MYHHUIUIAJBHOE BIO/PKETHOE
OBIIEOBPA30BATEJIBHOE YUPEKJIEHUE
«TOJTABCKAS IIIKOJIA»
KPACHOTBAPJENCKOI'O PAVIOHA
PECIIYBJIMKH KPBIM

TIPHKA3
24 052023r. Ne £33

c¢. [TonraBka

O0 yTBepIKIeHHH HHCTPYKIHH
110 BEIEHHIO 1e10BOi I0KyMEeHTAHH

B coorsercTBHM ¢ TmpukazoM  MHuHHCTEpCTBA obpazoBaHus,
HayKH umonoexu Pecy6nukn Kpeiv Ne 565 ot 27.03.2023 roza,

ITPUKA3BIBAIO:

1. VrBepmuts «HCTPYKIMIO 1O BeieHHIO AeJoBOH mokymentauuu B MBOVY «IlonraBckas
nikoua» (IIpunoxenwue 1).

2. BceM cOTpyAHHKAaM BECTH MEJOBYIO IOKYMEHTALMIO B COOTBETCTBHH CyTBEPIKIAEHHOH
nacrpykiuei ¢ 01.09.2023 rona.

3. Anvunuctpatopy caiita Vemanopoit C.C. omy6mukoate 10 01.09.2023rona nanmyo
HHCTPYKIHIO Ha caiite MBOVY «ITonTaBckas mkomay.

4. KoHTpoJIb 32 HCTIOTHEHHEM IAHHOTO MPHKAa3a OCTABIISIO 32 COBOI.

JAupexTop H.B. 3103una




Hpunoxenue 1
K TIPUKa3y
o Ne /4 ot % .05.2023 rona

2 et ~0g,
4 ‘@ﬁ'“"ﬂ xoro ,,wb*@

IIKOJIa»
/H.B.

LB.052023

HHucTpykuus
10 BEIEHHIO eI0BOH JOKYMEHTAIHH
B MBOY «lloaTaBcekas MKOJIA»
Kpacnorsapaeiickoro paiiona Pecriy6mmkun Kpsim

1. O6mmue noJioxeHus.

VHCTpYKIMST TI0 BEJEHMIO JENOBOM JOKYMEHTAIlMd B MYHHIUIATEHOM OIOKETHOM
obmeoOpazoBarennsHOM  yupexkaeHnu «llonraBckas mikona» KpacHorsapielckoro paioHa
Pecniybmuxu Kpeim (manee — MBOY «llontaBckast 1mkosiay) pa3paboTaHbl B COOTBETCTBUH CO
CIIEAYIOIUMEI HOPMATHBHEIMH JOKYMEHTAMMU:

- DepepanpHblil 3ak0H 0T 29.12.2012 Ne 273-@3 «O6 obpasoBanuu B Poccuiickoit
®Denepanuny;

- ®enepanbublit 3akoH oT 27.07.2006 Ne 152-D3 «O mepcOHANBHBIX JAHHBIXY;

- 3akoH Pecmy6muku Kpem ot 06.07.2015 Ne 131-3PK/2015 «O6 oOpasoBanuu B
Pecy6muke Kpbivy»;

- mpuka3 PeneparbHOrO areHTCTBAa MO TEXHUYECKOMY PETYIHPOBAHUIO M METPOJIOTHU
MunucrepcTBa NPOMBIIIIEHHOCTH ¥ TOproBiu Poccuiickoit @eneparuu ot 08.12.2016 Ne 2004-
cT «O0 yTBepKIEHUH HAIMOHAILHOTO cTaHmapTa Poccuiickoit Denepaumy;

- mpuka3 @enepantbHOTO areHTCTBA 0 TEXHHYECKOMY PETYIMPOBAHUIO M METPOJIOTUH
MunHCTepCTBa IPOMBIIIUIEHHOCTH U TOproBin Poccuiickoit @enepanuu ot 14.05.2018 Ne 244-ct
«O06 yTBEp)KIEHHH U3MEHEHHUS K HAlIMOHAIBHOMY cTanaapTy Poccuiickoii @enepanuuy;

- npukas @enepansHoro apxuBHoro areHrcTBa ot 20.12.2019 1. Ne 236 «O6 yTBepKIeHUU
Ilepeuns THIOBBIX YHPABICHYECKUX aPXHBHBIX [JOKYMEHTOB, OOpasyroIUXCS B IIPOLECCE
JESATEIbHOCTH ITOCYAAPCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CAMOYIIPABIICHHUS U OPraHHU3AIINH,
C YKa3aHHEM CPOKOB UX XPAHCHHS,

- mpukas Munncrepersa npocsemenus CCCP ot 30.12.1980 N 176 «O BeemeHnu B
nedicteue Ilepeynss MOKyMEHTOB co cpokamm XpaHeHus MunucreperBa npocsemmerus CCCP,
OPraHOB, YUPEXKCHUH, OPraHU3aLUil CHCTEMBI IIPOCBEILICHUS.

Wncrpykiiusa ycraHaBauBaroT obmue TpeOOBaHUS K BEJSHHUIO AEOBOH JOKYMEHTAIlUU B
MBOY «llonTaBckas mkomay.

WHCTPYKIIHS PaCIpOCTPAHSIIOTCS Ha OPraHU3aIMio PaboThl C JOKYMEHTAMH HE3aBUCHMO
OT BHJIa HOCHTEJISA, B TOM YKCIIE SJIEKTPOHHBIME JOKYMEHTaMH, BKITIOYast IIOJATOTOBKY, 00paboTKy,
XpaHEHHE U UCIIOJIb30BaHUE JOKYMEHTOB, OCYIIECTBISIEMBIX C IPUMEHEHHEM HH(POPMAIMOHHbIX
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TEXHOJIOTUH.

OcobenHoctn  pabOTBl € JOKYMEHTaMH, COACpKAUIMMU  KOH(UJCHINAIbHYIO
uHpopmanuio (cnyxeOHYI0 W UHYIO TailHy, IEpCOHAJbHBIC JIAHHBIC), PEryJIUPYIOTCS
CHECUMATbHBIME HOPMATUBHBIMU  aKTaMu (MHCTPYKLIHMSMH, TMOJIOKCHUSIMH, IPaBUIAMH),
yrBepxaaeMbiMu aupekropoM MBOY «llonTaBckas mikosay.

OTBETCTBEHHOCTb 332 OPraHU3alMI0 U COCTOSIHUE JIEJIONPOU3BOJCTBA B 00pa30BaATENbHOM
OpraHu3alK HECEeT AUPEKTOP LIKOJIbI, KOTOPBIN:

- Ha ocHOBaHMM PexomeHpauuii paspabaTbiBaeT M yTBep:kIaeT MHCTpykKuuoo 1o
JIeJIONPOU3BOJICTBY U HOMEHKJIATYpy Jie]1 00pa30BaTeIbHOW OpraHu3aliy;

- KOHTposupyer coOmrofieHue TpeOoBaHMN YTBEP)KACHHOM B 00pa3oBaTeNbHOM
opranuzanui MHCTPYKIIMK MO BEACHUIO AEJIOBOI TOKYMEHTALIUY;

- IPOBOJIUT NMPOBEPKY COCTOSIHUS JAEIONPON3BOJICTBA;

- o0ecnieunBaeT METOANYECKOE PYKOBOJCTBO, MHCTPYKTAXK U KOHTPOJIb 32 COOJII0ICHUEM
YCTAHOBJICHHOT'O MOPsJIKa pabOThI C TOKYMEHTAMU;

- UHULIMUPYET NOBbIIIEHUE KBATHU(PHUKALIMK paOOTHUKOB IO BOIIPOCAM /€TI0 POU3BO/ICTBA;

- YIOCTOBEPSIET MOANUCHIO U N1€YaThIO JOKYMEHTHI.

Henocpencteenno Bezer aenonpousBoactBo B MBOVY «llonraBckas 1Koja» ceKpeTapb
y4eOHOI 4acTH, KOTOPBI Ha3HAYAETCS IPUKA30M PYKOBOAUTEIS 00pa30BaTEIHHON OpraHu3aIliy.

Cekperapb B COOTBETCTBUH C BO3JI0KCHHBIMU Ha HETO 3a/1a4aMHu:

- OCYIIECTBIISIET PErHCTPALUIO M YUET TOKYMEHTOB;

- OpraHu3yeT JOKYMEHTO000pOT, GOpMUPOBAaHUE Jell, X XPAHEHUE,

- OCYIIECTBISET TEKYLUIM KOHTPOJb 332 CBOEBPEMEHHBIM pPACCMOTPEHUEM H
IPOXO0XKJICHUEM JIOKYMEHTOB 00pa30BaTeIbHOM OpraHu3aluy;

- obecrieunBaeT COONIO/IGHUE €AMHBIX TPeOOBaHUI MO TOATOTOBKE JOKYMEHTOB M
OpraHu3aiy paboThl ¢ HUIMH B YCJIOBHUSAX 3JEKTPOHHOTO JOKYMEHTO000POTa;

- 0000m1aeT nHGopMaluo 06 oobeMax JOKYMEHTO000pOTa;

- opraHm3yer (opMupoBaHHME W XpaHEHHWE JIOKyMEHTAIMOHHOTO (OHAA U €ero
HCIIOJIb30BaHUE.

MBOY «llonTaBckasi mkojia» BIpaBe MPUMEHSTh B CBOCH JCSATEIHHOCTH AJIEKTPOHHBIN
JIOKYMEHTOOOOPOT, KOTOPBIH MpenxycMaTpuBaeT CO3JaHWE, MOJIMMCAHNE, HWCIOIb30BAHUE W
XpaHEHHE JOKYMEHTOB, CBSI3aHHBIX C JIEATEILHOCTBIO 00pa30BaTENbHOM OpraHu3aluu, B
AJIEKTPOHHOM Bujae 0Oe3 nyOnupoBaHus Ha OyMakHOM HocuTene. PemieHue o BBeIEHUU
AJIEKTPOHHOI'O  JTOKYMEHTOOOOpOTa W  MOPSAAOK €ro  OCYIIECTBICHHS  YTBEPXKIAIOTCS
00pa3oBaTeNbHON OpraHu3aIiel Mo COrIacOBAHUIO C €€ YUPEIUTETIEM.

Best menoBasi mOKyMeHTanusi XpaHUTCS B CHENHATBHO OOOpPYIOBAHHBIX ITOMEIICHHSIX,
mkadax win ceidax c cobmonenuem TtpeboBanuit denepanbHoro 3akoHa Poccuiickoit
®enepanun ot 27.07.2006 Ne 152-D3 «O nepcoHaNbHbBIX TaHHBIX).

PaGotath ¢ 1oKyMeHTaMH BHE CITyKEOHBIX TOMEIEHUH 3anpeniaeTcs.

2. JlokyMeHTBI 00pa30BaTe/IbHONH OPraHu3alu.

Hupexkrop MBOVY «llonTaBckasi mIKoNa» WX JUIO, UCIIONHSIONIEE €ro O0s3aHHOCTH,
W3/1aeT TMPUKaA3bl, HHCTPYKIIMH, TpaBUja, MOJOXKEHHS, 00s3aTeIbHbIC /I MCIOJHEHUS BCEMU
pabOTHHUKAMHU.

Xon oOCyXKIeHHs BOMPOCOB Ha 3acelJaHusAX KOJJIETHAIBHBIX OPTaHOB, COBETOB,
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COOpaHHUsX, COBEIIAHNAX U PEIICHHUS, TPUHUMAEMbIC HA HUX, QUKCHPYIOTCS B IPOTOKOJIAX.

Jlisi OCyIIeCTBICHUS ONEPATUBHBIX CBSA3CH C JPYTUMH OpPraHM3ALUSAMHU U TpaKIaHAMHU
UCTIONB3YIOTCS Takue (POpMBbI, KaK MHCbMa, (PaKChI, TEIEerpaMMBbl, Tele(hOHOrpaMMBbI.

Jlnist ocyIecTBIICHUS TIpUeMa, YBOJIbHEHHUS, IEPEMEIIEHUS] PaOOTHUKOB, MPEIOCTABICHUS
UM OTITYCKOB O(OPMIISIOTCSI TPYIOBBIE JOTOBOPHI, MPHUKA3bl 110 JUYHOMY COCTaBY, 3asBJICHUS,
TPYZIOBbIE KHW)KKH, JINYHBIE KAPTOUKHU H JP.

Y4eOHO-Iearoruyeckas JOKyMeHTA M.

VuyebHas AOKyMEHTalMsi — 3TO KOJMYECTBEHHAas M KauyeCTBEHHAs XapaKTePUCTUKU
COCTOSIHUS y4eOHOU, METOINYECKON M BOCTIMTATENIbHON pabOThl 00pa30BaTeIbHON OPTraHU3aIHH.

[lenarornueckue pabOTHUKH TPH pPEAIM3alUd OCHOBHBIX 00IIe00pa30BaTEIbHBIX
IIPOrpaMM OCYILECTBIISIIOT MOATOTOBKY CIEAYIOIIEH JOKyMEHTauuu (mpuka3 MuHHCTEpCTBa
npocsemiennst Poccuiickoit @eneparun ot 21.07.2022 Ne 582 «OO0 yTBep»KACHWUU TEpedHs
JOKYMEHTAIUH, MOJrOTOBKA KOTOPOH OCYIIECTBISIETCS MEJarorm4eckKUMu pabOTHUKAMM IpU
peanu3alyi OCHOBHBIX 00111€00pa30BaTeIbHBIX IPOrPAMM):

- pabouas mporpaMma y4eOHOTro mpeamera, ydeOHOro Kypca (B TOM 4HClie BHEYPOUHOMH
JESITEIbHOCTH ), y4eOHOTO MOTYJIS;

- )KypHaJl y4yeTa yCclieBaeMOCTH;

- OKypHaJl BHEYpOUHOH  jedTenpHOCTH (A7 [EJarorMyeckux  pabOTHHUKOB,
OCYIIECTBIISIOLUX BHEYPOUHYIO JESITEIBHOCTD);

- IUIaH BOCIIUTATENIbHON paboThl (A1 MeJarornyeckux pabOTHUKOB, OCYIIECTBIISIFOIINX
(YHKLNU KIACCHOTO PYKOBOJHUTENS);

- XapaKTepuCTHKa Ha oOyyarorierocs (1o 3ampocy).

[IkosnbHBIE JOKYMEHTBI JOJDKHBI 0(OPMIIATECS CBOEBPEMEHHO, YETKO, pa3doopuuBo, 6e3
MOIYUCTOK, TOMAPOK, BBI3BIBAIOIIMX COMHEHHUE B IPAaBUIIBHOCTH BHECECHHBIX JaHHBIX.

3anucu B JOKyMEHTaX JOJIKHBI IPOU3BOJUTHCS IIAPUKOBON PYUYKOM YEPHOTO 1IBETA.

OmmOka, JOmylIeHHas B TEKCT€ WM LU(QPOBBIX JAHHBIX JOKYMEHTA, HCHPABISAETCS
CJIEYIOIKUM 00pa3oM: OMMOOUYHBIE ClIOBa WK LU(PBI 3a4€PKUBAIOTCS TAK, YTOOBI MOKHO OBLIO
IPOYECTh 3aYEPKHYTOE, a CBEPXY, JINOO PsiioM, JTUO0 HA MOJISX MUIIYTCS YTOYHEHHbIE TaHHBIE.
Bce BHeceHHble HCHpaBiIeHUS JODKHBI OBITh OTOBOPEHBl M 3aBEPEHbl MOJMUCSIMH JIMIL,
0o(OpMUBIIMX JOKYMEHT. 3a JIOCTOBEpHOCTb CBEIEHHUI, COAEp)KaIllUXCs B JOKYMEHTaXx,
HajJexamee ux o(opMIeHHEe HEeCyT OTBETCTBEHHOCTh JIOJDKHOCTHBIE JIMIA, MOAMNHUCABIINE
JIOKYMEHT.

B cocraB nokymMeHTOB 00pa30BaTeIbHOM OpraHnU3aluy BXOJIAT:

- OpraHu3alMOHHbIE TOKYMEHTHI;

-yCTaB OpraHU3aIlii;

- IOTOBOP C YUpEIUTENIEM;

- TIOJIOKEHMSI O TIOpa3ieTeHUsIX (IpU HATUYUH);

- IpaBOYCTaHaBJIMBAIOIINE JOKYMEHTHI,

- TOJKHOCTHBIE HHCTPYKIIMU COTPYIHUKOB;

- KOJUIEKTUBHBIN JOTOBOD;

- IITaTHOE PaCIUCaHUE;

- IpaBUJIa BHYTPEHHETO TPYAOBOI0 pacropsiika U ap.

PacniopsimuTenbHble TOKYMEHTHI:

- IPUKA3bI;



- pacropsiKeHuUs;

- UHCTPYKLIUH U JIp.

NudopmaninoHHO-CIIPaBOYHBIE TOKYMEHTHI:

- IIPOTOKOJIBI;

- TJIaHBI;

- OTYETHI;

- CIIPaBKH U JIp.

Bce xuuru u sxypHaisl, kotopsie Benyrcs B MBOY «llonTaBckas mikosay Ha OyMasKHBIX
HOCUTEJISIX, IOCTPAHUYHO MPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCS U  IOMANUCHIBAIOTCS
pykoBoauTenem. [loanuce pykoBoauTeNs 3aBepsieTCs me4aTbio 00pa3oBaTeIbHOM OpraHnu3aliy.

1. IIpaBuia oopmiieHuss JTOKYMEHTOB

OcHoBHbIe TpeOGoBaHus 10 0GOPMJIEHUIO JOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3J1aBaTbCsi Ha OyMa)KHOM HOCHTEJIE M B DJIEKTPOHHOH (hopme ¢
COOJIIOJIEHHEM YCTaHOBJIEHHBIX MPaBUII OPOPMIICHUS JOKYMEHTOB.

IIpu co3maHuM AOKyMEHTa Ha JBYX M 0Oojiee CTpaHHMIIAX BTOPYIO U IOCIEAYIOIIME
CTpaHHULbl HYMEPYIOT.

JlonmyckaeTcsl co3fjaHue JOKYMEHTOB Ha JIMLEBOM M 00OpOTHOM cropoHax jucra. Ilpu
JIBYCTOPOHHEM CO3/IaHUU JOKYMEHTOB LIMpPHHA JIEBOIO IOJS Ha JIMIEBOM CTOPOHE JIUCTa U
MIPABOTO TOJISI HA OOOPOTHOMN CTOPOHE JINCTA JIOJDKHBI OBITH PaBHBI.

[IpennourruTenbHBIMU FAPHUTYPAMU U pa3MepaMu MPUPTOB AJisi PEKBU3UTOB IOKYMEHTA
spisitorest Ne 12,13,14.

ITpu cocTaBiieHUM TAOIUI] JOMYCKAETCS UCIIOJIb30BaHUE MIPU(PTOB MEHBIIUX PA3MEPOB.

AG3a1HbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cM.

3arojoBKM pa3/e’oB M IOJPA3JeNoB IeyaTaloTcss ¢ ab3alHbIM OTCTYNOM WIH
LEHTPUPYIOTCS IO INUPHUHE TEKCTA.

MHoOrocTpouHble pPEKBM3UTHI I€YATAIOTCS Yepe3 OJUH MEXKCTPOUHBIM HHTEpBall,
COCTaBHbIE YAaCTH PEKBU3UTOB OTAEISAIOTCS JOMOJIHUTEIbHBIM HHTEPBAIOM.

TexcT nokymenra nevaraercs yepes 1-1,5 MeXKCTpOUHBIX HHTEpBAIA.

WNuTepBan mexy OyKBaMHy B CI0Bax - OOBIYHBIN.

WHuTepBan Mex1y cioBamMH - OJIMH IIPOOEI.

TekcT nokyMeHTa BhIpaBHMBAETCS MO IIMPHUHE JHcTa (IO TPpaHUIAM JIEBOTO M IPaBOro
NOJIEN TOKYMEHTA).

HopMmaTuBHBIMH aKTaMM OpraHU3alMM MOXET ObITh MPEIYCMOTPEHO BbIIEICHUE
PEKBU3UTOB «aJpecaTy, «3aroJIOBOK K TEKCTY» UIIH «IIOAINHUCHY, a TAKXKe OTJEIbHBIX ()parMEeHTOB
TEKCTa MOJY>KUPHBIM HIPUDTOM.

TekcT noKyMeHTa JOKEH ObITh U3JI0KEH KPaTKO, FPAMOTHO, TIOHATHO U 00BEKTUBHO, O€3
MOBTOPEHUM U yNMOTpeOieHHs CJI0B U 000POTOB, KOTOPbIE HE HECYT CMBICIOBOM Harpy3ku, u
JIOJI’KEH KacaTbCs TOTO BOIIPOCca, KOTOPBIN ChOPMYITUPOBAH B 3ar0JIOBKE K TEKCTY.

Texct noxymeHTa oopMIiIsieTcsi B BU/IE CIUIOIIHOTO CBSI3HOTO TEKCTA MM TAOJHUILIbI, UITH
MyTEM COYETaHUS ITHX POPM.

TekcThbl CI0KHBIX U OONBUINX O 00BEMY TOKYMEHTOB (JI0KJIaJIbl, OTYETHI U T.J.) IEJIATCS
Ha pas3zeibl, MOAPA3JENbl, IYHKTHI, HOANYHKTHI. [IyHKTBI M MOAMYHKTHI B TEKCTE HYMEPYIOTCS
apaOckuMu nudpamu ¢ TOUYKOH.



[Tpumep —

1.

1.1.

2.

2.1.

JIoKkyMeHTBI, Kak MpaBuiio, opopmisitorcs Ha OnaHke oOpa3oBaTeNbHOM OpraHU3aluu,
UMEIOT YCTAHOBJICHHBIN KOMIUIEKC O00SA3aTEeNbHBIX PEKBU3UTOB M CTAOWJIBHBIA MOPAIOK HX
pacroI0KEHUS.

brnanku kaxxaoro BUJa H3rOTaBIMBAIOTCS HAa OCHOBE YIVIOBOTO WIIM MPOAOIBHOIO
pa3sMeleHHUs PEKBU3UTOB.

PexBHU3HTHI 3arojioBKa pa3MeEIIaloTCsl IEHTPUPYEMbIM (HAdaJlo M KOHEI| KaXI0W CTPOKHU
PEKBU3UTA PAaBHO YAAJCHBI OT TPAHUI] 30HBI PACTIOIOKEHUSI PEKBU3UTOB) WIIN YIIIOBBIM (Kaxaast
CTpOKa PEKBU3UTA HAYMHACTCS OT JICBOM TPAHMUIIBI 30HBI PACTIOIOKEHUS PEKBH3UTOB) CIIOCOOOM.

J111s u3roToBIeHHs OJIAHKOB UCIIONIB3YIOTCS IUCTHI Oymaru popmata A4 (210 x 297 mm) u
A5 (210 x 148 MuIMMETPOB).

Kaxxapiit muct nokymeHnTta, opOpMIICHHBIHN Kak Ha OJlaHKe, Tak U 0€3 Hero, JOKEeH UMETh
MOJIsL HE MEHEe, MM:

nesoe - 20; mpaBoe - 10;

BepxHee - 20;

HmxHee - 20.

JlokyMeHTbI AnuTenbHbIX (cBbille 10 j1eT) CPOKOB XpaHEHUs JOJKHBI UMETh JIEBOE 110JI€
He MeHee 30 MM.

OdopmiieHne peKBH3UTOB JOKYMEHTOB.

ABTOp 1OKYMEHTOB.

HaumeHnoBanue o0pa3oBaTeIbHON OpraHU3allMM YKa3bIBA€TCsl B TOUHOM COOTBETCTBHHU C
yCTaBOM 00pa3oBaTenbHON oOpraHu3anuu. HauMeHOBaHUE CTPYKTYPHOTO NOJpPA3JEIECHUs —
aBTOpa IOKYMCHTA UCIIOJB3YCTCA B 01aHKax ImUceM U OJIaHKax KOHKPETHBIX BUJI0B JOKYMCHTOB U
YKa3bIBACTCA IMOJ ITOJHBIM HAMMCHOBAHUCM O6p330B3T€J'H:HOI>i OpraHu3anyu. HammenoBanme
JOJDKHOCTH JIMLIa — aBTOpa JOKYMEHTa HCIOJb3yeTcsl B OJaHKax JOJKHOCTHBIX JIMII U
pacrioyaraeTcsi 1oJi HaMMEHOBaHMEM o00pa3zoBaTelbHOM opraHu3auuu. HaummeHoBaHUe
JOJDKHOCTH JIMIIA — aBTOpAa JOKYMEHTA YKAa3bIBA€TCd B COOTBETCTBUM C HAWMEHOBAHMEM,
IIPUBEIECHHBIM B PaCHOPSAUTEILHOM JOKYMEHTE O Ha3HAYEHUH Ha JOJDKHOCTD.

CnpaBouHble 1aHHbIE 00 00pa30BaTe/bLHOI OPraHu3alMu.

CnpaBouHble JaHHBICE 00 OpraHU3AIMKM YKA3bIBAIOTCS B OJIAHKAX MHUCEM M BKIIOYAIOT:
anpec, Homep tenedoHa, (akc, aapec AIEKTPOHHOW MOYTHI, CETeBOM aapec, a Takxke OKIIO,
OI'PH, MHH u KIIIT opranu3zanmuu.

HaumeHoBaHue BH/1a JOKYMEHTA.

HauMmenoBanne BuAa JOKYMEHTa, COCTaBICHHOTO OpraHu3alueid, MOKHO OBITh
ONpeNIeSIEHO YCTaBOM (TIOJIO)KEHUEM) M JIOJDKHO COOTBETCTBOBATH HAMMEHOBAHUSIM BHJIOB
TIOKyMeHTOB, mpeaycmoTpeHHbiM OKVY/I: akT, cnpaBka, 3amucka, CBOJKA, OT3bIB, MPOTOKOJ,
CIIHUCOK, HW3BCIICHWE U JAp. PacnopsauTenbHble AOKYMEHTBl OpraHu3aldyd M3JaI0TCA  CO
CIEAYIOIMMH Ha3BaHUSIMU: MPUKA3, pACIOPSKEHUE.
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HanmvenoBanue BuIa 1 pa3HOBUAHOCTH JOKYMEHTA HE YKa3bIBACTCS B TUCHMaX.
HanmenoBanue BHIa [TOKyMEHTAa II€UaTaeTCs TNPONUCHBIMH OYKBaMHU TOIY>KUPHBIM
mpUpTOM.

JarTa noxymeHra.

Jlata 1OKyMeHTa COOTBETCTBYET JaTe MOANKUCaHUs (YTBEP)KIEHUS) TOKyMEHTa WIN JaTe
cOOBITHSI, 3aQUKCUPOBAHHOTO B IOKYMEHTE:

apabckumu rudpamu, pasaeneHHbiMA TOUK0M: 05.06.2021;

cioBecHO-1IU(ppoBbIM criocobom: 5 urons 2021 r.

B Tekcrax NOKYMEHTOB, COJEpIKAallUX CChUIKM Ha HOPMATUBHBIE IPABOBBIE AKTHI, U
JOKYMEHTOB, COJIEp)KaIllMX CBEACHUS (UHAHCOBOTO XapakTepa, NPUMEHSIETCS CIOBECHO
UG poBO crocod ykazaHHs AaT 0e3 MpOCTaBICHHUS HYIs B 0003HAYCHHUHU JTHS MECAIA, €ClId OH
conepxkut onuy nuudpy: 3 anpens 2021 roxa.

Pa3zpemaercst npMEHSTh CIOBO «T'0/1» B COKpaIlleHHOM BapuaHTe «r»: 1 urons 2021 r.

I'pu¢ orpannyeHus 10CTYNA K JOKYMEHTY.

IIpocraBnsiercs B mpaBOM BEpXHEM YIIIy [IEPBOTO JIMCTA JOKYMEHTA (IIPOEKTa JJOKYMEHTA,
CONPOBOJUTENILHOIO MUChbMA K JOKYMEHTY) Ha TIpaHULE BEPXHEro MOJds IpU HAIUYUU B
JOKyMEHTe HH(OpMAINH, TOCTYII K KOTOPO OrpaHUYeH B COOTBETCTBUU C 3aKOHO/IATEIIHCTBOM
Poccuiickoit ®enepanuu. B cocTtaB peKBH3UTA BKIIOYAECTCS OTPAHUYMTENbHAS HAAMUCH: «JIid
CITy’K€OHOTO MOJIb30BaHMs», «KoHpuaeHnmansHo», «llepconansupie qanaeie» wim np. pumep —

IlepconajibHbBIE TaHHBbIE PA0OOTHHKOB
k3. Ne 1

MYHUILIMITAJBHOE BIOJKETHOE
OBIIIEOBPA3OBATEJBHOE YUPEXKJEHUE
«IMOJITABCKASI IITKOJIA»
KPACHOTBAPIEVMCKOI'O PAMOHA
PECHYBJIUKHA KPBIM

ITPUKA3

Bce Buasl rpudoB orpaHMUeHHs JOCTYMA K JOKYMEHTAM 3aKPEIUIsiOTCS B JIOKAIBHBIX
aKTax 00pa3oBaTeIbHOW OpraHU3aIlIH.

PerucrpanuoHHbIii HOMeEp TOKyMEHTA.

Peructpanmonnsiii Homep — uudpoBoe wuau OykBeHHO-LM(pPOBOoe 0003HAYECHHE,
NPUCBAaUBaeMOE JOKYMEHTY IPH €ro PerucTpalnu.

Perucrpanust 1oKyMeHTa MPOBOAUTCS MOCIE €0 MOAMUCAHUS UITH YTBEPIKICHHS.

Jlisi BHYTPEHHUX JOKYMEHTOB — IMPHUKa30B, MPOTOKOJIOB — 3TO MOPSAKOBBIA HOMEp B
npefenax KaJ€HIApHOTO roja/y4yeOHOro roja MO KaXAOMY BHIY MWIM Pa3HOBHIHOCTH
JIOKYMEHTOB. B TiprKka3zax perucTpanioHHbI HOMEP MOKET JOTIOJTHATHCS OYKBEHHBIM HHIIEKCOM,
0003HAYAIOIINM Pa3HOBUIHOCTH.

