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HHCTPYKIMUA 11O AEJOITPOU3BOACTBY

1. O01mme mos10KeHUA

1.1.  HHcrpykumss 1o  AENONPOM3BOACTBY B~ MyHMIMIAIBbHOM  OIO/PKETHOM
o0meoOpa3oBarenbHOM yupexaeHnH «KypuanoeBckas cpennsis mkoina Ne2y(nanee — MHCTpyKkuums)
pa3paboTaHa B COOTBETCTBHH C:

ITocranosnenuem [IpaBurensctBa Yeuenckoit Pecriyonnku ot 10.12.2018 Ne 258 «O mepax
o 00EeCHeueHuIo JEeUCTBUS €IUHBIX MPaBWJI B JEJIONPOU3BOJCTBE HA TEPPUTOPUH YeueHCKOi
PecniyOnukuy;

[IpuMepHOI HMHCTPYKLIHMEH IO JAETONPOU3BOJACTBY B T'OCYAApPCTBEHHBIX OpraHU3alUsX,
YTBEPXKACHHOM npuka3zoM PenepanbHOro apxuBHOro areHTcTsa ot 11.04.2018 Ne 44;

I'OCT P 7.0.97-2016 «Cucrema CTaHZApTOB TO WHPOpPMANNH, OUOIMOTEYHOMY U
u3garenabckoMy Jieny. OpraHu3almoOHHO-paclopsAUTENbHAs JOKyMeHTanus. TpeOoBaHMA K
odopmaenuto qokymenton» (manee — 'OCT P 7.0.97-2016);

[IpaBuiiaMu  oOpraHuM3alMM XpaHEHUs, KOMIUIEKTOBAaHUS, Y4e€Ta UM HCIOJIb30BaHHUS
JTOKyMeHTOB ApxuBHOro ¢onna Poccuiickoil @enepaniii U Ipyrux apXUBHBIX JOKYMEHTOB B
OpraHax TOCYJapCTBEHHOW BJIACTH, OpraHax MECTHOTO CAaMOYINpPAaBICHUS W OpraHu3alusXx,
YTBEPKI€HHBIMH IIpHKa3oM Munucrepcra KynbTypbl Poccniickoit @enepanuu ot 31.03.2015 Ne
526 (nanee — [IpaBuia);

cratbeid 12 3akona Yeuenckoit PecnyOmmku ot 25.04.2007 Ne 16-P3 «O s3pikax B
Yeuenckoit Pecnyonuke» (manee — 3akon YP ot 25.04.2007 Ne 16-P3), a Takke B COOTBETCTBUU C
3aK0HO1aTebLCTBOM Poccutickoit @enepanuu B chepe nHbOpMAINH, TOKYMEHTAIIMN, apXUBHOTO
Jierna, HalMOHAIBHBIMU CTaHJapTaMu B cdepe yIpaBIeHHUs JOKYMEHTaMHU.

1.2.  Hacrosmas  WHcTpykius  pa3paboTaHa B IEIAX  COBEPIICHCTBOBAHUS
JIeNTOTIPOU3BOICTBA M TIOBBIMIECHHS 3(PPEKTUBHOCTH paOOTHI C JOKYMEHTaMH IIyTEM PeryiaMeHTaluu



Ha €IUHOM IPaBOBOM U METOAUYECKOM OCHOBE IPABWJI IOArOTOBKM JOKYMEHTOB, TEXHOJIOTUHI
paboThl ¢ HHUMH, OpraHM3alMM MX TEKYIIEro XpaHEeHHs M TOJArOTOBKM K Iepeiade B apXuB
MyHUIMIaTBHOTO OIOKETHOTO 00111e00pa3oBaTebHOro yupexaeHus «KypuanoeBckas cpemHss
mikosa Ne2y (nanee — Opranu3anus).

1.3. MHcTpyKIus ycTaHaBIuBaeT TpPeOOBaHMA K JOKYMEHTHPOBAHHIO YIPAaBICHUYECKOU
JESTEIIbHOCTH U OpraHu3aIiy padoThl ¢ JOKYMEHTaMHU B JIeI0NPpon3BoicTBEe OpraHu3auu.

1.4. TlonoxkeHuss WHCTPYKIHMHM PACHpOCTPAHAIOTCS Ha OpraHu3amuio paboThl ¢
OpraHU3alMOHHO-PACHIOPAAUTEIbHBIMU TOKYMEHTAMHU HE3aBUCUMO OT BHJA HOCUTENS, BKJIIOYAs
[OJArOTOBKY, PETUCTPALNI0, YYE€T WU KOHTPOJIb HUCIOJHEHHUS JOKYMEHTOB, OpraHU3allui0 HX
TEKYIIEr0 XpaHEHHUs, OCYIIECTBIISIEMblE C IOMOIIBI0 HHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH.

1.5. OcobenHocTu opraHu3zanuu paboThl ¢ JOKYMEHTaMH, COAepX alluMU HH()OpMAIIHIO
OTPaHMYEHHOr0  J0oCTyna (KOMMEpPYECKYI0 TallHy, IE€pCOHAJbHBIE JAaHHbIE U  HHYIO
KOH(MUICHIMANBHYIO HH(GOPMAIUIO), PETYIUPYIOTCS OTIEIbHBIMA HOPMATUBHBIMH aKTaMH,
yTBepkKAaeMbIMU AupekTopoM Opranuszanuu (naiee — PykoBoaurens).

1.6. TpeboBanus Hacrosimeir MHcTpykuuu K padore ¢ OyXraaTepcKoid, MEAUIIMHCKONH U
JIpYrof CrHeuuagbHOM JOKYMEHTalUeH pacHpOCTPAHSIIOTCS JMIIb B YacTH OOIIMX MPUHIUIIOB
paboThI C JOKYMEHTaMH, a TaKXKe MOATOTOBKH JIOKYMEHTOB K Iepe/iaye Ha apXUBHOE XpaHECHHUE.

1.7. Opranu3zanus, BeIeHUE U COBEPILIEHCTBOBAHUE JIEJIONPOU3BOJICTBA HA OCHOBE €IMHOMN
MOJIMTUKU U MPUHIUIIOB, IPUMEHEHUE COBPEMEHHBIX MH()OPMALIMOHHBIX TEXHOJOTHIl B paboTe ¢
JOKYMEHTaMH, METOJUYECKOE PYKOBOJCTBO M KOHTPOJIb COOJIIOJIEHUS TMOpsiika pabdoThl ¢
JokymeHTamMu B OpraHu3aliy BO3JIaraeTcsi Ha JEJIONPOU3BOJAUTENS — JOJDKHOCTHOE JIUIO,
OTBETCTBEHHOE 32 BE/ICHUE JEIONPOU3BOACTBA (Hanee — Jlenonpon3BOAUTEND).

JHenonpousoautens OpraHu3aluy J€HCTBYET HA OCHOBAaHUU JIOXKHOCTHOM MHCTPYKLIHH,
yrBepxkaaeMoi PykoBonurenem Opranu3anuu 1 ONpeaessioniei ero 3aauu U GyHKIMH, [IpaBa U
OTBETCTBEHHOCTb.

1.8. JlomKHOCTHBIE 00513aHHOCTH, IPaBa U OTBETCTBEHHOCTH JleIONpPOU3BOAUTENS U UHBIX
paOOTHUKOB, OTBETCTBEHHBIX 3a OPraHU3ALUI0 PAOOTHI C JIOKYMEHTAMHM, OINPEAEISIOTCS HX
JOJIKHOCTHBIMHM UHCTPYKLIUSIMH.

1.9. Ha mnepuoj oTmycka, KOMaHAMPOBKH, OOJI€3HM MM B clydyae YBOJbHEHHS
Henonpousogurens Opranuzanuu oO0s3aH TepefaTb BCE HaxOJALIMECs] Ha HUCIOJHEHUU
JIOKYMEHTBI JpyromMy pabOTHHUKY 0 yka3aHHuio PykoBoaurtesnst OpraHuszaiuy.

[Ipu cmene Jlenonpou3BoAUTENS COCTABIISIETCA aKT MTpHEMa-Tiepeiady JOKYMEHTOB U JIe].

1.10. Coneprxanue ciry>keOHbIX TOKYMEHTOB He MOJUIeKHT pasriialienuto. Bzanmoneiicteue
CO CpeICTBAMH MAacCOBOM MH(pOPMAIIHH, TTepeaya UM KaKoi-Tn00 HHGOpMAIIMK HIIA TOKYMEHTOB
U UX KOMMH [OIyCKaeTcsi TOJbKO C paspemieHuss PykoBogutens OpraHu3any WM HHOTO
YIOJIHOMOYEHHOI'O UM JIOJKHOCTHOT'O JIMIIA.

PabGotHukn OpraHu3andyd HECyT JUCHMIUIMHAPHYIO, aJMUHUCTPAaTHBHYIO U HHYIO,
YCTaHOBIICHHYIO 3aKOHOATeNbCTBOM Poccuiickoit @eneparun (crateu 192, 193 TK P®; myHKTHI
2; 15.11 crateu 13.25 KoAll P®; crates 7 @enepanbHoro 3akoHa oT 06.12.2011 Ne 402-03 «O
OyXrajaTepckoM ydere»), OTBETCTBEHHOCTh 3a HapyIIeHHE CPOKOB XPAaHEHUs IOKYMEHTOB, yTpaTy
¥ HECAaHKIIMOHUPOBAHHOE YHHUUYTOXKEHUE CITY>KEOHBIX JOKYMEHTOB.

