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1. O0mue moJ1oKeHus.

NHCcTpyKIMsT 1O BEACHUIO JIE€JIOBOM JOKYMEHTAlMM B MyHUIHUNAIBHOM
OIO/DKETHOM  JIOIIKOJIBHOM  O0Opa3oBaTeIbHOM  YUPEXKJICHUM  JETCKUH  caj
«Anénymka» c. ApomatHoe benoropckoro paiiona PecnyOnmuku Kpbim (nmanee —
WUuctpykiusi) paspaboTaHa B COOTBETCTBHM CO CIIEIYIONIMMH HOPMAaTHBHBIMU
JOKYMEHTaMU:

- ®enepanbublii 3akoH OT 29.12.2012 No 273-03 «O6 obOpa3zoBaHuHN B
Poccniickon @enepanuny;

- ®enepanbubiii 3ak0oH oT 27.07.2006 Ne 152-®3 «O mnepcoHadbHBIX
JTAHHBIX»;

- 3akon PecmyOmmku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6
oOpazoBanuu B Pecriyonrike Kpbimy;

- npuka3 PenepanbHOro areHTCTBA M0 TEXHUYECKOMY PETYIUPOBAHUIO U
METPOJIOruM MUHHUCTEPCTBA TPOMBILIJIEHHOCTH U TOProeiu Poccuiickon Penepannun
or 08.12.2016 Ne 2004-ct «OO6 yTBEpXJIEHUU HAIMOHAIBHOTO CTaHAApTa
Poccuiickon @enepanum»;

- npuka3 PenepanbHOro areHTCTBA M0 TEXHUYECKOMY PETYIUPOBAHUIO U
METPOJIOruM MUHHUCTEPCTBA TPOMBILIJIEHHOCTH U TOProeiu Poccuiickon Penepannun
oT 14.05.2018 Ne 244-ct «O0 yTBEpKIEHUH U3MEHEHHUS K
HAallMOHAJIBHOMY cTaHnapty Poccuiickon denepanumy;

- npuka3 denepanpHoro apxuBHoro arenrctsa or 20.12.2019 r. Ne 236
«O0 ytBepxkaeHun IlepedHsi TUMOBBIX YIPaBIECHUYECKUX APXUBHBIX JOKYMEHTOB,
0o0pa3yloluXxcsi B MPOIECCE ACSATENbHOCTH TOCYJAPCTBEHHBIX OPraHoB, OpPraHOB
MECTHOTO CaMOYTIPABJICHUS U OPTaHU3aIINM, C YKa3aHHUEM CPOKOB UX XPAHCHUS»;

- npuka3 MunucrtepctBa npocsemenuss CCCP or 30.12.1980 N 176
«O BBegeHuu B JeiictBue llepedHsi JOKYMEHTOB CO CpPOKaMHM XpaHEHUSs
MunnctepctBa npocsenieHuss CCCP, opraHoB, yUpekJIeHH, OpraHu3alil CHCTEMBI
MIPOCBEILECHUS;

- Meroauueckue pekomeHgauuu (ganee — PekoMeHaanun) mo BEACHUIO
JIEJIOBOM JOKYMEHTAallMM B TOCYJAPCTBEHHBIX W MYHULMHAIBHBIX JONIKOIBHBIX
oOpa3oBaTenbHBIX U 0011e00pa3oBaTenbHbIX opranu3anusax Pecmyonuku Kpbim.

NHcTpykuus ycTaHaBiuBaeT oOue TpeOOBaHHUS K BEACHHUIO JI€JIOBOM
JOKYMEHTAIlMd B MYHHIIUTIATLHOM OIO/PKETHOM JIOIIKOJBHOM 00pa30BaTeIbHOM
VUPEKICHUN OETCKUU cal «An€Hylika» c¢. ApomaTHoe bemoropckoro paiioHa
Pecniyonuku Kpeim (nanee — J[IOY).

[Ipumenenne WHCTpyKUMHU CMOCOOCTBYET (POPMUPOBAHUIO O(DUIIMATIBHO-
JIEJI0BOr0 CTUJISL JOKYMEHTOB, COKpAIIEHHWIO 3aTpaT TpyAa U CPEACTB B IMpoliecce
co3gaHus J0KyMeHToB B J[OVY.

Nuctpykius pacrpocTpaHsieTcs Ha OpraHU3aIUIo paboTHI
C JOKyMEHTaMH HE3aBUCUMO OT BHUJA HOCHUTENS, B TOM YHCIE BJIEKTPOHHBIMU
JIOKyMEHTaMH, BKJIOYas MOATOTOBKY, OOpabOTKy, XpaHEHHE U HCIOJIh30BaHUE
JIOKYMEHTOB, OCYIIECTBIISIEMBIX C MPUMEHEHUEM WH(OOPMAITMOHHBIX TEXHOJIOTHI B
JOVY.

OcobOenHoctu paboOThl C JAOKYMEHTaMH, COAEpPKALIMMHU KOH(PHUICHIHATBHYIO



uHpopmaruio (CIyXeOHYI0 U UHYIO TaliHy, EPCOHAIBHBIC JaHHBIC), PETYIUPYIOTCS
CHEIUaIbHBIMM  HOPMATHBHBIMM  aKTaMu  (MHCTPYKUHUSMH,  TOJIOKCHUSIMHU,
MpaBUJIaMM), YTBEPXKIAaeMbIMU 3aBEIYIOIIUM.

OTBETCTBEHHOCTh 3a OpPraHU3alli0 W COCTOsSIHUE nenonpou3BojctBa B JJOY
HECET 3aBEIYIOIINI, KOTOPBIM:

- pazpabarbiBaeT W yTBepkIaeT VHCTpyKIMIO 1O  BEIEHHUIO JEJIOBOM
JOKyMEHTaIMu 1 HoOMeHkatypy aen J0Y;

- KOHTPOJIMPYET coOmoaeHrne TpeboBanuil yrBepxkaeHHoi B JIOY UHcTpykiuu
10 BEJICHUIO JEJI0BOW IOKYMEHTALINH;

- POBOJIUT MPOBEPKY COCTOSIHUSI 1€JIONPOU3BO/ICTBA;

- o0ecreuynBaeT METOJUYECKOE PYKOBOJICTBO, HMHCTPYKTaX M KOHTPOJb 3a
cOOJII0ICHUEM YCTAHOBJIEHHOTO MOPsJIKa pabOThI C JOKYMEHTAMH;

- HWHUIUMUPYET TMOBBIIMICHUE KBaIM(UKAIMKA PAOOTHUKOB IO BOIpOCaM
JIEJIONPOU3BOJICTRA;

- YIOCTOBEPSET MOANUCHIO U MEYAThIO JOKYMEHTHI.

Henocpencteenno Benet aenonpousBoacTso B JJOY nenonpon3BoauTes.

Jlenonpon3BOAUTENL B COOTBETCTBUU C BO3JIOKEHHBIMH HA HETO 33/1a4aMMU:

- OCYLIECTBIISIET PETUCTPALIMIO U YUET IOKYMEHTOB;

- OpraHu3yeT JJOKYMEHTOO0OPOT, POPMUPOBAHUE JCII, UX XPAaHEHUE;

- OCYIIECTBISICT TEKYIIUH KOHTPOJb 3a CBOEBPEMEHHBIM PACCMOTPEHUEM H
IpoXOoXxkaeHneM T0KyMeHToB IOV

- obecrieunBaeT COOJIO/ICHUE €IUHBIX TPEOOBaHUMN MO MOJATOTOBKE JOKYMEHTOB
1 OpraHu3aluy padoThl C HUMHU B YCJIOBHUSX 3JIEKTPOHHOTO JOKYMEHTOO0OPOTA;

- 0000611aeT nHdopmaluo 006 00beMax JOKyMEHTO000POTa;

- opranu3yeT (opMHUpPOBaHUE M XpaHEHHE JOKYMEHTAIlMOHHOrO (POHIa U ero
UCIIOJIb30BaHUE.

JNOY  BhopaBe NOpUMEHATb B CBOEM  JIESITEIBHOCTH  DJIEKTPOHHBIM
JIOKyMEHTOOOOpPOT,  KOTOPBIM  TpeaycMaTpWBaeT  CO3JaHUE,  MOJIMUCAHUE,
UCIIOJb30BAaHUE M  XPAHEHHE JOKYMEHTOB, CBSI3aHHBIX C JIEATEIBHOCTBIO
o0Opa3oBaTeNbHON OpraHu3allui, B DJJICKTPOHHOM BHJEe 0€3 ayOoiupoBaHus Ha
OyMaxHoM Hocutene. PemieHre o BBEICHHH AJIEKTPOHHOTO JOKYMEHTOOOOpOTa U
MOPSIJIOK €ro OCYIIECTBICHUS YTBEPKIAIOTCS 0Opa30BaTeIbHON OpraHu3aifeil 1mo
COTJIACOBAHUIO C €€ YUPEIUTEIIEM.

Bcst nenoBas OKyMeHTallds XpaHUTCA B CHEHHAIBHO 00O0PYAOBaHHBIX
noMenieHusx, mkadax uiau ceidax c codmogaeHueM TpedoBaHuit denepanbHOrO
3akoHa Poccuiickont ®@enepaunu ot 27.07.2006 Ne 152-®3 «O nepcoHaIbHBIX
JTAHHBIX).

PabGorath ¢ TOKyMEHTaMU BHE CITY»KE€OHBIX MOMEIICHUH 3arperaeTcs.

2. lokymenTsi JIOY.

3aBeAyOmuid WIA JUIO, UCTIOTHSIONIEe ero O0sS3aHHOCTH, U3/IAa€T MPUKA3HI,
WHCTPYKIIMH, TpaBWia, TMOJOXKEHUs, OOs3aTeIbHbIE JUIsI HWCIOJTHEHUS BCEMU
pabOTHUKAMMU.

Xox o0cykIeHHs] BOIPOCOB Ha 3aCeaHUsIX KOJJIETHAIBHBIX OPTaHOB, COBETOB,



COOpaHUAX, COBEIIAHUSAX U pEIICHUs, MPUHUMAEMble HAa HUX, (UKCHUPYIOTCS B
IIPOTOKOJIAX.

JUIsL OCYyIIECTBICHUS OIEPAaTHUBHBIX CBA3CH C JAPYTMMHM OpraHU3alUsAMH U
rpa)klaHaMu HCIIONb3YIOTCSl Takue (OpMbl, KaKk MNUCbMA, (DaKChl, TeEJIErpaMMBI,
TeNePOHOTPaAMMBI.

JUis  ocCylIecTBIEHUS TpUEMA, YBOJBHEHUS, IEPEMEIIECHUs pPaOOTHUKOB,
IPEJOCTABICHUSI UM OTIIYCKOB OQOPMIISIOTCS TPYAOBBIE JOTOBOPHI, HPUKa3bl 110
JUYHOMY COCTAaBY, 3asBJIICHUS, TPYIOBbIE KHUKKH, JINYHBIE KAPTOUKU U JP.

Y4eOHO-nIenarornyeckas JOKyMeHTAUMs.

VYyeOHast JOKYMEHTalMss — 3TO KOJIMYECTBEHHass W  KayeCTBEHHAs
XapaKTEPUCTUKU COCTOSTHHSI y4eOHOHM, METOIUYECKOM M BOCIHTATEIHLHOW PaOOTHI
JOV.

[legarornueckue pabOTHUKMU TMPU peaTU3allid OCHOBHBIX 00pa30oBaTENIbHBIX
IIPOrpamMM OCYLIECTBIISAIOT ITOATOTOBKY CJIEAYIOIIEH TOKYMEHTALUU:

- pabouas rnporpamMmma BOCITUTAHUS;
- KaJICHIapHBIN TJIaH BOCITUTATEIBHOM PaOOTHI;
- IPUMEPHBIA PEKUM U PACTIOPSAIOK THS TPYMII.

JokyMeHnTsl IOV 10omKHBI 0pOPMIISITHCSI CBOEBPEMEHHO, YETKO, pa300pUUBO,
0€3 O TYUCTOK, TOMAPOK, BBI3BIBAIOIIUX COMHEHHE B MPABHIIBHOCTH BHECEHHBIX
JTAHHBIX.

3aMCH B JOKYMEHTAax JOJKHBI MPOU3BOAMTHCS IIAPUKOBOM PYYKOM CHHETO
L[BETA.

Omunbka, gomyileHHass B TEKCTe WM UUQPPOBBIX JaHHBIX JOKYMEHTA,
UCITPABIISIETCS CIAEAYIOIMM 00pa3oM: OLIMOOYHBIE CJIOBA WM HU(PHI 3a4€PKUBAOTCS
TaK, 4TOObl MOXXHO OBLJIO MPOYECTh 3aUEPKHYTOE, a CBEPXY, JUOO psAaoM, JIMOO Ha
MOJIAX MUIIYTCS YTOYHEHHBIEC JIaHHbIE. Bce BHECEHHBIE MCTPABICHUS JTOJKHBI OBITh
OTOBOPEHBI M 3aBEPEHBI MOAMKUCIMU JIUII, 0QOPMUBIIHNX JOKYMEHT. 3a JOCTOBEPHOCTh
CBEJICHUH, COJEpKaIIMXCs B JOKYMEHTaX, HaJuiexaniee uX OQOpMIICHHE HECYT
OTBETCTBEHHOCTh JOJKHOCTHBIE JIUIIA, TOAMUCABIINE IOKYMEHT.

B coctaB nokymentoB JJOY BxogsT:

- OPraHU3alMOHHBIEC IOKYMEHTHI;

-yCTaB OpraHu3aluu;

- IOTOBOP C YUPEIUTENIEM;

- IOJIOYKEHUS O MOAPa3ACICHUIX (IPU HATMYUH);

- IPABOYCTAHABJIMBAIOLIME JOKYMEHTHIL;

- IOJHKHOCTHBIE MHCTPYKIIUU COTPYTHUKOB;

- KOJJIEKTUBHBIN JJOTOBOD;

- IITATHOE PACIIMCAHUE;

- IpaBuUJia BHYTPEHHETO TPYAOBOTO PACIOpsAKa U JIp.

PacnopsinutenbHble TOKYMEHTHI:

- IPUKA3bL;

- UHCTPYKIUU U JIp.

NudopmaiimoHHO-CTIpaBOYHBIC JOKYMEHTBI:

- MPOTOKOJIBI;



- JIAHBI,

- OTYETHI;

- CTIPABKH U JIp.

Bce kuurm u kypHaibl, KoTopeie BeayTcs B JOY Ha OymakHbIxX
HOCHUTENISIX, IMOCTPAHUYHO  IPOHYMEPOBBIBAIOTCS,  MPOIIHYPOBBIBAIOTCA U
MOJAMKUCHIBAIOTCS pyKoBoAuTesneM. [loamuch pykoBOAMUTENSI 3aBEpSAETCS IEYaThIO
JOYV.

3. IlpaBuna oopMiieHHsI JOKYMEHTOB

OcHoBHBbIE TPeOOBaHMSA N0 0POPMJIICHUIO JOKYMEHTOB.

JIOKyMEHTBI ~ MOTYT  CO3/JaBaThCi  Ha  OyMaXHOM  HOCHUTEIE H
B DJIEKTPOHHOW (opMe ¢ COONIOJEHUEM YCTAHOBJICHHBIX MpaBmwi O()OPMIICHUS
JIOKYMEHTOB.

[Ipu co3gaHuM JOKyMEHTa Ha JABYX M 0ojiee CTpaHMLIaX BTOPYIO U
NOCJIEYIOIIUE CTPAHUIIBI HyMEPYIOT.

JlommyckaeTcsi co3/laHue JIOKYMEHTOB Ha JIMIEBOM M OOOpPOTHOW CTOpOHAx
aucta. [Ipu 1ByCTOpOHHEM CO3[JaHUU JOKYMEHTOB IIMPHUHA JIEBOTO MOJIS HA JIUILIEBOM
CTOPOHE JIUCTA U MPABOT0 MOJIsI HA 000POTHON CTOPOHE JIMCTA JTOJIKHBI OBITH PABHBI.

[IpennodruTenbHBIMU FAPHUTYPAMU U pa3MepaMu WIPU(TOB ISl PEKBU3UTOB
nokymeHTa sBistorest Ne 12,13,14.

[Ipu cocraBieHuH TaOIMI] JOMYCKAECTCA HUCIOIb30BAHUE MIPUPTOB MEHBLINX
pa3MepoB.

AG3alHbIA OTCTYI TEKCTA JOKyMEHTa - 1,25 cM.

3aroyioBKM pa3fesioB M MOJPA3esioB MMeYaTarTcs ¢ ab3alHbIM OTCTYIIOM HIIA
LHEHTPUPYIOTCA M0 MIMPUHE TEKCTA.

MHOroCTpOYHbIE PEKBU3UTHI II€YATAKOTCS 4YE€pe3 OJUH  MEKCTPOUHBIN
UHTEpBAJl, COCTABHbIE YaCTH PEKBU3UTOB  OTICNAIOTCS  JOIMOJHUTEIbHBIM
UHTEPBAJIOM.

TekcT nokymeHTa neyaraercs uepes 1-1,5 MeKCTpOUHBIX HHTEPBAJA.

NuTtepBan mexxny OykBaMu B CJIOBaX - OOBIYHBIM.

WHuTepBan Mexly cI0OBaMH - OJIUH IpoOed.

TexcT nokymeHTa BbIpaBHUBAETCS 1O MIMPUHE JIMCTA (110 TPaHHUIAM JIEBOTO U
MPaBOIo MOJeH JOKYMEHTA).

HopmaTuBHBIMM ~ akTaMu OpraHU3allMd  MOXKET OBbITh  MPETyCMOTPEHO
BBIJICJICHHE PEKBU3UTOB «aJpecary, «3arojloBOK K TEKCTY» WIH «IOJIMUCH», a TAKKe
OTJIEIBHBIX (PPArMEHTOB TEKCTA MOJTYKUPHBIM HIPUDTOM.

TexcT AOKyMEHTa JOJKEH ObITh HM3JI0KEH KpaTKo, T'PaMOTHO, MOHSTHO U
00BEKTUBHO, 0€3 MOBTOPEHUI U yNOTPEOICHUS CIIOB U 00OPOTOB, KOTOPHIE HE HECYT
CMBICJIOBOM Harpy3KkH, U JOJKEH KacaTbCsl TOrO BOINPOCA, KOTOPBIN chopMyIHpoBaH
B 3ar0JIOBKE K TEKCTY. TeKCT TOKyMeHTa o(pOpMIIIETCS B BUJIE CILJIOIIHOTO CBS3HOTO
TEKCTa WX TaOJUIbL, WIH ITyTEM COUYETaHUs 3TUX (POpM.

TexcThl CIOXHBIX U OONBIIUX MO 00BbEMY JOKYMEHTOB (JIOKJIa/bl, OTUETHl U
T.J.) ACTATCS HA Pa3Aeibl, MOAPA3IENbI, MYHKTbI, MOAMYHKTHI. [IyHKTBI U OAMTYHKTHI
B TEKCTE HyMepYIoTcs apaObCKuMH HudpamMu ¢ TOUKOH.



IIpumep -

1.

1.1.

2.

2.1.

JIokyMeHTBI, Kak TmpaBuio, odopmisitorcss Ha Onankax JIOY, wumerot
YCTaHOBJICHHBIA KOMILJIEKC 00S3aTE€NbHBIX PEKBU3UTOB W CTAOWJIBHBIA MOPSIOK HX
PaCIOJIOKCHUS.

brnankym Kaxaoro BUOAa UW3TOTABIMBAIOTCS HAa OCHOBE YIJIOBOTO  WJU
MIPOJIOJIBHOTO Pa3MEIICHUS PEKBU3UTOB.

PexBU3UTHI 3ar010BKa Pa3MEMIAIOTCs IIEHTPUPYEMBIM (Ha4ajio M KOHEI[ KaXK10i
CTPOKH PEKBU3HTA PABHO YAAJICHBI OT TPAHUI] 30HBI PACIIOJIOKEHUS PEKBU3UTOB) WUITH
VIJIOBBIM (KaXdash CTpOKa PEKBU3WTA HAYMHACTCS OT JICBOM TPaHUII 30HBI
PaCIOJIOKEHUSI PEKBU3UTOB) CIIOCOOOM.

J171st u3roToBiieHUs OJIAaHKOB MCIOJIB3YIOTCS TUCTHI Oymaru gopmarta A4 (210 x
297 mm) u A5 (210 x 148 MUILITUMETPOB).

Kaxnpiii muct mokymeHTta, opopMIICHHBIM Kak Ha OjaHke, Tak U 0e3 Hero,
JTOJKEH UMETh T0JISI HE MEHEE, MM:

nesoe - 20;

npasoe - 10;

BepxHee - 20;

HwxkHee - 20.

JIokyMeHTBI IIUTENbHBIX (CBBIMIe 10 J1eT) CPOKOB XpaHEHHUS TOJDKHBI UMETh
neBoe nojie He MeHee 30 M.

OdopmiieHne peKBU3UTOB JOKYMEHTOB.

ABTOpP 1OKYMEHTOB.

HaumenoBanune JIOY yka3piBaeTCsi B TOYHOM COOTBETCTBHHM C YCTaBOM
oOpazoBarenbHO opranuzanuu. CoOKpaleHHOE HauMEHOBAaHWE TOMENIAECTCS MO/
MIOJIHBIM HAUMEHOBAaHHEM B CKOOKaXx.

HammeHoBaHue MOJDKHOCTH JIMIIa — aBTOpAa JIOKYMEHTAa HCHOJB3YETCS B
OJ1aHKax JOJDKHOCTHBIX JIMII M pacriojaraeTcs 1moj HauMmeHoBanueM JJOVY.
HammeHoBaHue MNOJDKHOCTH JMIla — aBTOpa JOKYMEHTA YKa3bIBaeTCsS B

COOTBCTCTBUU C HAMMCHOBAHHUCM, IIPUBCACHHBIM B PACIIOPAAUTCIBHOM JJOKYMCHTC O
HazHa4Y€HHUHU Ha JOJDKHOCTD.

CnpaBounsblie nanubie 0 10Y.

CnpaBouHble JaHHbIE OO0 OpraHM3alMU YKa3bIBalOTCA B OJaHKaX MHUCEM H
BKJIIOUAIOT: ajipec, Homep TenedoHa, aapec daeKTpoHHOU mouThl, a Takxke OKIIO,
OI'PH, MHH u KIIIT opranuzanuu (npunoscenue 1).

HaumeHoBaHue BHIA JOKYMEHTA.

HanmeHnoBanve Buga JOKYMEHTa, COCTaBJICHHOIO OPTaHU3ALUEH, TOJKHO
ObITh  OMNpENeJeHO  YCTaBOM (MOJOXEHHEM) U JIOJDKHO  COOTBETCTBOBATh
HAaUMEHOBAaHUAM BHIOB JOKYMEHTOB, mnpeaycMoTpeHHbIM OKVY/I: akt, cnpaBka,
3alMcKa,  CBOJKAa,  OT3bIB, NPOTOKOJ,  CIOMCOK,  M3BEIIEHWE W Ap.



PacnopsiutenbHbie TOKYMEHTBI OPraHU3alMKU U3/IAI0TCS C HA3BAHUEM: MPUKA3.
HavMenoBanve BuJa W pPa3HOBUJIHOCTH JIOKYMEHTAa HE YKa3bIBaeTCsi B
MUChMaXx.
HavMenoBanue BHJla JOKYMEHTAa T€4aTaeTcsl MPOMUCHBIMH  OyKBaMH
MOJTY>KUPHBIM HIPUPTOM.

Jdara nokymeHra.

JlaTa 1OKyMEHTa COOTBETCTBYET JaTe MOJANUCAHUS (YTBEPKICHUS) TOKYMEHTA
WM 1aTe COOBITHS, 3aUKCUPOBAHHOTO B JOKYMEHTE:
apabckumu mudpamu, pasaeiacHHbIME Toukoi: 05.06.2021; crmoBecHO-IU(PPOBHIM
criocobom: 5 utonst 2021 .

