MYHUIUTAJIBLHOE BIOTKETHOE JOIKOJIbHOE OBPA30BATEJILHOE
YYPEKIEHUE JIETCKUI CAJ Ne3 «COJTHBIIIKO» M. KPACHOTBAPJECKOE
KPACHOT'BAPIEHCKOI'O PAHOHA PECITYBJIUKH KPbIM
(MBJIOY «IETCKHI CAJ] Ne3 «COJTHBIIIIKO»)

ITPUKA3
03.05.2023 Ne 135
1. KpacHorsapaerickoe

00 yrBep:kaeHuu MHCTPYKUUSA 10 BEACHHUIO 1e10BOM JOKYMEHTALUHA
B MYHUIMIIAJIBHOM OIO’KETHOM J0ILIKOJILHOM 00pa30BaTeILHOM
yupe:xkaenun «/lerckmii cax Ne3 «Coanbimko» n. KpacHorsapaeiickoe
Kpacuorsapaeiickoro paitona Pecnyosmmku Kpsim

B cootBerctBUM ¢ muchMoM MuHHCTEpCTBa 00pa3oBaHUs, HAYKU U
momonexu Pecryomuku  Kpeim ot 30.03.2023  Nel543/01-14, ¢ ueibio
YCTAaHOBJICHHUSI OOLIMX TpeOOBaHUN K BEJCHHUIO JICJIOBOM JOKYMEHTAllMH B
MYHUIIUTIATBHOM OIO/PKETHOM  JIOIIKOJIBHOM —00pa30oBaTeIbHOM  yUPEKICHUU
«Jlerckunt camg Ne3 «Connbimiko» n. KpacnorBappaerickoe KpacHorpapenckoro
paiiona PecnyOnuku KpeiM, crnocoOcTBOBaHHMIO (OpMHUpPOBaHUSA OQPUIMATIBHO-
JIEJIOBOTO CTWJISL JOKYMEHTOB, COKPAILICHUIO 3aTpaT TPyJa U CPEACTB B IPOLECCE
CO3/1aHUs IOKYMEHTOB
INPUKA3BIBAIO:

1. VYtBepaute WMHCTPYKIMIO 1O BEICHUIO JEJIOBOM JIOKYMEHTAllud B
MYHUITUTIATBHOM ~OFO/DKETHOM  JIOIIKOJIBHOM —00pa30oBaTeIbHOM  yUPEKICHUH
«Jlerckuit camg No3 «Connbimiko» 0. KpacHorBappaerickoe KpacHorpapueickoro
paiiona Pecniy0nuku Kpbeim (nanee - HCTpyKuus) (IpUIIOKEHHE).

2. Ha3HauuThb OTBETCTBEHHBIM JIMIIOM 32 BEJICHUE JEIONMPOU3BOACTBA B
oOpa3oBaTenbHOI OopraHu3aluu MpImrax Tarbsiny AJIEKCEEeBHY,
JIEIJIOITPOU3BOAUTEIIS.

3. JenonpousBoautento Meimak TatbsiHe AneKceeBHE 03HAKOMUTh paOOTHHKOB C
HACTOSIIMUM MPUKA30M.

4. PaOOTHUKOM TpH BEAECHUU [ICJIOBOM JOKYMEHTAIIMU PYKOBOJCTBOBATHCS
Hactoserd MHcTpyKuuen.

5. KoHTpoJ1b 32 HCTIOJTHEHUEM HACTOSIIIIETO MPUKa3a OCTABIISIO 32 COOOM.

3aBexyommi O.B.Bopo0OnéBa



Ipuioxenue

k npukazy MBJIOY «lerckmii cag Ne3
«COHBIIKO»

«3» mast 2023 Ne 135

HNHCcTpyKUMS 110 BEACHUIO AeJI0BOM JOKYMEHTAUMN
B MYHHLIMIIAJIBHOM 0I0’KETHOM J0IIKOJIbHOM 00pa30BaTe/IbHOM
yupe:xaenum «/lerckmii cag Ne3 «Connbimko» n. Kpacnorsapaeiickoe
KpacuorBsapaeiickoro paitona Pecnyosmmku Kpbim

1. O01Me moJ10KeHus.

NHCTpyKIIMsT 1O BEIECHHIO JEI0BOM JTOKYMEHTAlMM B MYHUIUIAIBHOM
OIO/PKETHOM JIOIIKOJILHOM 0Opa3oBaTelbHOM YyupexiaeHuun «Jlerckuit camg No3
«Conubimiko» 1. KpacnorBapuerickoe KpacHorBapaeiickoro paiiona PecnyOmuku
Kpeim (manee — MncTtpykums) pa3paboTaHa B COOTBETCTBHHM CO CIIEIYIOIIUMHU
HOPMAaTUBHBIMH JIOKYMEHTAMH:

- ®denepanbHblil 3akoH 0T 29.12.2012 No 273-03 «O06 obpa3oBaHuu B
Poccuiickon @enepanumy;

- ®enepanbubiii 3akoH 0T 27.07.2006 Ne 152-®3 «O mnepcoHaIbHBIX
JTAHHBIX;

- 3akon Pecny6muku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O06
oOpazoBanuu B PecryOmmke Kpbimy;

- npuka3 denepaibHOrO areHTCTBA M0 TEXHUUECKOMY PEryJIMPOBAHUIO
U METpojornd MUHHCTEPCTBA IPOMBILIJIEHHOCTH U TOProeau Poccuiickon
@®enepanun ot 08.12.2016 Ne 2004-ct «OO6 yTBEepk ACHUH HAIMOHAIBHOTO
crangapra Poccurickoin @enepanun»;

- npuka3 OenepaibHOTO areHTCTBA M0 TEXHUYECKOMY PEryJIMPOBAHHIO
U MeTpojornd MuHHCTEPCTBA IPOMBILIJIEHHOCTH U TOProeau Poccuiickon
@®enepanun ot 14.05.2018 Ne 244-ct  «O0 yTBEepKICHUM U3MECHECHHUS
K HallMOHAILHOMY cTaHAapTy Poccuiickon denepauunmy;

- npuka3 OenepanbHoro apxupHoro areHTcTsa oT 20.12.2019 r. Ne 236
«O06 ytBepxkaeHuu llepedHsi TUMOBBIX YIIPABICHUECKUX apXUBHBIX JOKYMEHTOB,
00pa3yroImxcsi B MpoIecce JeITeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOT'O CaMOYTIPABJICHUS U OPTaHU3AIINM, C YKa3aHUEM CPOKOB UX XPAHCHUS»;

- npuka3 Munucrepcta npocsemenuss CCCP or 30.12.1980 N 176
«O BBemeHuun B jeidcTtBue llepedyHss JOKYMEHTOB €O CpOKaMHM XpaHCHHUs
MununctepctBa mnpocsemiearsi CCCP, opraHoB, ydpeXIeHU, OpraHu3anun
CUCTEMBI [TPOCBEILICHUS.

NHcTpykius ycTaHaBiuBaeT oOmue TpeOOBaHWS K BEICHHUIO JICTIOBOM
JIOKyMEHTAIIMU B MYHHUIIMIIAILHOM OIOJKETHOM JOIIKOJILHOM 00pa30BaTeIbHOM
yupexaennn «Jlerckuit  cag  Ne3  «Consbliiko» 1.  KpacHorBapaeiickoe
KpacnorBapaetickoro paiioHa Pecnybmuku Kpeim (mamee - oOpazoBaTenbHas
OpraHu3aIus).



[Ipumenenne WHCTpyKIMH JOMKHO CHOCOOCTBOBAaTH  (HOPMHUPOBAHHIO
o(HuIMaTEHO-EIOBOTO CTHIIS JOKYMEHTOB, COKPAIICHHUIO 3aTpaT TpyJa U CPEACTB
B TIPOIIECCE CO3/IaHUS IOKYMEHTOB.

WNucTpykuus pacmtpocTpaHseTcs Ha OpTraHU3aIII0 paboThI
C JOKyMEHTaMH HE3aBUCHUMO OT BHJA HOCHUTENS, B TOM YHCJE 3JIEKTPOHHBIMU
JOKYMEHTaMH, BKJIOYas TOJATOTOBKY, 00pabOTKy, XpaHCHHE W HCIOJIb30BaHUE
JIOKYMEHTOB, OCYIIECTBIISIEMBIX C TPUMEHEHUEM WH()OPMAIIMOHHBIX TEXHOJIOTHIA.

Oco0eHHocTy paboThl ¢ JOKYMEHTaMH, COACPKAIIMMU KOH(PHUACHIUATHHYIO
uHpopmaruio  (CIykeOHYI0 H HWHYI TalWHy, TIE€PCOHAJBHBIC JIaHHBIC),
PETYIUPYIOTCST  CHCIUAIBHBIMA ~ HOPMAaTUBHBIMU ~ aKTaMW  (MHCTPYKITUSIMU,
MOJIOKEHUSIMH, TIPaBUIIaMHU), YTBEPKIAEMbIMH PYKOBOAMUTEIEM 00pa3oBaTeIbHOM
OpraHU3aIHH.

OTBETCTBEHHOCTh 3a OPTraHM3AIMI0 W COCTOSHHUE JIEIOMPOM3BOJCTBA B
o0Opa3oBaTeNbHOM  OpraHM3allMd  HECeT  PYKOBOAWUTEIb  00pa30BaTEbHOMN
OpraHu3aliu, KOTOPbIH:

- paspabaTeiBacT W yTBepxkaaeT WHCTPYKIMIO TO AEIONPOU3BOJACTBY H
HOMEHKJIATypy JieJ1 00pa3oBaTelIbHON OpraHU3allluu;

- KOHTpOJUpyeT  coOmiofeHue  TpeOOBaHMM  YTBEp)KIEHHOW B
oOpa3oBarenpHOM  opraHm3anuu  WHCTpykuMM 1O  BEACHHMIO  JIEIOBOM
JIOKyMEHTAIUH,;

- IPOBOJUT MPOBEPKY COCTOSIHHSI IETOMPOU3BO/ICTBA,;

- obecrneunBaeT METOJWYECKOE PYKOBOJCTBO, MHCTPYKTaXK M KOHTPOJIb 32
COOJTIO/ICHHEM YCTaHOBJICHHOTO TIOPSAKA pabOThI C TOKYMEHTaMU;

- VHUIAHAPYET TIOBBIINICHUE KBaTM(UKAIIMU pPAaOOTHUKOB IO BOIPOCaM
JIEIONPON3BOICTBA,

- YIOCTOBEPSIET MOIMUCHIO U MEYaThIO0 JOKYMEHTHI.

HenocpeactBeHHO  BeneT  JEJNONPOM3BOACTBO B 00pa3oBaTENbHOMN
OpraHu3allid  JEJONPOU3BOAUTENb | (MJIM) OTBETCTBEHHBIM 3a  BEJACHHE
JIEJIONIPOU3BOICTBA,  KOTOPBHIA  Ha3HA4YaeTCsi  MPUKA30M  PYKOBOJUTEIS
oOpa3oBaTeIbHON OpraHU3alliH.

Jlenonpon3BOAUTENH B COOTBETCTBUH C BO3JIOKEHHBIMU Ha HETO 33/1a4aMu:

- OCYILECTBIISIET PETUCTPALIUIO U YUET JOKYMEHTOB;

- OpraHu3yeT JOKYMEHTOO0OPOT, OPMUPOBAHUE LI, UX XPAaHCHUE;

- OCYIIECTBIISIET TEKYIIMHA KOHTPOJb 32 CBOEBPEMEHHBIM PAaCCMOTPEHUEM U
MPOXOXJACHUEM JIOKYMEHTOB OOpa30BaTEeNbHOW OpraHM3allHd, MyTeM YCTHOTO
WHGOPMUPOBAHUS (HAIOMUHAHKS) OTBETCTBEHHBIX JIUI[ O CPOKaX HCIOJHEHUS
KOHTPOJIbHBIX JOKYMEHTOB,

- coOmromaeT eauHble TpeOOBaHUS MO TMOATOTOBKE JOKYMEHTOB U
opranuzamnuu paboThl C HUIMH B YCJIOBHUAX dJIEKTPOHHOTO TOKYMEHTO000pOTA.

OOpazoBaTenbHasi OpraHu3aIlys BIpPaBe MPUMEHSATh B CBOSH NESITEIbHOCTH
AJIEKTPOHHBIA  JOKYMEHTOOOOPOT, KOTOpBIM  MpeaycMaTpUBaeT  CO3JaHue,
MOJAMKUCAHNE, UCIMOJb30BAaHUE H  XPAaHEHHWE JOKYMEHTOB, CBS3aHHBIX C
NeSITENIbHOCThI0  00pa30BaTeNIbHOM OpraHu3aluy, B 3JIEKTPOHHOM Buie 0€3
nyOnupoBaHus Ha OyMaXKHOM HocuTene. PemieHue o BBEACHHM 3JEKTPOHHOTO



JOKyMEHTOO0OpOTa W TOPSJOK  €ro  OCYIIECTBICHUS  YTBEPIKIAOTCS
o0Opa3zoBaTeILHON OpraHU3aIliel 1Mo COTVIACOBAHUIO C €€ YUPEAUTEIICM.

Bcst nenoBas nmOKyMeHTallds XpaHUTCS B CIEHHUAIBLHO O0OpPYIOBaHHBIX
noMeIeHusIX, mkadax uiam ceidax ¢ codmoaeHreM TpeboBanuil deaepaabHOTO
3akoHa Poccuiickoit @enepanun ot 27.07.2006 No 152-®03 «O mepcoHAIbHBIX
TTAHHBIX.

PabGorath ¢ TokyMeHTaMu BHE CITY>K€OHBIX TIOMEIICHUHN 3amnperiaeTcs.

2. JlokyMeHTBI 00pa30BaTe/IbHOI OpraHnu3auum.

PykoBonuTens 00pa3oBaTeNbHON OpPraHM3alMA WM JIMIO, WCIOJHSIOIIEE
€ro O0O0S3aHHOCTH, W3/MaeT TPUKA3bl, WHCTPYKIMH, TIPaBUIa, TIOJOXKCHHS,
o0s13aTeNbHBIC IS UCTIOJTHEHUS BCEMH PAaOOTHUKAMHU.

Xoa oOcyXJIeHHus BOMPOCOB HA 3aCElaHUSIX KOJUIETUANbHBIX OPTaHOB,
COBETOB, COOpaHUSX, COBCIIAHUSIX U pEUICHUs, MPUHUMAaeMble Ha HHUX,
(bUKCUpPYIOTCS B MPOTOKOJIAX.

JIJist OCyIlEeCTBIIEHUSI ONEPATUBHBIX CBA3€H C JPYTMMH OpPraHU3ALMUSIMHU U
rpaXJaHaMU  HCHOJB3YIOTCS Takue (QOopMbl, KaKk MHCbMa, TEJIErPAMMBI,
TenaedOHOTpaMMBlI.

JIJist  oCylllecTBIIEHUSI TpUEMa, YBOJBHEHHUS, NEpEeMEIleHUs] pPaOOTHUKOB,
MIPEIOCTaBICHUS UM OTITYCKOB O(QOPMIISIOTCS TPYIOBBIC JOTOBOPHI, MPUKA3BI IO
JUYHOMY COCTaBY, 3asIBJICHUS, TPYAOBbIC KHIDKKH, JIMYHBIC KAPTOUKH U JP.

Y4eOHO-egarornyeckas JOKyMeHTaAUMs.

YuebHas JoKymMeHTauusi — 3TO KOJWYECTBEHHass W  KayeCTBEHHas
XapaKTePUCTUKU COCTOSIHUSI Y4eOHOM, METOAMYECKON U BOCTHUTATEIHHON pabOThI
o0pa3oBaTeIbHOM OpraHu3aIuy.

[Tegarornueckue pabOTHUKHU TP peaM3allii OCHOBHBIX 00pa30BaTelbHbIX

IporpaMM OCYUIECTBIIAIOT MOJATOTOBKY CIEAYIOIIEH JOKYMEHTALINU:

- KaJICHJIAapHBIN IJIaH BOCITUTATEIBHONU PabOTHI;

- ©KETHEBHBIN KaJICHIapHBIN IJIaH paloThI;

- PEKUM U pacropsI0K THS TPYII;

- pacticanue HOJI;

- HEACJILHBIN IIJIaH 3aHSITHH;

- XapaKTepUCTHKA HA BOCITUTAHHUKA (TI0 3aIpocCy);

- INYHBIE JieJIa BOCTUTAHHUKOB,;

- MaCTHOPT TPYIIbI UK KaOUHETa;

- UHbIE  JIOKYMEHTBl [0 peaju3aldd OCHOBHOM  00pa3oBaTeiIbHOM
POTPaMMBL.

JIOKyMEHTBI TOJDKHBI 0(OPMIIATHCSI CBOEBPEMEHHO, YETKO, pa30opunBo, 0e3
MOMYMCTOK, TOMAapOK, BbI3BIBAIOIIMX COMHEHHE B MPABWIBHOCTH BHECEHHBIX
JTAHHBIX.

3anucu B JOKYMEHTaX JOJKHBI MPOU3BOIUTHCS IMIAPUKOBOM PYUYKOW CHHETO
WJIU YEPHOTO IIBETA.



Ommbka, mOMymIeHHAass B TEKCTE WM MUQPPOBBIX JaHHBIX JOKYMEHTA,
UCIIpaBIISIETCSl  CIEAYIOIIMM  00pa3oM: OIIMOOYHBIE CJOBa WM  LUDPHI
3a4epKUBAIOTCS TaK, YTOOBI MOXKHO ObLIO MPOYECTh 3aYEPKHYTOE, & CBEPXY, JIUOO
psanoM, nuOO Ha TOJNSAX TNHIIYTCS YTOYHEHHbIE JaHHble. Bce BHeceHHbIE
UCIIPaBJICHHUS] JIOJDKHBI OBITh OTOBOPEHBI W 3aBEPEHbl MOMAMUCAMH  JIMII,
O(QOpPMUBIIMX JTIOKyMEHT. 3a JIOCTOBEPHOCTb CBEJICHUN, COAECpKAIIUXCA B
JOKYMEHTAaX, CBOEBPEMEHHOE M HaJJIeXkKalniee ux odopmileHHEe HECYT
OTBETCTBEHHOCTH JIOJDKHOCTHBIE JIMLA, TOANNCABIIAE JOKYMEHT.

B coctaB 10KkyMeHTOB 00pa3oBaTeIbHOM OpraHUu3aluy BXOIAT:

- OpPraHU3alMOHHBIE TOKYMEHTHI;

-yCTaB OpraHu3alNH;

- IOTOBOP C YYPEIUTEIIEM;

- IPaBOYCTAHABIMBAIOIINE JOKYMEHTHI;

- IOJDKHOCTHBIE MHCTPYKLUH COTPYIHHUKOB;

- KOJUIEKTUBHBIN JOTOBOP;

- IITaTHOE PACIUCAHUE;

- IPaBWJIa BHYTPEHHETO TPYAOBOI'O PacIopsiaKa U Jp.

Pacnopsiaure/ibHbIe JOKYMEHTDI:

- IPUKAa3bIL;

- PacCIIOPSIKEHUS;

- WHCTPYKIIMU U JIp.

NudopmManuoHHO-CIIPABOYHbIE JOKYMEHTDI:

- IPOTOKOJIBI;

- TUIaHBI;

- OTYETBHI;

- CIPaBKHU U JIp.

Bce kHUrM U KypHalbl, KOTOpbIE BEAyTCs B 00pa3oBaTEIbHOU
Opra’u3anuu Ha OyMaKHBIX HOCHUTEJSX, IIPOHYMEPOBBIBAKOTCS,
IIPOLIHYPOBBIBAIOTCS U OANMCHIBAIOTCS pyKoBoAuTeseM. Iloanuces pykoBoauTens
3aBepsieTCs MeYaThio 00pa30BaTEILHON OpraHu3aIuy.

3. IIpaBuia opopmiieHUs1 JOKYMEHTOB

OcHoBHBIE TPeOOBaHUA MO 0(POPMIICHUIO TOKYMEHTOB.

JIOKyMeHTbl ~ MOTYT  CcO3JaBaThbCd Ha  OyMaXXHOM  HOCUTENE U
B DJIEKTPOHHOW (opMe ¢ COONIOACHUEM YCTAHOBJIEHHBIX MpPaBU O(OPMIICHUS
JIOKYMEHTOB.

[Ipu co3manuuM JOKyMEHTa Ha JByX W 0Oosee CTpaHHUIaX BTOPYIO U
MOCJIETYIOUIUE CTPAHULIBI HYyMEPYIOT.

JlommyckaeTcsi co3aHue JOKYMEHTOB Ha JIMIIEBONM W OOOpPOTHOM CTOpPOHAX
mucta. Ilpu IBYCTOPOHHEM CO31aHMHM JOKYMEHTOB UIMPHHA JIEBOIO IIOJS Ha
JUIIEBOW CTOPOHE JIUCTa M MPABOro MOJisi Ha 00OPOTHOW CTOPOHE JIMCTA JAOJKHBI
OBITH PaBHBI.

[IpenmnodTuTeNnbHBIMU ~ TAPHUTYpaMH H  pa3MepaMu  MPUPTOB IS
PEKBU3HUTOB JOKyMeHTa siBisitoTest Ne 12,13,14.



[Ipu cocTaBieHnn TabIUIl JOMYCKAETCS UCTIOIb30BaHUE MIPU(PTOB MEHBILINX
pa3MepoB.

AO3aIHbIN OTCTYI TEKCTA JOKyMEHTa - 1,25 cM.

3aroJI0OBKM pa3/ieloB M IMOJAPA3/ENIOB IeYaTaroTCsl ¢ a03alHbIM OTCTYIIOM
WIM LEHTPUPYIOTCS 110 IIUPUHE TEKCTA.

MHOrocTpouHble PEKBU3HUTHI I€YATAIOTCS Ye€pe3 OAMH MEKCTPOUHBIM
UHTEPBAJl, COCTABHbIE YaCTU PEKBU3UTOB OTAENAIOTCS  JIONOJHUTEIBHBIM
MHTEPBAJIOM.

Tekct qoKkyMeHTa neyaraercs yepes 1-1,5 MeKCTpOUYHBIX MHTEpBAIA.

WuTepBan mexy OyKBaMU B CIOBaX - OOBIYHBIN.

WNHTepBan Mex1y CIOBaMH - OJIMH MPOOET.

TexcT moKyMeHTa BbIpaBHUBAETCA MO LIMPUHE JIUCTA (110 TPaHHUIIAM JIE€BOTO
Y TIPABOrO MOJICH TOKYMEHTA).

PekBu3uThl «ampecar», «3arojloBOK K TEKCTY» WM «IOJANHUCH», a TaKxkKe
OTJEJIbHBIE (PPAarMEHTHI TEKCTA MOTYT BBIIEIATHCS MOTYKUPHBIM IIPUPTOM.

TexcT AOKyMeHTa AOKEH OBbITh M3J0XKEH KpPaTKo, TPaMOTHO, MOHSTHO U
O0OBEKTUBHO, 0€3 MOBTOPEHUW M YNOTPEOJIEHUS CIOB U OOOPOTOB, KOTOpBIE HE
HECYT CMBICIIOBOM HAarpy3ku, M JOJDKEH KacaTbCsid TOTO BONIPOCA, KOTOPBIH
c(OopMyJIMPOBaH B 3arojoBKE K TEKCTy. TeKcT JNOKyMeHTa OpopMIIsieTCsl B BUIE
CIUIOIIHOTO CBSI3HOTO TEKCTa UM TaOJIMIIbI, U IIyTEM COYETAHUS ITUX (POPM.

TexcThl CIOKHBIX B OOJBIINX MO 00BEMY TOKYMEHTOB (JIOKIIA/bI, OTUYETHI U
T.JA.) JENSATCS Ha paslenbl, MOAPA3NeNbl, MyHKThl, MOANYHKTHL. [IyHKTBI u
MOJITYHKTHI B TEKCTE HYMEPYIOTCS apaOCKUMU IUPpaMu ¢ TOIKOM.

[Tpumep -

1.

1.1.

2.

2.1.

JIoKyMeHTBI, Kak TpaBuio, ohopMIISIOTCS Ha OJlaHKax 00pa3oBaTEIbHOU
OpraHu3aliy, WMEIOT YCTAaHOBJIECHHBIM KOMIUIEKC O0S3aTelIbHBIX PEKBU3UTOB U
CTaOMJIbHBIN TIOPSAIOK UX PACIIONOXKEHUs (TIpriokeHue 1).

PekBU3UTHI 3arojloBKa pa3MELIAIOTCS LIEHTPUPYEMBbIM (HAYalo M KOHEI|
KaXIOW CTPOKM PEKBU3MTAa PAaBHO yAaJ€Hbl OT TPAHULl 30HBI PACIOJIOKECHHUS
PEKBH3UTOB) WJIM YTJIOBBIM (KaXkJas CTpOKa PEKBU3WTA HAYMHACTCS OT JIEBOM
I'PaHULIBl 30HBI PACIIOJIOKEHUSI PEKBU3UTOB) CIIOCOOOM.

JI1st u3rotoBneHus 0JIaHKOB UCIOJIB3YIOTCS JTUCTBI Oymaru popmarta A4 (210
x 297 mm) 1 A5 (210 x 148 MUIUTUMETPOB).

Kaxxnplii muct noxkymeHTta, oOpMIICHHBIM Kak Ha OJlaHKe, Tak U 0e3 Hero,
JOJKEH UMETBH TOJISI HE MEHEE, MM:

nesoe - 20;

mpaBoe - 10;

BepxHee - 20;

HmxkHee - 20.

JIOKyMeHTbI AJuTeJbHbIX (cBbime 10 Jier) cpokOB XpaHeHHUs] HOJKHBI
HMeTh JieBoe moJie He MeHee 30 MmM.



OdopMmiaeHne peKBU3UTOB 10KYMEHTOB.

ABTOP 10KYMEHTOB.

HanmMenoBanne o00pa3oBaTeNbHON OpraHu3allii YKa3bIBAae€TCS B TOYHOM
COOTBETCTBHUM C YyCTaBOM oOpa3oBarenbHOM opranuzanuu. CokpalieHHoe
HAaMMEHOBaHUE MTOMEIIAETCs MO/J] MOJIHBIM HAUMEHOBAHUEM B CKOOKaX.

HanMeHoBaHMe [OJDKHOCTH JHIla — aBTOpa JOKYMEHTA YKa3bIBAaeTCS B
COOTBETCTBHM C HAMUMEHOBAHHUEM, ITPUBEICHHBIM B PACIIOPSAIUTEILHOM JTOKYMEHTE
O Ha3HAYEHHH HA JJOJDKHOCTb.

CnpaBouHble TaHHbIE 00 00pa30BaTeJIbHON OPraHN3aIUN.

CrpaBo4HbIC JTaHHBIE 00 OpraHU3AIMH YKa3bIBAIOTCS B OJIaHKaX THCEM U
BKJIIOUAIOT: ajipec, Homep TenedoHa, hakce, aapec 3JIEKTPOHHOM IMOYTHI, CETEBOM
anpec, a takxe OKIIO, OI'PH, MHH u KIIIT opranuzamnuu.

HaumeHoBaHHe BHIA TOKYMEHTA.

