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A. OHHUIIEHKO

HMHCTPYKIAA ;f__;i_,_._,/
110 BEJAEHUIO JEJIOBOM TOKYMEHTAIIMI B MBOY «CII Ne 11»

1. O0mue 1mM0/10KEHHS
WHCTpYKIHS 10 BEICHHUIO NEMOBON TOKYMEHTAIMKW B MyHHIUIIAIEHOM OIOIKETHOM
obmeobpasosarenbHOM yupeskneHnn «Cpemnsst mkona Nell roposa Esmatopuu Pecry6imaxu
Kpemm» (manee — MacTpykuus) paspaboTaHa B COOTBETCTBHH CO CIEAYIONIAMHA HOPMATHBHBIMU
JIOKYMEHTaMH:;
®enepanbubii 3aK0H 0T 29.12.2012 Ne 273-03 «O6 obpazosanuu B Poccuiickoit Oenepamiumy;

- @epepanbHbIi 3akoH 0T 27.07.2006 Ne 152-03 «O nepcoHaIbHBIX aHHBIX Y,

- 3axon Pecnybmmxu Kpem ot 06.07.2015 Ne 131-3PK/2015 «O6 o6pasoBaHuu B
PecniyGnnke Kppmy;

- mpuka3 DenepanbHOTO areHTCTBa 10 TEXHUYECKOMY DPETYIHPOBAHUIO M METPOJIOIHH
MuHHCTEPCTBA TPOMBIIIIIEHHOCTH U TOproeim Poccuiicko#t ®deeparmm ot 08.12.2016 Ne 2004-
cT «O0 yTBepMICHUHN HAIlMOHAIBHOTO cTaiapTa Poccuiickon Demepannmy;

- npukas QefepaIbHOTO areHTCTBa 110 TEXHUYECKOMY DETYIHPOBAHUIO M METPOJIOTUH
MuHucTepcTBa MPOMBIIUIEHHOCTH B TOproBiu Poccuitckoit @eneparmu ot 14.05.2018 Ne 244-ct
«O06 yTBEpKJICHNM U3MEHEHHUS K HAMOHATBHOMY CcTaHaapTy Poccutickoii Denepanun»;

- mpukas PenepanbHOro apxuBHOro areHTeTBa oT 20.12.2019 1. No 236 «O6 yTBep)IcHUH
[Tepeunst THMIOBBIX YHPABICHYECKUX APXMBHBIX TOKYMEHTOB, OOpasyrOIIUXCS B IIPOLECCE
ACATCTBHOCTH FOCYIapCTBEHHBIX OPTaHOB, OPIraHOB MECTHOTO CAMOYITPABJICHHUS ¥ OpraHU3aLuii,
C YKa3aHHWEM CPOKOB UX XPaHCHHUSY,

- npuka3 MunncreperBa npoceemieans CCCP or 30.12.1980 N 176 «O BBemeHuu B
aerictBue Ilepedns HOKyMEHTOB co cpokamu xpaneHust Munuctepcersa mpocsemnenus CCCP,
OpraHoB, YYpEXKICHUH, OpraHu3aluil CHCTEMBI TIPOCBEIICHUS,

- mpuka3 Munrobpaszosanust Kpsmva ot 27.03.2023 Ne 565 «O npusHaHWUHM yTPaTHBIIAM CHITY
nprKkasa MuHHCTEpCTBa 00pa3oBaHus, HayKu u Mostonexu Pecrry6Gmku Kpeiv oT 11.06.2021  Ne
1018», MeTomHHYecKHE PEKOMEHIAIINH 10 BECHHIO ASJIOBOM JTOKYMEHTAIINY B FOCYAapPCTBEHHBIX U
MYHHUIUIATBHBIX JIOIIKOIBHBIX 00pa30BaTENbHBIX U 0OIIECO0Pa30BATENIbHBIX OPTAHM3AIHIX
Pecy6mku Kpeim (mucsmo MunoOpasosanust Kpemva ot 30.03.2023 Ne 1543/01-14).

Huctpyknus ycraHaBmuBaeT obmue TpeOOBaHHS K BEJACHHIO AETOBOM [OKYMEHTAIMH B
MBOVY «CII Ne 11» (nanee — obmeobpasoBarenbHas OpraHu3alms).

Ilpumenerne MHCTPYKIIMM MODKHO CIIOCOOCTBOBATH (OPMHUPOBAHMIO OQHUIMATEHO-
ZCJIOBOTO CTHJIS HOKYMEHTOB, COKPAIIECHHUIO 3aTpal TpyJda M CPEACTB B TPOIECCE CO3MaHUS
JOKYMEHTOB,

WHCTpyKIHS pacipoCTpaHAeTCs Ha OPraHU3aIHI0 PaboThl ¢ JOKYMEHTAMH HE3ABUCHMO OT
BH/a HOCUTEIS, B TOM YHCJIE IEKTPOHHBIMH JTOKYMEHTaMH, BKIIIOUasl MOATOTOBKY, 0OpaboTKy,
XPpaHEHNE U UCIIOJIb30BAHUE IOKYMEHTOB, OC}’H.[GCTBJISICMBIX C IpPUMEHECHHEM HHGOPMAITMOHHBIX
TEXHOJIOTHH.

OcobennocTy paboThI ¢ JOKYMEHTaMH, COACPKAIUMA KOHPUICHITHATBHYIO HHHOPMAITHEO
(cmyxeOHYI0O W MHYIO TaifHy, TNEpCOHaNbHBIE MAHHBIC), PErYIUPYIOTCS CIEHHATBHBEIMA




HOPMATUBHBIMU aKTaMd (MHCTPYKIMSMH, TOJIOKEHUSMHU, MPABUIAMHU), YTBEPKIAEMBbIMH
pyKOBOIUTENIEM 00pa30BaTEeIbHOM OpraHu3aIny.
OTBETCTBEHHOCTh 3a OPraHMU3aIMI0 U COCTOSIHUE JEIONPOU3BOJICTBA B 00pa30BATEIbHOU
OpraHu3aIuy HECET AUPEKTOP, KOTOPBIN:
- pa3pabaThIBaeT M yTBEPIKIaeT HOMEHKJIATYPY JIeNI 00pa30BaTeIbHON OpraHU3aINH;

- KOHTPOJIHPYET COOIIOICHNE TPEOOBAHUI YTBEPIKICHHOU B 00pa30BaTeIbHOM OpraHu3auu
HNHCTpyKIIMK MO BEAEHUIO AEIOBOM TOKYMEHTALIUH

- POBOJTUT MPOBEPKY COCTOSHUS JICTONPOU3BOJICTBA;

- o0ecrnieunBaeT METOJUYECKOE PYKOBOJCTBO, MHCTPYKTaXX M KOHTPOJb 33 COOIIOJCHHEM
YCTaHOBJICHHOTO MOPSIIKA PabOTHI C JOKYMCHTAMH,

- HHUIIUUPYET MOBHINICHUE KBATM(UKAUY PAOOTHUKOB IO BOIIPOCAM JCIIOTIPOU3BOICTBA,

- YIOCTOBEPSIET TOJIITUCKHIO U TICYATHIO JJOKYMEHTHI.

HemnocpencTBeHHO BeAET EIONPOU3BOJCTBO B 00pa30BaTEeIbHOM OpraHu3alluu CEKpeTaph,
KOTOPBIA Ha3HAYACTCSI MPUKA30M PYKOBOJAMTEIS 00pa30BaTeILHON OpraHH3aIiH.

CekpeTapb B COOTBETCTBHH C BO3JIO)KCHHBIMU HA HETO 33J[a4aMH:

- OCYIIECTBIISICT PETUCTPALINIO U YUET TOKYMEHTOB;

- OpraHu3yeT JOKyMeHT0000pOT, (GOPMHUPOBAHUE JIEN, HX XPAHEHUE;

- OCYIIECTBIISICT TEKYIIHH KOHTPOJIb 32 CBOCBPEMEHHBIM PACCMOTPEHHUEM H TIPOXOXKICHUEM
JIOKYMEHTOB 00pa30BaTeIbHON OpraHU3aIHH;

- oOecrieynBaeT COOJIOJICHUE €IUHBIX TPeOOBAaHWUH 1O TIOATOTOBKE JIOKYMEHTOB U
OpraHMu3aIuy padOThl ¢ HUMH B YCIIOBHSIX 3JIEKTPOHHOTO JOKYMEHTO000POTA;

- o0o6maer nHpopmaIuo 00 o0bemMax TOKyMEHTO000POTa;

- opraam3yeT (popMHpOBaHUE U XpaHEHUE TOKYMEHTAITMOHHOTO (DOH/Ia ¥ €r0 HCITOJIh30BAHHE.

OO6pazoBarenbHas OpraHu3anys BIpaBe NPUMEHSITh B CBOCH €ATEIbHOCTH JIEKTPOHHBIN
JOKYMEHTOOOOpOT, KOTOPBIA MpeaycMaTpPUBAET CO3JaHUE, MOANKUCAHUE, WCIOJIb30BaHUE U
XpaHEHHe JOKYMEHTOB, CBSI3aHHBIX C JEATEIbHOCTbIO OOpa30BaTENbHOM OpraHu3aluy, B
JJIEKTPOHHOM BHEC Oe3 ayOiaupoBaHuss Ha OymMakHOM Hocutene. PemieHue o BBEACHHH
ANIEKTPOHHOTO  JOKYMEHTOO0OpOTa M  TOPSAIOK €ro  OCYIIECTBJICHHS  yTBEP)KIAIOTCS
o0pa3oBaTeNIbHOM OpraHu3alreil Mo COrIacOBAHUIO C €€ YUPEAUTEIEM.

Bes nenoBas nokymMeHTanMsi XpaHUTCS B CHELHAIbHO O0OOPYAOBAHHBIX MOMELICHUSX,
mkadax wam ceiidax c¢ cobmomeHueMm TpeboBanuit denepanpbHoro 3akoHa Poccuiickoit
®enepanuu ot 27.07.2006 No 152-D3 «O nepcoHaIbHbIX JaHHBIX).

PaGortath ¢ JOKyMEHTaMU BHE CIIy:K€OHBIX TOMEIIECHUH 3aIpeniaeTcs.

1. JlokymenTnl 00pa3oBaTe/IbHOI OPraHu3aNuu.

Jlupektop oOpa3oBaTeNbHON OpraHU3ally WK JIUIO0, UCIIOJHSIONIEE ero 00sS3aHHOCTH,
W3J1aeT MPUKa3bl, UHCTPYKLUHU, MPaBUIa, MOJOKEHUs, 00g3aTeNbHbIC ISl UCTIOJIHEHHS] BCEMHU
pabOTHHKAMHU.

Xoxa oOcyxaeHHs BOMPOCOB Ha 3acelaHUSAX KOJUIETHAIbHBIX OPraHoB, COBETOB,
coOpaHMsIX, COBEIIAHUIX U PELICHUs], IPUHUMAeMbIe Ha HUX, PUKCUPYIOTCS B IPOTOKOJIaX.

Jlyis ocyliecTBIEHUS! ONEPaTUBHBIX CBS3€H C APYrMMHU OpPraHHU3alMsIMHU U TPakIaHAMU
HCIOJIL3YIOTCS Takue GOPMBI, Kak MHChbMa, (PaKChl, TeIErpaMMBbl, TeIe(POHOTPaAMMBI.

Jl51g ocyliecTBiIeHUs prUeMa, yBOJIbHEHHUS, IIepeMEIleHNs paOOTHUKOB, MPEI0CTABICHUS
UM OTIYCKOB O(OPMIISIOTCA TPYAOBBIE JOTOBOPHI, MPUKA3bl IO JTUYHOMY COCTaBY, 3asBICHUS,
TPYJIOBbIE€ KHWKKH, JINYHBIE KAPTOUKH U JIp.

Y4eOHO-nearorn4eckasi JOKyMeHTanus.

VYuebHas JOKyMEHTAIMsl — 3TO KOJMYECTBEHHAas W KadyeCTBEHHAs XapaKTepUCTHKU
COCTOSIHUS Y4€OHOM, METOJJMUECKON M BOCTIMTATENILHOM paboThl 00pa30BaTeIbHON OpraHU3aIIH.

[lenarornyeckne paOOTHUKM TMPH pealu3alld OCHOBHBIX 00IIe00pa30BaTEIbHBIX
IIPOrpaMM OCYIIECTBIISIIOT MOJArOTOBKY CIEAYIOLIEH JoKyMeHTauuu (mnpuka3 MuHHCTEpcTBa
npocsemenust Poccuiickoit @enepanuu ot 21.07.2022 Ne 582 «O06 yTBep)KICHUU MEpedHs
JOKYMEHTAIMM, IOJrOTOBKa KOTOPOW OCYIIECTBISIETCS IMEeNarorndeckKuMu pabOTHUKAMHU TpU
peanu3aii 0CHOBHBIX 00111€00pa30BaTeIbHBIX IPOTPAMM):



- paboyas mporpamMma y4eOHOTO IMpenMeTa, y4eOHOro Kypca (B TOM 4YMCiie BHEYPOUHOU
JESITEILHOCTH ), YYCOHOTO MOJTYIIS;
- )KypHaJ y4eTa yCIeBaeMOCTH;
- OJKypHal ~ BHEYPOYHOM  JEATENbHOCTH (A7  TeJarorudeckux  pabOTHUKOB,
OCYILECTBIISIOLINX BHEYPOUHYIO ACATEIBHOCTD);
- TUTaH BOCTIMTATEIBbHON pabOThI (ISl MEAarornyeckux pabOTHUKOB, OCYIIECTBIISIONINX
(YHKITUH KJIIACCHOTO PYKOBOJUTEIS);
- XapakTepucThKa Ha oOydaroierocs (1o 3ampocy).
[IkonbHBIE TOKYMEHTHI JOJDKHBI O(OPMIISITBCS CBOEBPEMEHHO, YETKO, pa3z0oopunBo, 0e3
MOJJYMCTOK, TIOMAapOK, BBI3BIBAIOIINX COMHEHHUE B ITPABUIILHOCTH BHECCHHBIX TAaHHBIX.
3anucu B TOKYMEHTaX JOJDKHBI TPOU3BOIUTHCS IIAPUKOBON PYyIKOI YEPHOTO I[BETA.
Ommbka, MOMyImIeHHAs B TEKCTE WM IHU(POBBIX ITAHHBIX JOKYMEHTA, HCIPABISETCS
CIIEAYIOIUM 00pa3oM: OIKUOOYHbIE CJIOBA WM HU(PHI 3a4€PKUBAIOTCS TaK, YTOOBI MOKHO OBLIO
MIPOYECTh 3aYEPKHYTOE, a CBEPXY, JIMOO PsIIOM, JIMOO Ha MOJSAX MUIIYTCS YTOUHEHHBIE TaHHBIE.
Bce BHeceHHBIE WCHpaBIEHUS JOJDKHBI OBITH OTOBOPEHBI W 3aBEPEHBI MOJMHCSIMHU JIHII,
0QOpMHUBIINX JOKYMEHT. 3a JIOCTOBEPHOCTH CBEICHHI, COJIEPXKAIIUXCS B JIOKYMEHTaX,
Ha/JIeKamee uxX oQopMIICHHE HECYT OTBETCTBEHHOCTHh JIOJDKHOCTHBIE JIHIA, TOANMCABIINE
JTOKYMEHT.
B cocraB mokyMeHTOB 00pa30BaTeIbHON OpPraHU3auy BXOIST:
- OpraHU3aIMOHHbBIE IOKYMEHTHI,
-yCTaB OpraHU3aIlNy;
- IOTOBOP C YUpeaUTEINEM;
- TIOJIOXKEHUS O ToJIpa3AeNeHUsIX (IIpU HATUYUN);
- IPaBOYCTaHABIIMBAIOLINE JOKYMCHTHI;
- JOJDKHOCTHBIE HHCTPYKIIMH COTPYJHHUKOB;
- KOJUIEKTUBHBIH JJOTOBOD;
- IITaTHOE PACIHCAHHE;
- IpaBWJIa BHYTPEHHETO TPYJOBOTO PacHopsiIKa u ap.
PacriopsiauTensHble JOKYMEHTHI:
- IPUKa3Hbl;
- pacnopsDKeHUS;
- MHCTPYKLUH U JIp.
WHdopMamoHHO-CIPaBOYHBIE JOKYMEHTHI:

- IPOTOKOJIBI;

- TUTaHBI;

- OTYETHI;

- CIIPaBKH H Jp.

Bce kHMTHM ¥ KypHajJbl, KOTOpble BeAyTcsi B 00pa3oBaTeNbHBIX OpPraHU3alUsaX Ha
OyMaXHBIX  HOCHTEINSIX, [OCTPAaHMYHO IPOHYMEPOBBIBAIOTCS, MPOLIHYPOBHIBAIOTC |
NOJNMHCHIBAIOTCA aupekTtopoM. [loamuce aupekropa 3aBepsieTcsi MeyaTbio 00pa3oBaTENbHOMN
OpraHHU3aluH.

2. IIpaBuia oopmiienus 10KyMEHTOB

OcHoBHbIe TPeOOBaHUsI 10 0GPOPMIICHHIO TOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3/1aBaTbCsi Ha OyMa)KHOM HOCHUTENE M B AJIEKTPOHHOH (opme ¢
COOJIIOJICHHEM YCTaHOBJICHHBIX MPaBUJI 0(hOPMIICHHUS TOKYMEHTOB.

IIpu co3manumM AOKyMeHTa Ha JBYX W OoJiee CTpaHMLAX BTOPYK M TMOCIETYyIOILIUe
CTpaHULbl HyMEPYIOT.

JlommyckaeTcsi co3laHie JOKYMEHTOB Ha JIMIIEBOM M 0OOpOTHOW cTopoHax jwucra. [Ipu
JBYCTOPOHHEM CO3/IaHMM JIOKYMEHTOB IIMpUHA JIEBOTO IOJS HA JIMIIEBON CTOPOHE JIUCTA U
MIPABOTO MOJIA Ha 0OOPOTHOM CTOPOHE JIUCTA JOJDKHBI OBITH PaBHBI.

[IpennoyTuTenbHBIMU FApHUTYPAMH U pazMepaMy MIpU(TOB JUIs pEeKBU3UTOB JIOKYMEHTa
aBistrotest Ne 12,13,14.

[Ipu coctaBieHnH TaOIUI] IOMYCKAETCS HCIIOJIb30BaHUE MIPU(PTOB MEHBLINX Pa3MEPOB.



AO3aIHBIi OTCTYH TEKCTa JOKyMeHTa - 1,25 cm.

3aroJloBKM pa3ieioB M TMOJPA3JENIOB TIeYaTaloTcss C a03alHBIM OTCTYIIOM  HIIH
[EHTPUPYIOTCSA IO IHUPHHE TEKCTA.

MHOTOCTPOYHBIE PEKBU3UTHI I€YATAOTCS Yepe3 OJWH MEXKCTPOUHBIA HMHTEPBAI,
COCTaBHBIC YaCTU PEKBU3UTOB OTEISIOTCS IOMOJHUTEILHBIM HHTEPBAJIOM.

TekcT nokymeHTa nevaraercs uepes 1-1,5 MeXCTpOUHBIX UHTEpBAJIA.

WNuTepBan Mexny OykBaMu B CJI0BaxX - OOBIYHBIN.

WuTepBan Mexy CIIOBaMH - OJMH MTPOOe.

TekcT AJOKyMEHTa BBIPaBHUBACTCS IO IIMPHUHE JUCTA (110 TpaHUIAM JIEBOTO U MPABOTO
MoJIeH IOKYMEHTA).

HopMmaTWBHBEIMU aKTamMH OpraHW3allil MOXET OBITh MPEIYCMOTPEHO BBIJICIICHUE
PEKBU3UTOB «aJIpecary, «3arojIOBOK K TEKCTY» WUJIN «IIOAMUCHY, a TAKXKE OTAEIbHBIX (parMeHTOB
TEKCTa MOJTY>KUPHBIM IpU(TOM.

TekcT JOKyMeHTa TOJKEH OBITh U3JI0KEH KPaTKO, FPAaMOTHO, TIOHSITHO U 0OBEKTUBHO, 0€3
MOBTOPEHUI U yNoTpeOsIeHHs! CIOB U 000POTOB, KOTOPHIE HE HECYT CMBICIOBOW Harpys3ku, U
JIOJKEH KacaTbCsl TOTO BOIIPOCA, KOTOPbIM c(OpMyIHMpoBaH B 3arojoBKe K TEKCTy. TekcT
JOKyMeHTa oQopmisieTcss B BHUJE CIUIOUIHOTO CBSA3HOIO TEKCTa WM TaOMUIBL, WIH IyTEM
coueTaHus 3TUX QopM.

TeKCThI CIOXKHBIX U OOJBIINX M0 00BEMY TOKYMEHTOB (JIOKJIa/IbI, OTUYETHI U T.J.) JCISATCS
Ha pas3felibl, MOAPa3Ieibl, MyHKTHI, TOMMTYHKTH. [IYHKTBI M TIOJIYHKTHI B TEKCTE HYMEPYIOTCS
apabckumu uppaMu ¢ TOUYKOH.

[Tpumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI, KaK MpaBuiio, opopMIISIOTCS Ha OJaHKax 00pa3oBaTeNbHON OpraHU3allvu,
MMEIOT YCTAaHOBJICHHBIM KOMILJIEKC OO0S3aTelIbHbIX PEKBU3UTOB U CTAOWIBHBIA MOPSAOK HUX
PacroJIOKEHUSI.

brnanku kaxIoro BHJA HW3rOTABIMBAIOTCA HAa OCHOBE YIJIOBOIO HIIM IPOJIOJIBHOTO
pa3MenieHus] pEeKBU3UTOB.

PexkBu3UTHI 3arojioBka pasMeniaroTcsl HEHTPUPYEMbIM (Haualao M KOHEIl KaXJ0H CTPOKHU
PEKBHU3UTA PABHO yJIAJIEHBI OT TPAHUI] 30HBI PACTIOIOKEHUS PEKBU3UTOB) WM YTJIOBBIM (KaXKaast
CTpOKa PEeKBU3UTA HAUMHAETCS OT JIEBOW I'PAaHUIIBI 30HBI PACIIOJI0KEHHS PEKBU3UTOB) CLIOCOOOM.

JIy1st M3roTOBJICHHS OJIAHKOB MCTIOJB3YIOTCS JTUCTHI Oymaru gopmara A4 (210 x 297 MM) u
A5 (210 x 148 MuuMMeTpoB).

Kaxxapiii muct gokymeHnTta, oOpMIICHHBIN Kak Ha OllaHKe, Tak U 0e3 Hero, JOJKEH UMETh
TI0JISI HE MEHEe, MM:

neBoe - 20;

npasoe - 10;

BepxHee - 20;

HuxKHee - 20.

JlokyMeHTBI JUIUTeNbHBIX (CBBIIEe 10 eT) CPOKOB XpaHEHUs JOJKHBI HIMETh JIEBOE TOJIe HE
MeHee 30 mm.

OdopmiieHne peKBU3HTOB JOKYMEHTOB.

ABTOp 10OKYMEHTOB.

HaumenoBanue oOpa3oBaTebHONH OpraHU3alMy YKa3bIBAeTCsS B TOYHOM COOTBETCTBUU C
ycTtaBoM oOpa3oBaresnibHOM opranuzanuu. CoOKpalleHHO€ HAauMEHOBaHHE IOMEIaeTcsl IO0J
MOJIHBIM HAMMEHOBAHUEM B CKOOKaX.

HaumeHoBaHME CTPYKTYpHOIO MOAPA3JEIEHHUs — aBTOpAa JOKYMEHTa HCIOJb3YyeTcs B
OnmaHkax muceM M OJaHKaX KOHKPETHBIX BUAOB JOKYMEHTOB M YKa3bIBAeTCA IOJ TOJHBIM H
COKpAIlleHHBIM HAUMEHOBAaHUSMHU 00pa30BaTEIbHOM OpraHu3aluy.

HaumeHoBaHMe JOJDKHOCTM JIMIIa — aBTOpa JOKYMEHTa HCHOJb3yeTcs B OJaHKax



AOJDKHOCTHBIX JIMII U pacrioJiaracrcsd noJ HamMCHOBAHUCM O6pa30BaTeJIBHOI71 OpraHu3alnu.
Haumenopanue JOJDKHOCTU JIMIa — aBTOpa JOKYMCHTA YKa3bIBACTCA B COOTBCTCTBUHU C
HanMCHOBAaHUCM, ITPUBCIACHHBIM B PpACIIOPAAUTCIIBHOM JOKYMCHTC O HAa3HAYCHHUU HA JOJDKHOCTD.

CnpaBouHble JaHHbIE 00 00pa30BaTeJbHOI OPraHU3alMu.

CrnpaBo4HbIe JTaHHBIE 00 OpraHHM3alMy YKa3bIBAIOTCS B OJAHKaX MHCEM W BKIIOYAIOT:
anpec, Homep TenedoHa, Gakc, aapec AIEKTPOHHOU IMOUTHI, ceTeBoi ampec, a Taxke OKIIO,
OI'PH, MHH wu KIIII opranusamuu.

HaumeHoBaHUe BUIA TOKYMEHTA.

HaumenoBanue BuAa JOKYMEHTa, COCTABJICHHOTO OpraHu3alMeil, IOJKHO OBITh
OTIPENICTICHO YCTaBOM (TIOJIOKEHHEM) W JIOJDKHO COOTBETCTBOBAaTh HAUMEHOBAHHSIM BHUJIOB
TOKyMeHTOB, mpenycMmoTrpeHHbiM OKVY/I: akT, crpaBka, 3amucka, CBOJIKA, OT3bIB, MPOTOKOJI,
CIIUCOK, W3BEIIEHWE U [p. PacnopsauTenbHble JOKYMEHTBl OpraHu3allid M3alTCA  CO
CHEAYIOUIMMH HAa3BaHUSIMU: MPUKA3, PACTIOPSKEHUE.

HaumeHnoBanue Buaa M pa3HOBUIHOCTH JOKYMEHTA HE YKA3bIBAETCS B MUChbMaXx.

HaumenoBanue BuJa JOKyMEHTa Ie€4aTaeTcsl NPOMUCHBIMU OYKBaMU TMOTYKHPHBIM
upudrom.

Jara noxkymenra.

Jlata noKyMeHTa COOTBETCTBYET JlaTe MOANMCAHUs (YTBEP)KICHHS) TOKYMEHTa WK J1aTe
COOBITHSI, 3aQUKCUPOBAHHOTO B IOKYMEHTE:
apabckumu mudpamu, pazneineHHsIME Toukoit: 05.06.2021; croBecHO-1MGPOBBIM criocoOom: 5
nroHs 2021 r.

B Tekcrax MOKYMEHTOB, COJEpKAIIMX CCHUIKM Ha HOPMATHBHBIC MPAaBOBbIE aKThI, U
JOKYMEHTOB, COJEpKalllUX CBeIeHUs (UHAHCOBOTO XapakTepa, NIPHUMEHSETCS CJIOBECHO
nudpoBoit cocod ykazaHus gaT 06e3 MpOCTaBICHUS HYJS B 0003HAYCHUH JTHS MeCsIla, eClu OH
coaepxuT onuy mudpy: 3 anpens 2021 ronqa.

Pa3peraercst mpuMeHATH CIOBO «TO» B COKPAILIEHHOM BapHAHTE «I»: 1
ntoHs 2021 r.

I'pud orpannyeHusi 10CTyNna K JOKYMEHTY.

[IpocTaBnsieTcss B NpaBOM BEpXHEM YINIy TEPBOTO JINCTA JOKyMEHTa (MpOEKTa
JIOKYMEHTA, COMMPOBOIUTEIBLHOTO MIUChMa K JIOKYMEHTY) Ha TPaHUIIe BEPXHETO IMOJIS MPY HATUYUHN
B IOKyMEHTE HH(POPMAITUH, TOCTYI K KOTOPO OTPaHUYCH B COOTBETCTBHH C 3aKOHOIATEILCTBOM
Poccuiickoit @eneparnuu. B cocTaB pekBU3WUTa BKIKOYAETCS OTPAHUYUTENIBHAS HAJMNUCh: « /(s
ci1y’ke0HOTO Noap30BaHus, «Kondunenuuanbuo», «llepconanpHbie JaHHBICY WUIIH JIP.

IIpumep -

ITepconanbHbIE TaHHBbIE
pPadOTHUKOB
k3. Ne 1
MyHnununajibHoe 0101keTHOEe 001meo0pa3oBaTeabHoe yupe:xkaenne «Ikona Ne 1»
(MBOY Hllkoaa Ne 1)
LenTp 1ONMOTHUTEIBHOr0 00Pa30BaAHMS
ITPUKA3
Bce Bunpl rpudoB orpaHUUeHHs JOCTyNa K JOKYMEHTaM 3aKpeIUISIOTCS B JIOKATbHBIX
aKkTax o0pa3oBaTeIbHON OpraHU3aIIHH.

PerucrpanuoHHbIi HOMEP NOKYMEHTA.

Perucrpaunonnslii Homep — uudpoBoe HIM OyKBEHHO-IM(PpoBOe 0O0O3HAYECHHUE,
[IPUCBAUBAEMOE JJOKYMEHTY IIPU €r0 PErUCTpaLluu.

Perucrpanus qoOKyMeHTa POBOJUTCS IIOCIIE €r0 MOAIUCAHUS UIN YTBEPKICHHUSL.

Jlnsi BHYTPEHHUX JOKYMEHTOB — IIPHUKA30B, IIPOTOKOJIOB — JTO IOPSAKOBBIM HOMEpP B



npenenax KaJeHJAapHOTO roja/ y4yeOHOro roja MO KakJIOMY BHAY WIH Pa3HOBHIHOCTH
AOKYMCHTOB. B IMpruKasax peFHCTpaHHOHHBIﬁ HOMCP MOKET JOIOJHATLCSA 6YKBGHHBIM HHACKCOM,
0003HAYAIOMKUM PA3HOBUIHOCTH.

JInst ucxoosAmux JOKyMEHTOB PETUCTPALlUOHHBIA HOMEP COCTOUT HU3:

1) mopsAKOBOTO HOMEpa B IpeesiaXx MacCuBa OTIIPABIISIEMON KOPPECTIOHICHIINN;

2) uHEKCa JieJia B COOTBETCTBUU C HOMEHKIIATYpO# el 00pa3oBaTeIbHOW OpraHu3aliu.

