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YTBEPXJIEHA
NPUKa30M JUPEKTOpa
or 29.12.2023 Ne750

HNucTpykuus
10 Be/ICHUIO /1eJI0BOI IOKYMEHTAUNHU
B MBOY Bounckuii YBK nm.0parseB KonapatoBbix
1. O6mme mo10KeHMS.

WucTpykuus no BeneHuto jenoBoit qokymentanuu B MbOY Bounckuit YBK um.Opatben
KonnparoBsix (mamee — oOpa3oBarenbHas oOpraHu3aius) pa3paboTaHbl B COOTBETCTBUU CO
CJIeIYIOIMMHA HOPMAaTUBHBIMU JOKYMEHTAMMU:

- ®enepanbhblil 3ak0H 0T 29.12.2012 Ne 273-03 «O6 obpazoanuu B Poccuiickoit
®enepanun»;
- ®enepanbublii 3akoH 0T 27.07.2006 Ne 152-D3 «O nepcoHaNbHBIX aHHBIXY,

- 3akon Pecniybmuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6 obpa3oBanuu B
Pecny6mnke Kpbim»;

- npuka3z @enepasbHOr0 areHTCTBa MO TEXHUYECKOMY PETYIMPOBAHUI0 U
METPOJIOTMM MUHHCTEPCTBA NPOMBIIUIEHHOCTH M Toproeiau Poccuiickoit ®enepanuu  oT
08.12.2016 Ne 2004-ct «OO0 yTBepXKICHHH HAIMOHATLHOTO CTaHmapTa Poccuiickoit
Denepaunun»;

- npuka3z @denepasbHOrO areHTCTBa IO TEXHUYECKOMY PETYIMPOBAHUIO U
METpOJOru MMUHUCTEpCTBA NPOMBILUIIEHHOCTH U Toproeiu Poccuiickoir ®denepauuu OT
14.05.2018 Ne 244-ct «O0 yTBEp>KIEHUH U3MEHEHUS K
HalMoHaIbHOMY cTaHaapty Poccuiickon denepanumn»;

- npuka3z denepanbHoro apxuBHoro areHtctBa oT 20.12.2019 r. Ne 236 «OO0
yTBepkaeHUH [lepedyHsl TUMOBBIX YNPaBICHUECKUX apXUBHBIX JOKYMEHTOB, 0Opa3yroLIMXcs B
IpoLEecCe JIEATENbHOCTH TOCYJAapPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIICHUS U
OpraHM3aluil, ¢ yKa3aHUEM CPOKOB MX XPaHEHU»;

- npuka3 Munucrepcrsa npocsemennss CCCP ot 30.12.1980 N 176 «O
BBEICHMM B JelctBue [lepeyHss NOKYMEHTOB C€O CpOKaMHM XpaHeHuss MwuHucrepcrsa
npocsenieanst CCCP, opranoB, ydpexxI1eHUH, OpraHu3alii CUCTEMBI IPOCBELLICHUS.

Pexomenmanuu ycTaHaBIUBAIOT 001IE TPEOOBAHUS K BEICHHIO JCIOBOM JOKYMEHTAIIUHU B
oOpa3oBaTenbHbIX opranuzanusix Pecryonmku Kpbim.

[Ipumenenne PexomeHmanuii JOMKHO CIOCOOCTBOBATH (HOPMHUPOBAHHUIO O(GUIIMAIBHO-
JIEJIOBOTO CTHWJII JOKYMEHTOB, COKpAIIEHMIO 3aTpaT TpyAda M CPEACTB B IIPOLECCE CO3/aHUs
JIOKYMEHTOB.

PexomeHaim pactpoCTpaHsOTCs Ha OpraHU3aIio padboThl C
JOKYMEHTaMHU HE3aBUCUMO OT BHUJA HOCUTENS, B TOM YHCIE AJIEKTPOHHBIMU JIOKyMEHTaMH,
BKJII0Yas MOJrOTOBKY, 00paboOTKy, XpaHEHHE M UCIOJIb30BaHUE JOKYMEHTOB, OCYILECTBIIIEMBIX
C IPUMEHEHUEM HH(OPMALIMOHHBIX TEXHOJIOTHH.

OcobeHHocTr paboThI ¢ JOKYMEHTAMH, COJIEPKAIIMMHU KOH(PUICHIIMATbHYIO HHPOPMALIUIO
(cmy)xeOHY!0O W WHYIO TalHy, TEpCOHAIBHBIC MaHHBIC), PETYIUPYIOTCS CICIHATbHBIMU
HOPMATUBHBIMU aKTaMH (MHCTPYKIMSIMH, TOJOXKCHUSAMHU, NpPaBUIAMHU), YTBEPKIAEMBIMU
pyKoBoIUTENIEM 00pa30BaTENbHOIN OpraHu3aLuy.

OTBETCTBEHHOCTh 332 OPraHU3AIMIO U COCTOSHHE JEJIONPOU3BOJCTBA B 00pa3oBaTeNbHON
OpraHu3aly HECET PYKOBOJUTEIb, KOTOPBIN:



- Ha oOcHOBaHMM Pexomenmauuii pas3pabaTeiBaeT W yTBep)KIaeT WHCTPYKIHIO IO

JIeJIONIPOU3BOICTBY U HOMEHKJIATYPY Jie]l 00pa30BaTeIbHONW OpraHu3aliiy;

- KOHTPOJHpYeT coOmofeHne TpeOOBaHMN  YTBEPXKACHHOW B  00pa3oBaTeIbHOMN
oprausauuyu MHCTpyKIMY 110 BEACHUIO 1€J10BOM TOKYMEHTALIAN;

- IPOBOJUT MPOBEPKY COCTOSIHUS JI€TIONPOU3BOJICTBA;

- obecnieunBaeT METOJMYECKOE PYKOBOJACTBO, MHCTPYKTaX M KOHTPOJIb 3a COOJIOAECHUEM
YCTAHOBJICHHOT'O TOPSIKA paOOTHI C TOKYMEHTAMU;

- HHUIIMHUPYET MOBBILIEHNE KBANU(UKALUU paOOTHUKOB 110 BOIIPOCaM JEJIONPOU3BO/ICTBA;

- YA0CTOBEPSET MOIMUCHIO U IIEYaThI0 JOKYMEHTHI.

HenocpeacTBeHHO BeeT A€I0NPOU3BOACTBO B 00pa30BaTEIbHON OpraHU3alluM CeKpeTapb
U (WIM) OTBETCTBEHHBIM 3a BEACHUE JEJONPOM3BOJACTBA (Jajiee — CEKpeTaphb), KOTOPBIU
Ha3HAay4aeTcs IPUKa30M PyKOBOAUTENSI 00pa30BaTEIbHOM OpraHu3aLuy.

CekpeTapb B COOTBETCTBUHU C BO3JIOKEHHBIMU Ha HETO 3a/la4aMM:

- OCYLIECTBJIAET PETUCTPALMIO U YUET TOKYMEHTOB;

- OpraHu3yeT JOKYMEHTO000pOT, (opMUpOBAHHE AET, UX XPaHCHHE;

- OCYILECTBIISIET TEKYLIUI KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM U IIPOXOKACHUEM
JIOKYMEHTOB 00pa30BaTeIbHON OpraHu3aluu;

- ofecrneynBaeT COOJIIOJEHUE €IUHBIX TpPeOOBaHUI IO MOJArOTOBKE JIOKYMEHTOB U
OpraHu3aiy paboThl C HUMH B YCJIOBHUSX 3JEKTPOHHOTO JJOKYMEHTOO00POTa;

- 006061maetr nHpopMaiuio 06 odbreMax TOKYyMEHTO000POTa;

- opraHuzyer (QOpPMHpPOBaHHWE W XpaHEHHE JOKYMEHTAIMOHHOTO (oOHAa M €ro
UCIIOJIb30BaHUE.

OO0pazoBarenbHasi OpraHu3alys BIpaBe MPUMEHSITh B CBOEH J1€ATENbHOCTH 3JIEKTPOHHBIN
JIOKYMEHTOOOOPOT, KOTOPBIN MpeaycMaTpuBaeT CO3/1aHUE, MOJIKMCAHUE, HCIOJIb30BaHUE U
XpaHEHUE JOKYMEHTOB, CBS3aHHBIX C JESATEIbHOCTbIO 00pa3oBaTENbHOM OpraHu3alud, B
AJIEKTPOHHOM BHje 0e3 nyOnupoBaHuss Ha OyMakHOM Hocutesne. PermieHue o BBeAEHUU
AIIEKTPOHHOIO  JIOKYMEHTOO0OpOTa W  TOPSAOK €ro  OCYLIECTBIEHHUS  yTBEPKIAI0TCA
00pa3oBaTeNbHON OpraHu3aIel Mo COrIacOBAHUIO C €€ YUPEIUTETIEM.

Bes nenoBast noKyMeHTalMsl XpaHUTCS B CHELMAIBbHO OOOPYAOBAHHBIX NOMELIEHUSX,
mkadax wim ceidax c cobmogeHneM Tpeboanuii dexepanpHoro 3akoHa Poccuiickoit
®enepanuu ot 27.07.2006 Ne 152-03 «O nepcoHaIbHBIX TaHHBIX».

PaboTathb ¢ 1oKyMeHTaMU BHE CIyKeOHBIX MOMELCHUH 3ampeniaercs.

2. JIOKyMeHTbI 00pa30BaTeIbHON OPraHu3anHH.

PykoBoautens o0Opa3oBaTeNbHOW OpraHU3allMM WM JIMIO, MCIIOJHSIONIEe ero
00s13aHHOCTH, W3JAa€T MPHUKa3bl, HMHCTPYKIMH, I[paBWJIa, IOJIOKEHUS, OOsA3aTeIbHbIE IS
UCTIOJIHEHUS BCEMU PaOOTHUKAMH.

Xon 0OCyXkAeHUS BONPOCOB HA 3aCEAAHUSAX KOJIJIETHAIBHBIX OPraHOB, COBETOB,
cOOpaHUsX, COBEIIAHUAX U PEIICHUs], IPUHUMAaeMble Ha HUX, (PUKCUPYIOTCS B IPOTOKOJIAX.

JInst OCyIIeCTBIIEHHS ONEPAaTUBHBIX CBS3€M C JPYTMMH OPraHU3alMsIMH M I'PaKJIaHAMH
UCTIOJIBb3YIOTCS Takue (POpMbI, KaK MUCbMa, (PaKChl, TeIerpaMMbl, TeIe(pOHOrPaMMBI.

Jlyig ocylecTBiIeHUs pUeMa, YBOJIbHEHHUSI, IepeMeIlieHns] pabOTHUKOB, IPE0CTAaBICHUS
UM OTITYCKOB O(QOPMIISIOTCSI TPYIOBBIE JOTOBOPHI, NMPHUKA3bl 110 JIUYHOMY COCTaBY, 3asBJICHUS,
TPYIOBbIE KHUKKH, INYHBIE KAPTOUKHU U JP.

Y4eOHO-enaroruyeckasi JOKyMeHTAU M.

VYuebHas JOKyMEHTAIsi — 3TO KOJMYECTBCHHAas W KadeCTBEHHAs XapaKTEPUCTHKHU
COCTOSIHHSI Y4EOHOM, METOIMYECKOM M BOCTIMTATEIbHON PabOThI 00pa30BaTeIbHON OpraHU3aIliH.

[lenarornyeckre paOOTHUKKM TpPU peaTu3all OCHOBHBIX 00I1e00pa3oBaTeIbHbIX
IpOrpaMM OCYIIECTBIJIAIOT MOATOTOBKY CIIEAYIOLIEH JOKyMeHTauuu (mpuka3 MuHHcTepcTBa
npocsemienust Poccuiickoit @epepaunu ot 21.07.2022 Ne 582 «OO6 yTBepkIEHUHM MepeyHs



JOKYMEHTAIMH, IOJTrOTOBKA KOTOPOM OCYIIECTBISETCS IMEAArOrMYeCKUMH paOOTHUKAMHU TpU
peanu3alii OCHOBHBIX 00IIE00pa30BaTEIILHBIX MPOTPAMM):

- pabouas mporpamMMa y4eOHOTO MpenMeTa, yueOHOro Kypca (B TOM YMCIE€ BHEYPOUHOM
JIESATEeITLHOCTH ), Y4eOHOTO MOTYJIS;

- )KypHaJ y4yeTa yCIeBaeMOCTH;

- OKypHall BHEYPOYHOM  JESATEIBHOCTH (Ui  TENarorM4ecKuX  PabOTHHKOB,
OCYILECTBIISIONUX BHEYPOUHYIO ACATEIBHOCTD);

- IUIaH BOCIIUTATEIBHON pa0OThl (ISl MENarorn4eckrux pabOTHUKOB, OCYIIECTBIISFOIINX
(YHKIMH KIIACCHOTO PYKOBOIUTEIS);

- XapakTepUCTHKa Ha oOyJarorerocs (1o 3ampocy).

[IkonpHBIE JOKYMEHTHI JOJDKHBI O(OPMIISTHCS CBOEBPEMEHHO, YETKO, pa30opumBo, 6e3
MOAYUCTOK, IIOMAPOK, BBI3BIBAIOIINX COMHEHUE B ITPABUILHOCTH BHECCHHBIX JIAHHBIX.

3anucu B JOKYMEHTaX JJOJDKHBI IPOM3BOAUTHCS IAPUKOBOM PYyUYKOH YEPHOTO I[BETA.

OmmbKa, NOMyIICHHAs B TEKCTe WM IHM(POBBIX TaHHBIX JOKYMEHTA, HCIIPABISCTCS
CJIEAYIOMIMM 00pa3oM: OIMOOYHBIE CI0BA WM HU(PHI 3a9€PKUBAIOTCS TaK, YTOOBI MOXKHO OBLIO
NPOYECTh 3a4CPKHYTOEC, a CBEPXY, JIMOO PAIOM, JTMOO HA MOJSIX MHUIIYTCS YTOYHCHHBIC JaHHbBIC.
Bce BHeceHHBIE WCTpaBieHHS OJDKHBI OBITh OTOBOPEHBI W 3aBEPEHBI IMOAIMUCSIMH  JIHII,
0oOpPMHUBIIMX JTOKYMEHT. 3a JOCTOBEPHOCTh CBEICHHM, COIEpXKAIIUXCS B JOKYMEHTaX,
Ha/JIekamee ux Oo(opMIIEHHE HECYT OTBETCTBEHHOCTH JIOJDKHOCTHBIC JIMIA, TOAIMCABINNE
JIOKYMCHT.

B cocraB nokymMeHTOB 00pa30BaTeIbHON OpraHU3auy BXOIST:

- OpraHU3alMOHHBIC JOKYMCHTHI,

-yCTaB OpraHu3allny;

- IOTOBOP C Y4peIuTeleM;

- TIOJIOKEHMSI 0 TIOJpa3ieeHUSAX (IpU HATUYUK);

- IPaBOyCTaHABIMBAIOIINE JOKYMEHTHI;

- IOJDKHOCTHBIE MHCTPYKIIMU COTPY/THUKOB;

- KOJIJISKTUBHBII JIOTOBOD;

- ITaTHOE pacIHCaHue;

- IpaBUJIa BHYTPEHHETO TPYIOBOI'O pacHopsiika U Jp.

PacniopsinuTensHbie TOKYMEHTHI:

- IPUKA3bI;

- pacropsHKEeHUS;

- UHCTPYKLUU U Jp.

WNudopmanmoHHO-CTIPaBOYHBIE TOKYMEHTHI:

- IPOTOKOJIBI,

- TUTaHBI,

- OTYETHI;

- CIIpaBKH | JIp.

Bce xHUTHM M KypHanbl, KOTOpbIe BeAyTcs B 0OOpa30BaTENIbHBIX OpPTraHU3aAIMAX Ha
OYMaXHBIX  HOCHTENSX, TIOCTPAHMYHO MPOHYMEPOBBIBAIOTCS, IPOIIHYPOBBIBAIOTCS U
NOJANKCHIBAIOTCA  pykoBoauteneM.  [logmuch — pykoBoauTens — 3aBepsieTcss — IEYaThio
00pa3oBaTeNbHOI OpraHu3alnu.

3.  IlpaBuia oopmiieHHs] JOKYMEHTOB

OcHoBHBbIE TpeOOBaHUs 10 0()OPMIIEHHUIO JOKYMEHTOB.

JIOKYMEHTBI MOTYT CO3/1aBaThcs Ha OyMa)XHOM HOCHUTEIE U B
AJIEKTPOHHOU (popMe ¢ COOTI0IEHNEM YCTAaHOBJICHHBIX TIPABHIT O()OPMIICHHSI TOKYMEHTOB.

IIpu co3maHuM JOKyMEHTa Ha JBYX M Oojiee CTpaHMIAX BTOPYIO M MOCIEIYIOIIUE
CTpaHHULIbl HYMEPYIOT.

JlonmyckaeTcst co3ZjaHue AOKYMEHTOB Ha JIMLEBOM M 00OpOTHOW cTOpoHax jucra. [lpu



JIBYyCTOPOHHEM CO3/JaHUU JTOKYMEHTOB IIUPHUHA JICBOTO TOJS HAa JUIEBOM CTOPOHE JIMCTa U
IIPaBOTo 110JIs1 Ha 00OPOTHOM CTOPOHE JINCTA JOJKHBI OBITH PaBHBI.

[IpennoYTuTeNbHBIMUA TAPHUTYPAMH M pa3MepaMu MpU(TOB ISl PEKBU3UTOB JIOKYMEHTA
sBistroTest Ne 12,13,14.

[Tpu cocTaBiieHUH TAOIUI] JOMTYCKAETCS HCIIOJIb30BAaHUE MIPUPTOB MEHBIITUX PA3MEPOB.

AOG3aIHbIi OTCTYI TEKCTa TOKyMeHTa - 1,25 cm.

3aroJOoBKH pa3/eNoB M TOJPA3JCIOB IEYaTAlOTCs C a03alHbIM  OTCTYIIOM WM
LEHTPUPYIOTCA 10 IMIHUPHHE TEKCTA.

MHOTrOCTpOUHBIE PEKBH3HUTHI I€YATAIOTCS Yepe3 OAWH MEXKCTPOYHBIH HHTEpBa,
COCTaBHbIE YAaCTH PEKBU3UTOB OTIEIISAIOTCS JIOMOJIHUTEIBHBIM HHTEPBAJIOM.

TekcT nokymeHTta nevaraercs uepes 1-1,5 MEXCTpOUHBIX HHTEPBAIA.

WuTepBan Mex 1y OyKkBaMu B CJIOBAaX - OOBIYHBIH.

WHTepBa MEXy CIIOBaMH - OJHH MTPOOET.

TexkcT 1okyMeHTa BBIPABHMBAETCS IO IIUPUHE JHCTa (IO I'paHHUIaM JIEBOIO U MPaBOro
MOJICH IOKYMEHTA).

HopmaTuBHBIMM aKTaMM OpraHu3allMd MOXeET ObIThb NPEAYCMOTPEHO BBIJCIICHUE
PEKBU3HUTOB «aJpecary», «3arojlOBOK K TEKCTY» WIH «IOJIHCH», a TakXKe OTACIbHBIX
(parMeHTOB TEKCTa MOJIY>KUPHBIM HIPUPTOM.

Texct moxymeHTa HODKEH OBITh M3JIOKEH KPAaTKO, IPaMOTHO, TOHSTHO U OOBEKTHUBHO,
0e3 MOBTOPEHUH U yOTpebIeHHsI CJIOB U 000POTOB, KOTOPbIE HE HECYT CMBICIIOBOM Harpysku, U
JIOJKEH KacaTbCsl TOTO BOIIPOCA, KOTOPHIM c(OpPMYIMpOBaH B 3arojOBKE K TEKCTy. TekcT
JIOKyMeHTa o¢opMIIseTCsl B BHJIE CIUIOIIHOIO CBSI3HOTO TEKCTAa WM TaOJMLbI, WIU IyTeM
coyeTaHus 3Tux hopm.

TekcThbl CI0KHBIX U OOJIBIIMX MO0 00bEMY JTOKYMEHTOB (JI0KJIa/Ibl, OTYETHI U T.JI.) JENATCS
Ha pa3JIelbl, MOIPa3/Ieibl, YHKTHI, TOMITYHKTHL. [IyHKTBI U MOMMYHKTHI B TEKCT€ HYMEPYIOTCS
apaObckuMH HUppaMu ¢ TOUYKOM.

[Tpumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI, KaK MpaBuio, opopMisitoTcst Ha OiaHkax oOpa30BaTeNIbHOW OpraHM3alluy,
UMEIOT YCTAaHOBJICHHBI KOMIUIEKC OOS3aTE€IbHBIX PEKBU3UTOB WM CTAOWIIBHBIA TOPSIOK HX
PacIONIOKEHHS.

brnaHky Kakmoro BHA W3TOTABIMBAIOTCS HAa OCHOBE YIJIOBOTO WJIM MPOAOIBHOTO
pasMeleHHs PeKBU3UTOB.

PexBH3HTHI 3arojioBKa pa3MeIIaroTcsl IEHTPUPYEMBbIM (HaYaslo M KOHEI KaKIOW CTPOKH
PEKBU3UTA PABHO Y/AAJECHbI OT T'PAaHMII 30HBI PACTIOIIOKEHUS PEKBU3UTOB) WU YIJIOBBIM (KaXkaast
CTpOKa PEKBU3HUTA HAYMHACTCS OT JICBOW TPAHHUIIBI 30HBI PACTIOJIOKECHUS PEKBH3UTOB) CITIOCOOOM.

Jlnist u3roToBiieHUs OJAHKOB MCIIONB3YIOTCA JIMCTHI Oymaru opmara A4 (210 x 297 mm) u
A5 (210 x 148 MuIIMMETPOB).

Kaxnplif muer nokymeHTa, oopMIIEHHBIH Kak Ha OJlaHKe, Tak U 0e3 Hero, J0JKeH UMETh
TIOJISl HE MEHEEe, MM:

nesoe - 20;

mpagoe - 10;

BepxHee - 20;

HuxHee - 20.

JIOKYMEHTBI JUINTENbHBIX (cBbIIIE 10 J1eT) CPOKOB XpaHEHUs AOJKHBI UMETh JIEBOE T10JIE HE
meHee 30 MM.

Od¢opmiieHue peKBU3UTOB J0KYMEHTOB.



ABTOp 1OKYMEHTOB.

HaumeHnoBaHue o0pazoBaTeabHON OpraHU3allMy YKa3bIBaeTCs B TOYHOM COOTBETCTBUU C
ycTaBoM 00pa3oBaTenbHOM opranuzaiuy. COKpalleHHOEe HAauMEHOBAaHHE IIOMELIAeTCsl MOJ
IIOJIHBIM HAUMEHOBAHUEM B CKOOKaX.

HaumeHoBaHME CTpPYKTYpPHOIO IOApA3JENEHUs — aBTOpa JOKYMEHTa HCIOJB3YETCS B
OsaHKax muceM M OJaHKaX KOHKPETHBIX BUAOB JOKYMEHTOB U YKa3bIBAaeTCs MO IOJHBIM U
COKpAIlleHHBIM HAUMEHOBAHUSAMHU 00pa30BaTEIbHOIN OpraHu3alny.

HaumeHoBaHME MJOJDKHOCTH JMIJa — aBTOpa JOKYMEHTa HCIOJb3yeTcsl B OJaHKax
JOJKHOCTHBIX JIUI] M PaclojiaraeTcs oy HAMMEHOBaHUEM 00pa30BaTeIbHOM OpraHu3aliy.

HaumeHoBaHMe IOKHOCTH JIMLA — aBTOpA JJOKYMEHTA YKa3bIBAa€TCsl B COOTBETCTBUM C
HAaMMCHOBAHUCM, IPUBCACHHBLIM B PACIIOPAAUTCIBHOM JOKYMCHTC O HA3HAUYCHUHW HA NOJIKHOCTD.

CnpaBoyHble JaHHBbIe 00 00pa3oBaTe/IbHON OpPraHN3alMu.

CrpaBouHble JaHHBIE 00 OpraHM3alMM YKa3blBalOTCA B OJaHKaX MHCEM M BKIIOYAIOT:
azapec, Homep tenedoHa, Gakc, aapec IMEKTPOHHOW IMOYTHI, ceTeBod anapec, a takke OKIIO,
OI'PH, MHH wu KIIIT opranuzauuu.

HanmeHnoBaHMe BHIa JOKYMEHTA.

HanMmenoBanne BHUAAa JOKYMEHTa, COCTABJICHHOTO OpraHW3aluei, JOJDKHO OBITh
OTIPEICNIEHO YCTaBOM (TOJOKEHHEM) M JOJKHO COOTBETCTBOBAaTh HAUMEHOBAHMSIM BHUJIIOB
IOKyMeHTOB, mpenycmorpenHbiM OKVY/I: akT, crpaBka, 3amucka, CBOJKA, OT3bIB, MPOTOKOJI,
CIIUCOK, u3BeuieHue u Ap. PacnopsauTenbHble JOKYMEHTbl OpraHU3allMd  HM3JAI0TCA  CO
CIEAYIOLIIMMH Ha3BaHUSIMU: MPUKA3, PACTIOPSIKEHUE.

HanmenoBanue Buia v pa3sHOBUIHOCTH JJOKYMEHTA HE YKa3bIBAECTCS B IUCbMaXx.

HaumenoBanue Buaa MOKyMEHTa I€4aTaeTcsl MPOMUCHBIMU OYKBaMHU TOJIY>KHPHBIM
HIpUPTOM.

dara noxkymenra.

Jlata 1OKyMeHTa COOTBETCTBYET JaTe MOANUCaHUs (YTBEP)KICHHS) JOKYMEHTA WU J1aTe
COOBITHS, 3a(UKCUPOBAHHOTO B JOKYMEHTE:
apabckumu mudpamu, pasaeiaeHHbIME Toukoi: 05.06.2021; cmoBecHO-IIMGPOBBIM CIIOCOOOM: 5
utoHs 2021 r.

B TekcTax MOKYMEHTOB, COAEp)KAlIMX CCHUIKA Ha HOPMATHUBHBIC IMPABOBBIC aKTHI, U
JIOKYMEHTOB, COJIepXKallluX CBeACHUS (PUHAHCOBOTO XapakTepa, IPUMEHSETCS CIOBECHO
u(ppoBoi crocod ykazaHus Aar 0e3 MpoCTaBICHUS HYJS B 0003HAUYEHUHU JIHA MecsiIa, ecliu
OH COJepXHT oJHY 1dpy: 3 anpens 2021 rozga.

Paspemaercst MpUMEHSTH CJIOBO «TO/I» B COKPAIICHHOM BapHAHTE «T'»: 1
utonda 2021 r.

I'pu¢ orpanuyenns 10CcTyna K A0KyMeHTY.

[IpocraBmsieTcsi B MpaBOM BEpXHEM YIUIy MEPBOTO JIUCTa JOKyMeHTa (MPOEKTa
JIOKYMEHTa, COMPOBOJUTEILHOTO MUChMa K JIOKYMEHTY) Ha TpaHUIE BEPXHEro IO TMpU
HaJIU4YMM B JIOKYMEHTe HWH(OpManuu, AOCTYyH K KOTOPOW OTpaHWYEH B COOTBETCTBHH C
3akoHomarenbcTBOM  Poccmiickorr  ®denepaumu. B cocraB pekBuU3MTa  BKIIKOYAETCS
orpaHWYUTEeNbHAS HaAmuch: «Jmsa cmyxebHOro monbp3oBanus», «KoHpUIAECHIIHATHHOY,
«lIepconanbHbIEC JaHHBIC» WM AP.

[Tpumep -

IlepconasibHbIE JaHHBbIE
PadOTHMKOB
IKk3. Ne 1
MyHununanabHoe 0101xeTHOe 001eo0pa3oBaTeabHoe yupe:xkaenne «Ikoma Ne 1»



(MBOY llkoJa Ne 1)
LleHTp 1ONMOJHUTEIBLHOTO 00pa30BaAHUS
INPUKA3

Bce BHUbI I‘pI/I(i)OB OrpaHUYCHUA JOCTylla K JOKYMCHTAM 3aKPCIUIAIOTCA B JIOKAJIbHBIX
aKTax O6pa30BaTeJII>HOI>’I OpraHu3alnuu.

PeFHCTpaHHOHHLIﬁ HOMEP NOKyMeEHTAa.

Perucrpauuonnsiii HOoMep — uu¢ppoBoe wuiaM OykBeHHO-IM(]poBoe 00O3HAYECHHE,
IPHCBAaNBAEMOE JJOKYMEHTY IIPU €r0 PErHCTPaLUH.

PGFI/ICTpaLII/Iﬂ JOKYMCHTA ITPOBOAUTCA ITOCJIC €0 NOANINCAaHNA UJIIW YTBCPIKACHU .

JIisi BHYTPEHHUX JIOKYMEHTOB — IPHKa30B, MPOTOKOJOB — 3TO MOPSIKOBBIA HOMEp B
npenenax KaJeHJapHOro roxa/ y4eOHOro roga IO KaKJAOMY BHUJIY WIM Pa3HOBUIHOCTH
JOKYMEHTOB. B mpHKa3ax perucTpallOHHBII HOMEP MOXET JOMOJHATHCS OYKBEHHBIM
MHJEKCOM, 0003HAYaIOIINM Pa3HOBUIHOCTH.

JIs1st MCXOMISAIINX TOKYMEHTOB PErUCTPALIMOHHBII HOMEP COCTOMT H3:

1) nopsiIKOBOro HOMEpa B MpejiesiaX MacCHBa OTIPABISIEMON KOPPECTIOH ICHIIUH;

2) MH/IeKCa JieNia B COOTBETCTBUY C HOMEHKIIATYPOIi Zie1 00pa30BaTesibHOI OpraHu3aluy.

PerucrpannoHHblii HOMEp JOKyMEHTa, COCTaBJICHHOTO COBMECTHO JABYMS U Ooiee
OpraHu3alUsIMUA, COCTOMT M3 PETHCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXIOH H3 3THX
OpraHu3alui, MPOCTaBIAEMbIX YEPE3 KOCYIO YEPTY B NOPSAJIKE YKa3aHHs ABTOPOB B JOKYMEHTE.

