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NHCTPYKIMA ITO AEJOIIPOU3BOACTBY

1. O0mme nmos10:KeHUA

1.1. Hacrosimass ~ MHCTPYKIIMS 1O  JEJIONPOU3BOJACTBY  MyHHUIIMTIATBHOTO
OropkeTHOrO 0o01eoOpazoBaTenbHOro yupexaenus «l[Ilporumuazus Nel4 «KypaBymikay
BbyrynsmuHckoro myHuiunanpHoro paiioHa Pecriyonmuku Tarapcran (Ilporumuaszust Nel4),
(manee MHCTpyKuMs) YCTaHABIMBAET EIWHYIO CHUCTEMY JEIOMPOU3BOJICTBA U TMOPSIAOK
MOATOTOBKH, O(POPMIICHUS U MPOXOXKACHUS KOHTPOJIS 32 WUCIIOTHEHUEM. YueTa, XpaHeHusl,
W3TOTOBJICHUS, KOMIMPOBAHUS U TUPAKUPOBAHUS CIIY)KEOHBIX JOKYMEHTOB B [Ipornmuazuu
Nel4 (nanee IIporumuasus).

1.2. WHcrpykuus paspaboTaHa B COOTBETCTBHM C TpeOOBaHUSAMHU (eaepalibHbIX
3aKOHOB.
1.3. Ilpumenenune WHCTPYKIIMH JOJDKHO CHOCOOCTBOBAaTh (OPMHUPOBAHUIO

o(pUIIMaNTbHOTO JENIOBOTO CTWUJS JOKYMEHTOB, IOAroTaBiIMBaeMblx B [Iporumnasum;
COKpAIIIEHUIO 3aTpaT TpyJda U CPEACTB, B NPOLECCE CO3JaHMs JOKyMEHTOB. MHcTpykuus
ABIISIETCSL 00A3aTebHON NJIs1 MCHOMHEHHsS PaOOTHUKAMU M JIMIIAMHU, OCYHIECTBISIOUIMMHU
MOJITOTOBKY M O(pOpMIIEHHE TOKYMEHTOB.

1.4.  Tlonoxenuss MHCTpYKUMU pPAcpOCTPAHSIOTCS HA OPraHU3aLUI0 pabOThHI C
JOKYMEHTaMU HE3aBHCHUMO OT BHUJA HOCUTENS, B TOM YHUCIE 3JIEKTPOHHBIMHU JIOKYMEHTaMH,
BKJIIOYasi IOJrOTOBKY, 0OpabOTKy, XpaHEHHWE U  HCIOJb30BaHHUE JIOKYMEHTOB,
OCYIIECTBIISIEMbIX C MPUMEHEHHEM HH(POPMAITHOHHBIX TEXHOJIOTHI.

1.5. IlpaBuna BexeHus JENONPOU3BOJACTBA, YCTAaHOBJICHHbIE  HACTOSIIEH
WNHcTpykuuei, sBastoTcs 00s3aTeNbHBIMU 1151 Kaxka0ro padoTHuka [Iporumuaszuu.

1.6. OTBEeTCTBEHHOCTHh 3a OPraHM3AIHMIO W COCTOSHHUE JENONPOU3BOCTBA B
[IporumMHasum HeceT AUPEKTOP, KOTOPBI:

- yrBepxkaaer MHCTPYKIMIO IO JEIONPOM3BOACTBY W HOMEHKIATYpy Jel
IIporumuasuu;
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— YAOCTOBEPSIET NOJIMUCHIO U [T€YaThIO TOKYMEHTHI.

1.8. [IlepconampHasi OTBETCTBEHHOCTb 3a OpPTraHHU3AIMIO JEIOMPOHU3BOJICTRA,
CBOEBPEMEHHOE M KayeCTBEHHOE HCIIOJHEHUE JOKYMEHTOB, COXPAaHHOCTb JElI B
[IporumHa3uu BO37AraeTcsi Ha HEMOCPEACTBEHHBIX HCIOJHMTENIEW B TOM 4YacTH, KOTOpas
OTHOCUTCSI K Kpyry HX 00s3aHHOCTeH (Jajiee — OTBETCTBEHHbIE 3a BEJICHUE
JIEJIONIPOU3BO/ICTBA):

— 3aMecTuTels aupekropa no YP;
— CTapuero BOCIIUTATES;

— Oyxrairepa;

— 3aBEAYIONIETO XO35KUCTBOM;

— CTapuIyro MeIcecTpy.

OTBEeTCTBEHHbIE 32 BEACHUE JIEIONPOU3BOACTBA B COOTBETCTBUU C BO3JI0KEHHBIMU
Ha HUX 3a/la4yaMu:

— OCYUIECTBIISIIOT PETUCTPALIMIO U YUET JOKYMEHTOB;

— OpPTaHU3YIOT JOKYMEHTOO0O0POT, (hOpMHUPOBAHUE JIEJT, UX XPaHEHHE,

— OCYHIECTBJISIIOT ~TEKYIIMI KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM U
IPOXOXKIEHUEM JIOKyMeHTOB B [Ipornmuasuu;

— o0ecneunBarOT COOJIIOICHUE €IMHBIX TPeOOBAaHUM IO MOATOTOBKE TOKYMEHTOB U
OpraHu3anuu padoThl C HUIMH B YCJIOBHSIX JEKTPOHHOTO TOKYMEHTO000pOTA;

— 00001mar0T nHpopmMaIuio 06 o0breMax T0KyMEHTOO00pOTa;

— OPraHu3yloT (POPMHUpPOBAHKME U XPAHEHHE JOKYMEHTAlMOHHOTO (DOHIA U €ro
UCIOJIb30BaHHUE.

1.9. Ilpu yxone B OTIYCK, Bble3/ie B KOMaHIUPOBKY, Ha BpeMs OOJIE3HU HJIU B CIIydae
YBOJIbHEHHUSI OTBETCTBEHHbBIE 32 JEIONPOU3BOJCTBO 00sI3aHbI NEpeiaTh BCE HAXOASIIUECT Y
HUX JJOKYMEHTHI IPYrOMYy paOOTHHUKY MO aKkTy npuema-nepenaun (mpuioxxenust Ne 1, Ne 2).

1.10. OTBeTcTBEHHBIC 3a JEIONPOU3BOACTBO B IIpormMHa3zum HECyT MepCOHATBHYIO
OTBETCTBEHHOCTH 3@ BBIMOJIHEHHE TpeOoBaHUN MHCTPYKIIMHM M COXPAaHHOCTh HAXOJSAIIMXCS
y HHUX JOKyMeHTOB. O ciyyasx yTpaTbl, NOpYM 3apErUCTPUPOBAHHOTO JOKYMEHTa
OTBETCTBEHHbIE 32 JIEJONPOU3BOACTBO 00sA3aHBl HE3aMEUIMTEIBHO JOJOXKUTh JUPEKTOPY
[Iporumuazum.

1.14. Buecenne u3meHeHU B MHCTPYKIMIO OCYILIECTBISIETCS MPUKA30M JUPEKTOPA
IIpornmuazum.

1.15. C BHOBb NPUHATHIMU PAOOTHUKAMH, HA KOTOPBIX BO3JIAratoTCsi 00sI3aHHOCTH 110
BEJICHUIO JEJIONPOU3BOJICTBA, B TEUCHHE TpeX AHEW TOcCie MOCTYIUICHHs Ha paboTy
IPOBOAMUTCSI HHCTPYKTAX 110 BEJEHUIO AEIONPOU3BOJACTBA AUpekTOopoM [IpornMHuasum.

1.16. PaboraTh ¢ JOKyMEHTaMH BHE CIYXEOHBIX MOMEIIEHWH W BHOCUTh B HHX
MCIIPABJICHUS 3alpeniaeTcs.

1.17. BeneHue Tmepenuckd C OpraHU3AlUSIMU OCYIIECTBISIETCS JAUPEKTOPOM
[IporumMHa3uu UM UHBIM YIIOJHOMOYEHHBIM UM JOJKHOCTHBIM JIUILIOM.

1.18. Beimonnenue Hactosieir MHCTpYKIIMU 0053aTENIbHO JIs KaXXJ0TO pabOTHHKA
[Tporumuasuu, ¢ ee TpeOOBaHUAMU PaOOTHUKU JOKHBI OBITH O3HAKOMIICHBI O] TIOATHCH.

2. IoOKyMeHThI 00pa3oBaTeIbHON OpraHu3anuu
2.1. Tupextop IlporuMHa3uu WM JIUIO, UCHOJHSAIONIEE €ro OOSI3aHHOCTH, W3JAET
NpUKa3bl, WHCTPYKIMH, MpPaBUIIA, IOJOXKEHUsS, O0s3aTelbHbIC Ji HCIOIHEHHUS BCEMHU
pabotHukamu [Iporumuasuu.
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2.2. Xon oOCy>KACHHS BOIPOCOB HA 3aCENaHUSIX KOJUIETHAIbHBIX OPTaHOB, COBETOB,
COOpaHUsX, COBEIIAHUSAX U PEUICHHS, TIPUHUMAEMbIE Ha HUX, (PUKCUPYIOTCS B IPOTOKOJIAX.

2.3. JIns OCYIIECTBICHHS OINEPATUBHBIX CBSA3CH C JPYTMMH OpPTaHH3AIMSIMH |
rpaXxJaaHaMH MCIONB3YIOTCS Takue (opmbl, Kak mMHCbMa, (aKChl, TeJIerpaMMBl,
Tesne(pOHOrpaMMBI.

2.4, Jlns OCYIIECTBICHHSI TpUEMa, YBOJBHEHHS, TIE€PEeMEIIeHUs] pPaOOTHUKOB,
MPEIOCTABICHUS] UM OTIIYCKOB O(QOPMIISIOTCS TPYJIOBBIE TOTOBOPHI, MPUKA3bI 10 JTUYHOMY
COCTaBY, 3asBJICHUS, TPYAOBbIE KHUKKH, JTUUYHbBIE KAPTOUKHU U JIp.

3. IlpaBuia ogopmiieHus1 JTOKYMEHTOB

3.1. OcHoBHBIE TpeboBaHUs MO0 OPOPMIICHUIO TOKYMEHTOB

3.1.1.  JoxymeHThl odopmisitoTcs Ha Onankax [IporuMHazum u  HMEIOT
YCTaHOBIIEHHBI KOMIUIEKC OOS3aTENBHBIX PEKBU3UTOB W CTAaOWJIBHBIA TOPSAOK WX
pacrnionokeHuss  (pacroyio)KeHHe  PEeKBU3UTOB  Ha  OJaHKax  OpraHu3alMoOHHO-
pacnopsiauTeNnbHbIX  10KyMeHTOB cooTBerctByer ['OCT P 7.0.97-2016 «Cucrema
CTaHAapTOB MO MHpOpMaLUU, OMOIMOTEUHOMY U M3JaTeNbcKoMy naeny. OpraHu3aluoHHO-
pacnopsiAuTeNbHas JoKyMeHTalus. TpeboBanus kK 0hOpMICHUIO TOKYMEHTOBY ).

3.1.2. B IIporumHa3uu mpUMEHSIOTCS TPOOTBHBIC OJIAaHKH:

— Oank nrchMa (puoxerus Ne 3, Ne 4);

— OmaHk nipukasa (mpunoxenus Ne 5, Ne 6).

biaHKM JOKYMEHTOB M3rOTaBIUBAIOTCS Ha Oymare GopmaTtoB A4 (210 x 297 mm), AS
(148 x 210 mm). Kaxnapiii nuct gokyMeHTa, oOpMIIEHHBIM Kak Ha OJlaHKe, Tak U 0e3
OJ1aHKa, TOJKEH UMETh ITOJIs:

20 MM — JI€BOE;

10 MM — mpaBoe;

20 MM — BepXxHee;

20 MM — HUXKHee.

JIOKYMEHTBHI JUTUTEIBHBIX CO CPOKOM XpaHeHus cBbimie 10 1eT TomKHBI UMETh TOJIS:

30 MM — 1€BOE;

10 MM — mipaBoe;

20 MM — BepxHee;

20 MM — HUKHEE

Hcrnonp3oBanue 6J1aHKOB ITPOU3BOJILHON (DOPMBI HE pa3periaeTcs.

3.1.3. Ilpm co3manum JOKyMEHTa Ha JByX U 0Oojee CTpaHuIax BTOPYIO H
MOCTICIYIOIINE CTPAHUIIBI HYyMEPYIOT.

Homepa cTpaHHIl POCTABISIOTCS MOCEPEANHE BEPXHETO IMOJIS TOKYMEHTa Ha PACCTOSHHUH
He MeHee 10MM oT BepXHero Kpast JIMcTa.
JlommyckaeTcsi co3aHue JOKYMEHTOB Ha JIMIICBOW M OOOpPOTHOW cTOpoHax mucta. [lpu
JIBYyCTOPOHHEM CO3/IaHWHU JIOKyMEHTOB IIMPUHA JICBOTO IOJI Ha JUIICBON CTOPOHE JIHCTA U
IPaBOTO MOt HA 00OPOTHOM CTOPOHE JHMCTA JOJKHBI OBITH PABHBI.
3.1.4. JIns cozmanusi AOKyMEHTAIIMH MOKHO MCTIOJIb30BaTh TOIBKO MIPUQTHI:

e Times New Roman Nel3, 14

e Arial 12,13
[Tpu cocraBneHUM TabIULL TOMYCKAETCS UCTIOIB30BaHKE IPUPTOB MEHBIINX PA3MEPOB.
3.1.5. AG3arHbIi OTCTYN TEKCTa TOKyMeHTa — 1,25 cm.
3aroJloBKM  paszfesioB M MOAPA3/ENOB TeYaTaloTcss ¢ ab3amHbIM — OTCTYNIOM — WITH
HEHTPUPYIOTCS MO UIMPUHE TEKCTA.
TekcT nokymeHnTa nedaraercs yepe3 1 — 1,5 MexCTpOoUHbIX HHTEpBaa.
WuTepBan Mexay OyKBaMu B CIIOBax - OOBIYHBII.



WuTepBan Mex 1y cI0BaMH — OJUH IPOOeIL.

3.1.6. TekcT AOKyMEHTa BBIpaBHUBAETCS 110 LIUPUHE JHCTA.

Jlommyckaercs BBIIEJICHUE 3arojioBKa K TEKCTY, a TaKK€ OTHENIbHBIX ()parMEHTOB TEKCTa
HOJIY’)KUPHBIM LIPUPTOM.

3.1.7. HopmatuBHO mnpaBoBble akThl [IporumHasuu, a Takke HHbIE MHOTI'OCTPOYHBIE
JOKYMEHTBI O()OPMIISIOTCS C TUTYJIBHBIM JIUCTOM.

3.2. OdopmiieHrE PEKBU3UTOB JOKYMEHTOB

ABTOp 10KyMeEHTa

HaumenoBanue [IporumHaszum yka3blBaeTcs B TOYHOM COOTBETCTBHUU C YCTaBOM
[Iporumnuazuu.  CokpallleHHO€  HAauMEHOBAaHHME  [OMEMIAETCA  MOJA  IOJHBIM
HAaUMEHOBaHUEM B CKOOKaX.

HaumenoBaHue MOMKHOCTU JIMIIA — aBTOpa JOKYMEHTa MCIOJIb3yeTcsl B OJaHKax
JMOJDKHOCTHBIX ~ JIMII W pacmoJiaraeTcss 1oJi HauMeHoBaHueM I[Iporumnazum.
HaumeHoBaHue NOMKHOCTH JIMIA — aBTOPA JOKYMEHTA YKa3bIBa€TCsl B COOTBETCTBUU C
HAaMEHOBAaHUEM, IMPUBEACHHBIM B PACHOPAAUTEIBHOM JOKYMEHTE O HAa3HAYEHHHM Ha
JTIOJKHOCTb.

CnpaBounble n1anHbie 0 [Iporumuazun

CrpaBounble naHHble O [IporumMHaszuu ykas3bpIBalOTCS Ha OJaHKax IMHCEM U
BKJIIOYAIOT B ce0s: aapec, HoMep TenedoHa, dakc, aapec MEKTPOHHON MOUYTHI, CETEBOM
anpec, a takxe OKIIO, OI'PH, MHH u KIIIT opranuzamumu.

HanmeHoBaHue BUia IOKYMEHTA

HanmeHoBanue BHIAa JOKyMEHTa, cocTaBieHHOro IIporumHaszuei, DOKHO
COOTBETCTBOBATh HAMMEHOBAHMSM BHJIOB TOKYMEHTOB, IpeanycMoTpeHHbIM OKVY/I: akr,
CripaBKa, 3aMKcKa, CBOJKA, OT3bIB, TMPOTOKOJ, CIHCOK, U3BEUIEHUEe U Jp.
Pacniopsimutensubie oOKyMeHTHI [IporumMHasum u3garoTcs co CASAYIOINMMU Ha3BaHUSIMU:
MPUKa3, paclopsHKEHHE.

HaunmeHnoBaHue BuJla U pa3HOBUIHOCTH JIOKYMEHTA HE YKa3bIBAa€TCA B IMHCHbMax.
MecTto cocTaBieHHs WIM HU3JaHUS JOKYMEHTA YKa3bIBaeTCs Ha OJaHKaX JOKYMEHTOB
[IporumHazuu, 3a UCKIOYEHHEM OnaHKoB muceM. Ha3BaHuwe noKyMeHTa medaTaercs
MPOIMUCHBIMHU OYKBAMH. TTOIY>KHPHBIM MIPUPTOM.

JlaTa noKymeHTa

JlaToil nmOKyMeHTa SIBISIETCS JaTa ero MOANUCaHus (MWW YTBEPXKACHUS); IS
JIOKYMEHTa, NPUHUMAEMOIr0 KOJUIETHAJIbHBIM OpraHoM (IpoTOKOja), — Jara €ro
3acemaHusl (NMPUHSATUS pEIICHMsI), s aKTa — JlaTa COOBITHSA, IJIs JIOKYMEHTAa,
TPEOYIOIIETO €ro YTBEPKACHUS, — 1aTa €r0 YTBEPKICHUS.

JIns TOKYMEHTOB, COCTaBJIEHHBIX OJHOBPEMEHHO HECKOJIBKMMH OpPTaHU3aIlMsIMHU,
JIaTOM TOKYMEHTA SIBJISICTCS 1aTa NOANMCAHUS €0 MOCIEIHEN OPraHu3alueH.

Jata moamucaHusi, YTBEP)KACHHS, COTJIACOBaHHUS JIOKYMEHTa, a TaKXKe JaThl,
cojaepkamecs B TEKCTe, Oo(QopMistoTcs IUEGPOBBIM CHOCOOOM. JIEMEHTHI J1aThl
NPUBOJIATCS apaOCKUMK IMdpamMu B OAHY CTPOKY B MOCIIECIOBATEIIBHOCTH: JICHb MECSIIa,
MecHIl, TOJI.

Hanpumep: 14.06.2018.

PerucrpaunoHHblii HOMepP JOKyMeHTA

Peructpanmonnsiii Homep — 1udpoBoe Wi OykBeHHO-LIM(PpoBOoe 0003HAYEHHE,
IIPUCBAUBAEMOE JOKYMEHTY IPU €r0 PErUCTPALUH.

Perucrpanus nokymeHTa IPpOBOAMUTCS MOCIE €r0 NOANUCAHNS WU YTBEPKACHUS.

JI1s1 BHyTpEHHUX JOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — 3TO MOPSAIKOBBIN HOMED
B [IpeJieNIaxX KaJIEHIAPHOI0 ro/1a M0 KaKJI0MYy BUY WA PA3HOBUAHOCTH IOKYMEHTOB. B
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NpHUKa3ax PEruCTPALMOHHBIN HOMEp AOMOJHSETCS OYKBEHHBIM MHIEKCOM, 0003HAaYaroUIIM
Pa3HOBUIHOCTHU (Hanpumep. MPHUKA3 MO OCHOBHOU AesTenbHOCTH OoT 15.05.2018 Ne 253 o/n;
npuKa3 1o Jm4HoMy coctaBy oT 10.01.2018 Ne 22 k, npuka3 no pUHAHCOBOH JEATEIBHOCTH
ot 25.01.2018 Ne 42 ¢, mpuka3 mo arrectanuu oT 25.01.2018 Ne 25k, nmpukas 1o AeTIM OT
25.01.2018).

JUig ucXoas1mux JOKYMEHTOB PErMCTPAlMOHHBI HOMEP COCTOUT:

1) 13 mopsAAKOBOro HOMEpA B Mpe/ie/iaX MacCHBa OTIIPABIISIEMON KOPPECTIOH ICHITUH;

2) WHIEKCA JieNia B COOTBETCTBUU C HOMEHKIATYpOit e [IporuMHasuu.

PerucrpanmoHHslii HOMEp JOKYMEHTA, COCTABJIEHHOIO COBMECTHO ABYMsI U Ooiiee
OpraHu3alUsMU, COCTOUT M3 PErUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaKJIOM M3 3TUX
OpraHu3anui, NPOCTABISIEMBIX YE€pe3 KOCYI0 4YepTy B MOPSAKE YyKa3aHHs aBTOPOB B
JIOKYMEHTE.

Ccpbli1ka Ha perucTPAlMOHHBI HOMeP U 1aTY JOKYMEHTAa

Ccbulka Ha perucTpallMOHHBIM HOMEpP M JaTy JOKyMEHTa BKJIIOYaeT B cels
PETUCTPAIIMOHHBIIT HOMEP W JaTy JOKYMEHTa, Ha KOTOPBIM JOJIKEH OBITh JaH OTBET.
Ccpuika Ha HOMEp U JaTy JOKYMEHTA UCIIONb3YeTCs IpU 0(hOPMIICHUHU MTHUCEM, SBIISIOIIUXCS
OTBETaMH Ha TMOCTYIUBIIEE MHCHbMO (3ampoc, NMpock0y W ap.). CBeAeHHS B PEKBU3UT
MEPEHOCSTCS C MOCTYNUBILETO JOKYMEHTa U COOTBETCTBYIOT PETUCTPALIMOHHOMY HOMEPY U
JlaTe MOCTYNUBILETO JOKYMEHTA.

OrpaHununTenbHas OTMETKA JJIsl JAaHHOTO PEKBHU3UTa MPOCTABJISETCS B JIEBOW YacTH
OJlaHKa MMChMa MOJ/I PEKBU3UTOM «aTa» U «PETUCTPAIIMOHHBIN HOMEP JOKYMEHTA.

Hannume nanHOro pexBH3HWTa UCKIOYAaeT HEOOXOAMMOCTh YIIOMHHAHHUS HOMEpa M
JaThl MOCTYNUBIIETO JOKYMEHTA B TEKCTE€ MUChMa, YTO OCBOOOXKIAET TEKCT OT CIIPaBOYHOM
uHbOpMAaITIH.

MecTto cocTaBeHHs MU U3JAHUS JOKYMEHTA

Mecto cocraBnenus (U3gaHusi) nOKyMeHTa (T. byrynbma) ykas3bIBaeTcsi BO BCeX
BUJIaX TOKYMEHTOB.

Anpecar

JIOKyMEeHTBl ~aJpecyloT B OpraHbl BJACTH, OpraHU3aLMU, WX CTPYKTYpHbIE
NOJpa3ieieHNs, JOJDKHOCTHBIM WM (PU3HUECKUM JIULAM.

ITpu agpecoBaHuM TOKyMEHTa B OpraH BIAcTH, OPraHU3aLUI0 WIH €€ CTPYKTYpPHOE
nojapazzaenenne (06e3 ykazaHus JOJDKHOCTHOTO JIMIIA) WX HAaMMEHOBaHWE TMHIIYT B
MMEHUTEIBHOM MaJEKeE.

Hanpumep:

MunnctepcTBo 00pa3oBaHUs U HAYKU

Poccuiickoit ®eaepanun

JlenapTaMeHT rocy1apcTBEHHOU MOJUTHKHU B cpepe
3aIUTHI MIPaB JeTen

[Ipy HampaBlieHWH OKyMEHTa AOHKHOCTHOMY JIMIY Ha3BaHHE OpraHU3alluud U ee
CTPYKTYPHOI'O MOJAPA3JEICHUS YKa3bIBAalOT B HMMEHMTEJIBHOM Iajeke, a JOKHOCTh U
damunuio agpecata — B JaTenbHOM. WHUIMANBI CTABATCS NMocje (paMUIUM HE3aBUCHMO
OT TOTO, KOMY aJJpeCOBaH JOKYMEHT — JIOJDKHOCTHOMY JIMIY WK (PU3UUYECKOMY.

Hanpumep:

MunucTtepcTBo 00pa3oBaHUs DHCKOM 00J1aCTH
VYpasieHue aenaMu

['maBHOMY crielIMAIUCTY

NBanosoi N.1.



Wnu Ha3zBaHue OpraHu3aluy BXOJAUT B HAUMEHOBaHHE JODKHOCTH U 0popMIIsieTcs B
JIATEIIBHOM T1aJIekKe
Pexropy nacTHTyTa
NBanosoii 1.1.

[Tpu anpecoBaHuM TOKyMEHTa B HECKOJIBKO OJTHOPOJHBIX OPraHU3aUi UX HA3BaHUS
cileayeT yKa3bplBaTh 0000IIEHHO.
Hanpumep:
PykoBoautensim oOpa3zoBaTenbHBIX
opraHuzaiui ooiero oopa3oBaHus,
PYKOBOJIUTENSIM MPEIIPUITHIA U
opranuzauuii Muno6puayku Poccun

JlomyckaeTcs IEHTPUPOBATh KAKIYI0 CTPOKY PEKBU3HTA «AJIpecaTy» MO OTHOIICHHUIO
K CaMOM JUIMHHOM CTPOKE.
Hanpumep:
3aMEeCTUTENIO JUPEKTOPA
1o yueOHoi paboTe
MBOY lxkomna Ne 1
Yyiikunoiut 1U.1.

B cocraB pexkBU3nTa MOKET BXOAUTH IMOYTOBBIN aApec. DINEMEHThI IOUYTOBOIO apeca
YKa3bpIBalOTCSI B IIOCJIENOBATENIBHOCTH, YCTAaHOBICHHOW IIpaBuimamu oOka3aHusi yCiyr
IIOYTOBOM CBsA3U. IIpu agpecoBaHnU MUCbMa B OPTaHU3ALUI0 YKA3bIBAIOT €€ HAUMEHOBAHUE,
3aTEM MOYTOBBIN aJIpecC.

Hanpumep:

Penakuus xypnaina

«YTpaBlIeHUE HAYAIbHOM LIKOJIOW)
MockoBckwii mpocri., 1. 6,

r. OHck, 101856

AJlpec He TPOCTABISIETCS HA JOKYMEHTax, HANpaBiseMbIX B MPaBUTEIHCTBCHHbBIC
YUPEKIEHUS MU TOCTOSHHBIM KOPPECHOHAEHTaM, B ATHUX CIIy4asX MOTYT MPUMEHSTHCS
KOHBEPTHI C 3apaHee HaleuyaTaHHbIMU aJIPECAMU.

[Ipu anapecoBaHwM JOOKYMEHTa (PU3UUECKOMY JHUIly HEOOXOJUMO YKa3bIBaTh
dbaMuIHIo, HHUIMAIBI, 3aTEM ITOYTOBBIN aJipec.

Hanpumep:

NBanosy 1.1.
UYepHnbimesckas yi., 1.100, k. 100,
r. DHCK, DHCKas o0iacth, 101856

JIOKyMEHT He JOJKEH COoJlep)KaTh 0oJiee YETBHIPEX aqpPecaToB, KaKIAbIM SK3EMIUIIP
TAaKOro JIOKyMEHTa JIoJKeH ObITh noamnucad. Cinoo «Komwus» mepen BTOPBIM, TPETbUM,
4EeTBEPTHIM aJIpecaTaMy HE YKa3bIBaIOT.

ITpu HampaBiieHUU JOKyMeHTa 06ojiee ueM B YEThIpe ajpeca COCTABISAETCS CIMCOK Ha
paccChUIKY, a Ha KaKJJOM JOKYMEHTE IIPOCTABIISIETCS TOJIBKO OJMH aJ[pec.