PerucrpannonHblii HOMEp JOKYMEHTAa, COCTAaBICHHOTO COBMECTHO IBYMS H Oolee
opranusanuvsamMu, COCTOUT H3 PETUCTPALMOHHBIX HOMCPOB JOKYMCHTOB Ka)KI[OfI U3 3JTUX
OpraHu3aluii, MPOCTaBIAEMBIX YEPE3 KOCYIO YEPTY B MOPAJKE YKa3aHHUsI ABTOPOB B TIOKYMEHTE.

CcplIKa HA perucTPalMOHHbIN HOMeEP M ATy J0OKYMEHTA.

Ccbulka Ha perucTpalMiOHHBII HOMEp M JaTy JOKYMEHTa BKIIIOYaeT B ceds
perucTpanoHHbI HOMEP U 1aTy JOKYMEHTa, Ha KOTOPBIH 10JIKeH ObITh JaH OTBET.

Ccbulka Ha HOMEp W JaTy JOKYMEHTa HCIHOJIb3yeTcsl NpH OQOPMIIEHHUH IIHCEM,
SIBJIIOIIMXCS] OTBETAMH Ha IMOCTYHUBIIEE MUCHMO (3ampoc, IpockOy u 1ip.). CBeeHNS B PEKBU3UT
MEPEHOCATCS C MOCTYNUBILErO TOKYMEHTA U COOTBETCTBYIOT PETUCTPALIMOHHOMY HOMEpPY U JaTe
MOCTYIHUBIIETO JOKYMEHTA.

OrpanuuurtenbHass OTMETKa JUIsl JAHHOTO PEKBU3UTA IPOCTABJISETCS B JIEBOM YacTH
OnaHKa MUChbMa MO/ PEKBU3UTOM «J1aTa» U «PErMCTPALIMOHHBIM HOMEp TIOKYMEHTa».

Hanuuune nanHOro pexBH3HTa UCKIIOYAaEeT HEOOXOIMMOCTh YIIOMUHAHUS HOMEpa U JaThl
MOCTYIUBIIET0 JOKYMEHTa B TEKCT€ NHUChbMa, 4YTO OCBOOOXKJIAET TEKCT OT CHPaBOYHOMN
nH(pOopMaLnH.

MecTto cocTaB/ieHHsl WM U3aHUS TOKYMEHTA.
Mecto  cocrtaBieHus  (M3gaHMs)  JOKyMEHTa  yKa3blBaeTcs B JIOKYMEHTax,
M3rOTAaBJIMBAEMbIX Ha OJJaHKAaX KOHKPETHBIX BUIOB JJOKYMEHTOB.

Anpecar.

AnpecatamMy JTOKyMEHTa MOTYT OBITb IOpUAMYECKHE JIMLA, HUX CTPYKTYpHBIE
MOApa3/IeJIeHUs U JODKHOCTHBIE JINIA, a Takke GU3NYecKHe JITUIa.

PexBu3ut «agpecat» mpocTaBiseTcs B BepXHEH MpaBOd 4acTu JAOKyMeHTa (Ha OJaHKe C
YTJIOBBIM PACIIOIOKEHUEM PEKBU3UTOB) UJIH CIIpaBa Mo peKBU3UTaMu OsiaHKa (IIpU IpOA0TIHLHOM
Pacroio’KeHUU PeKBU3UTOB Os1aHKa). CTPOKH pPEeKBU3UTA «apecaTy» BBIPABHUBAIOTCSA I10 JIEBOMY
Kparo WIH LIEHTPYIOTCS OTHOCUTENIBHO CAaMOM JJTMHHOU CTPOKH.

Ecnu pokymeHT azapecoBaH IOPHAMYECKOMY JIMIy WIA €ro CTPYKTYpHOMY
Mojpa3fielieHno 0e3 yKa3aHHs JTOJDKHOCTHOTO JIMIA, UX HAUMEHOBAHMSI NPUBOJSATCS B HMeE-
HUTEJIBHOM TaJIeXKe.

ITpumepsl

1. Munncrepcrso odpasoBanus,
HAYKH U MOJIOJEKH
Pecny6siuxku Kpbim

2. MuuucrepcTBo o6pa3oBanmus,
HAYKH 1 MoJsioae:xu Pecy0ukn
Kpbim
ynpasJjieHHe 001ero oopa3oBaHus

IlouroBelii  ajpec  ykas3blBaeTCs  IPU  HANpPaBIEHUU  JIOKYMEHTa  pa30BbIM
KOPPECIIOHIEHTaM.

Ecnu noxymeHT azipecoBaH PyKOBOAMTEJI0 IOPUIMUECKOTO JUIA WIHA €T0 3aMECTUTEIIO,
HAaUMEHOBAaHHUE IOPUAMYECKOrO JIMIAa BXOJUT B COCTaB HAaMMEHOBAHMA AOJDKHOCTH aJpecara,
KOTOPO€ NMPUBOJUTCS B AATEIBHOM MAJEHKE.

IIpumep —

PyxkoBoaurenro denepaibLHOro

ApPXHBHOI'0 AaTr€HTCTBA



damuausa U.0.

Nuaunuansl craBsatesa mociae (GamMHIMM HE3aBUCUMO OT TOTO, KOMY aJIpecOoBaH
JOKYMEHT — OJDKHOCTHOMY JIMILY MITH (DPH3UYECKOMY.

[Ipu agpecoBaHMM NKHCbMa PYKOBOJUTEINIO CTPYKTYPHOIO MOJPA3/IEICHUs] YKa3bIBAETCs B
HMCHHUTCIBHOM MAaACKES HAWMMCHOBAHUC Opraivu3aliyd, HHXCEC - B HOAaTCIbHOM IIAACKC
HAaMMCHOBAHUC JOJDKHOCTH PYKOBOIMUTCIIA, BKIHOYAKOIICEC HAWUMCHOBAHUC CTPYKTYPHOI'O
nojapas/esieHus, GaMuInio, MHULUAIIBL.

[Tpumep-

MunncrepcTBo 00pazoBaHus,

HAyKu H MoJioexu Pecyoiuku Kpbim
HavanbHuky ynpasJieHusi 001ero oopa3oBanusi
®amuausa U.0.

ITepen ¢ammmelt TOMKHOCTHOTO JIMIIA JIOTYCKASTCS YIOTPEOISATh COKpAIICHUE «T-HY»
(rocnioiMHy), €y aipecaT My>KUHHa, UIIH «T-5Ke» (TOCITI0XKE), €ClIU aJpecaT KEeHIIHHA.

[Ipu paccbulke TOKYMEHTa TPYIIE OpPraHW3aIlldii OJHOTO THIIA HWJIH B CTPYKTYPHBIC
MOIpa3/IeIICHUs OJTHOM OpraHu3alliy, aJipecar yKa3bIBaeTcsi 0000IICHHO.

B omHOM OKyMEHTE HEe JOIKHO OBITH O0Jiee YeThIPEX apecaToB.

[Ipu GombIIIEM KOJMYECTBE aAPECATOB COCTABISAETCS CIUCOK (JIUCT, YKa3aTelb) PacChLIKA
JOKYMEHTa, Ha KaXKJIOM JIOKyMEHTE YKa3bIBaeTCsS OJWH aapecaT WM aapecar o(opMIIseTcs
00001IeHHO.

B cocraB pexBu3uTa « Agpecar» MOKET BXOJUTh MOYTOBBINA aApec. DJIEMEHTHI TOYTOBOTO
aZipeca yKa3bIBAIOTCSA B IOCIIEOBATELHOCTH, YCTaHOBIEeHHOW IlpaBuiamu okazaHus yciyr
ITIOYTOBOM CBSI3U.

[Tpumep -
Bceepoccniicknii
HAY4HO-
HCCJIEe0BATEILCKUMI
UHCTUTYT
JAOKYMEHTOBE/IeHUS U
apXUBHOIO JeJia
Ipodcoro3nas y..,
a. 82,
MockBa, 117393
B cnydae ormpaBku JoKyMeHTa (pU3HMYECKOMY JHIYy YKa3bIBAOTCS: (amIlIvs, WHHUIHAIIBI,
MOYTOBBIN azipec: (ylIuiia, HOMEp IoMa U KBapTUPbI, HACENIEHHBIN IMyHKT, paiioH, 001acTh (Kpai,
pecny0irKa), TOYTOBBIA UHACKC).
IIpumep -
®amuiaua U.0.
CapoBas yu., 1. 5, kB. 12,
r. JHCK, JHCKO# 00.1., 301264
[Ipn oTmpaBke mHChbMa MO DJIEKTPOHHOM MOUYTE WM TO (PaKCUMUIBHOW CBsi3u (0e3
JOCBUIKH TI0 TIOYTE) IOYTOBBIN ajipec He yka3biBaeTcs. [Ipu HE0OX0AMMOCTH MOXKET OBITh YKa3aH
ANEKTPOHHBIN ajipec (HoMmep TenedoHna/pakca).
ITpumep -

Bcepoccuniickuii Hay4YHo-
HCCJICJ0BATEIbCKHI HHCTUTYT
AOKYMEHTOBE/ACHUS H
apXHBHOIO J1eJ1a
mail@vniidad.ru



I'pu¢ yrBep:xaeHus 10KyMeHTA.

I'pud yrBEepk)AEHUS NPOCTABISCTCA HA JOKYMEHTE B CIIydyae €ro YTBEp)KICHHS
JOJDKHOCTHBIM ~ JIMIIOM, PpacHOpPSAOUTENbHBIM JOKYMEHTOM (IIPUKAa30M, pacHopsKEHHUEM,
pELIEHUEM).

I'pud yrBepkaeHus pa3MemiaeTcs B MPaBOM BEPXHEM YIJIy MEPBOTO JIHCTA JOKYMEHTA.
CTpoku peKkBH3UTa BBIPABHUBAIOTCS I10 JIEBOMY KpPal0 WM LIEHTPYKOTCS OTHOCHTEJIBHO CaMOM
JUIMHHOW CTPOKH.

[Ipn yTBEpK€HUU NOKYMEHTa JOJKHOCTHBIM JIMIIOM I'pU( YTBEPKIAEHHSI COCTOUT W3
cioBa YTBEPX/IAIO, nHauMmeHoBaHUS JOJDKHOCTH JIMIA, YTBEP)KIAIOIIETO JOKYMEHT, €ro
MOMTUCH, THULIMAJIOB, (PaMUIIMH U TATHI YTBEPIKICHUSI.

[Ipumep -

YTBEPXKJIAIO

Jupextop MBOY COLI Ne 1
Hoanucs N.0. ®amuinus
Jara

[Ipn yTBepXkIAEHUM JOKYMEHTa pPACHOPSAUTENBHBIM JOKYMEHTOM Tpu( yTBEp)KIECHUS
cocrout u3 ciosa YTBEPXJEH (YTBEPXXJEHA, YTBEPX/IEHbBI unu YTBEPXJIEHO),
COTJIACOBAHHOTO C HAMMEHOBAaHWEM BHJA, YTBEPKJIAEMOIO JOKYMEHTAa, HANMEHOBAaHUS
pPacopsiANTENIBHOTO TOKYMEHTA B TBOPUTEIBHOM IAJIEXKE, €r0 AAThl, HOMEPA.

[Tpumepst
1. (ITopsmok) YTBEPXKJAEH
npuxkazom MBOY COLI Nel
5 anpeas: 2021 r. Ne 82
2. (IlpaBuina) YTBEPKJIEHDbI

npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83
3. (TTonoxenue)
YTBEPXIEHO
npukazom MBOY COLI Ne 1
15.06. 2021 r. Ne 83
[Ipu npunsTHH (PacCMOTPEHUH) JOKYMEHTa KOJUIETHAIbHBIM OpraHoM o0pa3oBaTesIbHOM
OpraHu3aliy, pelIeHus KOTOPOTro GUKCUPYIOTCA B IPOTOKOJIE, B TpUde MPUHATO (PACCMOTPEHO)
yKa3bIBaeTCsl HAUMEHOBAHHE OpraHa, pelIeHHeM KOTOPOro MPUHAT JOKYMEHT, JaTra U HOMEp
MPOTOKOJIA (B CKOOKAX).
YTBEPKAAIOIIET0 TOKyMEHTa B TBOPUTEIBHOM IaJIeXKe, ero AaThl, HOMEpa.
ITpumepsl
3. (Mopsmox) NPUHAT
neJaroru4ecKuM coBeTOM
(mpoTtoxoua ot 15.08.2021 Ne 12)
4. (Ilpasuna) NPUHATHI
YpaBisouum cOBeTOM
(mpotoxo. ot 15.06.2021 Ne 8)
3. (ITomoxxenue)
IMPUHATO
o0mmmM codpanuemM padOTHHKOB
o0pa3oBaTe/IbHOI OPraHU3alHuu
(mporoko.a 15.06.2021 r. Ne 83)

3aroJI0BOK K TEKCTY.

3aroloBOK K TEKCTY BKJIIOYAaeT B ceOs KpaTKoe COJEp)KaHUE JIOKYMEHTa, €ro OCHOBHYIO
CMBICTIOBYIO HArpy3Ky. 3arojoBok Qopmymupyercs ¢ mnpeajgorom «O» («O0») U oTBedaeT Ha
BOIIPOC «O YeM?»:



e rmpuka3 (0 ueM?) 0 CO3/JaHUM ATTECTALlMOHHON KOMUCCHUU;

e 1puka3 (0 yemM?) 00 yTBEp)KICHUU IITATHOTO PAaCIHCAHUS;

e THCHMO (0 YeM?) 0 pe0CTaBICHIH HH(DOPMAIIHH.

3aroJ0OBOK COCTaBJISIET UCHOJIHHUTENb JOKYMEHTA. 3arojloBOK K TEKCTy ohopMIsieTcs
I0J1 peKBU3UTaMHU OJIaHKa CJIeBa, OT TPAHMUIIBI JIEBOTO 1MOJIsA. ECITM TEKCT TOKyMEHTAa HE MPEBBIIIAET
YeThIPEX-TISTH CTPOK WK oopMileH Ha OiaHKke Gopmara AS, 3aroJIoBOK MOXXHO HE YKa3bIBATh.

3aroyloBOK JOKYMEHTa 3allUCBIBACTCS TPU €ro PErucTpallid B COOTBETCTBYIOIIHE

perucTpanroHnbsie (JOpPMbL: KapTOUKYy, 0a3y JaHHBIX.

Tekcr oKyMeHTA.

TekcT NOKyMEHTa COCTaBISETCS HAa PYCCKOM SI3bIKE KaK TIOCYJapCTBEHHOM SI3BIKE
Poccniickoit ®enepanuu. TekcT ITOKYMEHTa H3J1araercs PYCCKHM JIMTEPATYPHBIM S3BIKOM C
Y4€TOM OCOOCHHOCTEH O(HUIMATIBHO-IEIOBOTO CTWJISA, BUJA JIOKYMEHTAa M €ro Ha3HauyeHUs B
yrpaBiieH4YecKol aearenbHocTu. ConepikaHue JOKYMEHTa JOJIKHO OBITh H3JI0KEHO KpaTko,
JIOTUYHO, TOYHO U SICHO.

TekcTbl JOKyMEHTOB M3J1araroTCs:

- oT 1-ro nMua eAMHCTBEHHOTO YHcia B JOKyMEHTax (IpHUKa3, paclopsbkeHue W T. 1.)
PYKOBOIUTEINS 00pa30BaTENIbHON OpraHU3aliy, JeUCTBYIOIIEr0 Ha MPUHIUIIAX eJMHOHaYalus, a
TaKKe JOKYMEHTaX, aJpeCOBAaHHBIX PYKOBOJCTBY OpPraHM3alMU: MMPUKA3bIBAIO... IOJTOTOBUTH U
MIPE/ICTaBUTh Ha PACCMOTPEHHE; MPOIIY PACCMOTPETh
BOINPOC 00 YCTAaHOBJIEHUH JIbTOTHBIX TapU(]OB...;

- 3-ro nMIa €IWHCTBEHHOTO YHCIa B JOKYMEHTaX KOJIJIETHaJbHBIX OPraHOB: KOMHUCCHS
pelna...; OpraHu3alus He CYUUTAET BOSMOXKHBIM...;

- 1-ro nuIa MHOXECTBEHHOTO YKCJIa B COBMECTHBIX JOKYMEHTaX: MPOCUM IPEICTaBUTh
JAHHBIE O...; IPEACTaBIIIEM Ha PACCMOTPEHUE U YTBEPKICHHUE. .. ;

- 3-ro 1112 MHOKECTBEHHOTO YKCIia B IPOTOKOJAX: CIIYIIAIH, BBICTYIUIIH, IOCTAHOBUIIH,
PELINITH.

B nokymeHTtax, ycTaHaBIMBAIOIIMX IIpaBa U OOS3aHHOCTU OPraHU3alUH, €€ CTPYKTYPHBIX
nojapas/iesieHni (oJI0KeHUe, MHCTPYKIIMS ), a TAKXKE COAEpKAIIUX ONKMCAHUE, OLIEHKY ()aKTOB UITU
BBIBOJIBI (KT, CIpaBKa), HCHOJb3yeTcs ¢GopMa H3I0KEHHs TEKCTa OT TPEThero Jmia
€IMHCTBEHHOTO WJIM MHOXECTBEHHOTO 4Hcia («OTIEN OCYHIECTBIAET (DYHKIMU», «B COCTaB
00BEAMHEHUS BXOJIATY», KKOMHUCCHSI YCTAaHOBUJIIAY).

B Tekcre nokymeHTa, MOATrOTOBIEHHOTO Ha OCHOBAHWU 3aKOHOJATEIbHBIX, HHBIX
HOPMAaTUBHBIX IPABOBBIX aKTOB, U3JJAHHBIX OpraHaMH BJIACTH U yIIpaBJICHUS, TOKYMEHTOB, paHee
W3JIaHHBIX OPTaHOM BJIACTH — aBTOPOM JJOKYMEHTA, YKa3bIBa€TCAd HAMMEHOBAHUE BH/IA IOKYMEHTA,
HauMEHOBaHKE OpraHa, U3aBIIero JOKYMEHT, JaTa IPUHATUS I YTBEPKICHHS TOKyMEHTa, €T0
PETUCTPAIIOHHBIN HOMED, a TAKXKE 3aroJIOBOK K TEKCTY WJIM HAUMEHOBAaHUE BUIA JOKYMEHTA.
ITpumepsl

«B cootBerctBuM ¢ moctaHoBieHuem IIpaBurtensctBa ot 13.08.1997 No 1009 «O6
yTBepxkaeHuu [IpaBuil MOArOTOBKM HOPMATHUBHBIX MPAaBOBBIX aKTOB (pelepaabHBIX OPraHoB
WCIIOJTHUTENBHON BJIACTU U UX TOCYJAPCTBEHHOM PETUCTPALIIN;

«B coorBerctBun ¢ llosokeHMEM O TIOCTOSIHHO  JCMCTBYIOLIEW  OKCIEPTHOU
KOMMCCHUH YUPEKIEHUS, OPraHu3alnu, NPEANpUsTUs, YTBEPKICHHbIM IpukazoM PocapxuBa ot
19.01.1995 Ne 2...».

Ecnu TekcT comepKUT HECKOJBKO MOPYYEHUM, PEIIeHU, BBIBOJIOB, B TEKCTE BBIAEISIOTCS
pazzensbl, MOAPa3Aeiibl, MyHKTHI, MOAITYHKTHI.

B TekcT mokymeHTa MOTYT BKIIIOUYaThCsl (pparMeHThl, 0pOopMIIEHHBIE B BHUJIE TAOIUIIBI WIH
AHKETBHI.

CTpaHHIIBI TEKCTa HYMEPYIOTCS apaOCKUMU I(PpaMu MOCEPEANHE BEPXHETO MOJIS.

B nuceMax ucmosib3yroT cienyomuye GopMbl U3JI0KEHUS:

e OT MEpPBOTO JMI[Aa MHOXECTBEHHOTO 4YHCIa («IIPOCUM HAMpPaBUTH», «HAMPABISEM Ha

paccMoTpeHue»);

e TIEPBOTO JIMIIA UHCTBEHHOTO YHCIA («CUUTAI0 HEOOXOIUMBIMY, CIIPOIITY BBIICITHUTEY);



e TPEThEro Jinua eauHcTBEHHOro unciaa («OO He Bo3zpakaeT», «O0O cuuTaeT BOZMOKHBIM»).

OTMeTKa 0 IPUIIOKEHUH.

OTMmeTKa O MPWIOKEHUU COJIEP>KUT CBEIEHUS O JOKYMEHTE (JOKYMEHTAX), PUIaraéMoM K
OCHOBHOMY JIOKYMEHTY (B COITPOBOIUTEIBHBIX MUCbMaX, IPETEH3UAX, aKTaX, CIIPaBKax U IPYTUx
MH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTAX) MM O TOM, YTO JTOKYMEHT SIBJISIETCS] IPUJIOKEHHEM
K OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaX - MPHJIOKEHUSIX K PACHOPSAUTEILHBIM JIOKYMEHTaM,
MIOJIOKEHHSIM, TIPABUJIaM, HHCTPYKIHSAM, JOTOBOpaM, IUIaHAM, OTYETaM U JIp. JOKYMEHTaM).

B compoBoaMTENBHBIX THCBMax H APYrUX HWHPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKa O TPUIOKEHUU OQOPMIISIETCS IMOJ TEKCTOM OT TPAHHIIBI JEBOTO MOJS CIEIYIOIINM
obpa3zom:

- €CIIU MPUJIOKEHHE Ha3BaHO B TEKCTE:
[Ipunoxenue: Ha 2 1. B 1 3K3.;
- €CIM NPUJIOKEHHE HE HA3BaHO B TEKCT€ WJIM €CIU HPUJIOKEHUH HECKOJBKO, YKa3bIBalOT
Ha3BaHUS TOKYMEHTOB-TIPUIIOKEHHUH, KOJIMIECTBO JINCTOB M AK3EMIUISIPOB KaXI0TO MPUIIOKCHUS:
[Tpunoxenue: 1. [Nonoxxenue (HazBanue) Ha 5 1. B 1 9K3.
2. CnpaBka 0 KaJIpOBOM cOCTaBe Ha 2 JI. B 1 3K3.;

- €CITU MPUJIOKEHUEM SBJIIETCS 000COOIEHHBIN AIEKTPOHHBIA HOCUTENH (KOMITAKT- JIUCK,

usb-¢uieni-HakomUTeNb U Ap. ):

- Ilpunoxenne:
CD B 1 3k3.

- eCJIM NMpUIoKeHHue (MPUI0KEHHs) COPOITIOPOBAHBI:
[Tpunoxenue:
oTuet o0 padote PUII B 2 7k3.
B pacrniopsauTenbHbIX JOKyMEHTaX (MpUKa3ax, paclopsHKEHUSX), T0TOBOPAX, MOI0KEHHUX,
MpaBWJIaX, WHCTPYKIUSAX U JPYrUX JOKYMEHTaX OTMETKa O MpPUJIOKEHUH odopMiIsieTcs
CJIeIYIONTUM 00pa3oM:

- B TEKCTe JOKYMEHTa IpH MEPBOM YIIOMUHAHUU JTOKYMEHTA-TIPUIIOKEHHUS B CKOOKax
yKa3bpIBaeTcs: ... (OpUJIOKEeHWEe) WM ... (mpujiokeHue 1); mepes HOMEpPOM MPUIIOKEHHS
JIOTIYCKAaeTCsl CTABUTh 3HAK HOMepa: ... (mpuioxxenue Ne 2);

- Ha [IEpBOM JIMCTE JJOKYMEHTA-IIPUJIOKEHUS B IPABOM BEPXHEM YIIIy YKa3bIBACTCS:

Hpunioxenune Ne 2
Kk npukazy MbOY COII Ne 1
ot 15.08.2021 Ne 112.

CTpokH peKBU3HTA BBIPABHUBAIOTCA M0 JIEBOMY KparO UM LEHTPUPYIOTCA OTHOCUTEIBHO
CaMOM JITMHHOM CTPOKH.

Ecnun npunoxeHuem K pacnopsauTebHOMY JOKYMEHTY SIBII€TCSI HOPMATHUBHBIN
MPaBOBOM aKT WJIM MHOM TOKYMEHT, YTBEPKJIaeMblii JaHHBIM PACHOPSAUTEIbHBIM JTOKYMEHTOM,
Ha TEPBOM JIUCTE MPHUIIOKEHHS MPOCTABIAETCS OTMETKa O MpPHJIOKEHUU (0e3 CChUJIKM Ha
paclopsAOUTENbHBIM JOKYMEHT) W Tpud YTBEpKICHHS, B KOTOPOM YKa3bIBAIOTCS JaHHbBIC
pacnopsiANTENILHOTO JOKYMEHTA, KOTOPBIM YTBEPKIACH TOKYMEHT- PUJIOKEHUE.

ITpumep -

ITpnioxenune 1
YTBEPX/JIAEHO npukas
MBOY COHLI Ne 1 ot
18.05.2021 Ne 67

I'pu¢ cornacoBanus A0KyMeHTA.

IIpoekTbl MOArOTOBIEHHBIX JOKYMEHTOB II€pel IMOANMCAHUEM B psAIE CIydacB
COTJIACOBBIBAIOTCS C 3aMHTEPECOBAHHBIMU YUYPEKICHUAMH, CTPYKTYPHBIMU IIOJPA3ACIICHUIMU,
OTZAEIBHBIMU JOJDKHOCTHBIMU JTULAMHU.

I'pud cormacoBanusi B 3aBUCUMOCTH OT BHa JOKYMEHTa U 0COOEHHOCTEH ero ohopmiieHus
MOXET MPOCTABIATHC:
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- Ha [IepBOM JIUCTE JOKYMEHTA (€CJIU JOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJIBHOM
JUCTE) B JICBOM BEpXHEM YIIy Ha ypoBHE rpuca yTBEpKICHUS WIH I0J HAUMEHOBAHHEM
JOKyMEHTa OJMKe K HIDKHEMY TTOJTIO);

- Ha MOCJEIHEM JINCTE JOKYMEHTA [0l TEKCTOM;

- Ha JIMCTE COIJIaCOBAaHMSI, ABJISIOIIEMCS] HEOTHEMIIEMOI YacCThIO JOKYMEHTA.

I'pud cormacoBanus nokymenrta coctout u3 cinosa COI'JTACOBAHO, nomkHOCTH JHLIa, C
KOTOpbIM  COIJVIacCOBaH  JIOKYMEHT  (BKJIOYas  HAaMMEHOBAaHME  OpraHu3alliu),  €ro
COOCTBEHHOPYYHOH TMOJNHUCH, PACHIH(PPOBKH TMOANMHCH (MHAIUAIOB, (aMHUIMU) € JIAThI
COTJIaCOBAHUSI.

[Ipumep -

COI''TACOBAHO

JupekTop (Ha3BaHWE OpraHU3aLUH )
(moamucek) N.0. Gamumnus

Hara

Ecnu cornacoBaHue ocCylecTBISETCS KOJUIETHAIbHBIM OpraHoM, B Tpude cOorjacoBaHUs
YKa3bIBalOT CBEJCHMSI 00 OpraHe, COrjacoBaBIIEM JOKYMEHT, JaT€ W HOMEpe IMpOTOKOJa, B
KOTOpOoM 3a(UKCHPOBAHO pelIeHHe O coryiacoBaHuu. Ecim corjacoBaHue OCYyIIECTBIISIETCS
MMCHbMOM, YKa3bIBAIOT BUJI IOKyMEHTA, OPraHU3alMIo - aBTOPA IOKYMEHTA, 1aTy U HOMEpP MHUChMa.
[Ipumepsrr
1 COTJIACOBAHO
Ynpasisilonum coOBeTOM
MBOY COHLI Nel
(mpoTtoko.a ot Ne__ )

2 COIJIACOBAHO
nucbmom Pocapxusa
oT Ne

Bu3sa corsiacoBaHusi J0KyMeHTA.

Bu3bl coracoBaHusi TOKYMEHTa — PEKBU3UT JIOKYMEHTA, YKA3bIBAIOIIUI Ha COTJIACHE WU
HECOIJIacue JOJDKHOCTHOTO JIMIla 00pa3oBaTeNbHOW OpraHW3aldd C COJCPKAHUEM IPOEKTa
JOKYMEHTa (J1ajiee — BU3a).

[Tpumep
3aMecTuTeNb TUPEKTOpa 10 BOCIIUTATEIbHON paboTe
JInyHasg noanuch HN.U. sanoBa
10.10.2023

OdopmiieHHass TakuMm oOpa3oM BHM3a O3HAyaeT CoOIJIACHME€ JOJDKHOCTHOIO JIMLA C
CoJIepKaHUEM JIOKYMEHTa.
[Tpu Hanuuuu 3amMedaHuil Mo JOKYMEHTY BU3Y 0(OPMIISIIOT CIEIYIOIIMM 00pa3oM:

3amMedaHus IpUIararTcs
3aMecTuTeNb TUPEKTOpa M0 BOCIIUTATEIBHON paboTe
JIngHasg noamnuch H.W. UBanoBa

10.10.2023

I[OKYMGHT BU3UPYCTCA HUCIIOJITHUTEIIEM )51 3aNHTCPCCOBAHHBIMU B HAOKYMCHTC
AOJKHOCTHBIMU JIMITaMHU, PYKOBOJUTCIICEM 06pa3OBaTeJ'ILHOI71 OopraHu3anuu.

3aMeuaHus JOJIDKHBI OBITh MNpEaACTaBJICHBI HA OTACJIBHOM JIMCTC, KOTOpLIfI oAU ChIBAKOT,
AATUPYIOT U IIpWJIaratoT K JOKYMCHTY.
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B noxyMeHTax, IOUIMHHUKUA KOTOPBIX XPaHATCSA B OPraHU3AlMM, BU3bl IIPOCTABIISAIOT HA
HOCJIEHEM JIUCTE JOKYMEHTa IOJ IOAINHUCHI0, Ha 00OpOTE MOCIEIHEro JHUCTa IOAIMHHHKA
JOKYMEHTA WJIN Ha JINCTE COIJIaCOBaHUs (BU3UPOBAHUS), IPHIIAraéMOM K JOKYMEHTY.

B ucxomdmux JOKyMEHTax BHU3bl IPOCTAaBIAIOTCS Ha D3K3EMIUIAPAax JOKYMEHTOB,
IIOMELIAEMBIX B JIEJIO0.

