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1. O61Me noJI0KeHUA

1.1. UHCTpyKuus 1O [eJONPOU3BOJACTBY B MYHHUIIMNAJbHOM OIOJKETHOM
JIOLIKOJIbHOM 00pa3oBaTeJibHOM YyYpexJeHUW JAeTcKuil cana «Pagyra» (ganee -
WHCTpyKIMS) ycCTaHaBJUBaeT €JUHYI0 CUCTEMY [IeJIONPOU3BOJACTBA W MOPSAA0K
NO/JrOTOBKH, OQOpMJIEHUS, NPOXOXAEHHS, KOHTPOJII 3a MCIOJHEHUEM, Yy4YeTa,
XpaHeHHs], U3TOTOBJIEHUS], KOMUPOBAHUS U TUPAXKUPOBAHUS CAYKEOHBIX JOKYMEHTOB
B o6pa3oBaTesibHOM opranusanuu MBJIOY netckuii cag «Pagyra» (nanee - 10Y).

1.2. UHcTpyKIMs pa3paboTaHa B COOTBETCTBUU C TpebGOBaHUAMU PefiepalbHbIX
3ak0HOB OT 22.10.2004 Ne 125-®3 «06 apxuBHOM Jesie B Poccuiickoit Pegeparnuu» c
n3MeHeHUsIMM Ha 11 uroHg 2021 ropa; B cooTBeTcTBUM ¢ PefepasbHbIM 3aKOHOM
Ne273-®3 ot 29.12.2012 roaa «06 obpaszoBanuu B Poccuiickoir Penepauuu» c
M3MeHeHUsAMU Ha 16 anpesna 2022 roga, B cooTBeTCTBUU ¢ PeflepasibHbIM 3aKOHOM OT
27.07.2006 Ne149 - @3 (peg.ot 30.12.2021r.) «06 nHdopmManuu, MHGOPMaLUOHHbBIX
TEXHOJIOTUSX U O 3alUTe UHPOpMalUU» (C U3BMEHEHHUSIMHU U JIONOJTHEHUSMHU BCTYIHJI
B cuaiy ¢ 29.06.2022); B cooTBeTcTBUU ¢ PeepasibHbIM 3akoHOM OT 02.05.2006 Ne 59-
®3 «0 mopsiiKe paccMOTpeHUs obpaleHUH rpaxaaH Poccuiickout ®enepauuu», B
cooTBeTcTBUM ¢ @DepepasbHbiM 3akoHoM oT 01.06.2005 Ne 53-®3 «0
rocyapctBeHHoM s3blke Poccuiickoit ®@epepanuu», ot 06.04.2011 Ne 63-P3 «06
9JIEKTPOHHOM  mnojnucu», IlpaBun  XpaHeHUs], KOMILJIEKTOBAaHUS, Yy4deTa U
HCIO0JIb30BaHUS JI0OKYMeHTOB ApxuBHoro ¢onjga Poccuiickoit ®enepauu U Apyrux
apXMBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM BJIAaCTH, OpraHax MEeCTHOTrO
CaMOyIpaBJIeHUs, OpraHU3alusaX, YTBEPXKJEHHbIX MPUKAa30M MUHKYJbTYpPbl OT
31.03.2015 Ne 526, HauuoHaJbHBIX CcTaHAapToB Poccuiickoit @enepauuu 10
ynpasyieHuto nokymeHtamu: [OCT P 7.0.8-2013 «CHUBU/J. [lenonpousBoACTBO U
apxuBHoe gesio. Tepmunbl U onpegenenus», ['OCT P 7.0.97-2016 «CUBU/.
OpraHu3alnMOHHO-pacnopsAuTesbHasd AoKyMeHTauus. TpeboBaHUsA K 0QOPMJIEHUIO
nokymeHToB», 'OCT PUCO 15489-1-2007 «Cuctema cTaHAapTOB IO HWHQOPMaAILWH,
OMOJMOTEYHOMY UM U3JaTeJbCKOMY Jesy. YnpaBjeHue JoKyMeHTaMu. O6uiue
TpeObOBaAHUSI».

1.3. [lpuMmeHeHue WHCTPYKIHMM [JOJDKHO CHOCOOCTBOBAaTh (GOPMHUPOBAHUIO
opULMANBHO-A€JIOBOTO  CTWUJIS  JJOKYMEHTOB, TMoArortaBjauBaembix B MB/0Y;
COKpallleHUI0 3aTpaT TpyJAa U CpPeACTB B Ipolecce COo3J4aHusl JOKYMEHTOB.
UHCcTpyKLMS BJsieTCS 00s13aTeJIbHOM [Jis WCHOJIHEHUSI pabOTHHKaMU W JIMIIAMU,
OCYILECTBJISIOLUMH OATOTOBKY U 0pOpMJIeHHUE JJOKYMEHTOB.

1.4. TlonoxeHnnss UHCTPYKIMM paclpoOCTPAHAKTCA HAa OpPraHM3alUi0 paboThl C
JIOKYMEHTAaMU He3aBUCHMMO OT BHJA HOCUTEJIS, B TOM 4YHC/Je 3JeKTPOHHBbIMHU
JIOKyMeHTaMH{, BKJWOYasgd NOATOTOBKY, 00pabOTKYy, XpaHeHHWe W HCIO0JIb30BaHHE
JIOKyMEHTOB, OCYLIeCTBJIIEMbIX C IPUMEHEHHWEM UHPOPMALUOHHBIX TEXHOJOTHUM.

1.5. OcobeHHOCTH paboThl C JIOKyMeHTaMU, coZiep>KaluiuMu
KOHQUJEHIUA/TIbHYI0 UHbOpMaLUMI0 (CAy»KeOHYI0 M HHYK TalHy, MepcoHaJibHble



JlaHHbIE), PETYJIUPYIOTCA CleldaJbHbIMU HOPMAaTUBHBIMU aKTaMU (MHCTPYKIUSIMH,
N0JIOKEHUSIMU, TPaBUJIaMHU ), yTBepKJaeMbIMU 3aBeaytomum MB/10Y.

1.6. TpeboBaHus UHCTpyKUMU K paboTe C OYXraJTepCKOW, HAyYHO-TEXHUYECKOU U
JIpyroy crnenyajbHOM AOKYMEHTAalMell pacnpoCTPaHSKTCH JHIIb B 4YacTU OOIUX
NPUHIIMIOB PaboThl C JJOKYMEHTAMHU, a TaKKe MOJATOTOBKU JOKYMEHTOB K Nepejaye
Ha apXMBHOE XpaHEHHUE.

1.7. OTBETCTBEHHOCTb 3a OpPraHU3aALlMI0 U COCTOSIHHE /[IeJIONPOM3BOACTBA B
MB/IOY HeceT 3aBeyOLIUN, KOTOPBIM:

- yTBepxJaer HWHCTpyKyMI 1O [AeJONpOUM3BOACTBY M HOMEHKJIATypy [Jes
MB0Y;

- obecrneyrBaeT BHeJAPEHHE U KOHTPOJIUPYET COOJIIO[ieHHE CTPYKTYPHBIMU
nojipa3jie/leHUsIMU TpeboBaHUM HacTosled MHCTPYKIIMM U TocyJapCTBEHHBIX
CTaH/JapTOB;

- IPOBOJUT TMPOBEPKY COCTOSHUA [IeJIONPOU3BOJACTBA B CTPYKTYPHBIX
noapasaenenuax Mb/10Y;

- obecrneyrBaeT MeTO/JMYECKOe PYKOBOJACTBO, MHCTPYKTAXX M KOHTPOJIb 3a
COOJ/II0IEHWEM YCTAHOBJIEHHOTO MOpsifiKa paboTbl C JJOKYMEHTAaMU B CTPYKTYPHBIX
noapasaenenuax Mb/10Y;

- UHUIIMMPYET TMOBbllleHHe KBaJU(UKALMU PAOOTHUKOB IO BONpOCaM
JleJIONPOXU3BO/ICTBA;

- yZIOCTOBEePseT NOANUCHIO U NTeYaThI0 JOKYMEHThI.

1.8. HenocpeacTtBeHHO BeJleT JeJIONIPOU3BOJCTBO B MB/10Y
JleJIONPOU3BOIMTEIb OTBETCTBEHHbIM 3a BejJleHHWe [eJIoNpOou3BOACTBa (Jajsee -
JleJIONPOU3BOIMTENb), KOTOPbIM Ha3HayaeTcsl IMpHKa3oM 3aBeaywouiero MB/OY.
Jlesionnpor3BOAUTENb B COOTBETCTBUH C BO3JIO)KEHHBIMU Ha HErO 3a/ja4aMu:

— OCYILLECTBJISIET PETUCTPALUIO U Y4YeT JJOKYMEHTOB;

- OpraHHu3yeT AJOKYMEHTO0060poT, QOpMHUPOBAHUE JIeJI, UX XPAHEHUE;

— OCYILECTBJISIET TEKYIIMM KOHTPOJIb 3a CBOEBPEMEHHBIM PACCMOTPEHUEM M
NpOXOXKAeHHeM NoKyMeHTOB B MB/10Y;

- obecrieyrBaeT COOJIIOJleHHEe eJUHbIX TpeOOBAaHUM MO  MOATOTOBKE
JIOKYMEHTOB W OpraHuMsalud paboTbl C HUMU B VYCJOBUSAX 3JIEKTPOHHOIO
JIOKyMEHT0060pOTa;

- 000611aeT UHPOPMALMIO 06 06'bEMAX JJOKYMEHTO0O0POTA;

- opraHusyeT pOpMHUpPOBAHHE U XpPaHEHHE JJOKYMEHTAI[MOHHOro GOH/Ia U ero
HCII0JIb3OBaHHUE.

1.9. BepgeHue [esONpPOUM3BOJACTBA B  CTPYKTYPHBIX MOApas/eleHUusx
OCYILECTBJISIETCS B COOTBETCTBUH C JODKHOCTHBIMU 00513aHHOCTSIMU.

1.10. IIpu yxozne B OTNYCK, Bble3Jle B KOMaHAUPOBKY, Ha BpeMsl 60JIe3HU WJIU B
c/ly4ae YBOJIbHEHHS U NEepeMeleHUs M0 Cay»kbe pabOTHUKHM 00s13aHbl NepeiaTh BCe
HaxoZslecsl y HUX JJOKYMEHTbl APyroMy pabOTHHUKY MO YKa3aHUIO BbIIIECTOSILETO
PYKOBOJUTEJIS], IPU YBOJIbHEHUU pPabOTHUKA WJIU MepeBOJie Ha APYTYH AOJDKHOCTh



nepejaya JOKYMEHTOB U JieJl OCYLIEeCTBJASETCA MO0 aKTy IpueMa-lepejadyu
(npunoxenus Ne 1, Ne 2).

1.11. Tlpu nepexoZe Ha APYryw paboTy pabOTHUKOB, 3aHUMAIOIUXCSI B
CTPYKTYypHbIX mNojpasgeneHuax MDB/IOY BepeHueMm [esonpousBO/ACTBA, Iepejaya
BCEX JIOKYMEHTOB BHOBb Ha3HayaeMblM pabOTHHKAM NPOU3BOJAUTCHA MO aKTaM
npyveMa-nepeziayd, KoTopble yTBepxzjarwTcd 3aBegyromuMm MbB/IOY. Konuu akToB
HalpPaBJISIOTCA B KaHLEJNSPUIO 3aBeYIOLIEro.

1.12. B cayyasx [JIMTeJbHOrO OTCYTCTBUSI pAOOTHHKA CTPYKTYPHOTrO
nojipasziesieHus1 (OTHYCK, CAy»kebHasi KOMaHJWPOBKA, OGOJbHUYHBIA JIUCT U T. 1.
Heo6X0IUMO NepeJiaTh OTBETCTBEHHOMY 3a BeJleHUe JIeJIONPOU3BO/ICTBA JIOKYMEHTHI,
HaxoJsLecs y Hero Ha UCIIOJIHEHUHU N0 YKa3aHHUI0 3aBeIyI0Uero.

1.13. PykoBoguTenn CTPyKTypHbIX nojpasfenenunn MBJIOY  HecyT
NepCOHA/IbHYI0 OTBETCTBEHHOCTb 3a BbINOJHEHUE TpeboBaHUW WHCTpyKUUU U
COXPAaHHOCTb HaXOJAIIMXCA y HUX JOKyMeHTOB. O ciy4yasx yTpaThl, MNOPYH
3aperucTPUPOBAHHOIO JIOKYMeHTa pabOTHUK 00s3aH He3aMeJJIMTEJbHO J0JIOKUTh
3aBeayroueMmy MB/10Y.

1.14. BHeceHue wusMeHeHUMW B MHHCTpyKIMIO OCylLiecTBASETCA MPUKA30M
3aBepyrouero MbB/I0Y nocie ux corsiacoBanus c [legarornyeckuM coBeTOM.

1.15. C BHOBb NPUHATBIMU pPabOTHUKAMH, Ha KOTOPbIX BO3JaralwTCs
00513aHHOCTU MO BeJEHUI0 [IeJIONPOU3BO/JICTBA, B TeYeHHWEe TpexX JHel mocie
NOCTYIJIEHHUS1 Ha paboTy NPOBOJAUTCSA MHCTPYKTAX MO BeJEHUIO JeJI0NPOU3BOACTBA
PYKOBOAWTEJEM  JAHHOTO  CTPYKTYpHOro  moJpa3jesieHUss  (3aMecTUTeseM
3aBeIyI0lIEero).

1.16. PaboTaThb Cc JOKYMEHTAaMU BHE CJY>KEOHBIX MOMEILEHUN U BHOCUTb B HUX
YCIIpaBJIeHUs 3aNpenjaeTcsl.

1.17. BezieHue mNepemnvcKu C OpraHU3alMsIMHA OCYILECTBJISIETCS 3aBeAYHOUUM
MB/IOY v uHBIM yIIOJITHOMOYEHHBIM UM JI0/I?)KHOCTHBIM JIMI[OM.

1.18. BeimosiHeHWe HacTosilmed WHCTPyKUMU 006s3aTeJbHO AJs  KaXKJ0ro
paborHuka MB/IOY, c ee Tpe6oBaHUSIMU PAGOTHUKU JOJKHBI ObITb 03HAKOMJIEHBI
1o/, NOJIMUCh.

2. loKyMeHTbI 06pa30BaTe/IbHOM OpraHu3aluu
2.1. 3aBegyromui  MBJIOY wuau auno, uUcnoJiHsollee ero 0053aHHOCTH, U3JjaeT
NpPUKa3bl, UHCTPYKL UM, TPABUJIA, IOJIOXKEHUSI, 00513aTe/IbHbIE /151 UCIIOJITHEHUS] BCEMU
CTPYKTYpHbIMU nofpasgenenusimu MB/IOY (npunoxenus Ne 3, Ne 4).
2.2.XoA obcyx/JeHUsi BOIPOCOB Ha 3aceflaHUsIX KOJIJIETHA/NIbHBIX OPTaHOB, COBETOB,
COOpaHHUsX, COBEIlaHUAX M pelleH’s, NpPUHUMaeMble Ha HHUX, (QUKCUPYIOTCH B
NPOTOKOJIAX.
2.3.lna ocylecTBJAeHUSA ONEepPaTUBHBIX CBfi3eM C JPYrMMHU OpraHU3alUsMH U
rpakJaHaMM MCIOJBb3YIOTCA Takue (OpPMbl, KaK NHUCbMa, (aKchbl, TeJerpaMMbl,
Tesie(OHOrPaMMBlI.



2.4.lna  ocyllecTBJeHUS I@pUeMa, YBOJbHEHUs, IepeMelleHUs pPabOTHHUKOB,
NpeJoCTaBJeHUsI UM OTIYyCKOB OQOPMJIAITCSA TPYAOBble AOTOBOPHI, MPUKa3bl MO
JIMYHOMY COCTaBY, 3asiBJIEHUS, TPy OBble KHWXXKH, IMUHbI€ KAPTOYKHU U JP.
3. [IpaBunaa opopmieHUus JOKYMEHTOB

3.1. OcHOBHbIE TPe60OBaHUSA N0 0POPMJIEHUIO JOKYMEHTOB
3.1.1. JokymeHTbl odopMJAOTCA Ha 6GJyiaHkax MB/IOY v MMelT ycTaHOBJIEHHBIU
KOMIIJIEKC 00513aTe/IbHbIX PEKBHU3UTOB U CTAOUJIbHBIA MOPSA0K KX PaACHOJIOXKEHUS
(pacnosiokeHHe PEKBU3UTOB Ha OJlaHKAX OpraHU3alMOHHO-PaCnopsAUTeNbHbIX
nokyMmeHToB cooTBeTcTByeT ['OCT P 7.0.97-2016 «CucreMa cTaHZApPTOB 110
nHdopManuy, OUOJUOTEYHOMY U  U3JaTeNbCKOMy Jeay. OpraHusalMOHHO-
pacnopsuTesibHas AOKyMeHTanus. TpeboBaHUs K 0GOPMJIEHUIO IOKYMEHTOBY).
3.1.2. BMB/IOY npuMeHSI0TCA NIPOAOJbHbIE OJIAHKU:
- 6/1aHK ucbMa (npusoxxkeHus Ne 5, Ne 6);
- 6/1aHK NpUKa3sa (npuJsoxenus Ne 7, Ne 8).
BJylaHKH JOKYMEHTOB M3roTaB/JIMBalOTCA Ha 6ymare ¢popmaToB A4 (210 x 297 mm), A5
(148 x 210 mM). Kaxkap1id 1ucT foKyMeHTa, 0QOpMJIEHHbIN Kak Ha OJlaHKe, Tak U 6e3
0J1aHKa, JOJDKEH UMETh I0JI:
30 MM - J1eBOE;
10 MM - mpaBoe;
20 MM - BepxHee;
20 MM - HUXXHee.
Ucnosib30BaHMe 6JIaHKOB MPOM3BOJIbHON POpMbI He paspeniaeTcs (npuaoxkeHuss N2 3
u Ne 4).
3.1.5. lllpudT - PT Astra Serif, pazamep - 13, MexkxcTpouHbli uHTEpBasa — 1,15.

3.2. 0popm/ieHHEe PEKBU3UTOB AOKYMEHTOB

ABTOp AOKyMeHTa

HaumeHnoBanue MB/IOY ykasbiBaeTcd B TOYHOM COOTBETCTBUU C YCTaBOM
MBJOY petrckumnt cap «Pagyra». CokpallleHHOe HAaMMEHOBAaHHME IMOMEIAeTCs MO/
NOJIHBIM HAUMEHOBAaHUEM B CKOOKaXx.

HavMmeHoBaHHWe CTpPyKTypHOro TmojpasjeseHuss - aBTopa [JOKyMeHTa
WCNOJIb3yeTCsl B OJlaHKaX NHUCEM U OGJaHKaX KOHKPETHbIX BUJIOB JOKYMEHTOB U
yKa3bIBaeTCH MO/ MOJIHBIM M COKpalleHHbIM HauMeHoBaHuAMU MB/I0Y.

HavMmeHoBaHHe [AO/KHOCTH JiMLA - aBTOpa J[AOKYMEHTa MCIOJIb3yeTCcs B
O0J1aHKaxX JIO/DKHOCTHBIX JIMI[ W pacliosiaraeTcsl MoJ; HauMeHoBaHueM MB/I0OY.
HaumMeHoBaHUMe [JOKHOCTH JIMLA — aBTOPA JOKYMEHTa YKa3blBaeTCsl B COOTBETCTBUU
C HaMEHOBaHUEM, NPUBEJIEHHbIM B PaclopsiAUTENbHOM JJOKyMEHTE O Ha3HAYeHUU
Ha J0JDKHOCTb.

CnpaBoYHBIe JaHHBIE 00 00pa30oBaTe/IbHON OpPraHU3aLuu

CnpaBouHble AaHHble 0 MB/[OY ykasbiBaloTCA Ha 6J1aHKAaX MUCEM W BKJIKOYAIOT
B cebs: aapec, HoMep TesiepoHa, pakc, aipec 3JeKTPOHHOU NOYTHI, CETEBOM aJpec, a
takxke OKIIO, OI'PH, UHH u KIIIT opranusaguu.



HauMeHoBaHMe BU/JA JOKYMEHTa

HavMmeHoBaHHWe BuUJA AOKYyMeHTa, cocTaBjaeHHoro MBJIOY, mo/mkHO OBITh
omnpe/ieJieHO YCTaBOM (IOJIO)KEHUEM) U JOJKHO COOTBETCTBOBATh HaMMEHOBaHHUSM
BU/I0B IOKYMeHTOB, npegycMoTpeHHbIM OKY/l: aKT, cipaBKa, 3allMcKa, CBOJIKa, OT3HIB,
NPOTOKOJI, CIIMCOK, U3BellleHHue U Jp. PacnopsiiuTe/ibHble JOKYMEHTbl OpraHU3aluu
W3/AI0TCS CO CJIeAYOIMMH Ha3BaHUSMU: NIPUKa3, paclopsiKeEHUE.

HavMmeHoBaHHMe BHJA W pPa3HOBUJHOCTU [JIOKYMEHTA He YyKa3blBaeTCs B
nucbMax. MecTo cocTaBJeHUSl WJM U3/laHUs JOKYMEHTa yKa3blBaeTcsl Ha OJlaHKax
nokymeHntoB MB/IOY, 3a uckiwouyeHHeM 60JsiaHKOB nuceM. Ha3BaHue [JoKyMeHTa
neyaTaeTCsl IPOMMCHBIMU OYKBAaMU MOJY>KUPHbBIM HIPUPTOM.

JlaTa JOKyMeHTa

JlaToil foKyMeHTa SIBJSIETCA JlaTa ero NojAnvcaHus (MW YTBepXAeHHUs); JJis
JIOKyMeHTa, MPUHMMAEMOro KoJlJernajbHbIM OpPraHoMm (NMpOTOKOJIA), — JaTa ero
3aceflaHusl (MPUHATHUS pellleHus), AJis aKTa - JaTa COObITUS, [Js JIOKYMEHTA,
Tpebylollero ero yTBepK/AeHus, — /laTa ero yTBEP K/ eHUsI.

s JIOKYMEHTOB, COCTaBJIEHHbIX OZTHOBPEMEHHO HECKOJIbKUMU
OopraHvsalusMH, AaTOW [AOKYMeHTa SBJISeTCs JlaTa MOJAMNHCAaHUsS ero MnocjeHen
OpraHu3aluen.

JlaTa moamnucaHus, yTBep:KJeHHUs, COrJIaCOBAaHUSA JOKYMEHTa, a TaKXKe [aThl,
coJeprKallidecsi B TEKCTe, JOHKHbI 0POpPMJIATHCS LUPPOBBIM CIOCOOOM. JJIEMEHTHI
JlaThl IPUBOAATCH apabCKUMU [UpPaMHU B OZHY CTPOKY B M10OCJIe[J0BATEIbHOCTH: JIEHD
Mecsla, Mecsll, To.

Hanpumep: 14.04.2022.

PerucrpanoHHbIA HOMEpP AOKYMeHTa

PervcrtpaniioHHbli HOMep - MPPOBOE UK OYKBEHHO-LIMPPOBOE 0003HAUYEHHE,
npUcBavBaeMoe JJOKyMEHTY [IPH €ro perucTparuu.

Peructpanuss J[oKyMeHTa NpPOBOJAUTCA TOCJAe €ro NOANUCAHUS WU
YTBEPXKAEHUS.

/i1 BHYTPEHHUX JOKYMEHTOB - NPUKA30B, MPOTOKOJIOB — 3TO MOPSJKOBBIU
HOMep B IpejieslaX KaJIeHJAapHOro rojia mo KaKJAoMy BUAY WA Pa3HOBUJHOCTH
JIOKyMEHTOB. B puKa3ax perucTpaiyMOHHbII HOMEP MOXET JONOJTHATHCSA OYKBEHHBIM
VMH/IEKCOM, 0003HauyawllMM pPa3sHOBUJAHOCTU (Hanpumep: TpHKa3 MO OCHOBHOU
fAesatenbHocTy oT 15.05.2022 Ne 253; nmpukas no MaTepuajbHOMY CTUMYJIMPOBAHUIO
oT 15.05.2022 Ne 253 M; npuka3s no oxpaHe Tpyaa oT 15.05.2022 Ne 253 OT; npuka3s
no getsaMm ot 15.05.2022 Ne 253 a; npuka3 no AUCHUIJIMHAPHBIM B3bICKAHUSIM OT
15.05.2018 Ne 253 JI; npukas no simuHoMy coctaBy oT 10.01.2022 Ne 22ic, npuka3s mno
kaZpaM oT 25.01.2022 Ne 25k).

s ncxoAAUUX JOKYMEHTOB PeruCcTPpalMOHHbIM HOMEP COCTOUT:

1) u¥3 [NopsAAKOBOTO HOMepa B IpejesiaXx MacCuBa OTIpPaBJIseMOU
KOppeCNOH/AEeHIUHY;

2) MHeKca JeJia B COOTBETCTBUU C HOMeHKJaTypol gea MB/I0Y.



PerucTpandoHHbIi HOMeEp JAOKYMEHTA, COCTAaBJEHHOTO COBMECTHO [ABYMSl U
60Jsiee opraHu3alUsIMU, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JIOKYMEHTOB KaXA01
W3 3THUX OpraHU3alUi, MPOCTaBJsEMbIX Yepe3 KOCYH 4YepTy B MOpsi/iKe yKa3aHUs
aBTOPOB B JJOKYMEHTe.

CcbUIKa HA perucTpanMoOHHbINA HOMEP M JaTy AOKYyMeHTa

CchlIKa Ha perucTpalMoOHHbIM HOMep U JIaTy AOKYMeHTa BKJ/4YaeT B cebs
perucTpalMoHHbIM HOMEP U JIaTy AOKYMEHTa, Ha KOTOPbIM A0JKeH ObITh aH OTBET.
Cchsika Ha HOMEp U JaTy JOKYMeHTa MCIOoJib3yeTcsl Npd O0POpPMJIEHUH IIHCEM,
SBJISIIOIIMXCSA OTBETAMM Ha MOCTYIMUBIIEE TUCbMO (3ampoc, NpockOy U Ap.). CBeeHUsA
B PEKBU3UT TMEPEHOCATCA C TMOCTYNUBIIEr0 JIOKyMEHTAa W COOTBETCTBYIOT
perucTpaloHHOMY HOMEPY U JlaTe NOCTYNHUBIIETO JJOKyMeHTA.

OrpaHuyuTesibHAsA OTMETKA JJis JAHHOTO PeKBU3WTA MPOCTABJISIETCS B JIEBOU
yacTH OJIaHKa MHCbMa I0J] PEKBU3UTOM «JaTa» M «PETUCTPAllMOHHBIA HOMep
JIOKyMEHTa».

Hanvuue p[aHHOrO peKBU3UTA MUCK/IIOYAeT HEO6XOAMMOCTb YINOMHWHAHUA
HOMepa Y AaThl IOCTYNHUBILEr0 JJOKYMEHTA B TEKCTe MUCbMa, YTO OCBOOGOXK/1aeT TEKCT
OT CIIPAaBOYHOU UHPOPMALIUHU.

MecTo cocTaB/IeHUs UM U3JAHUSA JOKYMEHTa

MecTo cocraBieHus (u3gaHus) AokyMeHTa (m.Ta3oBCKUi) yka3blBaeTcsl B
JIOKYMEeHTaX, U3roTaBJMBAeMbIX HAa O/JIJaHKaX KOHKPETHbBIX BUJOB JJOKYMEHTOB.

Aapecar

JIOKyMeHTbl aJ[pecyl0oT B OpraHbl BJIACTH, OpPTaHU3allMU, HUX CTPYKTYpHbIE
nojipaszesieHus, J0PKHOCTHBIM UM QU3UYECKUM JIUIIAM.

[Ipy ajpecoBaHUM [JJOKYMEHTA B OpraH BJIACTH, OPraHU3AIMI0 HJIH ee
CTPYKTYpHOe nojipa3zesieHue (6e3 ykazaHHs JOHKHOCTHOTO JIMIA) UX HAUMEHOBaHHe
NUIIYT B UMEHUTEJbHOM MaJexe.

[Ipu HampaBJieHUH JOKyMeHTa JIOPKHOCTHOMY JIMIy Ha3BaHUE OpraHU3alUHU U
ee CTPYKTYPHOTO TOApa3jeseHrs YKas3blBalOT B HMEHUTEJbHOM TaJiexe, a
JIOJDKHOCTh U GaMUWJIMI0 ajijpecaTa - B JlaTeJbHOM. MHMIMAJIBI CTaBATCA MOC/IE
daMuIMM He3aBUCHMO OT TOTO, KOMY aJIpeCOBaH JAOKYMEHT — JOPKHOCTHOMY JIUILY
Wi pU3nIeCcKoMy.

Wiu Ha3BaHMe OpraHU3alMU BXOAUT B HAWMEHOBAaHUE [IOKHOCTH H
odopMIsieTCs B aTeJbHOM Majiexe

Anpec  He  mpocTaBJsseTCd ~ HAa  JOKYMEHTAX,  HampaBJseMbIX B
NPaBUTEJIbCTBEHHbIE YUPEKEHUS U TOCTOSTHHBIM KOPPECTOHIEHTAM, B 3THX CAy4Yasax
MOTYT MPHUMEHATHCSA KOHBEPTHI C 3apaHee HaleYaTaHHbIMU a/ipecaMHu.

[Ipy agapecoBaHUU AOKyMeHTa (PU3UYECKOMY JIUIYy HEOOXOJAMMO YKa3bIBaThb
dbaMuIMI0, UHUIKAJIbI, 3aTeM MOYTOBBIN aJipec.

JIOKyMeHT He [JOJ/DKeH CcoJep»aThb O0o0Jiee YeTbIpex aJpecaToB, KaXKAblH
9K3eMILISAp TaKOro JOKyMeHTa JoJ/DKeH ObIThb noamnucaH. CioBo «Komus» mepen
BTOPBIM, TPETbUM, YETBEPTHIM aipecaTaMH He YKa3bIBalOT.