CchliIKka HA PerucTPAUMOHHBIA HOMEP U 1aTy JOKYMEHTA.

Ccpuka Ha perucTpalioOHHBIH HOMEp M JaTy JOKYMEHTa BKJIIOYaeT B cels
PETUCTPAIIMOHHBIA HOMEP M IaTy TOKYMEHTa, Ha KOTOPBIN JOJDKEH OBITh IaH OTBET.

Ccpiika Ha HOMEp M JaTy JOKYMEHTa HCIOJIb3yeTcs MpH O(OPMIIEHUH IIHCEM,
ABIIAIOIIMXCSI OTBETAMM Ha IOCTYNUBIIEE NUCHMO (3ampoc, mpockOy u np.). CBeneHus B
PEKBU3UT MEPEHOCATCS € IMOCTYMHBILETO JOKYMEHTa M COOTBETCTBYIOT PErMCTPALMOHHOMY
HOMEpY | JlaTe TOCTYMUBIIETO JOKYMEHTA.

OrpanuunTenbHas OTMETKa Ui JAaHHOTO PEKBU3MTA MPOCTABISETCS B JIEBOM 4YacTH
OJlaHKa MUChMa TI0/T PEKBU3UTOM «JIaTa» U «PETUCTPAIIMOHHBIN HOMEP TOKYMEHTa.

Hanuune 1aHHOTO peKBU3HTA UCKIIOYAET HEOOXOIUMOCTh YIIOMMHAHUS HOMEpa U JaThl
MOCTYMUBIIETO JIOKyMEHTa B TEKCTE NHCbMa, YTO OCBOOOXTAeT TEKCT OT CIPABOYHOM
uHpOpMaLIUH.

MecT0 cocTaBJeHUs WJIM U3TAHUS JOKYMEHTA.
Mecto COCTaBJICHUA (I/ISIIaHI/IH) AOKYMCHTa YKa3bIBaCTCA B AOKYMCHTAX,
W3rOTaBJIMBAEMBIX Ha OJIaHKaX KOHKPCTHBIX BUAOB JOKYMCHTOB.

Anxpecar.

AnpecaraMu JTOKyMEHTa MOTYT OBITh IOPUIMYECKHE JIMIA, HX CTPYKTypHBIE
NoJipa3/iesieHus ¥ T0JKHOCTHBIE JIUIA, a TaKkKe (PU3NYecKUe JINIa.

PexBM3UT «ajapecar» NMpoCTaBISETCs B BEpXHEH MpaBOW 4acTH JOKYMEHTa (Ha OJaHKe ¢
VIJIOBBIM  PAcCMONOXEHUEM PEKBU3WTOB) WJIM COpaBa TMOJ pPEKBU3UTaMU OiaHka (Tpu
IPOJOJILHOM  pacloJIOKEHUM  PEeKBM3UTOB  OnaHka). CTpOKM  pEeKBU3UTA  «aJapecar»
BBIPaBHUBAIOTCS 110 JIEBOMY KPar0 UM LIEHTPYIOTCSI OTHOCUTENBHO CaMOW JJIMHHOM CTPOKH.

Ecin  noxkymeHT azapecoBaH HOPHAWYECKOMY JIHMIy WIA €ro CTPYKTypHOMY
NoJpa3/ieieHnto 0e3 yKazaHus JOJDKHOCTHOIO JIMLA, MX HAaUMEHOBAHUS NPHUBOJATCS B UMe-
HUTEJILHOM MaJIEXKeE.

[Tpumepsr



1. MuuucrepcrBo o6pasoBanusi,
HAYKH M MOJIOJIEKH
Pecny0smmku Kpsim

2. MuHHCTEpPCTBO 00pa30BaHHuS,
HAYKH ¥ MoJioexu Pecny0mku
Kpbim
ynpaBJieHHe 0011ero ooOpa3zoBaHus

[ToutoBblli  agpec  yka3pIBaeTCs  IPU  HANpaBICHUH  JOKYMEHTa  pPa3OBbIM
KOPPECIOHIEHTAM.

Ecan noxymeHT ajpecoBaH PpyKOBOAUTENI0 IOPUIUUYECKOTO JIMIA WK €T0 3aMECTUTEIIO,
HAaVMEHOBAHHME FOPUJIMYECKOIO JIMIA BXOAUT B COCTAB HAMMEHOBAaHUs JOJDKHOCTH ajpecara,
KOTOpPOE MPUBOAMUTCS B AATCIBHOM MaJIEKeE.

[Ipumep —

PykoBoaurenio ®@exepajbHOro

apXMBHOI'0 AaT€HTCTBA

®avmina U.0.

Nuummansl craBaATcs mnocje (aMUJIMH HE3aBUCHUMO OT TOrO, KOMY aJpecoBaH
JOKYMCHT — JOJDKHOCTHOMY JIMIY WA (1)I/ISI/II-IGCKOMy.

IIpu agpecoBanuu nUcbMa PyKOBOJUTEIIO CTPYKTYPHOT'O TIOJpa3IelIeHUs YKa3bIBAaeTCA B
HMCHUTCIIBHOM IMAaACKE HAMMCHOBAHUC OpraHu3alliyd, HHXE - B JAaTCIbHOM IIaACKC
HalMEHOBAaHME JIOJUKHOCTH PYKOBOJAMTEINS, BKJIIOYAIOIIEe HAMMEHOBAHUE CTPYKTYPHOIO
nozipaszziesieHus, GpaMumInio, MHUIHAIIBI.

[Tpumep-

Munucrepcrso o0pazoBanmus,

HayKHu U MoJioae:xu Pecniydiimku Kpbim
HavaabHuky ynpasjeHusi 001mero o0pa3oBanus
®amunus U.0.

[Tepen dbamuneit JOMHKHOCTHOTO JIMIIA JAOMYCKAETCS YIOTPEOJISATh COKpAIICHUE «T-HY»
(rocrioAnHy), €CIH aapecaT My>KUMHa, UITH «T-3Ke» (TOCIMOKe), €CIH aJipecat KEeHIIUHA.

[Ipu pacchuike JOKYMEHTa TPYIIE OpPTaHHW3aIMii OJHOTO THUINA WIM B CTPYKTYPHBIC
MoJipa3JieNieHusl OJTHOM OpraHu3alliy, aJipecar yKa3bIBaeTcsi 0000IIEHHO.

B ogHOM nokyMeHTe He JOKHO OBITH OoJiee YETHIPEX aJIpecaToB.

[Ipu OGonplleM KOIUYECTBE aJpecaToB COCTABISIETCA CIHCOK (JIUCT, yKa3aTellb)
PacChUIKM JIOKYMEHTa, Ha KaXXJOM JIOKYMEHTE YKa3blBae€TCs OJWH ajpecaT WM ajapecar
odopmitsieTcss 00001IEHHO.

B cocraB pekBum3uTa «Anpecart» MOXKET BXOJUTH IIOYTOBBIA ajapec. DJIEMEHTHI
MOYTOBOTO aJipeca YKa3bIBAIOTCS B MOCIEI0BATEILHOCTH, YCTaHOBICHHOH [IpaBuiiaMu okazaHus
YCIYT TTOYTOBOM CBSI3H.

ITpumep -
Bcepoccuiickuid
HAY4HO-
HCCJIe10BATEIbCKUH
HHCTHUTYT
AOKYMEHTOBedeHHUs 1
apXHBHOIO JeJia
IIpodcoro3nasn yur.,
. 82,
MockBa, 117393



B cnydae ormpaBku JokyMeHTa (PU3UYECKOMY JUIYy YKA3bIBAIOTCS: (haMUIHsI, WHUIHAIIBI,
MIOYTOBBIN ajpec: (yuia, HOMEp oOMa U KBapTHPBI, HACEJICHHBIN IyHKT, paiioH, 00J1acTh (Kpai,
peciry0MKa), TOYTOBBIA HHJIEKC).

[Tpumep -
®amuausa U.0.

CanoBas yu., 1. 5, kB. 12,
r. JHCK, JHCKOi 00.1., 301264
[Ipu oTmpaBke MuchbMa MO AJIEKTPOHHOW IOYTE WM IO (aKCUMHIBHOU cBsizu (Oe3
JOCBUIKM TIO TI0YTE) TMOYTOBBIA ajpec He yKasbiBaeTcs. lIpu HEOOXOAMMOCTH MOXET OBITh
yKa3aH 3JICKTPOHHBIN aapec (Homep Tenedona/paxca).
ITpumep -

Bcepoccuiickuii Hay4Ho-
ncc1e0BATebCKHIl HHCTUTYT
JOKYMEHTOBE/JeHHUS U
apXMBHOIO J1eJ1a
mail@vniidad.ru

I'pu¢ yrBep:RIeHUs1 JOKYMEHTA.

I'pud yTBepXkAeHUS NPOCTABISIETCS HAa JOKYMEHTE B CIIy4ae €ro YTBEpXKIACHUS
JOJDKHOCTHBIM ~ JIMIIOM, pAacHOPSAAUTENbHBIM JOKYMEHTOM (IIPUKa30M, pPAacloOpsHKEHUEM,
PEIICHUEM).

I'pud yrBepkaeHus: pa3MeniaeTcs B MpaBoOM BEPXHEM YIJIy MEPBOTO JIMCTA JOKYMEHTA.
CTpoku peKkBHU3UTa BBIPAaBHHUBAIOTCS IO JIEBOMY Kpar0 WJIM LIEHTPYIOTCS OTHOCUTENIBHO CaMOM
JUIMHHOW CTPOKHU.

IIpu yTBEep)XIE€HMM NOKYMEHTa IOJKHOCTHBIM JIMLIOM T'pU( YTBEpP)KICHHS COCTOUT U3
cnoBa YTBEPXJAIO, nHanmeHOBaHUS JODKHOCTH JIMIA, YTBEP)KIAIOLIETO JOKYMEHT, €ro
HNOJNNCH, THULIUAJIOB, (DaMWINU U JaThl YTBEP K ICHHSL.

ITpumep -
YTBEPXIAIO
Jupexrop MBOY COLI Ne 1
IMoanucey U.0. ®amMuaus
JlaTa

[lpu yTBepKAEHUU JOKYMEHTAa pPACHOPSAUTENBHBIM JIOKYMEHTOM TpU( YTBEpKICHUS
cocrout u3 ciosa YTBEPXJIEH (YTBEPXXJIEHA, YTBEPXJEHBI unu YTBEPXIEHO),
COIVIACOBAaHHOTO C HAMMEHOBAaHMEM BHJA, YTBEPKIAEMOrO0 JOKYMEHTa, HaWMEHOBaHUS
pacrnopsiANTEILHOTO TOKYMEHTA B TBOPUTEIILHOM IaJIeXKe, €ro AaThl, HOMEpA.

ITpumepsl
1. (Tlopsamox) YTBEP/XK/JAEH
npukazom MBOY COIII Nel
5 anpeast 2021 r. Ne 82
2. (IpaBuia) YTBEPX/JEHBI

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


mailto:mail@vniidad.ru

3. (ITooxenue)
YTBEPXKXJIEHO
npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83

[Tpu npuHsATHH (PACCMOTPEHHHU) JOKYMEHTA KOJUIETMAJbHBIM OPraHOM 00pa30BaTeNIbHOU
OpraHu3alyy, peleHUst KOTOPOro (PUKCUPYIOTCS B IPOTOKOJIE, B rpu(e MPUHSATO (PaCCMOTPEHO)
YKa3bIBAa€TCS HAUMEHOBAHME OPraHa, PEIIEHUEM KOTOpPOro IPHUHAT JIOKYMEHT, JaTa U HOMEp
MPOTOKOJIA (B CKOOKAX).

YTBEPKAAIOIIET0 JOKYMEHTA B TBOPUTEIBHOM Ta/IEXKE, €ro JaThl, HOMEpa.

[Tpumepsl
3. (Ilopsaok) NPUHAT
eIarorn4ecCKuM cOBeToM
(mpoToxo. ot 15.08.2021 Ne 12)
4. (Ilpasuna) MPUHSATHI

Yupasiasilomum COBETOM
(mpoToxo. ot 15.06.2021 Ne 8)
3. (ITonoxenue)
MNPUHATO
001MM coOpaHueM padOTHUKOB
o0pa3oBaTeIbHOI OpraHu3anum
(mporoxou 15.06.2021 r. Ne 83)
3aroJiI0BOK K TEKCTY.
3aroJoBOK K TEKCTy BKIIOYAaeT B ceOsl KpaTKOe COAEp)KaHUE JOKYMEHTa, €r0 OCHOBHYIO
CMBICIIOBYIO Harpy3ky. 3arojioBok Qopmymnupyetcs ¢ mnpeaigorom «O» («O0») u oTBeyaeT Ha
BOIIPOC «O YeM?»:
e mpuKa3 (0 yeM?) 0 CO3/IaHUU ATTECTAIMOHHON KOMHUCCHH;
e mpuka3 (0 yeM?) 00 yTBEp)KJCHUU IITATHOI'O PAaCHMCaHUS;
e THCBHMO (0 yeM?) 0 MpeJOCTaBICHUH HH(OPMALIHH.
3aroJ0BOK COCTaBIISET UCHOJIHUTENb JOKYMEHTA. 3arojOBOK K TEKCTY OhopMIIseTcs
O]l PEKBH3UTaMH OJlaHKa CJieBa, OT TPAHMIBI JIEBOTO TMOJs. Eciam TeKCcT JOKyMeHTa He
IPEBBIIIACT YETHIPEX-TIATH CTPOK WK odopMileH Ha OnaHke ¢popmara AS, 3aroJIOBOK MOXKHO He
YKa3bIBaTh.
3aroJoBOK JOKYMEHTa 3allMChIBAETCSI MPU €ro PEerucTpalud B COOTBETCTBYIOIIHUE
perucTpalnoHHble (GOPMBI: KapTOUKYy, 6a3y JaHHBIX.

TekcT 1OKyMeHTA.

TekcT OKyMEHTa COCTaBISETCSI HAa PYCCKOM SI3bIKE KaK TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit ®@enepanuu. TekcT TOKyYMEHTa H3JIAraeTcs PYyCCKUM JIMTEPATypHBIM SI3BIKOM C
y4€TOM OCOOCHHOCTEH O(UIMAILHO-AEIOBOT0 CTHJIS, BUJAa JOKYMEHTa M €ro Ha3HayeHHs B
yIpaBieHUYeCKor aestenbHOCTH. ConepkaHue TOKYMEHTa JIOJDKHO OBITh HM3JI0KEHO KpaTKo,
JIOTUYHO, TOYHO U SICHO.

TexcThl JOKYMEHTOB M3J1araroTcs:

- OT l-ro nuua eIMHCTBEHHOrO 4ucia B JAOKYMEHTaX (IpPHUKa3, paclopsuKeHHE W T. I.)
pyKoBoAMTENSE 00pa30BaTeNIbHOM OpraHM3ally, JEHCTBYIONIEr0 Ha MPUHIUIIAX eJMHOHAYalus, a
TaKKe JOKYMEHTaX, aJpECOBAHHBIX PYKOBOJCTBY OPraHM3allMU: IIPUKA3bIBAI0... IOATOTOBUTH U
MPEJICTaBUTh HA PACCMOTPEHHUE; MTPOLITY PACCMOTPETH
BOIPOC 00 YCTAaHOBJICHUH JILTOTHBIX Tapu(OB...;

- 3-ro JMIa eIWHCTBEHHOTO YKCJia B JOKYMEHTaX KOJIJIETHaJbHBIX OPraHOB: KOMHUCCHS
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pelnia...; OpraHu3alus He CYMTAET BO3MOXKHBIM...;

- 1-ro nuIa MHOKECTBEHHOI'O YHUCJIA B COBMECTHBIX JOKYMEHTaX: IIPOCUM MPEACTaBUTh
JIQHHBIE O...; IIPEICTABIIIEM Ha PACCMOTPEHHUE U YTBEPXKICHHUE. .}

- 3-r0 JIMLIa MHO>KECTBEHHOI'O YMCJIa B MPOTOKOJIAX: CIYIIANIU, BBICTYIIHIIN, IOCTAHOBUIIY,
pELININ.

B noxkymeHTax, ycTaHaBIMBAIOIUX MpaBa M O0S3aHHOCTH OpraHU3allly, €€ CTPYKTYpPHBIX
nojapasesnieHuil (monokeHue, HHCTPYKIUS), a TaKXKe COAEPIKAIMX OMHCAHUE, OLEHKY (haKTOB
WIA BBIBOJBI (aKT, CIpaBKa), UCMOJb3yeTcs (opMa H3JI0KEHHsI TEKCTa OT TPEThEro Jnua
€IMHCTBEHHOTO WJIM MHOXKECTBEHHOTO YHCla («OTAEN OCYLIECTBISET (DYHKIMH», «B COCTaB
00BbEIMHEHUS BXOAST», «KKOMUCCHS YCTAHOBUJIIA).

B Tekcre noKyMeHTa, NOArOTOBJIEHHOTO HAa OCHOBAHMM 3aKOHOJATEIbHBIX, WHBIX
HOPMAaTUBHBIX IIPaBOBBIX AaKTOB, W3JaHHBIX OpPraHaMH BJIAacTH M YNPAaBICHUS, JOKYMEHTOB,
paHee M3JaHHBIX OPraHOM BJACTH — aBTOPOM JIOKYMEHTA, YKa3bIBa€TCSi HAaUMEHOBAHME BHJIA
JIOKYMEHTa, HAUMEHOBAaHUE OpraHa, M3/aBIIErO JOKYMEHT, AaTa IPHUHATHUS WU YTBEPKIACHUS
JIOKYMEHTA, €r0 PerucTPalMOHHbIII HOMEp, a TaKXKe 3arojoBOK K TEKCTY WM HalMEHOBaHUE
BHJIA IOKYMEHTA.

[Tpumepsl

«B cootBerctBuM c moctaHoBineHueMm IlpaButenbctBa ot 13.08.1997 No 1009 «O6
yrBepkaeHu [IpaBusli MOATOTOBKM HOPMATHMBHBIX IPABOBBIX AKTOB (eAepajbHBIX OpPraHOB
WCIIOJIHUTEJIbHON BJIACTU U UX FOCYJApPCTBEHHOM pErucTparun;

«B coorBerctBum ¢ IlosokeHHeM O TIOCTOSIHHO JICMCTBYIOLIEH  3KCIEPTHOM
KOMUCCHH YUPEKJEHUs, OPTraHU3aluu, NPEANPUITHS, YTBEPKIECHHBIM IpHKa3oM Pocapxusa ot
19.01.1995 Ne 2...».

Ecnm TekcT conepKUT HECKOJIBKO MOPYUYECHHUM, PEIICHUH, BBIBOJIOB, B TEKCTE BBIICISIOTCS
pazzienbl, MOAPa3Aeiibl, IyHKTbI, HOAIMYHKTHI.

B Texct gokymeHTa MOTYT BKJIIOYaThCs (parMeHThl, 0(DOpPMIICHHBIE B BHUE TAOJMIIBI WU
AHKETBHI.

CtpaHuIlbl TEKCTa HYMEPYIOTCS apaOCKUMU IudpaMu MOCEPEIUHE BEPXHETO MO,

B nmuceMax UCmonb3yroT cienyromnme GopMbl U3T0KEHUS:

e OT TMEPBOTO JIMIIA MHOXECTBEHHOTO YMCIa («IIPOCHM HAINpaBUTH», «HAIPaBIseM Ha

PacCMOTpPEHHEY);

e IIEPBOTO JIUIA €AUHCTBEHHOTO YHCIA («CUUTAI0 HEOOXOIUMBIMY, «ITPOIILY BBIACITUTHY);

e TpeThero Juma eauHcTBeHHOro umcna («OO He Bozpaxkaer», «OO cuurTaer

BO3MOJKHBIM»).

OTMeTKa 0 NPUJIOKEHUH.

OTMeTKa O MPHUIIOKEHUH CONEPXKUT CBEJCHUS O JOKYMEHTE (JIOKYMEHTax), MpUiiaraeMoM K
OCHOBHOMY TOKYMEHTY (B CONpPOBOTUTENBHBIX IMHChMaX, MPETEH3USAX, aKTaxX, CIpaBKax M
JIpyrux HMH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTax) WJIM O TOM, YTO JIOKYMEHT SBIISIETCS
NPUIIOKEHNEM K OCHOBHOMY JIOKYMEHTY (B TOKyMEHTAaX - MPUIOKEHUSIX K
pacropsaUTENbHBIM TOKYMEHTaM, MOJOKEHUSIM, ITPaBUIaM, HHCTPYKIIUSM, JOTOBOpaM, IJIaHaM,
oTYeTaM U Jp. TOKyMEHTaM).

B compoBoaMTENbHBIX NUCBMAaX M JPYrUX HH(GOPMAIIMOHHO-CIPABOYHBIX JTOKYMEHTaX
OTMETKa O MPWIOKEHUU O(GOpPMISeTCA MOJA TEKCTOM OT I'PaHUIIbl JEBOrO IMOJISA CIEIYHOLUM
obpazom:

- €CJIM IPUJIOKEHUE HAa3BaHO B TEKCTE:
ITpunoxenue: Ha 2 1. B 1 9K3.;

- €CJIIM IPUIOKCHHUE HC HA3BaHO B TCKCTC MU €CIU HpI/IJ'IO}KeHI/Iﬁ HECKOJIBKO, YKa3bIBarOT
Ha3BaHUs ﬂOKYMeHTOB-HpHHO)KeHHﬁ, KOJIMYCCTBO JIUCTOB MW  J3K3CMIUIAPOB  KaXJ0ro
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MPUIIOKECHUS:
[Tpunoxenue: 1. [lonoxxenne (Ha3BaHue) Ha S 1. B 1 9K3.
2. CrpaBka 0 KaJJpoBOM COCTaBe Ha 2 J1. B 1 7K3.;
- €CJIM MPUIJIOKEHHUEM SBIISIETCS 000COOICHHBIH 3IEKTPOHHBIA HOCUTENH (KOMITAKT- JHCK,
ush-dureni-HaKOMUTENb U Jp.):

- Ilpunoxenue:

CD B 1 3k3.

- eciu npwiIokeHue (TPUII0KEeHHs) COPOIIIOPOBAHBI:

IIpunoxenue:

otuet o pabore PUII B 2 3k3.

B pacnopsimuTensHBIX JOKyMeHTax (IpUKa3ax, paclopsLKEHHIX), TOTOBOPAX, MOJTO0KEHUSX,
paBWiiaX, UHCTPYKIUSAX U JIPYIHX JOKYMEHTaX OTMETKa O MPUIOKEHUH OQopMIIsieTcs
CJIEYIOIIUM 00pa3oM:

- B TEKCTE JIOKyMEHTa MpPU MEPBOM YIMOMHHAHUHU JOKYMEHTA-TIPUJIOKECHUS B CKOOKaxX
yKa3bIBaeTcs: ... (OpUIOXKEHWEe) WU ... (mpuiokeHue 1); mepen HOMEPOM MPUIIOKEHUS
JIOITYCKAeTCsl CTABUTh 3HAK HOMepa: ... (mpuioxenue Ne 2);

- Ha MepBOM JIUCTE TOKYMEHTA-TIPUIIOKEHHUS B TPABOM BEPXHEM YTy YKa3bIBACTCS:

Ipunoxenne Ne 2

k npukazy MBOY COII Ne
1

ot 15.08.2021 Ne 112.

CTpoKu peKBU3UTa BBIPABHUBAIOTCS 110 JIEBOMY KPar0 WM LIEHTPUPYIOTCSI OTHOCUTEIBHO
CaMOM JUIMHHOM CTPOKH.

Ecin npunoxeHueM K paclopsSAMTEIbHOMY JOKYMEHTY SBISETCSI HOPMAaTUBHBIN
IIPABOBOM AKT MJIM MHOW JOKYMEHT, YTBEPXKAAEMbIN TaHHBIM PACIOPSIUTENBHBIM JOKYMEHTOM,
Ha TICPBOM JIMCTC MPUIIOKCHHUA IPOCTABIACTCA OTMETKA O MNPUIOKCHHUN (663 CCBIJIKM Ha
pacropsaUTeNbHbI JOKYMEHT) W TpuU(d YTBEp)KICHHSA, B KOTOPOM YKa3bIBalOTCS JaHHBIE
pacnopsiIuTENIbHOr0 JOKyMEHTA, KOTOPLIM YTBEPKIAECH JOKYMEHT- IPUIIOKEHHUE.

ITpumep -
IIpunoxenne 1
YTBEPKJIEHO npuxa3s
MBOY COHLI Ne 1 ot
18.05.2021 Ne 67

I'pud¢ cornacoBanusi JOKymMeHTA.

[TpoekTbl MOATOTOBIEHHBIX JIOKYMEHTOB Tepel TMOAMHCAHHEM B psAlIe CIydaeB
COIVIACOBBIBAIOTCS C 3aWMHTEPECOBAHHBIMU YUPEKICHUAMHU, CTPYKTYPHBIMHU IIOIpA3IEICHUAMU,
OTJICTHbHBIMU JIOJKHOCTHBIMH JTUIIAMHU.

['pu cornmacoBaHus B 3aBUCHMOCTH OT BHJIa JOKYMEHTa U 0COOEHHOCTEN ero ohopMIIeHHs
MO>KET MPOCTABIATHCS:

- Ha MEepBOM JIMCTE€ JOKYMEHTa (ecild JOKYMEHT HMEeT THUTYJIbHBIH JIMCT, - Ha
TUTYIBHOM JIUCTE€) B JICBOM BEpPXHEM YIIy Ha YpOoBHE rpuda yTBepKICHHS HIU TOJ
HaMEHOBAaHHMEM JIOKYMEHTa OJIFKE K HIDKHEMY TTOJTIO);

- Ha IDOoCJICAHCM JIMCTC JOKYMCHTA IO TCKCTOM;

= Ha JUCTC COoriaaCcoBaHHA, ABIAOIICMCA HEOThEMIIEMON YaCThIO JAOKYMCHTA.

I'pud cormacoBanus gokymenta coctout u3 cioBa COI'JTACOBAHO, nomxHOCTH JHIIa, C
KOTOPbIM corjaCcoBaH AOKYMCHT (BK.HIO‘IEUI HauMCHOBAHUC OpI‘aHI/ISaHI/II/I), €ro
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COOCTBEHHOPYYHOH MOJMUCH, paciu(poBKA MOANUCH (MHULIMAIOB, (aMIJIMKM) M JaThl
COIIACOBaHUS.
IIpumep -

COT'JTACOBAHO

JupekTop (Ha3BaHWE OpTraHU3AIIIH )
(moamuce) N.0O. Gamunus

Jara

Ecnu coryiacoBanue oCyIECTBIISETCS KOJUIETHAIBHBIM OPraHOM, B IpU(E COINIacOBaHUS
yKa3bIBalOT CBEJCHUS 00 OpraHe, COIJIACOBAaBILEM JOKYMEHT, JaTeé M HOMEpE IPOTOKONIa, B
KOTOPOM 3a(MKCHUPOBAHO pELICHHE O corylacoBaHuu. Ecim corimacoBaHHe OCYIECTBIISAETCS
IIACBMOM, YKa3bIBAalOT BHJ JTOKYMEHTa, OPraHHM3alMI0 - aBTOpa JOKYMEHTa, JaTy U HOMeEp
IMChMa.

IIpumepsl

1 COTJIACOBAHO
YupasiasiloimuM cOBETOM

MBOY COHLI Nel

(mpoToKo. oT Ne_ )
2 COIJIACOBAHO

nucbMoM PocapxuBa

oT Ne

Bu3a corsiacoBanusi J0KyMeHTA.

Bu3el cormacoBaHusl JOKYMEHTa — PEKBU3HT JIOKYMEHTA, YKA3BIBAIONIUN Ha COTJIACHE WU
HEecorJiacue JOJDKHOCTHOTO JIMIa o0pa3oBaTeNbHOM OpraHH3allii C COJEp>KaHHEM IMPOEKTa
JIOKyMEHTA (J1ajiee — BU3a).

ITpumep
3aMecTuTeNb TUPEKTOpa 10 BOCIIUTATENbHON padoTe
JIngHas nmoanuch .. BanoBa
10.10.2023

OdopmiieHHass TakuM 00pa3oM BH3a O3HAYaeT COIVIACHE JOJDKHOCTHOTO JIMIA C
CoJlep’)KaHUEM JIOKYMEHTA.
[Tpu HanuuuM 3amMevdaHuil IO TOKYMEHTY BU3Y O(POPMIISIOT CIAEAYIOMINM 00pa3oMm:

3amedaHus IpuiiararoTcs
3aMecTUTENh TUPEKTOPa MO BOCMIUTATEIHLHOM padoTe
JInu"ag moamnuce N.N. UsanoBa

10.10.2023

JIoOKyMeHT BHM3UpYETCS HCIOJHUTEIEM W  3aMHTEPECOBAHHBIMU B  JOKYMEHTE
JOJIKHOCTHBIMHU JIMIIAMH, PYKOBOAUTEIEM 00pa30BaTeIbHON OpraHU3aIliH.

3ameuaHus JOJDKHBI OBITH MIPEICTABICHBI HA OTACIBLHOM JIUCTE, KOTOPBIA MOAMUCHIBAIOT,
JATUPYIOT U MPUIIAratoT K JOKYMEHTY.

B noxymeHTax, MOATMHHUKN KOTOPBIX XPaHSATCS B OpPraHU3allMd, BU3BI MPOCTABISAIOT HA
MOCNIEAHEM JIUCTE JOKYMEHTa IOJ MOJMHCHhIO, Ha O0OpOTE IMOCIETHEro JHMCTa MOATUHHUKA
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JIOKYMEHTA WX Ha JINCTE COIIaCOBaHMS (BU3UPOBAHU), IPUIIAra€MOM K JOKYMEHTY.
B ucxomdmux OKyMEHTax BH3bl IIPOCTABIAIOTCS Ha JK3EMIUIApax JIOKYMEHTOB,
IIOMEIAEMBIX B JIENO.

Hoamucek.