Moanucek.
JIOJDKHOCTHBIC JTUIA TOJAINKCHIBAIOT JOKYMEHTBI B IIpeIeiax CBOHMX ITOJJHOMOYHH,
ONpEeNENICHHbIX  YCTaBOM  0011e00pa3oBaTeIbHOM  OpraHu3allid M JIOJDKHOCTHBIMHU

HUHCTPYKLHUSMHU.
[Toanuch COCTOMT M3 HAUMEHOBAHUSI JIOJDKHOCTH JIMLIA, KOTOPOE MOJANUCHIBAET JTOKYMEHT

(momHOrO — eciu JOKYMEHT HareyaTaH He Ha OJjaHKe, COKpAalleHHOTO — Ha JIOKyMEHTE,

Hare4yaTaHHOM Ha OJjaHKe), ero COOCTBEHHOPYYHOW MOAINUCH, UHUIHAJIOB (MHULIMAT UMEHH),

bamunuu.

[Ipumepsr

He Ha OJaHKe:

Jupextop MBOY COLI Ne 888 JInyHas moanuch N.0. ®Pamuans

Ha 0J1aHKe

Jdupexrop JInunas nmoamucey N.0. ®amuaus

ITpu opopmiennn fokyMeHTa Ha OJIaHKE IOJKHOCTHOTIO JIMIA JIOJDKHOCTB 3TOTO JIUIA B
MOATNKCH HE YKa3bIBAETCS.

IIpumep JInunas nmoamucey N.0. ®amunaus

B JOKYMCHTaX, COCTaBJICHHBIX KOMHCCHeﬁ, B IIOJIIMCH YKA3bIBACTCA CTATyC JIUlla B
COCTaB€ KOMHCCHU.

[Tpumep -

IIpencenaresb KOMHCCHU IMoanuck N.0. ®amwius

Haensr komuccHu IMopgnucoh HN.0. ®amuiaus
IMopgnuceh HN.0. ®amuiaus
IMopgnucoh HN.0. ®amuiaus

B ciydae oTcyTCTBUS pyKOBOJUTEIS IPHUKA30M OTIPEIEIISICTCS JIUIO, UCTIOTHSIOIIEE ero
0053aHHOCTH, a TaK)Ke YIMOJHOMOYECHHOE TOJIHUCHIBATh JIOKYMEHTBI, HpPU 3TOM IOJIHUCH
odopmisieTcss ¢ yKazaHHEM CTaTyca JOJDKHOCTHOTO JIMIIA B COOTBETCTBHHM C IPHUKA30M
(pacriopspkeHUEM ).

IIpumep -

H.o. nmpekTopa IMoanucek N.0. ®amuans
HJIN:

HUcnonnsirommii 00s13aHHOCTH TUPEKTOPA IHognmuer MN.O.
damniana

HpI/I MNOATIMCAHUN NOKYMCHTA JIMIIOM, HMCIOIIUM IIPpaBO IMOAIHMUCHU B ClIIydaC BPCMCHHOI'O
OTCYTCTBHUA PYKOBOIAUTCIISA, HCIIPABJICHHA B HAWUMCHOBAHUC JOJDKHOCTH U paCH_II/I(I)pOBKy
(l)aMI/IJ'II/II/I YK€ IOATOTOBJICHHOI'O U COTJIACOBAHHOT'O ITPOCKTA JOKYMCEHTA BHOCATCA OT PYKH HUIIN
C UCIIOJIb30BAHUCM COOTBCTCTBYIOINX HITAMIIOB.

He JAOITYCKACTCA CTaBUTb KOCYIO UCPTY, HAANHNCH «3a» NCPEA HAUMCHOBAHUEM JOJIKHOCTU
Jina B MOATINCH, €CIIU JOKYMCHT IMOAINUCBIBACT NMHOC NJOJIZKHOCTHOC JIUIIO.

JIeKTPOHHASA MOANUCH.
OtmeTka 00 DJEKTPOHHOW MOIMKMCH WCIOJNB3YeTCs MPU BU3YAIHU3AIMH AIIEKTPOHHOTO
JOKYMEHTA, TIOIICAHHOTO YIEKTPOHHOM MOMKCHIO, ¢ COOMI0AeHHEeM TpeOOBaHMI:
a) MECTO pa3MEIIeHUs OTMETKH OO AJIEKTPOHHON MOMMUCH JOJKHBI COOTBETCTBOBATH
MECTy pa3MeIlleHUss COOCTBEHHOPYYHOU TOJNUCH B AHAJIIOTUYHOM JOKYMEHTEe Ha OyMa)KHOM
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HOCUTEIIC;

0) 2JeMEHTBI OTMETKH 00 DJIEKTPOHHOW TMOIMHWCH JOJKHBI OBITh BUJAMMBIMU H
YUTAEMBIMU TIPU OTOOPAKCHUH JOKYMEHTA B HATYPAJILHOM pa3Mepe;

B) JJIEMEHTHI OTMETKH 00 DIIGKTPOHHOW MOJMUCHA HE JOJDKHBI TEPEKPHIBATHCS WIIH
HaKJIa/IbIBATHCS APYT HA JIPYTa;

T') 3JEMCHTHI OTMETKH 00 AJICKTPOHHOW MOAIMMUCH HE JOJIKHBI MEPEKPHIBATH JIEMEHTHI
TEKCTa JOKYMEHTa U JIpyrue OTMETKHU 00 3JIE€KTPOHHOM 10 AUUCH (IIpU HAJIUYUK).

OtmeTka 00 DIEKTPOHHOW TOMNUCH W BKIOYaeT ¢pasy «JlokyMeHT moanucaH
AJIEKTPOHHOMU TOJIUCHIO», HOMEP CepTH(HKATA KITH0Ya MICKTPOHHOU MOINMHUCH, (aMIIIHIO, UMS,
OTYECTBO BIIaJIeIIblIa cepTU(UKATa, CPOK JCHCTBHS CepTH(HUKATA KITFOYa MICKTPOHHON TIOIITUCH.

[Ipumep
JlupexTop JOKYMEHT NOAINNCAH
. A.b. UBanoB

IJIEKTPOHHOU NOAINUCBHIO

Cepruduxar lalllaaalllllllIII
Baanenen UBanos Anekceit bopucosnu
HeilicrBuTenen ¢ 01.01.2017 mo 01.01.2022

IMeuarts.

OTTHCK IIeUaTH 3aBEPACT MOJJIMHHOCTH IMOAINMMCHU AOJIPKHOCTHOT'O JIMI[a Ha AOKYMCHTAax,
YIOCTOBEPSIOIINX MpaBa JIML, PUKCUPYIOMMX (DaKThl, CBsI3aHHbIE C (PMHAHCOBBIMU CPEJICTBAMU,
a TaKKC Ha JOKYMCHTAaX, MPEAOCTABIACMBIX 3a IMPEACIIbI OpraHru3aliv U MpeayCcCMaTpruBarOmux
3aBepeHue MOJJUHHOCTU NOJINUCH. BHYTpeHHHE JOKyMEHTHI (IIpHUKa3bl, MPOTOKOJBI U T.I.)
MeYaThIO HE 3aBEPSIOTCS.

[ledaTs mpocTaBIIETCS, HE 3aXBaThiBass COOCTBEHHOPYYHOH MOJIKMCH JIUIIA, ITOANMCABIIETO
JTOKYMEHT, WJIK B MecTe, 0003HaueHHOM «MII» («MecTto nmeuatny).

OTMeTKa 00 HCIIOJTHHUTEJIE.
OTtMeTka 00 HCIIOTHUTENE BKJIIOYAeT B ce0s (aMUINIO, MM, OTYECTBO HMCIIOTHUTEIS
JIOKyMEHTa, HOMED ero TenedoHa.

OrMeTka 00 HCIOJNHHTENIE MOXKET JOIOJHATHCS HAMMEHOBAaHHEM JOJDKHOCTH,
CTPYKTYPHOTO TIOIPa3/ICICHUS U MJICKTPOHHBIM aJJPECOM HUCIIOTHUTEIIS.

OtMerka 00 wucnosHUTeNae OGOPMIIIETCS Ha JIUIEBOH CTOPOHE TMOCIEAHETro JIMCTa
JOKYMEHTA OT IPAHMIIBI JICBOTO MOJISI UJIH, TTPH OTCYTCTBUU MECTa, - Ha 000POTHOM CTOPOHE BHU3Y
cicBa.

IIpumep -

3a6eaun UBan AHjpeeBudy,

KoHnTpoJbHOe ynpaB/ieHue, BeAyIIUil CIIeuAJINCT,

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

OtmeTKa 00 UCTIOTHHUTENE MOXKET O(POPMIIATHCS KaK HUKHUN KOJIOHTUTYIN U Me4aTaTbCs
mpudTOM MEHBIIIETO pa3Mmepa.

OtMmeTKka 0 3aBepeHMH KOIMH.

O0pasoBarenbHas OpraHu3alMs MOXKET 3aBEPSTh KOIMU TOJIBKO TeX T0KyMEHTOB, KOTOpPbIE
CO3/IAI0TCs B HEM, a TakKe B ClIydasiX, IPeAyCMOTPEHHBIX B a03alie BTOPOM HACTOSIIIEro MyHKTA.
Konust nokyMmMeHTa H3roTaBIMBAaeTCs M BBIJAETCS TOJBKO C pPa3pelieHus] PYKOBOJIUTENS
OpraHu3alluM, €ro 3aMeCTUTENECH NN PYKOBOJUTENS CTPYKTYPHOTO HOpa3IeIeHHS.

B cnydae moAroToBKM JOKYMEHTOB JJIsl IPEOCTaBICHH CyA€OHBIM OpraHaM, IpU peleHUH
BOIPOCOB 10 MPUHSATHIO JIUII Ha paboTy, o0ydeHue, yA0CTOBEPEHUS UX TPYIOBBIX U JIPYTUX MpaB
BO B3aMMOOTHOIICHUAX C YUPEKICHUEM, a TAKKe MPH (POPMHUPOBAHUY JIMYHBIX JIe]T paOOTHUKOB
oOmieoOpa3oBarenbHas OpraHMU3alUsl MOXKET HW3rOTaBJIMBATh KOMHMHM JIOKYMEHTOB, BbIJIAHHBIX
JIPYTUMH YUPEXKACHUSMH (KO JOKYMEHTOB 00 00pa30BaHUM U Jp.).

IIpu BBIJAYe KOMMM JOKYMEHT BOCIPOU3BOAMTCS MOJHOCTHIO (OJaHK 00pa3oBaTebHON
OpraHu3aium, HoMep, JaTta, CoEpKaHHue U T. II.).



13

B mpaBom BepxHeM yrury xonuu numercs cnoBo «Komus». IIpu Bblgade KOMM ¢ KOIIMHU
cnenyet nucath «Konus ¢ xonumy.

Ecnun xomms Juisi BHYTPEHHErO IIOJIb30BAaHUs, TO JJI1 3aBEPEHUs HWXKE PEKBU3UTA
«Iloanues» TpOCTABIISIOT 3aBEPUTEIIBHYIO HAIIUCH: «BepHO»; NOJKHOCTD JIMLA, 3aBEPSIOLIETO
KOIHIO; TUYHYIO MOAINKUCH; paciIu(ppOBKY MOANUCH (MHULIUANBL, (PaMHIIIUIO); ATy 3aBEPEHHUSL.

[Ipumep -

Bepno
Cexperaps/CnenuajmucT mo Kajapam
JInynas noanuch B.B. UBanoBa

10.10.2023

Ecnu xomus BbImaeTcst Ui TIPEACTaBICHHS B JAPYTYIO OpPraHU3alyio, TO OTMETKa O
3aBEpPEHUU KOIMHU JIOTIOJIHSETCS HAJMUChI0 O MECTe XpaHEHUsl JIOKYMEHTa, C KOTOpOro OblLia
M3TOTOBJICHA KOTIUS, ¥ 3aBEPSAETCS MEUaThIO OPraHU3aIlUU.

[Tpumep -
[Monnuunank nokymenta Haxoautcs B MBOY Ilkona Ne 3 B nene Ne 12-x 3a 2022 rog.
JIy1st mpocTaBiIeHUs OTMETKH O 3aBEPEHUM KOTIMH MOYKET MCTIOJIb30BaThCS IITaMII.

OTMeTKa 0 MOCTYNJIEHUH TOKYMEHTA.

OTMeTKa O TOCTYIUICHMH JOKYMEHTa CIY)KHUT JUIsl TIOATBEPXKICHUS (PaKTa MOCTYIICHUS
JOKYMEHTa B OPTraHM3allMI0 M BKIIOYAET JATy MOCTYIJICHUS W BXOJSALIUN PETrHUCTPallMOHHBII
HOMep JoKkyMeHTa. [Ipu HE0OXOAMMOCTHM OTMETKa O TMOCTYIUIEHUHM MOXET JIOTIOJIHSTHCS
yKa3aHHEM BpEMEHH MOCTYIUJICHHS B 4acaX U MUHYTaX U crocoda I0CTaBKHU JIOKYMEHTA.

OTMeTKa 0 MOCTYIJIEHUH TIOKYMEHTA MOYKET MPOCTABIATHCS C MOMOLIBIO IITaMIIA.

Pe3oaronusi.

Pesoutrorust conepkUT ykazaHue Mo MCIIOTHEHHIO JTIOKyMeHTa. Peszomtonust odopmiisercs Ha
CBOOOJIHOM MecTe pabodero IMojs JOKyMEHTa, Ha OJaHKe pE30JIIOIUU WM BHOCHUTCS
HETIOCPEACTBEHHO B CHCTEMY JICKTPOHHOTO IOKYMEHTO000pOTA.

Pesourorus BKimrovaeT: haMuITNio, MHALMAIIBI HCTIOJHUTENS (MCIIOHUTENIEH ), MOpyYEHUE 110
JOKYMEHTY, TP HEOOXOUMOCTH - CPOK MCIIOJTHEHUS, TIOIIUCH JIMIIA, BBIHECIIETO PE30JIIOIIHIO,
JIaTy PE30JTIOLHH.

Pesouronusi, kak npaBuio, MUIIETCS OT PYKA PYKOBOJUTENIEM Ha MOJJIMHHUKE TOKyMEHTa
Ha ¢cBOOOJHOM OT TEKCTa MECTE.

IIpumep -

damuana U.0.

IIpomy nmoaroroBuTsh npemioxenus k 10.11.2021.
IHoanucek
JlaTa

OtmeTKka 0 KOHTpOJIE.

OTmeTKka O KOHTpOJIE CBHJETEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
IIPOCTABIISAETCS IITAMIIOM WJIM IPOU3BOAMUTCA 3amuch OT pyku «KOHTpoib» Ha BEpXHEM IOJIE
JOKYMEHTA.

KoHTposto noanexar Bce 3aperucTpupoBaHHbIe TOKYMEHTHI, TPEOYIOIINe HCIIOTHEHUS.

Cpoku HCHONHEHHS JOKYMEHTa YCTaHAaBJIMBAKOTCS B COOTBETCTBUM CO CpPOKaMH,
0003HauYEHHBIMH 3aKOHOJIATEILCTBOM, OpraHM3allel, HalpaBUBIIEH MOPyYEHHUE WU MPOCHOY,
pacropsIUTEIbHBIM JOKYMEHTOM MM pe30oJionuell  pykoBoAuTeNns  oOpa3oBaTelbHOU
OpraHM3aIiHy.

Cpoxk npoctasinsieTcs B (hopMe J1aThl 3aBEPIICHUST UCTIOTHEHHSL.
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OTMeTKa 0 HATIPABJIEHUH JOKYMEHTA B JIeJIO.

OTMeTKa 0 HAMPaBJICHUH JOKYMEHTA B JIEJI0 OMPEIENsieT MECTO XPaHCHHsI IOKYMEHTa MOCIIe
3aBeplIeHUs padOThl C HUM U BKIIIOUYAET: ClioBa «B 1enoy», HHAeKC Jiena o HOMEHKIAType Ael, B
KOTOpOE TIOMEIIaeTcs JOKYMEHT Ha XpaHEeHHWe, C YKa3aHWeM TroJa, AOJDKHOCTH JIWIIA,
0(OPMUBIIIETO OTMETKY, MOIUCH, JIATHI.

[Ipumep -

B neso Ne 01-18 3a 2020 r.

Cekperapsb

IMoanucek /lata

OTMGTKa O HaIIpaBJICHUU JOKYMCHTA B ACJI0 MOXCET AOMNOJHATHCA KPATKHMMH CBCACHUAMU O
XapaKTepe UCIIOTHCHUS JOKYMEHTA.

4. TpeGoBaHUS K COCTABJIEHHIO HEKOTOPBHIX BH/I0B IOKYMEHTOB.

IIpukas.

[Ipuka3 - mpaBOBOM JIOKAJbHBII HOPMAaTHBHBIA aKT, KOTOPBIM HM3IACTCS E€AMHOJIUYHO
PYKOBOJIUTENIEM 00pa30BaTEIbHON OpPraHu3allid U YAOCTOBEPSIET pPELIEHUS OpraHU3alMOHHO-
pacnopsaAUTENbHOTO XapaKTepa.

[Ipuka3sl H37AIOTCSA TIO0 OCHOBHBIM BOMPOCAaM JCSTEIHHOCTH, aIMHUHHUCTPATHBHO-
XO3SIIICTBEHHBIM BONpPOCAaM W KaJpPOBBIM BoOMpocaM (JIMYHOMY COCTaBy) 0OOpa30BaTeIbHOM
OpraHu3aIy.

[Ipuka3 moanuchIBa€TCsl B COOTBETCTBUU C TpeOOBAHUSIMHU, YKa3aHHBIMU B Pexomenarum.

[locne momnmucanusi mpuka3za MU3MEHEHMs] W/WIM JIOMOJHEHUS B HEro BHOCATCS ITyTEM
W3J1aHUsl HOBOTO MIPHKa3a O BHECEHWU U3MEHEHUH U/UTU JOTIOJTHEHHI.

[Ipuka3, kak mnpaBwio, odopmisieTcs Ha OJlaHKe 00pa3OBaTENbHOW OpraHW3aIlud B
MeYaTHOM BUJIE.

[Ipuka3 umeer cienyromue peKBU3UTHI: HAMMEHOBaHHE 00pa30BaTEIbHON OpraHU3aIuU
COTJIACHO yCTaBy; HauMeHoBaHue Buaa qokymeHnTta (ITPUKA3), nara, Homep, MecTo cocTaBiIeHUS,
3aroJIoBOK K TEKCTY, TEKCT, HAaNUMEHOBAHUE JOJDKHOCTH, MOJMUCH JIOJDKHOCTHOTO JIUIA
(mHUTIMANBI, (haMHITHS), BU3BI COTIIACOBAHUS, 03HAKOMIICHHUSL.

Jlatoii mpukasa (pacrnopsbkeHus) siBIsieTcss Aata ero noamnucanus. [lata odopmisercs
uudpoBBIM CIOCOOOM; HOMEP COCTOMT W3 3Haka «No» M TOPSAIKOBOTO HOMEpa MpHKaza: OT
00.00.0000 Ne 000.

Copep:xaHue MprKa3a KpaTko U3JIaraeTcs B 3arojIOBKE, KOTOPBI HAUMHAETCS C Mpeasora
«O» ¥ cocTaBisieTCsl ¢ MOMOUIBIO OTTJIAroJIbHOTO cyliecTBUTENbHOro («O0 yTBepKAeHuUU...», «O
CO3JIaHUU...») WIH CYIIECTBUTEIBHOTO («O0 UTOTaX...»).

B nmpukasax TekcT uznaraetcsi OT MepBOTO JIMIA €AMHCTBEHHOTO YHcia («IIPUKA3BIBAIOY).

Bo Bpemst 03HaKOMJIEHHS C IPUKA30M YKa3aHHBIMU B HEM JIMIIAMH HA MIEPBOM JK3EMILIIPE
MPHUKa3a MPOCTABJISAIOTCS MOIIUCH C yKa3aHUEM JIaThl 03HAKOMIICHHUS.

Howmepa cTpanull mpoCcTaBiISIOTCS MOCEPEHE BEPXHEro MOJIs JIMCTa HAYWHAasi CO BTOPOTO
JUCTA.

[Ipuka3bl HyMepyIOTCS B MOPSJIKE X W3JIaHUS B Mpeenax KaJIeHJapHOTO ro/ia; MPUKa3bl
M0 OCHOBHOM JIEATENHHOCTH M TIO KaJPOBBIM BOMpOcaM (JINYHOTO COCTaBa) UMEIOT OTAEIHHYIO
MOPSAAKOBYIO HyMEpaLHUIO.

[Ipu Hymepaluu npuKa3zoB AOMYCKAETCs UCMOJIb30BaHUE OTIOTHUTEIHHBIX OYKB.

ITpumep:

K- xaapsi;

JI - INYHBINA COCTAaB;

O- ocHOBHAaA 1€SITEJIbHOCTD;
Y — oGyuarommecs.

[Ipuka3 BCTymaeT B CHIIy C MOMEHTA €ro MOANUCAaHUS PYKOBOJUTENEM 00pa30BaTEIbHOMN
OpraHM3aliM, €CJIM B TEKCTE HE YKA3aHO APYroro Cpoka.

[Tpuka3zsl peructpupyrorcs B Kuure/xypHane peructpanuu Ipuka3oB (npuiodicerue 2).

IMpukaszer  Qopmupyrorcs B Jeno oauH  pa3 B kBapTan.  Kaura/xypHan
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS, CKPEIUIIETCS MOJIUCHI0O PYKOBOJUTENS U MEYATHIO



15

oOpa3oBaTeNbHOM opranu3anun (mpuioxkenue 1). B xonne kanenmgapHoro roga [emno (ne 6oee
250 nucroB) odopmisieTcs B cooTBeTcTBUM ¢ [looxkennem 06 apxuse.

IIpuxa3bl 10 OCHOBHOI 1eATEJIbHOCTH.

Tekct mpuKkaza 1o BOMpPOCaM OCHOBHOW JIESATENHHOCTH 00pa30BaTENbHON OpraHu3aIiu
COCTOHWT M3 JIBYX YacTei - KOHCTaTHpYIolIel (mpeamOyIibl) U pacriopsIuTeIbHOM.

B koHCTaTHpyromen 4acTu OTPa)KaroTCA LEIU U 3aJa4d MPEANHChIBAEMbBIX JEHCTBUU,
IPUYMHBI W3/1aHUs TNpUKa3a, JAeTcsl CChUIKa Ha JOKYMEHT, MOCIYKUBIIWNA OCHOBAHMEM s
MOATOTOBKM IpHKa3a. YKa3aHHas 4acTb MOKET HauMHaThbcsl co cioB «Bo ucnomHenwue...», «C
Lenblo...» MW ToMy monobHoe. Ecinum [0KyMEHT W3JaeTcsi Ha OCHOBaHUM JPYroro
pacnopsaUTENbHOTO JOKYMEHTa, B KOHCTaTUPYIOIIEH YacTU yKa3blBaeTcs Ha3BaHUE BHJA 3TOTO
NOKyMeHTa, ero aBTop (MunucrepctBo, CoBET MUHUCTPOB U Jp.), JaTa, HOMEP U 3arojioBOK.
Touka B KOHIIE KOHCTaTUPYIOIIEH YaCTH HE CTAaBUTCA.

PacnopsinutenbHas yacTh mnpukasa HauumHaeTcs co cioBa [IPUKA3BIBAIO, kotopoe
MeYaTaeTCsi C HOBOM CTPOKH OOJILIITUMU OyKBamMHu 0€3 OTCTYIUIEHUS OT JIEBOTO TOJISI U KaBHIYEK,
IIOCJIE€ YETO CTaBUTCS ABOETOUHE.

PacnopsinutenbHast yacTh JNENMTCS HAa MYHKTHl U TOAIYHKTBI, KOTOpPbIE HYMEpPYIOTCS
apabckumu 1uppaMu. B kaxaoM MyHKTE JOJDKHBI OBITh yKa3aHbl UCHOJHUTENN, KOHKPETHBIE
3aaHus (MOpYYEHHs]) U CPOKH UX BBIMOJHEHHUA. VcrmosHUTENn MOTyT OBITh Ha3BaHBI TaKXKe
00001IEHHO: «PYKOBOJUTENSIM METOINYECKIX O0BEAMHEHUI», «3aMECTUTEIAM AupekTopay. [Ipu
3TOM, KaK MPaBUJIO, HE MPUMEHSETCS HallMCaHne HEKOHKPETHBIX MOPYYEHUH, KOTOPBIE COJIepKaT
(9 (0): «YCKOPHUTBY, «YIY4LIUTHY, «aKTUBHU3UPOBATHY, «00paTUTh ~ BHHUMAaHUE,
«COBEPILEHCTBOBATH, IIPOJIOJDKUTHY U T.II.

OtnenbHBIC 3amaHus (HaNpuUMeEp, 3aJaHus, colaep)Kamue HU(pPOBbIE HaHHBIE) MOTYT
0(pOpMIIATHCS B BUE MPUIIOKEHHS K TPUKA3y CO CCHIJIKON Ha HUX B COOTBETCTBYIOLIUX IMYHKTaX
MpHKa3a u 0QPOPMIISIIOTCS COTIIACHO JaHHBIM PexomMeHaanusMm.

CrpaHuipl NpuKa3a U NPUII0KEHU HYMEPYIOTCS KaK €TMHbIA IOKYMEHT.

Ecnu npuka3zom oTMeHsIETCS TPEAbIAYIINN PACIOPAIUTEIbHBIN JOKYMEHT, B PACIOPAIUTEIbHON
YaCTH YKa3bIBA€TCS IYHKT, KOTOPBIA JTOJDKEH HAuMHATHCS €O cioB: «lIpu3HaTe yTrpaTMBIIMM
CUITY...».

N3menenust, BHOCUMBIE B ITPHKa3, 0(OPMIISIOTCS OTAEIbHBIM MPUKA30M, KOTOPBIH JOKEH
MMETh TaKoM 3arojioBok: «O BHECEHUH U3MEHEHUH U/UIIK JOTIOJHEHUN B IPUKA3 ...» C YKa3aHUEM
JaThl, HOMEpA, 3aroJIOBKa PacHoOpPsIUTEIBHOTO JOKYMEHTA, B KOTOPBI BHOCATCS W3MEHEHUS.
PacnopsiauTensHas 4yacTh NprUKa3a HAYMHAETCA C TAKOTO MyHKTA!

1. BHecTH U3MEHEHHUSI B IPUKA3. ..

Jlanee OTIAEeNbHBIMHU MOAMYHKTAMU (OPMYIUPYIOTCS U3MEHEHHUS B PACIOPSAUTEIbHBIN
JOKYMEHT.

ITpumep -

1) nyHKT 2 U3J105KUTE B CIEAYIOMIEN PEAKIIUM;

2) IYHKT 3 MCKJIIOYHTH;

3) a63au BTOpOIi MyHKTA 4 JOIOJIHHUTH CIOBAMM...

Ecnu u3meHeHHst B pacmiopsIUTENbHBIN JOKYMEHT O0(OPMIIAIOTCS Ha OTAEIHHOM JUCTE
(yucTtax), B IEPBOM MYHKTE PACTIOPSAUTEIHHON YacTH MPHKa3a yKa3bIBACTCSA:

1. BHecTn n3MeHEHHS B...
[Tocnenuuii MyHKT pacHoOpSIUTENBHON YacTU B CiIy4ae HEOOXOAMMOCTH MOXKET COAEpKaTh
pelieHre O BO3JOKEHWH Ha JOJDKHOCTHOE JHUIO0 (PYHKIUH MO KOHTPOJIO 32 HCIOJHEHUEM
MpHUKa3a.

IIpuka3bl 10 KaPOBBIM BONPOCAM.

[Ipuka3sl 1O KaJgpoBBIM BoIpocaMm (JIMUHOMY COCTaBy) OG(OPMIISIIOTCS Kak B
yau¢punupoBanHoii gopme (IlocranoBnenue I'ockomcrara P® ot 05.01.2004 Ne 1 «O6
YTBEP)KJICHUN YHU(PULIUPOBAHHBIX (OPM MEPBUYHON YUETHOU JTOKYMEHTAIMH 10 YYeTy TPpyAa U
€ro OIUIaThI»), TAK U B TEKCTOBOM.
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JlaHHBIH BUJ IPUKa30B 0(POPMIISIETCS B BUAE WHAUBUIYAILHOTO UM CBOJIHOTO.

B unnuBuayansHoM npukase coaepkurcs nHdopmanus o0 o4HOM pabOTHUKE; B CBOJHOM
- 0 HECKOJIBKHMX, HE3aBUCUMO OT TOTO, KaKU€ YIpPaBICHUECKUE PEUICHUS 110 HUM IPUHUMAIOTCS
(mpueM Ha paboTy, HAa3HAYEHWE HA JIOJDKHOCTh, MEPEBOJ] HA JPYTYIO ITOJKHOCTH (paboty),
YBOJIBHEHUE U JIp.).

CopepxaHue MHAMBUYAJIbHOTO IpPHKa3a MO KaJpOBBIM BOIpocaMm (JIMYHOI'O COCTaBa)
KpaTKO H3JIaraeTcsi B 3arojioBKe, KOTOPbIM HaumHaeTcs ¢ mpemiora «O» M COCTaBIsETCS C
IIOMOIIBIO OTIJIAr0JILHOTO CYLECTBUTENBHOTO: «O Ha3HaueHUH...», «O NPUHATHHU...». B CBOIHBIX
MIPUKa3aX MOKET MPUMEHATHCS 0000IEHHBIN 3arooBoK: «O KaJpoBbIX Bompocax», «O TUYHOM
COCTaBe».

B Texcre mnpukasa mo KaapoBbIM BoOIpocaM (JMYHOMY COCTaBy), Kak IpaBuUIIoO,
KOHCTaTUPYIOIllasl 4acTh HE OTMEYaeTCsl.

PacnopsinutenbHass 4YacTh IpUMKa3a HayMHaeTcsd, Kak IpaBWJIoO, C Trjarojia B
Heomnpeaenennoit ¢opme: «lIpunsatey, «Haznauuth», «IlepeBectu», «OOBSBUTHY U TOMY
no100HoE.

Jlanee yka3pIBaroTCsi aMMIINsL, UM, OTYECTBO (IIpU HAJIMYMM) paOOTHUKA, HA KOTOPOTO
pacnpocTpaHsercsl JeiicTBUe IpUKa3a, U TEKCT Mpuka3a. B cBojHOM mpukase (aMuianu JIUI B
npeienax MyHKTOB pa3MeNlatoTcs Mo alndaBuTy.

