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HHCTPYKIUSA 11O JEJOITPOU3BO/JACTBY
1. O0ue moJ10:KeHu A

1.1. WuHCcTpyKnus Mo AeIonpou3BOJACTBY B ['ocymapcTBEeHHOM OOKETHOM JOMIKOIBHOM
00pa3oBaTeILHOM  VUPEXKIEHUU JeTckuii cam Ne 44  BacuieocTpoBCKOro —paiioHa
Cankr-TlerepOypra  (mamee —  MHCTpyKIHs)  YCTaHABIMBAET  €OUHYI0  CHCTEMY
JeNOMPOU3BOICTBA U MOPSIIOK  TOATOTOBKH, OGMOPMIICHHS, MPOXOXKACHUS, KOHTPOIS
3a UCTIOJTHEHUEM, YYeTa, XpaHEHWs,, U3TOTOBJICHHS, KOIUPOBAHUS | THPAKUPOBAHUS
CIy)KEOHBIX TOKYMEHTOB B oOpa3oBarenbHON opranuzanud [BJIOY Ne 44 (namee —
obpaszoBatenbHas opranuzais, O0).

1.2. Wnctpykuusi paspaboTaHa B COOTBETCTBHH C TpeOOBaHMSIMH (eaepallbHBIX 3aKOHOB
ot 22.10.2004 Ne 125-®3 «O06 apxuBHOM aene B Poccuiickoit denepariuny,

ot 27.07.2006 Ne 149-®3 «O06 nnpopmarmu, HHPOPMAIIMOHHBIX TEXHOJIOTHSX W O 3alIUTE
uHbopMaIUun,

or 02.05.2006 Ne 59-®3 «O mopsiake paccMOTpeHHs oOpalieHuid TpaxkmaH Poccuiickoit
deneparuny,

or 01.06.2005 Ne 53-®3  «O rocymapcTBeHHOM si3bike  Poccuiickoit ~ Deneparumny,
or 06.04.2011 Ne 63-®3 «OO6 snekTpoHHOM moanucu», IlpaBua opraHu3anuu XpaHEHUS,
KOMILJICKTOBAHUS, Yy4eTa W UCIOJIb30BaHUS JTOKYMEHTOB ApxuBHoro ¢ouaa Poccuiickoi
denepani M IPYruX apXHWBHBIX JOKYMEHTOB B TOCYIApPCTBCHHBIX OpTaHax, OpraHax
MECTHOI'O CaMOYIpAaBJICHUS W OpraHU3alMsIX, YTBEPKIEHHBIX mpukazoM Pocapxusa
ot 31.07.2023 Ne 77, nanmoHanbpHBIX cTaHAapToB Poccuiickoii denepanuu Mo yrnpaBIeHHIO
nokymentamu: ['OCT P 7.0.8-2013 «CHUBU/I. Jlenonmpou3BOJACTBO | apXUBHOE JIEJNO.
Tepmunasr  u onpenenenus», [OCT P 7.0.97-2016 «CHUBUJ. OprasusanroHHO-
pacropsiauTenbHas ToKyMeHTanus. TpedoBaHus K 0pOpMIEHUIO TOKYMEHTOB.

1.3. Tlpumenenne MHCTpYKIMH AOHKHO CIIOCOOCTBOBATH (HOPMHPOBAHHIO OQHUITHATBHO-
JIEIOBOTO  CTUJISL JIOKYMEHTOB, IOATOTABIMBAaEMbIX B 00pa30BaTENbHON OpraHU3aIuy,
COKpAIlIEHHIO 3aTpaT TpyAa M CPEICTB B IPOLECCE CO3AaHUS JOKyMEHTOB. MHCTpykuums
SIBIISIETCS  00SI3aTEIBHOM Il WCIIONHEHUs pabOTHUKaMH 00pa3oBaTEeIbHON OpTraHM3allny,
OCYILIECTBISIONIMMH MOATOTOBKY U OQOpMIIEHHE JOKYMEHTOB.



1.4. Tlonoxxenust MHCTPYKIIMK PacripOCTPAHSIOTCA Ha OPTaHU3aLUI0 PA0OTHI C TOKYMEHTaMHU
HE3aBHCUMO OT BUJAa HOCHUTENS, B TOM YHCIE BJEKTPOHHBIMU JOKYMEHTaMH, BKJIOYas
MOJTOTOBKY, 00pa0OTKy, XpaHEHHE | UCIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBISIEMbIX
C IPUMEHEHNEM WH(OPMAIIMOHHBIX TEXHOJIOTHH.

15. OcobenHoctu pabOThI ¢ JOKYMEHTaMH, COACPKAIUMU  KOH(UICHIIHAIBHYIO
uHpopmanuio (cayxkeOHYHO U MHYIO TallHy, T[EpPCOHAIbHBIC JaHHBIC), PETYIUPYIOTCS
JIOKAJbHBIMM ~ aKTaMH (MHCTPYKIHMSIMH, TIOJOKEHUSAMH, TMPaBUIaMK), YTBEPIKIACMBIMH
PYKOBOAMTEIEM 00pa30BaTeIbHON OpraHU3aIUH.

1.6. TpeboBanust MHCTpYKIIMH K paboTe ¢ OyXraaTepcKoi, HayYHO-TEXHHUYECKOW W APYrou
CIELUAIbHOW TOKYMEHTAalUel pacpoCTPaHAIOTCS JIMIIb B YaCTH OOIIMX IMPUHIUIIOB PaOOTHI
C IOKyMEHTaMH, a TaKKe INOArOTOBKU JOKYMEHTOB K II€pe/laue Ha apXUBHOE XpaHEHUE.

1.7. OTBETCTBEHHOCTh 3a OpraHu3aluilo U COCTOAHUEC ACIOIPOU3BOACTBA B 06p330BaTeJ'IBHOI\/'I
OopraHu3anu HECCT PYKOBOAUTCIIb, KOTOpLIﬁ:

e yTBepkaaeT  MHCTpyKUMIO 1O JEJONPOM3BOACTBY M HOMEHKJIATypy A€l
00pa3oBaTenbHON OpraHU3aIuy,;

e oO0OecreynBaeT  BHEAPEHUE U KOHTPOJIUPYET  COONIOJCHUE  CTPYKTYPHBIMHU
nojpasieieHusIMA  TpeOOBaHM HacTosime WHCTPYKIIMU | rocyaapCTBEHHBIX

CTaH/IapTOB;

e TPOBOJUT MPOBEPKY COCTOSIHHSI JIEJIONIPOU3BOICTBA B CTPYKTYPHBIX
noJpa3aeseHusIX 00pa3oBaTeIbHON OpraHu3aliiy;

e o0ecrmeynBaeT  METOAWYECKOE  PYKOBOJCTBO, WHCTPYKTaXX U KOHTPOIIb

3a cOOI0AEHUEM YCTAaHOBJIGHHOTO  TOpsiiKa  pabOTBl € JOKYMEHTaMHU
B CTPYKTYPHBIX MOAPA3ACICHUIX 00pa30BaTeIbHON OpraHu3aIuy;
e HMHHUIMHPYET MOBBILLICHUE KBaJIM (pUKALIIH paboTHUKOB 0 BOIIpOCaM
JIeTTONIPOU3BO/ICTBA,
YIIOCTOBEPSIET MOANMCHIO U MEYaThIO JOKYMEHTHI.

1.8. HemnocpencTBEHHO BeneT JEJIONPOU3BOJACTBO B 00pa30BATENbHON  OpraHU3aluu
OTBETCTBEHHBIH 3a BeJleHUe JIeJIONPOU3BO/ICTBA (manee — OTBETCTBEHHBIH
3a JISJIONPOU3BO/ICTBO), KOTOPBI HA3HAYAeTCsl MPUKA30M PYKOBOIMTENS 00pa3oBaTebHOMN
opranu3anuy. OTBETCTBEHHBIM 3a JEJONPOU3BOACTBO B COOTBETCTBUM C BO3JIOKEHHBIMU
Ha HEro 3a/ladyaMH:

e OCYILECTBISAET PErUCTPALIMIO U YYET JOKYMEHTOB,

e OpraHM3yeT JOKYMEHTO00O0pOT, popMUpOBaHHE Jel, UX XPaHECHHUE,

e OCYIICCTBISET  TEKYIIMH  KOHTPOJIb 33 CBOCBPEMECHHBIM  PacCMOTPEHHEM
U TIPOXOJK/ICHHEM JIOKYMEHTOB B 00pa30BaTEIIbHON OpraHu3aIiH;

e o0ecrieunBaeT COOJNIIOJICHUE CIUHBIX TPEOOBAaHMH IO MOATOTOBKE JOKYMEHTOB
U OpraHu3aIuy paboThl C HUMH B YCIOBHSIX 3JICKTPOHHOTO JJOKYMEHTOO0O0POTA;

e 0000OmIaer nHpopMaIKio 006 06beMax TOKyMEHTO000POTa;

e opranuzyer (GOPMUPOBAHHWE U XpaHCHHE JIOKYMCHTAIMOHHOrO (OHAA U ero
UCIIOJIb30BaHHE.

1.9. Benmenue nenonpou3BOJCTBA B CTPYKTYPHBIX —TOJPA3NCICHHUSIX OCYIIECTBISICTCS
B COOTBETCTBHUU C JOKHOCTHBIMU OOSI3aHHOCTSIMH.

1.10. IIpu yxome B OTIYCK, BbI€37€ B KOMAaHIMPOBKY U MHBIX aHAJOTHYHBIX CIy4asx
paboTHUKK 00s13aHBl MepeaTh BCE HAXOIAUIMECS y HUX JOKYMEHTHI JAPYroMy paOOTHUKY



0 YKa3aHHUIO BBIMIECTOSAIIETO pykoBoauTens. [Ipu yBoinbHEHHH paOOTHUKA WIIM TEPEBOJIE
Ha JIPYTYIO JOJDKHOCTH Tepeada JOKYMEHTOB OCYIICCTBIIACTCS IO aKTy MpHeMa-TiepeaayH.
AXT mpueMa-tiepenaun opopmisieTcst o ¢popme, ycTaHoBiIeHHOW [IpaBuiiamMu opraHu3aIuu
XpaHEHUs, KOMIUIEKTOBaHUsI, Y4eTa W HUCIOJIb30BaHUS IOKYMEHTOB ApxuBHOro ¢onma PO
W APYTUX ApXHBHBIX JIOKYMEHTOB B TOCYJApPCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOYIIpaBJICHUs W OpPraHU3allMsIX, YTBEPXKICHHBIMHU Ipukazom PocapxmBa ot 31.07.2023
No 77.

1.11. Tlpu mepexone Ha apyryio padboOTy paOOTHUKOB, 3aHMUMAIOUTUXCS B CTPYKTYPHBIX
MoJipa3ieNieHusIX 00pa3oBaTENbHON OpraHu3alid BEACHHUEM JIeNONMpPOU3BOICTBA, Mepeaaya
BCEX JOKYMEHTOB BHOBb Ha3Ha4aeMbIM DPAOOTHHKAM IPOM3BOIUTCS I10 aKTaM IpHEeMa-
nepeaayn. Konuu akToB HAaIIPaBISIOTCS B KAHIICISIPHUIO.

1.12. B cayyasx AIUTEIBHOTO OTCYTCTBUS PaOOTHHKA CTPYKTYPHOI'O TMOJPA3/IEICHUS
(ormyck, cnyxeOHas KOMaHIMPOBKA, OOJBHUYHBIA JIMCT W T.J.) HEOOXOIMMO IepenaTh
OTBETCTBEHHOMY 3a JEJIONPOU3BOACTBO OKYMEHTHI, HAaXOMSIIUECS y HETO Ha UCIOJHEHUU
0 yKa3aHHUIO PYKOBOIUTENS 00pa30BaTeIbHON OpraHU3aluHy.

1.13. PykoBoauTenN CTPYKTYPHBIX IMOJpa3/eleHuil o0pa3oBaTEeIbHOW OpraHM3alluyd HECYT
MEPCOHAJIBHYI0 OTBETCTBEHHOCTH 3a BBIIIOJIHEHHWE TpeOoBaHMN Hactodmed WMHcTpykiuu
U COXPAaHHOCTh  HAXONAIIMXCA Yy HUX  JNOKyMeHTOB. O ciy4asax  yTparel, IIOpYHU
3apEeTUCTPUPOBAHHOIO  JIOKYMEHTa paOOTHUK 00s3aH  HE3aMEUIUTENIbHO  JOJOXKHTh
PYKOBOAUTEIIO 00pa30BaTEIbHON OpraHU3aLuy.

1.14. CBHOBb HPUHATHIMH pAOOTHUKaMM, Ha KOTOPBIX BO3JArarTcsi O00S3aHHOCTH
0 BEJICHUIO JICNIONPOU3BOJCTBA, B TEUCHUE TpEeX [THEH I0cie IOCTYIUIEHHs Ha paboTy
IIPOBOANTCS O3HAKOMHUTEIbHAS Oecela IO BEJCHUIO JCIONPON3BOACTBA B 00pa30BaTEIbHON
OpraHu3aIHH.

1.15. Paborath ¢ TOKyMEHTaMU BHE CI1y>KEOHBIX ITOMEIIEHU 00pa3oBaTeIbHON OpraHU3aluu
Y BHOCUTb B HUX UCIPABJICHUS 3aIPEIIAETCs.

1.16. BencHwe TMEpeNUCKH € OPraHHM3AIUSAMH  OCYIIECTBISETCS  PYKOBOJUTEICM
00pa3oBaTeabHON OpraHU3aIlMU WIH UHBIM YIIOTHOMOYEHHBIMHA UM JTOJKHOCTHBIMU JIIIAMH.

1.17. Beoimonnenue Hactosauieil WHcTpykuuu o0sf3aTenbHO ISl KaXI0ro pabOTHHKA
oOpazoBaTenbHOM  OpraHM3alud, C ee TpeOOBaHUSAMHM  PAaOOTHUKM  JOJKHBI  OBITh
O3HAKOMJIEHBI I1OJ1 ITOAIHUCE.

2. IOKyMeHTBI 00pa30BaTeIbHOM OpraHu3aunu

2.1. PykoBoguTenr 0Opa3oBaTEIbHONM OpPraHM3alMWd WM JIMIO, UCIIONHSIONIEE €ro
00513aHHOCTH, U3JAeT JIOKAJIbHbIE aKThl U MPUKa3bl, 00s13aTENbHbIC ISl UCIIOJHEHUS BCEMU
CTPYKTYPHBIMHU TIOJpa3/IelICHUSIMEI 00pa30BaTelibHOM opranu3anuu (npuiokerust Ne 1, Ne 2).

2.2. Xonm oOCyXJeHUsT BOIPOCOB Ha 3aCEIaHMUSX KOJUICTHAJIbHBIX OpPraHOB, COBETOB,
COOpaHMsIX, COBEIIAHUAX W PELIeHMs, MPUHUMaeMble Ha HUX, (PUKCHUPYIOTCS B MPOTOKOJAX
(mpunoxenue Ne 3). Ecnu B 3acemanum yuactByroT Oosee 15 4enoBek, B MPOTOKOJE
YKa3bIBAIOT UX 00III€e KOINIECTBO U 0)OPMIISIFOT IBOUHBIN JTHCT (mpritoxenue Ne 4).

2.3. JIns oCyIIeCTBIICHUSI ONEPATHBHBIX CBS3EH C IPYTMMHU OpTraHH3AlHUSIMU M TPaKIaHAMU
UCIONIB3YIOTCS Takue GOpPMBI, KaK MUCbMa, (haKChl, TeerpaMMBbl, Telie(OHOrPaMMBbI.



2.4. Jlns ocyuiecTBICHUS IpUEMa, YBOJIbHEHHUS, TIepeMeieHns paOOTHUKOB, MTPEIOCTABICHUS
UM OTITYCKOB O()OPMIISIIOTCS TPYJOBBIE 1OTOBOPHI, MPUKA3bl, 3aiBJICHUS, TPYAOBbIE KHUXKKU

u J1p.
3. [lpaBuJia opopMiieHUs TOKYMEHTOB
3.1. OcHoBHbIE TpeOOBaHUSI N0 0()OPMIIEHHIO TOKYMEHTOB

3.1.1. JloxymeHTBl ohOpMIAIOTCS Ha OJaHKaxX oOpa3oBaTENbHOM OpraHU3AMU W UMEIOT
YCTAaHOBJICHHBI  KOMIUIEKC  00s3aT€IbHBIX  PEKBU3UTOB W CTAOWIIBHBIA  MOPSIOK
UX PaCIOIOKECHUS (pacnionokeHre ~ pPEKBU3UTOB  Ha OJAHKaX  OpPraHU3alMOHHO-
pacniopsauTenbHbIX T0KkyMeHTOB cooTBeTcTBYeT ['OCT P 7.0.97-2016 «Cucrema ctanzapToB
1o uHpoOpMaLuHy, OoubnMoTeYHOMY U U3JAaTEIbCKOMY  JEy. OpranuzannoHHO-
pacnopsauTeNnbHas JoOKyMeHTanus. TpeOoBaHus K 0)OPMIICHUIO IOKYMEHTOBY).

3.1.2. B o0pa3oBaTenbHON OpraHu3aiiy NPUMEHSIOTCS POJOTIbHbBIE ONaHKHU

e muchkMa (mpuaoxenue Ne 5);
o yBegomiieHus (npunoxenus Ne 6).

brnaHku JOKyMEHTOB W3roTaBIMBaOTCs Ha Oymare dopmaroB A4 (210 * 297 mm), A5 (148 *
210 mm). Kaxnaplii JUCT JOKyMeHTa, O(QOpMIICHHBIM Kak Ha OnaHke, Tak u Oe3 OiaHKa,
IIOJIKEH UMETH ITOJIS:

e 20 MM — 5€BOE;

e 10 MM — mpaBoe;
e 20 MM — BepxHege;
e 20 MM — HUKHEE.

Hcnonk3oBanue 6J1aHKOB MPOU3BOIBHON (DOPMBI HE pa3peraeTcs.

3.2. OdopmjieHHe PEKBU3UTOB TOKYMEHTOB
3.2.1. ABTOp 10KyMeHTa
HaumeHnoBanue 00pa3oBaTeNbHOW OpPraHU3alUM  yKa3blBa€TCsl B TOYHOM COOTBETCTBHUHU
C ycTaBoM 00pa3oBaTeiabHOM opranuzanuu. CoKpaleHHOe HauMEHOBAaHUE MOMEIAeTCs MOJ
MOJIHBIM HAaMEHOBaHUEM B CKOOKax.
HamMeHoBaHME CTpYKTYpHOrO NOApA3feiE€HUs — aBTOpPAa JOKYMEHTa HCIOJb3YETCs

B OJlaHKax MMUCEM M OJIaHKax KOHKPCTHBIX BUAOB HOKYMCHTOB M YKAa3bIBACTCA I1OJ ITOJHBIM
" COKpAaIlCHHBIM HAMMCHOBAaHUSAMU O6paSOBaTCHLHOﬁ OpraHu3alnyu.

HanMeHoBaHHMe JOKHOCTH JIMIla — aBTOpa JOKYMEHTAa HCIOJIB3YeTCs B OJIaHKax
JOJKHOCTHBIX JIMII M PAcIioiaraeTcs Ioji HAMMEHOBaHUEM O0pa30oBaTEIbHOW OpraHU3aIvu.
HauMeHoBaHue MOKHOCTH JHIla — aBTOpa JOKYMEHTa YKa3blBaeTCd B COOTBETCTBUU

C HAUMCHOBAHUECM, IpHUBCACHHBIM B pacliopsAAuTCIbHOM JOKYMCHTC O Ha3HA4YCHHUH
Ha JOJIXKHOCTD.



3.2.2. CnipaBo4Hble JaHHbIe 00 00pa30BaTeIbHON OPraHNu3aluu

CrpaBouHbIe JaHHBIE 00 00pa30BaTEILHON OpPTraHU3alMU YKA3bIBAIOTCS Ha OJaHKaX MHCEM
Y BKIIIOUAIOT B ce0st: aapec, Homep TenedoHa, (akc, aapec SJIEKTPOHHOW IMOYTHI, CETEBOMN
aapec, a takxe OKIIO, OI'PH, MHH u KIIIT oOpa3oBarenbHOM OpraHU3aIiu.

3.2.3. HaumeHoBaHUEe BH/Ia TOKYMEHTA

HanmeHnoBanme BUa TOKYMEHTA, COCTaBICHHOTO 00pa30BaTeIbHON OpPraHU3alUeH, JOKHO
OBITH ompenesieH0 ycraBoM (TMOJOKEHUEM) U JIOKHO COOTBETCTBOBATh HAMMEHOBAHUSIM
BHJIOB JIOKYMEHTOB, mpeaycMmorpeHHbiM OKVY]I: akT, cmpaBka, 3amucka, CBOJIKA, OT3bIB,
MPOTOKOJ, CIHUCOK, U3BEUIEHUE U JIp. PacnopsauTenbHble JOKYMEHTBI OpraHu3aluu
HM3JAI0TCS CO CICAYIONMMH Ha3BaHUAMU. IIpUKa3, <...>.

HaunmenoBanue BuJa U pa3HOBUAHOCTH JIOKyMEHTa HE YKa3blBaeTCs B IUChbMaX. MecTo
COCTaBJCHHS WJIM W3/IaHUs  JOKYMEHTa yKa3blBaeTcs Ha OllaHKax  JOKYMEHTOB
o0pazoBaTenbHON OpraHW3alMM, 3a UCKIIOYCHHEM ONaHKOB muceM. Ha3BaHuWe MOKyMeHTa
reyaTaeTcsi NPONUCHBIMU OYKBaMH MONYKHUPHBIM IIPUPTOM.

3.2.4. lata noKyMeHTa

JlaToii IOKyMeHTa SBISIETCS AaTa ero MOoAnucaHus (MM YTBEp)KICHUS); IUIA TOKYMEHTA,
NPUHUMAEMOT0 KOJUIETHAIbHBIM OpraHoM (MPOTOKOJA), — JiaTa ero 3aceqaHusi (MpUHSATHS
pelIeHHs), ISl aKTa — Jiata COOBITHS, Ul JOKYMEHTa, TPEOYIOIEro ero yTBep KICHUS, —
JaTa ero yTBepKICHUS.

JInst TOKyMEHTOB, COCTaBJIEHHBIX OJHOBPEMEHHO HECKOJBKHMH OpTaHU3AIUsAMH, IaTON
JOKYMEHTA SIBJISIeTCS JJaTa MOAMUCAHUS €ro MOCIeHEN OpraHu3aluei.

Jlata moanucaHusi, YTBEPKJICHHS, COTJIACOBAHUS JOKYMEHTA, a TAKKE JIaThl, COAEPIKAIIHecs
B TEKCT€, JOJKHBI O(GOPMIIATHCS LHUMPPOBBIM CIOCOOOM. DJIEMEHTHl JaThl NPUBOIATCS
apabckuMu UGpaMu B OIHY CTPOKY B MTOCIENOBATEIBHOCTH : ICHb MECSIIIA, MECSALL, TOI.
Hanpuwmep: 14.06.2025.

3.2.5. PerucTpanMOHHbIi HOMeP TO0KYMEHTa

Perucrpanmonnslii  HOMep —  1udpoBoe WM OyKBEeHHO-LM(pOBOe  00O3HAUEHUE,
HPUCBaNBaEMOe JOKYMEHTY IIPU €r0 PErHCTPALIUH.

PGFI/ICTpaL[I/ISI AOKYMCHTA NPOBOJUTCA IMOCJIC CT0 MOATIMCAaHNA UJINW YTBCPIKACHUA.

JIns BHYTPEHHUX JOKYMEHTOB — IIPHKA30B, IIPOTOKOJIOB — JTO TIIOPSAKOBBIA HOMEP
B IIpeieNlaXx KaJeHJApHOrO0 Toja IO KaKJIOMY BHUAY WM Pa3HOBUAHOCTU JOKYMEHTOB.
B mpukazax perucTpaliMOHHBIA HOMEp MOXET JIOTMONHATHCS OYKBEHHBIM WHACKCOM,
0003HAYAIOIIUM  PAa3HOBUAHOCTH  (HAmpuMep: TPHKA3 [0 OCHOBHOW  JEATEIbHOCTH
or 15.05.2024 Ne 253; mnpukaz moauyHoMy coctaBy ot 10.01.2024 Ne 22 nic, mnpuka3
00 ormyckax ot 25.01.2024 Ne 420t, npuka3 no komanaupoBkam ot 25.01.2024 Ne 25k).

JIns ucxomsimmx TOKYMEHTOB PErMCTPALIMOHHBI HOMEP COCTOUT:

1) U3 nopsAKOBOro HOMEpa B Mpeeax MaCCHBa OTIPABIIAEMON KOPPECIIOHICHIIHH;



2) MHJEKca Jielia B COOTBETCTBUU C HOMEHKJIATYpPOU Jiel 00pa30BaTeIbHON OpraHu3aIliH.

PerucrpaluoHHbli  HOMEp JIOKyMEHTa, COCTAaBJIEHHOI'O COBMECTHO JByMs U Oojee
OpraHu3alMsIMH, COCTOUT H3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXIOM W3 ITUX
OpraHu3allvii, NPOCTABISAEMBIX Yepe3 KOCYH 4YepTy B IOpPSAJKE YKa3aHWs aBTOPOB
B JIOKyMEHTE.

3.2.6. CcpliIKka HA PeruCTPAIMOHHBII HOMEP U 1aTy JOKYMEHTAa

Ccpuika  Ha PETHCTPALlMOHHBI ~ HOMEpP M JaTy  JIOKyMEHTa  BKIO4YaeT B cels
perucTpallMoOHHBIA HOMEp U J1aTy AOKYMEHTa, Ha KOTOPbIN JOMKeH ObITh JaH oTBeT. Cchlika
Ha HOMEp U JaTy JIOKYMEHTa MHCIHOJb3yeTcs MNpu O(QOPMIIEHMH IHCEM, SBISIOIINXCS
OTBETaMH Ha IOCTYMUBIEE MUCbMO (3ampoc, mnpockOy u zap.). CBeaeHUs B PEKBH3HT
IIEPEHOCATCS  C MOCTYIUBIIEr0 JOKYMEHTAa M COOTBETCTBYIOT PErMCTPALIMOHHOMY HOMEpY
U JaTe MOCTYIUBILIEr0 JOKYMEHTA.

OFpaHI/ILII/ITeJH)HaFI OTMETKA IJId JAHHOI'0 PCKBU3UTA MPOCTABIIACTCA B JICBOH YacTh OjaHKa
ImrucCbMa noa PEKBU3UTOM «aaTa» nu ((pCFHCTpaHPIOHHBIﬁ HOMCEP JOKYMCHTAa.

Hannume naHHOrO peKBU3WTA HWCKIIOYAET HEOOXOAWMOCTh YIIOMHUHAHHS HOMEpa W JaThl
MOCTYNMBIIETO JOKYMEHTAa B TEKCTE€ IHChMa, 4YTO OCBOOOXKTAeT TEKCT OT CIIPaBOYHON
uH(popMaLUu.

3.2.7. MecTo cocTaBJIeHUs] MJIM U3TAHUS TOKYMEHTa

Mecto cocraBienuss (u3manumsi) gokymeHta (r.  Cankr-IlerepOypr) — ykaswiBaeTcs
B JIOKYMEHTaX, N3rOTaBINBACMbBIX Ha OJTaHKaX KOHKPETHBIX BHJIOB IOKYMEHTOB.

3.2.8. Aapecar

I[OKYMCHTBI aApCeCYIOT B OpraHbl BJIACTH, OpPraHU3allMU, UX CTPYKTYPHLBIC IMOAPA3ACIICHUS,
JOJIDKHOCTHBIM WJIN (1)I/I3I/I‘~I€CKI/IM JIMIaM.

[Ipu aapecoBaHMM [OKYMEHTa B OpraH BJIACTH, OPTaHU3AIMI0 WIH €€ CTPYKTYPHOE
noapasneneHie  (0e3  ykasaHWs ~ JIODKHOCTHOTO — JIMIA) WX HAUMCHOBAHWE  IHIIYT
B UMCHUTCJIIBHOM ITIaICKE.

Hanpuwmep:
MununcrepcTBO pocBeneHust PO

JlemapTaMeHT TroCyJapCTBEHHOM MOIMTHKY B cepe
3alIUThI PaB JETEH

IIpy  HampaBneHMM  JAOKYMEHTAa  JOJDKHOCTHOMY  JIMIy  HAa3BaHME  OpraHHU3aluu
U €€ CTPYKTYPHOI'O IIOApa3JeieHus YKa3blBalOT B MMEHUTEIBHOM MAJIekKe, a JOIKHOCTb
U paMUIIMIO ajpecaTa — B AaTeNbHOM. VHUIMANBl CTaBATCA Mocie (paMUINM HE3aBHCUMO
OT TOr0, KOMY aJIpeCOBaH JOKYMEHT — JIOJDKHOCTHOMY JIMILY WJIM (PU3UYECKOMY.



Hanpumep:

MunuctepctBo o6pazoBanusi PO
VYnpasieHue aenamu

I'maBHOMY cnienuanucTy
NBanosou N.1.

Wnu Ha3BaHue opranuM3alivii BXOJAUT B HAUMCHOBAHUC HOOJDKHOCTH U O(bOpMJISIGTCSI
B JAaTCIBHOM IIaZICKE

Pekropy uncruryra

WMBanosoit 11.1.

[Ipu agpecoBaHnM TOKYMEHTa B HECKOJIIBKO OJTHOPOJHBIX OpTaHHW3aAIUi UX HA3BaHHSI CICAYET
yYKa3bIBaTh 000OIIEHHO.