JI1st ICXOIINAX TOKYMEHTOB PETHCTPANMOHHBI HOMEP COCTOHT 3!
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1) mopsiIKOBOTrO HOMEpA B Mpeiesiax MacCHBa OTIPABISIEMON KOPPECTIOHICHIIHNH;

2) UHJIeKCa Jiefia B COOTBETCTBUU C HOMEHKJIATYpOH Jies1 00pa3oBaTesIbHON OpraHu3aIliu.

PerucrparimoHHpii HOMEp JTOKYMEHTA, COCTaBIEHHOTO COBMECTHO JIBYMs H Ooiee
opraHusanusamMu, COCTOUT H3 PCTrUCTPALUMOHHBIX HOMCPOB OOKYMCHTOB Ka)I(l[OfI U3 JTUx
OpraHu3aluii, MpOoCTaBIsEMbIX Yepe3 KOCYIO YePTy B MOPSJIKE YKa3aHUs aBTOPOB B JOKYMEHTE.

Ccbuika HA perucTPAUMOHHBIN HOMEP M ATy J0KYMEHTA.

Ccbulka Ha pPEruCTpallUOHHBIA HOMEp M JaTy JOKyMEHTa BKJIIOYaeT B ceOds
pPEruCTpallMOHHBIA HOMEpP U 1aTy JOKYMEHTa, Ha KOTOPBIi 10JIKeH ObITh JaH OTBET.

Ccpiika Ha HOMEpP W JIaTy JOKYMEHTa HCIONIb3yeTcs TNpu OQOPMICHHH TIHCEM,
SIBIISIOIIMXCSI OTBETAMH Ha MOCTYIHUBIIIEE TUCHMO (3ampoc, MPockOy u jp.). CBeneHUs B pEKBU3HUT
IIEPEHOCTCS C NOCTYNMBILErO JOKYMEHTA U COOTBETCTBYIOT PETUCTPALIMIOHHOMY HOMEPY U JaTe
MOCTYIHBIIETO JOKYMEHTA.

OrpanuunTtenbHas OTMETKA AJIsl JAHHOTO PEKBU3UTA IPOCTABIISIETCA B JIEBOM YacTH OJlaHKa
MUChMA MOJ] PEKBU3UTOM «J1aTa» U «PErHCTPAIIMOHHBIN HOMEP JOKYMEHTAa.

Hanuuue maHHOTO peKBU3UTA MCKIIOYAET HEOOXOJUMOCTh YIIOMUHAHUS HOMEpa U JIaThl
MOCTYMHBIIET0 JOKYMEHTAa B TEKCTE€ IMHCbMa, 4YTO OCBOOOXKIAeT TEKCT OT CHpPaBOYHOMN
uH(pOopMaLUH.

MecTo cocTaB/ieHUs] MM U3IAHUS JOKYMEHTA.
Mecto  cocrtaBieHusi (M3AaHHMS) ~ JOKYMEHTa  yKa3blBaeTcsi B JIOKYMEHTax,
M3rOTABIIMBAEMbIX Ha OJJAaHKAX KOHKPETHBIX BUIOB JOKYMEHTOB.

Anxpecar.

AnpecatraMu JOKyMEHTa MOTYT OBITh IOpPUIMYECKHE JIMIA, HX CTPYKTYpHBIE
NOJpa3/ieIeHus U JOJDKHOCTHBIE JINIA, A TaKKe PU3NUECKUe JIUIa.

PexBu3uT «agpecar» NpocTapisieTcss B BEpXHEH MpaBOM 4acTu JOKyMeHTa (Ha OJlaHKe ¢
YIJIOBBIM PAcCIoJIOKEHUEM PEKBU3UTOB) WJIH CIIpaBa M0/ PEKBU3UTaMHU OJlaHKa (TIPU IPOI0IbHOM
PacroJIo)KEHUU PEKBU3UTOB OsiaHka). CTPOKU PEKBU3UTA «aJipecary BbIPABHUBAIOTCS IO JIEBOMY
KpPAr0 WUJIM LEHTPYIOTCS OTHOCUTEIBHO CaMOW JITTMHHOW CTPOKH.

Ecam  1OKyMeHT aapecoBaH HOPHAMYECKOMY JIMLY HWIUH €r0  CTPYKTYpPHOMY
noJpa3/ielieHuto  0e3 yKa3aHUs JIOJDKHOCTHOTO JIMIA, WX HAUMEHOBAaHMS MPUBOAATCA B
VMEHUTEIILHOM TaJIEKE.

ITpumepsl

1. MuHucrepcTBo 00pa3oBaHus,
HAYKHM U MOJIOJEKH
Pecny0iuku Kpbim

2. MuHucrepcTBo o0pa3oBanmus,
HAYKHM M MOJIOJIEKHU
Pecny0smmkn Kpbim
ylpaBJieHHe 0011ero
o0pa3oBaHus

[ToutoBBINi  agpec  yka3plBaeTCs  INPU  HANpaBICHUHM  JOKYMEHTa  Pa30BbIM



KOpPPECIOH/ICHTaM.

Ecnan nokyMeHT agpecoBaH pyKOBOAMTENIO IOPUIAUYECKOTO JIMIA WM €r0 3aMECTUTEIIO,
HAaMMEHOBAHHME IOPUJIMYECKOTO JIHMIA BXOJUT B COCTAaB HAMMEHOBAHMS JIOJDKHOCTH ajpecara,
KOTOpPOE MPUBOAMUTCS B AATEIILHOM MaJIEKE.

IIpumep —

PykoBoaureno ®@enepaibLHOro

ApPXHMBHOI'0 AT€HTCTBA

®avnang U.0.

NHunuansl cTaBaTcs mociae paMmuimm HE3aBUCUMO OT TOI0, KOMY aJIJpeCOBAaH JOKYMEHT
— JIOJDKHOCTHOMY JIMITY WUTH (PH3UYECKOMY.

[Ipu agpecoBannu nMucbMa pyKOBOJUTEIIO CTPYKTYPHOIO TOJIpa3/IeTICHUsI YKA3bIBAETCS B
MMEHUTEIIbHOM Ta/Ie)kKe HAMMEHOBAaHME OpraHu3allii, HIKE - B JIaTeIbHOM TaJIeKe
HAaMMEHOBAHHME JIOJDKHOCTH PYKOBOJMWTENS, BKIIIOYAIOIICE HAMMEHOBAHUE CTPYKTYPHOTO
nojapasaesieHus, (HpammInio, HHATHAIIBI.

ITpumep-

MuHucTEepCcTBO 00pPa30BaAHUS,

HAyKHu U MoJioaexu Pecnny0imku Kpeim
HavanbHuky ynpasJieHusi 001ero oopa3oBanusi
®amvuana U.0.

[lepen pamunueit TOMKHOCTHOTO JIMIIA JTOMYCKAETCS YHOTPEOISATh COKpAIIEHUE «T-HY»
(rocrioAuHy), €CiH aapecat My>KUMHa, UITH «T-3Ke» (TOCIMOKe), €CIIU aJipecar KEeHIIUHA.

IIpu paccbuike TOKyMEHTa TpyIIe OpraHu3aluii OJHOrO THMA MM B CTPYKTYpHBIE
NOJpa3JiesIeHus OJHOM OpraHM3aluy, agpecaT yKa3bIBaeTcsi 0000IEHHO.

B oHOM 0KyMeHTe He JOJKHO OBITh 00Jiee YeThIpeX aJpecaToB.

[Ipu OosblIeM KOJIMYECTBE aIPECATOB COCTABISAETCS CIMCOK (JIMCT, YKa3aTelb) PACChUIKU
JOKYMEHTa, Ha KaXXIIOM JOKYMEHTE YKa3bIBAaeTCS OJMH aapecaT WM aapecar odopmisiercs
0000111eHHO.

B cocraB PEKBU3UTA <<A11pecaT» MOXKET BXOJIUTH MTOYTOBEIHN aapec. OneMeHTHI IOYTOBOTO
ajZipeca YKasbIBalOTCS B IIOCIENOBATEIbHOCTH, ycTaHOBIEHHOM IIpaBuimamu okazaHusi yciayr
IIOYTOBOM CBSI3H.

ITpumep —

Bceepoccuiickui
HAYYHO-HUCCJIe0BATEIbLCKUM
HHCTUTYT
AOKYMCHTOBCACHUA U
apXMBHOTO J1eJ1a
IIpodgcoro3uas y..,

. 82,

MockBa, 117393

B cnyuae otnpaBku JoKyMeHTa (GU3HUECKOMY JIMILY YKa3bIBAIOTCA: (haMuiIusl, MHUIIUAJIBI,
MOYTOBBIN afpec: (yJIula, HOMEep JoMa U KBapTHPhI, HACEJICHHBIN MMyHKT, pailoH, 001acTh (Kpai,
peciy0iirKa), TOYTOBBIN MHEKC).



[Tpumep —
®amuinua U.0.
CapoBas yui., 1. 5, kB. 12,
r. JHCK, IHCKO 00J1., 301264
[Tpu oTpaBKe MUCHMA 110 SJEKTPOHHOM MOYTe WK 10 (PaKCUMUIBHOM CBsI3H (0€3 JOChIIKU
[0 TOYTe) IOYTOBBIA agpec He yKasbiBaeTcs. Ilpu HEoOXOAMMOCTH MOXET OBbITh yKa3aH
AJICKTPOHHBIN aapec (Homep Tenedona/dakca).
[Tpumep —
Bcepoccuiickuii
HAYYHO-HCCJIe0BATEIbCKUI
HHCTUTYT
JOKYMEHTOBEIeHUsS 1
apXUBHOIO JeJia
mail@vniidad.ru

I'pu¢ yrBep:xaeHuss 10KyMeHTA.

I'pud yrBepkAeHHS MPOCTABIAETCS HA JOKYMEHTE B CilIy4dae €ro YTBEp)KICHUs
JOJDKHOCTHBIM ~ JIUIIOM,  PACTIOPSIUTEIBHBIM  JTOKYMEHTOM (TIPUKa30M, pacHoOpsKEHUEM,
pelLIeHueM).

I'pud yrBepkaeHUS pa3MemiaeTcss B MPaBOM BEPXHEM YTIy TEPBOTO JIHCTA JTOKYMEHTA.
CTpoku peKBU3UTA BBIPABHUBAIOTCS MO JIEBOMY KpPalO WM HEHTPYIOTCS OTHOCUTEIBHO CaMOM
JUTMHHOU CTPOKH.

[Ipu yTBep)KIeHUU AOKYMEHTa JOJDKHOCTHBIM JIMIIOM T'pHU(] YTBEPKIEHHUS COCTOUT M3
cioBa YTBEPXJIAK), HauMeHOBaHMS IOJKHOCTH JIMIIA, YTBEPXKAAIOUIETO TOKYMEHT, €ro
MOJMMCH, HTHUIIUAJIOB, (DaMUJIMH U JaThl YTBEPHKICHUS.

[Ipumep —
YTBEPXKJIAIO
Jdupexkrop MBOY «IloaraBckasi K012
Hoanuce H.B. 3103uHa
02.05.2023

[Ipu yTBepkIeHUU IOKYMEHTa PACIOPAIUTENbHBIM JIOKYMEHTOM TpH{} YTBEPKICHUS
cocrout u3 cinoBa YTBEPXJ/IEH (YTBEPXJIEHA, YTBEPXJEHBI nnin YTBEPXJIEHO),
COTJIACOBAaHHOTO C HAaWMEHOBAaHWEM BHJa, YTBEP)KIAEMOTO JOKYMEHTa, HaWMMEHOBAHUS
PacopsSIIUTEIILHOTO JOKYMEHTa B TBOPUTEILHOM TIaJIeKe, €ro aThl, HOMepa.

[Ipumepsr
1. (Ilopsinok) YTBEPX/IEH
NPUKA30M
MBOY «lloaraBckasi K02
5 anpeast 2021 r. Ne 822
2. (ITpaBuma) YTBEPXIAEHbBI

NPUKA30M

10



MBOY «dloaTtaBckasi HIKOJIa»
5 anpeas 2021 r. Ne 822

3. (Ilonoxenue) YTBEPXJIAEHO
NPUKA30M
MBOY «lloaraBckas IIK0J1a)
5 anpeast 2021 r. Ne 822

[Ipu npunsTUH (PACCMOTPEHUU) TOKYMEHTA KOJUIETHAIIBHBIM OpraHoM 00pa3oBaTeIbHON
OpraHu3aly, PEHICHUs KOTOPOro (GUKCUPYIOTCS B IPOTOKOJIE, B Tpude MPUHATO (PacCMOTPEHO)
YKa3bIBa€TCSi HAUMEHOBAaHUE OpraHa, peUICHUEM KOTOPOTO MPHUHAT JIOKYMEHT, JaTa U HOMEp
npoTokoyia (B CKOOKax). YTBEP)KIAIOMIET0 JOKYMEHTa B TBOPHUTEIHLHOM TAJEkKe, €ro IaThl,

HOMepa.
[Ipumepsr

1. (ITopsimoxk) MNNPUHSAT
NneJaroru4ecKuM coBeToOM
(mpotokoJ ot 15.08.2021 Ne 12)

2. (ITpaBuna) INPUHATHI
YnpapiasiiomuMm coBeToM (IIPOTOKOJ
ot 15.06.2021 Ne 8)

3. (Ilonoxenue) NPUHATO
001IMM coOpaHueM
padoOTHUKOB

o0pa3oBaTe/IbHOI OPraHU3aANNU
(mporoko.a 15.06.2021 r. Ne 83)

3aroJiI0BOK K TEKCTY.

3aroyioBOK K TEKCTY BKJIIOYAET B c€0sl KPaTKOE COJIep:KaHue JOKYMEHTa, €r0 OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3aroyioBok ¢opmynupyetrcs ¢ npemioroM «O» («O06») u oTBeuaeT Ha
BOIIPOC «O 4yeM?»:

e rpuKa3 (0 uemM?) 0 CO3/1aHUM ATTECTAMOHHONW KOMUCCHH;

e npukas (0 ueM?) 00 yTBEp>KICHUH IUITATHOIO PaCIIUCaHUS;

e McbMO (0 4eM?) o Mpe1oCTaBIeHNH HHPOPMAIUH.

3aroJ0BOK COCTaBJIsIET MCIOJHUTEIb JOKYMEHTA. 3aroJIoBOK K TEKCTY 0(hopMIIsSIeTCs MO
peKBU3UTaMU OJlaHKa mocepenrHe. Eciu TeKeT TOKyMeHTa He MPEeBBIIIaeT YeThIPEX-TISTH CTPOK
nunu opopmieH Ha O6manke popmara AS, 3ar0JTOBOK MOKHO HE YKa3bIBaTh.

3aroyloBOK JOKYMEHTa 3alMChIBA€TCSl MpPH €ro perucTpaldd B COOTBETCTBYIOIINE
perucTpalnoHHbie (OPMBI: KapTOUKY, 6a3y JaHHBIX.

Texker 1oxkymMenTa.

TexkcT NOKyMEHTa COCTaBIIAETCS HA PYCCKOM S3BIKE KakK TOCYJApCTBEHHOM  SI3BIKE
Poccuiickoit @enepannn. TeKCT AOKYMEHTAa M3Jaraercs PYCCKUM JIMTEPATYPHBIM S3BIKOM C
y4€TOM OCOOCHHOCTEH O(pUIIMATBHO-IEIOBOIO CTHIIA, BHJA JOKYMEHTAa M €ro Ha3HAueHUs B
ylpaBiieH4ecKOl aearenbHOCTH. ConepikaHue OKYMEHTa JIOJDKHO OBITh M3JI0KEHO KpaTKo,
JJOTUYHO, TOYHO U SICHO.
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TexcThl JOKYMEHTOB M3J1araroTcs:

- OT l-ro nuna eIMHCTBEHHOTO 4YMCJa B JOKYMEHTaX (IIPHUKa3, pactopspKeHUe U T. [1.)
PYKOBOAMTENST 00pa30BaTEIbHON OpraHU3AINH, JCHCTBYIONIETO HA PUHIINIIAX SAMHOHAYATIHS, &
TaKKe JIOKYMEHTax, aJpeCOBAHHBIX PYKOBOJCTBY OpraHU3AlMK: MPUKA3bIBAI0... IOATOTOBUTH U
MPEJICTAaBUTh HA PACCMOTPEHHUE; MPOIIY PACCMOTPETh BOMPOC OO0 YCTAaHOBIEHUH JBIOTHBIX
TapudoB...;

- 3-ro JMlia eIMHCTBEHHOr0 YKCIa B JOKYMEHTaX KOJUJIETMaJbHBIX OPraHOB: KOMHCCHUS
pelna...; OpraHu3alys He CYUTaeT BO3MOKHBIM...;

- 1-ro nuIIa MHOXKECTBEHHOT'O YKCJIa B COBMECTHBIX JOKYMEHTAX: IIPOCHUM IPEICTaBUTh
JAHHBIE O...; IPEJCTABIIAEM HA PACCMOTPEHUE U YTBEPKICHHUE. .

- 3-r0 UIIa MHOXXECTBEHHOTO YKCIIa B IPOTOKOJAX: CIAYIIAIN, BEICTYIIIIINA, TOCTAHOBHUIIH,
PELIIIN.

B nokymeHnTtax, ycTaHaBIMBAIOIIUX MTpaBa U 00sI3aHHOCTH OPTaHU3AINH, €€ CTPYKTYPHBIX
noipa3ziesieHu (oJ0KeHue, MHCTPYKIIHS ), a TAK)KE COIeP KAIUX OMKUCAHUE, OLIEHKY (DaKTOB UITU
BBIBOJIBI (KT, CIpaBKa), HCIONB3yeTcsa ¢opMa H3JI0KEHHUS TEKCTa OT TPETbEero Jinia
€MHCTBEHHOTO WJIM MHOXXECTBEHHOTO 4HCla («OTHEN OCYLIECTBISET (DPYHKUHU», «B COCTaB
00BEAMHEHUS BXOJIATY», KKOMHUCCHS YCTAaHOBUIIAY).

B Tekcte mokymeHTa, MOJATOTOBIEHHOTO HAa OCHOBAaHWU 3aKOHOJATEIBHBIX, HHBIX
HOPMATHBHBIX MTPABOBBIX aKTOB, U3JAHHBIX OpraHaMU BJIACTH U YIPaBJIEHUA, TOKYMEHTOB, paHee
W3/IaHHBIX OPTaHOM BJIACTH — AaBTOPOM JJOKYMEHTA, YKa3bIBACTCSl HAUMEHOBAHHUE BUJIAa IOKYMEHTA,
HAaMMEHOBAHME OPraHa, U3JaBIIEro JOKYMEHT, JaTa MPUHATHS WU YTBEPKACHUS JOKYMEHTA, €T
PErUCTPALIMOHHBIA HOMEp, a TAK)KE 3ar0JI0BOK K TEKCTY WJIM HAaMMEHOBAHHE BHUJIA TOKYMEHTA.

ITpumepsl

«B cootBerctBun ¢ mnocranosieHueM IlpaButensctBa or 13.08.1997 Ne 1009 «O6
yTBep>KIeHUH [IpaBuil MOATOTOBKM HOPMATHBHBIX IPABOBBIX AaKTOB (elepalbHbIX OpPraHOB
MCIIOJTHUTENIbHOM BJIACTH U UX TOCYAApCTBEHHOM perucrpaiumny;

«B cootBercTBuu ¢ IlonoxkeHneM O NMOCTOSHHO JEHCTBYIOLIEH JKCIEPTHOM KOMHCCHH
YUpEXKJIEHUS, OpraHU3aliy, IPEIIpUiTHs, YTBEPKICHHbIM MTprKazoM Pocapxusa ot 19.01.1995
Ne 2..».

Ecam TexcT conepKUT HECKOIBKO OPYUYEHHH, pEIEHUH, BEIBOJIOB, B TEKCTE BBIIEISIOTCS
pazziensbl, MOAPa3AeIibl, MyHKTbI, HOAIMYHKTBHI.

B TekcT moxkymMeHTa MOTYT BKITIOYAThCs (pparMeHThI, OPOPMIICHHBIE B BUE TaOIHIIBI WIH
AHKETHI.

CtpaHHUIIBI TEKCTA HYMEPYIOTCS apaOCKUMU IudpaMu TOCEPETMHE HIKHETO TOJIS.

B nmucemax ucons3yroT creayromnpe GopMbl H3TT0KCHHUS:

® OT MEPBOTO JIMIIa MHOXKECTBEHHOTO 4YHCIIa («IIPOCHM HAIPaBUTHY, «HAIPABISIEM Ha
paccMOTpEHHEY);

® [IEPBOTO JINIIA €IMHCTBEHHOTO YMCIA («CUUTAI0 HEOOXOAMMBIMY, (IIPOIIY BBIIEIUTDY);

e Tperhero mumna eauHcTBeHHOTo uncia («OO wHe Bo3paxaer», «OO cuuTaer
BO3MOKHBIM»).

OTMeTKa 0 PUIIOKEHUH.
OTMeTKa 0 MPUIIOKEHUH COACPKUT CBEACHUS O TOKYMEHTE (JOKyMEHTax), IpujiaraeMom
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K OCHOBHOMY MOKYMEHTY (B CONpPOBOJUTEIbHBIX MHCbMAax, MPETEH3USAX, aKTaX, CIpaBKax U
Opyrux HMH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WIM O TOM, YTO JOKYMEHT SBISETCS
NPUIIOKEHUEM K OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaX - MPUIOKEHUSAX K PACIOPSAUTEIBHBIM
JOKYMEHTaM, MOJIOXKECHHUSAM, IpaBHJIaM, HMHCTPYKIHUSAM, JOTOBOpaM, IUIaHaM, OTYETaM M JIp.
JIOKyMEHTaM).

B comnpoBoauTenbHbIX MHCbMAaxX U APYTrUX HWHGOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKAa O MPWIOKEHUU O(OPMIISETCS IMOJA TEKCTOM OT TPaHHIIbl JIEBOTO MOJIA CIIEAYIOIIUM
obOpazoM:

- €CJIM MPUJIOKEHHE HAa3BaHO B TEKCTE:

[Ipunoxxenue: Ha 2 1. B 1 3K3.;

- €CJIM [IPUJIOKEHNE HE HAa3BaHO B TEKCTE WJIM €CJIM MPUIIOKEHUN HECKOJIBKO, YKA3bIBAIOT
Ha3BaHUS JOKYMEHTOB-TIPHIIOKEHHUH, KOJIMYECTBO JINCTOB M SK3EMIUISIPOB KaXI0TO MPUIIOKCHHUS:

[Ipunoxenue: 1. [lonoxenue (HazBanue) Ha 5 1. B 1 3k3. 2.

CnpaBka 0 KaJJpoBOM cOCTaBe Ha 2 JI. B 1 7K3.;

- €CIIU MIPHUIJIOKEHUEM SBIISIeTCSl 000COOICHHBIIN 3NIEKTPOHHBIN HOCUTEND (KOMIIAKT- JTUCK,
usb-durem-HaKomuTeNb U Ip.):

- [Ipunoxenne: CD B 1 3k3.

- eCITU IpHUJIoKeHue (TpUIIokeHus ) coOpormropoBansl: [Ipunoxkenue: oryet o padore PUIL
B 2 9Kk3. B pacnopsauTenbHbIX JOKyMEHTax (IpUKa3aX, pacHopsKEHMsIX), JOroBOpax,
MOJIOKCHHUSAX, NPAaBWIAX, WHCTPYKUUAX W JPYTUX JOKYMEHTaX OTMETKa O MPHUIIOKEHUH
odopmIIseTcs CIeAYIOIIIMM 00pa3oM:

- B TEKCTE JOKyMEHTa MPHU MEPBOM YIOMHUHAHUU JTOKYMEHTA-MPHUIOKEHUS B CKOOKax
yKa3bIBaeTcs: ... (IpUiokeHue) wid ... (mpuiokeHue 1); mepen HOMEPOM MPUIIOKEHUS
JIOITyCKAeTCsl CTaBUTh 3HAK HOMepa: ... (mpuiioxkeHue Ne 2);

- Ha TIEPBOM JIMCTE IOKYMEHTA-IIPUIIOKEHHS B IPAaBOM BEPXHEM YTJIy YKa3bIBAaeTCSL:

puioxenne Ne 2

K MpUKAa3y

MBOY «IloaraBckas 1K0J12)
ot 15.08.2021 Ne 112.

CTpoKM peKBU3HUTA BBIPABHUBAIOTCS 110 JIEBOMY KPar0 WM LIEHTPUPYIOTCS OTHOCUTEIBHO
caMOM [UIMHHOM CTpOKW. Eciau INpunokeHHeM K paclopsIuTEIbHOMY IOKYMEHTY SBIISETCS
HOPMATHUBHBIN IIPABOBOM AKT UM MHOM JOKYMEHT, YTBEPKAACMBIN JaHHBIM PaCIOPSIIUTEIbHBIM
JIOKyMEHTOM, Ha IEPBOM JIMCTE MPHJIOKEHMsI MPOCTABIAETCS OTMETKa O MpuioxeHuu (0e3
CCBUIKM Ha pacHOpSAUTENbHBIM JOKYMEHT) U Tpu( yTBEpXKIEHHS, B KOTOPOM YKa3bIBAIOTCS
JaHHBIC PACTIOPAAUTCIIBHOIO JOKYMEHTA, KOTOPBIM YTBEPXKIACH JOKYMCHT- ITPUJIOKCHUC.

[Tpumep —

IIpunoxenne 1

YTBEPKJAEHO

npuka3z MBOY «IlosaraBckasi mkoJia»
ot 18.05.2021 Ne 67

I'pud cornacoBanusi JOKymMeHTA.
HpOGKTBI IMOATOTOBJICHHBIX AJOKYMCHTOB IMICPEA MOANHMCAaHUEM B pAac ClIydacB
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COTJIACOBBIBAIOTCSl C 3aMHTEPECOBAHHBIMU YUPEKICHUSMHU, CTPYKTYPHBIMU MOJpa3elIeHUsIMH,
OTJENbHBIMU JIOJDKHOCTHBIMH JIMIIAMHU.

I'pud cormacoBanus B 3aBUCUMOCTH OT BUAa TOKYMEHTa U 0COOEHHOCTEH ero 0(hopMIIeHUS
MOYET MPOCTABISATHCS:

- Ha TIEPBOM JIUCTE JOKYMEHTA (€CIIM JOKYMEHT UMEET TUTYIbHBIH JIHCT,

- Ha TUTYJIHHOM JIMCTE) B JIEBOM BEPXHEM YIIIy Ha YPOBHE rpuda yTBEpKACHUS UIH MO/
HAaUMEHOBAaHHUEM JOKYMEHTa OJIMKe K HHKHEMY TOJIIO);

- Ha MIOCJIEIHEM JIUCTE JOKYMEHTA O]l TEKCTOM;

- Ha JIUCTE COTJIACOBaHUs, SIBJISIONIEMCS] HEOThbEMJIEMOM YacThIO IOKYMEHTA.

I'pud cormacoBanus gokymenta coctouT u3 cinoa COI'JTACOBAHO, nomkHocTH nHa,
C KOTOpPBIM COIJlacOBaH JIOKyMEHT (BKJIIOYas HAMMEHOBAHWE OpraHW3aluu), ero
COOCTBEHHOPYYHOW TOMIMUCH, pacmU(POBKU TMOANMKUCH (MHULIUANOB, (GamMHiIuu) W JaThl
COTJIACOBAHUSI.

ITpumep —
COI'ZTACOBAHO

Jdupexrop MBOY «IloaraBckasi K012
(mognuce) H.B. 3103una

02.05.2023

Ecnu cornmacoBaHue OCYIIECTBIIIETCS KOJUIETHAIBHBIM OpPraHoM, B rpude coriiacoBaHus
YKa3bIBAIOT CBEACHMsSI 00 OpraHe, COTJacoBaBIIEM JOKYMEHT, JaTe W HOMEpe MPOTOKOjIa, B
KOTOPOM 3a(pUKCHPOBAHO peIIeHHe O corjacoBaHuu. Eciu corjacoBaHue OCYIIECTBISETCS
MHACbMOM, YKa3bIBAIOT BU/JI IOKYMEHTA, OPraHU3aLIUIO - aBTOPA IOKYMEHTA, 1aTy U HOMEP UChMa.

ITpumepsl

1 COTJIACOBAHO
Ynpasiasilouum coOBeTOM
MBOY «IloaTaBckasi HIKOJIA)
(mpoTokoJ oT Ne )

2 COI'”TACOBAHO
nuceMoM Pocapxusa

or Ne

Bu3sa corsiacopaHusi JOKyMeHTA.

Bu3bl cornacoBanusi JOKyMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIINUM HA COTJIacue UIu
HEecoIJlacue JOJDKHOCTHOIO JIMIa oOpa3oBaTelbHOM OpraHu3allud C COJEp)KaHHEM IPOEeKTa
JIOKyMEHTA (J1ajiee — Bu3a).

[Tpumep 3

aMEeCTUTENh JUPEKTOPa MO0 BOCIIUTATEILHON paboTe
JIngnag moanuch N.0.damunusg
10.10.2023

OdopmienHas TakuM o00pa3oM BH3a O3HAYaeT corjacue JOHKHOCTHOTO JIMIA C
colepkaHueM JaokymeHTa. [lpm Hamuyuu 3amMeyaHUd MO JOKYMEHTY BH3Y OQOPMIISIIOT
CJIETYIOIIUM 00pa3oM:

3amMeuaHus IPUIIAraoTCs

3amecTuTeNb JUPEKTOpa 0 BOCTIMTATEILHON paboTe
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JInyHag moanuch N.0.©amunus
02.05.2023

JIOKyMEHT BU3HMpYETCS HCIIOJIHUTEIEM M  3aUHTEPECOBAHHBIMH B  JOKYMEHTE
JOJKHOCTHBIMU JIMIIAMH, PYKOBOAMTEIEM 00pa30BaTEeIbHON OpraHn3aIliHg.

3aMedaHus JOJDKHBI ObITh MPECTaBIEHbl HA OTJEIBHOM JIMCTE, KOTOPBIM MOANNCHIBAIOT,
JATUPYIOT U MPUJIATaoT K JOKYMEHTY.

