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1. O01mue mMoJI0KEeHUs.

1.1. Hacrosimee IlosioxkeHue ©O BEOCHUM JACIOBOM JOKYMEHTAllMU B
obpazoBarenbHOM yupexaeHuu (nanee — OY) pa3paboTaHO B COOTBETCTBHHU CO
CIEAYIOUIMMHA HOPMATUBHBIMU JOKYMEHTAMH:

- denepanbHbii 3aKk0H 0T 29.12.2012 No 273-D3 «O6 obpa3zoBaHUM B
Poccuiickon @enepanumny;

- ®enepanbubiii 3akoH 0T 27.07.2006 Ne 152-®03 «O nepcoHanbHBIX
JAHHBIX»;

- 3akon PecnyOmmku Kpsim ot 06.07.2015 Ne 131-3PK/2015 «OG6
oOpa3zoBanuu B Pecrybnuke Kpbimy»;

- npuka3 PeaeparbHOro areHTCTBA N0 TEXHUYECKOMY PEryJIMPOBAHUIO
U METpoJorud MHUHHCTEPCTBA IPOMBILIJICHHOCTH W TOProsBiau Poccuiickon
@eneparmn ot 08.12.2016 Ne 2004-ct «OO6 yTBep)KIEHHWH HAIMOHAIBHOTO
crangapra Poccuiickont Oenepaunm»;

- npuka3 OeaepalbHOrO areHTCTBa M0 TEXHUYECKOMY PEryJIMPOBAHUIO
M METPOJIOTUM MHUHHUCTEPCTBA IPOMBIILUIEHHOCTA W TOProBiau Poccuiickon
Oeneparun - ot 14.05.2018 No  244-ct  «O0 yTBEepXKIEHUM U3MEHECHUS
K HallMOHAIBHOMY cTanAapty Poccuiickon Denepaunmy;

- npuka3 PenepanbHoOro apxuHoro arenrcrsa ot 20.12.2019 r. Ne 236
«OO0 ytBepxaeHnn IlepedyHss TUMOBBIX YIPABIECHYECKUX APXUBHBIX JTOKYMEHTOB,
00pa3yomuxcsi B Mpolecce AEATEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOTO CaMOYIIPABJICHUS U OPraHU3alNN, C YKa3aHUEM CPOKOB UX XPAHEHUS»;

- npuka3 MunucrepctBa npocsemenuss CCCP ot 30.12.1980 N 176
«O BBegeHun B jeilctBue IlepeyHss TOKYMEHTOB CO CpPOKaMU XpPaHEHHS
MunucrepctBa mnpocemieHuss CCCP, opraHoB, y4pexaeHUU, OpraHu3anui
CHUCTEMBI IIPOCBEILICHUS.

1.2. TlonoxkeHue ycTaHaBIMBAaeT 00IIME TpPeOOBaHUS K BEJECHUIO JEI0BOU
nokyMmeHTanuu B OV,

1.3. Ilpumenenue IlosoxeHus AOKHO CIOCOOCTBOBaTh (POPMHUPOBAHUIO
0opUIMaTBLHO-EI0BOr0 CTUIISI JOKYMEHTOB, COKpPAIICHUIO 3aTpaT TPYyJa U CPEACTB
B MIPOILIECCE CO3/IaHUsI TOKYMEHTOB.

1.4. TlonoxeHWe  pacmpocTpaHseTCsl Ha  OpraHU3alui0  padOTHI
C JOKYMEHTaMHU HE3aBUCUMO OT BHUJA HOCHUTENA, B TOM YHCIE 3JEKTPOHHBIMU
JIOKYMEHTaMH, BKJIOYas MOJArOTOBKY, 00paOOTKy, XpaHEHHE M HCIIOJIb30BaHHE
JIOKYMEHTOB, OCYILIECTBIISIEMBIX C IPUMEHEHHEM HH()OPMALIMOHHBIX TEXHOJIOTUH.

1.5. OcobenHoctu  paboThl €  JOKYMEHTaMH,  COJEPKallUMHU
KOHQUACHIMATBHYIO UHQOpMALHIO (CIY>KEOHYI0O M MHYIO TallHy, MEpCOHAIbHbIE
JTAHHBIE), PETYIUPYIOTCS CIIEIIMAIbHBIMA HOPMATUBHBIMH aKTaMU (MHCTPYKLIUSIMHU,
MOJIOKEHUSIMU, TIPABUIIAMH ), YTBEPKIaeMbIMU pykoBoutesem OVY.

1.6. OTBETCTBEHHOCTh 332 OPraHU3alUI0 U COCTOSIHUE JIENONPOU3BOJICTBA B
OY HeceT pyKOBOAUTEIb, KOTOPBII:

- Ha ocHoBaHuu llonmoxxeHus pazpadaTsiBaeT U yTBepxkAaeT MHCTpYKIUIO 1O
JEJIOMPOU3BOCTBY U HOMEHKIATypy aen OY;



- KOHTPOJIUpYeET cobmtoienne TpedboBanmii yreepxaeHHoro B OV Ilomoxenus
0 BEJICHHUHU JIEJIOBOM JIOKYMEHTAlIUU;

- IPOBOJIUT MPOBEPKY COCTOSHUS JEIONPOU3BOICTBA;

- o0ecreynBaeT METOJUYECKOE PYKOBOJICTBO, MHCTPYKTaX M KOHTPOJIb 3a
cOOJII0JIEHHEM YCTAaHOBJICHHOTO MOPsAKa paOOThI C TOKyMEHTaMU;

- MHULMHUPYET TMOBbIIIEHUE KBaTM(UKAMU paOOTHUKOB IO BOIpOCam
JIeJI0NPOU3BOCTBA;

- YAOCTOBEPSIET MOAMKUCHIO U TICYAThIO JOKYMEHTHI.

1.7. HenocpenctBeHHo BeayT jnenonpousBojactBo B OV  cekperaphb
PYKOBOJMTENS U CHEIUATUCT IO KajapaMm, KOTOPbIE€ HAa3HAYAIOTCS MPHUKA30M
pykoBoautensa OY.

1.8.  Cexperapb B COOTBETCTBUHU C BO3JIOKCHHBIMHA HA HETO 3aa4aMMU:

- OCYIIECTBIIACT PETUCTPALIUIO B YUET JIOKYMEHTOB;

- OpraHusyeTr JJOKYMEHTO000poT, (GOPMUPOBAHUE /1], UX XPAHCHUE;

- OCYIIECTBIIICT TEKYIIUHA KOHTPOJb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM U
MPOXO0XKACHUEM JOKYMEHTOB OY;

- o0ecreunBaeT COONIOJIEHUE €IUHBIX TpPeOOBAaHUM IO TMOJTOTOBKE
JOKYMEHTOB W OpraHM3aIii paboThl ¢ HHUMH B YCJIOBHSAX JJICKTPOHHOTO
JIOKYMEHTO000pOTa;

- 000611aeT nHopMaluo 006 00BEMaxX JOKYMEHTOO00POTA;

- opra"u3yeT (GOpMHPOBAHUE U XPAHEHHE JTOKYMEHTAIIMOHHOTO (DOHJA U €Tr0
UCIIOJIb30BaHUE.

1.9. CpoenuanucT Mo KaJpaM B COOTBETCTBHHM C BO3JIO)KEHHBIMU Ha HETO
3a/layaMu:

- OCYHIICCTBJISICT BEJEHHWE, XPAaHEHHE M BbIIAYy TPYAOBBIX KHIDKEK U
BKJIAJIBIIIECH B HUX HA OYMa)KHBIX HOCUTEJISIX U B DJIEKTPOHHOU (hopMme;

- obecreynBaeT BEJACHUE M XpaHEHUE JIMYHBIX KApTOYEK Ha PaOOTHHKOB
yupexaenust hpopmsl T-2;

- (bopMupyeT TUUHBIC J€Ta Ha BCE KAaTETOPUH PaOOTHUKOB YUPEKICHHUS;

- BEJET y4YeT MPEJOCTaBJICHHUsS] paOOTHUKAM OTITYCKOB, COCTaBJISAET Tpaduk
OYEPEJIHBIX OTITYCKOB U OCYILECTBIISIET KOHTPOJIb 32 €r0 UCIIOJTHEHUEM;

- TOTOBHT pabOOTHHKAM CHpPaBKH O TPYAOBOM JIEATEIHLHOCTH, IPYTUe
JOKYMEHTBI 10  KaJApOBOMY COCTaBy B COOTBETCTBUM C  TPYAOBBIM
3aKOHOJIaTEIILCTBOM,

- BEJET JIOKYMEHTAalMIO [0 OpraHu3allid BOMHCKOIO ydyeTa Ha pabOTHUKOB
OV, noanexaiux BOMHCKOMY YYETY;

- BEJIET YCTAHOBJICHHYIO YYETHO-OTUETHYIO KaJIpOBYIO JOKYMEHTAIIUIO.

1.10. OV BmpaBe MNpUMEHITh B CBOEWU JIEATETBLHOCTH JIJIEKTPOHHBIH
JIOKyMEHTOOOOpPOT,  KOTOpBI  MpeaycMaTpuBaeT  CO3/laHHe,  IOJIMCAHUE,
WCIIOJIb30BAHUE W XPAaHEHHWE JOKYMEHTOB, CBS3aHHBIX C JCSATEIHHOCTHIO
o0Opa3oBaTeNbHON OpraHu3aluy, B JJIEKTPOHHOM Buae Oe3 nyOnupoBaHus Ha
OyMa)>XHOM HOCHTEJIE.

1.11. Bces nenoBasi mokyMeHTanms XpaHUTCS B CHEIUAIbHBIX —MmKadax u
ceiipax B CiIy)KEOHBIX MOMEIIECHUSX MPUEMHON PYKOBOAUTENS U OyXTajaTepuu C



cobmoaenueM TpedoBanuii denepanbHOro 3akoHa Poccuiickoit denepanuu OT
27.07.2006 Ne 152-@3 «O nepcoHaNIBHBIX JAHHBIX».
1.12. PaGoTtath C JOKyMEHTaMU BHE CITY>KEOHBIX TTOMEIIECHUI 3aIpeIiacTcs.

2. JIokyMeHTBI 00pa30BaTeIbHOT0 YUPeKIeHHUs.

2.1. PykoBonutens OY Wid JUI0, UCTIOJHSIONIEE €ro OO0S3aHHOCTU, W3aeT
MpPUKa3bl, UHCTPYKIMU, TPABHUIIA, TOJOXKEHHUS, 00S3aTENbHBIC ISl WCIIOJHCHHS
BCeMHU PaOOTHHKAMH.

2.2. Xona o6cyxkaeHus BOITPOCOB HA 3aCEIaHMIX KOJUIETHAIBHBIX OPTaHOB,
COBETOB, COOpaHMsSIX, COBEHIAHHUAX M PEIICHUSA, TNpPHHUMAaeMble Ha HHX,
(UKCUPYIOTCS B MPOTOKOJIAX.

2.3. JIns ocyIiecTBIICHUST ONEPATUBHBIX CBSI3CH C JNPYTHMMHU OpraHU3AIUsSIMH U
rpakJIaHaM{ HCIIONB3YIOTCS Takue (OpPMBI, KaKk TMHUCHbMa, (PaKChl, TEIerpaMMBbI,
TeneOHOTrpaMMBlI.

2.4. ]lns ocymiecTBICHHUS TpHEMa, YBOJBHCHHS, MEpeMeIleHrus PabOTHUKOB,
MPEIOCTABIICHUS UM OTITYCKOB O(OPMIISIOTCS TPYIOBBIE JOTOBOPHI, MPUKA3BI IO
JUYHOMY COCTaBY, 3asIBJICHUS, TPYAOBBIC KHIKKH, JIMYHBIC KAPTOUKH U .

2.5. YueOHO-nIe1arornyeckasi JOKyMeHTaIUsl.
VYyebHas mOKyMEHTalUs — 3TO KOJMYECTBEHHAs] U KAYE€CTBEHHAsI XapaKTEPUCTUKU
COCTOSIHUSI Y4€OHOM, METOAMYECKOM U BOCIIUTATEIbHOU padoThl OVY.
[Tenarornueckue paOOTHHUKHU MPU pead3alliid OCHOBHBIX 00111€00pa30BaTeIbHbIX
IpOrpamMM OCYIIECTBISIOT TOATOTOBKY CJIEAYIONMIEH JTOKyMEHTaluu (MpuKas
Munuctepctsa npocsenienus: Poccuiickoit deneparum ot 21.07.2022 Ne 582 «O06
YTBEPXKJICHUU TEPEYHS JOKYMEHTAIMH, MOJTOTOBKAa KOTOPOW OCYIIECTBISETCS
neaarorndeCKuMu paboTHUKaMU npu peanu3anuu OCHOBHBIX
00111e00pa30BaTENLHBIX MIPOTPAMMY):
pabogass mporpamMma y4eOHOTO TpeaMeTa, ydeOHOTro Kypca (B TOM YHCIE
BHEYPOYHOU ACSITEILHOCTH), y4eOHOTO MOIYIIS;
KypHAaJ yueTa yCcreBaeMOCTH;
KypHall BHEYPOYHOM JACATCIBHOCTH (IJI1 TEJaroru4ecKux  pPaOOTHUKOB,
OCYIIECCTBIISIOMINX BHEYPOUHYIO ACSITEILHOCTD);

- IUJIaH BOCHHUTATENbHOM paboThl (IJIs1 MEeNarori4eckux pabOTHHUKOB,
OCYIIECTBISAIOMMUX (DYHKIIUUA BOCIIUTATENS, KJIACCHOTO PYKOBOJUTEIS);
XapaKTepUCTHUKa Ha oOydarorierocs (1Mo 3ampocy).

[IIxonbHBIE JOKYMEHTHI IOJKHBI 0(DOPMIISITHCSI CBOEBPEMEHHO, YETKO, pa300PUKBO,
0e3 MOAYMUCTOK, MOMAPOK, BBI3BIBAIOIINX COMHEHHE B MPaBUILHOCTH BHECEHHBIX
JTAHHBIX.

3anwcu B JOKYMEHTaX JIOJDKHBI TPOU3BOIUTHCS IIAPUKOBOM PYyUKOI YEPHOTO IBETA.
Ommbxa, TomyIeHHas: B TEKCTE WK [MUGPOBBIX TAHHBIX JOKYMEHTA, UCIIPABIISICTCS
CJIEIYIOIIUM 00pa3oM: OMIMOOYHBIE CIIOBA WM LU(PHI 3a4€PKUBAIOTCS TaK, YTOObI
MOXKHO OBLJIO TPOYECTh 3a4EPKHYTOE, a CBEpXy, JUOO psamoM, ITUOO Ha TOJAX
MUIITYTCS YTOYHEHHBIC JaHHbIE. Bce BHECEHHBIC WCHPABICHUS OJDKHBI OBITh
OTOBOPEHBI W 3aBEPEHBI TMOMAMUCAMH JHUI, OG(DOPMHUBIIMX JOKYMEHT. 3a



JIOCTOBEPHOCTb CBEJCHUM, COJEepXKAIIUXCS B JOKYMEHTax, HaJJjexalee HxX
ohopMIICHME HECYT OTBETCTBEHHOCTh JOJDKHOCTHBIC JIMIIA, TOJINUCABIINE
JIOKYMEHT.
B cocraB nokymenToB OY BXOIST:
2.5.6.1. opraHuM3allMOHHBIC JOKYMEHTHI:
- yCTaB OpraHu3aluu;
- JIOTOBOP C YUpEIUTEIICM;
- MOJIOKEHUS 0 MoApa3AeeHUsAX (IPHU HAJTUYKHN);
- MPaBOYCTAHABJIUBAIOIIUE JOKYMEHTHI;
- IOJKHOCTHBIE MHCTPYKIIMU COTPYIHHUKOB;
- KOJUICKTHBHBIN JOTOBODP;
- IITATHOE PACIMCAHUE;
- IpaBWJIa BHYTPEHHETO TPYJOBOT'O PaclopsiKa.
2.5.6.2. paciopsAIUTENbHBIC TOKYMEHTHI:
- IPUKA3bI;
- pacToOpsDKEHMUS;
- UHCTPYKIIUU.
2.5.6.3. uH(pOpMAaILIMOHHO-CIIPABOYHBIE TOKYMEHTHI:
- POTOKOJIBI;
- IJIaHBI;
- OTYETHI;
- CIIPaBKH.
2.5.7. Bce KHUTH 1 )KypHAJIbI, KOTOpBIC BeayTes B OY Ha OyMaKHBIX HOCUTEISX,
MIOCTPAHUYHO IIPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCS M IOJANUCHIBAIOTCSA
pykoBoautesiem. [Toanucek pykoBoauTens 3aBepseTcs nevyatsio OY.

3. IpaBuia opopmiieHUus1 TOKYMEHTOB

3.1. OcHoBHbIe TPeOOBaHUS M0 0(OPMIIEHHIO TOKYMEHTOB.

3.1.1. JlokyMeHTBl MOTYT CO3/1aBaThCi Ha OyMaXHOM HOCHUTENIE |
B DJIEKTPOHHOW (opMe € COONIOECHUEM YCTAHOBJICHHBIX MPAaBUI O(QOpMIIEHUS
JIOKYMEHTOB.

3.1.2. Tlpu co3maHuu AOKyMEHTa Ha JBYX M Oojiee CTpaHUIIAX BTOpas M
MOCJICTYIOIITNE CTPAHUIIBI HyMEPYIOTCH.

3.1.3. Jlomyckaercs co3gaHue JOKYMEHTOB Ha JIMIEBOM U 000OPOTHOM CTOpPOHAX
mucta. [lpu NIBYCTOpOHHEM CO3aHUM JTOKYMEHTOB IIMPHWHA JIEBOTO TMOJS Ha
JIUIIEBON CTOPOHE JIMCTa M MPABOTO TMOJISI HA 00OPOTHON CTOPOHE JUCTA JOJKHBI
OBITh paBHBI.

3.1.4. TlpeanoyTUTENHHBIMA TApPHUTYPAMH M pa3MepaMud MPUPTOB IS
PEKBU3UTOB JOKyMeHTa siBisitoTcst Ne 12,13,14,

3.1.5. Ilpu cocrtaBieHuM TAOIUI] JIONMYCKAETCS MCIOJb30BaHUE MIPUPTOB
MEHBIIIUX Pa3MEPOB.

3.1.6. AG3amHbBIN OTCTYI TEKCTA JOKyMeHTa - 1,25 cM.

3.1.7. 3aroyoBKH pa3aesioB U MOAPA3ACIIOB IIEUATAIOTCS C a03aIlHBIM OTCTYIIOM
WM TICHTPUPYIOTCS 0 MIUPUHE TEKCTA.



3.1.8. MHoOrOCTpOUYHBIE PEKBU3UTHI TMEYATAIOTCA YEpe3 OJUH MEKCTPOUYHBIN
WHTEpBaJ, COCTaBHbIE YAaCTH PEKBU3UTOB OTACISIIOTCA  JIOMOJHUTEIbHBIM
HUHTEPBAJIOM.

3.1.9. Tekcr nokyMeHTa neyaTaeTcs yepes 1-1,5 MeXCTpOUHBIX UHTEpBAIA.

3.1.10.nTepBan Mexay OykBamMH B CJOBax - OObIYHBIM. MHTEpBanm Mexmay
CJIOBaMHU - OJIMH MpoOe.

3.1.11.Tekct mOKyMEeHTa BBIpAaBHUBAETCS IO IIMPUHE JKCTa (10 TpaHUIAM
JIEBOTO ¥ TIPABOTO MOJIEH JOKYMEHTA).

3.1.12.BbiienieHue pPEKBU3UTOB «aJpecar», «3arojOoBOK K TEKCTY» WU
«TOJIUCH», a TaKXKe OTIETbHBIX (PArMEHTOB TEKCTAa MOXKET OCYIIECTBISATHCS
MOJTYKUPHBIM TIPUPTOM.

3.1.13.TekcT NOKyMEHTa JIOJKEH OBITh M3JIOKEH KPATKO, TPAMOTHO, MTOHSTHO U
00BEKTUBHO, 0€3 TOBTOPEHUI U YIIOTPEOJIEHNUS CIIOB U 000POTOB, KOTOPHIE HE HECYT
CMBICIIOBOI Harpy3kH, JOJKEH KacaThbCs TOTO BOIPOCA, KOTOPBIH CHOPMYITUPOBAH
B 3ar0JIOBKE K TEKCTY. TEeKCT JOKyMeHTa 0(OPMIIIETCS B BHJIE CTUIOIITHOTO CBS3HOTO
TEKCTa WX TaOJIUIIBI, W ITyTEM COYETaHUs ATUX (popMm.

3.1.14. TekcTbl CIOXHBIX M OONBIIMX MO O0BEMY JOKYMEHTOB (JOKIIAIbI,
OTYETHI M T.]I.) ACIATCS HA Pa3Ieiibl, MOAPA3ACIIbl, TyHKTHI, TOAMYHKTHL. [[yHKTHI 1
MOJITYHKTHI B TEKCTE HYMEPYIOTCS apaOCKUMU IudpaMu ¢ TOUKOH.

[Tpumep:

1.

1.1.

3.1.15.JlokymeHTBI, Kak TpaBuiio, ohopmisitoTcss Ha Onankax OY, uMerT
YCTaHOBJICHHBIA KOMIUIEKC 0053aT€NbHBIX PEKBU3UTOB U CTAOMIIBHBIN MOPSIOK MX
PaCIOJIOKEHUSI.

3.1.16.bnanku Kaxa0ro BUAAa HM3rOTABIMBAIOTCS HA OCHOBE YIJIOBOTO WIIU
MIPOJIOJTBHOTO Pa3MEIICHUS PEKBU3UTOB.

3.1.17.PekBU3HTHI 3aT0JI0OBKA Pa3MEIIAIOTCS IIEHTPUPYEMBIM (HAYaI0 ¥ KOHEIT
KOKIOW CTPOKM PEKBU3WTAa PABHO yNaJeHBI OT TPAHUI] 30HBI PACTIOIOKCHHUS
PEKBU3UTOB) WJIM YTJOBBIM (Ka)KJash CTPOKAa PEKBU3UTA HAYMHAETCS OT JIEBOU
TPAHMIIBI 30HBI PACIIOIOKEHHUS PEKBU3UTOB) CIIOCOOOM.

3.1.18. 11 m3rotoBieHus OJJaHKOB UCIIOJIB3YIOTCS TUCTHI OyMaru opmarta A4
(210 x 297 mm) 1 AS (210 x 148 MUIITUMETPOB).

3.1.19.Kaxap1it 1ucT HoKyMeHTa, ohOpMJICHHBIM Kak Ha OJlaHKe, Tak U 0e3
HEro, JOJKEH UMETh MOJIs HE MEHEee, MM:

nesoe - 20;

npasoe - 10;

BepxHee - 20;

HuwxHee - 20.

3.1.20.JlokymeHTHl qUTENbHBIX (CBBIMIE 10 JET) CPOKOB XpaHEHUS AOJKHBI
UMETB JIEBOE MoJie He MeHee 30 MMm.

3.2. OopmiieHre PeKBU3UTOB JOKYMEHTOB.
3.2.1. HaumenoBanne OV yka3pIBaeTCs B TOUHOM COOTBETCTBUHU C YCTaBOM
OVY. CoxpallleHHO€ HAUMEHOBAaHUE MOMEIIAETCS MOJI MMOJHBIM HAaUMEHOBAHHEM B



CKOOKax.

3.2.2. HaumeHOBaHUE CTPYKTYpPHOTO MOJApA3JCICHUS — aBTOpa JIOKyMEHTa
UCIIOJIB3YeTCsl B OJIaHKAaX MHUCEM M OJlaHKaX KOHKPETHBIX BHUIOB JTOKYMEHTOB W
YKa3bIBAa€TCsI TOJ1 IMOJHBIM U COKpaIlleHHbIM HanMeHoBaHusiMu OY.

