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"INEBETOBCKASA IIKOJIA UM. M.A. MAKEJOHCKOTI'O I'EOJJOCHUHN

PECIIYBJIUKHU KPBIM"
COI'JTACOBAHO BBEJIEHO B JIEVICTBUE
[Mpodcoro3HBIM KOMHUTETOM npuka3oM ot 19.04.2023 r. Ne 98
[Ipencenarens
AnexceeBa A.B
HOJOXEHHE

O BEJIEHUU JEJIOBOM JOKYMEHTAIIUU

OO0111He MoJI0KeHU .

[Tonoxenue o Benennu nenoBoit nokymentanuu B MBOY IlleberoBckas mrkoma
uM.M.A.MakenoHCKOTro pa3paboTaHbl BCOOTBETCTBUH CO CIIEAYIOIIMMH HOPMAaTHBHBIMH IOKYMEHTAMU
- ®enepanbhblii 3akoH 0T 29.12.2012 Ne 273-@3 «O06 obpazoBanuu B Poccuiickoit @enepanuny»;
- ®enepanpHbiii 3akoH 0T 27.07.2006 Ne 152-D3 «O nepcoHalbHBIX JaHHBIX);
- 3akon Pecnyonmuku Kpsim ot 06.07.2015 Ne 131-3PK/2015 «O6 oGpazoBanuu B PecrmyOimnke
Kpbimy»;
- npuka3 denepasbHOrO0 areHTCTBa 10 TEXHUYECKOMY DErYIMPOBAHUIO U METPOJIOTHHU
MunucrepcTBa NPOMBIIUIEHHOCTH U ToproBinu Poccuiickoit ®enepannu or 08.12.2016 Ne 2004-ct
«O0 yTBepKICHHH HAITMOHAIBHOTO cTaHaapTa Poccuiickont Deaepanumy;
- npuka3 denepasbHOro areHTCTBa II0 TEXHUYECKOMY pEryJIMpPOBAaHUI0 M METPOJIOrHH
MuHucTepcTBa NPOMBILIEHHOCTH U Toproiu Poccuiickoit @enepaunn ot 14.05.2018 Ne 244-ct «O06
YTBEPKACHUM U3MEHEHUS K HallMOHaJbHOMY cTaHaapty Poccuiickoii
denepanuny;
- npukaz ®denepansHoro apxuBHOoro arenrcrsa ot 20.12.2019 r. Ne 236 «OO0 yTBEpKIACHHH
[lepeuHss THUNOBBIX YIPAaBJIEHYECKUX APXUBHBIX JOKYMEHTOB, O0Opa3yloIIMXCS B IpoLecce
JeSITENbHOCTH TOCYapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CAMOYIPABJIEHHsSI M OpraHu3alui, C
YKa3aHUEM CPOKOB X XPAHEHUS»;
- npuka3 Munuctepcra npocsemernss CCCP or 30.12.1980 N 176 «O BBeIEHUU B
neiicreue [lepeuns JOKyMeHTOB co cpokaMu XxpaHeHus: Munucrepcrsa npocseuienuss CCCP, opraHos,
YUPEXKIACHUH, OpraHU3AMN CUCTEMBI IPOCBEIICHUS.
- [Ipuka3z MunuctepcTBa o0OpazoBanus, HayKu B Mostoaexu Pecryommku Kpsim ot 27.03.2023 Neo
565 «O mpu3HaHUM YTPATHBIIMM CHIy NpuKa3a MuUHUCTEpCTBa 00pa3OBaHMs, HAYKH U MOJOJICKH
Pecniy6nuku Kpeim ot 11.06.2021 Ne 1018;
- [Tucemo MunucTepcTBa 00pa3oBanus, Hayku u Mojoaexu Pecmyonmukn Kpsim ot 30.03.2023 Ne
1543/01-14.

[Tonoxenue ycraHaBiuMBaeT oOIIMe TpeOOBaHUS K BEICHUIO JE0BOM JoKyMeHTauuu B MBOY
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IIPOLIECCE CO3/1aHUs JOKYMEHTOB.

PexomeHamu pacipoCcTpaHsOTCsl Ha OPraHU3aHI0 PadOThI C
AOKYMCHTAMH HE3aBUCHUMO OT BUJA HOCHUTCIIA, B TOM YHCJIC SJICKTPOHHBIMU JOKYMCHTAMH, BKJIHOYasd
MOJATOTOBKY, 00pa0OTKy, XpaHEHHE U HCIOJb30BaHHE JOKYMEHTOB, OCYIIECTBISIEMBIX C
MIPUMEHEHHEM HH()OPMALIMOHHBIX TEXHOJIOTUH.

OcobenHocTn pabOTBl € JOKYMEHTaMH, COJCPKAUIUMH KOH(PHUICHIHATBbHYI0 HH()OPMALUIO
(cmyxeOHyI0 U HUHYIO TaliHy, IEPCOHAIBHBIEC TAHHBIE), PETYIUPYIOTCS CIIENUAIBHBIMA HOPMATUBHBIMU
akTaMud  (MHCTPYKUHUSMH, IOJOXKEHUSMH, I[paBWIaMU), YTBEPXKJAEMbIMH  PYKOBOJIUTENIEM
00pa3oBaTebHON OpPTraHU3aIHH.

OTBETCTBEHHOCTh 33 OPraHM3ALMI0 M COCTOSHHE JEJIONPOM3BOJCTBA B 00pa30BaTEIbHON
OpraHu3aIu HECET PYKOBOIUTEIb.

HenocpencTBeHHO BeNeT JIENONPOM3BOJCTBO B 00pa30BaTENbHOW OpraHU3aIllMi  CEKpPeTaph
1 (MIM) OTBETCTBEHHBIN 3a BEJACHHUE JEJIONMPOU3BOACTBA (Jajiee — CEKpeTaphb), KOTOPBIM Ha3HAYAETCs
MIPHUKA30M PYKOBOJIHUTENS 00pa30BaTEIbHON OpraHU3aIHH.

CekpeTtapb B COOTBETCTBUH C BO3JIO)KCHHBIMU Ha HETO 3a/1a4aMU:

- OCYIIIECTBIISIET PETUCTPAITUIO U yUET TOKYMEHTOB;

- Opra"u3yeT JOKyMeHTO0000POT, (GOPMHUPOBAHUE JIEN, UX XPAHCHHUE;

- OCYIIECTBIISICT TEKYIIHH KOHTPOJb 32 CBOEBPEMEHHBIM PACCMOTPEHHEM U MPOXOKICHUEM
JOKYMEHTOB 00pa30BaTeILHON OpraHn3aIiy;

- oOecrmeunBaeT COOMIO/IEHWE E€OUHBIX TpPeOOBaHM TO TIOATOTOBKE JOKYMEHTOB |
OpraHu3aIuy paboThl C HUMH B YCIIOBHUSX JIEKTPOHHOTO JOKYMEHTOO0O0pOTa;

- 06o6maet nHpopmalmo 06 06beMax T0KyMEHTO000POTa;

- opra"usyet (popMUpOBaHUE U XPAHEHUE TOKYMEHTAIIMOHHOTO (DOHA U €r0 UCIIOJIh30BaHNE.

OOpazoBarenpHas OpraHu3alsl BIPaBE MPUMEHATh B CBOCH JCSATEIBHOCTH DSJICKTPOHHBIN
JTOKYMEHTOOOOPOT, KOTOPHIH MpEeAyCMaTPpUBAET CO3JaHHUE, TIOANMUCAHNE, UCTIOJb30BaHUE U XPaHCHHE
JTOKYMEHTOB, CBSI3aHHBIX C JICATEILHOCTHIO 00pa30BaTEIbHON OpraHu3alliy, B 3JIEKTPOHHOM BHe 03
nyOnupoBaHus Ha OyMa)KHOM HocuTene. PerieHue o BBEJICHHH AJIEKTPOHHOTO JIOKYMEHTOO0OpOTa U
MOPSZOK €ro OCYIIECTBIICHHS YTBEPIKIAIOTCSI 00pa30BaTEIbHOM OpraHU3alluel 10 COrIaCOBAHUIO C €€
y4YpeaUTENIEM.

Bces nmenoBast JOKyMEHTalusl XpaHUTCS B CHEIUATBHO 00OPYTOBAHHBIX MOMENICHHX, IKadax
umm ceiidax ¢ coOmoaeHneM TpeboBaHuii DenepanbHOoro 3akoHa Poccuiickoit dexepanuu OT
27.07.2006 Ne 152-®3 «O nepCoOHABbHBIX JaHHBIXY.

PaGotath ¢ 1oKyMEeHTaMu BHE CIIY>KEOHBIX IIOMEIICHU 3aMperiaercs.

1. JdoxkyMeHTHI 00pa30BaTeIbHONH OPraHU3aALMH.

Z[I/IpeKTOp O6p330BElTCJ'ILHOfI OopraHu3al U JHUIO, UCIOJHAIOMCE €To 065{38.HHOCTI/I, n3nacT
IIpUKa3bl, HHCTPYKIWH, IIpaBHJIa, ITIOJIOKCHUA, 00s13aTeNbHbIC I UCIIOJTHEHU A BCEMU pa6OTHI/IKaMI/I.

Xon O6CY)K,[[€HI/I$I BOIIPOCOB HaA 3aCCHaHHUAX KOJUICTHUAJIIBHBIX OpPraHOB, COBCTOB, CO6paHI/I$IX,
COBCHIAHUAX U PCIICHUSA, TPUHUMACMBIC HA HUX, q)HKCHPYIOTCSI B IIPOTOKOJIAX.

Z[J'ISI OCYIICCTBJICHHUA OIICPATUBHBIX CBsA3EH C APpyruMu OpraHusaliussMu W TI'paxKaaHaMU
HCIIOJIb3YIOTCS TAKHE (I)OpMBI, KaK 1ucCbMa, (I)aKCBI, TCIJICTpAMMBI, TCJ'IC(I)OHOFpaMMBI.

I[J'ISI OCYIICCTBJICHHUA IpHUEMaA, YBOJIBHCHUS, NCPCMCIICHUA pa60THI/IKOB, NpeaoCTaBJICHUS UM
OTITYCKOB O(I)OpMJI}IIOTC}I TPYAOBBIC JOT'OBOPHLI, ITPUKA3LI 11O JIMYHOMY COCTAaBY, 3a4BJICHUS, TPYIOBLIC
KHUWKKH, JIMYHBIC KApTOYKU U AP.

Y4eOHO-nefarornyeckas J0KyMeHTaI .
Y4eOHast JOKYMEHTAIMS — 9TO KOJUYECTBEHHAs M KAa4eCTBCHHAS XAPAaKTEPUCTHKU COCTOSHUS



y4eOHOi1, METOAMYECKON U BOCIIUTATEIBLHON paboThl 00pa30BaTEIbHON OpraHU3aIHH.

[lenarormueckue paOOTHUKM TpPU peau3allii OCHOBHBIX O0O0IIE00pa30BaTENbHBIX MPOrpPaMM
OCYIIECTBISIOT MOJrOTOBKY CIEAYIOMIeH TOKyMEHTauuu (mpuka3 MHHHCTEpCTBA TMPOCBEIICHUS
Poccuiickoit ®enepammu ot 21.07.2022 Ne 582 «OO0 yTBepKIeHHM TIepeyHs IOKYMEHTAIlHH,
MOJITOTOBKA KOTOPO# OCYIIECTBISETCA NENarorM4eCKUMU paOOTHUKAMHU TIPH PEaTH3aluyd OCHOBHBIX
0011e00pa30BaTEIBHBIX MPOTPAMMY):

- pabouas mporpamMma y4eOHOTro peaMeTa, yueOHOTO Kypca (B TOM YKCIIe BHEYPOUHOM
JEATeNbHOCTH), YAeOHOTO MOTYIIS;

- )KypHaJI y4eTa yCIIeBaeMOCTH;

- JKypHaJl BHEYPOUHOW NEATENBPHOCTH (JUIS TEJarorn4eckux padOTHUKOB, OCYIIECTBIISIONIIUX
BHEYPOUHYIO JESITEIbHOCTD);

- IUIaH BOCIMUTAaTEeNbHOM paboThl (g NEeAarorn4eckux paOOTHUKOB, OCYLIECTBIISIFOIIMX
(YHKIIUU KITACCHOTO PYKOBOJIUTENS);

- XapaKTepUCTUKa Ha 00ydJaroierocs (1o 3ampocy).

IkonbHBIE JOKYMEHTBI JOJDKHBI OQOPMIISTHCS CBOEBPEMEHHO, YETKO, pa30opuuBo, 0O€3
MO JYMCTOK, IIOMAPOK, BHI3BIBAIONIMX COMHEHHE B TPABUILHOCTH BHECEHHBIX JaHHBIX.

3anucu B TOKYMEHTaX JOJKHBI IPOM3BOIUTHCS IIAPUKOBOM PYYKON YEPHOTO IIBETA.

OmmOka, nomyiieHHas B TeKCTe WK HU(GPOBBIX JaHHBIX JOKYMEHTA, UCIIPABIISIETCS CIEAYIOIINM
o0pazoM: oOmMUOOYHBIE CIIOBAa WM IU(PBI 3a4epPKUBAIOTCSA TaK, YTOOBI MOXHO OBLIO TPOYECThH
3a4epKHYTOE, a CBEpXY, JHOO0 psSAOM, TUO0 Ha MOJNSIX MUILYTCS YTOYHEHHbIE JaHHbIE. Bece BHECEHHbIE
WCIPABIICHUS JOJKHBI OBITH OFOBOPEHBI M 3aBEpEHBI MOAMUCAMH JIUL, O0(OPMHUBLINX AOKYMEHT. 3a
JIOCTOBEPHOCTh CBEICHH, coJepalluxcsi B JOKyMEHTax, HaJexallee HX ogopmiieHne HecyT
OTBETCTBEHHOCTb JIOJDKHOCTHBIE JIUIA, TOANMKUCABIINE TOKYMEHT.

B cocraB 1okyMeHTOB 00pa3oBaTebHON OPraHU3aIliy BXOIAT:

- OpraHu3alMOHHbIE TOKYMEHTHI;

-yCTaB OpraHu3aluy;

- JIOTOBOP C YUpPEAUTEIEM;

- TIOJIOKEHUS O ToIpa3AeNeHusIX (TIpU HATUYUH ),

- IPaBOYCTaHABIMBAIOLINE TOKYMEHTHI;

- TOJ>KHOCTHBIE HHCTPYKIIUU COTPYTHUKOB;

- KOJUIEKTUBHBII IOTOBOP;

- IITATHOE PaCIUCaHUE;

- MpaBUjIa BHYTPEHHET0 TPYAOBOIO paclopsiaka u Jp.

PacniopsinutenbHbIe TOKYMEHTHI:

- MPUKa3bl;

- pacropsKEHUs;

- MHCTPYKIHH U Jp.

NudopmanrioHHO-CcIipaBOYHbIE JOKYMEHTHI:

- IPOTOKOJIBI;

- TUTaHBI;

OTYCTEI,

CIIPAaBKH U JIp.
Bce kHMrE M >KypHasbl, KOTOpbIE BEAyTcs B 0Opa30BaTEJIbHBIX OPraHMU3ALUSAX HA OYMaXKHBIX
HOCHUTEINSAX, TOCTPAHMYHO IPOHYMEPOBBIBAIOTCS, IPOIIHYPOBBIBAIOTCA W  MOJIMCHIBAIOTCS
pykoBoauTeneM. [Toanucy pykoBoANTENS 3aBEpsIETCs MeYaTbio 00pa30BaTeIbHON OpraHU3alty.

2. IIpaBuia oopMiIeHUS JOKYMEHTOB



OcHoBHbIe TpeOoBaHNs 110 0GOPMJICHHIO JOKYMEHTOB.

JIOKyMEHTBI MOTYT CO37aBaThCs HAa OyMa)XHOM HOCHWTENE W B DIEKTPOHHOH Qopme ¢
COOJIIOJICHHEM YCTaHOBJICHHBIX MPABUII 0(hOPMIIEHUS TOKYMEHTOB.

[Ipn co3manum AOKyMeHTa Ha JBYX M 0ojiee CTpaHHMIAX BTOPYIO M IOCJIEAYIOIIME CTPaHUIIbI
HYMEpPYIOT.

JlomyckaeTcst co3/laHuEe JIOKYyMEHTOB Ha JHUIEBOW U 000poTHOHM cropoHax usucra. Ilpu
JIBYCTOPOHHEM CO3JaHUM JIOKYMEHTOB LIMPHUHA JIEBOTO IOJIS HA JIUIEBOW CTOPOHE JIUCTA U MPaBOrO
0JIs1 HA 000POTHOW CTOPOHE JIMCTA JIOJDKHBI OBITh PaBHBI.

[IpenmoyTuTeNbHBIME TapHUTYpAaMH W pa3MepaMyd IIPUQPTOB IS PEKBU3UTOB JOKYMEHTA
seistrorcst Ne 12,13,14.

[Ipu cocraBiaeHnn TabIUIL AOMYCKAETCS UCIOJIb30BAHUE HIPU(TOB MEHBILINX PA3MEPOB.

AO3aIHBI OTCTYIT TEKCTA TOKyMeHTa - 1,25 cM.

3arosIoBKM pa3/ieioB U MOJPAa3/IeIOB MeUaTatoTcs ¢ a03alHbIM OTCTYIIOM WM LIEHTPUPYIOTCS O
[IUPUHE TEKCTA.

MHOTOCTpOYHBIE PEKBU3UTHI IEYATAIOTCS Yepe3 OJWH MEKCTPOUHBIA HHTEPBAjl, COCTABHBIC
9aCTH PEKBU3UTOB OTACIISIOTCS JOTIOJHUTEIHHBIM HHTEPBAIOM.

Texkcr nokymeHnTa nevaraercs yepes3 1-1,5 MeXCTpOUHBIX MHTEpBaa.

WnuTepBan Mexay OykBaMH B CJIOBaX - OOBIUHBIMH.

WuTepBan Mexay cl1oBaMH - OJUH mpoOe.

Texkct noxkyMeHTa BbIpaBHMBAETCS 0 IIHMPHHE JMCTa (IO TPAHULIAM JIEBOTO U IPABOro IMoJiei
JIOKYMEHTA).

HopMmaTuBHBIMM aKTaMu OpraHu3allMil MOXXET ObITh MPEAYCMOTPEHO BBIJECICHHE PEKBU3UTOB
«ajpecar», «3aroJIoBOK K TEKCTY» WIH «IOJIHCh», a TakKe OTICNIbHBIX (PparMEeHTOB TeKcTa
TTOJTYKUPHBIM IIPUPTOM.

Texkct nokymeHTa HOJKEH OBITh U3JI0KEH KPAaTKO, IPAaMOTHO, MOHSTHO U OOBEKTHBHO, 0e3
MIOBTOPEHUH U yHnoTpeOsIeHUs CJI0B U 000POTOB, KOTOPbIE HE HECYT CMBICIIOBOW HArpy3KH, U JOJIKEH
KacaTbCs TOIO BOIPOCA, KOTOPbIM chOpMyIMpOBaH B 3arojlOBKE K TEKCTy. TeKCT JOKyMeHTa
odopmiIsieTcs B BUJIE CIIOIIHOTO CBSI3HOI'O TEKCTA WM TaOJIUIbl, MIIU IIyT€M COUYETaHUs 3TUX (POPM.

TekcTbl Cl0XKHBIX U OOJIBIIMX 10 00bEMY AOKYMEHTOB (AOKJA/bl, OTYETHl U T.H.) AEIATCA Ha
paszgenbl, HOJpa3lelibl, IMyHKTbl, MOANYHKTHL. I[IyHKTBI ¥ NOJMYHKTHI B TEKCTE HYMEpPYIOTCS
apabckumu 1udpaMu ¢ TOYKOM.

IIpumep -

1

1.1

2.

2.1.

JIOKyMEHTBI, KaK MpaBuiio, 0pOPMIIAIOTCS Ha OlaHKax oOpa3oBaTeNbHON OpraHu3alnuu, UMEroT
YCTaHOBJICHHBIN KOMIUIEKC 00s13aTeIbHBIX PEKBU3UTOB M CTAOMIIbHBIN MOPAA0K UX PACIIONOKEHUS.

bnaHky KaXJ0ro BHMJa M3roTaBIUBAIOTCS Ha OCHOBE YIJIOBOTO WJIM MPOJOJIBHOIO pa3MELICHHS
PEKBU3UTOB.

PexkBM3HUTHI 3arojioBKa pa3MelIaloTcs LEHTPUPYEMBbIM (HA4ajJo0 M KOHEI KaXIOH CTpPOKH
PEKBU3UTA PaBHO yJalleHbl OT TPAHMIl 30HBI PACIOJIOKEHUS PEKBU3MTOB) WM YITIOBBIM (KaXKaas
CTpOKa PEKBU3UTA HAUMHACTCS OT JIEBOM I'PaHULIBI 30HBI PACIIOJIOKEHHS PEKBU3UTOB) CIIOCOOOM.

Jlnist M3roToBIeHUs OJIAHKOB HMCIOJIB3YIOTCS JIUCTHI Oymaru ¢opmata A4 (210 x 297 mm) u AS
(210 x 148 MuLIMMETpPOB).

Kaxplif muct nokymenra, oopMIIeHHBIN Kak Ha OJlaHKe, Tak M 0e3 Hero, JOJDKEH UMETh MO
HE MEHEE, MM:



nesoe - 20;

npasoe - 10;

BepxHee - 20,

amxuee - 20.

JlokyMeHTBI UIUTeNIbHBIX (cBbIimie 10 J1eT) CpOKOB XpaHEHHUS JOJDKHBI UMETh JICBOE TOJIe HE
meHee 30 MM.

OdopmiieHne peKBU3UTOB JOKYMEHTOB.
ABTOpP I0KYMEHTOB.

HaumenoBanue o00pa3oBaTenbHOM OpraHM3allid yKa3blBa€TCsl B TOYHOM COOTBETCTBHM C
ycTaBoM 00Opa3oBareiabHOW opraHuzanuu. CokpaleHHOE€ HauMEHOBaHHE MOMEIIAeTCs IMOJ MOJIHBIM
HaMEHOBAHUEM B CKOOKaX.

HaumeHoBaHMe CTpyKTypHOTO MOJpa3/eieHHs] — aBTOpa JIOKyMEHTa MCIOJb3yeTcs B OJaHKaX
nuceM M OJIaHKaX KOHKPETHBIX BUAOB JOKYMEHTOB M YKa3bIBAC€TCSI MO TOJHBIM U COKpAIICHHBIM
HauMEHOBaHUSAMH 00pa30BaTENIbHOMN OpraHu3aluu.

HaumeHoBanue [0JDKHOCTM JMIIa — aBTOpa JOKYMEHTa MCIOJb3yeTcss B OJaHKax
JOJIKHOCTHBIX JIUI] M pacrojiaraercs ol HAMMEHOBaHUEM 00pa30BaTeIbHONM OpraHU3alHH.

HaumeHoBaHue MODKHOCTH JUIla — aBTOpa JIOKYMEHTa YKa3bIBae€TCs B COOTBETCTBUU C
HauMEHOBaHHEM, IPUBEIEHHBIM B PaCOPSAAUTEIHLHOM JTOKYMEHTE O Ha3HAUYE€HUU Ha JOJDKHOCTD.

CnpaBouHble JaHHbIE 00 00pa30BaTeIbLHOI OPraHu3alum.

CrpaBouHble JaHHble OO0 OpraHM3alMM yKa3blBalOTCS B OJaHKaX IHCEM U BKJIIOYAIOT:
aapec, HoMmep TenedoHa, gakc, aapec dIESKTPOHHON MOUTHI, ceTeBoil aapec, a Takke OKITIO, OI'PH,
MHH u KIIIT opranuzanuu.

HaumeHoBaHMe BU1Aa TOKYMEHTA.

HaumenoBanue BHJla JOKyMEHTa, COCTABIIEHHOTO OpraHu3alueil, J0JDKHO OBITh OINpeaeseHO
ycTaBoM (IIOJIO)KEHHMEM) M JIOJDKHO COOTBETCTBOBaTh HAMMEHOBAHUSM BUJOB JIOKYMEHTOB,
npenycmotrpeHHsiM OKY/I: akT, cripaBka, 3amucka, CBOJKa, OT3bIB, IPOTOKOJ, CIIMCOK, U3BEIICHUE U
np. PacnopsiaurenbHble TOKYMEHTHI OpraHU3allMd M3JAl0TCSl CO CIEAYIOIIMMH Ha3BaHUSMU: MPHUKA3,
pacrnopsiKeHHe.

HaumenoBanue Buia U pa3HOBUIHOCTH JJOKYMEHTA HE YKAa3bIBACTCS B MHCHhMaX.

HaumenoBanue Buia JOKyMEHTA [€4aTa€TCs MPOMUCHBIMU OYKBaMH MOIYKHUPHBIM IIPUPTOM.

Jdara noxkymenra.

Jlata nOKyMeHTa COOTBETCTBYET JaTe MOANUcaHus (yTBEp)KIEHUs) JOKYMEHTa WJIM JlaTe
cOOBITHSI, 3a)UKCUPOBAHHOTO B JOKYMEHTE:

apabckumu mudpamu, pasaeneHabiME Toukoi: 05.06.2021; cinoBecHO-u(poBBIM criocoboM: S5
utonsa 2021 r.

B Tekcrax JOKYMEHTOB, COJAEPXKAIIMX CCHUIKM Ha HOPMATHUBHBIE IPABOBBIE aKThl, W
JOKYMEHTOB, COJEPKAIIMX CBEACHUS (PMHAHCOBOTO XapakTepa, MPUMEHSETCS CIOBECHO HU(POBOIA
croco0 ykazaHus JnaT 06e3 MpOCTaBICHUS HYIS B 0003HAYEHUH JHSA MECAIA, €CIIU OH COJCPKHUT
onny uugpy: 3 ampens 2021 rona.

Paspemiaercst npuMeHSTH CIOBO «T0/» B COKPAILIEHHOM BAPUAHTE «I»:

1 urons 2021 r.

I'pud¢ orpanuyeHnns 10cTyNna K J0KYMEHTY.

[IpocTaBnsieTcss B mMpaBOM BEPXHEM YIiy NEPBOTO JIMCTAa JOKYMEHTa (MpOeKTa JOKYMEHTa,
CONPOBOJUTENBHOTO MUCHhMa K JOKYMEHTY) Ha T'PAaHUIIE BEPXHETO MOJisi NPH HAIUYUM B JOKYMEHTE
nH(pOpMaIIUY, TOCTY K KOTOPOH OTpaHUYEH B COOTBETCTBHH C 3aKOHOJATeNsCTBOM Poccuiickoii de-
nepanuu. B cocTaB pekBH3WTa BKIIOUAETCS OTpaHUYUTENbHAs HaAmuch: «Jlig ciyxeOHOTO
nosb3oBanus», «Kondunenmnuansnoy», «llepcoHanbHble TaHHBIS» WU JIP.

ITpumep -



IlepconajibHbIE TaHHBbIE
pPadOTHHKOB
k3. Ne 1

MyHununajibHoe 0I0/I5KeTHOe 0011e00pa3oBaTeIbHOE YUpeKIeHHEe

«IIledeToBcKkas mkoga uM.M.A.Makenonckoro r.®eonocuu Pecrmy0uku
Kpbim»
ITPUKA3

Bce BU/bI I“pI/I(i)OB OTpaHUYCHHA OOCTyIIa K AOKYMCHTAM 3aKpPCIUIAIOTCA B JIOKAJIBHBIX aKTaXx
00pa30BaTEIILHON OpraHu3aIliy.

Peruapauuouumﬁ HOMEP AOKYMEHTA.

Peructpanmonssiii Homep — nM@PpoBoe Wi OyKBEHHO-IIUPpOoBOE 0003HAUECHUE, TPHUCBAUBAEMOE
JOKYMEHTY IIPH €r0 PErUCTpanuu.

PGFI/ICTpaHI/Iﬂ JOKYMCHTA IMPOBOJUTCA IMOCJIC €0 MO CAaHNA UJIN YTBCPIKICHUS.

JInst BHYTPEHHHUX JOKYMEHTOB — IPUKA30B, IPOTOKOJIOB — 3TO MOPSAKOBBI HOMEDP B IIpenesnax
KaJIeHJapHOTO Tojia/ y4eOHOTO rojia Mo Ka)xJa0My BUAY WM Pa3HOBHJIHOCTH TIOKYMEHTOB. B mpukazax
PErUCTPAIIMOHHBIA ~ HOMEpP MOXXET JOMOJHATHCS  OYKBEHHBIM  HWHAEKCOM, 0003HAYaIOIIUM
Pa3HOBUIHOCTH.

JInst ucxoasamux JOKYMEHTOB PErMCTPALIMOHHBI HOMEP COCTOUT U3:

1) mopsAKOBOTO HOMEpA B TpeIeIax MacCHBa OTIIPABIIAEMOM KOPPECITOH ICHIINHT;

2) uHIeKca Jie/la B COOTBETCTBHH C HOMEHKIIATYPO# /il 00pa3oBaTeaIbHON OpraHu3aIim.

Perucrpanmonnslii HOMEp JOKYMEHTa, COCTaBJIEHHOTO COBMECTHO JAByYMs ©  0Oojee
OPraHu3aIMsIMHA, COCTOUT U3 PETUCTPALIMOHHBIX HOMEPOB IOKYMEHTOB Ka)KJIOM M3 3THUX OpraHu3aIluii,
MPOCTABIISIEMBIX YEPE3 KOCYIO YEPTY B MOPSJKE YKA3aHUS aBTOPOB B JIOKYMEHTE.

Ccbuika HA perucTPaMOHHbIH HOMeEP U ATy JOKYMEHTA.

Ccbuika Ha perucTpaloOHHBIA HOMEp U JaTy JTOKyMEHTa BKIIIOUAeT B ceOsl PeruCTpallMOHHbBIN
HOMEp U JaTy JOKYMEHTa, Ha KOTOPBI 0JKEH OBbITh J1aH OTBET.

Ccbuika Ha HOMEp M JIaTy JOKYMEHTa HCHOJb3yeTcs MpU O(OPMICHUH MHUCEM, SBIISFOIIMXCS
OTBETaMM Ha MOCTYIMUBIIEE MUCHMO (3ampoc, MpocbOy u ap.). CBeaeHHs] B PEKBU3UT MEPEHOCSTCS C
MOCTYIHUBIIET0 JOKYMEHTa M COOTBETCTBYIOT PETHCTPALlMOHHOMY HOMEPY M JlaTe MOCTYIHBILIETO
JOKYMEHTA.