B noxymeHTax, MOAJMHHUKHY KOTOPBIX XPAHATCS B OpraHU3alluM, BU3bl IPOCTABISAIOT Ha
HOCJIEIHEM JIMCTE JOKYMEHTa 0] MOANUCHIO, HAa 000pOTE MOCIEIHEro JUCTa IMOJUIMHHUKA
JIOKYMEHTa WJIX Ha JINCTE COIIaCOBaHMS (BU3UPOBAHU), IPUIIAra€MOM K JOKYMEHTY.

B ucxomdummx JOKyYMEHTax BM3bl IIPOCTABISIOTCS HA OJK3EMIUIIPAX JOKYMEHTOB,
MIOMEIAEMBIX B JIENO.

IHoanuce.

JIOJDKHOCTHBIE JIMIIA TOJANMCHIBAIOT JOKYMEHThl B Mpeleiaax CBOUX ITOJHOMOYHH,
OTpENEICHHBIX  YCTaBOM  00IIeoOpa3oBaTeIbHOM  OpraHu3allid ¥ JIOJDKHOCTHBIMHU
MHCTPYKUUSMH.

HOILHI/ICI) COCTOUT U3 HAMMCHOBAHUA JOJDKHOCTH JIMIIA, KOTOpOG IIOAIINChIBACT IIOKYMGHT

(moNMHOrO — eciM JIOKYMEHT HaleyaTaH He Ha OJaHKe, COKpAIEHHOI0 — Ha JOKYMEHTE,
HareyaTaHHOM Ha OJlaHKe), ero COOCTBEHHOPYYHOH MOANWCH, WHUIMAJIOB (MHHUIMAT WMEHH),
bammuu.

ITpumepsr

He Ha 0JIaHKe:

Jupekrop

MBOY «llonTaBckast Koja» JludHas moanuck N.O.damunus
Ha OJIaHKe

Jupexrop JInynas noanuck N.O0.®amunus

HpI/I Oq)OpMJ'IeHI/II/I JAOKYMCHTA Ha OaHke JAOJHKHOCTHOI'O JIMIIA JOJIKHOCTB 3TOrO JMlia B

MOAINKCH HE YKa3bIBACTCH.
IIpumep JInunas nmoanmucey N.0. ®Pamunus

B JOKYMCHTAax, COCTaBJICHHBIX KOMHCCHefI, B IOAINHCH YKa3bIBACTCA CTATyC JIMIa B
COCTaB€ KOMHCCHU.

ITpumep -
IIpencenaresib KOMUCCUH Hoanucek N.0. damuaus
Yj1eHbl KOMUCCUN IMoamucs N.0. ®amniaus

THoanucek N.0. ®amuaus

B ciydae oTCyTCTBHS PYKOBOJIUTENS MPUKA30M ONPEAEISIETCS JIMLO, UCIIOIHSIONIEE €ro
0053aHHOCTH, a TaK)Xe YIOJHOMOUYEHHOE IOJMHUCHIBATh JOKYMEHTBI, HpPU 3TOM MOAINHUCH
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opopmisieTcss C yKa3aHHEM CTaTyca JOJDKHOCTHOTO JIMIA B COOTBETCTBHHM C IPHKa30M

(pacniopsiKEeHHEM).
ITpumep -
H.o. nupekTopa Hoxnucen N.0. ®amuaus
WIN:
HUcnoausronmii IMoanucek N.0. Gamuausa

00513aHHOCTH M PEKTOPA

HpI/I nmoaAnmruCaHu AOKYMCHTA JIMIOM, UMCIOIIIUM IIPpaBO IMOAIKMCHU B CJIY4a€ BPEMCHHOI'O
OTCYTCTBUA PYKOBOAUTCIIA, HCIIPABJICHHA B HAUMCHOBAHWC OOJDKHOCTU U paCH_II/I(i)pOBKy
q)aMI/I.HI/II/I YK€ MOATOTOBJICHHOI'O U COIIACOBAHHOI'O MPOCKTA JOKYMCHTA BHOCATCA OT PYKH HJIN
C UCITOJIB30BAHUCM COOTBCTCTBYIOIIUX IITAMIIOB.

He AOITYCKACTCA CTABUTH KOCYRO HEPTY, HAAIIUCH «3a» NICPEA HAUMCHOBAHHUEM JOJIZKHOCTH
Jiaia B MoAINKucCH, €CJIN JOKYMCHT NOANMUCBIBACT HHOC JOJDKHOCTHOC JIUIIO.

DJIeKTPOHHAS NMOANUCD.

OtmeTKka 00 3JEKTPOHHOM MOANKCH HMCHOJB3YETCS MPH BU3YATU3aLUU 3JIEKTPOHHOIO
JIOKYMEHTA, MOJAIMCAHHOIO 3JIEKTPOHHOM MOJIHUCHIO, C COOII0ICHUEM TPEOOBaHUII:

a) MECTO pa3MEUIEHUs] OTMETKH 00 3JIEKTPOHHOM MOJAINUCU JOJIKHBI COOTBETCTBOBATh
MECTy pa3MelIeHHs COOCTBEHHOPYYHOH MOJAIMUCH B aHAIOTUYHOM JOKYMEHTE Ha OyMaKHOM
HOCUTEIIE;

0) 37€MEHTBI OTMETKH 00 3JIEKTPOHHON MOANUCH JOIDKHBI ObITh BUAUMBIMU M YUTAEMBIMU
pu 0TOOpa’keHUH JOKYMEHTa B HaTypaJlbHOM pa3Mepe;

B) 3JIEMEHTBHl OTMETKM OO0 3JEKTPOHHOM MNOJNHMCH HE JOJDKHBI MEPEeKphIBATbCA MU
HaKJIaJbIBaThCS JIPYT Ha JIpyra;

') 2JIEMEHThl OTMETKM 00 3JIEKTPOHHOH MOANMCH HE JOJKHBI MEPEKPHIBATh 3JIEMEHTHI
TeKCTa JOKYMEHTa U Jpyrue OTMETKHU 00 3JIeKTPOHHOM noAnucH (Ipy HaIUYun).

OtmeTrka 00 D>JEKTPOHHOM mMOANMCH M BKIOYaeT ¢pasy «JlOKyMEHT MOANNUcaH
AJIEKTPOHHOM MONKUCHIO», HOMEP cepTU(UKaATa KITI0UYa MEKTPOHHONW MOANUCH, (aMUIIHIO, UMS,
OTYECTBO BIIa/Iejblla cepTU(UKATA, CPOK ASUCTBUS cepTU(UKATa KIIt0Ya 3JIE€KTPOHHON MOIHCH.

ITpumep
JdupexrTop JOKYMEHT NNOAIINCAH A.b. UBaHoB

3JIEKTPOHHOM MOJAMNUCHIO
Cepruduxar lalllaaallllllllii
Baanesen 3103una Hanexnaa
BacuabeBHa
HeiictBuresnen ¢ 02.05.2023 no
02.05.2025

IleuaTn.

OTTI/ICK nmcyaTtu 3aBep${eT IIOIJIMHHOCTDh IMOAIINCHU HOJDKHOCTHOI'O JIMIIa Ha )IOKYMGHTaX,
YIOCTOBEPSIONINX MpaBa JIHI, (GUKCUPYIOMUX (PaKThl, CBI3aHHbIE ¢ (PMHAHCOBBIMHU CPEACTBAMHU,
a TaKXKXE Ha )IOKYMGHTaX, Hpe}I[OCTaBJ'ISIeMBIX 3a npenenm OpFaHI/ISaHI/II/I 158 HpeHyCManI/IBaIOHII/IX
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3aBepeHUe MOJUIMHHOCTU MNOJANUCH. BHyTpeHHHEe AOKyMEHTHI (IpHUKa3bl, MPOTOKOIBI U T.J.)
IIeYaThIO HE 3aBEPSIOTCA.

[Tewatp mpocTaBiseTcs, HE 3axBaTbiBas COOCTBEHHOPYYHOW TOJNHUCH  JIMIIA,
MOJMMCABIIIETO IOKYMEHT, WIH B MecTe, 0003HaueHHOM «MID» («MecTo medartuny).

OTMeTKka 00 HCIIOJTHHUTEJIE.

OtMeTka 00 WCIOJIHHUTENE BKIIOYaeT B ceOs (aMHUIINIO, UMs, OTYECTBO HCIIOTHUTEIS
JIOKYMEHTa, HOMep ero TejaedoHa.

OtrMeTka 00 HCIOJHUTENE MOXET JONOJHATHCA HAMMEHOBAHMEM JOJDKHOCTH,
CTPYKTYPHOTO MOJIpa3/IeNICHUs U AJIEKTPOHHBIM aJPECOM UCIIOJIHUTEIIA.

Otmerka 00 wucnonHutene odopmisieTcs Ha JUIEBOM CTOPOHE TOCIEIHErO JIMCTa
JIOKYMEHTA OT I'PaHUIIbI JICBOTO ITOJISI WIIH, IIPU OTCYTCTBUHU MECTa, - HA 000POTHOM CTOPOHE BHU3Y
clIcBa.

ITpumep —

3abeann UBan AHjpeeBuy,

KoHTpoJbHoe ynpaBieHne, Beylui ClIeuaIucT,
+7(978) 924-45-67, Zabelin@gov.ru

OTMeTka 00 MCTIOTHHTENIE MOXKET OQOPMIIATHCS KaK HWKHHUIA KOJOHTUTYI U ME€YaTaThCs
mpUGPTOM MEHBIIETO pa3Mepa.

OTMmeTKa 0 3aBepeHHHU KOIHUH.

OO0pa3oBarenbHas OpraHu3alLus MOXKET 3aBePATh KOIHUHU TOJIBKO TE€X JIOKYMEHTOB, KOTOPbIE
CO3JIAI0TCS B HEM, a TaKkKe B ClIydasix, IPeyCMOTPEHHBIX B a03alle BTOPOM HACTOSIIErO MyHKTA.
Konust noKkymMeHTa H3roTaBIMBAETCS W BBIAACTCA TOJIBKO C pa3pelieHus PYKOBOIUTENS
OpraHu3alliy, ero 3aMecTUTeNe UM PYKOBOJUTENS CTPYKTYPHOTIO OApa3 IeIeHusI.

B ciayyae moAroToBKM TOKYMEHTOB MAJIi IPEIOCTaBIEHUS CYIEOHBIM OpraHaMm, Mpu
pELIeHUH BOIMPOCOB IO MPUHATHIO JIUI HA paboTy, 0OydyeHue, yI0CTOBEPEHHS] UX TPYIOBBIX U
JPYTUX MPaB BO B3aHMOOTHOIICHHUSX C YUPEKIACHUEM, a TAKXKe MPH (HOPMUPOBAHUH JTMUHBIX JIEIT
paboTHUKOB 00IIe00pa3oBaTeIbHass OpraHU3AIMs MOXKET M3TOTaBIMBATh KOMHUHU JOKYMEHTOB,
BBIJIJAaHHBIX JPYTUMH YUPEKACHUAMH (KOIMH JJOKYMEHTOB 00 00pa30BaHUU U Jp.).

ITpu BBIAAYE KOMMU JTOKYMEHT BOCHPOM3BOJIMTCS MOJTHOCTHIO (OaHK 0Opa3zoBaTeIbHOM
OpraHu3alu, HoOMep, Jarta, CoJlepXKaHue u T. 11.).

B npaBom BepxHeMm yrity konuu numetcs cioBo «Konus». [Ipu Beljaue Komuu ¢ KOMuu
cienyet nucath «Komnus ¢ konumy».

Ecnu xomust Ui BHYTPEHHEro MOJIb30BAHUSA, TO U 3aBEPEHHS] HUXKE DPEKBU3HTA
«[Toanucey NMpOCTABIAIOT 3aBEPUTEIbHYIO HAAMKUCH: «BepHO»; TOMKHOCTD JIMIIA, 3aBEPSAIOIIETO
KOIUIO; JTUYHYIO MOAMKUCH; pacCIMPPOBKY MOANUCH (MHUIIUABI, (PaMUITUIO); 1aTy 3aBEPEHHUS.

IIpumep —
Bepno
Cexperaps/Cnenuaamuct mo Kkagpam
JInyHag NoANUCH N.0. ®amuaust
02.05.2023

Ecnu xomust BbImaercss I MPEACTAaBIEHUS B APYryl0 OpPraHU3alHi0, TO OTMETKA O
3aBEPEHUM KOIWHU JIOMOJHSACTCS HAAMHCHI0O O MECTE€ XpaHEHHUs JIOKYMEHTa, ¢ KOTOpPOTo ObLia
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W3rOTOBJICHA KOIHS, ¥ 3aBEPSCTCS MEeYaThI0 OPraHN3allNH.

IIpumep —

[Mopnmuunuk noxkymenta Haxoautcs B MbOY «llonraBckas mkosnay B aene Ne 12-k 3a 2022
roj.

JlJist mpoCTaBICHHSI OTMETKHU O 3aBEPEHUU KOTMH MOXKET UCTIOJB30BATHCS IITAMII.

OTMeTKAa 0 MOCTYIJIEHUH JOKYMEHTA.

OTMmeTKa O MOCTYIUICHUH JIOKYMEHTa CIYXKUT JJIs MOATBEPKAeHUs (pakTa MOCTYIIICHUS
JOKYMEHTa B OPraHU3allMi0 M BKIIOYACT ATy MOCTYIUICHUS U BXOMSIIUN PEruCTpallMOHHBIN
HOMEp JOKyMeHTa. Ilpum HEOOXOAMMOCTHM OTMETKAa O TMOCTYIUICHHH MOXET JOTIOTHSATHCS
yKa3aHWEM BPEMEHH MMOCTYIUICHHS B YacaX U MUHYTaX M CIIoco0a IOCTaBKHU JTIOKYMEHTA.

OTMeTKa 0 MOCTYIJICHUU JOKYMEHTa MOKET MPOCTABIISITHCS C TOMOUIBIO IITAMIIA.

Pe3oaronus.

Pe3omronust cogepuT ykazaHue o UCHOTHEHHUIO TIOKyMeHTa. Pe3omtonust opopmiisiercs
Ha CBOOOAHOM MecTe pabodero mojs JOKYMEHTa, Ha OllaHKe pEe3ONIONUH MM BHOCUTCS
HEMOCPEJICTBEHHO B CUCTEMY 3JIEKTPOHHOTO IOKYMEHTOO00pOTA.

Pesomronust BrrodaeT: (haMuiIiio, MHUIHABI HCTIOTHUTENS (MCIIOTHUTENICH ), TOpyUeHUE
MO0 JOKYMEHTY, NpHU HEOOXOJUMOCTH - CPOK HCIOJIHEHHMs, TOIMUCH JIMIA, BBIHECIIETO
PE30IIIOIHIO, 1aTy PE3OJIIOLINH.

Pe3omronus, kak mpaBuiio, MUIIETCS OT PYKH PYKOBOJUTENEM Ha MOJIMHHUKE JOKYMEHTA
Ha CBOOOJIHOM OT TEKCTa MeCTe.

ITpumep —
®amuiausa U.0.
IIpoumy nmoaroroButh npeaioxenus K 10.11.2023.
IMognucey
Jara

OTMeTKa 0 KOHTpOJIe.

OTMeTKa O KOHTPOJIE CBHJIETEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
IIPOCTABIISIETCS LITAMIIOM WJIM IPOU3BOJUTCS 3alMCh OT pyku «KOHTpOJIB» Ha BEPXHEM IIOJE
JIOKYMEHTA.

KonTpoimto nojsiexar Bce 3aperucTpupoBaHHbIE JOKYMEHTBI, TPEOYIOIINE NCTIOTHEHUS.

Cpoku HCHOJIHEHMs] [OKYMEHTa YCTAaHABIMBAIOTCA B COOTBETCTBHUM CO CpPOKaMH,
0003HaYeHHBIMU 3aKOHOAATEIHCTBOM, OpraHM3allel, HallpaBUBIIeH MOpydYeHHe WIH MPOChOY,
pacCHOpSIIUTENILHBIM ~ IOKYMEHTOM  FUJIM  PE3OJIIOIMEH  PYKOBOJIUTENS  00pa3oBaTeIbHOM
OpraHH3aIiHy.

Cpoxk npocrasinsiercst B GopMe AaThl 3aBEPILICHUS UCTIOTHEHHUSI.

OTMeTKa 0 HanpaBJeHUU JOKYMEHTA B J€J10.

OrmMmeTKa o HaIlpaBJICHUU JOKYMCHTA B JCJIO OHNPCACIACT MECTO XpAaHCHHA JOKYMCHTA
MMOCJIC 3aBCPUICHUA pa6OTLI C HUM H BKJIIOYaeT: cjiopa «B ACI0», MHACKC JCJIa 10 HOMCHKJIATYPC
ACJI, B KOTOPOC MOMEMIACTCA JOKYMCHT HAa XpPaHCHHE, C YKa3aHUECM TroJa, AOJDKHOCTH JIUIa,
Oq)OpMI/IBIHeFO OTMCTKY, IIOAIINCH, JAaThI.
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IMpumep —

B nemo Ne 01-18 3a 2020 r.

Cekperapsb

IMognmuces Jara

OTMeTKa O HaMpaBJICHUH IOKYMEHTA B JIEJIO MOKET JIOMOJIHITHCS KPATKUMU CBEJICHUSIMU
0 XapakTepe UCIOJIHCHHSI IOKYMEHTA.

4. TpeOoBaHMsl K COCTABJIEHNIO HEKOTOPBIX BU/0B JOKYMEHTOB.

IIpukas.

IIpuka3 - npaBOBOW JIOKAJIBHBIA HOPMATHBHBIM AKT, KOTOPBIM H31a€TCA €IUHOIMYHO
PYKOBOJUTENEM O00pa3oBaTeNbHONW OpraHM3allid W YIOCTOBEPSET PELICHHS OpraHU3allOHHO-
pacnopsAUTENBLHOTO XapaKTepa.

[Ipuka3pl M3[aIOTCSI MO OCHOBHBIM BOIPOCAaM JIEATEIbHOCTH, aJIMUHUCTPATUBHO-
XO3SUCTBEHHBIM BOMpPOCAaM W KaJpOBBIM BOIpocaM (JMYHOMY COCTaBy) 0Opa3oBaTeIbHOU
OpraHH3aIiH.

[Ipuka3 moanuceIBaeTCsl B COOTBETCTBHH C TPeOOBAaHUSMU, yKa3aHHBIMU B PekoMeHgarmm.

[Tocne moammcaHusi mpuKasa U3MEHEHHS W/WIM JOTOJHEHUS B HETrO0 BHOCATCS IyTEM
U3JJaHKUS HOBOTO TPUKa3a O BHECEHUU U3MEHEHUH W/UIIH JOTIOJTHECHHH.

[Ipuka3, kax mnpaBwio, odopmisieTcs Ha OJlaHKe 00pa30BaTEIbHOW OpraHu3allid B
[I€YaTHOM BH/JIE.

[Ipuka3 umeeT cienyrolre peKBU3UThHI: HAUMEHOBAaHHE 00Pa30BaTEIbHOM OpraHu3aluu
COIJIacHO ycTaBy; HauMeHoBaHue Buaa fokymeHTa (IIPUKA3), nara, Homep, MECTO cOCTaBIICHHUS,
3aroJIOBOK K TEKCTY, TEKCT, HAaUMEHOBAHME JOJDKHOCTH, IOAINNCH JOJDKHOCTHOIO JIMLA
(MHUIMAIBI, (aMUITUS ), BU3bI COTJIACOBAHUS, O3HAKOMJICHHUSL.

Jlaroii mpukaza (pacrnopsbkeHHsl) siBIsieTcs Jara ero noanucanus. Jlata odopmisercs
U(pOoBBIM CIIOCOOOM; HOMEpP COCTOMT W3 3Haka «No» M NOPSAIKOBOrO HOMEpa MpHKasza: OT
00.00.0000 Ne 000.

Copep:xaHue npuKasza KpaTKo U3JIaraercs B 3arojlOBKE, KOTOPBIA HaYMHAETCS ¢ Mpeasiora
«O» 1 COCTaBISETCS C MOMOIIIBIO OTIIIArOJIBHOTO CYIIECTBUTENBHOTO («O0 yTBEpKIEHUU...», «O
CO3JIaHUM...») WM CYLECTBUTENBHOTO («O0 UTOrax...»).

B npukasax TekcT u3naraercs oT NepBOro JHIa €AMHCTBEHHOTO YUCIA («IIPUKA3bIBAIOY).

Bo BpeMs 03HaKOMIIEHHS C IPUKA30M yKa3aHHBIMU B HEM JIMIIAMH Ha IIEPBOM JK3EMIUIIPE
IIPUKa3a IPOCTABJISIOTCS MOANKMCH C YKa3aHUEM JAThl O3HAKOMJICHUS.

Howmepa cTpanuil mpocTaBisitoTcsl HocepeilnHe HUYKHETO TOJIsl IUCTa HAYMHAs CO BTOPOTO
JHUCTA.

[Ipuka3bl HyMepyIOTCs B MOPSIIKE X W3/aHUS B Mpefesiax KaJeHAapHOoro rojia; MpuKasbl
[0 OCHOBHOMW JIEATENBHOCTH M MO KaJpPOBBIM BOIpPOCaM (JIMYHOT'O COCTaBa) UMEIOT OTEIbHYIO
MOPSIKOBYIO HyMEpaLHMIO.

[Tpu HymMepauy NpUKa30B JOMYCKAETCS UCIIOJIb30BAaHHUE JOMOTHUTEIbHBIX OYKB.

ITpumep:

K- xkaapsi;

JI - IMYHBIA COCTAB;

O- ocHOBHAs 1eSITEILHOCTD;

Y — obyuarommuecs.
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[Tpuka3 BcTynaer B CHIIy C MOMEHTA €T0 MOANUCAHHS PYKOBOAMUTEIEM 00pa3oBaTeIbHON
OpraHu3allii, €CIM B TEKCTe HE YyKa3aHO JpYroro cpoka. lIpukasbl perucTpupyrorcs B
KHuure/>)ypHasue perucTpaiiu NpuKkasoB (npunoxicenue 2).

[Mpukassl  ¢opmupyrorcs B Jleno omuH pa3 B kBaptan. KHura/xypHan
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIUIAETCS MOJIUCHI0 PYKOBOAUTENS U TEYaThIO
00pasoBaTebHON OpraHu3aluu (npunodicenue 1). B koHne kanenmapHoro roga Jlemo (e 6omee
250 nmuctoB) odopmisiercs B cooTBeTcTBHH ¢ [lonoxkeHnem 06 apxuBe.

IIpuka3bl 10 OCHOBHOM JeATEJIbHOCTH.

Tekct mpukasza 1o BOIpPOCaM OCHOBHOHM JIEATENBHOCTH OOpa30oBaTeIbHON OpraHMU3aluu
COCTOUT M3 JIBYX YacTel - KOHCTaTUpyIouIen (mpeamMOyiibl) U pacriopsAUTEIbHOM.

B koHCTaTupyrolend 4acTu OTPa)KaroTCsA LENU W 3aJadyd MPEANUCHIBAEMBIX JIEHCTBHI,
IIPUYMHBl W3JIaHUS TPUKa3a, JAETCsl CChbUIKA Ha JOKYMEHT, IOCIIY)KMBIIMHA OCHOBAaHUEM IS
IOArOTOBKM IIPHKa3a. YKa3aHHas 4acTb MOXKET HAUMHATBCS cO clI0B «Bo mcnosHenue...», «C
LeNbl0...» U ToMy nojgobOHoe. Ecim [OKyMEHT wu3gaercs Ha OCHOBaHMU JIPYroro
pacopsiAUTENBLHOTO JOKYMEHTA, B KOHCTATUPYIOIIEH 4acTH yKa3bIBacTCs Ha3BaHUE BHJIA 3TOTO
JOKyMeHTa, ero aBrop (MunucrepcrBo, COBET MUHUCTPOB U JIp.), /1aTa, HOMEP U 3arojoOBOK.
Touka B KOHIIE KOHCTaTUPYIOIIEH YaCTHU HE CTaBUTCH.

PacniopsinutenbHas yacth npuka3za HauumHaercs co cioBa ITPUKA3BIBAIO, xortopoe
[IeYaTaeTCs ¢ HOBOM CTPOKM OONBIIMMHU OyKBaMH C OTCTYIUIGHHEM OT JjeBoro mouss 1,15, 6e3
KaBBbIYEK, I10CJIE YETO CTABUTCS JBOCTOUHE.

PacniopsaurenbHas 4acTb JENUTCS Ha IYHKTHl U IOAIYHKTBI, KOTOPBIE HYMEDPYHOTCS
apabckumu 1udpaMu. B KaxJI0M IMyHKTE TOJDKHBI OBITh YKa3aHbl MCIOJIHUTENH, KOHKPETHBIE
3aJaHusl (MOPYYEHMs) U CPOKM HX BBINOJHEHMs. VICHOTHUTENM MOTYT OBbITh Ha3BaHbI TaKXke
0000IIEHHO: «PYKOBOJUTEINSIM METOJIMUECKUX 00BEANHEHHIT», «3aMEeCTUTENAM TupekTopay. [Ipu
ATOM, KaK NPaBUiIo, HE MPUMEHSIETCS HallMCaHNE HEKOHKPETHBIX MTOPYUYEHHM, KOTOPBIE COIEPKAT
cjoBa: «YCKOPHUTBY, CYJYULIUTH, «aKTHBU3UPOBATHY, «o0OpaTUTh  BHUMAaHUEY,
«COBEPILEHCTBOBATHY, «IIPOJIOJIKUTHY U T.II.

OtnenpHble 3a7aHus (HaIpUMeEp, 3a/aHus, cojepxalivie IUPpOoBble TaHHBIE) MOTYT
0oopMIIATHCS B BUJIE TIPUIIOKEHUS K ITPUKA3y CO CCHIJIKOW HAa HUX B COOTBETCTBYIOIIMX MYHKTaX
nprKa3za u ohOpMIISIFOTCS COTJIACHO IaHHBIM PexoMeHaanusm.

Crpanuubl IprKasa 1 NPUIOKEHUH HyMEPYIOTCS KaK eUHbINA JOKyMeHT. Ecnu mpukazom
OTMEHAETCA TNPEAbIAYIIUNA PpacHOpPSAOUTENBHbI JOKYMEHT, B DPAclOpPSAWTENbHON YacTH
YKa3bIBA€TCS MYHKT, KOTOPBIA JOJKEH HaYMHAThCs cO cioB: «[Ipu3HaTh yTpaTUBILIUM CHILY...».

W3meHeHus, BHOCUMBIE B ITPHKa3, 0)OPMIISIOTCS OTAETbHBIM MPUKA30M, KOTOPBIH JOKEH
UMETh TaKo! 3arojoBoK: «O BHECEHWH U3MEHEHUH U/UTU TOMOJHEHH B IPUKA3 ...» C YKa3aHUEM
JaThl, HOMEpA, 3arojoBKa PAcMOpPSAUTEIbHOIO JOKYMEHTa, B KOTOPBIM BHOCATCS HW3MEHEHMS.
PacniopsurenbHas yacTh IpuKa3a HAYMHAETCA C TAKOTO ITyHKTA!

1. Buectn u3meHeHus B npukas.. Jlanee OTHENbHBIMM - IOJIYHKTaMH
(bopMyIHUPYIOTCS U3MEHEHUS B PACIOPSIUTENbHBIN TOKYMEHT.

IIpumep —

1) myHKT 2 U370KUTh B CIIEAYIOLIEH peaKluu;

2) NyHKT 3 UCKJIIOYHTD;

3) ab3air BTOpOii myHKTa 4 JOMOJHUTE CIIOBAMH...
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Ecnu n3MeHeHMs! B pacnopsIuTeNbHbI JOKYMEHT O0(OpMIIIOTCS Ha OTAEIBHOM JIMCTE
(JiucTax), B IEPBOM IIYHKTE PACIIOPSAUTENBHON YaCTH IPUKa3a YKa3bIBACTCA:

1. Baectu u3MeHeHus B...
[TocnenHuii IyHKT pacHoOpsAIUTENIBHONM 4acTH B Ciloydae HEOOXOJUMOCTH MOXET COJEpKaTh
pelIeHre O BO3JIOKEHUHM Ha JIOHDKHOCTHOE JHUIO (YHKIMHA IO KOHTPOJIIO 3a HMCIIOJHEHHEM
IIPUKa3a.

IIpuka3bl 10 KaAPOBBLIM BOIIPOCAM.

IIpuka3sl 1O KagpoBBIM BoIlpocaM (JIMYHOMY cOCTaBy) O(OPMIISIOTCS Kak B
yaudunupoBanaoit popme (Ilocranosnenune I'ockomcrara P® ot 05.01.2004 Ne 1 «OG06
YTBEP)KICHUH YHU(PHUIMPOBAHHBIX (POPM MEPBUYHON YUETHOM TOKYMEHTALMU IO YUETy TpyJa U
€r0 OIUIAThI»), TaK U B TEKCTOBOM.

JlaHHBII BUJ TPUKA30B OPOPMIISETCS B BUI€ UHANBUIYAIBHOTO M CBOJHOTO.

B unnuBuayanbHOM npUKasze coaepkUTcs HHGopMarus 06 01HOM pabOTHHUKE; B CBOJTHOM
- 0 HECKOJIbKUX, HE3aBHCHMO OT TOT0, KaKHe yIpaBJIEHYECKUE PEIIEHUS 110 HUM NPUHUMAIOTCS
(mpuem Ha paboOTy, Ha3Hau€HUE Ha JIOJDKHOCTH, MEPEBOJ Ha JAPYryH AOKHOCTH (paboTy),
YBOJIBHEHUE U JP.).

ConepxaHre MHIMBUAYAJBHOTO IMPHKa3a MO KaJIpOBBIM BOIpOcaM (JMYHOTO COCTaBa)
KpaTKO M3JaraeTrcs B 3aroJioBKe, KOTOPBIA HaumHaercs ¢ mpemiora «O» M cocTaBiseTrcs ¢
MIOMOIIIBIO OTTJIATOJIBHOTO CYIIECTBUTENBHOTO: «O Ha3HAuUeHHH...», «O MPUHATHH...». B CBOIHBIX
NPUKa3ax MOXKET MPUMEHATHCS 0000IICHHBI 3arofoBok: «O KaapoBhIX Bompocaxy, «O ITHIHOM
COCTaBe».