[Ipy HampaBJ/ieHUM JOKyMeHTa 0oJiee 4eM B 4YeTbIpe ajjpeca COCTaBJISETCS
CIIMCOK Ha PacChbLIKY, a HA KaX/IOM JOKyMeHTe NPOCTaBJISIETCA TOJBKO OJIUH aJipec.

['pud yTBepAeHHS JOKyMEHTA.

YTBepxkeHUe JOKyMeHTa NPOU3BOUTCS MPOCTaBJAeHUEM rpuda yTBepKaeHus
WM U3JJaHUEM PacnopsiiUTE/bHOTO JIOKyMeHTa (B TeX CJy4asX, Korjia TpeOyrTcs
JIOTIOJTHUTEJIbHbIE NIPEe/INMCAaHUS U Pa3bsICHEHUSA).

JlokyMeHTBbl yTBepxJawTcd 3aseayromuMm MB/IOY, BbeliecTOAIUMUA WU
MEXBeJOMCTBEHHbIMHY OpPraHaMy, OpraHU3alUsIMHY, B KOMIIETEHI[UIO KOTOPbIX BXOJAUT
peleHUe BONPOCOB, U3JI0XKEHHBIX B yTBEPKJaeMbIX JOKYMEHTAaX.

[losoxkeHus1, mnNpaBuJa, MNOPAAKH, [JOJKHOCTHblE HHCTPYKLMH, WHCTPYKLUH,
pacnycaHus 3aHSTUN, BHEYPOUHOH JIeATEJIbHOCTH, AONMOJHUTEbHOTO 06pa3oBaHUs U
Jlp. IoAJIeXKaT yTBepKJeHUto 3aBeaywiuM MB/JOY u npuobpeTaroT HOPUAAYECKYIO
CUJIY TOJIbKO C MOMEHTA UX YTBEPK/IEHHUS.
'pud yTBepaeHus noMellaeTcs B IPaBOM BepPXHEM YTJy IepBOTo JIMCTA JJOKYMEHTA],
coctouT u3 cyoBa YTBEPIK/JAIO (6e3 kaBblu€ek), MOJTHOTO HAUMEHOBAHUS JIODKHOCTH
JIULA, YTBEPXK/JAIOIEro AOKYMEHT, €ero JIMYHOM MOANUCH, ee pacliuPpoBKHU
(uHMLMaNoB, GaMUINU) U aThl YTBEPXK/EHUS.
Hanpumep:

YTBEPXX/JIAKO

3aBeayromun MB/IOY netckui cag «Pagyra»

[Toanuck (pacmndpoBka)

15.06.2022
JlonyckaeTcsa B pekBu3uTe «I'pud yTBepkKAeHHUS [JOKYMeHTa» ILeHTPUPOBATh
3JIEMEHTBI OTHOCHUTEJbHO CAMOU AJIMHHOU CTPOKH.

Hanpumep:

YTBEPX/JIAKO
3aBeayrouui  MBJIOY peTckud cap
«Pangyra»
noanuch (pacuiudpoBka)
15.06.2022
[Ipu yTBep>KA€HUU [NOKYMEHTA HECKOJbKHMHU JODKHOCTHBIMU JIML[AMU UX MOANKCHU
pacroJsiaratoT Ha 0JJHOM ypOBHE.
[Ipu yTBepAeHHUU JOKyMEHTA MOCTAaHOBJIEHUEM, pELlIEHUEM, IPUKA30M, IPOTOKOJIOM
rpud yTBepxkaeHuss coctouT us caoa YTBEPXK/EH (-A, -O, -bl), HauMeHoBaHus
yTBEPXK/AIOIEro IOKYMEHTAa B TBOPUTEJbHOM MaZieXKe, ero AaThl, HOMepa.
Hanpumep:
YTBEPXX/JEH
[IpoTokosioM [legaroruyeckoro
coBeTa
20.05.2022 Ne 4
WU



YTBEPX/JEHO
npukazom MB/JIOY gerckunr caf
«Papyra»
15.06.2022 Ne 32
Cynosa YTBEPXK/JIEHO u YTBEPK/IEH B npuioKeHUAX COrJIaCyrOTCH B pOZie U YUCJIE C
BHU/JIOM yTBepXJaeMoro JokymeHTa: mnojoxeHue - YTBEPXJEHO, nporpamma -
YTBEPX/EHA.
BHOCHUTb Kakue-IMO60 M3MeHeHUs1 U A00aBJieHUs B MOANMCAaHHble (YTBepK/eHHbIE)
JIOKyM€eHTbI 6e3 pa3pelleHus JUIa, MOANKUCABILIETO JOKYMEHT, HE ONYCKAeTCs.
OTBETCTBEHHOCTh 3a KayecTBO INOJrOTOBKHM [JIOKYMEHTOB U JOCTOBEPHOCTb
coliepXaliuxcsd B HUX JIaHHbIX BO3JlaraeTcd Ha JWI@, M[OATOTOBUBIIHE,
3aBU3UPOBABIIME U NOJNUCABILINE JOKYMEHTHI.
3aroj10BOK K TEKCTY
3aroJIoBOK K TEKCTY BKJIDYAaeT B Cebsl KpaTKoe coJiep>KaHue JO0KYMeHTa, €ero
OCHOBHYI CMBICJIOBYI0 Harpys3kKy. 3arojioBok ¢gopMmyJsupyeTcs ¢ mnpejyorom «O0»
(«06») 1 oTBeYaeT Ha BONPOC «O YeM?»:
- npukas (0 4eM?) 0 Co3/JaHUM aTTECTALMOHHON KOMHUCCUH;
- npukas (o 4emM?) 06 yTBepJeHHUH IITATHOIO PacMCaHUS;
- nUcbMoO (0 yeM?) o peJlocTaBJeHUU UHPOPMaLH.

3aroJIoBOK COCTaBJISIET UCIOJIHUTEJb JOKYMeHTa. 3aroJI0BOK K TEKCTY 0pOpMsieTCs
10/, peKBU3UTaMH OJIaHKa CJIeBa, OT IpaHUIbl JieBOro noJis. Eciv TekcT AokyMeHTa
He IpeBbIlIaeT YeThIPEeX-MATH CTPOK WM odpopmJeH HaA 6GJyiaHke ¢opmarta A5,
3aroJIOBOK MO>KHO He YKa3bIBaThb.
3aroJIoBOK JJOKyMeHTa 3alUChIBAETCS NMPU €ro perucTpanuud B COOTBETCTBYHOLIUE
pervcrtpandoHHble GOPMbI: KAPTOUKY, 623y AJaHHBIX.

TekcT JOKyMeHTa
TekcT [OKyMeHTa COCTaBJISIETCSI Ha PYCCKOM sI3blKE KaK TOCYJJapCTBEHHOM SI3bIKe
Poccuiickoit @enepanuu. TeKCT AOKYMeHTa H3JaraeTcs PYCCKUM JIMTEPATYPHBIM
S3bIKOM C YY€TOM OCOOEHHOCTel oQUIUabHO-AEeJI0OBOTO CTUJIS, BUJA JOKYMEHTA U
ero Ha3HaueHus B yIpaBJeHYeCKOU JesaATebHOCTU. CoZlepKaHUe JOKYMEHTA JI0JKHO
OBITh U3J10KEHO KPATKO, JIOTUYHO, TOYHO U SICHO.
TekcThl 4OKYMEHTOB U3J1araloTCs:
oT 1-ro jiMlla eAUHCTBEHHOr0 YMCJa B JJOKYMeEHTaX (IpUKa3, pacnopsiKeHue U T. [.)
3aBenywouiero MB/IOY, gelcTBylolmero Ha NpPUHLMIAX €JWHOHAYa/IUus, a TaKXe
JIOKyMEeHTaX,  aJ|peCOBaHHbIX  PYKOBOJACTBY  OpraHU3alUM: NpUKa3bIBalo...
NOJATOTOBUTb U MNpPEACTAaBUTh HAa PAacCMOTPEHUE; MPOIIYy PAacCMOTPETb BOMPOC 00
YCTAQHOBJIEHUHU JIbTOTHBIX TAPU(POB...;
3-ro Mua eJUHCTBEHHOTO YMCJa B IOKYMEHTAaX KOJIJIETUAaJIbHbIX OPTaHOB: KOMUCCHUSA
pewna..., MB/IOY He cuuTaeT BO3MOXHBIM...;



1-ro siM1ja MHOXKECTBEHHOI0O YMCJIa B COBMECTHBIX JOKYMEHTax: IPOCHUM MpeJCTABUTh
JlaHHBbIE 0...; IPe/ICTaBJIsieM Ha PACCMOTPEHUE U YTBEPXKAEHHUE...;
3-r0 JiML@a MHOXEeCTBEHHOI0 4YHuCJa B MPOTOKOJAX: CJAyLIaJad, BBICTYIINUJIY,
MOCTAaHOBUJIU, PEILIUJIU.
B JokymMeHTax, ycCTaHaBJMBAWUIUX TMpaBa U O00S3aHHOCTU OpraHU3alUH, ee
CTPYKTYPHBIX MOJipa3fiesieHuld (IMoJIoKeHWe, UHCTPYKIUS), a TaKXKe COoJepKaliux
OonvcaHue, OLleHKy (aKTOB WM BbIBOJbl (aKT, ClpaBKa), HcmoJjb3yeTcsd ¢opma
W3JI0KEHUS TEeKCTa OT TPEThEro JMla eJMHCTBEHHOr0 UJIM MHOXECTBEHHOIr0 YMUCJIa
(«oTpen ocyuiecTBiasieT QYHKIUU», «B COCTAB OObeJWHEHUS BXOAAT», «KOMHUCCUS
yCTaHOBUJIAY).
B TekcTe JOKyMeHTa, NMOArOTOBJEHHOTO HAa OCHOBAaHUU 3aKOHOJATEJbHBIX, MHBIX
HOPMATUBHbIX MNPABOBbIX aKTOB, HW3JJaHHBIX OpraHaMM BJIACTH U YIpaBJIeHUS],
JIOKYMEHTOB, paHee U3[JaHHbIX OPTaHOM BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBAE€TCH
HalMeHOBaHUe BHU/Ja JOKYMEHTA, HAMMEHOBAaHUE OpraHa, U3/ilaBliero JOKyMeHT, JaTa
NPUHATUS WK YTBEPXKAEHUS NOKYMEHTa, ero perdcTpaljMOHHbIA HOMeEp, a TaKxKe
3aroJI0BOK K TEKCTY WUJIM HAMMEeHOBaHHWE BU/1a JOKYMEHTA,
Hanpumep:

«B cootBeTcTBUM ¢ nmocTraHoBJeHUeM [IpaBuTesnbcTBa oT 13.08.1997 Ne 1009 «06
yTBepxKJeHUun [IpaBu MOATOTOBKA HOPMAaTUBHBIX MPAaBOBbIX aKTOB (eepasibHbIX
OpraHoOB UCHOJIHUTEJbHOU BJIACTH U UX TOCYJapCTBEHHOW perucTpanum»;
«B cootBeTcTBUM C [lo/10’kK€eHHMEM 0 MOCTOSTHHO AE€WCTBYIOILEN SKCIIEPTHOW KOMUCCUHU
y4pexJeHus, OpraHu3aluy, NpeAnpyusaThs], YTBEPKJeHHbIM NprMKa3oM PocapxuBa oT
19.01.1995 Ne 2..».
Ecin TekcT cofepXKUT HECKOJIbKO TNOPYYEHUM, pelleHUl, BbIBOJOB, B TEKCTe
BBIJIeJISIIOTCS pa3jeibl, N0Apa3/ebl, IyHKTbI, IOJNYHKTHI.
B TekcT foKyMeHTa MOTYT BKJIIOYaTbCs GpparMeHThl, 0pOpMJIeHHbIE B BU/JlE TAOJIULbI
WJIM aHKETHI.
CTpaHHIbl TEKCTA HYMEPYIOTCSA apabCcKUMU nudpaMu nocepeJUHe BEPXHErO MOJIS.
B nucbMax UCnoJib3yoT caeayole GpopMbl U3/10KEHUS:
- OT NepBOTO JIUI[A MHOXXECTBEHHOT'0 YUC/a («IPOCUM HAaNpPaBUThb», «KHANpaBJsieM Ha
paccMoTpeHue»);
- IepBOTO JIMILIA €eJUHCTBEHHOTr0 4YMCJa («CYUTAD HEOOXOAHWMBIM», «IPOIIY
BbIJIEJIUTb»);
- TpeTbero Juna eadHcTBeHHoro uuciaa («0OO He Bo3paxkaetr», «00 cyuTaeT
BO3MO>KHbBIMY ).

OTMeTKa 0 IPUJOXKEHUU
Ecniu n0KyMeHT HMeeT NpPUJIOKEHHUS, Ha3BaHHble B TEKCTe, TO OTMeTKa O HHUX
odopMJseTcd o caeaywuien popme:
[Ipunoxenue: Ha 10 J1. B 3 3K3.
Eciv npusioxkeHHsl B TEKCTe He Ha3BaHbl, TO HEOOXOAMMO NEePEeYUCIUTh UX Ha3BaHUH,
KOJIMYeCTBO JINCTOB U 3K3eMIJIIPOB KaX/0ro.



[Ipy HaTM4YUY HECKOJIbKUX PUJI0KEHUN OHU HYMEPYIOTCA:
[Ipyunoxenus: 1. lllTaTHOe pacnvMcaHue.. Ha 4 J. B 3 3K3.
2.CMmeTa pacxooB... Ha 4 J1. B 3 3K3.
Eciiu npuioxkeHus: cOPOLIIOPOBAHbI, KOJIMUECTBO JIMCTOB HE YKA3bIBAETCH.
Eciu K JOKyMeHTy npuJiaraeTcsl Apyrou AOKYMEHT, TaKKe UMEKUIUi NMPUJIOKEHHUE,
OTMETKY O HaJIMUMU NPUI0KEHHUSI 0QOPMJISIOT CEAYOLUUM 06pa3oM:
[Ipunoxkenue: nucbMo PocapxuBa oT 05.06.2003 N2 02-6/172 u npuio’)keHUe K HEMY,
BCero Ha 3 JI.

Ecniu mnpunoxeHueM sBJseTcs 000CO6GJEHHbIA 3JIEKTPOHHBIM HOCHUTEJb
(koMnaKT-AUCK, usb-duieni-HakonuTes b U Ap.), OTMETKY O Ha/IMUUU MNPUI0KEHHUS
0bOpMJISIOT CJIeAYIOLUUM 06pa3oM:

[Ipunoxenue: CD B 1 3k3.

[Ipy 3TOM Ha BkJajbllle (KOHBEpPTEe), B KOTOPbIM IOMENIAETCH HOCHUTED,
YKa3bIBAlOTCSI HAaMMEHOBAaHHUS J[JOKYMEHTOB, 3alMCaHHbIX Ha HOCUTEJb, HMeHa
daioBs.

[IpunoxkeHusi JOKHbI O0QPOPMJATHCA HA CTAaHAAPTHBIX JIUCTaX M UMETb BCe
Heo0XoIuMble JJisi JOKYMEHTOB PEeKBU3UThl (HaMMeHOBaHHWE, 3aroJioBOK, MOJMUCU
pYKOBOAUTeN el MOJpas/esieHUH, OTBETCTBEHHBIX 3a UX COJEep>KaHHUe, OTMETKY O
COTJIaCOBAaHUM U T. [11.).

Ha npusiokeHurM K pacnopsgUTeNbHOMY JOKYMEHTY B IpPaBOM BEPXHEM VTIJy
CTaBUTCS OTMETKA C yKa3aHUeM Ha3BaHHUS pacnopsUTENbHOTO JOKYMEHTA, €ro JaThbl
Y perMCTpalMOHHOTO HOMeDa.

Hanpumep:
[Ipunoxxenue Ne 2
K npukaldy MB/IOY netckumn cap
«Papyra»
oT 15.06.2022 Ne 11
HauMmeHoBaHve BHAA [OKyMeHTa - MNpUJI0XKeHUS ([epBoe CJI0BO 3aroJioBKa

NPUJIOXKEHUSI) BbIJleJIIeTCs MNPONUCHBIMU OYKBaMHM, MOJYKUPHBIM IPUPTOM
(ITOJIOKEHHUE, NEPEYEHD, CITUCOK u T. #.).

JlonyckaeTtcs BoipaxkeHue «[IPUJIOKEHUE Ne» meyaTaTh mpomuMCcHbBIMM OYKBaMH, a
TaKXXe LeHTPUPOBAThb 3TO BbIpAaXXEHUE, HAWUMEHOBaHHWEe J[OKyMEeHTa, ero JaTy Hu
pErucTpanOHHbIM HOMEP OTHOCUTEJIbHO CAMOM JIJIMHHOM CTPOKHU.

[pudbl corsacoBaHuss MOTYT pacnojaraTbCsi Ha OT/J€JbHOM  JIMCTe
COTJIaCOBaHHUS, €C/d COJepKaHue [OKyMeHTa 3aTparuBaeT UHTEpecbl HeCKOJIbKUX
opraHu3sauuu. Ha fokymMeHTe filesiaeTcs oTMeTKa «JIUCT corsiacoBaHUs PpUJIaraeTcs».
BHeniHee corsiacoBaHue B 3aBUCMMOCTHU OT COZepKaHUSA JOKYMEHTA OCYILeCTBJIAETCA
B cJle/lyloll el ouepeJHOCTHU:

— CO CTOPOHHUMM OpraHU3alUsMU, KOTZa OHU BBICTYNAlOT 003aTeJIbHOW CTOPOHOM B
IIPAaBOOTHOIIEHUAX, BO3HUKAWIIUX BCJEJCTBUE HU3JaHUA [AOKYMEHTa, WM Korza
coJiepKaHue JOKyMeHTa 3aTparuBaeT UX UHTepechl;



- 00l ECTBEHHBIMH OpPraHU3alUsIMU — B CJAy4asiX HEOOXOJUMOCTHM WJU B CAydasx,
npeAyCMOTPEHHbBIX MOJIOXKEHUSAMU 00 3TUX OpraHU3aALUSX;

- OpraHaMH, OCyUleCTBJISIIOIIMMU TOCyJapCTBEHHbIN HaJBeJOMCTBEHHbIA KOHTPOJIb
(Haz30p) B onpeiesieHHOM 00J1acTU (3KOJIOTUYECKUH, TOXKAPHbBIX U T. 1.);

- BBIIIECTOALMMY OpTaHU3alUsIMU - B CJy4asX, KOrJla 3aKOHOJAATeJbCTBOM
npelycCMaTpUBaeTCsd BO3MOKHOCTb COBEpPLIeHUs YIpaBJAeHYECKUX JeUCTBUN TOJIBKO C
pa3pelieHus 3TUX OpraHU3aIUu.

Bu3sa corsiacoBaHuA JOKYMeHTa
Bu3bl corsiacoBaHus NOKYMEHTA — PEKBU3UT JJOKYMEHTA, YKa3bIBAIOIIMK Ha COrJIacue
WA HecorJiacue [oJiKHOCTHoro Jsiuua MB/IOY ¢ conepxaHueM NpoekTa JOKyMeHTa
(nasee - Bu3a).

Bu3a BKkJIO4YaeT JJ0/PKHOCTD JIMIla, BU3UPYIOIIEr0 JOKYMEHT, MOAMUCH, pacClIuPPOBKY
noJnucu (MHUIKMabl, paMUINI0) U ATy BUSUPOBAHUS.

Hanpumep:
3aMecTHTeJb 3aBe/IyIOIEro Mo BOCIUTATEbHON paboTe
JIndHasa noAnucCh W.U. UBaHOBa
10.10.2022

OdopmiieHHass TAaKKM 00pa30M BH3a O3HA4YaeT COrJiacue A0JHKHOCTHOTO JIvIia C
coJlep>KaHueM JIOKyMeHTa.

[Ipy HaMWYMM 3aMeyaHUM MO0 [AOKYMEHTY BU3y OGQOPMJSIOT CJeAyIIUM
06pa3oM:
3aMevyaHus MPUJIArarTcs
3aMecTUTeJb 3aBe/yIOIEro Mo BOCIUTATE/IbHON paboTe
JInynasa W.M. UBaHOBa
MOAIMUCH
10.10.2022
JIOKyMeHT BHU3UPYeTCAd MCIOJHUTEJEM UM 3aWHTEPECOBAHHBIMU B [JOKYMEHTE
JIO/DKHOCTHBIMU JIMIIAMU, JUPEKTOPOM LIKOJIbI.
3aMeyaHus1 JOJ/DKHbI OBbITh MpeACTaBJeHbl Ha OT/eJIbHOM JIMCTE, KOTOPbIA
NOANKCHIBAIOT, JATUPYIOT U IPUJIATAIOT K JOKYMEHTY.

Ha pgokymeHTe, mOAJIMHHUK KoToporo ocraetrcd B MB/IOY, BU3bI NpOCTaBAAKT B
HUKHEW YacTU 060POTHOM CTOPOHBI OCJeHET0 JIMCTA MOAJTMHHUKA IOKYMEHTA.

Ha pgokyMeHTe, MNOJJIMHHUK KOTOpPOTO OTIPABJSAT W3 OpraHUu3alUuu, BHU3BI
NPOCTABJSIOT B HWXKHEM 4YacTH JIMLUEBOM CTOPOHBI BTOPOro 3K3eMILIsApa
OTIIPABJIIEMOrO JJOKYMEHTA.

Bo3moxkHO odopMiieHMe BHU3 [IOKYMEHTA Ha OTAEJbHOM JIUCTE COrJIaCOBaHUS.
JlonyckaeTcsi MOJIMCTHOE BU3MPOBaHUeE JJOKYMEHTA U ero NPUJIOKeHHUs].

Eciv B mnponecce BU3UPOBAaHUS B IMPOEKT JOKYMEHTA BHOCATCA CylLleCTBEeHHble
M3MEeHEHHS, OH MOJJIEXXUT MOBTOPHOMY BU3UPOBAHUIO. [IOBTOpPHOE BU3HWpPOBaHHE He
TpebyeTcsl, eC/d NpPU JA0paboTKe B MPOEKT JOKYMeHTAa BHeCeHbl YTOUYHEHMs, He
MEHSOLIHE ero CyTH.



[Tognuck
JlokyMeHTbl, HanpasJjsgeMble MbB/IOY B BblllecTodlMe OpraHbl yIpaBJeHUs,
noAnucelBaoTca 3aBeaywowum  MB/IOY, ero 3amectuTeseM 10 IOPYYEHUIO
3aBepayrouero Mb/I0Y o cooTBeTCTBYIOLUM HallpaBJIEHUAM.
B cocraB pekBusuta «[loanucb» BXOASAT: HAWMEHOBaHHE [OJLKHOCTH JIMI,
NOJNUCABIIEr0 JOKYMEHT (IOJIHOe, C yKa3aHWEM Ha3BaHUA OpraHU3alluHd, eCJH
JIOKyMeHT opopMJieH He Ha 6J1aHKe, U COKpallleHHOe — Ha JJOKyMeHTe, 0QOpMJIEHHOM
Ha 6J1aHKe); JIMYHas NOANKCh; pacliupoBKa NOANUCH (MHUALMAb], GaMUIus).

B J0KyMeHTaxX, NOATOTOBJEHHBIX KOMHUCCHUEM, YKA3bIBAKTCA He JOJHKHOCTHU
NO/IMMMCABIIMUX JIUI], a UX 065I3aHHOCTHU B COCTaBe KOMUCCHH.

Hanpumep:
npejcenareab KOMUCCUU JIM4YHas MOAINUCh N.0. damuius
YJIeHbl KOMHUCCUU JINYHAasl MOAMNMUCh N.0. ®amunus

JIM4Has MOAINUCh N.0. damuius
[Ipy noanmucaHUM [JOKYMEHTA HEeCKOJbKUMHU [OJDKHOCTHBIMU JIMLIAMU UX
NOJANKCH pacrnoJiaraloT OJHY MOJ, APYTroX B MOC/Ae40BaTEJbHOCTH, COOTBETCTBYIOIEN
3aHUMaeMOH JO0JKHOCTH.

Hanpumep:
3aBeAyrolun JINYHasi MO MNUCh N.0. damuiuda
3aMeCcTUTe b JINYHasI MO MNUCh N.0. damuiuda
3aBeyIOIIero

Eciu fomxkHOCTHOE JIML0, TOANMCh KOTOPOTro 3aroTOBJIEHA HA NPOEKTE JIOKYMEHTA,
OTCYTCTBYeT, TO JOKYMEHT JOJDKEH MOANUCHIBATbCSA JIMIOM, HUCIOJHSIIUM €ro
00513aHHOCTH, UJIU €70 3aMECTUTEJIEM.

He pomyckaeTcs nmojamnucaHue [JOKYMEHTOB C NpeAJIOrOM «3a» WM NPOCTaBJeHHE
KOCOU 4epThl lepe/; HAUMEHOBAaHUEM JI0JKHOCTH.

OTMeTKa 006 3JIEKTPOHHOM MOAIMCH

OTMeTKa 00 3JIEKTPOHHOM MOANMCHU BKJO4YaeT: ¢pasy «JJoKyMeHT MoAnucaH
3JIEKTPOHHOM MOJIMUChIO», HOMep cepTUdUKATa KJ4Ya 3JEKTPOHHOU MOJMNHUCH,
damuvio, UMs, OTYECTBO BJafiesblla cepTUdUKATa U CPOK AelCTBUSA cepTUdUKaTa
KJIK0Ya 3JIEKTPOHHOW MOIUCH.

OTMeTKa 00 3JIEKTPOHHOM MOAIKCHU [JIOJKHA COOTBETCTBOBATb MECTY pa3MelleHUs
COOCTBEHHOPYYHOW MOJMNHCU B aHAJIOTUYHOM JIOKYMEHTE Ha OYMa)KHOM HOCHUTEJIE.
JJieMeHTbl OTMETKH J[OJDKHbI ObITb BUAMMBIMM U YWUTAEMBIMM U HE JOJIKHBI
nepeKpbIBaTh 3J€MEHThl TEKCTa JJOKyMEHTAa M Jpyrde OTMeTKU 00 3JeKTPOHHOU
NoANUCH (TPU HAJTUYUH).

IleyaTs

OTTUCK TmedyaTH 3aBepseT MNOAJUHHOCTb MOAIMUCHA [JOJ/DKHOCTHOTO JIMLA Ha
JIOKyMEHTaX, YAOCTOBEPSAIILUX MNpaBa JUL, QPUKCUPYIOIIUX (QaKTbl, CBA3aHHbIE C
GUHAHCOBBIMU CpeJCTBAaMM, a TAaKXKe Ha MHBIX JJOKyMeHTaX, IpeAycMaTpUBaKOUIUX
3aBepeHHe NOAJUHHOW NOANNCH. [lOKyMeHThI 3aBepA0T nedaThblo LIIKkoJbL.



[leyaTh mpocTaBJisieTCd Ha CBOOOJAHOM OT TEKCTa MeCTe, He 3axBaThIBasl JIMUHOU
MOJIIIUCH JIOJXKHOCTHOTO JIMIIA.

OTMeTKa 06 MCHIOJIHUTEIe

OTMeTKa 06 UCHOJIHUTEJIe BKIKOYAeT B cebs paMUINIO, UMS, OTYECTBO UCIOJTHUTESA
JIOKYMeHTa, HoMep ero TesaedoHa.

OTMeTKy 006 HCHOJIHUTEJe pacnojaraloT Ha JIMIEBOM WJIU OOOPOTHOU CTOpPOHE
NOoCJIe[JHETO0 JIMCTA JOKYMEHTA B JIEBOM HUXKHEM YTJIY.

OTMeTKa 0 3aBepeHUH KOIIUU

Konuu ¢ [0KYMEeHTOB BBIAAKOTCS C pa3pelieHUs] PYKOBOJUTEJNIEW CTPYKTYPHBIX
nojipa3/ieJlIeHUi U TOJIbKO C TeX JIOKYMEHTOB, KOTOpble 6blIM u3gaHbl B MB/ZIOY u
KOTOpble  KacalTCsd  CJAYKeOHOW  JIeATeJbHOCTU  JJaHHOTO  CTPYKTYPHOTIO
no/ipas/ieJIeHusl.

[Ipu BbIJaye KOMKMU JOKYMEHT BOCIIPOU3BOJUTCS MOJHOCThIO (6s1aHK MB/I0Y, HoMep,
JlaTa, Coiep>KaHue U T. 11.).

B npaBoM BepxHeM yrIJy Konuu nuuietcs c10Bo «Konusi». [Ipy Bbigaye KOMUU C KOTUU
caeayeT nucathb «Konusi ¢ Komum».

Ecnu konusi AJisi BHYTPEHHEro MoJib30BaHUSA, TO [Jis 3aBEpPEHUs] HUXKe PEeKBU3UTA
«[lognmuch» MNPOCTaBJSIOT 3aBepPUTEJbHYI0 HaANWCh: «BepHO»;, AO/KHOCTH JIMIA,
3aBepsAIIEero KOMHI0; JIMYHYI MOAINWCH; pacuiuPpoBKy MOANUCHA (MHHUIHAJDI,
dbamuni0); 1aTy 3aBepeHUsl.

Hanpumep:
BepHo
CekpeTapb/CrenyaaucT no Kajjpam
JlnyHada B.B. UBaHOBa
MOAIUCH
10.10.2022

Eciy Konus BblAaeTcd [Jis NpeACcTaBJAeHUs B JPYTryr0 OpraHU3alyio, TO OTMETKa O
3aBE€PEHMHU KOIWHU JIOTIOJHAETCA HAAIMChIO0 0 MeCTe XpaHEHHUS JOKYMEHTA, C KOTOPOTO
OblJ1a U3TOTOBJIEHA KOMUS, U 3aBepsieTCs eyaThblo OpraHHU3alUH.