B TekcTax MOKYMEHTOB, COAEp KaIlMX CChUIKM HAa HOPMATUBHBIC MPAaBOBBIC
aKThl, MW JIOKYMEHTOB, COJIEpXallluX CBEJACHUS (PUHAHCOBOIO  XapakrTepa,
MPUMEHSIETCS CIIOBECHO IMGPOBOM crmocod ykazaHusi aat 0e3 MpOCTaBIICHUS HYJIS
B 0003HAYCHMH JIHS MECSIa, €CJIM OH COACPKUT oauy 1udpy: 3 anpens 2021 roxa.

PazpemiaeTcs NpUMEHSTH CIOBO «rOJ» B COKPAIICHHOM BapUaHTE «I»:
1 wurons 2021 .

I'pu¢ orpanuyeHus 10CTyNAa K JOKYMEHTY.

[IpocTaBnsieTcss B MpaBOM BEPXHEM YIJIy IIEPBOTO JIMCTAa JOKYMEHTA
(mpoekTa JOKYMEHTa, CONPOBOJAUTEILHOTO MHChbMAa K JOKYMEHTY) Ha TpaHULIe
BEPXHEr0 IMOJs NPU HAIMYUM B JOKYMEHTE HH(pOpMAaIUu, AOCTYIl K KOTOPOM
OTPAaHMYEH B COOTBETCTBUM C 3aKOHOJATENIbCTBOM Poccuiickonn ®epepauun. B
COCTaB PEKBHU3UTA BKIIOYAECTCS OrpaHUYUTEIbHAs HaANuch: «Jljis ciy:keOHOro
nosb3oBaHus», «Kondunenmnuansuo», «IlepconanbHbie JaHHBIEY WX JIP.

[Ipumep -

IlepconanbHble JaHHBbIE PA0OTHHKOB
k3. Ne 1
MyHuInaabHOe OI0IKeTHOe JOLIKO0JILHOe 00pa3oBaTe]bHOe yUpe:kAeHne JeTCKUi cax «ANéHymKa» c.

ApomaTtHoe Benoropckoro paiiona Pecny0anku Kpsim
(MBJOY a/c «Anényuika» c. ApomarHoe Besioropckoro paiiona Pecny6iauxu Kpbim)
MMPUKA3
Bce BHJbI FpI/I(I)OB OTrpaHHUYCHMA JOCTylla K JOKYMCHTaM 3aKPCIUIAIOTCA B
JokanbHbIX akTax JIOVY.

PerncrpaunoHHbIN HOMEP JOKYMEHTA.

Peructpanonsnsii  Homep — 1udpoBoe WIM  OyKBEHHO-LM(pPOBOE
0003HaYEHNE, MPUCBANBAEMOE TIOKYMEHTY TIPH €r0 PETUCTPAIUH.

Peructpamusi 1oKkymMeHTa TPOBOAMWTCA TIOCIE €ro MOMANMWCAHUS WU
YTBEPKIACHHUS.

Jlis BHYTPEHHUX JOKYMEHTOB — IMPHUKA30B, MPOTOKOJOB — 3TO MOPSIKOBBIN
HOMEp B Mpenenax KaJeHAapHOro rojaa/ yueOHOro rojaa Mo KakIOMY BUIY WU
pPa3HOBUAHOCTH JIOKyMEHTOB. B mpukazax perucTpalvOHHBIH HOMEpP MOXKET



JOTIONHATHCS OYKBEHHBIM WHEKCOM, 0003HAYAIOIIUM PA3HOBUTHOCTH.

JITIst HICXOSIIKUX JOKYMEHTOB PETHCTPAIMOHHBIN HOMEP COCTOUT H3:

1) mopsakoBOro  HOMEpa B IpeaedaXx — MacCHBa — OTIPABISCMOM
KOPPECIIOHICHITNH;

PerucrparniioHHBIE HOMEP JOKYMEHTA, COCTaBJICHHOTO COBMECTHO ABYMS H
0oJiee OpraHu3anysIMH, COCTOUT U3 PETUCTPAIIMOHHBIX HOMEPOB JOKYMEHTOB KaXKJI0H
U3 OTUX OpraHU3allhi, MPOCTABISEMBIX Yepe3 KOCYI0 YepTy B IOPSJIKE yKa3aHHUs
aBTOPOB B JIOKYMEHTE.

Ccplika Ha perucTpalMOHHbIA HOMEP U AaTy JOKYMEHTA.

Cchbllka Ha PETUCTPALIMOHHBIA HOMEpP W JaTy JAOKyMEHTa BKJIIOYAaeT B cels
pPErucTpallMOHHBIA HOMEpP U JIaTy JOKYMEHTA, Ha KOTOPBIM TOJIKEH ObITh JaH OTBET.

Ccpbuika Ha HOMEp U JaTy JIOKYMEHTa HCIOJIb3YyeTCs pU 0(OPMIIEHUN MTHCEM,
SBIISIOIIMXCSI OTBETAMHM Ha IMOCTYNUBLIEE MUCHBMO (3ampoc, Ipocsdy u  Ap.).
CBeneHMsI B PEKBU3HUT NEPEHOCATCS C MOCTYIHBIIETO JOKYMEHTA U COOTBETCTBYIOT
PErUCTPAallMOHHOMY HOMEPY U JaTe MOCTYIUBIIErO JOKYMEHTA.

OrpaHnuuTenbHasi OTMETKA I JTaHHOTO PEKBU3MTA MPOCTABISAETCS B JIEBOU
yacTu OJIaHKa NUChbMa MOJ] PEKBU3UTOM «JlaTa» U «PErHCTPAIMOHHBIM HOMEp
JOKYMEHTay.

Hanuume paHHOTO peKBU3WTAa UCKIOYAeT HEOOXOIMMOCTh YIOMHMHAHUS
HOMEPA U JIaThl MOCTYNUBUIETO JOKYMEHTA B TEKCTE MUChMa, YTO OCBOOOKIAET TEKCT
OT CIIPAaBOYHOW MH(OpMaALUK.

MecTo cocTaB/IeHUS WM M31AHUS JOKYMEHTA.
Mecro coctaBiaeHus (M34aHMsI) JAOKYMEHTA YKa3bIBA€TCS B JOKYMEHTAX,
M3rOTaBIMBAEMbIX Ha OJIaHKaX KOHKPETHBIX BUJOB TOKYMEHTOB.

Anxpecar.

Anpecatamu JOKyMEHTa MOTYT OBITh IOPUIMYECKHE JUIA, UX CTPYKTYpPHBIC
Mo/ipa3/ieNieHus U JOHKHOCTHBIE JINIIA, a TakKe (DU3UYECKUE JIHIIA.

PexBU3HUT «agpecar» MpoCTaBiIseTCS B BEpXHEH MpaBoil YacTH JTIOKyMeHTa (Ha
OJlaHKE C YTJIOBBIM PAcCMOJIO)KEHHEM PEKBU3UTOB) WJIM CIpaBa TMOJ PEKBU3UTAMU
OnaHka (pu MPOJOIHLHOM PACTIOJIOKEHUH PEKBU3UTOB OsiaHka). CTPOKM PEKBH3UTA
«azapecar» BBIPABHUBAIOTCS IO JIEBOMY KParO WJIM LEHTPYIOTCS OTHOCUTEIBHO CAMOM
JUIMHHOM CTPOKH.

Ecnum noxyMeHT anpecoBaH HOPHAMYECKOMY JIMIY WIM €r0 CTPYKTYPHOMY
noJpa3ieNieHuIo 0e3 yKa3aHusi JOJKHOCTHOTO JIMIA, UX HAUMEHOBAHUS MPUBOISTCS
B IMEHUTEJILHOM MaJIEXKE.

[Tpumepsl

1. ¥Ynpasiienue o0Opa3zoBaHus,
MOJIOJIE2KH U CTIOPTA
aaMuHucTpanuu bemxoropckoro
paiioHa
Pecny0siuku Kpbim



2. YnpasieHue 00pa3oBaHus,
MOJIOIEKH M CTIOPTA
aaMuHuCcTpanuu besgoropckoro
paiiona PecnyOsiuku Kpbim
0T/1eJ1 110 OPraHu3aluN y4yeTa
NUTAHUSA

[ToutoBBIll ajgpec yKa3bIBaeTCAd MpPU HAMPABIECHUU JOKYMEHTa pPa30BbIM
KOPPECIIOHEHTaM.

Ecnu nokyMeHT ajgpecoBaH PYKOBOJAUTEI0 IOPUIAYECKOrO JUIA WIH €ro
3aMECTUTENI0, HANMEHOBAHKUE IOPUANYECKOIO JIUIla BXOAUT B COCTaB HAUMEHOBAHUS
JOJKHOCTH aJipecara, KOTOPOE MPUBOAUTCS B IaTEIIbHOM Ma/IekKe.

[Ipumep —

HauanbHuKy ynpasjieHusi
o0pa3oBaHus, MOJIOJEKU U CIIOPTA
aaMuHucTpanuu besoropckoro paiona
Pecny0siuku Kpbim

®amuius N.0.

Nannmanel  craBATcss mnocjge (GaMMIMM  HE3aBUCUMO OT TOTO, KOMY
aipecoBaH JOKYMEHT — JOJKHOCTHOMY JIUIY WIN (PU3HUYECKOMY.

[Ipn anmpecoBaHMM mHMCbMa PYKOBOAMUTENI CTPYKTYPHOTO MOAPA3AEICHUS
YKa3bIBa€TCsI B MMEHUTEIBHOM IMaJ€XKE HANMEHOBAaHUE OpraHU3alud, HWXKE - B
JNaTEeJIbHOM TAJEKE HANMEHOBAHHWE JOJDKHOCTH PYKOBOJIMTEINS, BKIKOYAIOIIEE
HAaMMEHOBAaHUE CTPYKTYPHOTO NOIpa3iejeHus!, (paMUIINI0, UHULIUAIBL.

[Tpumep-
Ynpasienue o0pazoBaHus,
MOJIOIE2KH M CTIOPTA
aIMMHUCTPALNH
beJioropckoro paitona
Pecny0simku Kpbim
HavajabHuKY oTHEa
10 OPraHU3alMu y4eTa NUTAHUS
®amuinus N.0.

Ilepen  damwiueld  AOMHKHOCTHOIO  JIMLA  JOIMYCKAeTCs  yNOTPEeOJATh
COKpallleHHEe «T-HY» (TOCIOJUHY), €CIU aJpecaT MYKUHMHA, UM «T-Ke» (TOCIOXKeE),
€CJIM aJipecaT >KEeHIIMHA.

[Tpu pacceike JOKyMEHTa TPYIIe OpraHu3alliii OJHOTO TUTIA WK B CTPYKTYP-
HBI€ MOJIpa3/IeJIeHUs] OJTHOM OpraHu3alny, aJipecar yKa3bIBaeTcsi 000OIIEHHO.

B ogHOM oKymMeHTe He TOHKHO OBITh 00JIee YEThIPEX aIpecaToB.

[Ipu OonbiieM KOJWYECTBE aAPECaTOB COCTABISETCS CIUCOK  (JIHCT,
yKa3zareib) PpacChUIKM JIOKYMEHTa, Ha KaXXJIOM JOKYMEHTE YKa3bIBAaeTCS OJUH
aapecar wim agpecaT opopmisieTcs 00001IeHHO.

B cocraB pexBusnta «Anpecar» MOKET BXOJUTH MOYTOBBIN apec. DIEMEHTbI
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IIOYTOBOIO  aJpeca YKa3blBAIOTCA B  IOCJIEAOBATEIIbHOCTH, YCTAaHOBJIEHHOU
[IpaBriIaMu oka3aHusl yCIyT TOYTOBOM CBSI3H.
[Tpumep -
AJIMHHHUCTPAIUSA
APOMATHOBCKOIO
CeJIbCKOI0 MOCeJICHUS
nep. Mupa, a. 1,
c. ApomartHoe,
besoropckuii p-H,
Pecny0sinka KpbiMm,
297635
B cnydae otnpaBku JoKyMeHTa (pU3MUECKOMY JIMIlY yKa3bIBAIOTCA: (pamuius,
WHULMAJIBL, IOYTOBBIN ajpec: (yiuia, HOMEp I0Ma U KBAPTUPbI, HACEIEHHBIN MyHKT,
paiion, o6yacTh (Kpai, peciyOrKa), MOYTOBBIA UHJIEKC).
[Tpumep -
®amuansa N.0.
yia. CanoBas, 1. 5,
c. ApomaTtHoe,
beJsioropckuii p-H,
Pecny0sinku Kpbim,
297635
[Ipu oTnpaBke MUCbMa MO 3JIEKTPOHHOM MOYTE WK MO (PaKCUMUIBHOU CBS3H
(0e3 moChUIKM TO TOYTE) MOYTOBBIM aapec He ykaspiBaeTcs. IIpu HeoOxomumocTu
MOXET OBITh YKa3aH JIEKTPOHHBIN asipec (Homep TenedoHna/pakca).
[Tpumep -

Bceepoccuiickuii HAy4YHO-
HCCJIe10BaATeIbCKUM
HHCTHUTYT
JTOKYMEHTOBEIeHUS U
apXMBHOIO J1eJ1a
mail@vniidad.ru

I'pu¢ yrBep:kaeHuss 10KyMeHTA.

I'pud yTBEpKIEHMS TPOCTABIACTCS HA JOKYMEHTE B ClIydae €ro YTBEPKICHUS
JOJDKHOCTHBIM ~ JIMIIOM, PACHOPSAIUTENIBHBIM — JOKYMEHTOM (IIPUKa30M, pacro-
PSYKEHUEM, PEILICHUEM ).

I'pud yTBepkaeHUS pa3MellaeTcss B MPaBOM BEPXHEM YIiy IMEPBOTO JIMCTA
nokyMeHTa. CTpOKU PEeKBU3UTA BHIPABHUBAIOTCS IO JIEBOMY Kpar0 WU IEHTPYIOTCS
OTHOCHUTEJIBHO CAMOU JIJTMHHOW CTPOKH.

[Ipu yTBepkaeHWM ITOKyMEHTa AOHKHOCTHBIM JIUIOM Tpu( yTBEpKIACHUS
cocroutr u3 ciaoBa YTBEPXJIAKD, HanMeHOBaHUS  JOJDKHOCTH  JIMIIA,
YTBEPXKIIAIOMIETO JIOKYMEHT, €ro TMOAMUCH, WHHUIMAIOB, (aMmiid W JaThl
YTBEPKICHUS.


mailto:mail@vniidad.ru
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IIpumep -
YTBEPXIAIO
3asenyromuii MBOY n/c
«AJIEHYIIIKA» C. ApOMAaTHOE
besoropckoro paiiona
PecnyOimnku Kpbim
IHopmucy U.0. ®amuniaus
JlaTa

[Ipu yTBepX)ACHUU JTOKYMEHTa PACIOPSAUTEIBHBIM JOKYMEHTOM Tpud
yTBepxaeHus cocrout u3 ciaosa Y TBEPXK/IEH (YTBEPX/IEHA, YTBEPXJIEHbBI
nwmu YTBEPXJIEHO), cornacoBaHHOTO C HaMMEHOBaHUEM BHJA, YTBEP>KIAEMOTO
JIOKYMEHTa, HAWMEHOBAHHUS PACHOPAIUTEIBHOTO JOKYMEHTa B TBOPUTEIBHOM
najie’xe, ero 1aTbl, HOMepa.

[Tpumepsl

1. (TITopsimok) YTBEPXIEH
npukazom MBJ/IOY a/c
«AJIEHYLIKa» C. ApoMaTHoe
BeJsioropckoro paiiona

Pecny0sinku Kpbim
S anpess 2021 r. Ne 82

2. (IlpaBuina) YTBEPXK/EHbI
npukazom MB/IOY n/c
«AJIEHYLIKa» C. ApOoMaTHoe
Besioropckoro paiiona
Pecny0sinku Kpbim
15.06. 2021 r. Ne 83

3. (ITonoxenue)
YTBEPXIAEHO
npuxkazom MB/IOY n/c
«AJIEHyLIKa» ¢. ApoMaTHoe
beJioropckoro paiiona
Pecny0siuku Kpbim
15.06. 2021 r. Ne 83

[Ipu npusATHH (pacCMOTPEHHH) JOKYMEHTa KOJUIETHAJbHBIM OpPraHOM
o0pa30BaTeNbHON OpraHU3allM, PEUIeHUsT KOTOPOoro (UKCHUPYIOTCS B MPOTOKOJE, B
rpude npuHATO (PAaCCMOTPEHO) YKAa3bIBAETCSI HAUMEHOBAHUE OpPraHa, pPEelICHUEM
KOTOPOTO MPUHSAT AOKYMEHT, JaTa 1 HOMep NPOTOKOoJIA (B CKOOKAX).

YTBEPKIAIOIIETO IOKYMEHTA B TBOPUTEIBHOM NaZEXe, €ro JaThl, HOMEpA.
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[Ipumepsnl
1. (ITopsmox) MNPUHAT
neJarorn4ecKuM COBeTOM
MBIOY a/c «AJénymka
¢. ApomatHoe
beJsoropckoro paiiona

Pecny6smmku Kpbim
(mpoToxo ot 15.08.2021 Ne 12)

2. (IlpaBuna) IMPUHSATHI
YnpapisirloluuM cOBETOM
MBAOY n/c «Anénymka»
¢. ApomatHoe
Bbesoropckoro paiona
Pecny0sinku Kpbim
(mpoToxoua ot 15.06.2021 Ne 8)
3. (Ilonoxenue)
MNPUHATO
001UM coOpaHueM padOTHUKOB
MBJOY a/c «Anényuka»
¢. ApomatHoe
besoropckoro paiona
Pecny0sinku Kpbim
(mpotokoa 15.06.2021 r. Ne 83)
3aroJ10BOK K TEKCTY.
3arojioBOK K TEKCTY BKJIIOYAET B ce0s KpaTKOE COAEp)KaHHUE TOKYMEHTa, €ro
OCHOBHYIO CMBICJIOBYIO Harpy3ky. 3arojioBok Qopmynupyercsi ¢ mnpeaiaorom «O»
(«O0») u oTBEUaET Ha BOMPOC «O YeM?»:
e TpuKa3 (0 4yem?) 0 CO3/IaHUU aTTECTAlIMOHHOW KOMUCCHUU;
o TpHKa3 (0 4em?) 00 yTBEPKICHUH IITATHOTO PACIHCAHUS;
o TMCHMO (0 YeM?) O penoCTaBIEHNN UH(OPMAIUH.
3aroj0BOK COCTAaBJISET MCIHOJHUTENb JOKYMEHTA. 3arojloBOK K TEKCTY
oopmiisieTcs moJ pEeKBU3UTaMU OJlaHKa cjeBa, OT TpaHMIbl JieBoro mojs. Ecmu
TEKCT JOKYMEHTa HE MIPEBBIIIACT YETHIPEX-TSATH CTPOK WM OodopmileH Ha OllaHKe
¢dopmata A5, 3aroJ0BOK MOKHO HE YKa3bIBaTh.
3aroJioBOK  JIOKYMEHTa  3allUChIBAETCA IPU  €ro  pPErucTpaluud B
COOTBETCTBYIOIINE PETHCTPAIIMOHHBIE (POPMBI: KAPTOUKY, 0a3y TaHHBIX.

TexkceT 1oKyMeHTA.

TeKCT NOKyMEeHTa COCTaBISECTCS HAa PYCCKOM SI3BIKE KaK TIOCYJapCTBEHHOM
a3plke  Poccuiickoin  @enepanuu. TeKCT JOKyYMEHTa  M3JIAraeTcs PyCCKUM
JUTEPATYPHBIM SI3bIKOM C Y4E€TOM OCOOEHHOCTEN OPUIIMaIbHO-EJI0BOTO CTHIIS, BUAA
JOKYMEHTa M €ro Ha3Ha4y€HWs B YNPABJICHYECKOW HeATesnbHOCTH. Copep:kaHue
JIOKYMEHTA JIOJKHO OBITh U3JI0KEHO KPAaTKO, JOTHYHO, TOUYHO U SICHO.

TekcThl TOKYMEHTOB U3J1araroTCs:
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- OT 1-ro JIMIa eTMHCTBEHHOIO Yucia B JOKYMEHTaxX (IPHUKa3, pacopsyKeHUE U
T. A.) 3aBenytomero 1OV, neilcTByromiero Ha MPUHLMIAX €IMHOHAYAIMS, a TaKXKe
JOKYMEHTaX,  aJpeCOBAaHHBIX  PYKOBOJACTBY  OpraHU3allMu:  IPUKa3bIBAIO...
MOJATOTOBUTh M TMPEJICTABUTh HA PACCMOTPEHHE; MPOUIYy PACCMOTPETh BOMpPOC 00
YCTaHOBJICHUH JILTOTHBIX Tapu(OB...;

- 3-TO JMIla €IMHCTBEHHOr0 YHMCja B JOKYMEHTaX KOJUJIETHAJIbHBIX OPraHoB:
KOMHCCHS PEIINIIA...; OPraHU3aIUs HE CYUTAET BO3MOXKHBIM...;

- 1-ro nuua MHOXXECTBEHHOTO YHMCJIAa B COBMECTHBIX TOKYMEHTaX: MPOCUM
IIPEACTABUTH JAHHBIE O...; IPEACTABIIEM HA PACCMOTPEHUE U YTBEPKICHHUE...;

- 3-TO JUIla MHO>KECTBEHHOTO YHCJa B MPOTOKOJAX: CIYIIAIH, BBICTYIHIIH,
ITOCTAHOBWJIN, PELIUIIN.

B JoKyMeHTax, yCTaHaBIMBAIOMIMX (IIOJOXKEHUE, WHCTPYKLUSA), a TaKXKe
CoJIepKallluX ONKCAaHUE, OUEHKY (DaKTOB WJIM BBIBOJBI (aKT, CIPABKa), UCIIOIb3YETCS
(dbopMa U3NOKEHUsI TEKCTa OT TPETHEro JIMIA €AMHCTBEHHOI'O WJIM MHOXECTBEHHOI'O
yuciaa («OTHen OCYHIECTBIAECT (YHKUUU», «B COCTaB OOBEIMHEHUS BXOIAT,
«KOMHUCCHUSI YCTAHOBUIIAY).

B Tekcre mOKymMeHTa, MOArOTOBJIEHHOTO HAa OCHOBAHMM 3aKOHOJATEIIBHBIX,
WHBIX HOPMATUBHBIX MPABOBBIX AKTOB, U3/IAHHBIX OpraHaMU BJIACTU W yHpPaBJICHHUS,
JIOKYMEHTOB, paHee U3JaHHbIX OPTaHOM BJIACTH — aBTOPOM JIOKYMEHTA, YKAa3bIBACTCs
HaVMEHOBAHUE BUJA JOKYMEHTA, HAMMEHOBAHUE OPraHa, U31aBIIEero JOKYMEHT, 1aTa
IMPUHATHS WIA YTBEPKACHUS JOKYMEHTA, €r0 PETUCTPALMOHHBIA HOMEDP, a TaKkKe
3aroJ0BOK K TEKCTY MJIM HAMMEHOBAaHHE BUA JOKYMEHTA.

[Ipumepsb1

«B cooTtBercTBUM ¢ nmoctaHoBieHueM [IpaButenbcTBa oT 13.08.1997 Ne 1009
«O0 ytBepknenun IlpaBunm TOATOTOBKM HOPMATHMBHBIX TMPABOBBIX  aKTOB
dbenepaibHBIX ~ OPTaHOB  HUCIIOJIHUTENIBHOM BJIAaCTM HM UX TOCYIapCTBEHHOMN
pEerucTpanumy;

«B cootBercTBUM C IloJIO)KEHMEM O TOCTOSIHHO JIEMCTBYIOIIEW SKCIEPTHOU
KOMHCCHUU YUPEKICHUS, OPTraHu3aluM, TPEANpPUSATUS, YTBEPKICHHBIM MPUKA30M
PocapxuBa oT 19.01.1995 No 2...».

Ecau TekCcT colepKUT HECKOJIbKO MOpYYEHUM, PEIIeHUH, BBIBOJAOB, B TEKCTE
BBIJICIISIFOTCS Pa3/Ieibl, MOPa3IeIbl, MyHKTHI, MOIMYHKTHI.