JIOJDKHOCTHBIE JUIIa TOJINHUCHIBAIOT JOKYMEHTHI B IIpeAesiax CBOMX IOJHOMOYUH,
OTpe/ICNIEHHBIX ~ YCTaBOM  00meoOpa3oBaTeNbHON  OpraHW3alid W JIOJDKHOCTHBIMHU
UHCTPYKLHUSMHU.

[Tonnuchk COCTOMT M3 HAUMEHOBAHMS JOKHOCTH JIMIA, KOTOPOE MOJIMHMCHIBAET JOKYMEHT
(mOMHOTO — eciaM JOKYMEHT HaleyaTaH He Ha OJaHKe, COKpAIIeHHOIO0 — Ha JOKYMEHTE,
HareyaTaHHOM Ha OJjaHKe), ero COOCTBEHHOPYYHOH IMOAIMMCH, WHUIHMAJIOB (MHULIUAI WMEHH),
dbaMuuu.

[Tpumepsr

He Ha 0JilaHKe:

JMupexrop MBOY COLI Ne 888 JInunasi moanuchL N.0. ®amunus
Ha 0JIaHKe

JAnpexTop JIM4YHasA NOANUCH N.0. Pamuans

HpI/I O(l)OpMJ'IeHI/II/I JAOKYMCHTA Ha OJIaHKe JOJDKHOCTHOI'O JIHIId JOJIPKHOCTB 3TOI'O JIMlla B
MMOAIMCHU HE YKA3bIBACTCA.

IIpumep JInunas noanuce N.0. ®amuiaus

B AOKYMEHTAX, COCTABJICHHBIX KOMI/ICCI/IGI\/'I, B IIOANIMCH YKa3bIBACTCA CTATYC JIMIIA B
COCTaB€ KOMUCCHH.

[Tpumep -

Ipeacepareas KOMHCCHE  [Jonmuch N.0. ®amuiaus

Haensr komuccnu IMoanuceh HN.0. Pamunansa
IMoanuceh HN.0. ®amunans
Ioanuck HN.0. ®amuiausa

B ciydae OTCYTCTBHUSI
PYKOBOJIUTENS MPHUKA30M ONpEAEIsIeTCs JIUIO, HUCIONHALIEE €ro O0sM3aHHOCTH, a TakKkKe
YIOJIHOMOYEHHOE TMOANUCHIBATh JOKYMEHTBI, MPH 3TOM HOANHMCH O(GOPMIIETCS C yKa3aHHEM
CTaTyca JOJKHOCTHOIO JINLA B COOTBETCTBUHU C NMPUKA30M (PacOpsKEHHEM).

[Tpumep -

H.o0. nupekTopa Hoanucek N.0. ®amuans
WIN:

Hcnonnsiromuii 0013aHHOCTH IMPEKTOpa IHogmuer  H.O.
damunius

[Ipu moanmucaHuu HOKYMEHTa JIUIIOM, UMEIOIIUMM MPaBO MOJANKUCH B Clly4ae BPEMEHHOI'O
OTCYTCTBHUSI PYKOBOAMTENS, HWCIpPABICHHWS B HAaWMEHOBAHHE JODKHOCTH M paciliu(poBKYy
dbamMuHuu ye OJrOTOBICHHOTO U COTJIACOBAHHOTO MPOEKTA JTIOKYMEHTA BHOCITCS OT PYKH WM
C UCIOJIB30BAHUEM COOTBETCTBYIOIIUX IITAMITOB.

He nomyckaercs cTaBUTh KOCYIO UEpTY, HAAMUCH «3a» Mepe]] HAMMEHOBAaHUEM JI0JKHOCTHU
JULA B MTOANKCH, €CIIU JOKYMEHT IOJAINUCHIBAET HHOE JTOJXKHOCTHOE JIUILIO.
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DJIeKTPOHHAA MOANHUCH.
OtMmeTka 00 3JEKTPOHHOM IOJIIUCH HCIOIB3YEeTCS MPHU BHU3YaTU3alUU SJICKTPOHHOTO
JIOKYMEHTA, MOJITMCAHHOTO JIEKTPOHHOH TOITUCHIO, C COOI0ICHUEM TPEOOBaHUI:
a) MECTO pa3MEIICHUS OTMETKH OO0 DJIGKTPOHHOH IOJIUCH JOJDKHBI COOTBETCTBOBATH
MECTY pa3MeIIeHUs] COOCTBEHHOPYYHOW MOJIUCH B AHAJOTUYHOM JIOKYMEHTE Ha OyMaKHOM
HOCHUTEJIE;
0) 2JEMEHTBI OTMETKM OO0 OJJIEKTPOHHON TMOAMWCH JOJDKHBI OBITh BHIUMBIMH U
YUTACMBIMH TIPYU OTOOPAKCHHUH JJOKYMEHTA B HATYPaJILHOM pa3Mepe;
B) JJIEMEHTBI OTMETKH 00 3JIEKTPOHHON MOMIMUCH HE JOJDKHBI TEPEKPBIBATHCS WIIH
HaKJIaIBIBATHCS IPYT HA JIpyTa;
T') 3JEMEHTHl OTMETKH 00 AJICKTPOHHOW IMOJANUCU HE JOJDKHBI MEPEKPHIBATH AJIEMEHTHI
TEKCTa JOKYMEHTA M JPYTHe OTMETKHU 00 3JICKTPOHHOM MOANMKMCH (TIPU HATHMYHUH ).
Otmerka 00 DJJICKTPOHHOW TOIMUCH | BKIOYaeT ¢pasy «JlokymMeHT moamucaH
3JICKTPOHHOU TOJIIUCHIO», HOMEP cepTU(HKATa KITH0Ya JICKTPOHHON MOIMUCH, (haMUIIHI0, UMS,
OTYECTBO BIIaJIeIbIa CepTU(UKATA, CPOK JCHCTBHSI CepTH(HUKATA KITF0YA AICKTPOHHON TOIITHCH.

[Ipumep
JupexTop JOKYMEHT IIOAIIUCAH A.B. UBanoB
3JIEKTPOHHOM MOJAIUCHIO
Cepruduxart lalllaaalllllllIII
Baanesen UBanoB AJiekceii bopucosuu
HeiicrButenen ¢ 01.01.2017 no 01.01.2022
ITeuartsn.

OTTHCK nedaTu 3aBepseT MOUIMHHOCTh MOAINMCH JIOJDKHOCTHOTO JIMLA Ha JOKYMEHTaX,
YIOCTOBEPSIOLIMX IPaBa JIL, (PUKCUPYIOMHUX (DAKTHI, CBA3aHHBIE ¢ (PMHAHCOBBIMHU CPEJICTBAMU,
a TaK)Ke Ha JOKYMEHTaX, IPEIOCTaBIsAEMBIX 3a MPEEbl OpraHu3aluu U NpeayCMaTpUBAOIIUX
3aBepeHue MOJJIMHHOCTU MNOJANUCU. BHyTpeHHHE HOKyMEHTHI (IpHKa3bl, MPOTOKOJIBI U T.1.)
[IeYaThIO HE 3aBEPSIOTCA.

[leyats mpocTaBisercs, HE 3axBaTbiBasg COOCTBEHHOPYYHOM MOJANUCH JIUIA, MOJMUCABIIETO
JIOKYMEHT, Ui B MecTe, 0003HaueHHOM «MID» («Mecto medatuy).

OTMmeTKa 00 HCIIOJIHUTEIE.
OTtMeTka 00 HCIOJTHUTENE BKIIOYAET B ce0s (aMUIINI0, WMS, OTYECTBO HCIOJHUTEIS
JIOKyMEHTa, HOMep ero TenedoHa.

OtrMmeTka 00 HWCHONHHUTENE MOXKET JOTONHATHCI HAMMEHOBAHHEM JIOJDKHOCTH,
CTPYKTYPHOTO TIOJIpa3/IeTICHUs U AJIEKTPOHHBIM aJpeCOM UCITOJTHUTEIIA.

OtmeTrka 00 wucnonHutenae odopmisgeTcs Ha JHIEBOW CTOPOHE TOCIEAHEro JUCTa
JIOKYMEHTA OT TPAHUIIBI JIEBOTO TOJISI MW, TP OTCYTCTBHU MECTa, - HA OOOPOTHOM CTOPOHE
BHU3Y CJIEBA.

[Tpumep -

3a0equn UBan AnapeeBny,

KonTposabHoe ynpasiieHue, Be1yuuii criennuaamncT,
+7(978) 924-45-67, Zabelin@gov.ru

OTMeTka 00 HCTIONHUTENIE MOXKET 0(QOPMIIATHCS KaK HIDKHUIM KOJIOHTUTYIN M IeYaTaTbCs
mpu¢TOM MEHBIIIETO pa3Mepa.

OTM™MeTKA 0 3aBepeHUN KO H.
O6pa3013aTeana51 opraHu3anusa MOXKCET 3aBCPATh KOIHMU TOJIBKO TEX JOKYMCHTOB,
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KOTOpbIE CO3JAIOTCS B HEW, a Takke B CIy4asx, MPEeIyCMOTPEHHbIX B ab3ale BTOPOM
HACTOALIEro MyHKTa. Komus HOKyMEHTa M3rOTaBIMBACTCS U BBIAAETCSA TOJBKO C Pa3pelICHUs
PYKOBOJMTEIN  OpraHu3alud, €ro 3aMeCcTUTE]ICd WJIM PYKOBOIMTENS CTPYKTYPHOTO
NOpa3CIICHNU.

B crmydae mOArOTOBKM JOKYMEHTOB JUIS NPEIOCTAaBICHHUS CyIEOHBIM OpraHam, Mpu
pELICHUH BOIPOCOB IO NMPHUHATHIO JIMIl HAa paboTy, 0OydyeHue, yA0CTOBEPEHUS UX TPYAOBBIX U
JPYruX MpaB BO B3aMMOOTHOIICHUSX C YUPEXKICHHEM, a TAKXKe MPU (POPMHUPOBAHUH JIMUHBIX JETT
pabOTHUKOB 001Ie00pa3oBaTebHas OpraHU3allds MOXKET W3rOTaBIMBATh KOIUHM JOKYMEHTOB,
BBIJITAHHBIX JPYTUMH YUPEKACHUAMH (KOIMH JJOKYMEHTOB 00 00pa30oBaHUU H Jp.).

IIpu BBIAAYE KOMMM JOKYMEHT BOCIIPOM3BOAUTCS IMOJHOCTHIO (OJaHK 0Opa3oBaTesbHON
OpraHu3aluy, HOMED, JaTa, COAEPKaHUE U T. 1.).

B npasom BepxHeMm yriiy xonuu numercs cioBo «Komwms». IIpu Beimade konuu ¢ KOmuu
cienyer nucath «Konus ¢ Konmumy.

Ecin xomus nusi BHYTPEHHErO IIOJIB30BAHMs, TO Ul 3aBEPEHMsI HIKE PEKBHU3UTA
«[Toamuce» NpOCTABIAOT 3aBEPUTEIIBHYIO0 HAAIUCh: «BepHO»; TOJKHOCTD JIMIA, 3aBEPSIOLIETO
KOIHIO; JIMYHYIO MOJITUCH; paclIu(pPOBKY MOJMUCH (MHULIUAIBI, (PaMIIINIO); 1aTy 3aBEPEHUS.

[Tpumep -

Bepno
Cexperaps/CnenuanmucT no Kagpam
JInyHas NoANuCH B.B. UBanoBa

10.10.2023

Ecan xomusa BwlgaeTcs Juisi OPENCTaBICHHUS B APYTyHO OpPraHU3alMIi0, TO OTMETKa O
3aBEpPEHUU KOIUHU JIOTIOJHIETCS HAJIMCBhI0 O MECTE€ XPaHEHUs JOKYMEHTa, ¢ KOTOpOro Oblia
M3TOTOBJIEHA KOMUS, M 3aBEPSAETCS MeYaThI0 OPraHU3alUU.

[Tpumep -
[Hopnmuunuk nokymenta Haxoautcess B MBOY Illkona Ne 3 B nene Ne 12-kx 3a 2022 rog.
st mpocTaBieHrss OTMETKH O 3aBEPEHUM KOITHH MOYET UCIIOJIH30BaTHCS MITAMII.

OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA.

OTMeTKa O MOCTYIUIEHUHM JIOKYMEHTa CIY)KHMT JUI MOJITBEPXKAEHUS (akTa MOCTYIICHHS
JIOKYMEHTa B OpPraHU3aLMI0 W BKJIIOYAET ATy NOCTYIUIEHUS M BXOJAIIMN PEruCTPALlMOHHBIN
HOMep JokyMeHTa. Ilpu Heo0XoAMMOCTH OTMETKa O MOCTYIJICHMH MOXKET JIOTOJIHATHCS
yKa3aHWEM BPEMEHH MOCTYIJICHHUS B YacaX U MUHYTax M Ccliocoda I0CTaBKU JOKYMEHTA.

OTMmeTKa 0 NOCTYIUIEHNN JOKYMEHTA MOXKET ITPOCTABIIATHCS C MOMOILIBIO HITAMIIA.

Pe3omronusn.

Pe3omromust copepkut ykazaHue 1o MCIOTHEHHUIO TOKyMeHTa. Pe3omronus opopmiisercs Ha
cBOOOAHOM MecTe pabodero mojs JOKYMEHTa, Ha ONaHKE pE3ONIONHH WM BHOCHUTCS
HEIMOCPEICTBEHHO B CHCTEMY AJIEKTPOHHOTO JIOKYMEHTO000POTA.

Pe3omronus BkIItOUaeT: pamMiinio, MHUITUAIB] UCTIOTHUTENS (MCIIOTHUTENIEH ), TOpyUeHUE 110
JTIOKYMEHTY, TP HEOOXOUMOCTH - CPOK MCTIOTHEHUS, TTONKUCH JIUIA, BEIHECIIETO PE30TIOIHUIO,
JIaTy PE30JIOLNH.

Pe3omrorust, kak mpaBWIIO, MUIMIETCS OT PYKH PYKOBOJWTEIEM HA TOJIMHHHUKE TOKYMEHTA
Ha CBOOOJHOM OT TEKCTa MECTE.

[Tpumep -

davmana U.0.

IIpoury moaroroButh npeasoxkenus k 10.11.2021.
IMoanuck
Jara
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OTMmeTKa 0 KOHTpOJIE.

OTMeTKa O KOHTpOJIE CBUJETEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
MPOCTABIISIETCS LITAMIIOM HJIM TPOU3BOAMUTCS 3amuch OT pyku «KOHTpOJb» Ha BEpXHEM IOJe
JIOKYMEHTA.

KonTposmto nojuiexar Bce 3aperucTpupoOBaHHbIe JOKYMEHTHI, TPEOYIOINe UCIIOIHEHUS.

CpOKI/I HCIIOJIHCHUA JOKYMCHTA YCTAHABJIMBAOTCA B COOTBCTCTBHU CO CpOKaMu,
0003HaYeHHBIMU 3aKOHOJIATEJILCTBOM, OpraHU3aluel, HallpaBUBIICH MOpyYeHUE WU MPOChOy,
paclopsiANTEILHBIM JOKYMEHTOM WM PE30JIONUEH  PYKOBOJIUTENST  00pa3oBaTeIbHON
OpraHH3aIiH.

Cpoxk mpocTaBinsieTcs B (popMe JaThl 3aBEPIICHUS UCTIOTHEHHUSL.

OtMmeTKa 0 HanpaBJ¢HUU JOKYMEHTA B JA€J10.

OTMeTKa 0 HaIllpaBJICHUU JOKYMCHTA B JCJIO OIIPCACIIACT MECTO XPaHCHHUA NOKYMCHTA ITOCJIC
3aBCPUICHUA pa6OTI)I C HHM U BKJIIOYaET: cioBa «B ACJI0», MHACKC A€jia 110 HOMCHKIIATypEC A€, B
KOTOpPOC IIOMCHIACTCA HJOKYMCHT Ha XpaHCHHUC, C YKa3daHHuEM TIoJa, MOOJZKHOCTH JIMIaA,
Oq)OpMI/IBHIGFO OTMCTKY, IIOAIIMCH, JATHhI.

IIpumep -

B nesio Ne 01-18 3a 2020 r.

Cexperapsb

IMoanucek dara

OTMeTKa O HampaBJIEHUH JOKYMEHTa B JIEJI0 MOXKET JIOMOJIHATHCS KPAaTKUMHU CBEJIECHUSIMH O
XapakTepe UCIOJHEHUs TOKYMEHTA.

4.Tpe603aﬂvm K COCTABJICHHI0O HEKOTOPLIX BUAOB TOKYMECHTOB.

IIpukas.

[Ipuka3 - mpaBOBOM JIOKAJIbHBIA HOPMATHUBHBIM aKT, KOTOPBIA M3JAETCS E€AUHOJIMYHO
pyKoBoAuTENeM 00pa30BaTEbHONW OpraHW3allid M YAOCTOBEPSET pEIIeHUsS OpraHU3alMOHHO-
pacropsIANTEIILHOTO XapaKkTepa.

[Ipuka3pl H37alOTCA IO OCHOBHBIM BONpPOCAaM JAESATENbHOCTH, aJMUHUCTPATUBHO-
XO3UCTBEHHBIM BOIPOCAaM M KaJpOBBIM BOMpocaM (JIMYHOMY COCTaBy) OOpa3oBaTelbHOMN
OpraHu3aIiu.

[Ipukaz moAMHMCHIBa€TCSI B COOTBETCTBHM C TPeOOBAaHUSAMH, YKa3aHHBIMH B
Pexomennanuu.

[Tocne moamucaHusi MpUKa3a W3MEHEHHWS W/WIM JOTOJHEHUS B HETO BHOCSTCS ITyTEM
U3JIaHUS] HOBOT'O MIPHUKa3a O BHECEHUU U3MEHEHHUH U/UITU TOTIOTHEHUA.

[Ipuka3, kak mnpaBuiio, odopmisieTcs Ha OJlaHKe 00pa30BaTENbHOW OpraHU3allid B
MeYaTHOM BHJIE.

[Ipuka3 nMeeT crneayromiue PeKBU3UTHI: HANMEHOBAHUE 00Pa30BaTEIFHON OpraHU3aIuN
COIIaCHO YycTaBy; HauMeHoBaHue Buaa pgokymeHta (ITPMKA3), npara, Homep, Mecro
COCTaBJICHHSI, 3aTr0JIOBOK K TEKCTY, TEKCT, HAMMEHOBAHHE JTOJDKHOCTH, TIOJIIUCH JIOJDKHOCTHOTO
nuna (MHUIUANbI, (paMuITus), BU3bl COTJIACOBAHHUS, 03HAKOMIICHHS.

JlaToif mpukasa (pacropspKeHHs) SBIsETCA aara ero moamucaHus. Jlata odopmisercs
U(GPOBBIM CIIOCOOOM; HOMEpP COCTOHWT W3 3Haka «No» W TOPSAKOBOTO HOMEpa MpHKasza: OT
00.00.0000 Ne 000.

ConeprkaHue mpuKaza KpaTko U3JIaraeTcsi B 3aroj0BKe, KOTOPbIA HAUMHAETCS C MpeJjiora
«O» ¥ cocTaBIsIETCsl C MOMOIIBIO OTTIAroJIbHOTO CYIIECTBUTENBHOTO («O0 yTBEpKAeHHH...», «O
CO3/IaHHH...») WU CYIIECTBUTENHLHOTO («O0 UTorax...»).

B mpukazax TekcT u3naraeTcsi OT epBOTo JIMLA €AMHCTBEHHOTO Yncia («IIPUKa3bIBAIOY).
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Bo Bpems o03HakOMJIEHMsI C IpPHUKa30M YKa3aHHbIMH B HEM JIMIAMU Ha IEPBOM
9K3EMILIApE MPUKa3a MPOCTABISAIOTCA MOANUCH C YKa3aHHEM JaThl 03HAKOMJICHUS.

Homepa crpaHuly npocTaBisitOTCS IOCEPEAMHE BEPXHErO IOJSA JIMCTa HauuHas Co
BTOPOTO JIUCTA.

[Ipukasbl HyMepyIOTCs B IOPAJKE UX U3/IaHUS B Mpeeiax KajleHIapHOIo roja; MpUKasbl
[0 OCHOBHOMW JESATENLHOCTH U MO KaJIPOBBIM BOMpPOCAaM (JMYHOTO COCTAaBa) UMEIOT OTIEIbHYIO
NOPSAKOBYIO HyMEpalHuIo.

[Ipu Hymepanuy npuKa3oB JI0MYCKAEeTCs UCIOJIb30BAHUE JOTIOJHUTEIbHBIX OYKB.

[Tpumep:
K- kagpsr;
JI - TMYHBIH COCTAaB;
O- ocHOBHAaA 1eSITEJIbHOCTD;
Y — obyuarommecs.

[Ipuka3 BCcTynaer B CHIIy C MOMEHTA €T0 MOANKUCAHHS PYKOBOAUTEIEM 00pa30BaTeIbHOM
OpraHHU3aIiy, eCIM B TEKCTE HE YKa3aHO APYToro CpokKa.

[Tpuka3sel peructpupyrorcs B KHUTe/)KypHAJe perucTpaiuy MPUKa3oB (
npunodicenue 2).

[Mpukassr  ¢opmupyrorcs B Jlemo omuH pa3 B kBapran.  KHura/xypHan
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIUISETCS MOAMKUCHI0 PYKOBOIUTENS M MEYAThIO
obpasoBaTenbHOM opranu3anuu (nmpuiokenue 1). B konme kajgenaapuoro roqa Jleno ( He Oonee
250 nuctoB) odopmiisiercs B cooTBeTcTBUU ¢ [lonoxennem 06 apxuse.

IIpuxa3bl 10 OCHOBHOM 1eATEJIbHOCTH.

TexkcT mpukasza 1Mo BOIpOocaM OCHOBHOW AESTENbHOCTH 00pa3oBaTENIbHON OpraHU3aluu
COCTOUT M3 JIBYX YacTel - KOHCTaTupyrouien (mpeamOysibl) U pacropsAUTEIbHOM.

B koHCTaTHpyromen 4acTu OTpa)KaroTCs LENW M 3aJayd NPEANUChIBAEMbIX JICHCTBUM,
NPUYMHBI W3/IaHUS TpUKa3a, JAE€TCs CChUIKA Ha JOKYMEHT, MOCITYKUBIIMM OCHOBAHHMEM s
MOJArOTOBKU TpHKa3a. YKa3aHHAs 4acTb MOXKET HauMHaThcs co cioB «Bo ucnonnenwue...», «C
LeNbl0...» W ToMy mnojob6Hoe. Ecim f[OKyMeHT wu3gaercs Ha OCHOBAaHMU JIPYroro
PacIopsIAUTEIBHOIO IOKYMEHTA, B KOHCTaTUPYIOLIEH YaCTH yKa3bIBAECTCs HA3BAHHE
BUJA 3TOT0 JAOKyMEHTa, ero aBTop (Munucrepcrso, CoBET MUHHUCTPOB U JIp.), AaTa, HOMEpP U
3arosoBoK. To4yka B KOHIIE KOHCTATUPYIOLIEH YaCTH HE CTABUTCS.

PacniopsnurenbHas yacth npukasa HauumHaercs co cinoBa I[IPMKA3BIBAIO, xotopoe
nevyaTaeTcsl C HOBOM CTPOKU OOJBITMMU OyKBamMu 0€3 OTCTYIIJICHUS OT JIEBOTO TOJISI M KaBBIUEK,
IIOCJIE YETO CTABUTCS IBOECTOUHME.

PacniopsimutenbHas 4acTh JI@IMTCS Ha MYHKTHl U MOJIMYHKTBI, KOTOPbIE HYMEPYIOTCS
apabckumu 1uppamu. B KaxaoM MyHKTE JOKHBI ObITh YKa3aHbI MCIIOJHUTENH, KOHKPETHBIE
3ajaHus (MOpy4YeHUs) U CPOKHM HMX BBIMNOJHEHHUA. VcnmomHuTenn MOryT OBbITh Ha3BaHBI TaKxkKe
0000IIEHHO: «PYKOBOAMUTEISIM METOJMUYECKUX OOBEAMHEHHI», «3aMECTUTENSAM IHPEKTOpay.
IIpym 3TOM, Kak NpaBWJIO, HE NPUMEHSETCS HAMMCAaHWE HEKOHKPETHBIX MOPYYEHHU, KOTOpPbIE
COJIEp)KAT CIIOBA: «YCKOPUTHY», «YIY4IIUTH», «AKTUBU3UPOBATH», «OOpAaTUTh BHUMAaHHEY,
«COBEPILIEHCTBOBATHY, KIPOAOIIKUTHY» U T.II.

OtnenpHble 3amaHUs (HAIpUMEp, 3a/laHus, CoAepXkaliue MHUQPPOBbIE TaHHBIE) MOTYT
0QOpMIISITbCS B BUE MPUIIOKEHHS K IPUKA3Y CO CCHUIKON Ha HUX B COOTBETCTBYIOIIMX MYHKTAX
nprKa3a u 0opOpMIISIOTCS COTIACHO TaHHBIM PeKoMeHIaIusIM.

Crpanuupl npuKa3a v NpUI0KEHU HYMEPYIOTCS KaK €IMHBIA TOKYMEHT.

Ecnu npuka3oM OTMEHsIETCs IPEABIAYIIUN PACIOPSAUTEIBHBIA JOKYMEHT, B PACIIOPAIUTEILHON
YaCTH YKa3bIBa€TCS IyHKT, KOTOPBIM AOJDKEH HAauMHAThCA cO cioB: «lIpu3Hate yrpatuBIIMM
CUILY...».

W3meHnenus, BHOCUMBIE B MpHKa3, O(QOPMIISIOTCS OTIECIbHBIM IPUKA30M, KOTOPBII

JOJKEH MUMETh TaKOW 3aroyioBoK: «O BHECEHWW U3MEHEHUH W/WIIM JOMONHEHUN B MPHUKA3 ...» C
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yKa3aHWEM JaThl, HOMEpA, 3aroJIOBKa PACIOPSIUTEIHHOTO JOKYMEHTa, B KOTOPBIA BHOCATCS
u3MeHeHus. PacnopsautenbHas 4acTh IpHKa3a HAUUHAETCS C TAKOTO MYyHKTA!

1. BHecTu u3aMeHeHus B IPUKA3...

Jlanee OTAENbHBIMH MOAMYHKTaMU (OPMYIUPYIOTCSA U3MEHEHHUS B PACIOPSAUTEIbHBIN
JIOKYMEHT.

[Tpumep -

1) MYHKT 2 U3JI0KUTH B CIEAYIONICH pelaKiny;

2) MyHKT 3 MCKIIOYUT;

3) a63am BTOpOIi MyHKTa 4 TOTONHUTE CIOBAM. ..

Ecnu u3mMeHeHus B pacropsIUTEIbHBIN JTOKYMEHT O0(QOPMIISIOTCS Ha OTIEIHHOM JIUCTE
(JtucTax), B MepBOM IIYHKTE PACIOPSIUTEIHHON YaCTH PHUKa3a YKa3bIBACTCA:

1. Buectn nu3MeHenus B...
[Tocneanuii MyHKT pacHOpPAIUTENBHON YacTh B CiIy4ae HEOOXOAMMOCTH MOXKET COAEpXKaTb
pelIeHHe O BO3JIOKEHUW Ha JODKHOCTHOE JHUIO0 (PYHKIHMHA 1O KOHTPOIIO 33 HCIIOJIHCHHUEM
pHKa3a.

IIpuka3pl Mo KAAPOBBLIM BONPOCAM.

[Ipuka3pl MO KaApoOBBIM BoOMpocaM (JIMYHOMY COCTaBy) OQOpPMISIOTCS Kak B
yauduimpoBanHoii ¢popme (Iloctanosnenue ['ockomcrata P® ot 05.01.2004 Ne 1 «O6
YTBEPXKACHUH YHU(DUIIMPOBAHHBIX (OPM MEPBUYHON yUETHOW JTOKYMEHTAILIUHU 10 YYETY TPYy/Aa U
€ro OIJIaThl»), TaK U B TEKCTOBOI.

JlaHHBIN BU IPUKA30B OPOPMIISICTCS B BUJIE WHIUBHIYAIBHOTO WIIA CBOIHOTO.

B uHauBuayanbHOM MpHKaze colaepkutcs uHpopmanus 00 OJHOM pabOTHHKE;, B
CBOJTHOM - O HECKOJIbKHX, HE3aBHCHMO OT TOTO, KaKHE YIPABICHYECKHE DPELICHHS MO0 HUM
NpPUHUMAIOTCS (TIpUeM Ha paboTy, Ha3HAYeHHE Ha JIOJKHOCTb, TIEPEBO Ha APYTYIO JTOJKHOCTh
(paboTy), yBOJIBHEHHE H JIP.).

CopepxaHne MHAWBHUIYaTbHOTO MpPHUKa3a MO KaapOBBIM BOMpocaM (JIMYHOTO COCTaBa)
KpaTKO M3J1araercss B 3aroJioBKe, KOTOPBIA HaumHaercss ¢ mpemiora «O» M COCTaBISIETCS C
MOMOIIbI0  OTIJIATOJBHOTO CyIlecTBUTENbHOTO: «O Ha3HaueHuu...», «O mnpuHATHH...». B
CBOJIHBIX IPHKa3aX MOXET MPUMEHSTHCS 000OIIEHHBINH 3aroyioBok: «O KaapOBBIX BOMPOCAX),
«O TUYHOM cOCTaBey.

B Tekcre mpukaza 1O KaapoBHIM BoOMpocaM (JIMYHOMY COCTaBy), Kak IpaBHIIO,
KOHCTaTHPYIOIIasl YaCTh HE OTMEUYAETCS.

PacnopsimuTensHas dYacTh TpHKa3a HAYMHAETCsA, KaK MPaBWiIO, C TJlaroia B
HeonpeneneHHoii Qopme: «llpunsare», «Haznauutey», «llepeBectn», «OOBIBUTH» U TOMY
o00HOE.

Jlanee yka3bIBaroTCs (aMIIns, UMs, OTYECTBO (MPU HAIUYUH) pabOTHHKA, HA KOTOPOTO
pacripocTpaHsieTcs IeicTBHe MpHKas3a, U TeKCT MpHKa3a. B cBomHOM mpuKkaze (amuiuy JII B
mpeJienax MyHKTOB Pa3MeNalTes Mo anaBury.