OrpanuunTtensHas OTMETKA JUIsl JAHHOTO DPEKBU3WTA MPOCTABISETCS B JIEBOM YacTu OJjaHKa
MUChMa TMOJT PEKBU3UTOM «J1aTa» U «PETHCTPAIIMOHHBIN HOMEDP JOKYMEHTay.

Hannuue nanHOro pekBH3UTAa HCKIIOYaeT HEOOXOAMMOCTh YINOMHHAHHMS HOMEpa M JaThl
MOCTYIHUBIIETO JOKYMEHTa B TEKCTE MUChMa, YTO OCBOOOKAAET TEKCT OT CIIPAaBOYHOM MH(POPMALIUH.

MecTo0 cocTaBJIeHNA WIH U3TAHUS AOKYMEHTA.
MecTo cocTaBIEHMS (I/I3J_'[8.HI/I$I) JAOKYMCHTA YKAa3bIBACTCA B JOKYMCHTAX, U3roTaBJIMBACMbIX Ha
OJraHkax KOHKPCTHBIX BUAOB JOKYMCHTOB.

Anpecar.
AjpecaramMu JOKYMEHTa MOTYT OBbITh IOpUAMYECKHE JUIA, UX CTPYKTypHbIE
M0JIpa3/ieieHus ¥ IOJDKHOCTHBIE JIMIA, a TaKkke (Pu3ndeckue Juua.

PexBU3UT «ajpecar» MNpoCTaBiseTcs B BepXHEH NpaBoil YacTH JOKyMeHTa (Ha OyiaHKe C
YIJIOBBIM PACHOJIOKEHUEM PEKBU3UTOB) HJIM CHpaBa IMOJ PEKBU3UTAMH OjlaHKa (IpU IMPOIO0IHHOM
PacroyiokeHUN peKBU3UTOB OnaHka). CTPOKH PEKBU3UTA «aJipecaTy BbIPAaBHUBAIOTCS I10 JIEBOMY Kpako
WJIY LEHTPYIOTCS OTHOCHUTEIBHO CaMOM JJIMHHOM CTPOKH.



Ecnu mokymeHT afpecoBaH IOPHAHYECKOMY JIMILY WJIA €T0 CTPYKTYPHOMY TOJIpa3AeiicHuIo 0e3
yKa3aHHs JOJKHOCTHOIO JIMIIA, UX HAUMEHOBAHUS IPUBOISTCS B UMEHHUTEIILHOM HaJCKe.

IIpumepsl

1. Munucrepcrso o6pasoBanusi,
HAYKH H MOJIOAEKH
Pecny0sinku Kpbim

2. MunucTepcTBO 00pa3oBanms,
HAYKH U MoJioJe:xu Pecnnydiauku
Kpbsim
ynpagsJjieHue 001ero oopa3oBaHus

[TouTOBEII1 afpec yka3pIBaeTCs NP HAMIPABICHUH TOKYMEHTA Pa30BBIM KOPPECTIOHICHTAM.

Ecmm  1OKyMEHT aspecoBaH PYKOBOAMTENI0 IOPHIMYECKOTO JIMIA WIA €ro 3aMEeCTHTEINIO,
HAaMECHOBAHHE IOPHUIMYECKOTO JIMIIa BXOJWUT B COCTaB HAaMMEHOBAHHS JIOJDKHOCTH ajpecara, KOTOpoe
MIPUBOANTCS B IaTEIIFHOM TaJIeKeE.

[Tpumep —

PykoBoauTenro PenepaibHOro

apXMBHOI'0 areHTCTBA

®amuausa U.0.

Nuuuuansl craBsarcs nociae GamMHIMM HE3aBUCUMO OT TOTO, KOMY aJpecoBaH JOKYMEHT —
JOJIKHOCTHOMY JIMILY T (PU3HUECKOMY.

[Ipn anmpecoBaHMM NHUChMAa PYKOBOJUTENIO CTPYKTYPHOTO TMOJAPA3JENICHUs] YyKa3bIBaeTCsl B
MMEHUTEJBHOM MaJie)ke HaUMEHOBAaHUE OpraHU3alli, HUXKE - B JATEJbHOM IaJe)Ke HauMEHOBAaHUE
JOJIKHOCTH PYKOBOJMTENIS, BKJIIOUAIOLIEE HAUMEHOBAHUE CTPYKTYPHOTO MojpaszfenieHusi, haMuinio,
WHUIUABIL.

[Tpumep-

MuHucTepcTBO 00pa30BaHus,

HayKH U MoJiogexu Pecmyommkn Kpbim
HavanbHuKy ynpasJieHus 001ero oopa3oBanusi
®amuausa U.0.

IMepen damunueir IODKHOCTHOTO JIMIA JOIMYCKAETCS YIOTPEOIATh COKpAIEHHE «I-HY»
(rocrioiMHy), €CiM aapecat MYXXYHUHA, HITH «T-XKe» (TOCIIOXKE), €CIIU aipecaT KEHIIUHA.

[Ipu paccbulke JOKyMEHTa TpyIIE OpraHMU3alliii OJHOTO THIIA WJIH B  CTPYKTYpPHbBIC
M0JIpa3/ICICHUs OJJTHOM OpraHM3alluK, aJpecaT yKa3bIBaeTCsi 0000IIEHHO.

B o1HOM ToKyMEHTE He JTI0OJDKHO OBITh O0JIee YeThIPeX aIpecaroB.

[Ipu OoJbllieM KOJMYECTBE aJPECAaTOB COCTABJISACTCS CHHCOK (JHCT, yKa3aTeib) pPacChUIKH
JOKYMEHTa, Ha KaXJIOM JOKYMEHTE YyKa3bIBaeTCs OJMH ajapecaT WiH ajapecaT o(opMIIseTcs
0000IIEHHO.

B cocraB pekBu3UTa «AApecar» MOXKET BXOIUTh MOYTOBBIN ajipec. DJIEMEHThI IOYTOBOTO ajipeca
YKa3bIBAIOTCS B MOCIICA0BATEIILHOCTH, yCTaHOBIICHHO! [IpaBuiiaMu Oka3aHus YCIIyT TIOYTOBOM CBSI3H.



IIpumep -
Bceepoccuiicknii
HAY4HO-
HCCJIe10BATEIbCKU I
HHCTHUTYT
JAOKYMEHTOBE/IeHUs 1
apXUBHOIO J1eJia
Ipodcoro3nas y..,
a. 82,
MockBa, 117393
B cnydae ornpaBku JOKyMeHTa (U3WYECKOMY JIMIY YKa3bIBAlOTCS: (pamMIlivs, WHHUIHAIIBI,
MOYTOBBIM ajpec: (yauua, HOMEp JOMa M KBapTUPBl, HaceJEHHBbIH IYHKT, paioH, oOnacTh (Kpaii,
pecny6inKa), OYTOBBIN UHIEKC).
[Tpumep -
®amuiusa U.0.
CanoBas yJiI., 1. 5, kB. 12,
r. DHCK, JHCKOI 00.1., 301264
[Ipu ormpaBke muchbMa MO SJICKTPOHHOW TMOYTE WM MO (DaKCUMUIBLHOU cBsizu (0€3
JOCBUIKM TIO TOYTE) MOYTOBBIA ajpec He yka3biBaeTcs. [Ipu HeoOXOaUMOCTH MOXKET OBITh yKazaH
ANIEKTPOHHBIN ajapec (Homep TenedoHna/daxca).
[Tpumep -
Bceepoccniickunii HAy4YHO-
HCCJI1e10BATEILCKUI HHCTUTYT
AOKYMEHTOBeIeHHsI U apXMBHOIO /eJa
mail@vniidad.ru

I'pud yrBep:kaeHus JOKYMEHTA.

I'pud yrBepkaeHHs MPOCTABISIETCS HA JOKYMEHTE B Clydae €ro YTBEpKIEHHs JO0KHOCTHBIM
JIMLIOM, PacIiOPSIUTEIbHBIM JOKYMEHTOM (TIPHUKA30M, PACIIOPSKEHNUEM, PEILIEHHEM).

I'pud yrBepxaeHHs pa3MelaeTcs B IPaBOM BEpXHEM YIJ1y MEpBOro JMcTa JokyMeHTa. CTpokH
PEKBHU3UTA BBIPABHUBAIOTCS II0 JIEBOMY Kpal MWIH LEHTPYIOTCS OTHOCHUTEIBHO CaMOW JJIMHHOMU
CTPOKH.

[Ipu yTBEep)KJI€HMM IOKYMEHTa JOJDKHOCTHBIM JIMIOM IpU( YTBEpXKJAEHUS COCTOMT U3 CIIOBa
YTBEPXAIO, HanMeHOBaHMS [JOJDKHOCTH JIMIIA, YTBEP)KIAIOLIETO JOKYMEHT, €ro IOJIHUCH,
MHUIHMAJIOB, ()aMUJIMHU U JaThl YTBEPKICHHUS.

ITpumep -

YTBEP/XKJIAIO

Jupexrop MBOY COII Ne 1

Hopmucy U.0. ®amuins

Jara

[Ipu yTBep>KIEHUU IOKYMEHTa PacHOpPSAUTENbHBIM JOKYMEHTOM TPHU(} YTBEpKICHUS
coctout u3 cimoBa YTBEPXJ/IEH (YTBEPXJEHA, YTBEPX/IEHbBI wim YTBEPXEHO),
COIJJaCOBAHHOTO C  HAaWMEHOBAaHUEM  BHUJAA, YTBEPKIAEMOIO  JOKYMEHTa, HAUMEHOBAHMS


mailto:mail@vniidad.ru

pacnopsaUTENBHOTO TOKYMEHTA B TBOPUTEIBHOM IAJIEXKE, €r0 JaThl, HOMEpA.

[Tpumepsl
1. (Tlopsnok) YTBEPXK/JEH
npukazom MBOY COMLI Nel
5 anmpess 2021 r. Ne 82
2. (IIpaBuina) YTBEPX/IEHbBI

npukazom MBOY COLI Ne 1
15.06. 2021 r. Ne 83

3. (ITonoxenue)
YTBEPXJIEHO
npukazom MBOY COLI Ne 1
15.06. 2021 r. Ne 83

[Ipn npuHsATHH (pacCMOTPEHHH) TOKYMEHTa KOJUIETMaJbHBIM OpraHoM 0Opa3oBaTelbHON
OpraHu3aliy, pelIeHNus KOTOPOTro GUKCUPYIOTCS B MPOTOKOJIE, B IpUQe MPUHATO (PACCMOTPEHO)
YKa3bIBACTCS HAMEHOBAHHME OpraHa, PEIICHHEM KOTOPOro MPHHAT IOKYMEHT, JaTa U HOMeEp
MpOTOKOoJIa (B CKOOKAax), YTBEP)KIAIOIIEro JOKYMEHTa B TBOPHUTEIBHOM MaJieXKe, ero Iathl,
HOMeEpa.

[Tpumepst
3. (Iopsnok) MPUHAT
neAaroru4ecKuM coBeTOM
(mpotoxoJ ot 15.08.2021 Ne 12)
4. (IlpaBuna) NPUHATHI
YpapJisionum coBeTOM
(mportokoJ ot 15.06.2021 Ne 8)
3. (TTonoxxenue)
IMPUHATO
001HUM coOpaHneM padOTHUKOB
o0pa3oBaTeJbHOH OPraHU3alMU
(mportokos 15.06.2021 r. Ne 83)
3aroJI0BOK K TEKCTY.
3aroJIoBOK K TEKCTY BKIJIIOUAET B ce0s KpaTKOe CoJiep>KaHue JOKYMEHTa, €r0 OCHOBHYIO
CMBICJIOBYIO HAarpy3Ky. 3aroyioBok (opmymnupyercs ¢ npeayorom «O» («O06») n oTBedaeT Ha BOIPOC

«0 yeM?»:
. npuka3s (0 yem?) 0 CO3JaHUH aTTECTAlMOHHONW KOMHUCCHUU;
. npuka3s (0 yem?) 00 yTBEp)KIEHUU IITATHOTO PACIIUCAHUS;
. nuceMo (0 ueM?) o mpeAocTaBIeHUH HH(HOPMAIIUH.

3aroJIOBOK COCTaBIISIET WCHOJHUTENb JOKyMEHTa. 3arojoBOK K TEKCTY O(OpMIIIETCS MOA

peKBU3UTaMH OJlaHKa ClieBa, OT TPaHUIIBl JIEBOro moJid. Ecium TeKCT JOKyMeHTa He MpEeBbIIIAeT
YeThIpeX-TISTH CTPOK WK odopMileH Ha O61aHke GopmaTta AS, 3aroJ0BOK MOKHO HE YKa3bIBaTh.

3arojloBOK JOKYMEHTa 3allUCBIBAETCSI IPU €ro PETUCTPAllUd B COOTBETCTBYIOLIME



perucTpanoHHbe POPMBI: KAPTOUKY, 0a3y JaHHBIX.

Teker 1okyMeHTA.

TekcT JOKyMEHTa COCTaBIISIETCS Ha PYCCKOM SI3BIKE KaK IrOCYyJapCTBEHHOM s3blke Poccuiickoit
®enepaunu. TekCT JOKyMEHTa M3JlaraeTcs PyCCKUM JINTEPATYPHBIM S3BIKOM C YYETOM OCOOEHHOCTEN
o(UIMANTBHO-EIOBOTO  CTHJIS,, BHJAAa JOKYMEHTa M €ro Ha3HAa4eHHs B  YIPaBICHYECKOH
nesrenpHOCTH. CozepikaHHue JOKYMEHTA JOJIKHO ObITh U3JI0KEHO KPAaTKO, IOTUYHO, TOYHO U SICHO.

TexcTbl JOKyMEHTOB M3J1araroTCs:

- OT 1-TO JMIA €IMHCTBEHHOrO YHCJa B JIOKyMEHTax (IpHUKa3, paclopspKeHUE U T. 1.)
pyKoBoJuTENsS 00pa3oBaTENIbHON OpraHu3alluy, JEHCTBYIOIIEIO0 Ha MPUHLIMIIAX €IUHOHAYalIus, a
TaKKe JIOKYMEHTax, aJpeCOBAaHHBIX PYKOBOJICTBY OpraHW3allMM: IPUKA3BIBA0... INOATOTOBUTH U
MIPEACTABUTH HA PACCMOTPEHHUE; MIPOIILY PpACCMOTPETH
BOIPOC 00 YCTAaHOBJIEHUH JIbTOTHBIX Tapu(OB...;

- 3-TO NMIa €IUHCTBEHHOTO YHWCIIAa B IOKYMEHTaX KOJUIETHALHBIX OPTaHOB: KOMHUCCHS
peIInIa...; OPraHu3alHsg HE CYUTAET BO3SMOKHBIM. ..;

- 1-ro nuila MHOXKECTBEHHOTO YKCJIa B COBMECTHBIX JIOKYMEHTaX: IPOCUM IPEJICTaBUTh
JAHHBIE O...; IPEICTABIIsIEM Ha PACCMOTPEHHUE U YTBEPXKICHUE. .

- 3-T0 NTUIIa MHOXXECTBEHHOTO YHCIIa B MPOTOKOJIAX: CITYIIAIH, BEICTYITHIIN, TIOCTAHOBHIIH,
penmim.

B nokymeHTax, ycTaHaBIMBAIOIIMX IpaBa U 00A3aHHOCTH OpraHMU3alliu, €€ CTPYKTYPHBIX
NOJIpa3/ielieHui (M0JIOKEHHE, MHCTPYKIUS), a TaKkKe COAEPXKAIMX ONMHCAHUE, OLEHKY (aKTOB WM
BBIBOJIbI (aKT, CIIPaBKa), UCMOJIb3yeTCs (hOpMa M3JI0KEHUS TEKCTa OT TPETHEro JINLA €IUHCTBEHHOI'O
WIA MHOXKECTBEHHOTO 4ucCla («OTIEN OCYIIECTBISIET (QYHKIUN», «B COCTaB OOBEIUHEHUS BXOIATY,
«KOMHCCHS YyCTaHOBMIIA).

B Tekcre [OKyMeHTa, NOArOTOBIEHHOTO HAa OCHOBAaHUM 3aKOHOJATEIIBHBIX, HHBIX
HOPMATUBHBIX IIPABOBBIX AKTOB, W3JAHHBIX OPraHAMM BJIACTH W YIPaBJICHHs, JOKYMEHTOB, paHEe
U3JIaHHBIX OPraHOM BJIACTH — ABTOPOM JOKYMEHTA, YKa3bIBa€TCS HAUMEHOBAaHUE BUIA JOKYMEHTA,
HAaUMEHOBAHHUE OpraHa, W3JABIIEro AOKYMEHT, AaTa IPUHATHS WIA YTBEPKICHMS NOKYMEHTa, €ro
pPEruCTpalMOHHBIM HOMED, a TAK)KE 3ar0JI0BOK K TEKCTY WM HAMMEHOBAaHUE BHJA TOKYMEHTA.

ITpumepst
«B cootBerctBuM ¢ mocrtaHoBieHueMm llpaBurenbctBa ot 13.08.1997 Ne 1009 «OO0
yIBepkaAeHuu [IpaBun MOATOTOBKM HOPMATHBHBIX IIPABOBBIX AakTOB (elepanbHBIX OpraHoB
WCIOJIHUTENBHOM BIACTU U UX TOCYJApPCTBEHHON PEerucTpaium;
«B coorBerctBuum ¢ IlomokeHneM O TIOCTOSIHHO JIEHCTBYIOLIEH SKCIEPTHOU
KOMHUCCUHU YUPEXKJIEHUS, OpPraHu3allid, NPEINpusiTHs, YTBEPKICHHBIM MpuKazoM PocapxuBa ot
19.01.1995 Ne 2...».
Ecnu TekcT colep>KUT HECKOIBbKO MOPYYEHUMN, PEIICHU, BHIBOJIOB, B TEKCTE BBIJCISIOTCS
pas3fensl, Moapa3ienbl, MyHKTHI, TOMYHKTHI.
B TekcT mokymeHTa MOTYT BKIOYaThCsl (hparMeHThl, 0(hOpMIICHHBIE B BHJIE TAOIUIBI WU
AHKETHI.
CrpaHHIIBI TEKCTa HYyMEPYIOTCS apaOCKUMHU U (pamMu MOCEPeTUHE BEPXHETO MOJIS.
B nucbMax ucmonb3yroT cieayromnre GopmMbl U3I0KEHUS:
e OT MEPBOTO JIUI[a MHOKECTBEHHOTO YMCa («IIPOCUM HAMPABUTHY, «HAIPABIIsIEeM Ha
paccMoTpeHue»);
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e [IEPBOIO JIUIA €AMHCTBEHHOTO YHCIIA («CUUTAK0 HEOOXOAUMBIMY, «IIPOIILY BBIJCIUTHY);
e TpeThero Juua eauHcTBeHHoro uuciaa («OO He Bozpaxkaer», «0OO cuuraer
BO3MOYHBIM).

OTMeTKa 0 NPUJIOKEHUH.

OTMeTKa O MPHIIOKEHUH COJIEPKUT CBEICHUS O JOKYMEHTE (JIOKyMEHTax), MpHaraéMoM K
OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTEIBHBIX MHCHbMaxX, NMPETEH3USIX, aKTaxX, CHpPaBKax W JAPYrHX
MH(POPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTaX) MJIM O TOM, YTO JOKYMEHT SIBJISCTCS NPUIOKECHHUEM K
OCHOBHOMY JIOKYMEHTY (B JOKyMEHTAaX - MPHJIOKEHHUSIX K PaCTIOPSIAUTEIEHBIM
JTOKYMEHTaM, TIIOJIOKEHHSIM, TpaBWJIaM, WHCTPYKIHSAM, JOTOBOpaM, IUIaHaM, OTYeTaM H Jp.
JOKYMEHTaM).

B comnpoBoaMTeNbHBIX TUCHMAaX M JPYTUX HH(DOPMAIMOHHO-CIPABOYHBIX JIOKyMEHTaX
OTMETKA O TPUIIOKEHUH 0(POPMIISETCS IOl TEKCTOM OT T'PAaHMIIBI JIEBOTO TIOJISI CIIEAYIOMIMM 00pa3oM:

- €CJIM TIPUJIOKEHHUE Ha3BAaHO B TEKCTE:
[Tpunoxenne: Ha 211. B 1 9K3.;
- eClIi TPWIOKCHHWE HE HA3BaHO B TEKCTE WM €CIH MPHUJIOKEHHH HECKOJBKO, YKa3bIBAIOT
Ha3BaHUS IOKYMEHTOB-TIPHIIOKEHHUH, KOJIMYECTBO JIMCTOB M AK3EMIUISIPOB KaXIOTO TIPHIIOKCHHS:
[Tpunoxenue: 1. [lonoxxenue (Ha3Banue) Ha S 1. B 1 9K3.
2. CripaBKa 0 KaJ[poBOM cocTaBe Ha 2 J1. B 1 9K3.;
- €CITU MPUJIOKEHHUEM SIBIIIETCSE 000COOICHHBIN AIEKTPOHHBIN HOCUTEIND (KOMIIAKT- JIUCK,
usb-(JIer-HaKOMUTEIb U Ip.):
- Ilpunoxenue:
CD B 1 3k3.
- €CIIU IPWIOKeHUE (MPUIIOKEHUST) COPOIITIOPOBAHBI:
[Tpunoxenue:
oT4uet 0 pabote PUII B 2 7k3.

B pacniopsinuTenbHbIX TOKyMEHTax (MprKa3ax, pacnopsHKeHUSIX), J0TOBOPAX, MOJOKEHHUSX,
MpaBUJIaX, MHCTPYKIUSAX U IPYTHX JTOKYMEHTaX OTMETKa O MPUJIOKEHUH O(QOpPMIIIETCS CISAYIOIINM
o0pazom:

- B TEKCTE JOKyMEHTa IpH [EepBOM YINOMUHAHHHM JIOKYMEHTA-IPUJIOXKEHHUS B CKOOKax
yKa3bIBaeTCS: ... (NPWIOKEHHWE) WK .. (mpuwiokeHue 1); mepex HOMEPOM MPHIIOKEHHS
JIOIYCKAETCs CTABUTh 3HAK HOMEpa: ... (mpusioskeHue Ne 2);
- Ha MEPBOM JIHCTE JOKYMEHTA-TIPUIIOKEHHSI B IPABOM BEPXHEM YTy YKa3bIBACTCS:
Hpunoxenue Ne 2
Kk npuxkazy MBOY «lllederoBckas
mKoJa uM.M.A.MaKeIoHCKOI0>»
ot 15.08.2021 Ne 112.
CTpoku peKBU3UTa BBIPABHUBAIOTCS I10 JEBOMY Kparo WM LEHTPUPYIOTCSI OTHOCUTEIBHO CaMOi
JUIMHHOW CTPOKH.
Ecnu npunoxeHueMm K pacriopsIUTeIbHOMY JTOKYMEHTY SIBJISIETCS HOPMATUBHBIA MPAaBOBON akT
WIM UHON JIOKYMEHT, YTBEPXKAAaeMbli TaHHBIM PAaCHOPSAUTENbHBIM JOKYMEHTOM, Ha NEPBOM JIMCTE
MIPUIIOKEHHS TIPOCTABIIAETCS OTMETKA O MPUIIOKEHUH (0€3 CCBIIKM Ha PacTOpSAUTENbHBIA TOKYMEHT)
u rpud yTBEp>KJIEHHs, B KOTOPOM YKa3bIBAIOTCS JTAaHHBIE PACIOPAIUTEIBHOTO JOKYMEHTa, KOTOPHIM
YTBEP)KJCH JOKYMEHT- MIPUIIOKEHHUE.
IIpumep -
IIpuaoxenue 1
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YTBEP/KJIEHO npuka3s
MBOY «llleberoBcKkast
IIKO0JIa
uM.M.A.MakeI10HCKOro»
ot 18.05.2021 Ne 67

I'pud¢ cornacoBanus 10KyMeHTA.

[IpoexTbl MOArOTOBJIEHHBIX JOKYMEHTOB I€pe] MOJNUCAaHUEM B psJieé CllydyaeB
COTJIaCOBBIBAIOTCS C 3aMHTEPECOBAHHBIMHM  YUPEXKACHUSIMM, CTPYKTYPHBIMHU IOJApa3JCIICHUSIMH,
OT/I€IbHBIMU JOJKHOCTHBIMU JINLIAMHU.

I'pucd cornacoBanust B 3aBUCUMOCTH OT BHJIa JOKYMEHTa U 0COOEHHOCTEHN €ro o(popMIIeHHUS
MOJKET MPOCTaBIATHCS:

- Ha NIEPBOM JIMCTE JOKYMEHTA (€C/IM TOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJILHOM JIUCTE)
B JIEBOM BEpPXHEM YIJly Ha YpOBHE rpuda yTBEp:KJIEHHUS WM O] HAUMEHOBAaHUEM JOKyMEHTa
OnmKe K HIDKHEMY TI0JII0);

- Ha MOCJIETHEM JIUCTE IOKYMEHTA M0J1 TEKCTOM;

- Ha JIUCTE COTJIACOBAHMUS, SIBJISIONIEMCS HEOTHEMIIEMOM YacThIO TIOKYMEHTA.

I'pud cormacoBanust noxkymenta coctout u3 ciaosa COI'JIACOBAHO, momkHOCTH NUIIa, C
KOTOPBIM COTIJIACOBaH JTOKYMEHT (BKJIIOYasi HaUMEHOBAaHWE OPraHu3allii), €ro COOCTBEHHOPYYHOMU
MOATNHUCH, paclIu(POBKU NOJNUCH (MHUIUAIOB, (aMHUIIMK) U JaThl COTJIACOBAHUS.

[Tpumep -

COI''TACOBAHO

JupexTop (Ha3BaHUE OpPTaHU3AIIH )
(moamucek) N.0. Gamumnus

Hara

Ecnu cormacoBanue ocCyliecTBIsICTCSl KOJUIETHATBHBIM OpPraHoOM, B TpHQe COriacoBaHUs
yKa3bIBaIOT CBEJCHMsI 00 OpraHe, COrjacoBaBIlEM JOKYMEHT, JaTe U HOMEpe MPOTOKOJA, B KOTOPOM
3aUKCUPOBAHO pelIeHHe O corjiacoBaHuu. Eciu corjacoBaHuWe OCYIIECTBISETCS MHCbMOM,
yKa3bIBaIOT BUJ] IOKYMEHTa, OPTraHU3aIUIO - aBTOpa IOKyMEHTa, JaTy U HOMEp MUChMa.

[Tpumepsi

1 COTrJIACOBAHO
YupasiasilommMm COBETOM

MBOY «llledeToBCcKast

LIKO0JIa

uM.M.A.Make10HCKOro
(MpoToKoJI 0T Ne_ )
2 COI'JIACOBAHO

nuceMoMm Pocapxusa

orT Ne

Bu3a cornacoBaHusi J0KyMeHTA.

Bu3sbl coracoBaHus TOKYMEHTa — PEKBU3UT JOKYMEHTA, YKA3bIBAIOIIUN HA COTJIACHE WIIU
HECOTIJIaCHe JIOJDKHOCTHOTO JIMIIa 00pa30BaTeIbHON OPraHU3aIllK C COJICPKAHUEM TPOCKTa JOKYMEHTA
(manmee — Bu3a).

IIpumep

3aMecTHTeNbh TUPEKTOpa [0 BOCIIUTATENILHON paboTe
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JInynasa nmoamnuch N.N. UsanoBa

10.10.2023

OdopmiienHast TakuM 0O0pa3oM BH3a O3HAYaeT COTJIaCMe JOJDKHOCTHOTO JIMIA C
COJIepKaHUEM JIOKYMEHTA.
[Ipu Hanm4uM 3amMevanuii Mo JOKYMEHTY BU3Y O(POPMIISIOT CISAYIONIUM 00pa3oM:

3ameuaHus pUJIararoTcs
3amecTUTENb AUPEKTOPA 110 BOCIIUTATENBHON paboTe
JInyHas noanuck N.N. NBanoBa

10.10.2023

JIOKyMEHT BU3HPYETCS  HCIOJHUTEIIEM W  3aWHTCPECOBAHHBIMH B JOKYMCHTE
JOJKHOCTHBIMH JIUIIAMH, PYKOBOUTENIEM 00pa30BaTeIbHON OpTraHH3aIIHH.

3aMeuaHus JIOJDKHBI OBITH TTPEJICTaBICHBI Ha OTACIBHOM JIUCTE, KOTOPBIM IOAIMMCHIBAIOT,
JTATHPYIOT M TIPUJIAraloT K TOKYMEHTY.

B nmoxymeHTax, MOJJTMHHUKA KOTOPBIX XPaHATCS B OPraHU3alld{, BU3BI MPOCTABIISIOT Ha
MOCJIETHEM JIUCTE JOKYMEHTA MO/ MOAMUCKHI0, HA 000pOTE MOCIEIHEro JUCTA MOAIMHHUKA TOKYMEHTA
WJIM Ha JIMCTE COTJIacOBaHUs (BU3UPOBAHUS), IPUIAraeMOM K TIOKYMEHTY.

B wucxomsmux AOKyMEeHTaxX BH3bl TMPOCTABISIOTCA Ha JK3EMIUISIpax JOKYMEHTOB,
MOMEIlaeMbIX B JIEJIO.

Hoanuce.

JIOMKHOCTHBIE JIMIA TOAMKCHIBAIOT JOKYMEHTHI B TIpelesiax CBOUX IOJTHOMOYMIA,
OTpe/ieNIeHHBIX Y CcTaBOM 00111€00pa30BaTEIbHON OpraHu3allii U J0JKHOCTHBIMU HHCTPYKLIUSMHU.

[Toanuch cOCTOUT M3 HaMMEHOBAHUS JOJDKHOCTHU JIMIIA, KOTOPOE MOIIUCHIBAET JOKYMEHT
(momHOrO — eciaM JOKYMEHT HaledaraH He Ha OJaHkKe, COKpalleHHOr0o — Ha JOKYMEHTe,
HarleyaTaHHOM Ha OJlaHKe), ero COOCTBEHHOPYYHOW TOJANHUCH, HWHUIMAIOB (MHUIIMAT WMEHH),
hamuun.