Hanpumep:
[TogiMHHUK AoKyMeHTa HaxoauTcsa B MB/IOY B gesie N2 12-k 3a 2022 rog.
/I IpocTaB/JieHHS OTMETKHU O 3aBEPEHUH KOMIUH MOXET MCI0JIb30BAThCS LITAMII.

OTMeTKa 0 NOCTYIVIEHUHU JOKYMEHTa

CofepKUT [JaTy TMOCTyIJIEHUS [JIOKyMEHTa, a TakKxXe ero BXOJALUHA
peructpanMoHHbId HOMep. [Ipy HEOGXOAMMOCTH B OTMETKE MOXXHO yKa3aTb BpeMs
NOCTYIJIEHUS B YacaX U MUHYTaX M C0CO0 IOCTaBKHU IOKYMEHTA.

OTMeTKy 0 nocTtymieHuy AokyMeHTa B MB/IOY npocTtaBigi0T B BUJe LITaMIia
WJIM OT PYKH B HXKHEM 4acTH JIMLeBOW CTOPOHBI MePBOT0 JIMCTA JOKYMeHTa WM Ha
ero obopore.



Hanpumep:
MBZOY  nmerckum  can
«Papyra»
11.10.2018 Ne 23
13 4 40 MmuH
Pe3osnronus
B cocTaB pe3osilonUu JOJ/KHBI BXOJWUTb CJEyIOIUe 3JIeMEHTbI: (paMuius,
WHUIMANbl  UCHNOJHUTENs  (UCHOJIHWUTeJei), cojepaHue mnopyyeHus. [lpu
HE006X0JUMOCTU — CPOK UCHOJIHEHHS, MOANKCH JIMIIA, BbIHECUIETO PE30JIIIUI0, JaTa
PE30JIIOLMH.
Hanpumep:
MBaHoBoM B.B..
[Ilpomly  OOATOTOBUTHL  NPOEKT
poropopa ¢ 000 «/lom mebenun»
K 22.06.2022
JIndHasa noAnucCh
01.06.2022
[Ipy HasuMyuk B  pe30JIIOLUU  HECKOJIbKMX  UCIOJHUTeJled  yKa3blBaeTCs
OTBETCTBEHHBIA HCHOJHUTEJNb (KakK NpPaBUJIO, 3TO JIMLO, HA3BaHHOE B PE30JIIOLUU
MEPBbIM).
Ha fokyMeHTax, He TpeOYWOLIMX [AOMNOJHHUTEJNbHbIX YKa3aHUU MO HCHOJHEHUID U
VMEIOIIMX TUIIOBble CPOKH UCIIOJIHEHHS, B PE30JIOLUN YKa3blBAETCA HCIIOJHUTEJIb,
MOJANKCH aBTOPA Pe30JILMH, 1aTa.
Pesosionus, Kak NpaBUJIO, MUIIETCA OT PYKU PYKOBOJUTEJeM Ha NOJJHUHHUKE
JIOKyMeHTa Ha CBOOOHOM OT TEKCTa MecCTe.
OTMeTKa 0 KOHTpoOJIe
OTMeTKa 0 KOHTpOJIe 0603HAYaeT, YTO JOKYMEHT NOCTaBJeH Ha KOHTPOJb. OTMETKY O
KOHTpPOJIE 32 MCIOJHEHUEM [OKyMeHTa 0603HauyalT wTamnoM «KoHTposb» Ha
BEpXHEM I10JIe JOKYMEHTA.
KoHTposito mnoasexxaT Bce 3aperuCcTpUpOBaHHble [JIOKYMEHTbI, Tpebylolue
VICIIOJIHEHUS.
CpOKM HCIIOJIHEHUA [OKYMEHTa YCTAaHAaBJIMBAKTCA B COOTBETCTBUMU CO CPOKAMH,
0603HaYeHHbIMU 3aKOHO/|ATEJbCTBOM, OpraHU3alen, HanpaBUBILIEed NOpyYeHHUE WU
npocbOy, pacnopsgUTENbHbIM [JOKYMEHTOM WJ/IWA pPe30Jil0liMeld 3aBeAyHolero
JIeTCKOr 0 cajia.
Cpok npocTaBJisieTcs B popMe JaThl 3aBePILIEHUS UCTIOTHEHUS.
OTMeTKa 0 HanpaBJ/IEHUH JOKYMEHTA B JeJI0
OTMeTKa 00 WCHOJIHEHWMU [JOKyMEHTA U HAIlpaBJIEHWU €ro B JleJI0 BKJIIOYaeT B cebs
caenylolive AaHHble: ¢pasy «B geno», MHAEKC Aesa 1o HOMeHKJaType JeJi, B KoTopoe



noMelaeTca [JOKYMEHT Ha XpaHeHHe, C YyKaszaHueM TroJa, JOJDKHOCTU JIMLA,
0$OpMHUBILETO OTMETKY, MOAIUCH, 1AThl.
Hanpumep:
B neno Ne 01-22 3a 2022 r.
3aMecTUTe/Jb 3aBeAyKIero M0 BOCIUTATeJbHOU
paboTe
JlnyHada 10.10.2022
MOJAIUCH

OTMeTKa 0 HalpaBJIEHWHU JOKYMEHTA B [JI€JI0O MOXET [JOMNOJHATHCA KPAaTKUMU
CBEeJIEHUSIMU O XapaKTepe UCIOJHEHUS JOKYMEeHTa.
3.3. 0c06eHHOCTH NOArOTOBKHU M 0pOpPMJIEHUSI OTAE/IbHBIX BUAOB JOKYMEHTOB
Ilpukas
[Ipukas - npaBoOBOM aKT, u3aBaeMbll 3aBeaywIuM MB/I0OY g penieHnss OCHOBHBIX
Y OllepaTUBHBIX 33/1a4, cTosuux nepeg MBZI0Y (npusoxkeHue Ne 8).
[Iprkas MoXeT O6bITh U3/aH JIUIOM, UCTIOJHSIOIUM 00513aHHOCTU JUPEKTOPA HIKOJIbI
B CJIy4ae ero OTCYyTCTBHUS.
B nmnpukazax 1O OCHOBHOM /[ieiTeJIbHOCTH pelalwTCcsd BOMNPOChl y4eGHOWH,
X035IUCTBEHHOU, GUHAHCOBOM JI€ATEJNbHOCTH, MJIAHUPOBAHUS], OTYETHOCTH, Y4EOHO-
BOCIIMTATEJIbHOTO NpoLecca, pU3NIecKOro pa3BUTHUA U T. 1.
[Ipuka3bl odopMmisoTca Ha OJsiaHke MBJIOY. Ilepegadya mnpukasoB, HUX KOMHUM
pabOoTHHKAaM CTOPOHHUX OpraHU3alUK [JONyCKaeTcsl TOJbBKO C pa3pelleHus
zaBeaywuiero MB/IOY. IlpoekTbl NpUKa30B pa3pabaTbIBAOTCS YINOJHOMOYEHHbBIM
JINLJOM [10 TOPYYEHHUI0 PYKOBO/ICTBA UJIW [0 COOCTBEHHOM MHUIUATHBE.
[logroToBka mnpukKasa BKJKYAeT B cebs H3ydyeHHe CyllecTBa BoIpoca U cbop
HEOoOXO0JUMbIX CBeJleHUH; NMOJTrOTOBKY NpOeKTa MpHKa3a; COrJacoBaHHWe MPOEKTa;
noanvcanue 3apeayrmwum MB/I0Y, peructpanuto.
[Ipuka3bl neyatarTcs mpudpTom Ne 13, PT Astra Serif.
Homepa cTpaHUL, NpOCTaBJIAKTCA OCEPEHEe BepXHero MoJis JMCTa. TeKCT npruKasa
(pacnopsixkeHus1) neyataeTtcs yepe3 1,15 MeXXCTpoUYHbIM HHTepBaJ, 6e3 060poTa.
[Ipukas mmeeT ciaeAyrolive peKBU3WUThl: HauMeHoBaHue MB/IOY corsiacHOo ycraBy;
HauMeHoBaHue BuJa AokymeHTa (I[IPUKA3), gata, HOMep, MeCTO COCTaBJIEHUS],
3aroJIOBOK K TEeKCTy, TEKCT, HaUMEHOBaHWEe [JOJDKHOCTH, MOJANHUCH JOJDKHOCTHOIO
Juna (MHULMasbl, aMUIIK), BU3bI COTJIACOBAHMUS], 03HAKOMJIEHHSI.
JlaTol npukasa (pacnopsi>keHus ) sIBJIIeTCs AaTa ero nojanvcanus. Jlata obopmiasiercs
UPPOBBIM CHOCOOOM; HOMEpP COCTOUT M3 3HakKa «N2 M MOpPSAAKOBOTO HOMepa
npukasa, HanpuMep: ot 00.00.0000 N2 000.
TekcT npukasa (pacnopsiP)keHUsl) COCTOUT K3 [ABYX B3aWMOCBSI3aHHBIX 4YacTed -
KOHCTaTHUPYIOLIeN U pacnopsAaATeTbHOMU.
TekcT npukasa (pacnopsi>keHUs) JOJKEH UMETH 3aroJIoBOK. 3aroJI0BOK Ha4MHaeTCs C
npegiyora  «0O»  («O6») wu  dopmupyeTca Npyd NOMOLA  OTIJIAr0JIbHbBIX



CyllecTBUTeJNbHBIX (HanmpuMmep: «006 yTBepXAeHUU..», «0 perucrpaguu..», «0
CO3JJaHHM...»).

3aroJIOBOK [OJDKEH KpaTKO M TOYHO OTpakaTb COJZlepKaHHWe TeKCTa IpHKasa
(pacnopsikenusi). Touka B 3arosioBKe He cTaBUTcA. [ledyaTaeTca dyepe3 [Ba
MEXCTPOYHbIX HHTeEpBaJa OT peKBU3UTA. [leyaTaeTc CTPOYHBIMH OyKBaMHU,
BbI/IeJISIeTCS YKUPHBIM LIPUPTOM.

B KOHcTaTHpyoIlleld 4acTU KpPaTKO W3JararoTcd LejJd U 3aJadd, pakThl U COOBITHS,
NOCJIy>KMBILIME OCHOBAaHUEM /[JIg U3JaHUA NpuKa3a. OHa MoXKeT HaYUHATbhCA CJI0BAMH
«B LIeJIAX», «BO MCIOJIHEHUe» U Ap. Eciu npukas uszaeTcs Ha OCHOBAaHUH JpYyroro
JIOKyMEHTa, TO B KOHCTATUPYIOILEW YacTH YKa3blBaeTCd HaWMeHOBaHWUE 3TOr0
JIOKyMeHTa, HaMMeHOBaHWe OpraHa, M34aBlUIero JOKyMeHT, 1aTa, PerucTpaluOHHbIN
HOMeEp U 3aroJIOBOK K TEKCTY.

KoHcTaTupyomas 4acTe MOXeT OTCYTCTBOBATbh, €CJIM PeANMChIBaeMble JeUCTBUS He
HYKJAI0TCA B pa3bsCHEHUH. TeKCT NPUKA30B B TAKUX CJy4asdx HAaYUHAETCs CO CJI0Ba
«[IPUKA3BIBAIO» (nmumerca nponucHbIMU GOykBaMmu). [Ipy Hannuuuu ABYyX yacTel
IpUKasa pacrnopsaauTesbHasd 4YacTb OTZeseTCd OT KOHCTAaTUPYIOUIEM CJI0BOM
«npuka3sbiBato». [locie cinoBa «[IPUKA3BIBAIO» cTaBuUTCA ABOETOUME.

TekcT pacnopAuTe/NbHOU YacTH MOXKET [JeJUTbCA Ha NYHKTbl, B KOTOpPBIX
YKa3bIBAIOTCS HCHOJIHUTENH, KOHKpPETHble [JeHUCTBUSI U CPOKM HCIOJIHEHUS
npeAnucbiBaeMbIX AelcTBUW. Eciy mpukas [onoJIHSIET, OTMEHSIET W/ U3MeHseT
paHee U3/laHHbIe NPUKA3bl UJIW UX OT/leJIbHbIE IYHKTbI, 3TO OrTOBApUBAaETCH B TEKCTE.
[lociegHUM MYHKTOM pacnopsUTENbHON YacTU MPHKa3a yKa3blBAeTCS JJOHKHOCTHOE
JILJ0O, Ha KOTOpOe BO3JIaraeTcsl KOHTPOJIb 33 MCIOJHEHHWEM IMpUKasa B LeJIOM.
Hanpumep: «KoHTpoJib 32 HCIOJIHEHWEM NTPUKa3a OCTaBJISO 32 COOOM».

[lognuck oTaensieTcs OT TeKCTa ABYMS WHTepBajaMH, NedyaTaeTCs OT TPaHUILbI
JIEBOTO MOJIS.

PacuindpoBka moanvcu nevyataeTcsl Ha ypOBHE MOCJAeJHEW CTPOKMU JODKHOCTH Yy
NpaBO#l rpaHULbl TeKcToBOro moJjsd. I[lpoben Mexay MHULMaANIaMU U GaMUIUEN He
JleJ1aeTcsl.

[locienHsss 6ykBa B pacliMPppoBKe MOJAMNHUCH OrpaHUYMBAETCS NpaBbIM moJsieMm (10
MM).

[Ipy noamucaHuu NpUKasa (pacnopskKeHUs) JULOM, 3aMelalIlluM JUpeKTopa
IIKOJIbI, J0JDKHA OBITh YKa3aHa ero ¢pakTudeckas J0JDKHOCTb U paMUIUS.

[Ipy HaMU4YUMKU NOPUIOKEHUHM K TMpUKasy (pacnopsbKeHUI0) 00s3aTesIbHO
JleJIaeTCsl CChLJIKA HA HUX B TEKCTE.

[Ipukassl (pacnopskeHus1) HyMepPYIOTCs MOPSAAKOBOM HyMepalMel B mpejesax
KaJleHAapHoro roga. OTe/bHO HyMepylOTCs NPUKa3bl 10 OCHOBHOMW JeTeJbHOCTH,
110 JIMYHOMY COCTaBY pab0OTHUKOB, I10 IUYHOMY COCTaBy 00Y4YaIOIIUXCS, IO OTIyCKaM,
0 KOMaHJMPOBaHUU.

Eciu npukas (pacnopsikeHWe) BBOAUT B JleMCTBHE KaKHe-JIN00 JJOKyMEHThI
(uHCTpyKLMY, rpaduKH, NpaBuUJa, MOJIOXKEHHUS), TO OHU OQPOPMJSAIOTCA B BHU/JE



NpUWIOXKEeHUs K TMpUKaly (pacnopsikeHulo). B mnpaBoM BepxHeM yrJjy TaKHX
JIOKYMEHTOB OT MSTOTO [OJIOKEHUSI Taby/asTOpa HeoO6XOJUMO MUCAaTh CJIOBO
«[lpunoxkeHue» c ykazaHueM HaMMEHOBAaHHUs PaCNOpPSAAUTEJbHOrO JAOKYMEHTA, ero
JiaThbl, HOMepa (npuoxeHue N2 9).
Hanpuwmep:

[Ipunoxxenue

K npukalzy MBJIOY perckun caf

«Papgyra»

ot 11.06.2022 Ne 34
[IpusiokeHUs1 K MpPOeKTaM NPUKA30B OPOPMJISIOTCS Ha OTAEJbHBIX JIMCTAX OyMaru
(npunoxenue Ne 9).
Pasmepnl noJiell 1 MeXCTPOYHbIe UHTEPBAJIbl IPU MeYaTaHUM TEKCTOB MPHUJIOKEHUU
WJEeHTUYHbl pasMepaM, IMpUMeHseMbIM @pPU TedyaTaHUU TEeKCTOB MPUKA30B
(pacnopsxeHu ).
B npusio’keHUsAX MOMELAITCA MOJI0KEHHUs, MepevyHH, CIUCKH, rpaduKH, TabJIUIb,
06pasIibl JOKYMEHTOB U JAP.
Eciu B TekcTe fjaeTcs CCblJIKA «COTJIACHO NMPUJIOKEHUI0» Wiad (mpusioxeHue Ne..), To
Ha IMepBOM CTpaHUIlEe NPUJIOKEHHUS B NPABOM BepXHEM YIJIy MUIIETCS CJIOBO
«[lpunoxkeHve» U ero HoMep, HWXKe 4Yepe3 OJUH MEXCTPOYHbIA HMHTEpPBaJ JAAeTCs
CChLJIKa Ha NpUKa3 (pacrnopsikeHue) AUPEeKTOpa IKOJIbI, ero JaTy U HOMEP.
Bce cocTaBHble 4YacTU peKBHU3UTA BBIPABHUBAIOTCA IO JIEBOMY Kpalo, Me4vyaTalTCs
yepe3 OJMH MEXCTPOYHbIM MHTepBas. [JIMHA CTPOKM He JOJ/PKHA MpeBbIIaTh 8 cM,
OrpaHWYMBAEeTCA TMpaBbiM No0JeM JoKyMeHTa. [lpy HaJiuMyWuM HECKOJIbKHX
NPUJIOKEHUN OHU HYMEPYIOTCS.

[Ipy Hanuuuu B Tekcrte ¢opmyaupoBku «YTBEPJWTb» mnpunaraemoe
NOJIOKEHWe, COCTaB KOMMCCHUM, IepeyeHb MepoNpUsiTUd W T.A. Ha CaMOM
MPUJIO)KEHWH B MPAaBOM BepxHeM yrJjy pacrnoJsaratTca caoBa «YTBEPKIEHO» wiu
«YTBEPX/JEH» co ccblikoM Ha NpyKas, ero AaTy, HoMep.

3aroJIoBOK K TEKCTY NPUJIOXKEHUs MedyaTaeTcsl LeHTPUPOBAHHBIM CIHOCOOOM.
HauMmeHoBaHMe BujJa [JOKyMeHTa MNpUJI0KEHHUS (IepBOe CJOBO 3aroJioBKa
NPUJIOKEHUS MevyaTaeTcsl MPONMCHbIMU OYKBaMHU »KUPHbIM mipudTom: [TOJIOKEHUE,
[NEPEYEHD, CITUCOK u T. #.).
3aroJIoBOK TMpPUJIOXKEHUS OTAeJsleTcd OT JlaTbl W HOMepa MNpuKasa [JByMs
MEKCTPOUYHbIMU UHTEpPBaJIaMU.

[Ipy HanWuuMKU B TEKCTe TMPUJOXKEHUS HECKOJbKUX pa3/ieJioB MX 3aroJioBKU
neyaTarwTCs LEHTPUPOBAHHBIM CIOCOO0M (OTHOCUTEJbHO I'paHUI] TekcTa). Touka B
KOHLle 3aroJIOBKOB He CTaBUTCA. JlomyckaeTcs BbIJEeNATb 3aroJ0BKU pa3/iesioB
HpPUPTOM APYTON HACBIIEHHOCTH (PKMPHBIM, MOJIY>KUPHBIM ).

TekcT npunoxeHUss MoXeT ObITb O0poOpMJIeH B BUJe Tabsulbl. I'padbl U CTpoku
TabGJULbl JO/HKHBI UMETbhb 3aroJIOBKH, BbIpa)KEHHble MMEHeM CYIeCTBUTEJbHbIM B
VMEeHUTeJIbHOM nagexe. [lo/13arosoBku rpad u CTpOK rpaMMaTHU4Y€eCKH JOJKHBI ObITh



COTJIaCOBAHBI C 3aroJ0BKaMu. TeKCT TabauIbl Ne4aTaeTcsa Yyepe3 O4WH MeXCTPOYHbIN
VHTEepBaJI.

[Ipy HaMMUUMKU B TEKCTe MNPUJIOKEHUW CCbIJIKK Ha CHOCKY OHa odopMisieTcs
3Be3/104KOU. TEKCT CHOCKU MevyaTaeTcs yepe3 0JJUH MEeXCTPOYHbIA UHTEePBaJ B KOHIIE
KaXJ 0 CTPaHULbl WJMU NOCJe MPUJIOXKEHUA B LieJoM noJ 4yepTou. Ilocse cuMmBosa
CHOCKU ee TEeKCT MevyaTaeTcsl C MPOMUMCHON OYKBbI. B KOHIle TeKCTa CHOCKU CTaBUTCS
Touka. Ha ogHOM cTpaHUle He JOIPKHO 0POPMISATHCS 60Jiee TPEX CHOCOK.

B mosiokeHusIX, mporpaMMmax, ycTaBax M JIpyruxX NOJOOHBIX JIOKyMEHTaX pa3jeJibl,
nojipasjie/ibl, NyHKTbl W MOJNYHKTbl HyMepylTcs apabckumu nudpamu. Homep
nojpaszesa JOJPKeH COCTOATb M3 HOMepa pasZejia U HoMepa NoJpasjela,
pa3jiesieHHbIX TOYKOM (HampuMep: 1.2.). HoMep nyHKTa MOXET COCTOSATb U3 HOMepa
paszeJsia, nojapas/esa U NyHKTA, pa3/ie/leHHbIX TouykaMu (Hanpumep: 2.3.1.). [lyHKTbI
IpU HEOOXOJAMMOCTU MOTYT NOJpa3/eNsTbCi Ha MOANYHKTbI, KOTOpPbIEe AOJKHbI
MMeTb NMOPS/KOBYI0 HyMepalUlo B Mpejesax KaxkJoro nyHkrta (Hanpumep: 1.1.1.1,,
1.1.1.2.uT. 1.).

Bu3sbl npocTaBasAOTCA Ha 060POTHOW CTOPOHE MOCJEJHEro JIMCTa MPOeKTa MpHUKa3a
(pacnopsixeHus).

Ha npusiokeHUsIX K MpOeKTaM MPUKA30B (pacnopsiKeHUM) BU3bl MPOCTABJSIOTCS MO/,
TEKCTOM MPUJIOKEHUSI.

IIpoToKoOI

B npoTokosiax (JoKyMeHTaX, PUKCUPYIOUIUX X0/ 00CYK/IeHHSI BOIPOCOB U NMPHUHSITHUS
pelleHrii) NOCTOSIHHO [AeWCTBYIOLUX KOJIJIETUANbHBIX U COBelllaTeJbHbIX OpPraHOB
(megarorvyeckoro, MeTOAUYECKOI0 COBETOB , KOMUCCHUH), a TakKKe KOHQpepeHIUH,
coOpaHMM, coBelllaHWM, 3acelaHUM, NeperoBOpPOB, BCTped) HcCHoJb3yeTcss ¢dopMma
H3JI0)KEHUsSI TeKCTa OT TpeTbero Jiviia MHoXecTBeHHoro uwuciaa (CJIYVIIAJIH,
BBICTYIIWUJIH, PEILINUJIN). ConepkaHre BBICTYIJIEHUH HU3JlaraeTcs OT TPeThero Jiuiia
€/IMHCTBEHHOTI0 YUCJIa.

[IpoTokos uMeeT cienywuiie peKBU3UTHI:

- HaumeHosaHue guda dokymenma — caoBo «[IPOTOKOJI» neyaTaeTcs Ha 2 cM
HUKe OT FPaHULbl BEPXHETO MO0JI1 IPONUCHBIMU OyKBaMH, NOJYKUPHBIM IIPUPTOM U
BbIPaBHUBAETCS MO LIEHTPY;

- 8ud 3acedaHusi, cogewaHus — OTAEeNSIeTCS OT MNpeJblAYyllero peKBU3UTa JByMs
MEXKCTPOUHbBIMA HWHTEpBaJiaMM, IedyaTaeTcsl MOJY>XUPHBIM LIPUPTOM 4Yepe3 OJUH
VHTEepPBaJ U BbIPaBHUBAETCS 110 LEHTPY;

- dama u Homep npomoko/a - aaTta opopmasieTcss HUPPOBLIM CIOCOOOM U NevaTaeTcs
Yyepe3 JiBa MEXCTPOYHBbIX HMHTepBaJjia HUXKe MpeJblAyllero peKBU3UTa OT JIeBOU
rpaHMLbl TEKCTOBOTO I10JIs], 2 HOMED — M0CJIE CJIOBA IIPOTOKOJI»;

—-Mecmo npogedeHusi 3aceddHusl yKas3blBaeTcd MNpU OQPOpPMJEHHWM MPOTOKOJIA
COBeUlaHHWsl B TOM CJy4yae, €CJM OHO IMpoucCXoAuao He B 3AaHuu llkoubl,
BbIpaBHUBAETCH N0 LIEHTPY Ha OJHOU JIMHUHU C JaTOW;

- MeKcm npomoKo.1d, Kak MpaBUJI0, COCTOUT M3 JIByX YacTel: BBOJHOW U OCHOBHOM.



BBoAHasa 4acThb COCTABJIAETCA 10 CXEME:

[Ipencenatens - @Pamunuda U.0. pykoBoguTeN.

CekpeTtapb - Pamuus U.0.

[IpucyTcTBOBaIM:

CnoBa «lIIpencepatenb» U «CekpeTapb» MevyaTalwT CJleBa OT HYJIEBOTO MOJIOXKEHUS
Taby19TOpa, OT/Ae/ss JBYMs HHTepBaJaMU OT 3aroJjioBKka U Jpyr oT apyra. C HoBo#
CTPOKM NUIIYT cy0Bo «IIpucyTcTBOBaINY,

1 sapuaHm: $paMUIMU ¥ UHULMAJBI MOCTOSTHHBIX YJIEHOB KOJIJIETHMaJbHOTO0 OpPraHa,
Y4aCTHUKOB 3ace/laHUs], paOOTHUKOB OpraHMU3alMy U NpUTJAllleHHbIX Ha 3ace/laHue
nepevyucastoTcs B aipaBUTHOM NopsaAke 6e3 ykazaHUs J0DKHOCTeH. [lepeuncieHue
NPUCYTCTBYIOUIUX OPOPMJISIOT BO BCIO HIMPUHY CTPOKH 4Yepe3 OJWH MEeXCTPOUYHbIU
MHTepBaJ (npusaoxeHue Ne 10).

[Ipy odopmMmyiieHHMM NpPOTOKOJIA C YMUCJOM Y4YaCTHUKOB 6osiee 15 damunauu He
NepevyucssIioTCs, a YKasblBaeTcss Mdppon Ux obliee KOJUIECTBO, CIMCOK YYaCTHUKOB
B TAKHUX CJy4dasx MpUaaraeTcs.

Hanpumep:

[IpucyTcTBOBa/Iv 47 Yes0BeK (CIMCOK MpUJIAraeTcs).

[logcyeT y4YaCTHUKOB TMPOBOAUTCA MO CIOMCKaM perucTpanydi, KOTOopble
NpUJIAraloTCs K IPOTOKOJY.

[locse mnepeuuc/ieHUss y4aCTHUKOB B MPOTOKOJIE OQOpPMJSETCS IepevyeHb
BOIPOCOB, MOAJIEXallUX OOCYXJEHHI0, KOTOpblil HayWHaeTcs caoBaMu «[loBecTka
JIHSI» W pacnoJjiaraeTcsl LEeHTPOBAaHHO 4Yepe3 /[iBa-TPU MHTeEpBajsia OT CIMUCKa
Y4aCTHUKOB.

2 sapuaHm: yKa3bIBalOT 0011lee KOJIMYECTBO YJIEHOB KOJIJIETMa/IbHBIX OPraHOB U
YHCJIO0 MPUCYTCTBYIOIIUX, a pacuinippoBKa MpPEJCTABASAETCA B SIBOYHOM JIHCTE,
KOTOPbBIH ABJISIETCS MPUJIO)KEHHUEM K IPOTOKOJY (NpuJioxxeHue N2 11).

[loBecTKa [HS COAEP>KUT MepedyrcieHre NMYHKTOB (BOMPOCOB) MOBECTKHU [IHS,
bUKCUpYIOUIUX TOCJeJ0BaTEJbHOCTh 00CYyXK/JeHHUs, ¢ GaMUIUSAMU JOKJIALYUKOB.
Kaxabplii Bompoc HyMepyeTcs apabckod nudpou, pacnosiaraetcsi B MNOpsJKe
3HAaYUMOCTH Y OTBe4YaeT Ha Bonpoc «0 yemM?».

Hanpumep:

1. AHanu3 BbBINOJIHEHUSI TOAOBOr0 IJIaHA paboThl AeTckoro caza 3a 2018-2019
y4eOHBIH TO/.
Jloknanuuk - [letpoBa A.H.

OCcHOBHasgs 4acTh IMpPOTOKOJA COCTOUT U3 pa3zesioB, COOTBETCTBYIOLUX
NYyHKTaM NOBECTKU JHs. TeKCT KaXK10ro pasjesia COCTOUT U3 TPeX YacTeu:

- CJIYIIAJIN: kpaTkoe cojep:KaHWe [AOKJaJla WJU CCblJIKA Ha NpUJaraeMblil K
npotokosy TekcT. llepens caoBom «CJIYIOAJIM» npocraBiseTcs HoMep B
COOTBETCTBHH C NOBECTKOU JIHS;

- BBICTYIINJIN: kpaTKoe coZiep>kaHUe KaXXJ0ro BbICTYIJIEHUS, 3a/laHHbIE BOIIPOCHI U
OTBETBI;



- PEIINJIN (ITOCTAHOBHWJIN): pelieHue GpopMyIUpPyeTCs C UCMIOJIb30BAaHUEM MO/ EJH,
NPUHATOU AJIS1 PaClopsAAUTENbHbIX JOKYMEHTOB: YTO CJeJaTh, UCIIOJHUTENb, CPOK
VCIIOJIHEHUS.

PelleHus, BbIpaboTaHHble HAa COBELIAHWHM, BHOCSAT B MPOTOKOJ MOCJE CJI0Ba
«PEIINWJIN» («[IOCTAHOBUJIN»). Pelienue MoXeT cofep:aTb OJUH WJIM HECKOJIBKO
MYyHKTOB, OHU PacnoJlarartoTCs M0 3HAYUMOCTH, KaXK/|bl U3 HUX HYMepyeTCs.

