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HHCTPYKLUMUA 11O JEJOITPOU3BOACTBY

1. OO0mme moJrokeHus

1.1. MHcTpykuust 1o JeJONpou3BOACTBY B MyHHIMIAIBHOM 0011€00pa30BaTeIbHOM
yupexaennn «Cpenssist oomeoOpasoBarenpHas mkoia Nel2» ropoackoro okpyra «ropoja SIkyrck»
(manee — MWHcTpykuMsi) ycTaHaBIMBAeT €IMHYI0 CHCTEMY JEJIOIpPOU3BOJCTBA M  IMOPSAJIOK
HOJArOTOBKH, O(OPMIIEHUS, IPOXOXKJIEHHUsS, KOHTPOJIS 3a UCIOJHEHHEM, Y4eTa, XpaHCHHs,
U3TOTOBJICHUS, KONUPOBAHUS M TUPAKUPOBAHUS CIIY)KEOHBIX JOKYMEHTOB B MyHHUIIMNIAIbHOM
o0mieoOpa3oBaresibHOM yupexaeHun «Cpeansist obmeodpazoBaTenbHas mkosa Nel2» ropoackoro
OKpyra «ropoj JKyTcK».

1.2. MHcTpykuus pa3paboTaHa B COOTBETCTBUU C TPeOOBaHUAMU (hefiepalibHbIX 3aKOHOB OT
22.10.2004 Ne 125-d3 «O06 apxuBHOM Jnese B Poccuiickoit @eaepannmy», ot 27.07.2006 No 149-D3
«O06 nH(popMmaru, HHGOPMAITMOHHBIX TEXHOJOTHAX M 0 3ammTe uHpopMmarum», oT 02.05.2006 Ne
59-®3 «O mopsinke paccMOTpeHust oOpamieHuit rpaxaan Poccuiickoit denepanumy, ot 01.06.2005
Ne 53-@3 «O rocynapctBeHHOM si3bike Poccuiickoit @enepanun», oT 06.04.2011 No 63-D3 «O6
ANIEKTPOHHOM moanucu», [IpaBun XpaHEHHUs, KOMIUIEKTOBaHMUS, ydeTa M UCIOJIb30BaHUS
JOKyMeHTOB ApxuBHoro ¢onjga Poccuiickoit ®enepauuu M ApYrMX apXUBHBIX JOKYMEHTOB B
OopraHax TIOCY/JapCTBEHHOW BIJIaCTH, OpraHaXx MECTHOIO CaMOYIpaBJIEHUS, OpraHU3aIusiX,
YTBEPKICHHBIX OpHKa3oM MuHKyaeTypbl oT 31.03.2015 No 526, HallMOHAJIBHBIX CTAaHIAPTOB
Poccuiickoit ®eneparmmu 1o ympaeineruto jgokymentamu: ['OCT P 7.0.8-2013 «CHUBU.
Jenonpou3BoAcTBO U apxuBHOe jaen0. Tepmunsl u onpenenenus», TOCT P 7.0.97-2016 «CUBU/.
OpranuzanvoHHO-pacnopsIuTeNbHas JoKkyMeHTanus. TpeboBanust K 0OpMIICHUIO JOKYMEHTOBY,
[OCT P HCO 15489-1-2007 «Cucrema craHaapToB 1o wuHpopMaluu, OUOIMOTEUHOMY U
U3JIaTENIbCKOMY JIeNy. YTpaBieHue JokyMeHTaMu. O0mue TpeOoBaHUs».

1.3. Ilpumenenne WHCTPYKIMM JOKHO CIOCOOCTBOBATH (DOPMHUPOBAHMUIO OQPHUIMATIBHO-
JIEIIOBOTO CTHJIS IOKYMEHTOB, MOATOTaBINBAEMbIX B 00pa30BaTEIbHOM YUPEKACHUN; COKPAILICHHIO
3aTpar TpyJa U CpeACTB B Mpolecce Co3JaHMs JOKYMEHTOB. HCTpyKuus sSBisieTcs: 00s13aTeIbHON
JUISL UCHOJHEHUs paOOTHUKAMU U JIMLAMH, OCYIIECTBISIOIIMMHU TOATOTOBKY M OQOpMIIEHHE
JIOKYMEHTOB.

1.4. Tlonoxenust IHCTpYKIIMKM pacpOCTPaHsAIOTCS HAa OPraHU3aINI0 paboThl ¢ JOKYMEHTaMHU
HE3aBHCHMO OT BUJA HOCUTEIS, B TOM UUCIIE 3JIEKTPOHHBIMHU JOKYMEHTaMH, BKJIIO4Yasi OATOTOBKY,
00paboTKy, XpaHEHHWE M HCIOJb30BaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIX C MPUMEHEHUEM
UH(POPMALIMOHHBIX TEXHOJIOTUH.

1.5. OcobGennoctn pabOTBI € JOKYMEHTaMH, COJEPKAIUMH KOH(PUICHIIUATBHYIO
uHpopmanuio (cayxkeOHYIO W HMHYI0 TaiiHy, I€pCOHaJbHBbIE JAHHBIC), PETryIUPYIOTCS
CHEeLMaNbHBIMM  HOPMATHBHBIMM  aKTaMHM  (MHCTPYKLUSAMH, IIOJIOXKEHUSMH, IpaBUIaMH),
YTBEP)KIaeMbIMH PYKOBOJIUTENIEM 00pa30BaTEIbHOTIO YUPEIKICHHUS.
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1.6. TpeboBanust MHCTpyKIMK K paboTe ¢ OyXrajiTepckoil, HaydHO-TEXHHUECKOW U IpYroi
CHeLMaNbHOM JOKyMEHTalMel paclpOoCTPaHSIOTCS JIMIIb B YAacTH OOIIMX MPUHIMIIOB PabOThI €
JIOKYMEHTaMHU, a TaK)Ke IOJIrOTOBKU JOKYMEHTOB K Iepefiaue Ha apXUBHOE XpPaHEHHE.

1.7.  OTBeTCTBEHHOCTb 3a OpraHM3alldl0 M  COCTOSHME  JIJIONPOU3BOJCTBA B
00pa30BaTENIbHOM YUPEKACHUN HECET PYKOBOIUTEID, KOTOPBIM:

— yTBepk1aeT MHCTPYKIUIO 0 A0 POU3BOACTBY U HOMEHKIIATYpPY A€l 00pa30BaTeIbHOIO
YUpEXKJIEHUS,

—obecrieynBaeT ~ BHEJAPEHHWE U KOHTPOJIMpPYeT  COOJIOAEHHE  CTPYKTYpHBIMHU
NoJpa3ieIeHUsIMI TpeOOBaHUH HacTosAeH NHCTPYKIIMU 1 TOCYIapCTBEHHBIX CTaHIapTOB;

— IPOBOAUT IPOBEPKY COCTOSIHHSI [JEJIONPOU3BOJCTBA B CTPYKTYPHBIX HOJpPa3/IEIEeHUsIX
00pa30BaTENbHOIO YUPEKIACHNUS;

— obecrieunBaeT METOINYECKOE PYKOBOACTBO, MHCTPYKTAXX M KOHTPOJIb 3a COOJIOJCHUEM
YCTAaHOBJIEHHOI'O IOpsAAKa pabOTbl C JOKYMEHTaMU B CTPYKTYpPHBIX IOJpa3ieieHUsIX
00pa30BaTENLHOIO YUPEKICHUS,

— MHUIUHUPYET TOBBIIICHHE KBATU(PHUKAIIMHA PAOOTHUKOB IO BOIIPOCAM JEIONPOU3BOICTBA;

— YAOCTOBEpSIET NOAMMUCHIO U MEYaThi0 JOKYMEHTHI.

1.8. HemocpencTtBeHHO BeAET JEIONPOU3BOJACTBO B 00pa30BaTEIbHOM  YUPEKICHUU
JIeNIONPOU3BOAMTENb M (WJIM) OTBETCTBEHHBIM 3a BeleHHe JeJIONpOM3BOJACTBA (nanee —
JIEJIONPOU3BOJUTENL), KOTOPBIM Ha3HAayaeTcs MPHUKa30M pYKOBOJUTENs 0Opa30BaTeIbHOrO
yupexaeHus. Jlenonpous3Boaurenb B COOTBETCTBUU C BO3JI0KEHHBIMU Ha HETo 3a1a4aMHu:

— OCYILECTBJISIET PETUCTPALIMIO U YUET JOKYMEHTOB;

— OpraHu3yeT JOKYMEHTO000poT, pOpMHUPOBAHUE JE]l, UX XPAHEHUE;

— OCYILECTBIISIET TEKYLMI KOHTPOJIb 33 CBOEBPEMEHHBIM PACCMOTPEHUEM U MTPOXOKICHUEM
JIOKYMEHTOB B 00pa30BaTeIbHOM YUPEKICHUH;

—obecrnieunBaeT COOJNIIOJIEHHE €IMHBIX TpeOOBaHMM MO MOATOTOBKE JOKYMEHTOB U
yupexkaAeHus: paboThl C HUMHU B YCIIOBHSX AJIEKTPOHHOTO IOKYMEHTO000pOTa;

— 000061maet npopMaino 00 00beMax JOKyMEHTO000pOTa;

—opraHu3yer (OpMHUpOBaHME M XpaHEHHWE JOKYMEHTAallMOHHOro (QoHIa U  €ro
HCIIOJIb30BaHUE.

1.9. Benenue nenonpousBOJACTBA B CTPYKTYPHBIX IOAPA3JEICHUAX OCYILECTBISAETCS B
COOTBETCTBUU C JOJKHOCTHBIMU 00SI3aHHOCTSIMHU.

1.10. TIpu yxozme B OTITyCK, Bble37€ B KOMaHIMPOBKY, Ha BpeMs OOJE€3HM MM B Clydae
YBOJILHEHUS U MEpEMEIIEHHs N0 ciyk0e pabOTHHUKHM 0053aHbI NepefaTh BCe HaXOASIIUECS Y HUX
JIOKYMEHTBI JJpyroMy paOOTHHKY 10 YKa3aHHIO BBIIIECTOSIIETO PYKOBOAMTENS, IPU YBOJbHEHUU
pabOTHUKA WUIIH TIEPEBOJIE HA IPYTYIO IOJDKHOCTD Iepesiada JOKYMEHTOB U JI€] OCYILECTBISAETCS 0
aKTy npuema-nepenauu (npunoxxkeHust Ne 1, Ne 2).

1.11. Ilpu mepexone Ha Apyryto paboTy paOOTHUKOB, 3aHHMAIOLIUXCS B CTPYKTYPHBIX
MOJpa3/ieIeHUusIX 00pa30BaTEIbHOIO YUPEXKICHHUST BEICHHUEM JIEIONPOMU3BOJICTBA, Ieperadya BcexX
JOKYMEHTOB BHOBb Ha3HayaeMbIM paOOTHUKAM IPOU3BOJAUTCS MO aKTaM IpHeMa-lieperadd,
KOTOpBIE YTBEp)KIAIOTCA pykoBoauTesneM. Komnmm axkToB HampaBislOTCS B KaHLEISAPUIO
PYKOBOAMTETIS.

1.12. B cnyuyasx AJUTEIBHOTO OTCYTCTBUS pPAabOTHHMKA CTPYKTYPHOTO MOJpa3/ieieHus
(oTmyck, ciay)xeOHasi KOMaHIWPOBKA, OONMBHUYHBIA JIUCT W T. J.) HEOOXOJUMO TMepenaTh
OTBETCTBEHHOMY 3a BEICHME JIEIONPONU3BOJCTBA JOKYMEHTBI, HAXOASAIINECS Y HETO HA UCIIOJIHEHNUN
M0 YKa3aHUIO PYKOBOJIUTEIIS.

1.13. PykoBoauTeNN CTPYKTYPHBIX MOApa3JeNeHHii 00pa3oBaTeIbHOIO YUPEKACHUS HECYT
NEPCOHAIBHYI0 OTBETCTBEHHOCTh 3a BBINOJHEHHE TpeOoBaHWNH WHCTpyKUHMH U COXPaHHOCTh
HaXOJAIIMXCS Y HUX AOKyMeHTOB. O ciydasx yTpartbl, IOPYH 3aperMCTPUPOBAHHOIO JTOKYMEHTa
pabOTHUK 00513aH HE3aMEUINTENIBHO JOJI0KHUTh PYKOBOJUTEII0 00pa30BaTENbHOTO YUPEKICHNUS.

1.14. BHecenne u3MeHeHUN B WHCTPYKLHIO OCYIECTBISETCS IMPUKA30M PYKOBOIUTEIS
00pa30BaTENBLHOTO YUPEXKAECHUS TOCIIE UX COINIACOBAHUS C MEarOrMYeCKUM COBETOM.



1.15. C BHOBb HPUHATHIMH DPAOOTHUKAMH, Ha KOTOPBIX BO3JAraloTCs OOS3aHHOCTH IO
BEJICHUIO JIEJIONPOU3BOJICTBA, B TEUCHHE TPeX JHEW MOCie MOCTYIUIEHHs] Ha paboTy MPOBOIUTCS
MHCTPYKTAX IO BEJICHUIO JIEJIONPOU3BOICTBA PYKOBOJUTEIEM 00Pa30BaTEIbHOTO YUPEKACHUS.

1.16. PaboTath ¢ JOKyMEHTaMHU BHE Cy>K€OHBIX IOMEIICHUI U BHOCUTh B HUX HCITPABICHUS
3anpenaercs.

1.17. Benenwe mepenuckd C OPraHU3alUsIMU  OCYILIECTBISACTCS  PYKOBOAUTEIEM
00pa30BaTENbHOTO YUPEKACHUS UM UHBIM YIIOJIHOMOUYEHHBIM UM JOJKHOCTHBIM JIULIOM.

1.18. Bemonnenue Hacrosmer WHCTpyknuM 00s3aTebHO IS KaXI0ro pabOTHHUKA
00pa30BaTeNLHOTO YUPEKICHUS, C €€ TPEOOBAHUSIMI PAOOTHHUKHU JOJKHBI OBITh 03HAKOMIICHBI 10T
MOJIITHUCH.

2. JIoKkyMeHTBI 00pa30BaTeIbHOI0 YUpesKIeHHs

2.1. PykoBonutenb 00pa3oBaTENbHOIO YUPEKACHHS WM JIMIO, UCIHOJHSIOUIEE €ro
0053aHHOCTH, HW3JaeT NPUKA3bl, HHCTPYKIHMH, NPaBWIA, TOJOXKEHUS, OOs3aTelbHbIE IS
UCIIOJTHEHUSI BCEMH  CTPYKTYPHBIMHU  MOJAPA3JENCHUSIMH  OOpa30BaTEIbHOTO  YUpEXKJICHUS
(mpunoxenust Ne 3, Ne 4).

2.2. Xox oOcyxIeHusi BOIPOCOB HA 3aceJaHMsIX KOJJIETHAJIbHBIX OpPraHOB, COBETOB,
coOpaHMsIX, COBELIAHUSAX U PELEHUs], IPUHUMAaeMble Ha HUX, PUKCUPYIOTCS B IPOTOKOJIAX.

2.3. [Inst oCyIecTBIEHHS ONEPATUBHBIX CBS3EH C IPYTMMH OpPraHU3alUsIMU U Tpa)JaaHaMu
UCTIONB3YIOTCS Takue (POPMBI, KaK MHCbMa, (PaKChI, TEIerpaMMBbl, Tele(OHOrpaMMBbI.

24.]Ins  oCylIecTBIEHUS  MpUEMa,  YBOJIbHEHHUS,  IEpeMelleHUuss  pabOTHUKOB,
NPEJOCTABIICHHUS KM OTITYyCKOB O(OPMIISIOTCS] TPYIOBBIE TOTOBOPHI, IPUKA3bI 110 IMYHOMY COCTAaBY,
3asBJICHUS, TPYIOBbIE KHIKKH, TMYHbIE KAPTOUKH U JP.

3. IIpaBuiia ogopmiieHnsi JOKyMEHTOB

3.1. OcHoBHbIe TPpeOOBaHUs 10 0(pOPMIIEHHIO JOKYMEHTOB

3.1.1. loxymeHTsl opopMisitoTcss Ha OnmaHkax OOpa30BaTEIbHOrO YUPEXKACHUS U MUMEIOT
YCTAHOBJICHHBIN KOMIUIEKC 0053aTeNbHBIX PEKBU3UTOB M CTAOMIIBHBIM MOPSIOK MX PACHOIO0KEHUS
(pacnosio’)keHUEe PpEKBU3UTOB Ha OJIaHKaxX OpraHu3allMOHHO-PACTIOPSIIUTENbHBIX JOKYMEHTOB
coorBercTByeT [OCT P 7.0.97-2016 «Cucrema craHnapToB mo MH(popmManuu, OubIuoTedyHoMy U
u3zaTeNbckoMy  neny. OpraHu3allMOHHO-paclopsiAMTENbHas JOKyMeHTauus. TpeboBaHus K
0(pOPMIICHUIO TOKYMEHTOB).

3.1.2. B o6pa3oBaTeabHOM YyUPEKICHUH MPUMEHSIIOTCS MTPOI0TIbHBIE OJTaHKHU:

— Onmank uceMa (mpuioskeHus Ne 5, No 6);

— Onank npukasa (mpuioxeHust Ne 7, Ne 8).

bnanku nOKyMEHTOB M3roTaBiuBaroTcs Ha Oymare ¢opmaroB A4 (210 x 297 mm), AS (148
x 210 mm). Kaxaplit mucT nokymeHTa, opOpMIICHHBIN Kak Ha OnaHke, Tak U 0e3 OlaHka, TOJIKEeH
UMETb MOJIS:

30 MM — I€BOE;

10 MM — mpaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

Hcnonp3oBanue 01aHKOB MTPOU3BOILHON opMbI He pazpemaercs (mprioxeHus Ne 3 u Ne 4).

3.2. O¢opmiieHHE PeKBU3UTOB JOKYMEHTOB

ABTOp 10KYMEHTa

HaumenoBanue OOpa3zoBaTeIbHOIO YUPEXKIEHHUS YKa3bIBa€TCS B TOYHOM COOTBETCTBHU C
ycraBoM OOpazoBaTenbHOro yupexaeHus. CokpalleHHO€ HauMEHOBAaHUE IIOMEIAeTCsl IO0j
MOJTHBIM HAUMEHOBAHUEM B CKOOKaX.

HaumeHoBaHMe CTPYKTypHOTrO moJpa3fiefieHuss — aBTopa JOKyMEHTa MHCIIONb3yeTcs B
OnmaHkax mHceM W OJNaHKaX KOHKPETHBIX BUAOB JOKYMEHTOB M YKAa3bIBaeTCs IOJ TOJHBIM H
COKpaIlleHHbIM HauMeHoBaHUsIMH OOpa30BaTENLHOTO YUPEKICHNUS.

HaumeHnoBaHue [ODKHOCTM JIMLA — aBTOpa JOKYMEHTa HCIIONb3yeTcs B OJaHKax
JOJKHOCTHBIX JIML M pacrojaraercss mojJ, HauMeHoBaHueM (OO0pa3oBaTENbHOIO YUYPEKICHHUS.



https://vip.1obraz.ru/#/document/97/383888/

HanMeHoBaHue JOKHOCTM JMIla — aBTOpa JOKYMEHTa YKa3bIBA€TCSI B COOTBETCTBUU C
HalMEHOBAHUEM, IIPUBEJICHHBIM B PaclOpAIUTEIbHOM TOKYMEHTE O Ha3HaYEHNUHU Ha JJOJKHOCTb.

CnpaBoyHble JaHHBbIe 00 00pa3oBaTeIbHOM YUpesKAeHUN

CrpaBounble gaHHble 00 OOpa3oBaTEIbHOM YUPEXKICHUM YKa3bIBAIOTCS Ha OJaHKax MUCEM
U BKJIIOYAIOT B ce0s: aapec, HoMep TenedoHa, Gakc, aapec 3IEKTPOHHON MOYTHI, CETEBOM ajpec, a
taxxe OKIIO, OI'PH, UHH u KIIIT yupexaenus.

HaumeHoBaHHMe BHIa JOKYMEHTA

HaumeHoBaHue BuAa JOKyMEHTa, cocTaBieHHOro OO0pa3oBaTeIbHBIM YUPEKICHHUEM,
JIOJDKHO OBITH OIPENENIeHO YCTaBOM (TIOJO0KEHHWEM) M JIOJDKHO COOTBETCTBOBATh HAMMEHOBAHUSM
BUJIOB JIOKYMEHTOB, IpexycMoTrpeHHbiM OKY I: akT, cripaBka, 3amucka, CBOJKa, OT3bIB, IPOTOKOJI,
CIIMCOK, U3BeEllIeHUE U J1p. PacriopsinnTenbHble JOKYMEHTBI YUPEXKIECHUS U3JAI0TCS CO CIEAYIOIUMU
Ha3BaHUAMM: [IPUKA3, PACIIOPSKEHUE.

HaumenoBanue BuJa M pa3HOBUJIHOCTU JOKYMEHTa HE YKa3blBaeTCs B NHUCbMax. MecTo
COCTaBJICHUS WJIM M3J1aHUs JOKYMEHTa yKa3blBaeTcsl Ha OjaHkax JOKyMeHTOB OOpa3oBaTelbHOIO
yUpEXJIEHUs, 3a MCKIIOueHueM OjaHKoB mnuceM. Ha3zBaHue noKyMeHTa reyaraercs HMpONUCHBIMU
OyKBaMH MOIYKHUPHBIM IIPUPTOM.

JaTa nokymeHnra

JlaToil OKyMeHTa SBJISIETCS JlaTa €ro MOJNUCAHUs (MM YTBEpXKIEHMs); Ui JOKYMEHTa,
IPUHUMAEMOI0 KOJUIETHAJIbHBIM OpraHoM (IIPOTOKOJIA), — Jara €ero 3aceiaHus (MpUHATUSA
peleHus), Uil aKkTa — Jata coObITHS, JUIsl JOKYMEHTA, TPEOYIOLIero ero yTBepkJIeHus, — AaTa ero
YTBEPKACHUS.

Jlis TOKyMEHTOB, COCTaBJEHHBIX OJHOBPEMEHHO HECKOJBKMMU OpraHU3alMsIMHU, IaTON
JIOKYMEHTA SBIISICTCA JaTa NOANMCAHUS €TI0 IOCIEIHEN OpraHu3auei.

Jlata noanucanusi, yTBEp>KIACHUs, COINIACOBAHUS JOKYMEHTA, a TAKXKE JaThl, COEPKaIINUecs
B TEKCTE, JOHKHBI 0DOPMIISITHCS TU(PPOBBIM CITOCOOOM. DJIEMEHTHI AaThl MPUBOJSATCA apaOCKUMHU
udpaMu B OZHY CTPOKY B ITOCIIEI0BATEIbHOCTH: JI€Hb MECSIa, MECALL, TOI.

Hanpumep: 14.06.2018.

PerucrpanuoHHbIA HOMEP JOKYMEHTA

Peructpanmonnsiii Homep — 1u@poBoe WiIM OyKBEeHHO-IM(ppoBOoe 0003HAUYEHHE,
IIPUCBaNBAEMOE JOKYMEHTY IIPHU €r0 PETUCTPALINH.

Perucrpanus 1okymMeHTa MPOBOJUTCS MOCIIE €r0 MOMUCAHUS W YTBEPXKICHUS.

JUis BHYTPEHHUX AOKYMEHTOB — IIPHUKA30B, MPOTOKOJIOB — 3TO IOPSAAKOBBIM HOMEp B
npejenax KajJeHIapHoro roja 1o KaxaoMy BUJly UM Pa3HOBUJHOCTU JOKYMEHTOB.

B npuka3ax perucTpanMOHHBIH HOMEP MOKET JOMOJHATHCH OYKBEHHBIM HHICKCOM,
0003HAYAOIIMM PA3HOBMIHOCTH (Hanpumep: TPUKaA3 10 OCHOBHOWH /1esITeJbHOCTH OT
15.05.2018 Ne 2531; npuka3 no auuHomy cocraBy ot 10.01.2018 Ne 2251¢, npukas 00 ormyckax
ot 25.01.2018 Ne 420T, npuka3 no koMaHAUpoBKaM ot 25.01.2018 Ne 25k).

JUig NCXOQAIIMX JOKYMEHTOB PETUCTPALIMOHHBIA HOMEP COCTOMT:

1) u3 mopsAIKOBOTO HOMEpA B MpeiesiaX MacCUuBa OTIIPaBIsIEMON KOPPECTIOH IEHIUY;

2) uH/IeKca Jiena B COOTBETCTBUM ¢ HOMEHKJIAaTypoii e OOpa3oBaTeIbHOTO YUpekKACHUS.

PerucrpanmoHHblii HOMEp JOKYMEHTa, COCTaBJICHHOIO COBMECTHO JIByMsS U Ooiee
OpraHM3alUsIMH, COCTOUT M3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXIO0HM M3 3THUX
OpraHu3aIyii, MPOCTaBISEMBIX Yepe3 KOCYIO YEPTY B MOPSIIKE YKa3aHHs aBTOPOB B JOKYMEHTE.

CcpulKka Ha perucTPALMOHHBIN HOMEP M 1aTy JOKYMEHTA

Ccbulka Ha pPETUCTPAllMOHHBIM HOMEp M JaTy JOKYMEHTa BKJIOYaeT B  cels
pPETUCTpallMOHHBI HOMEp U JaTy JOKYMEHTa, Ha KOTOPbIM JoJKeH ObITh aaH oTBeT. CchUlka Ha
HOMEp M JaTy JIOKyMEHTa HCIOJIb3yeTcsl Mpu O(OPMIIEHUHU IHCEM, SBIISIOIIMXCS OTBETAaMHU Ha
NOCTYNMBIIEE MHUCBMO (3ampoc, Hpock0y U 1p.). CBeneHus B PEKBUZHUT MEPEHOCATCS C
HOCTYIUBIIETO JOKYMEHTa U COOTBETCTBYIOT PETHCTPAllMOHHOMY HOMEPY M JAaTe MOCTYINMBIIETO
JIOKYMEHTA.

OrpaHnunTenbHas OTMETKA Ui JaHHOI'O PEKBU3MTA MPOCTABIIAETCS B JIEBOM yacTu OJaHKa
IMChbMa M0J] PEKBU3UTOM «J1aTa» U «PErHCTPAllMOHHBIN HOMEP JOKYMEHTa.



Hannune naHHOTO peKBU3WUTA MCKIIOYAET HEOOXOIUMOCTh YIIOMHHAHHUS HOMEpa M JaThl
IOCTYNUBIIETO JOKYMEHTa B TEKCT€ IMCbMa, YTO OCBOOOXKIAeT TEKCT OT CIPaBOYHOMH
uHpOpMaLnH.

MecTo cocTaB/ieHHsl MU U3JaHUSI TOKYMEHTA

Mecto cocraBiaeHus (u3gaHusi) JoKyMeHTa (. SIKyTck) ykasbIBaeTcsi B JOKYMEHTaX,
U3rOTaBJIMBAaEMbIX Ha OJaHKaX KOHKPETHBIX BUOB JIOKYMEHTOB.

Anpecart

JIOKyMEHTBI aJipeCyOT B OpraHbl BJIACTH, YUPEXKJEHHs, UX CTPYKTYpHbIE MOApa3AeiICHHUs,
JOJKHOCTHBIM W (PU3UUECKUM JIUIAM.

IIpn agpecoBaHMU NOKYMEHTa B OPraH BJIACTH, OPraHU3aLMI0 WIM ee CTPYKTYpPHOe
noapasjaesqeHue (0e3 ykazaHMs [JOJKHOCTHOIO JIMIIA) HMX HauMMEHOBaHHe MNHINYT B
HMEHHUTEeJILHOM HNajiesxKe.

Hanpumep:

MuHucTepcTBo 00pa3oBaHusi U HAYKH
Pecny0smmku Caxa (SAkyrtus)
JenapTaMeHT 10 KOHTPOJIIO U HAA30Py

Ilpy HampaB/ieHMH [JOKYMEHTA [O0/LUKHOCTHOMY JIMIy Ha3BaHHMe Y4YpPeKJICHHS U ee
CTPYKTYPHOIO MNOAPa3fe/ieHHs] YKAa3bIBalOT B HMEHUTEJbHOM Majexe, a [JAOJKHOCTbL H
bamumo agpecata — B aaredabHOM. UHMmumaasl craBstess mocie (GpaMuinv He3aBUCHMO
OT TOr0, KOMY aJpeCcOBaH JOKYMEHT — J0JKHOCTHOMY JIMILY HJIH (PU3UYECKOMY.

Hanpumep:

MuHucTepcTBO 00pa30BaHUA U HAYKH
Pecny6siuku Caxa (SAAxyTus)
JdemapraMeHT 110 KOHTPOJIIO U HAA30PY
I'naBHOMY cnenuaJIuCcTy

HNBanosoii U.H.

Wnu Ha3zBaHue YUpCKACHUA BXOAUT B HAMMCHOBAHHUC JOJIKHOCTU U OCI)OpMJ'ISICTCH B
JaTCJIIbHOM ITaACKE

Pextopy
HHCTUTYTA
HBanosoii 1.H.

B cocrtaB pexBu3MTa MOXET BXOJIUTH MOYTOBBIM agpec. DJIEMEHTHl MOYTOBOTO ajapeca
YKa3bIBalOTCA B TMOCIEAOBATEIbHOCTH, YCTaHOBIEHHOM IIpaBuiiaMu oOka3zaHWs YCIYr MOYTOBOM
cBs3u. [Ipu agpecoBaHny MMCcbMa B OPraHU3AIMIO YKA3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM ITOYTOBBIN
ajpec.

Hanpumep:

Penakuus xypHaina
«Knckmm»

Jlenuna mpocr., 1. 6,
r. Sxyrck, 677000

AJIlpec HE TMPOCTABISETCS Ha JOKYMEHTaX, HANpaBIsSIEMbIX B MPaBUTEIHLCTBEHHBIC
YUPEKIEHUSI U TMOCTOSIHHBIM KOPPECIIOH/IEHTAM, B 3TUX CIIy4asiX MOTYT IMPUMEHSThCS KOHBEPTHI C
3apaHee HaleyaTaHHBIMH a/IpeCaMU.

IIpu agpecoBannu 10KyMeHTa (pu3nvecKOMY JIMIY HEOOXOAMMO YKa3bIBaTh GaMu/InIo,
HHHULMAJIbI, 3aT€M MOYTOBBIN ajapec.

Hanpumep:

HNBanosy U.H.
YepubimeBckas yJi., 1.100, ks. 100,
r. AAxkyrck, Pecnydsmka Caxa (SIkyrus), 677000



JIOKyMEHT HEe JOJDKEH colepKaTh Oosiee YeThIpeX aJpecaToB, KaXKIbIH 3K3EMIUISP TaKOTro
JOKyMeHTa aoikeH ObITh nojanucad. CrnoBo «Komusa» mnepen BTOPBIM, TPETbUM, UYETBEPTHIM
ajZipecaTaMH HE yKa3bIBalOT.

IIpu HampaBieHMM JOKyMEHTa Oojiee 4yeM B UeThIPE ajJpeca COCTaBJISETCA CIUCOK Ha
pacchUIKy, a Ha KaKJIOM JIOKYMEHTE IIPOCTAaBIISIETCS TOJIBKO OJIMH aJpec.