HanmeHoBaHne BUAa JIOKYMEHTA, COCTABICHHOTO OpraHM3aluend, JOJIKHO
ObITh  OMpENEICHO yCTaBOM (TOJOKEHUEM) U  JIOJDKHO  COOTBETCTBOBATH
HAaMEHOBAHUSM BHUIOB JIOKYMEHTOB, npeaycMoTpeHHbIM OKYVY/I: akTt, crpaBka,
3aluCKa, CBOJKA, OT3bIB, NPOTOKOJ, CIUCOK, HW3BELICHHE H  JIp.
PacnopsiurenbHbie TOKYMEHTBl ~ OpraHU3allud  W3AAl0TCs  CO  CIEAYIONUMU
Ha3BaHUSIMU: MPUKA3.

HaumenoBanve BuAa W Pa3HOBUIHOCTH JIOKYMEHTAa HE YKa3bIBaeTCs B
MMChMax.

HaumenoBanve Bujaa JOKyMEHTAa Ie4aTaeTcsl MPOMUCHBIMU OyKBaMu
MOJTY>KUPHBIM HIPUPTOM.

Jata nokymeHra.

Jlata JOKyMEHTa COOTBETCTBYET Jare MoAnucaHus (yTBEPKICHUSA)
JIOKYMEHTa WK AaTe COObITHSI, 3aUKCUPOBAHHOTO B IOKYMEHTE:
apadckumu nudpamu, pazaeneHubiMu Toukoit: 05.06.2021; cioBecHO-1IU(POBHIM
cnocobom: 5 utons 2021 r.

B TekcTax JOKyMEHTOB, COIEpKalIUX CCHUIKM HA HOPMATHBHBIE MPABOBBIC
aKThl, W JOKYMEHTOB, COJEp)KalluX CBEICHUS (PUHAHCOBOTO XapakTepa,
NPUMEHSIETCS CIOBECHO U(POBOM crocod yka3aHUs AaT O€3 MPOCTABICHUS HYJIS
B 0003HAYCHUHM JIHS MecsIla, €CJIM OH COACPKUT oaHy 1udpy: 3 anpens 2021 roxa.

Pa3permaercs mMpuUMEHSTH CIIOBO «TrO» B COKPAIICHHOM BapHaHTE «I'»:
I wrons 2021 r.

I'pu¢ orpanuveHus J0CTyNA K JOKYMEHTY.

IIpocTaBisgeTcss B NpaBOM BEPXHEM YIJIy II€PBOr0 JIMCTAa JOKYMEHTa
(mpoekTa TOKyMEHTa, CONPOBOAUTEIBHOIO MUCbMAa K JOKYMEHTY) Ha TIpAaHMIIE
BEPXHEro MOJIs MpPU HAJIMYUU B JOKYMEHTE HH(OpMAalUU, JOCTYyN K KOTOPOM
OTPaHWYEH B COOTBETCTBHM C 3aKoHomarenbcTBOM Poccuiickon ®Penepaunu. B
COCTaB PEKBHM3UTA BKJIIOYACTCS OrpaHUYHUTENbHAs HaaNUCh: «/is ciyxeOHOTOo



noyib30BaHus», «Konpunennuansuo», «[lepconanbapie TaHHBIS» WA .
[Tpumep -

IlepcoHanbHBIE JTAHHBIE PAOOTHUKOB
IKk3. Ne 1
MyHunmnajabHoe GHIKeTHOE TOIIK0JIbLHOEe 00pa3oBaTeabHoe yupexaenne «Jlercknii cax Ne3 «CoJHBIIIKOY

n. Kpacnoreapaeiickoe Kpacnorsapaeiickoro paiiona Pecnyoinknu Kpbiv»
(MBIOY «Jerckuii cag Ne3 «CoJIHBIIIKO)

IIPUKA3

Bce Bugbl I’pI/I(i)OB OrpaHUYCHUA OJOCTYIIAa K JOKYMCHTAM 3aKPCILIAIOTCA B
JJOKAJIbHBIX aKTaX 06p330BaTeHBHOﬁ opraHm3anuu.

PerucrpanoHHbIN HOMEP JOKYMEHTA.

Peructpanmonnslii  HOoMep — 1upoBoe WM  OyKBEHHO-LIU(POBOE
0003HaYeHue, IPUCBAUBAEMOE JOKYMEHTY IIPU €r0 PETUCTPALIMH.

Peructpamuss JOKyMEeHTa TMPOBOJUTCA TMIOCHE €ro MNOJANUCAHUA WU
YTBEPKJICHHUS.

JUIsl BHYTPEHHUX JTOKYMEHTOB — IPUKA30B, IPOTOKOJIOB — 3TO MOPSAKOBBIN
HOMEp B NpeJenax KaJeHJAapHOro roja/ ydeOHOTo rojaa Mo KaxJIoMy BUIY WM
Pa3HOBUJIHOCTH [JOKYMEHTOB. B mpHKa3zax perucTpallMOHHBII HOMEDP MOKET
JIOTIONIHATHCS OYKBEHHBIM MHAEKCOM, 0003HAaYaIOIIUM Pa3HOBUIHOCTH.

JUIst HICXOASIIMX JOKYMEHTOB PETMCTPALMOHHBIN HOMEP COCTOUT U3!

1) nmopsAKOBOrO HOMEpa B TpelIenax  MacCHBa  OTIPABISCMON
KOPPECTIOHIECHIINY;

2) uHJEKca Jieja B COOTBETCTBUM C HOMEHKJIATypOu eyl oOpa3oBaTeIbHOM
OpraHu3allyu.

PeructpaiinoHHbIi HOMEP JOKYMEHTA, COCTABJIEHHOTO COBMECTHO ABYMS U
Oojiee OpraHu3als MU, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB
KOKJIO0M M3 3TUX OpraHu3aluid, MPOCTaBIEMbIX YEpe3 KOCYIO YepTy B MOPSJIKE
yKa3aHus aBTOPOB B IOKYMEHTE.

Ccbliika HA perucTpPalMOHHbINA HOMEP U ATy JT0KYMEHTA.

Ccpulka Ha PETUCTPAIIMOHHBIN HOMEp M J1aTy JIOKYMEHTa BKJIIOYAET B ce0s
pPETUCTPAIMOHHBI HOMEpP M JaTy JOKYMEHTA, Ha KOTOpPBIA JOJKEH OBITh JaH
OTBET.

Ccbulka Ha HOMEpP W JaTy JIOKYMEHTa HCIOIB3YeTCs MpU OPOpMIICHUU
MHMCEM, SBJISIOIIUXCS OTBETAaMH Ha MOCTYNUBILIEE MUCHMO (3ampoc, MpockOy U ap.).
CBeeHHsI B pEKBU3HT IEPEHOCSTCS C TIOCTYITHUBIIIETO JOKYMEHTA M COOTBETCTBYIOT
PETUCTPAIMOHHOMY HOMEPY U JaTe MOCTYIUBIIETO JOKYMEHTA.

OrpannuuTenbHass OTMETKa JJIs JAHHOTO PEKBH3WUTA TIPOCTABIISICTCS B
JICBOM dacThW OJlaHKa TMHCHhMa I0J] PEKBU3UTOM «JIaTa» W «PETHCTPAIIMOHHBIN
HOMEp JTOKYMEHTa».

Hanuuyue oannoeco pexsusuma uckmouaem HeoOX00UMOCHb YNOMUHAHUS
HoMepa U Oamsl NOCMYnuguieco OOKYMEHmA 8 meKcme nucbMd, 4mo



0c600021COaem mekcm om CnpasoyHou UHGoOpmayuu.

MecTo cocTaB/IeHUS UJIU U3aAHUA JOKYMEHTA.
Mecto coctaBieHusi (M3daHUS) JOKYMEHTA YKa3bIBae€TCSI B JOKYMEHTaX,
M3TOTaBJIMBAEMbIX Ha OJIaHKAaX KOHKPETHBIX BUJIOB JIOKYMEHTOB.

Anpecar.

Anpecatamu TOKyMEHTa MOTYT OBITh FOPUJINYECKHUE JULA, UX CTPYKTYpHbIE
NOJIpa3/ieJICHUs U JOJLKHOCTHBIE JIMIIA,  TaKKe (PU3UUECKUE JIHIIA.

PexBu3nT «agpecar» NMPOCTABISIETCA B BEPXHEW MPABOM YACTH JTOKYMEHTA
(Ha OJaHKe C YIJIOBBIM pACIOJIOKEHUEM PEKBU3UTOB) WM CIpaBa O]
peKBU3UTaMU OJlaHKa (TPU TMPOJIOJIBHOM PACIHOJOKEHUN PEKBU3UTOB OJIaHKA).
CTpokH pEKBU3HTA «aApEcaT» BRIPABHUBAKOTCA 10 JIEBOMY KPAKO WA LEHTPYIOTCA
OTHOCHUTEJIBHO CAMOU JUIMHHOU CTPOKH.

Ecny 1oxyMeHT agpecoBaH IOPHAMYECKOMY JHMLY WIA €r0 CTPYKTYPHOMY
nojpa3fesieHul0 0e3 yKa3aHusd JODKHOCTHOIO JIMLA, WX HAaWMEHOBaHMS
IIPUBOJATCS B UMEHUTEIILHOM TIaJEXKeE.

[Ipumepsr

1. MunucrepcTBo 060pa3oBaHus,
HAYKHU U MOJIOIE:KH
Pecny0sinku Kpbim

2.  MuHnucrTepcTBo 06pa3oBaHus,
HAYKHU U MOJIOIE:KH
Pecny0sinku Kpbim
ylpaBJieHUue 0011ero
oOpa3zoBaHusi

[TouToBBIii agpec yKa3bIBa€TCs IpPH HANpaBICHUHM JIOKYMEHTAa pa30BbIM
KOPPECIIOHJEHTaM.

Ecnu nokyMeHT ajpecoBaH PYKOBOAMTEI0 FOPUIUYECKOrO JIMIA WIH €ro
3aMECTUTENI0, HAUMEHOBAHHWE IOPUJIMYECKOrOo JIMIla BXOJUT B  COCTaB
HAaUMEHOBAHUA JOJKHOCTH aJipecara, KOTOpOe MPUBOIUTCS B IaTEIHHOM MaIeikKe.

[Tpumep —

PykoBoaureso ®dexepajbHOro

APXHBHOTI'0 areHTCTBA

®amuminus U.0.

Nuannuanasl craBsarcss mociae (GaMWIMHM HE3aBUCHUMO OT TOTO, KOMY
aipecoBaH JOKYMEHT — JOJKHOCTHOMY JIMILY WM (PU3UYECKOMY.

IIpn agpecoBaHMM NMHUCbMA PYKOBOAMUTEN CTPYKTYPHOIO MOAPA3ICIICHUS
YKa3bIBA€TCsl B MMEHUTEIBHOM I1aJI€KE€ HAUMEHOBAHHWE OpPraHU3alliH, HUXKE - B
JaTE€JIbHOM T1aJIeK€ HAMMEHOBAHUE JOJDKHOCTH PYKOBOJMTEIS, BKIIIOYAIOLIEEe
HAaUMEHOBAHUE CTPYKTYPHOTO MOJpa3AeiaeHus, HaMUIUIO, MHUIIUAIIBL.
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IIpumep-
MuHncTepcTBO 00pa3oBaHms,
HAYKH 1 MoJiofexu PecnyOsiukn Kpbim

HavyajnbHUKY ynpaBJieHus1 0011ero o0pa3oBaHus
®amumius N.0.

Ilepen damunuelt JOKHOCTHOIO JIMIA JIOMYCKAaeTCA  YHNOTPEOIsATh
COKpAILIEHHUE «T-HY» (FOCIOJUHY ), €CIH aIpecaT MY>KUYMHA, WIH «T-Ke» (TOCIOXKeE),
€CJIM aJipecaT KEHIIUHA.

IIpu paccbuike NOKyMEHTa Tpynmne OpraHu3aluid OJHOTO THIA WU B
CTPYKTYpPHBIE TOJpa3JeieHus] OJHOW OpraHu3aluu, ajpecaT yKa3bIBaeTCS
0000IIeHHO.

B o1HOM 1OKyMEHTE HE TOKHO ObITh 00JIee YEeThIpEX aJpecaToB.

[Ipu OonblieM KOJIWYECTBE aJpecaToB COCTABISETCA CHUCOK (JIUCT,
yKa3zareiab) PacChUIKM JIOKyMEHTa, Ha Ka)XKIOM JOKYMEHTE YKa3bIBa€TCsS OJUH
ajpecar win ajgpecaT opopmisieTcs 0000IIEHHO.

B cocraB pekBu3uTta «Anpecar» MOXKET BXOJIWUTh IIOYTOBBIM aJpec.
DOneMeHThl  MOYTOBOIO  aJpeca  yKa3blBAKOTCA B IIOCJIENOBATEIBHOCTH,
yCTaHOBJICHHOM [IpaBuiamMu oka3aHHs yCIyT IOYTOBOM CBSI3H.

[Tpumep -
Bcepoccuiickuii
HAYYHO-
HCCJIE0BATEIbCKUH
HHCTHUTYT
AOKYMEHTOBE/IeHUSI
U ApXUBHOIO J1eJ1a
IIpogcoro3nas yur.,
a. 82,
MockBa, 117393
B ciyuyae oTnpaBku JoKyMeHTa (GU3NYECKOMY JIMLY YKa3bIBalOTCS: (haMuims,
WHUIIMAJBI, TMOYTOBBIA anpec: (yauiia, HOMEp JOMa M KBApTUPBI, HACEJICHHBIM
MyHKT, paifloH, 00JacTh (Kpaii, pecrmyOauka), TOYTOBBIN UHJIEKC).
[Tpumep -
®amuiaus U.0.
Caposas yJi., 1. 5, kB. 12,
r. JHCK, JHCKOH 00.1., 301264

[Ipu oTnpaBke mUChbMa MO S3JIEKTPOHHOW MOYTE WM MO (PaKCUMHIBHON
cBs3u (0€e3 JOCBhUIKM M0 TMO4YTE) IMOYTOBBIM ajpec He ykasbiBaercs. llpu
HEOOXOAMMOCTH  MOXET  OBbITh  yKa3aH  DJJIGKTPOHHBIM  ajgpec  (HOMep
tenedona/dakca).

[Tpumep -

Bcepocceuiickuii Hay4YHO-
HCCJIeA0BATEIbCKUM
HHCTUTYT
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IlOKyMeHTOBeIleHI/Iﬂ u
APXHUBHOI'0 J1€J1a
mail@vniidad.ru

I'pu¢ yrBep:KaeHUs JOKYMEHTA.

I'pud yTBepkAeHUS TPOCTABIAECTCS HAa JIOKYMEHTE B CIy4ae €ro
YTBEPKIAEHUS  JOJDKHOCTHBIM  JIULIOM,  PACHOPAIUTENIBHBIM  JOKYMEHTOM
(mpuKa3oM, pacriopsHKEHUEM, PELLICHUEM ).

I'pud yTBEep)KAeHUS pa3MerniaeTcs B MPaBOM BEPXHEM YTy TEPBOTO JIMCTA
nokyMeHTa. CTpOKM pEKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpaw WU
LHEHTPYIOTCSI OTHOCUTEIIBHO CAaMOM JITTMHHOW CTPOKH.

[Ipu yTBEepKJI€HUH AOKYMEHTA NOKHOCTHBIM JUIOM TpU( YTBEPKICHUS
coctour u3 cnoBa YTBEPXJIAIKO, ©HaunMeHOBaHUS JO/DKHOCTH  JIMIIA,
YTBEPXKJIAIOIIETO JOKYMEHT, €ro TMOJMUCH, HWHUIMAJIOB, (aMUIMW U JaThl
YTBEPXKACHUSL.

IIpumep -
YTBEPXKJAIO
3aBeayromuii
MBIOY «/erckuii cag Ne3
«COJIHBIIIKO»
IMoagnmucy HN.O. ®amuius
Jlara

[Ipu yTBepXJACHUU JOKYMEHTa PACIOPAIUTEIbHBIM JOKYMEHTOM TpuUd
yTBepkaeHuss  coctoutr w3 cinoa  YTBEPX/EH  (YTBEPX/EHA,
YTBEPXJIEHBI unu YTBEPXXJIEHO), cornacoBaHHOT0 ¢ HAUMEHOBaHHWEM BUJIA,
YTBEPKIAEMOI0 JOKYMEHTa, HAMMEHOBAHUS PACHOPSIUTEIIBHOTO JIOKYMEHTa B
TBOPUTEILHOM MaJIEKE, €0 1aThl, HOMEpA.

[Tpumepsl
1. (ITopsinok) YTBEPXKIEH
npukazom MB/IOY «/lerckuit
cax Ne3 «CoJIHBIIIKO»
S anpesas 2021 r. Ne 82
2. (IlpaBuia) YTBEPXJIEHbBI

npuxkazom MBJIOY «/lerckuid
cax Ne3 «CoTHBIIIKO»
15.06.2021 r. Ne 83
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3. (ITonoxxeHue)
YTBEPXKXIEHO
npukazom MBJIOY «/lerckuii
cajg Ne3 «CoTHBIIIKO»
15.06.2021 r. Ne 83

[lpu npuHATHH (PACCMOTPEHHMH) JIOKYMEHTa KOJUIETMAJbHBIM OPraHoM
00pa3oBaTeNbHONW OpPraHM3alluy, PEIIEHUs] KOTOPOTro (UKCUPYIOTCS B MPOTOKOJIE,
B rpude NpuHATO (PaCCMOTPEHO) YKa3bIBAETCs HAMMEHOBAHUE OpraHa, PelICHUEM
KOTOPOTO MPUHSAT JOKYMEHT, JaTa 1 HOMEp NPOTOKOJIA (B CKOOKAX).
YTBEPXKAAIOIIETO TOKYMEHTA B TBOPUTEIBHOM IaJIeXKe, €ro AaThl, HOMEpA.

[Ipumepsnl
3. (ITopsimox) MHNPUHAT
neJarorn4ecKuM COBeTOM
(mpoToxoa ot 15.08.2021 Ne 12)
4. (IlpaBuna) INPUHATDBI

YupapjasiomuM cCOBETOM
(mporoko.a ot 15.06.2021 Ne 8)
5. (ITonoxxenue)
MHNPUHATO
001HMM coOpaHuemM
patoTHUKOB
oOpa3oBaTeyIbHOM
OpPraHu3aluu
(mporoxou 15.06.2021 r. Ne 83)
3aro/10BOK K TEKCTY.
3aroyioBOK K TEKCTY BKJIIOYAET B ceOsl KpAaTKOE COAEpKaHWE AOKYMEHTa, €ro
OCHOBHYIO CMBICIIOBYIO Harpy3ky. 3arojioBok ¢popmyiupyercs ¢ npeaiorom «O»
(«O06») 1 OTBEYAET HA BOMPOC «O YeM?»:
o TIpHKa3 (0 4eM?) O CO3/IaHUH ATTECTAIIMOHHON KOMHUCCHUH;
o TpuKa3 (0 4em?) 00 YTBEPKICHHUH IITATHOTO PACTICAHUS;
o THCHMO (0 Yem?) 0 IpenocTaBIeHUN HHHOPMAITUH.
3arojIoBOK COCTAaBJISIET MCHOJIHUTENb JIOKYMEHTA. 3arojioBOK K TEKCTY
odopMIIsieTCss TI0JT PeKBU3UTAMU OJlaHKa CJIeBa, OT TPAHUIBI JieBoro moiis. Ecim
TEKCT IOKYMEHTa HE TMPEBBIIIAET YETHIPEX-TIATH CTPOK WM 0(OPMIICH Ha OJIaHKe
dbopmara AS, 3aro10BOK MOKHO HE YKa3bIBaTh.

3arojJoBOK  JOKYMEHTa 3alUChIBA€TCS TPH €ro  PEerucTpaiv B

COOTBETCTBYIOIIME PETUCTPALIMOHHBIEC (DOPMBI.
TekceT 10KyMeHTA.

TekcT NOKyMEHTa COCTaBIISIETCSI HA PYCCKOM SI3bIKE KaK TrOCYJIapCTBEHHOM
a3plke  Poccuiickori  ®enepanuu. TekCT [OOKyMEHTa M3JIaracrcs pPyCCKUM
JUTEPATYPHBIM SI3BIKOM C y4E€TOM OCOOCHHOCTEH O(UIIMATIBHO-ACIOBOTO CTHIISA,
BHJIA JTOKyMEHTa u ero Ha3HA4YECHUs B YIPaBIE€HYECKOU
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nesitenbHocTH. CopepkaHue JOKyMEHTa JOJDKHO OBITh  M3JI0KEHO KpaTko,
JIOTUYHO, TOYHO U SICHO.

TexcThl JOKYMEHTOB HU3JIararoTCs:

- or 1l-ro numa eAMHCTBEHHOTO 4YHCia B JOKyMEHTax (mpukas,
pacnopsbkeHMe W T.J.) PYKOBOAMUTEIS  OOpa30BaTEIbHONW  OpraHU3allMH,
NEHCTBYIOIIETO Ha MPUHOUIAX EIMHOHAYaIMs, a TaKkKe JOKyMEHTax,
aJIpeCOBAHHBIX PYKOBOJICTBY OpraHM3allMM: IPUKa3blBalo... IOATOTOBUTH U
IPEJCTaBUTh HA PACCMOTPEHUE; IPOILLy PACCMOTPETh
BONPOC 00 YCTAaHOBJIEHUU JIbTOTHBIX Tapu(]oOB...;

- 3-TO JIMIa €AUHCTBEHHOIO YKCia B TOKYMEHTaX KOJUIETHATbHBIX OPTaHOB:
KOMUCCHS pEIINIa...; OpraHU3alusl HE CUUTACT BOSMOXKHBIM...;

- 1-ro nuiia MHOKECTBEHHOTO YHCIIa B COBMECTHBIX TOKYMEHTaX: MPOCUM
IPEJCTaBUTh IaHHBIE O...; IPEJICTABIIIEM Ha PACCMOTPEHHE U YTBEPKACHHUE. . .;

- 3-ro JMIa MHOXECTBEHHOI'O YHCJIa B MIPOTOKOJAX: CIYIIAIH, BBICTYIUIIH,
NOCTaHOBWJIU, PELLUIIH.

B nokymeHTax, ycTaHaBIMBAIOLIUX IpaBa U 00S3aHHOCTH OPraHU3allUU, €€
CTPYKTYPHBIX MOApA3JIEICHUN (TION0KEHUE, UHCTPYKIIHS), a TaKXKe COAEp KaIIUX
ONKCaHue, OLEHKY (PaKTOB WM BBIBOJBI (aKT, CIpaBKa), UCHOJb3yeTcs (opma
U3JI0’KEHUS TEKCTA OT TPETHETO JIMIA €IUHCTBEHHOTO WJIM MHOKECTBEHHOTO Yncia
(«0oTIen oCylecTBIsIeT (PYHKUUNY», «B COCTaB OOBEAMHEHUS BXOJATY», «KOMHUCCHS
YCTaHOBHIIA» ).

B TekcTe mOKyMeHTa, MOATOTOBICHHOTO HA OCHOBAaHMHM 3aKOHOAATEIHHBIX,
WHBIX HOPMATHBHBIX MPABOBBIX aKTOB, M3/IaHHBIX OPTraHAMHU BIACTH U yIPaBICHUS,
JOKYMEHTOB, paHee W3JaHHBIX OpPraHOM BIIACTH — aBTOPOM JIOKYMEHTA,
yKa3bIBAaeTCsl HAMMEHOBAaHKE BUA JOKYMEHTa, HAMMEHOBAHNE OpraHa, W3/IaBIIEero
JOKYMEHT, J1aTa MPUHITHS WM YTBEPXKACHUSA JOKYMEHTa, €r0 PeruCTPAIlMOHHBIHN
HOMEp, a TaK)Ke 3arojI0BOK K TEKCTY WJIM HAUMEHOBAHME BUJIA IOKYMEHTA.

[Tpumepsl

«B coorBercTtBuM ¢ mnoctraHoBieHueM lIpaBurenbctBa or 13.08.1997 Ne
1009 «O6 ytBepknenuu I[IpaBusl MOATOTOBKM HOPMATHUBHBIX MPABOBBIX AKTOB
benepanbHBIX OpPraHOB HCIIOJHUTENBHOM BJIACTU M HUX TOCYIapCTBEHHOU
perucTpalumny;

«B coorBercrBuu ¢ Ilom0kKeHHEM O MOCTOSHHO AEHUCTBYIOIIEH JKCIIEPTHOU
KOMHUCCUHU YUPEKIACHUS, OpraHu3ali, MPEeanpusTus, YTBEP>KICHHBIM MPUKa30M
Pocapxusa or 19.01.1995 Ne 2...».

Ecnu TekcT comepKUT HECKOJIBKO NMOPYYEHUMN, PELICHHH, BBIBOJOB, B TEKCTE
BBIJICIISIIOTCS Pa3JIeiibl, OAPA3EIIbl, IIyHKTHI, IIOAITYHKTHI.

B TekcT nokymMeHTa MOTYT BKJIIOYAThCs (DparMeHThbl, 0OpMIICHHBIE B BUJEC
TaOJINIbI I AHKETHI.

CrpaHuibl TEKCTa HYMEPYIOTCS apaOCKUMU LU(PpPaMu MOCEPETUHE BEPXHETO
IOJISL.

B nmuceMax MCmonb3yroT ciaeayonpe GopmMbl U3T0KEHUS:
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e OT TEPBOTO JHUIA MHOXECTBEHHOTO 4YHCIA («IIPOCHM HAMPABUTHY,
«HAMpaBIIIEM Ha PACCMOTPCHHEY );

e TIICPBOIO JIMIIA €IWHCTBCHHOTO YHCIIA («CUUTAK HEOOXOJIMMBIM», «IIPOIIY
BBIJICTTUTHY ),

e TpEThero Jimia eauHcTBeHHOro uncia («OO He Bo3paxkaeT», «OO cuyuTaer
BO3MOKHBIMY ).

OTMeTKa 0 NPUJIOKEHUH.

OTMeTKa O TPUJIOKEHUU COJACPKUT CBEJACHUS O JIOKYMEHTE (JIOKyMEHTaXx),
MPUJIaraéMoOM K OCHOBHOMY JIOKYMEHTY (B COMPOBOJIUTEIBHBIX MUChMaX, MPETEH-
3MSIX, aKTaX, CIPaBKax U APYTHX HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTAX ) UITH
O TOM, YTO JOKYMEHT SBISCTCS TPUIOKCHUEM K OCHOBHOMY JOKYMEHTY
(B IOKyMEHTaX - MPUIIOKECHHUIX K PACIOPSIATEILHBIM JOKYMEHTAM, TIOJIOKCHHSIM,
npaBuiaM, HHCTPYKIUSM, TOTOBOpaM, IJIaHaM, OTYETaM U JIp. JOKYMEHTaM).