Hanpunwmep:

PykoBomuTeNsiM 00pa3oBaTeIbHBIX
OpraHu3aIuii 0o1ero oopa3zoBaHus,
PYKOBOAMTEIISAM PEIIPUITHNA U
opranun3zannii Munnpocsemenus: Poccuu

Jlonmyckaercsi HEHTPUPOBATH KXY CTPOKY PEKBH3UTA «AIpecary MO OTHOUIEHUIO K CaMOM
JUIMHHOM CTPOKE.

Hanpunwmep:

Crapmemy Bocriuraresnto 'BJIOY Ne 44
NBanosoit M.U.

B cocTtaB pekBH3uMTa MOXKET BXOAWUTHb IOYTOBBIM ajpec. DJIEMEHThl IMOYTOBOrO ajpeca
YKa3bIBAIOTCSA B MOCJEAOBATENLHOCTH, YyCTaHOBIeHHOM [IpaBunmamMu oka3zaHusi  yciayr
IIOYTOBOH CBSI3H.

IIpn agpecoBaHuM IHCHbMA B OPraHU3ALMIO YKA3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM IIOYTOBBIN
azapec.

Hanpuwmep:

Penakuus xxypHaia
«YTIpaBiieHHE HAYaJIbHOW LIKOJIOW»



MockoBckuii mpocir., 1. 6,
r. Cankr-Ilerepoypr, 101856

Az(pec HC IIPOCTABJIACTCA Ha JOKYMCHTAax, HAaITpaBJISICMbIX B IPaBUTCIILCTBCHHBIC
YUPCKACHHUA U IIOCTOAHHBIM KOPPCCIIOHACHTAM, B 3TUX ClIydadX MOI'yT IIPHUMCHATLCA
KOHBCPTHI C 3apaHCC HAallCHaTaHHBIMU aJJpECaMu.

[Ipu angpecoBaHuM AOKyMEHTa (U3NYECKOMY JHUIly HEOOXOAWMO YKa3bIBaTh (HaMHIIHIO,
WHULMAJIBI, 3aTEM ITOYTOBBIN apec.

Hanpuwmep:

NBanory N.U.

Uepnsbimesckas yii., 1.100, ks. 100,
r. Cankr-IlerepOypr 101856

JIOKYMEHT He JIOJDKEH COlep)KaThb OoJjiee YeThIpeX aJIpecaroB, KaxAbld SK3EMIUIIpP TaKoro
JOKYMeHTa JoJkeH ObITh nonanucad. CnoBo «Komnus» mepea BTOPbIM, TPETHUM, YE€TBEPTHIM
aJjpecataMiy HE YKa3bIBalOT.

HpI/I HaIllpaBJICHUK JOKYMCHTA bonee YeM B YETBIPE aapeca COCTABIIACTCA CIIMCOK
Ha pacCChbUIKY, a4 HAa KaXXAO0M JOKYMCHTC ITPOCTABJIACTCA TOJIBKO OAWH aJIpeEcC.

3.2.9. I'pud yrBep:KIeHUsT JOKYMEHTA

YTBepkaeHHEe JOKyMEHTa TNPOU3BOJUTCS TMPOCTABICHUEM TIpuda yTBEPKACHUS WU
U3JIaHUEM  paclopSIIUTENbHOrO  JIOKyMeHTa (B TeX  ciaydasx, Korma TpeOyroTcs
JOTIOJTHUTENbHBIC TIPEITHCAHNS U Pa3bsICHEHHUS).

JIOKyMEHTBI YTBEPKAAI0TCA PYKOBOJUTENIEM o0Opa3oBareabHON OpraHu3alui,
BBIIIECTOSIIIUMA HMJIM MEXBEAOMCTBEHHBIMH OpPTaHaMH, OpPTaHH3aIUsSMHU, B KOMIETCHIIHIO
KOTOPBIX BXOJUT PEIICHUE BOIIPOCOB, U3JIOKEHHBIX B YTBEPKIAEMBIX JOKYMEHTAX.

[Tonoxenus, mpaBuia, MOPSAKH, IODKHOCTHBIE WHCTPYKLMH, HHCTPYKIHUH, paclUCaHUS
3aHATUA YpPOKOB, BHEYPOUYHOM JI€ATEIBHOCTH, JOMOJIHUTEIBHOTO OOpa3oBaHUA H Jp.
MOJUIEKAT YTBEPXKICHHIO PYKOBOJUTEIEM OOpa30BaTEIbHOM OpraHu3alud U MPHOOPETAIOT
IOPUIMYECKYIO CUITY TOJBKO C MOMEHTA X YTBEPKICHHUS.

I'pud yTBEepKIEHUS MOMENIAETCs B MPABOM BEPXHEM YIUIy IEPBOr0 JIMCTAa JOKYMEHTA,
coctout 3 ciaoBa YTBEPKIAIO (6e3 kaBbIueK), MOJHOIO HAMMEHOBAHHMS JOLKHOCTH JTHIIA,
YTBEPIKIAFOIIET0 JOKYMEHT, €0 JIMYHON MOIMKUCH, e paciiudpoBKy (MHUAIIHAIOB, (DaMHIIHUH)
Y JIaThl YTBEPKIACHUS.

Hanpuwmep:

YTBEPXKJIAIO



3apenyrommii '6/10Y44
noxnuck .M. UBanoBa
15.06.2025

Honyckaercst B pekBusute «I'pud yTBepXkKIeHHS TOKYMEHTa» LEHTPUPOBATH 3JIEMEHTHI
OTHOCUTEJIBHO CAMOU JUIMHHOU CTPOKHU.

Hanpumep:

YTBEPXKJIALIO
3asenyromuit [BAOY Ne 44
noxnuchk U.M. IBanoBa
15.06.2025

IIpn yTBEpXkAE€HUU JOKYMEHTa HECKOJBKMMM JOUKHOCTHBIMU JIMLIAMU HX HNOJIUCHU
pacronararoT Ha OJIHOM YpOBHE.

[Ipu yTBEpKI€HUU JOKYMEHTa MOCTAaHOBJIEHUEM, PELIEHUEM, TPUKA30M, IPOTOKOJIOM TpUd
yrBepskaeHuss coctrout wm3 ciaoBa YTBEPXKJIEH (-A, -O, -bl), HaumeHOBaHUS
YTBEPIKIAIOIIETO JOKYMEHTA B TBOPUTEIBHOM IaJIEXKe, €ro 1aThl, HOMepa.

Hanpunwmep:

YTBEPXJIEH
IIpoTOKOIOM IEIarOrMYecKoro CoBeTa
15.06.2025 Ne 2

HIJIIN

YTBEPXKXJIEHO
npukazom ['BJIOY Ne 44
15.06.2025 Ne 5

Cnosa YTBEPXJEHO u YTBEPX/IEH B npuioxeHUsX cOrjaacyroTcs B pOAE U YHCIE
C BUJIOM yTBepkaaemoro jaokymeHta: mnonoxkenue — YTBEPXJIEHO, nporpamma —
YTBEPXIEHA.

BHocuTh  Kakue-muOO M3MEHEHHsS W A00aBICHHS B MOANUCAaHHbIC (YTBEpPXKICHHBIE)
JOKYMEHTBI 0€3 pa3pelieHus JInia, MOAMUCABILIEro JOKYMEHT, He JOMYyCKaeTCsl.

OTBETCTBEHHOCTh 3a KAYECTBO MMOATOTOBKH AOKYMCHTOB M JOCTOBCPHOCTH COACPKALIIUXCA
B HUX JaHHBIX BO3JIara€rcCs Ha Jula, MOATOTOBUBIIHNE, 3aBU3HMPOBABIIMC H IIOANMCABIINEC
JOKYMCHTBI.



3.2.10. 3aroJi0BOK K TEKCTYy

3aroloBOK K TEKCTY BKJIIOYAET B ceOs KpaTKoe cojep)KaHue JOKYMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO HAarpy3ky. 3aroiioBok Qopmymnupyercs c npemiorom «O» («O06») u oTBedyaer
Ha BOIPOC «O YeM?»:

e mpuka3 (0 ueM?) 0 CO3/IaHUM ATTECTAI[MOHHON KOMUCCHUH,
e mpuka3 (0 yem?) 00 YTBEpPKICHUH ITATHOI'O PACIIUCAHUS;
e 1mchMO (0 YeM?) 0 PEJOCTABICHUU HH(POPMALH.

3aroJIoBOK COCTaBJISI€T HMCHONHUTENb JOKYMEHTA. 3arojloBOK K TEKCTY O(GOpPMIISIETCS MO
peKBM3MTAaMH ONlaHKa CleBa, OT TPaHUIBl JIeBOro momis. Ecom  TekcT JOKyMmeHTa
HE MPEBBIIIAET YETHIPEX-TATH CTPOK MM odopmieH Ha Oianke (opmarta A5, 3aronoBok
MOJKHO HE YKa3bIBaTh.

3arojoBOK JIOKYMEHTa 3alUCBhIBAETCS TMPU €ro PErucTpalrd B COOTBETCTBYIOLIUE
perucTpanroHHbie (OPMBI: KAPTOUKY, 0a3y JaHHBIX.

3.2.11. TekeT TOKYMeHTA

TexcT JOKyMEHTa COCTaBJISIETCSl HAa PYCCKOM SI3BIKE KakK TocyIapcTBEHHOM si3bike PD. Tekct
JOKYMEHTa W3Jlaraercs pPYCCKUM JIUTEPATYpPHBIM SI3BIKOM € YUETOM  OCOOEHHOCTEH
oUIIMaTBHO-JEIOBOTO CTUJIS, BHJA JIOKYMEHTA U €r0 Ha3HAuCHHUs B YIPaBICHUECKON
nestenbHOCTH. CofiepikaHue JOKYMEHTa JOJDKHO OBITh M3JI0KEHO KPaTKO, JOTHYHO, TOYHO
H SICHO.

TexcTrI JOKYMECHTOB HU3JIaratOTCs .

or 1-T0 JiMIla EIMHCTBEHHOrO 4YKCIa B JOKyMeHTax (MpUKa3 M T.7.) PYKOBOAUTEIS
00pa30BaTeILHON OpTaHM3AIlMK, JACHCTBYIONICTO HA MPUHIMIIAX CIUHOHAYAIUS, a TaKkKe
JOKYMEHTaX, aJpeCOBAaHHBIX PYKOBOACTBY OpraHU3AIMH. TMPUKA3bIBAK)... TOATOTOBUTH
Y TIPEJICTABUTH Ha pacCMOTpEHHUE; pomry paccMoTpeTh
BOIIPOC 00 YCTAHOBJICHUH JIbIOTHBIX TapU(OB...;

3-ro nuIa eJMHCTBEHHOI'O YHCIAa B JOKYMEHTaX KOJUICTHAIbHBIX OpPTaHOB. KOMUCCHS
pemmna...; O6pa3oBaTebHas OpraHU3AIMs HE CAUTACT BO3SMOXKHBIM.. .,

1-ro nuuma MHOXXECTBEHHOTO 4YHCIa B COBMECTHBIX JIOKYMEHTaxX: IPOCHM THPEJICTaBUThH
JAHHBIE O...; IPEICTABIISIEM Ha pACCMOTPEHHUE U YTBEPKICHHUE. .,

3-ro nUIa MHOKECTBEHHOTO YHCJIa B IMPOTOKOJNAX: CIYIIAd, BBICTYIWIH, TOCTAHOBHIIH,
pelun.

B nokymeHTax, yCTaHaBIMBAIOIIMX IpaBa M 00S3aHHOCTH OPTraHU3ALUHU, €€ CTPYKTYPHBIX
nojpazienieHuii  (MOJOKeHUe, HMHCTPYKIHUS), a TaKKe COACP)KAIIUX OIHMCAHUE, OLECHKY
(bakToB WM BBIBOIBI (aKT, CIpaBKa), UCIOIB3YETCs (GOpMa H3JIOKEHUS TEKCTa OT TPETHEro
JHIa €IWHCTBEHHOTO WJIM MHOXXECTBEHHOrO 4YHCIa (OTIOEN OCYLISCTBIISICT (QYHKIHMY,
«B COCTaB OOBEANHEHHUS BXOIAT», KKOMUCCHUSI YCTAHOBHUIIAY).

B tekcte AOKYMCHTAQ, IIOATOTOBJICHHOI'O Ha OCHOBaHHUHU 3aKOHOOAaTCJIbHbIX, HHBIX
HOPMATHBHBIX ITPABOBBIX AKTOB, U3JAHHBIX OpraHaMH BJIACTH, JOKYMCHTOB, PAaHEC U3JaHHbBIX
OpraHoM BJIACTH — aBTOPOM IOOKYMCHTA, YKa3bIBACTCA HAWMMCHOBAHUC BHJIA AJOKYMCHTA,



HaMMEHOBAaHME OPTaHa, W3/IaBIIETO JOKYMEHT, JaTa MPUHATHS WIA YTBEPKICHUS TOKYMEHTA,
€ro PEerUCTPAIlMOHHBIA HOMEp, a TaK)Ke 3arojlOBOK K TEKCTy WJIM HAWMMEHOBAHHE BHUIA
JOKYMEHTA, HallpuMep:

"B coorBercTBUM C MIOCTaHOBJICHUEM [TpaBuTenbcTBa or 13.08.1997 Ne 1009
«O0 yrBepxkaeHnu [IpaBui MOATOTOBKM HOPMATHBHBIX TIPABOBBIX AaKTOB (eaepaibHbIX
OpPraHoOB UCHOJHUTEIBLHOM BIACTH U UX TOCYAaPCTBEHHOM PETUCTPALII;

"B coorBercTBHM C [loO)KEHHEM O IMOCTOSTHHO — JICHCTBYIOIICH AKCIIEPTHOH KOMHCCHH

YUPEXKJICHUS, OpraHU3allid, NPCIANPUSATHs, YTBEPXKICHHBIM IpHKa3oM PocapxuBa
or 11.04.2018 Ne 43«.

Ecnu TexkcT cOAEp:KUT HECKOJIIBKO NOPYYECHHUH, PELICHMM, BBIBOIOB, B TEKCTE BBIACIIAIOTCS
pazzensl, MOAPA3AEIbl, IyHKTHI, TOAYHKTHI.

B tekct AOKYMCHTAa MOI'YT BKIIIOYaThCA (I)paI‘MeHTBI, O(I)OpMJ'ICHHBIe B BUJIEC Ta6J'II/II_U>I nin
AHKCTHI.

CTpaHHIIBI TEKCTa HYMEPYIOTCS apaOCKUMU IuppamMu MOCepeTUHE BEPXHETO MOJS.
B nucemax ucnons3yroT cieayromue GopMbl H3T0KCHUS
e OT [IEPBOr0 JIMI[a MHOXECTBEHHOTIO 4YHCiIa («IIPOCHM HAIMPaBUTH», «HAIIPABIISAEM
Ha PaCCMOTPECHHEY);
e TMEPBOrO JIMI[A EJWHCTBEHHOTO 4YHCIa («CUMTAHD HEOOXOMUMBIMY, «IIPOIILY
BBIJICTIHTH);
e TperTbero Jjmuma eauHcTBeHHoro umcina («OO He Bo3paxkaer», «OO cuuraer
BO3MOYKHBIMY).

3.2.12. OT™MeTKA 0 MPUJIOKEHUH

Ecmu AOKYMCHT MMCECT MPUIIOXKCHUA, HA3BAHHBIC B TCKCTC, TO OTMETKA O HUX O(i)OpMJISIGTCSI
1o cieayromieit hopme:

[Tpunoxenue: Ha 10 1. B 3 9K3.

Eciu IMPUIIOKCHUA B TCKCTC HC HAa3BAHBI, TO HCO6XOI[I/IMO NEpCUUCIINTL UX Ha3BaAHUH,
KOJIMYCCTBO JIMCTOB U SK3CMILIAPOB KaXXI0I'0.

[Tpu HanUYMK HECKOJIBKUX MPUIIOKEHUN OHU HYMEPYIOTCS:

[Mpunoxenus: 1. lltatHoe pacriucanue... Ha 4 1. B 3 9K3.

2. Cmera pacxofioB... Ha 4 1. B 3 K3.

Ecmu IIPUIIOKCHUA C6pOIHIOpOBaHBI, KOJIMYCCTBO JIUCTOB HC YKA3bIBACTCH.

Ecnu k okyMeHTy nmpuiiaraercs Ipyroi JTOKyMEHT, TaK)K€ UMEIOLUN MPUIIOKEHUE, OTMETKY
0 HAJIMYMU IPUIOKEHUS 0)OPMIISIOT CIETYIOLUMM 00pa3oM:



[Mpunoxenne: nmuckMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuioxkeHne K HEMY, BCETO
Ha 3 7.

Ecnu npuiioskeHreM siBisieTcs: 000COOICHHBIN JIEKTPOHHBIA HOCHTENb (KOMITAKT-IUCK, USD-
GIen-HakoNMuTeNb | Ap.), OTMETKY O HAJHYUU TPUIOKEHUS O(GOPMIISIOT CICAYIOIINM
obOpazom:

[Tpunoxenune: CD B 1 7k3.

[Ipu sToM Ha Bkianpime (KOHBEPTE), B KOTOPBIA IOMEIIAETCS HOCHTENb, YKa3bIBAIOTCS
HaUMEHOBAHHUS TOKYMEHTOB, 3alIMCAaHHBIX HAa HOCUTENb, UMEHA (haiiyIoB.

[Tpunoxenus NOKHBI OOPMIIATHCS Ha CTAHJAPTHBIX JIUCTaX U UMETh BCE HEOOXOIUMBIE
IJISL  JIOKYMCHTOB PEKBH3HMThI (HAMMEHOBAHHME, 3arojiOBOK, TMOJIKCH PYKOBOIUTEICH
HOJIpa3ieIeHHii, OTBETCTBEHHBIX 32 UX COJIEp)KaHHE, OTMETKY O COTJIACOBAHUU U T. II.).

Ha npunoxenun K pacrnopsauTeIbHOMY JOKYMEHTY B IIPABOM BEPXHEM YIVIy CTABUTCS
OTMETKa  C yKa3aHWEM  Ha3BaHWA  PACHOPAAUTENBHOIO  JOKYMEHTa, €ro  JaThbl
U PETUCTPALIMOHHOI0 HOMEpA.

Hanpumep:

[Tpunoxenune Ne 2
k npukaszy I'BJIOY Ne 44
ot 15.06.2025 Ne 11

HaummeHnoBaHue BuAa JOKYMEHTA — MPHIOKEHHS (ITEPBOC CIOBO 3aroJiOBKa MPHUIIOKEHUS)
BBIJICIISIETCS MPOMUCHBIMU OyKBamHu, monykupHbM mpudrom (ITOJIOXXEHUE, ITEPEYEHD,
CIIMCOK u . 1.).

Homyckaercst Beipakenue «[IPUJIOXXEHUE No» meuaraTs nponucHbIME OyKBaMH, a TaKkKe
LEHTPUPOBATHh 3TO BBIPAKEHHE, HAMMEHOBAHUE JOKYMEHTA, €ro JaTy M PEerucTpallMOHHBIN
HOMEP OTHOCHUTENIBHO CaMOM JUIMHHOW CTPOKH.

Hanpuwmep:

[Ipunoxenne Ne 1

k npuka3y ['BJIOY Ne 44
ot 05.06.2025 Ne 5

3.2.13. I'pud cornacoBaHusi AOKyMeHTa
Buemnee cornacoBanue 0opMIISIETCSI COOTBETCTBYIOLIUM TPUPOM.
I'pud cormacoBanust cocrout u3 cioBa COIJTACOBAHO (6e3 kaBbIuek), TOKHOCTH JIUIIA,

KOTOPBIM  COIJIaCOBaH  JOKYMEHT (BKJIIOYass HaWMCHOBAaHHME  OpraHM3allih), €ro
COOCTBEHHOPYYHOU MOANUCH, HHUITUAIOB, ()aMUIIUH, IaThl COTJIACOBAHUS.



Hanpumep:

COI''TACOBAHO
3aMecTUTEIb HayaJbHUKA OTIETIa
o0pa3oBaHHUs

noanuck A.W. Tletpos

11.07.2025

Ecnmu cornmacoBanue NMPOBOAMTCS C KOJUICTHAJIbHBIM OPraHOM WIJIM TOCPEJCTBOM IHChMA,
TO rpud coriacoBanusi 0(HhOPMIISETCS CISAYIONTIM 00pa3oM:

Hanpumep:

COI'JTACOBAHO
[Tenrarormueckum coserom I'BJIOY Ne 44
(mpotoxkoin ot 29.08.2025 Ne 1)

FpI/I(i)BI corjraCoBaHus MOTI'YT pacrojaratbCa Ha OTACIbHOM JIMCTE COIrjlaCoBaHUA, €CIU
COACPIKAHUC NOKYMCHTA 3aTparuBa€T HHTCPCChI HCCKOJIbKUX OpFaHI/I3aLII/II>'I. Ha JOKYMCHTC
JIemaeTcs otMeTka «JIMcT corimacoBanms IpruIaracTcCs.

BaemHee corsiacoBaHue B 3aBUCHMOCTH  OT COJAEP)KaHUS JOKYMEHTa OCYIIECTBISAETCS
B CIIEAYIOIIEH OYEPETHOCTH

e CO CTOPOHHHUMH OpPTaHU3AIMSIMH, KOTJa OHHM BBICTYIAIOT 00s3aTEIbHONW CTOPOHOM
B IIPABOOTHOIIECHUSIX, BOSHUKAIOIINX BCIIEACTBHE M3JaHMs JOKYMEHTA, WM KOTa
COZIEp)KAHME JTOKYMEHTA 3aTParMBaeT UX HHTEPECH;

e OOIIECTBEHHBIMH OPTaHHM3ALMAMH — B CIy4asX HEOOXOAMMOCTH WM B CIydYasX,
IPEIYCMOTPEHHBIX TOJIOKEHUSIMHU 00 dTUX OPraHU3aIHsX;

e OpraHaMu, OCYHIECTBIIIOIIMMH T'OCYAapCTBEHHBIA HaIBEIOMCTBEHHBI KOHTDPOIb
(Ham30p) B ompeeaeHHON 00IacTH (IKOTOrMIECKHUil, TOXKAPHBIN U T. I1.);

e BBINICCTOAIIMMH  OPTraHM3allMsIMH — B ClIydastX, KOrJa 3aKOHOJATEIbCTBOM
IpEeIyCMaTPUBAETCS  BO3MOXKHOCTh ~ COBEPINEHHS  YIIPABIEHYECKUX  IEUCTBHIA
TOJILKO C PaspenIeHust TUX OpraHu3aIlHid.

3.2.14. Bu3a coryjiacoBaHusi JOKYMeHTA
Busel coriacoBaHusl TOKYMEHTa — PEKBU3UT JOKYMEHTA, YKA3bIBAIOIIMIA Ha COTJIACUE HITU
Hecorjacue JODKHOCTHOTO JIMIa 00pa3oBaTeNbHON OpraHM3alid C CONEPIKAaHHEM IPOEKTa

JOKyMeHTa (ajee — BH3a).

Busza BrIIOYaeT MOMKHOCTH JIMIA, BU3HUPYIOLIETO JOKYMEHT, IOJNHUCH, PacHIuPpOBKY
noanucy (MHUAIUAIBI, ((aMHJIHIO) U ATy BU3UPOBAHUS.

Hanpunwmep:



Crapiuii BociuTaresb
NBanosa W.U. UBanosa

10.10.2025

O(l)OpMJ'IeHHaﬂ TaKHUM o6pa30M BH3a O3HA4YacT cCorjjaCcuc AODKHOCTHOIo - Juna
C COACPIKAHUCM JOKYMCHTA.

[Tpn Hanmu4uK 3aMeYaHui MO TOKYMEHTY BU3Y O(POPMIISIOT CIEAYIOUIMM 00pa3oM:

3amMedaHus IPUJIaraloTcs
3aMecTuTeNb IO BOCHMUTATENbHOM paboTe
HNBanoBa N.A. BanoBa

10.10.2025

Z[OKYMeHT BU3HUPYETCA HUCIIOJTHUTCIIEM U 3aMHTCPCCOBAHHBIMH B JOKYMCHTE JOJ’KHOCTHBIMU
JIMJaMH, pyKOBOOUTCIICM O6p2[30B3.T€J'ILHOfI OpraHu3anuu.

3aMedaHusi JOJKHBI OBbITh IPEACTABIEHbI HA OTACJIBHOM JIMCTE, KOTOPBIM IMOIMMCHIBAIOT,
JIATUPYIOT U MPUJIAraloT K JJOKYMEHTY.

Ha noxymeHTe, MOATMHHUK KOTOPOTO OCTAaeTCs B 0Opa30BaTEIbHOW OpTaHW3alluH, BU3BI
MPOCTABIISIIOT B HIDKHEH YacTH OOOPOTHOW CTOPOHBI TIOCIEIHEro JMCTa MOAJUHHUKA
JIOKYMEHTA.

Ha noxymeHnTe, NOIMHHMK KOTOPOI'O OTIPABIIAIOT W3 OPraHU3alMM, BU3bI IPOCTABIISIOT
B HIKHEH YacTH JIMLEBOM CTOPOHBI BTOPOT0 IK3EMILISIPA OTIPABISIEMOTO JOKYMEHTA.

Bo3MoxHO O(I)OpMJ'IeHI/Ie BH3 JOKYMCHTA Ha OTACIIBHOM JIMCTEC COIJIACOBAHUS. I[OHYCKaCTCH
MOJIMCTHOC BUBUPOBAHUC NOKYMCHTA U €TO ITPUTTOKCHUS.

Ecnu B mponecce BU3MPOBaHUA B IIPOEKT JOKYMEHTA BHOCATCS CYLLIECTBECHHBIE M3MEHEHUS,
OH MOJJIEKUT NTOBTOPHOMY BU3MpOBaHuUI0. [IoBTOpHOE BU3MpOBaHNE HE TPEOYETCs, €CIIU NPU
nopaboTKe B MPOEKT JOKYMEHTa BHECEHBI YTOUHEHU S, HE MEHSIOIINE €r0 CYTH.

3.2.15. Hoanucoh

JIOKyMEHTBI, HampaBisieMble 00pa3oBaTeNbHON OpraHu3alueil B BBHIIIECTOSIINE OPIaHbI
yIOpaBiIEHUS, MOANUCHIBAIOTCS PYKOBOJUTENEM OOpa30BaTEIbHOM OpraHu3alluM, €ro
3aMeCTUTENIEM 10 MOPYYEHHIO PYKOBOJIUTENS oOpa3oBaTeabHOI OpraHU3aliH
10 COOTBETCTBYIOIINM HAIIPaBICHUSIM.

B cocras PEKBU3UTA «HOI[HI/ICI)» BXOAAT. HAMMCHOBAHUEC JOJDKHOCTHU JIMIA, NOAIMCABIICTO
DOKYMeHT (TONTHOe, C yKa3aHHEeM Ha3BaHMsl OpraHU3aldM, €CIH JOKYMEHT OdopMieH
He Ha OJIaHKe, U COKpAalIeHHOe — Ha JIOKYMEHTE, O(QOpPMJICHHOM Ha OJIaHKe); JIH4YHas
MOANKUCH; paciudpoBKa moanucu (MHUIMATbI, HaMUITHS).



Hanpumep:

3amMecTUTENh TUPEKTOpa JInunas nomnmuces U.W. UBaHoBa
10 BOCIIUTATENbHOM paboTe

B noxymeHTax, MOATOTOBICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JODKHOCTH TOJIMHCABIINX
JIMIL, @ UX 00A3aHHOCTH B COCTABE KOMHUCCHH.

Hanpumep:
npeacenarens komuccun  Jlnuynas noanuce  M.O. @amunus

YJICHbl KOMHCCHU JInanas nogmice UM.O. ©amuans

JInunast nogmuce M.O. @amunns

[Ipn monmucaHuM JOKYMEHTa HECKOIbKUMHU JOIDKHOCTHBIMHM  JIMIIAMH WX MOAMHCU
pacnonararoT OJHY IOJ APYroil B IOCIEAOBATEIbHOCTH, COOTBETCTBYIOIIEH 3aHUMaeMoOu
JOJ>KHOCTH.

Hanpuwmep:

3aBEIYIOIIHI JImynag nognuce  UM.O. @amunus

3amectutens 3ageayromero  Jlnunag noanuce M.0. @amunus

[Ipy moamMcaHUM JOKYMEHTa HECKOJIBKMMH JIMIIAMHU DPaBHBIX JIOJDKHOCTEH, WX MOIMHCH
pacronararoT Ha OJIHOM YpOBHE.

Hanpuwmep:

3aMecTuTeNb TUPEKTOpa 1o 3aMecTuTeNb TUPEKTOpa 1o
aIMUHUCTPATUBHO- y4eOHO-BOCITUTATEILHOM paboTe
X031 CTBEHHOU

pabote

muyHag noanuchk MO, @amunus  auuHag nopnuchk .0, Gamunusa

Ecnu AOJDKHOCTHOC JIMINO, MOANHCHL KOTOPOro 3aroTOBJICHA Ha MPOCKTC JOKYMCHTA,
OTCYTCTBYCT, TO JOKYMCHT JOJDKCH  IMOAINHMCBIBATHECA  JIMIIOM, HUCIIOJHAOIMUM  €Iro
065133HHOCTI/I, NI €ro 3aMCCTHUTCIICM.

He AOIMYCKACTCAd NOANMCAaHNC JOKYMCHTOB C IIPCIJIOTOM <«3a» MWK IMPOCTABJICHUC KOCOH
YEPTHI NIEPCT HAMMCHOBAHUEM JOJKHOCTH.