I'pu¢ yrBep:xaeHust 10KyMeHTa

VYTBepKIeHHE JOKyMEHTa NPOM3BOAMTCS TPOCTAaBICHUEM Tpuda YTBEPKICHHUS WU
U3JJaHUEM DPACHOPSAUTENBHOIO JOKyMEHTa (B TeX Ccly4asx, Korja TpeOyroTcs JONOJIHUTEIbHbIC
IIPEIIIUCAHUS U PAa3bsICHEHU).

JIOKyMEHTBl ~ yTBEP)KIAIOTCI  PYKOBOOUTEIEM  00pa3oBaTEJBHOTO  YUPEXKAEHU,
BBIILIECTOSIIIUMU UM MEXBEJIOMCTBEHHBIMU OpPIaHaMU, OpraHU3alUsMHU, B KOMIIETEHIIUIO KOTOPBIX
BXOJIUT PEUICHUE BOIIPOCOB, U3JI0)KEHHBIX B YTBEPKAAEMBIX JOKYMEHTaX.

[TonoxxeHnus, npaBuia, MOPSAKH, AOKHOCTHBIE MHCTPYKLMH, MHCTPYKLUHU, PaclHUCaHUs
3aHATUH YpPOKOB, BHEYPOUHOW MAEATENbHOCTH, JIOMOJHUTEIBHOIO OOpa3oBaHMsS U Jp. MOAJIEXAT
YTBEP)KICHUIO PYKOBOJIUTEIIEM 00pa30BaTEIbHOTO YUYPSKICHHUS W HPUOOPETAIOT FOPUAMYECKYIO
CUJLY TOJIBKO C MOMEHTA UX YTBEPKIACHUS.

I'pu¢ yrBep:xaenns noMeuiaercs B IpaBoM BepxXHeM YIJIy EePBOI0 JHMCTA JOKYMEHTA,
coctout u3 ciioBa YTBEPKAIO (0e3 kaBbIYeK), OJHOT0O HAMMEHOBAHMS J0JLKHOCTH JIMIA,
YTBEPKAAKLIEero J0KYMEHT, ero JU4YHON MOJMUCH, ee paciuu@poBKU (MHMLIHMAIOB, (paMUIINN)
U 1aThl YTBEpP:KACHHA.

Hanpumep:

YTBEPXKJIAIO

JMupextop MOBY COLI Ne 12
NoJANucCh N.0. damnausa
15.06.2018

Honyckaerca B pexBusure «I'pud yrBep:KkIeHHss JOKYMEHTa» LEHTPHPOBAThH
3J1eMEeHTbl OTHOCUTEJIbHO CAMOM AJTUHHON CTPOKH.

Hanpumep:

YTBEPXKJIAIO
Jupexrop MOBY Cpennss o0meo0pasoBatenbHoe yupe:xaenue Ne 12 ropoackoro oxkpyra
«ropoa Axyrck»
NoJANnuch N.0. damunausa
15.06.2018

HpI/I YTBCPXKACHUNU JOKYMCHTA HCCKOJBKUMHW OOJDKHOCTHBIMH JIMOAMH MX [MOAIKUCHU
pacrosararoT Ha OJJHOM ypOBHE.

IIpu yTBep:KaeHHHN JOKYMEHTA MOCTAHOBJIEHHEM, pellleHHeM, IPUKa30M, IPOTOKOJIOM
rpu¢ yrBepxaeHusi cocrout u3 ciaosa YTBEPXJIEH (-A, -O, -bl), nanmeHoBaHust
YTBEP:KIaI01ero J0KyMeHTa B TBOPUTEJILHOM Majieke, ero 1aTbl, HoMepa.

Hanpumep:

YTBEP/KJAEH
IIpoTokos0M MeTOAUYECKOIO COBETA
15.06.2018 Ne 32

W
YTBEPXKJIEHO

npukazom MOBY COIII Ne 12
15.06.2018 Ne 32

CaoBa YTBEPXKJEHO n YTBEPXJEH B npmio:keHusix corjacywrcs B poje H
yHucJie ¢ BUJAOM YTBepxaaeMoro nokymeHrta: nojo:xkenne — YTBEPK/IEHO, nporpamma —
YTBEPX/EHA.



Brocute kakue-n1100 H3MEHEHUs W J00aBleHHs B MOJNHCAHHBIE (YTBEP)KICHHBIC)
JIOKYMEHTBI 0€3 pa3peleHus JULa, IOAMUCABUIEro JOKYMEHT, HE J0IyCKaeTCsl.

OTBETCTBEHHOCTH 32 KQU€CTBO MOATOTOBKU JOKYMEHTOB U JOCTOBEPHOCTDH COJIEPIKAIUXCS B
HUX JaHHBIX BO3JIaraeTcs Ha JIMIA, MOJArOTOBUBIIME, 3aBU3MPOBABIIME U IOJNMCABLIME
JOKYMEHTBI.

3aroJioBOK K TEKCTY

3aroyioBOK K TEKCTY BKJIIOYAET B ce0s KpaTKOe COJEp)KaHHWE JOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3arojioBok (opmynupyercs ¢ npemiorom «O» («O0») m oTBeyaeT Ha
BOIIPOC «O YyeM?»:

— npuka3 (0 4emM?) 0 CO3JAHUM ATTECTAUMOHHOH KOMUCCHH;

— npuka3 (0 4em?) 00 yTBep:KJIeHNUH IITATHOTO PACIIUCAHUS;

— MUCHbMO (0 4eM?) 0 mpeaoCcTaABJIeHUN HH(POPMAITUH.

3aroJ0BOK COCTABIICT MCIIOJHUTENb JOKyMEHTa. 3arojOBOK K TEKCTY odopmisiercs moj
pekBu3uTaMM OJIaHKa CJeBa, OT T'PAHUIBI JEBOro nojs. Eciau TekcT JOKyMeHTa He IpEeBbILIaeT
YeThIpeX-TATH CTPOK Wian opopmiieH Ha OiaHke gopmara AS, 3aroOBOK MOXKHO HE YKa3bIBATh.
3arojoBOK  JIOKyMEHTa  3allUCBhIBAeTCA IPU  €ro0  PErucTpalud B  COOTBETCTBYIOLIUE
perucTpanoHHbIe POPMBI: KApTOUKY, 0a3y JaHHBIX.

Texcr fokymMeHTa

TekcT 1MOKyMEHTa COCTaBISIeTCS Ha PYCCKOM SI3BIKE KaK TOCYAApCTBEHHOM SI3BIKE
Poccuiickoii ®denepaunu. TekcT JOKyMEHTa U3JIaraeTcsi pyCCKUM JIMTEPATYPHBIM SI3bIKOM C yYETOM
O0COOEHHOCTEH  OPUIMATBHO-JEIOBOTO CTWJISA, BHUJA JOKYMEHTa M €ro Ha3HayeHUs B
YIIpaBJIEHYECKOH 1A TETbHOCTH.

ConeprxaHue JOKYMEHTA JIOJDKHO OBITh U3JI0KEHO KPAaTKO, JOTMYHO, TOYHO U SICHO.

TekcTbl JOKYMEHTOB U3/1aratoTcs:

oT l-ro nWma eITWHCTBEHHOrO 4YHcia B JIOKYMEHTax (IpHKa3, pacropshkKeHue W T. 1.)
pykoBouTenss OOpa3oBaTeIbHOIO YUpeXkIAeHUs, ACUCTBYIOLIEr0 Ha MPUHIMIAX €IWHOHAYAIMS, a
TaKXKe JTOKYMEHTaX, aJ[pECOBAHHBIX PYKOBOJCTBY YYPEKICHHS: INPHKA3BIBAIO... TOATOTOBUTH U
NpPEJCTaBUTh Ha PAaCCMOTPEHHUE; IMPOILIYy pPacCMOTPETh BOMPOC 00 YCTAHOBIEHHM JIbI'OTHBIX
TapudoB...;

3-Tr0 JIMI@ E€IMHCTBEHHOrO0 4YHCla B JOKYMEHTaX KOJJIETHAIbHBIX OPraHOB: KOMHCCHS
pemmna...; O6pa3oBaTeabHOE YUPEKIECHUE HE CUUTAET BOSMOXKHBIM...;

1-ro nAMma MHOXXECTBEHHOTO 4YHCIa B COBMECTHBIX JIOKYMEHTaX: MPOCUM IPEJCTABUTH
JaHHEIE O...;

MIPEJCTaBIsIEM HA PACCMOTPEHHUE U YTBEPKACHUE...;

3-TO JMIla MHOXKECTBEHHOTO YHCIIa B MPOTOKOJAX: CIYIIATH, BBICTYIHIHN, TTOCTAHOBUIIH,
peLIIn.

B nokymeHTax, ycTaHaBIMBAIOMIMX TpaBa W OOS3aHHOCTH YUPEKIEHUS, €€ CTPYKTYPHBIX
noapasjienieHuil (MoxoKeHne, HCTPYKIIKSA), a TAaKXKe COJAepKalUX ONUCaHKue, OLIEHKY (PaKTOB MU
BbIBOJIBI (aKT, CHpaBKa), HUCHOJb3yeTcsl (opmMa M3JI0KEHHs TEeKCTa OT TpeThero Jinua
€IMHCTBEHHOTO WJIM MHOXXECTBEHHOTO 4YHcha («OTHAEN OCYLIECTBISET (YHKIHMHU», «B COCTaB
00BETMHEHUS BXOSTY», KKOMHUCCHUS YCTAHOBHIIA).

B Tekcre mOKyMmMeHTa, NOATOTOBIEHHOIO HAa OCHOBaHMM 3aKOHOJATENbHBIX, WHBIX
HOPMATHBHBIX MPABOBBIX aKTOB, W3JIAHHBIX OpraHAMHU BIIACTH W YIIPABJICHWUS, JOKYMEHTOB, paHee
U3JJAaHHBIX OPraHOM BJIACTH — aBTOPOM JIOKYMEHTA, yKa3bIBaeTCsl HAMMEHOBaHHUE BUA JOKYMEHTa,
HaNMEHOBAHWE OpraHa, M3/aBIIeT0 JTOKYMEHT, JAaTa MPUHSATHS WM YTBEPXKICHHUS JTOKyMEHTa, €ro
PETUCTpAIlMOHHBI HOMEp, a TaKXe 3aroJIoBOK K TEKCTY MM HAaUMEHOBaHME BHJA JIOKYMEHTa,
Hanpumep:

«B coorBerctBuM ¢ moctaHoBieHueMm llpaButensctBa ot 13.08.1997 Ne 1009 «O6
yTBep)KIeHUM IIpaBuil MOATOTOBKM HOPMATHUBHBIX IIPABOBBIX aKTOB (helepajbHBIX OPraHOB
UCTIOJTHUTENIHOW BJIACTH U UX TOCYJAapCTBEHHON PEruCTpaIiumy;



«B coorBerctBun ¢ IlonokeHWEM O NOCTOSIHHO JACHCTBYIOIIEH 3KCIEPTHOM KOMHUCCHHU
YUPEXKACHUS, YUPEKICHUS, TPEANPUATUSA, YTBEPKIAECHHBIM TTprukazoM Pocapxupa ot 19.01.1995 Ne
2.7,

Ecim TekcT colepKUT HECKOJBKO MOPYYEHUM, pEeLIEHUM, BBIBOJOB, B TEKCTE BBIIEISAIOTCS
pa3zieiibl, OAPAa3AEIbl, TyHKThI, HOIITYHKTHI.

B TekcT mokymeHTa MOTYT BKIIIOYaThCsl (hparMeHThbl, OpopMIIeHHBIE B BUJE TAOIUIBI WIN
AQHKETBI.

CrpaHuI1Ibl TEKCTa HYMEPYIOTCS apaOCKUMU U paMu MocepeiHe BEPXHEro MoJsl.

B nuceMax uCmosnb3yoT cieayrone GOpMbl U3T0KECHUS:

—OT TMEepBOro JIMIAa MHOXECTBEHHOTO 4YHcla («IpOCUM HAalpaBUTh», «HAIpaBiseM Ha
paccMOTpEHHEY);

— IEPBOTO JIMIIA EAMHCTBEHHOTO YHCTa («CUUTAI0 HEOOXOUMBIMY, «IIPOILY BBIIEIUTH);

— TPETHEro JIMLA eAUHCTBEHHOTO uncia («OY He BozpaxkaeT», «OY cuuTaeT BO3MOKHBIMY).

OTMeTKa 0 IPUIIOKEHUHT

Eciim nokyMeHT nMeeT NPWJIOKEeHHMS, HA3BAHHbIe B TeKCTe, TO OTMeTKa O HHX
oopmJisieTcs: 1o cjeaywinei popme:

IIpunoxenne: na 10 ;1. B 3 3k3.

Ecau npuiioxkeHusi B TEKCTe He HA3BAHBI, TO HEOOXOAMMO MEPEeYNCIUTh UX HA3BAHUS,
KOJIMYeCTBO JINCTOB U IK3eMILIAPOB KasK/A0r0.

IIpy HATMYHUHM HECKOJIbKHUX NPHUJI0KEHU OHN HYMEPYIOTCS:

Hpuiaoxennsi: 1. lllTaTHOe pacniucanue... Ha 4 J1. B 3 3K3.
2. Cmera pacxojos... Ha 4 J1. B 3 3K3.

Ecnu npunoxxeHus: cOpoIOpoBaHbl, KOJIMYECTBO JUCTOB HE YKA3bIBACTCH.

Ecmm x gokymMeHTy npwiaraercs ApYrod JTOKYMEHT, TakK€ HMEIOIIHMKM IPUIIOKEHHUE,
OTMETKY O HAJIMYUH MPUIIOKEHU OPOPMIISIOT CIeIyIOIUM 00pa3oMm:

[Tpunoxxenue: mucbmo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuiiokeHrne K HEMY, BCETO
Ha 3 1.

Ecnu npusokeHreM sBiisieTcst 000COOICHHBIN AIICKTPOHHBIN HOCUTENh (KOMITAKT-IUCK, USh-
(Iiern-HaKomUTeNb U JIp.), OTMETKY O HAJMUUU NMPHIIOKEHHS 0(OPMIISIOT CIIEAYIOIINUM 00pazoMm:

[Ipunoxenue: CD B 1 3k3.

IIpu sTOoM Ha BkiIajbllie (KOHBEPTE), B KOTOPBI MOMEIIAETCS HOCHUTENb, YKa3bIBAIOTCS
HAaUMEHOBAHUS JOKYMEHTOB, 3alIICAHHBIX HAa HOCUTENb, UMEHA (ailyioB.

[Tpunoxenus MOHKHBI 0QOPMIIATHCSA Ha CTaHAAPTHBIX JIUCTaX M MMETh BCE HEOOXOIUMbIE
JUIsL  JIOKYMEHTOB  PEKBM3UTHl  (HAaUMEHOBAHME, 3arojloBOK, MOAMHCH  PYKOBOJIUTENIEH
NOJpa3/ieNIeHUl, OTBETCTBEHHBIX 32 X COZEp)KaHUE, OTMETKY O COTJIaCOBAaHHUM U T. 1.).

Ha npunoxeHun K pacnopsAUTENbHOMY JOKYMEHTY B MpPaBOM BEPXHEM YIJy CTaBUTCS
OTMETKA C yKa3aHWEM Ha3BaHMsI PACHOPAIUTENBHOIO JOKYMEHTA, €r0 JaThl U PErMCTPalMOHHOTO
HOMepa.

Hanpumep:

puioxenne Ne 2
k npukazy MOBY COLI Ne 12
ot 15.06.2018 Ne 11

HaumeHnoBaHue BUAa JOKyMEHTa — MPHIIOKEHUS (IIEpBOE CIOBO 3arojlOBKa MPHIIOKEHHS)
BbIIETISIETCSl MPONMUCHBIMU OykBamu, mnonyxupHbiM mpudtom (IIOJJIOXKEHUE, TTEPEYEHD,
CIIMCOK u T. 1.).

Homnyckaetcs Beipaxenue «[IPUJIOXXEHUE Noy newarars nponucHbIMU OyKBaMH, a TakkKe
LIEHTPUPOBATh 3TO BBIPAXKCHUE, HAUMEHOBAHUE JOKYMEHTA, €ro JaTy U PErucTPALlMOHHBIA HOMED
OTHOCHUTEIIHO CaMOW IJIMHHOW CTpOKU. Hanpumep:

MMPUJITOKEHUE Ne 2
k npukazy MOBY COII Ne 12
ot 05.06.2018 Ne 145



I'pud¢ cornacoBanus 10KyMeHTa

Buemrnee coriacoBanue opopMIIsIeTCsi COOTBETCTBYIOIIMM IPHQOM.

I'pud cormacoBanus cocrout u3 ciosa COI'JTACOBAHO (6e3 kaBbIueK), TOMHKHOCTH JIMIIA,
KOTOPBIM COTJIaCOBAaH JIOKYMEHT (BKJIIOYas HAaMMEHOBAaHHE YUPEKACHHs), €ro COOCTBEHHOPYYHOU
noanucu, MHUIaJoB, q)aMI/IHI/II/I, JaThl COTJIaCOBaHUA.

Hanpumep:
COI'JTIACOBAHO
Hpencenarear npoproma MOBY COL Nel2
NMOANMUCH N.0. ®amuaus
11.07.2018

Ecnu cornacoBanue mpoBOAUTCS C KOJUIETHAIBHBIM OPTaHOM WJIM MTOCPEICTBOM MUCHMA, TO
rpud cormacoBanus opopMIIsIeTCs CIeAYIOIIIM 00pa3oM:
Hanpumep:
COI'JIACOBAHO
Ilegarornyeckum cOBETOM
MOBY COII Ne 12
(mpotoko ot 29.03.2018 Ne 1)

I'pudsl cormacoBaHuss MOTYT pPAacIojlaraThCsl HAa OTIENBHOM JIMCTE COIVIACOBAHUS, €CIIU
coJlep’KaHUE JIOKYMEHTa 3aTparuBaeT WHTEPEChl HECKOJbKHMX opraHuzauui. Ha nokymenTe
nenaercs oTMeTKa «JIMCT coracoBaHus PUIIaraeTcsi».

BHemHee cornacoBaHue B 3aBUCHUMOCTH OT COJEp)KaHUS JOKYMEHTa OCYLIECTBIIIETCS B
CJIeAYIOIEeH OUepeHOCTH:

—CO CTOPOHHMMM OpraHu3alusIMU, KOTJa OHU BBICTYHNAIOT OO0sA3aTE€IbHOM CTOPOHOW B
IIPABOOTHOLIEHMSX, BO3HUKAIOIIMX BCJIEICTBUE H3JaHUs JOKYMEHTa, WIM KOTJa COJEp)KaHUE
JIOKYMEHTA 3aTparuBaeT UX WHTEPECHI;

— OOIIECTBEHHBIMU ~ OpraHM3alUsIMM — B  ClIydasX HEOOXOJUMOCTM WIM B  CIIydasx,
MPElyCMOTPEHHBIX MOJIOKEHUSIMHA 00 3TUX OpraHU3ausX;

— OpraHami, OCYIIECTBIISIFOIIMMHU TOCYJapCTBEHHbIN Ha/JBEJOMCTBEHHBII KOHTpOJbL (HaJI30p) B
orpezeIeHHON 00J1acTH (IKOJIOTMYECKUM, TOXKAPHBIHN U T. 11.);

— BBILIECTOAIMMHU OpPraHMU3alMsIMM — B ClIydasx, KOTJa 3aKOHOJATEIbCTBOM IPELyCMaTpUBAcTC
BO3MO>KHOCTh COBEPILIEHHUS YIIPABICHUECKUX JACUCTBUN TOJBKO C pa3pellieHus: 3TUX OpraHu3auil.

Busa corsiacoBanusi JOKyMeHTa

Bussl cornacoBaHusi JOKyMEHTa — PEKBU3UT JIOKYMEHTA, YKa3bIBAIOLIUI Ha COrjacue WId
Hecorjacue JO0JDKHOCTHOro juua OOpa3oBaTelnbHOTO YUPEKICHHUS C COJEpKAHHUEM IPOEKTa
JIOKyMEHTA (J1ajiee — Bu3a).

Buza BkimouaeT MOKHOCTH JIMIA, BU3UPYIOIIETO JOKYMEHT, MOJNHUCH, PaclIu(ppOBKY
NOJANUCH (MHULIKAJBI, (aMIIINIO) U AaTy BU3UPOBAHUS.

Hanpumep:
3amecTHTEJb PYKOBOAUTEIS IO BOCIIMTATEILHON padore
JInuyHas noanuch N.0. ®amuniansa
10.10.2018

OdopmiieHHass TakuM 00pa3oM BH3a O3HA4YaeT CcoOTJacue JOJDKHOCTHOTO JIMIA C
CoJIep>KaHUEM JIOKyMEHTA.
[Tpu Hanuuum 3amedaHuil 0 TOKYMEHTY BU3Y O(POPMIISIOT CIAEAYIOMIMM 00pa3oMm:

3ameyaHus1 NPUIATAIOTCS

3amecTHTEJb PYKOBOAUTEIS MO BOCIMTATEILHON padore
JInyHasa noanuch N.0. Pamunansa
10.10.2018



JIOKyMEHT  BHU3MpPYETCS  HMCIOJIHMTEIEM UM  3aUHTEPECOBAHHBIMM B JOKYMEHTE
JOJKHOCTHBIMHU JIMIIAMH, PYKOBOAUTEIIEM 00pa30BaTEIbHOTO YUPEKICHUS.

3aMevaHusi JOJDKHBI OBITH MPEACTABICHBI HA OTIECIBHOM JIMCTE, KOTOPBIH MOANUCHIBAIOT,
JATUPYIOT U MPUJIATAOT K JOKYMEHTY.

Ha noxymeHnTe, MOATMHHUK KOTOpPOro octaercss B OOpa3oBaTeIbHOM YUYPEKICHUH, BHU3BI
MPOCTABJISIIOT B HIKHEH 4acTU OOOPOTHOM CTOPOHBI MOCJIETHETO JINCTA MOUIMHHUKA TOKYMEHTA.

Ha noxymeHTe, NOAIMHHUK KOTOPOTO OTIPABIISIOT U3 YUPEKIACHMS, BU3BI IIPOCTABIISIIOT B
HIDKHEN 4acTH JIMLIEBOW CTOPOHBI BTOPOTO HK3EMIUISPA OTIPABIAEMOT0 JOKYMEHTA.

Bo3MmoxHO oopMmiieHne BU3 JOKYMEHTa Ha OTIEIBHOM JIMCTE cornacoBanus. Jlomyckaercs
MOJINCTHOE BU3UPOBAHUE TOKYMEHTA U €ro MPUIIOKEHHUS.

Ecnu B nporecce BU3MpoBaHUs B IIPOEKT JOKYMEHTa BHOCSITCS CYIIECTBEHHbIE U3MEHEHNUS,
OH TIOJUIKUT IMOBTOPHOMY BH3HpoBaHHUIO. [loBTOpHOE BH3MpOBaHHME HE TpeOyeTcs, eciu Mpu
0pabOTKe B MPOEKT IOKYMEHTA BHECEHbI YTOYHEHUSI, HE MEHSIIOIIUE €T0 CYTH.

IHoanuce

JlokyMeHThl, HamnpasisieMble OOpa30BaTEIbHBIM YUPEXKJIEHUEM B BBILIECTOSAIIUE OPraHbI
yIpaBieHUs, MOAMKUCHIBAIOTCA pykoBoauTeneM OOpa3oBaTeIbHOTO YUPEKICHHUS, €T0 3aMECTUTEIIEM
0 ImopyueHuro pykoBoautens OOpa3oBaTeNbHOTO  YUPEXKJIEHUS IO COOTBETCTBYIOLIUM
HaIlpaBJICHUSM.

B cocras pexBusuta «llognucey BXOAAT: HAUMEHOBAaHUE JIOJKHOCTH JIMLA, OJIMCABILErO
JTOKYMEHT (TIOJTHOE, C YKa3aHHEeM Ha3BaHUS YUPEKICHUs, €CIU IOKYMEHT o(hopMIIeH He Ha OJlaHKe,
U COKpAalIeHHOE — Ha JOKYMEHTe, OOpPMIICHHOM Ha OJIaHKe); JIMYHAs TOAINKUCH; paciIn(poBKa
MOANKCH (MHAIMAIIBI, (aMuUITHs).

Hanpumep:
3amecTuTe/ b PYKOBOAUTEJIS JuyHas noamucb  N.0. @amuinus
10 BOCNIMTATEIbHOM padore

B AOKYMCHTAxX, IMOATOTOBJICHHBIX KOMI/ICCI/IGﬁ, YKa3bIBalOTCA HE JOJDKHOCTH MOAMMCABIINX
JIMII, 4 UX 0053aHHOCTH B COCTaBE KOMHCCHUU.

Hanpumep:
npeaceaaTeb KOMMCCHU JIMYHAA MOANKCH N.0. ®amuaus
YJIeHbl KOMHCCHH JIMYHAA MOANNCH N.0. ®amuaus

JIMYHAA MOANNCH N.0. ®amuaus

IIpy noxamucaHuM JOKyMEHTa HECKOJBKMMH JOJDKHOCTHBIMM JIMIAMH HX IOJIUCH
pacnoyiararoT OAHy II0J JAPYroM B IOCIEAOBATEIBHOCTH, COOTBETCTBYIOUICH 3aHMUMAEMOMU
JTIOJKHOCTH.

Hanpumep:

Jupexrop JuyHas noanuch M.0. ®amuins
3amecTuTesb pykoBoauTeas Ju4yHasa noanuch M.0. ®amuians

HpI/I NMoANMMCaHUuN JOKYMECHTA HECKOJIBKMMHU JIMIIaMU PaBHBIX )IOJ'DKHOCTGI\/’I, X IIOoAIINCHU
pacmnoJjiaratoT Ha OAHOM YPOBHC.

Hanpumep:
3amecTuTe/b PYKOBOAUTEJIS 110 3amecTuTe/ b PYKOBOAUTEJIS 110
aIMUHUCTPATHBHO-XO03SIICTBEHHOM padoTe y4eOHO-BOCIIUTaTeIbHON padoTe
auyHas noamucs,  N.0. ®amuians JuyHas  N.O0. ®amunus

MOAINHUCH

Ecmu AOJDKHOCTHOC JIMIIO, IIOAINHKCH KOTOPOro 3aroToBJICHA Ha IPOCKTEC JOKYMCHTA,
OTCYTCTBYCT, TO JOKYMCHT JOJIKCH IMMOAIKUCBIBATHCS JIMIIOM, UCITOJIHAKOIINM €TO 065133_HHOCTI/I, N
€ro 3aMECTHUTCIIEM.

He AOMMYCKACTCA MOANMHNCAHUC HTOKYMCHTOB C HPCIJIOTOM «3a» WKW MNPOCTABJICHUC KOCOM
YCPTHI IEPEJ HAUMCHOBAHUEM JOJIPKHOCTH.



OtMeTKa 00 2JIEKTPOHHOI MOANKCH

OtMeTka 00 371eKTPOHHON NoJnucu BKIoYaeT: (pasy «loKyMEHT NOJANMCAH 3JIEKTPOHHOM
HOJNKCHIO», HOMEp cepTH(HKaTa KIoYa 3JIEKTPOHHOW MOANUCH, (aMUIHIO, HMs, OTYECTBO
BJIaJeNIbLIa cepTU(UKATa U CPOK JeHCTBUSA cepTH(UKaTa KIH04Ya JICKTPOHHOMN MMOAIUCH.

Hanpumep:

JOKYMEHT IIOAIIMCAH

JEKTPOHHOI NMOANUCHIO

Ceprudukar 1a111aaa0000000011
Baagenen UBanosa Unna UBanoBHa
HeiicrBurenen ¢ 01.12.2012 mo 01.12.2018

OtmeTka 00 OSJIEKTPOHHON TMOANMKMCH JIOJDKHA COOTBETCTBOBATH MECTY pPa3MEIICHUs
COOCTBEHHOPYYHOW IOJIUCH B AHAJIOTHYHOM JIOKYMEHTE€ Ha OyMa)KHOM HOCHTENE. DJIEMEHTBI
OTMETKH JIOJDKHBI OBITh BUIUMBIMH M YMTAEMBIMU U HE JOJIKHBI IMEPEKPHIBATH JIEMEHTHI TEKCTa
JOKYMEHTA U Ipyrre OTMETKU 00 3JIEKTPOHHOMN MOAMUCH (ITPU HAJIHYUK).

IleuaTn

OTTHCK TedaTu 3aBepsieT MOJJIMHHOCTh MOJMHCH JIOJDKHOCTHOTO JIMIA Ha JOKYMEHTaXx,
YIOCTOBEPSIONIUX IMpaBa JIHIl, GUKCUPYIOMUX (aKThl, CBI3aHHBIC C (PUHAHCOBBIMHU CPEACTBAMH, a
TaK)Ke Ha WHBIX JOKYMEHTaX, MpeAyCMaTPUBAIOIINUX 3aBEPEHUE MOIMHHON MOoANuCcH. JJOKyMEHTBI
3aBepAI0T rneyarbio OOpa30BaTENbHOIO YUPEKICHUS.

[TeuaTs mpocTaBiseTCs HA CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas JIMYHOW IOJIUCH
JIOJDKHOCTHOTIO JIMIIA.

OTMeTKA 00 HCIIOJITHHUTEJIE

OtmeTka 00 WCIONMHHWTENEC BKJIIOYAaeT B ceOst (GamMmiinio, UMs, OTYSCTBO HCIOTHUTEIS
JIOKyMEHTa, HOMep ero TenedoHa.

OTtMeTKy 00 MCIOHUTENE paclojiaraloT Ha JIMIIEBOW UM 00OPOTHON CTOPOHE TMOCIETHETO
JUCTa JOKYMEHTA B JICBOM HID)KHEM YTITy.

Hanpumep:

HNBanoBa Nnna UBaHoBHA
8 (495) 994-94-94

OTMeTKa 0 3aBepEeHUH KONMHU

Komuu ¢ [OKyMEHTOB BBINAIOTCA C pa3pelieHHs] PYKOBOIUTENEH CTPYKTYpPHBIX
MOJpa3JieIecHui U TOJIBKO C TEX JOKYMEHTOB, KOTOpble OblmM u3naHel B OOpa3oBaTeIbHOM
VUPEXKIEHUU M KOTOPHIE KacaloTCs CIYKeOHOW MEeATENbHOCTH JIaHHOTO CTPYKTYPHOTO
Mo/Apa3ieyieHuUs.

[Ipu BbImade KONMUM AOKYMEHT BOCHPOM3BOAMTCSA MOITHOCTHIO (Oank OOpa3oBaTenbHOTO
YapexIAeHUs, HOMED, JaTa, COACp>KaHue U T. 1.).

B mpaBom BepxHeM yriy komuu mumietrcs cioBo «Komus». [lpu Bbimaye Komuu ¢ KOMUU
cienyet nucath «Komus ¢ Kormumy.

Ecnu komus A5 BHYTpEHHEro TONMB30BaHUsS, TO JJs 3aBEPEHUS HIDKE PEKBU3HTA
«ITonmucky» TPOCTABIAIOT 3aBEPUTEIBHYIO HAAMKCh: «BEpHOY»; MOJDKHOCTH JIMIIA, 3aBEPSIIOIIETO
KOMUIO; TUYHYIO MOJNUCH; paCIIU(PPOBKY MOAMUCH (MHUIIUATBI, (aMIIINIO); ATy 3aBEPEHHUSI.

