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(mporokoa ot 28.12.2022 Ne 9) ot 28.12.2022 Ne 703

HHCTPYKIMUSA 11O AEJOITPONU3BO/JACTBY
1. O6uue noJioKeHUs

1.1. HUucrpykuus mno aenonpou3BoactBy B MBOY «Cpennss o06meoOpa3oBaTenbHas
YupexxaeHne — JISTCKHi cajl KoMOMHHpOBaHHOTO Buaa Ne6» r.Cumdeponons (mamee —
WHCTpYKIMS) yCTaHABIMBACT CIUHYIO CHCTEMY JEJIONMPOU3BOJICTBA W IMOPSIOK IMOATOTOBKH,
oopmieHus, TPOXOXKICHHS, KOHTPOJS 3a UCTIIOJHEHUEM, Y4YeTa, XPaHEHUs, H3TOTOBJIICHHUS,
KOMMPOBAaHUSA M TUPAKUPOBAHUSA CIYKEOHBIX JOKYMEHTOB B 0O0pa30BaTeIbHOW OpraHHU3alliu
MBOY «Cpennsisi o61eoOpa3zoBaTesibHas YUpexIeHue — JIeTCKUN caJl KOMOMHHPOBAHHOIO BHJA
Ne6y r.Cumdepornons (nanee — YapexaeHue).

1.2. UHCcTpyKIMs pa3paboTaHa B COOTBETCTBHU C TpeOOBaHUSAMHU (DelepaTbHBIX 3aKOHOB OT
22.10.2004 Ne 125-®3 «O6 apxuBHOM jaene B Poccuiickoit @enepanuuy, ot 27.07.2006 Ne 149-03
«O6 uHpopMmauu, HHOOPMAMOHHBIX TEXHOJOTHSIX U 0 3ammTe nHpopMaimny, ot 02.05.2006 Ne
59-®3 «O nopsake paccMoTpeHus oOpaieHuii rpaxaan Poccuiickoit @enepannn», ot 01.06.2005
Ne 53-®3 «O rocynmapcrBeHHOM si3bike Poccuiickoit @enepamumn», ot 06.04.2011 Ne 63-d3 «O6
JIEKTpOHHON moanucw», IlpaBun XpaHeHMs, KOMIUIEKTOBaHMs, YdeTa U HCIOJIb30BaHUS
NOoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu U Jpyrux apXUBHBIX JIOKYMEHTOB B
OopraHax TroOCyJapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOYIpPAaBJIEHMs, OpraHU3aLUsiX,
YTBEpXKIEHHBIX TpukazoM MuHKynsTypsl oT 31.03.2015 Ne 526, HammoHambHBIX CTaHIAPTOB
Poccuiickoit ®enepaumuu mno ympasiaeHuto jgokymentamu: ['OCT P 7.0.8-2013 «CHUBU.
Jlenmomnpoun3BoOACTBO U apXuBHOE J1e0. Tepmuubl U onpenenenus», [OCT P 7.0.97-2016 «CUBU/,.
OpraHu3annoHHO-pacopsAUTeIbHAs JOKYMEeHTalus. TpeboBaHus K 0hOPMIIEHHUIO JOKYMEHTOBY.

1.3. Tlpumenenue WHCTPYKIIMU TOMKHO CIIOCOOCTBOBATh (HOPMUPOBAHUIO OQPHUIIHATBHO-
JICIIOBOTO CTWJIS JIOKYMEHTOB, TIOJITOTABIMBACMBIX B YUPESKJICHUH, COKPAIICHUIO 3aTpaT TpyJaa H
CPEICTB B MPOIIECCE CO3AaHUS TOKYMEHTOB. IHCTpYKIIUS SIBISIETCS 0053aTENbHOMN ISl HCTIOTHEHUS
pabOTHUKAMU U JINIIAMH, OCYIIECTRISIFOIIIMMH ITOATOTOBKY U 0(hopMITeHHE JTOKYMEHTOB.

1.4. Tlonoxenus WHCTpYKUMH  paCHpOCTPAHSIOTCS Ha  OpraHu3aluio  paboThl ¢
JOKYMEHTaMH HE3aBUCUMO OT BHJA HOCUTENS, B TOM YHCIE JJIEKTPOHHBIMH JOKYMEHTaMH,
BKJIFOYasi IOJrOTOBKY, 00pa00TKy, XpaHEeHHE M HCIOJIb30BAHUE JOKYMEHTOB, OCYILECTBIISIEMBIX C
MIPUMEHEHHEM HH(OPMALIMOHHBIX TEXHOJIOTUH.



1.5. Ocobennoctu paboThI C TOKYMEHTaMH, COACPKAIUMH KOH(UACHIIHATBLHYIO HH(POPMAIIHIO
(cmyxeOHYIO W UWHYIO TaliHy, II€pCOHAJbHBIC JaHHbIC), PETYIUPYIOTCS CHEHUATbHBIMU
HOPMATHBHBIMU  aKTaMH  (MHCTPYKUUSMH, TOJOXKCHUSMH, TPAaBWIAMH), YTBEPKIAEMBIMH
JUPEKTOPOM Y UpEKICHHUS.

1.6. TpeboBanusi MHCTpYKIIMKU K paboTe C OyXTraJTepCKOW, HAYYHO-TEXHUYECKOW W IPYrou
CHEIMAILHON JOKYMEHTAIMECH PaCIpOCTPAHSIIOTCS JIMIb B YacTH OOIIMX MPHUHIUIIOB PaboOTHI €
JOKYMEHTaMH, a TAK)Ke MOJArOTOBKU JOKYMEHTOB K Iepeaue Ha apXUBHOE XPaHCHUE.

1.7. OTBETCTBEHHOCTh 32 OPraHU3ALUIO U COCTOSIHUE JEJIONPOU3BOICTBA B YUPEIKICHUN HECET
JUPEKTOP, KOTOPBIN:

e yTBepkzaeT MHCTpyKUMIO 1O JCIONPOM3BOACTBY M HOMEHKJIATYPY J€l
Yupexnenus;

e oOecreunBaeT BHEJIPEHHE U  KOHTPOJIMPYET COONIOJEHUE CTPYKTYpHBIMHU
noJpa3JeliecHus MU~ TpeOoBaHMH  Hacrosmed MHCTpyKumM ¥ rocylapCTBEHHBIX
CTaH/apTOB;

e IIPOBOJUT  IIPOBEPKY  COCTOSIHUS  JEJIONPOM3BOJCTBA B CTPYKTYPHBIX
NOpa3JCIICHUsAX Y UPEKICHMS,

e 0o0ecreunmBaeT METOJUYECKOE PYKOBOJICTBO, HWHCTPYKTQX M KOHTPOJIb 3a
COOJIIOJICHHEM YCTAHOBJICHHOTO MOpsIKa pPabOThl € JOKYMEHTAaMHM B CTPYKTYPHBIX
MOAPa3ICICHUSIX Y UPEKICHHUS;

e WHUIMMPYET  TOBBbIIIEHHE  KBaJU(pHUKAIMU  pabOTHUKOB IO  BONpOCaM
JIETI0NIPOU3BOJICTBA;

e YAOCTOBEPSAET NOAINHUCHIO U NIEYATHIO TOKYMEHTHI.

1.8. HemocpencTBeHHO BeIET JEIOMPOM3BOACTBO B YUPESKICHUH CEKpeTaph yueOHOW 4YacTh
v (MIM) OTBETCTBCHHBIM 3a BEICHHUC JICIONPOM3BOJACTBA (Hajiee — CEKperapb), KOTOPBIH
Ha3HA4YaeTCsl MPUKa3oM aupekTopa YupexaeHus. Cekperapb B COOTBETCTBUH C BO3JIOKCHHBIMHU Ha
HETO 3a/a4aMu;

e OCYIIECTBIISCT PETUCTPALIUIO U YYET TOKYMEHTOB;

e OpraHu3yeT JOKYMEHTO000pOT, (GOPMUPOBAHHME JIeT], X XPAaHEHHE,;

e OCYHIECTBISIET TEKYHIIMH KOHTPOJb 33 CBOEBPEMEHHBIM pPACCMOTPEHHEM W
IIPOXO0KICHUEM JIOKYMEHTOB B Y UPEXKICHNH;

o o0ecrieunBaeT COONIO/ICGHUE €AMHBIX TPEOOBAaHWII MO MOJATOTOBKE IOKYMEHTOB U
OpraHu3anuy padoThl C HUIMHU B YCIOBHUSX JJIEKTPOHHOTO JIOKYMEHTOO0OPOTA;

e 0000maeT nHpopManuo 00 06beMax JOKYMEHTOO00POTa,;

e opranusyer (HOpPMHUPOBAHHE M XpPaHEHHUE TOKYMEHTAIlMOHHOTO (OHIAa M €ro
UCIIOJIb30BaHUE.

1.9. Benenue [enonpou3BOJACTBA B CTPYKTYPHBIX MOJPA3JIEIEHUSX OCYILECTBISAETCS B
COOTBETCTBHUH C JOJKHOCTHBIMU 00SI3aHHOCTSIMHU.

1.10. TIpu yxome B OTIYyCK, Bble3[ie B KOMaHAMPOBKY, Ha BpeMs OOJIE3HHM WM B Cllydyae
YBOJIbHEHUS U NEpEeMEIEHUs Mo ciiy)k0e paboTHUKM 00s3aHbl MepelaTh BCE HAXOIAIIMECs Y HUX
JOKYMEHTBI JApYyroMy paOOTHHKY IO YKa3aHHIO BBIIIECTOSIIETO PYKOBOAMTENS, IPU YBOJbHEHUU
paboTHUKA WM MEpEeBO/IE Ha JIPYT'YIO IOJDKHOCTD Mepeaaya JOKYMEHTOB U JIe]l OCYIIECTBIISETCS IO
akTy npuema-nepenaun (npunoxenust Ne 1, Ne 2).

1.11. Tlpu mnepexoze Ha JApyryio padboTy paOOTHHKOB, 3aHMMAIOIIUXCS B CTPYKTYPHBIX
MO/IPA3JENICHUSAX YUPEKICHHs BEIEHUEM JI€JIONPOU3BOJICTBA, MEepeaada BCEX JOKYMEHTOB BHOBb
Ha3HayaeMbIM paOOTHHMKAM IMPOMU3BOAUTCSA MO aKTaM IpHUeMa-Tiepenadyu, KOTOphIe yTBEPKAAIOTCS
TUPEKTOpOM YupexaeHusa. Konuu akToB HalpaBIIAIOTCA B KaHLEIAPUIO TUPEKTOPA.

1.12. B cay4asx JUIMTEILHOTO OTCYTCTBHSI PaOOTHUKA CTPYKTYPHOT'O IMOJApa3jeieHus (OTIyCK,
ciyxeOHass KOMaHIMPOBKa, OOJLHUYHBIH JIUCT U T. 1.) HEOOXOJMMO NepeiaTh OTBETCTBEHHOMY 32
BEJICHUE JIEJONPOU3BOICTBA JIOKYMEHTHI, HAXOJASIIMECS y HEro Ha HMCHOJHEHHHM IO YKa3aHHUIO
JUPEKTOpA.

1.13. PykoBoauTenu CTPYKTYPHBIX TMOJApa3ACICHUN YUpeXKIEeHUS HECYT IepCOHATBHYIO
OTBETCTBEHHOCTb 3a BBINOJHEHHE TpeOoBaHUN VHCTPYKIMH U COXPAHHOCTh HAaXOSIIUXCSA Y HHUX



IOKyMeHTOB. O ciIydasx yTparbl, HOpPYM 3aperHCTPUPOBAHHOIO JTOKYMEHTa pPabOTHHK 00s3aH
HEe3aMeUIUTEIbHO JOJOKUTh AUPEKTOPY Y UpEKIACHUS.

1.14. Bnecenue wu3MeHeHHH B HHCTpyKIMIO OCYILIECTBISETCS IPUKA30M AUPEKTOpa
VYupexneHus mocie uX coriacoBaHus ¢ Me1arorudeckuM COBETOM.

1.15. C BHOBb NPUHATHIMU paOOTHUKAMH, HAa KOTOPBIX BO3JIAratoTcs 00S3aHHOCTH IO BEJICHHIO
JIeJIONPOU3BO/ICTBA, B TEUEHHUE TPEX JHEHU IMOCIe MOCTYIUICHHUsI Ha paboTy MPOBOIUTCS MHCTPYKTAX
10 BEJICHUIO JITIOTIPOU3BOICTBA IUPEKTOPOM Y UPEKICHUS.

1.16. PaboraTh ¢ TOKYMEHTaMH BHE CIY)KEOHBIX IMTOMEIIEHW W BHOCHUTh B HUX HCIIPABIICHUS
3arpenaercs.

1.17. BeneHnue nepenucku ¢ OpraHU3alUsIMUA OCYHIECTBIISIETCS AUPEKTOPOM YUPEXKICHUS WIH
MHBIM YIIOJTHOMOYEHHBIM MM JIOJDKHOCTHBIM JIULIOM.

1.18. Brmmonnenue Hactosmerd WHCTpykimu 00s3aTeIbHO IS KaKIOTO paOOTHUKA
VYupexaenus, ¢ ee TpeOOBaHUAMHU PAOOTHUKH JTOJHKHBI OBITH O3HAKOMIIEHBI IO TIOATIHUCH.

2. IOKyMeHTBI 00pa30BaTeJbHOI OpraHu3anuu
2.1. lupexTop YUpexJIeHHUsS WIN JIUIO, UCIOIHSIOMEE ero 00sS3aHHOCTH, U3/aeT MPUKA3bI,
WHCTPYKLUH, TpaBuia, IOJOXKEHHUsS, 00sA3aTeNbHbIe MJS HCIOJHEHUS BCEeMH CTPYKTYPHBIMH
nopasaeneHusamu YupexaeHus (npuioxenuns Ne 3, Ne 4).
2.2. Xox oOcyxJIeHUs BOIPOCOB Ha 3acelaHMsIX KOJJICTHAJIbHBIX OpPraHOB, COBETOB,
cOOpaHMsIX, COBEIIAHUAX U PEIICHUs, IPUHUMAeMbIe Ha HUX, (UKCUPYIOTCS B IIPOTOKOJIAX.
2.3. JIns ocylIecTBICHUsI ONEPATUBHBIX CBA3EH C OPYTMMH OpraHM3alMsIMU M IpakJaHaMu
HCIOJIb3YIOTCS TaKue (OpMbI, KaK IUCbMa, (paKchl, TeIerpaMmsl, TeJIe(OHOTpaMMBI.
2.4. ]1nst ocyiiecTBICHHS IPUEMa, YBOJIbHEHUS, IIepeMeleHus] pabOTHUKOB, MPEOCTABICHUS
UM OTIIYCKOB O(OPMIISIIOTCS TPYJIOBBIE JOTOBOPHI, MPHUKA3bl 1O JIMYHOMY COCTaBY, 3asiBICHHS,
TPYJOBbIE KHUKKH, JIMYHbIE KAPTOUYKHU U JP.
3. IIpaBujia opopmjieHHsI JOKYMEHTOB
3.1. OcHoBHBIE TPeOOBaHMS MO 0(POPMJIEHHIO JTOKYMEHTOB
3.1.1. Hokymentsl odopmisitoTcs Ha ONaHKax YUpeKICHUS M HMCIOT yCTaHOBJICHHBIN
KOMILIEKC 0053aTeIbHBIX PEKBU3UTOB M CTAOWIIbHBIN MOPAIOK MX PACIIONOKCHUS (paciooKeHue
PEKBU3UTOB Ha OJIaHKaX OPraHU3alMOHHO-PACTIOPAIUTEIBHBIX TOKyMEHTOB cooTBeTcTBYeT ['OCT
P 7.0.97-2016 «Cucrema crannaptoB no uHpopMaiuu, OUOIMOTEUHOMY U H3AATEILCKOMY JEINy.
OpraHu3alnoHHO-PACIOPAAUTENIbHAS JOKyMeHTaIus. TpeOoBaHus K 0POPMIICHHIO JOKYMEHTOBY).
3.1.2. B YupexaeHun NpUMEHSIOTCS MPOA0IbHbIC OJTaHKH !
eOnank nucbMa (nputokenus Ne 5, Ne 6);
0Oank npukasza (nprioxerus Ne 7, Ne 8).
braHku TOKyMEHTOB M3rOTaBIMBAIOTCS Ha Oymare gpopmatoB A4 (210 * 297 mm), A5 (148 *
210 mm). Kaxnplii nuct mokymeHTa, oOpMIICHHBIH Kak Ha OnaHke, Tak W Oe3 OllaHKa, JOJKEH
WUMETH TOJIS:
¢20 MM — JIEBOE;
«10 MM — mipaBoe;
«20 MM — BepxHege;
20 MM — HUXKHEE.
Hcrnosnp3oBanue OJaHKOB POU3BOJIBbHOM (hopmbl He paspemaercs (npuioxenns Ne 3 u Ne 4).
3.2. OdopmiaeHue peKBU3UTOB JOKYMEHTOB
ABTOp A0KyMeHTa
HanmeHnoBanne YupexxaeHHs YKa3bIBAeTCS B TOYHOM COOTBETCTBUH C YCTAaBOM Y UPEKICHUS.
CoxpalieHHOe HaUMEHOBaHHWE TTOMEIIAeTCs 110/ HOJIHBIM HAUMEHOBAaHUEM B CKOOKaX.
HanmeHoBaHMEe CTPYKTYPHOTO TIOJpa3IeIEHUs] — aBTOpa IOKyMEHTa MCIIONB3YeTCsl B OJIaHKaX
nuceM U OJaHKaX KOHKPETHBIX BHJIOB IOKYMEHTOB M YKa3bIBaeTCs MOJ MOJHBIM U COKpAIIEHHBIM
HAaMEHOBAHHUSAMHU Y UPEIKICHUSI.

HaumenoBanue JOJDKHOCTH JIMIla — aBTOpa JOKYMCHTa HCIIOJB3YCTCA B OnaHkax
AOJDKHOCTHBIX JIMII W pacrojlara€tca I1moJ HanMCHOBAaHUEM quemﬂ;eHI/m. HanmenoBanmne
AOJDKHOCTH JIMDAa — aBTOpA JOKYMCHTA VYKa3bIBACTCA B COOTBCTCTBHU C HAMMCHOBAHUCM,

MIPUBEICHHBIM B PACTIOPSAIUTEILHOM JOKYMEHTE O HA3HAUYEHUH Ha JTOJDKHOCTD.
CnpaBoyHble 1aHHBIe 00 00pa3oBaTeIbHON OPraHu3aluu

CnpaBouHbIe JaHHBIE 0 YUPEKJACHUHN YKA3bIBAIOTCS Ha OJIAHKaX MHUCEM U BKIIFOYAIOT B ceOs:
azapec, Homep TenedoHa, dakc, aapec MIEKTPOHHON MOUTHI, CeTeBoi aapec, a Takxkxe OKIIO, OI'PH,
WHH u KIIIT opranuzanuu.
HanmeHnoBaHMe BHIA TOKYMEHTA



HanmenoBanue BHIa JOKyMEHTa, cocTaBieHHOro IIIkomoif, IOMKHO OBITH OINpENerIeHo
ycTaBOM (ITOJIO)KEHHUEM) M JIOJDKHO COOTBETCTBOBATH HAWMCHOBAHUSM BHJIOB JOKYMEHTOB,
npenycmorpenabiM OKVY/I: akt, cripaBka, 3ammcka, CBOJKA, OT3bIB, IPOTOKOJI, CITUCOK, M3BEILICHHE
u ap. PacnopsautenbHble JOKYMEHTHl OpraHU3allMd HM3JAl0TCS CO CIEAYIOIIMMU Ha3BaHUSIMU:
MIPUKa3, pacropsHKeHUe.

HaumeHnoBanue BuAa M PasHOBUAHOCTH JOKYMEHTa HE YKa3bIBaeTcsl B MHCbMax. MecTo
COCTABIICHHS] WJIM HM3JaHUS JOKYMEHTa YKa3bIBaeTcsd Ha OJaHKaX JOKYMEHTOB YUpexIeHUs, 3a
UCKIIIOYeHHeM OJaHKOB muceM. Ha3BaHue [OKyMEHTa I[e4aTaeTcss MPOMUCHBIMU OYyKBaMH
MOJYXHUPHBIM HIPUPTOM.

Jara nokymeHTa

JlaTol TOKyMEHTa SIBJISICTCS JaTa ero MOANUCAaHUsS (WM yTBEPXKICHHA); Ul JTOKYMCHTA,
NPUHUMAEMOT0 KOJUIETHAIbHBIM OpraHoM (IPOTOKOJa), — JaTa ero 3acefaHus (IpHHSATHS
peLIeHus), ISl aKTa — JlaTa COOBITHS, /Ul IOKYMEHTa, TPEOYIOIIero ero YTBepIKICHUS, — JaTa ero
YTBEPKACHHUS.

Jlnist TOKyMEHTOB, COCTABJICHHBIX OJHOBPEMEHHO HECKOJIbKUMH OpTaHMU3alusMH, IaToi
JOKYMEHTA SIBJISIeTCS JjaTa MOAMUCAHUSI €T0 MOCIIeAHEeH opraHu3anuei.

Jlata moamucaHusi, yTBepKICHUs, COTIacCOBaHMU JOKYMEHTA, a TaK)Ke JaThl, COJCpKAIIUECs
B TEKCTE, JOJDKHBI O(OpMIIATHCA HUGPOBBIM  CHOCOOOM. OJEMEHTHl JAaThl MPUBOASTCS
apabckuMu UppPaMu B OHY CTPOKY B MTOCITIEIOBATEILHOCTH . ICHb MECSIA, MECSIL, TOI.

Hampumep: 14.06.2018.

PerncrpanuoHHblii HOMep T0KyMeHTa

Peructpanmonnsiii  Homep — 1udpoBoe wunu  OykBeHHO-LM(poBoe 00O3HAUEHUE,
MIPUCBAaNBAEMOE IOKYMEHTY TPU €Tr0 PETUCTPALIHH.

Peructpanus jokymeHTa MPOBOIUTCS MOCTE €r0 MOANUCAHUS WIH YTBEPKIACHHUS.

Jlnsi BHYTPEHHUX JIOKYMEHTOB — MPHUKA30B, MPOTOKOJIOB — 3TO TOPSAIKOBBIA HOMEpD B
npenenax KajleHJIapHOro Tojia Mo KaKIOMY BHAY WU PAa3HOBUIHOCTU JOKYMEHTOB. B mpukaszax
PETUCTPAIIMOHHBIE HOMEP MOJKET JOIMOJHATHCS OYKBEHHBIM HMHIEKCOM, 0003HAYAIOUIHIM
Pa3sHOBUIHOCTH (HAaIIpUMep: MPHKa3 10 OCHOBHOM aesaTeabHocTH oT 15.05.2018 Ne 253 1; mprikas mo
mmaHomy coctaBy oT 10.01.2018 Ne 22 nic, npukas 06 ormyckax ot 25.01.2018 Ne 420t, npukas mo
komauaupoBkam ot 25.01.2018 Ne 25k).

JI1st BICXOIAINX TOKYMEHTOB PETHCTPAIMOHHBI HOMEP COCTOHT:

1) 13 nopsIAKOBOTO HOMEPA B Ipeieiax MacCHBa OTIPABIIAEMON KOPPECIIOHACHIIHH;

2) WHJIEKCa Jiejia B COOTBETCTBHH C HOMEHKIIATYPOU Je] Y Upexk ICHHS.

PerucrpanmoHHbplii HOMEp JOKYMEHTa, COCTaBIEHHOIO COBMECTHO JByMs U Oojee
OpTaHU3aIMsIMA, COCTOMUT W3 PETUCTPAIIMOHHBIX HOMEPOB JIOKYMEHTOB KaXKAOH W3 OTHX
OpraHu3aIMii, IPOCTABISEMbIX Yepe3 KOCYIO UepTy B MOPSAAKE YKa3aHUS aBTOPOB B JIOKYMEHTE.

CchbliiKka HAa perucTpPauMOHHBIH HOMeEpP U AaTy T0KyMeHTa

CcpliKa Ha perucTpallMOHHBINA HOMEP U 1aTy JOKYMEHTa BKJIHOYAeT B ce0s1 perucTpaluoOHHbINH
HOMEp W JaTy JOKYMEHTa, Ha KOTOpBIM JOJoKeH ObITh gaH oTBeT. CchlUTka Ha HOMEp M Jary
JOKYMEHTa HCHOJb3yeTcsl Mpu O(QOPMIICHUM IHCEM, SBISIOIIMXCS OTBETAMU Ha IOCTYIUBIIEE
nUCcbMO (3ampoc, mpockOy u nip.). CBeeHHs B PEKBU3UT MIEPSHOCSATCS C TIOCTYNHUBIIETO JOKYMEHTA
Y COOTBETCTBYIOT PErHCTPALIMOHHOMY HOMEPY U JaTe MOCTYIMHUBILIErO JOKYMEHTA.

OrpaHnynTenbHAs OTMETKA JJIs JAHHOTO PEKBH3HMTA MPOCTABIISACTCS B JICBOW YacTH OJaHKa
MUCHhMA O] PEKBU3UTOM «J1aTa» U «PEruCTPALMOHHBIN HOMEP JOKYMEHTa.

Hannyme naHHOTO peKBU3WTa HMCKIIIOYAeT HEOOXOIMMOCTH YINOMWHAHHS HOMEpa W JaThl
MOCTYMUBUIETO0 JOKYMEHTa B TEKCT€ IUChbMa, YTO OCBOOOXJAaeT TEKCT OT CHpPaBOYHOU
HH(pOpMaLINH.

MecTo cocTaB/ieHHs MU U3IAHUS IOKYMEHTAa

Mecto cocraBnenus (u3ganus) jgokymeHta (r. DHCK) yKas3blBaeTCsi B JOKYMEHTaXx,
M3rOTaBIMBAEMBIX Ha OJJaHKaX KOHKPETHBIX BUJOB JJOKYMEHTOB.

Anpecar

JIOKYMEHTBI aJpecyloT B OpraHbl BJIACTH, OPTaHMU3ALUH, UX CTPYKTYpHBIE MOJpa3/eIeHus,
JOJDKHOCTHBIM W (PU3UYECKUM JIUTAM.

IIpu anpecoBaHMu JOKyMEHTa B OpraH BIIACTH, OpTaHU3AIMI0 WIH €€ CTPYKTypHOE
nojpaszesieHue (0e3 ykazaHus JTOHDKHOCTHOTO JIMIA) MX HAMMEHOBAHHE MUIIYT B UMEHUTEIHHOM
najiexe.

Hamnpuwmep:

MunucTepcTBO 00pa30BaHus U HAYKH



Poccutickoit denepanuu
JlemapTaMeHT TOCYIapCTBEHHOW MOJUTUKU B cdepe
3allUTHI IPAB IE€TEH

[Ipy HampaBiIeHWH [OKYMEHTa JODKHOCTHOMY JIMIy Ha3BaHME OpraHU3alud M ee
CTPYKTYPHOT'O IOJpa3/eieHUsl yKa3blBalOT B MMEHUTEIBHOM MAJeXkKe, a JOJDKHOCTh U (haMUIIUIO
azpecata — B gaTedbHOM. MHHIMANBI CTABATCH Mocje (paMHIMH HE3aBUCHMO OT TOTO, KOMY
a/ipecoBaH JOKYMEHT — JOJDKHOCTHOMY JIUILY WM (PU3UYECKOMY.

Hanpumep:

MunucrepcTBo 00pa3oBaHuss JHCKOW 001acTH

VYnpasieHue nenamu

I'maBHOMYy cnienmanucry MBanosoii 1.1.

Wnu nHa3paHue opranu3anyvi BXOJUT B HAWMMCHOBAHUC JOJDKHOCTHU U O(I)OpMJISICTCﬁ B
JaTCJIIbHOM ITaCKE

Pexropy unctutyra
MBanosoit U1.1.

[Ipn axpecoBaHMHM JOKYMEHTa B HECKOJBKO OJHOPOJHBIX OpraHu3aliii WX Ha3BaHUA
clieIyeT yKa3bIBaTh 0OOOIIEHHO.

Hamnpumep:

PykoBomuTensm 00pa3oBaTeIbHBIX
OpraHu3aIHH o0wiero o0OpasoBaHus,
PYKOBOIUTEIISIM PEITPUSATHIA u

opranuzanuit Munobpuayku Poccuu

JlonmyckaeTcsi LIEHTPUPOBaTh KaXIyl CTPOKY DPEKBH3UTAa «Ajpecar» I10 OTHOLICHHIO K
CaMOM JNIMHHOM CTPOKE.

Hampuwmep:

3aMecTUTeN0  TUPEKTOpa
1o yueOHoM pabore
MBOY  Vupexnaenune Ne 1
Uyiikunon 1.1.

B cocraB pekBH3MTa MOXKET BXOJUTH IOYTOBBIA ajpec. DJIEMEHThl MOYTOBOIO ajpeca
YKa3bIBAIOTCA B IIOCIENOBATEIBHOCTH, YCTaHOBJIEHHOM lIpaBmiamu oka3aHus ycCiayr IOYTOBOMN
CBSA3HU.

IIpu agpecoBaHny NKMCbMa B OPraHU3ALMIO YKA3bIBAKOT €€ HAUMEHOBAHUE, 3aTEM II0YTOBBIN aJpec.

Hanpuwmep:

Penakums JKypHaIa
«YnpasieHHe HAYaJIbHON IKOJION»
MockoBckuit  mpocn., A. 6,

r. Ouck, 101856

Anpec He TpocTaBiseTCs Ha JOKYMEHTaX, HaIpaBisSeMbIX B TPAaBUTEILCTBEHHBIC
VUPEXKICHUS U TIOCTOSTHHBIM KOPPECTIOHJICHTaM, B 3TUX CIy4asX MOTYT IPUMEHSATHCS KOHBEPTHI C
3apaHee HaleyaTaHHBIMU aJIpECaMH.

I[Ipu  agpecoBanuu  JOKyMeHTa  (H3WYECKOMY  JIUIly  HEOOXOJUMO  YKa3bIBaTh
(dhaMuIHI0, MHULIMATB, 3aTEM ITOYTOBBIH aapec.

Hanpuwmep:

NBanosy U.N.

UYepnspimesckas yi., A.100, ks. 100,

r. DHCK, DHCcKas o6xacTs, 101856



JIOKyMEHT He JOJDKEH CoJepaTh 0oJiee YeThIpeX aJpecaToB, KKl K3EMIULIP TaKOTro
JOKyMEHTa J0JKeH ObiTh moamucad. CnoBo «Komws» mepen BTOPBIM, TPEThUM, YETBEPTHIM
aJjpecaTaMy HE YKa3bIBaIOT.

[Ipn HampaBimeHWHM JOKYMEHTa Oojiee 4YeM B 4YETBIpE aJpeca COCTAaBJSETCS CIHCOK Ha
PAacChUIKY, a Ha Ka)XJOM JIOKYMEHTE MPOCTABIISIETCS TOJIBKO OAUH aJipec.