1.11. Tlpu yrpare mokymMeHTOB paboTtHuku  OpraHuzaruu  UHOOPMHUPYIOT
Jenonpoussoaurens Opranuzainuy, Ocjie 4ero OpraHu3yeTcst pO3bICK JOKYMEHTOB.

Ecnu po3bIck TOKYMEHTOB HE €T pe3ysibTaTa COCTABISETCS aKT, B KOTOPOM YKa3bIBAIOTCS
JTAaHHbIE YTPaue€HHOIo JOKYMEHTa, a Takke OOCTOATENbCTBA, NMPH KOTOPHIX MPOM30ILIA yTpaTa,
MocJie 4ero MpearpuHUMAIOTCS MEPHI M0 3aMEIIEHUI0 TaHHOTO JOKYMEHTa 3aBepeHHON Komuei
JIOKYMEHTA.

1.12. MHCTpyKIIUA 1O AeI0npou3BoACTBY B Opranuzanuu yreepxaaercsa PykoBogurenem
Opranuzanuu.

1.13. IlpaBuia paboTBl ¢ JAOKYMEHTaMH B CHUCTEME JJIEKTPOHHOIO JOKYMEHTO00OpOTa
Opraauzanuu (manee — COJ1) u uHBIX HHPOPMAIIMOHHBIX CHCTEMAaX, B KOTOPBIX OCYIIECTBIISETCS


garantf1://12025268.192/
garantf1://12025268.193/
garantf1://12025267.151120/
garantf1://12025267.151120/
garantf1://12025267.132502/
garantf1://70003036.7/
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co3naHue (BKIIIOUEHHME) U XPAHEHHE JIOKYMEHTOB, HE JOJKHBI BXOAUTh B MPOTUBOPEUHE C
MOJIOKEHUSAMH HacTosie MHcTpykiuu (31ech U ganee — B cirydae ucrnoiab3oBanus COJ[ u mHbIX
WH(OPMAIIMOHHBIX CUCTEM H/WIIH AalbHEHTIIeH He0OX0IMMOCTH UX UCIIOJIb30BAHHUS).

I1. JlokymMeHTHpOBaHHE YIIPABJIEHYECKO AeITeJIbHOCTH

2.1. B coorBercTBUM C 3akoHoAarenbcTBOM Poccuiickoit @Penepauumn u YeueHckoit
PecnyOnuku, 10KambHBIMU HOPMATUBHBIMM akTaMu B OpraHu3aluy M3/at0TCsl OpraHu3alMoOHHO-
pacnopsiAUTENbHbIE JOKYMEHTHI.

2.2. OpraHu3aliOHHO-PACIOPSANTENIbHBIE JJOKYMEHTBI, CO3/1aBaeMbleé B JESATEIbHOCTH
Opranu3zanuu, JODKHBI OBITH  O(QOPMIICHBI 10 MpaBHJaM, YCTAHOBJIEHHBIM HACTOSIICH
HNucTpykiuen.

Brocuth kakue-nub0 HCHpaBIICHUs] WU JT0OABJICHHUS B MOAMUCAHHBIC (YTBEPIKICHHBIC)
JIOKYMEHTBI HE JI0IyCKaeTCsl.

2.3. OcobeHHOCTH O(QOPMIICHHS JOKYMEHTOB, OTPaXAIOIUX CHEIH(UKY OIpeaeieHHbIX
BUJOB JedrenbHocTH OpraHu3aluy, a TakkKe IpaBUia OpraHu3alud paboThl C JIAHHBIMU
JOKYMEHTaMU MOTYT YCTaHaBJIUBATHCA OT/ICJIbHBIMU JIOKAJbHBIMH HOPMATHUBHBIMU aKTaMH
Opranuzanuu.

2.4. Co3manmne nokyMeHTOB B OpraHuzanuu B ciydae ucrnonb3oBanus COJl, B memsx
nosbineHuss 3¢dexkruBHocTH Hcnonb3oBaHus COJl, ocyuecTBiaseTcs ¢ MCIOJIb30BaHUEM
1a0JIOHOB OJITAHKOB JJOKYMEHTOB M IIA0JIOHOB JOKYMEHTOB.

ONeKTpOHHbIE IMA0JOHBI OJAHKOB JOKYMEHTOB JOJDKHBI OBITh MJIEHTHYHBI OJaHKaM
JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

2.5. Jlna co3paHus JIOKYMEHTOB, OTpaXaroIlUX CHeHU(UKY ONpefeseHHbIX BUIOB
nesitenibHOCTH OpraHuzaliuy, W YOpaBlI€HUS JAaHHBIMU JIOKYMEHTaMHU MOTYT HCIIOJIb30BaThCS
Jpyrue UHHOPMAIIMOHHBIE CUCTEMBI.

2.6. Jloxymentsl OpraHuzanuu OoQOpMIISIOTCS Ha OJIaHKaX WJIM CTaHAAPTHBIX JIMCTax
Oymaru ¢opmara A4.

2.7. 1yt U3roTOBIEHUSI JOKYMEHTOB B OpraHu3aiiuy UCIoJIb3yHTCs:

o01mmii OJ1aHK;

OJIaHK TIPUKa3a;

OJIaHK MUCbMa JUIs BeJICHUs NepenMCKH C OpraHu3alusIMU U FpaxkJaHaMU, HaXOASAIMMHUCS
Ha Teppuropun Poccniickoit denepanun.

ITo pemenuto PykoBoauTesns B Opranuzaiiui MOTYyT UCTIOJIb30BATHCS ApYyrue OaHKu: OJIaHK
MPOTOKOJA, OJTAaHK CIIPABKH, OJJAHK PE30JIOHUU U JP.

2.8. Ilpu u3gaHuu JOKYMEHTOB Ha CTAHAAPTHBIX JIUCTaX OyMaru Ha HUX BOCIIPOU3BOIATCS
PEKBU3UTHI, HEOOXOAUMBIE JIJIsl JOKYMEHTOB KOHKPETHOT'O BUJIA MJIM PAa3HOBHUIHOCTH.

2.9. IIpoexTupoBanue OGJIAHKOB JOKYMEHTOB ocymecTBisieTcs B cootBerctBun ¢ I'OCT P
7.0.97-2016.

B cootBercTBUM co cTaThelt 12 3akona UP ot 25.04.2007 Ne 16-P3 u nmynktom 6.8 TOCT P
7.0.97-2016 B OpraHu3anuu UCIOIB3YIOTCS OJaHKH Ha PYCCKOM M YEUEHCKOM SI3BIKaX: YIJIOBBIC
(pexBU3UTHI OJIaHKA PAcHoJaralTcs Ha OJTHOM YPOBHE: Ha PYCCKOM SI3bIKE — CJI€Ba, HA YEUEHCKOM
— CIIpaBa) WJIK MPOJI0JIbHBIE (PEKBU3UTHI OJIaHKA HA PYCCKOM S3BbIKE — CBEPXY, PEKBU3UTHI OJIaHKA
Ha YEUEHCKOM SI3bIKE — HIKE).

2.10. brnanku noxkymeHTOB OpraHu3aliy HM3rOTaBIMBAIOTCS THUHOTPA(PCKUM CIIOCOOOM,
CpeACTBaMU OINEPAaTUBHON MONMUTpadU UK KOMIBIOTEPHON TEXHHUKH.

2.11. JIoKyMeHThl M3TrOTaBIMBAIOTCS Ha OyMa)KHOM HOCHUTENE U B (DOpME IIEKTPOHHBIX
JIOKYMEHTOB C COOJIIOJICHUEM YCTaHOBJICHHBIX MPaBUII OPOPMIICHHS JOKYMEHTOB.

2.12. loxymentsl Opranuzanuu, opopMaeHHBIE KaK Ha OJlaHKe, TaK U 0€3 Hero, JOJIKHBI
UMETH I0JIs1 HE MEHEE:!

20 MM — JIEBOE;

10 mm — mpaBoe;



20 MM — BEpXHEE;

20 MM — HUXKHEE.

B coorBerctBuu ¢ mynkrom 6.1 TOCT P 7.0.97-2016 nokymMeHTBI [iuTenbHBIX (CBBIIIE 10
JIET) CPOKOB XpaHEHUSs JOJKHBI UMETh JieBoe oJie He MeHee 30 M.

2.13. JIokyMeHTHI, U3/1aBacMbleé COBMECTHO C OJHOW WJIM HECKOJbKHUMH OpraHHU3alUsIMHU,
oQOpMIISIIOTCSL Ha CTaHJApTHBIX JHMCTax OyMmMaru ¢ BOCHPOHU3BEIECHHEM pPEKBU3UTOB BCEX
OpraHM3aluii, yuacTBYIOIIUX B U3JaHUH JOKYMEHTA.

2.14. IIpu moAroTOBKE JTOKYMEHTOB JIOITYCKAETCS MCIOJIb30BAHUE JIUIIEBOW U 00OPOTHOM
CTOpOHBI JucTa. [Ipu ABYCTOpOHHEM CO34aHMM JAOKYMEHTOB LIMPHHA JIEBOTO IOJIS HA JIMLEBOM
CTOPOHE JIMCTa U IPABOro MOJIsi HA 0OOPOTHOI CTOPOHE JIUCTA TOJKHBI OBITH PABHBI.