Hanpumep:
Bepno
Cexperaps/Cnenuaimuct mno Kajgpam
JIvyHas noAnuch N.0. ®amuaust
10.10.2018

Ecnn kommst Beimaercs A MPEACTABICHUS B JIPYTyl0 OpraHU3alMio, TO OTMETKa O
3aBEpEHUHN KOIWHU JIOTOJHSIETCS HAAMHUCHIO O MECTe XpaHEHHUS NOKYMEHTa, ¢ KOTOpOro Oblia
M3TOTOBJICHA KOMHUS, M 3aBEPSAETCS MEYAThIO YUPEIKICHUS.

Hanpumep:



[Hopnmuunauk nokymenta Haxoautcss B MOBY COILLL Ne 12 B nene Ne 12-k 3a 2013 roa.

Jly1st mpocTaBiIeHUS OTMETKH O 3aBEPEHUU KOITMH MOYKET MUCIOJIb30BATHCS IIITaMII.

OTMeTKa 0 MOCTYNJIEHUH TOKYMEHTAa

Conepxut naTy TOCTYIUICHHUS JTOKYMEHTAa, a TakKKe €ro BXOJSIIUA PErucTpalliOHHBIN
HoMmep. [Ipu HEOOXOAMMOCTH B OTMETKE MOXKHO YKa3aTh BpeMs MIOCTYIUICHUS B YacaX U MUHYTax U
croco0 JJOCTaBKU TJOKYMEHTA.

OTMEeTKy 0 MOCTYIUIEHUH TOKyMeHTa B O0pa30BaTeIbHOE YUPEKICHUE MPOCTABIISIOT B BUJIC
mTamia Wik OT PyKd B HWIKHEH 4YacCTH JIMIICBOM CTOPOHBI IEPBOTO JIUCTA JOKYMEHTA WM Ha €ro

obopore.
Hanpumep:
MOBY COHLI Ne 12
11.10.2018 Ne 23
13 4 40 Mmun
Pe3onronus

B coctaB pesononuu MOMKHBI BXOAWUTH CIEAYIOLIUE SJIEMEHTHI: (aMuiIvs, HWHUIIHAAJIBI
WCIIOJTHUTEIIA (MCIIOTHUTENEH ), coaep kanue nopydenus. [Ipu HeoOXoaMMOCTH — CPOK UCIIOJIHEHHS,
MOJIMKUCH JIUIIA, BEIHECIIETO PE30IIOIUIO, 1aTa PEe30IOIUH.

Hanpumep:

Cmupnosoii 1.0.

IIpoury moAroToBUTH NPOEKT
IIpuxa3a 006 ornycke UBanosoii U.U.
K 22.06.2018

JInuHas noanuce

10.10.2018

[Ipy HaMM4YMM B PE3ONIONMU HECKOJIBKHX HCIIOJHHUTENCH YKa3bIBAeTCSI OTBETCTBEHHBIN
UCTIONTHUTEND (KakK MPaBUIIo, 9TO JUI0, HA3BAHHOE B PE30TIOIIUH TTEPBBIM).

Ha nokymenrax, He TpeOyIOMNX JOMOJHUTENBHBIX YKa3aHUH MO UCTIOHEHUIO U UMEIOIINX
TUTIOBBIE CPOKH WCIIOJMHEHHS, B PE3OJIOINH YKa3blBa€TCS WCIOIHUTENb, IMOANUCH aBTOpa
PE30ITIOIHH, JaTa.

Pe3omronus, kak MpaBuIio, MUIIETCS OT PYKH PYKOBOAUTEIEM Ha MOAJTMHHHUKE JOKYMEHTa Ha
CBOOOJIHOM OT TEKCTA MECTE.

OTMeTKa 0 KOHTpOJIE

OTtMeTka 0 KOHTpoJie 0003HAYaeT, 4TO JOKYMEHT IOCTaBJieH Ha KOHTPOJb. OTMETKY O
KOHTpPOJIE 3a HCIIOJIHEHHEM JOKyMEHTa 0003HauyaroT mraMioM «KOHTpodb» Ha BEpXHEM IMoJie
JOKYMEHTA.

KonTtpomo nozanexar Bce 3aperucTpupoBaHHbIE JOKYMEHTHI, TPEOYIOIHE NCTIOTHEHUS.

CpokH WCIIONHEHUS JOKYMEHTa YCTaHABIMBAIOTCS B COOTBETCTBHM CO CpPOKaMmH,
0003HaYCHHBIMU 3aKOHOJATENLCTBOM, OpTraHH3aIuell, HampaBHBIICH MOpPY4YEHHE WM MPOCHOY,
pacTiOpSANTENbHBIM ~ JIOKYMEHTOM WM PE30JIIONMEH  pyKOBOAWTENss  00pa30BaTEbHOTO
YUPEXKICHUSI.

Cpox nipoctaBisieTcsi B hOpMe J1aThl 3aBEPIICHUS UCTIOTHEHUSI.

OTMeTKa 0 HANPaBJIEHNH JOKYMEHTA B /1eJI0

OTmeTka 00 WCIONHEHWH JOKYMEHTa M HalpaBICHHH €r0 B JEJI0 BKIIOYAeT B cels
ciefylonme Aanuele: ¢ppasy «B nemno», MHIAEKC Jiesa 1o HOMEHKIAType Jiell, B KOTOPO€e MOMEIIAeTCst
JOKYMEHT Ha XpaHEHHWE, C yKa3aHHEeM Troja, JOJHKHOCTH JIHIa, 0(pOpMUBIIETO OTMETKY, ITOINCH,
JaThI.

Hanpumep:

B neno Ne 01-18 3a 2018 r.
3amecTHTEJb PYKOBOAUTEIS IO BOCIMTATEILHON padoTe

JInyHas noamuch 10.10.2018



OTMmeTKa 0 HallpaBJIEHUU JTOKYMEHTA B JIEI0 MOXKET JONOJIHATHCA KPAaTKUMHU CBEJECHUSIMU O
XapakTepe UCIOTHEHUS JOKYMEHTA.

3.3. Oco0eHHOCTH MOATOTOBKH U 0()OPMJICHHUS OTAEIbHBIX BH/I0B JOKYMEHTOB

IMpuxa3s

[Tpuka3 — mpaBOBOM aKT, U37]ABAEMBI PYKOBOAUTEIEM 00pa30BATEIBHOTO YUPEKACHUS IS
pellleHrs] OCHOBHBIX M OIEpaTHBHBIX 3a/ay, crosmux nepen OOpazoBaTENbHBIM YUYPEKICHHEM
(mpunoxenue Ne 8).

[Ipuka3 MoxxkeT OBbITh U3AH JIMIOM, HCIHOJHIIOMMUM OOS3aHHOCTH PYKOBOJUTEIS
00pa30BaTENbHOTO YUPEKACHUS B CIIy4ae €ro OTCYTCTBUS.

B mpukazax mo OCHOBHOW JAESTEIBHOCTH PEIIAIOTCS BOMPOCH YYEOHOW, XO3SMCTBEHHOM,
(UHAHCOBOW MAEATENbHOCTH, IUIAHUPOBAHMSA, OTYETHOCTH, Y4eOHO-BOCIHMTATENBLHOTO IIpoIecca,
(buznyecKoro pa3BUTHS U T. II.

[Tpukassl opopmisiroTest Ha Omanke OOpazoBaTenbHOrO yupexaeHus. Ilepenaua nmpukasos,
UX KOMUU pabOTHUKAM CTOPOHHUX OpraHU3aluil TOMYCKAaeTCs TOIBKO C pa3pelIeHNus PyKOBOIUTENs
O6pa3oBarenbHOro yupexaenus. [IpoexTsl npuka3zoB pa3pabaThIBatOTCs YIOJHOMOYEHHBIM JIUI[OM
0 MOPYYEHUIO PYKOBOJICTBA WIIK IO COOCTBEHHOW MHUIIMATUBE.

[TonroroBka mpukasa BKJIOYAET B ce0sl M3yU4EeHHUE CYIIECTBA BOMPOCa U cOOp HEOOXOAUMBIX
CBEJICHMI{; MOJATOTOBKY IMPOEKTa MpHKas3a; COTJacOBaHUE IMPOEKTa; MOJAMNUCAHUE PYKOBOJIUTEIIEM
O06pa30BaTEIBLHOTO YUPEHKIACHUS, PETUCTPALIHIO.

[Tpukassl nevatarorcs mpudTom Ne 12.

Homepa cTpaHuil npocTaBisitOTCS IMOCEPEIUHE BEPXHEro IMoJid JucTa. TeKCcT mnpukasa
(pacnopsikeHHsI) Ie4aTaeTcsl Yepe3 OJIMH MEXKCTPOUYHBINA HHTEpBal, 0e3 06opoTa.

[Ipuka3 umeer cienyroliye pPeKBU3UTHI: HauMEeHOBaHME OOpa30BaTENbHOIO YUPEKACHUS
COIJIacHO ycTaBy; HanMmeHoBaHue Buaa nokymenrta (IIPUKA3), nata, HoMep, MECTO COCTaBIICHUS,
3aroJIoBOK K TEKCTY, TEKCT, HAMMEHOBAHUE JOJIKHOCTH, MOJMUCH JOHKHOCTHOTO JTMIA (MHULMAIIBL,
(bamuius), BU3bI COTIACOBaHUS, O3HAKOMIICHUS.

JaToif mpukaza (pacmopsbkeHus) sIBIseTCcS nara ero mnoanucanusa. [lata odopmsercs
U(PPOBBIM CIIOCOOOM; HOMEP COCTOUT U3 3HaKa «No» U MOPSAAKOBOTO HOMEpa MpHKa3a, HalpuMmep:
ot 00.00.0000 Ne 000.

Tekct mnpukaza (pacmopspKeHHMs) COCTOMT W3 JBYX B3aMMOCBSI3aHHBIX dacTed —
KOHCTaTHUPYIOIIEH U pacIoOpsIANTEIBHOM.

Texkcr mpukasza (pacmopspKeHHs1) JIOJDKEH HMETh 3arojloBOK. 3arojlOBOK HAauWHAaeTcs C
npeiora «O» («O06») u popmupyeTcs Mpu NOMOIIX OTTJIAroJIbHBIX CYIECTBUTENIBHBIX (HapuMep:
«O0 yTBepxeHUH...», «O perucrpanui...», «O CO3TaHUH...»).

3aroyloBOK  JOJKEH KpaTKO M TOYHO OTpaXkaTh COJEpXaHUEe TEeKCTa IpHKa3a
(pactiopsbxenus). Touka B 3arojoBke He cTaBuUTCS. lleyartaercst depe3 JBa MEKCTPOUHBIX
MHTEpBajia OT pekBu3nTa. [leyaTaercst cTpoyHbIMU OYKBaMH, BBLAETSETCS )KUPHBIM HIpU(TOM.

B koHcTatupylomeld 4acTh KpaTKO H3JAraroTcsl Iend W 3afayd, (QakTsl U COOBITHS,
MOCITY>KUBIIUE OCHOBAHWEM JUIsl U3JaHUs MpHka3za. OHa MOXKET HAauWHATHCS CIOBAMH «B IIEISAX),
«BO HCIIOJNIHEHHME» W Ap. Ecnu mpuka3 m3maeTcss Ha OCHOBAHMU JpPYroro JOKYMEHTa, TO B
KOHCTaTHpYIOIIEeH YacTH yKa3blBaeTCs HAaMMEHOBAHHME HTOr0 JOKYMEHTa, HAMMEHOBAaHUE OpraHa,
M3JIaBLIETO IOKYMEHT, AaTa, PETUCTPALMOHHBIA HOMEP U 3aroJIOBOK K TEKCTY.

KoHcraTtupyromas 4acTh MOXET OTCYTCTBOBaTh, €CIIM TpEANHCHIBa€Mble JIEHCTBUS HE
HY)KJAIOTCS B pa3bsACHEHHMU. TeKCT NpHKa30B B TaKUX CIIy4asX HA4YMHAETCs CO CIIOBa
«ITPUKA3BIBAIO» (mumercss nponucHbIMU OykBamu). Ilpu Hanmuuumm AByX dacTeill mpukasza
pacropsiAMTENbHAs YacTh OTIEISIETCS OT KOHCTAaTUPYIOLIEH CIIOBOM «mpHKa3biBatoy». [locie cnosa
«ITPUKA3BIBAIO» cTaBUTCSA IBOETOYHE.

TexkcT pacnopsIuTeNbHON YacTU MOXKET JENUTHCA HA IYHKTBI, B KOTOPBIX YKa3bIBarOTCS
VICIIOJIHUTEININ, KOHKPETHBIE NEHCTBUS M CPOKHM MCIIOJIHECHMs IPEINUCBIBAEMBIX AEUCTBHU. Eciamn
IIpUKa3 JOIOJIHAET, OTMEHSET WM U3MEHSAET pPaHee WU3JaHHble NpPHUKa3bl WM HMX OTIEJIbHbBIE
MYHKTBI, 3TO OroBapuBaercs B Tekcre. llociaenHUM MyHKTOM paclopsiAUTENbHONW YacTH MpHKa3a



https://vip.1obraz.ru/#/document/118/31056/pril8/

YKa3bIBa€TCs JOJDKHOCTHOE JIMLIO, HA KOTOPOE BO3JIaracTCsi KOHTPOJIb 3@ MCIIOJHEHUEM IIPUKa3a B
nesnom. Hanpumep: «KoHTpoJIb 32 HCIIOJTHEHHEM NTPUKA3a OCTaBIISAIO 32 COOO0M».

[Tognuce otnensercs OT TEKCTa ABYMsI HHTEPBalaMu, [1€4aTaeTCs OT TPAHULIBI JIEBOTO MOJIS.

Pacmm¢poBka noanucu neyaraercsi Ha YpOBHE IOCIEAHEH CTPOKU JOJDKHOCTH y IPaBOi
rpaHuIlbl TeKCTOBOro noJst. [Ipoben Mexny nHuIManamMu U paMHUIIue He J1eIaeTCs.

ITocnennss OykBa B paciin(ppoBKe NOANNCH OTpaHUYMBaAETCs MpaBbIM noseM (10 mm).

IIpu noanucanuu mnpukKaza (pacHoOpsHKEHUS) JIMIOM, 3aMELIAIOUIUM  PYKOBOJUTEINS
00pa30BaTENILHOTO YUPEXKIECHUS, TOJDKHA ObITh yKa3aHa ero (pakThyeckas 10JDKHOCTh U (paMUIIHSL.

[Tpu HANMMYMU MPUIIOKEHUN K MPHKa3y (PacropsHKeHHIO) 00s3aTEIbHO JIENIaeTCs CChUIKA Ha
HUX B TEKCTE.

[Ipuka3pl  (pacnopshkeHHUs])) HYMEPYIOTCS IOpPSIKOBOM  HyMepaluel B Ipenenax
KajeHaapHoro roga. OTAeIpHO HyMEPYIOTCS IIPHUKa3bl IO OCHOBHOM JEATEIIBHOCTH, II0 JINYHOMY
COCTaBy pabOTHHUKOB, IO JMYHOMY COCTaBY OOYYAIOLIMXCS, IO OTITyCKaM, O KOMaHIUPOBAHHH.

Ecnu mpuka3 (pacnopspkeHue) BBOJUT B JeHCTBHE Kakue-TMOO JOKYMEHTHI (MHCTPYKIIMH,
rpaduKy, TpaBWiIa, MOJOXKEHHS), TO OHH O(OPMISIOTCS B BHJAE MPHIOKEHHS K MPHUKA3Y
(pacniopsbkeHuo). B mpaBoM BepxHEM YIily TaKMX JOKYMEHTOB OT ISITOTO MOJIOKEHHs Ta0yasTopa
HeoOxoaumo nucaTth cioBo «lIpuiokeHue» ¢ yka3aHMeM HAMMEHOBAaHUS PaCHOPSIUTEIILHOTO
JOKYMEHTa, ero 1athl, HoMmepa (mpuiaoxenne Ne 9).

Hanpumep:

IIpunoxenue
k npukasy MOBY COII Ne 12
ot 11.07.2018 Ne 34

[TpunoxeHnus K mpoeKTaM MPUKa30B OPOPMIISIOTCS HA OTAEIbHBIX JIMCTaX Oymaru.

Pasmepsl monesl M MEXCTpPOYHBIE HMHTEPBAJIBI IPU IMEYATAHUM TEKCTOB IPUIIOKEHUN
UJICHTUYHBI pa3MepaM, IpUMEHSIeMbIM MIPH MTe4aTaHUH TEKCTOB MPUKA30B (pacropsyKeHUH).

B npunoxeHusx nomemarorcs nojaoXeHus!, IepeYHH, CIIMCKH, rpapuKu, TaOauIbl, 00pa3Lbl
JIOKYMEHTOB U JIP.

Ecimu B TekcTe JaeTcs cChUIKA «COTTIACHO MPUIIOKEHHIO» WK (mpuiioxkeHue Ne...), To Ha
IIEPBOM CTPAHMIIC NPUJIOKEHHS B IIPABOM BEPXHEM yrily muiuercs cioBo «lIpumoxkeHue» u ero
HOMEp, HUXKE 4Yepe3 OJAMH MEKCTPOUHBIM MHTEpBaJl JAaeTcsl CChLIKAa Ha INMpHUKa3 (pacropsiKeHHe)
PYKOBOJUTENS 00pa30BaTEIbHOIO YUPEXKICHHSI, €ro 1aTy U HOMep.

Bce cocraBHbBIE 4acTM pPEKBU3HMTA BBIPABHUBAIOTCS 110 JIEBOMY Kparo, ME€YaTarOTCs 4epe3
OJIMH MEXCTPOUYHBIA MHTepBaji. /IMHA CTpPOKM HE JOJDKHA IMPEBBILATh 8 CM, OTPaHUYMBAETCS
IIPaBbIM MOJIEM JOKyMeHTA. [Ipn Hanmm4umum HECKONBKUX NPHWIIOKEHUN OHU HYMEPYIOTCS.

Hanpumep:

IIpuiaoxenne 1
k npukazy MOBY COLI Ne 12
ot 11.07.2018 Ne 34

[Tpu nanuuuu B Texcte popmynuposku «Y TBEPANTDby» npunaraemoe mnosioxeHue, COCTaB
KOMHCCHM, TEPEYECHb MEPONPHUATHA M T. . HA CaMOM IPUJIOKEHHHM B IIPAaBOM BEPXHEM YTy
pacnonaratorcs cinoa «Y TBEPKJIEHO» win « YTBEPXXIEH» co ccpuikoil Ha mpukas, ero 1aty,
HOMEP.

Hanpumep:

YTBEPKJAEHO
npuxkazom MOBY COII Ne 12
ot 11.07.2018 Ne 34

3aroJ0BOK K TEKCTY MPUIIOKEHUS TIeUaTaeTcsl IEHTPUPOBAHHBIM criocoboM. HanMeHoBaHne
BUJa JIOKYMEHTa MPHIOKEHUs (TIEpPBOE CIOBO 3aroJIOBKa MPHIIOKEHHUS MEYaTaeTCs MPOMHCHBIMU
oykBamu xxupHbeIM mpudTom: [IOJIOXKEHUE, TEPEUEHD, CIITMCOK u T. 1.).

3aroloBOK MPUIIOKEHUS OTIENSIETCS OT JaThl U HOMEpa MpHKa3za IBYMS MEKCTPOUHBIMH
UHTEpBAJIAMH.


https://vip.1obraz.ru/#/document/118/31056/pril9/

[Ipy Hanuuuu B TEKCTE NPHIIOKEHUS HECKOJIbKMX pPa3[eloB MX 3aroJIOBKM MEYaTaroTCs
HEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHUTEIBHO TpaHMI] TeKcTa). Toyka B KOHIIE 3aroJiOBKOB HE
craBuTcs. Jlomyckaercss BBIAENATH 3aroJIOBKM PasfesioB MIpU(TOM Jpyroil HACHIIEHHOCTH
(’KUpPHBIM, TIOJTY>KUPHBIM).

Texct npuitoskeHUs: MOXeT ObITh oopMileH B BHE Tabmuubl. I'padsl U cTpoku TaOmMIbI
JOJIKHBI UMETh 3arOoJIOBKH, BBIPAKEHHbIE UMEHEM CYIIECTBUTEIbHBIM B UMEHUTEILHOM IaJeXKe.
[ToxzaronoBku rpad ¥ CTPOK IpaMMaTUYECKH JOJDKHBI OBITH COTJIACOBAHBI C 3arojloBKaMu. Tekct
TaOJIMLIBI TIeYaTaeTCs Yepe3 OJAUH MEXKCTPOUHBIN HHTEPBAJL.

[Ipy HaNMYMKM B TEKCTE MPUIIOKEHUH CCBUIKM HAa CHOCKY OHa O(QOPMIISIECTCS 3BE3/I0YKOM.
TeKkcT CHOCKM IeyaTraercs yepe3 OJUH MEKCTPOUYHBIA MHTEpBAJ B KOHIE KaXKIOW CTPAHUIBI WU
nocje NpUJIOKEHUs B 1esnoM noj 4deproid. Ilocime cumBoiia CHOCKM €€ TEKCT Iedaraercs ¢
NpONUCHONW OYyKBBI. B KOHIIE TeKCTa CHOCKHM CTaBUTCS Touka. Ha ojHOW cTpaHuile HE IOHKHO
opopMIIITBCS 00JIee TPEX CHOCOK.

B nonoxenusix, mporpammax, ycTaBaX MU JPYI'HMX TOJOOHBIX JIOKyMEHTax pa3zelbl,
NoJipa3/ieNibl, IMYHKTbl M HOJIYHKTHl HyMepyroTcsi apabckumu uuppamu. Homep mnonpaszena
JOJKEH COCTOSATh M3 HOMEpa pasjiela U HoMepa Mojapasjenia, pa3[esieHHbIX TOYKOH (Hampumep:
1.2.). Homep myHKTa MOXET COCTOSITh U3 HOMEpA pasjeia, mojpasfesia U MyHKTa, pa3fesIeHHbIX
toukamu (Hampumep: 2.3.1.). [IyHKTBI IpH HEOOXOAMMOCTH MOTYT MOJPA3AETATHCS HA MOAMYHKTHI,
KOTOpBIE JIOJDKHBI MMETh IOPSAKOBYIO HYMEpAlMI0 B IMpelesiax KaXKIoro IyHKTa (Hampumep:
1.1.1.1, 1.1.1.2. u 1. 1.).

Busel mnpocraBnsitoTcs Ha OOOPOTHOM CTOpPOHE NOCIEAHEro JIMCTa IPOEKTa IpHKa3a
(pacriopspkeHus ).

Ha mnpwioxeHHsX K NpoeKTaM MpPHUKa30B (PaclopsyKEHUM) BU3bI IPOCTABIISIIOTCS IOJ
TEKCTOM MPUIIOKEHUSI.

IIporoxoa

B mporokonax (mokymeHTaxX, (UKCHUPYIOIIUX XOJ OOCYXAECHHUS BOIPOCOB M TMPUHATHS
pelIeHni)  TMOCTOSHHO  JEWCTBYIOIIMX  KOJUIETHAJBbHBIX M COBEUIATEIbHBIX  OPraHOB
(Megaroruueckoro, MeTOAWYECKOrO COBETOB, KOMHCCHM), a Takke KOH(epeHIMH, coOpaHui,
COBEILlaHUM, 3acellaHuii, IMEepPeroBOpPOB, BCTPEU) HCIONB3YeTCs (GopMa H3JIO0KEHHUS TEKCTa OT
TpeTbero nuia MHoxkecTBeHHOoro yucna (CIIYIIAJIU, BBICTYIIWJIU, PEHINJIN). Conepxanue
BBICTYIUIEHUH M3JIaraeTcs OT TPETHETrO JIHIa €JUHCTBEHHOIO YHCIa.

IIpoTOKOJI UMEET CIENYIOUINE PEKBU3UTBHI:

— HaumeHnosaHue euda ookymenma — cioBo «[IPOTOKOJI» nmeuataercs Ha 2 ¢cM HHXE OT
TPaHUIBI BEPXHETO MOJs MPOMHCHBIMU OYKBaMH, MONYKUPHBIM HIPU(TOM W BBIPABHUBAETCS I10
HERTPY,

—6u0 3acedamus, coeewanus — OTHENSeTCS OT TMPEAbIAYIIEr0 PpeKBU3UTA ABYMS
MEXCTPOYHBIMU HHTEpBAJIaMHU, I€YaTaeTCsl MOJIYXUPHBIM MIPpUPTOM Yepe3 OAMH HHTEpBAIl U
BBIPAaBHUBAETCS 10 LIEHTPY;

—oama u Homep npomokona — nata opopmisiercs HUGPOBBIM CIIOCOOOM U TeYaTaeTcs
yepe3 JBa MEXCTPOYHBIX HWHTEpBala HIKE MPEABIAYIIEr0 PEKBU3UTA OT JIEBOM TI'paHUIlbI
TEKCTOBOTO T0JIsI, @ HOMEP — MOCIIE CIIOBA «IIPOTOKOI;

— Mecmo nposedeHus: 3acedanus yKa3bIBaeTcs NMpH o(pOpMIIEHUH MPOTOKOJIa COBELIAHHS B
TOM clly4yae, €Clii OHO POUCXOAMIIO He B 3AaHNU OOpa30BaTeIbHOTO YUPEKACHUS, BHIPABHUBACTCS
10 LEHTPY Ha OJHOM JIMHUU C JaTOM;

— meKcm npomoxoJia, Kak MpaBUiio, COCTOUT U3 JIBYX YacTEH: BBOAHON U OCHOBHOM.

BBoaHas yacTh cocTaBiseTCs IO CXEME:

[Ipencenarens — @amumnus N.O. pykoBoaUTEA.

Cekperapp — @amumnus 1.0.

[IpucyrcrBoBanu:

CnoBa «IlIpencenarens» u «Cekperapp» II€4aTarOT CJIeBa OT HYJIEBOIO IIOJIOKEHUS
TalyssITOpa, OTAEINAS ABYMS UHTEpBaJIaMU OT 3aroJioBKa U Apyr oT apyra. C HOBOM CTPOKU MUIIYT
cinoBo «lIpucyrcrsoBanmy,



1 eapuanm: (aMuiaMM W WHHULKATBI TMOCTOSHHBIX WIEHOB KOJUIETHAIBHOTO OpraHa,
YYaCTHHUKOB 3ace[aHus, PAOOTHUKOB YUPEXKJIECHHs U MPUTTIAICHHbIX HA 3aCeaHue IepeUnCIsIoTCs
B an(aBUTHOM TOpsiIKe 0e3 yKazaHus HoJpKHOCTed. [lepeunciienne mprucyTeTBYONMX 0()opMIISIOT
BO BCIO IIUPUHY CTPOKH Yepe3 OJMH MEKCTPOUHbII nHTepBai (nprioxenue Ne 10).

[Ipu odopmieHHMH TNPOTOKOJA C YHCIOM YYaCTHHKOB Oonee 15 damunmun He
HNEPEUUCIISIIOTCS, a yKa3blBaeTcsl HUGpPol uX oOliee KOJIMYECTBO, CIHMCOK YYAaCTHUKOB B TAaKHMX
CIIy4asiX IPUJIaraercs.

Hanpumep:

[IpucyrcTBoBaiiu 47 yenoBeK (CIUCOK MPUIIAraeTcs).

Iloncyer y4acTHHKOB INPOBOJUTCS IO CIMCKAaM PETUCTPALMM, KOTOpBIE MPHIAraroTCs K
IIPOTOKOITY.

Ilocne nepeuncieHuss YYaCTHUKOB B IIPOTOKOJE OQOPMIISETCS IIepedyeHb BOIIPOCOB,
HOJUIeKAIUX OOCYKIEHUIO, KOTOPBI HaunHaeTcs cinoBamu «lloBecTka THS» M pacrojiaraeTcs
LIEHTPOBAHHO Y€Pe3 JIBa-TPU UHTEPBAJIA OT CIIMCKA YYaCTHHUKOB.

2 eapuanm: yKa3bIBalOT 00Ile€ KOJIMYECTBO UJICHOB KOJUIETHAIBHBIX OPraHOB M YHCIIO
IOPUCYTCTBYIOLIMX, a paciiu(poBKa MPEICTABISAETCS B SBOYHOM JIMCTE, KOTOPBIH SBISETCS
NPUIOKEHHUEM K TPOTOKOY (mprioskerue No 11).

IloBecTka JAHA  COHOEPKHUT MEPEUYUCICHHUE IIYHKTOB (BOIIPOCOB) IIOBECTKHM  JHA,
(UKCUPYIOMUX MOCIEI0BATEILHOCTh O0CYKICHHS, ¢ (PaMHUIMSIMH TOKJIaTIiKoB. Kaxaprii Bompoc
HyMepyeTcs apaOckol 1udpoii, pacnonaraercs B MOPAJKe 3HAUUMOCTH U OTBedaeT Ha Borpoc «O
yem?».

Hanpumep:

1. AHanmu3 BBIOJTHEHHS TOAOBOTO IaHa padotrel OOpa3oBaTensHOTO yupexaenus 3a 2017-2018
yueOHBI TO/I.
Hoxnanguuk — [TerpoBa A 1.

OcHoBHasi 4aCTh NPOTOKOJIA COCTOUT U3 PA3/EIO0B, COOTBETCTBYIOIUX IMyHKTaM IOBECTKU
JHs. TekeT kaxaoro pasaena COCTOUT U3 TPEX YaCTEH:

— CJIVIIAJIN: kpaTkoe coAepkaHUe IOKJIaJa WM CChUIKA HA MPWIAraeéMblil K MPOTOKOILY
tekcT. [lepen cinoBom «CJIYIITAJIN mpocTaBiseTcss HOMEp B COOTBETCTBUU C TIOBECTKOM JTHS;

— BBICTVIIWJIN: kpaTkoe COAEp’KaHUE KaKJOTO BBICTYIUIEHHS, 3aJaHHBIE BOIPOCHl H
OTBETHI;

— PEIINJIN (ITOCTAHOBWIJIN): pemenue GopMyaupyercss ¢ UCHOIb30BAHUEM MOJIENH,
MPUHSTOMN JJIs1 PACIIOPSIUTENBHBIX JOKYMEHTOB: UTO C/€JIaTh, UCIIOJIHUTENb, CPOK UCIIOJHEHUS.

Pemienusi, BelpabOTaHHbIE Ha COBELIAHMM, BHOCAT B MpOTOKoJ mocie ciaosa «PEHINIIN»
(«ITOCTAHOBUJIN»). Pemenne MoxeT coaepx aTb OJUH WM HECKOJIBKO ITYHKTOB, OHH
pacrosararoTcs o 3Ha4MMOCTH, KayKIbI U3 HUX HYMEPYETCSL.

B ciydae xoraa npoTokoi (pUKCHpYeT pelieHre 00 yTBepKACHUN KaKoro-1u0o JOKyMEHTa,
B TEKCTE€ IIPOTOKOJIA JOJDKHA COJEPXKATbCsl CChUIKA HA ATOT JOKYMEHT, a caM JOKYMEHT
MpUJIaraeTcs K MpoTOKOIY.