3.2.3. HaumeHoBaHMe TOKHOCTH JIMIIA — aBTOPA JOKYMEHTA UCTIOJIb3yeTCs B
0JIaHKax JOJKHOCTHBIX JIUII M pacriojiaraeTcs rnoj HauMmeHoBanuem OV,

3.2.4. HaumeHoBaHu€e JOJDKHOCTH JIMIlAa — aBTOPA JOKYMEHTA YKa3bIBaeTCs B
COOTBETCTBUH C HANMEHOBAHHUEM, MIPUBEICHHBIM B PACTIOPSAUTEIILHOM JOKYMEHTE
0 Ha3HAYCHHMH HA JOJDKHOCTb.

3.3. CnpaBounblie 1annbie 00 OY.

3.3.1. CnpaBounbie gaHHble 00 OV ykas3piBatOTCs B OJIaHKax IHCEM H
BKJIIOYAIOT: ajjpec, HoMep TenedoHa, hakc, aapec 3JIEKTPOHHOM IMOYTHI, CETEBOM
anpec, a Takxe OKIIO, OI'PH, UHH u KIIIT OY.

3.4. HaumeHoBaHue BH/IAa TOKYMEHTA.

3.4.1. HammeHoBaHue BUIA JOKYMEHTa, cocTaBieHHOTO OV, M0DKHO OBITH
ompeneyneHo  HactosuuM  llomoxkxeHnemM WM IOMKHO ~ COOTBETCTBOBATH
HaVMEHOBAaHMIM BHUIOB JOKYMEHTOB, npenycMorpeHHbIM OKVY/I: akt, cnpaBska,
3amucKa, CBOJIKa, OT3bIB, POTOKOI, CITUCOK, U3BEIICHHE.
Pacnopsautenbabie JOKyMeHTsl OY U3MAKOTCS CO CHEAYIOIIMMH Ha3BAHMSIMMU:
IIPUKa3, paCOPsKEHNUE.

3.4.2. HaumeHoBaHue BuJa U pa3HOBUJIHOCTH JOKYMEHTA HE YKa3bIBA€TCS B
MCbMax.

3.4.3. HaumeHnoBanue BuAa JOKyMEHTa IN€4aTaeTcsl MPOMUCHBIMU OyKBamMH
HOJTY>KUPHBIM HIPU(TOM.

3.5. JlaTta nokymeHTa.

3.5.1. Jlata moxymMeHTa COOTBETCTBYET AaTe MOANMUCAHUS (YTBEPKICHUS)
JOKYMEHTA WJIA JaTe COOBITHS, 3a()UKCUPOBAHHOTO B IOKYMEHTE:
apabckumu mudpamu, pasaeneHapiMa Toukoi: 05.06.2021; cioBecHO-1IU(DPOBEIM
criocooom: 5 urons 2021 r.

3.5.2. B Tekctax AOKYMEHTOB, COJEpXKAIIMX CChUIKM Ha HOPMATHBHBIC
IPaBOBBIEC AKThI, U JIOKYMEHTOB, COJEPKalUX CBeJIeHUs (DMHAHCOBOTO XapakTepa,
IPUMEHSIETCS CJIOBECHO - TU(POBOI c11oco0d ykazaHus JaT 0€3 IPOCTaBICHUS HYJIS
B 0003HAYCHUHU JTHSI MECSIIA, €CJIU OH coAepKUT oauy nudpy: 3 anpens 2021 roxa.

3.5.3. Pa3pemraercst npuMEHSITh CIIOBO «TO» B COKPAIIICHHOM BAPUAHTE «I»!
1 wurons 2021 r.

3.6. I'pud orpanuyvennsi 10CTyNna K J0KyMeHTY.

3.6.1. IlpocTaBnsercss B mpaBOM BEPXHEM YTIJIy IMEPBOrO JUCTa JOKYMEHTa
(mpoekTa JIOKYMEHTa, COIMPOBOJAMTEIBLHOTO MHUChMa K JOKYMEHTY) Ha TpaHMIIE
BEPXHEro IOJIs MPU HAIMYUM B JOKYMEHTe HHGOpPMaIlUM, JOCTYIl K KOTOpOH
OrPaHUYEH B COOTBETCTBUU C 3aKOHOAATENLCTBOM Poccuiickoii Penepaunu. B
COCTaB PEKBU3UTA BKIIIOYAETCS OTpaHUUUTENIbHAS HAAMUCh: «Jlis cimyxeOHOTo



noyib30BaHus», «Konpunennuanbaoy, «[lepconanbHbie JaHHBIS» WA .
[Tpumep:

IlepconanbHbIE JaHHBbIC PAGOTHHUKOB
IK3. Ne 1
T'ocynapcTBeHHOe O101:KeTHOE 001Ieo0pa3oBaTesibHOe YupexaeHue Pecy6smku Kpbim

«Cumpeponobekas ceHAIbHAS HIKOJIA-UHTepHAT Ne2y
(I'bBOY PK «Cumpeponoibckasi cieniiajbHast HIKOJa-HHTePpHATNe2»
MIPUKA3

3.7. PerucTpanuoOHHbII HOMeP I0KYMEHTA.

3.7.1. PeructpauioHHBII HOMEp — LU(PPOBOE UM OYKBEHHO-IIHM(PPOBOE
0003HaYeHHE, TPUCBANBAEMOE JOKYMEHTY MIPH €0 PETUCTPALINU.

3.7.2. Peructpaiyisi TOKyMEHTa IPOBOJUTCS TOCJE€ €ro MOANMHUCAHMS WIIU
YTBEPKICHUS.

3.7.3. Jlnsg BHYTpEHHUX JOKYMEHTOB — IIPUKA30B, IPOTOKOJOB — 3TO
TIOPSIKOBBI HOMEP B TpeJenax KaJeHIapHOTO rojia/ y4eOHOTO Tojia M0 KaKIOMY
BUJy WJIA Pa3sHOBHIHOCTH JOKYMEHTOB. B TpHKazax perucTpamuoHHBIA HOMEp
MOJKET JIOMOJHATHCS OYKBEHHBIM MHIEKCOM, 0003HAYAIOIINM Pa3HOBHIHOCTH.

3.7.4. JIns ucxoasuux AOKYMEHTOB PErMCTPAIlMOHHBIN HOMEpP COCTOUT H3!

- TOPSIKOBOrO HOMEpa B IpeAesiax MacCcuBa  OTIpaBisieMOU
KOPPECIOHICHIUH.

3.7.5. Perucrparnmonaplii HOMEpP JTOKYMEHTA, COCTABJICHHOTO COBMECTHO
IByMsI U OoJjiee OpraHu3alUsIMH, COCTOMT M3 PErUCTPallMOHHBIX HOMEPOB
JOKYMEHTOB KaX/0M U3 3TUX OpraHu3alui, IpOCTaBISIEMbIX Yepe3 KOCYIO YePTy B
HOpSAJKE yKa3aHUsl aBTOPOB B IOKYMEHTE.

3.8. Ccbliika HA PerucTpalMOHHbINH HOMeP U ATy IOKYMEHTA.

3.8.1. Ccpuika Ha PETUCTPALIMOHHBIA HOMED M JIaTy HOKYMEHTa BKIIOYAET B
ce0st peruCTpallMOHHBIN HOMEp U JaTy JOKYMEHTa, Ha KOTOPBIA JTOKEH OBITh JaH
OTBET.

3.8.2. Ccpimka Ha HOMED U JIaTy JOKYMEHTA UCIIONIb3YeTCs pu o(hopmiieHun
IUCEM, SIBJIIOIINUXCS OTBETaMU Ha MOCTYNMBIIEE MUCHMO (3apoc, MPochOy U 1p.).
CBenieHus: B PEKBU3UT NEPEHOCSTCS C MOCTYIMUBIIETO JOKYMEHTa U COOTBETCTBYIOT
pPErUCTpallMOHHOMY HOMEpPY U JaTe MOCTYINUBLIETO TOKYMEHTA.

3.8.3. OrpannunrenbHast OTMETKA Ui JAHHOTO PEKBU3UTA MPOCTABISAETCS B
JeBOM yacTu OJlaHKa MUChbMa MOJI PEKBU3UTOM «AaTa» U «PEerucTpalOHHbIN HOMEp
IOKyMeHTa». Hamuume maHHOTO pPEKBH3UTa HUCKIIOYAeT HEO0OXOAMMOCTb
YIIOMHHAHUS HOMEpa U JaThl MOCTYNMUBIIETO JOKYMEHTa B TEKCTE IMHCHbMA, YTO
OCBOOOKIAET TEKCT OT CIIPaBOYHON MH(OPMAIIHHL.

3.9. MecTo cocTaB/ieHUs] MM U3aHUSI IOKYMEHTA.
3.9.1. Mecro cocraBneHus (M3JaHWs) JIOKYMEHTa YKa3bIBaeTCsl B
JOKYMEHTAaX, N3TOTABIMBAEMbIX Ha OJIAaHKaX KOHKPETHBIX BUIOB JIOKYMEHTOB.



3.10. Aapecar.

3.10.1. Apapecatamu [OKyMEHTa MOTYT OBITh IOPHUIWYECKHE JIMIA, HX
CTPYKTYpPHbI€ MOAPA3/ACIICHUS U JOJKHOCTHBIE JIMIA, a TAK)KE PU3NYECKUE JTULA.

3.10.2. PexBusuT «aapecaT» MNPOCTABIACTCS B BepXHEH IpaBOM 4YacTH
JIOKyMeHTa (Ha OJIaHKe C YTJIOBBIM PaCIOIOKEHUEM PEKBU3UTOB) WJIM CHpaBa Mo/
peKkBU3UTaMH OnaHka (MPU TPOJOJIBHOM PACIOJIOKCHUH PEKBH3UTOB OJIaHKA).
CTpoku peKBHM3UTA «aJpecar» BBIPABHUBAIOTCA 1O JIEBOMY Kpaw WIH
LEHTPUPYIOTCSI OTHOCUTEIIBHO CAMOW JNIMHHOM CTPOKH.

3.10.3.Ecnmu  1OKyMEHT ajapecoBaH OPUANYECKOMY JIMIY WU €ro
CTPYKTYPHOMY TOApa3jiefieHnto 0e3 yKa3aHus JOJDKHOCTHOTO JIMIA, UX
HAaWMEHOBAHUS MPUBOJISITCS B UMEHUTEIILHOM TaJIeKe.

[Ipumepsr:

1. MuHucrepcTBO 00pa30BaHus,
HAYKH M MOJIOJEKHU
Pecny0sinku Kpbim

2.  MuHucrTepcTBo 06pa3oBaHus,
HAYKH U MOJIOAEKHU
Pecny0smku Kpbim
ylpaBJjieHue 0011ero
oOpa3zoBaHmusi

3.10.4. TlouroBbIil aapec yKas3bIBae€TCs IMpPU HAMpPaBICHUH JIOKYMEHTa
pPa30BBIM KOPPECIIOHICHTaM.

3.10.5. Ecm 1oKyMeHT ajpecoBaH pyKOBOAUTEII0 IOPUIUYECKOTO JIUIIA UITH
€ro 3aMECTHUTENI0, HAaWMEHOBAaHHE IOPUAMYECKOTO JMIlA BXOJUT B COCTaB
HAaUMEHOBAHMSA JOJKHOCTH aJipecara, KOTOPOe MPUBOIUTCS B IaTEIHHOM MaIekKe.

[Ipumep —

PykoBoautesio ®@eaepajabHOro

ApPXHBHOI'0 areHTCTBA

®amuinus U.0.

3.10.6. Ununmans! craBsaTcs nocie (GaMUIMM HE3aBUCUMO OT TOTO, KOMY
aJipecoBaH JOKYMEHT — JOJKHOCTHOMY JIUILY WIH (PU3HUUECKOMY.

3.10.7. Ilpm HampaBieHMH THChbMa PYKOBOJUTEIIO CTPYKTYPHOTO
MO/pA3/IeNiCHUs  yKa3blBa€TCSI B  HMMEHUTEIBHOM  TMaJeke HAMMEHOBaHUE
OpraHu3allid, HWXE - B JIaT€JIbHOM TMaJeXe HAUMEHOBAHHE JOJIKHOCTH
PYKOBOJMTENSA, BKIIOYAIOIIEe HAMMEHOBAHHWE CTPYKTYPHOTO TMOJApa3/ieNeHus,
(baMUINI0, MHULIUAIIBI.

ITpumep:

MuHucTepcTBO 00pa3oBaHus,

HAayKH 1 MoJiofexu Pecry0smkn Kpbim

HavanbHuKy ynpasiaeHust 0011ero 00pa3oBaHus

damuiusa U.0.

3.10.8. Ilpu pacceuike 1OKyMEHTa TPYIIe OpraHU3alMi OJJHOTO THIA WIHA B
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CTPYKTYpHbIE TMOApPA3JEICHUs] OJHOM OpraHu3aluu, ajapecaT YKa3bIBaeTCs

0000IIIEHHO. B OmHOM IOKYMEHTE He I[OJIKHO OHTb 0Oojlee UYeTHPEex
ampecaToB.

3.10.9. Tlpu GombiieM KOJUYECTBE aApecaTOB COCTABISAETCS CIUCOK (JIUCT,
yKa3zaTellb) PacChbUIKU JOKYMEHTA, HAa KaXXJIOM JOKYMEHTE YKa3bIBaeTCs OJIMH
aapecaT WM aapecat opopmisieTcss 0000IIECHHO.

3.10.10.B cocraB pekBu3nTa «Aspecar» MOXKET BXOJAUTh MOYTOBBIN ajipec.
DneMeHThl  TOYTOBOTO  ajpeca  yKa3blBAIOTCA B IOCJEAOBATEIIBHOCTH,
YCTaHOBJICHHOM TTpaBUJIaMU OKa3aHUsI YCIYT TIOUYTOBOM CBSI3H.

[Tpumep:
Bcepocceuiickuii Hay4HO-
HCCJIeI0BATENbCKHIE HHCTUTYT
TOKYMEHTOBEeIeHHs U APXUBHOIO j1ejia
IIpodcoro3nasn ya., a. 82,
MockBa, 117393
3.10.11. B cnyyae oTmpaBKu JOKYMEHTa (PU3NYECKOMY JIMIY YKa3bIBAFOTCS:
dbaMuus, WHUIMAIBI, TOYTOBBIM anpec: (yIWIila, HOMEP J0Ma W KBapTHPHI,
HACEJICHHBIN MyHKT, pailoH, 00JacTh (Kpai, peciy0nKa), TOYTOBBIA UHJEKC).
[Ipumep:
®amuinus U.0.
CanoBas yJa., 1. 5, kB. 12,
r. JHCK, JHCKOMH 00J1., 301264

3.10.12. IIpum ormpaBke mnHUChbMa MO DJIEKTPOHHOM TMOYTE€ WM IO
bakcuMuIbHON CBA3U (0€3 JOCBUIKM MO MOYTE) MOYTOBBINA aJpec HE YKa3bIBACTCSI.
[Ipy HEOOXOAUMOCTH MOXET OBITh YKa3aH »JJICKTPOHHBIN ajapec (HOMep
tenedona/dakca).

[Tpumep:

Bcepoccuiickuii HAY4YHO- UCCJIEI0BATEIbCKUA HHCTUTYT
JOKYMEHTOBeIeHUs U APXMBHOI0 JeJia
mail@vniidad.ru

3.11. T'pud yrBep:kaeHus 10KyMeHTA.

3.11.1. I'pud yTBepKaeHUs MPOCTABISACTCA HAa JIOKYMEHTE B CJlydae €ro
YTBEPKICHUSI JOJKHOCTHBIM JIULIOM, PACTIOPSIUTEIBLHBIM JOKYMEHTOM (IIPUKA30M,
PacCHoOpsKEHUEM, PEIICHUEM ).

3.11.2. I'pud yTBEpkaACHUS pa3MeIIaeTcsl B IPaBOM BEPXHEM YTy MEPBOTO
aucta gokymeHTa. CTpOKM pEKBU3HMTA BBIPABHUBAIOTCS IO JIEBOMY Kpaio WU
HEHTPUPYIOTCS OTHOCUTENIBHO CaMOMl ITMHHOM CTPOKHU.

3.11.3. Ilpu yTBepXJAeHUU JOKYMEHTa JOJKHOCTHBIM JIUIIOM Tpud
yTBepkIeHus cocTouT u3 ciosa Y TBEPKJIAIO, HanMeHOBaHMS TOJKHOCTH JIMLA,
YTBEPXKAAIOMIETO JOKYMEHT, €ro TMOJIUCH, HWHHUIMAJIOB, (QamMWIMd U JaThl
YTBEPKACHHUS.

[Ipumep:
YTBEPXIAIO


mailto:mail@vniidad.ru
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Jupexrop I'BOY PK

«Cumpeponosbckas cnenraabHas
IKOJIA-UHTepHAT No2y

IMoanucey U.0. ®amuiausa

JlaTa

3.11.4. Tlpu yTBepK1IeHUU JOKYMEHTA PACIOPSIUTENbHBIM IOKYMEHTOM rpud
yrBepkaeHuss  coctout u3  cmoa  YTBEPX/JEH  (YTBEPX/EHA,
YTBEPXJIEHBI nnu YTBEPXXJIEHO), corinacoBaHHOTO ¢ HAWUMEHOBAaHUEM BHj1a
YTBEPKIAEMOI0 JOKYMEHTA, HAaWUMEHOBAHMS PACHOPSIUTEIBHOIO JOKYMEHTa B
TBOPUTEJIBHOM MAJEXKE, €r0 1aThl, HOMEpA.

[Ipumepsr:

1. (ITopsook) YTBEPXIEH
npukazom 'bBOY PK
«Cumpeponojbckas
CrelHAJbHAS HIKOJIA —
HHTepHAT N2y
S anpess 2021 r. Ne 82

2. (IIpaBuna) YTBEPXJIAEHbI
npuka3om 'BOY PK
«Cumpeponosbckas
CIeNHAJbHAA HIKO0JIA-

HHTEepHAT No2)
15.06. 2021 r. Ne 83

3.11.5. IIpu npunATHU (PaCCMOTPEHUH ) TOKYMEHTA KOJIETHAILHBIM OPTaHOM
OY, pemeHuss KOTOPOTO (UKCHPYIOTCS B TIPOTOKONE, B Tpude MPUHATO
(paccMOTpEHO) yKa3bIBa€TCs HAMMEHOBAaHUE OpraHa, PeIIeHHEM KOTOPOIro MPHUHST
JIOKYMEHT, JlaTa U HOMEp MPOTOKOIA (B CKOOKAxX), yTBEPKAAIOIIETO JOKYMEHTA, B
TBOPHUTEIBHOM MAJIEXKE, €r0 1aThl, HOMEpA.

[Ipumepsr:
3. (ITopsmox) INPUHAT
neJaroru4eCKumM coBeToM
(mpoTtoxoa ot 15.08.2021 Ne 12)
4. (IlpaBuna) IMPUHATBI

Yipap/0OIUM COBETOM
(mpoToxoa ot 15.06.2021 Ne 8)

3. (ITonoxxenue)
MMPUHATO
o0muM codpanuem

padoTHukoB OY
(mpotoko. 15.06.2021 r. Ne 83)
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3.12. 3aro/10BOK K TEKCTY.

3.12.1. 3aros0BOK K TEKCTY BKJIFOYAET B c€0s KpaTKOE COJIepKaHNEe JOKYMEHTA,
€ro OCHOBHYIO CMBICIIOBYIO Harpy3Ky. 3arojIoBOK (OpMYyIUPYETCS C MPEAIoroM
«O» («O06») 1 OTBEYAET HA BOIIPOC «O YeM?»:

o TpuKa3 (0 ueM?) 0 CO3/TaHUU aTTECTAIMOHHONW KOMHUCCHH,

o TIpuKa3 (0 yem?) 00 yTBEPIKIAECHUHU IITATHOT'O PACTIMCAHNUS,

e THCHMO (0 YeM?) 0 IpeIOCTaBICHUU HHPOpMAITUH.
3.12.2. 3aromoBOK COCTaBIAECT MCHOJHUTEIh JTOKYMEHTA. 3ar0oJIOBOK K TEKCTY
odopMIIsieTCs MO peKBU3UTaMU OJIaHKA CJIEBa, OT TPAHUITBI JIEBOTO mMoJjs. Ecim
TEKCT JOKYMEHTA HE MPEBBINIACT YETHIPEX-TIATU CTPOK WK 0(DOPMIICH Ha OJTaHKE
¢dopmaTa A5, 3ar0JI0BOK MOKHO HE YKa3bIBaTh.

3.13.3. 3arojoBOK [OKyMEHTa 3alMCHIBAETCS NPU €ro pEerucTpaluu B
COOTBETCTBYIOIIUE PETHCTPAIIMOHHBIE POPMBI: KAPTOUKY, Oa3y TaHHBIX.

3.13 TekcT 10KyMeHTA.

3.13.1. Tekct MOKYMEHTa COCTaBJISETCSd Ha PYCCKOM Ss3BIKE Kak
rocyznapctBeHHOM s3bike Poccuiickont depeparun. TeKCT TOKyMEHTa U3J1araercs
PYCCKHM JIMTEPATYPHBIM SI3BIKOM C YYETOM OCOOCHHOCTEH O(UITHATBHO-IEIOBOTO
CTWJISI, BHJAa JIOKYMEHTa W €ro Ha3HA4eHWS B  YIPaBICHYCCKOM
nestenbHOCTH. ConepikaHue JOKyMEHTa JOJDKHO OBITh HM3JIOKEHO KpaTKo,
JIOTUYHO, TOYHO U SCHO.

3.13.2. TekcThl TOKYMEHTOB U3JIaratoTCs:

- OT 1-ro JMITa eTMHCTBEHHOTO YKClia B JOKYMEHTaX (IIpUKa3, paclopsKeHUE
U T. A.) pykoBoautenss OV, neicTBYyIONMEro Ha MPUHIUIAX IMHOHAYAIINS, a TAKKe
JTOKYMEHTaX, aJIpeCOBAaHHBIX PYKOBOJACTBY OpraHM3alluM: IPHUKA3bIBao...
MOATOTOBUTH M MPEJICTABUTh HA PACCMOTPEHHUE; TIPOIITY PaCCMOTPETh,

- 3-ro JuIla eIUMHCTBEHHOTO YKCJIa B IOKYMEHTAX KOJIJICTHAIBHBIX OPTaHOB:
KOMHUCCHSI PEIIIIA...; OpTaHU3AIMS HE CUUTAET BOZMOXKHBIM...;

- 1-ro nmuIIa MHOKECTBEHHOTO YHCJIa B COBMECTHBIX JOKYMEHTAaX: MPOCUM
MPEACTaBUTh JAHHBIC O...; IPEACTABIISIEM Ha PACCMOTPEHHE U YTBEPIKIICHHE. .;

- 3-TO JWIla MHOKECTBEHHOTO YHCJIa B MPOTOKOJIAX: CITYIIAJN, BBICTYIIHIIA,
MTOCTAHOBWJIA, PEIIIHIIH.

3.13.3. B 1okyMeHTax, yCTaHaBIMBAIOUIMX TMpaBa U OOS3aHHOCTH
OpraHM3alliMi, €€ CTPYKTYPHBIX IMOJpa3/eieHuil (MOoJIoKEeHHUEe, WHCTPYKIHUS), a
TaKKe COJIepXkKalluX OINHUCAaHUe, OLEHKY (aKTOB WIJIM BBIBOJBI (AKT, CIpaBKa),
UCIIONB3YyeTCsl (hopMa HM3J0KEHHUST TEKCTa OT TPEThEro JIMila €IWHCTBEHHOI'O WJIN
MHO>KECTBEHHOTO 4YHCla («OTAEN OCYIIECTBISIET (YHKIMU», «B COCTaB
00beTMHEHUS BXOJIAT», KKOMUCCHUS YCTAHOBHUJIIAY).