[Tpumepsl
He Ha OJaHKe:

JAupexrTop JInyHas moanuch N.0. ®amniaus

HA 0JanKe

Jupexrop JInynas noanucey N.0. ®amunus

HpI/I O(l)OpMJ'IeHI/II/I JOKYMCHTA Ha OaHke JAO0JIKHOCTHOI'O JIMIIa AOJIZKHOCTBH OTOrO Jidia B

MOAINCH HE YKA3bIBACTCA.

IIpumep JInynas nmoanmucey N.0. damunus

B AOKYMCHTAaX, COCTaBJICHHBIX KOMHCCHCﬁ, B TIOANMCHU YKAa3bIBACTCA CTATyC JIMIa B
COCTaBC KOMHCCHH.

IIpumep -
IMoanucew N.0. Damuiauna
IHoanuck N.0. amuiusa
IHoanuck N.0. Damuiusa

IHoanuck N.0. amuiua
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IIpencenaresib KOMHCCHU
YjieHbI KOMHCCHH

B ciydae orcyrcTBHS pYKOBOAMTENS MPUKA30M ONPEIEIAETCS JIMLO, UCIIOJHSIOIIEE €ro
00513aHHOCTH, a TAKXKE YIOIHOMOYEHHOE TIOIMUCHIBATh TIOKYMEHTHI, IIPH 3TOM TOIIMHUCH 0POPMIISETCS
C YKa3aHHEM CTaTyca JOJKHOCTHOTO JIMLA B COOTBETCTBUHM C IIPUKA30M (PACIIOPSIKEHUEM).

[Ipumep -

H.o. nmpexTopa Hoanmucy N.0. ®Pamuius
WIN:

Hcnonusiromuii 0013aHHOCTH IMpPeKTOpa Hoanucs HN.O.
Damunus

[Ipu moamucanun AOKYMEHTa JIMIIOM, UMEIOIIMM TPAaBO TOJANKUCH B CIIydae BPEMEHHOTO
OTCYTCTBUSI PYKOBOJUTENS, UCIPABJICHUS B HAMMEHOBAHUE JOJDKHOCTH U pacmiu(poBKy damMuinu
y)K€ IOATOTOBJIEHHOIO M COTJIACOBAHHOTO TIPOEKTa JIOKYMEHTa BHOCSTCS OT PYKH HWIH C
WCIIOJIb30BAHUEM COOTBETCTBYIOIIUX IIITAMITOB.

He nomyckaercsi cTaBUTh KOCYIO 4epTy, HAJIIUCh «3a» Mepe]l HAMMEHOBAaHUEM JIOJDKHOCTH
JIUIIA B TTOJITUCH, €CJIM TJOKYMEHT TOAMHUCHIBAET MHOE JOJKHOCTHOE JIUIIO.

JJIeKTPOHHAS NMOANMCH.
OtmeTka 00 3JEKTPOHHOM NOJIMUCH HUCHOJb3YeTCS MPU BHU3yalIM3alUU AIIEKTPOHHOIO
JOKYMEHTA, TOIUCAHHOTO 3JIEKTPOHHON MOAIMHUCKIO, C COOMI0IeHnEM TpeOOBaHMi:
a) MECTO pa3MeIeHUsi OTMETKH 00 3JIEeKTPOHHOM MOANHCU JOJKHBI COOTBETCTBOBATH MECTY
pa3MenieHus: COOCTBEHHOPYUYHOU MOIMUCH B aHAJIOTUYHOM JIOKYMEHTE Ha OyMa)kHOM HOCUTEJIE;
0) pIIeMEHTBI OTMETKH 00 AJIEKTPOHHON MOJNUCH JOJHKHBI ObITh BUIUMBIMH U YATAEMBIMU IIPU
0TOOpaX€HUH IOKyMEHTa B HaTypaJIbHOM pa3Mepe;
B) DJEMEHTbl OTMETKM 00 DSIEKTPOHHON TMOJINUCH HE JOJDKHBI TEepPeKphIBATbCS MU
HaKJIa/IbIBAaThCS APYT Ha APYra;
') DJIIEMEHTHl OTMETKH 00 3JIEKTPOHHOM MOJINUCU HE JOJDKHBI MEPEKPhIBATh JIEMEHTHl TEKCTa
JOKYMEHTA U APYrue OTMETKU 00 3JEKTPOHHOU MoANUCcH (TIpU HATUYUH).
OtmeTka 00 3JEKTPOHHOM moanucu U BKIto4yaeT ¢pasy «JoKyMeHT MOJAMUCcaH AJIEKTPOHHOMN
MOAMKCHIO», HOMEp CcepTH(HUKaTa KIH0Ya OJIIEKTPOHHONW NOANUCH, (aMUIIUIO, HMs, OTYECTBO
BIIaJIeTbIa cepTU(UKaTa, CPOK NEHCTBUS cepTU(HUKATa KII0Ua IEKTPOHHOMN MOAMKUCH.

ITpumep
Hupekrop OUO mupexTopa
JOKYMEHT HNOAIIMCAH
3JIEKTPOHHOHM MOJAINUCHIO
Cepruduxar lalllaaalllllllII
Baanesen UBanoB AJiekceil bopucoBua
HeiicrButenen ¢ 01.01.2017 mo 01.01.2022
IMeyars.

OTTHUCK IIedaTu 3aBEpSACT MOJIMHHOCTL MOAINHCH JOJIZKHOCTHOTO JIMIIa HAa NOKYMCHTAX,
YAOCTOBCPAOIINUX IIpaBa JIHUII, (I)I/IKCI/IPYIOH_[I/IX (I)aKTLI, CBsA3aHHBIC C (bHHaHCOBLIMI/I cpeacrtBamMu, a
TAKXKXC Ha JOKYMCHTAX, MPCAOCTABIACMBIX 3a NPCACIIbI OpraHHU3allui W NpPCAyCMaTpUBAROIINX
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3aBepeHUE MO JIMHHOCTH MOANKUCH. BHYyTpeHHUE JTOKYMEHTHI (MPUKAa3bl, MPOTOKOJIBI U T.J.) MEYaThIO
HE 3aBEPSIOTCA.

[Tewats mpocTaBiseTcs, HE 3axBaThiBas COOCTBEHHOPYYHOU MOAMHUCH JIMIA, IMOAMKCABIIETO
JOKYMEHT, WK B MecTe, 0003HaueHHOM «MID» («Mecto meqarny).

OTtMmeTKa 00 HCIOJIHUTETE.
OtMmeTka 00 WCIOJIHUTENE BKIIOYaeT B ceOs (aMWIHIO, UM, OTYCCTBO HCIIOJHUTEIIS
JOKyMEHTa, HOMEp ero TeledoHa.

OrMerka 00 UCIOJHHUTENIC MOXET JIOMOJIHATHCS HAUMEHOBAaHHEM  JIOJDKHOCTH,
CTPYKTYPHOTO TIOJPA3JeNCHHsI U HJICKTPOHHBIM aJIpeCOM HMCIIOTHUTEIIS.

Otmerka 00 wucnosHUTENEe O(OPMIISETCS Ha JMIIEBOM CTOPOHE TMOCIEAHETO JIMCTa
JOKYMEHTa OT TPAHUIII JICBOTO TIOJISl WIIH, MPU OTCYTCTBUU MECTa, - Ha 0OOPOTHON CTOPOHE BHU3Y
cleBa.

[Ipumep -

3a0eaun UBan AnapeeBuy,

KonTpoJibHOe ynipaBJieHne, BeAylMid CrenuaaucT,

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

OtmeTKa 00 MCIIOTHATENE MOXKET O(POPMITATHCS KaK HUKHHHM KOJIOHTHTYI M TI€YaTaThCs
mpu(TOM MEHBILIETO pa3Mepa.

OTMeTKa 0 3aBepeHUN KONMH.

OOpazoBarenbHas OpraHM3alisl MOKET 3aBepsTh KOMHHM TOJBKO TEX JOKYMEHTOB,
KOTOpbIE CO3JIAIOTCS B HEM, a Takke B cllydasx, MPeAyCMOTPEHHBIX B a03alle BTOPOM HACTOSIIETO
nyHkTa. Komus JoOKyMeHTa H3TrOTaBIMBAETCA W BBIJACTCS TOJBKO C pa3pelieHHs] PYKOBOIUTENS
OpraHu3aliy, ero 3aMeCTUTENeH WIH PYKOBOAUTENS CTPYKTYPHOTO MOpa3IeiIeHHUS.

B cnaydyae moAaroToBkM JOKYMEHTOB MJisi MPENOCTABJICHUS CYIeOHBIM OpraHam, Mpu
pELICeHUH BOMIPOCOB IO MPUHSITHIO JIULl HA paboTy, oOydeHHe, yIOCTOBEPEHHS UX TPYAOBBIX U IPYTHX
IIpaB BO B3aUMOOTHOLICHUSIX C YUPEKACHHUEM, a Takke Mpu (OPMUPOBAHUU JTUUYHBIX JeT PAaOOTHUKOB
oOmieo0pa3oBarenbHasi OpraHu3alus MOXKET U3rOTaBIMBATh KOMHMU JOKYMEHTOB, BBIIAHHBIX IPYTHUMHU
YUpEKIACHUSAMHU (KOTIMH JOKYMEHTOB 00 00pa30BaHUU U Jp.).

[Ipn BblIaue KOMUU JTOKYMEHT BOCHPOM3BOAUTCS MOJHOCTHIO (OiaHK 00pazoBaTeIbHOMN
OpraHu3aliu, HoMep, Aara, CoJep>KaHue u T. 1I.).

B npaBom BepxHem yriy konuu numiercs cnoBo «Komus». lpu Beigadue Komuu ¢ KOMUU
cienyet nucaTh «Komus ¢ komum.

Ecnu xomust ans BHYTPEHHErO IOJIb30BAHMS, TO JUIA 3aBEPEHUsT HIKE PEKBU3UTA
«[loamuce» MPOCTaBISAIOT 3aBEPUTEIBHYIO HAINUCh: «BepHO»; ITOMKHOCTH IHIA, 3aBEPSIOIIEro
KOIIHIO; TMYHYIO MOIUCH; pacIIM(PPOBKY MOANUCH (MHUIHAIBL, (PaMUIIHIO); ATy 3aBEPEHHUS.

ITpumep -

Bepno
Cexperapp/CrienuajucTt mo Kaapam

JInunaa mnoanucs B.B. HBaHoBa

10.10.2023

Ecau xomus BeIgaeTcs 1A MNPpEACTaBJICHHUA B APYr'yH0 OpraHu3anuro, TO OTMCTKa O
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3aBCPCHUH KOIIMU OOIOJHACTCA HAAINIUCHIO O MCCTC XpaHCHUA JOKYMCHTA, C KOTOPOro ObLIa
H3TrOTOBJICHA KOIIUA, U 3aBCPACTCA MCYATHIO OPraHru3alnuu.

IIpumep -
[Moamuuaauk nokymeHTa Haxoautcess B MBOY Ilkoma Ne 3 B mene Ne 12-x 3a 2022 ro.
Jljis IpocTaBIeHUS OTMETKH O 3aBEPEHUH KOITUU MOYKET UCIIOJIb30BATHCS IITAMII.

OTMeTKa 0 NOCTYIUICHHH JOKYMEHTA.

OTMmeTKa O MOCTYIUIEHMM JIOKYMEHTa CIYXHUT s MOATBEPKAEHUS (paKTa MOCTYIICHUS
JNOKYMEHTA B OPraHM3alMI0 M BKIKYAET ATy MOCTYIUIEHUS W BXOJSIIMNA PETHCTPAlMOHHBIA HOMEP
nokyMmeHnTa. [Ipn He0OX0IMMOCTH OTMETKA O MOCTYIJICHUH MOKET JAOMOJIHATHCS YKa3aHUEM BPEMEHU
MOCTYIUIEHHUS B yacax M MUHYTaX U Ccrocoda TOCTaBKU JOKYMEHTA.

OTMmeTKa 0 OCTYIJICHUH TOKYMEHTa MOXKET IIPOCTABJIATHCS C IOMOIIBIO IITaMIIa.

Pe3osnronust.

Pe3omronius cogepKuT yka3zaHue Mo UCHOJHEHUIO JokyMeHTa. Pesomtonus odopmisiercst Ha
CBOOOJHOM MecTe paboyero noJjs T0KyMeHTa, Ha OJaHKe Pe30JIIOLMY UIM BHOCUTCS HEMTOCPEICTBEHHO
B CHCTEMY JIEKTPOHHOTO JTOKYMEHTOO000pOTA.

Pe3omnronus BritoyaeT: paMuiInio, MHALKAIBI HCIOJHUTENS (MCIIOJTHUTENEH ), TOpyYeHue Mo
JOKYMEHTY, TIpH HEOOXOIUMOCTHU - CPOK MCTIOJHEHUS, TTOAMNUCH JIMIA, BEIHECIIETO PE30JIIONHIO, ATy
PE30ITIOIHH.

Pe3omronus, Kak mpaBuiio, MUIIETCS OT PyKH PYKOBOAMTEIEM Ha MOJIMHHUKE JTOKYMEHTa
Ha CBOOOIHOM OT TEKCTA MECTE.

[Tpumep -

®amuiua U.0.

IIpoury noaroToBuTh npeaio:xkenus k 10.11.2021.
IMoanucek
Jara

OTMeTKa 0 KOHTpOJIE.

OTMeTKa O KOHTpOJIE CBHJIETEIBCTBYET O TIOCTAaHOBKE JOKYMEHTa Ha KOHTPOJIb,
MPOCTABISETCS IITAMIIOM WM MPOU3BOAUTCS 3amuch OT pyku «KOHTponb» Ha BepxHeM IMoJje
JOKYMEHTA.

KonTponio mopanexar Bce 3aperuCTPUPOBAHHBIE JOKYMEHTHI, TPEOYIOUINE HCIIOTHEHUS.

Cpoku UCTHOJTHEHHS TOKyMEHTa YCTaHAaBJIMBAIOTCS B COOTBETCTBUU CO CPOKAMH,
0003HAaYEHHBIMU 3aKOHOJATEILCTBOM, OpraHU3allleil, HampaBHUBIICH NOpPYyYEHHE WM MPOCHOY,
pacmopsaUTEeNbHBIM TOKYMEHTOM HIIM PE30JOLIEH pyKOBOAUTENsSI 00pa30BaTEIbHON OpraHu3alivu.

Cpoxk npocTtapmnsieTcst B popMe JaThl 3aBEPIICHHUS UCIIOTHEHUS.

OTMeTKa 0 HANIPABJIEHUHU TIOKYMEHTA B /1€J10.

OTMmeTKa 0 HampaBJICHUH JOKYMEHTA B JIENIO OIpEeNsieT MECTO XpaHeHHsI IOKyMEHTa MOCIie
3aBeplIeHUs] pabOThl ¢ HUM W BKIIIOYAET: ClioBa «B memoy», WHAEKC Aena Mo HOMEHKJIAType Jiel, B
KOTOpO€ TIOMEIIAeTCsl JOKYMEHT Ha XpaHEHHUE, C yKa3aHHUEeM ToJia, JOJHKHOCTH JIMIA, 0(GOPMHUBIIETO
OTMETKY, TIOJIMTUCH, JIaTHI.

IIpumep -
B neso Ne 01-18 3a 2020 r.
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Cekperapsb
IMoanucek /lata
OTMeTKa 0 HalpaBJICHUU JOKYMEHTA B JIEJI0O MOXKET TOTIOJIHATHCS KPATKUMH CBEJICHUSIMH O
XapakTepe UCIOJHEHHUS JOKYMEHTA.
4. TpeGoBaHHUS K COCTABJEHHIO HEKOTOPbIX BH/I0B TOKYMEHTOB.

IIpukas.

IIpuka3s - mnpaBOBOM JIOKAJIbHBIM HOPMATHBHBIM aKT, KOTOPBIM W3JACTCS EOUHOJIMYHO
PYKOBOJUTENIEM O00pa3oBaTeIbHON OpraHM3allid H  yJOCTOBEPSIET pELICHHs OpPTraHWu3aIMOHHO-
PacropsaIUTEeIHLHOTO XapaKTepa.

[lpuka3pl W3MAIOTCS 1O OCHOBHBIM  BOTpPOCAaM  JIEATEIBHOCTH,  aIMHHUCTPATHBHO-
XO3SMCTBEHHBIM BOINpPOCAaM H  KaJPOBBIM BompocaM (JIMYHOMY COCTaBy) o0Opa3oBaTeIbHOU
OpraHu3aIuH.

[Tpuka3 moanuceIBaeTCSI B COOTBETCTBUH C TPEOOBAaHHUSIMH, YKa3aHHBIMU B PekomMeHnarmm.

[Tocne moanucanusi MpUKa3a U3MEHEHUsT W/WIH JIOTIOJIHEHHUS] B HETO BHOCSATCS MyTeM HW3IaHUs
HOBOTO TPUKa3a O BHECEHUH U3MEHEHUH /WU JIOTIOTHEHHH.

[Ipuka3, kak npaBuiio, opopmisieTcs Ha OiaHke oOpa3oBaTeNbHOM OpraHU3alMl B MEYaTHOM
BHJIE.

[lpuka3 wuMmeer CcleayrOmUe pPEKBU3WUTH: HAWMMEHOBAaHWE OO0Opa30BaTENbHONW OpraHU3alnuu
corjacHo ycraBy; HauMeHoBaHue Buja nokymenta (IIPUKA3), nata, Homep, MecTo cocTaBlieHuS,
3aroJIOBOK K TEKCTY, TEKCT, HAMMEHOBAHHE JOJDKHOCTH, TOAINUCH MOJDKHOCTHOTO JIMIA (MHHUIIAAIEI,
(haMuITHs ), BU3BI COTJIACOBAHMSI, 03HAKOMJICHHS.

JlaToit mpukasza (pacmopsbKeHHs) sBIseTCs Jnata ero mnoxanucanws. Jlara odopmisercs
uQpoBEIM CITOCOOOM; HOMEP COCTOUT U3 3HaKa «Ney u mopsakoBoro HoMepa npukasza: ot 00.00.0000
Ne 000.

Copep:xaHue prKa3a KpaTKO U3JIaraeTcsl B 3aroJIoBKe, KOTOPbIN HauuHaeTcs ¢ npeayora «O» u
COCTaBIIIETCS. € TIOMOIIbIO OTIJIATOJILHOTO  cyliecTBUTeabHOro («O0  yTBepKIeHHH...», «O
CO3JIaHUU...») WIH CYIIECTBUTEILHOTO («O0 uToTax...»).

B mpukazax TekcT uznaraercs OT MepBOTo JIMIA €IMHCTBEHHOTO Yncia («IIPUKA3bIBAIOY).

Bo Bpems o3HakOMIIEHHS C MPUKA30M yKa3aHHBIMM B HEM JIMIAMH Ha TEPBOM 3K3eMILISIpE
MpHKa3a MPOCTABJISIOTCS MOMUCH C YKa3aHHUEM JaThl 03HAKOMIICHUS.

Howmepa cTpanuil mpocTaBisitoTcs MOCEpEeIUHE BEPXHETO MOJIs IMCTa HAYMHAs CO BTOPOTO JIUCTA.

[Ipuka3bl HyMepyIOTCS B MOPSIIKE UX U3JaHUS B TIpeieNiaX KaJlleHAapHOTO To/ia; MPUKa3bl 10
OCHOBHOM JESTETHbHOCTHU U MO KaAPOBBIM BOMPOCcaM (JIMYHOTO COCTaBa) UMEIOT OTAEIbHYIO
MOPSIIKOBYIO HYMEPAIHIO.
[Ipu Hymepauu NpuKa3oB JIOMYCKAETCs HUCIOIb30BAaHUE IOTIOTHUTENBHBIX OYKB.

IIpumep:

K- kagpsi;

JI - THYHBIA COCTAB;

O- ocHOBHAa 1eATEIbHOCTD;

Y — obyuarommuecs.

[Ipuka3 BCTymaeT B cUily C MOMEHTA €ro TMOJINUCAHUS PYKOBOAMTEIEM 00pa30BaTeIbHON
OpraHu3aIiy, €ciii B TEKCTE HE YKa3aHO APYTroro Cpoka.

[Tpuka3zsl peructpupytorcs B KHure/skypHaie peructpaiuu mpruKa3oB

[Tpukaser Gopmupyrorcst B Jlenmo oauH pa3 B kBapraid. KHura/xypHan MpOoHYMEpOBBIBAETCS,
MPOLTHYPOBBIBAETCS, CKPEIUISETCS TOJIMUCHI0 PYKOBOJUTENSI U TedaThio  00pazoBaTeIbHOMN
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opranusaiuu (npwiokenue 1). B konne kamenmapuoro roga Jlemo ( He OGomee 250 nwmcToB)
odopmisiercs B cooTBeTcTBUH ¢ [lo0KeHnemM 06 apxuBse.

IIpuka3pl 10 OCHOBHOI 1eSITEJILHOCTH.

Tekct mprKkasa o BOIPOCaM OCHOBHOH JIESTEILHOCTH 00pa30BaTeIbHOW OpPraHU3alluyd COCTOUT
Y3 JIBYX YacTel - KOHCTaTUpYIoIIeH (peamOyibl) U pacopsIAUTEIbHOM.

B koHcTatupyromei 4acTu OTpa)KaroTCs UEIU U 3aJa4i MPEANUChIBAEMbIX JEHCTBUN, TPUUHHBI
U3JlaHusl TpUKa3a, JaeTcs CChbUIKa Ha JIOKYMEHT, IOCIYKHUBIIMNA OCHOBAHHUEM [UIsl IOATOTOBKU
IpHKa3a. YKa3aHHas 4acTb MOKET HauuMHaThbCs co cioB «Bo ucnonnenwue...», «C 1EIbIO0...» U TOMY
nonoOHoe. Ecnm noKyMeHT wu3maeTcsi Ha OCHOBAHWHM JIPYTOTO PACIOPSIUTEIHHOTO JIOKYMEHTA,
B KOHCTaTUPYIOULIEH 4acTH yKa3bIBaeTCsl Ha3BaHUE BUJa 3TOT0 JOKYMEHTa, ero aBTop (MuHHCTEpCTBO,
CoBeT MUHHUCTPOB U Jp.), Jara, HOMEp U 3arojioBokK. Touyka B KOHIIE KOHCTaTHPYIOLIEH 4YacTH He
CTaBUTCS.

PacnopsinutenbHas yacth npukasza HauuHaetcs co ciioBa [IPUKA3BIBAIO, kotopoe neuaraercs
C HOBOH CTpPOKHM OONbIIMMU OykBaMU 0O€3 OTCTYIUIEHHS OT JIEBOIO TOJS M KaBbIYEK, MOCIE Yero
CTaBUTCS IBOETOYHE.

PacniopsimutensHas 4acTh AETUTCSA Ha MMYHKTHI U MOAMYHKTHI, KOTOPbIE HYMEPYIOTCSI apaOCKUMH
nudpamu. B KaxAOM TYyHKTE MOKHBI OBITh YKa3aHbl HWCIOJTHUTENH, KOHKPETHBIC 3aaHus
(mopy4yeHusi) U CPOKHM HX BbINOJIHEHUSA. VcnomHuTeNnu Moryr ObITh Ha3BaHbl Takke 000OIIEHHO:
«PYKOBOJIUTENSIM METOJUYECKHX OOBEIUHEHMI», «3amecTUTensiM aupekropa». [lpum stoM, Kak
MpaBWJIO, HE NPHUMEHSAETCS HaNUCaHWE€ HEKOHKPETHBIX MOpy4YEeHUH, KOTOpbIE COJEepXaT CJoBa:
«YCKOPUTBY», «YIYULIUTb», «AKTUBU3UPOBATH», «OOpAaTUTh BHUMAHHE», «COBEPIICHCTBOBATHY,
«IIPOJIOJKUTHY U T.I1

OtnenbHble 3amaHus  (HaAmpUMep, 3aJaHus, cojaepkamue U(poBbIE aHHBIE) MOTYT
0pOpMIIATBHCSL B BHUJIE MPHIIOKEHUS K MPHUKA3y CO CChUIKOW Ha HUX B COOTBETCTBYIOIIMX ITYHKTax
MpHKa3a u 0pOpMIIAIOTCS COTIIaCHO NaHHBIM PexoMeHaanusm.

CrpaHuiibl MpUKa3a U NPUIOKEHUN HYMEPYIOTCS KaK €IMHBII TOKYMEHT.

Ecnu npuka3oM oTMeHsieTcs NPeAbIAYIIHA pacIoOPSAUTENbHBIN TOKYyMEHT, B paCOPSAUTEIbLHOM
YacTH YKa3bIBAETCS MYHKT, KOTOPBINA JOHKEH HAUMHATHCS cO CloB: «[Ipu3HaTh yTpaTUBIIUM CHILY...)».

W3meHenus, BHOCUMBbIE B TMpuUKa3, O(QOPMIISIOTCS OTAEIbHBIM IPUKA30M, KOTOPBIA HOKEH
UMETh Takoi 3arosioBok: «O BHECEHUU H3MEHEHHI /WU JONOJHEHHH B MPHUKa3 ...» C YKa3aHHEM
JaThl, HOMEpa, 3aroJioBKa pPAaclOpPSIUTENBHOTO JOKYMEHTa, B KOTOPBIA BHOCATCS W3MEHEHHS.
PacniopsinuTenbHas 4yacTh NMpuKaza HAYMHAETCS C TAKOTO IMyHKTA!

1. BHecTu u3MeHeHUs B MIPHUKA3...

Jlanee OTHOENBbHBIMU TMOAMYHKTAMU (GOPMYIUPYIOTCS HW3MEHEHUS B PACIOPSAUTEIbHBIN
JOKYMEHT.

IIpumep -

1) MYHKT 2 U3JI0KUTh B CIEAYIOIIEH pelaKIIny;

2) MYHKT 3 UCKIIFOUUTB;

3) ab63ar11 BTOpoii myHKTa 4 TOTIOJTHUTH CJIOBAMH...

Ecnu u3MeHeHus B pacopsiAUTEIbHBINA JOKYMEHT 0(OPMIISIOTCS HA OTACIBLHOM JTUCTE (JUCTAX),
B IIEPBOM ITYHKTE PACIOPSIIUTEIHHON YacTH MPHUKa3a YKa3bIBACTCS:

1. BHecT U3BMEHEHUS B...

[TocneqHuii MyHKT paclopsAUTEIHHON YacTH B Cllydyae HEOOXOAUMOCTH MOKET COAEPKATh
pelIeHre 0 BO3JI0KEHUH Ha JOKHOCTHOE JIUIIO (YHKIIHMHA 110 KOHTPOJIIIO 32 UCTIOTHEHHEM MPUKa3a.
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IIpuka3bl 10 KaAPOBBLIM BONPOCAM.

[Ipuka3sl 1O KaapoBBIM BOMpocaM (JIUYHOMY COCTaBy) OQOPMISIOTCS KaK B
yaupunmpoBanaoii popme (Ilocranosnenue I'ockomcrara PO ot 05.01.2004 Ne 1 «O06 yrBepxkaeHIH
YHU(DUIUPOBAHHBIX (HOPM MEPBUYHON YUETHON JOKYMEHTALIMHU IO YUETYy TPYZa U €ro OIUIaTh»), TaK U
B TEKCTOBOM.

JlaHHBII BUA TPUKA30B 0POPMIISETCS B BHJIE HHINBHUIYaIbHOTO HIIM CBOAHOTO.

B uHIuBUAya bHOM NpHKa3e COACPKHUTCA WH(pOpManus 00 OJHOM pabOTHHUKE; B CBOAHOM - O
HECKOJIBKUX, HE3aBUCHMO OT TOTO, KAKHE YIIPABICHYECKAE PEIICHHS 110 HUM IPUHUMAIOTCS (TIpHEeM Ha
paboTy, Ha3HAYEeHHE Ha JOJDKHOCTH, IIEPEBOJI HA IPYTYIO TOJDKHOCTH (paboTy), YBOJIBHEHHE U JIp. ).

CopepxaHue MHIMBUAYAJIBHOIO MpHKa3a MO KaJIpOBBIM BOMpocaM (JIMYHOTO COCTaBa) KPaTKO
u3JlaraeTcs B 3arojioBKe, KOTOPbIM HauMHaeTcss ¢ mpemiora «O» M COCTaBIsAETCS € IOMOIIBIO
OTIJIAr0JILHOTO CYIIECTBUTENBbHOTO: «O Ha3HaueHuwu...», «O HpHUHATHH...». B CBOAHBIX NpHKazax
MOXET MPUMEHSTHCSI 0000IEHHBIN 3aroyI0BOK: «O KaJApOBBIX BOMpocaxy, «O TUYHOM COCTaBe».

B tekcre npukasa no kagpoBbIM BopocaM (JUYHOMY COCTaBY), Kak MPaBUiIO, KOHCTaTUPYIOLIas
4acTb HE OTMEYAETCS.

PacnopsinuTenbHas 4acTh NpuKa3a HAUMHAETCS, KaK IMPaBWIIO, C IJIarojla B HEOIpeAeTeHHON
dopme: «lIpunsatey, «Haznauntey, «llepeBectn», «OOBSIBUTH) U TOMY ITOI00HOE.

Hanee yka3biBaroTcsl (haMuiusi, WMs, OTYECTBO (NIPU HaIM4MU) pabOTHUKA, Ha KOTOPOTO
pacnpocTpaHsieTcss JAeWCTBUE TNpUKa3a, W TEKCT MpHuKaza. B cBogHoM mpukasze ¢GamMuwinM JHIl B
npeienax NyHKTOB pa3MellatoTcs 1o angaBuTy.

B mnpukaze o HazHaueHMM WM YBOJIbHEHHWH PaOOTHHMKA YKa3bIBAaeTCsl MOJIHAsA Aara (YucIo,
MecsIl, Toa) (aKTHYEeCKOTO BBIXOJIa pabOTHHKA Ha paboTy (TMpeKpalieHus TPYAOBBIX OTHOIICHUHN),
pa3Mepsl ero JOHKHOCTHOTO OKJIaia COTJIaCHO IITaTHOMY PAaclHUCaHUIO.

B cBomHOM mpukasze Mo KaJIpoBBIM BOMpocaM (JIMYHOMY COCTaBYy) B PacHOPSAUTENBHYIO YacTh
BKJIIOUaeTcsl MH(popMalus, KOTopas pa3MellaeTcsi B TaKOW MOCIeI0BATEIbHOCTH: TIPUEM Ha paboTy,
MepeBo/l, yBOJIbHEHHE.