B Tekcre mnpukaza mo KaJpoBbIM BolpocaM (JIMYHOMY COCTaBy), Kak IpaBHIIO,
KOHCTaTHPYIOIIAs 4aCTh HE OTMEUaeTCs.

PacnopsinutenpHass 4YacTh IpHKa3a HauWHAeTcs, Kak IMpaBWwio, C TIJlaroja B
HeonpeneneHHoit ¢opme: «[Ipuniare», «Hasnauutb», «llepeBectn», «OOBSABUTE» M TOMY
nogo0Hoe.

Jlanee yka3pIBatroTCsl paMUIIMsI, UM, OTYECTBO (IIPU HAJIM4YMHU) paOOTHUKA, HA KOTOPOIO
pacrpocTpaHsieTcst IeHCTBHE MpUKa3a, U TEKCT MpuKasza. B cBogHOM mpukase (GaMuiniy JHIl B
npezenax MyHKTOB pa3MeIaoTcs 1Mo anaBuTy.

B npukase o Ha3HaYEHUM WIN YBOJIbHEHUH pa0OTHUKA yKa3bIBAeTCs MOJIHAS JlaTa (4McIo,
Mecsll, roJT) pakTUYECKOro BbIX0Aa pabOTHHKA Ha paboTy (IpeKpaleHHs TPYJOBBIX OTHOLIEHUH),
pasMepsl ero TOJKHOCTHOTO OKJIaJla COTJIACHO IITAaTHOMY PaclHUCaHUIo.

B cBogHOM mpuKase 1Mo KaapoBBIM BOIpocaM (JINYHOMY COCTaBY) B PAaCHOPSAUTENbHYIO
4acTh BKIIFOUAETCS MHPOPMAITUS, KOTOpast pa3MeIIaeTcs B TAKOW TMOCIIE0BATEILHOCTH: TPHEM Ha
paboTy, MepeBo/l, yBOJbHECHHE.

B kxakoM myHKTE MpHKas3a Mo KaJpOBBIM BOIpocaM (JITYHOMY COCTaBY) YKa3bIBaeTCs
OCHOBaHHE OTHOCHUTEIFHO €ro W3JaHus (3asBlieHHEe paOOTHWUKA, TPYAOBOW JOTOBOP
(cormamenue), NOKJIAHAs 3alMCKa, MPEACTaBICHUE, XO0JaTaiiCTBO, pPelIeHHe aTTeCTallMOHHON
KOMHCCUU 00111e00pa30BaTeIbHON OpraHu3aIim) 1 T. 1.

Pacnopsiskenue.

Pacniopsixenue - paciopsIUTENbHBIN JTOKAIbHBI HOPMAaTUBHBIN ITPABOBOM aKT, KOTOPBII
U3JaeTCsl PYKOBOJAIINM paOOTHUKOM 00pa30BaTEIbHOW OprHU3aluy (HampuMep, 3aMeCTUTENIEM
PYKOBOJUTES, PyKOBOAMUTEIEM CTPYKTYPHOI'O MOJPA3/€IeHNUs1) 0 BOIpOcaM HH(POPMALIMOHHO-
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METOJUYECKOr0, aIMUHUCTPATUBHO-XO3UCTBEHHOT0O UM  OPraHM3allMOHHOTO  XapakTepa,
BXOJISIIIIUM B €0 KOMIIETCHIIHIO.

PacnopspxenreM opOpMIISIOTCS] BOMPOCH! KPATKOCPOYHOT'O OJJTHOPA30BOTO XapaKTepa.

PacriopspkeHus COCTaBISAIOTCS aHAIOTUYHO IPUKa3aM (B IE€YaTHOM BapHaHTE) MOKHO 0e3
cioBa «[IPUKA3BIBAIO».

KoncraTtupyromas yacTh TEKCTa B PaCHOPSIKEHUSIX OTAEISETCS OT PaclopsAUTEIbHON
yactu cnoBamu: «IIPEJJIAT'AKO», «PEKOMEHJVYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXOAVMbIM».

Pacniopsbxkenust  peructpupyiorcss B KHure/>sxypHaje perucTpauuyd pacHopsiKeHHM
(mpunoxxenue 2). Kuura/xypHal NpOHYMEpPOBBIBACTCS, HPOIIHYPOBBIBACTCS, CKPEIUIAETCS
NOJNKMCHI0O PYKOBOJAUTENS M TeYaThlo 00pa3oBaTelNbHOM opraHu3auuu. PacnopspkeHus
dopmupyrorcs B [leno onuH pa3 B kBapTal. B koHIe kanenmapaoro roga Jemo (ae 6omee 250
JTUCTOB) oopmIsieTcs B cooTBeTcTBUH ¢ [lonoxennem o6 apxuse.

ITporoxko..

IIponiecchl mpUMeHEeHHs YNPaBICHUECKUX pELIeHU 00pa3oBaTeibHO opraHusanuei u
CaMM pelIEHUs JOKYMEHTHUPYIOTCSI C MOMOILIBIO MPOTOKOJIOB KOH(EpeHLUH, Melarorndyeckux
COBETOB, KOMUCCHUH U TIP.

B npoTokonax 3acegaHuii KoJUIETHANIbHBIX U COBEILATENbHBIX OPIraHOB TEKCT M3JIaraercs
OT TPEThEro JIMLA EIWHCTBEHHOrO0 4Hcia («I1eJaroru4ecKUil COBET... IOCTAHOBJIISETY,
«coOpaHue... Pemuioy).

IIpoTokoi1 cocTaBseTCsl HA OCHOBAHUH 3aIIUCEH, CIIENAHHBIX HEIIOCPEACTBEHHO BO BpEMs
3acelJaHui, IPEICTABICHHBIX TEKCTOB U TE3UCOB JOKJIAJ0B U BBICTYIUICHUH, CIIPABOK, IIPOEKTOB
pELIEHU.

ITpoTOKOI MOKET COCTaBIATHCA Kak B PYKOIMCHOM, TaK U B IIe4aTHOH (opme.

JlaTol mpoToKoOa ABISAETCS AaTa NPOBEACHUs 3aceqanus. Ecin 3acenanne npoaoikanoch
HECKOJIBKO JTHEH, TO Yepe3 TUPE YKA3BIBAIOTCS MEPBBIN U NOCIECIHNN JEHb 3aCECJaHuUs.

Homep mnpoTokona [A0MKEH COOTBETCTBOBATH IOPSIAKOBOMY HOMEpY 3acelaHMsl.
Hywmeparus npoTokoioB BeaeTcs B Npeaenax KajleHIapHOro Toa OTAENIbHO M0 KaKJOW TpyIe
IIPOTOKOJIOB 3aCE/IaHNsl COOTBETCTBYIOIIETO KOJIETHAIbHOTO OpPraHa.

B pexBuznTe «MECTO 3acCeNaHNs» YKa3bIBA€TCS HA3BAaHUE HACEJIIEHHOTO ITYHKTa, B KOTOPOM
COCTOSUIOCH 3aCEAAHHUE.

3aroJoBOK K TEKCTy MNPOTOKOJIA JOJDKEH OToOpaxaTh BHJ 3aceJaHMs (COBELIaHHE,
cobpanue, KoH(epeHIUs U T.1I.) UM KOJUIETHAIBHON J1eTeNbHOCTH (KOMUCCHSI, COBET, COOpaHue,
pabouas rpynmna 4 T.I.) ¥ BKJIIOYaTh Ha3BaHUE BU/Ia JOKYMEHTA.

TekcT mpoTOKOJIa COCTOUT U3 BBOJHOW M OCHOBHOM YacTeil.

BBognas wacth comepkuT mnoctosiHHyo uHpopmanuio (cioBa I[IPEJICEJIATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIN) u nepemeHnyio (haMuiaus, WHULHUANBI MpeacenaTens,
CeKperaps M  TNPHUCYTCTBYIOIMX). IIpy  HEOOXOIMMOCTH  yKa3bIBAIOTCS  JIOJDKHOCTH
IOPUCYTCTBYIOIINX, a TaKKe WHUIMUAIBL, (aMUIMM JOJDKHOCTH JIMIL, TPHUIVIALICHHBIX Ha
coemtanue. [Ipu konmdecTBe ydacTHHKOB Oosee 10 cocTaBisieTcsi COHUCOK MPUCYTCTBYIOIIUX,
KOTOpPBIN MpHJIaraeTcs K NpoTOKOIY.

Ecmun mporokon odopmisiercs B meuatHot ¢dopme, TOo cioBa I[IPEJCEINATEIJID,
CEKPETAPD, ITPUCYTCTBOBAJIN nevataroT OT HYJIEBOTO MOJOXKEHUS TaOyasiTOpa, OT 2-TO
MOJIO’KEHUS TaOyNIATOpa CTABUTCS TUPE, MHUIMAIBI U (aMUJIMU MMUIITYT B UMEHUTEIbHOM IMaJIeXKe.
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daMuIMM MPUCYTCTBYIOIUX pacloyiaraloTcs B al(aBUTHOM MOpsAKE M NedaTaroTcs uepes |
MEXCTPOYHBIM UHTEPBAIL

BBogHas wacth mpoTokojsa 3akaHuMBaeTcs mnoBecTkod nHsA. CioBa «lloBectka aHsI»
NIeYaTal0T OT HYJIEBOTO TOJOXKEHHUs TalynaTopa, Mocje HUX CTAaBUTCS JABOETOYHE. Bormpocs
MOBECTKU JTHS HyMepYyIOTcs apadckumu Iudpamu. Kaxaslii HOBBI BOIpoOC meyararoT oT 1-ro
HOJIOXKEHUS TabyIsATOpA.

ITocenoBarenbHOCTh PACIOIOKEHUS BOIIPOCOB OINPENEIAETCS CTEIEHBIO UX Ba)KHOCTH.
Bomnpockl nepeuncisoTcst B MMEHUTENbHOM najexe. Jloknan (otuer, coobuienue, uHpopmanus),
HalMEHOBAaHUE I0JKHOCTH, MHULIUAJIBI U (PaMUIIMIO JOKJIaYMKa [UIIYT B POAUTEIILHOM HaJIeXKe.
He pexoMmeHyeTcs BKIIFOYATH B MMOBECTKY JHS Bonpoc «Pa3Hoey». Kax bl BOIpoc JOMKEH ObITh
KOHKpeTu3upoBaH. opMupoBaHue BOIIPOCOB B MOBECTKE AHs HauMHaeTcd ¢ npeiora «O (0O0)».

OcHOBHasl 4acTh MPOTOKOJA COCTOMT U3 Pa3JIeloB, KOTOPHIE JOJKHBI COOTBETCTBOBAThH
IMyHKTaM MOBECTKHU JHs. Paznensr HymepyroTes apabckumu nudpamMu v CTPOSTCS MO TAKOH CXeMe:

CJIYIIAJIA - BBICTYIIWJIN - PEHINJIN (ITOCTAHOBUJIN),

VYKazaHHbIE CJIOBa IN€YaTalOTCs OOJIBIIMMU OykBaMu 0€3 OTCTyNna OT I'PaHUIbI JIEBOTO
nosist. [locne aTux cioB cTaBUTCS ABOETOUHE.

Ilocne cnosa CJIVIIAJIM yka3piBaeTCsl KpaTKUW TEKCT BBICTYIUIEHHS OCHOBHOIO
JoKIaa4uKa. GaMumus 1 THULMAIbI KaXA0T0 JOKJIAIUYMKA [IEYaTAr0TCs ¢ HOBOM CTpokH. KpaTkuii
TEKCT BBICTYIUICHUS U3JIaracTCsl B TPETHEM JINIIE €ANHCTBEHHOI'O YNCIIA.

TekcTsl WM TE3UCHl JOKIAIOB M BBICTYIJICHUH, OQOpPMIEHHbIE KaK OTJEIbHbIE
JIOKYMEHTBI, B TEKCT IIPOTOKOJIA HE BKIIOYaroTCsA. [locine cBeaeHuit 0 T0KIaqUUKe CTABUTCS TUPE
U yKasbiBaeTcs: «TekcT Toknaza (BeICTYIUICHHUS) IPUIIAraeTcst K IPOTOKOIY.

[Tocne cnoBa BBICTYIINJIN ¢ukcupyroTcsi BHICTYIUICHUS TE€X JHI], KOTOPbIE MPUHSIIN
ydacTHe B OOCYXJEHHM JOKJIajga. BwICTyruieHus OoQOpMIISIOTCS B MPOTOKOJIE € YKa3aHUEM
JOJDKHOCTEH, (aMHIMI M MHUIMANIOB, BBICTYNAIOMIMX B MMEHUTEIBHOM MaJieke, a Takke C
KpPaTKUM H3JI0)KEHUEM COJEp)KaHUS BOIpOca U OTBETOB Ha Hero. CopepaHHe BBICTYIIICHUI
W3JIaraeTcsl OT TPETHEro JUIA €AMHCTBEHHOTO YUCIIA.

[Tocne cnoa PEIINJIM (IIOCTAHOBWJIN) ¢uxcupyercs NpuUHATOE pELIEHUE IO
o0cyxJjaeMOMY BONPOCY MOBECTKH AHs. PemieHue M0KHO OBITh KOHKPETHBIM M BKIIIOYATh
COCTABJISIIOIIME, KOTOPBIE OTBEYAIOT HA CJIETYIOLINE BOIPOCHL: KOMY, YTO CAENATh U B KAKOH CPOK.

Pemrenus, conepkalire HECKOIbKO BOIIPOCOB, MOAPA3ACIIAIOTCS Ha ITYHKTHI U IIOAITYHKTHI,
KOTOpbIe HyMepytoTcst apabckumu 1udpamu. [TonnyHKTe HyMepyroTcs nudpamMu ¢ TOUKOH.

B cnyuae, xorgja Ha 3acejaHMM NMPUHUMAETCS pelleHHe 00 YTBEP)KICHMU JOKYMEHTa,
KOTOPBII 00CyX/1acs Ha 3acelaHuM, 3TOT JOKYMEHT IpHUJIaraeTcs K IpOTOKOIY U B HEM JieNlaeTcs
CChUIKA Ha HOMEp H Jary mporokosa. [Ipm Hamuumm Jpyrux JOKYMEHTOB, KOTOpBIE
paccMaTpUBaIMCh Ha 3acelaHuU, U (PakT 0OCYXIEHHS KOTOPBIX ObUT 3a)UKCHPOBAH B TEKCTE
IIPOTOKOJIa, OHU HyMepyrorcs apabckumu mudpamu (Ilpunoxenue 1, Ilpunoxenue 2). B
COOTBETCTBYIOIIMX ITYHKTAaX MMPOTOKOJIA JAEJIACTCSA CChUIKA HA 3TH MPUIIOKEHHUSL.

IIpoTOKONI MOANUCHIBAETCS NPEACENATENbCTBYIOIUM HA 3aCEJaHUHM KOJUIETHAIbHOTO
OopraHa u ceKperapeM.

Beinncka w3 MpoTOKONA — TOYHAss KOMUA YacTU TEKCTa IOMJIMHHOIO IIPOTOKOJIA,
OTHOCSILIETOCs. K TOMY BOIIPOCY IOBECTKU JHS, II0 KOTOPOMY I'OTOBUTCS BBINIUCKA. BbInucka u3
IIPOTOKOJIAa COJIEPKUT  CJIENYIOIIME PEKBU3UTHL: HaWMEHOBaHHE 00I1e00pa3oBaTENbHON
OpraHM3aly, Ha3BaHWE BUAA JOKYMEHTa (BBIIMCKAa M3 MPOTOKOJA), JlaTa 3acelaHusi, MECTO
COCTAaBJIEHMS, 3ar0JIOBOK K TEKCTY, TEKCT, MOAIUCH, OTMETKY O 3aBEPEHHUH KOIUH.
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[Iporokonbl peructpupytorcss B Kuure/xxypHane peructpaiuu IpoTOKOJIOB (IIPHII0KEHNE
3). Kuura/xypHan NOpOHYMEpOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIUIIETCS IOAMUCHIO
PYKOBOIMTENS U Me4YaThio oOpa3oBaTenbHOM opranusanuu. [Iporokonsl ¢popmupyrorcs B Jleno
OJIMH pa3 B KBapTai. B koHne kanengapuoro roja Jleno (ue 6omnee 250 nuctoB) opopmisercs B
cootBercTBUH ¢ [lonoxenuem 06 apxuse.

Cuay:xeOHO€e MUCHbMO.

Ciyxe0HOoe MUCbMO COCTaBIIAETCS C L1ebI0 00MEeHa HH(OpMaIMel U TPeICTaBIseT cO00i:

- OTBETHI O BBINOJHEHUH 33JaHUN, ONPENEICHHBIX B aKTaX OPraHOB I'OCYJapCTBEHHOHN
BJIACTH, OPYUYEHUAX BBICHIMX JOKHOCTHBIX JIULL;

- OTBETHI Ha BBINOJIHEHHUE [TOPYUYEHUH BBIIECTOSIIIUX OPTaHU3ALNN; - OTBETHI Ha 3aIIPOCHI
JIPYTUX YUPEKICHUH;

- OTBETHI HA OOpAIICHUS TPAKIAH;

- OTBETHI Ha 3aIPOChl HA UHPOPMALIUIO;

- AHALINATUBHBIE [TUCHMA;

- COIPOBOJIUTENbHBIE ITUChMA.

CayxebHoe mcbMo opopmiisieTcs Ha O1aHKe 00pa30BaTeIbHOM OpraHu3aluy.

[luceMo umeeT cieayrolue peKBU3UTHI: JaTa, PeruCcTPallMOHHBIM HOMEp (MCXOISALIMIL),
CCBLIJIKA HAa PETUCTPALIMOHHBIM HOMED (BXOASIIMN) U ATy JOKYMEHTa, Ha KOTOPBIN JaeTcsl OTBET
(mpu HanM4uMM), ajapecar, 3arojlOBOK, TEKCT, OTMETKAa O HaJIMYMU NPUIOKEHUH (B ciydae
HEO0OXOIMMOCTH ), MMOANHKCH, cBeAcHHsI 00 ucronantene (P.M.0., KoHTaKTHBIA HOMep TenedoHa).

JlaToli muceMa sBISETCS JaTra e€ro MOJIMCaHMUs, KOTOpas JOJDKHA COBIAAATh C JATOU
PETUCTPALIMH UCXOJAIIEH KOPPECIIOHICHIIMH.

OCHOBHBIM PEKBHU3UTOM CIIy>KEOHOTO MUChbMa SIBJISIETCS TEKCT, KOTOPbIH, Kak IpaBuiIo,
COCTOUT U3 JIBYyX yacTeil. B mepBoii yactu yka3plBaeTcsi IpUYMHA, OCHOBAaHME UM 0OOOCHOBAaHUE
HOJArOTOBKH IHCHbMAa, MPUBOJATCS CCHUIKM Ha JOKYMEHTBI, KOTOpbIE OBLIIM OCHOBaHHMEM JUISl €r0o
coctaBieHUs. Bropas yacTh BKIIIOYAeT BBIBOJIbI, NPEIIOKEHHS, MPOCHObI, pelieHus U T. II.,
KOTOpBIE pa3MelIaTcs ¢ ab3ara.

Kak npaBuio, B nuceMe 3aTparuBaeTcsi O1H BOIPOC.

TexcT nucbMa u3naraeTcst OT MEPBOrO JHUIA MHOKECTBEHHOTO YHCIIa C UCIOJIb30BaHUEM
CJIOB: «IIPOCHM COOOLIUTb...», «PA3bACHIEM, UTO...».

Cayxe0Hoe MMCbMO MOAMUCHIBAETCS PYKOBOIUTENEM 00pa30BaTeIbHOM OpraHu3aluu.

Cnpaska.

CrpaBka - TOKyMEHT, TOITBEPKIAIOIIUI Kakue-1100 (paKThl UM COOBITHS.

CrnpaBku OBIBAaIOT IBYX BHUJIOB:

CrpaBka JiJIs1 ONMMCAHUS WM TMOATBEPXKACHUS (PAKTOB, WM COOBITHII B JIEATEIBHOCTH
OpraHu3aluHm.

CripaBKM COCTaBJISIFOTCS 110 YKA3aHUIO BBIIIECTOSALIEH OpraHU3aluy WM PYKOBOAMUTEIS
o0pa3oBaTeNbHON OpraHu3aluy Ui HH(GOPMAIMK O BHIMOJIHEHUH TUIAHOB, 3aJaHUN, TOpyYEHUN
Y TIPEJCTABIIAIOTCS B YCTAHOBJIEHHBIE CPOKH.

Texcm makou cnpagku cOCmoum u3 08yx 4acmetl.

B nepBoii yacTu nsnaratotcst (hakThl, MOCTYKUBIINE TOBOJIOM K €€ HallMCaHUI0, BO BTOPOU
- NPUBOJATCA KOHKPETHbIE JaHHble. BBIBOIBI M MNpeANio’)keHUs B CIpaBKe He narorcs (3a
UCKJIIOYEHHEM aHaJTUTHYECKOIN).
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CropaBka [0MKHa OOBEKTHBHO OTpaXkaTh COCTOSIHME €N, €€ COCTaBJIEHHE Tpedyer
TIIATEIBHOTO cOOPa U MPOBEPKHU CBEICHHIA, MOTYT IIPUBOIUTHCS TaOIHIIBI.

CHpaBKI/I, COCTAaBJICHHBIC AJI1 PYKOBOAUTCIIA OpraHnu3alu, NOANHUCBIBACT COCTABUTCIIb.

CrpaBkM, KOTOpPBIE COCTaBISIOTCA 10 YKa3aHUIO BBIIIECTOSIIEH OpraHu3aluy,
MOJIKCHIBACT PYKOBOJUTEIH 001Ie00pa3oBaTeIbHON OpraHU3allHH.

JlaToii cripaBKH sIBJISIETCA AaTa €€ MOAIMHCaHusl.

CrpaBkH, YAOCTOBEpSAIOLIUE IOpUAUMYECKUE (aAKThl: IMOATBEPXKAECHUE MecTa paloThl,
3aHUMAEeMOM OJDKHOCTH, pa3Mep 3apabOTHON IIaThl U T. 1.

Jlis HUX NPUMEHSI0TCS YHU(UIMPOBAaHHBIE TpadapeTHble OJaHKH.

Taxoro poja cnpaBKu BBLAAIOTCS IO 3allpoCcaM 3aMHTEPECOBAHHBIX JIML (COTPYIHUKOB)
WJIU YYPEKJICHUN U PETUCTPUPYIOTCS B KYPHAJIE BbIIABAEMBIX CIIPABOK.

JlokaaaHasi 3anucka.

JloknagHas 3anUcKa - TOKYMEHT, aIpECOBAaHHBIA PYKOBOJUTENIO U MHPOPMHUPYIOIIHIA €ro
0 CJIOXUBIICHCS CUTYallH, UIMEBILIEM MECTO SIBJICHUH WIH (HaKTe BHIMOTHEHHON pabOThI, a TAKXKe
COJIEp KAl BHIBOJIBI M TIPEIJIOKCHHS COCTABUTEIIA.

JlokIagHas 3aIIMCKa MOKET BBITIOJIHATHCSI PYKOIKUCHBIM CIIOCOOOM.

TekcT MOKIAQAHOM 3amMUCKH JETUTCA HA JIBE YaCTH: IEpBas - KOHCTATUPYIOIAs, TIE
W3JIaraloTcsi MMEBIIME MECTO (DaKThl WM ONMUCBHIBACTCS CHUTYyallus, M BTOpas, B KOTOPOH
W3JIaraeTcs MpeaioKeHHe, Mpochoa.

TekcTy MOKIAAHOM 3aMMCKU 00S3aTENIbHO MPEIIIECTBYET 3aroj0BOK, HAYMHAIOIIUNUCS C
npemiora «O», «O6».

JloknagHas 3anucka oopmiiseTcss Ha TucTe Oymaru.

AKT.

AKT - JOKYMEHT, COCTaBJICHHbI HECKOJIBKUMHU JIMIAMU U MOJATBEPKIAAFOIINI
yCTaHOBJICHHBIC (DaKThI M IEHCTBUSI. AKTBI OPOPMIISIOTCS 10 pe3yibTaTaM pEeBU3UMI, PU IIPUEMe-
nepeaaye Jen, CIUCaHUM UMYIIIECTBA U TOMY TTOJ00HOE.

AKT odopmisieTcss Ha CTaHZApPTHOM Jucte Oymaru ¢opmata A4 U UMEET CIeayroIIne
PEKBHU3UTHI: Ha3BaHUE JOKYMEHTa, rpud yTBepxkaAeHUs (IIpU HEOOXOAMMOCTH), JlaTa U MECTO
COCTaBIICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJAIMKUCH JIUIl (He MEHee TPeX), KOTOPbIe COCTABIISIN
aKT.

TekcT akTa COCTOUT U3 BBOJAHOM U KOHCTATUPYIOLIEH YacTEN.

B BBO/IHOI YacTH yKa3bIBarOTCS OCHOBAHMS JJIsi COCTABJICHMS aKTa M Ha3bIBAIOTCA JIMIIA,
KOTOPBIE€ COCTABUJIM aKT WJIM MPUCYTCTBOBAJIHU MPHU STOM. B KOHCTaTHpYIOIIEH YacTH HU3JIaraeTcs
CyTh, 33/1a4M, XapaKTep MPOJIeTaHHON pabOThI, YCTAHOBJICHHBIC (DAKTHI, TPEAJIOKEHHUS U BBIBOIBI.
KoHncratupyromass 4actb MoxkeT o(opMisIThCs B BHjae TaOmuikl. B KoHIlE TekcTa akra
3aMUCBHIBAIOTCS JAHHBIE O KOJTMYECTBE DK3EMIUIIPOB aKTa U UX MECTO HAXOXKICHHSI.

AKT NOANUCHIBAETCS BCEMU JIMI[AMU, MPUHUMABIIUMH YYaCTUE B €0 COCTABIICHUH.

JIuo, uMeronee 3aMeuaHus K COJAEPKAHUIO aKTa, MOAMUCHIBAET €r0 M M3JIaraeT CBOE
MHEHHE Ha OT/ICJIbHOM JIMCTE, KOTOPBIM MpUIaraercs K akry.

Teserpammsl, TesepoHOrpaMMbl, PaKCUMHUJISIPHAS CBSA3b.
OTO JOKYMEHT IO ONEepaTUBHBIM BOIpOcaMm, IepelaBaeMblii 1o TenedoHy U
3alMChIBAEMBIN MOJTy4aTEIEM.
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OO0s3aTenbHBIMY PEKBU3UTAMU TaKUX JOKYMEHTOB SBIISIOTCS:

- HAMMEHOBAHUE YUPEKICHUM alpecaHTa U aJpecara;

- PEKBH3HT «OT KOTO» M «KOMY» C YKa3aHHUEM JOJDKHOCTH, (aMHUIMHM, U OTYECTBA
JOJIKHOCTHBIX JINLL;

- HOMEp, JaTa ¥ BpeMsl [Iepeauul U IpueMa JJI0KyMEHTa;

- JOJDKHOCTHU M (paMUIIMKY IepeiaBLUIero U MPUHSBIIETO T0KYMEHT;

- HOMepa Tes1e(hOHOB;

- TEKCT U IIOJIITUCH.

[TocTynuBuie NOKyMEHTBI JOJDKHBI UMETh TE )K€ PEKBU3UTHI, YTO U OTIPABISIEMBIE, 32
UCKJIIOYEHUEM IOATHCH.

JIOKYMEHTBI COCTABIISIIOTCS B OJJHOM SK3EMIUIPE U MOJIUCHIBAIOTCS PyKOBOIUTEIIEM MU
OTBETCTBEHHBIMH HCIIOJIHUTEIbHBIM.

DJIeKTPOHHBIE JOKYMEHTHI.

[Topsnok coctaBieHus, OQGOPMIICHHS UM COIJIACOBAHUS IPOCKTOB  AJICKTPOHHBIX
JOKYMEHTOB OCYILIECTBIISIETCS MO OOLIMM MpaBWJIaM JEJIONPOU3BOJICTBA, YCTAHOBIECHHBIM B
OTHOIICHUH AHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCUTENE. DJIEKTPOHHBIA JOKYMEHT
JIOJDKEH HMETh PEKBU3WTHI, YCTAHOBJICHHBIC IS aHAJOTMYHOTO JOKyMEHTa Ha OyMa)KHOM
HOCHUTEJIC, 3 UCKIIIOUEHUEM OTTHUCKA IIeUYaTH.

B nepedens o0s3aTeNbHBIX CBEACHUN O JOKYMEHTAX, MCIOJb3yEeMbIX B LIENSAX y4yeTa U
MOMCKA JOKYMEHTOB B CHCTEMax OJJICKTPOHHOIO JIOKYMEHTOOOOpOoTa 00pa3oBaTelbHON
OpraHu3alid B COOTBETCTBHM C IIpaBWJAMHU JICJONPOM3BOJACTBA B 00pazoBaTelIbHOU
OpraHu3alvu, BXOJIT:

® AJ[PECAHT;

® ajpecar;

® JI0JDKHOCTD, (haMUJIHSI U MHUITUAIBI JIUIA, TOAMHCABIIEro JOKYMEHT;

® BU/JI IOKYMEHTA;

e JlaTa JOKYMEHTA;

® HOMEp JOKYMEHTA;

® JjaTa MOCTYIUIEHUS IOKYMEHTA;

® BXOJALIMKA HOMEDP TOKYMEHTA;

® CChUIKA HAa UCXOJIAIINI HOMEDP U 1aTy JTOKYMEHTA;

® HaMEHOBAaHHE IOKYMEHTA;

® WHJEKC Jena;

® CBEJICHMS O IIEpeaJpecalii JOKYMEHTA;

® KOJIMYECTBO JINCTOB OCHOBHOT'O JIOKYMEHTA;

® KOJIMYECTBO MPUIIOKEHHU;

e 00I1Iee KOJIMYECTBO JTUCTOB MPHIIOKECHUN;

® yKa3aHUs MO UCIOJHEHUIO IOKYMEHTA;

e noKkHOCTE, @. . O. ucrnomauTens;

® OTMETKa O KOHPHUACHIIMATHHOCTH.

