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HHCTPYKLMUS 11O AEJOITPOU3BOJACTBY
B MBOY «Ky3emoerbeBckass COLI um.X.I'.XycaunoBa»

1. O01HMe MoJI0KEeHU A

1.1. HHcTpykuus 10 J€IONPOM3BOJICTBY B MyHHUMIIANBHOM OHO/KETHOM 00pa30BaTEIbHOM
yupexxaennn «KysemOeTrbeBckas cpemgHss oOmeoOpasoBatenpHas 1mkona uM.X.[.XycanHoBay
MeH3eIMHCKOr0 MyHUIMNANbHOTO paiioHa PecnyOnuku Tarapcran (manee — MHCTpykuus)
YCTaHABIMBACT EIMHYIO CHCTEMY JICJIONPOM3BOJACTBA U MOPSIOK IOATOTOBKH, O(opMIieHus,
IPOXOXKJICHUsI, KOHTPOJS 32 UCIOJHEHUEM, Yy4deTa, XpPaHEHHs, W3TOTOBJIECHUS, KONUPOBAHUS
U TUPQXUPOBAaHUS  CIYXKEOHBIX  JOKYMEHTOB B oOpa3oBaTenpbHOM  opranmzauuu  MBOY
«KymemberbeBckas COLL nm. X.I'. XycannoBay(nanee — oOpa3oBatenbHas opranusaius, O0O).

1.2. Unctpykuusi paszpaboTaHa B COOTBETCTBUH ¢ TpeOoBanusiMu DenepaqbHbIX 3aKOHOB
ot 22.10.2004 Ne 125-®3 «O0 apxuBHoM zene B Poccuiickoit @eneparun», ot 27.07.2006 Ne 149-D3
«O06 uHbopMalu, HHOPMAITMOHHBIX TEXHOJIOTHUAX U 0 3amuTe nHpopMarum», ot 02.05.2006 Ne 59-
@3 «O nopsake paccMoTpeHust oOpaiieHuit rpaxaan Poccuiickoit @eneparum», ot 01.06.2005 Ne 53-
®3  «OrocynapctBeHHOM  si3bike  Poccuiickoit  ®denepanum», ot 06.04.2011  Ne 63-P3
«OO0 anekTpoHHOM — moanucky», IlpaBunm opraHu3anuu  XpaHEHUs, KOMIUIEKTOBaHMS, Yy4eTa
U MCTIOJIb30BaHMsI JOKYMEeHTOB ApxuBHoro (osnna Poccuiickoit dexepaumu u Ipyrux apXuBHBIX
JOKYMEHTOB B rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHUsI W OpraHHU3aIUsX,
yTBEpXkACHHbIX npukazom Pocapxusa ot 31.07.2023 Ne77, TOCT P 7.0.8-2025 «Cucrema
CTaHAApTOB MO HHGOpMAIMK, OHOIMOTEUHOMY W H3AATEIIbCKOMY Jeiy. Jlenonpou3BojacTBO U
apxuBHoe neno. Tepmussl u onpenenenus», [OCT P 7.0.97-2025 «Cucrema craHgapToB IO
nHpopManuu, OUOTMOTEUHOMY U U3JATENbCKOMY JHeny. OpraHu3almOHHO-PACIIOPSAUTEIbHAS
JIoKyMeHTalus. TpeboBaHus K 0(pOPMIIEHUIO TOKYMEHTOBY.

1.3. Tlpumenenne WHCTpyKIIMH AOHKHO CHOCOOCTBOBATH (hOPMHUPOBAHHIO O(DHUIIMAIBHO-IEIOBOTO
CTHJIA JIOKYMEHTOB, TMOATOTABIMBAEMBIX B 00pa30BaTEeNbHON OpraHM3aIlH; COKPAIEHUIO 3aTpaT
TpyJa U CPEICTB B IIpollecCe CO3JaHUS NOKYMEHTOB. WMHCTpyKuus sBisieTcs 00sf3aTeabHOU s
UCMIONTHEHUST pabOTHUKaMU 00pa30BaTeNbHONW OpraHU3allH, OCYIIECTBISIFOIIMMHA TOJTOTOBKY
1 oopMIIeHHE JOKYMEHTOB.

1.4. Tlonoxenust WHCTpyKIMM pacTIpOCTPAHSIOTCS Ha OpraHU3AINI0 paboThl C TIOKYMEHTaMH
HE3aBUCUMO OT BUJA HOCUTENSA, B TOM YHUCJIE DJIEKTPOHHBIMU JOKYMEHTAaMU, BKIIFOYas IMOJATOTOBKY,
00paboOTKy, XpaHEHHE U HUCIOJIb30BAHHE JOKYMEHTOB, OCYIIECTBISIEMBIX C MIPUMEHEHUEM
MH(OPMAIIMOHHBIX TEXHOJIOTHI.

1.5. OcoGeHHocTH paboOTHI C TOKYMEHTaMHU, COJEPKALIMMHU KOH(QUACHIUAIBHYI0 HH(OPMAIHIO
(cmyxeOHYI0 W WHYIO TaiiHy, INEepCOHAIbHBIC MaHHBIE), PETYIUPYIOTCS JIOKAIGHBIMH aKTaMU
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(MHCTPYKIUSMH, TIOJO0XEHUSMH, NPABUIAMHU), YTBEP)KIAEMbIMH PYKOBOJIUTENIEM 00pa30BaTeIbHON
OpraHu3aluu.

1.6. TpebGoBanus HWHCTpyknuM K paboTe C OyXTraaTepcKod, HayYHO-TEXHUUYECKOW U JPYrou
CHEIMAILHON JTOKyMEHTAllUel pPACIPOCTPAHSIIOTCS JIUIIh B YaCTH OOIMIMX MPHUHIUAIIOB pPabOTHI
C IOKyMEHTaMH, a TaKXe MOATOTOBKH JOKYMEHTOB K Iepe/laye Ha apXUBHOE XpaHEHHUE.

1.7. OTBeTCTBEHHOCTb 3a OPraHU3AIMIO U COCTOSHUE JEJIONPOM3BOACTBA B 00pa30BaTEIbLHON
OpraHM3aLUH HECET PYKOBOIMUTENb 00pa30BaTEIbHOIN OpraHU3aln, KOTOPBIN:

o yTBepxkaacT VHCTPYKIMIO IO JIEIOMPOU3BOJCTBY M HOMEHKJIATYpPY Jesl 00pa3oBaTeIbHON
OpraHH3aLuy;

e o0ecreunBaeT BHEJAPEHUE U KOHTPOIUPYET COOMIOICHUE CTPYKTYPHBIMH MOIpa3AeICHUIMHU
TpeboBaHui HacTosmer MHCTpyKIMK 1 rOCYJapCTBEHHBIX CTaH/IAPTOB;

e IIPOBOAUT IIPOBEPKY COCTOSIHHUS JEJIONPOM3BOACTBA B CTPYKTYPHBIX IIOAPA3IECIICHUSIX
00pa3oBaTeNbHON OpraHU3alny;

e oO0ecre4ynBaeT METOJUYECKOE PYKOBOJCTBO, MHCTPYKTaXX M KOHTPOJIb 3a COOJIOJICHHEM
YCTaHOBJIGHHOTO TMOpsiKa padOThl C JOKYMEHTaMH B CTPYKTYPHBIX MOJpa3/eICHUSIX
00pa30BaTebHOM OpraHu3aluu;

e VHHUIUHUPYET MOBHIIICHHE KBATU(PHKAIUN PAaOOTHUKOB 110 BOIIPOCAM JIEJIONPOU3BO/ICTBA;

YAOCTOBCPACT NOAMUCHIO U ICYATHIO TOKYMCHTEIL.

1.8. HenocpenctBeHHO BEET J€IONPOU3BOJCTBO B 00pa30BaTEIbHON OpraHU3allMi OTBETCTBEHHBIN
3a BeICHHE JEJIONPOU3BOJCTBA (Jajee — OTBETCTBEHHBIH 3a JICJIONPOU3BOJICTBO), KOTOPBIN
Ha3HAYaeTCss IPHKa30M  PYKOBOIUTENS  0oOpa3oBaTelnbHOM  opraHu3anuu. OTBETCTBEHHBIH
3a JIeNIONPOU3BOJICTBO B COOTBETCTBUH C BO3JIOKCHHBIMH HA HETO 3aJa4yaMHu:
e OCYUIECTBIISIET PETHCTPALNIO U YUET JOKYMEHTOB;
e OpraHusyeT JOKyMEHTOO0OpOT, POPMUPOBAHUE JIETI, UX XPAHEHHE;
e OCYHIIECTBIISIET TEKYIIUH KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHHUEM U MPOXOXKICHHEM
JIOKYMEHTOB B 00pa3oBaTeIbHOIN OpraHu3aluy;
e oOecrieunBaeT  COONIOACHWE  €IWHBIX  TPeOOBaHWA IO MOATOTOBKE  JTOKYMEHTOB
U OpraHu3alnuy padoThl C HUMHU B YCIOBHUSIX 2JIEKTPOHHOI'O JOKYMEHTO000pOTa;
e 00006mIaer nuupopmMaiuo 00 06beMax JOKYMEHTOO0O0pOTa;
opranusyet (OpMHpPOBAHUE U XPAaHEHUE TOKYMEHTALMOHHOTO (DOHJIA U €0 UCIOIb30BAHUE.

1.9. Benenue nenonpou3BOJCTBAa B CTPYKTYPHBIX TMOJPA3IEICHUSIX OCYIIECTBISAECTCS pabOTHUKAMU
B COOTBETCTBUU C UX JIOJDKHOCTHBIMU O0S3aHHOCTSIMH.

1.10. TIpu yxozne B OTHYCK, BbIe3[le B KOMaHJIMPOBKY U MHBIX AHAJOTHYHBIX CIydasxX paOOTHHUKH
o0si3aHbl TepelaTh BCE HAXOMAAIIMECS Y HUX JOKYMEHTBhl JpYyromy paOOTHUKY 10 YKa3aHHUIO
BbIIIECTOSIEr0 pykoBoauTens. [Ipu yBonbHeHNHM pabOTHUKA WM MEPEBOE Ha APYTYIO JOKHOCTh
neperaya JOKYMEHTOB OCYIIECTBISIETCS IO aKTy IpHeMa-liepesaud. AKT Ipuema-rnepeaadu
oopmisiercss o Gopme, ycraHoBieHHOM [IpaBuimamu opraHu3anuu XpaHEHHs, KOMIUIEKTOBAHUS,
y4eTa W UCHOJb30BaHUS JOKYMEHTOB ApxuBHOro Qonga PO u n1pyrux apXuBHBIX JOKYMEHTOB
B FOCYy/JapCTBEHHBIX  OpraHax, oOpraHax MECTHOIO  CaMOYIpPABJIEHHS U OpraHU3alusiX,
YTBEpkKACHHBIMU ITprKa3zoM Pocapxusa ot 31.07.2023 Ne 77.

1.11. Tlpu mepexome HaAPYyryr0 pabory paOOTHUKOB, 3aHUMAIONIUXCS B CTPYKTYPHBIX
MOJIpa3JeNIeHus X 00pa30BaTeIbHONW OpraHW3aIli BEICHHWEM JETONPOM3BOJCTBA, Iepeqada BCex
JOKYMEHTOB BHOBb Ha3Ha4aeMbIM pabOTHHKaM MPOU3BOIUTCS MO aKTaM mpuema-niepenadd. Komuu
AKTOB HAIPABJISIOTCS B KAHIICISAPHIO.

1.12. B cinyuasix ATUTENBHOIO OTCYTCTBUSL paOOTHHKA CTPYKTYpHOTO NoJpa3zaeneHust (OTIyCK,
clly’)keOHass KOMaHAMPOBKA, OOJILHUYHBIM JIUCT U T.J.) HEOOXOAMMO MepeAaTh OTBETCTBEHHOMY
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3a IETIONPOU3BOJICTBO  JIOKYMEHTBI,  HaXOJSAIIMECS Yy HETO  Ha UCIOJIHEHUM IO YKa3aHUIO
pyKoBoauTeINs 00pa3oBaTeNIbHON OpraHu3aluy.

1.13. PykoBoauTenn CTPYKTYPHBIX TMOApPA3ACICHUNA 00pa3oBaTEIbHOW OpraHU3allMk  HECYT
MEPCOHAJBHYI0  OTBETCTBEHHOCTh 32 BBHINOJIHEHHE  TpeboBaHWii  Hactosmed MHcTpykuuu
Y COXPAHHOCTb HaXOISIIUXCS Y HUX AOKyMEHTOB. O ciyyasx yTpaThbl, IOpUYU 3apEeTrUCTPUPOBAHHOTO
JOKYMEHTa pa0OTHUK 00s3aH HE3aMEUIUTEIBHO JOJOXKUTh PYKOBOIUTEIIO 00pa30BaTEIbHOMN
OpraHu3aIyH.

1.14. C BHOBb NpUHATHIMH pabOTHHKAaMH, Ha KOTOPHIX BO3JIAralOTCs OOS3aHHOCTH IO BEJICHHIO
NIeJIONIPOU3BO/CTBA, B TEUEHHE TpeX JHEH 1ocie MOCTyIUIeHHs Ha paboTy IPOBOAUTCS
O3HAaKOMHUTEIbHAs Oece/ia [0 BEACHUIO JEeIONPOM3BOCTBA B 00pa30BaTEIbHON OPraHU3aIiH.

1.15. PaboraTh c JOKyMEHTaMH BHE CIYy)KEOHBIX MOMEIICHUH 00pa30BaTENbHON OpraHu3alUH
Y BHOCHUTH B HUX MCIPABJICHHS 3aIIPEIIacTCs.

1.16. Benenune mepenuicKd ¢ OPraHU3AIMSAMH OCYIIECTBIISICTCS PYKOBOIUTENEM 00pa30BaTEIbHOM
OpraHU3alMK WIX UHBIM YIOJTHOMOYEHHBIMH UM JIOJKHOCTHBIMH JIMLIAMHU.

1.17. Beimonnenue Hacrosimend MHCTpYKIuM 00s13aTeNbHO IS KaXA0ro pabOTHHUKA 00pa30BaTeIbHOM
OpraHH3aIlyH, ¢ €€ TPEOOBaHUSIMU PAOOTHHUKH JTOJDKHBI OBITh 03HAKOMIICHHI ITOJ] IOITHCH.

2. lokyMeHTBI 00pa30BaTeJbHOI OPraHu3anuu

2.1. PykoBoauTens 00OpazoBaTeNbHONW OpPraHU3alUU WM JIUILO, WCHOIHSIONIEE €ro O0sS3aHHOCTH,
W3JIaeT JIOKAJTbHBIC aKThl M MPUKA3bl, OOS3aTeNbHBIC ISl WMCIIONHEHUS BCEMH CTPYKTYPHBIMHU
nojpasesieHussMu 00pa3oBaTenbHOi opranuzanuu (mpuioxeHus Ne 1, Ne 2).

2.2. Xon 00CyXJeHHs BONPOCOB Ha 3aCEAAHUAX KOJJIETHAIBbHBIX OPraHOB, COBETOB, COOpaHHUSX,
COBELLAHUSAX M PELICHUs], IPUHUMAEMble Ha HUX, PUKCUPYIOTCA B MPOTOKOdax (mpuioxkeHue Ne 3).
Ecnu B 3acemanun y4acTByroT Oosee 15 uenoBek, B IPOTOKOJIE YKa3bIBAIOT MX 00IEe KOJIMYECTBO
1 0OPMIISIOT SIBOYHBIN JTUCT (TipusioxkeHue Ne 4).

2.3. Jns ocylIecTBIEHUS OINEPATUBHBIX CBA3EM C APYTMMH OpraHM3alMsIMM U IpaxkJaHaMu
UCHOJB3YIOTCS TakKhe (POPMBI, KaK MHUCbMa, (PaKChl, TeIErpaMMbl, TeIEPOHOTPAMMBI.

2.4. JIns ocylIecTBIEHUS NpPHEMa, YBOJbHEHMS, NEpeMelIeHUs paOOTHUKOB, MPEJOCTaBICHUS
UM OTIIYCKOB O(hOPMIISIFOTCSL TPYIOBBIE IOTOBOPBI, IPUKA3bl, 3asBJICHUS, TPYJOBbIE KHUKKHU U JIp.

2.5.B  nokymeHTax oOpa3oBaTeJIbHOM  OpraHu3alluM, €€  CTPYKTYpPHBIX  IOJpa3/ieleHuil,
KOJUIETHAJIbHBIX ~OpPraHOB MOXET MCIOJb30BaThCS PEKBU3UT «repd» (repd PecnyOmuxu
Tarapcran) unm pekBU3UT «3MOsIeMay 00pa30BaTEIbHON OpraHu3aIUHy.

«I'ep6» (rep6 Pecniy6nuku Tarapctan) qoImycKaeTcsi BOCIPOU3BOINTh Ha CIEAYIOMIMX OTaHKax:
e TpHKa3a 00pa30BaTEIbHON OpraHU3aIUH;
e JIOKAJIbHOI'O HOPMATUBHOIO aKTa 00pa3oBaTeIbHOIN OpraHu3anuu (1ojiokeHue, IpaBuia,
MOPSAOK, MHCTPYKIIMS, PETJIaMEHT U T.I1.);
e CIyxeOHOro mUChbMa AUPEKTOpa 00pa3oBaTebHOM opranuzanuu. Vckirouenue
— BHYTPUOpTraHU3aIMOHHAs MepenuckKa.

«OMbnemMy» 00pa3oBaTeNbHON OpraHU3aIuH I0MYCKAeTCs BOCIPON3BOAUTH HA CIIETYIOIINX
OJaHKax:

e CIy’)keOHOTO MHUCHhMa PYKOBOAMTENS CTPYKTYPHOTO MOAPA3ICICHHUS,

e TIPOTOKOJIA KOJUIETHAIILHOTO OpraHa o0pa3oBaTelIbHON OpraHu3aIuy.
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3. IIpaBnia ogopmiieHHs TOKYMEHTOB
3.1. OcHoBHBIE TpPeOOBaHNS 10 0(OPMJICHHIO JOKYMEHTOB

3.1.1. bnaHku TOKyMEHTOB 00pa3oBaTeIbHON OpraHu3aluy pa3padbaThIBalOTCs B COOTBETCTBUHU C
tpeboBanusmu, ycranoineHHbIME ['OCT P 7.0.97-2025 «Cuctema cranaapToB 1o nHpopManuu,
OUOIMOTEYHOMY U M3/1aTelIbCKOMY Jeny. OpraHu3alOHHO-pACIOPAAUTENbHAS JOKYMEHTALIMSL.
TpeboBanus k opopmiieHuro 1okymeHToB» (1anee — 'OCT P 7.0.97-2025).

OO0pa3oBarenbHasi OpraHU3aIlK CO3/1aeT JOKYMEHTHI Ha OJlaHKaX CTaHJapTHHIX (hopMaToB Oymaru
A4 (210 x 297 mm) mim AS (148 x 210 mm) 1160 B BUE JIEKTPOHHBIX IOKYMEHTOB C COOIIOICHUEM
yCTAaHOBJIICHHBIX HacTosmeil MucTpykimeit npasui odpopmiieHus. [Ipu n3nanum JOKyMEHTOB JIBYMsI
iy 6osee opraHu3alusIMU Ucronb3yercs Oymara popmata A4.

Kaxnp1ii muct 1oKkymMenTa, opOpMIICHHBIH Kak Ha OJlaHKe, Tak ¥ 0e3 OJaHKa, JOJDKEH UMETh OIS
e 20 MM — neBoe (A1 JOKYMEHTOB co cpokoM xpanenust 10 10 net, 30 mm — cBbime 10 ser);

10 MM — npaBoe;

20 MM — BepxHee;

e 20 MM — HIKHEE.

3.1.2. [Ipu moaroTOBKE JOKYMEHTOB JIOITYCTHMBI CIIEIYIOIIUE TAPHUTYPHI H pa3Mepbl MIPUQPTOB:
e Times New Roman (kernp 12—14 nr);
e Arial (kernp 12—14 1T);
e (Calibri (kerib 12—14 nT).

HIpudT B 1OKyMEHTE JOHKEH OBITh €AMHBIM TI0 Pa3Mepy, 3a HCKIIOUEHUEM 0COOCHHOCTEH,
MpeAyCMOTPEHHBIX TyHKTOM 3.1.3 Hacrosieit Muctpykiuu.

3.1.3. IIpu cocraBienun Tadbaul, a Taxke pekBU3UTOB 08 «CripaBouHble JaHHBIE 00 OpraHu3aluu» U
25 «OT™MeTKH 00 UCIIONHUTENE» J0IYCKaeTC s UCI0JIb30BaTh pazMepsl mpudTa Ne 10—-12.

3.1.4. Texct noxymeHTa nedaraercs uyepe3 1—1,5 mexxcTpouHslii mHTEpBa 6e3 nepeHocoB. Eciau
MIOCJIEAHSS CTPaHUIA IOKyMEHTa COCTOMT MEHEE YEM U3 IIATH CTPOK, AOIyCKAETCs 1eYaTaTbh TEKCT

4yepe3 MEHbIINN MEXCTPOYHBIM HHTEPBAJL.

TekcT MoKyMeHTa BEIPABHUBACTCS IO MIUPHHE JTUCTA (TI0 TPAHUIAM JIEBOTO U IPABOTO TOJICH
JIOKYMEHTA).

AO3aIHbIi OTCTYT TEKCTa TOKyMeHTa — 1,25 cMm.
3aroJI0BKU pa3/iesioB M MOAPA3/IEIIOB IMEUaTAI0TCs C a03aI[HBIM OTCTYTIOM WU IIEHTPUPYIOTCS 0€3
a03a1HOro OTCTYyMA MO MUPUHE TeKcTa. HTepBan MeX Iy cl1oBaMu — oJuH npoben. MHTepsai

MEXIy OyKBamMH B CJIOBaX — OOBIYHBIH.

3aroI0BOK, COCTOSIIIINI M3 HECKOJIBKUX CTPOK, MIeYaTaeTCs Yepe3 OJMH MEKCTPOUHBINA HHTEPBAI.
Touka B KOHIIE 3ar0JIOBKa HE CTABUTCSL.

3.2. OdopmiieHne peKBU3UTOB JOKYMEHTOB
3.2.1. CocTraBuTe/b IOKYMEHTA
HanmeHnoBaHme O6p330B3T€J'II:HOI>i oprann3alivii YKa3bIBA€TCA B TOYHOM COOTBETCTBHUU C YCTaBOM

oOpazoBartenbHOM opranu3zanud. COKpalleHHOe HAMMEHOBAaHWE TIOMEIIAETCSl TOJ MOJIHBIM
HanMEHOBAaHUEM B CKOOKaXx.
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HanmeHnoBaHue CTPYyKTYpPHOTO MOJpPA3JCJICHUS HCIIONB3yeTCs B OJlaHKaX MUCeM | OJaHKax
KOHKPETHBIX BHOB JOKYMEHTOB ¥ YKa3bIBACTCS IIOJ IOJHBIM U COKpAIICHHBIM HaWMEHOBAHHSMHU
00pa3oBaTeNbHON OPTaHU3AIIH.

HaumenoBanue AOJDKHOCTH JIMIa HCIIOJIB3YCTCS B OnaHkax JOJDKHOCTHBIX JIMIT U pacriojiaracTtcs 1moa
HaAaNMCECHOBAHUEM O6paSOBaTeJ'IBHOI71 OpraHu3aluu. HanmenoBanme JOJDKHOCTH JIMIAa YKa3bIBACTCsA
B COOTBCTCTBHUU C HAMMCHOBAHUCM, IMPUBCACHHBLIM B PACIIOPAAUTCIBHOM JOKYMCHTC O HAa3HAYCHHU
Ha JOJI’KHOCTb.

3.2.2. CnpaBoyHble JaHHBIEe 00 00pa30BaTe/IbHON OpPraHu3auuu

CrpaBouHbIe JaHHbIE 00 00pa30BaTENFHON OPTaHU3AIMH YKA3bIBAIOTCS Ha OJIAHKAX MHUCEM
U BKJIIOYAIOT B ce0s: ajpec, Homep TenedoHa, (hakc, axpec 3JIeKTpOHHOMN MOYThI, CETEBOI aapec,
a taxxe OKIIO, OI'PH, MHH u KIIIT o6pa3oBaTenbHOM OpraHu3aIii.

3.2.3. HaumeHoBaHue BU/A IOKYMEHTA

HaumenoBanue Bu1a JOKyMEHTa, COCTaBIEHHOTO 00pa30BaTeIbHON OpraHu3aIiel, JOHKHO ObITh
OTIPEJICTICHO YCTAaBOM (TIOJI0KEHUEM) U JIOJDKHO COOTBETCTBOBATh HAMMEHOBAHHUSM BUIOB
JOKyMEHTOB, npeaycmorpenHbiM OKY JI: akT, cipaBka, 3amucka, CBOJIKa, OT3bIB, IPOTOKOJI, CIIMCOK,
W3BelIeHUE U ap. PacriopsauTenbHble TOKYMEHThHI OpPraHu3aluid U3JAI0TCS CO CIEAYOIUMU
Ha3BaHUSIMU: IIPUKa3, <...>.

HanmvenoBanue Bua 1 pa3HOBUIHOCTH JIOKYMEHTA HE YKa3bIBaeTCs B MUChbMax. MecTo
COCTABIICHUS MJIM M3JIaHHsI TOKYMEHTa yKa3bIBaeTCs Ha OJIaHKaX JOKYMEHTOB 00pa30BaTEeIbHOM
OpraHM3aliH, 32 UCKITI0YeHNEM OJIaHKOB nHceM. Ha3BaHue JOKyMeHTa neyaTaeTcst IpOMUCHBIMU
OyKBaMU TOTY>KHUPHBIM MIPU(TOM.

3.2.4. Jlata 1OKyMeHTa

JlaToii TOKyMeHTa SBJISIETCS J1aTa ero NOAMUCaHus (WM YTBEPXKICHUS); 1Sl TOKYMEHTA,
MPUHUMAEMOT'0 KOJIJIETHaJIbHBIM OpraHoM (MPOTOKOJIa), — JaTa ero 3acefAanust (IpUHSITUS
peleHust), s akTa — JlaTa COOBITHUS, JUTsl JOKYMEHTa, TPEOYIOIIEro ero yTBep K IeH s, — Aara ero

YTBEPXKACHUS.

I[J'ISI JOKYMCHTOB, COCTABJICHHBIX OTHOBPEMCHHO HECKOJIbKMMHU OpTraHu3alusiMu, I[aTOI\/JI JOKYMCHTA
ABJIACTCA JaTa IMOAIHNCAHUsA €TI0 HOCJ'IeIlHeI\/'I 0pFaHH3aL{HefI.

Jlata moanucaHusi, yTBep>KJI€HUS, COTJIACOBaHMS IOKYMEHTA, a TaKXKe JIaThl, COJEpKaI1ecs

B TEKCTE, JOJKHBI OQOPMIIATHCS LIUPPOBBIM CIIOCOOOM. DIEMEHTHI JaThl IPUBOATCS apaOCKUMU
nudpaMu B OJHY CTPOKY B I1OCIIEI0BATEIbHOCTH: IEHb MECSIA, MECALL, TOLI.

Hampuwmep: 14.06.2026.

3.2.5. PerucTpallMOHHBbIH HOMEP 10KYMEHTA

Perucrpanmonnslii HoMmep — 1uQpoBoe 1iu OyKkBeHHO-IIM(PpoBOE 0603HAUEHUE, TPUCBAUBAEMOE
JIOKYMEHTY TIPH €Tr0 perucTparym.

Perucrpanus qokymeHTa NpOBOAUTCS MOCIIE €r0 MOANMCAHUS WIN YTBEPKICHUS.
JI1st BHyTPEHHHUX JOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — 3TO MOPSAAKOBBI HOMEDP B Ipeaenax

KaJICHJIapHOT0 Tojia MO KaXXI0My BUY UM Pa3HOBUIHOCTH JTOKYMEHTOB. B npukazax
PErUCTPAIIMOHHBI HOMEP MOKET JIOMOJIHITHCSI OYKBEHHBIM MHACKCOM, 0003HAYAIOIIM
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Pa3HOBUAHOCTH (HaIlpUMep: IPUKa3 10 OCHOBHOM zeATenbHOocTH OT 15.05.2026 Ne 253; npukas
o simaHoMy coctaBy oT 10.01.2026 Ne 22 nc, mpuka3z 06 otmyckax ot 25.01.2026 Ne 420t, nmpukas
1o komanaupoBkam oT 25.01.2026 Ne 25k).

JUig HCXOAIIMX JOKYMEHTOB PETUCTPALIMOHHBI HOMEP COCTOMT:
1) u3 mopsAIKOBOTO HOMEpA B MpeiesiaX MacCUBa OTIPABIsIEeMON KOPPECTIOHICHIIHH;
2) uHJeKca JieJia B COOTBETCTBUM C HOMEHKIIATypoOil J1en 00pa3oBaTeIbHON OpraHU3aliy.

PerucrpannoHHblii HOMEp AOKYMEHTa, COCTABJICHHOI'O COBMECTHO IBYMs M Oojiee OpraHu3alMsIMU,
COCTOMT U3 PETUCTPALIMOHHBIX HOMEPOB JOKYMEHTOB Ka)KJIOM U3 3TUX OpraHU3alil, IPOCTaBISEMbIX
yepe3 KOCYI0 YepTy B NOPSJKE YKa3aHUsl aBTOPOB B IOKYMEHTE.

3.2.6. Ccpliika HA perucTPALMOHHBINA HOMeP M ATy J0KYMEHTa

Ccpuika Ha perucTpallMOHHBIA HOMEP U JaTy JOKyMEHTa BKJIIOYAeT B ce0sl peruCTpalliOHHbIA HOMEP
U 1aTy JIOKyMEHTa, Ha KOTOpbIH JoJKeH ObITh AaH oTBeT. CchUiKa Ha HOMEp U JaTy JOKyMeHTa
WCTIOJIB3YeTCs MPH O(POPMIICHHH TTHCEM, SIBIISIOLIMXCS OTBETAMU Ha MOCTYNHBILIEE MUCHMO (3arpoc,
npocsk0y U 1p.). CBeieHUs B PEKBU3UT MEPEHOCSTCS C MOCTYIUBILErO JOKYMEHTa U COOTBETCTBYIOT
PEruCTpallMOHHOMY HOMEPY M JaTe IMOCTYIUBLIETO JOKYMEHTA.

CcplmoyHass OTMETKa IPOCTaBIseTCs B JIEBOM uYacTH OJlaHKa IUCbMa IOJ PEKBU3UTOM «JaTay
U «PETUCTPALMOHHBIA HOMEDP TOKYMEHTa».

Hanmaue AAaHHOTO PCKBHU3WTA MCKIIIOYACT H€O6XOIII/IMOCTI) YIOOMHWHAHUA HOMECpAa U OATbl
MMOCTYIIUBLICTO JOKYMCHTA B TCKCTEC NMUCbMaA, YTO OCBO60)KI[8.€T TEKCT OT CHpﬂBO‘IHOﬁ PIH(l)OpMaI_II/II/I.

