  HCIOJB3YCTCI B OnaHKax
AOJDKHOCTHBIXJIUIL X pac1iojaracTcsd rnoJJ HauMCHOBAHHUEM O6pa30BaTGHBHOﬁ OopraHu3anuvu.
HanmenoBanme AOJDKHOCTH JIMIa — AaBTOPAaJOKYMCHTA YKa3bIBaA€TCsA B COOTBCTCTBHU C

HaAaUMCHOBAHUCM, ITPUBCACHHBIM B PACIOPAAUTCIBHOMAOKYMCHTC O HA3HAYCHHUU HA JOJIKHOCTD.

CnpaBoyHble JaHHBIe 00 00pa3oBaTeIbHON OpPraHU3alMu.

CropaBouHble JaHHbIe 00 OpraHM3allUM YyKa3bplBalOTCA B OJaHKaxX IHMCEM M BKJIOYAIOT:
aznpec,HoMep TenedoHa,pakc, axpec IEKTPOHHOM MOYTHI, ceTeBoi anapec, a Takxke OKIIO, OI'PH, UHH
uKIIIT opranuzanum.

HaumeHnoBaHnue BHIa JOKYMEHTA.

HaumeHnoBanue BHIa JOKYMEHTA, COCTABJICHHOTO OpraHM3alMell, JOIKHO OBITh OIpeneseHO
yCTaBOM(IIOJIO)KEHHMEM) M JOJDKHO  COOTBETCTBOBAaTh ~ HAaMMEHOBAaHUSAM  BHUJOB  JIOKYMEHTOB,
npenycmorpeHHbiM OKVY J1: akT, cpaBka, 3amucka, CBOJKa, OT3bIB, IPOTOKOJI, CIIUCOK, U3BEILIEHUE U JIp.
PacniopsquTenbHBIENOKYMEHTBI OPraHU3allMd  H3JAI0TCA  CO  CIEAYIOIIUMMHU Ha3BaHWSAMM: IIPHKa3s,
pacnopsKeHHe.

HammenoBanue Bu1a M pa3HOBUJHOCTH JOKYMEHTA HE YKa3bIBACTCS B IUCbMAX.

HaunmenoBaHue Bua JOKYMEHTA I1€YaTAETCs IPOIUCHBIMU OYKBAaMH IOJTY>KUPHBIM HIPUDTOM.

JaTa noxymeHra.

Jlata oKyMeHTa COOTBETCTBYET AaTe MoAnucanus (yTBepKIeHUs) JOKYMEHTa UK AaTe COObITHS,
3a)KCUPOBAHHOTO B IOKYMEHTE:

apabckumu mmdpamu, pasaeneHHbiME Toukoi: 05.06.2021; cioBecHO-IMPPOBBIM CIIOCOOOM: 5
utons 2021 r.

B Tekcrax JOKYMEHTOB, COJIEp)KalIUX CCHUIKM HAa HOPMAaTHUBHBIE MPABOBbIE AKThI, U JOKYMEHTOB,
COJZIEpKaIINX CBEIEeHUs (PMHAHCOBOTO XapakTepa, MPUMEHSETCS CIIOBECHO ITUGPOBOI CIOCOO yKazaHUS
naT 06e3 MPOCTaBJICHHS HYJIsl B 0003HAYEHUH JTHS MECSAIIa, €CIU OH COJEPKUT onHy mudpy: 3 anpens 2021
roja.

Pazpemaercst npuMEHSTH CIOBO «T'OA» B COKpAIEeHHOM BapuaHTe «»: 1 utons 2021 r.

I'pu¢ orpannyeHust 10cTyNna K J0KyMeEHTY.

IIpocTaBisieTrcss B IpaBOM BEPXHEM YIJy IE€PBOrO JINCTA JOKYMEHTa (MpOEKTa IOKYMEHTA,
COIIPOBOJIUTENLHOIO MHCbMa K JOKYMEHTY) Ha IpaHMIle BEPXHEro MOJsl IPU HAJTUYUU B JOKYMEHTE
uHpOpMaINHY, TOCTYIl K KOTOPOH OrpaHMYEH B COOTBETCTBHUU C 3aKOHOJAATENbCTBOM Poccuiickoii ®De-
AepanMu. B cocraB peKBU3WTAa BKIIOYAETCS OrpPaHUYMTENbHAs Haamucek: «Jlus  ciyxeOHOro
noJib30BaHu, «KoHpuaenunansao», «llepconanbHble JaHHBIE» WU JIP.

[Tpumep -

IlepcoHajibHbIE JaHHbIE PA0OTHUKOB
k3. Ne 1
MyHununajgbHoe 010/1KeTHOe 00111e00pa3oBaTe/IibHOE YUpeKIeHue
« IlepBomaiickast mkoJia Nel IlepBomaiickoro paiiona Peciny0smku Kpeivm»
(MBOY IlepBomaiickasi mkoJia Nel)
INPUKA3



Bce Bunbel rpudoB OrpaHMYeHHUs JOCTYNAa K JOKYMEHTaM 3aKpeIUIAIOTCS B JIOKAJBHBIX aKTaxX
o0pa30BaTeNbHOI OpraHu3aluu.

PerucrpanuoHHbIN HOMEP JOKYMEHTA.

Perucrpanuonnsiii Homep — mudpoBoe win OyYKBeHHO-IIM(PPOBOE 0003HAYCHHUE, TTPUCBANBACMOE
JOKYMEHTY IIPHU €r0 PETUCTPALUH.

Perucrpanus gokymeHTa NpOBOJUTCS MOCJE €ro MOANUCAHUS WIH YTBEPKIACHHUS.

JUist BHYTpEHHUX JOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — 3TO IOPAIKOBBIA HOMEp B Ipelernax
KaJIeHAapHOro rojia/yue0HOro rojia mo KakJoMy BUAY WJIM Pa3HOBUAHOCTH JTOKYMEHTOB. B mpukazax
peFI/ICTpaLII/IOHHBII\/'I HOMCP MOXKCT HOIOJIHATHCA 6yKB€HHBIM HHACKCOM, 0603Ha‘IaIOH_II/IM Pa3HOBHUAHOCTH.

JIis uCXOaIIMX JOKYMEHTOB PETUCTPAIMOHHBII HOMEP COCTOUT U3:

1) mopsAKOBOTO HOMEPA B Mpe/Ienax MacCuBa OTIIPABIIsIEMON KOPPECTIOHICHIINN;

2) UHJIEKCA JieJia B COOTBETCTBUU C HOMEHKJIATYpOH JeJT 00pa30BaTeIbHOM OpraHu3aIiy.

PerucrpanmonHblii  HOMEp JOKYMEHTa, COCTaBJIEHHOIO COBMECTHO JByMS U Ooiee
OpraHu3alMsIMH, COCTOUT M3 PETHUCTPALMOHHBIX HOMEPOB JOKYMEHTOB Ka)KJOW W3 3TUX OpraHU3alui,
MIPOCTABIISIEMBIX Yepe3 KOCYIO UEPTY B MOPAJIKE YKa3aHUs aBTOPOB B JOKYMEHTE.

CcpuIKa Ha perucTPANMOHHBINA HOMEP M JaTy J0KYMEHTA.

Ccplika Ha PEerucTpallMOHHBIM HOMEp M JaTy JOKYMEHTa BKJIIOYAaeT B ce0sl perucTpaliiOHHBIN
HOME)p U JaTy JOKYMEHTa, Ha KOTOPbIi JOJDKEH OBbITh JaH OTBET.

Ccplmka Ha HOMEpP M JaTy JOKYMEHTa MCIOJIb3yeTcs IpU O(OPMIIEHUHU IUCEM, SIBISIOIIUXCA
OTBETAaMM Ha IOCTYNHBILEE MUCHMO (3ampoc,mpock0y U ap.). CBeleHUsT B PEKBU3UT MEPEHOCITCS C
MOCTYNMUBUIETO JOKYMEHTa M COOTBETCTBYIOT PETHUCTPAllMOHHOMY HOMEpPY M Jare IOCTYIHUBILEro
JOKYMEHTA.

OrpaHnunTenbHas OTMETKAa A JAaHHOTO DPEKBU3UTA IPOCTABISIETCS B JIEBOM 4YacTH OsaHKa
MIMCbMA T10J] PEKBU3UTOM «/1aTa» U «PETrUCTPALMOHHBIA HOMEP TOKYMEHTay.

Hannune naHHOro pekBH3MTa MCKIIOYaeT HEOOXOJMMOCTb YIOMHMHAHUS HOMEpa M J1aThl
MOCTYIMUBIIETO JOKYMEHTA B TEKCTE MHCbMa, YTO OCBOOOXKIAET TEKCT OT CIIPABOYHOM MH(OPMAIIHH.

MecTo cocTaB/ieHUs] MM U3IAHUS JOKYMEHTA.
MecTo cocTaBieHus (M3/1aHUSA) JOKYMEHTa YKa3bIBaeTCS B JIOKYMEHTaX, M3TOTAaBIMBAEMbIX Ha
OJlaHKaX KOHKPETHBIX BUJIOB IOKYMEHTOB.

Anpecar.

AnpecataMu JIOKyMEHTa MOTYT OBIThb IOPHAMYECKHE JHIA, UX CTPYKTYPHbIE MOApa3ACICHUS U
JOJDKHOCTHBIE JIMIA, A TAKKe PU3UUECKUE JIUIIA.

PexBu3UT «azpecaT» MpocTaBiseTcsl B BEpXHEN MPAaBOM 4acTH JOKyMEHTa (Ha OJaHKe C yrJIOBBIM
pacroyio’keHNeM PeKBU3UTOB) WIIM CIpaBa MOJ| peKBU3UTAMH OaHKa (TPU MPOJOJILHOM PACHOIOKEHUN
pekBu3nUTOB OsaHKa). CTPOKHM PEKBU3UTA «aApecaT» BBIPAaBHUBAIOTCS IO JIEBOMY Kparo MM LEHTPYIOTCS
OTHOCHUTEIIBHO CaMOW JJIMHHOM CTPOKH.

Ecnu noKyMeHT afipecoBaH IOPHAMYECKOMY JIMIY WIM €ro CTPYKTYpHOMY IOJpa3AeieHuo 0e3
yKa3aHus JOJDKHOCTHOIO JIMIA, UX HAUMEHOBAHUs IIPUBOJATCS B UMEHUTEIILHOM IAJEXKE.

[Tpumepsl

1. MuHKCcTEpCTBO 00pa30BaHUA,
HAYKHM ¥ MOJIOJEKH
PecnyOosiukn Kpbim

2. MuHuCTEepCcTBO 00pa3oBaHus,

HAYKH H MoJioaexn PecnyOiauku

Kpbim

ylpasJieHHe 001ero o0pasoBaHus
[TouToBsIii afpec yka3bIBaeTCs MPU HANPABICHUH JOKYMEHTA Pa30BbIM KOPPECIIOHIEHTaM.
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Ecin 1OKyMeHT aapecoBaH PYKOBOAMTEII0 IOPUAWYECKOTO JIMLA WM €ro 3aMECTUTEINIO,
HalMEHOBAHME IOPUANYECKOIO JIMLA BXOAUT B COCTaB HAaMMEHOBAHMs JOJDKHOCTH ajpecaTa, KOTOpoe
IIPUBOJIUTCS B 1aTEIbHOM Ia/IEXKE.

ITpumep —
PykoBoauteno ®@enepajibHOro
apPXMBHOI'0 AaT€HTCTBA
®avuauga U.0.

Nuunuansl craBATcs mocjie (GaMUWJIMUM HE3aBUCHUMO OTTOrO, KOMY aJpecoBaH JOKYMEHT—
JOJKHOCTHOMY JIUITY WU (PU3UYECKOMY.

[Ipu agpecoBaHuMM mNHCbMa PYKOBOAUTENIO CTPYKTYPHOTO TOJpa3AeieHUs] YKa3bIBaeTCs B
MMEHHUTEIIbHOM MaJIe’)K€ HAaMMEHOBAaHUE OpTraHM3allid, HUXKE - B JATEIbHOM NaJeXe HAaUMEHOBAaHUE
JOJKHOCTH PYKOBOJUTENSA, BKIIOYAIOIIee HAaWMEHOBAHHME CTPYKTYPHOTO MOApa3jaeieHus, (haMuiuio,
WHULIHAIIBIL.

ITpumep-
MuHucTEpCTBO 00pa30BaAHUA,
HAYKHM U MoJsoae:xku Pecny6auku
Kpbim
HavanbHuKy ynpasjeHusi 0011ero
o0pa3oBaHus
®amunua U.0.

[lepen ¢damunmeir MOMKHOCTHOTO JIMIA JOMYCKAeTCs YHOTPEONSATh COKpAIICHHE «T-HY»
(rocnoMHy), €CIIU aapecaT MY)KUHHA, WIH «T-)Ke» (TOCTIOKE), €CIIH aJipecaT )KCHIIMHA.
[Ipu paccbuike JOKyMEHTa TpyHne oOpraHu3aluii OJHOr0 TUNA WIM B CTPYKTYpHBIE
Mo/Ipa3IeNIeHUs OJIHOM OpraHu3aluu, ajpecar yKa3blBaeTcsi 0000LIEHHO.
B ogHOM 10OKyMEHTE HE JOHKHO OBITH 00JIee YETHIPEX aIpecaToB.
[Ipu OomnblieM KOJWUYECTBE aAPECaTOB COCTABISAETCS CIHUCOK (JUCT, yKa3aTelb) pPacCBhUIKA
JOKYMEHTA, Ha K&KJOM JOKYMEHTE yKa3bIBaeTCs OAMH aapecat Win aapecaT ohopmiiseTcs 0000IIeHHO.
B cocraB pekBu3uta «Aapecar» MOKET BXOJUTh MOYTOBBIN aipec. DJIEMEHTHI MOYTOBOIO ajpeca
YKa3bIBaIOTCS B MOCJIEA0BATENbHOCTH, YCTaHOBIIEHHOM [IpaBuiamMu oka3aHus yCayr OYTOBOM CBSI3U.
[Tpumep —
Bcepoccuniicknii Hay4YHo-
HCCIe10BATENIbCKUI HHCTUTYT
AOKYMEHTOBEJeHUsI W APXHBHOIO
aena
IIpodcoro3nas y.i.,
a. 82,
MockBa, 117393
B cnywyae ornpaBku JoKyMmMeHTa (PU3MYECKOMY JIMIY YKa3bIBAIOTCS: (paMuIns, WHHUIHAIBL,
MOYTOBBIM azapec: (yauila, HOMEp JOMa W KBapTUPBI, HACENEHHBIH IyHKT, pailoH, oOnacTh (Kpaif,
pecry0irKa), MOYTOBBIN HHIEKC).
IIpumep —
®amunus U.0.
Caposas yua., a. 5, kB. 12,
r. DHCK, DHCKOMH 00.1., 301264
[Ipu oTmpaBke MUChbMa IO AIEKTPOHHON MOYTE WM MO (HaKCUMHIBHOW CBSA3M (0€3 JOCBUIKU IO
1ouTe) MOYTOBBIN ajipec He yka3biBaeTcs. [Ipu HeoOXoIMMOCTH MOXKET ObITh YKa3aH 3JIEKTPOHHBIN ajipec
(nomep tenedona/daxca).
[Tpumep —



Bcepoccuniicknii Hay4YHo-
uccae10BaTeIbCKHii HHCTUTYT
NOKYMEHTOBEJeHHSI W AapXHBHOIO
hi () ]

mail@vniidad.ru

I'pud yrBepxaeHus: 10KyMeHTA.

I'pud yTBepX)aeHUS NPOCTABISIETCS HAa JOKYMEHTE B CIy4yae €ro yTBEP)KICHHS TOJKHOCTHBIM
JIUIIOM, PACTIOPSAUTEIBHBIM JOKYMEHTOM (IIPUKA30M, PACTIOPSHKCHUEM, PEILICHUEM).

I'pud yTBepKAeHHUS pa3MellaeTcs B MPaBOM BEPXHEM YIIIy MEPBOro JUCTa JoKyMeHTa. CTpoku
PEKBU3HTA BHIPABHUBAIOTCS T10 JICBOMY KPalO WJIA IEHTPYIOTCS OTHOCUTEILHO CaMOU ITTMHHOM CTPOKH.

[Ipu yTBEep)KOEHMM IOKYMEHTA JOJDKHOCTHBIM JIMIIOM TPU( YTBEPKAEHUS COCTOUT M3 CIOBA
VYTBEPXIAK, nHauMeHOBaHUA JOJDKHOCTH JIMIlA, YTBEPXKIAIOMIETO JOKYMEHT, €ro IOJIHKCH,
WHUITMAIOB, ()aMWINU U TaThl YTBEPKICHUS.

ITpumep -
YTBEPX/IAIO
Jupexktop MBOY IlepBomaiickasi
mkoJia Nel
Hoamucs U.0. ®amuiust
Jara

[Ipu yrBep»)aAeHUHM JOKYMEHTa paclopsAUTEIbHBIM JOKYMEHTOM I'pu( yTBEP)KIIEHUSI COCTOUT U3
cioBa YTBEPXIEH (YTBEPXIEHA, YTBEPX/IEHbI unu YTBEPXJIEHO), cormacoBanHoro c
HAaUMEHOBAHHEM BHJa, YTBEPXKJAAEMOT0 JOKYMEHTa, HAMMEHOBAHUS PACHOPSAUTEIHLHOTO JTOKYMEHTa B
TBOPUTEIBHOM MAaJIeKe, €ro JaThl, HOMEPA.

IIpumepsl

1. (Ilopsinok)
YTBEPXK/JAEH
NPUKA30M
MBOY IlepBomaiickas mkosa Nel
5. anpeast 2021 r. Ne 82

2. (ITpaBuna)
YTBEP/XK/JEHBI
NPUKA30M
MBOY IlepBomaiickas mkosa Nel
15.06.2021 r. Ne 83

3. (Ilonoxenue)
YTBEPXKJIAEHO
NPUKA30M
MBOY IlepBomaiickas mkosa Nel
15.06.2021 r. Ne 83

IIpu npuHATHM (PaCCMOTPEHHH) JOKYMEHTa KOJUICTHAIBHBIM OpPraHoM 00pa30BaTeIbHOM
OpraHu3alyM, PEIICHHS KOTOpPOro (PHKCHUPYIOTCS B MPOTOKOJIe, B Tpude NPHHATO (PacCMOTPEHO)
yKa3bIBACTCIHAMMEHOBAHUE OpraHa, PelieHneM KOTOPOro MPUHSAT TOKYMEHT, JaTa U HOMep MPOTOKoJa (B
CKOOKax).

YTBCPKAAOUICTO JOKYMCHTA B TBOPUTCIIBHOM ITAZICKE, €0 AaThl, HOMEpA.



IIpumepsl

1. (ITopstmok)
MNPUHAT
NneAaroru4ecKuM cOBeTOM
(mportoxoJ ot 15.08.2021 Ne 12)

2. (ITpaBumna)
IMPUHSATHI
Ynpasiasilouum cOBeTOM
(mporokoa ot 15.06.2021 Ne 8)

3. (Ilonoxenue)
IMPUHATO
o0mmmM codpanuemM pabOTHHKOB
MBOY IlepBomaiickas mkosa Nel
(mporoko.a 15.06.2021 r. Ne 83)

3aroJ10BOK K TEKCTY.

3aroloBOK K TEKCTy BKJIIOYaeT B ce0s KpaTKOe COAepKaHHE ITOKYMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO Harpy3ky. 3aroyioBok ¢opmymnupyercs ¢ npemiorom «O» («O0») 1 0TBeyaeT Ha BOIPOC «O
qem?»:

- puKa3 (0 4em?) 0 CO3AaHUH aTTECTALIMOHHON KOMHUCCHUH;

- mpuka3 (0 uem?) 00 yTBEpKJACHUH IITATHOTO PACITUCAHUS;

- miuchMO (0 ueM?) o MpeIOCTaBICHUN HHPOPMAITUH.

3aroloBOK COCTaBIISIET HCIOJHUTENb JIOKYMEHTA. 3arojioBOK K TEKCTy oGopMisieTcss Moj
pEeKBH3UTAMH OJIaHKA CIIeBa, OT TPAHUIIBI JICBOTO MOJsA. ECIM TeKCT JOKyMEHTa He MPEBBIIIAET YEThIPEX-
IIATH CTPOK WK opopmiieH Ha OiaHke popmaTta AS, 3aT0JI0BOK MOYKHO HE YKa3bIBaTh.
3aroioBOK JOKYMEHTa 3alUCBIBACTCS MPH €r0 PErHCTpaliii B COOTBETCTBYIOIIUE PErHCTPAIMOHHBIE
(dhopMBI: KapTOUKYy, 0a3y JaHHBIX.

Texcr 1okymMeHTA.

TekeT TOKyMEHTa COCTaBJISETCS HAa PYCCKOM SA3BIKE KaK IOCYJapCTBEHHOM s3blke Poccuiickoin
@enepanun. TeKCT TOKYMEHTa M3JIaraercs PyCCKUM JIMTEPAaTYPHBIM SI3IKOM C Y4€TOM OCOOEHHOCTEH
opuIMaNBbHO-IEIOBOrO  CTWJIS, BHJA JOKYMEHTa M €ro Ha3HaueHWss B  yIPaBIEHYECKOMH
nesrenbHocTH.CoieprkaHue JOKYMEHTA JOJIKHO ObITh U3JI0KEHO KPATKO, IOTMYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB U3J1araroTCs:

- oT l-ro nuMuma €eJUMHCTBEHHOIO Yucia B JOKyMEHTax (MpHUKa3, paclopsiKeHue M T.[.)
pYKOBOIUTENST 00pa30BaTEIbHON OpraHM3alUy, JEHCTBYIOIIEr0 HA MPUHIMIIAX €IUHOHAYAINS, a TAKKe
JOKYMEHTaX, a[p€COBAHHBIX PYKOBOJCTBY OPTaHM3ALMK: IIPUKA3bIBAI0... IOATOTOBUTH U IPEACTABUTh Ha
paccMOTpeHHe; MPOIIY PACCMOTPETHBOIIPOC 00 YCTaHOBIECHUH JBIOTHBIX TapU(OB...;

- 3-ro nuua €AMHCTBEHHOTO YKCJIA B TOKYMEHTAX KOJUIETHAIBHBIX OPraHOB: KOMUCCHS PEIIna...;
OpraHu3alnys He CYUTAET BO3MOKHBIM...;

- 1-ro nMIa MHOXXECTBEHHOT'O YMCJIa B COBMECTHBIX JOKYMEHTaX: POCHM IIPEACTaBUTH JaHHBIC
0...; IPEACTABIISIEM Ha PACCMOTPEHUE U YTBEPKIACHUE. .. ;

- 3-r0 JMIa MHOXECTBEHHOTO YHWCIA B IPOTOKOJAX: CIYIIAIH, BBICTYNHIIM, IOCTaHOBUIIH,
peLIIIN.

B nokxymeHTax, yCTaHaBIMBAIOIIMX IIpaBa U OOS3aHHOCTH OpraHU3alMM, €€ CTPYKTYPHBIX
noJpa3sieneHuil (MOoJ0KEeHne, MHCTPYKLHUA), a TaKkKe COIEp)KAlIMX OMNHCAHUE, OLEHKY (aKTOB WU
BBIBOIbI (aKT, CIIpaBKa), UCIOJIb3YyeTCs (POpMa U3JI0KEHHUS TEKCTA OT TPETHEro JINLA €AUHCTBEHHOTO WIIN
MHOXXECTBEHHOTO 4YHcHa («OTAET OCYLIECTBISET (YHKIUU», «B COCTaB OOBEIWHEHHS BXOJIATY,
«KOMHCCHS YyCTaHOBUIIAY).

B Texcre moKyMeHTa, MOArOTOBJIEHHOIO HAa OCHOBAHUU 3aKOHOAATENIBHBIX, HHBIX HOPMATUBHBIX
IIPaBOBBIX AKTOB, W3/JaHHBIX OpPraHaMH BIAcTH M YNPaBJICHMS, JOKYMEHTOB, PaHEE M3JAHHBIX OPraHOM
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BJIACTH — aBTOPOM JOKYMEHTa, YKa3bIBaCTCSd HAMMEHOBAHHE BHJa JOKYMEHTAa, HAMMEHOBAHHE OpraHa,
M3/IaBIIETO JOKYMEHT, JaTa MPUHSITUS WIK YTBEPKICHUS JTOKYMEHTa, €ro perucTpalloHHbI HOMep, a
TaKKe 3arojIOBOK K TEKCTY WM HAMMEHOBAaHME BUIA TOKYMEHTA.

[Tpumepsl

«B cootBercTBUM ¢ noctaHoBieHueM [IpaButenscTBa ot 13.08.1997 Ne 1009 «OO6 yTBepkaeHUN
[TpaBwi1 MOATOTOBKA HOPMATHBHBIX MPABOBBIX aKTOB (helepaabHBIX OPraHOB UCIIOJIHUTEIHHON BIACTH H
UX TOCYIapCTBEHHOW PETUCTPALUNY;

«B  coorBerctBuun ¢ llosokeHMeM O  NOCTOSSHHO  JIEUCTBYIOLEH  DKCHEPTHOMU
KOMHCCHUMYUYPEXKJICHUS, OpraHU3alMM, NPEANpUsATHs, YTBEPKIACHHbIM Ipukazom PocapxuBa oT
19.01.1995 Ne 2...».

Ecam TekcT comepKUT HECKOJIbKO MOPYYEHHW, pEHIeHUM, BBIBOJOB, B TEKCTE BBIACISIOTCA
pazziensl, MOAPAa3AeIibl, MyHKThI, TOAMYHKTHI.

B Tekct qokyMeHTa MOTyT BKIIIOUaThCsl (hparMeHThl, OPOPMIICHHBIE B BH/I€ TAOIUIBI UM AHKETHI.

CrpaHHIbl TEKCTa HYMEPYIOTCS apaOCKUMHU U pamMu mocepeIuHe BEPXHETO OIS,

B nuceMax ucnonb3yroT ciaenytome GopmMbl H3T0KEHUS:

- OT MEepBOT0 JHIA MHOXKECTBEHHOTO uYHucia («IPOCHUM HalpaBUTh», «HAIpaBiIsieM Ha
PacCMOTpPEHHEY);

- IEPBOTO JIUI[A €IMHCTBEHHOTO YUCIA («CUUTAI0 HEOOXOAMMBIMY, (IIPOIIY BBIICIHUTHY);

- TpeThero Juia equHcTBeHHOro uncia («O0 He Bo3pakaeT», «OO cuuTaeT BOZMOKHBIMY).

OTMeTKa 0 MPUJIOKEHUH.

OTmeTKa O NPUIOKEHMM COJEPKUT CBEJIEHUS O JOKYMEHTE (JIOKyMEHTax), NMpHIaracMoM K
OCHOBHOMY [JOKYMEHTY (B CONpPOBOJUTEIbHBIX MNHUChbMaX, MPETEH3MUSIX, aKTax, CIOpaBKax M JAPYrux
MH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX) MM O TOM, YTO JOKYMEHT SBIISIETCS TNPHIOKEHHEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaX - MPWIOKEHUIX K paclopsAUTEIbHBIM JOKYMEHTaM,
MOJIOKCHUSIM, TIPaBHUIIaM, HHCTPYKIIUSAM, IOTOBOpaM, IJIaHaM, OTYETaM U JIp. TOKYMEHTaM).