[Tpu HamMuuu 0coO6Oro MHEHMS MO NMPHHATOMY PELICHHIO OHO 3alMCBHIBAETCS B NMPOTOKOI
(mocye COOTBETCTBYIOIIETO MPOTOKOJIBHOTO PELICHHUS ).

B kadecTBe MCHONHUTENS MOXKET OBITh YKa3aHO OJHO MJIM HECKOJBKO JOJKHOCTHBIX JIUI]
anbo CTpyKTypHOe mojpaszaeneHue. Cpok MOXKeT ObITh yKa3aH Kak KaJeHJapHas JlaTa WIH Kak
NepUO/]T BHITOJHEHUS PAOOTHI.

Crnosa «CJIYIHAJIN», «BBICTYIIWJIN», «PEIINJIN» («IIOCTAHOBWJIN») neuatator
OT JIEBOTO TOJI MPOIMCHBIMU OYKBaMU M 3aKaHUYMBAIOT JBOCTOUYUEM.

Kaxxnpiii paznen neuataercsi ¢ KpaCHON CTPOKH, YTOOBI BBIJIEIUTh B TEKCTE MPOTOKOJIA PEUb
OCHOBHOT'O JIOKJIAJIYMKa, BBICTYIUICHHSI YYAaCTHHKOB OOCYXJIEHHUS BONPOCA M IMOCTAHOBISIOUIYIO
4acTh, (OPMYIHUpYIOLIYI0 pemeHre codpanuss. C 3TOH ke Lenbl0 B TEKCTE NMPOTOKOJIA KaKAYIo
bamMUIUI0 ¥ MHUIUATBl BBICTYMAIOUIMX MEYaTal0T ¢ HOBOM CTPOKM B HMMEHHMTEIBHOM IaJEeKe,
3allUCh BBICTYIJICHUS OTHENAT oT (hamminu aeducom. Kaxaplil Bompoc meuyaraercst ¢ KpacHOU
CTPOKH, (haMHIINU TIPH STOM JOIYCKACTCS HE YKa3bIBaTh.
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B otnenbHBIX ciyyasx Ha OCHOBE PYKONHCHBIX MJIM MarHUTO(QOHHBIX 3amuceil, KOTopble
BEJIUCh Ha 3aCeJaHHM, COCTABIIAETCS CTEHOrpaUUeCKUil MPOTOKOJI, KOTOPBIN OCIOBHO IepenaeT
nporecc 00CyKIEHHUS KaKJJOT0 BOIIPOCA M BEIPAOOTKY PEIICHHS 110 HEMY.

IIpoTokon odopmiseT cekperaphb 3acelaHus, IOPUINYECKYI0 CHIIy IPOTOKOJ IMpuoOperaeT
TOJIBKO TIpY HAJIWYUM JABYX HNOJANHUCEN — mpenaceparens u cekperaps. [loamucu pacnosnararor,
OTIENUB OT TEKCTa JABYMSA-TPEMs MEXCTPOUHBIMM HHTEPBAJaMU OT TIPAaHMIBI JIEBOTO IIOJIA.
ITognuceIBaeTCs NMEPBBIA 3K3EMIULIP IIPOTOKOJA, KOTOPBIA IOJAIIMBAETCS CEKPETapeM B N0 U
XPAHUTCS B COOTBETCTBUH CO CPOKOM, OIIPEIEIICHHBIM HOMEHKIIATYypOU ACII.

B HekoTophIx ciyyasx opopmMIiIsieTcs: BBITUCKA U3 IIPOTOKOJIA.

Beinucka ©3 DpoTOKOJIAa — TOYHAs KONMS YacTU TEKCTa IOJIMHHOIO IIPOTOKOJA,
OTHOCSIIIETOCSI K TOMY BOIIPOCY IOBECTKHU IHS, 110 KOTOPOMY TOTOBUTCS BbimMcka. [Ipu 3Tom
HE00XO0/IMMO BOCIIPOM3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJHYIO YaCTh TEKCTA, BOIPOC MOBECTKH
JIHS1, TI0 KOTOPOMY I'OTOBUTCS BBIIIMCKA, U TEKCT, OTPa)Karolnii 00CyXIeHHUE BOIIPOCa U MPUHATOE
pewieHue. B 3Tom citydae Ha3BaHHe JOKyMEHTa o(opMisieTcs Kak «BbInmucka u3 mpoToKoia.

Cayxke0HOe NMCHMO

IluceMa  cocTaBiAIOTCS Ui OCYILECTBICHMSI  ONEPAaTUBHOM CBSA3M C  APYTUMU
OpraHM3alUsIMH 110 BOIPOCAM JAESTEIIbHOCTH 00pa30BaTEIbHOIO YUPEKIACHUS.

Ilo comepkaHMI0 M HA3HAUYEHUIO MUCbMAa MOIYT ObITh MH(OPMAIMOHHBIE, TapaHTUIHbIE,
peKIamMaliOHHbIe, KOMMEPUYECKHE, MICbMa-3apoChl, MMCbMa-MPUTJIAIIEHUs U T. 1.

HNHudopmanroHHble MUCbMA COJepkKAT COOOLIEHN, TPOChObI, HATTOMUHAHUS, IPEI0KEHUS.

["apanTHiiHble TpeHAa3HAYEHBI JIUIsl U3BELLEHUS O TapaHTUSIX OIUIAThl, CPOKOB IIOCTABKH WU
KayecTBa NPOAYKLIMH M YCIyr. B pekiamMalMOHHBIX (IIPETEH3MOHHBIX) MHUCbMax H3JArarT
TpeOOBaHUS BO3MELICHMS] YOBITKOB, HAaHECEHHBIX H3-3a HApYLIEHHs YCJIOBUM KOHTpaKTa WIH
JIOrOBOpa  Jpyroil  CTOpPOHOM  (KOHTpareHToM). Pewiamanus  JOKHA — MOATBEPXKIATbCA
IpUJIaraéMbIMH K UCbMY JTOKYMEHTaMH B BHJI€ aKTOB, CIIPABOK U T. [I.

KoMMmepueckne nrcbmMa COCTaBIISAIOT NPU 3aKIF0YEHNN U BBIIIOJIHEHUH KOHTPAKTOB, 4acTo B
HUX HU3JIararoT NpochObl O MPEIOCTaBIEHUU MH(OPMALMKU O TOBapax M yciayrax y MX HpOAaBIOB
WJIH, HAIIPOTUB, NIPEJIaratoT OCTaBUTh TOBAPBI WM YCIIYTH.

B nuceMax-3anpocax npocsiT y KOHTpareHTa pa3bsiCHUTh Kakoi-1nbo (akT uin J1eicTBUE.

CrayxeOHble NMUChbMa MedaTaroTcs Ha OnaHkax mnuceM OOpa30BaTENbHOTO YUpEXkIACHUS.
CnyxebHO€ TUCHhMO HUMEET CIIEAYIOLNE PEKBUBUTHI:

—rpud 1 OTMETKA OrpaHUYEeHHUs JOCTYIA K JOKYMEHTY (€CJIi 3TO HEOOXOMMO);
— azpecar,

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— OTMETKa O HAJIMYUH MPUIIOKEHUH (€CITM OHU UMEIOTCS);

— TIOJIITHCB;

— OTMeTKa 00 UCTIOJIHUTEIIE.

Texkct ciyxeOHOro mnuChbMa, Kak MPaBUIIO, JOJDKEH KacaTbCsl OJHOTO BOMpoca WU
HECKOJIbKUX BOIPOCOB, €CJIM OHU B3aUMOCBSA3aHbI U OYyyT pacCMaTpUBAThCS B OJTHOM CTPYKTYPHOM
NoJIpa3ieNIieHuH yUpexaeHUsI-apecarTa.

Tekct u3maraercss OT MepBOro JIMIAa €AMHCTBEHHOTO YMCia (MIPOCUM, HAlpaBisieM U T. 1.)
WM OT TpeThero nuia eauHcTBeHHoro uyucia (OY cuutaer..., mpodcoro3Hbii komuter OV
paccMoTpel. . .).

Tekcr nmucpMa, Kak MOpaBWIO, COCTOMT M3 JABYX 4YacTel. B mepBoii vactu wu3naraercs
NPUYMHA, OCHOBAHUE WM OOOCHOBAHUE COCTABIICHHS MUChMa, MPUBOIATCSA CCBUIKH Ha JOKYMEHT,
SIBJISTFOIITUICS OCHOBAHMEM TIOJITOTOBKM MHChMa. Bo BTOpOM dYacTw, HauMHAIOMICHCS ¢ ab3arla,
MIOMEIIAI0TCS BBIBOJIBI, TPEUIOKEHUS, TPOCHObI, PELICHUS U T. 1.

Tenerpammnl, TejiepoHOrpaMMbl U GaKCUMHJIbHAS CBA3b

Ilepenaua KOppeCHOHACHUMH 1O (AKCUMUIBHOH CBSI3M B JPyTHe  yUPEKIACHUS
OCYILECTBIIICTCSI TOJIBKO IO YKa3aHUIO WIM C paspeuieHus aaMuHucTpauuud OOpa3oBaTebHOTO
YUPEXKIEHUS.



[TonmMHHUKK TOKYMEHTOB, TIEPEIaHHBIX MO (aKCUMUIHHOU CBSI3W, MOANIMBAIOTCS B JIETIO,
XpaHdieecss y pabOTHHKA, OTBETCTBEHHOIO 3a (DaKCUMHIIBHYIO CBf3b, C yKa3aHHEM BpPEMEHHU U
JaThl Mepejadd, a KOMWU BO3BPAINAIOTCS B COOTBETCTBYIOILIME CTPYKTYPHBIE MOIpPA3JIEICHUs C
nomeTkor «FAX (mara u Bpems)».

3asiBjieHuUe

3asBieHne — 3TO ounmagbHOE coodIIeHre B MuchbMeHHOM (opme. OHO COAEPKUT Hallle
BCEro TMpPEIJIOKEHUE, JKAT00y WiIH TMpoch0y KaKoro-IuOO 4YelnoBeKa, aJpeCOBaHHBIC WIIH
YUPEXKJIEHUS, WIH TOJKHOCTHOMY JIMILY. 3asBlieHne 0pOpMIISIETCS Ha CTaHAApPTHBIX JIUCTaX Oymaru
dopmara A4.

3asBiieHHE BKIIIOYAET: ajJpecara, KOTOPOMY HampaBisieTcsl 3asBieHHe, (HaMUIHIo, UM,
0TYECTBO, TOJDKHOCTh aBTOpA 3asIBJICHUS, HAUMEHOBAaHUE IOKYMEHTA, TOYHOE H3JI0KEHUE MPOCHOBI,
MPEJI0KEHHS, OMTUCH MPUIIAraeMbIX K 3asBJICHUIO JOKYMEHTOB, aTa, MOAIKUCH.

B 3asBneHNM MCHONB3yeTCs, KaKk MPaBWIO, O(PHUIIMAITBLHO-/IEIO0BAs JIEKCUKA, B HEKOTOPBIX
3asBIICHUSAX JIOMYCKAETCs yIOTpeOIeHne MyOIIIUCTUYECKON TEKCUKH.

3anucka

3anucka (aHamUTUYecCKas, JOKJIagHas, CiyxeOHas, OOBsICHUTENbHAs) — JAOKYMEHT,
a/IpECOBAHHBIN PYKOBOJUTEIIO 00PA30BATEIBHOTO YUPEKACHUS UM BBIIIECTOSIIEH yUpexKACHUS U
coJIeprKalIiil 00CTOSATENBHOE H3JI0XKEHHE KaKOro-TuOO BOMPOCAa C BHIBOJAMHU M MPEAJIOKEHUSIMU
COCTaBHTEIIS.

JlokiagHas 3amucKa COCTaBIsIeTCA KakK M0 JIMYHOW MHHUIIMATHUBE aBTopa (paboTHUKA), TaK U
0 YKa3aHUIO (MMCbMEHHOMY HJIM YCTHOMY) PYKOBOJIHUTEIIS.

3amucka cocTaBiseTcss Ha OyMa)kHOM HOCHUTENE WIH B 3JeKTpoHHOM Buie. OdopmieHue
3allUCKM  3aBUCUT OT aznpecara. [lpm cocTaBieHMM [NOKJIAIHOM 3allMCKH, AaJpEeCOBAHHOMN
PYKOBOIMTENIO 00pa30BaTEIbHOrO YyUpexaeHus B pamkax OOpa3oBaTENbHOrO YUpeKIEHUs, OHa
CUMTAETCsl BHYTPEHHEHN U 0opMIIsieTCsl Ha CTaHAapTHBIX JiucTax Oymaru popmara A4. BHyTpeHHss
3amucka JIOJMKHA COEeP)KaTh CIEAYIOIINe PEeKBU3UTHI: BHJ JOKYMEHTA, MaTy JOKYMEHTa, Ha3BaHHE
JOKYMEHTa (3arojIOBOK K TEKCTY), €CIIM TEKCT Oojiee YeTBIPEX-TISTH CTPOK; aapecara, TEKCT,
MOAMUCh (C yKa3aHWeM JOJDKHOCTH, (aMuinu, WHUIMaNOB). [loAmuchiBaeT BHYTPEHHIOKO
JIOKJIQ/THYIO 3aITHCKY COCTaBHUTENb.

Ecnu 3anucka aapecyercs 3a npenensl OOpa3oBaTeNbHOTO YUPEXKICHUS, TO €€ 0QOPMIISIOT
Ha OllaHKe W OHAa Ha3bIBaeTCsl BHEIIHEH. BHEIHsAs 3amucka JO0DKHA COJEpXkKaTh CIEAYIOIINe
PEKBU3UTHI: HAMMEHOBAaHUE YUPEXKICHHUS, BUJ JOKYMEHTa, JaTy JOKYMEHTa, PErucTpallOHHBIN
HOMEpP, MECTO COCTaBJIEHUS, Ha3BaHUE JOKyMEHTa (3arojloBOK K TEKCTY), €Clid TeKCT Ooree
YeThIPEX-TISITH CTPOK, afpecaTa, TeKCT, OIMUCh PYKOBOAUTENSI 00pa30BaTEIbHOTO YUPEKICHUSI.

Pa3HOBHIHOCTBIO JTOKJIQTHOM 3aMUCKHU SBJSIOTCS TpeacTaBieHus. OHU UCTIOIB3YIOTCS TPU
JIOKYMEHTHUPOBAHUU KaJPOBOU JNEATEILHOCTH U COCTABIISIFOTCS PYKOBOJIUTEIEM WIIH 3aMECTUTEIEM
pykoBomutens. [IpencTaBieHUs] COCTaBISIIOT B CIIyYasx IOOMIPEHUS] paOOTHHUKOB, HAJOXKCHUS
B3BICKAHUI, IPOBEICHUS aTTECTAIIHH.

ABTOMAaTH3aNMSs TOKYMEHTHPOBAHUS

J1J1s MOATOTOBKH TOKYMEHTOB MOTYT MPUMEHSATHCS aBTOMAaTHU3UPOBaHHbIE TexHoJoruu. [Ipu
9TOM CO3JIaf0TCS 0a3bl JaHHBIX (KOPPECHOHJIEHTOB, (JOPM JOKYMEHTOB, TpadapeTHBIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), PEIaKTOPCKUE MPOTPaMMBbI U JIp.

[Topsimok pa3pabOTKH, IKCIUTyaTallMd W TIOJIH30BAHHS TAKHMH CHUCTEMAaMH OTPEICIIIeTCS
CTaHJapTaMH B 00JIACTH aBTOMATU3UPOBAHHBIX WH()OPMAIIMOHHBIX TEXHOJIOTHH.

JIEKTPOHHBIE JIOKYMEHTbI

[Mopsmok cocTaBienus, 0hOpPMIIEHUS U COTJIACOBAHUS MMPOEKTOB AIIEKTPOHHBIX TOKYMEHTOB
OCYIIECTBIISIETCS O OOMIMM TIpaBWJIaM JICIONPOM3BOJICTBA, YCTAHOBJICHHBIM B OTHOIICHUH
AQHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE. DJEKTPOHHBIM JOKYMEHT JOJKEH HMETh
PEKBU3UTHI, YCTAHOBJICHHBIC [JISi AHAJOTMYHOTO JIOKyMEHTa Ha OyMa)XKHOM HOCHTEJe, 3a
UCKITIOYCHUEM OTTHCKA IEYaTH.

B mnepeueHp 00s3aTeNbHBIX CBEACHUM O JAOKYMEHTaX, MCIOJb3YeMbIX B IENAX y4eTra U
MOWCKA



JOKYMEHTOB B  CHCTEMax »dJEKTPOHHOTO JIOKyMeHTooOopora (OOpa3oBaTeabHOTro
YUPEKAECHUS B COOTBETCTBUM C IPAaBUJIAMU JAEJIONpPOou3BoAcTBa B OOpa30BaTEIbHOM yUpPEXIECHUH,
BXOJIAT:

— aJIpecaHT;

— ajpecar,

— IOJKHOCTb, (paMMJINS U MHULMAJIBI JINLA, TOIITMCABIIET0 JOKYMEHT;
— BUJ IOKYMEHTA;

— J1aTa JOKYMEHTa;

— HOMEp JI0KYMEHTA;

— J1aTa NOCTYIUIEHUS JOKYMEHTA,

— BXOJSIIMIA HOMEP JOKYMEHTAa;

— CCBUIKA HAa UCXOALIUI HOMED U JaTy NOKyMEHTa,
— HaMEHOBaHUE JIOKYMEHTA,

— UHJIEKC JIeNa;

— CBEJICHHUS O Iepeajipecalii JOKyMEHTa;

— KOJINYECTBO JIMCTOB OCHOBHOT'O JIOKYMEHTA;

— KOJIM4YECTBO IPUIIOKECHUH;

— o0111ee KOJIMYECTBO JIMCTOB IPUIIOKEHUH;

— yKa3aHUs 10 UCIOJHEHUIO TOKYMEHTA;

— noikHOCTh, ®@. U. O. ncnonnurens;

— OTMETKa 0 KOH(UACHIHAIEHOCTH.

B cocTtaB 7ONOIHUTENBHBIX CBEACHUNH 00 3JIEKTPOHHOM JTOKYMEHTE MOT'YT OBITh BKIJIFOUEHBI
CBEJCHMS: HAUMEHOBAHME aBTOpa JOKyYMEHTa (€cilii aBTOp HE COBHAJaeT C aJPECAHTOM
(oTmpaBUTENEM) JIEKTPOHHOIO JIOKYMEHTA), OTMETKA O MEPEHOCE CPOKa MCIOJIHEHUs JOKYMEHTa,
CPOK XpaHEHUs JTOKYMEHTa, HAUMEHOBAaHUS MPUJIOKEHUHN K 3JIEKTPOHHOMY JIOKYMEHTY, KIIOUEBbIE
CJIOBa, CTAaTyc JOKyMEHTa (IPOEKT, BepCcHs), BUJ IMepelauyd JOKyMeHTa (3JEKTPOHHOH IMOYTOH,
Mo4TOoM, (hakKCOM U T. 1.) U Jp.

Cpokn XpaHEHHs DIJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHUs
JIOKYMEHTOB, YCTaHOBJICHHBIX 3aKOHOJATEIbHBIMU U MHBIMH HOPMAaTUBHBIMU MPAaBOBBIMH aKTaMHU
Poccuiickoit denepanuu, Pecnybnuku Caxa (SIkyTHs), THIOBBIMHM MEPEUHSAMH I aHAJIOTUYHBIX
JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

4. Opranusanusi AOKyMeHTO0000pOTa M MCIIOJTHEHHUS TOKYMEHTOB

4.1. I1lpuem u 06padoTKa NOCTYNAIOLIUX JOKYMEHTOB

4.1.1. [IBukeHHEe NTOKYMEHTOB C MOMEHTA MX CO3JaHHUs WIH IOJY4YEHHs 10 3aBEpIICHHUS
WCIIOJTHEHUS WJIM OTIIPABKH 00pa3yeT JTOKYMEHTOOOOPOT.

4.1.2. B nokymeHtoobopore OOpa3zoBaTelIbHOTO YUYPEKIECHUS BBLIEIAIOTCA CIENyIOIue
JIOKYMEHTOIIOTOKHU:

a) MOCTYyTAoIas JOKYMEHTaIuUs (BXO/A11as );

0) oTnpaBisiemMast TOKyMeHTalus (MCXOIas);

B) BHYTPEHHSS TOKYMEHTALIMSL.

4.13. JocraBka u oTOopaBka JOKyMeHTOB B (OOpa3zoBaTenbHOE  yUpekKICHHE
OCYILIECTBIIAETCS, KaK IPABUIIO, CPEACTBAMHU [TOUYTOBOM U AIEKTPUUECKON CBA3H.

4.1.4. loxymeHTshl, noctynawomue B O0pa3oBareabHOE YUpExKICHUE, IPOXOIAT MEPBUUHYIO
00paboTKy, PperucTpanuio, IMpeaBapUTEIIbHOE pacCMOTpEHHe, Iepesadyy pyKOBOJICTBY Ha
paccMOTpeHHe, IEPeatoTCsl UCIIOTHUTENSAM U IOCIIE UCIIOJHEHUS TOMEIatoTCs B Jiena.

4.1.5. Ilpuem u nepBuuHasi 00pabOTKa TOKYMEHTOB OCYIIECTBISETCS AEIONPOU3BOAUTEIEM
(cexperapem) U (WJIH) JTUIIOM, OTBETCTBEHHBIM 32 BEJCHHUE JICTIOMPOU3BOCTRA.

4.1.6. JlenompousBoautenb (CeKkperapb) u (WIHM) JHIO, OTBETCTBEHHOE 3a BEIACHHE
JIEJIONPOU3BOJCTBA, IPOBOIUT: IIPOBEPKY NPABUIBHOCTU aAPECOBAHMS MOCTYNAOIINX JOKYMEHTOB,
IPABWIBHOCTH JOCTaBKM UM KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha
MOJJICIKALINE U HE TIOUIEKAIINE PETUCTPALIHH.



4.1.7. Ilony4yeHHBIE KOHBEPTHI C KOPPECIIOHACHIINEN BCKPBIBAIOTCA, IIPU 3TOM NPOBEPSAETCS
HaJIM4YUe BJIOKEHUH, a TaKkKe YKa3aHHBIX B JOKyMEHTaX MpuiIokeHwil. B ciydae moBpexaeHus
YIIAaKOBKH U BJIOXEHUU JMOO OTCYTCTBUS NMPUIIOKEHUH COCTABIIACTCS aKT B JBYX JK3eMIUIIpax.
OauH 5K3eMIUISIp aKTa HalpaBiIAeTCs KOPPECHOHJEHTY, BTOPOH MPUOOLIAETCS K MOCTYMHUBIIEMY
JIOKYMEHTY.

4.1.8. OmmbouHo npUcIaHHAsE KOPPECTIOHACHIINS MTEPECHUTIAETCS M0 MPUHAIIIEKHOCTH, €CIIU
U3BECTEH ajJpec Ioiydarens. B NpoTHUBHOM ciydae KOPPECHOHIECHLMS BO3BpAILlAeTCs
OTIIPABUTEIIO.

4.1.9. KoHBepTbl OT mIOCTyHawolleld KOPPECIOHAECHLUU COXPAHSIOTCS W IpUJIAraroTcs K
JIOKYMEHTaM JIMILb B TOM cjy4ae, KOrja TOJbKO MO0 HHUM MOXHO YCTaHOBHTbH aJIpec OTIPaBUTENs
WIM KOTJa JaTa IOYTOBOIO ILITEMIIENS MMEET 3HAYEHHE B KaueCTBE JOKa3aTeIbCTBA BPEMEHU
MOJIyYeHUs JOKYMEHTA.

4.1.10. CnenuaincToM HE BCKPBIBAIOTCS KOHBEPTHI IHCEM C HAAMNMCHIO <JIM4YHO». OHHU
NepesaroTes 0 Ha3HAYEHUIO.

4.2. [lpeaBapureibHOE PACCMOTPEHHE JOKYMEHTOB

4.2.1. JenonpousBoautens (Cekperapp) ©u (WiIM) JIHIIO, OTBETCTBEHHOE 3a BEICHHUE
JIEJIONPOU3BO/ICTBA, MPOBOJUT IPEIBAPUTEIBLHOE PACCMOTPEHUE JOKYMEHTOB B LIEJIAX BbIACICHUS
U3 BCET0 MacCuBa IOCTYIMUBIIECH KOPPECHOHIEHIIMU TOKYMEHTOB, TPeOYyIOIIUX O00s3aTeNIbHOTO
paccMoTpeHust pykoBoauteraeM O0pa3oBaTEIbHOTO YUPEKICHHUS.

4.2.2. OcHOBaHUEM /Ji1 TPUHATUS PEIICHUS B XOJE MPEIBAPUTEIHLHOTO PACCMOTPEHUs
SIBIISICTCS COJICPKAHME JIOKYMEHTA, a HE aPECOBaHUE TOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHHKY.

4.2.3. Pe3ynbTaToM MpeaBapUTEILHOIO PACCMOTPEHUS SIBISIETCS HAIpaBlICHUE TOKYMEHTa
pykoBoguTento OOpa3oBaTENbHOIO YUPEKIACHUS] WM JOJDKHOCTHOMY JIMIy B COOTBETCTBUU C
ycTaHoBJIeHHBIM B (OOpa3oBaTeNIbHOM YUPEXKICHUH paclpeiesicHHeM OO0S3aHHOCTEH MEXIy
PYKOBOJIUTENIEM H JODKHOCTHBIMH JIMIIAMH [Tl BBIHECEHHS YKa3aHHS 110 UCTIOJTHEHUIO JTOKYMEHTA.

4.3. Perucrpanus J0OKyMEHTOB

4.3.1. Tlepemaua JOKYMEHTOB Ha PETUCTPAIMIO TPOU3BOAMUTCS TOJNBKO TIOCIE HX
IpeBapUTENLHOIO PACCMOTPEHUS.

4.3.2. Peructpauuu mnoanexar BC€ JOKYMEHTHI, TpeOylolue y4yeTa, HCIOIHEHMUS,
UCIOJIb30BaHUS B CIPABOYHBIX LIEJSAX, KAK MOCTYIMAIOUINE U3 JPYTUX OpraHU3aluil ¥ OT YaCTHBIX
JML, TaKk U oOpasyrourecs B aesTenbHOCTH OOpa3oBaTeIbHOrO YUPEKIACHUS, U PETUCTPUPYIOTCS
HE3aBUCHMO OT CIIOC00a UX JJOCTaBKH.

4.3.3. K pgokymeHTam, HE NOJUIEKAIIUM pPETUCTPALUU, OTHOCATCS JOKYMEHTHI, HE
TpeOyIole HCIOJHEHHUsI U He cofepKalire MHPOpPMAaILUH, UCIOIb3YeMON B CIIPABOYHBIX LEJSX:
NPUTIIACUTEIIbHBIC, TO3/PAaBUTEIbHBIE THChMa, TEJIErpaMMbl, OWJIETHI, TUIAHBI, TMPOTPAMMBI
CEeMHMHApOB, KOH(EPEHLIUH, CHUMIIO3UYMOB M JPYTMX MOJOOHBIX MEPONPUSATHH, TOKYMEHTHI I10
OyXrajarepckoMy ydeTy, MaTepHallbHO-TEXHHYECKOMY OO0ECleueHuIo, IUIaHOBbIe, (DHHAHCOBBIE
JOKYMEHTBI, TOCTyHaromue ©0e3 CONpPOBOAMTENBHOTO THCbMa, pPEKJIAMHbIE JIOKYMEHTHI,
KOMMEpUYECKHEe TPEIJIOKCHUsS, TIeYaTHbIe W3AaHus, YyHH(UIUpoBaHHBIE (OPMBI M OJIaHKH
JIOKYMEHTOB H JIp.

4.3.4. JIOKyMeHTBI, TOJJIEXKAIINE PETUCTPALUU, PETUCTPUPYIOTCS B JKypHaJe pPerncTpanuu
BXOJSIIIUX JOKYMEHTOB (mpuiioskeHue Ne 12) B JeHb MOCTYIUIEHUS — B ClIy4ae MOCTYIUICHHUS
JIOKyMEHTa B pabouee BpeMsi; Ha CIEeIyIOUi pabounii 1eHb — B Cilydae MOCTYIUICHUS JOKyMEHTa B
Hepabouee BpeMsi; He3aMeUIUTENbHO — C OTMeTKaMu «CpodyHo», «OnepaTUBHOY.

4.3.5. Ha nokymenTax, nmoctynatromux B agpec OOpa3oBaTeIbHOTO YUPEKACHUS, B HIDKHEM
PaBOM YIJy JIMLEBOW CTOPOHBI MEPBOTO JIUCTAa JOKYMEHTa IMPOCTABISETCS PErUCTPAIlMOHHBIN
HITaMI ¢ yKa3aHUEM JIaThl U TIOPSIIKOBOTO PETUCTPAIIMOHHOTO HOMEpa.

4.4. Pacnipenesnenne nNocTynarmux J10KyMeHTOB

4.4.1. Tlocne peructpanu JOKYMEHTBI MEPEAAIOTCS HA PACCMOTPEHUE PYKOBOIMUTEIIO
O0pa30BaTeIbHOTO YUPEIKICHHUS.

4.4.2. Tlocne paccmoTpenusi pykoBoautesieM OOpa3oBaTENbHOTO YUYPEKICHUS JOKYMEHTHI
BO3BpamiarTcs JleaonpousBoauTento (cekperapo) u (WIH) JIMIly, OTBETCTBCHHOMY 3a BEICHHE
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JIEIIONPOU3BOJCTBA, [UIsl TEPEHECEHMs YKa3aHWM 110 UCIOJHEHHMIO JIOKYMEHTa B JKypHal
pPErucTpaluy BXOASIIUX JOKYMEHTOB. B COOTBETCTBUM ¢ yKa3aHUSMU IO UCIIOJIHEHUIO MOUIMHHUK
JOKYMEHTa HampaBisieTcs paOOTHHKY, SBJSIOMIEMYCS OTBETCTBEHHBIM HCIIOJIHUTENEM, a
COUCIIOJIHUTENSIM HAMPABJISIOTCS KOMUHU JOKYMEHTOB (€CIIM UMEIOTCS), O YeM JeNlaeTcsl OTMETKa B
YKypHaJIe PETUCTPALIUY BXOIALINX JOKYMEHTOB.

4.4.3. DnexkTpOHHBbIE COOOMICHMS, MOCHUIAEMbIE IO AJIEKTPOHHOW IOYTE, HCIIOIHSIOTCS
AQHAJIOTUYHO JOKYMEHTaM Ha OyMa)KHBIX HOCHTENISAX C YYETOM OIPEACICHHON CIenu(pHUKH B
MPOLIECCE UCTIOTHEHHUS.

4.5. ITopsiok 00padOTKH M NPOXOKIAECHUS UCXOASIIMUX U BHYTPEHHHUX JOKYMEHTOB

4.5.1. Tlopsanok MOATOTOBKM MCXOASIIMX TOKYMEHTOB BKJIIOYaeT B cebsi paboTy 1o
COCTaBJICHUIO IIPOEKTa JOKYMEHTA, COTJIaCOBAHUIO, TOANNUCAHUIO (YTBEP)KICHUIO) U OTIIPABKE.