3.2.7. MecTo cocTaB/IeHUS WJIN U3IaHUS JOKYMEHTA

Mecto cocraBnenus (W3NaHUS) JOKYMEHTa VYKa3bIBaeTCS B JOKYMEHTAaX, HW3TOTaBIMBAEMBIX
Ha OJTaHKaX KOHKPETHBIX BUJOB TOKYMEHTOB.

3.2.8. Anpecar

Z[OKYMCHTI)I AAPECYIOT B OpPraHbl BJIACTH, OpTraHU3allun, UX CTPYKTYPHBIC ITOAPA3ACIICHUA,
JOJIXKHOCTHBIM HUJIHN (1)H31/I‘ICCKI/IM JIMIIaM.

[Ipu anpecoBaHuM JOKyYMEHTa B OpraH BJIAacTH, OPTaHU3ALMIO UIIA €€ CTPYKTYPHOE IOApa3/IeICHUE
(6e3 ykazaHus TOHDKHOCTHOTO JIMIA) X HAUMEHOBAHHE MUIITYT B UMEHUTEILHOM TaJexKe.

Hamnpuwmep:
MunncrepcTBo npocsenenns PO

JlenapraMeHT rocyapCTBEHHOMN MOTUTHUKH
B cpepe 3aIuThI IpaB aAeTei

IIpu HampaBiIeHUU JOKYMEHTA JOJDKHOCTHOMY JIMIlY HA3BAHWE OPTaHMU3ALUU U €€ CTPYKTYPHOTO
MOJIpa3/IeIeHUs YKa3bIBAlOT B IMEHUTEIBHOM IaJIEKe, a JOJDKHOCTh U (DaMIIINIO ajipecara —

B JaTebHOM. VIHUIMAIBI CTaBATCS 1ociie paMUIMM He3aBUCUMO OT TOT0, KOMY aJIpeCOBaH
JOKYMEHT — JIOJDKHOCTHOMY JIMILY WM (PU3HYECKOMY.
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Hanpumep:

MunucrepctBo oOpa3oBanus U Hayku PT

Yupasnenue nenamu
['maBHOMY crienuanucty
NBanosou N.N.

Wiy Ha3BaHWE OpraHu3alyy BXOJUT B HANMEHOBAHUE JIOJDKHOCTH U OPOPMIIICTCS B JATEITLHOM
nmajgexe

Pektopy uncruryra

HUBanosoii N.N.

ITpu asipecoBaHUY JOKYMEHTA B HECKOJIBKO OJTHOPOJIHBIX OPTaHU3aIMi X Ha3BaHHS CICIyeT
YKa3bIBaTh 0000IIEHHO.

Hanpuwmep:

PykoBoautensm o0pa3oBaTeIbHBIX
opraHu3zari oomiero oopasoBaHus,
PYKOBOJUTEIISIM TIPEATIPUATHIA U
opranu3aiuii MuHIpocemieHus: Poccun

JlonmyckaeTcst HEHTPUPOBATh KAKIYIO CTPOKY PEKBH3UTA «AJlpecar» MO OTHOMIEHUIO K CAaMOM
JUITMHHOU CTPOKE.

Hanpuwmep:
3aMecTUTENI0 TUPEKTOpa 10 yueOHOH
pabore MBOYVY «Ky3zemberbeBckas COILLI

uM. X.I'.XycanHoBa»
Uyiikunon 1.A.

B coctaB pexkBH3uTa MOXKET BXOJIUTh MOYTOBBIN aJpec. DJIEMEHTHI IOYTOBOIO aJIpeca yKa3bIBAIOTCS
B IIOCJIEZIOBATEIBHOCTH, YCTaHOBIIEHHOW [IpaBuinaMu okazaHus yciIyT OYTOBOM CBSI3H.
[Ipu agpecoBanuy NMUChbMa B OpraHU3aLIMIO YKa3bIBAIOT €€ HAMMEHOBaHUE, 3aTEM IOYTOBBIH aapec.

Hamnpuwmep:
Penakums xypHana
«Y1paBlIeHUE HAYaJIbHOM IKOJION»

MockoBckui mipoct., 1. 6,
r. 9HCck, 101856

A,Z[pCC HC IMPOCTABJIACTCA HAa JOKYMCHTAX, HAIIPABIACMbBIX B IIPABUTCIIbCTBCHHBIC YUPCIKICHUA
1 IIOCTOSIHHBIM KOPPECIIOHACHTAaM, B 3THUX ClIydasiX MOTYT IIPUMEHATLCS KOHBEPTHI C 3apaHEC
Hari¢yaTaHHbBIMHU aApCCaMMU.
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[Tpu anpecoBannM JOKyMEeHTa (PU3NUECKOMY JIUILy HEOOXOAUMO YKa3bIBaTh (haMHIINIO, MHUITUAIIBI,
3aTeM MOYTOBBIN ajpec.

Hanpumep:
NBanory N.U.

Coserckas yi., 1.100, k8. 100,
r.Men3zenunck, 423700

JIOKyMEHT He JOJDKEH COAepKaTh 00Jiee YEThIPEX aapecaToB, KaKIbIH SK3EMIUIIP TAKOTO JOKYMEHTa
noikeH 0bITh oanucad. CinoBo «Konus» rnepen BTOpbIM, TPETHUM, YETBEPTHIM apecaTaMu
HE yKa3bIBaIOT.

HpI/I HallpaBJICHUHU JOKYMCHTA boJiee yeM B YCThIPE aaApeCa COCTABIACTCA CIIMCOK HA PACCBUIKY,
a Ha KaXXJ0M JOKYMCHTC IMPOCTABJIACTCA TOJILKO OAWH aJpecC.

3.2.9. I'pud yrBep:xkaeHUSA TOKYMEHTA

VYTBepKIeHHE TOKYMEHTa TNPOU3BOJAUTCS MPOCTABICHHEM TIpuda YTBEPKICHHUS WM H3JaHUEM
pacropsUTEIbHOIO JOKyMEHTa (B TEX CiIydasx, Korjaa TpeOyITCs JOMOJIHUTENbHbIE MPEIICaHus]
U Pa3bsSICHEHHUS).

HOKYMCHTBI YTBCPIKAAOTCS PYKOBOJUTCIICM O6pa30BaTeJ'ILHOI‘/‘I OpraHu3aliiy, BbIINCCTOAIIMMHA WA
MCKBCAOMCTBCHHBIMU OpraHaMu, OpraHu3alusaMi, B KOMIICTCHIMIO KOTOPLIX BXOAUT PCIICHHC
BOIIPOCOB, U3JIOKCHHBIX B YTBCPIKAACMBIX JOKYMCHTAX.

HOJ'IO)KCHI/I}I, mpaBujia, MOPAAKHU, HOJLGKHOCTHBIC HHCTPYKUHWHU, UHCTPYKIUHU, PACIIMCAHUA 3aHATUMN
YPOKOB, BHGypO‘IHOfI JACATCIIBHOCTH, JOIIOJTHUTCIIBHOT'O O6p330BaHI/I$I u Ap. DOAJICKAT YTBCPKICHUIO
PYKOBOIHUTCIICM O6pa3OBaTeHbH0ﬁ opraHu3anvnu H" HpI/IO6peTaIOT OPpUIUYICCKYHO CHITY TOJIBKO
C MOMCHTA UX YTBCPIKACHUA.

I'pud yTtBepkaeHMs MOMeEIIaeTcss B IPAaBOM BEPXHEM YIJIy IEPBOrO JIMCTa JOKYMEHTA, COCTOUT
u3 cinoBa Y TBEPXKJIAIO (6e3 kaBbIuek), MOTHOTO HAMMEHOBAHUS TOMKHOCTH JIUIIA, YTBEPKIAIOIIETO
JOKYMEHT, €ro JIMYHOM moamucH, ee paciiudpoBkd  (MHUIUAIOB, GaMWIMM) U JaThl
yrBepxacHus. Cioso YTBEPXJIEHO nomyckaercss coryiacoBelBaTb € HAaMMEHOBAHHMEM BHJA
ytBepxaaemoro nokymenta (YTBEPXIEHA, YTBEPX/IEHbBI unun YTBEPX/IEHO).

Hamnpumep:
YTBEPXJAIO
Hupextop MBOY «Kyzemb6erseBckas COLL
nM. X.I'.Xycannosa

noamnuck .M. IBanoBa
15.06.2026

JHomyckaetcst B pekBu3ute «I 'pud yTBEpKIeHUs TOKYMEHTa» IIEHTPUPOBATH AJIEMEHTHI
OTHOCUTEJIBHO CaMOW JIJIMHHOW CTPOKH.

Hamnpumep:

YTBEPXIAIO
Hupextop MBOY «Kyzemb6erneBckas COILI
uM.X.I'.Xycannosa
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15.06.2026

[Ipu yTBepkIeHUN TOKyMEHTA HECKOJIBKUMHU JTIOJKHOCTHBIMU JIMIIAMH MX MOAMUCH PACIIOIaratoT
Ha OJTHOM YPOBHE.

Y YyTBEPKJICHUH IOKYMEHTA IOCTAHOBIIEHUEM, PELIEHUEM, IPUKA30M, IPOTOKOJIOM IPH

I1 CHHEM, CHUEM, s

yTBepkaeHust coctouT u3 ciaoa Y TBEPXKJIEHO, nanMenoBanus yTBep»KIaroIEero JOKyMeHTa
B TBOPUTEIBHOM MAaJI€kKe, €ro AaThl, HOMEPA.

Hanpumep:

YTBEPKXJEH
ITpOTOKOIOM METOAUYECKOTO COBETA
15.06.2026 Ne 32

nimn

YTBEPKJAEHO

npukazoM MBOY «Kyzemb6erbeBckas COLL
nM. X.I'.Xycannosa

15.06.2026 Ne 32

BHocuTth Kakue-11u00 H3MEHEHHUS U I[O63.BJ'I€HI/I$I B IIOJIIMCAaHHBIC (YTBep)KI[eHHBIe) HAOKYMCHTBI oe3
paspCiiCHud JrMua, MoANnMUCaBIcCro 10KyMEHT, HE JOITYCKAaCTCA.

OTBETCTBEHHOCTh 32 KA4E€CTBO MMOATOTOBKH JOKYMCHTOB U JOCTOBCPHOCTL COACPIKAIINXCS B HUX
JAaHHBIX BO3JIaracTCs Ha JIMlad, IOATOTOBUBIINC, 3aBU3UPOBABIINEC U TOAITNCABIINEC JOKYMCHTHI.

3.2.10. 3aroJ10BOK K TEKCTY

3aroJoBOK K TEKCTYy BKJIIOYAET B ce0s1 KPAaTKOE COAEPKAaHUE JOKYMEHTA, €F0 OCHOBHYIO CMBICIIOBYIO
Harpysky. 3aronoBok gopmynupyercs ¢ npeagoroM «O» («O06») 1 0TBeYaeT Ha BOIIPOC «O YeM?»:

e mpuka3 (0 4yeM?) 0 CO3/1aHUU aTTECTALIMOHHONW KOMHUCCHH;

e mpukKa3 (o uemM?) 00 yTBEp>KACHUH ILTATHOTO PaclUCaHMs;

e mHCcHbMO (0 4YeM?) 0 IpeloCTaBIEHNH HHPOPMAIUH.

3aroJoBOK COCTABIS€T HUCIOJIHUTENb JOKYMEHTa. 3arojoBOK K TEKCTy OQOpMIIETCS MOJ
pekBu3uTaMM OJaHKa cieBa, OT IPaHUIBl JIeBOro mouisd. Eciu TeKCT JOKyMeHTa He MpeBbIIIaeT
YEThIPEX-MSITH CTPOK UK opopmiieH Ha OnaHke GopmaTa AS, 3ar0JI0BOK MOKHO HE YKa3bIBaTh.

3aroJIoBOK JOKYMEHTA 3alMCBIBAETCS NIPU €r0 PErMCTPAllii B COOTBETCTBYIOLINE PETUCTPALMOHHBIE
(bOpMBI: KapTOUKy, 6a3y JaHHBIX.

3.2.11. TekeT 10KYMeHTA

TekcT OKyMeHTa COCTaBJSIETCS HAa PYCCKOM SI3bIKE KaK TrOoCydapCTBEHHOM si3bike P®. Tekct
JOKYMEHTa W3JIaraeTcsi PyCCKUM JHUTEPATypHBIM SI3BIKOM C YY€TOM OCOOCHHOCTEH o(duiinaibHO-
JIEJIOBOTO CTHJIS, BUJIa JOKYMEHTA M €r0 Ha3HAYEHUs B yIIpaBJICHUECKOU nearenbHocTH. Coneprkanne

AOKYMCHTA JOJIZKHO OBITh HU3JI0KEHO KpaTKo, JIOTUYHO, TOYHO U SACHO.

TekcTbl JOKYMEHTOB M3J1araroTCs:
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oT 1-ro nuIa eIMHCTBEHHOTO YMCIa B JOKYMEHTax (IIpHUKa3 U T. J1.) pyKOBOAUTENS 00pa30oBaTeIbHOMI
OpraHu3alyy, AEHUCTBYIONIErO HA MPUHIMIAX €IMHOHAYalIMs, a TAKKE JOKYMEHTAX, aJpeCOBaHHBIX
PYKOBOJCTBY OpraHM3allMU: MPUKA3bIBAIO... IOATOTOBUThH U IPEICTaBUTh HA PACCMOTPEHUE; IIPOLILY
paccMOTpETh

BONPOC 00 YCTAHOBJICHUH JILTOTHBIX Tapu(OB...;

3-ro Jmia ¢IUHCTBCHHOI'O YHUCJIa B JOKYMCHTAX KOJUJICTHAJIBHBIX OPraHOB: KOMHUCCHA PCIIMIIA...;
O6paBOBaTCJIBHaH opraHu3anysa HEC CUUTACT BO3SMOXKHBIM...;

1-To JIMIa MHOXXCCTBCHHOI'O 4YMCJia B COBMCCTHBIX JOKYMCHTAX: HNPOCUM IPCACTABUTL JAHHBIC O...;
IpeaACTaBIAEM Ha paCCMOTPECHHUE U YTBCPKIACHUC.. .

3-ro JIMIa MHOKECTBCHHOI'O YMCJia B ITPOTOKOJIaX: Cllyllajiu, BRICTYIINIIN, IOCTAHOBUIIN, PCIIHIIN.

B nokymeHTax, yCTaHaBIMBAIOIIMX IMpaBa U OOS3aHHOCTHM  OPTraHU3AIMH, €€ CTPYKTYPHBIX
NoJpa3AeieHui (MoJ0KEeHNe, HHCTPYKIMS), a TAKXKE COJCPKALIMX OMUCAHUE, OLEHKY (PaKTOB HIIH
BBIBOJIBI (AKT, CIPaBKa), UCIIOIb3YyeTCs (OopMa M3I0KEHUS TEKCTa OT TPETHETO JINIA SAMHCTBEHHOTO
WJIN MHOXKECTBEHHOTO 4Hcia («OTIEN OCYIIECTBISCT (YHKIHU», «B COCTaB OOBEAMHEHHS BXOMATY,
«KOMHCCHUSI yCTAHOBUIIAY).

B texcte AOKYMCHTA, HOAIOTOBJICHHOI'0O HA OCHOBAHHWM 3aKOHOAATCJIBbHBIX, WHBIX HOPMATHBHBIX
IMPaBOBLIX AKTOB, U3JAHHBIX OpPraHaMUW BJIACTH, JOKYMCHTOB, PAHCC HU3JAaHHBIX OPraHOM BJIACTH,
YKa3bIBACTCsA HAMMCHOBAHUC BHUJA NOKYMCHTA, HAMMCHOBAHUC OpraHa, U3JaBIICro JOKYMCHT, AaTa
MPUHATHSA WA YTBCPKACHUA NOKYMEHTA, €TI0 per I/ICTpaI_II/IOHHHﬁ HOMCEP, a TAKIKC 3aroJIOBOK K TCKCTY
HJIM HAMMCHOBAHUC BHJJa JOKYMCHTA, HAIIPUMEP:

«B cootBerctBuM ¢ nocraHoBiaeHueMm llpaButenscrBa oT 13.08.1997 Ne 1009 «O6 yTBepkeHun
[IpaBui NOArOTOBKM HOPMATUBHBIX ITPABOBBIX aKTOB (e/IepaIbHbIX OPraHOB UCIOTHUTEIBHOM BIACTH

U UX FOCY/apCTBEHHON PETUCTPALIUN»;

«B cootBercTBuM ¢ [los10k€HMEM O MOCTOSTHHO JEWCTBYIOIIEH SKCIEPTHOM KOMHUCCHM YUPEKICHUS,
OpraHu3aIyy, NPEANPUITHS, YTBEPKIeHHBIM TTprkazoM PocapxuBa ot 11.04.2018 Ne 43».

Ecmu texct COACPIKUT HECCKOJIBKO nopyquHﬁ, pemeHHﬁ, BBIBOJIOB, B TCKCTC BBIACIAIOTCA Pa31€JIbl,
noapas3aciibl, ITYHKTBI, ITIOAITYHKTHI.

B TekcT 1okyMeHTa MOTYT BKJIHOYAThCs (pparMeHThl, 0OpMIICHHBIE B BHJI€ TAOJINIBI MIIA AHKETHI.
CrpaHuibl TEKCTa HyMEpYIOTCs apaOCKUMHU LU paMu IOCEpeTUHE BEPXHETO MOJI.
B nucbMax ucnonb3yroT ciaenyronie GopmMbl U3I0KEHUS:
e OTIEPBOIO JIMIA MHOYKECTBEHHOIO 4YHCJa («IIPOCUM HAlpaBUTb», «HAMPABIAEM
Ha PaCCMOTPEHUE»);
e TIEPBOTO JIMIA €AUHCTBEHHOTO YHCA («CUUTAI0 HEOOXOIUMBIMY, IIPOLTY BBIICIUTH);
e TpeThero Jmia enuHcTBeHHOTo uncia («OO He Bo3pakaeT», «OO cunuTaeT BO3MOKHBIMY).

3.2.12. OT™MeTKA 0 IPUJI0KEHU U

Ecnu noxkyMeHT uMeeT NpUIOKEHHUs, Ha3BaHHBIE B TEKCTE, TO OTMETKAa O HUX odopmisercs
o cienytomei hopme:

[Ipunoxenune: Ha 10 1. B 3 3K3.
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Eciu MMPUIIOKCHUSA B TCKCTC HC HA3BAHBI, TO HGO6XOI[I/IMO NEpCUUCIIUTL UX HA3BAHUA, KOJIUYCCTBO
JIMCTOB U 3K3CMILIAPOB KaXKA0I0.

[Ipyu HaMUUUK HECKOJIBKUX MPHUIIOKEHUH OHU HyMEPYIOTCSI:

[Ipunoxenus: 1. lTaTHOE pacnucaHue... Ha 4 1. B 3 9K3.

2. Cmera pacxo/ioB... Ha 4 1. B 3 3K3.

Ecmu IIPHUIIOXKCHUA C6pOI_HIOpOBaHBI, KOJIMYCCTBO JIUCTOB HE YKA3bIBACTCH.

Ecnu x gOKyMeHTy mnpuiaraercss Ipyrod MOKYMEHT, TakKKe€ HMMEIOIIUN TMPUIOKEHHE, OTMETKY
0 HaJIMYWU IPUIIOKEHUS 0OPOPMIIAIOT CIEIYIOUIIM 00pazoM:

[Tpunoxenue: nuceMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuniokeHue K HeMy, BCero Ha 3 J.

Ecnu npunoxenueM siBisieTcst 000CO0IEHHBIN 3JEKTPOHHBIH HOCUTENb (KOMITAKT-AUCK, usb-¢uren-
HAKOIUTEJb U Ap.), OTMETKY O HAJIUYNUU IPUIIOKEHUS OPOPMIIAIOT CIEAYIOLUIMM 00pa3oM:

[Tpunoxenue: CD B 1 3k3.

HpI/I 3TOM Ha BKJIAJBIIIC (KOHBepTC), B KOTOpLIﬁ MOMCIACTCs HOCUTCJIb, YKA3bIBAKOTCA HAMMCHOBAHUS
AOKYMCHTOB, 3allMCAHHBIX HA HOCUTCJIb, UMCHA @aﬁHOB.

HpI/IJIO)KeHI/ISI JOJIDKHBI O(bOpMJI?ITI:CSI Ha CTaHAAPTHBIX JIUCTaX U UMCTb BCC H€O6XOI[I/IMI)IC JJIA
AOKYMCHTOB PCKBU3UTHL (HaI/IMeHOBaHI/IC, 3aroJiIOBOK, ITIOAIIMCH pYKOBOHHTeHCﬁ nonpamenem&ﬁ,
OTBCTCTBCHHBLIX 3a UX COACPIKAHUEC, OTMCTKY O COIJIaCOBaHWUH U T. I[.).

Ha MMPUITOKCHUU K PACIIOPAAUTCIIBHOMY TOKYMCHTY B IIPABOM BCPXHEM YIJTy CTaBUTCA OTMETKA
C YKa3aHUECM Ha3BaHUS PACTIOPAAUTCIBHOIO JOKYMEHTA, €0 JaThl U PETUCTPALIMOHHOIO HOMCPA.

Hanpuwmep:

[Tpunoxxenue Ne 2

k pukazy MbOVY 11O Ne 1
oT 15.06.2026 Ne 11

HaumeHnoBaHue Bua JOKyMEHTa — MPHIIOKEHHS (IIEPBOE CIIOBO 3ar0J0BKA MPUIIOKEHHUS)
BbIJIETISIETCS MPOMUCHBIMU OykBamH, noykupHeiM mpudrom (IIOJIOXKXEHUE, IIEPEYEHD,
CIIMCOK u T. 1.).

Homyckaetcs Boipaxkenue «I[IPUJIOKEHUE No» neuataTh nponucHbIMU OyKBaMU, a TaKxke
LIEHTPUPOBATh 3TO BBIPAKEHHUE, HANMEHOBAHUE IOKYMEHTA, €r0 JaTy U PEruCTPallMOHHBIA HOMED
OTHOCHTEJIBHO CaMOW JIJTMHHOM CTPOKH.

Hanpuwmep:
ITpunoxenne Ne 1
k npukazy MBOY «Kyzemb6erbeBckas COLL

nM. X.I".Xycannosa
ot 05.06.2026 Ne 145

[okymeHT co3aaH B 3nekTpoHHon chopme. Ne 25/29 ot 28.10.2025. Ucnonnutens: Napaes K.P. 0 AIEKTPOHHbINA
CrpaHunua 11 3 58. CTpanuua cosaaHa: 28.10.2025 16:08 =¥ TATAPCTAH



3.2.13. I'pud¢ cornacoBanus 10KyMeHTa
BHeninee cornmacoBanue oQpopMIIsiETCS COOTBETCTBYIOIIUM TprdoM.

I'pud cornacoBanus cocrout u3 cimoa COI'JTACOBAHO (6e3 kaBbI4eK), TOHKHOCTH JIUIIA,
KOTOPBIM COTJIAaCOBaH JOKYMEHT (BKJIIOYasi HAUMEHOBAHUE OPraHU3alllu ), €r0 COOCTBEHHOPYYHOM
MOJITMCH, MTHUITUAJIOB, (DaMWIINK, TaThl COTJIAaCOBAHMUSL.

Cinoso COT'JIACOBAHO pomyckaercs corjaacoBbiBaTh ¢ HAUMEHOBAHUEM BHJIA IOKYMEHTA:
e Uucrpyxuus - COI'JTACOBAHA
e Pernament - COI'JTACOBAH
e Ilonoxenwne - COI'JTACOBAHO

Hanpuwmep:
COI'JTACOBAHO
3amecTuTeNb PyKOBOIUTENS
«OTtnena obpazoBanus» r.MeH3eIMHCK
noanuchk A.W. Ilerpos

11.07.2026

Ecnu cornmacoBanue npoBOIUTCS C KOJIETHAIBHBIM OPTaHOM WIIM TIOCPEICTBOM ITUChMa, TO TPUd
COTJIacCOBaHUS O0POPMIISETCS CIISIYIOMINM 00pa3oM:

Hampuwmep:

COI'TACOBAHO
[Tenarornyeckum COBETOM
MBOY «Ky3zemberbenckas COLL

uM.X.I'.Xycannosa
(mpotoxoi ot 29.03.2026 Ne 1)

FpI/I(l)I)I CorjraCoOBaHUs MOTYT pacmoJjiaratbCia Ha OTACIBbHOM JIMCTE COTJIaCOBAHUSA, €CJIM COACPKAHUC
AOKYMCHTaA 3aTparuBacT HHTCPCChl HECKOJIBbKHUX OpFaHHSaHHﬁ. Ha JAOKYMCHTC HOCJIaCTCA OTMCTKaA
«JIncT cormacoBanus MpuIaracTcs».

BHemHee coriacoBaHue B 3aBHCUMOCTH OT COJIEPXKAHUS JOKYMEHTa OCYLIECTBIISICTCS B CIEAyIOIEH
O4epEeTHOCTH:
e CO CTOPOHHMMHU OpraHudalMsaMu, KoOrjga OHH BBICTYIIAIOT 00s3aTeNbHON CTOpOHOﬁ
B IIPaBOOTHOIICHUSAX, BO3HHUKAIOIIMX BCJIEJICTBHE W3JaHMS JOKYMEHTa, WJIM KOrja
coJiepKaHne IOKyMEHTA 3aTParuBaeT uX WHTEPECHI;
e OOLIECTBEHHBIMH OpraHM3allUsIMU — B CIIydasX HEOOXOAMMOCTH WM B ClIydasX,
npeaAyCMOTPEHHBIX IMMOJTOKCHUAMU 00 THux opraHn3alusiax;
e OpraHaMu, OCYIIECTBIISIOLUIMMH T'OCYAaPCTBEHHBIA HAJIBEIOMCTBEHHBIN KOHTPOJIb (HAI30D)
B OIIpeieNIEHHOM 00J1aCTH (3KOJIOTMUECKUA, TOKapHbIN U T. 11.);
e  BBIIIECTOSAIIMMHU OpraHu3aUsIMU — B Cllyyasx, KorJa 3aKOHOJIaTEITLCTBOM
IIPEAyCMaTpUBAETCA BO3MOYKHOCTh COBEPILICHUS YIPABICHYECKUX JIEUCTBUM TOJIBKO
C pa3peleHns STUX OpraHU3aIHi.

3.2.14. Bu3a corsiacoBaHusi J0KYMEHTAa
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Busel coryiacoBaHus JOKyMEHTa — PEKBHU3UT JOKYMEHTa, YKa3bIBAIOILIMKM Ha COIJIAaCHE WIH
HEeCcorJlacChe JIOJDKHOCTHOTO JiMla 00pa30BaTeNIbHOW OpraHW3allMd C COJACPKAHUEM IPOEKTa
JIOKyMEHTa (J1ajiee — BU3a).

Buza BritOYaeT JOHKHOCTH JIMIA, BHU3UPYIOMIETO JOKYMEHT, MOJIHUCH, PAcIIU(POBKY TMOIITUCH
(vHUIIMATBL, (HAMHIIUIO) U IaTy BUSHPOBAHUS.

Hanpumep:

3aMecTHTeNb TUPEKTOpa 110 BOCIUTATENBHOM padoTe
MBanosa N.N. iBaHoBa

10.10.2026

OdopmiteHHas TaKMM 00pa30M BH3a 03HAYAET COTJIACHE JOJKHOCTHOT'O JIUIIA C COJICPKaHNEM
JOKYMEHTA.

[Tpyu HamU4UK 3aMEeYaHU 110 JOKYMEHTY BH3Y OQOPMIISFOT CIISIYIONTUM 00pa3oM:
3aMeuaHus MpUIaraloTcs
3aMecTuTeNb TUPEKTOpa IO BOCIIUTATEILHOU padoTe
NBanosa N.N. BanoBa

10.10.2026

I[OKYMGHT BU3HPYCTCA UCITIOJTHUTECIIEM U 3AMHTCPECOBAHHBIMU B TOKYMCHTC JOJIPKHOCTHBIMHA
JIMaMu, pyKOBOJUTCIIEM O6pa30BaTeJ'H:>HOI7I OopraHu3anuvu.

3aMmeuaHus JOJIXKHBI OBITh OpeaACTaBJICHBI HA OTACJIBHOM JIUCTE, KOTOpBIﬁ MNOAMNMUCHIBAIOT, JATUPYIOT
" IpujIararoT K JOKyMCHTY.

Ha AOKYMCHTC, TIOAJIMHHUK KOTOPOT'O OCTACTCA B 06pa3OBaTCJIBHOI\/’I OopraHnu3anunu, BU3bL
IIPOCTAaBJIAIOT B HIKHEH 4acTu O60pOTHOI71 CTOPOHBI MOCJICAHCTO JIMCTAa TOAJIMHHUKA JOKYMCHTA.

Ha noxymenTe, moATMHHUK KOTOPOTO OTHPABIISAIOT U3 OpraHU3alluu, BU3bl IPOCTABIISIOT B HIDKHEN
4acTH JIMIEBOW CTOPOHBI BTOPOTO SK3EMIUISIPA OTIIPABIIIEMOTO TOKYMEHTA.

Bo3moxHO opopmiieHHe BU3 TOKyMEHTa Ha OTJEJIbHOM JIMCTE coryiacoBanus. Jlomyckaercs
MOJIMCTHOE BU3UPOBAHHUE TIOKYMEHTA U €r0 MPUIIOKEHHUS.

Ecnu B mpouiecce BU3NPOBAHUS B IPOEKT IOKYMEHTA BHOCSTCS CYIIECTBEHHbIE H3MEHEHMS,
OH MOJJICKUT MOBTOPHOMY BU3HpoBaHMIO. [IoBTOpHOE BU3MpOBaHUE HE TpedyeTCs, €CIu Mpu
JI0pabOTKe B MPOEKT JOKYMEHTa BHECEHbBI YTOUHEHUS!, HE MEHSIOIIUE €r0 CYTH.

3.2.15. lloanuckh

JIOKyMeHTBI, HallpaBiiieMble 00pa30BaTEIbHON OpraHU3allel B BBIIIECTOSIINE OpraHbl YIIpaBiIeHHUs,
MOJITMCHIBAIOTCS PYKOBOJIUTENEM 00pa30BaTeIbHOM OpraHu3aluy, ero 3aMeCTUTeNIeM

0 MIOPYYEHHIO PYKOBOIUTEIS 00pa30BaTEeIbHON OpraHu3aluy 0 COOTBETCTBYIOUINM
HaIPaBJICHUSIM.
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B cocraB pexBusuta «I[loanuce» BXOAST: HAUMEHOBAHUE JTOJKHOCTH JIUIIA, TIOITHUCABIIIETO
JTOKYMEHT (TI0JTHOE, C YKa3aHUEM Ha3BaHUsI OPTaHU3AIMH, €CITU TIOKYMEHT 0(OpMIICH He Ha OJaHKe,
U COKpaIlleHHOE — Ha JIOKyMEHTe, 0()OPMIICHHOM Ha OJIaHKE); JTMYHAs MOANUCH; paciiuppoBKa
MOAMKUCH (MHUIHAIIBI, (haMUIIHs ).

Hanpuwmep:

3aMecTUTENb AUPEKTOpa JInyHasg moanuch HN.U. Banosa
10 BOCITUTATENILHOM paboTe

B AOKYMCHTAx, MOATrOTOBJICHHBIX KOMI/ICCI/Ief/’I, YKa3bIBaOTCA HE JOJKHOCTHU IMOAINNMCABIINX JIMII,
a UX 003aHHOCTH B COCTaBE KOMHCCHH.