B kaxIoM mnyHKTe MpHKaza IO KaJpOBbIM BOMpocaM (JIMYHOMY COCTaBY) YKas3bIBaeTCs
OCHOBaHUE OTHOCUTEJIBHO €ro H3JaHus (3asBJeHHE paOOTHHKA, TPYJOBOW JOTOBOp (COTJalIeHHUE),
JOKJIaqHasi 3amucKa, MpeJCTaBlIeHHWEe, XOJATalCTBO, pelIeHHWe AaTTeCTAlMOHHONW KOMHCCUU
00111600pa30BaTEIHLHOM OpraHU3aI) U T.I.

Pacnopsiskenue.

Pacniopsbkenne - pacnopsIuTEIbHBIM JIOKAJbHBIH HOPMATHBHBIM TIPAaBOBOM aKT, KOTOPBIH
W3/1aeTCsl PYKOBOJAAIIMM PAOOTHUKOM 00pa3oBaTeNIbHON OpraHu3anuu (HampuMep, 3aMecTHTENEM
PYKOBOJIUTEINSA, PYKOBOJIUTENEM CTPYKTYpHOTO TMOJpa3/eieHus) Mo BompocaMm HH(POPMAIMOHHO-
METOIUYCCKOTO, aJMUHUCTPATHBHO-XO3SIMCTBEHHOTO M OPraHU3AIllMOHHOTO XapaKTepa, BXOIAIINM B
€ro KOMIICTCHIIUIO.

PacropspkeHueM  oOpMIISIFOTCSL  BOTIPOCHI  KPAaTKOCPOYHOTO — OJIHOPA30BOTO  XapakTepa.

PacriopspkeHust cCOCTaBIAIOTCS aHATIOTUYHO MPHUKa3aM (B MIEUaTHOM BapUaHTE) MOXKHO 0e3 clioBa
«ITPUKA3BIBAIO».

Koncrarupyromas 4acTe TEKCTa B PacCHOPSDKEHUAX OTHENSIETCS OT PacHoOpsIUTENbHOM 4YacTH
CIIOBaMHU: «ITPEJJJIAT AXO», «PEKOMEH/IYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXOJWMbIM».

Pacniopspkenust peructpupytorcs B KHure/skypHamne peructTpai pacopsikeHui (npuiodicenue
2). Kanra/xxypHan npoHYMEPOBBIBAETCS, TPOIITHYPOBBIBAETCS, CKPETUIAETCS MOAMUCHI0 PYKOBOIUTENS
U TeYaThio 00pa3oBaTeNbHON opraHu3anuu. PacmopspkeHus GopmupyroTces B Jleno oauH pas
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B KBapTall. B koHIle kanenaaproro roga Jemno (ae 6onee 250 mctoB) oopMIIsieTcst B COOTBETCTBUH C
[Tono>xenneM 06 apxuse.

IIporoxo..

[Ipomeccyl MpuMEHEHUs YIPABICHYECKUX PEIICHU 00pa30BaTEIbHONW OpraHU3aIue u
camM pelIeHUs] JOKYMEHTUPYIOTCS C IOMOUIbIO IPOTOKOJIOB KOH(PEPEHIUH, Ie1arorn4eCKuX COBETOB,
KOMUCCHI U TIp.

B mporokosiax 3aceqaHuil KOJUIETHMAJIbHBIX M COBELIATENIbHBIX OPraHOB TEKCT M3JIAraercs OT
TPEThEr0 JIMIA EIUHCTBEHHOIO uucia («I1€Jaroruuyeckuil COBET... IOCTAHOBISET», «COOpaHHE...
PEITUIIoy).

[IpoTokos cocraBisieTcss Ha OCHOBAaHUM 3alUCEH, CIENAHHBIX HEMOCPEACTBEHHO BO BpeMs
3aceJaHUM, TPEJICTABICHHBIX TEKCTOB M TE3UCOB JIOKJIAJ0B U BBICTYIUICHHM, CIPaBOK, MPOEKTOB
penIeHui.

[IpoTOKOJI MOKET COCTABIATHCS KaK B pyKOIMCHOM, TaK U B Ie4aTHOH Gopme.

JlaToii mpoTOKoNa sBISETCS JaTa IpoBeneHus 3acenaHus. Eciu 3acemaHue mpoaosKaioch
HECKOJIBKO JHEH, TO Yepe3 TUPE YKA3bIBAIOTCS MEPBBIN U MOCIEAHUN JIEHb 3aCEIaHMsl.

Homep mpoTokona NOMKEH COOTBETCTBOBATH MOPSAKOBOMY HOMepy 3acenanusi. Hymeparus
MIPOTOKOJIOB BEJETCA B Ipejerax KaJeHAApHOTo roja OTIENbHO MO KaXKJ0# Trpymme MNpPOTOKOJIOB
3aceJaHusl COOTBETCTBYIOIIET0 KOJUIETHAIILHOTO OpraHa.

B pexkBusuTe «MecTo 3aceiaHus» yKa3blBaeTCsl Ha3BaHHWE HACEIEHHOTO IYHKTa, B KOTOPOM
COCTOSIOCH 3aCEJIaHue.

3aroJIoBOK K TEKCTY MPOTOKOJIAa JOJHKEH OTOOpakaTh BHJI 3acelaHus (COBellaHue, coOpaHue,
KOH(EpEeHIMS W T.MM.) WIA KOJUIETHAJIBHOM IEATEIBHOCTH (KOMHUCCHS, COBET, coOpaHue, padouas
rpymmna v T.I.) ¥ BKJIIOYaTh Ha3BaHUE BUAA JOKYMEHTA.

TeKCcT mpoTOKOJIa COCTOUT U3 BBOJIHOW Y OCHOBHOM YacTEM.

BBognas dacte comepxkutr moctossHHyro — uHbopmaruio  (cioBa  [IPEJICEIATEJID,
CEKPETAPB, ITPUCYTCTBOBAJIM) u mnepemennyro (dhaMuavs, HWHUIHAIBI MpeAcenaTess,
cekperaps u npucyrcTByromux). [Ipu He0OX0AMMOCTH YKa3bIBAIOTCS AOKHOCTH MPUCYTCTBYIOIIUX, a
TaKKe WHUIMANGL, (aMWIMM JOJDKHOCTH JIMIl, NpPUIJIAlleHHBIX Ha coBewmanue. [Ipu kommdecte
yuacTHUKOB Oojiee 10 cocTaBisieTcsi CIMCOK MPUCYTCTBYIOUINX, KOTOPBIH MpHIIaraeTcs K MPOTOKOIY.

Ecau nmpoTtokon odopmisercs B neuatHoit Gopme, To cinoBa [IPEJICEJIATEJIb, CEKPETAPD,
[NPUCYTCTBOBAJIM mnevatatoT OT HyJEBOTO IMOJOXEHHUs TalynsaTopa, OT 2-TO HOJOXEHHUS
TalynsTOopa CTaBUTCS THpPE, MHHUIHMAIB W (aMIJIUU MUIIYT B UMEHUTENbHOM manexe. damumuu
MPUCYTCTBYIOIIUX paclojaraiTcs B aln(aBUTHOM MOpPsSAKE W TedaTaroTcss uepe3 1 MekcTpouyHbIN
WHTEpBAJL.

BBoanas yactk npoTOKOJIa 3aKkaHYMBaeTcs noBecTkoil aHs. CnoBa «lloBecTka nHs» nevyaTaroT OT
HYJIEBOTO TIOJIOKEHUSI TalynaTopa, IOCIE€ HUX CTaBUTCA JBOETOYHME. BOMpOChl MOBECTKU HS
HyMepyroTcst apabckumu nudpamu. Kaxnaplii HOBBIM Bompoc meyaTaroT OT 1-ro monokeHus
TadynsaTopa.

[TocnenoBarenbHOCTh PACHOJIOKEHUSI BOIPOCOB OMNPEIEISETCS CTENEHBIO WX BaXHOCTH.
Bormpockl mepeuncnsitorcss B UMEHUTENbHOM manexe. Jokman (otyer, cooOmenue, uHbopMaius),
HauMEHOBaHHE JOJHDKHOCTH, UHUIIUAIBI B (DaMUJIUIO TOKJIaA4MKa MHUIIYT B POJUTENBHOM majexe. He
pEKOMEHAyeTCsT BKIIOYAaTh B TMOBECTKY nHs Bompoc «Pasznoey». Kaxknmpiii Bompoc MokeH OBITH
KOHKpeTu3upoBaH. @opMUpOBaHUE BOMPOCOB B MOBECTKE MHS HaunHaeTcs ¢ mpenora «O (O0)».

OcHOBHas 4acTb NPOTOKOJIA COCTOUT U3 Pa3/eNoB, KOTOPbIE JOJKHBI COOTBETCTBOBATH ITyHKTaM
MOBECTKU AHs. Pa3iensl HyMepyroTcs apabCKkuMu MUQPpaMu U CTPOSITCS 10 TaKOH cXeme:
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CJIIYHIAJIA - BBICTYIIMJIN - PELINJIN (ITIOCTAHOBWJIN),

VYKa3zaHHBIE CJIOBA MEYaTaloTCs OOJbIIMMHU OykBaMH 0€3 OTCTyNa OT T'PaHHIBI JIEBOTO MOJIS.
[locie 3TUX CIIOB CTaBUTCA JBOETOUME.

[Tocne cnoa CIIVIIAJIM yka3biBaeTcst KpaTKUM TEKCT BBICTYIICHHWS OCHOBHOTO JIOKJIAJAYMKa.
QaMmwiis W HHULMANBL KAXKJOro JOKJIAJYMKA II€Y4aTaloTCs € HOBOM CTpOKH. KpaTkuil TeKCT
BBICTYIUICHHUS U3JIaraeTcsl B TPETHEM JIMLE €IMHCTBEHHOIO YHUCIIA.

TexcTbl WK TE3UCHl JOKIAJ0B U BBICTYIUICHUH, OPOPMIICHHBIE KaK OTIENbHBIC JOKYMEHTHI, B
TEKCT IPOTOKOJIa He BKItouaroTcs. Ilocne cBeneHUil 0 NOKIaI4MKEe CTAaBUTCS TUPE M YKa3bIBAETCS:
«Teker noknaaa (BbICTYIUIEHHUS) IPUIIATAETCsl K IPOTOKOIY.

[Tocne cnosa BBICTYIINIIN ¢ukcupyroTcst BHICTYIUIEHUS T€X JIUL, KOTOPbIE MPUHSIN y4acTHe
B OOCYXIEHHM JO0KiIajna. BeicTymiieHuss oQopmifioTcss B MPOTOKOJIE C YKa3aHHWEM JOJDKHOCTEH,
(dbamMuIMii 1 MHULKAJIOB, BBICTYNAIONIMX B UMEHUTEILHOM MaJieXke, a TaKKe ¢ KPaTKUM H3JI0)KEHUEM
coJiep’KaHusl BOIpoca U OTBETOB Ha Hero. CojepikaHue BBICTYIUIGHHH M3JIaraeTcsi OT TPEThEro Juiia
€IMHCTBEHHOTO YHCJIa.

ITocne cmosa PEIIMIIN (IIOCTAHOBUJIN) ¢ukcupyercss NpUHATOE peElIEeHUE I0
o0cy)XKJjaeMOMy BOMpPOCY TOBECTKM [JHsA. PemieHune A0MKHO OBbITh KOHKPETHBIM U BKIIIOYATh
COCTaBJIAOIIME, KOTOPbIE OTBEYAIOT Ha CJIEIYIONINE BOIIPOCHI: KOMY, YTO CIIeNaTh U B KAaKOH CPOK.

Pemenus, comepkaiye HECKOJIbKO BOMIPOCOB, MOJPA3AEISAIOTCS HA MYHKTHl U TOJITYHKTHI,
KOTOpbIe HyMepytoTcs apabckumu mudpamu. [loanyHkTsl HyMepytoTes nudpamu ¢ TOYKOM.

B cnyuae, korja Ha 3aceaHUM MPUHUMAETCS pelleHre 00 yTBEPKIEHUU JOKYMEHTa, KOTOPbII
oOcyxJancs Ha 3aceJaHUH, 3TOT JOKYMEHT MpUiaraercs K MPOTOKOJIY U B HEM JENAeTCsl CChUIKa Ha
HOMEp U JaTy mnporokona. [Ipym Hamuyuu Opyrux TOKYMEHTOB, KOTOpBIE paccMaTpUBAIUCh Ha
3acenanuu, U GakT 0OCYKIEHUS KOTOPHIX ObLIT 3a()UKCUPOBAH B TEKCTE MPOTOKOJIA, OHU HyMEPYIOTCS
apabckumu mudpamu (I[lpunoxenue 1, Ilpunoxenue 2). B cOOTBETCTBYIONUX MyHKTaX MPOTOKOJIA
JIeNIaeTCsl CChUIKA Ha 9TU MPHUIIOKEHUS.

[IpoTokos moanmuckIBaeTcs MpeceIaTeIbCTBYIONMM Ha 3aCeJaHUH KOJUIETHAIbHOTO OpraHa U
CEKpeTapeM.

Brinucka u3 nmpoTokosa — TOYHasi KOMUs 4acTHU TEKCTa MOJJIMHHOTO MPOTOKOJIA, OTHOCSILErocs
K TOMY BOIIPOCY ITOBECTKHU JIHS, IO KOTOPOMY F'OTOBUTCS BBINMCKA. BBIMUCKa U3 MPOTOKOIA COAEPIKUT
CIIEyIOIIMe PEKBU3UTHI: HaMMEHOBaHHE 0011e00pa30BaTEeIbHON OpraHuM3alyy, Ha3BaHHE BHJA
JOKyMeHTa (BBIMCKA M3 IMPOTOKOJIA), JaTa 3acelaHus, MECTO COCTABJICHHUS, 3ar0JOBOK K TEKCTY,
TEKCT, MOJAINUCH, OTMETKY O 3aBEPEHHH KOIUU.

[IpoTOoKONBI ~ pErucTpuUpyroOTCcsi B Kuure/xxypHane perucTpamnuu MIPOTOKOJIOB
(npunosrcenue 3). Kuura/xypHaia mpoOHYMEPOBBIBAETCS, MPOLITHYPOBBIBACTCS, CKPEILIAETCS MOIMUCHIO
PYKOBOJIUTEINA U MeYaTbio oOpa3oBarensHON opranu3anuu. [Ipotokonsl Gopmupyrores B [eno oaux
pa3 B kBaptal. B konme kamenmapHoro roma [emo (e Oomee 250 mucroB) odopmisieTcs B
cooTBeTcTBUU ¢ [lonoxenunem o6 apxuse.

Cayxe0HOe MMCHMO.
CnyxebHoe MHChbMO COCTABIIETCS C IeNbi0 0OMeHa nH(opmanre 1 MpeacTaBIseT COO0:

- OTBCThHI O BBLIIIOJIHCHHUH SaﬂaHHﬁ, ONPCACIICHHBIX B aAKTaX OpPraHOB FOCYI[apCTBeHHOI\/'I BJ1aCTH,
MOPYUYCHHUAX BBICHINX NJOJIKHOCTHBIX JIUIL;

- OTBETHI Ha BHINIOJHEHHUE TOPYUYEHUN BBIILIECTOSIIIUX OPraHUu3alnii;
- OTBETHI HA 3aIIPOCHI IPYTUX YUPEKICHU;

= OTBCThI Ha O6paH_[eHI/I$I TpaXxJaaH;
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- OTBETHI Ha 3aIPOCHl HAa HHPOPMAIIHIO;
WHUIIMATUBHBIC MUCbMA;
- COIIPOBOJIUTEIBHBIC TUCHMA.
CnyxebHoe mruchbMo ogopmitsieTcs Ha OTaHKe 00pa30BaTEIbHON OpraHu3allvy.
[luceMo mMMeeT cienyrolue PeKBU3UTHI: JlaTa, PErUCTPALMOHHBIA HOMEP (MCXOIAIIMIL),
CCBUIKA HA PETUCTPAIIMOHHBIA HOMEP (BXOISIINIA) U AATy TOKYMEHTA, Ha KOTOPBIN JaeTcsi OTBET (MpHU
HaJU4MM), apecar, 3aroJioBOK, TEKCT, OTMETKA O HAJIMYUHU MPWIOKEHUH (B Cilydae HEOOXOIUMOCTH),
MOJuUCh, cBeneHus 00 ucnonnutene (O.1.0., koHTakTHBIA HOMEp TenedoHa).
JlaToil mucbMma SIBJISIETCS JaTa €ro TNOJINUCAHUS, KOTOpas [OJDKHA COBHAAaTh C JaTOM
PEruCTpaIK UCXOIAIICH KOPPECTIOHICHITUH.
OCHOBHBIM PEKBU3UTOM CITY)K€OHOTO MUCHMA SBJISETCS TEKCT, KOTOPBIM, KaK MPABUIIO, COCTOUT
W3 JByX yacTed. B mepBoil yacTu yka3pIBaeTcs MpUYMHA, OCHOBAHWE MJIM 0OOCHOBAHME TMOJTOTOBKH
MHUCHbMa, TPUBOJSTCSA CCHUIKM Ha JIOKYMEHTBI, KOTOpbhI€ ObUIM OCHOBAaHHUEM ISl €r0 COCTABJICHHUSA.
Bropas yacThk BKJIFOYAaET BBIBO/IbI, MMPEIOKEHHUS, TPOCHOBI, PEIICHUS U T. TI., KOTOPBIE PA3MEMIAOTCS C
ab3aria.
Kax mpaBumo, B muchMe 3aTparuBaeTcst OJUH BOMPOC.
Texcr nmuchbma m3maraeTcsi OT MEPBOTO JIMIA MHOKECTBEHHOTO YHCIA C UCIIOJIB30BAHUEM CIIOB:
«IIPOCHUM COOOIIHTE...», «PA3bICHIEM, UTO...».
Crnyxe0HO€ TUCHEMO TIO/IIMHUCHIBACTCS PYKOBOAUTENIEM 00pa30BaTEIbHON OpraHU3aIiH.

Cnpaska.

CrpaBka - TOKYMEHT, MTOATBEPKIAIOIINNA KaKue-TH00 (PaKThl Ui COOBITHSI.

CripaBku OBIBAIOT IBYX BUJIOB:

CrpaBka Ui ONUCaHUS WIM TOATBEpXKJAeHUS (AKTOB, WIM COOBITHII B AEATEIBbHOCTU
OpraHu3aIiy.

CrpaBKHd COCTaBJISIOTCS IO YKa3aHMIO BBIIIECTOSIEH OpraHU3alMyd WIH PYKOBOJIUTEIS
o0Opa3oBaTesIbHOM Opranuzauuu JUisi “HGOPMAUU O BBINOJHEHUU IJIAHOB, 3a/laHUM, TMOPYYEHHH U
MIPEJICTaBJISIOTCS B YCTAHOBJICHHbBIE CPOKHU.

Texcm maxoii cnpasku cocmoum u3 08yX yacmell.

B mepBoil yactu uznaraimtcs (akThl, MOCIYKUBIIKME MOBOJOM K €€ HalHCaHUIO, BO BTOPOHl -
MIPUBOJIATCS KOHKPETHBIE JaHHbIC. BBIBOBI U MPEATIOKEHUS B CIpaBKe HE Jal0TcA (32 UCKIIOUYEHHUEM
AHATTMTHYECKOM ).

CrpaBka J10KHA 0OBEKTUBHO OTpPaXKaTh COCTOSHHE /1T, €€ COCTaBlIeHUE TpeOyeT TIIATeIbHOTO
cbopa U MPOBEPKHU CBEJICHUI, MOTYT IPUBOAUTHCS TaOIHIIBI.

CrpaBku, COCTaBIEHHbBIE AJI1 PYKOBOAUTENSI OPraHU3alMH, TIOITUCHIBAET COCTABUTEIb.

CrpaBkd, KOTOpBIE COCTaBISIOTCSA MO YKAa3aHWIO BBIMIECTOAIICH OpraHU3alluu, MOAMHUCHIBACT
PYKOBOJIUTEND 00I11e00pa3oBaTeIbHON OpraHn3alllu.

JlaToii cipaBKH SIBJISIETCS AaTa €€ MOANUCaAHUS.

CrpaBku, yIOCTOBEPSIONINE IOpUIUYECKHE (PAKTHI: MOATBEPIKACHNE MeCTa pabOThI, 3aHUMAEMOM
JOJKHOCTH, pa3Mep 3apabOTHOM MIaThl U T.1I.

Jl11s HUX IpUMEeHsFOTCs yHU(UIIMpOoBaHHBIE TpadapeTHbIE OIaHKH.

Takoro poja crpaBKHM BBIIAIOTCS MO 3alpocaM 3auHTEPECOBAHHBIX JHI] (COTPYAHHKOB) WIIH
YUPEKJICHUHN U pETUCTPUPYIOTCS B KypHaJle BBIIAaBAEMbIX CIIPABOK.

JlokiagHasi 3anmucKa.
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JloknasHas 3amucka - JIOKyMEHT, aJIpeCOBAHHBI PYKOBOIUTENIO0 U MH(POPMHUPYIOIIUN €ro o
CIIOKMBIICHCS CUTyallMHd, MMEBIIEM MECTO SBJICHHHM WM (DAKTe BBINOJHEHHOW pPabOTHL, a TaKKe
COJIep KAl BEIBOIBI U MIPEIUIOKEHUS COCTABUTEIISL.

JloknaiHas 3amMcKa MOXKET BBIIOJTHATBCS PYKOTIHCHBIM CIIOCOO0OM.

Tekct moKIaHON 3alMCKH ENUTCS HA JIBE YACTH: TepBasi - KOHCTATUPYIOIIAs, I/I€ M3JIararoTcs
MMEBIINE MECTO (PAKTHI WIIM ONMCHIBACTCS CUTYAIIHs, M BTOpas, B KOTOPOH M3Jaraercs npeaiokeHue,
npocsoa.

Tekcty HOKIamHOW 3amUCKM 00s3aTENbHO MPEAIISCTBYET 3arojlOBOK, HAYMHAIOMIMKCS C
npeiora «O», «O06».

Joxnamnas 3amnucka opopmIIsieTcst Ha JTUCTE Oymaru.

AKT.

AKT - JIOKyMEHT, COCTaBJIEHHBbIH HECKOJIbKMMH JIMIIAMH U MOJTBEP)KJIAIOUIUI YCTaHOBJICHHbBIE
¢dakTel U necTBus. AKTbl OQOPMIISIOTCS IO pe3yibTaTaM PEBU3MUI, NMpU IMpHeMe-liepenade Jed,
CIMCAaHUM UMYILECTBA U TOMY ITOJA0OHOE.

Akt odopmisieTrcs Ha craHmapTHOM Jmcte Oymarum ¢opmara A4 uW uMeeT CleayIolue
PEKBU3UTHI: Ha3BaHUE JOKyMEHTa, Ipud yTBepkIeHus (Ipu HEOOXOIMMOCTH), Jara U MECTO
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOIMKUCH JIHI] (HE MEHEEe TPEX), KOTOPbIE COCTABIISIM aKT.

TeKCT akTa COCTOUT U3 BBOJHOM M KOHCTATUPYIOIIEH YaCTEH.

B BBOJHOI 4YacTu yKa3bIBalOTCSI OCHOBAHMS [UIsl COCTAaBIIEHUS aKTa M HA3bIBAIOTCS JIUIA,
KOTOPBIE COCTABUJIM AKT WM NIPUCYTCTBOBAJIX IIPHU 3TOM. B KOHCTaTHpyIOLIEN YaCTH U3J1araeTcs CyTh,
3aJjaud, XapakTep IMpoJeNaHHONW padOThl, YCTAaHOBIEHHbIE (AKTHI, MPEUIOKEHNUS U BBIBOJBI.
KoHcrarupyromas yacte MOXeT 0(popMIIATECS B BHUJE TaOIUIBI. B KOHIIE TEKCTa aKTa 3alUCBIBAIOTCS
JAHHBIE O KOJIMYECTBE YK3EMIUIIPOB AKTA U UX MECTO HAXOXKICHHUS.

AKXT NIOITUCBHIBACTCS BCEMH JIMLIAMH, IPUHUMABIIMMH Y4aCTHE B €70 COCTaBICHUH.

JInno, nmeroniee 3aMe4aHus K COACPKaHUIO aKTa, IIOJIUCHIBAET €r0 U U3JaraeT CBOe MHEHHE Ha
OTZEIBHOM JINCTE, KOTOPBIN IIPUJIAraeTcs K aKTy.

Tenerpammnl, TesedoHorpaMmmbl, (PAKCUMUIISIPHAS CBS3b.

DTO JOKYMEHT IO ONEepaTUBHBIM BOIPOCAM, IE€pelaBaeMblil 1Mo TeleQoHy U 3aluChbIBaeMbId
MOJIy4aTeIeM.

OO0s13aTeIbHBIMU PEKBU3UTAMH TaKUX JIOKYMEHTOB SIBIISIOTCS:

- HAaMEHOBaHUE YUpPEXKJICHUHN aJipecaHTa U ajpecara;

- PEKBU3HUT «OT KOTO» U «KOMY» C yKa3aHUEM JIOJDKHOCTHU, (DaMUIHH, U OTYECTBA JOJHKHOCTHBIX

NI,

- HOMeEp, J1aTa ¥ BpeMs Mepeayul ¥ npuemMa J0KyMeHTa;

JOJDKHOCTHU U ()aMHJTMH TIEPEAaBIIEro U MPUHSBILETO JOKYMEHT;
HOMepa TeNe(OHOB;

- TCKCT U IIOAIIUCH.

HOCTYHI/IBI_HI/IC JAOKYMCHTBI JOJIKHBI UMETH TC K€ PCKBU3UTBI, YTO U OTIIPABIACMELIC, 3a
HUCKIIIOYCHHUEM ITOAITHCH.

I[OKYMCHTBI COCTaBJIAIOTCA B OJHOM 3K3CMIUIAPC U MOAMUCBIBAIOTCA PYKOBOJUTCIICM WA
OTBCTCTBCHHBIMH HCIIOJITHUTCIIBHBIM.

3HeKTp0HHbIe AOKYMEHTBI.
HOpH,Z[OK COCTaBJICHUA, O(I)OpMHCHI/IH U COrjlaCoOBaHUA MHPOCKTOB ISJICKTPOHHBIX AOKYMCHTOB
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OCYILIECTBISIETCS 1O OOIIMM TpaBWJaM JEJONPOU3BOJACTBA, YCTAHOBJICHHBIM B OTHOLICHUU
AHAJIOTUYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHTENe. DJIEKTPOHHBIM JOKYMEHT JOJDKEH HMETh
PEKBU3UTHI, YCTAaHOBJIEHHBIE JJIsl AHAJOTMYHOIO JOKYMEHTa Ha OyMaXHOM HOcCUTele, 3a
UCKJIIOYEHHEM OTTUCKA II€YaTH.

B nepeuenb 00s3aTenbHBIX CBEACHUN O JOKYMEHTaX, UCIOJIb3YEMBIX B LIEJIAX y4€Ta U MOUCKa
JOKYMEHTOB B CHUCTEMAX OJJIIEKTPOHHOIO JOKYMEHTOOOOpoTa 0Opa30BaTEIbHOW OpraHU3alid B
COOTBETCTBUU C ITPaBUJIAMHU JEJIONPOU3BOICTBA B 00pa30BaTEIbHOM OpraHu3aluu, BXOIST:

. aJ]pECcaHT;
. ajpecar;

. JOJDKHOCTD, (haMUJTUSL 1 MHUITHAJTBI JIUIIA, TIOIMHUCABIIETO TOKYMEHT;
. BH/JI IOKyMEHTA;

. JaTa IOKyMEHTa;

. HOMEp JIOKYMEHTa;

. JaTa MOCTYIUICHHS JIOKYMEHTA,

. BXO/ISAIIAN HOMEP IOKYMEHTA;

. CCBIJIKA Ha UCXOJSIINI HOMEP U AaTy JOKYMEHTA;

. HaMEHOBaHUE IOKYMEHTA;

. HWHJICKC JIeIa;

. CBEJICHUS O TIepeaipecalii JOKyMEHTa,

. KOJIMYECTBO JINCTOB OCHOBHOTO JIOKYMEHTA;

. KOJIMYECTBO MPUIIOKECHUI;

. 00111e€ KOJMYECTBO JINCTOB MPUIIOKCHHI;

. yKa3aHUsI MO0 UCTIOJTHEHUIO TOKYMEHTA;

. noJpkHOoCTh, @. U. O. ncnoaHuTens;

. OTMETKa O KOH(PHUACHIINATHHOCTH.

B cocraB OMOJHUTENBHBIX CBEACHUH 00 DIIEKTPOHHOM JOKYMEHTE MOTYT OBITh BKJIFOUCHBI
CBE/ICHUS: HAaWMEHOBaHWUE aBTOpa JOKYMEHTa (eciM aBTOp HE COBMIANAeT C aJpecaHTOM
(oTHpaBuTENIEM) 3JEKTPOHHOTO JOKYMEHTa), OTMETKa O IMEPEeHOCE CpOKa HCIIOJHEHUS JOKyMEHTa,
CPOK XpaHCHHUs JOKYMEHTa, HAaMMCHOBAHHS IPWIOKEHHH K DJIEKTPOHHOMY JOKYMEHTY, KIIFOYCBBIC
CIIOBA, CTAaTyC JOKyMeHTa (IPOEKT, BEpCHs), BUJ Mepeladyd JOKyMEeHTa (3JICKTPOHHON MOYTOM,
MOYTOM, (haKCOM H T. [I.) U JIp.

Cpoku XpaHEHHs 3JCKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKaM XPaHEHUS JIOKYMEHTOB,
YCTAaHOBJICHHBIX 3aKOHOJATEIIbHBIMH W WHBIMH HOPMATHBHBIMHU IPaBOBBIMU aKTamMu Poccuiickoi
denepanyu, TANOBBIMH MEPEYHIMU JIJIsI aHATOTUYHBIX IOKYMEHTOB Ha OyMa)kHOM HOCHTEJIC.

5. OpraHuszaums J0KyMeHT0000pOTa U HCIOJTHEHHS IOKYMEHTOB.

IIpuem 1 00padoTKa MOCTYNAIOIIMX JOKYMEHTOB.

JIBM>KEeHUE JOKYMEHTOB C MOMEHTA MX CO3/JaHUs WIIM MOJY4YEHUS 10 3aBEPLICHUS UCTIOTHEHUS
WJIH OTIPABKH 00pa3yeT T0KyMEHTOO0O0pOT.