B compoBoauTENbHBIX MHUCbMAaxX MW JPYTUX HH(POPMAIMOHHO-CIPABOYHBIX
JIOKyMEHTaX OTMETKAa O MPWIOKEHUH O(QOPMIISETCS MOJ TEKCTOM OT TPaHUIIBI
JIEBOTO IOJIS CIEAYIOUIMM 00pa3oM:

- €CJIU TIPUJIOKEHHE Ha3BaHO B TEKCTE:
[Tpunoxenue: Ha 2 1. B 1 9K3.;
- €ClId TPWJIOKEHUE HE HA3BaHO B TEKCTE WJIM €CIM TMPUIOKEHUN HECKOJBKO,
YKa3bIBAIOT HA3BaHUSA JIOKYMEHTOB-TIPWJIOKCHUHM, KOJIMYECTBO JIUCTOB U
AK3EMIUISIPOB KaXKIOTO MPHIIOKCHUS:
[Tpunoxenue: 1. [lonoxenue (Ha3Banue) Ha 5 1. B 1 9K3.
2. CrpaBKa 0 KaJIJpOBOM cOCTaBe Ha 2 J1. B | 3k3.;

- €CJIU MPUJIOKEHUEM SIBIISIETCSI 000COOJICHHBIN YJIEKTPOHHBIA HOCUTEIb

(KOMITaKT- JUCK, USD-(IIen-HaKomuTe b | Jp. ):
- Ilpunoxenue:

CD B 1 k3.

- €CIIM MIPWIOKEHHUE (TPUIIOKEHUS) COPOITIOPOBAHBI:

[Ipunoxenue:

otuet o padore PUII B 2 k3.

B pacnopsoumenvhvix 0oKymenmax (npukazax, pacnopsaicerusx), 002080pax,
NONIOJCEHUSIX, NPABULAX, UHCMPYKYUAX U Opyeux OOKYMEHmax Ommemra o
NPUNOHCEHUU OPOPMISLEMCSL CTLeOVIOUUM 00PAZOM.

- B TEKCTE JOKYMEHTA IPH MIEPBOM YITIOMHUHAHUN JOKYMEHTA-TIPUIIOKCHHS B
CKOOKaX yKa3bIBaCTCA: ... (MPUJIOKEHUE) WU ... (IpriioxkeHue 1); rnepea HoMepoM
MPUIOKEHUS AOMYCKAETCS CTABUTH 3HAK HOMepa: ... (mpuiioxkeHue Ne 2);

- Ha TIEPBOM JIMCTE IOKYMEHTA-TIPHIIOKCHHUS B IPABOM BEPXHEM YTIIy
yKa3bIBaCTCSI:

Ipuioxenune Ne 2

k npukazy MBIOY «/lerckmii cag Ne3
«COJTHBILIKO»

ot 15.08.2021 Ne 112

CTpoKM peKBU3HTA BBIPABHUBAIOTCS MO JIEBOMY Kpar0 WIM LEHTPUPYIOTCS
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OTHOCHUTEJIBHO CAMOM JUIMHHOU CTPOKH.

Ecnu mnpuinokeHneM K  pacHoOpsSIUTEIbHOMY  JOKYMEHTY  SIBIIECTCS
HOPMATHBHBIM IIPAaBOBOM aKT WJIM HMHOM JOKYMEHT, YTBEPXIAEMBbIi JaHHBIM
pPacHoOpsIIUTEIBHBIM JOKYMEHTOM, Ha IIEPBOM JIMCTE MPUIIOKEHUS POCTABISAETCS
OTMETKa O MPUWIOKEHUU (0€3 CChUIKM Ha PaclopsIUTENbHBIA JOKYMEHT) U Ipud
YTBEP>KJICHHSI, B KOTOPOM YKa3bIBAIOTCS JaHHBIE PACHOPSAIUTEIBHOTO JTOKYMEHTA,
KOTOPBIM YTBEPKIAEH JOKYMEHT- IIPUIOKEHUE.

[Ipumep -
Mpunoxenue 1
YTBEPXJIEHO
npuka3z MBJIOY «/lerckuii cax Ne3
«CoJHBIIIKO»
ot 10.08.2021 Ne 77

I'pud coriiacoBanus JOKyMeHTA.

[IpoeKThI MOATOTOBICHHBIX JOKYMEHTOB IEpe]] MOAMUCAHUEM B PSJIE CITydacB
COTJIACOBBIBAIOTCS C 3aWHTEPECOBAHHBIMH  YUPEKICHUSIMH, CTPYKTYPHBIMH
noApa3AeICHUSMHU, OTAEILHBIMU JOJKHOCTHBIMHU JIUIIAMM.

['pu¢ cornacoBaHus B 3aBUCUMOCTH OT BUJAa JOKYMEHTA U OCOOEHHOCTEHN €ro
0(OpMIICHUSI MOKET POCTABIATHCS:

- Ha MEPBOM JIUCTE JTOKYMEHTa (€CIM JOKYMEHT UMEET TUTYJbHBIN JIUCT, -
Ha TUTYJBHOM JIUCTE) B JICBOM BEPXHEM YTy Ha ypOBHE rprda yTBEPKICHHS WITH
10J] HAMMEHOBaHUEM JJOKYMEHTa OJIMKe K HUKHEMY TIOJTIO);

- Ha TOCJIEJTHEM JIUCTE TJOKYMEHTA MOJT TEKCTOM;

- HA JIUCTE COIJIACOBAaHMUS, SBISIOMIEMCS HEOTHEMJIEMOM  YacThIO
JIOKYMEHTA.

I'pud cormacoBanuss pokymentra coctoutr u3 cioBa COI'JIACOBAHO,
JIOJDKHOCTH JIMIA, C KOTOPBIM COTJIACOBAaH JOKYMEHT (BKIJIIOYAsi HAMMEHOBAHHE
OpraHu3alliu), €ero COOCTBEHHOPYYHOW TMOJMUCH, pPacu(PpPOBKH TMOMAMNUCH
(vHUIMANIOB, (haMUIIMK) U TAaThl COTJIACOBAHMUS.

ITpumep -

COI'JTACOBAHO

PykoBoauTenb (Ha3BaHUE OpraHU3aI1H )
(moanucek) N.O. ®amumnus

JlaTta

Ecnu cormacoBanue OCYIIECTBISETCS KOJJIETHAIBHBIM OPTraHoM, B Tpude
COTJIACOBaHUS YKa3bIBAIOT CBEICHUS 00 OpraHe, COTJIacOBaBIIIEM JOKYMEHT, 1aTe U
HOMEpE MPOTOKOJIa, B KOTOPOM 3a(UKCUPOBAHO pEIlleHHe O coryiacoBaHuu. Ecmm
COTJIACOBAaHUE  OCYIIECTBISIETCS MUCHBMOM, YyKa3bIBalOT BHJA  JOKYMEHTa,
OpraHU3aIMIO - aBTOpa JOKYMEHTA, IaTy U HOMEp MHUChMA.
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[Ipumepsnl

1 COTJTACOBAHO

Ilegarorn4ecKum COBETOM

MBIOY «erckuii cag Ne3 «CoIHBIIIKO)
(mpoToKoJ OT Ne )

2 COI'JIACOBAHO

nucsmMoM PocapxuBa

oT Ne

Bu3a coriiacoBaHusi 10KyMeEHTA.

Busbl cornacoBaHusi JOKyMEHTa — PEKBU3UT JOKYMEHTA, YKA3bIBAIOIIUN Ha
corjacue WM Hecorjiacue JOJKHOCTHOTO JIMIa 00pa3oBaTEIbHOW OpraHu3aiiu ¢
coJiep>KaHUEM MPOEKTa TOKyMEHTA (J1ajiee — BU3a).

[Ipumep:
Crapmmii BOCIUTATEIb

JInunag monmuces U.U. MIBanoBa

10.10.2022

Odopmiennass TakuM o0pa3oM BH3a O3HAYAET COTJIacuMe JOHKHOCTHOIO
JMIA ¢ COAEP)KAHUEM JOKYMEHTA.

[Ipy Hanuuuu 3aMeyaHUM MO JOKYMEHTY BHU3Y OQOPMIISIOT CIEIYIOLIUM
obOpazom:

3aMeuaHus PUJIaratTCs
Crapmmii BOCOUTATEIb

JInunag mogmuces U.U. MUBanoBa

10.10.2022

JIOKYMEHT BU3UPYETCS UCIIOTHUTEIEM U 3aUHTEPECOBAHHBIMU B JOKYMEHTE
JIOJDKHOCTHBIMM JIUIIAMU, PYKOBOJUTENIEM 00pa3oBaTeIbHOM OpraHu3aIuu.

3ameuaHusi JOJKHBI OBITh MPEICTABICHBI HAa OTACIBHOM JIUCTE, KOTOPBIN
MOAMUCKHIBAIOT, TATUPYIOT U MPUIIAratoT K JOKYMEHTY.

B nokymeHTax, MOMJIMHHUKA KOTOPBIX XPaHATCS B OpraHU3alllH, BU3bBI
IPOCTABIIAIOT HA TMOCJIEIHEM JIMCTE JOKYMEHTa I0J] MOANKHCHIO, Ha 000poTe
MOCJEAHEr0 JHUCTa NOMJIMHHUKA JIOKYMEHTa WJIM Ha JIUCTE COTJIaCOBaHUS
(BU3UpPOBaHUS), IPUIIATAEMOM K TJOKYMEHTY.

B wucxopsumx JOKyMEHTaX BH3bl MPOCTABIAIOTCA Ha 3K3eMIUIspax
JIOKYMEHTOB, IIOMEIIIAEMBIX B JIEJIO.

IHoanuce.
JIOMKHOCTHBIE JIMIIAa MOAMUCHIBAIOT JOKYMEHTBI B IIpelesiaX CBOHUX
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MOJTHOMOYHM, OMNpeNelIeHHbIX YCTaBOM 00pa3oBaTeIbHONM OpraHu3aluul |
JOJKHOCTHBIMA MHCTPYKUIHSMH.

[lognuck COCTOMT W3 HAUMEHOBAHMS  JIOJDKHOCTH  JIMIIA, KOTOPOE
MOJMKUCHIBAET JOKYMEHT (TIOJJHOTO — €CJIM JIOKYMEHT HaredyaTaH He Ha OJaHke,
COKpAIlEeHHOTO — Ha JOKyMEHTE, HaneyaTaHHOM Ha OJlaHKe), €ro
COOCTBEHHOPYYHOM MONMCH, UHUITMAIOB (MHUITMAT UMEHH ), (DaMuIuu.

[Ipumepsnl

He Ha 0JIaHKeE:

3aBenyrommii

MBAOY «/lerckuii cag Ne3 «Connpimiko  JIuuHasi noanuch N.0. Pamuniansa
Ha 0JIaHKe

3aBenyrommii JIuyHas noaAnuchL N.0. ®amuaust

B JOKYMCHTAax, COCTaBJICHHBIX KOMHCCHCﬁ, B IIOAITMCH YKA3bIBACTCA CTATYC
Ji1a B COCTaB€ KOMUCCHHM.

[Tpumep -

IIpencenarenn

KOMHMCCHH IMoanucky HN.0. ®amunansa
Yj1eHbl KOMUCCHH IMoanuck HN.0. ®amunansa

IMoanucey N.0. amuiaus

B ciy4yae oOTCyTCTBHS PpPYKOBOAMTENS NPUKA30M ONpENeseTcs JuLo,
UCIOJHAIOUIEE €ro OOA3aHHOCTH, a TaKKe YIOJHOMOYEHHOE IOJAINUCHIBATh
JOKYMEHTBI, TpH OTOM TMOANUCH O(OpMIsEeTCs C yKa3aHUEM cTaryca
JOJKHOCTHOTO JIMIA B COOTBETCTBUM C MPUKA30M (pacIOpsHKEHUEM).

[Tpumep -

H.o. 3aBeayomero Hoxmucn N.0. ®amunius
nJan:

Hcnonnsiromuii ods3annocTn 3apenyomero Ilognuce N.0. ®amunus

[Ipu moanuvcaHuM AOKYMEHTA JIMLIOM, UMEIOIIMM IIPAaBO MOJIMUCU B Cilydae
BPEMEHHOTO OTCYTCTBHSI PYKOBOAMTEINS, WCIPABICHUS B HaUMEHOBaHHE
JOJKHOCTH M paciinpoBKy (amMuiiuK yKe MOJTOTOBIEHHOTO U COTJIACOBAHHOTO
MPOEKTa JOKYMEHTA BHOCSTCS OT PYKH WJIM C UCIIOJIb30BAHUEM COOTBETCTBYIOLIUX
HITaMIIOB.

He nomyckaercs CTaBUTh KOCYH0 4e€pTy, HAANHCh «3a» IHeEpen
HAaMMEHOBAaHHUEM JIOJKHOCTH JIMUA B MOJIMUCH, €CIH JOKYMEHT IMOAIUCHIBAET HHOE
JOJKHOCTHOE JIMLO.

DJIeKTPOHHASA NMOANHUCH.

OTtmeTka 00 DSJIEKTPOHHOW TOJMUCH WCIOJB3YEeTCsl TPU BHU3yaIH3aIUU
AJNIEKTPOHHOTO  JOKYMEHTa, TMOAMHCAHHOTO  DJEKTPOHHOW  MOAMKCHIO, C
coOJiroicHueM TpeOOBaHMIM:
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a) MECTO pa3MEIIeHHUs OTMETKH OO0 D3JIEKTPOHHON MOAMUCH JIOJKHBI
COOTBETCTBOBATh ~ MECTY  pa3MEUIEHHs COOCTBEHHOPYYHOM  MHOJIUCH B
aHAJIOTUYHOM JJOKYMEHTE Ha OyMa)KHOM HOCHUTEIIE;

0) PJIEMEHTHI OTMETKU 00 3JIEKTPOHHOU MOANMCH JTOJIKHBI OBITH BUIUMBIMU
Y YATAEMBIMU [IPU OTOOPAKEHUU TOKYMEHTA B HATYypaIbHOM Pa3MEPE;

B) 2JIEMEHTbl OTMETKM OO0  JJIEKTPOHHOM MOJANUCH HE  JIOJKHBI
NEPEKPHIBATHCS WM HaKJIabIBAThCS IPYT HA JPYTa;

') AJIEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOJIMUCH HE JOJDKHBI IEPEKPHIBATH
AJIEMEHTHI TEKCTa JIOKyMEHTa U JPYTHe OTMETKU 00 3JEKTPOHHOW moamucu (Ipu
HaJINYKH ).

OtmeTka 00 OJEKTPOHHOM MOANKCH M BKIOYaeT ¢pazy «JlokymeHT
MOJIMMCAH AJIEKTPOHHOW TMOAMMCHIO», HOMEpP cepTU(UKATa KI0Ya 3JIEKTPOHHOM
NONMUCH, (aMUINIO, UMs, OTYECTBO BIaJeiblla cepTu(UKaTa, CPOK IACHCTBUS
cepTu(uUKara Kiroya 3JeKTPOHHOM MOANHCH.

[Ipumep
Jdupextop I[OKYMEHT HOI[HI/IC AH A.b. UBanoB
3JEKTPOHHON MOANMUCHIO
Cepruduxar lalllaaallllllNI
Baagenen UBanoB AJiekceii bopucopuu
HeiictBurenen ¢ 01.01.2017 no 01.01.2022
IHeuars.

OTTuCcK medatu 3aBepsieT MOIMHHOCTH IMOAMMCH JOJPKHOCTHOIO JIMIA Ha
JOKYMEHTaX, YAOCTOBEPSAIOIINX MpaBa JIML, (PUKCUPYIOMUX (DAKTbI, CBSI3AHHBIE C
(UHAHCOBBIMU CpEACTBAMM, a TaKKe Ha JOKYMEHTax, MPEeIOoCTaBIISIEMbIX 32
npefensl  OpraHu3alMd M MPEIyCMAaTPUBAIOIIMX 33aBEPEHUE  IOIJIMHHOCTH
noAnucyu. BHyTpeHHHe JTOKYyMEHTHI (IPUKa3bl, NPOTOKOJbI M T.1.) MEe4YaTbIo
MOT'YT He 3aBepPAThCH.

[leyaTs mnpocTaBisieTcsi, HE 3axXBaTbiBasi COOCTBEHHOPYYHOW NOMANHCH JIMIIA,
MOAMKUCABIIIETO JOKYMEHT, WJIH B MecTe, 0003HaueHHOM «MID» («Mecto negatuy).

[TpumepHBIii IepeueHb JOKYMEHTOB, Ha KOTOPBIX CTaBUTCS MEYaTh
00pa3oBaTenbHOI OpraHu3auu

[IItaTHbIE pacicaHus U U3MEHEHUS K HUM
CiryxeOHbIC YIOCTOBEPEHUS

[TouetHbIE TPAMOTHI

bnaronapcTBeHHbie chMa

Harpannbie nuctol

JIoroBOpHI U COTJIAIIEHUS

JloBepeHHoCTH

KoMaHIupoBOYHBIE YIOCTOBEPECHHUS

. ApXMBHBIE CIIPABKH U JIPyTU€ CIPABKU

10. AKTBI O BBITIOJIHEHUHU PabOT

CoNoOaR~LNE
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11. T'apanTHiiHbIE IUCHMA

12. baHKOBCKHE KapTOUYKH

13. TpynoBble KHIKKH

14. JlokyMeHTax,  3aBepeHHE  KOTOPBIX  TMEYaThl0  MPEAyCMOTPEHO
crelualbHbIMU HOPMATUBHBIMU aKTaMU

15. byxranrepckue, GUHAHCOBBIE JOKYMEHTHI

16. Ilpuka3bl  00pa3oBaTeNbHONW OpraHu3alldd 10 BCEM HaIpaBICHUSIM
JESITEIBHOCTH.

OTMmeTKa 00 HCIIOJIHHUTEJIE,
OtMmeTka 00 HWCIOTHUTENE BKIOYAaeT B ceOs (amMminio, WMs, OTYECTBO
WCITOJTHUTENIST JOKYMEHTa, HOMep ero TesedoHa.

Ormerka 00 HCIOJHHUTEIIE MOXET JOHOJHATHCS HaMMCHOBAHHEM
JOJDKHOCTH,  CTPYKTYPHOTO  TOAPA3JCIICHUS H  DBJICKTPOHHBIM  aJpecoM
HCIIOJTHUTEJIS.

OtMeTka 00 ucnosHUTENEe OOPMIISIETCS Ha JIMIIEBOM CTOPOHE IOCIEIHETO
JYCTa JOKYMEHTa OT T'PaHUIIbl JIEBOTO IOJS WM, NMPU OTCYTCTBUU MeECTa, - Ha
000pPOTHOM CTOPOHE BHU3Y CJICBA.

IIpumep -

HNBanoBa Upuna AHapeeBHa,

CIIEHUAIHUCT MO 3aKyNKAaM,

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

OtMeTKa 00 UCTIOJIHUTENIE MOKET O(POPMIISTHCS KaK HUKHUN KOJIOHTUTYJ U
neyaTaThbCs pU(TOM MEHBIIErO pa3Mepa.

OTMmeTKa 0 3aBepeHUM KOIUH.

OOpa3oBarenbHasi OpraHU3alUsl MOXET 3aBepATh KOMHHM TOJBKO TEX
JIOKYMEHTOB, KOTOPbIE CO3JAI0TCS B HEH, a TaKXKe B CIIydasiX, IPelyCMOTPEHHBIX B
ab3alle BTOpPOM HacTosimiero mnyHkTa. Komusi JOKyMeHTa HW3roTaBlIMBaeTCs U
BBIJIAETCS TOJIBKO C pa3pellieHus: PyKOBOAUTENS OPTaHU3alINH.

B cinydae mnoAroToBKM JOKYMEHTOB Ui TMPEJOCTaBICHUS CyIeOHBIM
OpraHaM, INpHU pPEIIEHWH BOIMPOCOB IO MPUHATHIO JUI] Ha paboTy, oOyueHue,
YAOCTOBEPEHUS] HMX TPYIOBBIX M JPYIMX TMpaB BO B3aUMOOTHOIICHHSX C
yUpeKIEeHUEM, a Takke TMpu (GOPMUPOBAHMM JUYHBIX el PaOOTHUKOB
oOpa3oBaTenbHasi OpPraHM3alMsl MOXET W3TOTaBIMBaTh KOMHHM JOKYMEHTOB,
BBIIaHHBIX APYTUMHU YUPESKICHUSIMH (KOTTUU TOKyMEHTOB 00 00pa3oBaHUM H Jp.).

[Ipu BblgAYe KOMUU JIOKYMEHT BOCHPOHU3BOJIUTCS MOJHOCTBbIO (OnaHK
oOpaszoBaTeILHON OpraHu3allii, HOMep, AaTa, COJIepKaHUue U T. 1.).

B mpaBom BepxHem yriy komuu mwmmercs cioBo «Komus». Ilpu Bbimaue
KOIIUM C KOIUU cienyet nucath «Konus ¢ konuny.

Eciu xomust asis BHYTPEHHErO IMOJIb30BaHUSA, TO [UIsl 3aBEPEHUS] HIKE
pekBuzuTa  «lloaAmuChH» MPOCTABISIOT  3aBEPUTENbHYIO HaAmuch: «BepHoy;
JOJKHOCTh  JIUIA, 3aBEPAIONIEr0 KOMWIO; JIMYHYIO MOAINKUCH; PacCUIu(PpPOBKY
NOJMUCH (MHULMABI, (aMHUIINIO); AaTy 3aBEPEHHUSL.
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[Ipumep -
Bepno
3aBexyrommi
Jnunaga moanuce HN.O. Hoanuco

10.10.2022

Ecnmu komus BbIIAaeTCs JJisl OPEACTABICHUS B JPYTYH) OPraHU3alUIio, TO
OTMETKa O 3aBEPECHUU KONUU JIOMOJHAETCA HAAINUCBI0O O MECTE€ XPaHCHUS
JOKYMEHTa, C KOTOpPOro ObLIa HM3rOTOBJIEHA KOMWS, W 3aBEpSCTCS Ie€YaThio
OpraHu3aIuu.

IIpumep -

Hopauuuuk noxkymenra Haxoautcss B MBJOY «Jllerckmii cam Ne3
«Coumnpimko» B gesae Ne 07/01-04 3a 2022 ron.

J1J1s1 IpOoCTaBICHUA OTMETKH O 3aBEPEHUN KOIMU MOXKET MCITOJIb30BAThCS IITAMII.

OTMeTKa 0 MOCTYIUICHUH JOKYMEHTA.

OTMeTKa O TOCTYIUIEHUH JOKYMEHTa CIIyXKHUT JUIsl MOATBEPKIEHUs (¢akra
IIOCTYIUIEHUSI JTOKYMEHTa B OpraHM3alMi0 M BKJIIOYACT JaTy IOCTYIUICHUA H
BXOJISIIIUNA PErUCTPALIMOHHBIN HOMED NoKyMeHTa. [Ipu HeoOXxoauMocTH OTMETKA O
MTOCTYIUIEHUM MOJKET JONOJIHATHCSA YKAa3aHUEM BPEMEHH IOCTYIUIEHMS B 4acax W
MUHYTax U croco0a JOCTaBKU JOKYMEHTA.

OTMeTKa O NOCTYIUIEHHM JIOKYMEHTAa MOXKET NPOCTABIATHCA C IMOMOULIBIO
HITaMIIA.

Pe3ouronus.

Pe3ontounst comepXUT yKa3zaHHE MO HCIOJHEHHUIO JTOKyMeHTa. Pe3omtonms
opopmisieTcss Ha CBOOOAHOM MecTe pabodero Mmojs JOKyMEHTa, Ha OJjaHKe
pPE30JIIOIMU WM BHOCHUTCSL HEMOCPEJACTBEHHO B CHCTEMY JJIEKTPOHHOTO
JIOKyMEHTO000pOTA.

Pezontonust BkiroyaeT: paMuiiio, HHULUAIIBI UCTIOTHUTENS (MCTIOMHUTENEH),
MOPYYEHHUE TI0 JIOKYMEHTY, MPU HEOOXOAUMOCTH - CPOK HCIIOJIHEHUS, MOAMHUCH
JIM1A, BBIHECILIETO PE30IIOLHUIO, ATy PE30TIOLHUH.

Pe3onronus, kak mpaBUIIo, MUMIETCS OT PYKH PYKOBOJUTEIEM Ha MOJTMHHUKE
JIOKYMEHTa Ha CBOOOJIHOM OT TE€KCTa MECTe.

ITpumep -

®amuiausa U.0.

IIpomy noaroroButs npenJio:xxkenns k 10.11.2023.
Hoanuck
Jlara

OTMeTKa 0 KOHTpOJIE.
OTMeTKa O KOHTPOJIC CBHACTCIBCTBYCT O IIOCTAHOBKC JOKYMCHTAa Ha
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KOHTPOJIb, TPOCTABISIETCS IITAMIIOM WX TPOU3BOJUTCA 3aMHCh OT PYKH
«KoHTpOmB» Ha BEpXHEM TI0JIE TIOKyMEHTA.

KoHTponro monnexar Bce 3aperHCTPUPOBAHHBIC JOKYMEHTBI, TpEOyIOIIe
VCTIOJTHCHMSI.

CpoKku WCIIOJIHEHUSI JOKyMEHTa YCTaHABJIMBAIOTCS B COOTBETCTBHH CO
cpokaMH, 0003HAYCHHBIMU 3aKOHOJIATEIILCTBOM, OpTaHHW3aIleii, HampaBUBIICH
MOpyYEHUE WU TMPOCHOY, PACTIOPSIUTEIBHBIM JOKYMEHTOM WA PE30JIOIUCH
PYKOBOAMTENS 00pa30BaTENbHOM OpraHU3aIiy.

Cpox mipocTtaisieTcsi B oOpMe JaThl 3aBEPIICHIS UCTIOTHEHUS.

OTMmeTKa 0 HANIPABJIEHUH JOKYMEHTA B /1€JI0.

OTMeTKa O HampaBJICHUU JOKYMEHTa B JIEJO OMpPEACNSIET MECTO XPaHCHHs
JOKyMEHTa TOCJ€ 3aBeplIeHUs paboThl C HUM M BKJIIOYaeT: cioBa «B pgenoy,
WHJEKC JleJla MO0 HOMEHKJIAType Jel, B KOTOpPO€ NOMENIAETCs AOKYMEHT Ha
XpaHEeHHe, C YKa3aHHeM Toja, JODKHOCTU Jnla, O(GOPMHBIIETO OTMETKY,
MOAIUCH, JAThI.

IIpumep -

B neso Ne 01-18 3a 2023 r.

Jlesionnpou3BOANTE/Ib

IMoamuces dara

OTMeTKa O HampaBJIEHUU JOKYMEHTA B JE€JI0 MOXET JOIMOIHATHCS KPAaTKUMU
CBEJICHUSIMU O XapaKTEPE UCIIOIHEHUS TOKYMEHTA.

4.TpeGoBaHus K COCTABJIEHNI0 HEKOTOPBIX BU/I0B IOKYMEHTOB.

IMpuxas.

IIpuka3 - mpaBOBOM JIOKAJIBbHBI HOPMATHUBHBIA AaKT, KOTOPBIA H3AETCS
€IMHOJINYHO PYKOBOAMUTENEM OOpa30oBaTEIbHOM OpraHu3aludd U YJIOCTOBEPSET
pelIeHNs OPraHU3allMOHHO-PACTIOPSAUTEIBHOIO XapaKTepa.

[Ipuka3pl  W3AAalOTCSI N0  OCHOBHBIM  BONpOcaMm  AESTEIbHOCTH,
aJIMUHUCTPATUBHO- XO3AWCTBEHHBIM BOIPOCAM M KaJPOBBIM BOMpocaM (JIMYHOMY
COCTaBy), IO BOCIHUTAaHHUKaM o0O0pa3oBaTeNbHOW opranu3auuu. [lpukasel
U3JIA0TCS Ha OJJaHKaxX YCTaHOBJICHHOW (opMbl (pHITOKEHUE 2).