B conpoBoauTenbHBIX TUChMAaX U IPYTHX MHPOPMAIIMOHHO-CIIPABOYHBIX TIOKYMEHTAaX OTMETKa O
NPUIIOKEHUU O(POPMIISIETCS IO TEKCTOM OT TPaHMIIBI JICBOTO OIS CIETYIOIUM 00pa3oM:

- €CJIM TIPUJIOKEHHE Ha3BaHO B TEKCTE:

ITpunoxxenue: Ha 2 1. B 1 3K3.;
- €ClM TPWIOKEHHE HE Ha3BaHO B TEKCTE WM €CIU NPUJIOKEHUIH HECKOIbKO, YKa3bIBAIOT
Ha3BaHUS IOKyMEHTOB-TIPUIIOKEHUH, KOJTMYECTBO JIUCTOB M SK3EMILISIPOB KaXKJOT0 MPUIIOKECHUS:
[Tpunoxenue: 1. [lomoxxenue (Ha3Banue) Ha S J1. B 1 9K3.
2. CnpaBka 0 KaJjpoBOM cOCTaBe Ha 2 1. B 1 7K3.;
- €CITU TPHWJIOKEHUEM SIBIISIETCS 000COOJICHHBIN 3JIEKTPOHHBI HOCHUTENh (KOMIAKT-TUCK, usb-
¢en-HakonuTeNb U Ap.):
- [Tpunoxenue:
CDs 1 3k3.
- €CIIY TIpUJIOXKEHUE (TTPUIIOKEHUST) COPOIITFOPOBAHBI:
[Ipunoxxenue:
otuet o pabore PUII B 2 3k3.

B pacnopsauTensHbIX JOKyMEHTaxX (MpUKa3ax, pacrmopsDKEHUSX), IOTOBOpax, MOJIOKEHUSX,
MpaBWJIaXx, MUHCTPYKLUUAX M JIPYIHMX JOKYMEHTaX OTMETKAa O MPHJIOKEHHH OQPOPMIISIETCS CIEIYIOLINM
obpa3zom:

- B TEKCTE [JOKyMEHTa MpU TEpBOM YINOMHMHAHUU JOKYMEHTA-NPHJIOKEHHUS B CKOOKax
yKa3bIBaeTCs: ... (MIPUJIOKEHUE) WU ... (MpUsiokeHue 1); mepea HOMEPOM MIPHIIOKEHUS JIOMYCKaeTcs
CTaBUTb 3HAK HOMEpa: ... (mprtoxeHue Ne 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-IIPUJIOKEHHUS B TIPABOM BEPXHEM YIITy YKa3bIBACTCS:
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IIpunoxenne Ne 2

K NPHUKA3y

MBOY IlepBomaiickas mkosa Nel
ot 15.08.2021 Ne 112.

CTpoKu peKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY KparO WJIM LEHTPUPYIOTCS OTHOCUTEIBHO CaMOM
JUIMHHOW CTPOKH.

Ecnu npunokeHueMm K pacnopsiAMTEILHOMY JOKYMEHTY SIBJISIETCS HOPMATHBHBIA MPABOBOM akT
WA UHOM JTIOKYMEHT, YTBEP)KIAEMBIM IaHHBIM PACIOPSAUTEIbHBIM JOKYMEHTOM, Ha MEPBOM JIMCTE
MIPUJIOKEHHUS TPOCTABIISAETCS OTMETKA O MPUIIOKEHUH (0€3 CChUIKK Ha PACTIOPSIUTENBHBIA TOKYMEHT) U
rpud yTBEpKIEHHUS, B KOTOPOM YKa3bIBAIOTCS JaHHBIC PACHOPSIUTEIHHOTO JTOKYMEHTa, KOTOPHIM
YTBEPK/IEH TOKYMEHT- PUIIOKEHUE.

[Tpumep —
IIpunoxenne 1
YTBEPXKJIAEHO
npukas
MBOY IlepBomaiickas mkosa Nel
ot 18.05.2021 Ne 67

I'pud cornacoBanusi J0OKyMeHTA.

[TpoeKThl MOATOTOBIEHHBIX TOKYMEHTOB MEpe MOAMUCAHUEM B PSJE CIIy4aeB COTIACOBBIBAIOTCS
C  3aMHTEPECOBAHHBIMU  YUPEXKACHUAMH,  CTPYKTYPHBIMH  TOJpa3feNieHUsIMH,  OTAEIbHBIMU
JOJKHOCTHBIMU JTHIIAMHU.

I'pud cornmacoBaHuss B 3aBHCHMOCTH OT BHJA JIOKYMEHTa MU OCOOCHHOCTEH ero odopMIICHUS
MOJKET IIPOCTABIISITHCS:

- Ha MIEpBOM JIMCTE JOKYMEHTA (€CIU JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJILHOM JIHCTE) B
JIEBOM BEpXHEM YTy Ha ypoBHE rpuda yTBEp)KIACHHS WU 0] HAUMEHOBAaHHEM JOKYMEHTa OJMKE K
HIDKHEMY TIOJTIO);

- Ha TIOCJIETHEM JIMCTE TIOKYMEHTA O] TEKCTOM;

Ha JIUCTE COIJIACOBAHUS, SIBIISIFOIIEMCS HEOThEMJIEMON YacThiO IOKYMEHTA.

I'pud cormacoBanus noxkymeHta coctoutr u3 cinoa COI'JTACOBAHO, nomxHocTH nHIa, ¢
KOTOpPBIM COTJIaCOBaH JOKYMEHT (BKJIIOYas HaWMEHOBAHHE OpraHH3alliu), €ro COOCTBEHHOPYYHOM
MOJTUCH, PaCIIH(PPOBKH MOAMUCH (MHUIIMATIOB, (PaMUITUN) U JaThl COTJIACOBAHUSI.

[Tpumep —

COI'JTACOBAHO

JupekTop (Ha3BaHHE OpraHU3aL1N)
(monmucek) N.0. Oamumnus

Hara

Ecnu cormacoBaHume OCYIIECTBISETCS KOJJICTHAIBHBIM OpraHoM, B Trpude CcoriacoBaHus
YKa3bIBalOT CBEIEHHSA 00 OpraHe, COTJIacOBaBIIEM JOKYMEHT, JaTe U HOMEpE MPOTOKOJia, B KOTOPOM
3a(hUKCHPOBAHO PEILICHHE O COTIacoBaHMU. Eciy coriacoBaHue OCYIIECTBIISETCS MUCHMOM, YKa3bIBAIOT
BHJI TOKYMEHTA, OPTraHU3aLMIO - aBTOPA TIOKYMEHTA, JaTy U HOMEP MHChMa.

ITpumepsl
1. COI''TACOBAHO
Yupas/silomum coOBeTOM
MBOY IlepBomaiickas mkosa Nel
(mpoTokoa ot Ne )

2. COI'JTIACOBAHO
nucbsMoM Pocapxusa
oT Ne )
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Bu3sa corsiacoBanusi 10KyMeHTA.

Busbl cornmacoBaHus JOKYMEHTa — PEKBHU3UT JOKYMEHTA, YKa3bIBAIOLIUN HA COIVIACUE WM
HecorJlacue JOHKHOCTHOTO JIMIla 00pa30BaTeIbHON OpPraHHM3allid C COJAEPIKAaHHEM IMPOEKTa JOKYMEHTa
(manee — Bu3a).

[Tpumep
3amecTuTeNh TUPEKTOPA IO BOCIUTATEILHOM paboTe
JInyHas noanuce, HN.U. Banosa
10.10.2023

OdopmiieHHass TakuM 00pa3oM BH3a 03HAYAET COTJAcHe JODKHOCTHOTO JIMIA C COJEpKaHHEM
JOKYMEHTA.
[Tpu HaNM4YMK 3aMeYaHuil 10 TOKYMEHTY BH3Y OQOPMIISIOT CIEAYIOIUM 00pazoMm:

3ameuaHus IPUIIAraloTCs
3amecTuTeNh TUPEKTOPA IO BOCIUTATEILHOM paboTe
JInyHas noanucey HN.U. Banosa

10.10.2023

JIOKyMEHT BHU3UPYETCS] HMCIOJHUTEIEM M 3aMHTEPECOBAHHBIMU B JIOKYMEHTE JOJIKHOCTHBIMU
JTUIAMH, PYKOBOAUTENEM 00pa30BaTeIbHON OpraHu3aluy.

3ameuaHusi JOJKHBI OBITH MPEACTaBICHBI HA OTIEIHLHOM JUCTE, KOTOPBIM TOJIUCHIBAIOT,
JATUPYIOT U MPUJIATAOT K JOKYMEHTY.

B nokymeHTax, MOMJIMHHUKMA KOTOPBIX XPAHITCS B OpraHu3alid, BHU3bl MPOCTABISAIOT Ha
MOCJIEHEM JINCTE JIOKYMEHTa TOJ] MOANKUCHI0, Ha 000pOTe MOCIEAHEro JMCTa MOUIMHHUKA AOKyMEHTa
WJIU Ha JINCTE COTJIACOBaHUsI (BU3UPOBAHUS), IPUIAra€MOM K JTOKYMEHTY.

B ncxopsammx JoKymMeHTax BU3bI IPOCTABIAIOTCS HA HK3EMIUIIPAX JOKYMEHTOB, IOMEIIAEMBIX B
Jeo.

Hoamuce.

JIOKHOCTHBIE JIMLA TOMUCHIBAIOT JOKYMEHTHI B MpeJesiax CBOMX MOJHOMOYHUH, OMpPeIeIeHHbIX
YcraBoM 00111e00pazoBaTeIbHON OPraHU3AIMH U TOJKHOCTHBIMH WHCTPYKIMSIMH.

[loanuch COCTOMT W3 HAUMEHOBAHUS JOJDKHOCTH JIMIA, KOTOPOE IMOJAMUCHIBACT JIOKYMEHT
(HOJIHOI‘O — €CJIM JOKYMCHT HallC4aTaH HC Ha 6HaHK€, COKPAIICHHOI'0 — Ha JOKYMCHTC, HAlICUaTaHHOM
Ha OJIaHKe), €r0 COOCTBEHHOPYYHOU MONKUCH, MHUIIHAJIOB (MHUITMAT UMEHH ), pamMuuu.

[Tpumepsr
He HA 0JIaHKe:

Jupexkrop MBOY IlepBomaiickas mxkosa Nel  JIluyHasi mnognucey N.0. ®amunus
Ha 0JaHKe

JAupexrop JInynas noanuch N.0. ®amuiaus

ITpu opopmiieHNH TOKyMEHTa Ha OJIaHKE JOJHKHOCTHOTO JHIA JOHKHOCT 3TOTO JIMILA B MOJIMTUCH
HE YKa3bIBACTCs.

IMpumep JIM4HasA NoANUCH N.0. ®amuans
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B JOKYMCEHTAax, COCTAaBJICHHBIX KOMI/ICCI/ICI\/'I, B IIOAIIHMCH YKAa3bIBACTCA CTATyC JIMla B COCTaBC
KOMUCCHH.

IIpumep—

IIpencenaresib KOMUCCUH INoanucek HN.0. damuiauna

YaeHbl KOMUCCHH IMognuck HN.0. damnaus
IMoanucek HN.0. damuiauna
IMognuck HN.0. damnaus
IMoanucek HN.0. damuiausa

B cnydyae OTCYTCTBUSL pPYKOBOAWTENS TPUKA30M OINpPEAENsSeTcs JIMIO, HUCHOJHSIONIEE €ro
00sI3aHHOCTH, a TaKXKe YIMOJHOMOYCHHOE TMOIIMUCHIBATh JOKYMEHTBI, IIPU 3TOM TOIIUCH OQOPMIISETCS C
yKa3aHHEM CTaTyca JOKHOCTHOIO JIMIa B COOTBETCTBUU C MPUKA30M (PACIIOPSIKEHUEM).

[Tpumep -
H.o. nupexTopa Hoanucen N.0. ®amuaus
WJIN:
Hcnonnsiromuii 0013aHHOCTH IMPEKTOpPa HHoanuce N.0. ®amuaus

[Ipy noanucaHuy [OKyMEHTa JIMIIOM, HMEIOIIMM I[PaBO MOANUCH B CIIy4ya€ BpPEMEHHOIO
OTCYTCTBHSI PYKOBOJAUTENS, UCIIPABJICHUSI B HAMMEHOBAHUE JOHKHOCTH U paciin(poBKy (aMIIIUU YyXKe
MOATOTOBJIEHHOTO U COTJIACOBAHHOTO MPOEKTa JIOKYMEHTa BHOCSTCS OT PYKH WM C HCIOJIb30BAHUEM
COOTBETCTBYIOIUX ILITAMIIOB.

He nonyckaercs cTaBUTh KOCYIO UePTY, HAAMKUCh «3a» Mepe]l HANMEHOBAaHUEM JIOJKHOCTH JIMIIA B
MOJIKUCH, €CITU JOKYMEHT MOAMUCHIBAET HHOE JOKHOCTHOE JIUILIO.

DJIeKTPOHHAS MOANMHUCH.

OtmeTka 00 JEKTPOHHOM MOAMMCH UCHIOIB3YETCs IPU BU3YAIN3aLUU AIEKTPOHHOTO TOKYMEHTA,
MOANKCAHHOTO 3JIEKTPOHHOM MOANHUCHIO, C COOTIOICHUEM TPEOOBaHMIA:

a) MECTO pa3MEUICHHUs OTMETKH 00 BIIEKTPOHHOM MOIMHMCU JOJDKHBI COOTBETCTBOBATH MECTY
pa3MenieHusi COOCTBEHHOPYYHOM MOJIMUCH B aHAIOTUYHOM JJOKYMEHTE Ha OyMa>KHOM HOCHUTEIIE;

0) PIeMEHTBI OTMETKH 00 3JIEKTPOHHON MOJIMHUCH TOJIKHBI ObITh BHIMMBIMU U YMTAEMBIMHU TPU
0TOOpaXeHUH JOKYMEHTa B HATYPaJIbHOM pa3Mepe;

B) 3JIEMEHTBI OTMETKHU 00 3JIEKTPOHHOH MOANKCH HE JOJDKHBI IEPEKPBHIBATHCS MITH HAKIIAIBIBAThCS
ApYT Ha ipyra,

) 2JIEMEHTHl OTMETKH 00 3JIEKTPOHHOW IMOJIMUCH HE JOJDKHBI MEPEeKpPbhIBATh 3JEMEHTHl TEKCTa
JOKYMEHTA M IPyThe OTMETKH 00 3JIEKTPOHHOM MoAnucH (TTpH HATUYUH ).

Otmerka 00 SJEKTPOHHOM MOMNMUCH M BKJIIOYaeT (pa3y «/[oKyMeHT monamucaH 3JIEKTPOHHOU
MOJINKCHIO», HOMEP CepTH(UKaTa KI0Ya AJIEKTPOHHOW MOANUCH, (PaMUITUIO, UM, OTYECTBO Biajeiblia
cepTH(HKaTa, CPOK JeHCTBUS cepTUHUKATA KIFOYA HJIEKTPOHHON MOIHCH.

[Tpumep
JAupexTop JOKYMEHT INOAIINCAH N.0. ®amuans
3JIEKTPOHHOM MOJINCHIO
Cepruduxar lalllaaalllllllil
Baanenen UBanoB AJiekceil bopucoBuu
HeiicrBurenen ¢ 01.01.2017 mo 01.01.2022
Ileuars.

OTTuCK TeYaTH 3aBepsieT MOIMHHOCTh TMOJIMUCH JOHKHOCTHOTO JIMIIA Ha JOKYMEHTax,
YIOCTOBEPSAIONINX MpaBa JINLl, PUKCUPYIOUINX (aKThl, CBI3aHHbIE C (DUHAHCOBBIMU CPEACTBAMM, a TAKKE
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Ha JOKYMCHTAaX, IPCAOCTABIIKICMBIX 3a MNPCACIbl OpraHu3alu W MPCAYCMATPUBANOIIHUX 3aBCPCHUC
MOJUTMHHOCTH TOANNCH. BHyTpeHHHE TOKYMEHTHI (TIPUKa3bl, TPOTOKOJBI H T.JI.) IEYAThIO HE 3aBEPSIIOTCS.

ITeuats MMPOCTABJIICTCSA, HC 3aXBaTbIBad CO6CTBCHHOpy‘{HOI>'I noanmucu Jdia, IIOAIIMCABIICTO
JTOKYMEHT, WJIA B MecTe, 0003HaueHHOM «MII» («Mecto meuatny).

OTMeTKa 00 MCIIOJIHUTEJIE.

OTrmeTka 00 WCIONHUTENE BKIIOYAaeT B ce0s GaMuwinio, WMs, OTYECTBO HCIOTHUTEIS
JIOKyMEHTa,HOMEp ero TejedoHa.

OTtMmeTka 00 WCIIOJIIHUTENEe MOXKET JOMOJIHATHCS HAWUMEHOBAHUEM OJIKHOCTH, CTPYKTYPHOTO
MOJIpa3/ICIICHUS U 3JICKTPOHHBIM aJIPECOM HCTIOTHUTEIIS.

OtmeTka 00 ucnomHuTeNne 0POPMIISIETCS Ha JIMIIEBONW CTOPOHE IMOCIETHETO JINCTA JOKYMEHTa OT
TPaHUIIBI JICBOTO ITOJISI HJTH, IPH OTCYTCTBUH MECTa, - Ha 00OPOTHOM CTOPOHE BHHU3Y CJICBA.

ITpumep —

3a0eaun UBan AHjpeeBuY,

KoHTposbHOe ynipaBjieHune, BeAyIUii CIelHATHCT,

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

Otmerka 00 HCHONHUTENE MOXET O(OPMIATHCA KaK HIDKHHH KOJOHTUTYN M I€YaTaThCs
MIpUGTOM MEHBLIETO pa3Mepa.

OTtMeTKa 0 3aBepeHNH KONHMH.

OObpazoBaTenbHasi OpraHu3alys MOXKET 3aBepATh KOMHUU TOJIBKO TeX JTOKYMEHTOB, KOTOpHIE
CO3JIAIOTCS B HEH, a Tak)Ke B ClIydyasiX, MPEAyCMOTPEHHBIX B a03alie BTOPOM HacTosMIero mynkra. Komus
JOKYMEHTa M3rOTaBIMBACTCSI U BBLAAETCA TOJIBKO C pa3pelleHHs] PYKOBOJIUTENSI OpraHU3aluu, ero
3aMECTUTENIEH MIIU PYKOBOJIUTENS CTPYKTYPHOT'O TIOApa3IEICHUS.

B ciydyae moAroToBKM JOKYMEHTOB HJIsi MPEJOCTaBICHHUS CYAEOHBIM OpraHam, MpH pEHICHUU
BOIPOCOB I10 MPHUHATHIO JIUIl Ha paboTy, o0ydyeHHe, YAOCTOBEPEHUSI MX TPYAOBBIX U JPYTHX IPaB BO
B3aMMOOTHOUICHUSIX C YYpEeXKICHHEM, a Takxke IMpu (OPMUPOBAHUU JIMYHBIX Jel PaOOTHHUKOB
06H1606pa30BaTeJIBHa$I opraHu3anusa MOXCT HU3TOTAaBJIMBATL KOINMU JOKYMCHTOB, BbIJAHHBIX APYTrUMHU
YUPEKIECHUSAMH (KOTTHH TOKYMEHTOB 00 00pa3oBaHUU U JP.).

[Ipu BBIJAYe KOMHMM JOKYMEHT BOCHPOM3BOIUTCS TMOJHOCTRIO (OnaHkK o0Opa3oBaTeNbHOM
OpraHu3aliu, HoMep, /1aTa, COACpPKAHUE U T. [I.).

B mpaBom BepxHem yray konuu numercs cinoBo «Komus». Ilpu Bblgadye Konmuu € KONUU
cienyernucaTh «Komus ¢ komum».

Ecimm xomus AJIe BHYTPCHHCI'O  IMOJIB30BaHHA, TO IJId 3aBCPCHUA HHUIKC PCKBU3UTA
«[ToAnmUCH»IIPOCTABISIOT 3aBEPUTEIbHYIO HAAMKUCH: «BepHO»; AOMKHOCTH JIHIlA, 3aBEPSIOLIET0 KOIHUIO;
JMYHYIOTIOANUCH; paciIn(POBKY MOANUCH (MHUIMAIBI, (PaMUIINIO); AaTy 3aBEPEHHUS.

[Tpumep -

Bepno
Cexperapp/CnennajncT no Kaapam
JIM4HasA NOANUCH B.B. UBanoBa

10.10.2023

Ecnu xomust Bblmaercss i OPEACTaBICHUS B JPYryl0 OpPraHu3aluioo, TO OTMETKa O
BaBepeHI/II/IKOHI/II/I JOITOJIHACTCS HAAIIMCBHO O MECTE XpaHeHI/DI I[OKyMeHTa, C KOTOpOI‘O 6]:1)13. HN3Tr0TOBJICHA
KOMWUS, U 3aBEPSAETCS NEYaThI0 OpraHu3alkH.

ITpumep —

[Topnmuunank nokyMenTa HaxoauTcs B MbOY UepHoBckas mikosna B aene Ne 12-k 3a 2022 rog.

I[JBI HpOCTaBHeHI/IH OTMCTKH O SaBepeHI/II/I KOIINU MOXET UCIIOJIB30BATHCA IITAMII.
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OTMeTKa 0 MOCTYIVICHUH JOKYMEHTA.

OTMmeTka O TMOCTYIUIGHMM JOKYMEHTa CIYXHUT JUJIsl TIOATBEPXKICHHUS (pakTa MOCTYIUICHUS
JOKYMEHTa B OpPraHU3allMI0 U BKIIOYAET JATy IMOCTYIUIEHHS M BXOJSIIUN PETUCTPALMOHHBIA HOMED
nokyMmeHTa. [Ipu HeoOXOIUMOCTH OTMETKA O MOCTYIUICHHH MOXET JOMOJHATHCS yKa3aHHUEM BPEMEHU
MOCTYIUICHHUS B YacaX U MUHYTaxX U Ccroco0a T0OCTaBKU JOKYMEHTA.

OTMmeTKa 0 MOCTYIUIEHUH JOKYMEHTa MOXKET MPOCTABISATHCS C IOMOILBIO IITaMIIa.

Pe3oaronusn.

Pe3omonust cCOAepUT yKa3aHWe IO HWCIOJHEHHWIO JOKyMeHTa. Pesomrorus odopmisieTcss Ha
CBOOOJTHOM MecTe pabodvero MmoJjs JOKyMEHTa, Ha OJJaHKe PE30TIOIMN WIIM BHOCHTCSI HETIOCPEICTBEHHO B
CUCTEMY DJIEKTPOHHOTO JOKYMEHTO000pOTA.

Pezomrorust BKIOUaeT: (Gpamminio, WHHUITHATIBl WCHOJHUTENS (MCIOJHUTENEH), MOpydYeHHe IO
JOKYMEHTY, MPU HEOOXOJUMOCTH - CPOK HCIIOJIIHEHHs, MOMAMUCH JIMIIA, BBIHECIIETO PE30JIIOIHIO, ATy
PE3OJTIOIIHH.

Pezomronusi, Kak MOpaBWIIO, MUILETCA OT PYKU PYKOBOJUTEIEM Ha TMOJIJIUHHUKE JOKYMEHTa
HacBOOOIHOM OT TEKCTa MECTE.

IIpumep —

®avunansa U.0.

IIpomy moaroroBuTs Npenoxenus k 10.11.2021.

INoanucek

Jlara

OTMeTKa 0 KOHTpOJIE.

OTMmeTKa 0 KOHTpPOJE CBUIECTEIBCTBYET O MOCTAHOBKE JIOKYMEHTa Ha KOHTPOJb, MPOCTABISAETCS
LITaMIIOM WJIX IPOU3BOJUTCS 3aIUCh OT pyKu «KOHTPOJIb» Ha BEPXHEM I10JI€ TOKYMEHTA.

KonTposto noiexaT Bce 3aperucTpupOBaHHbIE TOKYMEHTHI, TPEOYIOIINE UCTIOIHEHNUS.

CpOKI/I HUCITOJIHCHU S JAOKYMCHTA YCTaHAaBJIMBAIOTCA B COOTBETCTBUHU cO CpOKamu,
0003HAaYEHHBIMU3aKOHO/IaTEIbCTBOM, ~ OpraHM3aleii, HampaBUBILIEH TOpydyeHHE WIH MpochOy,
pacropsaIuTeIbHBIMI0OKYMEHTOM WIIM PE30JIIOLMEN pyKOBOAUTEINSE 00pa30BaTEIbHOM OpraHu3alliy.

Cpoxk npoctasinsercs B GopMe AaThl 3aBEPILICHUS UCIIOTHEHUS.

OTMeTKa 0 HANIPABJIEHUM TOKYMEHTA B JI€JI0.

OTMeTKa O HampaBlICHUH JOKYMEHTa B JIEJI0 OMpPEAEsieT MECTO XpaHEHUs JOKYMEHTa IOCIe
3aBepIICHUs pabOTHI C HUM M BKJIIOUAET: ciioBa «B meno», HHIEKC /1e7a o0 HOMEHKJIAType JIell, B KOTOPOoe
MOMEIIAeTCsl JOKYMEHT Ha XpaHEeHHe, ¢ YKa3aHHeM Toja, JOJDKHOCTH JHUIa, O(pOpPMHBIIETO OTMETKY,
MOJIHCH, TaThl.

[Tpumep —

B nesio Ne 01-18 3a 2020 r.

Cexperapb

IMognmucs Jata

OTMeTKa O HampaBJIICHHMM AOKYMEHTA B JE€JI0 MOYKET JOMNOJHATHCS KPAaTKUMHU CBEICHUSIMH O
XapakTepe UCTIOJHEHUS JOKYMEHTA.

4. TpeGoBaHuUs K COCTABJIECHHIO HEKOTOPBIX BH/I0B IOKYMEHTOB

IIpukas.

[Ipuka3 - mnpaBOBOM JIOKAJIbHBIA HOPMATUBHBIA aKT, KOTOPBIM M3MA€TCS €IUHOJIUYHO
pyKoBoIuTENEM 00pa3oBaTeNbHON OpraHM3allid M YIOCTOBEpSET pelIeHHs OpraHU3alMOHHO-
pachopsAUTENLHOTO XapaKTepa.

HpI/IKaBBI H3Aa0TCA MO OCHOBHBIM BOIIPOCaM ACATCIBHOCTH, a,Z[MI/IHI/ICTpaTI/IBHO-XOBHﬁCTBeHHBIM
BOITPOCAM M KaJPOBBIM BOIIPOCaM (JTMYHOMY COCTaBY) 00pa30BaTEIIbHOM OpraHU3aIuy.
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[Tpuka3 moANuUCHIBaeTCS B COOTBETCTBUU C TPEOOBAHUSIMH, YKa3aHHBIMH B [1o0KeHHH.

[Tocne monamucaHusi MpUKa3a W3MEHEHUs] W/WIIU JOMOJIHEHUS B HErO BHOCSATCS MyTE€M H3JaHUA
HOBOT'O TPUKAa3a O BHECEHUN U3MEHEHUH W/UITH JOTIOTHECHUH.

[Ipuka3, xak mpaBmiio, odopmisieTcss Ha OmaHKe 0Opa30BaTEIIPHOW OpraHU3aIlMU B TIEYATHOM
BUJIC.

[Ipuka3 uMmeer cienyromre peKBU3UThHI: HAUMEHOBaHUE 00pa30BaTEeIbHON OpraHu3aluy COTJIacHO
ycTraBy; HauMmeHoBaHue Buja aokymeHTa (ITPMKA3), mata, HOMEp, MECTO COCTaBJICHHS, 3ar0JOBOK K
TEKCTY, TEKCT, HAMMEHOBAaHHE JIOJDKHOCTH, MOJAMUCH AOHKHOCTHOIO JUIA (MHULUANBI, (aMIINs), BU3BI
COTJIACOBAHUS, 03HAKOMJICHHS.