3.134. B Tekcte JOKyMEHTa, TOJATOTOBJIEHHOIO HAa  OCHOBAaHHUH
3aKOHOJIATEIBHBIX, WHBIX HOPMATHUBHBIX IPABOBBIX aKTOB, M3JAaHHBIX OpraHaMHU
BJIACTH U YTMPABIICHUS, TOKYMEHTOB, paHee M3/IaHHBIX OPTaHOM BJIACTH — aBTOPOM
JIOKyMEHTA, YKa3bIBAE€TCS HANMEHOBAHKE BUIA IOKYMEHTA, HAMMEHOBAHUE OPTaHa,
W3MIaBIIETO JIOKYMEHT, JaTa TPHUHITHS WIA YTBEPXKACHUS JIOKYMEHTa, €ro
PETHCTPAIMOHHBIA HOMEP, a TAaK)KE 3aroJIOBOK K TEKCTy WJIM HAaMMEHOBAaHWE BUIA
JIOKyMEHTA.
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[Ipumepsr:

«B cooTBeTcTBUU ¢ noctaHoBiieHUEM [IpaButenbcTBa oT 13.08.1997 Ne 1009
«O0 yrBepxknaenun IIpaBuil TMOATOTOBKM HOPMATHBHBIX IPABOBBIX aKTOB
denepaibHBIX OPraHOB HCIOJHUTENBHOM BIACTH M MX TOCYJapCTBEHHOM
PErUCTpALIUM;

«B cootrBercTBuM ¢ [1010%KEHNEM O MOCTOSHHO JECUCTBYIOLIEH dKCIIEPTHOU
KOMHUCCHH YUPEKIACHUS, OpPTaHU3aIluu, MPEATPUITHS, YTBEPKICHHBIM IPUKA30M
PocapxuBa oT 19.01.1995 Ne 2...».

3.13.5. Ecnm TeKCT COAEpKUT HECKOJIBKO MOPYUYCHUH, PEIICHUl, BHIBOJOB, B
TEKCTE BBIJICISIOTCS Pa3/Ieibl, TOAPA3IEIbl, MyHKTHI, MOJMTYHKTHI.
3.13.6. B TekcT moKkymMeHTa MOTYT BKJIIOUaThCs (PparMeHThl, 0(hOpPMIICHHBIE B
BU/IC TAOJIUIIBI WJIH aHKETHI.
3.13.7. Crpanuiipl TeKCTa HYMEpPYIOTCA apaOCKUMU HHU(PpaMH TOCEPEINHE
BEPXHETO TIOJIA.
3.13.8.B nuchbMax UCHONB3YIOT CEAYOMmKUe (POPMBI H3TOKCHHS
e OT IMEPBOrO JHUIA MHOXKECTBEHHOTO 4YHCIa («IPOCUM HAMNpPaBUTHY,
«HAMPABIIIEM HA PACCMOTPEHHEY );
e TIIEPBOIO JIMIIAa €IUHCTBEHHOTO YHCJIa («CUUTAI0 HEOOXOAUMBIMY, «IIPOUIY
BBIJICTTUTHY );
e TpEThEero Jiviia enuHcTBeHHoro uncia («OY He Bo3paxkaer», «OY cuuraer
BO3MOXHBIMY).

3.14. OTMeTKa 0 NPUJIOKEHUH.

3.14.1. OT™MeTKa 0 MPUIIOKEHUH COAEPKUT CBEICHHS O TOKYMEHTE (JOKyMEH-
Tax), MPUJIAraéMOM K OCHOBHOMY JOKYMEHTY (B COIPOBOJMUTEIBHBIX IMHUCHMAX,
OpEeTEeH3UsIX, aKTaX, CHOpaBKax M JAPYTUX HMH(POPMAIMOHHO-CIIPABOYHBIX
JIOKyMEHTaxX) UM O TOM, YTO JOKYMEHT SIBJISIETCS MPUIOKEHUEM K OCHOBHOMY
JOKYMEHTY (B IOKYMEHTaXx - MPUJIOKEHUSIX K PaCIOPSIAUTEIbHBIM IOKYMEHTaM,
MOJIOKEHUSIM, TIpaBWiaM, WHCTPYKLMSAM, JOTOBOpaM, IJIlaHAM, OTYEeTaM M Jp.
JIOKyMEHTaMm).

3.14.2. B cCOmpoBOAWTENBHBIX MHCbMAaxX W JAPYTUX WHGOPMAIMOHHO-
CIIPaBOYHBIX IOKYMEHTaX OTMETKa O MPUJIOKEHUU OPOPMIISIETCS MOJA TEKCTOM OT
TPAaHMIIBI JIEBOTO MOJIS CIEAYIOIIUM 00pa3oM:

- €CJIM IPWIOKEHUE HA3BAHO B TEKCTE:

[Tpunoxxenue: Ha 2 1. B 1 3K3.;

- €CIIM NPWIOKEHUE HE HA3BAHO B TEKCTE WM €CIU MPUIIOKEHHH HECKOJIBKO,
YKa3bIBaIOT HAa3BaHUs JIOKYMEHTOB-IIPWIOKEHUH, KOJIMYECTBO JIUCTOB U
DK3EMIUISIPOB Ka)K10I0 ITPUIIOKEHUS:

[Tpunoxenue: 1. [lonoxxenne (Ha3Banue) Ha 5 1. B 1 3K3.

2. CnpaBka 0 KaIpoBOM COCTaBe Ha 2 1. B | 3k3.;
- €CJIU IPUJIOKEHUEM SIBIISIETCS 000COOIEHHBIN JIEKTPOHHBIN HOCUTEIh
(KOMITaKT- JUCK, USD-ren-HaKomuTe b | Jp. ):
- Ilpunoxenue:
CD B 1 3Kk3.
- ©CJH MPUIOKeHHE (IPUII0KEHNs) COPOIITIOPOBAHBI:
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[Ipunoxenue:

oTueT o padore PUII B 2 5k3.

3.14.3. B pacnopsauTenbHbIX JOKyMEHTaX (MpHKas3ax, pacropsiKEHUsX),
JIOTOBOPAX, MOJIOKEHUSIX, MPABUIIAX, HHCTPYKUUSIX U IPYTUX TOKYMEHTaX OTMETKA
0 MPWJIOKEHUU O(POPMIISIETCS CIEAYIOIMMUM 00pa3oMm:

- B TEKCTE€ JOKYMEHTa MpHU MEPBOM YIIOMUHAHUU JOKYMEHTA-TIPUIIOKEHHUS B
CKOOKax yKa3bIBaeTcs: ... (IPUJIOKEHUE) UK ... (mpuiioxeHue 1); nepes HoMepom
MPUJIOKEHUS JOMYCKAETCSl CTAaBUTh 3HAK HOMEDA: ... (puioxenue Ne 2);

- Ha TEPBOM JIMUCTE JOKYMEHTA-TIPWIOKCHUS B TMPABOM BEPXHEM YTIIy
YKa3bIBaeTC:

Ipusoxenune Ne 2

Kk npuxkaszy 'BOY PK
«Cumpeponosbckasn
crenuAJbHAS IIKO0JIA-
HHTepHAT N2y

ot 15.08.2021 Ne 112.

3.14.4. Crpoku pekBU3WTa BBIPABHUBAIOTCA MO JIEBOMY Kpaio WA
HEHTPUPYIOTCS OTHOCUTENIBHO CaMOMl ITTMHHOM CTPOKHU.

3.14.5. Ecnu mpuioXeHHeM K pactopsauTebHOMY TOKYMEHTY SBIISETCS
HOPMATUBHBIM MPAaBOBOW AaKT WM HWHOM JOKYMEHT, YTBEPKIAEMbIM JaHHBIM
pPaclopsIIUTENBHBIM JOKYMEHTOM, Ha MEPBOM JIMCTE NPUIIOKEHHS IPOCTABIISETCS
OTMETKa O MPUIOKEHUU (0€3 CChUIKM Ha PaclopsAUTEIbHBIA TOKYMEHT) U TpUP
YTBEPKJICHHSI, B KOTOPOM YKa3bIBalOTCS JaHHBIE PACHOPAIUTEIBHOTO JTOKYMEHTA,
KOTOPBIM YTBEPKJIEH JOKYMEHT - IIPUIIOKEHUE.

[Tpumep:
Ipuioxenue 1
YTBEPXAEHO
npuxka3 I'bOY PK
ot 18.05.2021 Ne 67

3.15. I'pud cornacoBanus J10KyMeHTA.

3.15.1. [IpoeKThl MOArOTOBICHHBIX JOKYMEHTOB Mepe/] MOANMUCAHUEM B Psifie
CJIy4aeB COTJIACOBBIBAIOTCS C 3aMHTEPECOBAHHBIMU YUPEXKICHUSIMH, CTPYKTYPHBIMH
NO/Ipa3IeNICHUs MU, OTICbHBIMU JOHDKHOCTHBIMU JIMIIAMH.

3.15.2. I'pud cornacoBaHuss B 3aBUCUMOCTH OT BHJA JOKYMEHTa U
0COOEHHOCTEH ero 0opopMIIEHUS MOKET MPOCTABIISITHCS:

- Ha MEepBOM JIUCTE JOKyMEHTa (€Cclu JOKYMEHT UMEET TUTYJIbHBIA JIUCT, -
Ha TUTYJIBHOM JIUCTE) B JICBOM BEPXHEM YTy Ha ypOBHE rpuda yTBEpKIACHUS WU
10J] HAMMEHOBAHUEM JIOKYMEHTA OJIMKE K HIHKHEMY TTOJIIO);

- Ha TOCJIEJTHEM JIUCTE TOKYMEHTA TI0]T TEKCTOM;

- Ha JIUCTE COTJIACOBAHUS, SIBIISTIONIEMCS HEOTHEMIIEMOM YacThIO TOKYMEHTA.

3.15.3. I'pud cornmacoBanus qoxkymenta coctouT u3 cioa COI'JTACOBAHO,
JIOJDKHOCTH JIMIIAa, C KOTOPBIM COTJIACOBAaH JOKYMEHT (BKJIIOYash HAaMMEHOBaHWE
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OpraHM3aliM), €ero COOCTBEHHOPYYHOM MOAMHUCH, paciiu@pPOBKUA MOIMUCU
(MHUIIMATIOB, (DaMUJIMH) U 1aThl COTJIACOBAHUS.
[Tpumep:

COI'NTACOBAHO

JupexTop (Ha3BaHUE OpraHU3aLIUN)
(moamuce) N.O. Gamunust
ata

3.15.4 Ecnu cornacoBaHue OCYIIECTBISETCS KOJUIETHAIBHBIM OPraHoM, B
rpude cormacoBaHMs YKa3bIBalOT CBEJICHUS 00 OpraHe, COrjiacoBaBIIEM JIOKYMEHT,
JaTe 1 HoMepe MPOTOKOJIa, B KOTOPOM 3a(MKCUPOBAHO PEIIEHHE O COTJIaCOBAHUHM.
Ecnu cormacoBaHue OCYHIECTBISIETCS MNHCbMOM, YKa3blBalOT BHUJ JIOKYMEHTA,
OpraHU3aLMIO - aBTOPA JJOKYMEHTA, JaTy U HOMED MHChMa.

[Tpumepsr:

1 COI'JIACOBAHO
Ilenarornueckum coBeTOM
I'bOY PK

(mIpoTOKOJI OT Ne )
2 COI'TIACOBAHO
nucbmom Pocapxusa

oT Ne

3.16. Bu3a corjiacoBaHusi JOKyMeHTA.

3.16.1. Bu3sbl coriacoBaHus IOKYMEHTA — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIIHIH
Ha COrjlacHe WJIM Hecorjiache JODKHOCTHOro jmia OY ¢ copepkaHUeM IPOEKTa
JIOKyMEHTa (J1ajiee — BU3a).

[Tpumep:
3amMecTUTeNb TUPEKTOpa MO0 BOCIUTATEIIBLHOU paboTe
JInunas noanuck N.N. UBanoBa
10.10.2023

3.16.2. OopmiuenHas TakuM 00pa30M BH3a O3HAYAET COTacHe JOHKHOCTHOTO
JHIA ¢ COJIepP’)KaHUEM JOKYMEHTA.

3.16.3. [Ipu HaMuMK 3aMe4aHui 1Mo TOKYMEHTY BU3Y 0(OPMIISIIOT CJICAYIOIINM
obpazom:

3amevaHus NpUJIararoTcs
3aMecTuTeNnb JUPEKTOpa 10 BOCIIUTATENBHOM paboTe

JInunasg nmoamnuch N.N. BanoBa
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10.10.2023

3.16.4. JlokyMeHT BH3UPYETCS WCIOJHUTEIEM W 3aWHTEPECOBAHHBIMH B
JOKyMEHTE  JOJDKHOCTHBIMU  JIMIIAMH, PYKOBOJMTEIIEM  00pa3oBaTEIbHOU
OpraHU3aIH.

3.16.5. 3amedanusi NMODKHBI OBITH TPEACTABJICHBI HA OTIEIHLHOM JIUCTE,
KOTOPBIN TIOJIMUCHIBAIOT, TATUPYIOT U MPUJIATAIOT K JOKYMEHTY.

3.16.6. B pgoxkymeHTax, NOMJIMHHUKA KOTOpPbIX XpaHaTcs B OV, Bu3sbl
MPOCTABIIAIOT Ha IIOCJICAHEM JINCTE JOKYMEHTa I10J] IMOAMNHCHIO, Ha 000pOTe
MOCJICTHETO JIMCTa TO/UIMHHWKA JOKYMEHTa WM Ha JIMCTE COTJIACOBAHMS
(BU3MPOBaAHUS), IPUIIATAEMOM K JOKYMEHTY.

3.16.7. B ucxomdmux JOKYMEHTAaX BH3bI MPOCTABIISIOTCS HA JK3EMILIApax
JIOKyMEHTOB, TIOMEIIAEMBIX B JIEJIO.

3.17. Moanucek.

3.17.1. JIo/bKHOCTHBIC JIMIIA TIOJAMMCHIBAIOT JOKYMEHTHI B MpEJeiax CBOMX
MOJTHOMOYHUM, onpeieieHHbIX Y cTaBoM OV U JOJKHOCTHBIMU UHCTPYKIUSIMHU.

3.17.2. Tloamuch COCTOMT W3 HAMMEHOBAaHMS JOJDKHOCTH JIMIIA, KOTOPOE
MOJMUCHIBAET JOKYMEHT (TIOJIHOTO — €CIIU JIOKYMEHT Harie4aTaH He Ha OJIaHKe,
COKpalllCHHOr0 — Ha JIOKYMEHTE, Harne4yaTaHHOM Ha OJlaHKe), €ero
COOCTBEHHOPYYHOM MOJMUCH, THUIIMATIOB (MHULIMAT UMEHU ), (haMIIIUH.

[Ipumepsr:

He Ha 0JIaHKe:

Jupexrop I'BOY PK JInyHass noanuch N.0. ®amunus
HA 0JIaHKe

JAupexTop JIM4yHad moanuchL N.0. ®amuaus

3.17.3. IIpu odopmieHNH TOKyMEeHTa Ha OJaHKE JOHKHOCTHOTO JIMIIA
JOJKHOCTB 3TOTO JIMLA B TIOJIMTUCH HE YKa3bIBAETCSI.

[Tpumep: JIM4yHadA MOANUCH N.0. ®amunus

3.17.4. B noxymeHTaX, COCTaBJICHHBIX KOMUCCHEH, B TIO/IMKICH YKa3bIBACTCS
CTaTyC JIMIA B COCTaBE KOMUCCHH.

IIpumep:

IIpencenarenn Hoanuce HN.0. ®amuaus
KOMMCCHH IMoanuceh HN.0. ®amuiaus
Y1eHbl KOMHCCUH Ioanuck HN.0. ®amuiaus

IMoanuce N.0. Damuiaus
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3.17.5. B ciayyae OoTCyTCTBUSA PYKOBOAMTENS MPUKA30M ONPEIENSIeTCs JHIIO,
UCIOJHAIOUIEE €ro OOsA3aHHOCTH, a TAaKXe YIOJHOMOYEHHOE IOANKUCHIBATh
JOKYMEHTBI, IIPY 3TOM ITOANUCH O(POPMIIIETCS C YKa3aHUEM CTaTyCa I0JKHOCTHOTO
JIUIIa B COOTBETCTBUU C MTPUKA30M (PaCIOPSHKEHUEM ).

ITpumep:
H.o. nupexTopa Hoanmucek N.0. ®amunus
Win:
HNcnonusirommii oosi3annocT gupexkropa IHoaxmuces .0, @amuiins
3.17.6. Ilpu moanmucaHuu JTOKYMEHTA JUIIOM, UMEIOIIUM IPaBO TMOJIUCH B
clydae BPEMEHHOTO OTCYTCTBHUSI PYKOBOJMTEIS, UCIPABJICHUS B HAaUMEHOBAHUE
JOJDKHOCTH M paciiudpoBKY (paMUIIUU Y>KE MMOJATOTOBJICHHOTO U COTJIACOBAHHOIO
MPOEKTa JOKYMEHTA BHOCSTCS OT PYKH WJIM C UCIIOJIb30BaHUEM COOTBETCTBYIOIIUX
HITaMIIOB.
3.17.7. He nomyckaercst CTaBUTh KOCYIO 4YepTy, HAAMNHCh «3a» IMepen
HAaWMEHOBAaHUEM JIOJDKHOCTH JIUIA B TIOJIITUCH, €CIIM JOKYMEHT TOJIIMHUCHIBAET NHOE
JOJKHOCTHOE JIULIO.

3.18. DaeKkTpoHHAS MOAMUCH.

3.18.1. OtmeTka 00 3JEKTPOHHON MOIMMCH UCTIONB3YETCS IPU BU3YyaTU3aAINH
AJIEKTPOHHOTO  JOKYMEHTa, TMOAMHCAHHOTO  DSJEKTPOHHOW  MOAMHUCHIO, C
co0JIroiIcHueM TpeOOBaHMIA:

a) MECTO pa3MENIeHHUs OTMETKH OO0 OSJIEKTPOHHON TMOAMHUCH JOJKHBI
COOTBETCTBOBATHh MECTY Pa3MEIICHUS COOCTBEHHOPYYHOU MOANKCH B aHAJIOTHYHOM
JIOKyMEHTE Ha OyMa)KHOM HOCUTEJIE;

0) 2JIEeMEHTHI OTMETKH 00 JICKTPOHHOW MOAITUCH JOJKHBI OBITH BUIUMBIMU
Y YUTACMBIMH ITPH OTOOPKCHUH JOKYMEHTA B HATypajIbHOM pa3Mepe;

B) JIEMEHTHI OTMETKH 00 DJJIGKTPOHHOM TOANMHUCH HE  JOJHKHBI
MEPEKPHIBATHCS WM HAKJIAIbIBAThCA JIPYT HA IPYTa;

') 2JIEMEHThI OTMETKU 00 JIEKTPOHHOM MOAMKUCH HE JIOJKHBI MEPEKPhIBAThH
AJIIEMEHTBI TeKCTa JOKYMEHTA M JAPYrHe OTMETKU 00 3JIEKTpPOHHOU moanucu (Ipu
HaJIU4YuN).

3.18.2. OtmeTKa 00 3JIEKTPOHHOM MOANMUCH BKIHOYaeT Ppazy «JlokymeHT
MOJNMKUCAH AJIEKTPOHHON IMOJIUCKHI0», HOMEp cepTu(dUKaTa KIII04a 3JIEKTPOHHON
noJnucH, (aMuINIo, UMS, OTYECTBO Biajaenblla cepTudukarta, CpoK IEHCTBUS
ceptuduKaTa Kiroya >JIeKTPOHHOMN MOAMHCH.

ITpumep:

JupekTop JOKYMEHT INOAIIUCAH A.B. UBaHoB

JEKTPOHHOM MOJAMNUCHIO
Cepruduxkar lalllaaalllllllii
Baagenen UBanoB Anekceii bopucoBuu
HeiicrBurenen ¢ 01.01.2017 nmo 01.01.2022

3.19. Ileuatn.
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3.19.1. Otrtuck meyatu 3aBepseT MOAIUHHOCTH MOIIMUCH JOKHOCTHOTO
JUIAa Ha JIOKYMEHTaX, YJIOCTOBEPSIONIMX MpaBa JHI, (UKCUPYIOIUX (aKTHI,
CBA3aHHbIE C (UHAHCOBBIMM CpEACTBAMH, a TaKXEe Ha JIOKYMEHTaXx,
npefocTaBiusieMblx 3a npeaensl OY W IpeaycMaTpUBAIOIIMX — 3aBEPEHUE
NOJJIMHHOCTH MOJNUCU. BHyTpeHHHE HOKYMEHTHI (MpUKa3bl, MPOTOKOJBI U T.I.)
MIEYaThIO HE 3aBEPSIIOTCS.
[leyates mnpocTaBisieTcsi, HE 3axBaTbiBasi COOCTBEHHOPYYHOW TMOAMKMCH JUIIA,
MOJIMKICABIIETO TOKYMEHT, WK B MecTe, 00o3HaueHHOM «MID» («MecTto meuatny).

3.20. OT™MeTKA 00 MCIIOJTHUTEJIE.

3.20.1. OtmeTka 00 UCTIOTHUTEIIE BKITIOYAET B ce0s1 (pamMiinio, UMs, OTYECTBO
UCIIOJTHUTENIS JOKYMEHTa, HOMEp ero TeyedoHa.

3.20.2. OtmeTKa 00 HCIIOJIHHUTEIE MOYET IOIOJHATHCA HAUMEHOBAHUEM
JOJDKHOCTH,  CTPYKTYPHOTO  TIOJApA3NENCHUsS ©  DJIGKTPOHHBIM  aJpecoM
HMCIIOTHUATEIIA.

3.20.3. Ormetrka 00 wucnoyiHUTENEe O(GOPMIISIETCS Ha JIUIIEBOM CTOPOHE
MOCJIEAHEro JINCTa JOKYMEHTa OT T'pPaHUIlbl JIEBOTO TOJISI WJIM, NMPU OTCYTCTBUU
MecTa, - Ha 000POTHOM CTOPOHE BHU3Y CJICBA.

IIpumep:

HNBanoB UBan UBanoBu4,

KoHTpouabHOe ynpaBjieHue, BeXyluil ClIeNHaIuCT,

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

OtmeTka 00 MCHONHUTENE MOXET O(QOPMIISITHCS KaK HUKHHUN KOJOHTUTYI U
reyaTaTbcs MpUQGTOM MEHBIIIETO pa3Mepa.

3.21. OTmeTKa 0 3aBepeHHH KOMHH.

3.21.1. OY MoxeT 3aBepATh KOMHH TOJBKO T€X TOKYMEHTOB, KOTOpHIC
CO3Jal0TCAd B HEH, a Takke B clydasx, NMPEeIyCMOTPEHHBIX B ab3ane BTOPOM
HACTOAIIETO MyHKTa. Komusi TOKyMEeHTa M3rOTaBIUBAETCS M BBIAACTCS TOJBKO C
paspelieHns pyKOBOAMUTENS, €T0 3aMECTHTENICH HIIM PYKOBOAUTENSI CTPYKTYPHOTO
NoJIpa3esieHusl.

3.21.2. B cimy4ae moATrOTOBKH JOKYMEHTOB ISl TIPEAOCTABJICHUS CY1€OHBIM
opraHaM, NpU pELIeHUH BOMPOCOB MO MNPUHATUIO JIML Ha pabory, oOydeHue,
yIOCTOBEPEHUSI MX TPYAOBBIX M JPYrMX IpaB BO B3aMMOOTHOILEHUSX C
YUPEXJIEHUEM, a TaKKe MpU GOPMUPOBAHUU JIMYHBIX A€l paOoTHUKOB OY MoxkeT
U3rOTaBIMBATh KOMUU JIOKYMEHTOB, BBIAAHHBIX JPYTUMHU YUPEXKICHUAMHU (KOIUU
JIOKyMEHTOB 00 00pa30BaHUU U JIp.).