3.2.16. OT™MeTKA 00 3JIEKTPOHHOI MOXMUCH

OtmeTka 00 3JEKTPOHHOW MOAMUCH BKIIOYaeT: Ppazy «loKyMeHT MmoAmucaH 3JeKTPOHHON
MOJIMUCKHIO», HOMEP cepTH(UKATa KIH0Ya IEKTPOHHON MOAMKCH, (PaMUITUIO, UMS, OTYECTBO
BIIaJIENIbIIa CepTU(HKATA U CPOK NEUCTBHS CepTH(HUKATA KITFOUA SJICKTPOHHOU MOMHUCH.

Hanpumep:

AOKYMEHT NOAIINCAH
JJIEKTPOHHOMU ITOAITUCBIO

Ceptudukar 1all1aaa0000000011
Bnaneneun MBanoBa Anna IlerpoBHa
Heticteurenen ¢ 01.12.2025 no 01.12.2029

OtmeTka 00 DJIGKTPOHHOM TMOANMKMCH  JIOJDKHA COOTBETCTBOBATh MECTY pa3MEIICHHS

COOCTBEHHOPYYHOW TIOJAMUCH B AHAJIOTUYHOM JIOKYMEHTEC Ha OyMa)kHOM  HOCHTEIe.

DJEMEHTBl OTMETKH JO/DKHBI OBITh BHUIMMBIMH WM YUTACMBIMU W HE JIOJDKHBI TEPEKPHIBATH

9JIEMEHTHI TEKCTA TOKYMEHTA U APYTHe OTMETKU 00 3JICKTPOHHOM moanucH (Ipy HaTUYHHN).
3.2.17. lleyars

OTTUCK medaTd 3aBepsieT MOUIMHHOCTh MOJANHUCH JOKHOCTHOTO JIMIa HAa JOKYMEHTaX,
JOCTOBEPSIOMIMX TMpaBa Jul, (ukcupyommx ¢GakTbl, CBS3aHHbIE C (UHAHCOBBIMHU
CpeICTBaMH, a TakKe€ Ha MHBIX JOKYMEHTaX, MPEeAyCMaTPUBAIOIIMX 3aBEpEHUE MOTMHHON
MOAMUCH. JJOKYMEHTHI 3aBEpSIFOT MeUaThio 00pa30BaTENbHON OpTaHU3aIIHH.

Ileuats IIPOCTAaBJILICTCA Ha CBO60I[HOM OT TCKCTa MECTEC, HEC 3aXBaTbIBasd JIMIHOU moAIuncu
JAOJDKHOCTHOI'O JIMIa.

3.2.18. OrmMeTKa 00 HCIOJIHHUTEIE

OtmeTka 00 MCIIONHUTENEC BKIFOYAST B ceOsS (aMWIHIO, WMsS, OTYECTBO HCITOJHUTEIS
JIOKYMEHTa, HOMEp €ro TenedoHa.

OtmeTKy 00 MCIOJTHHUTENE PacloiaraloT Ha JIMIEBOW WM OOOPOTHOM CTOPOHE IMOCIIETHETO
JHCTa JOKYMEHTA B JIEBOM HMKHEM YTITY.

Hanpuwmep:
HBanosa 1una IBaHoBHA

8 (495) 994-94-94

3.2.19. OT™MeTKa 0 3aBepeHMU KONUH

Konuum ¢ JOKyMEHTOB  BBIIAIOTCA  C pa3pelleHMs]  PYKOBOIUTENEH  CTPYKTYpPHBIX
MOJPa3/ICIEHN U TOJIBKO € TeX JIOKYMEHTOB, KOTOpbIe OBbLIM M3JaHbl B 00pa30BaTEIbHON



OpraHu3alli ¥ KOTOPBIE KacaroTcs CIYXeOHOW NeATeTbHOCTH JaHHOT'O CTPYKTYpHOTO
NOJpa3/ICIICHUs.

[lpu BBIAAaYe KONMUHM JOKYMEHT BOCHPOM3BOAUTCS IOJHOCTBIO (OJaHK 0Opa3oBaTeNbHON
OpraHu3aliu, HOMep, Jara, COJACpPKaHue U T. I1.).

B npaBom BepxHem yriy konuu numiercs cioBo «Komusi». [Ipu Bblgaue KONUM ¢ KOMUHU
cnenyer nucath «Komus ¢ Kornum.

Eciu Komwust st BHYTPEHHETO MOJIB30BaHUsI, TO JJIs 3aBEPEHUsS HIKE pekBu3nuTa «IToAmuch»
MPOCTABIISIIOT 3aBEPUTENbHYIO HAIMKUCh: «BepHO»; MOIKHOCTD JIHIA, 3aBEPSIIOIIETO KOIHUIO;
JMYHYIO MOIKCh; pacIUPPOBKY MoaAnucH (MHUIKATbI, (aMUIIHIO); ATy 3aBEPEHUS.
Hanprnwmep:

Bepno

Cexperapb/CrienuaiucT 1mo Kajapam

JIngyHas nmoamnuck B.B. lIBaHoBa

10.10.2025

Ecnu xorust BeIgaeTcst AJ1sl MPEACTaBICHUS B IPYT'YIO OPraHU3aIMIO, TO OTMETKA O 3aBEpEHUH
KOIIMK JIOTIONTHSIETCS HAANUCBIO O MECT€ XpaHEHHsl JIOKYMEHTa, C KOTOpOro Oblia
M3TOTOBJICHA KOIIHS, U 3aBEPSICTCS IeYaThI0 OPraHU3aIUH.
Hanpumep:
[Mommmaank nokymenTa Haxonutcs B [BJIOY Ne 44 B nene Ne 12-k 3a 2025 rog.
J11s IpOCTaBJICHUSI OTMETKH O 3aBEPEHUM KO MOXKET MCIIOIb30BATHCS IITAMII.

3.2.20. OT™MeTKA 0 MOCTYMJIeHHH JOKYMEHTA
ConepkHT naTy MOCTYIUICHHUSI TOKYMEHTA, a TAK)KE €ro BXOSIINNA PETUCTPAIIMOHHBIA HOMED.
[Ipr HEOOXOAMMOCTH B OTMETKE MOXKHO YKa3aTh BpeMs MOCTYIUICHHUS B YacaX M MHUHYTaX
1 croco0 JOCTaBKU TIOKYMEHTA.
OTMeTKy 0 OCTYIIJICHUH TOKYMEHTa B 00pa30BaTeIbHON OpraHU3allii MIPOCTABIISIIOT B BUJIC
HITaMna Wik OT PYKH B HIDKHEH YacTH JIMIEBOW CTOPOHBI MEPBOTIO JIMCTA JTOKYMEHTA WIIH
Ha ero obopore.
Hanpuwmep:
I'BAOY Ne 44
11.10.2025 Ne 23

13 ¥ 40 mun



3.2.21. Pe3osronust
B coctaB pesomonuu TOMKHBI BXOOUTH CIIEAYIOIIME 3JIEMEHTHI: (haMuiusi, WHHUIIHAIBI
UCTIONHUTENSE (MCIIONHUTEINIEH), CcolepkaHue mnopydeHus. [Ipu HEOOXOTUMOCTH — CpPOK
WCTIOJIHEHUS, TTOJITHUCH JIMIIA, BEIHECIIIETO PE30IIOLINIO, 1aTa PE3OIIOIIH.
Hanpuwmep:
Cwmupnosoii 1.0.
[Ipomy moaroroBuTh mpoekT poroopa ¢ OO0 «Jlom mebenn» k 22.06.2025

JInyHas noamnuck

10.10.2025

[Ipn Hanuuuu B PE30JIOLMM HECKOIBKUX HCIOIHUTENEH YKa3bIBA€TCSl OTBETCTBEHHBIN
UCTIOMHUTENH (KaK MPaBUIIO, 3TO JIMI0, HA3BAHHOE B PE30JIIOLIUH MTEPBBIM).

Ha noxymenTax, He TpeOYIOIMUX TOMOJHUTEIBHBIX YKAa3aHUU IO UCIIOJHEHUIO W UMEIOIINX
TUTIOBBIE CPOKH WCIIOJHEHHUSI, B PE3OJIOIMH YKA3bIBACTCS HMCIOIHUTEIh, MOMANKUCH aBTOpa
PE30ITIOINH, JaTa.

PG3OJ'IIOIII/I$I, KaK IpaBHJIO, MUIICTCA OT PYKU PYKOBOAUTCIICM HaA MNOMJIMHHHUKE AOKYMCHTA
Ha CBO60,Z[HOM OT TCKCTa MCCTC.

3.2.22. OTMeTKA 0 KOHTpPOJIe

OTtmeTka o0 KOHTposie 0O0O3HayaeT, 4YTO JOKYMEHT IIOCTaBJIeH Ha KOHTPOib. OTMETKY
0 KOHTPOJIE 3a MCIIOJIHEHUEM JIOKyMEHTa 0003Ha4aroT mramrnoM «KOHTposib» Ha BEpXHEM
1ojie JOKyMEHTa.

KonTpomto moexar Bce 3aperucTpupoBaHHbIC TOKYMEHTHI, TPEOYIOIINE UCTIOTHEHUS.

CpokM  HCIONHEHHS  JIOKyMEHTa  YCTAHABIMBAIOTCA B COOTBETCTBUHM  CO CPOKaMH,
0003HaUYE€HHBIMM 3aKOHOJAATEIbCTBOM, OpTaHM3allMel, HalnpaBUBILIEH IOpyYE€HUE WU
npock0y,  pacloOpAAUTENbHBIM  JOKYMEHTOM  WJIM  PE30JIoUUeld  PyKOBOAUTENS
0o0pa3oBaTenbHON OpraHU3aIUH.

Cpok mpocTasisiercst B popMe JAaThl 3aBEPIICHHUS UCTIOTHEHUS.

3.2.23. OT™MeTKA 0 HANPaBJIEHUH IOKYMEHTA B /1€J10
OTmeTka 00 UCIIOJTHEHMH JOKYMEHTa M HalpaBJICHUM €ro B JIEJI0 BKIOYaeT B cels
cienyomme JIaHHble: ¢pa3y «B meno», MHAEKC nena IO HOMEHKJIAType [ell, B KOTOpoe

nmoMemacTCsa AOKYMCHT Ha XpAaHCHHC, C YKA3aHUCM KaJICHAAPHOIO roja, JOJDKHOCTHU JIKLaA,
O(bOpMI/IBI_HCI“O OTMCTKY, IMOAINUCH, JAThI.



Hanpumep:

B neno Ne 01-18 3a 2025 1.
3aMecTUTENb UPEKTOpa IO BOCIHUTATEILHON padoTe

Jlnungas nmoanuce 10.10.2025

OTtMmeTKa O HalIpaBJICHUHU AOOKYMCHTAa B ACJI0 MOXET OOIOJIHATHECA KPAaTKUMH CBCIACHUSAMU
0 XapaKTCepeC UCIIOJIHCHUA NOKYMCHTA.

3.3. Oco0eHHOCTH MOATOTOBKYU U 0)OpPMJIEHHS OT/AEIHLHBIX BUIOB IOKYMEHTOB
3.3.1. Ipuka3

[Tpuka3 — npaBoOBOi aKT, U3/1aBAEMbIil PyKOBOAUTEIEM 00pa30BaTEIbHON OpraHU3aluH TS
pELICHUs] OCHOBHBIX M ONEPAaTHBHBIX 33/1a4, CTOSIIHNX Mepe 00pa3oBaTeIbHONW OpraHu3aluei
(mpunoxenue Ne 2).

[Ipuka3 MoxeT OBITH W34aH JIMIOM, HWCHOJHSIOMUM OOS3aHHOCTH PYKOBOAUTEIS
00pazoBaTeabHON OpraHU3aluy B CIIy4ae ero OTCyTCTBUS.

B nmpukaszax 1o OCHOBHOM JEATEIbHOCTH pEUIaloTCs BOMPOCHI YueOHOM, XO3AHCTBEHHOM,
(UHAHCOBON  JEATENbHOCTH, IUIAHUPOBAHUSA, OTYETHOCTH, Y4eOHO-BOCHUTATENHLHOTO
nporecca, pUu3nueckoro pa3BUTUA U T. 11

[Tpukas3sl opopmisitoTcs Ha 6JaHke oOpa3oBaTeNbHOW OpraHm3amud. llepemada mpukaszos,
UX KOMUA pabOTHHKAM CTOPOHHUX OpraHW3alMi JIOMYCKaeTcs TOJIBKO C pa3peleHus
pyKOBOIUTENsT 0Opa3zoBaTenbHON opranuzauuu. IIpoekTsl mnpukazoB pa3zpadaThIBAIOTCS
YIOJIHOMOYEHHBIM JIMIIOM 110 MOPYYEHUIO PYKOBOACTBA WU IO COOCTBEHHOM MHUIIMATHBE.

[ToaroroBka mprkasza BKJIIOUYACT B ce0sl M3YUCHHUE CYIIECTBA BOMPOCa U cOOP HEOOXOTUMBIX
CBEJICHHM, TIOJATOTOBKY TIPOCKTa TPHKAa3a;, COIJIaCOBaHWE TMPOEKTa; IOAIUCAHUE
PYKOBOIHUTETIEM 00pa30BaTEIbHON OpraHU3alu1, PETUCTPAITHIO.

[Tpukassl nevaratorcs mpudrom Ne 12.

Homepa cTpaHMIl TpOCTaBJISIOTCS MOCEPEIMHE BEPXHEro TMOJsl JMCTa. TEeKCT NpuKasa
revaTaeTcs 4epe3 OJIMH MEKCTPOUHBIA HHTEpBal, 63 00opoTa.

[Ipuka3 umeeT crenyrolue pPEKBU3UTHI. HAUMEHOBAHUE OOpa30BaTEIbHON OpraHu3aIlu
corjacHo ycraBy; HaumMeHoBaHue Buaa nokymenrta ([TPUKA3), nara, HOMmep, MmecTo
COCTaBJICHMS, 3arojJOBOK K TE€KCTy, TEKCT, HAaWMEHOBAHWE JOJDKHOCTH, IOIIHUCH
JOKHOCTHOTO JHIa (MHUIHANBI, (paMUIIHs), BU3bI COTTACOBAHMUS, 03HAKOMIICHHSI.

Jlatoil npukasa siBisieTcs narta ero noanucanus. Jlata opopmisercss HUppoBbIM CriocodoMm;
HOMEpP COCTOMT M3 3HaKa «No» W MOpsAAKOBOro Homepa mnpukasza, Hanpumep: ot 00.00.0000
Ne 000.

TexkcT mnpukaza COCTOMT M3 JBYX B3aUMOCBSI3aHHBIX 4YacT€d — KOHCTaTHUPYIOIIEH
U pacropsAuTEIbHOM.



Tekcr mpukasa JODKEH MMETh 3arojiOBOK. 3arojioBOK HauuHaeTcs ¢ npemiora «O» («O0»)
1 GopMHUPYETCST ~ NpPH  TOMOIIM  OTIVIATOJIbHBIX  CYIIECTBUTEIbHBIX  (Hampumep:
«O0 yTBepXkJIeHHU...», «O perucrpaiui...», «O Co3qaHuu...»).

3arojoBOK JIOJDKEH KpaTKO M TOYHO OTpaXkaTh COJAEp)KaHUE TEKCTa mpukaza. Touka
B 3aroJIoBKe He cTaBuTCs. lledataercs depe3 1Ba MEKCTPOYHBIX MHTEpBaja OT PEKBU3MTA.
[ledataercst cTpOYHBIMHU OyKBaMH, BBIIEISETCS JKUPHBIM HIPUDTOM.

B koHCTatHpyronmieli YacTH KpaTKO HM3JaralTcs Iedd | 3a1add, (GakThl W COOBITHS,
MOCITYKUBIIME OCHOBAHMEM JJisi U3JaHus Mpukaza. OHAa MOXKET HaYyMHAThCA CJIOBaMHU
«B IENIAX», «BO UCIIOMHEHWE» W ap. Ecim mnpuka3 wu3gaeTcss Ha OCHOBAHUHU JPYroro
JIOKYMEHTa, TO B KOHCTATUPYIOIIEH YacTH yKa3bIBACTCS HAMMEHOBAaHWE ATOr0 JIOKYMEHTA,
HaMMEHOBAaHME OpraHa, U3JaBLIEro JOKYMEHT, JaTa, PeruCTPALlMOHHBIA HOMEpP U 3ar0J0BOK
K TEKCTY.

Koncratupyromass 4acTh MOXET OTCYTCTBOBAaTh, €CJIM HPEANKHCHIBAEMbIE JIEUCTBUS
HE HY)KJIalOTCSl B Pa3bsICHEHUHM. [EKCT MPUKA30B B TaKUX CIy4dasxX HAYMHAETCS CO CJIOBa
«[MTPUKA3BIBAIO» (muirercst mponucHbiMU OykBamu). [Ipyu Hamuuuu ABYX YacTel mprKasa
pacnopsiiuTeNbHas 4acTh OTAENAETCS OT KOHCTaTUPYIOLIEH CIOBOM «IpuKa3biBatoy. Ilocie
cioBa «IIPUKA3BIBAIO» craBuTCS IBOETOUYHE.

TekcT pacnopsiAUTENbHOM YacTH MOXKET ACIUTHCS HA IIYHKTHI, B KOTOPBIX YKa3bIBarOTCS
WCIIOJTHUTENN, KOHKPETHbIE AECWCTBUSI M CPOKM MCIOIHEHUS NPEANHMCHIBAEMBIX AEHCTBUM.
Eciu mpuka3z gomonHsSeT, OTMEHSET WM U3MEHSeT paHee H3JaHHble TpPUKa3bl WIH
UX OTAEIbHBIE  IYHKTBI, 3TO  oOroBapuBaercsi B Tekcre. IlocienHuM  IyHKTOM
pacnopsiAUTENbHOM YacTH IpPUKa3a YKa3bIBA€TCS JODKHOCTHOE JIMLO, Ha KOTOpOE
BO3JaraeTcsi KOHTPOJIb 3a UCIIOJIHEHHWEeM Tmpukaza B ueiaoM. Hanpumep: «KoHTpomns
3a UCIOJIHEHHEM IIPUKa3a OCTaBJISIO 32 COO0M».

HOI[HI/ICL OTACIIACTCA OT TCKCTA ABYMS MHTCPBAJIaMU, II€CYATACTCA OT I'paHUIIbI JICBOT'O ITOJIA.

Pacmm¢poBka moamucu medaTaeTcss Ha YpOBHE IOCHEAHEH CTPOKHM JOJDKHOCTH Y HMPaBOM
rpaHuLbl TeKCTOBOrO nouid. [Ipoben Mexay nHuIManaMu U pamuiineit He 1enaercs.

[Mocnennsisi OykBa B paciinpoBKe MOIIKMCH OrpaHUdMBaeTcs npaBbiM noneM (10 mm).

[lpy noamucaHuM TpUKa3a JHUIOM, 3aMEIIAOIIUM PYKOBOAMTENS 00pa3oBaTeNbHON
OpraHu3alyy, J0JDKHA OBITh YKa3aHa ero (hakTuieckas JODKHOCT U (paMuus.

HpI/I Halln4yun HpI/IJ'IO)KeHI/Iﬁ K IIpUKasy 00s13aTEIBLHO ACJIaCTCA CChIJIKA Ha HUX B TCKCTC.

[Ipukasbl HyMepyloTCs MOPSAKOBON HyMepaluel B npejaenax KajieHaapHoro roga. OTnenbHo
HYMEpPYIOTCSl TPHKa3bl 110 OCHOBHOH JEATEIBHOCTH, I10 JMYHOMY COCTaBy pPaOOTHHUKOB,
10 JINYHOMY COCTaBy OOYYaIOIIMXCsl, IO OTITyCKaM, O KOMaHIMPOBAHHH.

Ecnu npuka3 BBOAUT B JIciiCTBHE KaKkue-THM00 TOKYMEHTHI (MHCTPYKIMH, rpadHKH, MpaBHIa,
MIOJIOXKEHHMST), TO OHU O(OPMIISIFOTCSL B BHJIC IPUIIOKEHHS K TIpUKa3y. B mpaBoM BepxHEM yrity
TakUX JOKYMEHTOB OT ISTOrO TIOJOXKEHHs TaOyndaropa HEOOXOIMMO NHUCaTh CIIOBO
«IIpunoxkeHne» C yKka3aHHEM HAUMEHOBAaHUS PACHOPSAIUTEIBHOIO JTOKYMEHTa, €ro [JaThl,
HOMeEpa.

Hanpumep:



[Ipunoxenue
k npukazy ['BJIOY Ne 44

ot 11.07.2025 Ne 34

HpI/IJ'IO)KCHI/Iﬂ K IIPOCKTaM IIPUKaA30B O(bOpMHHIOTCH Ha OTACIIbHBIX JINCTax 6YM8.1" .

Pazmepbl mosieil W MEXCTpPOYHBIE HWHTEpPBAIbI MPU I€YATAHUM TEKCTOB MPHUIIOKEHUN
WJIEHTUYHBI pa3MepaM, IPUMEHSEMbIM ITPU NI€YATAHUH TEKCTOB IMPUKA30B.

B npunoxxeHusIX moMeniaroTcs MONT0KEHUs, IEPEYHH, CIIUCKH, TpapuKH, TaOJIUIIbI, 00pa3Ibl
JIOKYMEHTOB H JIp.

Ecau B TekcTe maeTcs CChUIKA «COTJIACHO TPWIOKEHHIO» Wi (mpuiioxkenue Ne...),
TO HA IIEPBOM  CTpaHUIE MPWIOKEHUS B IIPAaBOM BEPXHEM yIUIy [HILETCS  CJIOBO
«[Ipunoxxenne» M ero HOMep, HUXKE UYEpe3 OJMH MEKCTPOUHBIN MHTEpBaNl JAeTcs CChUIKA
Ha IpUKa3 PyKOBOIUTEINS 00pa30BaTEIbHON OpraHU3alliy, ero AaTy 1 HOMep.

Bce coctaBHbIE YacTH peKBU3UTA BBIPAaBHUBAIOTCS I10 JIEBOMY Kpalo, [1€4aTaloTcs Yepe3 OJuH
MEXKCTPOUHBIA HWHTEpBal. J[TMHA CTPOKHM HeE OJDKHA TIPEBBINIATH 8 CM, OrpaHUYMBaCTCS

IIpaBbIM IIOJIEM JOKYMCHTA. HpI/I HaJIn4ny HCCKOJIBKHUX HpI/IJ'IO)KCHI/Iﬁ OHU HYMCPYIOTCH.

Hanpunwmep:

[Tpunoxenue 1
k npukaszy I'BJIOY Ne 44

ot 11.07.2025 Ne 34

ITpu namuuuu B Texcte GopmynupoBku «Y TBEP/IUTby» npunaraemoe mnonokeHue, cOCTaB
KOMUCCHH, MIEPEYEHb MEPONPUATUN U T. JI. HA CAMOM IPUJIOKEHUHU B IIPAaBOM BEPXHEM YIIIY
pacnonaratorcs cioBa «Y TBEPXKIEHO» unu «YTBEPXIEH» co ccbuikoii Ha npukas, ero
naty, HOMep.

Hanpumep:

YTBEPKJAEHO

npukazom ['6JIOY Ne 44

ot 11.07.2025 Ne 34

3aronoBok K TCKCTY HNPUIIOKCHUA MCHATACTCA HCHTPUPOBAHHBIM criocobom. HanmenoBanne
BHJa AJOKYMCHTA JIIPUITIOXKCHUA (nepBoe CJIOBO 3arojioBKa IMpPUIIOKCHUA IICHATACTCA



nponucHbiMA OykBamu skupHbIM  mmpudpToMm: I[TOJIOXKEHUE, ITTEPEYEHB, CIIMCOK
UT. 1)

3arosoBOK IPWJIOKEHUS OTAEISAETCS OT JaThl M HOMEpa IpUKa3a JIBYMS MEKCTPOYHBIMU
MHTEpBAJIAMHU.

[lpy HaMMuYUKM B TEKCTE NPUIOKECHUS HECKOIBKMX PAa3[eliOB WX 3arOJIOBKH I1€YaTArOTCS
[CHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTENILHO TI'paHMIl TEeKCTa). Touka B KOHIIE 3aroJioBKOB
He craBuTCs. JlomyckaeTcs BBIACISTH 3ar0oJIOBKH Pa3IeIoB IPUPTOM APYroi HACHIILICHHOCTH
(KMPHBIM, TIOJTY)KHPHBIM).

Texkcr mpuiiokeHust MOKET ObITh oopmiieH B BuAe TaOmuubl. ['padpl ¥ CTpOKH TaOIUIIBI
JOJKHBI MMETh 3aroJIOBKH, BBIPQKCHHBIE WMEHEM CYIIECTBUTEIHHBIM B HMEHHUTEIHHOM
nangexe. [log3aromoBku Tpad U CTPOK TPaMMATHUECKH JOJDKHBI OBITh COTJIACOBAHBI
C 3aroyioBKamMu. TekcT TalOauIIbl IeYaTaeTcsl Yepe3 OJAUH MEKCTPOUHBINA HHTEPBAJL.

[Ipn HaiMuyMM B TEKCTE€ NPUIOKEHUHM CCHUIKM Ha CHOCKY OHa O(QOpPMIISIETCS 3BE3JI0UKOM.
TekcT CHOCKM 1medaTaeTcsi 4epe3 OIUH MEKCTPOYHBIM MHTEPBAJ B KOHIE Ka)KIOW CTPaHMIIBI
WM TI0CJIE TIPUJIOKEHUS B 1IEJIOM IToA yepToi. Ilocie cuMBoOnIa CHOCKM €€ TEKCT medaraercs
c mponucHoi OykBbl. B KoOHIle TekcTa CHOCKM cTaBUTCA Touka. Ha ogHoll crpaHuie
HE JOTKHO 0(hOPMIIITECST O0JIee TPEX CHOCOK.

B nonoxkenusx, mnporpamMmax, ycTaBaX U JAPYTHX MOJOOHBIX JOKYMEHTaX pas3JIelsl,
HO/Ipa3/ieiibl, ITYHKTHI M TIOANYHKTEI HyMepyroTcst apadckumu mudpamu. Homep monpaszaena
JOJKEH COCTOSTh W3 HOMEpa pasliefla W HOMepa IMoapasjesia, pas3/eleHHBIX TOYKOH
(mampumep: 1.2.). Homep myHKTa MOXET COCTOSATH W3 HOMEpa pasjeia, Mojapasjena
U MyHKTA, pa3jeneHHbiXx Toukamu (Hampumep: 2.3.1.). IIyHKTBI TPy HEOOXOMUMOCTH MOTYT
HO/IPA3JeAThCS Ha MOMIIYHKTBI, KOTOPBIC JODKHBI HMMETh IOPSIKOBYIO HYMEpAIUIO
B TIpesieniax Kaxjoro mynkra (Hanpumep: 1.1.1.1.,1.1.1.2. u T. 1.).

Bu3bl npocTapiisitoTess Ha 000POTHOM CTOPOHE MOCIIEHETO JINCTA TPOEKTa MPUKa3a.
Ha MPHUIIOKCHUAX K ITPOCKTAM IIPHUKA30B BU3bI IIPOCTABIAIOTCA IO TEKCTOM ITPUTTOKCHUA.
3.3.2. lIpoTokoa

ITpoTOKOI — JOKYMEHT, B KOTOPOM (HKCHPYETCS XOJ OOCYXKICHHS BOIPOCOB W MPHHSTHSI
pellicHUiT Ha COOpaHMSX, COBCIIAHHIX, KOH(MEPECHLHUAX W 3aCeNaHUSIX KOJUICTHATbHBIX
opranos (npuioxenue Ne 3).

B nporokonax IOCTOSHHO [JEHCTBYIOIIMX KOJUIETHAIBHBIX W COBELIATENIBHBIX OpPraHOB
(memaroruuecKoro, METOJJMYECKOro COBETOB , KOMUCCHIA), a TaKyKe KOH(PEpEeHIIUi, cOOpaHHmii,
COBCIIaHMI, 3aceaHuii, MeperoBOpoB, BCTPEY) HCHONB3yeTcss (opMa H3JIOKCHUS TEKCTa
OT TpeTbero Juila MHoxectBeHHoro uucia (CJIYIIAJIM, BBICTYIIWUJIN, PEIIWJIN).
ConeprxaHue BBICTYIUIEHUH U3J1araeTcs OT TPEThETro JIMa €AMHCTBEHHOI 0 YU CIIA.

[IpoTokoa umeeT cieayroume peKBU3UTHI:
e HamMeHoBaHue Buaa JokymeHTta — ciaoBo «I[IPOTOKOJI» mewaraercs Ha 2 cM

HIDKE OT TPaHMIIBI BEPXHETO MOJIs MPOMUCHBIMU OYKBaMH, OITYKUPHBIM IIPHPTOM
Y BBIPABHUBAETCS 110 LEHTPY;



e BHJ 3aCEaHHs, COBEIIAHUS — OTICNACTCS OT NPEIbIAYIIEr0 PEKBH3UTA JBYMS
MEKCTPOUYHBIMHA WHTEpPBAIAMH, T€YaTaeTCsl MOTYKHUPHBIM MIPUPTOM Yepe3 OIuH
MHTEPBAJI U BBIPABHUBACTCS I10 IICHTPY;

e JaTa W HOMEpP MpOTOKOJNAa — Jara odopMiIsercs IHPPOBBIM  CIIOCOOOM
U TIeYaTaeTcs 4epe3 JBa MEKCTPOUHBIX WHTEPBAJIA HIKE TPEABIIYIIEro PEKBU3NTA
OT JICBOM IPaHUIIbI TEKCTOBOTO IOJIsl, @ HOMEP — I1OCIIE CIIOBA «IIPOTOKOI,

e MECTO TPOBEACHMUS 3aCelaHusl YKaszblBaeTcs MpUd OPOPMICHHUH MPOTOKOJA
COBEIAHHS B TOM CJIy4ae, €CIM OHO MPOMCXOAWIO HE B 3AaHUH 00pa30BaTEIbHOMN
OpraHM3alNH, BEIPABHUBACTCS 110 LEHTPY HA OAHOW JIMHUY C IATOMH;

e TEKCT NMPOTOKOJA, KaK MPABUIIO, COCTOUT U3 IBYX YACTeW: BBOJAHOM U OCHOBHOIA.