JlaToii mpukasa (pacropsKeHHUs ) sIBISETCS 1aTa ero noanucanus. Jlara opopmisiercs mudpoBsiM
CIIOcOOOM; HOMEp COCTOMT U3 3HaKa «Ne» 1 mopsakoBoro Homepa npukasza: ot 00.00.0000 Ne 000.

Copep:xaHue MpUKaza KpaTKO M3JaraeTcsl B 3aroJIOBKe, KOTOPbIM HaunmHaeTcs ¢ npeiora «O» u
COCTaBJISIETCSI ¢ TIOMOIIBIO OTIJIATOJIBLHOTO CYIIEeCTBUTEIHHOTO («O0 yTBepKIeHUH...», «O CO3aHuM...»)
WU cymecTBUTENbHOTO («O0 UTorax...»).

B mpukasax TeKCT u3naraetcsi OT MepBOTO JIMIA €IMHCTBEHHOTO YHca ((«IIPUKA3BIBAIOY).

Bo Bpemsi o3HakOMJIEHHSI C NMPUKA30M YKa3aHHBIMH B HEM JIMIAMU Ha IEPBOM SK3EMIUILIpe
MIPHUKa3a MPOCTABIISIFOTCS TOIMUCH C YKAa3aHUEM JaThl 03HAKOMIICHUSI.

Howmepa cTpanui mpocTaBisioTCs MOCEPEIUHE BEPXHETO MOJIs JINCTAa HAUMHAs CO BTOPOTO JIUCTA.

[Tpukaszpl HyMEpYIOTCS B TOPSAKE MX M3JIaHUS B Mpeleiax KaJICHIAPHOTO Troja; MPUKa3bl 1O
OCHOBHOM J€SITeNTbHOCTH U TIO KaJpOBBIM BOMpocaM (JINYHOTO COCTaBa) UMEIOT OTAENbHYIO MOPSIKOBYIO
HYMEpaLHIO.

[Ipu Hymepany NpUKa3oB J0MYCKAaeTCs UCIOJIb30BAHUE JOTIOHUTEIbHBIX OYKB.

[Tpumep:

K- kanpsi;

JI- TMYHBIH COCTaB;

O/l- ocHOBHAaA 1eATEIbHOCTD;

Y- ob0yuarwmmecs.

[Ipuka3 BcTymaer B CHIIy ¢ MOMEHTa €ro MOJIHCAHHS PYKOBOAHMTEIEM 00pa3oBaTelbHOU
OpraHM3alliy, eciIi B TEKCTE HE YKa3aHO APYToro Cpoka.

[Tpukassl peructpupyrorcs B Kuure/xxypHanie peructpanuu NpukazoB (npunoscerue 2).

[Tpukazer hopmupytorcst B Jlemo ogmH pa3 B kBapraid. KHura/skypHal MpOHYMEPOBBIBAETCH,
MIPOITHYPOBBIBAETCS, CKPEIUISAETCS MOAMUCHI0 PYKOBOJAUTENS U TIeUaThi0 00pa30BaTeNbHON OpraHu3aIiun
(npunoscenue 1). B xonue kamenmapHoro roma Jlemo (e Oomee 250 nmctoB) odopmisieTcs B
cootBeTcTBHH ¢ IlonoxeHnem 06 apxuse.

IIpuka3bl 10 OCHOBHOM J1eATEJIbHOCTH.

Tekcr mpukasza 1Mo BONPOCaM OCHOBHOM JEATEIBLHOCTH OOpa30BaTEIIbHOM OpraHU3AIMH COCTOUT
U3 JBYX 4YacTell - KOHCTaTUpYIoeH (mpeaMOyIibl) U pacoOpsIIUTEIbHOM.

B koHCTaTHpyoled 4acTu OTpa)KaroTCA LEIU U 3a/1a4d NPEANUChIBAEMbIX JACHCTBUH, NPUYUHBI
W3/IaHMs TIPUKA3a, TaeTCA CChUIKA HAa JOKYMEHT, MOCIYKUBLIUNA OCHOBaHUEM JUIsl TIOJITOTOBKHU MPHUKA3a.
VYka3aHHasi 4acTh MOXKET HauMHAThCS co cioB «Bo ucnonnenwue...», «C 1eNpl0...» U TOMY MOJ00HOE.
Eciy 1OKyMEHT M3aeTcsi Ha OCHOBaHUM JIPYroro paclopsAUTENbHOTO JOKYMEHTA, B KOHCTaTUPYIOLIEH
YacTH YKa3bIBaeTCsl Ha3BaHHE BUJAA 3TOTO JOKYMEHTa, ero aBTop (MunucrepctBo, COBET MUHHUCTPOB U
1p.), JaTa, HOMEP U 3arojoBOK. Touka B KOHIIE KOHCTATUPYIOLIEN YacTH HE CTABUTCA.

PacnopsiautensHas yacth npuka3a HaunHaetTcs co cioBa [IPUKA3BIBAIO, koTopoe neuaraercs
C HOBOM CTPOKM OOJBIIMMHU OyKBaMH 0€3 OTCTYIUIEHHUS OT JIEBOTO MOJIS U KaBBIUEK, MIOCIIE YeTro CTABUTCS
JBOETOYHE.

PacniopsimuTenbHas 4yacTh JAETUTCS HAa MYHKTHI M TOIMYHKTHI, KOTOPhIE HYMEPYIOTCS apaOCKUMHU
uudpamu. B kax10M MyHKTE JOHKHBI OBITh YKa3aHbl HCIIOJHUTENN, KOHKPETHBIE 3aaHUsl (TOPYUEHHUS) U
CPOKM HUX BBINOJHEHHs. VICTIOMHUTENM MOTYT OBITh Ha3BaHBI TaKXke OOOOIIEHHO: «PYKOBOIUTEISM
METOJIMYECKUX OOBEIUHEHUIN», «3aMECTUTENSAM AUpPEKTopa». IIpu 3TOM, Kak IMpaBUIIO, HE MPUMEHSETCS
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HalMCAaHWE HEKOHKPETHBIX TMOPYYEHUM, KOTOPBIE COJEpKAT CJIOBA: «YCKOPUTBY», «YIyUILIUTHY,
«aKTHBU3UPOBAThHY, «0O0OPaTUTh BHUMAHUE», «COBEPIICHCTBOBATEY, IIPOAOKUTHY U T.II.

OtnenvHBIC 3a1aHUs (HApUMeEp, 3aIaHUS, COIEepKaIie MUPPOBLIE TaHHBIE) MOTYT O(DOPMIIATHCS
B BHUJE MPUIOKEHHUS K IPHUKAa3y CO CChUIKOMW Ha HHUX B COOTBETCTBYIOUIMX ITyYHKTax IpUKa3a H
o OpMIIFOTCSI COTTIACHO JaHHBIM PexoMeHmanusmM.

Crpanuipl npuKa3a v NpUIIOKEHU HyMEPYIOTCS KaK €IMHBIN JOKYMEHT.

Ecnu npuka3oM OTMEHsIETCS IPEAbIAYIIUN PaCIOPAIUTEIbHBIN JOKYMEHT, B PACIOPSAIUTEIbHON
YaCTH YKa3bIBAETCA IYHKT, KOTOPBIM TOJKEH HAYMHATHCA €O CIIOB: «[Ipu3HaTh yTpaTuBIINM CHITY...».

W3meHeHus, BHOCUMBIEC B TIPHUKa3, O(OPMIISIOTCS OTACTbHBIM MPUKA30M, KOTOPBIN JOKEH UMETh
TaKo 3arojoBok: «O BHECEHWH U3MEHEHUN W/WUJTU JIOTIOTHEHUH B IPHUKA3 ...» C YKa3aHHUEM JaThl, HOMEpa,
3aroJioBKa paclopsIuTENbHOTO JOKYMEHTA, B KOTOPBIM BHOCSTCS U3MEHEHUs. PacnopsiaurenbHasl 4acTh
MIPUKA3a HAUMHAETCS C TAKOTO MYHKTA!

1. BHecTu u3MeHeHus B IPUKA3...

Jlanee oTaeNbHBIMU MOAIYHKTAMU (DOPMYITHPYIOTCS U3MEHEHUS B PACIIOPAIUTENbHBIN TOKYMEHT.

IIpumep —

1) MyHKT 2 U3JI0KHUTH B CIICYIONIEH PEeIaKInu;

2)IYHKT 3 UCKIIIOYUT;

3) ab3a1r BTOpOl myHKTa 4 JOTOJHUTE CIIOBAMH...

Ecnu usMeHeHus B pacropsIUuTENbHBIN TOKYMEHT O(QOPMIISIFOTCSI Ha OTJEIBHOM JIUCTE (JTUCTax),
B [IEPBOM ITYHKTE PaCHOPSAIUTEIbHON YaCTH NPUKA3a YKA3bIBACTCS:

1. BHecTu n3MeHeHus B...

[TocnenHuii TyHKT pacmoOpsSAUTEIbHON YacTH B Cllydae HEOOXOJMMOCTH MOXKET COJEP)KaTh
pEelIeHre O BO3JIOKEHUH Ha TOJDKHOCTHOE JTUI0 (PYHKITUI IO KOHTPOJIO 32 UCTIOTHEHHEM MTPUKa3a.

IIpuka3bl 10 KAAPOBBIM BONPOCAM.

[Tpuka3bel 0 KaapoBBIM BOMpOcaM (JTMYHOMY COCTaBY) O(QOPMIISIOTCS KaK B YHH(PHUITUPOBAHHOM
¢dopme (ITocranoBnenue I'ockomcrata PO ot 05.01.2004 Ne 1 «O06 yTBepKIeHUH YHU(DHUIIMPOBAHHBIX
¢bopM NepBUYHOI YUETHOH TOKYMEHTALUU M0 YUETY TPYy/la ¥ €r0 OIUIAThI»), TaK U B TEKCTOBOM.

JlaHHBIN BU PUKA30B 0POPMITSIETCS B BUJIE MHAUBUAYAIBHOTO WIIA CBOJIHOTO.

B wHauBUayampHOM TpHKa3e conuepkuTcss mHpopmaius 00 OJHOM paOOTHUKE, B CBOJAHOM - O
HECKOJIbKUX, HE3aBUCHUMO OT TOT0, KaKHE€ YIPaBJICHYECKHE PELICHHS 10 HUM NPHUHUMAIOTCS (TIPHEM Ha
paboTy, Ha3HaYeHUE Ha JOJIKHOCTh, IIEPEBO] HA APYTYIO TOJDKHOCTH (padoTy), YBOJBHEHHE U JIP.).

CopepxaHue MHAMBUAYAIBHOIO IpUKa3a MO KaJpoBBIM BOINpOCAM (JIMYHOIO COCTaBa) KPaTKO
U3JlaraeTcs B 3arojloOBKe, KOTOpBIM HauumHaeTcss ¢ mpemiora «O» W COCTAaBIAETCS C TOMOILBIO
OTIJIarOJIBHOTO CYHIECTBUTENBHOr0: «O Ha3HAYEHUHU...», «O MPUHATHH...». B CBOIHBIX MpPUKa3aX MOXKET
MIPUMEHSTHCSI 0000IIEHHBIH 3arooBoK: «O KaJIpoBBIX BOMpocaxy, «O JUUYHOM COCTaBE.

B Tekcre mpukasza mo KaapoBBIM BOIpOcaM (JMYHOMY COCTaBY), KaK MPABUIIO, KOHCTATUPYIOIIAS
4acTb HE OTMEYAeTcs.

PacniopsimuTenbHas yacTh TMpUKa3a HAYMHAGTCS, Kak MPABUIIO, C TJaroja B HEOIMpeaelIeHHOU
dbopme: «lIpunarey, «Haznauntey, «llepeBectn», «OOBIBUTH» U TOMY ITOI00HOE.

Jlanee ykaspIBaroTcsa (aMuiMs, WMs, OTYECTBO (IIPU HAIM4YMM) pPaOOTHUKA, HA KOTOPOTO
pacrnpocTpaHsieTcsl IeHCTBUE MpUKas3a, U TEKCT MpHKaza. B cBogHOM mpukasze ¢paMuIuM JIMIl B Ipeaeiax
MYHKTOB pa3MeEIaloTCs 1Mo anaBuTy.

B npukaze o Ha3HauYeHUM WM YBOJIbHEHUH PaOOTHHMKA yKa3bIBaeTCs MOJHAsS JlaTa (4UCI0, MECHIl,
roa) GpakTHUECKOro BBIXOJa pabOTHUKA HA paboTy (IIpeKpalleHus: TPYAOBbIX OTHOLICHHUH), pa3Mephl €ro
JOJKHOCTHOTO OKJIa/1a COTJIACHO IITaTHOMY PaclUCaHUIO.

B cBogHOM mpukasze Mo KaJpoBBIM BONpPOCaM (JIMYHOMY COCTaBY) B PACHOPSAMTENBHYIO 4acTb
BKJIIOYaeTCsl MHQpOpMaIus, KOTopas pa3Mellaercs B TaKOW IOCIEJI0BAaTEIbHOCTU: MpHUEM Ha paborty,
NepeBOJl, YBOJIbHEHHE.

B kax10M myHKTe nprKas3a o KaJApoBbIM BOIIPOcaM (JIMUHOMY COCTaBY) YKa3bIBae€TCS OCHOBAHUE
OTHOCUTEIIFHO €ro Mu3JaHus (3asBleHUE pabOTHHKA, TPYAOBOW JOroBOp (COrjamieHue), JOKJIaxHast
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3ammcKa, MPEeICTaBICHUE, XOJaTaliCTBO, PEIICHHE aTTECTAllMOHHOW KOMHUCCHH 0011eo0pa3oBaTebHOM
OpraHu3aIyu) U T.1.

Pacnopsi:kenne.

Pacniopskenue - pacrnopsiAMTENbHBIA JIOKaJIbHBIM HOPMATUBHBIA IIPABOBOM aKT, KOTOPBIM
U3JaeTCs PYKOBOIAIIMM paOOTHUKOM OOpa30BaTEIbHOW OpraHu3aluu (HampuMmep, 3aMecTUTENeM
PYKOBOIUTENS, PYKOBOJAUTENIEM CTPYKTYPHOTO TOJpa3JeNieHus) IO BOIpocaM HH(POPMaIMOHHO-
METOINYECKOT0, aMUHUCTPATUBHO-XO35IMCTBEHHOI'O U OPraHU3al[MOHHOIO XapaKTepa, BXOIALIMM B €TI0
KOMIIETEHIIMIO.

PacnopspxeHneM opopMIISIOTCS BOIPOCH! KPATKOCPOYHOI'O OJJHOPA30BOI'0 XapaKTepa.

PacrniopspkeHust COCTaBISAIOTCS aHAJOTMYHO MpUKa3aM (B NMEUYaTHOM BapuaHTe) MOXKHO 0e3 ciioBa
«[TPUKA3BIBAIO».

KoHcTratupyromas 4acTb TEKCTa B PACIHOPSDKEHUSX OTIEISETCS OT PACHOPSIUTENBHON 4YacTu
cinoBamu: «IIPEJIJIATAYO», «PEKOMEHJIYIO», «OBA3BIBAIOy», « CHUTAKO HEOBXOJMMbIM».

Pacniopspkenust peructpupyrorcs B KHure/>KypHane perucTpaliv pacnopsbKeHul (npunoosicenue
2). Knura/xypHan IpoHyMEpOBBIBAETCS, IPOLIHYPOBBIBAETCS, CKPEIUIAETCS MOAINUCHI0 PYKOBOAUTENS U
neJaThio 0Opa3zoBarenabHOI opranuzanuu. Pacniopsokenust popmupyrores B [leno onun pa3 B kBaptai. B
KOHIIe KajeHaapHoro ronxa emno (ae 6omee 250 muctoB) odopmisieTcss B cooTBeTcTBUM ¢ [lomoxxeHnem
00 apxuBe.

IIporoxoJ.

[Tporiecchl MpUMEHEHUST YIPaBICHYECKUX PEIICHUN 00pa30BaTEIbHOW OpraHU3alued U CcaMu
peleHust JOKYMEHTUPYIOTCS C IOMOUIbIO IPOTOKOJOB KOH(EpPEHIMH, MEeAarorHiyecKuX COBETOB,
KOMUCCHM U TIp.

B mnporokonax 3aceraHuil KOJUIETHMAJbHBIX U COBEIIATEIbHBIX OPraHOB TEKCT M3JIaraercsi OT
TPEThEro JIMIAa EAMHCTBEHHOTO 4YHCNa («IIeIarorH4eCKHil COBET... IOCTAHOBISET», «COOpaHHE...
PELINIION).

[IpoTrokon cocraBisieTcsi Ha OCHOBAaHUM 3alHCeH, CAETaHHBIX HEMOCPEJICTBEHHO BO BpeMs
3acejaHuil, INpPEACTaBICHHBIX TEKCTOB M TE3HCOB JAOKIAJ0B U BBICTYIUIEHUH, CIPAaBOK, MPOEKTOB
pELICHHUIA.

ITpoTOKOI MOKET COCTABIATHCA KaK B PYKOIIMCHOM, TaK M B IEUaTHOH (opme.

JlaToii mpoTOKOJIa ABISIETCA JaTa NpOBEIAEHUs 3acenaHus. Ecim 3acemaHue MpoaoKaloch
HECKOJIBKO JTHEH, TO YePe3 TUPE YKA3BIBAIOTCA IIEPBbIN U NIOCIECIHUN JE€Hb 3aCECIaHuUs.

Homep mpoTokona AOMKEH COOTBETCTBOBATH IMOPSIIKOBOMY HOMepy 3acedanus. Hymepanus
IIPOTOKOJIOB BENETCSI B Ipeneiax KaJeHJAapHOTO Toja OTIENbHO IO KaXAO0M TIpylme MNpOTOKOJIOB
3acejaHusl COOTBETCTBYIOIIETO KOJJIETHaIbHOTO OpraHa.

B pexkBu3uTe «MECTO 3acelaHus» YKa3blBAa€TCAd HA3BaHHE HACEJIIEHHOTO IYHKTa, B KOTOPOM
COCTOSIOCH 3aCe/IaHuUE.

3aroJoBOK K TEKCTY NMPOTOKOJA JOJDKEH OTOOpakaTh BUJ 3acelaHus (COBEIIaHue, coOpaHue,
KOH(EPEHIIHS | T.I1.) UM KOJUIETHATBHON IeATeTLHOCTH (KOMHUCCHS, COBET, COOpaHue, paboyasi rpyIina u
T.Il.) U BKJIIOYaTh HA3BaHUE BU/IA JJOKYMEHTA.

TekcT mpoTOKOIa COCTOUT U3 BBOAHON U OCHOBHOM YacCTEH.

BBoanas gacth conepxkut nocrosiauyro napopmanuio (ciosa [IPEJJCEIATEJIb, CEKPETAPD,
[MIPUCYTCTBOBAJIM) wu mnepemenHyr (dbamuius, WHUIUAATB Tpeacenarens, CceKkperaps |
npucyrcTByonmx). I[Ipun HeEo0XOAMMOCTH YKa3bIBalOTCS JOJDKHOCTH TPHCYTCTBYIOIIMX, a TaKke
MHULMANbBI, GaMWINKA JOJKHOCTHU JIMII, MPUIJIAIIEHHBIX Ha coBellaHue. [Ipu xonmyecTBe Y4acTHHKOB
6onee 10 cocraBisieTcsi CIMCOK MPUCYTCTBYIOIINX, KOTOPBINA MPUIIaraeTcsi K MPOTOKOITY.

Ecmu mpotokon odopmisiercss B mewatHoit hopme, To cioa [IPEJICEJIATEJIb, CEKPETAPD,
[MPUCYTCTBOBAJIM nedaTaroT OT HYJIEBOTO MOJOXKEHUS Ta0YIATOpa, OT 2-TO MOJOKEHHS TadynaTopa
CTaBUTCSI TUPE, MHULIMAIBI U (aMUIMHU MUIIYT B UMEHUTEIbHOM majexke. GaMUINKU NPUCYTCTBYIOLIUX
pacrionaratorcsi B aipaBUTHOM MOPSIIKE U IIeYaTAIOTCs yepe3 | MeKCTPOUHBII MHTEpBa.
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BBopHas yacTh IpOTOKOJIA 3aKaHUMBAeTCs MOBecTKOM aHA. CroBa «[loBecTka AHA» meYaTaroT OT
HYJIEBOIO IOJIOKEHHsI TalyJisaTopa, MOciIe HHUX CTaBUTCA JBoeToude. Bompocsl MOBECTKH JIHS
HyMepyroTcs apabckumu mrdpamu. Kax bl HOBBII BOIIPOC Me4aTaroT OT 1-To MoyioskeHus Tadynaropa.

ITocnenoBaTenbHOCTh PacloIOKEHUS! BOIIPOCOB ONPEIENAETCS CTENEHbI0 UX BaXKHOCTU. Borpocs!
NEPEUYHCISIIOTCS B UMEHHUTEIbHOM majaexe. Jlokmazn (otder, coobuieHne, nHpopMmanus), HaMMEHOBAHUE
JOJKHOCTH, MHULMAIBI U (PaMIIIMIO JOKJIaJ4MKa MUIIYT B pOAUTEIbHOM majexe. He pekomennyercs
BKJIIOYAaTh B TMOBECTKY JHsA Bompoc «PasHoe». Kaxnaplii Bompoc MOMKEH OBITh KOHKPETH3HUPOBAH.
dopMupoBaHUE BOIIPOCOB B MOBECTKE AHSA HaunHaeTcs ¢ mpesiora «O (O0)».

OcHOBHas 4yacThb MPOTOKOJIA COCTOUT M3 pa3fesioB, KOTOPbIE JOJKHBI COOTBETCTBOBATH MyHKTaM
MOBECTKHU AHA. Pa3nensl HymepyroTcs apabCKuMH LudpaMy U CTPOSATCS 110 TaKOH cxeMe:

CJIYIIAJIA - BBICTYIIWJIN - PEHIWJIN (IIOCTAHOBUJIN),

VYkazaHHbIE CJIOBAa IeYaTaroTcsi OOJbIIMMU OykBamMHM 0€3 OTCTyma OT TpaHMLbl JEBOIO IOJS.
ITocne 3TUX CIIOB CTaBUTCSI IBOETOUHE.

[Tocne cnoBa CJIIVIIAJIN yka3biBaeTcsi KpaTKW TEKCT BBICTYIUICHHSI OCHOBHOTO JOKJIAT4YMKA.
daMuIMsg ¥ MHUIHMATIB! KQXKI0TO JOKIJIQAYUKa NIeUaTaloTcs ¢ HOBOM cTpoku. KpaTkuii TEKCT BBICTYIUICHUS
U3JIaraeTcs B TPEThEM JIMLIE €IMHCTBEHHOTO YKCIIa.

TekcTbl UM Te3UChl JOKIAI0B M BBICTYIUICHHH, O(OPMIICHHBIE KaK OTHAENbHBIE JOKYMEHTHI, B
TEKCT MPOTOKOJa He BKIOYaroTcs. Ilocie cBemeHui O AOKIaIUMKe CTaBUTCA THUPE U YKa3bIBAeTCA:
«Teker gokiaga (BBICTYIIIIEHHS ) IPUIIAraeTcs K MPOTOKOILY.

[Tocne coBa BBICTYIINJIN dhuxcupyroTcsi BRICTYIUICHHS TEX JIMI], KOTOPBIC PUHSIIA y4acTHE B
o0CyXJIeHUH JT0KIaja. BeicTymieHust ohopMIIIOTCs B IPOTOKOJIE € yKa3aHUEM JO0JDKHOCTEH, haMunuii u
MHUIMAJIOB, BBICTYNAIOIIMX B MMEHUTEIBHOM MajeXke, a TAKKe C KPATKUM H3JI0KEHHUEM COAEp)KaHUs
BONpoca U O0TBETOB Ha Hero. CojepikaHue BBHICTYIUICHUI HM3J1araercsi OT TPEThEro JHIA €IHHCTBEHHOTO
qucia.

[Tocne cmosa PEIIMJIM (IIOCTAHOBUJIN) ¢ukcupyercs MNpUHATOE pEHICEHHE IO
00CyX/laéMOMYy BOIIPOCY IIOBECTKM JHSA. PelieHue MOMKHO ObITh KOHKPETHBIM U BKJIOYATh
COCTABJISIOLINE, KOTOPHIE OTBEYAIOT HA CJIEYIOIINE BOIIPOCHL: KOMY, YTO CEJIaTh U B KAKOM CPOK.

Pemenus, copepkaiiye HECKOJIBKO BOIPOCOB, MOAPA3JCNAIOTCS Ha IYHKThl U IOJAMYHKTHI,
KOTOpBIE HyMepyloTcsl apabckumu 1udpamu. [1oAmyHKTB HyMepyroTcs IIUPpaMHu ¢ TOUKOM.

B cnyuae, xoraa Ha 3acefaHUM INPUHUMAETCS pelleHHe 00 yTBEpP)KICHHM JOKYMEHTa, KOTOPBIH
o0cyXnaics Ha 3acellaHUM, 3TOT JOKYMEHT MpUJIaraeTcsi K MPOTOKOJIY U B HEM JIENAaeTCsl CChbUIKa Ha
HOMEp M JaTy npoTokoia. [Ipu Hamuuum Apyrux JOKYMEHTOB, KOTOpPBIE PACCMATPUBAINCH HA 3acE/laHUM,
u (pakT o0CYXIeHHUS KOTOPBIX ObUT 3a()MKCHPOBAH B TEKCTE NMPOTOKOJA, OHU HYMEPYIOTCS apabCKUMU
uudpamu (Ilpunoscenue 1, Ipunoscenue 2). B COOTBETCTBYIONMIMX MyHKTAX MPOTOKOJIA JETACTCS CChLIKA
Ha 3T MPUIOKEHUSL.

ITpoTokon moamuceIBaeTCsl MpeCceNaTeNbCTBYIONIMM HA 3acCeJaHMM KOJUIETMaJIbHOIO OpraHa U
CEKpETapeM.

Beinucka U3 npoTokosia — TOYHAs KOIMS 4acTH TEKCTa MOAJIMHHOIO IPOTOKOJIA, OTHOCALIErocs
KTOMY BOIIPOCY TOBECTKH JHS, IO KOTOPOMY TOTOBUTCS BBINMHMCKA. BBIMUCKA M3 MPOTOKOIA COAEPIKUT
CIIEAYIOIIME PEKBU3UTHI: HaMMEHOBaHHME OOIIe00pa30BaTENbHOM OpraHM3allii, Ha3BaHUE BHJA
JOKyMEHTa (BBIIKCKA U3 MPOTOKOJA), laTa 3acedaHusl, MECTO COCTaBJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT,
MOJIIUCH, OTMETKY O 3aBEPEHHUU KOIHH.

[TpoTokonbl peructpupytorcss B Kuure/xypHaie peructpaiyv NpOTOKOJOB (npunosicerue 3).
KHura/skypHan NpOHYMEpOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIUIAETCS MOIMUCHIO PYKOBOIAMTENS U
neJaThio 0OpazoBaTenbHOM opraHuzanuu. [Iporokonsl ¢popmupyores B Jleno oaus pa3 B kBapTai. B
KOHIIe KajeHaapHoro rona emo (ae 6omee 250 muctoB) oopmisieTcss B cooTBeTcTBUM ¢ [lomoxxeHnem
00 apxuBe.

Cayxe0Hoe MUCBMO.