I'pud yrBepx)aeHUS JOKyMEHTA

YTBepKIeHNUE JTOKYMEHTa TIPOU3BOAMTCS IMPOCTaBICHHEM Tpuda YTBEPKICHUS WIN
U3JIaHHEM PaCIIOPSIUTEIILHOTO JOKyMeHTa (B TeX Cllydasx, KOrja TpeOyroTCs JOMOJIHHUTEIbHBIE
MPEIIMUCAHUS U Pa3bSICHEHHS).

JIOKyMEHTBI ~ yTBEPXKIAIOTCS  JUPEKTOPOM  YUPEXKICHHUS,  BBIIIECTOAIIUMH  WIH
MEXXBEJIOMCTBEHHBIMU OpraHaMM, OpPraHU3alUsIMH, B KOMIIETEHIIMIO KOTOPBIX BXOJMT pEUICHUE
BOIIPOCOB, U3JI0KEHHBIX B YTBEPKAAEMbIX JOKYMEHTAX.

[Tonoxxenus, mnpaBuia, MOPSAKH, JTOJDKHOCTHBIE WHCTPYKIMH, WHCTPYKIMH, pacHuCaHUs
3aHATUH YPOKOB, BHEYPOUHOH JESITEIBHOCTH, JOMOIHUTEIHHOTO OOpa3oBaHUS WU Jp. IMOIJICKAT
YTBEPKACHHUIO TUPEKTOPOM YUPEKACHUS U IPHOOPETAIOT IOPUINYECKYIO CHITy TOJBKO C MOMEHTA
UX YTBEPKIACHUS.

I'pud yTBepkIeHUS TOMEMIAETCS B TPAaBOM BEPXHEM YTy IEPBOTO JIMCTa JOKYMEHTA,
coctout u3 cioBa YTBEPXJIAIO (6e3 kaBbIuek), MOJIHOIO HAMMEHOBAaHUS JIOJDKHOCTH JIWIIA,
YTBEP)KIAIOIIET0 JOKYMEHT, €ro JIMYHON MOJIMKUCH, €€ paciuppoBKU (MHUIUAIOB, (aMUINHA) U
JIaThl YTBEPKICHHUS.

Hamnpuwmep:

VTBEPXIALIO

Hupextop MBOY Vupexnenue Ne 3

noanucys M.H. UBaHoBsa

15.06.2018

Homyckaercsi B pekBu3ute «['pud yTBEepKICHHS TOKYMEHTa» IEHTPUPOBATH AJIEMEHTHI
OTHOCHUTEJBHO CaMOW JIJTMHHOMU CTPOKH.

Hamnpumep:

YTBEPXIAIO

Hupextop MBOY Vupexnenue Ne 3

noanuces M.H. UBaHoBsa

15.06.2018

[Ipu yTBEpKIEHUM [TOKYMEHTAa HECKOJBKHUMHU JOJDKHOCTHBIMU JIMIAMH WX MOAIUCH
pacriojiararoT Ha OJJHOM YpPOBHE.

[Ipu yTBepk’IACHUN TOKYMEHTA MOCTAHOBJIECHUEM, PEIICHUEM, MPUKA30M, MPOTOKOJIOM TpHud
yTBepxaeHus coctout u3 ciosa YTBEPXJIEH (-A, -O, -bl), HaWMEHOBaHUS YTBEPIKIAFONIETO
JOKyMEHTA B TBOPUTEIBHOM IaJIEXKE, €r0 1aThl, HOMEpA.

Hamnpumep:

YTBEPXEH

[IpOoTOKOJIOM METOINYECKOTO COBETA

15.06.2018 Ne 32

nim

VTBEPXJIEHO

npukazom MBOY Vupexnenue
Ne 3

15.06.2018 Ne 32

Cnosa YTBEPXJIEHO u YTBEPX/IEH B mpunokeHusix coriacyrorcs B poAe U UYUCIE C
BUJIOM  YTBEp)KJIaeMoro JokyMeHTa: nosoxenne — YTBEPXIEHO, nporpamma —
YTBEPXEHA.

BHocuTh Kkakue-muOO M3MEHEHHsT U J00aBlICHHsS B NOANUCAHHBIE (YTBEP)KICHHBIC)
JOKYMEHTBI 0€3 pa3peleHus JInia, MOIICaBIIEero JOKYMEHT, He TOITYCKaeTCsl.



OTBETCTBEHHOCTH 3a Ka4eCTBO MOATOTOBKH TOKYMEHTOB M JOCTOBEPHOCTh COJEPKAIUXCS B
HUX JAaHHBIX BO3JIaraeTcsi Ha JIMLA, [IOATOTOBMBIIME, 3aBU3MPOBABIIME U IOJMNMCABLIME
JTOKYMEHTHI.

3aroJioBOK K TEKCTY

3aroJoBOK K TEKCTy BKIIOYaeT B ceOs KpaTKoe COjAep)KaHUe JOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3aronoBok Qopmymupyercs ¢ mpemiorom «O» («O0») m oTBeyaeT Ha
BOIIPOC «O YeM?»:

eriprika3 (0 yeM?) 0 CO3/1aHHMHU ATTECTAIIMOHHON KOMUCCHUH;
enipuka3 (0 yem?) 00 yTBEpIKJICHUM IITATHOTO PACIIUCAHUS;
eIIHCHMO (0 YeM?) O IPEOCTABICHUN HH(POPMALIUH.

3aroJ0BOK COCTaBIISICT MCIOJHHUTENb JOKYMEHTA. 3aroJIoBOK K TEKCTy odopmisiercs moj
pekBu3nTaMM OJaHKa cjeBa, OT TPaHULBI JIEBOro noiis. Eciu TEKCT JTOKYMEHTa He IPEBbIIIAeT
YEeTBIPEX-TISTH CTPOK Wik oopmiieH Ha Oinanke Gpopmara A5, 3aT0JIOBOK MOKHO HE YKa3hIBATh.

3arojJoBOK JOKYMEHTa 3allUCBhIBAETCAd IIPU €ro pPErucTpallid B COOTBETCTBYIOLIHE
perucTpanroHHble POPMBI: KapTOUKy, 0a3y JaHHBIX.

TekcT noKymMeHTa

TekcT JOKyMeHTa COCTaBIISICTCSI HA PYCCKOM SI3bIKE KaK TOCYAapCTBEHHOM s3bIke Poccuiickoii
@enepanuu. TexkcT MOKyMEHTa H3Jaraercs pPycCKMM JIMTEPaTyPHBIM SI3bIKOM € y4€TOM
ocoOeHHOCTeH  OQUIMATBHO-IEIOBOTO CTHIIA, BUAAa JOKYMEHTa U €ro Ha3Ha4YeHUsS B
yIpaBiieHYecKoil jaesrenbHocTH. CojepKaHue JOKYMEHTa JIOJDKHO OBITh H3JI0KEHO KpaTKo,
JIOTHYHO, TOYHO H SICHO.

TekcTbl TOKYMEHTOB U3J1aratoTcs:

or 1-ro nMua eIWHCTBEHHOTO 4YMClIa B JIOKYMEHTaxX (IpUKa3, pacHoOpsHKCHUE U T. 1)
IUpeKTopa YUpeKIeHUs, NEHCTBYIOIIEro Ha NMPUHIMIAX €AMHOHAYalus, a TakkKe JOKyMEHTaX,
aJIpECOBAaHHBIX PYKOBOJCTBY OpraHHW3alMH: IPHKA3bIBA0... TOATOTOBUTH M TPEACTaBUTHh Ha
paccMOTpeHHe; IPOILY PAacCCMOTPETh BONPOC 00 YCTAHOBJIEHUH JIBIOTHBIX Tapu(oOB...;

3-T0 WA EJUHCTBEHHOTO YHCIa B JOKYMEHTaX KOJUICTHAIBHBIX OPraHOB. KOMHCCHS
pemmia...; YupexxaeHue He CYUTaeT BO3MOXKHBIM. ..;

1-ro nMma MHOXXECTBEHHOTO YHCIa B COBMECTHBIX JOKYMEHTaX: IIPOCHM IPEICTaBHTH
JIAHHBIE O; MPEJICTABIIAEM Ha PACCMOTPEHUE U YTBEPXKICHHUE. .. ;

3-T0 WA MHOXECTBEHHOTO YHCIa B TPOTOKOJAX: CIIYIIAIH, BBICTYIHIIH, ITOCTaHOBHIIH,
peLmin.

B nmoxymeHTax, ycTaHaBJIMBAIOUIMX IpaBa M OOS3aHHOCTH OPTraHU3AINH, €€ CTPYKTYPHBIX
nojpa3aeNcHuil (OI0KeHNE, MHCTPYKIIUS), 8 TAKKEe COACPXKAIINX OMHMCAHUE, OIICHKY (DaKTOB MIn
BBIBOJIBI  (@KT, CIpaBKa), HCHONb3yeTcs (opma U3JNOKEHHS TEKCTa OT TPEThero JUIa
CIMHCTBEHHOTO WM MHOXXECTBEHHOTO YHcia («OTAEN OCYIIECTBISCT (DYHKIUH», «B COCTaB
O00BEMHEHHUS BXOIAT», KKOMUCCHUS YCTAHOBHUIIA).

B Tekcre [0OKyMeHTa, MOATOTOBIEHHOIO HA OCHOBAHHWU 3aKOHOJATEIbHBIX, WHBIX
HOPMATHBHBIX MPABOBBIX aKTOB, W3/IaHHBIX OpPraHAMHU BIIACTH W YIPABJICHUS, JOKYMEHTOB, paHee
M3JJaHHBIX OPTaHOM BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBaeTCs HaMMEHOBAHUE BHUJA IOKYMEHTa,
HAaNMEHOBAHHME OpPraHa, M3/aBIIET0 TOKYMEHT, JaTa MPUHSATHS W YTBEPXKACHUS JOKYMEHTA, €ro
pPETrUCTpallMOHHBI HOMEp, a TakXe 3arojOBOK K TEKCTy HWJIM HauMEHOBaHHE BUAA JOKYMEHTa,
Harpumep:

«B coorBerctBUM ¢ mocraHoBieHueM llpaButensctBa ot 13.08.1997 Ne 1009 «OO06
yTBepKaeHiHn [IpaBui TMOATOTOBKM HOPMATHBHBIX IIPABOBBIX aKTOB (heAepaibHBIX OpraHOB
WCTIOJTHUTENILHON BJIACTU M UX TOCYJApPCTBEHHON PErucTpaliuny,

«B  coorBerctBun ¢ llomokeHMeM O  IIOCTOSIHHO — JECWCTBYIOIIEM  DKCIIEPTHOMN
KOMHCCUU YUPEXKJICHHsI, OpraHMU3allid, TPeANpHUsATHs, YTBEP)KICHHBIM mpuka3oM PocapxuBa oT
19.01.1995 Ne 2...».

Ecnu TeKCcT colep>KUT HECKOJIbKO MOPYYEHUH, pelleHui, BHIBOJIOB, B TEKCTE BBLACIISAIOTCS
paszensl, MoApa3Aeibl, ITYHKTHI, TOAITYHKTEHI.

B TekcT mokymeHTa MOTYT BKJItoYaThbes (pparMeHThbl, oopMIIEHHBIE B BHUJE TaOJIMIIbI MIIH
AHKETHI.

CrpaHullpl TEKCTa HyMEPYIOTCS apaOCKUMH LU(paMy OCEpeMHE BEPXHETO MOJIS.

B nmuchMax BCmob3yroT ciaeayronue GopMbl H3TT0KEHHS

*OT TIEPBOTO JIMIIa MHO)KECTBEHHOT'O YHcia («IIPOCHM HANPaBUTHY, «HATIPaBIIsIEM Ha
pPacCMOTPEHHEY);



e[ICPBOTO JIMIA CAMHCTBEHHOTO uYHCla («CUUTAr0 HEOOXOJUMBIMY, «IIPOIIY
BBIJICIIATEY);
eTpeThero Jjwuia enuHcTBeHHoro umcia («OO He Bospaxkaer», «OO cumraer
BO3MOYKHBIMY).
OTmeTKa 0 IPUII0KEHNUN
Ecnu noxkyMeHT umeeT MpUJIoKeHUs, Ha3BaHHbIE B TEKCTE, TO OTMETKa O HUX odopmisercs
o cueayomieit popme:
[Tpunoxenue: va 10 1. B 3 7K3.
Ecnu mpuiokeHHss B TEKCTE HE HA3BaHBI, TO HEOOXOAMMO NEPEUYUCIIUTh WX HA3BaHMS,
KOJIMYECTBO JIUCTOB U HK3EMILISIPOB KaXKJO0TO.
IIpy HanM4MKM HECKOJIBKUX MPUIIOKEHUM OHU HYMEPYIOTCS:

IIpunoxenus: 1. IlTatHOE pacnucaHue... Ha 4 1. B 3 9K3.
2. CmeTa pacxo/ioB... Ha 4 11. B 3 9K3.

Ecnu npuio)xeHus: cOpoILOpOBaHbl, KOJINYECTBO JIUCTOB HE YKA3bIBACTCA.

Ecnu kK 1OKyMEHTY IpHIIaraeTcst Ipyrom JOKYMEHT, TAKXKEe UMEIOIIUN IIPUIIOKEHUE, OTMETKY
0 HAJIMYMU IPUI0KEHUS OQOPMIISIIOT CIIETYIOLIMM 00pa3oM:

[Mpunoxenue: mucemo Pocapxusa ot 05.06.2003 Ne 02-6/172 w npuiiokeHHEe K HEMY, BCETO
Ha 3 JL.

Ecnu npuioxeHueM sBIsieTcsi 000COOJICHHBIN 3JICKTPOHHBIA HOCUTEb (KOMIAKT-IHCK, USD-
(Ien-HaKOMUTENb U JP.), OTMETKY O HAJMYHUHU MPUIIOKCHUS] OPOPMIISIOT CIACAYIOIMM 00pa3oM:

[Tpunoxenne: CD B 1 3x3.

[Ipu sToM Ha BKIajpiie (KOHBEPTE), B KOTOPBIA MOMEIIACTCS HOCUTENb, YKa3bIBAIOTCS
HAaMMEHOBAHMSA JOKYMEHTOB, 3alMCAaHHBIX HA HOCUTENb, UMEHA (ailsioB.

[Tpunoxenus NOKHBI OQOPMIIATHCS HAa CTaHAAPTHBIX JHMCTAaX U MMETh BCE HEOOXOIMMBbIE
Ui TOKYMEHTOB  PEKBU3UTHl  (HAMMCHOBAHME, 3aroJIOBOK, IOIIKMCH  PYKOBOIMTEICH
HO/Ipa3IeNICHUIi, OTBETCTBCHHBIX 3a UX COJICP)KAHKE, OTMETKY O COIJIACOBAHMH U T. II.).

Ha npunoxeHun K pacrnopsauTeIbHOMY JOKYMEHTY B IIPaBOM BE€PXHEM YIUIy CTaBUTCS
OTMETKA C yKa3aHUEM Ha3BaHMs PACHOPAIUTENBHOIO JOKYMEHTa, €ro IaThl U PErUCTPALlMOHHOIO

HOMEDA.
Hampuwmep:
[Ipunoxxenne Ne 2
K pukazy MBOY Yupexnenne Ne 3
or 15.06.2018 Ne 11
HanmenoBanue Buaa JOKyMEHTa — [pWiIoKeHUs  (MepBOe  CJIOBO  3arojioBKa

NPUIOXKEHHUS) BBIICNSCTCS MPONMUCHBIME OykBamu, monykupHbiM mpupTom ([TOJIOXKEHUE,
[TEPEYEHD, CIIUCOK u T. 1.).

Honyckaetcst Belpaxkenue «[IPUJIOKEHUE Ne» neuataTh mponucHBIME OYKBamH, a Takke
LIEHTPUPOBATh JTO BBIPAKEHUE, HAUMEHOBAHUE JOKYMEHTA, €r0 AAaTy U PErUCTPALMOHHBIA HOMEp
OTHOCHUTEJIHO CaMOW JIJIMHHOMN CTPOKH.

Hamnpumep:

IMTPJIOXXEHUE Ne 2
K pukazy MBOY VYupexnenne Ne 3
ot 05.06.2018 Ne 145

I'pud cormacoBanus fOKyMeHTa

Bremnee cornacoBanme opopMIIsIETCs COOTBETCTBYIOIINM TPU(OM.

I'pud cormacoranus cocrout u3 cioBa COIJIACOBAHO (0e3 kaBbIuek), TOHKHOCTH JIMIIA,
KOTOPBIM COTJIACOBaH JOKYMEHT (BKJIIOYas HAaMMEHOBAaHHE OpPTraHHW3alllH), €r0 COOCTBEHHOPYYHOM
MOJTKCH, HHUIIMATIOB, (DaMUIINH, ATl COTIACOBAHUS.

Hamnpuwmep:

COI'JTACOBAHO
3amecTuTeNb HayajJbHUKA YIpaBJICHUS
oOpa3zoBaHMs DHCKOM obmactu



MIOATIUCH A.N. Iletpos
11.07.2018

Ecnu cornmacoBaHue NPOBOAUTCS € KOJUIETHMAIIBHBIM OPraHOM MIIM IIOCPEACTBOM ITMCHBMA, TO
rpud coriacoBaHus 0popMIIIETCs CIEIYIOIUM 00pa3oM:

Hanpumep:

COI'NTACOBAHO

[Tegarornyeckum cobetom MBOY Vupexnenue Ne 3
(mpoTtokos ot 29.03.2018 Ne 1)

['pudsl coriacoBaHuss MOTYT pacHoNaraTbCsi Ha OTICIBHOM JIMCTE COTJIACOBAHUSI, CCIU
COJIep)KaHWE JOKYMEHTa 3aTpardBaeT MHTEPEChl HECKOJIbKMX oOpraHu3anuii. Ha moxkymeHTte
nemaercsi oTMeTKa «JIMCT COriacoBaHUsI PUIIAracTCsy.

BHerHee coracoBaHie B 3aBUCHMOCTH OT COJCP)KaHHs JOKYMEHTa OCYIISCTBISICTCS B
CJIEYIOLIEH O4EePEHOCTH:

*CO CTOPOHHMMH OpraHU3AIMIMH, KOTJa OHU BBICTYHAIOT 00S3aTEIbHON CTOPOHOM
B IPABOOTHOIIEHHUSX, BO3HUKAIONIMX BCICACTBHE H3JaHUS JOKYMEHTa, HIH KOrja
COZIepKaHKe JIOKYMEHTA 3aTParuBaeT UX HHTEPECHI;

¢00MIECTBEHHBIMH OPraHU3alMSIMH — B CIIydasX HEOOXOJMMOCTH WIIM B CIydasx,
IPETYCMOTPEHHBIX MOJOKEHUSIMHU 00 STUX OpraHU3aIUIX;

eOpraHaMu, OCYIIECTBISIOIMINME TOCYIApCTBEHHBIN HaIBEIOMCTBEHHBIA KOHTPOJIb
(mam3op) B ornpeneeHHON 006,1acTH (IKOJIOTHYECKUH, TOKAPHBIHA U T. I1.);

BBIIIECTOSIIAME OPraHM3allMsIMA — B CIydYasX, KOIja 3aKOHOJATEIbCTBOM
IpeyCMaTPUBACTCS. BO3MOXHOCTh COBEPIICHHs YIPABICHYCCKUX JCHCTBHIA TOJBKO C
pa3penieHns 3TUX OpraHu3alui.

Busa coriacoBanusi JOKyMeHTa

Bussl coriacoBaHusi JOKyMEHTa — PEKBH3UT JOKYMEHTa, YKa3bIBAIOIIMN HA COTJIACHE WU
HECOoTJIache JOJDKHOCTHOTO JIMIa YUpexkIeHHs C COoJepKaHHeM POEKTa JOKyMeHTa (aiee — Bu3a).

Busza BkIOYaeT MO/DKHOCTH JIMIA, BH3UPYIOMIETO JOKYMEHT, IOIIKCH, PaCHIH(POBKY
noAnmucH (MHAIKAIBI, (DAMHJIMIO) M JaTy BU3UPOBAHUS.

Hamnpumep:

3amecTuTeNb IUPEKTOPA MO BOCIUTATEIbHON paboTe
JIn4ynas noanuck N.N. IBaHoOBa
10.10.2018

OdopmiieHHast TakuM 00pa3oM BU3a O3HAYAET COTJIACHE JIOJDKHOCTHOTO JIMIA C COJIepKaHHEM
JIOKYMEHTA.
[Tpu HaM4YMK 3aMedaHuil Mo TOKYMEHTY B3y OQOPMIISIOT CIEAYIOIUM 00pa3oM:

3ameuaHus MMpUuIararoTcs
3aMecTUTEIb AUPEKTOpa 1o BOCIIMTATEIIbHOM pa60Te

JInynasa nmoamnuch N.N. BanoBa

10.10.2018

JIOKyMEHT BU3HMPYETCS UCHOJIHUTENIEM U 3aMHTEPECOBAHHBIMU B JOKYMEHTE JOKHOCTHBIMU
JTUTIAMH, TUPEKTOPOM Y UPEIKICHUS.

3ameuaHusi JOJDKHBI OBITH TPENCTaBICHBI HA OTIEIHHOM JHCTE, KOTOPHIH MOIMHCHIBAIOT,
JTATUPYIOT U MPUJIATAIOT K TOKYMEHTY.

Ha nokymeHTe, MOMJIMHHHMK KOTOPOTO OCTAa€TCAd B YUPEKIEHUHU, BHU3bl IPOCTABISAIOT B
HIDKHEH 4aCTH 000POTHOM CTOPOHBI MTOCJIEIHETO JINCTA OJTMHHUKA TOKYMEHTA.

Ha noxymeHnTe, MOJIMHHUK KOTOPOTO OTHPABISIOT W3 OpPraHU3allid, BU3bI MPOCTABIISIIOT B
HIDKHEN YacCTH JIMIIEBOW CTOPOHBI BTOPOTO AK3EMILISIPAa OTIPABISIEMOTrO TOKYMEHTA.



Bo3MoxxHO oopmiieHHEe BU3 TOKYMEHTa Ha OTAEIBHOM JIMCTE coryiacoBaHus. JlomyckaeTcs
MOJIMCTHOE BU3MPOBAHUE IOKYMEHTA U €T0 MPHIIOKCHHUS.

Ecnu B mporiecce BU3UPOBaHMS B MPOEKT JOKYMEHTA BHOCSTCS CYIECTBEHHbIC M3MEHEHUS,
OH TOMJICKUT TIOBTOPHOMY BH3UpOBaHHIO. [IOBTOpHOE BM3MpOBaHWE HE TpeOyercsi, ecliu Tpu
JI0pabOTKE B MPOEKT JOKYMEHTA BHECEHbI YTOUHEHUS, HE MEHSIOIUE €r0 CYTH.

Tloamuce

JlokymenTsl, HampasiseMble  IIIKomoM B BBIIIECTOSAIME  OpraHbl  YIpaBIIEHUS,
MOJITMCHIBAIOTCS  JUPEKTOPOM YUPEXKJICHUS, €ro 3aMeCTUTEJIeM M0 MOPYYCHHIO JAHPEKTOpa
VYupexxaeHus 10 COOTBETCTBYIOIIUM HaIlPABICHUSM.

B cocraB pekBusuta «I[loamuce» BXOIAT: HAMMEHOBAHHE JOJDKHOCTH JIMIIA, TTOJITUCABIIETO
TOKyMeHT (IOJIHOE, ¢ yKa3aHWEM Ha3BaHMs OpraHU3alliH, €CIM JOKYMEHT o(popMIleH He Ha OJIaHKe,
U COKpaIlleHHOE — Ha JIOKYMEHTe, OopOpPMJICHHOM Ha OJiaHKe); JUYHAs MOJIUCH, pacIiiuppoBKa
noanucy (MHULIHAIIBI, (aMIITHS).

Hanpumep:

3amecTuTeNb IUPEKTOpa JInynas noanuce N.N. NBanosa
10 BOCIIUTATENILHON paboTe

B nokymMmeHTax, moAroTOBIEHHBIX KOMHMCCHEM, YKa3bIBalOTCSI HE JOJDKHOCTH MOANMCABIIMX
JIUI], 2 UX 0053aHHOCTH B COCTaBE KOMHUCCHH.
Hampuwmep:

npeaceaarciib KOMUCCHUH JIM4Has 1nIoAnuch N.0. Gamunns

YJICHBI KOMHCCHU JIM4YHas 1IoAnuch N.0. Gamumnns

JIMYHAas IIOIITNCH N.0. ®amunus

[Ipy mnoxamucaHuu JOKyMEHTAa HECKOJIBKMMM JOJDKHOCTHBIMM JIMIAMHU HMX IOJIUCH
pacrnojararT OIHY II0J JApyrol B IOCIEAOBAaTENbHOCTH, COOTBETCTBYIOLIEH 3aHUMaeMOU
JOJDKHOCTH.

Hamnpumep:

Jupekrop mnyHadg noanmuck  M.O. ®amunus

3aMecTUTEIb AUPCKTOpa JIMYHas 1nmoanuchb N.0. damunns

HpI/I noANMNCAHUN JOKYMCHTAa HCCKOJIbKUMH JIMIIAMHU PaBHBIX JOJDKHOCTEH, HMX IIOIIMHCH
pacnoJjiaratoT Ha OAHOM YPOBHC.

Hanpuwmep:

3aMecTUTeNb JUPEKTOpa IO 3aMecTuTeNb AUPEKTOpa I10
aMUHUCTPATUBHO-X03SIICTBEHHOMN y4e0HO-BOCIIUTATENbHOM padboTe
pabote

JInunas nogmuce  M.O. @amunug  nuubag nogmuck  M.O. @amunus

Ecnmu  OMKHOCTHOE JMIIO, MOANMCH KOTOPOrO 3aroTOBJIE€HAa Ha IIPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT JIOJKEH MOJAMUCHIBATHCS JIULIOM, HCIIOMHSIOMINM €ro 00S3aHHOCTH, WIH
€ro 3aMECTHTEJIEM.

He pomyckaercst moianucaHue JOKYMEHTOB C IMPEUIOIOM «3a» WM MPOCTABIEHUE KOCOU
YepThl Mepe/l HAUMEHOBAHUEM JIOJIKHOCTH.

OtMeTKa 00 2JIEKTPOHHOI NMOANUCH

OtmeTKa 00 3JIEKTPOHHOW MOAMUCH BKIIOYaeT: gpaszy «JlOKYMEHT MOINHMCAH AJIEKTPOHHON
MOJIIMCHIO», HOMEpP CepTHU(HKATa KI0Ya 3JIEKTPOHHOW MOAMUCH, (aMUIHIO, HMs, OTYECTBO
BJIa/IeTIbIIa cepTU(UKATa U CPOK ACHCTBUS cepTH(HUKATa KIH0Ya FIEKTPOHHON MOIMUCH.

Hamnpumep:



AOKYMEHT I[MOAIIMCAH
SJIEKTPOHHOMU ITOAITMCBIO

Ceptudukar  1alllaaa0000000011
Bnanenennr WBanoBa Anna IlerpoBHa
HeticrButenen ¢ 01.12.2012 o 01.12.2018

OtMerka 00 DJJEKTPOHHOM TOAMKMCH JOJDKHA COOTBETCTBOBATH MECTY pa3MEIICHUS
COOCTBEHHOPYYHOH IOJIUCH B aHAJIOTMYHOM JIOKYMEHTEC Ha OYMa)KHOM HOCHTEJE. DJIEMEHTHI
OTMETKHU JIOJKHBI OBITh BUJIMMBIMU M YUTAEMBIMU U HE JIOJDKHBI MEPEKPHIBATH 3JIEMEHTHI TEKCTa
JOKYMEHTA M JPYTUe OTMETKH 00 3JIEKTPOHHON HoAmHCH (MIPH HATHYKH).

Ileuatn

OTTHCK MedaTu 3aBepsieT MOJJIMHHOCTh MOAMMCH JOJDKHOCTHOTO JIMIIa Ha JOKYMEHTaX,
JIOCTOBEPSIONINX TpaBa JIHI, (QUKCUPYIOMUX (PaKThl, CBA3aHHBIC ¢ (UHAHCOBBIMU CPEACTBAMH,
aTakK€ Ha MHBIX JOKYMEHTax, MpPelyCMATPUBAIONIMX 3aBEPEHUE TMOJIMHHOM TOJIHKCH.
JIOKYMEHTBI 3aBEPSIOT IEYATHIO Y UPEIKICHHUS.

[TeuaTs mpocTaBiIsSIETCS HAa CBOOOJHOM OT TEKCTa MECTE, HE 3axBaThIBas JUYHOW TOJIHCH
JIOJDKHOCTHOI'O JIUIIA.

OTMeTKA 00 MCIIOJIHUTEJIE

OTtMmeTka 00 WCIONHUTENIC BKIOYaeT B ceOs (aMuiInio, WMs, OTYECTBO WCIIOTHHTEIS
JOKYMEHTa, HOMep ero TenedoHa.

OTMeTKy 00 HCIIOJIHHTENE PACIIONIaraloT Ha JIMIEBON MM OOOPOTHOW CTOPOHE IOCIICTHETO
JIMCTa JOKYMEHTA B JIEBOM HI)KHEM YTIIY.

Hamnpumep:

HBanopa Muna MBanoBHa

8 (495) 994-94-94

OTMeTKa 0 3aBepeHHH KOITUM

Komuu ¢ [OKYMEHTOB BBIJAIOTCS C  pPa3pelIeHHs] PYKOBOJUTEIEH  CTPYKTYPHBIX
MO/IPa3JeIeHU U TOJIBKO C T€X JOKYMEHTOB, KOTOPBIE OBbLIM U3[aHbl B YUPEXKIECHUU U KOTOPHIE
KacaroTcsl CIyKeOHOU AEATEIbHOCTH JAHHOTO CTPYKTYPHOTO MOAPa3AeICHHUS.

ITpu BbIgaue KOMHUU JOKYMEHT BOCHPOM3BOIMUTCS TMONHOCTHIO (O7aHK YUpekaeHus, HOMEp,
Jarta, CopepKaHue U T. 11.).

B mpaBom BepxHeMm yriy konuu numercs cioBo «Komusi». Ilpu Bblgaue Komuu ¢ KONUU
cienyet nucath «Komus ¢ Kormumy.

Ecin xomust asis BHYTPEHHEro IOJIb30BAaHUSA, TO [UISl 3aBEPEHUsS HIKE PEKBU3UTA
«IToanuce» IpOCTaBIAIOT 3aBEPUTENIBHYI0 HAANKUCh. «BepHO»; MOMKHOCTh JIMIA, 3aBEPSIOILErO
KOITHIO; JIMYHYIO MOJAIMKUCH; paciinpoOBKY MOANUCH (MHUIMATBI, ((aMUIIHIO); 1Ty 3aBEPCHHS.