BBozHas yacTh cocTaBisieTcs 0 CXeMe:
[Ipencenarens — damunus 1.0. pykoBoaurens.
Cekperapp — Pammnus 1.0.

[IpucyrcrBoBanu:

CnoBa «IIpencenarens» u «Cekperapby Ie€4yaTalOT CJI€Ba OT HYJIEBOI'O IMOJOXKEHUS
TalyssTOpa, OTIENAS ABYMsS MHTEpBajaMH OT 3arojloBKa U Apyr ot Apyra. C HOBOHM CTpOKU
nuiyt cnoBo «lIpucyrcrBoBanmy,

damMuMU ¥ MHUOWATEl  TIOCTOSHHBIX WICHOB KOJUICTHAIBHOTO OpraHa, YYacTHHKOB
3acejaHus, PaOOTHUKOB OpraHM3alUHM W NMPUTJAICHHBIX Ha 3aCeJaHUe TEePCUHCISIOTCS
B a/ipaBUTHOM TOpsiZike Oe3 yKazaHWs JODKHOCTEH. [lepeunciieHHe NTpUCYTCTBYIOIIMX
OoOpPMIIIIOT BO BCIO IIMPHHY CTPOKM 4Yepe3 OIWH MEXCTPOYHBIH uHTepBal. Ecim
B 3aCE/IaHUU y4acCTBYIOT Ooisiee 15 denoBek, B MPOTOKOJIE YKa3bIBAIOT MX O0Iee KOIUYECTBO,
a pacimm(poBKa TPEACTABISCTCS B SIBOYHOM JIMCTE, KOTOPBIA SBISETCS NPUIOKECHHEM
K iporokoiy (mpuiokenne Ne 4).

[Tpu odopmiieHHH TPOTOKOIA C YUCIOM YYaCTHUKOB Oonee 15 damunum He nmepeuncnsiorces,
a ykaspiBaeTcsa Iuppoil ux olIiee KOJUYECTBO, CIHUCOK YYACTHUKOB B TAKUX CIIydasx
MPUIIaraeTcs.

Hanpunwmep:
[MpucyrcrBoBanu 47 yenoBek (SIBOYHBIN JIMCT IPUIIATACTCS).

[Toncuer y4YacTHHUKOB NPOBOJMTCA IO CHMCKaM PEruCTpalyy, KOTOpbIE MpUiIararoTcs
K IIPOTOKOITY.

ITocne mepeuncieHus] YYaCTHUKOB B MPOTOKONE OGOPMIIIETCS TEepeYeHb BOIMPOCOB,
MOJUTeKAIMX ~ OOCYKJICHUIO, KOTOphI  HaumHaercss cinoBamu  «lloBectka  mHSI»
Y pacrojaraeTcs IICHTPOBAHHO Yepe3 ABA-TPU UHTEPBAJIA OT CIIMCKA YYACTHUKOB.

[ToBecTKa qHS COACPKUT MEPEUUCIICHIE MTYHKTOB (BOIMPOCOB) MOBECTKHU JTHS, (PUKCHPYFOIIIUX
MOCJIEIOBATEILHOCTh ~ OOCYXKJEHUs, C paMWIusIMUA  JOKIamqunukoB. Kaxaslid  Bompoc
HyMepyeTcs apaOckod 1udpoit, pacmomaraercs B HOPSAAKE 3HAYMMOCTA W OTBEYAET
Ha Bonpoc «O yemM?».

Hanpumep:



1. AHanu3 BBITIONIHEHUS TOMOBOrO TUIaHA paboOThI oOpa3oBarenbHOU opranm3aruu 3a 2025—
2026 y4eOHBIi oI

Hoxknaguuk —Ilerposa A.H.

OcHOBHasi 4acCTh MPOTOKOJA COCTOUT W3 Pa3/eNoB, COOTBETCTBYIOIIMX MYHKTaM ITOBECTKH
JH.
TekcT kakaoro pasjesa COCTOUT U3 TPEX YacTei:

— CJIVIIAJIM: xpatkoe coaepkaHue IOKJIala WU CChUIKA Ha IpUJIaraeMblii K IPOTOKOIY
tekcT. Ilepen cnoBom «CJIIYIIIAJIM» mpoctaBisieTcss HOMEP B COOTBETCTBUHU C IOBECTKOM
JHS,

— BBICTVYIIMJIN: kpaTkoe conxepikaHWe KakKJOTO BBICTYIUIEHHUS, 3a/JaHHbIE BOMNPOCHI
U OTBETHI;

— PEIIUJIN (ITOCTAHOBWJIN): pemenne GopMynupyercsi ¢ UCIOJIb30BAHUEM MOJICIIH,
NPUHATON ISl  PACIOPSIUTENBHBIX JOKYMEHTOB. YTO CJENaTh, HWCIIONHUTEIb, CPOK
HUCIIOJIHCHUA.

Pemrenusi, BeipaboTaHHBIE Ha COBEIIAHWHU, BHOCAT B MpoTOKoa mocie cioBa «PEIINJIN»
(«(ITOCTAHOBUJIN»). Pemienne MOXET coaep)kaTh OJUH WIM HECKOJIBKO MYHKTOB, OHHU
pacrnosyiararoTcs 1Mo 3HaUUMOCTH, KaX/IbIii U3 HUX HYMEPYEeTCH.

B cnydae xorjga mpoTokon (UKCHpYeT pelieHrne 00 YTBepkKIACHUH KaKOro-TUOO JOKYMEHTa,
B TEKCTE IPOTOKOJIa JOJKHA COJEP’KaThCSl CChbUIKA HA ATOT JOKYMEHT, acaM JOKYMEHT
MpuiaraeTcs K MpoToKoIy.

[Ipn Hammuum 0coOOro MHEHUS IO NPUHATOMY PELICHUI0 OHO 3aIlMChIBAETCA B IMPOTOKOI
(mocIte COOTBETCTBYIOIIETO MPOTOKOIBHOTO PEIICHHUS).

B xadecTBe HCMONHUTENST MOXET OBITh YKa3aHO OJHO WJIM HECKOJIBKO JOJKHOCTHBIX JIHIT
b0 CTpyKTypHOe mnoapazaenenue. Cpok MOXKET ObITh yKa3aH Kak KajJeHJapHas Jara Wid
KaK MepUOJl BHIMOTHEHHS paOOTHI.

Crnosa «CJIVHIAJIN», «BBICTYIINIINY, «PEHIWIIN» («ITOCTAHOBWJIMY») meuarator
OT JIEBOT'O TOJISl MPOMUCHBIMU OYKBaMH M 3aKaHYMBAIOT JBOCTOYUEM.

Kaxnplii pazzen nedaraercs ¢ KpaCHOM CTPOKH, 4TOOBI BBIIEIUTh B TEKCTE IPOTOKOJIA pEYb
OCHOBHOI'O JTOKJIaTYMKa, BBICTYIUICHHUSI YYaCTHHKOB 00CyXKJICHUS BOIIpOCa
Y TIOCTaHOBJISIIOLIYI0 YacTh, (OPMYIHMPYIOLIyI0 perienue cobpanus. C 3ToH ke IENbIo
B TEKCTE IPOTOKOJAa KaXIyr (amMIIMIO W MHHUIMAILl BBICTYMAIOIIMX I1€YaTalOT C HOBOM
CTPOKHM B HMEHMTEIBHOM MaJEeKe, 3alKMCh BBICTYIUIEHUS OTAESAIOT OT paMuiauu geducom.
Kaxnplii Bompoc meyaTtaeTcsi C KpacHOW CTPOKH, (GaMHIMM TpU 3TOM JIOMYCKaeTcs
HE yKa3bIBaTh.

B ornenpHBIX CiydasiX Ha OCHOBE PYKONMHUCHBIX MM MarHUTO(QOHHBIX 3alHced, KOTOpbIe
BEJUCh HAa 3aCelaHuH, COCTaBISIETCS CTEHOrpaUUecKUil MPOTOKOJ, KOTOPBIH JOCIOBHO
nepeaaeT npouecc 00CyXICHHUsI KaXK0Iro BOIIPOCa U BEIPAOOTKY PELICHUS 10 HEMY.

[Tporokon odopmisieT cekperaphb 3aceiaHusi, IOPUIMYSCKYIO CHIIy MPOTOKON MpHOOperaeTt
TOJILKO MPH HAIMYHMH JIBYX MMOANIUCEH — Tpecenaresns u cekperaps. [lomnucu pacmomnarator,



OTACIIUB OT TCKCTa ABYMA-TPEMA MCKCTPOUHBIMU HHTCPBAJIAMU OT I'paHULLI JICBOr'O ITOJIA.
[ToanuceiBaeTcs mepBBIN HK3EMIULIP IPOTOKOJIA, KOTOPBIN MOAIIMBAETCA CEKPETAPEM B AEIIO
U XpPAaHUTCS B COOTBETCTBUU CO CPOKOM, OINPEACICHHBIM HOMEHKIATYPOH A€l

B HekoTophIX citydasx oopmiiseTcs BbIIUCKA U3 IPOTOKOIIA.

Beinucka U3 mMpoTOKOJAa — TOYHAs KOMMSI YacTH TEKCTa IOJJMHHOIO IPOTOKOIIA,
OTHOCSIILIEr0Csl K TOMY BOIIPOCY IOBECTKH JHS, IO KOTOPOMY TOTOBUTCS BbIMKcKa. [Ipu 3Tom
HEOOXOJMMO BOCHPOM3BECTH BCE PEKBM3MTHI OJlaHKAa, BBOJHYIO YacTb TEKCTa, BOMPOC
MOBECTKU [IHs, I10 KOTOPOMY T'OTOBHUTCSI BBINHMCKA, U TEKCT, OTPAXKAIOUIMHA OOCYXKIeHHE
BOIPOCA W NPUHATOE pemieHne. B 3TOM ciydyae Ha3BaHWE JOKyMEHTa OQOpMIIseTcsS Kak
«BpImucka u3 mpoToKona.

3.3.3. Cry:xke0HO€ MUCBMO

IInceMa cocTaBiAIOTCS U1 OCYILIECTBICHHS ONEPATUBHOM CBA3M C IPYrMMH OpraHU3alUusIMU
II0 BOIIPOCAM JIeSITeNIbHOCTH 00pa3oBaTenbHOI opranu3anuy (mpuioxenue Ne 5).

ITo conepxaHni0 W Ha3HAUEHHUIO MHCbMa MOTYT OBITh MH(OPMAIMOHHBIC, TapaHTHUIHBIC,
pEeKIIaMallHOHHBIE, KOMMEPUYECKHE, MMCbMa-3alpOChl, MUCbMA-TIPUTJIAILIECHNS U T. 1.

NudopmarimonHsie muchMa cofiepkat cooOIIeH s, TPOChObI, HATOMUHAHUS, TIPEIOKECHHUS.

["apaHTuiiHBIEe NpeIHA3HAYEHBI AJIs U3BEIIECHUS O FapaHTUSAX OIUIAThI, CPOKOB IOCTABKU WIIU
Ka4yecTBa MPOIYKIIMU U YCIIYT.

B pexiamanioHHbIX  (MPETCH3MOHHBIX) MUChbMaxX W3JIAraloT TpPeOOBaHHS —BO3MEIICHHUS
yOBITKOB, HAHECEHHBIX H3-3a HApYIICHHUs YCIOBMM KOHTpakTa MM JOTrOBOpa ApYyrou
cTOpoHOU (KOHTpareHToM). Pexiiamanus J0/KHA TOATBEPKAATHCS MPHIAracMbIMU K TTHCHMY
JOKYMEHTaMH B BUJIE aKTOB, CIIPABOK U T. [I.

KoMmepueckne mucbMa COCTABIISIIOT MPU 3aKIIOYEHUH U BBITOJIHEHUM KOHTPAKTOB, YacTO
B HUX U3JIAraloT MOpochObl O MpeAoCTaBiIeHUM HWHGOpMalMKU O TOBapax M ycCiyrax
y UX MPOJABIIOB WJIH, HATPOTHUB, MPEIaratoT MOCTaBUTh TOBAPHI UIIH YCIYTH.

B nuceMax-3anpocax npocsiT y KOHTpareHTa pa3bsiCHUTh KaKoi-Tn0o (akT uiu aencTBue.

CnyxeOHble NHCbMa I€4aTaloTcsd Ha OJaHKax MHCceM 00pa3oBaTENbHOM OpraHu3aluu.
Ciy>xeOHOE THCHMO UMEET CIICAYIONINE PEKBU3HTHI:

e Tpud U OTMETKA OrPaHUYUCHHS JOCTYIA K JIOKYMEHTY (€CIIH 3TO HEOOXOJMMO);
e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

e OTMETKAa O HAJTMYUH MPUIOKEHUH (€CITH OHH UMEIOTCSI);

e TIOJIIKCH;

e OTMETKa 00 HCIIOJHHUTEIE.

Texkct cnaykeOHOro mnHChbMa, Kak MPaBUJIO, JOJDKEH KacaThCsl OJHOrO BOMpoOca WU
HECKOJIbKMX BOMNPOCOB, €CIM OHU B3aUMOCBSI3aHBI U OYAYT paccMaTpUBATBHCS B OJHOM
CTPYKTYPHOM TOJIpa3eICHIN OpraHN3allui-aIpecara.



TekcT u3naraercsi OT MEPBOTO JIMIA SJMHCTBEHHOIO YMCIia (IPOCKUM, HAIPABIISIEM U T. JI.) WK
OT TpeThero Juna eauHcTBeHHoro uymcena (OO cumraer..., mpodcorosubiii komurer OO
paccMoTpel...).

Tekcr nmucbMa, Kak MpaBuilo, COCTOUT M3 JIBYX YacTeil. B repBoil yacTu uznaraercst Npu4nHa,
OCHOBAaHHE MM OOOCHOBAaHHE COCTAaBJIEHUS MHCbMa, HPUBOMAATCS CCHUIKM Ha JOKYMEHT,
SIBJISTFOIIANCS OCHOBAaHHUEM IMOATOTOBKH MHChMa. Bo BTOpoitl wacTi, HaunHaromeics ¢ ab3ana,
MTOMEUIAIOTCS BBIBOJIbI, IPEAJIOKEHUS, TPOCHOBI, PEIIeHUs U T. [I.

3.3.4. TeserpamMmbl, Tes1epOHOTPaAaMMBbI U (paKCUMUJIBLHAS CBS3b

[lepemaua  koppecnoHAeHIMH 1O (GAKCUMUIBHOM  CBS3M B JpyrUe  OpraHu3aluu
OCYIIECTBISIETCA TOIBKO 10 YKA3aHUIO HIIM C pa3pelleHus aIMUHUCTPAUK 00pa30BaTeIbHON
OpraHu3alkH.

[TonMMHHNKK NOKYMEHTOB, MEPEAaHHBIX MO ()aKCUMHIIBHOW CBSI3U, MOMALIMBAIOTCS B JETIO,
XpaHsmieecs y pabOTHUKA, OTBETCTBEHHOTO 32 (DAaKCUMUIIBHYIO CBSI3b, C YKa3aHUEM BPEMEHU
W 1aThl ~ TepeJadd, a KOMWW  BO3BPAIAIOTCS B COOTBETCTBYIOIIHME  CTPYKTYpPHBIC
noapaseneHus ¢ nometkoir «FAX (m1ata u Bpemsi)».

3.3.5. 3aaBienue

3asiBIeHHEe — 3TO OQUIIMAILHOE COOOIIeHHE B MUCbMEHHOW (popme. OHO COMEPKUT HaIe
BCETO TMpPEIOKEHUE, Kajlo0y WU MPOChOy KaKOTo-THOO YEIOBEKAa, aJpeCOBAaHHBIC HWIIU
OpraHu3allfy, WIH J0JKHOCTHOMY JIMIY. 3asBlICHHE OQOPMIISETCS HA CTAaHAAPTHBIX JIMCTaX
Oymaru opmara A4.

3asgBlIeHHE BKIIOYACT. ajipecara, KOTOPOMY HAIIPABJIACTC 3asBJICHUC, (I)aMI/IJ'II/IIO, nmMsi,
OTYCCTBO, AOJKHOCTH aBTOpa 3asABJICHUS, HAMMCHOBAHHC JOKYMCHTA, TOYHOC M3JIOKCHUC
HpOCB6BI, OpCAJIOXKCHUSA, OITHUCH MMPHUJIAaracMbIX K 3asBJICHHUIO JOKYMCHTOB, JAaTa, ITOAIKUCE.

B 3asBneHnn wucnonp3yercs, Kak MpaBuio, O(UIMATBHO-AETOBAas JIEKCHKA, B HEKOTOPBIX
3asIBJICHUAX JIOIYCKAETCs yIoTpeOieHne myoaIuuCTHUECKOM JIEKCUKH.

3.3.6. 3anucka

3anmucka (aHamuTHYecKas, JOKJIajHast, CiIy:KeOHasi, OObSCHHUTENbHAs) — JIOKYMEHT,
aJIpECOBAHHBIN  PYKOBOAUTENIO 0Opa30oBaTeNbHON OpTraHM3AlMM WM BBIIICCTOSIICH
OpraHu3allK U coAepkKalluii 0OCTOATENbHOE U3JI0KEHHE KaKOro-JIn0o BOMpoca ¢ BIBOJAMHU
U NMPEAJIOKEHUSMHU COCTaBUTENS.

JloknajHas 3amucKa COCTaBJISACTCS KakK IO JIMYHOW WHHUIMATHBE aBTopa (paboTHHKA), Tak
U 110 yKa3aHuio  (MUCbMEHHOMY WJIM  YCTHOMY)  PYKOBOIHMTENsS  00pa3oBaTebHOM
OpraHu3alyHu.

3amucka cocTaBieTCs Ha OyMa)XHOM HOCHTeNe WJIM B 3JIeKTpoHHOM Buzae. OdopmueHue
3alMCKM 3aBUCHUT OT ajgpecara. [Ipu cocraBieHMM AOKIAJIHOW 3alMCKH, aJpPECOBAHHOMN
PYKOBOAMTEIIO 00pa30BaTEIbHONW OpPTaHM3AIMK B paMKaxX 00pa30BaTEILHOW OpTaHU3AIIWH,
OHA CYMTAETCS BHYTpPEeHHEH M opopMIISIETCSl Ha CTaHAAPTHBIX JiMcTax Oymaru (opmara A4.
BHyTpeHHss 3amucka JODKHA COAEPXKATh CIEIYIOIINE PEKBU3UTHI. BUJ JOKYMEHTA, NaTy
JOKYMEHTa, Ha3BaHWE JIOKyMEHTa (3arojloBOK K TEKCTY), €CIH TEKCT 0ojiee YeThIpeX-ISTH



CTPOK; ajpecara, TEKCT, NOANUCHh (C yKazaHHEM JJOJDKHOCTH, (GaMHIWU, WHHUIMAJIOB).
[ToanuchiBaeT BHYTPEHHIOKO JOKIAIHYIO 3aIIMCKY COCTABUTEb.

Ecnu 3amucka aapecyeTcs 3a mpejenbl 00pa30BaTENbHONW OpraHM3alud, TO €€ 0 OpMIISIOT
Ha OJlaHKe M OHA Ha3bIBaeTCsl BHEIIHEW. BHemHss 3amucka MomKHA cofepKaTh CIeAYIOLe
PEKBU3UTHI: HAUMEHOBAHHWE  YUPEXKJEHHUS, BHUJ  JIOKyMEHTa, JaTy JOKyMEHTa,
PETUCTPAIIMOHHBI HOMEp, MECTO COCTAaBJICHUS, HA3BaHUE JIOKyMEHTA (3aroJIOBOK K TEKCTY),
€ClIi TEeKCT Oojee 4YeThIpeX-NATH CTPOK, ajpecaTa, TEKCT, MOANUCH PYKOBOAUTENS
00pa3oBaTeabHON OpraHU3aIUy.

Pa3HOBUIHOCTBIO JOKIIQJHON 3alMCKU SBISAIOTCA NpencTaBiieHus. OHU HUCIONB3YIOTCA IpU
JOKYMEHTUPOBAHUM  KaJpOBOM  JEATENBHOCTH W COCTABJISIOTCS  PYKOBOJIUTEIEM
o0pazoBaTeNbHOM OpraHu3allMd WA €ro 3aMmectuTeneM. llpeacTaBieHHs COCTaBISIOT
B CJIy4asX MOOIIPEeHUs: paOOTHUKOB, HATOXKEHUS B3bICKAHUH, IPOBE/ICHUS aTTECTALINH.

3.3.7. ABToMmaTH3alUsl JOKYMEHTHPOBAHUS

JI1g TOArOTOBKM AOKYMEHTOB MOT'YT IPUMEHSTHCS aBTOMAaTU3HPOBAHHbBIE TexHOIoruu. llpu
3TOM co37afoTcsi 0a3bl JaHHBIX (KOPPECHOHAEHTOB, (OpM TOKYMEHTOB, TpadapeTHhIX
TEKCTOB U TEKCTOBBIX 3ar0TOBOK), PEAAKTOPCKHE MPOrpaMMBbI U JIp.

[Topsimox pa3pa®oTKM, HKCIUTyaTallMd M MOJb30BAHUSA TAaKUMHM CUCTEMaMH ONpeaesseTcs
CTaHJAapTaMHU B 00JIACTH aBTOMAaTU3UPOBAHHBIX MH()OPMAIIMOHHBIX TEXHOIOTHIA.

3.3.8. D/1eKTPOHHBbIE JOKYMEHThI

[Topsimok cocraBieHusi, 0pOPMIICHHS U COTJIACOBAHUS NMPOEKTOB 3JIEKTPOHHBIX JTOKYMEHTOB
OCYILIECTBISICTCS 10 OOIIUM TIPaBHJIaM JIEJIOMPOU3BOJCTBA, YCTAHOBJICHHBIM B OTHOIICHUU
AQHAJIOTUYHBIX JIOKYMEHTOB Ha OYMa)XHOM HOCHTEJE. DJIEKTPOHHBI JOKYMEHT JIOJIKCH
MMETh PEKBU3UTHI, YCTAHOBJIEHHBIC JJIsI aHAJOTUYHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTEIIE,
3a UCKJIFOYEHUEM OTTHUCKA MEeYaTH.

B nepeuenp 00s3aTeNbHBIX CBENEHUH O IOKYMEHTAaX, HCIOJIb3YEMbIX B IEJIAX Yydera
Y TIOMCKAa JOKYMEHTOB B CHCTEMaxX OJJIEKTPOHHOTIO JOKYMEHT000O0pOoTa 00pa3oBaTelbHOMN
OpraHu3allii B COOTBETCTBUHU  C MpaBUJIaMU  JIEJIONPOU3BOJCTBA B 00pa30oBaTEIbHOM
OpraHu3alyy, BXOIIT:

e AJ[PECAHT;

e ajpecar;

e JIOJDKHOCTD, (haMUJIMsI U MHULIMAJIBI JIUIIA, TTOJIUCABIIETO JOKYMEHT,
e BUJ JIOKYMEHTA;

e JlaTa JOKYMEHTA,

e HOMEp JOKYMEHTA,

e J1aTa MOCTYIUJIEHUS JOKYMEHTA;

e BXOISIIMIA HOMEP IOKYMEHTA;

e CCBUIKA Ha UCXOJSIINI HOMEP U JaTy JTOKYMEHTA;
e HAMMEHOBAaHME JOKYMEHTA;

e HHJCKC JICTIa,

e CBEICHUA O IIepeagpecaln JOKYMEHTA,;

e KOJIMYECTBO JINCTOB OCHOBHOI'O JIOKYMEHTA;

e KOJIMYECTBO NPUIIOKEHUH;

e 00IIIee KOJIMYECTBO JUCTOB MPHUIOKCHUH,



e YKa3aHHS 110 UCIIOJIHEHUIO JOKYMEHTA;
e noioxHOCTE, @. U. O. nconmuuTens,
e OTMETKa O KOH(PHUICHIIUATLHOCTH.

B coctaB J0MOMHUTENBHBIX CBEACHUN OO0 3JIEKTPOHHOM JOKYMEHTE MOTYT OBITh BKJIFOUEHBI
CBEICHHS. HAUMCHOBAaHME aBTOpa JOKyMEHTa (eclii aBTOp HE COBIAAAcT C aApPECAaHTOM
(oTmpaBUTENEM) SJIEKTPOHHOTO JOKYMEHTA), OTMETKa O IEPEHOCE CpOKa MCIIOJHECHUS
JOKyMEHTa, CPOK XpaHEHWs IOKyMEHTa, HAMMCHOBAHHS TPHIOKECHUH K 3JICKTPOHHOMY
JIOKYMEHTY, KIIIOYEBBIC CIIOBA, CTaTyC MJOKYMEHTa (IIPOEKT, BEpCHsi), BHI Iepeaaqyn
JTOKyMeHTa (3JIEKTPOHHOW TIOYTOM, MOYTOH, (haKCOM | T. [.) U Jp.

Cpoku XpaHEeHHs 3JIEKTPOHHBIX IOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHHUS JIOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATEIbHBIMU W MHBIMH HOPMATHUBHBIMH IPaBOBBIMU akTamu PO,
TUTIOBBIMU TIEPEUHSIMU JIJIs1 aHAJIOTUYHBIX JOKYMEHTOB HAa OYMa)KHOM HOCHTEIIE.

4. Opranu3anusi J0KyMeHT0000pOTA U CIOJHEHUS] JOKYMEHTOB
4.1. Ilpuem 1 00padoTKA MOCTYNAIOIINX TOKYMEHTOB

4.1.1. JIBwkeHHE IOKYMEHTOB C MOMEHTAa HX CO3JaHMs WM MOJYyYEHHS 10 3aBEpILICHUs
WCTIOJTHEHUS WJIH OTIIPaBKH 00pa3yeT TIOKYMEHTOOOOPOT.

4.1.2. B nokyMeHTOOOOpOTe 00pa30BaTENbHOW OpPraHW3alMU BBIACISIOTCS CIIEAYIOIINE
JOKYMEHTOIIOTOKH :

a) TOCTYIAKOIIast JOKYMEHTAIUS (BXOISIIAs);
0) ormpasisieMasi ToOKyMeHTanus (MCXOasImasi);
B) BHYTPCHHSISI JOKYMCHTALIVS.

4.13. JloctaBka  ® OTHpaBKa  JOKYMEHTOB B 00pa30BaTEIbHYI  OPTaHU3AIHIO
OCYIIECTBIISIETCS, KaK MIPAaBUJIO, CPEIICTBAMHE ITOUYTOBOM M AJIEKTPHUYECKON CBSI3H.

4.1.4. JIoKyMEeHTBI, MOCTYMAI0IIHe B 00pa30BaTeILHYIO OpraHU3aIUI0, TPOXOISAT EPBUIHYIO
00paboTKy, perucrpaiuio, IpeaABapUTEIbHOE PACCMOTPEHHE, TIepeaadyy pyKOBOJACTBY
Ha pacCMOTPEHHUE, NEPEAAIOTCS UCIIOJIHUTEISAM U MOCIIE UCIIOIHEHUS OMELIAI0TCS B AeNa.

4.15. Tlpuem wu nepBu4Has oO0pabOTKa JOKYMEHTOB OCYIIECTBIISIETCS OTBETCTBEHHBIM
3a 1eJI0IPOU3BOJICTBO.

4.1.6. OTBeTCTBEHHBI 3a JICJIONPOU3BOJCTBO  IPOBOJIUT. TIPOBEPKY IMPABUIBLHOCTH
aJpecoBaHus IOCTYIAIOUIMX JIOKYMEHTOB, IIPABUWJIBHOCTH JOCTAaBKH W KOMIUJIEKTHOCTH
JIOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha IMOJUIEKAIIME U HE MOJIEKAITUE PETUCTPALIUH.

4.1.7. Ilony4yeHHbIe KOHBEPTHI C KOPPECTIOHAEHIIMEH BCKPBIBAIOTCS, IPU 3TOM NPOBEPSIETCS
Hajau4ue BJIOKEHUM, aTaKKe YKAa3aHHbIX B JOKYMEHTAaX IIpUIIOKEHHUN. B ciyuae
MOBPEXACHUSI YMAKOBKU U BIOKEHHUH JMOO OTCYTCTBUS HPHUIIOKEHUN COCTABIIAETCS aKT
B IBYX OK3emIuripax. OOuH DK3EMIUIp aKTa HAIpPAaBIIAETCS KOPPECHOHIEHTY, BTOPOH
pUOOIIIAETCS K MOCTYIHUBIIEMY JJOKYMEHTY.



4.1.8. Ommbo4YHO MpHUCIIaHHasE KOPPECTIOHACHIIHS TEPEChIIAeTCs 0 NPUHAICKHOCTH, €CIH
U3BECTEH aJpec MoiydaTens. B NpoTUBHOM cilydae KOpPPECIOHJCHLMS BO3BpAIlaeTCs
OTIPABUTEIIIO.