2.15. Tlpu co3nanum JOKYMEHTa Ha JABYX M 0oJiee CTpaHHIAX BTOPYIO M IMOCIEIYIOIINE
CTpaHHULbl HyMepyloT. HoMepa CTpaHuIl MPOCTaBISAIOTCA 110 CEPeIUHE BEPXHETO MOJIs TOKYMEHTa
Ha paccTosHUU 10 MM OT BEpXHEro Kpas JIMCTA.

2.16. Jlnsg WM3roToBIEHHUS IOKYMEHTOB HCIIOJIB3YETCSl TapHUTypa mipudTa 1o BbIOOpY
Opranusanuy, BXOAsIIAs B CTaHAAPTHBIA TakeT O(HCHOrO MPOrpaMMHOTO OOECIICUCHWS,
ucnonszyemoro Opranuzanueid. Pazmep mpudra — Ne12-14 nr (pasmep mpudta (Kerib)
U3MepseTCs B MyHKTax (point); oAuH MyHKT paBeH 1/72 mroiiMa, uiu 0,376 MM (COKpaIeHue: «pty»).

[Ipu cocraBnenuu Ta0IUIl AOMYyCKAeTCS UCIIOIB30BaHUE MIPUPTOB MEHBIINX pa3MepoB — No
10, 11 mT.

2.17. AG3a1Hblif OTCTYN B TEKCTE JOKyMeHTa — 1,25 cMm.

3aroJOoBKH pa3leNioB W TOAPA3ACIOB IIEYaTaloTCs C a03alHBIM  OTCTYIIOM WM
HEHTPUPYIOTCA IO MIUPUHE TEKCTA.

2.18. Tekcr noxymeHtra mneuataercss depe3 1-1,5 MexXCTpouHBIX HHTepBasia. TekcT
JIOKYMEHTa BBIPABHUBAETCS MO LIUPHUHE JIHCTA.

MHOrocTpoUYHbIE PEKBU3UTHI NEYATAKOTCA 4epe3 1 MEKCTPOUYHBI MHTEpBaJ, COCTABHBIC
YaCTH PEKBU3UTOB MOTYT Pa3AeNsaThCs JOMOIHUTEIbHBIM HHTEPBAIOM.

Ecnu nOKyMeHT ToTOBMTCS JUIsl M3/1aHUS C YMEHBIIEHMEM MaciiTada, TeKCT IedaTraercs
yepes 2 UHTepBaJa.

WNuTepBan mex 1y OykBaMu B cioBax — oObIuHbIN. HTEpBan mexny cioBamu — 1 npoGernt.

CTpoku peKBU3UTOB BBIPABHUBAIOTCS IO JIEBOW IPaHUIE 30HbI PACIOIOKEHUSI PEKBU3UTA
WJIU LIEHTPYIOTCS OTHOCUTENIBHO CaMOM JUIMHHOW CTPOKH.

JlnvHa caMo¥ IJTMHHOM CTPOKM PEKBU3HTA MPH YIJIOBOM PACIOJIOKEHUN PEKBU3UTOB — HE
Ooistee 7,5 cM.

JlnvHa camoii IMHHON CTPOKH PEKBU3UTA MIPH MPOJIOJILHOM PACIIOIOKEHUN PEKBU3UTOB —
He Oonee 12 cm.

2.19. JlomyckaeTcst BBIACIATH MOTYKHUPHBIM MIPUPTOM PEKBUUTHI «aAPECaTy, «3aroIoBOK
K TEKCTY» WIH «IOJIHICH», a TAK)KE OT/IENbHbIE (parMeHThI TEKCTA.

2.20. Ilpu moAroTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB O(DOPMIISETCS TUTYIbHBINA JIUCT
(mputoxkenue Ne 1).

2.21. CocTaB peKBU3UTOB, HCIOIB3YyEeMbIX i1 OQOPMIICHUS JOKYMEHTOB, OINpPEAETseTCS
BUJIOM (Pa3HOBHIHOCTHIO) OpraHU3aMOHHO-PACIIOPAIUTENBHOTO TOKYMEHTA.

2.22. Ilpu mnoarotoBke JgOKyMeHTOB OpraHu3anuu HUCHOJIB3YIOTCS  PEKBU3UTHI,
ycranoBierasie [[OCT P 7.0.97-2016:

05 — HauMeHOBaHKE OpTraHU3aIUH - aBTOPa JOKYMEHTA;

06 — HanMeHOBaHNE CTPYKTYPHOT'O TIOJPA3ICIICHUS - aBTOPA JOKYMEHTA;

07 — HauMeHOBaHKE JOHKHOCTH JIUIIA - aBTOPA JOKYMEHTA;

08 — cripaBoYHBIC JaHHBIE 00 OPraHU3AINN;

09 — HauMeHOBaHKE BHUJIA IOKYMEHTA,

10 — naTa JOKyMeHTa;

11 — perucTpaniMOHHBIN HOMEP JOKYMEHTA;

12 — ccplka Ha pEerucTPaIMOHHBIN HOMEP U AaTy MOCTYNUBIIErO JOKYMEHTA;

13 — mecTo cocTaBieHus (M3aHUs) JOKYMEHTA,
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14 — rpu¢ orpannveHus 1ocTyna K JOKyMEHTY;

15 — agpecar;

16 — rpu¢ yrBepxaeHUs JOKYMEHTA;

17 — 3aroJ0BOK K TEKCTY;

18 — TekcT nOKyMeHTa;

19 — oTMeTKa 0 IPHIOKEHUH;

20 — rpud cornacoBaHus JOKYMEHTA;

21 — Bu3a;

22 — IOAINCE;

23 — oTMeTKa 00 AJIEKTPOHHOH TOIHCH;

24 — neyarts;

25 — oTMeTKa 00 MCIOIIHUTEIIE;

26 — OTMETKa O 3aBEepEeHUH KOIHH;

27 — 0TMETKa O TOCTYIUIEHUH JIOKYMEHTA;

28 — pe3oonus;

29 — oTMETKa O KOHTPOJIE;

30 — oT™MeTKa 0 HaIlpaBICHUH JOKYMEHTA B JIEJIO.

PacrionoxeHre M rpaHMIbI 30H PEKBU3UTOB Ha Onankax OpraHuzaiyu NpUBEICHBI B
npujioxenun NeNe 2, 3.

B cootBerctBun nmynkrom 6.5 T'OCT P 7.0.97-2016 pexBusuter 05, 06, 07, 08, 09, 13,
OrpaHMYUTENbHbIE OTMETKH s pekBu3uToB 10, 11, 12 B mpenenax rpaHul] 30H PAaclONIOKEHUS
PEKBU3UTOB Pa3MEIIAIOTCS OAHUM U3 CIIOCOOOB:

[IEHTPOBAHHBIM (HAa4YaJl0 M KOHEI[ KaXKJI0H CTPOKM PEKBU3UTOB PABHO YAAJCHBI OT I'PAHUII
30HBI PACIIOIOKEHHS PEKBU3UTOB);

¢GmaroBeiM  (Kakaas CTPOKAa PEKBU3WTOB HAYMHAETCS OT JIEBOW TPaHUIBI 30HBI
pAacIoNoKeHHs! PEKBU3UTOB).

2.23. O6uwmit 6mank Opranmzanuu (nmpuioskeHue Ne 4) UCTIONB3YETCs IS H3TOTOBICHHS
J0OBIX BHMJIOB JIOKYMEHTOB, KpPOME JIEJIOBOrO (CIIy’K€OHOIr0) MHChbMa M BKIIIOYAET CIIEAYIOIIUE
PEKBU3HUTHI:

HaMEHOBaHME OpTaHU3aIMK (B COOTBETCTBHHM € IMyHKTOM 2.9 Hactosmel MHcTpykium);

OTMETKH JUIS pa3MEIICHUS PEKBU3UTOB <«JlaTa JIOKYMEHTa», «PErHCTPAllMOHHBIA HOMEp
JIOKYMEHTay;

MECTO COCTABJICHHS WJIM U3/IaHUS JOKYMEHTA.

2.24. bnank npuka3za Opranusanny BKIFOYAET PEKBU3UTHI:

HauMEHOBaHME OpraHU3aliH (B COOTBETCTBUU C IMyHKTOM 2.9 HacTosel MHcTpykium);

HaMEHOBaHME BUA JOKYMEHTA;

OTMETKH JUIS pa3MEIICHUs PEKBU3UTOB «JlaTa JIOKYMEHTa», «PETHCTPAIlMOHHBIA HOMEp
JIOKYMEHTay;

MECTO COCTABIICHHSI WJIM U3JJaHUS JOKYMEHTA.

2.25. bnank nucbma OpraHu3anuy BKIIOYAET CIETYIONNE PEKBU3UTHI:

HauMEHOBaHME OpraHU3aIiH (B COOTBETCTBUU C MMyHKTOM 2.9 HacTosmel MHcTpykium);

CIpaBOYHBIC JIaHHBIE 00 OpraHu3aluu (B COOTBETCTBUU C IYHKTOM 2.9 HacTosmien
WucTpykuun);

OTMETKH [yl MPOCTABJICHUSI PEKBU3UTOB «JaTa JOKYMEHTa», «PEruCTPAaLMOHHBI HOMEP
JOKYMEHTa», «CChITKA Ha PETUCTPAIIMOHHBIN HOMEpP H JaTy MOCTYIHBIIETO TOKYMEHTA.