Hamnpumep:

Bepro
Cexkpetaps/CrienuamucT Mo Kaapam
JInyHas noamnuch B.B. lBanosa

10.10.2018

Ecmu xomust BbImaeTCs IS TPEACTABICHUS B APYryl0 OpraHHM3amuio, TO OTMETKa O
3aBEPCHUU KOTHMHU JOTOIHICTCS HAIMKChI0 O MECTe XpaHeHHs JIOKYMEHTa, C KOTOpOro Oblia
M3TOTOBJICHA KOIIHS, U 3aBEPSAETCS MMeYaThI0 OPraHU3aIliH.

Hanpumep:

[MommuaaNK nokymMeHTa HaxoauTcess B MBOY Vupexnenue Ne 3 B geme Ne 12-k 3a 2013 rog.

J1J1st IPOCTaBJICHUSI OTMETKH O 3aBEPEHUM KOITUM MOKET MCIIOJIB30BaThCS MITAMII.

OTMeTKa 0 MOCTYIVICHUH JOKYMEHTAa



ConepKuT aTy MOCTYILICHUS JOKYMEHTA, a TAK)Ke €ro BXOJSIIUIA PErHCTPAlHOHHBII HOMED.
[Tpu HE0OXOAMMOCTH B OTMETKE MOKHO YKa3aTh BPeMs IMOCTYIUICHHS B YacaX U MUHYTaX U CIIOCO0
JIOCTaBKHU JIOKYMEHTA.

OTMeTKy 0 TIOCTYIUIGHUH MokyMeHTa B LIIKOoy mMpOoCTaBIsIOT B BUE IITAMITa HITH OT PYKH B
HIDKHEH 9acTH JIMIIEBOI CTOPOHBI MIEPBOTO JIMCTA JOKYMEHTA WU Ha ero 000poTe.

Hanpuwmep:
MBOY Vupexnaenue Ne 3
11.10.2018 Ne 23
13 u 40 mun

Pe3oaronus

B COCTaB pe3OJIIOI_[I/II/I JOOJDKHBI BXOIHWUTH CHGILYIOH_[I/IG DJICMCHTHI. q)aMI/IHI/ISI, HNHUIINAJIbI
ucnoiaHuTeNs (MCIIOIHUTENCH), copepskanue mopyueHus. [Ipr HeoOX0AMMOCTH — CPOK MCIIOJIHEHHS,
MOAMUCH JIMIIA, BBIHECIIETO PE30IIOLUIO, 1aTa PE30TIOIIUU.

Hanpumep:
Cmupnosoit 1.0.
[Tpomry moaroroButk npoekT goroBopa ¢ OO0 «/lom mebenm» k 22.06.2018

JInunasg noanuch
10.10.2018

[Ipy Hanmuuu B PE30JIIONUU HECKOJbKHX HWCIIOTHUTENICH YKa3bIBAC€TCS OTBETCTBEHHBIN
UCIOJIHUATEND (KaK MPaBUIIO, 9TO JIMIIO, HA3BAHHOE B PE30JIIOLIUHU TIEPBBIM).

Ha nmokymeHTax, He TpeOYIOIMUX IOMOJHUTEIBHBIX YKa3aHUH MO MCIIOJIHCHUIO U WMEIONTUX
TUTIOBBIE CPOKH MCIOJHEHMs, B PE30JIONUU YKa3bIBACTCS HCIIOIHUTENh, IOJIMUCH aBTOpa
PE30JI0LNH, J1aTa.

Pe3omronust, kak mpaBUiio, MUIIETCS OT PYKH PYKOBOJAWTENEM Ha MOJUIMHHUKE JTOKYMEHTa
Ha CBOOOJIHOM OT TEKCTa MECTE.

OTMeTKa 0 KOHTpOJIE

OTtMeTka O KOHTpoJie 0003HA4aeT, 4TO JOKYMEHT IOCTAaBJIEH Ha KOHTPOib. OTMETKYy O
KOHTpOJIE 32 UCIOJHEHHEM JOKyMEHTa 0003Ha4arT ImTaMinoM «KoHTponb» Ha BepXHEM IO
JIOKyMEHTA.

KonTposro moiexaT Bce 3aperucTpupOBaHHbIE TIOKYMEHTHI, TPEOYIOIINE UCTIOTHEHNUS.

Cpoku HCIOJTHEHUST JOKYMEHTAa YCTAHABJIMBAIOTCS B COOTBETCTBUHM CO CPOKaMmH,
0003HAaYEHHBIMH 3aKOHOJATENILCTBOM, OpTraHM3alliel, HampaBUBIIEH MOpyYEeHHUE WIU MPOCHOY,
pactopsIAUTENbHBIM JJOKYMEHTOM HMJT PE30JTIOIIUEH TUPEKTOpa Y UpEeKICHHUS.

Cpoxk npocrtainsercs: B hopMe AaThl 3aBEPILICHUS UCTIOTHEHUS.

OTMeTKa 0 HANIPAaBJIEHUM TIOKYMEHTA B /1€J10

OTtmeTka 00 WCMONHEHUH [IOKyMEHTa M HalpaBlEHWHW €ro B JeN0 BKIIOYaeT B ceds
cienyromume gaHHeie: ¢ppa3y «B nemnoy, HHIEKC ena 1o HOMEHKIIATYpe JIeJl, B KOTOPOE TTOMEIIAeTCs
JOKYMEHT Ha XpaHeHHe, C yKa3aHHEeM Toja, JHOJDKHOCTH JIKIa, OOPMHUBIIETO OTMETKY, TOJIUCH,
JIaThI.

Hamnpumep:

B nemo Ne 01-18 3a 2018 1.

3aMecTHTEIb AUPCKTOpa 1o BOCITUTATEIIbHOM pa60Te

JInunas noamnuch 10.10.2018

OTmeTKa O HampaBlI€HUM JOKYMEHTa B JIEJI0 MOXKET JIOMOJHATHCS KPAaTKUMHU CBEJIEHUSMU
0 XapakTepe UCIOJIHEHUS TOKYMEHTA.

3.3. Oco6eHHOCTH MOATOTOBKH U 0()OPMJIEHHS OT/AEJIBHBIX BUI0B I0KYMEHTOB

IIpuxa3s

[Ipuka3 — npaBoOBOM aKT, U3/1aBAEMBbId JUPEKTOPOM YUPEKICHHUS [l PEIICHHUS] OCHOBHBIX U
OIEpaTHBHBIX 3a1a4, cTosmux nepen [lkomnoit (mpunoxenue Ne 8).



[Tpuka3 MoxeT OBITH M3/1aH JUIIOM, UCHOJIHSIIOMUM OOSI3aHHOCTH JAUPEKTOpa YUpExICHUS B
CJIydae ero OTCyTCTBHS.

B mpukazax 1mo OCHOBHOW JESTEIbHOCTH PEIIAIOTCS BOIPOCHl y4yeOHOM, X03siCTBEHHOH,
¢buHaHCOBOMI JESTEIIBHOCTH, IUTAHUPOBAHMS, OTYETHOCTH, y4eOHO-BOCIIMUTATEILHOTO
nporecca, pu3n4ecKkoro pa3BUTUA U T. II.

[Ipuka3el odopmisitorcs Ha Onanke Yupexnaenus. [lepemada mnpukazoB, WX KONMUU
paOOTHHKAM CTOPOHHMX OpraHW3alMil JIOMyCKAaeTCs TOJBKO C paspemieHust IUpeKTopa
VYupexxaenus. [IpoekTbl mpHKa3oB pa3pabaThIBAlOTCS YHOJIHOMOYEHHBIM JIMIIOM IO HOPYYEHUIO
PYKOBOJICTBA MJIH 110 COOCTBEHHON MHUIIMATHBE.

ITonroToBka npukasa BKJIIOYAeT B ce0sl M3ydeHHE CYLIECTBa BONpoca U cOOp HEOOXOAUMBIX
CBEJICHUI; IOATOTOBKY IPOEKTa IpUKa3a; COIJacOBAHHWE IPOEKTA; MOJINHCAHHE TUPEKTOPOM
VYupexneHus, perucTpanuro.

[Tpukassl nevatarorces mpugTom Ne 12,

Homepa cTpaHuIl IpPOCTaBISAIOTCS IIOCEPENAMHE BEPXHErOo IOJIA JUCTA. TekeT mpukasa
(pacnopsbKeHus1) redaTaeTcs Yepe3 OIMH MEKCTPOUYHbII HHTEpBaJ, 6e3 000poTa.

[Ipyka3 uMeeT cCleQylOIIMe PEKBU3UTHI. HAaUMEHOBAHUE YUYPEXKIEHUS COIVIACHO YCTaBy,
HauMmeHoBanue Bupa gokymeHtra ([TPMKA3), nmata, HOMep, MeCTO COCTaBIICHHsI, 3aroJioBOK K
TEKCTY, TEKCT, HAUMEHOBAHUE JJOJDKHOCTH, TOJAMKCH JODKHOCTHOTO JHIA (MHUIHANBI, (aMuIHs),
BU3bI COIVIACOBAHUS, O3HAKOMIICHUS.

Jlatoit mpukasza (pacnopsbkeHus) sBisieTcss nara ero monmucanus. [lara odopmisiercs
U(GPOBBIM CITIOCOOOM; HOMEP COCTOUT U3 3HaKa «Ne» W MOPSAIKOBOrO HOMEpa MpuKasa, HapuMep:
ot 00.00.0000 Ne 000.

Tekct mnpukasza (pacrmopspkeHHs) COCTOMT M3 JBYX B3aMMOCBS3aHHBIX —dacTeil —
KOHCTaTUPYIOIIEH U PACTIOPSIAUTEIBHOM.

Tekcr mnpukaza (pacnopsbKeHHs1) ODKCH HMETh 3aroJIOBOK. 3arojiOBOK HA4YMHAETCS C
npeiora «O» («O06») u GpopMHUPyeTCst IPU MTOMOIIH OTIJIArOJIBHBIX CYIIECTBUTEIbHBIX (HAIpHMeEp:
«O0 yTBepxeHHH...», «O peructpanui...», «O CO3IaHUU...»).

3aroJI0BOK JIOJDKEH KPaTKO M TOYHO OTPaXKaTh COACPIKAHUE TEKCTa MpHKa3a (paclopsuKeHus).
Touka B 3arosioBke He craBuTcd. [leyaraercs yepes aBa MEKCTPOUYHBIX MHTEpBaja OT PEKBU3HTA.
IledaTaercs cTpoUHBIMU OyKBaMH, BBIJIENISAETCS JKUPHBIM HIPUDTOM.

B koHCTaTHpyromeli 4YacTH KpaTKO HW3JAraloTcs Ledd W 3amadd, (akThl U COOBITHS,
IIOCITY’)KUBIIME OCHOBAHMEM JUIS M3JaHus Npuka3a. OHa MOXET HAYMHATHCA CIOBAMHU «B LEISIX),
«BO HcIOJIHEHUEe» W Ap. Ecnu mnpuka3 wm3naercss Ha OCHOBAHMU JIPYrOro JIOKYMEHTa, TO B
KOHCTaTHPYIOIIEH YacTH YKa3bIBa€TCs HAaMMEHOBAHME JTOr0 JTOKYMEHTAa, HAUMEHOBAHHUE OpraHa,
M3JIaBIIETO TOKYMEHT, JjaTa, PETUCTPALMOHHBIA HOMEP U 3ar0JIOBOK K TEKCTY.

KoHcTratupyromas 4YacTe MOXKET OTCYTCTBOBaTb, €CIIM IPEANHCHIBAEMBIE JEHCTBUS HE
HY)XJAIOTCS B pa3biACHEHHMU. TEKCT MpPHKa30B B TaKuUX CIy4yasX HayuMHAeTcsd CoO CJoBa
«[TPUKA3BIBAIO» (nuinercs mnponucHbiMH OykBamu). [lpu Hanmuumu ABYX dYacTedl mpHKasa
pacrnopsAMTENbHAs 4acTh OTHAENSETCS OT KOHCTATHPYIOLIEH CIIOBOM «IIpHKasbiBatoy». [locie ciosa
«[TPUKA3BIBAIO» craBuTCs 1BOETOUHE.

TexkcT pacnopsauTeNbHON 4YacTH MOXKET NEIUTHhCS Ha IMYHKTHl, B KOTOPBIX YKa3bIBarOTCS
VCIIOJIHUTENIN, KOHKPETHBIE JEUCTBHUS W CPOKH HCIIOJIHEHUS NPEANHMCHIBaEMBbIX AeicTBU. Ecnu
MIpUKa3 JOMOJIHSET, OTMEHSET WIM W3MEHSIeT paHee M3JaHHbIE MPUKa3bl WIM WX OTAENIbHbIE
IIyHKTBI, 3TO OroBapuBaercs B Tekcre. llocnenHMM NMyHKTOM pacnopsAMTENbHOM 4acTH IpUKa3a
YKa3bIBaeTCs JOHKHOCTHOE JIMIIO, HA KOTOPOE BO3JaraeTcsi KOHTPOJIb 3a HCIIOJIHEHUEM IPUKa3a B
nesnom. Hanpumep: «KoHTposb 3a HCIIOTHEHUEM TPUKa3a OCTABIISIO 3a CO00i».

[Toanuck oTnensieTcst OT TEKCTa ABYMsI MHTEPBAJIaMHU, NI€4aTaeTcsl OT TPaHUIIbI JIEBOTO IMOJIS.

Pacmm¢poBka moamucu mnevaraercs Ha YpPOBHE IMOCIEIHEH CTPOKH JODKHOCTH y TPaBOi
rpaHulbl TeKCTOBOrO nosist. [IpoGen Mexay nHUIManaMu U pamuiveit He 1enaeTcs.

[Mocnennsis OykBa B pacminppoBKe MOIUCH OrpaHuYMBaeTcs npaBbiM nojieM (10 mm).

[Tpu moanucanuu npukasza (pacropsHKSHUS) JIMIIOM, 3aMEIIAIOIIMM TUPEKTOpa Y UPeKACHUS,
J0JDKHA OBITh yKa3aHa ero (pakTuyeckasi JOHKHOCTD U (haMUIIHSL.

[Tpy HAMMYUKM MPUIOKEHUH K TpuKa3y (pacrmopsKeHHI0) 00s3aTeNIbHO JeTIaeTCs CChIIKa Ha
HUX B TEKCTE.

[Mpuka3ssl (pacrmopsuKeHus) HyMEpYIOTCsI TOPSAAKOBOW HyMepalueil B mpeenax KajleHIapHOro
roga. OTAENbHO HYMEPYIOTCS IpPHUKa3bl [0 OCHOBHOM JEATEIBHOCTH, IO JINYHOMY COCTaBY
PabOTHUKOB, 1O JIMYHOMY COCTaBY 00y4arouuxcs, o OTIyCKaM, O KOMaHUPOBaHUU.



Ecnu npuka3 (pacmopsbkeHre) BBOAUT B JICHCTBHE KaKUe-THOO JTOKYMEHThI (MHCTPYKIIWH,
rpadukH, TpaBUia, MOJOXKEHHUSA), TO OHU O(GOPMIIAIOTCS B BHIE NPHIOKCHHS K MPUKA3Y
(pacnopspkeHuto). B mpaBoM BepXHEM YTy TaKUX JOKYMEHTOB OT IISITOTO TOJIOKEHHS TaOynIsiTopa
HeoOXxoauMo mHcath ciioBo «lIpuinokeHue» ¢ yka3aHHEM HAMMEHOBAHUS PACHOPSAUTEIEHOTO
JTOKYyMEHTa, ero aThl, HoMepa (mpuinoxkerue Ne 9).

Hanpuwmep:

[Ipunoxenue

k npukazy MbOY VYupexnenus Ne 3
ot 11.07.2018 Ne 34

[IpunoxkeHus K MpOEKTaM MPHUKa30B O(GOPMISAIOTCS Ha OTAEIbHBIX JHCTax Oymaru
(mpumoxerue Ne 9).

Pa3mepsl mosied M MEXKCTpPOYHBIE HMHTEpPBajbl NpPHU IMEYaTaHUU TEKCTOB MPUIOKECHUN
UJICHTHYHBI pa3MepaM, IPUMEHSIEMbIM IIPH NIeYaTaHHH TEKCTOB MPUKa30B (PaCIOpPsKCHUIA).

B npunoxeHusX MoMemarTcs MOJI0KEeHUs, IePeUHH, CIUCKHU, rpapuKku, TabauIbl, o0pa3isl
JIOKYMEHTOB U JIp.

Ecnu B TekcTe JaeTcsi CChUIKA «COTVIACHO MPHJIOKEHUIo» WM (mpuiokeHue Ne...), TO Ha
IIEpBOM CTPAaHMIIE NPUJIOKEHUS B IIPABOM BEpPXHEM yriy nuiiercs cinoBo «llpuinoxenue» u ero
HOMEp, HIIKE 4Yepe3 OJMH MEKCTPOYHBIM HHTEPBaJ JACTCsA CChUIKAa Ha MpHKa3 (pacrmopspKeHue)
TUPEKTOpa YUpexaAeHUs], ero 1aTy U HOMep.

Bce cocTaBHbIe yacTH PeKBU3HUTA BHIPABHUBAIOTCS IO JICBOMY Kparo, IIe4aTaloTcs yepe3 OJIUH
MEXCTPOYHBIA MHTEpBaJ. J{JIMHA CTPOKM HE TOJDKHA IMPEBBIMIATh 8 CM, OrpaHUYMBACTCS MPABBIM
nosieM AokyMeHTa. [Ipy Hamu4Yuy HeCKOIbKUX MPUIIOKEHUI OHU HYMEPYIOTCSI.

Hamnpumep:

[Tpunoxenue 1
k npukasy MBOVY Vupexaenus Ne 3
ot 11.07.2018 Ne 34

[Tpu wammuuu B Tekcre popmynupoBku «Y TBEPJIUThy nmpunaraemoe mosiokeHUe, COCTaB
KOMHCCHH, TEPEYEHb MEPONPHUATHH MU T.J. HAa CaMOM [PUIOKEHUH B IIPAaBOM BEpPXHEM
yriy pacnonaratotcst cioBa «Y TBEPXKJIIEHO» unu «YTBEPXIEH» co ccpuikoit Ha mpukas, ero
JaTy, HOMED.

Hamnpumep:
YTBEPXIEHO

npukazoM MBOY Vuapexnenue Ne 3
or 11.07.2018 Ne 34

3aroJoBOK K TEKCTy NMPHIIOKEHUS TeyaTaeTcsl eHTPUPOBaHHBIM criocoboMm. HaumeHoBaHue
BUJIa JIOKYMEHTa MpHUJIOKEHHs (TIepBOE CIIOBO 3arojioBKa MPUIIOKCHUS MEYATACTCsl MPOIMHCHBIMH
oykBamu sxupHbIM mpudTom: [TOJIOXKEHUE, ITEPEYEHD, CITUCOK u T. 1.).

3aroJ0BOK TPWIIOKEHUSI OTAEISIETCS OT JaThl U HOMEpa TpHUKaza JBYMS MEKCTPOYHBIMH
MHTEpBaJIaMHU.

[lpy HaNMUMU B TEKCTE MPHJIOKEHHS HECKOJBKUX pa3/eNIOB WX 3aroJIOBKH I1€YaTaOTCs
[EHTPUPOBAaHHBIM CHOCOOOM (OTHOCHTENIFHO TpaHHIl TEKCTa). Touka B KOHIC 3arojOBKOB HE
craButTcsl. Jlomyckaercsi BBIIENATH 3aroJIOBKMA Pa3leNioB IIPHQPTOM JIPYroil HACBIIICHHOCTH
(*KMPHBIM, TIOTY>KUPHBIM).

TexcT npunoxeHuss MoxkeT ObITh odopmileH B BHje Tabmuupl. ['padbl U cTpoKU TaOIUIIBI
JIOJDKHBI UMETh 3aroJIOBKH, BBIPAKCHHBIE UMEHEM CYIIECTBUTEIbHBIM B MMEHUTEILHOM MajIexe.
[MomzaronoBku rpad ¥ CTPOK rpaMMATHUYECKH JTOJDKHBI OBITH COTJIACOBAHBI C 3arojIOBKaMH. TeKcT
TaOIUIIBI TIEYaTaeTCsl Yepe3 OJIMH MEKCTPOUYHBIN MHTEPBaJ.

[lpr HamMMYMU B TEKCTE NPUIOKEHUH CCBUIKM Ha CHOCKY OHa O(GOpPMIIIETCS 3BE3I0YKOH.
TekcT cHOCKM meudaTaeTcsi 4yepe3 OJMH MEXCTPOYHBIN MHTEpBaJl B KOHIIE KaXKIOH CTpaHUIIbl WIH
rocjie TpUJIoKEeHUsT B 1enoM mnoja dveproil. [locie cumMBoiia CHOCKM €€ TEKCT IeyaTaercs c



NPONKMCHOM OyKkBbl. B KOHIIE TekcTa CHOCKM CTaBUTCA Touka. Ha onHOW cTpaHWIlEe HE JOIKHO
opopMIIAThCS O0JIee TPEX CHOCOK.

B nmonoxeHusx, mporpaMmMax, ycTraBax M JPYT'MX HOJOOHBIX JIOKYMEHTax pa3Jesbl,
MOJpa3/ienbl, MyHKTbl M TOIIYHKTBl HyMepyroTcs apabckumu nudpamu. Homep nonpasnena
JOJDKCH COCTOSITh M3 HOMEpa pas3jeia M HOMepa IOJpa3JieNia, pa3lelIeHHbIX TOYKOW (Hampumep:
1.2.). Homep myHKTa MOXXET COCTOSITH M3 HOMEpa pasjeia, mojpaszesia U MyHKTa, pa3ieieHHBIX
toukamu (Harpumep: 2.3.1.). [IyHKTBI TP HEOOXOAMMOCTH MOTYT MOJAPA3IACIATHCS Ha MOIITYHKTHI,
KOTOpBIC JIOJUKHBI UMETh IOPSJKOBYI0 HYMEpALHMI0O B IpeAesiaX KakIOoro HyHKTa (Hampumep:
1.11.1,1112. uT. 1.).

Busbl mpocraBisiorcs Ha OOOPOTHOM CTOpOHE IOCIETHEro JHcTa IPOEKTa IpHUKas3a
(pacriopsikeHus).

Ha npuiioxeHusx K MpoeKkTaM NpUKa30B (paclopspKeHUiT) BU3bI IPOCTABIISFOTCS 110]] TEKCTOM
IIPUJIOKEHUS.

IIporoxoa

B mporokonax (mokymeHTax, (DUKCHPYIOMIMX XOI OOCYXICHHS BOIPOCOB M TPHHSATHS
pelIeHHH)  TOCTOSHHO  JCHCTBYIOIIMX  KOJUICTHANbHBIX M COBELIATEJBHBIX  OPraHoOB
(memaroru4eckoro, METOAMYECKOr0 COBETOB , KOMHCCHIA), a Takke KoH(depeHImiH, coOpaHuii,
COBELIAHHI, 3aCCIaHUii, TIEPEroBOPOB, BCTPEY) HMCIONB3yeTCs (GopMa H3JIOKEHHUS TEKCTa OT
Tperbero Jinia MEOKecTBeHHOTO uncia (CJIYIIAJIN, BBICTYIINIIN, PELINJIN). Coxepxanue
BBICTYIUIEHUH M3JIaraeTcs OT TPETHETO JIMIA €IUHCTBEHHOTO YU CIIA.

[IpoTOKOII MMEET CeNYIOINE PEKBUUTHI:

eHauMeHOBaHHE Buaa ngokymeHTa — cioBo «[IPOTOKOJI» mewaraercs Ha 2 cM
HIDKE OT TPaHUIBl BEPXHETO TOJIS MPOMUCHBIMU OYKBaMH, MONYKUPHBIM IIPHPTOM H
BBIPABHUBAETCS 110 LIEHTPY,

eBUJl 3aC€JAaHUs, COBEIAHUSA — OTAEISAETCS OT MPEIbIAYLIEro PEeKBU3UTA JABYMS
MEXCTPOUHBIMU HMHTEpBaJlaMM, I€daTaeTcs MOIMYKUPHBIM IMIpU(TOM yepe3 OIUH
MHTEPBAJl U BBIPAaBHUBAETCS 110 LEHTPY;

eflaTa M HOMEp IMpOTOKONAa — jara odopmwisieTcss LU(GPOBBIM CIOCOOOM U
[IeYaTaeTcsl 4epe3 JABa MEXKCTPOUHBIX MHTEpBaJa HMXKE IPEAbIAYIIETO PEKBU3UTA OT
JIEBOM I'PaHULIBI TEKCTOBOTO I10JIs1, @ HOMEpP — IIOCJIE CJIOBA «IIPOTOKOJD»;

eMECTO TPOBEJCHHUS 3aCelaHUsl YKaszblBaeTcs NpuU O(OPMIICHHH TPOTOKOJIA
COBEIIAHUS B TOM CIlydyae, €CJIM OHO IPOMCXOJWIO HE B 3JaHUM YUPEKICHUS,
BBIPABHUBAETCS 110 LEHTPY HA OAHOW JINHUHU C JaTOW;

*TEKCT IIPOTOKOJIA, KaK IPABUJIO, COCTOUT U3 ABYX YaCTEH. BBOJHON 1 OCHOBHOM.

BBoaHas yacTh cocTaBisieTcs MO CXEME!

IIpencenarens — @amunus 1.0. pykoBoauTens.

Cexkpetapp — @amunus 1.0.

IIpucyrcrBoBanu:

CnoBa «lIpencenatens» u «Cekperapb» IeyaTalOT cjieBa OT HYJIEBOIO IIOJOKEHUS
TabynATopa, OTAENAsS JBYMs MHTEpBaJIaMU OT 3arojIoBKa U Jpyr oT Apyra. C HOBOW CTPOKU MUIIYT
cnoBo «IIpucyrcTBoBaINY,

1 BapuaHT: paMuUIMK U MHULMAIIBI TOCTOSIHHBIX YJICHOB KOJUIETHAILHOIO OPTraHa, yYaCTHUKOB
3aceaHusi, paOOTHUKOB OpraHU3alMyd M MPUIJIANIEHHBIX Ha 3acellaHue MepedHCIsioTcs B
asn(aBUTHOM Mopsifike Oe3 ykazaHMs AospkHocTed. [lepeuncrnenre mpuCyTCTBYIOUIMX O(OPMIISIOT
BO BCIO IIUPUHY CTPOKH Yepe3 OJIMH MEXKCTPOUHbIil nHTepBai (npuiokerue Ne 10).

ITpu odopmiieHUN NPOTOKOJIA C YUCIOM YYaCTHUKOB Oosiee 15 paMunuu He nepeuncisiorcs,
a ykasbiBaercs Hu(poi ux ob1ee KOJIUYECTBO, CHMCOK YYaCTHUKOB B TAKHUX CIIydasx MpUiIaraercs.

Hanpumep:

[MpucyrcrBoBanu 47 yenoBek (CIIUCOK MPUIIAraeTCs).

Iloncuer y4acTHHKOB MPOBOAMUTCS IO CHMCKaM PErucTpanuy, KOTOPHIE IMPUIArarTcs K
MIPOTOKOJTY.

[locne mnepeuncieHuss yYacTHHKOB B TIPOTOKOJdE oOQopMisieTcss IepeyeHb BOIMPOCOB,
MOJIEKAUX 00CYKJIEHUI0, KOTOphI HaunHaercs cinoBamu «lloBecTka THS» W pacrosaraercs
LIEHTPOBAHHO Y€PE3 JIBA-TPHU UHTEPBAJIA OT CIIMCKA YYACTHUKOB.

2 BapHWaHT. yKa3bplBalOT 0O0IIee KOIMYECTBO UJICHOB KOJUICTHAIBHBIX OPraHOB W YHCIIO
MPUCYTCTBYIOIMX, a pacln(poBKa TMPEICTaBIAETCS B SIBOYHOM JIMCTE, KOTOPBIA SIBISETCS
NPUIIOKEHHEM K MPOTOKomy (mpuioskerue Ne 11).



[ToBecTka JTHS COAEPIKUT MEPECUHCICHHE TYHKTOB (BOMPOCOB) MOBECTKHU JHS, (PUKCUPYIOIIUX
MOCIIEI0BATENBHOCTh 00CYXKJIeHus, ¢ (aMuiInsIMHu J0KIaauukoB. Kaxawlii Bompoc Hymepyercs
apaOckoil mudpoit, pacroaaraercs B HOPSAKE 3HAYMMOCTH M OTBEYaeT Ha BOmpoc «O ueM?».

Hanpuwmep:

1. AHanu3 BBINOJIHEHHUS TOI0BOTO TU1aHa paboTsl Yupexaenus 3a 2017-2018 yuebnsblii rox.

Hoxmamuuk — [letpoBa A.N.

OcHoOBHasi 4YaCTh IIPOTOKOJIA COCTOUT U3 Pa3/elIOB, COOTBETCTBYIOIIUX IYHKTaM MOBECTKHU
JTHSL.

TekcT kaXx10ro paszena COCTOUT U3 TPEX YacTel:

— CJIVHIAJIM: xpatkoe coiepkaHWe AOKiIaJa WIM CChUIKAa Ha MpUIaraéMblil K MPOTOKOIY
tekcT. Ilepen cnoBom «CJITYHIAJIN» npocTaBiseTcs HOMEP B COOTBETCTBUU C IIOBECTKOM JIHS;

— BBICTVYIINJIN: kpaTkoe coAep:KaHUE KaKJIOr0 BBICTYIUICHMS, 3aJaHHbIC BOIPOCHI H
OTBETHI;

— PEIIWJIM (ITOCTAHOBWJIN): perienne GOpMyIHpYyeTCs € HCIOJIb30BaHHEM MOICIIH,
NPUHATON  JJIsl  pacHOPSAIUTENbHBIX  JOKYMEHTOB. 4YTO  CJeJiaTh, HCIOJHUTENb, CPOK
WCIIOJIHEHMUS.

Pemrenust, BeipaboTaHHBIE Ha COBEIIAHWM, BHOCAT B IpoTOKoa mocie cioa «PEILIMJIN»
(«IIOCTAHOBWJIM»). Perrenne MOKET COAEp:KaTh OJUH WM HECKOJIBKO ITYHKTOB, OHH
pacrnoJiararoTcs Mo 3Ha4YMMOCTH, KaK]IbIi U3 HUX HyMEpYyeTcsl.

B cnyuae korzma npoTokos GUKCUPYET pelieHre 00 yTBepKASHUN KaKOro-Tuo0 JOKYMEHTa, B
TEKCTE MPOTOKOJIA JIOJKHA COIEPKATHCS CChIJIKA HA ATOT JIOKYMEHT, a CaM JIOKYMEHT IPHJIaraeTcs
K IPOTOKOILY.

[Tpn HaMM4YMM 0COOOTO MHEHHUS [0 MPHHITOMY PEIICHHIO OHO 3alMCHIBACTCS B MPOTOKOII
(rocIte COOTBETCTBYIONIETO MPOTOKOILHOTO PEIICHHS).

B kauecTBe MCHOMHUTENS MOXET OBITh yYKa3aHO OJHO WJIM HECKOJIbKO JOJDKHOCTHBIX JIWI
b0 cTpykTypHOe moapazzaeneHue. Cpok MOKET ObITh yKa3aH Kak KaJeHJapHas JaTra Wiu Kak
MIEPHO]] BBITOJIHCHUS PAOOTHI.