4.1.9. KoHBepThl OT MOCTYMAOMIEH KOPPECIIOHACHIIMN COXPAHSIIOTCS U IMPUIIAraroTCs
K JOKYMEHTaM JIMIIb B TOM Cilydae, KOrja TOJbKO I10 HUM MOXKHO YCTaHOBUTb aJpec
OTIIpaBUTENs WM KOrJa JaTa [OYTOBOIO IITEMIENs MMEET 3HAUeHUE B KayeCTBE
JI0Ka3aTesIbCTBA BPEMEHH IOJIyYeHUSI TOKYMEHTA.

4.1.10. CneuuanucToM HE BCKPHIBAIOTCS KOHBEPTHI IMUCEM C HAAMHCHIO «IMYHO». OHH
HepearoTes 10 Ha3HAUYCHHIO

4.2. TlpenBapuTe/IbHOE PACCMOTPEHHE TOKYMEHTOB

4.2.1. OTBeTCTBEHHOE 3a JENONPOM3BOACTBO MPOBOAUT IMPEABAPUTEILHOE PACCMOTPEHUE
JIOKYMEHTOB B LIEJSX BBIIEJICHUS W3 BCEr0 MACCHUBa IOCTYNHMBUIEH KOPPECIOHIAEHIIUN
JOKYMEHTOB, TPEOYIONUX 00sI3aTEIIBHOIO PACCMOTPECHHSI PYKOBOJIUTEIIEM 00pa30BaTEIIbHON
OpraHu3alyHy.

4.2.2. OcHOBaHHWEM [UIS TIPUHSTHS PEHICHUS B XOAE INPEABAPUTEIHHOIO PACCMOTPEHHS
SBISIETCSl COZIEpKaHWE JOKYMEHTa, a He aJ[peCOBaHHE JIOKYMEHTa COOTBETCTBYIOIIEMY
pabOTHUKY.

4.2.3. Pe3ynpTaToM MpenBapUTEIBLHOTO PACCMOTPEHUS SBISETCS HANpPaBJICHHE JOKYMEHTA
PYKOBOAMTEIO 0Opa30BaTENbHON OpraHM3allyi WM JAOJDKHOCTHOMY JIUIY B COOTBETCTBUU
C YCTaHOBJICHHBIM B 00pa30BaTENIbHON OpraHU3aIlluH pacHpeesieHHeM 0053aHHOCTEH MEXIY
PYKOBOIHUTEIEM U JOJDKHOCTHBIMH JIMIIAMH [T BBIHECEHHS YKa3aHUsl I10 HCIIOJHEHHIO
JOKYMEHTA.

4.3. PerucTpanus 10KyMeHTOB

4.3.1. Tlepemaya JOKYMEHTOB Ha PETHCTPAIMIO0  TMPOU3BOAUTCS  TOJBKO  TIOCIHE
UX [IPEJBAPUTEIILHOIO PACCMOTPEHUS.

4.3.2. Perucrtpauuu TOMJIEKAT BCE JOKYMEHTHI, TpeOyIOUIHe y4yeTa, HCIOIHEHHS,
WCTIOJNIB30BaHMs B CIIPABOYHBIX IENIAX, KaK TIOCTYNAroIIue W3 APYrHX OpTaHU3aIHii
M OT YaCTHBIX JIMI], TaK W 0Opa3yoUIHecs: B JIESITEIBHOCTH 00pa30BaTENbHON OpraHU3alluy,
U PErHCTPUPYIOTCS HE3aBHCUMO OT CII0c00a MX JOCTABKH.

4.3.3. K pgokymeHTam, He HOAJEKAIUM  PErUCTPAllMH,  OTHOCATCS  JOKYMEHTHI,
He TpeOyrolue HCIIOTHEHNs U He cofepKalie HH(OopMaIiy, UCIONIb3yeMON B CIIPaBOYHBIX
LEeNSIX: MPUIJAaCUTENbHbIe, IO3paBUTEIbHbIE MHCHbMA, TEJIEerpaMMbl, OWJIETHI, IUIAHBI,
MpOrpaMMbl CEMHUHAPOB, KOH(GEPEHLINUH, CUMIO3UYMOB U JPYTHX MOJO0OHBIX MEPONPHUITHHA,
JOKYMEHTBI 110 OyXranTepCcKOMy YYeTy, MaTepHaJbHO-TEXHHMYECKOMY O0OECIeUueHHIO,
IJIaHOBbIE, (DMHAHCOBBIE JOKYMEHTHI, IOCTyHaroume O0e3 CONPOBOAUTEIBHOIO IHCHMA,
peKJlaMHble  JOKYMEHTbl, =~ KOMMEpPYECKHE  MPEUIOKEHHUs,  Ie4YaTHble  HU3JaHus,
yHU(UIIUpOBaHHbIE (HOPMBI U OJTaHKH JOKYMEHTOB H JIp.

4.3.4. JIokyMEHTHI, TIOJICKAIINE PETUCTPAIIMU, PETUCTPUPYIOTCSA B KypHAJIE PETUCTpaIliu
BXOJSIINX JJOKyMEHTOB (mpuioxeHue Ne 7) B IeHb NOCTYIUICHUSI — B CJIy4ae MOCTYIUICHHUS
JOKyMEHTa B pabouee BpeMs; Ha CIEAYIONIUN pabo4yuii JeHb — B Cllydae MOCTYIUICHUS



JOKYMEHTa B Hepabodee Bpems; HE3aMEMIUTENbHO — ¢ OTMeTKamu  «CpouHO»,
«OmnepaTuBHOY.

4.3.5. Ha nokymeHTax, MOCTYMAIOUINX B aJpec 00pa30BaTeNbHON OpPraHU3alli, B HIKHEM
IIpaBOM  yIJly JIMLIEBOM  CTOPOHBI  IIEPBOrO  JIUCTA  JOKYMEHTa  IIPOCTABIISIETCS
PETUCTPALMOHHBIN IITAMII ¢ YKa3aHUEM JaThl U MOPSIKOBOTO PErMCTPAllMOHHOTO HOMEpa.

4.4, Pacnpezlene}me NOCTYNMAKINUX TOKYMCHTOB

4.4.1. Tlocne perucTpanu JOKYMEHTHI IEpENAIOTCsl Ha paCCMOTPEHHE PYKOBOAUTEIIO
00pa3oBaTeIbHON OpraHU3aIUy.

4.4.2. Tlocne paccMOTpeHHS PYKOBOJUTEIEM OOpa30BATEIBHON OpraHW3aIluU JTOKYMEHTHI
BO3BpAIllAlOTCS  OTBETCTBEHHOMY  3a JEJIONPOM3BOJCTBO, JUIsl IEPEHECEHUs YyKa3zaHUu
M0 UCTIOTHEHUIO ~ JIOKYMEHTa  BIKYpHaJl  pErucTpalid  BXONALIMX  JOKYMEHTOB.
B coorBeTcTBUM C yKa3aHUSMM IO UCIOJIHEHUIO TMOJIMHHUK JOKYMEHTa HampaBisieTcs
pabOTHUKY,  SIBJISIFOIIEMYCS ~ OTBETCTBEHHBIM  HCIIOJHHUTEICM,  a COUCIOTHHUTEISM
HAIMpPAaBISIOTCA KOMUU JOKYMEHTOB (€CIIM UMEIOTCSI), O YeM JeNaeTCs OTMETKa B XKypHalle
PErucTpalvy BXOIAIINX TOKYMEHTOB.

4.4.3. DIeKTpOHHBIE COOOIEHHUS, TOChUIAEMbIC TIO AJICKTPOHHOW TIOYTEe, HCTOTHSIIOTCS
aHAJIOTUYHO JOKYMEHTaM Ha OyMa)KHBIX HOCHUTEJSX C YUY€TOM OMNpEIENICHHON crenu(uku
B IIPOIIECCE UCIIOTHEHUSI.

4.5. Ilopsiiok 00padOTKHU U MPOXO0KIECHUSI HCXOAAIIUX M BHYTPEHHUX JOKYMEHTOB

45.1. Tlopsamok TMOATOTOBKM HWCXOMANIUX JOKYMEHTOB BKJIIOYaeT B ceds pabory
10 COCTABJICHUIO TMPOEKTa JIOKYMEHTA, COrJIaCOBAHHUIO, TOAMUCAHHIO (YTBEPIKIACHHIO)
1 OTIIPaBKeE.

45.2. [omepenaun JOKyYMEHTa Ha MOANUCh HUCHOJIHUTENb JOJKEH IPOBEPUTH €ro
CoJiepKaHue, TPABWIBHOCTH O(OpPMIICHUS, HaIWN4We HEOOXOMUMBIX BH3 U MPHIOKEHUH.
JIOKyMEHT MpeACTaBIsAETCS Ha NOJIKCHh BMECTE C MaTe€pUallaMH, HAa OCHOBAaHUM KOTOPBIX
OH F'OTOBUJICA.

4.5.3. BHyTpeHHHE TOKYMEHTBI 0)OPMIISIFOTCS U MCHONHSIOTCS (HCIONB3YIOTCS) B Mpeaeaax
00pazoBaTeabHOI OpraHu3alMH.

45.4. BuyrpeHHHe JOKYMEHTHI (JDOKITagHbBIC 3alMCKH, CIPaBKH, CBOIKHA W Jp.)
paccMaTpUBAIOTCS TEMU JIOJDKHOCTHBIMH JIMIIAMH, KOMY OHU HaIlPaBJICHBI.

4.5.5. OTBETCTBEHHBIE 3a JEJIONPOU3BOICTBO IEpe] cAaueil KOPPECIIOHACHIIMM HA OTIIPaBKY
JOJDKHBl ~ 00sI3aT€NbHO  NPOBEPUTh  MPABWIBHOCTh €€ OQOPMIIEHUS U a/IpeCOBAHMS.
KonBeproBaHHE KOPpECHOHJAEHIIMM U APYrMX IOYTOBBIX OTIPABICHUNW TPOU3BOIUTCS
CTPYKTYPHBIMHU MOApA3IEICHUIMUA 00pa30BaTeIbHON OpraHU3aliH.

4.5.6. Peructpanusi OTHpaBiIieMbIX JTOKYMEHTOB OCYILECTBIISETCS B JIEHb MX IOANMCAHUS
(yTBep/ieHHS) WIIM Ha CIEAYIOUIMHA pabodnii JeHb. PerucTpaliMoHHBIA HOMEp TOKYMEHTa
U JlaTa PErucTpalliy MPOCTAaBJIAIOTCA HA NOJJIMHHUKE JOKYMEHTa B PEKBU3UTaxX OJaHKa
Y Ha KOIMHU, OCTAroIIeics B aene oOpa3zoBarenbHOi opranu3anuu. CrpaBOYHBIM aIapaToM
JUISL  HUCXOJSIIMX JOKYMEHTOB SBISICTCA JKypHANl PETHCTPAMU OTUX JIOKYMEHTOB
(mpumoxenue Ne 8).



45.7. OtnpaBky HCXOIAIINX JNOKYMEHTOB IIPOU3BOIUT OTBETCTBEHHBIN
3a genonpou3BoacTBO.  CpouHas  KOPPeCHOHJCHLHS  OQOpMISETCS M OTIPABISACTCA
He3aMeJUIUTEJIbHO OTBETCTBEHHBIM 3a JIeIONPOU3BOJCTBO.

4.5.8. OTBETCTBEHHBII 3a JIEIONPOU3BOACTBO TIPOBEPSET MPABHIBHOCTH O(QOpMIICHHS
UCXOJAIINX JIOKYMEHTOB, IPOU3BOJUT COPTHPOBKY JOKYMEHTOB I10 CIIOCOOY JOCTaBKU
KOPPECIIOHJICHIIMU ajpecaTy (mpocras, 3aka3Has, MEXIyHapojaHas U 1p.). HempaBuibHO
oopmIIeHHBIE JTOKYMEHTbl U KOPPECIIOHJAEHLUS HECIY)KeOHOro XapaKkTepa K OTIpPaBKe
HE MPUHUMAIOTCS ¥ BO3BPALLAIOTCS JIUILY, TOArOTOBUBILIEMY TIOKYMEHT.

4.5.9. OrmpasisieMasi 110 IOYTE KOPPECHOHCHIUS IPOXOIUT VYIIAKOBKY, aJpECOBAaHHE,
MIPOCTABJICHHE CTOMMOCTH IOYTOBBIX YCIYT U Iepefady Ha OTIPaBKy B MECTHOE OTJIEJICHHE
CBSI3HU.

4.5.10. Ha3aka3Hyr0 KOppPECHOHACHIIMIO, Ha JOKYMEHTBI C IOMETKOH «/[ms cimykeGHOro
MOJIb30BAHUSA» COCTABJISIETCS PEEeCTp, KOTOPBIM 3aTeM BO3BPAIIAETCS OTBETCTBEHHOMY
3a JIeJIONPOU3BOJICTBO C PACIHUCKOH PAOOTHUKOB IMOYTOBOTO OTIEICHHUS CBS3W WM HHOTO
JIMIa, 00ECTIEYHBAIOIIETO OTIIPABKY IOKYMEHTOB.

45.11. Tlepemaua cC HCIIONB30BAaHHEM CPEICTB (DaKCUMIIIBHOW CBSI3M  JOKYMEHTOB,
COACPXKALINX CIY)KEOHYI0 MH(POPMALUIO OTPAHUYEHHOIO PACHPOCTPAHEHMs, B TOM UHUCIIE
cnoMmetrkoil  «Jlig  ciayxeOHOro  Mmonp30BaHMs», He paspemaercs. Kareropuuecku
3arpenaeTcs nepenava no cpeacTBaM GakCUMIIIBHON CBS3H CEKPETHBIX JOKYMEHTOB.

45.12. C ucnonb3oBaHWEM CpeACTB (AaKCUMMIBHOW CBS3M MOTYT OBbITh IepedaHbl
MaTepHajgbl TEKCTOBOIO, TAaONMYHOrO WM Tpaduyeckoro xapakrepa, HCIOTHEHHBIC
TUTIOTPa)CKUM, MAITMHOITCHBIM

WIM PYKOIUCHBIM CIOCOOOM B YEPHOM MJIM TEMHO-CHHEM ILIBETE C YETKUM U KOHTPACTHBIM
n3o0OpakeHrneM  (MepBble  JK3EMIUIAPHI  HMJIM  UX KCEPOKONMUHU)  Ha Oenoil  Oymare
C MUHUMAaJIbHOM BBICOTOM OykB W 1udpp 2 Mm. OO0beM mepenaBaeMoro B TEUEHHE OJHOIO
ceaHca CBSI3M JIOKYMEHTA, BBIIIOJIHEHHOTO Ha Oymare ¢opmara A4, He JOIDKEH NPEBBIIIATh
TISITH JIUCTOB.

4.5.13. OTBETCTBEHHOCTH 3a COflep)KaHuEe MH(OpPMALMHU, MepeaBacMOi C HCIIOIb30BaHUEM
cpenctB  (aKCUMWIBHOW  CBSI3M, BO3JIaraeTcs  HA UCHOJHUTENSA, IOJArOTOBUBLIETO
(bakcorpammy AJs nepeiavH.

4.6. OcobeHHOCTH PadOThI € IJIeKTPOHHBIMH JOKYMEHTAMHU
4.6.1. B oOpa3oBaTenbHONM OpraHU3aluy CO3AI0TCS U UCTIONIB3YIOTCS .
e DJJIGKTPOHHBIE  JOKYMEHTBI,  CO3JaBaeMble B JJEKTpPOHHOW  Qopme  Oe3
NpeBapUTENHFHOr0 JOKYMEHTUPOBAHUS HAa OyMaXKHOM HOCHUTETIE,;
e DJIEKTPOHHBIE O0Opa3bl JOKYMEHTOB, IOJIYYEHHbIE B pE3yJIbTaTe€ CKAHUPOBAHUS

JOKYMCHTOB U XpaHAIIUECA B CUCTEME 3JICKTPOHHOI'O ,I[OKYMCHTOOGOpOTa.

4.6.2. Tlpuem wu oTHpaBKa JJICKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCS OTBETCTBEHHBIM
3a BeJICHHUE JIeIOMPOU3BOJICTBA B 00pa30BaTENbHON OpPraHU3allNH.

4.6.3. DNeKTpOHHBIC JOKYMEHTBI CO3Ial0TCs, OOpabaThIBAIOTCS W XPAHATCS B CHCTEME
3JIEKTPOHHOT'0 IOKyMEHT0000poTa 00pa30BaTeIbHON OpraHU3aIiy.



4.6.4. DIEKTPOHHBI JOKYMEHT JODKeH OBITh O(QOpPMIIGH 1O OOIIMM TpaBHUIIAM
JICITOMPON3BOJICTBA W UMETh PEKBU3UTHI, YCTAHOBJICHHBIC IS AHAJOTMYHOT'O JOKYMEHTA
Ha OyMa)XHOM  HOCHTENIe,  3a UCKJIIFOUCHHWEM  OTTHUCKA  IeYaTH U U300paKeHHS
I'ocynapcrBennoro rep6a PO.

4.6.5. /lng noATBep)KJIEHMs MOJUIMHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB B 00pa30BaTeNbHON
OpraHu3alfy MCIOJIb3YIOTCS AJIEKTPOHHBIE IU(PPOBBIE NOANUCH. Vcrons3yemble cpeacTBa
AJMIEKTPOHHOM LM(PPOBONH MOANUCH JOJKHBI OBITH CEpTU(ULHPOBAHBI B YCTaHOBJICHHOM
HOpSIIKE.

4.6.6. EguHuneil ydera SJEKTPOHHOTO JIOKYMEHTA SIBISICTCS DIIEKTPOHHBIN JTOKYMEHT,
3apETUCTPUPOBAHHBIM B CHCTEME 3JIEKTPOHHOIO JIOKYMEHTO00OpoTa 00pa3oBaTeIbHON
OpraHu3alyy. DIEKTPOHHBIN JOKYMEHT, UMEIOIINNA IPUIIOKEHHS], PETUCTPUPYETCS KaK OJUH
JOKYMEHT.

4.6.7. Tlocne oTmpaBKHU AJIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOrO AJIEKTPOHHON MOIMHCHIO
YIIOJTHOMOYEHHOTO JIOJDKHOCTHOTO JIWIIA, JOCBUIKH aJpecary ero KONUU Ha OyMaKHOM
HOCHTENE, KaK MpaBWiIO, He TpeOyeTcs, 3a UCKIFOYCHHEM OTBETOB Ha OOpAaIllCHHs T'PaX<IaH,
MOCTYNUBIINX MO MH()OPMAIMOHHO-TEIIEKOMMYHUKAIIMOHHBIM ~ KaHalaM,  Ha KOTOpbIe
3asIBUTEJIIO JTA€TCSl IMMCBMEHHBIA OTBET, HANPABIISAEMBIN 110 IIOYTOBOMY aJpeCy, YKa3aHHOMY
B 0OpaIeHuu.

4.6.8. MicrionHeHHBIE 3JIEKTPOHHBIE TOKYMEHTBI CHCTEMAaTU3UPYIOTCS B JIeNIa B COOTBETCTBUU
C HOMEHKJIATYpOil JieT 00pa3oBaTeNbHOM OpraHM3allii U MHICKCHPYIOTCS B MOPSKE,
YCTAQHOBJIEHHOM B OTHOILEHHUH JIeJ]l, COCTABJICHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM HOCHTEJE.
IIpu cocTaBneHMM HOMEHKJIATyphl Ji€J1 B 3arOJIOBOK JieJla BKIIIOYAeTCA yKa3aHHE
«DIJIEKTPOHHBIE TOKYMEHTBI».

4.7. UnpopmannoHHas 6e30MacHOCTD

4.7.1. VadopMmalMoOHHBIE  pecypchl  00pa30BaTeNbHOW  OpraHu3allMd 110 JOCTYIY
(BO3MOYKHOCTH ~ HCIIOJIb30BAHUsS)  TMOAPA3JCISAIOTCS  HA OTKPBITYI0  (OOIIETOCTYITHYIO)
nHpopMaIuio, ciryxeOHyro HHPOpMaIUIo U HH(HOPMAIIUIO OTPAHUYEHHOT0 PaCPOCTPaHEHUS

(mocTyma).

K kareropun  oTkpbITOM  MH(pOpManuu  OTHOCUTCA  UHGOpMAIUs,  CcojaepKalascs
B JIOKyMEHTaX W 0a3ax JaHHBIX O0Opa30BaTEeNbHOW OpraHM3alld, HEMOCPEICTBEHHO
3aTparuBarollas paBa U UHTEPECHI IPaskJaH.

K kareropun  cimyxeOHOil uHboOpManmuum OTHOCUTCS  HWHGOpMalUs, COAepKaIascs
B JOKYMEHTaX U 0a3ax MJaHHBIX 00pa30oBaTeNbHOW OpraHU3allid, NpeJHa3HAYCHHAs s
JOJKHOCTHBIX JIUI] U paOOTHUKOB 0Opa3oBaTeIbHOM OpraHu3alliy, MPU BBITOJIHEHUH WMH
CBOUX (PYHKIIMOHAIBHBIX OO0s3aHHOCTEH, HE 3aTparuBarolias HalpsSMyI MpaBa W UHTEPECHI
rpaXk[iaH U HE OTHOCSIIASACS K KaTerOpHH OrPaHUYCHHOTO pacipocTpaHeHus (1ocTyra).

K xareropuu uH(pOpPMAIMK OTPAaHUYECHHOTO paclpocTpaHeHus (IOCTyma) OTHOCHTCS
uHpopMaIus, colepKamascs B IOKYMEHTax U 0a3ax [TaHHBIX, BKIIOYAONIAs CBEICHUS
KOH(UACHIIMAILHOTO XapaKTepa.

Bes undopmanus, coaepxkamiascs B JOKyYMEHTax U 0a3ax JaHHBIX 00pa3oBaTeIbHON
OpraHu3alyM, [0 yMOMYaHHUIO SIBJISETCS OTKPBITOM U oOmenoctynHoi. HckimoueHue



cocTaBiisieT HWH(pOpMalMs, OTHECEHHAs K KaTeropusM CIYy)KeOHOH U OrpaHUYEHHOIO
pacnpocTtpaHeHus (qocTyma).

4.7.2. Joctyn monb3oBaTeneil K MH(OpMAIMM OTPaHWYMBAETCS IYTEM OTHECCHMS
MH(POPMALIUU K COOTBETCTBYIOIICH KaTerOpHH M HAJO)KCHHEM Ha HEe COOTBETCTBYIOIIECTO
rpuda orpaHHYeHus pacrpoctpaHeHus. MHbopmanus orpaHH4eHHOro AOCTyNa CHaOXKaeTcs
rpudoM «/151s ciry>keGHOr 0 MoIb30BAHUS.

[TpaBom oTHeceHUs: HMHGPOPMALUK K KATETOPHH OrPAHUYCHHOrO JIOCTYNa | HaJOXKCHHS
COOTBETCTBYIONIEro rpuda obiamaer aBTop JOKYMEHTa 110 COTIACOBAHHUIO C PYKOBOJHMTEIIEM
00pazoBaTeIbHON OpraHU3aIHH.

JIOKyMEHTUpOBaHHass HMH(OpMAIMsl OrpaHUYEHHOI'O0 PACIpPOCTpaHEHHsT 0€3 CaHKIHU
JOJXKHOCTHOTO  JIMIA, YCTAaHOBUBLIETO PEXUM OTrPaHUUYEHHOIO pPAclpOCTpaHEHMs MJis
JaHHOTO JIOKYMEHTa, He MOUICKUT pasriaiieHuio (pacmpoctpaHenuio). [IpemoctaBieHue
MOJIb30BATENSAM  JIOCTYNA K JIaHHOW WH(OPMALMU  OCYIIECTBISIETCS  HCKIIOUUTEIHHO
10 COTJIaCOBAHUIO C YKa3aHHBIM JOJDKHOCTHBIM JIMIIOM IIyTEM I[0/Ia4l COOTBETCTBYIOLIEH
3a51BKH.

JIOIDKHOCTHBIE JIUIA, IPUHSABIINE pelieHrne 00 OTHECEHHH MH(pOpMaluH, 3aUKCUPOBAHHON
B JOKYMEHTE, K KaTCTOPUH OIPaHMYEHHOIO0 pacIpOCTPAaHEHUs, HECYT OTBETCTBEHHOCTh
32 000OCHOBAHHOCTh  MPHUHATOTO  PELIEHHS M €ro  COOTBETCTBUE  JCHCTBYIOILEMY
3aKOHO/ATENbCTBY.

4.7.3. JluuHple KapTOYKH pPaOOTHUKOB, TPYAOBbIE KHW)KKM paOOTHUKOB, MpPHUKAa3bl
10 JINYHOMY COCTaBY JOJDKHBI XpPAaHUTHCS B celipe MM B B METANTMYECKOM HIKady.

bnaHky TpyAOBBIX KHID)KEK IO Mepe HEOOXOIMMOCTH BBIJAIOTCS OTBETCTBEHHOMY JIMILY
KaJpoBOH CIYXOBI. 3amucu B TPYIOBOH KHMKKE MOIHMCHIBAET PYKOBOAUTENH KaJIpOBOU
ciykObl OO. VYwuer, XpaHeHHE U Bblauy OJIAHKOB CTPOrod OTYETHOCTH: JUIIJIOMOB,
BKJIQ/IBIIIEH K HUM, CBHMJIETEIBCTB, YAOCTOBEPEHUH BEIET 3aMECTUTENb TUpeKTopa. bianku
XpaHsTes B ceride.

4.7.4. YcraHOBKa W 3KCIUTyaTalMsl MPOrPaMMHOIO OOECHeYeHHUs, MOTYyYEHHOTO W3 JT0OBIX
VMCTOYHUKOB U BBHITIONHSIOMIETO (YHKIUHU, HE CBS3aHHBIC HEMOCPEICTBEHHO C BBHIOJHEHUEM
pabOTHUKAMHU CBOMX JOJDKHOCTHBIX 00SI3aHHOCTEH, KATErOPUYESCKH 3aIlpeleHa.

4.7.5. Becsa mpencraBieHHas B JIGKTPOHHOM — BUAEe HH(OpPMANWs, IOCTYMAIOIIas
B 00pa3oBaTelbHYI0 OpPraHM3allkio, B O0SI3aTEILHOM IMOPSAJKE IOJUICKUT IPOBEPKE
AHTUBUPYCHBIMHU CPEJICTBAMH.

4.7.6. DneKTpOHHAs MOYTa MOXKET HCIIONB30BAaThCS IMOIB30BATEISIMA TOJNBKO Ui OOMEHa
nHpopmaIuen, OTHOCAMICHCS K KaTErOpUU  OTKPBITOM U CIIY)KEOHOW.  3ampemieHo
WCIIOJIb30BaTh 3JIEKTPOHHYIO MOUTY AJIs nepefadyd MH(opManuu, OTHOCSIIEHCS K KaTeropuu
OrPaHUYEHHOI'0 PacIpOCTPaHEHHUS.

5. KoHTpoJb 32 HCIIOJIHEHHEM 10KYMEHTOB

5.1. Opranu3auusi KOHTPOJIA

5.1.1. KoHTpomo TOmIeKAT BCE 3apErUCTPUPOBAHHBIE JOKYMEHTHI, TpeOyromme
ucnonHeHusi. KOHTpoib HCMONHEHHS JOKYMEHTOB BKIIIOYACT. Y4YeT, ITOCTaHOBKY



Ha KOHTPOJIb, KOHTPOJIb CPOKOB HMCIIOJIHCHHA, HCIOCPCACTBCHHYKO IIPOBCPKY XOJa
HCIIOJIHCHU A, IMTPOBEPKY KAYCCTBA UCITOJIHCHU A, aHAJIU3 PE3YJIIbTAaTOB MUCIIOJIHCHUS.

5.1.2. KoHTposb 3a UCHOJIHEHHWEM JOKYMEHTOB YCTAHABJIMBAETCS B IENAX oOOecredeHus
HX CBOEBPEMEHHOI0 M KaUYE€CTBEHHOI'0 MCIIOJHEHUs, MOBBINIEHUS YPOBHS OpPraHU3aTOPCKON
paloThI U UCTIOIHUTENBCKONW TUCLUIIIMHBIL.

5.1.3. Ilpu mocTaHOBKE JOKYMEHTa Ha KOHTPOJIb Ha IPAaBOM BEPXHEM IIOJ€ OKYMEHTa
JENAeTCsl OTMETKA O KOHTPOJIE, KOTOPYI0 0003HAYAIOT CIIOBOM (LITAMITOM) «KOHTPOIIbY

5.1.4. KouTpomio mojaiexaT TpPUKa3bl, pPEIICHUS COBETOB, a TaKXe JOKYMEHTHI,
MOCTYIIAIOIINE HAa UM PYKOBOJIUTENSI 00pa30BaTeIbHON OpraHU3alliH.

Opraau3zanusi KOHTPOJIS UCTIOTHEHUS BKJIFOYAET B CEOsI:

e IIOCTAHOBKY JIOKYMEHTAa Ha KOHTpPOIIb;

e MOHMTOPHUHI UCIOJHEHHUS KOHTPOJIBHBIX IOPYYEHUHN JOKYMEHTOB;
e CHATHE UCIIOJIHEHHOI'O TOKYMEHTa ¢ KOHTPOIIA;

e HAIIPaBJICHUE UCIIOJHEHHOIO JOKYMEHTA B JAECIIO.