B TekcT mokymeHTa MOTyT BKJIIOUaThCs (hparMeHThl, O0OpPMIICHHBIE B BHJIEC
TAOJIMIILI WJIU aHKETEL.

CtpaHuIbl TEKCTa HYMEPYIOTCS apaOCKuMM IMdpamu mocepeuHe BEepXHEro
TTOJISI.

B muchmax ucmonb3yioT cieayromue GopMbl U3ITOKEHUS:

e OT TMEPBOrO0 JHIIA MHOXKECTBEHHOIO0 4YHucla («IIPOCUM  HAIpPaBUTHY,

«HAaIpaBIsieM Ha PACCMOTPECHUEN);

e TMEpPBOrO JIMIIAa EIWHCTBEHHOTO YHCIa («CYUTAI0 HEOOXOIUMBIMY, «IIPOIIY

BBIJICIIUTHY );
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e TpeThero nuua eauHcrBeHHoro yucna («MBJOY He Bozpaxkaer», «MBIIOY
CUMTAET BO3MOXKHBIMY).

OTMeTKa 0 NPUITOKEHUH.

OTMeTKa O MPHUIOKEHUU COJIEPKUT CBEICHUS O JOKYMEHTE (IOKyMEHTax),
MPUJIaraéMoM K OCHOBHOMY JIOKYMEHTY (B COINpPOBOJUTEIBHBIX MHChbMaX, MPETEH-
3USIX, aKTax, CIpaBKax U JPYruxX MH(YOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTAX) WU O
TOM, YTO JIOKYMEHT SBJIIE€TCA MPWIOKEHUEM K OCHOBHOMY JOKYMEHTY
(B TOKYMEHTax - MPUJIOKEHUSX K PACHOPAIUTEIbHBIM JIOKYMEHTaM, IMOJIOKEHUSM,
npaBuiaM, HHCTPYKLHUSAM, TOTOBOpaM, IJJaHaM, OTYETaM U Ap. JOKYMEHTaM).

B compoBomuTeNpHBIX THUCHMax © JAPYrux HWHGOPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTaX OTMETKa O MPUJIOKEHUH 0(QOPMIISIETCS O] TEKCTOM OT TPAHMIIBI JIEBOTO
MOJIS CJICAYIOINM 00pa3oMm:

- €CJIM IPWJIOKEHHUE HA3BaHO B TEKCTE:
[Tpunoxenue: Ha 2 1. B 1 9K3.;
- €CJIA INPWIOKEHUE HE Ha3BAHO B TEKCTE€ WJIM €CIHM IPUIOKEHUN HECKOJIBKO,
YKa3bIBalOT  Ha3BaHUA  JOKYMEHTOB-NIPWIOKEHUW, KOJUYECTBO  JIUCTOB H
HK3EMIUISIPOB KaXKI0TO MPUIIOKEHUS:
[Tpunoxenue: 1. [Tonoxxenue (HazBanue) Ha 5 1. B 1 9K3.
2. CrpaBka 0 KaJJpOBOM cOCTaBe Ha 2 J1. B | 3Kk3.;

- €CIM TPWIOKEHUEM SBIIAETCS OO0OCOOJIEHHBIA 3JIEKTPOHHBIA HOCHUTEINb

(KOMITaKT- JUCK, USD-(IIen-HaKomuTe b | Jp. ):
- Ilpunoxenue:

CD B 1 3Kk3.

- €CIIM MPWIOKEHHUE (MPUIIOKEHUS) COPOUTIOPOBAHBI:

[Ipunoxenue:

otuet o pabore PUII B 2 7k3.

B pacnopsiautensHbIX JTOKyMEHTax (MpuKa3ax, pacropsbKeHHsX), JOTrOBOpax,
MOJIOKEHUSIX, NpaBUJIaX, HWHCTPYKIUSAX U JAPYrMX JOKYMEHTaxX OTMETKa O
IPUIIOKEHUHU O(POPMIISETCS CIETYIOINUM 00pa3oM:

- B TEKCTE€ JOKYMEHTa MpU NEPBOM YINOMHHAHUU JOKYMEHTA-TIPUIIOKEHUS B
CKOOKax yKa3bIBaeTcs: ... (MPWIOKEHUE) Wi ... (mpuiokeHue 1); mepen HoMepoM
MPUJIOKEHUS JOIMYCKAETCS CTaBUTh 3HAK HOMEpA: ... (puioxkeHne Ne 2);

- Ha TMEpPBOM JIUCTE€ JOKYMEHTA-NPUJIOKEHHUS] B IPABOM BEPXHEM YIIIy
yKa3bIBaeTCs:

IIpuioxkenue Ne 2

Kk npukasy MBZIOY n/c
CAJIEHYLIKA»

¢. ApomaTtHoe
Bejioropckoro paiiona
Pecny0iuku Kpbim

or 15.08.2021 Ne 112.

CTpoKM pEKBU3WTa BBIPABHUBAIOTCS IO JIEBOMY Kpar WA LIEHTPUPYIOTCSH
OTHOCHUTEJIBHO CAMOU JUIMHHOU CTPOKH.
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Ecniu  npunokeHueM K pacloOpAIUTENIbHOMY  JIOKYMEHTY  SIBIISIETCS
HOPMATHUBHBIM TMPAaBOBOM aKT WJIM HMHOM JOKYMEHT, YTBEpXKIAEMBIM JTaHHBIM
pPaclopsIIUTENLHBIM JIOKYMEHTOM, Ha TIEPBOM JIMCTE MPHIOKEHUS MPOCTABIIAETCS
OTMETKa O TNPWIOKEHUH (0€3 CChUIKM Ha PACTIOPSIAUTENbHBIA JOKYMEHT) U TpUP
YTBEPKJICHUS, B KOTOPOM YKa3bIBAIOTCSl JAHHBIE PACIOPSAUTEIIBHOIO JOKYMEHTA,
KOTOPBIM YTBEPKJIEH JOKYMEHT - IPUIIOKEHUE.

[Ipumep -
Hpuioxenue 1
YTBEPKJIEHO npuka3
MBJOY na/c «Anénymka
¢. ApomaTHOe
Bbenoropckoro paiiona
Pecny0siuku Kpbim
ot 18.05.2021 Ne 67

I'pug coriiacoBanus JOKyMeHTA.

[IpoeKThl MOATOTOBICHHBIX JOKYMEHTOB Iepes] MOAMNCAaHUEM B PsE CIydaeB
COTJIaCOBBIBAIOTCS €  3aMHTEPECOBAHHBIMH  YUPEKICHUAMH,  OTACIbHBIMU
JOJDKHOCTHBIMH JTUT[AMU.

['pud cormacoBaHus B 3aBUCHMOCTH OT BHJA JOKYMEHTA M OCOOCHHOCTEH €ro
o(OpMIICHUSI MOKET ITPOCTABISATHCS:

- Ha TIEPBOM JICTE JOKYMEHTa (€CIM JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - Ha
TUTYJIBHOM JIMCTE) B JIEBOM BEPXHEM YTy Ha YpPOBHE Tpuda YyTBEPKIACHUSI WIN O]
HAaWMEHOBAaHHUEM JIOKyMEHTA OJIMKe K HHYKHEMY TIOJTIO);

- Ha TOCJIEJTHEM JIUCTE IOKYMEHTA 0]l TEKCTOM;

- Ha JINCTE COTJIACOBAHUS, SBIIAIONIEMCS] HEOTHEMJIEMOH YacThIO JOKYMEHTA.

I'pud cormacoBanusi nokymenra cocrout u3 cinoBa COINTACOBAHO,
JOJDKHOCTH JIMIA, C KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIIOYAash HaWMEHOBAHUE
OpraHu3aliu), €ero COOCTBEHHOPYYHOW TMOJNUCH, pPaCIIM(POBKUA  MOJIUCH
(vHUIMANOB, (haMUIIMK) U 1aThl COTJIACOBAHMUSI.

[Tpumep -

COI'JTACOBAHO

[Ipencenarens (Ha3BaHUE OPraHU3ALINN)
(moanucek) N.O. Gamumnus

JlaTta

Ecnu cornmacoBanme OCyHIECTBISIETCS KOJUIETHABHBIM OpraHoM, B Tpude
COTJIaCOBaHMS YKa3bIBAIOT CBEACHMS 00 OpraHe, COrjacoBaBUIEM JOKYMEHT, AaTe U
HOMEpE MPOTOKOJa, B KOTOPOM 3a(pUKCHPOBAHO pEIICHHE O corjlacoBaHuu. Ecnu
COTJIACOBAHMUE OCYIIECTBIISIETCS TMCHbMOM, YKA3bIBAIOT BUJ JOKYMEHTA, OPraHU3aLUI0
- aBTOpA IOKYMEHTA, 1aTy U HOMEp I1ChMa.

[Tpumepsl
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1 COTJIACOBAHO
YupapjasioumuM cOBETOM
MBIOY n/c «Anénymka

c. ApomaTtHoe

besoropckoro paiiona
Pecnyoimku Kpbim
(mpoTokoJ oT Ne )
2 COI'JIACOBAHO
nucsmMoM PocapxuBa

oT Ne

Bu3sa corsiacoBaHusi JOKyMeHTA.

Busel cormacoBaHusi JOKyYMEHTa — PEKBH3UT JOKYMEHTA, YKa3bIBAIOIIAN Ha
corjlacue WM Hecorjiacue aospkHocTHoro Jymna JIOY ¢ coxepkaHueM MNpoeKTa
JIOKYMEHTa (J1ajiee — BH3a).

[Ipumep
3amecTuTelb 3apeayromiero no BMP

JInyHas moanuch HN.N. UBanoBa

10.10.2023

OdopmiieHHast TakKMM 00pa30M BU3a O3HAYAET COTJIACHE JIOJKHOCTHOTO JIMLA C
COZIEp’KaHUEM JOKYMEHTA.

[Ipy HamuuuM 3aMeYaHuid MO JOKYMEHTY BHU3Y OQOPMISIOT CIEAYIOIIUM
obOpazom:

3amMeuaHus MPUIIararTCs
3amecTuTelb 3apeaytoiiero no BMP

JInunasg moamnuceh N.N. UsanoBa
10.10.2023

JIOKyMEHT BU3UPYETCS HUCIIOJIHUTEIEM M 3aUHTEPECOBAHHBIMU B JIOKYMEHTE
JIOJKHOCTHBIMM JIMLIaMHU, 3aBenyronmuMm JJOY.

3ameuaHusi JOKHBI OBITH MPEJICTABICHBI HAa OTIAEIBHOM JIMCTE, KOTOPBIi
MOAMUCKHIBAIOT, TATUPYIOT U MPUJIAral0T K JOKYMEHTY.

B nokymeHTax, MOJIMHHUKM KOTOPBIX XpaHSATCS B OpraHU3allud, BHU3bI
MPOCTABISIOT Ha TMOCIEIHEM JIUCTe JOKYMEHTa TMOJl MOAMUChIO, Ha 000poTe
MOCIICIHETO JIMCTA TMOJJIMHHMKA JIOKYMEHTAa WJIM Ha JIUCTE COTJIACOBAHMS
(BU3UpPOBaHUS), IPUIIATAEMOM K TJOKYMEHTY.

B wucxopsumx JOKyMEHTaX BHU3bl MPOCTABJISIOTCS HAa AK3EMILIIpPAX
JIOKYMEHTOB, IIOMEIIAEMBIX B JIEJIO.

IHoanuce.
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JIOIDKHOCTHBIE  JHIa  TOJIMUCHIBAIOT  JOKYMEHTHI B Tpeaeiax CBOUX
MOJIHOMOYHH, onpesieieHHbIX Y cTtaBoM JIOY U N0KHOCTHBIMU MHCTPYKIUSIMHU.

[Tonmuck COCTOUT W3 HAMMEHOBAHUS JTOJDKHOCTH JIMIIA, KOTOPOE TOITHCHIBAET
JOKYMEHT (ITOJIHOTO — €CJIM IOKYMEHT HareuyaTaH He Ha OJlaHKe, COKPAIIeHHOTO0 —
Ha JOKyMEHTE, HarleyaTaHHOM Ha OJaHKe), ero COOCTBEHHOPYYHOW ITOIHCH,
WHUIMAIOB (MHUITMAT UMEHHU ), (DaMUITHH.

[Ipumepsnl
He HA 0JIaHKe:

3agenyrommiit MBIOY n/c «Anénymka
c. ApomatHoe beJsioropckoro paiiona

Pecnyoinku Kpbim JIuyHas moanuch N.0. ®amuius
Ha 0JIaHKe
3aBenyromuii JInuHass moanuch N.0. ®amuius

ITpu opopmieHnH TOKyMEHTa Ha OJaHKE JOHKHOCTHOIO JIMIA JOJDKHOCTh
ATOTO JIMLA B MOAMCH HE YKa3bIBAETCA.

ITpumep JInuHasi noanuch HN.0. ®amuans

B JOKYMCHTAax, COCTaBJICHHBIX KOMHCCHGﬁ, B IIOAITMCH YKA3bIBACTCA CTATYC
Ji1a B COCTaB€ KOMUCCHH.

[Tpumep -

IIpencenarenn Hoanuce N.0. ®amuius
KOMUCCHH IMoanuch HN.0. ®amunans
Yj1eHbl KOMUCCUH IMoanucey HN.0. ®amuiaus

IMoanucey N.0. ®amuiaus

B cayyae oOTCyTCTBUSL 3aBENYIOLIErO0 MPHKA30M OIpeAeNsieTcsl  JIUIO,
UCIIOJIHSIONIEE €ro OOS3aHHOCTH, a TakKKe YIOJIHOMOYEHHOE MOMUChIBATh
JIOKYMEHTBI, TIPH 3TOM MOANHUCH 0OPMIISIETCS C YKa3aHUEM CTaTyca JIOHKHOCTHOTO
JIUIIa B COOTBETCTBUU C MTPUKA30M (PacropspKEHUEM).

[Tpumep -

H.o. 3aBeaymoiero Hoanuce N.0. ®amuinus
HJIN:

HUcnoansaomuii 0013aHHOCTH

3aBeayrolero IMoanuco N.0. ®amuiausa

[Ipy moamucaHuM DOKyMEHTa JIMIIOM, UMEIOIIUM MpaBO MOJAMKHCH B Clydae
BPEMEHHOTO OTCYTCTBHS 3aBEAYIONIECTO, UCIIPABIICHHUS B HAUMEHOBAHUE JIOJHKHOCTH U
pacuidpoBKy GaMUIUK YK€ TMOJATOTOBJICHHOTO M COTJIACOBAaHHOTO MPOEKTa
JIOKyMEHTa BHOCSITCSI OT PYKHU WJIM C UCIIOJIb30BAHUEM COOTBETCTBYIOUIUX IITAMIIOB.
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He nmomyckaercs cTaBuTh KOCYIO 4EPTY, HAAMUCH «3a» INEepel HANMEHOBAHUEM
JNOJDKHOCTH JIMLA B IOANMCH, €CIU JOKYMEHT IMOANMCBHIBAET MHOE JOJKHOCTHOE
JULIO.

DJIeKTPOHHASA MOANHUCH.

OTtmeTka 00 DSJEKTPOHHOM MOJINUCH MCIOJNB3YyEeTCsl MpPU  BU3yaIu3aluu
3JIEKTPOHHOI'O JOKYMEHTA, MOANKUCAHHOTO 3JIEKTPOHHOH MOJIHUCKIO, C COOII0IEHUEM
TpeOOBaHMIA:

a) MECTO pa3MEHIeHHs OTMETKH 00 DSIEKTPOHHOM TOAMUCH JOJKHBI
COOTBETCTBOBATh MECTY Pa3MEIIECHUsS] COOCTBEHHOPYYHOM MOJINUCH B aHAJTIOTUYHOM
JOKyMEHTE Ha OyMa)KHOM HOCHTEIIE;

0) AJIEeMEHTHI OTMETKH 00 3JEKTPOHHOU MOAMHUCH JOKHBI OBITH BUTUMBIMU U
YUTAEMBIMH IPU OTOOPAXKEHUH IOKYMEHTA B HATYpaJIbHOM Pa3MeEpE;

B) RJIEMEHTBHI OTMETKH 00 3JIEKTPOHHOM MOANHUCU HE JOJIKHBI EPEKPBHIBATHCS
WIN HaKJIaJbIBAThCS APYT HA JAPYTa;

I') JIEMEHTbl OTMETKHA 00 3JEKTPOHHOM MOANMCHU HE JOJIKHBI MEPEKPHIBATH
AJIEMEHTHI TEKCTa JOKYMEHTa W JIpyrMe OTMETKH OO 3JIEKTPOHHOW moAmucH (mpu
HAJTUYHHN).

OtmeTKa 00 AJIEKTPOHHOM MOANUCH U BKIItOUaeT (ppasy «lokymMeHT noamnucan
AJIGKTPOHHOM TOAMNKCHIO», HOMEp cepTH(HKaTa KiIoua 3JIEKTPOHHOM IOAMMCH,
(dbaMunuio, uMs, OTYECTBO BIIaJeibla cepTU(dHKaTa, CPOK JAECUCTBUS cepTU(dHKaTa
KJIFOYa 3JIEKTPOHHOM MOJIHCH.

[Ipumep
3asenyrommii I[OKYMEHT HOHHI/IC AH A.b. UBaHoB
SJEKTPOHHOM MOJANUCHIO
Cepruduxar lalllaaalllllliiiii
Baagenen UBanos Auiexceii bopucosny
HeiicrBurenen ¢ 01.01.2017 mo 01.01.2022
ITeuartsn.

OTTucKk meyatu 3aBepsieT MNOJJIMHHOCTh MOAMUCH JIOJKHOCTHOTO JIMIIa Ha
JIOKyMEHTaX, YJAOCTOBEPSIONMIMX TpaBa JKIl, (UKCUPYIOMUX (aKThl, CBI3aHHBIC C
(VHAHCOBBIMU CPEICTBAMHU, a TAK)KE HA JIOKYMEHTAaX, MPEIOCTABIISIEMbIX 32 MPEICIbI
OpraHu3alyy U NpeayCMaTPUBAOIINX 3aBEPEHNUE OJIMHHOCTH MTOAUCH.

[TeyaTs mpocTaBisieTcs, HE 3axBaTbiBas COOCTBEHHOPYYHOW MOJMUCH JIUIIA,
MOJMKICABIIETO TOKYMEHT, WIH B MecTe, o0o3HaueHHOM «MID» («MecTto meuatny).

OTMeTKa 00 HCIIOJIHUTEJIE.
OtmeTrka 00 WHCHOJHUTENEC BKJIOYaeT B ce0s (pamMunuio, uUMs, OTUYECTBO
UCIIOJTHUTENSL JOKYMEHTa, HOMEp ero TeyiedoHa.
OtMeTka 00 MCIOJIHUTENIC MOXET JOMOJIHATHCS HAaMMEHOBAHUEM IOJKHOCTH
1 DJICKTPOHHBIM aJPECOM UCIIOJTHUTES.
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OtmeTka 00 ucnojHHUTENne O(GOpMIILETCS Ha JIUIEBOM CTOPOHE MOCIEIHEro
JUCTa JTIOKyMEHTa OT TPaHUIlbl JIEBOTO IOJSA WM, NPU OTCYTCTBHUM MECTa, - Ha
00OpOTHOM CTOPOHE BHU3Y CJIEBA.

[Tpumep -

HNBanoBa Oabra BacuiabneBHa,

3aMeCcTUTeb 3aBeayrouero no BMP,
+7(978) 924-45-67, Ivanova@bk.ru

OtmeTKa 00 UCHIOTHHUTENE MOXKET OPOPMIIATHCA KaK HIKHUNA KOJOHTHUTYN H
nevaraThes MpUGTOM MEHBIIETO pa3mepa.

OTMmeTKa 0 3aBepeHUM KOIUM.

JIOY moxkeT 3aBepsTh KOMUU TOJIBKO TEX JTOKYMEHTOB, KOTOPBIE CO3AIOTCS B
HEeH, a Tak)Ke B Clydasx, IPeIyCMOTPEHHBIX B ab3alle BTOPOM HACTOSIIETO MyHKTA.
Komusi 1gokyMeHTa W3rOTaBIMBAeTCs MW BBIIAETCS TOJBKO C  pa3pelICHUs
3aBEYIOLIETO.

B ciiydae moAroToBku JOKYMEHTOB JJIsi MPEIOCTABICHUS CYJEOHBIM OpraHam,
IIPU PEIIEHUU BOMIPOCOB 10 MPUHSTHUIO JUI] HA Pab0Ty, 00yUdeHue, yIOCTOBEPEHUS X
TPYNOBBIX M JAPYTUMX IPaB BO B3aUMOOTHOIICHUSX C YUYPEKICHUEM, a TAKKE MHPH
dbopMupoBaHUU JUYHBIX Jen paboTHUKOB JIOY MoOXeT u3roTaBiavBaTh KOIUU
JIOKYMEHTOB, BBIJAHHBIX JAPYTUMH YUpPEXKICHUAMH (KOMUM JOKYMEHTOB 00
o0pa3oBaHuU U JIp.).

[Ipy BbImaue KOMUMU JOKYMEHT BOCIPOM3BOAUTCS MOJHOCTHIO (Omank [JOVY,
HOMED, JaTa, COJIEPkKAHUE U T. 11.).

B npaBom BepxHeM yrity Konuu nuiiercs ciioBo «Konus». [Ipu Bei1aue KOmuu ¢
KOIMUHM cienyet nucath «Komnus ¢ konmum.

Ecoim komust 1y BHYTPEHHETO IOJb30BaHUsS, TO JUISl 3aBEPEHUS HUKE
pekBuzuTa  «llogmuch» MpPOCTaBISAIOT  3aBEPUTEIBHYIO  HAANuCh:  «BepHoy;
JOJDKHOCTH JIMIIA, 3aBEPSIONIET0 KOMHIO; JUYHYIO MOJIUChH; paciu@poBKY MOAMUCH
(vHUIMANBI, (PaMUJIHIO); AATy 3aBEPECHHUS.

[Tpumep -

Bepno
3aBenyrommi
JInunasa moanucs B.B. UBanoBa

10.10.2023

Ecnu xomust BbIOaeTcst [UIsl MPEACTaBICHUS B JPYryl0 OpraHU3aluio, TO
OTMETKAa O 3aBEPEHUU KOIHUH JOMOJIHACTCS HAAMUCHIO O MECTE XPaHEHUsI JOKYMEHTa,
C KOTOPOro ObLIa U3rOTOBJICHA KOIIHKS, U 3aBEPSIETCS IeYaThl0 OPraHU3alHH.

[Tpumep -
[lommuuauk  gokymeHnta Haxomutcs B MBJOY  n/c  «Anénymika»
c. ApomatHoe benoropckoro paiiona pecnyonuku Kpeim B nene Ne 01-08 3a 2023
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rona.
]_IJ'ISI IMpOCTAaBJICHUA OTMCTKH O 3aBCPCHHH KOIIMK MOXKCET MCIIOJIIB30BATHCA
mITaMII.

OTMeTKa 0 MOCTYIUICHUH JOKYMEHTA.

OTMeTKka O NOCTYIUIEHMHM JOKYMEHTa CIYXXUT JUId TOATBEpKIACHUS (akTa
IIOCTYIJICHUSI JOKYMEHTAa B OPIraHM3alMI0 W BKJIIOYAET JaTy IOCTYIUICHHUS |
BXOJSIINNA PErHCTPAMOHHBIN HOMEP JNOKyMeHTa. [Ipy HEeoOXOauMOCTH OTMETKa O
IIOCTYIUIEHUM MOXET JOIOJHATHCS YKa3aHUEM BPEMEHU IOCTYIUIEHHsS B 4Yacax H
MUHYTax U croco0a JO0CTaBKU JOKYMEHTA.

OTMeTKa 0 MOCTYIUIEHHH JOKYMEHTA MOYKET MPOCTABIATHCSA C MOMOIIBIO IITAM-
mna.

Pe3osronus.