B npukase o Ha3HaYeHUU WM YBOJIbHEHUH paOOTHUKA yKa3bIBaeTCs MMOJIHAs JaTa (Y4ucio,
Mecsl, roJ1) (aKTHYeCKOro BbIX0/1a pabOTHUKA Ha paboTy (MpeKpalleHus TPYI10BbIX OTHOLICHHI),
pa3Mepsl ero J0IKHOCTHOTO OKJIaa COMIACHO IITATHOMY PaclUCAHHUIO.

B cBogHOM mpHKaze Mo KaJpoBbIM BOIIpOcaM (JINYHOMY COCTaBY) B pacHoOpsAIUTENIbHYIO
4acTh BKIJIIOUaeTCsi MHPOpMaIus, KoTopasi pa3MeIlaeTcs B TAKO! MOCIe10BaTEIbHOCTHU: IPUEM Ha
paboTy, mepeBoI, YBOJIbHEHHE.

B kaxoM myHKTe IpHKas3a MO0 KaJpOBbIM BOIpocaM (JINYHOMY COCTaBY) YKa3bIBaeTCs
OCHOBaHHME OTHOCUTEIBHO €ro u3AaHus (3asBieHHE pabOTHHKA, TPYIOBOH JIOTOBOD
(cornaimienue), TOKIagHas 3alKCKa, MPEACTaBIECHUE, XOJaTaliCTBO, PELIEHHE aTTECTallMOHHON
KOMHCCHH 00111e00pa3oBaTeIbHON OpraHU3alum) 1 T.1.

Pacnopsixxenue.

Pacnopspkenue - pacnopsiiuTEIbHbIN JIOKAIbHBIN HOPMATHUBHBIN MTPABOBOM aKT, KOTOPBIM
U3J1aeTCsl PYKOBOISAIINM PaOOTHUKOM 00pa30BaTeIbHON OpraHu3aliy (Hampumep, 3aMecTUTENeM
PYKOBOJIUTENIS, PYKOBOAUTEIEM CTPYKTYPHOTO MOJpa3AeeH ) 0 BOIIpocaM HH(OPMAIIMOHHO-
METOJUYECKOr0,  aJIMUHUCTPATUBHO-XO3AMCTBEHHOTO M  OPraHM3allMOHHOIO  XapakTepa,
BXOJIALIUM B €r0 KOMIIETEHIIHUIO.

Pacniopspkenuem ohopMItstoTcs BOMPOCHl KPATKOCPOUHOTO OJTHOPA30BOT0 XapakTepa.

PacriopspxeHst COCTaBISIFOTCS] aHATIOTMYHO MpHUKa3aM (B IEYaTHOM BapHUaHTE) MOKHO 0e3
cinoBa «[TPUKA3BIBAIO».

KoHcraTupyromas 4acTb TEKCTa B PACHOPSIKEHHUAX OTIENSIETCS OT PaclopsAUTEIbHON
gyactu cinoBamu: <«IIPEIJIAIAIO», «PEKOMEHIAYIO», «OBA3BIBAKO», «CUUTAIO
HEOBXO/IUMbIM».

Pacniopspkenust  peructpupyrorcs B KHure/>kypHane perucTpaiiy  pacrlopsbKeHUN
(npunosicenue 2). Kuura/>kypHal TPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBAETCS, CKpEIUIsIeTCs
MOAMKUCHI0 PYKOBOJIUTENS U TiedaThio 00pa3oBaTeNbHON oOpraHuszanud. PacrnopsokeHus
dbopmupyrorcs B Jleno oauH pa3 B kBaprai. B koHie kanenmapHoro rona Jlemo (ue 6omee 250
TUCTOB) oopmiisieTcs B cooTBeTcTBUU ¢ [lonoxeHnem 06 apxuse.

IIporoxo.r.

IIponeccsl mpuMeHeHHs YNpaBIeHUYECKHX pelleHuil 00pa30BaTeNbHON OpraHu3anuei u
CaMM PpEIICHUS JOKYMEHTHUPYIOTCS C MOMOIIBIO MPOTOKOJIOB KOH(EpeHLuH, Merarorn4eckux
COBETOB, KOMUCCHUH U TIP.

B npotokonax 3aceiaHui KOJUIETHaIbHBIX U COBEIIATENIBHBIX OPraHOB TEKCT U3J1araeTcs
OT TPEeThero JHIAa EIUHCTBEHHOIO 4YHcia («IeJarorMyeckhii COBET... IOCTAHOBISETY,
«coOpaHue... peuInio).
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[IpoTokou cocTaBisieTcss HAa OCHOBaHUHU 3aIUCEH, CAIIaHHBIX HEMOCPEACTBEHHO BO BpeMs
3aceJaHui, IPEICTABICHHBIX TEKCTOB U TE3UCOB JOKJIAJ0B U BBICTYIIEHUH, CIIPABOK, IIPOEKTOB
peLieHui.

[TpOTOKOI MOKET COCTABIATHCA KaK B PYKOIIMCHOM, TaK U B IEUaTHOH (Gopme.

JlaToii mpoTokoa sABIsSETCS AaTa IpoBeAeHUs 3aceqanus. Ecnu 3aceqanue npoaoikanoch
HECKOJIBKO JTHEH, TO Yepe3 TUPE YKA3bIBAIOTCA IEPBBIN U NIOCIECIHUN JEHb 3aCECIaHus.

Homep mnpoTokona MdOMKEH COOTBETCTBOBATH IOPSIIKOBOMY HOMEpY 3acelaHus.
Hymepanus npoTokosoB BeAeTcs B Ipesienax KaJleHJapHOIO rojia OTAEJIbHO 10 KaKJI0W rpymnmne
IIPOTOKOJIOB 3aC€AAaHUsI COOTBETCTBYIOIIETO KOJUIETHAIIBHOTO OpPraHa.

B pexBuzute «MecTo 3aceiaHug» YKa3bIBa€TCsl Ha3BaHUE HACEJIIEHHOTO ITyHKTA, B KOTOPOM
COCTOSIOCH 3aCElaHue.

3arojoBOK K TEKCTY HPOTOKOJAa JOJDKEH OTOOpakaTh BHJ 3acelaHus (COBEIlaHueE,
cobpanue, KoH(GEpEeHIUS U T.11.) WIH KOJUIETHATBHOM ASSITEIbHOCTH (KOMHUCCHS, COBET, cOOpaHue,
paboyas rpynna u T.I.) ¥ BKJIIOYaTh Ha3BaHUE BUAA JOKYMEHTA.

TexkcT mpoToKosIa COCTOUT U3 BBOJHOM U OCHOBHOM 4aCTEM.

BBonHas dacte coaepkuT mnoctosiHHyo uHpopmanuio (cnoBa IIPEJICEJIATEJID,
CEKPETAPDB, [TPUCYTCTBOBAJIM) u nepemenHyto (pamuiinsg, MHULIHAJIBI MpeaceaaTes,
ceKkperaps M  MNpHUCyTcTByomux). Ilpy HE0oOXOAMMOCTH  yKa3bIBalOTCA  JOJHKHOCTH
MPUCYTCTBYIOIIUX, @ TaKKe HWHULUANbI, (aMUIMM JOJDKHOCTH JIML, TPUIJIAIIEHHBIX Ha
coBemanue. [lpu xonuuectBe ydacTHUKOB Oosiee 10 cocTaBiisieTcsi CIMCOK MPUCYTCTBYIOIINX,
KOTOPBIH MpHitaraetcs K MpoTOKOIY.

Ecmu mporokon odopmisercs B mewdatHo ¢opme, 1o cnoBa [IPEJICEIATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIN nedataroT OT HYJIEBOTO MOJIOKEHUS TaOysiTopa, OT 2-TO
MI0JIO’KEHMSI TAOyJIATOpa CTABUTCSA TUPE, MHULUAIIBI M (DAMUIINY MTUIIYT B UMEHUTEILHOM MaJIekKe.
daMuIMM MPUCYTCTBYIOIUX PACHOJIAraloTcss B al()aBUTHOM MOpPSIKE M IedaTaroTcsa uepes |
MEXCTPOYHBIA UHTEPBaI.

BBonHas yacth mpoTokosia 3akaHuuBaeTcsi moBecTkoil aHs. CrnoBa «lloBecTka mHs»
[e4aTaroT OT HYJEBOTO MOJIOXKEHMs TalynaTopa, Mocie HUX CTaBUTCsS ABoeTodne. Bompochl
MOBECTKH JTHS HyMepyroTcsi apabckumu mudpamu. Kaxkaplii HOBBIA BOMPOC MedYaTaroT OoT 1-To
MI0JIOKEHUSI TaOyIsATOpA.

IlocnenoBaTenpHOCTD PACIOIOKEHUS BOIIPOCOB ONPEIENIAETCS CTEINEHBI0 X BAXXHOCTH.
Bonpocs! nepeuncisaioTes B MUMEHUTENbHOM najexe. JJokian (otuer, coobuenue, uHopmaus),
HaMMEHOBaHME J0JDKHOCTH, MHULUAJIBI U (PaMUIIMIO TOKJIaJYMKa UIIYT B POAUTEIILHOM Ha/IeXKe.
He pexomenyeTcst BKJItoYaTh B OBECTKY JIHS Bonpoc «Paznoe». Kaxaplil Borpoc 10J1KeH ObITh
KOHKpeTu3upoBaH. @OpMHUpPOBAHUE BOIIPOCOB B MOBECTKE JH HauMHaeTcs ¢ npeasora «O (O0)».

OcHoBHast 4acTb IPOTOKOJIA COCTOMT U3 Pa3leloB, KOTOPBIE JOJDKHBI COOTBETCTBOBATh
IIYHKTaM [TOBECTKHU JAHs. Pazniensl HymepyroTcs apaOckuMu LudpaMu U CTpOSATCS IO TAKOH cxeMe:

CJIYIOAJIN - BBICTVYIIWJIN - PELIWJIN (IIOCTAHOBWJIN),

VYKa3zaHHBIE CJIOBa Ie4yaTaroTcsi OOJIbIIMMU OyKBaMHU 0€3 OTCTyNa OT I'PaHHIIbI JIEBOTO
noJist. Ilocie 3TUX CII0B CTaBUTCS JBOETOUHE.

Ilocne cnoa CJIVIIIAJIMA yka3piBaeTcsl KpaTKUMM TEKCT BBICTYIUIEHUS OCHOBHOI'O
noxaguuka. aMunms 1 HTHANUANBI KK I0TO JOKJIaIYUKa [1€4aTatoTCs ¢ HOBOM cTpoku. KpaTkuit
TEKCT BBICTYIUICHHUS U3JIaraeTcs B TPETbEM JIULE EAUHCTBEHHOTO YHCIIA.

TexkcTbl MM TE3UCHl JOKJIAZAOB M BBICTYIJIGHUH, OQOPMIIEHHBIE KaK OT/ENbHbIE
JOKYMEHTBI, B TEKCT IIPOTOKOJIa HE BKIItoUYaroTcs. [locie cBeneHuii o TOKIaIuuKe CTaBUTCS TUPE
u ykasbiBaeTcs: «TekcT nokmnaja (BbICTYIUIEHNUs) PUIIAraeTcsi K MPOTOKOIY.

ITocne cnosa BBICTYITUIIN ¢(ukcupyroTcst BBICTYIUIEHUS T€X JIUL], KOTOpPbIE MPUHSIH
ydacThe B OOCYKIEHHMH JOKJIaaa. BeicTymieHus ohopMisioTcs B NMPOTOKOJIE € YKa3aHUEM
JOJDKHOCTEH, (aMHJIMI M MHUIMANOB, BBICTYNAIOIIMX B MMEHUTEIBHOM TaJieXe, a TaKkKe ¢
KpaTKUM H3JI0)KEHHEM COJZIEp’KaHUs BOIIpoca M OTBETOB Ha Hero. CoaepxaHHe BBICTYIIIEHHH
U3JIaraeTcs OT TPETHETO JIUIA €AUHCTBEHHOIO YUCIIA.

ITocne cnosa PEIIMJIM (ITOCTAHOBWJIN) dukcupyercss NpUHATOE pEIIEHUE 10
00CyX/1aeMOMY BOIIPOCY IMOBECTKM JHs. PenieHne M0MKHO ObITh KOHKPETHBIM U BKIIOYATh
COCTaBJISAOLIME, KOTOPBIE OTBEYAIOT Ha CIEAYIOIINE BOIPOCHI: KOMY, YTO C/I€IaTh U B KAKOH CpPOK.
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Pemenus, coneprkaliye HECKOJIBKO BOIIPOCOB, NOAPA3AEIAIOTCA Ha IYHKTHI U OAITYHKTHI,
KOTOpBIE HyMepYIOTCs apabckumu 1udpamu. [loanyHKTel HyMepyroTcs nudpamMu ¢ TOYKOH.

B cnydae, xorga Ha 3aceJaHUM NPUHUMAETCS PEIIeHHE 00 YTBEPXKACHUH JTOKYMEHTA,
KOTOPBIH 00CYyX/1acs Ha 3aCelaHiH, 3TOT JOKYMEHT MIPUIIAraeTcs K MPOTOKOIIY M B HEM JIEIAaeTCs
CChIJIKA HAa HOMEp M JaTy mporokosna. llpm Haiuuum JApyrux JOKYMEHTOB, KOTOpBIE
paccMaTpuBaNIKMCh Ha 3acefaHuM, U (akT OOCYKIEHHsS KOTOPBIX ObUI 3a()MKCHPOBAH B TEKCTE
MPOTOKOJIA, OHU HyMmepyrorcs apabckumu tmdpamu ([Ipunoxenne 1, Ilpunoxenue 2). B
COOTBETCTBYIOIIMX ITYHKTaX IMPOTOKOJIA JEJIAETCS CChIIKA Ha 3TU MPHIIOKEHHUSL.

[IpoTokos1 mOANMMCHIBAETCS MPEJICEAATENbCTBYIOIIUM Ha 3aC€laHuU KOJJIETHaJIbHOIO
OpraHa U CEeKpeTapeM.

Boinucka w3 mpoTOKOoJia — TOYHAs KOMMS 4YacTU TEKCTa MOJJIMHHOTO IPOTOKOJIA,
OTHOCSIIET0Cs] K TOMY BOIIPOCY MOBECTKH JIHSA, IO KOTOPOMY F'OTOBHUTCS BBIITMCKA. Bhimucka u3
MPOTOKOJIAa COJEPXKUT  CJEAYIOIME PEKBU3UTHI: HaMMEHOBaHHE 0011e00pa30BaTENbHOMN
OpraHu3aliy, Ha3BaHWE BUAA JOKyMEHTa (BBbIIHMCKAa W3 MPOTOKOJIA), JaTa 3aceldaHHs, MECTO
COCTaBJIEHUS, 3ar'0JIOBOK K TEKCTY, TEKCT, IIOJIUCH, OTMETKY O 3aBEPEHHH KOITUH.

[Ipotokonbl  peructpupytorcss B KHure/’kxyphaie  perucrtpauuu  MpPOTOKOJIOB
(npunoowcenue 3). Kuura/XypHall NTPOHYMEPOBBIBAETCS, TMPOIIHYPOBBIBACTCS, CKPEIUISICTCS
MOANUCHIO  PYKOBOJAUTENST M Tedarbio oOpa3oBaTeNbHOM  opranum3auuu. IIpoTokoss
dbopmupyrores B Jleno oauH pa3 B kBaptal. B xonne kanenaapHoro ronaa [lemno (ue Gomee 250
TucTOB) oopmIsieTcs: B cooTBeTCTBUU ¢ [lostoxkennem o6 apxuse.

Cayxe0HOe MHUCHMO.

CnyxebHOoe MUCBMO COCTaBIsieTCS € Ienbi0 oOMeHa HH(popManued U MpeACcTaBisSeT
co0oii:

- OTBETHI O BBINOJHCHHUH 3aJIaHUH, ONPEICICHHBIX B aKTaX OPraHOB T'OCYAapCTBEHHOM
BJIACTH, MOPYUYCHHSIX BBICIIMX TOJKHOCTHBIX JIUIL;

- OTBETHI Ha BHITIOJTHEHHUE MMOPYICHUN BBIMIECTOSIINX OPraHu3aIlni;

- OTBETHI Ha 3aMPOCHI APYTUX YUPEIKICHHIA;

- OTBETHI Ha OOpAIICHHS TPAXKIIaH;

- OTBETHI Ha 3aMPOCHl Ha HH(OPMAIIHIO;

- HWHUIUATHBHEIC TUCHMA;

- CONPOBOJUTEIBHBIC TUCHMA.

CriyxebHoe ichbMO o(opMIIseTcsl Ha OJlaHKe 00pa30BaTEIbHON OpraHu3aIluy.

[TucbmMo MMeeT cieAyrolue PEeKBU3HTHI: JiaTa, PETHCTPALIMOHHBIA HOMED (MCXOISIIHA),
CCBUIKA Ha PETUCTPAIIMOHHBIN HOMED (BXOMSIIHUI) U AaTy TOKYMEHTA, Ha KOTOPbIH J1aeTCs OTBET
(mpu HanM4WM), ajgpecar, 3aroJIOBOK, TEKCT, OTMETKAa O HAIMYMHM TPWIOKEHUH (B ciydae
HE0OX0IMMOCTH), MOANHKCH, cBefeHus 00 ucnonnutene (O.1.0., koHTakTHBIN HOMEp TenedoHa).

Jlaroit muchbMa SBJISIETCS JaTa €ro MOANUCAHMs, KOTOpas JIOJDKHA COBIAIATh C JATOM
PETUCTPAIH UCXOSIICH KOPPECTIOHICHITHH.

OCHOBHBIM PEKBU3UTOM CIYy:KEOHOTO MHCHbMa SIBISIETCS TEKCT, KOTOPBIH, KaK MpaBUiIo,
COCTOUT U3 JIByX yacTeil. B mepBoii yacTu ykas3plBaeTcsi MPUYMHA, OCHOBAHHE MM 000CHOBAaHHE
MOATOTOBKH MUCHMA, MPUBOJATCS CCHIJIKM Ha JOKYMEHTBI, KOTOpPbIE OBITM OCHOBAaHHEM IS €r0
coctaBneHus. Bropas 4acTh BKIIOYAeT BBIBOJIBI, MPEUIOKEHHs, MPOCHOBI, pEelIeHus U T. II.,
KOTOpBIE pa3MeIaroTcs ¢ ab3aua.

Kak mpaBumno, B muceMe 3aTparuBaeTcsi OJJMH BOIIPOC.

TexkcT nmucbMa u3naraeTcs OT MEPBOTO JIMIIA MHOXKECTBEHHOTO YHCTIa ¢ UCTIOIh30BaHUEM
CIIOB: «IIPOCUM COOOIIUTb...», «PA3bACHIEM, UTO...».

Cnyxe6HO€e HChMO MOAMUCHIBAETCS PYKOBOIUTENEM 00pa30oBaTeIbHOM OpraHu3aluu.

Cnpaska.

CrpaBka - JOKYMEHT, ITOATBEPKAAIONINNA Kakue-1100 (HaKThl MIIM COOBITHSL.

CrpaBkH OBIBAIOT JABYX BUJIOB:

CropaBka 1j1sl ONMCaHMUS WM TOATBEPXKIACHHUS (DaKTOB, WM COOBITUH B JESTEIHHOCTH
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OpraHu3aIiy.

CripaBKM COCTaBJISIIOTCS 110 YKA3aHUIO BBIIIECTOSIIEH OpraHU3aluy WIM PYKOBOAMUTEISA
o0pa3oBaTesbHOW OpraHU3aluy A1l HHPOPMAIMK O BBIIIOJIHEHUH IIJIAHOB, 3aJJaHUH, IOPYIEHU I
U IPEJICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKH.

Texcm makou cnpagku cocmoum u3 08yx yacmeil.

B nepBoii yacTu u3nararotcs GpaxThl, MOCTYKUBIIUE TIOBOJIOM K €€ HalMCaHHIO, BO BTOPOii
- NPUBOJAATCA KOHKpETHbIE JaHHble. BbIBOABI M TNpeasiokeHus B CIpaBKe HE JaroTcs (3a
WCKITFOUEHHEM aHATIMTHYECKOM).

CropaBka IODKHa OOBEKTHBHO OTpaKaTh COCTOSIHHE €N, €€ COCTaBJCHHE Tpedyer
TIIATEIBHOTO cOOpa U MPOBEPKU CBEIICHHIA, MOT'YT TIPUBOIUTHCS TaOIHIIbL.

CripaBku, COCTaBJIEHHBIE Il PYKOBOAUTENS OPTaHNU3alMY, IOITUCHIBAET COCTABUTEb.

CrpaBkH, KOTOpBIE COCTaBIIIOTCSA IO YKa3aHMIO BBILIECTOSIIEH OpraHu3aluy,
TIOJITUCBHIBAET PYKOBOIUTENH 00IIe00pa30oBaTEIbHOM OpraHU3alltu.

JlaToi1 cripaBKU sIBIIIE€TCA J1aTa €€ MOAINUCAHMSL.

CripaBkH, YAOCTOBEPSAIOIINE IOPUAMYECKHE (aKThl: MOATBEP)KIECHUE MecTa paloThl,
3aHMMAEeMOM JIOJDKHOCTH, pa3Mep 3apaboTHOM ATkl U T. 1.

JIJ1 HUX IpUMEHSI0TCS YHUUIMpPOBaHHbIE TpadapeTHbIe OJIaHKH.

Takoro poja crpaBKu BBIAAIOTCS MO 3allpocaM 3aMHTEPECOBAHHBIX JIUIL (COTPYIHHUKOB)
WM YUPEXKJIECHUHN U PErUCTPUPYIOTCS B )KypHaJe BbIJaBa€MBbIX CIIPABOK.

Joxnagnast 3anucka.

JloknagHas 3ammcka - TIOKyMEHT, aJIpeCOBAHHBIN PYKOBOJIUTEIO0 U HHPOPMUPYIOIIHUHA €TO
O CJIO’KHMBIIICHCS CUTyaIliH, UMEBIIIEM MECTO SIBJICHUH WM (aKTe BBITTOJTHEHHOU pabOThI, a TAaK¥Ke
COJICp KAIUi BBIBOJIBI M MPETIOKEHUS COCTABUTEIIS.

JlokmagHas 3aMmucKa MOKET BBITIOJTHITHCS PYKOITUCHBIM CITOCOOOM.

TexkcT MOKIAmHOW 3amMCKH JCIUTCA Ha JIBE YacTU: TEpBas - KOHCTaTUPYIOIIas, TC
W3JIaraloTCsl MMEBIIME MECTO (DaKThl WM ONHUCHIBACTCS CHUTYyallUsi, W BTOpas, B KOTOPOH
W3JIaraeTcs MpeioKeHue, mpockoa.

TekcTy MOKIaAHOM 3alMMCKH 00S3aTENbHO MPEIIISCTBYET 3arojIOBOK, HAUMHAKOIIMKICS C
npemiora «Oy», «O06».

Jloxnaanas 3amucka opopMisieTcss Ha JIUCTe OyMmaru.

AKT.

AKT - JOKYMEHT, COCTaBJICHHbIM HECKOJbKUMH JIMIAMH U TOJITBEPKIAIOIIUN
yCTaHOBJICHHBIE (PAKTHI U ACUCTBUSL. AKTBI 0(OPMIIAIOTCS IO pe3yIbTaTaM PEBU3UMN, IPH MTPHEMe-
nepenayve Jell, COUCaHUH UMYIIECTBA U TOMY MOJA00HOE.

AxT odopmisieTcs Ha CTaHAAPTHOM JHcTe Oymaru ¢opmata A4 U MMEET CIIeTYIoLue
PEKBHU3UTHI: Ha3BaHHWE JOKYMEHTa, rpud yTBEpKIeHHUS (IIpU HEOOXOIUMOCTH), AaTa U MECTO
COCTaBIICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJAMUCH JIUI[ (HE MEHEe TPEX), KOTOPbIE COCTABIISIM
aKT.

TeKCT akTa COCTOUT U3 BBOJHOM U KOHCTATUPYIOLLIEN YacTEN.

B BBOJIHOM 4acTH yKa3bIBarOTCS OCHOBAHMS Ul COCTABJICHUS aKTa U HA3bIBAKOTCA JIULIA,
KOTOPBIE COCTABUJIM AKT WJIU IPUCYTCTBOBAJIM IIPU 3TOM. B KOHCTAaTUPYIOLIEH YaCTH U3J1aracTcs
CyTh, 331a4H, XapaKTep MpoAeTaHHON pabOThl, yCTAHOBIECHHBIE (DAKTHI, MPEATOKEHUS U BHIBOIBI.
KoHncratupyromas yactb MoOkeT o(OpMIIsAThCS B BHUAE TaOMUIBl. B KOHIlE TeKcTa akTa
3aIMCHIBAIOTCS JAHHBIE O KOJIMYECTBE DK3EMIUISIPOB aKTa U UX MECTO HAXOKJICHUS.

AKT MOJIUCHIBAETCS BCEMU JIMIIAMU, IPUHUMABIIMUMH Y4aCTHE B €r0 COCTaBJICHUHU.

JIuno, nMerolee 3aMeuaHusl K COJEPKAHUIO AKTA, MOINUCHIBAET €r0 U M3JAaraeT CBOE
MHEHHUE Ha OTIAEIBHOM JIUCTE, KOTOPBIN MPUJIAracTcs K aKTy.

Tenerpammsl, TenedoHorpaMmmbl, (paKCUMUJIAPHASA CBA3b.
OTO JOKYMEHT TI0 OIepaTHBHBIM BONpOcaM, IMepeAaBaeMblii 1O TenepoHy H
3alUCHIBACMBIN MOJIy4aTCJICM.



20

O0s13aTenbHBIMI PEKBU3UTAMU TaKUX JOKYMEHTOB SIBIISFOTCSI:
- HaUMCHOBAHME YUpPEXJIEHHUH aJpecaHTta u agpecara;

- PCKBU3UT «OT KOIro» M «KOMY» C YKa3aHUCM JOJIKHOCTH, (baMI/IJII/II/I, n OT4YCCTBA
JOJIXKHOCTHBIX JIMII,

- HOMEp, JlaTa U BpeMs Ilepelayu U IIpueMa J0KyMEHTa,
- JOJDKHOCTHU U (baMI/IJH/H/I nepeaaBICTo U MPUHABIICTO JOKYMCHT,
- HoMepa TenedOHOB;

- TEKCT U IIOAIINCH.

HOCTYHI/IBIHI/IG JOKYMCHTBI NOJIKHBI UMCTb TC K€ PCKBU3UTLI, YTO W OTIIPABIACMEBIC, 34
HNCKIIFOYCHHUEM ITOAIIMCH.

HOKYMCHTBI COCTaBJIAKOTCA B OAHOM 3K3CMILIAPEC U IMMOANHCBIBAIOTCA PYKOBOAUTCIIEM HUIIU
OTBE€TCTBCHHBIMHU HCIIOJTHUTCIIBHBIM.

DJIeKTPOHHBbIE IOKYMEHThI.

[Topsimox  coctaBneHusi, OQGOPMIICHHS] W COTJIACOBAHMSI TIPOEKTOB  AJIEKTPOHHBIX
JOKYMEHTOB OCYILECTBIJISIETCSI 1O OOIIMM TIpaBHJIaM JIEJIONPOU3BOJICTBA, YCTAHOBJICHHBIM B
OTHOIIIEHUH AaHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE. ODJIEKTPOHHBIM TOKYMEHT
JOJDKEH WMETh PEKBU3WTHI, YCTAHOBJEHHBIE /JIi aHAaJOTMYHOTO JOKYMEHTa Ha OyMa)XHOM
HOCHUTEIIE, 32 HCKIFOUEHUEM OTTHCKA TIeUaTH.

B mepedens o0s3aTeNbHBIX CBEACHUN O JOKYMEHTaxX, MCIOJB3YEMBIX B IIESAX ydeTa U
MOMCKa JIOKYMEHTOB B CHCTEMax OJJIGKTPOHHOTO JIOKYMEHTOOOOpOoTa 00pa3oBaTebHON
OpraHu3alMi B COOTBETCTBHU C TIPaBWJIAMH JIEJOMPOM3BOJICTBA B 00pa3oBaTEIHHOU
OpraHu3aIuu, BXOJIT:

e QJIPECaHT;

e ajpecar;

e JIOJDKHOCTD, (DaMHUIIMS U MHUIIHAJIBI JIUIIA, TIOAMKUCABIIETO JOKYMEHT;
e BH/JI IOKYMEHTAa;

e JaTa JOKYMEHTA;

e HOMEp JOKYMEHTA;

e JlaTa MOCTYIUICHUS IOKYMEHTA;

e  BXOJSAIIMIA HOMEP IOKYMEHTA;

e CCBUIKa HAa UCXOJIAIIUN HOMEDP U ATy JOKYMEHTA;
e HAaMMEHOBAHME JIOKYMEHTA;

e HHJICKC Jeia;

e CBEACHMS O Mepeagpecalu JOKYMEHTa;

e  KOJIMYECTBO JIMCTOB OCHOBHOT'O JJOKYMEHTA;

e KOJMYECTBO MPUJIOKEHUH;

e 00IIIee KOJIMYECTBO JIMCTOB MPUIIOKCHHH;

e  YKa3aHUs 10 UCIOJHEHUIO JOKYMEHTA;

o JoKHOCTH, @. M. O. ncnomHuTeNs;

e OTMETKa 0 KOH(UICHIIMATHLHOCTH.

B cocraB m0OMONHUTENBHBIX CBEeIEHUH 00 DIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIFOUEHBI CBEICHUS: HANMEHOBAaHKE aBTOPA IOKYMEHTa (€CJIM aBTOP HE COBMAAET C a[PECAHTOM
(oTmpaBuUTENEM) ANEKTPOHHOTO IOKYMEHTA), OTMETKA O IEPEHOCE CPOKA UCTIOTHEHUSI JOKYMEHTA,
CPOK XpaHEHHs] JOKYMEHTAa, HAUMEHOBAHUS TMPUIOKEHUM K SJIEKTPOHHOMY JOKYMEHTY,
KITIFOYEBBIE CJIOBA, CTATYC AOKYMEHTA (IIPOEKT, BEpCHs), BUJI Mepeaaun JOKyMEHTa (3JEKTPOHHO i
MOYTOM, MOYTOH, PakcoM U T. 11.) U JIp.