B ciydae, korzia npoToKoJ PUKCUPYeET pelieHHe 00 yTBepP>KAEHUM KaKoro-anbo
JIOKyMEHTa, B TEeKCTe MPOTOKOJIa JOJ/DKHA COEepaThCAd CChLJIKA HAa 3TOT AOKYMEHT, a
caM JJOKyMEHT NpUJIaraeTcs K IpoOTOKOJIY.

[Ipy HaIMYUK 0CO6OTO0 MHEHUS MO NPUHATOMY PEIllEHUI0 OHO 3alMChIBAETCS B
NPOTOKOJI ([TOCJIe COOTBETCTBYIOLIET0 NPOTOKOJbHOTO PELIEeHUs ).

B KkadecTBe HCHOJIHUTEJSI MOXET ObIThb YKa3aHO OJHO WJIM HECKOJIbKO
JIOJDKHOCTHBIX JIML, JIMOO CTPYKTypHOe mojpaszeseHre. Cpok MoXeT OBbITb yKa3aH
KaK KaJleHZilapHas /laTa WU KaK Mepuo/, BbINOJHEHUS pabOThI.

CnoBa «CJIVYIIAJIN», «BBICTYIIUJ/IN», «PEIIUJIU» («[IOCTAHOBUJIN»)
neyaTarwT OT JIEBOTO M0JI1s1 IPONMUCHBIMU OYKBaMU M 3aKaHYUBAKOT /IBOETOYHEM.

Kaxxablid paszes meyaTaeTcs C KPAaCHOM CTPOKH, YTOObI BbIJIEJUTh B TEKCTe
NPOTOKOJIa peYb OCHOBHOTO JIOKJIA/[YMKA, BBICTYIJIEHUS YYAaCTHUKOB OOCYXK/JEHUS
BONpOCA M MOCTAHOBJISWIIYIO 4YacTb, POPMYJIMPYIOIIYI0 pelieHHe cobpaHus. C aTon
Ke 1|eJIbl0 B TEKCTe MPOTOKOJIA KaxAyl (aMU/IWI U WHULMAJAbl BbICTYMAKOLUX
ne4yaTalT C HOBOM CTPOKU B HMMEHUTEJIbHOM IaJieXKe, 3alWCbhb BBICTYIJIEHUS
oTAeNsAT oT daMuauu aedprcoM. Kakabpiil Bompoc meyaTaeTcss C KPaCHOW CTPOKH,
dbaMuny Npu 3TOM [,0NyCKAEeTCS HE yKa3bIBaTh.

B oTAesbHBIX c/y4asiX HA OCHOBE PYKOMUCHbBIX MJIM MarHUTOQOHHBIX 3aMUCeH,
KOTOpble BeJIMCb Ha 3acefaHWH, COCTaBJIIeTCS CTeHOrpaduyecKMdl MPOTOKOJI,
KOTOPBIX [I0CJIOBHO IepejlaeT NPOoLEecc 00CYyKIEHUs KaXKoro BOpoca U BbIpabOTKY
pelleHus 110 HEMY.

[IpoTokos odpopmMisieT cekpeTapb 3acelaHus, PUJUYECKYIO CUJIYy MNPOTOKOJI
npuobpeTaeT TOJbKO MPU HAaJIMYUHK [ABYX MOANUCEN - mMpeacefaTesiss U CEKpeTaps.
[lognucu pacnosnaraloT, OT/AeJIWB OT TeKCTa [JBYMS-TPEMSI MEXCTPOYHBIMHU
VHTEepBaJlaMd OT TpaHUIlbl JeBoro mnoJss. [loanuceiBaeTcsi NepBbIA 3K3EMILISP
NpPOTOKOJIa, KOTOPbIN MOAIMBAETCS CEKpeTapeM B /I€JI0 U XPaHUTCS B COOTBETCTBUU
CO CPOKOM, ONpeieIeHHbIM HOMEHK/IATYPOU Jiel.

B HekoTOpBIX ciydasix 0popMJisieTCsl BbIMKMCKA U3 TPOTOKOJIA.

Beinucka M3 NpOTOKOJIA — TOYHAsi KOMHSA 4YaCcTU TEKCTa MOAJUHHOTO MPOTOKOJA,
OTHOCSIIIErocsi K TOMy BONPOCY MOBECTKH JIHS, 10 KOTOPOMY FOTOBUTCS BbIMKCKa. [Ipu
3TOM HeO00X0JJMMO BOCIPOU3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJAHYI 4YaCTb TEKCTA,
BONPOC MOBECTKHU [Hf, 10 KOTOPOMY TOTOBUTCS BBINKCKA, U TEKCT, OTPaKaKOIIUU
06Cy/JleHHe BONpOCa U NPUHATOe pelleHUe. B 3TOM ciydae Ha3BaHWe JOKYMeEHTa
odopmiisgeTcsd Kak «Bblnrcka u3 npoTokoJia».

CiayKebGHOe IMCBMO



[luceMa coOCTaBJAAKTCA [Ji  OCyLleCTBJEHUSI ONepaTUBHOU CBA3U C JpyrMMU
OpraHu3alusIMU 10 BOMPOCaM AeSTeJIbHOCTH IIKOJIbI.

[lo copepkaHWIO MW Ha3HAYEHUI0 TMHUCbMAa MOTYT ObITb HHQGOPMAIUOHHBIE,
rapaHTUHHbIE, peKJaMallUOHHble, KOMMEpYeCKHe, MUCbMa-3alpochl, MHUCbMa-
NpUrJalieHus 1 T. .

MudopManoHHble MHUCbMA COJEpPKAT COOOIEeHHUs, NpPOChObI, HAMOMHWHAHUS,
npeJioKeHUsl.

[apaHTUliHbIe IpejHA3HAYEHbI /JI1 U3BEIllEHUS] O FapaHTUSAX OIJIAThl, CDOKOB
NOCTAaBKU UJIM KauyeCcTBa NPOJAYKIUHU U YCAYT.

B peksiaMaiMoHHBbIX (MpeTeH3UOHHbIX) MUCbMaX H3JaraloT TpPeOOBaHUS
BO3MellleHHsl YObITKOB, HAaHECEHHbIX M3-32 HApPYIIEHUs YCJOBUN KOHTpPAKTa HJIMU
JloroBOpa Apyroi cTopoHoul (KOHTpareHToM). PekysiaManus o/>KHa MOATBEPKIAThCS
npujaraeMbIMU K NTUCbMY JIOKyMEHTaMU B BU/I€ aKTOB, CIPABOK U T. [I.

KoMMepueckre mnucbMa COCTABJSIOT NPU 3aKJIOUYEHMU U BBINOJHEHUH
KOHTPAKTOB, 4YaCTO B HUX M3JIaTalOT MPOChObI O MpeJoCTaBJEeHUU UHPOpPMALUU O
TOBapax W yCJyrax y ux Mpo/iaBlOB WJIM, HAIPOTUB, NpeJaraloT MOCTaBUTh TOBAPbI
WJIM YCJYTH.

B nucbmax-3anpocax NpocCSIT y KOHTpPareHTa pa3bsCHUTb KaKOU-M60 GaKT WU
JIeMICTBHUE.

CnykebHble MHCbMa MevyaTarwTcsd Ha 6aHkax nuceM MBJIOY. CayxebHoe mHUCbMO
VMMeeT clieiyloujie peKBU3UThI:

- rpud ¥ OTMeTKa OrpaHUYEHHS JOCTyIa K JIOKYMEHTY (eCJIM 3TO HE0OX0JUMO);

- aJipecar;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

- OTMEeTKa 0 HaJIMYUH NPUJI0KEHUN (€CJIM OHU UMEIOTCH );

- NO/|TUCh;

- OTMeTKa 00 UCIIOJIHUTEJIE.

TekcT cayke6HOro MUCbMa, KaK MpPaBUJIO, JIODKEH KacaThCs OJJHOTO BONpOca WJIHU
HECKOJIbKMX BOMPOCOB, €CJIM OHU B3aUMOCBsI3aHbl U OYIyT pacCMaTpPUBATHCS B OJJHOM
CTPYKTYPHOM NoJpa3/ieJleHuU OpraHru3aluu-aJipecara.

TekcT u3naraeTcss OT NEPBOro JULA €JUHCTBEHHOTO YUC/Ia (IPOCUM, HallpaBJsieM U
T.[l.) WJIK OT TPeTbero Jivuia eAdHCTBeHHOro yucia (OO cuuTaet.., NpodCo3HbIN
komuTeT OO paccmoTped...).

TekcT mucbMa, Kak NpaBUJIO, COCTOUT U3 JBYX 4yacTel. B mepBol yacTu u3jaraetcs
NpUYMHA, OCHOBAaHME UM OOOCHOBAHUE COCTABJIEHUSl MUCbMA, NPUBOASTCS CChLIKU
Ha JOKYMEHT, SIBJISIOIMUCA OCHOBAaHHMEM IMOATOTOBKU NHCbMa. Bo BTopo# yacTy,
Ha4yMHawUlelcsa ¢ ab3alna, NoMelllaloTCcsa BbIBO/bl, IpeJIOXKeHU s, IPOChObI, pelieHus
U T. [

Tenerpammsl, Tesie¢poHOrpamMmbl U GpaKCUMHUJIbHASA CBA3b



[lepesavya koppecnoHAeHUU 10 GAaKCMMUIBbHOW CBSI3U B IpyrUe OpraHu3aluu
OCyLeCTBJIETCA TOJIBKO 110 YKa3aHUI0 UJIU C pa3peluieHuda ajMuHuctpayuu MB/10Y.
[IoNIMHHUKA  JOKYMEHTOB, IepeJaHHbIX M0 ($aKCUMUJIbHOU  CBfI3H,
NO/ILIUBAIOTCS B /leJ10, XpaHsileecsl y pabo0THUKA, OTBETCTBEHHOTO 32 PaKCUMUJIbHYIO
CBfI3b, C yKa3aHUMEM BpeMeHW M [AaTbl Iepejlayd, a KONWM BO3BpalAlOTCSd B
COOTBETCTBYIOULIHE CTPYKTYPHbIe No/pa3/eseHus1 c nomeTkoil «FAX (maTa 1 BpeMs)».
3adBJIeHUEe
3asBjieHUe - 3TO odullMaATIbHOE COOOlIeHUe B MHUCbMeHHOU ¢opMe. OHO COAEPKUT
yaile BCero MnpeaJoKeHHe, >Kajoby WM TMpocbOy KaKoro-inbo YesOBEKa,
aJipecoBaHHble WJIM OpraHU3ald¥, WJM [JO/HKHOCTHOMY JIUIy. 3asiBJeHHe
odopmJIsieTCs Ha CTaH/IAapPTHBIX JIMCTax 6ymaru popmaTa A4.
3asBJieHUe BKJIIOYAET: ajipecaTa, KOTOPOMY HampaBJsieTcsl 3asiBjeHue, paMuUJIMIO,
MMsl, OTYECTBO, /I0JXKHOCTb aBTOpa 3asiBJieHUs,, HAUMEHOBaHUE JIOKyMEHTa, TOYHOe
M3JI0’KEHHUE MPOChOBI, PEJIJIOKEHUS], ONTUCh TPUIaraeMbIx K 3asiBJIEHUIO JJOKYMEHTOB,
JlaTa, MO/ UCh.
B 3adBjieHUM WUCHOJIb3yeTCs, KaK MpaBuJo, OQUIMATBbHO-Jes0Bas JIEKCHKA, B
HEKOTOPbIX 3asIBJIEHUSX JIOMYCKAETCs yIoTpebieHne MyOJUIUCTUYECKON JIEKCUKH.
3anucka
3anucka (aHaaMTUYecKasi, AOKJIaJiHas, CayKeOHas, 00bsICHUTeNbHAsA) — NOKYMEHT,
aapecoBaHHbIM 3aBeaywineMy MBJIOY wau  BblllecToOsLEW OpraHU3aLUMM U
coliep>Kalluil 00CTOATEeJbHOE H3JI0KEHHE KaKOro-aubo Bompoca € BbIBOJAMHU M
npejJio’KeHUSIMU COCTaBUTEJIS.
JlokaaHas 3anucKa COCTaBJISIeTCS KaK M0 JIMYHOW MHUILIMAaTHBe aBTopa (paboTHHUKA),
TaK ¥ N0 YKa3aHHUIO (IMCbMEHHOMY UJIK yCTHOMY ) 3aBeIyIOILErO.
3anucka COCTaBJiseTCd Ha OyMaKHOM HOCUTeJle WA B 3JEeKTPOHHOM BU/E.
OcdopmiieHHe 3aIMCKU 3aBUCUT OT ajJipecaTa. [Ipyu cocTaB/ieHUM AOKIaAHOU 3aNIUCKH,
aapecoBaHHoH 3aBeaywueMmy MB/I0Y B pamkax MB/IOY, oHa cuuTaeTcsa BHYTpeHHEN
1 opopMIsieTCsl Ha CTaHJAPTHBIX JIMCTaxX 6ymaryu ¢popmaTa A4. BHyTpeHHsIs 3anucKa
JIOJDKHA COJEepXKaTh CjeAylolllue PeKBU3UThI: BUJ, JOKYMEHTa, JaTy [AOKYMEHTa,
Ha3BaHHUeE JIOKyMeHTa (3aroJI0BOK K TEKCTY), eC/IM TEKCT 60Jiee YeThIpeX-NATH CTPOK;
ajipecaTa, TeKCT, NOANWCb (C yKa3zaHUeM [JOPKHOCTH, (PaMUIHM, HHULUAJOB).
[loagnucbiBaeT BHYTPEHHIOI JJOKJIaJHYI0 3aMUCKY COCTaBUTEb.
Ecnu 3anucka agpecyetcs 3a npegenanl MB/IOY, To ee opopmsitoT Ha 6J1aHKe U OHA
Ha3blBaeTCs BHellHed. BHellHdas 3amucka JoOJDKHA COJepaThb CJeAyrouide
PEKBU3UTBHI: HAUMEHOBAHUE YuYpex/JeHWs, BUJ [AOKYMeHTa, JaTy [AOKYMEHTa,
perucTpanMoHHbIA HOMEp, MECTO COCTaBJEHHUS], HA3BaHUe AOKyMeHTa (3aroJioBOK K
TEKCTY), €eCJHd TeKCT OoJsiee 4YeTbIpex-MATH CTPOK, ajpecaTa, TeEKCT, MOAIUCH
3aBepyrouero MBZ10Y.
Pa3HOBUAHOCTBIO  [OKJIQJHOM  3alUCKU  SABJAKTCA  NpefcTaBaeHus. OHU
VICIOJIb3YIOTCA NMPU AOKYMEHTUPOBAHUM KaJ|pOBOW [eATeJbHOCTH U COCTABJIANTCH



3aBelyIOIIMM WJIM 3aMeCcTUTesleM 3aBeaywllero. lIpeacTaBiieHHWs COCTABJSIOT B
c/ly4dasix mooujpeHusi pabOTHUKOB, HaJI0KEHHWS B3bICKAaHUH, IPOBEJIEHUS aTTECTAL[UH.
ABTOMaTH3anUs JOKYMEHTUPOBAHUSA

/1 TOATOTOBKM  JIOKYMEHTOB MOTYT I[PHUMEHATbCI aBTOMAaTU3UPOBAHHbIE
TexHoJioruK. [lpu 3ToM co3jaTcd 6a3bl AaHHBIX (KOPpPECNoHAeHTOB, ¢opM
JIOKyMEHTOB, TpadapeTHbIX TEKCTOB U TEKCTOBBIX 3aroTOBOK), peAaKTOpCKHEe
NporpaMmsbl U Jp.

[lopsok pa3paboOTKH, 3SKCIJyaTalldd MW 10Jb30BaHHUS TaKUMU CHUCTEMaMU
onpe/iesiieTcsl CTaHAApPTaMU B 06J1aCTHM aBTOMAaTU3WPOBAHHbIX WHQPOPMAlMOHHbIX
TEeXHOJIOTHH.

JJ/IeKTpOHHBIE JOKYMEHThI

[Topsiiok cocTaBieHUs, OPOpPMJIEHHMSI M COTJIACOBAHUS MPOEKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB  OCYULIEeCTBJISIETCS O O6OUMM MpaBWjJaM [JieJIONPOU3BOACTBA,
YCTAHOBJIEHHBIM B OTHOUIEHUHM aHAJIOTHYHBIX JJOKYMEHTOB Ha GYMa)KHOM HOCHUTeJIE.
JJIEKTPOHHBIM [IOKYMEHT [JOJ/DKEH UWMeTb PEKBU3UThI, YCTAaHOBJIEHHbIEe [Ji
aHAJIOTUYHOTO JIOKYMEeHTa Ha OyMa)XHOM HOCHUTeJie, 32 MCKJWYEeHUEM OTTHCKa
nevyaTu.

B nepedeHb 06513aTe/IbHBIX CBEJIEHUHN O JJOKYMEHTAaX, UCM0JIb3yeMbIX B IIeJISIX y4eTa U
MOUCKA JIOKYMEHTOB B CHCTeMaX 3JIEKTPOHHOro JoKyMeHToob6opoTra MB/IOY B
COOTBETCTBHHM C IIpaBUJIaMHu gesionpousBoactsa B MB/I0Y, BxoaaT:

- a/I[peCaHT;

- aJipecar;

— JIOJDKHOCTb, aMUJIMS ¥ MHULMAJIbI JIMIA, IO MNKCABLIET0 JOKYMEHT;

- BU/JI IOKYMEHTAQ;

- laTa AOKYMEHTa;

- HOMep JOKYMEHTa;

- JlaTa NOCTYIJIEHUS JOKYMEHTQ;

- BXOJAIIMHA HOMED JOKYMEHTa;

— CChIJIKA Ha UCXOJAIIMU HOMED U JaTy LOKYMEHTa;

- HAaUMEeHOBaHUe JIOKYMEHTa;

- UHJEKC JleJ1a;

- CBeJleHUs O llepeajpecaliu JOKyMEHTa;

- KOJINY€eCTBO JINCTOB OCHOBHOT'O JIOKYMEHTAQ;

— KOJINY€eCTBO NPUJIOKEHHUH;

- 0o011ee KOJIMYECTBO JIMCTOB NPUJIOKEHUH;

- YKa3aHUA 110 UCIIOJIHEHUIO JJOKYMEHTa;

- no/kHOCTb, ®@. Y. O. ucnosiHUTES;

- OTMeTKa 0 KOHQUIEHIMAJIbHOCTH.

B cocTtaB J0NOJHUTENbHBIX CBEJEHUU 00 3JIEKTPOHHOM JJOKYMEHTe MOTYT OBbITh
BKJIDUEHbI CBE/IEHUS: HAUMEHOBAaHUeE aBTOpa JJOKyMeHTa (ec/iu aBTOp He COBIaJlaeT C
aZipecaHTOM (OTHpaBUTEJIEM) 3JIEKTPOHHOTO JJOKYMEHTa), OTMETKA O NepeHoce CpoKa



VICIIOJTHEHUS IOKYMEHTA, CPOK XpaHEeHHUs JJOKYMeHTa, HauMeHOBaHUS NPUJIOKEHUN K
3JIEKTPOHHOMY JOKYMEHTY, KJIOYeBble CJI0Ba, CTAaTyC AOKYMeHTa (IPOEKT, Bepcus),
BU/I llepeiayy IOKYMeHTa (3JIeKTPOHHOM NOYTOH, OYTOM, GaKCOM U T. A1.) U AP.
CpoKku XpaHeHUs 3JIEKTPOHHbIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHeHUs
JIOKYMEHTOB, YCTAaHOBJIEHHbIX 3aKOHOJATEJbHbBIMAU M HWHBIMM HOPMAaTHUBHBIMHU
npaBoBbIMU akKTaMu Poccuiickorn @Pepepanyy, THUNOBBIMU IepedYHSIMU  [Jisd
aHaAJIOTUYHbIX JJOKYMEHTOB Ha OYMa)KHOM HOCHUTeJIe.

4. OpraHusanus JOKyMEHTO0060p0Ta U UCIIOJIHEHUA JOKYMEHTOB

4.1. IpueM 1 06pa6OTKA NOCTYNAKUIMX JOKYMEHTOB
4.1.1. /IBUXXeHWe [JOKYMEHTOB C MOMEHTA HMX CO3JaHUA WJM I[O0Jy4YeHUd [0
3aBeplIeHUs UCTIOJIHEHHUS UJIM OTIIPAaBKU 06pa3yeT JOKYMEHTO060pOT.
4.1.2. B fokymenToo60opoTe MB/IOY BbIJle/IAI0TCS CeAyIOIIMEe JOKYMEHTOMOTOKHU:
a) mocrynarwlas JJoKyMeHTalusa (Bxoadias);
6) oTnpaBJisieMas JOKyMeHTalus (MCXoas1ast);
B) BHYTPEHHSISI IOKYMeHTal s,
4.1.3. JloctaBKa u oTnpaBka JokKyMeHTOB B MB/IOY ocyiiecTBiseTcs, Kak MPaBUJIO,
CpeACTBaMU MOYTOBOMW U 3JIEKTPOHHOM CBSI3U.
4.1.4. JlokymeHnTsl, noctynawimue B MB/IOY, npoxoAAaT mnepBUYHY 0OpabOTKY,
pervcrpanyio, ImpeJBapUTeJbHOe pacCMOTpeHHe, Iepeladyy pPYKOBOJACTBY Ha
paccMoTpeHHe, NepefarTcd UCIOJHUTENAM U IMO0CJle HUCIOJHEHUS NOMELIAlTCa B
AeJsa.
4.1.5. IlpueM W nmnepBUYHAsA 0OpabOTKa [JOKYMEHTOB  OCYylIeCTBJIsIE€TCS
JleqonpousBoguTteseM W (WaAM)  JIMLOOM, OTBETCTBEHHbIM 33  BeJeHUE
ZleJIONPOU3BO/ICTBA.
4.1.6. Jlenonpor3BOUTeENb YY€OHON YaCTU U (MJIK) JIUL0, OTBETCTBEHHOE 32 BeJleHUe
JleJIONIPOU3BO/ICTBA, IPOBO/JUT: IIPOBEPKY NPpaBUJIbHOCTH aZipecoBaHUA
NOCTYNAKILUX JOKYMEHTOB, NpPaBUJbHOCTU [JOCTaBKM U  KOMILJIEKTHOCTH
JIOKYMEHTOB; COPTHUPOBKY JOKYMEHTOB Ha I[OJAJexallue W He [oJJjexauue
perucrpanyH.
4.1.7. TlonyyeHHble KOHBEPTBHl C KOPpECNOHJAEHLUEeN BCKPbIBAKTCH, NpPU 3TOM
NPOBEPSAETCS HaJIMYKE BJIOXKEHHWH, a TaKXKe YKa3aHHbIX B JOKyMeHTax NPUJIOXKeHHU . B
c/lydyae TMOBpEX/JeHUs] YINaKOBKH W BJIOXKEHUW JMO0 OTCYTCTBUS NPUI0KEHUHN
COCTaBJIIETCA aKT B JBYX 3K3eMIuiipaXx. OJWH 3K3eMIIAP aKTa HalpaBJseTCs
KOPPECHOHAEHTY, BTOPOM NPUOOIIAETCS K NOCTYNUBUIEMY JJOKYMEHTY.
4.1.8. Omunb04YHO npuCAaHHas KOppeCHOHAeHIUsA nepechblIaeTcs no
NPUHAAJIEKHOCTH, €CJM U3BeCTeH aJZipec mnoJiy4yaTtesd. B NpoTUBHOM ciyyae
KOPPECIOH/IeHI[Ms BO3BpallaeTCsd OTIPABUTEJIO.
4.1.9. KoHBepTHI OT NOCTyNawIel KOppPeCnoHJeHIIMU COXPAaHAITCA U IPUJIAraloTCAa K
JIOKYMEHTaM JIMIIb B TOM CJiy4Yae, KOrJia TOJbKO 10 HUM MOXXHO YCTaHOBUTH aJipec
OTIpaBUTEJIA WJM KOTJa JaTa MO0YTOBOIO LITeMIlesil MMeeT 3HayeHHUe B KayecTBe
Jl0Ka3aTeJIbCTBA BpEMEHU M0JIyYeHUs LOKyMeHTa.



4.1.10. Cnena/IMCTOM He BCKPBIBAKOTCHA KOHBEPTHI MMCEM C HAANUCHIO «JIUYHO». OHU
nepesarnTcd 10 Ha3HAYEHHU IO

4.2. IIpeaBapuTe/bHOE pacCCMOTpPEeHN e JOKYMEHTOB
4.2.1. [lenronpousBoauTesb M (KMJM) JIMIO, OTBETCTBEHHOE 3a BeJleHUe
JleJIONPOU3BO/CTBA, IPOBOAUT IpeABapUTe/IbHOE pacCMOTpPeHUe [JOKYMEHTOB B
1eJISIX BblJleJIeHUs] U3 BCEero MacCUMBa MOCTYNHUBIIEN KOPPECIOHAEHLIMU JOKYMEHTOB,
Tpebyrolux 0653aTeJIbHOT0 paccMOTpeHus 3aBeaytoium MB/0Y.

4.2.2. OcHOBaHMeM [JJd TPUHATUA pelleHUA B XOJe MpeLBapUTEJIbHOTO
paccMOTpeHHUs ABJSAETCA COJep:KaHMe [JOKYyMeHTa, a He aJjpecoBaHHe [JOKYMEeHTa
COOTBETCTBYIOILEMY PAOOTHHUKY.

4.2.3. Pe3sysbTaTOM mNpejBapUTEJBbHOTO PAaCCMOTPEHHUS SBJISETCA HalpaBJeHUe
JloKyMeHTa 3aBeaywoinemy MBJ/IOY wav [OMKHOCTHOMY JIMLY B COOTBETCTBUU C
ycTtaHoBsieHHbIM B MB/IOY pacnpepesieHueM 06513aHHOCTEN MeXy 3aBeAyHOLUM U
JIOJ>KHOCTHBIMH JIML[AMHU /1J1S1 BbIHECEHUS] YKa3aHUs N0 UCIIOJIHEHUIO JOKYMEHTA.

4.3. Peructpanusa OKYMEHTOB

4.3.1. [lepeaya JOKYMEHTOB Ha PErMCTPALMIO IPOU3BOAUTCA TOJBKO NOCJE UX
npe/IBapUTEJbHOTO PAaCCMOTPEHUS.

4.3.2. Peructpanuu mnojaJiekaT BCe JIOKyMEHTbl, Tpebywliyde yuyeTa,
VICTIOJIHEHUS], UCNO0JIb30BaHUA B CIPAaBOYHBIX LieJfX, KaK IMOCTyNalllue U3 Apyrux
OpraHu3alMi U OT YAaCTHBIX JIMI, TaK U obpasywiuecs B JesaTesbHocTu MB/IOY, u
PETUCTPUPYIOTCS HE3aBUCUMO OT CIOCO6a UX JOCTABKHU.

4.3.3. K foKyMeHTaM, He NoAJIeKallUM perucTpanuy, OTHOCATCA AOKYMEHThI,
He TpeOymlue UCIOJHEHUS] M He cojep:Kalpue HHPOpMaLMM, HUCHOJIb3yeMOW B
CIIpaBOYHBIX LeJIfAX: MpPUIJIACUTeJIbHbIE, MO3JpaBUTeJ/IbHble NUCbMa, TeJlerpaMMBblI,
OuJieThl, MJaHbl, IPOrpaMMbl CEMUHAPOB, KOHQEPEHLUH, CUMIIO3UYMOB U JPYTrUX
NOJ00HBIX MEpPONPHUATUH, AOKYMEHTbl IO OyXrajJTepCKOMYy Y4YeTy, MaTepuaJbHO-
TEXHUYECKOMY 00ecleyeHUIo, MJIaHOBble, GUHAHCOBbIE JOKYMEHTHI, MOCTyNarlue
6e3 CONpOBOAUTENBHOTO MMCbMa, peKJaMHble [JJOKyMEHTbl, KOMMepYecKHue
npejsioKeHUsl, TMedyaTHble U3JaHUsA, YHUOHUIIMPOBAHHble GOpPMbl M OJIAHKH
JIOKYMEHTOB U Jp.

4.3.4. JlokyMeHTBI, MOAJIeKalllue perucTpayuu, perucTpUpyrTCs B KypHase
perucTtpanuu BXOASLUX JOKYMEHTOB (nmpusoxeHue N2 12) B AeHb NOCTYIJIEHUS — B
c/ly4dae MOCTYyIJIEHUs JJOKyMeHTa B pabouee BpeMs; Ha CJeAyIOUUN pabouuil leHb — B
c/ydyae NOCTYIJIEHUSI JIOKYMEHTa B Hepaboyee BpeMs; He3aMeJJIUTEJNbHO - C
oTMeTKaMU «Cpo4HO», «OnepaTUBHO».

4.3.5. Ha pokymeHTax, noctynaroumux B agpec MB/I0Y, B HH>kHEM NpaBOM YTy
JIMLIEBOW CTOPOHBI NEPBOr0 JIMCTA JOKYMEHTa MPOCTaBJISIETCS PErucTpandoOHHbIN
LITaMII C YKa3aHUueM JaThl U IOPAJLKOBOI0O peruCcTpaljMoOHHOr0 HoMepa.

4.4. PacnipepesieHye NOCTYNAKIIUX JOKYMEHTOB

4.4.1. llocne peructpand [AOKYMeHTbl I[epejalTcad Ha pacCMOTpeHHe
3aBeayrouemy MB/10Y.



4.4.2. llocne paccMoTpeHud 3aBeaywimuM MB/I0Y nokyMeHTBbI BO3Bpallal0TCA
JleJIONPOU3BOJAUTEN0 U (unu) MLy,  OTBETCTBEHHOMY  3a  BeJieHUe
JleJIONPOU3BO/ICTBA, [JIs1 NepeHeCceHUsl yKa3aHUW [0 HCHOJHEHUID [JOKyMeHTa B
)KypHaJl PEerucTpaluu BXOJSAIIMX JOKYMEHTOB. B COOTBETCTBUHM C YKa3aHUSIMHU MO
WCIOJIHEHUIO TOJJIMHHUK J[JO0KYMeHTa HalpaBJsieTcs pPaObOTHUKY, SBJSIOIIEMYCS
OTBETCTBEHHBIM HCHOJIHUTEJIEM, a COWUCHOJIHUTEJNSAM HaNpaBJAKTCA KOMUU
JIOKYMEHTOB (eC/JIM1 UMEITCs), 0 YeM JieslaeTCsd OTMETKa B >KypHaJle peructpaiuu
BXO/AIIMX JOKYMEHTOB.