4.5.2. Jlo mepemayu AOKYMEHTa Ha TMOJIUCh HCIOJHHUTENb JIOJDKEH IPOBEPUTH €ro
coJiepKaHue, MPaBUIBLHOCTh OPOPMIICHHS, HATMYNE HEOOXOIUMBIX BU3 M MPUIOKEHUH. JJOKyMeHT
MpeJICTaBIsIeTCs Ha TOMUCh BMECTE ¢ MaTepuaiaMy, Ha OCHOBAaHUHU KOTOPBIX OH TOTOBUJICS.

4.5.3. BHyTpeHHHE JOKYMEHTHI O(OPMIISIOTCS M UCTIONHSIOTCS (MCIIONB3YIOTCS) B IIPEIenax

O0pazoBaTeNbHOTO YUPEKICHHUS.

4.5.4. BHyTpeHHHE JOKYMEHTHl (JOKJIAJHbIE 3alHCKW, CIOPaBKH, CBOJKH U [Ip.)
paccMaTpUBAIOTCS TEMH JIOJDKHOCTHBIMU JIUIIAMHU, KOMY OHU HampaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 3a JI€JIONPOU3BOICTBO IIEPE]] CAAYEH KOPPECTIOHACHIIMM HAa OTIPABKY
JOJKHBI 00513aT€NIbHO MPOBEPHUTH MPABUIBHOCTL ee odopMieHus U aapecoBanus. KonBepToBaHue
KOPPECHOHJIEHIIMM M  JPYTUX TOYTOBBIX  OTHPABJIEHUN  NPOU3BOAUTCS  CTPYKTYPHBIMU
noapasneneHussMu O6pazoBaTeIbHOIO YUPEKICHHS.

4.5.6. Peructpauusi OTIpaBiIsieMbIX JOKYMEHTOB OCYILECTBIISIETCS B JAECHb UX IMOANUCAHUS
(YTBEpKIeHHS) UK Ha CIEAyIui pabounii n1eHb. PeructpaliioHHblil HOMEp JOKYMEHTa U J1aTa
perucTpanuy MpOCTaBIAIOTCA Ha MOAJMHHHUKE JOKYMEHTa B pPEKBU3UTaxX OJaHKa U Ha KOMHH,
ocratomeiicss B aene OOpa3zoBareiabHOro yupexxaeHus. CpaBOYHBIM almapaToM JUIsl UCXOASLINX
JIOKYMEHTOB SIBIISICTCS JKYypPHAJI PETHCTPAIIMH 3TUX JOKYMEHTOB (Ipuiiokenue Ne 12).

4.5.7. OtnpaBKy UCXOJSIIMX TOKYMEHTOB MPOU3BOAUT JEIONPOU3BOIUTENb (CEKpETaph) U
(unmu) 5O, OTBETCTBEHHOE 3a BeleHue Jenonpous3BojactBa. CpouHas KOPpPECHOHJIEHIUS
ohopMIIsIeTCsT U OTIPABISIETCS HE3aMEUIUTEIbHO JeTIONpOou3BoauTeaeM (cekperapeM) U (Hin)
JIMIIOM, OTBETCTBEHHBIM 3a BEJIEHUE JEONPON3BO/ICTBA.

4.5.8. JlenompousBoautenb (cekperapp) H (WJIHM) JHIO, OTBETCTBEHHOE 3a BEACHHE
JIEJIONPOU3BO/ICTBA, MTPOBEPSIET MPABUIBHOCTh OQOPMIICHUS UCXOAIINX JOKYMEHTOB, IPOU3BOIUT
COPTUPOBKY JOKYMEHTOB IO CIOCOOY JI0CTaBKM KOPPECHOHACHLMH ajpecaTy (ImpocTasi, 3aKazHasd,
MeXAyHapoaHas W JAp.). HempaBwibHO oQoOpMIIEHHBIE JOKYMEHTHI U KOPPECHOHJIEHIUS
HECIyeOHOro XapakTepa K OTIpaBKe He NMPUHUMAIOTCS U BO3BpAILAIOTCA JIMILY, TOATOTOBUBIIEMY
JIOKYMEHT.

4.5.9. OrnpaBnsemMas MO IOYTE€ KOPPECHOHJACHIMS IPOXOAUT YINAKOBKY, aJpPECOBAHME,
MIPOCTaBJIEHUE CTOUMOCTH MOYTOBBIX YCIYT U Mepeaavy Ha OTIIPaBKY B MECTHOE OT/IEJIEHUE CBS3H.

4.5.10. Ha 3aka3Hyl0 KOPpECIOHJEHIIMIO, HAa JIOKYMEHTHI ¢ MmoMeTkoil «lis ciyxeOHOro
MOJIb30BAHUSA» COCTaBISIETCS PEECTp, KOTOPBIA 3aTeM BO3BpAILlaeTCsl JEIONPOU3BOJUTEIIO
(cexperapro) u (WIM) JHIly, OTBETCTBEHHOMY 3a BEJCHHUE JEJIONPOU3BOJCTBA, C PACIUCKON
pabOTHUKOB TMOYTOBOIO OTHEJNEHUS CBA3M MM HMHOIO JMIA, OOECHEeYMBAOIIEr0 OTIPABKY
JIOKYMEHTOB.

4.5.11. Ilepemaua c¢ WuCHOIB30BAaHUEM CpeACTB (AKCUMUIBHOM CBSI3M JOKYMEHTOB,
CoJepXKalMX CIYy>KeOHYI0 HH(OpMAIMIO OTrPaHUYEHHOTO paclpOCTpaHEHHsA, B TOM 4YHCIE C
nomeTkon «Jlmst cimy)keOHOTO TIONIB30BaHUsA», HE pazpemraercs. Kareropwduecku 3amperiaercs
nepeaaya 1o cpencTBam (pakCUMUIBHOM CBA3H CEKPETHBIX TOKYMEHTOB.

4.5.12. C wucrnonp3oBaHWEeM CpeACTB (HAKCUMUIBHONH CBSI3W MOTYT OBITh TI€pPEIaHbl
MaTepHalbl TEKCTOBOTO, TAOJUYHOTO MU TpaduyuecKoro Xxapakrepa, UCIIOJTHEHHbIE TUIIOTPAa(CKUM,
MaIIMHOMUCHBIM WA PYKOMHCHBIM CIIOCOOOM B YE€PHOM MJIM TEMHO-CMHEM LIBETE€ C YETKUM U
KOHTPACTHbIM H300pakeHHEeM (TIepBbIE SK3EMIULIPbl WIM UX KCEpOoKomuu) Ha Oenoil Oymare c
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MUHHMaJIbHON BBICOTOM OykB M nudp 2 mm. O0beM mnepeaaBaeMoro B TEUCHHE OJHOTO CeaHca
CBSI3M JIOKYMEHTA, BBIINIOJIHEHHOTO Ha Oymare ¢popmaTta A4, He JOJKEH MPEBBIIIATH MSATH JIUCTOB.

4.5.13. OTBETCTBEHHOCThH 32 COJEpKaHUE MH(POPMAIIHNH, TIEPEIaBaEMON C UCIIOJIb30BAHUEM
cpeacTB (PaKCUMIIIBHOM CBSA3H, BO3JIaraeTcsl Ha UCIOJIHUTEIS, MOArOTOBUBILETO (aKkcorpaMmy Jiist
nepeaaym.

4.6. OcodenHOCTH PAdOTHI € IJIEKTPOHHBIMH IOKYMEHTAMU

4.6.1. B O6pa3oBaTeibHOM YUPEKICHUU CO3JAI0TCS U UCTIOIB3YIOTCS:

— JIEKTPOHHBIE TOKYMEHTHI, CO3/1aBaeMbI€ B 3JIEKTPOHHOI (popme 6e3 mpeaBapUTEILHOTO
JOKYMEHTHPOBaHUS Ha OyMa)KHOM HOCHUTEIIE;

— JJIEKTPOHHBIE 00pa3bl JIOKYMEHTOB, IIOJIy4d€HHbIE B pe3yJlbTaTe€ CKaHUPOBAHUS
JIOKYMEHTOB M XPaHSIIHUECS B CUCTEME 3JIEKTPOHHOTO IOKyMEHTO000poTa.

4.6.2. Ilpuem u oTHpaBKa >JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBEHHBIM 32
BEJICHUE JIeIONPON3BOICTBA B OOpa30BaTEIbHOM YUPEKICHHUH.

4.6.3. DNeKTpOHHbIE JOKYMEHTBI CO3[AI0TCS, 0OpadaThiBAlOTCA M XPAHATCA B CHCTEME
AJIEKTPOHHOI'0 JOKYMeHT0000poTa OOpa30BaTENbHOIO YUPEKICHUS.

4.6.4. DNeKTpOHHBIA JIOKYMEHT JOJDKEH OBbITh OGOpMIEH 1O OOMMM MpaBHIIaM
JIeTIOTIPOU3BOJICTBA M WMETh PEKBH3HTHI, YCTAHOBJICHHBIC ISl AHAJOTHYHOTO JOKYMEHTa Ha
OyMa)XHOM HOCHUTEJE, 3a UCKIIOYCHHEM OTTUCKa revyaTu u u3odpaxenus ['ocynapcrBeHHoro repba
Poccuiickoit @enepanun.

4.6.5. JIns moaTBEpKACHUS MOATMHHOCTH AJIEKTPOHHBIX JOKYMEHTOB B OOpa3oBaTelbHOM
YUPEKACHUU UCIIONB3YIOTCS DJEKTPOHHbIE HU(pOBbIE moanmucH. Vcmonbp3yemble CpeacTBa
AIEKTPOHHOU UGPOBOI MOIMUCH TOJKHBI OBITH CEPTU(ULIMPOBAHBI B YCTAHOBIEHHOM IOPSIJIKE.

4.6.6. Enunuineil ydyera 3JIE€KTPOHHOIO JOKYMEHTA SBIISETCS SJIEKTPOHHBIM JIOKYMEHT,
3apETUCTPUPOBAHHBIA B  CHUCTEME DJIIEKTPOHHOTO  JIOKyMeHTooOopoTa (OOpa3oBaTeiabHOro
YUPEKACHUS. DIEKTPOHHBIA JTOKYMEHT, WMEIOIINN TPHIOKEHUS, PETUCTPUPYETCS KaK OJMH
JTIOKYMEHT.

4.6.7. Tlocne OTHpaBKH AJIEKTPOHHOTO JIOKYMEHTA, 3aBEPEHHOTO SJIEKTPOHHOH IOAMUCHIO
YIIOJIHOMOYEHHOTO JIOJKHOCTHOTO JIMIA, IOCBUIKU ajjpecaTy ero KONWU Ha OyMa)kHOM HOCHTEINE,
KaK TpaBWIo, HE TpeOyeTCs, 3a NCKIIOYEHHUEM OTBETOB Ha OOpAIIeHUS TPAXKAaH, MOCTYIHBIINX MO
WH(OPMaILIMOHHO-TEIEKOMMYHUKAIIMOHHBIM KaHallaM, Ha KOTOPBIE 3asiBUTEIIO JAeTCsl MIChbMEHHBIN
OTBET, HAIIPABIISIEMBIH 110 TIOYTOBOMY a/IpECY, YKa3aHHOMY B OOpaIieHuH.

4.6.8. VicnomHeHHbIE 2JIEKTPOHHBIE IOKYMEHTBI CUCTEMAaTU3UPYIOTCS B Jiea B COOTBETCTBUU
¢ HoMeHknaTypod nen OOpa3oBaTeNbHOTO YUPEXKIEHUS M HUHICKCUPYIOTCS B  IOPSJIKE,
YCTQHOBJICHHOM B OTHOLIEHHU JEJI, COCTABJICHHBIX U3 JOKYMEHTOB Ha OymakHoM Hocutene. [lpu
COCTAaBJICHUM HOMEHKJIATYphl JIeJI B 3arojIoBOK Jefla BKJIIOYAeTCs YKazaHUe «DJEKTPOHHBIC
JIOKYMEHTBI».

4.7. UndopmaunonHasi 0€3011aCHOCTb

4.7.1. Wundopmaumonusie pecypcsl OOpa3oBaTeNbHOTO YUPEKACHHUS 1O JIOCTYILY
(BO3MOYXHOCTH MCIIOJIH30BAHUSA) TTOAPA3ICIISIOTCS Ha OTKPHITYIO (00IIEI0CTYITHYI0) HH(OpMAITHIO,
CIIy’KeOHYI0 HH(POPMAIUIO U UH(OPMAIIMIO OTPAHUYESHHOTO PacIpOCTpaHeHUs (10CTyIa).

K «kareropum OTKpeITO WHGOpPMAMKA OTHOCUTCS WH(OpMaIus, coxepKamascs B
JOKyMeHTax U 0a3zax AaHHbIX OOpazoBaTeIbHOIO YUPEKIACHHUS, HEMOCPEICTBEHHO 3aTparuBaroias
npaBa ¥ HHTEPECHI TPaKIaH.

K kareropum cnyxeOHON HHPOpPMAIUM OTHOCUTCA UH(pOpMaIMs, CcoJepxkalasics B
JNOKyMeHTax U 0a3ax maHHBIX OOpa30BaTeNbHOTO YYpEXKICHHs, TpeAHAa3HAYCHHAs JUIS
JOJDKHOCTHBIX JIUI U paO0oTHUKOB OOpa30BaTEIbHOTO YUPEXKIACHHUS, IPU BBIMOJIHEHHUH UMHU CBOUX
(GYHKIIMOHATBHBIX 00sI3aHHOCTEH, HE 3aTParkuBaroONIas HAMPSMYIO TIpaBa U MHTEPECHI TPAXKIAH U HE
OTHOCAIIAsICS K KATErOpPUU OTPaHUYEHHOTO PACIIPOCTPAHEHUS (JIOCTYIIA).

K kareropum wuH(bOpMaIMU OTrpaHUYEHHOTO PACHPOCTPAHEHHUS (JIOCTYyMa) OTHOCHUTCS
uHpopManus, cojepkamiascs B JOKYMEHTax U 0a3ax JaHHBIX, BKIIOYAIOIAs CBEICHUS
KOH(UICHIIMATILHOTO XapaKTepa.



Bes undopmanus, comepikamiascs B JOKyMEHTax W 0a3ax gaHHbIX OOpa3zoBaTeabHOTrO
YUPEXKJIEHUS, IO YMOJYAHHUIO SBIISETCS OTKPHITOW U 00menoctynHoi. MckiroyeHnue cocTaBiser
uHpoOpMalLKs, OTHECEHHass K KaTeropusiM CIyKeOHOW W OrpaHHYEHHOI'O pPACHpPOCTPAHECHUS
(moctyma).

4.7.2. Jloctyn moib3oBareneil K HMH(POPMAUU OTPAaHMYUBACTCS IIyTEeM OTHECCHHS
uH(pOpMallMU K COOTBETCTBYIOUIEH KAaTErOpUU U HAJIOKEHHEM Ha Hee COOTBETCTBYIOLIETro rpuda
orpaHHuYeHUs pacrnpoctpaneHus. MHdopmanus orpaHnueHHOro 1ocTyna cHabxkaercs rpudom «J{ms
CIIy’keOHOTO MOJIb30BAHUS.

[IpaBom oTHeceHuss MH(pOpPMAIMKM K KAaTETOPUH OrPAaHUYEHHOTO JOCTYHNa U HAJIOKEHHS
COOTBETCTBYIOIEr0 rpuda oOnagaeT aBTOp JOKYMEHTa IO COIJIACOBAaHUIO C PYKOBOJUTENIEM
O0pa3oBaTenbHOIO YUPEKIACHUS.

JlokyMeHTHUpOBaHHasi HMH(POpPMAIMS OrPAaHUYECHHOTO pacHpocTpaHeHuss 0e3 CaHKUUU
JOJDKHOCTHOTO JIMIA, YCTAHOBUBIIETO PEXUM OTPAHUYCHHOTO PACHPOCTPAHEHHUS JUISL JAaHHOTO
JIOKYMEHTa, He TMOJICKHUT pas3rialleHuto (pacnpocTpaHeHuto). [IpenocTaBienue monb3oBaTensiM
JOCTYTIA K JAHHOW WH(POPMALIUN OCYIIECTBISETCS UCKIIOYUTEIBHO 110 COTIACOBAHMIO C YKa3aHHBIM
JOJKHOCTHBIM JIUIIOM ITyTE€M IM0JIa4l COOTBETCTBYIOLICH 3asBKH.

JIOJDKHOCTHBIE JIMIA, TPUHSBIINE petieHne 00 OTHeCeHUH nHpopManuu, 3auKCHPOBAHHON
B JIOKYMEHTE, K KaTeropuu OrpaHMYEHHOTO pAaCIpOCTPaHEHUS, HECYT OTBETCTBEHHOCTh 3a
000CHOBaHHOCTD MPUHATOTO PEIICHUS M €0 COOTBETCTBHE JCHCTBYIOIIEMY 3aKOHOIATEIBCTBY.

4.7.3. Jluunbsie nena paOOTHUKOB, JIMYHBIE KapTOYKHM PAOOTHHUKOB, TPYAOBBIE KHUKKU
pabOTHHUKOB, MPUKA3bl IO JUYHOMY COCTaBYy JOJDKHBI XPAHUTHCS B ceiide MM B METAIUTMYECKOM
mkady.

bnanky TpyZOBBIX KHIDKEK MO Mepe HEOOXOTMMOCTH BBINAIOTCS OTBETCTBEHHOMY JIUILY
KaJpoBOM CiIy>KObl. 3alIUCH B TPYAOBON KHIKKE MOAMMCHIBACT PAOOTHHUK KaJpoBoil ciyx0bl OV.
VY4er, XpaHeHHe M BblAaYy OJAHKOB CTPOrOH OTYETHOCTH: IUIUIOMOB, BKIIQJIBIIEH K HHM,
CBU/IETEJILCTB, YIOCTOBEPEHUH BeJIeT 3aMECTUTEb PyKOBOANTENS. biianku xpaHsTces B ceide.

4.7.4. YcraHoBKa U IKCIUTyaTalusi MPOTPaMMHOT0 00ecreueHus, OJIyIeHHOTO U3 JIIOOBIX
UCTOYHUKOB U BBINOJHAIOUIETO (DYHKIMHM, HE CBA3aHHBIE HENOCPEJCTBEHHO C BBIOJHEHUEM
pabOTHUKAMU CBOMX JODKHOCTHBIX 00s13aHHOCTEMN, KATErOPUYECKHU 3aIpelieHa.

4.7.5. Bcs mpencrtaBieHHas B 3JEKTPOHHOM Buie HMHQOpMalus, NOCTymaromas B
OO6pa3oBarenbHOE yUpeKIeHHE, B 00g3aTEIbHOM IMOPSJIKE MOAJIEKUT MPOBEPKE aHTUBUPYCHBIMU
CpeACTBaMHU.

4.7.6. DneKTpOoHHAs TOYTAa MOKET HMCIOJB30BAThCS TMOJIB30BATEISIMU TOJIBKO JJisi OOMeHa
uHpopManrel, OTHOCAIIEHCS K KaTeropuu OTKPBITOM M CIy)KeOHOH. 3alpeleHo HCHOoIb30BaTh
AIIEKTPOHHYIO TOYTY ISl Tepeaaddl WH(POPMAIH, OTHOCSIIEHCS K KaTerOPHUH OrPaHHMYCHHOTO
pacrpoCcTpaHEeHHUS.

S. KoHTpoJIb 32 HCIIOJIHEHHEM JOKYMEHTOB

5.1. Opranu3anust KOHTPOJIsA

5.1.1. KonTpono  mojJiexaT BCEe  3aperMCTPUPOBAHHBIE  JIOKYMEHTHI, TpeOyromue
HUCIIOJIHEHUS. KOHTpO.]'II) HCIIOJIHEHUA JOKYMCHTOB BKIIHOYACT: YYCT, IMOCTAHOBKY Ha KOHTPOIJIb,
KOHTPOJIb CPOKOB HCIIOJIHEHHSI, HEMOCPEACTBEHHYIO MPOBEPKY XO0Ja HCIIOJHEHHs, MPOBEPKY
KaueCTBA UCIIOJTHCHU A, aHAJIN3 PE3YJIbTAaTOB UCIIOJIHCHUS.

5.1.2. KoHTpoib 32 HCIOJHEHHEM JOKYMEHTOB YCTaHABJIMBAETCS B LIESX OOECIEeUeHUs UX
CBOCBPEMCHHOT'O M KAUYCCTBCHHOI'O MCIIOJIHCHMS, MMOBBIMICHUSA YPOBHA OpFaHHBaTOpCKOﬁ pa6OTBI n
UCTIOJTHUTENIbCKOM TUCIIUIUIMHBL.

5.1.3. [Ipu mocTaHOBKE MAOKYMEHTa Ha KOHTPOJbh Ha TPABOM BEPXHEM IIOJIE TOKYMEHTa
JieNiaeTcss OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIOBOM (ILITAMIIOM) «KOHTPOJIBY.

5.1.4. KoHTpomo momajexar TMpUKa3bl, pEHIeHUs COBETOB, a TaKXKe JIOKYMEHTHI,
MOCTYMAIoNIMe Ha UM pyKoBoauTesst O0pa3oBaTeNbHOTO YUPEKICHUS.

Opranu3zaiys KOHTPOJIS UCIIOJTHEHUS BKIIIOYAeT B ceOsl:

— IIOCTaHOBKY JOKYMEHTA Ha KOHTPOJIb;



— MOHUTOPUHT HCIIOJIHEHUSI KOHTPOJIBHBIX MTOPYUYEHUN JOKYMEHTOB;

— CHSITHE UCIIOJIHEHHOTO TJOKYMEHTa C KOHTPOJIS;

— HAMpaBJICHUE UCIIOJIHEHHOTO IOKYMEHTA B JEIIO.

5.1.5. PykoBoauTenu CTPYKTYpHBIX NOJpa3ieleHuil o0sd3aHbl paccMaTpuUBaTh COCTOSIHHE
UCTIOTHUTENIbCKONH  JHUCHUIUIMHBL 0  JOKYMEHTaM C  [OPYYCHHSMH  aIMUHUCTpAIlUU
OO0pa3oBaTenbHOIO YUPEKICHUS, a TakKe JOKYMEHTBI, MOCTYIUBIIUE B aJpec CTPYKTYPHOTO
MoJIpa3/ielieHus U TPEOYIOIUE UCTIOTHEHUS U TTOITOTOBKH OTBETA.

5.1.6. JlokyMeHT cuMTaeTcsi HCIOJHEHHBIM, KOIJla pelIeHbl OKOHYATEeIhbHO BCE
MOCTABJICHHBIC B HEM BOMPOCHI ¥ COOJIIOICHBI CICAYIOIINE CPOKH:

e €CIIU B JIOKYMEHTE [IOCTABJIEH CPOK UCIIOJHEHUS — B YKA3aHHBIHN CPOK;

e JTIOKYMEHTHI 0€3 yKa3aHUs CPOKa UCIIOTHEHHS — 8 MECAUHBIU CPOK;

e €CIIU B IOKYMEHTE UMEETCS] IOMETKA «CPOUHO» — 8 MPEeXOHEe8Hblll CPOK,

e MOpYyYCHHs 0€3 yKa3aHUs KOHKPETHOW JaThl UCTIOTHEHUS — 8 MeCAYHbIL CPOK;

e C MIOMETKOM «OTepaTuBHO» — 8 [ (-OHesHbIll CPOK;

e 110 OOpAaNICHHUSIM TPaXKJIaH, TPEOYIOIIMM JOMOJHUTEIHPHOTO H3yYeHUS U TIPOBEPKH, — 00
00H020 Mecaya co OHs pecucmpayuil, o OCTAIILHBIM — He bosee 15 OHell.

Cpok ucuucsieTcs B KaJICHAAPHBIX JHSIX C IaThI MOAMUCAHUS JOKYMEHTA.

Ecnu mocneanuii neHb MCIONHEHUS AOKYMEHTa MPUXOAUTCS Ha HepaObo4uil J1eHb, OH
MOJIIC)KUT UCTIOTHEHHIO B TIPEIISCTBYIONIMA eMy pa0o4uil ICHb.

[Ipy HeoOXOaUMOCTH TMPOJJICHUS CpPOKAa HCIOJHEHUS JOKYMEHTa OTBETCTBEHHBIH
UCTIOJTHUTENIb TPEJCTABISICT HAa WMS PYKOBOAMTENS, JABIICTO IOPYYCHHE, MOTHBHUPOBAHHYIO
pOCK0y O €ro MPOJJICHUH HE MO3THEE YeM 3a mpu OHs 00 UCmeueHus YCMAaHOBIeHHO020 CPOKd, C
YeM CBOECBPEMEHHO Tepe1aeTcss HHPOpPMAIUsI B IPUEMHYIO PYKOBOIATEIS.

5.2. IlopsiioK CHATHSI JOKYMEHTOB ¢ KOHTPOJIS

5.2.1. JIokyMEHTBI CHUMAIOTCS C KOHTPOJIS, €CJIH PEHICHBI MMOCTABICHHBIE B HUX BOTPOCHI
WIM aBTOpaM JlaH OTBET MO CcyliecTBy. I[IpomMexyTo4yHBI OTBET, paBHO KaK M 3ampoc Io
UCTIOJTHAEMOMY JOKYMEHTY HJIM YaCTHYHOE WCIIOTHCHHE MOPYICHHSI, HE SBISCTCS OCHOBAHUEM IS
MPU3HAHMS IOKYMEHTa UCTIOTHEHHBIM.

5.2.2. CHATb JOKYMEHT C KOHTPOJISI MOYKET TOJBKO JODKHOCTHOE JIUIIO, KOTOPOE MOCTABUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHOBaHWEM TSI CHATHS C KOHTPOJISI JJOKYMEHTOB C TIOPYYCHHUSMHU PYKOBOIUTEIS
O0pa3oBaTenbHOTO YUPEKICHUS SBISIETCS JOKYMEHT — OTBET, MOJANUCAHHBIA PYKOBOAUTEIEM, €T0
3aMecTuTeNeM, JHO00 chpaBka OO0 WCHOJHEHWW JOKYMEHTa 3a TIOJIMHUCHI0 PYKOBOIUTEIS
CTPYKTYPHOTO MOJpa3ieeHusI.

6. YyeT u XpaHeHHe nme4yaTeil, IITAMIOB U 0JIAHKOB

6.1. OGs3aTeIbHOMY YYETY TOJUIeKAT BCE BHUABI TIeYaTed M IITAMIIOB, OJIAHKH CTPOTON
OTUYETHOCTH, KOMaHIMPOBOYHBIE YIOCTOBEPEHUS, CITY)KEOHBIE 3a/1aHUsI, TPYIOBbIC KHIDKKH.

6.2. Yuer Bcex IMewaTedl M INTaMIOB, HMerOImxcs B OOpa3oBaTeIbHOM yUPEKICHHUH,
BEJICTCS B CIICIUAILHOM KypHaie (npuioxkenue Ne 13).

6.3. )KypHaiel ydera BKIIOYAIOTCA B HOMEHKJIATYpy Jei. JIMCTBI WX HyMepyroTcs,
MPOIIMBAIOTCS U OTI€YATHIBAIOTCS.

6.4. [TeyaTw ¥ MITAMITHI JIOJDKHBI XPAHUTHCS B CeiihaX MM METAUIMYSCKUX MIKadax.

6.5. OTBETCTBEHHOCTh 3a XpaHEHHE W HCIOJIb30BaHME IeyYaTei, IITaMIIOB HECyT JIMIIA,
OTBETCTBEHHBIE 32 BeJIEHUE JAENONPON3BOCTBA.

6.6. YHUUYTOXEHHE OJaHKOB TMPOM3BOAUTCA MO aKTy C OTMETKOM B COOTBETCTBYIOIIMX
KypHajax ydera.

6.7. [TeyaTn 1 MITAMITBI YHUYTOXKAIOTCS TIO aKTY.

6.8. [IpoBepka Hamu4us mMedarei, MITAMIIOB W OJIAHKOB, a TaKXKe MOPSAAKA WX XpaHCHUS U
MCIIOJIb30BaHUS MPOU3BOJUTCS KOMUCCHUEH HE peke OJJHOTO pa3a B ToJl OJTHOBPEMEHHO C IIPOBEPKOM
COCTOSIHUS IETIOTIPOU3BOJICTBA.
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7. CocTaBjieHHe HOMEHKJIATYPBbI J1eJI

7.1. HomeHknarypa Jiei1 — CUCTEMaTU3UPOBAHHBIN MEepeUYeHb 3arojlOBKOB (HAMMEHOBAHUM)
nen, 3aBoauMbIXx B OOpa3oBaTelIbHOM YUPEKICHHWH, C YKa3aHHEM CpPOKOB HX XpaHEHUS,
O0(OPMIICHHBII B YCTAaHOBJICHHOM MOPSIKE.

Homenknarypa nen npegHazHadeHa JUisl TPYNIIUPOBKU HCIIOJHEHHBIX JOKYMEHTOB B JIEJa,
CUCTeMAaTH3allik U ydeTa JIel, OIpPEAENICHUS CPOKOB UX XPAHEHHUS W SIBJISIETCS OCHOBOM ISt
COCTaBJICHUS OIMCEHN /€] MOCTOSIHHOIO M BpeMeHHOro (cBbimie 10 jier) XpaHeHMs, a Takke U
yuera JieJ1 BpeMeHHOTO (210 10 neT BKIIOYUTENbHO) XpaHEHUS.

7.2. llpum cocTaBieHUM HOMEHKIATYphl [Jell CIeAYeT PYKOBOJCTBOBAaTbCS YCTaBOM
O0pa3oBaTenbHOIO YUPEKICHUS U MOJOKEHUSIMU O €0 CTPYKTYPHBIX MOJpPa3IeIeHUX, IITaTHBIM
pacrucanueM, IUIaHAaMH U OTYeTaMHu O padoTe, MepevHsMU JOKYMEHTOB C YKa3aHHEM CPOKOB HMX
XpaHEHHUs, HOMEHKJIAaTypaMu [el 3a [peallecTByolue TroJsl. M3y4yaroTcss JOKYMEHTHI,
oOpazyrommecs B nesTenbHocTH OOpa30BaTeIbHOTO YUPEKACHUS, UX BHJIbI, COCTAaB U COJCpKAHUE.

7.3. Homenknatypa gen OOpa3oBaTeNbHOTO YUYPEKICHHUS COCTaBIAETCS pPabOTHUKOM,
OTBETCTBCHHBIM 3a OpraHU3aIMI0 JEJONPOU3BOJACTBA M apxuBHOE aeno B OOpa3oBaTenbHOM
VUPEXKJIEHUU, COTJIACOBBIBAETCA C IIOCTOSSHHO  JEHCTBYIOIIEH  OKCIIEPTHOM  KOMHCCHEH
OO0pa3oBaTenbHOIO YUYPEKACHUS, YTBEPHKIAETCS PYKOBOJUTENIEM M BBOJUTCS B jelcTBue ¢ 1
SIHBapsl CJIETYIOIIETo roja.

7.4. B rpade 1 HOMEHKIATYpPHI 1€ MPOCTABIISAIOTCS HHIEKCHI KAXKIOTO JIeNIa, BKIIOYCHHOTO
B HOMeHKJaTypy. HIeKc nena cOCTOMT M3 yCTaHOBJIEHHOro B OOpa3oBaTenbHOM YUpEKICHUU
nu¢ppoBoro obo3HaueHUs (KoJa) M MOPSAKOBOTO HOMEpA 3arojioBKa Jiela IO HOMEHKJIATYpE.
HNHunekcrl aenm 0603HavaroTcs apabckumu 1udpamu.