Pezomtonust comepXUT yKa3aHME 10 HCIHOJHEHHIO JOKyMeHTa. Pezosnroums
opopmiiiercs Ha CBOOOAHOM MecTe pabouero moJisi JOKYMEHTa, Ha OJjaHke
JOKYMEHTa WJIM BHOCUTCS HEMOCPEICTBEHHO B  CHCTEMY  3JIEKTPOHHOI'O
JIOKyMEHTO000pOTa.

Pesomonust BiO4YaeT: (pamuiinio, MHUIMATB UCHOJHUTENS (MCIIOJHUTENEH),
NOpYYEHHUE MO JOKYMEHTY, IPU HEOOXOAUMOCTH - CPOK UCIOJIHEHUS, IOJIUCH JIMIIA,
BBIHECIIETO PE3O0JIIOLHIO, AaTy PE3OIIOLUY.

Pe3omrorus, kak mpaBHIIO, MHUIIETCS OT PYKH 3aBEAYIONIMM Ha TMOJIWHHUKE
JIOKyMEHTa Ha CBOOOAHOM OT TEKCTa MECTE.

[Tpumep -

damuiausa U.0.

IIpomy moaroroBurs npenio:kenus k 10.06.2023.
Hoanuce
Jlara

OTMeTKa 0 KOHTpOJIE.

OTMeTKa 0 KOHTPOJIE CBHJETEIBCTBYET O MMOCTAHOBKE JOKYMEHTA Ha KOHTPOJIb,
IIPOCTABIIACTCS IITAMIIOM WJIA NPOU3BOAUTCSA 3amuch OT pyku «KoHTposib» Ha
BEPXHEM I0JI€ JOKYMEHTA.

KoHTtpono mnoasiexxaT Bce 3aperuCTpUPOBAHHBIE JOKYMEHTBI, TpeOyrolue
UCITOJIHEHHUS.

Cpoku UCIIOJIHEHUSI TOKYMEHTa YCTAaHABJIMBAIOTCS B COOTBETCTBUM CO CPOKAMHU,
0003HaYE€HHBIMH 3aKOHOAATEIBCTBOM, OpraHU3alliel, HalpaBUBIIEH MOPYUYECHUE UITU
pochbOy, paCoOPSIAUTENbHBIM JOKYMEHTOM WJIU PE30JIIOLIMEN 3aBEIyIOIIETO.

Cpok npoctasisiercst B GopMe JaThl 3aBEPUICHUS] UCIIOJIHEHHUS.

OTrMeTKa O HanpaBJ/JI¢cHHU JOKYMEHTA B /1€J10.

OtMmeTKa o HalpaBJICHUMX NOOKYMCHTA B JICJIO OIPCACIIACT MCCTO XPAHCHUA
JOKYMCHTA I10CJIC 3aBCPUICHUA paGOTBI C HUM M BKJIIOYaeT: cioBa «B ACI0», HHACKC
AcJIa IO HOMCHKJIATypC JC€JI, B KOTOPOC MNMOMCIIACTCA AOKYMCHT Ha XPaHCHHUC, C
YKa3aHHueM 1roja, 10JLKHOCTH JiMla, OQJOPMHBHICFO OTMCTKY, IIOAIINCHU, AATHI.
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[Tpumep -

B neso Ne 01-11 3a 2023 1.

JenonpousBoauresb

IMoanucek /lara

OTMeTKa O HampaBJICHUU JOKYMEHTa B JIEJI0 MOKET JOMOJHATHCA KPATKUMU
CBEJICHUSMU O XapaKTePe UCIIOTHEHUS IOKYMEHTA.

4.Tp660BaHI/IH K COCTABJICHUI0 HEKOTOPLIX BUAOB TOKYMCHTOB.

Ipukas.

IIprka3 - mnpaBOBOM JIOKaJbHBIM HOPMATHBHBIM AaKT, KOTOPBIA W30a€TCs
€AVHOJMYHO  3aBEIYIOIIMM W YJOCTOBEpPAET  PpEIIECHHA  OpPraHU3alUOHHO-
PacCHoOpPSIIUTEIBHOTO XapaKTepa.

IIpukasel  HM3mAOTCA IO OCHOBHBIM  BOIIPOCAM  JICSITEJIBHOCTH,
aJIMUHHCTPATUBHO-XO3SMCTBEHHBIM BONPOCAM M KaJpPOBBIM BOIpocaM (JIMYHOMY
coctaBy) JIOYVY.

[Ipuka3 moamuchIBaeTCs B COOTBETCTBUU C TPEOOBAHUSAMH, YKA3aHHBIMH B
NHCcTpyKIMHM.

[locne moanucaHus npuka3a U3MEHEHUS W/WJIN JOMOJHEHHS] B HETO BHOCATCS
yTEM U3JaHusl HOBOIO MPHUKa3a O BHECEHWU U3MEHEHUI U/WIIH TOTIOJIHEHUH.

[Ipuka3, kak mnpaBuio, opopmisierca Ha Omanke JIOY B medatHoM Buae
(npunooxcenue 2).

[Ipuka3 uMeeT cleaylolKe PEeKBU3UTHI: HaMMEHOBaHUE OOpa30BaTEIbHOM
OpraHu3alliyd COrJacHO ycTaBy; HauMeHoBaHue BHJa nokyMmeHTta (IIPUKA3), nara,
HOMED, MECTO COCTABJICHMS, 3aT0JIOBOK K TEKCTY, TEKCT, HAUMEHOBAHHE JOJIKHOCTH,
HOJIMUCh JOJDKHOCTHOTO JMIA (MHULMANBL, (aMuiaus), BU3Bl COIJIACOBAHMS,
O3HAKOMJICHUS.

JlaToii mpuka3za sBIsAeTcS Jgara ero noxnucanus. Jlata odopmisercs
uGpoBBIM CcIOCOOOM; HOMEp COCTOUT M3 3Haka «Ne» M MOpSAKOBOrO HOMeEpa
npukasza: ot 00.00.0000 Ne 000.

ConeprkaHue npuka3a KpaTKO W3JIaraeTcs B 3aroj0OBKE, KOTOPbI HAYMHAETCS C
npemsiora «O» U COCTaBISETCS ¢ MOMOIIBIO OTIJIArOJBHOTO CYIIECTBUTENBHOTO («O0
YTBEPXKIEHUU...», «O CO3AaHUU...») UIIH CYIIECTBUTEIHHOTO («O0 UTOrax...»).

B mnpukazax Tekcr wH3nara€Tcs OT MEPBOrO JIMLA EIMHCTBEHHOTO YHCIA
(«IpUKa3bIBAIOY ).

Bo Bpemsi 03HaKOMJIEHUSI C MPUKA30M YKa3aHHBIMU B HEM JIMLIAMHU HA TIEPBOM
DK3EMILUIAPE NMPUKA3a MPOCTABIISIIOTCA MOANNUCH C YKa3aHUEM JaThl O3HAKOMJIICHHS.

Homepa cTpanul] MpoCTaBIIAOTCS MOCEPENNHE BEPXHETO OIS JINCTA, HAUMHAs
CO BTOPOTO JIUCTA.

[Ipuka3el HyMEpYIOTCS B IOPAJIKE MX M3/IaHUS B MpeJenax KaJeH1apHOro roja;
IIPUKa3bl IO OCHOBHOM JEATEIBRHOCTH U MO KaJAPOBBIM BONPOCAM (JIMYHOTO COCTaBA)
UMEIOT OTAEJIBHYIO IMOPSAKOBYIO HyMEPALHIO.

[Ipn HyMepauuu NOpUKa30B JOIMYCKAETCS HCIOJIb30BAHUE JIOMOJIHHUTEIbHBIX
OYKB.
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[Tpumep:
K - KaJaphbl;
0 - OTIIYCK;

AB - IUCUMIIJIMHAPHOE B3bICKAHHUE.

[Ipuka3 BcTymaer B CUIy C MOMEHTa €ro MOJIUCAHMs 3aBEAYIOLIUM, €CIU B
TEKCTE HE YKa3aHO APYroro Cpoka.

[Ipuka3pl  pEerucCTpUpyOTCS B  JKypHAJe  PErHcTpalMyd  MPUKa30B
(npunoosicenue 3). XKypHai mpoHYMEpPOBBIBAETCSI, TPOITHYPOBBIBACTCS, CKPETUISETCSI
NOJAIMHKCHIO 3aBenyromero u neyarsio JJ0Y.

[Tpuxaser popmupyrotcs B Jleno oauH pa3 B kBapTal. B KoHIle KaneHIapHOTO
roga eno (He 6omee 250 mucToB) odopmMisieTcss B COOTBETCTBUH ¢ [lonoxeHnem 00
apxuBe.

IIpuxka3sel 10 OCHOBHOM AeATEILHOCTH.

TekcT npukasza no BompocaMm OCHOBHOU JesarenibHOCTH JJOY cocTouT U3 ABYX
qyacTel - KOHCTaTUPYIONIeH (mpeaMOyJIibl) U pacopsAIUTEIbHOM.

B koHcTartHpyromei 4acTd OTPaKAKOTCA LENW M 33a1a4d MPEINHUChIBAEMBIX
JEWCTBUH, PUYMHBI U3[JaHUS [IPUKa3a, JACTCS CChUIKA HA JOKYMEHT, TOCITYKUBIIUI
OCHOBAHHUEM JIJI MOJATOTOBKHU MPUKa3a. YKa3aHHAs 4acThb MOKET HAUMHATHCS CO CIIOB
«Bo ucnonnenue...», «C 1enpo...» 1 ToMy nogoodHoe. Eciiu 1OKyMEeHT u3gaeTcs Ha
OCHOBAHHMH JIPYTOrO PaCHOPSAUTEIBHOTO JTOKYMEHTA, B
KOHCTaTUPYIOIIEH YacTH YKa3bIBaeTCSd Ha3BaHHWE BUJA 3TOTO JOKYMEHTA, €ro aBTOp
(MunuctepctBo, CoBeT MUHUCTPOB U JIp.), aTa, HOMEP U 3arojoBoK. Touka B KOHIIE
KOHCTATUPYIOIIECH 4acTH HE CTABUTCS.

PacnopsanurensHas vacte npukasa HaunHaerca co cinoBa [IPUKA3BIBAIO,
KOTOpOE TeYaTaeTCsi ¢ HOBOM CTPOKU OOJbITUMU OyKBaMH 0€3 OTCTYIUICHUS OT
JIEBOTO MOJISI U KaBBIYEK, MOCTIE YETO CTABUTCS JBOETOUME.

PacnopsinurenbHasi 4acTh JAENHUTCS HA MYHKTHl M MOJIMYHKTBI, KOTOpPBIE
HyMepyloTcs apaOckumu nudpamu. B KakaoM TyHKTE MODKHBI OBITH yKa3aHbI
UCIIOJIHUTENIM, KOHKPETHbIE 3a/laHus (MOPYYEHHUsI) W CPOKU UX BBITIOJHEHUS.
Hcnonaurenn MOTYT OBITh Ha3BaHbl Takke OOOOIIEHHO: «BOCHHUTATENSIM BCEX
BO3PACTHBIX Tpynm», «moBapam». lIpum 3TOM, Kak MNpaBuiIO, HE MPUMEHSIETCS
HAIllMCaHWE HEKOHKPETHBIX MOPYYEHUH, KOTOPBIE COJAEPXKAT CJIOBA: «YCKOPUTHY,
CYIY4YIIUTBY», «AKTUBU3UPOBATH», «OOPATUTh BHUMAHUE», «COBEPIICHCTBOBATHY,
«MPOAOIKUTHY U T.II.

OtnenpHble 3a1aHus (Hanpumep, 3afaHus, coAepkamue HUQPPOBbIC TaHHBIC)
MOTYT O(DOPMIISITHCSL B BUJIC MPUIIOKEHUSI K MPHUKa3y CO CCHUIKOM Ha HUX B COOT-
BETCTBYIOIIUX MyHKTaX MpUKa3a U oPopMIIsIOTCs corytacHo MHCTpyKIuy.

CrpaHuilpl MPUKa3a U NPUIOKEHUN HYMEPYIOTCS KaK €JUHbINA JOKYMEHT.

Ecnmn npukazoM OTMEHSIETCd NPEABIAYIIHN PACIOPAAUTENbHBIA JIOKYMEHT, B
paclopsAUTEILHON YacTU YKa3bIBAETCS MYHKT, KOTOPBIA JOJDKEH HAYMHATHCS CO
cioB: «IIpu3HaTh yTpaTUBIIUM CHUITTY...».

WN3menenus, BHOCMMBIE B TpHUKa3, O(QOPMISIOTCS OTACIBHBIM MPUKA3OM,
KOTOPBI JIOJDKEH HWMETh TakKOW 3aroioBok: «(O BHECEHHMH W3MEHEHWH W/WIN
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JOTIOTHEHWW B TpPHUKA3 ..» C yKa3aHWeM JaThl, HOMEpa, 3arojioBKa
pacnopsiIMTETILHOTO  JOKYMEHTa, B KOTOPBI  BHOCSTCS  W3MEHEHWUS.
PacniopsiautenbHas 4acTh pUKa3a HAUUHAETCS C TAKOTO IMMyHKTA:

1. BHecTn u3MeHeHus B IPUKa3...

Jlanee OTHENBHBIMM  MOAMYHKTaMU  (OPMYJIHUPYIOTCS  HM3MEHEHHS B
pacnopsIUTENbHBIN IOKYMEHT.

[Tpumep -

1) myHKT 2 H3JIOKHTH B CICIYIOIICH PEIaKITUH;

2) TYHKT 3 WCKITIOYHTB;

3) ab3ar] BTOpOW IyHKTA 4 JOIIOJTHATH CIIOBAMM. ..

Ecnmu wu3MeHeHWs B pacHOpSOUTENbHBIA JOKYMEHT O(OPMIISIIOTCS Ha
OTIIEJTLHOM JHCTE (JINCTax), B MEPBOM ITYHKTE PACIOPSAUTEIIEHON YacTH TMpHUKa3a
YKa3bIBACTCH:

1. BHecTn n3MeHeHus B...

[locnenHuii MyHKT pacHoOpsAUTENILHON YacTH B Clydyae HEOOXOIMMOCTH MOKET
collepKaTh  pEIIEHHE O BO3JOKEHMM Ha JOJDKHOCTHOE JIMIO  (PyHKIUi
10 KOHTPOJTIO 32 UCIIOJIHEHUEM MpHUKa3a.

IIpuka3bl 10 KaAPOBBLIM BONPOCAM.

[Ipukasel M0 KaJpoBBIM BOIMpocaM (JIMUHOMY COCTaBy) OQOpPMIISIOTCS Kak B
yauduiupoBannoit ¢opme (Ilocranosnenue I'ockomcrata PO ot 05.01.2004 Ne 1
«O0 yTBepkaAeHUU YHUDPUIIUPOBAHHBIX (HOPM TMEPBUYHONU YUYETHOM TOKYMEHTAIUU
10 YYETY TPYJa U €ro OIIaThl»), TaK U B TEKCTOBOM.

JanHplii BUA TpUKa30B oQopmisieTcss B BUIE WHAMBUIAYAIBHOIO WM
CBOJHOTO.

B unauBuayansHOM npukaze coAepKuTcs nHpopManus 00 0JHOM pabOTHUKE;
B CBOJIHOM - O HECKOJIBKMX, HE3aBUCUMO OT TOT'O, KAKME YNPABICHYECKHE PEIICHUS
M0 HUM MPUHUMAIOTCS (TIpreM Ha paboTy, Ha3HAYEHWE HA JOJDKHOCTh, MEPEBO Ha
JPYTYIO TOJKHOCTH (paboTy), YBOJILHEHHE U JIp.).

ConepxaHve MHAUBUIYAIBHOTO IMPUKa3a MO KaJpPOBBIM BOMpPOCaM (JIMYHOTO
COCTaBa) KpaTKO M3JIaraeTcsl B 3aroJioBKe, KOTOPBI HaunHaeTcs ¢ mpeniora «O» u
COCTABJISIETCSI C MTOMOILBIO OTIVIArOJIBHOIO CYIIECTBUTENBHOrO: «O Ha3HAaYEHUU...»,
«O mpuHATHH...». B CBOJHBIX mMpUKa3zax MOXKET MPUMEHATHCS OO0O0OIICHHBIN
3aroyioBoK: «O KaJpoBBIX BOMpocax», «O JIMYHOM COCTABEY.

B TekcTe mpukasza nmo KagpoBbIM BoIpocaM (JIMUHOMY COCTaBY), KaK MpPaBHIIO,
KOHCTaTUPYIOIIAsl 4YaCTh HE OTMEYAETCS.

PacniopsautenbHas yacTh MpUKa3a HauMHAETCs, KaK MPaBUJIO, C IJIarojia B
HeonpeaeneHHoi ¢opme: «IIpunsate», «Haznauutey, «llepeBectn», «OOBIBUTE» U
TOMY MOJ00HOE.

Jlanee ykaspIBaroTcs pamMuims, UMs, OTUYECTBO (TIPpU HATWYNKM) paOOTHHUKA, HA
KOTOPOTO pacnpocTpaHseTcss AEHUCTBHE IpUKa3a, U TEKCT IpuKa3za. B cBogHOM
npuKasze GaMuINM JIUIl B TIPEAesiax MMyHKTOB pa3MEMIatoTCs Mo aldaBuTy.

B mpukaze o Ha3Haue€HUU WM YBOJHHEHUU PAOOTHHKA YKA3bIBACTCS IOJTHAS
nata (4ucimo, Mecsl, Troa) (HaKTUYECKOTO BhIXOJa pabOTHHKa Ha padoTy
(mpekpaleHnss TPYIAOBBIX OTHOLIEHMI), pa3Mepbl €ro J0JHKHOCTHOIO —OKaza
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COIVIACHO IITaTHOMY PaCHUCAHUIO.

B cBojmHOM nmpukaze 1o KaApoBbIM BompocaMm (JIMYHOMY COCTaBy) B
pacnopsAUTENbHYIO YaCTh BKJIIOUAETCsl MH(pOpMaLns, KOTopask pa3MeIlaeTcs B TAKOU
HOCJIEI0BATEIbHOCTH: IIPUEM Ha paboTy, IEPEBO/, YBOJIIbLHEHHUE.

B kaxaoM nyHKTE MpHKa3a MO KaJpOoBBIM BoIlpocaM (JINYHOMY COCTaBy)
YKa3bIBA€TCS OCHOBAHWE OTHOCUTEIBHO €ro u3AaHus (3asBiIeHUE pabOTHHUKA,
TPyAOBOM  JOroBOp  (COrjalleHue), JOKJIajaHas 3aluCKa, MpelCTaBJICHUE,
X0J1aTaliCTBO, pelIEHNE aTTecTauMOHHOW Komuccnn JJOY) u T.x.

IIporoko..

[Tponecchl mpumeHeHus: yrpaiieHueckux pemieHuit JIOY u camu peiieHus
JTOKYMEHTUPYIOTCSI C TOMOIIBbIO MPOTOKOJIOB COOpaHUi, MEAaroru4eckux COBETOB,
KOMUCCHH U TIp.

B mpotokonax 3acenaHuil KOJUIETHAIBHBIX U COBEIIATENIbHBIX OPraHOB TEKCT
U3JIaraeTcsi OT TPEThEro JIMla €AMHCTBEHHOTO YHcia («IeIarormuyecKuii COBET...
MIOCTAHOBIIAETY, KCOOPAHHUE... PEIIUTION).

[Iporokon  cocTtaBisieTcss  Ha  OCHOBAaHMM  3alKCeil,  CEJIaHHBIX
HEMOCPEACTBEHHO BO BpEMSl 3aCEIaHMil, MPEACTABICHHBIX TEKCTOB U TE3UCOB
JIOKJIa/I0B U BBICTYIUICHUMN, CITPABOK, IPOEKTOB PEIICHUIA.

[IpOoTOKOT MOKET COCTABIATHCS KaK B PYKOMHMCHOM, TaK U B TIEYaTHOU (opme
(npunosicenue 4)

JlaToil mpoTOKoJia SIBISIETCS JaTa MpoBeAcHUs 3acenaHus. Ecnu 3acenanue
MPOJIOTIKAIOCH HECKOJIBKO JHEH, TO Yepe3 TUPE YKA3bIBAIOTCS MEPBBIA U MOCIEIHUM
JI€Hb 3aCE/IaHus.

Homep mnporokosia [dOMXKEH COOTBETCTBOBATh MOPSAJIKOBOMY  HOMEpY
3aceqanus. Hymepainusi MpOTOKOJOB BEIETCS B Mpelaeiiax KaJleHAapHOro Troja
OTHEJIBHO MO KaXJOW Tpynrne MpOTOKOJIOB 3aCENaHusl COOTBETCTBYIOIIETO
KOJUIETUAJILHOTO OpraHa.

B pekBusute «MecTo 3aceaHus» yKa3bIBae€TCsA Ha3BaHWE HACEJICHHOTO MYHKTA,
B KOTOPOM COCTOSUIOCH 3aCE/laHHUE.

3aroyioBOK K TEKCTy TMPOTOKOJa JOJHKEH OTOoOpa)kaTh BHUJ 3aceqaHus
(coBemanue, cobpanue, KOHGEpPEHIHUs W T.I.) WIM KOJUICTHAIBLHON JCATEILHOCTH
(komuccusi, coBeT, coOpanue, pabouas rpynmna u T.I.) U BKJIIOYATh Ha3BaHUE BUA
JIOKyMEHTA.

TekcT mpoTOKOoJIa COCTOUT M3 BBOJHOW U OCHOBHOW 4acCTEM.

BBognas  4WacTh  COAEPXKHUT  TOCTOSIHHYIO — uH(opManuio  (clioBa
I[MPEACEJATEJIb, CEKPETAPbH, IIPUCYTCTBOBAJIMI) wu mnepeMeHHYIO
(pamunms, wWHULMANBL TpencenaTeNs, cekperaps W NpucyrcrByrommx). [lpu
HEOOXOJIMMOCTH YKa3bIBAIOTCS JIOHKHOCTH MPUCYTCTBYIOUINX, a TaK)KEe WHUIUAIIBI,
dbaMuuu  TODKHOCTH JIMII, TPUTJIANIEHHBIX Ha coBemanue. [Ipu kommdecTBe
ydacTHUKOB Oosiee 10 cocTaBisieTcss CHOUCOK TMPUCYTCTBYIONIUX, KOTOPBIMA
MPUJIATAeTCs K MPOTOKOITY.

Ecnim  mporokon  odopmusiercss B mewaTHo  dopme, TO  CIOBa
[MPEACEJATEJIb, CEKPETAPD, ITPUCYTCTBOBAJIN meudatraroT OT HYJIEBOTO
MOJIOKEHUS Ta0yISITOpa, OT 2-TO TMOJIOKEHUS Ta0yIATOpa CTABUTCS TUPE, MHUITUATIBI
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U (pamMunuu NOUOIYT B HMEHUTENBbHOM majexe. {DaMuiIuu MPUCYTCTBYIOIIUX
pacrnioyiararorcsi B al(aBUTHOM TIOpSAJKE M Ie4YaTaloTcsl 4depe3 | MEeKCTPOUHBIM
WHTEPBAJL

BBoaHnas yacth nmpoTokoia 3aKkaHuuMBaeTcs rnmoBecTkoM qHsA. Crnoa «IloBecTka
JHSD» TeYaTaloT OT HYJEBOro IOJIOKEHUs TaOysTopa, IOCJIE€ HUX CTaBUTCA
nBoeToure. Bompockl MOBECTKU NIHS HymepyloTcs apaOckumu nudpamu. Kaxabii
HOBBIM BOIMPOC MeYaTaroT OT 1-ro MmojgoxKeHus Tadyasaropa.

[TocnenoBaTenbHOCTD PACIIOJIOKEHUST BOIIPOCOB OIPENEAETCA CTEIEHbI0 HUX
BaKHOCTH. Bompochkl nepednciaioTcss B MMEHUTENbHOM mnanexe. Jlokman (oTder,
coobmienue, nHpOpMalMs), HAUMEHOBAHHUE JOJHKHOCTH, MHULUAIB U (HaMUIHIO
JNOKJIaJYMKa IHIIYT B POJWUTEIIBHOM IMajexe. He pexkoMeHayercs BKIIOYATh B
noBecTKy AHs Bompoc «Pa3znoe». Kaxapiii Bopoc JOMMKEH ObITh KOHKPETH3UPOBAH.
dopMupoBaHUE BOMPOCOB B MOBECTKE JHS HaunMHaeTcs ¢ npeiora «O (O0)».