I'pud yrBepxkaenus 10KyMeHTa

VYTBepKaeHuEe TOKyMEHTAa IMPOU3BOJIUTCS MPOCTABICHUEM Tpuda YTBEPKICHUS WIN
U3JIJaHUEM pacHopsAIUTENbHOIO JOKYMEHTa (B TeX ciydasX, Korja TpeOyroTcs
JOTIOJTHUTEIbHBIE MPEANUCAHUS U PA3bICHEHHUS).

JlokyMeHTBI yTBepxkAaroTcst aupekropoMm [lpornmHaszuu, BBIIECTOSIIIUMHU WU
MEXBEIOMCTBEHHBIMU OpraHaMH, OpraHU3alUsAMU, B KOMIIETCHIIMIO KOTOPBIX BXOJHUT
pelIeHre BOIIPOCOB, U3JI0KEHHBIX B YTBEPKIAEMBIX JOKYMEHTaX.

[lonoxxenusi, mpaBuia, TMOPSAIKH, JOJKHOCTHBIE WHCTPYKIHMHM, HWHCTPYKIUH,
pacnucaHus 3aHATUNA YPOKOB, BHEYPOUHOU AESTEILHOCTH, TOTOJHUTEIBHOIO 00pa3oBaHus
U JIp. TO/JIeXKAT YTBEPKICHUIO TUpeKTOpoM [IpornMHasuu u mpruoOpeTaroT IpUINIECKYIO
CUJIY TOJIKO C MOMEHTA UX YTBEPKJICHUS.

['pu¢d yrBepxkACHUS TMOMEIIAeTCs B TPAaBOM BEPXHEM YINIy IEPBOrO JIMCTA
nokymenrta, coctouT u3z cinoBa YTBEPXKJIAIO (6e3 kaBbluek), MOJTHOTO HAaMMEHOBAHUS
JOJKHOCTHU JIMIIA, YTBEPKIAIOMIETO JOKYMEHT, €ro JIMYHON MOAMNCH, €€ pacuInppoBKU
(uHUIMATIOB, (AMUTTUN) U IaThl YTBEPIKICHHUS.

Hanpumep:

YTBEPXJAIO

Jupextop

[Iporumuasum Nel4

MOJITUCH E.B.be3pykoBa
15.06.202...

Jonyckaercs B pekBusute «['pud yTBepKIEHUS [TOKyMEHTa» LEHTPUPOBATH
AJIIEMEHTBI OTHOCUTEIBHO CaMOM JNIMHHOW CTPOKHU.
Hanpumep:
YTBEPXIAIO
Jupektop
[Iporumuasuu Nel4
MOAMHUCH E.B. be3pykoBa
15.06.202...

ITpu yTBEpkAEHUM NOKYMEHTAa HECKOJBKMMH JODKHOCTHBIMM JIMLIAMH MX MOIIUCH
pacrojararoT Ha OJJHOM YpOBHE.

[Ipu  yTBepKOEHUU JOKyMEHTa TIOCTAHOBJICHHMEM, pEIIEHHEM, TMPUKA30M,
npoTokoioM rpud yrBepxkaeHuss coctoutr u3 cimoBa YTBEPXJIEH (-A, -O, -bl),
HAaUMEHOBAaHMS YTBEPKAAIOIIETO TOKYMEHTAa B TBOPUTEIBHOM MAJEXKE, €ro JaThl, HOMEpA.

Hanpumep:

YTBEPXIEH

IIpOoTOKOJIOM METOIUYECKOTIO COBETA

15.06.202_ Ne 32

WIN

YTBEPXIEHO
IPUKa30M
[Iporumuazus Nel4

15.06.202_ Ne 32
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Cnosa YTBEPXJIEHO u YTBEPXJ/IEH B npuiokeHusix coriacyrrcs B pojae U
YHUCJe C BUIOM YyTBEpkJIaeMoro jokyMeHrta: nojgoxenue — Y TBEPXXJIEHO, nporpamma —
YTBEPXJIEHA.

BHocuths kakue-nub0 U3MEHEHUs M J00aBJICHHs B MOJNUCAHHBIE (YTBEP>KICHHBIC)
JIOKYMEHTHI 0€3 pa3penieHus JIMLa, IOMUCABIIEro JOKYMEHT, HE 10ITyCKAaeTCsl.

OTBETCTBEHHOCTh 332 KA4eCTBO MOJATOTOBKH JIOKYMEHTOB U JOCTOBEPHOCTH
COJIepKAlIUXCSl B HUX JTAHHBIX BO3JIaraeTcsl Ha JIMLa, MOATOTOBUBILINE, 3aBU3UPOBABIINE U
MOANMUCABIINE JOKYMEHTHI.

3aroJi0BOK K TEKCTY

3aroioBOK K TEKCTy BKJIIOYAaeT B ceOs KpaTKoe coJep)KaHue JAOKYMEHTa, €ro
OCHOBHYIO CMBICIIOBYIO HAarpy3ky. 3aroioBok (opmynupyercs ¢ npemiorom «O» («O6») u
OTBEYAET Ha BOIMPOC «O yeM?»:

— npuka3 (0 yeM?) 0 CO31aHUU aTTECTAllMOHHONW KOMUCCHUY;

— npuka3 (0 4em?) 00 yTBEPKJACHUU IITATHOTO PACTICAHUS;

— TUCHMO (0 ueM?) O IpeIoCTaBICHUN HH(HOPMALIHH.

3aroyioBOK COCTaBIISIET UCTIOIHUTENb JOKYMEHTA. 3aroJIoOBOK K TEKCTY 0hOpMIIsSeTCs
NOJl pEeKBU3UTaMU OJlaHKa CJIeBa, OT TpaHMIlbl JieBOoro mojs. Ecinu TekcT nokymeHTa He
NpPEBBIIAET YETBIPEX-MATH CTPOK WiIM opopmieH Ha OnaHke ¢opmara AS, 3arojoBoOK
MO>HO HE YKa3bIBaTh.

3aroj0BOK JOKYMEHTA 3alMCBIBAETCS MPU €r0 PETUCTPAllUd B COOTBETCTBYIOIIUE
pEerucTpanoHHble (OPMBI: KAPTOUKY, 0a3y JaHHBIX.

Tekcr nokymeHnTa

TekcT NTOKyMEHTa COCTaBIISIETCS HAa PYCCKOM SI3bIKE KaK TOCYAapCTBEHHOM SI3BbIKE
Poccuiickoit denepanun. TEKCT TOKYMEHTA U31aracTcs PyCCKUM JIMTEPATYPHBIM SI3BIKOM C
y4eToM O0COOEHHOCTEH O(pHIINaIbHO-AETI0BOI0 CTUIISA, BHJIa JOKYMEHTA U €ro Ha3HAUYCHHUS B
ynpaBiieHYecKoi AesTenbHOCTH. CoaepaHue JOKYMEHTA JI0JKHO OBITh M3JI0KEHO KPaTKo,
JIOTUYHO, TOYHO U SICHO.

TeKCThI JOKYMEHTOB M3JIaratoTCs:

OT 1-ro JnuIa €JUHCTBEHHOrO YKCiia B IOKYMEHTaX (IPUKa3, paclopsKeHUe U T. 1.)
mupekTopa [IporuMHaszum, AeWCTBYIOLIErO Ha NPUHLIMIAX €IMHOHAYalus, a TaKxKe
JOKYMEHTax, aJpecOBaHHBIX PYKOBOJACTBY OpraHU3allMU: IPUKA3bIBAIO... MOATOTOBUTH U
NPEJCTaBUTh HAa PAaCCMOTPEHHE; MPOIIY PACCMOTPETh BONPOC 00 yCTAHOBJIEHUH JIBIOTHBIX
TapudoB...;

3-ro MA@ €IMHCTBEHHOTO YKMCIIa B JOKYMEHTAX KOJJIETHAIbHBIX OPraHOB: KOMUCCHUS
pemnna...; [I[poruMHasus He CUUTAET BO3MOKHBIM...;

1-ro numa MHOXECTBEHHONO 4YHCJIAa B COBMECTHBIX JOKYMEHTax: IPOCHUM
NPEJICTaBUTh JaHHbBIE O...; TPEJICTABIIsIEM Ha PACCMOTPEHUE U YTBEPKICHHUE. . .;

3-T0 JHMIla MHOXXECTBEHHOTO 4YHCJa B MPOTOKOJAX: CIYIIAIH, BBICTYIHIIH,
NOCTAaHOBUJIM, PELIMIIN.

B nokyMmeHTax, ycTaHaBiIMBalOUIMX TpaBa u  oOs3aHHOCTH [IporumHazum
(monoXxeHue, MHCTPYKIUS), a TAaKXKe COJEPKALUX OMUCaHHUe, OIIEHKY (PaKTOB HWJIM BBIBOJIbI
(akT, cripaBKa), UCTIOIB3yeTCs (PopMa M3ITOKEHHUS TEKCTa OT TPETHETO JINIA €JMHCTBEHHOTO
WIM MHO>XECTBEHHOI'O 4Mcla («OTIEN OCYHIECTBISET (PYHKLHMHU», «B COCTaB OOBEAMHEHUS
BXOJIAT», KKOMUCCHUSI YCTAHOBUJIAY).

B Ttekcrte nokymeHTa, MOArOTOBJIEHHOI'O HAa OCHOBAHMM 3aKOHOJATENbHBIX, MHBIX
HOPMAaTUBHBIX NPABOBBIX aKTOB, U3JJaHHBIX OpraHamMH BJIACTU U YNPABIEHUS, JOKYMEHTOB,
paHee U3JaHHBIX OPTaHOM BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBa€TCI HAMMEHOBAaHUE BUA
JIOKYMEHTa, HAaUMEHOBAHUE OpraHa, U3JaBLIEr0 JOKYMEHT, JaTa MPUHATHUS WU
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YTBEPKACHUS TOKYMEHTA, €r0 PErUCTPALIMOHHBIA HOMED, a TAKXKE 3ar0JIOBOK K TEKCTY WU
HaMMEHOBaHUE BUJIa TOKYMEHTA, Hanpumep:

«B coorBercTBUM ¢ noctaHoBieHueM llpaButensctBa ot 13.08.1997 Ne 1009 «O0
yTBepKaeHUH [IpaBui MOAroTOBKM HOPMATHUBHBIX MPABOBBIX aKTOB (peiepabHBIX OPraHOB
WCIIOJTHUTEIBHOM BJIIACTH M UX TOCYJAPCTBEHHOU PETUCTPALIIIY;

«B coorBerctBUM ¢ [lomokeHHeM O TOCTOSSHHO JEWCTBYIOIIEHM HKCIEPTHOM
KOMHUCCUU  YUPEXKJICHHs, OpraHu3allid, MPEaNpHUsATHs, YTBEPKICHHBIM MPUKA30M
PocapxuBa oT 19.01.1995 Ne 2...».

Ecnm TekcT comepX UT HECKOJBKO MOPYYEHUM, PpEIICHUW, BBIBOJOB, B TEKCTE
BBIJICJISIIOTCS pa3/ielibl, MOIpa3/iebl, TYHKTHI, MOJTYHKTHI.

B TekcT noKyMeHTa MOTYT BKJIIOYAThCs (hparMeHThl, OPOPMIICHHBIE B BUJIE TAOIUIIbI
WJTU aHKETBHI.

CrtpaHullbl TEKCTa HyMEPYIOTCS apabCcKkuMu uppaMu MocepeuHe BEPXHETO MOJIS.

B nucbMax ucnones3yrot ciaeayronue GopMbl H3I0KEHUS:

— OT TIEPBOTO JIUI[a MHOXKECTBEHHOTO YHca («IIPOCUM HAINIPABUThY, «HAMPABIIsIEM Ha
paccMOTpPEHUEY);

— MIEPBOr0 JIMIIA EJUHCTBEHHOTO 4YHcia («CUYUTAI0 HEOOXOAUMBIMY», «IIPOIIY
BBIJICTUTHY);

— TpeThero Jmia enuHcTBeHHoro uucia («[IporuMHaszus He  BO3paxkaery,
«IIporumMHa3usi CANTAET BOSMOKHBIMY).

OTMeTKa 0 NPUITOKEHUHT

Ecnun 1okyMeHT uMeeT NPUIIOKEHHUsI, HA3BaHHbIE B TEKCTE, TO OTMETKA O HUX
odopmiseTcs o cheayroiei hopme:

[Tpunoxenwne: Ha 10 1. B 3 9K3.

Ecnu npunosxenus B TeKCTE HE Ha3BaHbI, TO HEOOXOAMMO TIEPEUNCITUTH UX Ha3BAHUS,
KOJIMYECTBO JINCTOB U 3K3EMILISIPOB KaXKI0TO0.

[Tpu HaMMYUK HECKOJIBKUX MPUIIOKEHUN OHU HYMEPYIOTCSI:

[Tpunoxenus: 1. [llTaTHOE pacmucaHue... Ha 4 71. B 3 9K3.
2. CmeTa pacxo/oB... Ha 4 11. B 3 9K3.

Ecnu npunosxenust cOpoiopoBaHbl, KOJIUYECTBO JINCTOB HE YKa3bIBAETCS.

Ecnu x 1OKyMEHTy NpujaraeTcsi Apyro TOKyMEHT, TaKK€ UMEIOLIUN MPUII0KEHUE,
OTMETKY O HAJIMYUU TPUIIOKEHHS 0(OPMIISIOT CIETYIOIINUM 00pa3oM:

[Mpunoxenue: mucbmo PocapxuBa ot 05.06.2003 Ne 02-6/172 u npunoxeHHe K HeMy,
BCEro Ha 3 J.

Ecnmu npunoxxenuem siBisieTcss 000COOICHHBIA AJIEKTPOHHBIA HOCHUTENH (KOMITAKT-
TMCK, usb-(iem-HakomuTenb W JAp.), OTMETKY O HaJIMYUMU TPHIOKEHUS O(OpPMIISIOT
CJIEYIOLUM 00pa3zoMm:

[Tpunoxenue: CD B 1 3k3.

IIpu »TOM Ha BKIagbile (KOHBEPTE), B KOTOPBIM TMOMELIAETCS HOCHUTEID,
YKa3bIBAIOTCSI HAMMEHOBAHUS JJOKYMEHTOB, 3alIMCAaHHBIX HA HOCUTEINb, HIMEHa (hailyioB.

[Tpunoxxenust NOMKHBI O(QOPMIIATBCS HAa CTAHAAPTHBIX JIMCTaX W HUMETh BCe
HEOOXOAMMBbIE JJIi JIOKYMEHTOB PEKBU3UTHl (HAUMEHOBAHME, 3aroJIoBOK, IOJIHUCH
PYKOBOJUTENIEH MOJAPA3JIEICHU, OTBETCTBEHHBIX 3a HX COJAEpKAHUE, OTMETKY O
COTJIACOBAHMH M T. 1.).

Ha mnpunoxxeHnn K pacnopsauTENbHOMY JOKYMEHTY B IIPaBOM BEpPXHEM YIUIy
CTaBUTCS OTMETKA C YKa3aHWEM Ha3BaHMsI PACHOPSIUTENIBHOIO JOKYMEHTa, €ro JaThl U
PETUCTPALIMIOHHOTO HOMEpa.
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Hanpumep:
[Tpunoxenne Ne 2
K IIpUKa3y
[Ipornmuazuu Nel4
ot 15.06.202_ No 11
HaumenoBanue BuJa J[JOKyMeHTa — TMpUIOKeHUs (MepBoe CJIOBO 3aroyioBKa
NPWIOXKEHHUS)  BBIJCNSETCA  MPONUCHBIMU  OyKBaMmH,  MOJTYXKHPHBIM  HIPUPTOM

(ITOJIOKEHUE, INTEPEYEHD, CITUCOK u T. 1.).

Homnyckaetcs Beipakenne «[IPUJIOXKEHUE Neoy» meyataTh NponucHbBIMU OyKBamHu, a
TaKXke€ I[EHTPUPOBATH O3TO BBIPAKEHHUE, HANMEHOBAaHWUE JOKYMEHTa, €ro Jary wu
PErUCTPALIMOHHBIN HOMEP OTHOCUTEIIBHO CaMOM JJIMHHOW CTPOKH.

Hanpumep:
[MTPUJIOXEHUE Ne 2
K nmpukasy [Iporumuaszus Nel4 ot
05.06.202_ Ne 145

I'pud coriiacoBanus 10KyMeHTa

Buemnee cornmacoBanue oQopMIIIETCs COOTBETCTBYIOIIUM TPUQPOM.

['pud cormacoBanuss cocroutr u3 cinoBa COI'JIACOBAHO (6e3 kaBbIueK),
JOJDKHOCTH ~ JIMLA, KOTOPBIM  COIVIACOBAaH  JIOKYMEHT (BKJIIOYasi HAaWMEHOBaHUE
OpraHu3aiuu), €ro COOCTBEHHOPYYHOM TMOANWUCH, WHHUIHMATIOB, (aMUIUH, JaThl
COTJIaCOBAHMS.

Hanpumep:

COI'JTACOBAHO

3amecTUTeNb HAaYaJIbHUKA YIIPABICHUS

ob6pazoBanus byrynsMHUHCKOTO MyHUIIUITAIBHOTO paiioHa
HOJITNCH A.W. Iletpos

11.07.202_

Ecnu cornmacoBanne poBOIUTCS ¢ KOJUIETHATBHBIM OPTaHOM WIJIH ITOCPEACTBOM
MMcbMa, TO Tpud coriacoBaHus 0QOPMIISIETCS CACAYIOIIMM 00pa3oM:
Hanpumep:
COI'JTACOBAHO
[TegaroruueckuM COBETOM
[Tporumuaszus Nel4 (mpotokon
01 29.03.202 Ne 1)

Fpmpm COrJIaCOBaHUA MOTYT pacrojiaratbCsad Ha OTACIbHOM JIMCTC COIJIaCOBAHUA,
€CIIn COACpIKAaHHWEC OJOKYMCHTA 3aTparuBacTt HHTCPCCHI HECKOJIBKHX OpFaHI/ISaHI/If/'I. Ha
JOKYMCHTC JICJIaCTCA OTMCTKA «JIuct coriacoBanus IMpuiIaracTca».

Bremnee COrjiaCoBaHHC B 3aBUCHUMOCTHU oT COJACpKaHUA JOKYMCHTA
OCYIICCTBJIACTCA B cnez:y}omeﬁ OUCPCAHOCTH:

— CO CTOPOHHUMM OpraHu3alusIMH, KOrga OHU BBICTYIIAKOT 00s3aTeIIbHOU CTOpOHOﬁ B
MMPaBOOTHOMICHHUAX, BO3HUKAKOIMIUX  BCJICACTBHUC MU3JdHUA OOKYMCHTA, WKW KOI'Ja
COACPIKAHNC NTOKYMCHTA 3aTparuBacT UX HHTCPCChI;

- O6IJ.[CCTBCHHBIMI/I opraHm3aiidMHu — B ClIydasax HCO6XOI[I/IMOCTI/I WJIn B CiIydasix,
NpeaAyCMOTPCHHBIX ITOJIOKCHUAMU 00 3THX OpraHMU3aluiax,
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— OpraHaMH, OCYIIECTBIISIONUMHU TOCYIaPCTBEHHBIN HAJIBEIOMCTBEHHBIN KOHTPOJIb
(Haa30p) B OMpeIeICHHOM 001acTH (3KOJIOTHYECKUH, TOKAPHBIN U T. 11.);

— BBIIIECTOSIINIAMHA ~ OPTAaHM3AIUSIMA — B CIIy4asX, KOTrJa 3aKOHOJATEeIIbCTBOM
npelycMaTpUBAaeTCs BO3MOXKHOCTH COBEPIICHHS YIPaBICHUYECKUX IEHCTBUN TOJBKO C
pa3pelIeHUs ATUX OPraHU3alni.

Bu3a coriiacoBaHusi 1I0KyMeHTA

Bu3sel coritacoBaHust TOKyMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIINIA HAa COTJIACHE
WM HecorJlacue JOJDKHOCTHOro yuina [IporumHasuum ¢ copep:kaHueM MPOeKTa JOKYMEHTa
(mamee — BU3a).

Buza BKITIOYaET TOKHOCTH JIMIA, BUSUPYIOMIETO JOKYMEHT, TIOIIUCH, Paciu(@poBKY
MOAMUCH (MHUIUAIBI, ((AMIINIO) U 1aTy BU3UPOBAHUS.

Hanpumep:
3aMecTuTeNb AMPEKTOpa O Y4eOHO-BOCIIUTATEIBHON paboTe
JInunag rmoanuch T.B. Majnsimiesa
10.10.2018

OdopmienHas TakuM 00pa3oM BH3a O3HAYaeT COrIache J0JKHOCTHOTO JIMLIA C
coJiepKaHHeM JJOKYMEHTa.

[Tpu HanMuMyU 3aMeYaHuil 0 JOKYMEHTY BU3Y OOPMIISIOT CIEAYIOLINM 00pa3oM:
3aMedaHus IPUIIAraroTCs
3aMecTUTENh JUPEKTOpa IO yueOHO- BOCIIUTATEIbHON paboTe

JInyHas moanwch, T.B. MasnsimeBa
10.10.2018

JIOKyMEHT BHW3UPYETCS HWCIOJHHUTEIEM U 3aWHTCPECOBAHHBIMH B JIOKYMEHTE
JOJKHOCTHBIMU JTULIaMH, AupekTopoM [Ipornmuasum.

3ameuaHuss JOJKHBI OBITH TMPEACTaBIEHB HAa OTACIBHOM JIMCTE, KOTOPBIN
TIOJIMUCKHIBAIOT, JATUPYIOT U MPUJIATAIOT K IOKYMEHTY.

Ha moxymeHTe, MoUIMHHUK KOTOPOTo ocTaeTcs B [IporumMHasuu, BU3bI IPOCTABIISIOT
B HHUKHEH 4acTH 000POTHOW CTOPOHBI MOCIICTHETO JINCTA MOJTMHHUKA JOKYMCHTA.

Ha npokymeHTe, MNOMIMHHUK KOTOPOTO OTIHpaBIsiOT u3 llpormmHasuu, BH3BI
MPOCTABJISIOT B HIDKHEW YacTHU JIMIIEBOW CTOPOHBI BTOPOTO SK3EMIUISPA OTIPABISIEMOTO
JOKYMEHTA.

Bo3moxHO odopmiieHre BU3 JOKYMEHTa Ha OTAEIHLHOM JIMCTE€ COTJIACcCOBaHUSI.
JlormmyckaeTcs MOJIMCTHOE BU3UPOBAHKE IOKYMEHTA U €T0 TPUIIOKCHHS.

Eciu B mporecce BU3UPOBAaHUS B TMPOEKT JOKYMEHTa BHOCSTCS CYIICCTBEHHBIC
U3MCHCHHS, OH IIOJJICKUT IOBTOPHOMY BHU3MpPOBaHUIO. [IOBTOpHOE BH3WPOBAHHE HE
TpeOyeTcs, eciu npu 10paboTKe B MPOESKT JOKYMEHTA BHECEHBI YTOUYHEHUS, HE MEHSIOIINE
ero CyTH.

Hoanuch

JlokymeHThI, HanpaBisiemble [[poruMHasueil B BBIMIECTOSIINE OPTaHbl YIIPABICHHUSI,
MOJIMUCKIBAIOTCS TUpeKTOpoM [IpornMHasum, ero 3aMecTuTesIeM Mo MOPYUCHHUIO TUPEKTOpa
[Iporumuazum.

B cocraB pexBmsuta «[loammch» BXOAST: HAWMMEHOBAaHWE JODKHOCTH JIUIIA,
MOJIITACABIIETO JTIOKYMEHT (MOJIHOE, C YKa3aHWEeM Ha3BaHWS OPTraHU3AINH, €CITU JTOKYMEHT
odopmiieH He Ha OJaHKe, M COKpalleHHOEe — Ha JOKyMeHTe, o(hOpMIICHHOM Ha OJaHKe);
JUYHAs TOAMKCH; pacimiupoBKa MOANUCH (MHULIUAIBI, (aMUTIUs).

Hanpumep:
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3amecTuTeNb JUPEKTOpa JIMYHAs TOAUCH O.B. XacanoBa
o yueOHoi paboTe

B JOKYMCHTAX, IMMOATOTOBJIICHHBIX KOMI/ICCI/Ieﬁ, YKa3bIBarOTCA HC JOJDKHOCTH
noanmucaBIIvX JIHI, a UX 00s3aHHOCTH B COCTaBE€ KOMHUCCHH.

Hanpumep:
npeacenaTeb KOMUCCUU JMYHAS TOMHChH N.0. Gamumnus
YJIeHbl KOMUCCHU JIMYHAS TOMHChH N.0. Gamumnus

JIMYHAS MOINUCH N.0. ®amunus

HpI/I noANMMCaHN JOKYMCHTA HCCKOJBbKHMH JOJDKHOCTHBIMHU JIMOAMH WX IMOAINHCH
paciojiararorT oaHy I1oJ HPYTOﬁ B ITIOCJICAOBATCIBHOCTH, COOTBGTCTBYIOH_Ieﬁ 3aHUMAaeMOM
JOJIZKHOCTH.

Hanpumep:
Jupexrop JINYHAs NOANUCH N.0. ®amunus
3aMecTHUTeNb JUPEKTOpa JIMYHAsI TOAIUCH N.0. ®amunus

HpI/I IMoAIMMCaHrK JOKYMCHTA HCCKOJIbKUMHU JIMIAMH PAaBHBIX IIOJDKHOCTCﬁ, ux
IMOAIIHMCH pacCIiojararoT Ha OAHOM YPOBHC.

Hanpumep:
Crapuuii BocnuTaresb 3amecTUTens AUPEKTOPA 10
y4e0HO-BOCIIUTATENHHON paboTe
JTUYHas N.O. ®amunus JTUYHas N.0. ®amunus
MOJIMTUCH MOIMUCH

Ecnu nomxHOCTHOE JMI0, MOANKUCH KOTOPOTO 3aroTOBJIEHA HA MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT [JOJDKEH MOJIUCHIBATBCS JIMLOM, HCIONHSIOLIMM €ro
00513aHHOCTH, WJIU €T0 3aMECTUTEIIEM.

He nomyckaercst mojanucaHue TOKYMEHTOB C MPEMAJIOTOM «3a» WJIM MPOCTaBIIEHUE
KOCOM 4epThl Mepe]l HAMMEHOBAHUEM JIOJIKHOCTH.

OT1MeTKa 00 3J1eKTPOHHOM MOANMCH

OtmeTka 00 »BJEKTPOHHOM MOANMMCH BKIIOYaeT: ¢pasy «JJoxkymeHT noxamnucax
AIIEKTPOHHOW MOAMKUCHIO», HOMEP cepTU(HUKATa KIF0UYa AJIEKTPOHHON MOANUCH, haMUIHIo,
UMs, OTYECTBO BIaJeNblla cepTuduKata U CpPOK JACHCTBUSA CepTHHKATa KIH0Ya
ANEKTPOHHOU MOIHCH.

Hanpumep:
{{Img="S:\Penaxiuss\MI{PIP\O6pazoanuc\IMG\118 31056.png"}} JOKYMEHT
[NOAITMCAH
DJIIEKTPOHHOU
[MTOATIMCBIO

Ceptuduxar lall1aaa0000000011
Bnanenen Banosa Anna IletpoBHa
HeiicrButenen ¢ 01.12.2020 mo 01.12.202_

OtmeTka 00 BHCKTpOHHOﬁ noanmrucCHu NOOJIKHA COOTBCTCTBOBATH MCECTY PAa3MCIICHUA
CO6CTB€HHOpy‘{HOﬁ IIOAIINCH B aHAJIOTUIHOM NOKYMCHTC Ha 6YM3)KHOM HOCHTCIJIC.
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DNEeMEHTBI OTMETKH JOKHBI ObITh BUAUMBIMHU U YUTAEMBIMU U HE JIOJKHBI IEPEKPHIBATH
AJIEMEHTHI TEKCTA JOKYMEHTA U JPYTHe OTMETKH 00 3JEKTPOHHOM MOANUCH (MIPU HAJIUYUH).