B Omank mnuceMa JOMDKHOCTHOTO JIML@ JOHNOJHHUTEIbHO BKJIIOYAETCS PEKBU3HT
«HauUMEHOBaHHWE JOJDKHOCTH JMIa», a B OJaHK MHChbMa CTPYKTYPHOTO IIOJpa3/eICHUs
(coBemaTenbHOr0, METOAWYECKOIr0, SKCIEPTHOrO WM HHOro oprana) OpraHuzanum —
HAaUMEHOBAHHE CTPYKTYPHOTO MOIpa3AeIeHUS.

2.26. Bayrpennue noxkymeHThl Opranuzanuu, odopmisieMbie HE Ha OJIaHKE, IOJIKHBI
coJiepKaTh COOTBETCTBYIOIIUE BULY JOKYMEHTA PEKBH3HUTHI.

2.30. HammenoBanme OpraHm3anuu Ha OJIaHKE JOKYMEHTa JOJDKHO COOTBETCTBOBATH
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HaNMEHOBAHMIO IOpHIMYECKOro muma B ycraBe Opranmzanuu. Ha OnaHkax OKyMEHTOB
yKa3bplBae€TCsl IMOJHOE OQHUUMaIbHOE HauMeHoBaHMe OpraHu3alMd C YKa3aHHEM €ero
OpraHu3allMOHHO-NIPaBOBOKM  (OpMBI, Haja  HauMmeHoBanueM OpraHuzanul  yKa3bIBaeTCs
HalMEHOBAHME BBILIECTOSIIECH OpraHM3aluy, IoJ HauMeHoBaHueM OpraHuzaluu B CKOOKax
YKa3bIBAa€TCs COKpallleHHOE HauMeHoBaHue OpraHu3anuy, IpeaycCMOTPEHHOE YCTaBOM.

2.31. HaumeHoBaHME CTPYKTYpPHOIO NOJpa3jesieHus (B TOM YHCIE KOJUIETMaJbHOTIO,
COBEIIATEIHHOTO WJIM MHOTO OpPraHa) yKa3bIBaeTcs B OJJaHKaX MUCEM U OJIaHKaX KOHKPETHBIX BHJIOB
JOKYMEHTOB, U3/1aBAEMbIX COOTBETCTBYIOILMMH IOIPA3ACICHUSAIMHU B COOTBETCTBHUH C JIOKATIbHBIMU
HOpMaTUBHbIMM akTamu Opranuzauuu. Haj HauMeHOBaHHEM IOApA3JENEHUs YKa3bIBAETCS
HauMeHoBaHue OpraHu3alyy, YbUM KOJIUIETHAIBHBIM UM COBEIATEIIBHBIM OPIraHOM OHO SIBJISIETCS.

2.33. CnpaBounsle ganHble 00 Opranu3aniy yKa3plBaloTCs B OJaHKaX MHCEM M BKIIIOYAIOT:
noyToBbI afpec Opranuzanuu (JONOJHUTEIBHO MOXKET YKa3blBaThCS aJlpeC MECTa HaXOXKJCHHS
IOPHINIECKOTO JINIIA, €CIIH OH HE COBITAJIAET C TOYTOBBIM aJIpecoM); Homep Tenedona, (akca, aapec
JJIEKTPOHHOM TMOYTHI, CETEeBOM ajpec, a Takxke KoJ opranuzamuu no OOmepoccuiickomy
knaccudukaropy mnpennpustaii u  opramm3anuii  (OKIIO), ocHOBHOW TOCYJapCTBEHHBIH
perucrpaiiMoHHbli  Homep  opranuzamuu  (OI'PH) wu  waeHTUUKAMOHHBIE — HOMeEp
HAJIOTOTIIATEIIbINNKA/KOI TPUYMHBI IOCTAaHOBKHU Ha Hasorosbli yaer (MHH/KIIIT).

B cootBercTBMM ¢ moamyHKTamMHu B)-3) nmyHkTa 22 pasgena |l IlpaBun okazanus ycmyr
IIOYTOBOW CBSI3M, YTBEPXKACHHBIX INPHUKa30M MUHHCTEPCTBA CBSA3M U MACCOBBIX KOMMYHMKAIU
Poccuiickoii ®enepanuu oT 31.07.2014 Ne 234 (nanee — [IpaBuiia oka3aHus yciayr MOYTOBOU CBSI3N)
MIOYTOBBIN aJIpec yKa3bIBaeTCA B CIEAYIOLIEH IOCIE10BaTEIbHOCTH: Ha3BaHHUE YIIUIIbI, HOMED JI0Ma,
Ha3BaHHUE HACEJICHHOI'o IyHKTa, Ha3BaHUE pailoHa, Ha3BaHUE CyOBbEKTa, IOYTOBBIA HHEKC.

2.34. HaumeHoBaHuUE BU/1a JOKYMEHTA YKa3bIBA€TCS HAa BCEX JOKYMEHTAaX, 3a UCKIIIOUEHUEM
JeNnoBbIX  (CaykeOHbIX) MHceM, pacrnojiaraercs 1oja  HauMeHoBaHueMm  OpraHuzanuu
(moapasneneHusi, JOIKHOCTH).

2.35. Jlata nOKyMeHTa JOJDKHa COOTBETCTBOBAThH JlaTe€ MOJMMUCAHUSA (YTBEpPXKIEHUS)
JOKYMEHTa WX (B IPOTOKOJax) Aare COObITHSA, 3aUKCUPOBAHHOTO B TJOKYMEHTE.

JlaTa JOKyMEHTa 3alMCBIBAETCS B IOCJIEI0BATEIILHOCTH: JIEHb MECSIA, MECSL, TOJl OJHUM
U3 JIByX CIIOCOOOB:

apabckuMu 1udpamu, pasaeraeHHbIMA Toukoid: 05.09.2022;

cioBecHO-1M(poBbIM criocoboM: 05 certsiops 2022 .

Ha nokymenrtax, odopmiseMblx Ha OlaHke, JaTa JOKyMEHTa HpPOCTaBIseTCs I0]
PEKBU3UTaAMH «HAaMMEHOBaHUE BUJA JOKYMEHTa» (B OJaHKaX KOHKPETHBIX BHJOB JOKYMEHTOB) U
«CIIPaBOYHBIE JaHHbIE 00 OpraHu3anu» (B OJIaHKAX MUCEM).

JlaToli  1OKyMEeHTa, W3JaHHOTO COBMECTHO JByMs WM Oojiee OpraHu3alusiMu
(TOI>KHOCTHBIMH JIMLIAMH), SIBJISIETCS 1aTa MOJMUCAHUS JTOKYMEHTA MOCIIeIHEH CTOPOHOIA.

2.36. PeructpaunoHHbIi HOMEp JOKyYMeHTa — IUGpoBOH WM OyKBEeHHO-LU(pPOBOH
UJICHTU(PUKATOP JOKYMEHTA, COCTOSAIIMHA M3 MOPSJAKOBOTO HOMEpa JIOKYMEHTa, KOTOPBIH, IO
yemotperuto OpraHusaiui, MOXET JOMOJHAThCS UU(POBBIMU WM OYKBEHHBIMH KOJaMH
(MHIEKCaM1) B COOTBETCTBUHU C UCIIOIB3YEMBIMHU KIacCU(UKATOPAMHU.

Ha noxymenre, cocTaBjI€eHHOM COBMECTHO JBYMsI U O0Jiee OpraHu3aIusiMu, IPOCTABIISIOTCS
pPETUCTPALIMOHHBIE HOMEPA TOKYMEHTA, IPUCBOEHHBIE Ka)KI0M U3 OpraHu3auuii. Perucrpanuonssie
HOMepa MPOCTABIIAIOTCS B MOPSI/IKE YKa3aHHUsI HAUMEHOBAHUM OpraHu3aluil B 3aroJJOBOYHON 4acTu
(mpeamOyJe) JOKyMEHTa U OTJEINISAIOTCS APYT OT Jpyra KOCoi 4epTou.

2.37. Ccpiika Ha PETUCTPAIIMOHHBIA HOMEP | JIaTy MOCTYIHBIIETO TOKYMEHTA, COCTOSIIAS
U3 PETUCTPALIMOHHOIO HOMEpa M JaThl BXOJAIIETO JOKYMEHTA, Ha KOTOPBIM [JAeTcsl OTBET,
npocTtaBiisieTcs B Buje oTMeTku «Ha No ... oT ...» B O1aHKe muchbMa.

B TekcT nuchma-oTBETa CBEIAEHHUS O PETUCTPALlMOHHOM HOMEpPE M JaTe IMOCTYIHUBLIETO
IMChbMa HE BKJIFOYAIOTCA.

2.38. MecTto coctaBneHus (M31aHNsI) TOKYMEHTA YKa3bIBa€TCS BO BCEX IOKYMEHTaX, KPOME
JIENOBBIX (CITY)KEOHBIX) MUCEM, BHYTPEHHUX MH(OPMAIIMOHHO-CIPABOYHBIX JTOKYMEHTOB, a TaKKe
B CJIy4ae, €CJIA MECTO HAaXOXKACHHs OpPraHU3aluy BXOIUT B €€ HAMMEHOBAHUE.



Mecto cocraBiaeHus (M31aHUS) JTOKYMEHTA YKa3blBa€TCAd B COOTBETCTBUHU C IPUHSTHIM
a/IMUHUCTPATUBHO-TEPPUTOPUATILHBIM JICTIEHUEM.