B noxymenTtooOopore  00pa3oBaTeNbHOW  OpraHM3allMU  BBIIENAIOTCA  CIEAYHOIINE
JOKYMEHTOTIOTOKH:

a) BXOJAI1asi KOPPECTIOHACHIINS (FOpuaAnYecKre U (PU3HUECKHUE JTUIA);

0) ucxosIas KOppecoHAeHIINs (FopUIndecKue U (PU3NYecKue JInIa);

') BHYTPEHHSS JOKYMEHTALHSL.
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JlocTaBka W OTHpaBKa JIOKYMEHTOB OCYILECTBIISIETCS, Kak MPaBWIIO, CpPEICTBAMHU

IIOYTOBOMW U 3JIEKTPOHHOMU CBS3U.

JIOKyMEHTBI, TOCTyMaonMe B 00pa30BaTeNbHYI0 OPraHU3aIUio, MPOXOJAT IEePBUYHYIO
00paboOTKy, pEruCTpaluio, MPeIBapUTEILHOE PAcCMOTPEHHE, Tiepeaady pPYyKOBOJCTBY  Ha
paccMOTpeHHE, MEPEIAI0TCS UCTIOTHUTEISAM U TIOCIIE UCIIOJTHEHUS TIOMEIIAI0TCS B AeTa.

[Ipuem u nepBuyHas 00pabOTKa TOKYMEHTOB OCYIIIECTBIISIETCS CEKPETAPEM.

Cekperapb TPOBOJUT: MPOBEPKY MPABUIBHOCTH aJPECOBAHUSA MOCTYMAIOMIUX JOKYMEHTOB,
MPAaBUJILHOCTH JIOCTABKU M KOMILIEKTHOCTH IOKYMEHTOB; COPTHPOBKY JIOKYMEHTOB Ha MOJJIEKAIINE U
HE MOJIekKAIUE PETUCTpaIUu.

[Tony4yeHHBIE KOHBEPTHI ¢ KOPPECTOHACHIIMEN BCKPBIBAIOTCS, MPU STOM IMPOBEPSIETCS HATUUINE
BIIOKEHUH, a TaKKe€ YKa3aHHBIX B JOKYMEHTax MPWIOKEHWHA. B ciiydae MOBpexIeHUs YIMaKOBKH U
BJIO)KEHUH JTHOO OTCYTCTBHUS MPUIIOKEHHIM COCTABIIAECTCS aKT B JBYX dk3eMruigpax. OauH 3K3eMIUIp
aKTa HaIMpaBJIAETCS KOPPECTIOHICHTY, BTOPOU MPHOOIIAETCS K TOCTYUBIIEMY IOKYMEHTY.

Omub0oYHO MpuUcIaHHAs KOPPECTOHACHITUS MePEChUIaeTCsl M0 MPUHAICKHOCTH, €CITH U3BECTEH
ajzpec moyvaress. B mpoTUBHOM cilydae KOPPECTIOHACHIINS BO3BPAIIACTCS OTIIPABUTEITIO.

KonBepThl 0T mocTymnariei KOppeCoHACHIINN COXPAHSIOTCS M MPHJIAraloTcs K JTOKyMEHTaM
JUIIH B TOM CJIy4ae, KOTJa TOJILKO 10 HUM MOKHO YCTaHOBHUTH aJpec OTHPABUTENS WJIH, KOTJa Jara
MOYTOBOTO IITEMITETISI UMEET 3HAUCHHE B KAUECTBE JI0KA3aTEIHCTBA BPEMEHH MOJTYyISHUS JOKYMEHTA.

CrienmaiicToM HEe BCKPBIBAIOTCSI KOHBEPTHI TUCEM C HAJMUCHIO «JTUYHO». OHU mepenaroTces 1Mo
Ha3HAYCHHIO

Nudopmanust 1 TOKyMEHTBI O JEATEIbLHOCTH 00pa30oBaTeNIbHOM OpraHU3alii, He YKa3aHHbIE B
yacTu 2 cratbu 29 denepaqbHOTO 3aKOHA ot 29 nexabps 2012 roga Ne 273-d3 «O6
obpazoBanun B Poccuiickoit deneparumny», MNPEACTaBIAIOTCS PYKOBOAUTENIEM 00pa3oBaTelIbHOM
OpraHu3aliy 1Mo oOpalleHnIo TpakIaHuHa JIM00 J0JKHOCTHOTO JIUIA FOCYAapCTBEHHOTO OpraHa Win
OpraHa MECTHOTO CaMOYIpPAaBJIEHUS B CIy4asX U MOPSAKE, MPEeTyCMOTPEHHBIX 3aKOHOJATEbCTBOM
Poccuiickoit denepanum.

[IpencraBinenre uHGOPMAIMM UHBIM OpraHu3alusM O JESITeNbHOCTH 00pa30BaTeIbHOU
OpraHM3allii  OCYIIECTBIISIETCS Y4YpEAMTEJIEM OpraHu3alMd, B OTHOLIEHWU KOTOPOW  Takas
nH(pOopMaLKs 3aMpanuBaeTCs.

IIpenBapuresbHOE paccMOTpeHHE JOKYMEHTOB.

Cekperapp W (MJM) JHUIO, OTBETCTBEHHOE 3a BEJCHHUE JIEJIONPOU3BOJCTBA, MPOBOJAUT
MIpeIBAPUTENILHOE PACCMOTPEHHE JOKYMEHTOB B LIEJSX BBIJCNICHUS U3 BCETO MAaCCHBA MOCTYMUBIICH
KOPPECIIOH/ICHIIMU  JTOKYyMEHTOB, TpeOYIOmMX 005A3aTeIbHOI0 PACCMOTPEHHUS PYKOBOJUTEIEM
00pa3oBaTeNbHON OpraHu3aluu.

OcHoBaHuMeM [UIsi TIPUHSATHS PEHICHUS B XOJE MPEABAPUTEIHHOTO PACCMOTPEHHUS SIBIISETCS
coJiep’KaHue JOKYMEHTa, a He aJIpeCOBaHME JOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHHUKY.

PesynpraroM  mpeaBapUTENBHOTO  PACCMOTPEHUS  SIBISIETCS — HampaBlieHHEe  JOKYMEHTa
PYKOBOJUTENO 00pa30BaTENbHON OpraHU3allid WU JIOJDKHOCTHOMY JIMIY B COOTBETCTBUU C
YCTaHOBJICHHBIM pacrpeziefiecHueM 00sS3aHHOCTEH MEXIy PYKOBOJUTENEM U JOJHKHOCTHBIMH JTUIIAMU
JUIS BBIHECEHUS YKa3aHHUS 110 UCTIOTHEHHIO TOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

[lepemaua TOKYMEHTOB Ha PETUCTPALMIO MPOU3BOJAUTCS TOJIBKO TOCIE MX MPEIBAPUTEIHLHOTO
paccMOTpeHHUsL.

Peructparuu mojiexxat Bce JTOKYMEHTBI, TPEOYIOIINE y4deTa, WCIOIHEHHUS, WCIOJIb30BaHUs B
CIPAaBOYHBIX IESX, KaK MOCTYMAloIIMe W3 APYTUX OpraHu3aluii W OT YacTHBIX IHUI, TaK W
oOpa3ymoluecs B mpoliecce AesITeNbHOCTH 00pa30BaTeIbHOM OpraHU3aIUH.
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He mnosexar perucrpauuy IO3ApaBUTEIBLHBIE IIMCbMA, TEJIETPAMMBl, IPUTJIACUTEIBHbBIC
Ounersl, uHbOpMAIMA IS CBEICHHs, OyXrajaTepcKue ITOKYMEHTHl MNEepBHYHOTO yueTa. s HHX
COCTAaBJISICTCS IIEPEUYECHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Peructpanusi 10KyMEHTOB NpPOU3BOAMTCA C LENbIO OOECIIEUEHMsS] HX Yy4yeTa, KOHTPOJIS 3a
WCTIOJTHEHUEM M OTIEPATUBHBIM HCIIOJIb30BaHHEM WH(POPMAIIUH.

Perucrpanus 10KyMEHTOB IPOU3BOJUTCS B ACHb UX MOCTYIUICHMUS.

JlomyckaeTcst OTMETKA O MOCTYIUICHUM JOKYMEHTA B OPraHU3allUI0 IIPOCTABIIATH B BUJIE IITAMIIA
WM OT PYKH B HMKHEH YacCTH JIMLIEBOM CTOPOHBI NIEPBOIO JIMCTA IOKYMEHTA WM Ha €ro 00opoTe.

Perucrpanust TOKyMEHTOB 3aKJIIOYAETCS B BEICHHUM 3aIMCH YYETHBIX JAHHBIX O JOKYMEHTE II0
YCTaHOBJIEHHOW PEruCcTpaliMOHHON hopme, KOTOphIM (puKcupyeTcss (akT co3aHusl, OTIPABICHUS WIN
MOJTY4YeHUsI JOKYMEHTA IyTeM IPOCTAaBJICHUS HAa HEM PETHCTPALMOHHOIO MHJAEKCA C MOCIEAYIOIIEeH
3aMMChI0 B YKa3aHHBIX (hopMax HEOOXOAUMBIX CBEICHUI O TOKYMEHTE.

JIOKyMEeHTBI, TMOCTyMaroIlKe B 00pa30BaTEIbHYI0 OpPraHU3alUI0, pPETUCTPUPYIOTCA B
Kuure/xypHane perucrpanuu BXOJSIIEH KOPPECHOHAEHLMHU, a T€, YTO OTHPABISAIOTCA W3 HErO, -
Kuure/ s)xypHalie perucTpainuu UCXOISIIeH KOPPECTIOHICHIINH (npuiodcerue 3).

PacnpenesieHne nocTynawmmx 10KyMeHTOB.

[locne  perucTpauuu  JOKYMEHTHI  IEpElalOTCs HAa  PAacCMOTPEHHE  PYKOBOIUTEIIO
o0pa3oBaTeNIbHOM OpraHu3aluu.

[Tocne paccMoTpeHHsT pyKOBOIUTENEM JIOKYMEHTHI BO3BPAIIAIOTCS CEKpeTapro W (WIM) JIUILY,
OTBETCTBEHHOMY 3a BEJIEHUE JIEJONPOU3BOJACTBA, [JIsl TEPEHECEHUsS YKa3aHUN IO HCIIOJIHEHUIO
JOKYMEHTa B JKYpHaJl PETUCTPAlUU BXOSAIIUX JOKYMEHTOB. B COOTBETCTBMM C yKa3aHUSIMHU IO
HCIIOJIHEHUIO MO ITTUHHUK JTOKyMEHTa HaIpaBJIeTCs pabOTHUKY, SBJIAIOILIEMYCSI
OTBETCTBEHHBIM HCIIOJHUTEJIEM, a COMCIIOJHUTENSIM HAIpPaBISIIOTCS KOMUU JTIOKYMEHTOB (eciu
UMEIOTCS), 0 YeM Jienaercsi oTMeTka B KHure/xxypHane peructpainuu BXOASAIINUX TOKyMEHTOB.

DNEeKTPOHHBIE COOOIIEHUS, MOChIIAEMbIe MO SJEKTPOHHOM IMOYTE, HCIOJHSIOTCS aHAJIOTUYHO
JOKyMEHTaM Ha OyMa)KHBIX HOCUTEJISIX C YUETOM OMpe/esIeHHOH crienu(rKH B IPOLECCE UCIIOTHEHHUS.

IMopsinok 00padOTKM U MPOXOKIAEHUS UCXOASAIIUX U BHYTPEHHUX JOKYMEHTOB.

[Topsiiok MOATOTOBKM HUCXOJSIIMX JTOKYMEHTOB BKJIIOUaeT B cebs  paboty 1o
COCTaBJICHUIO MPOEKTA JIOKYMEHTa, COTJIaCOBAHHUIO, MTOMMCAHUIO (YTBEPKACHUIO) U OTIIPABKE.

Jlo mepemayn [OKyMEHTa Ha  MOJANUCH  WCHOJIHUTENb  JIOJDKEH  IPOBEPUTH  €ro
coJiep’KaHue, MPaBHILHOCTh OMOPMIICHHS, HATMUYMe HEOOXOJIMMBIX BU3 M MHpUiIokeHHH. JJokymMeHT
MIpeJICTaBJIsIeTCs Ha MOANKUCH BMECTE C MaTeprallaMi, HA OCHOBAaHUU KOTOPBIX OH TOTOBUJICS.

BuyTtpennue mokymMeHTHl OQGOPMIISIOTCS M HCIOJHSIOTCS (MCIOJIB3YIOTCS) B Ipeaenax
00pa3oBaTeNbHON OpraHu3aluu.

BuyTpenHue 1oKyMeHTHI (OKJIaHbIe 3aUCKH, CTIPABKU, CBOAKH U JIp.) pAaCCMaTPUBAIOTCS TEMU
JOJKHOCTHBIMHM JIMIIAMH, KOMY OHHM HAIPaBJICHBI.

OTBeTCTBEHHBIE 32 ACIONPOU3BOACTBO MEpe] cAaueid KOPPECTIOHAECHIUN Ha OTIPABKY JI0JKHBI
00s3aTeNbHO TMPOBEPUTH MPaBWIBHOCTH €€ odopmieHus U aapecoBaHusi. KoHBepToBaHue
KOPPECHOHJCHIIMM W JIPYTUX  IOYTOBBIX  OTIPABICHUM  TPOU3BOAMUTCI  CTPYKTYPHBIMU
MOJPa3ACICHUSIMU OpPraHU3al1u.

Perucrpanuss oTopaBisieMbIX JOKYMEHTOB OCYILECTBISETCS B JIGHb MX MNOANUCAHUS
(yTBepkIeHHUs) WIM Ha CIeIyomuid pabounii JeHb. PerucTpannoHHBIAH HOMEpP JOKYMEHTa M JaTa
perucTpalyy TMPOCTaBISIOTCS Ha TMOJIUHHHKE JOKyMEHTa B pPEKBU3UTaX OJlaHKa U Ha
KOIIWH, OCTAlOIIeics B aene oOpa3oBaTenbHON opraHu3anuu. CpaBOYHBIM ammapaToM s
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UCXOJISIINX TJOKYMEHTOB SIBJISIETCS KypHAJ PETUCTPALIH STHX TIOKYMEHTOB.

OTnpaBKy HCXOIAIMIMX JOKYMEHTOB IIPOM3BOJMUT CEKpeTapb M (WJM) JHUIO, OTBETCTBEHHOE 3a
BeJIcHHE  Jenomnpou3BoicTBa. CpouHass KOpPpECHOHJCHLHUs OQOpMIISIeTCS W OTIPABISETCS
HE3aMEITUTEIBHO CEKPETapeM.

Cekperapb MpOBEpSeT MPABHIBHOCTH OGOPMIICHUS HMCXOIIIAX JOKYMEHTOB, MPOU3BOHT
COPTHPOBKY JTOKYMEHTOB IO CIOCOOY JOCTaBKM KOPPECHOHICHLMHU anapecaTy (IpocTas, 3aKa3Has,
MEXIyHapoAHass ® 1p.). HempaBuiabHO OQOPMIICHHBIE OKYMEHTHI W KOPPECHOHICHIUS
HECITy)KeOHOTO XapakTepa K OTIpPaBKe HE NMPUHUMAIOTCS W BO3BPALIAIOTCA JIMILY, TOATOTOBUBIIEMY
JOKYMEHT.

OTmpasnsgeMasi IO IOYTE KOPPECTIOHACHIINS MPOXOIUT YIIaKOBKY, aIpecOBaHHE, MPOCTABICHUE
CTOMMOCTH TTOYTOBBIX YCIYT U MIepefady Ha OTIIPABKy B MECTHOE OT/CIICHHUE CBSI3H.

Ha 3aka3nyro koppecnoHeHIMI0, Ha JOKYMEHTHI ¢ TOMETKOM «/{J1s1 ClTy>keOHOTO T0JIb30BAHUS»
COCTaBJISIETCS PEECTp, KOTOPHIA 3aTeM BO3BpAIIA€TCs CEKpeTapio y4dyeOHOW vacTu u (WiIM) JIUILY,
OTBETCTBEHHOMY 32 BEJICHHE JIEJIOMPOU3BOJICTBA, C PACHHCKONW pPaOOTHHKOB IMOYTOBOTO OTIEIICHUS
CBSI3W WJIM HHOTO JII[A, 00ECTIEYMBAOIIETO OTIPABKY JOKYMEHTOB.

[lepenaga c wCMONB30BaHUEM CPEACTB (DAKCUMHIIBHOW CBS3M JIOKYMEHTOB, COJIEPKAIIUX
CITy)KeOHYI0 MH(POPMAIMIO OTPAaHHYEHHOTO PACIPOCTPAHEHHs, B TOM YHCIE C TMOMETKOW «Jlms
CITy’)KeOHOTO TIOJIB30BaHUs», HEe pa3pemaercs. Kareropmuecku 3ampeniaeTcs nmepeaada mo CpeacTBaM
(haKCUMHIIBHON CBSI3M CEKPETHBIX TOKYMEHTOB.

C wucnosb3oBaHHEM CpelncTB (HaKCHUMUIBHOW CBA3M MOTYT OBbITh THepelaHbl MaTepuabl
TEKCTOBOTO, TaOMMYHOTO WM TrpadUUYecKOTO  XapakTepa, HCIOJHEHHbIE  THIOTPAPCKUM,
MalIMHOMMCHBIM WM PYKOIUCHBIM CIIOCOOOM B YEPHOM WM TEMHO-CHHEM I[BETE€ C YETKUM HU
KOHTPAaCTHBIM H300pakeHHEeM (TIEPBBIE JK3EMIUIAPHI WM WX KCEPOKOMWH) Ha Oenoil Oymare ¢
MHUHHUMAaJIBHOU BBICOTON OYkB M 1mudp 2 MM. O0beM mepeaBaeMoro B TEUYCHUE OJTHOTO CEaHCa CBS3U
JOKYMEHTA, BBIMIOJIHEHHOTO Ha Oymare ¢popmata A4, He JOJKEH MPEBBIIATh MATH JIUCTOB.

OTBETCTBEHHOCTh 3a CoJep)kaHue WHGOpMallUu, MepeaaBaeMoOl C HCIOJIb30BAaHHUEM CPEICTB
(hakCUMUIILHOM CBSI3U, BO3JIAraeTCsl Ha UCIIOJIHUTENS, TOATOTOBUBIIETO (hakcorpaMmy Ajs epeayu.

Oco0eHHoCTH padoTHI € IJIEKTPOHHBIMH JOKYMEHTAMMU.
B 06pazoBaTenbHOI OpraHu3aiuy co3/1al0TCs U UCIOJIb3YIOTCS:

. AJIEKTPOHHBIE JOKYMEHTBI, CO3/1aBaeMbIe B 3JIEKTPOHHOU (popme Oe3 mperBapUTeIbHOTO
JOKYMEHTUPOBaHUA HAa OYMa)>KHOM HOCHTEIIE;
. ANIEKTPOHHBIE O00pa3bl JIOKYyMEHTOB, IIOJIyY€HHbIE B pe3ylbTaTe CKaHUPOBAHUS

JOKYMEHTOB M XpaHSIUeCcs B CUCTEME AJIEKTPOHHOTO IOKyMEHTO000pOTa.

IIpueM u oTmpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYILLECTBIISIOTCS OTBETCTBEHHBIM 3a BE/ICHUE
JIeTIOTIPOM3BOICTBA B 00pa30BaTeIbHOM OpraHu3alm.

DJNEeKTPOHHBIE TOKYMEHTBI CO3JatoTcs, 00padaThIBatOTCS U XpaHATCA B CUCTEME 3JIEKTPOHHOTO
JOKYMEHTO0000poTa 00pa30BaTeNbHOM OpraHu3aIuy.

DNEeKTPOHHBIH JTIOKYMEHT JOJDKEH OBbITh O(hopMIIEH MO OOLIMM MpaBUiIaM JAEJIONpPOU3BOACTBA U
UMETb PEKBU3UTHI, YCTAHOBJIEHHBIE /JIsl AHAJIOTMYHOIO JOKyMEHTa Ha OyMa)XHOM HOCHUTelNe, 3a
UCKIIIOYEHHEM OTTHCKA IIE€YaTH.

Jis  MOATBEpXKAEHUS IMOJUIMHHOCTU  3JIEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTesIbHOU
OpraHu3allii  HCHOJB3YIOTCS  3JEKTPOHHbIE IU(pPOBbIe TOANMUCU. Mcmonb3yemble cpeacTBa
ANIEKTPOHHON IIM(PPOBOI MOMUCH JJOTKHBI OBITh CEPTUPHUIIMPOBAHBI B YCTAHOBICHHOM IMOPSIKE.

Enuauneid  yuera  DIE€KTPOHHOTO — JOKYMEHTA  SIBISIETCSL  DJEKTPOHHBIM  JIOKYMEHT,
3aperUCTPUPOBAHHBIN B CUCTEME 3JIEKTPOHHOTO JIOKYMEHTO00OpOTa 00pa3oBaTeIbHOI OpraHu3aluy.
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DNEKTPOHHBIN JOKYMEHT, UMEIOILNN PUII0OKEHHS, PETUCTPUPYETCS KaK OJUH JOKYMEHT.

Ilocne oTHOpaBKM  AJIEKTPOHHOTO  JTOKYMEHTA, 3aBEPEHHOr0  3JIEKTPOHHON  MOJIHUCHIO
YIIOJTHOMOYEHHOT'O JIOJDKHOCTHOTO JIMIIA, JOCBUIKU a/IpecaTy ero KOIMU Ha OyMa)kHOM HOCHUTEIIE, KaK
NpaBUJIO, HE Tpedyercs, 3a HCKIIOUYEHHEM OTBETOB HA OOpAIICHUs Tpa)KAaH, MOCTYNHBIIUX II0
MH(POPMAIMOHHO-TEJICKOMMYHUKAIIMOHHBIM KaHalaM, Ha KOTOpbIE 3asSBUTEIIO AETCS MHUCHMEHHBIN
OTBET, HAIIPABJIIEMBII [10 TOYTOBOMY a/IpeCy, YKa3aHHOMY B OOpaIlleHHH.

HcnosnHeHHbIE 3IEKTPOHHBIE JOKYMEHTBl CUCTEMAaTU3UPYIOTCSI B Ji€Ja B COOTBETCTBUHM C
HOMEHKJIATYpO# Jies1 00pa3oBaTeIbHON OpraHu3alii U UHACKCUPYIOTCS B MOPSIIKE, YCTAHOBJIEHHOM B
OTHOIIEHUM [I€JI, COCTaBJIEHHBIX M3 JOKYMEHTOB Ha OyMaxHoMm Hocutene. IIpu cocraBieHuun
HOMEHKJIATYphI /1€ B 3ar0JI0BOK JIeJ1a BKIIIOYAeTCs YKa3aHUE « DIEKTPOHHBIE TOKYMEHTBI».

Nudopmannonnas 6e30nacHOCTb.

Nudopmannonnsie pecypcbl 00pa3oBaTeIbHOW OpraHU3alUud M0 JOCTYNYy (BO3MOXHOCTH
WCIIOJIb30BAHUS) TIOJPA3CISIOTCS Ha OTKPBITYIO (OOIIENOCTYNHYI0) HWH(OpMaluio, CIyKeOHYIO
nH(pOpMaIIHUIO 1 UHPOPMAIIMIO OTPAHUUYEHHOTO PaclpoCTpaHeHus (I0CTyma).

K kareropuu oTKpBITON HHPOPMAIIMK OTHOCHUTCSI HHPOPMAITUS, COAEpKaIascs B TOKyMEHTaxX U
0a3ax JaHHBIX 00pa30BaTEILHON OPraHU3aINH, HETTOCPEJACTBEHHO 3aTParuBaroIas paBa ¥ HHTEPECH
rpakJiaH.

K kareropuu ciayxeOHo# nHpopManu oTHOCUTCS MHGOPMAIUs, COAEPKAIAsACA B JOKYMEHTaX
n 0a3ax HaHHBIX O0Opa30BaTENLHOW OpraHW3alWu, NpeAHa3HAaYeHHAas Ui JIOJDKHOCTHBIX JIMIl U
pabOTHUKOB, MPHU BBIMIOJHEHUH HMH CBOUX (YHKIMOHAJIBHBIX OOS3aHHOCTEH, HE 3aTparubaroias
HampsIMyl0 TIpaBa M HWHTEPEChl TpaXJaH M HE OTHOCAUIAsCS K KaTeropuu OrpaHUYEHHOTO
pacrpocTpaHeHus (I0CTyma).

K kareropum wuHbOpMAIMU OTPaHUUYEHHOTO pPACHpPOCTpaHEHUs (IOCTyma) OTHOCHTCS
nHpopmalus, coaepKamiasics B JOKyMEHTax U 0a3ax JaHHBIX, BKIIOYAIOIIAsl CBEACHMUS
KOH(UIEHIIMAIBHOTO XapaKTepa.

Bes undopmanus, coaepkamasics B JOKyMEHTax M 0a3ax JaHHBIX, 110 YMOJYAHUIO SIBISETCS
OTKpBITOH U oOmenoctynHoi. MckiaroueHue cocrapisieT MHGOpMaIus, OTHECEHHAs K KaTeropusMm
CIIY’)K€OHOM M OIrpaHUYEHHOTO paclpoCTpaHeHHUsI (JOCTYIa).

Hoctyn monp3oBaTeneld K MHGOpMALMK OTPaHUYMBAETCS IyTeM OTHECEHUs HH(opMalnuu K
COOTBETCTBYIOIIEH KAaTerOpHUM W HAJOKEHHEM Ha Hee COOTBETCTBYIOLIEro TIpuda OrpaHuyeHUs
pacnpoctpanenus. UHdopmanus orpaHuYeHHOTO JOCTyna cHaOxkaercss rpudom «Jlns ciy:xeGHOro
MOJIb30BAHUS.

[IpaBom oTHeceHus uHGOPMALMKU K KATETOPUM OrPAHUYCHHOTO JOCTYNa M HaJOXKEHUs
COOTBETCTByMOIIEro rpuda obragaeT aBTOp JOKYMEHTAa II0 COIVIACOBAHHIO C PYKOBOJIUTENIEM
00pa3oBaTeNbHON OpraHu3aluu.

JIOKyMEeHTHpOBaHHass ~MHPOPMALMsl  OTPAHUYEHHOTO  pACHpOCTpaHEHUs 0e3  CaHKIHUU
JOJDKHOCTHOTO  JIMI[A, YCTQHOBMBILETO PEXHM OrPAaHMYEHHOTO pPACIpOCTpaHeHUs JUId JIaHHOTO
JOKYMEHTa, He TMOJUIeKUT pas3rialleHnto (pacrnpocTpaHeHuio). llpemocraBieHue MoIb30BaTENsIM
J0CTyNa K JaHHOW MH(OpMAIMK OCYIIECTBIISETCS MCKIOYUTENBHO MO COTJIacOBAaHHUIO C YKa3aHHBIM
JOJKHOCTHBIM JIMIIOM ITyTEM MOJ[aul COOTBETCTBYIOIIEH 3asBKH.

JIOJKHOCTHBIE JIUIIA, MPUHSBIIKE pelieHre 00 OTHeCeHMHM MH(opMaiuy, 3apUKCUPOBAHHOU B
JOKYMEHTe, K KaTerOpHuM OIpaHMYEHHOTO pPacCHpOCTPAaHEHMs, HECYT OTBETCTBEHHOCTb 3a
000CHOBAHHOCTb MIPUHATOTO PELICHUS U €0 COOTBETCTBHE JEHCTBYIOLIEMY 3aKOHO1aTEIILCTRY.

JInuHble nena paOOTHUKOB, JIMYHbIE KAapTOYKU PaOOTHUKOB, TPYJIOBbIE KHM)KKH PaOOTHHKOB,
MIPUKA3bl O JUYHOMY COCTaBY JOJDKHBI XPaHUTHCA B ceii(pe MM B METANTMYECKOM IKady.
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3anucu B TPYJOBOM KHUXKKE IOANMCHIBAET PYKOBOJUTENb OOpa30BaTENIbHOM OpraHU3aLUu.
VYder, XpaHeHME€ U BbAady OJaHKOB CTPOTOM OTYETHOCTH: JAWIUIOMOB, BKJIAJBIIICH K HUM,
CBUJIETEIILCTB, YIOCTOBEPEHUH BEJIET 3aMECTUTENb qupekTopa. bianku xpansrcs B cetide.

YcTaHOBKa U AKCIUTyaTalys MPOrPaMMHOT0 00ECTIeUeHHsI, TOJTyYeHHOTO U3 JIIOOBIX HCTOYHHKOB
U BBIIOJIHAIOLIET0 (DYHKIIMH, HE CBSA3aHHbBIE HEMOCPEICTBEHHO C BBINOJIHEHHEM PaOOTHHUKAMHU CBOMX
JOJKHOCTHBIX 00SI3aHHOCTEH, KATETOPUYECKH 3alpelnieHa.

Bcest mpezncraBieHHas B 3JIEKTPOHHOM BHJE MH(MOpMAIWs, MOCTyHaromas B 00pa3oBaTebHYIO
OpraHu3aIuio, B 0053aTEIILHOM MOPSIKE MOJIICKUT MPOBEPKE AHTUBUPYCHBIMU CPECTBAMHU.

ONeKTpOHHas  IoYTa  MOJKET  HCIOJIb30BaThCS  IOJIB30BATEISIMU  TOJIBKO s
obmeHa wuHQoOpMalUel, OTHOCAIIEHCS K KaTeropuu, OTKPBITOM U CIy)XKeOHOMW. 3ampemnieHo
WCIO0JIb30BAaTh DJJIEKTPOHHYIO MOYTY s THepenadyd WHGOpMAallMM, OTHOCSILIEHCS K KaTeropuu
OTPaHUYEHHOTO PAaCIpPOCTPAaHEHUS.

6. KOHTpOJ'Ib 3a UCITOJTHECHUEM TOKYMECHTOB

Opranu3anusi KOHTPOJIS.

Kontponro momnmexaT Bce 3aperdCTPUPOBAHHBIC JTOKYMEHTHI, TpPEOYIOIIHE WCIOJHECHHUS.
KoHTposb ucnonHeHns JOKYMEHTOB BKIIIOYAET: y4yeT, MOCTAaHOBKY Ha KOHTPOJb, KOHTPOJIb CPOKOB
WCIIOJIHEHUS, HEMOCPEIACTBEHHYIO IMPOBEPKY XOJa HCIOJIHEHMs, MPOBEPKY KauecTBa HCIOJHEHWUS,
aHaJIu3 pe3ysbTaTOB UCTIOJTHEHHUSL.