Hampuwmep:
npeaceaaTenb KOMUCCUU JInuHasg moanmch N.0. ®ammnus
YJIeHbl KOMUCCHUN JInuHasg nmoanmch N.0. ®amunus

JInu"ag moamnuce N.0. ©amunus

HpI/I noArnuCaHu JOKyMCHTA HECKOJIbKMMHU JOJIDKHOCTHBIMHU JIMIAMU HUX IMOAIIKUCHU paciojararoT
OIHY IIOJ I[perfI B IIOCJICOOBATCIIbHOCTH, COOTBGTCTBYIOH_[eﬁ 3aHUMAaeMOU JOJIKHOCTH.

Hampuwmep:
Jupextop JInunas noanuce N.0. ®amunus
3aMecTuTeNnb TUPEKTOpa JInynas noanuce N.0. ®amunus

HpI/I NNoANMUCAHUN JOKYMCHTA HECKOJIBKUMU JIMIIAMU PaBHBIX I[OJ'DI(HOCTCI\/'I, X MOAINHUCH
pacmoJiararorT Ha OJHOM YPOBHC.

Hanpuwmep:

3aMecTuTeNnb TUPEKTOpa 1o 3amecTUTENb IUPEKTOpaA MO
aJIMUHUCTPATUBHO-XO03SIICTBEHHOM y4e0HO-BOCTIUTAaTEIbHOM paboTe

pabore

JIMYHAs IIOAINCH N.0. damumnus JIMYHAs IIOAINCH 1.0. damunusa

Ecnu nomxaocTHOE JIMO, MOANMKUCH KOTOPOT'O 3aroToOBJICHA HA ITPOCKTE NOKYMECHTA, OTCYTCTBYCT,
TO IOKYMCHT JOJIKCH NMOANHNCHIBATHCA JIMIIOM, UCITOJIHAKOIINUM €TI0 065133.HHOCTI/I, nJn €ro
3aMCCTHUTCIICM.

He JO0IMYCKACTCA MOANINCAHUE JOKYMCHTOB C IIPEIJIOTOM «3a» UJIU IMPOCTABJICHUC KOCOM YCPTHI
nepea HauMMCHOBAHUEM JIOJIZKHOCTH.

3.2.16. OT™MeTKa 00 3JIeKTPOHHOM MOANMCH
OTMeTka 00 TEKTPOHHOM MOAIUCH UCTIOIB3YETCs PH BU3YaIH3aIAN dJICKTPOHHOM MOAMTUCH Ha

nokyMmeHnTe OTMeTKa MOATBEPkKAAET TO, UTO DIEKTPOHHAS MOAMKUCH OblIa BEpHA HA MOMEHT
BKJIIOUEeHUS JokyMeHTa B CO/I.
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OTMeTKy 00 3JIEeKTPOHHON NOAMHUCH HEOOXOIMMO pacnojaraTb ¢ COOIIOICHUEM CIICAYIOLINX
TpeOOBaHMI:

e MECTO pa3MEIIEHUsI OTMETKH 00 IIEKTPOHHON MOJIMTUCH JIOJDKHO COOTBETCTBOBATH MECTY
pa3MeleHust COOCTBEHHOPYYHOW MOJIIMCH B aHAJIOTHYHOM JIOKYMEHTE Ha OyMa)KHOM
HOCHUTEIIE;

e DJIEMEHTHI OTMETKH 00 AJIEKTPOHHOM TMOAIMKUCH TOJKHBI OBITh BUAMMBIMUA U YNTACMbIMU
IpH OTOOPAKEHUU JIOKYMEHTA B HATYpaTbHOM pa3Mepe;

e 3JIEMEHTHI OTMETKH 00 JIEKTPOHHOMU TOJIMCH HE JOJDKHBI IEPEKPBIBATHCS WITH
HaKJIaAbIBaTLCA APy Ha Ipyra,

e 3JIEMEHTHI OTMETKH 00 AJIEKTPOHHOMU TOIMKUCH HE JOJDKHBI IEPEKPHIBATH JIEMEHTHI TEKCTa
JOKYMEHTa U IpYyrue peKBU3UTHI JOKYMEHTA.

OtMmeTKy 00 37eKTPOHHOU MoANUcH GOPMUPYIOT U BUZYAIU3UPYIOT IPOTPaMMHBIMU CPECTBAMHU.
OtmeTKa 00 3J€KTPOHHOM MOANMCH MOXKET:

e BKJIIOYATh U300pakeHue 3MOIeMbl 00pa30BaTEIbHON OpraHU3aui — TOJIBKO JJIs OTMETKH
00 ycmiIeHHO! KBaTH(PUIMPOBAHHON M YCUIICHHON HEKBaTH(PHUIIMPOBAHHOHN 3JIEKTPOHHOM
MOATNCH;

e COZEp)KaTh METKY IOBEPEHHOTO BPEMEHH, KOTOpasi 0ToOpaXkaeT MHPOPMALIUIO O JaTe U
BPEMEHU MOANUCAHUS AIEKTPOHHOI'O JOKYMEHTA 3JIEKTPOHHOM NoAnucho. MeTka
pacrosaraeTcsi HUKe OCTAJIBHBIX 3JIEMEHTOB JIEKTPOHHOM MOANMCH. BHEIIHNN BUJT METKU
JOJIKEH OBITh UJCHTUYEH JPYTUM 3JIEMEHTaM MOAMHICH.

e JlaTy HYy’»XHO BOCIIPOM3BOJANUTH apabckumu 1udpamu, pasaeieHHbIME Toukoi: 18.08.2025.
Bpewms — apabckumu nudpamu, pazaeneHHbpIME 1BoeTounem: 15:20.

OT1MeTKa 00 ycHIeHHOH KBATH(UIMPOBAHHON U YCUJICHHOI HEKBATH(UIMPOBAHHOMI
3J1eKTPOHHOM MoANMcH BKIIOYaeT (ppa3y «JoKyMEeHT MoANMCaH IEKTPOHHON MOMKUCHI0Y», HOMEP
cepTH(UKaATa KIH0Ya HIEKTPOHHON MOANUCH ([UI YCUIEHHOM HEeKBaNU(DUIUPOBAaHHOM MOANUCH —
IIpY HaJIM4UU cepTudukara), pamuminio, uMs, OTYECTBO (MpU HAIWYUH) BlIaJieNblia cepTudukara,
CPOK JIeHCTBHS cepTU(UKaTa KJItoya 3JIEKTPOHHON MOJIIHCH.

ITpumep (c METKOM TOBEPEHHOTO BPEMEHH)

ITpumep
.. A AOKYMEHT HOJIHCAH - ,,0 . JOKYMEHT IOJIMHCAH
IJIEKTPOHHOH NOJIMHCBIO 3JIEKTPOHHOH HOJITHCBHO
Cepridurar 398ufof jkesaww 8r38402jcuisasjciajhc Cepmudurar 398uf cf jlesaww 8r38402jcuisasjciajhc
Bnanenen [lerpoea Anactacis Heanoena Branenen Ilerpora Anactacua Heanoexa
TMefictenTenen ¢ 01.09.2025 no 31.08.2027 Hefictentenes ¢ 01.09.2025 mo 31.08.2027
\:[ara u Epema nmoonucanma 10.11.2025 14:15 _/

. J

OTMeTKa 0 NPOCTOI 3JIEKTPOHHOM MOANMCH BKIItOUaeT Pppasy «JoKyMeHT nmoanucan npocTon
3JIEKTPOHHON MOAMUCHIOY, (PaMHUIIUIO, UM, OTYECTBO (IIPU HAJIMYMU) BiIaJieNblia OJMHUCH, B CKOOKax
HauMEHOBAaHME CTPYKTYPHOTI'O MOapa3aeneHus (Mpy HATMYUK) U HAUMEHOBAaHHUE JTOJKHOCTH.
BHewHuil BUA OTMETKH, YCTAHOBJIEHHBIN B HACTOSLIEM ITYHKTE, MOYKET MEHSTHCS 110 COIVIALIEHUIO

CTOPOH.
[Tpumep [Ipumep (c MeTKOM JOBEPEHHOT'O BPEMEHH )
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JOKYMEHT HOJIHCAH IPOCTOMH JTOKYMEHT IOIIHCAH IPOCTOH
3JEKTPOHHOH IO/JITHCHIO SJIEKTPOHHOH IIOAMHCBIO
TMonmican: Kamtamoea Hprea [letposna Ionrmcan: Kamrasosa Hprnallerpossa

. (OTnen kagpoE, HAYANEHHEK OTIENA KATPOE
(Otnen kanpoe, HAYANIBHHUE OTIENA KATPOR) T a1poE. a 5 n i![p _) -
Hara u epema mognmcasma: 15.12.2025 17:15

3.2.17. lleuatnb

OTTucKk medatu 3aBepseT MOJUIMHHOCTh TMOJINUCH  JIOJDKHOCTHOTO JIMIIA Ha JOKYMEHTaX,
JOCTOBEPSAIOIIUX TpaBa Jul, (QUKCUPYIOUIMX (aKThl, CBsI3aHHbIE C (PUHAHCOBBIMHU CPEICTBAMU,
a TaK)K€ Ha UHBIX JIOKYMEHTaX, MPEAyCMAaTPUBAIOLIUX 3aBEPEHHUE MOUTMHHON MOANKUCH. JJOKyMEHTBI
3aBepsIOT MeYaThio 00Pa30BaTEILHON OpraHU3aIUH.

Ileuats IMPOCTABJILACTCA HaA CBO6OZIHOM OT TCKCTa MCCTC, HEC 3aXBaThbIBas JIMIHOM IoAIIMCH
JOJDKHOCTHOI'O JIMIIA.

3.2.18. OT™MeTKa 00 MCIIOJTHUTEIE

OtMmeTka 00 MCIIONHHUTENE BKIIOYAET B ce0sl (paMUIIMIO, MM, OTYECTBO HCIIOJHUTENS JOKYMEHTa,
HOMEp ero TenedoHa.

OTMCTKy 00 HCHOJHUTEIIE pacnojiararoT Ha J'IHL[CBOﬁ niIn O60pOTHOI>'I CTOPOHC ITOCICOAHEIO JIMCTa
AOKYMCHTA B JICBOM HUKHEM YTIITYy.

Hanpuwmep:

NBanosa Nuna UBanoBHa

8 (495) 994-94-94

3.2.19. OT™MeTKa 0 3aBepeHUN KOITUH

Komuu ¢ JOKyMEHTOB BBIJAIOTCS C pa3pelIeHUs] PYKOBOAUTENEM CTPYKTYpPHBIX IOAPA3ACIICHUN
U TOJIBKO € TeX JIOKYMEHTOB, KOTOpble OBbLIM M3aHbl B 00pa30BaTeNbHONW OpraHu3alMyd U KOTOpbIE
KacaroTcs CIyeOHOH eITeTbHOCTH JAaHHOTO CTPYKTYPHOTO MOAPAa3/ICICHHUS.

[Tpu BBITaYe KOMTUU TOKYMEHT BOCIIPOM3BOIUTCS IMTOTHOCTRIO (O1aHK 00pa30BaTeIbHON OpraHu3aliy,
HOMED, J1aTa, COJAECPKAHUE U T. 11.).

B IIpaBOM BCPXHEM YIJIy KOIIMKU IHUIICTCA CJIIOBO «Kormsy. HpI/I BbIJIAY€ KOIMMH C KOIIMH CICAYCT
nucaTth «Konus ¢ Komumy.

Ecin xomus [uisi BHYTPEHHErO IOJIb30BaHMs, TO AJs 3aBepeHus Huxke peksBusuta «lloammch»
IIPOCTABIISIOT 3aBEPUTENBHYIO HAAUCh: «BepHO»; NOIKHOCTB JINIA, 3aBEPSIOLIETO KOIUIO; TUUHYIO
MOJIMHCh; pacIMPPOBKY MOAMUCH (MHULIUAIIBI, (PaMHIIIUIO); 1aTy 3aBEPEHUSI.

Hanpuwmep:
Bepno
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Cexkpetapp/CrieniMavcT 1o Kaapam
JInynasg nmoamnuch B.B. lIBanosa

10.10.2026

Ecmu xonus BBLAACTCA IJIA IPCACTABJICHUA B IPYI'YIO OpraHu3anuio, TO OTMETKaA O 3aBEPCHUU KOIINU
AOHNOJHACTCA HAAIMMMUCBIO O MECTC XPAaHCHUA JOKYMCHTA, C KOTOPOTO ObllIa M3rOTOBJIEHA KOIIHA,
" 3aBCPACTCA NEYaThbIO OpraHu3alu.

Hanpumep:

[Tonnuuuuk nokymenta Haxoautcss B MBOY «Kyzemb6erseBckas COIL nm.X.I'.XycanHoBa B aeine
Ne 12-x 32 2026 ron.

I[JI?I MMPOCTAaBJICHUSA OTMECTKHU O 3aBCPCHUN KOIIMU MOKET UCIIOJIb30BATHCA IITAMII.
3.2.20. OT™MeTKa 0 MOCTYIJICHUH JOKYMEHTAa

CopepxUT naTy MOCTYIUIEHUS JOKYMEHTA, a TAKKE €ro BXOASIIUN perucTpauvoHHblid Homep. [Ipu
HEOOXO/MMOCTH B OTMETKE MOXKHO yKa3aTb BpeMs IOCTYIUIEHHS B 4YacaX U MHUHYTax MU CHoco0
JIOCTABKH JTOKYMEHTA.

OTMeTKy 0 NMOCTYIUIEHHH JOKYMEHTa B 00pa30BaTeIbHOM OpraHu3aly IPOCTABIISIOT B BUJE IITaMIIa
WIH OT PYKH B HIDKHEH 9acTH JIUIIEBON CTOPOHBI MIEPBOTO JINCTA JOKYMEHTA WIIA Ha ero 00opoTe.

Hanpuwmep:

MBOY «Ky3emberbeBckas coul
uM.X.I'.Xycannosa

11.10.2026 Ne 23

13 14 40 mun

3.2.21. Pe3oJrronusa
B coctaB pe3ontonuu JOMKHBI BXOJIUTH CIEAYIONIUE SJIEMEHThI: (paMuius, HHULIMATbl UCTIOTHUTENS
(ucnonmuuteneit), coaepkanue mnopydeHus. [Ipu HEOOXOTUMOCTH — CPOK HCIIOJIHEHHS, TOJIUCH

Jina, BBIHECIICTO PE30JJIIOLNT0, 1aTa PE30JIFOLINH.

Hanpumep:
Cmupnosoii 1.0.

[Ipomry TOATOTOBUTH MPOEKT JOTOBOpa
¢ 000 «Jlom mebemm» k 22.06.2026

JInu"ag moamnuce

10.10.2026
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HpI/I HaJIMYHUU B PpC30JTIOLUN HECKOJIbKUX HUCIOJIHUTEIEH YKa3bIBACTCA OTBETCTBECHHBIN UCIIOJIHUTEIb
(KaK mpaBwWIIO, 3TO JIMI0, HA3BAHHOE B PE3OJIFOIIUHU TIEPBBIM).

Ha JOKYMCHTAax, HE Tpe6y}oumx JOITOJIHUTCIIBHBIX y1(a3aHI/II\/'I I10 UCITIOJIHEHHIO 1 UMCIOIINX TUIIOBBIC
CPOKH UCIIOJIHCHHS, B PC30OJIOLIUHN YKA3bIBACTCA UCIIOJIHUTCIIb, ITIOAIINCH, PC30JIIOL U, AaTa.

Pe3on10u1/151, KaKk IIpaBWJIO, IMHIICTCA OT PYKHM PYKOBOAUTCIEM HaA IIOJJIMHHHUKE OOKYMCHTA
Ha CBOGOI[HOM OT TCKCTa MCCTC.

3.2.22. OT™MeTKa 0 KOHTpOJIe

OtmeTrka O KOHTpoJe 0003HAa4yaeT, YTO JOKYMEHT IIOCTaBJIEeH Ha KOHTPOJb. OTMETKY O KOHTpOJIE
3a MCIIOJTHEHUEM JIOKYMEHTa 0003HavaroT mramrnoM « KOHTpoib» Ha BEpXHEM T0JIe JIOKYMEHTA.

KoHTpo:ro mojyiexaT Bce 3aperucTpupPOBaHHBIC JOKYMEHTHI, TPEOYIOIINE UCITOJTHCHUSI.

Cpoku HUCIONHEHHS JOKYMEHTa yCTaHaBIMBAIOTCS B COOTBETCTBHHU CO CPOKaMHU, 0003HAUECHHBIMU
3aKOHOAATEIHCTBOM, OpraHU3alUeil, HallpaBUBIICH MOPYYEHHE WU MPOCHOY, PACIOPAIUTEIbHBIM
JOKYMEHTOM WJIM PE30JIOIMEN PYKOBOAUTENSI 00pa30BaTEIbHON OpraHn3aliy.

Cpok nipoctaBisieTcst B (hOpMe 1aThl 3aBepIICHUS UCIIOTHEHUSI.
3.2.23. OT™MeTKA 0 HANIPABJICHUM IOKYMEHTA B /1€J10

OtmeTka 00 MCHIONHEHUHM JOKYMEHTa M HANpaBiICHHH €ro B JeN0 BKIOYAeT B cels CIeayrolue
naHHbIe: Qpazy «B memo», MHAEKC Aena 1Mo HOMEHKIIAType JIed, B KOTOPOe MOMENIaeTCs JOKYMEHT
Ha XpaHEeHHe, C yKa3aHHEeM KaJleHAapHOTr0 rojia, JOJKHOCTH JIUIa, 0()OPMHUBIIETO OTMETKY, MOJIHUCH,
JIATHI.

Hamnpumep:
B nemo Ne 01-18 3a 2026 1.
3amecTuTeNb TUPEKTOpa MO BOCIHUTATEIbHOU padoTe

JIngHas nmoanuch 10.10.2026

OtmMmeTKa o HaIllpaBJICHUHU JOKYMCHTA B JACJIO MOKCT JOIIOJHATBCS KPAaTKUMH CBEACHUAMU O XapaKTEpe
HCIIOJIHCHUS JOKYMCHTA.

3.3. Oco0eHHOCTH MOATOTOBKH U 0OpMJIEHH S OTeJbHBIX BUA0B JOKYMEHTOB

3.3.1. IIpuxa3s

[Ipuka3 — npaBoBOIi aKT, U3AaBAEMBIN PYKOBOAHUTEIEM 00Pa30BaTEIbHOM OPraHU3aluy JJIsl PeIICHUS
OCHOBHBIX U OINEPAaTUBHBIX 3a/lay, CTOSIUX Iepea o0pa3oBaTesIbHON opraHuzanved (MpuioKeHHe

Ne 2).

HpI/IKaS MOXET OBITh n3aaH JIMIOM, HCIIOJHAIOIIHWM 00513aHHOCTH PYKOBOAUTCIIA O6pa3OBaTeHBHOﬁ
opranm3anuvu B Cliydac €ro OTCyTCTBHA.

B npukasax 1o oCHOBHOM JI€ATEIbHOCTH PEIIAIOTCS BOPOCH yueOHOM, X035iiCTBeHHOMN, (prHAHCOBOMA
NeSITeIbHOCTH, IUIAHUPOBAHUS, OTYETHOCTH, Y4eOHO-BOCIHUTATENILHOTO Mpoliecca, (U3NIECKOTro
pa3BUTHUA U T. II.
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[Tpukassl oopmirsatoTcst Ha 61aHke oOpa3oBaTeNbHON opranu3anuu. Ilepegaya mprukas3oB, UX KOMUH
pabOTHUKAM CTOPOHHHX OPraHM3alUi JOMYCKAeTCs TOJNBKO C pa3pelieHus pPYKOBOAMUTEIS
oOpa3zoBaTenbHOU opranu3anuu. [IpoekTsl MpUKa30B pa3pabaThIBAIOTCS YIOJIHOMOYEHHBIM JIHIIOM
10 TIOPYYEHHIO PYKOBOJICTBA WJIH 110 COOCTBEHHOI MHUIINATHBE.

[ToaroroBka npukasa BKIIIOYaeT B ce0s U3yUeHHUE CYIIECTBA BOPOca U cOOp HEOOXOIUMBIX CBEJICHUM;
IIOArOTOBKY  IIpOEKTa IIpHKa3a; COIJacOBaHHWE IIPOEKTa;  IOANKMCAHUE  PYKOBOAUTEIEM
0o0pa3oBaTeNnbHON OpraHu3aluu, perucTpalmio.

[Tpukassl nevararorcs mpudrom Ne 12 nmm Ne 14.

Homepa cTpaHull IpOCTaBISIIOTCS MOCEPEINHE BEPXHErO MMOJIA JUCTA. TEKCT ImpHKa3za IedaTaeTcs
yepes 0JIMH MEXCTPOUHBIN HHTEpBall, 6e3 00opoTa.

[Ipuka3 uMeer cieayroolre PEeKBU3UTHI: HAUMEHOBAaHHE 00pa30BaTEIbHONW OpraHU3aIlMd COTJIACHO
ycraBy; HauMeHoBaHue Bujaa gokymenta (IIPUKA3), nata, Homep, MECTO cOCTaBlIEHUS, 3ar0JIOBOK
K TeKCTYy, TeKCT, HANMCHOBAaHUE JIOJDKHOCTH, TIOJITUCH JTIOJDKHOCTHOTO JIMIA (MHUIIMANBI, (pamuius),
BU3BI COTIACOBAHUS, 03HAKOMJICHHSL.

Jlaroii mpuka3za sBJseTCs Jata ero noanucanus. Jlata opopmiisercs mudpoBbIM CrIoco60M; HOMED
COCTOUT U3 3HaKa «Noy» U MopsiAKOBOTO HOMepa rnpukasa, Harpumep: oT 00.00.0000 Ne 000.

Texkct MpHKa3a COCTOUT W3 JIBYX B3aNMOCBSI3aHHBIX qacTeu — KOHCTaTUPYIOLIEH
U pacropsiIuTeIbHOM.

TekcT mnpukasza AOHKEH HMETh 3arojIoBOK. 3arojoBOK HauuHaeTcst c npemiora «O» («O0»)
1 GOpMHpPYETCS MPHU MOMOILU OTIJIarojbHbIX CYHIECTBUTENBHBIX (Hampumep: «O0 yTBepkKIEeHHUH...»,
«O peructpanui...», «O CO3IaHUH...»).

3arojoBOK JIOJDKEH KPaTKO M TOYHO OTpakaTh COJEpIKAHME TEKCTa IpuKas3a. Touka B 3arojloBKe
He cTaBuTcs. [leyaTaeTcs yepes 1Ba MEKCTPOUHBIX MHTEPBaAJa OT peKkBU3uTa. [leuaTaeTcs cTpouHbIMU
OyKBaMH, BbLEISETCS )KUPHBIM HIpU(TOM.

B koHcTaTupyromieil yactu KpaTKO H3JIaratroTcsl LeIH U 3a1a4yd, (PaKTbl U COOBITHS, MOCIYKUBILINE
OCHOBaHUEM JUIsl M3/1aHus npukaza. OHa MOKET HAUMHATBCS CIOBAMHU «B LIEJSAX», «BO UCIIOJTHEHHUE»
n ap. Ecim npukas m3maercs Ha OCHOBAaHMHM JPYroro JOKYMEHTA, TO B KOHCTaTHPYIOWIEH YaCTH
YKa3bIBa€TCsl HAUMEHOBAHUE OTOT0 TOKYMEHTa, HAMMEHOBAHUE OpraHa, U3[aBIIero JOKYMEHT, Aara,
PEruCTPallMOHHBIN HOMEP U 3ar0JIOBOK K TEKCTY.

KoHcTratupytomas 4acTb MOXET OTCYTCTBOBATb, €CJIM IPEANNCHIBAEMbBIE ACUCTBHUS HE HYKJAIOTCS
B pa3bsACHEHUHU. TeKCT MNpUKa30B B TakWx ciaydasx HauuHaercs co cnoBa «IIPUKA3BIBAIO»
(nmummercs mpornucHbIMU OykBamu). Ilpyn HamuMuuuM ABYX yacTeil MmpuKasa pacHopsAUTENbHAs 4acTb
OTHeNsieTcd OT KOHCTaTupyroeil cioBoM «mpukasbBaio». Ilocine cinoBa «I[IPUKA3BIBAIO»
CTaBUTCSI IBOETOYHE.

TekcT pacnopsAIUTENbHONM YaCTH MOJKET [JEJIUThCA Ha IIYHKThI, B KOTOPBIX YKa3bIBaKOTCS
WCTIOJIHUTENN, KOHKPETHBIE JEUCTBUS M CPOKM HCIOJHEHHS NPEANUChIBAeMbIX JercTBUi. Ecium
MPUKa3 JOMOJIHIET, OTMEHSAET WIM U3MEHSET paHee M3JaHHbIC IIPUKA3bl UM UX OTACIBbHBIE ITYHKTHI,
3TO OroBapuBaeTcs B TeKcTe. [locienHMM MyHKTOM pacnopsiAMTEIbHON YacTH MPHUKa3a yYKa3bIBACTCS
JIOJDKHOCTHOE  JIMIIO, HA KOTOPOE€ BO3JAracTCs KOHTPOJb 3a UCIIOJHEHHEM IIPUKa3a B LIEJIOM.
Hanpumep: «KoHTposb 3a UCHIOJTHEHHEM MTPHKA3a OCTABIISIO 32 COO0M.

HO}IHI/ICL OTACIIACTCA OT TEKCTA ABYMS MHTCPBAJIaMU, II€UATACTCA OT I'PaHUIIBI JICBOTO ITOJIA.
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Pacmm¢poBka moanucu nedataercss Ha YpOBHE IMOCIEAHEH CTPOKU JOJDKHOCTH Y MPABOW TPaHUIIBI
TekcToBoro nosd. [IpoGen mexay nHMIManaMu U GpaMuiIven He JenaeTcs.

[Tocnennss OykBa B pacminpoBKe MOIMUCH OrpaHUIUBAETCS MpaBbIM mosieM (10 Mmm).

[Ipu moamucaHuM mpuKasza JUILOM, 3aMEIIAIOINIUM PYKOBOJAUTENSI 00pa30BaTeIbHON OpraHu3aluH,
JOJKHA OBITh yKa3aHa ero gakTtudeckas J0JKHOCTh U (pamMumus.

HpI/I HaJINn4nuun HpI/IJ'IO)KeHI/Iﬁ K IIpUKa3y 00s13aTeNIbHO J€J1acTCs CChIJIKa Ha HUX B TCKCTC.

[Ipuka3el HyMepyrTcs MOpPSAKOBOM HyMmepalueil B mpefenax KaleHaapHoro roga. OTaenbHO
HYMEPYIOTCSI PUKA3bI IO OCHOBHOM JI€ATEIILHOCTH, 1O JUYHOMY COCTaBy PabOTHHUKOB, MO JUYHOMY
COCTaBy 00YyYaroMUXCs, O OTITyCKaM, 0 KOMaHIUPOBAHHH.

Ecnmu mpuwkas BBOOUT B JEHCTBUE Kakue-THMOO JTOKYMEHTHI (MHCTPYKIHH, Tpadukd, TpaBHIIa,
MOJIOXKEHHUS), TO OHU O(OPMIISIFOTCS] B BUJIE MIPHUIIOKEHHUS K IIpUKa3y. B mpaBoM BepXxHEM YTy TaKHX
JOKYMEHTOB OT ITSITOTO TTOJIOXKEHHUS Ta0yJsTopa HE0OXomuMo mucaTh ciaoBo «lIpumokeHue»
C YKa3aHUEM HAaMMEHOBAHHUS PACIIOPSAUTEIBHOIO JOKYMEHTA, €r0 JaThl, HOMEpA.

Hampuwmep:
[Tpunoxxenue
k npukazy MbOVY «KysemOerreBckas COLI

M. X.I". XycanHoBa
ot 11.07.2026 Ne 34

[IpunoxxeHus K MpoeKkTaM MpUKa30B 0POPMIISIIOTCS Ha OT/AETIbHBIX JINCTaX Oymaru.

Pa3M€pI)I IoJIek u MCKCTPOYHBIC HHTCPBAJIbLI IPU IIC€UATAHHU TCKCTOB HpI/IJ'IO)KeHI/Iﬁ UICHTUYHBbI
pasMepaM, IPUMCHACMBIM IIPU II€YATaHUHU TEKCTOB IIPHUKA30B.

B npunoxeHusx mNOMEIA0TCs TOJ0XKEHUs, NEPevyHH, CIUCKH, Tpapuku, TaOaMIbl, O0Opa3Lbl
JOKYMEHTOB H JIp.

Ecnu B TekcTe maercs CChUIKA «COTJIACHO MPHIIOKEHWIO» WM (TpuioxkeHue Ne...), TO Ha mepBOi
CTpaHHIIE TPUIIOKEHUS B IPABOM BEPXHEM YTy MUIIETCS clIOBO «lIpuiokeHune» u ero Homep, HKe
4yepe3 OJMH MEXKCTPOYHBIA HHTEpBANl JAeTCsl CChUIKA Ha MPHUKA3 PYKOBOAMTENs 00pa3oBaTENbHOM
OpraHM3alliu, ero AaTy 1 HOMep.

Bce cocraBHBIE YacTh PEKBU3HTA BBIPABHHUBAIOTCA I10 JICBOMY Kparo, Ine4aTaroTCd 4Ye€pe3 OJAUH
MC)KCTpO‘lHLIfI HHTCPBAJI. I[JII/IHa CTPOKH HC NOJIKHA IPCBLIINIATH 8 CM, OIrpaHH4YMBaACTCA IIPaBbIM
IMoJIEM JOKYMCHTA. HpI/I HaJIMYHU HECKOJIbKUX HpI/IJ'IO)KeHI/II\/’I OHU HYMCPYIOTCHA.

Hanpuwmep:
[Tpunoxenue 1
k mpukazy MBOY «Kyzem6erbeBckas COLL

M. X.I".Xycannosa
or 11.07.2026 Ne 34

[Ipu namuuum B Tekcte GopmynupoBku «YTBEPIUTD» npunaraemoe monoxeHHe, cOCTaB
KOMHUCCUH, IEpEYeHb MEPONPUATHII U T. 1. HA CAMOM IPWJIOKEHUU B IIPaBOM BEPXHEM YIUIy
pacnonaratorcst cioBa «Y TBEPXKJIEHO» unmu « YTBEPXKJIEH» co cchuikoi Ha mpukas, ero Jarty,

AAAAAAAAA
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Hanpumep:
YTBEPXKJIEHO
npukazom MBOVY «Ky3zemberbeBckas COILI

uM. X.I'.Xycannosa
ot 11.07.2026 Ne 34

3aroJoBOK K TEKCTY MPHJIOXKEHHS Ie4YaTaeTcs IEHTPUPOBAaHHBIM criocoOoM. HammeHnoBanue Buaa
JOKYMEHTa MPUJIOKEHUS (IIEPBOE CJIOBO 3arojOBKa MPUIIOKEHUS IIeYaTaeTcsl MPOIMCHBIMU OyKBaMU
xupHbIM mwpudrom: I[TOJIOXKEHUE, ITEPEYEHD, CITMCOK u T. 1.).