B mpukase o Ha3HaYeHNN WM YBOJIbHEHHH Pa0OTHUKA YKa3bIBACTCS MOJTHAS aTa (YMCIIo,
Mecsl, Toa) (haKTHUECKOTO BbIXOAa paboOTHHKAa Ha paboTy (MpeKpamieHus TPYAOBBIX
OTHOIIIEHHIA), pa3MePhI €ro JTOJDKHOCTHOTO OKJIa/Ia COTJIACHO IITATHOMY PAaCIUCAHUIO.

B cBogHOM mpuKa3e mo KagpoBbIM BOMpPOcaM (JTMYHOMY COCTaBY) B PaCHOPSIUTEIbHYIO
9acTh BKIIOYAETCS MHPOPMAIKs, KOTOpask pa3MemaeTcss B TaKO MOCIIeI0BaTeIbHOCTH: TIPUEM
Ha palboTy, epeBo/i, yBOJIbHEHHE.

B kaxxaoM myHKTe mpHKa3za Mo KaJpoBbIM BOIpOcaM (JMYHOMY COCTaBY) YKa3bIBAeTCS
OCHOBaHHWE OTHOCHTEIBHO €ro u3JaHus (3asBieHHe paOOTHHWKA, TPYIAOBOW JOTOBOP
(cornamieHue), TOKIaJHAas 3amlucKa, MPECTaBlI€HUE, XOAAaTaliCTBO, PEIICHUE aTTECTAllMOHHOM
KOMHCCUU 00111e00pa30BaTeIbHON OPraHU3aIiK) U T.1.

Pacnopsiskenue.
Pacnopsixenue - pacopsiAMTENbHBIN JTOKAIBHBIN HOPMATUBHBIN MTPABOBOM aKT, KOTOPBIA
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U3JIaeTCS  PYKOBOISIIMM  paOOTHUKOM  0Opa3oBaTeNbHOW  OpraHm3anuu  (Hampumep,
3aMECTUTENIEM PYKOBOAMTENS, PYKOBOJIUTENIEM CTPYKTYPHOTO MOJpa3AeNeHus) MO BOIpPOCaM
UH(POPMALIMOHHO-METOIUYECKOT0, aJIMHUHHUCTPATUBHO-XO3IUCTBEHHOTO M OPTaHU3aI[MOHHOTO
XapaxkTepa, BXOJALUIMM B €r0 KOMIIETEHIIUIO.
PacnopspxenreM opOpMIISIOTCS] BOMPOCH! KPATKOCPOYHOT'O OJJTHOPA30BOTO XapaKTepa.
PacniopsikeHHs1 COCTaBIIAIOTCS aHAIOTMYHO MpHUKa3aM (B EYaTHOM BapUaHTE) MOXKHO 0e3
cinoBa «[IPUKA3BIBAIO».

KoHcratupyronjasi 4acTe TEKCTa B PACHOPSDKEHMSX OTIEISACTCS OT PacHopsaAuTEIbHOU
gyactu cinoBamu: <«IIPEJJJIATAIO», «PEKOMEHAYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXOAVMbBbIM».

Pacniopspkenust  peructpupyiorcsi B KHure/’KypHaje peructpauuu pacrnopsiKeHUR
(npunosrcenue 2). Kuura/sKkypHana TIPOHYMEPOBBIBACTCS, IMPOIIHYPOBBIBACTCS, CKPEILISETCS
NOJANUCBI0O PYKOBOAMTENS U IeuaTblo 00pa3oBaTelIbHOM opraHu3zauuu. PacnopsbkeHus
dbopmupyrorcs B Jleno oaun pas B KBapTai. B xoHIe kanenaapHoro rona Jleno (ue
6osee 250 nuctoB) odopmiisercs B cooTBeTcTBUM ¢ [lonoxxeHnem 06 apxuse.

IIporoxoJ.

[Ipouieccyl mpUMEHEHUs YIPaBICHYECKUX PEIIeHUN 00pa30BaTeIbHONW OpraHu3auei u
CaMM pelIeHUs] JOKYMEHTHUPYIOTCS C MOMOIIBIO IPOTOKOJOB KOH(EpEeHINH, Meaarornaeckux
COBETOB, KOMUCCHUH U TIP.

B npoTokonax 3acenaHuii KOJUIETHAIBHBIX U COBEILATENbHBIX OPIaHOB TEKCT U3JIaraeTcs
OT TpPEeThero JIMa EOUHCTBEHHOro 4uHcia («IIeJaroruyeckKuii COBET... IIOCTAHOBIISETY,
«coOpaHue... Pemuiaoy).

IIpoTokos cocTaBisseTcss Ha OCHOBAHMM 3alMCEH, CIEJIAaHHBIX HENOCPEACTBEHHO BO
BpeMsl 3acelaHM, MPEICTaBICHHbIX TEKCTOB U TE3MCOB JOKJIAJOB U BBICTYIUJICHHM, CIIPaBOK,
IIPOEKTOB PELICHU.

[IpoToK0JI MOKET COCTaBIATHCS KaK B PYKOIIMCHOM, TaK U B leyaTHOU (opme.

Jlatoli mpoTokosia  SABISETCA  Aara  NpOBEACHMs 3acedaHus. Ecinm  3acenaHue
IPOJOKANIOCh HECKOJBKO JHEH, TO uYepe3 TUPE YKa3blBAalOTCSA IEPBBIM M TOCIEIHUN JEHb
3aceaHusl.

Homep mnpoTokona mA0mKeH COOTBETCTBOBAaTh MOPSAJKOBOMY HOMEPY 3aceJaHHus.
Hymepanus npoTokosIoB BeeTCsl B Ipeenax KaJIeHJapHOTO rojla OTAEIbHO 0 KaXI0H rpyme
IIPOTOKOJIOB 3aCEJaHUsl COOTBETCTBYIOLIETO KOJUIETHAIBHOIO OpraHa.

B pexBusure «MecTo 3acelaHUsA» YKa3bIBa€TCS HA3BAaHUE HACEICHHOIO IIYHKTa, B
KOTOPOM COCTOSUIOCH 3aCE/IaHHueE.

3aroJoBOK K TEKCTY HPOTOKOJIa JOJDKEH OTOOpakaTh BUJ 3acelaHus (COBEIIaHue,
cobpanue, KoH(pEpeHIMs W T.M.) WIA KOJUIETHAIHHOW JEATeTbHOCTH (KOMHCCHS, COBET,
coOpanue, paboyast rpymnmna u T.I1.) ¥ BKJIIOYaTh Ha3BaHUE BUJIA JIOKYMEHTA.

TekcT mpoTOKOoJIa COCTOUT U3 BBOJAHOW M OCHOBHOM YacTeEH.

BBoxHas wacte cogepxur mnoctosHHylo wuHpopmanuio (cmoa IIPEJICEJIATEJID,
CEKPETAPD, [IPUCYTCTBOBAJIN) u nepemennyoo (damunus, MHUIHAIBI MpeaceaaTes,
CeKperaps M  TNPUCYTCTBYyIOHMX). IIpy  HEOOXOIMMOCTH  yKa3bIBAIOTCS  JOJDKHOCTH
INPUCYTCTBYIOIIMX, @ TaKKe WHUIHUAIbI, (aMUINM JOJDKHOCTH JIUI, MPHUIJIAIIEHHBIX Ha
cosemtanue. [Ipu xonmuuecTBe ydyacTHHKOB Oosee 10 cocTaBisieTcsi COUCOK MPHUCYTCTBYIOIIUX,
KOTOpBIH MpHIaraercs K NpoTOKOIYy.

Ecimu mporokon odopmusiercss B medatHoit ¢opme, 1o crnoBa I[IPEJICEJATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIN neyaTatroT OT HYJIEBOTO MOJOKEHUS TaOyIsATOpa, OT 2-TO
MOJIOKEHUS TalyIsITOpa CTaBUTCA TUPE, WHUIMANBI M (aMIIUA MUIIYT B HWMEHUTEIHHOM
nagexe. GaMunuu NpUCyTCTBYIOUIMX pacrojaraioTcs B ajl(paBUTHOM MOPAIKE U IMEYaTaloTcs
yepe3 | MEeKCTpOUHbIN UHTEpPBAI.

BBognas wacTe mpoTokoyia 3akaH4YMBaeTcs moBecTkol nHs. CnoBa «lloBecTka aHSA»
[eYaTaloT OT HYJEBOrO TOJOXKEHHUs TadynaTropa, MOCie HUX CTaBUTCS JABoeToure. Bompoch
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MOBECTKU THS HyMepyroTcs apabckumu nudpamu. Kaxkaplii HOBBIM BOIpoC medaTaroT oT 1-To
MOJIO’KEHUS Ta0yIsITOpAa.

[TocnenoBarenbHOCTh PACOIOKEHUS BOIPOCOB OIPENEISETCS CTENEHBIO UX BA’KHOCTH.
Bonpocel mepeuncnsitorcs B MMeHUTenbHOM manexe. [okman (oTder, cooOlueHue,
uHpopManrs), HAUMEHOBAaHHE JOJDKHOCTH, MHUIHUAIB W (AMIIMIO JOKJIaJYUKa MHIIYT B
poauTenbHOM Tnaaexe. He pexkomenayercss BKIIOYaTh B IMOBECTKY JHs Bompoc «PasHoe».
Kaxnp1ii Borpoc JomkeH ObITh KOHKpEeTH3upoBaH. POpMHpOBaHKE BOIPOCOB B MOBECTKE THS
HauuHaeTcs ¢ npeaiora «O (O0)».

OcHOBHasl 4acTh NMPOTOKOJA COCTOUT M3 Pa3JIeNoB, KOTOPbIE JAOKHBI COOTBETCTBOBATH
MyHKTaM TMOBECTKU NHA. Pa3nensl HymMepyloTcs apaOCKuMu HU(ppaMd M CTPOSATCSA MO TaKOM
CXeMe:

CJIIYIIAJIA - BBICTVYIIWJIA - PEHINIIN (ITOCTAHOBUJIN),

VYKazaHHBIE CIIOBa IMEYATAIOTCS OONBIIMMU OyKBaMu 0€3 OTCTyNa OT T'paHUIIBl JIEBOTO
nosist. [loce aTux cnoB cTaBUTCS ABOETOUHE.

[locne cnoa CJIYIHAJIM yka3piBaeTcsi KpaTKUH TEKCT BBICTYILUIEHUS OCHOBHOI'O
noknagyrka. daMuaus ¥ MHULKAIBL KKIOTO TOKJIATYMKa IIe4aTaloTCs C HOBOM CTPOKH.
KpaTkuii TEKCT BBICTYIIJIEHUS U3J1araeTcsi B TPETHEM JIMLE €IMHCTBEHHOTO YUCIIA.

TekcTsl WM TE3UCHl [OKIAIOB M BBICTYIUICHUH, OGOpMIICHHBIE KakK OTJEIbHbBIE
JIOKYMEHTBI, B TEKCT [IPOTOKOJIa He BKJItouyatoTcs. [locie cBeneHuit o TOKIaJUuKe CTaBUTCS THPE
u ykazpiBaeTcs: « TeKcT nokiana (BeICTYIUICHUS) IPUIAraeTcsi K IPOTOKOIY».

[Tocne cmoBa BBICTYIINJIN ¢hukcupyroTCsi BBICTYIUICHUSI T€X JIUI], KOTOPBIE MPHHSIH
ydacTue B OOCYXJACHHH J0KJaaa. BeIcTymineHuss opOpMISIIOTCS B MPOTOKOIE C YKa3aHHUEM
JOJDKHOCTEH, (haMIJIMH W MHUIMAJIOB, BBICTYMAIONIMX B MMEHUTEIBHOM TaleXe, a TaKkKe C
KpaTKUM H3JIOKEHHEM COJIepKaHusl BOMpoca M OTBETOB Ha Hero. CopepikaHue BBICTYIUIEHUH
U3JIaraeTcsi OT TPETHETro JHIa €AUHCTBEHHOIO YHCIA.

ITocne cnoa PEHINIJIM (ITOCTAHOBWJIN) ¢ukcupyercs NpUHATOE pEUICHHE I10
o0cyxJjaeMOMY BONPOCY MOBECTKU JAHs. PemieHue OOMKHO OBbITh KOHKPETHBIM U BKIIIOYATh
COCTABJISIOIIME, KOTOPHIE OTBEYAIOT HA CJIEAYIOIIME BOIPOCHL: KOMY, YTO CAENATh M B KaKOW
CPOK.

Pemenus, coxepkaliye HECKOIBKO BOIPOCOB, NOAPA3ACIAIOTCS Ha IYHKTBI U
MOJITYHKTBI, KOTOPBIE HyMEpYIOTCs apabckumu mudpamu. [ToamyHKTE HyMepyYIOTCs IH(pamMu C
TOYKOM.

B cnyuae, xorma Ha 3aceJaHMM NPUHUMAETCS pelIeHHe 00 yTBEpXKIEHUU TOKYMEHTa,
KOTOpPBbII OOCyXJajics Ha 3aceJaHuM, ITOT JOKYMEHT Mpujaraercs K MPOTOKOIY M B HEM
JIeJIaeTCsl CChUIKAa Ha HOMEp U JAary MpoTokouna. [lpu Halmuyum Opyrux TOKYMEHTOB, KOTOpPbIE
paccMaTpUBAINCh HA 3acellaHuM, M (HaKT 0OCYXJIEHHsI KOTOPHIX ObUI 3a)MKCHPOBAH B TEKCTE
pOTOKOJIa, OHU HyMmepyroTcs apabckumu uudpamu (Ilpunoxenue 1, Ilpunoxenue 2). B
COOTBETCTBYIOLIMX MYHKTAX IMPOTOKOJIA JAETAETCS CChUIKA Ha 3TH NMPHIIOKEHHS.

[Iporokon moAmMCHIBaeTCS MPENCEAATEIbCTBYIOMIUM Ha 3ace€AaHUM KOJUJIETHATIbHOIO
OpraHa U CEKpeTapeM.

Breimucka u3 mpoTokojia — TOYHas KOMUS YacTH TEKCTa IOJUIMHHOTO IPOTOKOJA,
OTHOCSIIIETOCS] K TOMY BOIIPOCY MOBECTKH JIHS, IO KOTOPOMY T'OTOBHUTCS BBIIMCKA. Brinucka u3
IIPOTOKOJIA COJIEPKUT  CIEAYIOIIME PEKBU3UTHI: HaWMEHOBaHHE 00111e00pa3oBaTebHOMN
OpraHu3aliiy, Ha3BaHME BHJA JOKYMEHTa (BBIMHMCKAa U3 MPOTOKOJA), JaTa 3aceJaHHs, MeCTO
COCTaBJIEHUS, 3aT0JIOBOK K TEKCTY, TEKCT, IOJIUCH, OTMETKY O 3aBEPEHHH KOIIHU.

[Ipotokonbl  peructpupyiorcs B KHure/skxypHame  peructpanyu — IpOTOKOJIOB
(npunoscenue 3). Kuura/skypHan TPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBACTCS, CKPEILISETCS
NOJNKMCHI0O  PYKOBOIUTENS W  TeyaTblo  0Opa3oBaTeNbHOW  opraHu3anmuu. [IpoToKoJbI
dbopmupytores B Jlemo onuH pa3 B kBaptai. B koHie kanenmapuoro roga Jlemo (ae 6omnee 250
ucToB) oopmisieTcs: B cCOOTBeTCTBUU ¢ [lostoxkenneM 06 apxuse.
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Cayxe0Hoe MUCBMO.

Ciy>)xeOHOE THCBMO COCTaBISIETCS C Lenblo oOMeHa MH(opManueil W mpeacTaBiseT
co0oii:

- OTBETHI O BBINIOJIHEHUU 33aHUI, ONPENEIICHHBIX B aKTaX OPraHOB TOCYJapCTBEHHOMN
BJIACTHU, MOPYUYCHUAX BBICHINX HOJIKHOCTHBIX JIMIL;

- OTBETHI HA BBHIIIOJIHEHHE TIOPYYCHUH BBIILIECTOSIINX OpraHnu3alui;

- OTBETHI Ha 3aIPOCHI IPYTUX YUPEIKICHUN;

= OTBCTHI Ha O6paH_IeHI/I$I TpaxxJaH;

- OTBETHI Ha 3aPOCHI HA HHPOPMAIIHIO;

- MHHUIUATHBHBIC HCHMA;

- COIIPOBOAUTEIIBHBIE TUCHMA.

CnyxebHoe miuchbMo opopmisieTcs Ha OJlaHKe 00pa30BaTeIIbHON OpraHu3aIny.

[TuceMoO mMMeeT cienyrome PeKBU3UTHI: JaTa, PErUCTPAMOHHBIN HOMEp (UCXOJSIIHIN),
CCBUIKA Ha PETUCTPAIIMOHHBIN HOMED (BXOSIINIT) U JaTy TOKyMEHTa, Ha KOTOPBIi J1aeTCsi OTBET
(mpu HanmU4HMM), axpecar, 3arojlOBOK, TEKCT, OTMETKa O HaJIMYM{ NPUIIOKEHUH (B ciydae
HEO0OXOIUMOCTH), NOANUCh, cBeAaeHuss 00 wucnonuurene (P.JM.0., KOHTaKkTHbII HOMep
tenedoHa).

JlaToii muceMa sIBAsieTCSl AaTa €ro MOANMCAHUS, KOTopas JOJDKHA COBNAgaTh C AATOMN
pPErUcTpaly UCXOISIICH KOPPECIOHICHIUH.

OCHOBHBIM PEKBHU3HTOM CIIy’)KEOHOTO MUChMa SIBIISIETCS TEKCT, KOTOPBI, KaK MpPaBUIIO,
COCTOMT U3 JIByX HacTeil. B mepBoii yactu ykas3piBaeTcsi IPUYKMHA, OCHOBAHHUE UM 00OCHOBAHHE
MOJTOTOBKH IHCHbMA, MMPUBOISTCS CCBUIKH Ha JJOKYMEHTBI, KOTOPbIE OBLIM OCHOBAaHHUEM JUISI €r0
cocTtaBiieHUs. BTopas 4acTe BKJIIOYaeT BBIBOJBI, MPEAJIOKEHMsI, MPOCHOBI, peuleHus U T. I,
KOTOpBIE pa3MelIaTcs ¢ ab3ara.

Kak nmpaBuiio, B mucbMe 3aTparuBaeTcst OIUH BOIIPOC.

TexkcT nucbMa u3naraeTcst OT NEPBOTO JIMIA MHOXKECTBEHHOT'O YHCiIa C UCIOIb30BaHUEM
CJIOB: «IIPOCHM COOOLIUTb...», «PA3bACHIEM, UTO...».

Cayxe0Hoe MMCbMO MOAMUCHIBAETCS PYKOBOJIUTENEM 00pa30BaTeIbHOM OpraHu3aluu.

Cunpaska.

CrpaBka - TOKyMEHT, TTOITBEPKIAIOIIUIN Kakue-T100 (PaKThl UK COOBITHSI.

CrnpaBku OBIBAaIOT IBYX BHUJIOB:

CrpaBka 171 OMHMCAHUS WU TMOATBEPKAEHUS (AKTOB, WM COOBITUI B NEATEIHHOCTH
OpraHH3aIiHy.

CrpaBku COCTaBISAIOTCS MO YKA3aHUIO BBIIIECTOAIIECH OpraHU3AlMKU WM PYKOBOJIUTENS
o0pa3oBaTeNbHOI opraHu3alyu A HHGOPMAaIMK O BBIIOJHEHUH IUIAHOB, 3a/laHui, TOpyYeHU
Y TIPE/ICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKHU.

Texcm maxkou cnpagku cocmoum u3 08yxX yacmell.

B mepBoit wactu u3maratorcsi (akThl, MOCTYXHBIIME MOBOJOM K €€ HAlHMCAaHUIO, BO
BTOPOU - MIPUBOJISTCS KOHKPETHBIE JaHHbIE. BHIBOBI M MpEIOKEHUsI B CITpaBKe HE JTArOTCs (3a
UCKITIOYCHHEM aHATUTHYECKOM ).

CrpaBka Jo/KHa OOBEKTHUBHO OTpa)kKaTh COCTOSHUE JeJ, €€ COCTaBleHHe TpedyeT
TIIATENTFHOTO cOOpa U MPOBEPKH CBEJIEHUH, MOT'YT IPUBOIUTHCS TAOTHIIBI.

CripaBku, cocTaBlIeHHbIE AJI1 PYKOBOAUTENS] OPraHU3allid, TIOJIUCHIBAET COCTAaBUTENb.

CrpaBku, KOTOpbIE COCTABJISIIOTCA IO YKa3aHUIO BBIINIECTOAILIECH OpraHU3aluH,
MOJIMHUCKHIBAET PYKOBOAUTENH 0011e00pa30BaTeIbHON OpraHU3aIiu.

JlaTo# cripaBKU SIBJISIETCS 1aTa €€ MOAIUCAHUS.

CrpaBku, yAOCTOBEpsIOIIME IOpUANYecKHe (GaKThl: MOATBEPXKIECHUE MecTa pPadoThl,
3aHMMaeMOH JTOJKHOCTH, pa3Mep 3apabOTHOM MIaTkl U T.1.

JI1st HUX IPUMEHSIOTCSl YHU(UITMPOBaHHBIE TpadapeTHbIe OJaHKH.

Takoro poaa crpaBKHM BBIJAIOTCS IO 3apocaM 3aMHTEPECOBAHHBIX JIUI (COTPYIHUKOB)
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WIH YUPEXKJIEHUN U PErUCTPUPYIOTCS B JKypHaJe BbIJaBAEMbIX CIIPABOK.

JlokyiagHas 3anucka.

JloknagHas 3anMcKa - TOKYMEHT, aIpECOBAHHBIN PYKOBOIUTENO U HH()OPMHUPYIOIINI €r0
0 CJIOKMBIICHCS CHTYyallMM, UMEBIIEM MECTO SBJICHWU WM (pakTe BBIMOJHEHHOW PabOThI, a
TaK)Ke COJEP KAl BEIBOBI U MTPEAJIONKEHHUS COCTABUTEISL.

JlokmaaHast 3amrMcKa MOYKET BBITIOJHATHCS PYKOITMCHBIM CITIOCOOOM.

Tekcr MOKIAAHOM 3amUCKM JIETUTCS HA JBE YacTH: MEpBas - KOHCTATUpYOIIas, Tlie
W3JIaraloTcsl WMEBIIHE MeCTO (aKThl WIJIM OINKMCHIBACTCS CUTYyallus, W BTOpas, B KOTOPOM
U3JIaraeTcs MpeIoKEeHIE, TPOCKoa.

TekcTy MOKIaaHON 3alUCKU 0053aTENbHO MPEIIIECTBYET 3arojIOBOK, HAUMHAKOIIHICS ¢
npemiora «O», «O06».

JloknagHas 3anucka oopmiiseTcss Ha TucTe Oymaru.

AKT.

AKT - JIOKyMEHT, COCTABJICHHBIA HECKOJbKMMH JIMUAMH UM MOATBEPKIAKOLINN
yCcTaHOBJIEHHbIE (DAKThI M JEHUCTBUSA. AKTHI O(QOPMISIOTCA IO pe3ylbTaTaM pPEeBU3UN, NpU
npuemMe-Tepeaye Jel, CIMCaHuy UMYIIIECTBA U TOMY TTOJI00HOE.

AKT odopmisieTcss Ha CTaHAApTHOM Jjucte Oymaru ¢opmara A4 U uMeeT clieayrouue
PEKBH3UTHI: Ha3BaHUE JOKYMEHTa, rpud yTBepkIeHUs (IpH HEOOXOAMMOCTH), JaTa M MECTO
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIMUCH JUI[ (He MEHee TPEeX), KOTOPhIE COCTaBIISIIH
aKT.

Teker akTa COCTOMT U3 BBOJIHOM M KOHCTAaTUPYIOILLIEH YacTei.

B BBOIHONM YacTu yKa3bIBalOTCS OCHOBAHMS I COCTABIICHUS aKTa M HA3bIBAIOTCA JIUILIA,
KOTOpPBIE COCTABWIIM aKT WJIM MPUCYTCTBOBAIM IIPU 3TOM. B KOHCTAaTHUPYIOLIEH YacTH U3J1aracTcs
CyTh, 3aJla4M, XapakTep NPOJCITAHHOW padOThl, YCTAaHOBIEHHBIE (aAKTHI, MPEIIOKECHUS U
BbIBOJIbI. KOHCTaTHpYyIOIIas 4acTh MOXKET 0(OpMIISTHCS B BHIE TaOIMIIBI. B KOHIlE TekcTa akTa
3aMACHIBAIOTCS JAHHBIE O KOJTMYECTBE IK3EMIUISIPOB aKTa U UX MECTO HAXOXKIACHUS.

AKT NOJINUCHIBAETCS BCEMU JIMIIAMH, IPUHUMABIIMMH YYaCTHE B €r0 COCTaBJIEHUMU.

JIuuo, nMerolee 3aMeyaHusl K COJICPKAHUIO aKTa, MOAMUCHIBAET €r0 W M3JaraeT CBOE
MHEHHUE Ha OTAEIBHOM JIMCTE, KOTOPBIM IIPUIIAracTcs K aKTy.

Tenerpammsl, Tes1e(pOHOrPaMMBI, (PAKCUMHUJIAPHASA CBA3D.

OTO JOKYMEHT 10 ONEpaTUBHBIM BOIpOcCaM, IepelaBaeMblii 1o TenedoHy U
3aIIUCHIBAEMBIN I10JTy4aTesIeEM.

O0s13aTeNLHBIMHA PEKBU3UTAMU TaKUX JOKYMCHTOB SABJISAIOTCA:

- HaMMEHOBAHUE YUPEXKICHUH aJpecaHTa U aJpecara;

- PEKBU3UT «OT KOTO» U «KOMY» C YyKa3aHHEM JOJDKHOCTH, (aMHINHM, U OTYECTBa
JOJDKHOCTHBIX JIMII,

- HOMep, AaTa U BpeMs lIepelayu U pUueMa JOKYMEHTa;

- JIOJDKHOCTHU M (DaMUIJIMU TepeIaBIIero U MPUHSBILETO TOKYMEHT;

- HoMepa TenedOHOB;

= TCEKCT U IIOAIIUCH.

ITocTynuBiuine AJOKYMEHTBI TOJKHBI UMETh T€ K€ PEKBU3UTBI, YTO U OTIIPABISIEMBIE, 3a
VCKIIIOYCHUEM ITOATIHCH.

I[OKyMGHTI:I COCTABJIAKOTCA B OJHOM 3K3CMILIAPC U NOANHUCHIBAOTCA PYKOBOAUTCIIEM HUIIN
OTBETCTBEHHBIMH HCIIOJIHUTEIbHBIM.

JIEKTPOHHBIE JOKYMEHTBI.
[Topsimox cocraBieHusi, OGOPMIIEHUS M COIJIACOBAHMUSA IPOEKTOB AJIEKTPOHHBIX
JOKYMEHTOB OCYILECTBIISIETCS MO OOIIMM IpaBHjaM JAEJIONpPOU3BOJACTBA, YCTAaHOBIEHHBIM B
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OTHOILICHUM AaHAJOTHYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHTENE. DJIEKTPOHHBIA TOKYMEHT
JIOJDKEH HMMETh PEKBU3UTHI, YCTAHOBJIEHHBIE /JI AHAJIOIMYHOIO JOKyMEHTa Ha OyMa)XXHOM
HOCHTEIIE, 34 UCKIIOYEHUEM OTTHCKA IIeYaTH.

B nepeuenb 00s3aTenbHBIX CBEJCHUHM O JOKyMEHTaX, UCHOJIb3YEMBIX B IIENIAX y4yeTa U
MIOWCKAa JIOKyMEHTOB B CHUCTEMax »JJIEKTPOHHOIO JIOKyMEHTO0OOpoTa 00pa3oBaTeIbHOMI
OpraHu3allil B COOTBETCTBUM C IpaBWJIaMHM JIEJIONPOM3BOJICTBA B 00pa3zoBaTeIbHON
OpraHu3aluu, BXOIAT:

e  AJIPECaHT;

e ajpecar;

e JIOJDKHOCTb, (haMWJINS M MHULMAJIBI JINLA, [TOIIUCABILIETO JOKYMEHT;
e BHUJ JIOKYMEHTA;

e JaTa JOKYMEHTa;

e HOMEp JOKYMEHTA;

e JaTa NOCTYIUICHUS JOKYMEHTa;

e BXOJSUIMH HOMEp JOKYMEHTA;

e  CCBIJIKA Ha UCXOAIIUI HOMED U JaTy NOKYMEHTA,
e HAaNMEHOBAaHME JTIOKYMEHTA;

e UHJCKC JIeNa;

e CBEJICHMS O IIepeaapecanyv J0KYMEHTa;

e  KOJIMYECTBO JMCTOB OCHOBHOTI'O JIOKYMEHTA;

e  KOJINYECTBO IPHWIJIOKECHUM;

e 00IIee KOJIMYECTBO JIMCTOB IPUIOKEHUH;

e  yKa3aHUs 10 UCIOJHEHHIO IOKYMEHTA;

e JOKHOCTB, . U. O. ucrnoaHuTens;

e OTMETKa 0 KOH(PUACHIINAIHHOCTH.

B cocrtaB [OMOJHUTENBHBIX CBEIEHUH 00 DSJIEKTPOHHOM JOKYMEHTE MOIYT OBbITh
BKJIIOUEHBl CBEJCHMS: HAaMMEHOBAHHE aBTOpa JIOKYMEHTa (E€ciIu aBTOp HE COBHAAAET C
aZipecaHToM (OTIIPaBUTENEM) OJJIEKTPOHHOIO JIOKYMEHTa), OTMEeTKa O IIepeHoce CpoKa
WCIIOJIHEHUS JIOKYMEHTa, CPOK XPAaHEHHs JIOKYMEHTa, HAauUMEHOBAaHHs IIPUIIOKEHHM K
AJIEKTPOHHOMY JOKYMEHTY, KJIIOYEBbIE CJOBa, CTaTyC JOKyMeHTa (IPOEKT, BEpcHusi), BHUJ
nepesayu JOKyMeHTa (3J€KTPOHHOM 1MOYTOH, o4ToM, (akcoM U T. 11.) U Jp.