KoHTpons 3a wucnojgHeHHEeM JOKYMEHTOB YCTaHAaBJIMBAeTCS B LENAX OOecledeHHus HX
CBOEBPEMEHHOTO U KAaYE€CTBEHHOT'O HCIIOJIHEHUS, MOBBIIIECHHUS YPOBHS OPraHM3aTOpPCKOl paboThl U
WCIOJIHUTENBCKON TUCIUTITUHBL

[Ipn mocraHOBKE IOKyMEHTa Ha KOHTPOJbh Ha MPaBOM BEPXHEM IOJ€ JOKYMEHTa JellaeTcs
OTMETKa O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (IIITAMIIOM) «KOHTPOJIbY

KonTposto nmoanexar npukasbl, pelieHus COBETOB, a TAKXKE JOKYMEHTHI, IOCTYHAIOIINE Ha UMS
pyKOBOIUTEINSA 00pa30BaTeNIbHOM OpraHU3aIiu.

Opranu3zanys KOHTPOJISI UCIIOJTHEHHSI BKJIIOYaeT B ceOsl:

. IIOCTAaHOBKY JOKYMCHTA Ha KOHTPOJIb,

. MOHUTOPHUHT UCITOJIHCHUS KOHTPOJIbHBIX nopyquHﬁ JOKYMCHTOB;
. CHATUC UCTIOJIHCHHOT'O JOKYMCHTA C KOHTPOJIA,

. HaIIpaBJICHUEC UCIIOJIHCHHOI'O JOKYMEHTA B JICJIO.

PykoBoauTenu  CTpYKTYpHBIX  MOJApa3[elieHuid  00si3aHBl  paccMaTpuBaThb  COCTOSIHHE
WCIOJIHUTENBCKON TUCIUILIMHBI 110 JOKYMEHTaM C MOPYYCHUSIMH aJIMUHUCTpaluud 00pa3oBaTeNIbHOM
OpraHM3aliy, a TaKkke JAOKYMEHTHI, IOCTYIHUBIIME B aapec CTPYKTYPHOIO TOApa3AeiCHUs U
TpeOyIoIIHe UCIIOIHEHNUS, U TIOJTOTOBKU OTBETA.

JIOKyMEHT CUMTAETCSl MCHOJIHEHHBIM, KOTJa PElIeHbl OKOHYATEIbHO BCE MOCTABJICHHBIE B HEM
BOMPOCHI U COOIOCHBI CIEIYIONNE CPOKHU:

. €CJIM B IOKyMEHTE TIOCTABJIEH CPOK UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTHI 0€3 yKa3aHHUsl CPOKa UCIIOJHEHUS] — B MECSUYHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCS TOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

. nopy4eHus 06e3 yKkazaHusi KOHKPETHOH JIaThl HCIIOMHEHUSI — B MECAYHBIN CPOK;

. C TIOMETKOH «ornepaTuBHO» — B 10-THEBHBIH CPOK;

. 1o 00paleHUsIM T'pakJiaH, TPeOYIOIIUM JOMOJTHUTEIBHOTO U3YYEeHUs U IPOBEPKHU, — JI0

OJIHOT'O MEcCHIla CO OAHA pCrucTpanuu, 1o OCTaJbHbIM — HE ooiee 15 JHEH.
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Cpok ucuucnsiercs B KaJ€HAapHbIX JHAX C 1aThl IOANUCAHUS JOKYMEHTA.

Ecnu nocnenHuii 1eHb UCIIONHEHUS TOKYMEHTA IPUXOIUTCS Ha HEpAaOOUUil JeHb, OH MOAJIEKUT
WCTIOJIHEHUIO B MPEANIECTBYIOIUI eMy pabounii 1eHb.

ITpu HE0OXO0AMMOCTH TPOJUICHUSI CPOKA MCIIOTHEHUSI JOKYMEHTa OTBETCTBEHHBIH MCIIOIHUTEIND
MpPEJICTaBIsIeT Ha UMs pPYKOBOAMUTENs oOOpa3oBaTeNbHON OpraHu3aluy, JaBIIEro MOpy4YEHHE,
MOTHBHPOBAaHHYIO IPOCKOYy O €ro MNpoJJICHHHM HE IMO37HEeEe YeM 3a TPU [JHS 10 HCTCUCHHS
YCTAHOBJIEHHOTO CPOKa, C Y€M CBOEBPEMEHHO IepeaaeTcss HHPopManus B MPUEMHYIO PYKOBOAUTEIS
00pa3oBaTebHON OpPTraHU3aIHH.

Ilopsiaok cHATHSI JOKYMEHTOB C KOHTPOJIS.

JIOKyMEHTBI CHUMAIOTCS ¢ KOHTPOJISI, €CJIM PELIEHbI IOCTAaBJICHHbIE B HUX BOIIPOCHI UJTH aBTOpam
JlaH OTBET 10 CYILECTBY.

Ecnu no paspemraemoMy BOIIpoCy OKUIAeTCS OTBET, TO OH BMECTE C KOIUEH OTBETA 3asBUTEIIO
MOKET HaXOJUThCS Y UCIIOJIHUTEINSI HA KOHTPOJIE.

[IpomexyTOUHbII OTBET, paBHO KakK W 3allpoC MO HCIOJHAEMOMY JOKYMEHTY WJIM YaCTHYHOE
WCIIOJIHEHUE MOPYYEHHUS, HE ABIISETCS OCHOBAHUEM JJIsl IPU3HAHUS JOKYMEHTA UCIIOJIHEHHBIM.

CHATh JOKYMEHT C KOHTPOJII MOXET TOJIbKO JIOJDKHOCTHOE JIMII0, KOTOPOE MOCTaBHJIO €ro Ha
KOHTPOJIb.

OcHoBaHMeM s CHSTUS C KOHTPOJS JOKYMEHTOB C TOPYYEHMSIMH PYKOBOIMTENS
o0pa3oBaTeNIbHOM OpraHu3aluy SIBJISETCS JOKYMEHT — OTBET, INOJNHCAHHBIA PYKOBOJWTENEM, €ro
3aMeCcTHUTENEM, JH00 crpaBKa 00 UCIOIHEHUHU JOKYMEHTA 3a MOJINUChI0 PYKOBOJUTENS CTPYKTYPHOTO
IOApa3CIICHUS.

Ecnu Bce mocraBieHHBIE B JIOKYMEHTE BOIIPOCHI pELIEHBbl B OINEPaTMBHOM HOpsijake, 0e3
MOATOTOBKH MHCBMEHHOIO OTBETA, UCIOJHUTENIb Ha JOKYMEHTE JENNaeT KPaTKyH0 3alliCh O PEIICHUU
BOIIPOCA, YKa3bIBAET ATy U MOAIHKCH, ITOCIIE YETO JOKYMEHT IIOMEIAECTCS B IENO.

7.Y4deT U XpaHeHHe NMeYaTei, TaMIIOB U 0JIAHKOB.

O0s13aTeIbHOMY yUeTY TOJJIEXkKAT BCE BUJIBI IIEYATEH W IITAMIIOB, OJIAHKHA CTPOTON OTYETHOCTH,
KOMaHIMPOBOYHBIE YIOCTOBEPCHUS, CITY)KEOHBIE 3a[aHHsI, TPYIOBBIC KHIKKH.

Vyer Bcex Iedaredl ¥ MITaMIIOB, WMEIOIIUXCS B 00pa30BaTeIbHON OpraHW3alliy, BEJETCS B
CIeNUAIBHOM XypHaje (npunodicenue 2).

XypHaibl yuera BKIFOYAIOTCS B HOMEHKIATYPY Jei. JIMCThI UX HYMEPYIOTCS, MPOLIMBAIOTCS U
OIEYaTHIBAIOTCSL.

[TeyaTy W IITAMITBI JIOJDKHBI XPaHUTHCS B ceiihax MM MeTauIMuecKuX mKadax.

OTBETCTBEHHOCTh 3@  XpPaHEHHWE W  HWCIIOJL30BAaHWE  Ieyareif, [ITaMIOB  HECYT
JIMIA, OTBETCTBEHHBIE 32 BEJICHUE JIETIONPOM3BOICTBA.

YHUYTOKEHHE OJaHKOB MPOU3BOIUTCS 10 aKTy C OTMETKOM B COOTBETCTBYIOIINX XKYpHAIAX
ydera.

[TeyaTu W MITAMITBI YHHYTOXKAFOTCS 1O aKTYy.

[TpoBepka HanW4us Te4yaTei, INTAMIIOB W OJAHKOB, a TakKKe TMOpsAAKa WX XpaHCHUS |
UCIIOJIb30BAHUS TIPOU3BOIUTCS KOMHUCCHEH HE peke OJJHOTO pa3a B TOJ OJHOBPEMEHHO C MPOBEPKOi
COCTOSTHHSI ICTIOTIPON3BO/ICTBA.

8.CocTaB/iecHHe HOMEHKJIATYPBI J1eJl.
Homenkaatypa et - 310 00s3aTeNIbHBIN 1 KaXX101 00pa30BaTeIbHONW OpraHu3auu
CHCTEMaTH3UPOBAHHBIM NepeyeHb HAMMEHOBAHUH (3aroJ0BKOB) Jiesl, KOTOpble (HOPMUPYIOTCS C
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yKa3aHHEM CPOKOB XpaHeHus jaen (npunooicenue 4).

Homenknatypa nen mpenHa3zHaueHa sl YCTAaHOBKU B 00pa30BaTENIbHONW OPraHU3aluy €IUHOTO
nopsiaka (GopMupoBaHHs 1el, 00eCleueHUs] MX y4yeTa, ONEpPaTUBHOTO IMOUCKA JOKYMEHTOB IO HUX
COJICPKAHUIO U BUIY, OINPENEICHUS CPOKOB XPAaHEHHs A€l M SBISIETCS OCHOBOW JUIsi COCTaBJICHUS
omucedl Aen MOCTOSHHOTO M jnutensHoro (ceime 10 ser) XpaHeHus, a Takke JUIA ydera el
BpemeHHoro (10 10 neT BKIIIOYUTENBHO) XpaHCHHUSI.

B rpade 1 HOMEHKIATYpHI JEN MPOCTABIISIOTCS WHACKCH KaXJOTO Jea, BKIIOYEHHOTO B
HOMEHKJarypy. MHaekc gema cocrouT u3  IUGPOBOrO  0003HAUYEHUS W3 IITATHOTO
pacniicanusi 00pa30BaTENbHOW OpraHu3aliu (KoJa) W MOPSAKOBOTO HOMEpA 3arojioBKa Jefa Io
HOMeHKnarype. MHaekcsl nen o603HavaroTes apaOCKUMuU Hudpamu.

[Ipumep —

12-05, rne 12 — o6Go3nauenue (kom), 05 — MOPSAKOBBI HOMEp 3arojiOBKa Jeja B pasJiene
HOMEHKJIATYPHI JIell.

B rpage 2 HoMeHKIaTYypHI 1€ MPOMMCHIBAIOTCS 3ar0JIOBKH JIEI.

3arosioBOK Jiea JIOJDKEH 4YeTKO B CXaTol 0000meHHoil ¢opMe oToOpakaTh COCTaB U
coJiep)kaHue JOKYMEHTOB Jiefa.

B 3aromoBkax IWMYHBIX W JOPYTHX JIEJN, COJEpXKAIIUX JTOKYMEHTHI II0 OJHOMY BOTIPOCY,
ynotpebnsiercss Tepmun JIEJIO.

B 3aromoBkax gemn, conepXamux IJJAHOBO-OTYETHYIO JOKYMEHTAIMIO, YKa3bIBAeTCS IMEPHOJ
(Mecs1, KBapTaj, MOJYroane, Toa), B KOTOPOM IUTaHUPYETCsl CO3JaHne JOKYMEHTOB WM TEPHOJ WX
(haKTUYECKOTO BBITOJIHEHHUS.

Bo Bpems pazmelnieHus 3aroJIoBKOB JIeJl B HOMEHKJIAType YUMTHIBAETCS BAXKHOCTh JOKYMEHTOB,
BKJIIOUEHHBIX B JIeJIO, UX B3aMMOCBs3b. B Hauane pacrosiaratoTcsi 3arojIOBKM el B OTHOILIEHUHU
JOKYMEHTOB, TIOCTYNHUBIIUX OT OPraHoOB BBHICIIETO YpPOBHA, Jajnee - [0 OPraHu3allMOHHO-
paclopsaUTENbHONM  JTOKYMEHTAIlMHM, IUJIAHOBO-OTYETHOW JOKYMEHTALlUM, MEpernucKe, Y4eTHO-
CIPaBOYHBIM BUJAM JIOKYMEHTOB. B KaXXI0# W3 ATHX TPyNN JOKYMEHTHI TaKKe pa3MeEIIaroTcs ¢
Y4eTOM 3HaYMMOCTHU U CPOKOB XpPaHEHHS.

I'pada 3 HOMeHKIIATYpBI JeJT 3aM0JIHIETCS B TeUEHUE KaJeHAapHoro rojia — npu GopMUpOBaHUH
HOBOTO JieJa, IPHU 3aKPBITUH JeJia ¥ 10 OKOHYaHUH KaJIeHIapHOTo ToJa.

[To moctmxenun aenom oovema B 250 JIHCTOB, TOM 3aKPBIBAETCS U OTKPHIBACTCSI HOBBINA TOM. B
rpade mocnenoBaTeIbHO yKa3bIBAIOTCS HOMEpa TOMOB U KpaiiHHe JaThl JOKYMEHTOB Ka)KJ0r0 TOMa.

ITpumep —

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

DJEeKTPOHHBIE JIela Ha TOMa He pa3fAelsitorcs. Bee anekTpoHHbIe JOKYMEHTBI, HE3aBHCUMO OT UX
o0BbeMa, BKIIIOYAIOTCS B OJHO AIIEKTPOHHOE JIETIO.

B rpade 4 yka3piBaeTcs CpPOK XpaHEHHUsS [iela, HOMepa CTaTeil 1[0 THUIIOBOMY WM
BEJIOMCTBEHHOMY IepeyHIo, (hefepabHOMY 3aKOHY WJIM MHOMY HOPMAaTHBHOMY IPaBOBOMY aKTy, a
MIPH UX OTCYTCTBUU — MO TUTMIOBOM HIJIM IPUMEPHON HOMEHKIIATypE JIe.

B rpade 5 «IIpumeuanue» yka3bIBAIOTCS CHENHANbHBIE CPOKH XpaHEHUS, MPOCTABISIOTCS
OTMETKH O 3aBEJICHUH JIeJI (B TOM YHUCIIE B AJIEKTPOHHOM BUJIE), O BBIAEICHUH A€ K YHUUYTOXKEHHUIO MO
UCTEYEHUH CPOKOB MX XpaHEHHUs, O MECTe€ XPaHEHHs MOUIMHHUKOB JOKYMEHTOB, O Iepejaue el B
JPYryl0 OpraHU3aluIo Ul IPOJIOJDKEHUS U JIp. B rpade nenmaroTcst oTMETKH O MEpexosaIiuX Aeax ¢
yKa3aHHEM CTaporo MHIEKca Jejia B cIydae ero M3MeHEHusl.

IIpumep —

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

ITo nenam, KOTOpbIe MO KaKUM-IMOO MPUYMHAM B TEUYEHHE roja HE 3aBOJAWINCH, B rpade
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«[Ipumeyanue» HOMEHKIIATYpBI JeN Jenaercs 3amuch — «Jleno He 3aBoamnocky. [Ipu 3tom B
rpade 3 mpocTaBiseTcs IPOYEpK.

[To oxoHYaHWM TOJa B KOHIC HOMEHKJIATYPBI JEJ JENACTCs WUTOTOBas 3aliCh O KOJIUYECTBE
3aBE/ICHHBIX /1€ (TOMOB).

9. ®opmupoBanue u opopmJieHHe ael.

®opMHupoOBaHHeE JeJ1.

dopMupoBaHUe JieNl - ITO TPYNIUPOBKA UCIIOJHEHHBIX JTIOKYMEHTOB B JieJia B COOTBETCTBHHU C
HOMEHKJIATYpOU AEII.

Bo Bpemst opMupoBaHus Iel CleyeT NPUACPKUBATHCS TAKUX OOLIUX ITPABUIL:

- MOMEIIAaTh B JieJia TOJBKO MCIOJHEHHBIC JOKYMEHTHI B COOTBETCTBHUHU C 3arojOBKaMH
7ie7 B HOMEHKIIAType;

- IPYIIHUPOBaTh B Jiea JOKYMEHTHI, BBINIOJHEHHbIC B TEYCHUE OJHOTO KAJICHIAPHOTO
roga (01.01-31.12), 3a WCKIIOYEHHEM MEPEeXOMAIIuX el (BemyTcs B TEYCHHUE HECKOJIBKUX JIET),
JIMYHBIX JIET;

- ToOMelaTh B Jela TOJbKO OpPUTHMHANBl WM, B ClIydae HMX OTCYTCTBHUS, 3aBEPCHHBIC B
YCTAaHOBJICHHOM TMOPS/IKE KO TIOKYMEHTOB;

- HE JIOMYyCKaTh BKJIIOYCHHUS B JieJla YCPHOBBIX, JIMUHBIX JOKYMEHTOB, Pa3MHOKEHHBIX
KOTMHA M JIOKYMEHTOB, IO/UICKANIMX BO3BPATy; pa3/elibHO TPYINUPOBaTh B Jielia JOKYMEHTHI
MOCTOSIHHOTO U BPEMEHHOTO XPaHCHHS;

- 1o 00beMy f1es10 He 10/okHO npeBbimaTh 250 muctoB (30-40 MM TONIIMHOK).

PacmionoyxxeHne TOKYMEHTOB BHYTPH J€JI HPOHM3BOJHWTCS B XPOHOJOTMYECKOM IOPSAKE, TpH
KOTOpOM HanboJiee paHHUE JOKYMEHTHI pacIiojlarafoTcsl B Havyaje Aeia.

[Tonoxenus, mpaBuiia, HHCTPYKIUHU U T. 1., YTBEP>KICHHBIEC PACTIOPAIUTEIFHBIMA JOKYMEHTAMH,
TPYNIHPYIOTCS BMECTE C YKa3aHHBIMH JTOKYMEHTAMHU.

[Tpuka3el O OCHOBHOHM NEATENFHOCTH (OPMHUPYIOTCS OTICIBHO OT MPUKA30B MO KaJpOBBIM
BoOIpocaM (JITYHOMY COCTaBy) (Ha3HauCHHE, IEPEMEICHNE, YBOJIBHEHNE COTPYIHUKOB) M OT IPUKA30B
00 oTITycKax, KOMaHANPOBKAxX U T.JI.

[TpoTokonbl  3acemaHWii  KOJUISTHAIBHBIX ~ OpPraHOB ~ 00pa3oBaTENbHOM  OpraHu3aliu
IPYNIUPYIOTCS B Jiefla B XPOHOJOTHYECKOM TOPSAKE M [0 HOMEpaM B Ipejeiax KaJleHAapHOTO Troja.
JIOKyMEeHTBI K 3aceaHusIM YKa3aHHBIX OPraHOB CHCTEMATH3MPYIOTCA II0 JaraM M HOMepam
NPOTOKOJIOB, a B NpejeNax TPyIIbl JOKYMEHTOB, KOTOpPbIE KacaroTCsi OJHOTO NPOTOKONA, - IO
TIOBECTKE JHS 3aCeaHusl.

[Tepenncky creayer rpynmupoBath B Jiea 3a IMEpPUOJ KaISHIAPHOTO Toja. B neno
NEepPEeNUCKU TMOMEINAIOTC BCE JOKYMEHTHI, BO3HMKIIME B XOJ€ pemieHus Bompoca. [lepemnmcka
CHCTEeMaTH3UPYEeTCsS B XPOHOJIOTMYECKOH MOCIIEI0BATEIbHOCTH; JAOKYMEHT OTBET IOMelaeTcs 3a
JOKYMEHTOM-3aIIPOCOM.

Od¢opmienne ne.

Jlena oOpa3oBaTenbHO OpraHu3aluu ToJyIekaT O(OPMICHHIO TpPU HUX 3aBEICHUU U IO
3aBepUICHUH T0J1a.

Odopmnenue nena — MOJArOTOBKA Jiela K XpaHEHHUIO BKJIIOYAaeT B ceOs KOMIUIEKC padoT To
OTHCAHUIO JeNa Ha OOJOXKe, MOAIIMBKE, HyMEpallud IJMCTOB M COCTaBICHHIO 3aBEPUTEILHOM
Hagamucu. OcdopmieHue 1en MpoBOAUTCA PAOOTHUKAMH OpraHU3allid, B OOS3aHHOCTH KOTOPBIX
BXOJIUT 3aBelieHHe U (OPMUPOBAHME [el, MPH METOJUYECKOH TMOMOIIM | TMOJ KOHTPOJIEM
OTBETCTBEHHOTO 3a apXUB 00pa30BaTeNbHOM OpraHU3aIiu.
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B 3aBHCHMOCTH OT CPOKOB XpaHEHHS ITPOBOAUTCS MOJTHOE HIIM YaCTUYHOE OPOPMIICHHE el

[TotHOMY OOPMIICHHIO TIOICKAT Jiea MOCTOSTHHOTO, BpeMeHHOTO (cBbiine 10 ner) XpaHeHwus
(mo nMYHOMY COCTaBY, JHMYHBIC Jeja YBOJEHHBIX paboTHHKOB). [lomHoe odopmienue npena
MpeIyCMaTpUBAECT:

e  TOIIIMBKY WJIM TBEPABIH MEperieT Aena;

e  HYMEpAIHIO JHCTOB B JIEIE;

e  COCTaBIICHHE JINCTA-3aBEPUTEIIS;

e  COCTaBIICHHE B 0COOBIX cirydasiX (Tipu 0(GOpMIICHUH JTUYHBIX JEI, I ydeTa 0co00
[EHHBIX JJOKYMEHTOB) BHYTPEHHEH OMUCH TOKYMEHTOB JIENa;

e  BHECEHHE HEOOXOIMMBIX YTOUHEHHWH B PEKBH3HUTHI OOJIOKKH Jefia (YTOUHEHUE Ha3BaHMS
MOJIpa3/IeNIeHus], MHAEKCa U 3ar0JI0OBKa Jeja, JaThl Aeja U Ip.).

Hena BpemenHoro (1o 10 et BKIIOYHTENBHO) XpaHEHHS MOIJIeKAT YACTUIHOMY O(QOPMIICHHIO.
Homyckaercs:

e  XpaHUTH JieNia B CKOPOCIIMBATEIISX;

e  HE IPOBOJUTH NEPECUCTEMATH3AINIO JOKYMEHTOB B JIENIE;

e  JIUCTHI JIe]Ia HE HyMEPOBaTh;

e 3aBEPUTENIbHBIC HAJIIICH HE COCTABIIATE.

JIOKyMEHTBI, MO UIeXAIINe TTOJTHOMY 0(OPMIICHHIO, TTOIIIIMBAIOT HA YETHIPE MPOKOJIA B TBEPIYIO
00JIO)KKY M3 KapTOHA WU TEPETICTAlOTCSl ¢ YIeTOM BO3MOXKHOCTH CBOOOJIHOTO YTEHHSI TEKCTa BCEX
JTOKYMEHTOB, 1aT, BU3 M PE30JIONMA Ha HUX. [IpM MOATOTOBKE MeN K IMOANIMBKE (IIEperieTy)
METAJUTMYECKHE  CKperuieHust  (CKOOBI,  CKpemkW) W3  JOKYMEHTOB  yaamsaroTcsa.  Jlema
MIOCTOSIHHOTO XPaHEHMsI, COCTOSIIME U3 He(OPMATHBIX JOKYMEHTOB, XPAHSITCS B 3aKPBITBHIX TBEPIBIX
Mankax ¢ TpeMsl KJIallaHaMU U C 3aBsi3KaMHu.

[Ipu Hamuuuu B €€ HEBOCTPEOOBAHHBIX JIMYHBIX TOKYMEHTOB (TPYIOBBIX KHMXKEK U JIp.) 3TH
JOKYMEHTBI BKJIaJbIBAIOTCSI B KOHBEPT, KOTOPBIA 3aTeM MOJIMIMBaeTcs B 3TO nAeno. llpu Hamuuuu
0OJIBIIOr0 KOJIMYECTBA TAKUX JOKYMEHTOB OHM MOTYT M3BIMAThCS U3 €], U Ha HUX COCTaBJISETCA
OTJIeIbHASI OTIUCh.

B koHIIe KaX/10T0 Jema MOANIMBAIOTCS YUCThIE OaHKU POPM Il 3aBEPUTEIHHON HAAMKCH.

B nensx obecrieyeHHs COXpPaHHOCTH W 3aKpeIUICHUS TMOPsAKA PACIOIOKEHUS JOKYMEHTOB,
BKJIFOUEHHBIX B JIEJIO, BCE JIMCTHI, KPOME 3aBEPUTEIILHOTO, HYMEpYIOTCS apabCKuMH HU(ppaMu B
MpaBOM BEpPXHEM YIJy, HE 3aJeBas TEKCTa JOKyMEHTa, MPOCTHIM IpaUuecKuM KapaHIAIIoOM WU
HyMepaTopoM. YNoTpeOIeHre YepHUIT U [IBETHBIX KapaHIallel A1 HyMepalliy JINCTOB 3alpeliaeTcs.
BHyTpeHHsIs 0NUCh UIMEET CaMOCTOSITENIbHYIO HyMEpaIHio.

JIucThl Aen, COCTOSIIUX M3 HECKOIBKUX TOMOB HIIM YacTel, HyMEPYIOTCS MO0 KaKJIOMY TOMY WU
4acTU OTAEIBHHO.

@dortorpaduu, dYepTekKH, AUArpaMMbl M Jpyrue WUIIOCTPATUBHBIE U cHenupuyecKue
JTOKYMEHTBI, IPEICTABIISAIONINE CAMOCTOSATENbHBIN JIUCT B JieNie, HyMEpPYIOTCsl Ha 000pPOTHOI CTOpPOHE B
JIEBOM BEPXHEM YTIIy.

CrnosxeHHBIM JUCT pa3BOpadMBacTCsl U HyMepyeTcs B MpaBoM BepxHeM yriy. [Ipm stom muct
moboro ¢dopMara, MOMIIUTHIM 3a OJAWH Kpal, HyMepyeTcss Kak OJMH JIUCT; JIUCT, CIOXEHHBIA U
MOAIIUTHIN 32 CEPENHY, OTIEKUT NEPEITUBKE U HyMepyeTcs KaK OJIUH JIHCT.

[ToamuTeie B N1€10 KOHBEPTHI C BIOXKEHUSMHU HYMEPYIOTCS; MPU 3TOM BHAyYale HyMEpyeTcs
KOHBEPT, a 3aT€M OUEPETHBIM HOMEPOM KaXK/JI0€ BJIO’KEHHE B KOHBEPTE.

[lommmuTteie B 7A€70 JOKYMEHTHI C COOCTBEHHOH HyMmepauueill JMCTOB (BKIIOYas IeYaTHbIE
U3JIaHUS) MOTYT HYMEpOBAThCS B OOLIEM MOPSJIKE WIN COXPAaHATh COOCTBEHHYIO HYMEpALUIO, €CIU
OHAa COOTBETCTBYET MOPSAIKOBOMY PACIOJIOKEHHUIO JINCTOB B JIETe.
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B ciuydasx oOHapyxeHus OOJBIIOTO 4YHCIa OMIMOOK B HyMEpaludd JHCTOB Jiefla B
JIEJIONPOU3BOJICTBE IIPOBOJAUTCS UX NepeHyMmepauus. [Ipu mepeHymepauuu JIMCTOB CTapble HOMeEpa
3a4EepPKHUBAIOTCA OJIHOM HAKJIOHHOM 4YEepPTOM W PsIOM CTAaBUTCS HOBBIM HOMEp JIMNCTA; B KOHLE Jela
COCTaBJIIETCS HOBasl 3aBEpPUTENbHAs HAAIMCh, IPU OSTOM cTapas 3aBepUTEIbHAas HaAIUCh
3aUEPKUBAETCSI, HO COXpaHSETCs B JIEIIE.

Jnist yaeTa KOJIM4ecTBa JIMCTOB B Jeie U (puKcaru 0COOEHHOCTEeH X HyMEpaIH COCTaBISIETCS
3aBepuTeNbHas Haanuch Jena. OHa cocTaBisieTcs B JI€J€ Ha OTICJIBHOM JIUCTE — 3aBEpUTEIIE JAeja.
3aBepuTenbHas HaAIMCh COCTABIISETCS 10 YCTAaHOBJIEHHOM Qopme.

Bce nocnenyromue n3MeHEHUs B COCTaBE U COCTOSHUU Jiefa (MIOBPEKICHM S, 3aMEeHa MOAJIMHHBIX
JOKYMEHTOB KOMHSMHM, IPUCOEANHEHNE HOBBIX JOKYMEHTOB M T. JI.) OTMEUAIOTCS B 3aBEPUTEIHHOM
HAJIIMCU CO CCBUIKOW HAa COOTBETCTBYIOIIMM aKT.

OO6mno0Ka /11 MOCTOSIHHOTO, BpeMEHHOTO (cBbiie 10 jeT) XpaHeHHs M MO JIMYHOMY COCTaBy
odopMIIIeTCS TI0 YCTAaHOBJICHHOU (hopme.

Ha 00m07Ke /1e1 MOCTOSIHHOTO XpaHEeHHsI BBEPXY MPeyCMaTpUBAETCsl MECTO JJIsi HAMMEHOBAHUS
roCcy/lapCTBEHHOI'O apXHBa, B KOTOPbIM OHM OyIyT IEepelaHbl, a TaKkKe apXUBHOro mudpa B MpaBoM
BEPXHEM U JIEBOM HHUYKHEM YTIJIaX.

[Ipu odopmnennn o6n0xku en HaumeHoBaHue LIIKkombl yka3piBaeTcs MOJHOCTHIO MO YCTaBy, B
MMEHUTEJIBHOM Ta/IeXkKe, COKpAIllEHHOE Ha3BaHHe — B CKOOKax.