5.1.5. PykoBoauTenu CTPYKTYpHBIX MOApa3AeieHUuil 00s3aHbl paccMaTpUBaTh COCTOSHHUE
WCIOMHUTENBCKON ~ TUCHUIUIMHBI IO JOKYMEHTaM  C MOPYYEHUSMU  aIMUHHUCTpAIUU
00pazoBaTeNbHON OpraHU3alliy, a TAKXKE JOKYMEHTHI, TOCTYIUBIINE B /IpeC CTPYKTYPHOTO
noJipa3iesieHus: ¥ TpeOyrolue UCIIOTHEHHS] U TOATOTOBKH OTBETA.

5.1.6. JIokyMeHT cYMTaeTCs UCIOTHEHHBIM, KOT'/Ia PeIIeHbI OKOHYATEIIEHO BCE MTOCTABICHHBIC
B HEM BOIPOCHI M COOJTIO/IEHBI CEAYIOUINE CPOKHU:

e CCIIU B JIOKYMEHTE ITOCTABJICH CPOK UCIIOJIHEHUSI — B YKa3aHHBIN CPOK;

e JIOKYMEHTHI 0€3 yKa3aHHs CpOKa HCIIOJTHCHUS — B MECSIHBIN CPOK;

e €CIIU B IOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

e TIOpyYEHHS 0€3 yKa3aHHsI KOHKPETHOM JaThl UCMIOJIHEHUSI — B MECSUYHBIN CPOK;

e C IIOMETKOH «omepaTuBHO» — B 10-THEBHBIN CPOK;

e 110 OOpaIeHUsIM rpaxkIaH, TpeOyromum JIOIIOJIHUTEIHHOIO U3yUYCHUS
)41 HpOBCpKI/I, — 0 OHOro wmeccsdanaa CoO OAHA peFI/ICTpaI_[I/II/I, I10 OCTAJIBHBIM —
He 6onee 15 nnen.

CpOK HCUYHCIACTCA B KAJICHAAPHBIX JHAX C AAThI MOATIMCAHHUA JOKYMCHTA.

Ecnu mocnenHuii JeHb HWCIONHEHUS JOKYMEHTAa MPHUXOMUTCS Ha HepaOOuuid JIeHb,
OH TIOJIJICKUT UCTIOMTHEHUIO B TIPEIIIECTBYIONINI eMy paOouuil JIeHb.

[Ipy HEOOXOAMMOCTH TPOAJIEHUS CPOKAa HCIOJHEHUS JOKYMEHTa OTBETCTBEHHBIN
WCTIOJIHUTEIb TIPEACTABIISIET HAa UMS PYKOBOJHTENSI 00pa30BaTeIbHON OpraHu3alti, JaBIIero
MOpyY€HUEe, MOTHBHPOBAHHYIO MPOCHOY O €ro MpOAJIECHUH HE MO3JHEe YeM 3a TpU JHS
JI0 UICTEUEHHUs] YCTAaHOBJIEHHOIO CpOKa, C4YeM CBOEBPEMEHHO mepenaercs HHopMalus
B IPUEMHYIO PYKOBOJHUTENSI 00pa30BaTENbHON OpraHU3alHH.

5.2. Ilopsiiok CHATHSI JOKYMEHTOB ¢ KOHTPOJIsA

5.2.1. JIOKyMEHTBI CHHMAIOTCSI C KOHTPOJIS, €CIIM PEIICHBI ITOCTABJICHHBIE B HUX BOIPOCHI
WJIY aBTOPAM [1aH OTBET I10 CYILIECTBY.



IIpomeKyTOUHBIN OTBET, PABHO KaK M 3aIllpOC I10 UCIOJIHAEMOMY JOKYMEHTY WJIA 4YaCTUYHOE
HCIIOJIHEHWE TIOPYYEHMs, HE SABISETCA OCHOBAaHMEM JUId TNPHU3HAHUA  JIOKYMEHTa
HCIIOJIHCHHBIM.

5.2.2. CHATH TOKYMEHT C KOHTPOJISI MOXKET TOJBKO JOIDKHOCTHOE JIUI0, KOTOPOE TTOCTaBUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHoBaHMEM ISl CHSTHS C KOHTPOJS JOKYMEHTOB C IOPYYCHHSIMA PYKOBOAWTEIIS
o0pazoBaTeNbHOM  OpraHu3alUu  SIBJISIETCS  JOKYMEHT —  OTBET,  MOJIMUCAHHBINA
pYKOBOOHUTEIEM OOpa30BaTeNbHOM OpraHM3alUM, €ro 3aMecTuTeneM, JHU0O0 CcIpaBKa
00 MCIIOJTHEHNHU JOKYMEHTA 32 IMOAMUCHI0 PYKOBOAUTEINS CTPYKTYPHOTO MTOAPA3/ICICHHUS.

6. Yuer u XpaHeHHe NevyaTeil, TAMIIOB U 0JIAHKOB

6.1. O6si3aTenbHOMY YYeTy IMOJJiekKaT BCE BHIBI MeYaTed U MITaMIIOB, OJAHKH CTpPOrou
OTYETHOCTH, KOMaHUPOBOYHEIE YIOCTOBEPEHUS, CITYKEOHbIE 3a/1aHUs, TPYAOBbIC KHUKKH.

6.2. Yder Bcex mevarei M IMTaMIIoB, HMEIOITUXCS B 00pa30BaTEIbHONW OpPTraHU3aIlid, BEICTCS
B CIielaabHOM KypHaie (npuinoxenue Ne 9).

6.3. XKypHaibl ydera BKJIIOYAIOTCS B HOMEHKIATypy Jnein. JIMCThl uX HyMepyroTc,
MPOILIMBAIOTCS U OIEYATHIBAIOTCS.

6.4. Ileyatn 1 mITaMITBI TOJDKHBI XPAaHUTHCS B ceii(hax MM METATHYECKUX IIKadax.

6.5. OTBeTCTBEHHOCTh 32 XpaHEHUE W WCIOJIL30BAHUE TICUATeH, IITAMIIOB HECYT JIUIIA,
OTBETCTBEHHBIE 32 BEJICHUE JICTOMPONU3BOJICTBA.

6.6. YHMuTO)XeHHE OJaHKOB TPOM3BOIUTCA IO aKTy C OTMETKOW B COOTBETCTBYIOLIMX
KypHaiax ydera.

6.7. [ledaTy 1 ITaMIBl YHUYTOXKAIOTCS 110 aKTY.

6.8. IlpoBepka Hanuuusi Inedareid, MITaMIOB U OJAHKOB, a TaKKe MOPsJIKAa HX XpaHEHUs
Y UCTOJIb30BaHUS TMPOU3BOIUTCS KOMMCCHEH HE peXe OJHOI0 pas3a B KAJEHAApHOrO TI0J
OZJHOBPEMEHHO C IPOBEPKON COCTOSIHUS JIETONPOU3BO/ICTBA.

7. CocTaBjieHHEe HOMEHKJIATYPHI J1eJ1

7.1. HomeHknaTypa 1€ — CHUCTEMaTH3MPOBAHHBIM MEpedeHb 3aroJIOBKOB [N, 3aBOAMMBIX
B 00pa30oBaTeNbHOM OpraHM3allid, C YKa3aHHMEM CpPOKOB MX XpaHEHHUs, O()OpMICHHBIN
B YCT@HOBJICHHOM TOPSIIKE.

7.2. Homenkiarypa Jen mpegHa3HayeHa JUIsl TPYNIUPOBKH HCIIOJHEHHBIX JIOKYMEHTOB
B JIeJIa, CUCTEMATH3allMM M y4eTa JeJ, OIpPEIENCHUS CPOKOB HUX XPAHEHHA W ABIIACTCS
OCHOBOM 1 (D OPMHUpPOBaHMs J€1 U COCTABJICHUS OMNHMCEH Jen, JOKYMEHTOB, OIHUCEH
AJIEKTPOHHBIX JOKYMEHTOB IOCTOSIHHOTO ¥ BpeMeHHoro (cBbimie 10 jieT) XpaHeHUs, B TOM
YHCIIe MO JIMYHOMY COCTaBY, a TaKkXkKe JUIs ydera Jed BpeMeHHbIX (10 10 ieT BKIFOYUTENbHO)
CPOKOB XpaHEHHUS.

7.3. Homenknarypa nenm cocraBisieTcsi Ha OyMakHOM Hocutene. HomeHknarypa nen
BKJIFOYAETCSI B CHCTEMBI 3JICKTPOHHOrO JTOKyMeHTooOopoTa (manee — CDJI) u B cUCTEMBI



XpaHEHMsI JJCKTPOHHBIX JOKyMeHTOB (manee — CXD3JI) B KauecTBE CIPaBOYHHKA,
Ha OCHOBaHMHM KOTOPOTO OCYIIECTBIISIETCS CHCTEMaTH3alus M Y4eT JIOKYMEHTOB, a Takke
ux MeraganHbix. COJl nmomkHA YCTaHaBIMBATh CBSA3b JIOKYMEHTa C MHAEKCOM Jela
B COOTBETCTBHH C HOMEHKJIATYpOl Jies1 oOpa3oBaTeNnbHONW opranu3auuu. HomeHnkmaTypa nen
Biimoyaercst B COJl u CXDOJl He mo3gHee OHOrO Mecslla €O JHS €€ YTBEP)KIEHUS.
OTBeTCTBEHHBIMU  3a BKJIOUeHHEe HoMeHkiarypbel gen B COJ u CXDJ  aBastoTcs
OTBETCTBEHHBIN 3a JICJIONPOU3BOJCTBO M OTBETCTBEHHBIN 3a KOHTPOJIb (DYHKIIMOHHUPOBAHUS
3JIEKTPOHHOI'O JJOKYMEHTO000pOTA.

7.4. HomeHkaTypa Jien oOpa3oBaTeIbHON opraHuM3anuu (majgee — CBOJHAS HOMEHKJIATypa
JIel)  COCTABJIACTCS  HA OCHOBE  M3Y4YCHUS  COCTaBa M COJCPKAHHS  JIOKYMEHTOB,
00pa3yromuxcs B IEATEILHOCTH 00pa30BaTeNbHON opranu3aiuu. [Ipu coctaBieHnn CBOTHOM
HOMEHKIIATyphl JIe]l YYUTHIBAIOTCA YyCTaB 0Opa30BaTEeNbHOW OpraHu3alliy, MOJO0KEHUS
O CTPYKTYPHBLIX IMOAPA3ACTICHUAX, IITATHOC paCIIMCAHUE, TIJIAHBI 1 OTYCTHI O pa60Te, MepCUHU
JOKYMEHTOB C yKa3aHHEM CPOKOB HMX XpaHEHHS, HOMEHKJIATyphl /e 3a MpeAllecTBYIONIne
KaJICHJapHbIE TOJIbI.

7.5. CBoaHas HOMEHKJIaTypa eI COCTaBJISETCS PAOOTHUKOM, Ha3HAYEHHBIM IPHUKA30M
PYKOBOIUTENST 00pa3oBaTEeIbHON OpraHu3aluu (Jajiee — OTBETCTBCHHBINM 3a COCTaBJICHUE
CBOJIHOW HOMEHKJIATYPBI JICI).

7.6. CBomHas HOMEHKJATypa /el Ha NPeACTOSIINI KaJeHIapHBIH TOJ COCTaBIsETCS
B IIOCJIEIHEM  KBapTaje  TEKYyIIero Toja, BHU3UPYETCS  PYKOBOJIUTEIEM  apXuBa
Y COTJIaCOBBIBACTCSI C TTOCTOSIHHO JIEHCTBYIOMIEH SKCIEPTHOM KOMHCCHEH 00pa3oBaTeIbHOM
opranuzanuu. He pexe 1 paza B 5 neT, HOMEHKIIATypa JieJ COTJIaCOBBIBAETCS C JKCIEPTHO-
MPOBEPOYHON KOMHICCHEH DHCKOTrO OOJACTHOTO apXwBa. B KOHIIE KaXJIOro KalleHIapHOTO
roja CBOJHAs HOMEHKJATypa [ell YTBEPXKIAeTcs pYKOBOAMTEIEM 00pa3oBaTEbHON
OpraHu3allMi WA €ro 3aMeCcTUTENeM, KOTOpOMY JeJIeTMPOBAHBI TaKUE IOJTHOMOYHS
MpUKa3oM 00pa3oBaTeNbHOM OpraHuW3aluu. Y TBEpXKICHHAs CBOJHAs HOMEHKJIATypa aem
BBOJIUTCS B JIEHCTBHE C 1-TO SIHBaps CIEAYIOMIETO KaJeHJapHOT'0 To/1a.

7.7. B cnydae HEOOXOOUMOCTH BHECEHHUS B CBOJHYIO HOMEHKJIATYpPY €N 3HAYMTEIbHBIX
U3MEHEHUH OHa TMOJUIeKUT nepepaboTke. V3MeHeHusi yTBEp)KIAIOTCS MPHUKa30M WIIU
KOpPPeKTHPOBOUHbIM JiicToM  (mpuioxenue Ne 10). HeGonbiine W3MEHEHHsS BHOCSITCS
B YTBEPKACHHBIN paboumii SK3eMIUISIp CBOJHOI HOMEHKJIATYPHI €.

7.8. CrpykTypHBIE TOIpa3aeicHuss exerogHo, He nmo3gHee 30 HOSOpS TEKyIIero
KaJeHJapHOr0 TOAa COCTaBISAIOT HOMEHKJIATYPY [l CTPYKTYpHOTO TOJpa3aeiieHus
Y TIPEJICTABJIIIOT €€ OTBETCTBGHHOMY 3a COCTaBJICHHUE CBOJHOM HOMCHKJIATYpPHI JICII.
HomeHkitatypa e CTpYKTYpHOTO IOAPa3JIeICHUsT COCTABIISCTCS JIUIIOM, OTBETCTBCHHBIM
3a BeJIcHUE  JICJIONPOU3BOJACTBA  CTPYKTYpPHOTO  TOApA3JeJCHHs,  COTJacOBBIBACTCS
C 9KCTIEPTHOW KOMHUCCUEH CTPYKTYpHOTO TOAPA3ACICHUS U MOIIUCHIBACTCS PYKOBOIUTEIEM
CTPYKTYPHOTO ITOIpa3 ICIICHUS.

7.9. BHOBb CO3JaHHOE CTPYKTYPHOE IOAPA3JCIICHUE B MECSYHBIM CpPOK pa3padaThiBacT
HOMEHKJIaTypy [ell CTPYKTYpHOrO NOJpa3lefieHus | MPEACTaBIseT €€ OTBETCTBEHHOMY
3a COCTaBJIEHUE CBOJHOM HOMEHKIIATYPHI JIEN.

7.10. Homenknatypa nen CTpYKTYpHOTO MOJpA3ICICHUS W CBOAHAS HOMEHKJIATypa el
COCTaBIIAIOTCS 1O opMme,  ycraHoBlIeHHOH  IlpaBunamMm — opraHuzanuu  XpaHEHHS,
KOMIUJIEKTOBAHUS, y4eTa W HCIONb30BaHHUS JTOKyMEHTOB ApxuBHOro (onna PO wu apyrux



ApPXUBHBIX JOKYMEHTOB B rOCYAApCTBEHHBIX OpPTraHax, OpraHaXx MECTHOTO CaMOYIPaBJICHHS
Y OpPTaHM3AIMIX, YTBEPKICHHBIME ITpuka3oM Pocapxusa ot 31.07.2023 Ne 77.

7.11. Homenknatypa Jen TOApa3AENs€TCS Ha pa3fienibl, KOTOPbIE pacHoJiaraloTcs
B COOTBCTCTBUU C YTBCPKJACHHBLIM IITATHBIM PAaCIIMCaAHUEM 06pa303aTenLH0171 OopraHu3anyvu.
Haspanusimu pas3zienoB HOMEHKIATYPHI JeNl SBISIOTCS HAMMEHOBAHUSI €€ CTPYKTYPHBIX
nonpaweneHm‘/’I HJIW HAITpaBJICHUA ACATCIILHOCTU.

7.11.1. Brpadbe 1HOMEHKIATYphl J€7 TMPOCTABISAIOTCS HMHACKCHI KaXJI0ro Jiena,
BKJIFOUEHHOTO B HOMEHKIATypy. WMHaekc pgena coctouT u3 uudpoBoro oO03HaUEHUS
M3 HITaTHOTO paCIHCaHUs 00pa3oBaTeIbHOM oOpraHu3anuu (Kojaa) U MOPSIKOBOrO HOMEpa
3aroyioBKa Jena 1o HoMeHKIaType. MHmekcsl nen oOo3HayaroTcs apaOCKumu Iudpamu.
Hanpumep: 12-05, rue 12 — o6o3nayenue (kox), 05 — mopsiiKoBBIi HOMEp 3aroJioBKa Jiena
B pa3zeliec HOMEHKIIATYPBI JCIT.

B HOMCHKJIATYpPEC ACI COXPAaHAKOTCA OAUHAKOBBIC MHACKCHI I OJHOPOAHLIX U IIEPEXOAANINX
JCII.

7.11.2. Brpade 2 HOMEHKIATyphl NIl MPOMMCHIBAIOTCS 3arojOBKH JieJ. 3arojioBOK Jerna
4eTKO, B 0000IIEHHOH (hopMe OTpa)kaeT OCHOBHOE COZIEP’KAaHHE M COCTAaB JOKYMEHTOB Jea.
OcHOBO#l 111 HAMMEHOBaHUsI (3aroJIOBKA) JIeJ SIBJISIIOTCS BOIPOCHI, OTPAKAIONIHE 3aavd
1 GyHKIMU 00pa3oBaTeNbHON opraHn3zauuu. HaumeHoBaHMs JOMOIHIIOTCA yKa3aHHEM Poja
3aBOJJMMOTO JIeJia MM Pa3HOBHIHOCTU JOKYMEHTOB (ITOCTAHOBJICHHUS, TIPUKA3bI, TPOTOKOJIBI
u T. 1.). Eciu neno, BKII0YaeMoe B HOMEHKJIATYPY 1€, COCTOMT U3 OJMHAKOBBIX BHJIOB HJIH
Pa3sHOBUIHOCTEN JOKYMEHTOB, B 3ar0JIOBKE TAKOI'o JieJla YKa3bIBaeTcs HaMMEHOBAHUE BHUJIOB
JNOKyMEeHTOB, Hanpumep «lIpuka3pl 1m0 OCHOBHOWM JesrenbHOCTH». He nomyckaercs
yIoTpeOIeHHEe B 3aroJIOBKE Jiella HEKOHKPETHBIX (OPMYIHPOBOK («pa3HBIE MaTepHaibl»,
«o0IIasi TEepernucKa», «UCXOJAlIas MEPelucKa», «BXOMSIIME JOKYMEHTBI»), a TaKkKe
BBOJIHBIX CJIOB, CIIOKHBIX CHHTaKCH4ecKHX 000poToB. He momyckaercss ymotpeOieHue
COKpAIIEHHBIX CJIOB HAaWMEHOBAaHHH TEPPUTOPHAIBHBIX OPraHOB HCIOJHHUTEIHHOH BIIACTH,
YUPEXIEHUI U opraHu3aluii, kpome opUIHaNIbHO YCTaHOBIEHHbBIX cokpamieHuil. Ecnu neno
OyZIeT COCTOATh U3 HECKOJIBKMX TOMOB HJIM YaCTEH, TO COCTaBIseTCsl OOIIMIA 3aroJ0BOK Jena,
a 3aTeM NP HEOOXOJMMOCTH COCTABIISIIOTCS 3arOJIOBKH KaXKJJ0ro ToMa (J4acTH), yTOUHSIOLIHE
COoZIep>KaHue 3arojioBKa Jiesna.

[Topsimok pacrmonokeHus: 3aroJ0BKOB €Nl BHYTPU Pa3/eiioB M MOAPA3CIIOB HOMEHKIATYPhI
Jel  ONpeNeNsercs  CTENEHbI0  BAXHOCTH  JOKYMEHTOB,  COCTABJISIOIIMX  JIeNa,
U UX B3aMMOCBsI3bl0.  BHawasie  pacrmonaratoTcs ~ 3arojioBKM  JI€J,  COJEpIKallux
OpPraHu3alMOHHO-PACTIOPSAUTENbHYIO JTOKYMEHTanumw. Jlamee pacronaraioTcsi 3arojloBKH
Jiell, COAep KAIIKX TIaHOBbIE U OTYETHBIE TOKYMEHTHI U T.1I.

[Topsiiox pacrono)KeHus 3aroJOBKOB JIeNl BHYTPH PA3JIENIOB U MOAPA3/eI0B HOMEHKIIATYPHI
JIeN  ONpEeNeNsieTCsl  CTENeHbI  BAKHOCTH  JIOKYMEHTOB,  COCTABISIIONIUX  JeTia,
U UX B3aUMOCBs3bI0. B Hauane  pacmojaraioTcs — 3arojiOBKM €N,  COAEpKallux
OpPraHU3alMOHHO-PACTIOPSAUTEIILHYIO JOKYMEHTAIMI0. 3aroJIOBKH €I MOTYT YTOYHSTHCA
B nporiecce GopMHUpOBaHUS U O)OPMIICHHS JIETT.

B HOMeHKIaTypy nen BKIIOYAIOTCS TaKkKe Jeja, He 3aKOHYCHHBIC IPOM3BOACTBOM Jelia
MPOLUIBIX JIET (epexosIue).

7.11.3. I'pacdha 3 HOMEHKIATYpHI e 3alONHAETCS B TEUCHHE KAJCHAAPHOTO roja — MpH
(bopMUpPOBaHUY HOBOTO JeJIa, TP 3aKPBITHH Jeja U 10 OKOHYAaHUH KaJIICHIapHOT0 TO/1a.



[To nocTmwxennu aenom od0bema B 250 TUCTOB, TOM 3aKPBIBAECTCS U OTKPBIBACTCS HOBBIM TOM.
B rpade mocnemoBaTenbHO YKa3bIBAIOTCS HOMEpa TOMOB W KpallHHME HaThl JTIOKYMEHTOB
kaxaoro Toma. Hanpumep «T1 — 11.01.2024-30.06.2024, T.2. — 01.07.2024-30.12.2024».

3J'I€KTpOHHBI€ AcJIa Ha TOMa HEC pasaCIAIOTCA. Bce OJICKTPOHHBIC JOKYMCHTBI, HC3aBHUCHUMO
OT UX O6’L€Ma, BKIIFOYAKOTCA B OJJTHO 3JICKTPOHHOC ACJI0.

7.11.4. Brpade 4 yka3piBaeTcsi CpOK XpaHEHMs Jejla, HOMepa CTaTeil Mo TUIIOBOMY MWIIU
BEJOMCTBEHHOMY II€pEeYHI0, (pefepalbHOMY 3aKOHY WM MHOMY HOPMaTHBHOMY IPaBOBOMY
aKTy, a IIPU UX OTCYTCTBUU — 110 TUIIOBOM WJIM IPUMEPHONM HOMEHKIIATYpPE JEIl.

7.11.5. Brpade 5 yka3wpBaroTCsS YyKa3bIBAIOTCS OCOOCHHOCTH (OPMHUPOBAHUS Jelia M BU]T
Hocutenst uHpopMaruu. B Tom uncie B rpade OTpaxkaroTCs CHEHHATbHBIE CPOKU XpaHEHUS
JIe7, TPOCTABIISAIOTCS OTMETKH O 3aBeJCHWU el (B TOM YHCIIE B DJIEKTPOHHOM BHJIE),
O BBIJICJICHUH JIe]l K YHHUTOXCHUIO IO UCTCYCHUH CPOKOB UX XPAHECHHUsS, O MECTE XpPaHCHUS
MOJUTHHHUKOB JIOKYMEHTOB, O Iepejaye el B APYTyl OpraHu3aluio Ui TPOAOLKEHUS
BEJICHUS U JIp.

B rpade nemarorcst oTMETKM O MepexosMIIUX AeNiaX C yKa3aHHeM CTaporo WHIeKca Jena
B ciydae ero usmenenus. Hampumep «llepexomsmee ¢ 2024 r. B 2024 — 2028 rr. — n. 2-2-
11x.

Ilo nenaM, KoOTOpble IO KAKUM-IMOO TpUYMHAM B TEUEHUE  KaJIEHJApHOrO0  roja
He 3aBoAMINCh, Brpade «llpumeuanue» HOMEHKJIATypbl 1€l Jenaercs 3anuch — «Jleno
He 3aBoauiiocky. [Ipu 3ToM B rpade 3 mpocTaBisieTcst IpovepK.

7.12. Tlo OKOHYAHUH KaJICHJAPHOTO T0Jia B KOHIIE HOMEHKJIATYPHI JIENI JEeTAeTCs WTOroBas
3alUCh O KaTEropusX U KOJIMYECTBE JEJ, 3aBEACHHBIX B TEKYIIEM KaJ€HAAPHOM TO1Yy.
B utoroByto 3amuch CBOAHOW HOMEHKJIATYphl Je€ll CBEJIEHUS BHOCATCA Ha OCHOBAHUHU
JTAHHBIX, TIEPEIaHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUI 00pa30BaTeIbHONW OpTraHU3aIiu.

8. ®opmupoBaHue u opopmiieHue aes

8.1. ®opmupoBaHHE JIe)T — TPYNIUPOBKA HCIIOIHEHHBIX IOKYMEHTOB B JIeJIa B COOTBETCTBUU
C HOMEHKJIaTypOU [ U CUCTeEMaTU3alus JOKYMEHTOB BHYTPH JIeiIa.

8.2. Jlena B 0Opa3oBaTebHON OpTraHu3alui (OPMUPYIOTCS B CTPYKTYPHBIX MOIPA3ICICHUSX.

8.3. HcnonHeHHble TOKYMEHTH JOMKHBI B 10-IHEBHBIM CPOK ClIaBaTbCs HCHOIHUTENIEM
JIMIly, OTBETCTBEHHOMY 3a BEJCHHUE ACIONPONU3BOACTBA B CTPYKTYPHBIX MOAPA3ACICHUAX, IS
¢dbopmupoBanusa ux B aena. Homep pgena, B KOTOpoe AOMKEH OBITh MOMIIMT JOKYMEHT,
OIpeeNIieT PYKOBOJIUTENb CTPYKTYPHOTO MOJpa3/eleHusi 00pa3oBaTeIbHOW OpraHU3aluu
WY UCHOJHUTENh B COOTBETCTBUM C HOMEHKJIATypou nen. Ha mokymeHTe mpocTaBistOTCS
orMeTrka «B meno Ne..», mnoanmuch MCHOMHUTENS WM PYKOBOAUTENS CTPYKTYPHOTO
MOAPA3ACIEHUs, 1aTa.

Z[OKYMGHTBI BHYTpPHU JCJIa pacCIiojIararoTcsa B XpOHOJIOFH‘IGCKOﬁ ITOCJICJOBATCIIBHOCTH.

8.4. KoHTponb 3a MpaBHILHOCTHIO (DOPMHUPOBAHUS JIEJI OCYIIECTBIISCTCS OTBETCTBEHHBIM
3a apXuB 00pa3oBaTeNbHON OpraHU3alUH.



8.5. IIpu dpopmupoBanuu aen HEOOXOAUMO COOTIOAATH CICAYIOIIME OOIUe paBUIa;

e TMOMEIIaTh B JAEJIO  TONbKO  HUCHOJHEHHBbIE  JIOKYMEHTBI B COOTBETCTBUU
C 3aroJIOBKaMH JIeJ 10 HOMEHKJIAType;

e TPYIIUPOBATH B JCJIO IOKYMEHTHI OJTHOI'O KaJICHIAPHOTO I'0J1a;

e DPa3JCIbHO TPYNIUPOBATh B JieJa JOKYMEHTHI ITOCTOSSHHOTO M BPEMEHHOTO CPOKOB
XpaHeHu,

e TIOMENIATH B JieJIa Kcepokonuu (hakcoB, TeeoHOrpaMM Ha OOIIMX OCHOBAHUSX;

e B JICNO HE JOJDKHBI TOMENIAThCS JOKYMEHTHI, IMOMJISKAIIUE BO3BpATy, JHIIHHE
HK3EMILISIPBI, YEPHOBUKH: TI0 00BEMY JIENIO HE TOJDKHO MpeBbImaTh 250 THCTOB min
4 cm. Ipu HaTMYKKU B JIelie HECKOJIBKUX TOMOB (YacTei) MHICKC U 3ar0JIOBOK Jeja
MPOCTABJISIFOTCS HA Ka)KJIOM TOME C JoOaBIEHUEM «TOM 1», «ToM 2% (MOoCIeaHuii).

8.6. Ocobble TpeboBanus K HOPMUPOBAHHIO OTIENEHBIX JIEIT.

8.6.1. PaCHOpH,Z[I/ITCJIBHBIC AOKYMCHTEHI I'pYIIIUPYIOTCA B ACJIa IO BUJAAM B XPOHOJIOT'HICCKOM
MOPAAKE C OTHOCAIMIMUMHCA K HUM ITPUITTOKCHUSMMU.

8.6.2. YcraBbl, TMONOXKEHHS, WHCTPYKIUH, YTBEPXKACHHBIE  PACIOPSIAUTEIHHBIMU
JOKYMEHTaMH, SIBJISIOTCSl MPUJIOKEHUSAMH K HUM U TPYNIHUPYIOTCS BMECTE C YKa3aHHBIMHU
JTOKyMEHTaMHu. Ecin ke OHHM YTBEpXJEHBI B KaYeCTBE CaMOCTOSTEIBHOIO JIOKYMEHTA,
TO UX TPYNIUPYIOT B CAMOCTOATEIIbHbIE AeTa.