[Ipuka3 moanuchIBaeTCs B COOTBETCTBUM C TPEOOBAHUSIMH, YKa3aHHBIMU B
NucTpyKumm.

[locne mnoanucaHus MpUKa3a MW3MEHEHHUS W/WIM JIONOJIHEHUS B HETo
BHOCSATCA TIyTeM U3JIaHUS HOBOTO TMpPHKa3a O BHECEHWHW W3MEHEHUU W/WiH
JIOTTOJTHEHUH.

[Ipuka3, kak mpaBwio, odopmisieTcss Ha OnaHke 00pa3oBaTEIHHOU
OpraHU3alliy B IEYaTHOM BUJIE.

[Ipuka3z umeer ciedyrolue PeKBU3UTHI: HaUMEHOBaHHE 00pa30BaTENIbHOM
OpraHu3allMy COIJIaCHO YCTaBy; HauMeHoBaHue Bujaa nokymenTa (IIPUKA3), nara,
HOMEp, MECTO COCTAaBJICHHUs, 3arojJOBOK K TEKCTYy, TEKCT, HAaUMEHOBaHUE
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JOJDKHOCTH, TIOAMKUCH JOJDKHOCTHOTO JHIa (MHUNUANGI, (aMHUIns), BU3bI
COTJIaCOBaHMSs, O3HAKOMJICHHUSI.

JaToii mpukasza (pacmopsbkeHusi) sIBIsIeTCS Jlata ero mojnucanus. Jlara
opopmisieTcss HUPPOBBIM CHOCOOOM; HOMEP COCTOMT M3 3Haka «No» u
nopsiakoBoro Homepa npukasa: ot 00.00.0000 Ne 000.

ConepxaHue TMpuKa3za KpaTKO H3JIaraeTcsi B  3arojoBKe, KOTOPBIN
HaunHaeTcss ¢ mnpemiora «O» W COCTaBISETCS C TOMOIIBIO OTIJIArojbHOTOo
cymectButenbHoro  («O6  yTBepkaeHuH...», «O  CO3MaHMM...»)  WIH
CyliecTBUTENbHOTro («O0 urorax...»).

B npuka3zax TekcT H3naraerca OT NEPBOr0 JUIA €IWHCTBEHHOIO YHCIIA
(«[TPUKA3BIBAIO»).

Bo Bpemsi o3HakomyIeHUSI C TPUKA30M YKa3aHHBIMU B HEM JMIlaMU Ha
00OpOTHOI CTOPOHE MOCIHEAHErO JHUCTa NEPBOrO 3IK3EMIUIIpa IMpUKa3a WIM Ha
OTZIEJIbHOM JIUCTE, SIBJISIOIEMCSI HEOTHhEMIIEMON YaCThIO IPUKA3a, MPOCTABISIOTCS
MOJANMKUCH C YKa3aHWeM JaThl O3HakomiieHUs ( daMuiusi, UMs, OTYECTBO MOTYT
OBITH B TIEYATHOM BHJIE).

Homepa crTpanui] mpocTaBisIFOTCS MOCEPEAUHE BEPXHErO TOJS JIMCTa
Ha4yuHas CO BTOPOTO JIUCTA.

[Ipuka3el HyMEpYIOTCS B MOPSAJKE UX M3JAHUS B Tpejesiax KaJleHIapHOTO
rojia; MpUKa3bl 0 OCHOBHOM JEATEIBHOCTU U MO KaJAPOBBIM BOIPOCAM (JIMYHOTO
COCTaBa) UMEIOT OTJENbHYIO NOPSAIKOBYIO HYMEPAIHIO.

[Ipu Hymepaluu nNpuKa3oB JOMYCKAETCS HUCMIOJIb30BAHUE JOMOTHUTEIBHBIX
OYyKB:

K- KaJapbl;

0- OTILYCK;

B — BOCHUTAHHUKMU.
- U p.

[Ipuka3 BCTymaeT B CHJIIy C MOMEHTa €ro MOJINUCAHUS PYKOBOAUTEIEM
o0pa3oBaTenbHON OPraHU3aIluH, €CJIM B TEKCTE HE YKa3aHO JPYTOro CPoKa.
[Ipuka3el  peructpupyrorcsi B  KHuUre/)KypHame perucrpandd  IPUKa30B
(npunooicenue 3).

[Tpukazel dopmupytorcs B Jeno oauH pa3 B kBaptain. Kaura/xyphHain
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCH, CKpEIISIeTCS MOAMMUCHIO
PYKOBOAMTENE M  TMedarbio oOpa3oBaTenbHOM  opraHu3auuu. B KoHIue
kaneHaapHoro roaa Jlemno (e 6osee 250 nucToB) 0OPMIISETCS B COOTBETCTBHH C
YCTaHOBJICHHBIMUA TPEOOBaHUSIMU.

IIpuka3bl 10 OCHOBHOM AeSITEJIbHOCTH.

Tekcr mpukasa Mo BOIMPOCAaM OCHOBHOHM JESTENIbHOCTH 00pa3oBaTENbHOMN
OpraHM3allMd COCTOMT U3 JABYX 4YacTell - KOHcTaTupyroueil (mpeamOyiibl) u
pacopsSIANTEBHOM.

B KoHCTaTuUpyromen 4acTu OTPAKAKOTCA LEIU U 33a1a4d IPEANUCHIBAEMBIX
JNEWCTBUM, IIPUYMHBI U3JAaHUSA IIpUKa3a, [JaeTcs CCbUIKA Ha JIOKYMEHT,
IIOCITYKMBIIMM OCHOBAaHHWEM JUIA IOATOTOBKH IpHKa3a. YKa3aHHas 4acTb MOXKET
HauYMHATHCA co cnoB «Bo ucnomnenwue...», «C nenpo...» u Tomy nonodnoe. Ecnu
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JOKYMEHT W3JA€TCsl Ha OCHOBAaHUM JPYrOro pPacCHOPAIUTENBHOIO JTOKYMEHTA,
B KOHCTAaTUPYIOIIEH 4YacTH yKa3bIBAETCS HA3BaHUE BUJA ITOTO JIOKYMEHTA, €ro
aBTOp (MunucrepctBo, CoBET MUHUCTPOB U JIp.), AaTa, HOMEpP U 3arojoBok. Touka
B KOHIIE KOHCTATUPYIOIIEH YaCTH HE CTABUTCS.

PacniopsinurensHas yacTe npukasza HaunHaeTcs co cioBa [IIPUKA3BIBAIO,
KOTOPO€ MEYATAETCs C MPUMEHEHUEM TOJIYKUPHOTO HAYEPTAHUSI C HOBOM CTPOKHU
OonpIIMMHU OyKBaMU 0O€3 OTCTYIUIEHUS OT JIEBOI'O IMOJIS U KaBBIYEK, IMOCIE YEro
CTaBUTCS IBOETOYHE.

PacniopsimurenbHas 4acTe NENUTCA HA IMYHKTHI U THOANYHKTBI, KOTOPBIE
HyMepyroTcst apabckumu mudpamu. B KakaoM MyHKTE JOHKHBI OBITH YKa3aHBI
WCIIOJTHUTENU, KOHKPETHbIC 3a/laHusl (MOPYYEHUS])) U CPOKU UX BBINOJHEHUS.
Hcnonmantenn MOTYT OBITh Ha3BaHBI TakXke OOOOIIEHHO: «IEIarorm4ecKuM
paboOTHUKAM», «3aBeaylolleMy Xxo3siiicTBom». Ilpu 5TOM, Kak mpaBuiIo, HE
IIPUMEHSETCS HAIMCAHUE HEKOHKPETHBIX MOPYYEHHM, KOTOPBIE COJIEpPKAT CIIOBA!
«YCKOPHUTBY»,  «YJIYyYIIUTH», «aKTUBU3UPOBATH», «OOpATUTh  BHUMAHUEY,
«COBEPILIEHCTBOBATHY, «IIPOJIOKUTEY» U T.II.

OtnenbHble 3amaHus (Hampumep, 3aJaHusl, CcoJep)Kamue HUQPpPOBbIE
JAaHHBIE) MOTYT 0OPMIIATHCS B BUJIE MPUIIOKEHHUS K MPUKA3y CO CCHUIKOW HA HUX
B COOTBETCTBYIOIIMX IYHKTaX TMpHKa3za U OQPOPMISIOTCS COTJIACHO JIaHHOMN
NucTpyKImu.

Crpanuiipl prKa3a U NPUWIOKEHNA HYMEPYIOTCS KaK €JUHBIN JOKYMEHT.
Ecnum mpukazoM OTMEHSIETCS MNPEAbIAYIIUNA pPaCIOPAAUTEIbHBIA JOKYMEHT, B
pacToOpSIANTENLHON YaCTH YKAa3bIBAETCS MYHKT, KOTOPBIM TOJKEH HAYUHATHCS CO
cnoB: «lIpu3Hare yTpaTuBIINM CUITY...».

N3MeHeHusi, BHOCUMBbIE B MpUKa3, OGOPMIISIIOTCS OTACIBbHBIM IPUKA30M,
KOTOPBIM JOJKEH HMMETh TakOW 3arojioBoK: «O BHECEHMM W3MEHEHHM u/WUiu
JOINOJHEHUM B TPUKA3 ..» C YKa3aHUWEM JaTbl, HOMEpa, 3arojoBKa
paclopsSIANTENBHOTO  JOKYMEHTa, B KOTOPBIM  BHOCATCS  HW3MCHEHUS.
PacnopsurenbHas 4acTh MpUKa3a HAYMHAETCS C TAKOrO MyHKTA!

1. BHecTr u3MeHEHHUs B MPUKA3...

Jlanee OTHENbHBIMH TOAMYHKTaMH  (GOPMYJIUPYIOTCS U3MEHEHHS B
pacropsAuTEIbHbBINA JOKYMEHT.

[Tpumep -

1) MyHKT 2 W3JIOKUTH B CICAYIOIICH PEAaKIIUHT;

2) MYHKT 3 WCKIIIOYHTB;

3) ab3ar] BTOpO# MyHKTa 4 JOMOJHUATh CIIOBAMM. ..

Ecnu u3meHeHuss B pacnopsiAMTENBHBIM JTOKYMEHT OGOPMIISIOTCS Ha
OTJICJIbHOM JIUCTE (JIMCTax), B IEPBOM IMyHKTE PaCHoOpPSAUTEILHON YacTH MpHUKa3a
YKa3bIBa€TCS:

1. BHecTu U3MeHEHUS B...

[Tocnenuuii MyHKT PacmoOpSIUTEIHLHON YacTH B CIydae HEOOXOIUMOCTH MOXKET
collepKaTh PEHICHHWE O BO3JIOKEHUM Ha JIOJDKHOCTHOE JHUIO0 (PYHKIUH TIO
KOHTPOJIIO 32 UCIIOJTHEHUEM MPUKA3a.

IIpuka3bl 10 KaAPOBBIM BONIPOCAM.
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[Tpukasbl M0 KaJpOBBIM BOIIPOCaM (JJUYHOMY COCTaBY) OPOPMIISIOTCS KakK B
yaudunupoBanHoit popme (Ilocranosnenue I'ockomcrara PO ot 05.01.2004 Ne 1
«O0 yTBepkACHUN YHU(PUIUPOBAHHBIX (HOPM NEPBUYHON YUETHOM TOKYMEHTALUU
M0 YYETY TpY/Jla U €ro OIIAThI»), TaK U B TEKCTOBOM.

JlanHblii BUJ TpHKa30B OQOpMISIETCS B BHUAC HWHAMBUIYATBHOTO WIU
CBOJHOTO.

B uHmuBHIyanbHOM TIpUKa3e coaepkutrcs uHopMmanus o0 OJHOM
pabOTHHKE; B CBOJHOM - O HECKOJIbKMX, HE3aBUCUMO OT TOr0, KAaKue
yIpaBIE€HUYECKUE PEIICHUS 110 HUM MPUHUMAIOTCS (MIpHUeM Ha paboTy, Ha3HAUCHHE
Ha JIOJDKHOCTB, TIEPEBOJ] HAa JPYTYIO JOJDKHOCTE (paboTy), YBOJIBHEHHE U JIP.).

ConeprxaHre MHAUBUAYAJIBHOTO MTPUKa3a MO KaJpOBbIM Borpocam (JIMYHOTO
COCTaBa) KPaTKO M3JaraeTcs B 3aroJIoBKe, KOTOPBIM HaunHaeTcs ¢ npeiora «O» u
COCTABJISIETCSI C  IOMOIIbIO  OTIJIArOJBHOTO  CyHIeCcTBUTENbHOrOo:  «O
Ha3HAYCHUU...», «O NPUHATHH...». B CBOJHBIX TpPHKa3aX MOMKET MPUMEHSATHCS
00001IeHHBIH 3ar0J10BOK: «O KagpoBbIX Bompocax», «O JUYHOM COCTaBEe».

B Texcre mnpukaza mo KagpoBbIM BompocaM  (JIMYHOMY COCTaBy),
KOHCTaTUPYIOIIasl 4aCTh MOXKET HE OTMEYAThCH.

PacniopsiautenbHast 4yacTh NMpuKa3a HauMHAETCA, KaK MpaBWiIo, C TJiarojia B
HeonpeneneHHo dopme: «[Ipunsate», «Haznauntey», «IlepeBectn», «OOBIBUTHY
U TOMY MTOJI00HOE.

Jlanee ykaspiBatoTCs (hamMuiusi, UMsi, OTYECTBO (IIPU HAIMYMK) pabOOTHHKA,
Ha KOTOPOTO PACIPOCTPAHSIETCS NEUCTBHE MPUKa3a, U TEKCT MpuKa3a. B cBogHOM
npuKasze paMuiInM JIML B MIpeAesiax MyHKTOB pa3MeIIatoTcs Mo andaBuTy.

B npukase o Ha3HaYEHUU WU YBOJIBHEHUH paO0OTHUKA YKa3bIBA€TCA MOJHAS
nata (4ucio, Mecsil, roxa) (aKTHUECKOro BbIXOJa paOOTHHKAa Ha padoTy
(mpekpalleHrss TPYIOBBIX OTHOLIEHWiI), pa3Mepbl €ro JOJDKHOCTHOTO OKJaaa
COIJIaCHO IITaTHOMY PAaCHHUCAaHUIO.

B cBogHOM mpukaze MO KaapoBBIM BoOMpocaM (JMYHOMY COCTaBy) B
pacnopsAIuTEIbHYI0 YacTh BKJIIOYAETCS HWH(OpMalvsi, KOTOpas pa3MelnaeTrcs B
TaKOH MOCJIe10BaTEIbHOCTH: IPUEM Ha paboTy, IEPEBO, YBOJbHEHHE.

B xaxxmom myHKTE mpuKaza Mo KaJpOBBIM BOIpocaM (JIMUHOMY COCTaBY)
YKa3bIBa€TCS OCHOBAHME OTHOCHUTEIBHO €ro Hu3JaHus (3asBiieHUE pabOTHHKA,
TPYJIOBOM  JOroBOp (COIVIAIIEHWE), JOKJIagHas 3alKCKa, MPEJCTaBICHUE,
XOJIaTaliCTBO,  pEUIeHUWE  aTTECTAllMOHHOM  KOMHMCCHM  00pa3oBaTeIbHOU
OpraHu3alyu) u T.1.

IIporoxo.r.

[Ipomeccbl mpuUMEHEHUs yOpaBIEHYECKUX pelieHud oOpa3oBaTeIbHOM
OpraHu3alMed W caMy PEUICHUS JOKYMEHTHUPYIOTCA C TMOMOIIBIO MPOTOKOJIOB
KOH(EPEHITNH, ITeJarOTHYSCKUX COBETOB, KOMHCCHH H TIP.

B npoTokonax 3acenaHnil KOJUIETHAIBHBIX U COBEIIATEIBHBIX OPTaHOB TEKCT
U3JIaraeTcsi OT TPEThEro JIMIAa €AMHCTBEHHOTO 4YHCIA («IEJarorudyecKuil COBET...
IIOCTAHOBIIAECTY», «COOpPAHHUE... PEIITUIION ).

[Iporokosn  cocraBisieTcss Ha  OCHOBAHWUM  3aIlMCEH,  CAEIAHHBIX
HEMOCPEACTBEHHO BO BpPEMS 3aCEIaHUM, MPEICTABICHHBIX TEKCTOB U TE3UCOB
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JIOKJIAJIOB Y BBICTYIUIEHUH, CIIPABOK, IPOEKTOB PEILICHUM.

[IpoTOKON MOXKET COCTABIATHCA KAK B PYKOINHCHOW, TaK WM B IE€YATHOMN
dbopwme.

JlaToil mpoToKoONa ABJISETCSA JaTa MPOBEICHUs 3acefanus. Ecim 3acenaHue
MPOJOJIKAIOCh HECKOJIBKO JHEH, TO Yepe3 THUPE YKA3bIBAIOTCSA IEPBBIA H
MOCJIEAHUN AEHb 3aCeIaHusl.

Homep mporokona [0mKEH COOTBETCTBOBATH MOPSAKOBOMY HOMEpY 3ace-
naHus. Hymepanuss DpOTOKOJIOB BEIETCS B NpeAesiax KaJeHIapHOTO roja
OTAEJIIBHO M0 KaXJOW TpyIIle IPOTOKOJIOB 3aCelaHusi COOTBETCTBYIOIIETO
KOJIJIETMAJIbHOTO OpraHa.

B pekBusuTe «MECTO 3acemaHus» YKa3blBA€TCAd HA3BAHME HACEIEHHOTO
IIYHKTa, B KOTOPOM COCTOSIJIOCH 3aCEIAHUE.

3arojoBOK K TEKCTYy NPOTOKOJA JODKEH OTOOpa)kaTh BHUJ 3aceJaHus
(coBemanue, coopanve, KOH(pEepeHIUs U T.I1.) WIK KOJUJICTHAIBHON JesTEIbHOCTU
(komuccusi, CoBeT, coOpaHue, paboyasi rpymnmna u T.I.) U BKJIIOYaTh Ha3BaHUE BHUJIA
JIOKYMEHTA.

TeKCT MpoTOKOJIa COCTOUT U3 BBOJHOW U OCHOBHOW YaCTEH.

BBonHass  yacTh  COIEPXKHUT  TMOCTOSHHYIO — uHpopmanuio  (ciioBa
[MPEACEOATEJIb, CEKPETAPH, IIPUCYTCTBOBAJIN) u nepeMeHHYIO
(pamunmsi, WMHULMANBI Tpeacenaressi, CeKperaps M NpHUcyTcTByromux). Ilpu
HEOOXOJIMMOCTH YKa3bIBAIOTCS IOKHOCTH MTPUCYTCTBYIOIINX, & TAKKE WHUILIMAIIHI,
dbaMmwMu AOJKHOCTU JIMIL, TMPUTJANIEHHBIX Ha coBemanue. Ilpu koauuectse
y4acTHUKOB Oosiee 10 cocTaBisieTcss CIHCOK MPUCYTCTBYIOIIMX, KOTOPBIN
IIPUJIAraeTCs K MPOTOKOMTY.

Ecim  nportokon odopmisercs B mnedatHod  ¢opme, TO  CIOBa
[MPEIACEOATEJIb, CEKPETAPD, ITPUCYTCTBOBAJIM neyaTatoT OT HyJIEBOTO
MOJIOKEHUST Talynaropa, OT 2-TO TIOJNOXKEHHS TaOyJsiaTopa CTaBUTCS THPE,
WHUIMAIBl ©  (pamMwiud [UIIyT B UMEHUTENBHOM majnexe. dDamunnu
MPUCYTCTBYIOIIUX PACIIONIAraloTCs B aI(paBUTHOM TMOPSAKE U MeyaTaroTcs yepes |
MEKCTPOYHBIN UHTEPBAJ.

BBomHass 4YacTh MNpoTOKOJIa 3akaHYMBaeTcs IoBecTkoM jgHs. CroBa
«IloBecTka mHSA» ME4YaTAlOT OT HYJIEBOTO IMOJOXKEHUs TalOyisTopa, IMOcCie HUX
CTaBUTCS JBOETOYME. BOMIPOCH MOBECTKHU JTHS HYMEPYIOTCS apaOCKUMU U(PpaMH.
Kaxx1p1ii HOBBIN BOIIPOC TME€YATAIOT OT 1-TO MOJ0KEHUs Ta0yJIsITopa.

[TocnenoBaTenbHOCTD PACIIONOKEHUS BOIPOCOB OMPEAEAETCA CTENEHBIO UX
BaXKHOCTH. Bompocsl nepeuncinstorcss B UMEeHUTeNbHOM mnajexe. [Joknaa (otuer,
cooOiienue, uHGopmalys), HAMMEHOBaHUE JOJDKHOCTU, MHUIIMAIBI U (PaMUIIHIO
JTOKJIQYMKA THUIIYT B POAUTENIbHOM mnaaexe. He pekoMeHmyeTrcsi BKIIOYATh B
noBecTky AHs  Bompoc  «PaszHoe». Kaxnapli  Bompoc  JIOKEH — OBITh
KOHKpETU3HpoBaH. DOpMUPOBAaHUME BOMPOCOB B IOBECTKE [HS HAUYUHAETCS C
npemiora «O (O0)».

OcHoOBHast 4acThb MPOTOKOJA COCTOUT W3 PA3JENOB, KOTOPHIC IOJKHBI
COOTBETCTBOBATh ITyYHKTaM TIOBECTKH [HSA. Pasznensl HyMeEpyrTcs apaOCKUMH
nudpamMu U CTPOSTCS 1O TAKOM cxeme:

CJIYIIAJIA - BBICTYIIWJIA - PELINIIA (ITOCTAHOBWJIN),
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VYkazaHHble cllOBa TmMedYaTarTcs OonblmMHu OykBamu 0€3 OTCTyma oT
IpaHuUlIbl JIeBoro moJjs. [locie 3TUX coB CTaBUTCS ABOETOYHE.

ITocne cmoBa CJIYIIAJIMA yka3piBaeTcsi KpAaTKUWA TEKCT BBICTYIUICHUS
OCHOBHOTIO JTOKJIaaurKa. GaMUivs U MHUILMAJIBI K&XKI0T0 JOKIaIUUKa IMe4aTatoTCs
C HOBOW cTpoku. KpaTkuil TEKCT BBICTYIUICHUS HU3JIaraeTcsi B TPEThEM JIMIIE
€IMHCTBEHHOTO YHCIIa.

TexcTbl WM TE3UCHl JIOKJIAJOB W BBICTYIUIEHUH, OQGOpPMIIEHHBIE Kak
OTZEJIbHBIE JTOKYMEHTBI, B TEKCT IPOTOKOJIA HE BKIIOUarorcs. llocne ceenenmii o
JOKJIQTYMKE CTaBUTCS THUPE M YyKasbiBaeTcs: «TeKkcT mokimana (BBICTYILICHHS)
MIPUIIATaeTCs K MPOTOKOITY.

ITocne cnosa BBICTVYIIMJIM QukcupyroTcs BBICTYIUIEHUS TeX JIUIL,
KOTOPbIE MPUHSIIN y9acTHE B OOCYXKJIEHNN OKJIaaa. BeicTyuieHust 0opMIISIOTCS
B MMPOTOKOJIC ¢ YKa3aHUEM JIOJDKHOCTEH, (DaMIIINK W MHUITMAIOB, BBICTYITAIOIINX B
MMEHUTEITFHOM MaJIeXKe, a TAKKE C KPATKUM H3JI0KEHHEM COJep>KaHus BOIIpoca U
orBeToB Ha Hero. CojepikaHue BBICTYIUICHHUN U3JIaraeTcsi OT TPEThEro JIMIa
€JIMHCTBEHHOTO YHCIIA.

[Tocne cmoa PEHINJIN (IIOCTAHOBWJIN) dukcupyercs mnpuHSATOE
perieHrue o oO0CykJI1aeMOMy BOMNPOCY TOBECTKU JHS. PerieHue J0MKHO OBITh
KOHKPETHBIM W BKJIIOYATh COCTAaBJIAIOIIME, KOTOPHIE OTBEYAIOT HA CIEIYIOIIHE
BOIIPOCHI: KOMY, YTO CJIeJIaTh U B KaKOW CPOK.

Pemenus, comepxarire HECKOJIBKO BOIPOCOB, MOAPA3ICISIOTCS HA IMyHKTHI
W TIOANMYHKTHI, KOTOpBIe HyMepyioTcs apabckumu 1mdpamu. [loamyHKTHI
HYMEPYIOTCS IUPPAMH ¢ TOYKOM.

B cnyuae, xorma Ha 3acelaHWM NMPUHUMAETCS pEIIEHUE 00 yTBEPKIECHUU
JIOKyMEHTA, KOTOPBIH 00CYKIaJics Ha 3aCeIaHHH, dTOT JOKYMEHT IMpHUIaraeTcs K
MPOTOKOJY M B HEM JIETIAETCS CCHIJIKA HAa HOMED U JaTy MpoTokoia. [Tpu Hamnamm
JIPYTUX JIOKYMEHTOB, KOTOpbIE pacCMaTpUBajIUCh Ha 3acefdaHu, U (akT
00CYXIeHUsI KOTOPhIX ObLT 3a(DUKCUPOBAH B TEKCTE MPOTOKOJIA, OHU HYMEPYIOTCS
apadckumu 1udppamu (Ilpunoxenue 1, Ilpunoxenune 2). B cooTBETCTBYIONINX
MyHKTaxX MPOTOKOJIA JIENACTCS CChIJIKA HA ATH MPUIIOKECHHUS.

Ilpomoxon noonucvisaemcs npeocedamenbCmayiomum Ha 3ace0anuu KoJ-
NIe2UATILHO20 OP2aHA U CEKPEemapem.

Brimucka w3 mpoTokosia — TOYHAST KOMHUS YacTH TEKCTa TMOJIMHHOTO
MIPOTOKOJA, OTHOCAIIETOCS K TOMY BOIIPOCY TIOBECTKHM JHS, IO KOTOPOMY
TOTOBUTCS BBINMHCKA. BBITIMCKA M3 MPOTOKOJIA COMCPKHUT CICIYIONMINE PEKBU3UTHI:
HAaMCHOBaHHE O0Opa30BaTECIIbHONM OpraHW3allid, Ha3BaHWE BHJAA JOKyMEHTa
(BBITMCKAa W3 TMPOTOKOJA), JaTa 3aceJaHusi, MECTO COCTaBIICHHS, 3aroJIOBOK K
TEKCTY, TEKCT, TIOJIMUCH, OTMETKY O 3aBEPCHHUH KOTIHH.

[TpoTokomasl peructpupyrorcs B KHure//KypHajae perucTpanyy mpoTOKOJIOB
(npunooicenue 4). Kuura/kypHaa TpPOHYMEPOBBIBACTCS, IPOIIHYPOBBIBAETCS,
CKpEIUISIETCS  MOJIMUCHI0O  PYKOBOJIWTENS M Te4aThlo  00Opa3oBaTeIbHOM
opranuzanuu. [Ipotokonsr popmupyrorcs B Jleno oguH pa3 B kBapTai. B koHre
kasieHaapHoro roaa Jlemno (ae 6omxee 250 auctoB) opopMIIIETCS B COOTBETCTBUHU C
[Tomoxenuem o0 apxuse.
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CayxedHOe MMCHMO.