3aroyloBOK IPUJIOKEHUS OTHAEISETCST OT AaTbl M HOMEpa IpuKa3a JBYMS MEXCTPOYHBIMHU
MHTEpBaJIaMHu.

[Ipy HamMYUK B TEKCTE TPUIIOKEHUS HECKOJIBKHX pPAa3JelioB WX 3arOJIOBKH  TIEYATAIOTCS
[EHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTENILHO TpaHUI] TeKcTa). Todka B KOHIIE 3aroJOBKOB
He cTaBUTCs. JIOMyCKaeTCss BBIACIATH 3aroJIOBKH pa3elioB MPUPTOM IPYyrod HACBHIIICHHOCTH
(>KUPHBIM, TTOTY>KUPHBIM).

TexkcT mpunoxkeHus MOXeT ObITh opopmiieH B Buie Tabmuipl. ['padbl U cTpoku TaONHIIBI JOHKHBI
MMETh  3aroJIOBKH, BBIPDAKEHHBIE HMMEHEM CYIICCTBUTEIBHBIM B UMEHUTEIHLHOM  MaJEKe.
[TonzaronoBku rpad u CTPOK rpaMMaTHUYECKU JOJDKHBI OBITH COTJIACOBAHBI C 3aroJIOBKaMH. TEKCT
Ta0JINIIBI TIeYaTaeTCs Yepe3 OAMH MEKCTPOUIHBIN HHTEPBAIL.

[Tpu HanMYUK B TEKCTE MPHUIIOKEHUN CCBIIKM HA CHOCKY OHA opopmIIsieTcst 3B€3J09KON. TeKCT CHOCKH
1eyaTaeTcs uepes OJJMH MEKCTPOUHBIM MHTEpBaJl B KOHLE KaXKA0H CTPaHULIbl UM IOCIE IPUII0KEHUS
B 11e7I0M 1of uepToi. Ilocie cuMBOJIa CHOCKH €€ TeKCT Ie4aTaeTcsl ¢ MPOMMUCHON OyKBbl. B KoHIle
TEKCTa CHOCKH CTaBUTCcA Touka. Ha oJjHOI cTpaHuLe HEe JOKHO 0QOPMIIATBCS 00JIee TpeX CHOCOK.

B nonoxenusix, mporpammax, ycraBax M APYTHX MOJOOHBIX JOKYMEHTaxX pas3felibl, MOApa3/ieibl,
MYHKTHI Y MOANYHKTHI HyMepyroTcst apabckumu nudppamu. Homep mozapasznena IOMKEH COCTOSThH
13 HOMEpa paszjiesia U HoMepa nojpaszena, pa3ieleHHbIX Toukol (Hanpumep: 1.2.). Homep myHkTa
MOJKET COCTOATh M3 HOMepa paszjelnia, Mojpasjiesia M MyHKTa, pa3[elIeHHbIX TOYKaMH (HampuMmep:
2.3.1.). IlyHKTBI 1pH HEOOXOJMMOCTH MOTYT MOAPA3JEIATHCS HA MOANMYHKTHI, KOTOPBIE IOJKHBI
UMETb MOPSAAKOBYIO HyMEpAIHIO B Mpesienax Kaxkaoro myHkra (Hanpumep: 1.1.1.1., 1.1.1.2. u . 1.).

Bussl mpocTaBiastoTcss Ha 000POTHOM CTOPOHE MOCIETHEr0 JIUCTA MPOEKTa MpUKa3a.

Ha nmpunosxeHusx kK mpoexkTaM MpUKa3oB BU3bI MPOCTABIISIFOTCS MO TEKCTOM MPUITOKECHHS.

3.3.2. IlIpoToxo.

[IpoToKOIT — MTOKYMEHT, B KOTOPOM (PUKCHPYETCS X0 00CYKIEHHUS BOIIPOCOB M MIPUHSITHS PEIICHHUMA
Ha COOpaHUSAX, COBEIIAHUAX, KOHPEPEHIIUIX U 3aCeJaHUSX KOJUIETHAIbHBIX OPraHOB (TPUIIOKEHUE
Ne 3).

B nporokonax  MOCTOSHHO ~ JEMCTBYIOIIMX  KOJUJIETMAJIBHBIX W COBELIATENbHBIX  OPTraHOB
(memarormueckoro, METOJUYECKOTO0 COBETOB , KOMHCCHM), a Takke KOH(pepeHIUH, CcoOpaHwmid,
COBEIIaHUH, 3acelaHuii, IEPErOBOPOB, BCTPEU) HUCTOIB3yeTCs opMa H3I0KEHHS TEKCTa OT TPETHETO
nunia  MHOkecTBeHHoro uwucna (CJIVIHAJIM, BBICTYIIWIIM, PEIINIIN). Conepxanue

BBICTyHJ]eHI/Iﬁ H3JIaracTcs OT TPETHEro Jina CAMHCTBCHHOI'O YU CJia.

HpOTOKOJ'I HUMECT CIICAYIOIHNE PCKBU3UTLI:
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e HaumMeHoBaHue Buaa JokymeHTa — clioBo «IIPOTOKOJI» mneuaraercss Ha 2 cM HUXKE
OT FPaHULBl BEpPXHEro IMoJid MPONUCHBIMU OyKBaMH, MOJIYKUPHBIM  LIPUPTOM
Y BBIPABHUBAETCS TI0 LICHTPY;

e BHUJ 3acelaHMs, COBEUIAHHUS — OTHEJSeTCS OT MPEIbIAYIIero PEeKBU3UTA JIBYMS
MEKCTPOUYHBIMH HHTEPBAIAMH, [1€YATACTCS MOy KUPHBIM MIPUPTOM Yepe3 OJUH UHTEPBAI
Y BBIPABHUBAETCS IO LIEHTPY;

e J1aTa M HOMEP MPOTOKOJIa — jaara odopmiiseTcs TuPPOBBIM CIIOCOOOM U MeYaTaeTcs: yepe3
JIBa MEXKCTPOUYHBIX HMHTEpBaja HIXKE TMPEIbIIYIIEro pPEeKBU3UTA OT JIEBOM TI'paHUIIbI
TEKCTOBOTO I10JIsI, @ HOMEP — I10CJIE CI0BA KIIPOTOKOID»;

e MECTO MPOBEACHUS 3aceJaHus YKa3bIBae€TCs IPpU OPOPMIIEHUU POTOKOJIA COBEIIAHUS B TOM
cly4yae, €ClIM OHO IPOMCXOAWJIO HE B 3laHUM  00Opa30BaTEIbHOW OpraHU3aluH,
BBIPABHUBAETCS IO LICHTPY HA OJJHOM JIMHUH C JaTOM;

TEKCT IIPOTOKOJIA, KAK IIPABUJIO, COCTOUT U3 IBYX 4aCTEW: BBOAHOU U OCHOBHOM.

BBoaHas 4acTe COCTaBIAETCS 110 CXEME:!

[Ipeacenarens — @amunusa U.O. pykoBoautens.

Cexperapp — Damuus 1.0.

[IpucyrcrBoBanu:

CnoBa «llIpeacenarens» u «Cekperapb» IeyaTalOT cje€Ba OT HYJIEBOI'O IOJOXKEHUS TadyisTopa,
OTHeNsIsl ABYMsl MHTEpBajaMHM OT 3aroJIoBKa M Ipyr oT gpyra. C HOBOHM CTPOKM IHIIYT CJIOBO
«IIpucyrcrBoBanmy,

@aMUIMM Y MHULHAAIBl TOCTOSHHBIX YIECHOB KOJUIETHAJIBHOIO OPraHa, Y4YacTHUKOB 3aceiaHus,
paOOTHHUKOB OpraHU3alMy U MPUIJIAIICHHBIX Ha 3aCelaHue MEePEeUrcsioTcs B ajaBUTHOM MOPSIKE
0e3 ykazaHus noipkHOcTel. [lepeuncienne npucyTCTBYIOMIMX OQOPMIISIIOT BO BCIO IIUPUHY CTPOKH
gyepe3 OJJMH MEXCTpOUHbII nHTepBai. Eciu B 3acenanuu ydacTByioT 6osee 15 yenoBek, B IpOTOKOJIE
YKa3bIBalOT UX 00Illee KOJUYECTBO, a paciiM(poBKa IMPEACTABISAETCS B SIBOUHOM JIMCTE, KOTOPBIN

SBIISICTCS MPUIIOKEHHUEM K IIPOTOKONY (TpuiioskeHue Ne 4).

IIpn odopmiieHnn mNpOTOKOJA C YHUCIOM YYacTHUKOB Oosiee 15 pamunum He nepeducisorcs,
a ykasbIBaeTcs IU(poii ux odlee KOJINIECTBO, CIIUCOK YYACTHUKOB B TAKHUX CIyYasX MpUiIaraercs.

Hamnpumep:

IIpucyrcTBoBasn 47 4enoBeK (SIBOUHBIN JIUCT NIPUIIAracTCs).

[ToxcyeT y4acTHUKOB MPOBOAUTCS M0 CIMCKaM PErucTpalii, KOTOpbIe MPHIaraloTcsl K MPOTOKOIY.
[Tocne mepeuuncineHuss y4aCTHUKOB B IPOTOKOJE O(OpPMIIIETCS IMepeueHb BOIMPOCOB, MOJIEKAIINX
00CYX/IEeHUI0, KOTOPBIA HaunHaeTcs ciioBamMu «lloBecTka THS» U pacnojaraeTcs HEHTPOBAHHO Yepes
JIBa-TpU MHTEpBaja OT CIHCKA YYaCTHUKOB.

[loBecTka IHS COJEPKUT MEpEUUCICHHE IYHKTOB (BOMPOCOB) MOBECTKH MAHS, (UKCUPYIOMIHUX
MOCTIeIOBATENbHOCTh O0CYXKJIEHUs, C (paMWIMsIMU JIOKJIAAUuKOB. Kaxplii Bompoc Hymepyercs
apabckoii udpoi, pacroiaracTcsi B MOPSIKE 3HAYUMOCTH M OTBedaeT Ha BOmpoc «O yem?».

Hamnpumep:

1. AHanu3 BBINOJIHEHHsS TOJOBOrO IUIaHa paboThl 0Opa3oBaTenbHOM opranuzanuu 3a 2026/27
Y4EOHBIN TO/I.
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Hoxnaguuk — IlerpoBa A.U.

OcHoBHast 4acThb MIPOTOKOJIa COCTOUT U3 Pas3dciioB, COOTBCTCTBYIOIIMUX ITYHKTaM IIOBCCTKH JIHA.
TexcT KaXXa0ro paszacia COCTOUT U3 TPEX JacTeH:

— CJIVIIAJIU: kpaTkoe conepkaHuE JOKJIa/la WU CChUIKA Ha MPUIIAraéMblid K IPOTOKOIY TEKCT.
[Tepen cnoBom «CJIIYIIAJIN» npocTaBisieTcsi HOMEP B COOTBETCTBUU € MMOBECTKOW JTHS;

— BBICTVYIINJIN: kpaTkoe coaepkaHre Kaxa0ro BbICTYIICHUS, 3a/ITaHHbIE BOMPOCHI U OTBETHI;

— PEHINJIN (ITOCTAHOBMWJIN): pemenue GopmMyIupyeTcs ¢ UCIOIb30BaHUEM MOJICITH, TPUHSATON
JUTSt pacropsIANTEIIbHBIX JIOKYMEHTOB: 4TO clelnarhb, WCIIOJIHUTEIIb, CPOK
WCIIOJTHEHHUSI.

Pemrenusi, BbIpaOOTaHHBIE Ha COBEIIAHMHM, BHOCAT B IpoTOKOn mocie cioBa «PELINIIN»
(«(IIOCTAHOBUJIN»). Pemenne MoOXeT coaepKaTh OJUH WM HECKOJbKO IyHKTOB, OHH
pacnosararTcs 0 3HaUUMOCTH, KKl U3 HUX HyMEPYETCSL.

B citydae xorga nmpoTokod GUKCUpPYET pemeHne 00 yTBePKICHUH KaKOTro-IM00 JOKYMEHTa, B TEKCTE
MPOTOKOJIa JIOJDKHA COJIEPIKAThCSA CChUIKA HA 3TOT JOKYMEHT, acaM JOKYMEHT Mpuiaraercs
K IIPOTOKOJLY.

[Ipn Hanmuuum 0coOOro MHEHHUS MO MPHUHITOMY PEUICHHIO OHO 3alHChIBAETCS B IMPOTOKOJ (IOCIe
COOTBETCTBYIOILETO IPOTOKOJIBHOTO PELICHHUS).

B xayecTBe UCHOJHHUTENSE MOXKET OBITh yKa3aHO OJHO WJIM HECKOJBKO JOJHKHOCTHBIX JIMI[ JIUOO
CTpyKTypHOe moapazaenenue. Cpok MOXKET ObITh yKazaH Kak KalleHJapHas JlaTa WU Kak Mepuoj
BBITIOJTHEHUST PAOOTHI.

Crnosa «CJIIYIIAJIN», « BBICTYITNIIN», « PEIHNIJIN» («[IOCTAHOBUWJIN») neyatatoT OT JIEBOTO
TI0JIS1 PONTUCHBIMU OyKBaMH U 3aKaHYMBAIOT JBOCTOYHEM.

Kaxnprii pasmen mewartaercsi ¢ KpaCHOW CTPOKH, UYTOOBI BBIACITUTH B TEKCTE€ IPOTOKOJA PEYb
OCHOBHOT'O JIOKJaJ4MKa, BBICTYIJICHHS YYaCTHUKOB OOCYXKAEHHS BONpOCa M IMOCTAHOBIISIOLIYIO
4acTh, (opMyJupymollyo pemeHne codpanus. C 3ToH ke IeNbl0 B TEKCTE MPOTOKOJIA KaXIyHo
(baMHUITUIO U MTHULMAJIBI BBICTYIAIOMIMX MIEYaTaloT ¢ HOBOM CTPOKM B UMEHUTEIIBHOM IaJIeKe, 3alUCh
BBICTYIUIEHHS] OTIENSIOT oT hamunuu aedpucoM. Kaxaplii Bompoc neyaTaercs ¢ KpaCHOM CTPOKH,
(baMHUITUH TIPH 3TOM JIOIYCKAeTCs HE YKa3bIBaTh.

B oTnenbHBIX cilydasx Ha OCHOBE PYKOIHMCHBIX WJIM MAarHUTO(OHHBIX 3alKced, KOTOpbIE BEIHCH
Ha 3aCe/IaHiM, COCTABJISICTCS CTEHOTpa(UIEeCKUil MPOTOKOJI, KOTOPBIH JOCIOBHO MEepenacT MmpoIece
00CYXIEHUS KaXXJIOT'0 BOTIPOCA M BBIPAOOTKY PEIICHHUS IT0 HEMY.

IIpoTokon odopmisier cekpeTaphb 3acefaHusi, IOPUANYECKYIO CUITY NMPOTOKOJ MPHUOOpETaeT TOIBKO
IIpY HAIMYUU JIBYX MOANMCEN — mpencenarens u cekperaps. [loamuen pacnonararoT, OTAEIUB
OT TEKCTa JIBYMA-TpeMsl MEXKCTPOUHBIMH MHTEpPBAJaMHU OT IpaHuIbl JieBoro nois. [loanuceiBaercs
MEPBBIM  JK3EMIUIAP NPOTOKOJA, KOTOPBIA TMOJMIIMBAETCA CEKPETapeM B JEN0 U XPAHUTCA
B COOTBETCTBUHU CO CPOKOM, OIPEIEICHHBIM HOMEHKIIATYpPOM €Il

B HekoTopbIX citydasix opopmIIsieTCs BBIIMCKA U3 TPOTOKOJIA.
Brinucka u3 mpoTokoiga — TOYHAs KOIMSA YacTH TEKCTa IMOJJIMHHOIO IPOTOKOJIA, OTHOCSIIErOCs

K TOMY BOIIPOCY TIOBECTKH [HS, IO KOTOPOMY TOTOBUTCS BbIMHCKA. llpu sToM HEOOX0AMMO
BOCIPOM3BECTH BCE PEKBU3UTHI OJaHKa, BBOJHYIO YaCTh TEKCTA, BOIIPOC MMOBECTKHU JHS, 10 KOTOPOMY
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TOTOBUTCS BBIMKCKA, W TEKCT, OTPAXKAIOIIMIA OOCYXJICHHE BOMPOCa W MPUHATOE pelieHue. B atom
clly4yae Ha3BaHME JOKyYMeHTa oopmiisercs Kak « Belmucka u3 mpoTokosiay.

3.3.3. Cay:xxeOHO€ MUCHMO

IluceMa cocTaBisAlOTCA [ OCYLIECTBIICHUS ONEPATUBHON CBA3M C IPYTMMHU OpraHU3alUsaMHU
I10 BOIIpOCaM JAeSITeTbHOCTU 00pa3oBaTesIbHOM opranuzanuu (mpuioxenue Ne 5).

Ilo COACPKAHNIKO W HA3SHAUYCHUIO IIMCbMa MOI'YT OBITH HHq)OpMaHHOHHBIe, FapaHTHﬁHBIe,
PCKIIaMallMOHHBIC, KOMMEPUYCCKUC, ITMCbMAa-3aIllpOChl, INCbMA-IIPUTJIAIICHUA U T. A.

WudopmanroHHble MUChMa COAEPKAT COOOLICHNS, TPOCHOBI, HATTOMUHAHUS, TPEIOKEHUSI.

I"apanTHiiHbIC IPEAHA3HAYEHBI JUI U3BEILEHUS O FapaHTHUAX OIUIATHI, CPOKOB IIOCTABKH WJIM Ka4eCTBa
MIPONYKIMH U YCIYT.

B pexnamaniMOHHBIX (IPETEH3MOHHBIX) NHCbMax MW3JaraloT TpeOOBaHUS BO3MEUICHHS YOBITKOB,
HaHECEHHBIX U3-3a HAapyILEeHHs YCIOBUN KOHTPAKTa WK IOTOBOPA IPYrOi CTOPOHOM (KOHTPAareHTOM).
Pexnamanusi 1o/kHa NOATBEP)KIAThCS NPUJIAra€éMbIMU K MMCbMY JOKYMEHTAaMHU B BHJIE aKTOB,
CIPaBOK U T. [I.

KOMMepquKI/Ie nucbMa COCTAaBJIAIOT IMPU 3aKJIHOYUYCHUHW H BBIIIOJIHCHUW KOHTPAKTOB, 4aCTO B HHUX
nu3jiararoT HpOCB6BI O MMpEAOCTaBJICHHUHA HH(bOpMaLIHPI 0 TOBapax M ycCjlyrax y UX IpOJdaBLOB WIIH,
HAIIpOTHUB, MpAjIaratoT MOCTaBUTh TOBAPLI WJIN YCIIYT'U.

B nucemax-3ampocax mpocsT y KOHTpareHTa pa3bsiCHUTh KaKoH-Tu00 (GakT mim AericTBHeE.

CnyxeOHbIe TTHChMa TIeHaTaloTCsA Ha OaHKax muceM oOpa3oBarenbHOM opranuzanuu. Ciyx)eOHoe
MUCHMO UMEET CIEAYIOIINE PEKBU3HUTHI:

e ['pud (momerka) 06 orpaHUYEHUN JOCTYMA K TOKYMEHTY (€CJIH 3TO HE0OXO0IMMO);

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

e OTMETKa O HAJMYUU NPUIIOKEHUH (ECTIM OHU UMEIOTCH);

e TIOAINCH;

e OTMeTKa 00 UCIIOJTHUTEIIE.

Tekct ciy:)xeOHOro nuchbMa, Kak IMPaBUIIO, JOJDKEH KacaTbCs OJHOIO BOIPOCA MM HECKOJIBKUX
BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHbl U OyJIyT paccMaTpuUBaTbCS B OJHOM CTPYKTYPHOM
MOAPAa3ACIIEHUH OpraHu3aluu-aapecara.

TexkcT u3maraercst OT MEPBOTO JHUIA E€IWHCTBEHHOTO 4YHcla (IIPOCHUM, HAMpaBisseM U T.[.) WIU
OT TpeThero ymia eauHcTBeHHoro uncia (OO cuuraer..., mpodcoro3ubiii komuteT OO paccMOTpel...).

Tekcr muceMa, Kak IpaBWiIO, COCTOMT W3 ABYX dacTed. B mepBoll yacTu M3naraercs NPUYMHA,
OCHOBaHHE UM 0OOCHOBAaHHE COCTABJICHUS MMUChMa, TPUBOAATCS CCHUIKU Ha IOKYMEHT, SBJISIOIIUNCS
OCHOBAHMEM IOATOTOBKM INHCbMa. Bo BTOpoll 4acTH, HauMHAIOIIEHCS ¢ ad3ala, MOMEIAITCs
BBIBO/IbI, IPEITIOKEHNUS, TPOCHOBI, PEIIEHUS U T. 1.

3.3.4. Teaerpammel, Tes1eoHOrpaMmMbl U (PAKCHMUIBHAS CBS3b

[lepenaya koppecnoHeHIUU 1O (AKCUMUIBHOW CBSI3M B JPYTH€ OpPraHU3allMUd OCYIIECTBISETCS
TOJILKO IO YKA3aHUIO MJIH C Pa3pelleHus] aIMUHUCTPAlUU 00pa30BaTeIbHON OpraHu3aluy.
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[TonmUHHUKKA JOKYMEHTOB, TEpeJaHHBIX IO (PAKCUMHIIBHON CBSI3M, TMOAIIMBAIOTCS B JIEJIO,
XpaHsieecst y pabOTHUKA, OTBETCTBEHHOTO 32 (DaKCUMUIIBHYIO CBSI3b, C YKa3aHHEM BPEMEHH U JIaThI
nepenavyn, a KoUK BO3BPAIIAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIC MOAPA3ICICHHS C TIOMETKON
«FAX (mara u BpeMms)».

3.3.5. 3aaBiaenue

3asBiIeHHEe — 3TO OQUIMAILHOE COOOINEHHE B MUCbMEHHOW (opMe. OHO CONEPIKUT HaIlle BCETO
IIPEUIOKEHHE, JKano0y WIK MPOck0y Kakoro-i1nbo yenoBeka, aJpecoBaHHbIC I OpraHU3alUuM, WU
JOJDKHOCTHOMY JHUILY. 3asiBieHue o(opMIIIeTCsl Ha CTaHJapTHBIX JHcTax Oymaru ¢popmara A4.

3asBieHHE BKIIOYACT: agpecaTa, KOTOPOMY HAIpaBIIsieTCs 3asBICHUE, (aMUIIMIO, UMs, OTYECTBO,
JOJDKHOCTh ~ aBTOpa  3asBJCHMs, HAUMEHOBAHUE JOKYMEHTa, TOYHOE H3JIOKEHHE IPOCHOBbI,
IIPEITIOKEHUS, OIIUCH IIPUJIAraéMbIX K 3asiBIICHUIO TOKYMEHTOB, /1aTa, MOIKCH.

B 3asBneHnM MCob3yeTcs, Kak MpaBuiio, OQUIHaTIbLHO-IEI0BAas JIEKCHKA, B HEKOTOPBIX 3asBICHHUSIX
JOTYCKAETCsl yNOTPeOJIeHUE MyOIUIIMCTUYECKOM JIEKCUKH.

3.3.6. 3anucka

3anucka (aHATUTHYECKAs], JOKJIaaHas, CITy>keOHas, OOBbsICHUTENbHAsI) — JOKYMEHT, aJpECOBAaHHBIN
PYKOBOAMTENO 00pa3oBaTeNbHONW OpraHU3aldy WM BBILIECTOSINEH OpraHM3alHd M COJCpPIKAIIUN
00CTOSATEIEHOE H3JI0KEHUE KAKOT0-T100 BOIIPOCA C BEIBOJAAMH U MPEUIOKEHUSIMHU COCTaBUTEIS.

JloknazHasi 3alMcKa COCTaBJIs€TCS Kak 110 JUYHOM MHMIMATHBE aBTopa (paboTHHMKA), Tak
U 110 YKa3aHUIO (IMCbMEHHOMY WJIM YCTHOMY) PYKOBOJAUTENS 00pa30BaTEIbHON OpraHu3aliHy.

3anucka cocTaBisieTcs Ha OyMa)XHOM HOCHUTEJIE WU B 3JIEKTPOHHOM Bujae. OdopMieHHe 3anucKu
3aBUCHUT OT azapecara. [Ipum cocraBneHMM MAOKIAAHOM 3allMCKH, aJpECOBAHHON pPYKOBOIMUTEIIO
o0Opa3oBaTeNpHON OpraHuM3aluyd B paMKax oOpa3oBaTeNbHON OpraHM3alMM, OHa CUHUTAeTCs
BHYTpPEHHEH M 0pOopMIIseTCs Ha CTaHAAPTHBIX JucTax Oymaru ¢opmata A4. BHyTpeHHss 3amucka
JIOJKHA COZIEPKATh CIIEYIONINE PEKBU3HUTHI: BUJ TOKYMEHTA, 1aTy IOKyMEHTa, Ha3BaHUE JOKyMEHTa
(3aroJIOBOK K TEKCTY), €CIIM TEKCT Ooyiee 4YeTBIPEX-NMATH CTPOK; ajapecara, TEKCT, MHOJIHUChH
(c ykazaHueM JOJKHOCTH, paMuIIny, HHULIMAJIOB). [onnuceiBaeT BHYTPEHHIOK AOKJIAIHYO 3aITUCKY
COCTaBUTENb.

Ecnu 3anmcka agpecyetcs 3a npeensl 00pa3oBaTeIbHON OpraHu3alui, To ee 0QpopMIISIOT Ha OJlaHKe
U OHa Ha3blBaeTCd BHEIIHEW. BHemIHss 3amucka [OJDKHA COJIEp)KaTh CIEAYIOLIUME PEKBU3HTHI:
HAaUMEHOBAHME YUYPEXKIEHUS, BUJA JOKYMEHTa, JaTy NOKYMEHTa, PErMCTPALMOHHBIA HOMEp, MECTO
COCTaBJICHMsI, Ha3BaHUE JOKYMEHTA (3arojoBOK K TEKCTY), €CJIM TEKCT 0oJiee YEThIPEX-MSATH CTPOK,
azipecata, TeKCT, TOJMUCHh PYKOBOJIUTEIS 00pa3oBaTeIbHON OpraHU3alty.

PaSHOBI/I)IHOCTBIO }IOKHa}IHOI)’I 3alMMCKHU  SABJIAIOTCA IPCACTABJICHUA. Onu HCIIOJIB3YIOTCA  IIPpHU
AOKYMCHTHPOBAHUHA KaI[I)OBOf/'I ACATCIIBHOCTU W COCTABJIAFOTCA PYKOBOIAUTCIIEM O6p330BaTCHBHOI71
opramu3anvii HJIM €ro 3aMECTUTCIICM. HpeJICTaBJ'IeHI/ISI COCTaBJIAKOT B CiIydasdx IMOOIIPCHUA
paGOTHI/IKOB, HaJIOXXCHHUA B3BICK8.HPII>1, MMPOBCACHUA aTTCCTALIUU.

3.3.7. ABToMaTH3anMs JOKYMEHTHPOBAHUA
JUisl TOATOTOBKM JIOKYMEHTOB MOTYT NPHMEHSTHCSI aBTOMAaTHU3UPOBaHHbIE TexHoJoruu. IIpu stom

c03/1a10TCst 6a3bl TaHHBIX (KOPPECIIOHIEHTOB, (OPM TOKYMEHTOB, TpapapeTHbIX TEKCTOB U TEKCTOBBIX
3aroTOBOK), PEAAKTOPCKUE IPOrpaMMBI U JP.
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[Mopsmok pa3paboTKH, YIKCIUTyaTaIlH U TIOJIH30BAHUS TAKUMHU CUCTEMaMHU OTIPEACIIIeTCs CTaHAapTaMu
B 00J1aCTH aBTOMAaTH3UPOBAHHBIX HH(OPMALIMOHHBIX TEXHOIOTHI.

3.3.8. DJ1eKTpOHHBbIE JOKYMEHTbI

[lopsimox coctaBiieHUsi, OQOPMIICHHS U COTJIACOBAHUS TPOEKTOB DIEKTPOHHBIX JOKYMEHTOB
OCYILLECTBIISICTCS 110 OOIMM  TpaBWJIaM  JIeJIONPOU3BOJACTBA, YCTAaHOBJIEHHBIM B OTHOILEHHUH
AQHAJIOTUYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHUTENIE. OJIEKTPOHHBIA JIOKYMEHT JODKEH HMETh
PEKBU3UTHI, YCTAHOBJIEHHBIE JUI1  AHAJIOIMYHOIO  JIOKYMEHTa Ha OyMaXXHOM  HOCHTeIe,
32 UCKJIFOUEHHEM OTTUCKA [1€YaTH.

CpOKI/I XpaHeHI/ISI BHGKTpOHHBIX I[OKYMGHTOB COOTBGTCTBYIOT CpOKaM XpaHeHI/ISI I[OKYMGHTOB,
YCTAaHOBJICHHBIX 3aKOHOJIATEIbHBIMH U MHBIMHM HOPMAaTHBHBIMU MPABOBBIMU akTaMu P®D, THTIOBBIMU
Hepe‘-IHHMI/I JJI aHAJIOTUYHBIX l[OKyMeHTOB Ha 6YMa)KHOM HOCUTCIIC.
4. Opranuszanus J0KyMeHT0000pPOTAa M HCIIOJTHEHHUS JOKYMEHTOB

4.1. IIpuem 1 00padoTKa NOCTYNAKIIHNX JOKYMEHTOB

4.1.1. [IBukeHre TOKyMEHTOB C MOMEHTA MX CO3/aHUS WM MOJIYYECHHUS 10 3aBEPIICHUS UCIIOTHEHUS
WJIH OTIIPABKH 00pa3yeT JOKyMEHTO000pOT.

4.1.2. B gokymeHToobopoTe  00pa3oBaTeIbHOW  OpPraHU3allMd  BBIIEISIOTCS  CIEAYIOLIUE
JIOKYMEHTOTIOTOKH:

a) MOCTYyIaroLas J0KyMeHTalus (BXoasmias);
0) oTnpaBisiemMast TOKyMeHTalus (MCXOAsIas);
B) BHYTPEHHSS IOKyMEHTAIIUS.

4.1.3. JloctaBka u OTIpaBKa JOKYMEHTOB B 00pa30BaTENbHYIO OPTaHU3AIMIO OCYIIECTBISETCS, KaK
MPaBWJIO, CPEACTBAMU MTOYTOBOM U 3JIEKTPUUECKOMN CBSI3H.

4.1.4. JlokyMeHTBI, NOCTyMamoIllde B 00pa30BaTENIbHYI0 OpraHMU3alMIo, IMPOXOAAT MEPBUUHYIO
00paboTKy,  perucTpainuio, MpeIBapUTEIbHOE  PACCMOTPEHHE,  Iepegadyy  pYKOBOJCTBY
Ha pacCMOTPEHHE, IIEPENAIOTCS UCIIOJIHUTEISAM U [TOCIIE UCIIOTHEHNS IOMEIAI0TCS B JIeNa.