Hanpumep: 12-05, tne 12 — xox, 05 — MOpSIKOBBI HOMEp 3aroJioBKa Jelia B pasjele
HOMEHKJIATYpHhI JIe.

7.5. B HOMeHKIaType Jel PpEKOMEHIYETCS COXPaHATh OJMHAKOBBIE WHIAECKCHI JJIs
OJTHOPOAHBIX JEJ; JUIsl IEPEXOASIINX 1] HHAEKC COXPAHAETCS.

7.6. B rpady 2 HOMEHKIATyphl Je7 BKIIOYAIOTCS 3aroJiOBKA Jed (TOMOB, YacTei).
3arojoBOK Jefia 4eTKo, B 0000LIeHHOH (opMme OTpakaeT OCHOBHOE COJEp)KaHHE U COCTaB
JIOKYMEHTOB Jiena.

OcCHOBOI 1711 HAMMEHOBaHU (3aroJIOBKa) JeJT SIBJISIOTCS BOIPOCHI, OTPAXKAIOLIUE 3aJauu U
¢yHkun  OOpaszoBarenbHOro yupexaeHus. HauMeHoBaHUS JOMONHSIOTCS yKa3aHUEM poja
3aBOAMMOrO Jejla WJIM Pa3HOBUJHOCTH JOKYMEHTOB (IIOCTAHOBIICHMSI, PACIOpPSIKEHMs, NMPHKA3bl,
IPOTOKOJIBI U T. [1.).

Ecin peno, BkIro4aeMoe B HOMEHKJIATYpy JA€J, COCTOMT W3 OAWHAKOBBIX BHMJIOB WJIN
Pa3HOBUIHOCTEH JOKYMEHTOB, B 3aroJIOBKE TaKOro Jiela YKa3blBaeTCcsl HaMMEHOBAaHUE BHUJIIOB
JIOKYMEHTOB, Harpumep «IIpuka3sl 10 OCHOBHOH J€ATEIBHOCTIY.

He pexoMenayercst ynoTpeOisiTh B 3ar0JIOBKE Jiej1a HEKOHKPETHbIE (POPMYIIMPOBKH, a TAK¥Ke

BBOJIHBIE CJIOBA U CJIOKHBIE 00OPOTHI.

Ecnu neno Oyzaer cocTosATh M3 HECKOIBKUX TOMOB MJIM 4YacTel, TO COCTaBISETCS OOIIMiA
3aroJjIOBOK JIeNa, a 3aTeM IMPH HEOOXOJIMMOCTH COCTABIISIOTCS 3aroJIOBKH Ka)JIOTro ToMa (4acTH),
YTOYHSIOIINE CO/IepKaHKE 3aroJIoBKa Jena.

[TopsAoKk pacnosioKeHus 3aroJ0BKOB JIEJl BHYTPH Pa3ZelioB U MOPa3eiioB HOMEHKIATYPbI
JIeJT ONpeJIeNsieTCs CTENEeHbI0 BaKHOCTU JOKYMEHTOB, COCTABIISIIOIINX JeJ1a, U UX B3aUMOCBs3bI0. B
Hayaje pacroJlaratoTcsl 3aroJIOBKM 1€, COJEp)KAlIUX OpraHU3alMOHHO-PACIOPAIUTENBHYIO
JIOKYMEHTAIMI0. 3aroJIOBKHU JIeJ1 MOTYT YTOUHSTHCS B mporiecce (GopMUpOBaHUs U 0GOPMIICHUS JIEI.

7.7. I'padpa 3 HOMEHKIIATYPHI JIeJT 3aMOTHAETCA IO OKOHYaHUU KaJIEHAApHOro roJia.

7.8. B rpade 4 ykaszpIBaeTCsl CpOK XpaHEHHS Jejia, HOMepa CTaTel Mo MepevyHIo, a IPH €ro
OTCYTCTBHMHM — I10 TUIIOBOW MJI IIPUMEPHON HOMEHKJIATypE JEl.

Cpoku xpaHeHHs], yKa3aHHbIE B MIEPEUHSIX, SBISIOTCSA 00s13aTEIbHBIMU, M COKpAIIEHUE UX HE
nomyckaercs. Pa3pemiaeTcst XpaHUTh JOKYMEHTBI CBBILLE YCTAHOBJIEHHOT'O CPOKa, €CJIM B TOM €CTh
MpaKTHYecKast HEOOXOIUMOCTb.



79. B rpape 5 «lIpumeuanue» yKa3bIBAIOTCS Ha3BaHMA IEPEYHEH JOKYMEHTOB,
VICIIOJIb30BAHHBIX IPU OIIPENEICHUH CPOKOB XpaHEHHUs €I, IPOCTABIAIOTCS OTMETKH O 3aBEICHUU
Jen (B TOM 4MCI€ B 3JIEKTPOHHOM BHJAE), O MEPEXOJAIIMX JejlaX, O BbUICICHUM JAel K
YHUUTOXXEHHUIO, O JINIAX, OTBETCTBEHHBIX 3a (hopmupoBanue jaein (npuioxenue Ne 14).

7.10. Ecim B Tewyenue roma B OOpa3oBaTeNbHOM YYPEKICHHH BO3HUKAIOT HOBBIC
JIOKYMEHTHPOBAaHHbIE YYaCTKU pPAa0OOThl, HA HHUX (OPMHUPYIOTCS COOTBETCTBYIOLIME [€J1a, OHU
JIOTIOJIHUTEIIBHO BHOCSTCS B HOMEHKIATypy. [[isi BHOBb 3aBOJUMBIX i€l B KaXKIOM paszeiie
HOMEHKJIATYpbI OCTaBJISIFOTCS] PE3EPBHBIE HOMEPA.

[lo oxoHYaHUU rosia B KOHLIE HOMEHKJIATYpPbI JI€] J€JIaeTCsl UTOrOBask 3allUCh O KOJIMYECTBE
3aBEJCHHBIX )T (TOMOB).

[TopsaioK pacnosio;KeHus 3aroJI0BKOB JIEJl BHYTPH Pa3ZesioB U M0/Ipa3esioB HOMEHKIATYpPbI
JIeJI OIPENETAETCS CTENEHbI BAKHOCTH JTOKYMEHTOB, COCTABIIIOIIUX €], U UX B3aUMOCBS3BIO.
Buauane pacrnosaratoTcsi 3arojIoOBKM i€, COJEpKallMX OpraHu3allOHHO-PacloOpsAUTEIbHYIO
JOKyMeHTauuio. Jlamee pacnosiararoTcs 3aroJIOBKM €N, COJEPKalluX IIJIaHOBBIE M OTYETHBIC
JIOKYMEHTBI, U T. 1.

7.11. Pa3 B naTh JieT HOMeHK1atypa Aea O0pa3oBaTeIbHOIO YUPEKICHUS COTTIaCOBBIBAETCS
¢ JaKcrepTHO-ipoBepouHor komuccuen (manee — OIIK) OxpyxHON aAMHHUCTpallMK Topoja
Skyrcka. B ciiyyae KopeHHOro u3MeHeHus: GyHKUUH 1 cTpyKTypbl OOpa3oBaTeIbHOIO YUPEKICHHS
OHA MOJJIEKUT IEPECOCTABIICHUIO, COIVIACOBAHUIO U YTBEP)KICHHUIO HE3aBUCUMO OT CpOKa €e
COIIACOBaHUS.

7.12. CTpyKTypHbIE TOJpa3fesieHus] €XKEroJHO, He Mo3aHee 15 HosAOps Tekyllero roja
pa3pabaThIBalOT MPOEKT HOMEHKIATYpbl JeJd CBOEro IMOApa3feieHUs Ha CIeAYIOIIUNA TO..
Homenknarypa paen CTpyKTYpHOrO NOJpa3esieHUs COCTAaBJSIETCS JIMIIOM, OTBETCTBEHHBIM 3a
BEJICHHUE JIEJIONPOU3BOJICTBA CTPYKTYPHOIO IOJPA3ACIEHUS, COIVIACOBBIBACTCA MU IOANMCHIBAETCS
PYKOBOJUTENIEM CTPYKTYpPHOTO MOJAPA3JIENeHUs U MPeACTaBIseTcs] paOOTHUKY, OTBETCTBEHHOMY 32
OpraHu3alliio JAEJONpPOM3BOJACTBA M apXuMBHOEe Jeino B OOpa3oBaTelnbHOM  YUPEXKICHHH.
OTBETCTBEHHOCTh 3a OPraHU3aLIMI0 CBOEBPEMEHHOI'O COCTABIIEHUSI HOMEHKIIATYPHI /1€ BO3JIaraeTcst
Ha PYKOBOJUTENEH CTPYKTYPHBIX MTOAPA3IEICHUN.

8. ®opmuposanue u opopmieHHe g1

8.1. ®opmupoBaHue 1€ — TPYNIHPOBKA UCTIOJIHEHHBIX JOKYMEHTOB B JIela B COOTBETCTBUU
C HOMEHKJIaTypOH J1e]1 U CUCTeMaTH3allns JOKYMEHTOB BHYTPH Jela.

8.2. Jlena B OOpa3oBaTelbHOM Y4pexXJIeHUU (OPMHUPYIOTCI B  CTPYKTYPHBIX
HOJpa3/IeEeHUsX.

8.3. HcnonHeHHble JOKYMEHTHI AOKHBI B 10-IHEBHBIN CPOK C/IaBaThbCs HUCHOJHUTEIEM
JIMIly, OTBETCTBEHHOMY 3a BeJI€HHE JAEJONPOU3BOJICTBA B CTPYKTYPHBIX MNOJpA3JEICHUSIX, IS
dbopmupoBaHus ux B Aena. Homep aena, B KOTOpOE JOJDKEH OBITh MOIIIAT JOKYMEHT, OMpPEessieT
PYKOBOJUTENb CTPYKTYPHOTO nojapaszzaeneHus O0pa3oBaTeIbHOIO YUPEXKAESHUS WIH UCTIOTHUTEIND B
COOTBETCTBUM C HOMEHKJIaTypou naen. Ha mokymenTe mpocrtaBistorcss otMeTka «B memo No...»,
HOJNKNCh HCIOMHUTENST WM PYKOBOAMTENS CTPYKTYpHOTO TMojpas3ieieHus, nara. JIOKyMEHTHI
BHYTpH JIeJIa PacIoJlaraloTcsl B XpOHOJIOTMUYECKOM MOCIe10BaTeIbHOCTH.

8.4. KoHTposp 3a MpaBUIIBHOCTBIO (POPMHUPOBAHUS JIENT OCYIIECTBIISETCS OTBETCTBEHHBIM 3a
apxuB O0pa30BaTEIBHOTO YUPEKICHUS.

8.5. Tlpu ¢dopmupoBanuu nen HEOOXOAWMMO COOMIOATh CleAyromue OOIue TpaBHia;
MIOMEMIAaTh B JIEJO TOJBKO HWCIOJHEHHBIE JOKYMEHTHI B COOTBETCTBHH C 3arojOBKaMHU JeJ TI0
HOMEHKJIaType; TPYNIHUpOBaTh B JIENO0 JOKYMEHTHI OJHOTrO KaJeHJApHOro TIoja; pa3elbHO
TPYNIIAPOBaTh B JieJa TOKYMEHTHI TOCTOSHHOTO W BPEMEHHOTO CPOKOB XpaHEHHS; TOMEIIaTh B
nena Kcepokonuu (akcoB, TenedoHOrpaMM Ha OOIIUX OCHOBAaHUSAX; B JENO HE JOJIKHBI
MOMEIIAThCSl JOKYMEHTBI, TOJIeKallle BO3BpaTy, JUIIHHUE SK3EMIUISIPbI, YEPHOBUKU: MO 00BEMY
JIeNi0 He AO0JDKHO mpeBbimath 250 mucroB uinu 4 cm. [Ipu Haauuuu B /i€ HECKOJIBKHUX TOMOB
(vacTeil) UHAECKC M 3aroJIOBOK Jejia MPOCTABIAIOTCS Ha KaXKIOM TOME C J00aBJICHHUEM «TOM 1y,
«TOM 2y (TIOCIIeTHUT).
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8.6. PacniopsiiutenbHble JOKYMEHTHI TPYNIIUPYIOTCS B Jejia 10 BUJAaM B XPOHOJIOTHYECKOM
HOPSI/IKE C OTHOCAUIMMHUCS K HUM IPUIIOKEHUSIMHU.

VYcTaBbl, MOJNOXKEHUS,, MHCTPYKIUH, YTBEPKIECHHBIC DPACHOPSAUTEIBHBIMU JOKYMEHTaMH,
SBJISIIOTCS] IPUJIOKEHUAMHI K HUM M TPYIIMPYIOTCS BMECTE C yKa3aHHBIMM JOKyMeHTamu. Eciu ke
OHM YTBEP)KICHBI B KAueCTBE CAMOCTOSTENBHOIO JOKYMEHTa, TO WX TPYNIHUPYIOT B
CaMOCTOSITEJIbHBIE JIEA.

[Tpuka3sl IO OCHOBHOHM JEATENLHOCTH TPYIIHUPYIOTCSA OTACIBHO OT MPUKA30B MO JTHYHOMY
COCTaBY.

[Tpukassl MO TUYHOMY COCTaBY TPYMIUPYIOTCS B Jieda B COOTBETCTBHU C YCTAHOBJICHHBIMH
CPOKaMH UX XpaHEHHUs.

[TpoTOKOIBI B J1eji€ pacloyiaraloTcsi B XpOHOJIOTUYECKOM TMOPSIIKE 10 HoMepaM. JJoKyMeHTHI
K IPOTOKOJAM, CIpPYINIIMPOBaHHbIE B OTJAEJIbHbIE JI€J1a, CHCTEMAaTU3UPYIOTCS II0 HOMeEpam
IPOTOKOJIOB.

VY TBepKIeHHbIE TUIaHbl, OTYEThI, CMETBI, JIMMUTBI, TUTYJIbHBIE CIIUCKH U JIPYTHE JOKYMEHTBI
TPYIIUAPYIOTCS OTAEIBHO OT MPOEKTOB.

JIOKyMEHTBI B JINYHBIX JleJIaX PACHOJIaraoTcs 0 Mepe UX MOCTYIICHHUS.

[lepenucka rpynmupyercs B paMKax OJHOTO KaJICHIAPHOTO Tofa M CUCTEMaTH3UPYETCsS B
XPOHOJIOTUYECKOH MOCIIe0BATEIbHOCTH: JOKYMEHT — 3alpoC — JJOKYMEHT — OTBET.

8.7. dena O6pa30BaTeabHOrO YUpexKACHUS MOAIekKaT 0(hOPMIICHUIO IIPU UX 3aBEJICHUU U 110
3aBepuieHnH roga. OdopmieHue aena — MOAroTOBKA JieNla K XPaHEHHUIO BKIIIOYAET B ce0s1 KOMILIEKC
paboT MO OMMCaHMIO Jela Ha OOJOXKKe, MOJIIMBKE, HYMEPAlUH JUCTOB M COCTaBJICHHIO
3aBepuTenbHON  Haxmucu. OdopmieHue e NpPOBOAMTCS  pPaOOTHUKAMHU  CTPYKTYPHBIX
noapasnenenuii OOpa3oBaTENFHOTO YUPEKACHUS, B O0S3aHHOCTH KOTOPBIX BXOJIUT 3aBElCHHE U
dbopmupoBaHue Jed, IpU METOAMYECKON MOMOLIM U HOoJ KOHTposieM apxuBa OOpa3oBaTeIbHOIO
YUPEKACHUSI.

8.8. B 3aBHCHMOCTH OT CPOKOB XpaHEHUS NTPOBOAUTCS MOJTHOE WM YaCTHYHOE OPOpMIICHHE
Jell.

[TomHOMY OGhOpMIIEHHIO MOANEXAT Jefla IMOCTOSIHHOTO, BpeMeHHoro (cBeime 10 ier)
XpaHeHus (10 JUYHOMY COCTaBY, JIMYHBIE Jejla YBOJEHHBIX paboTHUKOB). [loiaHOoe odopmieHue
Jiena npelycMaTpuBaeT:

— TMOAIIUBKY WM TBEP/BINA NIEPEIUIeT J1eNa;

— HyMepaluio JIUCTOB B JIeJIE;

— COCTaBJICHHE JINCTA-3aBEPUTEIIS;

— COCTaBJICHME B OCOOBIX ciydasx (mpu O(OPMIIEHHMH JMYHBIX 1€, Uil ydeTa 0co0O0 IIeHHBIX
JIOKYMEHTOB) BHYTPEHHEH OIMCH IOKYMEHTOB JIeTIa;

— BHECEHHE HEOOXOIUMBIX YTOYHEHHH B PEKBU3UTHI OOJIOKKM Jena (YyTOUHEHHE Ha3BaHUS
HOJIpa3/IeeHus], MHCKCa U 3aroJI0BKa Jiea, ATkl Aena U Jp.).

8.9. Jlena BpemenHoro (no 10 neT BKIIOYMTENBHO) XPAHEHUS MOAJIEKAT YaCTUYHOMY

odopmiienuro. Jlomyckaercs:

— XpaHUTh JIeJ1a B CKOPOCIINBATEINSAX;

— HE IPOBOIUTH MTEPECUCTEMATH3AINIO TOKYMEHTOB B JIEJIE;
— JIUCTBHI JIeNIa He HyMEpOBaTh;

— 3aBEPUTENTbHBIC HAITUCH HE COCTABIIATH.

8.10 ToxyMeHTHI, oyIeXkalie MOTHOMY O(OPMIICHHIO, MTOAIINBAIOT HAa YEThIPE MPOKOJIa B
TBEPIYIO OOJIOKKY M3 KapTOHA WM TEPEIUICTAIOTCS C YYeTOM BO3MOXKHOCTH CBOOOJIHOTO UTCHHUS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M pe3oronuii Ha HuX. [Ipy MOArOTOBKE 1€l K MOAIIUBKE
(TeperieTy) MeTaUIMYecKHe CKperuieHus (CKOOBI, CKpenKH) W3 JOKYMEHTOB yaasstoTcs. Jlema
MIOCTOSIHHOTO XPAHEHMs, COCTOSAIIME U3 HEePOPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKpPBITHIX
TBEP/IbIX MAIKaxX ¢ TPeMs KJIallaHAMU U C 3aBSI3KaMH.

[Ipu Hanuuuu B Jesie HEBOCTPEOOBAHHBIX JMUHBIX JTOKYMEHTOB (TPYIOBBIX KHHXKEK H JIp.)
9TH JOKYMEHTBHl BKJIAJbIBAIOTCA B KOHBEPT, KOTOPBIM 3aTeM MNoAalMBaercs B 3To neno. Ilpu



HaJIMYUK OOJIBIIOTO KOJMYECTBA TAKUX JOKYMEHTOB OHHM MOTYT H3bIMAThbCi M3 Jell, ¥ Ha HHUX
COCTaBJISIETCS OTAENbHAS OMKCH.

B koHIIe Ka)/10T0 J1e/1a TOINBAIOTCS YUCThIe OJIaHKU (POPM JUTS 3aBEPUTEIBHON HAIIHCH.

8.11. B memsix obecreueHUs] COXPAHHOCTH M 3aKpEIUICHUsS MOPSAIKA PaCHOJIOKEHUS
JOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO, BCE JIUCTHI, KPOME 3aBEPHUTEIBHOTO, HyMEPYIOTCS apaOCKUMHU
nudpamMu B MpPaBOM BEpXHEM YIIy, HE 3a/JeBas TEKCTa JOKYMEHTa, IPOCThIM TIpadUyecKuM
KapaHJalloM WJIM HyMepaTopoM. YIOTpeOIeHne YepHWI U IBETHBIX KapaHJAallel sl HyMepaluuu
JIMCTOB 3ampeliaercs. BHyTpeHHss onuch UMEeT CaMOCTOATEIbHYI0 HYMEPALIUIO.

JIMCTBI e, COCTOSALIMX U3 HECKOJIBKUX TOMOB WM YacTed, HyMEPYIOTCA 10 KaXIOMy TOMY
WM YaCTH OTJAEJIBHO.

@otorpaduu, UYEpPTEKH, IUATPAMMBI U JPyrue WIUIIOCTPATHUBHBIE W cHelu(uyecKue
JIOKYMEHTBI, MPEJCTABIAIONINE CAMOCTOATEIbHBIA JUCT B Jeje, HyMepylroTcs Ha OOOpOTHOMH
CTOPOHE B JICBOM BEpXHEM YTIIy.

Crno>xeHHBII TUCT pa3BOpauMBaETCs U HyMepyeTcs B IpaBoM BepxHeM yriy. [Ipu aTom nuct
aroboro ¢opmara, MOAMIMTHIN 32 OAMH Kpail, HyMepyeTcs KaK OIHMH JIHCT; JIUCT, CIOXXCHHBIA U
MOJIINTBIN 32 CEpeNHY, MOUICKUT MEePEIIMBKE U HyMEPYETCs KaK OJIUH JIHCT.

[TommmTeie B A€TI0 KOHBEPTHI C BIOKEHUSIMA HYMEPYIOTCS; TIPH 3TOM BHaJajle HyMepyeTCs
KOHBEPT, a 3aTEM O4YepeHbIM HOMEPOM KaXKJI0€ BIIOKEHHE B KOHBEPTE.

[lommmTeie B €510 JOKYMEHTHI C COOCTBEHHOH HyMepanuel JHCTOB (BKIIOYAs IeYaTHBIC
U3JIaHUs1) MOTYT HYMEPOBAaThCs B OOIIEM MOPSAIKE UITU COXPAHITh COOCTBEHHYIO HYMEpPAIHIO, €ClIn
OHAa COOTBETCTBYET IMOPSIKOBOMY PACIIOJIOKEHHIO JIUCTOB B JIEIIE.

B cnyuasx oOHapyxeHHs OONBIIOTO 4YMCIa OMIMOOK B HyMEpalHWH JIMCTOB Jelia B
JIeTTOTIPOU3BOICTBE TIPOBOAMTCS UX Mepenymepanus. [Ipu nepeHyMepanuu JUCTOB CTapble HOMepa
3a4EPKUBAIOTCS OJTHOM HAKIIOHHOW YepTOM U PsIIOM CTaBUTCS HOBBIM HOMEp JIHCTa; B KOHIIE Jela
COCTABIIIETCSI HOBasi 3aBEepHUTEIbHAs HAIMHCh, TPU OTOM CTapas 3aBEepUTENbHAs HAAIUCh
3a4epKHUBAETCSI, HO COXPaHsAETCs B JeIe.

8.12. Jlns ydera KOJMUYECTBA JIMCTOB B Jiele U (PUKCALMU OCOOCHHOCTEN MX HyMepaluu
COCTaBJIIETCSl 3aBEpUTENIbHAS HAANMUCh jAena. OHa cOoCTaBlseTcsl B JieJe Ha OTJENbHOM JIUCTE —
3aBepHTere Jerna. 3aBepuTeNbHas HaJIHCh COCTABIISIETCS MO0 YCTAaHOBICHHOH Gopme.

Bce mocnenyroniye uM3MeHEHHsT B COCTaBE M COCTOSHMM Jiena (ITOBPEXICHHs, 3aMeHa
MO/UTMHHBIX JIOKyMEHTOB KOMHUSMH, MPHUCOCTUHEHNE HOBBIX JOKYMEHTOB M T. JI.) OTMEYAIOTCS B
3aBEpPUTEIBHOM HAJIKICH CO CCHUIKON Ha COOTBETCTBYIOLIUI aKT.

8.13. O6noxKa Jen MOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10 jeT) XpaHeHHus U 1O JINYHOMY
cocTaBy 0(pOpMIISETCS 10 YCTaHOBJIECHHOU (opme (mpuiokenue Ne 16).

Ha o0moxke Jen MOCTOSHHOTO XpaHEHWsT BBEPXY MPEAyCMATPHBACTCS MECTO IS
HalMEHOBAHUS T'OCYJapCTBEHHOTO apXMBa, B KOTOPBIM OHM OYyIyT MepelaHbl, a TaKKe apXUBHOIO
mmdpa B MpaBoM BEpXHEM H JICBOM HIDKHEM yTJIax.

IIpu odopmnennn o0070kKKH €1 HauMeHoBaHHEe (OOpa30BaTENBHOIO  YUPEKIACHUS
YKa3bIBa€TCSl TOJIHOCTBIO IO YCTaBy, B HMMEHUTEIHHOM TIaJie)ke, COKpalleHHOE Ha3BaHHE — B
CKOOKax.

OO0s13aTeNbHBIMA PEKBU3UTAMH OOJIOKKH JIea SIBIISIETCS yKa3aHHE KOJHMYECTBA JIMCTOB B
Jienie, KOTOpoe MPOCTaBIsIETCs HA OCHOBAaHMM 3aBEPUTENBbHON HAIMMCHU JieNa, U CPOKa XpaHEHHUs
nena (Ha Jesax MOCTOSTHHOTO XPaHEHHS MUIIETCS: «XPAHUTh IMOCTOSHHOY), KOTOPBIN IMTEPEHOCHTCS
Ha 00JIOKKY JieJla U3 HOMEHKJIATYPhl TIOCJIE€ CBEPKU €r0 10 CPOKaM XpaHEHHS B IIEpeyHe.

8.14. [Ins ydyera JOKYMEHTOB OIpPEIEICHHBIX KATErOpHM 1€ MOCTOSIHHOTO U BPEMEHHOTO
(cBbime 10 ;eT) XpaHeHHs, Y4eT KOTOPBIX BbI3bIBAaeTCS CHeUU(UKON TaHHOM JOKyMEHTAaIUH
(TnuHBIE 1e7a, 0c000 IIEHHBIE), COCTABIISECTCS BHYTPEHHSS OMTUCh JOKYMEHTOB Jela.

BHyTpeHHIOI0 OnHCh HEOOXOAUMO TaKXkKe COCTaBJATh B JejaX MOCTOSHHOTO U BPEMEHHOTO
(cBbime 10 7meT) XpaHeHHs, CPOPMHUPOBAHHBIX IO PA3HOBUAHOCTSIM JOKYMEHTOB, 3arojIOBKU
KOTOPBIX HE PaCKpPhIBAIOT KOHKPETHOE COJIEPKAHUE IOKYMEHTOB.

BHyTpeHHss omMch COCTaBisieTCsl Ha OTIEIbHOM JIUCTE 10 YCTaHOBJIEHHOW (dopme
(opunoxxenne Ne 17), KOTOpasi COAEPKUT CBEICHHS O MOPSAKOBBIX HOMEpax JOKYMEHTOB JieJia, HX
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MHJIEKCAX, Jarax, 3aroJOBKax M HOMEpPAax JIUCTOB JeJla, Ha KOTOPBIX PACIOJIOKEH KayKIbIH
JOKYMEHT.

K BHyTpeHHEW ommucH Jejla COCTaBIsI€TCS MTOrOBas 3alliCh, B KOTOPOM YKa3bIBACTCS
muppaMud U IMPONKMCHIO KOJIMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIMCTOB
BHYTPEHHEH OIMCH.

BHyTpeHHsA OIUCH MOANNCHIBACTCS €€ COCTABUTENIEM C yKa3aHUEM JOJDKHOCTH, MOJIMCH,
pacuppoBKY MOANKUCH U HyMEPYETCs B JeJIe OTAEIBHO.

9. Opranusanusi oNepaTHBHOI0 XPAHEHHsI IOKYMEHTOB

9.1. C MoMeHTa 3aBeJieHHs U 10 mepenadu jen B apxuB OOpa3oBaTENbHOIO YUpPEkIAECHUS
JieNia XpaHATCs 110 MECTY UX (HOPMUPOBAHMS — B CTPYKTYPHBIX OIPA3/ICICHUSIX.

PykoBoauTenun  CTpyKTypHBIX  HOJpa3jieneHuil W paOOTHHKM, OTBEYarollue 3a
JIeNTOTIPOU3BOICTBO, 00s13aHBI 00ECIIeYnBAaTh COXPAHHOCTh JOKYMEHTOB U JIEI.

C Uenpl0 TOBBIIIEHHS ONEPaTUBHOCTU IIOMCKA JOKYMEHTOB J€Jla paclojararmrcs B
COOTBETCTBUM C HOMEHKJIATYpOH /€.

Ha xopemkax 00510%eK /1e/1 yKa3bIBatOTCsl MHIEKCHI JIeJl II0 HOMEHKIIaType.

K nokymeHTaM BpPEMEHHOIO XpaHEHMsI OTHOCATCS JOKYMEHTBI CO CPOKOM XpaHEHHs He
6onee 10 nmer m XpaHATCS MO MECTy UX (POPMHUpPOBaHMS B CTPYKTYPHBIX MHopapasieneHusx. [lema
BpeMeHHOro (1o 10 7ner BK/IIOYMTENBHO) XpPaHEHMsI B apXUB HE MEPEAAIOTCS U IOJUIeKaT
YHUUYTOKEHHUIO B YCTAHOBJICHHOM IOPSJKE.

3aBeplLICHHbIE JIe1a TIOCTOSTHHOTO U J0JAroBpeMeHHoro (cBbiiie 10 jeT) CpoKoB XpaHEHHUS
XpaHATCST MO MecTy uX (OpMHUpPOBaHMS B TEUYEHUE JBYX JET, a 3aTeM CHAITCA B apXUB
O0pa3oBaTenbHOIO YUPEKICHUS.

Jlena BpEMEHHOI'O CpOKa XpaHEHUs XpaHATCS MO MecTy MX (OpPMHUpPOBAHUS B TEUEHUE
YCTaHOBJIEHHBIX HOMEHKJIaTYpOH /1€71 CPOKOB.

9.2. Belgaua gen, O3HAaKOMJIEHHME C JOKYMEHTAMH, HaXOISAIIMMUCA Ha OINEpPaTUBHOM
XpaHEHUU B CTPYKTYpPHOM TMoOApa3/ieleHuy, padoTHukaMm OOpa3oBaTeNbHOIO YUPEKACHUS
IIPOU3BOJUTCS C pa3pelIeHNs PyKOBOJCTBA MO/ PACIHUCKY B JKypHaJle Y4eTa BblIaud JOKYMEHTOB
u3 apxuBa (npuioxenue Ne 18).

Jlena BBIAIOTCA BO BPEMEHHOE I0JIb30BaHHE PaOOTHUKAM CTPYKTYPHBIX MOJIpa3/ieleHuil Ha
Cpok He Oonee oaHoro Mecdana. [locie ucTeueHus yKa3aHHOIO CpOKa [0 JIOJDKHO OBbITh
BO3BpAIlIEHO HAa MECTO €r0 XPAHEHUS.

9.3. 3bsiTHE NJOKYMEHTOB U3 €I MOCTOSHHOTO XPaHEHUsI I0IyCKAETCA B UCKIIOUUTEIbHBIX
ClIy4asX, IO 3alpocaM KOMIIETEHTHBIX OPraHOB M IPOM3BOAUTCSA C IMHCBMEHHOIO DPa3pelICHUS
pykoBogutenss OOpa3oBaTeNbHOTO YUYPEXKACHHS C OCTaBICHHEM B Jelieé 3aBEPEHHOM KOMHUH
JOKYMEHTA M aKTa O IPUYMHaX BbIIAYy MOJUIMHHUKA.