Cpoku XpaHEHUS DJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHEHUS
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU W HHBIMH HOPMAaTUBHBIMH IPABOBBIMU
aktamu Poccuiickoii denepanny, TUIOBBIMM IEPEUHSMHU AJI1 AaHAJIOTMYHBIX OKYMEHTOB Ha
OyMa)KHOM HOCHTEIIE.

5. Opranuzauus 10KyMeHT0060pOTA U HCIIOJHEHHS JOKYMEHTOB.

IIpuem n 00padoTKa NOCTYNAKIMIMX JOKYMEHTOB.

JIBM>KEHHE JOKYMEHTOB C MOMEHTa HUX CO3[aHUsl WIHM IOJIyYE€HHUS 10 3aBEpLICHUS
WCITOJTHEHUS WJIH OTIIPABKH 00pa3yeT JTOKYMEHTOOOOPOT.

B nokymenToobopoTe 00pa3oBaTeNbHOW OpraHU3alMyd  BBIACISIOTCS — CIEAYIOIUE
JIOKYMEHTOIIOTOKHU:

a) BXOJIAIasi KOPPECTOHCHIINS (FOpUANYECKHE U (PU3NUECKUE JTUIIA);

0) “CXOo/sIIIIast KOPPECTIOHACHITHS (FOPUINYECKHE U (PU3NUECKHE JINIIA);

I') BHYTPEHHSs JOKYMEHTALUSI.

JlocTaBka M OTNpaBKa JOKYMEHTOB OCYIIECTBIISIETCS, Kak IPaBUJIO, CPEICTBAMH
IIOYTOBOM U DJIEKTPOHHOM CBSI3H.

JIOKyMEHTBI, MOCTyHalIIue B 00pa30BaTelbHy0 OpPraHU3alMI0, IPOXOIAT MEPBHUUHYIO
00paboOTKy, PpEruCTpaIuio, NpPEeABAPUTEIBLHOE PACCMOTPEHHUE, Iepenadyy pyKOBOACTBY Ha
paccMOTpeHHUE, ePeatoTCs UCIIOTHUTENSIM U TIOCIIE UCIIOJIHEHUS TOMELIA0TCs B Aea.

[Tpuem u nepBuyHast 00paboTKa JOKYMEHTOB OCYIIECTBIISICTCS CEKPETAPEM.
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Cekperapb NPOBOAWT: TPOBEPKY MPABUIBHOCTH  aJPECOBAHUS  MOCTYHAIOIIUX
JIOKYMEHTOB, MPaBUIBHOCTHU JOCTaBKU U KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB
Ha MMOJJIeKAINe U HE TOJISKAIINE PeruCTPaLiy.

[TonydyeHHble KOHBEPTHI C KOPPECIOHACHIMEH BCKPBIBAIOTCS, MPH 3TOM IPOBEPSETCS
HaJIM4Me BJIOKEHUH, a TAKXKE YKa3aHHBIX B JOKYMEHTAX IPWIOKEHUU. B ciydae noBpexIeHUs
YIIAKOBKU U BJIOKEHHH JHO0 OTCYTCTBUS MPHIIOKEHUN COCTABISETCS aKT B JIBYX AK3EMILIApax.
OxuH 5K3eMIUISIp aKTa HAIPABISIETCS KOPPECTIOHIEHTY, BTOPOH MPHOOIIAETCs K IOCTYIHBIIEMY
JIOKYMEHTY.

Omub04YHO MpUCITAHHAS KOPPECIIOHACHIIHMS MEepPEChUIaeTCsl MO MPUHAICKHOCTH, €CIH
U3BECTEH ajJpec rmoiydarens. B NOpoTUBHOM ciydyae KOPPECHOHIEHIUs BO3BpallaeTcs
OTIIPABHUTEIIO.

KouBepThl 0T mnocrynawomeld KOPPECHOHICHIIMM COXPAHSIOTCS M MPUIAraloTcs K
JOKYMEHTaM JIMIIb B TOM CITydae, KOria TOJIBKO 10 HUM MOYKHO YCTaHOBHTH a/IpEC OTIPABUTEIS
WM, KOTJa JaTa TMOYTOBOIO IITEMIENss UMEeT 3HAaYeHHE B KauecTBE JI0Ka3aTelIbCTBAa BPEMEHHU
MOJTyYEHUs JOKYMEHTA.

CreuuanicTtoM HE BCKPBIBAIOTCS KOHBEPTHI MHCEM C HAAMHUCHIO <«JIMYHO». OHU
NepeaaroTCs 0 Ha3HAUYCHUIO

Nudopmanus u AOKYMEHTBI O JI€ATEIbHOCTH 00pa30oBaTEeNIbHON OpraHU3aluu, HE
YKa3aHHbIE B 4acTH 2 ctaThi 29 denepanbHOro 3aKkoHa ot 29 nexabps 2012 roga Ne
273-03 «O6 obpazoBanuu B Poccuiickoit denepauuny», MPeACTABIAIOTCS PYKOBOIUTEIEM
00pa3oBaTeNbHONM OpraHu3allud 10 OOpaIleHUI0 TpaKIaHWHA JIMOO IOJDKHOCTHOTO JIMIA
rOCy/IapCTBEHHOTO0 OpraHa WJIM OpraHa MECTHOTO CaMOYIPaBJICHHUS B Clydasx U TMOpPSAKE,
IIPEAYCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickon denepanuu.

IIpencraBnenre MHGOPMALUM WHBIM OpPraHU3alMsAM O JIEATEIILHOCTH 00pa30BaTENbHOM
OpraHu3allii OCYIIECTBIISICTCS yUYPEIAHWTEIEeM OpTraHW3allii, B OTHOIICHWH KOTOPOHM Takas
uH(pOpMalKs 3aIpaIIBaeTCsl.

IIpenBapuresibHOE paccMOTpPeHHE JOKYMEHTOB.

Cekpetapp u (WIM) JHII0, OTBETCTBEHHOE 3a BEJCHUE JIEIONPOU3BOACTBA, MPOBOIUT
mpelBapuUTeIbHOE  PAacCMOTPEHHE  JOKYMEHTOB B IENSIX  BBIACNEHUS U3 BCETO
MacCHBa NIOCTYMUBIIEH  KOPPECHOHJCHIIMMA  JIOKYMEHTOB,  TPEOYIOIUX  00s3aTeIbHOTO
paccMOTpeHUs PyKOBOAMTENEM 00pa30BaTeIbHON OpraHU3aIiu.

OcHoBaHHMeM Ui TIPUHATHS pENICHHST B XOJE TNPEIBAPUTEIHLHOTO PACCMOTPCHHUS
ABIISIETCS COJEp)KAaHUE JIOKYMEHTa, a He aJpecoBaHHe JOKYMEHTa COOTBETCTBYIOIIEMY
pabOTHUKY.

PesynpratoM mpeaBapUTENLHOTO PACCMOTPEHHS SBISIETCS HAIpaBJICHHE JOKYMEHTa
PYKOBOJUTENO 00pa30BaTEbHOW OpraHW3alMy WM JOJDKHOCTHOMY JIMIy B COOTBETCTBHHU C
YCTaHOBJICHHBIM pacrpeelieHneM O00s3aHHOCTeH MEXAY PYKOBOJUTENEM W JOJKHOCTHBIMU
JIMIIaMU JIJIS1 BRIHECEHUS YKa3aHUsl 110 MCTIOJIHEHHUIO TOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

Ilepegaua HOKYMEHTOB Ha  PETUCTPALMI0 MPOU3BOAUTCA TOJBKO IIOCIE  HX
MIPEABAPUTEIIBHOTO PACCMOTPEHHS.

Perucrpaunmum moanexxaT Bce  JIOKYMEHTHI, TpeOyomue ydera, HCIHOJIHEHUS,
WCITOJIb30BaHNs B CIIPABOYHBIX LEJAX, KaK MMOCTYNAKOLUE U3 IPYrUX OPraHU3alnid U OT YaCTHBIX
JIMILL, TaK U 00pa3ylommecs B Mpolecce AesITeIbHOCTH 00pa30oBaTeIbHOM OpraHu3aluy.

He nomneskat perucrpanuu no3apaBUTEIbHbIE TMCbMA, TEIETPAMMBI, IIPUTIIACUTEIBHBIE
Ounersl, nHpOpMAIMS Ul CBEACHUS, OyXTalTepcKue JOKYMEHTHI MEepBUYHOro yueta. s Hux
COCTABIISIETCS IEPEYCHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Perucrpanusi 1OKyMEHTOB IPOU3BOIUTCS C LIETIbI0 00ECIICUEHUS X yueTa, KOHTPOJIS 3a
UCIIOJIHEHUEM U OIIEPATUBHBIM HCII0JIb30BAaHUEM UH(POPMALIUY.

Perucrpanus JOKyMEHTOB IPOU3BOAUTCA B IEHb UX IOCTYIUICHUS.
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JlomyckaeTcst OTMETKa O MOCTYIJICHUH JOKYMEHTa B OpraHM3alMiO MPOCTABIATH B BUJE
HITaMIa Uik OT PyKU B HI)KHEH 4acTH JIMIIEBOM CTOPOHBI IIEPBOrO JIUCTA JOKYMEHTA WM Ha €ro
obopore.

Perucrpanuss OKYMEHTOB 3aK/IIOYaeTcs B BEAEGHUM 3allUCH  YUYETHBIX JaHHBIX O
JOKYMEHTE TI0 YCTAaHOBJIIGHHOW pErHCTpPalMOHHOW (opme, KOTOpbIM (ukcupyercs ¢akT
CO3/laHMsl, OTNPABJIECHUS WIM TOJIY4YEHUS JIOKyMEHTa IIyTeM IPOCTAaBJIEHUs Ha HeEM
PETUCTPAIIMOHHOTO WHJEKCA C IMOCIEAYIOIIEH 3aluChl0 B YKa3aHHBIX (hopMax HEOOXOIMMBIX
CBEJICHUI O JOKYMEHTE.

JIOKyMEHTBI, TMOCTYIMAOLIMEe B 00pa3oBaTEIbHYIO OpPraHM3alllIi0, PETUCTPUPYIOTCS B
KHure/>)ypHasue peructpaiuyu BXOAIEH KOPPECIOHACHIIUH, a T€, YTO OTHPABISIOTCS U3 HETOo, -
KHuure/ )xypHaie perucrpamnuu UCXOIsIIeH KOPPECTIOHACHIIMHU (npuiodicenue 3).

Pacnpenesnenne nocTynawmux J0KyMeHTOB.

[Tocne perucrpanuu JOKYMEHTHI IE€PEHAlOTCS HA PAcCMOTPEHHE PYKOBOJIUTEIIO
00pa30BaTesIbHOI OpraHu3alnu.

[Tocne paccMOTpeHHsI PYKOBOIUTEIEM JOKYMEHTHI BO3BPAIIAIOTCS CEKpeTapro U (WJiIH)
JMIly, OTBETCTBEHHOMY 3a BEJICHHME JEJIONPOU3BOJACTBA, IS IEPEeHECeHHs YyKa3aHUH
TI0 MCIIOJTHEHUIO JIOKYMEHTA B )KypHaJl PETHCTPAIMY BXOAALIMX JOKYMEHTOB. B cooTBeTCTBHU C
YKa3zaHUAMU 10 UCIIOJHCHUIO IMOJJIMHHUK NOKYMCHTA HAIIPaBJIACTCA pa6OTHI/IKy, SABJIIOIICMYCS
OTBETCTBEHHBIM HCIIOJHHUTENIEM, @ COMCIOJIHUTEISIM HAIpaBISIOTCS KOMHUU JTOKYMEHTOB (€CIH
UMEIOTCA), O UeM JIeNIaeTCsl OTMETKa B KHUTe//KypHasie perucTpaiuy BXOISIUX JOKYMEHTOB.

DONeKTpOHHBIE COOOLIEHUs, IOChUIAEMBbIE IO JJIEKTPOHHOM I0YTe, HCHOJIHIIOTCS
AHAJIOTUYHO OOKYMCHTAM Ha 6YMa)KHBIX HOCHUTCIIAX C Y4YCTOM OHpGZ[GJIGHHOﬁ CHGHI/Iq)I/IKI/I B
npoliecce UCIOTHEHHS.

ITopsinokx 00padOTKHU U MPOXOKAEHUSI UCXOASAIIMX U BHYTPEHHHUX IOKYMEHTOB.

[Topsimok TMOATOTOBKM HMCXOJSIIMX JTOKYMEHTOB BKIIOYaeT B cebs paboTy 110
COCTaBJIEHUIO MPOEKTa JOKYMEHTA, COTIACOBAaHMIO, TOJNUCAHUIO (YTBEP)KICHHIO) U OTIPABKE.

Jlo mepemauum JOKYMEHTa Ha TOANKUCH HWCIOMHUTENh JODKEH MPOBEPUTH €ro
coJiepKaHue, MPaBUJIBHOCT OOpPMIICHUS, HAJIM4YMe HEOOXOJUMBIX BU3 M HPUIOKEHUH.
JIOKyMEHT TpeaCcTaBIsieTCsl Ha MOJIMUCh BMECTE C MaTrephajaMH, Ha OCHOBAaHHHM KOTOPBIX OH
TOTOBMJICSL.

BHyTpeHHHE HOKYMEHTHI O(OPMIIIOTCS W UCTIONHSIOTCS (MCIIONB3YIOTCS) B TIpenenax
00pa30BaTeNIbHONW OpraHU3aIUH.

BHyTpeHHHE  JOKYMEHTHI  (JIOKIAagHBIE  3alMCKH, CHPaBKHA, CBOAKH H  Jp.)
paccMaTpUBAIOTCS TEMH JIOJKHOCTHBIMU JIMIIAMU, KOMY OHU HalpaBJICHBI.

OTBeTCTBEHHBIE 3a JICJOMPOU3BOJICTBO IEPE] Clavyell KOPPECIIOHACHIIMH Ha OTIPAaBKY
JOJDKHBI ~ 00S3aTENIbHO  MPOBEPUTHh  NPABMWIIBHOCTE €€  O(OpPMIIGHHS U aJpeCOBaHUS.
KonBepToBaHne KOpPPECMOHACHIIMA MW JAPYIHX IOYTOBBIX OTIPABICHUA IMPOWU3BOAUTCS
CTPYKTYPHBIMHU HOJPA3/ICIEHUSIMH OpraHU3alINH.

Perucrpanust oTHpaBiIsieMbIX JOKYMEHTOB OCYIIECTBISICTCS B JI€Hb WX TIOATHACAHHS
(YyTBepaKIIeHHs) WM Ha CIenylomuil pabounii TeHb. PerucrpanoHHbII HOMEp NOKYMEHTa U
JlaTa PErucTPalyy TPOCTABISIOTCS Ha TOUTMHHUKE TOKYMEHTa B PEKBH3WTax OJlaHKa M Ha
KOIIHMHM, OCTarloIeicss B jene oOpa3zoBaTenbHOM opraHuzanuu. CIpaBOYHBIM anmapaTroMm i
UCXOAIINX JTOKYMEHTOB SIBJISIETCS )KYPHAJ PETUCTPAIIMH ATUX IOKYMEHTOB.

OTtnpaBKky ~ HMCXONALUIMX  JOKYMEHTOB  IPOU3BOAUT  CEeKperapp W (win)
JIMII0, OTBETCTBEHHOE 3a BeJIeHUE JAeT0Nnpon3BoAcTBa. CpouHas KOppecnoHAeHIIHs o(opmiisercs
¥ OTHPABJISIETCS. HE3aMEUIUTEIIBHO CEKPETapPEM.

Cekperapp mpoBepseT HPAaBWIBHOCTh OGOPMIICHHS  HCXOIALIUX  JOKYMEHTOB,
IPOM3BOIUT COPTUPOBKY JOKYMEHTOB IO CIOCOOY JOCTaBKM KOPPECHOHICHLIMU ajpecary
(mpocTasi, 3aka3Has, MeEXAyHapoaHas U 1ap.). HempaBuibHO odOpMIICHHBIE TOKYMEHTHI H
KOPPECIIOH/ICHIINS HECITy>)KEOHOTO XapakTepa K OTIpaBKe HE NMPUHUMAIOTCS M BO3BPAILAIOTCS
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JUILY, TOArOTOBUBIIEMY JTOKYMEHT.

OrmpaBisieMass 1O [OYTE KOPPECHOHACHIUS IPOXOAUT YIIAKOBKY, aJpecOBaHUE,
IIPOCTaBJIEHUE CTOMMOCTU IOYTOBBIX YCIYI M I€pefadyy Ha OTIPaBKy B MECTHOE OTAEIEHHUE
CBSI3U.

Ha 3aka3Hyi0 KOpPpeCHOHICHIIMIO, Ha JOKYMEHThI C TOMETKOW «Jljis ciyx)eOHOro
MOJIb30BAHUS» COCTABIIIETCS PEECTp, KOTOPHIN 3aTeM BO3BpAIIAE€TCs CEKpeTapio y4eOHOIl yacTu
u (M) Uiy, OTBETCTBEHHOMY 32  BEJIEHHUE  JCJIONPOU3BOJCTBA, C  PACIHUCKON
pabOTHUKOB MOYTOBOIO OT/IEJIEHUS CBA3M WM HMHOTO JIMIA, OOECIEeYUBAIOLIETO OTIIPAaBKY
JIOKYMEHTOB.

[lepenaya ¢ ucnonb30BaHUEM CPENCTB (PAKCUMUIBHON CBSI3U TIOKYMEHTOB, COAEPKAIIUX
CIIy’)keOHYI0 MH(OPMAIMIO OTPaHUYEHHOT'O PACIPOCTPAHEHHS, B TOM YHCJE C TMOMETKOU «Jlist
ciy’)keOHOTO TMOJb30BaHUS», He pazpemaercs. Kareropumyecku 3amperiaercs nepegada o
cpeacTBaM (PaKCUMIIIBHOU CBSI3U CEKPETHBIX JJOKYMEHTOB.

C ucnonp3oBaHuEM CpeACTB (PAKCUMHIIIBHOHN CBSI3W MOTYT OBITh MEpEeAaHbl MaTepUalIbI
TEKCTOBOTO, TAaOJMYHOTO WJIM TpaHUuecKoro XapaxkTepa, HCIOJIHEHHBIE THIIOTPACKUM,
MAIIMHOMUCHBIM WM PYKOIUCHBIM CIIOCOOOM B YEPHOM WM TEMHO-CHHEM IIBETE C YETKUM U
KOHTPAaCTHBIM H300pakeHHEM (TIepBble AK3EMILUIAPbI MM UX KCEpOKONHM) Ha Oeoil Oymare c
MUHUMAJIBbHON BbICOTON OykB U mudp 2 Mmm. O0bEM mepeaaBaeMoro B TeYEHHE OJHOIO CeaHca
CBSI3U JIOKYMEHTA, BBIMIOJIHEHHOTO Ha Oymare ¢opmara A4, He JOJDKEH MPEBBIIIATD MSTH JIHCTOB.

OTBETCTBEHHOCTh 3a coJep)kaHue HH(OpMAlHH, MepeAaBaeMOld C HCIOJIb30BAaHUEM
cpeAcTB (paKCHUMUIIBHOM CBSI3M, BO3JIAraeTcsi Ha UCIIOJHHUTEIS, OATOTOBUBIIETO (haKCOrpaMmy
JUISL TIepelayi.

OcobenHocTH padoOTHI € 31eKTPOHHBIMH JOKYMEHTAMH.
B o6pazoBaTenpHOM OpraHu3anuu co3al0TCsl U UCTIOIB3YIOTCS:

. JNIEKTPOHHBIE  JOKYMEHTBI, CO3/JaBaeMble B DJJEKTPOHHOH ¢opme 0Oe3
MIPEJIBAPUTENILHOTO IOKYMEHTUPOBAaHUS Ha OyMa)KHOM HOCHUTEIIE;
. AJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, MOJIyY€HHbIE B pe3yJbTaTe CKaHUPOBaHMS

JIOKYMEHTOB M XPaHSIIUECS B CUCTEME JIEKTPOHHOIO IOKyMEHTO000pOTa.

IIpueM u oTmpaBKa DJIEKTPOHHBIX JOKYMEHTOB OCYILECTBIIAIOTCS OTBETCTBEHHBIM 3a
BEJICHUE JIEIIONPOU3BOJICTBA B 00PAa30BaTEIIbHOM OpraHU3alUH.

DJNEeKTPOHHBIE JOKYMEHTBI CO3Jar0Tcs, OOpalaThIBAIOTCS M XPaHATCS B CHCTEME
JIEKTPOHHOI'0 IOKyMEHTO000pOTa 00pa30BaTeIbHON OPraHU3alHH.

ONEeKTPOHHBIA  JTOKYMEHT JOJDKeH ObITh  O(QOpMIIEH 1O  OOIMM  IpaBHUIIaM
JIETIOTIPOM3BOJICTBA U MMETh PEKBHU3UTHI, YCTAHOBJIEHHBIE JUI1 AHAJOTMYHOIO JOKYMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIIIOUEHUEM OTTHCKA TIEYaTH.

JUis TOATBEp)KIAEHUS TMOJJIUHHOCTU DJEKTPOHHBIX JIOKYMEHTOB B 00pa3oBaTeNIbHOMN
OpraHu3allii HCIOJB3YIOTCS AJIEKTPOHHBIE LU(pPOBbIe moanucu. lcrmonb3yemble cpencTBa
AIIEKTPOHHOM IM(POBON MOANUCH JIOJKHBI OBITH CEPTU(ULIUPOBAHBI B YCTAaHOBJIEHHOM
HOpsIZIKE.

Enununenn ydera 5SIE€KTPOHHOTO JOKYMEHTA SIBIIIETCS OJEKTPOHHBIA JOKYMEHT,
3apETUCTPUPOBAHHBII B CHUCTEME DJEKTPOHHOTO JIOKyMEHTOOOOpoTa 00pa3oBaTeIbHOM
OpraHu3aluu. DJIEKTPOHHBIA JOKYMEHT, UMEIOINNA NPWIOKEHUS, PETUCTPUPYETCS KaK OIUH
JIOKYMEHT.

Iloce oTmpaBKM DIIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOIO JIJIEKTPOHHOM IOJIHUCHIO
YIIOJIHOMOYEHHOTO JIOJDKHOCTHOTO JIMIIA, JOCBUIKH aJpecary ero KOMUU Ha OyMa)XHOM
HOCHUTENe, KaKk MpaBWiIo, HE TpeOyeTcs, 3a UCKIIOUYEHHEM OTBETOB Ha OOpAIleHUs Ipa)</aH,
MOCTYMUBIIMX N0 WH(OPMAIIMOHHO-TEICKOMMYHHUKAIIMOHHBIM KaHaJjlaM, Ha KOTOPbIEC 3asSBUTEIIO
JlaeTCsl MMCbMEHHBIN OTBET, HalpaB/II€Mblii 10 IOYTOBOMY aJpeCy, yKa3aHHOMY B OOpallleHUH.

HcnonHeHHbIe 37E€KTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCA B [ie]1a B COOTBETCTBUHU C
HOMEHKJIATypoi Jiell  00pa3oBaTelNbHOM OpraHu3alMM M HMHICKCUPYIOTCS B  IOpSIKE,
YCTQHOBJICHHOM B OTHOIICHHMM [EJI, COCTABJICHHBIX M3 JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.
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ITpu cocTraBneHMM HOMEHKIATYPHI A€ B 3ar0JIOBOK JI€1a BKIIIOUAETCS yKa3aHUue «JIEKTPOHHBIE
JIOKYMEHTBI».

Nudopmanmnonnas 6€30nacHOCTb.

Wudopmannonnsie pecypcbl 00pa30BaTeIbHOM OpraHU3alyy 1Mo AOCTYIY (BO3MOXHOCTH
WCITOJIB30BaHUS ) TIOIPA3/ICISAIOTCS Ha OTKPBITYIO (0OIIEeIOCTYIHYI0) HH(DOPMAITUIO, CITYKEOHYIO
uHpOpPMaLKIO U HH(POPMAIHIO OrPAaHMYEHHOTO PAaCIPOCTPaHEHUs (JOCTyIa).

K xareropunu OTKphITOIl uHGOpMauu OTHOCUTCS HHOpMaIus, CcoaepKamascs B
JOKYMEHTax M 0a3ax JaHHBIX O00pa3oBaTElIbHON  OpraHU3allMK, HEMOCPEICTBEHHO
3aTparvBarollas MpaBa U UHTEPECHl IPAXKIAH.

K xareropum ciyxeOHOW HHpOpMANMKU OTHOCHTCS HWHGOpPMAaLUs, COAepKaliascs B
JOKyMEHTaXx M 0a3aXx JaHHBIX 00pa3oBaTENbHOW OpraHu3aluy, NpeJHa3HAYCHHAs IS
JNOJDKHOCTHBIX JIMII W paOOTHUKOB, TPW BBHIMOJHEHUH WMH CBOMX (DYHKIIMOHAIBHBIX
00s13aHHOCTEH, HE 3aTparvBaroIas HAMPSMYIO IIpaBa U UHTEPECHl TPAXKJIaH U HE OTHOCSILAsACS K
KaTeropuy OrPaHMYCHHOTO PaclpoCTpaHeHus (J0CTyma).

K kareropun uHboOpManuu OrpaHUYEHHOTO pacIpOCTpaHEHUs (JIOCTyNa) OTHOCUTCS
uHpOpMaIKs, COACPIKAIIAACSA B TOKyMEHTaX U 0a3ax JaHHBIX, BKITIOYAIOIIAsl CBEICHUS
KOH(UICHIIMATLHOTO XapaKTepa.

Bes mndopmanms, conmepkamasicss B JOKYMEHTax M 0a3ax JaHHBIX, MO YMOJTYAHHIO
ABIIIETCS. OTKPBITOM U 0o0menocTynHoi. Mckitouenue coctaBnseT WHQOpMaIHsl, OTHECEHHAs K
KaTeropusM CITy>KeOHOW W OTPAaHHYEHHOTO PACIPOCTPAHEHUS (JIOCTYTIA).

Joctyn monbp3oBareneii K UHGOPMAlMM  OTPAaHUYMBAETCA IyTEM  OTHECCHUS
UH(POPMALIUU K COOTBETCTBYIOIIEH KaTETOPUH M HAJTO)KEHHUEM Ha Hee COOTBETCTBYIOIIETO TpHrda
OrpaHuYeHust pacnpocTtpaHeHus. MHopmaius orpaHud4eHHOro JOCTyna cHabxkaercs rpudom
«J11s1 ciry’ke0HOTO TTOTH30BAHUS.

IIpaBom oTHeceHMs] MHPOPMALUU K KaTErOPUU OIPaHMYEHHOTO JOCTYNAa M HaJlOKEHHS
COOTBETCTBYIOIIETO Tpuda 001agaeT aBTOp JOKYMEHTA IO COTJIACOBAHUIO C PYKOBOIUTEIEM
00pa30BaTeIbHOM OpraHu3aIUH.

JIOKyMEeHTHUpOBaHHAsE WHQOpPMANUs OTPaHUYEHHOTO pACHpOCTpaHEHUs 0e3 CaHKIUH
JOJDKHOCTHOTO JIMIA, YCTAHOBUBIIETO PEXHUM OIPAaHMUYEHHOTO paclpoCTpaHEHHs AJIs JTAHHOTO
JOKYMEHTa, He TOJISKUT pas3rilaleHnto (pacpocTpaHenno). [lpegocTaBpieHne moib30BaTesnssm
JOCTyNa K JaHHOM MH(pOpMAalMM OCYILECTBISETCS MCKIIOYUTEIbHO IO COIVIACOBAHUIO C
yKa3aHHBIM JIOJHKHOCTHBIM JIMIIOM ITYTE€M T0J[a9i COOTBETCTBYIOIICH 3asBKH.

JIOJDKHOCTHBIE — JIMLIA, TNPHUHSBIIME  peuieHne o0  OTHeCeHWH  HuHGopMaluy,
3a)UKCHPOBaHHOW B JIOKYMEHTE, K KaTeTOPHH OTPAaHHMYEHHOTO pPACHpPOCTPaHEHHs, HECYT
OTBETCTBEHHOCTb 32 00OCHOBAHHOCTH MPUHATOTO PEIIEHHS U €r0 COOTBETCTBHE JICHCTBYIOIIEMY
3aKOHOJIATEIIbCTBY.

JIuunsle nena paOOTHUKOB, JIMYHBIE KAPTOUYKH PAOOTHHKOB, TPYIOBbIE KHUKKH
pabOTHUKOB, TPWKa3bl MO JIMYHOMY COCTaBYy JOJDKHBI XpaHHUThCS B cedde wim B
METaJUINYECKOM IIKady.

3anucu B TPYAOBOM KHWXKKE TIOJMUCHIBAET PYKOBOJAUTENb 00pa3oBaTeNbHON
OpraHu3aiy. Y4er, XpaHeHHe U BblJlauy OJIaHKOB CTPOTOW OTYETHOCTHU: AUIJIOMOB, BKJIAbIIIIEH
K HUM, CBHJETEILCTB, yIOCTOBEPEHHH BEIET 3aMECTHUTENh JUPEKTOpa. bIaHKW XpaHsATCS B
ceiide.

VYcraHoBKa W OKCIUTyaTallds MPOTPAMMHOTO OOECTICUeHHUs], MOITYyYEHHOTO U3 JIFOOBIX
UCTOYHHUKOB M BBIMOJHSIOMIETO (YHKIIMH, HE CBS3aHHBIC HEMOCPEICTBEHHO C BBIIOJHEHUEM
paboOTHMKAaMU CBOMX JOKHOCTHBIX 00sI3aHHOCTEH, KATErOPUUYECKHU 3allpelieHa.

Bes  mpencraBieHHas B 9JEKTPOHHOM  BuAe HMH(oOpMaius, TNOCTyHamomas B
o0pa3oBaTeNbHYI0  OpraHU3alUio, B 00S3aTENIbBHOM  MOPAAKE  TMOMJEKHUT  IPOBEpKE
AQHTUBHUPYCHBIMH CPEJICTBAMH.