4.1.5. HpI/IeM " ICpBUYHAA o6pa60TKa AOKYMCHTOB OCYHICCTBJIACTCA OTBCTCTBCHHBLIM
3a JCJI0IPOU3BOACTBO.

4.1.6. OTBETCTBEHHBIN 3a JEIONPOU3BOJCTBO NPOBOJUT: IPOBEPKY MPABUIBHOCTH aJpPECOBAHUSA
MIOCTYNAIOUINX JTOKyMEHTOB, IPAaBUJIBHOCTH JOCTaBKH M KOMIUIEKTHOCTH JIOKYMEHTOB; COPTUPOBKY
JIOKYMEHTOB Ha MOoJJIeXkallle U He MoAJIekalllue perucTpaniy.

4.1.7. IloryueHHBIE KOHBEPTHI C KOPPECTIOHICHIIMEN BCKPBIBAIOTCS, IPH ITOM MPOBEPSETCA HAINYNE
BJIO)KCHUH, & TAaK)KE€ YKa3aHHBIX B JOKYMEHTaX MPWIOXKEHUH. B cilydae MOBPEXKIEHUS YIIAKOBKH
1 BJIOXKEHUH 1100 OTCYTCTBHS MPUIIOKEHUN COCTABIIAETCS aKT B ABYX dK3eMIuIgpax. OJIMH SK3eMIUIIp
aKTa HalpaBJseTCs KOPPECIIOHICHTY, BTOPOM MPpHOOIIAeTCs K HOCTYUBIIEMY TOKYMEHTY.

4.1.8. Omub04YHO MpHUciIaHHas KOPPECIIOHIEHIUS [TEPECUTIAETCS 110 IPUHAJUIEKHOCTH, €CITH U3BECTEH
aapec nonyyatesns. B mpoTUBHOM ciiydyae KOPPECTIOHIEHIIUS BO3BPAIIAETCs OTIPABUTEITIO.
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4.1.9. KoHBepThl OT NOCTYyNAOMIENH KOPPECTIOHACHIIMM COXPAHSIOTCS U MPUIIAraloTcsl K JOKYMEHTaM
JMIIb B TOM ClTydae, KOTJa TOJIBKO 10 HUM MOXKHO YCTaHOBHTH aJIpec OTIIPABUTENS WM KOTJa Jara
MOYTOBOTO LITEMIIENISI UMEET 3HaYCHHE B KQUECTBE JJOKA3aTeIbCTBA BPEMEHH MOIY4YEHHUS TOKyMEHTA.

4.1.10. CnenuanucToM HE BCKPBHIBAIOTCS KOHBEPTHI MMCEM C HAANMCHIO «JIMYHO». OHU mepenaroTcs
10 HA3HAYEHHUIO.

4.2. IlpeaBapuTesibHOE PACCMOTPEHHE JOKYMEHTOB

4.2.1. OTBETCTBEHHOE 3a JIEJIONPOU3BOICTBO IPOBOAUT NIPEABAPUTEIBHOE PACCMOTPEHNE JOKYMEHTOB
B IIEJISIX BBIZCTICHUS M3 BCEIO MACCHBA MOCTYIUBIIEH KOPPECIIOHICHIIMH JOKYMEHTOB, TPEOYIOIINX
00513aTEIBHOTO PACCMOTPEHUS PYKOBOJUTENIEM 00pa30BaTeIbHON OpraHU3aIiH.

4.2.2. OcHOBaHUEM Ui NPUHATUSA PELICHUs B XOJ€ INPEIBAPUTEIBHOTO PACCMOTPEHUS SIBIISAETCS
COJIEp KaHUE IOKYMEHTa, a He a/IpeCOBaHKE JOKYMEHTA COOTBETCTBYIOLIEMY PAOOTHHKY.

4.2.3. Pe3ynpTaToM MpEABApPHUTEIIBHOTO PACCMOTPEHUsS SIBJISCTCS HAIMpaBJICHUE JIOKYMEHTa
PYKOBOJIUTEIIO O0Opa30BaTEIbHON OpraHM3alliil WM JOJDKHOCTHOMY JIUIY B COOTBETCTBUH
C YCTaHOBJICHHBIM B 00pa30BaTeIbHOW OpPraHM3alUU PACHpEICNICHHEM OOS3aHHOCTEH MEXITY
PYKOBOJIUTEINIEM H JIOJDKHOCTHBIMU JIUIIAMH JIJIs1 BBIHECCHHUS YKa3aHHSI 110 UCTIOJHECHUIO JIOKYMEHTA.

4.3. Perucrpanusi JOKyMEeHTOB

4.3.1. Ilepenaya JOKyMEHTOB Ha PETUCTPAIIMIO MPOU3ZBOJUTCSA TOJBKO IMOCIE MX MPEABAPUTEIHHOTO
paccMOTpEHHSI.

4.3.2. Peructpanuu moJyiexar BCe JOKYMEHTBI, TPEOYIOIIHE ydeTa, UCIIOJIHCHUS, MCIIOIb30BaHHUS
B CHpaBO'-IHI)IX noeiadax, Kak HOCTyrIaIOHII/Ie nu3 leyrI/Ix Opl"ﬂHH?.ZlIIHfI U OT YaCTHBIX JIHMII, TakK
1 oOpa3yrommecs B JEATEIbHOCTH 00pa30BaTeNbHOM OpraHu3allii, U PeTUCTPUPYIOTCS HE3aBHUCHMO
OT cnoco0a UX TOCTaBKH.

4.3.3. K noxymeHTaMm, HE MOAJIEXKAIIUM PETUCTPAllMM, OTHOCATCS JIOKyMEHTHI, He Tpelyrolue
UCTIOJHEHUSI W He cofiepkaiiie  WHGOpMalMM,  HCIOJB3YeMOH B CIIPaBOYHBIX  LIEJAX:
MIPUTJIACUTETBHBIE, TO3/IPABUTEIbHBIE IUChMA, TEJIeTpaMMBbl, OWJIETHI, IUIAHBI, TPOTPAMMEI
CEeMHUHApOB, KOH(EpeHIMH, CUMIO3UYMOB M JPYTUX MOJOOHBIX MEpONPHUITUH, JOKYMEHTHI
1o OyXTaiTepcKOMy Yy4YeTy, MaTepHabHO-TEXHUYECKOMY OOECIICYeHHIO, TUIAHOBBIC, (DMHAHCOBEIC
JOKYMEHTBI, TIOCTyHamomue ©0e3 CONPOBOJUTENBHOIO IHUChbMa, pEKIaMHBbIE JOKYMEHTHI,
KOMMEpYECKHeE MPEI0KEHUS, TIeYaTHbIE H3/1aHus, YHU(PHUIIMPOBAHHBIE (DOPMBI U OJIAHKH TOKYMEHTOB
u JIp.

4.3.4. IokyMEHTBI, IOJIEKAIINE PETUCTPALIMU, PETUCTPUPYIOTCS B )KypHAJIE PETUCTPALUU BXOIALIUX
JTOKYMEHTOB (mpmiioskeHue Ne 7) B €Hb IOCTYIUIGHHS — B clIy4ae IOCTYIUICHHS JIOKyMEHTa
B pabouee BpeMsi; Ha CIeAYIOINi pabouuii IeHb — B CiIydyae MOCTYIUICHHUS JTOKyMEHTa B Hepabouee
BpeMsI; He3aMeTUTEIbHO — ¢ oTMeTKaMH «CpodHo», «OnepaTHBHO.

4.3.5. Ha noxyMeHTax, MOCTYIAIOMIMX B aJpec 00pa30BaTeNbHONW OpraHU3alld, B HIDKHEM IPaBOM
yIJy JUIEBOM CTOPOHBI MEPBOrO JIMCTa JTOKYMEHTa IPOCTaBISETCS PErHMCTPAl[MOHHBIN IITaMIl
C YKa3aHHEM JIaThl U OPSAAKOBOTO PETUCTPALIMOHHOTO HOMEDA.

4.4. Pacnpenesnienne nNocTynamux J0KyMeHTOB

4.4.1. Tllocne peructpauu JOKYMEHTHI TMEPENAIOTCS  HA PACCMOTPEHUE  PYKOBOAMUTEIIO
00pa3oBaTeNbHON OpraHu3aluy.
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4.42. Tlocne paccMOTpEeHHS PYKOBOAWTENIEM OOpa30BaTENbHON OpraHu3alidd  JTIOKYMEHTHI
BO3BPAIAIOTCS OTBETCTBEHHOMY 3a JICJIOMPOU3BOJICTBO, JIJIs IEPEHECCHHS YKa3aHHIA TI0 UCTIOTHEHUIO
JOKYMEHTa B JKypPHaJl pErHCTpalil BXOMAAIIUX JOKYMEHTOB. B COOTBETCTBHH C yKa3aHUSIMHU
10 UCTIOJTHEHUIO TIO/UTMHHUK JOKYMEHTA HAIlpaBIisieTcss paOOTHHKY, SBIISIOMIEMYCS OTBETCTBEHHBIM
WCIIOJTHUTEJIEM, a COMCIIONHUTEIISIM HANpPAaBIISIOTCS KONMUU JTOKYMEHTOB (€CITM HMMEIOTCS), O 4eM
JeTIaeTCsl OTMETKA B YKYPHAJIE PETUCTPAIIMH BXOSIINX JOKYMEHTOB.

4.4.3. DneKTpoHHBIE COOOLIEHHUS, OChUIAEMbIE 110 3JIEKTPOHHOM IOYTE, UCIOIHAIOTCA aHAJIOTUYHO
JOKyMEHTaM Ha OyMaXHBIX HOCHUTEIIIX C y4eTOM OIpelesieHHOH crneuupukd B mpolecce
HCIIOJTHEHMUSL.

4.5. Ilopsiiok 06padOTKH M MPOXOKIEHUSI HCXOASIIMX U BHYTPEHHUX JOKYMEHTOB

4.5.1. Tlopsimok MOATOTOBKH HMCXOJSIIMX JIOKYMEHTOB BKIJIIOYAeT B ce0si pabOTy MO COCTAaBIICHUIO
IIPOEKTa JOKYMEHTa, COrJIaCOBAaHUIO, TOMUCAHUIO (YTBEPXKIECHUIO) U OTIIPABKE.

4.5.2. Jlo nepenaud JOKYMEHTa Ha MOJIUCh HCIIOJHUTEIb JIOJDKEH IPOBEPUTH €ro COAEpIKaHME,
IPAaBUIBHOCTb OPOPMIICHHS, HATMYNE HEOOXOIUMBIX BU3 U MPUIIOKEHUN. JIOKyMEHT NpeicTaBiseTcs
Ha MOJIUCH BMECTE C MaTepUaIaMH, Ha OCHOBaHUU KOTOPBIX OH FOTOBHJICS.

4.5.3. BuyTpeHHue JIOKYMEHTHI OGMOPMIISIIOTCS U UCIOJNHSIOTCA (MCIOJIB3YIOTCS) B Ipeeiax
o0pa3oBaTeNbHOI OpraHu3aluu.

4.5.4. BHyTpeHHUE TOKYMEHTHI (IOKJIAIHBIC 3alUCKH, CIPaBKH, CBOJAKU U Jp.) PacCMaTpPUBAIOTCS
TEMH JIOJDKHOCTHBIMHU JIMIIAMH, KOMY OHU HAIIPaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 32 JI€JIONPOU3BOICTBO NEpEe CAaUe KOPPECTIOHAEHIIMH Ha OTIPABKY JIOJIKHbI
00s3aTeIbHO  IPOBEPUTH  MPaBWIBHOCTH €€ opopMiIeHHs U aapecoBaHus. KoHBepToBaHUE
KOPPECTIOH/IEHIIUM W JAPYTUX  TOYTOBBIX  OTMPABIEHUH  NPOU3BOJUTCS  CTPYKTYpPHBIMH
o/ipa3iesIeHusIMU 00pa30oBaTeIbHON OpraHu3allu.

4.5.6. Perucrpauusi OTHPABISIEMBIX JOKYMEHTOB OCYILIECTBISETCS B JIEHb MX MOANUCAHUS
(YyTBepXk/eHUs) WM Ha CleAyrouMid pabouuil neHb. PerucrpanvoHHbIi HOMEp JAOKyMEHTa M jaTta
perucTpalMi MpOCTaBISAIOTCA HA MOJAJUHHUKE JOKYMEHTa B PEKBHU3MTax OJlaHKa U Ha KOMHH,
ocTaroleiicss B jiene oOpa3zoBaTeiabHON opraHuzanuu. CIpaBOYHBIM ammapaTtoM JUIsl MCXOJSIIMX
JIOKYMEHTOB SIBJISIETCS KYpPHAJ PETUCTPALIUU ITUX JOKYMEHTOB (mpuiioxkenue Ne 8).

4.5.7. OtnpaBKy HMCXOJAIIUX JOKYMEHTOB IPOW3BOJUT OTBETCTBEHHBIM 3a JEIOMPOU3BOJICTBO.
Cpounasi KoppecnoHAeHIIUS 0GOPMIISIETCS U OTIPABISIETCS HE3aMEeUIUTEIHbHO OTBETCTBEHHBIM 3a
JEJIONPOU3BOJCTBO.

4.5.8. OTBeTCTBEHHBIN 3a JEJIONMPOU3BOICTBO MPOBEPSET MPABUIBHOCTH O(GOPMIICHHUS UCXOISAIINX
JOKYMEHTOB, MPOU3BOJUT COPTHUPOBKY JIOKYMEHTOB 10 CLIOCOOY JOCTaBKM KOPPECHOHIEHIIUU
azpecaty (mpocrasi, 3aKa3Has, MeXAyHaponaHas U 1p.). HempaBuibHO o(OpMIIEHHBIE HOKYMEHTBI
1 KOPPECIIOHICHIINS HECTYKEOHOT0 XapakTepa K OTIPaBKe HE MIPUHUMAIOTCS U BO3BpAIAtOTCs JIUILY,
MIOArOTOBUBILIEMY JOKYMEHT.

459, OTHpaBJ’IHCMa}I I10 TOYTEC KOPPCCIIOHACHIHA TPOXOAUT YITAKOBKY, aAPCCOBAHUC, ITPOCTABJICHUC
CTOMMOCTH MOYTOBBIX YCIYT U IEpCAady Ha OTIIPABKY B MECTHOC OTACIICHUC CBA3U.

4.5.10. Ha3aka3Hyl0 KOPpPECIOHIEHIINIO, Ha JOKYMEHTHl ¢ moMeTKkon «/lns  cmykeOHOTO
MOJIb30BAHUS»  COCTABIISIETCS  PEECTp, KOTOPBIM  3aTeéM  BO3BpAIIACTCS  OTBETCTBEHHOMY
3a JEJIONPOU3BOJCTBO C PACHHUCKOM pPaOOTHUKOB IOYTOBOTO OTNEIEHMS CBSI3M WJIM WHOTO JIMIIA,
00eCTIIeUYnBAaOIIEro OTIPABKY JOKYMEHTOB.

[okymeHT co3aaH B 3nekTpoHHon chopme. Ne 25/29 ot 28.10.2025. Ucnonnutens: Napaes K.P. 0 AIEKTPOHHbINA
CrpaHuua 28 u3 58. CTpaHuua cosaaHa: 28.10.2025 16:08 =¥ TATAPCTAH



4.5.11. Tlepenaua c UCTIONB30BAaHHEM CPEICTB (aKCHMUIBHOM CBSI3U JIOKYMEHTOB, COJEpKAIIUX
CITy’)KeOHYI0 HMH(OpPMAIMI0O OrPaHUYEHHOI'O pAacpOCTPAaHEHMs, B TOM 4YHCJIE C IOMETKOH «/lms
CIIy’K€OHOT0 T0JIb30BaHUAY, HE pa3pelaerca. Kareropudecku 3amnpemaercs rnepejgada o cpecTBam
(aKCUMHUIIBHOMN CBSI3U CEKPETHBIX JOKYMEHTOB.

4.5.12. C ucnoyib30BaHUEM CPEACTB (HAaKCUMUIBLHON CBS3M MOTYT OBITh IE€pPEIaHbl MaTepHasbl
TEKCTOBOTO, TaOJMYHOIO WJIM Tpa@HUuecKoro XapakTepa, HWCHOJHEHHbIE THUIOTPadCKuM,
MAIlIMHONUCHBIM WJIM PYKOIUCHBIM CIOCOOOM B YEPHOM WM TEMHO-CUHEM LIBET€ C YETKUM
Y KOHTPACTHBIM H300pakeHueM (TIepBbIe 3K3EMIULIPBl MM HMX KCEPOKONMH) Ha Oenmoii Oymare
C MUHUMAaJILHOU BBICOTOM OYKB 1 1tudp 2 MmmM. OOBbeM nepe1aBaeMoro B TEYEHHUE OJHOTO CEaHca CBA3H
JOKYMEHTA, BBIIIOJTHEHHOI0 Ha Oymare opmarta A4, He JOJKEH MPEBBIIIATH MSITU JIUCTOB.

4.5.13. OTBETCTBEHHOCTh 3a COJepKaHue MH(POPMAIINH, ITepeaBaeMOl C UCIIOIb30BAHUEM CPEJICTB
(haKCUMUITLHOM CBSI3H, BO3JIAraeTCsl Ha UCIIOTHUTES, IOATOTOBHUBINETO (hakcorpamMmy JUIs Iepeiayn.

4.6. OcobeHHOCTH PadOTHI € JJIEKTPOHHBIMH JOKYMEHTAMHU

4.6.1. B oOpa3oBaTesbHOI OpraHu3aluy CO3AaI0TCS U UCTIONIB3YIOTCS:
e DJIEKTPOHHBIC JIOKYMEHTHI, CO3J[aBaeMbIe B JJICKTPOHHOU (opme Oe3 mpenBapUTEILHOTO
JIOKYMEHTHUPOBaHUS HAa OyMa)KHOM HOCHUTEIIE;
e DJIEKTPOHHBIE 00Pa3bl JOKYMEHTOB, MTOJYYEHHBIC B PE3YJIbTaTe CKAHUPOBAHUS JTOKYMEHTOB
U XpaHsIIMecs B CUCTEME 3JIEKTPOHHOTO IOKyMEHTO000pOoTa.

4.6.2. TlpyeM u OTIpaBKa AJIEKTPOHHBIX IOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBEHHBIM 32 BEJICHUE
JIeTIONPOU3BOJICTBA B 00pa30BATEIILHON OpraHU3allHy.

4.6.3. DNeKTPOHHBIE TOKYMEHTHI CO3/Ial0TCsI, 00pabaThIBAIOTCS U XPAHSATCS B CUCTEME 3JIEKTPOHHOTO
JOKYMEHT0000poTa 00pa3zoBaTeNIbHON OpraHu3allnu.

4.6.4. DneKTpOHHBINA JOKYMEHT JOJKEH ObITh OOPMIIEH MO OOLIUM IpaBHJIaM JEI0NPOU3BOJICTBA
Y UMETh PEKBU3HTHI, yCTAHOBJICHHBIE Il aHAJIOTHYHOTO JJOKYMEHTa Ha OyMa)KHOM HOCHTEIE.

4.6.5. Jlns mOATBEepKIEHUS TOUIMHHOCTH DJIIEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTelbHOMN
OpraHu3alMi HCTIOJB3YIOTCS JJIEKTPOHHBIE IM(poBbIe moANUCcH. Vcmonb3yembie cpencTa
ANEKTPOHHOU ITUGPOBOI MOAMUCH JOIKHBI OBITH CEPTUDUIIUPOBAHBI B YCTAHOBIEHHOM IOPSJIKE.

4.6.6. EnuHunen yuera DOJIEKTPOHHOIO JOKYMEHTA SBISIETCS  JJIEKTPOHHBIA  JOKYMEHT,
3aperucTPUPOBAHHBIN B CUCTEME 3JIEKTPOHHOTO JOKYMEHTOO00pOTa 00pa30BaTEIbHON OpraHU3alllu.
ONEKTPOHHBIM JOKYMEHT, UMEIOIINNA TPUIIOKEHNUS, PETUCTPUPYETCS KaK OUH JOKYMEHT.

4.6.7. Tlocne OTOpaBKH DSJIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOrO JJIEKTPOHHOM MOAMUCHIO
YIOJTHOMOYEHHOTO JIOJKHOCTHOTO JIMIIA, TOCBIIKU aIpecaTy ero KOMUH Ha OyMa)XKHOM HOCHTENE, KaK
MpaBUji0, He TpeOyeTcs, 3a UCKIIOYEHHEM OTBETOB Ha oOpamieHusi TpaxaaH, MOCTYIMHBIITNX
Mo UH(POPMAIIMOHHO-TEICKOMMYHUKAIIMOHHBIM ~ KaHallaM,  Ha KOTOphI€  3asBUTENI0  JIaeTCs
MMUCbMEHHBINA OTBET, HAIIPABJISIEMBI 110 TTOYTOBOMY a/IpeCy, YKa3aHHOMY B OOpaIlieHuH.

4.6.8. HcrionHeHHBIE DJJIEKTPOHHBIE JOKYMEHTBl CHUCTEMAaTHU3UPYIOTCS B JieJla B COOTBETCTBHM
C HOMEHKJIaTYpo# Jien1 00pa30BaTeNIbHOM OpraHu3alii U MHJIEKCUPYIOTCS B MIOPSAIKE, yCTAaHOBICHHOM
B OTHOUIEHUM [I€J, COCTAaBJICHHBIX M3 JJOKYMEHTOB Ha OymaxkHoM Hocutene. [Ipu cocraBneHun
HOMEHKJIATYPBbI JI€ B 3ar0JIOBOK JI€J1a BKJIIOUAETCS YKa3aHUE « DJIEKTPOHHBIE JOKYMEHTBD».

4.7. UndopmanuonHas 6e301aCHOCTh
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4.7.1. NuadopmarrioHHbIe pecypchl 0OPa30BATENBHOW OPTraHM3ANHMHU TIO JOCTYMY (BO3MOXKHOCTH
WCIIOIB30BaHUS) TOJPA3NIEAIOTCS Ha OTKPHITYIO (00ImIeA0CTynHY0) HHPOPMAIHIO, CITYKEOHYIO
nHpOpMaLKIO U HHPOPMAIUIO OrPAaHHYEHHOTO PaCcIpOCTPaHEHUs (JOCTyIa).

K kareropun OTKpbITOH HHPOpPMALMU OTHOCUTCA WHGPOpMANMs, COAepKalascsi B JOKYMEHTax
n 0azax JaHHBIX O0Opa30BaTEJbHOM OpraHMU3ally, HENOCPEICTBEHHO 3aTparuBarolias IpaBa
Y UHTEPECHI IPAKIaH.

K kareropun ciyxeOHOM uHpOpManMu OTHOCUTCS HHGPOpPMAIUS, COAEpXKAIAsicsi B JOKYMEHTax
u 06a3ax JaHHBIX OO0pa30BaTEIbHOM OpraHM3alWyu, MpeJHa3HAuYeHHAs IS JOJDKHOCTHBIX JIHII
1 paOOTHUKOB 00pa30BaTEIbHONW OpraHU3allMU, MPU BHIIOJHEHUH MMM CBOUX (YHKIMOHAJIBHBIX
0053aHHOCTEH, He 3aTparvBarollas HANpsIMyl0 @paBa M MHTEPECHl Tpa)X1aH U HE OTHOCSIIASICS
K KaTeropuu OrPaHUYEHHOT0 PaclpoCTpaHeHus (JOCTyMa).

K kareropun mH(pOpMAIMK OrpaHUYEHHOTO PACHPOCTPaHEHUs (IOCTyNa) OTHOCUTCS HHQOpMAIlus,
coJieprkarniasics B JOKyMEHTax u 6azax JAHHBIX, BKJTFOYATOIIAs CBEJICHUS
KOH(UIEHIIMATBEHOTO XapaKTepa.

Best madopmarus, comepikamniasicss B JOKyMEHTaX M 0a3ax JaHHBIX 00pa3oBaTeNbHON OpraHU3AINH,
10 YMOJTYaHHUIO SBIIETCS OTKPBITON W oOuienoctynHoil. Mckimodenune cocrtaBisier uHbopMalus,
OTHECEHHAas K KaTEeTOPHSIM CIIYKE€OHOM U OrpaHMUYEHHOTO pacipocTpaHeHus (J0cTyna).

4.7.2. Jloctyn momnp3oBareieil K MHPOPMALUU OTPAHUYMBACTCS MYTEM OTHECEHHs] WH(POpPMaLUu
K COOTBETCTBYIOIICH KaTEeropuH M HAJIOKCHHEM Ha HEe COOTBETCTBYIOIIETO rpua OrpaHHYCHUS
pacripoctpanenus. MHpopmanus orpaHHueHHOTO A0CTyna cHabkaercst Tpudom «Jlist ciry:keOHOTo
MIOJIb30BAHUSD.

[IpaBom oTHeceHus uHOpPMaIMKU K KQTETOPUM  OTPAHMUYEHHOTO  JOCTyNa U HaJOXKEHUS
COOTBETCTBYIOIIETO rprda 007aTaeT COCTABUTENH JOKYMEHTA IO COTJIACOBAHUIO C PYKOBOJMUTEIIEM
00pa3oBaTeNbHON OpraHu3aluy.

JlokyMeHTupoBaHHasi MH(GOpPMalKs OIPaHUYEHHOTO PaclpOCTPaHEHUs 0€3 CaHKIMU JTOJKHOCTHOTO
JUIa, YCTAHOBUBLIETO PEKUM OIPAHUYEHHOTO pACHpPOCTPAHEHUs [UIsl JAHHOTO JIOKyMEHTa,
He MOAJSXKNT pasMialieHuto (pacmpocrpanenuto). IlpenocraBieHue Mosb30BaTeNsiM  AOCTyIHa
K JaHHOM MH(OpMalMM  OCYIIECTBISIETCS  UCKIIOUUTENBHO IO COTJIACOBAHMIO € YKa3aHHBIM
JOJKHOCTHBIM JIMIIOM IIyTEM I0JIa4l COOTBETCTBYIOLIEH 3asBKHU.

JIOJOKHOCTHBIE JIMIA, TPUHSBLIME pelleHue 00 OTHeceHHM uH(popManuu, 3apUKCUPOBAHHON
B JOKYMEHTE, K KaTeTOPUM  OrPaHUYEHHOI'O  pPAacCHpOCTPAaHEHHUs, HECYT  OTBETCTBEHHOCThb
32 000CHOBAaHHOCTb IIPUHATOIO PELIEHUS U €r0 COOTBETCTBHUE JEHCTBYIOIEMY 3aKOHOJATEIbCTBY.

4.7.3. JInuHble KapTOUKU PaOOTHUKOB, TPYIOBbIE KHHKKU PAOOTHUKOB, PUKA3bI [0 JINYHOMY COCTaBY
JIOJDKHBI XpaHUTHCS B celie MM B B METAITMUECKOM IIKady.

brnanku TpyZOBBIX KHIKEK IO Mepe HEOOXOAMMOCTH BBIJAIOTCS OTBETCTBEHHOMY JIMILY KaJIpOBOi
CITy>KOBI. 3aluCH B TPYAOBOW KHMKKE MOANUCHIBAET PYKOBOJIUTENb KaapoBoi cimyxObl OO. Yuer,
XpaHEHUe U BbIayy OJIAHKOB CTPOTOil OTUETHOCTHU: JAMIIOMOB, BKJIAJbIIIEH K HUM, CBUJETEIICTB,
yJIOCTOBEpEHH BeJIeT 3aMeCTUTENb JupeKTopa. bianku xpansrcs B ceiide.

47.4. VYcraHoBka H 9KCIUTyaTanud MnporpaMMHOro O6CCHC‘{CHI/I${, IMMOJIy4YCHHOIo U3 THO0BIX
HCTOYHHUKOB U BBIIIOJIHAIOIICTO (bYHKIII/II/I, HE CBA3AaHHBIC HCIOCPEACTBCHHO C BBINNOJIHCHUCM
paGOTHI/IKaMI/I CBOMX JOJDKHOCTHBIX 06ﬂ3aHHOCTCﬁ, KaTCropu4cCKu 3alrpCuicHa.
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4.7.5. Best pencTaBiieHHasi B 3JIEKTPOHHOM BHJE WH(OpMAIHs, MOCTyMaoasi B 00pa3oBaTeIbHYyI0
OpraHu3alyIo, B 0053aTEJIbHOM MOPSAAKE MOITIEKUT IPOBEPKE AaHTUBUPYCHBIMU CPEICTBAMHU.

4.7.6. DnexTpoHHas TOYTa MOXKET HCIOJIB30BAThCS MOJB30BATESIMU  TOJBKO JUIS OOMEHa
uHpopManuel, OTHOCAIMICHCS K KaTeropuu OTKPBITOM H CIyKeOHOW. 3ampenieHo HCIOIb30BaTh
ANIEKTPOHHYIO MOYTY s Tepefadyd HMH(OPMALUK, OTHOCAIICHCS K KaTeropud OrpaHW4YeHHOTO
pacnpocTpaHeHusI.

5. KoHTpOJIb 32 HCIIOJIHEHHEM JOKYMEHTOB
5.1. Opranu3anusi KOHTPOJIst

5.1.1. KoHTpomio mojyiexar Bce 3aperUCTPUPOBAHHBIC OKYMEHTHI, TPEOYIOIIME HWCIOJHEHUS.
KoHTponb UCTIONHEHUS TOKYMEHTOB BKJIFOUAET: YYeT, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOIb CPOKOB
HCIIOJIHCHUS, HCTIOCPCACTBCHHYIO INPOBCPKY XO04a HCIIOJHCHUSA, IMPOBCPKY KAuCCTBA HCIIOJIHCHMUA,
aHaJIN3 Pe3yJIbTATOB UCIIOJIHCHHS.

5.1.2. KoHTponab 3a UCHOJHEHHWEM JIOKYMEHTOB YCTAaHABIMBAETCS B LEIIX oOecrnedyeHus
UX CBOEBPEMEHHOI'O0 U KaUE€CTBEHHOT'O MCIIOJHEHHUS, MOBBIILIEHUS YPOBHS OpraHU3aTOPCKON paboThI
Y UCIIOJIHUTENICKOU TUCLUILINHEIL.

5.1.3. Ilpu mocTaHOBKE JOKYMEHTa Ha KOHTPOJb Ha MPAaBOM BEPXHEM II0JIe JIOKyMEHTa JIelaeTcs
OTMETKA 0 KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (IITAMIIOM) «KOHTPOJIIb)

5.1.4. KoHTpouto noyiexar IpuKasbl, PELICHNs] COBETOB, a TAK)XK€E JOKYMEHTBI, IOCTYIAIOINE HA UMS
pyKOBOAMTEIS 00pa30BaTEIbHON OPraHU3ALIUH.

Opranu3zaiys KOHTPOJIS. UCIIOJIHEHUS BKIIIOYAET B ceO0sl:
e IIOCTaHOBKY JOKYMEHTA Ha KOHTPOJIb;
e MOHHUTOPHHI UCIOJIHEHHs KOHTPOJIbHBIX IOPYYEHHUH TOKYMEHTOB;
e CHSATHE UCIIOJIHEHHOI'O JOKYMEHTa ¢ KOHTPOJIS,
e HANpPABJICHHUE UCIOJHEHHOIO JOKYMEHTA B JIEIIO.