2.39. I'pu¢p orpaHnyeHust AOCTyna K JOKYMEHTY MPOCTABJISIETCS B IIPAaBOM BEPXHEM YTIIY
HEPBOro JINCTA JOKyMEHTa (IIPOEKTa JOKYMEHTa, COMPOBOAUTEIBHOIO MHCbMa K JOKYMEHTY) OT
TpaHUIBl BEPXHEr0 TMOJNA MPH HAIMYMKM B JIOKyMEHTE HMH(OpMAIUH, IOCTYyNl K KOTOPOM
OrPaHUYMBAETCS B COOTBETCTBUU C 3aKOHOATeNbCTBOM Poccuiickoit deneparum.

Bunst wucnonesyembix B Opranmsanuu  rpuoB OTpaHMYCHHS JOCTYHAa  JOJDKHBI
COOTBETCTBOBATh 3aKOHOJATENIbHBIM M HMHBIM HOPMAaTHBHBIM IIPaBOBBIM akTaM Poccuiickoii
Denepaiuyl U JOHKHBI OBITH 3aKPETIJICHBI B JIOKAJTBHBIX HOPMAaTHBHBIX aktax Opranuzamuu. ['pud
OTpPaHUYEHUs JIOCTyINa K JOKYMEHTY (moMeTka «Jlis ciykeGHOro Moib30BaHUS» U JpP.) MOMKET
JIOTIOJIHATBCSI HOMEPOM 3K3EMIUISIpa JOKYMEHTa U JAPYTMMHU CBEACHHUSIMH B COOTBETCTBUU C
3aKkoHoJaTenbcTBOM Poccuiickont denepanuu.

2.40. Anpecar — peKBH3HT, WCHOJBb3yeMBbId IMpH O(OPMIICHUH JEIOBBIX (CITyKEOHBIX)
UCceM, BHYTPEHHUX UHPOPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

AnpecaToM JOKyMEHTa MOET OBITb OpraHu3alus, CTPYKTYpHOE IOJpa3jieiieHue
OpraHu3aluy, JOKHOCTHOE MM (PU3UUECKOE JIULIO.

PexBu3ut «aapecar» opopmirsieTcss Ha OJIaHKE C YTIIOBBIM PACIIONIOKEHHEM PEKBH3UTOB — B
BEpXHEH MpaBoi 4YacTH JOKyMEHTa (IpH HCIOJIb30BAaHUM YIJIOBBIX OJIAHKOB Ha JABYX S3bIKax,
aJpecaT paclojaraloT clpaBa — [0 pPEKBU3UTaMU OiaHka), Ha OJaHKE C IPOJIOJIbHBIM
pAacIoyIoKEHUEM PEKBU3UTOB — CIpaBa Moj pekBU3uTaMu OsaHka. CTPOKM PEKBH3HUTA «@pecar»
BBIPAaBHUBAIOTCSI 110 JIEBOMY KpalO WM LIEHTPYIOTCS OTHOCUTENBHO CaMOMN JJIMHHOMN CTPOKH.

IIpu agpecoBaHMM JTOKYMEHTa PYKOBOJUTENIO (3aMECTUTEII0 PYKOBOAUTEINSI) OpraHU3aIluu
YKa3bIBAIOTCA B JATEJIbHOM IaJie)K€ HAaMMEHOBAaHUE [OJKHOCTU PYKOBOJUTENS (3aMECTUTENS
PYKOBOJUTEIIS ), BKIIIOUAIOIIee HAMMEHOBAaHUE OPTaHU3alUH, (aMUIIHIO0, MHULUAIIBI T0JKHOCTHOTO
nmuna. Hanmpumep:

Havansauky MY

«OTtnen obpa3zoBaHUs
Kypuanoesckoro paiioHa»
®amminsa 1.0.

HpI/I AApeCOBaHUU IMMCbMa B OPraHU3AIIUI0 YKA3bIBACTCA €€ II0JIHOC HJIM COKPALICHHOC
HaAaMMCHOBAHUC B UMCHUTCIIbHOM ITaACHKCE.

HpI/I AApPCCOBAHUU JOKYMCHTA B CTPYKTYPHOC NMOAPA3ACICHUC OpraHUu3aliuid B PCKBU3UTC
«aapecar» YKa3bIBAIOTCAd B HWMCHHUTCIBHOM IMaJCKEC HAMMCHOBAHHWEC OpraHu3aliuiv, HHXKE —
HAaNUMCHOBAHUC CTPYKTYPHOTO IMOAPAa3aACIICHUS. HaanMep:

Anmunuctpanus Kypuanoesckoro
MYHUIMIIAJIBHOTO paiioHa
Yeuenckoii PecrryOnuku
OOmwmii oraen

[Ipu agpecoBaHuM MHUCbMa PYKOBOJUTENIO CTPYKTYPHOTO MOJPA3/IeNIeHUs] YKa3bIBalOTCS B
MMEHUTEIIbHOM M1a/1€’K€ HAMMEHOBAaHUE OPTaHU3allMU, HUKE — B IaTEJIbHOM Ma/1€5K€ HAauMEHOBAaHUE
JOJKHOCTH  PYKOBOJMTEINSI, BKJIOYAONlee HAMMEHOBAHHWE CTPYKTYpPHOTO TOJpa3jeieHus,
dbamunuro, nauManel. Hampumep:

MY «Otnen obpazoBaHus
KypuanoeBckoro paitona»
Hauansauky obmiero otaena



Damumug U.0.

[lepen dammnmeid TOMKHOCTHOTO JIMIA JOMYCKACTCS YHOTPEOJATh COKpAIICHUE «T-HY»
(rocriofuHy), €ciu aapecaT MY KUMHA, UITU «T-)Ke» (TOCIOoKe), eClIM aJpecaT KeHIIMHA, HalpuMep:

r-ny ®amunusa 1.0.
r-xe @amumnus N.0.

[Ipu pacceuike AOKyMEHTa TpyMIe OpraHu3aluil OJHOrO THIA WU B CTPYKTYpHBIC
Mo/ipa3iesIeHNs OJHOM OpraHu3alluy, ajJpecaT yKasbpiBaeTcs 00o0menHo. Hanpumep:

PykoBoaurensam
00111€00pa30BaTEIbHBIX
yupexaenui KypuanoeBckoro
MYHULUIIAJIBHOTO pailoHa
WJIM:
HavansHukam otnenos
MY «Otnen obpazoBaHus
Kypuanoesckoro paiioHa»

[Ipu pacceuike TOKyMEHTa HE BCEM OPTaHU3ALUSIM WIH CTPYKTYPHBIM MTOAPA3ACICHUSIM T0/T
PEKBU3UTOM «AJpecar» B CKOOKaxX yKa3bpIBaeTcs: «(1o cucKy)y». Hampumep:

PykoBoauTesnsaM JOIIKOIBHBIX
00pa30BaTeNIbHBIX YUPEKICHUN
Yeuenckoit PecrryOnuku

(o crucky)

Cnucok pacchbUIKH COCTABIISIETCS UCIIOTHUTEIIEM.

Ecnu nucbMo HarpasisieTcs B OpraHU3aluio WK JOJDKHOCTHOMY JIMITY U U1l CBEJICHUS E1e
POy OpraHM3aluil Ui TOJKHOCTHBIX JIMIL, 00lIee KOJIMYECTBO aJpecaToB HE JOKHO ObITh OoJiee
YETHIPEX, NPU 3TOM OCHOBHOM ajpecaT yKas3blBaeTCs NEPBBIM, Ci0BO «Komus» mepen BTOpBIM,
TPETbUM, YETBEPTHIM aJ[pecaTaMy HE I1eYaTaeTcs.

B cocrtaB pekBu3uTa «Anpecar» MOXKET BXOAUTh MOYTOBBIN aapec. DJIEMEHTHI IOYTOBOIO
aZpeca yKas3blBalOTCA B IOCIIEOBAaTEIbHOCTH, YCTAHOBICHHONW NYHKTOM 22 [IpaBui oka3zaHus
YCIIYT IOYTOBOM CBA3H:

a) JUIsl FOPUIUYECKOro JIHIa — MOJHOE WM COKpallleHHOe HauMeHOBaHHe (IIpU HaJU4UH),
JUIS TpaKJaHUHA — (PaMUIIUS, UMs1, OTYECTBO (TIOC/IEeHEE TIPU HAJTUYUK);

0) OaHKOBCKHE PEKBU3MTHI (AJI1 MOYTOBBIX MNEPEBOJOB, HAMPABISAEMBIX IOPUIUYECKOMY
JUIY WIA NPUHUMAEMBIX OT FOPUIUYECKOIO JIMIA);

B) Ha3BaHUE YJIHUI[bl, HOMEp JI0Ma, HOMEP KBapTUPBbI;

I') Ha3BaHHME HACEJIEHHOT'O MYHKTA;

1) Ha3BaHHE paloHa;

€) Ha3BaHHe PECIYOJIUKH, Kpasi, 001acTH, aBTOHOMHOTO OKpyra (00J1acTH);

’K) Ha3BaHHE CTPaHbI (151 MEKIYHAPOIHBIX TIOYTOBBIX OTHPABIEHUIN);

3) MOYTOBBIA UHJIEKC.