OcHOBHasg 4YacTh IIPOTOKOJA COCTOMT U3 PA3AEIOB, KOTOPBIE JOJIKHBI
COOTBETCTBOBATh IIyHKTaM NIOBECTKM MAHs. Pasnmensl HymepyroTcs apaOCKuMu
nudpamMu U CTPOSTCS IO TAKOH cxeme:

CJIYIIAJIA - BBICTVYIIWJIA - PELLIWJIN (ITOCTAHOBUWJIN),

VYka3aHHbIE CJIOBa MeYaTaloOTCsl OONbIIMMU OyKBaMH 0€3 OTCTyna OT TpaHMIIbI
neBoro noJis. Ilocne 3Tux ciioB CTaBUTCA IBOETOYME.

[Tocne cnoBa CIIYIIAJIMA yka3piBaeTcsl KpPaTKUHA TEKCT BBICTYIUJICHUS
OCHOBHOTO JOKJIaaunKa. GaMWins 1 MTHULIHAAIBI KaKA0T0 JOKIAIMKA IIEYaTAr0TCs C
HOBOM CTpOKH. KpaTkmil TEKCT BBICTYIUIEHHS UW3J1aracTcss B TPETbEM JIUILE
€IUHCTBEHHOTO YHUCIIA.

TexcThl WK TE3UCHl T0KJIAJ0B U BBICTYIUIEHUN, 0()OPMIIEHHBIE KaK OT/IEIbHBIC
JIOKYMEHTBI, B TEKCT MPOTOKOJIa HE BKItouaroTcs. [locie cBeleHui 0 JOKIIaguuKe
CTaBUTCA TUpe W YyKazbiBaercs: «TekcT noknaga (BBICTYIUIEHHS) NpHJIAraeTcs K
IIPOTOKOJLY.

[Tocne cnoa BBICTYIINJIN ¢ukcupyroTcsi BHICTYIUIEHUS TE€X JIUI], KOTOPHIE
OPUHSJIM y4yacTHe B OOCYXKIEHUM J0Kjiana. BeicTyruieHus ogopMisitoTcs B Ipo-
TOKOJIE C YKa3aHHEeM JOJDKHOCTeH, (paMHIMi M MHULMAJIOB, BBICTYMAIOIIUX B
MMEHUTEIBHOM MAJeXKe, a TAKKE C KPATKUM H3JI0)KEHHEM COJEpIKaHMs BOIPOCA U
oTBeTOB Ha Hero. Conep:KaHUE BBICTYIUIEHMM W3JIaraeTcsi OT TPEThEro JMua
€IUHCTBEHHOTO YUCIIA.

[Tocne cmoa PEIIMIIM (ITOCTAHOBWJIINA) dukcupyercss MNpUHATOE
pelieHrue Mo oO0CyKJaeMOMYy BOINPOCY IOBECTKM [HA. PerieHue T0KHO OBITh
KOHKPETHBIM M BKJIIOYaTh COCTABIIONIME, KOTOPHIE OTBEYAIOT Ha CIIEAYIOLINE
BOIIPOCHI: KOMY, YTO CIEJaTh U B KAKOW CPOK.

Pewenus, copeprkaiiye HECKOJIBKO BOIPOCOB, MOAPA3AEISIOTCS HA MMYHKTHI U
MOJAIMYHKTBI, KOTOPblE HyMepYIOTCsl apaOckumu mudpamu. IloanyHKT HyMepyrOTCs
1udpamMu ¢ TOUKOM.

B cnyuae, xorma Ha 3aceaHMM MPUHUMAETCS pelleHHe 00 YTBEp)KIECHUU
JIOKYMEHTa, KOTOpbII 00CYXIajcs Ha 3aceJaHhH, HTOT JOKYMEHT Ipuiaraercs K
IIPOTOKOJIy XU B HEM JIEJIAETCS CChUIKA Ha HOMEp M AaTy nportokosa. [lpu Hamnuum
JIPYTUX JOKYMEHTOB, KOTOPBIE PACCMaTPHUBAJIMCH HA 3aceaHuM, U PakT 00CyKIAeHUS
KOTOpBIX ObUT 3a(pUKCHpPOBAH B TEKCTE€ MPOTOKOJA, OHH HYMEPYIOTCS apaOCKUMU
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muppamu  (Ilpunoxenune 1, Ilpunoxenwe 2). B cooTBeTCTByomUX MyHKTax
IPOTOKOJIA IETAETCS CChUIKA HA 3T MPUJIOKEHUS.

[IpoTokon NOANMUCHIBAETCA MPEACEAATENLCTBYIOIMIMM Ha 3aCEIaHUU  KOJI-
JIETUAJIBHOIO OpraHa U CEKPETAPEM.

Beinucka u3 mpoTOKOJAa — TOYHAas KOMNMS 4YacTH TEKCTa MOJJIMHHOIO
IPOTOKOJIA, OTHOCALIETOCS K TOMY BOIIPOCY IMOBECTKH JHS, 110 KOTOPOMY F'OTOBUTCS
BbIMMCKA. BpImMcka W3 OpOTOKOJIA  COAEPXKUT  CIAEAYIOIIUE  PEKBU3MTHI:
HAaMMEHOBAaHHE 00pa30BaTENbHOW OpraHu3aliy, Ha3BaHHE BHUAA JIOKYMEHTa
(BBIIIMCKA U3 IPOTOKOJIA), 1AaTa 3aCENaHUs, MECTO COCTABIICHUS, 3ar0JOBOK K TEKCTY,
TEKCT, MMOAMUCH, OTMETKY O 3aBEPEHUU KOIIUU.

Ciy:xkeOHOE M CBMO.

CnyxeOHOE MHCHBMO COCTaBJSIETCSl € 1eNbl0 oOMeHa uHdopmalnuend u
MIPEICTABIISIET COOOI:

- OTBETHl O BBINIOJIHEHUU 3aJaHUM, OMpENEICHHBIX B AaKTax OpPraHoB
roCyapCTBEHHOW BJIACTH, TOPYUECHUSIX BBICIIUX JTOJKHOCTHBIX JIUII,

- OTBETHI HA BBITIOJIHEHHUE MOPYUYEHUN BBIIIIECTOSIINX OPraHU3allni;

- OTBETHI HA 3aIPOCHI IPYTUX YUPEKICHUIA;

- OTBETHI Ha OOpaIlleHUs TPAXK/IaH;

- OTBETHI Ha 3aIPOCHl Ha HH(POPMAIIHIO;

- WHUIIMATUBHBIC MTHCHMA;

- COINPOBOJUTEIbHBIE TUCHMA.

Cnyxebnoe nucbmo ohopmisiercs Ha onanke IOV (npunoowcenue 5).

[lucbMO HMeeT clienyromue PEeKBU3UTHI: JlaTa, PETUCTPALMOHHBIM HOMEp
(MCXOAIIINIA), CChIIKA HA PETUCTPAIMOHHBIN HOMED (BXOJSIIMI) U AaTy JOKYMEHTA,
Ha KOTOPBIM AaeTcs OTBET (MpU HAJIMYMM), aJpecar, 3arojioBOK, TEKCT, OTMETKa O
HAJIMYUM TPUWIOKEHUH (B cilydyae HEOOXOJIMMOCTH), TMOAMUChH, CBEACHUS 00
ucnosiautene (O.1.0., koHTakTHbI HOMED TenedoHa).

JlaToii muchbMa SIBIISETCS JjaTa €ro MOJIMUCAHUs, KOTopas JOHKHA COBIAJATh C
JIaTOU PETUCTPALMU UCXOISIIEN KOPPECTIOHACHIINU.

OCHOBHBIM PEKBU3UTOM CIIYKEOHOTO MHCHbMa SBJISETCS TEKCT, KOTOPBIH, Kak
IPaBUJIO, COCTOMT W3 JBYX YacTed. B mepBod 4YacTHM yKa3bIBaeTCs IPUYMHA,
OCHOBAaHHME WJIM OOOCHOBAaHME TIOATOTOBKM THChMa, TMPUBOJIATCS CCBHUIKM Ha
JIOKYMEHTBI, KOTOpble OBbUIM OCHOBAaHHMEM ISl €ro cocTaBiieHHs. Btopas dacth
BKJIIOYAET BBIBOJIbI, MPEMJIOKEHHUS, TMPOCHObI, pelIeHus] W T. II., KOTOpPBIC
pasMeriaroTcs ¢ ab3aia.

Kaxk npaBuiio, B nmucsMe 3aTparuBaeTcs OJUH BOIPOC.

TexkcT mnucbMa wu3NaraeTcss OT MEPBOTO JMIA MHOXKECTBEHHOIO 4YHCIA C
UCITOJIb30BAHUEM CJIOB: «IIPOCUM COOOIIUTb...», «PAZBSICHAEM, YTO...».

Cryxe0HO€ MTUCHMO TTOITUCHIBAETCS 3aBETYIOIIHM.

Cnpaska.

Cnpagka - TOKYMEHT, IOJITBEP>KIAIOIININ KaKknue-Tu00 (GaKkThl UM COOBITHS.
CnpaBku OBIBaIOT ABYX BHOB:

ChpaBka Juisi ONHMCAHWS WM TOATBEPXKIACHUS (PAKTOB, WM COOBITUH B
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JeSITEIbHOCTH OpTraHU3aluu.

CrpaBKM COCTABIISIIOTCS MO YKa3aHUIO BBIIIECTOSANICH OpraHU3aldd WU
3aBeyIoUIero Juis MHGOpPMAlMK O BBIIOJHEHHM IUIAHOB, 3aJaHHd, MOPYYEHUH U
IPECTaBISIOTCS B YCTAHOBIIEHHBIE CPOKH.

Texcm maxou cnpagku cocmoum u3 08yx uacmel.

B mnepBoii uactum wu3maraioTcss (QaxThl, IOCIYKUBIIME IOBOJIOM K €e
HAMCaHUIO, BO BTOPOM - TPUBOAATCA KOHKpETHBbIC JaHHbIE. BbBIBOIBI U
NPEIOKEHHS B CIIPABKE HE AAOTCSA (32 UCKIIFOUEHHEM aHAIUTUYECKOM ).

CropaBka JODKHA OOBEKTHBHO OTpakaTh COCTOSHUE [, €€ COCTaBJICHHUE
TpeOyeT TIaTeapHOro cOopa M MPOBEPKH CBEJICHUH, MOTYT IPUBOAUTHCS TAOIULIBI.

CrpaBkH, COCTaBJICHHBIE AJIS 3aBEAYIOLIETO, IONUCHIBAET COCTAaBUTEIb.

CripaBKH, KOTOPBIE COCTABIISIOTCS M0 YKa3aHHUIO BBIMIECTOAIICH OpraHU3aIui,
MOJITMCHIBACT 3aBEAYIOIHI.

JlaToli cipaBKH SIBIISIETCS JaTa €€ MOJIUCaHMUS.

CripaBkH, yJIOCTOBEPSIOUIME IOpUIMYECKUE (aAKThl: MOATBEPKACHUE MeECTa
paboThl, 3aHUMAEMOM TOJKHOCTH, pa3Mep 3apabOTHOM IUIATHI U T. 1.

JUi HUX IPUMEHSIOTCS YHU(DULIMPOBAaHHbIE TpadapeTHbIE OJaHKH.

Takoro popma chpaBKyM BBLAAIOTCS MO 3apocaM 3aMHTEPECOBAHHBIX JIUIL
(COTpYAHMKOB) WJIM YUPEXKICHUH.

Jloknagnas 3amucka.

JloknmagHass 3amWcka - JOKYMEHT, aJpPECOBAHHBIM  3aBeNyIOmMeMy |
HH(POPMUPYIOMHUA €ro O CIIOXKHUBIICHCS CHUTYyalluM, UMEBIIIEM MECTO SIBJICHUHM WIIH
(dakTe BBIMOJHEHHOW pPaOOTHI, a TaKXe COASPXKAIMK BBIBOJBI W MPEIJIOKCHUS
COCTaBUTEJIS.

JloknamHast 3aIMCcKa MOXKET BBITOJTHATHCS PYKOIMCHBIM CITOCOOOM.

Texer mokmagHON 3aNUCKH ICITUTCS HA JIBE YaCTH: TIepBasl - KOHCTATHPYIOIIIas,
IJIe W3JIaraloTCs UMEBIINE MECTO (DaKThI WJIM ONMUCBHIBACTCS CUTYallUs, U BTOpas, B
KOTOPOM M3JaraeTcs MpeloKeHue, npochoa.

Texcry mokiIagHOW 3amMMCKH  00s13aTEIBHO  TMPEANISCTBYET  3arojiOBOK,
HaunHaronmics ¢ npejyora «O», «Oo».

JloxnaaHas 3anucka opopmMIIsieTCsl Ha JTUCTE Oymaru.

AKT.

AKT - JOKyMEHT, COCTaBJICHHbIA HECKOJBKUMHU JIMLIIAMHU U TOATBEP KA
YCTAHOBJICHHBIE (DaKThl W JEUCTBUS (mpuniodceHue 6). AKTBI OGOPMIISIOTCS IO
pe3ynbTaTaM peBU3MH, NpHU IpHeMe-niepenaye Aes, CIUCAHUM UMYIIECTBA U TOMY
Mog00HOE.

AKT odopmisieTrcs Ha cTaHZapTHOM JiMcte Oymaru ¢opmata A4 u umeer
CIIEyIOIlMe PEKBU3UTHL: Ha3BaHWE [OKYMEHTa, TIpud yTBepkaAceHUA (Tpu
HEOOXOJMMOCTH), JlaTa U1 MECTO COCTaBJICHMs, 3ar0JIOBOK K TEKCTY, TEKCT, MOAMHUCH
1l (HEe MEHee TPeX ), KOTOPbIE COCTABIISUIM aAKT.

TeKcT akTa COCTOUT U3 BBOJHOW M KOHCTATUPYIOLIEH YACTEN.

B BBOAHOW 4YacTu YKa3bIBAKOTCS OCHOBAaHWS JJI COCTaBIEHUS aKTa M
Ha3bIBAOTCS JIMLA, KOTOPbIE COCTABWJIM aKT WJIM MPUCYTCTBOBAIM IpH 3TOM. B
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KOHCTaTUPYIOIIEH YacTH HU3JIaraeTcs CyTh, 3a/1a4H, XapakTep MPOJCIaHHON paboThl,
YCTaHOBJIEHHbIE (DAKThI, MPEIJIOKEHNU U BbIBOABI. KOHcTaTHpyromas 4acTb MOYKET
opopmiiATbca B BUAE TaOiMIbl. B KOHIIE TEKcTa akTa 3allMCBIBAIOTCS JIaHHBIE O
KOJIMYECTBE SK3EMIUISIPOB aKTa U UX MECTO HAXOXKJICHUSI.

AKT TOJINMUCBHIBA€TCA BCEMHU JIMLIAMH, HPUHUMABIIMMU Y4YacTHE B €ro
COCTaBJICHUH.

JIuno, uMerolee 3aMeyaHus K COJEP)KAaHUIO aKTa, IOJIUCBIBAET €ro M
U3JIaraeT CBO€ MHEHHE HA OTAEIIBHOM JIMCTE, KOTOPBIA MIPUIIAraeTCs K aKTy.

Tenerpammsl, Tejie)oHOrpaMMBbl, PaKCUMUIISIPHAS CBA3b.

DTO JOKYMEHT MO ONMEpaTHUBHBIM BOMIpPOCaM, TMEpeaaBacMblii Mo TenedoHy H
3aMMCBHIBAEMBIN MOJTYyYaTEIIEM.

O0s13aTeTbHBIMU PEKBU3UTAMH TaKUX JIOKYMEHTOB SIBIISTFOTCS:

- HaWMEHOBAaHHE YUPEKJECHUHN aJpecaHTa u aJpecara;

- PEKBHU3UT «OT KOTO» M «KOMY» C YKa3aHHEM JOJDKHOCTH, (aMUIIUU, U
OTYECTBA JOJKHOCTHBIX JIUILL;

- HOMEp, JlaTa U BpeMs Niepe/iaur U mpreMa JIOKyMEHTa;

- JIOJDKHOCTHU U (haMUJTUU TIEPEIaBILIero U MPUHSBILETO JOKYMEHT;

- HoOMepa TeneOHOB;

- TEKCT U MOJIIHUCH.

[TocTynmuBImpie AOKYMEHTHI JOJDKHBI HWMETh TE€ K€ PEKBU3WUTHI, YTO H
OTIIPaBIIIEMbIE, 32 UCKITFOUCHUEM TTOATIHCH.

JIOKyMEHTBI ~COCTaBISIOTCSI B OJHOM DJK3EMIUIIPE W IOIUCHIBAIOTCS
3aBEAYIOIIUM MM OTBETCTBEHHBIMHU MUCTIOTHUTEIBHBIM.

JJIeKTPOHHBbIE IOKYMEHTBI.

[Topsimok coctaBienwus, 0hOPMIICHUS M COTJIACOBAHUS MTPOEKTOB AJIEKTPOHHBIX
JOKYMEHTOB ~ OCYHIIECTBJISIETCS 1O  OOUIMM  TpaBWjiaM  JIEJIONPOM3BOJICTBA,
YCTAHOBJICHHBIM B OTHOILICHUM aHAJOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.
DJIEKTPOHHBIM  JOKYMEHT JOJDKEH HWMETh PEKBU3WThI, YCTAHOBJICHHBIE IS
aHAJIOTMYHOIO0 JOKYMEHTa Ha OyMa)XHOM HOCHUTENE, 3a HUCKIIOUYEHHEM OTTHCKa
TEYaTH.

B nepedens 00s3aTeNbHBIX CBEACHUN O JOKYMEHTAX, UCMOJb3yEMbIX B IEIAX
ydyeTa W TOHUCKa JIOKYMEHTOB B CHCTEMaX »DJICKTPOHHOTO JOKYMEHTOOOOpOTa B
COOTBETCTBHHM C MpaBuiIaMu aejaonpousBoactsa B IOV, BxoasT:

e QJIPECAHT,;

e ajpecar;

e JOJKHOCTb, (DAMIIIUSI U UHUITHAJTBI JIUIIA, TIOJIMACABIIETO IOKYMEHT;
e BHJ JOKYMEHTA;

e JaTa IOKYMEHTA;

e HOMED NOKYMEHTA;

e J1aTa MOCTYIUICHUS JOKYMEHTA;

e BXOJIIIMKA HOMEP IOKYMEHTA,

e CCBUIKA Ha UCXOSLIMNA HOMED U ATy JOKYMEHTA;

e HAMMEHOBAHUE JOKYMEHTA,
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e HHJCKC JCNa;
e CBEJICHMS O Ilepeajipecalii IOKyMEHTA;
e KOJHMYECTBO JIMICTOB OCHOBHOTI'O JIOKYMEHTA;
e KOJMYECTBO MPHUIOKCHUN;
e 00I1ICE KOJTUYECTBO JUCTOB MPUIOKCHUI;
e YKa3zaHUs MO UCIIOJHECHUIO IOKYMEHTA;
e JOJDKHOCTB, @. W. O. ucroHuTEe;
e OTMETKa O KOH(PHUACHITNATHHOCTH.

B coctaB JOMOJHUTENBHBIX CBEACHUU OO0 JJIEKTPOHHOM JOKYMEHTE MOTYT
OBITh BKIJIIOYEHBI CBEJICHMS: HAaUMEHOBAaHHUE AaBTOpa JOKYMEHTa (€CiIu aBTOp HE
COBIIQJIa€T C aJpPECaHTOM (OTHpPABUTENIEM) AJIEKTPOHHOTO JOKYMEHTA), OTMETKa O
MIEPEHOCE CpPOKA  MCIIOJHEHUS  JIOKYMEHTA, CPOK XpPaHEHUs JIOKYMEHTA,
HANMEHOBAHUS MPWIOKEHUN K 3JIEKTPOHHOMY JTOKYMEHTY, KJIIFOUEBBIE CJIOBA, CTAaTyC
JTOKyMeHTa (MPOEKT, BEpcHsi), BUJ Iepelayd JOKyMEHTa (RJIEKTPOHHON IOYTOH,
MOYTOM, U T. JI.) U JIp.

Cpokr XpaHEHHS DJICKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHECHUS  JOKYMEHTOB,  YCTAHOBJICHHBIX  3aKOHOJATEJIIbHBIMA W  HWHBIMHU
HOPMATUBHBIMM  IIPAaBOBBIMHU  akTamu Poccuiickoit ~ deaepanuiv, THUIIOBBIMHU
MIePEYHSIMH JIJI aHAJIOTUYHBIX TJOKYMEHTOB Ha OYMaKHOM HOCHTEIIE.

3. OpraHnsaum{ IlOKyMCHT0060p0Ta U UCITOJTHCHHUSA TOKYMEHTOB.

IIpuem u 00padoTKa MOCTYNAKOIIUX JOKYMEHTOB.

JIBUKE€HUE JOKYMEHTOB C MOMEHTa HX CO3[JaHUs WM TMOJY4YEHUs [0
3aBEpILEHUS UCTIOTHEHUS WIIM OTIPABKUA 00pa3yeT JOKyMEHTOOOOPOT.

B nokymenToob6opote JIOVY BbIACHSIIOTCS ClIEYIOMKE TOKYMEHTOMOTOKHU:

a) BXOJSIIasi KOPPECTIOHACHIIHS (FOpUIUYECKHE U (PU3ndecKue JIula);

0) ucxodias KOpPECHOHICHIIUA (FOpuandYecKre U (PU3NIECKUE JINIIA);

I') BHYTPEHHSA JOKyMEHTALMS.

JloctaBka M OTIpaBKa JIOKYMEHTOB OCYILECTBIIIETCS, Kak IIPaBHIIO,
CpPEACTBAMHU MOYTOBOM U 3JIEKTPOHHOM CBSI3H.

HoxymenTsl, noctynatomue B OV, npoxomar mnepBuyHyr o00paboTKy,
pErHCTpalIo, NPEIBAPUTENBHOE PACCMOTPEHHE, NEpenady 3aBeAYIOIIEMY Ha
paccMOTpeHue, MEePelatoTCsl UCTIOMHUTENAM W MOCTE HCIOIHEHUS MOMELAIoTCs B
Jena.

I[lpueM wu  mepBuyHass  0o0paboOTKa  JOKYMEHTOB  OCYILECTBIISAETCS
JEJIOMPOU3BOAUTEIIEM.

Jlenonpous3BoAUTENIb TPOBOAUT: MPOBEPKY MPABUIBLHOCTH  aPECOBAHMS
NOCTYMAIOMIMX  JOKYMEHTOB, TMPAaBWIBHOCTA JOCTaBKM M  KOMIUIEKTHOCTH
JOKYMEHTOB; COPTHUPOBKY JOKYMEHTOB Ha IMOMJIEKAINIME W HE MOJIEKAIIHE
perucTpanum.

[lonmy4yeHHBIE KOHBEPTBI C KOPPECHOHJEHUWENW BCKPBIBAKOTCS, IMPU ITOM
IIPOBEPSAETCS HAINYUE BIOKEHUM, 8 TAK)KE YKA3aHHBIX B JOKYMEHTAaX MPUIOKEHUH.
B crnydae moBpexaeHuss yHakOBKA M BJIOXKEHHH JHOO OTCYTCTBHS MPHIOKEHUMN
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COCTaBIISIETCSI aKT B JABYX OJKk3eMmiuisipax. OJUH SK3eMIUSIp aKTa HampaBisieTcs
KOPPECTIOHJEHTY, BTOPOW MPUOOIIAETCS K MOCTYNMHUBIIEMY JOKYMEHTY.

OmmboyHO MIpUCIIaHHAS KOPPECTTOHAECHIUS MEPEChUIACTCS 1o
MPUHAJICKHOCTH, €CIIM M3BECTEH aJpec IMojydareid. B HpoTMBHOM ciydae
KOPPECIOHAEHINS BO3BPAILIAETCS OTIPABUTEIIO.