Cpoku XpaHEHHsI DJIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpOKaMm XpaHEHUs
JOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOAATEIbHBIMUA U HHBIMU HOPMATUBHBIMU IIPABOBBIMH aKTaMH
Poccuiickoit @eaeparuu, THNOBBIMU MEPEUHIMH JJIs1 aHAIOTHYHBIX TOKYMEHTOB Ha OyMaKHOM
HOCHTEIIE.
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5. Opranuzanusi J0KYMEHTOO00POTA U HCIOTHEHHS J0KYMEHTOB.

IIpuem n 00paboTKa MOCTYNAIOUINX JOKYMEHTOB.

JIBI>KEHHE JIOKYMEHTOB C MOMEHTAa MX CO3JIaHUS WJIM TOJYYEHUs JI0 3aBEPILICHUS
WCIIOJIHEHUS WIIA OTIIPaBKH 00pa3yeT JOKYMEHTOOOOPOT.

B mokxymenTooOopoTe 00pa3oBaTEIILHON OpraHU3allid  BBIIEISIFOTCS  CIEAYIONIUE
JTOKYMEHTOTIOTOKH:

a) BXOJSIIAast KOPPECTIOHICHITUS (FOPUINYSCKUC U PU3NICCKUE JTUTIA);

0) UCXOsIIast KOPPECIOHACHITUS (FOPUINICCKIE U (PU3UYCCKUE JIHUIIA);

') BHYTPEHHSA TOKYMEHTAIUA.

JlocTaBka 1 OTIIpaBKa JOKYMEHTOB OCYIIECTBIIAETCS, KaK MPaBUIIO, CPEACTBAMU TOUTOBOM
Y JIEKTPOHHOW CBS3H.

JIOKyMEHTBI, MOCTYMAIIKEe B 00pa30BaTEIbHYI0 OPraHU3aIUIo, MPOXOIST MEPBUYHYIO
00paboTKy, perucTpaiuio, NpeIBapUTEeIbHOE PACcCMOTPEHME, Tepenadyy pPYKOBOJCTBY Ha
paccMOTpEHHE, MEePEIAIOTCS UCTIOTHUTENSAM U TIOCTIE UCTIOJIHEHHSI TIOMEIAI0TCS B JIeTa.

[Ipuem u nepBuyHas 06pabOTKa JOKYMEHTOB OCYIIIECTBIISIETCS] CEKPETAPEM.

Cekperapp  MPOBOIUT: TMPOBEPKY TNPABUIBHOCTH  AJAPECOBAHUSI  TOCTYMAIOIIUX
JOKYMEHTOB, IPABMJIBHOCTU JOCTABKH U KOMIUIEKTHOCTH IOKYMEHTOB; COPTUPOBKY JIOKYMEHTOB
Ha MOJIeXKaIue ¥ He MO IeKAIINe PETUCTPAIIUH.

[TonydeHHBIE KOHBEPTHI C KOPPECIOHIEHIIMEH BCKPBIBAIOTCS, MPH STOM TPOBEPSETCS
HaJu4Hre BJIOKEHUH, a TaK)Ke yKa3aHHBIX B JIOKYMEHTaX MPWIOKEeHUU. B ciydae moBpexaeHus
YIAKOBKH W BJIOKCHHM JTMOO OTCYTCTBHSI MPUIIOKEHHUI COCTABIIACTCS aKT B JABYX DK3EMIUISIpPaX.
OnuH SK3eMITISAp aKTa HAMPaBIISETCS KOPPECIOHACHTY, BTOPOI MPHUOOIIAETCS K MOCTYIHBIIIEMY
JOKYMEHTY.

Omnbo4HO MpHCIaHHAs KOPPECIOHACHLHUS MepechlaeTcs MO MPUHAJUIEKHOCTH, €CIH
M3BECTEH ajapec mnojyyarens. B NpoTUBHOM cilydae KOPPECIOHIEHIMS BO3BPALIACTCS
OTIPABUTEIIIO.

KonBepTbl OT mnocTymammei KOPpEeCHOHACHIMU COXPAaHSAITCS W NPUIAraroTcs K
JOKYMEHTaM JIMIIb B TOM CIy4ae, KOrja TOJbKO 110 HUM MOXHO YCTaHOBHTBH a/IpeC OTIPaBUTENS
WM, KOrJa JaTa IOYTOBOTO IUTEMIIENsl UMEET 3HAYCHHE B KaueCTBE J0KA3aTeIbCTBA BPEMEHU
MOJIy4YEeHUs! JOKYMEHTA.

CnenyaiucToM HE BCKPBIBAIOTCA KOHBEPTHI IIMCEM C HAJIIUCBIO <«JIM4YHO». OHu
MEPEAAOTCS 110 HA3HAYEHUIO

Nndopmanust u JOKYMEHTHI O JAEATEIbHOCTH 00pa3oBaTelIbHON OpraHu3alluu, He
yKazaHHbIC B 4acTu 2 ctathkl 29 denepanpHoro 3akoHa oT 29 nekabpst 2012 roga Ne 273-D3 «O06
oOpazoBanuu B Poccuiickoit @eaeparumy», MpeacTaBiIsSiOTCsS PYKOBOAUTEIEM 00pa30BaTeIbHOM
OpraHHu3aIiy M0 0OPAIEHUIO TPaXKIaHWHA MO0 JOJHKHOCTHOTO JIUIA FTOCYAapCTBEHHOTO OpraHa
WO OpraHa MECTHOTO CaMOYIpPaBlIE€HHUS B CIydasX U MOPSAJKE, IPEeLyCMOTPEHHBIX
3aKoHoAaTenbcTBOM Poccuiickoit denepanuu.

[IpencraBnenre nHGOpPMALMKA UHBIM OPraHU3ALMAM O JEATEILHOCTH 00pa30BaTeIbHOU
OpraHu3alMi OCYILECTBIIAECTCS YYPEIUTEIEM OpraHU3allMi, B OTHOLICHWH KOTOPOW Takas
nH(pOopMaLKA 3arpaiuBaeTCs.

IIpeaBapuTenbHOe paccMOTpPeHNE JOKYMEHTOB.

CekpeTtapp W (WJIHM) JIMIO, OTBETCTBEHHOE 3a BEICHHE JEJONMPOM3BOJCTBA, MPOBOIUT
NpEABAPUTEIFHOE  pPAacCMOTPEHHE  JOKYMEHTOB B IENSX  BBIICNCHHS M3 BCETO
MaccuBa IMOCTYNHBIIEH  KOPPECTOHACHIMH  JOKYMEHTOB, TPEOYIOIIUX  00s3aTeNbHOTO
paccMOTpPEHHsI PyKOBOIUTEIEM 00pa30BaTeIbHOM OpraHU3aIny.

OcHOBaHMEM ISl IPUHSTHUS PEIICHUS B XO/I€ PEBAPUTEIBHOTO PACCMOTPEHUS SIBISIETCS
coJIep’KaHHe JIOKYMEHTa, a He aJJpeCOBaHKe JIOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHUKY.

Pe3ynpraToM mNpeaBapUTENbHOTO PACCMOTPEHUS SBISIETCS HaNpaBlICHHE JOKYMEHTa
PYKOBOJMTENO 00pa3oBaTeNbHONW OpPTraHU3alUM WIH JOJDKHOCTHOMY JIMIY B COOTBETCTBUH C
YCTaHOBJICHHBIM pacIpele]IieHueM O00s3aHHOCTeH MEXAy PYKOBOIHMTENEM M JIOJKHOCTHBIMH
JMLAMH TSl BBIHECCHUST YKa3aHUsI 110 UCIIOJTHEHUIO JOKYMEHTA.
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Perucrpanusi 10KyMeHTOB.

[lepenaua OKYMEHTOB HA PETUCTPALMIO IPOMU3BOJAUTCA TOJIBKO IOCIIE  HX
IIPEIBAPUTEIILHOTO PACCMOTPEHUSI.

Perucrpaumm moanexaT Bce  JOKYMEHTHI, TpeOyroliue ydeTa, HCIOJIHEHUS,
HCII0JIb30BAHNUS B CIIPABOYHBIX LIEJISAX, KAK MOCTYNAIOIINE U3 IPYTUX OpraHU3alii U OT YaCTHBIX
JIII, TaK ¥ 00pa3yromuecs B MPoIecce NeTeTbHOCTH 00pa30BaTEIbHOM OpraHn3aIiu.

He noanexar perucrpanuu no3apaBUTeNbHbIE MMCbMA, TEJIETPAMMBI, IPUTIaCUTEIbHBIC
Ounersl, nHGOpPMANHS Il CBEICHUS, OyXraJlTepCKue JOKYMEHTHI MEepBUYHOrO ydera. Jimst Hux
COCTaBJISIETCS IEPEYEHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Perucrpanus JOKyMEHTOB MPOU3BOIUTCS C IIETBI0 00ECIICUEHUS X ydeTa, KOHTPOJIS 3a
WCTIOJTHEHUEM M OTIEPATUBHBIM UCIIOJIb30BaHNEM HHPOPMAIIUH.

Peructpanus 10KyMEHTOB TPOU3BOIUTCS B IEHb UX MOCTYIICHUS.

JlomyckaeTcst OTMETKa O MOCTYIUIEHUH JTOKyMEHTa B OpraHU3alfi0 MPOCTABIIATH B BUJIE
ITamIna Wid oOT pyKH B HUKHEH 4acTH JIMLIEBOM CTOPOHBI EPBOTO JIMCTA TIOKYMEHTA WM Ha €ro
obopore.

Peructparnus T0KyMEHTOB 3aKJIFOUAETCS B BEICHNUH 3alIMCH YUETHBIX JaHHBIX O JOKYMEHTE
[0 YCTAHOBJIEHHOM pErucTpaloHHOW ¢opMe, KOTOphIM (uUKcUpyeTcss (akT co3JaHus,
OTMPABJICHUS] WM TOJy4YeHHs] JOKYMEHTa IyTeM MpPOCTaBJICHHUS Ha HEM PErUCTPalMOHHOIO
WHJIEKCA ¢ MOCIEeAYIONIEH 3aMiChIo B YKa3aHHBIX (hopMax HEOOXOAMMBIX CBEJICHUHN O TOKYMEHTE.

JIOKyMeHTBI, MOCTyHarole B 00pa30BaTeIbHYIO OpPraHMU3alfio, PETUCTPUPYIOTCS B
Kuure/xypHane perucrpanuu BXoAsIend KOPpeCoHIEHIIUH, a T€, YTO OTIPABIISIIOTCS U3 HETO, -
Kawure/ )xypHane perucTpainuu UCXOISIIeH KOPPECTIOHACHIIUN (NPULOHCEHUE T ).

PacnpenesieHne moCTyNaIUX J0KYMEHTOB.

Ilocne perucTpauu IOKYMEHTBHI TEPENAIOTCS HAa PACCMOTPEHHE PYKOBOIMTEIIO
00pa3oBaTeIbHOW OpraHU3aIHH.

[Tocne paccMOTpeHUs PyKOBOIHUTEIEM IOKYMEHTHI BO3BPAIIAIOTCS CEKpETapro W (WIiH)
JUIy, OTBETCTBEHHOMY 3a BEJICHHE [EJIOTPOM3BOJCTBA, Uil TIEPEHECEHUs] yKa3aHWH
10 UCTIOJTHEHUIO TOKYMEHTA B JKYpHAJI PETUCTPAIMH BXOAAIIMX JOKYMEHTOB. B cooTBeTCcTBUU C
YKa3aHHUSIMH 110 UCTIOJHEHUIO TIONTMHHUK JOKYMEHTA HAIPaBISETCS PAOOTHUKY, SIBJISIOMIEMYCS
OTBETCTBCHHBIM HCIIOJHHUTEIEM, a COMCIIONHUTEISIM HAIPABISIOTCS KOMUHU JIOKYMEHTOB (€CiH
UMEIOTCS), O YeM JIeIaeTcsi OTMEeTKa B KHUTe/s)KypHale perucTpanuy BXOIIIIUX JOKYMEHTOB.

DJEKTPOHHBIE COOOIICHHS, TIOChIJIAEMbIE MO AJIGKTPOHHOW TIOYTE, MCIIOJHSIIOTCS
AHAJIOTUYHO JOKYMEHTaM Ha OyMa)KHBIX HOCHUTENSX C y4eTOM ONpEICICHHOH crenuduku B
poIecce UCTIOTHEHUSL.

Iopsinok 00paGoTKU U MPOXOKAEHUSI HCXOASIINX U BHYTPEHHUX TOKYMEHTOB.

[Topsimok MOATOTOBKM HCXOASIIMX JOKYMEHTOB BKIIO4YaeT B cebs paboTy 1o
COCTaBIICHUIO MTPOEKTa JOKYMEHTA, COTJIACOBAHUIO, MTOANUCAHUIO (YTBEPXKICHUIO) U OTIIPABKe.

Jlo mepenaud JOKYMEHTa Ha TMOJNUCh HCIOJHUTENb JOJDKEH MPOBEPHUTHh €ro
cojiepKaHue, MPaBWIBHOCTh O(QOPMIICHHUS, HAJIMYWE HEOOXOTUMBIX BH3 U IPHIIOKEHUH.
JIOKyMEHT MpeACTaBISIETCS HA MOJNUCh BMECTE C MaTepHallaMHM, Ha OCHOBAaHUU KOTOPBIX OH
TOTOBHJICS.

BuyTpennue MOKyMeHTHI O(QOPMISIOTCS M HCIONHSIOTCS (HCIONB3YIOTCS) B Mpeaenax
00pa3oBaTeNbHON OpraHu3alry.

BuyTpeHHue  JOKyMEHTHI  (JOKJIAIHBIE 3alHMCKH, CIpPaBKH, CBOJKK U  Jp.)
paccMaTpuBaIOTCS TEMU JOJDKHOCTHBIMU JIMIIAMU, KOMY OHH HAIPaBIICHBI.

OTBeTCTBEHHBIE 3a JIEJIOMPOU3BOJICTBO MEpPEe] CAauei KOPPECIOHJEHIIMU Ha OTIPaBKY
JOJKHBI  00s3aTeNbHO TPOBEPHUTH MPABWIBHOCTH €€ OQOpMIIGHHS U  aapecOoBaHUs.
KonBepToBanue KOppEeCHOHJIEHUUM UM JPYrMX MOYTOBBIX OTHPABJICHUM MPOU3BOAUTCS
CTPYKTYPHBIMH TOJIpa3IeICHUSIMUA OPraHu3aliu.

Perucrpanus oTnpaBisieMbIX IOKYMEHTOB OCYILIECTBIAETCS B J€Hb WX MOJANHUCAHMS
(YyTBepiKIIeHUs) UK Ha CIEeIYIOMUN pabounii JeHb. PerucTpaimoHHblil HOMep JOKYMEHTa U JaTa
perucTpalyy MPOCTaBISAIOTCS Ha TMOJJUHHUKE JOKYMEHTAa B pPEKBU3UTaX OJllaHKa U Ha
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KOIMH, OCTAaloIIelcss B jAeie oOpa3oBaTenbHON opranu3anuu. CIpaBOYHBIM ammapaTroM JJis
UCXOJSAIINX IOKYMEHTOB SIBIISICTCS )KypHAJl PETHCTPALUU 3TUX JJOKYMEHTOB.

OTnpaBKy UCXOAIIMX JOKYMEHTOB IPOU3BOJHUT CEKpeTaph U (MJIN) JUL0, OTBETCTBEHHOE
3a BeJCHHE MAeNOoNpou3BojacTBA. CpouHas KOPPECHOHJCHIHUsS O(OPMISIETCSs W OTIPABISACTCS
HE3aMEUINTEIbHO CEKPETAPEM.

Cexperapb mpoBepseT MPABIIEHOCTH OPOPMIICHHS UCXOISIINX JOKYMEHTOB, TIPOU3BOIUT
COPTHPOBKY JOKYMEHTOB I10 CIIOCO0Y T0CTaBKH KOPPECIIOHICHIINH apecary (IpocTas, 3aKa3Hasi,
MEeXIyHapoaHas U 1p.). HempaBunbHO odopMileHHBIE JOKYMEHTHI W KOPPECHOHICHIIUS
HECIy)KeOHOTO ~ XapakTepa K OTIpaBKe HE MNPUHAMAIOTCS H  BO3BpAIAIOTCS  JIHILY,
MOATOTOBUBIIEMY JTOKYMEHT.

OtmpaBnsieMasi 1O TOYTE€ KOPPECHOHACHIMUS TPOXOJUT YINAKOBKY, aJpEcOBaHUE,
MIPOCTABJIEHHE CTOMMOCTH ITOYTOBBIX YCIYT U TIepeaady Ha OTIIPABKY B MECTHOE OT/ICTICHHE CBSI3H.

Ha 3aka3nyro KOppecmoHIEHIMIO, Ha JOKYMEHTHI C TOMETKOW «Jljis ciy:keOHOTo
MOJIb30BAHMSD) COCTABIISIETCSA PEECTpP, KOTOPBIN 3aT€EM BO3BpaIlaeTCs CEKpeTapro yueOHOM yacTu
u (W)  JuIy, OTBETCTBEHHOMY 3a  BEJEHHE  JeJIONPOM3BOJCTBA, C  PACHUCKOM
pabOTHHUKOB TIOYTOBOTO OTIENICHHS] CBS3M WIJIM WHOTO JIMIA, OOECHEeYMBAIONIETO OTIPaBKY
JOKYMEHTOB.

[epenaya ¢ ncnop30BaHUEM CPENCTB (PAKCHMUIIBHOM CBSI3U JTOKYMEHTOB, COJIEPIKAIINX
CITy’KeOHYI0 MH(POPMAIIHIO OTPAaHMYEHHOTO PACIPOCTPAHEHHS, B TOM YHCIIE C MOMETKON « /st
CIy’)ke0HOTO TMOJb30BaHMs», He paspemaercs. Kareropuuecku 3ampemniaercst rnepenada Io
cpeacTBaM (aKCHMHIBHON CBSI3U CEKPETHBIX JOKYMEHTOB.

C ucnonb30BaHUEM CpPEICTB (PAKCUMMIIBHOM CBSI3U MOTYT OBITh IepelaHbl MaTepHabl
TEKCTOBOTO, TaONMYHOTO WM TPapUUECKOro XapakTepa, HWCIOJHEHHBIE THIOTPa(CKUM,
MalIMHOMMCHBIM WJIK PYKONHCHBIM CIOCOOOM B YEPHOM HJIM TEMHO-CHHEM IIBETE€ C YETKUM U
KOHTPACTHBIM H300pakeHUEM (IepBhIE SK3EMIUIAPHI WM UX KCEPOKOMHH) Ha Oenoit Oymare ¢
MHUHHUMAaJIBHOU BBICOTOW OYyKB | 1idp 2 MM. OOBeM IepeaaBaeMoro B TEUEHHE OJHOTO CeaHca
CBSI3M JIOKYMEHTA, BBITMIOJIHEHHOTO Ha Oymare ¢opmarta A4, He T0JKEH MPEBbIIIATh MSATH JIMCTOB.

OTBETCTBEHHOCTh 3a COJAEp)KaHHE HHPOpPMAIUM, MepeJaBaeMoil C HCHOJb30BaHUEM
CpeacTB (paKCUMHIIBHOM CBS3M, BO3JIaraeTcsl Ha MCIOJIHUTENS, MOJATOTOBUBIIETO (PakcorpaMmy
JUIS TIepeladH.

Oco0eHHocTH padoTHI € 3JTEKTPOHHBIMHU JOKYMEHTAMH.
B o06pa3oBarenbHOI Opranu3auu co3Jar0TCs U UCIOJIB3YIOTCS:

. JJIEKTPOHHBIE  JOKYMEHTBI, CO3JaBaeMble B JJIEKTPOHHOH ¢opme 0e3
MIPeIBAPUTENILHOTO TOKYMEHTUPOBAHUS Ha OyMaKHOM HOCHTEJIE;
. ANIEKTPOHHBIE 00pa3bl JTIOKYMEHTOB, IOJY4YCHHbIE B pe3yJabTaTe CKaHUPOBAHUS

JOKYMEHTOB M XpaHSIUECS B CUCTEME AIEKTPOHHOTO IOKYMEHTOO00pOTa.

IIpuem u oTmpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYILECTBISIOTCS OTBETCTBEHHBIM 3a
BEJICHUE JIETIONIPOU3BOJICTBA B 00pa30BaTEIbHON OpraHu3aluH.

DJNEeKTPOHHBIE JOKYMEHTBl CO3Jal0TCs, OOpadaThIBalOTCS U XpaHATCS B CHCTEME
3JIEKTPOHHOIO JOKYMEHTO000pOTa 00pa30BaTeIbHONM OpraHU3al|H.

DONEeKTPOHHBIM  JOKYMEHT JOJDKEH ObITh  OQOpMIIEH 10 OOLMM  IpaBHIaM
JEJIONPOU3BOACTBA U MMETh PEKBU3MTHI, YCTAHOBIEHHBIE [UIsl AHAJOTMYHOTO JOKYMEHTAa Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIIOUEHUEM OTTUCKA MIeYaTH.

JUis TOATBEp)KIAECHUS MMOJUIMHHOCTU 3JIEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTeibHOM
OpraHu3allii UCIMOJIB3YIOTCS 3JIEKTPOHHBbIE LU(poBble moanucH. Mcmome3yemble cpeacTsa
3JIEKTPOHHOMU 1M (PPOBOI MOAMUCH AOKHBI OBITH CEPTHU(PULIUPOBAHBI B YCTAHOBIEHHOM MOPSIKE.

Enuauneir ydera 5SIE€KTPOHHOIO JOKYMEHTA SBJISETCS JIEKTPOHHBIA  JTOKYMEHT,
3apETUCTPUPOBAHHBIII B CHUCTEME DIEKTPOHHOTO JIOKYMEHTOOOOpoTa 00pazoBaTeIbHOM
OpraHM3aluy. OJEKTPOHHBIM JOKYMEHT, UMEIOIIMNA NPUIOKEHUS, PETUCTPUPYETCsS KaK OJIUH
JOKYMEHT.

Ilocne oTmpaBKM 3JIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOM IMOAINHUCHIO
YIIOJIHOMOYEHHOTO JIOJDKHOCTHOTO JIMIA, JOCBUIKH ajjpecary ero KOmuu Ha OyMa>KHOM HOCHUTEIIE,
KakK MpaBUJIO, HE TpeOyeTcs, 3a NCKIIOYEHNEM OTBETOB Ha OOpallleHUs TPpaXIaH, NOCTYIUBIINX
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no MHPOPMALMOHHO-TEICKOMMYHUKAIIMOHHBIM KaHajlaM, Ha KOTOpBIE 3asBUTENIO JAcTCA
IIMCbMEHHBIN OTBET, HAIIPABJIIEMBI 110 IOYTOBOMY a/IpECY, YKa3aHHOMY B OOpaIlleHUH.

HcnonHeHHble 31€KTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B JIEIa B COOTBETCTBUHM C
HOMEHKJIATypol e oOpa3oBaTelbHOW OpraHu3allud M HUHAEKCUPYIOTCS B IOpPSIKE,
YCTaHOBJICHHOM B OTHOILIEHUH JIeJl, COCTABJIICHHBIX U3 JJOKYMEHTOB Ha OyMaxHOM Hocutene. [lpu
COCTaBJICHUM HOMEHKJIATyphl A€ B 3arojOBOK Jiela BKIIIOYAETCS yKa3zaHue «JIEKTPOHHBIE
JOKYMEHTBD».

Nudopmannonnas 6e30nacHOCTb.

WNudopmanmonnsie pecypcbl 00pa30BaTeIbHON OpraHU3alyy 1Mo AOCTYILY (BO3MOXKHOCTH
WCIIOJIb30BAHUS ) TIOIPA3ICISIOTCS Ha OTKPHITYIO (00IIeI0CTYIHYI0) HH(GOPMAIUIO, CIIYKEOHYIO
nH(popMaIuo 1 HHGPOPMAIIHIO OTPAHUICHHOTO PACIIPOCTPAHEHHUS (IOCTYIIA).

K kareropum OTKpBITOM wH(pOpMAMK OTHOCHTCS HWHQPOpPMANHUs, COAEp)Kamascs B
JTOKYMEHTax 1 0a3ax JaHHBIX 00pa30BaTEIbHON OpraHU3alluH, HETTOCPEICTBEHHO 3aTPar MBS
MpaBa U MHTEPECHI TPAK/IaH.

K xareropum ciyxeOHONW HHPOpMaLMK OTHOCUTCA HH(OpMaIMs, coiepiKamiasics B
JOKYMEHTaX W 0a3aXx JaHHBIX OOpa30BaTeNbHON OpraHW3alWd, TpeJAHAa3HAYCHHAs IS
JNOJDKHOCTHBIX JIMI] W pPa0OTHUKOB, IIPH BBITIOJHEHUH WMH CBOMX (DYHKIIMOHAIBHBIX
00s13aHHOCTEH, HE 3aTparuBarolias HapsSIMYIO TpaBa U HHTEPECHI TPaXKIaH U HE OTHOCAIIASICS K
KaTerOpUHu OTPAaHNYCHHOTO pacipocTpaHeHus (JocTyma).

K kareropum wH(pOpMAIMM OTPAaHWYCHHOTO PACHpPOCTPAHEHHS (IOCTYNa) OTHOCHUTCS
nHpOpMaIHs, CoAepKanascs B JOKyMEHTaX M 0a3axX JaHHBIX, BKIIFOYAFONIAS CBEICHHSI
KOH(PHUACHITHATHHOTO XapaKkTepa.

Bes undopmanus, copepkamiasicss B JOKyMEHTax W 0a3zax JaHHBIX, MO YMOJIYAHUIO
SBIIIETCS. OTKPBITON U o0menoctynHoil. Mckmouenne cocrabnser nHpopMalins, OTHECEHHAs! K
KaTerOpHsIM CITY)KEOHOW M OTPaHUYEHHOTO PACTIPOCTPAHCHUS (JIOCTYIIA).

Hoctyn monb3oBareneil kK uHGOpPMAlUMK  OrPAaHUYMBACTCS IIyT€M  OTHECEHUs
nH(pOpMaLIUK K COOTBETCTBYIOIIECH KaTErOpHH U HAJI0)KEHHEM Ha Hee COOTBETCTBYIOIIEro rpuda
OTpaHWYEHUsI pacrpocTpaHeHus. MHbopMamms orpaHUYEHHOTO JOCTyINa cHa0kaeTcs rpudom
«1ns cnyxeOHOro MOJIb30BAHUY.

[IpaBom oTHeceHus MHGOpPMAIUU K KAaTETOPUU OTPAaHUYCHHOIO JOCTYNA M HAJIOXKEHUS
COOTBETCTBYIOIIEro Tpuda obiiagaer aBTOp JOKYMEHTA IO COIUIACOBAHHUIO C PYKOBOJAUTEIEM
00pa3oBaTeNIbHOM OpraHu3aluy.

JlokymeHTUpOBaHHas WHGOPMalMsg OTPaHUYEHHOTO PACHpOCTpaHEHUs 0e3 CaHKUUU
JOJIKHOCTHOTO JIMIIA, YCTAHOBUBILETO PEKUM OIPAaHUYEHHOTO PAaCHpOCTPAHEHUs AJIs TaHHOTO
JOKYMEHTA, He TOJJICKUT pasrianieHuro (pacnpocrpanenuto). [lpenqocrapienue noap30BaTeIsM
JOoCTyla K JaHHOW HWHGOPMAalUU OCYHIECTBIAETCS MCKIIOYUTEIBHO [0 COTJIACOBAHHUIO C
yKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM ITyTE€M MO/Ia4l COOTBETCTBYIOIICH 3asBKH.

JIOMKHOCTHBIE  JIMIIA, [PUHSABIIKME  pelieHre 00  OoTHeceHMH  UHGpOpMaluHy,
3a(UKCUPOBAHHOM B JIOKyMEHTE, K KaTErOpUH OTPAaHMUYEHHOTO PACIPOCTPAHEHUS, HECYT
OTBETCTBEHHOCTh 32 000CHOBAHHOCTH MPUHATOTO PEIICHUS M €r0 COOTBETCTBUE JCHCTBYIOIIEMY
3aKOHOJATEIhCTRY.

Jlnanble nena paOOTHUKOB, IJIMYHBIE KAapTOUYKH pPAaOOTHUKOB, TPYAOBBIE KHUKKHU
pabOTHUKOB, TMpHKa3bl 1O JIMYHOMY COCTaBy [OJDKHBI XpaHUThCcs B ceiide wuimu B
MeTaJTHYecKoM mIkady.

3amucu B TPYAOBOM KHWXKKE TMOJIMKHCHIBAET PYKOBOJUTENb 00pa3oBaTEeNbHOMN
OpraHu3aliy. Y4eT, XpaHeHUe U BblJauy OJaHKOB CTPOTON OTYETHOCTH: AUILIOMOB, BKIIAIBIIICH
K HUM, CBUJIETEJIHCTB, YIOCTOBEPEHUH BEET 3aMEeCTUTENb qUpeKTopa. biaanku xpansTcs B ceride.

VYcraHoBKa M OKCIUTyaTallMs MPOrpaMMHOTO 0OecreueHHs], MOJYyYeHHOTO H3 JHOOBIX
HMCTOYHUKOB ¥ BBITIONHSIONMIET0 (DYHKIIMU, HE CBS3aHHBIE HEMOCPEICTBEHHO C BBHITIOJHEHHEM
pabOTHUKAMHU CBOUX JIOJDKHOCTHBIX 00S3aHHOCTEH, KATETOPUUYECKH 3arpelieHa.

Bes  mpencraBieHHas B QJNIGKTPOHHOM — BuAe HMHGopMaius, TMOCTyMaromas B
0o0pa30oBaTeNIbHYI0  OpPraHM3alUIO, B O0S3aTENPHOM  MOPSAKE  MOJUIEKUT  NPOBEPKE
AHTUBUPYCHBIMU CPEJICTBAMHU.
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SHGKTpOHHaH Imo4yrTa MOXKET HUCIIOJIB30BAaTHCA I10JIb30BaTCISIMU TOJIBKO JJIA
oOMeHa nHpopMaIuel, OTHOCSIICHCS K KAaTerOpHH, OTKPBITOM W CIyXeOHOH. 3ampernieHo
MCII0JIb30BATh AIEKTPOHHYIO TOUTYy I Tepenayd WHQOpMAIH, OTHOCSIICHCS K KaTeropuu
OTPaHUYEHHOTO PACIPOCTPAHEHUSI.

6.  KouTpoan 3a HCHOIHEHHEM JOKYMEHTOB

Opranu3anusi KOHTPOJIA.