ITouTOBBIi agpec He yKa3bIBAETCS B JOKYMEHTAX, HAIIPABIIAEMbIX B BBICILIE OPraHbl BIAcTH,
BBIILIECTOSIIIINE OPraHU3alMU U MOCTOSHHBIM KOPPECIOHACHTAaM (3a MCKJIIOYEHUEM HalpaBICHUS
IHCEM yKa3aHHBIM ajJjpecaTaM B KOHBEPTAX C IPO3pauHbIMU OKHAMHU).

[Tpu oTmpaBke MUChbMa MO AIEKTPOHHOM 1MOYTe MITH (PaKCUMUIIBHOM cBsi3U (0€3 TOCBUIKH 10
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MOYTE) MOYTOBBIN aapec He yKazbiBaeTcs. [Ipu HEOOXOAMMOCTH MOXKET OBITh yKa3aH 3JEKTPOHHBIHA
anpec (Homep tenedona/daxca). Hanpumep:

MBY «HaumeHOBaHME OpraHU3alHmN»
DIIEKTPOHHBIN ajpec

2.41. I'pud yrBepkaeHHUS JOKYMEHTA MPOCTABISACTCS HA JIOKYMEHTax B IMPABOM BEpXHEM
yIiy TepBOro jucrta AokymMeHTa. CTpPOKM PEKBH3UTA BBIPABHUBAIOTCS IO JIEBOMY Kparo WU
LEHTPYIOTCSI OTHOCUTEIIBHO CAaMOM JIMHHOM CTPOKH.

[Tpu yTBepKIeHUHN TOKYMEHTa COOCTBEHHOPYYHOH MOJMUCKHIO JOHKHOCTHOTO JIHIA TP
yTBepkaeHuss coctouT u3 cinoBa «YTBEPXIAIO», nHauMeHoBaHUS JOJKHOCTH JIMIIA,
YTBEP)KIAIOMIETO JOKYMEHT, €ro MOANHCH, WHUIHAIOB, (aMUJIMKW W JaThl YTBEPKICHUS.
Hampuwmep:

YTBEPXIAIO

Hupexkrop MBOY
«Kypuanoesckas CLLI Ne2y
[Moanuce N.0. Gamunus
Jara

[Ipn yTBepkIEHUU TOKYMEHTa pPaCHOPSAUTEIbHBIM JOKYMEHTOM Tpu( YTBEPKICHHS
cocrour w3 cinoBa «YTBEPXJIEH» («YTBEPXIEHA», «YTBEPXJIEHblDy wmmn
«YTBEPXJIEHO»), cormacoBaHHOTO ¢ HaMMEHOBAaHHEM BHJa YTBEPKJAAEMOTO JIOKYMEHTa,
Ha3BaHUS BHJIA PACHOPSIUTEIBHOTO JTOKYMEHTAa B TBOPUTEIBHOM IAJIeKe, €ro JaThl, HOMEpA.
Harpumep:

(Permament) YTBEPXJ/IEH

npukazom MbOY

«kypuanoenckas CILI No2y

ot 05 cents6ps 2022 1. Ne 10

WJIH:
(ITpaBua) YTBEPXJEHbI
npukazom MBOY
«Kypuanoesckas
CHI N2y

ot 05.09.2022 Ne 9

HpI/I YTBCPXKACHUU JOKYMCHTA KOJUJICTHAJIIBHBIM, COBCHIATCIIBHBIM HJIM HWHBIM OpPraHoOM,
pelieHrss KOTOporo GUKCHUPYIOTCS B MPOTOKOJE, B Tpude YTBEPKICHUS YKa3bIBaeTCs,
HaMMEHOBAaHHE OpTaHa, JaTa ¥ HOMep MPOoTOoKoja (B ckoOkax). Hampumep:

(ITomoxxerne) YTBEPXJIEHO
Komuccueii (coetom) ...MBOY

«Kypuanoesckas CILL No2y
(mpotokon ot 05.09.2022 Ne 1)

2.42. 3aronoBoK K TEKCTY — KpaTKoe COAepKaHHe NOKyMeHTa. Eciii 3arojloBokK K TEKCTY
OTBEYAET Ha BOMPOC «0 4yeM?», OH HaunHaeTcs ¢ npesyora «O» («O06»). Ecnu 3aroloBoK K TEKCTY
OTBEUaeT Ha BOIPOC «4ero?», OH COCTABJSIET OJHO IIeJI0€ C Ha3BaHMEM BHJA JOKyMEHTA.
Hanpuwmep:

npuka3 (0 4€m?) 0 CO3JJaHUU aTTECTAITMOHHOW KOMHCCHH
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nUCHMO (0 uéM?) 0 IpeaOCTaBICHUH HH(OpMAINU

akT (4ero?) mpuema-repeaavn e

MPOTOKOJI (4ero?) 3aceIaHus FIKCIEPTHON KOMUCCUHI

3aroyioBOK K TEKCTY OpOopMIIsieTcsl MOJ] PeKBU3UTaMU OJIaHKa clieBa, OT TPaHUIIbI JIEBOTO
OJIS.

2.43. TekcT TOKyMEHTa COCTaBJISECTCS Ha TOCYIapCTBEHHOM si3bIke Poccuiickoit denepanuu
U TOCYAAapCTBEHHBIX si3bIKax YeueHckoil PecyObnuku B cooTBeTCTBUU cO cTarhsimu 12, 13 3akoHa
YP ot 25.04.2007 Ne 16-P3.

Tekct noxyMeHTa AOJDKEH OBITh COCTaBJIEH IPAMOTHO, SICHO, TOHATHO M IO BO3MOXKHOCTH
KpaTko. TekcT JOKyMEHTa JOJDKEH COJep’KaTh JOCTOBEPHYIO M aKTyalbHYI0 HH(OpMALHUIO,
JIOCTaTOYHYIO JUIsl IPUHATUS PELIEHUNM WM UX UCIOJHEHUS, HE JOJDKEH JONYyCKaTh Pa3IMYHBIX
TOJIKOBAHUH.

B Tekcre nokymeHTa, MOATOTOBICHHOM HAa OCHOBAaHWM 3aKOHOAATEJbHBIX WM HHBIX
HOPMATUBHBIX MTPABOBBIX AKTOB, paHEe U3JAAHHBIX PACHIOPSAUTEIBHBIX JOKYMEHTOB, YKa3bIBAIOTCS
UX PEKBU3UTHI:

HAaUMEHOBAaHHE JIOKYMEHTa, HAMMEHOBAHKE OpraHa BIAcTH (OpraHu3alvu), U3aBIiero(ei)
JIOKYMEHT, J1aTa JJ0KYMEHTa, PErUCTPALIMOHHBIA HOMEP T0KYMEHTA, 3ar0JIOBOK K TEKCTY;

HAaUMEHOBAHHME OPraHU3allMy WM JIOJDKHOCTHOTO JIMIIA, YTBEPAMBIIETO JOKYMEHT, naTa
YTBEPKACHUS IOKYMEHTA.

TekcT nOKyMeHTa MOXET coAepXaTh pas3Aelbl, MOApPa3/ieibl, MYHKTbI, MOIMYHKTHI,
HyMepyemble apaOckumu nudpamu. YpoBHEH pyOpHKanuu TEKCTa HE JOJDKHO OBITH Oojee
YeThIpex.

TekcT noOKyMeHTa U3JaraeTcs:

B TMpHKa3ax, W3JAaHHBIX EAMHOJIMYHO,— OT TIEPBOrO JIHMIA EJUHCTBEHHOIO YHCIa
(«..Mp U Ka3BblBaIioy);

B IIPUKa3ax, U3JJaHHBIX COBMECTHO C IBYMsI WJIM 00Jjiee OpraHu3alusiMy, — OT IEPBOro JIUIA
MHO’KECTBEHHOT'0 YUCIA (... TP U K a3 Bl B a € M»);

B MPOTOKOJAX 3aceaHMil — OT TPEThero Juia MHOkecTBeHHOro uucna («CJIYIIAJIN»,
«BBICTVYIIUIIN», «I TOCTAHOBWJIN» unu «PELLNIIN»);

B JIEJIOBBIX MHChbMaX, OGOpMIIEHHBIX Ha OnaHkax OpraHuzanuu,— OT TEpBOro JMIa
MHOKECTBEHHOr0 4ucia (IpocuM, HampaBisgeM, NpepiaraéM) WIM OT TPEThero JHIa
equacTBeHHOro uncna (MBOYVY... He Bozpaxkaer...», «MBOY... cautaer BO3MOXKHBIM...»);

B JIOKJIAJHBIX M CIYXEOHBIX 3alMcKax, 3asBJIEHUSX — OT MEPBOrO JHIA €JUHCTBEHHOIO
qucia («Ipoy...», «CYUTal0 HEOOXOAUMBIM...»);

B JIOKYMEHTax, yCTaHaBIMBAIOUIMX (yHKUMU (00S3aHHOCTH), MpaBa U OTBETCTBEHHOCTb
CTPYKTYPHBIX HOJpa3/IeIeHIH, KOIJIETHaIbHBIX OPraHOB, PAOOTHUKOB (T1OJI0KEHHE, MHCTPYKIINS),
a TaKXke CcojepXalllux ONUCaHWe CHUTyaluid, aHaiu3 (aKTOB M BBIBOJBI (aKkT, CIpaBKa),
UCTIONb3YyeTcs (popMa U3TI0KEHUS TEKCTa OT TPEThETo JIMLA €IMHCTBEHHOTO UM MHOKECTBEHHOTO
guca («crenuainucT (pabOTHUKN) OCYIIECTBIISIET (DYHKITHH...», KKOMUCCHSI IPOBENA TPOBEPKY...»).