IleyaTn

OTTHCK TedaTH 3aBepsieT MOMJIMHHOCTh MOAMMCH JIOJDKHOCTHOIO JIMIIA Ha
JOKYMEHTaX, YJOCTOBEPSAIOIIUX IpaBa JHI, (UKCUPYIOUMX (AKTHI, CBSI3aHHBIE C
(MHAHCOBBIMU CpEJICTBAMH, a TaKK€ Ha MHBIX JOKYMEHTaX, NpeJyCMaTpUBaIOIIUX
3aBEpPEHUE NOMIMHHON MOANMUCH. JJOKYMEHTBI 3aBepsIOT nevarso [Ipornmuaszun.

[ledaTe mpocTaBisieTcsi Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas JMYHOU
HOJIHNCH JOJKHOCTHOTO JIMLIA.

OtMeTKa 00 HCIIOJIHUTEJIE

OtmeTka 00 UCIIOJHUTENE BKIIIOYAET B ce0s (paMIINIO, UMs, OTYECTBO UCIIOJIHUTENS
JIOKyYMEHTa, HOMep ero TenedoHa.

OtMmeTKy 00 HMCHOJHUTENE pacloyiaraloT Ha JIMLEBOM MM OOOPOTHOM CTOPOHE
MOCJIETHETO JINCTA JOKYMEHTA B JIEBOM HH)KHEM YTIIy.

Hanpumep:
WBanoBa lHHa 1BaHOBHA
8 (85594) 4-45-18

OTMeTKa 0 32aBepEeHUN KOIUH

Komum ¢  JOKyMEHTOB  BBIJAIOTCSI C  pPa3pelI€HUsi  OTBETCTBEHHBIX  3a
JIEJIONPOU3BOJICTBO M TOJIBKO C TE€X TIOKYMEHTOB, KOTOpbIE ObUIH U3aHbl B [Iporumuazun.

[Tpu BbIJaYE KOMUU JOKYMEHT BOCIIPOU3BOUTCA MOJHOCTHIO (6nank [Iporumuasuu,
HOMEp, /1aTa, COEPKAHUE U T. 11.).

B npaBom BepxHem yriy xonuu nuiercs ciaoBo «Komwms». Ilpu Beigade xonuu ¢
KOIINUHU caenyeT nucath «Konus ¢ konumy».

Ecnu xonus [uisi BHYTPEHHETO IOJb30BAHMS, TO JJIS 3aBEPEHHUs HUXKE PEKBU3UTA
«Iloamuce» TPOCTABISIIOT — 3aBEPUTENIBHYIO HAINUCh: «BepHO»; MOKHOCTH ML,
3aBEPSIIONIETO KOMHIO; JUYHYIO MOANKCH; paclInpOBKY MOANUCH (MHULIMAIBI, (paMHUIInIO);
J1aTy 3aBEPEHHUS.

Hanpumep:
Bepno
Crapiuii BocriuTartesb
JInaHasg noanucey E. A. Ka3zanoBa
10.07.202....

Ecimn xonus BbIAACTCA 1A NPCACTABIICHUA B JPYTYIO OpraHU3aluio, TO OTMCTKA O
3aBCPCHUUN KOIMNU OOIMOIHACTCA HAAIINUCHIO O MECTC XPAHCHUSA NOKYMCHTA, C KOTOPOIo ObLIa
H3TOTOBJICHA KOIIH:A, U 3aBCPACTCS II€CYAThIO OpraHru3aluun.

Hanpumep:
[TogmuaaMKk qoKkymMeHTa HaxonuTes B [Iporumuasuu Nel4 B nene Ne 12-k 3a 2013
T'OJI.

I[JIH MMPOCTABJICHUA OTMCTKH O 3aBECPCHUU KOIMUH MOKCT UCITOJIb30BATHCA IITAMII.

OtmeTKka o MOCTYIUVICHUH NOKYMCEHTA
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ComepXUT JAaTy MOCTYIJIEHUS  JOKYMEHTa, a TaKXkKe €ro  BXOAAIIUN
peructpaloHHblii Homep. Ilpu HEOOXOOUMOCTHM B OTMETKE MOYKHO YKa3aTh BpeMs
NOCTYIUIEHHSI B YacaX U MUHYTaX U COCO0 10CTaBKU JOKYMEHTA.

OTMeTKy 0 OCTYIUIEHHH JOKyMeHTa B [IpornmMHasuio nmpocTaBisioT B BUJE IITaMIIa
WIM OT PYKM B HWJKHEW YacCTH JIMLIEBOM CTOPOHBI IIEPBOTO JINCTA JOKYMEHTA WIM HA €ro

obopore.
Hanpumep:
[Tporumuazus Nel4
11.07.202_ Ne 23
13 9 40 mun
Pe3osronus

B cocraB pesomronuM  AOMKHBI BXOJWTH CJCAYIOIIME JJIEMEHTHI:  (haMHIIHS,
WHUIIAAJIBI UCTIOTHUTENS (MCTIOIHUTEIICH), cofiepikanue mopydenus. [Ipu HeoOxoaumocT —
CPOK MCIIOJIHEHUSI, TIOAMKCH JINIIA, BBIHECIIETO PE3OJIOIUIO, 1aTa PE3OTIOIIHH.

Hanpumep:

Cwmupnosoii 1.0.

[Ipomry moArOTOBUTH MPOEKT
noroBopa ¢ OO0 «Jlom Mebean»
K 22.06.202

JInanasg moanuch

10.10.202_

[Ipy Hamuuuu B PE3OTIOUUM  HECKOJBKUX  HUCIOJTHUTENEH  yKa3bIBaeTCs
OTBETCTBEHHBIM UCTIOJHUTEND (KaK IIPaBUIIO, 3TO JIUIIO, HA3BAHHOE B PE30JIIOLIMU MIEPBBIM).

Ha nokymeHnTtax, He TpeOYIONMIUX IOMOJHUTENBHBIX YKa3aHUW MO HCIIOTHEHHIO U
MMEIOIINX TUIOBbIE CPOKU UCTIOIHEHHUS, B PE30JIIOLUN YKA3bIBAE€TCS UCIIOIHUTEb, MOIUCH
aBTOpa PE30JIIOLIMH, JaTa.

Pesomrorus, kak mTpaBUIO, THUIIETCS OT PYKH PYKOBOJMTENIEM Ha TOJJIWHHHUKE
JIOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTe.

OTMeTKa 0 KOHTpOJIe

OtmMmeTKa 0 KOHTpOJIe 0003HAYaeT, YTO JOKYMEHT MOCTABJIEH Ha KOHTPOIb. OTMETKY
0 KOHTPOJIE 32 UCMOJHEHUEM JOKyMEHTa 0003HauyaroT mramrnoM «KOoHTpoap» Ha BepxXHEM
noJie JOKYMEHTA.

Kontponto moanexxaT Bce 3aperucCTpUpPOBAaHHbIE JOKYMEHTBI, TpeOyromue
WCIIOJTHEHUSI.

Cpoky UCIOJTHEHHUS! JOKYMEHTa YCTaHaBJIMBAIOTCS B COOTBETCTBHH CO CpPOKaMH,
0003HaYeHHBIMH 3aKOHOJATEIbCTBOM, OpraHU3alllell, HampaBUBLICH MOpPYYEHHE WU
pock0y, paclopsSAUTENLHBIM TIOKYMEHTOM HUITU pe3oiionuei aupekropa [Iporumuazuu.

Cpoxk npocTaBinseTcs B popMe 1aThl 3aBepIICHUS UCTIOJTHCHUS.

OTMeTKAa 0 HANIPABJIEHHH IOKYMEHTA B /1€J10

OtMeTka 00 MCIIOJIHEHUW TOKYMEHTa W HAlpaBJICHUU €r0 B JIEJIO BKIIOYAET B ceOs
cnenyromnie aanHbie: Ppazy «B memo», mHAECKC Jena Mo HOMEHKIAType Jel, B KOTOpOe
MOMENIAETCSl JOKYMEHT Ha XpaHEeHHE, C YKa3aHUEM rojia, JOJKHOCTH Jiuia, 0(pOpMHUBILIETO
OTMETKY, IOJIIIUCH, IAThI.

Hanpumep:

B nmeno Ne 01-18 32 202_r.
3aMecTUTeNh TUPEKTOpa 10 Y4eOHO -
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BOCITUTATENbHON paboTe
JIngHas moAnuch 10.10.202...._

OTMmeTKka O HampaBIEHMHM JIOKYMEHTa B [J€J0 MOXET JONOJHATHCA KPATKUMU
CBEJICHUAMU O XapaKTEPE UCIIOJIHEHNS JOKYMEHTA.

3.3. OcoGeHHOCTH NOATOTOBKH M 0(pOpMIIeHHS OTAEeIbHBIX BUAOB 10KYMEHTOB

IIpuka3s

[Tpuka3 — mpaBOBOM aKT, M3JaBaeMblil AUpeKTOpoM [IpormMHazum s pemeHus
OCHOBHBIX U ONIEPAaTUBHBIX 33/a4, crosAmux nepex [Iporumuasueit (npunoxenue Ne 6).

[Tpuka3 MoxkeT OBITh M3AaH JIMIOM, HCIOJHSIOUIMM OOS3aHHOCTH JHUpPEKTOpa
[IporumHasuu B ciay4yae €ro OTCyTCTBUS.

B nmpukazax 1o OCHOBHOM JESATEIBHOCTH PEIIAIOTCS  BOMNPOCHl  y4eOHOM,
XO3MCTBEHHOM, (UHAHCOBOM JACSATEIBHOCTH, IUTAHUPOBAHUS, OTYETHOCTH, Yy4eOHO-
BOCIIUTATENILHOTO TMpoliecca, (PU3MUecKoro pa3BUTUs  T. 1.

[Tpuxazsr opopmisitorcest Ha Onanke Ilpormmuasuu. [lepenaua npuka3oB, X KONUN
pabOTHUKAM CTOPOHHUX OpraHU3alMil JOMYCKAeTCs TOJbKO C pa3pelieHus IUpeKTopa
[Mporumuazuu. IlpoexTel mNpHKa30B pa3padaThIBAIOTCS YIOJHOMOYEHHBIM JIULOM I10
HOPYYEHHIO PYKOBOJICTBA UJIH 110 COOCTBEHHOM MHUIIMATHBE.

[logroroBka mnpuka3za BKJIOYaeT B ce0s M3yUeHHE CYIIECTBa BOmpoca U cOoOp
HEOOXOJUMBIX CBEJCHMI; TOJArOTOBKY IPOEKTa MpHKa3a; COIJIACOBAaHUE IPOECKTA;
noJnucanue AupekropoM IIporumuasuu, perucrpanmio.

[Tpuka3sl mevaTaroTcs mpugTom Ne 13.

Howmepa ctpanul] npocTapisitoTcs OCEPEAMHE BEPXHETO MOoJs IucTa. TeKCT npukasza
(pacropspkeHus1) meyaTaercs uepes oOJA1H MEXXCTPOUHBIN HHTEpBall, 63 060poTa.

[Tpuka3 mMeeT cCleqyIOlME PEKBU3WUTHI: HauMeHOBaHME [IpormmMHazum corigacHo
yCTaBy; MECTO COCTaBlieHMsl, HauMeHoBaHue Buaa nokymenta ([IPMKA3), nara, HOMmED,
MECTO COCTaBJIEHHUS, 3aroJOBOK K TEKCTY, TEKCT, HAaMMEHOBAHUE JIOJKHOCTH, MOJIUCH
JOJDKHOCTHOTO JIMIa (MHULMAIBL, (haMIIINs ), BU3bI COTJIACOBAHMS, 03HAKOMJICHUS.

JaToit mpukasa (pacrnopsiKeHus) SBJsIeTCs JaTa ero noanucanud. Jlata ohopmsiercs
nu(ppoBBIM €cIIOCOOOM; HOMEP COCTOMT M3 3HaKa «Ne» M MOPSAKOBOrO HOMepa IpHKasa,
Harpumep: ot 00.00.0000 Ne 000.

Tekcr mpukasza (pacHopsKEHHs) COCTOMT M3 JABYX B3aMMOCBSI3AHHBIX YacTed —
KOHCTaTHPYIOLIEH U PaCIOPSIUTEIBHOM.

TekcT mpukasa (pacnops>KeHus1) JOJKEH UMETh 3aroJIoBOK. 3aroJIoBOK HAUMHAETCS €
npeiora «O» («O06») um popMupyercss mpu MOMOILIN OTIIIATOJBHBIX CYIIECTBUTEIBHBIX
(nanpumep: «O0 yTBepKACHUH...», «O perucTpauuu...», «O co31aHuu...»).

3aroioBOK JIOJKEH KpaTKO M TOYHO OTpa)kaThb COJEp)KaHUE TEKCTa IMpHuKas3a
(pacnopsikenus). Touka B 3arojoBke He craBuTcd. Iledaraercs uyepes3 Ba MEXCTPOUYHBIX
UHTEpBaa OT pekBu3nTa. [leyaraercss CTpOUHBIMU OYKBaMH.

B koHcTaTHpyromiei 4acTu KpaTKo M3JIaraloTcs Ield U 3a7aud, GakThl U COOBITHSA,
MOCIYKUBIIIME OCHOBaHWEM MJisi M3JaHus npukaza. OHa MOXET HAaYMHATHCA CIOBaMHU «B
LEJSIX», «BO UCIIOJIHEHHUE» U Ap. Eciy npukas u3aercs Ha OCHOBAHUM JIPYroro J0KyMEHTAa,
TO B KOHCTaTHpPYIOUIEH dYacTH yKa3bIBaeTCsi HAMMEHOBAHME JTOr0 JOKYMEHTA,
HAaUMEHOBAaHMUE OpraHa, U3AABIIEro JOKYMEHT, 4aTa, pEruCTPAlMOHHBI HOMED M 3ar0JI0BOK
K TEKCTY.

KoHcTaTupytomas 4actb MOXKET OTCYTCTBOBATb, €CJIM IPEANHUCHIBAEMBIE JIEUCTBUS
HE HYXJAIOTCS B pa3bsCHEHUU. TEKCT IMPHUKA30B B TaKUX CIydasx HAYMHAETCS CO CJIOBA
«ITPUKA3BIBAKy» (mumercs mpOnmuCHBIMU OyKBaMH) BBIJAEISAETCS XUPHBIM HIPUPTOM.
[Ipy Hamuuuu JABYX YacTed MpUKa3a pPACHOPSAMTENbHAs YacThb OTHENSETCS OT
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KOHCTaTupytomei cioBoM «mpukasbiBato». [locie cnoBa «[IPUKA3BIBAIO» craButcs
JBOETOYHE.

TekcT pacnopsAUTENbHON YacTH MOXKET JEIUThCS Ha IYHKTBl, B KOTOPBIX
YKa3bIBAIOTCSI ~ MCIIOJIHUTENM, KOHKPETHBIE  JIEHCTBUA W  CPOKH  HCIOJIHEHUS
IPENNUChIBAEMBIX JeWCTBUNA. Ecnu mpukas JOMOIHSAET, OTMEHSET WIM U3MEHSET paHee
U3JIaHHbIE MPHUKa3bl WIM HUX OTAENbHbIE MYHKTBI, 3TO OrOBApUBAETCS B TEKCTE.
[ToceqHuM NYHKTOM pacHoOpsAIWTEIbHOW YacTH IPHUKa3a YKa3bIBA€TCs JOJKHOCTHOE
JIMII0, HA KOTOPOE BO3JIaraeTcs KOHTPOJIb 3a UCIIOJHEHUEM IIpHKa3a B 1ienoM. Hampumep:
«KoHTpOJIb 32 NCIIOJIHEHUEM TPHKA3a OCTABJISIIO 32 COOOM».

[Tonnuck otaensieTcss OT TEKCTa JIByMs MHTEpBAJaMH, [E€YATA€TCsl OT I'PaHULIbI
JIEBOTO MOJIA.

PacmmdpoBka noanucu neyaTaeTcsi Ha ypOBHE IMOCIEIHENH CTPOKU AOHKHOCTH

y MpaBoM TpaHUIlbl TEKCTOBOTO noJist. [Ipoben Mexay nHumanamMu u paMuirei e

nenaetcs. [locnennsas OykBa B pacmin@poBKe MOANUCH OTPAaHUYUBACTCS MPABBIM

mosieM (10
MM).

[Ipn moamucanuu mpuKaza (pacHopsKEHUs) JMLOM, 3aMELIAIOLIUM JTUPEKTOpa
[IporumHazuu, 1oxkHa ObITh YKa3aHa €ro (paKkTuueckas JOJKHOCTb U (paMUIIHsL.

[Tpy HanMuUMK TPUIIOKEHUNM K NpUKa3y (pachopsKEHUIO) 00s3aTeabHO JeNaeTcs
CCBUJIKA HA HUX B TEKCTE.

[Tpukasbl (pacnopsbKeHHs]) HYMEPYIOTCS TMOPSIAKOBOW HyMepalMed B mpenenax
KajeHaapHoro rojaa. OTneabHO HYMEPYIOTCS MPUKa3bl IO OCHOBHOM NE€ATEIBHOCTH, MO
(MHAHCOBOM JESITENTPHOCTH, ATTECTALMN NIEIarOTMUYECKUX KaJIpOB, MPHUKA3bI MO JETSIM, 10
JOTIOTHUTEIBHBIM YCIyTraM, 10 JUYHOMY COCTaBy, O KOMaHAUPOBAaHHUU.

Ecnn npukasz (pacmopsikeHue) BBOJUT B JCHCTBHE KaKHUE-TUOO JOKYMEHTHI
(MHCTpYKIMH, TpauKu, MpaBuja, IMOJOKEHUS), TO OHU OQOPMISAIOTCI B BUIE
NPWIOKEHHUsI K MpUKa3y (pacnopspkeHHro). B mpaBoM BepXHEM yriy TakMX JOKYMEHTOB
OT MATOTO TMOJOXKEHUs TalyisTopa HeoOXoauMo mnucath ciaoBo «lIpunoxenue» c
yYKa3aHUEM HAUMEHOBAHMS PpACIOPAIUTEIBHOTO JIOKYMEHTa, €ro JaTbl, HOMepa
(mpunoxxenue Ne 7).

Hanpumep:

[Ipunoxenue

K MpUKa3y
[Iporumuaszus Nel4
ot 11.07.202_ Ne 34

[TpunoxeHus K MpOeKTaM MPUKa30B 0(GOPMIISIFOTCS] Ha OTACTBHBIX JIUCTaX Oymaru
(mpunoxenue Ne 7).

PasmMepsl mosei 1 MeKCTPOYHBIC HHTEPBAJIBI IIPH MTEYaTaHUN TEKCTOB
NPUIIOKCHUH UACHTUYHBI pa3Mepam, IPUMEHSEMBIM TP IeYaTaHUN TEKCTOB MPUKA30B
(pacnopspkenuit). B mpunoxkeHusIX MOMeImarTcs MOJI0KEeHHs, TIePEYHH, CIUCKH,
rpaduKy, TaOIUIBL,

00pa3Iibl JOKYMEHTOB U JIp.

Ecnn B TekcTe maeTcsl CCBUIKA «COTJIACHO MPUIIOKEHHUIO» WU (HMPUIIOKEHHE
Ne...), TO Ha mepBoii CTpaHHIIEe TPUIOKEHHS B IPABOM BEPXHEM YTIIy MUIIETCS CIIOBO
«[Ipuno>xenue» n ero HoMep, HIKE Yepe3 OJAUH MEKCTPOUHBIN MHTEPBAJ IAETCS CChUIKA
Ha npuka3 (pacnopspkeHue) nupexropa [IporumHuasum, ero naty u Homep.

Bce cocraBHBIE YyacTH peKBHU3WTA BBHIPABHUBAIOTCA IO JIEBOMY Kparo, Me4aTaroTcs
yepe3 OJWH MEXKCTPOYHBI HMHTEpBal. J[IMHA CTPOKM HE MOJDKHA TMPEBBIIIATH § CM,
OTPaHWYHMBACTCS TMPABBIM IMOJIEM AOKyMeHTa. [Ipu Haaumumum HECKOJBKHX MPHUIIOKEHHH

OHHM HYMEPYIOTCSL.
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Hanpumep:
[Tpunoxenue 1
k nmpukasy [Iporumuaszum Nel4 or
11.07.202_ Ne 34

[Tpu Hanmuuum B Tekcre GopmynupoBku «Y TBEPAWTby» npunaraemoe mnosoxeHue,
COCTaB KOMUCCHUU, MEPEUYECHb MEPONPHUATHI W T. 1. HA CaMOM MPWIOKEHUU B IPABOM
BepxHeM yriy pacnonaratorcs ciioBa «Y TBEPXKIEHO» unmu «YTBEPXJIEH» co cchuikoi
Ha IIPUKa3, €ro AaTy, HOMEp.

Hanpumep:
YTBEPXJIEHO
npukazom [Iporumuasust Nel4 ot
11.07.202_ Ne 34

3aroioBOK K TEKCTY NPWIOKEHHUS] TIedaTaeTcs LEeHTPUPOBAHHBIM CIIOCOOOM.
HauvmeHoBaHue BHJla JOKYMEHTa MPUIOKEHHS (IIE€pPBOE CIOBO 3arojioBKa MNPUIIOKEHUS
nevaraercsa MpomucHbIMU OykBamu kupHbIM InpudrTom: T[TOJIOXKEHUE, ITEPEUEHD,
CIIMCOK uT. 1.).

3arojoBOK TMPWJIOKEHHS] OTHAENsAeTCs OT JaThl W HOMepa IpuKa3a AByMs
MEXCTPOUHBIMU UHTEPBAIAMH.

[Ipy Hanmuuuum B TEKCT€ NPUIOKEHHUS HECKOJbKUX pa3JelioB MX 3arojoBKU
MeYaTaroTCsl EHTPUPOBAHHBIM CIIOCOOOM (OTHOCHUTENBHO TpaHMIl TekcTa). Touka B KOHIIE
3arojOBKOB He CTaBUTCS. JlOMycCKaeTcsi BBLAEHATH 3arojIOBKU pa3zesioB MIpU(TOM APYroi
HACBIIIICHHOCTH (3KUPHBIM, TIOJTYKUPHBIM).

TekcT mpUoKeHUus MOXKeT ObITh odopmiieH B Buae Tabiuibl. ['padsl U cTpoku
TaOJIMLBl JOKHBI WMETh 3aroJIOBKH, BBIPRKEHHbIE HMEHEM CYIIECTBUTEIbHBIM B
UMeHuTeNbHOM mnazexe. [lon3aronoBku rpad M CTPOK T'paMMAaTHYECKH JOJKHBI OBITh
COIJIaCOBAHBI C 3arojloBKaMH. TEKCT TaOJIMIbI IMEYaTaeTcsl 4yepe3 OAMH MEKCTPOUYHBIN
WHTEpBaJ.

[Ipy Hamuuuu B TEKCTE MNPUIOKEHUN CCBHUIKM Ha CHOCKY OHa odopmisieTcs
3BE37J04YKOM. TEeKCT CHOCKM Ie4aTraercs 4Yepe3 OJUH MEKCTPOUYHBIM MHTEpPBAl B KOHIE
KaXJO0W CTpaHULbI WK MOCIIE NPWIOKEHUS B LEJIOM IoJ 4epToul. Ilocie cumBona CHOCKU
ee TEeKCT MeyaTaeTcsi ¢ MpOnUcCHOM OyKkBbI. B KOHIlE TekcTa CHOCKHM cTaBUTCS Touka. Ha
OJIHOM CTpaHuIlEe HE T0KHO 0popMIIAThCs 00Jiee TPEX CHOCOK.

B nonoxxeHusix, mporpammax, ycraBax M JIpyrux MOJOOHBIX JTOKYMEHTaxX pas3zelibl,
NOJpa3ieibl, MYHKTHI M MOAMYHKTHI HyMepyloTcs apadckumu nudppamu. Homep moapasnena
JOJDKEH COCTOATh W3 HOMEpa pasjiela W HoMepa Mojpasjienia, pa3JeleHHbIX TOUKOU
(mampumep: 1.2.). HoMep myHKTa MOXET COCTOATH M3 HOMEpa paszjena, Mnojipasjiena u
NyHKTa, pa3JeleHHbIX Toukamu (Hampumep: 2.3.1.). IIyHKTBI pu HEOOXOAUMOCTH MOTYT
NOJIPa3JeNIThCsl Ha MOJANYHKTBI, KOTOpbIE JOKHBI MMETh MOPSAIKOBYIO HYMEpaluio B
npenenax Kaxaoro myHkra (Hanpumep: 1.1.1.1., 1.1.1.2. u 1. 1.).

Busel npocTaBistoTcss Ha 0OOPOTHOM CTOPOHE IMOCJIETHETrO JIUCTa IPOEKTa MpUKas3a
(pacriopspKeHus ).

Ha npunoxeHusx K mpoeKTam MpuKa3oB (pacropssKeHUit) BU3bI TPOCTABISIOTCS MO
TEKCTOM MPUIIOKEHUS.

IIporoxoa (npunoxenue Ne®)
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B nmporokonax (noKymMeHTax, (QUKCHUPYIOIIHMX XOJa OOCYXIEHHUS BOIPOCOB H
OPUHATHUS PEIICHUH) TOCTOSHHO JAEMCTBYIOIIMX KOJUIETHAIBHBIX M COBEIIATEIbHBIX
OpraHoB (Melaroru4eckoro, METOINYECKOro COBETOB, KOMUCCHUI), a TaKKe KOH(PEPEHILIHH,
coOpaHuii, coBelaHUM, 3acelaHHii, TIEepPEeroBOpoB, BCTPEY) HUCIONb3yeTcs (opma
U3JIOKEHUS TEKCTa OT TpeThero JMma MHoxecTBeHHoro uwucia (CJIYIIAJIN,
BBICTYIINJIN, PEIINJIN). ConepkaHue BBICTYIUICHUH HW3JIaraeTcs OT TPEThEro JuIila
€IMHCTBEHHOT'O YHCIIa.

[IpoTokos uMeeT clieyIoIIe PEeKBU3UTHI:

— Haumenoganue euoa ooxymenma — cioBo «I[IPOTOKOJI» neuaraercs Ha 2 cm
HUKE OT TPAHUIBI BEPXHETO TOJISI TPONMUCHBIMH OYKBaMH, IMOJYXKHUPHBIM MIPHPTOM |
BBIPABHUBAETCS 110 LIEHTPY;

— U0 3acedanus, cogewjanus — OTHAEISETCS OT MPENbIAYIIEr0 PEKBH3UTA IBYMS
MEXCTPOYHBIMU MHTEpPBAJIaMU, I1€YATAETCs MOTYKUPHBIM HIPU(TOM Uepe3 OJIMH MHTEepBal
U BBIPABHUBAETCS 110 IICHTPY;

—odama u Homep npomokoira — pata odopmiseTrcs IUPOBBIM crocoboM u
neyaraercs 4epe3 JBa MEKCTPOUYHBIX MHTEpBaAja HUKE MPEABIAYIIEro PEKBU3UTA OT JIEBOM
IPaHULIBI TEKCTOBOTO IMOJISI, @ HOMEP — MOCJE CJIOBA «IIPOTOKOI;

— Mecmo npogedeHus 3acedanuss YKa3bBaeTCa TpH OQPOPMICHHH IPOTOKOJA
COBEIIaHHS B TOM CJIy4yae, €Clidi OHO MPOUCXOAWIO He B 31aHuu [IporumuHazum,
BBIPaBHUBAETCS IO LICHTPY HA OJAHOW JINHUM C 1aTOM;

— meKcm npomoKoJia, Kak MpaBuilo, COCTOUT U3 JIBYX YacTel: BBOJHOW U OCHOBHOIA.

BBoanast yacThb cocTaBiIsIeTCS IO CXEME:

[Ipencenarens — @ammims 1.0O.

Cexpetapp — @amunusa 1.0.

[IpucyrcTBoBanu:

CnoBa «llIpencenarens» u «CekpeTapb» MeYaTalOT CI€BAa OT HYJIEBOIO IMOJOXKEHHUS
TabynaTopa, OTJeNsIsl ABYMsI MHTEpBaJaMH OT 3aroJIoBKa U Apyr ot apyra. C HOBOW CTPOKH
numryT cioBo «lIpucyTcTBOBaNMY, YKa3bIBAIOT O0IIEE KOJIHMUYECTBO YJICHOB KOJUIETHAIBHBIX
OpraHoOB W YMCIIO MPUCYTCTBYIOIIMX, & paclin(poBKa MPEICTABISAETCS B SIBOUHOM JIUCTE,
KOTOPBIN SBJISIETCS] TPUIIOKEHUEM K TPOTOKOMY (Tpuiioxkerue Ne 9).