Cry>xeOHOE THCEMO COCTABIISIETCS C IEJIbI0 0OMeHa MH(POPMAIIMEH U MPECTaBIsAET COOOM:

- OTBCTbHI O BBIIIOJIHCHUHN SaI[aHHﬁ, OIMPCACIICHHBIX B aKTaX OPraHOB FOC}’,Z[&pCTBGHHOﬁ BJIaCTH,
MOPYYCHUSX BBICIINX JODKHOCTHBIX JTHII,
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- OTBETHI Ha BBHIIIOJHEHNUE TIOPYUYECHUH BBIIIECTOSAIINX OpraHU3aIHii;

- OTBETHI Ha 3aIPOCHI IPYTUX YUPEKICHUN;

- OTBETHI HA OOpAIEHUs TPAKAAH;

- OTBETHI Ha 3aIPOChl HA HUHPOPMALIUIO;

- UHUIIMATUBHBIC THCHMA;

- CONIPOBOIUTENBHBIE TUCHMA.

- Cityxke0HOe chMO oopmItsieTcst Ha OaHKe 00pa30BaTeIbHOM OpraHU3aIiy.

ITucemMo nMMeeT creayrolue peKBU3UTHL: J1aTa, PErHCTPALMOHHBIA HOMEp (MCXOJIAIIMIA), CChUIKA
Ha PErUCTPaLlMOHHBIA HOMED (BXOASAIINN) U 1aTy NOKYMEHTA, HAa KOTOPBIMA aeTcsl OTBET (IpU HATUYUN),
azipecat, 3aroJIoBOK, TEKCT, OTMETKa O HaJW4MU NPUIOKEHUH (B ciaydyae HEOOXOAMMOCTH), MOAIMMKCH,
ceeaenus 06 ucnonaurene (O.1.0., KOHTaKTHBINH HOMep TenedoHa).

JlaToii muceMa sIBIsieTCs JaTa ero MoAlnucaHus, KOTopas J0JKHA COBMAAATh C AaTOW perucTpanuu
HCXOJSIIEH KOPPECTIOHICHIINH.

OCHOBHBIM PEKBU3UTOM CIIYKEOHOTO MUChbMa SBISETCA TEKCT, KOTOPBIN, KaK MPaBUJIO, COCTOUT U3
IBYX yacTell. B mepBoii yactu ykas3piBaeTCs MpUYMHA, OCHOBaHHUE WJIK 000CHOBaHKE NOATOTOBKU MUCHMA,
IPUBOASTCS CCBIJIKM HAa JOKYMEHTBI, KOTOpbIE OBLIM OCHOBAaHUEM AJISl €ro cocTaBieHus. Bropas vacth
BKJIIOYAET BBIBOJIBI, IPEIOKEHUS, TPOCHOBI, PEIICHUS U T. 1., KOTOPbIE pa3MelaTcs ¢ ad3ana.

Kak npaBuiio, B mucbMe 3aTparuBaeTcst OAUH BOIIPOC.

Texct mucbMa HM3maraeTcss OT MEPBOTO JIUIA MHOXKECTBEHHOI'O YHCIAa C MCIOJIb30BAHUEM CJIOB:
«IIPOCUM COOOIIUTD...», «PAZBICHAEM, UTO...).

Caiyxe0HOoe MHCbMO MOANUCHIBACTCS PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3alIiH.

Cnpaska.

CrnpaBka - TOKYMEHT, TOATBEPKIAIOMINNA KaKue-Tu00 (DaKThI W COOBITHSI.

CrpaBku OBIBAaIOT IBYX BUJIOB:

CrpaBka a1 ONUCaHUS WIM TOATBEPXKIACHUS (AKTOB, WIM COOBITMH B JAEATEIbHOCTH
OpraHH3aIlHH.

CrpaBKkH COCTaBIIAIOTCSI 1O YKa3aHUIO BBIIIECTOSIIEH OpraHU3aluud WIH PYKOBOIMUTENS
o0pa3oBaTenpHON OpraHu3anuu Uil WH(GOpMAMKU O BHINOTHEHWH IUIAHOB, 3aJaHHN, MOPYYEHUN H
MIPEJICTABISAIOTCS B YCTAHOBJICHHBIE CPOKH.

Texcm makou cnpasku cocmoum u3 08X yacmel.

B mepBoit wactu msnaratorcs ¢akThl, MOCTYXXUBIIHAE IMOBOJOM K €€ HAllMCAaHWIO, BO BTOPOH -
MIPUBOJIATCS KOHKPETHBIE NaHHbIC. BBIBONBI M MPEANIOKEHUS B CIpaBKe HE Nal0Tcs (32 UCKIIOYCHUEM
AHATTUTUYIECKOM ).

CrpaBka qoKHA OOBEKTHBHO OTPa)KaTh COCTOSIHHE JIEN, €€ COCTaBICHHE TPEOYeT TIIATEIHHOTO
cbopa 1 MpOBEPKHU CBEACHHI, MOTYT IPUBOAUTHCS TAOIUIIBI.

CrpaBku, COCTaBIEHHBIC AJI1 PYKOBOJAUTENSI OPTaHU3AIMH, TIOITUCHIBAET COCTABUTETb.

CrpaBkH, KOTOpBIE COCTABIISIFOTCS O YKa3aHMIO BBIIIECTOSIIECH OpraHu3allM, MOJMUCHIBAET
PYKOBOJIUTENH 00111€00pa30BaTEIbHON OpraHn3aIlig.

JlaTo¥ cripaBKU SIBJISIETCS 1aTa €€ MOAMMCaHUS.

CrpaBkH, yI0CTOBEpSIONINE IOpUandeckre (pakThl: TOATBEPKICHUE MecTa PabOThI, 3aHUMAeMON
JOJKHOCTH, pa3Mep 3apabOTHOM TUIAThI U T.J.

Jlnist HUX TPUMEHSIOTCS YHU(UIIMPOBAaHHBIE TpadapeTHbIe OJaHKH.

Takoro poma cmpaBkM BbIIAIOTCA MO 3alpocaM 3aWHTEPECOBAHHBIX JHI[ (COTPYAHHUKOB) WIIU
YUPEKIECHUN U PETUCTPUPYIOTCS B )KYPHAJIE BBIJaBAEMBIX CIIPABOK.

JlokyiaxHas 3amucka.

JloknamHas 3amucKa - JOKYMEHT, aJpeCOBAaHHBIA PYKOBOJMUTEIIO W HH(POPMHUPYIONIUN €ro o
CIIOKUBIIEHCS CUTyallu, UMCBHICM MCCTO ABJICHUU WU (baKTe BBIIIOJTHEHHOH paGOTBI, a TaKXeE
COJIep KAl BBIBOJIBI M MPEIJI0KEHNSI COCTABUTEIIS.

JlokmaiHast 3amrcKa MOYKET BBITIOIHATHCS PYKOIIUCHBIM CIIOCOOOM.
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TexkcT mokmagHON 3amMCKH JETUTCS Ha JIBE YacTH: NepBasi - KOHCTATUPYIOIIas, T M3JIaraloTcs
MUMEBIIIME MECTO (aKThl MM OIHCHIBACTCS CUTYallUsl, U BTOpasi, B KOTOPOH M3NaraeTcs MpeaioKeHHE,
npocs0a.

TekcTy NOKIIaJHOM 3alMCKH 0053aTENIbHO MPEANIECTBYET 3arojIOBOK, HAYMHAIOUIHICS C TPEAIora
«O», «O0».

Jloknamnas 3anvcka opopmirsieTcst Ha JIMcTe Oymard.

AKT.

AKT - JOKyMEHT, COCTABJICHHBI HECKOJIbKUMHU JUIIAMH U TOATBEPKIAIOIINNA yCTAaHOBIICHHBIC
bakTel W JedcTBUA. AKTBl O(QOPMIISIIOTCA MO pe3ysibTaTaM pEeBU3HM, NpU NpueMme-niepenaye e,
CIIMCAaHUH UMYIIECTBA U TOMY IMOJA00HOE.

AKT odopmiiseTcs Ha CTaHAApPTHOM Jiucte Oymaru dhopmara A4 1 UMeeT CIEAYIOIINEe PEKBU3UTHI:
Ha3BaHHE TOKYMEHTa, rpud yTBepxkaeHus (Ipu HEOOXOAUMOCTH ), JaTa M MECTO COCTABIICHUS, 3ar0JIOBOK
K TEKCTY, TeKCT, TOJIUCH JIUI (HE MEHee TpeX ), KOTOPbIe COCTABIISIIM aKT.

TekcT akTa COCTOUT U3 BBOJHOM M KOHCTATHUPYIOIIEH YacTEN.

B BBO/IHOI yacTu yKa3bIBalOTCSI OCHOBAHUS JUIsl COCTABJICHMSI aKTa U Ha3bIBAIOTCA JIMLA, KOTOPHIE
COCTaBUJIM aKT WJIM TPUCYTCTBOBAIH IMPHU 3TOM. B KOHCTATHUPYIOIUIEH YacTH H3Jaraetrcs CyTh, 3a/1adH,
XapakTep MpojeJaHHON paboThl, YCTAaHOBJICHHbIE (AaKThl, MPEIOKEHHS U BbIBOJLL. KoHCTaTupyromas
9acTh MOXET 0(hOPMIIATHCS B BUJIC TaOIHIIBI. B KOHIIE TEKCTa aKTa 3aMUChIBAIOTCS JAHHBIE O KOJMYECTBE
HK3EMILIAPOB aKTa U UX MECTO HAXOXKACHHUS.

AKT MOAMHUCHIBAETCS BCEMH JIUIIAMU, IPUHUMABIIMMH Y9aCTHUE B €70 COCTABICHHH.

Jluno, nmeroniee 3aMe4aHusl K COJEP>KaHUIO aKTa, MOJAMUCHIBACT €ro U U3jaraeT CBoe MHEHHE Ha
OTJICTBHOM JIUCTE, KOTOPBIN MPUIAraeTcs K aKTy.

Tenerpammsl, Tese(oOHOrpaMMBbl, (PAKCUMUJIAAPHASA CBA3b.

OTO JOKYMEHT IO OINEpaTUBHBIM BOIpPOCaM, IEepeAaBaeMblii MO Teae(OHYy M 3aluChIBAEMBIN
MIOJIYy4YaTeJIEM.

OO0s3aTenbHBIMY PEKBU3UTAMU TAKUX JOKYMEHTOB SIBJISIOTCS:

- HAMMEHOBAHUE YUPEXKICHUHN aJipecaHTa u ajpecara;

- PEKBU3UT «OT KOTO» U «KOMY» C yKa3aHHEM JOJDKHOCTH, (PaMWIINU, U OTYECTBA JTOJKHOCTHBIX
JINLL,

- HOMED, AaTa ¥ BpeMs IIepefadu v IpuemMa J0KyMEHTa;

- JOJDKHOCTHU M (paMUIIMK TIepeIaBIIeTo U MPUHSBIIETO JOKYMEHT;

- HOMepa TeseoHOB;

- TCKCT U IIOAIIUCH.

[TocTtynuBnie NOKyMEHTBI JOJDKHBI HMETh TE€ JK€ PEKBU3HUTBI, YTO M OTIPABIAEMBIC, 3a
HUCKIIFOUCHHUEM IIOAITHCH.

JIOKYMEHTBI COCTaBIIIOTCA B OJHOM DK3EMIULIPE U TOJNHUCBHIBAIOTCA PYKOBOAMTEIEM WIIN
OTBCTCTBCHHBIMHU HCIIOJTHUTCIBHBIM.

JIeKTPOHHbIE IOKYMEHTHI.

[Topsinmox coctaBneHusi, oQOPMIIEHHS M COIJIACOBAHMSI MPOEKTOB AIIEKTPOHHBIX JIOKYMEHTOB
OCYIIIECTBISETCS MO OOMIMM TIPaBHIIaM JEJIONPOU3BOACTBA, YCTAHOBICHHBIM B OTHOIICHUH aHAJIOTUYHBIX
JOKYMEHTOB Ha OyMa)XKHOM HOCHUTeNe. OJEKTPOHHBIA JOKYMEHT JOJDKEH MMETh pPEKBHU3UTHI,
YCTaHOBJICHHBIE JJII aHAJIOTHYHOTO JOKYMEHTa Ha OyMa)kHOM HOCUTEJE, 3a HCKIIOYCHHEM OTTHCKA
MeYaTu.

B mepeuens 00s3aTeNbHBIX CBEIEHUN O JOKYMEHTAaX, UCHOJB3YEMbBIX B IIENSAX ydeTa M IMOUCKa
JOKYMEHTOB B CHCTE€Max JJIEKTPOHHOTO JOKYMEHTOOO0OpoTa o00pa3oBaTelbHOW OpraHu3aluu B
COOTBETCTBHHU C MPABUJIAMH JIEIIONPOU3BOJICTBA B 00pa30BaTEIbHON OpraHU3aIH, BXOJIAT:

- aJIPECaHT;

- aJipecar;

- TOJIKHOCTD, (haMUIIMS U MHUIUAIIBI JIUIA, TOAMUCABIIET0 JOKYMEHT;

21



- BUJI JOKYMEHTA;

- laTa IOKyMEHTa;

- HOMEp JOKYMEHTA;

- JlaTa MOCTYIIJICHUS TI0KYMEHTa;

- BXO/JISIIIIUN HOMEP TOKYMEHTA;

- CChUJIKA Ha UCXOMSIINN HOMEp U J1aTy JOKYMEHTa;

- HAUMEHOBAHUE IOKYMEHTA;

- UHJIEKC JIeNa;

- CBEJICHUS O TIepeaipecany JOKYMEHTa;

- KOJIMYECTBO JINCTOB OCHOBHOT'O JJOKYMEHTA;

- KOJINYECTBO IIPUIIOKEHUH;

- 00111ee KOJIMYECTBO JUCTOB MPHUIIOKEHUH;

- YKa3aHHUs 110 UCTIOTHCHUIO IOKYMEHTA;

- momkHOCTh, ©.M1.O. ncnoaHuTens;

- OTMETKa O KOH(UICHIINATHLHOCTH.

B cocraB [OMOTHUTENBHBIX CBENEHUNH OO0 AJIEKTPOHHOM JOKYMEHTE MOTYT OBITh BKJIIOYECHBI
CBEJICHHSI: HANMEHOBAHUE aBTOpA JOKYMEHTA (€Clii aBTOp HE COBMAAACT C a[PECAHTOM (OTHPABHUTEIIEM )
ANIEKTPOHHOTO JIOKYMEHTa), OTMETKa O IEPEeHOCe CpPOKa KCIOIHEHHSI JOKYMEHTa, CPOK XpaHEHHs
JOKYMEHTa, HAaWMEHOBAHUS TPUIOKEHUH K DSJIEKTPOHHOMY JOKYMEHTY, KJIIOYEBBIC CJIOBA, CTaTyC
JTOKyMeHTa (IIPOEKT, BEPCHs), BUJ TIEpeIaun JOKYMEHTa (3JIEKTPOHHOM MOYTOM, MOYTOH, (pakcoM | T.1.)
U Jp.

Cpoku XpaHEHHS SJIEKTPOHHBIX JTOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHUS JIOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOAATEIHHBIMA W WHBIMH HOPMAaTHBHBIMH IPaBOBBIMU akTamu Poccuiickoit
®denepanyy, TUIOBBIMU NEPEUHIMH 1711 aHATIOTUYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

5. Opranu3zauusi JOKYMEeHTO000POTAa U MCIIOJIHEHUS IOKYMEHTOB

IIpuem 1 00padoTKa NOCTYNAOIIMX JOKYMEHTOB.

JIBrKeHrEe NOKYMEHTOB C MOMEHTa MX CO3JIaHHs WJIM MOJYYEHHs O 3aBEPIICHUS MCIOJHEHUS
WJIH OTIIPABKH 00pa3yeT T0KyMEHTOO0O0pOT.

B nokymenTooGopore  oOpa3oBaTenbHOM  OpraHM3alill  BBLACISIOTCA  CIIEAYIOIIue
JIOKYMEHTOIIOTOKHU:

a) BXOJAIIAst KOPPECTIOHACHIINS (FOpUINYECKUE U (PU3NIECKUE JTUTIA);

0) ucXosIIass KOPPECMOHACHITUS (FOpUInIecKie U (PU3NUecKue JTUIa);

') BHYTPEHHSA JOKYMEHTAIUSI.

JlocTaBka M OTIpaBKa JOKYMEHTOB OCYILECTBISAETCS, KaK IPAaBWJIO, CPEACTBAMU INOYTOBOW MU
AJIEKTPOHHOM CBS3H.

JIOKyMEHTBI, MOCTyMawle B 00pa30BaTENbHYI0 OPraHU3alMio, MPOXOASAT IEPBHUHYIO
00paboTKy, perucTpauuio, NpeaABapuTeIbHOE PacCCMOTPEHNE, epeaady pyKOBOJICTBY Ha pacCMOTpPEHHUE,
NEePEAI0TCsl UCIIOJHUTEISM U TI0CIIE UCTIOIHEHNS TOMEILAI0TCS B AeTa.

[Tpuem u nepBuuHas 00pabOTKa JOKYMEHTOB OCYILIECTBIISIETCS CEKPETAPEM.

Cekperapb NpPOBOAMT: NPOBEPKY IPABUIBHOCTH aJpPECOBAHUS IOCTYHAIOIIMX JIOKYMEHTOB,
MIPaBUJIBHOCTH JOCTABKU M KOMIUJIEKTHOCTH JOKYMEHTOB; COPTUPOBKY TOKYMEHTOB Ha MOJJIEKAIINE U HE
MO/JIEXKALUE PETUCTPALIUH.

[Tony4yeHHbIE KOHBEPTHI C KOPPECIOHJACHIMENH BCKPBIBAIOTCSA, MPU 3TOM IPOBEPSETCS HAIMYHE
BJIO)KCHMM, a TaK)K€ YKA3aHHBIX B JOKYMEHTaX MPWIOXKECHUH. B ciydae mOBpeKIeHUs YNAKOBKU H
BJIO’KEHUH 100 OTCYTCTBUS MPUIIOKEHHUH COCTABIISIETCS aKT B IBYX 3k3eMIULsipax. OIMH SK3eMILIp aKTa
HaNpaBJISIETCs] KOPPECIOHCHTY, BTOPOH MPUOOIIAETCs K MOCTYHUBILIEMY JOKYMEHTY.

OmubouHO MpHCIaHHAas KOPPECMOHIECHUUS MepechliaeTcs MO MPUHAIIEKHOCTH, €CIH U3BECTEH
azpec noiydvarens. B npoTUBHOM ciiyyae KOPPECIIOHACHIIMS BO3BPALIAETCS OTIPABUTENIO.

KonBepThl OT mocrynaromeid KOppeCcnoHACHIMN COXPAHSIOTCS W MPUJIATAIOTCS K JTOKYMEHTaM
JUIIb B TOM CIy4yae, KOI'Zla TOJBKO IO HUM MOYKHO YCTAaHOBUTBH aJpec OTIPABUTENSA WIM, KOTJa JaTra
[IOYTOBOIO IITEMITENSI UMEET 3HAYEHHUE B KAUECTBE JJ0KA3aTEIbCTBA BPEMEHU MOJYyYEHHUSI TOKYMEHTA.
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CriennanancToM He BCKPBIBAIOTCS KOHBEPTHI IMUCEM C HAAMMUCBIO «INYHO». OHU nepenarTcs 1o
HA3HAYCHMUIO.

Wudopmanus U TOKYMEHTHl O JEATEIBHOCTH 00pa3oBaTeIbHON OpraHU3alld, HE yKa3aHHbIC B
gacTu 2 ctathu 29 denepanpHoro 3akoHa oT 29 aekadbps 2012 roma Ne 273-03 «O6 obGpa3zoBaHuu B
Poccuiickoit ®@eneparum», MNPEACTABISIOTCS PYKOBOAUTENEM 00pa30BaTENIbHOM OpraHu3alu IO
00pallleHNI0 TpakAaHnHa JU00 AOKHOCTHOIO JIMIA TOCYAAPCTBEHHOIO OpraHa MM OpraHa MECTHOIO
CaMOYIIpaBIIEeHUs B Clly4asX M MOpsAAKe, IPEAYCMOTPEHHBIX 3aKOHOIATEIbCTBOM Pocculickon
denepanuu.

[IpencraBnenne wuHGOpPMALMKM UWHBIM OpTraHU3AIMAM O JEATEIBHOCTH 00pa30BaTeNbHOU
OpraHu3alK OCYLIECTBISETCA y4peIuTelleM OpraHu3allii, B OTHOLIEHUH KOTOPOHM Takass MH(pOpMaius
3arpamnBaeTCs.

IIpenBapuTeibHOE pacCCMOTPEHUE TOKYMEHTOB.

Cekperapp © (WIHM) JIMIO, OTBETCTBEHHOE 3a BEACHUC JCIIONMPOU3BOACTBA, IPOBOIUT
Hpe,Z[BapI/ITeJ'H:HOG paCCMOTpeHI/Ie ,Z[OKYMGHTOB B LOCJIAAX BBIACJICHUA HN3 BCCI0O MaACCHUBaA HOCTYHI/IBH_Ieﬁ
KOPPECIIOHACHIIMM  JOKYMCHTOB, TPEOYIOIIUX  00S3aTeIbHOI0  PACCMOTPEHHS  PYKOBOAUTEIEM
o0pa3oBaTeNbHON OpraHu3alnu.

OcHOBaHHMEM ISl TPHHATHS PEHICHUS B XOJC MPEABAPUTECIBLHOTO PACCMOTPEHHS SBISCTCS
CoJIepKaHUE TOKYMEHTA, a HE aJIpeCOBaHUE JOKYMEHTA COOTBETCTBYIOIIEMY PaOOTHUKY.

PesympTaToM  MpeaBapUTENIBHOTO  PACCMOTPEHHS — SBIISIETCS — HANpaBIeHHE  JOKYMEHTa
PYKOBOIUTENIO 00pa30BaTENbHOM OpraHu3allMd WIM JODKHOCTHOMY JIMIy B COOTBETCTBHH C
YCTaHOBJICHHBIM PACIIpee/IEHUEM 00sI3aHHOCTEH MEXIy PYKOBOJAMTEIEM M JTOJKHOCTHBIMH JIUI[AMHU TSI
BBIHCCCHU A yKa33.HI/I}I I10 UCITIOJTHCHUIO ,Z[OKyMeHTa.

Perucrpanust 10OKyMeHTOB.

[lepenaya MOKYMEHTOB Ha PETUCTPALMIO MPOU3BOJAUTCSA TOJBKO IOCJIE UX IMPEABAPUTEIHHOIO
paccMOTpPEHHUSI.

Peructpanuu mojjexar Bce JOKYMEHTBHI, TpeOyIollMe ydyeTa, MCIOJHEHUS, WCIOJIb30BaHUS B
CIOPaBOYHBIX IEJISIX, KaK IOCTYMAIIIUE W3 JAPYrMX OpraHu3aluii ¥ OT YaCTHBIX JIMI, TaK U
oOpa3yroluecs B MpoLecce NeATeIbHOCTH 00pa30BaTeIbHOM OpraHu3aluy.

He momiexat perucrpanuu mo3apaBUTEIbHBIC MUChMa, TEIETPaAMMBI, TPUTIIACUTEIIbHBIE OUIIETHI,
uHpopmanus g CBEACHMs, OyXrajaTepckue AOKYMEHThl MEpBHYHOTO ydera. [ HHMX cocCTaBiseTcs
[IEpeUEHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Peructpanuss JOKYMEHTOB NPOU3BOAUTCS C II€NbI0 OOECeueHusi HX YydeTa, KOHTPOJS 3a
WCIIOJTHEHUEM H OTIEPATUBHBIM HCIIOJIb30BAaHHEM WH(OPMAIIUH.

Peructpanus J0KyMEHTOB IIPOU3BOJUTCS B ICHb UX MOCTYIIJICHHUS.

JlomyckaeTcsi OTMETKa O MOCTYIUICHUH JTIOKYMEHTa B OpraHu3alyio MPOCTABIATH B BUJIE IITaMIa
WM OT PyKHU B HIDKHEW 4acTH JIMIIEBOW CTOPOHBI MIEPBOTO JIUCTA JOKYMEHTA UK Ha ero 000poTe.

Perucrpanusi TOKyMEHTOB 3aKJIIOYAETCS B BEACHUU 3aMKUCH YUYETHBIX JAHHBIX O JOKYMEHTE IO
YCTaHOBJICHHOW PErucTpallMoHHOW (Qopme, KOTOpbIM ¢ukcupyercss (HakT co3laHus, OTIPABICHUS WU
IIOJIyYE€HUsI JIOKyMEHTa IIyTEM NPOCTaBIEHMS Ha HEM DPETUCTPALlMOHHOIO MHJEKCAa C IMOCIEIyoLIeH
3aMKChIO B YKa3aHHBIX PopMax HEOOXOJUMBIX CBEICHUN O TOKYMEHTE.

JIOKyMEHTBI, TOCTyHaromue B 00pa3oBaTENbHYIO OpPraHU3ALMUIO, PETUCTPUPYIOTCS B
Kuure/xypHaine perucrpanuu BXOAsIIEH KOPPECIOHACHIINHY, a T€, YTO OTIPABIAIOTCS U3 Hero, - Kuure/
KypHaJe perucTpaluy UCXOIAIeH KOPPECTIOHICHIINHU (npuniodcerue 3).

PacnipenesieHue NOCTYNAKIINX JOKYMEHTOB.

[Tocne peructpanuu JOKYMEHTBI IEPEIAIOTCS HA PACCMOTPEHUE PYKOBOJIUTENIO 00pa30BaTeIbHOM
OpraHH3aIlHH.

[Tocne paccMoTpeHUst PYKOBOAWUTENEM TOKYMEHTHI BO3BPALLAIOTCS CEKpeTapio u(Win) ULy,
OTBETCTBEHHOMY 3a BEJICHUE JCOMPON3BOICTBA, I IEPECHECCHUS YKa3aHU MOUCTIOTHEHHIO TOKYMEHTA
B JKYpPHaJl PETUCTPAllUM BXOJAMIMX JOKYMEHTOB. B COOTBETCTBHHM C YKa3aHMSIMHUIIO MCIIOJHEHUIO
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MOJUIMHHUK JOKYMEHTa HamlpaBisieTcsi paOOTHUKY, SBISIOUIEMYCS OTBETCTBEHHBIMUCIOJIHHUTENEM, a
COUCIIOJHUTENISAM HAIPABISAIOTCS KONMM JOKYMEHTOB (€CIM HMMEIOTCS), O 4YeM JelaeTcs OTMETKa B
KHure/>)xypHaine perucTpanuy BXOIAIIUX TOKYMEHTOB.

DOJNEeKTPOHHBIE COOOIEHHS, MOCBUIAEMBIE IO AJIEKTPOHHOM MOYTE, HUCIOJHSIITCS aHAaJIOIMYHO
JOKYMEHTaM Ha OYMa)KHBIX HOCUTEJISIX C YUETOM ONPEAEICHHOM crelM(HUKH B MPOIIECCe UCTIOIHEHUS.

Iopsaok 00padoTKN U MPOX0AKAEHUS UCXOASAIIHUX U BHYTPEHHUX TOKYMEHTOB.

[lopsamox  MOATOTOBKM  MCXOAAIIMX  JOKYMEHTOB  BKJIIO4aeT B ceba pabory 1O
COCTABJICHUIONIPOEKTA JOKYMEHTA, COTJIaCOBAHUIO, MOMMCAHUIO (YTBEPKACHUIO) U OTIIPABKE.