3.21.3. Ilpu BbIIaYe KOMUU AOKYMEHT BOCIPOM3BOIUTCS MOJHOCTHIO (OaHK
o0pa3oBaTeNbHON OpraHu3aIlui, HOMED, AaTa, COAEpKaHue u T. 1.).

3.21.4. B mpaBoM BepxHeM yriay komuu mnumetcs cioBo «Komus». [lpu
BbIJIaYe KOTHMHU C KOTHH cleayeT nucath «Kommst ¢ Konum».

3.21.5. Ecnu xonust Ui BHYTPEHHETO TOJB30BaHUs, TO JJISl 3aBEPEHUST HIKE
pekBusuTa  «lloAMUCHY» MPOCTABISAIOT 3aBEPUTENBbHYI0 HaAmuch: «BepHoy;
JOJKHOCTB JIMIIA, 3aBEPSIOIIETO KOMUIO; IMYHYIO MOAMNKCH; paciIn(ppPOBKY MOANUCH
(vHUIIMAIBI, (PaMUIIHIO), 1aTy 3aBEPEHUS.


mailto:Zabelin@gov.ru

19

[Ipumep:
Bepno
Cekperaps/Cnienuajuct no Kaapam

JInunasg moanuck B.B. UBaHoBa

10.10.2022 r.

3.21.6. Ecnu komust BeIIAETCS TSI IPEACTABICHUS B APYTYIO OPTaHHU3AIHUIO,
TO OTMETKAa O 3aBEPCHHUU KOIHMH JIOTOJHSICTCS HAAMKUCHI0O O MECTe XpaHEHUS
JIOKyMEHTa, C KOTOpPOTO ObLIa M3TOTOBJIICHA KOMHS, W 3aBEPSCTCS IIEYaThIO
OpraHU3aINH.
[Tpumep:
[Tonnmuunuk nokymenta Haxoautces B 'BOY PK B gene Ne 12-k 3a 2022 roa.
JI1st mpocTaBICHUST OTMETKH O 3aBEPCHUHN KOTTUU MOJKET HCITOJIB30BATHCS MITAMII.

3.22. OTMeTKa 0 MOCTYNJIeHUH TOKYMEHTA.

3.22.1. OT™MeTKa O TMOCTYIUICHHH JOKYMEHTa CIY>KUT JIJIS TTOATBEPKICHUS
dakTa rmoctymieHus qokymenTa B OV u BKJIIOYACT ATy MOCTYIUICHHS M BXOSIIHMA
pPErUCTPAallMOHHBIT  HOMEp JOKyMeHTa. [lpm HEoOXOIMMOCTH OTMETKa O
MOCTYIIJIEHUU MOYKET JOTOJHATHCS yKa3aHUEM BPEMEHU TOCTYIUICHHUS B dacax U
MUHYTaX U Croco0a JOCTaBKU JOKYMEHTA.

3.22.2. OTMeTKa O TOCTYIJICHUH JIOKYMEHTa MOJKET TMPOCTaBISATHCA C
MTOMOIIIBIO IITaMIIA.

3.23. Pe3ouonus.

3.23.1. Pesomionusi COAEPXKHUT yKa3aHWE IO WCIONTHEHUIO JTOKYMEHTA.
Pe3omonmst opopmisiercs Ha CBOOOJHOM MecTe pabdoyero mojs JOKyMEHTa, Ha
ONaHKe PEe30]IOIUU WM BHOCHTCS HEMOCPEACTBEHHO B CHUCTEMY 3JEKTPOHHOTO
JIOKYMEHTO000pOTA.

3.23.2. Pesomronus  BKIOYAET: (aMWIAIO, WHHUIMAIB UCHOTHUTEIS
(ucrionHUTENEH), MOpYyYEHUE IO JOKYMEHTY, MNpU HEOOXOJUMOCTH - CpOK
UCIIOJTHEHMSI, TOATNHUCH JIMIIA, BEIHECILIETO PE30JIIOLUIO, 1ATY PE30TIOLUH.

3.23.3. Pe3omonus, Kak MpaBWIO, MHUIIETCS OT PYKU PYKOBOJIUTEIEM Ha
MOJJIMHHUKE IOKYMEHTa Ha CBOOOTHOM OT TEKCTa MECTE.

[Tpumep:

®amuiansa N.0.

IIpomy moaroroButh npeaaoxenus k 10.11.2021.

IMoanucn

Jlara.

3.24. OTMeTKa 0 KOHTpOJIE.
3.24.1. OT™MeTKa 0 KOHTPOJIE CBUACTEIHLCTBYET O TIOCTAHOBKE JOKYMEHTA Ha
KOHTPOJIb, MPOCTABJISIETCA IUTAMIIOM WM TPOU3BOAUTCS 3alUCh OT PYKHU
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«KoHTpomb» Ha BEpXHEM MOJIe TOKYMEHTA.

3.24.2. KoHTpOJIIO TOMJIEKAT BCE 3apPETUCTPUPOBAHHBIC JIOKYMEHTHI,
TpeOyIolIKe NCTIOTHEHUSI.

3.24.3. Cpoku UCTHOJHEHUS JOKYMEHTa yCTaHABIUBAIOTCS B COOTBETCTBUU
CO Cpokamu, 0003HaUE€HHBIMHU 3aKOHOJATEIHCTBOM, OpraHU3allMel, HarpaBUBIIEH
NOpY4YEHUE WM TPOChOy, PacnopsauTEIbHBIM JOKYMEHTOM WA PE30IOIUeH
pykoBoautens OY.

3.24.4. Cpox npocTaBisiercs B (hopMe JaThl 3aBEPIICHUS UCTIOTHEHUSI.

3.25. OTMeTKa 0 HaNpaBJIeHUH JOKYMEHTa B 1eJ10.

3.25.1. OTmeTKka O HampaBi€HUM JOKYMEHTa B JI€JI0 OMNPEIENseT MECTO
XpaHEHUsl IOKyMEHTa IMOCJ€e 3aBeplIeHUs padOThl ¢ HUM M BKIIIOYaeT: ciioBa «B
JIeJI0», UHJIEKC Jella 0 HOMEHKJIAType Jel, B KOTOpOe MOMEIIAeTCs JOKYMEHT Ha
XpaHeHue, ¢ yKazaHUeM rojia, TOJKHOCTH JIIa, 0(hOPMHUBIIIETO OTMETKY, MTO/IHUCH,
JaThl.

IIpumep:
B neso Ne 01-18 3a 2020 r.
Cexperapb
IMoanucek /lara
3.25.2. OTMeTKa O HampaBJICHUU JTOKYMEHTa B €0 MOXKET TOTOIHITHCS
KPaTKUMU CBEJICHUSMH O XapaKTepe UCTIOTHEHHS TOKyMEHTA.

4. TpeGoBaHuUs K COCTABJIEHUIO HEKOTOPHIX BUI0B IOKYMEHTOB.

4.1. Ilpuxas.

4.1.1. Ilpuka3 - npaBOBOI1 TOKaJbHBII HOPMATUBHBIN aKT, KOTOPBIA U31a€TCS
€AMHOIUYHO pyKoBoauTesneM OV W yAOCTOBEpSET pEHIeHHs OpraHU3alOHHO-
pacnopsIMTENLHOTO XapaKTepa.

4.1.2. Tlpukas3sl W3MAIOTCS 1O OCHOBHBIM BOIIPOCAM JEATEIBHOCTH |
KaJIpOBBIM BoIpocaM (JTM4HOMY cocTaBy) OV.

4.1.3. Tlpuka3 noAMMCHIBACTCS B COOTBETCTBUU C HOPMAaMH, YKa3aHHBIMU B
HactosimeMm [lonoxxkenun.

4.1.4. Tlocne moAmucaHusl MpUKa3a U3MEHEHUS W/WIM JOTOJHEHUS B HETO
BHOCSITCA TyTeM WU3JIaHUs HOBOTO IMpUKa3a O BHECEHWUW W3MEHEHUU W/WiH
JTOTIOJTHEHUH.

4.1.5. Ilpuka3, kak mpaBujio, opopmisercs Ha OJlaHke 00pa3oBaTEIbHON
OpraHu3allMM B IEYaTHOM BHUJIE.

4.1.6. IIpuka3 umeeT cienyromne peKBU3UTh: HauMeHoBanue OY coriacHo
ycraBy, HauMeHoBaHue Buaa nokymenta (IIPMKA3), nara, HOmMEp, MecTO
COCTaBJICHMSI, 3ar0JIOBOK K TEKCTY, TEKCT, HAMMEHOBAHHUE JOJHKHOCTH, MOANUCH
JOJKHOCTHOTO JUIa (MHUIMAIbI, (paMuITus), BU3bI COTIACOBAHUS, O3HAKOMJICHUSI.

4.1.7. Natoii npukasa (pacnopsbKeHus) sIBISIETCS 1aTa ero noanucanus. Jlara
odpopmIsieTcs UGPOBBIM CIIOCOOOM; HOMEP COCTOUT U3 3HAKA «N©» U MOPSIAKOBOTO
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HoMmepa npukasza: ot 00.00.0000 Ne 000.

4.1.8. ConepxkaHue MpuKa3za KpaTKO H3Jaraercs B 3arojoBKEe, KOTOPBIM
HaunHaeTcss ¢ mpemiora «O» W COCTaBISETCS C TOMOILIBIO OTIJIArojabHOro
cymecTButenbHoro  («O6  yTBepxkaeHuu...», «O  CO3JaHUU...») WU
cymiecTBUTeNbHOTO («O0 UTorax...»).

4.1.9. B npukazax TEKCT U3J1araeTcs OT MEPBOTO JUIa TUHCTBEHHOTO YHCa
(«IIpHKa3bIBAIOY).

4.1.10. Bo BpeMsi 03HAaKOMJICHHUS C TPUKA30M YKa3aHHBIMU B HEM JIMIIAMU Ha
MEPBOM DK3EMIUISIpE TPUKa3a MPOCTABISIIOTCA TOMAMUCH C YKa3aHUEM J1aThl
03HAKOMJICHUSI.

4.1.11. Homepa cTpaHul] IPOCTABISIOTCS TOCEPEANHE BEPXHETO MOJIS JIUCTA,
Ha4YMHAsi CO BTOPOTO JIUCTA.

4.1.12. Tlpuka3pl HYMEpPYIOTCA B TOpAJIKE WX W3JaHUS B Tperenax
KaJICHTAPHOTO TOJIa; TPHWKa3bl 1O OCHOBHOW JESITCIIBHOCTH M IO KaJpOBHIM
BOMpOCaM (JJUYHOMY COCTaBY) HMEIOT OTACIBHYIO MOPSAKOBYIO HYMEPAIIHIO.

[Ipu Hymeparuu MpUKa30B JOMYCKACTCS HCIIOIb30BAHUE JTOMOJHUTEIBHBIX
OYKB.

[Ipumep:

K- kaapsi;

JI - INYHBIN COCTAaB,

O- ocHOBHAA 1eATEJLHOCTD,
Y — o0yuarommuecs.

4.1.13. Tlpuka3 BcTynaeT B CUJIy C MOMEHTA €T0 MOJIUCAaHUs PYKOBOIUTEIEM
00pa3oBaTeNbHON OpraHu3alliy, €CIM B TEKCTE HE YKa3aHO JIPYroro Cpoka.

4.1.14. Tlpuka3sbl, opopMisieMble B TEYaTHOM BHUJE, PETUCTPUPYIOTCS B
KHHUTe/>)KypHaJle perucTpaluy MpUKa3oB.

4.1.15. Ilpuxassr popmupyrorcss B Jlenmo oauH pa3 B KaJeHIApPHBIA TOI.
Kawura/sxxypran MIPOHYMEPOBBIBACTCS, POITHYPOBBIBACTCSA,  CKPEIUIACTCS
MOJMKUCHI0 PYKOBOJWUTENS W TICYAaThI0 00pa30BaTENbHON OpraHu3aruu. B KoHIE
kaneHgapaoro roaa Jlemo ( He 6omee 250 muCTOB) OPOPMIIAETCS B COOTBETCTBHH C
[TonoxenueM 00 apxuse.

4.2. Tlpuxa3pl 10 OCHOBHOI JeSITeJIbHOCTH.

42.1. Tekct mpukaza TIO BOIPOCAM OCHOBHOM  JI€ATE€IbHOCTH
0o0pa3oBaTeNbHON OpraHu3allid COCTOUT M3 JBYX YacTed - KOHCTATUPYHOUIEH
(mpeamOyJIbl) ¥ pacloOpsIUTEIILHOM.

4.2.2. B KOHcTatupymomieil 4YacTh OTpaXaroTcs IeJId W 3a7auu
MPEANUCHIBAEMbIX JCHCTBUM, NMPUYMHBI W3JIaHUs MpUKa3a, JAETCS CChUIKA Ha
JIOKYMEHT, MOCIYKUBILIWA OCHOBAaHUEM JJIs TOATOTOBKU MpUKa3za. Eciu 1oKyMeHT
U3JAaETCSI HA OCHOBAHMMU JPYTOro  PAacloOpSAUTENbHOTO  JOKYMEHTAa, B
KOHCTATUPYIOIIEH YacTH yKa3bIBACTCS Ha3BAaHUE BUIA STOTO JOKYMEHTA, €r0 aBTOP
(MunuctepctBo, CoBeT MUHUCTPOB M JIp.), JaTa, HOMEP M 3arojoBokK. Touka B
KOHIIE KOHCTATUPYIOLIEH YacTH HE CTaBUTCSI.

4.2.3. PacnopsinurenbHas dYacTh IpUKa3a HAuYMHAETCS CO  CJIOBA
I[TPUKA3BIBAIO, xoTopoe nevaTtaercsi ¢ HOBOM CTPOKH OOibImMMH OykBamu 0€3
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OTCTYIUICHUS OT JIEBOT'O TMOJISI M KaBbIUEK, MOCJI€ YETO CTABUTCS JIBOETOUHE.

4.2.4. PacniopsiauTenbHasi 4acTh AEIUTCS HA MMyHKTHI U HOJAMYHKThI, KOTOPbIE
HyMepyloTcs apabckumMu mudpamu. B KaxaoM MyHKTE JOJDKHBI OBITh YKa3aHbI
UCIIOJIHUTENM, KOHKPETHbIC 3ajaHusi (IMOpPYYEHHUs) U CPOKHM HX BBINOJTHEHUS.
Wcnonuutenn MOryT OBITh Ha3BaHbl TakKe OOOOIIEHHO: «PYKOBOIUTEISIM
METOIMYECKUX 00bEIMHEHUI, «3aMECTUTENISIM TUPEKTOPAY.

4.2.5. OtnenvHble 3a7aHus (HampuMep, 3aJlaHusi, cojaepkamme 1udpoBbie
JAaHHBIC) MOTYT O(DOPMIISTHCS B BUJIE MPUIIOKEHUS K TIPUKA3y CO CCHIIIKON Ha HUX B
COOTBETCTBYIOIIMX MyHKTaX TMpUKaza U OQOPMISIOTCS COTJIACHO JTAHHOMY
[Tonmoxenuto.

4.2.6. Crpanunlbl mNpuKa3za W TPWIOKEHUN HYMEPYIOTCS KaK eIUHBIN
JIOKYMEHT.

4.2.7. Ecnum mnpuka3zoM OTMEHSETCS MPEIbIAYIIUN pacropsAUTEIbHbIN
JIOKYMEHT, B PAaCHOPSIANTEIBHON YacTH YKa3bIBAE€TCS MYHKT, KOTOPBIM JOJIKEH
HAYMHATHCS cO cOB: «IIpU3HATh YyTPATUBIIUM CHUITY...».

4.2.8. VI3MeHeHHs, BHOCHMBIC B TMpUKa3, OQOPMISIOTCS OTIACIHHBIM
IPUKA30M, KOTOPBI JOJDKEH UMETh TaKOW 3arojloBoK: «O BHECEHMM U3MEHEHUU
W/WIM  JONOJHEHUWHM B TNpHUKa3 ..» C YKa3aHMEM JaThl, HOMEpa, 3aroJioBKa
pacropsiIUTEIbHOTO  JIOKYMEHTa, B KOTOPbI  BHOCATCS ~ U3MEHEHUS.
PacnopsinutenbHast 4acTh MpUKa3a HAUMHACTCS C TAKOTO MyHKTA:

1. BHecTr u3MeHeHus B MPUKA3...

Jlanee OTHENbHBIMM TOANMYHKTAMH  (OPMYJIUPYIOTCS U3MEHEHHUS B
pacnopsauTEIbHbIA JOKYMEHT.

[Tpumep:

1) MyHKT 2 W3JI0KUTH B CICAYIOIICH PEAaKIUH;

2) TMYHKT 3 UCKJIIOUHUTh;

3) ab3ar; BTOpOW IMyHKTA 4 JOTOJHAT CIIOBAMM. ..

Ecnu u3smeHeHusT B pacnopsiAUTENbHBIA JOKYMEHT O(OPMIISIIOTCS Ha
OT/ICJIBHOM JIUCTE (JIUCTAX), B MEPBOM IYHKTE PACHOPSIAUTEIBHON YacTH MpHUKa3a
YKa3bIBAETCS:

1. BHecTr n3MeHeHus B...

[Tocnenuuii MyHKT pacnopsiAUTEIBLHON 4YacTH B ClIydae HEOOXOJIUMOCTH MOMKET
COJIEpIKaTh PEIICHUE O BO3JIOKEHUH Ha TOJDKHOCTHOE JIMIIO (PYHKIIHH MO0 KOHTPOJIIO
3a UCIIOJIHEHUEM TIPUKA3a.

4.3. Tlpuka3bl 0 KAAPOBBIM BONMPOCAM.

4.3.1. Tlpukassl 0 KaJapOBBIM BoMpocaM (JIMUYHOMY COCTaBy) O(DOPMIISIOTCS
kak B yauduiuposannoi popme (Iloctanosnenue ['ockomcrata PO ot 05.01.2004
Ne 1 «O06 yrBepxkaeHUN YHU(PUUUPOBAHHBIX (QOPM MEPBUYHON YyUETHOM
JOKYMEHTAIUH 110 yYeTy TPpyZa U €ro OIJIaThl»), TaK U B TEKCTOBOM.

4.3.2. JlaHHbIi BUA NpUKa30B 0GOpMIISIETCS B BUAEC MHIWBUIYAJIbHOTO WU
CBOJIHOTO.

4.3.3. B uHauBUAyanbHOM IMpUKa3e COAEPXKUTCA HMHPopMarus 00 OJHOM
paboOTHUKE; B CBOJAHOM - O HECKOJBKHX, HE3aBUCUMO OT TOTO, KakKHe
yNpaBJICHUYECKUE PELICHUS 110 HUM MPUHUMAIOTCSA (IIpUeM Ha paboTy, Ha3HAUYEHUE
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Ha JIOJDKHOCTb, TIEPEBOJ] Ha JPYTYIO JODKHOCTH (paboTy), YBOJIBHEHHE U JIP.).

4.3.4. CopepxaHue WHIWBHUIYAIbHOTO NPHKAa3a MO KaJAPOBBIM BOIPOCAM
(JIMYHOTO COCTaBa) KpaTKO M3Jaraercsi B 3aroJioOBKE, KOTOPBIM HauyMHAETCs C
npeasiora «O» M COCTaBISAETCA C MOMOIIBIO OTIIATOJIBHOTO CYIIECTBUTENBHOTO: «O
Ha3HAYCHUU...», «O NPUHATHH...». B CBOAHBIX MpHUKa3aX MOXKET MPUMEHSITHCS
0000111eHHbIN 3arooBoK: «O KaJpoBBIX BOMPocax», «O JMYHOM COCTABE.

4.3.5. B TekcTe mpukasza mo KaJpoBbIM BOIpocaMm (JIMYHOMY COCTaBy), Kak
IPAaBUJIO, KOHCTATUPYIOIIAsi 4aCTh HE OTMEUYaETCsl.

4.3.6. PacropsiaiurensHas 4YacTh MpHKa3a HAYWHAETCS, KaK MPaBWIO, C
riaroysia B HeompeaeneHHon ¢opme: «lIpunsatey, «Hasznaunte», «llepeBectny,
«OO0BABUTH» U TOMY TIOJJOOHOE.

4.3.7. Jlamee ykaszpiBatoTcs (aMuius, HUMs, OTUYECTBO (NIPU HAIUYHH)
paboTHHKA, Ha KOTOPOTO paclpoCTpaHsieTcs ACHCTBUE MPUKa3a, U TEKCT prKasa. B
CBOJIHOM TIpYKa3e (paMHIINK JIUII B TIpeieiax MyHKTOB pa3MeIaroTcs 1Mo andaBury.

4.3.8. B npuka3e 0 Ha3HAYCHWH WM YBOJIBbHEHUU PabOTHHKA yKa3bIBAETCS
nojiHasi jata (4uciio, Mecdll, roja) (akTHUYeCKOro BbIXoAa paOOTHHKA Ha padboTy
(mpekpalieHuss TPYAOBBIX OTHOIIEHHWH), pa3Mepbl €ro JODKHOCTHOTO OKIaja
COTJIACHO IITaTHOMY PacClUCaHHIO.

4.3.9. B cBogHOM TpHKa3e MO KaJpOBBIM BOMpocaMm (JIMYHOMY COCTaBy) B
pacHopsSANTENBHYIO YacTh BKJIIOYAETCAd HMH(OpMAIHs, KOTOpas pa3Mellaercs B
TaKOM MOCJIeI0BATEILHOCTH: MIPHUeM Ha paboTy, epeBo/l, YBOJIbHEHHE.

4.3.10. B kaxaoM NyHKTE MpHKa3za MO KaJpoBbIM BOMpocaM (JINYHOMY
COCTaBy) YKa3bIBa€TCd OCHOBAHHE OTHOCHTEIBHO €ro u3AaHus (3asBiIcHUE
paboTHHMKA, TPYAOBOW  JIOTOBOp  (corUiaimieHue), JOKJIagHas  3aIucKa,
IpeACTaBlICeHUe,  XOAATaliCTBO,  pEIIEHHE  aTTECTAlMOHHOW  KOMHCCUH
00111e00pa3oBaTebHON OpraHu3aluu) U T.1I.

4.4. PacnopsikeHue.

4.4.1. PacnopsbkeHUE - pPACHOPSOUTENbHBIA JIOKAJIbHBI HOPMATUBHBIN
PaBOBOM aKT, KOTOPBIA HM3AAaeTCs pyKOBOASIIMM padboTHukoM OV (Hampumep,
3aMECTHUTEJIEM PYKOBOJUTENS, PYKOBOJAMUTEIEM CTPYKTYPHOI'O MOJAPA3IAEICHHUS) 10
BOMpocaM HH(OPMALMOHHO-METOIUYECKOT0, aJIMUHUCTPATUBHO-X031CTBEHHOTO
Y OPraHU3aLMOHHOTO XapaKTepa, BXOIAIINM B €r0 KOMIETEHIUIO.

4.42. PacnopspkeHueM — oQOpMIISIFOTCS ~ BONPOCHI  KPaTKOCPOYHOTO
OJIHOPa30BOTO XapaKTepa.

4.4.3. PacriopspKeHUsI COCTABJISIOTCS aHAJOTUYHO TpHKa3aM (B IMEYaTHOM
BapuaHTte) ucnoiibzoBanue ciioBa «[IPUKA3BIBAIO» He 00s3aTenbHO.

4.4.4. KoHcratupyronjasi 4acTb TEKCTa B PACTHOPSKEHUSAX OTIEISETCS OT
pacnopsigutenbHot 4vactu cnoBamu:  «IIPEJJIAT'AIO», «PEKOMEHYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXOANUMBIM».