[ToBecTka [HA COAEPKUT IEPEUNUCICHUE ITYHKTOB (BOIIPOCOB) IIOBECTKH JIHSA,
bUKCUPYIOMINX TOCIEA0BATEILHOCTh 00CYXICHUS, C HaMUIUIMUA JAOKIATIUKOB. Kaxkaprii
BONIPOC HyMepyeTcs apaOCKoi u(poi, pacnoyaraercsi B HOpsAIKe 3HAYUMOCTH U OTBEYAET
Ha Bornpoc «O yem?».

Hanpumep:

1. Amnanu3 BeIMONHEHUS TOAOBOTO M1ana padotsl [Iporumuasmun 3a 202_—
202_y4eOHbI TO/.

JHoxnanuuk — I[TetpoBa A.H.

OcHOBHas1 YacTh [IPOTOKOJIA COCTOUT U3 PA3ZEIIOB, COOTBETCTBYIOIINX TyHKTaM
MOBECTKH JHS.

TekcT Kax10T0 paszena COCTOUT U3 TPEX YacTeu:

— CJIVIHAJIA: kpaTkoe colep)KaHWe AOKJIaga WA CChUIKAa Ha MpUIIaraeMbll K

nporokony TekcT. Ilepen cinoBom «CIIYIIAJIM» mnpocraBisieTcss HOMEpP B

COOTBETCTBUH C ITOBECTKOM JIHS;

— BBICTVYIINJIN: kpaTkoe coaepkaHUEe KaXKI0r0 BHICTYIUICHUS, 3aJJaHHBIE BOIPOCHI

U OTBETHI;

— PEIIWJIA (ITOCTAHOBWJIN): pemenne (GopMyIHpyeTcss C HCIOIb30BAHUEM

MOJIENY, MPUHATOMN JUIsl PacHOpSAUTENbHBIX JOKYMEHTOB: YTO CJIEJaTh,
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WCIIOJIHUTENb, CPOK UCTIOJIHEHUS.

Pemenus, BeipabOTaHHBIE HA COBEIIAHWH, BHOCAT B TMPOTOKON IIOCJE CJIOBA
«PEHINJIN» («[IOCTAHOBWJINY). Pemenne MoxeT coaepkaTh OJUH HIJIM HECKOJIBKO
IYHKTOB, OHHU PacIoJIararoTcs Mo 3HAYMMOCTH, KXl U3 HUX HyMEpYeTCs.

B cnyuae, korma mpoTokod (GUKCHpPYeT pelieHue o0 YTBEPKACHMH KaKOro-Iubo
JIOKYMEHTa, B TEKCTE MPOTOKOJA JOJKHA COJNEPHKAThCA CChUIKA HA 3TOT JOKYMEHT, a caM
JOKYMEHT MPHJIaraeTcsi K IpoOTOKOITY.

[Ipy Hanuuuum 0coOOro MHEHHMS IO MPUHATOMY PELIEHUI0 OHO 3alHiChIBAETCA B
MPOTOKOJI (TIOCTIE COOTBETCTBYIOMIETO MPOTOKOIBLHOTO PELICHHUS).

B xauecTBe UCIIONHUTENS MOXKET OBITh YKA3aHO OJHO WJIM HECKOJIBKO JOJKHOCTHBIX
mun. Cpok MOXeT ObITh yKa3aH Kak KaJleHJapHas JaTa WIA KaK NEepHOJ| BBIMOJIHEHUS
paboTHI.

CnoBa «CJIIVIIAJIN», «BBICTYIIWINY, «PEIIWIIN» («IIOCTAHOBWJIN»)
M€YaTaroT OT JIEBOT'O MOJISl MPONMUCHBIMU OYKBAMU U 3aKaHYMBAIOT IBOCTOYHEM.

Kaxnplii pa3nen mewaTtaercss € KpacHOM CTPOKHM, 4YTOOBI BBIJEIUTH B TEKCTE
MPOTOKOJIa PeUb OCHOBHOTO JOKJIATYMKa, BRICTYIUICHHUS] YYACTHUKOB OOCYKIEHHS BOTpPOCa
U TIOCTAHOBJISIFOIIYIO YacTh, GOPMYIUPYIONIYIO pemieHne coopanus. C 3Toil ke LeNbio B
TEKCTE MPOTOKOJNA KaXAyl (aMUIMI0O U WHULKAJIBl BBICTYMAIOMIMX IEYaTaloT C HOBOM
CTPOKH B UMEHHUTEILHOM TaJIe’Ke, 3alMCh BBHICTYIUICHUS OTACTSIOT OT paMminu 1educom.
Kaxxnpiii Bompoc medaraercsi ¢ KpacHOM CTpOKH, (paMHIIMK MPU ATOM JIOMyCKAaeTcsl He
YKa3bIBaTh.

[IpoTrokon odopmisieT cekperapb 3acefaHus, OPUIUYECKYI0 CHIy MPOTOKOI
nproOpeTaeT TOJBKO MPHU HAJMYMU JBYX MOANUcel — npescenatens u cekperaps. [loanucu
pacrnojiaratoT, OTAEIUB OT TEKCTa JBYMS-TPEMsI MEKCTPOUYHBIMUA MHTEPBaJlaMU OT TPAHUIIBI
nesoro nousist. [loanmuceiBaercst MepBBIM AK3EMILIAP MNPOTOKOJIA, KOTOPBIM MOJIIIMBAETCS
CEeKpeTapeM B JEJI0 M XPAaHUTCA B COOTBETCTBUU CO CPOKOM, OIPEIEIIEHHBIM
HOMEHKJIATYPOU AEl.

B HekoTophIX citydasx ohopMIiIsieTcs BBIITUCKA U3 TPOTOKOJIA.

Brinucka u3 mpotokona — TOYHAs KOMMS 4YacTU TEKCTa MOJJIMHHOTO MPOTOKOJA,
OTHOCSIIIETOCS. K TOMY BONPOCY TOBECTKH IHS, IO KOTOPOMY TOTOBUTCS Bbinucka. [lpu
TOM HEO0OXOJMMO BOCIIPOU3BECTH BCE PEKBU3UTHI OJIaHKA, BBOAHYIO YaCTh TEKCTa, BOIPOC
MOBECTKU JHS, O KOTOPOMY TOTOBUTCSI BBIIIMCKA, U TEKCT, OTPaKaloLIUil 00CYyXIeHHUe
BOMpOCca U MpPHUHATOE pelieHue. B 3ToMm ciayuyae Ha3BaHue JOKyMeHTa odopmiisieTcs Kak
«BpInucka u3 NpoToKoIay.

Cay:xe0Hoe MUCHLMO

[TuceMa cocTaBiISIOTCS I OCYLIECTBIEHUS ONEPATUBHON CBSA3M C JIPYyTUMHU
OpraHu3alusIMU M0 BompocaMm JiesateabHoctu [IporuMuasum.

[To conepkaHWi0O ¥ Ha3HAYCHHUIO MHMChbMA MOTYT OBITb HWH(OpPMAIOHHBIE,
rapaHTUiHbIE, peKJIaMalllOHHbIE, KOMMEpPYECKUE, TUChMa-3allpoChl, MUCbMa-TIPUTIAIICHUs
uT. I

NudopmanonHble mnHCcbMa COAEPKAT COOOIICHMs, MPOCHObI, HANOMHUHAHUSA,
NPEUI0KEHHUS.

["apanTHiiHble NpeaHa3HAYEHbl U1 W3BEIICHHMS O TapaHTHSAX OIUIAaThl, CPOKOB
MIOCTaBKH WJIM Ka4eCTBA MPOAYKIIMHU U YCIIYT.

B pexnamanMoHHBIX (IPETEH3MOHHBIX) NUChMAaX U3JIAaraloT TpeOOBaHUS BO3MEIICHHUS
yOBITKOB, HAaHECEHHBIX M3-32 HapYIICHHUs] YCJIOBUM KOHTpAKTa WIM JIOrOoBOpa Apyrou
CTOpOHOM (KOHTpareHToM). Pexmamanusi qoJKHA TMOATBEPKIATHCS TMpUIATaeMbIMU K
MMCbMY JOKYMEHTaMH B BUJIE€ AKTOB, CIIPABOK U T. [I.
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KoMmMmepueckue nmuceMa COCTaBJISIOT MPHU 3aKIOYEHUH U BBIIIOJIHEHUH KOHTPAKTOB,
4acTO B HUX M3J1araroT MpocbObl O MPEAOCTABICHUN HHPOPMALIMU O TOBapax U yClyrax y ux
IPOJAaBLOB WJIN, HAIPOTUB, IPEJIArat0T IOCTABUTh TOBAPHI WJIK YCIIYTH.

B mmcpmax-3ampocax MpocsT y KOHTpareHTa pa3bsCHUTh KaKOW-THOO0 (akT wiau
JIEHCTBHE.

CnyxeOHble MHchbMa MeyaTatoTcss Ha Omankax nucem I[Iporumuazuu. CryxeOHOE
MACBMO UMEET CIEAYIOLINE PEKBU3UTHI:

— rpud 1 OTMETKA OTPaHUYEHHUS JOCTYIA K JOKYMEHTY (€CJIM 3TO HE0OX0IMMO);

— ajpecar;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

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

— MOATHUCH;

— OTMeTKa 00 UCTIOIHUTEE.

TekcT ciy:keOHOro mUchMa, Kak MpaBWIIO, JIOJDKEH KacaTbCs OJHOTO BOMpOCa WU
HECKOJIbKUX BOMPOCOB, €CIM OHU B3aMMOCBSI3aHbI U OYIyT paccMaTpUBaTHCA B OJIHOM
CTPYKTYPHOM IOJIpa3JielIeHMH OpraHu3alunu-aapecara.

TekcT u3naraercs OT MEPBOTO JIMIA €IUHCTBEHHOTO YKcia (MPOCUM, HANpaBiIsieM M
T. JA.) WIM OT TpeTbero nuua eauHcTBeHHoro uucia (IIporuMHasus cuMraer...,
npodcoro3Hbiii koMuTeT [IporumMHasum paccMoTpen. . . ).

Tekcr nucpMa, Kak IpaBUJIO, COCTOUT U3 JIBYX 4acTeil. B mepBoi yacTu m3maraercs
NpUYMHA, OCHOBAaHME WJIM OOOCHOBAHME COCTaBJIEHUS IMHCHbMA, MPUBOJISATCS CCHUIKM Ha
JOKYMEHT, SIBISIOIIMKCS OCHOBaHMEM IIOJANOTOBKM MNHUCbMa. Bo BTOpol 4actw,
HauMHaromiecs ¢ ab3aia, MOMEIIaTCs BBIBOIbI, TPEUI0KEHNUS, TPOCHOBI, PEIICHHS U T. 1.

B Tekcrax mmceM ymoTpeONSIOTCS TOJIBKO OOIIENPUHATHIE a00peBUATYpHI U
rpaduueckre CoKpamieHus.

[Ipu ynorpebneHun B TekcTe (aMuiaMii JUI WHUIMAIBl YKa3bIBAIOTCS TMOCHE
bammun.

B 1enoBpIX mCcbMax MOTYT UCTIOIb30BATHCS:

- BCTYIIUTENbHOE O0palieHue:
VYBaxkaemsblii rocnioqiuH [Ipencenarens!
YBaskaembIii roctiouH [ 'yoepraTop!
YBaxkaemslii rocriogus [Ipoxopos!
VYBaxaemas rocnoxka 3axapona!
YBaxxaemslii Hukonaii [lerpoBnu!
YBaxkaemas Onbra HukonaeBna!

B oOpamienuu nmo JOMKHOCTH HAaMMEHOBAHHME JOJKHOCTU MUIIETCS C MPOMUCHOU
OyKBBbI, B 00pallleHuy 1Mo (paMUINKU WHULIMAIBI JIUIA HE YKa3bIBAIOTCS.

- 3aKITIIOYHUTEIbHAS ITUKETHAs (paza:

C yBaxxeHHEM, ...

Tenerpammel, TejiepoHOrpaMmMsel U (PpaKCMMUIIbHAA CBA3b

[lepenaya KoppecnoHACHIMH MO (AKCUMUIBHOM CBS3M B JIpyrue OpraHU3aluu
OCYIIECTBIISIETCS TOJIBKO 10 YKa3aHUIO WJIU C pa3pelieHus aiMuHucTpanuu [Iporumuaasum.

[MoqmMHHNKNA JOKYMEHTOB, EPEAaHHBIX MO (PAKCUMIIBLHOW CBS3H, MOIIIMBAIOTCS B
JIeN0, XpaHsieecss y pabOTHUKA, OTBETCTBEHHOIO 3a JEJIOMPOU3BOJCTBO, C YKa3aHUEM
BPEMEHHU U JIaThI IEPEIAUN.

3asBi1eHMNe
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3asBieHHE — 3TO O(pULHMATIBHOE COOOIEeHNE B MUCbMEHHOU (opme. OHO COOEPKUT
yalie BCEro MpejIoKeHHE, Kalo0y WM MPOChOy Kakoro-inbo 4YesioBeKa, aJpecOBAHHBIC
WIM OpPraHu3allM, WU JOJKHOCTHOMY JIMILY. 3asBIIEHHE O(QOPMIISETCS Ha CTaHIAPTHBIX
nuctax 6ymaru opmata A4.

3asBIeHME BKJIIOYAET: ajpecara, KOTOPOMY HaIpaBiisieTcsl 3asBIIEHHE, (pamuinio,
UM, OTYECTBO, JOJDKHOCTh aBTOpA 3asBJICHUS, HAMMEHOBaHUE JOKYMEHTa, TOYHOE
U3JI0’KEHUE MPOCHOBI, MPETI0KEHNUsI, OUCH MPUJIATaeMBbIX K 3asBJICHUIO JOKYMEHTOB, JaTa,
MOJINUCH.

B 3asgBiaenun wucnonb3yercs, Kak MpaBUIo, O(QULHAIBHO-IENOBas JIEKCHKA, B
HEKOTOPBIX 3asBJICHUAX JOIMYCKAETCS yNOTpeOIeHNE MyOIUIUCTUYECKOH JIEKCUKHU.

3anucka

3anucka (aHANMUTUYECKAas, JOKIAIHAs, CIyKeOHas, OObACHUTEIbHAsI) — JIOKYMEHT,
apeCcOBaHHBIN TUpEKTOPY [IporuMHa3nu Wiy BBIMIECTOSIIENH OPTraHU3aAMU U COJEPHKALIUIMA
00CTOSITENIbHOE W3JI0KEHHE KaKoro-iubo BOIMpoca € BBIBOJAMU U MPEIIOKEHHUSIMU
COCTaBUTEJIS.

JloknagHasi 3amMcKa COCTaBIACTCS Kak MO JIMYHOW MHHUIMATHUBE aBTOpa (paboTHUKA),
TaK U MO0 YKa3aHUIO (MMCbMEHHOMY WJIM YCTHOMY) TUPEKTOPA.

3amucka cocTaBiseTcss Ha OyMaXHOM HOCHUTENE WJIH B JJIEKTPOHHOM BHUJIE.
Odopmiienne 3amMcku 3aBUCHT OT afapecarta. [Ipu cocTaBleHUM OKIIATHOW 3amUCKH,
agpecoBaHHo aupekrtopy Ilporumuazum B pamkax [IporumHaszum, oOHa cyuTaercs
BHYTpEHHEN M odopmiIseTcs Ha CTaHJApTHHIX JUcTax Oymaru gopmata A4. BHyTpeHHsA
3aMKucKa JO0JHKHA COAEPXKaTh CIEAYIOIIME PEKBU3HUTHI: BUJ JIOKYMEHTA, JATy JIOKYMEHTa,
Ha3BaHHE JIOKyMEHTa (3aroJIoBOK K TEKCTY), €Clid TEKCT O0oJjee YEeThIpEeX-ISATH CTPOK;
azpecara, TeKCT, OAMUCH (C YKa3aHHUEM JOKHOCTH, aMuiinu, nauiuanos). [loamnuceiBaet
BHYTPEHHIOIO JOKIQJHYIO 3alUCKY COCTABUTENb.

Ecnu 3anucka aapecyetcs 3a npenenst [Iporumuasuu, To ee opopMIIsIIOT Ha OJaHKe,
U OHa Ha3blBaeTcsd BHelIHedl. BHemHss 3amucka J0KHA cojAepkKaTh —CJENYIOLIUe
PEKBU3HUTHI: HAMMEHOBAaHUE  YUYPEXKJEHUs, BHUJ JOKYMEHTa, JaTy JOKYMEHTa,
PEruCTPallMOHHBIA HOMEp, MECTO COCTABJICHUSI, HA3BaHUE JOKYMEHTA (3aroJ0BOK K TEKCTY),
eclii TeKCT OoJjiee 4YeThIpeX-MATU CTPOK, ajapecaTra, TEKCT, MOJANUCh AUPEKTOpa
[Iporumuazumn.

Pa3HOBUIHOCTBIO  JOKIQJAHOW  3alMCKUA  SIBISAIOTCS  mpencraBieHus.  OHu
UCIIONB3YIOTCSI TMPU  JAOKYMEHTUPOBAHUU KaJIpOBOM JEATETBHOCTH M  COCTaBISAIOTCS
JTUPEKTOPOM WIIM 3aMecTHTeNleM JupekTopa. llpenctaBieHHs COCTaBISAIOT B Ciydasix
NOOUIPeHUs paOOTHUKOB, HANIOKEHUS B3bICKAHU, TPOBEJICHUS aTTECTAIIUH.

ABTOMATH3aLMS TOKYMEHTUPOBAHUS

Jns  TOArOTOBKM  JOKYMEHTOB  MOTYT TPUMEHATHCS  aBTOMATHU3UPOBAHHBIC
texHojoruu. [Ipu 3TomM co3natorcs 6a3bl JaHHBIX (KOPPECTIOHNIEHTOB, (POPM TOKYMEHTOB,
TpagapeTHbIX TEKCTOB U TEKCTOBBIX 3ar0OTOBOK), pEJAKTOPCKUE MPOTPAMMBI U JIp.

[Topsimox  pa3pabOTKH, OKCITyaTallud W  TOJB30BAHUS TAaKUMHU CHCTEMaMU
ompejensercs CTaHAapTaMd B O0JAacTH aBTOMAaTHU3MPOBAHHBIX  HH(POPMAIMOHHBIX
TEXHOJIOTHH.

DJIEKTPOHHBbIE JOKYMEHTbI

[Topsimok cocraBneHusi, OQOPMIICHHS M COTJACOBAHUS MPOEKTOB 3IEKTPOHHBIX
JOKYMEHTOB OCYILIECTBIISIETCS IO OOIIMM MpaBUiIaM AEIONPOU3BOJCTBA, YCTAHOBIEHHBIM B
OTHOIICHUH aHAJOTUYHBIX JOKYMEHTOB Ha OyMaXHOM HOCHTeJNE. DJIEKTPOHHBIN TOKYMEHT
JIOJDKEH UMETh PEKBU3UTHI, YCTAHOBJICHHBIEC ISl aHAJIOTMYHOTO JOKYMEHTa Ha OYMa)KHOM
HOCHTEJIE, 32 UICKIIOYEHUEM OTTUCKA NIEYATH.
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B nepeuenb o0s3aTeNbHBIX CBEACHUIN O JOKYMEHTAX, UCIOIb3YEMBIX B LEIAX ydeTa
U TOHCKa JOKYMEHTOB B CHUCTEMaX DJIEKTPOHHOIO JOKyMeHTooOopora I[Iporumuaszuu B
COOTBETCTBUH C MPABUJIAMH JI€IONPOU3BOACTBA B [IporumMuasum, BXOJIAT:

— aJIpECaHT;

— ajpecar;

— IOJKHOCTD, (paMUJIHSI 1 MHULIAAJIBI JIULIA, TOIMMCABILIETO TOKYMEHT;

— BUJ] IOKYMEHTA;

— JlaTa JOKyMEHTA;

— HOMEDP JOKYMEHTa;

— J1aTa MOCTYIJICHUS JOKYMEHTA;

— BXOJAIIUNA HOMEDP JOKYMEHTA;

— CCBUIKA Ha UCXOIAIIUNA HOMEP U JaTy JOKYMEHTa;

— HAaMMEHOBaHUE JTOKYMEHTA;

— UHJCKC JIeTa;

— CBEJIEHUS O Mepeaipecalii JOKYMEHTa;

— KOJIMYECTBO JIUCTOB OCHOBHOTO JIOKYMEHTA;

— KOJINYECTBO NPUIIOKECHH;

— o0111ee KOJIMYeCTBO JINCTOB MPUITOKEHHUI;

— yKa3aHus 10 UCTIOTHEHUIO JOKYMEHTA,

— noipkHocTh, @. U. O. ucnomHurens;

— OTMETKa 0 KOH(UACHIIUATHHOCTH.

B cocraB monomHUTENBHBIX CBEAEHUN 00 SJIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIFOYCHBI CBEJICHMS: HAMMEHOBAHUE aBTOpa JIOKYMEHTa (€ClM aBTOpP HE COBIAJAET C
apecaHToM (OTHPABUTENEM) DJIEKTPOHHOIO JTOKYMEHTa), OTMETKa O IEpPEeHOCe CpoKa
UCIIOJTHEHUSI JOKYMEHTa, CpPOK XpaHEHUsi JIOKYMEHTa, HauMEHOBAaHHUS MPUIIOKEHUH K
ANIEKTPOHHOMY JOKYMEHTY, KIJIIOUEBBIE CJIOBA, CTATyC JOKYMEHTa (IIPOEKT, BEPCHs), BUJ
nepenayy T0KyMeHTa (3JEKTPOHHOM MOYTOM, TOYTOM, (pakcom u T. 11.) U JIp.

Cpoku XpaHEHHS DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKaM XPaHCHHS
JTOKYMEHTOB, YCTAHOBJIEHHBIX 3aKOHOJATEIbHBIMU W WHBIMU HOPMAaTUBHBIMH IPaBOBBIMU
aktamu Poccuiickoint denepannu, TUIIOBBIMU MEPEUYHSMU JIJISI aHAJIOTUYHBIX JIOKYMEHTOB Ha
OyMa)KHOM HOCHTEJIE.

4. Opranu3anusi JOKyMeHTO000pPOTAa U UCIIOJTHEHUS JOKYMEHTOB

4.1. Ilpuem n 06padOTKA MOCTYNAKIIMX IOKYMEHTOB

4.1.1. JIBwxeHHE TOKYMEHTOB C MOMEHTA MX CO3/IaHUS WU TOJYYCHHS JO
3aBEPIIICHUS UCTIOTHEHUS UK OTIPAaBKU 00pa3yeT JOKyMEHTOOOOPOT.

412. B  pgokymentoobopore  IIpormMHa3zuu  BBIOENSIOTCS  CIEIYIOIIUE
JIOKyMEHTOITOTOKH:

a) MOCTYyMaroIas JOKyMeHTalusl (BXOAs11as);

0) oTmpaBsiemMas TOKyMeHTanusl (UCXOsIasi ),

B) BHYTPEHHSSI IOKYMEHTAIUSI.

4.1.3. JloctaBka M OTIpaBKa JOKYMEHTOB B [IpornMHa3uio OCYIIECTBIsSETCS, Kak
MpaBUI0, CPEJACTBAMH TIOUYTOBOM U DJIIEKTPOHHOM CBsI3W. [3 TMOYTOBOro OTIEICHUS
KOPPECTHOHICHIIUST JOCTABJISIETCS. OTBETCTBEHHBIM 3a BEICHUE JEJIONPOU3BOJICTBA B
[Iporumuazum.

4.1.4. JlokymeHTsl, mnoctynatoume B [IpornmMHasuio, MHOpPOXOIAT NEPBUYHYIO
00paboTKy, pEerucTpanuio, MpeABAPUTEILHOE PACCMOTpPEHHUE, Tepenadyy PyKOBOJCTBY Ha
paccMOTpEeHUE, NEPEIAIOTCS UCTIOTHUTENSAM U MOCJIE UCTIOJHEHUSI TOMEIIAI0TCS B JIeTa.
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4.15. Ilpuem u mnepBuyHas 00pabOTKa JOKYMEHTOB OCYIIECTBIISIETCS JIMIIOM,
OTBETCTBEHHBIM 32 BEJICHUE JIEIIONIPOU3BO/ICTBA.

4.1.6. Jlumo, OTBETCTBEHHOE 3a BEACHHUE ACIONPOU3BOJCTBA, MPOBOIHUT: MPOBEPKY
NPaBUIBHOCTH aJPECOBAHUS IOCTYHNAIOMIMX JOKYMEHTOB, IpPAaBWIBHOCTH JOCTAaBKH MU
KOMIUIEKTHOCTH JIOKYMEHTOB; COPTUPOBKY JJOKYMEHTOB Ha MOJJIEXKAIlNe U HE MOJUIeKalIe
pErucTpanum.

4.1.7. TlomyueHHBIE KOHBEPTHl C KOPPECIOHACHLUEH BCKPBIBAIOTCS, IMPU 3TOM
IpOBEPSETCS HAJIWYHME BIIOKEHUH, a TaKKe YKa3aHHbIX B JOKYMEHTaxX MpuioxkeHui. B
Clly4yae NMOBPEKIEHUS YIAKOBKH U BIOXEHUUN MO0 OTCYTCTBUS MPUIOKEHUN COCTaBISAETCS
aKT B ABYX 3k3eMIULipax. OJMH 3K3eMIUISp aKTa HalpaBJseTCs KOPPECIOHIAEHTY, BTOPOM
nprodIIaeTcs K MOCTYIUBIIEMY TOKYMEHTY.

4.1.8. OmmbOo4yHO  TmpHCcIaHHAs  KOPPECIOHAEHLMS  IEpechlUiaeTcs IO
NPUHAJICKHOCTH, €CIM  M3BECTEH ajpec mojiyyartens. B HOpoTHBHOM  ciydae
KOPPECTIOHACHIIUS BO3BPAILAETCS OTIIPABUTEIIIO.

4.1.9. KoHBepThl OT MOCTyHAarOIIeH KOPPECIIOHICHIINN COXPAHAIOTCSA U MPUIaraloTcs
K JOKyMEHTaM JIUIIb B TOM CiIy4ae, KOrJa TOJIBKO 1O HUM MOKHO YCTAHOBHUTH aJIpec
OTNpPABUTENSl WM, KOrJa JaTa IOYTOBOTO INTEMIENs HMMEET 3HAYeHHE B KayecTBE
JI0Ka3aTeIbCTBA BPEMEHH MOIY4YEHUs JOKYMEHTA.

4.1.10. CrmenmanucToM HE BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAAMUCHIO «ITHIHOY.
OnM nepenaroTcs M0 Ha3HAUYEHUIO

4.2. IlpenBapuTe/ibHOE PACCMOTPEHHE TOKYMEHTOB

421 Jlumo, OTBETCTBEHHOE 3a BEACHUE JICJONPOU3BOJACTBA, IPOBOJIUT
NpeBAPUTENIBHOE PACCMOTPEHHE JOKYMEHTOB B ILENSX BbIACNIEHUS W3 BCEro MaccuBa
NOCTYNHUBIICH KOPPECIIOHICHIIMH JOKYMEHTOB, TPEOYIOIUX 003aTeIbHOIO PACCMOTPEHUS
nupektopom IIporumuasum.

4.2.2. OcHoBaHueM Ui TPUHATHUS pELIEHUS B XOAE NPEIBAPUTEILHOIO
paccMOTpeHusi SBJSIETCS COJAEpXKaHue JIOKyMEHTa, a He aJpecoBaHHME JOKYMEHTa
COOTBETCTBYIOILIEMY PAOOTHUKY.

4.2.3. Pe3ynpTaTOM IpeIBAPUTEIBLHOTO PACCMOTPEHMs SIBJSIETCA HAlpaBlICHUE
JNOKyMEHTa JaupekTopy IIporMMHasum WM JOJDKHOCTHOMY JIMILy B COOTBETCTBHHM C
ycTaHOBIIEHHBIM B IIpornmMHasum pacrpeneneHueM OOS3aHHOCTEH MEXAY AUPEKTOPOM H
JOJKHOCTHBIMM JIMLAMH ISl BBIHECEHUS YKa3aHUS 110 UCTIOJHEHUIO JJOKYMEHTA.