CnyxeOHOE THUCHBMO COCTaBISIETCSl C IeJIbl0 oOMeHa uHpopmauen u
MPEICTABIISIET COOOI:

- OTBEThl O BBINOJHEHUU 3aJJaHUN, OINpPEACICHHBIX B aKTaX OpPraHOB
roCcyJapCTBEHHOW BJIACTH, TOPYUYECHUSIX BBICIIUX JTOJKHOCTHBIX JIUIL,

- OTBETHI HA BBINIOJIHEHHE MOPYUCHUN BBIIIIECTOSIINX OpraHU3allui;

- OTBETHI HA 3aIPOCHI IPYTUX YUPEKICHUI;

- OTBETHI Ha 0OpAaILEHUs IPAXK/IAH;

- OTBETHI Ha 3aMpPOChl Ha HHPOPMAIIHIO;

- WHUIMATUBHBIC MUCHMA;

- COIPOBOJUTENBHBIC MUCHMA.

CnyxeOHoe mmcbMo odopmisieTcss Ha OmaHke  00pa3oBaTeNbHON
OpraHu3allyu.

[IncbMO MMeeT crnefyromye PEKBU3WUTHL: J1aTa, PErMCTPALlMOHHBIA HOMEP
(ucxopsmMii), CChUIKA HA PETUCTPAIMOHHBIA HOMEp (BXOASAIIMM) U JaTy
JIOKYMEHTA, Ha KOTOPBIN JaeTcsi OTBET (IIPU HAJIMYMHU), aApecaT, 3ar0JI0BOK, TEKCT,
OTMETKA O HAJIMYUM NPUJIOKEHUH (B Cilydae HEOOXOIUMOCTH), IOJIIIUCH, CBEACHUS
00 ucnonaurene (O.1.0., KoHTakTHBIA HOMED TenedoHa).

JlaToil nmuchMa SIBISIETCS JaTa €ro MOAIMCaHMs, KOTopas 0 KHA COBHAaAaTh
C 1aTOM perucTpanuy UCXOAAIIEN KOPPECIIOHICHIINH.

OCHOBHBIM PEKBU3UTOM CITy>KEOHOTO MHUCHhMA SIBISIETCS TEKCT, KOTOPBIN, KaK
IIPABWJIO, COCTOWT W3 JBYX 4YacTed. B mepBoll 4WacTu yKa3bIBAETCS NPUYMHA,
OCHOBaHHME WJM OOOCHOBAaHME TMOATOTOBKM MHCHbMA, MPUBOASTCS CCBUIKM Ha
JIOKYMEHTBI, KOTOpPbIE ObLIM OCHOBAaHMEM I €ro COoCTaBieHUs. Bropas yacTh
BKJIFOYAET BBIBOJBI, NPEMJIOKEHHS, NPOCHObI, PpEIIeHUs U T. I., KOTOpHIE
pa3meniarorcs ¢ ab3ara.

Kaxk npaBuio, B mUCbMe 3aTparuBaeTcs OAUH BOIPOC.

Texkcr muceMa u3naraercss OT IEPBOTO JIMLA MHOKECTBEHHOIO YHUCHA C
UCIIOJIb30BAHUEM CJIOB: «IIPOCUM COOOIIUTE...», «Pa3bsCHIEM, UTO...».

CnyxeOHO€ MNUCHBMO TOJIHUCHIBAETCS PYKOBOAMUTENEM 0Opa3oBaTeIbHOM
OpraHU3alny.

Cnpaska.

CrpaBka - TOKyMEHT, TOJITBEPKIAFOIINI KaKue-In00 (PaKThl WM COOBITHSI.

CrpaBku OBIBAIOT ABYX BUJIOB:

CrpaBka aJisi OMHUCAHUS WIM TOATBEPXKICHUS (PAKTOB, WIM COOBITUN B
NeSATEeTLHOCTH OpTaHu3aIliH.

CrpaBKu COCTaBISIOTCS 1O YKa3aHUIO BBIMICCTOSIICH OpraHu3aIiu Wiu
PYKOBOAMTEIS 00pa30BaTEILHON OpraHu3anuy JUIsl WHQOpMAaIUu O BHITIOJHEHUN
IJTAHOB, 3aIaHUH, TIOPYUYEHUHN U TIPEJICTABIISIOTCS B YCTAHOBIICHHBIC CPOKH.

Texcm makou cnpagku cocmoum u3 08yx uacmell.

B mepBoii wWactm wusmararorcs (DaKThI, TOCITY)KHBIIHE IOBOAOM K €€
HAIlMCaHWI0, BO BTOPOH - TIPUBOMATCS KOHKPETHBIC JaHHBIC. BBIBOABI W
NPEIOKEHHSI B CTIPABKE HE TAFOTCS (32 UCKITIOYEHUEM aHATTUTHUECKON ).

CrpaBka JoKHA OOBEKTHBHO OTpPa)XaTh COCTOSTHUE JIEJ, €€ COCTaBIICHUE
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TpeObyeT TIaTeapbHOTO CcOOpa W TPOBEPKH CBEACHUH, MOTYT MPUBOIAUTHCS
TaOJIUILIBI.

CrpaBkH, COCTaBlieHHBIC JII PYKOBOAMTENS OPTaHHU3AIMH, TMOJIMHACHIBACT
COCTaBUTEb.

CrpaBkH, KOTOpBIE COCTaBJSIIOTCS 1O  YKa3aHWIO  BBIMIECTOSIICH
OpraHU3aIHH, TIOIITUCHIBACT PYKOBOAUTEIH 00pa30BaTeIbHON OpraHu3aIliuy.

JlaToii cipaBKH SIBJISIETCS JaTa €€ MO ITUCAHMS.

CrpaBkH, yIO0CTOBEPSIONINE IOpUANYECKAE (DAKTHI: MOATBEPKICHUE MECTa
paboThI, 3aHUMAEMON JTIOJXKHOCTH, pa3Mep 3apad0THOM TIaThl U T.1.

JIJist HEX TpUMEHSIOTCS YHU(DHUIIMPOBAaHHEIE TpadapeTHbIe OJTaHKH.

Takoro poma crpaBKH BBIJAIOTCA IO 3aMpocaM 3aWHTEPECOBAHHBIX JIUI]
(COTPYTHUKOB) WJIM YUYPEKACHUH M PETUCTPUPYIOTCS B JKypHAJIEC HCXOISIICH
KOPPECIIOHICHITUH.

JlokIagHas 3anmucKa.

JloknmamHass 3amucKka - JIOKYMEHT, aJpECOBAaHHBIM PYKOBOIAUTEIIO H
WHOOPMUPYIOIIHUNA €r0 O CIOKHUBIICHCS CUTYaIldH, HMEBIIIEM MECTO SIBJICHUH WJTH
¢dakTe BBITOTHCHHOW PabOThI, a TaK)Ke COJEp)KAIIUiA BBIBOABI W TPEIJIOKCHUS
COCTaBHUTEA.

JloknmagHass 3amMcka MOJKET BBITIOJHATBCS PYKOMUCHBIM M TI€YATHBIM
crrocooom.

TekcT nmoKIamHOW 3amMCKU  JCIUTCA HA JBE 4YacTU: TMepBas -
KOHCTATUPYIOIIas, T¢ H3JIaratoTCs HMMEBIINE MECTO (DAKThl WM OIHCHIBACTCS
CUTYyaIlus, U BTOpas, B KOTOPOH M3JIaraeTcs mpeaiokKeHre, mpocroa.

TekcTy MOKIamHOW 3amMCKU O00S3aTEIbHO MPEINISCTBYET 3aroJioBOK,
HaunHarouwmics ¢ npesaiora «O», «Oo».

JloknaaHas 3anucka opopMIISIETCSl Ha JIUCTE Oymar.

AKT.

AKT -  JIOKYMEHT, COCTaBJICHHBI  HECKOJIBKMMH  JIMIAMH U
NOJITBEPKJAIOLINI yCTAaHOBJICHHbIE (PAKThl M AEUCTBUSI. AKThI OQOPMIISIOTCS T10
pe3ynbTaTam peBU3UM, IPU MpUEMe-Tiepeaade e, CIUCaHUA UMYLIECTBA U TOMY
noJ100Hoe.

AKT odopmisieTcss Ha cTaHIapTHOM Jiucte Oymaru ¢gopmara A4 U uUMeer
CIEIyIOIME PEKBU3UTHL: Ha3BaHUE JIOKyYMEHTa, Tpud yTBepxkaeHus (mpu
HEOOXOAMMOCTH), JaTa M MECTO COCTaBJICHHUS, 3arojOBOK K TEKCTYy, TEKCT,
MOAMNUCH JUIT (HE MEHEE TPeX), KOTOPhIe COCTABIISIIA aKT.

TekcT akTa COCTOUT U3 BBOJJHOU M KOHCTAaTUPYIOILIEN YaCTEM.

B BBOIHON YacTu yKa3bIBalOTCSI OCHOBAHUS I COCTABJICHMS aKTa W
Ha3bIBAKOTCS JIMI[A, KOTOPHIE COCTABWJIA AKT WJIM NPUCYTCTBOBAJIM IpH 3TOM. B
KOHCTaTUPYIOIIEH 4YacTWU M3JIaraeTcsi CyTh, 3a/Jaud, XapakTep MpoJeIaHHOU
paboThl, yCTaHOBJIEHHbIE (aKThl, MPEUIOKEHUs] W BBIBOABL. KoHcTaTupyromas
4acTh MOXKET 0POpMIIAThCA B BUJE TaOIuUIlbl. B KOHIlE TEKCTa aKTa 3aluChIBalOTCs
JAHHBIE O KOJIMYECTBE 3K3EMIUIAPOB aKTa U UX MECTO HAXOKICHUS.

AKT NOJNUCHIBA€TCS BCEMHU JMIAMH, NPUHMMAaBUIMMHU Yy4YacTHE B €ro
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COCTAaBJICHHM.
.HI/IHO, HMCIOIICC 3aMCYaHUA K COACPIKAHHIO aKTa, IMOAIMHCBIBACT €TI0 H
n3jaract CBOC MHCHHUC HAa OTACIIBHOM JIMCTC, KOTOpLIﬁ [MIpUIaracTcsa K aKkTy.

TeserpamMmmsl, TeeOHOrPaAMMBbl, (PAKCUMIISIPHAS CBS3b.

DTO IOKYMEHT 1O OMEepaTUBHBIM BOIPOCaM, TNIEpe/iaBaeMblil 0 TeaedoHy U
3aMUChIBAEMBbIN MTOJTYyYaTEIIEM.

OO0s13aTeIbHBIMU PEKBU3UTAMU TAKUX IOKYMEHTOB SIBIISIFOTCS:

- HAuMMEHOBAHHWE YUPEKICHUN aIpECaHTa U aIpecara;

- PEKBU3HUT «OT KOr0» M «KOMY» C YKa3aHUEM JOJKHOCTH, (pamunuu, u
OTYECTBA JOJKHOCTHBIX JIMII;

- HOMEp, JaTa U BpeMsl Iepeladyd U NPUEMa JIOKyMEHTA,;

- JOJDKHOCTH Y (paMuInu nepeAaBlIero U MPUHSBIIETO IOKYMEHT;

- HoOMepa TeneOHOB;

- TEKCT U MOJAIMCH.

[ToctynuBumre QOKYMEHTBI JOJKHBI MMEThb T€ K€ PEKBU3UTHI, UYTO U
OTIPABIISIEMBIE, 3a UCKIIIOUCHUEM MOAIUCH.

JIOKYMEHTBI COCTaBISIFOTCS B OJHOM JK3EMIUISIPE W IMOJAIMCHIBAKOTCS
PYKOBOJUTEIIEM UM OTBETCTBEHHBIM UCIIOJIHUTEIIEM.

DJIEeKTPOHHbIE JOKYMEHTBI.

[lopsnok  cocraBieHusi, O(OPMIIEHHS U  COIJIAaCOBaHMSI  MPOEKTOB
JJIEKTPOHHBIX ~ JOKYMEHTOB  OCYIIECTBISIETCS MO  OOmIMM  MpaBujam
JIeJIONPOU3BOICTBA, YCTAHOBJICHHBIM B OTHOIIEHUH aHAJIOTMYHBIX JOKYMEHTOB Ha
OyMa)XHOM HOCHUTeNEe. OJEKTPOHHBIM JIOKYMEHT JOJKEH HMETh PEKBU3HTHI,
YCTAaHOBJICHHbIE JIJISl AHAJOTUYHOIO JOKyMEHTa Ha OyMa)XHOM HOCHUTENe, 3a
UCKJIIOYEHHEM OTTHUCKA MeYaTH.

B mepeuenp 00s3aTenbHBIX CBENEGHUH O JOKYMEHTaX, HCIOJIb3yeMBIX B
LEeJIX y4eTa U IMOMCKa JOKYMEHTOB B CUCTEMaX 3JEKTPOHHOTO JOKYMEHTO000poTa
00pa3oBaTeNbHONW OpPraHU3alli B COOTBETCTBUM C MPABUIIAMU JIETONPOU3BOJICTBA
B 00pa3oBaTebHOM OpraHU3aluu, BXOJAT:

e AJPECaHT;

« ajapecart;

¢ JIOJDKHOCTb, (DaMUJIHSI M MHUITUAIBI JIUIA, TIOAHCABIIECTO JOKYMEHT;
o BUJ JOKYMEHTA;

e JlaTa JOKYMEHTa;

e HOMEp JIOKYMEHTA;

e JlaTa MOCTYIUICHUS JOKYMEHTA;

o BXOJSIIUNA HOMEP JOKYMEHTA,

¢ CCBUIKA Ha UCXOJSAIINI HOMEP U ATy TOKyMEHTa;
e HAWMMEHOBaHUE JOKYMEHTA,

e WHJEKC JeNa;

e CBEJECHHMS O Mepeagpecay JOKYMEHTa;

¢ KOJMYECTBO JIUCTOB OCHOBHOTO JOKYMEHTA;

¢ KOJHMYECTBO NPUIIOKECHUH;
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+ 00I11€€e KOJTMYECTBO JUCTOB MPHIOKECHU;
e YKa3aHWs IO UCIIOJIHEHUIO JOKYMEHTA,

e JOJDKHOCTB, @. M. O. ucronHuTes;

e OTMETKa O KOH(pUIEHIUAIBHOCTH.

B coctaB JOMONHUTENBHBIX CBEJCHUI 00 AIIEKTPOHHOM JIOKYMEHTE MOTYT
OBITh BKJIIOUYEHBI CBEICHMS: HaMMEHOBAaHHME aBTOpa JOKYMEHTa (€CiIM aBTOp HE
COBIAJIAET C apecaHTOM (OTIIpaBUTENIEM) 3JIEKTPOHHOTO JOKYMEHTA), OTMETKA O
NEPEHOCE CpPOKAa MCIHOJHEHUS JOKYMEHTa, CpPOK XpaHEHHUS JOKYMEHTa,
HAaMMEHOBAaHUS NPWIOXKEHUN K 3JIEKTPOHHOMY JIOKYMEHTY, KJIIOYEBBIE CJIOBA,
CTaTyCc JOKyMEHTa (IPOEKT, BEpPCHUs), BUJA IEpeadyd JOKyMEHTa (3JIEKTPOHHOU
MOYTOM, TOYTOMN, (PaKCOM H T. J1.) U JIp.

Cpokn XpaHEHHsI SJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUs] JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMA W  WHBIMHU
HOpPMATHBHBIMM TNpaBOBbIMH akTaMu Poccuiickoii ®enepauuu, TUIOBBIMU
NEPEYHSIMU JJIsl aHAJIOTUYHBIX TOKYMEHTOB Ha OyMaXHOM HOCHUTEIIE.

5. Opranuzaunus 10KyMeHT0000POTA  UCIIOJTHEHUSI JOKYMEHTOB.

IIpuem 1 00padoTKa MOCTYNAKIIUX JOKYMEHTOB.

JIBMKEeHUE JOKYMEHTOB C MOMEHTa MX CO3JaHUs WIH IOJIyYEHHUS JI0
3aBEPIICHUS UCTIOJHEHUS WM OTIIPABKUA 00pa3yeT JOKYMEHTOOOOPOT.

B noxymeHTooOOpoTE€ 00pa3oBaTENbHON  OpraHU3alldd  BBIICISIOTCS
CJIEIyIOLIME JOKYMEHTOMOTOKHU:

a) BXOJsII1asi KOppeCcHoHACHIUs (Fopuinueckue u pusznueckue Jauna);

0) ucxoadias KOppecnoHIeHIUs (Fopuandeckue U (PU3nIecKue JIIa);

') BHYTPEHHSA JOKyMEHTAIU.

JloctaBka M OTIpaBKa JOKYMEHTOB OCYIIECTBIISIETCS, KakK IpaBWio,
CpPEACTBAaMHU MOYTOBOM U 3JIEKTPOHHOM CBS3H.

JIOKYMEHTBI, OCTyHaroe B 00pa30BaTEIbHYI0 OpraHU3alUI0, MPOXOAST
NEPBUYHYI0 00pabOTKy, pErucTpaluilo, MPEJBAPUTEIBLHOE PAacCCMOTpPEHUE,
nepesadyy pyKOBOJACTBY Ha PACCMOTPEHHUE, NEPENAOTCS MCIOJHHUTEISIM M I10CIE
VICITOJIHEHHSI IOMEIIA0OTCA B JIETa.

[IpueMm w mepBuuHass O00pabOTKAa JOKYMEHTOB  OCYIIECTBIISETCS
JIEJIOMPOU3BOAUTEIIEM.

Jlenonpou3BoAUTENb MPOBOJUT: MPOBEPKY MPABUIBHOCTH aIPECOBAHUS
MNOCTYMAIOIMIMX JTOKYMEHTOB, MpPaBUJIBHOCTH JOCTaBKM U  KOMIUIEKTHOCTH
JIOKyYMEHTOB; COPTHUPOBKY JOKYMEHTOB Ha TMOJUICKAIIUME W HE MOJJIeKAIIHe
PEruCTpalnH.

[TomyyeHHbIE KOHBEPTHI C KOPPECMOHACHIIMEH BCKPBIBAIOTCS, MPU 3TOM
IIPOBEPSAETCS HANMYME BJIOKEHUH, a TAaKXKE YKa3aHHbIX B JIOKyYMEHTax
npuiiokeHuil. B ciayuyae moBpexaeHUs YNaKOBKU M BIIOKEHUN JINOO OTCYTCTBHS
NPWIOKEHUN COCTaBISIETCA aKT B JABYX JK3eMIusipax. OAuH 3K3eMIUSIp aKTa
HAIpaBIIIETCS KOPPECHOHACHTY, BTOPOH NPHUOOIIAETCS K MOCTYNHBIIEMY
JOKYMEHTY.
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OmmbouHO  MpHUCIaHHAs  KOPPECHOHACHIMS  MEpechulaeTcsi 1o
MIPUHAJJICKHOCTH, €CJIM HM3BECTEH aJpec noiiyyarens. B MpoTUBHOM citydae
KOPPECIOHAEHIINS BO3BPAILIAETCS OTIPABUTENIO.

KonBepTel 0T moOCTynaromen KOPPECHOHACHUMU  COXPAHAKTCA U
MpUIararoTcs K JOKYMEHTaM JIMIIb B TOM CJIy4dae, KOT/Ia TOJIBKO M0 HUM MOYHO
YCTaHOBHUTH AJIpEC OTHPABUTEINSA WJIM, KOTJAa JaTa MOYTOBOrO IITEMIEIS HUMEET
3HAYEHUE B KAUECTBE JI0KA3aTEIbCTBA BPEMEHH MOJTYYEHUS JOKYMEHTA.

CrnennaucToM HE BCKPBIBAIOTCS KOHBEPTHI IMUCEM C HAAMMCBIO <«JIAYHOM.
OHu nepearoTcs 10 Ha3HAYEHUIO.

Wudopmanms ©  AOKYMEHTBI O  JICATEIBHOCTH  00pa3oBaTeNbHOM
OpraHu3alvy, HE YKa3aHHble B 4dacTu 2 crtatbu 29 @DenepanbHOrO 3aKOHA
or 29 nekabps 2012 roma Ne 273-®3 «O06 ob6pazoBanuu B Poccuiickoii
®denepauuny», NPEICTABISAIOTCS PYKOBOAMTENIEM OOpa30BaTEIbHONW OpraHU3ALMH
10 00paIlleHHIO TpaskJJaHUHA JINOO JOJHKHOCTHOTO JHIla TOCYJapCTBEHHOTO OpTraHa
WJIM OpraHa MECTHOI'O CaMOYIIPABIICHUS B CIy4YasX U MOPSJKE, IPELYCMOTPEHHBIX
3aKOHOIaTeNnbCTBOM Poccuiickont denepaunu.

[IpencraBinenre uHPOpPMALMM MHBIM OpPraHMU3alMsIM O JESTEIBHOCTH
00pa30BaTEeNbHON OpraHU3alMi OCYILIECTBIAECTCA yUYpeIUTENeM OpraHu3aluH, B
OTHOILIEHUU KOTOPOM Takasi MH(pOpMalus 3arpaiinBaeTcs.

IIpenBapuTrebHOe paccMOTpeHHE JOKYMEHTOB.

Jlemonpon3Boautens W (WIKM) JIAIO, OTBETCTBEHHOE 3a BEACHHE
JIEIIONPON3BOACTBA, MPOBOAUT IPEABAPUTEIBHOE PACCMOTPEHHE TOKYMEHTOB B
HEeNSIX  BBIICTCHUS W3 BCEro MAacCHBa MOCTYNHBIICH  KOPPECIOHICHIIUU
JOKYMEHTOB, TpeOyromux o0s3aTeTbHOTO  PAacCMOTPEHUS  PYKOBOIHUTEIEM
o0pa3oBaTeIbHON OpraHu3anuu.

OcHoBaHMEM JJi1 TPUHATHS pELIEHUS B XOJ€ MPEABAPUTEIHLHOTO
paccMOTpeHHUs SIBJISIETCS COAEpkKaHME JOKYMEHTa, a HE aJpecoBaHHe JOKYMEHTa
COOTBETCTBYIOIIEMY PaOOTHUKY.

Pe3ynapTaTtoM mnpenBapUTENbHOTO PAacCMOTPEHUS SIBJISIETCSl HalpaBlieHUE
JOKYMEHTa PYKOBOJHUTENO0 O0pa30BaTEIbHOW OpPraHM3alud WU JOJHKHOCTHOMY
JUIYy B COOTBETCTBUM C YCTAHOBJICHHBIM paclpeiesieHueM 00A3aHHOCTEH Mexay
PYKOBOAMTENEM U JOJDKHOCTHBIMM JIMLAMHU JUJIs BBIHECEHHS YKa3aHHUS II0
UCTIOJTHEHUIO JTOKYMEHTA.

Perucrpauust 10KyMeHTOB.

[lepemaua MOKYMEHTOB Ha PETUCTPALMIO MPOU3BOAUTCS TOJBKO MOCIE HX
MPEABAPUTEIIBHOTO PACCMOTPEHMUS.

Peructpanuu nojjiexar Bce JTOKYMEHTBI, TPEOYIOIIUE y4yeTa, UCTIOJHEHMUS,
WCIOJIb30BaHUs B CIIPABOYHBIX LIEJSAX, KAK MOCTYIAOIINE U3 APYTUX OpraHUu3alun
M OT YacTHBIX JHI, Tak W oOpa3yromuecs B TMpoIecce IeATeTbHOCTH
oOpa3oBaTeIbHON OpraHu3alliH.

He nmoasie:xar perucrpaumu:

nosopasumeJibHvle NUCbMa,

menecpammol,
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npueiacumesnvbHole OuIemul,

uHgopmayus 0151 céedeHusl,

byxeanmepckue 0OKyMeHmbl NEPBUYHO20 Yuemd,

epaghuxu, Hapsovl, 3a586KU,

PeKIAMHble U3BeUjeHUsl, NIAKAMbl, NPOSPAMMbL CO8eWaHU, KOHDepeHyull,

mexHu4ecKue yciosus, 3a0anus,

cuema Ha ON1AMy MamepuaibHuiX YeHHoCcmell,

neuammuule U30aHus (KHU2U, HCYpHAbl, OI0Iemenn),

KOpPeCNOHOeHYUsl, A0pecOB8AHHAsL PAOOMHUKAM C NOMEMKOU «JIUUHOY.

Perucrpamus 1oKyMEHTOB TPOU3BOAMTCS C IETBI0 O0SCIICUCHUSI UX y4YeTa,
KOHTPOJIS 32 UCTIOJTHEHUEM U OTIEPATUBHBIM UCIIOJIb30BaHUEM WH(MOPMAITUH.

Perucrparnus 10KyMEHTOB MTPOU3BOAUTCS B ACHBb X MOCTYTUICHUS.

JlommyckaeTcsi OTMETKa O TIOCTYIUICHHM JIOKYMEHTa B OpTaHU3AIUIO
MPOCTABJIATh B BUJE IITaMIIA UJIW OT PYKW B HIKHEW YacTH JIMIEBOW CTOPOHBI
MEePBOTO JINCTA JOKYMEHTA WK Ha ero 000poTe.

Peructpamusi JOKYMEHTOB 3aK/IIOUYaeTCs B BEJACHUU 3alllCH  YUYETHBIX
JAHHBIX O JOKYMEHTE [0 YCTAaHOBJIEHHOW pPETruCTpaliMoHHON (opme, KOTOPBHIM
bukcupyercss GakT co3gaHus, OTHPABICHUS WM TMOJTYYEHHUS JIOKYMEHTa IyTeM
MPOCTABJICHUS HA HEM PErMCTPAllMOHHOTO MHJAEKCA C TOCIEIYIONIeH 3amuchio B
yKa3aHHBIX (hopMax HEOOXOAUMBIX CBEJCHUHN O JOKYMEHTE.

JIOKyMeHTBI,  TOCTymaronme B o0pa3oBaTelbHYI0  OpPTaHHU3AIHIO,
peructpupyroTcs B KHure/sxypHaiie perucTpamnyy BXOSIIEeH KOPPECITOHACHITIH, a
T€, YTO OTIPABIAIOTCSI W3 HEro, - KHure/ >KypHaje perucTparuu HCXOJsIen
KOPPECTIOHICHITNH (npuiodicerue 5).

PacnipeneieHre NOCTyNalIMMX JOKYMEHTOB.

Ilocne perucrtpauuu  JTOKYMEHTHl IEPENAIOTCS HA  PACCMOTPEHHUE
PYKOBOAMTENO 00pa30BaTeNIbHOM OpraHu3aluy.

Ilocne paccMOTpeHMsT pPYKOBOAUTENEM JOKYMEHTBHI  BO3BpallatOTCs
NEJNONPOU3BOAUTENO W (WIM)  JUIy, OTBETCTBEHHOMY  3a  BEJCHHUE
JIEJIONPOU3BOCTBA, JJI MEPEHECEHHs] YKa3aHWW 110 UCIIOJHEHUIO JOKYMEHTa B
KYPHAJI pETUCTPALMU BXOJSAIIUX JOKYMEHTOB. B COOTBETCTBUM C yKa3aHHUSAMM IO
UCIIOJTHEHUIO TIOJUIMHHUK JIOKyMEHTa HaIpaBisieTcs paOOTHHKY, SBIISIOIIEMYCS
OTBETCTBEHHBIM UCIIOJHUTEIEM, a COUCIOJHUTEISIM HAMNpaBIIAIOTCS  KOMHH
JIOKYMEHTOB (€clii HMMEIOTCS), O 4YeM JenaeTcs OoTMeTka B Kuure/xypnane
pPErucTpaluy BXOASIIMNX JOKYMEHTOB.