Cnosa «CJIVIIAJINy, « BBICTYIIUJIN», «PEIHUJIN» («IIOCTAHOBWJIN») neyararot OT
JICBOTO TOJISI IIPOTTMCHBIMY OYKBaMU U 3aKaHYUBAIOT JBOCTOYHCM.

Kaxxnpiii pa3gen medataeTcsl ¢ KPacHOM CTPOKH, YTOOBI BBLACTUTH B TEKCTE MPOTOKOJIA PEeUb
OCHOBHOTO JIOKJIATYMKA, BBICTYIJICHUS YYaCTHHKOB OOCYXKICHHS BOMPOCA U IOCTAHOBIISIONIYIO
qacTh, popmynupyomyto pemieHue coOpanus. C 3TOH ke LETbl0 B TEKCTE MPOTOKOJIA KAKIYIO
GbaMWIHI0 ¥ WHUIMAIGI BBICTYIAIONUX TICYATAIOT C HOBOW CTPOKH B MMCHHTEIHHOM IaJeKe,
3aMKch BBICTYIUICHUS OTICISIOT OT (pamunuu neducom. Kaxaplii Bompoc medaraercss ¢ KpacHOM
CTPOKH, (paMHUJITUH TIPU STOM JIOMTYCKAETCS HE YKA3bIBATh.

B oTnmenpHBIX ciydasXx Ha OCHOBE PYKOMHMCHBIX WM MarHUTO(OHHBIX 3amucei, KOTOphIe
BEJIMCh HA 3aCEJaHWHU, COCTABJISIETCS CTEHOTPAPUUYECKUN MPOTOKOJI, KOTOPBIA JTIOCIOBHO INEpeaaeT
MpoILecc OOCYKACHHSI KaKIOTO BOIIPOCA U BHIPAOOTKY pELICHUS 10 HEMY.

[Iporokon opopMisieT cekpeTrapp 3aceJaHus, IOPUAMYECKYIO0 CHUIIYy MPOTOKOJ MpuodpeTaer
TOJNBKO TMPU HAMYUM JBYX NOANHMCEN — mpexacenarens U cekperaps. Iloamwcu pacnosararor,
OTJIETTUB OT TEKCTa JBYMSA-TPEMS MEXKCTPOYHBIMH HMHTEpBAJIAMH OT TPAHUIIBI JIEBOTO TIOJIS.
[TognuceiBaeTCs NEPBBIM 3K3EMIUISIP MPOTOKOJIA, KOTOPBIA MOJAIIMBAETCS CEKPETapeM B JAEN0 U
XPAHUTCSI B COOTBETCTBUH CO CPOKOM, OTPECIICHHBIM HOMEHKIIATYPOH JIE.

B HekoTOphIX citydasx oQopmIIsieTcs BHITICKA U3 TPOTOKOIA.

Brimucka w3 mpoToKOoNa — TOYHAS KOMUS YacTH TEKCTa TMOMJIMHHOTO MPOTOKOIIA,
OTHOCAILIETOCSI K TOMY BOIIPOCY IMOBECTKM JHS, IO KOTOPOMY TOTOBHUTCS BbIMHUCKA. [Ipu 3TOM
HEO0OXOMMO BOCIPOM3BECTH BCE PEKBU3UTHI OJaHKA, BBOJHYIO YaCTh TEKCTAa, BOMPOC MOBECTKHU
TIHS, TI0 KOTOPOMY TOTOBUTCS BBINIKUCKA, U TEKCT, OTPAXKAIOIIUNA 00CYKJIEHUE BOIPOCa U MPUHSATOE
pemenue. B aTom ciydae Ha3BaHHE TOKyMeEHTa oopMIIsieTcs Kak «BhIucka U3 mpoTOKOIay.

Cayxe0Hoe MMCBMO

[Trucema cOCTaBISIOTCS JIJIST OCYIIIECTBIICHUSI OTIEPATUBHOM CBSI3U C IPYTUMHU OpTaHU3AIUSIMU
10 BOIIPOCaM JEATEAbHOCTH Y UpEKACHHUS.

[lo conepkaHui0 M Ha3HAUYEHHUIO MHCbMa MOTYT OBITb MH(QOPMAIMOHHBIE, TapaHTUHHBIE,
peKJIaMallMOHHbIE, KOMMEPYECKUE, MTUChMa-3apOChl, MUCbMa-MPUTIAIICHHS U T. 1.

Nudopmanmonnbie miuchMa coiepkaT COOOIICHHS, MPOCKObI, HATTOMUHAHUS, TIPEJIOKEHUSI.

lMapanTtuiinble pegHa3HAaYeHbl AJI U3BELIEHUS O TapaHTUSX OIUIaThl, CPOKOB MOCTABKU HIIU
KadecTBa MPOAYKITUU U yCIIYT.



B pexnamanuoHHBIX (IPETEH3MOHHBIX) THCbMaxX W3J1aral0T TPeOOBAaHUS BO3MEIICHUS
yOBITKOB, HAaHECEHHBIX H3-3a HApPYIIECHHS YCJIOBHM KOHTpPAKTa WM JIOTOBOpa IPYrod CTOPOHOM
(koHTparenToM). Peximamarius 10/DKHA TOATBEPIKIATCS MPUIIATraeMbIMU K MIUCbMY TOKYMEHTaMHU B
BU/JIE aKTOB, CIIPABOK U T. JI.

KoMMmepueckne mucbMa COCTABIISIOT MPU 3aKITIOYCHUN U BBITIOJHEHUM KOHTPAKTOB, YacToO B
HUX U3JIaraloT IpochObl O MPEeIOoCTaBICHUH MHQOPMAIMK O TOBapax M yclyrax y uUX IpoIaBIOB
WJIU, HAPOTUB, MPEAJIaraloT MOCTaBUTh TOBAPHI WU YCIYTH.

B nuceMax-3anpocax mpocsiT y KOHTpareHTa pa3bsiCHUTh KaKoH-JIn00 (hakT uiau nencTBue.

CayxeOHble THCbMa IEYaTaloTcsl Ha OnaHkax muceM YupexaeHus. CimyxeOHOE MHCHMO
UMEET CIEeAYIOIUE PEKBU3UTHI:

erpud ¥ OTMETKA OTPAHUYCHUS TOCTYIIA K JOKYMEHTY (€CIIi 3T0 He0OXOAUMO);
eaJIpecar;

3aroJI0BOK K TEKCTY;

*TEKCT;

¢OTMETKA O HAJIMYUHU TPUIOKEHUH (€CITH OHU UMEIOTCS);

*[IO/INTUCH;

*OTMETKA 00 UCIIOJIHUTEIIE.

Texct cmyxe6HOro mnuchbMa, Kak MpaBUJIO, JOKEH KacaThbCsi OJHOTO BOMpOCa WU
HECKOJIbKMX BOIIPOCOB, €CJIM OHU B3aMMOCBSI3aHbI U OYJyT pacCMaTPUBATHCS B OJTHOM CTPYKTYPHOM
Mo/Ipa3/IeJIeHuy OpraHu3alun-aapecara.

TekcT n3naraeTcs OT MEPBOTO JIKMIA SAMHCTBEHHOTO Yrcia (POCHM, HaMpaBisieM U T. J.) WK
OT TpeThero juia emuHcTBeHHOro uuciaa (OO cuwraer..., npodcoro3ubiii komurer OO
paccMoTpel...).

TekcT mucpMa, Kak MpaBuiIo, COCTOUT U3 ABYX 4YacTel. B mepBoil yacTu n3naraercs npu4nHa,
OCHOBaHME WJIM OOOCHOBaHHE COCTABJICHHS TIMCbMA, TMPUBOJATCA CCBUIKM Ha JOKYMEHT,
SBIIAIOIIMNACS OCHOBaHMEM IIOATOTOBKHM NHChMa. Bo BTOpol uacTH, HauuHaromieiics c abs3ara,
MTOMEIIAIOTCS BBIBOJIBI, TPEITIOKEHUS, TIPOCHOBI, PEIICHUS U T. II.

Teserpammel, TesiepoHOrpaMMbl M GaKCUMIILHAS CBSI3b

[lepemaga KoOppecnoHACHIIMU 1O (AKCUMUIBHOW CBS3M B JIPyTHE OpraHU3alud
OCYILIECTBISETCS TOJIBKO MO YKa3aHUIO WK C Pa3pelIeHHs] aIMUHUCTPALUU Y UPEKICHUS.

[MommMHHUKK JTOKYMEHTOB, MEpPEAaHHBIX MO (PAKCHMMUIBHOW CBSI3U, MOIIIMBAIOTCS B €O,
XpaHsieecs: y pabOTHHKA, OTBETCTBEHHOTO 3a (PAKCUMUIIBHYIO CBSI3b, C YKa3aHHEM BPEMEHU H
JaThl Tepefadd, a KOMWU BO3BPAIIAIOTCS B COOTBETCTBYIOIIUE CTPYKTYpPHBIE MOJpa3/eieHusi C
nometkoit «FAX (mata u Bpems)».

3asiBIeHHE

3asBneHue — 3To ounmambHOE cooOIIeHHe B MUCbMEHHOW ¢dopMe. OHO COMEPKUT yYarle
BCETO TIPENJIOKEHHE, JKalo0y WM TPOoCchOy Kakoro-mubO dYeNOoBEKa, aJpeCOBAHHBIE WU
OpraHM3alfy, WM TODKHOCTHOMY JHIly. 3asBieHHe o(opmiseTcs Ha CTaHJApTHBIX JIMCTaxX
oymaru opmara A4.

3asBieHHE BKIIOYAET. ajJpecara, KOTOPOMY HampaBiseTcsl 3asBieHHe, (HaMUIHI0, WM,
OTUYECTBO, JOJKHOCThH aBTOPA 3asBJICHUs, HANMEHOBAHUE JOKYMEHTA, TOUHOE U3JI0KEHUE TTPOCHOBI,
MIPEIJIOKEHUS, OMUCH TPUIAraeMbIX K 3asIBICHUIO TOKYMEHTOB, /1aTa, MOIIHCH.

B 3asBnenun ucnosib3yercs, Kak MpaBuio, OQUIIMATBLHO-IENOBasE JIEKCHKA, B HEKOTOPBIX
3asIBIICHUAX JIOMyCKaeTcs yrnoTpeOaeHe MyOoIuIuCTHUYEeCKON JIEKCHKH.

3anucka

3anmucka (aHamMTHYeCKas, JOKJIAAHAs, CIOy)xeOHas, OOBICHUTEIbHAS) — JOKYMEHT,
apPECOBAHHBIM AUPEKTOPY YUPEXKACHUS WIM BBIIIECTOAIECH OpPraHu3alud W COJEpIKaIIUiA
00CTOSITETFHOE U3II0KEHNE KaKOTr0-T100 BOMPOCa C BBIBOJAMH H MPEATOKEHUSIMU COCTABUTEIS.

JlokaHast 3aMcKa COCTABISETCS KaK M0 JIUYHOM WHUIIMATHBE aBTOpa (pabOTHHKA), TaK H 11O
yKa3aHHUIO (MMChbMEHHOMY WUJIM YCTHOMY) JTUPEKTOpA.

3anucka cocTaBiseTcss Ha OyMa)XHOM HOCHTEJE WJIM B AJIEKTPOHHOM Buae. OdopmieHue
3alHMCKH 3aBUCUT OT aapecata. [Ipu cocTaBieHUU AOKIAIHON 3alMCKH, apeCOBAHHOU IUPEKTOPY
VYupexaeHnus B paMKax YUpeKJIeHUs, OHA CYUTACTCS BHYTpEeHHEN U 0(hOpMIIIETCS] Ha CTaHAAPTHBIX
muctax Oymaru gopmata A4. BHyTpeHHss 3amucKa JOJDKHA COAEPKATh CIEAYIOIINE PEKBU3UTHI
BHJ] JIOKyMEHTa, JaTy JOKYMEHTa, Ha3BaHHE JOKYMEHTa (3aroJIoOBOK K TEKCTY), €CIM TEKCT Oosee
YeThIPEX-TISATH CTPOK; ajpecara, TeKCT, MOIIUCH (C yKa3aHUEM JOJDKHOCTH, (paMuIny, HHUIIUAJIOB).
IloamucriBaeT
BHYTPEHHIOIO JIOKJIAJIHYIO 3aHCKY COCTABUTEb.



Ecnu 3ammcka aapecyercs 3a mpeenbl YUpexaeHus, To ee ohopMisiioT Ha OlaHKe UM OHa
Ha3blBa€TCsl BHEIIHEH. BHemHsAs 3amucka [ODKHA COAEpXKATh  CIEAYIOLIME PEKBU3HTHL
HAaMEHOBAHME YUPEKACHHUS, BUJ JTOKYMEHTA, JaTy JOKYMEHTA, PEerHCTPAalMOHHBI HOMEp, MECTO
COCTaBJICHUS], Ha3BaHUE JIOKYMEHTa (3arojIoBOK K TEKCTY), €CIM TEKCT OoJiee YeThIPEX-IISTH CTPOK,
azipecata, TeKCT, MOAMUCH TUPEKTOpa YUPEKACHUS.

Pa3HOBUIHOCTBIO JOKJIAIHONW 3allUCKU SIBJIAIOTCS NpeacTaBieHus. OHU HMCIONIB3YIOTCS MPH
JOKYMEHTUPOBAHUH KaJIpOBOW IESATEIBHOCTH W COCTABISIOTCS TUPEKTOPOM WM 3aMECTHTEIEM
aupekTopa. IIpencrtaBieHuss COCTaBIAIOT B ClIy4asx IOOIIPEHUs pPAOOTHUKOB, HAJIOKEHUS
B3BICKAHHH, TIPOBEICHUS aTTECTAIIH.

ABTOMaTH3aIMs JOKYMEHTUPOBAHUS

Jlisi IOATOTOBKU JJOKYMEHTOB MOTYT IPUMEHSTHCS aBTOMAaTH3UPOBAHHbIE TEXHOJIOTUH. [Ipn
3TOM CO3JArOTCsl 0a3bl JTAaHHBIX (KOPPECIOHICHTOB, GOPM TOKYMEHTOB, TpadapeTHbIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), PEIAKTOPCKUE MIPOrPaMMBI U JIp.

ITopsimox pa3pa®OTKM, 3KCILTyaTallUd M IOJb30BAHUSA TAKMMU CHCTEMAaMU OIPEIeIseTCs
CTaHJapTaMH B 00JIACTH aBTOMATU3UPOBAHHBIX UH()OPMAIIMOHHBIX TEXHOJIOTHIA.

JIEKTPOHHBIE JIOKYMEHTBbI

[opsimox cocraBieHus, opOPMIICHUS U COTJIACOBAHUS MPOEKTOB IEKTPOHHBIX JOKYMEHTOB
OCYLIECTBIsICTCA MO OOIMM IpaBUIaM JEJIOINPOM3BOJCTBA, YCTAHOBJIEHHBIM B OTHOLICHUU
AHAJIOTHYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHTENE. DIEKTPOHHBIM JOKYMEHT IOJKEH HMETb
PEKBU3UTHI, YCTAHOBJIEHHBIE JUI1 AaHAJIOIMYHOIO JOKYMEHTa Ha OyMa)KHOM HOCHTese, 3a
UCKJTFOYEHUEM OTTHCKA TIEYATH.

B nepeyenp 00s3aTenbHbIX CBEAECHUHN O JOKYMEHTAX, UCIOIb3yEMBbIX B IIEJIAX yueTa U IOMCKa
JOKYMEHTOB B CHCTEMax »3JEKTPOHHOTO JIOKyMEHTO00OpoTa YUpEeKIeHHS B COOTBETCTBHH C
IIpaBUJIAMHU JEJIONPOU3BOICTBA B YUPEXKIEHUH, BXOISAT:

*QIPECaHT;

eaJipecar;

*JOJDKHOCTD, (paMUITHS M MHUITUAIIBI JIMIIA, TIOANMCABIIETO TOKYMEHT;
*BUJ] TOKYMEHTA,

eJlaTa JIOKYMEHTA,

eHOMEp JJOKYMEHTA,

eJlaTa MOCTYIUICHUS IOKyMEHTA;

*BXO/JISIIUI HOMEP JOKYMEHTAa,

*CCBUIKA Ha UCXOJSIINNA HOMED U 1aTy JOKYMEHTA,
eHalMEHOBaHHE JOKYMEHTA,

eMHJICKC JIeTIa,;

*CBEJICHUS O Tepeasipecallu T0KyMeHTa;
*KOJINYECTBO JIICTOB OCHOBHOTO JOKYMEHTA,
*KOJINYECTBO MPHIIOKEHHIA;

0011I€€ KOJIMYECTBO JMCTOB MPHIIOKEHHIA;
eyKa3aHMs M0 UCIOJIHEHUIO JTOKYMEHTA,
ef0DKHOCTE, . U. O. ucnoaHuTems;

*OTMETKA O KOH(PHUICHIIUATBHOCTH.

B cocTaB nONOMHUTENBHBIX CBEACHUI 00 3JEKTPOHHOM JOKYMEHTE MOTYT OBbITh BKJIIOUEHBI
CBEICHHS. HAMMCHOBAaHHME aBTOpa JOKyMeHTa (eclii aBTOp He COBIAgaeT C aJpecaHToM
(oTmpaBUTENIEM) 3JEKTPOHHOTO JTOKYMEHTA), OTMETKa O MEPEHOCE CPOKAa MCIOJIHEHHsS TOKYMEHTA,
CPOK XpaHEHHs JOKYMEHTa, HAMMEHOBAHUS MPHUJIOKEHUH K 3JIEKTPOHHOMY JIOKYMEHTY, KIIIOUeBbIE
CIIOBa, CTAaTyCc NOKyMeHTa (MPOEKT, BepCHs), BUA Tepeaadd JIOKyMEHTa (DJICKTPOHHOW IOYTOH,
MOYTOM, (PaKCOM U T. J1.) U JIp.

Cpoku XpaHEHHsI IIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHHsI JOKYMEHTOB,
YCTAQHOBJICHHBIX 3aKOHOATEIbHBIMM W MHBIMM HOPMAaTHBHBIMM IMPAaBOBBIMU akTamu Poccuiickoi
deneparyiv, THIOBBIMU TIEPEYHSIMU JIJIS1 aHATIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.

4. Opranu3anus 10KyMeHT0000pOTa M HCIOJHEHUS] JOKYMEHTOB

4.1. Ilpuem u 06padoTKa NOCTYNAKIIMX IOKYMEHTOB

4.1.1. JIBwxeHue NOKYMEHTOB C MOMEHTa MX CO3JAaHUs WM TOJYYEHHUsS JI0 3aBEpILEHUS
WCTIOTHEHHS WM OTIIPaBKH 00pa3yeT TOKyMEHTOOOOPOT.

4.1.2. B nokymeHTo000poTe YUpex1eH!Us BBLACISIOTCS CeIyIoIue JOKYMEHTONOTOKH:

a) MOCTYIMAKoNIas J0KYMEHTaIUs (BXOIA1I1as);

0) ornpaBisiemMast JOKyMEHTaIus (MCXO/sIiasi);



B) BHYTPEHHSISI JOKYMEHTALIHUS.

4.1.3. JlocraBka u oTnpaBka aokyMeHTOB B Illkomy ocymecTBisieTcs, Kak IIpaBuUIIo,
CPEICTBAMU IIOYTOBOM U DIIEKTPUYECKON CBS3U.

4.14. Jloxymentsl, mnoctynapomue B Ilkomy, mnpoxomsT mnepBUYHYIO 00pabOTKYy,
pEerucTpanmio, IpeABapUTEIBHOE PAacCMOTPEHHUE, Iieperady pPYKOBOACTBY Ha PpacCMOTPEHHE,
NEepeaaroTCs UCTIOIHUTEISAM U 110CIIE UCITOJHEHHS TOMEIIAI0TCS B Iea.

4.15. Ilpuem u nepBuuHass oOpabOTKa JOKYMEHTOB OCYIIECTBIISCTCS ceKkperapeM u (HJTH)
JIMILIOM, OTBETCTBEHHBIM 3a BEJICHHUE JEJIONPOU3BO/ICTBA.

4.1.6. Cexperapp ydeOHOW 4YacTh W (WIM) JMIO, OTBETCTBEHHOE 3a BEJICHHE
JeJIONIPOU3BOACTBA, IPOBOAUT:  IPOBEPKY  MPABUIBHOCTH  aJpECOBaHUSA  IMOCTYMNAIOLIUX
JOKYMEHTOB, TPABUILHOCTH JJOCTABKU M KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY JJOKYMEHTOB Ha
HoJyIeXkKallue U He MOAJISKAIINe PEruCTpaLiy.

4.1.7. IlomydyeHHblE KOHBEPTHl C KOPPECIIOHACHLUENH BCKPBIBAIOTCA, IPU  ITOM
IIPOBEPSAETCS HATMYUE BIIOKEHHH, a TaKKe YKa3aHHBIX B JIOKyMEHTax HpuioxeHud. B ciydae
MOBPEXJICHHUS YHAKOBKH M BIIOKEHUH JINOO OTCYTCTBUSI MPHUIIOKEHHMH COCTABISIETCS aKT B JIBYX
sKk3eMIuIsipax. OIUH SK3EMIULAp akTa HaIpaBisieTCss KOPPECHOHAEHTY, BTOPOil mpuoOiiaercs K
MOCTYIUBUIEMY IOKYMEHTY.

4.1.8. OmmbOoYHO mNpHUCIaHHAs KOPPECHOHACHUUS IepechulaeTCsl MO0 IPUHAMICKHOCTH,
€CJIM U3BECTEH aJpec Mojyyarens. B NIpoTUBHOM ciydae KOPPECIOHACHLMS BO3BpallacTCs
OTIIPABUTEIIIO.

4.1.9. KoHBepTbl OT MOCTYHAMOIIEH KOPPECHOHICHINN COXPAHSIOTCS M MPUJIAraroTcs K
JOKYMEHTaM JIMIIb B TOM Cllydae, KOrJa TOJIbKO IO HUM MOKHO YCTAHOBMTBH aJ[pec OTIPABUTEIIS
WIM KOTJla JaTa IOYTOBOTO IUTEMIENs MMEET 3HAu€HHE B KAauyecTBE JOKAa3aTelbCTBa BPEMEHU
MOJTy4YeHHUs JOKYMEHTA.

4.1.10. CpnenmanucToM HE BCKPBIBAIOTCS KOHBEPTHI IMUCEM C HAAMHCHIO <«JIMYHO». OHH
nepeaaTcs N0 Ha3HAYEHUI0

4.2. llpenBapuTeibHOE pACCMOTPEHUE TIOKYMEHTOB

4.2.1. Cexperapp u (W1n) JIUIO, OTBETCTBEHHOE 32 BEICHUE ACIONPOM3BOJICTBA, MPOBOIUT
IIPEIBAPUTEIIBHOE  PAacCMOTPEHUE  JOKYMEHTOB B ILE€JISX  BBUIEJNEHUS U3 BCErO
MacCHBa MOCTYMUBLIEH  KOPPECIOHAECHUMH  JIOKYMEHTOB,  TpeOyromMx  00s13aTesIbHOro
PacCMOTPEHUST JUPEKTOPOM Y UPEKIACHUS.

4.2.2. OcHOBaHMEM MJIsi HPUHATHS PEHICHUS B XOJAE IPEIBAPUTEIBHOTO PacCMOTPEHUS
SBIISICTCS COJICPKAHME JOKYMEHTA, a HE aJpeCOBaHUE JOKYMEHTA COOTBETCTBYIOIIEMY PAOOTHUKY.

4.2.3. Pe3ynbraToM NpeABAPUTEIBHOIO PACCMOTPEHUS SIBJISETCS HAIpaBiIeHHUE JOKYMEHTa
TUPEKTOPY YUpEeKICHUS WM JOUKHOCTHOMY JIMIy B COOTBETCTBUM C YCTAHOBJIEHHBIM B
VYupexxaeHnn pacrnpeeaeHueM 00s3aHHOCTeH MEXIY TUPEKTOPOM U JOJDKHOCTHBIMH JIMLAMU JUIS
BBIHECEHHUsI YKA3aHUS 110 UCTIOTHEHUIO IOKYMEHTA.

4.3. Perncrpanust 10KyMeHTOB

4.3.1. TIlepemaua [JOKYMEHTOB Ha PErHCTPALMIO TPOW3BOIUTCA TOJBKO IOCIE WX
MPEBapUTELHOTO PACCMOTPEHUS.

4.3.2. Peructpamuu TomJeKaT BCE JOKYMEHTHI, TpeOyromue y4eTa, HWCIOJTHEHHS,
UCIOJIb30BAaHUS B CHPABOYHBIX IIEJIAX, KaK MOCTYMAIOIIME U3 JPYTUX OpraHU3alui U OT YaCTHBIX
JUI], TAK U 0oOpasyroluecss B JEATEIBHOCTH YUPEKIEHUS, U PETUCTPUPYIOTCS HE3aBHUCHUMO OT
croco0a UX JIOCTaBKH.

4.3.3. K noxymeHTaMm, He MOIEKAIINM PETUCTPAIINN, OTHOCSATCS IOKyMEHTHI, HE TPeOYIOoIIHe
UCTIOJHEHUS M He cojepkauiue WHQOpPMALUM, HUCHOJIb3yeMOH B  CIPABOYHBIX  ILEJAX:
MPUTJIACUTEIBHBIE, TO3/IPAaBUTEIbHBIE IHChMA, TEJNErpaMMbl, OWJIETBI, IUIAHBI, TPOTPAMMBI
CEeMHUHApOB, KOH(EpeHLUH, CHUMIIO3UYMOB M JPYIMX HOJOOHBIX MEPOIPUATHH, TOKYMEHTHI MO
OyXrajarepckoMy ydeTy, MaTepHalIbHO-TEXHUYECKOMY OOECIeUeHHUIo, IJIaHOBbIe, (PUHAHCOBBIE
JOKYMEHTBI, TIOCTynaromue 0e3 CONpPOBOAMUTENBHOTO TMHCbMA, pPEKJIAMHBbIE JJOKYMEHTBI,
KOMMEpYECKHEe TPEAJIOKECHHs, TeYaTHble W3AaHus, YyHH(HUIUpoBaHHBIE (OpPMBI W ONaHKH
JOKYMEHTOB H JIp.

4.3.4. JIokyMeHTHI, TOJIeKAIINe PETUCTPAINN, PETHCTPUPYIOTCS B KYpHAJE PETUCTPAIHH
BXOJALIMX JOKYMEHTOB (mpuioxkenue Ne 12) B 1neHb NOCTYIUICHHS — B Cilydae IMOCTYIUICHHS
JIOKyMeHTa B pabouee BpeMs; Ha CIIEeIyIOIINi pabo4mii 1eHb — B Cllydae MOCTYIUIEHHSI IOKYMEHTA B
Hepabouee BpeMsl; He3aMeTUTEIbHO — C OTMETKaMu «CpouHO», «OnepaTuBHOY.

4.3.5. Ha mokyMmeHTax, MOCTYMAIOMMX B aapec YUPEKICHHS, B HWKHEM IPABOM YTy
JIULEBOU



CTOPOHBI IIEPBOTO JIMCTA JOKYMEHTA IIPOCTABIISIETCS PETUCTPALIMOHHBINA ITAMII C YKa3aHUEM JIaThl
U TIOPSIIKOBOT'O PETUCTPALIMOHHOTO HOMEPA.

4.4. Pacnpenesnenne NOCTYNAKIKUX JOKYMEHTOB

441, Tlocne peructpaluu JOKYMEHTHI TIEPEHAIOTCS HA PACCMOTPEHUE TUPEKTOPY
Yupexaenus.

4.42. Tlocme pacCMOTpPEHHS JTUPEKTOPOM YUPEKICHHUs JOKYMEHTBHI BO3BPAIIAOTCS
cekperapro u (WIHM) JIHMIly, OTBETCTBEHHOMY 32 BEJCHHUE JCIONPOU3BOJCTBA, Ui IEPECHECCHHUs
YKa3aHU 110 UCIIOJIHEHUIO [JOKYMEHTa B JKypHaJl PpEerucTpalud BXOISIUX JOKyMEHTOB. B
COOTBETCTBHH C YKa3aHUSMH IO HCIIOJHEHHUIO MOJUIMHHUK JOKYMEHTa HalpaBisieTcss paOOTHHKY,
SBJISIIOIIEMYCSl  OTBETCTBEHHBIM HUCIIOJHMTENEM, a COMCIIOJIHUTENAM  HAIPABISAIOTCS  KOIUM
JTOKYMEHTOB (€Cii HMMEIOTCS), O YeM JellaeTCsi OTMETKAa B JKypHAJe PErucTpalid BXOJSIINX
JOKYMEHTOB.

4.4.3. DneKTpOHHBIC COOOIICHHS, MOCHUTAEMBIE IO JJIEKTPOHHOW TIOYTE, HCIOIHSIIOTCS
aHAJIOTMYHO JOKYMEHTaM Ha OyMa)KHbBIX HOCHUTEISX C YYETOM ONpEIeNeHHOM crneuupukd B
IIPOLIECCE UCTIOTHEHMSL.

4.5. Iopsiiok 00padOTKM M MPOXOKIAEHUS UCXOISIIUX U BHYTPEHHUX IOKYMEHTOB

45.1. Tlopsmok TOATOTOBKM HCXOMSIIMX JIOKYMEHTOB BKIIOYaeT B cebs pabory 110
COCTaBJICHHUIO ITPOCKTA JOKYMEHTA, COIIACOBAHUIO, MOAMUCAHHIO (YTBEP)KICHUIO) M OTIIPAaBKE.

45.2. Jlo mepemayn JOKYMEHTa Ha TMOJINUCH HCHOJIHHUTENb JOJDKEH IPOBEPHUTH €ro
cojiepKaHue, MPaBUILHOCTh OOPMIICHHs], HATMYMe HEOOXOUMbIX BU3 U NPUIOKeHUH. JlIOKyMeHT
IIPEJICTaBIISIETCS Ha MOJANMCh BMECTE C MaTeprajlaMi, HA OCHOBAHUU KOTOPBIX OH FOTOBHJICH.

4.5.3. BHyTpeHHUE TOKYMEHTBI OQOPMIISIOTCS U MCHONHSIOTCS (MCHONB3YIOTCS) B MpEeiax
Yupexaenus.

45.4. BHyTpeHHHE JOKYMEHTHI (HOKJIQJHBIC 3alUCKH, CIPAaBKH, CBOOKH H Jp.)
paccMaTpuBarOTCs TEMU JI0JKHOCTHBIMU JIMLIAMU, KOMY OHU HaIlpaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 3a AEJIONPOU3BOACTBO IMEpe]] claueil KOPPECHOHCHIIMN Ha OTIPaBKY
JOJDKHBI 0053aTEIIEHO MIPOBEPUTH MPABMIILHOCTE €€ oopmieHus U agpecoBanus. KonBeproBanue
KOPPECIIOHIGHIIMM W JIPYI'MX  TOYTOBBIX  OTIPABICHUH  NPOU3ZBOAMUTCA  CTPYKTYPHBIMU
MIOAPA3ACICHUAMU Y UPEXKICHHUS.