4.24. TlocrynuBmas B IIpornMHa3ui0 KOpPpECHOHICHIMS paccMaTpuBaeTcs
JTUPEKTOPOM B JIEHb €€ MOCTYIUICHUSI UK Ha CIEAYIOIIUNA JEHb.

Hupextop IlpornmHasum paccmaTrpuBaeT MOCTYNHBIINE JOKYMEHTHI U OINpEAEIIseT
UCIIOJIHUTENEH, YKa3bIBa€T CPOKM M TNOPAJOK HCIOIHEHHS U TEPEeNaeT JOKYMEHTHI
UCTIOJTHUTEISIM.

4.3. Peructpanusi J0KyMeHTOB

4.3.1. Tlepenaua AOKYMEHTOB Ha PETUCTPALUIO MPOU3BOJUTCA TOJBKO IOCIE HUX
IPEIBAPUTEIBHOIO PACCMOTPEHUS.

4.3.2. Peructpanuu mnoJjiexaT BcE JOKYMEHTHI, TpeOyromue ydeTa, HCIOJHEHUS,
UCIOJIb30BAHUS B CIIPABOYHBIX IIEJIAX, KaK MOCTYMAIONIME U3 APYTUX OpraHu3auuil U oT
YaCTHBIX JIML, TaK M OOpasyroluecs B AESITENbHOCTH IIporumHaszuu, u perucTpupyrorcs
HE3aBUCUMO OT CII0c00a UX JOCTaBKH.

4.3.3. K nokyMeHTaMm, HE MOJUIeXAIlUM PErUCTPallid, OTHOCITCA JOKYMEHTHI, HeE
TpeOyromue UCIOMHEHNSI U HE COoAeprKallie WHPOPMAIMH, UCIOJIB3YEMOU B CIIPABOYHBIX
LEJSIX: IPUIJIACUTENbHBIE, MTO3PABUTENbHbBIE MUCbMA, TEJIErPAMMBbl, OWUJIETHI, IJIAHBI,
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IpOrpaMMbl CEMHUHAPOB, KOHPEPEHIINH, CUMIIO3UYMOB U APYTUX MOJOOHBIX MEPOIPUSATHUH,
JOKYMEHTBl MO OYyXTalNTEepCKOMY Yy4eTy, MaTepHaTbHO-TEXHUYECKOMY O0O0€CIEeUEHUIO,
IUTAHOBBIE, (PMHAHCOBBIE JOKYMEHTHI, INOCTyHarolue Oe3 CONMpPOBOAMTEIBLHOTO NHCHMA,
peKilaMHbl€  JTOKYMEHTBI, = KOMMEpPYECKHE  NpPEMJIOKEHUs,  IeYaTHble  M3JaHus,
YHU(PUIUPOBAHHBIE (OPMBI U OJIaHKU JOKYMEHTOB H JIp.

4.3.4. JIoKyMEHTHI, TOJICKAIINE PETUCTPALMU, PETUCTPUPYIOTCS B IKypHAIe
perucTpanuu BXoaamux J0KyMeHToB (puioxkenue Ne 10) B 1IeHb MOCTYIUICHUS — B CIy4ae
MOCTYIUICHHsI JOKyMEHTa B palouee BpeMms; Ha CIEIyIOHMil pabouuili neHb — B ciydae
NOCTYIUIEHHsI TOKYMEHTa B Hepabouee BpeMsl; HE3aMeUIUTEIbHO — C OTMETKaMHu «CpouHO»,
«OrnepaTuBHOY.

4.3.5. Ha pgoxkymeHTtax, mocrynatoumx B ajapec [IporuMHazum, B HIKHEM MpPaBOM
yIJy JHUIEBOM CTOPOHBI MEPBOTrO JHMCTA JOKYMEHTAa IPOCTABIAETCS PErHMCTPAllMOHHBIN
HITAMII C YKQ3aHUEM JaThl U MOPSAIKOBOIO PETUCTPALIMOHHOTO HOMEpa.

4.4, PacnipeniesieHHe MOCTYNAOUIUX JOKYMEHTOB

4.4.1. Tlocne peructpanuu AOKYMEHTHI MEPEAAOTCS Ha PACCMOTPEHUE AUPEKTOPY
[Iporumuazumn.

4.4.2. Tlocne paccMoTpeHust 1upekTopoM [IporuMHazuu TOKyMEHTHI BO3BPAIAIOTCS
JMIy, OTBETCTBEHHOMY 32 BEJCHHUE JEJONPOM3BOJICTBA, [ TNEPEHECEHUs YKa3aHUU IO
UCIIOJIHEHUIO JOKYMEHTa B JKYpHaJl pErUCTpaliy BXOJAIINX JOKYMEHTOB. B cooTBeTCTBUUI
C YKa3aHWSAMHU 110 WCIIOJIHCHUIO TOAJUHHUK JIOKYMEHTa HallpaBisieTcss pabOTHUKY,
ABJISIFOLEMYCS OTBETCTBEHHBIM HCIIOJHUTEIEM, @ COUCIIOIHUTENSAM HAIPaBIISAIOTCS KOIHUU
JIOKYMEHTOB (€CJIM UMEIOTCA), O UeM JIeJIaeTCsl OTMETKA B KYpHAJe PETUCTPALMU BXOISAIIMX
JTIOKYMEHTOB.

4.4.3. DnekTpoHHbIE COOOIIEHUS, TMOChUIAEMbIE IO JJIEKTPOHHOW  TIOYTE,
UCIOJIHSAIOTCS] aHAJIOTMYHO JOKYMEHTaM Ha OyMaKHBIX HOCUTEJSIX C YUYETOM OIpeAesIEHHON
cnenuuKH B MPOLIECCE UCTIONHEHHUS.

4.5. Iopsaaok 00padOTKU M NMPOXOKACHUSI MCXOASIIIUX U BHYTPEHHHUX
JTOKYMEHTOB

4.5.1. TlopsimOK MOATOTOBKH HCXOAIIUNX JOKYMEHTOB BKIIFOYAEeT B ceOs paboTy 1o
COCTaBJICHUIO TIPOEKTa JIOKYMEHTa, COIJIACOBAHUIO, MOJANUCAHUIO (YTBEPKIEHUIO) U
OTIIpaBKe.

4.5.2. Jlo nmepenayn JOKyMEHTa Ha MOJNKHCHh MCHOJHHUTENIb TOJKEH MPOBEPUTH €ro
coJiepKaHKe, MPaBUIBLHOCTh O(OPMIICHHS, HATMYUE HEOOXOTUMBIX BU3 U TNPHIOKECHUH.
JIOKyMEHT MpeACTaBIIIeTCA Ha MOANNCH BMECTE C MaTepruajaMu, Ha OCHOBAaHUU KOTOPBIX OH
TOTOBMJICS.

4.5.3. BHyTpeHHUE AOKYMEHTHI O(QOPMIISIOTCS W HCHOJHSIOTCS (MCIIONB3YIOTCS) B
npenenax [Iporumuasuu.

4.5.4. BHyTpeHHUE NOKYMEHTHI (JOKJIQJHbIE 3alUCKH, CIpPAaBKU, CBOJAKU U Jp.)
paccMaTpUBAIOTCS TEMH JIOJKHOCTHBIMU JIMIIAMU, KOMY OHU HaIlpaBJICHBI.

4.5.5. OTBeTCTBEHHBIE 3a JEJIIONPOU3BOJICTBO MEpe] clayeil KOppeCHOHACHIMU Ha
OTIPAaBKY JOJKHBI 0053aTeNIbHO MPOBEPUTH MPABUIBLHOCTH €€ 0(OPMIICHUS U aIpECOBaHMUSI.

4.5.6. Peructpaiusi OTHPAaBISIEMBIX JTOKYMEHTOB OCYIIECTBISETCS B JIHb WX
noanucanus (YTBep>KIEHHUs) WIM Ha Cleayolmuil pabounii neHb. PerucrpaliioHHbI HOMEp
JIOKYMEHTa U JlaTa PETUCTPALUK MIPOCTABISAIOTCS HA MOJJIMHHUKE JOKYMEHTA B PEKBU3UTAX
OnlaHKa M Ha Komuu, ocrtaromieiics B jaene [Ipornmuasuu. CrnpaBO4YHBIM amnmapaTtoMm IS

HUCXOJAIINX NOKYMCHTOB ABJISICTCA X XKYPpHAJI PErucTpanun 3Tux JOKYMCHTOB (HpI/IJIO)KeHI/Ie
Ne 10).
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4.5.7. OTnpaBKy HUCXOASIIMX JOKYMEHTOB INPOM3BOAMUT JIMIIO, OTBETCTBEHHOE 3a
BeJIeHUE Jienonpon3BoacTBa. CpouHas KOppecHOHACHIMS O(OpMIISETCS U OTIPaBIISIETCS
HE3aMeJUIUTENbHO JIMLOM, OTBETCTBEHHBIM 32 BEJCHUE JIEJIONPOU3BOICTBA.

45.8. Jlumo, OTBETCTBEHHOE 3a BEACHUE JEJIONPOMU3BOJICTBA, IMPOBEPSET
OPAaBWIBHOCTE  OQPOPMJIEHUS  UCXOJSAIIMX JOKYMEHTOB, IPOM3BOAMT  COPTHPOBKY
JIOKYMEHTOB 1O CIIOCO0Y JIOCTaBKU KOPPECIIOHIAEHIINU ajipecary (IpocTasi, 3aKka3Has u Jp.).
HenpaBuibHO oopMIiIeHHBIE JOKYMEHTHI U KOPPECIIOHICHIIMS HECITY)KEOHOI0 XapakTepa K
OTIIpaBKe HE MIPUHUMAIOTCS U BO3BPALIAIOTCS JIUILY, TOATOTOBUBLIEMY JTOKYMEHT.

4.5.9. OrnpaBnsiemMass 1O TOYTE KOPPECIOHACHIUS TPOXOAUT  YIAaKOBKY,
aJipecoBaHWe, NPOCTABJIECHUE CTOMMOCTH IOYTOBBIX YCIYyTI M IEpeAadyy Ha OTIpPAaBKY B
MECTHOE OT/IEJICHUE CBA3H.

4.5.10. Ha 3aka3Hyl0 KOpPPECIOHACHIIMIO, Ha JOKYMEHTHI C TIOMETKOH «Jlms
CIIy’K€OHOT'O MOJIb30BaHUS» COCTAaBIISIETCSI PEECTp, KOTOPHIM 3aTeM BO3BpAlllaeTCs JIMILY,
OTBETCTBEHHOMY 3a BEJIEHUE JIeJIONPOMU3BOJICTBA, C PACIUCKONH PabOTHUKOB MOYTOBOTO
OTJIEJICHUS CBSI3U WJIM UHOT'O JIMLA, 00ECIIeYNBAIOIIETO OTIIPaBKY IOKYMEHTOB.

4.5.11. Tlepenaua ¢ MCHOJB30BAHMEM CPEIACTB (PAKCUMUIBHOU CBSI3U JIOKYMEHTOB,
coJlepXKallluX CIyKeOHYI0 HHPOPMAIMIO OTPaHUYEHHOTO PaclpOCTPaHEHUs], B TOM YHUCIIE C
noMmeTkoil «Jlns  ciy>keOHOrO  HOJB30BaHMS», He paspemaerca. Karteropuuecku
3anpeniaercs nepeayda rno cpeAcTsaM GakCUMHIBHOMN CBSI3H CEKPETHBIX JOKYMEHTOB.

4.5.12. C ucnonp30BaHUEM CpPEACTB (PaKCUMIIIBHOW CBSI3M MOTYT OBITH IE€pPEIaHBI
MaTepualibl TEKCTOBOTO, TaOJIMYHOTO WIM TIpaduyeckoro XapakTepa, HCIOJIHEHHbIE
TUNOTpa)CKUM, MAITUHOMIMCHBIM MM PYKOIUCHBIM CIIOCOOOM B YEPHOM MJIM TEMHO-CUHEM
[[BETE C YETKUM M KOHTPACTHBIM M300pakeHueM (IepBble SK3EMIUISIPHI MIIH UX KCEPOKOIIHH )
Ha Oenoil Oymare ¢ MUHUMaJIbHOM BbICOTON OYKB M 1Mdp 2 MM. OOBbEeM mepesaBaeMoro B
TEUYEHUE OJHOTO CeaHCa CBA3M JOKYMEHTa, BBIIIOJHEHHOro Ha Oymare ¢opmara A4, He
JIOJIKEH MPEBBIIATH MATH JUCTOB.

4.5.13. OTBETCTBEHHOCTh 3a COJEpKaHHE UHPOpMAIMH, TepeJaBaeMoi C
UCTOJb30BAHUEM CPEICTB  (AaKCUMWIBHOM CBSI3M, BO3JaraeTcsi Ha HCIOJHUTEN,
MOJrOTOBHUBIIETO (paKCOrpaMMy JUIsl TepeIad.

4.6. OcobeHHOCTH PA0OTHI € JJIEKTPOHHBIMH JOKYMEHTAMM

4.6.1. B IlporumMHa3uu CO31a0TCS U HCTIOJIb3YIOTCS:

— DJICKTPOHHBIC  JTOKYMEHTBI, CO3J]JaBaéMble B  JJIGKTpOHHOW  Qopme  0e3
NPEeIBAPUTENHHOIO JOKYMEHTUPOBAHUS HA OyMa)XKHOM HOCHUTEJIE;

— JICKTPOHHBIE O00pa3bl JOKYMEHTOB, MOJY4YEHHBIE B pPE3yJibTaTe CKaHUPOBAHUS
JIOKYMEHTOB U XpaHSLIUECS B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO000POTa.

46.2. TlpueMm u oTnpaBka DJIEKTPOHHBIX JIOKYMEHTOB  OCYIIECTBISIOTCS
OTBETCTBEHHBIM 32 BEJICHUE JEI0NPOon3BoJIcTBa B [IpornMuasum.

46.3. Jlns TOATBEpKIEHUS TOMIUHHOCTH  JJNEKTPOHHBIX JIOKYMEHTOB B
[TporumMHa3uu UCMOJIb3YIOTCS 3JIEKTPOHHBIE LIU(PPOBBIE MOITUCH.

4.6.4. Enununeil ydera SIEKTPOHHOTO JIOKYMEHTA SBJISETCA DJIEKTPOHHBIN
JOKYMEHT, 3aperHCTPUPOBAHHBIH B  CHCTEME  JJIEKTPOHHOTO  JIOKYMEHTO0OOpoTa
[IporumHazuu. DNEKTPOHHBIA JTOKYMEHT, UMEIOLIUN MPUIOKEHHUS, PETUCTPUPYETCS Kak
OJIUH JIOKYMEHT.

4.6.5. Ilocne OTHmpaBKU D3JIEKTPOHHOTO [OKYMEHTA, 3aBEPEHHOTO JJIEKTPOHHON
HOJIHUCHIO YIOJIHOMOUYEHHOI'O JIOJDKHOCTHOTO JIMLA, JOCBUIKM aJpecary €ro KOINUM Ha
OyMa)XHOM HOCUTENe, KakK IpaBUIO, HE TpeOyercs, 3a HCKIIOYEHHEM OTBETOB Ha
oOpallleHHs Ipa)<aaH, MOCTYNUBIIUX [0 MH()OPMAIMOHHO-TEIIEKOMMYHUKALIMOHHBIM
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KaHalaM, Ha KOTOpBIC 3asBUTEIIO JAaeTCsd MHUCHMEHHBIA OTBET, HANpPAaBISEMBIA 10
IIOYTOBOMY aJpeCy, YKa3aHHOMY B OOpaIlleHHH.

4.6.6. VcnomHeHHBIE SJEKTPOHHBIC JOKYMEHTHI CHCTEMATH3HPYIOTCS B Jeia B
COOTBETCTBUU C HOMEHKJaTypoil gen IlporumHasum U WHACKCUPYIOTCS B TOPSIKE,
YCTAaHOBJIEHHOM B OTHOUIEHUM [I€JI, COCTaBJIEHHBIX U3 JOKYMEHTOB Ha OyMa)XHOM
Hocurene. [Ipu cocTaBieHnn HOMEHKIATYpPBI JIEN B 3ar0JIOBOK JI€JIa BKIIFOUAETCS YKa3aHUE
«ONEeKTPOHHBIE IOKYMEHTBD.

4.7. AudopmanmnoHHasi 6e30MacHOCTb

4.7.1. Wndpopmaumonusle pecypcel IlpornMHazum mno poctyny (BO3MOXKHOCTU
UCIIOJIb30BaHMsI) TOJAPA3/ICNAIOTCA Ha OTKPBITYI0 (OOIIEAOCTYIHYIO0) HH(POPMAIIHIO,
ciryxebHyto nHpopmaiuio u HHGOPMaIKIO OTPAaHUYECHHOTO PACIIPOCTPAHEHUS (JIOCTYIIA).

K xareropuu OTKpBITOM WHGpOpPMAIMH OTHOCHTCS MH(POPMALHUSA, COACPKAMIASNCT B
JOKyMeHTax M 0a3zax AaHHbIX [IpornMHa3suu, HEMOCPEICTBEHHO 3aTparvBaroliasi rnpasa u
WHTEPECHI TPaXk/IaH.

K kareropuun cnyxeOHON MHGOpMAIMU OTHOCUTCS MHGPOpPMAIUs, COJEPKAIIAsAcs B
JMOKYMEHTax W 0a3zax AaHHbIX [IporumHasum, mpeaHasHaueHHAs IS TOJDKHOCTHBIX JIUI U
pabotHukoB [IporuMHasuu, npu BHITIOJTHEHUU UMHU CBOUX (DYHKITMOHATIBHBIX 00sI3aHHOCTEH,
HE 3aTparuBaroiias HampsIMyIO TpaBa M UHTEPECHI TPaXJIaH U HE OTHOCAIIASCS K KaTErOpUHU
OTrPaHUYEHHOI'0 PACTIPOCTPAHEHUs (IOCTYMA).

K kateropun nH(poOpManuu OrpaHMUYEHHOTO PACIPOCTPAHEHUS (AOCTYyNa) OTHOCUTCS
uH(popMalus, cojepramiasics B JOKyMEHTaX W 0a3ax JaHHBIX, BKJIIOYAIOIIas CBEICHUS
KOH(HIEHIIHAIBHOTO XapaKTepa.

Bcest nuadopmarnus, coneprkamiascs B JOKyMEHTax U 0a3ax maHHbIX [Ipormmuasum, mo
YMOJYaHHUIO SIBIIIETCA OTKPBITOM W oOmenoctynHoil. VckirodeHwe  CcocTaBisieT
uHpopMaIMs, OTHECEHHAs! K KaTeropusiM CIyXeOHOM M OrpaHUYEHHOTO PacHpOCTPAaHEHHUS
(moctyma).

4.7.2. Jloctyn mnons3oBaresneil K MH(pOpMAIMM OrpaHUYMBAETCS IYyTEM OTHECEHUs
UHpOpPMAIIMU K COOTBETCTBYIOIIEH KaTErOPUU W HAJOXKEHHEM Ha HEe COOTBETCTBYIOLIETO
rpuda orpanudeHus pacrnpoctpaneHus. Mudopmaius orpaHiueHHOTO AOCTyNa CHabKaeTcs
rpudom «/1s cirykeOHOro noJIb30BaHUSI.

[IpaBom oTHeceHHss HHQOpPMALMKU K KATErOPUH OrPAHUYEHHOTO JOCTyHma M
HAJIOXKEHUSI COOTBETCTBYIOIEro rpuda obnagaeT aBTOpP JOKYMEHTa IO COIJIACOBAHHUIO C
nupekropom [Iporumuaszum.

JlokymeHTHpOBaHHAs MHPOPMAIUS OTPaHUYCHHOTO PACIPOCTPaHEHUsT 0e3 CaHKIMH
JOJDKHOCTHOTO JIMIIA, YCTAHOBHUBIIETO PEXHM OIPAaHUYEHHOTO pPACIPOCTPAHEHUS IJis
JAHHOTO JOKYMEHTa, HE MOJUICKUT pasriameHuto (pacnpoctpanenuio). [IpenocraBnenue
MOJIb30BATENSIM JIOCTyNa K JaHHOW HH(OpMaIMM OCYIIECTBISETCS HCKIOYUTENIBHO 0
COTJIACOBAHMIO C YKa3aHHBIM JOJDKHOCTHBIM JIMIIOM IIYTE€M TMOAAaud COOTBETCTBYIOIIEH
3as1BKU.

JIOJDKHOCTHBIE  JIMIIA, TPUHSBIINE peUHIeHHEe 00 OTHeCEeHWH WH(OPMAIINH,
3a(MKCUPOBAHHON B JIOKYMEHTE, K KaTE€rOpUU OrPaHUYEHHOrO PACIPOCTPAHEHUs, HECYT
OTBETCTBEHHOCTh 3a OOOCHOBAHHOCTb IPHUHATOrO PpEIIEHUS U €ro COOTBETCTBUE
JICUCTBYIOIIEMY 3aKOHOJATEIbCTRY.

4.7.3. JIuunbie nemna paOOTHUKOB, JIMUHBIE KAPTOYKU paOOTHUKOB, TPYAOBBIC KHIKKHU
pabOTHUKOB, IPUKA3bI 10 JMYHOMY COCTaBY XpaHsITCs y YupeauTeins corjacHo Jorosopy.

brnanku TpymOBBIX KHIKEK MO MEpe HEOOXOIMMOCTH BBIIAIOTCS OTBETCTBEHHBIM
JIMIIOM KaJpOBOM CIIyXObl Yupenutess. 3anucu B TPYIOBOM KHIXKKE BEIET OTBETCTBEHHOE
JIMIIO KaJIPOBOM CITYXOBbI YUpeauTes.
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4.7.4. YcraHOBKa M 3KCIUTyaTalusi MPOrpaMMHOr0 0OecreyeHus], MOJYYEeHHOIO W3
JOOBIX MCTOYHHUKOB U BBIMOJHAIOMIETO (DYHKIMU, HE CBS3aHHBIE HEMOCPEACTBEHHO C
BBITIOJIHEHUEM PA0OTHUKAMH CBOMX JOJKHOCTHBIX OOSI3aHHOCTEM, KaTeropuuecku
3arpelieHa.

4.7.5. Bcs mpexacTaBieHHas B 3JIEKTPOHHOM BHJle MH(OpMalMs, MOCTyMaIIas B
[IporumHazuo, B 00S3aTEIBHOM TMOPSJKE TMOMJIEKUT TMPOBEPKE aHTUBUPYCHBIMHU
CpEICTBaMH.

4.7.6. DnexkTpoHHas MOYTa MOKET HCIIOJIb30BATHCS MOJIb30BATENSIMUA TOJBKO IS
obmeHa uHpopmale, OTHOCAIIEHCS K KaTEerOpuu, OTKPBITON U CIy:KeOHOM. 3ampelieHo
UCIIOJIb30BaTh DJJICKTPOHHYIO TOYTY JJisi mepenadyd HHPOpMaluu, OTHOCSIICHCS K
KaTeropuu OTPaHUYEHHOTO PacpOCTpaHEHUSI.

5. KoHTpoJIb 32 HCIOJTHEHHEM IOKYMEHTOB

5.1. Opranu3anusi KOHTPOJIsi

5.1.1. Kontpono mojasie’)kaT BCE 3aperUCTPUPOBAHHBIE JTOKYMEHTBHI, TPEOYIOIINe
ucnoHeHuss. KOHTpONb HCIONHEHHUS [OKYMEHTOB BKIIOYAET: Yy4YeT, IOCTaHOBKY Ha
KOHTPOJb, KOHTPOJIb CPOKOB WCIOJHEHHUS, HEMOCPEJICTBEHHYIO TIPOBEPKY XOJa
WCIIOJTHEHUS, TPOBEPKY KAYECTBA UCIIOTHEHUS, aHAJIU3 PE3yJbTaTOB UCTIOJHEHUS.

5.1.2. KoHTposIb 3a WCIOJHEHUEM JOKYMEHTOB YyCTAHABIIMBACTCA B  IEIAX
oOecriedeHns] WX CBOEBPEMEHHOTO W KAa4eCTBEHHOTO WCIOJHEHHS, TMOBBIIMICHUS YpPOBHS
OpraHu3aTOPCKON PabOThl U UCTIOTHUTENHCKOMN TUCITUTUTHHBI.

5.1.3. [Ilpy mocTaHOBKE MJOKYMEHTa Ha KOHTPOJb Ha IIPAaBOM BEPXHEM IIOJIC
JIOKYMEHTA JIeJIaeTCs OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (IIITAMIIOM)
«KOHTPOJIbY.

5.1.4. KoHTpouto noasiexkar MpuKasbl, pelIeHUs COBETOB, a TAK)XKE TOKYMEHTHI,
MOCTYTaroIue Ha uMs aupekropa [Iporumuasumu.

Opranuzanusi KOHTPOJIS UCIIOJIHEHUS BKITIOYAET B CeOsl:

— IIOCTAHOBKY JOKYMEHTa Ha KOHTPOJIb;

— MOHUTOPHHT UCIIOJIHEHUSI KOHTPOJIBHBIX MOPYYEHUN JOKYMEHTOB;

— CHSITHE UCTIOTHEHHOTO JJOKYMEHTA C KOHTPOJIS;

— HampaBJICHUE UCTIOJTHEHHOTO IOKYMEHTA B JIETIO.

5.1.5. OTBEeTCTBEHHBIE 3a JICIONPOU3BOACTBO O0sA3aHBI pPacCMaTPUBATH COCTOSTHHE
WCIIOJTHUTENbCKOM JUCHUIUIMHBL 1O JOKYMEHTaM C TOPYYEHUSIMU aJMUHUCTPALUU
[IporumHa3um, a TaKke ITOKYMEHTHI, MOCTynuBIue B aapec [IporumHazum u Tpedyromme
WCIIOTHEHUS, ¥ TIOATOTOBKH OTBETA.

5.1.6. JIokyMeHT cUHMTaeTCsl WCIOJHECHHBIM, KOT/Ia PEIIeHbl OKOHYATEIhbHO BCE
MOCTAaBJIEHHBIE B HEM BOIMPOCHI U COOIIOAEHBI CIIEIYIOIINE CPOKU:

—  €CJIM B IOKYMEHTE IMOCTaBJICH CPOK UCIIOTHEHHUS — B YKa3aHHBIN CPOK;

— JIOKYMEHTBI 0€3 yKa3aHUs CPOKa UCTIOTHEHUS — 8 MECAUHDBIL CPOK;

—  €CJIM B JIOKYMEHTE UMEETCS IOMETKA «CPOUHO» — 8 MPEXOHEBHbIU CPOK;

— nopy4deHus 0e3 yKa3aHUsl KOHKPETHOM 1aThl UCTIOTHEHUS — 8 MECAUHbIL CPOK;

— CTIOMETKOH «orepaTuBHO» — ¢ 10-0nesHublll cpok;

— 1o oOpameHussM TpaxkIaH, TpPEOYIOMUM JOMOJHUTEIBHOTO H3y4YeHHs] U
MIPOBEPKH, — 00 0OHO20 MeCAYd CO OHS pecucmpayuil, o OCTATBHBIM — He bosee 15 Onell.

Cpoxk ucuucisieTcsi B KaleHAapHbBIX THAX C AaThl MOANUCAHUS JOKYMEHTA.

Ecnu nocnennuit 1eHb UCTIOMHEHUSI TIOKYMEHTa MPUXOIUTCS Ha HepaOouuil 1eHb, OH
MOJIJIC)KUT UCIIOJIHEHUIO B MPEIIECTBYIOMIUN eMy pabouuil IeHb.
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[Ipn HEOOXOIUMOCTH NTPOJIEHHS CpPOKAa HMCIOJIHEHHUS JOKYMEHTAa OTBETCTBEHHBIN
UCIIOJIHUTENb MpPEACTABISIET Ha UMsA AupekTopa llpornMHasuum, IaBLIEro HOpPYyYEHHE,
MOTHBHUPOBAHHYIO IPOCHOY O €ro MpoAJIEHUU HE IMO3[HEE YeM 3a TPU JHSA J0 UCTEUEHHUS
YCTaHOBJIEHHOTO CpOKa, C YE€M CBOEBPEMEHHO Iiepenaercss HHopMalus IUPEKTOPY
[Iporumuazumn.