KonBepThl OT nocTynaroiiei KOppeclnoHAEHINH COXPAHSIOTCS U IPUIIAraroTCs
K JOKYMEHTaM JIMIIb B TOM CITy4ae, KOrja TOJIbKO M0 HUM MOKHO YCTAHOBUTH aJIpecC
OTIPABUTENS WJIM, KOTJIa JaTa MOYTOBOTO IITEMIIECNSI UMEET 3HAUYCHUE B KAYECTBE
JIOKAQ3aTeIbCTBA BPEMEHU MOJYYEHHS JOKYMEHTA.

CrenuanucToM HE BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAIMKUCHIO «JIMYHO». OHU
MIEPEIAKOTCS IO HA3HAYCHUIO.

Nudopmanusa u nokymeHTsl o AestenbHoctd JJOY, He ykazaHHbIE B 4acTH 2
ctatbu 29 ®enepanbHoro 3akoHa oT 29 nexadbps 2012 roma Ne 273-03 «O6
oOpa3zoBanuu B Poccuiickoit ®denepanun», IpencTaBisioTcs pykopogutenem OV
0 0OpallleHUI0 TpaXKIaHUHA JIMOO JOJPKHOCTHOTO JHIA TOCYJapPCTBEHHOTO OpraHa
WA OpraHa MECTHOrO CaMOYIIPaBJIEHUs B CIy4dasxX U IMOPSJAKE, MPEeLyCMOTPEHHBIX
3aKOHOIaTenbCTBOM Poccuiickont denepanuni.

[IpeacraBnenre uHOpPMAIIMU HMHBIM OpraHu3anusM o jaestenbHoctd JIOY
OCYILIECTBIIETCA  YYPEAWUTEIEM OpPraHU3alMd, B OTHOLIEHUH KOTOPOU Takas
uH(pOpMaIUs 3apaniuBaeTCs.

IIpenBapurebHOe paccMOTpeHHE JOKYMEHTOB.

Jlemonpon3Boautens W (MIM) JUIO, OTBETCTBEHHOE 3a  BEICHHE
JIETIOTIPOM3BOICTBA, TMPOBOAWT TMPEABAPUTEIIBHOEC PACCMOTPEHUE JOKYMEHTOB B
IEJIAX BBIJCICHUS M3 BCETO MACCHBA MOCTYIMBIICH KOPPECTIOHIEHIINN JOKYMEHTOB,
TpeOYIOIIUX 00s13aTEILHOTO PACCMOTPEHHUSI 3aBEIYIOIIUM.

OcHoBanueM JUisi TPUHATAS PEHICHUS B XOA€  MPEABAPUTEIHHOTO
pPacCMOTpEHUS SIBIISIETCS COJEP’KaHME JOKYMEHTa, a HE aJpeCcOBaHHUE JIOKYMEHTa
COOTBETCTBYIOIIEMY PAaOOTHUKY.

PesynbraToM mpenBapuUTETBLHOTO PACCMOTPEHUS SBISIETCS  HAIpaBJICHHE
JIOKyMEHTA 3aBEIYIONIEMY ISl BHIHECEHUS YKA3aHUS TI0 UCTIOTHEHHUIO JOKYMEHTA.

Perucrpauusi 10KyMeHTOB.

[lepegaya JOKYMEHTOB Ha PETUCTPALMIO MPOU3BOAMUTCS TOJBKO TMOCIE MX
MpeABAPUTEIBLHOIO PACCMOTPEHUSI.

Peructpanuu mnojexar BCe JOKYMEHTHI, TpeOyIOIIHE ydeTa, WCIOJHEHUS,
WCIIOJIb30BaHUs B CIIPABOYHBIX IIEJISX, KaK MOCTYIMAIOIIUE U3 IPYTUX OpraHu3aiui u
OT YaCTHBIX JIUII, TaK U 00pa3zytoiuecs B mpoiiecce aesreabnoctu JJOVY.

He mnoanmexar peructpanuud TMO3ApaBUTEIbHBIE IHChMA, TEJIETPAMMEBI,
MPUTIIACUTEIbHBIC OMIIETHI, HHPOPMAIIUS ISl CBEICHUSI, OyXTaITEPCKUE JOKYMEHTHI
NepBUYHOTO yueTa. J[Jisi HUX COCTaBIISIETCS MEePEeYeHb JOKYMEHTOB, HE MOJIEXKAIIUX
pETHCTpAIH (npunodicerue 7).

Perucrparmusi 1OKyMEHTOB MPOM3BOIUTCS C IIENIbIO OOECIeUeHUs WX YydeTa,
KOHTPOJIS 32 UCTIOJTHEHUEM U OTIEPATUBHBIM UCIOJIb30BaHUEM WH(MOPMAITUH.

Peructpanusi JOKyMEHTOB MPOU3BOJAUTCS B JIEHb UX MOCTYIUICHUS.
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Jlomyckaercss OTMETKa O TOCTYIUIEHMM JOKYMEHTa B  OpraHU3alHio
IPOCTaBJIATh B BHUJE IITAMIIA WM OT PYyKHM B HIDKHEW YacTH JIMIIEBOW CTOPOHBI
IEPBOIO JKMCTA JOKYMEHTA WM Ha €ro 000poTe.

Perucrpanus JOKyMEHTOB 3aKJII0YaeTCs B BEACHUN 3allMCH YUYETHBIX JaHHBIX O
JOKYMEHTE 0 YCTaHOBJICHHOM PETUCTPAallMOHHOM (opMme, KOTOphIM (PUKCUpYyeTCs
(dakT coznaHus, OTIPABICHUS WM IMOJIYYEHUs TOKYMEHTA ITyTEM IPOCTaBJIECHMS Ha
HEM PErMCTPAllMOHHOTO MHJEKCA ¢ MOCIEAYIOLIEH 3alUChi0 B yKa3aHHBIX (hopmax
HEOOXOJMMBIX CBEICHUN O TOKYMEHTE.

HokymenTsl, mnocrynatomue B OV, peructpupyrorcs B KypHane
pPETUCTPALIMY BXOJALIEH TOKYMEHTALNU (npuiodiceHue §), a Te, 4TO OTIPABIAIOTCS U3
Hero, - XKypHae peructpaunuy UCXOoAsIend JOKYMEHTauuu (npuiodicenue 9).

PacnpenesieHue mocTynawmux 10KyMeHTOB.

[locne  perucrtpanmuu  JOKYMEHTHl — IEpENAIOTCA  HA  PACCMOTPEHHUE
3aBe/lyIOIIEMY.

[locne  paccMOTpeHust ~ 3aBEIyIOIIMM  JOKYMEHTbl  BO3BpALIAIOTCS
JEJIONPOU3BOAUTENIO U (WIIN) JIMILY, OTBETCTBEHHOMY 3a BEJCHUE JIEJIONPOU3BOCTBA,
JUIs TIEPEHECEHUs YKa3aHWU IO MCIIOJIHEHUIO JOKYMEHTa B KYypHaJl pErucTpanuu
BXOJSINX JOKYMEHTOB. B COOTBETCTBUM C YKa3aHUSIMU IO UCIIOJIHEHUIO MOJATUHHUK
JOKYMEHTa HaIpaBJseTCs pabOTHHKY, SBIISAIOLLEMYCSI
OTBETCTBEHHBIM HCIIOJIHUTEIEM, a  COHCIIOJIHHUTENSM  HAmNpaBlsAIOTCA  KOIUHU
JIOKYMEHTOB (€Ccli UMEIOTCS), O 4eM JenaeTcss oTMeTka B JKypHane perucrpanuu
BXOJISIINX JOKYMEHTOB.

DNEeKTPOHHBIE  COOOIIEHMs, TOChUIaEMBbIE€ 1O  OJJEKTPOHHOM  TMOYTeE,
UCTIONHSIOTCS AHAJIOTMYHO JOKYMEHTaM Ha OyMaKHBIX HOCHUTENISIX C YYEeTOM
OTPEETICHHON CIIeUU(PHUKHU B MTPOLIECCE UCTIOTHEHUS.

Iopsitok 00padOTKM M TNPOXOKACHUS MCXOAAIIMX U BHYTPEHHHX
JOKYMEHTOB.

[Topsok MOATOTOBKHM MCXOSIIMX TOKYMEHTOB BKJIIOYAaeT B ceOs paboTy Mo
COCTABJICHHIO MIPOEKTA JOKYMEHTA, COTJACOBAHUIO, MOANUCAHUIO (YTBEPKICHUIO) U
OTIIPaBKE.

Jlo mepegaun JOKyMEHTA Ha MOJIWCH WCIOJIHUTENb JOJKEH IMPOBEPUTH €ro
coJiep>KaHue, MPAaBUWJILHOCT,  OQOPMIICHUS, HAJIMYUE HEOOXOAMMBIX BHU3 U
npuwiokeHui. JIOKyMEeHT MIpeJICTaBlIsAeTCa Ha MOJIMUCh BMECTE C MaTepuajaMu, Ha
OCHOBAHHMH KOTOPBIX OH TOTOBUJICS.

BHyTpeHHue nOKyMeHTbl O(QOPMIISIIOTCS M HUCTIONHSIOTCS (MCIOJIb3YIOTCS) B
npenenax JOVY.

BHyTpeHHue NOKyMEHTHI (IOKJIaJHbIE 3alMCKH, CIPAaBKH, CBOJKH U Jp.)
paccMaTpHUBAOTCS TEMH JTOJDKHOCTHBIMM JIMLIAMH, KOMY OHH HaIlpaBJICHBI.

OTBETCTBEHHBIE 3a JEJIIONPOU3BOJACTBO NEPEN CAadeld KOPPECIOHACHIMU Ha
OTIIPaBKy JOJDKHBI 0053aTeIbHO MPOBEPUTH NPABHIBHOCTh €€ O(QOPMIICHHUS U
aapecoBaHusd. KoHBepTOBaHME KOPPECHIOHAEHIIMHA U IPYTHMX NOYTOBBIX OTIIPABICHUI
IPOU3BOAMTCS IETONPOU3BOIUTEIIEM.

Peructpanuss oTnpaBiasieMbIX JTOKYMEHTOB OCYLIECTBISIETCS B JE€Hb UX
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nojnucaHus (yTBep>KIACHHs) WIM Ha CIEAYomui pabouuil neHb. PeructpannoHHbIi
HOMEDP JOKYMEHTA M JJaTa PETUCTPALMK IIPOCTABJIAIOTCS HA MOMJIMHHHUKE JOKYMEHTa
B pEKBU3MTax OJaHKa M Ha KomuH, octaromeiicas B aene JOVY. CrpaBouHbIM
anmaparoM Uil HMCXOJIIMX JOKYMEHTOB SBIIICTCA JKYpHal PETHCTPALMU 3THX
JIOKYMEHTOB.

OTnpaBKy UCXOJAMIMX JOKYMEHTOB IIPOU3BOJIUT ACIONPOU3BOAUTENDL U (WIIH)
JIMI0, OTBETCTBEHHOE 3a BEJECHUE Jenonpou3BojacTsa. CpodHas KOpPPECHOHICHLNUS
oopmIIsieTcs M OTHPABISIETCS HE3aMeUIUTENbHO J1€TI0IPOU3BOIUTENIEM.,

Jlenonpon3BOAUTENs MPOBEPSET MPABHIBHOCTh O(OPMIICHUS HCXOISIINX
JOKYMEHTOB, MPOU3BOJAUT COPTUPOBKY JOKYMEHTOB IO CIOCOOY JOCTaBKH
KOpPpECHOHJEeHIIMM  azapecary  (mpocTas,  3akasHas,  MEXKIyHapogHas U
ap.). HenpaBunbHOo odopmiieHHBIE TOKYMEHTBHI U KOPPECHOHCHIUS HECTYKEOHOTO
XapakTepa K OTIPAaBKE HE NPUHUMAIOTCA M BO3BPAIIAIOTCS JHIY, HOATOTOBUBIIEMY
JIOKYMEHT.

OrnpaBnsiemass 1O IIOYTE  KOPPECHOHACHIMSA  IPOXOJMUT  YIIAKOBKY,
aZpecoBaHue, IPOCTABIECHUE CTOMMOCTH IIOYTOBBIX YCIYT U IIEpeady Ha OTIPaBKy B
MECTHOE OTIEICHUE CBSA3H.

Ha 3aka3Hyr0 KOpPpECHOHAECHIMIO, HA JOKYMEHTbI C IIOMETKOW «Jlid
CIIy’)KkE€OHOTO TIOJIB30BAaHUS) COCTABJISIETCS PEECTp, KOTOPBIM 3aTeM BO3BpalllaeTcs
JEJIONPOU3BOAUTENIO U (MIIN) JIMILY, OTBETCTBEHHOMY 3a BEJCHUE JIEJIONPOU3BOCTBA,
C pacnuckod pabOTHHKOB MOYTOBOTO OTAEJNECHHS CBSI3M WM HMHOTO JIMIA,
00€eCIIeYNBAOIIEr0 OTIPABKY JOKYMEHTOB.

OcobenHocTH padoOTHI € 3JIEKTPOHHBIMHU JOKYMEHTAMHU.
B 10V co3paroTcsa u HCIOIb3YIOTCS:

. AJIEKTPOHHBIE JOKYMEHTBI, CO37aBaeMble€ B DJEKTPOHHOU (opme 0e3
MPEIBAPUTEITHHOTO JOKYMEHTUPOBAHUS Ha OYMa>KHOM HOCHUTEIIE;
. ANIEKTPOHHBIE 00pa3lbl JOKYMEHTOB, TIOJyYeHHBIE B pe3yJbTaTe

CKaHUpPOBAHUA  JIOKYMEHTOB W  XpaHsIIMecss B  CHUCTEME  DJIEKTPOHHOTO
JIOKyMEHTO000pOTA.

IlpueM ®w  oOTHpaBKa  DJCKTPOHHBIX  JIOKYMEHTOB  OCYIIECTBIISIOTCS
JEeJOTPOU3BOAUTEIEM M (WJIM) OTBETCTBEHHBIM 3a BEJCHHE JCIONPOM3BOJICTBA B
JOY.

DJIeKTPOHHBIC JOKYMEHTBI CO3Jal0TCs, 00padaThIBAIOTCS U XpAHATCA B
CHUCTEME DJIEKTPOHHOI0 IoKyMeHTooOopoTta JJOVY.

DNEeKTPOHHBIA JTOKYMEHT JOJDKEH ObITh O(QOpMIIEH IO OOIIMM MpaBUIIaM
JIEJIONPOU3BOJICTBA U HMMETh PEKBU3UTHI, YCTAHOBJICHHBIC [JI1 AHAJIOTMYHOTO
JIOKyMEHTa Ha OyMa)KHOM HOCHTEJIE, 3a UCKIIFOUCHUEM OTTUCKA TeYaTH.

JIns moOATBEpKAEHUA TMOJJIMHHOCTH JJIEKTPOHHBIX JOKyMEeHTOB B JIOVY
UCIIOJIB3YIOTCSl  AJICKTPOHHBIE IM(dpoBBIe ToAnMucU. Mcmonbp3yembie cpeacTBa
JIEKTPOHHON  IU(POBOM  TOMNMUCHA  JOJDKHBI  OBITh  CepTU(MUIIMPOBAHBI B
YCTaHOBJICHHOM TOPS/JIKE.

Enuannern ydera 3JIEKTPOHHOIO  JIOKYMEHTA  SABJSETCS  JJIEKTPOHHBIN
JIOKyMEHT, 3apeTrUCTPUPOBAHHBI B CHUCTEME DJJIEKTPOHHOTO JOKYMEHTOOOOpOTa
o0Opa3oBaTenbHON OpraHU3alUKA. DJIEKTPOHHBIN JOKYMEHT, UMEIONTUN MPUIOKEHUS,
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PETUCTPUPYETCS KaK OJIUH TOKYMEHT.

Ilocne OTHpPaBKM 3IIEKTPOHHOTO JIOKYMEHTAa, 3aBEPEHHOTO 3JIEKTPOHHOU
IOANKCHIO YITOJTHOMOYEHHOTO JTOJDKHOCTHOTO JIMIA, TOCBUIKM ajgpecaTy €ro KOIUU
Ha OyMa)XHOM HOCHUTENE, KaK MPaBUJIO, HE TpeOyeTcs, 3a UCKIIOYEHUEM OTBETOB Ha
oOpallieHus TpakJaH, MOCTYNUBIINX MO MH(OPMALMOHHO-TEIEKOMMYHUKAIIMOHHBIM
KaHaJIaM, Ha KOTOPBIC 3asBUTEIIIO JACTCS NMHCbMEHHBIM OTBET, HAIPABISIEMBIN I10
IIOYTOBOMY aJIpeCy, YKa3aHHOMY B OOpaILEHUH.

HcnomHeHHbIe 3JIEKTPOHHBIE JTOKYMEHTBI CUCTEMATH3UPYIOTCA B JI€lla B
COOTBETCTBUM ¢ HOMeHKiIatypod aen JIOY u wuHAEKCUPYIOTCS B HOpPSIKE,
YCTAaHOBJICHHOM B OTHOLIEHUM JEJ, COCTABJIEHHBIX M3 JOKYMEHTOB Ha OyMa)KHOM
Hocutene. IIpu cocraBiieHMM HOMEHKIIATYphI €l B 3arOJIOBOK J€jla BKIIIOYAETCA
yKa3aHue « DJIEeKTPOHHBIE TOKYMEHTBD.

NudpopmanuonHasi 6€3011aCHOCTb.

Nudopmanmonnsie  pecypcsl JJOY  mo  moctymy — (BO3MOKHOCTH
WCITIOJIb30BAHUSI) TOJIPA3JICTSIOTCS Ha OTKPBITYIO (0OIIEIOCTYIHYI0) MH(OpMaIuio,
cinykeOHyto uHpopmanuio U HHPOPMAIMIO OTPAHUYEHHOTO PaCHpPOCTpaHEHUS
(moctyma).

K  xareropum  oTkpeiTOM  uH(DOpManuu  oTHocuTcs  MHGOpPMAIHS,
colepkaimascsi B JOKymMeHTax W 0azax ganHeix JIOY, HemocpencTBeHHO
3aTparuBarollas paBa U UHTEPECHI TPaXIaH.

K  kareropum ciyxeOHOM  uH(pOpMAlMM  OTHOCUTCS  MHGpOpMALUS,
cojaepkaiascs B JokymeHTax W 0Oazax pganHubix JIOY, mnpenHasHaueHHas aJis
JIOJDKHOCTHBIX JIUIL U paOOTHUKOB, MPHU BBIMOJHEHUH UMU CBOUX (DYHKIIMOHATBHBIX
00s13aHHOCTEM, HE 3aTparuBarouiasi HampsMylO IpaBa U UHTEPECHl TpaXKJaH U HE
OTHOCAIIASICA K KATErOPUU OTPAHUYEHHOIO PacCpOCTpaHeHUs (I0CTyMa).

K kareropum wuHpoOpManuu OTrpaHUYEHHOTO PACIPOCTpaHEeHUs (JOCTyma)
OTHOCUTCA uWHMOpMaIUs, coJepKamascs B JOKyMEHTax # 0as3ax JaHHBIX,
BKJIIOYAIOIAsi CBEJICHUSI KOH(PHUICHIIMAILHOTO XapaKTepa.

Bes undopmanus, copepkamasics B JOKyMEHTaX H 0a3ax JaHHBIX, I10
YMOJIYAHUIO SIBJISIETCS. OTKPBITOM W 00ImIenocTynHou. HckiroueHne CoCTaBiiseT
uHdopmaIusi, OTHECEHHas K KaTeropusM CIyXeOHOM U  OrpaHUYEHHOTO
pacrpocTpaHeHus (JoCcTymna).

Hoctyn mnosb3oBaTenel K MH(OpMAMU OTPAaHUYMBAETCS IyTEM OTHECEHUS
uHpopMalMu K COOTBETCTBYIOLIEH KAaTerOpMU U  HAJOXKCHUEM Ha Hee
COOTBETCTBYIOIIETO Tpuda orpaHuueHuss pacnpoctpaneHus. Hudbopmanus
OTPaHUYEHHOIO JI0CTyna cHabx)aetcst rpudom « s c1y>keOHOTo MOJIb30BaAHUS.

[IpaBom oTHeceHuss WHOOpPMAIMKM K KAaTETOPUU OTrPAHUMYEHHOTO JOCTyNa U
HAJOKEHUS  COOTBETCTBYyIollero Tpuda obnagaer aBTOp JOKYMEHTa IO
COTJIACOBAHMIO C 3aBEIYIOIIHM.

JlokymeHTHpOBaHHasT WHGOPMAIUS OTPAHUYEHHOTO pachpocTpaHeHus 0e3
CaHKI[MM  JOJDKHOCTHOIO  JIMIIA, YCTAHOBHMBIIETO  PEXKHUM  OTPAHUUYEHHOIO
pacrpoCcTpaHeHus JUIsi JaHHOTO JOKYMEHTa, HE TMOMJIEKUT pa3rialleHUIo
(pacnpoctpanennto). IlpemocrtaBiieHre TONB30BATENSIM — JOCTyna K JaHHOMU
uH(OPMAITUU OCYIIECTBISIETCS HCKIIOYUTENBHO TIO0 COTJIACOBAHUIO C YKa3aHHBIM
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JOJKHOCTHBIM JIMIIOM ITyTEM MOJA4Y¥ COOTBETCTBYIOIIEH 3asBKH.

JIOMKHOCTHBIE JIMIIA, TPHUHSBIIME pelieHue 00 OTHeCeHWU HHGOpMAIIHH,
3a(UKCUPOBAHHON B JIOKYMEHTE, K KaTeropuud OTPaHUYEHHOrO PacCIpOCTpaHEHUS,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTH MPUHSTOIO PEHICHUS U  €ro
COOTBETCTBHE JIEVCTBYIOLIEMY 3aKOHOATEIbCTBY.

JInunble nena pabOTHUKOB, JIMUHBIE KAPTOUKU PAOOTHUKOB, TPY/IOBbIE KHUKKH
pabOTHUKOB, MPUKA3bl MO JTUYHOMY COCTaBY JOJDKHBI XpaHUThCA B ceilde wim B
METAJTUYECKOM IKady.

3anucu B TPYAOBOM KHWXKKE NoAnuchkiBaeT 3apeayrommii JOY. Vuer,
XpaHEeHHWE U BbIayy OJAHKOB CTPOTOM OTYETHOCTU BEIET JACIONMPOU3BOAUTEIb.
bnanku xpausitcs B ceide.

VYcraHOBKa M IKCILTyaTalysl NPOrPaMMHOIO OOECIEeUEHHUs, MOJYyYEHHOrO W3
JIOOBIX UCTOYHUKOB U BBIMOJIHSIONMIETO (DYHKIIUU, HE CBSI3aHHBIC HEMOCPEICTBEHHO C
BBITIOJIHEHUEM PA0OTHUKAMHU CBOUX JIOJDKHOCTHBIX OOSI3aHHOCTEH, KaTeropuyecKd
3anpeleHa.

Bces mpencraBiieHHass B 3JIEKTPOHHOM BHj€ HH(pOpMAIMs, MOCTyHaromas B
JOYVY, B 00s3aTEIBHOM MOPSIIKE TOJICKHUT MPOBEPKE aHTUBUPYCHBIMU CPEICTBAMHU.

DJIEKTPOHHAsI TOYTa MOXET HCIIOIb30BAThCS MOJIB30BATEISIMU TOJIBKO IS
oOMeHa nH(opMalmen, OTHOCSIIECHCS K KaTeropuu, OTKPBITOM U  CIIyKEOHOH.
3anpeieHo HUCIMOIb30BaTh AJICKTPOHHYIO TOYTY I Mepefadyd  HUHQPOpMaluu,
OTHOCSIIIENCS K KATETOPUHU OTPAHUYEHHOIO PACIIPOCTPAHEHHS.

4. KoHTpoJIb 32 MCTIOJIHEHHEM JOKYMEHTOB

Oprasuzanus KOHTPOJISI.