4.5.6. Perucrpanus OTHpaBisieMbIX JIOKYMEHTOB OCYILECTBIIETCS B JIeHb UX IOJINHMCAHUS
(yTBepyk/ieHHs) WU Ha CIIEAYIONIMA pabo4mii 1eHb. PerucTpaliMoHHbIi HOMEp JTOKYMEHTA M Jara
perucTpaly IpOCTAaBJIAIOTCS Ha MOMJMHHMKE JOKYMEHTa B peKBU3MTax OJlaHKa U Ha
KOIIMM, ocTarouieiics B fene YupexaeHus. CripaBOUHbIM anmapaToM AJis UCXOJSAIIUX JOKYMEHTOB
SIBJISICTCS JKYPHAIT PETHCTPAIIUH ATUX JOKYMEHTOB (mpuiokerue Ne 12).

45.7. OrnpaBKy HUCXOISIIUX  JOKYMEHTOB  MpPOHM3BOAMT  CEeKperapb ©  (WIIH)
JIMII0, OTBETCTBEHHOE 3a BEJECHHE JeNonpon3BoacTBa. CpodHas KOppecToHIEHIHs 0hopMIIsIeTcs
U OTIPABISICTCS  HE3aMEIMTENbHO  cekperapeM ¥ (WIM) JIMIOM, OTBETCTBCHHBIM 32
BEJICHUE JIETIOIIPOU3BOJICTBA.

4.5.8. Cekperapb u (WJIH) JTUIIO, OTBETCTBEHHOE 32 BEJCHHUE JICIONPOU3BOJICTBA, MPOBEPSIET
MPaBUIBHOCTh O(OPMIIEHUS UCXOJSALIMX JOKYMEHTOB, NMPOU3BOAUT COPTHPOBKY JOKYMEHTOB IO
CIoco0y JIOCTABKM KOPPECHOHJACHIMU aapecaTy (mpoctas, 3aka3Has, MeXKIyHapoaHas W
ap.). HempaBuinbHO 0oopMIICHHBIE TOKYMEHTBI M KOPPECHOHICHIMS HECITy)KeOHOTO Xapakrepa K
OTIIPaBKE HE MPUHUMAIOTCS U BO3BPAILAlOTCA JIHUILY, TOArOTOBUBIIEMY JTOKYMEHT.

4.5.9. OrnpaBisieMass TO TOYTE€ KOPPECHOHICHLMS MPOXOIUT YIAKOBKY, aJpecOBaHUE,
MIPOCTaBJIEHHE CTOMMOCTH MOYTOBBIX YCIIYT U IIepeady Ha OTHPAaBKY B MECTHOE OT/IEJICHUE CBSI3U.

4.5.10. Ha 3aka3Hyr0 KOppPECHOHJAEHIUIO, Ha JIOKYMEHThI ¢ MoMeTkod «Jlins ciayxeOHOro
MI0JIb30BAHUSA» COCTABIISIETCSl PEECTp, KOTOPBIA 3aT€M BO3BpAILlae€TCsl CEKpeTapro y4yeOHOM yacTu
v (wm) 7MWy,  OTBETCTBEHHOMY 32  BEJCHHE  JICJIONPOM3BOJCTBA, C  PACHHCKOI
pabOTHUKOB MOYTOBOTO OTHEJNEHUS CBA3M WM MHOTO JIMIA, OOECIEeYUBAIOUIEr0 OTIPABKY
JIOKYMEHTOB.

4511. Tlepemaua c WCHOJB30BAaHUEM CpPEICTB (PAKCUMHIBHOW CBS3U JIOKYMEHTOB,
COJZIepKALINX CIY>KEeOHYI0 HMH(OPMAIMI0 OrPaHUMYEHHOTO paclpOCTpPaHEHHs, B TOM 4YHCIE C
nmomMeTkon «/[ms cimy)xeOHOTO TONB30BaHUS», HE paspemiaercs. Kareropudecku 3amperniaeTcs
nepezaaya 1o cpeicTBam (pakCUMUIBHOMN CBSI3M CEKPETHBIX JTOKYMEHTOB.

4.5.12. C ucnonp30BaHNEM CPEICTB (PaKCUMIIIBHOW CBS3H MOTYT OBIThH TIepEIaHbl MaTepHAITBI
TEKCTOBOTO, TaOJMYHOTO MM TIpaduUyeckoro XapaxkTepa, MHCIOJHEHHbIE TUIOrPadCKuM,
MalIMHOMUCHBIM



WIA PYKOIHUCHBIM CIIOCOOOM B YE€PHOM HJIM TEMHO-CHHEM LBETE C YETKUM U KOHTPACTHBIM
n300paxkeHueM (MepBbie IK3EMIUIAPHI MM MX KCEPOKOIWH) Ha Oenoil Oymare ¢ MHHHMAIbHOM
BBICOTOM OYkB 1 1up 2 Mmm. OObeM mepeaBaeMoro B TEYCHHE OJTHOTO CEeaHCa CBSI3U JOKYMEHTA,
BBITIOJITHEHHOTO Ha Oymare ¢opmara A4, He TOJDKEH MPEBBIIATh MSATH JUCTOB.

4.5.13. OTBETCTBEHHOCTh 3a COJIEpKaHUE MH(POPMALUH, MepeJaBacMoil ¢ UCIOIb30BAHUEM
cpencTB (paKCUMHIIBHOM CBS3M, BO3JaraeTcsl Ha UCIOIHUTENS, TOATOTOBUBIIETO (hakcorpaMmy Jis
neperadu.

4.6. Oco0eHHOCTH PAGOTHI C JIEKTPOHHBIMH JOKYMEHTAMH

4.6.1. B YupexxaeHuH CO3/1al0TCS M UCHIOIB3YIOTCS:

eJJICKTPOHHBIE ~ JOKYMEHTHI, CO3[aBaeMble B  JJIEKTpOHHOH  ¢dopme  Oe3
IpeIBapUTENLHOTO JOKYMEHTUPOBAHMS Ha OyMa)KHOM HOCHUTEIIE,

e3JIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IOJyY€HHBbIE B pe3y/lbTaTe CKaHWPOBAHUS
JIOKYMEHTOB M XPaHSIILUECS B CUCTEME IEKTPOHHOI'O JOKYMEHTO000pOTA.

4.6.2. IlpueM u oTmpaBKa FNEKTPOHHBIX JTOKYMEHTOB OCYIIECTBIISIOTCS OTBETCTBEHHBIM 3a
BEJICHUE JIETIOIIPOU3BOJICTBA B Y UPEKICHUU.

4.6.3. DIEeKTpOHHBIE JOKYMEHTBHI CO3JIAl0TCs, 0OpabaThIBAIOTCS W XPAHATCSI B CHCTEME
JEKTPOHHOTO JIOKYMEHTOO00pOTa YUpexkKICHHS.

4.6.4. DIEKTPOHHBI JIOKYMEHT JOJ/DKEH OBbITh O(OpMIICH 110 OOIMM IpaBHJIaM
JIEJIONPOU3BOJCTBA U HUMETh PEKBM3UTHI, YCTAHOBJEHHBIE MJI1 AHAJIOTMYHOIO JOKYMEHTa Ha
OyMaXHOM HOCHTEJIE, 32 UCKJIFOUEHHEM OTTHUCKa revyaTtu u u3obpaxkenus ['ocynapcTBeHHoro repba
Poccuiickoit ®enepanumn.

4.6.5. Jlns moATBEepKAECHUA MOJJIMHHOCTH JJICKTPOHHBIX JOKYMEHTOB B YUpEXKIACHUU
UCTIOJNB3YIOTCS  3JIEKTPOHHBIE IMQPOBBIE moAnucH. lcmonb3yemblie cpencTBa AIEKTPOHHOU
1M(POBON MOJMUCH JTOJDKHBI OBITH CEPTUPHUIIMPOBAHBI B YCTAHOBICHHOM MOPSAKE.

4.6.6. EnuHunedl y4era SJEKTPOHHOTO JIOKYMEHTA SIBIISICTCS OSJCKTPOHHBIM JOKYMEHT,
3aperuCTPUPOBAHHBINA B CUCTEME SJIEKTPOHHOTO JOKYMEHTO00O0pOoTa YupekKIeHHs. DIEKTPOHHBIH
JOKYMEHT, UMEIOIIUN TPUIIOKEHNUS], PETUCTPUPYETCS KaK OJAMH JOKYMEHT.

4.6.7. Tlocne oOTHpaBKU AJIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOIO AJIEKTPOHHOW MOJIMHUCKHIO
YIOJHOMOYEHHOI'O JOJDKHOCTHOTO JIMIIA, TOCBUIKM aJpecaTy €ro KONmuM Ha OyMa)KHOM HOCHTEIE,
Kak MpaBuio, HEe TpeOyeTcs, 3a UCKIIOYEHHEM OTBETOB Ha OOpallleHus TpaxkaaH, MOCTYMUBIIUX IO
MH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHBIM KaHaIaM, Ha KOTOPBIE 3asBUTEIO JACTCsl MUCHhMEHHBIN
OTBET, HANPaBISEMBIii [10 TIOYTOBOMY aPeECy, YKa3aHHOMY B OOpaIleHHH.

4.6.8. VcnonHEeHHBIE 3JIEKTPOHHBIE JOKYMEHTHI CHCTEMATH3UPYIOTCS B JieJa B COOTBETCTBHH
C HOMEHKJIaTYpOH Jesl YUpeXIeHUs U UHAECKCUPYIOTCS B MOPSIKE, YCTAHOBICHHOM B OTHOLICHUU
JIeJl, COCTaBJIEHHBIX M3 JIOKYMEHTOB Ha OymakHOM Hocutene. IIpu cocTaBieHMH HOMEHKIIATYphI
JIeJT B 3ar0JIOBOK JIeJ1a BKJIFOYAETCS yKa3aHue «JIEKTPOHHBIE TOKYMEHTBI».

4.7. UndopManmoHHas 6e30MaCHOCTD

4.7.1. NupopManmoHHbIe pecypechl YUpekKICHHUS 110 JOCTYNY (BOZMOKHOCTH HUCIIOIb30BAHHS)
MOJIPA3ICIAIOTCS Ha OTKPBITYI0 (OOIIEAOCTYIHYI0) MH(DOPMAIUIO, CIY)KEOHYI0 HH()OPMAIIUIO H
UH(OPMAIHIO OTPAHUUCHHOTO PACIPOCTPaHEeHUS (JIOCTYTA).

K xkareropuu OTKpbITOM HMHOpMALMM OTHOCHUTCS HWHGMOpMaLUs, CcoJAep)Kalascs B
JOKyMEHTaxX U 0a3ax JaHHBIX YUPEKIEHUs, HEOCPEICTBEHHO 3aTparuBarollas npaBa U MHTEPECHI
rpax/iaH.

K «kareropun cnyxeOHOH HHPOpPMAUM OTHOCUTCS HH(pOpMalMs, coJepxkalasics B
JOKYMEHTax M 0a3ax J[aHHBIX YUpeKIeHHs, MpelHa3HauyeHHass JUIsl JOJDKHOCTHBIX JIMI H
paOOTHUKOB YUpeXXAEHUs, NMPU BBINOJHEHUMH UMM CBOMX (DYHKIIMOHAJIBHBIX OOS3aHHOCTEH, He
3aTparvBaollias HampsMYyK [paBa M MHTEPECHl TpakJaH M HE OTHOCSIIAscs K KaTeropuu
OrpaHMYEHHOT'O PacIpOCTpaHeH s (J1ocTyma).

K kareropuu wuH(pOpMANMK OrPAHUYCHHOTO paclpoCTpaHeHHs (JOCTyma) OTHOCHUTCS
uHbopManus, cojepxkaliasgcs B JOKyMEHTaxX UM 0a3ax JaHHBIX, BKJIIOYAIOIIas CBEICHUS
KOH(PHUACHITMAIBHOTO XapaKTepa.

Bes undopmanus, copepkamiascs B JOKyMEHTax M 0a3ax JaHHBIX YUpexXJeHHs, II0
YMOJYAHUIO SIBISIETCSI OTKPBITOW M o0menoctynHoi. Mckmtouenune cocrtaBisier HHpopMaIus,
OTHECEHHAsl K KaTeropusM CIIy>KeOHOW M OTpaHUUSHHOTO PAaCIpOCTpaHEeHus (JI0CTyIa).

4.7.2. Joctyn monp3oBareriel K HWHPOPMAIMM OTPAHWYMBACTCS ITYyTEeM OTHECCHHS
uH(pOpMALUU K COOTBETCTBYIOLIEH KAaTEropuu M HAJI0KEHHEM Ha Hee COOTBETCTBYIOLIETO rpuda
orpaHuyeHus pacrpocrpanenus. Undopmanns orpaHuueHHOro A0cTyna cHabxkaeTcst rpudom «Jlis
CITy>K€OHOTO T0JIb30BAHUS.



[IpaBoM oTHeceHuss WHGPOPMALMKU K KAaTErOPUHM OTPAHUYCHHOTO JIOCTYNa W HAJIOKEHUS
COOTBETCTBYyIOLIEro rpuda oOnagaeT aBTOp JOKYMEHTa IO COIJVIACOBAaHUIO C JUPEKTOPOM
Yupexaenus.

JlokyMeHTUpOBaHHasi WHGOpMAalKsg OrpaHMYEHHOTO PpACIpOCTpaHEeHHUs Oe3 CaHKIUU
JOJDKHOCTHOTO JIMIIA, YCTAHOBMBILEIO PEXKUM OIPAaHUYEHHOI'O PacCHpOCTPAHEHHUS AJI JaHHOTO
JOKYMEHTa, He TOMJISKHUT pasriamieHuto (pacrmpocrtpaneHuto). [IpemocraBieHre MOIb30BATEIISIM
J0CTyNa K TaHHOW WH(OPMALIUN OCYIIECTBISAETCS UCKIIOYUTEIBHO 110 COrTIACOBAHHIO C YKAa3aHHBIM
JOJKHOCTHBIM JIMIIOM ITyTE€M MO0JIa4l COOTBETCTBYIOLICH 3asBKH.

JIOJDKHOCTHBIE JIMIA, IPUHSABIINE pelIeHre 00 OTHeCeHUH nHpopManuu, 3apUKCHPOBAHHON B
JOKYMEHTE, K KaTeropud OIrPAaHMYEHHOTO pacHpOCTPAaHEHHUS, HECYyT OTBETCTBEHHOCTb 3a
000CHOBAaHHOCTH MPUHATOTO PEIICHUS M €0 COOTBETCTBHUE JCHCTBYIOIIEMY 3aKOHOIATEIbCTBY.

4.7.3. Jluunbie nenma paOOTHUKOB, JUYHBIE KApTOYKU PAOOTHHUKOB, TPYAOBBIC KHHKKH
paOOTHUKOB, TpHKa3bl MO JHMYHOMY COCTaBy JOJDKHBI XpaHHTbCs B cedide wium B
METAITNYECKOM IIKady.

brnanky TpyHOBBIX KHMXKEK IO Mepe HEOOXOIMMOCTHU BBIIAIOTCS OTBETCTBEHHOMY JIMILY
KaJIpOBOM CIyxObl. 3amucu B TPYAOBON KHIKKE TMOJIMUCHIBAET PYKOBOJIUTEND KAAPOBOU CIIY:KOBI
OO. VYyer, xpaHeHue U BbIZayy OJIAHKOB CTPOTOW OTYETHOCTH: TUIUIOMOB, BKJIAJBIIICH K HHM,
CBUJCTEILCTB, YAOCTOBEPEHUN BEJIET 3aMECTUTENb TUpEKTOpa. bianku xpansares B ceiide.

4.7.4. YcraHOBKa M SKCIUTyaTalus MPOTPaMMHOIO 00eCHeueHHs], MOJIy4eHHOTO M3 JIIOOBIX
HMCTOYHUKOB U BBIMOJHAIOMIETO (YHKIHMH, HE CBSI3aHHBIE HEMOCPEICTBEHHO C BBHIMOJIHEHHEM
pabOTHHKAaMU CBOUX JOJDKHOCTHBIX O0SI3aHHOCTEH, KATETOPHUECKH 3alpelieHa.

4.7.5. Bes npencraBieHHass B 3JEKTPOHHOM Bujae HH(popmaius, nocrynaromas B Llkomy,
B 00513aTEILHOM MOPSAKE MOAJICKUT MPOBEPKE AHTUBUPYCHBIMH CPEJICTBAMH.

4.7.6. DnekTpoHHas TMOYTa MOXET HCIOJIb30BAaThCSA MOJB30BATENAMU TOJBKO  JUIA
oOMeHa MHpOpMAIUEH, OTHOCSAIIEHCS K KAaTerOpuu OTKPHITOW U CIIy)KeOHOW. 3ampenieHo
MCIIOJIb30BATh AJIEKTPOHHYIO TOYTYy i mepenayr WH(OpMaluu, OTHOCSIIEHCS K KaTeropuu
OTPaHUYEHHOTO PACHPOCTPAHEHUSI.

5. KoHTpo.ib 32 HcnoJIHeHHEM T0KYMEHTOB

5.1. Opranu3anusi KOHTPOJIS

5.1.1. KoHTpouto nmojsiexar Bce 3aperuCTpUPOBAHHbIE JOKYMEHTHI, TPEeOYIOIINe UCIIOIHEHUSI.
KoHTposb ncnosHeHus: JOKyMEHTOB BKJIFOYAET: YUET, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB
WCIIOJIHEHUS, HEMIOCPEACTBEHHYIO MPOBEPKY XOJa HCIIOJIHEHUs, MPOBEPKY KauecTBAa MCIOIHEHUS,
aHaJIU3 pe3yJIbTaTOB UCIIOIHEHMS.

5.1.2. KoHTponb 32 UCHOJIHEHHWEM JIOKYMEHTOB YCTaHABIMBAeTCs B IIENAX OOECIEeYeHHs UX
CBOEBPEMEHHOT'0 M KaueCTBEHHOT'O MCIIOJHEHNS, OBBIIEHHS] YPOBHS OpraHU3aTOPCKON paboThl U
WCIIOJTHUTENIbCKON TUCIMIINHBI.

5.1.3. [Ipu mocTaHoOBKE TOKyMEHTa Ha KOHTPOJbh Ha IPABOM BEPXHEM IIOJIe JOKYMEHTa
JeaeTCsl OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (ILITAMITIOM) «KOHTPOJIBY

5.1.4. KoHTpoJtto mojasiexat MpuKasbl, pelIeHNs COBETOB, a TAKXKe JOKYMEHTBHI, TOCTYIAOIIIe
Ha UM TUPEKTOpA YUPEKICHUS.

Opranusanys KOHTPOJISI UCTIOJTHEHUS BKJITIOYAET B CeOsl:

*[IOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;

*MOHHUTOPHHT UCIIOJTHEHHSI KOHTPOJIbHBIX MOPYYEHHH TOKYMEHTOB,;
*CHSATHUE UCIIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS,

eHAIPaBJIEHNE UCTIOJTHEHHOTO JJOKYMEHTA B JIEJIO.

5.1.5. PykoBoauTenu CTPYKTYpHBIX MOApa3fAeieHui 00s3aHbl paccMaTpUBaTh COCTOSTHHE
HCIIOJIHUTENIbCKON JAUCHUUIUIMHBI 110 TOKYMEHTaM C MOPYYEHUSIMU aAMUHHUCTPAIMN Y UpexaeHus, a
TaKXKe
JOKYMEHTBI, TIOCTYNUBILKE B apec CTPYKTYpHOTO IMOApa3JeNieHus U TpeOyrolre UCIOJHEHUS U
IIOATOTOBKH OTBETA.

5.1.6. JIokyMeHT cUHMTAeTCs MCIOTHEHHBIM, KOT/Ia PEIIeHbl OKOHYATEIFHO BCE MTOCTABICHHBIC
B HEM BOMPOCHI U COOJIIOJICHBI CIIEAYIOIINE CPOKH:

*€CJIM B JOKYMEHTE MIOCTABJIEH CPOK MCIOIHEHUSI — B YKa3aHHBIN CPOK;
*JIOKYMEHTHI 0€3 yKa3aHusi CpOKa UCIOJHEHUS — B MECSYHBIN CPOK;

*€CJIM B JOKyMEHTE UMEETCSI IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;
e[IOpYyYEHHUs 0€3 yKa3aHUsI KOHKPETHOH J1aThl UCIIONHEHHS — B MECSIUHBIN CPOK;
C TIOMETKOH «OTepaTuBHO» — B 10-THEBHBIN CPOK;



o110 O0OpaIeHUsIM TpaKIaH, TPEOYIOIIUM JOTOTHUTEIILHOTO U3YUCHHS U TIPOBEPKH,
— JI0 OHOTO MECSIIa CO JTHS PETUCTPAIlNH, 110 OCTAILHBIM — He Oosiee 15 mHei.

Cpox ucuucisieTcsi B KaJIeHJApHBIX JHSIX C JAThl MOJMUCAHUS TOKYMEHTA.

Ecnu mocnenHuii [eHb HCHOJIHEHHS] JOKYMEHTa MPUXOAMTCS Ha HepaOouud JAeHb, OH
MOJIC)KUT UCTIONTHEHUIO B TIPE/IIIECTBYIONINA eMy paOouuii JIeHb.

[Ipu HeoOXoOUMOCTH MPOAJIEHUS CpPOKAa HUCIHOJHEHHS JOKYMEHTa OTBETCTBEHHBIN
WCTIOJTHUATEIb MIPEJCTABISET HA UMSI TUPEKTOpa, JaBIIEro MOpy4eHHuEe, MOTUBUPOBAHHYIO MTPOCKOY O
€ro MpoJJICHUH HE TMO3JHee YeM 3a TPU JHS 10 HCTEUEHHUS YCTAHOBJIEHHOTO CpOKa, C 4YeM
CBOEBPEMEHHO IepeaaeTcss HHPOpMaus B MPUEMHYIO TUPEKTOPA.

5.2. IlopsaAioK CHATHSI JOKYMEHTOB ¢ KOHTPOJIA

5.2.1. IoKyMeHTBbI CHUMAIOTCS C KOHTPOJIsI, €CJIA PEILICHBI IIOCTABJICHHBIE B HUX BOIIPOCHI WIIH
aBTOpaM JIaH OTBET I10 CYIIECTBY.

[IpoMexyTOUHBII OTBET, paBHO KaK U 3aIpOC 110 UCIIOJIHIAEMOMY JOKYMEHTY WJIH 4aCTUYHOE
UCIOJIHEHUE MOPYUYCHHUS], HE SBJISETCSI OCHOBAHUEM JUIsI IPU3HAHUS JOKYMEHTA UCIIOJIHEHHBIM.

5.2.2. CHATH JOKYMEHT C KOHTPOJISI MOXET TOJBKO JOHKHOCTHOE JIMIIO, KOTOPOE TMOCTABUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHOBaHUEM [UIsI CHATUS C KOHTPOJISA JOKYMEHTOB C TOPYYEHHUSMH JUPEKTOPA
VYupexneHus SBISETCS JOKYMEHT — OTBET, MOJAMNUCAHHBIA JUPEKTOPOM, €ro 3aMecTUTeseM, 0o
CIpaBKa 00 MCIIOJIHEHUH JOKYMEHTA 3a MOJIUCHI0 PYKOBOAUTENS CTPYKTYPHOTO ITOAPA3IEIECHNUS.

6. YdeT u XpaHeHHe NeYaTel, ITaAMNOB U 0JIAaHKOB

6.1. O0s3aTeTbHOMY Y4YETy IMOAJICKAT BCE BHUJBI IEYATCH W INTAMIOB, OJIAHKH CTpPOTOH
OTYETHOCTH, KOMAaHIMPOBOYHBIE YIOCTOBEPEHHUS, CIIy)KeOHbIE 3a/1aHNUs, TPYAOBbIE KHUKKHU.

6.2. Yyer Bcex meyaTeil W IITaMIIOB, UMEIONUXCS B YUPESKICHUH, BEACTCS B CICIUATBHOM
xypHaie (npunoxerne Ne 13).

6.3. KXypHansl ydera BKIIOYAIOTCS B HOMEHKJIATYpy JAel. JIMCTBI WX HyMepyroTcs,
MIPOLINBAIOTCS ¥ ONEYaThIBAIOTCSI.

6.4. [TeyaTr ¥ ITAMITBI IOJDKHBI XPAHUTHCS B Ceii(ax MM METAUIMYECKUX MIKadax.

6.5. OTBeTCTBEHHOCTh 32 XpaHEHHE U HUCIOJb30BaHWE TIe4ared, IITaMIOB HECYT
JIMIa, OTBETCTBEHHBIE 32 BEJCHUE JI€IONPOU3BOJICTBA.

6.6. YHUUTOXKEHHE OJIAaHKOB MPOU3BOJUTCS IO aKTy C OTMETKOM B COOTBETCTBYIOIIUX
KypHaJlax ydera.

6.7. [Teyatu ¥ MITAMIIBI YHUYTOXKAIOTCS 11O AKTY.

6.8. [IpoBepka Hanmuyus mevyarei, MTAaMIIOB M OJAHKOB, a TAaKXKe MOPSJIKA WX XPaHEHHs H
HCII0JIb30BAaHUs TPOU3BOJUTCS KOMUCCHEN HE PEXKE OJHOTO pa3a B IO OAHOBPEMEHHO € IIPOBEPKOM
COCTOSIHUSI JIETIOTIPOU3BOJICTBA.

7. CocTaBjieHHEe HOMEHKJIATYPBHI JIeJ

7.1. HoMeHknaTypa A€l — CHCTEMAaTH3MPOBAHHBIA MMEpEUeHb 3arojoBKOB (HAaUMEHOBAaHMIA)
Jiell, 3aBOJMMBIX B 00pa3oBaTeNbHON OpraHW3ali, C YyKa3aHHEM CpPOKOB UX XpaHEHWHs,
o(OpMIIEHHBIN B ycTaHOBIEHHOM mopsaake. HoMmeHkiaTypa nen npeaHazHaueHa Ui FPYNIHPOBKU
WCIIOJIHEHHBIX JIOKYMEHTOB B JI€Ja, CHCTEMAaTH3allud W YydeTa Jell, OINpPEAENIeHHs CPOKOB HX
XpaHEHUsI ¥ SIBJIICTCS OCHOBOM JUIsi COCTABIICHUSI OTHMCEH JIeN TOCTOSIHHOTO U BPEMEHHOTO (CBBIIIE
10 ntet) XpaHeHwusl, a TakKe I ydera et BpeMeHHOro (10 10 eT BKIIOUUTENbHO) XpaHEHHUS.

7.2. Howmenkinarypa nmen o0pa3oBaTeNbHON OpraHW3alMU COCTABISETCS PaOOTHUKOM,
Ha3HAYCHHBIM  TPUKA30M  PYKOBOIUTEIsT ~ 0Opa3oBaTelbHOW  opraHuzanud  (mamee  —
OTBETCTBCHHBIN) B COOTBETCTBUH C YCTAaBOM 00pa30BaTENIbHON OPraHU3AIMH U TIOJIOKEHUSIMH O €T0
CTPYKTYpPHBIX TIOJpa3AeNEeHUsIX, IITaTHBIM paclucaHueM, IUIaHaMH UM OT4eTaMu o padoTe,
MEepEeyHs MU JOKYMEHTOB C YyKa3aHHEM CpPOKOB HX XpaHEHHUs, HOMEHKJIaTypamMu Jel 3a
OpeaIIecTByIonMe rofasl.  M3ywatoTcss  TOKyMeHTBI, oOpasyromuecs B JAEATEIbHOCTU
o0pa30BaTenbHON OpraHu3aluy, UX BUbl, COCTaB U COJEepKaHHeE.

7.3. CTpykTypHble MoOjpa3feieHus exeroaHo, He mnosaHee 30 HOAOpsS TeKyliero roja
COCTaBJISIOT TMEpeYHH JOKYMEHTOB, KOTOpble 00pa3yloTcs B TIpolecce JeATeIbHOCTH U
MPEJICTaBISIOT WX OTBETCTBEHHOMY JJsi (OPMUPOBAHUS CBOJHOM HOMEHKJIATYPHI  JIe.
OTBETCTBEHHOCTh 3a OpraHMU3alMI0 CBOEBPEMEHHOI'O COCTABJICHUS MEpeYHsl JOKYMEHTOB s
HOMEHKJIATYPHI JIe)1 00pa30BaTeNbHON OpraHU3aIlii BO3JIaraeTcs Ha PYKOBOAMTENEH CTPYKTYPHBIX
MOJIpa3IeJICHHI.

[Ipu HEOOXOOUMOCTH AJISI CTPYKTYPHOTO IOJPA3/IEiCHUs MOXKET COCTaBIATHCA OTAETIbHAs
HOMeHKIaTtypa Jen. HomeHknarypa nen CTpyKTYpHOTO MOJIpa3/eieHHs] COCTaBISIETCS JIMLIOM,
OTBETCTBEHHBIM 3a BEJICHUE JI€JIONPONU3BOJICTBA CTPYKTYPHOI'O TIOAPA3ACIEHUs, COIVIACOBBIBAECTCA U



MOMTMKUCKHIBACTCS PYKOBOAMUTEIEM CTPYKTYPHOTO TMOIpPA3ICICHHSI W TPEACTaBISETCS PabOTHHKY,
OTBETCTBEHHOMY 3a OpraHH3al{IO JIeJOMpPOU3BOJACTBA M apXMBHOE [eJI0 B 00pa3oBaTelbHOU
OpraHH3aIlHH.

7.4. Homenkimatrypa gen o00pa30oBaTeJIbHOW OpraHW3allid HAa  TPEICTOSIIMN  TOJ
COCTABIIACTCSI/yTOUHSICTCS B MOCJCIHEM KBapTalie TEKYHIEro Trojia, BU3UPYETCS PYKOBOAMUTEIEM
apXuBa, COTJIACOBBIBACTCS C MOCTOSHHO JICWCTBYIONICH AKCIIEPTHON KOMHCCHEH 00pa3oBaTeIbHOM
opranuzaiuu. [Ipu n3MeHeHuu CTpykTypsl u (uiau) He pexe 1 pasza B 5 JieT, HOMEHKJIATypa Jei
COIJIACOBBIBACTCS C SKCIIEPTHO-IIPOBEPOUHON KOMHCCcHEH DHCKOro o0JacTHOrO apxuBa. B koHie
KQKJOr0 ToJa HOMEHKJIATypa JeJ YTBEePKIACTCS TUPEKTOPOM 00pa30BaTEIbHON OpraHu3allid U
BBOJUTCS B JIeHCTBUE C 1 SHBapsl CIEAYIOLIEro Toja.