4.4.5. PacnopshkeHHsI PErHCTPUPYIOTCS B KHUTE/KypHaJle pPErucCTpaluu
pacnopsbkennii.  KHura/xypHai NpOHYMEpOBBIBAeTCs, MPOIIHYPOBBIBACTCS,
CKPEIUIAETCS MOANKNCHIO PYKOBOAMUTES U MeYaThio 00pa30BaTeIbHON OpraHu3alliu.
Pacniopsbxenust popmupytorcst B [leno ogun pa3 B KajeHAapHbIA roa. B koie
KkasieHaapHoro roaa Jleno (ae 6oxee 250 muctoB) opopMIISIETCS B COOTBETCTBUH C
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[Tonoxenuem o0 apxuse.

4.5. IlportokoJ.

4.5.1. Ilpomecchl TmpuUMEHEHHsS ymIpaBieHueckux pemeHuit OY u camu
peleHus  JOKYMEHTUPYIOTCS €  TOMOILNBIO  MPOTOKOJIOB  KOH(epeHLHUi,
NeJaroru4eckux COBETOB, KOMUCCUM U TIP.

4.5.2. B npoToKojax 3ace/laHuil KOJUIETHAIbHBIX U COBEIIATEIbHBIX OPTraHOB
TEKCT H3JIaraeTcsi OT TPEThEro JMIa €JUHCTBEHHOTO YHucliia («IeJaroruuyecKui
COBET... IOCTAHOBJISIET», «COOPAHUE... PEIIHIION).

4.5.3. TIpoTokos cOCTaBIse€TCS Ha OCHOBAHUHW 3alHCEH, CHCITaHHBIX
HEMOCPEJACTBEHHO BO BpEMS 3aCE€lIaHUi, MPEICTaBICHHBIX TEKCTOB U TE3UCOB
JIOKJIAJIOB ¥ BBICTYIUIEHUH, CIPABOK, IPOECKTOB PEIICHUN.

4.5.4. TIpoTOKOI MOXKET COCTABIIATHCS KaK B PYKOIMCHOMW, TaK U B NT€YaTHOU
dbopwme.

4.5.5. Jlatoii mpoToKoJia SBJISIETCS JaTa MNpoBeneHHs 3acenanus. Ecnu
3ace/laHue MPOI0JIKAIOCh HECKOJBKO JTHEH, TO Yepe3 TUPE YKa3bIBAIOTCS MEPBBIN U
MMOCIETHUN JeHb 3aceIaHus.

4.5.6. Homep mpoToKoOIa TOKEH COOTBETCTBOBATH IMOPSAKOBOMY HOMEPY
3acenaHus. Hymepaius mpoTOKOJIOB BEAETCS B Mpelesiax KaJeHIapHOTO roja
OT/ACJIIBHO TO KaXJIO0W TpyIe MPOTOKOJOB 3aceJaHusi COOTBETCTBYIOIIETO
KOJUIErHaJIbHOTO opraHa. HyMepauusi mpOTOKOJIOB 3acelaHui MeJarorudeckoro
coeta OV BejeTcs B mpeiesiax 0JJHOTO y4eOHOro roja.

4.5.7. B pekBU3HUTE «MECTO 3aceaHus» YKa3bIBACTCSl HA3BaHUE HACEJICHHOTO
MIYHKTA, B KOTOPOM COCTOSIJIOCH 3aCEIaHUE.

4.5.8. 3aroyioBOK K TEKCTy MPOTOKOJIA JIOJDKEH OTOOpa)aTh BUJI 3aCEeIaHMUS
(coBemanue, coopanve, KOHPEpeHIUs U T.I1.) WIK KOJUIETHAIBHON JeATeTbHOCTH
(komuccusi, COBET, coOpaHue, padboyas rpymnna u T.11.) U BKJIIOYAaTh Ha3BaHUE BUAA
JIOKYMEHTA.

4.5.9. TexcT mpoTOKOIa COCTOUT M3 BBOJHON M OCHOBHOM YacTeH.

BBomHass 4acTh  COIEpPKHUT  TMOCTOSHHYIO  mHpopmaruioo  (cioBa
IMPEACEJATEJIb, CEKPETAPH, IIPUCYTCTBOBAJIM) u mnepemMeHHYIO
(pamunms, WHULIMANBI TIPEAcenaTess, CeKpeTraps M NPHUCYTCTByIomux). llpwm
HEOOXOIMMOCTH YKa3bIBAIOTCS JOJDKHOCTH MPUCYTCTBYIONINX, a TAK)KE HHUITHAIHI,
dbaMunuu JOJKHOCTH JIML, MPUTJANIEHHBIX Ha coBemanue. [lpu konuudectse
ydacTHUKOB Oosiee 10 cocTaBisieTcsi CIHMCOK MPHUCYTCTBYIOIIUX, KOTOPBIN
MPUIJIAraeTcsl K MPOTOKOITY.

4.5.10. Ecau mnporokon odopmisercs B TmedaTHOH Qopme, TO cjoBa
I[TPEACEHNATEJIb, CEKPETAPD, IIPUCYTCTBOBAJIN ne4yaTaroT OT HYJE€BOTO
MOJIOKEHUSI TalynaTopa, OT 2-TO TOJOXKEHHUsS TaOyJjsiTopa CTaBUTCS THUPE,
WHUIIMATBl ©W  (QaMwimu [umyT B WUMEHUTEIBRHOM maaexe. DamMuimmu
MPUCYTCTBYIOIIUX PACIIONaralTcs B ajaaBUTHOM TOPSIKE U IedaTaroTcs depe3 1
MEKCTPOYHBIN UHTEPBAIL.

4.5.11. BBonHas 4acTh NMPOTOKOJIA 3aKaHYMBAETCs MOBECTKOW JHA. CioBa
«IToBecTka mHSA» TEUYATAIOT OT HYJIEBOTO IMOJOXKEHUS TalOynsTopa, MOCie HUX
CTaBUTCS JBOETOYME. BOMIPOCH MOBECTKHU THA HyMEpYIOTCS apabckumu mudpamu.
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Kaxp1i1 HOBBIN BOMIPOC MEUYATAIOT OT 1-TO MOJIOKEHUS Ta0yATOPA.

4.5.12. TlocnenoBaTenbHOCTh PACIIOJIOKEHHUS BOMPOCOB  OMNpPEACISIETCS
CTENEHbI0 MX BAXXHOCTU. BoOmpochl mepedyucisitoTcss B UMEHUTEIbHOM MaJIexkKe.
Joxnan (oT4yeT, coodiieHue, nHpopmalus), HAMMEHOBaHHUE JIOJDKHOCTH, MHUITH B
U paMuINIO TOKJIAJYMKa MUITYT B POJUTENbHOM Najgexe. Kaxpiilt Borpoc JoJKeH
ObITh KOHKpeTH3upoBaH. DopmMupoBaHre BOMPOCOB B OBECTKE JHS HAYMHAETCS C
npeiora «O (O0)».

4.5.13. OcHOBHas 4acTh MPOTOKOJIA COCTOUT U3 Pa3/IesiOB, KOTOPBIE JOJKHbI
COOTBETCTBOBATh IyHKTaM IIOBECTKM JHA. Pa3fensl HymepyroTcs apaOCKuMu
udpaMu U CTPOATCS 10 TAKOH CXeMe:

CJIYIIAJIA - BBICTYIIUJIA - PELIWJIN (ITOCTAHOBUWJIN),

4.5.14. Yxa3aHHbI€ CJIOBa MEYaTalOTCS OOJNBITUMU OyKBaMu 0€3 OTCTyIa OT
rpaHullbl JeBoro noss. [locie 3Tux cioB cTaBUTCS IBOETOUHE.

ITocne cmoBa CJIYIIAJIM yka3piBaeTcsi KpaTKAM TEKCT BBICTYIUICHUS
OCHOBHOTO J0oKJIaaunKka. aMuiust 1 HHALKAAIBI K&KIO0TO JOKJIaTIhKa IeYaTaloTCs
C HOBOM CTpoku. KpaTkuii TEKCT BBICTYIUICHHMSI H3JIaraeTcs B TPEThEM JIHIIC
€IMHCTBEHHOTO YHMCIIA.

4.5.15. TekcTbl WM TE3UCHI JOKIA/I0B U BBICTYIUIEHUH, O(DOpPMIICHHBIE KaK
OTZEJIbHBIE JOKYMEHTHI, B TEKCT MPOTOKOJA HE BKIrovarorcs. [locne ceenenuit o
JOKJIaJUMKE CTAaBUTCA THUpPE W YyKasbiBaeTcs: «TekcT mokiana (BBICTYIUICHHS)
MPUJIATaeTCs K MPOTOKOITY».

4.5.16. ITocne cnoBa BBICTYIINJIN dukcupyroTcst BHICTYIUICHHS TEX JIUII,
KOTOpBIE MPUHSIIM Y4acTHe B 00CYyXIE€HUHU JToKIana. BeicTynnenus opopMIisitoTcst
B MIPOTOKOJIE C YKa3aHUEM JOJKHOCTEH, aMUITMi U WHUIUAJIOB BHICTYNAIOIIUX B
UMEHUTEILHOM MaJIeKe, a TAKXKE C KPaTKUM H3JI0KEHUEM COJIEp>KaHUs BOIpOca U
orBeToB Ha Hero. CopaepaHHMe BBICTYIUICHUN H3Jaraercsi OT TPEThEro JMna
€IMHCTBEHHOTO YHCIIA.

45.17. Tlocnme cmoa PEHNINJIN (ITOCTAHOBWJIIN) ¢dukcupyercs
OPUHATOE pelIeHue Mo 00CyKIaeMOMY BOIIPOCY MOBECTKHU JHS. Pemenne H0mKHO
OBITh KOHKPETHBIM M BKITIOYaTh COCTABIISIOINE, KOTOPBIE OTBEYAIOT HA CIEAYIOIINE
BOMIPOCHI: KOMY, YTO CAENIaTh U B KaKOIl CPOK.

4.5.18. Pemenus, copepskanme HECKOJIBKO BOMPOCOB, MOAPA3ICISIOTCS Ha
IMYHKTHI ¥ TIOJIITYHKTHI, KOTOPhIE HYMEPYIOTCs apadckumu mudpamu. [ToamyHKThI
HYMEpYIOTCS IUPPAMU C TOUKOM.

45.19. B cnydae, kxorga Ha 3acelaHUU MPUHUMACTCS peEIIeHHe 00
YTBEPKJICHUHU JIOKYMEHTa, KOTOpBIM OOCYyXJIajcsi Ha 3acelaHud, 3TOT JIOKYMEHT
IPUJIaraeTcsi K MPOTOKOJIY U B HEM JIEAaeTCs CChlJIKa HA HOMEP U JaTy MPOTOKOJIA.
[Ipu Hamuuuu APYrux HOKYMEHTOB, KOTOPbIE pacCMaTpUBAJIUCh HA 3aceJaHuu, U
dbakT 0OCYXIEeHHUS KOTOPBIX ObUT 3aUKCHpOBAaH B TEKCTE MPOTOKOJA, OHH
Hymepytotcs apabckumu 1mudpamu  (Ilpunoxenue 1, Ilpunoxenue 2). B
COOTBETCTBYIOIIMX MyHKTaX MPOTOKOJA JIENAETCS CChLIKA HA 3TU MPHUIIOKEHUS.

4.5.20. [IpoTokos1 MOAMUCHIBAETCA MPEACEAATEIbCTBYIOIIMM Ha 3acelaHuu
KOJUIETMaJIbHOTO OpraHa 1 CeKpeTapeM.

4.5.21. Beinmucka u3 mpoTOKOJIa — TOYHAsI KOMUS YacTU TEKCTa MOJIMHHOTO
IPOTOKOJIA, OTHOCSIIIETOCS K TOMY BOIIPOCY TOBECTKH JIHS, IO KOTOPOMY F'OTOBUTCS



26

BHINIUCKA. BpIMCKka W3 TMPOTOKOJIA COACPKHUT  CICAYIONINE PEKBU3HUTHI:
HauMeHoBanue OV, Ha3BaHWE BHJIa JIOKYMEHTa (BBIIIMCKA M3 MPOTOKOJA), JaTa
3ace/laHusl, MECTO COCTABJICHMS, 3aT0JIOBOK K TEKCTY, TEKCT, MOJIMUCH, OTMETKY O
3aBEpPEHUM KOIHUHU.

4.5.22. IIpoTokojbl B TIeyaTHOM (hopMEe PETrUCTPUPYIOTCS B KHUTE/)KypHaJIe
perucTpanuu POTOKOJIOB. Kuura/xypuan MIPOHYMEPOBBIBAETCH,
NPOIIHYPOBBIBAETCS, CKPEIUIACTCA TOJNUCHI0 PYKOBOIUTENS M MEYaThiO
oOpa3zoBaTenbHO opranuzauuu. [Ipotokonsl ¢popmupytorcs B Jleno oauH pa3 B
KaJleHaapHbld roa. B koHme kanenmapHoro roga Jlemo (ae 6omee 250 mucToB)
odopmisieTcs B cooTBeTcTBUHU ¢ [lomokeHneM 00 apXHBe.

4.6. Cuy:xkeO0Hoe MUCbMO.

4.6.1. CimykebHO€ TMCHMO COCTABIISIETCS C 1IENbI0 0OMeHa nHpOopMaIie u
MPEICTABIISIET COOOI:

- OTBETHl O BBINIOJHEHUN 3aJlaHUN, OMPEJCICHHBIX B aKTaX OpPraHoB
roCyJapCTBEHHOM BJIACTU, TOPYUCHUSX BBICIINX JTODKHOCTHBIX JIUIL;

- OTBETHI Ha BBHINOJIHEHUE TTOPYUCHHUM BBIIIECTOSIIINX OpTraHU3AIIHM;

- OTBETHI Ha 3aIPOCHI IPYTUX YUPEKICHUI;

- OTBETHI Ha OOpaIleHUs TPaK/IaH;

- OTBETHI Ha 3aIPOCHl Ha HH(POPMAIIHIO;

- WHUIIMATUBHBIC MTHCHMA,

- CONPOBOJIUTEIHHBIC MHCHMA.

4.6.2. CnyxebHoe nmucbMo odopmitsseTcs Ha 6manke OVY.

4.6.3. [IucbmMO WMeeT ClemyIome PEKBHU3UTHI: JlaTa, PETHCTPAIIMOHHBIN
HOMEp (MCXOMAIINN), CChUIKA HAa PETUCTPALIMOHHBIA HOMEpP (BXOISALIMI) U HaTy
JIOKyMEHTa, Ha KOTOPbIN JaeTcsi OTBET (IIPU HAJIMYKU), aJpecar, 3aroJ0BOK, TEKCT,
OTMETKa O HAJMYMUU MPUITIOKEHUH (B Cilydae He0OXOAMMOCTH ), TOAMUCH, CBEACHUS
00 ucnonautene (O.M.0., KoHTaKTHBIA HOMED TeledOoHa).

4.6.4. Jlaroit muchbMa SIBJISIETCSl JaTa €ro MOAMHCAHUs, KOTopas JOJDKHA
COBMAJATh C IaTON PETUCTPAIIMN UCXOISIICH KOPPECTIOHICHIIUH.

4.6.5. OCHOBHBIM PEKBU3UTOM CIIYKEOHOTO TIHUChMa SIBJISIETCS TEKCT,
KOTOPBIN, KaK MPaBUJIO, COCTOUT U3 JIBYX yacTed. B mepBoil yacTu ykas3bIBaeTcs
IPUYMHA, OCHOBAaHUE WJIM OOOCHOBAHHE MOATOTOBKY MUChMA, TPUBOISITCS CCHUIKH
Ha JOKYMEHTBI, KOTOpbIE ObLTM OCHOBAaHWEM JUIsl €T0 COCTaBlieHUs. BTopas 4acTh
BKJIFOYAE€T BBIBOJBI, MPEMIOKECHHSA, MTPOCHOBI, pEmIeHus W T. II., KOTOPBIE
pasmMernaroTcs ¢ ad3ara.

Kax mpaBusio, B muCbMe 3aTparuBaeTcs OJUH BOTIPOC.

4.6.6. TekcT mruchMa U3JIaraeTCs OT MEPBOTO JIUIAa MHOKECTBEHHOTO YHCIIA C
UCIIOJIb30BAHUEM CJIOB: «IIPOCUM COOOIIUTb...», «PAZBSICHIEM, UTO...».

4.6.7. Ciy>xeOHOE MUCHMO TIOANUCKIBaeTCs pykopoautesnem OVY.

4.7. CnpaBka.

4.7.1. CnpaBka - JOKYMEHT, MOJATBEP)KIAIOMIMM Kakue-muOo (PaxThl WM
COOBITHSI.

4.7.2. CipaBku OBIBAIOT ABYX BUJIOB:
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- CIIpaBKa JJid OMHCAHUSA WM TOATBEPXKACHUA (DAKTOB WM COOBITHIl B
NEeSATEeTbHOCTH OPTaHU3alUH.

4.7.3. CnpaBKH COCTaBJISIIOTCA IO YKa3aHUIO BBILIECTOSIIICH OpraHu3anuu
win pykoBogutenss OY st mHbopMali O BBIMNOJHEHUW IUJIAHOB, 3aJaHUM,
MOPYYEHUH U MPEJCTABISAIOTCS B YCTAHOBJIEHHBIE CPOKH.

4.7.4. TekcT TakoW cIpaBKU COCTOUT UX JIByX YacCTEH.

B mnepBoii uactu wusnaratorcs (akThl, MOCIYXUBIIME TOBOJOM K €€
HAIlMCaHWI0, BO BTOPOM - NPUBOAATCS KOHKPETHBIE JaHHbIE. BBIBOABI U
IIPEIIOKEHMS B CIIPABKE HE AAt0TCA (32 HCKIIFOUEHHEM aHAIUTUYECKOM ).

CrpaBka Jo/KHa OOBEKTUBHO OTPa)KaTh COCTOSHUE JEJ, €€ COCTaBJICHHE
TpeOyeT TImaTeapHOTo cOopa U MPOBEPKHU CBEACHHUI, MOTYT IPUBOIUTHCS TAOTHIIHI.

CrnpaBku, cocTaBieHHbIE 11 pyKoBoauTest OY, HOANKUCHIBAET COCTaBUTEIID.

CrpaBky, KOTOpBIE  COCTaBISIIOTCS MO  YKa3aHUIO  BBIIIECTOSIIEH
OpraHu3alliy, NOANKUCHIBAET pyKkoBoauTess OVY.

4.7.5. JlaToii cipaBKH SIBISIETCS 1aTa €€ MOIMUCaHUS.

47.6. Jns  copaBoK, YIOCTOBEPSIOIIMX  IOpUAWYECKHE  (PaKThI:
NOATBEPKIAEHUE MecTa padOThl, 3aHMMAEMOW JOJHKHOCTH, pa3Mep 3apaboTHOMN
I1aThl ¥ T.J.- IPUMEHSI0TCS YHU(DUIIMPOBAHHbIE TpadapeTHbie OJaHKH.

4.7.7. Takoro pojia CripaBKy BbIJAIOTCS 10 3aIIPOCaM 3aUHTEPECOBAHHBIX JIHII
(COTPYIHUKOB) WJIM YUPEXKIACHUN U PETUCTPUPYIOTCS B KypHAJE€ BbIJAaBa€MbIX
CIIPaBOK.

4.8. JlokaagHasi 3aMACKA.

4.8.1. JloknaaHas 3amucka - JOKYMEHT, aJpECOBAHHBIA PYKOBOJIUTEIIO U
WH(OOPMUPYIOIINUNA €r0 O CIOKHUBIICHCS CHTYaIliy, UMEBIIIEM MECTO SIBICHHUH WITH
(dakTe BBHITTOJHEHHON pPabOTHI, a TaK)Ke COACP)KAIMMK BBIBOABI W IPEIOKCHHS
COCTaBUTEIIA.

4.8.2. JlokmagHas 3amucKa MOXKET BBIMOJHATHCS PYKOTTUCHBIM CITOCOOOM.

4.8.3. TekcT AOKIAAHOW 3amMUCKH JEIUTCS Ha JBE YacTH: IepBas -
KOHCTATUPYIOIIas, TJE€ HW3JIaraloTCs HMMEBIINE MeCTO (PaKThl WM OINHMCHIBACTCS
CUTYyaIlUsl, ¥ BTOPasi, B KOTOPOU H3jaraeTcs mpeioKeHne, mpockoa.

4.8.4. Texcty NOKJIaAHOM 3alUCKH 00s13aTE€IIBHO MPEIIECTBYET 3arojoBOK,
HauMHAOMUCS ¢ peanora «Oy», «Oo».

4.9. AKT.

49.1. AXT - [OKYMEHT, COCTaBJICHHBIA HECKOJIHKHMH JIUIIAMH U
MOATBEPKIAIONINN YCTAaHOBJICHHBIE (DAKTHI U NEUCTBHUS. AKTHI OPOPMIISIOTCS IO
pe3ysbTaTaM peBHU3Ui, IPH MpUEeMe-Tiepeaade e, CIMCAaHUN UMYIIECTBA U B TOMY
NOTOOHBIX CITyYasiX.

4.9.2. Akt odopmisercs Ha cTaHIapTHOM JucTe Oymaru gopmarta A4 u
UMEET CJCAYIOIINE PEKBU3UTHI: Ha3BaHHWE IOKyMEHTa, rpud yTBepkacHus (mpu
HEO0OXOJIMMOCTH ), JaTa U MECTO COCTABJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, TTOAMUCH
a1l (He MEeHee TpeX ), KOTOPhIE COCTABIISUIM aAKT.

4.9.3. TekcT aKTa COCTOUT M3 BBOJAHON M KOHCTAaTUPYIOIIECH YacTei.

4.9.4. B BBOJHOM YaCTH yKa3bIBAIOTCSI OCHOBAHMS ISl COCTaBJICHUSI aKTa U
HA3BIBAIOTCS JIMIA, KOTOPHIE COCTABWJIM aKT WM MPHUCYTCTBOBAIW TpH 3ToM. B
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KOHCTaTUPYIOIIECH YaCTH U3JIaraeTcsl CyTh, 3aJ1a4H, XapaKTep MPOCITaHHON pabOTHI,
YCTaHOBJICHHBIC (DAKTHI, MIPEIIIONKEHUS U BBIBOABL. KOHCTaTHPYIOIIAas 4acTh MOYKET
0pOopMIIATHCS B BHUJIe TaONMIBL. B KOHIIE TEKCTa akTa 3alMCBhIBAIOTCS JaHHBIC O
KOJTHMYECTBE DK3EMIUIIPOB aKTa U UX MECTO HAXOXKICHUS.

4.9.5. AKT noANMUCHIBa€TCS BCEMU JIMIIAMU, TPUHUMABIIIUMHU y4acTHE B €T0
COCTaBJICHUU.

4.9.6. JIuio, uMerolee 3aMevaHus K CoAep KaHuI0 aKTa, MOAMUCHIBAET €ro U
U3JIaracT CBO€ MHEHHE HA OTACIIBHOM JIMCTE, KOTOPBIN MPUIIAraeTcs K aKTy.

4.10. Tenerpammsbl, Tesie(h)OHOTPaMMBbI, (PaKCUMUISIPHAS CBA3b.

4.10.1. DT0 MOKYMEHT MO OIMEpPAaTUBHBIM BOMPOCaM, IMepeaBaeMblid IO
TenedOHy U 3aMUChIBAEMbBINA MMOTYYaTEIEM.

4.10.2. O6s3aTeNbHBIMU PEKBU3UTAMU TaKUX JJOKYMEHTOB SIBJISFOTCSI:

- HaMMEHOBAHHE YUPEKJICHUH aJipecaHTa U ajJpecarta;

- PEKBHU3UT «OT KOTO» U «KOMY» C YKa3aHHEM JOJDKHOCTH, (HaMUIUH, U
OTYECTBA JOJKHOCTHBIX JIHIT

- HOMEp, JlaTa U BpeMs IepeIaur U mpreMa IOKyMEHTa;

- JTOJDKHOCTHU W (haMUJTUU TIEPEIABIIETO W MPUHSBIIIECTO TOKYMEHT;

- HoOMepa TenedOHOB;

- TEKCT Y TIOJIITHCH.