5.2. IlopsiioK CHATHS TIOKYMEHTOB C KOHTPOJIsI

5.2.1. JIOKyMEeHTBl CHHMAIOTCSI C KOHTPOJS, €CIM pPEUICHBl MOCTaBICHHBIE B HUX
BOMPOCHI UJIU aBTOpPaM JaH OTBET, 10 CYIIECTBY.

[TpoMexyTOUHBIA OTBET, PAaBHO KaK W 3alpoc MO HCIOIHIEMOMY TOKYMEHTY WU
YaCTHUYHOE HCIOJIHEHUE MOPYUYEHUs, HE SIBJSETCS OCHOBAHMEM JUJISl IPU3HAHUS JOKYMEHTA
UCTIOJTHEHHBIM.

5.2.2. CHATh JHOKYMEHT C KOHTPOJII MOXKET TOJIbKO JOJIKHOCTHOE JIMIIO0, KOTOpOe
MOCTABHIIO €T0 Ha KOHTPOIIb.

5.2.3. OcHOBaHWEM TS CHATHS C KOHTPOJIS TOKYMEHTOB C MOPYYCHUSIMHU TUPEKTOPa
[TporumHazuu sSBISIETCS TOKYMEHT — OTBET, MOAMUCAHHBIN nupekTopoM [IpornMuasum, ero
3aMecTUTeNeM, TUOO CIipaBka 00 WCIIOJIHEHUH JOKYMEHTA 3a MOANUCHI0 UCTIOTHUTEIS.

6. Yuer u XpaHeHHe neyaTeil, IITAMIOB U 0JIAHKOB

6.1. O6s3aTenpbHOMY yUYETy TMOAJEKAaT BCE BHIBI IeUaTel M INTAaMIOB, OJaHKHU
CTPOroil OTYETHOCTH, KOMAH/IUPOBOYHBIE YIOCTOBEPEHMUS, CIy>KEOHbIE 3aJJaHusl, TPYAOBbIE
KHUKKH.

6.2. Yuer Bcex mewaTedl W ITaMIioB, umeromuxcs B IIporumnHasuu, Benmercs B
crenuanbHOM XypHane (nmpuiioxxenue Ne 11).

6.3. )KypHanbl y4yeTa BKJIIOYAIOTCS B HOMEHKIATYpy Aeil. JIMCTBI UX HyMepyroTcs,
IPOUIMBAIOTCA U ONEYaThIBAIOTCA.

6.4. [TeyaTu 1 IWITAaMIIBI JOJIKHBI XPAHUTHCS B cel(ax UM METAJUIMYECKUX IIKadax.

6.5. OTBETCTBEHHOCTh 3a XpaHEHHE W HCIOJIb30BaHUE Meyared, IITaMIOB HECYT
JM1a, OTBETCTBEHHBIE 32 BEJCHUE JIEIONPOU3BOJICTBA.

6.6. YHuuTOXEHNE OJIaHKOB MPOU3BOAMUTCS 110 AKTY C OTMETKON B COOTBETCTBYIOIINUX
KypHajax ydyerta.

6.7. [leyaT 1 TaMIbl YHUYTOXKAIOTCS 10 AKTY.

6.8. IIlpoBepka Hanmuuus TMeyaTel, IMTAMIOB W OJIAHKOB, a TakXke TMOpsSIKa HX
XpaHEHUsT U HCIIOJIb30BAaHUS IPOU3BOJIUTCA KOMHUCCHEH HE pPEXE OJHOIO0 pasa B TOJ
OJIHOBPEMEHHO C IPOBEPKOM COCTOSTHUSA AEIONPOU3BO/ICTBA.

7. CocTaBjieHHe HOMEHKJIATYPbI J1eJ1

7.1. Homenknatypa aen (mpuinoxkenue Nel2) — cucTteMaTU3UpPOBAHHBIA IEpeUeHb
3arojIOBKOB (HaMMEHOBAHUM) N€J, 3aBOAMMBIX B IIporumMHazum, ¢ yka3aHMEM CpPOKOB HX
XpaHeHHsI, 0POPMIICHHBIH B YCTAaHOBIEHHOM IOPSIKE.

Homenknarypa nen mpeaHazHaueHa i TPYNIUPOBKU HMCIIOTHEHHBIX TOKYMEHTOB B
Jiena, CUCTeMaTH3aluyd M ydeTa Jel, ONpEJCNIICHUS CPOKOB WX XpaHEHUS M  SIBISIETCS
OCHOBOM [IJIl COCTaBJICHUSI OMHCEH JeNl TMOCTOSHHOrO W BpeMeHHoro (cBwimie 10 ner)
XpaHEHHs, a TaKXKe JJIs yyeTa el BpeMeHHoro (70 10 JeT BKIIOYUTENbHO) XPAHEHHUS.

7.2. Tlpn cocTaBieHMM HOMEHKJIATYphl JeNl CIeIyeT PYKOBOJCTBOBATHCS YCTaBOM
[IporuMHa3uu, MTATHBIM pAcHUCAHWEM, IUITAHAMH W OTYETaMH O paboTe, MepedHsIMU
JOKYMEHTOB C  YKa3aHHEM CpPOKOB HMX XpaHEHMs, HOMEHKIaTypaMu Jel  3a
npeaumecTByomue roapl. M3ywaroTrcs JOKYMEHTBHI, oOpasymomuecs B JESTEIbHOCTH
[TporumHasuu, X BUJIbI, COCTaB U COJEPKaHUE.

7.3. Homenkmatrypa gem cocTaBisieTcsi paOOTHHKOM, OTBETCTBEHHBIM  3a
OpraHu3aluIo Je0Nponu3BoicTBa B [I[poruMHa3u B COOTBETCTBUU C BBINOIHIEMbIMU
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(yHKIUSAMHU, COTJIACOBBIBAETCA C IIOCTOSHHO JEWCTBYIOIIEH AKCIEPTHOW KOMHUCCHUEN
[IporumHazuu, yTBEpKIAETCS TUPEKTOPOM U BBOJAUTCS B JielicTBHUE C 1 ssHBaps ciaeayromiero
roja.

7.4. B rpade 1 HOMEHKIATyphl JAel MPOCTaBISAIOTCS HMHAEKCHl KaXKJOTo Jena,
BKJIFOUEHHOTO B HOMEHKJIaTypy. MHaekc nena cocTout u3 yctaHoBieHHOro B [IporuMuasuu
uudpoBoro o6o3HaueHus (KoJ1a) U MOPSIAKOBOIO HOMEpA 3arojioBKa Jiejia 0 HOMEHKJIAType.
WNHaekcel nen 0003HavaroTcs apabcKkuMu g pamu.

Hanpumep: 12-05, rae 12 — koa, 05 — mopsakoBBI HOMEp 3aroj0OBKa Jiefia B pa3jere
HOMEHKJIATYpbI A€l

7.5. B HOMEHKJIAType J1el PEKOMEHIYETCS COXPAaHATh OJMHAKOBBIC MHACKCHI IS
OJTHOPOIHBIX JIET; AJIs MEPEXOASIINUX €T MHACKC COXPAHSIETCS.

7.6. B rpady 2 HOMEHKIATYpHI el BKIIOYAIOTCS 3arOJIOBKH 1Nl (TOMOB, YacTeil).
3aroj0BOK Jieia 4€TKO, B 00001IeHHON (PopMe OTpakaeT OCHOBHOE COJIEpKAHUE U COCTaB
JIOKYMEHTOB JIeJa.

OcHOBOI JUIsI HaMMEHOBaHUs (3arojIOBKa) i€ SIBJISIFOTCS BOMPOCHI, OTPaKarollue
3agaun M (pyHknuu Ilporumuasuu. HaumeHoBaHUSI JOMOJHSAIOTCS YKa3aHHEM poja
3aBOJIMMOTO JieJla WJIM Pa3HOBUIHOCTU JOKYMEHTOB (IIOCTAHOBJIEHUS, PACIOPSIKEHUS,
MPUKA3bI, MPOTOKOJIBI U T. II.).

Ecnu neno, BKiIroyaeMoe B HOMEHKJIATYPY J€JI, COCTOUT M3 OJUHAKOBBIX BHUJIOB WU
Pa3HOBUIHOCTEH JOKYMEHTOB, B 3arojOBKE TAaKOTO Jejia YKa3bIBaeTCsl HAaMMEHOBAHHE
BUJIOB JIOKYMEHTOB, Harpumep, «IIpuka3bl Mo OCHOBHOM AESITETLHOCTH.

He pexomenayeTcst ynoTpeOasTh B 3aroJIOBKE Jiela HEKOHKPETHbIE (POPMYIIUPOBKH, a
TaK>K€ BBOJHBIE CIIOBA U CIOXKHBIE 00OPOTHI.

Eciu nemo Oynmer cocTosiTh M3 HECKOJBKUX TOMOB WM YacTe, TO COCTaBIsETCS
oOmuii 3aroloBOK Jiena, a 3aTeM MPU HEOOXOJAUMOCTH COCTABIISIFOTCS 3arOJIOBKH KaXKJOTO
TOMa (4acTH), YTOUHSIOIINE COICp)KaHNE 3arojIOBKa Jiena.

[Topsimok pacroioKeHWs 3arojiOBKOB JIeJl BHYTPU pa3/elioB U MOJAPa3/IeiioB
HOMEHKJIATYPbI JIeJl ONPEEISAETCs CTENEHbIO BAXKHOCTH JIOKYMEHTOB, COCTABISIONIMNX JIeNa,
M HX B3aMMOCBA3bI0. B Hauane pacrnonararoTcsi 3arojoBKU JIed, COJAEp Kallux
OpraHU3alMOHHO-PACTIOPSAUTENbHYIO TOKYMEHTAIMIO. 3aroj0BKHU JIeJ MOTYT YTOUHSTHCS B
nporecce GopMUpoBaHUsS U 0HOPMIICHUS JEII.

7.7. I'pacpa 3 HOMEHKIIATYPHI JIeJT 3aMOHSIETCS [0 OKOHYAHUHU KAJICHIapHOTO TO/Ia.

7.8. B rpade 4 ykasbiBaeTcsl CPOK XpaHEHHUsl Jieja, HOMepa CTaTei Mo MepeyHio, a
IIPU €r0 OTCYTCTBUU — MO TUIIOBOM WJIM MPUMEPHOU HOMEHKIAType Jel.

Cpokn XpaHEHHUs, yKa3aHHbIE B TIEPEUHSX, SBISIOTCS OOS3aTEIbHBIMU, U
COKpallleHHe HX He Jomyckaercs. Paspemaercss XpaHUTh JIOKYMEHTBI — CBBILIE
YCTaHOBJIEHHOT'O CPOKA, €CJIM B TOM €CTh NMPaKTUYECKass HEOOXOAUMOCTb.

7.9. B rpade 5 «lIpumeuanue» yka3bpIBarOTCSI Ha3BaHUS MEPEYHEH TOKYMEHTOB,
HCIIOJIb30BAHHBIX TPHU OMNpPEACIEHUH CPOKOB XPAHEHHUS [N, MPOCTaBISAIOTCS OTMETKU O
3aBeICHUU JIeN (B TOM YHUCIIE B 3JEKTPOHHOM BHUJE), O MEPEXOAAIINX JIeNaX, O BbIACICHUU
JIeNT K YHUUYTOXKEHUIO, O JIUIAaX, OTBETCTBEHHBIX 3a (opMupoBaHue nen (mpuiiokenne No
13).

7.10. Ecniu B Teyenue roga B [IporuMHa3sum BOZHUKAIOT HOBbIE JOKYMEHTHPOBAHHbBIE
y4acTKH paboThl, HA HHUX (OPMHPYIOTCS COOTBETCTBYIOIIUE JeJNia, OHH JOTOJHUTEIEHO
BHOCATCSI B HOMEHKJIATypy. JlJis BHOBb 3aBOJIMMBIX JI€JI B KaXJIOM pa3jiella HOMEHKIIATypPbl
OCTaBIIAIOTCS pe3epBHBIE HOMEpA.

[Io okoHYaHWM TOJa B KOHIIE HOMEHKJIATYpHI JI€J JAENAeTCs WUTOroBas 3aluch O
KOJINUECTBE 3aBEJICHHBIX JIeJ1 (TOMOB).
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[Topsaiok pacrnoyioKeHUsl 3aroJIOBKOB JIEl BHYTPU pa3felioB M IOAPA3JEIOB
HOMEHKJIATYPBI JI€] ONPEIENSIETCS CTENEHbI0 BAXKHOCTH JOKYMEHTOB, COCTABJISIONINX JIETa,
M WX B3aMMOCBS3bl0. BHauame pacrnosararoTcsi 3arojIoBKM i€,  COJEp Kalllux
OpraHU3alMOHHO-PACTIOPSAUTENBLHYIO JOKYMEHTaluio. Jlamee pacroyiararoTcsi 3aroJIOBKU
JIeJ1, COJIEPKAILMX IJIAHOBBIE U OTYETHBIE IOKYMEHTHL, U T. [I.

7.11. Homenknatypa Jel  COCTaBJISI€TCS  OTBETCTBEHHbIM 32  BEJICHUE
JIEJIONPOU3BOJICTBA, COTIIACOBBIBAETCS U MOMUCHIBACTCS AUpeKTOpoM [IporumHuazuu.

OTBETCTBEHHOCTh 32 OPraHU3alMI0 CBOEBPEMEHHOI'O COCTaBIIEHUS HOMEHKIIATYpbI
JIEJT BO3JIaraeTcsl HA OTBETCTBEHHOTO 3a BEAECHHUE JIEJIONPOU3BOICTBA.

8. ®@opmupoBanue u opopmiieHue e

8.1. ®opmupoBaHUE el — TPYNIHUPOBKA HCIIOJTHCHHBIX JIOKYMEHTOB B Jelia B
COOTBETCTBUHU C HOMEHKJIATYPOH A€l U CUCTeMaTH3alusl JOKYMEHTOB BHYTpH Jela.

8.2. MUcrnonHeHHble JOKYMEHTHI JOJKHBI B 10-IHEBHBIH CPOK claBaThCs
UCIIOJIHUTEJIEM OTBETCTBEHHOMY 3a BEJIEHUE JEJONPOU3BOACTBA JUIsl (POPMHPOBAHUS HX B
nema. Homep gema, B KOTOpoe JOJKEH OBITh TMOJIIUT JOKYMEHT, OIpeAenseT
OTBETCTBEHHBI 3a BEJCHHUE JIECNOMPOM3BOACTBA WM HCIOJHUTENIh B COOTBETCTBUMU C
HOMeHKIarypoi nen. Ha gokymeHTte mpocrtaBisioTcs otMeTrka «B geno Ne...», mognmuce
VCTIOJIHUTEJISI MJTM OTBETCTBEHHOTO 3a BEIEHUE JIEIONPOU3BOJICTBA.

JIOKYMEHTBI BHYTpH Ji€J1a paclojaratoTcsi B XpOHOJIOTMYE€CKON TOCIe10BaTEIbHOCTH.

8.3. KoHTpons 3a mNpaBWIBHOCTHIO (OPMHPOBAHHS €N  OCYIIECTBISIETCS
OTBETCTBEHHBIM 3a BEJICHUE JeI0npon3BoicTBa [Iporumuasuu.

8.4. Ilpu ¢popmMupoBaHuu A€l HEOOXOAUMO COOJIIOIATH CIEAYIOIINE OOIINe TpaBUiIa:
MOMEIATh B JIEJIO TOJLKO UCIOJIHEHHBIE TOKYMEHThI B COOTBETCTBUU C 3ar0JIOBKAMM JIEN 110
HOMEHKJIAaType; TPYNIUpOBaTh B AEJIO JOKYMEHThl OAHOIO KaJIEHJAPHOTO ro/ia; pa3aeibHO
TpyNNUpoBaTh B Jiefla JOKYMEHTHI IOCTOSIHHOTO W BPEMEHHOTO CPOKOB XPaHCHHS;
MOMEIATh B Jiesia Kcepokonuu (akcoB, TenedoHOrpaMM Ha OOIIUX OCHOBAHUSX; B JIETIO HE
JOJDKHBI  TIOMEIIAThCsl  JOKYMEHTBI, TMOJUIeKAIlhe BO3BpATYy, JIMIIHUE DSK3EMIUIAPHI,
YEPHOBUKH: TI0O 00BEMY JIEJI0 HE TOJHKHO mpeBbimath 250 nmuctoB win 4 cm. [Ipu Hanumuuu B
JieJie HECKOJIBKUX TOMOB (4YacTeil) MHACKC M 3aroJIOBOK Jejia MPOCTABISIOTCS HA KaXIOM
TOME C JOOABICHUEM «TOM 1», «TOM 2» (TOCIeTHUIA).

8.5. PacmopsimurenbHbIe  JOKYMEHTHI TPYNIAPYIOTCS B Jejla 1O BHIAM B
XPOHOJIOTUYECKOM MOPSIKE C OTHOCSIIMMHUCS K HUM MPUIIOKEHUSIMU.

VYcTaBbl, TOJNIOKEHHS, WHCTPYKIMH,  YTBEPKICHHBIC  PACTIOPSAUTEIHLHBIMU
JOKYMEHTaMH, SIBJISIFOTCS MPUJIOKEHUSAMU K HHUM U TPYIIUPYIOTCS BMECTE ¢ YKa3aHHBIMHU
nokymeHTamu. Eciin e OHU yTBEp)KJIEHBI B KAUEeCTBE CAMOCTOATEIHHOTO TOKYMEHTA, TO X
TPYNIUPYIOT B CAMOCTOSITEIILHBIC JIENa.

[Tpuka3sl IO OCHOBHOW JEATENBHOCTH TPYNIUPYIOTCS OTACIBHO OT MPUKA30B IO
JMYHOMY COCTaBYy.

[Ipukaszpl MO JWYHOMY COCTaBYy TPYNIUPYIOTCS B Jella B COOTBETCTBHUU C
YCTAaHOBJIEHHBIMH CPOKAaMU UX XPAHCHHS.

[IpoTokonbl B jAefie pacroyiaraloTcs B XPOHOJIOTMYECKOM IMOPSAKE MO HOMEpPaM.
JIOKYMEHTHI K TIPOTOKOJIaM, CTPYIITUPOBAHHBIC B OT/IEIBHBIC JeJia, CACTEMAaTH3UPYIOTCS IO
HOMEpaM IIPOTOKOJIOB.

VYTBepK/IeHHbIE IUIAHBI, OTYETHI, CMETHI, JUMHUTHI, TUTYJbHbIE CIUCKU U ApPYTUE
JIOKYMEHTBI TPYNIUPYIOTCS OTJEIBHO OT MPOEKTOB.

JIOKYMEHTBI B JIMUHBIX JeJIaX PacloiaratloTcs o Mepe ux MocTyIUICHHUS.
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[lepenncka rpynmupyeTcss B paMKax OJHOIO  KaJIEHJApHOrO Troja M
CUCTEMATH3UPYETCS B XPOHOJOTMYECKOM IOCIEAOBATEIBHOCTH: JOKYMEHT — 3alpoc —
JIOKYMEHT — OTBET.

8.6. Jlena IIporumHazum mnojyexaT OQOPMIECHHIO HpPU HUX 3aBEJCHUM U 110
3apepuieHNH rojga. OdopmiieHue aena — NOArOTOBKA Ji€jla K XpPaHEHHUIO BKIIOYAET B ceOs
KOMIUIEKC paldOT IO ONHMCAHMUIO JieJa Ha OO0JIOKKE, MOJIIMBKE, HyMEpaluu JHCTOB U
COCTaBJICHHUIO 3aBEpUTEIbHON Haanucu. OdopmiieHne Jesl IPOBOJUTCS OTBETCTBEHHBIMU 32
BEJICHUE JEJIONPOU3BO/ICTBA.

8.7. B 3aBHCHMOCTH OT CpPOKOB XpaHEHHS MPOBOJUTCS MOJHOE WM YaCTHYHOE
odopmIleHHE JIEIT.

[TomHOMY OdopMIIEHHUIO TOJUIEKAT Jela TOCTOSHHOr0, BpeMeHHOoro (cBeime 10 ser)
XpaHeHus (MO0 JHMYHOMY COCTaBY, JIMYHBIE J€la YBOJEHHBIX paboTHuKOB). IlonHoe
oopMIIeHHE JIea MPeayCMaTPUBAET:

— MOJAIIMBKY WJIN TBEP/bII NepeIuieT Jiena;

— HyMepaluIo JUCTOB B JeJI¢;

— COCTaBJICHUE JIUCTA-3aBEPUTEIIS;

— COCTaBJIEeHHE B OCOOBIX ciydasx (Ipu o(pOpMIIEHUH JIUYHBIX e, U1 y4eTa 0co00

LEHHBIX JOKYMEHTOB) BHYTPEHHEH OMUCU JOKYMEHTOB JIENA;

— BHECEHHE HEOOXOIMMBIX YTOYHEHHH B PEKBU3UTHI OOJOXKKMU Jena (YyTOUHEHHE

Ha3BaHUs MOJpPa3/IelCHNs, HHIEKCa U 3ar0JIOBKa Jiefia, 1aThl Aeja U Jp.).

8.8. [lena Bpemennoro (10 10 JeT BKIIOUATETHHO) XpaHEHUS MOJIKAT YJACTUIHOMY
odopmiienuro. Jlomyckaercs:

— XpaHUTH JIeJIa B CKOPOCIIUBATENSAX;

— HE MPOBOJIUTH MEPECUCTEMATH3ALMIO JOKYMEHTOB B JIETIE;

— JIUCTBHI JieJ1a He HyMEepOBaTh;

— 3aBEPUTEIIbHBIC HAITUCH HE COCTABIISTb.

8.9. JlokyMeHThI, MOJyIeKallie IMOJIHOMY O(GOPMIIEHUIO, MOIIIMBAIOT HAa YEThIpE
IPOKOJIa B TBEPAYIO OOJOXKKY M3 KapTOHA WJIM TEPEIICTaloTCs C yYEeTOM BO3MOXKHOCTHU
CBOOOJIHOTO YTEHHMS TEKCTa BCEX JOKYMEHTOB, JaT, BU3 W pe3oironuil Ha HuX. [lpu
MOATOTOBKE JIENI K MOJIINBKE (TIEPETUIeTy) METATUYECKUE CKPEIIeHUs (CKOOBI, CKPETKHU)
U3 JIOKYMEHTOB yAaJsAIOTCs. /lena MOCTOSIHHOro XpaHEHMsI, COCTOSIINE M3 He(pOopMaTHBIX
JIOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEPJIbIX MalKax ¢ TPeMsl KJIallaHaMH U C 3aBS3KaMH.

[Tpu HanmuuMK B 1€ HEBOCTPEOOBAHHBIX JIMYHBIX TOKYMEHTOB (TPYAOBBIX KHHUKEK U
Jp.) TU JOKYMEHTHI BKJIQ/IbIBAIOTCSI B KOHBEPT, KOTOPBINA 3aT€M MOJIIMBAETCS B 3TO JENO.
[Tpu Hanmu4yuK GOIBIIOTO KOJUYECTBA TAKMX JOKYMEHTOB OHHM MOTYT M3bIMAThCS U3 A€M, U
Ha HUX COCTaBIISIETCS OTACIbHAS OMHCH.

B KkoHIle KaxJa0ro nena MOAUIMBAIOTCA YUCThbIE OJIaHKM (OpM UIsl 3aBEPUTEIbHOMN
Ha/IMUCH.

8.10. B mensx obOecnedeHus: COXpAaHHOCTH W 3aKPETUICHHS MOPSAIKA PACTIOIOKCHHS
JIOKYMEHTOB, BKJIIOYEHHBIX B JEJI0, BCE JHCTHI, KPOME 3aBEPHUTEIIbHOIO, HYMEpYIOTCS
apaOckuMH HU(ppaMu B MPaBOM HUKHEM YTy, He 3ajieBasi TEKCTa JOKYMEHTa, MPOCThIM
rpa¢puyecKuM KapaHAalloM WIM HyMepaTOpoM. YTOTpeOJieHne YepHWJ M ILBETHBIX
KapaHjalend Juis HyMepaluM JIMCTOB 3alpelnaercsi. BHYTpeHHss omnMch HMMEET
CaMOCTOSATEIbHYIO HyMEepaluIo.

JIuctel Oen, COCTOSIIMX M3 HECKOJIBKMX TOMOB WM YacTeil, HyMepyrloTcs IO
Ka)XIOMy TOMY HJIM YaCTH OTAEIHHO.
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®dororpaduu, 4epTexu, AUArpaMMbl U JIPyrue WUIIOCTPATUBHBIE U cHEU(PUUIECKUE
JOKYMEHTBHI, IPEJICTABISIONINE CAMOCTOATEIbHBIN JIUCT B JI€JI€, HyMEPYIOTCSl HA 000POTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

CnoKeHHBIN JIMCT pa3BOpauyMBAETCS U HyMEpyeTcs B MpaBoM BepxHeM yriay. [lpu
ATOM JIMCT JII000ro popMara, MOJIMIMUTHIN 32 OAUH Kpail, HyMepyeTcs KaK OJMH JHCT; JIUCT,
CJIIOKEHHBIM M MOAIIMUTHINA 3a CepeANHY, MOMJIEKHUT MEPEUIMBKE U HyMepyeTcs Kak OJUH
JIUCT.

[TonmuThie B N1€710 KOHBEPTHI C BJIOKEHUSMH HYMEpYIOTCS; MpPU 3TOM BHauaje
HYMEpYETCsI KOHBEPT, a 3aTEM OUYEPEIHBIM HOMEPOM Ka)KJ10€ BIOKEHUE B KOHBEPTE.

[logmmTeie B A€0 AOKYMEHTHI C COOCTBEHHOM HyMepanueil JTuUCTOB (BKIIIOYas
NeYaTHbIE U3/IaHUSI) MOTYT HYMEPOBaThCA B OOIIEM MOPSIAKE UM COXPAaHATH COOCTBEHHYIO
HyMEpaLuIo, €CJIM OHA COOTBETCTBYET MOPSIAKOBOMY PACIIONOXKEHUIO JUCTOB B JIEJIE.

B cnyuasx oOHapykeHus OOJbLIOrO yucia OIMOOK B HyMEpalWW JUCTOB Jieja B
JIEJIONPOU3BOJICTBE MPOBOAUTCS UX TepeHyMepaius. [Ipu nepeHymepanuu JIMCTOB CTapbie
HOMEpa 3a4epPKUBAIOTCSI OJHOW HAKIOHHOM YepTOM U PSAIOM CTaBUTCSI HOBBIM HOMEp JIUCTA;
B KOHIIE Jejla COCTaBJseTCS HOBas 3aBEpUTENIbHAas HAANHWCh, MpPU D3TOM cTapas
3aBepUTEIbHAS HAAMKUCh 3a4EPKUBAETCS], HO COXpaHsETCs B JIETIE.

8.11. [Ins yuera KOJWYECTBA JIMCTOB B Jeie W (UKCAIMd OCOOCHHOCTEH HX
HyMEpaluu COCTABIISIETCSl 3aBEpUTENIbHAasg Haanuch aena. OHa cocTaBisieTcsl B Jelie Ha
OTJIEJIBHOM JIMCT€ — 3aBEpHUTENie JeNla. 3aBepUTeNIbHAs HAIIUCh COCTAaBJISETCS IO
ycTaHoBIIeHHOU Qopme (mpuioxenue Ne 14).

Bce nocnenyromue n3MEHEHNs B COCTaBE U COCTOSIHUM Jiena (IIOBPEXKIEHUS, 3aMEHa
MO/JIMHHBIX JIOKYMEHTOB KOMHUSMH, TPUCOCIUHEHNE HOBBIX JIOKYMEHTOB HU T. [.)
OTMEYAIOTCA B 3aBEPUTEIBHON HAAMUCH CO CChUIKOM HA COOTBETCTBYIOIINM aKT.