B cnydae HeoOXOIMMOCTH BHECEHHS B HOMCHKJIATYPY J€N 3HAYUTEIBHBIX U3MCHEHHUU
HOMEHKJIAaTypa Jell TOJUIeKUT mepepaboTke. M3MeHeHHs yTBEp)KIAIOTCS MPUKA30M WM
KOPPEKTHPOBOYHBIM JIUCTOM. Hebonble HW3MEHEHUsI BHOCATCS B YTBEPXKICHHBINH paboumii
AK3EMILISIP HOMEHKJIATYpPhl AeIl.

7.5. Tlopsimox cocTaBieHUsST HOMEHKJIATyphl Jnen. Homenkrnarypa odopMiseTcss 1o
yIBepKaAcHHOMN opme (nmpuinokenue Ne 14).

Homenxknarypa nen noapaszaensiercs: Ha pas3zieiibl, KOTOPbIE pacioylaraltoTcsl B COOTBETCTBUU C
YTBEPKACHHBIM IITaTHBIM pAacliCaHUEM 00pa3oBaTelIbHOM opraHu3anuu. Ha3zBaHusmu paszaenos
HOMEHKJIATYPHI JIeJ SIBJISTFOTCSI HAUMEHOBAHUS €€ CTPYKTYPHBIX MOAPA3/ICICHUA UM HAMPaBICHUS
NeSITEIbHOCTH.

7.5.1. B rpade 1 HOMEHKIATYPHI JIE]T MPOCTABIAIOTCS HHICKCH KAKIOTO Jelia, BKIFOYEHHOTO
B HOMeEHKIaTypy. WMuHaekc nema coctouT u3 OUPPOBOro 0003HAYEHHS] U3 IITaTHOTO
pacncanusi o0pazoBarenbHON opranu3anuu (Koja) ¥ TMOPSIKOBOrO HOMEpa 3arojioBKa Jejia Io
HOMeHKatype. MHnekcsl nen obo3Hayarorcs apabckumu mudpamu. Hampumep: 12-05, rae 12 —
o6o3naueHue (kox), 05 — mopsIKOBBIM HOMEp 3aroJOBKa Jiesia B pa3/ielic HOMEHKIIATYPBI JIeI.

B HoMeHKkiaType €1 COXpaHSIOTCS OJMHAKOBBIE HMHIEKCHI [UIsl OJHOPOAHBIX U
MIEPEXOISAIIUX JIET.

7.5.2. B rpade 2 HOMEHKIATYPHI /1€ MPOMHUCHIBAIOTCS 3ar0JIOBKH JIEI.

3aroJioBOK Jienia 4eTKO, B 00OOIICHHON (opMe OTpaskaeT OCHOBHOE COJICP)KAaHHE W COCTaB
IOKyMeHTOB jena. OCHOBOW Uil HavMMEHOBaHHs (3aroJioBKa) [el  SBJISIOTCS  BOIPOCHI,
oTpakarInue 3a1aud u (QYHKIUU 00pa30BaTeIbHON OpraHm3anud. HanmMeHOBaHUS JTOMONHSIOTCS
yKa3aHHeM pojAa 3aBOJUMOrO Jiejia MM Pa3HOBUAHOCTH JOKYMEHTOB (IIOCTaHOBJICHUS,
pacropspKeHUs, MPHUKa3bl, TPOTOKOJIBI M T. 1.). Eciu nemo, BKIOYaeMOe B HOMEHKJIATYPY eI,
COCTOWT W3 OJIMHAKOBBIX BHJIOB WJIM Pa3HOBUIHOCTEH JTOKYMEHTOB, B 3aroJIOBKE TaKOro Jena
YKa3pIBae€TCS HAaWMEHOBAHHWE BHUJOB JIOKyMeHTOB, Hampumep «[Ipuka3sl 10 OCHOBHOM
nestensHOCTH». He momyckaeTcst ynotpebiaeHe B 3arojioBKe Jiefia HEKOHKPETHBIX (OPMYITUPOBOK
(«pa3Hble MaTepUaIbl», «00IIast MePEMUCKay, «UCXOIAIIast MEPEIUCKay», «BXOASIINE TOKYMEHTHD»),
a Tak)Ke BBOJHBIX CIIOB, CJIOXHBIX CHHTaKCHYeCKHMX o0opoToB. He momyckaercs ymoTpeGieHue
COKpAIICHHBIX CIIOB HAWMCHOBAaHWUW TEPPUTOPHAIBHBIX OPraHOB WCIIOJIHUTEIHHOW BIIACTH,
YUpEKIEHUIN U OpraHu3aiuii, Kpome oQHUIMaIbHO YCTAaHOBICHHBIX cOKpamieHuid. Eciu geno Oyzaer
COCTOSITh M3 HECKOJIbKMX TOMOB MJIM YacCTEH, TO COCTaBIISAETCS OOIIMIT 3ar0JIOBOK JIeJia, a 3aTeM MpH
HEOOXOMMOCTH COCTABIISIFOTCS 3arojIOBKA KakAO0TO0 ToMma (Y4acTH), YTOYHSIOIIAE COJEpPKAHUE
3aroJjioBKa Jena.

[Topsmox pacmoioKeHUs 3aroJIOBKOB JieJT BHYTPU pa3/ieJioB M MOAPA3EIOB HOMEHKIATYPhI
JIeNT OTIPENIEISICTCS CTEIICHBI0 BAXKHOCTH JIOKYMEHTOB, COCTABJISIOIINX JIENIa, U WX B3aUMOCBSI3BIO.
Buauane pacrmonararoTcsi 3arojIoBKM JeJ, COJEpKallliX OpraHU3alMOHHO-PACTIOPSIAUTEIHHYIO
JNOKyMeHTanuio. Jlamee pacrnojaraiorcs 3aroJIOBKH JIel, COJEp)KallUuX IJIAHOBbIE M OTYETHBIE
JOKYMEHTBI U T.JI.

[Topsimok pacmoyioKeHHUs1 3aroJIOBKOB JIEJI BHYTPH Pa3/iejoB W TOJPa3/ie]IOB HOMEHKIIATYPHI
JIeNl ONIPEIENSIeTCS CTEeTIEHbI0 BAYKHOCTH JOKYMEHTOB, COCTABIISIFOIIMX JIENa, U UX B3aMMOCBA3bI0. B
Hayajie pacroJiararoTcsl 3arojOBKU JIeJl, COJAEpXallluX OpraHU3allMOHHO-PACTIOPSIUTENbHYIO
JOKYMEHTAITUIO. 3ar0oJI0OBKH JeNl MOTYT YTOUYHSTHCS B mporiecce (GopMUpPOBaHUS B O(OPMIICHHS JIe.

B HOMeHKIaTypy Jei BKIIOYAIOTCS TakKe JeJia, He 3aKOHUCHHBIC MPOM3BOJCTBOM Jeiia
MPONLIBIX JET (MePexXoIAIIne).

7.5.3. I'pada 3 HOMEHKJIATYyphI JEN 3aMOJHICTCS B TCUCHHE KaJICHJAAPHOTO Toja — IPH
(dhopMUPOBaHUH HOBOTO JIENa, IPH 3aKPBITUH JIela U 10 OKOHYAHUU KaJIeHAapHOTO To/a.



[To noctmxenun nenom oovema B 250 JIMCTOB, TOM 3aKPBIBACTCS M OTKPBHIBACTCS HOBBIM TOM.
B rpade nocienoBaTenbHO yKa3bpIBalOTCSI HOMEPAa TOMOB M KpalHUE JaThl JOKYMEHTOB KasKIOTO
toma. Harmpumep «T1 — 11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021».

DneKTpOHHBIE Jie]a Ha TOMa He pa3JieistoTcs. Bee ainekTpoHHbIe TOKYMEHTHI, HE3aBUCUMO OT
X 00beMa, BKITFOYAIOTCS B OJTHO AJIEKTPOHHOE JEII0.

7.5.4. B rpade 4 ykaspiBaeTCs CpPOK XpaHEHHs Jejia, HOMEpa CTaTed MO0 THUIIOBOMY HIIH
BEJIOMCTBEHHOMY TIEPEYHIO, eiepallbHOMY 3aKOHY MIIM MHOMY HOPMATUBHOMY TIPaBOBOMY aKTy, a
IIPU UX OTCYTCTBUHU — 10 THUIOBOI HJIM IPUMEPHOU HOMEHKIAType Aedl.

7.55. B rpadpe 5 «lIpumedyanue» yKa3bIBAIOTCS CIEHUAIBHBIE CPOKH XpaHEHHS e,
MPOCTABJIAIOTCS OTMETKH O 3aBEACHUH JeJ1 (B TOM YHKCIIE B SJIEKTPOHHOM BHUJIE), O BBIICICHHUH JIET K
VHUUYTOXKEHHUIO TI0 HCTEUCHUH CPOKOB UX XPAHEHHsI, O MECTE XPaHEHUS MOJTMHHUKOB JOKYMEHTOB,
0 mepenaye e B IPYryI0 OPraHu3aluio sl IPOJOJIKEHUS U JIp.

B rpade nmemaroTcsi OTMETKH O MEpPEeXOASIIUX JeliaX ¢ YKa3aHHeM CTaporo HWHJEKCa Jieia B
ciydae ero usmeHenus. Hanpumep «llepexonsmee ¢ 2016 r. B 2016 - 2019 rr. — a. 2-2-11».

[To menam, KOTOpBIE TIO KAaKUM-THOO TMPUYMHAM B TEUCHHE TOJa HE 3aBOJMINCH, B Tpade
«[Ipumedanue» HOMEHKIJIATYphl [N Aenaercs 3amuch — «Jlemo He 3aBoamioch». [lpu stom B
rpade 3 mpocTaBisieTCs MPOUCPK.

7.6. [Io okoHyaHWM Troja B KOHIIE HOMEHKJIATYpbl JeN JAeNaeTcsi MTOroBas 3aluch O
KOJIMYECTBE 3aBE/ICHHBIX JIe) (TOMOB).

7.7. Ilopsimok  pacmojoXeHUs] 3arojIOBKOB Jel BHYTPU pa3felioB U  MOJpa3felioB
HOMEHKJIATYPHI JIe]I OMPEISISIeTCS CTETICHBI0 BAKHOCTH JIOKYMEHTOB, COCTABJISIFOIIMX JIEa, W UX
B3aMMOCBS3bI0. BHauane pacmomaraioTcss 3arojoBKH [N, COAEpXKAllUX OpraHU3aluOHHO-
pacToOpsSAMTENbHYI0 JIOKYMeHTarnuio. Jlajmee pacroyiararoTcsi 3arojIOBKH I, COACPIKAIIuX
IJTAHOBBIE U OTYETHBIE JOKYMEHTHI U T.JI.

8. ®opmupoBaHue u opopmiaeHHe ae

8.1. ®opmupoBaHue e — IPYNIUPOBKA UCTIOJHEHHBIX IOKYMEHTOB B Jielia B COOTBETCTBUU C
HOMCHKJIATYPOH JIeJ] ¥ CHCTEMAaTH3aIisl JOKYMEHTOB BHYTPH JIeJa.

8.2. [lena B YupexaeHuu GOpMHUPYIOTCS B CTPYKTYPHBIX MOJpa3AeICHHSIX.

8.3. UcnomHeHnHbsie AOKyMEHTHI JOJDKHBI B 10-IHEBHBIH CpPOK CHaBaThCS HUCIOTHUTEIIEM
JUIy, OTBETCTBEHHOMY 3a BEJCHUE [EIONPOU3BOJACTBA B CTPYKTYPHBIX MOJPA3JeNICHUsX, s
dbopmupoBanus ux B Aena. Homep gena, B KOTOpoe JOJIKEH OBITH MOJIIUT JOKYMEHT, ONPEIeIsieT
PYKOBOJUTENb CTPYKTYPHOTO MOApa3/eieHus] YUpPexJACHUS WIH HUCIOIHUTENb B COOTBETCTBUU C
HOMEHKJatypo pen. Ha ngoxkymenTte mnpocraBisitorcss otMerka «B  geno Ne...», moanuchk
WCIIOJTHUTENS UM PYKOBOJUTENS CTPYKTYPHOTO MOpa3ieTIeH s, 1aTa.

JIOKYMEHTBI BHYTPH JIeJ1a PACIIOIAralOTCsl B XPOHOJIOTHYECKON TTOCIIEI0BATEIbHOCTH.

8.4. KoHTpousb 32 MpaBUIBHOCTHIO (POPMHUPOBAHUS JENl OCYLIECTBISETCS OTBETCTBEHHBIM 32
apXHB YUpEXKICHHUS.

8.5. Ilpu dopMupoBaHnuu [en HEOOXOIMMO COONOIATH CIEAyIoIIUe O0OIue MpaBuia!
MOMEIIATh B JCJIO TOJBKO HCIIOJTHCHHBIE JOKYMEHTHI B COOTBETCTBHU C 3arojIOBKaMH el 10
HOMEHKJIAaType; TpyNmupoBaTh B JIeIO0  JOKYMEHThl  OJHOTO  KaleHAApHOTO  TOAa;
pa3eNbHO TPYIIIMPOBATh B JieJla JOKYMEHTHI IMOCTOSHHOTO M BPEMEHHOTO CPOKOB XPaHCHHS;
MoMelaTh B JeNa Kcepokonuu (akcos, TenedoHOrpaMM Ha OOIIMX OCHOBAHHSX; B JIEJIO HE
JIOJDKHBI TTIOMEIIATHCS JOKYMEHTBI, TTOJISKAITUEe BO3BPATY, JIMITHUE IK3EMILISPHI, YCPHOBHUKH: T10
o0BeMy Aeno He JOMKHO mpeBblmarh 250 nuctoB wiu 4 cMm. [lpyu Hanmu4uuM B Jiee HECKOIbKUX
TOMOB (4YacTeil) WHAEKC U 3ar0JIOBOK Jie/ia MPOCTABIIAIOTCS HAa KaXKIOM TOME C J00aBICHHEM «TOM
1», «rom 2» (mocneaHuii).

8.6. PacnopsimuTenbHbIe JOKYMEHTBI TPYIIIAPYIOTCS B Jielia 10 BHJAM B XPOHOJIOTHYESCKOM
MOPSAZIKE C OTHOCSIIUMHUCS K HUM TTPHIIOKEHUSMHU.

YcTaBel, TOJOXKEHUS, WHCTPYKIIHH, YTBEP)KICHHBIC PACIOPSIUTEIHHBIMU JIOKYMCHTAMH,
SIBIITFOTCSI IPUJIOKEHUSIMU K HUM | TPYMIUPYIOTCS BMECTE C YKa3aHHBIMU JIOKyMeHTaMu. Eciu ke
OHM YTBEPXKJEHBI B KA4eCTBE CAMOCTOSITCILHOTO JOKYMEHTa, TO WX TPYIIHPYIOT B
CaMOCTOSITENIbHBIE JENa.

[Tpuka3pl MO OCHOBHOW JCSITEILHOCTH TPYIITHPYIOTCS OTACIBHO OT MPHKA30B IO JTHYHOMY
COCTaBYy.

[Tpukaspl 10 JIMYHOMY COCTaBY TPYIITUPYIOTCS B JieJia B COOTBETCTBUU C YCTAHOBJICHHBIMU
CpPOKaMH UX XPaHEHHUS.



[TpoTOKOJIBI B [IEIe pacloararoTcsi B XpOHOJIIOTHUECKOM MOPsAKE 1o HoMepaM. JJOKyMEeHTHI K
NPOTOKOJAM, CTPYIIHPOBAaHHBIE B OTICNBHBIC JIeNla, CHUCTEMATHU3UPYIOTCS IO HOMepam
MPOTOKOJIOB.

VTBepKACHHBIC TUIaHBI, OTYETHI, CMETHI, IUMUTHI, TUTYJIBHBIC CIIUCKH U APYTHE JTOKYMEHTHI
TPYIIHPYIOTCS OTACIBHO OT MIPOCKTOB.

JIOKyMEHTBI B JINYHBIX JIeJIaX PAcIiolaraloTcs M0 Mepe UX MOCTYIUICHHUS.

[epenucka rpynmupyercs B paMKax OJHOTO KaJCHIAPHOTO roja M CUCTEMAaTU3UPYETCS B
XPOHOJIOTUYECKON MOCIIE0BATEIIEHOCTH: JOKYMEHT — 3aIIPOC — JOKYMEHT — OTBET.

8.7. [lena YupexeHus nomiekar oQOpMIICHHIO TIPU WX 3aBEIICHUU M 110 3aBEPIICHUU ToOJIa.
Odopmiienne nena — MOATOTOBKA Jela K XPAaHEHHWIO BKIIOYACT B ce0S KOMIUIEKC paboT Mo
OIUCAHUIO Jiella Ha OOJIOKKE, MOJIIUBKE, HyMEpAaIlMHd JIUCTOB M COCTABICHUIO 3aBEPUTEIbHOM
Hagnucu. OdopmieHne el TPOBOAUTCS  PaOOTHHKAMHU  CTPYKTYPHBIX — HOJpa3eeHUi
VupexieHus, B OOS3aHHOCTH KOTOPBIX BXOJHMT 3aBEJCHHME U (OPMUPOBAHUE M€, IIPH
METOINYECKON TIOMOIITH u oz KOHTPOJIEM
apxuBa YUpexKICHHUS.

8.8. B 3aBucHMMOCTH OT CPOKOB XpaHEHHs MIPOBOAMTCS IOJHOE WM YaCTUYHOE odopmileHHE
ned.

[TonHoMy oOGOpPMIICHHIO MOIJIEKAT Jelia IOCTOSHHOrO, BpeMeHHoro (ceime 10 ier)
XxpaHeHus (10 JIMYHOMY COCTaBY, JIMYHBIC JIela yBOJICHHBIX paboTHUKOB). [lomHoe odopmiieHue
Iera npeaycMaTpUBaeT:

TIO/IIIMBKY WJIM TBEP/IbIi MEPEILIET Jena;

eHYMEpAIIUIO JINCTOB B JIETIC;

*COCTaBJICHUE JINCTA-3aBEPUTEIIS;

*COCTaBIICHUE B 0COOBIX Citydasx (mpu o(OpPMIICHHH JIMYHBIX JAEIN, I y4eTa 0co00
IICHHBIX JOKYMEHTOB) BHYTPEHHEW OIUCH JOKYMEHTOB JIENa;

*BHECCHUE HEOOXOJMMBIX YTOUHCHHH B PEKBH3HTBHI OOJIOXKKH jena (yTOYHEHHE
Ha3BaHUS MO/IPA3JICIICHHsI, MHJICKCA M 3aroJIOBKa Jiefia, AaThl JIesia U Jp.).

8.9. Jlena BpemenHoro (mo 10 5ieT BKIIOYHMTENIPHO) XPAHEHHsS MOIJICKAT YACTUUYHOMY

odopmitenunto. Jlomyckaercs:
*XPaHUTH JIeJIa B CKOPOCIIMBATEIISX
eHE MIPOBOMTH MEPECHCTEMATH3AIINIO JJOKYMEHTOB B JIEJIC;
*JIUCTBHI JIeSla HE HyMEpOBAaTh;
*3aBEPUTEIIbHBIC HA/IIIMCH HE COCTABJISATh.

8.10 JlokyMeHTBI, MoJyIeXaIiye moJHoMYy o(OpMIIEHHIO, TOIIMBAIOT Ha YETHIPE MPOKOIa B
TBEPAYIO OOJIOKKY M3 KapTOHA WMJIM MEPEIICTAIOTCS ¢ YUYETOM BO3MOXKHOCTH CBOOOJHOTO UYTCHUS
TEKCTa BCEX JOKYMEHTOB, JIaT, BH3 W PE3OJIIOLMA Ha HHX. [Ipy MOATOTOBKE e K MOAIIMBKE
(meperieTy) MeTalUIMYECKHUE CKperuieHus: (CKOOBI, CKpENKH) M3 JOKYMEHTOB ynaistorcs. Jlema
MIOCTOSTHHOTO XPaHEHUsI, COCTOSAIINE W3 He(POPMATHBIX JIOKYMEHTOB, XPAaHATCS B 3aKPBITHIX
TBEPIBIX TANKaX C TPeMsl KJIallaHaMH U C 3aBSI3KaMHU.

[Tpu HanmMuKy B Jieie HEBOCTPEOOBAHHBIX JIMYHBIX JJOKYMEHTOB (TPYAIOBBIX KHUKEK H JIP.) 9TH
JOKYMEHTBI BKJIAJIBIBAIOTCS B KOHBEPT, KOTOPBIN 3aTeM MOJIIMBACTCSA B 3TO neno. [Ipu Hanmnumu
OOJIBIIIOTO KOJMYECTBA TAKUX JOKYMEHTOB OHHM MOTYT M3bIMAThCs M3 e, U Ha HUX COCTaBIISETCS
OT/IeJIbHAS OTHCh.

B KxoHIIE Ka)K/10T0 AeTa MOAMINBAIOTCS YUCThIE OTaHKU GOPM /Il 3aBEPUTEIHHOM HAITICH.

8.11. B memsax o0ecredyeHnsi COXPAHHOCTH U 3aKPEIUICHHS TOPSAIKA PACIOJIOKCHHS
JTOKYMEHTOB, BKJIIOYCHHBIX B JEJ0, BCE JIMCTHI, KPOME 3aBEPUTEIBHOTO, HyMEPYIOTCS apaOCKUMU
mudpamMu B TMPaBOM BEpPXHEM YIJy, HE 3aJeBas TEKCTa JIOKYMEHTA, MPOCThIM TpaduuecKuM
KapaH/IalloM WM HyMepaTopoM. YTOTpeOIeHHe YePHUII M [IBETHBIX KapaHAalleH Ui HyMepaluu
JIMCTOB 3ampernaetcsi. BHyTpeHHsIsI OMKUCh MMEET CaMOCTOSATEIIFHYIO HyMEPAIHIO.

JIMCTBI J1eM, COCTOSIINX U3 HECKOJIBKUX TOMOB HMJIM YacTed, HyMEPYIOTCS 10 KaXIOMYy TOMY
WM YaCTH OT/ICIBHO.

®otorpaduu, uepTekH, aUATPAMMBI M JPYTUe€ HUIIOCTPATHBHBIE W  CIEIU(PHYESCKUE
JOKYMEHTBI, TIPE/ICTABIISIONINE CAMOCTOSITEIbHBIA JIUCT B Jiejle, HYMEpyrTcs Ha O0OOpOTHOI
CTOpPOHE B JICBOM BEPXHEM YTIIy.

CIOXKEHHBI JIMCT pa3BOpAYMBACTCS U HyMEpPYeTCsl B IPaBOM BepXHeM yrity. [Ipu 3ToM muct
naroboro (opmara, MOJIIUTHIA 32 OJUH Kpald, HyMEpyeTcsi KaK OJMH JIUCT; JIHCT, CIOKEHHBIH U
MOJIIIUTHIN 33 CEPEMHY, MOJISKHUT MEPEIIMBKE U HYMEPYETCsl KaK OJIMH JIUCT.



[MonmmuTeie B €10 KOHBEPTHI C BIOKEHUSIMH HYMEPYIOTCS; NPH 3TOM BHayalle HyMepyeTcs
KOHBEPT, a 3aT€M OYePEeTHBIM HOMEPOM KaXk/10€ BIOKEHHE B KOHBEPTE.

[MogmmTeie B 1eJI0 TOKYMEHTBHI C COOCTBEHHOHM HyMmepanuei JIMCTOB (BKIIIOYAsl MEYaTHBIC
U3/IaHUs) MOTYT HYMEPOBAThCS B OOIIEM MOPSIKE WM COXPAHITh COOCTBEHHYIO HYMEpAIlnio, €CITu
OHa COOTBETCTBYET MOPSAIKOBOMY PACIIOJIOKEHHIO JIUCTOB B JIEJIE.

B cnywasx oOHapyxeHus OONBIIOrO 4YHCIa OMMOOK B HyMEpaluu JHCTOB Jiejia B
JeTOTIPOU3BOCTBE MPOBOAUTCS UX MepeHymMmepanus. [Ipu nepenymepanuu JUCTOB cTapble HOMEpa
3aYEPKUBAIOTCS OJIHON HAKJIOHHOW YEpTOil M PSAAOM CTaBUTCS HOBBIN HOMEp JIUCTA; B KOHIIE Jena
COCTABIISICTCSI HOBasi 3aBEpHUTEIbHAs HAJNKNCh, NpPU OTOM CTapas 3aBEpPHUTEIbHAs HAIIHCh
3a4epKUBAETCS, HO COXPaHSAETCs B Jee.

8.12. llns ydera KOJIMYECTBA JIMCTOB B JeJe M (PUKCAIUU OCOOCHHOCTEH HMX HyMepaluu
COCTaBJISICTCSl 3aBepUTENIbHAsg HAIMUCh Jena. OHa COCTaBISETCS B JieJie Ha OTICIBbHOM JIHCTE —
3aBepuUTeNC Jea. 3aBepUTeNbHAs HAIICh COCTABIISCTCS 0 YCTaHOBJICHHOU (opme (mpriioxkeHue
Ne 15).

Bce mnocneayromue W3MEHEHHsT B COCTaBe W COCTOSHHM Jena (NMOBpEXICHHs, 3aMeHa
MO/VTMHHBIX JIOKYMCHTOB KOIHMSIMH, MPHUCOCAMHEHUE HOBBIX JOKYMEHTOB M T. J.) OTMEYAIOTCS B
3aBEPUTEIIBHON HAJIIMCU CO CCBUIKOM Ha COOTBETCTBYIOIIUN AKT.

8.13. O6nokKa Jen moCTOSHHOro, BpeMeHnHoro (cBbimre 10 51eT) XpaHCHHS U IO JTHYHOMY
coctaBy oopmisieTcs o yctaHoBIeHHOM Gopme (mputoskenue Ne 16).

Ha oO0Onoxxke nen TOCTOSIHHOTO XpaHEHUS BBEPXY MpeAyCMaTpUBAeTCd MECTO s
HAaMMEHOBAHHS TOCYJApCTBEHHOTO apXHBa, B KOTOPHIH OHU OyIyT MepedaHsl, a TaKKe apXHUBHOTO
mdpa B MpaBOM BEPXHEM U JIEBOM HI)KHEM yTJjax.

[Ipu opopmieHun 0OJIOKKU A€l HAMMEHOBAHUE YUPEKACHUS YKA3bIBAETCS MOJHOCTBIO IO
yCTaBy, B IMEHUTEILHOM IaJIe)Ke, COKPAIIEHHOE HAa3BaHUE — B CKOOKaX.

OO0s13aTeIbHBIMU PEKBU3UTAMH OOJIOKKH JeJ1a SBJSETCS YKa3aHUe KOJUYECTBA JUCTOB B JIEIE,
KOTOPOE MPOCTABJISIETCS Ha OCHOBAHUH 3aBEPUTEIbHON HAIMUCH JIeNIa, ¥ CPOKa XpaHeHus jena (Ha
Je7ax TIOCTOSIHHOTO XPaHEHWs IHIICTCS: «XPaHUTh IOCTOSHHO»), KOTOPBIA MEPEHOCHTCS Ha
00JI0KKY J1ea U3 HOMEHKJIATYphl MOCIIe CBEPKH €ro 10 CPOKaM XpaHEHHS B IIEpEUHE.

8.14. JInst ydera JHOKYMEHTOB ONPEICICHHBIX KAaTErOpui AeN MOCTOSHHOTO W BPEMEHHOTO
(cBeimre 10 yteT) XpaHEeHHs, y4eT KOTOPBIX BBI3BIBACTCS CHCHU(BUKONW TaHHOW JTOKYMEHTAIUH
(mruHBIe €A, 0c000 HEHHBIE), COCTABIISICTCS BHYTPEHHSS OMUCH JOKYMEHTOB JIejIa.

BHyTpeHHIOI0 OMUCh HEOOXOAUMO TaK)KE COCTaBJIATh B J€JIaX MOCTOSHHOTO M BPEMEHHOIO
(cBeimie 10 set) xpaHeHus, cHOPMHPOBAHHBIX MO PA3HOBHIHOCTSM JOKYMEHTOB, 3arojOBKH
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIEpKaHUE JOKYMEHTOB.

BHyTpeHHs omMch COCTaBIs€TCS Ha OTAEIBHOM JIMCT€ IO YCTaHOBJIEHHOM dopme
(mpunoxenue Ne 17), KOTOpasi COAEPKUT CBEICHHUS O MOPSIIKOBBIX HOMEPaX ITOKYMEHTOB Jeia, UX
MHJEKCcaX, Jarax, 3arojoBKax M HOMepax JMCTOB Jiela, Ha KOTOPBIX PAaCHOJIOKEH KaKIbli
JOKYMEHT.

K BHyTpeHHEW omnmcH Jena COCTaBIIIETCS MTOrOBas 3aluCh, B KOTOPOWM YKa3bIBaeTCs
mubpaMu M MPONHUCHIO KOJIMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIMCTOB
BHYTPEHHEH OIMCH.

BHyTpeHHs onuCh MOANMUCHIBACTCA €€ COCTaBUTEIEM C yKa3aHHEeM JOJDKHOCTH, MOJIHCH,
pacmu(poBKY MOANKUCH U HyMEPYETCs B JeJie OTACIBHO.

9. Opranu3anys onepaTUBHOIO XPaHEHHUs JOKYMEHTOB

9.1. C MoMeHTa 3aBelCHUS W J0 Tepeladyn JIe B apXuB YUPESKACHHUS Jella XPaHATCS IO
MeCTy X (POPMHUPOBAHUS — B CTPYKTYPHBIX MOAPA3ICICHUSIX.

PykoBomuTenu  CTPYKTYpHBIX — MOApa3JeleHUd W pabOTHHMKHM,  OTBEdHalolue  3a
JIeTIOTIPOU3BOCTBO, 00s13aHbBI 00ECIeYuBaTh COXPAHHOCTh JOKYMEHTOB U JIEI.

C uenpl0 TOBBIIEHUS OMNEPAaTUBHOCTH TOMCKAa JIOKYMEHTOB [€Jla paclojlaralorcs B
COOTBETCTBHH C HOMEHKJIATypOH Je.

Ha xopenikax 06y0kek /e yKa3bIBatOTCsl MHJIEKCHI /1€ 10 HOMEHKJIaType.

K noxymMeHTaM BpEMEHHOT'0 XpaHEHUsS! OTHOCATCS JOKYMEHTBI CO CPOKOM XpaHEHHs He OoJiee
10 ner m XpaHATCI TO MeECTy HMX (OPMHPOBAaHUS B CTPYKTYPHBIX TozpasfeneHusx. [lema
BpeMeHHOro (no 10 ner BKIIOYMTENBHO) XpaHEHUS B apXUB HE MEPelaloTcs M TOIJISKAT
YHUUYTOXCHUIO B YCTAHOBIICHHOM TTOPSIIKE.

3aBeplUICHHBIE JieNa TOCTOSHHOTO M JoiroBpeMeHHoro (cbime 10 jeT) cpokKoB XpaHEHHS
XpaHATCI TO MecTy uX (OPMHUpPOBAHMS B TEYCHHE IBYX JIET, a 3aTeM CHAITCS B apXuB
Yupexaenus.