4.4.3. J/eKTpOHHblEe COOOLIEHUSs], MOChLIaeMble IO 3JIEKTPOHHOW TMOYTE,
WCIOJIHAOTCA aHaJOTMYHO [JOKYMEHTaM Ha OyMaXXHbIX HOCHUTEJSIX C Y4EeTOM
onpezieJieHHOU crieliuPpUKU B IpoLecce UCIOJHEHUS.

4.5. Mopagok 06paGOTKHM M NPOXOXKAEHUSA HUCXOAAIUX U BHYTPEHHUX
JAOKYMEHTOB

4.5.1. [lopsiioKk NOJITOTOBKU MCXOASIIMX JJOKYMEHTOB BKJIIOYAET B cebsi paboTy
110 COCTaBJIEHHIO IPOEKTa JOKYMEHTA, COrJIaCOBAaHUIO, OJNUCAHUIO (YTBEPXKIEHUIO)
Y OTIIpaBKe.

4.5.2. Jlo nepefayu AOKYMeHTa Ha MOJNUCh UCIOJHUTEJb JJOJKEH MPOBEPUTH
ero coJiep>kaHue, NPaBUJbHOCTb OGQOpPMJIEHHUS, HaJUYhe HEeOOXOJUMbIX BHU3 U
NpUJIOKeHUHU. JJOKYMeHT Npe/CTaBJseTCd Ha MOANKWCh BMeCTe C MaTepuaslaMH, Ha
OCHOBAHHU KOTOPbIX OH F'OTOBUJICS.

4.5.3. BHyTpeHHHe  JOKyMeHTbl  OQOpPMJSIOTCI U  HUCIOJHSKITCA
(ucnosib3ywTcs) B npeaenax MB/10Y.

4.5.4. BHyTpeHHUe NOKYMEHThI (JOKJaJHble 3alIUCKH, CTIPAaBKH, CBOJAKHU U Jp.)
paccMaTpUBAOTCA TEMU JOJXKHOCTHBIMU JIMLAMH, KOMY OHY HallpaBJIeHbI.

4.5.5. OTBeTCTBEHHbIE 3a /1eJIONPOU3BO/ICTBO Nepes, cjlauell KoppeCcrnoHJeHIUU
Ha OTHpPaBKY JOJDKHBI 00§13aTeJIbHO NMPOBEPUTH MPABUJIBHOCTb ee O0QOpMJIEHUS M
aspecoBaHus. KoHBepTOBaHUE KOPPECIOHAEHLIMU U APYTMX MOYTOBBIX OTIPAaBJIEHUN
MPOU3BOAUTCA CTPYKTYPHBIMHU NoApazaenenusiMmu MB/I0Y.

4.5.6. PerucTpauus oTnpapJ/sieMbIX JOKYMEHTOB OCYILECTBJSAETCS B JeHb UX
nojnucaHus (yTBep>AeHHWs) WU Ha CAeAYyIUdi pabouui eHb. PeructpaiioHHbIN
HOMep JAOKYMEHTAa W JjaTa perucTpayuu nNpocTaBasATCA Ha NOJJIMHHUKE NOKYMEHTa
B peKBH3UTax OJlaHKa W Ha Komnuu, octawulieiica B Jese MB/IOY. CnpaBo4yHbIM
anmnapaTtoM /Uil UCXOLALUX JOKYMEHTOB SIBJISETCA >XKYpHa/l PerucTpanydu 3TUX
JIOKyMeHTOB (nmpusioxkeHue N2 12).

4.5.7. OTnpaBKy UCXOJSALIUX JOKYMEHTOB NMPOU3BOJAUT JI€JIONPOU3BOJUTEND U
(unu) JsMUo, OTBETCTBEHHOE 3a  BeJleHUWe Jiesonpou3dBojcTBa. CpouyHas

KOppECHOHIeHII s opopmisieTcst U OTIpaBJISETCS He3aMeJIUTeJTbHO
Jesonpou3BoguTesieM M (WJIM)  JIMLIOM, OTBETCTBEHHbIM 33  BeJleHUE
JleJIONPOU3BO/CTBA.

4.5.8. [enonpousBoguTtesb W (WJaM) JIMLO, OTBETCTBEHHOE 3a BeJleHUE
JleJIONIPOU3BOJCTBA,  MpOBepsieT  MPaBUJIbHOCTb  OPOPMJIEHUS  HCXOAALMX



JIOKyMEHTOB, TPOU3BOAUT COPTHUPOBKY [JOKYMEHTOB IO CHOCOOY JOCTaBKH
KOppPeCHoHJAEeHIUM ajipecaTy (mpocTasi, 3aka3Has, MexXJyHapoJHas U JAp.).
HenpaBusibHO odopM/eHHble [JOKYMEHTbl U KOPPECNOHJIEHIIMSI HECJayKeOHOT0
XapaKTepa K OTIpaBKe He MPUHUMAITCA U BO3BPAUIAIOTCA JIMILY, NOATOTOBUBIIEMY
JIOKYMEHT.

4.5.9. OrnpaBJsisieMass MO MOYTE KOPPECIOHJEHIMS NPOXOAUT YINAKOBKY,
aZipecoBaHHWe, NPOCTAaBJIEHHUE CTOUMOCTHU MOYTOBBIX YC/AYT U Mepefady Ha OTIPaBKYy B
MECTHOE OT/ieJIeHHe CBS3U.

4.5.10. Ha 3aka3Hyl0 KOppECNOH/IEHIMI0, HA JJOKYMEHTbl C MoMeTKou «/lsis
CY>KEOHOTO TMO0JIb30BAaHHUSI» COCTABJISIETCS peecTp, KOTOPbI 3aTeM BO3BpalllaeTcs
ceKkpeTapr y4eb6bHOM dYacTu W (WaM) JMIy, OTBETCTBEHHOMY 3a BeJleHUe
JleJIONPOU3BO/ICTBA, C PACIUCKOW PAaOGOTHUKOB IMOYTOBOTO OT/EJIEHUS CBSI3U WJIH
WHOT0 JIMI1Ia, 06eCreYyrnBalollero OTIpaBKy JOKYMEHTOB.

4.5.11. TIlepemaya C WUCHOJb30BAaHUEM CpeACTB (PAKCUMHUJIBHOU CBS3U
JIOKYMEHTOB, coZepaKalix CAY>KEOHYI0 MHbopMaIHIo OTrpaHUYEHHOTO
pacnpocTpaHeHUsi, B TOM 4HcJe C MoMeTKOU «/lJis cay:ke6GHOro MmoJib30BaHUA», He
paspeiaeTcs. KaTreropuyecku 3amnpeliaeTtcs nepejaya 1no cpeictBaM GakCUMHUJIbHON
CBSI3U CEKPETHBIX JJOKYMEHTOB.

4.5.12. C wucnosib30BaHHEM CpeACTB (PAaKCUMMUJIbHON CBSI3W MOTYT ObIThb
nepe/iaHbl MaTepHaJibl TEKCTOBOrO, TAaOJMYHOTO WU TpadUyuecKoro XxapakTepa,
WCIIOJIHEHHbIe TUNOrpadCKUM, MALIMHOMMCHBIM WJIW PYKONUCHBIM CIOCOGOM B
YepHOM HWJIM TEMHO-CUHEM I|BE€T€e C YETKHMM U KOHTPACTHBIM U300pakeHHeM (IepBble
3K3eMILJISIPbl UJIK UX KCEPOKOIUHU) Ha 6esioi bymMmare ¢ MUHMMaJbHOUM BbICOTOU OYKB U
nudp 2 mM. O6'beM NepesaBaeMoOro B TeUYeHHEe OJHOTO CeaHCa CBSI3U JJOKYMEHTa,
BBINIOJIHEHHOTO Ha 6ymMare ¢popmaTa A4, He 10/KEH NPEBBIIATD NSATH JIUCTOB.

4.5.13. OTBeTCTBEHHOCTb 3a cojJiepkaHHe HHOpMalMM, IepeJaBaeMoul C
WCIOJb30BaHUEM CpeACcTB (aKCMMUJIbHOW CBfI3M, BO3JaraeTcs Ha HWCHOJIHUTEJS,
N0/ rOTOBUBILIETO paKkcorpaMmy AJisl Nepeavu.

4.6. 0CO6GE€HHOCTH PA0GOThI C IJIEKTPOHHBIMHU AOKYMEHTAMHM

4.6.1. BMB/10Y co3aarTcs U MCHOJIb3YIOTCH:

- 3JIEKTPOHHbIE [IOKYyMEHThI, CO03/laBaeMble B 3JIEKTpOHHOUW ¢opMe 6e3
npeJBapUTEJbHOI0 JOKYMEHTUPOBAHUS HA OYMa>KHOM HOCUTEJIE;

- 3JIEKTPOHHble  00pa3bl  JIOKYMEHTOB, [OJIyYeHHble B  pe3yJbTaTe
CKaHMpPOBAaHUs  [JIOKYMEHTOB U  XpaHsAIlUMecs B  CUCTEME  3JIEKTPOHHOIO
JIOKyMEHTO060pOTa.

4.6.2. IlpueM U OTIOpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYyL|eCTBJSIOTCA
OTBETCTBEHHBIM 3a BeJieHUe AesionpousBoactBa B MB/I0Y.

4.6.3. JNIeKTpOHHbIE JOKYMEHTbI CO3Jal0TCs, 00pabaThIBAOTCA M XPAHATCH B
CHCTEMe 3JIEKTPOHHOTO JoKyMeHToo6opoTa MB/I0Y.



4.6.4. DNIeKTPOHHBINA IOKYMEHT A0JPKEH ObITh 0POPMJIEH MO OOLIUM MpPaBUJIaM
JleJIONPOU3BOJICTBA M HMETb PEKBU3UTHI, YCTAHOBJIEHHble [JI1 AHAJOTUYHOTO
JIOKyMeHTa Ha OyMa)XHOM HOCHTeJIE.

4.6.5. [lns noATBEPKAEHUS NOJJMHHOCTH 3JIEKTPOHHBIX JIOKyMeHTOB B MB/10Y
WCIOJIb3YIOTCS 3JIEKTPOHHble 1UbpoBble moAnucu. HMcmosb3yeMble CcpeacTBa
3JIEKTPOHHONW 1UOPPOBOM  MOANUCHA JIOMDKHbI  ObIThb  CePTUPHUIIMPOBAHBI B
YCTaHOBJIEHHOM NOpPSJKe.

4.6.6. EquHunien ydeTta 3JIeKTPOHHOTO JOKYMEHTa SBJISIETCH 3JIEKTPOHHBIN
JIOKyMEHT, 3aperuCTPUPOBAHHBIA B CHUCTEeMe 3JIEKTPOHHOTO JOKYMeHT0060poTa
MB/ZIOY. JJIeKTpOHHBIM [OKYMEHT, UMEKILUU NPUJIONKEHHUS, PETUCTPUPYETCA KakK
OJIUH JIOKYMEHT.

4.6.7. [locne oTOpaBKHU 3JIEKTPOHHOI'O JJOKYMEHTA, 3aBEPEHHOT0 3JIEKTPOHHOU
MNOJANKCHIO YIIOJHOMOYEHHOTO JO/DKHOCTHOTO JIMLA, JOCBIJIKY a/ipecaTy ero KOIM1uu Ha
OyMa>KHOM HOCHUTeJle, KaK MpaBUJO, He TpebyeTcs, 3a HCKJYEHHUEM OTBETOB Ha
ob6pallleHUs TpaXkJaH, MOCTYNUBIIMX MO0 WHPOPMAIMOHHO-TEJEKOMMYHUKAILMOHHbIM
KaHa/laM, Ha KOTOpble 3asBUTEJIK JAEeTCS NUCbMEHHbIM OTBET, HampaBJ/isieMbId MO
NOYTOBOMY a/ipecy, YKa3aHHOMY B 06palljeHUH.

4.6.8. UcnosiHeHHbIEe 3JIEKTPOHHbIE JIOKYMEHTbI CUCTEMAaTU3UPYIOTCS B Jiesia B
COOTBETCTBUM C HOMeHkKJaTypou nen MBJIOY W UHAEKCUPYIOTCA B TMOPSJKeE,
YCTAaHOBJIEHHOM B OTHOILEHUU [ieJ, COCTAaBJEHHBIX M3 JJOKYMEHTOB Ha OYMaKHOM
HocuTesie. [Ipy cocTaBJleHMU HOMEHKJ/ATyphbl JieJl B 3aroJIOBOK Jiejla BKJIKOYAeTCs
yKasaHHe «JJIEKTPOHHBIE JOKYMEHTbI».

4.7. lndopmanuoHHasA 6e30NaCHOCTDb

4.7.1. WUndopmanuoHHble pecypcbi MBJIOY mno pgoctyny (BO3MOXXHOCTH
HCI0JIb30BaHHUS) MOAPA3JEs0TC Ha OTKPbITYHO (00IeA0CTyNnHYW) UHbOpMalUIO,
cay>kebHyr0 HHPopMaLMi U HUHPOPMALMI OrPAaHHYEHHOTO pacHpoCcTpaHeHUs
(moctymna).

K kaTeropuu oTKpbITOM HHPOPMALLUK OTHOCUTCA UHPOpPMaLUs, CoAepKalasacs
B JIOKyMeHTax U 6asax AaHHbix MB/I0OY, HenocpecTBEHHO 3aTparvBarolas npasa 1
VHTepeChl TPaXKJaH.

K  karteropuu  ciayke6bHol  uMHOpMaUUM  OTHOCUTCA  UHPOpMaLus,
colepaujasici B JIOKyMeHTax WU 6a3ax JaHHbix MBJ/IOY, npeanHasHayeHHas [Jis
JIOJDKHOCTHBIX JiML, W paboTHukoB MB/IOY, npu BbINOJIHEHUM WMHU CBOUX
bYyHKIMOHA/IbHBIX 00513aHHOCTEM, He 3aTparvBarolllasi HanpsiMyto MpaBa U UHTEPECHI
rpaXkjaH M He OTHOCALLAACA K KaTeropuu OrpaHU4YeHHOr0 paclpoOCTpPaHeHUs
(moctyma).

K kareropun HHPOpMaUHA OTrpaHUYEHHOrO pacnpocTpaHeHUsa (AocTymna)
OTHOCHUTCA MWHQOpMaLUs, Ccojepxaliasacad B JOKyMeHTaXx W 0asax [JlaHHBIX,
BKJ/IIOYAOLLas CBeJleHUs1 KOHQU/JeHIIMa/IbHOT 0 XapaKTepa.

Bcsa nndopmanus, coaepkaljasicsad B JJOKyMeHTaxX U 6asax gaHHbix MB/ZIOY, o
YMOJIYAaHUIO SBJIIETCAd OTKPBITOM M o06uenocTynHou. HckiaodeHue cocTaBiseT



vHpopManusi, OTHeCeHHasd K KaTeropusaM CAY>XeO0HOM U  OrpaHUYEeHHOro
pacnpocTpaHeHusd (4ocTyna).

4.7.2. [Jloctyn mnoJib3oBaTesed K HWHPOpMALMU OrpaHUYUBAETCA NyTeM
OTHeCeHUs MHPOpPMaLUU K COOTBETCTBYIOLEH KaTeropMM U HaJIO)KEHWEM Ha Hee
COOTBETCTBywWIlero rpuda orpaHuyeHuss pacnpoctpaHeHuss. HUuHdopmanus
OTPaHUYEHHOTr0 JJOCTYIa CHabxaeTcs rpudoM «/l1s ci1y>keOHOro Mob30BaHUA».

[IpaBoM oTHeceHHMsI UHPOPMALMU K KaTeropuud OrpaHUYEHHOTO JOCTyHa H
HaJIO)KeHUs1 COOTBETCTByMOLlero rpuda ob6saaeT aBTOpP JAOKyMeHTa IO
corJilacoBaHuo ¢ 3asegyromum Mb/I0Y.

JlOKyMeHTUpOBaHHass HUHQOpMaLus OrpaHUYEHHOrO pacnpocTpaHeHUs 06e3
CaHKLIMM  JOJDKHOCTHOTO  JIMIIA, YCTAaHOBUBILErO0  peXUM  OTPaHUYEHHOIO
pacrnpocTpaHeHus [Jd [JaHHOTO JOKYMEeHTa, He IMOAJIeXUT pasrJalleHuro
(pacnpoctpaHnenuto). IlpenocraBieHue MoOJib30BaTeNsAM JOCTyna K JaHHOM
MHbOpPMALUU OCYLIECTBJSETCS HCKIYUTENbHO IO COTrJIACOBAHUIO C YKa3aHHbIM
JIOJDKHOCTHBIM JIMIIOM IIyTEM M0a4M COOTBETCTBYIOLEeN 3asABKU.

JlOJDKHOCTHBIE JIMIA, NpPUHSBIIME pelleHUe 006 OTHeCEHWM HHPopMaluy,
3apUKCUPOBAaHHON B JOKYMEHTe, K KaTeropud OrPpaHUYEHHOr0 pacnpoCTpaHeHus,
HeCyT OTBETCTBEHHOCTb 3a OOOCHOBAHHOCTb MNPUHATOrO peLIeHUs U  €ero
COOTBETCTBUE [EeNCTBYIOILEMY 3aKOHOJATEIbCTBY.

4.7.3. JIuuHble Aesa pabOTHUKOB, JIMYHblE KAaPTOUKH PabOTHUKOB, TPy OBble
KHW)XKHA pabOTHUKOB, MPUKa3bl MO JMYHOMY COCTaBYy JOJDKHBI XpaHUThCA B ceillde
WJIM B METAJJIMYECKOM HIKaYy.

BsiaHKM  TpyAOBBIX KHMKEK 1O Mepe HeOoOXOAMMOCTH  BbIJAKTCA
OTBETCTBEHHOMY JIUIY KaZ[pOBOM CJy»KObl. 3alIUCH B TPYZ0BOM KHUXKKE MOINIMCbIBAET
3aBenyroumud MB/ZI0Y.

4.7.4. YcTaHOBKA M 3KCIJIyaTallkMsl MPOrpaMMHOro obecrieyeHus, MoJy4YeHHOr o
Y3 JIIDOBIX UCTOYHHUKOB Y BBINOJHAKOLIEr0 QYHKI WY, He CBSI3aHHbIE HENIOCPEACTBEHHO
C BBINIOJIHEHWEM PAaOOTHUKAMU CBOUX JOJPKHOCTHBIX 005S13aHHOCTEH, KaTeropu4ecku
3amnpenjeHa.

4.7.5. Bcsa npeficTaB/ieHHasi B 3JIEKTPOHHOM BU/Jie MHGOpMaliMs, NoCTynamuias
B MB/JIOY, B o06s3aTesbHOM TMOpsSZIKE TOAJIEXUT TNPOBEPKE aHTUBUPYCHBIMHU
CpeACTBaMU.

4.7.6. JJIeKTPOHHAs MOYTa MOXET MCIO0JIb30BAThCS MOJb30BATEJNSIMU TOJBKO
JUisi obMeHa HWHpopMalMel, OTHOCALIENCS K KaTeropuu OTKPBITONM U CAYKeOHOM.
3anpeluieHo MCIOoJIb30BaTh 3JIEKTPOHHYI NOYTY JJis Iepefayd HWHPoOpMaluHy,
OTHOCAILLENCSA K KATETOPUU OTPAaHUYEHHOr 0 paclpoCTPaHeH U .

5. KoHTpoOJIb 32 MCIIOJITHEHUEM JOKYMEHTOB
5.1. Opranusanusi KOHTPOJISA
5.1.1. KoHTposito mopJjiexxaT BCe 3aperuCTPUPOBAaHHbIE JOKYMEHTBI, TpeObyrolue
vcrnoJiHeHUs. KOHTpoJIb UCIIOJIHEHUA JOKYMEHTOB BKJIIOYAET: Y4YeT, IOCTAHOBKY Ha



KOHTPOJIb, KOHTPOJIb CPOKOB MCIIOJIHEHHS], HEIOCPeACTBEHHYI0O INpPOBEpKy XoJa
VCIIOJIHEHUS], IPOBEPKY KayeCTBa UCIIOJIHEHHUS, aHAJIU3 Pe3yJIbTaTOB UCIIOJHEHUS.
5.1.2. KoHTposib 3a WCHOJHEHHWEM [JIOKYMEHTOB yCTaHAaBJMBaeTCsd B LeJdax
obecrieyeHUs] HUX CBOEBPEMEHHOr0 M Ka4e€CTBEHHOTO MCIOJIHEHUs, MOBbIIIEHUS
YPOBHSI OPraHU3aTOPCKOU pabOThI U UCTIOJHUTENbCKON JUCHUIIJIUHBI.

5.1.3. [Ipu nocTaHOBKe JOKyMeHTA HAa KOHTPOJIb HAa IPaBOM BepXHEM I0Jie JOKYMEHTa
Jle/laeTcsl OTMeTKa O KOHTpoJie, KOTOPYH 0003HA4YalT CJOBOM (LITAaMIIOM)
«KOHTPOJIb»

5.1.4. KoHTposito mojyjiexkaT MpPUKasbl, peIlleHUs COBETOB, a TaKXe JOKYMEHTHI,
NocTynarwlinye Ha uMa gupekropa MB/10Y.

OpraHu3saiys KOHTPOJIS UCIIOJIHEHHS BKJ/IIOYaeT B cebs:

- NOCTAaHOBKY JJOKYM€eHTa Ha KOHTPOJIb;

— MOHUTOPUHT UCNOJIHEHUS KOHTPOJIbHBIX NIOPYYEHUH JOKYMEHTOB;

— CHSITHE UCIIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

— HamnpaBJIeHUe UCIIOJIHEHHOTO JJOKYMEHTA B J|eJI0.

5.1.5. PykoBoguTeNn CTPYKTYPHbIX MoJpa3jie/ieHHu 06s3aHbl paccMaTpUBaAThb
COCTOSIHUE HCHOJIHUTEJbCKOM [JUCUUIIMHBI MO [JOKyMEHTaM C MOpPYy4YeHUSIMHU
agmuHucTtpanuu MB/IOY, a TakKe JOKYMEHThI, IOCTYIIUBIINE B aZjpeC CTPYKTYPHOTO
no/ipa3/ieJieHus U Tpebyolve UCIIOJHEHUS U TIOATOTOBKU OTBETA.

5.1.6. JloKyMeHT CUMTAeTCsl MCIOJHEHHBbIM, KOrJa pelleHbl OKOHYaTeJbHO BCe
NOCTaBJIEHHbIE B HEM BONPOCHI ¥ COOJIIO/IeHbI C/IeAYIOLIAE CPOKHU:

— €CJIM B JOKYMEeHTe IIOCTaBJIeH CPOK UCIIOJIHEHUS — B YKa3aHHbIN CPOK;

— JIOKYMEHTbI 6e3 yKa3aHHs CPOKa UCIOJIHEHUS — 8 MECAYHDBLU CPOK;

—  eCJId B IOKYMEeHTe UMeeTCsl IOMETKa KCPOUYHO» — 8 MPEXJHEBHbIL CPOK;

— TMnopyyeHUs 0e3 yKa3aHWSl KOHKPETHOW JAAaTbl UCHOJIHEHUS — 8 MECSYHbIU
CPOK;

— CIOMETKOH «0NepaTUuBHO» — 8 10-0He8HbIl CPOK;

— 1o oOpallleHUsIM Trpax[aH, TPeOyIUM [JOMOJHUTEJbHOTO HU3YyYEHUS U
NpOBEPKHU, - d0 00HO20 MecsAYya co OHSl pecucmpayuu, o OCTaJbHBIM - He 6osee 15
dHell.

Cpok ncuucaseTcd B KaJleHJapHbIX JHAX C AaThl MOANUCAHUSA JOKYMEHTA.

Ecniu mocneiHu JeHb UCIOJHEHUS JJOKYMEHTAa NMPUXOJUTCS Ha Hepaboyuil
JleHb, OH MO/IJIEXKUT UCIOJHEHUIO B IpeAIIeCTBYOUUN eMy pabouui JI€Hb.

[Ipy  Heo6XOAMMOCTM  MNpPOAJIEHUSI  CpPOKAa  UCHOJHEHUS  JOKyMeHTa
OTBETCTBEHHBIM HCIOJIHUTEJNb MpPEeACTaBJASAeT Ha UMA [JUPEKTOpa, JaBIlIero
nopy4eHHe, MOTUBUPOBAHHYIO IPOCLOY O ero Npo/iJIEHUU He N03/Hee YeM 3a mpu OHs
do ucmeyeHusi yCmaHo8,/1eHHO20 CPOKA, C YEM CBOEBPEMEHHO NepejaeTcss UHPopMaLus
B IPUEMHYI0 3aBeIyIOLIerO.

5.2. [Topsaa0K CHATHA JOKYMEHTOB C KOHTPOJISA
5.2.1. lokyMeHTbl CHUMAIOTCHd C KOHTpPOJIS, €CJd pelleHbl NMOCTaBJE€HHble B HUX
BOIIPOCHI UJIM aBTOpPaM JiaH OTBET I10 CyLeCTBY.



[IpoMeXyTOUYHBIM OTBET, PaBHO KaK M 3alpoC IO HUCIOJHAEMOMY JOKYMEHTYy WJIU
YaCcTUYHOEe HCIOJIHEHUE TNOpPy4YeHUs], He $SBJIIeTCd OCHOBaHUEM /[l NPHU3HAHUA
JIOKYMEHTA UCIOJHEHHBIM.

5.2.2. CHATh JOKYMEHT C KOHTPOJISI MOXET TOJIbKO JO0JPKHOCTHOE JIMI0, KOTOopoe
MOCTAaBUJIO €r0 Ha KOHTPOJIb.

5.2.3.0cHOBaHMEM [JJi1 CHATUSA C KOHTPOJI JOKYMEHTOB C NOpPYyYeHUSIMU
3aBeaywuiero MB/I0Y siBsisieTcA JOKYMEHT — OTBET, MOANMCAHHBIA 3aBEAYIOLUIUM, €TO
3aMecTUTesieM, JKMO60 chpaBka 00 HCHOJHEHUU [JIOKYMEHTa 3a MOAIUCHIO
PYKOBOJUTeEJIS CTPYKTYPHOTO oA pa3/ieeHus.

6. YdeT ¥ XpaHeHH e NIeYaTe, IITAMIIOB U 6JIAHKOB

6.1. 06s13aTe/IbHOMY y4eTy Mo/AJIeXaT BCe BU/AbI MeYyaTel U NITaMIOB, 6JJaHKU CTPOrou
OTYETHOCTH, KOMaH/AMPOBOYHbIE YJAOCTOBEPEHHS, CAyKeOHble 3aj/laHus, TPY/OBble
KHWXKH.

6.2. Y4eT Bcex nmevyaTeu U mramion, uMerwuuxca B MB/IOY, BegeTcsa B clieljiajibHOM
KypHauie (nmpusoxkeHue Ne 13).

6.3. ’KypHaJsibl y4yeTa BKJIKOYAKOTCd B HOMEHKJIATYpPy JeJ. JIMCTbl UX HYMEPYHOTCH,
MNPOIIMBAIOTCA U ONleYaThIBAOTCH.

6.4. [leyaTu U WITAMIIbI IOKHBI XPAaHUTHCS B cedax UM MeTa/JINYeCKUX IKadax.
6.5. OTBETCTBEHHOCTD 32 XpaHEHUE U UCIIOJIb30BaHUE NeYaTe, ITaMIIOB HECYT JIULA,
OTBETCTBEHHBIE 3a BeJleHHe /1eJI0NIPOMU3BO/CTBA.

6.6. YHUUTOXeHHe O6JJaHKOB MPOU3BOAUTCS M0 aKTy C OTMETKON B COOTBETCTBYIOIIUX
KypHaJsax y4eTa.

6.7.IleyaTH ¥ WITAaMIbl YHAYTOXKAIOTCS M0 AKTY.

6.8. [IpoBepka Ha/Muug INeyaTel, LITAMIOB M OJIAHKOB, a TakKxXe TMOpsiKa HX
XpaHeHHU U MCIO0JIb30BAaHUA NPOU3BOAUTCA KOMUCCHUEN HE pexke OLHOTO0 pasa B roj
OZJHOBPEMEHHO C IPOBEPKOU COCTOSAHUSA J|eJI0NIPOU3BO/CTBA.

7. CocTaB/ieHMe HOMEHKJIaTypPhl JeJl

7.1. HoMmeHkJsaTypa Jesl - CUCTeMaTH3MPOBAaHHBIM IepeYyeHb 3aroJIOBKOB
(HauMmeHoBaHui) gen, 3aBoguMbix B MB/IOY, ¢ yka3aHWeM CPOKOB HUX XpaHEeHHH,
0dOpMJIEHHBIN B YCTAaHOBJIEHHOM MOPSIJIKE.

HomeHknaTypa pgen npejfHasHayeHa /JJid TCPYNIUPOBKU  HCHOJIHEHHBIX
JIOKYMEHTOB B /[leJla, CUCTeMaTU3aluU U ydyeTa [eJ, OlpeJesieHUsl CPOKOB HX
XpaHeHUs U fBJIAeTCAd OCHOBOM JJi1 COCTABJIEHUS ONHUCEW JieJl NMOCTOSHHOTO U
BpeMeHHoOro (cBbilie 10 jieT) XpaHeHHUs], a TakKe JJis ydeTa ey BpeMeHHoOro (Ao 10
JIET BKJIIOUUTEJIbHO) XpPaHEHMUSI.