DONEeKTpOHHBbIE  COOOIEHUS, TOChUIAEMbIE IO AJIEKTPOHHOM  MOoYTe,
UCIIOJIHSIIOTCSL AHAJIOTUYHO JOKYMEHTaM Ha OyMa)KHbIX HOCHUTENSIX C YYETOM
OTIpENEIEHHON CEU(PUKN B IPOLECCE UCTIOTHEHNS.

Iopsinok 00padOTKM M NPOXOKIAEHUA HCXOASIIUX M BHYTPEHHHX
JTOKYMEHTOB.

[Topsimok MOATOTOBKHM MCXOSAIIUX JOKYMEHTOB BKJIOUAET B ce0st paboTy 1Mo
COCTaBJICHUIO TPOCKTA JOKYMEHTA, COrIaCOBAHUIO, MOANUCAHHUIO (YTBEPKICHHUIO)
U OTIPaBKE.
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Jlo mepepadyr NOATOTOBJIEHHOIO JOKYMEHTa Ha MOJANHCH HCIIOIHUTEIND
JOJDKEH TPOBEPUTh €ro COJAEpKaHHUE, IPAaBUIBHOCT O(QOPMIICHMS, HaJIU4He
HEOOXOJUMBIX BHM3 U MNPUWIOKEHUH. JOKyMEHT mpeacTaBisieTcss Ha MOJIUCH
BMECTE C MaTepUalaMM, HA OCHOBAaHUYU KOTOPBIX OH TOTOBUIICS.

BHyTpeHHUE TOKyMEHTBI O(POPMIIAIOTCS U UCTIONHAIOTCS (MCIOIB3YIOTCS) B
npenenax o0pa3oBaTeIbHON OpraHU3aIiy.

BHyTpeHHUE AOKyMEHTH! (IOKJIAJHbIE 3alUMCKH, CIPAaBKH, CBOJAKUA U Jp.)
paccMaTpHUBAOTCS TEMH JIOJKHOCTHBIMU JIMLIAMH, KOMY OHH HaIlPaBJICHBI.

Peructpanus oTmpaBisieMbIX JOKYMEHTOB OCYIIECTBIIIETCA B JI€Hb HX
noAanucanusi  (YTBEpXKICHHUS]) WIM  HA  CIeAylouud  pabouumii  JIeHb.
PeructpallMOHHBIE HOMEpP JOKYMEHTa M JlaTa PErucTpaluy NpPOCTaBISIOTCS Ha
MOJUTMHHUKE JOKYMEHTa B PEKBH3UTaxX OJaHKa W Ha KOMHHU, OCTAIOIIEHCS B Jele
oOpa3oBarenbHOl opranu3auud. CHpaBOYHBIM anmaparoM Uil  UCXOISALIUX
JIOKYMEHTOB SIBJISIETCS )KYpPHaJ PETUCTPALMH 3TUX JTOKYMEHTOB.

OTnpaBKy HMCXOASIIMX JOKYMEHTOB IPOM3BOJIUT JEJIONPOU3BOJIUTEINL H
(umu) MO, OTBETCTBEHHOE  3a  BeJEHHE  JienomnpousBojcTBa.  CpouHas
KOppEeCHOHAeHIUS 0(hOPMIISETCS U OTIPABIISETCS HE3aMEJIUTENBHO.

Ornpasnsiemass 1O MOYTE KOPPECHOHACHIMS IMPOXOIUT  YIAKOBKY,
aJpecoBaHne, IPOCTABICHUE CTOMMOCTH IIOYTOBBIX YCIYI M Iiepefady Ha
OTIIPABKY B MECTHOE OT/IECJICHUE CBA3H.

Ha 3aka3Hyr0 KOppECHOHIECHIMIO, HAa JIOKYMEHTBI C MOMETKON «Jljist
CIIy’K€OHOTO T0JIb30BAaHUS» COCTABIISIETCSI PEECTP, KOTOPBIA 3aTEM BO3BPAILACTCS
NEJONPOU3BOAUTENO W (WIM)  JUIy,  OTBETCTBEHHOMY 32  BEJEHHUE
JIEJIONPOU3BOCTBA, C PACIUCKON paOOTHUKOB IMOYTOBOIO OTIEIEHUS CBSI3U WU
MHOTO JIMIIA, 00€CIIeUNBAIOIIET0 OTIPABKY JTOKYMEHTOB.

Ilepenaya ¢ UCTIOAB30BAHUEM CPEACTB (DAKCUMUIIBHOM CBSI3U JTOKYMEHTOB,
COJEpIKaIINX CIyXEOHYI0 HH(OPMALINIO OTPAaHUYEHHOT'O PAaCIPOCTPAHEHUS], B TOM
yuciae ¢ TNOMeTKoW «/[ns  cioykeOHOro TmoJb30BaHUS», HE pa3peliaercs.
Kareropuuecku 3ampermiaercss nepenaya No CpeacTBaM (PAaKCUMHIIBHOM CBS3U
CEKPETHBIX JOKYMEHTOB.

C ucnonbp3oBaHUEM CpencTB (GAaKCUMUIBHON CBSI3U MOTYT OBbITh NEpelaHbl
MaTepuasbl TEKCTOBOIO, TAOJUYHOIO WIH IpaUyecKoro XxapakTepa, UCIIOJTHEHHbIE
TUNIOTPA(PCKUM, MALIMHOMUCHBIM HWJIM PYKOIHCHBIM CHOCOOOM B UYEpPHOM WIIU
TEMHO-CMHEM 1IBET€ C YETKMUM M KOHTPACTHBIM H300paxeHueM (IepBble
HK3EMIUISIPbl UM UX KCEPOKOIWHK) Ha Oeoil Oymare ¢ MHUHUMAaJIbHOW BBICOTOM
OykB u mudpp 2 mMMm. OO0beM mnepenaBaeMoro B TEUEHHE OIHOTO CEaHCa CBS3U
JIOKYMEHTA, BBINIOJIHEHHOTO Ha Oymare gopmara A4, He TOKEH NMPEBBILATh MSATH
JIUCTOB.

OTBETCTBEHHOCTh 3a cojJepKaHue uHoOpMalnuu, TepeaaBaeMol C
UCIIOJIb30BaHUEM CPENICTB (PAKCUMMIIIBHOM CBS3H, BO3JIaraeTcsi Ha MCIOJIHUTEI,
MOJIFOTOBUBIIETO (pakcorpaMmy AJisi Iepeayu.

Oco0eHHOCTH PadOTHI € 3JIEKTPOHHBIMH JOKYMEHTAMH.
B o6pa3zoBaTenbHOI OpraHru3aIii MOTYT CO3/1aBaThCsl U UCTIOJIb30BAThCS:
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. AJIEKTPOHHBIE TOKYMEHTHI, CO3/1aBaeéMbie B AJIEKTPOHHOU (opme 0e3
IPEBAPUTEIBLHOTO TOKYMEHTUPOBAHUS HA OYMaKHOM HOCHUTETIE;

. AJIEKTPOHHBIE O00pa3bl JOKYMEHTOB, IIOJyUYEHHBIE B pE3yJbTaTe
CKaHUPOBAaHUS JIOKYMEHTOB M  XpaHAIIMECS B CHUCTEME  3JIEKTPOHHOTO
JIOKYMEHTO000pOTA.

IIpuem wu oTOpaBKa ANEKTPOHHBIX JOKYMEHTOB  OCYLIECTBIISIOTCS
JEJIIONPOU3BOAUTENIEM WM OTBETCTBEHHBIM 32 BEACHUE JIEJIONPOU3BOJCTBA B
00pa30BaTENbHON OpraHU3aIIH.

DNEeKTPOHHBIE JOKYMEHTBI CO3JAI0TCS, 00pabaThIBAlOTCA M XpaAHATCS B
CHCTEME AJIEKTPOHHOTO JJOKYMEHTO000pOoTa 00pa3oBaTeIbHON OpraHu3aluy.

DNEKTPOHHBIA JOKYMEHT JOJKEH ObITh O(OpMIICH MO OOIIUM MpaBUiIaM
JICIIONPON3BOACTBA U HUMETh PEKBHU3UTHI, YCTAHOBJIEHHBIC I AHAJIOTHYHOTO
JIOKyMEHTa Ha OyMa)kKHOM HOCHUTEJE, 32 UCKIIOYCHHEM OTTHCKA MeYaTH.

JUis  TOATBEP)KIAEHUS  MOAJUHHOCTH  3JEKTPOHHBIX  JOKYMEHTOB B
o0pa30BaTeIbHOM OpraHU3alui UCIIOIb3YIOTCS 3JIEKTPOHHBIE LU(POBBIE IOIUCH.
Hcnonp3yemple cpencTBa AJIEKTPOHHOM IU(PPOBOM MOANHMCH JOJKHBI OBITh
cepTU(ULUPOBAHBI B YCTAHOBJIEHHOM IOPSIKE.

Enununelr ywera OSJIEKTPOHHOIO JOKYMEHTa SBJISIETCS DJIEKTPOHHBIN
JOKYMEHT, 3aperUCTPUPOBAHHBIA B CHUCTEME 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa
oOpa3oBaTeNbHOM  OpraHM3alu.  DJEKTPOHHBIA  JOKYMEHT,  HMEIOLIHi
IPUIIOKEHUS, PETUCTPUPYETCS KaK OJUH JOKYMEHT.

[Tocme oTmpaBKH JIIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO SJIEKTPOHHOM
MOJIMUCHIO0 YIIOTHOMOYEHHOTO JOKHOCTHOTO JIMIIA, TOCBUIKH aJIpecaTy ero KOmuu
Ha OyMa)XHOM HOCHTEINe, KaK MpaBWIIO, HE TpeOyeTcs, 3a UCKIIOYEHHEM OTBETOB
Ha oOpalieHus rpak1aH, MTOCTYIIUBIINAX o MH(pOpMaMOHHO-
TEJIEKOMMYHUKAIIMOHHBIM KaHajlaM, Ha KOTOPBIEC 3asBUTENIO AeTCs MUChbMEHHBIN
OTBET, HANPaBJISIEMBbI [0 IOYTOBOMY aPECy, YKa3aHHOMY B OOpaIlleHUU.

HcnonHeHHbIE 3JIEKTPOHHBIE JOKYMEHTHI CHCTEMaTHU3UPYIOTCS B Jejla B
COOTBETCTBUM C HOMEHKJIATypol Jen o0pa3oBaTeidbHOM OpraHu3alud U
UH/ICKCUPYIOTCS B TIOPSAKE, YCTAHOBJICHHOM B OTHOILIEHUU JIEJ, COCTABJICHHBIX U3
JOKYMEHTOB Ha OyMaxxHoM HocuTtene. Ilpu coctaBieHMH HOMEHKJIATYyphl 1€l B
3aroJI0OBOK JIeJia BKJIIOUAeTCsl yKa3aHue « DJIEKTPOHHBIE TOKYMEHTBI.

Nudpopmanuonnas 6€3011aCHOCTb.

WNudopmanmonHsie pecypchl 00pa3oBaTeIbHON OpPraHM3AIMH IO JTOCTYITY
(BO3MOXKHOCTH HCTIOJTb30BaHU) TIOJIPa3ICIIIOTCS Ha OTKPBITYIO
(oOmenocTynHy) uHbOpPMaIUIO, CIyXkeOHYyr0 HHOpManui U HHGOPMAIUIO
OTPaHUYCHHOT'O PACIPOCTPAHEHHUS (JIOCTYyTIa).

K kareropum OTKpbITOM WHpOpMAIMM  OTHOCHTCS  HMH(pOpMAIus,
coJiepkarascss B JOKYMEHTax W 0a3ax JaHHBIX 00pa30BaTEIBHONW OpraHU3aIliy,
HETMOCPEICTBEHHO 3aTParnBaroias mpaBa u HHTEPECHI TPaXIaH.

K «kareropum ciyxeOHOM uwH(OOpPMAIMU  OTHOCUTCS  HMH(pOpPMAIIUS,
coziepkarascss B JOKYMEHTaxX W 0a3ax JaHHBIX 00pa30BaTEIBHONW OpraHU3aIlny,
npeIHa3HAYCHHAs ISl JOJKHOCTHBIX JIWI] U PAOOTHUKOB, TIPU BBHITIOJTHEHUN UMH
CBOMX (DYHKUIMOHAJIBHBIX OOSI3aHHOCTEH, HE 3aTparMBaollas HalpsMylO IpaBa
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U UHTEPEChl TPaXKIaH ¥ HE OTHOCAMIAACS K KATErOPpUU OTPAHUYECHHOTO
pacrpocTpaHeHus (oCcTymna).

K kareropun wuHbopmaum OrpaHUYEHHOTO PaCHpOCTpaHEHUsl (IOCTYyIa)
OTHOCUTCA HH(OpMalUs, COAEpKalascsi B JOKyMEHTaXx u 0a3ax JaHHBIX,
BKJIIOYAIOIIAsi CBEJICHUSI KOH(PHUICHIIMAILHOTO XapaKTepa.

Bes undopmanus, copepkamasics B JOKyMEHTaXx M 0aszax JaHHBIX, IO
YMOJITYAHUIO SIBJISIETCS OTKPBITOM M oOuieaoctynHoi. Mckmouenue cocrtaBisieT
uH(popMaIusi, OTHECEHHas K KaTeropusiM CIy)KeOHOH ©  OTpaHWYEHHOTO
pacrpocTpaHeHus (JocTymna).

JHoctyn mosb3oBaTene Kk nHPpOpMaIui OrpaHUYUBACTCS IMyTEM OTHECEHUS
nH(OpPMAITMU K COOTBETCTBYIONICH KAaTerOpud M  HAJOKCHHEM Ha Hee
COOTBETCTBYIOIIET0 Tpuda OrpaHuueHUs pacupocTpaneHus. Wuapopmarus
OTPaHUYEHHOIO0 J10CTyna cHabx)aercst rpudom « s ci1y>keO0HOro MOJb30BaAHUD.

[IpaBoM oTHeceHus MHGOPMAIMU K KAaTETOPUH OTPAaHUYEHHOTO JIOCTYIa U
HAJOXKEHUS COOTBETCTBYIOIIEro Tpuda oOmagaeT aBTOp JOKyMEHTa IIO
COTJIaCOBaHUIO C PYKOBOJUTENEM 00pa30BaTEIbHOM OpraHu3aIiu.

JlokymMeHTHpOBaHHas WHGOPMAIUS OTPaHUYEHHOTO paclpocTpaHeHus O0e3
CaHKIIMM  JOJHDKHOCTHOTO  JIMIIA, YCTAHOBUBILETO PEXKHUM  OTPaHUYEHHOTO
pacmpocTpaHeHus: JJid JAaHHOTO JIOKYMEHTa, HE TMOJICKHUT pas3TalleHUIo
(pactipoctpanenuto). [lpemgocraBieHrue TMONB30BATENSAM JIOCTyHa K JaHHOU
uHGOPMAIIUU OCYIIECTBISIETCS] MCKIIOYUTENFHO M0 COTJIACOBAHHMIO C yYKa3aHHBIM
JOJDKHOCTHBIM JIUIIOM ITYyTEM ITO1a4l COOTBETCTBYIOIICH 3asBKH.

JIOMKHOCTHBIC JWIla, MPUHSBIINE PEIICHHE 00 OTHECCHWH HWH(OpPMAIINH,
3a()UKCHUPOBAHHON B JIOKYMEHTE, K KaTETOPHH OTPAaHUYEHHOTO PACIPOCTPAHCHHUSI,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTh TMIPUHATOTO PEIICHUS W €ro
COOTBETCTBHE JICHCTBYIOIIEMY 3aKOHOIaTEIILCTRY.

Jlnunple gena pabOOTHUKOB, JUYHBIC KAPTOUYKH PaOOTHUKOB, TPYAOBBIC
KHIDKKH PaOOTHUKOB, TTPUKA3bI 10 JIMYHOMY COCTaBY JIOJDKHBI XPaHUTHCS B cetide
WM B METAJUTMYECKOM TIKady.

3anucu B TPYAOBOM KHUKKE IMOIMUCHIBAET PYKOBOIUTEIH 00pa30BaTEeIbHOMN
OpraHU3alluu.

YcTaHoBKa U dKCIUTyaTallsl MPOrPaMMHOTO OOECTIICUEeHHUs, TTOTYUYEHHOTO U3
JHOOBIX UCTOYHUKOB ¥ BBITTOJTHSIONMIETO (DYHKIINH, HE CBSI3aHHBIE HETIOCPEJICTBEHHO
C  BBIIOJHCHHWEM  pa0OTHHKAaMHW  CBOMX  JO/DKHOCTHBIX  OOSI3aHHOCTEH,
KaTerOpHUYeCcKH 3arpelieHa.

Bces nmpencraBieHHas B AJEKTPOHHOM BHUE MH(OpMAIWs, TOCTyHaromas B
00pa30BaTEeNbHYI0 OPTraHU3alNI0, B 00SI3aTEIHHOM TIOPSAKE TOUICKUT TMPOBEPKE
aHTUBUPYCHBIMHU CPEICTBAMMU.

DNeKTpOHHAs TI0YTa MOYKET HCIOJIb30BaThCS TOJB30BATEIIIMA TOJIBKO JIJIS
oOMeHa nH(popMaIen, OTHOCSIICHCS K KaTeropuu, OTKPHITOW M CIY>KEOHOM.
3anperieHo HMCIOoJIb30BaTh MIEKTPOHHYIO TMOYTY JUIA Tepenadu uHbopmaimu,
OTHOCSIIEHCS K KATETOPUH OTPAHMYECHHOTO PaCIIPOCTpaHEHUSI.

6. KoHTpoJb 3a HCNOJHEHUEM JOKYMEHTOB
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Opranuszauus KOHTPOJIS.

KoHnTponto moanexar Bce 3aperucTpUpOBaHHBIE JOKYMEHTHI, TpEOyrolue
ucnojHeHus. KOHTpoab MCHOIHEHUsI TOKYMEHTOB BKJIIOYAET: yUYe€T, MOCTAHOBKY
Ha KOHTPOJIb, KOHTPOJIb CPOKOB MCIIOJHEHUS, HEMOCPEACTBEHHYIO IIPOBEPKY X012
UCIIOJIHEHMS, IPOBEPKY KaueCTBA UCIIOJNIHEHNUS, aHAJIN3 PE3YJIbTaTOB UCIIOIHEHNUS.

KoHTponp 3a wHCHONHEHWEM JOKYMEHTOB YCTAaHaBIMBAE€TCS B LEJAX
o0ecrieyeHnss UX CBOEBPEMEHHOIO M Ka4€CTBEHHOI'O HCIOJHEHUS, MOBBIIICHUS
YPOBHSI OPraHU3aTOPCKON PA0OTHI U UCTIOTHUTEIBCKON TUCHIUTIIIMHBI.

IIpy mocraHOBKE IOKYMEHTa Ha KOHTPOJb HAa IPaBOM BEPXHEM MOJIE
JOKYMEHTa JIeJlaeTcsi OTMETKa O KOHTpOJe, KOTOPYI0 O003Ha4yaioT CJIOBOM
(IITaMnoM) «KOHTPOJIB» Wi OyKBO# «K».

KoHTposo moasiexaT mnpuKasbl, PEIICHHs COBETOB, a TAKXKE JOKYMEHTHI,
NOCTyNAIOLIME HA UM pyKOBOJIUTENSI 00pa30BaTEIbHON OPraHU3aLHH.

Opranu3zanus KOHTPOJIS UCIIOJHEHUS BKIIIOYAET B ceO0sl:

° IIOCTAHOBKY NOKYMCHTA HAa KOHTPOJIb,

. MOHHUTOPHHI" HCIIOJIHCHHA KOHTPOJIbHBIX HOpyLIGHI/Iﬁ JOKYMCHTOB;,
° CHATHUC UCIIOJIHCHHOI'O JOKYMCHTA C KOHTPOJIA;

. HaIlpaBJICHUC NCIIOJIHCHHOI'O JOKYMCHTA B JICJIO.

PykoBoguTenu CTPYyKTYpHBIX MOJpa3feNeHuil (CTapmuidi BOCIUTATENb,
3aBEAYIOIINNA XO3IMCTBOM) 00s13aHbl pACCMATPUBATH COCTOSIHUE UCTIOTHUTEIBCKOM
JUCUUIUIMHBI IO IOKYMEHTaM C MOPYYEHUSMH aIMUHHUCTpPALMU 00pa30BaTeIbHOM
OpraHu3alliy, a TaKXKe MO JTOKYMEHTaM, MOCTYNUBUIMM B UX aJpec, U TPeOYIOIMUX
VICTIOJIHEHUS], U IIOATOTOBKH OTBETA.

JIOKYMEHT CUYUTAeTCs HCIOJHEHHBIM, KOIJa PELICHbl OKOHYATEIbHO BCE
MIOCTaBJICHHbIE B HEM BOIIPOCHI M COOJIIOICHBI CIIEYIOIINE CPOKH:

. €CIIM B JOKYMEHTE ITOCTaBJIEH CPOK HCIIOJHEHHs — B YKa3aHHBIN
CPOK;

. JOKYMEHTBI 0€3 yKa3aHusl CPOKA UCIIOJHEHUS — B MECSIYHBIN CPOK;

. €CIM B JOKYMEHTE HMEETCS MOMETKAa «CPOYHO» — B TPEXIHEBHBIN
CPOK;

. nopy4yeHus: 0e3 yKa3aHusi KOHKPETHOW JaThl MCIOJHEHUS — B
MECSIYHBINA CPOK;

. C IOMETKOU «onepaTuBHO» — B 10-THEBHBIN CPOK;

. no oOpamieHusiM TpaxaaH, TPeOYIOIHMM  JOMOJIHUTEIBHOIO

U3YYCHHUS U MMPOBEPKH, — J0 OJHOT0 MecsIia CO JHS PETUCTPAIliH, 10 OCTaTbHBIM
— He Oostee 15 nHE.

Cpox ucumcisieTcsl B KaJ€HAapHbBIX JHAX C 1aThl OANMACAHNS JOKYMEHTA.

Ecnu nocneanuii 1eHb MCMIONHEHUS IOKYMEHTA IPUXOAUTCS Ha Hepabouui
JI€Hb, OH MOJICKUT UCIIOJIHEHUIO B IPEIIIECTBYIOLUIMN eMy pabouuii AeHb.

[Ipy HEOOXOIMMOCTHM TPOJUIEHHS CpPOKAa HCIOJHEHUS JIOKYMEHTa
OTBETCTBEHHBI  MCIIOJHUTENL  INPEACTABISIET HA UM PYKOBOAMUTENA
o0pa30BaTeNbHON OpraHu3alMy, 1aBIIEro MOPyYeHNEe, MOTUBUPOBAHHYIO MIPOCHOY
O €ro MIpPOJJICHUU HE I03JHEEC YeM 3a TPU JIHS N0 UCTEUYECHUSA YCTAHOBJIEHHOIO
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CpoKa.
OTBeTCTBEHHOCTh 32 CBOEBPEMEHHOE HCMOJHEHHE IOKYMEHTAa
BO3J1araercsi Ha paGOTHUKA, ABJISIONIET0CSI OTBETCTBEHHBIM HCIOJTHHUTEJIEM.

Iopsigok CHATHA JOKYMEHTOB C KOHTPOJIS.

JIOKYMEHTBI CHUMAIOTCSI C KOHTPOJISA, €CIM PEMIEHBI IMOCTABIEHHBIE B HUX
BOIIPOCHI MJIK aBTOPaM JIaH OTBET MO CYLIECTBY.

Ecnu no pa3spemaeMomy BONPOCY OKUIAETCS OTBET, TO OH BMECTE C KOIUEH
OTBETA 3asBUTEII0 MOXKET HAXOAUTHCS Y UCIIOIHUTEIS Ha KOHTPOJIE.

[IpoMeXyTOUHBIN OTBET, paBHO KaK U 3alpocC MO UCHOJIHAEMOMY JOKYMEHTY
WJIM YaCTUYHOE MCIOJHEHUE OPYUCHHMS, HE SIBISIETCS OCHOBAHUEM JIJISI TPU3HAHUS
JIOKYMEHTA UCTIOJTHEHHBIM.

CHATh JOKYMEHT C KOHTPOJII MOXET TOJBKO JOJKHOCTHOE JIUIIO, KOTOPOE
IIOCTaBUJIO €r0 Ha KOHTPOJIb.

OcHoBaHuMEM [ CHATHS C KOHTpPOJIA JOKYMEHTOB C HOPYYECHMSIMU
pykoBoauTeNs 00pa30BaTEIbHOM OpraHU3alluy  SIBISETCS JOKYMEHT — OTBET,
HOANKMCAHHBIA PYKOBOIUTEIEM.

Ecnu Bce mocTaBiieHHBIE B JJOKYMEHTE BOIPOCHI PELIEHBI B ONEPATUBHOM
nopsiike, 0e3 MOArOTOBKM NMHCbMEHHOTO OTBETAa, HCIOJHUTENb Ha JOKYMEHTE
JieNaeT KPaTKyro 3allich O PEIIEHUN BOIPOCA, YKa3bIBAET JaTy U MOANMCH, ITOCIE
Yero JOKYMEHT IOMEUIAeTCs B JEIIO.

7.Y4eTr u XpaHeHHUe nevyare, ITaMIoB U 0JIaHKOB.

OO0s3aTeIbHOMY YYETYy MOJUIeKaT BCE BUABI MeYaTel W IITAMIIOB, OJaHKHU
CTPOTOM OTUETHOCTH, KOMAHAMPOBOYHBIE YJOCTOBEPEHUS, CIYKCOHbIC 3aJaHMUs,
TPYAOBBIE KHUKKH.

Yyer Bcex meyaTedl MW IITaMIOB, HMMEIONUXCS B 00pa3oBaTEIbHOU
OpraHM3alMH, BEACTCS B CIIENUAILHOM XKypHaie (npunosicenue 3).

KypHanel yuera BKIIOYAKOTCS B HOMEHKIATypy Jen. JIMcTel ux
HYMEPYIOTCSI, IPOIIMBAIOTCS U ONEYAThIBAKOTCSI.

[leyatn u MWITaMOBl JODKHBI XPAaHUTHCS B celdax WM METaNIMYeCKHX
mkagdax.

OTBETCTBEHHOCTh 3a XpaHEHUE M MCIOJIb30BAHUE TeYaTel, MTaMIIOB HECYT
JIOJDKHOCTHBIC JIMIIA, KOTOPBIE MCIOJB3YIOT B CBOEH paboTe meyaTH, IITaMIlbl U
OJIaHKHU.

YHuutoxkeHue OJaHKOB TMPOM3BOJAUTCS IO aKTy C OTMETKOM B
COOTBETCTBYIOIIUX JKypHaIaxX ydera.

[ledyatu v mITaMIbl YHUUTOXKAIOTCS TIO aKTy.

IIpoBepka Hamuuus TedyaTei, IMITAMIIOB M OJIAHKOB, a TaKXe IMOpsAIKa HX
XpaHEHHUs W UCIO0JIb30BaHMS TPOU3BOIUTCI KOMUCCHUEHN HE pEXe OJTHOTO pasa B Tojl
OJIHOBPEMEHHO C IIPOBEPKOM COCTOSIHUSA JIEIOTPOU3BOCTBRA.
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8.CocraBiieHHe HOMEHKJIATYPBHI Jiel.