Jlo mepemaum  NOKyMEHTa Ha  MOANUCH  HCHOJIHUTENh  JIOJDKEH  IPOBEPUTH €0
COJIepKaHue,MPAaBUILHOCTh OGOPMIICHHSI, HAIMYUE HEOOXOAMMBIX BH3 W MPWIOKEHUU. J[OKymMeHT
Mpe/ICTaBIsIeTCSIHA MTOANKUCH BMECTE C MaTeprallaMy, Ha OCHOBaHMH KOTOPBIX OH FTOTOBHUJICS.

BHyTpeHHrne JOKyMEHTHI O(OPMIISIOTCS U HUCHONHSIOTCA (WCIONB3YIOTCS) B Ipelenax
o0pa30BaTeNbHON OpraHu3aluu.

BHyTpeHHUE TOKYMEHTHI (IOKJIaJHbIC 3aIUCKH, CIIPABKH, CBOJKH H JIpP.) pAaCCMATPUBAIOTCATEMHU
JOJKHOCTHBIMHU JIMIIAMH, KOMY OHHM HaIrlpaBJIeHBbI.

OTBETCTBEHHBIE 3a JIEJIOMPOU3BOJICTBO MEPe/ cAadeil KOPPEeCHOHACHIIMU Ha OTIPaBKY JOJKHBI
00s3aTeTbHO  IPOBEPUTHh MPAaBWIBHOCTH €€ odopMieHHs U  ajapecoBaHus. KoHBepToBaHUe
KOPPECMOHICHIIMU U JPYTUX MOYTOBBIX OTIPABICHHUN MPOU3BOAUTCS CTPYKTYPHBIMH MOJpa3IeICHUSIMHI
OpraHu3alHH.

Peructparuss  OTHpaBlisieMbIX JOKYMEHTOB OCYIIECTBISICTCS B J€Hb WX IOAMHCAHUS
(YTBEepXKIeHUSI) WM Ha CIAEAYIOIHMA padounii JeHb. PerucTpalvioOHHBIH HOMEp ITOKyMEHTa W Jara
pETUCTpAIMK MPOCTABISIOTCS Ha MOUIMHHUAKE TOKYMEHTA B PEKBU3UTAX OJaHKA M HA KOIIHUHU,0CTAIOMIEHCS
B Jlesie 00pa3oBarenbHON opranu3anuu. CipaBOUHBIM anmapaToM ISl UCXOASIINUX JOKYMEHTOB SIBISIETCS
KYpHAII PETUCTPALIUU ITHX JOKYMEHTOB.

OTnpaBKy HCXOASIIUX JOKYMEHTOB IPOM3BOJUT CEKpeTapb MU (WMJIM) JIMIIO0,0TBETCTBEHHOE 3a
BeleHUEe  Jenonpou3BojcTBa.  CpodHas ~ KOPPECHOHACHLHUsS  OQOPMIISIETCS ~ HOTIPABISCTCS
HEe3aMeUIUTEIHHO CeKpETapeM.

Cekperapp MpOBEpSET MPABWIBHOCTH O(GOPMIICHUS HUCXOISAIIMX JOKYMEHTOB, MPOU3BOJIUT
COPTUPOBKY JOKYMEHTOB IO CMOCOoOy JOCTaBKM KOPPECHOHIEHIMH afpecaTy (mpocTtas, 3akas3Has,
MexayHapoaHas u Jp.).HenpaBuibHO oopMIIEHHBIE TOKYMEHTHI M KOPPECTIOHICHIUS HECITy:KeOHOTO
XapakTepa K OTIIpaBKe HE MPUHUMAIOTCS U BO3BPAILAIOTCS JIUILY, TOATOTOBUBIIEMY TIOKYMEHT.

OtmpasisieMasi 10 MOYTE€ KOPPECHOHACHIIMS MPOXOJUT YHNAKOBKY, aJpecOBaHUE, MPOCTABIICHUE
CTOMMOCTH IOYTOBBIX YCIIYT U Mepeavy Ha OTIIPAaBKY B MECTHOE OTJIEJICHUE CBS3H.

Ha 3aka3Hyr0 KOppECHOHIESHIINIO, Ha JIOKYMEHTHI C TOMETKON «/[Jist ciry’keOHOTo MOIh30BaHUS
COCTaBJISIETCSI PEECTP, KOTOPBIM 3aTeM BO3BpAIACTCA CEKpeTapr Y4YeOHOW dacTh | (WIW) JIHILY,
OTBETCTBEHHOMY 32 BEJICHHE JICTIONPOU3BOJICTBA, C PACIIUCKONW paOOTHUKOB ITOYTOBOTO OTIEIICHUS CBSI3U
WJIM UHOTO JIMLA, 00ECTIeUnBaIOIIEero OTIPaBKy TO0KYMEHTOB.

[lepemaga ¢ wWCMONB30BAaHUEM CPEACTB (HAaKCHMHIBHOW CBSI3U JOKYMEHTOB, COJEPKaIINX
ClIy’)keOHyI0 HMH(QOpPMAIMI0 OrPaHUYEHHOTO pACIpOCTpAaHEHHUs, B TOM 4YHUCIE C TMoOMeTKod «Jlng
CIIy’)keOHOTO TONB30BaHUSAY», HE pa3pemaercsa. Kareropudecku 3ampemiaercs repenada Mo cpeacTBam
(aKCUMUIILHOM CBSA3U CEKPETHBIX JOKYMEHTOB.

C wucnonp3oBaHuEM CcpeAcTB (HaKCUMHIBHON CBS3M MOTYT OBITh TMEpelaHbl MaTepuaibl
TEKCTOBOT0, TAOJUYHOTO MU IpaUuecKoro xapakTepa, UCIOJHEHHbIE TUIIOTPadCKUM, MAIIMHOMUCHBIM
WIN PYKOMHCHBIM CIOCOOOM B YEPHOM WJIM TEMHO-CHHEM I[IBE€T€ C YETKUM U KOHTPACTHBIM
n300pakeHreM (TepBbIC IK3EMIUISPBI UM UX KCEPOKOIHH) Ha 0eoil Oymare ¢ MUHUMAJIbHOW BBICOTOM
OykB u mudp 2 mm. OO6beM mepeaaBaeMoro B T€YCHUE OJHOTO CEaHCa CBSI3U IOKYMEHTA, BBITTOJTHEHHOTO
Ha Oymare ¢opmara A4, He JOIKEH MPEBBIIATD MATH JIUCTOB.

OTBETCTBEHHOCTh 3a COJIep)KaHue HHQPOpPMAINH, IEepelaBaeMOil C HCIOJIb30BAaHUEM CPEICTB
(hakCHUMUIILHOM CBS3H, BO3JIaraeTcs Ha UCIIOIHUTENS, MOArOTOBUBILETO (hakcorpaMMy JUIsl epeaayu.

Oco0eHHoCTH padoThI € JIEKTPOHHBIMYU JOKYMEHTAMH.
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B o0Opa3oBaTenbHO OpraHu3aiuy co3Aat0Tcs U UCIIONb3YIOTCA:

- DJIEKTPOHHBIE JOKYMEHTBI, CO3[aBacMble B DJJEKTPOHHOU (opme 0e3 mnpeaBapUTEIHHOIO
JOKYMEHTHPOBaHUS Ha OyMa>KHOM HOCHUTEIIE;

- DJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, MOJYYEHHbBIE B PEe3yJIbTaTeé CKaHUPOBAaHUS JOKYMEHTOB U
XpaHSAIIUECS B CUCTEME 3JIEKTPOHHOTO IOKyMEHTO000poTa.

[IpueM m oTmpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYILECTBIISIFOTCS OTBETCTBEHHBIM 3a BEJICHHE
JIeTIOTIPOU3BOICTBA B 00pa30BaTeIbHON OpraHU3aIHH.

DNEeKTPOHHBIE JTOKYMEHTHI CO3JAI0TCs, 00padaThIBAIOTCS M XPAHATCS B CHCTEME 3JIEKTPOHHOIO
JOKYMEHTO000poTa 00pa3oBaTeIbHOI OpraHu3aluy.

DNEeKTPOHHBIM JOKYMEHT AOJKEH OBITh OQOpPMIIEH MO OOIIMM IpaBHJIaM JAENONPOU3BOACTBA U
UMETh PEKBU3UTHI, YCTAHOBJIEHHBIC JJIS AHAJOTHYHOTO JOKYMEHTa Ha OyMa)XHOM HOCHTENe, 3a
HCKJIFOYEHUEM OTTHUCKA NIEYATH.

Jlnist TOATBEPKACHUS TTOATMHHOCTH 3JICKTPOHHBIX TOKYMEHTOB B 00pa30BaTeIbHONW OpraHu3aluu
UCIOJIb3YIOTCSL 3JIEKTPOHHbIE UG pOBbIe MoAanucu. Vcnonb3yemble CpeacTBa ANEKTPOHHOU HUQPPOBOI
MOJIMTUCH JIOJKHBI OBITh CEPTU(UIIMPOBAHBI B YCTAHOBICHHOM TOPSIIIKE.

Enuaunein  ydera  3JEKTPOHHOTO  JIOKYMEHTa  SIBIISIETCS  DJIEKTPOHHBIA  JOKYMEHT,
3apETUCTPUPOBAHHBIN B CHCTEME 3JIEKTPOHHOTO JOKYMEHT0000pOoTa 00pa3oBaTelIbHON OpraHU3allHH.
DIEeKTPOHHBIN TOKYMEHT, UMEIOIINN NPUIIOKEHUS], PETUCTPUPYETCS KaK OJJUH JOKYMEHT.

Ilocne oTHpaBKM  DJIEKTPOHHOIO  JOKYMEHTA, 3aBEPEHHOr0  JJIEKTPOHHOM  IOJIHUCHIO
YIOJTHOMOYEHHOT'O JOKHOCTHOTO JIMIIA, JOCBUIKM agpecaTy ero Komuh Ha OyMakHOM HOCHTENe, Kak
NpaBUJIO, HE TpeOyeTcs, 3a HCKIIOYEHHWEM OTBETOB Ha OOpalleHus Tpa)KaaH, MOCTYHNHUBIIHUX I10
MH(OPMALIMOHHO-TEIIEKOMMYHUKAIMOHHBIM KaHajaM, Ha KOTOpbIe 3asBUTENIO JaeTCsi MHUChbMEHHBII
OTBET, HAIIPABJISIEMbIii 110 TOYTOBOMY a/IpECy, YKa3aHHOMY B OOpaIeHuH.

HcnonHeHHble 3JEKTPOHHBIE JOKYMEHTBI CHCTEMAaTH3UPYIOTCS B Jiela B COOTBETCTBUHU C
HOMEHKJIATYpOil Jen oOpa3oBaTelNbHON OpraHM3aluU U MHIEKCUPYIOTCS B TOpSJIKE, YCTAHOBIEHHOM B
OTHOIICHUU [IeJ, COCTaBJICHHBIX U3 JOKYMEHTOB Ha OymaxxHoMm Hocutene. llpu cocraBieHuu
HOMEHKJIATYPBhI J1€]1 B 3aT0JIOBOK JI€J1a BKJIIOUAETCS YKa3aHUE « DJIEKTPOHHBIE JOKYMEHTBI.

NudopmanuonHas 0e30macHOCTb.

Nudopmanimonnbie pecypchl 00pa30oBaTENbHOW OpraHW3allud IO JOCTYMY (BO3MOXKHOCTH
WCIIOJIb30BAaHUS) TOMAPA3ACIAIOTCS HAa OTKPBITYIO (00IIEeIOCTYNHYI0) WH(POpPMAIHIO, CIIY:KEeOHYIO
nH(popMaIuo 1 HHPOPMAIIMIO OTPAHUICHHOTO PAaCIIPOCTPaHEHUs (IOCTYIIA).

K kareropuu oTkpbITON WH(MOPMAIIUKA OTHOCUTCS MH(OpPMAIIHS, COAEPIKAMAsACT B JOKYMEHTaX U
0a3ax MaHHBIX O0Opa30BaTEIbHOM OpraHW3allMy, HETOCPEICTBEHHO 3aTparvBarolias MpaBa U UHTEPECHI
rpaxiaH.

K xareropuu cimyxe6HON HHpOpMaMKU OTHOCUTCS UH(OpMaLHs, coAepKalasics B JOKyMEHTaxX U
0a3ax MaHHBIX 00pa30BATENBLHON OpPraHU3allUU, TPeIHA3HAYCHHAS TS JOJDKHOCTHBIX JIUI U PaOOTHHUKOB,
IIpU BBIMIOJIHEHUU MMH CBOUX (YHKIIMOHAJIBHBIX OOS3aHHOCTEH, HE 3aTparuBarolas HampsMylo IMpaBa
WUHTEPECHl TPAXKIAH U HE OTHOCSINIASACSA K KATETOPUU OTPAHUYEHHOTO PACIIPOCTPAHEHUS (IOCTYTIA).

K kareropum wHGOpMAaMK OTPAaHUYECHHOTO  PACIPOCTPAHEHHUS  (IOCTYyMa) OTHOCHUTCS
uHpopManus, coJiep Karasicst B JOKYMEHTax u 0azax JTAHHBIX, BKITIOYAIOIIAs
CBEICHUSKOH(PHUICHIUATBHOIO XapaKTepa.

Bes undopMmanus, comepxamascs B JTOKYMEHTax W 0a3aX JAaHHBIX, 1O YMOIYAHHIO SIBIISICTCS
OTKpBITOH u oOmenoctynHoi. MckimroueHue coctaBisier HMHGOpMalusi, OTHECEHHas K KaTeropusM
CITy>K€OHOI U OTPaHUYEHHOTO PACIPOCTPAHEHUS (JIOCTYTIA).

Hoctyn mnonb3oBateneil K WHGOpMalUKd OTpaHUYMBAETCS IyTEM OTHECEeHUs: WHGOpPMaIMUK
COOTBETCTBYIOIIECH KAaTeTOPUU W HAJIOXKEHHEM Ha HEEe COOTBETCTBYIOMIEro Tpuda orpaHudeHHS
pacnipoctpanenus. Mudbopmamuss orpaHHYeHHOro jaocTyna cHaOxkaercss rpudom «Jlis cimyxeOHOTo
MIOJIb30BAHUS.

[IpaBom oTHeceHuss HHPOpPMAIMM K KATETOPHUH OTPAHUMYEHHOTO [JOCTyNa U HAaJOKEHUs
COOTBETCTBYIOLIIETO TpHuda obnagaer aBTOp JOKYMEHTa II0 COIJIACOBAaHUIO C PYKOBOJUTENIEM
o0pa30BaTeNbHOI OpraHu3aluu.
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JIOKyMEHTUpOBaHHAass  MHPOpPMALUsA  OrPAaHMYCHHOTO  paclpOCTpaHeHHs  0e3  CaHKIHH
JOJDKHOCTHOTO JIMLA, YCTAHOBUBLIETO PEKUM OTPAaHUYECHHOTO pPACIpOCTPaHEHMsI MJIA  JTaHHOTO
JOKYMEHTA, HE MOUIEXKUT pasrialleHuto (pacnpocTpaHenuto). [IpegocrasieHne nonp3oBaTesiaM J0CTyna
K JIaHHOM WH(QOpPMALUMU OCYLIECTBISACTCS MCKIIOYUTEIBHO II0 COIVIACOBAHUIO C  YKa3aHHBIM
JOJDKHOCTHBIM JIMIIOM ITyTE€M II0JIa4 COOTBETCTBYIOLIEH 3asBKHU.

JIOJDKHOCTHBIE JIMIIA, NPUHSBLIME pelleHHe 00 OTHECeHWH HH(pOopMauuu, 3aUKCUPOBAHHON B
JIOKYMEHTE, K KaTerOpUH OrpaHMUEHHOTO PACIPOCTPAHEHUs, HECYT OTBETCTBEHHOCTh 32 00OCHOBAHHOCTh
IIPUHATOTO PEIIEHUS U €r0 COOTBETCTBUE NCHCTBYIOLIEMY 3aKOHONATEIbCTBY.

Jlnunble nena paOOTHHUKOB, JMYHBIE KAapTOUYKU PAOOTHUKOB, TPYAOBBIE KHIKKH PaOOTHUKOB,
IIPUKa3bl 110 JINYHOMY COCTaBY JAOJIKHBI XPAaHUTHCS B celie WU B METAIMYECKOMIIKaQdYy.

3anucu B TPYJAOBOM KHUKKE MOAIMMCHIBACT PyKOBOAUTENIb 00pa30BaTeIbHON OpraHn3aluu. YuerT,
XpaHEHHE U BbIa4y OJAHKOB CTPOrod OTYETHOCTH: IUIUIOMOB, BKJIAJbIIEH K HHUM, CBUIETEIbCTB,
YIIOCTOBEPEHUI BEJIET 3aMeCTHTENb TUpeKTopa. bianku xpansarcs B ceride.

VYcTraHoBKa M 9KCIUTyaTalusl IPOrpaMMHOTO 00€CIIeUeHUs], OIYYEHHOTO U3 JH0ObIX HICTOYHUKOB U
BBITOJIHAIONIETO (DYHKIIMHM, HE CBSI3aHHBIC HEMOCPEICTBEHHO C BBIIOJHEHHEM pPAOOTHHUKAMH CBOMX
JOJPKHOCTHBIX 00s13aHHOCTEH, KaTerOpUUYECKH 3alpeleHa.

Best mpesncraBieHHas B AJIEKTPOHHOM BHUjAe HH(oOpMarus, mocrymnaronias B 00pa3oBaTeIbHYIO
OpraHu3alMIo0, BOOSI3aTEIbHOM MOPSIKE MOJICKUT IPOBEPKE aHTUBUPYCHBIMU CPE/ICTBAMH.

DJEeKTPOHHAs MOYTa MOKET UCIOJIB30BATHCS MOJIB30BATEISIMH TOJIBKO Uit 0OMeHanH(opMaruei,
OTHOCSIIEHCS K KaTETOPUH, OTKPBITON U CITY)KEOHOU. 3ampeIieHo UCIOIb30BaThICKTPOHHYIO TTOUTY IS
nepeaayn MHGOPMAIMH, OTHOCAIICHCS K KaTErOPUU OIPAaHUYEHHOTO PaCIIpOCTPAHEHHUSL.

6. KonTpoJib 32 HCIOJIHEHHEM JOKYMEHTOB

Opranusanusi KOHTPOJIS.

KonTtpomio moanexar Bce 3aperucTpupoBaHHbIe JOKYMEHTHI, TpeOyrole ncnoiaHenus. Koutponb
UCIIOJIHEHUS JIOKYMEHTOB BKJIIOYAET: y4YeT, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB HCIIOJHEHMS,
HENOCPEACTBEHHYIO MPOBEPKY XOJa NCIIOJHEHUS, IPOBEPKY KaueCTBA UCIOJIHEHMSI, aHAJIU3 PE3YJIbTaTOB
UCIIOJTHEHUS.

KoHTpons 3a WHCHONHEHHEM [OKYMEHTOB YCTaHABIMBAeTCs B IeJAX oOecmeueHus uX
CBOEBPEMEHHOIO M KayeCTBEHHOI'O HCIIOJIHEHUS, IOBBIIIEHHUS YPOBHS OPraHU3aTOpPCKON paboThl U
UCIIOJIHUTENNBCKON JUCIMUITIINHBI.

IIpu mocTaHoBKe NOKYMEHTa Ha KOHTPOJb Ha IIPaBOM BEPXHEM IOJ€ JOKyMEHTa JAejaeTcs
OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (ILITAMIIOM) «KOHTPOJIB.

KoHTpomto nmojuiexar mpukassl, pelIeHusl COBETOB, a TaKXkKe JOKYMEHTHI, OCTyMAloIUe Ha UMs
PYKOBOIUTENSI 00pa3oBaTEIbHONW OpraHU3aIIH.

Opranu3anus KOHTPOJISI UCIIOJHEHUS BKJIIOYAET B ceOs:

- IOCTAaHOBKY JJOKYMEHTa Ha KOHTPOJIb;

- MOHUTOPUHT UCIIOJIHEHHS KOHTPOJIBHBIX MTOPYYEHHUI JOKYMEHTOB,;

- CHATHE UCTIOJHEHHOIO JOKYMEHTA C KOHTPOJIS;

- HalpaBJICHUE HCIIOJIHEHHOT O IOKyMEHTa B JEJIO.

PykoBoauTenn  CTPYKTYpHBIX  TOApa3feNeHHil  00s3aHbl ~ paccMaTpuBaThb  COCTOSIHHE
UCTIOJHUTENIBCKOM JTUCLMIIIMHBI 10 JOKYMEHTaM C MOPYYEHUSMH aJIMUHHCTpALUU 00pa3oBaTeIbHOMN
OpraHu3aIH, a TAK)KE JOKYMEHTBI, IOCTYIHBILUE B aJJpec CTPYKTYPHOTO Mo/pa3AeieHus U Tpedyromue
UCIOJHEHUS, U IOArOTOBKH OTBETA.

JIOKYMEHT CUMTAeTCsi MCIOJHEHHBIM, KOI/Ia PEIIEHbl OKOHYATEJIbHO BCE IOCTaBJICHHBIE B HEM
BOIIPOCHI U COOJIIOJICHBI CIEYIOINE CPOKH:

- €CJIM B IOKYMEHTE [TOCTABJIEH CPOK MCIIOJHEHUS — B YKa3aHHBIHN CPOK;

- JOKYMEHTBI 0€3 yKa3aHHs CpPOKa MCIIOJHEHHS — B MECSIUHBIN CPOK;

- €CJIM B IOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXIHEBHBII CPOK;

- IOpy4YeHHsl 6€3 yKa3aHUsl KOHKPETHOM J1aThl UCTIOJIHEHHSI — B MECSTYHBIN CPOK;

- C IOMETKOW «OoINepaTuBHO» — B 10-IHEBHBII CPOK;

26



- o oOpaleHusM TpaxkJaH, TPEOYIOIINM JOMOJHUTEILHOTO U3YUYEHHUS U MPOBEPKH, — 10 OJHOTO
MecsIla co JHS PeruCTpaIiyu, o OCTalbHBIM — He OoJiee 15 gHeit.

Cpox ncuucisiercs: B KaJIeHJApHBIX JHSIX C JAThl MOAMUCAHUS JOKYMEHTA.

Ecnum mocnenuuii 1eHb MCTIOTHEHUS TOKYMEHTA MPUXOAUTCS Ha HEpaOO4HMil AeHb, OH TOJJICKHUT
MCTIOJTHEHUIO B MPEAIIECTBYIOMNI eMy pabounii 1eHb.

[Ipn HEOOXOAMMOCTH TPOMJICHUS CPOKA WCIIOJIHEHHS JOKYMEHTAa OTBETCTBEHHBIM HCIIOJHUTEINb
MPENCTaBIsIeT Ha UMS PYKOBOJIUTENSI 00pa3oBaTeNbHOW OpraHM3alMH, MJaBIIETO MOpPYyYEHUE,
MOTHUBHUPOBAHHYIO NMPOCKOY O €ro MPOJICHUH HE MO3/IHEE YeM 3a TPH JIHS 10 UCTEUEHUSI YCTAaHOBJICHHOTO
CpOKa, C 4eM CBOEBPEMEHHO Mepeaaercs MH(OpMalus B MPUEMHYIO PYKOBOAUTENS 00pa30BATEIbHOM
OpraHu3aIuu.

IopsaoOK CHATHA JOKYMEHTOB C KOHTPOJISI.

JIOKYMEHTBI CHUMAIOTCSl ¢ KOHTPOJIS, €CJIM PELICHBI IOCTABJIEHHBIE B HUX BOIIPOCHI MM aBTOPaM
JIaH OTBET MO CYIIECTBY.

Ecnu o paspemniaeMoMy BOIIpOCY OKUIAETCA OTBET, TO OH BMECTE C KOIMEN OTBETA 3asBUTEIIO
MOXET HaXOAUTHCS Y UCIIOJTHUTENS HA KOHTPOJIE.

IIpoMexXyTOUHBII OTBET, PaBHO KakK M 3alpoc IO HCIOJIHAEMOMY IOKYMEHTY WIM 4acCTUYHOE
WCIIOJTHEHUE TIOPYYEHHUS], HE ABIJISIETCSI OCHOBAHHMEM U1l IPU3HAHMS IOKYMEHTA UCIIOJTHEHHBIM.

CHATH TOKYyMEHT C KOHTpPOJS MOYKET TOJbKO AOHKHOCTHOE JIMIIO, KOTOPOE MOCTaBWIIO €r0 Ha
KOHTpPOJIb.

OcHoBaHMEM [UIsI CHSATHSL C KOHTPOJS JOKYMEHTOB C IOPYYEHHUSIMH pPYKOBOIUTENS
0o0pa30BaTeNbHON OpraHu3alMy SBISETCS JTOKYMEHT — OTBET, IMOJNHCAHHBIA PYKOBOIHUTENIEM, €ro
3aMEeCTHTENEeM, MO0 CIpaBKa 00 MCIOJIHEHUWH TOKYMEHTa 3a MOIMHMCHI0 PYKOBOAMTENS CTPYKTYPHOTO
MOAPA3ACIICHHUS.

Ecnmu Bce mocraBieHHbIE B JOKYMEHTE BOIIPOCHI pEIICHbI B ONEpPaTHBHOM MOpsIke, 0e3
MTOATOTOBKM IUCBMEHHOI'O OTBETA, MCIIOJHUTENh HA JIOKYMEHTE JEJaeT KPaTKy 3alliCh O PEIICHUH
BOIIPOCA, YKa3bIBAET ATy U MOANMKCH, IOCIE YEro JOKYMEHT IIOMENIaeTcs B JAEIO0.

7. YdeT u XpaHeHHe NeYaTeil, ITAMNOB U 0JIaHKOB

O0s3aTeTbHOMY y4Y€TY TOJUIeKAT BCE BHUJIBI MEYaTEH W IITAMIIOB, OJJAHKH CTPOTOW OTYETHOCTH,
KOMaHINPOBOYHBIC YIOCTOBEPEHUS, CITy:KEOHBIE 3aJaHHs, TPYJOBBIC KHUKKH.

VYyer Bcex medareid M IITaMIIOB, MMEIOUIUXCS B 00pa3oBaTEeNbHOW OpraHW3alluH, BEICTCS B
CHEIMAILHOM JXypHane (npunodicerue 2).

KypHanbl yyera BKJIIOYAIOTCS B HOMEHKJIATYPY Jell. JIMCThI MX HyMepyroTcs, IPOIIMBAIOTCA U
OIICUATHIBAIOTCS.

[TeyaTn u mWITaMIBI JOJKHBI XPAHUTHCSA B celipax MM METaUIMYECKUX mIKadax.

OTBETCTBEHHOCTh 32 XpPaHEHHE U MCIOJb30BaHUE MeYaTeH, ITAaMIIOB HECYT JIMIIA,0TBETCTBEHHBIE
3a BEJICHHE JIeJIONPOU3BOJICTRA.

YHUYTOKCHHE OJIAHKOB MPOW3BOAMUTCSA IO aKTy C OTMETKOW B COOTBETCTBYIOIIUX >KypHaiax
y4era.

[TeyaTu u mWITAMIBI YHUYTOXKAIOTCS 1O AKTY.

[IpoBepka Hamuuusi TMe4yaTed, IITaMIIOB W OJIAHKOB, a Tak)Xe TMOpsSAKa HUX XpaHEHUS |
WCIIOIb30BaHUSI TTPOU3BOAUTCS KOMHCCHEH HE pexe OJHOro pa3a B IoJl OJHOBPEMEHHO C IMPOBEPKOM
COCTOSIHUSI I€JIONPOU3BOJICTBA.