B cocraB [OMOTHUTENBHBIX CBEIEHUN 00 DJIEKTPOHHOM JIOKYMEHTE MOTYT OBITh
BKJIFOYEHBI CBEJICHUS: HANMEHOBAHUE aBTOPa JOKYMEHTA (€CJIM aBTOP HE COBIMAJIAET C aAPECAHTOM
(oTmpaBHTENEM) DIIEKTPOHHOTO IOKYMEHTA), OTMETKA O MEPEHOCE CPOKA UCTIOTHEHUS TOKYMEHTA,
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CPOK XpaHCHHS JOKYMCHTA, HAUMCHOBAHHS TPUIOKCHHH K DIIGKTPOHHOMY JOKYMEHTY,
KITFOUEBBIC CIIOBA, CTAaTYC JOKYMEHTA (TMPOEKT, BEPCHs), BUJI Mepeladn TOKyMEHTa (JIEKTPOHHON
MOYTOM, TOYTOM, (haKCOM | T. 11.) U JIp.

Cpoku XpaHEHHUs DOJCKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHCHUS
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOAATEIbHBIMU ¥ MHBIMH HOPMAaTUBHBIMH TIPABOBBIMH aKTaMU
Poccuiickoii denepaliiiy, TUIIOBBIMU IEPEYHIMHM TSI aHAJIOTHMYHBIX JIOKYMCHTOB Ha OyMa)KHOM
HOCHTEIIE.

2. Opranusanusi JI0KyMeHT0000pOTAa U HCIIOJIHEHUs JOKYMEHTOB.

IIpuem u 00padoTKa NOCTYNAKIIMX TOKYMEHTOB.

JIBIb>KeHHE JOKYMEHTOB C MOMEHTa HMX CO3JaHUS WM TOJYYEHHUS [0 3aBEepIICHUs
WCIIOJTHEHUS WJIM OTIPABKH 00pa3yeT JOKYMEHTOOOOPOT.

B nmokymeHnToo60poTe 00pa30BaTENbHONW OpraHU3aIlMH  BBIACISIOTCS — CIEIYIOIIUE
JOKYMEHTOTIOTOKH:

a) BXOJIAIIAst KOPPECTIOHACHIINS (FOpUIUYeCKUe U (PU3NICCKUE JTUIA);

0) “CXOosIIast KOPPECTOHACHIIMS (FOPHIMYSCKUE ¥ (PU3MUSCKUE JINIIA);

B) BHYTPEHHSIS TOKYMEHTAIIMSL.

JlocTaBka U OTHpaBKa JOKYMEHTOB OCYIIECTBIISIETCS, KaK IPABHIIO, CPECTBAMH ITOYTOBOM
Y BJIEKTPOHHOM CBS3H.

JIOKyMEHTBI, TIOCTYHAIOIIKE B 00pa30BATENbHYIO0 OPraHU3aIHMI0, MPOXOIAT MEPBUUHYIO
00paboTKy, pEerucTpanuio, NpeABAPUTEIBHOE pPACCMOTPEHHUE, TIepenady pyKOBOJACTBY Ha
paccMOTpeHHe, TIepeIaloTCs HCIIOHUTEISIM U TTOCIE UCTIOTHEHUS TIOMEIAIOTCS B JeNia.

ITpuem u nepBuyHast 06paboTKa TOKYMEHTOB OCYILECTBIISETCS CEKPETAPEM.

Cekperapb NPOBOAUT: TPOBEPKY MPABUIBHOCTH  aJPECOBAHUS  MOCTYHAIOIIHUX
JIOKYMEHTOB, MPAaBUILHOCTH JOCTAaBKHU U KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB
Ha TOJUIeKAIINe U HE TMOJIekKAIlie PETUCTPALIUH.

[Tonmy4yeHHbIE KOHBEPTHI C KOPPECHOHACHINEH BCKPBIBAIOTCS, MPH ITOM IPOBEPSETCS
HaJIMYMEe BIIOKEHUH, a TaK)Ke YKa3aHHBIX B JIOKyMEHTaxX MPWIOKEHUH. B ciryuae moBpexmaeHus
YIIAKOBKH W BJIOKEHUH OO OTCYTCTBUS MPUIIOKEHUH COCTABISIETCS aKT B JIBYX JK3EMILIApaX.
OnuH 5K3eMITISIp aKTa HAaIpaBJsIeTCss KOPPECTIOHACHTY, BTOPOH NMPHUOOMIAETCs K MOCTYITHBILIEMY
JOKYMEHTY.

Omunb0o4YHO MpHCIaHHAS KOPPECIOHAEHIMS MepechulaeTCsl MO MPUHAJIEKHOCTH, €CIH
U3BECTEH ajJpec Tnoiyd4arenas. B mnpoTuBHOM ciydae KOPpPECHOHAEHILUS BO3BpALIAETCs
OTIIPABUTEINIO.

KonBepTsl OT mnocrynaromeil KOpPpEeCIOHAEHIMH COXPAHSAIOTCS M TMPUIIAraloTcs K
JOKYMEHTaM JIAIIb B TOM CITydae, KOT/ia TOJIBKO 110 HUM MOKHO YCTaHOBHTD apec OTIPaBUTEIS
WM, KOTJIa J]aTa IMOYTOBOTO IITEMITENsSI NMEET 3Ha4eHHE B KAa4eCTBE JOKa3aTebCTBA BPEMEHU
MOJTy9YEeHUS JJOKYMEHTA.

CrienamicToM HE BCKpPBIBAIOTCS KOHBEPTHI MHCEM C HAIMHCHIO <«JTHYHO». OHU
HepeaaoTes 0 Ha3HAUCHUIO.

Wudopmanus U JIOKYMEHTHI O JAEATENbHOCTH 00pa3oBaTeNbHOM OpraHu3aluu, He
yKa3aHHbIE B 4yacTH 2 ctathu 29 ®enepanbHOro 3akona ot 29 nexabps 2012 roga Ne 273-03 «O6
oOpa3zoBanum B Poccuiickoit @enepanuny, NpeACTaBISAIOTCS PyKOBOAUTENEM 00pa30BaTebHON
OpTaHu3aIiy 110 0OpaIIEeHHIO TPaXXTaHUHA JTHOO0 JOKHOCTHOTO JIMIA TOCYAapCTBEHHOTO OpraHa
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WIA OpraHa MECTHOIO CaMOYNpaBJIEHUs B ClydasX M MOpSAKe, MPEeIyCMOTPEHHBIX
3aKoHoAarenbCcTBOM Pocculickoit denepanuu.

[IpencraBnenne MHPOPMALMU WHBIM OPTaHU3ALMSIM O AEATEIBHOCTH 00pa3oBaTEIbHOMN
OpraHM3alMy OCYLIECTBIIIETCA YUYPEIUTEIEM OpraHU3alii, B OTHOIIEHWHM KOTOPOW Takas
uH(pOpMaLKs 3aIPaIINBACTCS.

IIpeaBapuTebHOE pacCMOTPeHHE JOKYMEHTOB.

Cekperapp M (WIM) JUIO, OTBETCTBEHHOE 3a BEAEHUE JEIOINPOU3BOJACTBA, MPOBOAUT
IPEBapUTEILHOE PAcCMOTPEHME JOKYMEHTOB B LEISAX BbIIEICHHUS W3 BCEr0 MacCUBa
MOCTYNUBIIEH KOPPECIOHJCHIIMA JOKYMEHTOB, TpPEOYIOHUIMX 00513aTeNbHOTO PACCMOTPEHUS
PYKOBOJUTENEM 00pa30BaTeIbHOIN OpraHu3aluy.

OcHoBaHMEM /IS IPUHSTHUS PELICHUS B XOJI€ MIPEIBAPUTEIBHOTO PACCMOTPEHUS SIBIISETCS
coJiepKaHue IOKyMEHTa, a He aIpeCOBaHNE JOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHHKY.

Pe3ynpTaToM mnpenBapUTEIbHOIO PACCMOTPEHUS SIBJIAETCS HAIpaBlICHHE JOKyMEHTa
PYKOBOJUTENO 00pa30BaTeNbHON OpraHu3alMd WM JOJDKHOCTHOMY JIMILy B COOTBETCTBHH C
YCTAQHOBJICHHBIM pAacHpe/ie/ieHHeM O0s3aHHOCTEH MeXJy PYKOBOAMTENEM U JOJHKHOCTHBIMU
JIMIIaMU /17151 BBIHECEHUS YKa3aHUs 110 UCIIOJIHEHHUIO JOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

[lepenaua JOKYMEHTOB Ha  PETUCTPALMI0 MPOM3BOAUTCA TOJNBKO MOCIHE HX
IIPEJIBAPUTEILHOTO PACCMOTPEHHUS.

Peructpanuu  mojyexxaT Bce  JOKYMEHTHI, TpeOyroliue yuyeTa, HCIIOIHEHHUS,
MCIIOJIb30BaHUS B CITPABOYHBIX LIEJISAX, KAK MOCTYMAIOIINE U3 IPYTHX OPraHU3aIfil U OT YaCTHBIX
JIMILL, TaK U 00pa3yromyecs B Mpolecce AesITeIbHOCTH 00pa30BaTeNbHOM OpraHu3aluy.

He noanexar perucrpanuy no3apaBUTENBHBIE IUCbMA, TEJIETPAMMBI, IPUTIACUTEIbHBIE
Ounersl, nHGOpMAIMS Ul CBEIEHUS, OyXraiTepckue JOKYMEHThI MepBHUHOro yuyeta. J[ius Hux
COCTaBJISI€TCS IEPEYEHb HEPETUCTPUPYEMBIX TOKYMEHTOB.

Perucrpanust 10KyMEHTOB MPOU3BOJUTCS C LIEIbI0 OOECIEUEHUsI UX yueTa, KOHTPOJIS 3a
MCIIOJTHEHUEM U ONIEPaTUBHBIM HCII0JIb30BaHUEM MH(OpMALINH.

Perucrpanust JOKyMEHTOB ITPOU3BOJIUTCS B IEHb UX MTOCTYIUICHHUS.

JlomyckaeTcsi OTMETKA O MOCTYIUIEHUH JOKYMEHTa B OpraHU3alUI0 IIPOCTABIIATH B BUJE
LITaMIIa WU OT PYKH B HUKHEW YacTH JIMLIEBOM CTOPOHBI NIEPBOTO JINCTA JOKYMEHTA WK HA €r0
obopore.

Perucrpanus JOKyMEHTOB 3aKJIFOYAETCs B BEICHUH 3aIIMCH YYETHBIX JAHHBIX O JOKYMEHTE
[0 YCTAHOBJICHHON pEerucTpalMoHHOW ¢opMe, KOTOphIM (uKcupyercs (akT co3JlaHus,
OTINpaBJICHUS] WM MOJIyY€HUS JOKYMEHTa IyTeM IPOCTaBICHUS Ha HEM DPETUCTPALMOHHOIO
WHJIEKCA C TTOCIIENYIONIEH 3aMiChi0 B YKAa3aHHBIX (hOpMax HEOOXOAMMBIX CBEJICHUHN O IOKYMEHTE.

JIOKyMEeHTBI, TOCTyMaroume B 00pa30BaTeIbHYIO OpPraHM3alfI0, PETUCTPUPYIOTCS B
KHure/>ypHasue peructpaiuu BXOsIel KOppeCIOHCHIINY, a T€, YTO OTIPABISIOTCS U3 HEro, -
KHure/ xypHaie perucTpanuu UCXo el KOppecnoHASHIIUN (npuiodcerue 3).

Pacnipenesienue nocTynapmmx 10KyMeHTOB.

Ilocne perucTpanuu JOKYMEHTHI IIEpPENAIOTCS HAa PAcCMOTPEHHE PYKOBOJUTEIIO
00pa3oBaTesbHOI OpraHu3alru.

[Tocne paccMoTpeHus: pyKOBOAMTEIEM JIOKYMEHTHI BO3BpAIllalOTCS CEKpeTapro U (WIIH)
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JIMIlY, OTBETCTBEHHOMY 3a BEICHHME JEJIONPOU3BOACTBA, ISl MEPEHECEHHS YKa3aHUW IO
UCIIOJIHEHUIO JIOKYMEHTa B KYpHaJ PETUCTpalldu BXOMSIIUX JOKYMEHTOB. B cooTBeTCTBUU C
YKa3aHUSIMU 0 UCTIOJHEHUIO MOUIMHHUK JOKYMEHTA HaIpaBJsieTCss paOOTHUKY, SIBISIOIEMYCS
OTBETCTBEHHBIM HCIIOJIHUTEJIEM, @ COUCIIOIHUTEISIM HAIpPABIISIIOTCA KOMUMU JOKYMEHTOB (€ciu
UMEIOTCS), O YeM JeNlaeTcs oTMeTKa B KHHUre/sKypHaie perucTpanuu BXOASIINUX TOKYMEHTOB.

DNEeKTPOHHBIE COOOIICHHS, IOCHIJIAEMBbIE TI0 JJICKTPOHHON II0YTE, MCIIOTHSIOTCS
AQHAJIOTUYHO JIOKYMEHTaM Ha OyMaKHbIX HOCHTEISIX C y4E€TOM OIPEACICHHOW crenudukd B
MPOLECCE UCTIOJIHEHUS.

IHopsinok 00padoTKHN M NPOXOKACHUSI MCXOASIIINX M BHYTPEHHUX JOKYMEHTOB.

[TopsI0K MOATOTOBKU MCXOASAIIMX JOKYMEHTOB BKIIFOYAET B ce0s1 pabOTy 110 COCTABICHUIO
IIPOEKTA JOKYMEHTA, COIJIaCOBAHMIO, TOJMUCAHUIO (YTBEPAKIECHUIO) U OTIIPABKE.

I[O nepcaaun JOKyMCHTa Ha MOANNUCH UCITIOJIHUTCIIb JOJDKCH IMTPOBEPUTH €0 COACPKAHUC,
OPaBUWIBHOCTh O(OPMIIEHHUS, HAJIWYME HEOOXOAMMBIX BHM3 U HPUIOKEHUH. JIOKyMEHT
IpEeJCTaBIseTCs Ha MTOANUCH BMECTE ¢ MaTeprallaMH, Ha OCHOBAaHUH KOTOPBIX OH FOTOBMJICS.

BHyTpeHHue AOKyMEHTHl O(OpPMIIIOTCA M UCHOJNHAIOTCA (MCIOJIB3YIOTCS) B Ipenenax
00pa30BaTeIbHOW OpraHu3alUH.

BuyTtpennue n1oKkyMeHTHI (JIOKJIaHbIE 3aIMUCKH, CIPABKH, CBOJIKH U JIP.) PACCMATPUBAIOTCS
TEMU NOJDKHOCTHBIMU JIMIIAMH, KOMY OHU HAIlIPAaBJICHBI.

OTBeTCTBEHHBIE 3a JIEJONPOU3BOJCTBO IEpe] cAauell KOPPECHOHJEHIMU Ha OTIPAaBKY
JIOJIKHBI 00513aTEJIbHO IPOBEPUTH MPABUIILHOCTH €€ 0popMileHUs U aipecoBanus. KonBepToBanue
KOPPECIIOHJICHIIMM M JPYTUX [IOYTOBBIX OTIPABICHUH MPOU3BOIUTCA CTPYKTYPHBIMU
HOJpa3/IeIEHUSIMI OpraHU3aLUH.

Perucrpanus oTnpaBiseMbIX JOKYMEHTOB OCYLIECTBIIIETCS B JI€Hb HX IOANMCAHUA
(YyTBep:KJIeHHs) WIIK Ha CIEAYIOUMHA padounii JeHb. PeructpaiioHHbIi HOMEp TOKYMEHTa U JlaTa
perucTpanyy NpOCTaBISAIOTCS Ha MOJUIMHHUKE JIOKYMEHTa B PEKBH3UTaxX OJlaHKa M Ha KOIHUH,
ocTaroleics B Jiesie 00pa3oBareabHONW oprannzauuy. CpaBOYHBIM annapaToM JJIsl HCXOISAIINX
JOKYMEHTOB ABJIACTCA )XYPHAI PETUCTPALIUU DTUX TOKYMEHTOB.

OTnpaBKy UCXOASIINX TOKYMEHTOB MPOU3BOAUT CEKPETAPh U (MIJIM) JIULI0, OTBETCTBEHHOE
3a BeleHHUe aenonpousBoiacTBa. CpodHas KOPPECHOHACHLUS OQOPMIIETCS M OTIPABISAETCS
HE3aMeUINTEIBHO CEKPETAPEM.

Cexkpertapb IpoBepseT NPaBUILHOCTh OGOPMIICHUS UCXOAALINX TOKYMEHTOB, TPOU3BOAUT
COPTUPOBKY JIOKYMEHTOB I10 CIIOCO0Y JOCTaBKU KOPPECIIOHAEHIIUH a/ipecaTy (MpocTas, 3aKa3Has,
MeXIyHapoaHas M J1p.). HenpaBuiabHO odopMiIeHHBIE JTOKYMEHTBI U KOPPECHOHACHLUS
HECNIy)keOHOTO  XapakTepa K OTIpaBKe HE TMPUHUMAIOTCS W BO3BPALIAIOTCS  JIMILY,
MMoATrOTOBUBHIEMY JOKYMCHT.

OtnpaBnsiemMass 1O TMOYTE€ KOPPECHOHJEHIUS MPOXOJUT YHAKOBKY, aJIpeCOBaHUE,
MMPOCTABJICHUC CTOMMOCTHU ITOYTOBBIX YCIIYT U I€EPEAaYy Ha OTIIPABKY B MCCTHOC OTACJICHUC CBA3H.

Ha 3aka3Hyi0 KOppECHOHIEHIIMIO, Ha JOKYMEHTHl C ToMeTKoW «Jlns cimyxeOHoro
MIOJIb30BAHHUS» COCTABIISETCS PEECTP, KOTOPBIN 3aTeM BO3BpAIIAETCs CEKpeTapo yueOHOM 4acTH u
(unM) NMIy, OTBETCTBEHHOMY 3a BeJIeHHE JIeJIONPOU3BOJCTBA, C pPACIUCKON pabOTHUKOB
MIOYTOBOT'O OTJIEJIEHUS CBSI3U MJIM MHOTO JIMIA, 00ECIIEUNBAIOIIETO OTIIPABKY JOKYMEHTOB.

[lepenaya ¢ ucnonb30BaHUEM CPEJCTB (PAKCUMUIBHON CBSI3U JOKYMEHTOB, COJEpPKAIINX
CIIy’)K€OHYI0 MH(OPMALMIO OIPaHUYEHHOI'O PACIpOCTPAHEHHs, B TOM YHCIE ¢ MOMETKOM «Jlis
CIIy’)KeOHOTO II0JIb30BaHMsI», He paspemaercs. Kareropuuecku 3zampemjaercss Inepejnada I0
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cpeacTBaM (aKCUMHIIBHON CBSI3U CEKPETHBIX JJOKYMEHTOB.

C ucnosnb30BaHHEM CpPeACTB (PaKCUMHIBHOW CBSI3M MOTYT OBITh NEpEAaHbl MaTepHAIIbI
TEKCTOBOTO, TAaOJMYHOTO WJIM TpapHUUecKoro XapakTepa, HWCIHOJIHEHHBIE THIIOTPA(CKUM,
MAIIMHOMIMCHBIM WJIM PYKOMUCHBIM CHOCOOOM B YEPHOM WJIM TEMHO-CHHEM IIBETE C YETKHM H
KOHTPACTHBIM H300pakeHHeM (TIepBbIe SK3EMIUISIPbI WIIM MX KCEPOKONHMM) Ha Oernoii Oymare c
MHUHMMaJIbHOH BbICOTOM OYkB M 1udpp 2 MM. OOBbeM nepeaBaeMoro B T€YEHHE OJHOIO CeaHca
CBSI3U JJOKYMEHTA, BBINIOJIHEHHOTO Ha Oymare ¢popmara A4, He JOJDKEH MPEBBILIATh IATH JHCTOB.

OTBETCTBEHHOCTh 3a coJiepXaHMe HHGOpMalMM, INEepeJaBacéMOM C HCIOJIb30BaHUEM
cpeAcTB (paKCUMUIIBHOM CBSI3U, BO3JIAraeTCsl HA MCIOJIHUTEINS, TOATOTOBUBIIETO (akcorpammy
JUIsL TIepeiayun.

OcobenHocTH padoOTHI € 3J1eKTPOHHBIMM JOKYMEHTAMH.

B o6pa3zoBaTenpHOM Opranu3anuu co3at0TCsl U UCTIOIB3YIOTCS:

® 3JIeKTPOHHBIE JJOKYMEHTBI, CO3/1aBacMble B 3JIEKTPOHHOM (popme 6e3 MpeBapuTeIbHOrO
JIOKYMEHTHPOBaHUS Ha OyMa)KHOM HOCHUTEIIE;

® DJEKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJNIyYEHHBIE B pe3yJabTaTe CKaHUPOBAHHS
JIOKYMEHTOB M XPaHSIIUECS B CUCTEME 3JICKTPOHHOI'O IOKyMEHTO000poTa.

IIpueM u oTmpaBKa 3JEKTPOHHBIX JTOKYMEHTOB OCYILECTBIIIOTCS OTBETCTBEHHBIM 32
BEJICHUE JIeIIONPOU3BOJICTBA B 00pa30BaTE/IbHOM OpraHu3aluy.

DOJNEeKTPOHHBIE JOKYMEHTBI CO3JaroTcs, 0OpalaThIBalOTCSI M XpaHATCS B CHCTEME
AJIEKTPOHHOI'O JJOKYMEHTO000pOoTa 00pa30oBaTeIbHON OpraHu3aluy.

DNEeKTPOHHBIA  JTOKYMEHT JOJDKEH OBITh  OQOpMIIEH 1O OOIIMM  IpaBHIIaM
ACJIOMPOU3BOJACTBA MU HMMCETHh PCKBU3WUTLI, YCTAHOBJICHHBLIC JIA AHAJIOTMYHOI'O AOKYMCHTA Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIIFOUEHUEM OTTHCKA TIEYaTH.

Jlis TOATBEP)KACHUS TOAJIMHHOCTU 3JEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTelbHOU
OpraHu3allii HUCMOJIb3YIOTCS 3JEKTPOHHBIE LH(ppoBble moanucu. Mcnoib3dyemble cpencTBa
3IIEKTPOHHOM M(POBOI MOIUCH AOIKHBI ObITH CEPTU(PHUIUPOBAHBI B YCTAHOBIEHHOM HOPSIJIKE.

Enununeil ydera »SJIEKTPOHHOTO JIOKYMEHTA SIBJISETCSl DJIEKTPOHHBIM JOKYMEHT,
3apETUCTPUPOBAHHBII B CHUCTEME HJIEKTPOHHOIO JOKYMEHT0000poTa 00pa30BaTesIbHOM
OpraHu3any. DJEKTPOHHBIM JOKYMEHT, MMEIOLIUN NPUIOKEHUs, PETUCTPUPYETCS KaK OJUH
JOKYMEHT.

[Tocne oOTHMpaBKM AIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO AJIEKTPOHHOW TOIIHCHIO
YIIOJITHOMOYEHHOTO JOJDKHOCTHOTO JIMIA, TOCBUTKU apecaTy ero KOmUM Ha OyMa)XHOM HOCHTEJE,
KakK IpaBUJIO, HE TpeOyeTcs, 3a UCKIIOUEHHEM OTBETOB Ha OOpallleHHs TpakJaH, NOCTYMUBIINX
N0 MH(POPMALMOHHO-TEIEKOMMYHHUKAIIMOHHBIM KaHajlaM, Ha KOTOpHIE 3asBUTENIO JaeTcs
NUCbMEHHBINA OTBET, HAIIPABJISIEMBbIi 110 MOYTOBOMY aJIpecy, YKa3aHHOMY B OOpalleHUH.

VcnionHeHHbIe 3JIeKTPOHHbIE JOKYMEHTBI CUCTEMAaTH3UPYIOTCS B Jiela B COOTBETCTBHHU C
HOMEHKJIATYpOW Jlell  00pa3oBaTeIbHONH OpraHW3alliil ¥ HHICKCUPYIOTCS B TIOPSJKE,
YCTAaHOBJICHHOM B OTHOIICHUU JECJI, COCTABJICHHBIX U3 JOKYMCHTOB Ha 6yMa)KHOM HOCHUTCEIIC. HpI/I
COCTaBJIEHMM HOMEHKJIATYphbl el B 3arojlOBOK JieJla BKJIIOYAeTcs yKa3zaHUe «DJIEKTPOHHbBIE
JIOKYMEHTBI.

Nudopmanuonnas 06e30macHOCTb.
WNudopmanronsbie pecypcsl 00pa3oBaTebHOM OpraHU3aliy M0 JOCTYy (BO3MOKHOCTH
UCTIOJIb30BaHUs ) TIOJPA3ICIISIOTCS HAa OTKPBITYIO (0OIIEIOCTYHYI0) HH(OpMAIHIO, CIIyKEOHYIO
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nHpopMaIro 1 UHPOPMAITUIO OTPAHUICHHOTO PACIIPOCTPAHEHHUS (IOCTYIA).

K kareropum OTKpBHITOM HH(OpMAIMK OTHOCHTCA WHGOpMANUs, COAepKalascs B
JOKYMEHTax M 6a3ax JaHHBIX 00pa30BaTEIbHOM OpraHu3alyy, HEMOCPEACTBEHHO 3aTparuBaroias
IpaBa U UHTEPECHI TPaKIaH.

K kareropum ciyxeOHOH WHGpOpMANMKW OTHOCHTCS HWHGOpMauus, coAepiKamascs B
JOKyMEeHTax M 0a3zax JaHHbIX O00pa3oBaTelIbHON OpraHu3alMy, NpeAHa3HAYeHHas Ui
JOJDKHOCTHBIX JIMLL M pabOTHHUKOB, IpPHU BBIIOJHEHMH HMH CBOMX (DYHKIIMOHAJIBHBIX
00s13aHHOCTEH, HE 3aTparuBarollas HaIpsSMYIO IpaBa U UHTEPECHl I'paXkJaH U HE OTHOCALIAACS K
KaTeropuu OrpaHMYEHHOT0 paclpocTpaHeHus (A0CTyna).

K kareropum uH(pOpPMAIMM OTrpaHUYCHHOTO PACIPOCTPaHEHHs (IOCTyHa) OTHOCHUTCS
uHpoOpMaLus, colepXKamascs B JOKyMEHTax M 0a3ax JaHHBIX, BKIIOYAIONIAs CBEACHUS
KOH(UICHIIMATLHOTO XapaKTepa.

Best mndopmanms, copepkamascss B JOKYMEHTax W 0a3ax MaHHBIX, MO YMOJTYAHHUIO
SBJISIETCA OTKPBITON M 001enocTynHoM. VckiitoueHue cocraBiseT HHGOpManus, OTHECEHHas K
KaTeropusM ciyeOHOM U OrpaHMYEHHOI'0 PacpOCTPaHEHUs (JOCTyNa).

JlocTyn nosib3oBareneil K HH(GOpMalMKi OrPaHUYMBAETCS IIyTEM OTHECEHUS! HHPOPMAaLUU
K COOTBETCTBYIOIIIEH KaTErOpuu U HaJIOKEHUEM Ha Hee COOTBETCTBYIOIIErO rpua orpaHu4eHus
pactipoctpanenus. WHpopmanus OrpaHWYeHHOro Joctyma cHaOxkaercs Tpudpom «/lns
CITY’)kKeOHOTO TIOJTH30BAHUS.

[IpaBoMm oTHeceHuss MHGOPMAIMU K KAaTETOPUM OTPAHUYEHHOIO JOCTYNa U HaJIOKEHUS
COOTBETCTBYIOLIETO Tpuda 007amaeT aBTOp JOKYMEHTa IO COTJIACOBAHUIO C PYKOBOAUTEIIEM
00pa30BaTeIbHOW OpraHu3alUH.

JIokyMeHTUpOBaHHass HH(pOpMAlMs OTrPaHUYEHHOIO pPaclIpOCTpaHEHHUsT 0e3 CaHKIUU
JIOJDKHOCTHOTO JIMIIA, YCTAHOBUBLIETO PEKHUM OTPAHMUYEHHOT'O PACIpPOCTPAaHEHMs [UIsl JaHHOTO
JIOKYMEHTa, He TIOJUIeXKUT pas3riameHuto (pacnpoctpanenuio). [IpenocraBienue noiabp30BaTessM
JOCTyNa K JaHHOM MH(pOpMAaMM OCYIIECTBISIETCS HCKIIOUUTENBHO IO COTJIACOBaHMIO C
YKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM ITyTE€M I10/1a4l COOTBETCTBYIOIIEH 3asBKH.

JIOJOKHOCTHBIE  JIMIIA, OPUHSBIIME  pelieHHe o0  OTHECeHMH  HH(OpMaluu,
3a(MKCUPOBAHHON B JIOKYMEHTE, K KAaT€rOpUM OIPAHUYEHHOI'O paclpOCTPAHEHHUS, HECYT
OTBETCTBEHHOCTh 32 00OCHOBAaHHOCTb MPUHSATOTO PEUICHHS U €r0 COOTBETCTBUE JIEHCTBYIOIIEMY
3aKOHOJATEIIbCTBY.

JIuunsle nena paOOTHUKOB, JHMYHBIE KApTOYKUM pPAOOTHUKOB, TPYAOBBIE KHUXKKHU
pabOTHUKOB, MPHUKA3bI 110 JIUYHOMY COCTaBY JOJDKHBI XPaHUTHCS B ceii(e WM B METAIIMUECKOM
mkady.

3anucu B TPYAOBOM KHIKKE TOJMUCHIBAET PYKOBOAMUTEIb 0Opa30BaTEIbHOU
OpraHu3alyy. Y4eT, XpaHeHue U BblJJauy OJJaHKOB CTPOrOd OTYETHOCTH: JUIIOMOB, BKJIA IbIIIEH
K HUM, CBUJIETENILCTB, YIOCTOBEPEHUI BEJIET 3aMeCTUTENb JUPEKTOpa. bianku xpanarcs B ceride.