HomeHnkiaTypa aes - 3To 00s3aTeNIbHBIA TSI KakJa0W oOpa3oBaTeIbHON
OpraHu3allid CUCTEMaTU3UPOBAHHBIN MepeueHb HAMMEHOBAaHUMN (3ar0JIOBKOB) JIE,
KOTOpble (OpMUPYIOTCS € YyKa3aHHEM CpPOKOB XpaHeHus jein. Dopma
HOMEHKJIATYpHhI Jies1 00pa30BaTebHON OpraHu3alvy MPUBEICHA B npuiodceHuu 6.

Homenknarypa nen mpeaHa3HayeHa Il YCTaHOBKM B 00pa3oBaTEIbHOU
OpraHu3alyi €AUHOTO Topsaka (OpMUPOBAaHUA €N, OOecreueHusT X yuera,
ONEPAaTUBHOIO MOMCKA JOKYMEHTOB IO WX COAEPKAHHUIO M BHJY, ONpPENEICHUs
CPOKOB XpAaHEHUs J€l W SBJSIETCA OCHOBOM [JIi COCTABJICHHMS OIMCEW el
MOCTOSIHHOT'O M JIIUTENbHOro (cBbiIe 10 JIeT) XpaHeHus, a TaKxKe I ydeTa Jell
BpeMeHHOTO (A0 10 JIeT BKIIOUUTENHHO) XPaHEHUS.

B rpage 1 HOMEHKIATYpBI €1 MPOCTABISIOTCA MHAEKCHI KaXXIOTO JIEla,
BKJIFOUEHHOTO B HOMEHKJaTypy. WHaekc pena CcOCTOMT U3 LU(PPOBOTO
0003HauYeHHUsI U3 IITATHOTO pachucaHusi 00pa3oBaTebHON OpraHu3auu (Koaa) u
IOPSIKOBOTO HOMEpA 3arojloBKa Jejla 10 HOMeHkinarype. MHaekcel nen
0003HavYa0TCs apaOCKUMH [IUPPAMH.

[Ipumep —

12-05, roe 12 — o6o3nauenue (koxa), 05 — MOPSIKOBBI HOMEp 3arojioBKa
Jiena B pasjiesie HOMEHKIATYphl el

B rpage 2 HOMEHKIIATYPBI 1€7 IPOMKMCHIBAIOTCS 3arOJIOBKH JEII.

3aroyioBOK Jiea JTOJKEH YETKO B CKaTo 0000uieHHOM (hopme oToOpaxaTh
COCTaB U COAEPKAHUE JOKYMEHTOB JENa.

B 3aronoBkax JUYHBIX U APYTHUX €I, COAEPKALIUX TOKYMEHTHI IO OJHOMY
Bompocy, ynorpeonsercs tepmut JEJIO.

B 3aronoBkax pen, comepKamux IUIAaHOBO-OTYETHYHO JOKYMEHTAIIMIO,
yKa3bIBaeTCs MepuoJ (MecsIl, KBapTal, MOIyTroAue, Toj), B KOTOPOM TUIAHUPYETCS
CO3/1aHUE JOKYMEHTOB WJIM NMEPUOJ UX (PaKTUYECKOTO BBIITOJIHEHUSI.

Bo Bpemsi pa3MelleHHsi 3aroJioBKOB J€1 B HOMEHKIIATYpPE YUYUTHIBAECTCS
BAKHOCTh JIOKYMEHTOB, BKJIFOUEHHBIX B JEJO, UX B3aWMMOCBA3b. B Hauane
pacrosiaratoTcsi 3arojloBKM Jel B OTHOUIEHUH JOKYMEHTOB, MOCTYNHBIIMX OT
OpraHOB BBICIIETO YPOBHSA, Jajee - IO OPraHU3aLMOHHO-PACHOPSIUTEIBHOM
JOKYMEHTAIlUW, IUIAHOBO-OTYETHOM  JOKYMEHTAllMM, [EpPENHuCcKe, Y4YeTHO-
CIIPaBOYHBIM BHJIaM JIOKYMEHTOB. B KaXI0W W3 3THX Tpynmn JOKYMEHTHI TaKXe
pa3MeIaTcs C y4eTOM 3HAYMMOCTH U CPOKOB XPaHEHHUSI.

I'padga 3 HoMEHKIATYypBI A€ 3aN0IHIETCA B TEUEHUE KAJEHAAPHOTO roja —
npu (GOPMHUPOBAHUM HOBOTO JieNla, IPU 3aKPBITUM Jeja M 0 OKOHYaHUU
KQJIEHIAPHOIO rofa.

I[To poctwxenun pgenom odbema B 250 JNHCTOB, TOM 3aKpbIBaeTCs U
OTKpBIBAaETCS HOBBIY TOM. B rpade mocienoBaTebHO YKa3bIBAIOTCS HOMEpPa TOMOB
Y KpailHUE AaThl TOKYMEHTOB Ka)KJI0I0 TOMa.

[Tpumep —

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

DONeKTpoHHBIE [€Ja Ha TOMa HE pa3lensaoTcs. Bce  3leKTpoHHbIE
JTIOKYMEHTBI, HE3aBHUCUMO OT UX 00beMa, BKIIOYAIOTCS B OAHO AJIEKTPOHHOE JIETIO.
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B rpage 4 yxa3biBaeTcs CpOK XpaHEHHUs JIeJ1a, HOMEpa CTaTel 0 TUIIOBOMY
WIM  BEIOMCTBEHHOMY  MEpeYHIO, GheqepalbHOMY  3aKOHY WM HUHOMY
HOPMAaTUBHOMY NIPaBOBOMY aKTy, a MHpPH HX OTCYTCTBUM — II0 THUIOBOM WU
MIPUMEPHON HOMEHKJIAType Je.

B rpage S5 «IIpumeuanue» yKas3bIBAIOTCS CIEIUAIBHBIE CPOKU XPAHEHMUS,
MPOCTABJIAIOTCS OTMETKHU O 3aBEJICHUU JeJ (B TOM YHCIIE B 3JIEKTPOHHOM BUJE), O
BBIJICJICHUN JI€]1 K YHHUUTOKEHUIO N0 MUCTEYEHUU CPOKOB MX XPAHEHHUS, O MECTE
XpaHEHUs MOJJIMHHHUKOB JOKYMEHTOB, O NEPEAade IeJl B APYIYH OPraHU3alHio
JUIS TIPOJIOJDKEHUST U 1p. B rpade nemaroTcss oTMETKH O MEpPEXOASIIUX JAenax C
YKAa3aHHEM CTaporo MHAEKCA JIeIa B CIIy4ae €ro N3MEHEHHS.

[Ipumep —

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

[lo pemam, KOTOpbIE MO KAKMM-TMOO MpPUYMHAM B TEUYEHUE TroJla HE
3aBOJIMIUCH, B Tpade «l[lpumedanme» HOMEHKIATYpPHI €I JIETAeTCs 3aluch —
«/leno He 3aBonunocky». [Ipu 3ToM B rpade 3 mpocTaBiIseTCs MPOUYEPK.

ITo okoHYaHMUM TOJ1a B KOHIIE HOMEHKJIATYPBI J€JI JeJIaeTCsl UTOrOBAsl 3aIUCh
O KOJIMYECTBE 3aBEJICHHBIX /1] (TOMOB).

9. ®opmupoBanue u ogopmiieHHE TeJI.

DopMupoBaHuUe AeJl.

dopMupoBaHUE ACI - 3TO TPYIITUPOBKA UCITOTHCHHBIX JIOKYMEHTOB B JIejia B
COOTBETCTBUM C HOMEHKJIATYPOH JIEI.

Bo Bpems GopMupoBaHusS AeN CIEAyeT MPHUACPKUBATHCS TaKHX OOIIUX
TIPaBUIT;

- TIOMEIIaTh B JIeJIa TOJBKO HCIOJIHEHHBIE JOKYMEHTHl B COOTBETCTBHH C
3aroJIOBKaMu JieJ B HOMEHKIIAType;

- TPyNIUpOBaTh B Jiefla JOKYMEHTBHI, BBHITIOJHEHHbIE B TEYEHHE OJHOTO
kanengapaoro roaa (01.01-31.12), 3a uckimoueHueM Mepexosaimx aei (BeayTcs B
TE€YEHUE HECKOJIBKHUX JIET), IMYHBIX JIET,;

- MOMeEIIATh B JieJla TOJbKO OPUTMHANBI WJIHM, B Cllydae MX OTCYTCTBUS,
3aBEPEHHBIC B YCTAHOBJIICHHOM TOPSIJIKE KOMUHU TOKYMEHTOB;

- HE JIONyCKaTh BKJIIOYCHHUS B JeJIa YCPHOBBIX, JUYHBIX JIOKYMCHTOB,
Pa3MHOKEHHBIX KONHUH W JIOKYMEHTOB, TO/JICKAIIMX BO3BpaTy; pa3iAciIbHO
TPYIIIUPOBATh B Jiesia JOKYMEHTBI TOCTOSTHHOTO W BPEMEHHOTO XpaHCHHSI,

- mo obObemy paeno He AomxHO TmpeBbimaTh 250 muctoB (30-40 MM
TOJIIIUHOMN).

PacrmonokeHnrne JOKyMEHTOB BHYTPH JCIT MTPOU3BOAUTCS B XPOHOJIOTHUECKOM
MOPSIJIKE, TPU KOTOPOM Hanbosiee paHHUE JTOKYMEHTHI PacIoyiaraloTcsl B Hadase
nena.

[Tomoxenusi, mnpaBWwia, HWHCTPYKIMM HW T. I, YTBEPKICHHBIE
pacoOpSIANTENBHBIMU  JOKYMEHTAMH, TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU
JIOKYMEHTAMMU.

[Ipukasbl MO OCHOBHOM AEATENBHOCTH (POPMHUPYIOTCS OTAEIBHO OT MPUKA30B
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M0 KaJpoBbIM BompocaM (JIMUYHOMY COCTaBy) (Ha3HAuY€HHE, IEepEeMEIICHUE,
YBOJIbHEHHE COTPY/IHUKOB) U OT MPUKA30B 00 OTMYCKaX, KOMaHIUPOBKAX U T.II.

[IpoTtokonbsl 3aceqaHuil  KOJJIETMAJIBHBIX  OpPraHOB  00pa3oBaTelIbHOM
OpraHu3alliy TPYNIUPYIOTCS B JieJa B XPOHOJIOTHYECKOM MOPSAKE U 110 HOMepaM
B IMpejenax KajleHJAapHOro rojaa. JJoKyMeHThI K 3aceaHusIM YKa3aHHBIX OpraHOB
CUCTEMATU3UPYIOTCA MO JlaTaM U HOMEpaM MPOTOKOJIOB, a B Ipelesiax TpyMIibl
JIOKyMEHTOB, KOTOpBbIE€ KacaroTCsi OJIHOIO TMPOTOKOJA, - MO TIOBECTKE JHS
3acelaHusl.

[lepenucky cinegyer rpynmnupoBaTh B Jeja 3a MMEPUOJ KaJEHAAPHOIO roja.
B neno mepenucku momemiaroTcs BCE JOKYMEHTHI, BOSHUKIIHNE B XOJ€ PEIICHUS
BOIIpOCA. [lepenucka CUCTEMATU3HPYETCS B XPOHOJOTUYECKOM
MOCJIEOBATEIBHOCTH; TOKYMEHT OTBET IIOMEILIAETCS 32 JOKYMEHTOM-3aIIPOCOM.

Odopmienue ne.

Jlena o0Opa3oBaTeiabHOM OpraHu3alud MOJIekKaT OQPOPMIICHHIO MpPHU HUX
3aBEJICHUM U 110 3aBEPILECHUU T'OJA.

Odopminenue aena — MOArOTOBKAa Jela K XPaHEHMIO BKIIOYAET B ceOs
KOMIUIEKC paboT M0 ONMHMCAHMIO JIeNIa Ha 00JI0KKe, OAIINBKE, HyMEPAllUU JINCTOB
U COCTaBJICHUIO 3aBepuTeNbHOM Haanucu. OdopmieHue Aen MNpOBOIUTCS
pabOTHUKAaMU OpraHU3allK, KOTOPhIE 3aBeNU U CPOPMUPOBAIH JEIO.

B 3aBUCMMOCTH OT CPOKOB XpaHEHUs MPOBOAMUTCS IMOJIHOE WJIM YaCTUYHOE
oopmIIeHHE JIEII.

[TonHoMy o opMIIeHHIO TTOAJIEKAT Jiejia TOCTOSSHHOTO, BPEMEHHOTO (CBBILLIE
10 ner) xpaHeHus (1O JMYHOMY COCTaBY, JIMUHBIE Ji€a YBOJIEHHBIX PAOOTHUKOB).
[TonHoe oopMieHue aena mpeaycMaTpuBaeT:

. MOJIIMBKY WJIA TBEPABIN MEPEILIET JIea;

. HYMEPALMIO JINCTOB B JIEJIE;

. COCTaBJICHUE JINCTA-3aBEPUTEIIS;

. COCTaBJICHHE B OCOOBIX ciydasx (Mpu O(DOpPMIICHHH JUYHBIX JEI,
JUTSL ydeTa 0c000 IEHHBIX JOKYMEHTOB) BHYTPEHHEH OMKCH JIOKYMEHTOB JIEJIa;

. BHECEHHE HEOOXOJMMBIX YTOUHEHUU B PEKBU3HUTHI OOJIOKKH Jelia

(yTouHeHHe Ha3BaHMS TOJpaA3ACIICHUS, HHACKCA U 3arojoBKa Jieja, 1aThl JAeia U
ap.).

Hena BpemenHoro (no 10 neT BKIIOYMTENBHO) XpaHEHHUS MOJJIeKaT
qacTUYHOMY oopmiieHuto. Jlomyckaercs:

° XPaHUTb ACJIa B CKOPOCHIMBATCIIAX

° HC MMPOBOJUTHL NCPCCUCTCMATHU3AINIO TOKYMCHTOB B JICJIC,
° JIMCTBI ACJIa HC HYMCPOBATh,

° 3aBCPUTCIIBHBIC HAAIIMCH HC COCTABJIATD.

JIOKyMEHTBI, TOIJIe)KAIME TTOTHOMY O(OPMIICHHUIO, MOIITUBAIOT HA YEThIPE
IPOKOJIa B TBEPAYIO OOJIOKKY W3 KapTOHA WM TMEPEIUIeTalOTC C YYETOM
BO3MOXKHOCTH CBOOOJIHOTO YTEHHUSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 H
pesomouuidi Ha Hux. [Ipy NOArOTOBKE J€d K MOAIMMBKE (MEperieTy)
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METAJTTNYECKHE CKpeIIeHHs (CKOOBI, CKPENKH) U3 TOKyMEHTOB yaamstorcs. Jlena
MOCTOSIHHOTO XpPaHEeHHsI, COCTOAIME U3 He(HOPMATHBIX JOKYMEHTOB, XPaHATCS B
3aKPBITBIX TBEP/BIX MANKAX C TPEMS KJIallaHAMU U C 3aBSI3KaMU.

[Ipu Hanuuuu B Aelie HEBOCTPEOOBAHHBIX JMYHBIX JOKYMEHTOB (TPYIOBBIX
KHIDKEK W JIp.) 3TH JOKYMEHTBHI BKJIAQJIBIBAIOTCSI B KOHBEPT, KOTOPBIM 3aTem
nojAmmMBaercss B 3To jeno. Ilpu Hamuyuu OOJBIIOrO0 KOJIMYECTBA TaKUX
JOKYMEHTOB OHM MOTYT W3bIMAaTbCA M3 1€, U HA HUX COCTAaBISCTCS OTHAEIIbHAS
OIHCh.

B KkoHIe kaxmoro Jena MOAIIMBAIOTCA YHUCThIe OnaHku GopM IS
3aBEPUTEILHON HANMUCH.

B nmemsx oOecnedyeHHs COXpPAaHHOCTM M 3aKpEIUIEHUS  MOpSAAKa
pacHoJIOKEHUs] TOKYMEHTOB, BKJIOYEHHBIX B JEJIO, BCE JIUCThI, KpOME
3aBEPUTEILHOI0, HyMEPYIOTCS apaOCKUMH LU(ppamMu B IPaBOM BEPXHEM YIIIy, HE
3a/ieBasi TEKCTa JOKYMEHTa, TMPOCThIM rpadUyecKuM KapaHJAlloM WM
HyMEpaTopoM. YTOTpeOJeHUE YEPHUI M IBETHBIX KapaHJaIlell I HyMeparuu
JIMCTOB 3ampeliaeTcs. BHyTpEeHHsISI OUCh UMEET CAMOCTOSITEbHYIO HYMEPALIHIO.

JIucThl 1€, COCTOSIMX U3 HECKOJBKUX TOMOB WM YacTEH, HyMEpPYIOTCS 0
KaXJIOMY TOMY WJIM YaCTH OTJEIBHO.

dortorpadun, dYepTexu, aUArPaMMbl M JPYrUe WIUIIOCTPATUBHBIE U
cnenupuyecKre JOKYMEHTBI, TPEICTABIIAIONINE CaMOCTOSITEIIbHBINA JIUCT B JIETIE,
HYMEPYIOTCSI HA 0OOPOTHOW CTOPOHE B JIEBOM BEPXHEM YTIIy.

Cno>xeHHBIN JTUCT Pa3BOPAUYUBAETCS U HyMEPYETCS B IPABOM BEPXHEM YTIIy.
[Ipu sToM nuct moboro Gopmara, MOAMIUTHIA 32 OJAMH Kpail, HyMEpyeTCsl Kak
OJIMH JIUCT; JIUCT, CJIOKEHHBIM ¥ MOJIIUTHIA 33 CEPEANHY, MOMJIEKUT MEPEIINBKE U
HYyMEpYyeTCsl KaK OJIUH JIHCT.

[TogmmTeie B J1€J10 KOHBEPTHI C BIOXCHUSMH HYMEPYIOTCSA, TPU HTOM
BHA4Yalile HyMEPYETCsI KOHBEPT, a 3aTEM OYEPEAHBIM HOMEPOM Ka)J0€ BIOKEHUE B
KOHBEpTE.

[TogmmTeie B J€JI0 JOKYMEHTHI C COOCTBEHHOW HyMmepalueld JIUMCTOB
(BKJTIIOUAsl T€YaTHBIE WM3JIaHWSA) MOTYT HYMEpPOBAThCS B OOIIEM TOPSJKE WIH
COXPaHATHh COOCTBEHHYIO HYMEpAIMIO, €CIM OHAa COOTBETCTBYET IMOPSIKOBOMY
PacoJIOKEHUIO JIUCTOB B JIETIE.

B ciyyasx oOHapyxeHHs] OOJBIIOrO YMcia OMMOOK B HyMEpalWu JINCTOB
Jiena B I€JI0NPOU3BOJCTBE MPOBOAUTCS MX NepeHyMmepauud. [Ipu nepenymeparuu
JIUCTOB CTapble HOMEpA 3aYEPKUBAIOTCA OJHOW HAKIOHHOM YEPTOM W PIAOM
CTaBUTCS HOBBIM HOMEp JIMCTA; B KOHIIE JIeJla COCTABIISIETCS] HOBAasl 3aBEPUTEIIbHAS
HAJNUCh, TpPU DTOM CTapas 3aBEpUTENIbHAs HAJINUCh 3a4E€pPKUBAETCS, HO
COXpaHsieTCs B JIeJe.

Jlist ydyera Kojiu4ecTBa JIUCTOB B Jelie U (UKCALMM OCOOEHHOCTEH HX
HyMEpallly COCTABIISIETCS 3aBEpUTENbHAS HAANMUCH Jena. OHa cocTaBIIsIeTCs B JIeTie
Ha OTJIEJIbHOM JIUCTE — 3aBEpUTENIEC JieNla. 3aBepUTEIbHAsA HAIUCh COCTaBIISIETCS
10 YCTaHOBJICHHOM (popme (TipusioskeHue 7).

Bce nocneayonme W3MEHEHHs B COCTaBE U COCTOSIHUM Jieia (HOBPEXKICHMUS,
3aMeHa MOJIJIMHHBIX JOKYMEHTOB KOIMUSIMU, IPUCOETUHEHUE HOBBIX JOKYMEHTOB U
T. I.) OTMEYAIOTCS B 3aBEPUTEIBHON HAAMKUCH CO CCBLIKOM Ha COOTBETCTBYIOLIUI
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aKT.

OO6soxKa €N MOCTOSSHHOTO, BpeMeHHoro (cBbimie 10 jeT) XpaHeHus u 1o
JMYHOMY COCTaBy 0(OPMIIIETCS 10 YCTAaHOBIEHHOM (hopme (TIpuiioxkeHue 8).

Ha 0650kKe Aes MOCTOSITHHOTO XpaHeHUs! BBEPXY MPEAYCMaTPUBAETCS MECTO
JUTs HAMMEHOBAHUS TOCYIApCTBEHHOI'O apXUBa, B KOTOPBIA OHHU OyAyT NEpeiaHbl,
a TaKe apXUMBHOTO mudpa B IPAaBOM BEPXHEM U JICBOM HIKHEM YTJIax.

[Ipu odopmieHnn O0O0JOKKA JIeT HAUMEHOBaHHE O00pa3oBaTEIbHOU
OpraHU3allid YKa3bIBA€TCS MOJHOCTHIO MO YCTaBy, B MMEHUTEIHLHOM MaJeKe,
COKpaIIEHHOE Ha3BaHHUE — B CKOOKaX.

OOsi3aTeNbHBIMU ~ PEKBU3UTAMU  OOJIOKKM  Jejia  SIBISIETCS  YKa3aHue
KOJIMYECTBA JINCTOB B JIeJI€, KOTOPOE MPOCTABISAETCS HA OCHOBAaHUU 3aBEPUTEILHOMN
HAJIIMCH Jieja, U CpPOKa XpaHEHWs Jnejia (Ha Jejlax MOCTOSHHOTO XpaHEHHUs
MUIIETCS: «XPAaHUTh MOCTOSHHOY»), KOTOPBIH MEPEHOCHUTCS Ha OOJIOKKY Jenia W3
HOMEHKJIATypHhI MOCJIE CBEPKHU €T0 M0 CPOKaM XpaHEHUS B IIEpPEUHE.

st y4eta JOKYMEHTOB OIPENENICHHBIX KAaTerOpuil el MOCTOSIHHOTO U
BpeMeHHOTO (cBbImie 10 y1eT) XpaHeHus, y4eT KOTOPBIX BBI3bIBACTCS CIIEIU(PUKOI
JTAHHOM JOKYMEHTAIMK (JIMYHBIE JieNia, 0CO00 IEHHBIE), COCTABISETCS BHYTPEHHSS
OIKCh JIOKYMEHTOB JIea.

BryTpeHHI010 0nuch HE0OXO0IUMO TaKXKe COCTABISATH B JIeJIaX MOCTOSTHHOTO
u BpemeHHoro (cBeiiie 10 yiet) xpaHeHusi, cQOPMUPOBAHHBIX MO Pa3HOBUIAHOCTIM
JIOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE PacCKpbIBAlOT KOHKPETHOE COJIepKaHUE
JIOKyMEHTOB.

BHyTpeHHsIs ONKUCh COCTABIAETCS Ha OTIAEIBLHOM JIUCTE MO YCTAHOBJICHHOM
dbopme (mpusoxkeHue 9), KOTopas COACPKUT CBEICHUSI O MOPSAKOBBIX HOMEpax
JIOKYMEHTOB Jiejla, X WHJEKcax, JaTax, 3arojJioBKax U HOMepax JIMCTOB jeia, Ha
KOTOPBIX PACIIOJIOKEH KaX bl JOKYMEHT.

K BHyTpeHHEN omucH Jena COCTaBISECTCS UTOTOBas 3alucCh, B KOTOPOU
yKa3bIBaeTCs U(PpaMu U MPOMUCHI0 KOJIMYECTBO BKIFOUEHHBIX B HEE JOKYMEHTOB
Y KOJIMUECTBO JINCTOB BHYyTPeHHEH onucH (mpuitoxerus 10-12).

BHyTpeHHsIT ONMUCh TOJNMUCHIBAETCS €€ COCTAaBUTENEM C YKa3aHUEM
JOJDKHOCTH, TMOIMUCH, paciIudpOBKU MOAMUCH K HYMEPYETCs B JIeJie OT/IETBHO.

10.XpaHeHne ¥ YHMYTOKEHUE JOKYMEHTOB.

JIoKyMeHTBI (fe1a) ¢ MOMEHTa co3/lanus (Moy4yeHus) Wik (OpMUPOBAHUS
XpaHATCS B OpraHu3allid A0 Tepeladdl apXuBHOMY YUYpeXIeHHIo (mpu
HEOOXOJIMMOCTH).

PykoBoguTenb  00pa3oBaTelbHOM  OpraHu3anuu  o0s3aH  00EeCHeUMTh
XpaHEHUE TOKyMEHTOB U JeIl.

Jlena MOJIKHBI XPAHUTHCS B BEPTUKAIBHOM IOJIOXKEHUHU B IMIKadax, KOTOpPbIE
3akpbIBatoTcs. Ha koperikax o00keK Jes1 yKa3bIBaloTCs HoMepa Jied.

Boigaua gen BO BpeMEHHOE MOJIb30BaHHE pabOTHUKaM 00pa3oBaTeNbHOM
OpraHM3alMK OCYLIECTBIISIETCS C YCTHOTO pa3pelleHusi ero pyKOBOAUTENS, a ApY-
UM YUYpPESKIEHUSIM - C €ro MNHCbMEHHOro paspemieHus. Ha BwimaHHOE [neio
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COCTaBJISIETCSI KapTOYKa - 3aMEHUTENNh. B KapTOUke yKa3bIBAIOTCS HOMEp Jea,
3aroJIOBOK JeJia, Jara ero BBIJa4d, JUI0, KOTOPOMY JIeJ0 BBIJAHO, JaTa €ro
BO3BpaTa, MOAIMUCH JIUII, KOTOPBIC BBIIATU U MIPUHSIIH JEIIO.

[IpenocTaBieHre nen BO BPEMEHHOE IIOJIb30BAHHE OCYIIECTBISICTCS HE
Ooree yeM Ha OJIUH MECSII.

W3baTre MOKYMEHTOB W3 Jelia MOCTOSHHOTO XpaHEHHs 3ampeniaercsa. B
UCKITIOYUTENBHBIX CIIy9asX HU3BATHE JOKYMEHTOB JOIYCKAeTCsS C pPa3peuicHHUs
pyKOBOAMTENST 00pa30BaTEeNIbHON OpraHu3alnuu ¢ 00sS3aTENIbHBIM OCTaBJICHHEM B
JIeJie 3aBEPEHHBIX JTOJDKHBIM 00pa3oM KOMHIA.

[Tocne oxoH4YaHUWSI CpOKa XpaHEHHS JTOKYMEHTOB, KOTOpBHIE HE IMOJICKAT
nepeaade  apXUBHBIM  YUPEIKIACHUSM, JOKYMEHTBI CHUCBHIBAIOTCS KOMHCCHEH
oOpa30oBaTeNbHON OpraHW3alid IO TPOBEICHUIO JKCIEPTU3Bl  IIEHHOCTH
JIOKYMEHTOB, KOTOPYIO Ha3HA4YaeT PyKOBOAMUTEIh 00pa30BaTEIbHON OpPTaHU3AIINH.
Ha  crnucanHyioo  JOKYMEHTAIMIO  JKCIIEPTHAsT  KOMHUCCHUSA  COCTaBJISIET
COOTBETCTBYIOIIUIA aKT (Tpuioxenue 13).