Kontpomto moanexar Bce 3aperucTpUpOBaHHBIE JOKYMEHTHI, TPEOYIOIINE
ucrnojaHeHus. KoHTpoib UCHOMHEHHST TOKYMEHTOB BKJIFOUAET: YYET, TOCTAHOBKY Ha
KOHTPOJIb, KOHTPOJIb CPOKOB MCIIOJHEHHUS, HEIOCPEICTBEHHYIO IPOBEPKY XOJa
WCIIOJTHEHUS], MPOBEPKY KAYECTBA UCIIOJIHEHUS, aHAJIU3 PE3YJIbTATOB UCIIOJIHEHUSI.

KoHTpons 3a wucCHOIHEHHEM JOKYMEHTOB YCTAHABIMBAETCS B  LEIAX
o0ecrieyeHnss UX CBOEBPEMEHHOTO U KAaueCTBEHHOIO WCIIOJIHEHHUS, MOBBILICHUS
YPOBHSI OPTaHU3aTOPCKON PAOOTHI ¥ UCTIOTHUTEIBCKOMN TUCIUTIITUHBI.

[Ipy mnocTaHOBKE [OKYMEHTa Ha KOHTPOJb HAa NPaBOM BEPXHEM II0JIiE
JOKyMEHTa JIeJaeTcsi OTMETKa O KOHTPOJie, KOTOPYI0 0003HA4alT CJIOBOM
(ILITaMIIOM) «KOHTPOJIbY

KoHTtposto mnonanexar mHpuKasbl, PEIICHHs COBETOB, a TAaKXKe JOKYMEHTHI,
nocrymnaromue Ha ums 3aseayromiero JJOVY.

Opranuzanusi KOHTPOJISL UCIIOJIHEHUSI BKITIOYAET B CeOsl:

. NIOCTAaHOBKY IOKYMEHTa Ha KOHTPOJIb;

. MOHHTOPHUHI UCIIOJIHEHUSI KOHTPOJIBHBIX IOPYYEHUHN JOKYMEHTOB;
. CHATHE UCIIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

. HaIIPaBJICHUE UCIIOJIHEHHOTO JOKYMEHTA B JIEJIO.

I[OKYMCHT CUUTACTCA MCIIOJJHCHHBIM, KOI'Ja PCIICHbBI OKOHYATCJIbHO BCC
IMOCTABJICHHBIC B HEM BOIIPOCHI U CO6J'IIOI[CHBI caeayromue CpoKu:
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. €CJIU B JOKYMEHTE MOCTABJIEH CPOK UCIIOIHEHUS — B YKa3aHHBIN CPOK;

. JIOKYMEHTBI 0€3 yKa3aHUsl CPOKa UCTIOTHEHUSI — B MECSYHBIN CPOK;

. €CIM B JOKYMEHTE HMMEETCS IMOMETKa «CPOYHO» — B TPEXJHEBHBIN
CPOK;

. nopydyeHus: 0e3 yKa3aHUs KOHKPETHOM JaTbl WCIOJHEHUsS — B
MECSIYHBINA CPOK;

. C IOMETKOM «ornepaTuBHO» — B 10-THEBHBIN CPOK;

. 110 OOpAIllEHUSIM TpakaaH, TPEOYIOINM JOTOJHUTEIIBHOTO U3YUYEHUS U

MPOBEPKHU, — JI0 OJHOTO MECSIA CO JTHS PETUCTPALINH, IO OCTAIBHBIM — He Oonee 15
JTHEM.

CpOK HCUYHUCIIACTCA B KAJICHAAPHBIX JHAX C AAThI IIOAIIMCAHUA JOKYMCHTA.

Ecan HOCJIGI[HI/Iﬁ ACHb HCIIOJHCHHA NOKYMCHTA IIPUXOJHUTCA Ha Hepa6oqnﬁ
JCHBb, OH ITOJJICKHUT HCITIOJTHCHHUIO B HpGIIIHGCTBYIOHII/Iﬁ My pa60t114ﬁ JCHB.

HpI/I H€O6XOIII/IMOCTI/I IMpOAJICHUA CpOKa HUCIIOJIHCHHA JOKYMCHTA
OTBETCTBCHHBIM HCIOJIHUTEb INpcaACTaBLICT Ha HMA 3aBCAYIOIICIO, JABIICIO
IMOPYUCHUC, MOTUBHUPOBAHHYIO HpOCB6y 0 C€ro IpoJICHHNHN HC IIO3JHCC 4YCM 3a TPHU
AHs 10 UCTCUCHHUA YCTAHOBJICHHOI'O CPOKa.

IHopsinok CHATHS TOKYMEHTOB C KOHTPOJIS.

JIOKyMEHTBl CHUMAIOTCSl C KOHTPOJIsl, €CJIU PEUIEHbI IMOCTaBJICHHBIE B HUX
BOIPOCHI WJIK aBTOPaM JIaH OTBET MO CYIIECTRY.

Ecnu mo pazperniaemMomMy BONPOCY 0KHAACTCS OTBET, TO OH BMECTE C KOIHUEH
OTBETAa 3asIBUTEIIIO MOXKET HAXOAUTHCS Y UCIIOJTHUTEIISI HA KOHTPOJIE.

ITpoMeXXyTOUHBIM OTBET, PABHO KaK M 3alpoC MO UCIOIHAEMOMY JIOKYMEHTY
WM YaCTUYHOE UCIIOJHCHUE MOPYUYCHUs, HE SIBJISIETCS OCHOBaHUEM JJIA MPU3HAHUS
JIOKYMEHTA UCIIOJTHEHHBIM.

CHATH JOKYMEHT C KOHTPOJISI MOXKET TOJIbKO JOJKHOCTHOE JIMIIO, KOTOpPOE
MOCTABUJIO €r0 Ha KOHTPOJIb.

OcHoBaHuEM [l CHSTHS C KOHTPOJS JIOKYMEHTOB C TMOPYYCHHSIMU
3aBenyroniero JOVY gBisieTcs JOKYMEHT — OTBET, MOAMMCAHHBIN 3aBETYIOIINM.

Ecnu Bce mocTaBieHHbIE B JIOKYMEHTE BOIIPOCHI PEHIEHBI B ONEPaTUBHOM
nopsiake, 6€3 MoJAroTOBKU MUCbMEHHOTO OTBETA, UCIIOIHUTEh HA JOKYMEHTE JIeJIacT
KPaTKYIO 3aIMCh O PEIICHUH BOIIPOCa, YKA3bIBAET ATy U MOJIKUCH, MOCIIE Yero JOKY-
MEHT ITOMEIIAeTCs B JIENO0.

7.Y4eT U XpaHeHHe NeYyaTeu, ITaMmnoB U 0JIAHKOB.

OO0s3aTenbHOMY YYETY TOJJIeKAT BCE BHJIBI MEYaTeid W MITAMIOB, OJIAaHKH
CTPOTOW OTYETHOCTH, KOMAHIAMPOBOYHBIC YJIOCTOBEPEHHMS, CIy>KCOHBIC 3aJaHus,
TPYIAOBBIE KHUKKH.

Yyer Bcex TewaTedl W IITAaMIIOB, MMEIOIMUXCS B 00pa30BaTeIbHOM
OpraHM3allMH, BEJCTCS B CIICHUAIbLHOM XypHae (npunoscenue 10).

KypHanel yyera BKIIOUAIOTCA B HOMEHKJIATYPY Ae. JIUCTBI UX HyMEpyroTcs,
MIPOIMBAIOTCS U ONEYATHIBAIOTCS.
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[leyatn W MmITaMIbl AOHKHBI XPAHUTHCS B celdax WIM METATUTHYCCKUX
nikadax.

OTBETCTBEHHOCTh 32 XpaHCHHE M HUCIOJb30BAaHUE IMEYaTel, ITaMIIOB HECYT
JIIa, OTBETCTBEHHBIC 32 BEJICHUE JCIIOMPON3BOJICTBA.

YHuuTO)K€HHE  OJIAHKOB  MPOU3BOAMTCS MO aKTy C  OTMETKOH B
COOTBETCTBYIOIINX JKypHaIax ydeTa.

[leyatu ¥ ITAMITBI YHUYTOXKAFOTCS 110 aKTYy.

[IpoBepka HaW4us TIEYATEH, IITAMIIOB W OJIAHKOB, a TAaKXe TMOPSIKAa HX
XPaHECHHS ¥ UCIOJIb30BAHUS MTPOU3BOAUTCS KOMUCCHEH HE PEXe OHOTO pa3a B roj
OJTHOBPEMEHHO C MTPOBEPKOI COCTOSHUSA JEIONPONU3BOCTBA.

8.CocTaBiieHre HOMEHKJIATYPHI J1eJ1.

Homenkaatypa aea - 31o obs3arensHbii it JJOY cucremaTu3upoBaHHBIN
nepeueHb HAMMEHOBAHMI (3arojIOBKOB) JieJl, KOTOpbie (OPMHUPYIOTCA C YKa3aHUEM
CPOKOB XpaHeHHs 1en (npunoxcenue 11).

Homenknatypa nen npegHazHaueHa aiist ycraHoBku B JIOY enuHoro mopsiaka
dbopmupoBaHus 1€, 00eCIeUeHHs] UX y4YeTa, ONEePATUBHOTIO MOMCKA JOKYMEHTOB I10
UX COJIEP’KaHMIO U BU]Y, ONPENICIICHHS] CPOKOB XpaHEHUS JE]I.

B rpade 1 HOMeHKnaTypbl A€N MPOCTABIAIOTCA HHIAEKCHI KaXJOTo Jeina,
BKJIIOUEHHOTO B HOMEHKJIaTypy. MHIEKC Aena COCTOUT U3 HU(PPOBOro 0003HAYEHUS
U3 TOPSJKOBOIO HOMEpa 3arojioBKa Jena Mo HOMEHkKiuarype. Mupaekcel aen
0003HavyarTCs ApadCKUMH LIUPPAMH.

[Tpumep —

12-05, rme 12 — obo3Hauenue (kox), 05 — MOPSIKOBBIA HOMEP 3arojioBKa Jeia
B paszjierie HOMEHKJIATYPbI Jell.

B rpade 2 HOMEHKIIATYpBI 1€ TPOMKCHIBAIOTCS 3ar0JIOBKU JETT.

3aroyioBOK Jena JOJKEH YETKO B CXKaToil 0000meHHoN (hopme oToOpakaTh
COCTaB U COAEpPKAHUE JOKYMEHTOB JIea.

B 3aronoBkax JUYHBIX U APYTUX AEN, COAEPXKAIIUX TOKYMEHTBI 110 OZHOMY
BOIMpocy, ynorpednsiercs tepmun JEJIO.

B 3aromoBkax gen, coaepKalMxX —IJIAHOBO-OTYETHYHO JIOKYMEHTALHUIO,
yKa3bIBaeTcsl nmepuoa (Mecsl, KBapTal, MOJyrojue, roja), B KOTOPOM IUIAHUPYETCA
CO3/IaHUE€ IOKYMEHTOB WJIM MIEPHOJT UX (DAKTUYECKOTO BHITIOJTHEHHUSI.

Bo Bpemsi pasmenieHusi 3arojIoBKOB Jiel B HOMEHKJIAType YUMTHIBACTCS
BAXHOCTh JOKYMEHTOB, BKJIIOUCHHBIX B JEJO, HX B3aUMOCBs3b. B Havaie
pacrojaraloTcsi 3arojloBKM Jiel B OTHOIIEHHWU JOKYMEHTOB, TMOCTYNHUBIIUX OT
OpraHoOB BBICIIETO YPOBHA, Jajiee - IO OpPraHU3aIMOHHO-PACTOPSAUTEIHHOM
JOKYMEHTAIIUW,  IUIAHOBO-OTYETHOM  JIOKYMEHTAIlMU,  TEpPEenucKe,  y4eTHO-
CIIPaBOYHBIM BHJAaM JOKYMEHTOB. B Kaxmol W3 3THX Tpynn JOKYMEHTBI TakKkKe
pa3MenarTcs C y4eTOM 3HAYMMOCTH U CPOKOB XPAHEHUSI.

I'pada 3 HOMEHKIATYpPBI J€ 3aMOIHSAETCS B TEUEHUE KaJCHJApHOTO rojia —
npu  (OPMUPOBAHWUU HOBOTO JieNla, MPU 3aKPBITUM Jela W 0 OKOHYAHUU
KaJIEHJAPHOIO ro/1a.

[lo nmoctwxenun penom oobema B 250 JHCTOB, TOM 3aKpblBaeTcsi U
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OTKpBIBAaETCS HOBBIM TOM. B rpade mocienoBaTreabHO yKa3bIBAIOTCS HOMEPA TOMOB U
KpailHUE AaThl JOKYMEHTOB KaKJI0TO TOMA.

[Tpumep —

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

DJIEKTPOHHBIE JIeJla Ha TOMA HE pa3feisatoTcs. Bee 3IIeKTpOHHBIE TOKYMEHTHI,
HE3aBUCUMO OT UX 00beMa, BKIIOYAIOTCS B OJTHO 3JIEKTPOHHOE JIENO.

B rpage 4 ykaspiBaeTcs CpOK XpaHEHUS JI€Jia, HOMEPA CTAaT€ MO TUIOBOMY
WU BEIOMCTBEHHOMY NEpEeUHI0, PeAepaibHOMY 3aKOHY WJIM UHOMY HOPMaTUBHOMY
MIPAaBOBOMY AaKTy, a IPH WX OTCYTCTBUM — MO THUNOBOM WA NPUMEPHOU
HOMEHKJIAType Jedl.

B rpage S «Ilpumeuanue» yKa3pIBalOTCSA CHELUAJIBHBIE CPOKH XPaHEHMS,
MPOCTABIISIFOTCS OTMETKHU O 3aBEJICHUM JieNl (B TOM YHCJE B JIEKTPOHHOM BHUJIE), O
BBIJICIICHUU JI€J1 K YHUYTOXXEHUIO MO MCTCUYCHUM CPOKOB HMX XPAHEHHUS, O MECTE
XPaHEHUS MOJJIMHHUKOB JOKYMEHTOB, O IIepenayde ey B APYTYIO OPraHU3alUIo Ui
MPOJIOJDKEHUA U Jip. B rpade nenaroTcst OTMETKH O MEePeXo X Iejax ¢ yKazaHueM
CTaporo MHAEKCa Jeja B ClIyyae ero U3MEHEHHS.

[Ipumep —

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

[lo nemam, KOTOpble IO KaKUM-TUOO TNpUYMHAM B TEUYEHUE To/a HE
3aBOJIMIIUCH, B Tpade «I[Ipumedyanuey HOMEHKIATYpHI AeI JejaeTcs 3amnuch — «/Jlemo
He 3aBoMII0ChY. [Ipu 3TOM B rpade 3 mpocTaBiseTcs mMpovepK.

ITo okoHYaHUM rofa B KOHIE HOMEHKJIATYPHI A€ JEIAaeTCs UTOrOBas 3amuch O
KOJIMYECTBE 3aBEACHHBIX T (TOMOB).

9. ®opmupoBanue u odopmiIeHHE TeJI.

dopmMupoBaHHe JeJI.

dopMupoBaHUE JeN - 3TO TPYNIUPOBKA HCTIOTHEHHBIX TOKYMEHTOB B Jielia B
COOTBETCTBUH C HOMEHKJIATYPOU .

Bo Bpems dopmupoBaHus €N CleayeT NPHUACPKUBATHCS TaKUX OOIIUX
MIPaBUIT:

- TIOMEINIaTh B JeJia TOJbKO HCIOJIHEHHbIE JTOKYMEHTHI B COOTBETCTBUHU C
3aroJIOBKaMu JieJ B HOMEHKJIATYPE;

- TPpyNIUpoOBaTh B Jelia JOKYMEHTHI, BBIOJIHCHHBIC B TCUYCHHE OJIHOTO
kasienaapuoro roja (01.01-31.12), 3a uCKIIOUCHHEM MEPEXOAIIUX JieN (BEAYyTCsS B
TEUEHUE HECKOJIbKUX JIET), JIMYHBIX JICT,;

- ToMemniaTh B JieJla TOJbKO OPUTHHAIBI WM, B CiIydae HMX OTCYTCTBHUS,
3aBEPCHHBIC B YCTAHOBIICHHOM TTOPSJIKE KOTTUH JIOKYMCHTOB;

- HE JIOMyCKaThb BKJIIOYCHHUS B JiejJa YCPHOBBIX, JHMYHBIX JOKYMCHTOB,
Pa3MHOXEHHBIX KOMHM ¥ JOKYMEHTOB, TMOJUICKAIIMX BO3BpATy; pasiaeiabHO
TpyNIupoOBaTh B Jiesia JOKYMEHTHI TOCTOSTHHOTO U BPEMEHHOTO XPaHCHHS,

- 10 00BEMY JIeTI0 HE JOJDKHO TpeBbimaTh 250 muctoB (30-40 MM TONIIIUHOMN).

Pacnionoxxenrne JOKYMEHTOB BHYTPH JIe7l MPOU3BOJIUTCS B XPOHOJIOTHYECKOM
MOPSIZIKE, TIPU KOTOPOM Hambojee paHHHWE JOKYMEHTHI PACIoJiararoTCs B Hadale
nena.
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[Tonoxenus, npaBuia, UHCTPYKIHUH u T.IL., YTBEPKICHHbIC
pacnopsSIIUTETLHBIMU  IOKYMEHTAMH, TPYIIUPYIOTCS BMECT€ C YKa3aHHBIMU
JIOKyMEHTaMH.

[Ipuka3el 10 OCHOBHOM AESATENBHOCTH (OPMUPYIOTCS OTIEIBHO OT MPHUKA30B
0 KaJpOBBIM BoIpocaM (JMYHOMY COCTaBy) (Ha3Haue€HHE, TIEpPEeMEIlCHHE,
YBOJIbBHEHHE COTPYJTHUKOB) U OT MPUKa30B 00 OTMYyCKaX, KOMaHIMPOBKAxX U T.II.

[IpoTokombl 3acenanuii kojuieruanbHbix opranoB JIOY rpynnupytorcs B aena
B XPOHOJIOTMYECKOM MOPSAAKE W IO HOMEpaM B IMpejenax KaJeHJApHOro Troja.
JIOKyMEHTBI K 3aceJaHusM YKa3aHHBIX OPraHOB CUCTEMATU3HMPYIOTCSA MO JAaTam U
HOMEpPAM MPOTOKOJIOB, a B Mpeaesax TIPYIMIbl JOKYMEHTOB, KOTOPBIE KacaroTcs
OJIHOTO ITPOTOKOJIA, - IO MIOBECTKE JIHS 3aCCAaHMs.

[lepenucky cienyeTr rpynmnupoBaTh B Jejia 3a NEPUOJ KaJeHAAPHOIO TOJa.
B neno mepenucku MOMEIIAIOTCS BCE JOKYMEHTBI, BO3ZHHUKILIWE B XOJAE PELIEHUs
Bonpoca. [lepenucka cucreMaTu3supyercs B XpOHOJIOTHYECKOM MOCIEA0BATEIIBHOCTH.

Odopmienue ne.

Hena JIOY nomnexat ohopMIECHUIO NMPU MX 3aBEJCHUM U IO 3aBEPILIECHUU
roja.

Odopmnenue pnena — MOATOTOBKAa Jela K XPaHEHUIO BKIIOYAeT B ce0s
KOMIUIEKC paboT MO ONKCAHUIO Jejia Ha 00JI0KKe, MOJIINBKE, HyMEpaliy JUCTOB U
COCTABJICHHIO 3aBepUTENbHON Haanucu. OQopMieHue el MPOBOUTCA paOOTHUKAMU
OpraHu3alyy, B 00s13aHHOCTH KOTOPBIX BXOJUT 3aBEJEHUE U (POPMHUPOBAHUE JEIL.

B 3aBUCHMMOCTH OT CPOKOB XpaHEHHUs MPOBOIUTCS MOJHOE WM YaCTUYHOE
o opMIICHHE JIEII.

[TonHOMY OOpMIIEHUIO MOAJIEKAT JeJIa MOCTOSIHHOTO, BpeMEHHOTo (cBbItie 10
JeT) XpaHeHus (IO JUYHOMY COCTaBy, JIMYHBIE Ji€Jla YBOJIEHHBIX PAOOTHHUKOB).
[TontHOE OdopMIIEHHE Nena TpelyCMaTpUBaeT:

. MOJIIIMBKY WJTU TBEPABIN NIEPETUIET Jea;

. HYMEPAaIIUIO JINCTOB B JIEJIE;

. COCTaBJICHHE JINCTA-3aBEPUTEIIS;

. COCTaBJICHHE B OCOOBIX ciydasix (Mpu OPOPMIICHUU JTUYHBIX JEI, IS
ydeTa 0co00 IIEHHBIX JOKYMEHTOB) BHYTPEHHEH ONKCU JJOKYMEHTOB JIeTIa;

. BHECCHHE HEOOXOJMMBIX YTOYHEHUUW B PEKBU3UTHI OOJIOXKKHU Jeja

(YTO‘IHCHI/IC Ha3BaHWA MOAPA3ACICHUA, MHACKCA M 3arojioOBKa [A€ja, OA4Thl J€jda U
Jp.).

Hena BpemenHoro (mo 10 mer BKIIOYMTENBHO) XpaHEHUS MOJJIeXKAT
yacTUYHOMY odopmiieHuto. JlomyckaeTcs:

° XPaHUTb ACJIa B CKOPOCIINBATCIIAX

° HC MMPOBOAUTH IICPCCUCTEMATHU3AINIO JIOKYMCHTOB B JICJIC,
° JIMCTBI IC€JIa HC HyMCPOBATD,

° 3aBCPUTCIIBHBIC HAAIINCH HC COCTABJIATD.

JIOKyMEHTBI, MOJIeKaIMe MOJHOMY O(QOPMIICHUIO, MOJAIIMBAIOT HA YETHIPE
NpOKOJia B TBEPAYI0 OOJIOKKY H3 KapTOHA WM TMEpeIUIeTaloTCsS C  y4eToM
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BO3MOXKHOCTH CBOOOJTHOTO YTEHMSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U PE30JIIOLUN
Ha HuX. [Ipu nmoAroToBKe /€N K MoAlIMBKE (NMEPEruieTy) METaNInYeCKUe CKPEIICHUS
(ckOOBI, CKpemnK") H3 JOKYMEHTOB ynajsitorcs. Jlena MOCTOSIHHOTO XpaHEHUs,
cocrosime u3 HehOpMATHBIX JOKYMEHTOB, XPaHSATCS B 3aKPBITHIX TBEP/AbIX MaNKax €
TpeMs KJIallaHaMH U C 3aBSI3KaMH.

[Ipu Hamuuuu B jAene HEBOCTPEOOBAHHBIX JHMYHBIX JTOKYMEHTOB (TPYIIOBBIX
KHIDKEK W Jp.) 3TU JOKYMEHTHl BKJIAIBIBAIOTCSI B KOHBEPT, KOTOPHIM 3aTeM
NOJIINBAETCS B 3T0 jemo. [Ipu Hammuuu GOJBIIOrO KOJIMYECTBA TAKUX JOKYMEHTOB
OHH MOT'YT U3bIMAThCS U3 €I, U HA HUX COCTABJISIETCS OTJIEIbHAS OMKCH.

B koHme Kkaxaoro nena MOMIIMBAIOTCS YUCThle OnaHkd ¢opM s
3aBEPUTEILHON HANMUCH.

B nensx oOecrieyeHusi COXpAaHHOCTU M 3aKPEIUICHUs MOPSAJKA PACHOJIOKEHHS
JIOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO, BCE JIUCTHI, KPOME 3aBEPUTEIBHOT0, HYMEPYIOTCS
apaOCckumMu 1HudpaMu B MPaBOM BEPXHEM YTy, HE 3ajeBas TEKCTa JIOKYMEHTA,
MPOCTHIM TpadUUYeCKUM KapaHAAIloOM WA HyMEpaTopoM. YTNOTpeOJieHHe YepHUI U
IBETHBIX KapaHJAllell ajii HyMepalHuH JIMCTOB 3alpeniacrca. BHYTpeHHSsE Onuch
MMEET CaMOCTOSTENIbHYIO HyMEPALUIO.