4.10.3. IloctynuBII“e JOKYMEHTHI JODKHBI UMETh T€ K€ PEKBU3HTHI, UTO U
OTIIPaBIIIEMbIE, 32 UCKIIFOUCHUEM TOITUCH.

4.10.4. JIOKyMEHTBI COCTaBIISIIOTCSI B OJJHOM DK3EMIUISIPE U MOMUCHIBAIOTCS
PYKOBOJMTENIEM UJIM OTBETCTBEHHBIMH UCTIOTHUTEIBHBIM.

4.11. DaeKTpOHHBbIE JOKYMEHTHI.

4.11.1. Tlopsgok coctaBieHusi, 0(OPMIIEHUS M COIJIACOBAHUS MPOEKTOB
AIIEKTPOHHBIX ~ JIOKYyMEHTOB  OCYIIECTBISIETCS 1O  OOIMM  IpaBHiIaM
JIEJIONPOU3BOICTBA, YCTAHOBICHHBIM B OTHOLIECHUM aHAJIOTMYHBIX JOKYMEHTOB Ha
OyMa)XHOM HOCHUTENE. OJNEKTPOHHBIM JIOKYMEHT JOJDKEH HUMETh PEKBU3UTHI,
YCTaHOBJICHHBIE [JIl AHAJOTMYHOIO JOKyMEHTa Ha OyMaXHOM HOCHUTENe, 3a
UCKIIFOUEHHEM OTTHCKA MeYaTH.

4.11.2. B nepedeHb 00s13aTEIbHBIX CBEJICHUM O JOKYMEHTAaX, UCIIOIb3YEeMbIX
B IeJsIX Yy4yeTa M TOHMCKAa JIOKYMEHTOB B CHCTEMax JJIEKTPOHHOTO
JIOKyMEHTO000pOTa 00pa30BaTEeIbHON OPraHU3alMy B COOTBETCTBUU C MPAaBHIIAMU
JIEJIONPOU3BOCTBA B 00pa30BATEIbHON OpraHU3alld, BXOJAT:

e AJPECAHT;

e ajpecar;

o JOJKHOCTb, (PaMUIIUS U MHUIIMAJIBI JIMLA, TOANKUCABIIETO TOKYMEHT;
e BUJ JOKYMEHTA,

o JaTa IOKyYMEHTa;

e HOMEp JOKYMEHTA;

e JlaTa MOCTYIUICHUS JOKYMEHTA;

e BXOJSIIMKA HOMEP NOKYMEHTA;

¢ CCBUIKA HAa UCXOJSIINIA HOMEP U 1aTy JOKYMEHTa;
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e HAMMEHOBAaHHE JOKYMEHTA;
e MHJCKC J€EINa;
e CBEJEHUS O Iepeajgpecauuu JOKYMEHTA,
e KOJMYECTBO JUCTOB OCHOBHOI'O JJOKYMEHTA,
e KOJMYECTBO NPUIIOKEHU;
« 0011€€ KOJIMYECTBO JIMCTOB MPUIOKEHUH;
e YKa3aHWs [0 UCIIOJIHEHUIO JOKYMEHTA;
e noinkHOCTh, @. W. O. ncronHuTeIs;
¢ OTMETKa O KOH(PHUIEHIIUATBHOCTH.

4.11.3. B cocTtaB MOMOJHUTEILHBIX CBEACHUN 00 3JIEKTPOHHOM JIOKYMEHTE
MOTYT OBITh BKJIFOUEHBI CBEJCHUS: HAMMEHOBAHUE aBTOPA JTOKYMEHTA (€CIU aBTOP
HE COBIIAJIAET C aAPECAHTOM (OTIPABUTENIEM) SJIEKTPOHHOTO JOKYMEHTA), OTMETKA
O TMEpEeHOCe CpOKa WCIOJHEHUS JOKYMEHTAa, CpPOK XpaHEHUs JOKyMEHTa,
HAaUMEHOBAaHHs NPWIOKECHUM K DJIJIEKTPOHHOMY JIOKYMEHTY, KIIIOUEBBIC CIIOBA,
CTaTyc JOKyMeHTa (MpOEKT, Bepcus), BUJ Mepeauyd JTOKyMEeHTa (JIEKTPOHHOU
MOYTOM, MOYTOM, (PaKCOM H T. JI.) U JIp.

4.11.4. Cpoku XpaHEHUs SJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM
XpaHEHUs] JOKYMEHTOB, YCTAaHOBJICHHBIX 3aKOHOAATEIbHbIMA W  HUHBIMU
HOPMAaTUMBHBIMM IPAaBOBbIMM akTaMu Poccuiickoit ®enepaunn, TUIOBBIMU
NEPEYHSIMU JJI51 aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5. Opranusanusi JOKyMEeHTO000POTA ¥ UCIIOJTHEHUS IOKYMEHTOB.

5.1. Ilpuem u 06padoTKa MOCTYNAIOMINX TOKYMEHTOB.

5.1.1.JIBmxeHne TOKYMEHTOB ¢ MOMEHTAa MX CO3JIaHUs WA TTOJTYYEHHS 10
3aBepLICHUS UCTIOJIHEHUS WM OTIPAaBKH 00pa3yeT T0KyMEHTOOOOPOT.

5.1.2. B noxymeHTO000pOTE 00pa30BaTENbHON OPTaHU3AIMU BBIICISIIOTCS
CJIEIYIOLIME JOKYMEHTOIOTOKHU:

a) BXOoJs11asi KOppEeCHOHACHIUA (FOpUANYECKUE U (PU3UUECKUE JTUIA);

0) ucxondias KOppeCHoHIeHIU (FOpuaInYecKre U (PU3NUECKUE JIHIIA);

') BHYTPEHHSA JOKYMEHTAIHSI.

5.1.3. JlocTtaBka M OTHpaBKa JOKYMEHTOB OCYIIECTBISETCS, KakK MPaBUIIO,
CPEACTBAMHM MOYTOBOM U IJIEKTPOHHOM CBSI3H.

5.1.4. JlokymeHThl, iocTymnaroiiue B OV, mpoxoasT nepBUYHYI0 00paboTKYy,
pEerucTpalnio, MpeIBapUTEILHOE pPACCMOTPEHHUE, Mepeaadyy pYKOBOJCTBY Ha
paccMOTpeHue, MepeaaroTCs UCTIOHUTEIISIM U MOCJIe UCTIOTHEHUSI TTIOMEIIAIOTCS B
nena.

5.1.5. IlpueM u mnepBuyHas o00pabOTKa JOKYMEHTOB OCYIIECTBIISCTCS
cekperapeMm. Cekperapb MPOBOJIUT: TMPOBEPKY MPABUILHOCTH HAIpPaBICHUS
NOCTYMAIIIMX JTOKYMEHTOB, MPAaBUJIBHOCTH JOCTaBKH M  KOMILIEKTHOCTH
JOKYMEHTOB; COPTHUPOBKY JOKYMEHTOB Ha NOJEXKAIlHEe M HE MNOJJIeKallne
pErucTpaluu.

5.1.6. [lommyueHHbIe KOHBEPTHI C KOPPECTIOHACHITNEH BCKPBIBAIOTCSI, IIPU 3TOM
IIPOBEPSETCS HAJTMUKE BIOKEHHI, @ TAK)KE YKA3aHHBIX B JOKYMEHTAX MPUIIOKEHUH.
B cnyuae moBpexaeHHs yHakOBKHU W BIOKEHUH JIMOO OTCYTCTBUS MPHIOKEHUN
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COCTaBIIIETCSl aKT B JABYX 3K3eMmIuisipax. OIuUH 3K3eMIUISIp aKTa HalpaBsIeTCs
KOPPECTIOHJEHTY, BTOPO MPUOOIIAETCS K MOCTYIUBILIEMY TOKYMEHTY.

5.1.7. OmmboYHO TmpHUCIIaHHAS KOPPECIOHJEHIMS TIepechUIaeTCs 0
NPUHAJICKHOCTH, €CIM HM3BECTEH ajpec moiyyartens. B mpoTuBHOM ciydae
KOPPECTIOHICHIIMS BO3BPAILIAETCS OTHPABUTEIIO.

5.1.8. KonBepThl OT NOCTyMHaromie KOPPECIOHIASHIIMH COXPAHSIOTCS |
npujiararoTcs K JOKyMEHTaM JIMIIh B TOM CJydae, KOrja TOJIbKO 10 HUM MOKHO
YCTAaHOBUTH aJIpeC OTIPABUTENS WIIM, KOTJA JaTa MOYTOBOTO INTEMIICNII UMEET
3HAYECHHE B KAYECTBE JI0KA3aTEIHCTBA BPEMEHH TOJIYICHHS TOKYMEHTA.

5.1.9. CrennanucToM HE BCKPBIBAIOTCS KOHBEPTHI THUCEM C HAAMHCHIO
«mmgHO». OHU TIepenaroTCs 0 Ha3HAYCHHUIO

5.1.10. Madopmanust u 1OKyMEHTHI 0 nesrerabHocTH OV, HE yKa3aHHbIC B
yacTu 2 ctatbu 29 denepanbpHoro 3akoHa ot 29 nexadps 2012 roma Ne 273-D3 «O6
oOpazoBanun B Poccuiickoii ®Penepauun», NPEACTABISIOTCA PYKOBOJIUTEIEM
00pa3oBaTeNbHON OpraHU3alluy 0 00palICHUIO TPaKIaHUHA JIMOO JI0KHOCTHOTO
JIUI1a TOCYIApPCTBEHHOT'0 OpraHa WJIM OpraHa MECTHOTO CAMOYIIPABJICHUS B CITydasix
Y MIOPSIJIKE, TIPENYCMOTPEHHBIX 3aKOHOAATENLCTBOM Pocculickon denepanuu.

5.1.11. IlpeacraBnenue HHPOPMAIIMU UHBIM OPTAaHHU3ALUIM O JIESITEIHLHOCTH
00pa3oBaTebHON OpraHu3allid OCYIIECTBISIETCA YUpEOUTENIeM OpraHu3aluu, B
OTHOIIEHUHU KOTOPOH Takas HHPOpMaIKs 3alpaliiBaeTcs.

5.2. IlpeaBapurtesibHOE paccMOTPeHUE JOKYMEHTOB.

5.2.1. Cexperapp u (WiIM) JHLO, OTBETCTBEHHOE 3a BEACHUE
JIEJIONPOU3BOICTBA, MPOBOAUT MPEABAPUTEIBHOE PACCMOTPEHHE JOKYMEHTOB B
HEeNsSX  BbIAETICHUS M3 BCEro  MacCHBa NOCTYMNHBIIEH  KOPPECIOHIECHLUU
JIOKYMEHTOB, TPEOYIOLIUX 00s13aTEIbHOTO paccMOTpeHus pykoBoautenem OVY.

5.2.2. OcHoBaHWeM Ui TPUHATHS PEUICHHUs B XOJA€ MPEIBAPUTEIHLHOTO
paccMOTpeHHsl SBJISIETCS COZIep)KaHUe JOKYMEHTAa, a HE HalpaBieHHWE JOKYyMEHTa
COOTBETCTBYIOIIEMY PAOOTHUKY.

5.2.3. PesymbraroM  NpeaBapUTEIBLHOTO  PACCMOTPEHUS  SIBISETCS
HampaBlieHUE JOKyMeHTa pykoBoguTento OV wid JOMKHOCTHOMY JIMIY B
COOTBETCTBUM C YCTAHOBJIGHHBIM pacrpeieiieHueM OO0s3aHHOCTEH MEXAy
PYKOBOJUTENIEM M JOJDKHOCTHBIMU JIMIIAMH JJII BBIHECEHHUS YKa3aHHs TIO0
UCIIOJTHEHUIO JIOKYMEHTA.

5.3. Perucrpanusi 10KyMeHTOB.

5.3.1. [lepenaua JOKYMEHTOB Ha PETUCTPAIMIO IPOU3BOIUTCS TOJIBKO MOCIIE
UX MPEBAPUTEIHLHOTO PACCMOTPEHHUSI.

5.3.2. Peructpamuu momJieKaT BCE JOKYMEHTHI, TpeOyronue ydera,
UCTIOJTHEHM I, MCTIOJIB30BAHUS B CIIPABOYHBIX IIEJISAX, KaK MOCTYMAIOIINE U3 JPYTUX
OpraHM3aIii U OT YaCTHBIX JIMI, TaK U 00pa3yroluecs B Mpolecce IesATETbHOCTH
oV.

5.3.3. He nojaniexxatr peructpaiyu Mno3apaBUTeIbHbIE TUCbMa, TeJIeTPaMMBbl,
NpUTJIaCUTEeIbHbIE  OwieThl, HWHpOpMamMs Uil  CBEICHUs, OyXTajlTepcKue
JOKYMEHTBI ~ TIEPBHUYHOTO  y4era. JlIs HHX  COCTaBIAeTCS  TIEpEeYCHb
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HEPETUCTPUPYEMBIX TOKYMEHTOB.
5.3.4. Peructpanus JOKYMEHTOB MPOU3BOIUTCS C 10 O00ECIICUCHUST UX
ydeTa, KOHTPOJIS 32 UCIIOJIHEHHUEM U OllepaTUBHBIM HCMOJIb30BaHHEM UH(POPMAILIUU.

5.3.5. Perucrpaiiusi JOKyMEHTOB MPOU3BOIUTCS B J€Hb UX MOCTYIUICHHUS.

JlommyckaeTcsi OTMETKY O TMOCTYIUIGHMH JOKYMEHTa B OpraHHU3alHIo
MPOCTABIIATh B BUJE IITaMIIa WM OT PYKU B HMXKHEW YAcCTH JIMIIEBOM CTOPOHBI
MIEPBOTO JINCTA JJOKYMEHTA WJIM Ha €ro 000poTe.

5.3.6. Perucrtpanus TOKyMEHTOB 3aKIIOYAETCS B BEJCHUU 3aMKCH yUETHBIX
JAHHBIX O JOKYMEHTE 10 YCTAaHOBJICHHOW PETHCTPAIMOHHOW (opMe, KOTOPHIM
bukcupyetrcss GakT co3gaHus, OTHPABICHHUS WU TOJTYYEHUS JTOKYMEHTa IyTeM
MPOCTABJICHUS HA HEM PErHCTPAlMOHHOTO MHAECKCA C TOCIEAYIOIIeH 3amuchio B
yKa3aHHBIX (hopMax HEOOXOAMMBIX CBEJICHUN O JIOKYMEHTE.

5.3.7. loxymeHTsl, iocTymnariue B OV, perucTpupyroTcsi B KHUTe/sKypHalie
PETUCTpAlMKA BXOJSIICH KOPPECTIOHSHIINN, a T€, YTO OTIPABIISIOTCS W3 HETO, -
KHHTE/ )KypHaJIe pETUCTPAIIUU UCXOAIICH KOPPECTTOHICHITIH.

5.4. PacnpenesieHue MOCTYNANIAX JOKYMEHTOB.

5.4.1. Tlocne perucrpauud JTOKYMEHTHI MEPEAAlOTCs Ha PACCMOTPEHUE
pykoBoauteno OY.

5.4.2. Tlocne paccMOTpeHHS PYKOBOAMTENEM TOKYMEHTHI BO3BPAIIAIOTCS
cekperapro U (WiM) JIMIy, OTBETCTBEHHOMY 3a BEJICHHE JEJIONPOU3BOJCTBA, IS
NIEPEHECEHUsI YKa3aHWM I10 UCIIOJIHEHHUIO JIOKYMEHTa B JKypHaj pErucTparuu
BXOJSIINX JOKYMEHTOB. B COOTBETCTBMM C YKa3aHHUSAMH IO HCIIOJIHEHHIO
HOJUIMHHUK JOKyMEHTa HaIpaBJISIETCS pabOTHHKY, SBJIFOLIEMYCSI
OTBETCTBEHHBIM UCIIOJHUTEIEM, a COUCIIOJIHUTENSIM HANpPaBIBIOTCA  KOIUHU
JOKYMEHTOB (€Clii HMEIOTCS), O 4YeM JeNaeTcsl OTMETKa B KHMIe/KypHaie
pPEruCTpaliy BXOASAIMIMNX JOKYMEHTOB.

5.4.3. DnekTpoHHBIE COOOIICHMS, TOCHUIAEMbIE IO SJIEKTPOHHOW MOYTE,
UCITOJIHSIFOTCS. AHAJIOTUYHO JOKYMEHTaM Ha OyMaXHBIX HOCHUTENSIX C Y4YE€TOM
oTpezeNIeHHON crieu(UKH B MPOLIECCe UCTIOTHEHMS.

5.5. Tlopsaok o0padOTKH U MPOXOKIAEHUSI HMCXOASAIIMX U BHYTPEHHHX
JOKYMEHTOB.

5.5.1. Tlopsimox MOATOTOBKM HCXOASAIIUX JOKYMEHTOB BKJIIOUaeT B ceOs
paboTy MO COCTaBJICHUIO MPOEKTa JOKYMEHTA, COIJIACOBAHUIO, MOAMHCAHUIO
(YTBEPKJICHUIO) U OTIIPaBKeE.

5.5.2. Jlo nepenaun 1OKyMEHTA Ha MOIUCH UCTIOJTHUTEIb JI0JKEH MPOBEPUTH
€ro cojepkaHue, MpaBUIbHOCTh OQOPMIICHHUS, HAJIWYUE HEOOXOJUMBIX BHU3 H
npuiokeHui. JJoKkyMeHT npeicTaBiseTcs Ha MOANNUCh BMECTE ¢ MaTepUalaMU, Ha
OCHOBAHWH KOTOPBIX OH TOTOBHJICS.

5.5.3. BuyTrpenHme AOKYMEHTHI O(DOPMIISIIOTCS ¥ UCIOJHSIOTCS
(ucnonb3yrores) B mpegenax OY.

5.5.4. BHyTpeHHUE NOKYMEHTHI (JIOKJIAJHbIC 3allMUCKHU, CIPAaBKU, CBOJKH M
JIp.) paccMaTpUBAIOTCA TEMHU JOJDKHOCTHBIMU JTUIIAMU, KOMY OHU HaIllPaBJICHBI.

5.5.5.  OtTBercTBEeHHbIE  3a  JENONPOU3BOJCTBO  IMepel  caadeit
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KOPPECTIOHICHITUN Ha OTIPABKY JOJDKHBI 00SI3aTENHHO MPOBEPUTH MPaBUILHOCTH
ee oopMJIeHUS U OTIpaBIEHUSA. 3are4aTbiBaHUE KOPPECHOHJECHLIMU U JPYTUX
MOYTOBBIX OTIPABICHUIN MPOU3BOJUTCS CTPYKTYPHBIMH nopazaeneHusimu OVY.

5.5.6. Perucrtpanus oTnpaBisieMbIX IOKYMEHTOB OCYILIECTBIIAECTCS B IEHb UX
noAnucanus  (YTBEpXKJICHHS) WIM  Ha  CIEAylOUMid  pabouyuii  JCHb.
PeructpalliOHHbI HOMEpP JOKYMEHTa M JaTa PErMCTpalldd MPOCTABISIIOTCS Ha
MOJIJTMHHUKE JOKYMEHTa B PEKBU3WTaX OJlaHKAa M Ha KOMHH, OCTAIOIIEHCS B Jeie
OY. CrpaBo4HBIM ammapaToM IS HUCXOMAIIUX JOKYMEHTOB SIBJISICTCS >KypHaT
pETUCTpAINU ITUX IOKYMEHTOB.

5.5.7. OtmpaBKy MCXOIAIIMX JOKYMEHTOB HPOU3BOJUT CEKpETaph
pykoBoautensa. CpodHas KOpPpECHOHIEHIUS O(OPMIISIETCS U OTIPAaBISETCS
HE3aMeIJTUTEIBHO.

5.5.8. Cekperapp mpoBepsieT NPaBUILHOCTH O(GOPMIICHUS HMCXOMSIINX
JIOKYMEHTOB, TPOW3BOJUT COPTHUPOBKY TOKYMEHTOB IO CIIOCOOY JIOCTaBKU
KOppECTOHJEHIIMM  aapecary  (mpocras, 3aka3Has, MEXIyHAapoaHas U
1p.). HenpaBuiasHo oopMIIeHHBIE TOKYMEHTBI M KOPPECTIOHICHITUS HECTYKEOHOTO
XapakTepa K OTIpaBKe HEe MPUHUMAIOTCS ¥ BO3BPAIIAOTCS JIUILY, TOJTOTOBUBIIEMY
JTOKYMEHT.

5.5.9. OrmpaBnsgemas 1o TMOYTe KOPPECHOHEHIUS TMPOXOJIUT YIAaKOBKY,
yKa3aHWe MOIyJaTens, MPOCTaBICHHE CTOMMOCTH TOYTOBBIX YCIYT U Mepeaady Ha
OTIIPaBKY B MECTHOE OTJIEJIICHUE CBA3H.

5.5.10. Ha 3aka3nyro KOppEeCHOHACHIINIO, HA JIOKYMEHTHI ¢ TOMETKON « /st
CITy€OHOTO TOJIb30BAHUS» COCTABJISETCS PEECTP, KOTOPBIM 3aTeM BO3BpaIacTCs
CEKPETapI0 PyKOBOJIUTEIS, C PACIIUCKON paOOTHUKOB MOYTOBOIO OTAEJICHUS CBSI3U
WJIM MHOTO JIMIA, 00ECIIeUNBAIOIIETO OTIIPABKY JOKYMEHTOB.

5.5.11. Ilepemaua c wuCHOJB30BAHUEM CPEIACTB (PAKCUMHUIBHON CBSI3U
JIOKYMEHTOB,  COJIEpKalllUX  CIOY>KEOHYI0  MH(OpMAIMI0O  OrpaHUYEHHOTO
pacmpoCcTpaHEHHs], B TOM YHCIIe ¢ TOMETKON «J{Jisi ciy»eOHOT0 MOoIb30BaHUs, HE
paspemiaercsi.

5.5.12. Kareropuuecku 3ampemiaercs —Iepenada IO CpPEACTBaM
(haKCUMUIBHOU CBSI3U CEKPETHBIX TOKYMEHTOB.

5.5.13. C wucnons3oBaHueM CpeACTB (PAKCUMIIBHON CBSI3U MOTYT OBIThH
nepesaHbl MaTepuaibl TEKCTOBOTO, TAOJUYHOTO WM TpadUyecKoro Xapaxrepa,
WCIIOJIHEHHbIE TUNOTPAa(CKUM, MAIIMHOMUCHBIM WJIM PYKOIHMCHBIM CIOCOOOM B
YEPHOM UJTU TEMHO-CHHEM I[BETE C YETKUM U KOHTPACTHBIM U300pa’keHUEM (TIepBbIE
HK3EMIUISPBI MM UX KCEPOKOMUM) Ha Oeioit Oymare ¢ MUHUMaIbHOM BHICOTOM OYKB
u uudp 2 mm. O6beM nepeiaBaeMoro B T€YEHUE OJTHOTO CeaHCa CBSI3U IOKYMEHTA,
BBINIOJIHEHHOTO Ha Oymare opmata A4, He TOHKEH MPEBbIIATH MSATH JIUCTOB.

5.5.14. OTBETCTBEHHOCTh 3a cojepkaHue WH(OpMalMu, MepeaaBaeMon ¢
UCIIOJIb30BaHUEM CPENICTB (PAKCUMIIIBHOM CBS3H, BO3JIaraeTcs Ha HCIOJIHHUTEIS,
MOJIFOTOBUBIIETO (paKcorpamMmy JAJisi IEepeladH.