VYcraHoBKa W OKCIUTyaTalusl MPOrPaMMHOTO OOECIEYEeHHS, TOJYYSHHOTO W3 JIFOOBIX
UCTOYHHUKOB M BBIMOJHSIOMIET0 (DYHKIIMH, HE CBS3aHHBIE HEMOCPEJICTBEHHO C BBIINOJIHEHHUEM
pabOTHHUKAaMU CBOMX JOJKHOCTHBIX 00s3aHHOCTEH, KaTErOpUYECKH 3aIpeleHa.

Bes  mpencraBieHHas B DJEKTPOHHOM  Bujie HMH(OpManusi, MOCTymaromias B
0o0pa3oBaTeNbHYI0  OpPraHW3allMlo, B  00f3aTeNIbHOM  TOpPSJIKE  MOJUICKHUT  IPOBEpKe
AHTUBUPYCHBIMHU CPEJICTBAMHU.

DneKTpOHHas IO4YTa MOXET HCIOJIb30BaThCS IOJIb30BATENSIMU TOJIBKO JJIsi OOMEHa
uH(popMalel, OTHOCALIECHCS K KaTerOpUH, OTKPBITOM U CITy>KeOHOU. 3anpenieHo UCIoIb30BaTh
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JIEKTPOHHYIO TIOUTY JJIs Tepefadund MHPOpMaIK, OTHOCSIIEHCS K KaTerOpUu OrpaHUYEHHOTO
pacnpocTpaHEeHusl.

3. KOHTPOJII) 3a UCHIOJIHEHUEM TOKYMEHTOB

Opranu3anusi KOHTPOJIA.

KoHTpomnro mojanexar Bce 3aperucTpupOBaHHBIC TOKYMEHTHI, TPEOYIOIINE HCIIOTHCHHUS.
KoHTponb ucCnonaHeHus: JOKYMEHTOB BKJIIOYAET: Y4Ye€T, MOCTAaHOBKY Ha KOHTPOJb, KOHTPOJIb
CPOKOB HCIIOJIHEHUS, HEMOCPEACTBEHHYIO MPOBEPKY XOJa HMCIIOJIHEHHS, MPOBEPKY KadyecTBa
WCTIOJIHEHM S, aHAJIU3 PE3YJIbTATOB UCIIOJHEHHUS.

KoHTposib 3a WCHOJHEHHEM JTOKYMEHTOB YCTAHABJIMBACTCS B IEIAX OOECIEUCHUS HX
CBOCBPEMEHHOTO U Ka4eCTBEHHOTO MCIIOJHEHUS, TIOBBIIICHHS YPOBHS OPraHU3aTOPCKOM pabOThI
Y HCITOJHHUTCILCKON JTUCIUTIINHEL.

[Ipu nmocTaHOBKE TOKYMEHTA Ha KOHTPOJIb Ha MPABOM BEPXHEM I0JIe JOKYMEHTA JIeIaeTCs
OTMETKA 0 KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (ILITAMIIOM) «KOHTPOJIb)

Kontpounto noanexar npukasbl, pelieHUuss COBETOB, a TaKK€ JOKYMEHTBI, TOCTYIAIOIINE
Ha UM pyKOBOJIUTEIS 00pa30BaTeNIbHOM OpraHu3alny.

Opranu3anys KOHTPOJIS UCTIOTHEHUS BKJIFOYAET B CeOsI:

® [IOCTAHOBKY JJOKYMEHTa Ha KOHTPOJIb;

® MOHUTOPHUHT HCTIOJHEHUS KOHTPOJIbHBIX TTOPYUCHHUH IOKYMEHTOB;

® CHSITUE UCIIOJIHEHHOT'O JOKYMEHTA C KOHTPOJIS;

® HaIPaBJICHUE UCTIOJHEHHOTO JOKYMEHTA B JIEJIO.

PykoBomuTenu CTPYKTYpHBIX TMOApa3JeieHUd 00s3aHbl paccMaTpUBATh COCTOSIHHE
WCIIOJIHUTENIbCKOM ~ JTUCUMIUIMHBI 1O  JOKYMEHTaM ¢ MOPYYEHUSIMH  aJMUHUCTpALUU
o0pa3oBaTeNnbHON OpraHU3alui, a TaKKe JOKYMEHTHI, MOCTYMUBIIUE B agpec CTPYKTYpPHOTO
Mo/pa3iesieHus U TPEOYIOIINE UCTIOTHEHUS, U TIOJITOTOBKU OTBETA.

JIOKyMEHT CUMTAETCs] UCTIOJTHEHHBIM, KOTJIa PEIICHBl OKOHYATEIHHO BCE TTOCTABICHHBIEC B
HEM BOITPOCHI U COOJTIOICHBI CJIETYIOITUE CPOKH:

® ¢CJIM B JIOKYMEHTE TTOCTaBJICH CPOK UCTIOTHEHUS — B YKa3aHHBIN CPOK;

® JOKyMEHTHI 0€3 yKa3aHHs CpOKa HCIIOTHEHUS — B MECSUHBIN CPOK;

® CCJIM B JIOKYMEHTE UMEETCS MOMETKA «CPOUYHO» — B TPEXTHEBHBIN CPOK;

e Mopy4eHust 0e3 yKazaHus KOHKPETHOW JaThl HCTIOHEHUS — B MECSIUHBIN CPOK;

® C IOMETKOM «orepaTuBHO» — B 10-1HEBHBIN CPOK;

® 110 OOpallleHHUsIM TpakJiaH, TPeOYIOIUM JOTOHUTEILHOTO U3yYeHHS U IPOBEPKH, — 10
OJTHOTO MECsIIia CO JHS PETUCTPAIlH, IO OCTATBHBIM — HE OoJiee 15 gHeil.

Cpox ncuuciseTcsl B KaJICHIAPHBIX JHSIX C AThI MOAIUCAHUS TOKYMEHTA.

Ecnm mocnennmii 1eHb MCTIOMHEHUS JTOKYMEHTa MPHUXOAWTCS Ha HEpaOoumid JeHb, OH
MO/JIC)KUT UCTIOJTHEHHUIO B TIPENIESCTBYIONINN eMy pabouuii 1eHb.

[Ipn HEOOXOAMMOCTH TPOJJICHUS CpPOKa WCIOJIHEHHS JOKYMEHTa OTBETCTBEHHBIH
WCTIONTHUTEIb MPEICTaBIsET Ha UMsI PYKOBOJIUTENS OOpa30BaTENbHONW OpraHHU3aIlfH, IaBIIETO
MOpy4YeHHe, MOTUBHUPOBAHHYIO MPOCHOY O €ro MpOJIEHWH HE IMO3JHEe 4YeM 3a TpU AHS [0
HCTEUCHUs] YCTAHOBJICHHOTO CPOKa, C YeM CBOEBPEMEHHO IepeaaeTcss nH(OpMaIvs B MPUEMHYIO
PYKOBOJMTEIS 00pa30BaTEIbHOM OpPTaHU3aIUH.
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IopsAaoK CHATHA JOKYMEHTOB C KOHTPOJIS.

JIOKYMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CJIM PELIEHBl [IOCTABICHHbIE B HUX BOIPOCH! WIIN
aBTOpaM JIaH OTBET I10 CYLIECTBY.

Eciu mo pazpemaemMmoMy BOIIPOCY OKUIAETCS OTBET, TO OH BMECTE C KONUEH OTBETa
3asIBUTEIIIO MOKET HAXOJUTHCSI Y UCIIOJHUTENS HAa KOHTPOJIE.

[IpomexxyTOUHBI OTBET, PaBHO KakK M 3alpoC IO HUCIOJHIEMOMY JTOKYMEHTY WIH
YAaCTUYHOE HCIIOJIHEHUE IIOPYYEHUs, HE SBISAETCS OCHOBAaHUEM JUIsl NPU3HAHUS JOKYMEHTA
WCIIOJTHEHHBIM.

CHATBh TOKYMEHT ¢ KOHTPOJII MOXKET TOJBKO JOJDKHOCTHOE JIUI0, KOTOPOE ITOCTaBUIIO €T0
Ha KOHTPOJIb.

OcHOBaHMEM [UIsl CHSTHSL C KOHTPOJS JOKYMEHTOB C IOPYYEHHUSIMU DPYKOBOJIUTENS
00pa30BaTeIbHOI OpraHu3aluy SIBISIETCA JOKYMEHT — OTBET, IOANMCAHHBIN PYKOBOAUTEIIEM, €I0
3aMecTuTeNeM, JMOO crhpaBka 00 WCIOIHEHMHM JOKYMEHTAa 3a MOIIUCHI0 PYKOBOJUTENS
CTPYKTYPHOT'O NIOJIPA3/ICIICHHUS.

Ecnu Bce mocTaBieHHbIE B JOKYMEHTE BOMPOCHI PEIIEHBI B ONEPATUBHOM IOpsIKe, 0e3
MOATOTOBKA NHUCBMEHHOI'O OTBETA, MCIHOJHUTEIb HAa JOKYMEHTE JeJIaeT KpaTKyK 3aluch O
pELIeHUH BOIIPOCa, YKa3bIBAaET AaTy U MOANUCH, IIOCIE YEro TOKYMEHT IOMEUIAeTCs B JEO.

7.Y4eT u XpaHeHHe NeYaTeid, ITAMIOB U 0JIaHKOB.

OO0s3aTebHOMY YYETy TO/JIekKAT BCE BHUJABI TEYaTe W IITAMIIOB, OJIAHKHA CTPOTOM
OTYETHOCTH, KOMaHIMPOBOYHBIE YIOCTOBEPEHHUS, CIIy)KEOHbIE 3a/1aHUs, TPYI0BbIE KHIDKKH.

VY4er Bcex meyaTei ¥ MITaMIIOB, UMEIOLINXCS B 00pa30BaTeNIbHOI OpraHu3alliy, BEAeTCs
B CIIELIUAILHOM XYpHaJe (npunodcenue 2).

XKypHanel ydera BKIIOYAIOTCS B HOMEHKJIATypy JAed. JIMCTBI HMX HyMepyroTcs,
MPOIIMBAIOTCS U ONEYaThIBAIOTCS.

[ledaTy 1 mITaMBl TOJDKHBI XPAHUTHCS B ceiiax WM METAUNIMIECKUX IIKagax.

OTBETCTBEHHOCTh 32 XpaHEHHWE W WCIOJIB30BaHHE I€4YaTeil, INTAaMIIOB HECYT JIMIIA,
OTBETCTBEHHBIE 32 BEJICHUE JIEIONPON3BOJICTBA.

YHuuTOXKEHHE ONAaHKOB TPOU3BOJHUTCSA IO aKTy C OTMETKOH B COOTBETCTBYIOIIMX
KypHaJlax yJera.

[leyaTu ¥ MWITaMITBI YHUYTOXKAIOTCS 10 aKTYy.

ITpoBepka Hanmuuus neyarei, MWTaMIOB M OJAHKOB, a TAaKXKe MOPAIKAa UX XpaHEHUS U
UCITOJIb30BaHUSl TPOU3BOANUTCS KOMHCCHEH HE pexe OJHOro pa3a B TOJ OJHOBPEMEHHO C
MIPOBEPKOI COCTOSTHUS JIEIOTIPOU3BO/ICTBA.

8.CocraBiieHe HOMEHKJIATYPHI JeJl.

Homenkaatypa e - 370 00s3aTeNbHBINA Ul KaKI0H 00pa30BaTebHOW OpraHu3aluu
CHCTEMaTH3UPOBAHHBIN MepeyeHb HAaMMEHOBAaHMM (3aroJ0BKOB) /1€, KOTOpblEe (OPMHUPYIOTCS C
yKa3aHUEeM CPOKOB XpaHeHHs Aei (TpUIIoKeHue 4).

Homenknarypa nen mpenHazHaueHa JJIs YCTAaHOBKM B 0Opa30BaTENIbHOW OpraHM3alliu
eAMHOro Tmopsaaka (opMuUpoBaHMs Jied, OOecleyeHHs] MX yuyeTa, OINEpaTHBHOIO MOMCKa
JOKYMCEHTOB I10 UX COACPIKAHUIO U BUY, OIPCACTICHUA CPOKOB XPaHCHUA ACIT U ABJIACTCA OCHOBOH
JUTSL COCTaBJIEHUS OIUCEN Jel MOCTOSHHOTO U AIUTeNbHOro (cBeie 10 yieT) XpaHeHus, a Takxke
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JUISL ydeTa el BpeMEeHHOTO (110 10 JeT BKIIOYUTEThHO) XpaHEHUS.

B rpade 1 HOMEHKIATYpBI €71 TPOCTABISIOTCS MHICKCHI KAXKAOTO JIeJia, BKIIIOYSHHOTO B
HOMEHKJIaTypy. MHaeKe nena cocTouT u3 nudpoBoro 00603HAUYEHUS W3 IUTATHOTO PAaCIUCaHHA
oOpa3zoBareslbHOM oOpraHu3anuu (Koja) M TMOPSAKOBOIO HOMEpa 3arojioBka Jenia [0
HOMEHKJIatype. MHmekcsl aen o6o3HavaroTes apadbckumu nudpamu.

[Tpumep —

12-05, rae 12 — ob6o3nauenue (koxa), 05 — mMOpsAIKOBBI HOMEpP 3arojoBKa Jielia B pa3jiese
HOMEHKJIATYpHhI JIe.

B rpade 2 HoMeHKIIaTyphI J1e]1 IPOMUCHIBAIOTCS 3ar0J0BKH /eI

3aroJoBOK Jena JIOJDKEH YeTKO B CkaToi 0000mmeHHoi (opme oTroOpaxarb cocTaB U
coJiepKaHue JIOKyMEHTOB JIeNia.

B 3aronoBkax JUYHBIX U APYTHX JA€J, COACPXAIIUX JOKYMEHTHI MO OJHOMY BOIPOCY,
ynotpebisiercs repmut JJEJIO.

B 3aronmoBkax jen, coaep)KaluX IUIAHOBO-OTYETHYIO JOKYMEHTAIlMIO, YKa3bIBaeTCs
nepuoy (Mecsll, KBapTaj, HOJIyroaue, Tofa), B KOTOPOM INIAHUPYETCS CO3AaHUE IOKYMEHTOB WU
nepuo ux GaKTUYECKOTO BBITOIHEHUSI.

Bo Bpemsi pa3smeleHusi 3arojioBKOB /e B HOMEHKIAType YYUTHIBAETCS Ba)XKHOCTh
JOKYMEHTOB, BKJIFOUEHHBIX B J€JI0, UX B3aMMOCBS3b. B Havane pacnosararoTcst 3aroJIOBKHU JIeTT B
OTHOIIEHWH JOKYMEHTOB, TIIOCTYNHBIIUX OT OpPraHOB BBICIIETO YpPOBHS, Jajnee - IO
OpraHU3alMOHHO-PACTIOPSAUTENIBHON  JJOKYMEHTAIlUH, IUIAHOBO-OTYETHOW  JJOKYMEHTAIUH,
NEepenucKe, Y9eTHO-CIPAaBOYHBIM BUAAM JOKYMEHTOB. B KakIOi M3 3THUX TPyNI JOKYMEHTHI
TaK)Ke Pa3MEIAIOTCs C YYETOM 3HAYUMOCTH U CPOKOB XpaHEHHS.

I'padpa 3 HOMEHKIATYpHI [en 3alOJHSETCS B TEUYEHUE KaJeHAApHOro rojaa — MpH
(bopMHpPOBaHNUN HOBOTO JIeNia, IPH 3aKPbITHUH JIeJa U 110 OKOHYAHUH KaJIeHJapHOTO rojia.

ITo nocTwxenun aenoM oobema B 250 IHUCTOB, TOM 3aKPbIBAETCS M OTKPBHIBAETCS HOBBIN
ToM. B rpade nocnenoBarenbHO yKa3bIBalOTCS HOMEpa TOMOB M KpalHuUE JaThl JOKYMEHTOB
KaX/IOTO TOMA.

[Ipumep —

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

DJEeKTPOHHBIE JIeJIa Ha TOMa HE pa3IelisitoTcs. Bee 2eKTpoHHbIEe TOKYMEHTHI, HE3aBUCHMO
0T uX 00beMa, BKIFOUAIOTCS B O/THO JIEKTPOHHOE JEJIO.

B rpadge 4 ykasbpiBaeTCs CpOK XpaHEHHs Jena, HOMepa craTedl MO TUIIOBOMY WU
BEJIOMCTBEHHOMY INE€pEYHI0, (hefiepalibHOMY 3aKOHY MJIM HHOMY HOPMaTUBHOMY IPaBOBOMY aKTy,
a P UX OTCYTCTBUHU — IO TUIIOBOM MM MPUMEPHON HOMEHKIIAType AeI.

B rpade S «IIpumedanne» yka3bIBarOTCS CHEIUANbHBIE CPOKU XPAHEHUS, IPOCTABIISIOTCS
OTMETKH O 3aBEICHUU JIeJT (B TOM YHCIIC B DJIEKTPOHHOM BHJIE), O BBIJICIICHHIH JIE) K YHHUTOKECHHUIO
110 UCTEYCHUHN CPOKOB MX XPaHEHHsI, O MECTE€ XpPaHEHUS MOUTMHHUKOB JIOKYMEHTOB, O Tiepeaade
JIeJT B IPYTYIO OPTaHU3aIUIO IS TPOJIOJKEHUS U Ip. B rpade aenaroTcst OTMETKH O epeX O ISIInX
Jienax ¢ ykazaHueM CTaporo MHJEKca Jeia B ciydyae ero M3MeHEeHUsl.

IIpumep —

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

ITo nenam, KOTOpHIE MO KAKUM-JINOO NMPUYMHAM B TEUEHHE T0/la HE 3aBOJMINCH, B rpade
«[Iprumeyanne» HOMEHKIIATYPHI A€l AeTaeTcst 3armnch — «Jleno He 3aBoauiocky. [Ipu aTom B rpade
3 mpocTaBisieTCA MPOYEPK.

[To okoHYaHWUY TO/1a B KOHIIE HOMEHKJIATYPHI JIET IeTaeTCsl UTOTOBas 3aICh O KOJTMIECTBE
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3aBEJICHHBIX )T (TOMOB).
9. ®opmupoBaHue u opopmiIeHHE TeJ1.

®opmupoBaHue aeJl.

dopmupoBaHue el - 3TO TPYNIHUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jieja B
COOTBETCTBUU C HOMEHKJIATYPOH Jedl.

Bo Bpems popmupoBaHus Aen clieyeT IpUIepKUBaThCs TAKUX OOIIUX MPaBUIT:

- IOMEIATh B JIeJIa TOJIBKO UCIIOJIHEHHBIE JOKYMEHTHI B COOTBETCTBUHU C 3ar0JIOBKaMU /17T
B HOMEHKJIATYpE;

- TPYIIIIUPOBATH B JIeJIa JIOKyMEHTHI, BHITIOJIHEHHBIE B TEYEHUE OJTHOTO KAJIEHAAPHOTO rojia
(01.01-31.12), 3a vickTItOYCHUEM NIEPEXOISIIUX )T (BEAYTCS B TCUCHHE HECKOJIBKHX JIET), THYHBIX
ACT;

- MOMeIaTh B Jiefla TOJbKO OPUTHHAJBI WIH, B Cllydae UX OTCYTCTBHUS, 3aBEPCHHbBIC B
YCTaHOBJICHHOM MOPSIKE KOMUH IOKYMEHTOB;

- HE JIOMYCKAaTh BKJIIOYEHHS B JieJla YEPHOBBIX, JTUYHBIX JIOKYMEHTOB, Pa3MHOKEHHBIX
KONUI M JIOKYMEHTOB, MOJUJIEKAINX BO3BpaTy; pa3[esibHO TPYIIUPOBATh B Jieda JTIOKYMEHTHI
MIOCTOSTHHOTO U BPEMEHHOT'O XPaHEHUS;

- 10 00BbEMY JIeJI0 He TOJDKHO TpeBbimaTh 250 nuctoB (30-40 MM TOJIIMHOI).

Pacrnionoxxenne TOKyMEHTOB BHYTPHU J€J MPOU3BOAMUTCS B XPOHOJIOTHYECKOM ITOPSIKE,
py KOTOPOM HamboJiee paHHUE JOKYMEHTHI PAacIloyiaraloTcsl B Hayase Jiena.

[TonoxxeHus, mnpaBwiIa, WHCTPYKUMH W T. M., YTBEPXKICHHBIC PACIOPSIAUTEIHLHBIMU
JIOKyMEHTaMHU, TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JJOKYMEHTaMHU.

IIpuka3sl MO OCHOBHOW JEATEIBHOCTH (POPMUPYIOTCS OTAEIBHO OT IPHKAa30B 110
KaJpOBBIM  BONpOCaM (JMYHOMY COCTaBy) (Ha3HaueHHe, IepeMelIeHUe, YBOJbHEHUE
COTPYAHUKOB) U OT IPUKA30B OT OTIYCKaX, KOMaHIUPOBKaxX U T.1.

[TpoTokombl 3acemaHMii KOJUIETHAIBHBIX OPTaHOB 00pa30BaTENbHON OpraHH3aluu
TPYNIIAPYIOTCS B Jie7la B XPOHOJIOTMYECKOM TIOPSIIKE M 10 HOMEpaM B Tpefesiax KaJleHIapHOTo
rofa. JIOKyMeHTHI K 3acelaHMsIM YKa3aHHBIX OPraHOB CUCTEMATH3UPYIOTCS IO JJaTaM U HOMEpaM
IIPOTOKOJIOB, & B TpeJiesiaX TPYIIBI JOKYMEHTOB, KOTOpPBIE KAacalOTCsl OJHOTO MPOTOKOJA, - IO
MIOBECTKE JIHS 3ace/laHMsl.

Ilepenucky cienyer rpynmupoBaTh B Jejia 3a MEpHOJ KaleHaapHoro roga. B neno
NEepenucKy MOMELIA0TCs BCe JOKYMEHTBI, BO3HHMKININE B XOJe pelleHus Bompoca. Ilepenucka
CHCTEMaTU3UPYETCS B XPOHOJIOTHYECKOH 1MOCIe10BaTEIbHOCTH; JOKYyMEHT OTBET MTOMEIIAeTCs 3a
JIOKYMEHTOM-3aIIPOCOM.

Odopmienue ne.

Jlena oOpa3oBaTelbHON OpraHM3aliy MojyiekaT opOpPMIIEHUIO NMPU UX 3aBEIACHUH U 1O
3aBEPLICHUH Io/1a.

Odopmiienne nena — MOATOTOBKA Jiea K XpaHEHUIO BKIIIOYAET B ce0s1 KOMIUIEKC paboT 1Mo
ONHCAHMIO JieNla Ha OOJIOXKKe, MOJIINBKE, HyMEpalMH JIMCTOB M COCTAaBJICHUIO 3aBEPUTEIHLHON
Hajanucu. OdopmiieHne J1en MpOBOAUTCS paOOTHUKAMU OpPraHU3alliK, B 00S3aHHOCTH KOTOPBIX
BXOAUT 3aBCICHUEC U q)OpMI/IpOBaHI/Ie A, mpu M@TO}IquCKOﬁ IIOMOIIM M IOA KOHTPOJIEM
OTBETCTBEHHOT'O 32 apXUB 00pa30BaTeIbHON OpraHu3aluy.

B 3aBucumocTu OT CPOKOB XpaHEHHUs MPOBOAMUTCA IMOJIHOE WM YaCTUYHOE OOopMIIeHHE
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JelL.

[TotHOMY OQOpPMIICHHIO TOJUICkKAT Jiela MOCTOSHHOTO, BpeMeHHOro (cBbime 10 mer)
XpaHeHH (110 JUYHOMY COCTaBY, JIMYHBIE JIeJia YBOJICHHBIX paOoTHHKOB). [TomHOE odopmiieHme
Jiena npeycMaTpuBacT:

® [IO/IIMBKY WM TBEPABIN NEPEIUIET JEIa;

® HyMEPALMIO JINCTOB B JIEIIE;

® COCTaBJICHUE JINCTA-3aBEPUTEIIS;

® COCTaBJICHME B OCOOBIX ciydasx (Mpu O(GOPMIIEHUH JIMYHBIX A€, JUId ydyeTa 0co0o
LIEHHBIX JIOKYMEHTOB) BHYTPEHHEHN ONUCHU TOKYMEHTOB JIEJ1a;

® BHECCHHE HEOOXOIMMBIX YTOUHEHHUH B PEKBU3UTHI 00JIOKKH Jiea (YTOUHEHHE Ha3BaHUS
HOJpa3/iesIeHus, MHJIeKCa U 3arojoBKa Jiena, JaTel Aena u ap.). ena BpemenHoro (no 10 ner
BKJIIOYMTENIBHO) XpaHEHUs MOJIeKAT YaCTUUHOMY odopmileHuto. [lomyckaercs:

® XpaHUTH JIeJ1a B CKOPOCIIMBATENAX;

® HE [TPOBOJUTH NIEPECUCTEMATU3ALINIO IOKYMEHTOB B JIETIE;

® JIUCTHI JI€J1a HE HyMEPOBATh;

® 3aBEPUTEIIbHBIE HAMNCH HE COCTABIIATh.

JIOKyMEHTBI, MoJUIeKallye MOoJHOMY O(OpMIIEHHIO, MOALUIMBAIOT HA YETHIPE MPOKOJIA B
TBEP/LYIO0 00JI0KKY U3 KapTOHA WJIU MEPEIIeTat0TCsl C Y4€TOM BO3MOKHOCTH CBOOOHOIO UTEHHS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U pe3oironuii Ha Hux. [Ipu moaroToBke 1en K MOIIIMBKE
(TeperieTy) MeTaJTMUECKUE CKPEIUIeHUsT (CKOOBI, CKPETKH) U3 TIOKYMEHTOB ynansrorcs. Jlema
MIOCTOSTHHOTO XPAaHEHHs, COCTOSIIUE W3 He(POPMATHBIX JOKYMEHTOB, XPAHSATCS B 3aKPBITHIX
TBEP/BIX MAaIKaX C TpeMs KJalaHaMU U C 3aBA3KaMHU.

IIpu Hanmuuuu B J1esie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYJOBBIX KHUXKEK U Jp.)
3TH JOKYMEHTBI BKJIAJbIBAIOTCS B KOHBEPT, KOTOPBIA 3aTEM MOAIIUBAETCS B 3TO neno. [lpum
HaJIMYUK OOJIBIIOTO KOJIMYECTBA TAaKUX JOKYMEHTOB OHU MOTYT M3BIMAaThCsS U3 JIeN, U Ha HUX
COCTaBJIISIETCS OTACIBHAS OIKCH.

B KoHILe KaXaoro Jena MOAIIMBAIOTCA YHCTblie OnaHKU (opM JUIsl 3aBEPUTEIHHOU
HaJMKCH.

B nensix obecnieueHnst COXpaHHOCTH M 3aKPEIUICHHUS MOPsIIKa PACIIONIOKEHNS TOKYMEHTOB,
BKJIIOUEHHBIX B JIEJI0, BCE JIUCTHI, KPOME 3aBEPUTEIHLHOT0, HyMEPYIOTCs apabckumu Ludpamu B
IIPaBOM BEPXHEM YTIIy, HE 3a/1€Bast TEKCTA JOKYMEHTA, POCTHIM rpauuecKUM KapaHJalioM Win
HYMEpaTopoM. YTNOTpeOjieHHe 4YepHHJI M I[BETHBIX KapaHjaumled i HyMepaluu JUCTOB
3anpenaercs. BHyTpeHHss onKMCch HMEET CaMOCTOATEIbHYIO HYMEPALUIO.

JIucThl fen, COCTOSIIUX W3 HECKOJIBKMX TOMOB WJIM 4acTel, HYMEPYIOTCS MO KaXKIOMY
TOMY WJIHA YacTH OTJAEIBHO.

®dororpapuu, yepTexu, AUarpaMmbl U IpyrHe WIUIIOCTPaTHBHBbIE M clielu(uyYecKue
JIOKYMEHTBI, MpPEJICTaBIISIIONINE CaMOCTOSITENIbHBIN JIUCT B Jiele, HyMepYyHTCcsl Ha OOOpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIy.

Cno>xeHHBIN JINCT pa3BOpAYMBAETCS U HYMEpPYeTCs B MPaBOM BepxHeM yriy. [Ipu stom
JHCT JIt00oro ¢popmara, MOAMIMTHIN 3a OMH Kpaid, HyMepyeTcsl KaK OJIMH JIUCT; JIUCT, CI0KEHHBIN
Y TIOJIIUTBIN 3a CEPENHY, TOAJIEKUT NEPEIINBKE U HYMEPYETCS KaK OJUH JIUCT.

[ToammTsle B 1€710 KOHBEPTHI C BIIOKEHUSIMA HYMEPYIOTCS; IPY TOM BHauyaje HyMepyeTcs
KOHBEPT, a 3aT€M O4YEpEAHBIM HOMEPOM KaKJ0€ BJIOXEHHE B KoHBepre. IloammTsie B Aeno
JOKYMEHThl € COOCTBEHHOM HyMmepalued JHCTOB (BKJIIOYas I€YaTHbIE W3/aHUs) MOTYT

HyYMEpOBaThCsl B OOIIEM TMOPSAKE WJIM COXPaHITh COOCTBEHHYIO HyMepaluio, €ClIM OHa
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COOTBETCTBYET IOPSJKOBOMY PACIIOJIOKEHHIO JINCTOB B JIENIE.

B cnywasx oOHapyxeHHUs OONBLIOTO 4YHClIa OMMKOOK B HyMEpalUU JHCTOB Jela B
JIEJIONPOU3BOJCTBE MPOBOJAUTCS UX MNepeHymepanus. llpu mnepeHymepauuu JUCTOB cTapble
HOMEpPA 3a4EPKUBAIOTCA OJHOM HAKJIOHHOW YEpPTOM M PAIOM CTAaBUTCS HOBBIM HOMEp JIMCTA; B
KOHIIE JI€Ja COCTAaBJIACTCS HOBAs 3aBEpUTEIbHAs HAJIIKUCh, IIPU TOM CTapas 3aBEpPUTENIbHAs
HaJIMKCh 3a4E€PKUBACTCS, HO COXPAHAETCS B ACIIE.