5.1.5. PykoBoauTenun CTPYKTYpPHBIX TOJpa3feiCHUl 00s13aHbl paccMaTpUBaTh COCTOSTHUE
WCTIIOJTHUTENBbCKON JUCIUILTMHBI 110 JOKYMEHTaM C MOPYYSHHUSIMH aJIMUHUACTPAIUUA 00pa30BaTENbHOM
OpraHu3alyM, a TakKe JIOKYMEHTBHI, TMOCTYNHBIINE B aJ[peC CTPYKTYpPHOTO TOJApa3/eieHus
1 TpeOyroIIre UCTIOTHEHHS U MOATOTOBKH OTBETA.

5.1.6. JIOKyMEHT CUHMTAETCsl UCTIOJTHEHHBIM, KOT/Ia PEIICHBl OKOHYATEIHHO BCE TIOCTABJIICHHBIC B HEM
BOIIPOCHI U COOIOACHBI CIIEAYIONINE CPOKHU:

e €CJIM B JIOKYMEHTE IMOCTaBJIEH CPOK MCTIOJHEHUS — B YKa3aHHBIN CPOK;

e JIOKYMEHTHI 0€3 yKa3aHUs CPOKa MCIIOTHEHHS] — B MECSUYHBIN CPOK;

e €CJIH B JIOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXTHEBHBINA CPOK;

e TmopyueHHs 0e3 yKa3aHHUsl KOHKPETHOW JaThl UCTIOTHEHHUS] — B MECSYHBIN CPOK;

e C IIOMETKOH «OIepaTuBHO» — B 10-IHEBHBIN CPOK;

e 10 OOpalieHusM TpaxaaH, TPEOYIOMUM JOMOJHUTEILHOTO W3YYEHHsS] U MPOBEPKU, —

JIO OJTHOTO MECSIIa CO JTHSI PETUCTPAIIHNH, IO OCTAILHBIM — He Ooiiee 15 mHei.

CpOK HNCUYHCITACTCA B KAJICHAAPHBIX JHAX C JAThI IOAIIMCAHUA JOKYMCHTA.

Ecnu mocneanuii neHb MCHONHEHUS JOKyMEHTa NMPUXOAUTCS Ha HepaOouuil J€Hb, OH IMOJIEKUT
WCTIOJHEHUIO B MPEAIIECTBYIOMINN eMy pabounii 1€Hb.
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[Ipy HEOOXOOUMOCTH TPOAJICHHUS CpPOKA HCIOJIHEHUS JOKYMEHTa OTBETCTBEHHBIM HCIIOJIHUTEIh
HPENCTABISCT HA UMSI PYKOBOAUTEIS OOpa30oBaTEeIbHOW OpraHM3alii, JaBIIETO MOPYYCHUE,
MOTHBUPOBAaHHYI0 TIPOCBOY O €ro MPOJUICHWH HE MO3JAHEe YeM 3aTpU JHS 10 UCTCUCHUS
YCTaHOBJICHHOTO CPOKa, C YeM CBOEBPEMEHHO IepeaaeTcsi HHGOpMaIHs B IPHEMHYIO PYKOBOAUTEIS
00pa3oBaTeNbHON OPTaHU3AIIH.

5.2. IlopsAioK CHATHS JOKYMEHTOB ¢ KOHTPOJIsI

5.2.1. JIokyMeHTBbl CHUMAIOTCS C KOHTPOJIS, €CJIM PEIICHbl OCTABJICHHbIE B HUX BOMPOCHI MU JaH
OTBET 110 CYLIECTBY.

[IpomMeKyTOUHBIN OTBET, PAaBHO KAaK U 3alpoC I10 UCIIOIHAEMOMY JOKYMEHTY WIA 4YacTU4YHOE
HCIIOJIHCHUE IIOPYYEHHUS, HE SBIISICTCS OCHOBAHUEM JJIs IPU3HAHUS JOKYMEHTA UCIIOTHECHHBIM.

5.2.2. CHATb JOKYMEHT C KOHTPOJS MOET TOJBKO JOJKHOCTHOE JIMI0, KOTOPOE MOCTAaBUJIO €ro
Ha KOHTPOJIb.

5.2.3. OcHOBaHMEM [UId CHSATHS C KOHTPOJS JOKYMEHTOB C IIOPYYEHHMSMH PYKOBOIUTEIS
00pa3oBaTENbHON OpraHU3allMK SBISCTCS JTOKYMEHT — OTBET, HOJIHMCAHHBIA PYKOBOJHUTEIEM
0o0pa3oBaTeNbHON OpraHu3allM, €ro 3aMecTUTENeM, JMOO clpaBKa 00 MCIOJHEHUH JIOKYMEHTa
3a MOJIMCHIO PYKOBOJUTEINSI CTPYKTYPHOTO MOAPa3AEICHUS.

6. YdeT u XpaHeHHe neyaTeil, ITAMIOB U 0JIAaHKOB

6.1. O6H33T6J'II>HOMY YUCeTy IMOJICKaT BCC BUBI neyvareu u mTaMIIOB, O1aHKH CTpOFOﬁ OTYCTHOCTH,
KOMaHIAUPOBOYHEBIC YIOCTOBCPCHUA, CJIy)Ke6HI)I€ 3aaaHus, TPYAOBBIC KHUKKH.

6.2. Yder Bcex MeyaTel U IITaMIOB, MMEIOIIMXCS B 00pa30BaTeNbHOM OpraHu3allid, BEIETCS
B CIELIMAIBHOM XypHaie (mpuioxenue Ne 9).

6.3. XKypHasbl ydera BKIIOYAIOTCS B HOMEHKJIATYpy Jei. JIMCTBI MX HyMepYIOTCs, MPOIIUBAIOTCS
U OTIeYaThIBAIOTCS.

6.4. IleyaTy ¥ mWITaMIBI TOJDKHBI XPAHUTHCS B ceiiax MM METANTMYECKUX HIKadax.

6.5. OTBETCTBEHHOCTH 3a XpaHCHUEC U UCITIOJIb30BAHNC neaneﬁ, [ITaMITIOB HECYT JInla, OTBETCTBCHHBIC
3a BEACHUEC ACTIOIIPONU3BOACTBA.

6.6. YHUuTOXEHHE OJaHKOB MPOU3BOAMTCS I10 aKTy C OTMETKOW B COOTBETCTBYIOIIMX KypHaslax
yuera.

6.7. Ileyatn ¥ IITaMITBI YHUYTOXKAKOTCS 10 aKTy.

6.8. IlpoBepka Hamuuusi TMeyaTei, IMTaMIOB U OJIAaHKOB, a TaKXKe TMOpsAKa HX XpaHEHUs
U UCTIOJIb30BAaHUSl TPOM3BOJUTCA KOMMCCHEH HE peXe OJHOrO pa3a B KaJIEHJApPHOTO TOJ
OJTHOBPEMEHHO C ITPOBEPKOM COCTOSIHUS J1€JI0MPOU3BOJICTBA.

7. CocTaBiieHHe HOMEHKJIATYPbI J1eJ1

7.1. HomeHknarypa nae1-— CHUCTEMAaTHU3UPOBAaHHBIM IIEPEUEHb 3aroJIOBKOB 1€, 3aBOAUMBIX

B 00pa3oBaTeIbHOM  OpraHM3allM, C yKa3aHHeM  CPOKOB  HUX XpaHEeHUs,  OQOpPMIIEHHbIN
B YCTaHOBJIEHHOM IOpPSKE.
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7.2. HomeHknatypa aen npeAaHasHau€Ha sl TPYNIIUPOBKM HCIOJHEHHBIX JTOKYMEHTOB B J€la,
CHUCTeMaTU3allud MU ydyeTa JeJl, ONPEACICHHsS CpPOKOB MX XPaHEHUS U SBISIETCS OCHOBOM JUIS
(dbopMHUpOBaHUS AET U COCTABJICHUS OMHUCEW JeJ, JOKYMEHTOB, OMHCEH SJIEKTPOHHBIX JOKYMEHTOB
IIOCTOSIHHOTO M BpeMeHHOro (cBbiie 10 jeT) XpaHeHus, B TOM YUCIIe 110 IMYHOMY COCTaBy, a TaKKe
JUI ydeTa JieJ BpeMEHHBIX (10 10 JIeT BKIIOUUTENIBHO) CPOKOB XPaHEHHUSI.

7.3. HomenknaTypa jaen cocraBiseTcss Ha OymMakHOM Hocutene. HoMeHKnaTypa nen BKIIOYaeTCs
B CHCTEMBI AJIEKTPOHHOTO JOKyMeHTooOopoTa (naisee — COJ1) u B CUCTEMbI XpaHEHHUsI SJIEKTPOHHBIX
nokyMeHTOB (nanee — CX3JI) B kauecTBe CHpaBOYHKKA, HA OCHOBAHUU KOTOPOI'O OCYILECTBISETCA
CUCTEMATHU3allMsl U yUeT TOKYMEHTOB, a Takke X MeTasaHHbIX. COJl noikHa yCTaHABIMBAThH CBA3b
JIOKYMEHTa C MHJEKCOM JIeJia B COOTBETCTBUU C HOMEHKJIATYPOH Jie] 00pa30BaTeIbHON OpraHu3aluu.
Homenxknarypa nen Bkitouaercst B COJl u CX3 /1 He nmo3gHee 0THOT0 Mecsia co JHS €€ YTBEPIKICHUS.
OTBETCTBEHHBIMHU 3a BKJIFOUEHHE HOMEHKIaTypbl Aen B COJ u CXDJl ABisAtOTCS OTBETCTBEHHBIN
3a JETIONPOU3BOACTBO M OTBETCTBEHHBIH 332 KOHTPOJIb  (DYHKIMOHUPOBAHHUS  DIEKTPOHHOTO
JOKYMEHTO000poTa.

7.4. Homenknarypa aen oOpa3oBaTelbHOW OpraHu3aiuu (Jajnee — CBOJHAs HOMEHKJIATypa Iel)
COCTaBJISIETCSI HA OCHOBE M3YyYEHHs COCTaBa U COJACP)KAHUS JOKYMEHTOB, OOpa3yOIUXCs
B JICSTENILHOCTH OOpa3oBaTeibHON opranu3auuu. [Ipu cocTraBieHHH CBOJHON HOMEHKIIATYPHI A€
YYUTBIBAIOTCSl YCTaB 00Pa30BaTEIbHON OpraHU3aIiH, MTOJIOKEHHS O CTPYKTYPHBIX TOpa3IeIICHUsIX,
IITAaTHOE pAaclUCaHue, IUIaHbl M OTYETHl O paboTe, MEepeyHH AOKYMEHTOB C YKa3aHHEM CpPOKOB
UX XpaHEHHUs, HOMEHKJIATyphl JIeJ1 3a MPEALIECTBYIOIINE KaJIEHAAPHBIE T'OJIbL.

7.5. CBOJiHAs HOMEHKJIATypa JeJl COCTaBJIsIeTCsl paOOTHUKOM, HAa3HAYEHHBIM IIPUKA30M PyKOBOIUTEIS
00pa3oBaTeNbHON OpraHu3aluu (Janee — OTBETCTBEHHBIN 3a COCTABICHHUE CBOJAHON HOMEHKJIATYPHI

Jen).

7.6. IlogroToBka CBOAHOW HOMEHKJIATYpPHI /€]l HA MPEACTOSIINI KaleHJapHbIA IO HAUMHAETCS He
M03Ke CEPEeIUHBI HOSIOps W 3akaH4YMBaeTcs He mo3xe 31 mexabps Tekymero roga. [Ipoext cBogHOM
HOMEHKJIaTypbl JIeJ1 BU3UPYETCS PYKOBOJUTEIEM apXvMBa U COTJIACOBBIBAETCS C MOCTOSIHHO
JIEHUCTBYIOIIEH DKCIEPTHOM KOMHCCHEH oOpa3oBaTenbHOM opranmzanuu. He pexxe 1 paza B S ner,
HOMEHKJIATypa JIeJ COTJIACOBBIBAETCSI C HKCIIEPTHO-IIPOBEPOUYHON KOMHCCHEH DHCKOTOo 00JIacTHOTO
apxuBa. B KOHIle KaXJI0ro KaJeHJApHOTO TOAa CBOAHAs HOMEHKJIAaTypa [el yTBep)KIaeTcs
pyKOBOJIUTENEM 00pa30BaTENbHON OpraHU3aIllMU WM €r0 3aMECTUTENIeM, KOTOPOMY JIeJIeTHPOBaHbI
TakKue IIOJTHOMOYH S IIPpHUKAa3OM O6pa30BaT€HBHOﬁ OopraHu3anuvu. yTBep)KJIeHHaSI CBOJHaA
HOMEHKJIaTypa JieJ BBOAUTCS B AEHCTBUE C 1-r0 sTHBaps CIEIYIOLIEro KaJIeHIapHOTO To/a.

7.7. B cmyyae HEOOXOIMMOCTH BHECEHHS B CBOJHYIO HOMEHKJIATYPY /1€ 3HAUNUTEJIbHBIX W3MEHEHUH
OHa MOJUIEKUT NiepepaboTke. MI3MeHeHUs yTBEpKIat0TCs MPUKA30M WM KOPPEKTHPOBOYHBIM JINCTOM
(mpunoskenue Ne 10). HeOGosblive u3MeHEHHMs BHOCATCS B YTBEPXKIEHHBIH pabouMil 3K3eMILIAp
CBOJIHOI HOMEHKJIATYPhI J€II.

7.8. CTpyKTypHBIE TIO/Ipa3ieTIeHUs €XKEeroaHo, He mo3aHee 30 HosIOpsl TeKyIIero KaJleHIapHoro roia
COCTABJISIFOT HOMEHKJIATYPY JI€J1 CTPYKTYPHOTO MOJIpa3/IeJI€HUs U MPEACTABISAIOT €€ OTBETCTBEHHOMY
3a COCTaBJIEHUE CBOJAHONM HOMEHKJIATyphl Jen. HoMeHknaTypa Aen CTpYKTYpPHOTO MOJpa3aeieHHs
COCTABJISIETCS JIULIOM, OTBETCTBEHHBIM 32 BEJICHHE JACJIONPOU3BOCTBA CTPYKTYPHOTO MOAPA3ACIICHHUS,
COTJIACOBBIBAETCSl C DKCIEPTHOM KOMHUCCHEH CTPYKTYPHOTO TOJPA3JCICHHUS W TOIMUCHIBACTCS
PYKOBOAMUTENEM CTPYKTYPHOTO MOJAPA3ACICHHUS.

7.9. BHOBB cO3/1TaHHOE CTPYKTYPHOE IOApa3/IelIeHHe B MECSIUHBIN CPOK pa3pabaThiBaeT HOMEHKIIATYPY
JIeJl CTPYKTYPHOTO TMOAPA3JEICHHsI U MPEACTABIAET €€ OTBETCTBEHHOMY 3a COCTABJIEHHE CBOJIHOMN
HOMEHKJIATyphbl Jell.

[okymeHT co3aaH B 3nekTpoHHon chopme. Ne 25/29 ot 28.10.2025. Ucnonnutens: Napaes K.P. 0 AIEKTPOHHbINA
CrpaHuua 33 u3 58. CTpanuua cosaaHa: 28.10.2025 16:08 =¥ TATAPCTAH



7.10. HomeHkmatypa Jiest CTpyKTypHOTO ITO/Ipa3AeieHUs U CBOIHAS HOMEHKJIATypa JIesl COCTABIISIIOTCS
no ¢popme, ycraHoBieHHoW [lpaBuwiamm oOpraHu3anMy XpaHEHWS, KOMIUICKTOBAaHMA, YydeTa
Y MCTIOJIb30BAaHMS  JIOKyMEHTOB ~ApxuBHOro ¢onga PO u Apyrux apXuBHBIX JOKYMEHTOB
B TOCY/IlapCTBEHHBIX ~ OpraHax, OpraHax MECTHOTO  CaMOYNpaBJIEHHS M OpraHH3alusiX,
yTBEpXKACHHbIMU Npuka3oM Pocapxusa ot 31.07.2023 Ne 77.

7.11. HoMeHkIaTypa Jien noapaszesisieTcsl Ha pa3Jieiibl, KOTOPhIE PAacloilaraloTcsi B COOTBETCTBHU C
YTBEPKIICHHBIM IITATHBIM PAaCHUCaHUEM 00pa3oBaTeIbHON OpraHu3anuu. Ha3BaHusMU pa3enoB
HOMCHKIJIATYpPhbI OCJI ABJIAOTCA HAMMCHOBAHUS €€ CTPYKTYPHBIX HOI[pa3£[eJ’IeHI/H>'I WJIM HalpaBJICHUA
ACATCIIBHOCTH.

7.11.1. Brpade 1 HOMEHKIATYpBI I TPOCTABISIOTCS HHICKCHl Ka)XJIOTO Jiela, BKJIFYEHHOTO
B HOMEHKJIaTypy. WMHOeKc nena cocTOMT U3 HM(PPOBOro 0003HAYEHHS W3 IITATHOIO pPACIUCAHUS
o0Opa3oBaTeNbHON OpraHu3anuu (Koja) U HOPsIKOBOTO HOMEpA 3arojioBKa Jejia 10 HOMEHKJIAType.
Nunekcel gen o6o3navaroTcs apadckumu nudpamu. Hanpumep: 12-05, rne 12 — o6o3Hauenue (kox),
05 — mopsAAKOBEII HOMEP 3aroJjIOBKa JieNa B pas/iesie HOMEHKIATYPHBI Jedl.

B HOMCHKIJIATYpEC A€ COXPAHAIOTCA OAUHAKOBBIC MHACKCHI JJII OAHOPOJHBIX U MEPCXOAAIINX ACTT.

7.11.2. B rpade 2 HOMEHKIATYphl JeJI MPOMHUCHIBAIOTCS 3aroJIOBKH Jied. 3arojioBOK Jelia YeTKo,
B 000011eHHOI (hopMe OTpa)kaeT OCHOBHOE COJIEP)KaHUE U COCTaB JOKyMEHTOB nena. OCHOBOM st
HAaUMEHOBAaHMs (3aroJIOBKAa) JeNl SBISIOTCA  BOIPOCHI, OTpakarouiue 3afadyd U QyHKUIUU
oOpa3oBaTenbHOU OpraHu3anuy. HauMeHOBaHMS JOMONHAIOTCS YKa3aHHWEM poJia 3aBOJMMOTO Jeia
WIM Pa3HOBUIHOCTU JOKYMEHTOB (IIOCTaHOBJIEHHS, IMPHUKa3bl, MPOTOKOJBI U T. A.). Ecmm neno,
BKJIFOYAEMOE€ B HOMEHKJIATYpy [I€J, COCTOMT W3 OJJMHAKOBBIX BHUJIOB WA Pa3HOBUIHOCTEU
JIOKYMEHTOB, B 3ar0JIOBKE TAKOT'O JIeJla YKa3bIBAETCSI HAMMEHOBAHUE BHUJIOB JJOKYMEHTOB, HalpUMeEp
«IIpuka3sl 1O OCHOBHOM JesTeNbHOCTH». He momyckaercs ymnoTpeOJIeHHE B 3arojioBKe Jieia
HEKOHKPETHBIX (DOPMYITHPOBOK («pa3HbIE MaTepHalbl», «oOmas TMepenucKay, «HCXOJsIIas
NepenrucKa», «BXOAAIINC )IOKYMGHTBI»), a TAaKXK€ BBOJHBIX CJIOB, CJIOXHBIX CHHTAKCHYCCKHUX
obopoToB. He momyckaercst ynorpebieHHEe COKPAIICHHBIX CIOB HAUMEHOBAHWM TEPPUTOPHUATBHBIX
OpraHOB UCIIOJIHUTEIBHOM BIIACTH, YUPEXKACHUN U OpraHu3aluil, Kpome o(puraIbHO YCTaHOBICHHBIX
cokparienuii. Ecnu geno 6yaeT cocTosTh U3 HECKOJIBKUX TOMOB WJIM YacTel, TO COCTaBIsETCs 001Ut
3arojIOBOK JieNla, a3aTeM IpH HEOOXOJUMOCTH COCTaBISIOTCS 3arojOBKM KaXKJOro ToMa (4acTu),
YTOUHSIOIIUE COAECP/KAHUE 3ar0J0BKa JIeIIa.

HOpSII[OK PAacCIIOJIOKCHHA 3aroJIOBKOB J€JI BHYTPU pa3ZciIOB U MMOAPA3ACIIOB HOMCHKIIATYPBI JCJI
OMpeaACICTCA CTCICHBIO BA’)KHOCTU JOKYMCEHTOB, COCTABJIAIOIIUX JI€JIa, U UX B3aUMOCBS3bIO. Brauane
pacnoJrararoTcs 3aroJIOBKu ACJI, COACPKAINIUX OPTaHU3aATUOHHO-PACTIOPAAUTCIIBHYO JOKYMCHTAILIUTO.
I[anee pacrojararoTcCAa 3aroJIOBKM 1€J1, COACPKAIIUX TIJIAHOBLIC 1 OTUCTHLIC JTOKYMCHTBI U T. 1.

[Topsanox pacrosnoxkeHus: 3arojoBKOB i€ BHYTPH pa3/eioB U MOAPA3JEIIOB HOMEHKIATYPbI el
OMpENENSAETCS CTENEeHbI0 BAXHOCTH JOKYMEHTOB, COCTaBIISIIOUIMX J€Jia, W UX B3aUMOCBS3BIO.
B Hayane pacnonaratoTcsi 3arojIOBKM JeJ, COJEpKallMX OpraHU3al[MOHHO-PACHOPAIUTENbHYIO
JIOKYMEHTAIMI0. 3ar0JIOBKH JIeTT MOTYT YTOYHSTHCS B mporiecce (GopMUPOBAHUS U O(OPMIICHHS JIe.

B HOMeHKIaTypYy JIe BKIIFOYAIOTCS TAKXKE Jelia, He 3aKOHYSHHBIC IIPOM3BOICTBOM JIeJTa TIPOIILIBIX JIST
(nepexoasiue).

7.11.3. T'padpa 3 HOMEHKIATypbl €1 3aloJIHAETCS B TEUEHHE KaJleHJApHOTO TroJla — IIpH
(hopMHPOBaHUM HOBOTO JIeJa, IPU 3aKPBITUH JIea U N0 OKOHYaHUU KaJIeHJAapHOTO roja.

ITo noctmxenuu aeaoM oobema B 250 TMCTOB, TOM 3aKpBIBAETCS M OTKPHIBAeTCsl HOBBIN TOM. B rpage
MOCJIEZIOBATENbHO YKa3bIBAIOTCS HOMEpa TOMOB U KpallHHME JaThbl JOKYMEHTOB KaXKIOro TOMa.
Hanpumep «T1 — 11.01.2026-30.06.2026, T.2. — 01.07.2026-30.12.2026».
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3JI€KTpOHHBIe AcJIa Ha TOMa HC pasaCIgrOTCH. Bce 9JICKTPOHHBIC JOKYMCHTBI, HC3aBUCUMO
OT UX O6L€Ma, BKIIFOYAIOTCA B OAHO 3JICKTPOHHOC ACIIO0.

7.11.4. Brpade 4 yka3plBacTCs CpOK XpaHEHHUs Jejla, HOMEpa CTaTed I10 TUIIOBOMY HJIM
BEJIOMCTBEHHOMY IE€pPEUHI0, (peepaqbHOMY 3aKOHY WM MHOMY HOPMATHBHOMY IPAaBOBOMY akKTy,
a MpU UX OTCYTCTBUU — I10 TUMIOBOM WJIM IPUMEPHON HOMEHKIATYpe Jell.

7.11.5. B rpade 5 yka3pIBaroTCs yKa3bIBAIOTCS O0COOCHHOCTH (POPMUPOBAHUS JIeNa M BUJ HOCHUTEIS
nHpopmanuu. B ToM urcie B rpade oTpaxkaroTcs crieluabHbIe CPOKU XPAaHSHHUS JIEJT, TPOCTABIISIOTCSI
OTMETKHU O 3aBCACHHU CJI (B TOM 4YHCJIC B DJICKTPOHHOM BI/II[e), O BBIACJICHUU ACJI K YHUUTOXCHUIO
10 UCTCUYCHUH CPOKOB MX XPAHEHUs, O MECTE XPAaHCHHUS TOJTMHHUKOB JIOKYMEHTOB, O Tiepeaaye Jei
B ApPYI'yIO OpraHu3aLuIo I IPOAODKEHNS BEACHUA U JIp.

B rpade nemarorcst OTMETKH 0 IEPEXOAIINX AeliaX ¢ yKa3aHUEM CTaporo MHJEKCa Jelia B Cllydae ero
u3Menenus1. Hanpumep «Ilepexonsiee ¢ 2026 r. B 2026 — 2030 rr. — 1. 2-2-11».

Ilo AcIaM, KOTOPBIC 110 KaKAM-JIH00 InpuyruHaM B TCUCHUC KaAJICHAAPHOI'O TIoJa HE 3aBOJUIIUCH,
B rpade «IIpumMedanre» HOMEHKIATYpHBI Jel Jenaercs 3anuch — «Jleno He 3aBonminocky. [Ipu aTom
B rpade 3 npocraisieTcs IpoYepK.

7.12. 1o OKOHYAaHUHU KaJE€HJAPHOI'O Irojia B KOHIIE HOMEHKIATYpbI JI€] JIENAeTCs UTOroBasl 3aluch
0 KaTeropusix U KOJIMYECTBE JIeJl, 3aBEJICHHBIX B TEKYIIEM KaJeHJIapHOM roiy. B uToroByrwo 3amuch
CBOJIHOM HOMEHKJIaTypbhl i€ CBEACHHUS BHOCATCA HAa OCHOBAHMM JIAHHBIX, IEpEJaHHbIX
U3 CTPYKTYPHBIX MOApa3/esieHnii 00pa3oBaTeNbHOM OpraHu3aIuu.

8. ®opmupoBanue u opopmieHue aen

8.1. dopmupoBaHue A€l — TPYNIHUPOBKA HCHOJHEHHBIX JIOKYMEHTOB B JieJla B COOTBETCTBUU
C HOMEHKJIATypOU JIeJ]l U CUCTEMATU3alUsl JOKYMEHTOB BHYTPH JI€JIa.

8.2. Jlena B 0OpazoBaTenbHON OpraHu3aiy GOpMUPYIOTCS B CTPYKTYPHBIX MTOJIPA3/IETICHUSX.

8.3. HcrnosnHeHHbIE OKYMEHTHI JOJDKHBI B 10-IHEBHBIN CpPOK CHaBaTbCsl HCIIOJIHUTEIEM JIULLY,
OTBETCTBEHHOMY  3a BEJICHHE  JEJIONPOM3BOACTBA B CTPYKTYPHBIX  NOJpa3AeNeHUsiX,  JJsd
¢dopmupoBaHus uX B ena. Homep aena, B KOTopoe AOJKEH ObITh MOJIIUT JOKYMEHT, ONpeaesser
PYKOBOJIUTENb CTPYKTYPHOIO IMOApa3AelcHus 0oOpa30BaTENbHOM OpraHM3allud WM HCIIOJIHUTEIb
B COOTBETCTBUM C HOMEHKJIAaTypoil aen. Ha nokymeHnte mpocraBisitorca oTtmeTka «B gemo Ne..y,
MOJINKCH UCTIOTHUTENIS WIH PYKOBOAUTENS CTPYKTYPHOTO MOAPAa3IeiIeHUs, AaTa.

Z[OKYMGHTI)I BHYTpPH JCJIa pacClojIararoTcs B XpOHOHOFquCKOﬁ OCICa0BATCIbHOCTH.

8.4. KoHTponb 3a MpaBMIBHOCTBIO (DOPMHUPOBAHUS JI€] OCYILECTBIISIETCSI OTBETCTBEHHBIM 3a apXUB
o0pa30BaTeNbHON OpraHu3aluu.

8.5. Ilpu popmupoBanum ae1 HEOOXOAUMO COOTIOAATH CIICTYIOITHE OOITHE TTPaBUIIa;

e TIOMEUIaTh B JIEJIO TOJIBKO MCIOJHEHHBIE JOKYMEHTHI B COOTBETCTBHM C 3arOJIOBKaMH JI€]
10 HOMEHKJIAaType;

e TPYNIHPOBATH B JIENO JOKYMEHTBI OJTHOTO KaJIEHIapHOI'O TOAa;

e pa3leiabHO TPYNIUPOBAaTH B Jella JOKYMEHTbl IIOCTOSIHHOTO U BPEMEHHOTO CpPOKOB
XpaHEHUs;

e TIOMEUIaTh B JieNia KCEpOKONHH (pakcos, TeneoHorpaMm Ha OOIIUX OCHOBAHMSIX;

e B JIEJIO HE JIOJDKHBI IOMELATHCS JOKYMEHTBI, TI0JIEKaIINe BO3BPATY, JUIIHHUE IK3EMILIAPBI,
YEPHOBUKHU: TI0 00bEMY /€TI0 He T0JKHO MpeBbimath 250 nuctoB win 4 cM. [Ipu Hanuuumn
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B JIeJie HECKOJIBKUX TOMOB (4acTei) MHIIEKC M 3ar0JI0BOK JIeJia MPOCTABISAIOTCS Ha KaKIOM
TOME C TI00aBJICHUEM «TOM 1», «TOM 2» (TIOCTeaHU ).

8.6. OcoObIe TpeboBaHUs K OPMHUPOBAHUIO OTICITBHBIX JCII.

8.6.1. PacnopsimuTenbHbIE JOKYMEHTBI TPYIIIIUPYIOTCA B J€J1a [10 BUAAM B XPOHOJIOIMYECKOM MOPSIIKE
C OTHOCAILIMMHUCS K HUM IIPUIOKEHUSAMH.

8.6.2. VYcTaBbl, MOJOXKEHUS, WHCTPYKLHUHU, YTBEPKIACHHBIC PACHOPSAUTEIBLHBIMU JOKYMEHTaMH,
SIBJISIFOTCS TIPWJIOKEHUSMU K HUM U TPYNIHUPYIOTCS BMECTE C YKa3aHHBIMHU JOKymMeHTamu. Ecnu xe
OHHU yTBEPXkJICHBI B KAUECTBE CAMOCTOATEILHOTO JOKYMEHTA, TO UX IPYNIHUPYIOT B CAMOCTOSITEIbHbBIE
nena.

8.6.3. Ilpuka3bl 10 OCHOBHOH JA€ATEIbHOCTU TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B IO JINYHOMY
COCTaBy.

8.6.4. Ilpuka3pl 1O JUYHOMY COCTaBY TPYIIUPYIOTCS B Ji€jia B COOTBETCTBUM C yCTAHOBIICHHBIMU
CPOKaMH UX XpaHECHMUS.

8.6.5. HpOTOKOHBI B ICJIC pacnojiaratorca B XpOHOJOIHYCCKOM IIOPAAKE IO HOMEpAaM. I[OKYMGHTLI
K IIPOTOKOJIaM, CTPYHIIMPOBAHHLIC B OTACJIBHBIC [1€J1d, CACTCMATU3UPYIOTCA I10 HOMEPaAM ITPOTOKOJIOB.

8.6.6. YTBepKACHHBIE IJIaHbI, OTYEThl, CMEThI, JIUMUTBI, TUTYJIbHBIE CIIUCKU U APYTUE JOKYMEHTHI
IPYyIIUPYIOTCS OTAEJIBHO OT IPOEKTOB.