DneKTpoHHash [OoYTa MOXET HCIOJIb30BAThCA  IOJB30BATENIMU  TOJIBKO  JUIS
oOMeHa nHpopmanued, OTHOCSIICHCS K KaTerOphH, OTKPBITOW M CIIy)KeOHOH. 3armpernieHo
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UCIIOJIb30BATh 3JICKTPOHHYIO TMOUTYy AJIS Meperayd MHPOpPMAalMu, OTHOCSIIEHCS K KaTeropuu
OTPaHUYEHHOTO PACIIPOCTPAHCHUS.

6. KoHTpoJib 32 ucn0/IHeHHEM T0KYMEHTOB

Opranusanusi KOHTPOJIS.

KoHTponro mojanexar Bce 3aperucTpUpOBaHHBIC TOKYMEHTHI, TPEOYIOIINE HCIIOHECHUS.
KouTponb ucCHoiaHeHHs] JHOKYMEHTOB BKJIIOYAET: Y4eT, IMOCTAHOBKY Ha KOHTPOJIb, KOHTPOJb
CPOKOB HCIIOJHEHUS, HEMOCPEACTBEHHYIO MPOBEPKY XOJa HCIOJHEHUs, MPOBEPKY KadecTBa
WCIIOJTHEHUS, aHAJIN3 PE3Y/IbTaTOB UCIIOTHEHUSI.

KOHTpOJIB 3a HUCIOJHCHHUEM IOKYMCHTOB YCTAHABJIMBACTCA B LCIIAX O6€CH€‘-I€HI/I$I ux
CBOEBPEMEHHOT0 U KaueCTBEHHOT'0 MCIOJHEHHUS], MOBBIIICHUS YPOBHS OPraHU3aTOPCKON pabOTHhI
¥ VICITOJTHUTEIIHLCKOM JUCHUIIJINHBI.

[Ipy mocTaHOBKE JOKYMEHTa Ha KOHTPOJb Ha MPAaBOM BEpPXHEM TMOJe JOKYMEHTa
JIEJIaeTCsl OTMETKA O KOHTPOJIE, KOTOPYO 0003HAYAIOT CJIOBOM (ILITAMIIOM) «KOHTPOJIbY

KonTponto mojuiexaT npukasbl, perieHusi COBETOB, a TaKXKe JOKYMEHTHI, MOCTYMAOLINE
Ha UM pyKOBOJUTEII 00pa30BaTEIbHON OpraHU3aliHy.

Opranu3zaiiys KOHTPOJIS UCIIOTHEHUS BKIIIOYAeT B ce0sl:

. IIOCTAaHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHMTOPHHI UCIIOJHEHHSI KOHTPOJIbHBIX IOPYYEHUH JJOKYMEHTOB;
. CHSTHE UCIIOJHEHHOT'O JIOKYMEHTa ¢ KOHTPOJIS;

. HaIIpaBJICHUE UCIIOJIHEHHOIO JOKYMEHTA B JEJIO.

PykoBoauTenu CTPYKTYpPHBIX IMOJpa3/ieieHuil o00sS3aHbl paccMaTpUBaTh COCTOSHUE
UCIIOJIHUTENIbCKOM  JIUCHUUIUIMHBI 10  JIOKYMEHTaM C [OPYYEHHUSIMHU aJAMHHHUCTpAIUU
00pa3oBaTeNbHON OpraHU3aluy, a TAKKE JOKYMEHTHI, MOCTYNHUBIINE B agpec CTPYKTYpPHOTO
HOJpa3JieNIeHus U TpeOYIOIIe UCTIOHEHUS, U TOJrOTOBKU OTBETA.

JIOKYMEHT cUMTaeTCsl UCIIOJHEHHBIM, KOI'/la PEelIeHbl OKOHYATEIbHO BCE MIOCTaBJICHHbIE B
HEM BOIPOCHI U COOJIIOJIEHBI CIEAYIOIINE CPOKH:

. €CJIM B JOKYMEHTE MOCTaBJIEH CPOK MCIIOIHEHUS — B YKa3aHHbBIN CPOK;

. JIOKYMEHTBI 0€3 YKa3aHUsl CPOKa UCIIOITHEHUS — B MECSIUHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCs IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

. nopy4eHus 6e3 yKazaHUsl KOHKPETHOM JaThl HCIIOJHEHUS — B MECSIUHBINA CPOK;

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

. no OOpalleHusIM TpaxaaH, TPeOYIOUIMM JONOJHUTEIBHOTO HW3YYEHUs U

IIPOBEPKU, — JI0 OTHOTO MECSIIIa CO JTHS PETUCTPALIMH, 0 OCTaJIbHBIM — He Oojee 15 nHeil.

Cpoxk ucuucisiercs B KaJleHAAPHBIX JHSX C 1aThl MOANUCAHUS JOKYMEHTA.

Ecnu mocnenHuil 1eHb UCIONHEHUS JAOKYMEHTa NMPUXOAMUTCS Ha Hepabouuil JeHb, OH
MOJJICKUT UCTIOTHEHHIO B MPEAIIECTBYIOMINNA eMy paOouuil 1eHb.

IIpy HeoO0XOAMMOCTH TPOJUICHUS CpPOKa MCIOJHEHUs JOKYMEHTa OTBETCTBEHHBIH
WCIIOJTHUTEIb TMPEICTaBIseT Ha UMsI PYKOBOJIUTENS 0Opa3oBaTeNbHON OpraHM3aliu, JaBIIETO
NOpYy4YeHHEe, MOTHBUPOBAHHYIO MPOCHOYy O €ro NpOoJJIeHWH HE MO3JHEee 4YeM 3a TPU JHS JI0
HCTEYEHHUsl YCTAHOBJIEHHOI'O CPOKa, C YEM CBOEBPEMEHHO IepeaaeTcs nHdopMalrs B IPUEMHYIO
PYKOBOJUTENS 00pa30BaTeIbHON OpraHU3alHH.

IlopsiTok CHATHS TOKYMEHTOB C KOHTPOJISI.

JIOKYMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CIM PEIICHBI MOCTaBICHHBIE B HUX BOIPOCHI WU
aBTOpaM JIaH OTBET I10 CYIIECTBY.

Ecnu mo pazpemaemomy BOIPOCY OKUAAETCA OTBET, TO OH BMECTE C KOMHEW OTBeTa
3aSIBUTEITI0 MOKET HAXOJUTHCS Y HCIIOTHUTEISI HA KOHTPOJIE.

[IpoMexyTOouHbIII OTBET, pPaBHO KaK M 3alpoc IO HUCHOJHSAEMOMY JOKYMEHTY WIIU
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YaCTUYHOE MCIOJIHEHHE IOpYUYEHHS, HE SBISIETCS OCHOBAHMEM I NPU3HAHUA JOKyMEHTa
VICIIOJIHEHHBIM.

CHATHb JOKYMEHT C KOHTPOJISI MOKET TOJBKO JIOJKHOCTHOE JIMIO, KOTOPOE MOCTAaBUJIO
€ro Ha KOHTPOJIb.

OcHoBaHMEM [UIsl CHSTHUSL C KOHTPOJS JOKYMEHTOB C TMOPYYEHHUSIMHU PYKOBOJIUTENS
00pa30BaTEeIbHOW OpPraHU3alUM SIBIAETCS TOKYMEHT — OTBET, MOMNMCAHHBIA PYKOBOAUTEINIEM,
€ro 3aMecTuTeseM, JIMOO crpaBka 00 MCIOJHEHHWU JOKYMEHTa 32 MOJIHCHIO PYKOBOIUTEIS
CTPYKTYPHOTO MOJPAa3ACICHUS.

Ecnu Bce mocraBieHHbIE B IOKYMEHTE BOIPOCH! PELICHBI B ONEPAaTHBHOM MOpsIKe, 0e3
IOATOTOBKHA IMCBMEHHOIO OTBETA, MCIOJIHUTENb HAa JOKYMEHTE JE€JIacT KPaTKyl 3aIuch O
pEILIEHNH BONPOCa, YKa3bIBAET JATy U HOJIHUCH, 10CJIE YETO JOKYMEHT ITIOMEIIAETCS B AEIIO0.

7.Y4eT u XpaHeHHe nevaTeid, MITAMIOB U 0JIaHKOB.

OO0s3aTenbHOMY YyYeTy MOAJiekKaT BCE BUABI e4aTed M IITAaMIOB, OJAHKU CTPOroi
OTYETHOCTHU, KOMaHAUPOBOUHBIE YJJOCTOBEPEHHUS, CITyKEOHbIE 3aJJaHUs, TPYOBbIC KHIKKH.

VYyer Bcex mneyaTteil ¥ MITaMIIOB, UMEIOIIUXCS B 00pa30BaTeIbHOM OpraHn3aluy, BeAETCs
B CIICLIUATIBHOM JXypHaie (npunoicenue 2).

Kypnaspl ydera BKIIOYAKOTCS B HOMEHKIATYpY Jen. JIMCTel HX Hymepyrorcs,
IIPOLIMBAIOTCS M OII€YATHIBAKOTCS.

[ledaT 1 mITaMbl JOJDKHBI XPAHUTHCS B ceiiax WM METAUNIMIECKUX IIKadax.

OTBETCTBEHHOCTh 3a XpAaHEHHWE M HCIOJB30BAHME II€YaTeid, IUTaMIOB HECYT
I, OTBETCTBCHHBIE 33 BEACHUE JCIIONPOU3BOICTBA.

VYHUUTOXKEHHE ONaHKOB IPOU3BOAMUTCSA IO AKTy C OTMETKOM B COOTBETCTBYIOIIMX
JKypHaJIax yyera.

ITeyaTy ¥ WITAMIIBI YHUYTOXKAKOTCA 110 AKTY.

[IpoBepka Hanuuus neyareld, MITaMIIOB M OJIAHKOB, a TAaKXKe MOps/AKa UX XpaHEHUS U
UCIIOJI30BAaHUs IIPOU3BOJUTCS KOMHUCCHEH HE PEXE OHOIO pa3a B TOJ OJHOBPEMEHHO C
IIPOBEPKOM COCTOSHHUS JEIOIPOU3BOICTBA.

8.CocraBiienue HOMECHKJIATYPHBI 1€J1.

Homenkunatypa gen - 370 0o0s3aTenbHBIA 71 KaXKI0W 00pa3oBaTelbHON OpraHU3aluu
CHCTEMaTH3UPOBAHHBIN MepedeHb HAaUMEHOBaHMH (3aroJIOBKOB) JieNl, KOTOpble (POPMUPYIOTCS C
yKa3aHUEeM CPOKOB XpaHeHHus aei (npunodcerue 4).

Homenknarypa nen mpeqHasHaueHa JUIsl YCTAaHOBKM B 0Opa3oBaTeIbHOM OpraHU3aIliH
eAMHOro TmopsAaka (opMHUpOBaHMS Jied, OOecleyeHHs] HMX yuyeTa, OINEpaTHBHOIO IOHCKa
JOKYMEHTOB TI0 UX COACPKAHWIO M BHUJY, ONPEIECICHHUS CPOKOB XpPaHEHMs NI€]1 W SABIAETCS
OCHOBOI1 111 COCTABJIEHUSI OMUCEH /1€71 TOCTOSTHHOTO U IIUTeNbHOTO (cBbiIe 10 jeT) XpaHeHus,
a TaKKe JUIsl ydera Jesl BpeMEHHOro (10 10 jeT BKIIOYUTENbHO) XpaHEHUs!.

B rpage 1 HOMEHKIATYpBI A€ IPOCTABIAIOTCS MHACKCHI KaKJ0T0 J€J1a, BKIOUYEHHOTO B
HOMEHKJIaTypy. WMHIekc nema cocTouT u3 LUGpoBOro oO0O3HAUeHHs U3 IITATHOTO
pacniucaHus 00pa30BaTEIbHOM OpraHMU3aIuy (KoJ/1a) ¥ MOPSIKOBOIO0 HOMEpPA 3arojoBKa Jea Mo
HOMeHKJaType. MHaekcsl 1en 0603HavaroTest apabckuMu 1udpamu.

[Tpumep —

12-05, roe 12 — o6o3navenwue (kox), 05 — MOPSAAKOBBIA HOMED 3arojoBKa Jelia B pasjiene
HOMEHKJIaTyphbl Jell.

B rpade 2 HoMeHKIIaTyphI €11 POIKCHIBAIOTCS 3ar0JI0BKH J1E.

3aroJ0BOK JeNia JIOJDKEH YeTKO B CHKaToW 000O0IeHHON ¢dopme 0TOOpa)kaTh COCTaB U
coJIepyKaHue TOKYMEHTOB JIEla.

B 3aronoBkax JUYHBIX M APYrHX JA€J, COACPXKAIUX AOKYMEHTHI IO OJHOMY BOIpOCY,
ynotpebisercs repmut JJEJIO.
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B 3aronoBkax gen, coaepxamux IUIAHOBO-OTYETHYIO JOKYMEHTAIMIO, YKa3bIBAeTCA
nepuoy (Mecsll, KBapTaj, IoJyroaue, Toa), B KOTOPOM ILTAHUPYETCS CO3/1aHHe TOKYMEHTOB WM
nepuo ux (GaKTUIECKOTO BBHITTOIHEHUSI.

Bo Bpemsi pa3menieHusi 3arojlOBKOB J€I B HOMEHKJIAType YYUTBHIBAETCA BaXXHOCTh
JIOKYMEHTOB, BKJIIFOYEHHBIX B JIEJIO, UX B3aUMOCBs3b. B Hauase pacnosiaraioTcst 3arojioBKH el B
OTHOLLIEHUH JIOKYMEHTOB, IIOCTYIMBLIIMX OT OpPraHoOB BBICIIErO YpPOBHA, Jajee - IO
OpraHU3aIlMOHHO-PACTIOPSAIUTEILHON  JOKYMEHTAIMM, IUIAHOBO-OTYETHOM  JIOKYMEHTAllUH,
MEPENUCKE, YYETHO-CIIPABOYHBIM BUJAM JOKYMEHTOB. B KaK10il M3 3TUX TpyII JTOKYMEHTBI
TaK)Ke Pa3MEIaTCs C yYeTOM 3HAYUMOCTH M CPOKOB XPaHEHHUSI.

I'pada 3 HOMEHKHATyphl JAeNl 3alOJIHAETCS B TEYEHUE KAJICHJApHOrO Toja — IIpHU
(GbopMUPOBAHUH HOBOTO JIEJIa, TIPH 3aKPBITUH I U TT0 OKOHYAHUHU KaJeHIapHOTro roja.

[To moctukenuu nenoM odbema B 250 JTMCTOB, TOM 3aKPBIBAETCS M OTKPBIBAETCS HOBBIN
ToM. B Tpade mocienoBarenbHO YKa3bIBAIOTCS HOMEpa TOMOB M KpalHUE JaThl JOKYMEHTOB
Ka)XJIOTO TOMA.

[Ipumep —

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

DONEeKTpOHHBIE JleJla Ha ToMa He paslensitorcs. Bce aSIeKkTpoHHBIE JOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKITIOYAIOTCS B OJHO 3JIEKTPOHHOE JIETIO.

B rpajge 4 yxaspiBaeTCs CpPOK XpaHEHHUs Ji€ja, HOMEpa CTaTeil 10 TUIIOBOMY WJIU
BEJIOMCTBEHHOMY TMeEpeyHio, (heepaIbHOMy 3aKOHY WJIM HMHOMY HOPMAaTHBHOMY IIPaBOBOMY
aKTy, a MPU UX OTCYTCTBUM — IO TUIIOBOW WJIM MPUMEPHON HOMEHKJIAType Jel.

B rpage S «lIpumeuvanue»  yKa3plBalOTCA  CHELUUAIBHBIE  CPOKU XPAaHEHHS,
MPOCTABJISIFOTCS. OTMETKHU O 3aBEACHHUM JeN (B TOM YHUCIE B 3JIEKTPOHHOM BHJIE), O BBIICICHUU
Jel K YHUYTOKEHHUIO MO MCTEYEHHH CPOKOB MX XPAHEHHUs, O MECTE€ XpaHEHHUs IMOIJIMHHHKOB
JIOKYMEHTOB, O TIepenaue el B JIPYrylo OpTraHu3aluio JUisi TpoaoJDKeHus u Ap. B rpade
JIeNalTCsd OTMETKU O MEPEeXOAUIUX JelNaxX ¢ YKa3aHMEeM CTaporo MHJIEKca JeNa B CIy4yae ero
W3MEHEHUSI.

ITpumep —

«[Tepexomsmee ¢ 2016 . B 2016 - 2019 rr. — . 2-2-11».

[To genam, KOTOpbIe IO KAKUM-TUOO MPUYMHAM B T€UEHUE T0Jla HE 3aBOAMIINCH, B Tpade
«IIpumedanney» HOMEHKJIATYpHI e Jenaerca 3amuch — «Jlemo He 3aBomuiocky. [Ipu 3ToM B
rpade 3 IpocTaBiIsieTCsl IPOUYEPK.

[To oxoHWaHwM roja B KOHIIE HOMEHKJATYpPHI JEN JeNaeTcsl HWTOroBasi 3amuch O
KOJIMUECTBE 3aBEJCHHBIX /I (TOMOB).

9. ®opMupoBaHue U 0(popMJIEHHE eI,

dopmupoBaHue aeJl.

dopmupoBaHue Jel - OSTO TPYINIHUPOBKA HCHOTHEHHBIX JOKYMEHTOB B Jella B
COOTBETCTBUH C HOMEHKJIATYpPOH JIeI.

Bo Bpemst popmupoBaHus Aen cleayeT Ipuaep>KUBaThCs TAKUX OOIIUX MPABUIT:

- TIOMEIIATh B JeJla TOJIBKO MCIOJHEHHBIC JOKYMEHTHI B COOTBETCTBHH C 3ar0JOBKAMHU
JIeNT B HOMEHKJIAType;

- TPYIIHUPOBATh B JieJia TOKYMEHTHI, BHITIOJTHEHHBIE B TEUCHHE OJHOTO KaJIEHIapHOTO
rona (01.01-31.12), 3a uCkJIFOUEHHEM MEPEXOAAMMX AC (BEAYTCS B TEUCHUE HECKOJBKHUX JIET),
JUYHBIX eI

- MOMeIaTh B Jejia TOJIbKO OPUTMHANbBI WM, B CIy4yae MX OTCYTCTBHS, 3aBEPEHHbBIC B
YCTaHOBJICHHOM MOPSIKE KOMTUH IOKYMEHTOB;

- He JOMNycKaTh BKJIIOYEHMS B JieJla YEPHOBBIX, JUUHBIX JOKYMEHTOB, Pa3MHOKEHHBIX
KOMUI ¥ JTIOKYMEHTOB, TOJUICKAIINX BO3BpaTy; pa3lelibHO TPYIIUPOBATH B JieNa JOKYMEHTHI
MOCTOSIHHOTO U BPEMEHHOT'O XpaHEHUS;
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- 10 00BEMY J1e710 He JOKHO npeBbimath 250 nmuctoB (30-40 MM TOMIIUHON).

PacrniosioskeHne NOKYMEHTOB BHYTPH €]l IPOU3BOJUTCS B XPOHOJOTMYECKOM IOPSIKE,
py KOTOPOM HamboJiee paHHUE JJOKYMEHTHI PAacIioyiaraloTcsl B Hayase Jiena.

[lonoxeHns, mpaBuwiia, WHCTPYKUUMHM W T. II., YTBEPKICHHBIC DPACIIOPSIAUTEIbHBIMU
JIOKYMEHTaMHU, IPYIIIMPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTAMH.

IIpuka3sl 1O OCHOBHOW JEATEIbHOCTH (DOPMUPYIOTCS OTAEIBHO OT IPHUKA30B 110
KaJIpOBBIM  BompocaM (JIMUHOMY COCTaBy) (Ha3HayeHUE, TMEPEMEILICHUE, YBOJbHEHUE
COTPYAHUKOB) U OT IPUKA30B 00 OTIYCKaX, KOMaHIUPOBKaX U T.[.

[IpoTokonbl 3aceqaHuii KOJJIETHAIBHBIX OPraHOB 00pa30BaTENbHOW OpTraHU3aIlUH
IPYIIUPYIOTCS B JieJa B XPOHOJIOTHYECKOM MOPSAJKE U 110 HOMEpaM B IIpezeax KaleHAApHOro
roja. JIokyMeHTHI K 3aceJaHUSIM yKa3aHHBIX OpPraHOB CUCTEMAaTU3UPYIOTCS IO laTaM U HOMEpaM
IIPOTOKOJIOB, @ B IIpeJeaax IPyIIbl JOKYMEHTOB, KOTOPBIE KacalOTCs OZHOrO IPOTOKOJA, - 110
MIOBECTKE JIHA 3aceJaHusl.

Ilepenucky cnenyer rpynnupoBaTh B Jieja 3a [epUo KaJeHAapHOoro roja. B neno
NEPENUCKHU MMOMEIAI0TCA BCE JTIOKYMEHTBI, BO3HUKIINE B XOJi€ peuieHust Bonpoca. [lepenucka
CUCTEMATU3UPYETCS B XPOHOJIIOTMUYECKOM MOCIIEI0BATEIbHOCTH; TIOKYMEHT OTBET IIOMEIAETCS 32
JIOKYMEHTOM-3aIPOCOM.

Od¢opmiienue aeJr.

Jlena oOpa3oBaTeIbHON OpTraHU3aIMH MOAJEeKAT 0(OPMIICHUIO NIPU WX 3aBEICHUH H IO
3aBepIICHUH TO/a.

Odopmienne ena — MOATOTOBKA JieNa K XpaHSHHWIO BKIIFOYAeT B ceOs KOMILIEKC paboT
[0 OMMCAHMIO JIeN1a Ha 00JI0KKE, MOIINBKE, HyMEpPAaIH JIUCTOB M COCTABJICHUIO 3aBEPUTEIBHOM
Haamucu. OdopMiteHne J1eNn MPOBOIUTCS pabOTHUKAMU OpPTaHU3aINH, B 005S3aHHOCTH KOTOPBIX
BXOJHUT 3aBelleHue M (OpPMHUpPOBAaHUE M€, MPU METOAMYECKOW IMOMOIIM M TOJ KOHTPOJIEM
OTBETCTBEHHOTO 32 apXUB 00pa30BaTEILHON OpPTaHU3AIIHH.

B 3aBucMMOCTH OT CPOKOB XpaHEHHUs MPOBOJUTCS MOJTHOE MM YaCTUYHOE O(pOopMIICHHUE
JIelI.

[TomHOMY OdOpMIIEHHIO TMOJJIeKAT Jefa MOCTOSHHOro, BpeMeHHOro (cmeimie 10 Jer)
XpaHeHus (10 JUYHOMY COCTaBY, JIMYHBIE Jiea YBOJEHHBIX paboTHUKOB). [lomHOE odopmiieHne
Jiena npeycMaTprBaeT:

. MOAIINBKY WJINA TBEPJBIN MEPEIIET 1ENa;

. HYMEPALMIO JUCTOB B JIEIIE;

. COCTAaBJICHUE JIUCTA-3aBEPUTEIIS;

. COCTaBJIEHHE B OCOOBIX ciydasx (Mpu O(GOpPMIIEHUH JIMYHBIX e, A ydera
0c000 IIEHHBIX IOKYMEHTOB) BHYTPEHHEH ONMUCH IOKYMEHTOB JIeNa;

. BHECEHHE HEOOXOAMMBIX YTOUHEHHH B PEKBU3UTHI OOJOXKKHU Jiena (YyTOUYHEHHE

Ha3BaHWA MOApa3aACIICHUA, MHACKCA U 3arojioBKa J€jia, JaThl ACj1a U Hp)

Hena BpemenHoro (A0 10 JeT BKIIOYUTEIBHO) XpaHEHHUS MOJJIEKAT YACTUYHOMY
oopmiienuto. Jlomyckaercs:

. XPaHUTH J€jia B CKOPOCHINBATECIIAX

. HC IPOBOJUTH NNCPECUCTEMATU3ALUIO JOKYMCHTOB B ACJIC,
. JIMCTHI A€Jia HC HyMEPOBAaTh,

° 3aBCPUTCIILHBIC HAAIIUCHU HC COCTABJIATD.

JIOKyMEHTBI, MoJJIeKallye MOJHOMY O()OPMIICHHUIO, MOAUIMBAIOT HA YETHIPE MPOKOJIA B
TBEPYIO0 00JI0KKY U3 KAPTOHA MJITH MEPETIETAIOTCS C YYETOM BO3MOKHOCTH CBOOOIHOTO YTEHUS
TEKCTa BCEX JOKYMEHTOB, J1aT, BU3 M pe30itonuid Ha HUX. [Ipu moAaroroBke nen K MOALIMBKE
(meperieTy) MeTaJUTMYECKUE CKPETUIeHUs (CKOOBI, CKPETKHM) U3 JOKYMEHTOB yaaistorcs. Jlena
IIOCTOSIHHOT'O XPaHEHMs, COCTOSIIME M3 He(OPMATHBIX JTOKYMEHTOB, XPAHATCS B 3aKPBITHIX
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TBEPABIX MaIKaX ¢ TpeMs KJIalaHAMHU U C 3aBA3KaMHU.

IIpu Hasmuuu B Aene HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHHUKEK W
Jp.) 3TU TOKYMEHTBI BKJIaJbIBAIOTCSI B KOHBEPT, KOTOPBIN 3aTeM IOJAIIMBAETCs B 3TO 1eno. [Ipu
HaJINYUK OOJIBIIOTO KOJIMYECTBA TAaKUX JOKYMEHTOB OHHM MOIYT M3bIMAThCs U3 JleNl, U Ha HUX
COCTaBJISICTCS OT/ENbHAS OIUCH.

B koHue kaxmoro nena MOAIIMBAIOTCS YHUCTble OJaHKKM (GOpPM Uil 3aBEPUTENIBHOM
HaJIMNCH.

B nemsax oOecneueHMs COXPAHHOCTM M 3aKpEIUICHUS IOpPAIKA PpaCIOJIOKEHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JIEJIO, BCE JIUCTHI, KPOME 3aBEPUTEIBHOT0, HyMEPYIOTCS apaObCKUMuU
muppaMu B IPaBOM BEpPXHEM YIy, HE 3a/€Bas TEKCTa JOKYMEHTa, MPOCTbIM I'papUuecKum
KapaHJalllOM WJIA HYMEpaTropoM. YTOTpeOJNeHHEe YEepHWJ M LBETHBIX KapaHIamen s
HyMEpaLuy JIMCTOB 3anperiaercs. BHyTpeHHsIsl onuch UMEET CaMOCTOSTENbHYIO0 HyMEpaLUIO.

JIucThl Jen, COCTOSIMX U3 HECKOJBKUX TOMOB WJIM YacTed, HyMEpPYIOTCS IO KaKIOMY
TOMY WJIM YacTU OTEIBHO.

dotorpaduu, YEepTEkKH, AUATPAMMBl U JAPYrHe WILIIOCTPATHBHBIE U CHElH(HUYECKue
JIOKYMEHTBI, IPE/ICTABIISIOINE CaMOCTOSTENIBHBIA JIMCT B J€Jie, HyMEpPYIOTCS Ha OOOpOTHOM
CTOPOHE B JIEBOM BEPXHEM YIIIy.

C0XeHHBIH JTUCT pa3BOpayMBAeTCs U HyMEpyeTcs B IIPaBOM BepxHeM yriy. [Ipu stom
aucT Joboro ¢opmara, MOAMIMTHIA 33 OJWH Kpaid, HyMepyeTcss Kak OAHMH JIUCT; JIUCT,
CJIO’KEHHBIN U MMOJIINTHIN 32 CEepeinHYy, OUICKUT IEepeIInBKE U HyMEpYeTCsl KaK OJJUH JIUCT.

[lonmuTeie B J€JI0 KOHBEPTHI C BJIOXKEHUSMH HYMEPYIOTCS; IpPU STOM BHadaje
HyMepyeTcs KOHBEPT, a 3aTeM OUepeJHbIM HOMEPOM KaX/10€ BJIOKEHHE B KOHBEPTE.

[TonmmTeie B 1€710 JOKYMEHTHI C COOCTBEHHOM HyMepaluen JUCTOB (BKJIIOYas eYaTHbIE
U3JJaHKs) MOTYT HYMEpOBaThCs B OOIIEM IMOPSAIKE WIM COXPaHATh COOCTBEHHYIO HyMeEpaluio,
€CJIM OHA COOTBETCTBYET MOPSAIKOBOMY PACHOJIOKEHHIO JTUCTOB B JIEJIE.

B cinyuasx oOHapyxeHUs OOJBIIOTO 4YKCiIa OIIMOOK B HyMepallM JHCTOB Jela B
JIEJIONPOU3BOJCTBE MPOBOJUTCS MX MNepeHyMmepanus. [lpu mepeHymepanuy JHCTOB CTapble
HOMEpa 3a4EpKUBAIOTCA OJHOW HAKIOHHOW YEPTOM M PAJOM CTABUTCS HOBBIM HOMED JINCTA; B
KOHIIE JI€Ja COCTABIIIETCSI HOBAs 3aBEPUTENIbHAs HAJMNCh, NP ITOM CTapas 3aBepUTEIbHAs
HAJMKCh 3aUEPKUBAETCS, HO COXPAHAETCS B €.

Jis ydera KOJIM4eCTBA JHMCTOB B JielNe M (PUKCAlUM OCOOCHHOCTEH HX HyMepaluu
COCTaBIISIETCS 3aBEPUTENIbHAS HAANKCh Jena. OHa COCTaBIsAETCS B €€ Ha OTAEIBHOM JINCTE —
3aBepuTese Jeia. 3aBepUTeNIbHAs HaJIUCh COCTABIIAETCS 110 YCTAHOBJIEHHOU (opMe.

Bce mocnenyromue M3MEHEHHs B COCTaBE U COCTOSHUM jena (MOBPEXACHUs, 3aMeHa
MOJJIMHHBIX JOKYMEHTOB KOMUSMHU, TPUCOEIMHEHUE HOBBIX JOKYMEHTOB U T. [I.) OTMEUAIOTCS B
3aBEPUTEIBHON HAJANIUCU CO CCBIJIKOM Ha COOTBETCTBYIOIIMM aKT.