KoHTporo moanexar BCe 3aperuCcTpUpOBaHHBIC JOKYMEHTHI, TPEOYIONINE HUCIIOJHEHUSI.
KOHTpOJII) HCIIOJIHCHUS OOKYMCHTOB BKIIOYACT: Y4YC€T, IMOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb
CPOKOB HCIHOJHCHH, HCIIOCPCACTBCHHYIO ITPOBCPKY XOAa HCIOJHCHHUA, IPOBCPKY KaducCTBa
HCIIOJIHCHUS, aHAJIU3 PE3YJIbTATOB UCIIOJIHCHUA.

KOHTpOJ'IB 3a HUCIOJHCHUEM IOOKYMCHTOB YCTAaHaBJIMBACTCA B LCIIAX olecrieueHns ux
CBOCBPEMCHHOTO U KAYCCTBCHHOT'O UCITIOJIHCHHS, ITOBLIICHUA YPOBHA 0p1"aHI/ISaTOpCKOI71 pa6OTI)I
U UCIIOJIHUTEILCKOU JUCHUIIIINHBI.

[Tpu mocTaHOBKE TOKyMEHTA Ha KOHTPOJIh HA TIPABOM BEPXHEM I10JIe JOKYMEHTA JeIIaeTCs
OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (IIITAMIIOM) «KOHTPOJIbY

KOHTpOJ'IIO MoJICKAT IMPUKa3bl, pCHICHUA COBCTOB, 4 TAKKC JOKYMCHTBI, ITOCTYIIArOIINUE
Ha MUMsI PyKOBOUTENS] 00pa30BaTeIbHON OpraHu3ainy.

Opranuzanys KOHTPOJISI UCIIOJIHEHUS BKIIIOYAET B ceOsl:

. ITOCTAHOBKY JOKYMEHTA Ha KOHTPOJIb;

. MOHHUTOPHHT UCITOJIHEHUS KOHTPOJIBHBIX OPYYEHUHN JOKYMEHTOB;
. CHSITHE HUCIIOJIHEHHOTO IOKYMEHTa C KOHTPOJI;

. HaIIPABJICHUE UCIIOJTHEHHOTO JOKYMEHTA B JIETIO.

PykoBoauTenu CTPyKTYpHBIX ToOJpa3fefieHuil o0s3aHbl paccMaTpuBaTh COCTOSIHUE
UCIOJIHUTENBCKOW  JUCHUIUIMHBI 1O  JOKYMEHTaM C MOPYYEHUSMU aJAMHUHHCTPAIUU
o0pa3oBaTeNbHON OpraHU3aluU, a TAKKe IJOKYMEHTHI, NOCTYNHUBIIKUE B aJIpec CTPYKTYpPHOTO
nojApasieNieHus U TpeOyrolue UCTIOTHEHUs, U TIOJITOTOBKU OTBETA.

JIOKYMEHT CUMTaeTCsl UCIIOJIHEHHBIM, KOTIa PEeIIEHbl OKOHYATEIbHO BCE MOCTaBJICHHBIE B
HEM BOMPOCHI 1 COOJIIOJIEHBI CIEAYIOIINE CPOKH:

. €CJIM B IOKYMEHTE MOCTaBJIEH CPOK HCIIOIHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTHI 0€3 yKa3aHusl CPOKa UCIOJHEHUSI — B MECSAYHBIN CPOK;

. €CJIM B IOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXIAHEBHBIN CPOK;

. nopyueHus 6e3 yka3aHus KOHKPETHOM J1aThl UCIIOTHEHHS — B MECSAYHBIN CPOK;

. C TIOMETKOM «OonepaTtuBHO» — B 10-THEBHBIN CPOK;

. no oOpalleHusM TpaxAaH, TPeOYyIOUUM JOMOJHUTEIBHOTO U3YYEHUS W

MPOBEPKH, — JI0 OJTHOTO MECSIIA CO JIHS PETUCTPALIMH, [0 OCTAJILHBIM — He 6ojiee 15 aHei.

Cpok ucuucisercs B KalleHAAPHBIX JHAX C JaThl MOANKUCAHUS TOKYMEHTA.

Ecnu nocnennuii neHb WCHOJNHEHUS JOKYMEHTa MPHUXOAUTCS HAa Hepabo4Hil JeHb, OH
MOJICKHUT UCTIOJIHEHUIO B IPEIIIECTBYIOIINI eMy paOouuii IeHb.

[Ipn HEoOXOOMMOCTH TPOJICHUS CPOKA KCIOIHEHUS JIOKyMEHTa OTBETCTBEHHBIN
WCIIOJIHUTENb MPEACTABISET Ha MMsI PYKOBOJAUTENS 0Opa3oBaTelbHOW OpraHH3aI[Ud, AABIIETO
MOpyYeHUe, MOTUBUPOBAHHYIO MPOCKOY O €ro MpOJUIEHWH He IMO3[JHEe 4YeM 3a TpU OHS [0
HCTEYEHHUs YCTAaHOBIEHHOTO CPOKA, C YEM CBOEBPEMEHHO IepenaeTcss nH(OopMalrs B IPUEMHYIO
PYKOBOIUTEINS 00pa30BaTENbHOM OpraHu3aliu.

Ilopsinok CHATHS JOKYMEHTOB C KOHTPOJISI.

JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CIIU PELICHBI IOCTaBICHHBIE B HUX BOIIPOCHI MIIN
aBTOpPaM JaH OTBET IO CYIIECTBY.

Ecnu no paspemaeMoMy BOIIPOCY OKHIAETCS OTBET, TO OH BMECTE C KONMEW OTBETa
3asIBUTEIII0 MOXKET HAXOAUTHCSI y UCIIOJIHUTENS HA KOHTPOJIE.

IIpomexyTOUHBIN OTBET, PAaBHO Kak M 3alpoC IO HCIOJHAEMOMY JOKYMEHTY WIIHU
YaCTUYHOE HCIOJHEHUE MOpPY4YEHHs, HE SBIAETCS OCHOBAHMEM JJIsi NPU3HAHUA JOKYMEHTa
HCIIOJIHEHHBIM.

CHATH JOKYMEHT C KOHTPOJISI MOXKET TOJIBKO JOJDKHOCTHOE JIMLIO, KOTOPOE MOCTaBUIIO €T0
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Ha KOHTPOJIb.

OcHoBaHueM MJi CHSTHS C KOHTPOJISI JOKYMEHTOB C MOPYYCHHUSIMU PYKOBOIUTEIIS
00pa30BaTEIILHON OpraHU3aIiH SIBIISICTCS JOKYMEHT — OTBET, NOAMMCAHHBIA PYKOBOJIUTEIEM, €T0
3aMecTuTeneM, Ju00 crpaBka 00 HCIOJHEHWH JOKYMEHTa 3a TMOAINUCHI0 PYKOBOJUTENS
CTPYKTYPHOTO I0JIpa3/ICIICHHUS.

Ecnu Bce mocraBiieHHbIE B IOKYMEHTE BOIPOCHI PEIICHBI B OTIEPATUBHOM MOpsiake, 0e3
MOJITOTOBKH TMHCbMEHHOIO OTBETA, WCIIOJIHUTENb Ha JIOKYMEHTE JI€JaeT KPaTKyl 3alucCh O
penIeHuy BOIpoca, yKa3blBaeT JaTy U MOAIUCH, II0CIIE Yero JOKYMEHT IIOMEIAETCs B JIETIO0.

7.Y4eT u XpaHeHUe nevyaTeil, IITAMIOB U 0JIAHKOB.

OO0s13aTeIbHOMY Y4eTy TOJJISKAT BCE BHUJABI TNEUaTeH W IITAMIIOB, OJIAHKH CTPOTOM
OTYETHOCTH, KOMaHIUPOBOYHBIC YIOCTOBEPEHUS, CIIY)KEOHbBIE 3a/IaHUsI, TPYI0BbIE KHIKKH.

VY4er Bcex neyarei M MITaMIIOB, UMEIOLIUXCS B 00pa30BaTEeNIbHOM OpraHu3alyy, BeAeTcs
B CIICIIMAIIBHOM XYypHae (npunosxcenue 2).

KypHanel ydera BKIIOYAKOTCS B HOMEHKJIATypy JAel. JIMCTBI HX HYMEpPYIOTCH,
MPOUINBAIOTCS U ONIEYaThIBAIOTCSI.

[TeuaTu u mWITamMNbl JOJKHBI XPaHUTHCA B cei(ax MM METAUIMYECKUX IKadax.

OTBETCTBEHHOCTh 3a XpAaHEHHWE U UCIOJIb30BAaHWE TeYaTeil, IITaMIOB HECYT
JIMIa, OTBETCTBEHHBIE 32 BEJICHHUE JIETIONPON3BO/ICTBA.

YHuuTOXKEHHE OJaHKOB MPOU3BOAMUTCS IO aKTy C OTMETKOM B COOTBETCTBYIOIIMX
KypHaiax y4era.

[Tedatn u mWITAaMIIBI YHUYTOXKAKOTCS MO AKTY.

[IpoBepka Hamuuusi meyaTei, MTAMIIOB M OJIAHKOB, a TaKXKe TOPSAKA WX XpaHEHUS H
WCIIOJIb30BAHMS TPOU3BOJUTCA KOMHMCCHUEH HE peXe OJHOTO pa3a B IOJl OJHOBPEMEHHO C
MIPOBEPKOM COCTOSIHUS IEIONPOU3BOICTBA.

8. CocraBiieHre HOMEHKJIATYPHI JIel.

Homenknarypa aena - 3T0 00s3aTeNbHBIA 7151 KaXXJI0W 00pa30BaTeIbHON OpraHu3aIin
CHUCTEMAaTHU3UPOBAHHBINA MEpEeUeHbh HAUMEHOBAHMI (3arojIOBKOB) JIeN, KOTOphIe (OPMHPYIOTCS C
yKa3aHUEM CPOKOB XpaHEHUs JieN (npunosxcenue 4).

Howmenknarypa aen mpemHasHadeHa i YCTAaHOBKHM B 0Opa30BaTEIbHOW OpraHU3aIiu
eAuHOTO Topsaka (OPMHUPOBAHMS JeJ, OOecleueHus X Y4eTa, OINEepPaTUBHOIO IOUCKa
JOKYMEHTOB IO UX COJICPKaHUIO U BULY, ONIPECIICHUSI CPOKOB XPAHECHHUS JIEN U SBIIICTCS OCHOBOM
JUTSI COCTaBJICHUS OMKMCEH JENT IOCTOSTHHOTO M JUTUTENbHOTO (cBbImIe 10 JieT) XpaHeHus, a TaKKe
JUTsl ydeTa Jies1 BpeMeHHOTro (110 10 J1eT BKIIFOUUTENIBHO) XpaHEHHUS.

B rpade 1 HoMEHKIATYpHI A€ MPOCTABISAIOTCS MHACKCHI KaX0TO eI, BKIFOUEHHOTO B
HOMeHKIaTypy. WHAekc gena COCTOMT H3 MUPPOBOro O00O03HAUEHUS M3 IITaTHOTO
pacrniicanus 00pa3oBaTeIbHOM OpraHu3anuy (Koaa) U MOpsIKOBOIO HOMEpa 3arojioBKa Jiena Imo
HOMeHKarype. Muaekcsl aen 0603HayaroTcs apadcKkumMu U paMu.

ITpumep —

12-05, rne 12 — o6o3nauenue (kox), 05 — MOpSIAKOBBI HOMEp 3arojIoBKa Jieja B pa3jeiie
HOMEHKJIATYPHI JIeI.

B rpade 2 HOMEHKIIATypBI [IE] TPOMUCHIBAIOTCS 3aTOJIOBKH JIE.

3aroyioBOK Jena JOJKEH YeTKO B CKaToi 0000IIeHHO# dopme oToOpaxkarh COCTaB U
coJiep>kaHue JOKYMEHTOB JIeNna.

B 3aromnoBkax IWYHBIX M JPYTUX JIEN, COAEPIKAIIUX TOKYMEHTHI 1O OJHOMY BOTIPOCY,
ynotpebasercsa TepmuH JIEJIO.

B 3aromoBkax jgen, coaepiKaluX IUIAHOBO-OTYETHYIO JOKYMEHTAIUIO, YKa3bIBAETCS
nepuo/1 (MecsIl, KBapTall, OJyroaue, Toj), B KOTOPOM IUTAHUPYETCs CO3JJaHHe TIOKYMEHTOB WU
nepuo ux (GaKTUIECKOTO BBHITIOJHEHUSI.

Bo Bpemsi pa3memieHusi 3aroJioBKOB Jel B HOMEHKJIATYpPE YYUTHIBAETCS BaKHOCTh
JOKYMEHTOB, BKIIFOUECHHBIX B JIEJIO, UX B3aUMOCBs3b. B Hauamne pacroJiararoTcsi 3aroJIOBKY Je B
OTHOIIEHUH JIOKyMEHTOB, TMOCTYNHBIIMX OT OPraHOB BBHICIIETO YPOBHA, Jaiee - IO
OpraHU3aI[MOHHO-PACTIOPSIUTEILHOM  TOKyMEHTAllMH, IUIAHOBO-OTYETHON  JIOKyMEHTAIluH,
MepenncKe, YIeTHO-CIPABOYHBIM BUJAM JOKYMEHTOB. B KaXI0W W3 3TUX TPYII JOKYMEHTHI
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TaKXKe Pa3MEILalTCs ¢ y4ETOM 3HaYMMOCTU U CPOKOB XpaHEHMSI.

I'padpa 3 HOMEHKIATYpBl i€ 3alOJHAETCS B TEUEHUE KaJeHJApPHOro roja — IpU
(hopMUpPOBaHUN HOBOTO JIEJIa, IIPH 3aKPHITHH /1A U TI0 OKOHYaHUH KaJICHIapPHOTO roja.

ITo noctwkenun aenom odbema B 250 JIMCTOB, TOM 3aKPBIBAETCS U OTKPBIBACTCSI HOBBIN
ToM. B rpade mocnenoBaTenbHO yKas3bIBAIOTCSI HOMEpa TOMOB M KpaiHHE JaThl JOKYMEHTOB
Ka)KJI0T0 TOMa.

[Tpumep —

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

DnEeKTpOHHBIE Jela Ha ToMa He pa3JieisitoTcs. Bee a1eKTpoHHbIE JOKYMEHTHI, HE3aBUCUMO
0T uX 00BbEMa, BKJIIOUAKOTCS B OJIHO JIEKTPOHHOE JAEJIO.

B rpajde 4 yxaspiBaeTCsl CpOK XpaHEHUs J€jia, HOMEpa cTaTedl [0 TUIIOBOMY WJIU
BEJIOMCTBEHHOMY NIEPEYHIO, (hefiepabHOMY 3aKOHY WM HHOMY HOPMaTUBHOMY [IPaBOBOMY aKTY,
a IIpY UX OTCYTCTBHUH — 10 TUIIOBOW MJIM IPUMEPHON HOMEHKIIATYpE eIl

B rpage S «IIpumedanrie» yka3pIBarOTCs CIIEUAIBHBIE CPOKY XPaHEHUS, IIPOCTABIISIOTCS
OTMETKH O 3aBEJCHUH /1€ (B TOM YHCIIE B JIEKTPOHHOM BHUJIE), O BBIIETICHUH /1€ K YHUUTOKEHHUIO
10 UCTEUYEHUHU CPOKOB UX XPAHEHHUS, O MECTE XpaHEHHUS MOJUIMHHUKOB IOKYMEHTOB, O Iepeaye
JIeJ1 B APYT'YI0 OpraHU3alno s IPOJI0JDKEeHUs U Ap. B rpade aenatoTcss OTMETKH 0 IepeXo X
Jenax ¢ yKa3aHHUEeM CTaporo MHJIEKCa Jiejla B CIIy4ae €ro U3MEHEHUsI.

[Ipumep —

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

[To nenam, KoTOpbIE MO KaKUM-JIMOO MPUYMHAM B TEUEHHE T0Jla HE 3aBOJUINCH, B Ipade
«I[IpuMedanne» HOMEHKIATYpBl JeN Jenaerca 3anuch — «Jleno He 3aBomuiiocky». [Ipu 3Tom B
rpade 3 nmpocraBiseTcs IpPOUEpK.

I1o oxOHUaHUY roJja B KOHIIE HOMEHKJIATYPHI JIE]I AEIAE€TCA UTOrOBas 3aIIUCh O KOJIMYECTBE
3aBEJICHHBIX e (TOMOB).

9. ®opmupoBaHue U oopmiieHHe 1€,
®opMupoOBaHHe JeJl.
dopmMupoBaHue el - 93TO TPYINIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBUU C HOMEHKJIATYpOH Aedl.
Bo Bpems dopmupoBaHus A€ clieqyeT NpUuaepKUBATHCS TaKUX OOIIUX MTPaBUIL:

- IIoM€laTh B A€jJa TOJbKO HMCIIOJHCHHBIC JOKYMEHTBI B COOTBETCTBHMU C 3arojIOBKaMu
A€ B HOMCHKIIATypE,

- TPYNIHPOBATh B Jefia JOKYMEHTBHI, BBIMIOJIHEHHbIE B TEUEHHUE OJHOIO KaJEHIAPHOTO
roaa (01.01-31.12), 3a uCKIIFOYEHHEM MEPEXOASAIUX e (BEAYTCA B TEUEHHWE HECKOJIBKHUX JIET),
JUYHBIX JETT;

- MOMeNIaTh B Jiefla TOJbKO OPUTHMHAJIBI WM, B Cllydae UX OTCYTCTBHS, 3aBEPCHHBIC B
YCTaHOBJICHHOM MOPSIKE KOMUH TOKyMEHTOB;

- HE JOMyCKaTh BKJIIOYEHHS B JieJa YEPHOBBIX, JIMYHBIX JOKYMEHTOB, Pa3MHOXKEHHBIX
KOMUK M JOKYMEHTOB, MOJJIEKAIIUX BO3BpaTy; pa3felbHO TPYNIUPOBATH B Jiea JOKYMEHTHI
MTOCTOSTHHOTO ¥ BPEMEHHOT'O XpaHEHNS,

- M0 00BEMY JIeTI0 He JOIHKHO mpeBbImath 250 nuctoB (30-40 MM TOIIIMHOMN).

Pacnonoxenre TOKyMEHTOB BHYTPU JI€1 MPOU3BOJUTCS B XPOHOJOTMYECKOM MOPSJIKE,
MIpH KOTOPOM HarboJiee paHHHE JOKYMEHTHI PACIIOIaraloTCsl B Havase Jena.

[lonoxxenusi, mpaBwiIa, WHCTPYKUMHU M T. ., YTBEPKIEHHBIE PacCHOPAIUTEIbHBIMU
JOKYMEHTaMU, TPYNIHUPYIOTCS BMECTE C YKa3aHHBIMU TJOKYMEHTaMHU.

[Ipuka3bpl MO OCHOBHOM JEATENHHOCTH (OPMUPYIOTCS OTAENBHO OT MPHUKA30B IO
KaJIpoBBIM BompocaMm (JIMYHOMY COCTaBy) (Ha3HauYeHHe, TEepeMelIeHUe, YBOJIbHEHHE
COTPYIHHKOB) M OT MPUKA30B 00 OTMYCKaX, KOMAaHIUPOBKAX U T.]I.

[IpoTokonbl 3acegaHuii KOJUIETHAIBHBIX OpPraHOB 00pa30BaTEeNbHOW OpraHU3AIUU
TPYNIUPYIOTCS B Ji€Jia B XPOHOJOTUYECKOM TMOPSIIKE U 110 HOMEPAM B Mpejienax KaJleHIapHOTo
rojaa. JJokyMeHTBI K 3ace/laHusM YKa3aHHbIX OPraHOB CUCTEMATU3UPYIOTCA MO J1aTaM U HOMepam
MPOTOKOJIOB, a B MpejesiaX I'Pynmbl JOKYMEHTOB, KOTOPbIE KacaroTCs OJHOTO MPOTOKOJA, - MO
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IIOBECTKE JIHA 3aceJaHusl.

[lepenucky crnepyer rpynnupoBaTh B J€jla 3a IEpUOJ KaleHIapHoro rojga. B neno
MIEPETHNCKH MTOMEIIAIOTCS BCE JOKYMEHTBI, BO3HUKIIME B XOJ€ peuieHus Bompoca. [lepenucka
CUCTEMATHU3UPYETCS B XPOHOJIOTMUECKOH MOCIIEI0BATENBHOCTH; IOKYMEHT OTBET MOMEIIAETCA 3a
JOKYMEHTOM-3aIIPOCOM.

Odopmiienue ged.

Jlena oOpa3oBaTeNbHON OpraHU3aINK MOJIeKAT 0(GOPMIICHHIO TIPH UX 3aBEACHUH H TI0
3aBEpILEHUH TOJIa.

OdopmiieHue iena — moAroToBKa Jieia K XpaHESHUIO BKIIIOUAET B ce0s1 KOMIUIEKC paboT 1mo
OTHCAaHMIO JieTla Ha OOJOXKKE, MOJIINBKE, HyMEPAlluu JIMCTOB U COCTABIICHHIO 3aBEPHUTEIHHOM
Haamucu. OdopMieHne aen mpoBOANTCS paOOTHUKAMU OpPraHU3aINH, B 00S3aHHOCTH KOTOPBIX
BXOJIUT 3aBeleHHE U (OPMHUPOBAHUE JI€N, MPU METOJAWYECKON MOMOIIM M TOJ KOHTPOJIEM
OTBETCTBEHHOTO 32 apXHB 00pa30BaTEIHHON OpraHU3aIINH.

B 3aBHCHMOCTH OT CpPOKOB XpaHEHHUSI MPOBOJHUTCS TOJTHOE MM YaCTUYHOE O(GOpMIICHUE
Jell.

[TonHomy odopMieHHIO TOJUIekKAT Jela MOCTOSHHOTO, BpeMeHHoTo (cBbiiie 10 1er)
XpaHeHus (10 JTMIYHOMY COCTaBY, JIMYHBIE Jieia YBOJICHHBIX paboTHHKOB). [TostHOE 0opmneHmne
JieTia perycMaTprUBaeT:

. MTOIIMBKY WJIA TBEPJIII MEPEIIET Aea;

. HYMEPAIHUIO JINCTOB B JIETIE;

. COCTaBJICHUE JINCTA-3aBEPUTEIIS;

. COCTaBJIEHHUE B OCOOBIX ciy4asX (MpH OPOPMIIEHUM JMYHBIX J€J, A ydeTa
0c000 IIEHHBIX TOKYMEHTOB) BHYTPEHHEH OINMMCH IOKYMEHTOB JIENa;

. BHECCHHE HEOOXOIMMBIX YyTOUYHEHUN B PEKBU3UTHI OOJIOKKU Jenia (YTOUHCHHE

Ha3BaHMs NMOAPA3JIENICHUs, HHACKCA U 3aroJIOBKa Jiefia, AaThl J1eia U Ap.).
Jlema BpemenHoro (o0 10 JeT BKIIOYMTENHHO) XpaHEHUS TMOMJISKAT YaCTHYHOMY
odopmiienuro. [lomyckaercs:

o XpaHUTB ACIa B CKOPOCHIWBATECIIAX,

. HE IIPOBOJUTH NMEPECUCTEMATU3ANIO JOKYMCHTOB B ICJIC,
. JIMCTBI A€JIa HE HYyMCPOBATh,

. 3aBCPUTCIIBHBIC HAAIIMCHU HE COCTABJIATh.

JIOKyMEHTBI, MOAJIEKAIINE MTOJHOMY O(GOPMIIEHHIO, MOALIMBAIOT HAa YEThIpE MPOKOJa B
TBEPYIO 00JI0KKY U3 KapTOHA WJIU NEPEIIETAI0TCS C yYETOM BO3MOXHOCTH CBOOOIHOTO YTEHUS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U pe3oironuid Ha HUX. [Ipu moaroroBke nes K MOALIMBKE
(mepemyieTy) MeTalJIMYeCKue CKperuieHus: (CKOObI, CKPENKH) U3 TOKYMEHTOB ynaisorcs. Jlena
IIOCTOSIHHOTO XpAaHEHMs, COCTOAIIME M3 HEe(POPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX
TBEPJIBIX MAIKax ¢ TPeMs KJIallaHaAMM U C 3aBsI3KaMH.

IIpu Hanmuuuu B Jiesie HEBOCTPEOOBAHHBIX JIMYHBIX TOKYMEHTOB (TPYAOBBIX KHIKEK U JIp.)
3TU JIOKyMEHTBl BKJIQJIbIBAIOTCSI B KOHBEPT, KOTOPBIM 3aTeM MOJIIMBaeTcst B 310 neno. Ilpu
HAJINYUU OOJIBIIOTO KOJIMYECTBA TAKUX JOKYMEHTOB OHHM MOTYT M3BIMaThCs U3 JIeJl, U Ha HUX
COCTaBJIIETCS OTJENbHAS OTUCH.

B koHIle KaXa0ro nena MOJIIMBAIOTCS YHUCTble ONAHKH (GOpPM Ul 3aBEPUTEIBHOM
Ha/IIUCH.

B nensix obecnieueHust COXpaHHOCTH M 3aKPETIICHUS MOPSAIKA PACHIOI0KEHHUS JOKYMEHTOB,
BKJIFOYEHHBIX B JIEJIO, BCE JIMCTHI, KPOME 3aBEPUTEIBHOTO, HyMEPYIOTCS apaOCKUMH Lu(ppaMu B
IIPaBOM BEpXHEM YTy, HE 3aJeBasi TEKCTa JOKYMEHTa, IPOCThIM I'pauuecKuM KapaHAaioM HIx
HyMEpaTopoM. YNOTpeOJieHHe 4YepHWJ W I[BETHBIX KapaHjaamend s HyMepaluu JHICTOB
3anpertaercsa. BHyTpeHH:s onHuch NMEET CaMOCTOSITENbHYIO HYMEPALUIO.

JIucThl N1en, COCTOSIIMX M3 HECKOJBKMX TOMOB WIH 4YacTel, HyMEPYIOTCA IO KaXIOMY
TOMY WJIN 4aCTU OTIENBHO.

dotorpaduu, 4YepTekH, AUATpaMMbl M JAPYrHe WIIIOCTPAaTUBHBIE U CIHEIU(pHUUYECKHEe
JOKYMEHTBI, IPEJCTABIISIOIINE CaMOCTOSATENIbHBIA JIMUCT B Jeje, HyMEpyITCs Ha 000pOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.
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CnosKeHHBIH JUCT pa3BOpauuBacTCad U HyMEpYyeTcs B MPaBOM BepxHeM yriy. Ilpu stom
JHCT 000ro opmara, MOAMIUTHIN 33 OJJMH Kpail, HyMepyeTcsl KaK OJMH JIUCT; JIUCT, CJIOKCHHBIH
Y NOJLINTHIN 33 CEPEANHY, IIOIEKUT IIEPEIIUBKE U HyMEPYETCs KaK OJIUH JIUCT.

[TommmTsle B €710 KOHBEPTHI C BJIOKEHUSMU HYMEPYIOTCSI; IIPU TOM BHAYaJIE HyMEPYETCs
KOHBEPT, a 3aT€M 04YE€PEIHBIM HOMEPOM KaKJI0€ BJIIOKEHUE B KOHBEPTE.

[loamuTeie B 1€70 TOKYMEHTHI ¢ COOCTBEHHOM HyMepaluel JUCTOB (BKIJIIOYas eYaTHbIE
U3J1aHUs1) MOTYT HyMEpOBAaThCsl B OOLIEM IMOPSJIKE WM COXPaHSATh COOCTBEHHYIO HYMEpALUIO,
€CJIM OHA COOTBETCTBYET IOPSIKOBOMY PACIIOJIOKEHHUIO JINCTOB B JIEIIE.

B cnyuasx oOHapykeHHs OOJBIIOTO YHCIIa OMIMOOK B HyMepallH JIHCTOB Jella B
JEJIONPOU3BOJCTBE IMPOBOAUTCI HUX INepeHymepauus. [Ipu nepeHymepanuu JIMCTOB CTapble
HOMEpa 3a4EepKHUBAIOTCS OJHOM HAKJIOHHOW YEpPTOM M PsIOM CTABUTCS HOBBIM HOMEp JIMCTA; B
KOHIIE JIela COCTAaBIIICTCS HOBas 3aBEPUTENIbHAsL HAJINCh, IIPU 3TOM CTapas 3aBepUTEIbHAs
HAJIIUCh 3a4€PKUBACTCS, HO COXPAHSAETCS B JCIIE.

Jlia ydera KoiMuecTBa JIMCTOB B Jele M (PUKCAlMM OCOOCHHOCTEH WX HyMepaluu
COCTaBJISIETCS 3aBEpUTENIbHAs HaAMKCh Jena. OHa cocTaBisieTcsl B €€ Ha OTAEIbHOM JIUCTE —
3aBepuTelie Jesa. 3aBepuTeNbHas HaJUCh COCTABIISETCS N0 YCTaHOBJICHHOU dopMe.

Bce mocnenytomiyie M3MEHEHHsSI B COCTaBE U COCTOSIHMM Jena (MOBPEXKIEHMs, 3aMeHa
MOJJIMHHBIX TOKYMEHTOB KOMHSIMH, TPUCOEANHEHNE HOBBIX JOKYMEHTOB U T. J1.) OTMEYAIOTCA B
3aBEPUTEIIBHON HAAMUCH CO CCHUIKOM Ha COOTBETCTBYIOIINM aKT.

OO6noxKa J1el1 MOCTOSIHHOTO, BpeMEeHHOro (cBbimie 10 jieT) XpaHeHUs U MO JIMYHOMY
cocTaBy o(opmiIseTcs o yCTaHOBIEHHOU (hopMme.

Ha oOnoxke naen MOCTOSHHOTO XpaHEHUs BBEPXY IPEIyCMaTpUBAETCs MECTO JUIs
HaMMEHOBaHUS rOCy/IapCTBEHHOI'O apXUBa, B KOTOPbII OHU OyIyT MepeIaHbl, a TAKKE apXUBHOTO
mudpa B IpaBOM BEPXHEM U JICBOM HIKHEM yIJIax.

IIpu odopmiiennn 0610%kKu Aen HauMeHoBaHUe lIIkoibl yka3bIBaeTCs MOJIHOCTBIO MO
yCTaBy, B UMEHHUTEIBHOM MaJIEkKe, COKPAILlEHHOE Ha3BaHUE — B CKOOKaX.