OO0s13aTeNIbHBIMU PEKBU3UTAMU OOJIOKKH JIeNla SIBISETCS yKa3aHHe KOJMYECTBa JIHCTOB B JeJe,
KOTOpO€ MPOCTAaBJISETCSl HA OCHOBAaHMM 3aBEPUTENIbHOM HAAMKMCHU Jefla, U CpOKa XpaHeHus jAena (Ha
Jies1aX MOCTOSHHOTO XPaHEHMsl MUIIETCS: «XPAHUTh MOCTOSHHO»), KOTOPBIN MEPEHOCUTCS Ha OOJIOXKKY
7ies1a U3 HOMEHKJIATYphI T0CJIE CBEPKH €r0 IO CPOKaM XpaHEHHsI B IEPEUHE.

Jlnst yaeta JOKYMEHTOB OIPECIICHHBIX KATEeTOPHI JIeN MOCTOSIHHOTO W BpeMeHHOTO (cBbime 10
JIET) XpaHEHHs, YUYET KOTOPBIX BBI3BIBACTCS CTICIM(PUKON JaHHOW TOKYMEHTalUK (JTUIHBIE Jiesna, 0c000
LIEHHBIE), COCTABIIAETCS] BHYTPEHHSS OIMCh JOKYMEHTOB Jea.

BHyTpeHHIOI0 onuch HEOOXOAMMO TAKKE COCTABIIATh B J€laX IMOCTOSHHOIO M BPEMEHHOIO
(cBbimie 10 ner) xpaHeHus, CGOPMHUPOBAHHBIX MO0 PA3HOBUAHOCTSAM JIOKYMEHTOB, 3aroJ0BKH KOTOPBIX
HE PacKpbIBAlOT KOHKPETHOE COAEPKaHUE JOKYMEHTOB.

BHyTpeHHs ONUCh COCTaBJSETCA HA OTICIBHOM JIUCTE IO YCTAHOBJIEHHOH (opme, kKoTopas
COJICPKUT CBEICHUS O MOPSIKOBBIX HOMEpax JIOKYMEHTOB JieJla, X MHJAEKCcax, JaTax, 3arojloBKax U
HOMeEpax JIMCTOB JIeJa, Ha KOTOPBIX PACIIOJIOKEH KaXKIbli TOKYMEHT.

K BHyTpeHHeH omnucH Jiefia COCTaBIISIeTCsl UTOrOBasi 3aIliCh, B KOTOPOH yKa3bIBaeTcsl HuppaMu u
IIPONMCHIO KOJIUYECTBO BKIIOUEHHBIX B HEE JIOKYMEHTOB U KOJMUYECTBO JIUCTOB BHYTPEHHEH OIMCH.

BHyTpeHHsE onmMCh MOANUCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM JOJDKHOCTH, MOAIMUCH,
pacnppoBKU MOANUCH U HyMEpYeTCs B Jiefie OTAEIbHO.

10. XpaHeHHe H YHHUYTOKEHUE JOKYMEHTOB.

JIOKyMEHTBI (A€na) ¢ MOMEHTa co3JaHus (NOodydeHus) MM (OpMUPOBAHUS XpaHATCS B
OpraHu3aluy 10 Iepegayv apXUBHOMY YUPEXKIACHHUIO.

PykoBoaurens o00pa3oBaTenbHOM OpraHM3allid M CIEUaTbHO Ha3HauYe€HHOE JUIo (ML)
00s13aHbI 00ECTIEYNTh XpaHEHNE JOKYMEHTOB U JeI.

Jlena TOJKHBI XpaHUTHCSI B BEPTUKAJIBLHOM TOJIOKEHUHU B IIKadax, KOTOpble 3akpbiBatoTca. Ha
KOpelIKax 00JIOKEK Jiell YKa3bIBalOTCsl HoMepa JIel.

Bbinaua nen BO BpeMeHHOE I0JIb30BaHME paOOTHHKaM 00pa3oBaTelIbHON OpraHu3aliu
OCYILECTBISAETCI € YCTHOIO pa3pelieHus €ro pPyKOBOAWTENSA, a JAPYIMM YYPEKICHUSAM - C €ro
IIACBMEHHOIO paspelleHus. Ha BpIIaHHOE €710 COCTaBIAETCS KapTOodKa - 3aMEHUTEeNb. B kapTouke
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YKa3bIBalOTCS HOMEDP JIeNa, 3aroJIOBOK JI€JIa, aTa €ro BbIAAYH, JMI0, KOTOPOMY €0 BBIIAHO, 1aTa
€ro BO3Bpara, NOAIKMCH JIUI, KOTOPBIC BbIAAJIN U TPUHAIIN ACJIO.

IIpenocraBienue eyl BO BPEMEHHOE IOJIb30BAaHME OCYIIECTBISIETCS HEe Oosiee 4eM Ha OJUH
MECHL.

N3bpaTue JOKYMCHTOB U3 J[€JIa IMOCTOAHHOI'O XpaHCHHA 3alpeuiacTcs. B wuckimoynTeIbHBIX
cllydasiX M3bATHE JOKYMEHTOB JIOIIYCKAETCS C pa3pelleHHs PyKOBOAUTENS 0O0pa30BaTEIbHOU
OpraHu3aluu ¢ 00g3aTeIbHBIM OCTABJIEHUEM B JIE€JI€ 3aBEPEHHBIX JOJDKHBIM 00pa3oM KOMMil.

ITocne oxkoHYaHUs CpOKAa XpaHEHHUs JOKYMEHTOB, KOTOpBIE HE IOJJIEXKAT Nepefadye apXUBHBIM
YUPEXKJEHUSAM, JOKYMEHThl CIUCBHIBAIOTCSI KOMHUCCHEM 0O0Opa3oBaTelbHOM OpraHu3aluu 10
MIPOBEJACHUIO  JKCIIEPTU3bl  LIEHHOCTHM  JIOKYMEHTOB, KOTOPYK)  HAa3HA4aeT pPYKOBOAMTEIb
oOpa3oBatesbHON OpraHu3anuu. Ha cnucaHHyl0 JOKYMEHTALUIO KCIEPTHAsh KOMHUCCHS COCTaBIIET
COOTBETCTBYIOIIMM aKT.

Crucanuas JAOKYMCHTAaIlUSA YHUYTOXKACTCA.
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[Tpunoxxenue 1

K IToJ10KeHUI0 O BEIEHUHU JIETIOBOM

JOKYMCHTAlIN

[pumepHas popma KypHaia yyera neyareii 1 HITAMIOB
o0pa3oBaTe/bHOI OpraHu3anuu

PesyabTaTsl .
HaumeHoBanme . OTTHCK MeyaTei
HaumenoBanue €KeroHoM
noapasiesieHus, OTMeTKa 06 ( mTammno.)
neyaru OTTHCK Hoamuce, MpoBepPKH
JO0JKHOCTH YHUUTOKEHUH, | s
Ne i/ m | (mITAaMNa) , MHUIMATO | Me4aTH YAOCTOBEpPAOIIAA | HAJTMYHS Ipumeuanue
noJiy4yareysi v . HOMeEp YHUYTOKEHUSI,
p 3aka3sa, HITaMIma) nojy4eHue, gaTa | mevartei
bamunusn aKTa M Jara aara
AaTa NoCTyIJIeHUs U IITAMIIOB,
noJIy4arteJis BO3BpaTa
AaTa NPOBEpPKH
1 2 3 4 5 6 7 8 9
IIpumepnas ¢popma KHuru/ ;kypHajia perucTpauiu npuKa3on
o0pa3oBaTe/bHOIl OpraHu3anuu.
ITo ocHOBHOI JeSITEILHOCTH
Ne | dara Homep Cpoxk OT1MeTKa 00 HCIIOJTHEHUH
Conep:xkanue Hcnosinurenn
n/n | mpukasa | npukasa HCIIOJTHEHU S
O mpoBeneHnn 30.08.2022 CHSIT ¢ KOHTPOIS
25.08. KOMIUTEKTOBAHUS 30.08.22
1 74-O 015(0)
2022 HeIarorun4eckKux
KaJpoB
IIo kagpoBBIM BOMpoOcam
| Ne ‘ Jara npukasa Homep npukaza Bup npukasa ®PUO coTtpyrHuka OcHoBanue
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n/n
T Ne 25 ot 14.10.2022

ITpuem OUO

1 14.10.22 77-K

Ilo KOHTHHTEHTY 00y4YaloIMXcs

Ne
w/n Jdara npukaza Homep npuxasza Buna npukasza DU odyuaronerocs OcHoBaHue
3asBicHIE POAUTEIEH OT
28.09.2022
1 35-y 3auncienue oU 27.09.2022
Ne 46
[punoxenne 2
K [TonoxeHuro o BeieHUH AEeI0BON TOKYMEHTALIMU
IIpumepnas ¢popma KHuru/ ;kypHajia perucTpaniu pacnopsi:keHui
o0pa3oBaTe/bHON OpraHu3anmu.
No 11/ Hdara Homep Conepmane Kro mommmean Cpok ucnojiHenusi | OTMeTKa 00
pacnopstKeHUsi | pacmopszKeHUs HCIOJIHEHUH
©.10. O moe3jie yyammxcs Ha Gt C
1 20.10.22 37-P AC YA 22.10.22 KOHTPOIIT
HKCKYPCHIO
22.10.22
IIpumepnas popma Kuuru/ :kypHajia perucTpaumu nNpoToKoJI0B
o0pa3zoBaTe/IbHOI OpraHu3auuu.
Ne o/ Ne nporokoaa Hara ero IloBecTka qHs
perucrpanuun
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[Mpunoxenne 3
K [lonoxxeHuto 0 BeAEHUH JIEN0BOM TOKYMEHTAUU

I[IpumepHasi popMa perucTpanmoOHHOrO0 KypHaia BXOASAIMX JOKYMEHTOB
o0pa3oBaTe/bHOi OpraHu3anuu

Jlara Pe3zoonust nam
Nen/m | mocrymnenus | Jlata u Homep Kparkoe conep:xanue KoMy HampaBjieH | OTMmeTka 00
ZIOKyMeHTa/ HOKYMEHTAa, Koppecnm{}]e]{T AOKYMCHT HCITOJITHCHU U
BXOASII U HOMep| NPUCBOCHHBIN (moamucey,
aBTOPOM YI0CTOBEpsIIOIIast
1 2 3 4 6 7
IIpumepHasi popma perncTpanMoOHHOIO KyPHaJIa HCXOAAMX JOKYMECHTOB
o0pa3zoBaTe/IbHOI OpraHu3auuu
Perucrpaun /laTta nu HOMep
Ne lara OHHBII Kparkoe JIOKyMeNTa,  Ha
Agxpecar ROTODLI Hcnosanurtenb
n/ n TOKyMeHTa [HOMep cojep:KaHue p
[l0KyMeHTa HaeTcst OTBET
1 2 3 4 5 6 7
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[Mpunoxenne 4
K ITosoxxeHuro o BeIeHnH AEI10BOMI

JOKYMCHTAIIUN

NPUMEPHASA HOMEHKJIATYPA JIEJI
OBPA30OBATEJIbHOM OPTAHU3ALIMA
Oo0umeodpasoBaTesibHOE YUpeKIeHHe

Cpok xpaHeHus1

Koaunuec
aesaa ( Toma,
Hupekc 3aroJioBOK Jena TBO
YacTH) Ipumeuanue
aejia ( Toma, yacTu) nes .
u Ne crareii mo
( TomoB)
Ilepeunro
1 2 3 4 5
01. PykoBoacTBo ( KaHIeJsIpHs)
Jlo MuHOBaHUSA
HopmartuBHBIE PaBOBBIE aKTHI OPTaHOB,
o HaJI00OHOCTH
OCYIIECTBIISIOIINX aBiieHue B chepe
01-01 y HX yTp p m. «bo» cr. 3, |3aseneHo
00pa3oBaHuA, pErJaMeHTHPYIOUIIE
5 K m «o»cr. 4
obOpa3oBaTenbHble OTHOLIEHHA. Komuu
P TIT 2019
ITocTosiHHO i
0CJIe 3aMEHBI
01-02 |VYcras OO ct. 28 TII
HOBBIM
2019
Jlo MUHOBaHUS
01-03 CBHJETENLCTBO O TIOCTAHOBKE Ha Y4YET B HaJ00HOCTH, Iepexomsiee ¢
uajioroBom oprane ( MHH) cr. 24 TII |2012
2019
ITocTosiHHO
01-04 CBHIETEIBCTBO O BHECEHUU 3aIIMCU B 24 TII Iepexomsiee ¢
- CT.
EI'PIOJI 2012
2019
JTokymeHThI ( IOTOBOP,  KOHTPAKT, Jo muKBHIALIUH
01- 05 CBHJIETEIBCTBA) HA MPABO OMEPATHBHOIO opranmzanuu | [lepexoasmiee ¢
yIpaBJICHHUS HMYIIECTBOM, Ha MPaBO cr. 93 TII |2012
MTOJTE30BAHUS 3EMENbHBIM YYaCTKOM 2019
ITocie
IpeKpaIeHUs
5 mer pv patl
eficTBHS
01-06 |JluneH3un ¥ TPHUIOKEHUS K HUM cr. 55 TII A
JIULCH3UH
2019
[lepexopsee ¢
2018
C . Jlo nukBUIamMu I
BHJICTEIBCTBO O FOCYAapCTBCHHOM epexojsIiee ¢
01-07 A yaap OpraHu3alluy, PEXOAIIL

AKKpEeIUTaIuU

cr. 61 TII

2018
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2019
CaHHTAapHO- AMUAEMHUOIOTHIECKOE
3aKII0ueHe Ha 00pa30BaTEIbHYIO 5 ner, JIIK
[Tepexopsiuee ¢
01-08 | mesrenbHOCTH, CaHHMTAPHO- cr. 429 TII 2018
SMHUIEMHUOJIOTHUECKOE 3aKII0OYeHNE Ha 2019
MEIUIUHCKYIO JeSITEIBbHOCTD
r / [TocTosiHHO
01-09 ocynaperBerHos m  «0» CT.
MynununanbsHoe 3aJjaHue
198 TII 2019
OT4er o BHITIOTHESHUHT [TocTosiHHO
01- 10 |rocymapcTBeHHOro/ MyHHUIIUTIATBLHOTO M. «a» CT.
3a/laHus 211 TIO 2019
ITocTosiHHO I
01-11 |IIporpamma pa3BUTHS cr. 193 TII zgge;(omlmee ¢
2019
ITocTositHHO
01-12 |TIIpoTOKOINBI KOJUIETHABHBIX OPraHoB n. «B»cr. 18
TII 2019
ITocrosiHHO
01- 13 | IIpoTOKOIBI COBEIMIAHUI TIPHU IUPEKTOPE m. «e»cr. 18
TIT 2019
ITocrosiHHO
01- 14 |IIporokomsl oOmKX CcOOpaHMii paOOTHHUKOB m «k»cr. 18
TIT 2019
ITocrosiHHO
01-15 |IIpukaspl IO OCHOBHOW JEATEIBHOCTH m. «»cr. 19
TIT 2019
K / ITocrosiHHO
01- 16 HUTA xiypHan pETHCTPAIK MTPUKA30B IO 0 @ oL
OCHOBHOMW JIESITENEHOCTH
182 TII 2019
[TocTosiHHO
01-17 |Ilpuka3sl IO KOHTHHTEHTY OOYyYaroIuXcs n. «»cr. 19
TIT 2019
K / [locrosiHHO
01-18 HUTa )KypHaJI6peFI/ICTpaLII/II/I MPUKA30B 1O 0« oL
KOHTHHTEHTY O0YYaroIHXCsl
Y O0YHaIo 182 TII 2019
IMpukasel/ pacnopsuKeHHs 110 5 ner
01-19 |agMuHECTPAaTUBHO- XO3SHCTBEHHBIM n. «bo»cr. 19
BOIpOCaM TIT 2019
01- 20 Kuura/ sxypHan perucrparuu 5 ger
MpHUKa30B/ pacmopsHKEHUH Mo M. «B» CT.
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AIMUHUCTPATUBHO- XO3sICTBEHHOM 182 TII 2019
JESITETbHOCTH
1 [TocTosiHHO
KaJbHBIC HOPMATHBHBIC aKTHI IT
01-21 OCO:)‘ ¢ OOPO:a © AKTRLHo cr. 8 TII
HOBHBIM BOIT M
P 2019
JTokyMeHTHI 0 mpoBepkax ( aKThl, 10 ner
01-22 |cmpaBku, TMepenncKa) OpraHaMu ct. 141 TII
rockoHTpois ( Haazopa) 2019
ITocTosiHHO I
01- 23 | UHCTPYKIHUS MO IETOMPOU3BOACTBY ct. 28 TII OCHE SaMEHE!
HOBBIMH
2019
ITocrosiHHO CTpyKTYpHBIX
01- 24 | Homenknarypa e cr. 157 TII |nozapasieneHui —
2019 3 roma
06 5 mer DIIK
aIlleHUs IpaXkJIaH U MEePErnucKa 1Mo ux
01-25 | = PAHCHIL IPAKA P cr. 154 TII
PaCcCMOTPEHUIO
2019
K 5 . 5 et
01- 26 ypHAIl PErUCTpaIiy O0paleHun 0 ey o
rpaxJan
182 TII 2019
Jlo nuKkBUaMu
Kypnan ydera BblgauM redyated u OpraHu3anuu
01-27
IITaMITOB cr. 163 TH
2019
IIpu orcyrcTBUM
KHUT,
3 roma ’KypHAJIOB,
01-28 | AKThl yHHUUYTOXKEHHsSI IeYaTei M INTAMIIOB cr. 164 TII | OTrTHCKOB H
2019 CJIEIKOB — JI0
JTUKBUIAIAN
OpraHu3zalu
K 5 et
01- 29 YpHAJI PETUCTPAIU BXOJAIIUX 0 o
OKYMCHTOB
HOKIM 182 TIT 2019
K 5 ger
01- 30 ypHAIl PErUCTPAIMUA UCXOSIIIX 0 ot
JOKYMEHTOB
182 TII 2019
[TocTosiHHO
01-31 |IlyGmuunblit mokinany o paboTe IMIKOJIBI cr. 209 TII
2019
01- 32 | Otyer 0 camooOciIeTOBaHUHU ITocTossHHO
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cr. 209 TII
2019
[TocTostnHO
. «a» CT.
01- 33 |TomoBoii maaH pabOTHI IIKOJBI 198
TII 2019
Jlo MuHOBaHUSA
01- 34 OmnepatuBHbIe MIaHbl ( KBAPTAIBHEBIE, HaJI00HOCTH
MeCSYHBIE) pPabOTHI IIKOJBI cr. 201 TOO
2019
01-35 |<...>
02. Oo0pa3oBaTeibHas AeATETbHOCTD
Jlo 3amMeHBbI
02-01 OO6pazoBaTenbHbIE MPOrPaMMBI IIIKOJIBI 110 HOBLIMII [Tepexomsmiee ¢
OBHSIM 00IIIero oOpa3oBaHUS 2017 roma
P HHero oop cr. 271 TIMII s
Jlo 3ameHBbI
JomonanTeNnbHBIE 00pa30BaTEILHEBIC [Tepexomsiiee ¢
02-02 HOBBEIMH 2020
[IPOrpaMMBI roja
porp cr. 271 TIMII s
I . ITocTosiHHO
OTOKOJIbI 3aCEIaHMI MeIarornuecKoro
02-03 p s s m «i»cr. 18
COBETa U JIOKYMEHTBI K HUM
TIT 2019
02-04 Kuura ydera mpoTOKOJIOB 10 n;er
IeJarormaeckoro CoBeTa ct. 335 IIMII
02- 05 JIOKyMEHTBI IO aHAJIU3Y U KOHTPOJIIO ITocTosiHHO,
00pa30BaTENbHON AEATEIbHOCTH cr. 316 IIMII
IIpoTokosnbl 3aceanuil coBeTa poauTenei
02- 06 ( pOmUTENBCKOrO KOMUTETA) W JTOKYMEHTBI IMocTosHHO,
( cpaBkm, mokmamel, HHMOPMAIMH) K cr. 324 TIMII
HUM
IocTosiHHO,
02-07 IIpoTokonsl 3acenanuii 3K3aMeHaMOHHBIX 3 roma €CIM  IIKOJIa
KOMHUCCUN ct. 326 IIMII | coaer OKYMEHTBI
Ha TOCXpaHHe
02-08 WNndopmanus, cBenenus o pabote rpymnn 3 roma
NPOJICHHOT'O THS cr. 312 IIMII
02- 09 KHura ydera Bbiauun Menaneil ydarmmmcst 50 ner
KO ct. 319 IIMII
Knura y4yera OJaHKOB U BbIIa4Yn
50 gner
02-10 |arrecraToB ( perucTpaluy BbIJaHHBIX
cr. 322 IIMII

JIOKyMEHTOB 00 00pa3oBaHMN)
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02-11 Kuura yyera BBIZauM TOXBAJIBHBIX JIMCTOB 50 ner
U MOXBAaJbHBIX IPaMOT ct. 320 IIMII
ITocTosiHHO,
JTokyMeHTHI ( TUTaHBI, JIOKJIaHBIC
3 roma €ClIi  IIKOoJIa
02-12 |3amucku, Tepenucka) O MPOBEACHHH
crt. 321 TIMII | cmaer JOKYMEHTHI
OTKPBITBIX YPOKOB
Ha TOCXpaHue
[IpoTOKOIBI POAUTENBCKUX COOpaHUN U
5 ner
02- 13 | moKyMeHTHI K HUM ( CIIPaBKH, JIOKJIAJIbI,
cr. 324 IIMII
uH(pOpMALIUH)
02-14 |0 6 i 3 Toma
- T4eTbl O paboTe coBeTa POAUTEIEH
P POR cr. 325 TIMII
50 ner
02-15 | AndasurHas KHUra 3amucu 00Y4arOIIUAXCA
¢ yHaot cr. 329 TIMII
ITocme
OKOHYAHHUH
02-16 | JInussle gena OOYYaANOIMXCS 3 rona LIKOJIBI U TIPH
i cr. 330 MMII P
BBIOBITHH B
JIPYTYIO TIKOTTYy
1 ron
02-17 | Dk3aMeHAIMOHHEIE OMIIETEI
cr. 503 TIMII
1 ron ITocie cpaum
02- 18 | Dk3aMeHaIMOHHBIC PA0OTHI O0YUYAIOIIMXCS
cr. 506 TIMII | 3k3aMeHOB
H3bsarTeiec u3
. KJIACCHBIX
B snexrponHoi
KYPHAJIOB
Kiaccubie xypHaIBI (opme Ha mucie — CBO, e
BOJIHEI
02-19 P 5 et 8
( pyekTpoHHBIE) BEJIOMOCTH
CIIEBAEMOCTH —
cr. 331 My | YT RATMOTTH
He MeHee 25 et
02- 20 XKypHan ydera mpomyIIeHHbIX U 5 ner
3aMEIIeHHBIX YPOKOB cr. 337 IIMII
02-21 KypHan 3aHsATHIl 1O AONOIHUTEIBHOMY 5 ner
00pa30BaHUIO cr. 493 IIMII
02-22 | %k S Jer
- HaJl Bl IPOMICHHOIO IHS
YPHAT TPYHIHL TpOL 8 cr. 333 TIMII
02-23 |<...>
03. BocnurareabHas AeATeIbHOCTD
03-01 [TnaHbl BOCHUTATENBHBIX MEPOIPHUITHH U 3 roxa
JIOKYMEHTBI K HUM cr. 194 TII
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2019
Ilepenucka 1o Bompocam
03-02 | mpodopueHTanuu, TpPyAOBOTO O0yUYEHUSI U 3 roma
’ cr. 345 IIMII
BOCIIMTaHHUS
[lepenucka ¢ opraHaMd CHUCTEMBI 5 gjer, OIIK
03-03 | mpodunaktuk U 0Oe3HAI30PHOCTH cr. 70 TI
HECOBEPIIEHHOIETHIX 2019
[TocTosiHHO,
03- 04 JlokyMeHTBI 00 OopraHu3aiuu U paboTe 10 ner ecny  IIKOJIA
narepei ct. 478 TIMII | coaer mOKyMEHTHI
Ha TOCXpaHHe
JIOKyMEHTBI O MPOBEACHUH OJUMITHA],
BUKTOPHH MO Y4eOHBIM IMpeaMeTam, Jlo MuHOBaHHS
03-05 |cMOTpOB, KOHKYPCOB XYI0%KECTBEHHOTO, Ha/I00HOCTH
TEXHUYECKOr0 W JPYTHX BHJIOB cr. 383 IIMII
TBOPYECTBA IMIKOJILHUKOB
JIOKyMEHTHI O BBICTaBKax JIETCKOTr'O Jlo MuHOBaHMSI
03-06 | Xym0oKecTBEHHOIO M TEXHUYECKOTO HaI00HOCTH
TBOPYECTBA ct. 384 IIMII
ITocrosiHHO,
03- 07 Ortuersl, uHGOpPMAIUH O paboTe 10 ner eCITM  TITKOJIA
OOIIECTBEHHBIX YICHUUECKUX OpTaHU3aIlii ct. 388 IIMII | coaer mOKyMEHTHI
Ha TOCXpaHHe
03-08 |<...>
04. Mertoauueckasi 1eTeIbHOCTh
ITocTostHHO,
04-01 |IlonokeHHE O METOIMYCCKOM COBETE m. «a»cr. 34
TIT 2019
N 5 5 IlocTostHHO,
OJIOXKEHUST 00 Y4eOHO- METOAMYECKHX
04-02 5 i 5 m «a»cr. 34
O0BEMHEHUSIX, PAbOYMX TpyMmax
P pya TIT 2019
[IpoTokonsl 3acenaHuii METOIUYECKOT O IlocTostHHO,
04- 03 |coBera i JOKYMEHTHI ( CIIPaBKH, m «m»cr. 18
JIOKJIa/bl, WH(POPMAIUK) K HHM TII 2019
r . 5 5 mer, OJIIK
OJIOBOM TUTaH pabOThl METOJUYECKOrO
04- 04 P cr. 200
coBera
TIT 2019
An . 5 nmer, OIIK |Ilo onepaTuBHBIM
aJn3 pe3yabTaToOB METOAMYECKON
04- 05 pesy on cr. 46 TII |Bompocam - 5
paboThl 00pa3oBaTENbHON OpraHU3aluu
2019 Jer
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<...>

05. Kanposoe odecreuenue

HpI/ICJ'IaHHI)IC JJIs

ITocTostHHO CBEJICHUS — JI0
05-01 | KomieKkTHBHBIH JTOrOBOP cr. 386 TII | MmuHOBaHUS
2019 HaI00HOCTH
ITocie nucreuenus
3 roma 5
05- 02 }IOKYMGVHTI)I 0 TIPOBEPKax BHIMOIHEHUS 1. 389 TII CpOKa JIeHCTBUS
YCIIOBUH KOJUIEKTHBHOTO JIOTOBOPA KOJUIEKTUBHOTO
2019 JIOTOBOpa
I ITocrosiHHO
05-03 ) ;::23;;2 Il::yTpeHHeFO TPYIOBOTO or. 394 TII
2019
1 ITocrosiHHO
05- 04 Hel\T:;THoe pacrucaHue ¥ U3MEHEHUs K or. 40 TII
2019
[ItaTHbIe paccTaHOBKU ( IITATHO- 50775 et
05-05 - cr. 42 TII
CITUCOYHBIN COCTaB PAaOOTHUKOB) 2019
50/ 75 ner
05- 06 | JIo)oKHOCTHBIE HHCTPYKIMH PaOOTHHUKOB ct. 443 TII
2019
I[TprKkasel M0 JTUYHOMY cocTaBy ( mpHUeMm,
MepeMeIeHNe, COBMEIICHUE, IEpPEeBO,
YBOJIbHEHHE, aTTECTallus, 50/ 75
TOTIOTHUTENEHOE PO ecCHOHATBHOE ner3 DOIIK
05-07 oOpa3oBaHue, u3MeHeHHue paMUInH, I. «a» CT.
MOOIIPCHUS, HarpaXACHUd, OTIIyCKa IO 434 TII 2019
yXOmy 3a peOEHKOM, OTIycKa 0e3
COXpaHEeHHsI 3apabOTHOM IUIATHI)
[Tpuka3sl opraHU3anuy MO0 JTHIHOMY 06 oTmycKax,
coctaBy ( ©KerofHbI¢ OIIaYNBAEMbIC KOMaH/MPOBKAX
OTITyCKa, OTIyCKa B CBSI3U C 5 ner pabOTHHKOB C
05- 08 | obyuenuem, neXKypcTBax, HE CBSI3aHHBIX M. «O»- «T» CT. |BPEIHBIMH U
¢ OCHOBHO#M ( PO HITbHO#) 434 TI1 2019 |(wm) omacHBIMH
JeATENbHOCThIO, O KOMaHIMUPOBKaX U YCIOBUAMH TPYy/a
CIy’)KEOHBIX TPOBEPKAX —50/ 75 ner
3 roga
05- 09 [Mpuka3sl MO JUYHOMY COCTaBY L e
( IMcUMIUIMHAPHBIE B3BICKAHMS)
434 TII 2019
05- 10 |Kuura/ sxypHaln perucTpalyi IPUKA30B IO 50/ 75 umner O exerogHo
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JIUYHOMY COCTaBY) OIIK OIIaYMBaEMBbIX
m. «0O» CT. OTITyCKax,
182 TII 2019 |ormyckax B
CBSI3U C
o0yueHueM,
JISOKYpCTBax, HE
CBSI3aHHBIX C
OCHOBHOH
( mpoduIbHOIA)
JIEeATENBHOCTHIO —
5 ner
KypHnan ydera nu4HBIX A€ paOOTHHKOB 50/ 75 ner
05- 11 JINYHBIX A€M, JIMYHBIX KapTOYEK, OIIK
TPYIOBBIX JOrOBOPOB ( CITy)KEOHBIX m «0O» cCrT.
KOHTPAKTOB) 463 TII 2019
50/ 75 mner
OIIK [Tepexomsimiee ¢
05-12 | ]I e nena pabo 0
VILHHE ficid pabOTHUKOS ct. 445 TII |2021 ronpa
2019
50/ 75 mner
TpynoBbie JOrOBOPBI, CIIy)KEOHBIC
OIIK*
05-13 | KOHTpaKThI, COrjamIeHus 00 UX
H3MEHEHUH, pPaCTOPKEHHH cr. 435 TII
» P P 2019
YBeAOMIICHUS, NPEAYIPEKICHUS 3 rona
05-14 a00THUKOB( a;M) ' a6yH0Tr:) aTeJ'IeM’ cr. 436 TII
P paboTon 2019
50/ 75 ner
JInunbie kaprouku pabotaukoB (. T- OIIK [lepexonsmee ¢
05-15
2) cr. 444 TII |202 ronma
2019
ITopnuHHbBIE TUYHBIE TOKYMEHTBI o
( TpyzmoBast KHIDKKA, IUILIOMBI BOCTpEOOBaHUS Hepoctpebopantis
05-16 | ! ! P " e 50/75
aTTeCcTaThl, YAOCTOBEPEHHS, cr. 449 T
netr*
CBHUJIETENHCTBA) 2019
50/ 75 ner
05- 17 KHura ydera IBUKEHUS TPYIOBBIX . «B» CT.
KHIDKEK M BKJIAJBIIICH B HUX 463 «B» TII
2019
Iocie ucreyeHus
C 65026 3 roga CpOKa IeUCTBUS
05- 18 oryacus Ha 00pabOTKY IEePCOHATBHBIX er. 441 T | cormacus mwm
JAHHBIX
2019 €ro OT3LIBa,