9.4. CamocTOsATENTPHOE YHHMUYTOXKEHUE JOKYMEHTOB B CTPYKTYPHBIX ITOAPAa3JEIICHUSIX
OO0pa30BaTeNbHOTO YUPEKIACHUS 3alpeiaeTcs.

9.5. PaboTHUKM CTPYKTYpHBIX TOJpa3/eICHUN HECYT OTBETCTBEHHOCTh 3a COXPaHHOCTH
MOCTYNUBIIMX K HUM JJOKYMEHTOB U aKKypaTHOE oOpalleHle ¢ HUMHU.

10. ITopsinok nepenaym JOKYMEHTOB Ha XpaHEHHE B ApXUB 00pa30BaTeIbHOIO
yupesKaeHHus

10.1. B apxuB OOpazoBaTeIbHOIO YUPESKICHHS MEPeAaloTcs JieNa IOCTOSHHOTO,
BpeMeHHOro (cBbiiie 10 jeT) xpaHeHHs U 0 JUYHOMY cocTaBy. VX mepeaaya mpous3BOAUTCS IO
OIMCSIM JIEN.

3aKOHYEHHBIE JIETIOMPOU3BOJICTBOM Jiela TOCTOSHHOTO, BpeMeHHoro (cBerme 10 ier)
XPaHCHUA U 11O JIMYHOMY COCTAaBYy IMOCJIC OKOHYAHHA KaJICHAAPHOr'oO roaa, B KOTOpOM OHHU ObLIH
3aBeJIeHbl, MoJIekKaT O(POPMIIEHHIO B COOTBETCTBUU C HACTOSIEH MHCTPYKLUEH U IMepenaioTcs B
apxuB O0pa3oBaTEIbHOTO YUPEKICHHUS Yepe3 Ba To/a MOCiie OKOHYaHUS UX JETONPOU3BOICTBOM.
[Ipuem ocymecTBasieTcss MO TrpaduKy, COMNIACOBAHHOMY C PYKOBOJIUTEISIMH CTPYKTYPHBIX
NOJpa3JIeNIeHUil U yTBEPKICHHOMY pyKoBoauTeneM OOpa3oBaTeNbHOTO YUPESKICHHUS.
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10.2. B nmepuo MOATOTOBKM CTPYKTYPHBIMU NOJAPA3JCICHUAMHU €N K NEpeJadye B apXuB
OTBETCTBEHHBII 3a apXWB MPEIBAPUTENILHO MPOBEPSET MPaBWIBHOCTh HX (OPMUPOBAHUSA,
oopMIeHHS W COOTBETCTBHE KOJMYECTBA JIed, BKIIOYCHHBIX B OINHUCh, KOJWYECTBY e,
3aBEJICHHBIX B COOTBETCTBUU C HOMEHKIATypoil. Bce BBISIBICHHBIE NMpPU MPOBEPKE HEIOCTATKU
OTBETCTBEHHBIE 32 JIEJIOIPOU3BOJICTBO MOAPA3AEICHHS 00513aHbl YCTPAHUTD.

10.3. Ilpuem Kaxxooro Jena MPOU3BOJIUTCS OTBETCTBEHHBIM 3a apXHUB B MPHUCYTCTBUU
OTBETCTBEHHOI'O 3a JEJONPOU3BOACTBO CTPYKTYpHOro mnojpasjeneHus. Ha sk3eMiuisipax omnucu
MPOTUB KaXKJIOTO JieJia, BKIIOUYEHHOTO B HEe, JIeJIaeTcsl OTMETKa O HaJIW4Yuu Jiesia. B KoHIle Kaxaoro
HK3EMIUIApA OMUCH YKa3bIBAIOTCS IHU(paMH M MPOIMHUCHI0 KOJIUYECTBO (PAaKTHUECKU MPUHATBHIX B
apXuB JIeJI, HOMepa OTCYTCTBYIOLIUX JIeJI, JlaTa IprueMa-Tiepeadn Jel, MOANKUCH OTBETCTBEHHOTO 3a
apxuB U pabOTHHUKA, IEPEeIaBLIETO JIea.

10.4. Jlena B apXHB TOCTaBJISIOTCS paOOTHUKAMH CTPYKTYPHBIX ITOPa3ICICHHI.

10.5. Mena BpemeHHOTO cpoka XxpaHeHus (1o 10 €T BKIIOYUTENIBHO) XpaHSATCS B
CTPYKTYpPHBIX TOJpa3AeNeHUsIX M IO HCTEYCHUHM CPOKOB XPAHEHHS BKIIOYAIOTCS B aKThl O
BBIJIEJICHUH K YHUUYTOKEHHUIO JOKYMEHTOB, HE IOJUIeKAIMX XpaHeH!t0. OHU MOT'YT iepeiaBaThCs B
apXUB TOJILKO B MCKJIIOUUTEIBHBIX CIIy4asxX MO peHIeHHIo pykoBoautens (OOpa3oBareinbHOroO
yupexenus. llepenada ux ocymiecTBisercs o OnucsM.

10.6. B cnydae JMKBUAALMH CTPYKTYpPHOTO TMOJpA3AeNeHUs] OTBETCTBEHHBIA 3a
JIeTTOTIPOU3BOICTBO B TEUEHUE JBYX MECSIEB C MOMEHTA JIMKBUAALMH MOpa3ieieHus GOpMHUpPYET
BCE MMEIOIIMECS TIOKYMEHTHI U nepefaeT B apxuB OOpa3oBaTeNbHOrO YUPEKISHUS HE3aBUCUMO OT
CPOKOB XpaHEHUs; Npu peopranuzannu OOpa30BaTEIbHOTO YUPEKACHUS TOKYMEHTHI NEPEIAI0OTCs
o aKkTy NpueMa-liepenayd MpPaBONPEEeMHUKY WJIM TPU OTCYTCTBUU TNPABONPEEMHUKA — B
rOCYJapCTBEHHBIN APXUB.

11. DxkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. Oxcnepru3a LEHHOCTH [OKYMEHTOB — H3yY€HHE JOKYMEHTOB HAa OCHOBAaHWUH
KPUTEPUEB HX IIEHHOCTH B LIETSAX ONPENEICHUS CPOKOB XpaHEHUs JOKYMEHTOB M OTOOpa MX Ha
rOCyIapCTBEHHOE XPaHEHHUE.

11.2. Dxcneptusa LIEHHOCTH JOKYyMEHTOB B OOpa30BaTelbHOM YUpPEXKJACHUHM Ha CTaJAuU
JIEJI0NIPON3BO/ICTBA IPOBOJUTCS:

P COCTaBJICHUM HOMEHKJIATyphl Jie€d; B Mpoliecce (OpMUPOBAaHUSA €1 U TPOBEPKU
IIPABWJIBHOCTH OTHECEHUS JOKYMEHTOB K J€laM; IPH IOArOTOBKE [JEJI K IOCIEIYIOIIEMY
XPaHEHUIO; B apXMBE B MIPOLIECCE MOJATOTOBKU Ha FOCY/IapCTBEHHOE XpaHEHUE.

11.3. [na yupexneHHs U TPOBEACHUS OKCIEPTU3bl ILIEHHOCTH JOKYMEHTOB B
O0pazoBarenbHOM YUPEKIECHUHN CO3/1a€TCs IOCTOSIHHO AEMCTBYIOIAs SKCIIEpTHAsE KOMUCCHS (anee
— OK).

11.4. ®ynkuuu u npasa OK, a Taxxke opraHuzanus ee paboThl ONPEAENAETCS MOJI0KEHUEM,
KOTOPOE yTBEPKAAETCS PYKOBOJIUTENIEM 00pa30BaTEIbHOIO YUPEXKACHUS U (MIJIM) COTJIACOBBIBACTCS
¢ OIIK OkpyxHOM afMUHHCTpanu ropoaa SIkyrcka.

11.5. DOxkcneprusa LEHHOCTH JIOKYMEHTOB IIOCTOSSHHOIO W BPEMEHHOIO XPAHEHUs
OCYIIECTBIISIETCSI €XKEroJlHO B CTPYKTYPHBIX mofpasaeieHusx OOpa3oBaTeIbHOTO Y4peKJIeHUs
HEINOCPEACTBEHHO JIMIIAMHU, OTBETCTBEHHBIMH 3a JIEJOIPOU3BOJCTBO, coBMecTHO ¢ OK mpu
HENOCPEJICTBEHHOM METOIMYECKOM PYKOBOJCTBE apXxruBa OOpa30BaTeIbHOIO YUPEKICHUS.

11.6. OT60p MOKYMEHTOB MJsl IMOCTOSIHHOTO XpPAaHEHHUs TNPOBOAUTCS B COOTBETCTBHM C
HOMEHKJIaTypoil nen OO6pa3oBaTeabHOTO YUpeXI€HUS, TUIIOBBIMU U BEJOMCTBEHHBIMH MEPEYHIMU
JOKYMEHTOB C YKa3aHMEM CPOKOB UX XpaHEHHUs ITyTEM [TOCTPAHUYHOIO IIPOCMOTpa JIEN.

B nenax mocTosiHHOrO XpaHeHUs MOAJEXKAT U3BSITUIO AYOJIE€THBIE SK3EMIUISIPHI TOKYMEHTOB,
YEepPHOBUKHU, HEO(OPMIICHHBIE KOITUHU IOKYMEHTOB M HE OTHOCSAIINECS K HUM JJOKYMEHTBI.

Hena ¢ ormetkon «IITK»/«9K» momBeprarorcsi Takke MOJUCTHOMY MPOCMOTPY C IEIBIO
ONpEAEICHUs U BBIACIEHUS U3 MX COCTaBa JOKYMEHTOB, MOJUIEKAIIUX IMOCTOSIHHOMY XPaHEHHUIO.
Hena ¢ ormetrkoit «IITK»/«3K», comepxamiue TOKYMEHTHI TOCTOSHHOTO XpaHEHHSs, MOIJIekKaT
nepeopMUpOBaHUIO. BbIgeneHHble M3 HX COCTaBa JOKYMEHTHI IOCTOSHHOTO XpaHEHHUs



NPUCOCTUHSIIOTCS K OJHOPOJIHBIM JeiaM U O(QOpPMISIOTCS B camMocTosTenbHble nena. Cpoku
XpaHEHMs JeJ, COJAEp KALIUX OCTAaBILUECS JOKYMEHTbl BPEMEHHOI'O XPaHEHUs, ONpPEAEsIIoTCs IO
BEJOMCTBEHHOMY (M THIIOBOMY) II€PEUHIO JTOKYMEHTOB C YKa3aHHEM CpPOKOB HMX XpaHEHHUS H
HOMeHKJartype Jnen. llogmmBka BHOBb C(HOPMHUPOBAHHBIX €1 IPOU3BOAUTCS TOJBKO IOCIE
3aBEpILEHUS SKCIIEPTU3bI LIEGHHOCTH JOKYMEHTOB.

OnHOBpEMEHHO € OTOOPOM JOKYMEHTOB IOCTOSIHHOTO M BpeMeHHoro (cBwimie 10 ier)
XpaHeHHs Ui Tepeladd B apXUB B CTPYKTYPHBIX IOJPA3JEICHUSAX MPOBOIUTCS OTOOp AeT U
JIOKYMEHTOB BpeMeHHoro (1o 10 mer) XpaHeHus, HOJUIeXKAlUX JalbHEHIlIeMy XpaHEHHUIO B
CTPYKTYPHBIX TOApA3JeNCHUsIX, BBLICICHUE K YHHUUYTOXKCHHIO el 3a MPEeablIylue TOAbl C
UCTEKIIUMH CpoKaMu XpaHeHus. Ilpu 3TOM yuuTBIBAIOTCS OTMETKHM B HOMEHKJIaType aen «Jlo
muHOBaHUs HagoOHOoCTH» ([IMH), «IIpu ycnoBun 3aBepiiieHUs MPOBEPKU (PEBU3UN)» U T. II.

[TapannenbHo mpoBepsieTcs KauecTBO M IOJIHOTA JEHCTBYIOINEH HOMEHKJIATyphbl el
OO0pa30BaTeNbHOTO YUPEKACHHUS, TPABIIBHOCTh ONPEACICHUS CPOKOB XPAaHEHUS €T, 3aBEJCHHBIX
B COOTBETCTBUM C HOMEHKJATypOH naes, COOJII0JIeHHE YCTaHOBJIEHHOro Nopsiika odopMieHus
JOKYMEHTOB B (DOPMUPOBAHHS JIE]I.

11.7. ApxuB mHpOBOAUT SKCHEPTH3y LEHHOCTH JOKYMEHTOB IpH OTOOpE HX Ha
rOCyJapCTBEHHOE  XpaHEHHE IO  HEMOCPEACTBEHHBIM  METOJIMYECKHM  PYKOBOJCTBOM
MYHUIUIAIBLHOTO apxuBa cyobekta Poccuiickoil denepanui.

11.8. B ciiyuae oOHapyx)eHUs B MPOIIECCE MPOBEACHUS IKCIIEPTU3BI [IEHHOCTU JTOKYMEHTOB
B apXHMB€ HEIO0CTa4M JOKYMEHTOB ITOCTOSIHHOIO XPaHEHHsI COOTBETCTBYIOIIUMH CTPYKTYPHBIMH
noapasneneHussMu O0pa3oBaTENbHOTO YUPEXKICHHUSI JOJDKHBI OBITH MPHHATHI MEPHI MO PO3BICKY
3THX JIOKYMEHTOB.

CrpykTypHble nonpasnenenuss OOpa30BaTeNbHOTO YUPEXKICHHST 00s3aHbI CUCTEMAaTHUECKH
OIUCBIBATh JIOKYMEHTHI 110 JIMYHOMY COCTaBY M JIOKYMEHTBbl BPEMEHHOro XpaHeHHs (cBbime 10
1eT), o0ecneurnBaTh UX COXPaHHOCTb U y4erT.

11.9. Ha Bce 3aBeplIeHHBIE JI€IONPOU3BOJCTBOM Jlefla IOCTOSHHOTO, BPEMEHHOTO (CBBILIE
10 ner) xpaHEHUS W MO JMYHOMY COCTaBY, MPOIIEANINE SKCIEPTU3Y IEHHOCTH U 0(pOpMIICHHEIE B
COOTBETCTBUM C HACTOSIIMMHU TPEeOOBAHUSAMH, €XKErOAHO COCTaBIAIOTCA omucHu aen. OtaenbHas
ONMCh JeNl TpeACTaBlseT COOOM IepedyeHb Jel C CAMOCTOATEIbHOW BaloBOH (IOPSAIKOBOI)
HyMepaLuei.

Omnwcyu COCTaBISAIOTCS OTACITHHO Ha JIeJIa TOCTOSTHHOTO XPaHeHHUs, IeJla BPEMEHHOTO (CBBIIIIE
10 net) xpaneHus, Jesa Mo JMIHOMY coctaBy (nmpunoxenus Ne 19-21).

Onucu 1€ COCTaBJISIOTCS B KaXJIOM CTPYKTYpHOM mojpaszfaenennn OOpa3oBaTenbHOTO
YUPEKACHUS €KErOJHO B JIBYX dK3EMILIApaXx.

[Io »TUM ommcSIM TMOIpa3NeNeHusi CHAIT JOKYMEHTHI B apxuB (OOpa3zoBaTeIbHOTO
YUPEKACHUS.

[Ipr HamU4MM B CTPYKTYPHBIX IMOAPA3ACICHUSX HEONHCAHHBIX JEN 32 HECKOJBKO JIET IO
COIJIACOBAHUIO C OTBETCTBEHHBIM 3a apxuB OOpa30BaTENbHOTO YUPEXKICHHS HA HUX MOXKET
COCTaBJISITHCS OJTHA OMKUCH (BHYTPH K€ JIeJia pacioiaratoTcs 1o rojiaM ux 3aBeICHUS).

Onucu nen CTPYKTYPHBIX MOJpPa3/eleHUuil COCTaBISIOTCS 1O YCTAHOBICHHOH ¢opme
(mpunoxenre Ne 22) v ipeACTaBsSIOTCS B apxuB OOpa3oBaTeIbHOIO YUPESKICHUS Yepe3 JBa roja
1ocje 3aBepIleHHs Jiel B Jenonpou3BoicTBe. (OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE U
Ka4eCTBEHHOE COCTABIICHUE OMHCEH JIe CTPYKTYPHBIX MOJPA3/ICICHUN HECYT PYKOBOIUTEIH dTHX
MOAPA3ACIICHUN.

11.10. Ilepen BHeceHHEM 3aroJ0BKOB €]l B ONMHUCH IPOBEPSIIOTCS KaueCTBO (POPMUPOBAHUS
U 0()OpMIIEHUS JIe], COOTBETCTBHE KOJIMYECTBA /1€, BHOCUMBIX B ONHCh, KOJTUYECTBY 3aBEACHHBIX
nielt o HoMeHkaType O0pa3oBaTeIbHOTO YUpeKICHNUS.

IIpu npocMoTpe el TPOBEPSIOTCSA: COOTBETCTBHE 3aroJiOBKa JieNla  COAEPIKaHUI0
JOKYMEHTOB B [ieJie; MPABUIBHOCTh O()OPMIIEHHS M TPYNNHUPOBKH JTOKYMEHTOB, BKIIOYEHHBIX B
JIeI0; Ka4eCTBO MOJIIMBKY WM MIEpeIuieTa Jieja; NPaBuIbHOCTh HyMEpalluy JINCTOB Jea; HAINYHe
B JleJie B HEOOXOAMMBIX CIydasxX BHYTPEHHEH OMMCHU; MPaBUIBHOCTE O(GOpMIIEHUs OOI0XKKH JeNa;
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HAIMYUE W TPABIWIBHOCTh 3aBEPUTENBHON HANMUCU Jena. B ciydae oOHapyXeHHs HapylIIeHHS
YCTaHOBJICHHBIX MpaBui (GopMUpOBaHUSI U OGOPMIICHHS 1€ OHU JIOJKHBI ObITh YCTPAHEHBI.

B caywae oOHapyXeHUS OTCYTCTBUSI J€J, UHCISIIMXCS TI0 HOMEHKJAaType JAen
OO0pa3oBaTenbHOIO YUPEXKIEHUS, CTPYKTYPHBIM MOAPA3JCICHUEM MPUHUMAIOTCS MEphl IO HX
po3bicky. OOHapyKEHHBIE Jiea BKIIOYAIOTCA B ONKCH. Eciy npuHsATHIE MEPHI HE JJalld pe3yJIbTaToB,
TO Ha HEOOHApY)KEHHBIE [eJla COCTaBJSETCS CIpaBKa O MPUYMHAX OTCYTCTBUS M€, KOTOpas
HOJIUCHIBAETCA PYKOBOIUTENIEM CTPYKTYPHOTO IOAPA3JEICHUS U NEPENACTCS] BMECTE C ONMCHIO
JIeJl CTPYKTYPHOTO MOpa3ieICHUs] B BEIOMCTBEHHBIN apXUB.

11.11. OnucarenpHas CTaThsi OMKMCH JIeJ CTPYKTYPHOTO MOJpa3/eieHUsl BKIIOYAET B ceOs
CIIeIyIoIIKe JIeMeHTHI (rpadbl): MOPSIAKOBBINA HOMEP JieNa 10 OMKCH; UHACKC Jieja; 3ar0JIOBOK Jelia
(ToMa, 4acTH), OJTHOCTHIO COOTBETCTBYIOIIMI €r0 3aroJIOBKY Ha OOJIOKKE Jena; Aara aena (Toma,
YacTH); CPOK XpaHEHHWs jeja (ToOMa, 4YacTH); KOJHWYECTBO JIUCTOB B Jeine (TOME, 4YacTH);
puMeYaHue.

[Ipu cocTaBieHuu onucu Jel COOMIOAAI0TCS CIeAYIOIUe TPeOOBAHUS:

— 3ar0JIOBKH JI€J B OIIMCH JIOJKHBI COOTBETCTBOBATh 3ar0JIOBKaM JI€J1 B HOMEHKJIAType /1€ U
TOMY, YTO BBIHECEHO Ha 00JI0kKKY, B COOTBETCTBUU C MPUHATON CXEMOW CUCTEeMAaTHU3AlIHH;

— KaX/10€ JeJI0 BHOCUTCS B OMNMCh IOJI CAMOCTOSITENIbHBIM MOPAAKOBBIM HOMepoM. Ecnu
JIEJI0 COCTOMT M3 ABYX M Oojiee yacTel WM TOMOB, TO KaXKJas 4acTh WM TOM BHOCHUTCSI B OIHCh
10J1 CAMOCTOSITEIbHBIM HOMEPOM.

11.12. I'padbr onucyu 3an0THSAIOTCS B TOYHOM COOTBETCTBUU C TEMH CBEJICHUSMHU, KOTOPHIE
BBIHECCHBI Ha 00JIOKKY JIena.

11.13. Ilpu BHeceHMHM B ONUCH MOIPSA J€Jd C OJUHAKOBBIMU 3aroJIOBKAMH IHILETCS
MIOJIHOCTBIO 3aroJIOBOK MEPBOTO JI€a, @ BCE OCTaIbHbIE OJHOPOHBIE JIela 0003HAYaI0TCs CIOBAaMU
«To xe», mpu ATOM Jpyrue CBEICHHS O JeliaX BHOCATCA B OMHUCHh MOJHOCTHIO (HA Ka)XXIOM HOBOM
JIUCTE OMMCH 3aroJIOBOK BOCIIPOM3BOAMUTCS MOJHOCTHIO).

11.14. I'pada onucu «llpumedanue» wucnonb3yercs i OTMETOK O IpHeMe JAen, 00
OCOOEHHOCTSIX HMX (U3UYECKOTO COCTOSIHMS, O TMepeAade Jesl  JPYruM  CTPYKTYPHBIM
MOJIpa3ieNIeHUsIM CO CCHUTKON Ha HEOOXOAUMBIH aKT, 0 HATMYUU KOTIUH U T. 1.

11.15. B xonme ommcH Bclieq 3a MOCIETHEH OIMMCATEILHOM CTaThed JIeJaeTcsl MTOroBas
3ammch, B KOTOPOM yKa3biBaeTcs (udpamMu U MPOMUCKHIO) KOJTHMYECTBO A€, YUCISAIINXCS 10 OMHCH,
NEPBBIA U MOCIEIHUN HOMEpa JIeN MO OMMCH, a TaKKe OroBapUBAaIOTCS OCOOEHHOCTH HyMEpaluu
JIeNl B OMKCH (JIUTEpHBIE HOMEpa JieJ U MPOIYIIEHHbIE HOMEPA).

11.16. Omuce nen CTPYKTYpHOTO MOApA3JENEeHUsS MOJIUCHIBAETCS PYKOBOJUTENIEM
CTPYKTYPHOTO MOJPA3/EICHUS.

OnucH CTpYKTYpHBIX MOAPA3JEIECHUN CITy’KaT OCHOBOH Il COCTaBJIEHUs F'OJI0BOTO pa3jierna
omricu nen OOpazoBaTENbHOTO YUPEKIEHUS, MPEIUCIOBHUS, TUTYJIBHOTO JHCTa, MOATOTOBKA
KOTOpOTo Bo3yaraercs Ha apxuB OOpa3oBaTeIbHOIO YUPEKICHUS.

11.17. Tlo pe3ynbTaTam 3KCHEPTH3bl LIEHHOCTH JIOKYMEHTOB COCTABIISIIOTCS OMHUCH 1€
MOCTOSIHHOTO, BpeMeHHOro (cBbilmie 10 jeT) XxpaHeHus M Mo JIMYHOMY COCTaBy, a TaK)Ke aKThl O
BBIJICJICHUH JI€TT K YHUUTOXEHUIO.

11.18. AKT O BBIJICJICHMM K YHUUYTOKEHUIO JTOKYMEHTOB COCTAaBIISIETCS, KaK IMpPaBWIO, Ha
nena Bceit OO0pazoBarenbHOro yupexkaeHus. Ecinu B akTe yka3aHbI Jefla HECKOJIbKUX CTPYKTYPHBIX
noJipa3/ielieHuH, TO Ha3BaHUE KaXKIO0ro CTPYKTYPHOTO MOJpa3AeieHHs YKa3bIBaeTCs epe]] TPYMIoi
3aroJIOBKOB JIeI 3TOTO TMOJApa3JelieHus. 3aroiOBKM OJHOPOJHBIX JeN, OTOOpaHHBIX JUIs
YHUUYTOKEHUS, BHOCSTCS B aKT MOJT OOIIMM 3aroJIOBKOM C YKa3aHHEM KOJMYECTBa J€]I, OTHECEHHBIX
K JaHHOW rpynme. Jlenma BKJIIOYAIOTCS B aKT O BBIACICHHMM HX K YHUUYTOXKEHHIO, €CIIH
MIPETYCMOTPEHHBIN NI HUX CPOK XPAaHEHHUS MCTEK K 1 sTHBaps rojia, B KOTOPOM COCTaBIICH aKT, IPH
HAJIMYUU YTBEPIKACHHOM (COTJIaCOBaHHOMW) OMKCH 3a 3TOT nepuoj (mpusioxenue Ne 23).

CormacoBannabie DK OOpa30BaTeIbHOTO YUPEIKICHUS aKThl YTBEPIKIAIOTCS PYKOBOJIUTEIIEM
O0pa3oBaTenbHOTO YUPEKICHUS MTPU HATUYMH YTBEPKIACHHBIX OMUCEH €T TOCTOSTHHOTO XPaHEHUS
U COIJIACOBAaHHBIX OMNHUCEH Jed 1O JUYHOMY COCTaBy 3a TOT K€ IEpUoAd, IOCIE 4Yero
OO0pa3oBarenpbHOE YUPEKICHIE HMEET IPABO YHUUTOKATH JIeJia, BKIIFOUCHHBIC B JAHHBIC aKTHI.
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Horpy31<a M BbBIBO3 Ha YTHUJIM3AIUIO OCYILICCTBJIAIOTCA I1OJ KOHTPOJIEM OTBCTCTBCHHOI'O 3a
APXHUB UK OTBETCTBECHHOI'O 3a ACJIOIIPOU3BOACTBO.

12. Ilepenaya JOKYMEHTOB HA XpaHeHHEe B MyYHHULIMIIAJIbHBIN apXUB

12.1. B cBoeii nestenbHOCTH apxuB OOpa3oBaTENLHOTO YUPEKICHUS PYKOBOJCTBYETCS
HOPMAaTUBHBIMU M METOAMYECKUMHU JoKyMeHTaMu (DenepanbHOro apXmBHOro areHtrcrBa Poccuw,
nojoxenueM 00 apxuBe. [loKyMmMeHTHI, oOpa3zoBaBiuecs B nesTenbHOCTH OOpa3oBaTENBHOIO
YUPEKIACHUS, UMEIOLIME UCTOPUUECKOE, KYIbTYPHOE, HAYYHOE, SIKOHOMUYECKOE, TOJIUTUYECKOE U
NpaKTUYEeCKOe 3HaUeHHe, BXOAT B cocTaB ApxuBHOTO (oHaa Poccuiickoit dexepanyu u mojyiexar
nepeaade Ha XpaHeHHe B MyHHUIIMTIAIBHBIA apXuB JHCKOM 00JIaCTH.

Jlena BpeMeHHBIX (cBbilie 10 JieT) CPOKOB XpaHEHUS U IO JIMYHOMY COCTaBy I€pejade B
MYHUIUIIAJIbHBIN apXUB HE MOAJIEKAT, UICKIIOUEHUE COCTABIISIIOT CIy4Yan JUKBUAALMN YUPEKICHUS.
Taxue nena xpansrcs B apxuBe OOpa30BaTENLHOTO YUPEKACHUS U 110 HCTEYCHUU CPOKOB XPaHEHHUS
MO/JIEKAT YHUUTOKEHHUIO B YCTAHOBJICHHOM IOPSIKE.

12.2. Ilepenaua nen B MyHUIMIAIbHBIN apXUB OCYILECTBISETCS 110 aKTy IpHUeMa-liepeiadu
apXMBHBIX JOKYMEHTOB Ha XPaHEHHE M B 3apaHee COIJIACOBAHHBIE C MYHULMUIAIBHBIM apXHUBOM
CPOKH.

13. Ucnonb30BaHue JOKYMEHTOB apXuBa 00pa30BaTeIbHOIO YUpesKAeHH

13.1. JlokymMeHTBI M Jena, HaxXOAALIMeCs Ha XpaHEHUU B apxuBe, HPEICTaBISAIOTCS
paOoTHHKAaM MoOApa3AeiaeHui U1 paboThl B IOMEIIEHUU apXHuBa WIM BO BpEeMEHHOE (He Ooiee
Mecsi11a) M0JIb30BaHUE BHE apXHBa I10J1 PACHHUCKY B )KypHaJIe yyeTa BblIauM JJOKYMEHTOB (Ze).

PabotaHrkn OOpa30BaTENbHOTO YUPEKIACHUS HECYT OTBETCTBEHHOCTH 32 COXPAHHOCTb MU
IPaBUIbHOE UCIIOIb30BAHNE TOTYYEHHBIX APXUBHBIX JOKYMEHTOB.

13.2. V3bsATHE NOKYMEHTOB W3 apXUBHBIX J€J, Nepegadya paOOTHHUKAM MOJApa3JesieHnui
apXUBHBIX JIOKYMEHTOB MM HX KOMMHA pabOTHMKAM JIpyr'MX OpraHuzauuil 6e3 pasperieHus
PYKOBOJICTBA HE J0IyCKAETCsl.

IIpu pabGote ¢ apXMBHBIMH JTOKyMEHTaMU HE pa3peliaeTcs BHOCHTb B HUX IPaBKY, JeNaTh
MIOMETKH, paboTaTh C HUMU BHE CITY>K€OHBIX MTOMEIIEHUH.
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(IOMKHOCTD PYKOBOJAMUTEIIA)
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PYKOBOAUTEIIA TOAPA3ACIICHUA
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(®. U. O., 10mKHOCTD Mepearoniero) (®. U. O., 10mKHOCTh MPUHUMAOIIETO)
MPUHST B MPHUCYTCTBUH KOMHUCCHH, 00pa30BaHHOW Ha OCHOBAaHWMHU JAHHOTO TpHKa3a, B COCTaBe
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IK3EMILISIPOB|| MPUHITHIX IMpumeuanue
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CocTosiHUE JOKYMEHTOB

(Z1ena Ha CKOPOCIINBATENAX, TOALIUTHI, IEPEIIETEHbI, IPOHYMEPOBAHbI)

[Tepenan IMoamuce
[Ipunsin IMoamnuce
[Ipencenarens komuccuun I[loanuck
YjieHbl KOMHMCCHU: IMoammcu

N.O. ®amunus
N.0. ®amunus
N.0. ®damunus
N.0. ®damunus

ITpunoxxenne Ne 2



ITpumep akTa npuema-niepenadu Aei IpyU CMEHE
OTBETCTBEHHOTO 3a JIeJIONPOU3BO/ICTBO,
PYKOBOAMTENS NOApa3AcIeHUs

MynununansHoe 00mmeodpa3zoBarenbHOe OI0KeTHOE yupexaenue «Cpennss
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VYTBEPXIAIO

Hupexrop MOBY COIL Ne 12
Heanos Mpanos N.N.
05.06.2018

AKT

r. JIKyTCK

npueMa-mnepcaadu aAcii rIpu CMCHE
OTBCTCTBCHHOI'O 3a ACJIONPOU3BOACTBO

B coorBerctBun ¢ mpukazom ot 12.06.2018 Ne 46 MwutpodanoBa U.A. mepenana, a
PomanoBa O.K. mpuHsna B mpucyTCTBUM KOMHUCCHH, OOpPa30BaHHOW HAa OCHOBAaHUHU JAHHOTO

IpHKa3a, B COCTaBe

npeacenarenss MpanoBoir A.M. u unenoB CemenoBoil JILA. u JlecHuukoi P.M. noxymeHTbI
NoJipa3/iesieHusi B COOTBETCTBUM C HOMEHKIaTypoi nen 3a 2014-2017 roas!.