OO6nokKa Jel OCTOSTHHOTO, BpeMeHHOro (cBbiiie 10 JjieT) XpaHeHHs U 1O JIMYHOMY
cocTaBy opopmIIsieTcs o yCTaHOBICHHOH Gopme.

Ha o0noxke nen MOCTOSHHOTO XpaHEHHs BBEpPXY IMPEAyCcMaTpUBAETCS MECTO JUIs
HalMEHOBAHUS TOCYJIapCTBEHHOI'O apXuBa, B KOTOPbI OHM OyAyT IepelaHbl, a TaKxke
apXMBHOTO 1K (}pa B IPaBOM BEPXHEM U JIEBOM HU)KHEM YTIJIax.

ITpu odopmnennn 0610kKH nen1 HauMeHoBaHHMe LIIKoibl yKa3bIBaeTCs IMOJHOCTBIO IO
yCTaBy, B UMEHUTEIILHOM MaJIeKe, COKPALIEHHOE Ha3BaHHUE — B CKOOKaXx.

OO0s3aTenbHBIME PEKBU3UTAMU OOJIOKKHU Jieja SBJSIETCS YKa3aHUEe KOJIMYECTBA JIUCTOB B
Jienie, KOTOpoe MPOCTaBIsAETCS HA OCHOBAHUU 3aBEPUTEIBHON HAMNCHU Je]1a, U CPOKA XPAHEHUS
Jaena (Ha Jenax IOCTOSTHHOTO XPaHEHUs NMILETCSA: «XPAHUTh IIOCTOSHHO»), KOTOPBIM
NEPEHOCUTCS] Ha OOJIOXKKY Jiela U3 HOMEHKJIATYpPhI MOCIE CBEPKHM €ro Mo CpoKaM XpaHEHHs B
HEpeYHe.

Jis ydeta JOKYMEHTOB OIPEIENCHHBIX KAaTeropuil Aea MOCTOSHHOIO M BPEMEHHOTO
(cBpime 10 5eT) XpaHeHHs, Yy4eT KOTOPBIX BBI3BIBACTCS CHEUM(UKON NaHHON JOKyMEHTAaIUu
(J1muHBIE €A, 0000 LIEHHBIE), COCTABIISIETCS BHYTPEHHSS OITUCh JOKYMEHTOB JI€a.

BHyTpeHHIOI0 ONMUCh HEOOXOAMMO TaKKe COCTAaBIATH B JIeNax IOCTOSIHHOTO U
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BpeMeHHOTo (cBbie 10 yer) xpaneHus, cOPMUPOBAHHBIX IO PA3HOBHIHOCTSIM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIep:KaHNEe JOKYMEHTOB.

BHyTpeHHsIT OmMHMCh COCTaBISIETCS HAa OTICIBHOM JIMCTE IO YCTaHOBIEHHOW (opme,
KOTOpasi COJIEP’KUT CBEICHUS O MOPSIKOBBIX HOMEpPax JOKYMEHTOB Jiela, UX MHAEKcaX, JaTax,
3aroJ0BKax U HOMEpax JIMCTOB Jeja, Ha KOTOPBIX PACIIOIO0KEH KaXKIbIi JOKYMEHT.

K BHyTpeHHell omucu Jiena COCTaBsieTCsl MUTOTOBas 3alllCh, B KOTOPOM YKa3bIBAeTCs
nudpamMy U MPOMKUCHIO KOJMYECTBO BKIIOYCHHBIX B HEE JOKYMEHTOB W KOJUYECTBO JIMCTOB
BHYTPEHHEHN OMUCH.

BuyTpeHHsis onuch NOJMUCHIBAETCA €€ COCTABUTEIEM C YKa3aHWEeM JOJIKHOCTH,
MOJIKUCH, pacIIM(PPOBKU MOJANUCH U HYMEPYETCS B JieJie OTACIBHO.

10.XpaHeHue M YHUYTOXKEHHE IOKYMEHTOB.

JIOKyMeHTHI (7e71a) ¢ MOMEHTa Co3/1aHus (TIOIydeHus) Wik (OPMHUPOBAHUS XPAHATCS B
OpraHM3alyuy JI0 Tepeadl apXUBHOMY YUPEKICHHIO.

PykoBonuTens oOpa3oBaTenbHON OpraHU3aly U CHEeNMaIbHO HA3HAYEHHOE JINLO (JIMLIA)
00s13aHbBI 00ECTIEYUTh XPaHEHNE JOKYMEHTOB H JICTI.

Jlena JOJIDKHBI XpPAaHUTBCS B BEPTUKAIBHOM TIOJIOKEHHHM B MmKagaxX, KOTOpbIE
3akpbIBaroTCcs. Ha kopemikax o010KeK e yKa3bIBaroTCs HoMepa Jedl.

Bbinaua nen Bo BpeMEHHOE IMOJIb30BAaHHE Pa0OTHHKAM 00pa3oBaTENbHON OpraHU3aIliH
OCYLIECTBIISICTCS C YCTHOTO Pa3pelICHUs] €ro PyKOBOAUTENS, a APYTHM YUPEKACHHUSIM - C €ro
NUCHbMEHHOTO pa3pemieHusi. Ha BbITaHHOE €10 COCTaBisieTcs KapTodka - 3aMeHHTeNnb. B
KapTOUKe yKa3bIBAalOTCS HOMEp JieNa, 3arojIoBOK Jiena, JaTta ero BblJIauH, JIUI0, KOTOPOMY N0
BBIJIAHO, J1aTa €ro BO3BpATa, MOAIMUCH JIHII, KOTOPbIE BBIIAIH U TIPUHSIIA JIEO.

IIpenocraBiieHue 11 BO BPEMEHHOE IOJIb30BAaHHE OCYIIECTBISAETCS He Oojiee ueM Ha
OJIMH MECSII.

W3psiTHE  NOKYMEHTOB M3 Jejda IOCTOSHHOIO  XpaHeHWMs 3ampemiaerca. B
UCKJTFOUUTENIFHBIX CITydasX U3BATHE TOKYMEHTOB JIOIYCKAeTCS C pa3pelieHus] PyKOBOIUTEIS
00pa3oBaTeNbHONW OpraHu3alMy ¢ 00sf3aTeNIbHBIM OCTAaBJIEHHUEM B JIeJIe 3aBEPEHHBIX JOJKHBIM
00pa3omM Komwuii.

Ilocne oxkoH4YaHMs CpOKa XpaHEHHUs JOKYMEHTOB, KOTOpble HE TMOJIeXaT Iepenaye
apXMBHBIM  YUPEKACHUSM, JOKYMEHTHI  CIIHCHIBAIOTCS  KOMHCCHEW  00pa3zoBaTeIbHOMN
OpraHu3aliil MO TPOBEJCHHUIO HKCHEPTH3bl IEHHOCTH JOKYMEHTOB, KOTOPYK Ha3HayaeT
PYKOBOIUTENh 00pa30BaTeNbHONW oOpraHW3anmuy. Ha crhucaHHyI0 JTOKYMEHTAIHIO JKCTIepTHAs
KOMHCCHS COCTABIISIET COOTBETCTBYIOIINMN aKT.

CriucanHasi JOKyMEHTAIUS YHUITOXKAETCSL.
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[Tpunoxxenue 1

IIpumepHnas ¢popma xxkypHaJia yuera nedyareil u iTaMmInoB
00pa3oBaTeJbHOM OpPraHu3anuu

PesyabTaTsl .
HaumenoBanue . OTTHCK nevaTeil
HauMenoBanue eKeroaHou
moJpasaesieHusl, OtMmeTKa 00 (ITamMmnos)
ne4yaTu OtTHCK Hoanuce, NpoBepKH
JNO0JZKHOCTh YHUYTOKEHUH, | IJIsl
Ne /i | (TaMna), MHUUKMATO | IEYATH YAOCTOBEPHIOIIAS | HAJIHNYUSA Mpumeyanue
noJiyyarteJisi v . HOMep YHUUTOKEHUS,
p 3aKa3sa, HITaMIA) NnoJiyueHue, 1aTa |nevyarei
bamuus aKTa 4 JaTa aara
AaTa NOCTYIJIeHUs U IITAMIIOB,
noJiyyareJs BO3BparTa
AaTa NPOBEPKH
1 2 3 4 5 6 7 8 9

IIpumepnast popma Kuuru/ :xypHaja perucTpanuu NpuKa3soB
o0pa3oBaTe/IbHON OPraHU3alNuH.

I1o ocHOBHOII 1eATEJILHOCTH

Mara Cpok OtMeTKa 00 HCTIOTHEHU T
Ne Homep
Conep:xanue HcnonHutenb [MCNOJHEHUs
n/n NnpuKa3a
NpHKa3a
O npoBeneHun 30.08.2022  |CHSAT ¢ KOHTpOJIS
1 25.08. 74-0 KOMIUIEKTOBAHHA | 117 30.08.22
2022 MeJarorn4eCcKux
KaJpoB
ITo kaapoBbIM Bonpocam
Ne
u/n Hdara npuxkaza | Homep npukasza Bun npukasa ®UO corpynHuka OcHoBaHue
T Ne 25 ot
1 14.10.22 77-K [Tpuem 0)5(0) 14.10.2022




ITo kOHTHHIeHTY 00y4aroIuxcs
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Ne Homep
w/n Jara npukasa — Buja npukasa ®U olyuaromerocs OcHoBaHue
3asiBieHUE poaAUTENeH
1 28.09.2022 35-Y 3auucnenue oU ot 27.09.2022
Ne 46
[Tpunoxxenue 2
IIpumepnas popma Kuuru/ sxypHaja perucrpanuu pacnopsizxeHHui
o0pa3oBaTe/IbHON OPraHU3alNuH.
Ne n/m Hara Homep Conepsanmue Kro noxmmea Cpok ucnosiHenusi| Ormerka 00
PACHOPSKEHUsI | PACTIOPSIKEHHU S HCIIOJIHEHHH
®.1O. O noe3ne yyamuxcst Crar ¢
1 20.10.22 37-P e Kﬂ YI‘; m 22.10.22 KOHTPOJISL
ORERYPEIo 22.10.22
IIpumepnas popma Knurun/ skypHasa perucrpaniu npoToKoJioB
o0pa3oBaTe/IbHON OpPraHu3alMu.
Ne i/ Ne nporokosa Jlara ero IToBecTKka AHA
perucTpanumn

[Ipunoxenune 3
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IIpumepHasi popMa perucTpaHOHHOIO KYPHAJIa BXOASALIUX J0KYMEHTOB
00pa3oBaTe/IbHOI OPraHU3auNu

Jlara Pe3oaronus niam
Ne i/ | mocryniienusi | Jlata u Homep Kpartkoe conep:xxanue KoMy HanpasJieH | OTMeTKa 00
MOKYMEHTa/ | JOKyMeHTa, Koppecnon- JIOKYMEHT HCIIOJTHEHUH
BXOASIINMA  |PHCBOEHHBIN AEHT (moanucey,
HOMep aBTOpPOM yA0CTOBepsIIOIIAs
AN
1 2 3 4 5 6 7
IIpumepHas popMa perucTpalHOHHOIO )KYPHAJIA UCXOASIIMNX IOKYMEHTOB
00pa3oBaTe/ibHOI OPraHu3aunu
aTa M HOME
Perucrpan A p
laTa o AOKYMEHTa, Ha
Ne HOHHBIH Kpartkoe .
NOKYMEHT Anpecart KOTOPBbIii UcnoaHureab
n/n HOMep coJep:KaHue
a maercs OTBeT
MOKYMEHTAa
1 2 3 4 5 6 7
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[Tpunoxenue 4

HPUMEPHAA HOMEHKJIATYPA JIEJ
OBPA3OBATEJIbHOU OPI'AHU3AIIHN

O0meodpa3oBaTe/ibHOE yUpeKICHHE

Cpox xpaHeHHs

KoauuecTBo
Hnpexc 3aroJioBOK aeJia nesa (Toma, 4acTH)
aeJs . IIpumeuanue
aeJia (ToMa,yacTm) u Ne crareii o
(TOMOB)
Ilepeunro
1 2 3 4 5
01. PyxoBoacTBO (KaHUeJIAPHS)
HopmaTuBHBIC IPaBOBBIE AKTHI OPTAHOB, Jlo MUHOBaHHS
OCYIIECTBIISIONINX YIIpaBIeHHUE B chepe HaJ00HOCTH
01-01 Yy [HHX yTIp bep A 3aBeneHo
00pa30BaHusl, PErIAMEHTHPYIOIIHE . «O» CT. 3, . «O»
oOpa3oBarenbHbIe OTHOIICHUS. Komuu ct. 4 TI1 2019
ITocTostHHO ITocie 3ameHBI
01-02 Veras OO
ct. 28 TIT 2019 HOBBIM
Jlo MuHOBaHUS
CBHIETEIBCTBO O TIOCTAHOBKE HA YYET B [epexonsmee ¢
01-03 HanoroBoM oprane (MMHH) Ha/I00HOCTH, 2012
P cr. 24 TI12019
01-04 CBHIETENBCTBO O BHECEHHMH 3aIIHCH B ITocTrostHHO [epexonsmee ¢
ETPIOJI cr. 24 TII1 2019 2012
JIOKyMEeHTBI (IOTOBOp, KOHTPAKT, Jlo MuKBH A
CBUIETENIBCTBA) HA MIPABO ONIEPATUBHOTO IIepexopsiuee ¢
01-05 TIPaBJICHUSI UMYIIECTBOM, Ha TIPaBO Oprauzanim 2012
yrp ym - Ha TP cr. 93 TIT 2019
TTOJTE30BAHMUS 3€MENTbHBIM YIaCTKOM
Tlocne
5 ner IIPEKPALLECHUS
01-06 JIMIneH3un U IpWIOKEHUS K HUM M
1 P cT. 55 TIT1 2019 JNEUCTBUS JIULEH3UU
Ilepexoasiee ¢
2018
CBHIIETENBCTBO O FOCYIapPCTBEHHOM Ao nMKBuAaLH Ilepexomsmiee ¢
01-07 aKK He WTallH Y OPTaHusalliH, 202{)8 .
peAuTal cr. 61 TI1 2019
CaHUTapHO-3THAEMHUOJIOTHUECKOE
aKJIIOYEHHE Ha a30BaTelIbH
01-08 3GHT};'ILHOCTI) CZgII?ITZO Ho-e - > zer, I1IK Iepexonsmee ¢
8 ’ P cr. 429 TIT 2019 | 2018
SIMUAEMHOJIOTHYECKOE 3aKITI0UCHHE Ha
MEIHUIUHCKYIO AESTEIbHOCTh
TocynapcrBenHoe/ Hocroso
01-09 yaap m. «6» ct. 198 TII
MyHuIMnaipHOE 3a1aHue
2019
OTYeT 0 BBLITOJIHEHUH IlocTostHHO
01-10 rOCyAapCTBEHHOTO/MYHHIUIIATEHOTO . «a» ct. 211 TII
3aJaHus 2019
[TocTosiHHO Ilepexoasiee ¢
01-11 IIporpamma pa3Butus

ct. 193 TI1 2019

2020
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ITocTostHHO
01-12 [IpOTOKONBI KOJIIETHAEHBIX OPTaHOB . «B» cT. 18 TII
2019
IocrostHHO
01-13 [IpoTOoKOMIEI COBEMaHM TIPU TUPEKTOpE m. «e» ct. 18 TII
2019
IocrostHHO
01-14 [IpoTokouner 00mMx cobpannii pabOTHUKOB 1. «k» cT. 18 TI1
2019
IocrostHHO
01-15 [Ipukassl 10 OCHOBHOM AESTENHHOCTH m. «a» cT. 19 TII
2019
Kuura/>xypHan pernctpannyl mpuka3oB IO Toctosro
01-16 YPHaI PErHCTPAtlii 1p n. «a» ct. 182 TII
OCHOBHOH JIESITENLHOCTH 2019
[ocTosiHHO
01-17 [Tpuka3sl 10 KOHTUHIEHTY O0YYaIOIINXCS . «a» c1. 19 TII
2019
Kuura/>xypHan peructpanny mpuka3oB IO Toctosro
01-18 YPHAT PertCTPattitit 1p n. «a» ct. 182 TI1
KOHTHUHI'CHTY 00YyYaroluxcst 2019
[pukassl/pacnopsKeHUs M0 5 ner
01-19 aJIMUHHUCTPATUBHO-X03IMCTBEHHBIM m. «o» cT. 19 TII
BOIPOCAaM 2019
Kuura/>xxypHan peructpannu 5 et
01-20 MIPUKa30B/pactopsKEHUH 10 I« cor. 182 TII
aJIMUHUCTPATUBHO-X0351ICTBEHHON ’ 20'19
JIeATeIbHOCTH
01-21 JIokanbHbIE HOPMATUBHBIE AKThI 110 ITocTosiHHO
OCHOBHBIM BOIPOCAM ct. 8 TIT 2019
JIOKyMEHTBI O IPOBEpKax (aKThI, CIIPABKH, 10 ner
01-22 MIeperncKa) OpraHaMH TOCKOHTPOJIA
cr. 141 TI1 2019
(Hamzopa)
01-23 WHCTpYyKIHA 1O AETONPOU3BOJICTBY Mocrosiro Tocne sameret
ct. 28 TIT 2019 HOBBIMU
C
01-24 Homenknarypa nen Hocrosuno ngzg:;zgib:;ﬁ -3
cr. 157 TI1 2019
roga
01-25 OOparueHus Tpax/iad 1 MepernucKa 1o ux 5 ner OIIK
paccMOTPEHUIO cT. 154 TI1 2019
5 ner
01-26 XKypnan peructpanuu oOpamieHni rpaxxaan . «e» cT. 182 TII
2019
Jo nmukBuganuu
01-27 Kyphan ydyera BplJauu nevyareil ¥ MITaMIOB OpraHu3aIuu
cr. 163 TI1 2019
IIpu orcyrcTBUN
KHUT, )XypHAJIOB,
. 3 roma
01-28 AKTBI YHIYITO)KCHUS [I€IATEH M IITAMIIOB OTTHCKOB U CJICIIKOB

ct. 164 TI1 2019

— 10 TUKBUJALIUN
OpTraHu3aIH
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Kypnai peructpanun BXOISIIIX > et
01-29 O}II(pMeH”IF)OB pant AL m. «» cT. 182 TIT
HIOKY 2019
JKypHai peructpann HCXOIIIIX > et
01-30 O}II(pMeH”IF)OB pant JU m. «» cT. 182 TIT
HIOKY 2019
. ITocTostHHO
01-31 [Ty6mmanbIi [OKIam 0 paboTe IMIKOIIBI or. 209 TIT 2019
ITocTostHHO
01-32 OtyeT 0 caMo00CIIeOBAHNH or. 209 TI1 2019
ITocTostHHO
01-33 T'omoBoii tal pabOoTHI MIKOITBL L. «a» cT. 198
TI12019
Jlo MuHOBaHMS
OmnepaTruBHBIC TUIAHBI (KBapTAJBHBIE,
01-34 ) pat HaJO0OHOCTH
MECSTYHBIC) paOOTHI IIKOJIBI ot 201 TI1 2019
01-35 <..>

02. O0pa3oBaTebHas JeTeJbHOCTb

OO0pazoBaresbHbIe TPOrPaMMBI IIKOJIBI 110

Jlo 3aMeHBI HOBBIMU

Ilepexonsiee ¢

02-01
YPOBHSM 0011Iero 00pa3oBaHus cT. 271 IIMII 2017 rona
02-02 JononautenbHbIE 00pa3oBaTeIbHbIE o 3amens! HOBbIMU | [Tepexoasinee ¢
IIPOrPaMMBbl cT. 271 IIMII 2020 ronma
TIpoToKOJIBI 3aceaHMi IIEJArOIrMYECKOTO Hocrosnno
02-03 coljseTa U JIOK MeiTBI K HI/IIf[/I m. «a cr. 18 TIT
AOKY 2019
02-04 Kuura yyeta npoTokoJI0B I€1aroru4eckoro 10 et
coBeTa crt. 335 I[IMII
02-05 JIOKyMEHTBI TIO aHaJIN3y U KOHTPOITIO ITocrostHHO,
00pa30BaTeNFHON ACATEIEHOCTH cT. 316 TIMII
[IpoTokoibl 3aceanuil coBeTa poguTenei
ITocTosHHO,
02-06 (pPOIUTETHCKOTO KOMHTETA) M JOKYMCHTBI
cr. 324 TIMII
(cripaBKH, JOKIAIbI, HHPOPMAIIIH) K HIM
TlocrosinHo, ecnu
02-07 [IpoTokoibl 3aceiaHnit 3K3aMEeHAIMOHHBIX 3 roma IIKOJIa CIAeT
KOMHCCHI cT. 326 TIMIT JIOKYMEHTHI Ha
TOCXpaHue
02-08 Hudopmanus, cBeneHus o pabore rpymnm 3 roma
MPOJJIEHHOTO JHSA cr. 312 TIMII
02-09 Kuura yyera Boljaun Meganeit yyammumces 50 nmer
IIKOJT ct. 319 IIMIT
KHura yyeTa OIIaHKOB U BBIJJAYU aTTECTATOB 50 et
02-10 €rMCTPALMU BBIIAHHBIX JIOKYMEHTOB 00
(peructpary A JOKY ct. 322 TIMII
00pazoBaHuN)
02-11 KHura yueTa BbIIa4u IOXBaJIBHBIX JHCTOB U 50 et
IIOXBAJIbHBIX ITPaMOT ct. 320 [IMII
TlocrosinHo, eciu
02-12 JloKyMeHTHI (TUIaHbI, JOKIIAIHBIC 3aUCKH, 3 roma IKOJIa CIAeT
MepenucKa) O MPOBEACHUH OTKPBITBIX YPOKOB ct. 321 I[IMII JIOKYMEHTBI Ha

rocxpaHue
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[TpOTOKOJIBI POAUTENHCKUX COOpaHU H

02-13 JOKYMEHTHI K HUM (CTIpaBKH, JTOKJIAIbI > JeT
’ ’ ct. 324 [IMII
nHpopmannm)
02-14 OTueTsl 0 paboTe COBETa POIUTEIICH 3 rona
ct. 325 [IMIT
02-15 AndaBuTHasI KHATA 3aITUCH 00yJarOmNuXCs >0 zer
ct. 329 [IMI1
ITocne oxkoHuaHUMN
3 roga IITKOJIBI ¥ TIPH
02-16 JInansle nea oOydaromuxcs
A yHaom ct. 330 I[IMIT BEIOBITHH B IPYTYIO
TIKOITY
1 rox
02-17 DK3aMeHaIMOHHbIC OUIICTHI
a cr. 503 TIMII
02-18 DK3aMeHaI[MOHHbBIC PabOThI 00YUAIOIIUXCSI 1 ron Hocne cpatn
H p yHarom ct. 506 [IMII 9K3aMEHOB
N N3bsarTeie u3
B snexTponHOM
KIJIACCHBIX JKYPHAJIOB
¢dopme Ha mucke — 5
02-19 KnaccHsie sxypHaIBI et CBOJTHBIE BEIOMOCTH
(3NIEKTPOHHBIE) YCIIEBAEMOCTH —
2
or. 331 TIMII He MeHee 25 nier
KypHan ydera npomyuieHHbIX 1 5 ner
02-20
3aMeIeHHBIX YPOKOB ct. 337 I[IMIT
02-21 KypHan 3aHsATHIA 10 TOTOIHUTETEHOMY 5 ner
00pa30BaHUI0 cT. 493 T[IMI1
02-22 JKypHan rpynmsl mpoyIeHHOTO JHS > Jer
ct. 333 [IMI1
02-23 <..>
03. BocnurareabHas 1eITEJIbHOCTD
03-01 [Inansl BoCIUTATEIbHBIX MEPONIPUATUH U 3 roma
JIOKYMEHTbI K HUM ct. 194 TI1 2019
03-02 ITepenucka mo Bompocam nMpooprUeHTAIINH, 3 roma
TPYJIOBOTO O0YYECHHS U BOCTIUTAHUS cT. 345 TIMIT
Ilepenucka ¢ opraHaMu CUCTEMBI
03-03 i} (E)(bHHaKTI/IKHpI/I 0e3Ha30PHOCTH > zet, S1IK
P A30p cr. 70 TIT 2019
HECOBEPIICHHOJIETHUX
IlocTostHHO, ecnu
03-04 JIoKyMeHTBI 00 opraHu3aIuu 1 padboTe 10 ner IKOJIa CIaeT
jarepeit cT. 478 [IMIT JIOKYMEHTBI Ha
TOCXpaHue
A — Ho wiosaiis
03-05 KOHK pCOB X YL([))KGCTBCHEIOJII"O TeXI-,H/I‘IeCKIZ)FO’ Hao0HOCTH
YPCOB Xya : cr. 383 TIMIT
U IPYTHX BHJIOB TBOPYECTBA IIKOJIHHUKOB
JloKyMeHTBI O BBICTABKaX JIETCKOTO Jlo MuHOBaHUS
03-06 XYZ0KECTBEHHOTO U TEXHHUECKOTO Ha/I00HOCTH
TBOpPYECTBA ct. 384 I[IMII
03-07 Oryetsl, nHGOpMaIHH 0 paboTe 10 ner ITocTosiHHO, eciu
OOIIECTBEHHBIX YUYCHHYCCKIX OpPraHU3aIui ct. 388 I[IMII LIKOJIa CAAET
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JOKYMCHTEI Ha

rocxpaHue
03-08 <..>
04. Meroanueckasi 1eATeIbLHOCTEH
IlocTosiHHO,
04-01 [MonoxeHne 0 METOAMICCKOM COBETE m. «a» ct. 34 TII
2019
[Monoxenus 00 y4eOHO-METOAMICCKIX Hocrostxo,
04-02 y m. «a» ct. 34 TII
00BEIMHCHUSAX, PAOOYHX TPYIIIAX
2019
[IpoToKOJIBI 3aceaHnil METOTUICCKOTO IMocrostHHO,
04-03 COBETa U JOKYMEHTHI (CIIPaBKH, JOKIAIbI, n. «a» cr. 18 TII
nHPOpPMALIUN) K HUIM 2019
T'onoBoii T1aH pabOThl METOTUUECKOTO > zet, K
04-04 | 0% P cT. 200
TIT 2019
04-05 AHanu3 pe3ynbTaTOB METOAUYCCKON pabOThI 5 net, DIIK ITo onepaTuBHBIM
00pa30BaTeIbHON OpraHU3aIMU ct. 46 TI1 2019 BOIIpOCaM - 5 JieT
04-06 <..>
05. KagpoBoe obecrieueHue
[pucnannsre aus
05-01 KommekTnuBHBIN 10roBO IocrosmHo f/{lflf(?::l}fn_ﬂ .
P cr. 386 TIT 2019
Hag00HOCTH
[ocne ncreueHus
JIoKyMEeHTBI O TPOBEPKAX BBINOJIHEHHUS 3 roma CpoKa AeicTBus
05-02 .
YCIIOBUH KOJIJIEKTUBHOTO JIOTOBOPA cT. 389 TI1 2019 | KOJIEKTUBHOTO
JIOTOBOpA
05-03 IIpaBuiia BHYTpEHHETrO TPYAOBOTO ITocrosiHHO
pacniopsiaka cT. 394 TI1 2019
05-04 IlItaTHOE pacnucaHue ¥ U3MEHCHHS K HEM Hocroso
P Y cT.40 TIT 2019
05-05 [TaTHble paccTaHOBKY (IITAaTHO-CIIMCOYHBIN 50/75 ner
cocTaB pabOTHHKOB) ct. 42 TI1 2019
50/75 ner
05-06 OJDKHOCTHBIE MHCTPYKIIMH PaOOTHHKOB
A PyKHHip © cT. 443 TI1 2019
[pukassl IO TNYHOMY COCTaBY (IIpHEM,
repeMeIIeHIe, COBMEIICHUE, IEPEBO/I,
BOJIbHCHHE, aTTECTALUS, TOTTOTHUTEIBH
1}'11 0(1)€CCI/IOH,aJ'ILHO€ 0116 a,;(l)BaHHe > 50/75 et OIIK
05-07 P P . . «a» cr. 434 TII
HU3MEHCHHE (haMUJIHH, TIOOIIPEHHS, 2019

HarpakACHUs, OTITYCKA 10 YXOIy 3a
pebeHKoM, oTITycKa 0€3 CoXpaHeHH
3apabOTHOM IIJIaThI)
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ITpuka3sl OpraHU3ayy 110 TUIHOMY COCTaBY
(exeromHbIC OTIAYMBAEMBIC OTITYCKa,