€CJIM MHOC HE
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MPEAYCMOTPEHO
(benepanbHbIM
3aKOHOM,
JIOTOBOPOM

JokyMeHTbI 00 0CBOOOKICHUH OT YILIATHI 5
ner
HAJIOTOB, TIPEJOCTABICHHH JIBIOT,
05-19 P ) or. 304 TI
OTCpPOYEK YIUIAThl WM OTKa3€ B HEH 10 2019
HaioraMm, cOopam
[IpoTokosbl 3acenanuii, IOCTAHOBJICHUS U 10 gmer OIIK
05-20 | gpyrue JOKYMEHTHI aTTECTAIIMOHHBIX cr. 485 TII
KOMHCCHIA 2019
JIOKyMEeHTHI TI0 aTTeCTaIl|H, 5 er
05-21 | onpenenenuro npodeccHoHaNbHBIX U cr. 484 TI
JIMYHOCTHBIX Ka4eCcTB paOOTHHUKOB 2019
JIOKyMEHTBI O POXOKAECHUU HE3ABUCUMOM
OLIEHKH KBaM(PMKAIMK PaOOTHUKOB HITH 5 et
05-22 | mur, mnpeTeHIyroNMX Ha OCYIIECTBICHNE cr. 488 TII
OIPENIEIICHHOT0 BUIa TPYAOBOM 2019
JeSTeILHOCTH
1 ron
05- 23 | I'paduku mpoBeneHHss aTTECTAIIUU cr. 490 TII
2019
JIOKyMEHTEHI O TIepenoArOTOBKE U 5 ger OIIK
05- 24 | moBsIIeHNM KBATH(DUKAIINN 1 cr. 491 T
MIEPEOarOTOBKE paOOTHUKOB 2019
[epemnucka Mo aTTecTalny, 3 roma
05-25 | mepenoaroToBke U MOBBILICHUN cr. 499 TII
KkBamA(UKau pabOTHUKOB 2019
N o 5 et
JIaH TIOBBIMICHUS KBATA(DUKAIN
05- 26 cr. 482 TII
MEearoru4eckux paboTHUKOB
2019
JIOKyMEHTBI O TIPEICTABICHUU K
HArpaXXJICHUIO paOOTHUKOB 5 gner
05-27 |( MpEACTABICHUS, XOJaTaliCTBa, ct. 500 TII
XapaKTEPUCTUKH, BBIIUCKUA U3 PELICHUN 2019
U Jp. )
3 roma

05- 28 |I'padux ormyckos cr. 453 TII

2019
Tapid ( ) 50/ 75 ner
apudukanroHHele criucku ( BEIOMOCTH

05-29 | P " cr. 400 TII

pabOTHUKOB

2019
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5 ner OIIK
05- 30 | Oruersl pabOTHUKOB O KOMaHIMPOBKAX cr. 452 TII
2019
JIOKYMEHTBI BEICHHIO BOMHCKOTO y4eTa U 5 ger
05- 31 | OpoHMpOBaHUIO TpaxaaH, MPEObIBAOIINX cr. 457 TII
B 3amace ( I1aHbl, OTYETHI) 2019
JIOKYMEHTBI BEICHHIO BOMHCKOTO y4eTa U 5
aeT
OpPOHHMPOBAHUIO TpaXKIaH, MPEOBIBAOIINX [Mocne cHsATHS C
05-32 cr. 458 TII
B 3amace ( KapTOYKH, JIUCTKH, ydera
2019
MTOBECTKH)
Kypnan ( kHHra) HpPOBEPOK COCTOSHUS 5 gner
05- 33 | BomHCKOrO yuera u OpOHUPOBAHUSI cr. 459 TII
rpaxjaH, MpeObIBAIOIINX B 3arace 2019
- 5 ger
HaJ y4dera JIMI, ITOJIeHKAIIUX
05- 34 P I t s t M. «e» CT.
BOWHCKOM er
Y 463 TII 2019
3 5 1 ron
asiBKH O TIOTPEOHOCTH B MIPUBJICUCHUHU
05- 35 P P or. 377 TII
MHOCTPaHHBIX PaOOTHHKOB
2019
3asBieHns paOOTHUKOB O BbIade 1 ron
05- 36 | mOKyMEHTOB, CBSI3aHHBIX C paOOTOH, u ct. 451 TII
WX KOHH 2019
05-37 |<...>
06. Byxraarepckuii y4eT W OTYETHOCThb
I 5 ITocrossHHO I
oJIO’KeHne o0 oruraTe Tpyna u ocJIe 3aMEHBI
06-01 6 YA M. «a» CT.
MIPEMHUPOBAHUH PAOOTHUKOB HOBBIMH
peip P 294TI12019
r . . . ITocrossHHO
OZI0BOM TUTaH (PMHAHCOBO- XO3SIHCTBEHHOM
06-02 A ¢ M. «a» CT.
JeATeTbHOCTH
247 TII 2019
OT4eTsI 0 BBHITOTHEHNH IJIAHOB ITocrossHHO
06- 03 | puHaHCOBO- XO35IICTBEHHOH AEATEIBHOCTH M. «a» CT.
opranu3anuu. ['omoBele 272 TII 2019
OT4eTsl O BBIOJHEHUH TUIAHOB 5 ger
06- 04 | puHAHCOBO- XO35IICTBEHHOM AEATEIBLHOCTH M. «0O» CT.
opranm3anud. KsapranbHbIe 272 TII 2019
JIOKYyMEHTBI O IpoBepKax ( aKThl, 5 ner
06-05 |cmpaBku, mepenucka) (HHHAHCOBO- cr. 282 TII
XO3STMCTBEHHOM JIeITEIbHOCTH 2019
06- 06 |T'omoBas Oyxrairepckasi OTYETHOCTb IlocrostHHO
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cT. 268 TII
2019
5 ger
06- 07 |TomoBas OromKeTHAass OTYETHOCTH . «a» CT.
269 TII 2019
5 mer [Ipu oTcyTCTBUM
06- 08 | [IpomekyTouHble OyXTanTepCKUe OTYETHI m.  «O» cr. TO/IOBBIX—
269 TII 2019 | HOCTOSHHO
Jlist rosioBoi
AYIUTOPCKHE 3aKITIOYEHUS IO S Jer OyXxrajiTepckoi
06- 09 . cr. 286 TII
OyXTranTepcKoil OTYETHOCTH 2019 OTYETHOCTH -
MTOCTOSTHHO
T'ooBBIC U KBapTAIBHBIE PACUETHI IO SO/75 sers
06-10 cr. 308 TII
CTPaxoBBIM B3HOCAM
2019
50/ 75 ner
06- 11 | JIunesbie cuera pabOTHUKOB OIIKS
cr. 296 TII
2019
JIOKyMEHTEHI O TOTy4YeHUH 3apaOOTHOM
mwiatel ( cBomHBIE pacueTHbIe ( pacyeTHO- 6 Jer Tpw orcyrersun
06-12 IUIATEKHBIE) BEIOMOCTH, pacUYCTHbIC cr. 295 TII | MMUCBLIX CieToR
' 2019 - 50/ 75 ner
JIUCTBI, JIOBEPEHHOCTH)
JlokyMeHTbI ( KOITHH OTYETOB,
3asBJICHHS, CIUCKH PaOOTHHKOB,
CIIPaBKH, BBIIHCKH U3 IPOTOKOJIOB, 5 er
06- 13 | 3akmroyeHus, IIEpPENNCKa) O BHIILIATE cr. 298 TII
MOCOOMH, OIlJIaTe JIMCTKOB 2019
HETPYIOCIOCOOHOCTH, MaTepUaTbHON
TTOMOIIA
[Ipu orcyrcTBUM
JIMIIEBBIX CUCTOB
5 et WJIY BEIOMOCTEU
06- 14 CropaBKH 0 J0XOlaX W CyMMax Hajora ot 312 T | nawucrenus
(bm3rUecKuX JUIL .
2019 3apaboTHOMI
wiatel — 50/ 75
JeT
VICriofHUTENbHBIE JIUCTBI TI0 YAEPIKAHHFO S Jer IMocne
06-15 U3 3apabOTHON TUIATHI cr. 299 TII HCTIOJTHEHUS
2019
06- 16 Tabenu u KypHaibl yuera pabodero 5 ger [Tpu TsKETBIX,
BpEMEHH cr. 402 TII |BpenHbIX u
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2019 OITaCHBIX
YCIOBUAX TPYAa
—50/75 ner
I ( ) 5 ger OIIK
ayoroBble Jekaaparuu ( pacyersl) IO
06-17 | OORRE Opo P cr. 310 TII
BCEM BHJaM HAJIOTOB
2019
5 gner
06- 18 | JloxymeHTsl 00 WHBEHTAPH3AIlHH AKTHBOB ct. 321 TII
2019
5 ger [Ipu ycnoBuu
JTIOKyMeHTBI 00 HHBEHTAPHU3AIIHH
06-19 . cr. 321 TII | mpoBencHUS
TOBAapHO- MATEPUAILHBIX [IEHHOCTEH
2019 TIPOBEPKHU
[Tociie BHIOBITHS
JTIOKyMEHTHI O TIEpEOIIeHKE OCHOBHBIX
(hoHmOB, OmpeneIeHnH aMOPTH3AIIUH S Jer OCHOBHBIX
06- 20 ' cr. 323 TII |cpencts u
OCHOBHBIX CPEICTB, OIEHKE CTOMMOCTH
2019 HEeMaTepPHATbHBIX
HMYIIIECTBA
aAKTHBOB
ITocie
il N 5 ger YBOJILHEHUS
OT'OBOPBI O MaTepUaTbHON
06-21 p P ct. 279 TII |wmarepuaibHO-
OTBETCTBEHHOCTHU
2019 OTBETCTBEHHOTO
hivzoic|
JI0oroBOpBI TpaIaHCKO- IIPABOBOIO
XapakTepa O BEITIOJTHEHUH paboT, 50/ 75 ners
06- 22 |oka3aHuu yciayr GU3MIECKHMMH JIUIIAMH, cr. 301 TII
AKThl CIA4X- IIPUEMKH BBIIOJIHEHHBIX 2019
paboT, OKa3aHHBIX yCIYT
5 ger DIIK [locne ucreuenns
JoroBopbl ¢ poaurensamMu ( 3aKOHHBIMA .
06-23 ) ct. 11 TII CpoKa AeHCTBUS
MPEACTaBUTEISIMA
pet 2019 JIOroBOpa
5 et
. ITocie 3ameHbI
06- 24 | JlokyMeHTBl y4ETHOH TONUTHUKH cr. 267 TII
HOBBIMH
2019
IepBuvHbIC yYETHBIC TOKYMCHTHI U Ilpu ycnosuu
CBSI3aHHBIC C HUMU OIPABATEIbHbIC IPOBEICHHSL
JIOKYMEHTBI ( KaCCOBBIE JIOKYMEHTBI U IPOBEPKU;, MK
KHUTH, OaHKOBCKHE JIOKYMEHTHI, . BO3HHKHOBEHUH
jer
KOPEIIIKU JICHESKHBIX YEKOBBIX KHUXKEK, CIIOPOB,
06- 25 cr. 277 TII P )
opraepa, Tabenu, u3BeIIeHNs OAHKOB U 2019 pasHorIacui

NnEepeBOAHBIC TpC6OBaHI/I$I, aKTbl O
npueme, caadce u ClruCaHruu HUMYHIeCTBa
U MAaTcpruajioB, KBUTAHUOWH, HAKIAAHBIC,
aBaHCOBBIC OTYCTHI, r[epem/ICKa)

COXPaHSIIOTCA 710
TPUHATHS
pelleHus 110
Jieny
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[TepeyeHp ul, UMEIONIMX TTPABO 5 ger
ITocie 3amensl
06- 26 | moamucy MEpBUYHBIX YUETHBIX cr. 280 TII
HOBBIMH
JOKYMEHTOB 2019
Hokyme 0 B3a acyera S Jer Hocre
MEHTBI O B3aUMHBIX pacuerax u
06- 27 . gac et P cT. 264 TII | npoBeneHus
i} qeTax
Pep 2019 B3auMopacyera
5 ner
06- 28 | Kuwura yuera JoBepeHHOCTEH M. «I» CT.
292 TII 2019
5 ger
06-29 | Cuera- dakrypsr cr. 317 TII
2019
Jlo nukBuamu
06-30 | OpraHu3aIuu
ypHaJ ydera OCHOBHBIX CpPEJICTB 0y o,
329 TII 2019
- . 5 ger
06- 31 ypHaJ ydera MaTepHajbHBIX [EHHOCTEH 0 @ oL
¥ MHOI'O MMYIIIECTBA
329 TII 2019
Knura ydyera mpuxoaHoO- pacXOAHBIX S e Hocze crmeartns
06-32 aTe Zqo §60 8 o f " ct. 526 TII |wmaTepHalbHBIX
MaTepHalon, PyAOBAHIA 2019 IIEHHOCTEH
N 5 ITocrossHHO
apo abo
06- 33 C?IJ'IO)KCHI/IE 0 3aKyIKe TOBapoB, pador, cr. 217 TII
Yo 2019
3 roma
06- 34 |Ilnan- rpaduk 3aKyIOK cr. 218 TII
2019
3 roma
06- 35 | JlokyMeHTHI IO 3aKyImKaMm cr. 219-223
TIT 2019
5 ner OIIK ITocne ucreueHust
06- 36 | MyHUIIUNIATILHBIC KOHTPAKTHI ct. 224 TII |cpoka nercTBHs
2019 KOHTpaKkTa
N 3 roma
TBJICHUIO 3aKYTIOK
06- 37 epericKa Mo OCyIec yII ot 229 TII
TS H OpraHu3aInu
UL T OPTAHIEAT 2019
™ 3 roga
THCTpAllMU 3asBOK HAa y4YacTH
06-3p | HOPHan permerpaI S0k 1A ynacrie o, 227 ™
- 2019
06- 39 |Ilepemucka mo BompocaM OKa3aHHs 5 ner OIIK
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IJIATHBIX YCIYT ct. 290 TH
2019
JIOKYMEHTBI O TIOCTaBKE MaTepuaioB 3 roma

06-40 |(ceipps), OOOPYAOBAHHUS U APYTOWM cr. 511 TII
MPOAYKIIHH 2019
[Tpuemo- coaTo4HbIC aKThl, COCTaBJICHHBIC

15 7er
X )

06-41 |PH CMEHE JIODKHOCTHEIX or. 44 TII
OTBETCTBEHHBIX, MaTEpPHUAIbHO- 2019
OTBETCTBEHHBIX JIUI]

06-42 |<...>

07. budamoreka

ITocTosiHHO

07-01 |Ilonoxenue o OubIMOTEKE

m «a»cr. 33

TII 2019
" b . ITocTostHHO
07-02 K;ZIZTFapHa;[ KHHUTa, andaBUTHBII or. 330 TI
2019

JlOKyMeHTBI ydeTa MaTepraIoB

Jlo nuKkBUaMn

ou6.
07- 03 | cipaBouno- HHPOPMAIHOHHOTO (OHIA, vbamoTerH
616 cr. 366 TII
HNOTNOTEKH 2019
A crmca KHAT U TIEPUOTUIECKUAX > Jer Hocxe
07-04 H;T;II{H;H A PHOA ct. 365 TII | cuenyromeit
! 2019 TIPOBEPKHU
JIOKyMEHTBI O TIOATOTOBKE U MPOBEJCHUU S et IMK
07-05 BLICZ:LOK s MaHOK I e3eHI;a I/III[‘/'I cr. 368 TII
v APMapox, 1p 11 2019
07-06 |<...>
08. Apxus
I 5 6 . ITocTossHHO
08- 01 OJIOXKEeHUEe 00 apxuBe, 00 IKCIEPTHOM 0 «a» or. 33
KOMHCCHH
TIT 2019
[locrosiHHO
08-02 | YuerHsle 1OKYMEHTHl apxuBa cr. 171 TII
2019
IMocTosiHHO HeyTBepxaeHHBIC
08-03 |Omucu men MOCTOSHHOTO XpaHEHHs M. «a» CT. — 10 MUHOBaHHUS
172 TII 2019 |HamobHOCTH
50/ 75 ner Heytepxxnennsie

08-04 | Omucu men mo JUYHOMY COCTaBY

m. «O» cr.
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172 TII 2019 | HecornacoBaHHBIE
- 10 MUHOBaHUS
HagoOHOCTH
3 roma IMocne
Omnucu nen Bpemennoro ( cbime 10
08-05 M. «B» CT. YHUYTOKEHUS
JIeT) XpaHCeHUs
172 TII 2019 |nen
ITocine
BO3BpAICHUSI
JIOKYMEHTOB.
Jlis akToB
pill 3 roma BBIJA4H JIC]I BO
OKYMEHTBI y4eTa BbIIauu [,
08- 06 J MR R cr. 175 TII
JIOKYMEHTOB BO BPEMEHHOE TOJIb30BaHUE 2019 BPEMEHHOE
MOJIb30BaHUE
APYTHM
OpraHu3aIHsIM -
5 jer
ITocie
BO3BpAIICHHS
JIOKYMEHTOB.
IIpu
3 roma HEBO3BpAIICHIN
08-07 | JIokyMeHTBI BBIEMKH 1€, JIOKYMEHTOB cr. 176 TII
- TIPOTOKOJBI,
2019
aKTBI
BKJIFOYAIOTCS B
neno ¢oHma -
TIOCTOSIHHO
Koy apXuBHBIX CIIPaBOK, BBITAHHBIE
TI0 3aIpOcaM TPaXIaH, HTOKYMEHTHI K S aer IlK
08- 08 O cr. 178 TII
HUM ( 3asIBJICHUS, 3alpOCHI, CIIPABKH, 2019
TMIEPEINCKA)
KypHanbl, 0a3sl TaHHBIX yYeTa BBIIAYN 5 er
08-09 |apxuBHBIX COpPaBOK, KOMHM, BBIIHCOK U3 cr. 177 TII
JOKYMEHTOB 2019
JToroBopbI ( COTJAIICHHsI) C apXHUBHBIMH
YUPSKACHUSIMH, WHBIMH OpTaHU3aIUSIMA 5 gmer OIIK [Mocne ucrevueHust
08-10 | o B3aMMOIEHCTBUY U COTPYIHUYECTBE B cr. 179 TII |cpoka neiicTBust
cdepe apXUBHOTO Jiena U 2019 JIOroBOpa
JIEITOTIPOM3BOICTBA
08-11 |<...>
09. MenumuHCcKoe 00CTy:KMBAHHE
ITocTosHHO?

09-01

Ilonoxenue o MCIUIIMHCKOM O10Ke

m «a»cr. 33
TII 2019
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5 ner

09- 02 | MeaunuHCKHE KapThl O0YYaIOUUXCS or. 441 TIMII
3aKITIOYUTENbHBIC
AKTBI
METUITTHCKAX
OCMOTpPOB
3 roma pabOTHHUKOB,
09- 03 | JIokyMeHTBI O MEIUIIMHCKHX OCMOTPax cr. 635 TII | BBINOIHSIOMIHMX
2019 paboThI ¢
BPEIHBIMH,
OIMACHBIMH
YCIOBUAMH TPYyIa
—50/75 ner
JoroBop o (puHAHCOBOM OOCCIICUCHHUH 5 et [Tocne ucreueHus
09- 04 | 00s3aTENBEHOTO METUITMHCKOTO cr. 627 TII |cpoka neicTBus
CTpaxOBaHUS 2019 JIOTOBOpA
09- 05 JTIOKyMEHTBI 0 METUITMHCKOM 5 ner
00CITyKUBaHUH ct. 369 IIMII
09-06 |<...>

10. ITuuredaox

o 5 ITocrosiHHO
10- 01 OJIO)KEHUE 00 OpraHU3aIlMy TMUTAHSI 0 «an or. 33
00yJarOIIMXCS TITKOJTBI
TIT 2019
o 5 . ITocTosiHHO
10- 02 OJIOXKEHUE O OpakepakHOW KOMHCCHU 0 «an or. 33
TITKOJTBI
TIT 2019
10-03 Otdersl, wWHQOPMAIINH, CIPaBKH 00 1 ron
OpTaHM3aINY TTUTAHUS ct. 362 IIMII
10- 04 Y TBepKACHHbIC HOPMbI UTAHUS AJIs J3H
MIKOJLHUKOB ( MEHIO) cr. 839 IIMII
JlokymeHThI ( cepTH(UKATBI, aKThI, 5 et
10- 05 | pexnamarmu, 3aKIIOYCHHUS, CIIPABKH) O cr. 513 TII
KauecTBE CHIPhS 2019
0 5 ger
10- 06 ! agonn::gz{;:azziOMocn M0 Pacxoay ot 276 TII
POAYE 2019
AXTHI 110 Opakepaxy, OpakOBOYHEIE 3
roja
10- 07 :
M3BeleHus], Je(eKTHbIE BEJOMOCTH H 1. 787 IIMII
MePEnucKa O BHIOPAKOBKE MPOITYKITUH
10- 08 | XypHan mocTaBKH MHIIEBOH MPOMYKIIUN 3 roma
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crt. 787 TII
2019
1 ron
10- 09 | KOoMIUIEKTOBOUYHBIE BEIOMOCTHA cr. 512 TII
2019
JTokyMeHTHI ( pacmopsuKeHus, 5
ner
10- 10 TpeOOBaHMs, HaKIaaHBIE) 00 OTIyCKE or. 518 TII
TOBApPOB CO CKJIAJIOB M OTTPY3KE 2019
MPOAYKIIMH
10- 11 XKypnanbsl Opakepaka MHUIIEBBIX 1 ron
MPOIYKTOB W KYJIHMHAPHON HPOAYKIIUU ct. 967 IIMII
JKypHan ydera TemIepaTypHOro pexuMa
1 rox
10-12 | B xomoguasHOM 000pymoBanuu ( Ha
ct. 967 IIMII
MTUIIE0TOKE)
10-13 KypHan mpoBeeHrs BUTAMUHU3AIMN 1 ron
TPETBUX M CIIAJKUX OJIFO cr. 967 IIMII
Jlo 3ameHBbI
10- 14 | TexHOJOrHYECKHUE KAPThI [Tepexomsmue ¢
HOBBIMHU
2019 rona
10-15 |T i ( ) 1 rox
- WUTHCHHYECKUN XKypHal ( COTPYTHHKH
P PYA cr. 967 IMII
10- 16 XKypHan ydera TemIiepaTypbl 1 1 ron
BIIQXKHOCTH B CKJIAJICKUX MOMEIICHHUSIX cr. 967 IIMII
10-17 |<...>
11. be3omacHocTh
5 et Iocne
11-01 |IIacmopT GE30MacHOCTH IIKOJBI ct. 594 TII |akryaausanuu
2019 nacrnopTa
[Tocne ucreuenus
CpOKa IeUCTBUS
S e I())FOB(f[ a, Tocne
11-02 | ToroBopbl Ha OKa3aHWE OXPAHHBIX YCIyT cr. 580 TII A pa,
MPEKpaIICHUS
2019
00513aTEIBbCTB 0
JIOTOBOPY
JTokymeHTbI ( IPOTOKOJIBI, aKTHl, 5 er DIIK
CTIPaBKU, CBEICHHS, JIOKIAJHbBIE, or. 587 TII
11-03 | ciyxeOHble 3amUCKK, IEpENUCKa) O 2019
paccieI0BaHUH Ype3BbIUaitHBIX
MIPOUCIIECTBUI IIPH OXpaHe 3JaHuH
11- 04 | Kuuru peructpaiuu ( ydera BbIIAuH) 3 roma
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YIOCTOBEPEHUM, TMPOMYCKOB, ct. 589 TII
UACHTH(PUKALMOHHBIX KapT 2019
Pa3oBbie mporycka, KOPEIIKH IPOIYCKOB 1 ron
11-05 |B cnyxeOHble 31aHKsI U HA BBHIHOC cr. 591 TII
MaTepuaIbHBIX [IEHHOCTEH 2019
JlokymMeHTbI ( 3asiBKH, IIEpernucKa) o 1 ron
11-06 | gomycke B ciyeOHbIEe TIOMENICHUS B cr. 592 TII
Hepaboyee BpeMsl U BBIXOJIHBIC JTHU 2019
JIOKyMEHTHI O OBBIIIIEHUN 5 ger OIIK
11- 07 | aHTUTEPPOPUCTHYECCKON 3aIIUIIEHHOCTH cr. 595 TII
OpraHu3aIuu 2019
% 3 roma
x
11-08 ypHaJIbl HHCTPYKTa fl o cr. 598 TII
AHTUTEPPOPUCTHUCCKON 3aIUIICHHOCTH
2019
K 3 roma
11- 09 ZpHE:I :Boovm;(()sroo (I;IH:prKTa)Ka o cr. 608 TII
IpaKIaHCKOM H
e P 2019
KypHa era UHC axka 1o 3 roma
HaJl y4eTa HHCTPYKTaXa II
11-10 |7YPHATYH PYKT cr. 608 TII
JEHCTBUSAM B UPE3BBIYAHBIX CHTYAIHAX
2019
Jlo 3aMeHBI
11-11 [TnaHbI- CXeMBI HBaKyallud U3 3AaHUS TPH HOBBIMH
YpEe3BBIYAHHBIX CHUTYaIUIX ct. 606 TII
2019
Jokyme 00 obOecrieue S et SMIK
KYMEHTBI TIeYCHUHT
11-12 i} ozlzonoma HOTO peXHMa cr. 611 TII
P prorop 2019
JokymeHTHI 00 oOecriedeHnn 5 ger OIIK
11-13 | BHYTPHOOBEKTOBOTO W MPOIYCKHOTO cr. 611 TII
PEXUMOB 2019
* . 3 roma
HaJIbl y4eTa WHCTPYKTaXEeH 1o
11-14 | 7YPHAIRLYE 26 cr. 613 TII
MTO’KapHOH 0e30MacHOCTH
2019
N . . 5 ner 0
11-15 JIaHBI ICHCTBHUI 110 rqzez[ynpex(z[eHnio " cr. 603 TII oclIe 3aMEHBI
JUKBHJALUH YPE3BBIYAIHBIX CUTYAIHI HOBBIMH
2019
[Mopsimox 0OyueHus nuil, ocTostHIHo
11-16 | OCYULCCTBIMIOMNX TPYIOBYIO WM 0 «anor 8

CIIy’)KEOHYIO JIeITEeIhbHOCTh, MepaM
MOKapHOH 0e30MacHOCTH

TII 2019

11-17

<...>
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12. Oxpana Tpyaa

IIpu BpenHbIX U

12-01 OT4er Mo CrenuanbHON OIIEHKE YCIOBUM or 4?10H7HTH OIAaCHBIX
TpyJa U JOKYMEHTHI K HEMY YCIIOBHSX TpPy/a
2019
—50/75 ner
[TocTositHHO
12-02 |Ilonoxenue o ciayxbe OXpaHbl Tpyaa n. «»cr. 33
TIT 2019
5 ger OIIK
12- 03 |Ilnan pa®oThl CiayxkObl OXpaHBl Tpya ct. 200 TII
2019
[TocTosiHHO
12-04 | UucTpykimu 1Mo OXpaHe Tpyaa m. «»cr. 8
TIT 2019
Cornamrenue Mo oxpaHe TpyAa H > Jer IIK Hocxe nereueris
12-05 ct. 11 TII CpoKa JAeHCTBUS
JIOKYMEHTBI K HEMY
2019 COTJTaIIICHHS
I'o/10BbIE CTATUCTUYECKHE CBEICHHSI
o0pa3oBaTeIbHON OpTraHU3aITuH O ITocrosiHHO
12- 06 |TpaBMaTH3Me Ha IPOM3BOJCTBE U M. «a» CT.
npodeccruoHanbHbIX 3abo1eBanusax ( ¢. 335 TII 2019
7— TpaBMaTH3M)
CBsi3aHHBIE C
KPYITHBIM
JlokyMeHTBI ( aKTBl, MPOTOKOJIBI, 45 ser MaTCPHATLHEM
12-07 cr. 425 TII |ymep6om u
3aKJIIOYCHUSI) O HECYACTHBIX CIIydasx 2019 eTTOB e CCKIMIL
KepTBaMHU —
HIOCTOSIHHO
XKypuan ( kaura) perucrpanun 45 et
12-08 HECYACTHBIX CITydaeB cr. 424 TiI
2019
Kaurn ydera wHCTpyKTaxeid MO oxpaHe 45 ner
12- 09 |tpysa (BBOmHOro, Ha paboyeM MecTe, M. «a» CT.
LETEBOrO0) 423 TII 2019
XKypuan ( kaura) ydera 5 jer
12-10 npoUITaKTHYECKUX pa60”£ 10 OXpaHe 0 oL
Tpyda, TPOBEPKU 3HAHMH IO OXpaHe 423 TII 2019
TpyAa
JloKyMeHTHI ( CIpaBKH, TIPEIOKEHHUS, 5 ner
12-11 |oGocHoBaHUs, TMEPENUCKa) O COCTOSHUHU cr. 409 TII
1 Mepax MO YIy4IIEHHIO OXPaHbl Tpyda 2019
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ITocrosiHHO
ITopsinok ydyera MUKpPOIOBPEXKACHUM
12-12 5 n. «»cr. 8
( MuKpoTpaBM) pPabOTHHKOB TI1 2019
[lonoxxenue o mopsiake oOydeHus: MO ITocrosiHHO
12- 14 | oxpane Tpyza ¥ IPOBEPKU 3HAHUS n. «»cr. 8
TpeOOBaHMI OXpaHbl TPy TIT 2019
ITocrosiHHO
12-13 |IlpaBuna mo oxpaHe Tpyna n. «»cr. 8
TIT 2019

12-14
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