8.6.7. JlokyMeHTHI B IMYHBIX JI€IAX PACIIOJIAratOTCs 0 MEPE UX MOCTYIIJICHUS.

8.6.8. Ilepemmcka rpynmupyeTcss B paMKax OJHOTO KaJICHIAPHOTO TOJa M CUCTEMaTHU3UPYETCS
B XpOHOJIOTUYECKON MOCIEA0BATENHHOCTH: JOKYMEHT — 3aIPOC — JIOKYMEHT — OTBET.

8.7. Jlena oOpa3oBaTenbHON OpraHu3aluy MNOMJIEKaT O(QOPMIICHUIO TPU HUX 3aBEJCHUU
Y TI0 3aBepUIeHNH KajeHaapHoro roma. OdopmieHue gena — TMOATOTOBKA Jela K XpaHEHHIO
BKJTIOYAET B CeOsl KOMIUIEKC pabOT 1O ONMUCAaHUIO Jiesia Ha 00JI0KKE, TIOJIITUBKE, HyMEpaIluu JHCTOB
Y COCTaBJICHHIO JIMCTa-3aBepuTens aena. OdopMmieHne aea MpOBOAUTCS paOOTHUKAMU CTPYKTYPHBIX
MojApa3AelieHnii 00pa30BaTEIbHOM OpraHu3alui, B 00SI3aHHOCTH KOTOPBIX BXOIUT 3aBEJICHUE
1 (OpMUpOBaHHE JEN, MPH METOJWYECKOW MOMOIIM U MOJ KOHTpOJIeM apxuBa 00pa3zoBaTelbHOM
OpraHu3aIyu.

8.8. Jlena monnexar opopmienuto. [lonHoe odopmiieHre aemna npeaycMaTrpuBaeT:

e TIOJIIMBKY WU TBEPABIN MEPEIJIET JeNa;

e HyMEpaIHIO JMCTOB B JIEJNIE;

e COCTaBJICHHE JIHCTA-3aBEPUTEIIS JIeNa;

e COCTaBJICHHE B OCOOBIX citydasx (Tpu oOpMIICHUH JIMYHBIX eI, U y4eTa 0co00 IEHHBIX
JIOKYMEHTOB) BHYTPEHHEW OMKCU JOKYMEHTOB JIeNa;

e BHECEHHME HEOOXOAMMBIX YTOUHEHUN B PEKBU3UTHI OOJIOKKH JAena (YTOUHEHHE Ha3BaHUS
noJipa3ieNieHus, HHIeKca U 3arojioBKa Jiefia, 1aThl JAena U JIp.).

8.9. CdhopmupoBaHHbI€ Jiea MOAIMIMBAIOT HA YETHIPE MPOKOJIAa B TBEPAYIO OOJIOKKY M3 KapTOHA WU
MEPeTIeTAIOTCSl C yYeTOM BO3MOKHOCTH CBOOOJIHOTO YTEHMsSI TEKCTa BCEX JOKYMEHTOB, JaT, BHU3
U pezosonnii Ha HUX. [Ipu MoAroTOBKE J1eN K MOALIMBKE (TIEperieTy) MEeTATMUECKUEe CKPeIUIeHUs
(ckoOBI, CKpemKu) U3 JOKYMEHTOB yAalstoTca. Jleda TOCTOSHHOTO XpaHEHUs, COCTOSIIHE
U3 HeOPMATHBIX JIOKYMEHTOB, XPAHATCS B 3aKPbITHIX TBEPAbIX HamnkKax C TpeMs KianaHaMu
U C 3aBSI3KaMHU.
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8.10. Ilpu HanMuyuK B Aee HEBOCTPEOOBAHHBIX JIMYHBIX JTOKYMEHTOB (TPYIOBBIX KHIDKEK H JIP.) 3TH
JOKYMEHTBI BKJIAJbIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM MHOJIIMBaeTcs B 3TO Aeno. [Ipu Hammumm
OO0JIBIIIOrO KOJIMYECTBA TAKUX JOKYMEHTOB OHU MOTYT M3bIMAThCS W3 /1€, U Ha HUX COCTaBIISETCS
OT/IeJIbHAsl OIKCh.

8.11. B memsix oOecrieueHHs] COXPAHHOCTU U 3aKpEIUICHHs MOPsKa PACHOJIOKEHUsI JOKYMEHTOB,
BKJIFOYCHHBIX B JIEJIO, BCE JIUCTHI, KPOME JIMCTAa-3aBEPHUTENS, HyMEpYIOTCS apaOCKuMH IHQpamu
B [IPABOM BEpPXHEM YTIIy, HE 3a/ieBas TEKCTa JOKYMEHTA, MPOCTbIM Ipad)UyecKuM KapaHAalIoM WU
HyMepaTopoM. YoTpeOieHne YepHHII U [IBETHBIX KapaHJalei A1 HyMepaluu JHCTOB 3alpenaeTcs.
BHyTpeHHSs onMCh UMEET CaMOCTOSITENIbHYI0 HyMEpaluIo.

JIucTel fe1, COCTOAIMX U3 HECKOIBKUX TOMOB MJIH 4aCTEeH, HyMEPYIOTCA 10 KaXJA0MYy TOMY WIH YaCTH
OTIEIBHO.

dororpaduu, 4epTeKU, AUArpaMMmbl U JPYTHe WILIIOCTPATUBHBIE U CHEHU(HUECKUE TOKYMEHTHI,
MIPEJICTABIISIONINE CaMOCTOSATENbHBIN JIUCT B €N, HYMEPYIOTCS Ha OOOPOTHON CTOPOHE B JIEBOM
BEpPXHEM YTIIy.

Cno’keHHBIN JTUCT pa3BOpaunBaETCs U HyMEpPYETCs B IPaBOM BepxHeM yrity. Ilpu aTom nuct moboro
¢dopmara, MOAUIMTHIA 3a OJUH Kpai, HyMepyeTcsl Kak OJUH JIMCT; JIUCT, CIOXKEHHBIM M IMOALINTHIHN
3a CepeIuHy, IOJUIEKUT MEPEIIMBKE U HYMEPYETCs KaK OJIUH JIMCT.

[TogmmTele B 1€710 KOHBEPTHI € BIOKCHUSAMU HYMEPYIOTCS; IIPA 9TOM BHA4YajIe HyMEPYyeTCs KOHBEPT,
a 3aTeM O4EpEeIHBIM HOMEPOM KaXKIO0€ BJIIOXKEHUE B KOHBEPTE.

[lonmmutelie B A€70 JOKYMEHTHI C COOCTBEHHON HyMepaluei JUCTOB (BKJIIOYas MeyaTHbIE M3/1aHUs)
MOTYT HYMEpPOBAaThCSl B OOIIEM MOPSAJIKE WIM COXPaHITb COOCTBEHHYIO HYMEpaluio, €CIU OHa
COOTBETCTBYET IOPSKOBOMY PACIIOJIOKEHHIO JINCTOB B JIETIE.

B cnydasx oOHapykeHHs OO0JIBIIOrO YHUCIa OMNOOK B HyMEpaliy JIUCTOB Jela B 1€JI0IPON3BOICTBE
IIPOBOAMTCS UX NepeHyMmepanus. [Ipu nepenymepannu JucToB CTapble HOMEpa 3a4epKUBAaOTCS OJTHON
HAKJIOHHOM 4YepTOM U PS/IOM CTAaBUTCS HOBBIM HOMEp JIMCTa; B KOHIE Jiela BKJIAJbIBAECTCS JIUCT-
3aBEpUTEIIb, IIPU 3TOM CTapbli JINCT-3aBEPUTEIIb 3a4EPKUBAETCS, HO COXPAHSAETCS B ACIIE.

8.12. Iy yyeTa KOJIMYECTBA JIUCTOB B JieJie U (PUKCALUU OCOOCHHOCTEH MX HyMEpallui COCTaBIISEeTCs
JHUCT-3aBEPUTENb Jefla. JIOKYMEHT COCTaBISIeTCS Ha OTJENBHOM JIMCTE€ W BKIIIOYACTCA B JEJI0
nocjaeIHUM JHucToM. JlucT-3aBepuTens cocraBisercs 1o (opMme, ycrtaHoBieHHOM IIpaBunamu
OpraHU3alli XpPaHEHHs, KOMIUIEKTOBAHHs, y4YeTa | HCIIOJb30BaHUs JOKYMEHTOB ApPXHBHOTO
¢onna PO u apyrux apXuBHBIX JOKYMEHTOB B FOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyMpaBJIeHUS U OpraHu3alusiX, yTBEpKAeHHbIMU ipuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

Bce mocnenyromue u3MeHEHUS B COCTaBE M COCTOSHUU Jiena (TMOBPEXKICHUS, 3aMeHa MOATUHHBIX
JOKYMEHTOB KOMHSMH, PUCOEAMHEHUE HOBBIX JOKYMEHTOB M T. JI.) OTMEUAIOTCS B JICTE-3aBEPUTE
JieJ1a CO CChUIKOM Ha COOTBETCTBYIOLIHI aKT.

8.13. Ob6noXkKa J1eJ1 MOCTOSHHOTO, BpeMeHHOro (cBbiie 10 J1eT) XpaHeHus: U Mo JUYHOMY COCTaBY
oopmisiercs o Gpopme, ycraHoBieHHOW [IpaBuimamu opraHW3alMyd XpaHEHUS, KOMILICKTOBAaHUS,
yueTa W UCIOJIb30BaHUS JTOKYMEHTOB ApxuBHOro ¢onga PO u apyrux apxuBHBIX JOKYMEHTOB
B TOCYJapCTBEHHBIX ~ OpraHax, OpraHax MECTHOTO  CaMOYIIPaBJIIEHUS W OpPTaHU3aIHiX,
YTBEPXKACHHbIMU NpuKka3oM Pocapxusa ot 31.07.2023 Ne 77.

Ha o6noxke 1em MOCTOSIHHOTO XpaHEHHs BBEPXY HPEAyCMaTpUBAETCs MECTO Ui HauMEHOBAaHUS
MYHHIMIIAIBHOTO apX1Ba, B KOTOPBIK OHU OYyIyT INepenaHbl, a TAKKe€ apXHUBHOIO mudpa B IpaBoM
BEPXHEM U JIEBOM HUKHEM YyIJIaX.
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IIpu odopmiieHun OOJIOKKHM 1€ HauMEHOBaHUE OOpa30BaTEIbHONW OpPraHM3aLUU yKa3bIBACTCS
MOJHOCTBIO 110 YCTaBy, B IMECHUTEIIFHOM Ta/IeXkKe, COKpAIleHHOEe Ha3BaHHE — B CKOOKaXx.

OO0s13aTeaBLHBIMU PCKBU3UTAMU 00J105KKH1 Acjia ABJIACTCA YKa3daHHME KOJIMYECTBa JIMCTOB B ACIIC,
KOTOPOC MPOCTABIACTCA HAa OCHOBAHUUN JIUCTA-3aBCPUTECIIA ACJIa, U CPpOKa XpaHCHUA ACJIa (Ha Jciaax
IIOCTOSAHHOI'O XpaHCHHU MUIICTCA: «XPaHUTh HOCTOHHHO))), KOTOpBIfI IICPCHOCUTCA Ha 06J'IO)KKy Jciia
M3 HOMCHKJIATYPBhI ITOCJIC CBECPKU €r'0 11O CPOKAM XpaHCHUS B IICPCUHC.

8.14. Jlns yueta NOKYMEHTOB OIPEJEJIEHHBIX KAaTErOpHil Aed MOCTOSHHOIO M BPEMEHHOI'O (CBBIIIE
10 5eT) XpaHeHus1, y4eT KOTOPHIX BBI3BIBACTCA CHENM(DUKON TaHHON JTOKYMEHTAlUU (JMYHBIC Jena,
0c000 LIEHHBIE), COCTABIIAETCS] BHYTPEHHSISI OIIMCh JOKYMEHTOB JieJia (Jlajiee — BHYTPEHHSIS OIIKCH).

BHyTpeHHIOI0 onuch HEOOXOIUMO TaKKe COCTAaBJIATH B JeNlaX MOCTOSHHOTO U BPEMEHHOT'O (CBBILIE
10 ner) xpaHeHus, cHOPMHPOBAHHBIX IO PA3HOBUIHOCTSM JIOKYMEHTOB, 3arojIOBKA KOTOPBIX
HE PaCKpPBIBAIOT KOHKPETHOE COJIEPKAHUE TOKYMEHTOB.

BHyTpeHHSISI OMHCHh COCTaBISIETCS Ha OTIEIBHOM JIMCTe 10 ¢opMe, ycTaHoBIeHHOW [IpaBumamu
OpraHM3alliil XpPaHEHHUS, KOMIUIEKTOBAHHUSA, Yy4yeTa MW HMCIOJb30BaHMUS JIOKYMEHTOB ApPXUBHOTO
¢donma PO wu qpyrux apXWMBHBIX JIOKYMEHTOB B TOCYJIaPCTBCHHBIX OpraHax, OpPraHax MECTHOTO
CaMOYIIPaBIICHUS U OpPraHU3alusIX, YTBEpKIACHHbIMH Npuka3zoM Pocapxusa ot 31.07.2023 Ne 77.

K BHYTpeHHeﬁ OIMMCH [A€J1a COCTAaBJIACTCA HTOIOBasd 3alliuCbhb, B KOTOpOﬁ YKa3bIBACTCA I_[H(i)paMI/I
1 NPONHCHIO KOJIMYECTBO BKIIFOYCHHBIX B HEC TOKYMCHTOB U KOJIMYECTBO JIMCTOB BHYTpeHHef/'I OIIMCH.

BHy’[‘peHHﬂﬂ OIMUCb IOAIHMCBIBACTCA €€ COCTABUTCICM C YKAa3aHUCM  JOJDKHOCTHU, IIOAIIMCH,
paCI_HI/I(l)pOBKI/I MOAIIMCHU U HYMEPYCETCs B ACJIC OTACIIBLHO.

9. Oprann3aunﬂ OMMEPAaTUBHOI'O XPAHCHHUSA TOKYMECHTOB

9.1. C momeHTa 3aBeleHUS U J0 Mepefayu el B apXuB 00pa30oBaTeIbHON OpraHM3aldy Jela
XPpaHATCS IO MECTy UX (POPMUPOBAHUS — B CTPYKTYPHBIX MOJIpA3ICIICHUSX.

PykoBoautenn CTPYKTYypHBIX MOJpa3ieleHHil U paOOTHHKH, OTBEYAIOUINE 3a JEIOMPOU3BOJCTBO,
00s13aHbI 00eCIeYnBaTh COXPAHHOCTh JOKYMEHTOB H JIEII.

C 1enpi0 MOBBIIIEHUS] ONEPATUBHOCTH MOMCKA JTOKYMEHTOB JIeja PaclojlaraloTcs B COOTBETCTBUU
C HOMEHKJIATypOu JIell.

Ha KOopCuikax 00103KeK ACJT YKA3bIBAIOTCA MHACKCHI ACJT IO HOMCHKIJIATypE.

9.2. Bblgaua nei, O3HAKOMJIEHHME C JOKYMEHTaMH, HaXOIAIIMMHUCA Ha ONEPAaTUBHOM XpPaHEHUU
B CTPYKTYPHOM TIOJIpa3fiefiecHuH, pabOTHUKaM 00pa3oBaTeNbHON OpraHu3alud MPOU3BOTUTCS
C pa3pelieHust pyKOBOJCTRBA.

9.3. U3psaTue AOKYMCHTOB M3 ACJI MIOCTOAHHOI'O XpAHCHUA JOITYCKACTCA B UCKITFOYUTCIIBHBIX ClIydasX,
I10 3anpocCaM KOMIICTCHTHBIX OPTraHOB W IMPOU3BOAHUTCA C MMCBbMCHHOTO PA3PCIICHHUA PYKOBOAWUTECIIA
O6paSOBaTCHLHOﬁ opraHu3anu ¢ OCTABJICHUCM B ACJIC 3aBepCHHOﬁ KOIIMKU JOKYMCHTA U aKTa
O IpUYXHaxX BbIAa4X IMOJJIMHHHKA.

9.4. CamocrosiTelbHOE  YHUYTOXKEHHE  JIOKYMEHTOB B CTPYKTYPHBIX  MOJApA3JEICHUIX
00pa3oBaTeNbHON OpraHU3aIMH 3aIlpPenaeTcs.

9.5. PabGoTHHKM CTPYKTYpHBIX TMOJpa3JelieHuid HECYT OTBETCTBEHHOCTh 3a COXPAHHOCTh
MOCTYNUBILINX K HUM JOKYMEHTOB U aKKypaTHOe oOpallieHue ¢ HUMH.
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10. ITopsinok nepegavu AOKYMEHTOB HA XpaHeHue
B apXUB 00pa30BaTeIbHON OPraHu3auum

10.1. B apxuB 0Opa3oBaTeabHON OpraHu3ally MepearoTcs Jela IOCTOSHHOTO, BpEMEHHOTO (CBBILIE
10 ner) xpanenus. VIx nepenaya npou3BOAUTCS 11O OIUCAM €.

3aKOHUEHHBIE IETIONPOU3BOJICTBOM JieJia IIOCTOSIHHOTO, BpeMeHHOro (cBbiie 10 jeT) XpaneHus nocie
OKOHYAHUSl KaJEHAAPHOTO T0Ja, B KOTOPOM OHM OBUIM 3aBEACHBI, MOJUIeKAT O(OPMIICHUIO
B COOTBETCTBUU C HACTOAIIEH MHCTPYKLIMEH U MEepPealoTcs B apXUB 00pa3oBaTeIbHON OpraHu3alluu.
[Ipuem ocymecTBisieTcss 1O rpaduky, COTJIACOBAHHOMY € PYKOBOJIUTENSIMH  CTPYKTYPHBIX
MO/Ipa3IelIeHui U YTBEP)KICHHOMY pyKOBOAUTEIEM 00pa30BaTelIbHON OpraHu3alltu.

10.2. B nmepuox mOATOTOBKM CTPYKTYPHBIMH IOAPA3JECICHUAMH el K IIepellade B apXuB
00pa3oBaTeNbHON OpraHU3alyy OTBETCTBEHHBIHN 32 apXHB MPEIBAPUTEILHO IPOBEPSET NPABUIBHOCTD
ux opMupoBaHus, O(GOPMIEHHUS U COOTBETCTBHE KOJIMYECTBA JE€J, BKJIIOYCHHBIX B OIUCH,
KOJIMYECTBY JEJI, 3aBEICHHBIX B COOTBETCTBHM C HOMEHKJIATYpOil. Bce BBIABIECHHBIE IIPU NPOBEPKE
HE/JIOCTaTKU OTBETCTBEHHBIE 3a JEJIONPOU3BOJACTBO CTPYKTYPHOI'O MOJpa3fieieHUus 00s3aHbl
YCTPaHUTb.

10.3. IIpueM Kaxmoro aenaa NpOU3BOANUTCS OTBETCTBEHHBIM 3a ApPXUB B IPUCYTCTBUU OTBETCTBEHHOT'O
3a IeJONPOU3BOJICTBO CTPYKTYPHOTO noapasaesieHus. Ha sk3eMIuisipax onucu NpoTUB Kaxa0ro Jena,
BKJIFOUEHHOI'O B HEE, JEJIaeTCsl OTMETKA O HAJIMYMM Jela. B KOHIle KaKAoro sK3emIuiipa OIUCU
YKa3bIBalOTCA LU(pPaMU U MPOMHUCHI0 KOJIWYECTBO (PAKTHUECKH NPUHATHIX B apXuB e, HOMepa
OTCYTCTBYIOLIUX [IEJI, AaTa IpueMa-repesadu Aesl, MOANUCH OTBETCTBEHHOIO 3a apXUB U PabOTHUKA,
IepeAaBLIero Aeia.

10.4. Jlena B apXuB JAOCTaBIISIFOTCS] pAOOTHUKAMHU CTPYKTYPHBIX MO/Ipa3esICHUH.

10.5. B cimyuyae NMUKBHIAUM CTPYKTYPHOTO TMOAPA3/ACIICHUS OTBETCTBEHHBIN 3a JEIOMPOU3BOACTBO
B TEUEHHE JIByX MECAILIEB C MOMEHTAa JMKBUIAIMH TMOJpa3ieicHuss (GOpMUPYET BCE HMEIOIIUECS
JIOKYMEHTHI | MEpeIaeT B apXUB 00pa30BaTEIbHON OpraHU3alMK HE3aBUCHUMO OT CPOKOB XpPaHEHUS,
MpU peopraHu3alii 00pa30BaTENbHON OpraHU3alluU JOKYMEHTHI TEepearoTcsl MO akTy IpuemMa-
nepeaady MpaBoNpPEeeMHUKY WITH TIPU OTCYTCTBUU MPABONPEEMHUKA — B MYHUIIUIIAJIbHBIN apXUB.

11. DKkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DOkcmepTu3a IIEHHOCTH JOKYMEHTOB — OINpEAETICHHE COOTBETCTBUS JIOKyMEHTa M (WJIN)
JIOKYMEHTOB KPHUTEpHUSIM €ro (Mx) LEHHOCTH B LIENSX OMNpENENIEHHs CpOKa XpaHeHus u otOopa
JOKyMEeHTa M (WJIM) JOKYMEHTOB JUIs JAJs NepeAayd Ha XpaHEHUs B apxuBe 0o0pazoBaTeIbHOMN
OpraHU3alVy WIX BBIJIECICHNS K YHUUYTOXKEHUIO 110 UCTEYEHUHN YCTAHOBIEHHOTO CPOKA XPAHEHUS.

11.2. DOkcmeptu3a IIEHHOCTH JOKYMEHTOB B 00pa30oBaTeIbHON  OpraHU3allMk  Ha CTaJIUU
JIEJIOTIPOU3BOICTBA TPOBOIUTCS:
e [IPU COCTABJICHUN HOMEHKJIATYPHI JIETT;
e Bporecce (OPMUPOBAHMS el U MPOBEPKU MPABUIHHOCTH OTHECEHHSI JOKYMEHTOB
K JIejIaM;
e IIpU MOATOTOBKE JIEJI K MOCIIEAYIOIIEMY XPaHEHUIO;
e B apXHUBE B MPOLECCE MOJTOTOBKH HA XpaHEHNE B MYHUIIUITAIIbBHOM apXHBE.

11.3. Jlns opraHu3anuy ¥ MPOBEICHHS SKCIEPTH3bI IIEHHOCTH JOKYMEHTOB B 00pa3oBaTENbHOMN
OpraHU3aIMH CO3/1a€TCsI OCTOSTHHO JACUCTBYIOIIAs dKcrepTHas komuccus (nanee — JK).
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11.4. ®ynkuuu u npasa OK, a Taxke opraHuzanus ee padoThl OnpeenseTcs MOJI0KEHUEM, KOTOpoe
YTBEPKAACTCSI PYKOBOAUTEIEM O0pa30BaTeIbHONW oOpraHu3aiuu U (win) cormiacoBbiBaetcs ¢ [[OK
VYnpasiieHue aenamu NpaBUTENbCTBA JHCKOM 00JI1aCTH.

11.5. Dkcneprr3a EHHOCTH JOKYMEHTOB MOCTOSSHHOTO U BPEMEHHOTO XpaHEHUsl OCYILECTBISETCA
©KEroJlHO B CTPYKTYPHBIX MOJpa3AeiIeHUsIX 0O0pa30BaTeIbHOM OpraHu3alud HEMOCPEICTBEHHO
JUIaMHi, OTBETCTBEHHBIMHU 3a JIEJIONPOU3BOJACTBO, coBMecTHO ¢ DK mnpu HemocpeacTBEHHOM
METOJIMYECKOM PYKOBOJICTBE PYKOBOJUTEINS apXrBa 00pa30oBaTelIbHON OpraHu3aluu.

11.6. OTOOp 1OKYMEHTOB /1J15l IOCTOSIHHOT'O XpPAaHEHUsI IPOBOJIUTCS B COOTBETCTBUU C HOMEHKIIATY PO
nen oOpa3oBaTelIbHOM OpraHU3allMi, TUIOBBIMH M BEJOMCTBEHHBIMH MEPEUHSIMH JOKYMEHTOB
C YKa3aHUEM CPOKOB MX XPAHEHUS IyTeM MMOCTPAHUYHOTO MPOCMOTPA JeIl.

B ACIaX TIOCTOSAHHOI'O XpaHCHHUA MOMJICKAT UIBATHUIO IIYGHGTHBIG 9K3CMILIAPbI JOKYMCHTOB,
YCPHOBHUKH, HCOCI)OpMJ'ICHHLIC KOIIMHU JOKYMCHTOB U HC OTHOCAIIHUECSA K HUM JOKYMCHTHI.

Hena ¢ ormerkoit "OIK"/"OK" moaBeprarorcst TakyKe MOTUCTHOMY IMIPOCMOTPY € LENBIO ONPEIeICHUs
U BBIJIEJICHHSI U3 UX COCTaBa JIOKYMEHTOB, MOAJIEKAIINX [TOCTOIHHOMY XpaHeHHIo. Jlena ¢ oTMeTKoi
"OIK"/"OK«, comepxamie TOKYMEHTHI MOCTOSHHOTO XpaHEHHWs, MOJUIeKaT nepedOpMUPOBAHHIO.
Brienennble U3 X cocTaBa JJOKYMEHTHI IIOCTOSSHHOTO XPaHEHUs! MPUCOECTUHSIIOTCS K OJJTHOPOJHBIM
nenaM 1 opOpMIIIIOTCST B caMOCTOATENbHbIE fena. CpoKH XpaHEHHs! A€, COAEPKAIIUX OCTABIINECS
JOKYMEHTbl BPEMEHHOI'0 XPaHEHMsl, ONPENENIOTCs IO BEOMCTBEHHOMY (M TUIIOBOMY) IE€PEYHIO
JOKYMEHTOB C yKa3aHHEM CpPOKOB WX XpaHEHHs W HOMEHKiarype pen. llommmBka BHOBB
c(OPMHUPOBAHHBIX J€JI IPOU3BOIUTCS TOJIBKO [OCIIE 3aBEPLICHUS SKCIIEPTU3bI LICHHOCTH JOKYMEHTOB.

OHOBPEMEHHO ¢ 0TOOPOM JOKYMEHTOB IOCTOSIHHOTO M BpeMeHHOTo (cBbiie 10 j1er) XxpaHeHus JUis
nepelayd B apXUB B CTPYKTYPHBIX IOAPA3JENCHUIX IPOBOIUTCS OTOOp J€d U JOKYMEHTOB
BpeMeHHoro (110 10 et) XpaHeHHs, MNOMISKAIUX JalbHEHIIEMY XpaHEHUIO0 B CTPYKTYPHBIX
MO/IPA3JCNIEHNUSAX, BbBIICICHUE K YHHUTOXKEHHMIO JIeJ1  3a MpeAblAylIue KaJeHJapHble TOJbl
C UCTEKIIMMHU CPOKaMHM XpaHeHus. lIpu STOM yudWTBHIBarOTCS OTMETKM B HOMEHKIAType Jei
«/lo munoBanus Hanoo6HocTH» (JAMH), «Ilpu ycrnoBuu 3aBepiieHus npoBepKu (PEBU3UH)» U T. II.

[TapannensHO TpoBEPSIETCS KAUYECTBO U MOJTHOTA IEHCTBYIONIECH HOMEHKIIATYPHI JIe7T 00pa30BaTeIbHOM
OpraHu3alyy, NPaBUIBHOCTh OMNPENEICHUsI CPOKOB XPAaHEHHUs JeJ, 3aBEJCHHBIX B COOTBETCTBUU
C HOMEHKJIaTypol JieJ, COOJIIOIGHHE YCTaHOBJIEHHOTO Topsaka OQOpMIIEHHUS JIOKYMEHTOB
1 (OpPMUPOBAHHUS JIEI.

11.7. ApxuB NpPOBOAUT 3KCIEPTH3y IEHHOCTH JOKYMEHTOB IpU OTOOpPE HX Ha XpaHEHUE IOJ
HEMOCPEJCTBEHHBIM METOAMYECKUM PYKOBOJICTBOM MYHUIIUMIAIBHOTO apXUBa DHCCKOM 001acTH.

11.8.B cirydace O6Hap}/')KCHI/I$I B IIpo1ecCe NMpPOBCACHUA SKCIICPTU3BI HCHHOCTH NJOKYMCHTOB B apXUBC
HEAOCTAYN JOKYMCHTOB IHOCTOSAHHOI'O XpaHCHUA COOTBETCTBYIOIINMU CTPYKTYPHBIMU
noapasaCICHUAMU O6pa3OBaTeJlBHOf/'I opraHru3alu OOJIKHBI OBITh MMPUHATEI MEPBI IO PO3BICKY 3THUX
JAOKYMCHTOB.

CtpyKTypHBIE MOpa3ieieHnsi 00pa30BaTeIbHON OpraHu3aluy 00s13aHbl CUCTEMATHYECKHU OMUCHIBATD
JOKYMEHTHI 110 IMYHOMY COCTaBy U JOKYMEHThl BpeMeHHoro xpaHeHust (cBoime 10 mer),
o0ecrneunBaTh UX COXPAHHOCTb U yUerT.

11.9. Ha Bce 3aBepIlieHHBIE JEIOMPOU3BOJCTBOM Jelia MOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 ner)
XpaHEHUsi U IO JUYHOMY COCTaBy, MpPOLIEAIINE JKCHEPTHU3Y LEHHOCTH U 0(OpMIICHHbIE
B COOTBETCTBUM C HACTOSIIUMH TPEeOOBAaHHMIMM, €KETOJHO COCTAaBIIAIOTCA onmucH aen. OTaenbHas
ONMHCh JeNl TPEACTaBiIseT coOOiM IepeueHb JeNl C CaMOCTOATEIbHOM BajoBOM (MOPSIKOBOM)
HyMeparuen.
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Omucu ACT COCTABJIANOTCA OTACIBHO Ha ACJIa IMOCTOAHHOI'O XpaHCHHA, ACJIa BPCMCHHOI'O (CBBIH_Ie
10 neT) XpaHeHws, Jena IO JMYHOMY cocTaBy. Omwmcu 1en  ohopMIIIOTCs 1o GopMam,
YCTaHOBJICHHBIM HpaBI/IJIaMI/I opraHu3alvi XpaHCHHA, KOMIIIICKTOBAHUA, YUCTa W HCIIOJIb30BAHHWA
JOKYMEHTOB ApXxuBHOTO GoHAa PO M Apyrux apXuBHBIX JOKYMEHTOB B TOCYJAapPCTBEHHBIX OpraHax,
OopraHax MECTHOIO CaMOYIIPABJICHMS U OpraHU3alMAX, YTBEPKICHHbIMM IIpUKa3oM Pocapxusa
ot 31.07.2023 Ne 77.

Omnucu A€ COCTAaBIIAOTCA B KaXKAOM CTPYKTYPHOM IOAPA3ACICHUN O6pa3OBaT€HBHOﬁ OpraHu3anuu
CIKCTOAHO B IBYX 3K3CMILJIAAPaAXx.

Ilo >TuM omucsaM mnmoapasaciICHuA CAar0T TIOKYMCHTEI B apXHUB O6p330B3T€J'IBHOfI OopraHu3aluu.