Jlis ydera KOJIMYECTBA JHMCTOB B Jiele M (PUKCAllMM OCOOCHHOCTEH HX HyMepaluu
COCTaBIISICTCS 3aBEPUTEIIbHASA HAANMUCh Aena. OHa COCTABIIAETCSA B [IEJI€ HA OTACIBHOM JIUCTE —
3aBepuTelie Jesa. 3aBepuTebHask HAAMUCh COCTABIIAETCS 110 YCTAaHOBICHHOH (GopMe.

Bce nocnenyromue M3MEHEHHS B COCTaBE M COCTOSHUU Jeila (IIOBPEKICHHA, 3aMEHA
HNOJJIMHHBIX JJOKYMEHTOB KOIHSMH, IPUCOECIUHEHUE HOBBIX JIOKYMEHTOB M T. JI.) OTMEUAIOTCS B
3aBEPUTEIILHOM HAIIIUCU CO CCBUIKOM HA COOTBETCTBYIOIIMM AKT.

OO60kKa J1en MOCTOSIHHOr0, BpeMeHHoro (cBpimie 10 jeT) XpaHeHHs U IO JMYHOMY
cocTaBy oopmIIsieTcs 0 yCTaHOBICHHOH (Gopme.

Ha o00n0XKe J1en MOCTOSHHOIO XpaHEHWs BBEPXY NPEAyCMaTpUBAETCs MECTO s
HalMEHOBAHHUS I'OCYIapPCTBEHHOI'0 apX1Ba, B KOTOPBIA OHU OyyT Iepe/iaHbl, a TAKXkKe apXUBHOI'O
mudpa B IpaBoM BEpPXHEM U JIEBOM HIKHEM yTJjax.

[Ipu odopmiieHnn 0610XKKK Aen HauMeHoBaHWE IIIKONBI yKa3bIBaeTCs IMOJHOCTBIO IO
yCTaBy, B UMEHUTEIBHOM IaJIeK€e, COKPALIEHHOE Ha3BaHHUE — B CKOOKaX.

OO0s3aTenbHBIME PEKBU3UTAMU OOJIOKKH JeJia SBISETCS yKa3aHHe KOJUYECTBA JIMCTOB B
Jieie, KOTOpOoe MPOCTABIISAETCS HA OCHOBAHUU 3aBEPUTEIILHOM HAJIKMCH JI€Na, U CPOKA XPaHEHUs
nena (Ha J1esax HOCTOSSHHOTO XPaHEHUS UILETCS: «XPaHUTh IIOCTOSTHHO»), KOTOPbII IEpeHOCUTCS
Ha 00JIOXKKY JieJla U3 HOMEHKJIATYphl II0CJI€ CBEPKHU €r0 110 CPOKAM XpaHEHHUs B IIEpeyHe.

JUig ydera JOKYMEHTOB OIPEAEIEHHBIX KAaTErOpUM 11 MOCTOSIHHOTO M BPEMEHHOIO
(cBbime 10 ser) XpaHeHUs, y4eT KOTOPBIX BBI3bIBAE€TCS CHENM(PUKON AaHHOW NOKYMEHTalluU
(JTmuHBIE AeTa, 0000 LIEHHBIE), COCTABIISAETCS BHYTPEHHSS ONUCHh JOKYMEHTOB JIea.

BHyTpeHHI010 0nch HE00X0JMMO TAK)KE COCTABIATH B JieJaX MOCTOSIHHOIO U BpEMEHHOTO
(cBbime 10 ser) xpaHeHus, cHOPMHUPOBAHHBIX MO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arojOBKHU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEp:KaHUE JOKYMEHTOB.

BHyTpeHHs omMch COCTaBisieTCs Ha OTHENbHOM JIUCTE IO YCTAaHOBJIEHHOW (opme,
KOTOpasi COJIEPIKUT CBEIECHMS O NMOPSIKOBBIX HOMEpPAx JOKYMEHTOB Jiela, UX MHAEKcaxX, JaTax,
3aroJIOBKax U HOMEPAX JINCTOB JIeJ1a, HA KOTOPBIX PACIOJIOKEH KaX bl JOKYMEHT.

K BHyTpeHHell Oomucu Jena COCTaBIsAETCS MTOroBas 3alliCh, B KOTOPOH YKa3bIBaeTCs
uppaMu U MPOIMHUCHI0 KOJIMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB U KOJHMYECTBO JIUCTOB
BHYTPEHHEH OIKCH.

BHyTpeHHss onKch MOANUCHIBAETCS €€ COCTAaBUTENIEM C YKa3aHUEM JI0JDKHOCTH, TIOJITHICH,
pacin@poBKU MOJMUCH U HYMEpPYeTCs B JIeJI€ OTAEIbHO.

10. XpaHeHue U YHHYTOKEHHE JOKYMEHTOB.

JIoKyMeHTBI (7ena) ¢ MOMEHTa CO3/IaHus (MONY4YeHHs) UIU (HOPMUPOBAHUS XPAHATCS B
OpTaHHU3aINH JI0 TepeIadll ApXUBHOMY YUPEKACHHIO.

PykoBoauTens 00pa3oBaTeIbHONM OpraHU3alluy M CIIENUATFHO Ha3HAYEHHOE JIUIIO (JTUIIA)
00s13aHBI 00ECTIEYNTh XpaHEHNUE TOKYMEHTOB H JIeTI.

}Iena JOJDKHBI XPaHUTHECA B BEPTUKAJIbHOM ITOJIOKCHUHA B mKa(i)ax, KOTOPBIC 3aKPbIBAIOTCH.
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Ha xopemikax 005105keK J1e1 yKa3bIBaloTCsl HoMepa Jell.

Bbinaua gen Bo BpeMeHHOE MOJIb30BaHUE pabOTHHKAaM 0Opa3oBaTEIbHON OpraHU3aluu
OCYILIECTBJISIETCSI C YCTHOI'O Pa3pelIeHMs] €ro PyKOBOAUTENS, a JAPYTrUM YUPEXKACHUSAM - C €ro
IIMCBbMEHHOT0 paspemieHus. Ha BblgaHHOE €510 COCTaBISIETCSl KapTouka - 3aMEHUTENb. B
KapTOUYKE yKa3bIBalOTCS HOMEp [I€N1a, 3aroj0BOK JI€Na, AaTa €ro BblJAuH, JIMILO0, KOTOPOMY AEIO0
BBIJIaHO, J1aTa €ro0 BO3BPaTa, MOMICH JIUI, KOTOPbIE BHLAAIN U MPUHSIIH JIEIO.

[Ipenocrapiienue e BO BpEMEHHOE M0JIb30BaHKE OCYILECTBISETCS He OoJiee YeM Ha OIMH
MecsIII.

N3bpaTre 10KyMEHTOB U3 Jiefia IOCTOSTHHOTO XpaHeHHUsI 3anpeiiaercs. B uckiountenbHbIX
Cllydasix M3BSATHE IOKYMEHTOB JOIYCKAETCS C pPa3pelieHus] PyKOBOIUTENS 00pa3oBaTeIbHOMN
OpraHu3aIiy ¢ 0053aTEILHBIM OCTaBJIIEHUEM B JIeJIE 3aBEPEHHBIX JOKHBIM 00pa3oM KOIHUH.

Ilocne oOkOHuYaHUS CpOKa XpaHEHUs JOKYMEHTOB, KOTOpblE HE MOJJIEXKaT Iepeayde
ApPXUBHBIM YUPEKJICHUAM, JOKYMEHTBI CIIMCHIBAIOTCSA KOMHCCHEN 00pa30BaTelbHON OpraHu3aluu
M0 TMPOBEIECHUIO HKCIEPTHU3bl IEHHOCTU JOKYMEHTOB, KOTOPYIO Ha3HadaeT pPYKOBOJIUTENb
oOpa3oBaTenbHOl oOpraHuzanuu. Ha chucaHHyl0 JOKYMEHTAIMI0 SKCIEPTHAs KOMHUCCHUS
COCTaBIISIET COOTBETCTBYIOIIUH aKT.

CrucanHasi JOKYMEHTAlUsI YHHUTOXKAETCSl.
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[Tpunoxenue 1

K MHCTPYKLIUH 110 BEICHUIO

JIeJI0OBOM JOKYMEHTALUU

IIpumepHas ¢opma :KypHasa ydyera nedyarei U iraMmnoB o0pa3oBaTeibHOM

OpraHu3auu
Ne | HaumenoBan | Ortuck | HammenoBan | Iloamuce, PesyabTar | OTMeTKa 00 | OTTHCK [pumeyan
n/ | ue neyaTH | meyaTtH | He yIOCTOBepSIIONI | BI YHHYTOKEHH | medaTteid ue
n (mrramna), TaMN | MoApa3/ieJieHH | as MNOJdy4YeHHe, | eXKeroJHoi | u, HOMep | (IITAaMIIOB)
HHHOHATOP a) s, JOJKHOCTH | jaTa NMPOBEPKH | aKTa M AaTa | I
3akasa, Jara noJyvartenas u HAJIHYHUS YHHUYTOKEHH
MOCTYIJICHHUA hamuiaus neyareii u o, aara
noJIy4JaTteJs ITAMIIOB, BO3BpaTa
aaTa
NPOBEPKH
1 2 3 4 5 6 8 9

IIpumepnas popma Knuru/ s;xypHasa perucrpauuu Npukazos 00pa3oBaTeJbHO

OpraHu3anuu.
ITo ocHOBHOM IeAITEILHOCTH
Ne Hara Homep Conepxanue | UcnosHureab Cpox OT1meTka 00
n/n | npuka3a | npukasa HCNOJHEHUS | HCIOJTHEHUH
1 25.08. 74-0O O nposegenun | DUO 30.08.2022 CHsr c
2022 KOMILJIEKTOBAHHUS KOHTPOJIA
[IE€Iarorn4ecKux 30.08.22
KaJIpoB
IIo kaapoBbIM BOpocam
Ne [ara npukasa Homep Bun (017 (0] OcHoBaHue
n/n NnpuKasza npuKasza COTPYAHMKA
1 14.10.22 77-K ITpuem 0150 T Ne 25 ot
14.10.2022
Ilo KOHTHHTEeHTY 00y4aKIIMXCS
Ne Jara npukasa Homep Bun oAU OcHoBaHue
n/n npuKasa NpUKa3a o0yuarouierocst
1 28.09.2022 35-V 3auncnenue | U 3asBneHue
poauTenen
oT
27.09.2022
Ne 46
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[Tpunoxxenue 2

K UHCTPYKLHH I10 BEACHUIO
JIEJI0BOM JOKyMEHTaluU

IIpumepnas popma Kuuru/ sxypHajia perucrpanuu pacnopsixeHHuil

o0pa3oBaTeJIbHOM OPraHM3alMU.

Ne n/mm Hdara Homep Copep:xanue Kro Cpox Otmerka 00
pacnopsizkeHus1 | pacrnopsizKeHus NOAMUCAJ | MCIOJTHEHUs | MCIOJTHEHUHU
1 20.10.22 37-P O  moe3gke | PO 22.10.22 Caar c
yJammxcs Ha KOHTPOJIS
22.10.22

9KCKYPCHIO

IIpumepnas ¢popma Kuuru/ :xypHajia perucTpanuy NpoToKoJa0B 00pa3oBaTeIbHOM
OpraHu3anuu.

Ne n/m

Ne nporokoJa

Jara

ero
perucTpanuu

IToBecTka AHSA
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[Tpunoxxenue 3

K MHCTPYKLIUH 110 BEICHUIO

JIEJI0BOM JOKyMEHTaluU

IIpumepHas popma perucTpauOHHOIO KYPHAJIA BXOASAIIUX JOKYMEHTOB
00pa3oBaTeJIbHOM OpPraHu3anuu

Ne | Hdara Jarta n Homep | Koppecnonnent | Kpatkoe Pesomonusa wnam | OTmerka 00
/N | MOCTYIUIEHUs1 | IOKYMEHTa, cojepiKaHHe | KOMY HANpaBJICH | HCIOJTHCHUH
AOKyMeHTa/ NPHCBOCHHBII AOKYMEHT
BXOASILIHH aBTOPOM (mognuck,
HOMeEp YAOCTOBEPSAIOLIAs
NoJiyueHue)
1 |2 3 4 5 6 7
IMpumepHas ¢gopma perucTpauOHHOIO KYPHAJIA HCXOAAIIHUX JOKYMEHTOB
o0pa3oBaTe/IbHON OpPraHu3anuu
Ne Jara nokymenra Perucrpauuo | Aapecar Kparkoe Hdara u | Ucnoanurens
n/n HHBII HOMep coaep:kaHue | HOMep
JOKYMEHTa JOKYMEHTA,
Ha KOTOPBIi
aaercsi
OTBeT
1 2 3 4 5 6 7
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[Tpunoxenue 4

K MHCTPYKLIUH 110 BEICHUIO

JIEJI0BOM JOKyMEHTaluU

OPUMEPHASA HOMEHKJIATYPA JEJI

OBPA30OBATEJIbHOM OPI AHU3ALIAA

Cpox xpaHeHHs

KoanuecTBo
HNnnexc 3aroJioBoK aeJia aesia (TomMa, 4acTH)
e . IIpumeuyanne
aeJia (Toma,yacTu) u Ne crareii mo
(TomoB)
Ilepeunio
1 2 3 5
01. PykoBoacTBO (KaHIeJsIPHUs)
HopmatuBHbIe IpaBOBBIE aKThl OPraHOB, Jlo MuHOBaHUs
OCYIIECTBIIAIONIMX YIIpaBIeHHE B chepe HamoOHOCTH
01-01 Y X yIp bep s 3aBeneHo
00pa3oBaHUs, perIAMCHTHPYIOIIHE . «O» cT. 3, . «O»
oOpazoBaTenpHbIe OTHOIICHU. Ko cr. 4 TI1 2019
IlocTostHHO Ilocne 3ameHbI
01-02 | VYcras OO
crt. 28 TI1 2019 HOBBIM
Jlo MuHOBaHUS
CBHUIETENBCTBO O IOCTAHOBKE HA yUeT B
01-03 HasorosoM oprade (IHH) Hano0bHOCTH,
p cr. 24 TI1 2019
01-04 CBHIIETEIHCTBO O BHECEHHUH 3aIIUCH B ITocTositHHO
EI'PIOJI cr. 24 TIT12019
OKYMEHTHI (JOroBOp, KOHTPAKT
Hoxy (2 P paKt, Jo nukBupanuu
CBUJICTEITLCTBA) HA MPABO ONEPAaTHBHOTO
01-05 MpaBJICHUS UMYIIECTBOM, Ha IIPAaBO OpTaHM3AIHH
yrp ym > Ha mp cr. 93 TIT 2019
MOJIb30BaHUS 3eMEJIbHBIM Y4aCTKOM
TTocne
5 ner MIpeKpaIIeHus
01-06 | JInmeH3wu ¥ OPUIOKEHUS K HUM N
8 P ct. 55 TI1 2019 TEMCTBUS JTULICH3UH
. Jo nukBupanun
CBHIETEIBCTBO O TOCYNAPCTBEHHOM
01-07 AKKDE AL OpTaHU3aINH,
peamTan cr. 61 TI1 2019
CaHUTapHO-3MUAEMHAOIIOTHYECKOE
3aKJIF0YeHE Ha 00pa30BaTelIbHYIO
01-08 eATeILHOCTE caHETa HO- Y 3 srer, ITIK
A ’ P cr. 429 TI1 2019
SMHIEMUOJIOTHUECKOE 3aKIIOUYEHHNE Ha
MEIUIIMHCKYIO JIEATEIBHOCTh
01-09 | MyHuIMIIATEHOE 3aJaHUE Hocrosnno
Yy A m. «6» cT. 198
01-10 OTYeT O BEITOJHEHUH IlocTostHHO
MYHULUNAIBHOTO 3aJaHUS m. «a» ct. 211
IIporpamma pa3BuTHS 00pa30BATEIBHOTO IlocTostHHO
01-11
YUpeXKACHUS ct. 193 TI1 2019
TIpoToKOBI 3aCeNaHMIi 11€1arOrHUYE€CKOro Hocrosmo
01-12 p . A . «a» cT. 18 TIT

COBETAa U TOKYMCEHTBI K HUM

2019

42




01-13 KHura yueTa npoTOKOJIOB IEAAarornaeckoro 10 ner
coBera cT. 335 IIMII
IlocrosiHHO
01-14 | [IpoToKoJIBI YTIPABIISIONIETO COBETA . «B» cT. 18 TII
2019
IlocrosiHHO
01-15 | [IpOTOKOJIBI OMIEYHUTEIILCKOTO COBETA . «B» cT. 18 TII
2019
IlocrosiHHO
01-16 | [IpoTokosbl COBEMaHMUI TPU TUPEKTOPE m. «e» c1. 18 TII
2019
IlocrosiHHO
01-17 | I[IpoTokoisr o0mux cobpanmii pabOTHUKOB . «k» cT. 18 TII
2019
IlocrosiHHO
01-18 | [Ipukasbl MO OCHOBHOM AEATEIEHOCTH m. «a» cT. 19 TII
2019
Kuwra peructpanum npukasoB 1o OCHOBHON Hoctosio
01-19 p part p . «a» ct. 182 TII
JIeSITeTbHOCTH 2019
IlocrosiHHO
01-20 | [Ipuka3pl MO KOHTHHTEHTY OOYJaIOIIIXCS m. «a» cT. 19 TII
2019
Kuawura peructpannn npuka3os 1o HocrostxHo
01-21 P Thatl P m. «a» ct. 182 TII
KOHTHHTEHTY 00yYaroInuxcs 2019
[Ipukassl 1O aIMUHUCTPATUBHO- > Jiet
01-22 PH o p m. «O» ct. 19 TII
XO3SIHCTBEHHOH NIESTETHHOCTH
2019
KHura perucrpaiuy npukasoB Mo 5 ner
01-23 | agMHHUCTPATUBHO-XO3IHCTBCHHOM m. «B» cr. 182 TI1
JIEATENFHOCTH 2019
01-24 JlokanpHBIC HOPMATHBHBIC aKTHI IO [ocrostaEO
OCHOBHBIM BOIIPOCaM cr. 8 TI1 2019
JlokyMeHTBI 0 IpOBEpKax (aKThl, CIIPaBKH,
01-25 | mepemmcka) opraHamMu TOCKOHTPOJIS 10 zier
ct. 141 TI1 2019
(Ham3opa)
01-26 | MHCTpYKIKS IO ACTONPOU3BOCTBY Hocrosrro Tocne samerb:
ct. 28 TI1 2019 HOBBIMH
01-27 | Homenkmarypa ae Hocrosro S;PY:;ST yep HeBI;)IfIﬁ -3
TIATypa Ael cr. 157 TI1 2019 | MOAPAACT
roza
01-28 OO6pameHns rpakJaH U IepenrcKa Mo ux 5 ner OIIK
pPaccMOTPEHUIO cr. 154 TI1 2019
5 ner
01-29 | XKypuan peructparuu 0OpaIieHuil rpaxiaH . «e» cT. 182 TI1
2019
Jlo nukBUIATUN
01-30 | XKypnan yuera rmevareii v IITaMIIOB OpTraHu3aIH

ct. 163 TIT1 2019
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IIpu orcyrcTBUM
KHUT, )YPHAJIOB,

01-31 | AKTBI YHUUYTOKEHHS [I€YATEN U MITAMIIOB 3 rona OTTHCKOB M CJIEIKOB
y cr. 164 TIT 2019
— IO TUKBUIALINH
OpTraHU3aINH
JKypHan peructpanuy BXOISIITNX S et
01-32 O}IZPMGH&B par AU m. «» cT. 182 TII
HOKY 2019
JKypHa peructpauy UCXOoIsaIIux S et
01-33 O}IZPMGH&B par AU m. «» cT. 182 TII
HOKY 2019
01-34 | IIyOamuHBIN DOKJIAL O pabOTE IIIKOJIBI Tocrosnno
y JIOKTAZL O p ct. 209 TII1 2019
01-35 [ Ortuer 0 camoo00cCIETOBAaHUH Hocrosnno
A ct. 209 TIT 2019
ITocTostHHO
01-36 | 'omoBoii mmaH pabOTHI ITKOJIBI II. «a» cT. 198
TI1 2019
Jlo MuHOBaHUS
OnepaTHBHBIC TUTAHBI (KBapTAIBHBIE,
01-37 MECSYHBIC) paOOTHI ITKOJIBI HaI00HOCTH
P cr. 201 TIT 2019
02. O0pa3oBaTe/ibHAA JeATEJILHOCTD
02-01 O06pa3oBarenbHBIC TPOTPAMMBI IIIKOJIHI TT0 Jlo 3aMeHBI HOBBEIMU
YPOBHSIM 00I1IeT0 00pa30BaHHS ct. 271 [IMIT
02-02 JomomHuTENbHBIE 00pa30BaTEIBHBIC J1o 3aMeHBI HOBEIMU
MPOrpaMMbl cr. 271 [IMIIT
02-03 JIOKYMEHTBI 10 aHAJIU3Y U KOHTPOITIO TTocrosiHHO,
00pa3oBaTeNbHON NEATEITFHOCTH cT. 316 IIMII
IIpoTokonbl 3aceganuil coBeTa poauTenen TMocTostHHo
02-04 (poAnTENBCKOTO KOMHUTETA) M IOKYMEHTHI or. 304 HMf[
(cripaBKH, JOKIAAbI, HHPOPMALIUHN) K HUM ’
02-05 IIpoTokoinbl 3aceganuil 3K3aMEHAUOHHBIX 3 roga
KOMMCCHI cT. 326 TIMII
02-06 Wudopmanus, ceeneHus o pabote rpymnmn 3 roma
MPOJUIEHHOTO JIHS ct. 312 IIMI1
02-07 KHura yuera Beigaun menanu "3a ocoosie 50 set
ycnexu B yueHun" cT. 319 IIMII
02-08 Knura ydera 671aHKOB aTTECTaTOB 00 50 ner
OCHOBHOM 00111eM 00pa3oBaHUM cT. 322 TIMIT
02-09 Kuura perucrpanuu BeIJaHHBIX TOKYMEHTOB 50 ner
00 0CHOBHOM 00111eM 00pa3oBaHUH cr. 322 TIMII
02-10 Kawnra yuera 61aHKOB aTTeCTaTOB O CpEeTHEM 50 et
ob1emM 00pa3oBaHuN cT. 322 TIMIT
02-11 Kuura perucrpanuu BeIJaHHBIX TOKYMEHTOB 50 ner
0 cpeaHeM 001eM 00pa3oBaHUU cT. 322 TIMIT
02-12 Kuawra peructpannm BEIIJaHHBIX CIIPAaBOK 00 50 et
0o0y4eHnu B 0011e00pa3oBaTeIbHON cT. 322 TIMIT
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OpTraHU3AI|H JUIAM, HE TPOIICIIINM
TOCYTapCTBEHHYIO HTOTOBYIO aTTECTAILIUIO
WM TIOJTY9HBIINM Ha TOCYIAapCTBEHHOM
HWTOTOBOH aTTECTAIlUU
HEYIOBJIECTBOPUTEIHHBIC PE3YIBTATHI
(ocHOBHOE 00MIEE OOpazoOBaHME)

Kuwura perucrpanuy BbIIQHHBIX CIIPaBOK 00
o0yueHHnn B 00me00pazoBaTeIbHOM
OpraHU3aLMH JIULAM, He TPOIISIIUM

TrOCYAApCTBEHHYIO UTOTOBYIO aTTECTALIUIO 50 ner
02-13 .
WM NIOJIyYMBIINM Ha FOCYJapCTBEHHOM cT. 322 IIMII
UTOTOBOW aTTeCTAIUU
HCYJIOBJICTBOPUTEIBHBIC PE3YIbTATHI
(cpennee obuiee oOpa3oBaHue)
02-14 | Kuura yuera BbIIa4d MOXBAJIbHBIX JIICTOB >0 set
Y er. 320 [IMIT
02-15 | Kuura y4eta BbIJaud MOXBaJIbHBIX TPAMOT >0 ner
Y 8 P er. 320 [IMII
02-16 JlokyMeHTBI (TUTaHbI, TOKJIAIHbIC 3aITUCKH, 3 rona
MIEPEeTnncKa) O MPOBEIEHNU OTKPHITHIX YPOKOB cT. 321 IIMII
IIpoTOKONBI pOaUTEIBCKUX COOpaHUi 1 5 et
02-17 | 1OKyMEHTHI K HUM (CIIpaBKH, TOKJIAJIbI, or. 324 TIMTI
uHpopmanum)
02-18 | OTueTsl 0 paboOTe COBETA POAUTEIICH 3roma
cT. 325 IIMII
02-19 | AncdaBuTHas KHATA 3aITUCH O0YUJAIOIIUXCS >0 zet
cT. 329 IIMII
[ocne oxoHyaHUN
3 roma IIKOJIBI ¥ TIPH
02-20 | JImgnbIe qema 0O0yJarOUIIXCS
A yHarom ct. 330 I[IMIT BEIOBITHH B IPYTYIO
IIKOTTY
B anexTponHOI U3bsreie u3
dbopmena KJIACCHBIX JKYpPHAJIOB
02-21 KnaccHsle sxypHaJIbl IIEKTPOHHOM CBOJIHBIE BEIOMOCTH
(37eKTpOHHBIE) HOCHTENE — 5 JIeT YCIIEBaEMOCTH —
HE MeHee 25 JeT
cT. 331 IIMII
KypHan ydera mpomynieHHbIX U 5 ner
02-22
3aMeIEeHHBIX YPOKOB ct. 337 IIMI1
02-23 JKypHan 3aHATHIT IO TOTIOJIHUTETEHOMY 5 ner
o0pa3zoBaHUIO cT. 493 TIMIT
02-24 KypHan mHIUBUIYaIBFHOTO O0Y4YEHHUS Ha 5 ner
JIoMy cr. 493 TIMII
03. Bocniurare/ibHAS NeSAITEILHOCTH
03-01 | PaGouast mporpamMma BOCIIMTaHUS 3 rona
ct. 194 TI1 2019
03-02 IInanbl BOCOIMTATEIBHBIX MEPOIIPUATUHI U 3 roma

JOKYMEHTHI K HUM

ct. 194 TI1 2019
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03-03 ITepenucka mo BompocaM npopOpUEHTALINH, 3 roga
TPYIOBOTO OOYYECHUS U BOCTIMTAHUS cT. 345 TIMIT
Ilepenucka ¢ opraHaMu CHCTEMBI

03-04 |(m (I))(l)I/IJ'IaKTI/IKI/IpI/I 0e3HA30PHOCTH > ner, STIK

P A30p ct. 70 T 2019
HECOBEPIICHHOJICTHUX
JlokyMeHTBI 00 opranu3amnuu u pabore 10 ner
- Jlarepsi JTHEBHOTO IPeObIBaAHMS U
03-05 ep’l HCBHOTO NpeObIBa cr. 478 TIMIT
TEMaTUIEeCKON TUTOIIAIKH
KYMEHTBI O MPOBEICHNUHN OJTUMIIHA,
fI/(I)Kl?:) im 1100 qﬁ%ﬂi?; | eOMeTaM (}:11:40T OB Jlo MUHOBAHHS
03-06 KOHK pCOB X yomeCTBeHI})IOIrlo TeXI-’II/I‘{eCIfOFO, HagobnocTn
YPCOB XyX : cr. 383 TIMII
1 IPYTHX BUJOB TBOPYECTBA IITKOJIHFHIKOB
JIOKyMEHTHI 0 BBICTaBKaX AETCKOTO Jlo MuHOBaHMS

03-07 | Xymo>KeCTBEHHOTO U TEXHHYECKOTO HaZOOHOCTH
TBOPYECTBA cT. 384 IIMII
OtueTsl, nHbOpPMAIHK O paboTe 10 et

03-08 .

OOIIECTBEHHBIX YICHHISCKUX OpTraHU3annit cT. 388 IIMII
04. MeToauueckasi 1eAITeJILHOCTD
ITocTosHHO,
04-01 [onoxeHne 0 METOAUIECKOM COBETE . «a» ctT. 34 TII
2019
[TonoxeHHUst 0 METOAMYECKUX O0BETUHEHUIX Hoctoso,
04-02 A a ’ 1. «a» cT. 34 TII
pabouux rpymmax 2019
ITpoToKOJIBI 3acegaHUil METOUUECKOTO 5 ner, OIIK
04-03 COBETa U JJOKYMEHTHI (CIIPaBKH, TOKJIAJIBI, ct. 200
HHPOPMALNHN) K HUM TIT2019
IIpoTokoJibl 3acelaHuil METOAUUYECKUX 5 ner, OIIK
04-04 00BeTMHEHNH U JOKYMEHTHI (CTIPaBKH, cT. 200
JTOKJIaIbI, HHPOPMAITUH) K HHUM TIT 2019
I'omoBoii maH pabOThI METOAUYECKOTO > ser, SIIK
04-05 | "0 P A ct. 200
TIT12019
AHanu3 pe3yabTaToB METOINIECKON PaboThI 5 net, OIIK
04-06 .
o0pa3oBaTeNbHON OpraHnu3aIuu cT. 46 TIT1 2019
05. KagpoBoe obecrieueHue
05-01 | KommeKkTHUBHBIH TOTOBO Tocrosmmo
P cr. 386 TI12019
JIOKYMEHTBI O TPOBEPKAX BBHITOJHCHHUS 3 romga

05-02 .