CnucanHasi JOKyMEHTaIHsI YHUYTOXKAETCA.
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ITpunoxenue 1

K MHCTpyKIIMKU 110 BEICHUIO JET0BOM
JIOKYMEHTAIIUU B MYHHUIIUTIATHHOM OFOKETHOM
JIOLIKOJIEHOM 00pa30BaTeIbHOM YUPEKICHUH
«Jerckuit cag Ne3 «CoJHBIIIKO»

1. Kpacnorsapaeiickoe KpacHorBapaeickoro
paiiona Pecriy6nuku Kpbim

®opma 0s1aHKa 00pa30BaTEIbHOM OPraHU3aALUK

MYHUIUITAJIBHOE BIOKETHOE JOIIIKOJBHOE OBPA3SOBATEJIbHOE
YYPEXKJIEHUE «IETCKHUMN CAJ Ne3 "COJIHBIIIKO" I1. KPACHOI' BAPIIEMMCKOE
KPACHOTI'BAPIENMCKOI'O PAMOHA PECIYBJIUKHA KPBIM
(MBJ1OY «IETCKHI CAJl Ne3 «COJHBIIIKO»)

Ukasosa yi., 1. 22, 1. Kpacnorsapaetickoe KpacHorsapeiickuii paiion Peciyonuka Kpeim Poccuiickas denepanus,
297000. Ten. (36556) 2-55-63, e-mail: krgv_ds3solnyshko3@crimeaedu.ru; https://solnyshko3.tvoysadik.ru
OKIIO 00801533; OT'PH 1159102006359, MHH/KIIIT 9105008483/910501001

Ne
Ha Ne oT
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ITpunoxxenue 2

K MHCTpyKIIMKU 110 BEICHUIO JET0BOM
JIOKYMEHTAIIUU B MYHHUIIUTIATHHOM OFOKETHOM
JIOLIKOJIEHOM 00pa30BaTeIbHOM YUPEKICHUH
«Jerckuit cag Ne3 «CoJHBIIIKO»

1. Kpacnorsapaeiickoe KpacHorBapaeickoro
paiiona Pecriy6nuku Kpbim

®opMma 0JIaHKA PUKA3a 00pa30BaTeJIbHOI OPraHu3anuu
(110 OCHOBHOI1 1€ATEILHOCTH, 10 JUYHOMY COCTABY, 10 BOCIUTAHHUKAM H JIP.)

MYHHUIIUIIAJIBHOE BIOJKETHOE JOIIKOJIbHOE OBPA3OBATE/IBHOE
YYPEXIEHUE «IETCKUM CAJI No3 « COJTHBIIIIKO» I1. KPACHOT'BAPIIEMCKOE
KPACHOI'BAPIEHCKOI'O PAMOHA PECIIYBJIUKHU KPBIM
(MBJOY «JIETCKHI CAJl Ne3 «COJIHBILIIKO»)

ITPUKA3

. KpacHorsaperickoe
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[Tpunoxxenue 3

K HMHcTpykumum 10  BEAEHUIO  JCJIOBOM
JIOKYMEHTAIlMd B MyHUIIUITAILHOM OFO)KETHOM
JIOLIKOJIBHOM 00pa30BaTeIbHOM YUPEKICHUU
«Jlerckuit can No3 «CoHBILIKOY»
n. KpacnorBapaeiickoe KpacHorBapieickoro

paitona PecniyOnuku Kpbim

dopma )KypHAJIa y4yeTa nevyareid M LITAMIIOB
o0pa3oBaTeIbHOM OpPraHu3alum

Pe3yabTarhl .
N OTTHCK neyaTei
HaunmenoBanue e;KeroJJHoM
OrMeTKa 00 (IITaAMIIOB)
ne4yaTn OtTHCK | JI0KHOCTH Hoanuce , NPOBEPKH
YHUUTOKEHUH , | JJISA
Nen/n | (Tamma) , HHMIHUA | MeYaTH noJjiyyarejiss 4 | yJA0CTOBepsiioliasi | HAJIMYUA IIpumeyanue
. HOMep YHUYTOXKEHHS ,
TOp 3aka3za, mramna) | pamMmusaus noJiyueHue , jara |nedyarei
aKTa W jaara T
JAaTa MOCTYIJIEHHSI noJiyyarteJst U IITAMIIOB , a Aata
BO3BpaTa
AaTa NpoBepKH
1 2 3 4 5 6 7 8 9

o0pa3oBaTe/IbHOI OpraHu3aunu.
ITo ocHOBHOI1 1€ATEJILHOCTH, JINYHOMY COCTABY, BOCIUTAHHUKAM H JIP.

®opma Knuru/ :xypHaja perucTpauuu NpuKa3oB

Ne
npuKa3a

Jlara
U3IaHUS

Kparkoe conep:kanune

Pacchliika

OTMeTKa 00
MCIOJTHEHUH
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[Tpunoxenue 4

K HMHcTpykumu 1O  BEACHUIO  JICJIOBOM
JIOKYMEHTAIMU B MyHHIIUITAIbHOM OFO/KETHOM
JIOLIKOJIBHOM 00pa30BaTeIbHOM YUYPEKICHUH
«Jlerckuit can No3 «CoHBILIKOY»
n. KpacnorBapaeiickoe KpacHorBapieickoro
paiiona Pecniy6smku Kpbim

®opma Knuru/ :xypHajia perucTpauuu nNpoToKoJI0B
0o0pa3oBaTe/IbHOI OpraHu3anuu

Ne ni/mm Ne nporokosa dara ero perucrpauuu IToBecTka qHSA
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[Ipunoxenue 5
K WMHCTpyKUMM 1O BEICHUIO JI€JIOBOM

JIOKyMEHTAIUU B MYHUIUTIATEHOM
OI0KETHOM JIOIIKOJILHOM
00pa3oBaTeNbHOM YUpexaAcHUH «JleTcKuii
cax Ne3 «CoaHBIIIKOY 1.

Kpacnorsapaeiickoe KpacHoreapaeickoro
paiiona PeciyGmuku Kpbim

(I)opMa PErUCTPAINMOHHOI0 KYpHaJIa BXOAAIIINX TOKYMCHTOB Oﬁpa3OBaTeJII)HOI7[ OopraHum3anuu

PerucrpanuoHHbIii Koppecnonaenr, 1ata u Kparkoe conep:kanue J0KyMeHTa | Pe30/lonus HJIH KOMY HANPABJISETCS OT1MmeTKa 00 UCIIOJIHEHUH
HOMEp U JaTa PerucTpanuoOHHBIA HOMEP TOKYMeHTa JAOKYMEHT (MOJNUCH O MOJIYyYeHHH
B30Js111IET0 JOKYMEHTA)
JIOKyMeHTa
1 2 3 4 5

@DopmMa perucTPAMOHHOI0 )KYPHAJIA UCXOAAIIUX JOKYMEHTOB 00pa30BaTe/IbHOM OPraHU3aluu
OTtmeTka B fAese Ne

Anpecat (Kyaa u
KOMY HAIPABJICH
ITOKYMEHT )

Ne JlaTa mocuTyImieHus
n/m IMOKyMeHTa

Kpatkoe copep:kanue

OTMeTKa 00 HCIOJHEHHH
TOKyMEHTAa
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[Tpunoxenue 6

K MHCTpyKIMH 110 BEICHUIO 1€JI0BOM
JIOKYMEHTAllUU B MYHULIUTIATbHOM
O0JKETHOM JOIIKOJIBHOM
00pa30BaTeIbHOM YUPEKACHUU
«Jerckuit cang No3 « ConmHBIIIKOY

. KpacnorBapaeiickoe
KpacHorsapaeiickoro paiioHa
Pecry6nmuku Kpbim

®OPMA HOMEHKJIATYPABI JJEJI
OBPA3OBATEJIbHOM OPTAHU3AIIN

Cpox
XpaHeHust
NHaekc aeaa (Toma,
3aroyioBOK jgeJia KoauuecTBO 1€
YacTH) [pumeuyanue
(Toma, y4acrHu) (TOMOB) .
nesaa u Ne crareii
mno
Ilepeunro
1 2 3 4 5
01. PykoBoacTBO (KaHUeJIsIpUA)
HopmaTtuBHbIE TIpaBOBBIE o
aKTbhl OpPraHoOB,
MHUHOBaHHUS
OCYILIECTBIISOIINX HATOBHOCTH
01- |ynpaBneHue B cdepe 6
01 oOpa3oBaHus e et
i ’IO . 3, m. «O»
TJIaMEHTH 51
P PYIolil cr. 4 TIO
o0Opa3oBaTenbHbIC
2019
otHomieHUs . Komuu
ITocTossHHO
01- ITocne 3aMeHsbl
YcraB nmerckoro cajia ct. 28 TII
02 HOBBIM
2019
0
CBHACTEIBCTBO O A
MHHOBaHHUS
01- MMOCTAaHOBKE HA YYET B [Tepexonsmee ¢
HaJ00HOCTH,
03 HAJIOTOBOM OpraHe 2012
(MHH) cr. 24 TII
2019
0l-...|<...>

02. BocninraTe/ibHO-00pa30BaTeIbHAS 1eSITEIbHOCTD

02-
01

OcHOBHas
oOpa3oBaTenbHas
nporpaMma
JOMIKOJIBHOI'O

Jlo 3amMeHBI
HOBOM
cr. 271
[IMII

[Tepexonsimee ¢
2019 ropa
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o0Opa3oBaHUs
Jlo 3ameHbl
JlomonHuTeIbHBIE
02- 6 HOBBIMH Ilepexonsmee ¢
02 E E?ﬁijﬁ:ﬁmﬁle cr. 271 2019 roma
porp TIMIT
02—...[<...>
03. Kaagposoe oOecneuyenme
[Ipucnannsie nms
IloctossHHO |CcBemeHMI — 10
03- .
01 KomnexkTuBHbIl OTOBOP cr. 386 TII | MuHOBaHUS
2019 HaJ00HOCTH
ITocie wmcreueHus
JloxymMeHTBl © N
3 roxa CpPOKa JEHUCTBUSA
03— | mpoBepkax BBIITOIHEHHUS
N ct. 389 TII | KOIIEKTUBHOIO
02 YCIOBUI KOJUIEKTUBHOTO
2019 JIOTOBOpa
JIOTOBOpPaA
03- [IpaBuia BHYTPEHHETO Hocrosnuo
03 Tp OBOTO };011)10 SIIKA cr. 394 T
pyAa p AL 2019
03—-...[<...>
04. byxrajirepckuii y4eT M OTYETHOCTH
ITocTosHHO
ITonmoxxenmne 00 oruiate
04~ TpyZa U HIPEMUPOBAHUU m. «a» cr. |llocne samensr
01 I;%/gTHHKO lf P 294 TII HOBBIMH
P 2019
I'ogoBoil 1m1aH ITocTosHO
04- (buHAHCOBO— M. «a» CT.
02 X034 CTBEHHOM 247 TII
JEATCIIbHOCTH 2019
04-...[<...>
05. JloromyHkKT
TTocTosHHO
ITonoxkenue o
05- I. «a» CT.
JIOTOIIEUYECKOM ITYHKTE
01 e e)ieﬁ g 33 T
S 2019
ITomoxxenue 00 I
OCTOSIHHO
05- OKa3aHUU
02 JIOTONENYECKO . «a» cf.
8 TII 2019
IIOMOIIHA
05- |IIporpamma nCHUXOJOTO— o 3ameHsb1
03 HOBOU

neaarorudyeCcKoro
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COIIPOBOXKICHHUS cr. 271
[IMI1
05-...[<...>
06. MeauuuHcKOe O0CTYyKMBAHUE
ITocTostHHO?
06- Ilonoxxenue o
01 MEIULIMHCKOM OJIOKE . @ ot
33TII 2019
5 Jer
06- | MeaumuHCKUE KapThl
02 BOCIIUTAHHUKOB cr. 441
T[IMIT
3aKII0UYNTEILHEIE
aKThl MEIUIIMHCKUX
OCMOTPOB
06— 3 rona paboOTHHUKOB,
03 ﬁgKZMIi:Z;;XO 0CMOTPAX cr. 635 TII | BRIMOJHSAIOMINX
A p 2019 paboTel ¢
BPE/IHBIMH ,
OITACHBIMH  YCJIOBUSIMU
Tpyna — 50/75 n;er
06-...[<...>
07. [doxkymMeHTalMs II0 OPraHM3aluM NUTAHMUA
ITomoxxenue 00 ITocTosuuaO
07- OpTraHHu3aliy TMHUTAHUS I. «a» CT.
01 BOCIIMTAHHUKOB JIETCKOT'O 33 TII
cajga 2019
ITocTosHHO
ITonoxenue o
07- 6 . I. «a» CT.
aKepAKHON
02 KICO)MI/ICFZJI/II/I 33 TN
2019
07—-...[<...>
08. Bbe3onmacHoCTh
5 Jer
08— |IlacmopT Oe30macHOCTH or. 594 TI [Tocne axrtyanmzanuu
01l :
JIETCKOrO caja 5019 nacropTra
ITocae wncreueHus
CpOKa JEHCTBUSA
5 Jer
08— | JloroBopsl Ha OKa3aHWE JI0roBOpa; TocCIie
cT. 580 TII
02 OXpaHHBIX YCIIYT 2019 MpEeKpaIeHus
00s13aTEIBCTB 110
JIOTOBOPY

08-...
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9. Oxpana Tpyaa

09— Otyer Mo creuuagTbHON 45 ner [Ipu BpeaHsiX u
OLICHKE YCJIOBHI Tpyaa cr. 407 TII |onacHBIX YCIOBHUAX
01
U JOKYMEHTBI K HEMY 2019 Tpyna — 50/75 uner
[TocTostHHO
09— |Ilonoxenue o ciyx0e II. «a» CT.
02 OXpaHbl TpyJa 33 TII
2019

09-...
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IIpunoxenue 7

K MHCTpyKIIMKU IO BEICHUIO JET0BOM
JIOKYMEHTAllUd B MYHULIUTTAIbHOM
OIO/I>KETHOM JIOIIKOJIBHOM
00pa30BaTEeILHOM YUPEKICHUU
«Jlerckuii cag No3 «CoJHBIIIKOY

1. KpacHorBapuerickoe
KpacnorBapaeiickoro paitona
PecniyOnuku Kpeim

dopma JucTa-3aBepPUTEJIs Aej1a

JIMCT - 3ABEPUTEJIb JEJIA Ne

B ACJIC IMOAIIXUTO U ITPOHYMEPOBAHO JIUCTOB
(uudpamu 1 IPONUCHIO)

c Ne o Ne , B TOM YHCIIE:
JUTEPHBIC HOMEpa JIMCTOB

MPOIMYyIIEHHBIE HOMEpa JINCTOB

+ JIMCTOB BHYTPEHHEH OIUCHU

OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U GOopMHUPOBAHMS 1ej1a Homepa
JINCTOB
1 2
HaumeHoBanue JOMIKHOCTH [Tonnuce N.0. ®amunus
paboTHUKa

Jlata
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ITpunoxxenue 8

K MHCTpyKIIMKU IO BEICHUIO JET0BOM
JIOKYMEHTAllUd B MYHULIUTTAIbHOM
OIO/I>KETHOM JIOIIKOJIBHOM
00pa30BaTEeILHOM YUPEKICHUU
«Jlerckuii cag No3 «CoHBIIIKOY

1. KpacHorBapuerickoe
KpacnorBapaeiickoro paitona
PecniyOnuku Kpeim

@Dopma 00J105KKH /1eJ1a NOCTOSTHHOT0 U BpeMeHHOT0 (cBbIine 10 jieT) XxpaHeHust

(HauMEeHOBaHHUE TOCYAAPCTBEHHOTO (MYHHLIUIIATBHOTO) apXUBa)

(HauUMEHOBaHUE OpraHU3aLUN)

(HaMMEHOBaHUE CTPYKTYPHOTO TOAPA3ICIICHNS)

JTEJIO Ne TOM Ne

(3aroyoBOK Jena)

(xpaiiHue JatTbl)

Ha JIUCTax
XpaHUTH JeT

D. Ne

On. Ne

. Ne




55

[Tpunoxenue 9

K MHCTpyKIIMKU IO BEICHUIO JET0BOM
JIOKYMEHTAllUd B MYHULIUTTAIbHOM
OI0/IPKETHOM JTOIIKOJIBHOM
00pa30BaTEeILHOM YUPEKICHUU
«Jlerckuii cag No3 «CoJHBIIIKOY

1. KpacHorBapuerickoe
KpacnorBapaeiickoro paitona
PecniyOnuku Kpeim

BHYTPEHHSA OIINCH

AOKYMEHTOB JieJia Ne

No | PeructpanmoHHbIi [ara 3aroi0BOK JIOKYMEHTa Howmepa [Ipumeyanue
n/n UHJEKC JIOKyMEHTa JIUCTOB JieJia
JIOKYMEHTa
1 2 3 4 5 6
Hroro
JTOKYMEHTOB

(1 paMu 1 IPOTMUCHIO)
KomnuectBo JJUCTOB BHYTPCHH en OIIMCH

(1dpaMu 1 IPOTTUCHIO)

HanMmeHoBaHWe MOJDKHOCTH JIWIIA, IToamnmce
N.0.®amums

COCTaBUBILETO BHYTPEHHIOO

OTHUCH JOKYMEHTOB Jiejia

Jara
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ITpunoxxenue 10

K MHCTpyKIIMKU IO BEICHUIO JET0BOM
JIOKYMEHTAllUd B MYHULIUTTAIbHOM
OIO/I>KETHOM JIOIIKOJIBHOM
00pa30BaTEeILHOM YUPEKICHUU
«Jlerckuii cag No3 «CoJHBIIIKOY

1. KpacHorBaperickoe
KpacnorBapaeiickoro paitona
PecniyOnuku Kpeim

d)opMa OomMcH a€J1 o JIMYHOMY CoCTaBy

(TOJNTHOE HAMMEHOBAHHUE OPTaHHU3aLMH)

®donpg Ne
OIIUCD Ne
JIeTI TI0 TINYHOMY COCTaBY
3a ron

Ne | Mupexe nena 3aronoBokK Kpaiinue natet | Cpok xpanenust | KomnuecTtso [Ipumeuanue

/i nena JINCTOB

1 2 3 4 5 6 7
B nanHbIN pa3aes OnUCH BHECEHO zen,
(1dpamMu ¥ IPOMTUCHIO)
¢ Ne o Ne , B TOM YHCIIE:
JIMTEpHBIE HOMEpA!
MPOMYILIEHHbIE HOMEpa:
(HaMMEHOBaHUE JIOJDKHOCTH (moanuce) (pacumppoBKa MOAIHUCH)
COCTaBHTEIIS OITUCH )
(HaMMEHOBaHHE JIOJDKHOCTU PYKOBOAUTEIISL apXUBA (moamnuce) (pacumppoBKa MOAIHUCH)
(J1M11a, OTBETCTBEHHOTO 32 apXHB))

COT'JTACOBAHO YTBEPXIEHO
[Iporokon (3K) OO [Ipotokon DK apXuBHOTO yUpEKISHUS
oT No oT No
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ITpunoxenune 11
K MHCTpyKIIMKU IO BEICHUIO JET0BOM
JIOKYMEHTAllUd B MYHULIUTTAIbHOM

OI0KETHOM JIOIIKOJILHOM

00pa30BaTEeILHOM YUPEKICHUU
«Jlerckuii cag No3 «CoJHBIIIKOY

1. KpacHorBapuerickoe

KpacnorBapaeiickoro paitona
PecniyOnuku Kpeim

dopma onucH jJes1 BpeMeHHbIX (cBblie 10 JjieT) cpokoB XpaHeHu st

(1oJIHOE HaMMEHOBaHUE 00pa30BaTENILHOM OpraHU3aIUH)

Donpg No

OITNCH Ne

Jien BpeMeHHbIX (cBbre 10 ner)
CPOKOB XPaHEHUS

3a rox
Ne | Mupexe nena 3aronoBokK Kpaiinue natet | Cpok xpanenust | KomnnuecTtso [Ipumeuanue
/i nena JINCTOB
1 2 3 4 5 6 7
B manHBIH pazgen onncu BHECEHO Jed,
(urpamu 1 PONKUCHIO)
¢ Ne o Ne , B TOM 4HCIIE:

JIUTEPHBIC HOMEPA:

IIPOITYIIIEHHbIE HOMEPA:

(HaMMEHOBaHHUE JIOJHKHOCTH (mozmnuce) (pacinpoBKa MOAINCH)
COCTaBHTEIIS OITUCH )
(HaMMEHOBaHHE JIOJDKHOCTU PYKOBOAUTEIISI apXUBA (moamnuce) (pacumppoBKa MOAIHUCH)

(J1M11a, OTBETCTBEHHOTO 32 apXHB))

COI'JTACOBAHO
[Iporokon (3K) OO
oT No
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[Tpunoxxenue 12

K MHCTpyKIIMKU IO BEIEHUIO JET0BOM
JIOKYMEHTAllUd B MYHULIUTTAIbHOM
OIO/I>KETHOM JIOIIKOJIBHOM
00pa30BaTEIbLHOM YUPEKICHUU
«Jlerckuii cag No3 «CoJHBIIIKOY

1. KpacHorBaperickoe
KpacnorBapaeiickoro paitona
PecniyOnuku Kpeim

(I)opMa OIMAUCH A€J1 MOCTOAHHOI'O XpaHCHUSA

YTBEPXJIAIO

(HOJ’[HOC HAaNMCHOBAHHUEC OpFaHI/ISaLII/II/I)

(10IDKHOCTB PYKOBOJIUTEIS)

Dong Ne
OIINCD Ne (moanuce) (pacimppoBKa MOAITHUCH)
JCJI TIOCTOAHHOTO XpPaHCHHUA
3a rox 20 romaa

Ne HNupexc 3aroJy10BOK Jesia Kpaiinue natsi KoauuecTBo IIpumeuyanne

n/n aejaa JIUCTOB

1 2 3 4 5 6
HasBanue paznena
B naHHBIN pa3aes OnUcU BHECEHO Jen,
(urpamu 1 PONUCHIO)
¢ Ne o Ne , B TOM 4HCIIE:
JUTEpHbIE HOMEpa!
MIPOIYIIEHHBIE HOMEPA:
(HaMMEHOBaHUE JIOJDKHOCTH (moanuce) (pacumppoBKa MOAIHUCH)
COCTaBHTEIIS] OITUCH)
(HaMMEHOBaHHE JIOJDKHOCTH PYKOBOJMTENS apXUBa (mmoxmuce) (pacumppoBKa MOIITUCH)
(JiMI1a, OTBETCTBEHHOTO 32 apXHB))

COI'TACOBAHO VTBEPXJEHO
IIporokon (3K) OO [Iporokoin DK apxuBHOTO yupexI1eHus
oT No oT No
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ITpunoxxenue 13

K MHCTpyKIIMKU IO BEICHUIO JET0BOM
JIOKYMEHTAllUd B MYHULIUTTAIbHOM
OIO/I>KETHOM JIOIIKOJIBHOM
00pa30BaTEeILHOM YUPEKICHUU
«Jlerckuii cag No3 «CoJHBIIIKOY

1. KpacHorBapuerickoe
KpacnorBapaeiickoro paitona
PecniyOnuku Kpeim

(DOIJMa aKTa 0 BBIJICJICHUU K YHUYTOKCHHUIO TOKYMEHTOB,
HE MOAJICKAIIUX XPAHCHUIO

(1MIOJTHOE HAUMEHOBAHHE OPTaHU3AIINH)

AKT YTBEPXJAIO
Ne

(10IDKHOCTB PYKOBOJIUTES)

(MecTo cocTaBJICHUS)

0 BBIJIEJIEHUH K YHHUTOKEHHIO JJOKYMEHTOB, (mommice) (pacumdposka mozmucH)

HE MOJIeKAITNX XPAHEHHUIO 20 roja

Ha ocHoBanuu

(Ha3BaHHG 1 BBIXOJHBIC TaHHBIC IICPEIHSA JOKYMEHTOB C YKa3aHHEM CPOKOB X XpaHCHI/Iﬂ)

0T06paHBI K YHUYTOXCHHUIO KaK HC UMCIOIIIUC Hay‘IHO'HCTOpH‘IeCKOﬁ LHCHHOCTH U YTPAaTUBIINUC

MPAKTUICCKOC 3HAUCHUC TOKYMCHTBI (bOHZ[a Ne
(Ha3BaHue GoHza)
Ne 3aroJI0BOK fen1a Toant Homep onuen™ Homep Koummuectso Cpoxu XxpaneHust IIpumeyanue
n/n (rpynnoBoii e/l. Xp. 110 OIIHCH e/l. Xp. H HOMepa cTaTeii
3aroJI0BOK 10 TIePeYHI0
JOKYMEHTOB)
1 2 3 4 5 6 7 8
Hroro el. Xp. 3a TOJBI.
(uudppamu ¥ IPOMKCHIO)
Onucu 11 NOCTOSIHHOTO XpaHEeHUsI 3a ronel yTBepxkaeHs DI1K
(mpoTokoi oT Ne )

(HaMEHOBAHNE APXUBHOTO YUPEIKICHHS)

(HaMMEHOBAHUE JIOJDKHOCTH PYKOBOAUTEIS apXUBa (mozmnuce) (pacinpoBKa MOAINCH)
(J1M11a, OTBETCTBEHHOTO 32 apXHB))

COI''TACOBAHO

TIpoToKOI SKCTIEPTHONH KOMUCCHH OpraHU3aIlul

oT Ne

JIOKyMEHTBI B KOJTUUECTBE el. Xp.:
— Ha OyMa)kHOM HOCHTEJIC BECOM KT

(unppamu 1 PONUCHIO)

CIaHbl HA YHUYTOXKCHUC,
— Ha DJICKTPOHHOM HOCHUTEJIC CAAaHbl HA YHUYTOXCHUE

(croco0 yHHYTOXKEHHMS)

* IIpy BHIOEJEHUM K YHUUTOXEHMIO INOKYMEHTOB IIPM IIONT'OTOBKEe IeJl
nepenaye B apxXMB opTraHuzauum Tpadel 4, 5 He 3aroJHALTCH.
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(HaMMEHOBaHHE JIOJDKHOCTH (ToAmmep) (pacmndpoBKa MOAIUCH)
paGOTHI/IKa, CcaaBLICTO JI[OKyMeHTBI)
« » 20 roja

HN3meHeHus B YUYCTHBIC NJOKYMCHTbLI BHCCCHBI.

(HauMEHOBaHUE TODKHOCTH PYKOBOJUTEIIS apXUBA (Tmoxmnuce) (pacumdpoBKa MOAMNUCH)
(J1rma, OTBETCTBEHHOTO 3a apXUB))
« » 20 roja

OOKYMEHT IIOLIMCAH SJIEKTPOHHOM MOINNMCHI0

CBEIEHNA O CEPTUSUKATE 3l

Ceprudpmkar 4165343278910034422907595407676022780176678158677
Brnamesern Bopobréra Ombra BiaiaMMupoOBHA
ODemcreureygen C 29.08.2023 nmo 28.08.2024
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