8.6.3. Ilpmka3zbl TI0 OCHOBHOW IESATEIBHOCTH TPYNIUPYIOTCS OTACIBHO OT IPUKA30B
I10 JINYHOMY COCTaBY.

8.6.4. [Ilpuka3el IO JMYHOMY COCTaBy TPYHIHPYIOTCS B Jela B COOTBETCTBHHU
C YCTaHOBJIEHHBIMU CPOKAMHU UX XPAHEHUS.

8.6.5. IIpoToKkonbl B Jene pacIoNaraloTCsl B XPOHOJOTHYECKOM IOpSAKE I10 HOMEpaM.
JIOKYMEHTBI K IIPOTOKOJIaM, CIPYIIIMPOBAaHHBIE B OTIENbHBIE JI€Jd, CUCTEMATU3UPYIOTCS
110 HOMEpPaM IIPOTOKOJIOB.

8.6.6. YTBepkIeHHBIC IUIaHBI, OTYETHl, CMETHI, JIUMUTHI, TUTYJAbHBIC CIHCKH U JIPyTUE
JIOKYMEHTBI TPYIIIUPYIOTCS OTACIBHO OT MPOEKTOB.

8.6.7. I[OKYMCHTBI B JIMYHBIX ACJIaX pacCIlojlararoTcCs 1o MEepe UxX MOCTYIJICHU.

8.6.8. [lepemnucka rpynmupyeTcsi B paMKax OJHOTO KaJICHIAPHOTO IoJla ¥ CUCTEMaTH3UPYETCs
B XPOHOJIOTHYECKON MOCIEA0BATENBHOCTH : JOKYMEHT — 3alpoC — JTOKYMEHT — OTBET.

8.7. Jlema o0Opa3oBaTenbHON OpraHW3alluU MOIekKAaT O(GOPMIICHHUIO TIPH WX 3aBEICHUU
U TI0 3aBEpLICHUHU KaJleHAapHoro roga. OdopmieHue nena — MOArOTOBKA Jeja K XpaHEHUIO
BKJIIOYAET B €051 KOMILJIEKC paboT IO OMUCAHUIO JieNla Ha OOJIOXKKE, MOMAIIMBKE, HyMepaluu
JUCTOB M COCTaBICHHIO JUCTa-3aBepurens gena. OdopmieHue €1 NPOBOAUTCS
pabOTHUKAaMH CTPYKTYPHBIX MOApa3eeHuil 00pa3oBaTelbHOM OpraHu3ann, B 00s13aHHOCTH
KOTOPBIX BXOAUT 3aBeleHHE U (OpPMHUPOBAHUE [€J, NMPU METOAMYECKONW MOMOLIM U IOA
KOHTPOJIEM apXuBa 00pa30BaTeIbHOI OpraHU3alyH.

8.8. lena momiexar odopmienuro. [loaHoe ohopmienune nena npeaycMaTprBacT:

e TIOJIIWBKY WJIM TBEPJIIH MEPEIIET Aena;



e HYMEPALMIO JUCTOB B JICIIE,;

e COCTAaBJICHME JINCTA-3aBEPUTEIIS J€Na,;

e COCTaBIJICHHE B OCOOBIX ciiy4asix (Ipu OpOPMIICHHH JTHYHBIX JIEN, Ul y4eTa 0co00
IICHHBIX JOKYMEHTOB) BHYTPEHHEW OIKCH JIOKYMEHTOB JIeTIa;

e BHECCHHEC HEOOXOMMMBIX YTOUYHCHHUH B PEKBHU3UTHI OOJIOKKM Jena (yrouHeHHe
Ha3BaHUs MO/PA3ICIICHHsI, MH/ICKCA U 3arojlOBKa Jej1a, IaThl JeNa U JIp.).

8.9. CdopmupoBaHHBIE [€Na TOAUIMBAIOT HA YETHIPE TMPOKONA B TBEPAYIO OOIOXKKY
U3 KapTOHA WJIM TIEPEIUIETAlOTCSl ¢ y4eTOM BO3MOYKHOCTH CBOOOIHOTO YTEHHUSI TEKCTa BCEX
JIOKYMEHTOB, JIaT, BU3 U pe3omonuii Ha HuX. [Ipu moaroroBke jaen K nmommuBke (Meperiery)
METAUIMYECKUE CKpeIyIeHUus: (CKOOBI, CKpENKH) W3 JOKYMEHTOB yaajstorcs. Jlena
MOCTOSIHHOT'O XPaHEHHS, COCTOSIINE M3 He(hOPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX
TBEP/BIX MANKaX ¢ TpeMsl KJIalaHaMHU U C 3aBSI3KaMH.

8.10. Tlpu Hanuyuu B AeNe HEBOCTPEOOBAHHBIX JUYHBIX JTOKYMEHTOB (TPYIOBBIX KHIDKCK
U JIp.) 9T JOKYMCHTBI BKJIA/IBIBAIOTCSI B KOHBEPT, KOTOPBI 3aTEM MOJIIMBACTCS B 3TO JIEJIO.
[Ipn Hamuuuu OONBIIOTO KOJMHYECTBA TAKMX JOKYMEHTOB OHM MOTYT HM3BIMATHCS W3 JCT,
Y Ha HUX COCTaBJISIETCS OTAEIbHAs OIHUCH.

8.11. Buensx oOecriedeHnuss COXPAaHHOCTH W 3aKpEIUICHHUS] TOPSAKA PacIOIOKEHUS
JOKYMEHTOB, BKJIIOYCHHBIX B JEJO, BCE JINCTBL, KPOME JIMCTa-3aBEPUTEIA, HYMEDPYIOTCS
apabckuMU IM(paMH B IPaBOM BEPXHEM YTy, HE 33JeBas TEKCTa JOKYMEHTa, MPOCThIM
rpadUUecKUM KapaHJalloM WM HyMEpaTropoMm. YmorpeOiieHHe HYepHHJI | IBETHBIX
KapaHJamen s HyMmMepalud JIMCTOB  3alpeliaercs. BHYTpeHHSAs ONUCh HUMeEET
CaMOCTOATEIBHYIO HyMEpPaLUIo.

JIucTel fien, COCTOAIMX U3 HECKOJIBKUX TOMOB WJIM YacTed, HyMEPYIOTCA 10 KAKIOMY TOMY
WJIY YaCTH OTAEIIBHO.

@dororpaduu, YepTexH, aUArpamMmbl U Apyrue HWUIIOCTPATUBHBIE U CclieUU(UUYECKUE
JOKYMEHTBI, IPEJCTABISAIONINE CAMOCTOATENIbHBIA JIUCT B JieNie, HyMEpYIOTCsl Ha 000pOTHON
CTOpPOHE B JIEBOM BEPXHEM YIIy.

CnoxeHHBIN JINCT pa3BOPAYMBAETCsl U HyMEpPYETCs B IPpaBOM BepxHeM yray. IIpu sTom muct
moboro ¢opmarta, MOALMIUTHIN 32 OOUH Kpaid, HyMepyeTcsl KaK OJWH JIUCT; JIUCT, CIIOKCHHBIH
Y MTOIIUTBHIN 3a CEPENUHY, IOUICKUT MEPEIINBKE U HYMEPYETCS KaK OJIUH JIUCT.

HOI[I_HI/ITBIG B JICJI0 KOHBEPTHI C BIOXKCHUAMHU HYMCPYIOTCA, IIPH 3TOM BHa4ajI¢ HyMEPYCTCA
KOHBCPT, a 3aTCM OUCPCIHBIM HOMEPOM KAXKAOC BJIOKCHUC B KOHBCPTC.

[TogmmTeie B Ie7I0 AOKYMEHTHI C COOCTBEHHOH HyMmepaluel JIMCTOB (BKJIIOYas NEYaTHbIC
U3/IaHUs) MOTYT HyMEpPOBAaThCsI B OOILEM MOPSIIKE HITH COXPAHITh COOCTBEHHYIO HYMEPAIIHIO,
€CJIM OHA COOTBETCTBYET IOPSIAKOBOMY PACIIONOKEHHIO JIUCTOB B JIETIE.

B caywasx oOHapyxeHus OosbLIOro 4Mciaa OWIMOOK B HyMEpallMM JIMCTOB  Jefa
B JICJIONIPOM3BOJICTBE IPOBOAUTCSA MX nepenyMmepanus. [Ipu nepenymepanuu JuCTOB CTapble
HOMEpa 3aYepKUBAIOTCS OJTHOM HAKJIOHHON YepTOW W PSIIOM CTaBUTCS HOBBIM HOMEp JIUCTA;
B KOHIIC Jiela BKJIAQJBIBACTCS JIMCT-3aBEPUTENb, NPU OTOM CTapblil JIHCT-3aBEPUTEINb
3a4epKHUBACTCS, HO COXPAHSETCs B JIETIe.

8.12. Jlns yduera KONMYECTBA JIMCTOB B JieJie M (PUKCAlMM OCOOCHHOCTEH WX HyMepaluu
COCTaBJII€TCS JIMCT-3aBEpUTENh Jela. J(OKYMEHT cocTaBisieTcs Ha OTACIBHOM JIHCTE



U BKJIFOYAETCA B JIEJI0 IOCJIEAHUM JHUCTOM. JIucT-3aBeputenb cocraBisgerca 10 (GopMme,
ycraHoBNeHHOH — [lpaBmimamMum  opraHu3anmuy  XpaHEHHWS, KOMIUIGKTOBAHHS,  ydeTa
Y MCIIONBb30BaHUsl JTOKYMEHTOB ApxuBHOro (onna PO u apyrux apXwBHBIX JOKYMEHTOB
B TOCYIApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpAaBJICHUS W OpraHU3alMsX,
YTBEpKJIeHHBIMH TTprKa3zoM Pocapxusa ot 31.07.2023 Ne 77.

Bce MNOCICAYOIUC H3MCHCHHA B COCTAaBC U COCTOAHUHU [CJIa (HOBpC)K,Z[CHI/ISI, 3aMCHa
MOMJIMHHBIX JOKYMCHTOB KOIMUAMHU, NIPUCOCANHCHUEC HOBBIX TOKYMCHTOB U T. I[.) OTMCYAKTCs
B JIMCTC-3aBCPUTE JI€JIa CO CCBUIKOH Ha COOTBGTCTBYIOH_[I/Iﬁ aKT.

8.13. O6moxka jaen MOCTOSIHHOrO, BpeMeHHOro (cBbimie 10 jieT) XpaHeHUs W 10 JHYHOMY
coctaBy odopmisiercs 1o popme, ycTraHOBICHHOHW [IpaBmiamMu opraHu3alyl XpaHEHUS,
KOMIUICKTOBAaHHSI, y4eTa W MCIOJIB30BaHUS IOKYMEHTOB ApXuBHOro Qonna PO u npyrux
apXMBHBIX JOKYMEHTOB B rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPaBJICHUS
Y OpraHu3alusaX, YTBEPKICHHBIMU Mprka3oM Pocapxusa ot 31.07.2023 Ne 77.

Ha o0nokke e TMOCTOSHHOTO XpaHEHHsT BBEPXY NPEAYCMATPHBACTCS MECTO JUIs
HalMEHOBAHUS MYHMIMIIATBHOTO apXHWBa, B KOTOPBIH OHU OyAyT NepelaHbl, a Takxke
apXMBHOTO IM(pa B MPAaBOM BEPXHEM U JIEBOM HUKHEM yTIJIax.

I[Ipu odopmieHun OOJOXKKK €T HAWUMEHOBAHHE OOpa30BaTEIbHOW  OpTraHHU3aIuU
YKa3bIBaeTCS MOJTHOCTHIO IO YCTaBYy, B UMCHHUTEIHLHOM IaJe’ke, COKpAIIeHHOE Ha3BaHUE —
B CKOOKax.

OO0s3aTenbHBIMU PEKBU3UTaMHU OOJOXKKH Jlefla SBJIETCS YyKa3aHHWE KOJIMYECTBAa JIMCTOB
B JIC]Ie, KOTOPOE IPOCTABIJIACTCA HAa OCHOBAHMM JIMCTA-3aBEPUTENS J€Ia, U CPOKA XPaHEHUS
nena (Ha genmax IMOCTOSHHOTO XPAHEHWs MUIIETCSA: «XPAaHUTh TOCTOSHHO»), KOTOPBIN
NIEPEHOCUTCS Ha OOJIOXKKY JleJla U3 HOMEHKJIATYphl MOCJIE CBEPKU €ro MO CPOKaM XpaHEHMs
B [IEpEYHE.

8.14. lnsa yvera MOKYMEHTOB ONpPEICICHHBIX KATETOPHIl JIeNl TOCTOSHHOIO W BPEMEHHOIO
(ceime 10 sreT) XpaHeHHs, YU4ET KOTOPBIX BBI3BIBACTCS CIEIU(PHUKON TaHHON JOKYMEHTAIIUH
(mmamBle mema, 0co0O IIEHHBIE), COCTABJISETCS BHYTPEHHSISI OIMUCH JTOKYMEHTOB JIeiia
(mamee — BHYTPEHHSISI OIHCH).

BayTpenHtor0 onuch HEOOXOAUMO TaK)Ke COCTABISATH B JIeNIaX TMOCTOSHHOTO W BPEMEHHOTO
(cBeimre 10 net) xpaHeHus, CHOPMHUPOBAHHBIX MO PA3HOBHIHOCTSAM JOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEPKAHUE TOKYMEHTOB.

BHyTpeHHSIE oOmmMCh COCTaBisieTCS Ha OTACIBHOM JIMCTE 110 hopMme, YCTaHOBIICHHON
[IpaBunamu opraHu3anuy XpaHEHUs!, KOMIUIEKTOBAHMS, Y4eTa U HCIIOIb30BaHMs JIOKYyMEHTOB
ApxuBHoro ¢onma PO u apyrux apXuWBHBIX JTOKYMEHTOB B rOCYJapCTBEHHBIX OpraHax,
OpraHax MeCTHOTO CaMOYINpPAaBJICHUS W OPraHM3aIMsIX, YTBEP)KICHHBIMH  IIPHKA30M
Pocapxusa ot 31.07.2023 Ne 77.

K BHyTpeHHEH onMcH Jena COCTaBJIAETCS WTOroBas 3alliCh, B KOTOPOM YKa3bIBaeTCs
nuppaMu U IPOMHUCHIO KOJUYECTBO BKIIOUEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JIMCTOB
BHYTPEHHEH OIHCH.

BHyTpeHHs ONUCH MOIIUCHIBAETCS €€ COCTABUTEIIEM C YKAa3aHUEM JIOJKHOCTH, IOIIUCH,
pacmu(pOBKH IMOANMCH U HYMEPYETCS B JIelie OTAEIHHO.



9. Opraﬂmaum{ ONCPATUBHOI'O XPAHCHUSA NOKYMECHTOB

9.1. C MmoMeHTa 3aBeJICHHS U JI0 TIepeayuu el B apXUB 00pa3oBaTeIbHON OpraHu3alyuy jaesa
XPaHATCS IO MECTY UX OPMHUPOBAHUS — B CTPYKTYPHBIX MOJPA3ICTICHUSX.

PykoBonutenu CTPYKTYPHBIX nojipa3aeneHui 1 pabOTHUKH, OTBEYAIOIINe
3a IeNOMPOU3BOICTBO, 00s3aHBI 00ECTIEUNBATh COXPAHHOCTh IOKYMEHTOB U JIEII.

C uenbro  MOBBIIEHUS  ONEPATUBHOCTH IIOMCKAa JIOKYMEHTOB JIeJla  PacIoJIararoTCst
B COOTBETCTBUU C HOMEHKJIATYpOU JEIL

Ha KOpcCuKax 0010JKEK JCJI YKA3bIBAOTCA MHACKCHI JICJI ITI0 HOMCHKJIIATYPC.

9.2. Beimawa jgen, O3HAKOMIJICHHE C JJOKYMEHTAaMH, HaXOJSMIIMMHUCS Ha ONEPATHUBHOM
XpaHEHUU B CTPYKTYpHOM TOApa3AeleHHH, paOOTHUKaM OO0pa30BaTeIbHOW OpraHu3aluu
MIPOU3BOIUTCS C pa3peLICHUs] PYKOBOJICTBA.

9.3. U3bsaTHE NOKYMEHTOB U3 €]l MOCTOSIHHOI'O XPaHEHHUS JOMYCKAeTCsl B UCKIIOUUTEIbHBIX
ciyyasiX, [0 3allpocaM  KOMIIETEHTHBIX  OpPraHOB W MPOM3BOJUTCA € MUCHMEHHOIO
paspelieHuss pyKOBOJAUTENs O0pa30BaTeNbHONW OpraHM3allMd  C OCTABJIIEHUEM B JIENe
3aBepEeHHON KOMUU JOKYMEHTA U aKTa O MPUYMHAX BBIJAUU MOATMHHUKA.

9.4. CamocrosTelbHOE YHUYTOXKEHHE JOKYMEHTOB B CTPYKTYPHBIX TOJpa3IesICHHIX
00pazoBaTeabHON OpraHu3aluy 3arperaeTcs.

9.5. PaboTHUKM CTPYKTYPHBIX MOJAPA3JCIIEHUH HECYT OTBETCTBEHHOCTHh 33 COXPAHHOCTHh
MOCTYNHUBIINX K HUM JOKYMEHTOB U aKKypaTHOe oOpallieHue ¢ HUMHU.

10. lMopsaok nepeaavyu J0KYMEHTOB HA XpaHEHUE
B apXUB 00pa30BaTe/IbHOI OPpraHu3auuu

10.1. B apxuB 00pa3oBaTeIbHONW OpPraHU3AIMH MEPEIAIOTCS JIea TOCTOSHHOT'O, BPEMEHHOTO
(cBbime 10 net) xpanenus. VX nepenada mpon3BOIUTCS MO OIMHCSIM JIEI.

3aKOHYCHHBIC JICTONPOU3BOJICTBOM Jiela IMOCTOSIHHOTO, BpemeHHoro (cBeime 10 set)
XpaHEeHHUs 110CJIe OKOHYAHMS KaJIEHAAPHOI0 rojia, B KOTOPOM OHU ObLIM 3aBE/IEHBI, IIOJUIEXkKAT
O0(hOpPMIICHHIO B COOTBETCTBUU  C HACTOALICH MHCTPYKUMEH U MepefaroTcs B apXuB
oOpazoBatenbHON opranu3anuu. Ilpuem ocymiecTBisieTcss 1O rpaduKy, COTIACOBAHHOMY
C PYKOBOJIUTENSAMH  CTPYKTYPHBIX IOJpPA3JCICHUN U YTBEPXKIAECHHOMY PYKOBOAUTEIIEM
00pazoBaTeabHOI OpraHU3alMH.

10.2. B mepuox MOATOTOBKH CTPYKTYPHBIMH TIOApa3IeNICHUsIMA e K Ieperadye B apXuB
00pazoBaTeIbHOM OpraHu3ali OTBETCTBEHHBIH 3a apXWB IPEIBAPUTENIBHO IPOBEPSIET
NPaBUIBHOCTh  HMX POPMUPOBaHUS, OQGOPMIIEHUS U COOTBETCTBHE KOIMYECTBA  JeT,
BKJIFOYEHHBIX B OIMCh, KOJTUYECTBY €I, 3aBE€ACHHBIX B COOTBETCTBUH C HOMEHKJIaTypou. Bece
BBISIBJICHHBIE IIPU  IIPOBEPKE  HENOCTaTKH  OTBETCTBEHHBIE 34 AEJIONPOU3BOICTBO
CTPYKTYPHOTO MTOJIPA3/IeIeHUsI 00513aHbl YCTPAHUTD.

10.3. Ilpuem kaxpaoro nena IPOU3BOAUTCS OTBETCTBEHHBIM 3a apXUB B IPUCYTCTBUU
OTBETCTBEHHOI'O 3a JIEJONPOU3BOJICTBO CTPYKTYpHOro mozpasaeneHusd. Ha sxzeMiuispax
OINKCU MPOTUB KaXKIOro Jiela, BKIIOYEHHOTO B HEe, JelaeTcsd OTMETKa O HAJIM4YuU Jena.
B KOHILIE KaXIOro S3K3eMIUIApa OMUCH YKa3bIBAIOTCA LU(paMyU M MPOMHCHIO KOJIUYECTBO



(aKTHUECKN TPUHATHIX B apXUB JIeJI, HOMEpa OTCYTCTBYIOIIUX JIeJ, JlaTa MpHeMa-Tepeiaun
JieJ1, TIOJIUCH OTBETCTBEHHOIO 3a apXUB U pabOTHHKA, NTepeIaBIIero Aena.

10.4. [lena B apXuB AOCTABISAIOTCS paOOTHUKAMHU CTPYKTYPHBIX MO/Ipa3AeICHHIA.

10.5. Becnyuae  nOUKBHAAUMU  CTPYKTYPHOTO  TOMAPA3JEICHUS  OTBETCTBEHHBIM
3a JIeONPOU3BOJICTBO B TEUCHUE JIBYX MECAILIEB C MOMEHTA JUKBUAALMHU TOJpa3eieHus
dbopMupyeT Bce HMEIONIMECS JOKYMEHTHI U MEpelaeT B apXuB  00pa3oBaTEIbHOU
OpraHu3allMi HE3aBUCHMO OT CPOKOB XpaHEHHs;, MpH peopraHu3aluu 00pa3oBaTEIbHON
OpraHu3aly JOKYMEHTHI IIEPEIat0TCs M0 aKTy MpUeMa-Iiepeiaun MpaBoONpPeeMHUKY UITU MIPU
OTCYTCTBUH MPABOIPEEMHUKA — B MYHHUITUTIATHHBIN apXUB.

11. DkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DkcrnepTH3a MEHHOCTH JOKYMEHTOB — OINPEEICHHE COOTBETCTBUS JOKYMEHTA U (MJIH)
JTOKYMEHTOB KPUTEPHSM €ro (MX) IEHHOCTH B IEJISIX ONPEeNICHUs] CPOKa XpaHEeHUs! 1 0TOopa
JIOKyMeHTa U (WJIM) JTOKYMEHTOB JUIsl JUIs TIepe/ladll Ha XpaHEHUs B apXUBE 00pa30BaTeIbHON
OpraHu3allM¥ WJIA BBIACICHUS K YHUUYTOKEHHUIO I10 UCTEYEHUH YCTAHOBJIEHHOTO CpOKa
XpaHEHHUS.

11.2. DOkcmepTr3a IEHHOCTH JTOKYMEHTOB B 00pa30BaTEIbHOW OpraHU3AlMK Ha CTaANH
JIeTTOMPON3BOCTBA MTPOBOUTCS:

e TIpU COCTaBJICHUHM HOMEHKJIATYPHI AT,

B Miporiecce GOpMUPOBAHUS JIEN U TPOBEPKHU MPABUIBHOCTH OTHECEHHS JOKYMEHTOB
K Jienam;

IIPH MOATOTOBKE JIEJI K MOCIIEYIOIIEMY XpaHEHHUIO,

B apXHMBE B MPOLIECCE MOATOTOBKH HAa XpaHEHHE B MyHUIIUIIATLHOM apXHUBE.

11.3.  Jlns  opraHW3ald{d W NPOBEACHUS  DKCIEPTH3BI  IIEHHOCTH  JIOKYMEHTOB
B 00pa30BaTEIbHOM OpPraHW3alldi  CO3[aeTCsl IOCTOSHHO JCHUCTBYIOIIAs OKCIEPTHAS
komuccus (manee — DK).

11.4. ®yuxuuu u npasa DK, a Takxke opraHuzanus ee paboThl ONpPEENeTCs MOJI0KEHHUEM,
KOTOpOE  YTBEPI)KAAETCS  PYKOBOIMTEIEM  OOpa3oBaTelbHOW  opraHu3anuu u (W)
coryacoBeiBaercs ¢ LIOK Ynpasnenue nenamu npaBuTeNbCTBaAOHCKON 00IACTH.

11.5. Dxcneptusza ILEHHOCTM JOKYMEHTOB IIOCTOSHHOTO U BPEMEHHOI'O  XpaHEHMS
OCYILIECTBIISIETCSI  €XKETrOAHO B CTPYKTYPHBIX  MOJApA3JeNIeHUsX  00pa3oBaTENIbHON
OpraHu3allii  HENOCPEJICTBEHHO  JIMI[AMM, OTBETCTBEHHBIMHM 3 JEJIONPOU3BOACTBO,
coBMecTHO ¢ DK npM HENocpencTBEHHOM METOAWYECKOM PYKOBOACTBE PYKOBOAMUTENS
apXxuBa 00pa30BaTEIHLHON OpPTaHU3AIINH.

11.6. Ot6Gop MAOKYMEHTOB JIsi TOCTOSHHOI'O XpAaHEHUS NPOBOJHUTCA B COOTBETCTBUU
C HOMEHKJIaTypol Jen o0pa3oBaTelbHOM OpraHu3alid, TUIIOBBIMU M BEIOMCTBEHHBIMU
NEPEeYHSIMU JIOKYMEHTOB C YKAa3aHHEM CpPOKOB UX XpaHEHHs IyTeM IOCTPaHUYHOIrO
IIPOCMOTpa JIe.

B Acax MOCTOAHHOI'O XpaHCHHA IOMJICKAT U3BATHUIO IIY6J'ICTHBIC OK3EMINIIAPBI TOKYMCHTOB,
YCPHOBHKU, HeO(bOpMJIGHHBIe KOIMIMU JOKYMCHTOB U HC OTHOCAIIUCCA K HUM JOKYMCHTBI.



Hena c ormerkor "DIIK"/"IK" moaBepraroTcs Takke MOJUCTHOMY IMPOCMOTPY C IEINBIO
ONIPENETICHUS ¥ BBIJICIICHUS W3 UX COCTaBa JOKYMEHTOB, IOJICKAINIUX ITOCTOSHHOMY
xpanenuto. Jlema c¢ ormerkoit "DIIK"/"DK«, comepkaiiue TOKYMEHTBI IOCTOSHHOIO
XpaHeHUs, TMOJexar MnepeOpMUPOBAaHUIO. BEIJENEHHbIE U3 UX COCTaBa JIOKYMEHTHI
MMOCTOSHHOT'O ~ XpaHEHHWS MPHCOCAUHSIOTCS K OJHOPOIHBIM  JieiaM | O OPMIISIOTCS
B caMoCTOsTeNIbHbIC Jena. CpoKd XpaHEHHs Jell, COICPIKAIIUX OCTABINHUECS JOKYMEHTBI
BPEMEHHOI'0 XPAHCHUS, OINPEACISIOTCS 110 BEAOMCTBCHHOMY (M THIIOBOMY) TIEPEUHIO
JOKYMEHTOB C yKa3aHHEM CpPOKOB WX XPaHCHUsS W HOMEHKIarype jaen. [loammBka BHOBB
c(OPMHUPOBAHHBIX JEJI MPOU3BOJUTCSA TOJBKO ITOCIIC 3aBEPIICHHS IKCHEPTU3bI IEHHOCTH
JOKYMEHTOB.

OmHOBpEMEHHO ¢ OTOOPOM JOKYMEHTOB ITOCTOSSHHOrO u BpemenHoro (cBoimre 10 mer)
XpaHeHHUs JJIs Mepefaydl B apXuB B CTPYKTYPHBIX MOAPa3AEICHUSIX MPOBOAUTCS OTOOp el
U IOKyMEHTOB BpeMeHHOoro (1o 10 jer) xpaHeHus!, MOISKAIIUX AaTbHEHIIEMY XpaHCHHUIO
B CTPYKTYPHBIX TOApA3/EICHUSIX, BBIJCIICEHUE K YHUUYTOXKEHHUIO [IeJ1 3a IpeIblayllne
KaJICHIapHbIE TOJbl C UCTEKIIMMU CpPOKaMu XpaHeHHs. IIpu 3TOM y4MTBHIBAIOTCS OTMETKHU
B HOMeHKiatype jaen «Jlo muHoBanust HagoOHocTH» ([IAMH), «Ilpu ycnoBum 3aBepIieHHS
npoBepku (PEBU3HHN)» | T. II.

[TapannensHO TpPOBEPSIETCSl KAa4decTBO U MOJHOTA JEWCTBYIOIIEH HOMEHKIATYphl Jiell
00pa30BaTEeNbHOM OpraHM3allM, MPAaBWIBHOCT ONPEICICHNUS CPOKOB XpaHEHUsS Jiell,
3aBE/ICHHBIX B COOTBETCTBHU C HOMEHKJIATYpOH i€, COONIOJICHNE YCTaHOBJIEHHOI'O MOpPS/IKa
o(hopMIIeHHUsI JOKYMEHTOB U ()OPMHUPOBAHUS AETI.

11.7. ApxuB IPOBOJMT 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB MPH OTOOPE MX HA XpAaHCHUE O]
HENOCPEACTBEHHBIM METOJWYECKUM PYKOBOJICTBOM MYHHUIMIAIBHOTO apXuWBa OHCCKON
o0acru.

11.8. B ciyuae oOHapyXeHHUs B MPOIECCE MPOBEIEHUSI IKCIEPTU3Bl IIEHHOCTH JOKYMEHTOB
B apXMB€  HEJOCTayd  JOKYMEHTOB  TOCTOSHHOT'O  XPAaHEHUS  COOTBETCTBYIOIIMMH
CTPYKTYpPHBIMU TOJpa3/ieJICHUSIMH 00pa30BaTebHON OPraHU3alMK JOJDKHBI ObITh MPUHSTHI
MEpBI IO PO3BICKY ATUX TOKYMEHTOB.