7.2. Tlpu cocTaBJeHHWM HOMEHKJATYphbl JeJ cJefyeT PYKOBOACTBOBATHCA
yctaBoM MB/IOY 1 nosioxXeHUSAMU O ero CTPYKTYPHBIX NOJApa3/eeHUsAX, ITAaTHbIM
pacnycaHueM, IJIaHaMU U OTYeTaMU 0 paboTe, NepeyHsIMU JOKYMEHTOB C YKa3aHUEM
CPOKOB MX XpaHEHHUs], HOMEHKJIaTypaMHu JieJl 3a pejliecTBywLUe roasl. U3yyarorcsa
JIOKYMeHTbl, obpasywiiuecss B JesaTesbHocTH MBJIOY, ux BuUAB, CcOCTaB U
coZiepKaHue.



7.3. HomenknaTtypa gen MB/IOY cocTaBiisieTcss pabOTHUKOM, OTBETCTBEHHBIM 3a
OpraHM3alMI0 JeJIONPOU3BOCTBA U apxuBHoe Aeso B MB/I0OY, corsacoBbiBaeTcs C
NOCTOSSHHO  JIEUCTBYWOILIEW 3SKcrnepTHOM Komuccuern MBJIOY, yTBepxkaaeTcsa
3aBelyIOUIUM U BBOJUTCH B IEKCTBUE C 1 AHBap4 CJey0lero roja.

7.4. B rpade 1 HOMEeHKJIATYphbl JeJ MPOCTABJISIOTCH UHAEKCHl KaXK/JOro Jesa,
BKJIIOYEHHOTI'0 B HOMEHKJIATYypy. MHAEeKC esa COCTOUT U3 ycTaHOoBJeHHoro B MB/[0Y
nudpoBoro o6o3HaueHUs (KoJa) M TMOPSJKOBOrO HOMepa 3aroJjioBKa Jesa 1o
HOMeHKJIaType. UHeKchl e/ 0603HaYalTCsA apabCKUMU uppaMu.

Hanpumep: 12-05, rae 12 - kog, 05 - nopsiZiKoBbI HOMep 3aroJioBKa Jiejia B pasjeJie
HOMEHKJIaTYphl JeJl.

7.5. B HOMeHK/1aType JieJ1 peKOMeH/1yeTCsl COXPaHSITh OJiJMHAKOBbIE UH/IEKCHI I
OZJHOPO/HBIX JleJ1; JiSl IEPEXOAAUX el UHJEKC COXPaHSAEeTCH.

7.6. B rpady 2 HOMeHKJATyphl JieJ1 BKJIOYAIOTCS 3aroJIOBKU JeJs (TOMOB, 4acTei).
3arojioBOK Jiejia 4eTKO, B 000011eHHON (OpMe OTpakaeT OCHOBHOE COJiep:KaHHue U
COCTaB JJOKyMEHTOB /JieJia.

OcHOBOU AJ11 HaMMeHOBaHUs (3arosioBKa) Jies1 SIBJSIOTCS BOMPOCHI, OTpaKaloliue
3aflaum U ¢JyHknuu MB/I0Y. HauMeHOBaHHSI [JOMOJIHAIOTCH YyKa3zaHUEM poJa
3aBOJIMMOT0  JleJla  WJM  PA3HOBUJHOCTH  JJOKYMEHTOB  (IOCTAHOBJIEHUS],
pacnopsikeHus, NPUKa3bl, IPOTOKOJIBI U T. [1.).

Eciu fesio, BKJIO4YaeMoe B HOMEHKJIATYpy JeJsl, COCTOUT U3 OJUHAKOBBIX BUJ OB UJIU
pPa3sHOBUAHOCTEW [JOKYMEHTOB, B 3aroJlOBKe TaKOro JeJjla yKa3bIBaeTCHd
HavMMEeHOBaHWe BHUJOB [JOKYMEHTOB, HanpuMmep «lIpukaspl 1O OCHOBHOH
AeATeJbHOCTU.

He pekoMeHayeTcs ynoTpeb/isiTh B 3aroJi0BKe Jiejla HEKOHKpeTHbIe pOPMYyJIMPOBKH, a
TaK>Xe BBOJJHbIE CJIOBA U CJIOXKHbIE 000POTHI.

Ecniu peno 6yzeT coCcTOSATh U3 HECKOJbKHMX TOMOB WJIM 4YacTeW, TO COCTaBJISEeTCS
06IIMI 3aroJioBOK JeJa, a 3aTeM NpPU HeOOXOJWMOCTH COCTABJISIOTCS 3aroJIOBKU
KaXkJ10ro ToMa (4acTH), yTOYHSIOLUe CoJilep:KaHure 3aroJioBKa Jea.

[lopAgoK pacnosioKeHUs 3aroJIOBKOB JieJl BHYTPU pas3zesioB U MOApas/esioB
HOMEHKJIaTyphl e onpe/essieTC CTelleHbI0 BaXKHOCTU JOKYMEHTOB, COCTABJIALUX
JleJla, 1 UX B3aMMOCBA3bI0. B Hayasie pacnoJsiararoTcs 3aroJIOBKU JieJsl, COJeprKaliux
OpraHU3alMOHHO-PACIOPAAUTEJIbHYK JOKYMEHTAlU. 3arojJioBKM JeJl MOTYT
YTOUYHSTBCS B polecce GopMUPOBaHUSA U 0POPMJIEHUS JIE.

7.7.Tpada 3 HOMeHKJIaTyphl JleJ1 3aM0JTHSAETCS 10 OKOHYaHUM KaJleHJapHOro roja.
7.8. B rpade 4 yka3biBaeTcsl CPOK XpaHEHHs Jiesia, HOMepa cTaTel Mo MepeyHio, a pu
€ro OTCyTCTBUH — 10 TUIIOBOM UJIM IPUMEPHOW HOMEHKJIAType JeJl.

Cpoku XpaHeHHUs, yKa3aHHbIe B EPEYHSIX, SIBJASATCS 00513aTeJIbHBIMH, U COKpallleHhe
MX He JolycKaeTcd. PaspemaeTcd XpaHUTb JOKYMEHTBI CBbIlle YCTAaHOBJIEHHOI'O
CpPOKa, eCJIM B TOM eCThb IPaKTHU4YecKass He0OX0AUMOCTb.

7.9. B rpade 5 «IIpumedyaHue» yKa3bIBAlOTCS Ha3BaHUSI INepeyHEHd OOKYMEHTOB,
VICII0JIb30BAHHBIX [IPU OIpe/ieJIeHUU CPOKOB XpaHeHUs JieJl, IPOCTABJIATCA OTMETKHU



0 3aBeJleHUHU Jies (B TOM YMCJie B 3JIEKTPOHHOM BHJE), O MepexoAsdluX Jesax, 0O
BbIJleJIEHUM JleJl K YHUUYTOXKEHHIO, O JIUI|aX, OTBETCTBEHHbIX 3a GOPMHUPOBAHUE [IE]
(npunoxenue Ne 14).

7.10. Eciu B TeyeHue roza B MbB/IOY BO3HMKarwOT HOBble [JOKYMEHTHUPOBAHHbIE
y4acTKA paboThl, HA HUX GOPMUPYIOTCS COOTBETCTBYWOUIME Jesla, OHU
JIOTIOJIHUTEJNIbHO BHOCATCA B HOMEHKJATypy. /i1 BHOBb 3aBOJMMBIX JieJl B KaXK10M
pa3/iesie HOMEHKJIATyPbl OCTABJIATCA pe3epBHbIE HOMeDPa.

[lo OKOHYaHMM TroJa B KOHIe HOMEHKJIATYpbl JeJs JeJlaeTCsd UTOroBasg 3aluChb O
KOJIMYeCTBE 3aBe/leHHbIX JieJl (TOMOB).

[lopAgoK pacnoJsioKeHUuss 3aroJIOBKOB JleJl BHYTPU pa3ZiesioB U MNOApas/esioB
HOMEHKJIaTyphl ieJ1 ONpeJiesisieTCs CTeeHbI0 BAXKHOCTH IOKYMEHTOB, COCTaBJISIOIIAX
JleJla, U UX B3aMMOCBsA3bl0. BHavasie pacnoJsiaratoTcss 3aroJioBKU JieJi, COZleprKaliux
OpraHU3allMOHHO-PACHIOPSAAUTENIbHYIO  JOKyMeHTauuw. [Jlajee pacnoJsiararoTcs
3aroJIOBKH JieJi, CoZieprKalllvX MJIaHOBbIE U OTYETHbIE JIOKYMEHTHI, U T. [,

7.11. CTpyKTypHble NoOJpas/esieHUsl eXerojHo, He mo3jHee 15 HOAOpPA TeKyllero
rozja paspabaThiBalOT MNPOEKT HOMEHKJATYpbl JleJl CBOEro mnojpas/iesieHus Ha
CJIeYOLUU TO/,

HomeHk/naTypa Jesl  CTPYKTYpHOrO IMoOApas/ieJieHUus COCTaBJSETCS  JIMIOM,
OTBETCTBEHHBIM 3a BeJleHUe /[IeJIONPOU3BO/CTBA CTPYKTYPHOro NoOApa3jeseHus,
COrJIAaCOBBIBAETCS M MOJAMNUCHIBAETCH PYKOBOJAUTEJEM CTPYKTYPHOTO MOJpas3/eseHus
Y NpeACTaBJIsIeTCs pAOOTHUKY, OTBETCTBEHHOMY 32 OpraHU3alMIo [eJI0NPOrU3BO/CTBA
Y apxuBHOe ziesio B MB/IOY.

OTBETCTBEHHOCTb 3a OPraHU3alldl0 CBOEBPEMEHHOT'O0 COCTAaBJIEHUS HOMEHKJIATYpPhl
JleJl BO3J1araeTcsl Ha pYKOBOJMTEJIEU CTPYKTYPHBIX MO pa3/eleHUH.

8. dopmupoBaHue u opopMIeHUE AeJl

8.1. ®opMupoBaHUe e — IPyNNHPOBKA UCIOJHEHHbIX JOKYMEHTOB B JeJia B
COOTBETCTBHUM C HOMEHKJIATYPOH JieJl U CUCTeMAaTHU3alUs JJOKYMEHTOB BHYTPH JieJia.

8.2. /lena B MB/IOY dpopmMupyroTCa B CTPYKTYPHBIX MO/ipa3eseHUsIX.

8.3. HcnosiHeHHble JOKYMEHTbl J0J/DKHBI B 10-ZHEBHBIM CpPOK CAABaThCs
WCIIOJIHUTEJNIEM JIUIY, OTBETCTBEHHOMY 3a BeJeHUEe [eJIONPOU3BOJCTBA B
CTPYKTYPHBIX MoJipa3jesieHusax, AJs ¢dopMHpoBaHUsA UX B Jesia. Homep pgena, B
KOTOPOE J,0JI’KEH OBbITh MOAIIUT AOKYMEHT, ONpeeisieT pyKOBOJUTEb CTPYKTYPHOTO
noapasaenenuss MB/IOY wiu MCHOJHUTENb B COOTBETCTBUU C HOMEHKJIATYpPOH JieJl.
Ha fokyMeHTe NmpoCcTaBJSIOTCA OTMeTKa «B jgesio Ne..», moAnuch UCIOJHUTENS UJIH
PYKOBOJAUTeEJIS CTPYKTYPHOTO Mo pa3/iesieHusd, 1aTa.

JlOKyMeHThI BHYTPU  JeJsla  pacnoJiararvTcs B XPOHOJIOTUYECKOM
M0CJIeI0BATEbHOCTH.

8.4. KoHTpoJib 3a MNpPaBUJBHOCTbIO (QOPMUPOBAHUSA JeJ OCYILECTBJISIETCS
OTBeTCTBEHHBIM 3a apxuB MB/I0Y.

8.5. Illpu dopmMupoBaHHUM Jes HeOOXOAMMO COOJIIAATH CAeAyloliyde o6Ire
NpaBuJa: MOMeLATh B [eJI0O TOJIbKO UCIOJIHEHHbIE NOKYMEHTbl B COOTBETCTBUM C



3aroJIOBKaMU JieJl [0 HOMEHKJAType; TPyHIUpPOBaThb B JeJl0 JOKYMEHTbI OJHOIO
KaJIeHJIapHOTr0 ro/ia; pa3zesibHO FPYNNUAPOBATh B JeJa JOKYMEHThl MOCTOSHHOTO U
BpEMEHHOTO CpPOKOB XpaHeHHus; TMoMelaTb B JeJa KCepokKonuu (aKCoB,
TesiepOHOTpaMM Ha OOLMX OCHOBAHHUAX; B [leJJ0 He [AOJ/DKHbI IOMeIaTbhbCs
JIOKyMEHTbI, Mo/ijieXalllie BO3BpaTy, JIUIIHUE 3K3eMIISAPbI, YEPHOBUKU: N0 06bEMY
JleJio He JIOJI>XKHO npeBbiaTh 250 iucToB Wi 4 cM. [Ipy HaIU4uK B Jleie HECKOJbKUX
TOMOB (YacTeil) MHJEKC U 3aroJi0BOK JeJjia MPOCTAaBJSIOTCS Ha KaXKJOM TOMeE C
JI06aBJIEHUEM «TOM 1», «TOM 2» (OCaeHUH).

8.6. PacnopapuTesibHble JOKYMEHTbl TpYNINUPYOTCA B JeJa IO BUJAM B
XPOHOJIOTUYECKOM MOPSAJKE C OTHOCAUIUMUCH K HUM MPUJTI0KEHUSMHU.

YcTaBbl, NOJIOXKEHHWS], HUHCTPYKIUH, YTBEPXKJEeHHble pacnopsAuTe/bHbIMHU
JIOKYMEHTaMHy, SBJAITCA MNPUJOXKEHUSMU K HUM W TPYNNUPYIOTCI BMECTe C
yKa3aHHbIMU  JOKyMeHTaMd. EciM e OHM  yTBepXK/JEeHbl B  KadecTBe
CaMOCTOSITEJIbHOTO JJOKYMEHTA, TO UX TPYNINHUPYIOT B CAMOCTOSITEJIbHBIE JleJia.

[Ipyka3bl MO OCHOBHOM AeSTeJIbHOCTU TPYNIUPYIOTCA OTAEJbHO OT MPUKA30B
10 INYHOMY COCTaBYy.

[Ipyka3bl MO JIMYHOMY COCTaBy TPYNNUPYIOTCH B JieJla B COOTBETCTBUU C
YCTaHOBJIEHHBIMHU CPOKAaMU UX XpPaHEHUS.

[IpoTOKOJIBI B Zlejie pacnoJiaraloTcd B XpOHOJIOTUYECKOM NOopsAZKe 110 HOMepaM.
JIOKyMeHTBl K  NpPOTOKOJIaM, CrpynIUpOBaHHble B  OTJeJIbHble  JleJa,
CUCTEMAaTU3UPYIOTCA [0 HOMepaM IPOTOKOJIOB.

YTBepxJeHHble JIaHbl, OTYETHI, CMEThI, JUMUTHI, TUTYJIbHbIE CIIUCKHU U Jpyrue
JIOKYMEHTBI FPYNIIIUPYIOTCA OTAEJIbHO OT IPOEKTOB.

JlOKyMeHTBI B JIMYHBIX JleJIaX pacloIaraloTcs 10 Mepe UX NOCTYIJIEHHUS.

[lepenrcka rpynnupyeTrcd B paMKax OJHOTO KaJeHJAapHOro roja H
CUCTEMATU3UPYEeTCH B XPOHOJIOTUYECKOU MOCTAEA0BaATEJbHOCTHU: JOKYMEHT — 3apocC —
JIOKYMEHT — OTBeET.

8.7. Jlena MBJIOY mnopsexxaT oQoOpMJIEHHIO MPH UX 3aBeJeHUU U II0
3aBepuieHuM roga. OpopmieHue Jiesia — NOATOTOBKA Jiesia K XpaHEHHUIO BKJIIOYAEeT B
cebs1 KOMILJIEKC paboT MO OMHCAaHUIO Jiejla Ha O0O0JIOXKKe, MOJIIMBKe, HyMepaluu
JIUCTOB U COCTaBJIEHUIO 3aBepuTesibHOM Haanucu. OdopmiieHue Aes MPOBOAUTCS
pPabOTHUKAMM CTPYKTYpHbIX nojpa3sjeneHuid MBJ/IOY, B 00513aHHOCTH KOTOpPBIX
BXOJUT 3aBeJieHHWe U (GOpMHUpPOBaHMUE Jies, NPU METOJAUYECKOW MOMOILM U TOJ,
KOHTpoJieM apxuBa MB/I0Y.

8.8. B 3aBHCHMMOCTH OT CPOKOB XpaHEeHUs NPOBOLUTCA MOJHOE WU YaCTUYHOE
obopMieHUE Je.

[TosiHOMY 0 OopMJIEHHIO TOAJIEXKAT Jesia MOCTOSHHOTO, BpeMeHHOTro (cBbille 10
JIeT) XpaHeHus (IO JIMYHOMY COCTaBYy, JIMYHbIE [ieJla YBOJIEHHBIX PabOOTHHUKOB).
[loiHOE 0dopMIleHUEe fles1a TpefycCMaTpPUBAET:

- NOJILIMBKY WUJIYM TBEP/bIY MlepernJieT Jea;
- HyMepaLHuIo JIMCTOB B JieJie;



— COCTaBJIEHHUE JIMCTA-3aBepUTeJIS;
- COCTaBJIEHHE B 0COOBIX cjayyasx (mpu opopMJIEHUU JIUUHBIX e, [Jis y4eTa 0cob60o
IeHHBIX JJOKYMEHTOB) BHYTPEHHEN ONMUCH JJIOKYMEHTOB JieJ1a;

- BHECEHHWE Heo0XO/IUMbIX YTOYHEHHWU B PEKBU3UTHI O00JIOKKHU Jesia (yTOYHEeHHe
Ha3BaHMUA N0Jipa3/esieHUs], UH/leKca U 3aroJIoBKa JieJia, AAaThl JeJa U Jp.).

8.9. lena BpemeHHoro (g0 10 seT BKJIKWYUTEJNbHO) XpaHEHUs MOJJEXKaAT

4aCTUYHOMY opopMJieHUI0. JlonycKkaeTcs:

— XpaHUTh Jies1a B CKOPOCIIUBATeIAX;

- He IPOBOJMTH [lepeCUCTEMATHU3aLUI0 JOKYMEHTOB B JleJI€;
— JICTHI JleJ1a He HYMEePOBaTh;

— 3aBepUTeJIbHbIE HA/ITUCU He COCTABJIATD.

8.10 /JlokymMeHTBI, MNoAJexalide MOoJHOMYy OQOpMJIEHUIO, NOJIIUBAIOT Ha
4yeThIpe MPOKOJIa B TBEPAYI0 OOJIOKKY M3 KapTOHA WJIM NepelJieTalTcs C yYeTOM
BO3MO>HOCTHU CBOOOJHOI'0 YTEHHUs TEKCTa BCEX JJOKYMEHTOB, JAaT, BU3 U PE30JIIOLUN
Ha Hux. [Ipy noAroToBKe Aes K NOJIKBKe (IepenseTy) MeTaJlJludyecKrue CKperJeHus
(cKOGBbI, CKpemnKu) H3 [JOKYMEHTOB yAansAlTcA. /[lesa MNOCTOSHHOTO XpaHeHHd,
cocTosiuie U3 HepOpMaTHbBIX JOKYMEHTOB, XPaHATCS B 3aKPbIThIX TBEPAbIX MaMKax C
TpeMsl KJIallaHaMHU U C 3aBSI3KaMH.

[Ipy Ha/mU4uKU B Jejie HeBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (TPY/AOBBIX
KHWXKEK W [Ip.) 3THU JOKYMEHTbl BKJ/AJAbIBAlOTCA B KOHBEPT, KOTOPBIM 3aTeM
no/lurBaeTcs B 3TO Jeso. [Ipy Hamnuuu 60/1bIIOTO KOJIWYECTBA TAKUX JJOKYMEHTOB
OHU MOTYT U3bIMaTbCS U3 JieJ], U Ha HUX COCTaBJISIETCS OT/eJIbHasi ONKUCh.

B KoOHLe Kaxaoro Jeja TMOAUIMBAIOTCA 4YMUCTble OJIaHKM GopM  JJs
3aBepPUTEJbHOW HAJIIHCH.

8.11. B uensx obGecnedyeHHs] COXPAaHHOCTHM W 3aKpelJieHUs TMopsijKa
pacnosiokeHus1 JOKyYMEHTOB, BKJIIOYEHHBIX B /JieJlo, BCe JIUCTbl, KpoMe
3aBEpPUTEJIbHOTO, HYMepYITCcs apabCKUMM LUdpaMy B NpPaBOM BEPXHEM YTIJy, He
3a/ieBasi TEKCTa JJOKyMEHTA, NIPOCThIM rpadpiecKUM KapaHAallOM UJIU HyMepPaTOpPOM.
YnorpebsieHMe YepHWJ U LBETHBbIX KapaHJauleh [Ajasg HyMepauuud JIUCTOB
3anpenaeTcs. BHyTpeHHss1 OKMCh UMEET CAaMOCTOSITEIbHY0 HYMepalUIo.

JlucThl fies1, COCTOSIIIMX M3 HECKOJIbKMX TOMOB WJIM 4YacTel, HyMepylTcs IO
KaX/I0My TOMY UJIU YaCTH OT/IEJILHO.

doTtorpadun, UepTexu, JAuarpaMMbl U JApyrue WJIKOCTPAaTUBHblE U
cnenuduvecKkre AOKYMEHTbI, MpPeACTaBJSIOL[ME CAMOCTOSTENbHBIA JIUCT B [eJle,
HYMEPYIOTCS HA 000POTHOU CTOPOHE B JIEBOM BEPXHEM YTJy.

C/10KeHHBIA JIMCT pa3BOpayMBaeTCs WU HyYMepyeTcsl B MPAaBOM BEpPXHEM YTJIy.
[Ipu aTom siucTt arw0b6oro popmara, NOAWUTHIM 32 OAUH Kpal, HyMepyeTcs KaK OJUH
JIUCT; JIUCT, CJOXEHHBbIA W MOAIIMTBIM 3a CepeiuHy, MOJAJIEXXUT IMepelinBKe |
HyMepyeTcsl KaK OJIUH JIUCT.

[lofnThIE B /1e/10 KOHBEPTHI C BJOXXKEHUSAMU HYMEPYIOTCS; IPU 3TOM BHavaJe
HyMepyeTcsi KOHBEPT, a 3aTeM o4epe/JHbIM HOMEePOM KaXK/l0€ BJIOKEHHE B KOHBEPTe.



[lofnThIE B 1e/10 JOKYMEHTHI C COOCTBEHHOM HyMepauuen JUCTOB (BKJIOYas
neyaTHble W3JJaHUSI) MOTYT HYMepoOBaTbCs B O0OLIeM MOpsZiKe WJIU COXPAHAThb
COOCTBEHHYI0 HyMepalLMIo, eC/Id OHa COOTBETCTBYET MOPSAAKOBOMY PaCIOJIOKEHHUIO
JIUCTOB B JIeJI€E.

B caydasax o6Hapy»keHHUs 60JIBILIOTO YMCia OLIKMO0K B HyMepaluu JIMCTOB Jiesa
B /1€JIONPOM3BO/ICTBE NMPOBOAUTCS UX nepeHyMepauus. [I[pu nepeHymepanyu JMCTOB
CTapble HOMepa 3a4epPKHUBAKTCA OJHOW HAKJIOHHOW YEPTOX U PSAZIOM CTaBUTCS HOBbBIU
HOMep JIMCTA; B KOHIIE JieJla COCTaBJIsSIeTCs HOBasl 3aBEpPUTEJIbHASA HA/INKCh, TPU 3TOM
cTapas 3aBepUTe/ibHAsA HAANKUCh 3a4€PKUBAETCs, HO COXPAHSETCA B JIeJIe.

8.12. lng y4yeTa KOJIMYeCTBa JIMCTOB B Jlejle U PUKCALMU OCOOEHHOCTEN UX
HyMepaluu COCTaBJISIETCS 3aBepuTesibHAsA HAaAMUCh Aesia. OHA COCTABJSETCS B JieJie
Ha OTJeJIbHOM JIUCTe — 3aBepuTeJie Jiesa. 3aBepUTe/ibHasA HaAIIUCh COCTABJSETCA MO
ycTaHOBJeHHOM ¢popMe (mpusoxxkeHue Ne 15).

Bce nocneaymwonie M3MeHEHUs] B COCTaBe U COCTOSIHUU Jiesia (MOBPEX/EHUS],
3aMeHa MOJAJMHHBIX JOKYMEHTOB KOMHUSIMH, IPUCOEJUHEHHUE HOBBIX JOKYMEHTOB M
T. I.) OTMEYaITCs B 3aBEPUTEJbHON HAAIUCH CO CChIIKOM HAa COOTBETCTBYIOIUN aKT.

8.13. O6s10%Ka Jies1 IOCTOSTHHOTO, BpeMeHHOTO (cBblile 10 JieT) XpaHeHUs U N0
JINYHOMY COCTaBy 0pOpMJIsieTCs 110 YCTaHOBJIEHHOU popMe (npuioxeHue N2 16).

Ha o6s103kke fes1 MOCTOSIHHOTO XpaHeHHWsl BBepXy NpeaycMaTpPUBAeTCs MECTO
/lJ11 HAUMEHOBAaHUs TOCYyJApCTBEHHOTO apxMBa, B KOTOPbIA OHU OYAYT NepesaHsbl, a
TaKXXe apXUBHOTO0 MM $pa B IpaBOM BePXHEM U JIEBOM HUXKHEM yTJIaX.

[Ipy odopmaeHun o06s10KKU Jes HauMeHoBaHue MBJIOY ykasbiBaeTcs
NOJIHOCTBIO MO YyCTaBy, B HMMEHUTEJbHOM IaJleKe, COKpallleHHOe Ha3BaHUe - B
CKOOKax.

06s13aTe/IbHBIMU PEKBU3UTAMU 00JI03KKH JieJ1a sIBJISIETCS YKa3aHUe KOJIn4ecTBa
JIUCTOB B JeJie, KOTOpPOe MPOCTaBJSETCS HAa OCHOBAaHUU 3aBEPUTEJbHOW HAAIUCH
JleJ1a, ¥ CpOKa XpaHeHUs Jiesia (Ha Jesiax IOCTOSTHHOTO XpaHeHUsI MUIIEeTCS: «XPaHUTh
NOCTOSIHHOY»), KOTOPbIA MEepPeHOCUTCS Ha OOJIOXKKY Jesla U3 HOMEHKJATypbl MOCJe
CBEPKHU €ro 1o CpOKaM XpaHEHUs B IepeyHe.

8.14. /lna y4yeTa NOKYMEHTOB OIpeJesIeHHbIX KaTeropyuu el NOCTOAHHOTO U
BpeMeHHoro (cBbiiie 10 jieT) XpaHeHHs], Y4eT KOTOPbIX BbI3bIBaeTCsl cleluPUKON
JlAHHOW JIOKyMeHTaluu (JM4YHble Jies1a, 0C000 ILeHHbIE), COCTABJISIETCS BHYTPEHHSAS
ONKCh JJOKYMEHTOB JieJia.

BHyTpeHHI0I0 ONIMCh HEOOXOJUMO TAKXKe COCTABJIATH B JleslaX NOCTOSTHHOTO U
BpeMeHHoro (cBbiiie 10 sieT) xpaHeHHsl, CGOPMUPOBAHHBIX IO PA3HOBUAHOCTAM
JIOKYMEHTOB, 3aroJIOBKM KOTOpPbIX He pPaCcKpbIBAlOT KOHKpPETHOEe COoJiepXKaHue
JIOKyMEHTOB.

BHyTpeHHAs ONUCh COCTaBJIIeTCA Ha OTHAEJbHOM JIUCTE MO YCTAaHOBJIEHHOM
dopme (mpusiokenuve Ne 17), koTopas COAEPKUT CBeJleHUs O MOPSAAKOBBIX HOMepax
JIOKyMEHTOB JieJla, UX WHJIeKCax, JaTaX, 3aroJioBKax M HOMepax JIMCTOB JeJa, Ha
KOTOPBIX PACIOJI0KeH KaX/bl1 JOKYMEHT.



K BHyTpeHHel ONHWCH [eJjla COCTaBJSETCS HWTOroBas 3alUChb, B KOTOPOH
yKa3biBaeTcs [UdpaMH U MPONUCHI0 KOJUYECTBO BKJIIOUYEHHbIX B HEE IOKYMEHTOB U
KOJINYECTBO JIMCTOB BHYyTPEHHEH OMUCH.

BHyTpeHHAd ONUCb MOANUCBIBAETCA ee COCTaBUTeJeM C YKa3aHueM
JIOJDKHOCTH, MOANKCH, paciiuPpPOBKHU NOJINUCU U HYMEPYETCH B JieJie OT/eJbHO.

9. OpraHu3sanysa onepaTUuBHOrO XpaHeHUs JOKYMEHTOB

9.1. C MOMeHTa 3aBeJleHUd U [0 NepejayM Jes B apxuB MB/I0Y gena xpaHAaTcs
o MecTy uX OpMUPOBaAHHUS — B CTPYKTYPHBIX MO pa3/eeHUSIX.

PykoBoAUTE/NIM CTPYKTYPHBIX MOApa3/ieieHUd U pabOTHUKU, OTBedawliye 3a
JleJI0NPOU3BO/ICTBO, 06513aHbI 06eCcreYMBaTh COXPAHHOCTb JJOKYMEHTOB U JIeJ.

C npesbl0 TNOBBILIEHWA  ONEPAaTUBHOCTUM IIOUCKA JOKYMEHTOB JieJa
pacroJiaraloTcs B COOTBETCTBHUU C HOMEHKJIATYPOH JieJl.

Ha kopenikax 06J103KeK JieJl yKa3bIBalOTCS MH/EKChI ieJl 10 HOMEHKJIAaType.