8.12. O6noxxka N1en TMOCTOSTHHOTO, BpeMeHHOro (cBbimie 10 yeT) XpaHeHUs U TO
JMYHOMY COCTaBY 0(OPMIIETCS 1O ycTaHOBJICHHOU (opme (mputoxkeHust Ne 18 - 20).

Ha o65oxke nei1 MOCTOSHHOTO XpaHEHHs] BBEpXY MNpPeayCMaTpUBAETCS MECTO s
HAUMEHOBAHUS apXuBa YUpeIuTeNsi, B KOTOPBIA OHU OYyAYT MmepeaaHbl, a TAaKKEe apXUBHOTO
mudpa B IPaBOM BEPXHEM U JICBOM HUKHEM YTJIax.

[Ipu odopmaeHun o0O0NOXKKKM Jaen HauMeHoBaHWe [IporumMHazumM ykasbIBaeTcs
MOJIHOCTBIO TI0 YCTaBy, B UMEHUTEILHOM MaJIeXke, COKpAIlleHHOE Ha3BaHHe — B CKOOKax.

OO0s3aTeIbHBIMU  PEKBU3UTAMU OOJIOKKM JleJla SIBIISIETCS YKa3aHUE KOJIMYeCcTBa
JUCTOB B Jiejie, KOTOPOE MPOCTABISIETCS] HA OCHOBAHHWM 3aBEPHUTENIbHON HAJAMUCH fena, U
CpOKa XpaHeHHs Jiesa (Ha Jiefax MOCTOSIHHOTO XpaHeHHs MUIIETCS: «XPAHUTh MOCTOSTHHOY),
KOTOpPBI NMEPEHOCUTCSI Ha OOJIOKKY JieJa U3 HOMEHKJIATYpPhI I1OCJIE CBEPKH €ro MO CpoKam
XpaHEHUs B MEPEYHE.

8.13. Jlnsa ydera JOKYMEHTOB OINpENEICHHBIX KaTeropuil el MOCTOSHHOTO U
BpeMeHHOro (cBeimie 10 jeT) xpaHeHHs], y4eT KOTOPBIX BbI3bIBACTCS CIEeUU(UKON TaHHON
JMOKyMEHTaluu (JUYHBIE Jiena, 0co00 IIEHHBIE), COCTABISACTCS BHYTPEHHSIS OIUCH
JIOKYMEHTOB JIeJa.

BHyTpeHHIOI0 OnMUCh HEOOXOJUMO TaKXe COCTaBISATh B JellaX MOCTOSHHOTO U
BpemeHHOro (cBeimie 10 ser) xpaHeHus, CHOPMUPOBAHHBIX IO Pa3HOBUIAHOCTIM
JIOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEPKaHNUE JJOKYMEHTOB.

BHyTpeHHsIsI OnUCh COCTaBIIsI€TCS HA OTIECIBHOM JIUCTE MO YCTaHOBJIEHHOW ¢opme
(mpunoxxenue Ne 15), koTopas COAEPKUT CBEJICHUSI O MOPSIKOBBIX HOMEpPAX JIOKYMEHTOB
JieNa, X MHJEKCax, /1aTax, 3arojoBKax W HOMEpAax JIUCTOB JeJa, HA KOTOPBIX PacIoIOKEH
Kbl JJOKYMEHT.
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K BHyTpeHHeH OnucH Aelia COCTABISAETCS UTOrOBasl 3allMCh, B KOTOPOM YKa3bIBAECTCS
nupamMu U IPONUCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE IOKYMEHTOB U KOJMYECTBO JIMCTOB
BHYTPEHHEH OIUCH.

BHyTpeHHsAsI OnuCh NOAMMCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM JOJIKHOCTH,
HOJIHUCH, paclIM(pPOBKU NOJANKUCU U HyMEPYETCS B JIE€J€ OTAEIBHO.

9. Opranu3auus onepaTUBHOIO XpaHEHUs TOKYMEHTOB

9.1. C MoMeHTa 3aBEICHUS | 0 MEepeavyn Je B apXHUB JeJia XPAHATCS 110 MECTy MX
dbopMUpOBaHUS y OTBETCTBEHHBIX 32 BEJICHUE JECIOMPON3BOICTRA.

C 1uenbro NMOBBIIIEHUS ONEPATUBHOCTH MOMCKA JOKYMEHTOB Jiejla PacloJlaraloTcs B
COOTBETCTBUU C HOMEHKJIATYPOU Jell.

Ha kopemikax 0010KeK J1eJ1 yKa3bIBalOTCS MHAEKCHI J€J1 10 HOMEHKJIATYpE.

K noxymeHTaM BpEMEHHOI'O XpaHEHHUs OTHOCSTCS TOKYMEHTBI CO CPOKOM XpaHEHUs
He 6osee 10 et u XpaHATCS O MecTy UX (OPMUPOBAHUS B CTPYKTYPHBIX MOJIPA3ICICHUSIX.
Jlena BpemeHHoro (no 10 JeT BKIIOYMTENBHO) XPAaHEHHUS B apXHWB HE MEPENaloTCs U
NOJJIEKAT YHUUTOKEHHUIO B YCTAHOBJICHHOM IOPSIJIKE.

3aBepIleHHbIE Jela MOCTOSHHOTO M J0JroBpeMeHHoro (cBbime 10 JjeT) cpokos
XpaHEHUsl XpaHATCA MO0 MeCTy X (POpMHUpPOBaHUS B T€UCHHE JIBYX JIET, a 3aTeM CIAIOTCS B
apXuB YUpEIUTEIIS.

Jlena BpeMEHHOTO CpOKa XpaHEHHs XPaHATCS M0 MECTY UX (OPMUPOBAHUS B TEUECHUE
YCTaHOBJIEHHBIX HOMEHKJIATYpOil 1€J1 CPOKOB.

9.2. Beimaya nien, 03HAKOMIICHHE C IOKyMEHTaMH, HaXOSIIIMMHUCS HA OTEPATHBHOM
XpaHeHuu paboTHukaMm [IporuMHazuM NPOU3BOAUTCS C pa3pelieHHs] PYKOBOJCTBA IOA
pacIUCKy B )KypHAJIC y4eTa BbIJJauu JOKYMEHTOB U3 apxuBa (mprioskeHus Ne 16 - 17).

Jlena BbIAAIOTCA BO BPEMEHHOE IOJB30BaHHE Ha CPOK He Oojee OJHOro MecsIa.
[Tocne ucTedyeHus yKa3aHHOIO CpOKa Jel0 JODKHO ObITh BO3BpAIlEHO HA MECTO €ro
XpaHeHusl.

9.3. U3bsATHE MAOKYMEHTOB U3 J€l TIOCTOSHHOTO XpaHEHHUs JIOIYCKaeTcsl B
UCKJIIOUUTENBHBIX CIydasX, MO 3ampocaM KOMIIETEHTHBIX OpPraHOB M TPOM3BOIUTCS C
NUCBMEHHOTO pa3peleHust Aupekropa [IpornMHasum ¢ ocTtaBieHUEM B Jielie 3aBEpPEHHOMN
KOIIMY JIOKYMEHTA M aKTa O IPUYMHAX BbIIaYM MOUTMHHUKA.

9.4. CamocTosTenbHOE YHUUTOXKEHHE JOKYMEHTOB B [IpornMHasuu 3ampemaercs.

9.5. Pa6orHuku IIporumHazuM HeCyT OTBETCTBEHHOCTb 3a COXPAHHOCTh
NOCTYNUBIIUX K HUM JIOKYMEHTOB M aKKypaTHOE OOpaIieHHe ¢ HUMH.

10. llopsinok nepegayu 1OKYMeHTOB Ha XpaHeHue B apxuB [Iporumuazuu

10.1. B apxuB Yupeaurtens nepegaroTcs Aefia MOCTOSHHOTO, BpeMeHHOTo (cBbime 10
JIeT) XpaHeHHUs U N0 JTUYHOMY cocTaBy. VX nmepenaya mpou3BOJUTCS MO OMHUCIM JIeT.

3aKOHYEHHBIE JETOMPOU3BOICTBOM JIejia TOCTOSTHHOTO, BpeMeHHOTO (cBbimie 10 er)
XpaHEHHUs U 1O JINYHOMY COCTaBY I1OCJIE OKOHYAHUS KaJIEHJApHOI'O roja, B KOTOPOM OHHU
ObUTM 3aBEJIECHBI, MOAJNeKAT O(QOPMIICHUIO B COOTBETCTBUHU C HACTOSAILIECH WMHCTPYKLUHUEH U
nepeatoTcs B apXUB YUpeaUTeNs Yepes rojl Mocjie OKOHYAHUS UX JIEJIOTPOU3BOACTBOM.

10.2. B nmepuox TmMOATOTOBKM M€l K Tepedadye B apXWB OTBETCTBEHHBIN
JICTIOTIPOU3BOJICTBO  MPEBAPUTEIBHO MPOBEPSIET MPAaBHIBHOCTE UX (hopMupoBaHus,
o(OpMIIEHHSI U COOTBETCTBHE KOJIMYECTBA J1€J, BKIIOUYEHHBIX B ONHCh, KOJIUYECTBY €T,
3aBEJICHHBIX B COOTBETCTBMM C HOMEHKJIATYpoil. Bce BBIBIEHHBIE NIPU IPOBEPKE
HEIOCTATKH OTBETCTBEHHBIE 3a JICIIONPOU3BOJICTBO O0S3aHBI YCTPAHUTS.

10.3. Ha sx3emruisipax omucu MNpOTHB Ka)A0To Jelia, BKIIOYEHHOTO B Hee, JeNaeTcs
OTMETKa O HAJIMYMM Jieda. B KOoHIle KaXa0ro sK3eMIUIIpa OMUCH yKa3bIBaloTca HudpamMu u
IPONHCHIO KOJTMYECTBO (PAKTUUYECKU MPUHATHIX B apXUB €I, HOMEPa OTCYTCTBYIOLINX eI,
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Jata IpueMa-nepeayd Jell, MOJANUCH OTBETCTBEHHOIO 3a apXWB M pabOTHHKA,
nepeaBIIero Jena.

10.4. Jlena BpeMeHHOTO cpoka XpaHeHUs (1m0 10 JeT BKIIOYUTENHHO) XPAHATCS B
[IporumMHa3uu ¥ MO HCTEUEHUU CPOKOB XPAaHEHUS BKIIOYAIOTCA B aKThl O BBIJCICHUU K
YHUUYTOXKEHHIO JOKYMEHTOB, HE MOJUIeKaIIUX XpaHeHuto. OHM MOTYT IepenaBaThbCsl B
apXuB TOJBKO B HCKIIOUUTENBHBIX CIy4yasx IO pelleHuto aupekropa lIpornmuaszum.
[lepenaya X OCYIIECTBIISIETCS 11O OTIUCSIM.

10.6. B ciayuae nukBuganuu [IporuMHa3sum OTBETCTBEHHBIN 3a JE€TOMPOU3BOJCTBO B
TE€YEHHE JABYX MECALIEB C MOMEHTA JIMKBUJAUU (DOPMHUPYET BCE UMEIOIIHMECS TOKYMEHTHI U
neperaeT B apXUB YUpEeAHUTENs HE3aBUCHMO OT CPOKOB XpaHEHUs; IPH PEOpraHu3aluu
[IporumMHa3zuu AOKYMEHTHI MEpelaloTcs Mo aKkTy MpuemMa-repeaadd MpaBOIPEeMHUKY WU
IPU OTCYTCTBUU MTPABONPEEMHHKA — B ApXUB Y UpEAUTETIS.

11. DkcnepTu3a HEHHOCTH JOKYMEHTOB

11.1. Dkcneptr3a IIEHHOCTH JOKYMEHTOB — HM3y4Y€HUE JOKYMEHTOB Ha OCHOBaHUU
KPUTEPUEB UX IICHHOCTHU B IIEJISIX OMPEJIECICHHS CPOKOB XpaHEHHs JOKYMEHTOB U 0TOOpa UX
Ha TOCyJIJapCTBEHHOE XpaHEHHUE.

11.2. DOxkcmepTtu3a TIEHHOCTH JOKyMEeHTOB B IIpormMHasmm Ha  cTaguu
JIEJIONPOU3BOJICTBA TMPOBOAUTCA: TPHU COCTABICHWHM HOMEHKIATYphl JIell; B IpoIlecce
dbopMupoBaHHs Je W TMPOBEPKH MPABUIBHOCTH OTHECEHHUS TOKYMEHTOB K JellaM; IpHu
NOJIFOTOBKE JI€J1 K MOCIEAYIOIIEMY XpaHEHHUIO; B apXHBE B IpOILECCE MOJATOTOBKH Ha
rOCYy/IapCTBEHHOE XpaHEHHE.

11.3. Jlns opraHu3and M TMPOBEACHHS DKCHEPTHU3Bl IIEHHOCTH JOKYMEHTOB B
[IporumHazuu co3aeTcsi MOCTOSHHO JEHCTBYIOINIAs dKCIiepTHas komuccus (ganee — IK).

11.4. Oynxkuuu u mpaBa DK, a Takke opraHuzamnus ee paboThl ompenensercs
II0JIO)KEHHEM, KOTOPOE YyTBEpkKAaeTcs aupekTopoM IIporumuaszum.

11.5. Dkcneprr3a LUEHHOCTH JOKYMEHTOB MOCTOSSHHOTO M BPEMEHHOTO XPaHEHMS
OCYUIECTBIISIETCSI  €XKErogHO B CTPYKTYpPHBIX  mojpazieneHusx  lIporumuasum
HENOCPEJCTBEHHO OTBETCTBEHHBIMHU 3a BEICHHE JIEIONPOU3BOICTBA cOBMECTHO ¢ DK.

11.6. OT60p ATOKYMEHTOB JUIsl TOCTOSTHHOTO XPAaHEHUs MPOBOJIUTCS B COOTBETCTBUU C
HOMEHKJaTypoir jgen I[IporuMHasuu, THUIOBBIMA M  BEJOMCTBEHHBIMH TEPEUHIMU
JIOKYMEHTOB C YKa3aHHWEM CPOKOB UX XpaHEHUS MyTeM MOCTPAHUYHOTO MPOCMOTpa JIe.

B nemax mocTOSHHOrO XpaHEHHUs TOJJIeKAT HU3BATHIO AYOIETHBIE HSK3EMILISPHI
JIOKYMEHTOB, YepHOBHKH, HEO(OPMIICHHbIE KOMUKA JOKYMEHTOB M HE OTHOCSIIMECS K HUM
JTIOKYMEHTBHI.

Hena ¢ ormetrkoil «OK» moaBepraroTcsi Takke MOJUCTHOMY MPOCMOTPY C LIEJBIO
ONpEJENIEHUs M BBLACIECHUS M3 HX COCTaBa JOKYMEHTOB, MOAJIEKAIIUX ITOCTOSIHHOMY
xpanenuto. Jlena ¢ ormerkoi «9K», comepxaliine AOKYMEHTbHI MOCTOSIHHOTO XpaHEHUs,
nojuexar nepeopMHUpOBaHUIO. BbifeneHHble M3 UX COCTaBa JOKYMEHTHI MOCTOSIHHOTO
XpaHEHHs TPUCOSAMHAIOTCS K OJAHOPOAHBIM JeiaM U O(QOPMIISIOTCS B CaMOCTOATEIbHBIC
nena. CpoKH XpaHEHHUs JAell, COAEPKAIIMX OCTABIIUECS TOKYMEHThl BPDEMEHHOTO XPaHEHUs,
OTpEENAIOTCS 1O BEIOMCTBEHHOMY (M THUIIOBOMY) MEPEYHIO JIOKYMEHTOB C YKa3aHHEM
CPOKOB HUX XpaHEHHUS W HOMeHKiatype pen. llommuBka BHOBb C(HOPMHUPOBAHHBIX €I
IPOU3BOJIUTCS TOJBKO MOCIIE 3aBEPLIEHUS IKCIIEPTU3BI LIEHHOCTH TOKYMEHTOB.

O1HOBpEMEHHO ¢ OTOOPOM JOKYMEHTOB MOCTOSIHHOTO U BpeMeHHoro (cBbimre 10 ser)
XpaHeHus Ui Nepeiaun B apXUB B CTPYKTYPHBIX MOAPA3/IEICHUSIX IPOBOIUTCS OTOOP JeN U
JOKYMEHTOB BpeMeHHOro (10 10 jeT) XpaHeHus, NoUIeKaluX JalbHENIIEMY XpaHEHUIO B
CTPYKTYPHBIX ITOAPA3/IEIECHUAX, BbIICICHUE K YHUUYTOKEHHIO JI€JI 32 MPEIbIAYIINE OBl C
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UCTEKIIMMU CpOKaMu XpaHeHus. [Ipy 3TOM yunuThIBaIOTCS OTMETKH B HOMEHKIIAType Ael «/o
MuHOBaHUs HanoOoHocT» (IIMH), «Ilpu ycnoBuu 3aBepiieHust NpoBEpPKU (PEBU3UM)» U T. 1.

[TapanienbHO IpOBEpsETCS KAueCTBO M MOJHOTA JEHCTBYIOUIEH HOMEHKIJIATYphI A€l
[IporumMHa3zuy, NPaBUIBHOCTh OMNPENEICHUS CPOKOB XpaHEHHs [N, 3aBEJICHHBIX B
COOTBETCTBUU C HOMEHKJIATYpPOU €I, COONIIOAEHHE YCTAHOBIEHHOTO MOPsIKa 0POPMIIEHUS
JOKYMEHTOB U ()OpMHPOBAHUS JEJI.

11.7. B cinydyae oOHapyxeHHUs B TMpoliecce MPOBEACHHS HKCIEPTH3bl IIEHHOCTU
JIOKYMEHTOB B apXMBE HEJIOCTaud TOKYMEHTOB MOCTOSTHHOTO XpaHEHHUsI OTBETCTBEHHBIMH 32
BEJICHUE JIETIONPOU3BOCTBA JIOJIKHBI ObITh PUHATHI MEPHI 110 PO3BICKY 3THX JOKYMEHTOB.

11.8. Ha Bce 3aBepIIeHHBIE AETOMPOU3BOJCTBOM Jiela MOCTOSHHOTO, BPEMEHHOTO
(cBpime 10 yer) XxpaHeHUS U MO JIMYHOMY COCTaBY, MPOIIEAIINE SKCHEPTU3Y IIEHHOCTU U
Oo(OpMIIEHHBIE B COOTBETCTBUU C HACTOSALIUMHU TPEOOBAHUAMM, €KETOJIHO COCTABIISAIOTCS
onucu aen. OTaenbHas ONUCH JIe] MPEACTaBISIET COO0M MepeyeHb €]l C CaMOCTOSITENbHOMN
BaJIOBOH (TIOPSIIKOBOM) HyMepaIuen.

Ornucu cocTaBmsOTCS OTAETHHO Ha Jiella IOCTOSSHHOTO XpaHEeHHUsl, /ieJa BpPEMEHHOTO
(cBbime 10 seT) XpaHeHwsl, Iea Mo JHIHOMY cocTaBy (mpuioxenus Ne 18-20).

[Tpu HaIM4YUU B CTPYKTYPHBIX MOJPA3ACIECHUAX HEOMMCAHHBIX €I 32 HECKOIBKO JIET
M0 COTJIAaCOBAaHMIO C OTBETCTBEHHBIM BEJCHHUE JCIIONPOU3BOJICTBA HAa HHUX MOXKET
COCTAaBIIATbCS OJIHA ONUCH (BHYTPH K€ JIeJIa PacloiaratoTcs Mo roJaM X 3aBeICHHUS).

11.9. TIlepen BHeceHHMEM 3arojOBKOB Jie1 B OIKCH TPOBEPSIOTCS KaueCTBO
dbopmupoBanus U ohopMIIeHHUs Jell, COOTBETCTBUE KOJIMYECTBA JIEJI, BHOCUMBIX B OIHCH,
KOJIMYECTBY 3aBEJICHHBIX JeJl 0 HoMeHKaType [Iporumuazuu.

[Ipu mpocMoTpe nen MpOBEPSAIOTCS: COOTBETCTBHE 3arojioBKa Jiefla COJAEpKaHHUIO
JOKYMEHTOB B JeJie; TPAaBWIBHOCTh OQOPMIICHUS U TPYNIHUPOBKUA JIOKYMEHTOB,
BKJIFOYEHHBIX B J€JI0; KAYECTBO MOAIIMBKY WM NIEPEIIeTa 1ea; IPaBUIbHOCTh HyMepaluu
JIUCTOB JIeIa; HaJM4Ke B JieJie B HEOOXOAMMBIX CIydasix BHYTPEHHEH ONMUCH; MPaBUIbHOCTh
oopMiIeHHsI 0OJIOKKH JIea; HAJIN4Me W MPaBUIHLHOCTh 3aBEPUTENILHON Haamucu nena. B
ciydae oOHapyKeHHsI HApYIIEHUs YCTAHOBIEHHBIX MPaBMI (HOPMHUPOBaHUS U OOpMIICHUS
JIeJT OHU JIOJKHBI ObITh YCTPAHEHBI.

B cnyuae oOHapykeHUs OTCYTCTBHS [el, YMCISAUIMXCA O HOMEHKJIAType el
[TporumMHazuu, TPUHUMAIOTCS MEPHI TI0 UX PO3bIcKy. OOHApYKEHHBIE Jella BKIIIOYAIOTCS B
onuch. Ecnu mpuHSATBIE MEphl HE Jalld pe3yibTaToB, TO Ha HEOOHApYXEHHBbIC era
COCTaBIIICTCS CIPAaBKa O MPUYMHAX OTCYTCTBHS JIe], KOTOpasi MOJAMUCHIBACTCS TUPEKTOPOM
[Iporumuaszumu.

11.10. OnucarenbHast CTaThsd OMHCH ENl CTPYKTYPHOTO TOAPA3/ACICHNUS BKIIIOYAET B
cebs1 cienyromue MeMEHTHI (Tpadbl): TMOPSIAKOBBIN HOMEp Jejia MO OMHUCH; MHJCKC JeNa;
3aroJIoBOK jeia (ToMa, 4acTH), MOJHOCTbIO COOTBETCTBYIOIIMMA €ro 3aroJIoBKy Ha OOJIOXKKE
Jena; aara jaena (Toma, 4acTH); CPOK XpaHEHHUs Jiena (Toma, 4acTH); KOJIUYECTBO JUCTOB B
nene (ToMe, 4acTH); IpuMevyaHue.

[Tpu cocTaBneHUM ONKCH JIE]T COOTIOAIOTCS CIEAYIONINE TPEOOBAHMS:

—3aroJIOBKM JIel B ONHUCHU JIOJDKHBI COOTBETCTBOBATh 3arojloBKaMm Jel B
HOMEHKJIaType JieJ1 M TOMY, YTO BBIHECEHO Ha OOJIOXKKY, B COOTBETCTBUU C MPHUHITOU
CXEMOM CHCTEeMaTHU3alluH;

— Ka)X/10€ JIeJI0 BHOCUTCSI B ONMCH I10J] CAMOCTOSITEJIbHBIM MOPSAIKOBBIM HOMEPOM.
Ecnu neno cocrout u3 AByXx M Oojiee 4acTeil MM TOMOB, TO KaKJash 4acTh WJIH TOM
BHOCHTCS B OIUCH OJ] CAMOCTOSITEIbHBIM HOMEPOM.

11.11. I'padsl ommcu 3amMONHAIOTCA B TOYHOM COOTBETCTBUU C TEMHU CBEICHHSIMH,
KOTOpBIE€ BHIHECEHBI HAa 00JIOXKKY JIEla.
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11.12. Tlpu BHecEHUHU B OMUCH MOAPS ACN C OAMHAKOBBIMH 3ar0JOBKAMU TTHIIETCS
MOJIHOCTBIO 3aroJIOBOK IEPBOTO JEJia, a BCE OCTAJIbHBIE OJHOPOJHBIE Jejia 0003HAYAIOTCS
cinoBamu «To xe», Ipu 3TOM JApyrue CBEAEHUS O JejlaX BHOCATCA B ONKCH MOJHOCTBIO (Ha
Ka)KJIOM HOBOM JIMCTE OMKCH 3ar0JIOBOK BOCITPOU3BOIUTCS MOJIHOCTHIO).

11.13. I'padpa omucu «I[Ipumeyanue» UCHOIAB3YETCSA UII OTMETOK O MpHUEMeE Jed, 00
OCOOEHHOCTAX HUX (PU3MUECKOIO COCTOSIHMS, O IepeAade Jen JAPYyTuM CTPYKTYPHBIM
MOJIpa3/ICIICHUSIM CO CCHUTKON Ha HEOOXOIUMBIH aKT, 0 HATMYUH KOTIHM U T. JI.

11.14. B koHIE OIHMCH BCIEN 3a IIOCIEIHEH OIMUCATEILHOW CTAThEW IeIacTCs
UTOrOBasi 3alluCh, B KOTOpPOM yKa3biBaeTcd (HuppaMud M MPONHCHIO) KOJUYECTBO €I,
YUCIIAIIMXCS 1O ONMCH, MEPBbII M MOCIEIHUNH HOMeEpa Jel IO ONUCH, a TaKKe
OrOBapHBAIOTCS OCOOCHHOCTHM HyMEpalMu el B ONUCH (JIUTEpHbIE HOMEpa Jen |
IPOIYILEHHbIE HOMEPA).

11.15. Tlo pe3yabTaTam 3KCHEPTU3bl LEHHOCTH JOKYMEHTOB COCTABIISIFOTCS OIUCH
JIeJT TIOCTOSTHHOTO, BpeMeHHoro (cBbiiie 10 JieT) XpaHeHUs U M0 JUYHOMY COCTaBY, a TaKXKe
aKThI O BBIJICJICHUH JIe] K YHUUTOKEHHUIO.

11.16. AKT O BBIJEIICHUU K YHHUTOKEHHUIO TOKYMEHTOB COCTaBJISIETCS, KaK MPaBUIIO,
Ha jaena Bced [Ipornmuasuu. Jlena BKIIOYAIOTCS B aKT O BBIJECIECHUU UX K YHUUTOKEHUIO,
€ClId TIPeIYyCMOTPEHHBIN 11 HUX CPOK XpaHEeHHs HCTeK K | sHBaps rojua, B KOTOPOM
COCTaBJIEH aKT, MPU HAJUYUU YTBEP)KJIECHHOH (COIVIACOBAHHOI) OMUCH 3a 3TOT MEPHOJ
(mpunoxenue Ne 21).

CornacoBannbie DK akThl yTBepkAa0TCs aupekropoM [IporuMHa3uu npu HaIUYUU
YTBEP/KIAEHHBIX ONMCEHW e MOCTOSIHHOIO XPAHEHMsI M COIVIACOBAHHBIX ONMCEW [JeN I0
JUYHOMY COCTaBy 3a TOT K€ Nepuoj, nocie yero [IporuMHasust UMeeT NpaBo YHUUTOXKATh
JieNa, BKIIFOUEHHBIE B IaHHBIE AKTHI.

[Torpy3ka © BBIBO3 Ha YTWIM3AUUIO OCYLIECTBISAIOTCA MOJ  KOHTPOJIEM
OTBETCTBEHHOI'O 32 ApXHUB WJIM OTBETCTBEHHOTO 3a JEJIONPOU3BOICTBO.

12. Ucnosib30BaHUE JOKYMEHTOB apXuBa

12.1. JlokyMeHTHI U Jefia, HaXOsAIIMecs Ha XpaHeHUM B apXHBe, MPEJCTaBIISIOTCS
pabotHukam IlporuMHazum ans paboThl B MOMELICHUM apXuBa WM BO BpEeMEHHOE (HE
Oonee Mecslla) MOJIb30BaHWE BHE apxvBa IOJ PACHUCKY B JKypHaje YydeTa BblAauu
JIOKYMEHTOB (Ze).

PaGornuku IIpornMHa3uu HeCyT OTBETCTBEHHOCTh 33 COXPAHHOCTb M INPaBUIIBHOE
HCIIOJIb30BAHME MOJIYYEHHBIX apXUBHBIX JOKYMEHTOB.

13.2. 3psATHE NOKYMEHTOB M3 apXUBHBIX Jel, nepenadya padotHukam [IporumHazuu
apXMBHBIX JOKYMEHTOB WJIM UX KON pabOTHHKAM APYTHX OpraHU3anuil 0e3 pasperieHus
PYKOBO/JICTBA HE JI0IyCKAETCSl.