IIpy moAroToBKE TEKCTa JOKYMEHTa cjenyeT coOJroAaTh IpaBUjia HalHUCaHUS
OoQUIMaATbHBIX HAUMEHOBAHUN, YUCTUTENbHBIX U €IMHUL] U3MEPEHHUS.

B TekcTax OKyMEHTOB yMOTpeOISIOTCS OOLenpuHsThe ab0peBraTypsl U rpaduueckue
COKpAILEHUS.

ITpu yka3aHuu B TeKCTe (haMUINK JIUIAa HHUIMAJIBI CTABATCS MOCIe (aMHUITUH.

B nenoBeix (ciy:ke0HBIX) MMCbMAaX UCIOIb3YIOTCS:

BCTYIUTENbHOE OOpalleHue:

YBaxaewmslii rocniouH Ilpencenarens!
YBakaeMblii rociogH MunucTp!
VBaxxaemblil rocnonaud MBaHos!
VYBaxkaemast rocnioka [lerposa!
VYBaxaembiii Ban [lerpoBuy!



11

VBaxaemast Auna HuxosaeBHa!
VBaxkaemble rocrnojaal

3aKIIOunTeNbHAs 3TUKeTHAs dpasza: «C yBaxKeHHEM, ...».

HanmeHnoBan#e 1OMKHOCTH B 00paIlleHUH MUIIETCS ¢ IPONUCHON OYKBBI, B OOpAIICHUH T10
baMuIMKM HHUIUABI JIMIA HE YKA3bIBAIOTCA.

2.44. OtMeTKa O TMPUJIOKEHUH COJEPKHUT CBEIACHUS O JOKYMEHTE (JIOKYMEHTax),
[IPUJIaraeMoM K COMPOBOIUTEIHHOMY MUCHEMY, HHOMY HH()OPMALIMOHHO-CIIPABOYHOMY JIOKYMEHTY,
WIA O TOM, YTO JOKYMEHT SIBJISICTCS MPHJIOKEHUEM K OCHOBHOMY JOKYMEHTY (HOPMATHBHOMY,
paclopsiANTEILHOMY WK HHOMY).

B compoBomuTeNbHEIX THChMaX W IPYTHX HHPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTAX
OTMETKAa O MPWIOKEHUH OGOPMIISETCS MOJ TEKCTOM OT TIPaHUIbl JIEBOTO MOJS CJEIYIOIIUM
o0pazoM:

€CJIM MIPUJIO’KEHHE HAa3BaHO B TEKCTE:

[Ipunoxenue: Ha 2 1. B 1 2K3.
€CJIM MPUJIO’KEHNE HE Ha3BaHO B TEKCTE WJIM €CJIU MPHUIIOKEHUH HECKOJIBKO:
[Tpunoxenue: 1. [lonoxxeHne 0 KOMUCCHUH... Ha 5 1. B 1 9K3.
2. CmpaBKa 0 KaJIpOBOM COCTaBe YTIpaBJIE€HUS PETHOHAIBHOTO KPEIUTOBAHUS
Ha 2 1. B | 3K3.
€CJIM MPUJIOKEHKE (TTPUIIOKEHUST) COpOITFOpOBaHO(bI):
[Ipunoxenue: B 2 3K3.

HpI/IJ'IO)KeHI/ICZ 0T4eT 00 OCHOBHOM ACATCIIBHOCTU B 2 9K3.

€CIM JTOKYMEHT, SIBISIOIIMNCA MPUIOKEHUEM, UMEET NMPUIIOKEHHUS C CaMOCTOATEIbHOU
HyMepaluen CTpaHuIL:

[Tpunoxxenue: norosop okazanus yciayr ot 05.09.2018 Ne 32-17/72 u npusnoxeHusi K Hemy, BCETo
Ha 7 IL

€CIIU MUChbMO HAIPABISETCS HECKOJIBKMM ajipecaraM, a JOKYMEHT-TIPUIIOKEHUE TOJIBKO
HIepBOMY ajipecary:

[Tpunoxenue: Ha 3 1. B 1 3K3. TOJIBKO B MEPBBIN aJIpec.

€CIIN TMPUITOKCHUEM SABJIAIOTCA JOKYMCHTEHI, 3allUCAHHBIC Ha q)HSI/I'—IeCKI/I 000CO0ICHHBIN
3HeKTpOHHBII>'I HOCHUTCIIb:

[Tpunoxxenne: DVD-R B 1 7k3.

[Ipu sToM Ha BKiIajbIlie (KOHBEPTE), B KOTOPBIA MOMENIAETCS] HOCUTEIb, YKA3bIBAIOTCS
HaWMEHOBAHMS JIOKYMEHTOB, 3alMCAaHHBIX HA HOCHUTEIb, UMEHA (paitioB, 00beM B OaiiTax.

B pacnopsimuTenpHBIX JAOKYMEHTaxX (MpUKas3ax), JOrOBOpax, IMOJIOKCHUSX, IMPaBUIIAX,
MHCTPYKIUAX U APYTUX JOKYMEHTaX OTMETKa O MPUIIOKEHUH 0OpMIISIETCS CIeIyIoIIUM 00pa3oMm:

B TEKCTE€ JOKyMEHTa MpU MEPBOM YHNOMHUHAHUU JOKYMEHTA-TIPUJIOXKEHHUS B CKOOKax
yKa3bIBaeTCs: ...(MPHIOKEHHE) WIH ... (puiioxenue 1), ... (mpunoxerue Ne 1);

Ha TIEPBOM JIMCTE JOKYMEHTA-TPUIIOKEHHSI B IPAaBOM BEPXHEM YTy YKa3bIBAETCS:
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[Tpunoxenue Ne 2

K npukazy MbOY
«Kypuanoesckas CII No2y»
ot 15.10.2022 Ne 18

Ecim  npuioxkeHueM K pacloOpsAMTEIBHOMY — JOKYMEHTY  SBJISIETCS  JIOKQJIbHBIN
HOPMATUBHBIM aKT WJIM UWHOW JOKYMEHT, YTBEp)KIAeMblidi JaHHBIM PacCHOPSAUTEIbHBIM
JOKYMEHTOM, Ha TIEPBOM JIMCTE TIPUIIOKEHUS TIPOCTABIISICTCS OTMETKA O MPUIIOKEHHUH (03 CCHUTKU
Ha PaCHOPSAUTEIbHBIA JTOKYMEHT) U TpUd YTBEPKICHHS, B KOTOPOM YKAa3bIBAIOTCS JlaHHBIE
pPacopsIUTENILHOTO JOKYMEHTA, KOTOPBIM YTBEPKICH IOKYMEHT-TIpuioxenue. Hampumep:

[Tpunoxenue Ne 1

YTBEPX/JIEHO
npukazom MBOY

«Kypuanoesckas CILL Ne2»
ot 18.10.2022 Ne 21

2.45. T'pud cornmacoBaHus TPOCTABISCTCS HA JOKYMEHTE B CIIydae €ro BHEIITHETO
coriacoBaHusi (coriiacoBaHHe C OpraHaMH BIACTH, WHBIMH OpPraHU3alUSMH, IOJKHOCTHBIMH
JTUAMU).

I'pud cornacoBanus B 3aBUCUMOCTH OT BHIa JOKYMEHTa U 0COOEHHOCTEM ero opopmiieHus
MOJKET TIPOCTABJISATHCS:

Ha TEpPBOM JIUCTE JOKYMEHTa (€ClIM JOKYMEHT MMEeT TUTYJbHBIA JIUCT,— Ha TUTYJIHHOM
JUCTE) B JIEBOM BEPXHEM YIJIy Ha ypOBHE Trpuda YTBEPKICHUS WU T0]] HANMECHOBAaHUEM
JIOKyMEHTa OJMKe K HIDKHEMY TIOJTIO);

Ha MOCJICTHEM JIUCTE JOKYMEHTA O] TEKCTOM;

Ha JIUCTE COTJIACOBAHUS, SIBJISIOIIEMCS] HEOTHEMJIEMOMN YacThI0 TOKYMEHTA.