5.6. OcoGeHHOCTH PadOTHI € ITEKTPOHHBIMH JOKYMEHTAMM.
5.6.1.B OV co3narorcs U UCHOIb3YIOTCS:
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. AJIEKTPOHHBIE JTOKYMEHTHI, CO3/1aBaeMbIe B JJIEKTPOHHOU (hopme 6e3
pPEeIBAPUTENLHOTO JOKYMEHTUPOBAaHUS HA OyMa>kKHOM HOCHUTEE;

. AIIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJyY€HHbIE B pe3yjbTaTe
CKaHMpPOBaHUA JOKYMEHTOB W  XpaHAIIUMECS B CHUCTEME BJIEKTPOHHOIO
JIOKYMEHTO000pOTa.

5.6.2. Ilpuem u oTHmpaBKa SJEKTPOHHBIX JTOKYMEHTOB OCYIIECTBISIOTCS
CeKpeTapeM pyKOBOIUTES.

5.6.3. DneKTpoHHbIE JOKYMEHTHI CO3AAt0TCsI, 00pabaThIBalOTCS U XPAHSITCS B
CUCTEME AJIEKTPOHHOI0 JOKyMeHTooOopoTa OV,

5.6.4. DnexTpoHHBIA JOKYMEHT JOJKEH OBbITh OGOpPMIIEH 10 O0OIUM
OpaBwjiaM JeJIONPOM3BOACTBA M HMMETh PEKBHU3UTHI, YCTAHOBJICHHBIE TSt
AQHAJIOTMYHOTO JOKYMEHTa Ha OyMa)KHOM HOCHUTElNe, 3a HCKJIIOYEHHEM OTTHCKa
nevatu.

5.6.5. [l moaTBEpKACHHSI MMOATMHHOCTH JJIEKTPOHHBIX JOKYMEHTOB B OY
UCIIOJIB3YIOTCSl 3JIEKTPOHHBIE LHU(pOBbIE Toanucu. Kcmonb3dyembie cpeacTBa
ANEKTPOHHOM LHUQPPOBOM MOAMUCH JOJKHBI  OBITh  CepTU(GUUUPOBAHBI B
YCTaHOBJICHHOM MOPSI/IKE.

5.6.6. Equnauneit yueta 3J€KTPOHHOTO JTOKYMEHTA SIBIISCTCS AJICKTPOHHBIN
JOKYMEHT, 3apEruCTPUPOBAHHBIM B CHUCTEME 3JIEKTPOHHOIO JIOKYMEHTO00OpOTa
OV. DNeKTpOHHBIN JOKYMEHT, UMEIOLIMI IPUIIOKEHUS, PETUCTPUPYETCS KAK OAUH
JIOKYMEHT.

5.6.7. Tlocme oOTmpaBKM 3JEKTPOHHOTO  JIOKYMEHTa, 3aBEPEHHOTO
3JIEKTPOHHOM MOJIHUCHI0 YIMOJHOMOYEHHOTO JIOJDKHOCTHOTO JIMIA, JOCBUIKH
aJpecaTy ero Konmuu Ha OyMa)kHOM HOCHTENe, KaK IpaBWio, He TpeOyercs, 3a
UCKJIIOYEHHEM  OTBETOB Ha  OOpalleHus TpaxkiaH, [OCTYNUBLIMX IO
MH(POPMAIIMOHHO-TEIEKOMMYHHUKAIIUOHHBIM KaHajlaM, Ha KOTOpbIE 3asBUTEIIO
JaeTCsl MUChbMEHHBIA OTBET, HAMIPABIIAEMBII MO TOYTOBOMY aJpecy, YKa3aHHOMY B
oOpareHuu.

5.6.8. UcnonHeHnHbIe 3NEKTPOHHBIE JOKYMEHTHI CHCTEMAaTU3UPYIOTCS B Jiea
B COOTBETCTBMM C HOMEHKJIatypod aen OY U HMHIEKCUPYIOTCS B MOPSJKE,
YCTaHOBJICHHOM B OTHOIIIEHWU JI€JI, COCTABIICHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM
HocuTene. [lpu cocraBiieHMH HOMEHKJIATYphl J€NI B 3arojOBOK J€la BKIFOYAETCS
yKa3zaHue «DJIEeKTPOHHbBIE TOKYMEHTBD.

5.7. UudopmaunoHHas 6€30MACHOCTD.

5.7.1. Hudopmarmmonnsie pecypcel OY 1o poctyny (BO3MOXHOCTH
WCIIOJIb30BaHUs ) TOAPA3ACISIIOTCS Ha OTKPBITYIO (0011eI0CTYTHY0) HH(DOPMAIIHIO,
cnyxeOHyro uHGpOpManuio W HHPOPMAIMIO OTPAHUYEHHOTO PACHpPOCTPaHEHUS
(moctymna).

5.7.2. K kareropuu OTKpHITOH HH(GOPMALMU OTHOCUTCS HH(OpMAIIHS,
colepkamiasicss B JOKyMeHTax u 0Oa3ax gaHHbix OV, HENOCPEICTBEHHO
3aTparvBarolas mpaBa U MHTEPECHI IPaskIaH.

5.7.3. K xareropumu ciyxeOHOW HH(OpMALUKU OTHOCUTCS HH(pOpMAIUS,
coJepkamiasicsi B JOKyMeHTax U 0Oa3zax paHHbix OV, mnpeaHasHaueHHas s
JOJDKHOCTHBIX JIUIl ¥ paOOTHUKOB, TIPH BBITTOTHEHUH UMH CBOMX ()YHKIIMOHATBHBIX
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00s13aHHOCTEH, HE 3aTparuBarolas HANPSAMYIO MMpaBa M MHTEPECH TPaKJaH U HE
OTHOCSIIASACS K KATErOPUU OTPaHUYEHHOT0 paclpocTpaHeHus (AocTyna).

5.7.4. K «xareropun wuHGOpPMALUK OTrPAHUYEHHOTO PACHPOCTPAHCHUS
(moctymna) oTHOCUTCS HH(pOpMaIus, coaepkaliascs B JOKyMeHTax U 0a3ax JTaHHBIX,
BKJIIOYAIOIIAs CBEJCHUSI KOH(PHUICHIIMAIBHOTO XapaKTepa.

5.7.5. Bes undopmarnus, coueprkaiascs B JOKyMEHTax U 0a3zax JIaHHbBIX, 110
YMOJITYAHUIO SIBJSIETCS OTKPBITOM M oOmeaoctynHoi. Vckmouenue cocraBisier
uHbopMaIusi, OTHECEHHas K KaTeropusM CIyKeOHOM U OrpaHMYEHHOTO
pacrpocTpaHeHus (JocTymna).

5.7.6. Hoctyn monp3oBaTenel K WH(pOpMAIMU OTPAHUYMBACTCS IyTEM
OTHECEHHUs MHPOPMAIIMHU K COOTBETCTBYIOIIEH KaTeropuu U HaJIO)KEHHEM Ha Hee
COOTBETCTByIOIIET0 rpuda orpaHudeHus pacnpoctpaHeHus. HMudbopmarms
OTPaHUYEHHOTO JIOCTyMa cHabx)aeTcs rpudom «JlJis ciy>keOHOTO TOJIb30BaHU.

5.7.7. llpaBom oTHeceHHss HHPOpPMALMU K KATErOPUU OrPAHUYEHHOTO
JI0CTyTIa U HAJOXKEHHSI COOTBETCTBYIOIIETO rpuda obiagaeT aBTop JOKYMEHTA 10
coriacoBanuio ¢ pykoBoautenem OVY.

5.7.8. loxymenTrpoBaHHasi HHPOpPMAIIHs OTPaHUYCHHOTO PACTIPOCTPAHECHHUS
0e3 CaHKIMU JOJDKHOCTHOTO JIMIA, YCTAHOBUBIIETO PEXHM OTPaHUYECHHOTO
pacmpocTpaHeHus UIsl JaHHOTO JOKyMEHTa, HE TMOMJISKHT pPas3TIalleHuIo
(pacnpoctpanenuto). IlpegocTaBieHue MoJb30BaTENsIM JIOCTyNa K JaHHOM
UHGOpPMAIIMU OCYILECTBISETCS] UCKIIIOUUTENIBHO 10 COIVIACOBAHUIO C YKa3aHHbBIM
JOJKHOCTHBIM JIMIIOM IIyTEM 0JIa4l COOTBETCTBYIOIIECH 3asiBKU.

5.7.9. JloJDKHOCTHBIE JIMIIA, TPUHSBIIME pEIIeHHEe 00 OTHECEHUU
uHdopmaIuu, 3aQUKCUPOBAHHON B JIOKYMEHTE, K KaTerOpHUu OTPaHUYECHHOTO
pacnpoCTpaHEHUsl, HECYT OTBETCTBEHHOCTb 3a OOOCHOBAHHOCTb IPUHSTOTO
pEIIeHUs U €r0 COOTBETCTBHE JIEUCTBYIONIEMY 3aKOHOIATEIBCTRY.

5.7.10. 3anucu B TPyAOBOI KHMKKE MOJMUCHIBAEeT pykoBoauTens OY. Yuer,
XpaHEHHUE U BbIIady OJJAHKOB CTPOTOM OTYETHOCTH: aTTECTATOB, BKJIAABIIICH K HUM,
CBUJICTENLCTB BEIET 3aMECTUTENh IUPEKTOpa Mo YydeOHOW pabote. branku
XpaHATcs B ceitde.

5.7.11. VYcraHoBKka U SKCIUTyaTalds MPOrPaMMHOIO oOecreyeHus,
MOJIyYEHHOTO U3 JIOOBIX UCTOYHHUKOB U BBITIOJHSIOMIETO (DYHKIIMU, HE CBA3aHHbBIC
HEMOCPEACTBEHHO C  BBINOJIHEHHEM pa0OTHUKAMU CBOMX  JOJDKHOCTHBIX
00s13aHHOCTEM, KATETOPUYECKH 3allpelieHa.

5.7.12. Bcs mnpeacrtaBieHHas B OJEKTPOHHOM BHUAE HHQpoOpMaIus,
noctynawmas B OV, BoOs3aTeIbHOM MOPSAKE MOMICKUT  IPOBEPKE
aHTUBUPYCHBIMU CPEICTBAMU.

5.7.13. DnekTpoHHas MOYTa MOXKET UCIIOJIb30BATHCA MOJIB30BATENIMH TOJIBKO
11 oOMeHa nHGOopMaIlue, OTHOCSIIEHCS K KaTerOpUU OTKPBITOM M CITY>KEOHOM.
3ampenieHo HMCHoJb30BaTh JIEKTPOHHYIO IMOUTY MAJs Mepeaayd uH(pOpMaluu,
OTHOCSIIIENCS K KATETOPUU OTPaHUYCHHOT'O PACTIPOCTPAHEHHUS.

6. KoHTpoJb 32 HCNOJHEHUEM JOKYMEHTOB

6.1. Opranu3anusi KOHTPOJIA.
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6.1.1. KouTpomo mnoajexar BCE 3aperHCTPUPOBAHHBIE JOKYMEHTHI,
TpeOyroire ucnoaHeHusi. KOHTpoab UCMOJHEHUs] TOKYMEHTOB BKJIIOYAET: YyYer,
MOCTAHOBKY Ha KOHTpPOJIb, KOHTPOJIb CPOKOB MCIIOJHEHUS, HENOCPEICTBEHHYIO
IIPOBEPKY XO071a UCIIOJIHEHHU S, IPOBEPKY KaueCTBA UCIIOIHEHUS], aHAIN3 PE3YIbTaTOB
UCITOJIHEHHSI.

6.1.2. KoHTpoJib 32 MCHOJHEHHUEM JOKYMEHTOB yCTaHABJIMBAETCS B IEJIAX
o0OecrieueHrs MX CBOEBPEMEHHOTO M KAue€CTBEHHOI'O HCIOJHEHHUS, TMOBBIIICHUS
YPOBHSI OpPraHU3aTOPCKON pabOThI M UCHIOTHUTENBCKON TUCHUTUIMHEI.

6.1.3. [Ipu mocTaHOBKE JOKYMEHTa Ha KOHTPOJIb Ha MPABOM BEPXHEM IOJIE
JOKYMEHTa JIeNIaeTCcsl OTMETKa O KOHTpOJIe, KOTOPYI0 OO03Ha4yaroT CIOBOM
(IWTaMnom) «KOHTPOJIbY.

6.1.4. KoHTpomto mojjexar TMpuKasbl, pEIICHUS COBETOB, a TaKXKe
JOKYMEHTBI, TOCTynaromye Ha ums pykopoaureis OY.

6.1.5. Opraauzaiiist KOHTPOJISI UCTIOTHEHHS BKIIIOYAET B CEOS:

. INOCTAaHOBKY JOKYMCHTA Ha KOHTPOJIb,

. MOHHUTOPHHI' UCITIOJIHCHHA KOHTPOJIbHBIX HOpy‘ICHI/Iﬁ AOKYMCHTOB,
. CHATHUC UCIIOJITHCHHOI'O JOKYMCHTA C KOHTPOJIA;

. HarpaBJICHUC UCITIOJITHCHHOI'O IOKYMCHTA B JICJIO.

6.1.6. PykoBoauTenu CTpyKTYpPHBIX MOAPA3EICHUN 00513aHbI paCCMaTPUBATh
COCTOSIHME HCIOJHUTENIbCKON MUCHUIUIMHBI MO0 JOKYMEHTaM C TOPYYCHHUSIMH
anmunuctparnu OV, a Takke JOKYMEHThI, TOCTYIUBIINE B aJpeC CTPYKTYpPHOTO
noJipa3zesieHus: ¥ TpeOYIOLUe UCTIOMHEHUS, U TIOJTOTOBKU OTBETA.

6.1.7. JIoKyMEHT CUMTAEeTCs MUCIOJHEHHBIM, KOTJIa pelIeHbl OKOHYATEIhHO
BCE TIOCTaBJICHHBIC B HEM BOIIPOCHI M COOJIOICHBI CIIETYIOIINE CPOKH:

. €CJIM B JOKYMEHTE IIOCTaBJIEH CPOK UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTBI 0€3 yKa3aHUsl CPOKA UCIIOJIHEHUS — B MECSUYHBIN CPOK;

. €CJIM B TOKYMEHTE MUMEETCS IIOMETKA «CPOYHO» — B TPEXJIHEBHBIN
CPOK;

. nopyueHusi 0e3 yka3zaHWs KOHKPETHOW JaThl HCIIOJHEHUS — B
MECSIYHBIA CPOK;

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

. 1o oOpalleHusM Tpaxk/iaH, TPEOYIOUIUM TOTIOIHUTEIbHOTO U3YYECHUS

Y TIPOBEPKH, — IO OJHOTO MECSIIa CO THS PETUCTPAIIUH, TI0O OCTAIBHBIM — HE O0Jiee
15 nueit.

6.1.8. Cpok wucumcisgercs B KaJ€HAApHBIX AHSIX C JAaTbl IMOJIHCAHMS
JOKYMEHTA.

6.1.9. Ecoum mocnenHuil JeHb UCIOJTHEHUS JOKYMEHTa IPUXOJUTCS Ha
HEepaOouuil JIeHb, OH MOJICKHUT MCIIOJHEHUIO B MPEAIIECTBYIOIUN eMy pabouunit
JICHb.

6.1.10. Tlpu HeoOXOaUMOCTH TMPOJJICHHS CPOKa HCIOJHEHHUS JTOKyMEHTa
OTBETCTBEHHBIN MCIOJHUTEND MPEICTaBIseT HAa UM pykoBoauTensa OV, naBiiero
nopy4YeHue, MOTUBUPOBAHHYIO MPOCHOY O €ro MpOAJICHUU HE TO3/IHEE YeM 3a TpU
JHS 71O MCTEUEHHUS YCTAaHOBJIEHHOIO CpPOKa, C Y€M CBOEBPEMEHHO IepeaaeTcs
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uHbOpMaIus B IPUEMHYIO PYKOBOAUTENS 00pa30BaTeIbHON OpraHU3aIiy.

6.2. IlopsiAoK CHATHSI JOKYMEHTOB ¢ KOHTPOJIsI.

6.2.1. JIokyMEeHThl CHUMAIOTCSI C KOHTPOJISI, €CJIM PEIICHBI NMOCTABJICHHBIC B
HUX BOIIPOCHI WJIM aBTOPaM JIaH OTBET 1O CYIIECTBY.

6.2.2. Eciiu mo pa3penraeMomMy BOIIPOCY OXKHIAETCS OTBET, TO OH BMECTE C
KOTHMEH OTBETa 3asSBUTEIIO MOXKET HAXOIUTHCS Y UCTIOHUTENS Ha KOHTPOJIE.

6.2.3. IlpoMexxyTOUHBIM OTBET, PaBHO KaK W 3alpoc MO HCHOJIHIEMOMY
JOKYMEHTY WJIM YaCTUYHOE UCIIOJIHEHHUE MOPYUEHUs, HE SIBJISIETCS OCHOBAHUEM IS
IpU3HAHMS TOKYMEHTA UCTIOJTHEHHBIM.

6.2.4. CHATh NOKYMEHT C KOHTPOJISI MOXXET TOJIbKO JOJKHOCTHOE JIMILIO,
KOTOPOE MOCTABUJIO €0 Ha KOHTPOJIb.

6.2.5.0cHoBaHMEM AJIi CHATHSI C KOHTPOJIS JOKYMEHTOB C MOPYYEHHSIMHU
pykoBoautens OV sBiseTcs TOKyMEHT — OTBET, MOAMMCAHHBIA PyKOBOJIUTEIEM, €TO
3aMecTuTeneM, JH0O0 crhpaBka OO0 UCHOJHEHUH JOKYMEHTa 3a TOJIHCHIO
PYKOBOJUTEIS CTPYKTYPHOTO TOApa3ACTICHUS.

6.2.6. Ecim Bce mocTaBieHHbIE B JIOKYMEHTE BOMNPOCHI pEHICHBI B
OTIEpaTUBHOM TMOpAIKE, 0€3 MOArOTOBKM MHCHbMEHHOTO OTBETA, MCTIOJHHUTENh Ha
JOKYMEHTE JelaeT KpaTKyl 3alich O DPEIIEHWH BOMNpOCa, YKa3bIBaeT AaTy U
MOJINKCH, TIOCTIE Yero JOKYMEHT MOMEIIAeTCs B JEIO.

7. Y4eT U XpaHeHHUe nevyaTeil, MTaMIOB U OJIAHKOB.

7.1. Obs13aTeIbHOMY YUETY TOITIekKAT BCE BUIbI IIEUATEH U ITAMIIOB, OJIaHKU
CTPOTrOil OTYETHOCTH, KOMAaHJIUPOBOYHBIE YAOCTOBEPEHUs, CIIy>KEOHbIE 3aJaHus,
TPYJIOBbIE KHUKKH.

7.2. Yder Bcex medaTeid W INTAMIIOB, WMCIOIIMXCS B 00pa30BaTEeIIbHON
OpraHu3alliu, BEJCTCS B CIECIMATIBLHOM KypHAJIE.

7.3. XypHanel ydeTa BKIIOYAIOTCS B HOMEHKIATypy ael. JIMcTer mx
HYMEPYIOTCSI, MPOIIMBAIOTCS U ONEYaThIBAIOTCS.

7.4. Tleyatn ¥ mITaMIbl TOJDKHBI XPAHUTHCSA B cei(ax WU METAUTHYECKUX
mKagax.

7.5. OTBETCTBEHHOCTh 3a XPAaHEHUE U HMCIOJIb30BAHUE TE€UYaTEH, IITaMIIOB
HecyT pykoBoautens OVY.

7.6. YHuUYTOXEHUE OJIAHKOB MPOU3BOAMUTCSI IO AaKTy C OTMETKOM B
COOTBETCTBYIOIIUX KypHaIaX ydera.

7.7. Ileyatu ¥ mITamMIbl YHUYTOXKAIOTCS 1O aKTY.

8. CocTaBiieHHEe HOMEHKJIATYPHI JeJl.

8.1. Homenkjarypa jgea - 3T0 oOszarenpHbii a1 OY
CHUCTEeMAaTU3UPOBAaHHBIA IEpEYeHb HAMMEHOBAHUU (3aroJIOBKOB) €N, KOTOpBIE
bopMuUpYIOTCA € yKa3aHUEM CPOKOB XpaHEHUS JIeI.

8.2. HomenknaTtypa nen mnpeaHazHadeHa sl yctaHOBKM B OY enumHOro
nopsaka (opMUpPOBaHMS Je1, OOECNEUYeHHUs WX YdeTa, OIEepaTUBHOTO IOMCKa
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JIOKYMEHTOB IO UX COJIEP’KaHUIO M BUIY, OMpPENEJICHHUs] CPOKOB XPAHEHUS JAEN U
SBJIIETCSI OCHOBOM I COCTABJICHHUS OMUCEH /€Nl MOCTOSSHHOTO M JJIMTEIbHOTO
(cBeime 10 Jyier) xpaHeHus, a TakXke JUIsl yderta jAen BpeMeHHoro (mo 10 mjer
BKJIFOUUTENILHO) XpaHEHUSI.

8.3. B rpade 1 HoMEHKIATYpHI 1€7 IPOCTABISAIOTCS MHAEKCHI KaXI0TO Jea,
BKJIFOYEHHOTO B HOMEHKJIATypy. NHIeKC nena cocTout u3 nudpoBoro 0003HaueHuUst
u3 mTatHoro pacrnucanus OV (koja) ¥ MOPSAKOBOTO HOMEpA 3arojioBKa Jieya o
HOMEHKatype. Hnekcsl gen o603HavaoTest apabckumMu nudpamu.

[Tpumep:

12-05, rne 12 — o6o3nauenue (kox), 05 — mopsAKOBEII HOMEp 3aroJIoBKa Jieja
B pa3zesie HOMEHKJIATYPhI Jel.

8.4. B rpade 2 HOMEHKIJIATypbI J€JT IPOIKUCHIBAIOTCS 3ar0JIOBKH JIETI.

3aroyioBOK Jiena JOJDKEH YeTKO B CKaTo 00001eHHoM popme oToOpakaTh
COCTaB U COJIep’KaHue TOKYMEHTOB JIeJa.

8.5. B 3aromoBkax JTUYHBIX U JPYTUX A€, COACPXKAIIUX TOKYMEHTHI IO
0JIHOMY Boripocy, ynotpeonsercs Tepmut JIEJIO.

8.6. B 3aromoBkax jen, coaepKaliux IJIaHOBO-OTYETHYIO JOKYMEHTAITHIO,
yKa3bIBaeTCs mepuoj (MecsIl, KBapTaj, MOoIyroanue, rof), B KOTOPOM TUTaHUPYETCs
CO3/1aHH€ JOKYMEHTOB WJIM TIEPUOJ UX (PAKTUIECKOTO BHITIOTHEHHS.

8.7. Bo Bpemst pa3MeIeHHsl 3aroJIOBKOB JIeTT B HOMEHKJIATYPe yUHUTHIBACTCS
BaXHOCTh JIOKYMEHTOB, BKJIIOYEHHBIX B [€J]0, WX B3aUMOCBs3b. B Hauane
pacrojiaratoTcsi 3arojloBKM /i€l B OTHOLIEHUM JOKYMEHTOB, IMOCTYIHUBIIUX OT
OpraHOB BBICIIETO YPOBHS, Jajee - IO OPraHu3alMOHHO-PACIOPSIUTEIbHON
JOKYMEHTAllu¥, IUIAaHOBO-OTYETHOM  JOKyMEHTAallMM, [EpPENnucKe, Yy4eTHO-
CIPaBOYHBIM BHJAM JIOKYMEHTOB. B Kaao0# M3 3THUX TpyII AOKYMEHThI TaKKe
pa3MelarTCs C y4€TOM 3HAUMMOCTH U CPOKOB XPAaHEHUS.