8. CocraBiieHre HOMEHKJIATYPHI eI

Homenkaatypa faea- 5To 00s3aTeNbHBIA Ui KaXIOW 00pa3oBaTeNbHOM —OpraHU3aliu
CHUCTEMATHU3UPOBAHHBIA TEPEUYCHh HAMMEHOBAHWU (3arOJIOBKOB) JIeJ, KOTOpbIe (OPMUPYIOTCA C
yKa3aHUEM CPOKOB XpaHEHUs Jie (npunoscenue 4).

Homenknarypa gen mpenHazHadeHa JUisi YCTAaHOBKH B 00pa30BaTENbHOM OpraHU3ally €QMHOTrO
nopsiaka (GopMHUpoBaHUS e, OOECIeyYeHHs] HMX Y4era, ONEpaTUBHOIO IIOMCKAa JOKYMEHTOB IO HX
COJIEP>KaHUIO U BHU]Y, ONIPENIETICHHs] CPOKOB XpaHEHUS el U SBJISETCS OCHOBOM JJIsi COCTAaBIIEHUS OMHCEH
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JIeJT IOCTOSIHHOTO M JUIUTENbHOro (cBbilie 10 j1eT) XxpaHeHus1, a Takxke Uil yueTra JieJa BpeMeHHoro (1o 10
JIET BKJIIOYUTEIBHO) XpaHEHUSI.

B rpade 1 HOMEHKIATyphl A€l MPOCTABISIIOTCS HHACKCHI KaXKJIOTO Jeljia, BKJIOYEHHOTO B
HOMeHKIaTypy. MHnmekc  gema  cocroutr w3 nudpoBoro  0003HAYEHUS M3 IITATHOTO
pacmircaHusioOpa3oBaTeNbHOW OpraHu3anuu (KoJa) ¥ TOPSAKOBOTO HOMEpa 3arojioBKa Jena o
HoMeHKJ1atype. MHIekcsl nen 0603HavaroTes apadCKuMu mudpamu.

IIpumep —

12-05, rne 12 — oGo3nauenue (kom), 05 — MOPSAAKOBBII HOMEp 3arojioBKa Jiejia B pasfelne
HOMEHKJIaTypHhI JeJl.

B rpade 2 HOMEHKNIATypbl €71 TPOMUCHIBAIOTCS 3ar0JIOBKHU JE.

3aroyioBoK Jelna JOKEH YETKO B CKaToil 0000IIeHHON (hopMe 0TOOpaKaTh COCTaB U COIEPIKaHUE
JIOKYMEHTOB JieJIa.

B 3aronoBkax JAMYHBIX M JPYyrux Jel, COJAepXkalluX JOKYMEHThl IO OJHOMY BOMPOCY,
ynotpeo6nsercs tepmud J[EJIO.

B 3aronoBkax jen, coiepKalmux IJIaHOBO-OTYETHYIO JOKYMEHTAIMIO, YKa3bIBa€TCS IMEPUOJ
(Mecs1, KBapTall, MOJYroJue, ToJ)), B KOTOPOM IIJIaHUPYETCS CO3JAaHHE JAOKYMEHTOB WJIM MEPUOA HUX
(aKTUYECKOTO BBITTOJIHEHUSI.

Bo Bpems pa3melieHus 3aroJioBKOB JIeJT B HOMEHKIIAType YUYHMTHIBAETCS BaXKHOCTH JOKYMEHTOB,
BKJIIOYEHHBIX B [I€J0, MX B3aMMOCBS3b. B Hauanme pacronaraioTcsi 3arojoBKH Jell B OTHOIICHHH
JOKYMEHTOB, TMOCTYIHMBIIMX OT OPraHOB BBICHIETO YpPOBHS, Jajee - [0 OpraHU3aluOHHO-
pacnopsiAMTENIbHOM ~ JIOKYMEHTAllMM, I[UJIaHOBO-OTYETHOW  JOKYMEHTAI[UW, T[EpPENucCKe, Y4EeTHO-
CIPaBOYHBIM BUAAM JOKYMEHTOB. B Ka)kqoi M3 3THX TPYII JOKYMEHTHI TaKXKe Pa3MeEIIatoTcs ¢ y4eTOM
3HAYMMOCTU U CPOKOB XPAHEHHUS.

I'pacda 3 HOMEHKIATYPHI JNT 3aMOJHACTCS B TEUCHUE KAJICHIAPHOTO rofa — nmpu (OpPMUPOBAHUH
HOBOTO JI€JIA,[IPU 3aKPBITUH JIeJIa U 110 OKOHYAHUH KaJIeHIapHOTO To/1a.

ITo noctmwxennn aenom oobeMa B 250 MHCTOB, TOM 3aKpPBIBAETCS U OTKPHIBA€TCS HOBBIA TOM. B
rpade mocnea0BaTeNbHO YKa3bIBAIOTCS HOMEpa TOMOB M KpallHHE AAaThl IOKYMEHTOB Ka)XI0T0 TOMA.

[Tpumep —

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

DJEeKTPOHHBIE Jie/la Ha TOMaHe pa3JensioTcs. Bee ayeKTpoHHbIE TOKYMEHTHI, HE3aBUCUMO OT MX
00BeMa, BKIIFOYAIOTCS B OTHO DJIEKTPOHHOE JIETIO.

B rpajde 4 yka3zpiBaeTCd CpPOK XpaHEHUs Jejla, HOMepa CTaTeid 10 THUIIOBOMY WU
BEJIOMCTBEHHOMY TEpEUHIO,peepaTbHOMY 3aKOHY HJIM WHOMY HOPMAaTHBHOMY MPAaBOBOMY aKTy, a MpH
MXOTCYTCTBUHU — 110 TUIOBOM WJIM IPUMEPHONH HOMEHKJIAType JeIl.

B rpade S5 «lIpumedanuey» ykas3bIBalOTCA CIELUAIBHBIE CPOKUXPAHEHUS, IMPOCTABISAIOTCS
OTMETKH O 3aBEJCHHUH JeJ (B TOM YHCIIe B AJIEKTPOHHOM BHJIE),0 BBIACIECHUU JIe]1 K YHUYTOXKECHHIO IO
HCTEYEHUU CPOKOB WX XPaHEHHUs, O MECTE€ XpPaHEHHUs MOJIMHHMKOB JOKYMEHTOB, O Iepeaaue el B
JPYTYI0 OpraHu3aluio s IpOoAOoLKeHUs U 1ap. B rpade genarorcs oTMETKH O MEPEXOIAUIMX Jeiax C
YKa3aHUEM CTaporo MHAEKCA Jelia B Cydyae ero U3MEHEHHUs.

[Tpumep —

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

[lo pemam, KOTOpple MO KaKUM-IKOO MpHUYMHAM B TEYEHHE TroJa HE 3aBOJIWINCH, B
rpade«lIpumeyanney HOMEHKIATYpHI JAenjenaercs 3amuch —«Jleno He 3aBomuinock».llpu 3TOoM B
rpade3npocTaBisercs IpoyYepK.

[lo oxoHYaHMM Trofa B KOHILIE HOMEHKJIATYpbI JeNl JelaeTCsi UTOroBas 3aluch O KOJIMYECTBE
3aBEJICHHBIX Je]T (TOMOB).

9. ®opmupoBanue u opopmiieHue e

®opmupoBaHue aeJl.

PopMupoOBaHUE J€1 - 3TO T'PYNIIMPOBKA HCIIOJHEHHBIX TOKYMEHTOB B JieJla B COOTBETCTBUHU C
HOMEHKJIATypOU JIe]L.

Bo Bpems popmupoBaHus Aen clieqyeT IpUIepKUBaTbC TAKUX OOIIMX MPaBUIL:
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- TIOMeNIaTh B Jella TOJBKO HCIIOJHEHHBIE JTOKYMEHTHl B COOTBETCTBHH C 3aroJIOBKamu JIeN B
HOMEHKJIATYpPE;

- TPYIIIIMPOBATh B JI€J1a JOKYMEHTBI, BHIIIOJHEHHBIE B TEUEHNE OHOTO KajeHaapHoro roja (01.01-
31.12), 3a UCKJIFOYCHHEM TIEPEXOAAIINX Je (BEIyTCs B TCUCHUE HECKOIBKHX JIET), TUIHBIX JICTT;

- TOMemarh B Jela TOJNbKO OpPWUTHHANBI WU, B CIIy4ae WX OTCYTCTBHUS, 3aBEPCHHBIC B
YCTaHOBJICHHOM MOPSAIKE KOMUH TIOKYMEHTOB;

- HE JIOMYCKaTh BKIIOUEHUS B JIEJIa YEPHOBBIX, JIMYHBIX TOKYMEHTOB, PA3MHOKCHHBIX KOMHUH U
JOKYMEHTOB, TOJJIeKAIIUX BO3BpaTy; pa3leilbHO TPYNIUPOBaTH B Jejla JOKYMEHTBI MOCTOSHHOTO H
BPEMEHHOT'O XPaHEHUS;

- Mo 00beMy eII0 He T0KHO npeBbimaTh 250 nmuctoB (30-40 MM TOJIIIIUHOK).

PacrionokeHre JOKYMEHTOB BHYTPH [ IMPOU3BOAUTCS B XPOHOJOTHYECKOM TOPSAKE, MPHU
KOTOpPOM HanboJiee paHHUE TOKYMEHTHI pacoJlaratoTcsl B Havase Jena.

[TonoxxeHus, mpaBuiia, HHCTPYKIMH U T. II., YTBEPKICHHBIC PACTIOPSIUTEIHHBIMU TOKYMEHTAMH,
IPYNIHUPYIOTCS BMECTE C YKa3aHHBIMH JOKYMEHTaMHU.

[Tpukaspl MO0 OCHOBHOHM JEATENBHOCTH (HDOPMUPYIOTCS OTIACIBHO OT IMPHUKA30B MO KAJAPOBBIM
BoIlpocaM (JIMYHOMY COCTaBy) (Ha3Hau€HUeE, MEepeMeIleHNe, YBOJIbHEHUE COTPYIHHUKOB) U OT IPHKA30B
00 oTITycKax, KOMaHIUPOBKAX U T.1.

[IpoTokoinbl 3aceqaHuil KOJUIETHAIBHBIX OPraHOB 00pa30BaTEIbHON OpraHU3ali IPYIIUPYIOTCS
B JIella B XPOHOJIOTHYECKOM TOpSIKE W MO0 HOMEpaM B Tpefenax KajdeHaapHoro ronaa. JloKyMeHTBI K
3aceJaHusIM YKa3aHHBIX OPraHOB CHCTEMAaTU3HUPYIOTCS MO JaTaM U HOMEepaM MPOTOKOJIOB, a B Mpejaenax
TPYMIBI JOKYMEHTOB, KOTOPBIE KAaCAIOTCS OJHOTO IPOTOKOJIA, - TIO TTIOBECTKE JTHS 3aCEIaHusl.

[lepenucky crienyer rpynnupoBaTh B Jena 3a MEpUOA KalleHAapHOro rojaa. B nmeno mepenucku
MMOMEIIAIOTCS BCE IOKYMEHTHI, BOSHHUKIIIME B XOJ¢ pelleHus Bompoca. [lepenucka cuctemMaTu3upyercs B
XPOHOJIOTUYECKON MOCIEA0BATEIbHOCTH; JOKYMEHT OTBET IIOMEUIAeTCs 3a JOKYMEHTOM-3aIPOCOM.

Odopmienue xe.

Jlena oOpa3oBaTeNbHONW OpraHM3aldd MOAJeXaT O(OPMIICHHIO TNPH HUX 3aBeIEHUH M TI0
3aBepUICHUH ToJ1a.

Odopmiienne nena — MOArOTOBKA Jella K XPAaHEHHIO BKIIIOYAeT B ceOs KOMIUIEKC padoT 1o
OINMCAHUIO JIeNIa Ha OOJIOXKKE, MOIINBKE, HyMEPAllUU JUCTOB U COCTaBJICHHUIO 3aBEPUTEILHON HaIIUCH.
Odopmiienne aen NpoBOAUTCS pabOTHUKAMM OpPTaHU3aIMK, B 0053aHHOCTH KOTOPBIX BXOJIHT 3aBEACHUE
u GopMUpOBaHUE J€J, MPU METOAMYECKOH IMOMOUIM M TMOJ KOHTPOJIEM OTBETCTBEHHOTO 3a apXHB
o0pa3oBaTeNbHON OpraHu3alru.

B 3aBucuMocCTH OT CPOKOB XpaHEHUsI IPOBOAUTCS MOJHOE UM YaCTHYHOE O(hOpMIICHUE JIe.

[TonHOMY OOpMIICHHIO TOAJNIEKAT JAeNia TOCTOSIHHOTO, BpeMEHHOTO (cBbime 10 5ieT) XpaHeHUs
(Mo NWYHOMY COCTaBy, JIMYHBIE Jela YBOJICHHBIX paboTHHKOB). [lomHoe odopmienue pena
IpeayCMaTpUBACT:

- IOAIIMBKY WM TBEP/bIN MeperuieT Jena;

- HyMepalHuIo JHUCTOB B JIENE;

- COCTaBIICHHUE JINCTA-3aBEPUTEIIS;

- COCTaBJCHHE B OCOOBIX ciydasx (Impu opOpPMICHHH JMYHBIX JEd, Uil y4eTa 0co00 IIeHHBIX
JOKYMEHTOB) BHYTPEHHEH OMKCU JOKYMEHTOB JIeNa;

- BHECEHHE HEOOXOIUMBIX YTOYHEHHWH B PEKBU3UTHI OOJOXKKH Jjena (yTOUHEHHE Ha3BaHUS
Mo/ipa3iesieHus, MHAEeKca U 3arojioBKa Jefa, 1aThl Jea u JIp.).

Jlena BpemenHOro (0 10 1meT BKIIOYUTENHHO) XpaHEHUS IMOAJICKAT YaCTUIHOMY O(OpPMIICHHUIO.
Jonyckaercs:

- XpaHUTB JIelia B CKOPOCIIUBATENISX;

- HE IPOBOAMTD MEPECUCTEMATU3ALINIO IOKYMEHTOB B JIETIE;

- JUCTHI Jiefla He HyMEpOBaTh;

- 3aBepUTEIbHBIC HAAMNUCH HE COCTABIISITh.

JIOKYMEHTBI, TIOJJIeKAIIIe TOJTHOMY O(QOPMIICHHIO, MOIIIMBAIOT Ha YEThIpe MPOKOJa B TBEPAYIO
00JI0KKY M3 KapTOHA WIM TEpPEeIUIeTaloTCsl C y4eTOM BO3MOXKHOCTH CBOOOJHOIO YTEHMsI TEKCTa BCEX

29



JOKYMEHTOB, JaT, BU3 W pe3ontouuid Ha Hux. [Ipy moaroroBke Aen K MOAUIMBKE (MEpPEIUieTy)
METAJINYECKHE CKpEeIIeHHs (CKOOBI, CKPETKHM) U3 IOKYMEHTOB yIalstoTcs. Jlena mocToSHHOTOXpaHeHus,
cocTrosIue U3 HehOPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEPABIX MAaIKax ¢ TPeMs KIamaHaAMH U
C 3aBsI3KaMHU.

[Tpn Hanwuuu B Jiene HEBOCTPEOOBAHHBIX JIMYHBIX IOKYMEHTOB (TPYIOBBIX KHIDKEK U JIp.) 3TH
JOKYMEHTBI BKJIAJBIBAIOTCS B KOHBEPT, KOTOPBIA 3aTeM MoAmMBaeTca B 3To Aeno. [lpu Hamuuuu
OOJBIIOTO KOJMMYECTBA TAaKUX JOKYMEHTOB OHM MOTYT W3BIMAThCS W3 [, U HAa HUX COCTaBISICTCS
OTJIENIbHASL OTHCh.

B koHIIe Ka)xa0ro0 Aena MOoIIHBAIOTCS YUCThIC OJIaHKH GOpM TSl 3aBEPUTEITHLHOMN HAITHICH.

B mensix oOecnedeHuss COXPAaHHOCTH W 3aKpeIICHUS MOPSAIKA PACIONIOXKEHHUS JOKYMEHTOB,
BKIIFOUEHHBIX B JIENIO, BCE JIUCTHI, KPOME 3aBEPUTEIHLHOT0, HYMEPYIOTCS apaOCKUMU IU(ppaMu B MPaBOM
BEPXHEM YTy, HE 3aJieBasi TeKCTa IOKyMEHTa, MPOCTHIM rpapueckuM KapaHAAlloOM WM HyMEpaTOPOM.
YnorpebieHnue YepHUI W I[BETHBIX KapaHJAlIeWd I HyMepalHuH JIHCTOB 3ampemacTcs. BHYTpeHHSs
OIHCh UMEET CAMOCTOATEIbHYIO HYMEPALIUIO.

JIucTel e, cocToSIIMX U3 HECKOJIbKUX TOMOB WJIM YacTel, HyMEPYIOTCS MO KaXXIOMY TOMY WJIH
Y4acTU OTJIENBHO.

dororpaduu, UYEpPTEKHU, gUATPAMMBI M JAPYrUe WUIIOCTPaTHBHBIE U crnenuduueckue
JOKYMEHTBI, TPEJICTABIISIIOIINE CaMOCTOSITENIbHBIN JUCT B Jiele, HyMepyloTcs Ha 000OpPOTHOW CTOpOHE B
JIEBOM BEPXHEM YTIIy.

Crno>xeHHBIH JIMCT pa3BOpayMBAECTCsl U HyMEpyeTcsl B MpaBoM BepxHeM yriay. [Ipu sTtom nuct
moboro ¢opmara, MOMMIUTHIA 32 OAWH Kpail, HyMepyeTcsl Kak OJWH JIUCT; JIUCT, CJIOXCHHBIM H
MOJLIUTHIN 32 CEpeIUHY, OJIIEKUT NEPEUINBKE U HyMepYyeTcsl KaK OJUH JIUCT.

[TogmmTele B €0 KOHBEPTHI C BIOXKEHHUSIMU HYMEPYIOTCS; MPU 3TOM BHayaje HyMepyeTcs
KOHBEPT, a 3aT€M OYEPETHBIM HOMEPOM KaX10€ BIOKEHHE B KOHBEPTE.

[TopmmuTeie B €0 JOKYMEHTHI C COOCTBEHHOW HyMEpamuel JHUCTOB (BKIIOYasi IEeYaTHBIC
M3J1aHus1) MOTYT HyMEpOBaThCs B OOILEM MOPSAIKE MM COXPAHATh COOCTBEHHYIO HYMEpALUIO, €CIH OHA
COOTBETCTBYET IOPSKOBOMY PACIIOJIOKEHHIO JINCTOB B JIENIE.

B cnydasx oOHapyxeHus OOJIBIIOTO 4YHCIa OIMMOOK B HyMEpaluW JIMCTOB Jejia B
JIEJIONPOU3BOJICTBE MPOBOAUTCS HMX TMepeHymepanus. [Ipu mepenymepanud JUCTOB CTapble HOMEpa
3a4epKMBAIOTCS OJHOM HAKJIOHHOW 4YEpPTOM U PSJOM CTAaBUTCS HOBBIM HOMEp JIUCTA; B KOHIIE Jeia
COCTAaBJISIETCS] HOBAsI 3aBEpPUTENIbHAS HAJIMUCh, IPU 3TOM CTapasi 3aBepUTEIbHAas HAJAMUCh 3a4EPKUBACTCA,
HO COXpaHseTCs B JieJe.

Jlyis ydera KOJIMYECTBA JIUCTOB B JieNie M (PUKCAIIUU OCOOCHHOCTEH WX HyMEpallMH COCTABIISCTCS
3aBepuTeNbHAsE Haanuch nena. OHa cocTaBisieTcss B Jielie Ha OTICJIBHOM JIMCTE — 3aBepuTele Jena.
3aBepuTeNnbHAs HAMUCH COCTABISIETCS 110 YCTAaHOBIIGHHOU (opme.

Bce nocnenyroniye n3MeHEHUs B COCTaBE U COCTOSIHUM Jieia (MMOBPEKICHUS, 3aMeHa MOUIMHHBIX
JOKYMEHTOB KOINHSMH, MPUCOEAMHEHUE HOBBIX JOKYMEHTOB U T.[I.) OTMEYAIOTCS B 3aBEPUTEIbHOU
HAaJIIMCH CO CCBIJIKOM Ha COOTBETCTBYIOIIMM AKT.

OO0noxKa Zen MOCTOSITHHOTO, BpeMeHHOro (cBoiiie 10 JieT) XpaHEeHUs W MO JMYHOMY COCTaBY
odopMIIsIeTCs 110 YCTaHOBIIGHHOU (hopMme.

Ha 00510kKe [1e MOCTOSSHHOTO XPAaHEeHUs BBEPXY MPEAYCMATPUBACTCS MECTO JJIsi HAMMEHOBaHUS
roCy/IapCTBEHHOI'O apXHBa, B KOTOPBIA OHU OYAYyT IMepelaHbl, a TaKKe apXUBHOro mudpa B MpaBoM
BEPXHEM U JICBOM HIKHEM YTJIaX.

[Tpu odopmienun o0noxku nen HauMmeHoBaHue 11Ikombl yka3bIBaeTCsl MOJHOCTHIO IO YCTaBy, B
MMEHUTEIILHOM TaJIeXkKe, COKpAIIEHHOE HAa3BaHHEe— B CKOOKaX.

OO0s13aTeIbHBIMU PEKBU3UTAMU OOJIOKKU JeNia SBIISETCS yKa3aHUE KOJIMYECTBA JIUCTOB B JEIe,
KOTOpOE MPOCTABIISIETCS HA OCHOBAHWH 3aBEPUTEIBHON HAAMKCHU JIENa, U CPOKA XPaHEHHU Jiena (Ha Jenax
MOCTOSIHHOTO XPAaHEHUsI MUILIETCS: «XPaHUTh MOCTOSTHHOY), KOTOPBIM MEPEHOCUTCS Ha OOJIOKKY Jena U3
HOMEHKJIATYpbl IIOCJI€ CBEPKH €T0 M0 CPOKAM XpaHEHUs B MIEPEUHE.

Jlyist yaera TOKYMEHTOB OIpPEACSICHHBIX KaTerOpuid JIeJ MMOCTOSIHHOTO W BpeMeHHoro (cBbimie 10
JIET) XpaHEeHHsI, YI€T KOTOPHIX BBI3BIBACTCS CIENU(UKON TaHHOW NTOKYMEHTalUW (JIMYHBIC J1eia, 0co00
LIEHHBIE), COCTABIISIETCS BHYTPEHHSS ONUCH IOKYMEHTOB Jefa.
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BHyTpeHHIOI0 OMHMCh HEOOXOIUMO TAaKXKE COCTABIATH B Jejax IOCTOSHHOTO M BPEMEHHOTO
(cBbime 10 met) xpaneHus, cHOPMUPOBAHHBIX MO PA3HOBUIHOCTSIM JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE
PacKpbIBalOT KOHKPETHOE COJIEP/KaHNE JOKYMEHTOB.

BHyTpeHHsS OmuCh COCTaBISETCS Ha OTIEIHHOM JIMCTE MO YCTaHOBJIEHHOW (opme, KoTopas
COJIEPKUT CBEICHHS O TMOPSIKOBBIX HOMEpPAaX JOKYMEHTOB Jelia, UX HHIEKCaxX, JlaTax, 3arojoBKax U
HOMepax JIMCTOB JIeJIa, Ha KOTOPBIX PACIOI0KEH KaXKIbIi TOKYMEHT.

K BHyTpeHHel omnucH aena cOCTaBIsIeTCS UTOTOBAs 3aIUCh, B KOTOPO# yKa3biBaeTcs uppamMu u
MIPOIKCHIO0 KOJMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JMCTOB BHYTPEHHEH OIHUCH.

BHyTpeHHs omnMch NOANUCBHIBAETCS €€ COCTABUTENEM C YKa3aHMEM JOJDKHOCTH, IOJIHUCH,
paciipoBKY MOAMUCU U HYMEPYETCsI B JIeie OTAEIBHO.

10. XpaHeHue ¥ YHHYTOKEHHE JOKYMEHTOB

JIOKyMEHTBI (Zeyia) ¢ MOMEHTa Cco3AaHus (MOJy4deHHs) WM (OPMHPOBAHUS XPAHATCS B
OpraHM3aLMH JI0 TIepeIad ApPXHUBHOMY YUPEKICHHIO.

PykoBoauTens 00pa3oBaTeNbHOM OpraHU3aliy U CIEIHaIbHO Ha3HAUCHHOE U0 (JIuia) 00s3aHbl
o0ecneunTh XpaHeHNe JOKYMEHTOB U JIeII.

Jlena AOJDKHBI XPAaHUTHCS B BEPTUKAIBHOM MOJIOXKEHUM B HIKadax, KOTopble 3akpbiBaioTcsa. Ha
KOpEIIKax 00JIOKEK J1eJT YKa3bIBalOTCSI HOMEpa JIe.

Bbimaua nenm BO BpeMEHHOE IOJIb30BaHME pabOTHMKaM 00pa3oBaTeNbHON OpraHU3aliH
OCYIIECTBIIICTCS C YCTHOTO pa3peIlCHHs ero pYKOBOAWTENS, a IPYIMM YUYPEXKICHHAM - C €ro
MUCHbMEHHOTO pas3penieHusi. Ha BbITaHHOE €710 COCTaBIsAETCS KapTO4yKa - 3aMeHUTenb. B kaprouke
yKa3bIBAIOTCS HOMEp JIeJIa, 3ar0JIOBOK JeNa, J1aTa ero BhIJadH, JIMI0, KOTOPOMY JIeJIO BBIJIAHO, JlaTa €ro
BO3BpaTa, MOAINKCH JIUL], KOTOPHIE BBLAAIM U IPUHSIIN AETIO.

[IpenocraBieHue e BO BpeMEHHOE MOJIb30BAaHKE OCYIIECTBISIETCS HE OoJiee YeM Ha OJJH MECHI.

W3bsiTHE MOKYMEHTOB M3 Jiefla TMOCTOSIHHOTO XpaHEHHUs 3ampeniaercs. B HCKIIOYMTEIbHBIX
ClydasxX W3bATHE JOKYMEHTOB JIOIYCKAaeTCsl C pa3pelleHus pPYKOBOAWTENS 00pa3oBaTeNbHOMN
OpraHu3aIH ¢ 0053aTeILHBIM OCTaBJICHUEM B JIeJI€ 3aBEPEHHBIX JOKHBIM 00pa30M KOIHUH.

[Toce okOHUaHMS CpOKa XpaHEHHS JOKYMEHTOB, KOTOpPBHIE HE IOJUIeKAT Iepenade apXHBHBIM
YUPEKACHUSAM, JOKYMEHTBI CIHCHIBAIOTCS KOMHUCCHEH 00pa30BaTeNbHONW OpraHM3ally 10 MPOBEACHUIO
HKCTIEPTU3bI IEHHOCTH JIOKYMEHTOB, KOTOPYIO Ha3HAuaeT PyKOBOANTENIh 00pa30BaTEeIbHOM OpraHu3alny.
Ha criucanHyio TOKyMEHTAIMIO SKCIIEPTHAs! KOMUCCHS COCTABIIET COOTBETCTBYIOLIUH aKT.