CTpyKTypHBIE TO/pa3aeNeHuss 00pa3oBaTeNbHONW OpraHW3alud O0S3aHBl CHCTEMATHYECKH
ONKCHIBATh JOKYMEHTHI 110 JMYHOMY COCTaBY M JJOKYMEHTHI BPEMEHHOI'O XpaHeHHs (CBBIIIE
10 net), obecrieynBaTh MX COXPAHHOCTh M YUET.

11.9. Ha Bce 3aBepIlCHHBIC AEIONPOU3BOJICTBOM Jiela TOCTOSIHHOTO, BPEeMEHHOro (CBBIIIE
10 met) XpaHEHHWs] M IO JIMYHOMY  COCTaBY, TMPOIIGAIIAE 3KCIEPTU3y  ICHHOCTH
1 0OpPMIICHHBIE B COOTBETCTBHM C HACTOALIMMHU TPEOOBAHUSMH, €XKETOAHO COCTABIISIOTCS
onucu aen. OTaenbHas OMMChH JIEN MPEACTaBIsAEeT cOOOW MepeyeHb el ¢ CaMOCTOSTeIbHON
BaJIOBO# (IIOPSIKOBOIA) HyMEpaluei.

Onucu A€ COCTaBJISIFOTCS OTICIBHO Ha Jiejia TIOCTOSHHOT'O XPaHEHWs, Jiela BPEMEHHOI0
(cBpime 10 yteT) XxpaHeHus, Jeida IO JIMYHOMY cocTaBy. Omnucu aen  ohOopMIISIOTCS
o ¢hpopMaM, yCTaHOBIICHHBIM [IpaBuiaMu opraHu3aliiil XpaHEHUs, KOMIUICKTOBAHUS, ydeTa
Y MCIIOJIb30BaHUS JOKYMEHTOB ApXuBHOro (oHna PO u apyrux apXuMBHBIX JIOKYMEHTOB
B TOCYJapCTBCHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIPAaBJICHUS U OpraHU3allusX,
YTBEPXKJICHHBIMU Tpruka3zoM Pocapxusa ot 31.07.2023 Ne 77.

Onucu fien COCTaBJSIIOTCS B KQXKJIOM CTPYKTYPHOM MOJpa3jeieHuH 00pa3oBaTebHOU
OpTraHU3alMK €KETOJHO B IBYX 3K3EMIUISAPaX.



[lostuM onMcsaM moApas3ieneHus CHAIT  JIOKYMEHTHI B apXuB  00pa3oBaTEIbHON
OpraHu3alNH.

OTBETCTBEHHOCTh  3a CBOEBPEMEHHOE U KaUECTBEHHOE  COCTABJIEHUE  ONMCEH  Jen
CTPYKTYPHBIX MOJIPa3IeJICHUI HECYT PYKOBOJUTEIN ATUX MOAPA3AECTCHUM.

11.10. [lepen BHeceHHEM 3aroJOBKOB JIENI B OMHMCH MPOBEPSIOTCS KauecTBO (OPMHPOBAHUS
u opopmiieHUsT Jied, COOTBETCTBUE KOJIMYECTBA [, BHOCUMBIX B ONHCH, KOJUYECTBY
3aBEJICHHBIX JIeN [0 HOMEHKJIAType 00pa30BaTelIbHOM OpraHu3aluy.

[Ipu mpocMoTpe Aen mpoBepsItOTCS

e COOTBETCTBHE 3aroJIOBKA JIeja COJIEP)KaHHUIO IOKYMEHTOB B JIeJI€;

e TMPaBUIBHOCTb OPOPMIICHHUS U IPYNIHPOBKU JOKYMEHTOB, BKIIOUEHHBIX B JIEJIO;
e KauyeCTBO MOIIIMBKY WX NIEpEIUIeTa JeNa,;

e TIPaBUIBLHOCTH HyMEpAINH JINCTOB JIENa;

e HaJIN4YUC B JICJIC B H€O6XOIII/IMI)IX cirydasax BHyTpeHHeﬁ OIIHCH,

e TIPaBUIBLHOCTH O(DOPMIICHUS OOJIOKKH JEIa;

e HAIWYHE U MPABUIBHOCTH O()OPMIICHHS JINCTA-3aBEPUTENS JeTa.

B cinydyae oOHapyxeHUs HapyIIEHNs YCTaHOBIECHHBIX MPaBHIl (popMupoBaHus U 0ohOpMIIEHUS
JIeTl OHU JIOJKHBI OBITh YCTPAHEHBI.

B cnyqae  oOHapykeHus ~ OTCYTCTBUSL  J€J, UHCJSAIIMXCS 10 HOMEHKIAaType  Jen
00pazoBaTeNIbHON OpraHu3aluy, CTPYKTYpHBIM IOJAPA3AEiICHUEM MPUHUMAIOTCS Mephl
10 X po3bicky. OOHapyKEHHBIE JeNla BKIIOYAIOTCs B ONUCH. ECIM MpUHSATBIE MEPHI HE Ian
pe3yabTaToB, TO HA HEOOHAPYKEHHBIE JleJla COCTAaBJISETCS CIpaBKa O MPUYMHAX OTCYTCTBUS
JIel, KOTOpasi MOAMUCHIBAETCS PYKOBOAUTEIEM CTPYKTYPHOI'O MOAPA3JCIeHUsI U MEepeaacTcst
BMECTE C ONMCBIO [J€J1 CTPYKTYpPHOIO IOJpa3JelIeHUss B apXWB 00pa30BaTEIbHON
OpraHu3alyHy.

11.11.TIpu cocTaBICHUH OMKCH JIE]I COOTIOAIOTCS CICAYIOIINE TPeOOBAHHUS :

e 3arOJIOBKM JIe B ONMMCHM  JOJDKHBI ~ COOTBETCTBOBATh  3arojioBKaM  Jell
B HOMEHKIIaType Jel U TOMY, YTO BBIHECEHO Ha OOJOXKY, B COOTBETCTBUU
C IIPUHSTOM CXEMOW CUCTEMATU3ALINY;

e KaXJO€ 10 BHOCUTCSA B OMHUChH TOJ CaAMOCTOATEIbHBIM MOPSIKOBBIM HOMEPOM.
Ecnu nmeno coctouT u3 AByX U Oojiee 9acTeil Uiu TOMOB, TO KaXKJasi 9acTh WJIA TOM
BHOCHTCS B OIIUCH O] CAMOCTOSITEIbHBIM HOMEPOM.

11.12. I'padsl onucH 3aNOIHSAIOTCS B TOYHOM COOTBETCTBUU C TEMU CBEICHHUSIMH, KOTOpBIC
BBIHECEHBI Ha O0JIOKKY JIeNa.

11.13. Ilpu BHECEHHHM B ONUCH TOAPSA J€T C OJMHAKOBBIMU 3aroJIOBKAMHU IHIIETCS
IIOJTHOCTBIO 3aroJIOBOK IIEPBOrO JI€Na, a BCE OCTAJIbHBIE OJHOPOJHBIE JAeida 0003HA4YaroTCs
cioBaMu «TokKe», MpU 3TOM JApPYyrue CBEIEHHs O JejlaXx BHOCATCS B ONMUCH IOJHOCTBIO
(Ha KaXXTOM HOBOM JIUCTE OITUCH 3ar0JIOBOK BOCIIPOM3BOIUTCS TIOIHOCTBIO).

11.14. Tpada ommcu «l[Ipumeyanue» HUCHOAB3YETCA IS OTMETOK O NMpUeMe Je,
00 0COOCHHOCTAX UX (PU3MYECKOTO COCTOSIHMSA, O Mepenave el JAPYIrMM CTPYKTYPHBIM
MO/Ipa3ICTICHUSIM CO CChUIKOM Ha HEOOXOAMMBINA aKT, O HATUYUH KOMHUH U T. II.



11.15. B koHue onucu Bciesd 3a [IOCJIEIHEH ONucaTelbHOW CTaTbeM [JeslaeTcsi MTOroBas
3amKch, B KOTOPOH yKasbiBaeTcs (IH(paMyd M MPOMUCHI0) KOJMYECTBO JIEJ, YHCISIIUXCS
110 ONIMCH, TIEPBBIM ¥ MOCIEIHUNA HOMEpa JeJI 110 ONKCH, a TaKKe OrOBapUBAIOTCS
OCOOCHHOCTH HyMEpAIIMH JICN B OIKCH (JIMUTEpHBIC HOMEpa A€ U MPOIMyIICHHbIE HOMEPA).

11.16. Omnwuch pAen CTPYKTYpHOrO TMOJpa3fefieHus TMOANUCHIBACTCS PYKOBOAUTEIEM
CTPYKTYPHOT'O MOJIpa3IeICHHUS.

Onucu CTPYKTYpHBIX MOAPA3JCICHUN CIy,aT OCHOBOW JJISi COCTaBJICHHS T'OJOBOTO pasjeia
OIKCHU JeT 00pa30BaTeNbHONW OpPTaHU3AIMH, MPEIUCIOBUS, TUTYIBHOIO JIUCTA, MOATOTOBKA
KOTOpOI'0 BO3JIaraeTcs Ha apXuB 00pa3oBaTeIbHON OpraHu3aluu.

11.17. Tlo pe3ynpraTaM 3KCHEPTU3bl LIEHHOCTH JOKYMEHTOB COCTABJISIFOTCSI OIUCH JIEN
MOCTOSIHHOT0, BpeMeHHOro (cBbimie 10 j1eT) XpaHeHHs ¥ 10 JIMYHOMY COCTaBY, a TAKKe aKThI
O BBIJICJIEHUH JIE]1 K YHUUTOXXKEHUIO.

11.18. AKT 0 BBIJICJICHHH K YHUYTOXXEHHUIO JOKYMEHTOB COCTaBIISICTCS, KaK MPaBUJIO, Ha BCE
nena oOpa3oBarenbHON opraHusaiuu. Eciiu B akTe yKa3aHbl Jiela HECKOJIBKUX CTPYKTYPHBIX
MOJIpa3AeICHUI, TO HA3BaHNWE Ka)KOIr0 CTPYKTYPHOI'O MOJPA3AEICHUS YKa3bIBACTCs MEPEN]
IPYNION 3aroj0BKOB JI€N 3TOr0 MOAPAa3/IeieHUs. 3arojloBKU OJHOPOAHBIX JIeJ, OTOOPaHHBIX
JUI YHUYTOXKEHUSI, BHOCSTCSA B aKT O] OOIIMM 3arojOBKOM C YKa3aHHEM KOJIHWYecTBa Jell,
OTHECEHHBIX K JaHHOM rpymmne. J[ena BKIOYarOTCs B aKT O BBIAEIEHUU MX K YHUUTOXCHMUIO,
€ClIi TNPEAyCMOTPEHHBIH M HHUX CpPOK XpaHEHUs MCTeK K 1 gHBaps ropa, B KOTOPOM
COCTaBJICH aKT, PU HAJMYHH YTBEPXKICHHOH (COTJIacOBaHHOMN) OMMCH 3a 3TOT MEPUOI. AKT
O BBIJICJICHUM K YHUUYTOXKEHUIO JIOKYMEHTOB coOCTaBisieTcs (¢opMme, YCTaHOBJIECHHOU
[IpaBunaMy opraHu3aluy XpaHEHUs, KOMILUIEKTOBaHUS, y4eTa U UCIIOJIb30BAaHUS JOKYMEHTOB
ApxuBHoro ¢onga PO u apyrux apxXuBHBIX JIOKYMEHTOB B I'OCYIAapCTBEHHBIX OpraHax,
opraHax MECTHOI'O CaMOYIPABJICHHUS M OPraHU3alMsIX, YTBEP)KIECHHBIMH IPUKA30M
PocapxuBa ot 31.07.2023 Ne 77.

CornacoBannble DK 00pazoBaTeabHON OpraHu3alluy aKThl YTBEP)KIAIOTCS PYKOBOAMTEIEM
00pazoBaTeNbHOM OpraHM3allid MpPU HAIWYMM YTBEP)KICHHBIX ONHUCEH /el MOCTOSHHOIO
XPaHEHHUs U COIJIaCOBAaHHBIX OMMCEH A€M 110 JIMYHOMY COCTaBy 3a TOT e MEPUOJ, II0CIIE YETOo
oOpazoBaTenbHas OpraHu3alys MMEeT MPaBO YHUYTOXKATh JeJa, BKJIIOYEHHBIE B JaHHBIE
aKTBI.

HOpr3Ka H BBIBO3 Ha YTWIM3aOWIO OCYHICCTBIIAKOTCA I10J KOHTPOJIEM OTBCTCTBCHHOI'O
34 apXuB 06paSOBaT€JIBHOI>'I opraHu3anvu Wik OTBETCTBCHHOI'O 3a ACJIOIIPOU3BOACTBO.

12. Ucnoib30BaHMe IOKYMEHTOB apXHBa 00pa3oBaTeIbHOW OpraHu3anuu

3.1. JlokyMeHTbI W JieNia, HaxOMAsAIIMECs] Ha XpaHEHHH B apXWBe, IPEJICTABISIOTCS
pabOTHUKAM CTPYKTYPHBIX MOJpa3leNeHuil Ui paboOThl B MOMELICHHH apXuBa HIIH
BO BpeMeHHoe (He Oojee Mecslia) MoJb30BaHNEe BHE apXWBa IMOJ] PACIKCKY B )KypHaJle ydera
BbIIaun fen (npunoxerne Ne 11).

3.2. PabGorHukmn 06p830BaTeJIBHOI>'I opraHn3anui HECYT OTBCTCTBCHHOCTL 3a COXPaHHOCTH
" IPaBUJIIBHOC UCIIOJIb30BAHUC ITOTYYCHHBIX APXUBHBIX JOKYMCHTOB.

3.3. U3bsATHE [AOKYMEHTOB U3 apXUBHBIX €, IepeJadya pabOTHUKAM CTPYKTYPHBIX
MOJIpa3ieIeHUl apXUBHBIX JIOKYMEHTOB MJIM UX KONMHM paOOTHUKAM JPYruX OpraHu3alui
0e3 pa3pelleHns: PyKOBOACTBA HE JOIyCKaeTCsl.



3.4. Tlpu pabore c apXUBHBIMH JOKYMEHTaMH HE pa3peliaeTcs BHOCUTh B HHX IIPaBKY,
JieNiaTh TOMETKH, paboTaTh ¢ HUMH BHE CITY>KEOHBIX TTOMEIICHHH.
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5. Ha3Banme pa3neiia

6. Ha3zBanme pa3neina



[Ipunoxenne Ne 1
k [Tonoxenuto/I[Topsinky/MHCTpyKITUH

3aro/10BOK NpHJI0KeHUS

1. T'pada ynansercs, eciii HeT COIJIACyIOIINX OPTaHOB.

2. Ilpu yTBepIKACHUH JOKYMEHTA JOJDKHOCTHBIM JIMLOM Ipud yTBepxkaeHus coctout u3 cinosa Y TBEPXK/IAIO; HauMeHOBaHHS JA0JDKHOCTH JIMLA, YTBEPKAAIOLIETO JOKYMEHT; ero

TOJITUCH; HHULHANIOB; (paMHiIiu 1 Aathl yrep:xaerus (. 5.16 TOCT P 7.0.97-2016).

3. Nanumans! nuumre nepes pamunueit (. 5.16 TOCT P 7.0.97-2016).

4. LLHTE JOKYMCHTA 3aITMChIBACTCA B TIOCJIC/IOBATEILHOCTH . ICHb MECALIAa, MECSAILL, KﬂﬂeH}:lapr]ﬁ TOZ OTHUM H3 IBYX CHOCOGOB:
— apabeknumu uudpamu, pasjeneHHbiME Toukoii: 05.06.2024;

— clIoBeCHO-IH(POBBIM criocodoM, Harpumep 5 mions 2024 r. (1. 5.10 TOCT P 7.0.97-2016).



[Tpunoxenne Ne 2
K MHCTpyKIIMK 1O AE€I0NPONU3BOACTBY

[ocynmapcTBeHHOE OIOKETHOE JOMIKOIBHOE 00pa30BaTeIbHOE YUPEKICHUE TETCKUM cajl

Ne 44 BacuneoctpoBckoro paitona Caskr - [letepOypra
(TBAOYNe 44)

ITPUKA3

No 2

1
(nara)

(MecTo cocTaBiIeHHUS)

3aroJioBoK 3
[IpeamOyna
[TPUKA3BIBAIO:

1.
(mpunoxxenue Ne 1).

2.

3.

4. KOHTpOJ'IL HCIIOJIHCHUA HACTOALICT O IIpHUKa3a

(ZOIKHOCTH PYKOBOUTEIS) (moanucs) (M.0. ®amunus)

B nenoNe 32202 rom*

(momKHOCTB)

(moanwuce)

202

®. U. O., 10mKHOCTB, °

(renedon)



[Tpunoxenue 1

K IIpUKa3y

oT No

3aroJI0BOK NPUJIOKEHUS

1. llaTa JI0JI’KHA COOTBETCTBOBATH JIaTE MOANMCAHMSA JIOKYMEHTA. ﬂaTy YKa3bIBaKOT B q)opMaTe JICHB, MECHILL, TOI. I/ICI'IOJTB3yﬁTe OJIMH M3 JIBYX CIoco0oB:
— apabckue uudpsl, pasnencHabie Toukoii: 05.06.2018;

— clioBecHO-LM(poBOii criocod, Hanpumep 5 ntonst 2018 1. (. 5.10 FOCT P 7.0.97-2016).

2. VkassIBaloT i poBoii min GykBeHHO-1(POBOi HaeHTHpHKaTOp JokymenTa (1. 5.11 TOCT P 7.0.97-2016).

3. 3aroI0BoK K TEKCTy — KpaTKoe COJepKaHHe JOKYMEHTa. 3aronoBoK K TeKCTy (opmyiupyercs ¢ npemwioroM «O» («O6») 1 oTBedaeT Ha Borpoc «o dem?» (1. 5.17 TOCT P 7.0.97-

2016).

4. OnpefesnsioT MECTo XpaHeHHs TOKYMEHTa, KOT/1a 3aKaHIMBAlOT ¢ HUM paboTaTh. BKilounTe B OTMETKY:
— cnoBa «B menoy;
— HHJEKC JIeNla [0 HOMEHKJIATYPE C yKa3aHHEM roJa;

— JI0JDKHOCTb OTBETCTBEHHOI'O JIMLLA, ero noAnuck u aaty (i. 5.30 TOCT P 7.0.97-2016).

5. VkaspiBaiot nonuoctbio ®. M. O. ucnonuutenst 1 Homep tenedona. I1o sxemanuio 106aBIMi0T Ha3BaHKUE JOKHOCTH, CTPYKTYPHOTO MOJPA3CICHHUs H YIECKTPOHHBIN ajpec

(. 5.25 TOCT P 7.0.97-2016).



[Tpunoxenne Ne 3
K MHCTpyKIIMK 1O AE€I0NPONU3BOACTBY

®dopMa poToKoIa

FOCYI[apCTBeHHOG 6IO,H)KGTHOC JOIIKOJBHOC O6paSOBaTeJ'IBHOG YUPCKIACHUC I[eTCKI/Iﬁ caa

Ne 44 BacuneoctpoBckoro paitona Caskr - [letepOypra

(TBJIOYNe 44)

MNPOTOKOJI

HasBanue xoiierunaibHOro oprana (KOMUCCUM, pabovei rpyIIrbl U T.11.)

(nara)

(MecTO cocTaBieHUs)

IIpencenarens:

Cekpertaps:

[IpucyrcrBoBanu:

OTcyTcTBOBANM:

1. Bompoc

2. Bonipoc

ITO BOITPOCY Ne 1

CJHYIIAJIN:

damuana U.0.
Damuug U.0O

yes. (CIMCOK MpHUTaraeTcs)

ITOBECTKA JIHA:

XOJI 3ACEJTAHUS

®amunusg U.0. — TekcT AOKJIaaa MpujiaracTcs.

BBICTYIINJIM:

N.O. damunmsi — KpaTKas 3alMCh BBICTYILICHHUS (OT TPETHEro JKiia ¢IMHCTBEHHOTO YUCIIa).
Bonpocsl, oTBeTHI (IPUBOIATCS B HOPSAKE TOCTYIUICHHS).

MMPOI'OJIOCOBAJIA:

3a

3a — « », IPOTHB — « », BO3JACPKAIUCHh — « ».



PEHINJIN:
1.1. Onucanue peuieHus 1mo Bonpocy

1.2. Onrcanue penieHwus 1Mo BOIIPOCy

[Ipencenarens Ilogmuce U.O. Gamunus

Cexkperapb [Moanuce W.O. Gamunus



[Ipunoxenue Ne 4

K MHCTpyKIIMK 1O AE€I0NPONU3BOACTBY

dopMa IBOYHOT O JINCTA

SIBOYHBIN JIUCT

HasBanue komiernaibHOro oprana (KOMUCCHH, paboveil TPkl U T.11.)

202

(mpoToKOT OT «___ »
s ®. U. O. | JoJ:KHOCTH IMoanuce
n/n
1
2
3
4
5
6
7
8
9
10
11

[Ipencenarens Ilognuce UN.O. Gamunus

Cexkperapb

Ilogmucey U.O. ®amunusg

roza Ne 00)



[Tpunoxenue Ne 5
Kk MHCTpYKIIUU 11O JIETOMIPOU3BOICTBY

dopma nucbma
I'ocynapcTBeHHOE O10IKETHOE AOUIKOJIBHOE 00pa30BaTeIbHOE YUPEXKICHUE NETCKUI cal

Ne 44 BacuneoctpoBckoro paiioHa Cankr - [letepOypra
(TBOYNe 44)

No

(nara) (nomep) (®. 1. O. (xomy))

gHaNe ot

(anpec)

YBaxaemblii(as) !

C yBaxeHueM,

(ZOIKHOCTL PYKOBOUTEIS) (moamucs) (®.1.0.)

®. U. O., 101KHOCTD,

(reneon)



[Tpunoxenune Ne 6
K MHCTpyKIIMK 1O AE€I0NPONU3BOACTBY

dopma yBeIOMIICHHUS
INocynapcTBeHHOE O10IKETHOE AOIIKOJIBHOE 00pa3oBaTeIbHOE YUpEKICHHE NeTCKUN cal

Ne 44 BacuneoctpoBckoro paitona Caskr - [letepOypra
(TBJIOYNe 44)

No

(mata) (xomep) (®. 1. O. (xomy))

(ampec)

(3arosoBoK)

VYBakaemblii(as) !

C yBaxeHuewM,

(ZOIKHOCTH PYKOBOMTEIIS) (moamucs) (®.1.0.)

C yBemomJIeHHEM O3HAKOMIICH(a):

(mozmucs) (®.1.0.)

(nata)

DK3eMIUIAP YBEAOMIICHHUS MMOTy4YnIa;

(mozmcs) (®.1.0)



(nata)

®. U. O., 101mKHOCTB,

(resedon)



[Ipunoxenne Ne 7
K MHCTpyKIIMK 1O AE€I0NPONU3BOACTBY

dopma )KypHaJIa pEruCTpaluy BXOISIIUX JOKYMEHTOB

/KypHaJj perucTpanum BXOAsIlIUX JOKYMEHTOB

Hayar 20 rogma

Oxonuer 20 roma

Pe3omonus
Jlara
Hara HJIH KOMY
NOCTYILJICH
U HOMeEp HanpasJsiercss | OTMeTKa
us Kparkoe
Nen/ nokymenTa, | Koppecnonge AOKYMEHT 00
AOKYMEHTAa COJepIKaH
n / NPUCBOCHH | HT e (moamuck, HCIOJIHEH
. |bI€ YIOCTOBEpSII0 | UM
XOAS Uit
aBTOPOM mast
HOMep
MoJIy4eHue)
1 2 3 4 5 6 7




[Tpunoxenne Ne 8

dopMa KypHaja perucTpaluy UCXOIAIIUX JOKYMEHTOB

K MHCTpyKIIMK 1O AE€I0NPONU3BOACTBY

FOCYI[apCTBeHHOG 6IO,H)KGTHOC JOIIKOJBHOC 06p330BaTeJ'IBHOG YUPCKIACHUC I[eTCKI/Iﬁ caa

Ne 44 BacuneoctpoBckoro paitona Caskr - [letepOypra

(TBJIOYNe 44)

)Kypﬂa.n pPerucrpanuu HCXoasAuX J10KyMEHTOB

Hayar 20 roxma

Oxonuer 20 ronma

Jlara
U HOME
Perucrpanmnon p OTMeTKa
Ne | Tara . Kpartkoe |moxymen
HBIN Anpec Hcnonnnre | 00
n/ | 1oKymMeH cojiep kaH | Ta, Ha
HOMep ar . |JIb HCIIOJIHEH
I Ta ue KOTOPbIH
JAOKYMEHTa 0
AaH
oTBeT
1 |2 3 4 5 6 7 8




®dopma )KypHaJIa yyeTa reyarei U ITamIoB

[Tpunoxenne Ne 9
K MHCTpyKIIMK 1O AE€I0NPONU3BOACTBY

FOCYI[apCTBeHHOG 6IO,H)KGTHOC JOIIKOJBHOC O6paSOBaTeJ'IBHOG YUPCKIACHUC I[eTCKI/Iﬁ caa

Ne 44 BacuneoctpoBckoro paitona Caskr - [letepOypra
(TBJIOYNe 44)

Hayar 20 roxma

Oxonuer 20 ronma

KypHan ydyera neyareil M IITAMIIOB

PesyabT
aThbI
eKeroaH
HaumenoB Haumenos . A
IMoamnuc | oit Or1THCK
aHue aHue .
b, nposepk | OTrmerka |meyarei
neyaTu OTtrHc | moapasjaede
YIOCTOB | M 00 (mTammoB
(mrTamma), |k HUA, Ipn
Ne e HAJIMYM | YHHYTOXKE |)
MHMIHAATO |Ieyar | J0JKHOCTh Me
n/ psioma | HUH, ISt
p 7] noJryyareJ . qyan
n 1 neyareid | Homep YHHYTOXKE
3aKasa, IITAM |9 H e
nojayde |u aKTa HUA,
aaTa na) pamunus
HUe, ITAMIIO | M Aara Jara
NMOCTYIJIEH noJryyarteJt
aaTa B, BO3Bpara
us 1
aaTra
NMpPoOBEPK
"
1 (2 3 4 5 6 7 8 9




[punoxenne Ne 10
K MHCTpyKIIMK 1O AE€I0NPONU3BOACTBY

dopma KOPPEKTUPOBOUHOTO JIMCTA HOMEHKJIATYPBI JE

YTBEP/XKJIAIO

(HEII/[MBHOBSHV[e JIOJKHOCTH

(HarMeHOBaHHE TOCYIAPCTBEHHOTO OPraHa, OpraHa PYKOBOAMTEJISA
MCCTHOT'O caMoynpaBnch{, opraHmaunu) WJIM UHOTO yﬂOHHOMO'{CHHOTO
UM JIH1a)
NU3MEHEHUS
U JOMOJIHEHUSI (ozmucs) ‘pajzjﬁzjj“ﬁ
K HOMEHKIJIATYPE JEJ
Ha 202 ron
o (mata)
Cpox
KosnnyectBo XpaHeHUs
Huaexc 3aroJi0Bok
1ena 1eaa TOMOB u Ne cratu | [Ipumevanus
(uacreii) no
nepevHIo
1 2 3 4 5

(HaMMEHOBaHHE JIOJDKHOCTH PYKOBOHUTEIIS CIIy:KObI
(moamcs)
JIeITONPOH3BO/ICTBA OPraHH3ALIIL)

(nara)

Bu3a pykoBoauTens (J1Miia OTBETCTBEHHOTO 32 apXHB)

(HauMeHOBaHHE JIOJIKHOCTH)

(mozmcs) (pacimdpoBka mozcH)

(nara)

(pacumdposka noucH)




[Ipunoxenue Ne 11
K MHCTpyKIIMK 1O AE€I0NPONU3BOACTBY

dopma )KypHaJla y4eTa BblJJaun TOKYMEHTOB
INocynapcTBeHHOE O10IKETHOE AOIIKOIBHOE 00pa3oBaTeIbHOE YUpEKICHHE NETCKUI cal

Ne 44 BacuneoctpoBckoro paitona Caskr - [letepOypra
(TBJIOYNe 44)

KYPHAJI YUETA BbIJJAYH JEJI
U3 apXuBa 00pa30BaTe/IbHOI OpraHu3alHu

Hauar 20 roma

Oxonuen 20 roma

Pacnucka | lara Pacnucka
Mara Komy
®oua | Onuc | e B IOJIyY€H | BO3BPa | B BO3BpallleH
Ne /i BbIIA4 BbIJA
Ne bNe [oNe 107 Ta 110
o e HO
aejaa aeja aena
1 2 3 4 5 6 7 8 9
Htoro B rogy aen
BBIJAHO
(undpamu
U [POITUCH
0)
Haumenosa
HHUE
OMKHOCTH
JIUIA,
COCTaBUBIIIE Mo
ro b damun
BHYTPEHHIO nst
18}
OIIHUCH
JIOKYMEHTOB

zena




JIOKYMEHT MOZAMNVUCAH SNEKTPOHHOM MOAMUCHIO

rocygAPCTBEHHOE BHO[DKETHOE JOLUKOJIbHOE OBPA3OBATE/IbHOE 10.09.25 15:18 (MSK) Ceptudmkat 733B4774C825CEC33D8DFCA6D3A8FBB3
YYPEXXAEHUE OETCKUWU CA[l N244 BACUJIEOCTPOBCKOIO PAMOHA
CAHKT-NETEPBYPrIA, KoHpapalueHko EneHa BnaavmupoBHa, 3aBeaytowmin