JIucThl J1en, COCTOAIIMX M3 HECKOJIBKUX TOMOB WJIM YacTed, HyMEpPYIOTCS MO
KaXIOMY TOMY WJIM YaCTH OTJIEIBHO.

dortorpaduu, dYepTexu, JgUArpaMMbl U JIPYTHE WUIIOCTPATUBHBIE W
cnenupuyecKkre JTOKYMEHTBI, MPEACTABISAIONIME CAMOCTOATENbHBIN JIUCT B JEIe,
HYMEPYIOTCS Ha 000POTHOU CTOPOHE B JIEBOM BEPXHEM YTIIy.

Cno>xeHHbIN JIUCT pa3BOPAUYMBAETCS U HyMEPYETCS B MPABOM BEPXHEM YTIIy.
[Ipu 3ToM nuct mroboro ¢popmara, MOAMMTHIN 332 OUH Kpaid, HyMEepyeTcsl KaK OJUH
JIUCT; JIUCT, CJOXKEHHBIM W TOAIIMUTHIA 3a CEepeAuHy, TMOIJICKUT TEPEIIUBKE U
HyMepyeTcsl KaK OJIUH JIUCT.

[ToammTeie B A€I0 KOHBEPTHI C BIOKEHUSAMHU HYMEPYIOTCS; IPU 3TOM BHaYaJIe
HYMEPYETCSI KOHBEPT, a 3aTEM OUYEPEAHBIM HOMEPOM KaXk0€ BIOKEHHE B KOHBEPTE.

[ToammuTeie B €10 TOKYMEHTHI ¢ COOCTBEHHON HyMepalieil TUCTOB (BKIIIOYast
neyaTHble W3JaHHUs) MOTYT HYMEpPOBaThCid B OOIIEM TMOPSIAKE WM COXPAHAThH
COOCTBEHHYIO HYMEpalIo, €CJIM OHAa COOTBETCTBYET MOPSIIKOBOMY PACIIOJIOKEHUIO
JIMCTOB B JEIIE.

B cnyyasx oGHapykeHHs 00JIbIIOr0 YUCiIa OMMOOK B HyMEpaluH JINCTOB Jefa
B JICJIONIPOU3BOCTBE MPOBOAUTCS MX NepeHyMepauus. [Ipu nepenymepaiuu JucToB
CTapble HOMEpPA 3aYEPKUBAIOTCSA OJHOM HAKIOHHOW YEPTOU U PSIIOM CTABUTCS HOBBIN
HOMED JIMCTA; B KOHIIE JIeJla COCTABISIETCS HOBAsl 3aBEPUTENIbHASI HAJIIUCh, IIPU 3TOM
cTapasi 3aBepUTeNIbHas HAAMKUCh 3aYePKUBAETCS, HO COXPAHSETCS B JIETE.

JUist ydeta KoJMuYecTBa JIMCTOB B Jeie M (UKCALMK OCOOCHHOCTEH HUX
HYMEpAILIMK COCTABJISIETCS 3aBEpUTENIbHAs HaANHUCh Aena. OHa cOoCTaBiseTCs B Jelie
Ha OTJEJBHOM JIMCTE — 3aBEpPUTENE Jesa. 3aBEepUTENbHAsI HAJIMUCh COCTABISAECTCS 1O
YCTaHOBJICHHOH (hopMme.

Bce nocnenyroinire M3MEHEHHsSI B COCTaBE M COCTOSIHUM Jieia (IOBPEXKICHMUS,
3aMeHa MOJUIMHHBIX JTOKYMEHTOB KOIMHUSMH, MPUCOCANHEHUE HOBBIX JOKYMEHTOB U
T. J.) OTMEUYAIOTCS B 3aBEPUTEIIbHOM HA/IMKUCHU CO CChUIKOM Ha COOTBETCTBYIOIIUM aKT.

OO6yoXKa Jen MOCTOSTHHOTO, BpeMeHHOro (cBbime 10 jeT) XpaHeHus u 1O
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JUYHOMY COCTaBY OpOpMIISIETCS MO YCTaHOBIEHHOMU (hopme.

I[Ipu odopmnenun oO0n0XkKH aen HauMmeHoBanue JIOVY  ykaswiBaercs
IIOJIHOCTBIO TI0 YCTaBy, B HMEHMTEIIBHOM IIaJI€KE, COKPAILCHHOE Ha3BaHUE — B
CKOOKax.

OO0s13aTeNIbHBIMU PEKBU3UTAMU OOJIOXKKH JIeja SBJISETCS YKa3aHHE KOJIMYECTBA
JUCTOB B JI€JIe, KOTOPOE IPOCTABIISIETCS HA OCHOBAHUM 3aBEPUTEIBHOW HAAINUCU
JieNa, ¥ CpoKa XpaHeHus jeina (Ha ejax MOCTOSHHOIO XpaHEeHUs MMUIIETCS: «XPAHUTh
MOCTOSTHHO»), KOTOPBIA TEPEHOCUTCS Ha OOJIOXKKY Jefla U3 HOMEHKJIATYpPhI MOCIe
CBEPKH €r0 10 CPOKAM XPaHEHUS B NIEPEUHE.

JUiss ydeta JOKYMEHTOB ONpPEAEIEHHBIX KaTeropuid Jeid MOCTOSHHOIO H
BpeMeHHOTo (cBbimie 10 yeT) XpaHEHUs, y4eT KOTOPBIX BBI3bIBAETCS CHELU(PUKON
JAHHOM JTOKyMEHTauuu (JIMYHBIE JIeJla, 0CO0O0 LIEHHBIE), COCTABISETCS BHYTPEHHSSA
OIKCh IOKYMEHTOB JeJa.

BHyTpeHHIOI0 OIUCh HEOOXOAUMO TaKkKe COCTaBJATh B JIelaX MOCTOSIHHOTO U
BpeMeHHOro (cBbimie 10 neT) XpaHeHHs, C(POPMUPOBAHHBIX IO PA3HOBUIAHOCTSIM
JOKYMEHTOB, 3arojlOBKM KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE COAECPIKAHUE
JIOKYMEHTOB.

BHYTpeHHSs ONMCh COCTaBIIETCS HAa OTAEJIBHOM JIUCTE IO YCTAaHOBJIEHHOU
¢dopMe, KOTOpast COAEPKUT CBEJICHUS O MOPSAKOBBIX HOMEpPaX AOKYMEHTOB J€Jla, UX
MHJEKCax, JaTaX, 3arojOoBKAaxX M HOMEpAax JMCTOB JEJla, Ha KOTOPBIX PacCIIONOXKEH
KaXIbIil JOKYMEHT.

K BHyTpeHHEH omnncH Jeila COCTaBISIETCS HWTOroBas 3allicCh, B KOTOPOU
yKa3bIBaeTCs LU(PpaMu U MPONMKUCHIO0 KOJIMYECTBO BKIIOUEHHBIX B HEE JJOKYMEHTOB U
KOJIMYECTBO JIUCTOB BHYTPEHHEW OMUCH.

BHyTpeHHsI1 OnuCh MOAMMUCHIBAETCS €€ COCTaBUTEIEM C YKa3aHHEM
JOJKHOCTH, MOAMUCH, paclin(pOBKU MOANUCH U HYMEPYETCS B JI€JI€ OTJIEIBHO.

10.XpaHeHne U YHHUYTOKEHHE JOKYMEHTOB.

JlokymMeHTHI (ef1a) ¢ MOMEHTa co3faHus (MojaydeHus) Wik (HopMupoBaHUs
XPaHATCS B OpraHU3AIINH.

3aenyromuii JIOY u cnenuanbHO Ha3HAYCHHOE JMIO (JIMIa) OO0S3aHbI
00ecIeunTh XpaHeHUE TJOKYMEHTOB U JICTI.

Jlema MOJDKHBI XpPaHUTHCS B BEPTHKAIHLHOM ITOJIOKEHUH B MIKadax, KOTOphIC
3aKpeIBarOTCsA. Ha kopemikax 00JI0KeK JeNT yKa3bIBalOTCS HOMepa Jiedl.

Brimaga nen Bo BpeMeHHOE Mosib30BaHue padotHukam JIOY ocymiecTBisieTcs ¢
YCTHOTO pa3pelIeHUs 3aBEIYIOIIETO, a APYTHM YUPESKICHHUIM - C €r0 MMMCbMEHHOTO
paspemnieHus. Ha BeIIaHHOE €TI0 COCTABISAETCS KapTOUyka - 3aMEHUTENb. B KapTouke
YKa3bIBAIOTCSI HOMED Jiej1a, 3ar0J0BOK JIeJia, J1aTa €ro BhIAauH, JIMI0, KOTOPOMY JIEJIO
BBIJIAHO, JlaTa ero BO3BpaTa, MOJIUCH JIHI], KOTOPBIC BBIJAIH U IPUHSIIN JIETI0.

[IpenocraBienue e BO BPEMEHHOE TOJIb30BAaHUE OCYIIECTBISIETCS HE OoJee
YeM Ha OJIMH MECHIL.

W3bsiTHE MOKYMEHTOB M3 Jejia TOCTOSHHOTO XpaHEHWs 3amperniaercs. B
UCKITIOUUTEIFHBIX CIydasX U3bATHE JOKYMEHTOB JOIYCKAETCS C pa3perieHus
3apeaytomero JJOY ¢ 00s3aTenbHBIM OCTABIICHHEM B JIeJie 3aBEPEHHBIX JIOJKHBIM
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o0pa3oM KOIHH.

[Tocne OKOHYAHUS CPOKa XPAaHCHHS JTOKYMEHTOB, JOKYMEHTBI CIHCHIBAIOTCS
komuccueit JJOY mo mpoBeNeHUI0 SKCIEPTH3bI IEHHOCTH JOKYMEHTOB, KOTOPYIO
Ha3HayaeT 3aBenyrolnuid. Ha crnmcaHHyl0 JOKYMEHTALMIO SKCIEPTHAS KOMHCCHS
COCTABJIICT COOTBETCTBYIOIIHH aKT.

CrircanHasi JOKyYMEHTAIIMS YHUUITOKACTCA.
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[Tpunoxenue 1

K MHCTpyKIIMU 1O BEICHUIO
JI€JI0BOM JOKYMEHTAUU

B MBJIOVY n/c «Anénymika

¢. ApomatHoe benoropckoro paiiona
PecniyOnuku Kppim

BJIAHK ITMCbMA

MyHuuunanbHoe 0I01KeTHOE JOIIKOJIbHOEe 00pa30BaTe/bHOE YUPEeKICHUEe
AeTCKUi caj «Anénymka» c. ApomatHoe bBesioropckoro paiiona Pecny6auku Kpbim
(MBAOY a/c «<Anénymka» c. ApomaTtHoe besioropckoro paiiona
Pecny0anku Kpbim)

297635, Pecnybnuxa Kpwvim, Benozopckuii pation, c. Apomamnoe, yi. Tpybenko, 0.30, kopnyc A
E-mail: sadik_alenuschka-aromatnoe@crimeaedu.ru
OKIIO 00806252; OI'PH 1149102170436, HHH/KIIII 9109007473/910901001
Mo6.men. +7 978 7844509
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[Tpunoxenue 2

K MHCTpyKIIMU 1O BEICHUIO
JI€JI0BOM JOKYMEHTAUU

B MBJIOVY n/c «Anénymika

¢. ApomatHoe benoropckoro paiiona
PecniyOnuku Kppim

BJIAHK ITPUKA3A

MyHununaabHoe 0I01KeTHOE TOMIKOJIbHOEe 00pa3oBaTe/ibHOE YUpeKIeHHe
AETCKHUM call «AJIEHYIIKA» C. ApOMaTHOe
Benoropckoro paitona Pecnydsmku Kpsim
(MBJOY a/c «Anényuika» c. ApomaTtHoe bejioropckoro paiiona
Pecnyoanku Kpbim)
297635, Pecnybnuxa Kpvim, Benozopckuii pation, c. Apomamnoe, ya. Tpybenko, 0.30, kopnyc A

I[TPUKA3
00.00.0000 c. ApomarHoe Ne 00

3azonoeok npukasa

ITPUKA3BIBAIO:

N

3aBenyronui MHOIINCH 1.0. ®amunus



O®OPMA KYPHAIJIA PETUCTPALINU ITPUKA30OB

ITo ocHOBHOI 1eTEJILHOCTH
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[Tpunoxenue 2

K MHCTpyKIIMH 110 BECHUIO

JIEJIOBOM IOKyMEHTAallUU

B MBJIOV n/c «Anénymika

¢. ApomatHoe benoropckoro paitona
Pecniy6nuku Kppim

Ne Homep npuxkaza | /laTa coctaBieHus Kpartkoe cogep:xxanue IIpuMmeuanue
n/n
IHo 1myHOMY cocTaBy
Ne n/m | lata npuka3a | Homep npuka3sa Bua npukasa DPUO corpyaHuKa OcHoBaHue
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[Ipunoxenue 4

K MHCTpyKLIMY 1O BEICHUIO
JIJI0OBOM JOKyMEHTAUU

B MBJIOVY 1n/c «Anénymikay

c. ApomatHoe benoropckoro paitona
Pecniy6mmuku Kpbim

OBPA3EILl OOOPMJIEHMA ITPOTOKOJIA

MyHuuunaabHoe 0HIKeTHOe JOLIKOJIbHOEe 00pa3oBaTe/IbHOe YUpeskJAeHue 1eTCKUi cajl
«AJsénymka» ¢. ApomatHoe besioropckoro paiiona Pecnyosmmku Kpbim
MBAOY a/c «<Anénymka» c. ApomatHoe besioropckoro paiiona Pecny6sankn Kpbim)

ITPOTOKO.I
3acelaHHs MeAarorn4ecKoro cosera

00.00.0000 c. ApomatHoe Ne

IIpencenarens — N.0. ®amunus
Cexkpetapp — N.0. Gamumnust

Bcero wieHOB ne1aroru4eckoro coBeTa
IIpucyrcrBoBano

IloBecTka nHA:

1.O ...
2.06 ...

1.CIIYIIAJIN:

®amunus N.0. — TeKCT N0KI1aa mpuiIaraeTcs

BBICTYITNJIN:

®ammnug U.0. — kpaTkas 3a1uch BBICTYIUIEHUS (OT TPETHEro JIMIA AMHCTBEHHOTO YHCTIa).
Bonpockl, OTBETHI TPUBOIATCS B MOPAAKE NOCTYIUICHUS.

PEIINJINA:

1. Ono6purs...

2.CJIVIIAJIN:
BBICTVYIINJIN:
PEHINJIN:

[Ipencenarens MOJIITUCH N.0O. Gamunus

Cexkperapb MOJIUCH N.0O. ®amunus
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IIpunoxenue 5

K MHCTpyKLIMY 1O BEICHUIO
JIJI0OBOM JOKyMEHTAUU

B MBJIOVY 1n/c «Anénymikay

c. ApomatHoe benoropckoro paitona
Pecniy6mmuku Kpbim

OBPA3EIl BJTAHKA CIIYKEBHOTI'O ITMCbMA

MyHununaabHoe 0I01KeTHOe TOIIKOJIbHOEe 00pa3oBaTe/ibHOE YUpeKIeHHe
AeTCKui cajx «Anénymka» c. ApomatHoe besioropckoro paiiona Pecnyoauku Kpbim
(MBAOY a/c «<Anénymka» c. ApomaTtHoe besioropckoro paiiona
Pecny6auku Kpbim)
297635, Pecnybnuxa Kpvim, Benocopckuii pation, c. Apomamnoe, ya. Tpybenko, 0.30, kopnyc A
E-mail: sadik_alenuschka-aromatnoe@crimeaedu.ru
OKIIO 00806252; OI'PH 1149102170436, HHH/KIIII 9109007473/910901001
Mo6.men. +7 978 7844509

oT No Jupextopy MKY «IleHTp 1o obecrnieyeHHnI0

Ha No oT AeATeIbHOCTH 00pa30BaTeIbHbIX YUpexkIeHHd
Besoropckoro paiiona Pecnyoaukn Kpsim
Kyo0enunosoii H.B.

NHOOPMAILINA
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[Ipunoxenue 6

Kk MHCTpYKIINU 110 BEICHUIO
JIJI0OBOM JOKyMEHTAUU

B MBJIOVY 1n/c «Anénymikay

c. ApomatHoe benoropckoro paitona
Pecniy6mmiku Kpbim

OBPA3EILl O®OPMIJIEHMA AKTA

MyHununajibHoe 0I0/;KeTHOe J0IIK0JbH0Ee 00pa3oBaTe/ibHOe yUpeKIeHne 1eTCKUi
cag «Anénymka» c. ApomatHoe besioropckoro paiiona Pecnyomkn Kpsim
(MBAOY a/c «Anénymka» c. ApomatHoe besoropckoro paiiona Pecnyoimku Kpbim)

YTBEP/XKIAIO
3aBenyrommii MBJ1OY n/c
«AJéHyHIKa» C. ApOoMaTHOe
Benoropckoro paiiona
Pecny0iuku Kpbim
Hoxmues U.0. ®amuius
Jlara

AKT
00.00.0000 c. ApomartHoe No

npueMa-repeaadum ACi Npu CMCHE
OTBCTCTBCHHOI'O 3a ACJIOMPOU3BOACTBO

B cooTBercTBUU ¢ pUKa3oM OT No Murtpodanosa U.A. nepenana, a Pomanosa O.K.
NpPUHSIA B NPUCYTCTBUM KOMHCCHH, OOpa30BaHHON Ha OCHOBAHMHU JaHHOIO NpPHKa3a, B COCTaBe
npeacenarenss MBanoBoit A.M. u unenoB BacwibeBoit O.A. u JlecHoBoii /I.B. moxymeHTHI B
COOTBETCTBUU C HOMEHKIaTypo# aexn 3a 2018 — 2023 roxel.

Ne Ha3Banue 10KyMeHTa KoanuecTtBo KoJunuecTBo Mpumeyanue
n/n JIK3EeMILISAPOB 110 NPUHATBIX eI
HOMEHKJIaType e
1 2 3 4 5
1

Wtoro npunsATO 65 (11€CTHAECST NATH) ACI.
CocTosHME JOKYMEHTOB M OIIMCEN YIOBIETBOPUTEIBHOE.

Ilepenan MOJIUCH N.A. MutpodanoBa
[Tpunsin OJIITNCH O.K. Pomanosa
[Ipencenarens komMmuccuu HOJITNCH A.U. sa"oBa
YneHbl KOMHCCHU: MOAIIHCH O.A. BacunbeBa

J1.B. JIecHoBa



01N DN B W —
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[Ipunoxenue 7

K MHCTpyKLIMY 1O BEICHUIO
JIJI0OBOM JOKyMEHTAUU

B MBJIOVY 1n/c «Anénymikay

c. ApomatHoe benoropckoro paitona
Pecniy6mmuku Kpbim

I[NEPEYEHb TOKYMEHTOB, HE ITIOJUIEXAIIMX PEI MCTPALIA

. I'pacduku, Hapsabl, 3asBKU.

. PexnamubIe n3BenieHus, miakaTsl, IPOrpaMMbl COBEIIAHUH, KOH(EPEHIIHA.
. Texnnueckue ycioBusl, 3aaHUsI.

. Cuera Ha orulaTy MarepHajlbHbIX EHHOCTEH.

. [lo3npaBurenbHbIE TUCHMA.

. [lpurnacurensHbIC OUIICTHI.

. [leyatHble u3ganus (KHUTH, KypHAIIbI, OIOJUIETEHN).

. Koppecnonnennusi, anpecoBannasi pabotaukam JJOY ¢ moMeTKOM «IHIHOY.
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[Tpunoxenue 8

K MHCTpyKIIMM 110 BEICHUIO
JIEJIOBOI IOKyMEHTalUU

B MBJIOVY n/c «Anénymka

c. ApomaTtHoe benoropckoro paiiona
Pecniy6onmuku Kpsim

®OPMA JXXYPHAJIA PETUCTPAIIMN BXOJAIIEN JOKYMEHTAIIUN

Ne i/t

[Jara nomy4deHus

[TopsankoBbIiA
HOMEp

KoppecnonneHr,
naTa, UHACKC
MMOCTYIIUBUICTO
JIOKYMEHTA

Kpatkoe
coJlepiKaHue

Pocnuce B
MOJIy4eHU U

Komy Hampasnen
JOKYMEHT
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[Tpunoxenue 9

K MHCTpyKIIMM 110 BEICHUIO
JIEJIOBOI IOKyMEHTalUU

B MBJIOVY n/c «Anénymka

c. ApomaTtHoe benoropckoro paiiona
Pecniy6onmuku Kpsim

®OPMA JXXYPHAJIA PETUCTPAITMN NCXOQAIIEN JOKYMEHTAIN

No

/o

JlaTa OTCBUIKH

N3 kakoro otnaena

Kpatkoe conepxanue

Anpecar

B kaxoe neno moamuro




®OPMA JXXYPHAJIA YUETA IIEYATEH U IIITAMIIOB
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OBPA3OBATEJIbHOM OPI'AHU3 AL

[Tpunoxenue 10

K MHCTpyKIIMM 110 BEICHUIO

JICIIOBOM TJOKYMEHTAITU!

B MBJIOVY n/c «Anénymka

c. ApomaTtHoe benoropckoro paiiona
Pecniyonmuku Kpsim

Pesynbrarsl .
HanmenoBanwue . OTtTHCK TIedaTei
HaumenoBanue €XKEroTHOM
NoApa3AesiCHuUs, Otmetka 00 (1TamMmnoB)
nevaTu OtTHck [Toxamuce, IPOBEPKHU
JOJHKHOCTh VHUYTOXCHUHU, | JUIS [Tpumeua
Ne n/m | (lutamna), MHULMATOP | IEYaTH YIOCTOBEPSIONIAs | HATMYHS
MoJIyJaTes u . HOMEp VHUUTOXKEHUS, | HHE
3aKasa, Iramra) MOJTyYeHUE, 1aTa | IedaTeit
bamunus aKTa ¥ JgaTa narta
JaTa MOCTYIUJICHUS ¥ IITaMIIOB,
MOJTyJaTest BO3BpaTa
JaTa MPOBEPKH
1 2 3 4 5 6 7 8 9
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[Tpunoxenne 11

K MHCTpyKIMH 1O BEICHUIO
JIEJIOBOM IOKyMEHTalUU

B MBJIOVY n/c «Anénymika

c. ApomatHoe benoropckoro paiiona
PecniyOnuku Kpeim

®OPMA HOMEHKIJIATYPBI JIEJI

MyHununajbHoe 0I0/:KeTHOe I0IIK0JIbHOe 00pa3oBaTesibHOE YUpesKIeHue TeTCKU cajl
«Anénymka» c. ApomatHoe besioropckoro paiiona Pecnyoankn Kpbim
(MBAOY a/c «Anénymka» c. ApomaTtHoe besioropckoro paiiona Pecnnyoiimkn Kpbim

YTBEPXK/JIAIO
3asenyrommit MBIOY n/c
«AJIEHylIKa» C. ApoMaTHOe
Bejsioropckoro paiiona
Pecny0smmku Kpbim
IMognuce U.0. Damuiansa

Jlara
HOMEHKJIATYPA JAEJ
Ha 20 rox
HNupexc 3arosioBok nena | KoaudectrBo | Cpok xpanenusi | [Ipumeuanue
aeJsaa aea 1 Ne CTATBH 1O
nepevyHIo
1 2 3 4 5)

HasBanue pasnena

Jlenonpon3BoiuTEIb [Toanuce N.0O. ®amunus
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[Tponomxenune npunoxxerns 11

HTorosas 3amuch o KaTCropuiax U KOJIMYCCTBC ACII, 3aBCACHHLIX B rony
B OpraHu3alnun

IIo CpOKaM XpaHCHUs

Bcero

B ToMm umncie:

nepexoasux

¢ otMmeTkoi «IITK»

3

4

ITocTosiHHOTO

Bpemennoro (cBbimie 10 ser)

Bpemennoro (70 10 net
BKJIIOUHUTEIIBHO)

HUTOI'O:

ILCHOHpOI/IBBOI[I/ITCJ'IL

Ilonnuce

n.0. damunus
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