K [okymMeHTaM BpeMEHHOI'0 XpaHEeHUS OTHOCATCA JOKYMEHTBhI CO CPOKOM
xpaHeHUs He 6oJiee 10 J1eT U XpaHATCA M0 MecTy UX GOPMHUPOBAHUS B CTPYKTYPHbBIX
nojipassenenusx. [lesa sBpemeHHoro (A0 10 JieT BKJIIOYHUTEJNbHO) XpaHEHUs] B apXUB
He [epefalnTcd U MOoAJ1eKaT YHUYTOKEHHUIO B YCTaHOBJIEHHOM IOPAJKeE.

3aBepllleHHbIe JleJ1a TOCTOSHHOTO U JloyiroBpeMeHHOro (cBbiiie 10 JieT) CpoKOB
XpaHeHHUsl XpaHATCA N0 MeCTy UX QOpMHUpPOBAHUS B TeYeHHE [BYX JIeT, a 3aTeM
cparwTcs B apxuB MB/10Y.

Jlesla BpeMeHHOT0 CpOKa XpaHeHHUsl XPaHSATCHI N0 MecTy UX GOpMUPOBAHHUSA B
Te4yeHHUe YCTAaHOBJIEHHBIX HOMEHKJIATYpPOU JieJl CPOKOB.

9.2. Belgaya JeJs;, O3HAaKOMJIEHHE C [JOKYMeHTaMM, HaxOJALIMMHUCA Ha
ONEepaTUBHOM XpaHEHWH B CTPYKTYpPHOM Mojpa3jesieHud, paboTHukam MBJ0Y
IIPOU3BOAUTCA C paspelleHUs] PyKOBO/ACTBA M0/, PACIUCKY B »KypHaJie y4yeTa BblJa4yu
JIOKYMEHTOB M3 apxuBa (npusoxenue Ne 18).

Jlena BbIJAOTCA BO BpeMEHHOE I0JIb30BaHUE PAaGOTHUKAM CTPYKTYPHBIX
nojijpa3/ieJleHU Ha CPOK He 6oJsiee ofHOTO Mecsna. [locjie McTedeHUs yKa3aHHOTO
CpOKa JleJ10 JI0JIKHO OBbITh BO3BpAllleHO Ha MeCTO ero XpaHeHHUsl.

9.3. U3bATHE [OKYMEHTOB U3 JeJ NOCTOSAHHOIO XpaHEeHUs [OINyCKaeTCd B
VCKJ/IIOYMTEJIbHBIX CJIy4Yasx, 10 3alpocaM KOMIIETEHTHBIX OPTaHOB U MPOU3BOJAUTCA C
NUCbMEHHOTO pa3pelieHus 3aBegytouiero MB/I0Y c octaBieHrneM B iesie 3aBepEHHOU
KOIIUHU JOKYMEHTAa U aKTa O IPUYMHAX BbIIa4U MOJJIMHHHUKA.

9.4. C(CamocToATe/bHOE YHUYTOXKEHUE JOKYMEHTOB B  CTPYKTYpPHBIX
noapasaenenusax MB/I0Y 3anpenjaeTcs.

9.5. PabOTHUKMU CTPYKTYpPHBIX NOJpa3je/eHuil HeCcyT OTBETCTBEHHOCTb 3a
COXPaHHOCTb MOCTYNUBILIUX K HUM JOKYMEHTOB U aKKypaTHOe obOpallleHHe C HUMU.

10. [Topaaok nepesayu JOKYMEHTOB Ha XpaHeHHe B apxuB MB/10Y

10.1. B apxuB MB/I0Y nepenatoTcs fesia IOCTOSSHHOTO, BpeMeHHOro (cBblie 10
JIeT) XpaHeHHs U 110 JINYHOMY cocTaBy. MUx nepesiaya npou3BOAUTCA IO OMKUCAM JieJl.



3aKOHYEeHHbIE [IeJIONPOU3BOJICTBOM JieJla IOCTOSIHHOTO, BpEMEHHOTO (CBbILIE
10 sieT) XpaHeHUs U NO JUYHOMY COCTaBY IIOCJIe OKOHYAHUs KaJleHJapHOro roja, B
KOTOPOM OHU OblL/IY 3aBe/I€HbI, TOJJIeKAT 0POPMJIEHUIO B COOTBETCTBUH C HACTOS LN
VHCTPYKLMEN U nepenarTca B apxuB MB/IOY 4depe3 aBa roza nocjie OKOHYaHUSA UX
fenonpousBoAcTBoM. [lpueM ocyuecTtBasieTcss mno rpaduky, COTJIacOBaHHOMY C
PYKOBOJAUTENSIMU CTPYKTYPHBIX MOApas/je/leHUd U yTBEPXKJEHHOMY 3aBeAyHLIUM
MBI 0Y.

10.2. B nepuoj noATOTOBKU CTPYKTYPHBIMHU NOJApPaA3eJIeHUAMU JieJl K lepejaye
B apXWB OTBETCTBEHHBbIM 3a apXWB NpeJBapUTEJIbHO MPOBepseT NPAaBUJIbHOCTb UX
dbopmupoBaHus, OPOpPMJIEHUS U COOTBETCTBUE KOJUYECTBA /[l€J, BKJIYEHHbIX B
ONUCh, KOJIMYECTBY /JieJ, 3aBeJIeHHbIX B COOTBETCTBHM C HOMeEHKJaTypou. Bce
BbISIBJIEHHbIE TIPU NpPOBEpPKe HEAOCTAaTKW OTBETCTBEHHBbIE 3a /[eJIONPOU3BO/CTBO
no/ipa3/ie/ieHus1 06si3aHbl yCTPAHHUTb.

10.3. IlpueM KaxJoro Jesia NPOU3BOAUTCA OTBETCTBEHHbIM 3a apXUB B
NPUCYTCTBUU OTBETCTBEHHOIO 3a [|eJIONPOU3BO/CTBO CTPYKTYPHOTO NOApa3/eseHuUs].
Ha 3k3eMmifipax ONMcuM NPOTHUB KaXXAOT0 /JieJla, BKJIKWYEHHOTO B Hee, JeJaeTcs
OTMeTKa O HaJM4uU Jesa. B KOHIle KaKJOro 3K3eMILIspa ONWCU YKa3blBAKOTCS
qudpaMu M NPOMUCHI0 KOJIUYECTBO (PAKTHYECKU MPUHSATBHIX B apXWB JieJ, HoMepa
OTCYTCTBYIOILUX JeJl, AaTa IpueMa-liepefadyd JeJsi, MOANMCH OTBETCTBEHHOrO 3a
apXvB ¥ pabOTHHKA, lepeiaBUIEero Jea.

10.4. Jlemra B apxXuB  [JOCTaBJSIOTCA pabOTHHKAMHU  CTPYKTYPHBIX
nozApasaeaeHun.

10.5. [lesia BpeMeHHOTO CcpoKa XxpaHeHUs (A0 10 JieT BKJIHOYUTENbHO) XPaHATCSA
B CTPYKTYPHBIX NOJpa3JeJIeHUAIX U 10 UCTEYEeHUHU CPOKOB XpaHeHUs BKJIOYAIOTCA B
aKTbl O BbIJIEJIEHUU K YHUUYTOXKEHUIO JJOKYMEHTOB, He MOoJJIexalux xpaHeHun. OHU
MOTYT IlepeZjlaBaTbC B apXWB TOJIBKO B UCKJIKYUTEJBHBIX CAy4YasdxX [0 peLIeHUI0
3aBepaytouiero MB/10Y. [lepegaya ux ocyiecTBIASAETCS M0 OMUCAM.

10.6. B cayyae MUKBUAALMY CTPYKTYPHOTO MOApa3AeaeHusl OTBETCTBEHHBIHN 3a
JleJIONPOU3BOJACTBO B Te4YeHHWe JByX MecdleB C MOMEHTa JIMKBHUJALUU
nojipaszeseHuss GopMUpyeT BCe HMeWlLUecs [OKYMEHTbl WU IMepeAaeT B apXUB
MB/IOY He3aBUCHMO OT CPOKOB XpaHeHUs; Npu peopraHusanuu MB/I0Y nokyMeHTHI
nepefalwTCd MO aKTy INpUHeMa-lepefadyd MPaBONPEeMHUKY WJIU NPU OTCYTCTBUU
NpaBOINpeEeMHUKA — B TOCylapCTBEHHbIN apXUB.

11. IKcnepTH3a LEHHOCTHU JOKYMEHTOB

11.1. 3kcnmepTu3a LEHHOCTU [JOKYMEHTOB - M3y4YeHUe [JOKYMEHTOB Ha
OCHOBAaHMWM KpUTEpHEB WX LEHHOCTU B ILeJAX OlpeJeseHUs CPOKOB XpaHeHUs
JIOKYMEHTOB M 0TOOpa UX Ha rOCyapCTBEHHOE XpaHEHHUe.

11.2. 3JkcmepTh3a LeHHOCTH JoKyMmMeHToB B MBJOY Ha cTaguu
JleJIONIPOU3BO/ICTBA IPOBOAUTCA: IPU COCTABJIEHUU HOMEHKJIATYPhl ZeJI; B Ipouecce
dbopMHUpOBaHUA JieJl U NPOBEPKHU MPAaBUJIBbHOCTU OTHECEHHUS JOKYMEHTOB K JiesaM;



IIpU NMOATOTOBKeE JieJl K NI0CJeyIolieMy XpaHeHHI0; B apxuBe B IIpolecce NoATr0OTOBKU
Ha rocylapCTBEHHOE XpaHeHue.

11.3. /lna opraHusanyy YU NpoBefeHUs 3KCIepTU3bl LLEHHOCTU JOKYMEHTOB B
MB/IOY co3paeTcs NOCTOSIHHO JlefCTBYO1As 3KCIepTHast Komuccus (fanee - IK).

11.4. OxkcmnepTu3a LEHHOCTU [JOKYMEHTOB IIOCTOSHHOTO W BPEMEHHOIO
XpaHEeHUs OCYUIeCTBJIETCA €XeroJHO B CTPYKTYpHbIX mozpasgeneHusax MB/I0Y
HEINOoCPeACTBEHHO JIMIIAMHU, OTBETCTBEHHBIMH 32 1eJI0NPOU3BOACTBO, COBMeCTHO ¢ JK.

11.6. OT60p [JOKYMEHTOB [AJis TMOCTOSSHHOTO XpaHeHUsI TMPOBOAMUTCS B
COOTBETCTBUM C HOMeHkKJsaTypoud pgen MB/IOY, TUNOBbIMM W BeJOMCTBEHHBIMU
NepevyHsIMU JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHeHUs MyTeM MNOCTPAHUYHOTO
IPOCMOTpA JeJl.

B nesiax NOCTOSIHHOTO XpaHEHUs MOJJIeXAT U3bATUIO AyOJIeTHbIe 3K3EMIISPbI
JIOKyMEHTOB, YepHOBUKHU, HeOPpOpMJIeHHbIe KONTUU JOKYMEHTOB U He OTHOCSIIMeECs K
HUM JJOKYMEHTBI.

Jena c otMmeTko# «3IK»/«3K» noaBeprarTcs Takke MOJIMCTHOMY IPOCMOTPY C
IeJIbI0 ONpeJieJiIeHWs] M BblIJeJIeHUsI HU3 KX COCTaBa [JIOKYMEHTOB, MOJJIeXalluX
NoCTOSIHHOMY xpaHeHuU1o. Jlesna ¢ otMeTkol «II1K»/«3K», comepxkaujpe AOKYMEHTbI
MOCTOSIHHOT'O XpaHeHHUs, nojJjiexaT nepepopMUpoOBaHHUI0. Bbl/lesleHHbIE U3 UX COCTaBa
JIOKYMEHTBbI NOCTOSHHOTO XpaHEeHUs MPUCOEAUHSAITCA K OAHOPOJAHBIM JeslaM U
0OpMIJIIIOTCA B caMOCTOsITeJibHble Jiesia. CpoKHM XpaHeHHUs /[ies], COoJepKaljux
OCTaBLIUeECA LJOKYMEHTbl BpEMEHHOI0 XpaHeHUs, ONpeeAloTCA 10 BeJOMCTBEHHOMY
(1 TUNOBOMYy) mepeyHI0 JOKYMEHTOB C YyKa3aHMEM CPOKOB HX XpaHeHUsl U
HOMeHKJaType feJ. [loamuyBka BHOBb CGOPMUPOBAHHBIX JieJ1 IPOU3BOAUTCS TOJIbKO
II0CJIe 3aBePLIEHU IKCIEePTU3bI EeHHOCTH JOKYMEHTOB.

O1HOBpEeMEHHO C 0TO0POM JJOKYMEHTOB MOCTOSIHHOI'O ¥ BpeMeHHOoro (cBbiiie 10
JIeT) XpaHeHUs AJs Nepeayd B apxXuB B CTPYKTYPHBIX NMOAPa3/ie/IeHUSIX POBOAUTCS
oTOOp Jea W [JOKyMeHTOB BpeMeHHoro (go 10 JieT) XpaHeHHUs, NOJJIeXKalUX
Ja/IbHEeMIlIeMy XpaHEHUWI B CTPYKTYPHbIX MOJpas/eseHUsX, BblJeJIeHHe K
YHUYTOXKEHUIO JleJ1 3a IpeAblAyLiie roJbl C UCTEKIIUMU CPOKaMHU XpaHeHUs. [Ipu aToM
YUYUTBIBAIOTCSI OTMETKU B HOMEHKJaType Jen «/lo MuHoBaHusl Hago6HocTu» ([AMH),
«[Ipu ycioBru 3aBeplieHrs: IPOBEPKU (PEBU3UM)» U T. II.

[lapansiesibHO  HpoBepseTcsd  KadyeCTBO WM MOJIHOTA  JAEeMCTBYHOLIEU
HoMeHK1aTypbl Ages MB/IOY, npaBuUJIBHOCTb omnpejie/ieHUs] CPOKOB XpaHEHHUA [eJl,
3aBeJIeHHbIX B COOTBETCTBHUM C HOMEHKJIATYpOU Jiesl, COOJII0/IeHHue YCTaHOBJIEHHOTO
nopsifika opopmJieHUs JOKYMEeHTOB U pOPMUPOBAHUS Jiel.

11.7. ApxvB NpOBOJAUT 3KCHEPTU3Y LEHHOCTU JJOKYMEHTOB MPU OTOOpE UX Ha
rocyZJapCTBEHHOE XpaHEHUE N0/J] HEMOCPeJCTBEHHbIM METOUYECKUM PYKOBOACTBOM
MYHHUIUIIAJIbHOTO apxyBa cyobekTa Poccuiickon ®enepanuu.

11.8. B ciyyae o6Hapy:eHUs B Npolecce NpoBeJleHUsA 3KCIepPTU3bl IeHHOCTH
JIOKYMEHTOB B apxuBe HeJOCTa4Yud [JOKYMEHTOB IIOCTOSAHHOIO XpaHeHUd



COOTBETCTBYWIMMH CTPYKTYPHbIMU mnoapasgeneHusmMu MBJIOY no/mKHBI ObITh
NPUHSATHI MEPDI 10 PO3bICKY 3TUX JOKYMEHTOB.

CtpykTtypHble nojpa3jenenuss MB/JOY o653aHbl cCUCTEMAaTHYECKH ONMHUCHIBATH
JIOKyMEHTBI MO JIMYHOMY COCTaBy U JIOKyMEHTbl BpeMeHHOro XxpaHeHus (cBbiuie 10
JieT), obecriedMBaTh UX COXPAHHOCTD U y4eT.

11.9. Ha Bce 3aBeplleHHble [IeJIONPOU3BOACTBOM Jiesla IOCTOSHHOTO,
BpeMeHHOro (cBbimie 10 JieT) XpaHeHUsT UM MO JIMYHOMY COCTaBy, Npollejline
9KCIEPTHU3y 1eHHOCTU U OodopMJieHHble B COOTBETCTBUM C HACTOSLUMU
TpeOOBaHUSIMH, €XETroJJHO COCTaBJSAWTCI onucu Jen. OTAesbHass OMNUCh [ieJ
npejcTaBJseT cCOO0M MepedyeHb Jiesl C CaMOCTOSITEJIbHOM BaJIOBOU (MOPSAAKOBOM)
HyMepaluew.

Onucu CoOCTaBJAKTCA OT/AEJNbHO Ha Jesa IOCTOSHHOTO XpaHEeHHsd, JeJa
BpeMeHHOro (cBbilie 10 JieT) XpaHeHHUs, JieJia M0 JUYHOMY COCTaBY (MpuJiokeHUs: NO
19-21).

Onuvcy e COCTaBJAKTCA B KaXJOM CTPYKTYpPHOM nozpasgeneHun MB/I0OY
€XXero/lHO B JIBYX 3K3eMILJIsIpax.

[To 3TUM onucaM nojpaszesieHus CAAKT JOKYMeHThI B apxuB MB/IOY.

[Ipy HaMW4YuMU B CTPYKTYPHbIX MOJpa3/eJieHHsIX HEONUCAHHbIX [eJ 3a
HECKOJIBKO JIeT I10 COIJIACOBAaHUIO C OTBETCTBEHHBIM 3a apxuB MB/IOY Ha HUX MOXKeT
COCTaBJISATbCS OJJHA ONMUCh (BHYTPHU Ke Jiesia pacroJiaraloTcs o rojiaM UxX 3aBe/leHus ).

Onuvcu ges CTPYKTYPHBIX MOJpas/ieIeHU COCTaBJISAIOTCA MO YCTaHOBJIEHHOMU
dopme (nmpusioxkeHue Ne 22) u npeacrtaBasawTcsa B apxuB MB/IOY 4yepe3 aBa rojga
I0ocJie 3aBeplleHUs Jes B AeJ0Npou3BoACcTBe. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOEe U
KauyeCTBEHHOEe COCTaBJIEHHWE OIHWCeU Jes CTPYKTYPHBIX IMOJApas3ZieJlIeHUd HecyT
PYKOBOJAUTEJIA 3TUX NNOApa3AeJIeHUMN.

11.10. Ilepes BHeceHHMEM 3aroJIOBKOB JieJl B OINMCH NMPOBEPAIOTCA KadyeCTBO
dbopmupoBaHus U odopMJieHUs [eJ, COOTBETCTBUE KOJIMYECTBA JeJ, BHOCUMBIX B
OIMCh, KOJIMYECTBY 3aBeJIeHHBIX JieJl 10 HoMeHKJIaType MB/I0Y.

[Ipy nmpocMoTpe pfAen NPOBEPSAITCA: COOTBETCTBHE 3aroJioBKa JeJia
COIEP’)KaHUI0 JIOKYMEHTOB B JeJie; MPaBUJbHOCTb OPOPMJIEHUSI U TPYNNUPOBKHU
JIOKYMEHTOB, BKJKYEHHBbIX B J[eJ10; Ka4yeCTBO NOJAIIMBKM WJM IepelJieTa J[eJa;
NPaBUJIbHOCTb HyMepallMu JIMCTOB Jiesla; HajJh4iue B Jiejie B He0OXOJUMbIX CJy4asax
BHYTPEHHEW ONHWCH; MNPAaBUJIbHOCTb O(QOpMJEHHUSI OOJIOKKU Jesla; Hajludue |
NPaBUJIbHOCTb 3aBEPUTEJbHON HaANHUCHU Jesa. B ciyyae obHapykeHUs HapylleHUs
YCTAHOBJIEHHbIX MpaBuJ (GOPMUPOBAHUS U OPOpPMJIEHUS [/l OHU JIODKHBI ObITh
yCTpPaHEHBHI.

B ciyyae ob6HapyKeHUs OTCYTCTBUSA JeJl, YUCASUUXCSI NI0 HOMEHKJAType e
MB/JIOY, cTpyKTypHBIM MoOJpa3/ejieHueM NPUHHUMAKTCA Mepbl [0 KX PO3BICKY.
O6Hapy:KeHHble JeJjia BKJIKYAKTCA B ONWCb. EciM NpuUHATBIE Mepbl He Jajd
pe3yJIbTaToOB, TO Ha HeOOHapy»XeHHble JieJla COCTaBJsSeTCs CIpaBKa O NPUYMHAX
OTCYTCTBUA [JieJl, KOTopasd IOAIUCBIBAETCA pPYKOBOAUTEJEM CTPYKTYPHOTO



no/ipa3/ie/IeHUs U epeflaeTcs BMeCTe C ONUCHIO JieJl CTPYKTYPHOT0 o pas/eeHus B
BE/IOMCTBEHHbIN apXUB.

11.11. OnwucartesnbHad CTaTbd OIUCU [JeJ CTPYKTYpPHOro IoJpa3szeseHusd
BKJ/IIOYAaeT B cebs cieaylolue 3jeMeHThbl (rpadbl): MopsAKOBbIM HOMep JeJsia MO
ONMCH; UHJIEKC JieJia; 3aroJioBOK Jiesa (ToMa, 4acTH), MOJHOCTbI0 COOTBETCTBYOUIUMN
ero 3aroJioBKy Ha OOJIOXKKe Jiesia; AaTa JAeJsia (TOMa, 4yaCTH); CPOK XpaHeHHUs JeJia
(ToMa, yacTH); KOJIMYECTBO JIUCTOB B JieJie (TOMe, YacCTH ); IpUMeYaHuUe.

[Ipu cocTaB/ieHUU ONUCHU JieJ1 COOJI0AATCS CAeAyIole TpeOOBaHHUA:

- 3aroJIOBKM JieJl B OINHWUCU [JIOJDKHBI  COOTBETCTBOBAaTb 3aroJiOBKaM JieJl B
HOMEHKJIaType JieJl U TOMY, YTO BbIHECEHO Ha 00J105KKY, B COOTBETCTBUHU C NPUHATOU
CXeMOM cucTeMaTH3aluu;

- KaXKJj0e JleJI0O BHOCUTCS B ONHKCh IMOJ, CaMOCTOSTeJbHBIM MOPSJKOBBIM HOMEPOM.
Ecnu gesio coctouT U3 JIByX U GoJsiee yacTed MJM TOMOB, TO KaXK/Jlasg 4aCTb UJIU TOM
BHOCHUTCS B ONMCh NI0J] CAMOCTOSTEJIbHBIM HOMEPOM.

11.12. Tpadbl omucu 3amoJHAKTCA B TOYHOM COOTBETCTBUU C TeMH
CBeJIeHUSIMU, KOTOpPbIe BbIHECEHBI Ha 00JI03KKY JeJa.

11.13. [Ipy BHeceHMU B ONMUCH MNOAPAJ LeJ C OJAUHAKOBBIMU 3aroJ0BKaMHU
MULIETCS MOJHOCTHIO 3ar0JIOBOK MEPBOTO Jiesia, a BCe OCTaJIbHble OJHOPOAHbIE Jiesia
0603HavawTCcAa cjaoBaMu «To ke», IpU 3TOM Jpyrue CBeJeHUs O Jesiax BHOCATCA B
ONKCh MOJIHOCTHIO (Ha KaXKJ0M HOBOM JIMUCTE OIMMUCH 3aroJIOBOK BOCHPOU3BOAUTCS
MOJIHOCTBhIO).

11.14. 'pada onucu «IIpuMeyaHue» UCNONIb3yeTCs JJisI OTMETOK O NIpUEMe Jiel,
006 0COOEHHOCTSAX UX PU3UYECKOT'0 COCTOSIHUS, O Nepejiaye AeJ APYTUM CTPYKTYPHbIM
no/ipas/ieJIeHUsIM CO CChbIJIKOM Ha HE0OXO0IMMbIM aKT, 0 HAJIMYUHU KOMUU U T. J.

11.15. B KoHLIe onHcH BcJe[ 3a MOCJeJHEeH onmucaTeJIbHOM CTaTbheH JiesaeTcs
HWTOroBas 3alMCh, B KOTOPOU yKa3biBaeTcs (LMPpaMH M NPOMKUCHIO) KOJUYECTBO e,
YUCAALIMXCSA [0 ONUCH, MEPBbIM M NOCAeAHUMA HOMepa Jes MO OMNUCH, a TaKXKe
OTOBAapUBAKOTCH OCOOEHHOCTU HyMepalUU Jes B ONUCU (JUTepHble HOMepa Jes U
NponyleHHble HoOMepa).

11.16. Onucb pgen  CTPYKTYpHOro  mojpasziesieHhsl  MOJIHUCbIBAETCA
PYKOBOZAMTEEM CTPYKTYPHOIO NOApa3/eleHusl.

Onucu CTPYKTYpPHBIX MOApasfeseHUul CJayKaT OCHOBOU [JJif COCTaBJIEHUS
roJloBoro paszeJa onvcu geja MBJIOY, npeaucaoBusi, TUTYJIbHOTO JIMCTA, MOJATOTOBKA
KOTOpPOro Bo3Jiaraetcsd Ha apxuB MB/10Y.

11.17. Ilo pe3ysbTaTaM 3KCIEPTU3bl LLEHHOCTH JOKYMEHTOB COCTABJSIOTCA
ONHKCHU JieJ1 NMOCTOSSHHOro, BpeMeHHOro (cBbiiie 10 JsieT) XpaHeHUsS U N0 JIUYHOMY
COCTAaBy, a TAKXKe aKThl O BbI/IEJIEHWH JleJ1 K yHUUTOXXKEHUIO.

11.18. AKT 0 BbIJjeJIeHUU K YHUYTOXKEHHUIO JOKYMEHTOB COCTaBJIAETCH, KakK
npaBuJio, Ha fiesia Bceri MB/IOY. Ecaiv B akTe yka3aHbI [iesia HECKOJIbKUX CTPYKTYPHbIX
no/ipa3/ieJIeHlH, TO Ha3BaHUe KaXJ0ro CTPYKTYPHOro NoJpas/eeHrs YKa3blBaeTCs
nepeJ rpynmnoy 3arojIOBKOB JieJl 3TOr0 NojpaszesieHus. 3aroJ0BK1M OJJHOPOAHBIX JieJl,



OTOOpaHHbIX [Ji YHUYTOXKEHHS, BHOCATCA B aKT MOJ OOLIMM 3arojJlOBKOM C
yKa3aHHeM KOJINYeCTBa JieJl, OTHECEHHBIX K JJaHHOU rpymre. /lesla BK/JIOYATCA B aKT
0 BblJleJIEHUH UX K YHUYTOXKEHHUIO, eC/IU MPeJyCMOTPEHHBIU /11 HUX CPOK XpaHeHUs
uctek K 1 gHBaps roja, B KOTOPOM COCTaBJIEH aKT, NPYU HAJIUYWU YTBEPKIAEHHOU
(corsacoBaHHO) OMUCH 3a 3TOT Nepuoz, (npuioxkeHue Ne 23).

CorsnacoBanHble K MB/IOY akThl yTBepxzgarTca 3aBeayromum MB/IOY npu
HAJIMYUW YTBEPXJEHHbIX ONUCEN Jesl MOCTOSAHHOTO XpPaHEHUS U COrJIaCOBAaHHBIX
OMUCEN JieJl 10 IMYHOMY COCTaBY 3a TOT Ke nepuo/, nocse yero MB/I0OY numeeT npago
YHUUYTOXATh [l€J1a, BKJIYEHHbIE B IaHHbIE aKThI.

[lorpys3ka ¥ BBIBO3 Ha YTWJIMU3ALUK OCYyLeCTBJAKTCA I0J KOHTPOJIEM
OTBETCTBEHHOTO 33 apXUB UJIK OTBETCTBEHHOI'0 3a eJIONPOU3BOACTBO.

12.Ilepesaya JOKYMEHTOB Ha XpaHEeHUEe B MYHUIUINIA/IbHbIN apXUB
12.1. B cBoeun pedarenbHocTd apxuB MBJ/IOY pykoBojcTByeTCA HOPMAaTHUBHBIMHU U
MeTOAWYEeCKUMHU JoKyMeHTaMu PefepasbHOr0 apxuBHOrO areHTtcrBa Poccuy,
N0JI0KEHUEM 00 apXUBe.
JlokyMeHTbl, o6pa3oBaBlIvecsd B JesATeqabHocTH MB/I0Y, uMeroupe ucTopudeckoe,
KyJIbTypHOE, Hay4YHO€e, 3KOHOMHUYECKOe, MOJUTUYEeCKOe U IMpaKTHUYeCcKoe 3HadyeHHe,
BXOAAT B cocTaB ApxuBHoro ¢onzaa Poccuiickoit @esepanuu v nojjexar nepejaye
Ha XpaHeHHe B MyHULUITAJIbHBIN apXUB Ta30BCKOro paroHa.
Jlena BpeMeHHBIX (cBblile 10 JieT) CPOKOB XpaHEHUS Y 110 IMYHOMY COCTaBy nepejaye
B MYyHUIMNAJbHBIA apxXWB He IMOJAJeXaT, WCKJIKYeHHue COCTAaBJAKT CJay4au
JIMKBUJAUUU opraHusanuu. Takue aena xpaHatcsad B apxuBe MB/IOY u no ucreyeHuu
CPOKOB XpaHEHUS MO/JIeXXaT YHUUYTOXKEHHUIO B yCTAHOBJIEHHOM NOPSA/Ke.
12.2. Illepenada Aesl B MyHUUMINAJbHBIM apXUB OCYUIeCTBJISIETCH IO aKTy IpHeMa-
nepesayud apxXMBHbIX [JOKYMEHTOB Ha XpaHeHUWe M B 3apaHee COIJIACOBaHHbIE C
MYHHULUIIAJIbHBIM apXUBOM CPOKH.