CnmcaHHast JOKyMEHTAIUS YHHUTOXKACTCH.
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[Tpunoxenue 1

K MCTOAUYCCKHUM PCKOMCHAAIWAM 110 BEICHUIO
JIEJIOBOM IOKYMEHTALUU B TOCYIapCTBEHHBIX U
MYHUIUIIAIBHBIX JOMIKOJIBbHBIX
00pa3oBaTeNbHBIX M 00IIe00pa30BaTEIbLHBIX
opranuzanusax Pecybmuku Kpbim

IIpumepHas ¢opma xypHaIa yuyeTa neyarei ¥ TtaMmnoB
o0pa3oBaTeIbHOM OPraHu3aNun

PesyabTaTsl .
HaumenoBanue HaumenoBanue . OTTHCKIEeUYaTel
€:KeroHoM
IleuaTn nmoJpasaesieHusl, OTMeTKa 00 (mrramMmnoB)
OtrHck Hoanucse, NPOBEPKH
Ne | mrrammna),mHuUIL JOJI’KHOCTD YHUUYTOKEHHUH, IS Ipume
nevyaTu YI0CTOBEPSIOIIAs HAJTHYIHSA
n/n HaTop3akasa, noJiyqyareJisi v . HOMep YHUYTOKEHHS, yaHue
mTamMIma) NnoJiyueHue,1aTa neyaren
AATANOCTYIJIeH pamunusn aKTa U JaTa aaTa
HIITAMIIOB,1AaTa
18| noJryqyareJst BO3BpaTa
NMPOBEPKH
1 2 3 4 5 6 7 8 9




ITo ocHOBHOII 1eATEeJIHLHOCTH

IIpumepnas popma KHuru/ ;xypHajia perucTpanuu nNpuKa3on

00pa3oBaTeIbHOI OPraHN3alUu.

N Aara Homep Conep:xkanue HUcnonuuresnb Cpox ucnosHenus1 | OrMerka 00 HCIIOJTHEHUH
n/n | npukKasa NpPHUKa3a
25.08. O npoBeneHnN KOMITJIEKTOBAaHUS CHST ¢ KOHTpOIA
I 2022 740 MeJJarOTUYECKUX KaJpOB ©HO 30.08.2022 30.08.22
ITo xagpoBbIM BOIpOCaM
Ne Aara Howmep Bun npukasa ®UO coTpynHuKa OcHoBaHue
n/n NpuKasa NpHUKa3a
14.10.
1 2022 77-K [Ipuem 0)5(0) TI{ Ne 25 ot 14.10.2022

I1o KOHTHHIeHTY 00y4aOIIMXCH

Ne Hara Homep Buna npukasza ®U obyuaromerocs OcnoBanne
I/ | NIpUKa3a | MpHKa3a
28.09.20 3asiBIIEHNE POAUTENIEN OT
1 oS 35-Y | Bauncrennue PO 27.09.2022 Ne 46
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[Tpunoxenue 2

K MCTOAUYCCKHUM PCKOMCHAAIMAM 110 BEICHUIO
JIEJIOBOM IOKYMEHTALlUU B TOCYIapCTBEHHBIX U
MYHUIUIIAJIBHBIX JOMIKOJBHBIX
00pa3zoBaTeNbHBIX M 00IIe00pa30BaTEIbHbIX
opranuzanusax Pecrybmuku Kpbim

IIpumepnas popma Kuuru/ skypHasia perucTpauuy pacnopsKeHum
o0pa3oBaTeIbHOM OPraHu3aNun

Ne zﬂ?IToa | aIc-Ir([)(l)w es?nce Conepxanue Kro nognucaxn Cpok ucnoJiHeHUs1 Ormerxa 06
nm | P P | P P ep g P HCIIOJTHEHUH
AKeHUsI HUS
20.10. O noe3ne yuyammxcs Ha CHAT ¢ KOHTpOJIA
! 2022 37-P ®.10. HKCKYPCHIO 22.10.22 22.10.22
IIpumepnas popma Kuuru/ ;kypHaJsa perucTpauuy nNpoToKoJioB
o0pa3oBaTeIbHOM OpraHu3anun
Ne Ne mporokona Jara ero perucrpanuu IloBecTka nHsA
n/n
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[Tpunoxenue 3

K METOJIUYECKIM PEKOMEHIAIUSIM 11O
BEJICHUIO JICTIOBOM IOKyMEHTAIINU B
TOCY/IapCTBEHHBIX 1 MYHHUIIMIATBHBIX
JOIIKOJIBHBIX 00pa30BaTEbHBIX H
00111€00pa30BaTENLHBIX OpPraHU3aIHAX
Pecriyommmku Kpbim

IIpumepHas popMa perucTPalHOHHOTIO )KYPHaJIa BXOASIIMX IOKYMEHTOB
o0pa3oBaTe/JIbHOI OpraHu3anuu

Hdarta nmocrynjieHus

Jdata u HOmep

Pe3ouaronusa nian
KOMY HampasBJieH

Ne OKyMeHTa
JOKYMeHTa/ AOKY . |Koppecnongent| Kparkoe cogep:kanue AOKYMEHT OT1MeTKa 00 HCTIOJTHEHUH
n/n . NPUCBOCHHBbIN (moxnuck
BXOASIIIINI HOMeEP 1 s
aBTOpOM YA0CTOBEPSIOMIAst
1 2 3 4 6 7
IIpumepHas ¢popma perucTpalMOHHOI0 KYPHAJIA UCXOAHAIIUX JOKYMEHTOB
00pa3oBaTe/IbHOI OPraHu3aluuu
N 1 Perncrpan K Jdara u Homep
° ara 9 aTkoe
n/n OKVMEHTA HOHHBIM | Ajpecat co 5 JKAHMe AOKYMEHTA, HA Hcnonmuurens
oKy HOMeEp aep KOTOPbIii
1 2 3 4 5 6 7
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[Tpunoxenue 4

K MCTOAUYCCKHUM PCKOMCHAAIWAM I10
BEJICHUIO JIJIOBOM TIOKYMCHTAIINH B
TOCYHAapCTBCHHBIX U MYHUITUIIAJIIbHBIX
JOIIKOJIBHBIX 00pa30BaTEIbHBIX H
00111€00pa30BaTEIbHBIX OPraHU3aIMIX

Pecniyommku Kpbim

IHPUMEPHASA HOMEHKJIATYPA JEJI

OBPA3OBATEJILHOM OPI'AHM3AIIUHU
Oo0meo0pa3oBaTeibHOE YUpe:KIeHHe

Cpok xpaHeHus1

KoanuecTBo
HNuaexc 3aroJioBoOK eja aena (ToMa, 4acTH)
hi (N | . HHpumeyanue
aeJia (Toma, yacTn) u Ne crareii mo
(ToMoOB)
Ilepeunio
1 2 3 4 5
01. PykoBoacTBO (KaHLeJIAPHS)
HopmaruBHbIE nipaBoBbIE
aKTHI OPTaHOB,
OCYIIECTBIISOIINX Jlo MUHOBaHUS
01-0] |Ympasienue B chepe HaJ00HOCTH 3aBeseHo
oOpa3oBaHwsl, M. «O» CT. 3, . «O»
periaMeHTHPYIOIINE ct. 4 TI1 2019
o0Opa3oBaTeNbHbIC
otHomeHus. Konun
ITocTosuno Tocne
01-02 VYeraB OO 3aMEHEI
ct. 28 TI1 2019
HOBBIM
CBHIETEIBCTBO O Jlo MUHOBaHUS
[Iepexonsiee
01-03 MOCTAHOBKE Ha y4eT B Hag00HOCTH, 2012
HanoroBom oprane (MHH) cT. 24 TI1 2019
01-04 CBUAETENLCTBO O BHECEHUH ITocTosuno [Iepexonsiee
samucd B EI'PIOJI ct. 24 TI1 2019 c 2012
JIOKyMEHTHI (JI0TOBOD,
KOHTPAKT, CBHJICTEIILCTBA)
Jo nukBmaanumu
Ha MPaBo ONEPATUBHOIO [Tepexonsiee
01-05 ABJICHUS] HMYILECTBOM OpraHu3alliu c2012
yrp i ’ cr. 93 TIT 2019
Ha MpaBo MOJIb30BaHUs
3eMEJIbHBIM Y9aCTKOM
ITocne
MpeKpamieHus
01-06 JIuneH3umn u npuIoKeHus K 5 net NEUCTBUA
HUM ct. 55 TI1 2019 U ECH3UU
[Tepexonsuiee
c 2018
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CBHIETEILCTBO O

Jo nukBuaanumu

01-07 | rocynapcTBeHHOU OopraHu3alu, lgggi)éonﬂmee
aAKKpEIUTALINU ct. 61 TII 2019
CanurtapHo-

SMUJIEMHOIIOTHYECKOE
3aKJIIOYECHUE Ha

01-08 OSE:ZE:EE?:EHﬁma Ho- > qer, JIIK . | Hepexonsmee
A ’ P cr. 429 TIT2019 | c 2018
SMUJIEMHOTIOTHYECKOE
3aKJIIOYECHUE Ha
METUIIUHCK YO
EeITEIbHOCTD
r a y ITocTosuno

01-09 | ocyAapceTBenioe 1. «6» ct. 198 TIIT
MyHunmMnaabHOE 3aJaHNE

2019
OT4eT 0 BBLITOJITHEHUH ITocTosiHHO

01-10 | rocymapcTBEHHOTO/MYHHITUTI m. «a» ct. 211 TII
AJILHOTO 3aJaHus 2019

01-11 IIporpamma pa3BuTus Hocrosmmo Iepexonsmee

porpavma p cr. 193 TIT2019 | ¢ 2020
v < < IlocTosuno
o-12 | p‘;“; OJIBT KOJLTCTHATILHEIX 1. «B» cT. 18 TII
pratos 2019
ITpoToKOIBI COBEMAHUN TTPH Hocrosmmo

01-13 Ifemo : H P m. «e» cr. 18 TII
AMPEKTOPp 2019
TboTOKOIEL 06 ITocTosHHO

01-14 p6 TOK iIHaG mHXK m. «k» cT. 18 TII
coOpaHuii pabOTHUKOB 2019
IIpuka3sl 0 OCHOBHOM Hocrosmmo

01-15 £IT6HBHOCTH . «a» ct. 19 TII
a 2019
Knaura/sxxypHan peructpamnuu [TocTosiHHO

01-16 | mpuKa3oB MO0 OCHOBHOM m. «a» cT. 182 TII
NEITENbHOCTHU 2019
Mok < ITocTosuno

01-17 Og’“ ;f)“ HOC OHTHHICHTY m. «a» ct. 19 TIT

yraromxes 2019
Kuwnra/xypHan perucrpanuu ITocTostHHO

01-18 | mpuka30B MO KOHTUHTEHTY m. «a» ct. 182 TII
o0yJaromuxcs 2019
[Tpukassl/pacnopsKeHus 1o S nmer

01-19 aIMUHUCTPATUBHO- m. «o» ct. 19 TI1
XO3SIICTBEHHBIM BOITpOCaM 2019
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Knaura/xxypHan perucrpamnuu

MIPUKA30B/paCTIOPSHKEHUN TIO 5 nmer
01-20 aIMUHUCTPATUBHO- n. «B» cT. 182 TII
X031 CTBEHHOU 2019
ESITELHOCTH
JloxanpHbIE HOpMATHUBHBIC
01-21 aKTHI 110 OCHOBHBIM Hocrosmmo
cr. 8 TI1 2019
BOIIpOCam
JIOKyMEHTBI 0 ITpOBEpKax
01-22 (aKThI, CTIpAaBKH, TIEPETIFICKA) 10 mer
OpraHamu rOCKOHTPOJIS ct. 141 TIT1 2019
(Ham3opa)
HWnact Hsl 1o ITocTosuno Hocne
01-23 PYKI 3aMEHBbI
JEJI0TPOU3BOJICTBY cT. 28 TII1 2019
HOBBIMU
01-24 Homenknarypa ne Hocrosmmo Cgpyg ngeHX
MeHIIaTypa aei cr. 157 TI1 2019 | TOAPAsACTCHH
U —3roma
01-25 1?e6 ermcka o nx > sier STIK
p cr. 154 TIT 2019
PacCMOTPEHHIO
Kypnai perucrpamnun > et
01-26 YPHAII perncTpal 1. «e» cr. 182 TII
oOpalleHui rpakaan
2019
Jo nukBmaanumu
o127 e
cr. 163 TIT1 2019
[Tpu
OTCYTCTBHH
KHHT,
01-28 AKTBI YHUYTOXECHUS 3 roma JKYpHAJIOB,
reyvaTe u MTaMIIoB ct. 164 TIT1 2019 OTTHCKOB U
CIIENIKOB — 10
JIMKBUIALIUA
OpTraHu3aIuu
Kypnai perucrpanun > et
01-29 YPpHaII peructpal .« cr. 182 TIT
BXOJIAIIUX TOKYMEHTOB
2019
Kypnai perucrpa > et
01-30 YpHaJI perucTpatii m. «r» ct. 182 TII
HCXOJSIIUX JOKYMEHTOB
2019
01-31 [TyGnuunbIil 1OKIIaM O ITocTosiHHO
paboTe MKOJIBI ct. 209 TII 2019
01-32 OTtueT 0 caMOO0OCIIENOBAHUN ITocTosiHHO
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ct. 209 TI1 2019

I'onoBoii utan paboTsl Hocrosnxo
01-33 HIKI([)HH p . «a» cT. 198
TIT1 2019
OnepaTyBHEIE TUIAHBI Jlo MuHOBaHUS
01-34 | (xBapTanbHBIC, MECSYHBIC) HaJI00HOCTH
palbOoThI LIKOJIBI ct. 201 TII 2019
01-35 |<.>

02. O6pa3zoBaTe/ibHAA AeATEIbHOCTH

O6pa3zoBaTenbHbIC
02-0] | TPOTPaMMBI IKOJIBI 10 J1o 3amensl HOBbIMU | [Iepexonsiee
YPOBHSIM OOIIIETO cr. 271 [IMII ¢ 2017 roma
oOpa3oBaHUs
JlononmHuTENbHBIE
02-02 0Bpa30BaTETbHELE o 3amensl HOBbIMU | [Iepexopsiiee
crt. 271 IIMII ¢ 2020 roma
MIPOrPaMMBbI
[IpoTokomsl 3acenanuit ITocTosiHHO
02-03 MeJJarOrMYeCcKoro CoBeTa 1 . «m» cT. 18 TII
JOKYMEHTBI K HUM 2019
00-04 Kuura yuera npoTokosioB 10 net
IeJJarorM4ecKoro coBera ct. 335 IIMII
OKYMEHTEHI 110 aHATINU3Y U
02-05 EOH”Z 0110 00 aSOBaTeJi]LHoﬁ Hocrosnro,
P P cr. 316 TIMIT
JIESITEILHOCTH
[IpoTokomnsl 3acenanuit
COBETA pOAUTENEH
(pOoAUTENHCKOTO KOMUTETA) [TocTostHHO,
02-06
U JIOKyMEHTHI (CIIPaBKH, cT. 324 IIMII
JOKJ1a/161, HH(MOPMAITHH) K
HUM
ITocTostanO,
[IpoTokomsl 3acenanuit €CJIH TIKOoJIa
02-07 SK3aMEHAIIMOHHBIX 3 rona caaer
. ct. 326 TIMII
KOMHUCCUH JIOKYMEHTBI
Ha TOCXpaHUe
WNudopmanus, cBeneHus o
02-08 | paboTe rpymm MpoaAJICHHOTO 3 roxa
i cr. 312 TIMII
JTHS
Kuura yuera Bergaumn 50 net
02-09 "
MeIaJIed yJaluuMesl KO ct. 319 IIMII
Kuura yuera Oj1aHKOB U
02-10 BEL a‘IIZ:TTeCTaTOB >0 net
8 cr. 322 TIMIT

(perucTpalli BbIIaHHBIX
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JIOKYMEHTOB 00

00pa3oBaHMH)
02-11 Effifnﬁifi seros i 20 et
ct. 320 IIMIT
MOXBAJILHBIX TPAMOT
ITocTostHHO,
JIoKyMeHTHI (TIIaHBI,
JIOKJIaJHEIC 3aIIFCKU 3 rona CCIIH THKOTA
02-12 TIEpEIICcKa) O TIPOBEICHHH cr. 321 TIMII cract
JIOKYMEHTBI
OTKPBITBIX YPOKOB
Ha TOCXpaHHUe
[TpoTOKOJIBI pOAUTEIBCKUX
02-13 coOpaHMil U JOKYMEHTHI K 5 ner
HUM (CTIPaBKH, TOKJIAJIbI, cT. 324 TIMII
uHpopMaIun)
02-14 OTtyeTsl 0 paboTe coBeTa 3 roma
poauTenen cT. 325 [IMII
02-15 AndaBuTHas KHUTA 3aITUCH 50 ner
00yJaronuxcst crt. 329 [IMI1
ITocne
OKOHYaHUH
3 roma IIKOJIBI U TIPH
02-16 | JIuunsie nena oOydarOMIUXCS or. 330 TIMII BEIGEITIL B
ApYTYro
HIKOITY
1 rox
02-17 | Dx3amMeHAMOHHBIC OMIICTHI or. 503 [IMIT
02-18 DK3aMeHaIMOHHbIE PabOTHI 1 rox ITocne cnaun
00yJaroImxcst ct. 506 [IMI1 3K3aMEHOB
3bateie u3
KJIACCHBIX
B snexrponHO#R JKypHaI0B
02-19 Knaccuebie xxypHabl dbopme Ha TUCKE — 5 | CBOIHBIC
(2JIEKTPOHHBIE) JIeT BEJOMOCTH
ct. 331 [IMII YCIIEBaEMOCTHU
— HeMeHee 25
JeT
02-20 nmiiHaneﬁe;i u > net
) POIIYIIL ct. 337 [IMII
3aMEIICHHBIX YPOKOB
02-21 ﬁ‘lﬁé@ﬁﬁiﬁi . > 1eT
a Y cr. 493 TIMII
00pa3oBaHHIO
02-22 KypHnan rpynisl 5 ner
MPOJICHHOTO JTHA cT. 333 IIMII
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02-23

03. BocnurareabHas AeITEJILHOCTh

IImanbel BocIUTATEIILHBIX

03-01 MEpOIPHUATHI U JOKYMEHTbI 3 roxa
ct. 194 TIT1 2019
K HUM
Ilepenucka no Bompocam
npo¢OprUCHTALINH, 3 roma
03-02
TPYIOBOTO OOYYEHUS U cT. 345 IIMII
BOCITUTAHUS
IIepenucka ¢ opranamu
03-.03 | CHCTeMEI PO UITAKTUKH U 5 net, OIIK
0e3HaI30pHOCTH ct. 70 TI1 2019
HECOBEPIICHHOJETHUX
ITocTostaHO,
JlokyMeHTBI 00 €CJIM IIKOJIa
03-04 | opranuzanuu u padbote 10 sier claeT
préme P cr. 478 TIMIT
narepei JTIOKYMEHTBI
Ha TOCXpaHHue
JIOKyMEHTBI O TIPOBEICHUH
OJTUMITUA/T, BUKTOPHH I10
€0HBIM MpeIMeTaM
Z:iOT OB K(I))HE COB ’ Jlo MHHOBaHHU
03-05 N oI>:< eC’TBeHHz)II;O HaJ00HOCTH
A : cr. 383 TIMIT
TEXHUYECKOTO U IPYTUX
BHJIOB TBOPUYECTBA
ITIKOJIbHUKOB
JIOKYMEHTBI O BBICTaBKaX Jo MuHOBaHUs
03-06 | meTckoro Xya0>KeCTBEHHOTO HaJ00HOCTH
Y TEXHUYECKOI0 TBOPUYECTBA ct. 384 [IMII
ITocTostHHO,
Ot4etsl, nHGOPMALIUY O €CJIM IIKOJIa
03-07 paboTte 001IeCTBEHHBIX 10 ner claer
. ct. 388 TIMII
YUYEHUYECKUX OpraHu3aiui JIOKYMEHTBI
Ha TOCXpaHHUe
03-08 |<.>
04. Meroanueckas 1esiTeJIbHOCTh
[Tonoxxenue o Hocrosmno,
04-01 . «a» ct. 34 TII
METOJIMYECKOM COBETE
2019
[Tonoxxenus 06 yueOHO-
METOIUYECKHAX & HocrosHo,
04-02 A . «a» ctT. 34 TII
00bETUHEHUSX, PAOOUNX
2019
rpymnmax
04-03 | IIporoko:sl 3acenanuit [TocTosiuHO,
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METOJHUYECKOI'O COBE€Ta U

m. «a» cT. 18 TII

JOKYMEHTHI (CIpaBKH, 2019
TOKJ1a/161, HH(MOPMAITH) K
HUM
[NomoBoit utan paboThl 5 ner, 1K
04-04 | \rerommaeckoro cosera cr. 200
A TI1 2019
AHaJN3 pe3yabTaToB ITo
04-05 METOAMYECKON PabOTHI 5 ner, OIIK OIIEPATUBHBIM
o0Opa3oBaTenbHON ct. 46 TIT1 2019 BOIIpOCaM - 5
OpraHHu3aIu JeT
04-06 |<.>

05. KagpoBoe o0ecnieuenme

[Ipucnannbie
ITocTosuno FA CBOACHHA
05-01 KosiekTuBHBIN 10TOBOP or. 386 TI1 2019 —II0
MUHOBaHHUS
HaIxoO0HOCTH
ITocne
JIOKyMEHTBI 0 TIpOBEpKax HCTCHCHHA
05-02 | BBINOJHEHMS YCIOBUMI 3 To1a cpoka
ct. 389 TI1 2019 | neiicTBUA
KOJUJIEKTUBHOT'O JJOTOBOpa
KOJUIEKTUBHOT
0 I0roBOpa
05-03 [IpaBuna BHyTpeHHETO [TocTosiHHO
TPYZOBOI'O pacnopsaka cT. 394 TI1 2019
05-04 [IIratHOE pacnucanue u ITocrositHHO
W3MEHEHUA K HEMY ct.40 TI1 2019
05:05 | (urmarmo-chmcomnant soetas 0775 st
cT. 42 TI1 2019
pabOTHHUKOB)
05-06 JIOJDKHOCTHBIE HHCTPYKIIUU 50/75 ner
pabOTHHKOB ct. 443 TIT1 2019
[Ipukassl Mo TUYHOMY
cocTaBy (IIpHeM,
nepeMenieHue,
COBMEILEHUE, IEPEBOI,
o s
05-07 |2 . «a» ct. 434 TII
npodeccuoHanbHOe 2019

o0Opa3oBaHHe, N3MEHEHUE
(haMHUIIUH, TTOOIIPEHUS,
HarpakaeHus, OTIYCKa 110
YXOJy 3a PeOCHKOM,
OTITycKa 0e3 COXpaHEeHUs
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3apabOTHOM TIJIATHI)

[Ipukassl opranuzanuu mno
JIMYHOMY COCTaBy
(e’xeroiHbIE OIJIaYUBaeMble
OTITyCKa, OTITYCKa B CBSI3U C

06 ormyckax,
KOMAaHIUPOBK
ax

pabOTHUKOB C

05-08 o0OyueHueM, ACKYPCTBAX, HE . «G»_S«JFI:TCT. 434 |BPCAHBIME 1
CBSI3aHHBIX C OCHOBHOM (nnm)
. TIT2019
(mpodusibHOM) OTIaCHBIMH
JeSITeNbHOCTBIO, O YCIIOBUSMU
KOMaHIMPOBKAX U tpyna —50/75
CIIy>keOHBIX TPOBEPKAX JeT
[Ipukassl Mo TUYHOMY 3 rona
05-09 | cocraBy (AUCHUIUIMHAPHBIE . «a» cT. 434 TII
B3BICKAHUS) 2019
O exeromHo
OTLIAYMBACMBI
X OTIyCKaXx,
OTITyCKax B
CBSI3H C
KHuura/sxxypHan peructpanuu 50/75 net DIIK o0yuyeHHneM,
05-10 | opuKa30B MO JUYHOMY m. «Oo» ct. 182 TII | mexypcTBax,
COCTaBYy) 2019 HE CBSA3aHHBIX
C OCHOBHOM
(mpodunpHOK
)
JESTEIbHOCTh
10 — 5 neT
KypHan ydyera TMUHBIX A€l
PaOOTHHUKOB JIMYHBIX JIET, 50/75 ner DIIK
05-11 | IMYHBIX KapTOYEK, . «O» cT. 463 TII
TPYAOBBIX JIOTOBOPOB 2019
(cmy>xeOHBIX KOHTPAKTOB)
50/75 ner DIIK [Tepexonsee
05-12 JInunbie nena pabOTHUKOB or. 445 TTI 2019 ¢ 2021 roxa
TpynoBbie 1OrOBOPHI,
05-13 CITy’)kKeOHBIC KOHTPAKTHI, 50/75 ner DIIK
coryiameHus o0 ux cT. 435 TI1 2019
W3MEHEHUH, PACTOPKCHHUH
VBegomiieHus,
05-14 peaynpexaCHHUS, 3 roma
pabOTHHUKOB(aM) ct. 436 TIT1 2019
paboTtonarenem
05-15 JInuHbIE KAPTOUKU 50/75 ner DIIK [Tepexonsmiee
pabotHuKOB (. T-2) cT. 444 TI1 2019 | ¢ 202 rona
05-16 | IlonnuHHBIE TUYHBIE Jlo BoctpeboBanus. | HeBoctpeOon
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JIOKYMEHTHI (Tpya0Bast cT. 449 TI1 2019 | aHHBIE —
KHIDKKA, TUIIOMBI, 50/75 net
aTTecTaThl, yIOCTOBEPEHUS,
CBHJICTEIIHCTBA)
KHura yuera aBmxeHus 50/75 ner
05-17 | TpyIOBBIX KHUXEK U . «B» CT. 463 «B»
BKJIQJIBIIIIEH B HUX TII 2019
ITocne
UCTCUCHUS
Cpoka
JIeNCTBUSA
coryiacus Uiu
Cornacus Ha 00paboOTKyY 3 roma €ro OT3bIBA,
05-18
MEePCOHATIBHBIX JJAHHBIX cT. 441 TII1 2019 €CJIM HHOE HE
peayCMOTpE
HO
benepaabHBIM
3aKOHOM,
JIOTOBOPOM
JIOKyMEHTBI 00
OCBOOOXKICHUH OT YIUIAThI
HAJIOTOB, MIPEIOCTABICHUN 5 ner
05-19
JIFOT, OTCPOYEK YILIAThI ct. 304 TIT 2019
WJIK OTKa3€ B HEW 10
Hajoram, coopam
[IpoTokosl 3acenanui,
05.00 |MOCTAHOBIEHHS 1 pyrue 10 et OI1IK
JIOKYMEHTBI ct. 485 TIT1 2019
aTTeCTAllMOHHBIX KOMUCCUIN
JIOKYMEHTHI 110 aTTecTalluH,
ONpEICICHUIO
05-21 npg(biccnonanbﬁmx u > net
cT. 484 TI1 2019
JTUYHOCTHBIX KA4eCTB
pabOTHHKOB
JIOKYMEHTBI O IPOXOKICHUU
HE3aBUCUMOM OLIEHKHU
KBaTM(UKAIIUH paOOTHUKOB 5 et
05-22 WJIM JIML, TPETEHIYIONX Ha or. 488 TIT 2019
OCYIIIECTBIICHUE
OMpEICTICHHOTO BUA
TPYAOBOU AEATEIBHOCTH
05-23 I'paduku npoBeneHNs 1 ron
aTTecTaluu cT. 490 TII 2019
JIOKYMEHTBI O
05-24 MEPENOArOTOBKE U 5 net OIIK

ITOBBIIICHU U KBaJ'II/I(l)I/IKaI_[I/II/I
" NCPCIioAroTOBKE

cT. 491 TI1 2019
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pabOTHHKOB

[Tepenucka no arrecranuu,

05.05 |MEPETIOArOTOBKE 1 3 rona
TTOBBIIICHUH KBaJTU(DHUKAITAN cT. 499 TII 2019
paboTHUKOB
[1nan noBeILIEHUS