8.8. I'pada 3 HOMEHKIIATYPHI J€J1 3aNOTHIETCS B TCUCHNE KAJIGHIAPHOTO Tojia
— npu (GopMHpPOBAHMUM HOBOTO [eia, IPU 3aKPBITUU Jella W M0 OKOHYAHWUU
KaJICHIapHOTO To/a.

8.9. Ilo moctmwxenun nenom oobemMa B 250 JTUCTOB, TOM 3aKpHIBAETCS H
OTKpBIBaeTCsI HOBBII TOM. B rpade mocnenoBaTensHO yKka3bIBalOTCSI HOMEpa TOMOB
U KpaifHH1e JaThl JOKYMEHTOB Ka)KJI0TO TOMA.

IIpumep:

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

8.10. DnexkTpoHHBIE JeNa Ha TOMa HE paslensitorcs. Bce anexkTpoHHbIE
JIOKYMEHTBI, HE3aBUCUMO OT UX 00bEMa, BKIIFOUAIOTCS B OJIHO DJIEKTPOHHOE JIETIO.

8.11. B rpade 4 yxa3bIBaeTCsi CPOK XpaHEHHUs Jejia, HoOMepa cTaTeil 1o
TUIIOBOMY WJIM BEJIOMCTBEHHOMY IME€PEYHIO, PeAepaTbHOMY 3aKOHY WJIM HHOMY
HOPMATHUBHOMY IPAaBOBOMY aKTy, a NpPH HUX OTCYTCTBUU — IO THUIIOBOM WIJIU
IIPUMEPHOM HOMEHKJIAType Jedl.

8.12. B rpage S «lIpumeuanue» yKa3bIBAIOTCS  CHEIHAJIbHBIC
CPOKHU XpaHEHUs, MPOCTABJISIIOTCS OTMETKH O 3aBEICHUM JAen (B TOM 4YHCIE B
AJIEKTPOHHOM BH/JI€), O BBIJCJIIEHUU JI€J1 K YHUUTOKCHHUIO IO UCTEUYEHUH CPOKOB MX
XpaHEHUs!, 0 MECTE XpaHEHHsI IOJUTMHHUKOB IOKYMEHTOB, O Iepeiaye el B IPYTyIo
OpraHM3alMIo I MPOAOJDKEHUs U 1p. B rpade nenarorcs 0TMETKH O TepeXOoAsIInuX
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Jienax ¢ yKa3aHheM CTaporo WHIEKCA Jiea B ClIydae ero M3MEHCHHUS.

[Tpumep:

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

8.13. Ilo nenam, KOTOphIE MO KAaKUM-TMOO MpUYMHAM B TEYEHHUE roja He
3aBOJIMIINCH, B Tpade «[Ipumedanuey» HOMEHKIATyphI e JAeaeTcs 3anuch — «Jlemno
He 3aBoAmIoCk». [Ipu a3ToM B rpade 3 mpocTaBiasieTcs MpoYepK.

8.14. Tlo okOHYaHWW KAJICHIAPHOIO roja B KOHIIE HOMEHKJIATYpPHI e
JIeJAeTCs UTOrOBas 3aIIMCh O KOJUYSCTBE 3aBEICHHBIX 1€ (TOMOB).

9. ®opmupoBanne u ogopmiieHHE eI,

9.1. ®opmupoBanmue je.

9.1.1. ®opmupoBaHHE JENT - ATO TPYNITUPOBKA MCTIOJHEHHBIX TOKYMECHTOB B
Jiea B COOTBETCTBUM C HOMEHKJIATYpOH Jedl.

9.1.2. Bo Bpems (popmMupoBaHUS e CIASAYET MPHUICPKUBATHCS TAKUX OOIIHX
IpaBuUI:

- TIOMENIaTh B Jiela TOJbKO HCIOJHEHHbIE JOKYMEHThI B COOTBETCTBUU C
3aroJIOBKaMu JieJl B HOMEHKIIATypE;

- TPYNIUpoOBaTh B Jella JOKYMEHTHI, BBITIOJIHCHHBIE B TEUYCHUE OJIHOTO
kanengapaoro roaa (01.01-31.12), 3a uckimoueHueM nepexo X 1ei (BeayTcs B
TE€YEHUE HECKOJIBKHUX JIET), IMYHBIX JET;

- TMOMeEIaTh B JieJla TOJIbKO OPUTHHANBI WM, B CIy4ae UX OTCYTCTBUA,
3aBEpPEHHBIC B YCTAHOBJICHHOM IMOPSAKE KOMUU JOKYMEHTOB;

- HE JOIMYyCKAaTh BKJIIOYEHHUS B J€Jla YEPHOBBIX, JIMYHBIX JOKYMEHTOB,
Pa3MHOXKEHHBIX KONMUW U JIOKYMEHTOB, TMOJJIekKAIIMX BO3BpaTy; pa3laeiabHO
TPYNIUPOBATh B Jieja JOKYMEHThI TOCTOSIHHOTO U BPEMEHHOTO XPaHEHUS;

- 10 00beMy €710 He JOJKHO npeBbiath 250 nuctoB (30-40 MM TOJIIUHOMN).

9.1.3. PacronoxeHue JAOKYMEHTOB BHYTPH J€J1 TPOW3BOIUTCS B
XPOHOJIOTMYECKOM TOpSIIKE, NpU KOTOpPOM HauOosiee paHHUE JOKYMEHTHI
pacrnoJiararoTcs B Hayaje Jena.

9.1.4. TlonoxeHwusi, MpaBWa, HWHCTPYKIIMA H T. M., YTBEPKICHHBIC
pactopsSIIUTETLHBIMU  IOKYMEHTAMHU, TPYNIHUPYIOTCS BMECT€ C YKa3aHHBIMU
JIOKyMEHTaMH.

9.1.5. [Ipuka3el O OCHOBHOW JAECATEILHOCTU (HOPMHUPYIOTCS OTACIBHO OT
IPUKa30B [0 KaJpOBBIM BoOMpocaM (JIMYHOMY COCTaBy) (Ha3HaueHUE,
nepeMelieHre, yBoJIbHEHUE COTPYAHUKOB, PUKA30B 00 OTIYCKaX, KOMaHIUPOBKax
U T.J10.).

9.1.6. IIpoTokobl 3aceiannuii KoJuleTuaabHbIX opraHoB OY rpynnupyroTcs B
JieJ1a B XpOHOJOTMYECKOM MOPSIIKE U IO HOMEpaM B Ipejeliax KaJeHAapHOro roja.
JIOKyMEHTBI K 3aCE€laHHUsM YKa3aHHbIX OPraHOB CUCTEMATU3HPYIOTCS IO JaTaM U
HOMEpPAM IPOTOKOJOB, @ B IMpEAENax IPYIIbl JTOKYMEHTOB, KOTOPbIE KaCAKOTCS
OJIHOT'O ITPOTOKOJIA, - IT0 IOBECTKE JAHS 3aCECIaHU.

9.1.7. Ilepemnucky cneayeT rpyNmupoBaTh B Jielia 3a MEPUO KaJeHIAPHOTO
roja. B neno nepenucky noMemarTcsi BCE JOKYMEHTHI, BOZHUKIIUE B X0
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pemienuss Bompoca. Ilepemucka cucreMaTtusupyercs B XPOHOJOTHMYECKOU
HOCJIEA0BATEIBHOCTH; TOKYMEHT-OTBET IOMEIIAETCS 32 JOKYMEHTOM-3aIPOCOM.

9.2. Odopmienue aeJ.

9.2.1. lena OY noamnexat ohOpMIICHHUIO ITPH UX 3aBEJICHUH U 110 3aBEPIICHUN
roja.

9.2.2. OdopmiieHue nena — MOArOTOBKA Jiefla K XpaHEHUIO BKIIOYAeT B ce0s
KOMIUIEKC paboT 10 ONMUCAHUIO Jieia Ha 00JI0KKE, MOAIIMBKE, HyMEpalu JUCTOB U
COCTaBJICHUIO  3aBepuTenpHOM Haamucu. OdopmieHue JAen  MPOBOJIUTCS
pabOTHUKAaMU OpraHU3allMd, B OOS3aHHOCTM KOTOPBIX BXOJWUT 3aBEJACHUE U
dopMupoBaHue Jied, TNPU METOAMYECKOM TOMOIIM U TMOJ KOHTPOJEM
OTBETCTBEHHOT'O 32 apXUB 00pa30BaTEIbHON OpraHU3aIuu.

9.2.3. B 3aBHCHMOCTH OT CPOKOB XpAaHECHHS MPOBOJUTCS TOJHOE WU
yacTuuHoe 0hopMIICHHUE Je.

9.2.4. TlomHOMY O(OPMIICHHIO TOAJICKAT Jea MOCTOSHHOTO, BPEMEHHOTO
(cBpimie 10 5ier) xpaHeHus (MO JMYHOMY COCTaBYy, JUYHBIE Je€Jia YBOJEHHBIX

PabOTHHKOB).

9.2.5. IlonmHOE OdopMIIEHHE JeNTa TPEAYyCMaTPHUBACT:

. TIOJIIITMBKY WJTU TBEPJIBIHA MEPETUIeT 1eT1a;

. HyMEpAIUIO JINCTOB B JICTIE;

. COCTaBJICHUE JTUCTA-3aBEPHUTEIIS,;

. COCTaBJICHUE B OCOOBIX cITydasx (Ipu 0(OPMIICHHH JIMYHBIX JICTI, TS
ydeTa 0co00 IIEHHBIX JIOKYMEHTOB) BHYTPEHHEH OIMUCH JOKYMEHTOB JIeTa;

. BHECEHUE HEOOXOIUMBIX YTOYHEHUH B PEKBU3UTHI OOJIOXKKH Jieja

(YTO‘-IHCHI/IG Ha3BaHUA HO,HpaBI[eJ'IeHI/Iﬂ, HMHACKCA U 3ar0JIOBKa I[ena, JaThbl AC€Jda U
ap.).

9.2.6. Jlena Bpemennoro (10 10 JieT BKIIOUMUTENIHHO) XpaHEHHUS TMOJJIEkKAT
qacTuaHOMY oopmiteHuto. Jlomyckaercs:

° XPaHUTD JI€JIa B CKOPOCHINBATCIIAX

° HC MMPOBOJUTHL NCPCCUCTCMATHU3AINIO JIOKYMCHTOB B JICJIC,
° JIMCTBI AC€JIa HC HyMCPOBATD,

. 3aBCPUTCIILHBIC HAAIINCH HE COCTABJIATD.

9.2.7. JIoKyMeHTBHI, MOJIJIEKAIUE MTOJTHOMY O(DOPMIICHHUIO, MOIITMBAOTCS Ha
YeThIpe MPOKOJa B TBEPAYIO OOJIOKKY M3 KapTOHA WM MEPEIJICTAIOTCS C YIETOM
BO3MO>KHOCTH CBOOOTHOTO UYTEHHS TEKCTa BCEX TOKYMEHTOB, JIaT, BU3 M PE30JIOIIUI
Ha HuX. [lpm moaroTroBke Aen K MOAIMMBKE (TMEpEIUieTy) MEeTauInYecKue
CKperuieHus  (CKOOBI, CKpemKH) U3  JIOKyMEHTOB  yjaastorcs.  [ena
MOCTOSTHHOTO XPAaHECHHS, COCTOANME U3 HEOPMATHBIX JOKYMEHTOB, XPaHSATCS B
3aKPBITHIX TBEPJIBIX MANKAX C TPEeMsI KJlaraHaMH U C 3aBSI3KaMH.

9.2.8. Ilpy Hanmuuu B Jeie HEBOCTPEOOBAHHBIX JMYHBIX JOKYMEHTOB
(TpyMOBBIX KHUXKEK W JIp.) 9TH JOKYMEHTHI BKJIAJBIBAIOTCSA B KOHBEPT, KOTOPHIH
3aTeM TMOJIIMBAeTCA B 3TO jeno. [Ipu Hamwumu OONBIIOTO KOJUYECTBA TAKHUX
JIOKyMEHTOB OHHM MOTYT M3BIMATBhCS U3 JIE], U Ha HUX COCTABIISICTCS OTIEIbHAs
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OTIVCh.

9.2.9. B koHIle KaXI0ro jena IMOIIIMBAIOTCA YUCThie OjaHkKu (popm is
3aBEPUTEIILHON HAJIIUCH.

9.2.10. B mensx obecredeHUss COXPAHHOCTH M 3aKpEIUICHUS MOpsJIKa
pacnoyioKEeHUs1 JIOKYMEHTOB, BKIIOUEHHBIX B [I€J0, BCE€ JIUCTBI, KpoMe
3aBEPUTENILHOT0, HYMEPYIOTCS apaOCKUMU IudpaMu B MPABOM BEPXHEM YIITy, HE
3a7ieBas  TEKCTa JIOKYMEHTa, TMPOCTBIM TpauuecKuM KapaHJalioM WA
HyMepaTopoM. YTOTpeOJeHNUE YePHUI M IIBETHBIX KapaHJAIIeH g HyMeparuu
JIMCTOB 3ampeniaercs. BHyTpeHHss ONMCh UMEET CaMOCTOSITEIIbHYIO HyMEpaIluio.

9.2.11. Jluctel €N, COCTOSAIIMX W3 HECKOJLKHX TOMOB WJIM YacTeH,
HYMEPYIOTCS 10 KKJIOMY TOMY WM YaCTH OTIEIHHO.

9.2.12. ®otorpaduu, YepTeKH, AUATPAMMbl U JAPYTHE WIUTFOCTPATHBHBIE U
crienuuuecKre JOKYMEHTHI, TPEACTABISIIONINE CAMOCTOSTENbHBIA JIUCT B JIETIE,
HYMEPYIOTCS Ha 00OPOTHOM CTOPOHE B JICBOM BEPXHEM YTITY.

9.2.13. CroxeHHBIN TUCT pa3BOpAYMBACTCS K HYMEPYETCS B IIPAaBOM BEpXHEM
yray. [Ipu aToM nuct ro6oro hopmara, MOAMMTHINA 32 OJIUH Kpaid, HyMepyeTcs KaK
OJIMH JIUCT; JIUCT, CIIOKEHHBIN ¥ TOAMINTHIN 32 CEpeUHY, MOICKUT MEPEITUBKE U
HYMEpYETCs KaK OJIMH JIUCT.

9.2.14. TToamuTeie B 1€7I0 KOHBEPTHI C BIOKCHUSIMH HYMEPYIOTCS; TIPH 3TOM
BHauaje HyMEepyeTCcs KOHBEPT, a 3aTeM OUYEPETHBIM HOMEPOM KaXK0€ BIOKCHHUE B
KOHBEpTE.

9.2.15. lloamuTeie B €JIO JOKYMEHTHI C COOCTBEHHOM HyMepaluel JHCTOB
(BKJTIIOUAsl TI€YaTHBIE WM3J]aHWSA) MOTYT HYMEpOBAaThCS B OOIIEM TMOPSJIKE WIH
COXpaHsTh COOCTBEHHYIO HYMEPAIIMIO, €CIM OHa COOTBETCTBYET MOPSIKOBOMY
PaCIOJIOKEHUIO JTUCTOB B JIETIC.

9.2.16. B cayuasix oOHapykeHHs OOJIBIIOTO 4YKCclia OIMMOOK B HyMepaluu
JUCTOB JieJla B JICTIOTIPOM3BOJICTBE TMPOBOJIUTCA WX TmepeHymepanus. [lpu
MEpEHYMEPALIMU JINCTOB CTAPhIE HOMEPA 3aUEPKUBAIOTCA OAHON HAKJIOHHOM 4epTOn
U PSJIOM CTaBUTCS HOBBIM HOMEp JIMCTAa; B KOHIIE Jela COCTaBJISETCS HOBAs
3aBepUTENIbHAS HAMKCH, IPU TOM CTapas 3aBepUTeIbHAS HANMKUCHh 3a4ePKUBACTCS,
HO COXpaHsETCS B JCIie.

9.2.17. [1ns y4eTa KOJIMYECTBA JIUCTOB B JIeNE U (PUKCAIIUU OCOOCHHOCTEN UX
HyMEpaIN¥ COCTaBIISICTCS 3aBEPUTEIIbHAS HAAMUCH ena. OHa COCTaBIACTCS B JIeTie
Ha OTJIEJILHOM JIUCTE — 3aBEpUTEIIE JIea. 3aBepUTeIbHasl HAAMUCh COCTABIISAETCS 10
YCTaHOBJICHHOH (hopMme.

9.2.18. Bce mnocnenyrolyde HW3MEHEHHS B COCTaBE M COCTOSIHUM Jiefia
(moBpexaeHUs, 3aMeHa MOIMHHBIX JIOKYMEHTOB KOMUSMU, PUCOEAMHEHUE HOBBIX
JOKYMEHTOB U T. Jl.) OTMEUAalOTCsl B 3aBEPUTEIBHOM HAIMUCU CO CCHUIKOM Ha
COOTBETCTBYIOIIUM aKT.

9.2.19. O6n0xkKa €N MOCTOSHHOTO, BpeMEHHOTo (CBbIlIe 10 JeT) XpaHeHus
¥ TI0 JIMYHOMY COCTaBy O(hopmIIsieTCsl IO YCTaHOBJICHHOM (opMe.

9.2.20. Ha 06:7105KKe Jie)1 TOCTOSIHHOTO XpaHEHHUs BBEPXY MPETyCMaTPUBACTCS
MECTO JUIsl HAaMMEHOBAaHMSI TOCYIAApCTBEHHOTO apXuWBa, B KOTOPBIM OHH OYyIyT
Nepe/Ianbl, a TAKXKE ApXUBHOTO MH(pa B MPABOM BEPXHEM H JIEBOM HUKHEM YTJIax.

9.2.21. Ilpu obopmiienuun 0010KkH Aen HanmeHoBaHue [1Ikobl ykaspiBaeTcs
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MOJIHOCTBIO IO YCTaBy, B UMEHHUTEIHHOM IaJeKe, COKpAIICHHOE Ha3BaHUE — B
CKOOKax.

9.2.22. OGs3aTeNbHBIMU PEKBU3UTAMHU OOJIOXKKH Jiejia SIBJISICTCS YKa3aHHUeE
KOJIMYECTBA JINCTOB B JIEJI€, KOTOPOE MPOCTABIIAECTCS HA OCHOBAHUU 3aBEPUTEILHOMN
HAJITUCH JIeNa, U CPOKa XpaHEeHH s Jiena (Ha Aesiax MOCTOSTHHOTO XPaHEeHU I TUIIETCS:
«XpaHUTh TOCTOSIHHO»), KOTOPBI NEpeHOCUTCS Ha OOJOXKKY Jefa U3
HOMEHKJIATYpHI TOCJIe CBEPKHU €T0 TI0 CPOKaM XpaHEHUs B TIEpEUHE.

9.2.23. ]Ins yyeTa TOKyMEHTOB ONPEEICHHBIX KaTErOpUi JeJ1 MOCTOSHHOTO
U BpeMeHHOTO (cBhIme 10 JeT) XpaHeHus!, y4eT KOTOPBIX BBI3BIBACTCS CIICIM(PUKOMN
JAaHHOW TOKyMEHTaluu (JIMYHBIE Jie7a, 0c000 IEHHBIE), COCTABISAETCS BHYTPEHHSSA
ONKCH JOKYMEHTOB JIefa.

9.2.24. BHyYTpEeHHIOIO OIKCHh HEOOXOAMMO TaKXKE COCTABIATh B JIellax
MOCTOSTHHOTO W BpeMeHHOTO (cBhimie 10 ner) xpaHeHus, chOpPMHPOBAHHBIX IIO
Pa3HOBUAHOCTSIM JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiep’KaHne JOKYMEHTOB.

9.2.25. BHyTpeHHSsI ONUCh COCTaBISETCS HAa OTACIBHOM JIHCTE IIO
YCTaHOBJICHHON (opMe, KOTOpasl COACPIKHUT CBEASHHUS O TMOPSAIKOBBIX HOMEpax
JOKYMEHTOB Jlella, X MHJIEKCax, JaTax, 3aroJIOBKax W HOMEpax JIMCTOB JeNa, Ha
KOTOPBIX PACIOJIOKEH KaXKAbIH JOKYMEHT.

9.2.26. K BHyTpeHHEH ONTUCH JieNia COCTABIIACTCS UTOTOBAs 3aMHCh, B KOTOPOM
yKa3bIBaeTcs Lu(paMu U NPONKUCHIO0 KOJMYECTBO BKIIOUEHHBIX B HEE IOKYMEHTOB
Y KOJINYECTBO JIMCTOB BHYTPEHHEHN OIUCH.

9.2.27. BHyTpeHH:S ONKCh MOJIUCHIBAETCS €€ COCTaBUTENIEM C YKa3aHHEM
JOJKHOCTH, MOANKCH, paclIu(POBKH MOANNCH U HyMEPYETCs B J€Jie OTIAEIbHO.

10.XpaHeHue U YHHYTOKEHHE JOKYMEHTOB.

10.1. JoxymeHTsl (mema) ¢ MOMEHTa co3daHus (TOMydYeHUs) WU
dbopmupoBanus xpansaTcs B OV 10 nepenadn apXuBHOMY YUPEKICHUIO.

10.2. PykoBoautens OV u cnenuaibHO Ha3HAYCHHOE JIUIO (JTUIa) 00s3aHbI
o0ecIeunTh XpaHeHUE TOKYMEHTOB U JICIT.

10.3. Jlena mOJKHBI XpaHUTHCS B BEPTUKAJIBHOM MOJIOKEHHWU B HIKadax,
KOTOpbIE 3aKkpbIBatoTcs. Ha kopenikax o0J0KeK /1e7T yKa3bIBalOTCsl HOMepa Jell.

10.4. Belmaua Jgen BO BpPEMEHHOE IIOJIb30BaHHE padoTHukam OV
OCYIIECTBJISIETCS C YCTHOTO pa3pellieHus] PyKOBOJIUTENS, a APYTUM YUPEKICHUSM -
C €ro MUCbMEHHOro paspemieHus. Ha BblgaHHOE JI€JI0 COCTaBISETCS KapTOodka -
3aMeHUTENb. B KapTouke yKa3bIBaIOTCS HOMEp Jelia, 3arojioBOK Jiela, JaTa ero
BbIJauH, JINII0, KOTOPOMY JI€JIO BBIJJAHO, J]aTa €ro BO3BPATa, MOJIIKCH JIUII, KOTOPbIE
BBIJQINA Y TIPUHSUITH JIETI0.

10.5. [IpenocraBiienne 1e71 BO BPEMEHHOE MOJIh30BAHUE OCYIIECTBIISICTCS HE
0oJee yeM Ha OJMH MECSL.

10.6. U3paTue 1OKyMEHTOB U3 JieJia TOCTOSTHHOTO XpaHEeHUs 3anperniaeTcs. B
UCKIIIOUUTETFHBIX CIydasX H3bSITHE JTOKYMEHTOB JOMYCKAeTCS C pa3perieHus
pykoBoautenss OY ¢ o0s3aTeNbHBIM OCTaBJICHUEM B JIEJI€ 3aBEPEHHBIX JIOKHBIM
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00pa3oM KOIIHH.

10.7. ITocne okoHYaHUS CPOKa XpaHEHUsI JOKYMEHTOB, KOTOPbhIE HE MOIeKaT
nepeadye apXuBHBIM YUPEKICHUSAM, TOKYMEHThI CIIUChIBatOTCsE komuccuet OV 1o
MPOBEJICHUIO  AKCHEPTU3bl  I[IEHHOCTH JOKYMEHTOB, KOTOPYH  Ha3Hayaer
pykoBogutens OY. Ha cnucanHylo JOKyMEHTAIMIO OJKCIEPTHAs KOMUCCHUS
COCTaBJISIET COOTBETCTBYIOIIUI aKT.

10.8. CriucanHasi JOKyMEHTAaIIUsl YHUYTOXKAETCS.
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