13. Ucnosib30BaHM e AOKYMeHTOB apxuBa MB/I0Y

13.1. /lokyMeHTBI U [eJia, HaXOsdIlMecsd Ha XpaHEHUU B apXUBE, NpPeACTaBJSITCS
paboTHHUKAM NoApas3zesieHUul AJs1 paboThl B IOMEILEHUU apXUBa UM BO BpEMEHHOE
(He boJsiee Mecsilla) MOJIb30BAaHUE BHE apXUBa M0/] PAaCIUCKY B )KypHaJie yuyeTa Bbllauu
JIOKyMEHTOB (Ze).
Paboruuku MB/IOY HecyT OTBETCTBEHHOCTb 3a COXPAaHHOCTb U MPaBUJIbHOE
VCII0JIb30BaHMeE M0JIYYeHHbIX apXUBHBIX IOKYMEHTOB.
13.2. H3bATHe [OKYMEHTOB M3 apXWBHbIX /[leJ, T[epejadya pabOTHUKaAM
noJipa3/ie/;lIeHU apXMBHBIX [JOKYMEHTOB WJM UX KONUKA pabOTHHUKAM [pyrux
opraHusanui 6e3 paspelieHus1 pyKOBOACTBA He [0y CKAETCHl.
[Ipy paboTe c apXUBHBIMU AOKYMEHTAMH He pa3pellaeTcsi BHOCUTb B HUX MPABKY,
JleJ1aTb IOMEeTKH, paboTaTh C HUMHU BHE CJIY>KeOHbIX IOMeleHU .



[Ipunoxenue Ne 1

®opma aKTa npueMa-nepegadu JeJl

IIpU CMeHe OTBETCTBEHHOTO 3a JIeJIONPOU3BO/CTBO,
PYKOBOAMTeEJIA NOAPA3/eeHus

(HauMeHOBaHHe 06pa3oBaTeJIbHOM OpraHU3aIiu)
YTBEPX/IAIO

(A0/KHOCTh PYKOBOIUTEIA)

(moamnuce) (K.0. Pamunus)

(naTa)

AKT

(naTa)

(MecToO cocTaBJieHU )

npyveMa-nepesayd JeJ IpPU CMeHe OTBETCTBEHHOro 3a /eJIONPOU3BO/ICTBO,
PYKOBOJUTeEJIS TOApPa3/eeHus

B cooTBeTCTBUM € NpPUKA30OM OT Ne
nepezadi, a

(®. H. 0., LOKHOCTh TEpeAAIoLLEero) (®.U.0., [ODKHOCTD

NPUHHAMAIOIILETO0)

INPpHUHAJ B IPUCYTCTBHUHU KOMHUCCHUH, O6paBOBaHHOI>’I Ha OCHOBAHHWH JAHHOT'O IIPpHUKa34d, B

cocTaBe npejcefaTtess
U YJIEHOB
(®.1.0.)
JIOKYMEeHTbl NOoJpa3jie/leHUss B COOTBETCTBMM C HOMEHKJATypou Jesa 3a
ro/ibl.
Ne HazBanue u N2 KosndyecTBO KosindyecTBO
[IlpumedyaHue
n/m pHucHU YK3EeMILJISIPOB ONMCHA [PUHATHIX AeJl

1 2 3 4 5




WTOoro npuHATO

JleJL.

(uudpaMu ¥ IPONUCHIO)

CocToAAHME JOKYMEHTOB

(mesia HA CKOpOCUIMBATEISAX, NOAUINTDI, IepeneTeHbl, IPOHYyMEPOBaHbI )

[lepenan [Topnuce
[IpuHAn [lognuce
[Ipencenatenb KOMUCCUU [Tognucek

YsieHbl KOMHUCCHUH: [loanucu

N.0. ®amuiuga
N.0. ®amunuga
N.0. ®amuiuga
N.0. ®amuiuga



[Ipunoxenue Ne 2

[Ipumep aKTa nprueMa-nepesadu AeJ Ipyu CMeHe

OTBETCTBEHHOTI'O 3a AE€JIONIPONU3BOACTBO,

PYKOBOJUTEJIS MOIpa3/ieIeHUSs

MyHUIMNIaTIbHOE GHO/PKETHOE JOIIKOJbHOE 00pa30oBaTe/JbHOE yUpexAeHue AeTCKUU

cap «Pagyra»

AKT
25.06.2022
n.Ta3oBcKUui

IpueMma-nepegadu aeJj ripu CMeHe

YTBEPXKIAKO
3aBeyOIAi

UBaHOB

05.06.2022

Ne 8

OTBETCTBEHHOTI'O 34 AEJIOIIPONU3BOACTBO

HU.A. UBaHOB

B cooTtBeTcTBUU C npukazom oT 12.06.2022 Ne 46 MutpodaHoBa U.A. nepegana, a
PomanoBa O.K. npuHsJa B NPUCYTCTBUM KOMMCCUH, 0Opa30BaHHOMW Ha OCHOBAHHUHU

JIAaHHOT'0 MpUKa3a, B cocTaBe npejcenaressa UBaHoBou A.U. u yieHoB CemeHoBou JI.A.

y JlecHunkou P.U. noKyMeHTBI moJipas/ieieHUsI B COOTBETCTBUM C HOMEHKJ/IATYPOU

nes3a2014-2017 roasl.

Ne HasBaHue u N2 onucu Kosim4yecTBO KosinyecTBO [e4aHUEe
n/m 3K3eMIUIAPOB NPUHATBIX
ONUCH b1 (V)

1 2 3 4 5
1 Onuch Ne 1 gea |1 42

IIOCTOSAHHOTO XpaHeHUd 3a

2014-2017 roapbl
2 Onuce gen Ne 2 mo |l 23

JIMYHOMY cocTaBy 3a 2014-
2017 roaml

UToro npuHATO 65 (LlIeCThAecAT NATh) AeJl.

CocTosiHME JOKYMEHTOB U OMUCEN Y/IOBJIETBOPUTEJBHOE.
U.A. MutpodaHoBa
0.K. PomaHoBa

[lepenan MuTpodaHoBa
[Ipunsana PoMaHoOBa




[Ipencenatesb KOMUCCHUU HMBaHOBa AWM. UBaHOBa
YjieHbl KOMUCCUU: CeMeHOBa JI.LA. CemeHOBa
JlecHuuKkas P.W. Jlecuuukas



[Ipunoxenue Ne 3

O6pasern opopMJieHHS TOJIOKEHUS

(HauMeHOBaHMe 06pa3oBaTeJIbHOW OpraHU3alH)

IMNOJMNOXKEHMUE

YTBEPK/IAIO

(AO/KHOCTb PYKOBOJUTEIS )

(moanuce) (®.U.0.)

(naTa)

HaumeHogsaHue omadeaa/cayxrcovt npu Haauvuu 8 00

1. O61IM e MoJI0KeHus

1.1..

1.2...

2. OCcCHOBHbIE 3aJa4H
2.1...

2.2..

3. PyHKIMHU

3.1..

3.2..

4. IIpaBa

4.1..

4.2..

5. 06s13aHHOCTH
5.1...

5.2..

6. OTBEeTCTBEHHOCTb
6.1...

6.2..



[Ipunoxenue Ne 4
[IpuMep odopMIeHUS TOT0KEHHUS

MynununasipHOe O60/pKeTHOe [IOIIKOJbHOEe 00pa3oBaTe/NbHOE Yy4Ypex/eHHe
JleTCKuK can «Pagyra»

YTBEPX/AIO

3aBegyromun  MBJIOY  pgerckumn caf
«Pagyra»

HMBaHOB H.U. UBaHOB
05.06.2022

NOJTOXEHMUE
0 nopsidke 8edeHus1 TUYHbIX des/1 pa60MHUKO8

1. O61Me NoJI0KeHU
1.1.
1.2.
2. dopMHypOBaHHE JIMYHBIX A€/ pPAOOTHUKOB
2.1.
2.2.
3. BegeHue IMYHBIX A€/l pAOGOTHUKOB
3.1.
3.2.
4.XpaHeHUeE U y4YeT JIMYHBIX AeJl paOOTHUKOB
4.1.
4.2.
5. 0dpopmiieHH e IMYHBIX A€/ pPAOOTHUKOB Nepej cAavyeld B apXuB
5.1.
5.2.
6. OTBETCTBEHHOCTb padoToAaTesil U pA6OTHUKA
6.1.
6.2.
7. [IpaBa pa6oToAaTesii U pAGOTHHUKA
7.1.
7.2.



[Ipunoxxenue N2 5
Bsiank nucbMa

(motHOe HauMeHOBaHKe 06pPa30BaTEbHOTO YUpPeXKAeHUs )

(cokpaleHHOe HaUMeHOBaHUE)

(,ELOJ'DKHOCTHOG JINI O (ECJ'II/I NMNUCbMO OT Hero, a He OT

OpraHu3aluu))
(aapec)
e-mail, ceTeBoOH
Ten./dakc azapec
OKIIO Or'PH WHH/KIIII
Ne
(mata) (HoMep) ®. U. 0. (komy)
(ampec)
YBaxkaeMblii(as) !

(A,0/KHOCTb PYKOBOAUTEJIA) (moamnuce) (®.U.0)



[Ipunoxenue Ne 7
bJslaHK npukasa

(HauMeHOBaHHe 06pa3oBaTeJIbHOM OpraHU3aliu)

(

(kpaTkoe HaMeHOBaHUE)

INIPUKA3
Ne
(nara)
(MecTo cocTaBJieHUs NIpUKa3a)

3arosoBoK
[TPUKA3BIBAIO:

1.

2.

3.

(I0JPKHOCTb PYKOBOJUTEJISA) (moanucs)

(U.0. Pamunus)



[Ipunoxenue Ne 10
O6pasern opopMJieHHS TPOTOKOIA
(1 sapuanm)

INTPOTOKOJI
3aceJaHHUA nejAaroru4ecKoro copera

Ne
[Ipencenarenb ®amuauga H.0.
KOMMCCUHU
Cekperapb ®amuausa U.0
neJaroru4eckoro
coBeTa
[IpucyTcTBOBaAIH: 30 yeJl. (cniucok

npuJiaraeTcsi)
[ToBecTka aHS:

1.0 mopsi/iKe MOAroTOBKU K KOHGepeHIMU. JloK/Ia/] 3aMeCTUTEJISI 3aBeIyIOLIETO...
2.0...

CJYIIAJIN:

®amunusa U.0. - TeKCT JoKJIa[a MpUIaraeTcs.

BBICTYIIUJIN:

N.0. ®amuins - KpaTkasi 3allMChb BBICTYIJIEHUS (OT TPEThEro Jiviia eJUHCTBEHHOIO
yucsa). Bornpockl, 0TBeThI (IPUBOAATCS B MOPsiAKe MOCTYIJIEHUS ).

PEILINJIN:

1.1. 01o6pUTs...

1.2...

CopmepxaHue 0cO60T0 MHEHHUS

2. CJIYIOAJIN...
BBICTYIIHJINA...
PEIINJIN...

2.1.

[Ipencenaresnb [Tognuck 1.0. damuiuga



CekpeTapb [Toanuck 1.0. Pamunus
neaaroru4eckoro
coBeTa



[Ipunoxxenue Ne 11
O6pasern opopMJieHHs TPOTOKOIA
(2 sapuanm)

INTPOTOKOJI
3aceJaHHUA NejAaroru4ecKoro copera

Ne

[Ipencenatenb KoMUCCUU ®damunusa K.0.

CekpeTrapb ®amunusa U.0

neaaroru4eckoro cCoBeTa

Bcero usieHOB coBeTa [IpucyTtcTBoBaio

[ToBecTka aHS:

1. O mopsiiKe MOArOTOBKH K KOHdepeHIMH. JlOK/IaJ, 3aMeCTHUTeJIsI 3aBeAYIOIIErO...
2.0...

1. CJIYIIAJIN:
@®amunus U.0. - TekcT JoK1aJa NpuUiaraeTcs.
BBICTYIIUJIN:
®amunusa U.0. - kpaTkas 3anucb BBICTYIJIEHUMS (OT TpeTbero Juia

eIMHCTBEHHOI0 YKcia).
Bormpochl, 0TBeThI (IPUBOASATCS B MOPSAAKE MOCTYIJIEHUS ).

PEIINJIN:

1.1. 01o6pUTs...

2.2.

CopmepxaHue 0cO60T0 MHEHHUS

2. CJIYIIAJIH:
BBICTYIIUJIN:
PEIINJIN:

2.1.

[IpencenaTesbCTBYIOIUA [Tognuck N.0. ®amunuda

CekpeTapb negaroruyeckoro Iloanuce N.0. ®amunus
coBeTa



[Ipogosxenue npui. Ne 11
O6pasern opopMJieHHS IBOUYHOIO JIMCTA

ABOYHBIN JINCT
MEJATOTMYECKOT'O COBETA
(IpoTOKOJI OT «__» 202__rozma Ne 00)

Ne ®. U. 0. JOJI)KHOCTD Iloanucek

=]
N
=

O 0| N O | Ul | WIN| -

—_
o

—_
—_

[Ipeacenartenb [Tognuck N.0. Pamuiusa
1ejaroruyeckoro COBeTa

Cekperapb [Tognuce N.0. Pamunusa




[Ipunoxenue Ne 12

’KypHaJs1 peructpanum BXoJAIUX JOKYMEHTOB

Pe3osonua nuim
ara KOM
NQ'Zl /laTa 1 HOMep y
MOCTYIJIEHUSA HalnpasJIgeTcs
JOKYMEHTa, KpaTtkoe OTMeTKa 006
JAOKyMeHTa/ KoppecnoHnaeHT AOKYMEHT
n . NpPUCBOEHHbIE cojeprkaHue MCIIOJIHEHUH
BXOAANIAN (moamuce,
aBTOPOM
HOMep YAOCTOBEpSIOIasi
noJjiyyeHue)
1 2 3 4 5 6 7
XKypHas perucTpanum UCXOAALMX JOKYMEHTOB
JdaTta "
HOMep
PerucrpanuoHH OKYMEHT OTMeTKa
Ne | llaTa . pan KpaTtkoe AOKY
bIH Aapeca a, HcnosiHUuTE I | 00
n/ | JOKYMeHT coepKaHU
. a HOMep T o Ha b MCIIOJIHEHH
AOKyMEHTa KOTOPBIH )/
Jaercsa
OTBeT
1 2 3 4 5 6 7 8




[Ipunoxenue Ne 13
KypHana yyera neyateil ¥ LITAMIOB

Pe3yn
bTaThI
HaumeH
HaumeH exero
OBaHHe . OTTHCK
OBaHHeE JHOM
noAapasj, neyare
neyaTu npose | OTmMeTK |
OTTH | eJIeHHuH, 7|
(rramn Ioanuck, | pku a 00
CK JOJIZKHOC (wramn
a), YAOCTOBE | HAJIMY | YHUYTO
neya | Th oB) aua | [Iipume
MHUIIMA pAwIas | U ’KEeHHUH,
TH noJiy4yart YHUYTO | YaHUEe
TOp NoJiyyeH | medaT | HoMmep
(mrTa | ens /| . »KeHuH,
3aKas3sa, e, JaTa el Hu|aKTa Hu
mna) | pamuau AaTa
JaTa miTaM | AaTta
q BO3Bpa
NOCTYII OB,
noJjyyvar Ta
eHHUA JaTa
ey
npose
pKH
2 3 4 5 6 7 8 9




[Ipunoxenue Ne 14
®opMa HOMEHKJ/IATYpPHI el

HaumeHOBaHUe opraHusanuu

HOMEHKJIATYPA YTBEPX/JAIO

AEJI
(AOMKHOCTD PYKOBOAUTEISA
OpraHU3aLUH)

Ha roj
(moanuce) (pacmndppoBka

MO/ITIUCH)

(nara)

HUHaekc |3aroJ/ioBOK jeJia KoanyectBo |Cpok xpaHeHus |[IpumeuyaHue

aesa Aesl U Necrarbum 1o
nepeyHIo

1 2 3 4 5

Ha3Banue paszgesa

HauMeHoBaHue [Toanuceh N.0. damuiusa

JIOJKHOCTH PYKOBOJUTEJIS
cayx6b1 10Y opranusanuu

Bu3za pykoBoauTe i apxuBa
(/1M1ja, OTBETCTBEHHOro 3a
apXuB)

COI'JTIACOBAHO

[IpoTokoua 119K (3K)
OT Ne

COI'TACOBAHO

[IpoToko. MK apXUBHOTO
y4pexieHus
oT Ne




[Ipomomxenue npunoxenus Ne 14

HToroBas 3anuch o KaTeropudax 1 KOJIn4eCTBe AeJl, 3aBEJJEHHBIX B roagy
B OpraHHU3al U

[To cpokaM xpaHeHUs Bcero |B Tom yuciue:

rnepexonanux c oTMeTKOoM «II1K»
1 2 3 4
[TocTossHHOTO

BpemenHoro (cBbiiie 10 JieT)

BpemeHnHoro (mo 10 et
BKJIIOUUTEJIBHO)

UTOI'O:

HanMmeHoBaHue [loanuck N.0. Pamuius
JIOJDKHOCTU PYKOBOJUTEJISA
cayx6b1 10Y opranusanuu

JlaTta

HToroBelie CBeAEeHHUd IlepeaaHbl B apXHB.

HauvMmeHoBaHue go/mxkHocTU Ilognuch N.0. damuiusa
JINLIA, nepe/iaBllIero
CBeJleHUs

JlaTa




[Ipunoxxenue N2 15
®opma siucTa - 3aBepuUTeA Jesa

JINCT - 3BABEPUTEJIb JEJIA Ne

B aeJe MOAIIXUTO U JILCTOB
IIPOHYMEpPOBaHO

(zudpamu ¥ NponuUchIo)
c Ne mo N@ , B TOM 4YHCJIE:

JIUTEPHbIE HOMepa
JINCTOB

nponylleHHble HOMepa
JINCTOB

+ JIUCTOB BHYTPEHHeﬁ OIMHUCHU

0Oco6GeHHOCTH dusnyeckoro COCTOSIHUA u |Homepa
dopmupoBaHus gena JINCTOB

1 2
HauvMmeHoBaHue go/mxkHocTU Ilognuch N.0. damuiusa
paboTHHKA

JlaTta



[Ipunoxenue Ne 16

®opMa 00JI0XKKH Jlesia
MOCTOSIHHOTO U BDEMEHHOT0
(cBbiiie 10 s1eT) XxpaHeHUs

(HaMMeHOBaHHe rocyJJapCTBEHHOT0 (MyHUIMIIAJIbHOTO) apXUBa)

(HaMMeHOBaHHWe OpraHU3alUu)

(HauMeHOBaHMe CTPYKTYPHOTO NOApa3AeeHus)

JIEJIO Ne TOM Ne __

(3aroJioBOK fiesia)

(kpaliHue aThl)

Ha JIUCTAX

XpaHUTb

®d. Ne
Om. Ne




[Ipunoxenue Ne 17

BHYTPEHHAA OIIUCb

AOKYMEHTOB JeJjia N

PerucrpanuoHHbIN Homepa
Ne p JarTa 3aroJioBoK p
UHAEKC auctoB |Ilpumeyanue
n/m AOKYMEHTA | JOKYMeHTa
AOKYMEeHTa Aesia
1 2 3 4 5 6
HToro JIOKYMEHTOB.

(uudpamMu ¥ NpoONKUChIO)

KosmuecTBO JIMCTOB BHYTpeHHeEU
ONIUCH

HarvMmeHoBaHue AOJIZXKHOCTH HOAHI/ICI:
JIN1Qa, COCTaBHUBLIETO
BHYTPEHHIOIO OIMHUCb
AOKYMEHTOB AeJia

JlaTta

(uudpamu ¥ nponuchio)

H.0. Pamuaug




[Ipunoxenue Ne 18
O6pasern opopMJieHHS KypHaIa
y4eTa BblJIa4H JOKYMEHTOB

[Tos1HOe HaMMeHOBaHKe 06pa30oBaTeIbHONW OpraHU3al U1
XKYPHAJI YYETA BbIJIAYU JOKYMEHTOB

u3 apxusa 00
(omepaTUBHOrO apxXyuBa CTPYKTYPHBIX NOJApa3/eleHui)

HauaT

OKoHYeH




[Ipunoxenue Ne 19

dopma onucH AeJs1 10 TUYHOMY COCTABY

(mosTHOe HaMMeHOBAHWE OPTraHU3AIMH )

®onp

Ne

OIIUCD Ne

JleJ1 10 IMYHOMY COCTaBy

3a roj

Ne |MHpekc |3aroJioBok Kpaitnue gatbl|Cpok KosinyectBo [[Ipumeyanue
n/no |gena Jiena XpaHeH!sl |JIMCTOB

1 2 3 4 5 6 7

B laHHBIN pa3/ies ONMCU BHECEHO zeJ,

(uudpamu ¥ nponuchbo)

, B TOM
¢ Ne no Ne YUCJIE:
JIUTEpHbIE HOMepa:

NpomnylieHHbIe

HOMepa:

(HauMeHOBaHHE JOJDKHOCTHU (moanucs) (pacmrdppoBKa NOAIUCH)
COCTaBUTEJISI ONKCH)

(HauMeHOBaHHE [JOJKHOCTHU (moanucs) (pacmrppoBKa NOANUCH)

PYKOBOAMUTEJA apxuBa (11113,
OTBETCTBEHHOTO 33 apXUB))

COI'JTACOBAHO

[IpoTokoa (3K) 00
OT Ne

YTBEPX/JEHO

[IpoToko. IMK apXUBHOTO
y4pexJeHus

oT Ne




[Ipunoxenue Ne 20
®opma onucu ey BpeEMEHHBIX
(cBbiwie 10 J1eT) CPOKOB XpaHEHUS

(mosiHOE HavMeHOBaHUeE
o6pa3oBaTeJIbHOU OpraHrU3aluu)

®onp

Ne

OITUCD Ne

JleJl  BpeMeHHbIX (cBbimie 10  JeT)
CPOKOB XpaHeHHUs

3a roj
Ne |MHpekc |3aroJioBok Kpaitnue gatbi|Cpok KosinyectBo [[Ipumedanue
n/no |gena Jiena XpaHeH!usl |JIMCTOB

1 2 3 4 5 6 7

B laHHBIM pa3/ies ONMCU BHECEHO

AeJl,

(uudpamu ¥ NponuchIo)

¢ Ne no Ne

, B TOM
0% (oW (<F

JINTEPHBbIE HOMEDPA:

NpoMnylieHHbIe
HOMepa:

(HauMeHOBaHHEe JOJDKHOCTHU (moamnucs)
COCTaBUTEJISI ONKCH)

(HaMMeHOBaHMe [IOJKHOCTH (mopmucs)
PYKOBOAMUTEJA apxuBa (11113,
OTBETCTBEHHOTO 33 apXUB))

COT'JIACOBAHO
[IpoTokoa (3K) 00
OT Ne

(pacmrdpoBKa NOAIUCH)

(pacmrppoBKa NOANUCH)




[Ipunoxenue Ne 21
®opma onucH e NOCTOTHHOTO XpaHEeHHUs

YTBEPK/IAIO

(mosiHOe HaMMeHOBaHME OpraHU3alUH)
®onp Ne

(ZOKHOCTB PYKOBOAMTEISA)

(pacmudpoBKa

OITIUCDb Ne (mopnuce) HOJIKCH)
JleJ1 IOCTOSIHHOTO XpaHEeHUs
3a roj 20 rojia
Ne | UHaekc | 3aroJioBoK Jesia Kpaiinue | Kosmuyectso | [Ipumedyanue
n/o | aesa AAThI JIUCTOB
1 2 3 4 5 6
HasBaHue pasgzesa
B naHHbIN pa3jes ONUCU BHECEHO Zie,

(uudpamu ¥ NponuchIo)

, B TOM
¢ Ne no Ne qyucJie:
JINTEPHBIE HOMepa:

NpoMnylieHHbIe

HOMepa:

(HauMeHOBaHHEe JOJDKHOCTHU (moamnucs) (pacmrdppoBKa NOAIUCH)
COCTaBUTEJISl ONUCH)

(HauMeHOBaHHE JOJDKHOCTHU (moanucs) (pacmrppoBKa NOANIUCH)

PYKOBOAMUTEJA apxuBa (11113,
OTBETCTBEHHOTO 33 apXUB))

COTI'JTACOBAHO

[IpoTokoa (3K) 00

oT Ne

YTBEPX/JIEHO

[IpoTokos MK apXMBHOTO
y4pexJeHus

OT Ne







[Ipunoxenue Ne 22

®opma onucu e NOCTOAHHOTO,
BpeMeHHOro (cBbiiie 10 JieT) xpaHeHUs
Y 110 JINYHOMY COCTaBY CTPYKTYPHOTO
nojpasziesieHus

(mosiHOe HaMMeHOBaHMe 06pa30BaTeIbHOW OpraHU3aliu)

(HauMeHOBaHMe CTPYKTYPHOTO MO/ipa3/iesieHus)

OIIUCD Ne
Ne n/m | UHaekc | 3arosoBok | [lata | Kos-Bo Cpok I[IpumeyaHnue
Aena AeJsia JeJia | JIUCTOB B | XpaHeHUsA
AaeJie Aesa
1 2 3 4 5 6* 7
HasBaHue pasgzesa
B laHHYI0 ONIMCh BHECEHO JeJ,
(uudpamMu ¥ NponuchIo)

, B TOM
¢ Ne no Ne YUCJIE:
JINTEPHBIE HOMepa:

NpoMnylieHHbIe

HOMepa:

(HauMeHOBaHHe JOJDKHOCTHU (moamnuch) (pacmMdppoBKa NOAIUCH)
COCTaBUTEJISI ONKCH)

(HauMeHOBaHHE [OJDKHOCTHU (moanucs) (pacmrppoBKa NOANIUCH)

PYKOBOAMUTEJA apxuBa (11113,
OTBETCTBEHHOTO 33 apXUB))

COTI'JTACOBAHO

* I'pad)a 6 OonycKaeTcda B onncax gen NoCToAHHOINoO XpaHeHus.




[IpoTokoa (3K) 00
oT Ne

[lepenan aeJ

(uudpamMu ¥ nponuchio)
perucTpanMOHHO-KOHTPOJIbHBIX ~ KapTOTeK K

JIOKyMeHTaM™.
(HauMeHOBaHHE [ OJKHOCTHU (moanucs) (pacmrppoBKa NOANIUCH)
paboTHHKaA CTPYKTYPHOTO
no/ipas/ieJieHus)
« » 20 roza
[IpuHsan Jlen v
(uudpamMu ¥ NpONKUChIO) (uudpamMu ¥ NpoONHUChIO)

PETUCTPALMOHHO-KOHTPOJIbHbBIX KAPTOTEK K JOKYMEHTAaM.

(HauMeHOBaHUe JOJKHOCTH (mopnuces) (pacmmdpoBKa NoANKCH)
paboTHHKA apXHUBa)
« » 20 roja

* MNepenatoTcs BMecCTe ¢ Aenamu cnyx6bbl AenonponssoacTsa unu kaHuensipum (Beibop 00).



[Ipunoxenue Ne 23

dopma aKTa o BblJieJICHUH K YHHUYTOKEHHIO JOKYMEHTOB,
He NMoJJIeKalMX XpaHEHU IO

(mosTHOe HaMMeHOBAHWE OPTraHU3AIMH )
AKT YTBEPXJAIO
Ne

(AO0/KHOCTb PYKOBOIUTEISA )

(MecTo cocTaBJieHUs )

0 BblJleJIEHUU K YHUUYTOXEHHUIO (moamnuce) (pacmudpoBka
JIOKyMEHTOB, O/ IUCH)

He MoJJIeXXaluX XpaHEeHHUI0 20 rojia
Ha

OCHOBaHUU

(Ha3BaHHWe M BBIXOJHbIE JaHHble IepeyHsd [JOKYMEHTOB C
yKa3aHMeM CPOKOB UX XpaHeHHUsl)
0TOOpaHbl K YHUUTOXKEHUIO KaK He UMeIoLie HAyYHO-UCTOPUYECKOHN [IeHHOCTH U

yTpaTUBIIME
NpaKTU4YeCKoe 3HayeHHWe [JOKyMeHTbl No
doHa
(Ha3BaHUe PpoHAA)

Ne | 3arosioBok |Tl'oxz | Home | Home | KostmyectB | Cpoku I[Ipumeyan
n/ | geaa bl p p o eA. xXp. XpaHeHUs | Ue
n (rpynnoBoi ONKCH | en,. U HOMepa

3aroJioBOK * Xp. no crareu

JAOKYMEHTO onuc 10 IepeyH

B) U 0
1 2 3 4 5 6 7 8
HTtoro el. Xp. 3a roJbl.

(uMdpaMu ¥ NPONUCHIO)

Onucy fes NOCTOTHHOTO XpaHeHUs rozbl YTBEPXK/EHBI
3a MK

* HpI/I BBIJCJICHUN K YHUUYTOXKCHUIO JOKYMCHTOB IIPH MOATOTOBKE JACJI K IMEPeAav€ B apXrUB OpraHnu3anun rpa(bm 4, 5 He
3aIIOJIHAOTCA.




(mpoToKoJ

oT Ne
(HauMeHOBaHUe apXHWBHOTIO
yupexJeHus)
(HauMeHOBaHUe [JOJLKHOCTH (mopnuce) (pacmumndpoBka nonucHy)
PYKOBOAMTeEJsI apxyBa (JU1a,
OTBETCTBEHHOTO 3a apXUB))
COT'JTACOBAHO
[IpoTOKOJI 3KCIEPTHOU KOMUCCUY OPTaHU3aALMU
oT Ne
JlOKyMeHTBI B efl. Xp.:
KOJINYeCTBe
- Ha OyMaXHOM HOCHTeJse KT

BECOM

(uudpamu ¥ NPONKUChHIO)

CAaHbl HA YHHUYTOXKEHHUE;
— Ha 3JIEKTPOHHOM HOCHUTEJIE CAdHbl Ha
YHUYTOXKEHUE

(cmoco6 yHUYTOXKEeHUS )

(HauMeHOBaHUe JOIKHOCTH (mopnuces)
paboOTHHUKA, CAABILIEro

JIOKyMEHTHI )

« » 20 roja

HN3MeHeHUs B yY4eTHbIe JOKYMEHTbI BHECEHBI.

(pacuindpoBKa MOAMNUCH)

(HauMeHOBaHHE [ OJKHOCTHU (moamnuce)
PYKOBOJUTEJISI apxuBa (JUI3,
OTBETCTBEHHOTO 32 apXUB))

« » 20 roga

(pacmMdppoBKa NOAIUCH)
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