OO0s3aTenbHBIME PEKBU3UTAMU OOJIOKKHU JIeNa SIBJISIETCSl YKa3aHUE KOJUYECTBA JIMCTOB B
Jeie, KOTOpoe MPOCTABIIETCS. HA OCHOBAHUM 3aBEPUTENIBHON HAIUCH J€J1a, U CPOKA XPAHCHHUS
nena (Ha Jesax MOCTOSHHOIO XpPaHEHMsI TUIIETCS: «XPAHUTh IIOCTOSIHHO)), KOTOPBIN MEPEHOCUTCS
Ha 00JI0KKY JieJ1a U3 HOMEHKIIATYpPhI 0CJIE CBEPKHU €ro 110 CPOKaM XpaHEHHUs B IIEpeyHe.

JUia ydera DOKYMEHTOB OIIPEACICHHBIX KAaTETOPUM €N IOCTOSHHOTO M BPEMEHHOIO
(cBbime 10 jer) XpaHeHUs, y4eT KOTOPBIX BbI3BIBAETCS CHELM(UKON JaHHOW JNOKyMEHTalUu
(J1muHBIE nena, 0co00 LIEHHBIE), COCTABIISIETCS. BHYTPEHHSS OITUCh JOKYMEHTOB Jiea.

BHyTpeHHI00 onuch HE00X0AUMO TAK)KE COCTABIIATH B JiefIaX IOCTOSHHOT'O U BPEMEHHOTO
(cbime 10 ser) xpaHeHHsA, CPOPMHUPOBAHHBIX IO PA3HOBUAHOCTSAM JIOKYMEHTOB, 3aroJIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COEP)KAHNUE JOKYMEHTOB.

BHyTpeHHS OmuCh COCTaBIseTCs HAa OTAEIBHOM JIMCTE 0 YCTAHOBJIEHHOH (opMme,
KOTOpasi COACPKUT CBEIEHUS O NMOPSIKOBBIX HOMEpPAxX JOKYMEHTOB Jieja, UX MHAEKCAxX, AaTax,
3aroJIOBKax U HOMEPAaXx JIMCTOB JIEJ1a, HA KOTOPBIX PACIIOJIOKEH KaXKIbIi JOKYMEHT.

K BHyTpeHHEH omucu zena COCTaBJIAETCS MTOIOBas 3alluCh, B KOTOPOM yKa3blBaeTCs
nudpaMu U MPOIHUCHI0 KOJMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB U KOJMYECTBO JIMCTOB
BHYTPEHHEH OIHCH.

BHyTpeHHss OITUCH MOAMUCHIBAECTCA €€ COCTABUTENIEM C YKa3aHUEM JOJDKHOCTH, ITOATKCH,
pacupoBKY TOAMUCH U HyMEPYETCs B JeJie OTAENIBHO.

10.XpaHeHue U YHHYTOKEHHE JOKYMEHTOB.

JIOKyMeHTHI (7ief1a) ¢ MOMEHTa CO3/1aHus (TMoTydyeHus) Ui (GOPMHUPOBAHUS XPAHATCS B
OpraHM3al|y JI0 epENaYl ApXUBHOMY YUPEXKICHHUIO.

PykoBoauTens 00pazoBaTeIbHON OpraHU3aluy U CIIEUAIBHO Ha3HAYEHHOE JIMIO (JIHMLIA)
00s13aHBI 00ECTIEYUTh XpaHEHHE JOKYMEHTOB U JIe]l.

Jlena 10JKHBI XpaHUTBCS B BEPTHKAJILHOM IMOJIOKEHHUH B IIKa(aX, KOTOPbIE 3aKPHIBAIOTCSI.
Ha xoperikax 060%KeK /e yKa3blBaloTCsl HOMEpa Jell.

Bbinaua nen Bo BpeMEHHOE I0JIb30BaHHE PaOOTHHKAM 00pa30BaTeNbHOM OpraHU3aIiu
OCYILIECTBIISIETCSI C YCTHOTO Pa3pelICHUs €ro PyKOBOAUTENS, a APYIUM YUPEXKIEHUSM - C €ro
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IMUCbMCHHOI'O pa3pCHICHHA. Ha BbBIIAHHOC [CJIO COCTABJIACTCA KapTO4YKa - 3aMCHHUTCIIb. B
KapTOUYKE yKa3bIBalOTCS HOMEp J€Na, 3aroJIOBOK JIEJIa, AaTa €ro BbIAAYH, JIULO, KOTOPOMY €0
BbIJJaHO, J1aTa €TI0 BO3BpaTa, HOAINCH JIML, KOTOPBHIC BbIAAIN U NPUHAIN JCJIO.

IIpenocraBienue e BO BpEMEHHOE [10JIb30BAHUE OCYILECTBIISIETCS HEe O0Jiee ueM Ha OAUH
MECHL.

N3natue AOKYMCHTOB M3 JI€JIa IOCTOAHHOI'O XpaHCHUA 3aIlIPCIIaCTCA. B nckimounTenbHBIX
CllydasiX M3bSTHE JOKYMEHTOB JOIYCKAeTCs C pa3pelieHHs PYKOBOIUTENS 00pa3oBaTesIbHON
OpraHu3alu ¢ 00s3aTeIbHBIM OCTABJIEHUEM B JI€JIE 3aBEPEHHBIX JOJDKHBIM 00pa3oM KOIHUH.

Ilocne OKOHYAHMSA CPOKAa XpaHEHHMS IOKyMEHTOB, KOTOPBIE HE IIOJUICKAT Iepenaye
ApPXUBHBIM YUPEKICHHUSIM, JOKYMEHTHI CIIUCHIBAIOTCS KOMUCCUEH 00pa30oBaTeIbHOM OpraHU3aIiu
M0 MPOBCACHHUIO OBKCICPTU3bI HNCHHOCTU MOOKYMCHTOB, KOTOPYIO HA3HA4YACT PYKOBOAUTCIIb
oOpa3oBaTesbHON opraHu3anuu. Ha cnucaHHyr0 JOKYMEHTALUIO 3KCIEpPTHas KOMUCCHUS
COCTaBJISIET COOTBETCTBYIOIUMN AKT.

Crucaduas AOKYMCHTAaIUA YHHUYTOXKACTCA
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[Tpunoxxenue 1

K MHCTpyKIIMH 110 BEICHHUIO IE€TI0BOM
nokymenTanuu B MBOY «CHI Ne 11y

IIpumepHasi popma KypHa/Ia yyeTa nedareil u IITAMIOB

o0pa3oBaTeIbHOI OPraHu3anuu

Pe3yabTarhsl .
HaumeHoBaHue . OTTHCK nevaTeit
HaumeHoBaHue eKeroAHOM
noapasaesieHus, OT1meTKa 00 (mTamMmnos)
ne4yaru OT1TtHCK Hoanucse, NPOBEPKH
JMOJIZKHOCTh YHUYTOKEHUH, | JJIs
Ne n/mm | (ramna), MHUIKAATO | IEYATH YAOCTOBEPHIOIIAS | HATHYUA Mpumeyanue
noJiyqyareJst v . HOMeEp YHUYTOKEHMS,
p 3aka3sa, HTaMIa) noJiyyeHue, 1aTa | neyarei
pamunusn aKTa U jara aara
AaTa MOCTYIJICHU S U IITAMIIOB,
nmoJryqyareJist BO3BpaTa
JAaTa NPOBePKH
1 2 3 4 5 6 7 8 9

ITo ocHOBHOM AeATEILHOCTH

IIpumepHnas ¢popma Kuuru/ ;kypHaJia perucTpauuu nNpruKa3on
o0pa3oBaTe/IbHOM OPraHu3aIuu.

Hara Cpox OTmeTKa 00 HCTIOJTHEHUH
Ne Homep
Coaep:xanue HUcnosHureab |[McnosHeHus
n/n NnpuKa3a
npuKasa
O npoBeneHuu 30.08.2022  |CHAT ¢ KOHTPOJIS
1 25.08. 74-0 KOMIUICKTOBAHUA | o1 30.08.22
2022 eIaroruuyecKux
KaJIpOB




ITo xagpoBBIM Bompocam
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Jl:;_)l'l Jara npuka3a | Homep npukasza Bux npukasa ®HUO corpynHuka OcHoBaHue
T Ne 25 ot
1 14.10.22 77-K [Tpuem 014[0) 14.10.2022
Ilo kOHTHHTeHTY 00y4aroIuXCs
Ne Homep
[ara npuxa3sa Bupa npukasza ®U obyuaromerocs OcHoBanue
n/n npuKa3a
3asiBIICHUE POJIUTEIIEH
1 28.09.2022 35-y 3auucnenue oU ot 27.09.2022
Neo 46
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[Tpunoxxenue 2
K MHCTpyKIMH 110 BEIEHUIO IEII0BOMI
nokymenTanuu B MBOY «CHI Ne 11y

IIpumepnas popma Kuuru/ ;kypHajia perucTpauuu pacnopsikeHui
o0pa3oBaTeIbHOM OPraHu3aluH.

Ne i/ Hara Homep Conenskanme KTo moxmmcan Cpoxk ucnosinenusi| Ormerka 00
B pacnopsizKeHus | pacnopsikeHust ep " HUCIOJTHEHUH
®.10. O noesne yyamuxcst Char ¢
1 20.10.22 37-P 71C yrat 22.10.22 KOHTPOJIA
Ha YKCKYPCHIO 271022
IIpumepnas ¢popma Knuru/ ;kypHaJjia perucTpanuu nNpoToKoJioB
o0pa3oBaTe/IbHOM OPraHU3aluu.
Ne n/m | Ne mporoxkosia [ara ero IloBecTka nHsA

perucrpauuu
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[Tpunoxxenue 3

K MHCTpyKIIMH 110 BEICHHUIO IETI0BOM
nokymenTanuu B MBOY «CII Ne 11»

IpumepHasi popMa perucTpalMOHHOIO0 KyPHAJIa BXOAAIIUX JOKYMEHTOB
o0pa3oBaTe/IbHOI OPraHu3al UM

Jlara Pe3osonust niin
Ne i/ | mocrynjienusi | Jlata u Homep Kparkoe conepxanue KoMy HamnpasJieH | OTMeTKa 00
gokymenta/ | noKkymenra, | KOPpecioH- JIOKYMEHT MCIOJIHEHU U
BXOAALIMIA |NPHUCBOEHHBIN AEHT (moanuck,
HOMep aBTOPOM yAOCTOBEPSIIOIIAS
AY
1 2 3 4 6 7
IIpumepHas popmMa perucTpPalOHHOIO KYPHAJIA HCXOAAIIMX JOKYMEHTOB
0o0pa3oBaTe/IbHOM OpPraHu3anumn
aTra u HOMe
Perucrpan 2 p
JlaTa . JOKYMEHTAa, Ha
Ne HOHHBIN Kparkoe .
MOKYMEHT Anpecar KOTOPbIii HcnoHuTeEIb
n/n HOMeEp co/iep:KaHue
a naercst 0TBET
TOKYMEHTAa
1 2 3 4 S 6 7
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[Tpunoxxenue 4
K MHCTpyKIMHU 110 BEICHUIO J1€JI0BOU
noxkymenTtanuu B MBOY «CIHI Ne 11

HNPUMEPHAA HOMEHKJIATYPA JIEJI
OBPA3OBATEJIbHOU OPTAHU3ALIUN
Oo0ueo0pa3zoBaTeibHOE YUpPEKIEHUE

Cpok
XpaHeHusl
KounuecTBo
Nupexc 3aroJi0BOK Jejia aeqaa (Toma,
e IIpumeyanue
aeaa (ToMa,yacTn) YacTH)
(TomoB) .
u Ne crareii mo
Ilepeunio
1 2 3 4 5
01. PyxkoBoacCTBO (KaHLeJIsIpUA)
HopmaTtuBHbBIE TPAaBOBBIE aKTHI
Jlo MuUHOBaHMS
OpPraHOB, OCYIIECTBIISIONTUX
aBJieHHE B cepe 00pa3oBaHUs HanobroCTH
01-01 ygll")HaMeHTI/I e ’ m. «O» cT. 3, m. | 3aBeAeHO
p pyrott «0O» ct. 4 TII
00pazoBaTeNIbHbIE OTHOIICHHSI.
2019
Konuu
[TocrosHHO [Tocne 3amenbl
01-02 | ¥YcraB OO
ct. 28 TIT1 2019 | HOBBIM
Jlo MUHOBaHHS
CBHUICTENBCTBO O IOCTAHOBKE Ha [Tepexomsmiee ¢
01-03 eT B HasoroBoM oprane (MHH) Hapobnocty, 2012
i P ct. 24 TIT1 2019
01-04 CBUACTENBCTBO O BHECEHUH 3aITUCH B ITocTostHHO [Tepexomsmiee ¢
EI'PIOJI ct. 24 TIT1 2019 | 2012
JlokyMeHTBI (OTOBOP, KOHTPAKT,
CBHJICTEILCTBA) HA IIPaBO 0 JIMKBUJIAITUN
. ) P A Aatl [Tepexomsmee ¢
01-05 | omepaTuBHOroO ynpaBieHUS OpraHM3auuy | 5.0
HMMYILIECTBOM, Ha IIPABO MOJIb30BAHUS ct. 93 TI1 2019
3eMeNIbHBIM Y4aCTKOM
ITocne
MpeKpamieHus
01-06 JIuueH3uu 1 NpUIIOKEHHUS K HUM > Jer JEUCTBUA
ct. 55 TIT1 2019
JTULEH3UU
Ilepexonsauiee ¢
2018
o Jlo muKBUaAIUN
CBUAETENBCTBO O TOCYIAPCTBEHHOM [lepexonsmiee ¢
01-07 AKK D TALLII OpraHu3aLUM, |, 7a
peitat cr. 61 TIT 2019
01-08 | CaHuTapHO-’MHUIEMHUOIOTUUECKOE 5 net, OIIK | Ilepexonsiee ¢
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3aKJIFOYCHHUEC Ha O6pa3OBaT€JIbH}’IO
ACATCIIBHOCTh, CAHUTAPHO-
SIMHUACMHUOJIOI'MYCCKOC 3aKIIFOYCHHUEC
Ha MCIAUIUHCKYIO JCATCIbHOCTD

cT. 429 TI1 2019

2018

l'ocynapcrBennoe/ Hocrosinro
01-09 M yI/II[ EIHaJII)HOC S . «O» ct. 198
yHun g TII 2019
OT4YeT O BHITIOJIHEHUH [TocTostHHO
01-10 | rocymapcTBEHHOTO/MYHHUIIUITAIEHOTO . «a» cT. 211
3a7aHus TIT 2019
01-11 |IIporpamma pa3BUTHS Hocrosmmo Hepexonsmee ¢
POTpaMMa p cr. 193 TIT 2019 | 2020
[ToctrosHHO
01-12 | ITpoTOKOJIBI KOJUIETHAIBHBIX OPraHOB . «B» cT. 18 TII
2019
[TIpoTokosbl coBENIanuii mpu Hocrosmno
01-13 |.P B P m. «e» cr. 18 TIT
TUPEKTOPE 2019
[TpoToxoJIBI OOIITUX COOpaHMiA Hocrosrro
01-14 P . Hl p L. «K» CT. 18
pabOTHUKOB TII 2019
ITocTostHHO
01-15 [Tpuka3pl MO OCHOBHOM AESTEIHLHOCTH o. «a» cT. 19 TII
2019
Kuura/xypHan peructpauuu [TocTosiHHO
01-16 | mpuKa3oB MO OCHOBHOM . «a» cT. 182
NEATENbHOCTH TII 2019
[Ipuka3bl 1O KOHTUHTEHT HMoctosnro
01-17 o6p AOLLIXCS y . «a» ct. 19 TII
yHarom 2019
Kuura/xypHan peructpanuu [TocTosiHHO
01-18 | mpuKa30B MO KOHTUHIEHTY . «a» cT. 182
oOyuaronuxcs TII 2019
[Ipukassl/pacopspKeHus 1o 5 ner
01-19 aIMUHUCTPATUBHO-X035IHCTBEHHBIM m. «o» cr. 19 TII
BOIIpOCaM 2019
Kuura/xypHan peructpanuu S et
01-20 l'IpI/IKaBOB/paCHOpH)KeHI/II:I 1o } I By or. 182
aJMUHUCTPATUBHO-XO035IICTBEHHO N TIT 2019
NEeSATEbHOCTH
01-21 JloxanbHble HOPMATUBHBIE AKTHI IO [TocTostHHO
OCHOBHBIM BOIIPOCAM ct. 8 TI1 2019
01-22 JIOKyMEHTBI O pOBEPKaxX (aKTHI, 10 ner

CIIpaBKH, HepeHI/ICKa) OpraHamMu

ct. 141 TI1 2019
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TOCKOHTPOJIs (Haa30pa)

01-23 Nucr U 10 JIEJIOIIPOU3BOICTB HocrosnHo Hocne samenbl
PyKIL a P ACTBY ct. 28 TIT1 2019 | HOBBIMH
01-24 Homenkmnarypa ne Hocrostnro ggpyg yelz) Heb:lfn?l
fatypa aet cr. 157 TI1 2019 | OAPHAET
—3roma
01-25 OO0paieHust rpaXkaaH U Mepenucka 5 et OIIK
110 UX PACCMOTPEHUIO ct. 154 TI1 2019
e 6 . 5 et
01-26 YPHAI pETHCTPAIIH ODPatletii . «e» cT. 182
paian TIT 2019
. Jlo MuKBUaAIMU
01-27 ﬁzs;{igByqua BBIIAYH II€YaTEN U JS—
ct. 163 TI1 2019
IIpu orcyrcTBUN
KHHUT, )KypHaJOB,
01-28 AKTBI YHUUTOKEHUS MeYaTe u 3 roma OTTHCKOB U
) [IITAMITIOB cT. 164 TI1 2019 | cirenkoB — 10
JIMKBUAITHNA
OopraHu3aIuu
KypHai perucrpamniy BXOIAITHX > Jer
01-29 in eH"IF)OB pan JU . «» CT. 182
AOKYM TIT1 2019
KypHai perucrpaiy UCXOIIITHX > et
01-30 yp P pan JUi . «I» CT. 182
JTIOKYMEHTOB TII 2019
o ITocTostHHO
01-31 [TyGmuuHbIit AOKIIaM O pabOTEe MIKOJIBI or. 209 TII 2019
ITocTostHHO
01-32 Otuer 0 camoo0ce10BaHNA or. 209 TII 2019
ITocTtosHHO
01-33 I'omoBo#i TTaH pabOTHI IIKOJIBI o. «a» cT. 198
TIT12019
Jlo MuUHOBaHUA
OrnepaTuBHBIC TUTaHBI (KBapTAJIbHEIE,
01-34 MECSIYHBIE) paOOTHI IITKOJIBI HajiobrOCTH
p cr. 201 TIT 2019
01-35 <D

02. O6pa3oBare/ibHAA AeATEIbHOCTD

OO6pa3oBaresbHble TPOrpaMMbl o 3ameHbl
[Tepexonsmee ¢
02-01 | mIKOJIBI TTO YPOBHSIM OOIIETO HOBBIMH 2017 roxa
oOpa3oBaHus ct. 271 IIMIT a
00-02 JlonoHUTEIbHBIE 00pa30BaTeIbHbIC Jlo 3amensl Ilepexonsmiee ¢
IIPOrpaMMBbI HOBBIMU 2020 rona
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ct. 271 IIMIT
IIpoToKkoJIBI 3aceaHui ITocTostHHO
02-03 | megaroru4ecKoro CoBeTa u . «xa» ct. 18 TII
JOKYMEHTBI K HUM 2019
00-04 Kuura ydera npotokosnos 10 ner
MeJarOTHYECKOro COBETa ct. 335 TIMII
02-05 JIOKyMEHTBI 110 aHAJIU3y U KOHTPOJIIO ITocTosiHHO,
00pa30BaTEIIbHON IEeATEITBHOCTH ct. 316 IIMII
[IpoToKoJIBI 3aceaHuil coBETa
poauTenen (poaIUTeTbCKOTO [TocTostHHO,
02-06
KOMHUTETA) U JOKYMEHTHI (CIpaBKH, cT. 324 [IMII
JOKJIaJIbl, THGOPMAIMK) K HUM
ITocTostHHO, ecimn
[TpoTokomel 3acenanuit 3roma IIKOJIA CHAET
02-07 .
JK3aMEHAllMOHHBIX KOMUCCUN cT. 326 IIMII | nOKyMEeHTHI Ha
rocxpaHue
WNndopmanus, ceegenus o padore 3 rona
02-08
TPYIII IPOJIEHHOTO JIHS ct. 312 IIMII
Knura yuera Beigaun meganeit 50 mer
02-09
yYAIIUMCS KO ct. 319 IIMII
Kuura yyera 651aHKOB U BbLAAYU 50 set
02-10 |arTecTaToB (perucTpalvy BbITAHHBIX
cT. 322 [IMII
JIOKYMEHTOB 00 00pa30BaHMM)
Knura yuera BpIgaun MOXBaJIbHbBIX 50 ner
02-11
JINCTOB ¥ MOXBAJIbHBIX I'PAMOT ct. 320 IIMII
ITocTrostHHO, ecin
JlokymeHTHI (IU1aHbl, TOKJIaTHbIE
3 roma IIKOJIa C/IaeT
02-12 | 3ammcKu, MEpenrcKa) O MPOBEACHUN
ct. 321 IIMII | TOKyMeHTHI Ha
OTKPBITHIX YPOKOB
rocxpaHue
[IpoTOKOJIBI POAUTENHCKUX COOpaHHiA 5 1ot
02-13 | ¥ JOKYMEHTHI K HUM (CITpaBKHU
HOKYM (cripasx, cr. 324 TIMIT
JOKJIa/1b1, HH(OPMAITUH)
3 roma
02-14 TYETHI O PabOTE COBETA pOAUTEINICH
© P poa cr. 325 [IMI1
02-15 AndaBuTHas KHUTA 3alUCH 50 ner
oOyuaronuxcs cT. 329 [IMII
ITocne
OKOHYaHUU
02-16 | JInunsle nena oOydaroOUUXCs 3 roma LIKOJIBI U IIPU
ct. 330 IIMII
BBIOBITHH B
JIPYTyIO HMIKOTY
I ro
02-17 | Dx3aMeHAIIMOHHBIE OUIIETHI A

cT. 503 TIMIIT
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DK3aMeHaIMOHHBIE pa0OTHI 1 rox [Tocne cnaum
02-18
oOyuaronuxcs cT. 506 [IMIT | 5x3ameHOB
N3bsaTeie u3
. | KJIaccHbIX
B anextponHO#
JKYpHAJIOB
Kitaccupie xypHaibi (bopme na jcke CBOJIHBIE
02-19 P ~ 5 ner
(37IeKTpOHHEIE) BEJIOMOCTH
CIIEBAEMOCTH —
cr. 331 IMIT |
HE MeHee 25 neT
XKypHan ygera mpoImymeHHbIX 1 5 nmet
02-20
3aMENICHHBIX YPOKOB ct. 337 IIMII
Kypnan 3ansaTuit no 5 mer
02-21
JIOTIOJIHUTEITLHOMY 00pa30BaHUIO ct. 493 TIMII
02-22 | XKypHan rpynnsl NpoAJIEHHOTO JHS > JieT
ct. 333 TIMII
02-23  |<.>
03. BociuraresibHas 1eATEJIbHOCTD
IImaHrl BocnUTaTENLHBIX 3 roma
03-01 .
MEPOTNPUITUI U JOKYMEHTHI K HUM ct. 194 TI1 2019
[Tepenucka mo Bompocam
03-02 | mpodopueHTanuu, TPya0BOTo 3 rofia
’ cT. 345 [IMII
00y4eHMS U BOCITUTAHUS
[lepenucka ¢ opraHaM¥ CUCTEMBI
03-03 |n (];)(bl/IJ'IaKTI/IKI/IpI/I 0€3Ha30PHOCTH > sier, S1IK
P 0P cr. 70 TIT 2019
HECOBEPUICHHOJIETHUX
ITocTrostHHO, ecin
03-04 JlokyMeHTBI 00 OpraHu3anuu u 10 ner IIKOJIA COAET
pabote narepei ct. 478 IIMII | TOKyMeHTHI Ha
rocxpaHue
JIOKyMEHTBI O IPOBEACHUU
OJIUMITUAJ, BUKTOPHH IO Y4€OHBIM
npe MeTzfllx,a CMOTpOB KOI-}III[(I COB /o MHHOBAH S
03-05 xp g)l(eCTBéHHOF(I)) TC,XHI/I‘IGY(?KOFO u HanobHoCTH
a : cr. 383 TIMII
JPYTUX BUIOB TBOPUECTBA
ITKOJIbHUKOB
JIOKyMEHTBI 0 BBICTaBKaX JIETCKOTO Jlo MuHOBaHUS
03-06 | XyA0KECTBEHHOTO M TEXHUYECKOTO HaZ00HOCTH
TBOpPYECTBA cT. 384 IIMII
ITocTosiHHO, ecin
Ortuetsl, uHopMaIu o padore
03-07 | oOmIECTBEHHBIX YICHUYECKUX 10 zer HIKoIa chact
m ye ct. 388 IIMII | OKyMEHTHI Ha

Opra"u3auin

rocxpaHue

03-08

<...>
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04. MeTtoagnueckas 1eATEJIbHOCTD

ITocTostanO,
04-01 ITonoskeHne 0 METOIUUECKOM COBETE . «a» ct. 34 TII
2019
[Tonoxenust 06 yueOHO- [TocTosiHHO,
04-02 | MeToaMYeCKUX OOBCIUHCHUSIX, . «a» ct. 34 TII
pabouux rpymmnax 2019
[IpoTokobl 3acenanuit
METOIMYECKOTO COBETA M IOKYMEHTBI Hoctosmro,
04-03 . «m» cT. 18 TII
(cipaBkH, JOKIaAbI, HHHOPMAITIH) K 2019
HUM
I"'omoBol maH paboThI > set, OIIK
04-04 Me"Irlo I/I‘IGCKOFOpCOBeTa cr. 200
A TII1 2019
pigs | pesmon et s ok |1
p p JT or. 46 TI1 2019 | OTEPATHBHBIM
OpraHu3auu BOIIpOCaM - 5 Jier
04-06 |[<.>

05. Kagposoe odecnieuenue

[Ipucnannsie s
CBEIEHUS — [0

05-01 | KonnekTuBHBIN I0TOBOP Mocrosrro MHUHOBaHHS
ct. 386 TI1 2019
HaJI00HOCTH
ITocne
JIOKyMeHTBI 0 IpOBEpKax UCTEYEHHUS CPOKa
05-02 BBITNOJIHEHUS YCIIOBUI 3 roza NEUCTBUA
ct. 389 TI1 2019
KOJUIEKTUBHOT'O JIOTOBOPa KOJUIEKTUBHOTO
JIOTOBOpA
05-03 [IpaBuna BHyTpEHHETO TPYA0BOTO [TocTosiHHO
pacrnopsika ct. 394 TI1 2019
05-04 [ITaTHOE pacnucaHue U U3MEHEHHUS K [TocTosiHHO
HEMY ct.40 TIT2019
05-05 [IITaTHBIE pacCTAaHOBKH (IITATHO- 50/75 ner
CIUCOYHBINA COCTaB paOOTHUKOB) ct. 42 TI1 2019
05-06 JIOJDKHOCTHBIE HHCTPYKLIUU 50/75 net
paboOTHUKOB ct. 443 TI1 2019
[Ipuka3zpl IO TMYHOMY COCTaBY
(mpueM, nepeMelnieHne, COBMeIIeHHE,
NepeBo/l, yBOJIbHEHHUE, aTTeCTALIHS, 50/75 net? DIIK
05-07 | nononHUTENBHOE NMPO(ecCHOHABHOE 1. «@» cT. 434

oOpa3oBaHue, U3MCHEHHE (PaMUIINH,
MOOIIPEHHMsI, HarPaKJCHUS, OTITyCKa
0 yXOJ1y 3a peOeHKOM, OTIycKa 0e3

TIT 2019
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COXpaHEHUS 3apa0O0THOM IJIaThI)

IIpukasel opranu3anuy 1o JUYHOMY
COCTaBYy (€XeroJiHble OIIAYNBAEMbIC
OTITYCKa, OTITYCKA B CBSI3U C

OO0 otmyckax,
KOMaHIMPOBKaxX
pabOTHUKOB C

5 nmer
oOydeHueM, JIeKypCTBax, He BPE/IHBIMU H
05-08 CBSI3aHHBIX C OCHOBHOM 11326,?;[(26% (unn) onacHBIMU
popUITBHOM) AESITETLHOCTHIO, O CIIOBHSIMU
P Yy
KOMaHJUPOBKAX U CIIyKEOHbBIX tpyaa — S0/75
MIPOBEPKax Jer
05-09 [Ipukasel o0 TMYHOMY COCTaBY . «;»r(éfa 434
(IMCUUIUIMHAPHBIE B3bICKAHNUSA) TII 2019
O exerogaHo
OTUTAYNBAEMBIX
OTITYCKaX,
OTITYCKax B
CBSI3H C
Knura/sxxypran perucrpanun S0/75 ner STIK o0ydeHueM,
05-10 YpHaIp p . «O» c1. 182 i
MIPUKA30B T10 JTUIHOMY COCTaBY) TIT 2019 JeKYPCTBAX, HE
CBSI3aHHBIX C
OCHOBHOM
(mpodunbHO)
JIESITEIbHOCTBIO
— 5 ner
KypHan ydera JTMYHBIX €1
05-11 PabOTHUKOB JIMYHBIX JI€], TUYHBIX 51?/12;12 alg?f{
KapTOUYeK, TPYJAOBBIX JOTOBOPOB ) TII 2 0'1 9
(ciTy>keOHBIX KOHTPAKTOB)
50/75 ner DIIK | Ilepexonsiiee ¢
05-12 | JInunbie gemna pabOTHUKOB or. 445 TI1 2019 | 2021 roxa
TpynoBbie 1OTOBOPEI, CIyKeOHbIE «
05-13 | KOHTpaKTHI, COTJIANICHUS 00 MX (5:3/153 ;I ?FTHBS)IE
W3MEHEHUHU, PACTOPKEHHUH )
05-14 YBenomiieHus1, IpeaynpexaeHus, 3 roma
paboTHHKOB(aM) paboToIaTeIeM ct. 436 TI1 2019
05-15 JIndHbIe KapTOYKH paOOTHUKOB (. 50/75 net DIIK | [Iepexoasiiee ¢
T-2) cT. 444 TII1 2019 | 202 roxga
[ToanuHHBIE TMYHBIE TOKYMEHTBI Jlo
(TpynoBasi KHUXKKa, JUTLIIOMBI, HeBocTtpeOGoBanu
05-16 aTTeCcTarThl, YI0CTOBEPEHUS, :TOC:ES 6,E)1_B[a§ (I)/I 15{ 9 pie — 50/75 net*
CBUJICTETHCTBA) )
Kuura ydera qBuKeHHs TPYTOBBIX S0/75 ner
05-17 KHI/I)KeIz]IIfI BKJIAJIBIILIEN B I—?I/ilx . «®» CT. 463
g «» TI1 2019
05-18 | Cornacust Ha 00pabOTKyY 3 roga ITocne
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NECPCOHAJIBHBIX JaHHBIX

cT. 441 TI1 2019

UCTEUYCHHUS CPOKa
JIEACTBUS
coriacus uiu
ero OT3bIBa, €CIIH
MHOE He
PEIyCMOTPEHO
(benepalibHbIM
3aKOHOM,
JIOTOBOPOM