YCIIOBUH KOJIJIEKTUBHOTO JIOTOBOPA ct. 389 TI1 2019
IIpaBuna BHYTpEHHETrO TPYAOBOIO ITocTosiHHO

05-03
pacropsiika ct. 394 TI1 2019

05-04 | llratHOe pacnucaHue U U3MEHEHHS K HEM Hoctosiro

P Y ¢1.40 TIT 2019
50/75 ner
05-05 | HomKHOCTHBIE HHCTPYKIIUK PAOOTHUKOB

cT. 443 TI1 2019
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[Tpuka3ssl 10 KaPOBBIM BOIIPOCaM (IIpUEM,
HepeMeIleHNe, COBMEIICHUE, IEPEBO,

YBOJILHEHHUE, aTTECTAIHA, JOTIOTHUTEIFHOE 50/75 net® AIIK
05-06 | mpodeccronanpHOE 00pa3oBaHUE, N3MECHEHHE . «a» cT. 434 TI1
(haMuIITHH, TIOOIPEHNUS, HAaTPaKICHHUS, 2019
OTITyCKa IO YXOIy 3a peOCHKOM, OTITycKa 0e3
COXpaHEeHHS 3apadOTHOM TIIIATHI)
006 oTmyckax,
[IpuKkassl IO INIHOMY COCTaBY (€KETOIHEIC KOMaHIUPOBKaX
OIIa9MBaeMbIe OTITYCKa, OTITyCKa B CBSI3H C 5 ner pabOTHHKOB ¢
05-07 | oOy4eHueM, neKypcTBax, HE CBSI3aHHBIX C . «O»-«» cT. 434 | BpenHbIMHU U (1K)
OCHOBHO¥ (PO IIEHON) NEITETBHOCTRIO, O TIT2019 OIACHBIMU
KOMaHUPOBKaX U CIYKEOHBIX MTPOBEPKAX) YCIOBUSAMU TPyJa
—50/75 ner
[Iprka3ssl 1O TMYHOMY COCTaBY 3 rona
05-08 . «» cT. 434 TII
(AucHUIIMHAPHbIE B3BICKAHHS)
2019
Kawnra peructpanuu npuka3oB 1Mo KagpoBBIM 30775 xer SIIK
05-09 Bompocam m. «O» ct. 182 TII
2019
O exeromHo
OTTAYNBACMBIX
OTITyCKaX, OTITyCKaX
B CBSI3H C
Kuura peructpanuu npukazoB Mo JUYHOMY > Jiet obyuenuew,
05-10 cocTasy . «O»-«r» cT. 434 | mexxypcTBax, He
TIT2019 CBSI3aHHBIX C
OCHOBHOM
(mpouibHOIT)
IEATENLHOCTRIO — 5
et
Khura perucrpaium npukaszos o JUIHOMY 3 rona
05-11 . «1» cT. 434 TII
cocTaBy (IUCIMIUTMHAPHEIEC B3BICKAHHUS) 2019
50/75 net DIIK
05-12 | XKypnan y4era JHUHBIX Je]T paOOTHUKOB . «0» cT. 463 TII
2019
Jlrmunsle nena paboTHUKOB (JInuHbIE
1o | mbomen (012 e
’ ’ cT. 445 TI1 2019
PacTOpKEHUH, COTIacus Ha 00paboTKy
MIEPCOHANBHBIX TaHHBIX)
s34 | K ere Ty oonepn
’ ct. 435 TI1 2019
pacTOp>KEHUH
05-15 YBenoMIIeHHS, IPEAYIPEKICHIS, 3 romga
paboTHUKOB (aM) paboTomaTenem ct. 436 TI1 2019
05-16 [MoxnvHHBIE IMYHBIE JOKYMEHTHI (TPyI0Bas Jlo BoctpebGoBanusi. | HeBocTpeOoBaHHbIE
KHIDKKA) cT. 449 TI12019 |- 50/75 net*
Kuura yyeTa JBHKEHUSI TPYIAOBBIX KHIKCK U S0/75 ner
05-17 BKITAbIIIEH B HHX I. «B» CT. 463 «B»
TI12019
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Kuwnra y4deTa JIMYHOT'0 COoCTaBa

50/75 ner DIIK

05-18
MeAarorndeckux paboTHUKOB cT. 445 TI1 2019
TIpoTokoEI 3aceNaHMiA, TOCTAHOBICHUS U
05-19 |nx y THE I0K MeH”ilbI aTT,GCTaHI/IOHHLIX 10 et STIK
PYIHe JIOKy ct. 485 TIT 2019
KOMMCCHIA
JIOKYMEHTBI 10 aTTECTAIIMHU, ONPECTICHHIO S et
05-20 | mpodeccHoHANBHBIX U JIMYHOCTHELIX KAUECTB
pod ct. 484 TIT 2019
paboOTHHUKOB
Ilepenucka mo arTecTanuu, NEPEnoOArOTOBKE 3 roga
05-21
Y MOBBIICHUY KBaTH(UKAIUU paOOTHHKOB cT. 499 TI1 2019
JIOKYMEHTBI O MPEICTABICHUU K
HArpaXXJACHUIO pa0OTHHUKOB (TIPEICTABICHUS, 5 ner
05-22 s
XO0JlaTaliCTBa, XapaKTEPUCTUKH, BBIITUCKH U3 cr. 500 TIT 2019
pemeHuit 1 ap.)
05-23 TapudukanmoHHble CIUCKU (BEOMOCTH) 50/75 ner
pabOTHUKOB ct. 400 TI1 2019
JIOKYMEHTBI 110 BEJICHUIO BOMHCKOTO yueTa U S et
05-24 OPOHHMPOBAHHUIO IPaXKAaH, MPEOLIBAIOLINX B
POHHDP DIAAM, TIp . cr. 457 TIT 2019
3anace (TUIaHbl, OTYETHI)
JIOKYMEHTBI 110 BEJICHUIO BOMHCKOTO yueTa U
05-25 OpPOHUPOBAHUIO IPAXKIaH, IPEOBIBAIOILNX B > Jet Hocne cusrus ¢
POHHP P » TP m ct. 458 TIT 2019 yueTa
3amnace (KapTOUYKH, JIUCTKH, TIOBECTKH)
KHura npoBepok COCTOSIHHS BOMHCKOTO
05-26 yueTa 1 OpOHHPOBAHMS TPaXKJIaH, > Jiet
cr. 459 TI1 2019
npeObIBAIOIINX B 3arace
JKypHan y4era JIuIi, HOJIeKaIINX > et
05-27 yP Y ’ 1. «e» cT. 463 TII
BOWHCKOMY Y4YETY 2019
3asBienus pabOTHUKOB O BbIIaye | rox
05-28 OKYMEHTOB, CBSI3aHHELIX C pabOTOM, U UX
JOKYM ’ p ’ cr. 451 TIT1 2019
KOITHH
06. Byxrajrepckuii y4eT ¥ 0TYETHOCTb
[Tonmoxenue 00 omiare Tpyaa u Hocrosnno Ilocne 3ameHbI
06-01 pyA I. «a» cT. 294TII
MPEMHUPOBAHUN PAOOTHUKOB 2019 HOBBIMH
T'onoBoii uTaH (PUHAHCOBO-XO03SHCTBEHHON Iocrossno
06-02 ESITENBHOCTH . «a» cT. 247 TI1
2019
OTueThl O BHINOJIHEHUH [UTAHOB (PHHAHCOBO- TlocrosiHHO
06-03 XO3SIUCTBEHHOMU AESITEbHOCTA OpraHU3aliHy. IL. «a», 0 cT. 272 TI1
T'onoBele, KBapTaJIbHBIE 2019
JloKyMeHTBI O TIPOBEPKaXx (aKThl, CIIPABKH, S et
06-04 repenucka) PUHaAHCOBO-XO03IMCTBEHHOM
P ) & cr. 282 TI1 2019
JIEATEILHOCTH
OKYMEHTEI O IMOJIyYEHUN 3apab0THOM IIAThI
Hloxy e P IIpu orcyrcTBUM
(cBOIHBIE pacueTHBIC (PaCYETHO-TUIATEKHBIE) 6 net
06-05 JINLIEBBIX CYETOB -
BEJIOMOCTH, PaCUETHBIE JIUCTHI, cr. 295 TIT 2019
50/75 ner
JIOBEPEHHOCTN)
5 ner IIpu tsxensIx,
06-06 Tabenu u xypHalbl ydera pabo4yero BpeMeHH

ct. 402 TIT1 2019

BPEAHBIX U OITACHBIX
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YCIIOBHSX Tpyla —

50/75 ner
06-07 JIokyMeHTBI 00 MHBEHTapU3aI[Ui AKTHBOB > qiet
ct. 321 TI1 2019
IIpu ycnosuu
JlokyMeHTBI 00 MHBEHTapU3aIlUl TOBAPHO- 5 ner
06-08 . MIPOBECHUS
MaTepHajbHbIX LICHHOCTEH ct. 321 TI1 2019
MIPOBEPKH
JIOKYMEHTBI O MEPEOIeHKE OCHOBHBIX Iocne BBIOBITHS
06-09 (hOHTIOB, OTIpEICIICHIUH aMOPTHU3AIUH 5 ner OCHOBHBIX CPEJICTB U
OCHOBHBIX CPEJICTB, OLEHKE CTOMMOCTH cT. 323 TI1 2019 | HEMaTepUalbHBIX
HUMYIIIeCTBa aKTHBOB
ITocne yBosnbHEHHS
JloroBopsl 0 MaTepuaibHOI 5 ner MaTepHuaIbHO-
06-10
OTBETCTBEHHOCTH ct. 279 TI12019 | oTBEeTCTBEHHOTO
JUa
J1oTOBOpPHI TpakTaHCKO-TIPAaBOBOTO
XapakTepa O BBITOJHEHUU paboT, OKa3aHUU 3
06-11 CIIyT (PU3WIECKUMH JINIIAMH, aKTHI CIA9H- S0/75 ner
yery Hant, A ct. 301 TIT2019
MIPUEMKH BBITIOJTHEHHBIX pab0T, OKa3aHHBIX
ycIyT
06-12 JIOKyMEHTBI YYETHOM IMOTUTHKH > zet Tocne samenbt
Y y cT. 267 TI1 2019 | HOBBIMH
[lepBruHbIC yUeTHBIC TOKYMEHTHI U
p y HIOKY [Ipu ycnosuu
CBsI3aHHBIC C HUMH OTIPaB/IaTeIbHBIC
MIPOBEACHUS
JIOKYMEHTHI (KaCCOBBIC JOKYMEHTHI M KHHTH, ]
MIPOBEPKH; TIPH
0aHKOBCKHE TOKYMEHTHI, KOPEIIKH
BO3HHUKHOBEHUH
JICHE)KHBIX YEKOBBIX KHIDKEK, OpIepa, 5 ner
06-13 CIIOPOB,
Tabenu, u3BenieHus1 0aHKOB U TIEPEBOIHbIE ct. 277 TI1 2019 .
pasHornacui
TpeOOBaHUs, aKThI O IPUEME, CAaUe U
COXPAHSIOTCS 10
CIMCAaHUH UMYIIECTBA M MATCPHAJIOB,
MIPUHATHSI PEIICHHS
KBHUTAHIIMU, HAKJIAIHbIC, aBAHCOBBIC OTUYETHI, 10 nen
MepenucKa) Y
5 ner
06-14 Kuura ydera noBepeHHocTeH . «a» cT. 292 TI1
2019
06-15 Cuera-¢haxTypsl > ziet
ct. 317 TI1 2019
06-16 [Tnan-rpaduk 3aKynok 3 rona
ct. 218 TI1 2019
3 roma
06-17 JIOKyMEHTHI 10 3aKyIKaM cT. 219-223 TIT
2019
ITocne ucreuenus
06-18 MyHUIUTaTbHBIE KOHTPAKTHI > zier SIIK CcpoKa JIeHCTBUS
JHHL P cr.224 TI12019 | POXaA
KOHTpaKTa
06-19 JIOKYMEHTBI O ITOCTAaBKE MaTEePHaoB (ChIPh), 3roza
000pyIOBaHUS B APYTON MPOTYKIHH ct. 511 TIT12019
TIpreMo-caaTOYHBIC aKThI, COCTABJICHHBIC 15 ner
06-20 MIPYU CMEHE JTOJKHOCTHBIX, OTBETCTBCHHBIX,

MaTCpHUAIbHO-OTBETCTBEHHBIX JIUI]

cT. 44 TI1 2019

07. budanoreka
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ITocTostHHO

07-01 | INonoxxenue o GubnMOTEKE 1. «a» cT. 33 TII
2019
. ITocTosiHHO
07-02 | luBenTapHas kHMTra, aadaBUTHBINA KaTanor er. 330 TI1 2019
JIOKyMeHTBI y4eTa MaTepHaloB CIPaBOYHO- Ho JMKBHALIHH
07-03 MH(l)z Ma I/IO};-IHOFO (bOHp a 6H6J‘II/I£T6KI/I Oubamorexn
pyat e ct. 366 TIT 2019
07-04 AKTBI CITUCAHUS KHUT ¥ MIEPUOANIECKHUX 5 ner ITocne cnenyromei
U3J1aHUI ct. 365 TI1 2019 | mpoBepku
ITocTosiHHO
07-05 | KnuracymmapHOroy4eraocHoBHOTO(OH1a er. 330 TI1 2019
ITocTosiHHO
07-06 | Knura cymmapHoro y4yera yueOHOro ponzia or. 330 TI1 2019
07-07 KypHan peructparuy yu4eTHbIX KapTOueK 5 ner
y4eOHHUKOB ct. 329 TI1 2019
07-08 KypHan y4yera nuznanui, He MOAJEKALIUX 5 et
3aIicH B MHBEHTapHbIE KHUTU(OPOLIIOPHI) ct. 329 TI1 2019
07-09 KypHanyuyeTansganuid, (pUHITHIXB3aMEHYTEP 5 ner
SITHHBIX cr. 329 TI1 2019
08. ApxuB
[Tonoxxenue 06 apxuBe, 00 IKCHEPTHON Hoctosro
08-01 KOI\fHCCHH P ’ P m. «a» cT. 33 TII
2019
08-02 v ITocTosiHHO
YeTHbIC JOKYMEHThI apXHUBa er. 171 TIT 2019
ITocTosiHHO HeytBepxkneHnsle —
08-03 OnwcH e MOCTOSIHHOTO XPaHCHHUS . «a» ct. 172 TII | 10 MUHOBaHUS
2019 HaJI0OHOCTH
08-04 Onwcy e 1Mo JUYHOMY COCTaBy m. «o» ct. 172 TII
2019 JI0 MUHOBaHHs
HagOOHOCTH
3 roma
08-05 Omucu nen BpeMenHoro (coie 10 er) I «y cr. 172 TII ITocne
XpaHeHHs YHUYTOXKEHUS JIeJT
2019
Ilocne Bo3BpalieHus
JIOKyMeHTOB. Jliis
AKTOB BBLIAYN JIEJT
JloKkyMeHTBI y4eTa BbIJIauH JIell, JOKyMEHTOB 3 rona BO BPEMEHHOE
08-06
BO BPEMEHHOE I0JIb30BaHKE ct. 175 TI1 2019 | monb3oBaHue
ApYriM
OpTraHU3aIsIM - 5
JeT
Iocne Bo3BpaleHus
JokyMeHTOoB. [Ipu
08-07 JIOKyMEHTBI BBIEMKH JIEJT, JOKYMEHTOB 3 rona HEBO3BPALICHHH =

ct. 176 TI1 2019

ITPOTOKOJIBI, aKThI
BKJIFOUAIOTCS B JIEJI0
(dhoHma - MOCTOSTHHO
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Komun APXUBHBIX CIPABOK, BbIAAHHBIC I10

5 ner DIIK

08-08 3amnpocam rpaXkaaH, JOKYMEHThI K HUM er. 178 T 2019
(3asBIICHUS, 3aIIPOCHI, CTIPABKH, MIEPEIICKa)
XKypHnaiel, 6a3bl JaHHBIX yueTa BbLAAYN
08-09 APXUBHBIX CIPABOK, KOTIHIA, BBITUCOK U3 5 sier
’ ’ cr. 177 TIT1 2019
JIOKYMEHTOB
JloroBops! (cornameHus) ¢ apXuBHBIMU
Ilocne ucreuenus
YUPEXKICHUSIMHU, UHBIMH OPTaHU3aLHIMH O 5 ner DIIK N
08-10 ., CpoKa JeHcTBUs
B3aMMO/ICHCTBHAN U COTPYAHHUYECTBE B chepe ct. 179 TI1 2019 OrOBODA
ApXHUBHOTO JIeNIa M JeTOTPON3BOICTBA A p
09. MeaunmHcKoe 06cTyKUBaHHE
09-01 | MenuumHCKHE KapThl 00YJaIOMIMXCS > Jiet
A PTEL OBYHAIoM cT. 441 TIMIT
3aKOYNTeIbHEIC
aKTBI MEAUIITHCKIIX
OCMOTpOB
pabOTHHKOB,
3 rona BBITIOJTHSFOLITUX
09-02 | IoKkyMEHTBI O MEAUITUHCKHX OCMOTPAX or. 635 TIT2019 | paGoTsi ¢
BPEIHbBIMH,
OIaCHBIMHU
YCJIOBUSIMHU TpyJa —
50/75 ner
09-03 | JoKyMeHTBI O MEAMLIMHCKOM O0CTY)KUBaHUU > JeT
ct. 369 IIMII
09-04 | MenuuuHCKHE KHUKKHA COTPYAHUKOB > JeT
ct. 441 TIMII
10. Opranu3auusi NUTAHUS
10-01 OtueTsl, HHGOPMAIIHH, CTIPABKH 00 1 ron
OpraHu3aluy MUTAHUS cT. 362 IIMI1
10-02 IlepcnexkTUBHOE MEHIO OCHOBHOI'O TUTAHUS J3H
(0 Bo3pacTam) ct. 839 IIMIT
JokyMeHTbI (cepTHU(UKATBI, aKThI,
10-03 | pexiamanuu, 3aKJIOUYEHUsI, CIIPABKH) O > qiet
’ ’ cr. 513 TIT1 2019
Ka4eCTBE CHIPhS
10-04 Kypnan Opaxepaka MHUIIEBBIX IPOLYKTOB U 1 ron
KyJIMHApHON TPOITYKITHH cT. 967 IIMII
10-05 Kypnan Opaxepaka TOTOBOH KyJIMHApHON 1 rox
MPOAYKITIH cT. 967 IIMII
XKypnain ydera TeMrepaTypHOTO peKUMa B | rox
10-06 | xomomuneHOM 000pYyIOBaHKH (Ha or. 967 TIMII
nuIIe0I0Ke)
10-07 JKypHan npoBeieHHsT BUTAMUHU3AIIH 1 rox
TPETHUX U CIAIKHUX OJFO] cT. 967 IIMII
10-08 | TexHonmorn4eckue KapThl Jlo 3aMeHBI HOBBIMU
10-09 | I'uruennueckuii xxypHai (COTPYAHUKH) 1 ron
ct. 967 IIMII
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10-10 XKypnain ydera TemMrepaTypsl U BIaKHOCTH B 1 rox
CKJIaCKUX MOMEIIEHUSX cT. 967 IIMII
11. Be3onacHocTh
Iocne
11-01 |ITacnmopt G€30MACHOCTH IIKOJIBI > siet aKTyalu3anum
cT. 594 TII 2019
nacropra
Iocne ncreuenus
CcpoKa JIeHCTBUS
5 ner JIOTOBOpA; Nocie
11-02 | JoroBopsl Ha OKa3aHWE OXPAHHBIX YCIYT or. 580 TIT2019 | npexparuers
00513aTENBCTB 110
JIOTOBOPY
S 3 et OIIK
11-03 JICHID, HOIIAMHbIC, CI1Y i, cr. 587 TIT 2019
MepenrcKa) 0 paccie0BaHNH Ype3BbIUaiiHbIX
IIPOUCUIECTBU IIPU OXPaHE 3JaHU
KHuru perucrpanun (y4yera BblJaun)
11-04 | ynocroBepeHUii, IPOMYCKOB 3 rona
’ ’ ct. 589 TI1 2019
UICHTU(UKALUOHHBIX KapT
Pa3oBbie npormycka, KOpeKH NPOIyCKOB B
11-05 | cimyxeOHbIE 3AaHUS U HA BBIHOC L'ron
Y " : cr. 591 TIT 2019
MaTepuaibHbIX [EHHOCTEH
OKyMe 0 o e
11-06 iIHTI/i/TI\gp;Z];Hc:HE;LI?O; I;I:H_U/IHIeHHOCTI/I > zer SITK
cT. 595 TI1 2019
OpraHu3aIyu
11-07 KypHan uHCTpyKTa)ka 1o 3 rona
AQHTUTEPPOPUCTHUECKON 3alTUIIEHHOCTH ct. 598 TI1 2019
11-08 JKypHas BBOJHOTO HHCTPYKTaXa I10 3 rona
rpakJaHCKoil 06opoHe ct. 608 TIT1 2019
11-09 XKypHan yyera HHCTpyKTa)xa 10 AEHCTBUIM B 3 rona
Ype3BbIUAMHBIX CUTYaLUsIX cr. 608 TI1 2019
11-10 JloxkymeHTHI 00 oOecTiedeHnn 5 ner OIIK
MIPOTUBOTIOXKAPHOTO peXUMa cr. 611 TI12019
1141 | myapmofnesronoro n mpomyexioro 3 et OIIK
yP poty cr. 611 TIT 2019
PEKIMOB
11-12 KypHanbl yuera HHCTpYKTaxKel 1o 3 rona
MOXKapHOU 0E30MacHOCTH cr. 613 TI1 2019
[Topsiiok 00y4eHHs UL, OCYIIECTBIISIONINX [MocrostHHO
11-13 | TpyZOBYIO MIIH CITy>KEOHYIO 1ESTENbHOCTD, . «a» cT. 8 TII
MepaM MoKapHOH 0e3011acHOCTH 2019
11-14 | IMacnopt 1opoxxHOH O€30M1acHOCTH > ze
T AP ct. 594 TI1 2019
12. Oxpana Tpyna
OTueT 1o CrenuaIbHOM OIICHKE YCIOBHHA IIpu BpenHsIx U
45 ner
12-01 |Tpyna u nokymeHTHI K Hemy. OlieHKa OIIACHBIX YCJIOBUSIX

PO pPHUCKOB

ct. 407 TI1 2019

Tpyaa — 50/75 net
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ITocTostHHO

12-02 | MHCTpyKIMH IO OXpaHe Tpyaa . «a» ct. 8 TII
2019
I'ooBbIe cTaTHCTHYECKHE CBEACHHS
00pa3oBaTeNbHOM OpraHU3aIH O [ocrostHHO
12-03 | TpaBMaTH3Me Ha MPOU3BOJICTBE H . «a» ct. 335 TI1
npodeccrnoHaNbHEIX 3a0omeBanmsx (¢. 7— 2019
TpPaBMaTH3M)
CBs3aHHEBIE C
KPYITHBIM
MaTepHalbHBIM
12-04 JIoKyMeHTHI (aKTBI, TPOTOKOJIEL, 45 ner yimepGoM 1
3aKIIFOYCHNS) O HECYACTHBIX CITydasx ct. 425 TI1 2019
YEITOBCUCCKUMHU
KEepTBAMH —
MIOCTOSTHHO
XKypHan peructpaiy HeCHaCTHBIX CIy4yaeB 45 ner
12-05
COTPYIHUKOB ct. 424 TI1 2019
12-06 ’KypHan peructpaiy HeCHaCTHBIX CIy4yaeB 45 ner
oOyJaromuxcst cT. 424 TI1 2019
Kuuru yuera MHCTpyKTa)ked 110 oOXpaHe 45 ner
12-07 | Tpyma (BBomHOTO, Ha paboueM MecTe, . «a» ct. 423 TI1
IIEJICBOTO) 2019
XKypran ydera npopunakTHIeckux padbot mo 5 ner
12-08 | oxpane Tpyaa, IpOBEpPKH 3HAHUH 110 OXpaHEe m. «O» ct. 423 TII
Tpyaa 2019
JloKyMeHTHI (CIIpaBKH, MPEATI0KEHHS, S et
12-09 | oGocHOBaHUS, TEPEITHUCKA) O COCTOSHAU H
> 1EP ) ct. 409 TIT 2019
Mepax 110 yIy4IIeHHIO OXpaHbl Tpyia
ITocTosiHHO
12-10 |IIpaBuia mo oxpaHe Tpyaa . «a» ct. 8 TII
2019
13. Yuurean-jaoromnen
13-01 Kypnan 06SHCJIOBaHI/I$I YCTHOU U | rox
MUCbMEHHOM peur 00y4aronnxcs
13-02 Pabouas MpOTpaMMa KOPPEKIIHOHHO- | rox
pa3BHBalOIIEil pabOTHI YUUTEIS-IOroIe1a
[Tnan paboTHI yUnTessI-I0rone1a Ha TeKy i
13-03 PadOTbLY s Y 1 rox
Y9eOHBIA TOx
KanengapHo-reMaTuueckuil miaH rpynmnoBbIX
13-04 CHAAPHOTE ec pynmo 1 roxn
3aHITHH.
Crcok JieTeil, 3a4UCICHHBIX B JIOTOMYHKT.
13-05 [ Cmoucok meteit, mOCTaBICHHBIX HA OYepelb 1 rox
JUISL 32a4UCIICHUS B JIOTOITYHKT.
KypHan y4era nocemaemMocTu
13-06 |7YPHATY HHaen 1 ron
JIOTONIEANIECKUX 3aHATHIHA
13-07 Kypnan B3aHMOCBS3H JIOTOMIE 2 1 | rox
pOAMTENCH.
13-08 | PedeBas xapra Ha KaXI0r0 00yYarOIIEroCs 1 rox
13-09 | I'pacux paGoTsl U pacnMcaHue 3aHATHH 1 rox
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OTuér 0 pe3yabpTaTax padoTHI 38 y4eOHbIH

13-10 5 ner
rof
14. Ileparor-ncuxoJior
HopmartnBHO-TIpaBOBBIE TOKYMEHTBI,
Jo muHOBaHus
14-01 | pernmaMeHTUpYIOLIHUE NESTEIBHOCTD
HaJJI00HOCTH
MPaKTHYECKOTO TICHXOJIOTa.
JlokyMeHTBI (IpUKa3bl, THChMA,
Jlo MuHOBaHMS
14-02 | meromnueckne peKOMEHIAINHI H T.JI.)
HaJI00HOCTH
ynpaBJieHus 00pa3oBaHus
OJDKHOCTHASI HHCTPYKIHS IIelarora-
14-03 |7 pyKILi e 5 et
TICHXO0JIOTa
14-04 | I'paduk paGOTHI MK IUKIIOTpaMMa 1 ron
14-05 | Ilnan paboThl Ha y4eOHBIH roj 3 rona
14-06 | Ilnan paboTHI Ha MeCSIIT 1 rox
KypHan yyeta KOHCYJIbTalUil:
14-07 |- vHIUBUAYAIBHBIX 5 mer
-TPYINIOBBIX
XKypran ydera KOppeKIIHOHHO-
14-08 | 7YPHaty PPett y 5 et
BOCCTaHOBUTEIBHOW M Pa3BUBAIONIECH paOOTHI
JIOKyMEHTBI IO TIICUXOJIOTHIECKOMY
MPOCBEIICHHIO (JOKIAbl, BEICTYIUICHUS
14-09 | IPOCBELLCHHIO (AOKIALE, BLICTY . 5 et
COOOIIEHNS Ha MEeIarorNIeCcKUX COBETaXx,
POIUTENBCKUX COOPAHUAX U T.11.)
14-10 | Joxymentsl o [Tk 5 ner
JIoKyMEHTBI ISl CITy>KeOHOTO MCIIOJIb30BAHUS
(TICUXO0JIOTUYECKUE 3AKITIOYESHHUSI.
KoppekiroHHsIe KapTbl; IPOTOKOJIEI
14-11 | guarHocTU4YecKux 00CIEI0BaHHUM, 5 mer
KOPPEKIIMOHHBIX 3aHATHH, Oecell, HHTEPBEIO,
KapThl (ICTOPUH) Pa3BUTHS;
TICHXOJIOTHYECKHE XapaKTEPUCTHKHU H T.II.)
14-12 | AHanuTHYeCcKHEe OTYETHI, CTIPABKU 5 ner
14-13 | Crartuueckue OT4ETHI 5 ner
14-14 | YueOHbIE IPOTPaMMBI 1 ron
WHunuBuyansHble KAPTOYKH IICHXOJIOT0-
14-15 ABIAY P 5 ner
Mearorv4eckoro AMarHoCTUPOBAHUS
JMarHocTUYeCKUil HHCTPYMEHTapUi
o MuHoBaHUs
14-16 | (GmaHKH, BOMPOCHUKH, aHKETHI, METOUKU
Haj00HOCTH
TICUXO/INarHOCTHKH H T.[.)
IIcuxonoruueckue conpopoxaeHue ['NA,
14-17 1rox
EI'D
14-18 | ITamka camooOpa3oBaHus 5 ner
14-19 | HomeHkJiaTypa jien ncuxoora 3 roma
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«MHCcTpyKIMs 110 BeAeHUIO J1e10Boi fokymeHTauuu B MBOY «llonraBckas mkosia

JIuct o3HakomiieHUs ¢ puka3oMm oT __ . .2023 Ne

Neri/it OUO cotpyanuka JomxHocTh Jara ITonnuce
1 Aomaxumos JI.H. Yunrens
2 babenko .H. Yaurenb
3 Buuenosa B. Yuurenn
4 Boiiuenko E.A. Yaurenb
5 I'magkux A.M. Yuurenn
6 I'pusnosa H.B. Yaurenb
7 Honenkas C.A. Yuurenb
8 3ukupbsiea J.A. Yuureinb
9 3o3ynbckuii A.H. Yuurenb
10 HUcmamnosa H.M. Yuurenn
11 KabGamxanosa J1.3. Yuurennb
12 Kazakosa A.O. Yunrenn
13 Kozauyk A.B. Yuunreinb
14 Kononuyk 3.H. Yuaurenb
15 JIucunpia A A. Yuuresn
16 Jly6wmii E.T. Yuunreinb
17 Munxkas A.Il. Yuaurenn
18 [Munuera M.H. Yuurennb
19 Pomoauna O.A. Yuurens
20 PyaaKOBa O.B. IIenaror-opranuzarop
21 Centneouena C.H. Henaror-ncuxosor
22 Comnogeii C.O. Yunrenn
23 Tapatopknna 10.A. Yuurennb
24 Vemanora C.C. Ienaror-oubmmorexaps
25 Yekanona JI.A. 3am. o YBP
26 Yuuenkosa A.C. Yuurenn
27 | lepcroduTosa B.A. 3am. mo BP
28 [lenuxoB K.A. Yyaurens
29 Scrpemckas FHO.B. Yuurenn
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