05-26 KBaJTM(DUKAITAH 5 met
eJarornuecKux cT. 482 TIT1 2019
paboOTHUKOB
JIOKyMEHTBI O
MpEeICTaBICHUH K
HarpaxJaeHuIo pabOTHUKOB 5 et

05-27 (HpeI[C"EaBJ'IeHI/ISI, or. 500 TII 2019
XOJlaTaiiCcTBa,

XapaKTePUCTHUKH, BHITUCKU
U3 pelIeHuH U JIp.)
3 roma

05-28 | I'paduk oTmyckoB or. 453 TII 2019

05-29 TapudukanoHHbIe CIIUCKU 50/75 ner
(BemoMocTH) paOOTHUKOB ct. 400 TIT 2019

05-30 OTt4eTsl paOOTHUKOB O 5 nmet OIIK
KOMaHJIUPOBKAx cT. 452 TI1 2019
JIOKyMEHTBI BEICHUIO
BOMHCKOTO y4eTa u

05-31 | OpoHUpOBaHUIO IPAKIAH > Jer

’ cT. 457 TI1 2019
npeOBIBAIONINX B 3am1ace
(TUTaHbBl, OTYETHI)
JIOKyMEHTBI BEICHUIO
BOMHCKOTO y4eTa u

05-32 OpOHUPOBAHUIO TPAXK/IAH, 5 ner [Tocne cuarus
npeOBIBAIONINX B 3am1ace cT. 458 TII 2019 | c yuera
(KapTOUKH, JIUCTKH,

MTOBECTKH)
KypHnan (kHUra) NpoBEPOK

05.33 | COCTOSHHS BOMHCKOTO ydeTa 5 ner
1 OpOHUPOBAHMS I'PaXKJIaH, cT. 459 TI1 2019
MpeOBIBAIOIINX B 3arace
Kypnan ydera nun, 5 nmer

05-34 MOJJIEKAITUX BOUHCKOMY n. «e» cT. 463 TII
yuery 2019
3asBKH O MOTPEOHOCTH B

05-35 | npuBIE€YEHUHN HHOCTPAHHBIX 1 ron

cT. 377 TI1 2019
paboOTHUKOB

05-36 3asBieHUs paOOTHUKOB O 1 rox

45




BbIJIa4€ JIOKYMEHTOB,
CBSI3aHHBIX C PabOTOM, M UX
KOIUH

cT. 451 TI1 2019

05-37 |<.>
06. byxranrepckuii yueT ¥ 0TYETHOCTD
ITonoxenue 00 oriare ITocTostnEO ITocne
06-01 | Tpyna u npeMHpOBaHUU . «a» cT. 294TI1 | 3aMeHbl
paboOTHUKOB 2019 HOBBIMU
I'onoBoii utan huHAHCOBO- ITocrostHHO
06-02 XO03IMCTBEHHOMN . «a» ct. 247 TII
NEITENbHOCTHU 2019
OTyYeTsl O BEIIOJIHEHUH
IUTaHOB (PMHAHCOBO- [TocTtosiHHO
06-03 XO3SIMCTBEHHOH m. «a» cT. 272 TII
JEATEIIbHOCTU OpPraHu3alku. 2019
T'onoBbie
OTyYeTsl O BEIIIOJIHEHUHT
IUTaHOB (PMHAHCOBO- 5 ner
06-04 XO3IMCTBEHHON m. «o» ct. 272 TI1
JEATEIIbHOCTU OpraHu3alky. 2019
KBapranbusbie
JIOKyMEHTBI O IIPOBEpPKAX
06-05 (aKThI, CTIpaBKH, TIEPETIHICKA) 5 nmet
(UHAHCOBO-X 031U CTBEHHOM cT. 282 TI1 2019
ESITELHOCTH
06-06 lNomoBas Oyxranrepckas [TocTostHHO
OTYETHOCTH ct. 268 TII1 2019
I'omoBast GromKeTHAS > et
06-07 | femocn, g 1. «a» cT. 269 TII
2019
IIpn
IIpomMexxyTOUHEBIE > Jet OTpc TCTBUH
06-08 P Y . «O» cT. 269 TII Y
OyXTalITepCKHE OTYCTHI 2019 T'OJIOBBIX—
IMOCTOSTHHO
JISI TOJOBOM
AyYIUTOPCKHE 3aKTIOUCHUS A o
06-09 | mo GyxranTepckoi > zier Oyxranrepcxo
ct. 286 TIT1 2019 M OTYETHOCTHU
OTYETHOCTHU
- IOCTOSIHHO
TI'onoBrIie 1 kBapTaabHBIE
06-10 acﬂquH 10 CT anOBbIM 50/75 ner
P p cr. 308 TIT 2019
B3HOCAM
50/75 net DIIK
06-11 |JIuuesbie cueTa pabOTHUKOB

cT. 296 TI1 2019
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JIOKYMEHTBI O MOITYy4eHUH

o IIpu
3apabOTHOM IJIaThI
OTCYTCTBHH
06-12 (cBOIHBIE pacUETHBIE 6 net HIEBHIX
(pacueTHO-TIATEXKHBIC) cT. 295 TII1 2019 CUCTOR
BEJOMOCTH, PACUETHBIE
A P 50/75 ner
JIUCTBI, TOBEPEHHOCTH )
JIoKyMeHTHI (KOorTuu
OTYETOB, 3asIBICHUS, CITUCKH
pabOTHHKOB, CIIPaBKH,
BBIMIICKHU U3 TIPOTOKOJIOB,
06-13 3aKJIIOUEHUS, TIEPEIUCKA) O > Jet
N cr. 298 TIT1 2019
BBIIIIATE ITOCOOMI, OIIIATE
JINCTKOB
HETPYAOCIOCOOHOCTH,
MaTepHaIbHON TTOMOITU
[Tpu
OTCYTCTBHH
JIALEBBIX
CrpaBku 0 10X0Aax 1 5 et CUETOB HJIH
06-14 CyMMax Hayora pHu3NIeCcKuX BEJIOMOCTEH
M ¢ cr. 312 TIT 2019 A
JIALL HAYUCIECHUS
3apabOTHOM
iatel — 50/75
JIeT
HcroaHnuTenbHbIe JIUCTEI 10
06-15 | ynepxaHuio u3 3apabOTHOM > net Hocne
ct. 299 TII 2019 HUCIIOTHEHUS
IUIATEI
IIpu
TSHKEINBIX,
BPEIHBIX U
06-16 Tabenu u xKypHaIIBI ydeTa 5 ner OI;Iaf:[HBIX
pabouero BpeMeHH! ct. 402 TIT 2019
YCIIOBUSAX
tpyna — 50/75
JIET
Hanorosrle gexnapanuu
06-17 | (pacueTsl) ng Bcelxlq) BLIfI am > zier SIK
A cr. 310 TIT 2019
HaJIOTOB
06-18 JIOKyMEHTBI 00 5 ner
WHBEHTApU3AIllUA AKTUBOB cT. 321 TIT 2019
JIOKyMEHTBI 00 5 et [Ipu ycnosun
06-19 MHBEHTapHU3aIllid TOBAPHO- MIPOBEICHUSA
pH3all PHO" cr. 321 T 2019 | "POBCA
MaTepUaTbHBIX IICHHOCTEH IPOBEPKU
JIOKyMEHTBI O IEPEOLICHKE ITocne
OCHOBHBIX (hOH/IOB, 5 et BBIOBITHS
06-20 OIpeACICHUY aMOPTH3aIH OCHOBHBIX
pedl pTH3All cr. 323 TIT 2019
OCHOBHBIX CPEJICTB, OI[CHKE CPEICTB U
CTOMMOCTH MUMYIIIECTBA HEMaTepuaib
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HBIX aKTHBOB

[Tocne
. YBOJIBHEHUS
06-21 JloroBopbl 0 MaTepuaIbHOM 5 ner MaTepHATHHO-
OTBETCTBEHHOCTH ct. 279 TI1 2019
OTBETCTBEHHO
ro Juua
JIoroBOpBI IpaKJaHCKO-
IIPaBOBOT'O XapaKkTepa O
BBHITIOJTHEHUH padoT,
067 | OKasaHua yeIyr 50/75 ner
(U3NYECKUMU JINIIAMH, aKThI ct. 301 TI1 2019
CAAYU-TIPUEMKH
BBITTOJIHEHHBIX padoT,
OKa3aHHBIX yCIIyT
ITocne
OTOBOPBI C POAUTEISIMU UCTEYEHUS
06-23 gaKOHHI:)IMI/Ip : > siet STIK cpoka
cr. 11 TIT 2019 o
IIPEICTaBUTEISIMU ) JeicTBUS
JIOTOBOpPA
JIOKyMEHTBI Y4ETHOU 5 nmer Hocne
R I — cT. 267 TI2019 | SAMCHE!
HOBBIMU
IlepBruuHBIC yYeTHBIE
JOKYMEHTBI U CBSI3aHHBIE C
HUMHU OIIpaBAaTeIbHbIE [Ipu ycnosun
JOKYMEHTHI (KacCOBBIE IIPOBEICHUS
JIOKYMEHTBI U KHUTH, IIPOBEPKU;
0aHKOBCKHUE JIOKYMEHTHI, npu
KOPEILKH JIEHEKHbBIX 5 er BO3HHUKHOBEH
06-25 | 4eKOBBIX KHMXXEK, OpAepa, cr. 277 TI1 2019 | ¥ CIOPOB, -
Tabesu, U3BEUICHNs OAHKOB pa3HoriIacuit
U TIEpeBOHbIE TPEOOBAHMUS, COXPaHSAIOTCS
aKThl O IPUEME, cllaue U JI0 TIPUHSATHS
CIMCAaHWH UMYLIECTBA U peuieHus mno
MaTepUajoB, KBUTAHIIUH, neny
HAaKJIaJIHbIE, ABAHCOBBIE
OTYETHI, IEPENUCKA)
[Iepeuens nun, UMEOIIUX 5 et Ilocie
06-26 | mpaBO MOANMCH MEPBUYHBIX or. 280 TI1 2019 | 33MeHBI
YUETHBIX JOKYMEHTOB HOBBIMU
ITocne
06-27 JIOKyMEHTBI O B3aUMHBIX 5 nmer [IPOBEICHUS
pacuerax u nepepacuerax cT. 264 TI1 2019 | B3aumopacuer
a
Knura yuera > zer
06-28 . . «a» cT. 292 TII
JIOBEpEHHOCTEN 2019
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5 net

06-29 | Cuera-¢akTypsl or. 317 TIT 2019
Jo nmukBuaanuu
06-30 XKyphan yuera OCHOBHBIX OpraHu3anu
CpPEACTB . «a» cT. 329 TII
2019
Kypnan yuera S nmer
06-31 MaTepHaIbHBIX [IEHHOCTEN U . «0o» ct. 329 TII
MHOT0 UMYILECTBA 2019
[Tocne
Knura yuera npuxoHo-
06-32 | pacxoAHBIX MaTEPHAJIOB > zier CITHCARHA
’ cT. 526 TII 2019 | MaTepuanbpHeI
o0opyIoBaHUS .
X IIEHHOCTEH
06-33 ITonoxeHnue o 3aKynke ITocrositHHO
TOBapoOB, padoT, yCIyr ct. 217 TIT 2019
3 roma
06-34 | Ilnman-rpaduk 3aKymnok or. 218 TIT 2019
3 roma
06-35 | JIoKyMEeHTBI IO 3aKyIKam or. 219-223 TII 2019
[Tocne
06-36 MyHununaabHbIe 5 net OIIK IC/IC;ETHHH
KOHTPAKTBI cT. 224 TI1 2019 pY
neicTBus
KOHTpPAaKTa
IIepenucka no
06-37 | OCYIIECTBIEHUIO 3aKYIIOK 3 ro1a
cT. 229 TI1 2019
JUTSL HY>K]] OpTaHU3aIiH
06-38 f;ypg CHa ysace s S rona
FBOK Ha yHauTHe B cr. 227 TI 2019
3aKyIKax
06-39 [Tepenucka mo Bonpocam 5 et OIIK
OKa3aHUs IUIATHBIX YCIIyT cT. 290 TI1 2019
JIOKYMEHTBI O ITOCTaBKe
06-40 | MaTCpHaoB (cwIpB), 3 roma
000pyIOBaHUs U APYTOM ct. 511 TIT 2019
MPOTYKITIHI
[Ipuemo-ciaTouHbIE aKThI,
COCTAaBJICHHBIE IIPU CMEHE
06-41 JIOJDKHOCTHBIX, 15 net
OTBETCTBEHHEIX, ct. 44 TI1 2019
MaTepuaIbHO-
OTBETCTBEHHBIX JIHII
06-42 |<.>
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07. buéauoreka

ITocTosHHO
07-01 ITonoxenue o 6UOIMOTEKE . «a» cr. 33 TI1
2019
07-02 NHBeHTapHas KHUra, ITocrositHHO
angaBUTHBINA KaTaJIoT ct. 330 TIT 2019
JIOKyMEeHTBI yueTa Tlo AHKBUAALI
MaTEepUajoB CIIPABOYHO-
07-03 nHdopMarorHoro GoHIa OubmmoTeKH
pMal 78, ct. 366 TIT 2019
OHuOIHOTEKHN
IToce
07-04 AKTEI CITMCaHUSA KHUT U 5 net e cif
NEPUOJNYECKUX U3JaHUI cT. 365 TI1 2019 AYIOIIL
MIPOBEPKHU
oros | morcoone
POBEA N cr. 368 TIT 2019
SIPMapOK, MPE3CHTAIINIA
07-06 <.>
08. ApxuB
ITonoxenue 06 apxuse, 00 Hocrosmmo
08-01 | OO pcc ’ . «a» c1. 33 TII
KCIIEPTHON KOMHUCCHUHU 2019
08-02 YueTHble JOKYMEHTBI ITocTosuno
apxuBa cr. 171 TIT 2019
OmmcH e IMOCTOSTHHOTO Tocrosmno E:I}e]T—B eIZ:KI[eH
08-03 o 1. «a» cr. 172 TIIT a
XpaHeHUs MHUHOBaHUS
2019
HaIxoO0HOCTH
HeyrBepxnen
Omnucu fen mo JINYHOM S0/75 mer EZLGC;FHaCOBaH
08-04 a y m. «o» ct. 172 TI1
COCTaBy HBIE - 10
2019
MHHOBaHUS
Haq00HOCTH
OmmcH 1en BpeMEHHOTO 3 rona Hocne
08-05 JICIT BP m. «B» cT. 172 TII | yHu4YTOXKEHUA
(cBbimie 10 neT) xpaHeHus
2019 nen
ITocne
BO3BpAIICHUS
JIOKYMEHTOB.
08-06 Ileo; okymenton 8o 3 roma /s akTos
JCTL, JIOKY cTt. 175 TI1 2019 BBIJIAUU JIETT
BPEMEHHOE TI0JIb30BAaHUE
BO BPEMEHHOE
[IOJIb30BAHNE
ApYTruM
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OpraHu3aIys

M - 5 ner
ITocne
BO3BPAIIICHUS
JIOKYMEHTOB.
[Tpu
HEBO3BpallleH
08-07 JIOKyMEHTBI BBIEMKH €I, 3 roma L - pattl
JIOKYMEHTOB ct. 176 TIT1 2019
MIPOTOKOJIBI,
aKTBI
BKJIIOYAIOTCS
B Aeno GoHaa
- IOCTOSIHHO
Komnuu apXuBHBIX CIIpaBoOK,
BBIIAHHBIE 110 3aIIpocaM
08-08 T aﬂmnaH IOK eII{)TBI K HUM 5 ner SIIK
P » OKYM cr. 178 TI1 2019
(3as1BJICHUSI, 3aIIPOCHI,
CIIPaBKH, MEPEMUCKA)
Kypnaibl, 0a3b1 JTaHHBIX
08.09 | YHeTa BBlIAuH ApXHBHBIX 5 ner
CIIPaBOK, KOIHA, BBITUCOK cr. 177 TI1 2019
13 TOKyMEHTOB
JloroBops!I (cormaimieHus) ¢
APXUBHBIMH YUPEKICHUSIMHU, ITocie
WHBIMHU OPraHu3aIusIMHy O HCTEUEHHUS
08-10 B3alIMO epITICTBI/IHIiI > et JHK CpOKa
A cr. 179 TI1 2019 | PO
COTPYAHHYECTBE B chepe nefcTBUA
apXUBHOTO JieJia U JIOTOBOpPA
JIETOTIPOU3BO/ICTBA
08-11 <.>
09. MeguumnHCcKoOe 00CTy;KMBAHUE
ITonoxeHue 0 MEAUIIMHCKOM Hocrosmmo
09-01 | A 1. «a» cr. 33 TII
2019
09-02 MenuiuHCcKre KapThl 5 et
00yJaronuxcst cT. 441 IIMIT
3aKIIIounTeIh
HBIE aKTHI
MEIUIIUHCKHAX
OCMOTpOB
09-03 JIOKYMEHTBI 0 METUITUHCKUX 3 roma pabOTHHUKOB,
OCMOTpax cT. 635 TIT1 2019 BBINOJTHSIOIIHA
X paboTHI ¢
BpPEIHBIMH,
OIIaCHBIMU
YCIIOBHSIMU
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tpyna — 50/75
JIET

Ilocie
JloroBop o hMHAHCOBOM
HCTEUEHHUS
09-04 obecrieueHn 5 ner CcDOKa
0BA3ATENBHOTO cr. 627 TI12019 | PO
nefcTBUA
MCEAUITUHCKOTO CTanOBaHI/IH
JIOTOBOpA
09-05 JIOKYMEHTBI 0 METUIITHCKOM 5 net
o0CITyKBaHUHU cT. 369 IIMII
09-06 |[<..>
10. ITunzeda0K
ITonoxenue 06 ITocTostuHO

10-01 | opranuzauuu NUTaHUS
00YJarOIIUXCSl IIIKOJIBI

. «a» ct. 33 TI1
2019

[Tonoxenue o OpakepakHOU
KOMMCCHU ILKOJIbI

10-02

ITocTossHHO
. «a» ct. 33 TI1
2019

Otuetsl, nuHOpPMAITIH,

1 ron
10-03 121:41;2:;1:; 00 opraHmuzanuu or. 362 TIMII
YTBepkKACHHBIE HOPMBI 3H
10-04 HUATAHUS U IKOJILHUKOB
(veHo0) ct. 839 I[IMII
JIOKyMeHTHI (cepTH(HKATHI,
aKThl, pEKJIaMaI1H, 5 mer

10-05

3aKJIFOUYEHHUS, CIIPABKH) O
Ka4yeCTBE ChIPbsI

ct. 513 TI1 2019

HaxonurenbHas BEIOMOCTE
10-06 | mo pacxoay NPOAYKTOB
OATAHUSI

5 ner
ct. 276 TI1 2019

AKTBHI 110 Opakepaxy,
OpaKOBOYHBIE U3BEIIICHHUS,

3 roma
10-07 | nepexTHBIC BEAOMOCTH U or. 787 TIMII
TepenucKa o0 BEIOpaKOBKe
MPOTYKITUI
10-08 KypHan noctaBku NUIIEBON 3 roma
NPOAYKIIUHA ct. 787 TII1 2019
10-09 KoMmnekTtoBouyHbBIE 1 ron
BE€IOMOCTHU cT. 512 TIT 2019
JIOKyMEHTBI
10-10 (pacnopsixeHus, 5 nmer

TpeOoBaHUs, HAKJIATHBIC) 00
OTITyCKE TOBAPOB CO

ct. 518 TI1 2019
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CKJIaJIOB U OTTpYy3Ke

MPOTYKITUI
Kypnansr 6pakepaxa
10-11 | numeBbIX TPOTYKTOB U | ron
o cT. 967 IIMII
KYJTMHAPHOU MPOTYKITUI
Kypnan yuera
TEMIIEPATypPHOIO peK1Ma B
10-12 XOJIOAMJIEHOM 1 ron
cT. 967 IIMII
obopynoBaHuM (Ha
MUIIEOJIOKE)
Kypnan npoBeneHust
10-13 BUTAaMUHU3ALIUU TPETHUX U L rox
cT. 967 IIMII
CIIAIKHAX OJIFO
[Tepexonsmue
10-14 | TexHomornyeckue KapTol J10 3aMeHbI HOBBIMHU ¢ 2019 rona
10-15 ['uruennueckuii ;xypHan 1 rox
(coTpyHUKH) cT. 967 IIMII
Kypnan yuera
10-16 | remmepaTypsl U BIQXKHOCTH | ron
cT. 967 IIMII
B CKJIQJICKUX TIOMEIIEHUAX
10-17  |<.>
11. be3onacHocTh
[Tocne
11-01 [Tacnopt 6e30macHocTH 5 net ATy TH3ALIH
LIKOJIBI ct. 594 TII 2019
nacropTa
[Tocne
UCTEUEHUs
Cpoka
JloroBopkl Ha OKa3aHHE 5 net AcHCTBM
11-02 OXpaHHBIX YCIIyT ct. 580 TITI 2019 JIOToBOpA,
nocine
MPEeKpaICHUS
0053aTeNbCTB
10 JIOTOBOPY
JIoKyMeHTBI (TIPOTOKOJIBI,
aKThl, CIPaBKH, CBEICHUS,
JOKJIaJTHBIC, CITy>)KeOHBIC
11.03 | 3@THCKH, TepenucKa) o 5 nmet OIIK
paccien0BaHuU ct. 587 TII1 2019
Ype3BbIYANHBIX
IIPOUCILECTBUM IIPU OXpaHe
3TaHAN
11-04 Kuauru perucrpanum (yaera 3 rona

BBIJIa4H ) YAOCTOBEPEHUH,

cT. 589 TI1 2019
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IIPOITYCKOB,
UACHTU(DUKAITMOHHBIX KapT

Pa3zoBblie npormycka,
KOpELIKHU MTPOITYCKOB B

1 ron

11-05 CIIy>)keOHBIC 3/1aHUS U Ha or. 591 TIT 2019
BBIHOC MaTepUaIbHBIX
LIEHHOCTEN
JIoKyMeHTHI (3asIBKH,
MepenucKa) o JI0MyCKe B
11-06 CITyKEOHBIC TIOMEIICHUS B 1 ron
cT. 592 TI1 2019
Hepabouee BpeMs U
BBIXOJHbIE JTHU
JIOKYMEHTBI O MOBBIILIEHUN
11-07 AHTUTEPPOPUCTUIECKOMN 5 ner OIIK
3aIUIIEHHOCTU cT. 595 TII1 2019
OpraHHu3aIu
JKypHainbl H”HCTpyKTaxka 1Mo
11-08 | anTUTEppOpPHUCTHYECKON 3 roa
cT. 598 TI1 2019
3alUIIEHHOCTH
2KypHan BBoIHOTO
11-09 | mHCTpyKTaka 1o 3 rona

TpaKIaHCKOU 000pOHE

ct. 608 TI1 2019

11-10

KypHan ydyera HHCTpYKTaxxa
O JICCTBUSAM B
YpE3BBIYANHBIX CUTYAIUAX

3 roma
ct. 608 TIT 2019

11-11

IImanbI-cXeMbl 9BaKyaluunu
U3 3JaHus IIpU
qpeBBquaﬁHBIX CUTyalusax

J1o 3aMeHbI HOBEIMU
ct. 606 TIT 2019

11-12

JIOKyMEHTBI 00
obecrieyeHun
MPOTHBOIOKAPHOTO PEKUMA

5 net OIIK
ct. 611 TIT 2019

11-13

JIOKyMEHTBI 00
obecrieyeHun
BHYTPHOOBEKTOBOTO U
HPOITYCKHOTO PEXUMOB

5 net OIIK
ct. 611 TIT 2019

11-14

KypHnans! yuera
UHCTPYKTaXEH 10
MO’KapHOH O€30MacHOCTH

3 roma
cT. 613 TIT1 2019

11-15

IImansl neicTBUil IO
NpEeayIpEeXICHUIO U
JUKBUJAIUN YPE3BbIUANHBIX
CUTYyalHil

5 net
ct. 603 TITI 2019

ITocne
3aMCHBI
HOBBIMU

11-16

[Topsimok oOyueHus nuir,
OCYIIIECTBIISIONTUX

ITocTosiHHO
m. «a» cT. 8 TI1 2019
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TPYIOBYIO UJTU CITYKEOHYIO
NesITeIbHOCTh, MEpaM

MoKapHOW O€30MacHOCTH

11-17

<..>

[

2. OxpaHna Tpyaa

[Ipu BpenHbIxX

Oryer no crenuaabHON M OIACHBIX
12-01 OIICHKE YCIIOBUH Tpyaa U 43 et CIIOBUSX
HeHKe y Py cr. 407 TI12019 |~
JOKYMEHTHI K HEMY tpyna — 50/75
JIET
IMonoxenue o ciuyxoe Hocrosmmo
12-02 OXDAHEL TOVIA y . «a» cT. 33 TII
12-03 [Tnan paboThI CITyXKOBI 5 net OIIK
OXpaHbl TpyAa ct. 200 TIT 2019
12-04 HNHcTpykiuu nmo oxpaHe [TocTosiHHO
Tpyaa n. «a» ct. 8 TII 2019
Ilocie
CornaiieHue 1o oxpaHe 5 net OIIK MCTCUCHHIA
12-05 | yma 1 noxymerTs: & Hem cr. 11 TIT2019 | POKd
pyAa i IoKkyM y ) NEUCTBUA
COTJIaIIEeHUS
T'omoBEBIE cCTATUCTHYECKHE
CBeICHHs 00pa3oBaTeIbHON
e
12-06 P m. «a» cT. 335 TII
MIPOU3BOJICTBE U
2019
npodeccuoHaTbHBIX
3aboneBanusx (¢. 7—
TpaBMaTHU3M)
CBs3aHHEBIE C
KPYITHBIM
JIOKYMEHTBI (aKThI, MaTepuaIbHbI
12-07 OTOKOJIbI, 3aKJTIOUEHHUS) O 45 ner epbo
MIPOTOKOJIBI, 3aKITIOUCHUS or. 425 TII 2019 M yIepooMm u
HECYACTHBIX CITyJasx YEeJIOBEUYECKHU
MU KEPTBAMHU
— IIOCTOSIHHO
12-08 HEZEZ?H a(K:I/II/I l;iagcqaCTHbIX 43 Jer
peraetpal cr. 424 TI1 2019
CITy4JaeB
o e e 1510
12-09 P Py A ’ m. «a» ctT. 423 TII
Ha paboyem mecTe, 2019

LIETIEBOTO)
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Kypnan (kaura) yuera

unax K 6 5 et
12-10 | M"POPHIAKTHHCCKHUX padoT 1. «6» ct. 423 TIT
10 OXpaHe Tpyaa, MPOBEPKH 2019
3HaHUM 110 OXpaHe Tpyaa
JIoKyMeHTHI (CIIpaBKH,
MIPEIIOKEHUS,
12-11 000CHOBaHUs, TIEPEIIUCKA) O > Jet
’ ct. 409 TIT 2019
COCTOSIHMH M MEpax o
VIIYYIIEHUIO OXPaHbl TPyAa
12-12 ggﬁﬂgﬁgﬂiaemﬁ Hocrostto
P PEAI . «a» ct. 8 TI1 2019
(MUKpPOTpaBM) paOOTHUKOB
[Tonoxxenue o mopsigke
19-14 o0OydeHus o oXpaHe Tpyaa TTocrostHHO
Y POBEPKU 3HAHUSA . «a» ct. 8 TIT1 2019
TpeOOBaHUI OXpaHbI TPy
ITocTosHHO
12-13 [IpaBuna no oxpane Tpyaa 1. «a» or. 8 TIT 2019
12-14  |<.>
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