Jlena BpPEeMEHHOTO CpOKa XpaHEHUS XpPaHATCS MO MeCTy WX (OpMHUpOBaHHS B TeueHHE
YCTaHOBJICHHBIX HOMEHKJIATYpOU JIeJ1 CPOKOB.

9.2. Bpimaua [en, O3HAKOMJICHHE C JOKYMEHTaMH, HaXOAAIIUMHCA Ha OIEpPaTUBHOM
XpaHEHUU B CTPYKTYPHOM TMOJApa3JelieHuH, pabOTHUKaM YUpeKIEHUS MNPOU3BOIUTCS C
paspelieHns PyKOBOJACTBA TOJ PAaCIUCKy B JKypHaje y4yeTa BbIJAaud JOKYMEHTOB U3 apXHBa
(mpunoxerne Ne 18).

Jlena BBIAAIOTCS BO BPEMEHHOE MOJIb30BaHUE PAOOTHHKAM CTPYKTYPHBIX MOJpAa3/eiICHUN Ha
Cpok He Oonee omHoro mecsana. [locie ucTedeHus yka3aHHOTO CpOKa €0 JOKHO OBITh
BO3BPAIICHO HA MECTO €T0 XPaHCHHUSI.

9.3. U3bsaTHE TOKYMEHTOB U3 JI€]l MOCTOSSHHOTO XPAHEHUS JOMYCKAETCS B UCKIIOYUTEIbHBIX
cllyyasix, MO 3alpocaM KOMIETEHTHBIX OPraHOB M IPOU3BOAUTCS C MUCHBMEHHOTO pa3pelIeHUs
JIUPEKTOpa YUpeKIEeHUS C OCTaBJIICHUEM B JIeJIe 3aBEPEHHOM KOMUH JOKYMEHTa U aKTa O MPUYKUHAX
BBIJIa4X MOJUTMHHUKA.

9.4. CamocrosiTeIbHOE YHUYTOXKEHUE JOKYMEHTOB B CTPYKTYPHBIX MOAPA3JIEICHUIX
VYupexxaeHus 3anperaercs.

9.5. PaboTHHKHM CTPYKTYpHBIX MOJApa3JelieHuii HECYT OTBETCTBEHHOCTh 3a COXPaHHOCTh
MOCTYMUBIIMX K HUM JOKYMEHTOB U aKKypaTHOE OOpaIleHne C HUMH.

10. ITopsiiok nmepegavyu JOKYMEHTOB HA XpaHeHUE B APXUB Y UpeKIeHUsI

10.1. B apxuB YupexaeHUs NepelaroTcs Jielia MOCTOSHHOro, BpeMenHoro (cBbime 10 jer)
XpaHeHUs U 10 JIUYHOMY cocTaBy. VX mepeaada mpou3BOIUTCS MO OMUCAM JIElI.

3aKOHUYCHHBIC JICJIONPOM3BOJICTBOM JIielia IOCTOSHHOTO, BpemeHHoro (cBeime 10 ier)
XpaHEHUsl ¥ MO JIMYHOMY COCTaBy MOCIE OKOHYAHHS KaJIEHJApHOTO roja, B KOTOPOM OHU OBLIH
3aBEJICHBI, MOMJIEKAT OPOPMIICHHIO B COOTBETCTBUH C HACTOSIIEH MHCTPYKLHMEH M TepenatoTcs B
apxuB YupexJeHHUs uepe3 JBa Tofa IOCie OKOHYAHUS HUX JeJIonpou3BoacTBoM. I[lpuem
OCYIIECTBIISIETCA 10 IpadUKy, COTIIACOBAHHOMY C PYKOBOJIUTEIISIMU CTPYKTYPHBIX MOApa3aeIeHUN
U YTBEPKJICHHOMY JUPEKTOPOM Y UpEKICHUS.

10.2. B mepuox MOATOTOBKM CTPYKTYPHBIMHU IOJIPA3/ICICHUSAMHU el K Nepeaade B apXuB
OTBETCTBEHHBIM 3a apXWB MPEIBAPUTEILHO MPOBEPSET MPABUIBLHOCTh UX (HOPMHUPOBAHMS,
oopMieHHsT W COOTBETCTBHE KOJMWYECTBA JieJ, BKIIOYCHHBIX B OIUCh, KOJHMYECTBY eI,
3aBE/IEHHBIX B COOTBETCTBUM C HOMEHKJIATypoil. Bce BBISBICHHBIE NpU MPOBEPKE HEIOCTATKH
OTBETCTBEHHBIE 32 JEITIOMPOU3BOICTBO MOIPA3/ACICHUs 00s3aHbI YCTPAHUTD.

10.3. Tlpuem KaxIoro [ena MPOU3BOJUTCS OTBETCTBEHHBIM 3a apXHB B MPHUCYTCTBUHU
OTBETCTBEHHOTO 3a JENONPOU3BOACTBO CTPYKTYpHOTO TojapasneneHus. Ha sk3emmisipax onucu
MPOTHUB KaXKJIOTO JieNa, BKIFOYEHHOT0 B Hee, JeNIaeTcs OTMETKA O HAIMYMHU Jiesia. B KoHIe Kax0ro
HK3EMIUISIpa OMUCH YKa3bIBAIOTCS IHU(PpPaMU M TPOMHCHI0 KOJMYECTBO (DaKTUYECKH NPHUHSATHIX B
apXxuB JIeJ, HOMepa OTCYTCTBYIOIIUX 1€, JaTa IpueMa-nepeaadu Aes, MOANUCH OTBETCTBEHHOIO 3a
apXx¥B U paOOTHUKA, ITEPEIABIIETO JIea.

10.4. [lena B apXuB AOCTaBISAIOTCS paOOTHUKAMU CTPYKTYPHBIX MOApa3AeICHUMN.

10.5. J[lema BpemeHHOro cpoka xpaHeHusi (mo 10 5eT BKJIFOUMTEIBHO) XpaHATCS B
CTPYKTYPHBIX TMOJpa3AeiCHUAX U 10 HCTEYCHUU CPOKOB XPAHEHUS BKIIOYAIOTCA B AKThl O
BBIJICJICHUH K YHUYTOKEHHUIO IOKYyMEHTOB, HE MOUIeKAIUX XpaHeHH!0. OHU MOTYT IepeaBaThbCs B
apX¥B TOJIBKO B UCKIIOUMTENBHBIX CIIydasxX IO PeUIeHHI0 Tupekropa YupexzaeHus. Ilepemaua ux
OCYIIECTBIISIETCS TIO OTIHCSIM.

10.6. B cnyyae JIMKBMJAIMM CTPYKTYpPHOTO TOJpAa3JeIeHUs] OTBETCTBEHHBIM 3a
JETOTIPOM3BOCTBO B TEUEHUE JIBYX MECAIEB C MOMEHTA JIMKBUIANNHU TIOApa3eneHust GopMupyer
BCE MMEIOIIMECS TOKYMEHTHI U NepeaeT B apXUB YUPEKICHUS HE3aBUCUMO OT CPOKOB XpaHEHHS,
OpU  pEeOpraHm3aliy  YUpPeKACHUS JOKYMEHTHI TIIepelaloTCsl 10 akTy [pHeMa-Tieperaqyn
MIPABONPEEMHUKY HJIM MIPU OTCYTCTBUU MPABOIPEEMHHKA — B TOCYIapCTBEHHBIN apXUB.

11. DxcnepTH3a HEHHOCTH 10KYMEHTOB

11.1. DkcnepTu3a HEHHOCTH JOKYMEHTOB — U3y4YeHHE TJOKYMEHTOB Ha OCHOBAaHHH KPUTEPHUEB
WX TICHHOCTH B [ENAX ONpEACJICHUs CpPOKOB XpaHEHUs JIOKYyMEHTOB M oOTOOpa WX Ha
rOCyJapCTBEHHOE XpaHEHHE.

11.2. DkcnepTu3a IEHHOCTH JOKYMEHTOB B YUPEXKJICHWHM HA CTAIUU JCIIOTPOU3BOICTBA
MIPOBOJIUTCS: NPH COCTABICHMH HOMEHKJIATYphI J1eJ; B mpolecce (GOpMHUPOBAHUS J€N1 U MPOBEPKU
MPaBUJIHLHOCTH OTHECEHUS TOKYMEHTOB K JejlaM; TIpU MOJrOTOBKE Jel K IOCIeAYIoIeMy
XPaHEHHUIO; B apXUBE B MIpoIecce MOATOTOBKU Ha rOCYJapCTBEHHOE XpaHEHHE.

11.3. JIns opraHu3anuu W MPOBEICHUS SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB B YUPEKICHUH
CO3/1aeTCst MOCTOSTHHO JISHCTBYIONIAs SKCcriepTHast Komuccus (nanee — DK).



11.4. ®ynkuuu u npasa OK, a Taxke opraHuzanys ee paboThl ONMpPEeNseTCs MOJI0KEHUEM,
KOTOPOE YTBEpXKaaeTcst aupekropoMm YupexaeHus u (uiu) coriacoeiBaetcst ¢ DIIK Ympasnenue
JieNIaMH MTPABUTENIbCTBA DHCKON 001aCTH.

11.5. Dkcneprtw3a IIEHHOCTH JOKYMEHTOB IIOCTOSSHHOTO ¥ BPEMEHHOTO XPaHCHHS
OCYILIECTBIISIETCSI €XKETOAHO B CTPYKTYPHBIX HOJPA3ACICHUAX YUPEXKIECHUS HENOCPEICTBEHHO
JULAMHM, OTBETCTBEHHBIMHM 3a [EJONPOU3BOJCTBO, COBMeCTHO ¢ OK mpu HEmocpencTBEHHOM
METOJIMYECKOM PYKOBOJICTBE apXHBa Y UpeKICHMUS.

11.6. Ot6Gop MOKYMEHTOB HJsl IOCTOSHHOTO XPAHEHUsS IPOBOJUTCA B COOTBETCTBUU C
HOMEHKJIATypoil Aen Y4pexaeHHs, TUIIOBBIMM M BEIOMCTBEHHBIMU IIEPEUHSMU JIOKYMEHTOB C
YKa3aHHEM CPOKOB UX XPAHEHHUs ITyTEM ITOCTPAHUYHOIO IIPOCMOTpa JIe.

B nenax mocTOSHHOTO XpaHEHUs MOJUIeKAT U3BATHIO TyOJIEeTHBIE IK3EMIUIAPHI JOKYMEHTOB,
YEepHOBUKH, HEO(OPMIIEHHBIE KOIIUHU JIOKYMEHTOB U HE OTHOCSIIMECS K HUM JOKYMEHTBHI.

Hena ¢ ormerkoir «IITK» «9K» moaseprarorcsi Takke MOIMCTHOMY MPOCMOTPY C LEINBIO
OIIpEICIICHUST U BBIACIEHUS U3 MX COCTaBa JOKYMEHTOB, IOUICKALIMX IIOCTOSIHHOMY XPAaHEHHIO.
Hena ¢ ormerkoit «DIIK»/«3K», conepkaiiue NOKYMEHTHI MOCTOSHHOTO XPAHEHUs, MOIJICKAT
nepeopMUpOBaHUIO. BbleneHHble M3 HMX cOCTaBa JOKYMEHTBl IIOCTOSIHHOTO —XpaHEHMs
MPUCOCTUHSIOTCS K OJHOPOJHBIM JefaM M OQOPMIISIIOTCS B CaMOCTOsITeNbHBbIE aena. Cpoku
XpaHEHUs JIeJl, CONEPKAIUX OCTABIUMECSA JTOKYMEHTBI BPEMEHHOI'O XPaHEHMsI, ONPEACIAIOTCS 110
BE/JIOMCTBCHHOMY (M THIIOBOMY) MEPEYHIO JOKYMEHTOB C yKa3aHUEM CPOKOB HMX XpaHCHUS H
HoMeHKJarype nen. lIloamuBka BHOBb CHOPMHUPOBAHHBIX M€ IMPOU3ZBOAMTCS TOJIBKO IIOCIHE
3aBEpLICHMSI SKCIIEPTU3bI LIEHHOCTH TOKYMEHTOB.

OIHOBpEMEHHO ¢ OTOOPOM JOKYMEHTOB IOCTOSIHHOrO M BpemeHHoro (ceime 10 ier)
XpaHeHus i Iepeladd B apXUB B CTPYKTYPHBIX IOJpa3fesieHUsIX MPOBOJUTCS OTOOp ned U
IOKYMEeHTOB BpemeHHoro (mo 10 ser) xXpaHeHus, MOUICKAIIMX JalbHEHIIEMY XpaHCHHIO B
CTPYKTYPHBIX MOJpa3e/eHUsX, BbIACICHUE K YHUUYTOXKEHHUIO JeJl 3a IMpeablAyllue ToJbl ¢
UCTEKUIMMHM CpOKaMHM XpaHeHud. IIpu 3TOM yduTBHIBarOTCS OTMETKH B HOMEHKiarype aen «Jlo
MuHOBaHuUs HagoOHocTH» (IAMH), «Ilpu ycrnoBuu 3aBepiieHus TPOBEPKH (PEBU3UH)» H T. II.

[TapamnenbHO DPOBEPSETCST KAYeCTBO M IIOJHOTA JAEWCTBYIOLIEM HOMEHKIIATYphl JeEl
VYupexneHus, NpaBUIbHOCTh ONPEAEIEHUS CPOKOB XPAHEHUS [I€J1, 3aBECHHBIX B COOTBETCTBHUHU C
HOMEHKJIATYpO# Jiesl, COOJIOJICHHE YCTAHOBJIEHHOTO Hopsiaka O(QOpMIIEHUS JIOKYMEHTOB H
(hOpMHUPOBAHHUS JIEII.

11.7. ApxuB HpPOBOJUT SKCIEPTU3y LEHHOCTH JIOKYMEHTOB Hpu oOTOOpe HX Ha
rOCy/lapCTBEHHOE  XpaHEHHE IO/  HEMOCPEICTBEHHBIM  METOJIMYECKUM  PYKOBOJCTBOM
MYHUIIUNATBHOTO apxuBa cyobekTa Poccuiickoit @enepanuu.

11.8. B cny4yae oOHapy»XeHHS B MPOIECCe MPOBEICHUS IKCIIEPTHU3HI IEHHOCTH JOKYMEHTOB B
apXuB€ HENOCTaYM JOKYMEHTOB IIOCTOSSHHOTO XPaHEHUS COOTBETCTBYIOIIUMH CTPYKTYPHBIMU
MO/Ipa3IeNIEHUsAMU Y UpEeXKI€HUS JOHKHBI ObITh MPUHATHI MEPHI IO PO3BICKY 3THUX JIOKYMEHTOB.

CTpykTypHBIE MOJpa3/ieNeHuss YupexJaeHuss o00s3aHbl CHCTEMaTHYeCKH OIMCHIBATH
JOKYMEHTBI IO JIMYHOMY COCTaBy M JOKYMEHTbI BpeMEHHOro xpaHeHus (cBeiue 10 er),
obecreynBaTh UX COXPAHHOCTh U yUeT.

11.9. Ha Bce 3aBepiIcHHBIC JICTOMPOU3BOACTBOM JIeJia MIOCTOSIHHOTO, BpeMeHHOoro (cBbime 10
JIeT) XpaHEHHsI M IO JMYHOMY COCTaBy, MPOIIEAIINE JKCIEPTU3Y ILIEHHOCTH M O(GOpPMIICHHbBIC B
COOTBETCTBUM C HACTOSIIMMM TPEeOOBaHUSAMH, €XKETOJHO COCTABIAIOTCS omucu Aen. OraenbHas
OMKCh JeN TMpPEACTAaBIsIeT CO0Oi TMepeveHb el C CaMOCTOSTEIbHOW BalloBOW (MOPSIKOBOIA)
HyMeparuen.

Omucu cOCTaBISIOTCS OT/ACIBHO Ha JieNia MOCTOSIHHOTO XPaHEeHHs], Jiella BpEMEHHOTo (CBBIIIE
10 net) xpaHeHwusl, Jeia Mo JUIHOMY cocTaBy (nmpuinokenus Ne 19-21).

OnucH €1 COCTaBISIFOTCS B KAKIAOM CTPYKTYPHOM IOJIPA3ACICHUN Y UPEXKIEHUS €XKETOIHO B
JBYX IK3EMILISpax.

1o aTM onucaM noapasaeseHus CAAI0T JOKYMEHTHI B apXUB Y UPEKICHUS.

[Ipy Hanuuuu B CTPYKTYPHBIX MOJpa3fefieHUusX HEONMHMCAHHBIX JIeJ 3a HECKOJIbKO JIET IO
COIIACOBAHUIO C OTBETCTBEHHBIM 3a apXMUB YUPEXKICHUS Ha HUX MOXKET COCTaBJIATHCS OJIHA OIHCH
(BHYTpH ke Jiesia pacroiaraloTcs Mo ToJIaM WX 3aBE/ICHHS).

Onucu J7en CTPYKTYpHBIX MOJpPA3/IeNeHUuil COCTaBISAIOTCS IO YCTaHOBJIEHHOW Qopme
(mpunoxxerne Ne 22) v MPEICTABISIOTCS B apXUB YUPEKICHHS Yepe3 [1Ba Tojia MoCie 3aBepIICHUs
7Nl B Aenonpou3BoacTBe. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M Kaue€CTBEHHOE COCTaBJICHHE
onucel Jesl CTPYKTYPHBIX MOJIpa3AesieHuil HECYT pyKOBOJIUTENN ITUX MOIpa3AeeHUH.



11.10. Ilepen BHECEHHEM 3arojIOBKOB /I B OIKCHU MIPOBEPSIIOTCSA KA4eCTBO (POPMUPOBAHUS U
odopMmIleHHs JIe)l, COOTBETCTBUE KOJMWYECTBA JIeJl, BHOCUMBIX B OIHKChH, KOJIMYECTBY 3aBEIECHHBIX
JIeTT TI0 HOMEHKJIAaType Y UpeskICHHs.

[Ipu mpocMoTpe Aen MPOBEPAIOTCS: COOTBETCTBUE 3ar0jIOBKA JIejia COJACPKAHUIO IOKYMEHTOB
B JieJie; IPAaBUIBLHOCTh OQPOPMIICHHS U TPYIIMPOBKH JOKYMEHTOB, BKIIFOUCHHBIX B JIEJO; Ka4e€CTBO
MOAIIMBKA WM TepervieTa Jena; MpaBUIbHOCTh HyMepaluu JIMCTOB Jefla;, Haludue B JeNe B
HEOOXOJMMBIX CIy4asX BHYTPEHHEH ONMCH; MPaBUIBHOCTh OGOPMIICHHS OOJOXKKH Jiea; HAINYHe
U TpaBWIbHOCTh 3aBEpUTENBHON HaAmucu Jena. B ciayyae oOHapyXeHHs HapyIICHUS
YCTaHOBJICHHBIX MPaBUI (popMUpOBaHUS U OPOPMIICHHS [T OHU JIOJKHBI OBITh YCTPAHEHBI.

B cnyuae oOHapyXeHUsS OTCYTCTBUS J€Jl, YUCISIIMXCSA M0 HOMEHKJIAType Jen Y UpexaeHus,
CTPYKTYPHBIM TOApa3eeHUeM IPUHUMAIOTCS Mephl MO UX po3bicKy. OOHapyxeHHBbIE ena
BKJIIOUYAIOTCS B ONKUCH. ECay MpuHATHIE Mephbl HE Al Pe3yJIbTaToOB, TO Ha HEOOHAPYKEHHBIE Jena
COCTaBIISICTCSI CIIpaBKa O NMPUYMHAX OTCYTCTBHS JI€J, KOTOpas MOAMMCHIBACTCS PYKOBOAUTEIEM
CTPYKTYpPHOTO IMOJAPA3JEICHUs U MEePEAAETCs BMECTE C OMUCKIO Je]l CTPYKTYPHOTO MOApa3/iesieHus
B BEJIOMCTBEHHBIH apXUB.

11.11. OmnmcarenbHasl CTaThs OMKMCH JEJ CTPYKTYPHOTO MOApA3ACiCHUS BKIIOYAET B ceOs
CIIEIYIOLIHE dJIEMEHTHI (rpadbl): OPSIKOBBI HOMEp JieNa 0 OMKCH; HHJCKC Jeja; 3aroJIOBOK Jieia
(Toma, "acTH), MOJHOCTHIO COOTBETCTBYIOIIMI €ro 3arojoBKy Ha OOJIOKKE Jerna; jaara aena (Toma,
YacTH); CPOK XpaHeHus jena (Toma, YacTH); KOJMYECTBO JIMCTOB B Jjene (TOME, YacTH);
pUMeyaHue.

[Ipu cocraBienuu onucu ea COOMIOIAI0TCS CIEAYIOIINEe TPeOOBaHUS:

e3aroJIOBKM JIel B OINWCH JIOJDKHBI COOTBETCTBOBATh 3aroJioBKaM Jiel B
HOMEHKJIAType JIe W TOMY, YTO BBIHECEHO Ha OOJIOXKKY, B COOTBETCTBUHU C INPHHITOH
CXEeMOU CHCTeMaTU3alluy,

eKaXX/I0€ JEJI0 BHOCUTCS B OIMUCH IOJI CAMOCTOSITEIBHBIM MOPSAKOBEIM HOMEPOM.
Ecnu neno coctouT u3 AByX U Oojiee yacTed WM TOMOB, TO Kaxaas 4acThb WJIH TOM
BHOCHUTCS B OTIKCH I0J] CAMOCTOSITEIIHbHBIM HOMEPOM.

11.12. I'padsl onucu 3amOTHSIOTCS B TOYHOM COOTBETCTBHUHM C TEMHU CBEICHUSMHU, KOTOPHIE
BBIHECEHBI Ha O0JIOKKY Jlena.

11.13. [lpu BHeceHMH B OMNHCHh MOAPSAN J€d C OJUHAKOBBHIMH 3aroJOBKaMH IHIIETCS
MIOJTHOCTBIO 3ar0JIOBOK MEPBOTO JeJIa, @ BCE OCTaJIbHBIE OJHOPOIHBIE Jesia 0003HAYAIOTCS CIIOBAMHU
«To xe», IPU ITOM JIPyrue CBEACHHS O JejiaX BHOCITCSA B OIMKChH IMOJHOCTHIO (Ha KaXKIOM HOBOM
JIMCTE OIKCH 3ar0JIOBOK BOCIIPOM3BOMTCS MOTHOCTHIO).

11.14. T'pacda omnucu «IIpumeuaHue» HCHOIB3YETCS M1 OTMETOK O Mpueme jen, o0
0COOEHHOCTSIX HMX (U3UYECKOTO COCTOSHHUS, O Tepefade JAed JAPYTHM  CTPYKTYpHBIM
MOJIPA3/IeIEHUSIM CO CChUIKOM Ha HEOOXOIUMBIHM aKT, O HAIMYMU KOIHM U T. 1.

11.15. B koHue omucu Bciea 3a IOCIEAHENW ONMUCATeNbHOM CTaThel Jenaercss UTOroBas
3aIKCh, B KOTOPOH yKa3biBaeTcs (HU(paMu U MPOIMUCHI0) KOJIUYECTBO JE, YHCISAIIUXCS 110 OIHUCH,
MEPBBIA ¥ TIOCIIETHUIA HOMEpa JeJ MO OIMKCH, a TaK)Ke OTOBAPHBAIOTCS OCOOCHHOCTH HyMEpaluu
aen B onucH (JIUTEpHbIC HOMEpPA JIell M POIYIICHHbIC HOMEpPa).

11.16. Omnuce xgen CTPYKTYPHOTO TOJpPA3NIENEHUS] IOJAMUCHIBAETCS PYKOBOJMUTEIEM
CTPYKTYPHOTO MOJIpa3/IeICHHU.

OnucH CTpyKTYpHBIX MOJpa3elIeHui CIy’aT OCHOBOM ISl COCTaBJIEHMs TOJ0BOTO pasjesna
OIUCH JIeNl YUpexIAeHUs, IPEIUCIOBUS, TUTYIBHOIO JIUCTA, MOATOTOBKA KOTOPOI'O BO3JIaraeTcs Ha
apXHB YUpEXKICHHUS.

11.17. Tlo pe3ynapTaTaM B3KCHEPTU3bl LEHHOCTH JOKYMEHTOB COCTABIISIIOTCS OMNMCU Jell
MOCTOSTHHOTO, BpeMeHHOro (cBbiie 10 jieT) XpaHeHHs U IO JIMYHOMY COCTaBY, a TaKXke aKThl O
BBIJICJIEHUH JIe]1 K YHUUYTOXXEHUIO.

11.18. AKT O BBIJCIICHHH K YHHYTOXXECHHIO JOKYMEHTOB COCTAaBJISICTCS, KaK TPaBHIIO, Ha
nena Bcel Yupexxaenus. Eciiu B akTe yka3aHbl Jiefla HECKOJIBKUX CTPYKTYPHBIX MOApa3AeIeHUH, TO
Ha3BaHUE KaXIOTO CTPYKTYPHOTO IMOJPA3/ICICHUsI YKa3bIBACTCS MEpel] TPYIION 3aroJIOBKOB e
3TOTO MOJpa3iesieHus. 3aroJIOBKM OJHOPOIHBIX JIeNl, OTOOPAHHBIX JJISi YHUYTOKEHHs, BHOCITCS B
aKT TI0J] OOIIUM 3aroJIOBKOM C yKa3aHHEM KOJIMYeCTBa JeJl, OTHECEHHBIX K JaHHOW rpymme. [ema
BKJIIOYAIOTCS B aKT O BBIJEIEHUH UX K YHHUYTOXKEHHIO, €CIH MPEAyCMOTPEHHBIH Ui HUX CPOK
XpaHeHHusT UCTeK K 1 sHBaps ronma, B KOTOPOM COCTAaBJIICH aKT, NPU HAIWYUH YTBEPKICHHOU
(cormacoBaHHOI) onvcH 3a ATOT nepuo (npunoxerne Ne 23).

CornacoBannbie DK VYupekaeHWsT aKThl YTBEPXKIAIOTCS JUPEKTOPOM YUPEKACHUS TpH
HJIMYUK YTBEPXKACHHBIX OMHMCEH /el MOCTOSHHOTO XPaHEHUs M COIJIACOBAHHBIX OMMCEH J1eN MO



JUYHOMY COCTaBY 3a TOT K€ MEPHOJI, MOCIe Yero YUpekJeHHe MMEeT IMPaBO YHUUTOXATh Jena,
BKJIIOUEHHBIE B JaHHBIE aKThI.

[Torpy3ka U BBIBO3 Ha YTHJIM3ALMIO OCYIIECTBISIOTCS MO KOHTPOJEM OTBETCTBEHHOIO 3a
apXUB WM OTBETCTBEHHOI'O 32 JEJIONPOU3BOICTBO.

12. llepenaya 10KYMEHTOB HA XpaHeHHe B MYHUIIUNAJIBHBIH apXuB

12.1. B cBoeil ACATENHHOCTH apXWUB YUPEKICHUS PYKOBOICTBYETCS HOPMATHUBHBIMU U
METOAMYECKUMH JTIOKyMeHTaMu DenepaibHOr0 apXMBHOTO areHTcTBa Poccuu, moiioskeHHeM 00
apxuBe.

JlokyMeHTBI, 00pa3oBaBIIMECS B JEATEIBHOCTH YUPEKACHUS, UMEIOIIUE HCTOPUYECKOE,
KYJIbTYPHOE, HAyYHOE€, SJKOHOMUYECKOE, MOJIUTUUECKOE U IPAKTHUECKOE 3HAUCHHE, BXOJIST B COCTaB
ApxuBHoro ¢ounma Poccuiickoii ®exepauuyd U MOANEKAT Iepelade Ha XpaHCHHE B
MyHuIMTIAIBHBIN apXUB DHCKOM 00J1aCcTH.

Jlena BpemenHbix (cBbimie 10 jieT) CPOKOB XpaHEHWs M MO JMYHOMY COCTaBy Iepejaaye B
MYHHUIIMIIAJBHBIA ~ apXWB HE TOJUIeKaT, MCKIIOUYEHHUE COCTaBJSIOT —Cllydad JIMKBUJAIMH
opranuzanuu. Takue gena XpaHSATCS B apXuBe YUPEKICHUS U MO UCTEYECHUU CPOKOB XPAHEHUS
MOJJIEKAT YHUUYTOKEHHUIO B YCTAHOBJICHHOM MOPSAKE.

12.2. Tlepenaya aen B MyHHUIIMIIAIbHBIA apXWB OCYIIECTBIISETCS MO aKTy MpUEMa-TIepeaadn
apXUBHBIX JOKYMEHTOB Ha XpaHEHHE U B 3apaHee COIIACOBAHHBIE C MYHHUIMNAIBLHBIM apXHBOM
CPOKHU.

13. Ucnonb30BaHue JOKYMEHTOB apXuBa Yupe:KIeHHus

3.1. JIokyMeHTEHI ¥ JieTia, HaXOIAIIUeCs Ha XPAaHCHUH B apXHBE, MMPEICTABISIOTCS paOOTHIUKAM
nojpasfeieHuil Ui paboThl B MOMEIICHHM apXuWBa WIM BO BpeMeHHoe (He Ooiiee Mecsiia)
M0JIb30BaHKUE BHE apXMBa 110/ PACIIHCKY B )KYpHAJIC YUeTa BbIJa4l JOKYMEHTOB (1e).

PaGoTHuku VYupexxaeHUsT HECyT OTBETCTBEHHOCTh 3a COXPaHHOCTb M MPaBUIBHOE
HCII0JIb30BAHUE MOTYYEHHBIX apXUBHBIX JTOKYMEHTOB.

3.2. V3bsATHE NOKYMEHTOB W3 AapXUBHBIX Jel, Nepefgadya pabOTHHKaM MoJpa3zelieHui
apXMUBHBIX JIOKYMEHTOB WJIM HMX KONMUWA paOOTHUKAM JpyruxX OpraHu3aiuid 0e3 pa3perieHus
PYKOBOJICTBA HE JIOMYCKAETCsl.

[Ipu paboTe ¢ apXUBHBIMU JOKYMEHTaAMH HE pa3pelacTcsi BHOCUThH B HUX MPABKY, J€/IaTh
MMOMETKH, paboTaTh C HUMHU BHE CIIY’)KEOHBIX TTOMEIIICHHH.