[Tpu paGoTe ¢ apXMBHBIMH JOKYMEHTAMH HE pa3peliaeTcs BHOCUTh B HUX MPABKY,
JieNaTh IIOMETKH, paboTaTh ¢ HUIMH BHE CIIY>KEOHBIX TTOMEIICHUH.
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Ipuiaoxenne Ne 1
®opma akTa npuemMa-neperayM ae
NP CMeHe OTBETCTBEHHOTI'0 32 /1eJIONPOU3BO/JACTBO

(HaMeHOBaHME 00Pa30BaTENbHON OpraHU3alHN)
YTBEPXJIAIO

(TOIKHOCTH PYKOBOJIUTETISN)

(moamuce) (1.0. Gamunms)

(mara)

AKT

(mara)

(MecTo cocTaByIeHMS)

npueMa-nepeaadun aAci nmpu CMCHEC OTBETCTBCHHOTO 3a ACJIOIIPOU3BOACTBO,

PYKOBOAUTEISI TIOJIpa3ieTICHUS

B cooTBeTcTBHM C IPHUKA30M OT Ne

nepesan, a

(®. . O., 10JKHOCTH TIePEIAIOIIIETo)
MPUHUMAIOUIETO)

(®. 1. O., 1OMKHOCTH

MPHUHSUI B PUCYTCTBUHM KOMHCCHH, 00pa30BaHHOM HAa OCHOBAHUU JIAaHHOTO MPUKa3a, B
COCTaBE IpeceaTels

u
YJICHOB
(®.U.0.)
JIOKYMEHTBI MOAPA3ACICHUS B COOTBETCTBUH C  HOMEHKIIATypou el 3a
TOJEI.
Ne HaszBanue u Ne KoanuecTBo KoanuyecTBo
IIpumeyanue
n/n onmucH IK3EMILISIPOB ONMCH NPUHATHIX J1eJ
1 2 3 4 5
Hroro npuHATO
nedt.

(g paMu ¥ TPOITUCHIO)
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CocTosiHME TOKYMEHTOB

(mena Ha CKOPOCIIUBATENSIX, MOAIIUTHI, IEPETJIETEHbI, IPOHYMEPOBAHbI)

ITepenan Iloamuce N.0. ®amunus
[TpuHsn Ioamuce N.0. ®amunus
[Ipencenarens KOMUCCUA [Toamuce N.0. Gamunus

YJIeHBI KOMHCCHU: Iomnmucu N.0. Gamuus
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Ipunoxenne Ne 2
IIpumep akTa npueMa-nepeaayu jaeja Npu cMeHe
OTBETCTBEHHOI0 32 J1eJI0NPOU3BOICTBO

MyHunumnansHoe 0r0KeTHOE 00111e00pa3oBaTeIbHOE YUPEKIACHUE
«IIporumuasus Nel4 «KypaBymika»
ByrynbMHHCKOTO MyHUIIMTIAIBHOTO paiioHa Pecy6iuku Tatapcran
(ITporumuazus Nel4)

YTBEPXIAIO
Hupexrop [Iporumuazus Nel4

MOJITUCH E.B. be3pykoBa
05.06.202....._

AKT
25.06.202...._ Ne8

r. byrynbema

ImpueMa-rcpeaadn aCiI ipu CMCHEC
OTBCTCTBCHHOTO 3a ACJIIOIIPOU3BOACTBO

B cootBercTBUM ¢ mpukazom ot 12.06.2018 Ne 46 MutpodanoBa M.A. nepenana, a
Pomanosa O.K. npussiia B IpUCyTCTBUU KOMUCCUHU, OOpa30BaHHOW HAa OCHOBAHUM JaHHOTO
npukasza, B cocrtaBe mnpexaceaarens KMeanoBo WM.M. u unenoB CemenoBout JILA. wu

Jlecannkon P.M. nokyMeHTBI mojpasiesieHus B COOTBETCTBUHM C HOMEHKIJIATYypOW AEN 3a
202_—-202_ rompl.

Nen/m | HaszBanue u Ne onucu KonuvecTBo KosnuyecTBo IIpumeyanue
IK3EMILISAPOB NPUHATHIX J1eJI
OIUCH
1 2 3 4 5
1 Ommuce Ne 1 gen 1 42

MMOCTOSIHHOTO XpaHCHHUS
3a 2014-2017 roast

2 Onucs gei Ne 2 o 1 23
JUYHOMY COCTaBY 3a
2014-2017 roast

Wroro mpunsiTo 65 (11ecThACCST MATH) ACT.
CocTosiHuE IOKYMEHTOB U ONKCEHN yJIOBJIETBOPUTEIBHOE.

[Tepenan MutpodanoBa  M.A. Mutpodanosa
[Tpunsn PomanoBa O.K. PomanoBa
[Ipencenarens koMuccuu HBanosa .N. UBanoBa
YsieHbpI KOMHUCCHH: CemeHOBa JI.LA. CemenoBa

JlecHunkas P.N. Jlecuunkas
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Ipuaoxenne Ne 3
baaHk nucbma

(MoJTHOE HAMMEHOBaHKE 00PA30BATEIBLHOTO YUPEKICHHS )

(cokpallieHHO€ HaMMEHOBaHUE)

(1OJKHOCTHOE JIMLO (€CIH MUChMO OT HETO, a HE OT OpraHU3aIim))

(ampec)
e-mail, cereBoii

Ten./pakc aapec

OKIIO __ OI'PH NHH/KIIIT

_Ne
(mara) (Homep) @. U. O. (komy)
(anpec)
YBaxxaeMmblii(as) !

(10OJKHOCTH pYKOBOJMTETIS) (moamuce) (®.1.0.)
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Ipuio:xenne Ne4
IIpumep opopmiieHus1 nucbMa

MyHunumnansHoe 0r0KeTHOE 00111e00pa3oBaTeIbHOE YUPEKIACHUE
«IIporumuasus Nel4 «KypaBymika»
ByrynbMHHCKOTO MyHUIIMTIAIBHOTO paiioHa Pecy6iuku Tatapcran
(ITporumuazus Nel4)

Huxkonas baymana yi., 1. 11A, r. Byrynema, 423237 Teun./dakc (85594)4-45-18;
e-mail: Progl4Zhuravushka@yandex.ru
OI'PH 1251600031242; MHH/KIIIT 1644110318/164401001

3uronsg 2018  Ne Ne 165- Mopexonosoii C.B.
T. u/1505

Ha Ne Jlunosas yi., 1. 15, xB. 3, T.
byrynema, 423237

O npencraBneHun 00bICHECHUH
0 MOBOIY HESIBKHM Ha paboTy

VBaxaemasa Ceerinana BgueciaBoBHa!
YBenomisiro Bac 0 HE0OX0AMMOCTH MPEIOCTaBUTh MTUCEMEHHBIC OOBSICHEHUS 10

MOBOJTY HAPYIIEHUS TPYAOBOM JUCIMUILTUHBL, B CBSI3U C HesIBKOUM Ha paboty 29.06.2018.
[Ipunoxxenue: cinyxebHas 3anucka Ha 1 nucte B 1 sx3eMIuispe.

C yBaxeHuewM,
JPEKTOP IIOAINCH E.B.be3pykosa

babymikuna TarbsiHa BacunbeBHa,
8 (85594)4- 45-18


mailto:Prog14Zhuravushka@yandex.ru
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Ipunoxenue Ne 5
baank npuka3sa

(HauMeHoBaHUE 00pa30BaTENHLHON OpTraHU3AIIH )

( )

(KpaTkoe HaMMEHOBAaHHUE)

IIPUKA3
Ne
(mara)
(MecTo cocTaBieHUs IPUKa3a)
3arosoBoOK
[TPUKA3BIBAIO:
1.
2
-3

(1OJKHOCTH pYKOBOAMTETIS) (moamuce) (1.0. ®amunus)
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Ipunoxenue Ne 6
Oo0pasen ogopmiieHHs IPUKA3a

MyHuuunajibHoe 0101KeTHOe Tarapcran Pecnyoamkacsl bereama
o0meoOpa3oBaTe/ibHOE yUpeKICHHE MYHUIIUNIAIb PaiilOHbI MYHUIIUNIAIb
«IIporumuaszus Nel4 «KypaBymka» 010/1:KeT roMyMH OesieM OMpy
ByryJbMHHCKOr0 MyHUIIMIIAJILHOI'O yupexnenuece «14 nue "Topnakai"

paiiona Pecnyosiuku TaTtapcran nporumMHasusice"

r. Byryabma
Bereama mahape

I[TPUKA3 BOEPBIK

« » 202_ No

O Breapenuu 'OCT P 7.0.97-2016 «CUBU /. Opranu3anmoHHO-paCIOpsAUTeIbHAS
nokymeHTanus. TpeGoBaHUSI K 0(OPMIICHHIO JOKYMEHTOBY

B nensax sapdextuBHoro coznanus nokymeHToB B [Iporumuazuu Nel4

ITPUKA3BIBAIO:

1. Pabotnukam IIporumuasum Nel4 coznaBath qokymeHThl B cooTBercTBUU ¢ [[OCT P
7.0.97-2016 «CUBU/I. Opranu3annoHHO-pacopsiuTeNIbHas TOKyMeHTalus. TpeboBaHus K
odopmieHHIO TOKYyMEHTOB» (Tipuiioxenue, aanee — 'OCT P 7.0.97-2016).

2. OTBETCTBEHHOMY 3a BEJICHUE ACONPOU3BOJICTBA, HE MPUHUMATD JIJIsl [IPEICTABICHUS
Ha TOANUCH JUPEKTOPY JOKYMEHTHI, O(OpPMIICHHBIE C HECOOJIOJCHHEM TpaBui,
yctanoBieHHbIX [[OCT P 7.0.97-2016.

3. KoHTponb CHIOIHEHNS HACTOSIIETO MPUKa3a OCTABIIAIO 32 COOOI.

Jupexrop MOITHACH E.B.be3pykoBa
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IIpunoxenune Ne 7
Oopasen ogopmiieHHs PUJIOKEHU I

[Tpunoxxenne Ne 1
K ipuka3zy [Iporumnuazuu Nel4
oT Ne

THogo:xxeHnue o

1. O0ue MoJI0KEeHUS

1.1. Hactrosimee Ilonoxenue ompeaenseT craryc, Ielb, 3aJa4d W  MOPSAIOK
MPOBEICHUSI MYHHUIIMITAILHOTO KOHKYpca ydamuxcs 1-4 kimaccoB (zanee — KOHKYPC).
12..
2...
2.1...
2.2...
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Ipuaoxenune Ne 8
Oopasen opopmiieHHs POTOKOJIA

ITPOTOKO.I
3aceJaHus MeAaroru4ecKoro coBera

No
[Ipencenarenn dammnusa U.0.
Cekperapb ®amunus 1.0
Bcero unenoB [TpucyrcTBOBaNIO (cricok
COBETa TIPUJIaracTCs)
IloBecTka IHA:

1.0 nopsiike NOAroTOBKH K KOH(pepeHIHu. J{okaj 3aMecTuTes TMpeKTopa. . .
2. 0...

CIIYIIAJIN:
@amuius 1M.0. — TekCcT noknazga npuiaraeTcs.

BBICTYIINJIA:

N.O. ®damunus — KpaTkas 3aluch BBICTYIUIEHHS (OT TPETHEro JIMIA €AUHCTBEHHOTO
ymcia). Bonpockl, 0TBEThI (IPUBOJATCS B MOPSIIKE MOCTYIICHUS).

PEHINJIN:
1.1. Ono6puThs...
1.2...
ConepxaHuie 0c000T0 MHEHHS

2. CJIVIHAJIN...
BBICTVYIINJIN...
PEIINJINA. ..

2.1.

[Ipencenarens Tloamuce N.0. ®amunus

Cekpetapb [Toanuce N.O. Gamunus
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Iponosxenue nmpuii. Ne 9
Oopa3zen ogpopMmieHNsI ABOYHOTO JIUCTA

SIBOUHBIN JIUCT
[NEJATOI'MYECKOI'O COBETA
(IPOTOKOM OT «___ » 201 roaa Ne 00)
] ®@. U. O. JoKxHOCTD IMoanuck
n/n
1
2
3
4
5
6
7
8
9
10
11
[Ipencenarens [Toanuce N.0. ®amunus

negaroru4yc€CKoro COB€ra

Cekpertapb [Toamuce N.0. ®amunus
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[Tpunoxxenne Ne 10
KypHaJ perucrpanuy BXOJSALIHMX JOKYMEHTOB
1 ctp.
Perucrpa-
Jara HMOHHBIH KoppecnonaeHt Jara Homep Kparkoe conep:xanue
NOCTYILICHUSA HOMep (aBTOp) AOKYMEHTa | JOKYMEHTa JOKYMEHTa
AOKYMEHTAa
1 2 3 4 ) 6
2 cTp.
Pe3ostionust MJIM KOMY HaNpaBJieH JOKYMEHT Jononnuteasn | Pacmmmcka | Otrmerk
Hcnosnurenn 3ananue Cpok ABTOp Hara ble CBeJleHHS O B a 00
HCTOJTHEHHs] | Pe30JIIOLMH | TMPOCTAHOB JOKYMeHTe MOJIyYeHUH! | HCHOJIH
KA e-HUHU
pe3oJronu
u
7 8 9 10 11 12 13 14
KypHas perucrpanum MCXOIAIIMX T0KYMEHTOB
CTp.
Perucrpa-
Jara LMOHHBIH Koppecnonaent Jara Homep Kpatkoe conepxanue
NOCTYIJICHUS HOMep (aBTOp) AOKYMEHTa | JOKYMeHTa JOKYMeHTa
AOKYMEHTa
1 2 3 4 S) 6
2 cTp.
Pe3osionust MiM KOMY HanpasJieH JOKYMEHT Jonoanure | PacnuckaB | Ormerk
Hcnonnuresn 3ananue Cpok ABTOp Hara JIbHbIE NOJy4YeHUH a 00
HCIOJTHEHHsI | Pe30JIIOIHH | NMPOCTAHOB | CBEJAEHMS O HCIOJIHE
KM JOKYMeHTe -HUH
pe3oonn
"
7 8 9 10 11 12 13 14
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KypHan yyera neyareil ¥ INITAMIIOB

[Tpunoxenne Ne 11

Pe3yan
TAThI
Haumen Haumeno e’Keros
OBaHHe BaHMe HOM OtTHCcK
ne4yaTu o noapasae npoBep | OT™MeTK | meuyarteid
(mrammna ch:H JICHHU ], Moamucek, KM a o0 (mrramn
Ne ), eua | AOTKHOC | YIOCTOBEp | HAIMY | YHHUTO OB) ISl Mpnve
1/ | MHUIHAT Th SIOIIAS ust JKeHUM, | YHUYTO
™ yaHue
1| op (urra mojydate | NOJYHEHH | NleuaTe | HOMEp | iKeHHs,
3aKasa, M) JA 1 e, 1aTa 18 aKTa u jaara
aara bamuans IITAMII JaarTa BO3BpAaT
NMOCTYILT nojayvare OB, a
eHHA Jist aarTa
npoBep
KH
1 2 3 4 5 6 7 8 9
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IIpunoxenune Ne 12
dopMa HOMEHKJIATYPBI J1eJ1

HanmMeHoBaHue opranuzanuu

HOMEHKJIATYPA YTBEPXJAIO
JAEJI

(TOIKHOCTH PYKOBOJIUTENISI OpTaHU3ALIIMN)
Ha rona

(moamnuce) (pacmmdpoka
TIOIITUCH )
(mara)
Hupexc 3aroJ10BOK ges1a KonaunyecTBo Cpox xpaHeHust IIpumeyanue
aeJia et u Ne ctaTrbu 1o
NepevyHIo
1 2 3 4 5
HasBanue paznena

HaumenoBanue
JIOJKHOCTH OTBETCTBEHHOTO
3a Tloamuce N.0. ®amunus
BEJICHHE JIETONPOU3BOCTBA
Buza auia, oTBETCTBEHHOTO 3a
apXuB
COT'JIACOBAHO COI'JTACOBAHO
ITporokon DK [IpoToxon DK apXuBHOTO yupeKIeHUS

oT Ne oT Ne
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IIpononkenue npusio:keHus Ne 13

Hrorosas 3anuchk o KaTCropusax u KOJINMYCCTBC ACJI, 3aBCACHHLIX B rogy

B OpraHu3anuu

[To cpokam xpaHeHHUs

Bcero

B ToM umncie:

MEPEXOISAIINX

¢ otMeTKOH «DK»

1

3

4

IlocTostHHOTO

Bpemennoro (cBoimie 10 ner)

Bpemennoro (g0 10 et
BKJTFOUHTEIIHHO)

NTOI'O:

HanmenoBaHue

JIOJDKHOCTH OTBETCTBEHHOT'O
3a

BEJICHHE JICTIOTPOU3BOICTBA

Jlara

Iloanuck

Hrorossie CBCIICHHA ICPCAAHBI B ApXUB.

HauMeHoBanune 10KHOCTH

Juna, nepeaaBIicro CBEACHNA

Jlara

Ilonnuce

N.0. amunusa

N.0. damunus
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Ipuioxenne Ne 14
dopma JTHCTA — 3aBePUTEJIS J1e1a

JIMCT —3ABEPUTEJIb JEJIA Ne

B nene moammTo u mpoOHyMEpOBaHO JIMCTOB
(mmdpaMu ¥ TIPOITHUCHIO)

c Ne o Ne , B TOM 4HUCJIE:
JUTEPHBIE HOMEpa JUCTOB

MPOIYIIIEHHbIE HOMEPa JINCTOB
+ TUCTOB BHYTPEHHEU OIUCHU

Oco0enHocT Gpu3n4ecKOro cocTossHus U GopMHPOBAHUA Homepa
aena JINCTOB
1 2
HanmeHnoBaHue TOTKHOCTH Iloamuce HN.0. ®amunusg
paboTHHKA

Jlara
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IIpunoxenune Ne 15

®opma 00J10:)KKH Jena
MOCTOSIHHOTO M BPEMEHHOT 0
(cBbime 10 j1eT) XpaHeHust

(HaMMEHOBaHKE APXUBA)

(HauMeHOBaHME OpraHU3aIIH)

JAEJIO Ne TOM Ne

(3aroJI0BOK J1e71a)

(kpaifHue naThl)

Ha

JUCTax

XpaHUThb

dD. Ne
Orm. Ne
. Ne
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IIpunoxenune Ne 15
BHYTPEHHSISI OITUCH

AOKYMECHTOB J€JIa Ne

No Perucrpannonubii Jarta 3ArO10BOK Homepa

HHIEKC aucroB | llpumeyanue
n/n AOKYMEHTa AOKyMEHTa

AOKYMEHTA aena
1 2 3 4 5 6
Hroro JOKYMEHTOB.
(g paMu ¥ TPOITUCHIO)
KosmuecTBO 11MCTOB BHYTpEHHEN
ONUCHU
(urdpamMu 1 TPONUCHIO)

HaunmenoBanue nomkHOCTH
JIM1IA, COCTABUBIIETO
BHYTPEHHIOIO OIUCh
JIOKYMEHTOB JIeJia ITonnuce N.0O. Gammus

Jara
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IIpunoxenune Ne 16
OoOpa3zen opopMiIeHHS )KypHaJIa
yuyeTa BbIIa4M JOKYMEHTOB

[lomHOe HauMeHOBaHKE 00pa30BaTEIbLHON OpraHU3aMH

KYPHAJI YUETA BbIJIAYUU TOKYMEHTOB
W3 apXuBa

Hauar
OKOHYEH
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Ipuioxenne Ne 17
Hara Pacrucka Hara Pacnucka B
Ne ®onp | Onuce | Jleso | Komy B
BbIIA4H BO3BpaTa | BO3BpalllecHUH
n/n Ne Ne Ne | BbIIaHO | MOJyYeHUH
AeJx Jesaa aejaa
aesa
1 2 4 6 7 8 9
Hroro B roJly BBIJAHO Jen
(TmudpaMu ¥ TIPOTTHCHIO)
HanMeHoBaHuE TOKHOCTH
JU1A, COCTABUBILIETO
BHYTPEHHIOIO OTTUCH
JIOKYMEHTOB JIcJIa IToamice HN.0. ®amunus
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(MoTHOE HAUMEHOBAHKUE OPTaHU3AIIH )

®ong Ne

OIIUChH

Ne

JIeJ1 110 INYHOMY COCTaBYy

3a

rong

IIpunoxenune Ne 18

(I)opMa OIMMCH €] IO TUTYHOMY COCTaBy

Ne
n/n

WNunekc
nesna

3aroyoBoK
ena

Kpaiiaue natst

Cpox
XpaHEHUs

KomuuectBo
JIUCTOB

[Ipumeuanue

1

2

3

4

5

6

7

B nanHbIi pa3aen onucu BHECEHO

c Ne

JUTEPHBIE HOMEpA:
IIPOITYILIEHHBIE HOMEPA:

(mmdpaMu ¥ TIPOITHUCHIO)

o Ne

(HauMeHOBaHKE JOJIKHOCTH

COCTaBUTEISI OITUCH)

(moamuce)

(HaMMEeHOBaHUE JOJIKHOCTU
PYKOBOAMUTEINS apXuBa (JIU1a,
OTBETCTBEHHOTO 32 apXUB))

COT'JTACOBAHO

[Tpotokon (9K) OO

oT

Ne

(moanuce)

e,

, B TOM YHCJIC:

(pacumudpoBKa MOAMKICH)

YTBEPXJIEHO
[IpoToxoin DIIK apXMBHOIO yupeKaeHHUS
oT

Ne

(pacmmdpoBka OIITUCH)
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Ipunoxenune Ne 19
®dopma onucH eI BpeMEeHHbIX
(cBbie 10 j1eT) cpoOKOB XpaHeHHUs!

(MoTHOE HaMMEHOBaHKE 00Pa30BaATENBHOM
OpraHu3allun)
donm Ne
OIIUCH
Ne
nen BpeMeHHBIX (cBbiie 10 jeT)
CPOKOB XpaHCHHUS

3a rof
Ne | HMupekc 3aronoBok | Kpaitaue nater Cpok KomnuectBo |IIpumeuanue
/o nena nena XpaHEeHUs JIUCTOB
1 2 3 4 S) 6 7

B nanHbIi pa3aen onucu BHECEHO
JIedt,

(mmdpaMu ¥ TIPOITHUCHIO)
c Ne o Ne , B TOM 4HCJIE:
JTUTEpHBIC HOMEpa:
MPOIYIIEHHbIE HOMEPA:

(HaMMEHOBAaHUE TOJKHOCTH (moamuce) (pacmmdpoBKa MOMUCH)
COCTaBUTEISI OITUCH)

(HaMMeHOBaHUE JOJIKHOCTH (moamuce) (pacmmdpoBKa MOITUCH)
pPYKOBOJIUTENS apXuBa (JIuua,
OTBETCTBEHHOTO 32 apXUB))

COI'JTACOBAHO
[Tpotokon (9K) OO
oT No
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IIpunoxenune Ne 20
dopma onucH 1eJ1 NOCTOSIHHOTO XPAHEHUsI
YTBEPXJIAIO
(MoTHOE€ HAUMEHOBAHUE OPTaHU3AIIIH ) (TOJKHOCTH PYKOBOIUTEIIS)
®onpg Ne
(pacmmdpoBka
OIIUCBH Ne (moamnuce) TIO/IITHUCH )
JIeJ IOCTOSTHHOT'O XpaHEHUS
3a TO/ 20 roja
Ne | Hupekc 3aroJioBoK Jejna Kpaiinne | KonuvectBo | Il pumevanue
n/m| naena AAThI JIUCTOB
1 2 3 4 5 6
Hasganue paznena
B nanHBIM pa3nen onucu BHECEHO
zen,

(dpaMu ¥ IPOIUCHIO)
c Ne o Ne , B TOM 4HCIIE:
JTUTEpHBIC HOMEpa:
MPOIYIIEHHbIE HOMEPA:

(HauMEeHOBaHKE JOJIKHOCTH (moamuce) (pacumudpoBKa MOAMKCH)
COCTaBUTEISI OITUCH)

(HaMMEHOBAaHUE JTOJDKHOCTH (moanuce) (pactmdpoBKa OTUCH )
PYKOBOJUTENS apXuBa (JIU11a,
OTBETCTBEHHOTO 32 apXUB))

COI'JTACOBAHO YTBEPXXIEHO
ITporokoin (9K) OO [Iporokon DIIK apxuBHOrO yupexacHus
or Ne or No
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[Tpunoxenne Ne 21

@®opma aKTa 0 BblJeJIeHUN K YHHUYTOKEHUIO TOKYMEHTOB,
He MO/AJIeKAIHUX XPAHEHHUIO

(moyIHOE HAUMEHOBAHHUE OPTaHU3ALIH )

AKT YTBEPXIAIO
No

(TOIKHOCTH PYKOBOJIUTETISN)

(MecTO cocTaBJICHHUS )

(Toamuch) (pacmmdpoBka
O BBIJICJICHUH K YHHUYTOKECHUIO JJOKYMEHTOB, TIOJTITUCH )
HE TMOJIISKAINX XPaHESHUIO 20 rojaa
Ha
OCHOBaHHUU

(Ha3BaHUE U BBIXO/IHBIE IAHHBIC IEPEYHS JOKYMEHTOB C YKa3aHUEM
CPOKOB UX XpaHECHHSI)

OT06paHBI K YHUYTOXCHHUIO KaK HC UMCIOIIHC H&y‘-IHO-HCTOpPI'—ICCKOﬁ OECHHOCTHU U
YTPAaTUBIIUC

MPAKTUYECKOE 3HAUCHHE TOKYMEHTHI No
donma
(na3zBanue poHma)
Ne | 3arosioBoxk | I'ox | Home | Home | KosmuectB Cpoku IIpumeyann
n/ aesa bl p p 0 el. xp. XpaHeHUus e
n | (rpynmoBoit OIMCH | el.Xp. U HOMepa
3ar0JI0BOK * 1o crareii
JTOKYMEHTOB ONmUCH 10 NMepeyH
) 10
1 2 3 4 5 6 7 8
Hrtoro el. Xp. 3a TOJIBI.
(unpamu ¥ IPOTIHCHIO)
Onucu 1en NOCTOSTHHOTO XpaHeHHs 3a rojibl yrBepxkaeHbI DITK
(pOTOKOJI OT Ne )
(HaMMEHOBaHKE APXUBHOTO
YUPEKICHUS )
(HaMMEHOBAaHUE JTOJDKHOCTH (moamuce) (pactmdpoBKa OTUCH)

* HpI/I BBIACJICHUN K YHUYTOKCHUIO JOKYMCHTOB IIPU MMOATOTOBKE JCJI K MEpeAav€ B apXUB OpraHru3aliun rpa(bm 4, 5 He
3arOJIHAKOTCA.
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PYKOBOAUTEISI apXuBa (JIU1Ia,
OTBETCTBEHHOTO 32 apXUB))

COI''TACOBAHO

[TpoTOKOJI SKCTIEPTHOM KOMUCCHH OpTaHU3aIuN

oT L No

JIOKyMEHTBI B KOJIMYECTBE el. Xp.:
— Ha OyMa)XHOM HOCHTEJIE BECOM KT

(mmdpaMu ¥ TIPOITHUCHIO)
CIaHbl Ha YHUUYTOXKECHHUE,
— Ha 3JIEKTPOHHOM HOCHUTEJIE C/IaHbl Ha

YHUUTOXKEHHUE
(cioco0 yHHUTOXKECHHS )
(HaMEHOBaHHE JTOJKHOCTH (Toamuch) (pacmmdpoBKa OITUCH)
paboTHHKA, CIABIIIETO
JIOKYMEHTHI)
« » 20 rojaa

HN3meHeHus B YUYCTHBIC JOKYMCHTBI BHCCCHBI.

(HaMMEHOBAHUE JTOJKHOCTH (moamuce) (pactumudpoBKa MOAMKICH)
PYKOBOJIUTENS apXuBa (1A,
OTBETCTBEHHOTO 32 apXUB))
« » 20 TOJIa
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