Ne /i Ha3Banne n Ne onucu KonunyectBo | KomnuecTBo IIpumeyanue
IK3EMILISIPOB| MPUHATHIX
onucu ae
N L s | 4 | 5
1 ||Onuce Ne 1 nen mOCTOSSHHOTO 1 42
xpanenus 3a 2014-2017 roasr
2 ||Onwuce gen Ne 2 o TUYHOMY 1 23
coctaBy 3a 2014-2017 rozast

Htoro npuHATO 65 (1IECTHAECAT NATH) AEI.
CocTosiHME JOKYMEHTOB U OMHUCEH YI0BIETBOPUTEIBHOE.

ITepenan
[Tpunsin

Mumpogpanosa W.A. Mutpodanona

Pomanosa

[Tpencenarens komuccun Heanosa

YeHsl KOMUCCUU:

Cemenosa
Jlecnuykast

O.K. PomanoBa
A N. IBanosa
JLLA. CemenoBa
P.N. Jlecaunxkas



[Tpunoxenue Ne 3
O06pa3zerr 0hOpMIICHHS TOTOKCHHS

(HauMeHOBaHKHe 00PA30BATEILHON YUPEKICHHS)

YTBEPXIAIO

(TOKHOCTD PYKOBOUTEIIS)

(moamuck) (®.U.0.)

(mara)

MNMOJOXKXEHMUE
HaumeHo8anue omoena/cayicovl npu Hamuuuu ¢ OV

1. O01HMe MoJI0KeHu A

1.1..
1.2..

2. OcHOBHbBIE 331241
2.1...
2.2...

3. ®yHKkuMu
3.1..
3.2...
4. IIpaBa
4.1...
4.2...
5. Oos3anHOCTH

5.1..
5.2...

6. OTBETCTBEHHOCThH
6.1...

6.2...



ITpunoxenne Ne 4
[Tpumep opopmiIeHHS TOTOKEHUS

MynununanasHoe 001eo0pazoBaTebHOe Or0KeTHOE yupexaenue «CpenHss
obuieoOpaszoBarenbHas mkoiaa Ne 12» roposickoro okpyra «ropoa SIKyTck»

(MOBY COII Ne 3)
YTBEPXIAIO
Hupexrop MOBY COUI Nel2
Hesanos .. UBaHoB
05.06.2018
NHNOJOXEHMUNE

0 nopsaoKe 6e0eHUsA TUYHBIX 0e/l PADOMHUKO8

1. O01HMe MoJI0KEeHu s

1.1.
1.2
2. @opMupoBaHUe JUYHBIX /1€ PA0OTHUKOB
2.1.
2.2.
3. Begenne TMYHBIX /1eJ1 pa0OTHHKOB
3.1.
3.2
4. XpaHeHue U y4eT JUYHBIX el pA00OTHHKOB
4.1.
4.2.
5. Odopmiienne JUYHBIX e pA0OOTHUKOB Tepe/ cAavyeil B apXuB
5.1.
5.2.
6. OTBeTCTBEHHOCTH padoToaaTe/ss 1 pa0OTHHKA
6.1.
6.2.
7. [IpaBa paGoroaare/isi 1 paGOTHUKA
7.1.

7.2.



bnank nmuceMma

ITpunoxxenue Ne 5

(mosIHOE HaMEHOBaHHE 00Pa30BATEIBHOTO YUPEXKICHNUA)

(CokpaleHHOe HauMEHOBAHUE)

(IOTDKHOCTHOE JIUIIO (€CJIU MHChMO OT HETO0, @ HE OT YUPEXKICHHS))

(anpec)

Ten./dakc e-mail, cereBoii agpec
OKIIO OI'PH WHH/KIIIT

Ne

(mara) (HOMED) @. U. O. (komy)
(anpec)
YBaxxaemblii(ast) !
(TOKHOCTD
PYKOBOJUTES) (moamnuce) (®.U.0.)

DUO ucnomHuTens,
Howmep tenedona



ITpunoxxenne Ne 6
[Tpumep odopmienus mucpMa

MyHunumnagsHoe 001ieo0pa3oBarenbHoe 010 KeTHOE yupexaeHue «CpenHss
obmreoOpa3oBarenbHas mKkoina Ne 12» ropoackoro okpyra «ropoja SIKyTck»

(MOBY CONI Ne 12)
school12@yaguo.ru/www.school12 677008, Pecny6iuka Caxa (SIkytus), ropon SIkyrck, yi. CoBxo3Has,
17
tenedonsr: 8(4112)35-89-65, 33-14-26; tenedon-daxc: 8(4112)47-36-51
e-mail: school12@yaguo.ru
OI'PH 1021401063606 MHH/KIIIT 1435123480/143501001

3 uromst 2018 Ne Ne 165-u/15- Mopexonosoii C.B.
T. 05

Ha Ne JlunoBas yi., a. 15, kB. 3, 1. SIKyTCK,
677000

O npeacraBieHU 00BICHEHUN
110 IOBOJY HESBKH Ha paboTy
VBaxaemas CBeriana BsuecnaBoBna!
VBenomisito Bac 0 HEOOXOIUMOCTH TPEIOCTaBUTH MUCHMEHHBIE OOBSICHEHHUS MO TOBOIY
HapyILeHUs TPYA0BON AMCLUUILUIMHBI, B CBSI3H ¢ HesIBKOW Ha padoty 29.06.2018.
[Tpunosxenue: ciyxeOHas 3anucka Ha 1 jucre B 1 ak3emIuispe.

C yBaxxeHuewM,

JTUPEKTOP n.n.
Ilemposa HBanosa

DUO noIHOCTRIO,
8 (4112) 40-88-49



biank npukasa

ITpunoxenue Ne 7

(HaMMeHOBaHHE 00Pa30BATEIILHON YUPEKICHHS)

( )

(kpaTKO€ HAUMEHOBAHHE)

IMPUKA3
Ne
(mara)
(MecTO cocTaBieHUS MTPUKA3a)
3aroyioBoOK
[TPUKA3BIBAIO:
1.
2.
3.
(TOTKHOCTH (n.0.

PYKOBOJUTES) (moamuce) Damuinns)

DUO ncnoHUTENS, JOLKHOCTD
Howmep tenedona



ITpunoxxenne Ne 8
O6pa3zert opopmiieHUs MMpUKa3a

MyHunumnagsHoe 001ieo0pa3oBarenbHoe 010 KeTHOE yupexaeHue «CpenHss
obmreoOpa3oBarenbHas mKoa Ne 12» ropoackoro okpyra «ropoja SIKyTck»

(MOBY COLII Ne 12)

TTPUKA3
2 urong 2018 r. Ne 13

r. JIKyTCK

O Bueapenuu 'OCT P 7.0.97-2016 «CUBU /. Opranu3zanoHHO-pacnopsiAuTeabHas
nokymMmeHnTamus. TpeboBaHUs K 0)OPMIICHHIO JIOKYMEHTOBY

B mensx addextuBHOrO co3manus nokymeHToB MOBY  «Cpemusis oOmieoOpa3oBarenbHas
mikona Ne 3» I'O «ropoa SAkyrck», [IPUKA3BIBALO:

1. Paboraukam MOBY «Cpennsisi o6meo0pa3oBarenpHas mkosna Ne 12» 'O «ropox SKyTck»
co3maBath AoKyMeHThl B cooTBeTcTBuu ¢ ['OCT P 7.0.97-2016 «CUBUJ. OpranuzannoHHO-
pacniopsiauTenbHas JOoKyMeHTamnws. TpeOoBaHUs K OQOPMIICHUIO JOKYMEHTOB» (NIPHIIOKEHUE,
nanee — 'OCT P 7.0.97-2016).

2. JlenonpousBonutento babymkunoit T.B. He mpuHUMATh Ui TPEACTABICHUS HA MOJIIHUCH
PYKOBOAMTENIO JAOKYMEHTHI, OOPMIIEHHBIE C HecoONoJeHneM mpaBuil, ycTaHoBleHHbIX ['OCT
P 7.0.97-2016.

3. KoHTpoJb NCTIOMTHEHUS HACTOSIIIETO MPUKA3a OCTABIISIO 32 COOOM.

Jupekrtop Ilemposa A.N. Tlerposa

®UO , nenonpou3BOAUTEIND
8 (4112) 47-36-51


https://vip.1obraz.ru/#/document/97/383888/
https://vip.1obraz.ru/#/document/97/383888/
https://vip.1obraz.ru/#/document/97/383888/
https://vip.1obraz.ru/#/document/97/383888/

ITpunoxxenne Ne 9
O6pa3zer oopmIIeHUS TPUTOKESHHUNA

[Tpunoxenue Ne 1
k npukazy MOBY COII Nel2
oT Ne

ITo0:xeHue o

1. O01HMe MoJI0KeHu s

1.1. Hactrosimee IlonoxkeHune ompenensieT cTaTyc, [elb, 3ala4dl W TMOPSJAOK TPOBEIACHHS
MEXPETHOHAIBHOTO KOHKypca yuammxcsi 5—11 kinaccoB «PempeccupoBaHHasi JMTepaTypay»
(manmee — KOHKYpC).

1.2...

2...
2.1...
2.2...



ITpunoxxenne Ne 10
O6pa3zert opopmIIeHHs MPOTOKOJIA
(1 sapuanm)

IMPOTOKO.I
3aceJaHHUs MeJaroru4eckoro coBeTa

IIpencenarens komuccun Damunus 1.0.

Cexkperapb ®amunus U.0
[earoru4eckoro coBeTa

[IpucyrcrBoBanu: 30 gen. (CIMCOK IPHIIAraeTcs)

IloBecTka nHSA:

1.0 nopsinke moAroTOBKY K KoH(pepeHmu. Jlokiaa 3aMecTUTeNsl pyKOBOIUTEINS. ..

2.0...

CJIYIIAJIA:

®Gamumnus N.0. — TeKCT 10oKIIaaa mpuiaraeTcs.

BBICTYITNJIN:

N.O0. ®amunus — Kparkas 3alKCh BBICTYIUIEHHMsI (OT TPETbEro JHIA €AMHCTBEHHOI'O YHCIA).
Bonpocsl, 0TBETHI (IPUBOAATCS B MOPSIKE MOCTYIICHUS).

PEIINJIN:

1.1. OnoGpuTs...

1.2...

Conepsxanrie 0co00ro MHEHHS

2. CJIYIOAJIN. ..
BBICTVYIINJIMA. ..
PEIINIINA. ..

2.1.

IIpencenarens [Moanuce N.0. ®amunus

Cexkpertapb nenarornyeckoro I[loanuce N.0. ®amunus
coBeTa



O6pa3zert opopmIIeHHs MPOTOKOJIA
(2 sapuanm)

IMPOTOKO.I
3aceJaHHUs MeJaroru4eckoro coBeTa

Ne

[Ipencenarens komuccun Damunus 1.0.

Cexkperapb ®amunus U.0
[earoru4eckoro coBeTa

Bcero unenoB coBera [IpucyrcrBoBano

TloBecTka nHA:

ITpunoxenne Ne 11

1. O nopsiake MOATOTOBKH K KOH(pepeHH. JloKiIam 3aMecTUTeNsl pyKOBOJIUTETI. ..

2.0...

1. CJIYIIAJIN:

®amumnus N.0. — TeKCT 0oKIIaaa mpuiaraeTcs.
BBICTYITNJIN:

@amming U.0. — kpaTkas 3anuch BBICTYIUIEHUS (OT TPETHEro JIMLA €AMHCTBEHHOTO YNCa).

BOHpOCH, OTBCThI (HpI/IBOI[SITCH B IOPpSAAKE HOCTYHJICHI/ISI).

PEIINJIN:

1.1. Onobpurs...

2.2.

Coneprxkanre 0co00ro MHEHHS

2. CJIVIIAJIA:
BBICTVYIINJIN:
PEHINJIN:

2.1.

[IpencenarenbCTBYOMMIN TToamuce N1.0. ®amumus

Cexkperapp negarornyeckoro [loamucs N.0O. @amums
coBeTa



ITponomxenue mpuit. Ne 11
O0pa3zer; oopmIiIeHUS SIBOYHOTO JIUCTA

SIBOYHBINA JTUCT
MNEJATOI'MYECKOI'O COBETA
(IPOTOKOM OT « _ » 201 ronaa Ne 00)

®@. 1. O. JloxHOCTD MMoanuck

1] | | |
2] | | |
El | | |
4] | | |
5 | | | |
6 | | | }
|
|
|
|

7] | |
o J | |

10] | |
1] H |

IIpencenarens [Hoanuce N.0. ®amunus
Nearorn4eckoro coBeTa

CexkpeTtapb [Moamuce N.O. ®amumnust



[Tpunoxenne Ne 12

7KypHaJj perucrpanum BXoAsiIMX JOKYMEHTOB

Pe3zosronust nium
Jara Jdaran KOMY
Ne |[mocTyniienus HOMep K K HanpaBJsieTcst OTMmeTKa
Ne ||lnokymenTa/ || mOKymeHTA, oppect parkoe MOKYMEHT 00
/1| BXOASIIMA |IPUCBOEHHbIE OWICHT ) concpaanme (moamucey, HCIIOJIHEHU M
HOMep aBTOpPOM YA0CTOBEPSIOIIAS
MoJIy4eHue)
a2 3 | 4 | 5 | 6 L7 |
| | | | | | |
L | | | | | |
L | H | | | |
KypHau perucrpanuu MCXOASIIMX J0KYMEHTOB
Jlaram
e Homep OTmeTKa
el Jlara |PerucrpanvoHHBI A Kpartkoe | 1okymeHT Henonnuren 06
1/ || ITOKyMeHT )7 Apeca coJlepKaHu a, Ha
n a HOMep IOKyMEeHTa T e KOTOPbIii b HEnoHeHH
naercs "
OTBeET
1 2 | 3 L4 | 5 | 6 | 7 | 8

|




KypHaJa yyera neyareid u ITaMIoB

ITpunoxxenne Ne 13

1

Pe3yabT
aTbl
€’Kero/
Haumenos HaumenoBa HOM
aHue Orru HHUE nposep | OTmeTka OT1THCcK
ne4yaTu noapasjaese|| Ilogmuce, KU 00 neyareu
1| (mrramma), cKe HHS, YA0CTOBEPSIIO|| HAJINYH | YHUUTOXKe || (IITAaMIIOB)
nevyar IIpumeu
HHHOHATOP "~ || NOJAKHOCTD mast | HHH, IS AHHe
3aKasa, (urra noJIydare/s|| NOdyIeHHUe, | edaTe || HOMEpP || YHHITOMKEH
aara M) " aaTa 78 aKTa u usl, 1aTa
MOCTYILJIEH bamuius HTaMII aara BO3BpaTa
us noJry4arteJst OB,
aara
nposep
KH
2 | 3] 4 | s |6 | 7 | 8 | 9

|

|

|

|

|

|

|

|

|

|

|

|

|




®opma HOMEHKJIATYpPBI JEll
HaumenoBanue yupexaeHus

HOMEHKJIATYPA JEJI YTBEPXIAIO

ITpunoxxenne Ne 14

(TOJDKHOCTD PYKOBOJIUTEIS YUPEKICHHS)

Ha romg
(moamuce) (pactumdpoBka
TIOJIITHCH )
(mara)
HNupexc 3aroJsioBOK geJia KoumuectBo|| Cpok xpaHeHust pumeyanue
aena hi () § U Ne cTaTbH 1O
nepeyHio
L1 2 I 4 | 5 |
‘ Haspanue pasnena ‘
| | | | | |
| | | | | |
| | | | | |
HaumenoBanue Toonucw N.0. Gamunus
JOJIKHOCTH PYKOBOIUTEIIS
ciyx0b1 JIOY yupexxnenus
Busa pykoBoaurens apxusa
(JTu1a, OTBETCTBEHHOTO 33 APXUB)
COT'JTACOBAHO COTI'JTACOBAHO
[Tpotokou LIBK (3K) IIporokoin OIIK apxuBHOTrO yupexeHus

oT Ne oT Ne




[Iponomxenue npuinoxenus Ne 14

Hrororas 3amuch o KaTCropudax U KOJIMYCCTBEC ACJI, 3aBCICHHBIX B rony
B
| B Tom unciie:
IIo cpokam xpaHeHnust Bcero =
‘ nepPexoasimux H ¢ ormeTKoi «IITK»

‘HOCTOHHHOI‘O H H H

|
|
| 1 L2 ] 3 | 4 |
l

‘BpeMeHHoro (cBpbrie 10 ner) H H H

Bpemennoro (10 10 ner
BKJIFOUMTEIIBHO)

UTOTO: | | | |

HaumenoBanune IMonmuce 1N.0. damutus
JIOJKHOCTH PYKOBOJUTEINS
ciyx0b1 JIOY yupexxnenus

JlaTa

HTorossie cBeIeHU INepeAaHbl B apXUB.

HaumenoBanune noipkHoctu mna, Ilomgnuce M.0O. Gamunms
MepEaBIIETO CBEICHUS

Jara



ITpunoxxenne Ne 15
dopma nmcTa — 3aBepUTeNs 1ena

JIMCT - 3ABEPUTEJIb AEJIA Ne

IB ACJIC MMOAUINTO U IIPOHYMEPOBAHO H H J'II/ICTOB‘

‘ H (mudpaMu ¥ TPOITHUCHIO) H ‘

‘c Ne H Hno Ne ‘D‘ , B TOM qncne:‘

‘JII/ITepHBIe HOMeEpa JII/ICTOBH ‘

‘HponymeHHHe HOMeEpa JUCTOB H

|+ JIMCTOB BHYTPEHHEH OIUCH H ‘

| | |

Oco0eHHOCTH (PU3HYECKOT0 COCTOSIHUS M (POPMHUPOBAHUA eJ1a Homepa
JINCTOB
| 1 | 2 |

Hanmenosanue nomxkaoctu [Hogmuces M1.0. ®amunns
paboTHUKA

JlaTa



ITpunoxxenne Ne 16
dopma 00I0KKH Jeria
MOCTOSTHHOTO U BPEMEHHOT'O
(cBeire 10 jeT) xpaHeHuUs

(HamMeHOBaHKE rOCYAapCTBEHHOTO (MYHUIIMTIIAIIBHOTO) apXHBa)

(HAaUMEHOBaHUE YUPEHKICHNU)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ICICHNUS)

JTEJIO Ne TOMNe

(3aroyoBOK Jena)

(kpaiiHue 1aThl)

Ha JUcTax

XpaHUTh

@ Ne | |
‘OH.NQH H
AN | |
L |
| |




ITpunoxxenne Ne 17
BHYTPEHHSSA OITUCH

AOKYMEHTOB JieJia Ne

Ne PerncrpanuoHHublii lara |3arososox Homepa

HHJIEKC JIMCTOB IIpumeuyanue
n/n AOKYMEHTA|I0KyMeHTa

AOKYMEHTAa aeaa
1] 2 L s | 4 | 5 | 6 |
L | | | | |
| | | | | |
Uroro JIOKYMEHTOB.

(mdpaMu ¥ IPOTIHCHIO)

KomnyecTBO THCTOB BHYTpeHHeﬁ OIMINCH

(1mudpaMu ¥ IPOITHCHIO)

HanmenoBanune nomkHoctH nuna, Ilognuce .0, @amunms
COCTaBUBILErO0 BHYTPEHHIOO
OIMCH IOKYMEHTOB J€ena

Jara



[Tpunoxenne Ne 18
O6pa3zerr opopmiteHUs KypHaja
y4deTa BbIJIa4H JOKYMEHTOB

[TonHoe HauMeHOBaHKUE 00pPa30BaTENbHON yUpexKICHUS

KYPHAJI YYETA BbIIAYU JOKYMEHTOB
u3 apxusa OY
(omepaTMBHOIO APXMBA CTPYKTYPHBIX MOAPAa3/IeJIeHuil)

et | ] |

‘OKOH‘-ICH“ “ |

| | |
2 fopulonselied kom |1 s s T,
1] 2 [ 3 4 5] 6 || 7 | 8 | 9 |
L | | | | |
L | | | | |
L | | | | |
L | | | | |
L L | | | |
L | | | | |
I I I | | |
Htoro B TOAy BHIIAHO nen

(undpamu 1 PONKUCHIO)

HanmeHnoBanue JOKHOCTH JIMIIA,
COCTaBUBILETO BHYTPEHHIOO [Hognuce N.0. ®amunus
ONUCH JOKYMEHTOB Jiea



CDopMa OITMCH ACJI 110 JINYHOMY COCTaBy

(MoJTHOE HAMMEHOBAHKE YUPESIKIACHUS)

ITpunoxxenne Ne 19

Donxg Ne

OITIUCB Ne

JIeJT 110 TIMYHOMY COCTaBY

3a roJ

Ne |[Mupekc|3aronoBok| Kpaiinue natei| Cpok |KomuuectBo [Ipumeuanue

n/mj| mena nerna XpaHEHUs1|| JIUCTOB

12 s J 4 | 5 | 6 | 7 |

] | | | |

L | I |

B nansbIN pazaen onvucu BHECEHO

(mudpaMu ¥ TPOITHUCHIO)
c Ne
JUTEpHBIE HOMEpa!

o Ne

e,

, B TOM 4YHUCJIC:

MMPOMYyHICHHBIC HOMCPA:

(HamMeHOBaHUE JOKHOCTH (TIOANKCh) (pacuudpoBKa MOIMUCH)

COCTaBHUTCIIA OHI/ICI/I)

(HaMMEeHOBaHUE JTOJDKHOCTU PyKOBoAUTeNs (moAnuck) (pacurudpoBKa MOAMICH)

apxuBa (JIMla, OTBETCTBEHHOTO 32 apXUB))

COT'JTACOBAHO YTBEPXJIEHO
[Tpotokoun (OK) OO IIpotokon SIIK apXHUBHOTO yUpeKICHHS
Ne Ne

OoT oT




dopma onucH A€l BpEMEHHBIX
(cBpimre 10 1€T) CpOKOB XpaHEHUS

(ToJIHOE HAaMMEHOBAaHKE 00PA30BATEIBHON YUPEHKICHNS)
donng Ne
OIIUCDH Ne

nen BpeMeHHbBIX (cBbime 10 jeT)
CPOKOB XpaHEHUs

3a roa

[Tpunoxenue Ne 20

Ne |[Munekc|3aronoBok| Kpaitnue natel|| Cpox |[KosnnuectBo [Ipumeyanue
n/mj| nena nena XpaHEHus1| JUCTOB
12 | 8 | 4 | 5 || 6 | 7 |
B nanHsbli pa3naen onucu BHECEHO
(urdpaMu U NPONKCHIO)
c Ne o Ne , B TOM 4UCJE:
JUTEpHBbIE HOMEpa:!
IPONYyILEHHbIE HOMEpa!
(HaMeHOBaHUE TOJDKHOCTU  (MOAMHKCH) (pacuudpoBKa MOIHCH)
COCTaBUTEJSI OITUCH)
(HamMeHOBaHUE JOIKHOCTH PYKOBOIUTEIS (monmuck) (pacmmdpoBka
apxuBa (JIMLa, OTBETCTBEHHOI'O 32 apXMB)) MIOJIITUCH)

COT'JTACOBAHO
[Tporokon (3K) OO
oT No




ITpunoxenne Ne 21

(DOpMa OITMCH ACI MMOCTOAHHOI'O XpaHCHUA

YTBEPXJAIO
(MOJTHOE HAMMEHOBAHUE YUPEHKIICHUS) (1OIKHOCTD PYKOBOJUTES)
®onp Ne
OIIUCb (pacmmdpoBka
Ne (moamnuce) IIOJIIINCH)
JIeJ1 TIOCTOSIHHOT'O XpaHEHUs
3a. oA
Ne (Mupexc| 3arosoBok jaena Kpaiinne narel | Konugecrso IIpumeyanue
n/m|| meaa JHCTOB
12 | 3 L4 | 5 | 6 |
‘ Hazpanue pasnena ‘
] | H | | |
L H H | H |
B nanHbIi pa3aen onucyu BHECEHO Jen,
(urdpamMu U IPONKUCHIO)
¢ Ne mo Ne , B TOM YHCJE:

JMTEPHBIC HOMEpA:

IIPOIYLIEHHBIE HOMEpA!

(HaMeHOBaHUE OJDKHOCTU  (MOANKCH) (pacuudpoBKa MOIHCH)
COCTaBUTEJNSI OITUCH)

(HamMeHOBaHHUE JOJKHOCTH PyKOBOAUTENA (ToAmuch) (pacmudpoBKa MOAMKUCH)
apxuBa (JIM11a, OTBETCTBEHHOTO 32 apXUB))

COT'JTACOBAHO YTBEPXIEHO
[Tporokon (3K) OO [Tpotoxon DTIK apXuBHOTO YUpEKICHUS
oT No oT No




dDopMa OIINCH ACJI ITIOCTOAHHOIO,

BpeMeHHOro (cBbiie 10 sier) XxpaHneHust

U 110 JUYHOMY COCTaBY CTPYKTYPHOIO

[Tpunoxxenne Ne 22

no/ipa3iesieHus
(MoJTHOE HAMMEHOBaHUE 00PA30BATEIILHON YUPEIHKICHHS)
(HaMMEeHOBaHWE CTPYKTYPHOTO MOAPA3ICTICHUS)
OIINCDH Ne
Ne /|| Mnpexc||3arosoBox JlaTa Koua-Bo auctoB B ||Cpok xpanenusi |[Ipumeuyanue
neJia neJia neJia neJe neJsia
L2 | 3 L4 5 | 6* [

H

H

|

|

|

Haspanue paznena

|

|

|

|

|

H

H

|

|

|

B nanHyr0 onuce BHECEHO

¢ Ne

AclI,

(undpamMu U IPOIHUCHIO)

o Ne

, B TOM YHCIIE:

JIMTCPHBIC HOMEpaA:

MMPOMYyHICHHBIC HOMCPA:

(HaMeHOBaHUE TOJDKHOCTU  (MOANHKCH) (pacuudpoBKa MOIUCH)
COCTaBUTEJSI OITUCH)

(HaMMEHOBaHUE JTOJDKHOCTU PYKOBOAUTENS (MOAMUCH) (pacuiudpoBKa MOAMICH)

apxuBa (JIMla, OTBETCTBEHHOTO 32 apXUB))

COI''TACOBAHO
[Tporokon (3K) OO

OoT

Ne

[Tepenan

(mrdpamMu ¥ TPOTUCHIO)

en

PErUCTPalMOHHO-KOHTPOJIBHBIX KaPTOTEK K JOKYMEHTam*.




(HamMeHOBaHWE JOJKHOCTH pa0OTHHUKA (MOANUCh) (pacmmdpoBKa MOATHCH)
CTPYKTYPHOTO TIO/Ipa3/IeNICHuUs )

« » _20_1"0L[a

[Ipunsin nenu

(mdpamMu ¥ IPOITUCHIO) (mudpaMu 1 IPOIUCHIO)
PETUCTPAIIMOHHO-KOHTPOJIBHBIX KapPTOTEK K JOKYMEHTaM.

(HamMeHOBaHUE JOJKHOCTH (TIoANKCh) (pacundpoBKa IMOIIUCH)
pabOTHHKA apXHBa)

« » 20 rona
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(I)opMa AKTa 0 BBIACJICHUH K YHHUYTOKCHUIO JOKYMECHTOB, HE MMOAJICKAIIUX XPAHCHUTIO

(MOJTHOE HAUMEHOBAHHUE YUPEHKICHHU)

AKT YTBEP/XKJAIO

No

(IOMKHOCTD PYKOBOJAMUTEIIA)

(MecTO cocTaBieHUs)

O BBIZICNICHUU K YHUUYTOXKEHHUIO JOKYMEHTOB, (moxamuck)  (pacmmdpoBKa IMOITUCH)

20

HC IMMOAJIC)KAIINX XPAHCHHUIO roga

Ha ocHoBanuu

(Ha3BaHME M BBIXO/HBIE JAHHBIEC IEPEYHs JOKYMEHTOB C YKa3aHMEM CPOKOB UX
XpaHEHus)

0T06paHI)I K YHUYTOXXCHUIO KaK HC UMCIOIIINEC HayT-IHO-I/ICTOpI/I‘-ICCKOI\/JI OCHHOCTH W YTPAaTUBLIUC

IIPAKTUYECKOE 3HAUEHUE JOKYMEHThl ~ Ne
dbonga
(na3Banue GoH/A)
Ne || 3arosnosok |[oawi| Homep Homep KosmuecTBo Cpoku IIpumeyanue
n/n aeaa onmucH*| ex. xp. no el. Xp. XpaHEeHUd
(rpynmnosoit ONuCH 1 HOMepa
3aroJI0BOK crarei
JOKYMEHTOB) 110 MepPeYHIo
il 2 Js]4 ] 5 | 6 | 7 |8 |
] L | | | |
] L | | | |
] L | | | |
Hroro en. Xp. 3a TOMBI.

(dpaMu ¥ TPOTIHCHIO)
Ornucu 1e7 MOCTOSTHHOTO XpaHEHU S 3a rojsl yrBepxkaeHs! JI1K

Ne )

(mpoToko OT

(HaMMEHOBaHUE APXUBHOTO YUPEKICHUS)

(HaMMEHOBaHUE JTOJDKHOCTU PYKOBOAUTENS (MOAMHUCH) (pacuiudpoBKa MOAMICH)
apxuBa (JIM11a, OTBETCTBEHHOTO 32 apXMB))

COT'JIACOBAHO
[TpoTOKOI IKCIEPTHON KOMUCCHH



yUpeXKJIeHUs

oT Ne
JIOKyMEHTBI B KOJIMUECTBE el. Xp.:
— Ha OyMa)KHOM HOCHTEJIC BECOM KT

(mdpamMu ¥ IPOITUCHIO)
C/IaHbI HA YHHUYTOXKCHHE;
— Ha DJIEKTPOHHOM HOCHTEJIC CAaHbl HA YHUYTOKEHHUE

(cioco6 YHUUTOKECHHS)

(HaMMEHOBaHUE JOJIKHOCTH (monmuck) (pacmudpoBKa MOIITUCH)
paboTHHKA, CAABIIETO JOKYMEHTHI)

« » 20 rona

HN3meHeHus B YUCTHBIC NOKYMCHTBI BHCCCHBI.

(HaMMEHOBaHUE JIOJKHOCTU PYKOBOIUTEIIS (moamuce) (pacumupoBKa MOITUCH)
apxuBa (JInla, OTBETCTBEHHOTO 3a apXUB))

« » 20 roma