[Tpunoxenne Ne 1

®opma akTa mpuema-Ttepeadu el

IIPU CMEHE OTBETCTBEHHOTO 3a JIJIONPOU3BOICTBO,
PYKOBOAUTENS TOAPA3ICICHHS

(HamMeHOBaHHE 00pa30BATEIHLHOM OpraHU3aINH)

YTBEPXAIO

(mOMKHOCTH PYKOBOMTEIIS)

(moamuce) (U.0. Damumnus)



(maTa)

AKT
Ne
(mara)
(MecTo cocTaBiieHHMs)
IpreMa-Iiepeiauu JIel Ipu CMEHE OTBETCTBEHHOTI'O 32 JEJIONPOU3BOCTBO,
PYKOBOAMTEIISA MOAPA3ACICHUS
B cooTBercTBHHM € IPUKA30M OT Ne

nepeaa, a

(®. U. O., nomxuocth nepenaroiero) (. M. O., 10KHOCTh IPUHUMAIOIIETO)

IIPUHSUT B IPUCYTCTBUM KOMHUCCHHU, 0Opa30BaHHON HAa OCHOBaHMM JJAHHOTO MIPHKa3a, B
cocrasenpeacenaresns
u

YJICHOB

(®. 1. 0)

AOKYMCHTHI ITOAPA3ACIICHUA B COOTBETCTBUU C HOM@HKJ’I&TypOfI JACII 3a

TOJEL

Ne | HazBanue u Ne | KosimuecTBO KoaunuyecTBO

IIpumeyanue
n/n | omucu IK3EMILISAAPOB ONUCH | IPUHATBHIX J1e]1

1 |2 3 4 5

Hroro npunsro

el
(ubpaMu ¥ TPOITUCHIO)

CocTosiHME JOKYMEHTOB




(mena Ha ckOpOCHIMBATENSX, MOIIINTHI, EPEILICTEHBI, TPOHYMEPOBAHbI)

[Tepenan IHogmucy U.O. ®amunus
[Tpunsn INognuce  M.O. Gamunus
[Ipeacenarens komuccun  [lognuce  UM.O. Gamuinus

YjieHbI KOMUCCHUHU. IHogmucun U.O. ®amunus

[Tpunoxenne Ne 2

[Tpumep akta npreMa-nepeadn el Ipyu CMEHe
OTBETCTBEHHOTO 32 JIETIONPOU3BOJICTBO,
PYKOBOIUTEIIS MTOAPA3/ICICHUS

MyHununansHoe 010/pkeTHOE 0011e00pa3oBaTenbHoe yupexkaeHue «Yupexaenue Ne 3y

(MBOY Vupexnaenue Ne 3)

YTBEPX/IAIO
Hupextop MBOY Vupexnenue Ne 3
BanoB .N. BanoB

05.06.2018

AKT

25.06.2018 Ne 8

I. DHCK
npueMa-Tiepeiadu Je Mpyu CMEeHe OTBETCTBEHHOTO 3a JIETIOTPOU3BOICTBO

B cootBercTBum ¢ mpukazom ot 12.06.2018 Ne 46 Mutpodanosa 1.A. nepenana, a Pomanosa O.K.
MPUHSIIA B IPUCYTCTBUM KOMUCCHH, 0Opa30BaHHON Ha OCHOBAHUH JIaHHOTO NIPHKa3a, B COCTaBe



npeacenarens Usanopoii A.U. u wienoB CemenoBoii JI.A. u Jlecuurkoit P.W. nokymMeHTbI
MoApa3AesieHHusi B COOTBETCTBHH C HOMEHKIaTypoi nen 3a 2017 rog,.

Ne ni/m | Ha3Banue u Ne onucu KoanuectBo KoanuectBo |IIpumeuyanue
IK3EMILISIPOB NPHHATHIX
onmucu aea
1 2 3 4 5
1 Omnuce Ne 1 e mocTOsSIHHOTO 1 42
xpanenus 3a 20142017 roasr
2 Omnuch nen Ne 2 mo nuyHOMY coctaBy |1 23
3a 20142017 roxapr

Htoro npunsTo 65 (mecTpaecsT nsaTh) JAel.

CocTosiHME JOKYMEHTOB U OIIMCEN YI0BIETBOPUTEIBHOE.

Ilepenan Murpodanona
[Ipunsn PomanoBa
[Ipenacenarens komuccun  liBaHoBa
UYsieHbl KOMHCCHUU! CemeHnoBa

JlecHnukas

N.A. Mutpodanopa

0O.K. Pomanosa
A.N. UBanoBa
JI.LA. Cemenona

P.N. Jlecanuxkas

(HamMeHOBaHHE 00pa30BATEIHLHOI OpraHU3aIINH)

YTBEPXJIAIO

(mOMKHOCTD PYKOBOIUTEJIS)

(moamuce) (@.1.0.)

(maTa)

[Ipunoxenne Ne 3
O6pa3zer ohopMIICHHUS TTOTOKEHUS




HOJOXEHMUE
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1.1..
1.2..

2. OcHOBHbBIE 321a4U
2.1...
2.2...

3. ®yHKUHMHU
3.1...
3.2...
4. IIpaBa
4.1...
4.2...
5. O6s13aHHOCTH

5.1...
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6.1...

6.2...

[Ipunoxenue Ne 4
[Tpumep opopmiIeHHs TTOIOKEHUS

MyHunumnaipHoe 0r0pKeTHOE 001eo0pa3oBaTelibHOe yupexaeHne «Yupexacaue Ne 3y

(MBOY VYupexnenue Ne 3)



YTBEPXKJIAIO
Hupexrop MBOY Vupexaenue Ne 3
HBanos N.M. "BaHoB

05.06.2018

HOJOXEHMUE

0 NMOpPAAKE BEACHUS JIMIHBIX €I paﬁoTHHKOB

1. O0ue MoI0KeHUS

1.1.
1.2.
2. @opMuUpOBaHMe JIHYHBIX /IeJ pA0OTHHUKOB
2.1.
2.2.
3. BeeHne JIMYHBIX /1eJ1 pA0OTHUKOB
3.1
3.2.
4. XpaHeHHe ¥ YYeT JHYHBIX J1eJ1 pA0OTHUKOB
4.1.
4.2.
5. OdopMmiieHne TUYHBIX eI pa0OTHHKOB Nepe] caaveil B apXuB
5.1.
5.2.
6. OTBeTCTBEHHOCTH padoToaaTe st 1 Pa0OTHHKA
6.1.
6.2.
7. IlpaBa paGoToaarteJisi M pa0OTHUKA
7.1.

7.2.



[Ipunoxxenne Ne 5
bmank nucema

(mosHOE HaMMEHOBaHKE 00PA30BATEIBLHOTO YUPEKICHHS)

(cokparieHHOe HaMMEHOBAHHE)

(momxHOCTHOE JIMIIO (€CJIM THCHMO OT HEro, a He OT OpraHU3aIlnu))

(ampec)
Ten./dakc e-mail, cerepoii
apec
OKIIO OI'PH WHH/KIIIT
Ne

(mata) (momep) @. U. O. (komy)

(ampec)

YBakaembiii(ast) !




(momxHoCTh pykoBoautens) (mommuce) (P. U. O.)

[Tpunoxenne Ne 6
[Tpumep obopmiieHHs THChMa

MynununanbHoe 01 KeTHOE 00111e00pa3oBarebHoe yupexaeHue «Yupexaeaue Ne 3y (MbOY
Yupexaenne Ne 3)
office@shkola.ruhttp://www.shkola.rullmxenepuas yi., 1. la, r. Duck, 123456
Ten./dakc (495)123-45-67; e-mail: ; OKIIO 12345678; OI'PH 1234567890123;
WHH/KIIIT 1234567890/123456789

3uronst 2018 . Ne Ne 165-u/15-05  Mopexonosoii C.B.
Ha Ne Jlunosas yi., 1. 15, kB. 3, 1. DHCK, 123456

O npencraBiieHNHN 00BICHEHUH 110 TOBOAY HESBKH Ha paboTy

VBaxxaemas Cseriiana BauecnaBoBHa!

YBegomisito Bac 0 HE06X0AUMOCTH MPEAOCTABUTH MUCHbMEHHBIE OOBSICHEHUS 110
MTOBOJTy HAPYIIICHUS TPYIOBOM TUCIIUIUIHHEI, B CBSI3U C HESIBKOH Ha padoty 29.06.2018.

HpI/IJ'IO)KeHI/Ie: CJ'Iy>K€6Ha$I 3amucka Ha 1 nmucte B 1 OK3CEMILIAPE.

C yBaxeHuewM,

mupekrop  IlerpoBa  A.M. Iletposa

babymkuna Tatesna BacunbeBHa,
8 (123) 456-78-90

[punoxenne Ne 7
biank npukasa

(HamMeHOBaHHME 00pa30BaTENBHOI OpraHU3aIINH)



( )

(kpaTKO€ HaMMEHOBAHME)

ITPUKA3

(maTa)

(MecTo cocTaBlIeHHS MPHKA3a)

3arojI0BoOK

[TPUKA3BIBAIO:

1.

2.

(momxHOCTh pykoBomutenst) (mommuck)  (M.0. Oamunus)

[Tpunoxenne Ne 8
O6pa3zerr opopmiteHUs MpUKa3a

MyHunumnagbHoe 010/KeTHOE 00111e00pa3oBaTeIbHOE YUPEKACHHE
«Yuapexnerne Ne 3y
(MBOY VYupexnenue Ne 3)

ITPUKA3



2 nrong 2018 r. Ne 13

r. DHCK

O BHeapenun 'OCT P 7.0.97-2016 «CUBH /1. Opranu3anuoHHO-pacnopsiIuTeIbHas
noxkymeHnramnusi. TpedoBanus Kk 0popMIIEHUIO TOKYMEHTOBY

B nensax s dextuBroro coznanus nokymeHtoB MBOY Vupexnenne Ne 3

I[TPUKA3BIBAIO:

1. Pabotaukam MBOY VYupexnenue Ne 3 coznaBaTh J0KyMeHTHI B cooTBeTcTBUU ¢ ['OCT P 7.0.97-
2016 «CUBU /. Opranu3anuoHHO-paciopsANTeIbHAs JOKyMeHTanus. TpedoBanus K opopMIICHUIO

nokyMeHTOBY (mpuioxenue, nanee — 'OCT P 7.0.97-2016).

2. Cexperapro baOymkunoii T.B. He mpuHUMATH TSI IPEICTABICHHS HA TIOANNCH AUPEKTOPY
JOKYMEHTBI, 0pOPMIICHHBIE ¢ HecoOMoAeHreM npasui, ycranoBieHnnbix [[OCT P 7.0.97-2016.

3. KOHTpOHL HCIIOJIHCHHUA HACTOAIICTO IIPHKa3a OCTABJIAIO 3a c000Ii.

Hupexrop Ilerpoa A.H. Ilerposa

babymkuna TaTesiHa BacunbeBHa, cekpeTaps,

(123) 456-78-90, Babushka@sitename.ru

B neno Ne 01-05 3a 2018 .
Cexperapp babymkuna

03.07.2018

[Mpunoxenne Ne 9
O6pazen opopMIICHUS IPUIIOKEHUN

[punoxenne Ne 1
k npukazy OO

oT No




IHoaoxxenue o

1. O6uIue moJI0KeHus

1.1. Hacrosimee ITonoxeHue OnpeessieT cTaryc, 1ellb, 3a1a4d U MOPSIOK POBEICHUS
MEKPErHOHAIBHOTO KOHKypca ydarmuxcst 5—11 kinacco «PenpeccupoBaHHast JiuTepaTypa»
(mamee — KOHKYPC).

1.2...
2...

2.1...
2.2...

[Ipunoxenue Ne 10

O6pazern opopMieHUs IPOTOKOIIA

(1 Bapuanr)

MPOTOKOJI
3aceaHUsl MeIaroru4ecKoro coBera

No

[Ipeacenarens komuccun ~ Damunus U.0O.

Cexkperapp ®ammms 1.0
MeJJarOru4eckoro CoBeTa

IIpucyrcTBoBanu: 30 yen. (criucok mpuaraeTcs)

IloBecTka nHA:



1.0 nopsiake TOAroTOBKY K KoH(pepeHmu. JloKIaa 3aMecTUTENs TUPEKTOpa. . .
2.0...

CIIYIIAJINA:

Gammins M.0. — TekCT Aokiaaa npuiaraeTcs.

BBICTYIINJIU:

N.O. ®amuius — KpaTkas 3alKch BHICTYIUICHUS (OT TPETHETO JIHMIA SMHCTBEHHOTO YUCII).
Bormpocsl, 0TBeTHI (IPUBOIATCS B TOPSIKE MOCTYIUICHHS).

PEIINJIN:
1.1. Ono6puTts...
12...

Conepxanre 0COO00r0 MHCHHUS

2. CJIYIIAJIM...
BBICTVYIINJINA...
PEIINJINA. ..

2.1.

[Ipencenarens [Hognucey N.O. @amunus

Cexpertapp nenaroruyeckoro [lonmuce UM.O. Gamunus
coBeTa

Ipunoxenne Ne 11
O6pa3zer; opopMieHHUs TPOTOKOIIA
(2 BapuanT)

ITPOTOKO.I

3aceJaHus nmeaarorndyeCcKkoro CoBera



[Ipencenarens komuccun ~ Pamuinus 1.0.

Cekpertapp ®amunus N.0
MeIarOrMYECKOr0 COBETa

Bcero uneHnoB coBera HpI/ICYTCTBOBaJ'IO

IloBecTka nHA:

1. O nopsiake MOATOTOBKH K KoH(pepeHun. Jlokian 3aMecTuTelNst AUPEKTopa. . .

2.0...

1. CJIIYIOAJIN:

®amunusg U.0. — TekcT 1oKiIaaa npuiaraeTcs.

BBICTVYIINJIN:

®damuust U.O. — kpaTkas 3anuch BBICTYIUICHHS (OT TPETHETO JIMIA SJMHCTBEHHOTO YUCII).

Bormpocsl, 0TBeTHI (TPUBOIATCS B TOPSIKE MOCTYTUICHHS).

PEIINJIN:
1.1. OnoGpuTs...

2.2.

Conepsxanne 0co60ro MHEHHSI

2. CJIYIIAJINA:

BBICTVYIINJIN:

PEIINJIN:

2.1.




[IpencenarenbCTBYIOMMIA IMoamucey U.O. ®amunus

Cexperapp negaroruyeckoro Iloamucey M.O. ®amunus
COBETa

[Iponomxenue npui. Ne 11
O6pasen opopmiIeHHsI SBOYHOTO JIHCTa

SIBOYHBIN JIUCT
IMEJATOTMYECKOI'O COBETA

(TpOTOKOJI OT «___ » 201 roma Ne 00)

)

®. U. O. | Josxuocts | [Hoanucs

=
~
=

Ol oI N|OOD | O | Bl W[IDN]|PF

=
o

-
-

[Ipencenarens negarornyeckoro coera Ilognucs M.O. @amunus

Cekperapb [Hognmucey N.O. Gamunus

[punoxenne Ne 12



ZKypHaJ perucTpauum BXOAAIIMX JOKYMEHTOB

Pe3osronust
Jara Jara UM KOMY
U HOMep HanpasJjsiercs | OTmerka
NMOCTYNJIEHUs Kpartkoe
Neni/ nokymenTa, | Koppecnonae JAOKYMEHT 00
AOKyMeHTa/ cojiepKaH
n . NPUCBOEHH |HT (moamuck, HCIOJIHEH
XOASIIIUI HOM ue
o ble YA0CTOBepSION | MK
P aBTOPOM asi
NnoJIy4eHue)
1 2 3 4 5 6 7
Kypnan perucTpanum ucxoasiiux J10KyMeHTOB
Jlata n
HOMeE
Perucrpanuonn p OTMeTKa
Ne | Jara . Kparkoe | 1okymeHT
bl Anpeca Hcnonnure |00
n/ | ao0KymeH cojep:kaH |a, Ha
HOMep T . |Jab HCIIOJIHEH
n |ta ue KOTOPbIii
JOKYMEHTAa uu
JaeTcs OTB
eT
1 |2 3 4 ) 6 7 8
[punoxenne Ne 13
KypHan yyera nevarteil U IITAMIIOB
Haunmeno Pe3yabTa OTTHCK N
HaumenoBanu .
BaHuUe ThI OtmeTka |yareit
e Ot
noapasne |Iloanuch, |exxeroaHo |00 (mrammnos
nevyaTu CK . IIpu
JIeHHMH, yaocroBe |H YHUUTOXK |)
Ne | (mrramna), uH | meva Me
AOJIKHOCT | psiloliasi | IPOBePK | €HUH, IS
n/m | muarop TH 4yaH
b NnoJiy4ueHue | 1 HOMep YHHUTOXKE
3aka3a, mram ue
nojy4darte |,jaara HAJMYMS | AKTa H HHSA,
JaTa MOCTYyILIE | 1ma) N
st JA U neyareii |aara aara
bamunun U rami BO3BparTa




noJry4yare OB,
Jast AaTa npo
BEepPKH
1 2 3 4 5 6 7 8 9
[Ipunoxenne Ne 14
dopma HOMEHKIIATYPHI JeTT
HanmenoBanue opranuzannuu
HOMEHKJIATYPA AEJ YTBEPXIAIO
(IOMKHOCTD PYKOBOJIUTEISI OPTaHH3AIIH)
Ha rox
(moamuce) (pacurdpoBka
TIO/ITTHCH)
(mata)

HNunekc gea

3aroJ10BOK JeJia
(Toma, wacTm)

Cpok xpanenust
nesia (ToMa, 4acTH) Ipumeuanue
u Ne crareii no Ilepeunio *

KoaunuecTBo
nena (ToMoB)

1

2

3 4 5

HazBanue pasaciia




HaumeHoBaH#e TOMKHOCTH PYKOBOIUTENS CIy)ObI opranm3anuu [logmuce 1.O. @amuus

Busa pykoBoaurens apxuBa (JI1iia, OTBETCTBEHHOT'O 33 apXHB)

COI'TACOBAHO COI'JTIACOBAHO
ITpotokoun L[DK (BK) [Iporokon DIIK apXUBHOTO yUpEKICHUS
OT No oT Ne
[Tponomxenue npunoxenus Ne 14
Wrorosast 3anuchk 0 KaTeropusx U KOJIUYECTBE /1], 3aBEICHHBIX B rozy

B OpraHu3anuu

B ToMm uncie:

ITo cpoxkam xpaHeHus1 Bcero

nepexoasmmx | ¢ otMeTKoil «ITTK»
1 2 3 4
[TocrossaHOTO

Bpemennoro (cBbime 10 set)

Bpemennoro (10 10 et BKIFOUHTETBHO)

HNTOI'O:

HaumenoBanue nomkaoctu pykoBoautens cinyk0sl JJOY opranmzamuu [logmuce N.O. Gamumus



Hara

Hrorosnie CBCACHUA NICPCAAHbI B apXUB.

HaunmenoBanue noipkHoctH jmia, nepeaasiiero cBeaenus I[loanuce UM.O. Gamunus

Hara
[Ipunoxenne Ne 15
dopma JiucTa — 3aBepUTEIIS Jiena
JIUCT - BABEPUTEJIb JEJIA Ne
B nene moamuro u mpoHyMepOBaHO JICTOB
(tudpaMu ¥ IPOITUCHIO)
¢ No o Ne , B TOM 4HCIIC:

JIMTCPHBIC HOMECPA JINCTOB

IMpONMYHICHHBIC HOMEPA JINCTOB

+ JIMCTOB BHYTPEHHEH OIUCHU

OcodenHocT (pu3nueckoro cocrosinus u popmuposanus nena | Homepa
JINCTOB

1 2

Haumenosanue gomkuoctu Ilomgmuce M.O. Gamunus
paboTHHKA



Hara

[punoxenne Ne 16

dopma 00JI0KKH Jesa
MOCTOSIHHOTO U BPEMEHHOTO
(cBeime 10 jet) xpaHeHus

(HauMeHOBaHKE TOCYIapCTBEHHOIO (MyHHIIMIIAILHOTO) apXHBa)

(HaMeHOBaHHME OPraHU3aIUH )

(HaMeHOBaHKME CTPYKTYPHOTO MOPA3CICHUS)

JEJIO Ne TOMNe

(3arosoBok jena)

(kpaiiHue nathi)

Ha JUcTax

XpaHuUTh



@D. Ne
Om. Neo
. Ne
[Ipunoxenune Ne 17
BHYTPEHHSASA OIIUCH
AOKYMEHTOB JeJia Ne

Perncrpanuonnsiii | lata 3aroJ10BoOK Howepa
Ne n/mm qucros | IIpumeuanue

HH/IEKC JOKYMEHTA | JOKYMEHTAa | JOKYMeHTa ea
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(tudpaMu ¥ IPOIKCHIO)

KomuuectBo aucToB BHYTpeHHCﬁ OITMCHU

(mudpamu ¥ IPONHCHIO)

HanmeHnoBanue q0KHOCTH JIMIIA, COCTABUBIIETO BHYTPEHHIOK ONHUCH ITomnuce U.O.
JOKYMEHTOB JleNa damunusa



Hara

[punoxenne Ne 18
OO6pa3zer opopMIIeHUs KypHaIa
ydeTa BBIJIaYH IOKYMEHTOB

IlonHoe HamMeHOBaHME O6p330BaTeHBHOﬁ OpraHru3annuu

KYPHAJI YYETA BbBIJAYU JOKYMEHTOB

u3 apxusa OO

(omepaTHBHOTO apXHBa CTPYKTYPHBIX MOAPa3/IeIeHMil)

Hauat

OKoOHYEH

[Mpunoxenne Ne 18

Pacnucka Pacnucka
Hara Kom B Aata B
Ne i/ BbIIA4YM 1€ ©onn Omuce | Jleno BEI ZH MOJIVIECHH BO3BpAT BO3BpAaIllleHH
n A A No Ne Ne a y a pait
b 0 ) "
aeia
aejaa aeJia
1 2 3 4 5 6 7 8 9
HUtoroB roay BeIIaHO nen

(mudpamu ¥ MIPONHCHIO)




HanmenoBanmne JOJIDKHOCTH JIMIAa, COCTaBUBUICTO BHYTPECHHIOKO
OIMIMCb JOKYMCHTOB ACJIa

IMoamucey U.O. ®amunusa

[Mpunoxenne Ne 19
dopma onHCH e 0 JIHYHOMY COCTaBY

(mosTHOE HAaMMEHOBAHKME OPTaHU3AIIHH)
Donmx Ne
OIINCDH Ne

711 110 JINYHOMY COCTaBY

3a roj
Ne | Mupekc | 3arogqioBok | Kpaiinue narsi | Cpok Koimuectso | IIpumeyanne
n/n | nesia aena XpaHeHHU | JINCTOB
1 |2 3 4 5 6 7
B naHHBIN pa3fen onucu BHECEHO Jiel,

(mudpamu ¥ IPONHCHIO)

¢ Ne o Ne , B TOM YHCJIE:

JUTEpHBIE HOMEpA!

MIPONMYIIEHHbIE HOMEpa!




(maumenoBanwue nookHOoCcTH  (moamuch)  (pacimrdpoBKa MOAMHUCH)
COCTABHTEJISI OTIHCH)

(HauMeHOBaHKE JODKHOCTH pyKoBoauTenss  (moamuck) — (pacmudpoBKa MOAMKUCH)
apxuBa (JIMI1a, OTBETCTBEHHOI'O 33 ApXHUB))

COI''TACOBAHO VYTBEPXIEHO
ITpotokoin (OK) OO IIpotokon DK apXUBHOTO yUpexK ICHHSI
oT No oT Ne

[punoxenue Ne 20
dopMa onucH A€l BPEMEHHBIX
(cBbrme 10 net) CpOKOB XpaHEHHs

(monHOE HaMMEHOBaHKE 00Pa30BaATEIHLHON OpraHU3aIIH)
Donmx Ne
OITUCDH Ne

nen BpeMeHHbIX (cBbiie 10 er)
CPOKOB XpaHEHHUS

3a roj
Ne | Mupekc | 3aroqoBok | Kpaiinue natsl | Cpok KosnunuectBo | [Ipumeyanne
n/m | nena aena XpaHeHHs | JIUCTOB

1 |2 3 4 5 6 7




B manubIi pa3znen onucu BHECEHO

Acl,

(umdpaMu U IPOITUCHIO)

¢ Ne o Ne

JIUTEpPHBIE HOMEpA!

, B TOM 4HCIE:

IIPOIYLIEHHBIE HOMEpA!

(HauMeHOBaHHE TODKHOCTH  (IIOIKCH)

COCTaBHUTCIIA OHI/ICI/I)

(pacmmdpoBka moanKucH)

(HaMeHOBaHKE JTOHKHOCTH pyKoBoauTenass  (moamuch)  (pacuimdpoBKa MOAMUCH)
apxuBa (JIM11a, OTBETCTBEHHOTO 33 apXUB))

COI''TACOBAHO
ITporokoin (OK) OO

oT Ne

[Mpunoxenne Ne 21
dopma OIucH J1eJ1 TOCTOSTHHOTO XPaHEHUS

YTBEPXKJIAIO

(mosHOE HaMMEHOBAHKUE OPraHU3aIliHN)

®onmg Ne

(mOMKHOCTH PYKOBOIUTEIS)



OIINCH Ne (moamuce)  (pacmmgpoBKa MOITHCH)

ACJI IIOCTOSTHHOI'O XpaHCHUA

3a rona 20 roma

Ne | Mupexc | 3arosnosok aena | Kpaitnue narol | Kosmmuecrso | I pumevanue
JINCTOB

n/n| ngeaa

1 |2 3 4 5 6

HasBanue paznena

B naHHBII pa3nen onucu BHECEHO Jiel,

(uudpaMu U IPOITUCHIO)

¢ Ne o Ne , B TOM 4HCJE:.

JUTEpHBIE HOMEpA!

IIPOMYLIEHHbIE HOMEpA!

(maumenoBanue nooKHOCTH  (moanucs)  (pacirdpoBKa MOAMNCH)
COCTaBHUTEJIsI OTIHUCH)

(HauMeHOBaHME JODKHOCTH pykoBoauTenss  (moamuck)  (pacurudpoBKa MOAMKUCH)
apxuBa (JIUI1a, OTBETCTBEHHOT'O 32 apXHUB))



COI'TACOBAHO YTBEPXIEHO

ITpotokoin (OK) OO IIpotokon DK apXUBHOTO yUpEKICHHS

oT No

oT

Ne

[punoxenne Ne 22

dopma orumcH J1eN MOCTOSTHHOTO,
BpemenHoro (cBbie 10 yieT) XpaHeHHs
U TI0 JITYHOMY COCTaBY CTPYKTYPHOTO

MoApa3aesieHUs
(monHOE HaMMEHOBaHKEe 00Pa30BaTEIHLHOIN OpraHU3aIINH)
(HauMeHOBaHKME CTPYKTYPHOTO MOAPa3CICHHS)

OITUCDH Ne
Ne n/n | Mupaexc | 3arojioBok Hara KoimnuectBo | Cpok xpaHeHus pumeyanue
aeJa aeJaa aeJaa JIUCTOB B aeJaa
aemie

1 2 3 4 5 6* 7
HaszBanue paznena
B nannyto onuch BHECEHO e,

¢ Ne

JIUTECPHBIC HOMEpA.

(udpaMu ¥ IPOIUCHIO)

1o Ne

, B TOM 9HCIE:

IIPOMYIICHHBIC HOMEpPA.




(maumenoBanwue nookHOCTH  (moamuch)  (pacimrdpoBKa MOAMKCH)
COCTABHTEJISI OTIHCH)

(HauMeHOBaHKE JODKHOCTH pyKoBoauTenss  (moamuck) — (pacmiudpoBKa MOAMKUCH)
apxuBa (JIMI1a, OTBETCTBEHHOI'O 33 ApXHUB))

COTI'JTACOBAHO
ITporokoin (OK) OO
OT No

[Tepenan zen

(mdpamut U IPOMUCHIO)

PEruCTpainOHHO-KOHTPOJIBHBIX KAPTOTCK K I[OKYMCHTaM*.

(HamMeHOBaHME TOKHOCTH paboTHUKa  (moamuch)  (paciugpoBKa MOIHCH)
CTPYKTYPHOTO TOIPa3/IeICHHUs)

« » 20 roma



[Tpunsin el u

(umppaMu U IPOITUCHIO) (umdpaMu U IPOITUCHIO)

PEruCTpaiiOHHO-KOHTPOJIbHBIX KaPTOTCK K JOKYMCHTAM.

(maumenoBanue gomkHocTH  (moamuce)  (paciurdpoBKa IMOAMKUCH)
pabOTHHKA apXHBa)

« » 20 romaa

[Ipunoxxenue Ne 23

dopma aKkTa 0 BblJIeJIEHUU K YHUYTOKEHUIO JOKYMEHTOB,
He Mo/JIeKAIUX XPaHEeHUI0

(mosHOE HaMMEHOBAHKWE OPraHNU3aIl|HN)
AKT YTBEPXIAIO
Ne

(mOMKHOCTD PYKOBOIUTEIIS)

(MecTo cocTaBneHus)

O BBIZICJICHUH K YHUYTOXKCHUIO JTIOKyMeHTOB,  (mommuck)  (pacumdpoBka MOAMUCH)

HE MOAJIekKAIINX XPAaHEHHUIO 20 roga

Ha ocrHoBanuu

(Ha3BaHME M BBIXOJIHBIC JaHHBIC MEPEYHS JOKYMEHTOB C YKa3aHUEM CPOKOB HX
XpaHEHWUsI)

OTO6paHI)I K YHUYTOXKCHHUIO KaK HC UMCIOIIINEC H&y‘lHO-HCTOpH‘-IGCKOfI OEHHOCTH U YTPAaTUBIIHNC



MPAKTUYCCKOC 3HAYCHUC NOKYMCHTLIL

No

dbonma
(na3Banue QoHma)

Ne | 3arosioBok I'onbl | Homep | Homep KouauuvectBo | Cpoku Mpumeyanue
n/m | nena omucH™ | 1. Xp. Mo | ex. xp. XpaHeHus

(rpynmoBoii onucH 1 HOMepa

3aroJIOBOK crareu

JAOKYMEHTOB) 0 MepevHio
1 |2 3 4 5 6 7 8
HUtoro el1. Xp. 3a TOJIBL.

Onucu ACJI NOCTOAHHOI'O XpaHCHUA 3a

(b paMu ¥ IPOIKCHIO)

rojsl yrBepxaeHsl JIIK

(poToKOI OT

(HaMeHOBaHHME apXUBHOTO YUPEKICHHS)

Ne

(HaI/IMeHOBaHI/Ie AOJIDKHOCTU PYKOBOAUTEIIA

apxuBa (JIM11a, OTBETCTBEHHOTO 33 apXUB))

[IpoToKOa SKCIEPTHON KOMUCCUU

COT'JTACOBAHO
OpraHu3aIu
oT Ne

(momuce)

(pacurudpoBKa MOAMKUCH)




JIOKYMEHTBI B KOJIHMYECTBE el. Xp.:

— Ha 6YMa}KHOM HOCHUTECIIC BECOM KT

(udpaMu ¥ IPOMUCHIO)
ClIaHbl HA YHHUYTOXCHUE,

— Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHUYTOXKCHUEC

(crtoco0® yHUYTOKEHHS)

(mauMeHOBaHME JOKHOCTH (moxmuce)  (pacrmdpoBKa IMOAMUCH)

pabOoTHHKA, CIABIIETO JOKYMEHTHI)

« » 20 roma

N3menenus B YUYCTHBIC JOKYMCHTBI BHCCCHBI.

(HaMeHOBaHME JIOJKHOCTH PYKOBOIUTEIS (moamuce)  (pacurrdpoBKa HOAMUCH)
apxuBa (JIM11a, OTBETCTBEHHOTO 33 apXUB))

« » 20 rojga