OO0 ormyckax,
KOMaHIHPOBKaX

OTITyCKa B CBSI3U C 00yUeHHEM, AKYPCTBAX > zet paboTHHKOB ¢
05-08 He C}];}IBEIHHLIX c OCHOI}:IOﬁ (n ’OI([I)HH};I:{OI\;I) ’ . «O»-«r» cT. 434 | BpeaHBIMHA U (WIIN)
P TIT 2019 OTTaCHBIMHU
NeSITeTbHOCTHI0, O KOMAHINPOBKAX H
CITyeBHBIX POBEPKAX YCHOBIGIMH TpYHIa =
50/75 mer
[Tpukassl 10 TMYHOMY COCTaBY 3 roza
05-09 . «1» cT. 434 TI1
(ZucUMIUIMHAPHBIE B3BICKAHHS)
2019
O exxeronHo
OTIIAYUBaeMBIX
OTITyCKaX, OTITyCKaX
B CBSI3U C
KHura/sxxypHan perucTpariy mprukazoB 10 S0775 ner SIIK. | obyuenuew,
05-10 m. «O» ct. 182 TII | mexypcTBax, He
JUYHOMY COCTaBY)
2019 CBSI3aHHBIX C
OCHOBHOH
(npodunbHOIA)
NESITENbHOCTRIO — 5
Jaer
KypHran ydera TUYHBIX Jie7 paOOTHUKOB 50/75 ner DIIK
05-11 JIMYHBIX J€J1, JUYHBIX KapTO4eK, TPYJOBBIX . «o» cr. 463 TII
JIOTOBOPOB (CITyEOHBIX KOHTPAKTOB) 2019
05-12 JInuHbie nena pabOTHUKOB Ci?gjsﬂ,?%%gﬁ gl(g) le );(())};[;Luee ¢
05-13 gg}f}:’;lleﬂggiiggz;;J:Iy())léeg:iZMeHeHHH 30775 et STIK*
’ ’ cr. 435 TI1 2019
pacTopKeHUH
05-14 YBenoMieHus, MpeaynpeKICHUs, 3 roma
paboTHHKOB(aM) paboToaaTeieM cT. 436 TI1 2019
05-15 JIuunbie kapTouku paboTHHKOB (. T-2) cSTOZj 4)1;%3213{(9 gzpaexozmmee ¢ 202
05-16 KH:If;iI:H;;eHiI;;I:IZf%?;?:gnl (Tpynosas o BoctpeboBanus. | HeBocTpeboBaHHbIE
’ ’ ’ ct. 449 TI1 2019 |- 50/75 ner*
YAOCTOBEPEHUSI, CBUICTEIHCTBA)
KHura yuyeTa ABIOKEHHS TPYIOBBIX KHUXKEK H S0/75 et
05-17 BKITABIICH B HIX 1. «B» CT. 463 «B»
TI1 2019
[Nocne ucreyenus
CpoKa AeicTBus
COTJIaCHsI WM €T0
05-18 Cornacust Ha 00pabOTKy TIepCOHATBHBIX 3 ronma OT3bIBA, €CJIH UHOE
JTAHHBIX cT. 441 TI1 2019 | HEe peTyCMOTPEHO
henepanbHBIM
3aKOHOM,
JIOTOBOPOM
JlokyMeHTBI 00 OCBOOOXKIEHUH OT yIIAThI
05-19 HAJIOTOB, TIPEOCTABICHUH JBTOT, OTCPOUCK 5 ner
yILIaThI UM OTKA3€ B HEH 1o Hajoraw, ct. 304 TI1 2019
coopam
05-20 IIpoTokosnsl 3aceqanuii, MOCTaHOBICHUS U 10 et OIIK
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ct. 485 TI1 2019

JIOKyMEHTBI IO aTTECTALUH, ONPEICIICHHIO

05-21 po¢heCCHOHATBHBIX M TMIHOCTHBIX Ka4eCTB > zet
P cT. 484 TIT 2019
paboTHHUKOB
JIOKYMEHTBI 0 IPOXO0KIEHUU HE3aBUCUMOM
OIIEHKH KBaTH(PUKAINU paOOTHUKOB HITH
05-22 JIUII, IPETCHIYIONNX Ha OCYIIECTBICHUE > zet
’ o cr. 488 TI1 2019
OTIPE/ICIICHHOTO BUIa TPYIOBOM
JeSITeIBHOCTU
05-23 I'padmkn npoBeneHus arrecTauuu 1 ron
cT. 490 TII 2019
saq | oo
. ct. 491 TIT 2019
MepEroAroTOBKE PaOOTHUKOB
05-25 [Nepemucka mo aTTecTaIyy, IepEnoOArOTOBKE 3 roma
Y MOBBIIICHUH KBaJTH(UKAIIMK paOOTHUKOB cT. 499 TII1 2019
05-26 [Tran noBeIIICHUS KBaTH(DUKAINH 5 ner
MIeIarOTMYECKUX paOOTHHKOB ct. 482 TI1 2019
JIOKyMEHTHI 0 TIPEACTaBICHUHN K
05-27 HaTrpaKACHUIO Pa0OTHHUKOB (TIPEICTABICHUS, 5 ner
XoJlaTaiicTBa, XapaKTEPUCTHKH, BHITUCKU U3 ct. 500 TII 2019
pereHuit u 1p.)
3 roma
05-28 I'padux oTmyckor or. 453 TI1 2019
05-29 TapuukamoHHbIE CITUCKHU (BEIOMOCTH) 50/75 et
paboTHHUKOB ct. 400 TII 2019
5 net OIIK
05-30 OTueThl pabOTHUKOB O KOMaHIHPOBKAX or. 452 TI1 2019
JIOKyMEHTBI BEICHUIO BOMHCKOTO yUeTa U
05-31 OpOHMPOBAHHIO TPAXKIaH, TPEOBIBAIOIINX B > zer
’ cT. 457 TI1 2019
3amace (TUIaHBI, OTYETHI)
sy | st e it
POHMPOBATIHIO IP&AIAH, TPEOBIBAION c1. 458 TI12019 | yuera
3amnace (KapTOYKH, TUCTKH, TIOBECTKH)
XKypHan (kHUTa) IPOBEPOK COCTOSIHUS
05-33 BOMHCKOTO y4eTa i OpOHHPOBaHUs IpaxIaH > zet
’ cT. 459 TI1 2019
peOBIBAIOIINX B 3a1ace
XKypHan ydera U1, TOTEKAIIIX > zet
05-34 ypualy th HOUIERAML . «e» cT. 463 TII
BOMHCKOMY y4ETy 2019
05-35 3asiBKU O MMOTPEOHOCTHU B MPHUBIICYCHUU 1 rox
WHOCTPaHHBIX PaOOTHUKOB ct. 377 TI1 2019
3asiBrieHHsI paOOTHUKOB O BBIIAYC
05-36 JIOKyMEHTOB, CBSI3aHHBIX C padOTOM, 1 NX Lron
N ’ ’ cT. 451 TII1 2019
KOTIHIA
05-37 <..>

06. ByxraaTepckuii yueT 1 0OTYeTHOCTh

06-01

[Tonoxxenne 06 oriaTe Tpyna u
MIPEMUPOBAHUH PAOOTHUKOB

ITocTostHHO
. «a» cT. 294TI1

IToce 3ameHBI
HOBBIMU
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2019
I'omoBoif utaH PHUHAHCOBO-X035HCTBEHHON Hocrosnno
06-02 eTENLHOCTH 1. «a» ct. 247 TII
A 2019
OT4YeTHI O BHIMOJIHCHUH TUIAHOB (DHHAHCOBO- ITocrosiHHO
06-03 XO3AUCTBEHHON JESITEIHPHOCTH OPTaHM3AIHH. . «a» ct. 272 TI1
T'omoBeie 2019
OT4YeTHI O BHIMOJIHCHUH TUIAHOB (DHHAHCOBO- 5 et
06-04 XO3AUCTBEHHON JESITEIHPHOCTH OPTaHM3AIHH. m. «Oo» ct. 272 TI1
KsapTransubie 2019
JIOKYMEHTBI O IIPOBEpKax (aKThI, CIIPABKH, S et
06-05 repernucka) GUHAHCOBO-XO3SHCTBEHHOM
p )b cr. 282 TI1 2019
JIEATEIILHOCTH
06-06 T'omoBas OyxraaTepckas OTYETHOCTD Tocroso
I Y p cr. 268 TI1 2019
5 ner
06-07 T'omoBas OroKeTHAST OTYETHOCTH 1. «a» cT. 269 TII
2019
5 ner IIpu orcyrcrBUM
06-08 [IpomexxyTouHBIe OYXTaNTepCKUE OTYESTHI . «O» cr. 269 TII | romoBBIX—
2019 IIOCTOSIHHO
Jns rogoBoit
Ayautopckue 3aKI04eHus 110 5 ner OyXraJiTepcKoit
06-09 N
OyXralTepcKOi OTIYETHOCTH ct. 286 TI1 2019 | oTyeTHOCTH -
IIOCTOSIHHO
06-10 l'onoBble U KBapTajdbHBIE PacUeThl MO 50/75 ner
CTpPaxoBBIM B3HOCAM ct. 308 TI1 2019
50/75 ner IIK®
06-11 JIneBsle cueta paOOTHUKOB
H P cr. 296 TI1 2019
OKYMEHTEI O ITOITYYEHUN 3apaO0THOM JIATEI
Hloky v P IIpu orcyrcrBUM
(cBOIHBIE pacdyeTHBIE (PacUETHO-TIIATEXKHBIE) 6 1er
06-12 JINIEBBIX CUETOB -
BEJIOMOCTH, pACUETHBIE JIUCTBI, ct. 295 TI1 2019
50/75 ner
JIOBEPECHHOCTH )
JIOKyMEHTBI (KOTIMU OTYETOB, 3asBJICHUS,
CITUCKH PabOTHUKOB, CIIPABKH, BBITTHCKH U3
06-13 MIPOTOKOJIOB, 3aKIFOYCHUS, IEPEITUCKA) O 5 et
BBITLIATE TIOCOOMIA, OIJIaTe JIUCTKOB cr. 298 TI1 2019
HETPYIOCIIOCOOHOCTH, MAaTepUATEHON
IIOMOIIH
IIpu orcyrcTBUN
JIULEBBIX CUETOB
CrpaBk# 0 OXOJax ¥ CyMMaXx Hajiora 5 et WA BEIOMOCTEM
06-14
(bu3HUeCKUX JTUIY ct. 312 TI1 2019 | HauucneHus
3apabOoTHOM MIaThl —
50/75 ner
HcnonuuTenbHbIE TUCTHI IO YAEPKAHUIO U3 5 ner
06-15 - IToce ucoTHEHMS
3apabOTHOM ILIATHI ct. 299 TII 2019
IIpu TsoKENBIX,
5 et BPEIHBIX H OTIACHBIX
06-16 Tabenu 1 )KypHaJBl ydeTa pabouero BpeMeHH
yp yaerap p cT. 402 TI1 2019 | ycnoBusx Tpyna —
50/75 ner
06-17 Hasorossie mexsapanuu (pacueThl) IO BCEM 5 ner DIIK
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cr. 310 TI1 2019

5 ner
06-18 OKYMEHTHI 00 WHBCHTAPHU3aLlNH aKTHBOB
floiy P er. 321 TIT 2019
IIpu ycnosuu
JlokyMeHTBI 00 MHBEHTapU3aIliHi TOBAPHO- 5 ner
06-19 . TIPOBEACHUS
MaTepHaIbHBIX [IEHHOCTEH cr. 321 TIT1 2019
TIPOBEPKH
JIOKyMEHTHI O TIepeolieHKe OCHOBHBIX [ocne BBIOBITHS
06-20 (OHIOB, OTIpENeTICHHH aMOPTH3AIIH 5 ner OCHOBHBIX CPEICTB 1
OCHOBHBIX CPEJCTB, OLICHKE CTOMMOCTH ct. 323 TI1 2019 | HEMaTepHATBHBIX
HMYIIEeCTBA AKTHUBOB
Ilocne yBosnpHEHUS
JloroBopsl 0 MaTepuaibHOM 5 ner MaTepHalbHO-
06-21
OTBETCTBEHHOCTH ct. 279 TI1 2019 | OTBETCTBEHHOTO
una
JloroBOpHI TpakJaHCKO-TIPABOBOTO
XapakTepa O BHIIOJTHEHUH paboT, OKa3aHU! 3
06-22 CIyT (U3NISCKUMHU JTUI[AMH, aKThI CIaud 50/75 ner
yery ’ ct. 301 TI1 2019
MIPUEMKH BBIMIOJHEHHBIX pa0OT, OKa3aHHBIX
ycIyr
Ilocne ucreuenus
JIoTOBOPBI ¢ pOAUTESIMU (3aKOHHBIMHU 5 net OIIK .
06-23 Cpoka JeiicTBus
MIPECTaBUTEIIIMN) ct. 11 TII 2019
JIOTOBOpA
06-24 JIOKYMEHTBI YYETHOM MOJTUTHKH > qier Hocxe samenst
Y M ct. 267 TI12019 | HOBBIMHU
[lepBu4HbIC yYETHBIC TOKYMEHTHI H
P y JIOKY IIpu ycnosuu
CBSI3aHHBIC C HUMH OTIPaBAaTE/IbHBIC
POBEACHHS
JIOKYMEHTBI (KaCCOBBIC JOKYMEHTBI U KHHTH,
NPOBEPKU; TIPU
0aHKOBCKHE JJOKYMEHTBI, KOPEIIKH
JICHEKHBIX YEKOBBIX KHIDKEK, Opepa 5 ner BOSHHIKHOBCHHH
06-25 ’ ’ CIIOPOB,
Tabenu, u3BenieHus: 0aHKOB U TIEPEBOIHbBIE ct. 277 TI1 2019 .
pasHornacuit
TpeOOBaHUs, aKThI O MIPHEME, CIaue U
COXPaHSIOTCS 10
CIIIICAaHUHU UMYIIECTBA U MaTEPHAJIOB,
TIPUHSTHUS PEIICHUS
KBHUTAHIINH, HAKIIAJHbIC, aBAHCOBBIC OTYETHI, 10 xen
TIeperucKa) y
06-26 [lepeyeHp U, IMEIOMINX MIPABO TTOAITUCH 5 ner [Mocne 3ameHsI
IIEPBUYHBIX YYETHBIX JOKYMEHTOB cT. 280 TI1 2019 | HOBBIMU
JIOKYyMEHTBI 0 B3aHMHBIX pacueTax u 5 ner IMocne mpoBeneHus
06-27
nepepacuerax cT. 264 TI1 2019 | B3aumopacuera
5 ner
06-28 Kuura ydyeTa nosepeHHoctei . «a» cT. 292 TII
2019
06-29 Cuera-¢axTypsl > net
ct. 317 TI1 2019
Jlo nukBHIAITAN
OpraHu3aIHH
06-30 KypHan ydeta OCHOBHBIX CPEJICTB
P y pen m. «a» ct. 329 TII
2019
JKypHan ydyera MaTepHaIbHBIX [ICHHOCTEH U > qier
06-31 HH};?_O mjl ecTBa p m. «o» cr. 329 TI1
Y 2019
06-32 Kuura ydyera npuxoaHo-pacxoIHbIX 5 ner Tlocne cniucanus

MaTepHalioB, 000pyJOBaHHS

ct. 526 TI1 2019

MaTcpuaJIbHbIX
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IICHHOCTEH

[TonoxeHue 0 3aKyIIKe TOBapoOB, padorT,

ITocTostHHO

06-33 yemyr ct. 217 TI12019
3 roga
06-34 [Tman-rpaduk 3aKymox or. 218 TIT 2019
3 roga
06-35 JIOKyMEHTHI IO 3aKyTIKam cT. 219-223 TIT
2019
06-36 MyHunmIanbHbIe KOHTPAKTHI > zet S1IK g%c;e PLC;::BG;I; ’
yHAI p cr. 224 TI1 2019 | SPOKaX
KOHTpPAaKTa
06-37 [Nepenncka 1Mo ocymeCTBICHAIO 3aKyHOK IS 3 roma
HY>K]Jl OpTaHH3aLHuN cT. 229 TI1 2019
06-38 XypHran peructparnuu 3asBOK Ha y4acTHE B 3 roma
3aKymnKax cT. 227 TI1 2019
06-39 IIepenucka no BonpocaMm OKa3aHUs ILIATHBIX 5 net OIIK
yciyr cT. 290 TI1 2019
JIOKyMEHTBI O IOCTaBKE MaTEpPHANIOB
06-40 (chIpbst), 000pYIOBaHUS U IPyron 3 Tona
’ cr. 511 TI1 2019
TIPOTYKIUH
[Tpuemo-caTo4HbIE aKThl, COCTABJICHHBIC
06-41 [P CMEHE JIOJDKHOCTHBIX, OTBETCTBEHHBIX 15 et
’ ’ ct. 44 TI1 2019
MaTepHalIbHO-OTBETCTBEHHBIX JIUI]
06-42 <.>

07. buéanoreka

ITocTostHHO
07-01 TToioxenne o OMOIMOTEKE m. «a» ct. 33 TII
2019
. ITocTostHHO
07-02 VuBeHTapHast KHUTA, al(paBUTHBIA KaTaJloT or. 330 TI1 2019
) Jo nmukBuganuu
o703 | s s copnee
OPMAIHOHHOTO ot ore cr. 366 TIT1 2019
07-04 AKTBI CIUCaHMsI KHUT U IEPUOIUYECKUX 5 nmer ITocne cnenyromeit
H3JaHu’ cT. 365 TI1 2019 | mpoBepku
07-05 JIOKYMEHTBI 0 MOATOTOBKE U MPOBEACHUU 5 met DIIK
BBICTaBOK, IpMapOK, MPEe3eHTALNUN ct. 368 TI1 2019
07-06 <.>
08. Apxus
ITonoxenne 00 apxuBe, 00 SKCIIEPTHOM Hocrosmno
08-01 COMUCCHI P ’ P 1. «a» cr. 33 TII
2019
08-02 Y4YeTHBI KYMEHTHI apXUBa Hocrosinno
CTHBIC JIOKYMCHTRL ap cr. 171 TIT1 2019
IocrostHHO HeytepxaenHsie —
08-03 OnucH Jie NOCTOSTHHOTO XpaHEeHUs n. «a» ct. 172 TII | mo MmuHOBaHUSA
2019 Hano00HOCTH
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HeyrBepxeHHnsle,
50/75 et Hecyc?rnz?cofslaHHLIe -
08-04 Omnwcu Jien 1o JMYHOMY COCTaBY m. «o» ct. 172 TII
JI0 MUHOBAHUS
2019
HaJJ00HOCTH
Onucu nen BpemenHoro (cBbite 10 net) 3 rona ITocne
08-05 . «B» ct1. 172 TII
XpaHCHUS YHHYTOXKCHUS JICT
2019
Ilocne Bo3Bpamenus
JIOKyMEHTOB. J1jist
aKTOB BBIJAa4U €I
JIOKyMEHTBI yueTa BbIJJauH JIe], JOKYMCHTOB 3 roga BO BPEMCHHOE
08-06
BO BPEMEHHOE I10JIb30BaHUE ct. 175 TI1 2019 | monb3oBaHue
JIPYTUM
OpTaHU3AIMIM - 5
JIET
ITocne Bo3BpameHus
JIOKyMeHTOB. [Ipu
3 roma HEBO3BPAIICHUH -
08-07 OKYMEHTEI BBIEMKH JI€JI, JOKYMEHTOB
Jloxy I, AOKY ct. 176 TI1 2019 | npOTOKOIMBI, AKTHI
BKJIFOYAIOTCS B JIENIO
(hoHIA - TOCTOSTHHO
Komnnu apXuBHBIX CIIPaBOK, BBEIJAHHBIE 110
08-08 3all ocal\r/; rpakaaH pOI( M;:HTLZI[K HHAM 3 Jrer OIIK
p PWIAAM, AOKY cr. 178 TIT 2019
(3asBIICHUSL, 3aIIPOCHI, CIIPABKH, TICPETIFCKA)
KypHansl, 6236l JaHHBIX ydeTa BBIIadU 5 et
08-09 apXUBHBIX CIIPABOK, KOIUI, BEIIIMCOK M3
P PaBox, : cr. 177 TI1 2019
JOKYMEHTOB
OrOBOPHI (COrIAIIEHNs) C apXUBHBIMHA
A pbi ( )cap TTocne ucreuenus
YUPEXKACHUAMU, HUHBIMU OPTaHU3aLUSIMU O 5 ner OIIK 9
08-10 N Cpoka neficTBus
B3aMMOJICHICTBHU M COTPYIHHUYECTBE B cepe ct. 179 TI1 2019 oroBopa
APXHWBHOTO JIeNIa ¥ IEJIOTIPOU3BOACTBA P
08-11 <.>
09. MegunuHckoe 00cTy;KUBaHUE
[TocTOAHHO?
09-01 ITonoxeHne 0 MEAULIMHCKOM OJIOKE 1. «a» ct. 33 TII
2019
09-02 MeauIHCKHIE KapThl 00yJaroIInuXCst > et
cr. 441 TIMII
3aKIII0UYNTEILHEIE
AKTBI MEIUIIMHCKUX
OCMOTPOB
PabOTHHUKOB,
3 roga BBIITOJTHSIFOIIMX
09-03 OKYMEHTEI O MEIUIIMHCKHUX OCMOTPax
Hloxy AL P or. 635 TI12019 | padotsi ¢
BPEIHBIMH,
OIACHBIMU
YCIIOBHSIMU TPyJa —
50/75 ner
Ilocne ucreuenus
JloroBop o (MHAHCOBOM O0ECIICUCHUH 5 ner .
09-04 CpoOKa JIeicTBUs
00513aTEILHOTO MEIUIIUTHCKOTO CTPAaXOBaHUS cT. 627 TI1 2019
JIOTOBOPA
5 ner
09-05 JIOKyMEHTBI 0 MEAUIIUHCKOM OOCITY>KUBAaHHH

cT. 369 IIMIT
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10. IMuieod0K

ITonoxenne 00 opraHu3alyy MTUTaHUS Toctosio
10-01 o g !;)a}: Hi:ﬂ H(ii - 3al m. «a» ct. 33 TII
Yo 2019
ITonoxeHue o OpakepaKHOM KOMUCCUU Toctosio
10-02 miogme ¢ 0 bpakep OH KoMHce m. «a» ct. 33 TII
2019
10-03 OTueThl, HHGOPMAIIHH, CIIPABKH 00 1 ron
OpraHu3aluy NUTaHUS cT. 362 I[IMII
10-04 YTBepKaeHHbIE HOPMbI IUTAHUS IS JI3H
LIKOJILHUKOB (MEHIO) ct. 839 [IMII
JlokyMeHTHI (cepTH(HUKATHI, aKTHI,
10-05 peKITaMaIiy, 3aKIF0UCHIS, CIIPABKU) O > set
i ’ cr. 513 TI12019
Ka4eCTBE CHIPhs
10-06 HakonurensHas BEIOMOCTD IO PACXOAY 5 ner
MPOIYKTOB MUTAHUS cT. 276 TI1 2019
AXTHI 110 Opakepaxy, OpakOBOUHbIE
10-07 W3BEIICHNUS, Ie(PEKTHHIC BEJOMOCTH H 3roma
i cr. 787 IIMII
TIEPEIICKa O BRIOPAKOBKE MPOIYKIIUH
N 3 roma
10-08 JKypHai mocTaBKy MUIEBOW POTYKIHH or. 787 TIT 2019
1 rox
10-09 KoMIUIEKTOBOYHEIE BETOMOCTH or. 512 TI1 2019
JIOKyMeHTHI (pacTopsmKeHHs, TPEOOBaHHA,
10-10 HakJaJHble) 00 OTIYCKe TOBAPOB CO CKIIAJI0B > zier
ct. 518 TI1 2019
U OTIPY3Ke MPOAYKIIUH
10-11 Kypnansl Opakepaka TUIIEBBIX IPOLYKTOB 1 rox
U KyJIMHApHOU NPOAYKLUHU ct. 967 I[IMIT
KypHan ydera TeMmepaTypHOTO peXuMa B
10-12 XOJIOAWIBPHOM 000pyIOBaHUH (HA I rox
cr. 967 IIMII
MUIe0I0Ke)
10-13 KypHan npoBeeHHs BUTAMHHU3AIIH 1 rog
TPETBUX U CIAJKHUX OJFOJT ct. 967 [IMII
10-14 TexHonornueckue KapThl Jo 3amens! HOBbIMU | [Tepexonsiue ¢
2019 ronma
1015 |T i ( ) | ron
UTHEHUYCCKUH JKypHa (COTPYIHUKH or. 967 [IMIT
10-16 KypHan ydyera Temneparypsl 4 BIaXKHOCTH B 1 ron
CKJIQJICKUX MOMEIIEHUIX ct. 967 TIIMIT
10-17 <.>
11. be3omacHocTh
Tloce
11-01 [TacmopT 6€30MacHOCTH IITKOJIBI > net aKTyaJTH3aIAH
ct. 594 TI1 2019
rmacropra
11-02 JloroBOpsI Ha OKa3aHWE OXPAHHBIX YCIYT 5 ner Tlocne ucreuenus
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ct. 580 TII1 2019

CpOKa AeHCTBUs
JIOTOBOPA; TOCIe
MPEKPALICHUsI
00513aTENLCTB 110
JIOTOBOPY

JloKyMEHTHI (TIPOTOKOJBI, aKThI, CIIPABKH,
CBEJICHUS, JOKJIaIHbIE, CITy>KEOHBIE 3alUCKH,

5 met DIIK

11-03 IepernucKa) o paccieoBaHuH cT. 587 TI1 2019
Ype3BBIYANHBIX MPOUCIIECTBUI P OXpaHe
31aHUI
KHzuru perucrpanuu (yueTa BblJ1aun)
11-04 yIIOCTOBEPEHUH, IPOITYCKOB 3 roza
’ ’ cT. 589 TI1 2019
UACHTU(HUKAIMOHHBIX KapT
Pa3oBele npomnycka, KOPEIIKH MPOIyCKOB B
11-05 CITy)KeOHBIC 3IaHHsI X Ha BEIHOC Loz
. ct. 591 TI1 2019
MaTepHaJIbHBIX [IEHHOCTEH
JIOKyMEeHTHI (3as1BKH, IEPENNCKa) O IOMyCKe
11-06 B CJIy>KCOHBIC TTOMEIICHHUS B Hepabouee L ron
cT. 592 TI1 2019
BpEMsl M BBIXOJIHBIE THU
11-07 il}?;;};h;;l;‘;ni:;f;il:; I;I:mmueHHOCTH > zer S1IK
cT. 595 TI1 2019
OpraHu3aIix
11-08 KypHansl HHCTpyKTaXka 0o 3 roga
AHTUTEPPOPHUCTHUECKON 3aITUIIIEHHOCTH cT. 598 TI1 2019
11-09 JKypHas BBOZHOT'O HHCTpYKTaska I10 3 roma
rpaXKaaHcKoi 000poHe ct. 608 TI1 2019
11-10 KypHan yyera uHCTpyKTaxa 1o AeHCTBUSAM B 3 rona
Ype3BbIYAHHBIX CUTYaLUSIX ct. 608 TI1 2019
11-11 [TnaHbI-cXeMbl 3BaKyaly U3 3/1aHUs TIPH Jlo 3aMeHBI HOBBIMHA
Ype3BbIYAHHBIX CUTYaLUSIX ct. 606 TI1 2019
11-12 JokyMeHTBI 00 obecrie4eHur 5 net JIIK
MIPOTUBOIIOKAPHOT'O peKUMaA ct. 611 TI1 2019
g |Loem bt
YTPHOOBEKTOBOTO H MPOIYCKHOTO cr. 611 TI1 2019
PEXUMOB
11-14 XKypHans! yueta HHCTpyKTakel 10 3 roga
MOXKapHOU 6E30MacHOCTH cT. 613 TI1 2019
IInane! geicTBUM 1O NPEeTyNPEXKICHUIO U 5 ner Tlocne 3ameHsl
11-15 9 o
JINKBAJJALMN YPE3BbIYalHBIX CUTyaluH ct. 603 TIT1 2019 | HOBEIMH
[opsimox 00ydeHus NI, OCYIIECTBIIIONIIX [MocrostaHHO
11-16 TPYAOBYIO WJIH CIIY)K€OHYIO AEATEIbHOCTS, . «a» ct. 8 TII
MepaMm MoXKapHOH 0e30MacHOCTH 2019
11-17 <..>
12. Oxpana Tpyaa
Otuer no crenuanbHON OLIEHKE YCIOBUI 45 ner Tpu BpeHbix 1
1201 a U JIOKyMCHTBI K HEM cr. 407 TI1 2019 | OMacHbIX YEJOBIAX
Thysa u 0Ky y ' tpyaa — 50/75 et
IocrostHHO
12-02 [Monoxxenue o ciayx0e oxpaHbl Tpyaa . «a» c1. 33 TII

2019
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5 net OIIK
12-03 ITnan paboTs! ciy>x0bI OXpaHBI TpyZAa or. 200 TIT 2019
IocrostHHO
12-04 WHucTpykumu o oxpaHe Tpynaa . «a» ct. 8 TII
2019
Iocne ncreuenns
Cornamenne 1o oxpaHe TpyAa M JOKYMEHTBI 5 ner OIIK .
12205 1 hemy cr. 11 TII 2019 | CPOX@ AcHCTBIA
COTJIAIIICHUS
I'omoBbIe cTaTHCTHYECKHE CBEACHUS
00pa3oBaTeNFHON OpraHU3aIHU O ITocTosiHHO
12-06 TpaBMaTU3MeE Ha IPOU3BOICTBE U . «a» ct. 335 TII
mpo¢ecCHOHANBHBIX 3a00meBaHmsIX (. 7— 2019
TpaBMAaTU3M)
CBs13aHHBIE C
KPYITHBIM
12-07 JIOKyMEHTHI (aKTbI, IPOTOKOJIBL, 45 ner MaTeepg;a:;;HHM
3aKJTIOUEHHs1) O HECUACTHBIX CIIydasx cr. 425 TI1 2019 | Y™M°P
YeJIOBEUECKHUMHU
KEPTBAMH —
HOCTOSIHHO
12-08 KypHan (kHUTa) perucTpaiy HeCUaCTHBIX 45 ner
clly4aeB cT. 424 TI1 2019
KHuru yuera uHCTpyKTaxkeil o OXpaHe 45 ner
12-09 Tpyza (BBOJHOT0, Ha paboueM MecTe, n. «a» ct. 423 TI1
LIEJIEBOTO) 2019
Kypnan (kHura) ydera npouiakTHIECKIX 5 ner
12-10 paboT 1o oxpaHe TpyZa, IPOBEPKU 3HAHUH . «O» cT. 423 TII
0 OXpaHe TpyAaa 2019
JloKyMeHTHI (CIIpaBKH, MPEAJIOKEHNUS,
12-11 000CHOBaHMSI, MIEPENNCKA) O COCTOSIHUU U > niet
’ ct. 409 TI1 2019
MEpax M0 YIY4ILIEHUIO OXPaHbI TPYyJa
ITopsinok yyeTa MUKpOIIOBPEXKACHUN Mocrosro
12-12 PAZIOK Y P P . «a» c1. 8 TII
(MHKpOTpaBM) pabOTHHUKOB
2019
[Monoxxenue o mopsiike 00y4eHHS 110 OXpaHe IMocTostHHO
12-14 TPYyZAa U IPOBEPKH 3HAHUS TpeOOBaHMI . «a» ct. 8 TII
OXpaHbl Tpyaa 2019
IocrostHHO
12-13 [IpaBuna mo oxpane Tpyaa . «a» ct. 8 TII
2019

12-14
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