JloKkyMeHTBI 00 OCBOOOKICHUH OT

05.19 |YTVIATEI HATIOTOB, MPENIOCTaBICHNH 5 nmer
JIBIOT, OTCPOYEK YIUIATHI WJIH OTKa3e ct. 304 TII 2019
B HEM 1Mo HajoraMm, coopam
ITpoTOoKOIEI 3acemaHni,
05-20 H(I))CTTaHKOB?;HHs[ 1/211 ;II)I/}III;II/Ie JIOKYMEHTBI 10 zier STIK
N cT. 485 TI1 2019
aTTeCTAlMOHHBIX KOMHCCHI
JIOKYMEHTBI 110 aTTeCTaIiH, 5 et
05-21 | ompenenenuto npodeccuoHaIbHBIX U
cT. 484 TI1 2019
JUYHOCTHBIX Ka4eCTB PaOOTHUKOB
JIOKYMEHTBI O TIPOXO0KICHUN
HE3aBHCUMOM OLIEHKH KBaJIU(PUKALINK
05-22 PabOTHUKOB WJIH JIMIL, 5 ner
MPETEHAYIOIINX Ha OCYIIECTBICHUE ct. 488 TI1 2019
OTIPEJINIEHHOTO BUIa TPYA0BOM
NesITeIbHOCTH
1 ron
05-23 | I'paduku mpoBeneHUs aTTECTALINH or. 490 TII 2019
ooz | rpeneerome
5 ct. 491 TIT 2019
MePEroroTOBKE pabOTHUKOB
[lepenucka mno aTTecranuu,
05-25 MEPEeToArOTOBKE U MOBBIIIICHUN 3 rona
cT. 499 TI1 2019
KBaTM(UKAIMU PaOOTHUKOB
05-26 [1nan noBeIIeHUs KBaNU(pUKALIUN 5 nmer
MeIarOTHYECKUX paOOTHUKOB cT. 482 TI1 2019
JIOKyMEHTBI O MPEeJCTaBICHUH K
HarpaxJaeHu0 paboTHUKOB
05-27 (mpencraBiieHus, XoAaTalcTBa > JIeT
’ ’ ct. 500 TI1 2019
XapaKTePUCTHUKH, BBIITUCKH U3
peleHuit u ap.)
3 roga
05-28 | I'padux oTmyckoB or. 453 TII 2019
05-29 TapudukanoHHbIE CTUCKU 50/75 net
(BemoMocTH) paOOTHUKOB ct. 400 TII 2019
05-30 | OT4eTsl paOOTHUKOB O 5 et OIIK
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KOMaHJUPOBKax

cT. 452 TI1 2019

I[OKYMCHTLI BCACHWIO BOMHCKOI'O

05.3] |yietan OpPOHMPOBAHUIO TPAXKIAH, 5 ner
peOBIBAIOINX B 3amace (TJIaHsbl, cT. 457 TI1 2019
OTYETHI)
JIOKYyMEHTBI BEJICHUIO BOMHCKOTO

05.3p |Yyieran OpPOHMPOBAHUIO TPAXKIAH, 5 mer ITocne cusaTus ¢
peOBIBAIOIINX B 3amace (KapTOUKH, cT. 458 TI1 2019 | yuera
JMCTKH, TIOBECTKHN)
XKypnan (kHura) NpoBepoK

05.33 | COCTOSHNS BOMHCKOTO y4eTa i 5 ner
OpOHUPOBaHUS IPak/iaH, cT. 459 TI1 2019
MpeObIBAIOLINX B 3arace

5 nmer

05-34 Kypuan yuera JHiL, nojiexaiyx . «e» CT. 463
BOMHCKOMY yUETY TII 2019
3asiBKU O MOTPEOHOCTHU B 1 ron

05-35 gggs:;;lle(ggn MHOCTPaHHBIX or. 377 TI1 2019
3asBiIeHHs paOOTHUKOB O BbIIAYE I ron

05-36 510;31\1/([21;;%3, CBSI3aHHBIX C PaOOTOMH, or. 451 T 2019

05-37 |<..>

06. byxraarepckuii yueT M OTYETHOCTD

ITocTosHHO
[Tonoxenue 06 oraTe Tpyaa u ITocie 3amensl
06-01 II. «a» CT.
MIPEMUPOBAHUU PAOOTHUKOB 294TI1 2019 | HOBPIMH
['onmoBoii utan puHAHCOBO Locrosmno
06-02 XO3SAMCTBEHHOM EITEIbHOCTHU IL. «@» cr. 247
TII 2019
OTueTsl 0 BBINOJIHEHNUH IIAHOB
(hMHAHCOBO-X035HCTBEHHOU Hocrosinro
06-03 JEATEeIbHOCTH OpTraHu3aluu IL. «@» CT. 272
’ TII 2019
['onoBEIE
OTUeTHI O BBITIOJIHEHHUH IIIAHOB 5 et
HMHAHCOBO-X03A1CTBEHHOU
06-04 b . «O» cT. 272
JEeSATEIbHOCTH OPraHU3alUU. TIT 2019
KBapranbusle
JIOKyMEHTBI 0 poBepKax (aKThl, 5 et
06-05 CIIPaBKH, MEPENNCKa) (PHHAHCOBO-
PaBK1, NEPErHeKa) ¢ cr. 282 TIT 2019
XO3SIUCTBEHHON NEATEILHOCTH
ITocTtosunHO
06-06 |T'ogoBas Oyxranrepckas OTYETHOCTh

cT. 268 TIT 2019
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5 ner
06-07 T'onoBas OroKEeTHAST OTYETHOCTD II. «a» CcT. 269
TII 2019
IIpoMmexxyTounble OyXrajaTepcKue > JIer Ipu otcyrcTBin
06-08 OTILGTH T yx p . «O» ¢T. 269 | roI0BBIX—
TII 2019 OCTOSIHHO
Jluist rooBo
06-09 AyIUTOPCKHE 3aKITIOYEHHUS 10 5 ner Oyxrantepckoun
OyXranTepcKoid OTYETHOCTH ct. 286 TII 2019 | oTueTHOCTH -
IIOCTOSIHHO
06-10 l'onoBbIe U KBapTaIbHBIE PACUYETHI 110 50/75 net’
CTPaxOBBIM B3HOCAM ct. 308 TII 2019
50/75 net DIIK?
06-11 JlunieBbie cueTa paOOTHUKOB or. 296 TII 2019
JIOKyMEHTBI O ITOJIy4EHHUH
3apaboOTHOM MIaThl (CBOIHBIE IIpu orcyrcTBUN
6 et
06-12 | pacueTHbIe (pacYeTHO-TIATEKHBIC) JIMIIEBBIX CUETOB
cT. 295 TIT1 2019
BEJIOMOCTH, PACUETHBIE JIUCTHI, - 50/75 net
JIOBEPEHHOCTH)
JIokyMeHTBI (KOTIUH OTYETOB,
3asBJICHUS, CITUCKU PaOOTHUKOB,
CIIPaBKH, BBIIMUCKHU U3 MTPOTOKOJIOB,
06-13 | 3akiroUeHwMsI, MEPEMHUCKA) O BHITLIATE > JeT
. ct. 298 TI1 2019
MMOCOOMH, OIIJIATE JINCTKOB
HETPYI0CIIOCOOHOCTH, MaTepHUATTLHOM
IOMOILH
[Ipu otcyrcTBHM
JIMLIEBBIX CYETOB
WA BEOOMOCTEHN
06-14 CnpaBku 0 10X04aX U CyMMax 5 net HAMCIOHIS
Hajora (pU3NYECKUX JINII cr. 312 TIT 2019 N
3apabOTHOM
mwatel — 50/75
JIET
06-15 HcnonaurenbHBIE JIUCTEI 110 5 ner ITocne
yIEeP>KaHUIO U3 3apabOTHOM MIIATHI cT. 299 TII 2019 | ucnonuenus
[Ipu TsKENBIX,
06-16 Tabenu u xKypHabl yueta pabodero 5 et EI;ISEEEE "
BPEMEHU cT. 402 TI1 2019
YCIIOBUSIX Tpyia
—50/75 et
06-17 Hanorossie gexmnapariuu (pacueTsl) 5 net DIIK
10 BCEM BHJIaM HaJIOTOB ct. 310 TIT 2019
06-18 JlokyMeHTBI 00 MHBEHTapHU3aIluu 5 et
aKTHUBOB ct. 321 TIT 2019
06-19 | HokymeHTBl 00 MUHBEHTapU3aLUU 5 nmer IIpu ycosuu
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TOBAapHO-MaTEPHUAIIBHBIX LICHHOCTEH

cT. 321 TI1 2019

MIPOBEACHUS
MIPOBEPKHU

JIOKYMEHTBI O MEPEOLIEHKE OCHOBHBIX

ITocie BBIOBITHS

(OH/IOB, OTIPE/ICTICHIH aMOPTHU3AIUN 5 ner OCHOBHBIX
06-20 > O P CPEIICTB U
OCHOBHBIX CPEJCTB, OLICHKE ct. 323 TI1 2019
HEMaTepUaIbHbI
CTOMMOCTH UMYIIIECTBA
X aKTUBOB
Ilocne
. YBOJIbHEHUS
06-21 JloroBOpBI O MaTepUaIbHOM 5 ner MATEDHANLHO
OTBETCTBEHHOCTH ct. 279 TII1 2019 p
OTBETCTBEHHOTO
auna
J1oTOBOPBI TPk IaHCKO-IIPABOBOTO
XapakTepa O BHITIOJIHEHUH padoT,
OKa3aHUU yCIyT (PU3UIECKUMHU 50/75 net?
06-22
JINI]AMU, aKThl CAAYN-TIPUEMKHA cT. 301 TIT 2019
BBITIOJTHEHHBIX Pa0OT, OKa3aHHBIX
ycayr
ITocne
06-23 JIOTOBOPBI ¢ POUTENIMHA 5 et OIIK HCTEUYEHUS CpOKa
(3aKOHHBIMHU TIPEJICTABUTEIISIMU ) ct. 11 TIT 2019 | neiicTBUst
JIOTOBOpA
06-24 | JIOKyMEHTBI YUETHOM MOJUTHKH > qier Hocre samerbr
YMCHTBL yH cr. 267 TIT1 2019 | HOBBIMH
[lepBuuHbIE yUeTHBIE TOKYMEHTHI U
p yi JIOKYM [Ipu ycnoBumn
CBSI3aHHbBIC C HUMU OIIpaBJaTeNbHbIC
MIPOBEICHUS
JOKYMEHTHI (KacCOBbIE TOKYMEHTHI U
MIPOBEPKU; IIPH
KHHUTY, 0aHKOBCKHE TOKYMEHTHI,
BO3HUKHOBEHUU
KOPEIIKH JIEHEKHBIX YEKOBBIX
06-25 | kHIKEK, opAepa, Tabeu, U3BEIICHHUS > qier ¢11opos,
» OPAIEP3, ’ ct. 277 TI1 2019 | paznornacuit
0aHKOB U MEPEBOAHBIC TPEOOBAHMSI,
COXPAHSIIOTCSI J10
aKThl O IpUEMe, c/ladye U CIIMCAaHUU
PUHSITHS
HMMYIIECTBA U MAaTEPHAJIOB,
pellIeHus 1o
KBUTAHIIMH, HAKJIa/IHbIE, aBaHCOBBIC e
OTUETHI, IEPEIncKa) y
[Tepeuens i1, UMEIOLIUX MTPABO
06-26 HOEHI/ICI/I e II;II,/I‘IHBIX » CTHIE)IX 3 IeT Hocne saMeHEr
p i ct. 280 TII1 2019 | HOBBIMU
JOKYMEHTOB
ITocne
06-27 JIOKyMEHTBI O B3aUMHBIX pacueTax u 5 mer HpoBECHUA
repepacyerax cT. 264 TI1 2019
B3auMoOpacuera
5 ner
06-28 | Kuura yuera JOBEpeHHOCTEM L. «2» CT. 292
TIT 2019
5 nmer
06-29 | Cuera-¢axTypsl

ct. 317 TI1 2019
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Jlo muKBHaAUN

i OpraHu3anuu
06-30 | XKypHan yyera OCHOBHBIX CPEJICTB I «a» ot 329
TIT 2019
KypHan ydyera MmaTepruaibHbIX > Jer
06-31 GZII})IOCT;;I{ ¥ MHOTO II?IM ecTBa . «0» ct. 329
H ym TII 2019
Kuwura ydera mpuxoHO-PacX0THBIX 5 nmet Hocue crmcanns
06-32 MaTepuasoB, 000PyI0BAHUS cT. 526 TIT 2019 | M&TCPHATPHEIX
[EHHOCTEH
06-33 [Tonosxenue o 3aKyrnke TOBapoB, [TocTostHHO
pabor, yciyr ct. 217 TI1 2019
3roma
06-34 | Ilnan-rpaduk 3aKynox or. 218 TII 2019
3 roma
06-35 | JIoKkyMEeHTHI TIO 3aKyITKam cT. 219-223 TI1
2019
[Tocne
5 mer OIIK HCTEYEHUs CpOKa
06-36 | MyHunMmaibHbIE KOHTPAKTHI or. 224 TI1 2019 | neitcraus
KOHTpAaKTa
06-37 [Tepenucka mo oCcyniecTBICHUIO 3 rona
3aKYIOK I HYX]l OpraHu3aluu cT. 229 TIT1 2019
06-38 KypHan perucrpanuu 3asgBoK Ha 3 rona
y4acTHE B 3aKyINKax ct. 227 TI1 2019
06-39 [Tepenucka mo Bompocam OKazaHus 5 net OIIK

IJIATHBIX YCIIYT

cT. 290 TI1 2019

JIOKYMEHTBI O IMOCTaBKE MaTepUAIIOB
06-40 | (cpIpbs), 0OOpyAOBaHUS U APYTrOn

MIPOTYKIINH

3 roma
cr. 511 TI1 2019

HpI/IeMO—C,Z[aTO‘IHLIe aKThI,
COCTAaBJICHHBIC ITPU CMCHEC
JOJDKHOCTHBIX, OTBCTCTBCHHBIX,
MaTCprUaJIbHO-OTBCTCTBCHHBIX JIMI]

06-41

15 ner
ct. 44 TI1 2019

06-42 <>

07. buoanorexka

ITocTtosHHO
07-01 ITonoxenue o OHOIHOTEKE o. «a» cT. 33 TII
2019
07-02 WuBeHTapHast KHUTA, aJ1(haBUTHBIN ITocTostHHO
KaTajgor ct. 330 TIT 2019
07-03 JIOKyMEHTBI y4eTa MaTepruagoB Jlo muKBuganuu

CHpaBO‘IHO—I/IH(pOpMaL[I/IOHHOFO

OUOINOTEKHU
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¢donma, onbIMOTEKH cT. 366 TI1 2019
07-04 AKTBI CITUCAaHHS KHUT U 5 nmer g;;cnio oif
MEePUOANYECKUX U3IaHUM ct. 365 TII1 2019 Ao
MIPOBEPKHU
OKYMEHTBI O TIOJITOTOBKE U
07-05 f O]ZGN;[GHI/H/I BmcfaBOK sIpMapoK > zier SIIK
P g » APMAPOT, cr. 368 TIT 2019
MIpEe3eHTAINH
07-06 |[<..>
08. ApxusB
[Tonoxxenue 06 apxuse, 00 Hocrosmno
08-01 KCIEDTHOI KOMSCCHH’ . «a» ct. 33 TII
P 2019
08-02 | YderHBIC JOKYMEHTHI apXHUBa Hocrosmro
™ P cr. 171 TII 2019
H
ITocTostHHO o fyTsepmHeHHH
08-03 | Onucwu aen MOCTOSHHOTO XpaHEHUs . «a» cT. 172 A
MHHOBaHHMS
TIT 2019
HaI00HOCTH
HeyrBepxieHHbI
S0/75 ner SI’CCOFJ'IaCOBaHHBI
08-04 | Omnucu gen Mo JMYHOMY COCTaBY m. «O» ct. 172 e 10
TIT 2019 A
MHUHOBaHHS
HaI00HOCTH
Onucu nen BpemeHHoro (cBaime 10 3 rona Hocne
08-05 fet) X ;[HeHPﬁI . «B» CT. 172 | yHUUTOXKEHUS
P TII2019 | gen
[Tocne
BO3BpAIICHUS
JIOKYMEHTOB.
JIOKyMEHTBI y4eTa BbIJIauM JIe]T Hust akros
08-06 OK YMeHTOB}l::) B eMeI}[IHoeH ’ 3 rona BBUIATHM JIC] BO
FOKYM p ct. 175 TI1 2019 | BpemenHoe
M0JIb30BAHUE
M0JIb30BaHHE
Apyrum
OpraHu3aIUsM -
5 ner
ITocne
BO3BpAICHUS
JIOKYMEHTOB.
JIOKyMEHTBI BBIEMKH eI 3 roma Hpu
-07 ’ HEBO3BpAIlICHUU
08-0 JIOKYMEHTOB cr. 176 TI1 2019 | HeBO3PPAMe
- MPOTOKOJTHI,
aKThI
BKJIFOUYAIOTCS B
neno ¢onma -
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IMOCTOSIHHO
Konuu apxXuBHBIX CIIPaBOK,
08-08 BBIJAHHBIE T10 3aIIpOCaM I'PAKIAH, 5 net DIIK
JOKYMEHTBI K HUM (3asIBJICHUS, cr. 178 TI1 2019
3aI1pocskl, CIIPaBKU, NEPENNCKA)
XKypnaibl, 6a3bl JaHHBIX y4eTa 5 et
08-09 | BBIIAYM apPXHMBHBIX CIIPABOK, KOIHI,
JAiH ap p cr. 177 TI1 2019
BBINTHUCOK U3 JIOKYMEHTOB
JloroBopsl (cornameHus) ¢ Mocue
apXUBHBIMU eXKICHUAMHU, HHBIMHU
08-10 opraHma Hs[ylx?g 0 Ei,aI/IMO eNCTBUU U > zer STIK HCTCHCHHA Cpoka
p ! A cr. 179 TIT 2019 | nefictaus
COTPYIHUYECTBE B Chepe apXHUBHOTO TOTOBODA
JieNia v IeJ0TPOU3BOJICTBA p
08-11 <>
09. MeaumnHCKOe 00C/Iy)KUBAHUE
[MocTosiHHO?
09-01 ITomoxeHne 0 MEAUIIMHCKOM OJIOKE m. «a» cT. 33 TII
2019
5 et
09-02 | MemuuuHCKHE KapThl O0YYaIOIIMXCS
AU PTRLODYHAIOM cr. 441 TIMIT
3aKIIIOYNTEIIHLHBI
€ aKThI
MEIUIUHCKUAX
OCMOTPOB
PabOTHHKOB,
09-03 JIOKyMEHTBI 0 MEIUITUHCKHIX 3 roma BBITIOJTHSIOIIUX
0CMOTpax ct. 635 TI1 2019 | paboThI €
BpPEIHBIMH,
OMNAaCHBIMHU
YCIIOBUSIMU
Tpyna — 50/75
JIET
ITocne
JloroBop o (huHaHCOBOM
5 nmer HCTEUYCHUS CpOKa
09-04 oOecrieueHnu 00s13aTEILHOIO or. 627 TI1 2019 | neiicraus
MEJIMIIMHCKOTO CTPaxXOBaHUS ’
JIOTOBOpA
09-05 JIOKyMEHTBI 0 METUIIUHCKOM 5 mer
00CIyKUBaHUU ct. 369 1IMII
09-06 <D
10. IInmed10K
ITocTostHHO

ITonosxenue 00 opraHu3au

10-01 . «a» cT. 33 TII
MUTaHUS 00YJAFOIIMXCS IIKOJIBI
2019
10-02 | IlomoxxeHue o OpakepakHOU ITocrosaHHO
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KOMHCCHH IIKOJIbI

. «a» cT. 33 TI1
2019

10-03 Ot4etsl, nHGOpPMALIMH, CTIPABKH 00 1 rox
OPraHu3aly MUTaHUs ct. 362 TIMII

10-04 YTBepKICHHBIE HOPMBI IUTAHUS IS J3H
IIKOJILHUKOB (MEHIO) ct. 839 IIMII
JIoKyMeHTHI (CepTH(HKATHI, aKThI,

10-05 | pexsiamarinu, 3aKJIFOUEHUS, CIIPABKH) > qier

’ ’ ct. 513 TI1 2019
0 Ka4eCTBE CBHIPbsI

10-06 HaxonurenpHas BEIOMOCTH 110 5 nmet
pacxoay NpoayKTOB MUTAaHUS ct. 276 TI1 2019
AKXTBI IO Opakepaxy, OpaKkOBOYHbIE

10-07 W3BelIeHUs, 1€PEKTHBIE BEJOMOCTH U 3 rona

’ ct. 787 IIMII
TepenucKa 0 BEHIOPAKOBKE MPOAYKITUN

10-08 2KypHan nmoctaBku NUILEBOM 3 roma

MPOAYKIIUH cr. 787 TI1 2019
1 ron

10-09 KoMmirekToBoOYHBIE BETOMOCTH or. 512 TII1 2019
JlokyMeHTBI (pactopspKEeHHS,

10-10 TpeboBaHUs1, HAKJIAAHbIE) 00 OTIyCKE 5 nmet
TOBApPOB CO CKJIAJ0B U OTIPY3Ke ct. SI8 TI1 2019
MPOTYKIINU
Kypnaine! 6pakepaxa MUIIEBBIX

10-11 | OpoayKTOB M KyJIHMHAPHOK 1 roz

cT. 967 [IMII
MPOIYKIIUH
XKypnan ydera TemnepaTypHOTo
10-12 peKumMa B X0JIOIUIIbHOM L ron
cT. 967 [IMII
o6opynoBaHuu (Ha UIIEOI0KE)
XKypnan npoBeneHus
10-13 BUTAMHUHU3AIUU TPETHUX U CIATKUX L ron
ct. 967 1IMII
OJIrO I
10-14 | TexHOJOTUYECKHUE KAPThI Jlo 3ameHbl [Tepexoasmiue ¢
HOBBIMU
2019 roma

10-15 ['uruennueckuii ;xypHan 1 ron
(COTpYIHHKH) ct. 967 I1IMII
Kypnan yuera reMneparypsl U

10-16 BJIQYKHOCTH B CKJIAJACKUX L ron

ct. 967 I1IMII
MTOMEUIEHUAX
10-17 | <..>
11. be3onacHocTh
11-01 | IMTaciopTt 6€30MaCHOCTH HIKOJIBI 5 nmer ITocne
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cT. 594 TII 2019 | akTyanuzanuu
nacropTa
ITocne
HCTEUYEHUS CpoKa
JloroBOpHI HAa OKa3aHUE OXPAHHBIX 5 et ACHCTBHA
11-02 yeyr or. 580 TII 2019 | AOTOBOPa; Hocie
MpeKpamieHus
00s13aTENILCTB 1O
JIOTOBOPY
JlokyMeHTBI (POTOKOJIBI, aKThI,
CIIPaBKH, CBEJECHUS, TOKIJIAIHbIE, 5 et DIIK
11-03 | cny>xeGHBIE 3aMUCKH, TTEPENHCKA) O ct. 587 TI1 2019
pacciieIOBaHUN YPE3BBIYANHBIX
MPOUCIIECTBUN MPU OXPAHE 3JTAHUI
Kuuru peructpanuu (ydera BblIauM) 3 roma
11-04 | ymocToBepeHH, NPOITYCKOB,
UJIEHTU(DUKAITMOHHBIX KapT er. 589 TII 2019
Pa3oBbie npormycka, KOpenKku 1 1o
11-05 MPOTYCKOB B CITY>)KEOHBIE 3/IaHUS ¥ HA or. 591 Tlil{ 2019
BBIHOC MaTE€PHUATIbHbBIX [IEHHOCTEH )
JIokyMeHTHI (3asIBKH, ITEpEIrcKa) O I ron
11-06 | momycke B ciy>keOHbIE TTOMEIICHUS B
Hepabouee BpeMs U BBIXOIHBIE THH er. 592 TI1 2019
JIOKyMEHTBI O TIOBBIIIICHHH
11-07 AHTUTEPPOPUCTUUECKOM or SSSETT?'IH;;I 9
3aIMIIEHHOCTH OpraHU3aAINH ’
JKypHaibl ”HCTpyKTaXKa 1o 3 roxa
11-08 | aHTUTEPPOPUCTUUECKOM or. 598 TIIE[ 2019
3aIHUIEHHOCTH )
11-09 JKypHain BBOJJHOTO HHCTPYKTaXKa 1O 3 roma
TpakJIaHCKOW 000poHe ct. 608 TIT 2019
XKypHan ydera HHCTpYKTaxa 1o 3 roxa
11-10 JIEUCTBUSAM B UPE3BbIUAMHBIX or. 608 T?[ 2019
CUTYaLMIX )
[1naHBI-cXEMBI DBaKyalluy U3 30aHUS Ho samenbl
11-11 N yan A HOBBIMU
MIPU YPE3BBIYAMHBIX CUTYaIUAX or. 606 TTI 2019
11-12 JlokyMeHTBI 00 oOecrieueHun 5 ner DIIK
IIPOTUBOIIOKAPHOTO PEKUMA ct. 611 TI1 2019
JlokymeHTBI 00 06ecriedeHnH 5 et OIIK
11-13 BHYTPHOOBEKTOBOTO U MPOITYCKHOTO or. 611 TII1 2019
pPEXKUMOB
11-14 Kypnaibl yuera HUHCTPYKTaKEH 1O 3 roma

MOXKapHOM 6€30TTaCHOCTH

cT. 613 TIT 2019
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Ilnane! nevicTBUN 1O

11-15 | nopenynpexaeHuIo U JUKBUIAIUN > Jer Hocse samerpt
. N ct. 603 TII 2019 | HOBBIMU
Ype3BbIYAITHBIX CUTYALIUH
1(;100 pH?S;(BOiZ;e};IP)IfTHHHZ)B 10 WK Hocrosmno
11-16 ym JDTOIHX TPYIOBYIO M1 . «a» cT. 8 TII
CITy’KEOHYIO JIeSITeIbHOCTh, MEpam 2019
MOYKapHOU 0€30MacHOCTH
11-17 | <..>
12. Oxpana Tpyaa
IIpu BpeaHsIX U
12-01 OTyeT no crnenuagTbHOM OLIEHKE 45 ner OIAaCHBIX
YCIIOBUH TPYZAA U TOKYMEHTBI K HEMY ct. 407 TII1 2019 | ycnoBusax tpyaa
—50/75 ner
[ToctrosHHO
12-02 | Ilosnoxenue o cayx0e oxpaHbl Tpyia . «a» ct. 33 TII
2019
5 net DIIK
12-03 | ILman pabGoThl CIYKOBI OXpaHbI TPyAa r. 200 TIT 2019
[ToctrosHHO
12-04 | MUaCcTpyKUIMM IO OXpaHe Tpyaa . «a» ct. 8 TII
2019
ITocne
Cornamenue no oxXpaHe Tpyaa u 5 net OIIK HCTEUYEHUS CPOKa
12-05 .
JIOKYMEHTBI K HEMY ct. 11 TII 2019 | nevicTBUA
coTJialleHus
I'onoBbie cTaTUCTUYECKUE CBEICHUS
00pa3oBaTeNIbHOM OpraHu3aluu o [TocTosiHHO
12-06 | TpaBMaTU3ME HA MPOU3BOJICTBE U . «a» cT. 335
poheCcCHOHANTBHBIX 3a00JICBAaHUIX TIT 2019
(d. 7— TpaBMaTU3M)
Casi3aHHbIE C
KPYITHBIM
MaTepUaIbHbIM
12-07 JloKkyMeHTBI (aKThI, IPOTOKOJIBI, 45 ner eo6oM I
3aKJIFOUEHUS1) O HECYACTHBIX CIIydasx cr. 425 TI1 2019 | TP
4eJI0BEYECKUMU
JKEPTBAMH —
MTOCTOSTHHO
12-08 XKypnan (kHura) peructparuu 45 ner
HECYACTHBIX CIIy4YacB cT. 424 TI1 2019
Kuuru ydyera nHcTpyKTakeu 1o 45 ner
12-09 | oxpane TpyZaa (BBOAHOTO, Ha pabouem 1. «@» cT. 423
MeCTe, IIeJIEBOTO) TIT 2019
12-10 XKypnan (kaura) yuera 5 ner

npo(uITaKTHYeCKuX paboT 1o oxpaHe

m. «0o» ct. 423
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TpyZJa, IPOBEPKHU 3HAHUM 10 OXPAHE TIT 2019
TpyAa
JIoKyMeHTBI (CIIpaBKH, MPEAJIOKEHNU,
12-11 000CHOBaHHS, TIEPEITUCKA) O 5 nmer
COCTOSIHMM M ME€pax Mo YIy4IICHHUIO ct. 409 TII 2019
OXpaHbl TpyJia
ul . ITocTostHHO
12-12 OPAJIOK Y4€Ta MUKPOIIOBPEXKACHUN I «a» or. 8 TII
(MUKpOTpaBM) pabOTHUKOB
2019
[Tonoxenue o nopsiike 00ydeHus Mo [TocTosiHHO
12-14 | oxpaHe TpyAa U IPOBEPKU 3HAHUS . «a» ct. 8 TII
TpeOOBaHUM OXpaHbl TpyAa 2019
ITocTostHHO
12-13 | IIpaBuna no oxpasne Tpyaa . «a» ct. 8 TII
2019

12-14
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