OTBETCTBEHHOCTb 3@ CBOEBPEMEHHOE M KaUeCTBEHHOE COCTaBJICHHUE OIHUCEH Jen CTPYKTYpHBIX
HOJPa3/AeIeHUI HECYT PyKOBOJUTEIH ITUX IOAPA3ACICHUMN.

11.10. Ilepen BHeceHHeM 3arojIOBKOB JieJ B OMUCH MPOBEPSAIOTCS KayecTBO (HOPMUPOBAHUS
1 0OpMIICHHUS 1€, COOTBETCTBHE KOJUYECTBA /1€, BHOCUMBIX B OIMCh, KOJIMUYECTBY 3aBEJICHHBIX JIEJT
110 HOMEHKJIaType 00pa30BaTeIbHON OpraHU3aIliH.

IIpu npocMoTpe Aei IpOBEPSIOTCA:
e COOTBETCTBME 3aroJIOBKa JIeJ1a COJIEPKaHUI0 JOKYMEHTOB B JIEJIE;
e IPaBWJIBHOCTh O()OPMIIEHHUS U IPYHIUPOBKU JOKYMEHTOB, BKIIFOUCHHBIX B JIEJI0;
e Ka4yecTBO MNOJIIMBKU WM NIEpeIIeTa JIeNa;
e TPaBUIBHOCTb HyMEpaLUH JINCTOB JIEN1a;
e HaJM4YME B JIeJie B HEOOXOUMBIX CllydasX BHYTPEHHEH ONuCH;
e IPaBHIBLHOCTh O(OPMIIEHUS O0JIOKKH JeIa;
e HaJIMYHME U NPAaBUIBHOCTH OPOPMIICHHS JIUCTA-3aBEPUTEIS JIea.

B cnyuae oOHapy»keHUs HapyllIeHUs] YCTAHOBJICHHBIX IPABUII POPMHUPOBaHUS U 0(OPMIICHUS €]l OHU
JIOJKHBI OBITh YCTPaHEHBI.

B cnyuae oOHapyXeHHsI OTCYTCTBHSI J€Jl, YHUCISAIIMXCS IO HOMEHKJIAType Aen o0pa3oBaTelIbHOMN
OpraHu3alH, CTPYKTYPHBIM I10/Ipa3/ieJIeHHeM IPUHUMAIOTCS MEPHI [0 UX po3bIcKy. OOHapYKEeHHbIE
JieNla BKJIIOYAIOTCSl B ONUCh. ECnu MpuHATBIE MEphl HE JalM Pe3yJbTaTOB, TO Ha HEOOHAPYKEHHbIE
JIeJIa COCTAaBJISIETCS CIIPABKA O MIPUUYMHAX OTCYTCTBHS JI€], KOTOpasi MOANKUCHIBAETCS PYKOBOAUTEIEM
CTPYKTYpPHOTO TOApA3JIENeHUs U MepeaeTcs BMECTE C OMHCHIO JIed CTPYKTYPHOI'O MOJPA3AeICHUS
B apXMB 00pa30BaTeIbHOM OpraHu3aluy.

11.11.ITpu cocTaBneHUU OMUCH AeN COONIOAAIOTCA CeayIolIe TpeOOBaHus:
e 3aroJIOBKH JIeJ B OMHMCH JOJDKHBI COOTBETCTBOBAThH 3arojIOBKaMm JIeJ B HOMEHKIIAType /el
¥ TOMY, YTO BEIHECEHO Ha 00JIOKKY, B COOTBETCTBHH C IPUHATON CXEMOW CUCTeMAaTU3AIIHH;
e KaXJO€ JCJI0 BHOCUTCS B OMKCH MOJI CAMOCTOSITEIILHBIM TOPSIKOBBIM HOMepoM. Ecin 1emo
COCTOMT U3 JIBYX U 00Jiee 4acTell Wil TOMOB, TO KaXKJasi 4YacTh I TOM BHOCHTCS B OIIHCH
MOJI CAMOCTOSITETHbHBIM HOMEPOM.

11.12. I'padsl onmcu 3aNOTHAIOTCS B TOYHOM COOTBETCTBHH C TEMH CBEJICHUSIMHU, KOTOPHIC BEIHECEHBI
Ha O0JIOKKY Jiena.

11.13. Ilpu BHecE€HHWH B ONHUCHh MOAPAA JI€NT C OJUHAKOBBIMU 3aroJIOBKAMHM MHUIIETCA TMOJHOCTHIO
3aroJIOBOK MEPBOTO Jela, a BCe OCTallbHbIE OAHOPOIHBIC Jenia 0003HavYaroTCs cioBamMu «To xxey», mpu
ATOM JPYTHE€ CBEACHHS O JeJIaXx BHOCSTCS B OMHKCH IMOJHOCTHIO (HAa KaKOM HOBOM JIMCTE OIHUCH
3aroJIOBOK BOCIIPOU3BOJIUTCS TIOTHOCTHIO).
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11.14. I'pada onucu «lIpumeyanue» HCMONB3yeTCs IS OTMETOK O MpUEMe Ael, 00 0COOEHHOCTAX
uX QU3UYECKOTO COCTOSHMS, O Iepeade Aea APYTUM CTPYKTYPHBIM IHOAPA3AEIECHHSIM CO CChIIKON
Ha HEOOXOAMMBIN aKT, 0 HAJIMYUHU KOIIUH U T. 1.

11.15. B KoHIe omMcH BCHCH 3a IOCICAHEH ONMCATCILHOM CTAaThbel JEIIacTCS WTOrOBas 3allMCh,
B KOTOpPO# yKa3biBaeTcs (IUppaMH U MPOIKCHI0) KOJIHYECTBO JEN, YUCIIALIIUXCS 11O OIMHUCH, TIEPBBIN
Y TIOCTICTHUI HOMEpA JIeJT 10 OIMCH, a TAK)KE OTOBAPHBAIOTCS OCOOCHHOCTH HyMEpAIIMH JIEN B OIKUCH
(JTuTepHBIC HOMEpPA JeJT U IPONYIIEHHBIC HOMEPA).

11.16. Onuce J1en CTPYKTYpPHOrO MOJAPA3JICTCHUSI MOIMUCHIBAETCS PYKOBOIUTEIEM CTPYKTYPHOTO
MOJIpa3IeIICHUsI.

Omnucu CTPYKTYPHBIX l'IOI[paSI[CJ'ICHI/Iﬁ CIIy’Kat OCHOBOM IJI1 COCTaBJICHUA I'OJOBOI'o pasaciia OIrcu
piI(SA) | OGp%OBaTCHBHOﬁ opraHusanuv, MNpeaucCiIOBUsA, TUTYJILHOI'O JIMCTA, IMOAIOTOBKAa KOTOPOIo
BO3JIaracTcCsia Ha apXuB O6paSOBaT€HBHOﬁ OpraHu3anuu.

11.17. Tlo pe3ynbTaTam SKCIEPTU3bI ICHHOCTU JIOKYMEHTOB COCTABJISIOTCS OMTUCH JIEJ TIOCTOSIHHOTO,
BpeMeHHOro (cBbime 10 JieT) XpaHeHUs U MO JUYHOMY COCTaBy, a TAKXKE aKThl O BBIICICHUH AEI
K YHUYTOKECHHIO.

11.18. AKT 0 BBIJCJICHUU K YHHUUYTOXKEHHIO JIOKYMEHTOB COCTaBIISIETCS, KaK MpPaBUJIO, HAa BCe Jela
oOpa3oBaTeNpHOW oOpraHu3anuu. Eciau B akTe ykazaHbl Jejla HECKOJBKHUX  CTPYKTYPHBIX
M0/Ipa3JeJIEHNH, TO Ha3BaHUE KaXJI0I'0 CTPYKTYPHOTO IMOJPa3/IeIeHUsl YKa3bIBaeTCs Mepel TPynIoin
3aroJ0BKOB JIeJI 3TOT0 Mo/ipa3AeiaeHHs. 3aroJ0BKU OJTHOPOJHBIX J1e]1, OTOOPAHHBIX /ISl yHUUTOXKEHUS,
BHOCSTCS B aKT 110]] OOIIMM 3aroJIOBKOM C YKa3aHHEM KOJIMYECTBA /I, OTHECEHHBIX K IaHHOU IpyTIIie.
Jlena BKJIFOYAIOTCS B aKT O BBIJCJIIEHUH UX K YHUUTOXKEHHUIO, €CIIU MPEyCMOTPEHHBIN Il HUX CPOK
XpaHEHUsi UCTEK K | sHBapsi rojaa, B KOTOPOM COCTaBJIEH akT, NPU HaJIUYUU YTBEPKIACHHON
(cormacoBaHHOM) OMMCH 32 3TOT MEpUOA. AKT O BBIJCNCHHMM K YHUUYTOXKEHUIO JOKYMEHTOB
cocraBisieTcst popMe, ycTaHOBIeHHOH [IpaBuiiaMu opranu3anuy XpaHeHMsl, KOMIJIEKTOBaHUS, yUeTa
U UCTIOJIb30BaHMUsL  JIOKyMEHTOB ApXxuBHOro ¢onga PO u apyrux apXuBHBIX JOKYMEHTOB
B FOCYy/IapCTBEHHBIX  OpraHax, oOpraHax MECTHOIO  CaMOYIpPAaBJIEHHS U OpraHU3alusX,
yTBEPXKACHHbIMU Npuka3oM Pocapxusa ot 31.07.2023 Ne 77.

CornacoBannble OK oOpa3oBaTenbHON OpraHM3allud akThl YTBEPXKIAIOTCA  PYKOBOJHUTEIEM
o0pa30BaTeNbHON OpraHM3aluy MPU HAIUYUU YTBEPKIAECHHBIX OMUCEH /€] MOCTOSHHOIO XpaHEHUs
U COTJIaCOBAaHHBIX OMMCEH /e M0 JINYHOMY COCTaBy 3a TOT ’Ke Mepuo/l, Mociie 4ero oopa3oBaTesbHas
OpraHM3alys UMEeT IPaBO YHUUTOXKATh JI€J1a, BKIIOUEHHBIE B IAHHBIE aKThI.

Horpy31<a 1 BbIBO3 HaA YTHJIM3AalHUIKO OCYHICCTBJIAKOTCA IIOA KOHTPOJEM OTBETCTBCHHOTO 34 apXUB
O6p330BaT€J'IBHOI\/’I opraHu3anyi UJIM OTBETCTBCHHOI'O 3a ACJIOMPONU3BOJACTBO.

12. Ilepenaya 10KYyMEHTOB HA XpPaHEHHE B MYHUIIUNIAJIbHBIN apXUB
12.1. Tlepenaua Ha XpaHeHue B MyHUIIMTIATBHBIA apXWB DHCKON 00JIACTH TOMJIEKAT JOKYMEHTHI
BpeMeHHBIX (cBbime 10 1eT) CpOKOB XpaHEHHs, B TOM YHCIIE IO JUYHOMY COCTaBY, €CIH HHOE

HC YCTaHOBJICHO HeﬁCTBYIOHIHM 3aKOHOJAaTCIIbCTBOM.

12.2. Tlepenaya aen B MyHULIMIAIBHBIA apXUB OCYIIECTBIIAETCS MO aKTy IpHUeMa-Tepeaun apXuBHBIX
JIOKYMEHTOB Ha XpaHEHUE U B 3apaHee COIIACOBAHHbIE C MyHHUIIMIIAILHBIM aPXHUBOM CPOKHU.

13. Ucnoib30BaHMe JOKYMEHTOB apXuBa 00pa30BaTe/IbHON OpraHu3anuu
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13.1. JIokyMeHTHI W jiefla, HaXOJALIMECs Ha XpaHCHHHM B apXHBeE, MPEACTAaBIAIOTCS pPaOOTHHKAM
CTPYKTYPHBIX MNOJpa3/eleHuil 1 paboThl B OMEIICHUU apxuBa MM BO BpeMEHHoOe (He Ooiee
Mecs11a) [10JIb30BaHNE BHE apXUBa I10]] pPAaCIIUCKY B JKypHaJle y4yeTa Bbliauu aen (mpuiokenue Ne 11).

13.2. PaGotHukM 00pa3oBaTelNbHON OpraHU3alMd HECYT OTBETCTBEHHOCTh 3a COXPAaHHOCTb
Y TIPaBUJIBHOE MCIIOJIB30BAHHE TOTyYEHHBIX APXUBHBIX JTOKYMEHTOB.

13.3. U3psTHE TOKYMEHTOB U3 apXUBHBIX JEJ, epeiada paboTHUKAM CTPYKTYPHBIX MOIPa3/IeIeHUi
apXUBHBIX JOKYMEHTOB WJIM HX KONUIl pabOTHUKAM JApyrUX OpraHu3anuid 0e3 pa3penieHus
PYKOBOJCTBA HE JJONYCKAeTCsl.

13.4. Tlpu pabGoTe c apXMBHBIMH JOKYMEHTAaMH HE pa3peliacTcs BHOCHTh B HHX IpaBKy, JeNaTh
IIOMETKH, paboTaTh C HUMU BHE CIIy>KEOHBIX TOMELICHUH.
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[Ipunoxenne Ne 1
Kk MHCTpYKIIMHK 1O AETONPOU3BOICTBY

bnank nokanbHOTO aKTa
MyHunumnansHoe 010/ PKeTHOE 00111e00pa3oBaTeIbHOE YUPEKICHUE
«KyszemberbeBckas cpeansis odnieobpazoBarenbHas mkona uM. X.I". XycanHoBay
MeH3eIMHCKOro MyHUIMNanbHoro paiiona Pecrybnuku Tatapcran
(MBOY «KyzemberpeBckas COIL um. X.I". Xycannosa)

YTBEPXJAIO !

(I0OJKHOCTb PYKOBOJHTENIST)

2
(moauce) (N.0. Damumms)

3
(nara)

MNOJOKEHUE/MOPAJOK/MHCTPYKIUA
0

1. O01mme noJsI0KeHNs
I.1...
1.2...

2. HazBanmue pa3aeJa
2.1...
2.2...

3. Ha3zpanmue pa3nena
3.1...
3.2...

4. Hazpanue pa3zaena
4.1...
4.2...

5. HazBanmue pa3aena
5.1...

52..

6. Hazranwe painena
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6.1...

6.2..
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[Ipunoxenne Ne 1
k [Tonoxenuto/ITopsaky/UHcTpyKITnn

3aroJi0BOK NMPUII0KEHUS

Tekcr NMPUIIOKECHUSA

Ha 6nanke 10KyMeHTa MOJKET MPOCTABIATLCS PekBU3HT «I'pud) cornacoBanus aokymeHTa». PekBusut opopmsiercs no tpeboBanusm mynkra 5.20 FOCT P 7.0.97-2025.

1. Ilpu yTBepXKACHUH TOKYMEHTA JA0JKHOCTHBIM JIMIOM rpud yTBepkaeHHs cocTonT 3 cinosa YTBEPXKJIAIO; HauMeHOBaHNMS TOMKHOCTH JIMLA, YTBEPAKIAIOMIErO JOKYMEHT; €r0 MOAMNUCH; HHUIIHATIOB;

damunmn 1 natel yrBepkaeHus (1. 5.16 TOCT P 7.0.97-2025).
2. Unnmmans! nuiyt nepen pamunueit (. 5.16 TOCT P 7.0.97-2025).

3. HaTﬂ JIOKYMCHTA 3aIMCBIBACTCS B MMOCICI0BATCIIBHOCTH: ICHb MECALIA, MECALL, K(’U’lEH,‘]apHHﬁ o OAHHUM U3 IBYX crocofoB:
— apabckuMu 1dpamMu, pasJielleHHBIMU TOUKOH: 05.06.2026;

— CloBeCHO-IM(POBBIM crocobom, Hanpumep 5 uroHs 2026 . (1. 5.10 FOCT P 7.0.97-2025).
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[Ipunoxenne Ne 2
Kk MHCTpYKIIMHK 1O AETONPOU3BOICTBY

birank npukasa
MyHununansHoe 0r0PKeTHOE 00111e00pa30BaTeIbHOE YUPEXKIEHUE
«Ky3embeTbeBckas cpemnsis oomeodpazoBarenbHas mkoiaa uM. X.['. Xycannosa»
MeH3eIMHCKOTO MyHHITUIAIbHOTO paiioHa Pecrryonuku Tarapcran
(MBOY «Ky3zemberseBckas COLI um. X.I". XycanHoBa)

ITPUKA3

1
(nata)

3aro/10BoOK °*
[IpeamOyia
[TPUKA3BIBAIO:

1. IIPUIIOKCHUC
(1p
Ne 1).

2.

4, KOHTpOHL HCIIOJIHCHU HACTOALICTO ITpHUKa3a

(IOJDKHOCTD PYKOBOJHTEIs) (noamuce) (N.0. damunus)

B nenoNe 3220  rog*

(IOJKHOCTB)

(moamucs)

.20
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[Ipunoxenue 1

K IIpUKa3y

oT Ne

3aroJi0BOK NMPUII0KEHUS

1. lata oJKHA COOTBETCTBOBATH JaTe MOINCAHNs TOKyMeHTa. J[aTy yKasbIBaroT B hopMaTe JeHb, MecAll, roll. MIcronb3yiiTe ofHMH U3 IBYX CIOCOOOB:
— apa6bckue nudpsl, pasaeneHnsie Toukoii: 05.06.2026;

— cioBecHO-IM(POBOIi crioco®, Hanpumep 5 urors 2026 1. (. 5.10 TOCT P 7.0.97-2025).

2. YkaspIBaroT IUpoBOii Wil OyKBeHHO-LH(POBOI HaeHTHHKaTOp JoKyMeHTa (11. 5.11 TOCT P 7.0.97-2025).

3. 3aroJI0BOK K TEKCTY — KPaTKOe COJIep:KaHHe TOKyMeHTa. 3aroJoBoK K TeKcTy (popmyupyercs ¢ npeaorom «O» («O6») n orBedaer Ha Bonpoc «o yeM?» (1. 5.17 TOCT P 7.0.97-2025).

4. OnpenensioT MECTO XPaHEHHs TOKYMEHTA, KOT/la 3aKaHUYMBAIOT ¢ HUM paboTaTh. BKIIOUNTE B OTMETKY:
— cnoBa «B zenoy;
— MHIEKC JIeJIa TI0 HOMEHKJIAType C YKa3aHHEM roja;

— JIOIZKHOCTh OTBETCTBEHHOTO JIMLIA, €ro noamuch 1 aaty (m. 5.30 TOCT P 7.0.97-2025).
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MyHunumnansHoe 010/ PKeTHOE 00111e00pa3oBaTeIbHOE YUPEKICHUE

bnank IIpOTOKOJIa

[Ipunoxenne Ne 3
K MHCTpyKIMH 110 1ENTOTTPOU3BOICTBY

«KyszembeTbeBckas cpeansis obmeodpazoBatenbHas mkona umM. X.I'. Xycannosa»

MeH3eIMHCKOro MyHUIMNanbHoro paiiona Pecrybnuku Tatapcran

(MBOY «Ky3zemberbeBckas COIL um. X.I". Xycannosa)

Ha3Banue kosuiernajibHOro oprana (KOMuccuu, paboueil rpymninsl 1 T.I1.)

(nara)

IMPOTOKO.I

(MeCTO COCTaBJICHUS)

IIpencenarens:
Cexkpertapsb:
[TpucyrcTBOBaNIN:

OTcyTCTBOBANH:

1. Bonpoc

2. Bonpoc

1O BOITPOCY Ne 1

CJHYIIAJINA:

Damunusa N.0.
damunnga 1.0

Yell. (CIUCOK Mpuiiaraercs)

IHOBECTKA JIHA:

XO/1 3ACEJAHUS

®amunug U.0. — tekcT JAOKJIaZia mpujraracTcs.

BBICTYIINJIN:

N.O. damunus — Kpatkast 3alKCh BHICTYIIIICHUS (OT TPETHETO JIMLA €IMHCTBEHHOTO YNCIIA).
Bomnpocsl, 0TBeThI (IPUBOAATCS B MOPAIKE MOCTYIUICHUS).

IMPOTI'OJIOCOBAJIA:
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3a

«___», TIPOTUB — «___ », BO3JIEPKATUCh — «___ ».
PELINJIN:
1.1. Onucanue pemieHus mo BOIpocy

1.2. Onucanue penieHus no BOmpocy

[Ipencenarens [Moanuce

CexkpeTtapb [Moanuce

bnank ssBouHOTO IHCTA

SIBOUYHBIN JIUCT

Ha3Banue kosuternanbHOT0 oprana (KOMUCCHH, pab0Yeid TPYIIIbI U T.11.)

N.0. ®amunus
N.0. ©amunus

. 3a—

[punoxenne Ne 4

K I/IHCTPYKI_[I/II/I o ACJIOIIPOU3BOACTBY

(IpPOTOKOJI OT «  » 20  roma Ne 00)
Jl:;ln D. . O. JlokHOCTH IMoanucek
1
2
3
4
5
6
7
8
9
10
11
[Ipencenarens IMoamuce HN.0. ®amnnns
Cexkpertapb [Toanuce N.0. ®amunus
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ITpunoxxenue Ne 5
Kk MHCTpYKIIMHK 1O AETONPOU3BOICTBY

bnank nuceMa — mpo0JIBHOTO
MyHunumansHoe 010PKeTHOE 00111e00pa3oBaTeIbHOE YUPEKICHUE
«KyszembeTbeBckas cpeansis obmeodpazoBatenbHas mkona umM. X.I'. Xycannosa»
MeH3eIMHCKOro MyHUIMNanbHoro paiiona Pecrybnuku Tatapcran
(MBOY «KyzemberpeBckas COIL um. X.I". Xycannosa)

yi. CoBerckas, 1.25. c.Ky3zemberbeBo Men3enunackuii paiion, 423710
Ten. 8(8-5555)-2-21-89, e-mail: skuz.mnz@tatar.ru,https://edu.tatar.ru/menzelinsk/kuzembetjevo/sch
OKIIO: 54438804 OI'PH: 1021605553078 MHH/KIIIL: 1628004464/162801001

Ne
(mara) (HOMEp) (®. 1. O. (xomy))
Ha Ne oT
(anpec)
YBaxxaemblii(ast) !

C yBaxkeHueM,

(JIOJDKHOCTD PYKOBOJHTEIs) (roammce) (®.1.0,)

®. U. O., 10IDKHOCTB,

(tenedon)
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[Ipunoxenne Ne 6
K MHCTpyKIMH 110 1ENTOTTPOU3BOICTBY

bnank YBCAOMIICHUA — IIPOJOJIBHOT'O

MyHnunumnaabHoe O10KeTHOE 00111e00pa30BaTeIbHOE YUPEKICHUE
«Ky3embeTbeBcKkas cpemnsist oduieoopaszoBarenbHas mkona uM. X.['. Xycannosa»
MeH3eIMHCKOTO MyHHITUIAIBHOTO paiioHa Pecrryonuku Tarapcran
(MBOY «Ky3zemb6erseBckass COLI um. X.I". XycanHoBa)

yn. CoBetckas, 1.25. c.Ky3zemOeTbeBo MeH3enuHckuii paiion, 423710
Ten. 8(8-5555)-2-21-89, e-mail: skuz.mnz@tatar.ru,https://edu.tatar.ru/menzelinsk/kuzembetjevo/sch
OKIIO: 54438804 OI'PH: 1021605553078 MHH/KIIIT: 1628004464/162801001

No

(nara) (HOMep)

(3arosI0BOK)

YBaxaemblii(ast)

(P. K. O. (xomy))

C yBaxkeHueM,

(IOJDKHOCTD PYKOBOJHTEIs)

C yBenomiIeHHEM O3HAKOMJIEH(a):

(rojmck) (®.1.0.)

(moamnuce) (®.1.0.)

(nara)

OK3eMIUISp yBEJOMIICHHUS MOy YHIa:

(moanuce) (®.1.0.)

(nara)

®. U. O., 10JKHOCTB,

(tenedon)
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IIpunoxxenue Ne 7
Kk MHCTpYKIIMHK 1O AETONPOU3BOICTBY

bnank xypHaia perucTpaluuy BXOISIINX JOKYMEHTOB

7KypHaJ peructpanuy BXOAsIIUX JOKYMEHTOB

Hauar 20 rojia
OkoHueH 20 roja
Pe3omrouus
WIH KOMY
Jara Hara Koarkoe | HATPaBisercs OT1meTka
Nen/ MOCTYIICHUS u Homep | Koppecnonne col;e KAH AOKYMEHT 00
n JOKYMEHTA/BXO/As |IOKYMEH |HT e P (moammce, HUCIIOJIHEH
Uil HOMep Ta YAOCTOBEPSAK) |HH
mast
MoJIy4eHue)
1 2 3 4 5 6 7
[okyMeHT co3aaH B anekTpoHHow copme. Ne 25/29 ot 28.10.2025. VicnonHutens: Mapaes K.P. B I/IEKTPOHHbBINA
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[Ipunoxenne Ne 8
K MHCTpyKIMH 110 1ENTOTTPOU3BOICTBY

bnank XKypHajlia perucTpauuy UCXoaAIuX J1OKYMEHTOB

MyHnunumnaabHoe O10KeTHOE 00111e00pa30BaTeIbHOE YUPEKICHUE

«Ky3embeTbeBckas cpemnsis oomeodpazoBarenbHas mkoiaa uM. X.['. Xycannosa»

MeH3eIMHCKOTO MyHHUITUNAIBHOTO palioHa Pecrryonuku Tarapcran
(MBOY «Kyzemb6etheBckas COII um.X.I". XycanHoBa)

KypHaa perucTpanuu MCXOAsIIUX JOKYMEHTOB

Hauar 20 roga
OxoHueH 20 roga
Jlara
Perncrpanmonn M HOMe OTMeTKa
Ne | laTa . pan Kparkoe P
bIN Anpeca aokyMeHT | UcnosiHuTe |00
n/ |10KyMeH coJepsKaH
HOMep T a, Ha Jb HCITOJIHEH
n |Ta ue .
AOKYMEHTAa KOTOPbIN 107
JIaH OTBET
1 |2 3 4 5 6 7 8
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(MBOY «KyzemberpeBckas COIL um. X.I". Xycannosa)

bnank xKXypHaila yuera rneyaTeil 1 ITamIIOB
MyHunumansHoe 010PKeTHOE 00111e00pa3oBaTeIbHOE YUPEKICHUE
«Ky3emberbeBckas cpennsis ooueodpazoBarenbHas mkoia uM. X.I'. XycannoBa»
MeH3eIMHCKOro MyHUIMNanbHoro paiiona Pecrybnuku Tatapcran

KypHan yyera nmeyareid M IITAMIIOB

[Ipunoxenne Ne 9
K MHCTpyKIMH 110 1ENTOTTPOU3BOICTBY

Ctpanuua 55 n3 58. CtpaHuua cosgaHa: 28.10.2025 16:08

Hauar 20 rojaa
OxoHueH 20 roja
Pe3yabTa
ThbI
esKeroH
HaumeHnoBa HaumenoBa . A
ou OT1THCK
HHUE HHUe IMoanuc OtMmeTka .
OT1THC NMPOBEPK nevyarei
neyaTu nojpasjaese |b, 00
K " (wrammnoB) | Ilpu
Ne | (mrammna), HHA, YAOCTOB YHUYTOKE
neyar HaJINYus OIS Me
1/ | AHAIHATOP JOJIKHOCTDL | e . | HHH,
H neyaren YHHUYTOXE |YaHH
n |3aka3sa, noJiyyareJisi | psromas HOMeEp
ITAM " HHUA, e
aara " MOJIy4eH aKTa
na) HITAMIIO aaTa
MOCTYILJICH bamuians ue, 1aTa M JaTa
B, BO3BpaTa
us noJry4areJist
aaTa
NPOBEpPK
H
1 (2 3 4 5 6 7 8 9
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[Ipunoxenne Ne 10
K MHCTpyKIMH 110 1ENTOTTPOU3BOICTBY

bnank KOPPEKTHPOBOYHOI'O JIMCTA HOMCHKIATYPBI ACII

YTBEPKIAIO

(HaMMEHOBaHHE JIOJKHOCTH PYyKOBOIUTEIS

(HaMMEHOBAHKE TOCYJaPCTBEHHOTO OpPraHa, OpraHa MECTHOIO CaMOYIIPABICHHUS, OPraHNU3aLNN)

N3MEHEHUA U JOIIOJIHEHUA

WA UHOT'O YITOJTHOMOYEHHOI'0 UM Hl’llla)

(moamuce) (paciuppoBKa HOMICH)
K HOMEHKJIATYPE JEJ
Ha20 rox
_ (nata)
KoimuectBo | Cpok xpaHeHus
HNHupexc
teda 3aroJi0BoK aeJia TOMOB U Ne cratu mo | [lpumeyanus
(uacreit) nepevHIo
1 2 3 4 5
(llaMMellOBﬂllMe JIOJKHOCTH PYKOBOJIUTEJISE Cle)KGbl JIeJIONPOU3BOACTBA
(roammce) (paciugpoBKa I0AIHCH)
OpraHU3aI|N)
(nara)

Buza pykoBoauTens (Jiniia OTBETCTBEHHOTO 33 apXUB)

(HaMMEeHOBaHHKE JIOIKHOCTH)

(moanuck) (pacidpoBKa MOTHCH)
(nara)
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[Ipunoxenne Ne 11
Kk MHCTpYKIIMHK 1O AETONPOU3BOICTBY

bnank xypHaJsia yueTta BbIJaul JOKYMEHTOB

MyHunumnaabHoe O101KeTHOE 00111e00pa30BaTeIbHOE YUPEKICHUE
«Ky3embeTbeBckas cpemnsis oomeodpazoBarenbHas mkoiaa uM. X.['. Xycannosa»
MeH3eIMHCKOTO MyHHITUIAIBHOTO palioHa PecriyOommku TaTapcran
(MBOY «Kyzem6eTtheBckas COI um.X.I". XycanHoBa)

AKYPHAJI YUYETA BbIJJIAYU AEJI
U3 apXuBa 00pa3oBaTeIbHON OPraHu3anuu

Hauar 20 roga

OkoHYEH 20 roga

aTa Pacnucka aTra Pacnucka
Ne Bl%f a4yu ©@onx | Onuce, | [leno | Komy B MOJIVYCHUH 21;[033 aTa | B BO3BPALCHUHA
n/n 5 Ne Ne Ne BbIJIAHO y p pai
ae aesa aeJaa aeJia
1 2 3 4 5 6 7 8 9
Hroro B roJly BBIJIaHO nen

(uudpamMu ¥ IPONHCHIO)

HanmeHnoBaHue J0IKHOCTH Juia,

COCTAaBHBIIETO BHYTPEHHIOKO [Toanuce N.0. Gamunus
OIMCH IOKYMEHTOB JI€J1a
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Jlnct cornacoBanus k gokymeHTy Ne 25/29 ot 28.10.2025
MHunumnaTop cornacoBaHus: Mapaes K.P. Qupektop
CornacoBaHune nHnyumnposaHo: 28.10.2025 16:08

Jluct cornacoBaHus Twvin cornacoBaHusa: nocnegoBaTesibHOe
N° (0] [e] Cpok cornacoBaHus Pe3ynbTaT cornacoBaHus 3ameyvaHus
iMopnucaHo

1 Banuynnud ®.X. 28.10.2025 - 16:11
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