I'pud cormacoBanus cocrout u3 cinoa «COI'JIACOBAHOY, 1omxHOCTH JTUTIA, C KOTOPBIM
COTJIacoBaH JOKYMEHT (BKJII0Yasi HAMMEHOBaHHE OpraHU3allii), €ro COOCTBEHHOPYYHOM MOIUCH,
WHULIUAJIOB, (haMUJTUH, AaThl corjacoBanus. Hampumep:

COTI'JTJACOBAHO

Munmctp oOpa3oBaHus U HAYKU
UYeuenckoit Peciybmnuku
[Tognuce N.0. Oamunus
Jara

Ecmu cormacoBaHue OCYIIECTBISIETCS KOJUIETHAIBHBIM, COBEIATEIBHBIM WM HHBIM
OpraHom, B rpu¢e coriacoBaHMs yKa3bIBalOTCS CBEJIEHHs 00 OpraHe, COTrJacOBaBIIEM JIOKYMEHT,
Jate W HOMEpe TIPOTOKOJAa, B KOTOPOM 3a(UKCHPOBAHO pEUIeHWE O coriacoBaHuu. Ecmm
COIJIACOBAHME OCYIIECTBISIETCS IHCbMOM, YKa3blBalOTCA BHUJA JOKYMEHTa, HaUMEHOBaHHE
OpraHu3aIliy, COTJIACOBABIIEH TOKYMEHT, 1aTa U HoMep nuchma. Hampuwmep:

COT'JTIACOBAHO
DKCIEePTHO-MPOBEPOUHON KOMUCCUEN
(OIIK) ApXuBHOTO yIpaBJICHHS

[TpaBuTenscTBa Yeuenckoit PecriyOnuku
(mpotokoi ot 25.11.2022 Ne 11)

COI''TACOBAHO
nucbMoM MuHuCTepcTBa 00pa3oBaHUs
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u Hayku YeueHckoi PecryOnmku
ot 28.09.2022 Ne 16

2.46. BuyTpeHHee coriiacoBaHue JOKyMeHTa oopmisieTcs: BU30oid. Bu3a BeIpakaeT MHEHHE
JU1A, BUBUPYIOIIETO MPOEKT JOKYMEHTA, U BKJIIOYAET: IOJDKHOCTB JIMIIA, BU3UPYIOIIETO JOKYMEHT,
MOJIHUCH, PAaCHIM(PPOBKY NOANUCH (MHUIMANBI, (paMUIIUIO) U 1aTy BU3UpoBaHus. Hanpumep:

3amecTuTeNnbh TUpEeKTOpa Mo yueOHoi padbore
IHoanuce N.0. Gamunusa
Jara

[Ipu Hanuuuu 3aMeyaHuil K TOKYMEHTY BU3Y O(DOPMIISIOT CIIEeIYIOIINM 00pazoM:

3amMevaHus IPUIIaratoTCsl.
3amecturens qupekropa no UKT
IToamuce N.0. ®amunug
[ara

B noxymeHnTax, MOAJIMHHUKN KOTOPBIX XPaHATCS B OpraHU3allMM, BU3bl IPOCTABIISIOT Ha
HOCJEIHEM JMCTe JIOKYMEHTa MOJ MOANUCHI, HAa O00OpOTEe MOCIEIHEro JUCTa MOJIMHHHUKA
JIOKYMEHTa WJIM Ha JINCTE COIIacCOBaHUS (BU3UPOBAHUS), IPUIIAraeMOM K JOKYMEHTY.

B ucxomdmmx JOKyMEHTax BM3bl IIPOCTaBISIIOTCS HAa OK3EMIUIpaX JOKYMEHTOB,
IIOMEIIAEMBIX B JIEJI0.

ITo yemoTrpennto Opranuzanuu MOXKET IPUMEHATHCS MTOJIMCTHOE BUSUPOBAaHUE JOKYMEHTA
Y €r0 IIPUIIOKEHUH.

CornacoBaHue MpPOEKTOB JOKYMEHTOB (BHEIHEE, BHYTPEHHEE) OCYILIECTBISETCAd B
cooTBeTcTBUH C nynktamu 4.1 — 4.11 nactosameit MucTpykuuu.

2.47. Iloanuck BKIOYAET: HAMMEHOBAHUE JOJDKHOCTH JIMLA, TIOJIUCHIBAIOIIETO JOKYMEHT,
€ro COOCTBEHHOPYUYHYIO MONKCH, MHUIIMANBI, pamunuto. Hanpumep:

Jupexrop IToanuce N.0. ®amunus

Ecmn noxymenT odopmiieH He Ha OlaHKe, B HAMMEHOBAHME JIOHDKHOCTH BKIIFOYACTCS
HaMMEHOBaHME opranu3anuu. Hampumep:

Hupexkrop MBOY «KVYpuanoesckas
cpeanss mkosa Ne2y [Toanuce N.0O. ®amunus

ITpu opopmiieHNH TOKyMEHTa Ha OJIaHKE JOJKHOCTHOTO JIMIA JOJDKHOCTh 3TOrO JIMIA B
MOJINCHU HE YKa3bIBAETCH.

IToamuce 1.0. ®amunusa
[Ipn moamucanvu JTOKYMEHTa HECKOJIbKMMH JIOJDKHOCTHBIMHU JIMIIAMH, 3aHUMAIOIIUMU
pa3HOE TOJOXKEHHE, WX TOJMHUCH PACIIOJAraroTCs OJHA IMOJ JPYyrol B MOCIEI0BATEIHHOCTH,
COOTBETCTBYIOLIEH cTaTycy AomkHOCTU. Hanpumep:
Jupexrop ITognuce N.0. ®amunus

3amectuTens gupekropa no BP TToamuce HN.0. damumnus

HpI/I noANMMCAaHUKU JOKYMCHTA HCECKOJBbKHMH JIMIAMHU PaBHBIX I[OJ'DKHOCTGﬁ UX IOAITHCH
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pacnoyiararotcst Ha ogHoOM ypoBHe. Hanpumep:

Hupextop MBOY Hupexrop MBOY
«Kypuanoesckas CII No2y «baun-tOprosckas CII No5»
[Moanuce N.0. Gamunus [Tonnuce N.0. ®amunus

B AOKYMCHTAx, IMOATOTOBJICHHBIX KOMHCCHCﬁ, B IOAIMNUCHU YKa3bIBACTCA CTATyC JIMLAa B
COCTaB€C KOMHMCCHH. Haan/IMep:

[Ipencenarenb koMuccuu TToamuce HN.0. dammnus
YjieHpl KOMUCCUU Tloamuce HN.0. damumnus
Tloamuce 1.0. damunusa
Iloamuce N.0. Gamunusa

[lpy noamHMCcaHWKM JOKYMEHTAa JIMIIOM, HCIIOJHSIONMM 00s3aHHOCTH PykoBoauTens,
noanuch 0hOpMIIIETCSl C yKa3aHHEM CTaTyca JOJDKHOCTHOTO JIMIA B COOTBETCTBUH C MPUKA30M
(pactiopspkerurem). Hammpumep:

H.o. nupextopa IToamnuce N.0. ®amunusa
WIH:

Wcnonssromuii 06s13aHHOCTH
JIUPEKTOpa ITognuce N.0. ®amunus

[Ipn noanmvcanum AOKYMEHTA JUILIOM, MMEIOIIMM IPaBO MOJIMKUCH B CIIy4a€ BPEMEHHOTO
OTCyTCTBHS PykoBoauTens, ucpaBiIeHUs] B HAUMEHOBAaHUE JIOJDKHOCTH U paciindpoBKy pamunuu
MOArOTOBJIIEHHOTO W  COMVIACOBAHHOTO TMPOEKTa JOKYMEHTAa BHOCIATCA OT PYKA WIH C
HCIIOJIb30BAHUEM COOTBETCTBYIOIIUX IITAMIIOB. He nomyckaercss CTaBUTh KOCYIO 4epTy, HaAIUCh
«3a» Tnepe]; HAMMEHOBAHUEM JIOJDKHOCTH JIMIA B IMOJIKCH, €CJIH TOKYMEHT MOAMUCHIBAET WHOE
JOJDKHOCTHOE JIUIIO.

2.48. OTmeTKa 00 3JIEKTPOHHOMN MOANMCH UCHOIB3YETCS JUIsl BU3yalu3aluu 3JIEKTPOHHOMN
MOJMUCH TOJyYyaTeeM TOKYMEHTa MpU OOMEHE SJEKTPOHHBIMH JOKYMEHTaMU, MOAMUCAHHBIMU
YCUJIEHHOU KBaIM(QUIIMPOBAHHOMN AJIEKTPOHHOHN MOIHUCHIO.

B cootBercTBHU ¢ 3aKk0HOMaTENbCTBOM Poccuiickoii Deaepanuu 0TMETKa 00 IIEKTPOHHON
noAnucH (GopMUpYyeTCS W BU3YAIM3UPYETCsl MPOTPAaMMHBIMU cpefacTBamu. OTMeTka 00
AIIEKTPOHHOM MOAMHUCH BKIIOYaeT Ppasy «/JoKyMeHT moanucan 3JIeKTPOHHOM TOMUCKHIO», HOMEP
ceprudurKaTa KJIH0Ya MIEKTPOHHON MOANUCH, (aMUIIUIO, UMSI, OTYECTBO BIaJeiblla cepTudUKaTa,
CPOK JeicTBUS cepTUudUKaTa KIo4a dJIeKTpOoHHO nmoanucu. Hanpumep:

JOKYMEHT IOATINCAH
BJIEKTPOHHOM MTOAITUCKIO
JlupexTtop Cepruduxar lall1aaa000000000011 N.0O. ®amunus
Bnagenen ®amunusa Ums OtaecTBO
Heiicteurenen ¢ 09.01.2022 o 10.01.2023

[Moanucanue (yTBep>KIAeHUE) JOKYMEHTA OCYILIECTBIISIETCSI B COOTBETCTBUU C ITYHKTOM 2.47
Hacrose Mactpykuuu.

2.49. Tleuath 3aBepsieT MOUIMHHOCTH TOAMKUCU JOJDKHOCTHOTO JIMIA HA JTOKYMEHTaX,
YIOCTOBEPSIONIUX MpaBa Jull, GUKCUPYIOMUX (aKThl, CBSI3aHHBIE C (UHAHCOBBIMU CPEICTBAMHU, a
TaK)K€ Ha MHBIX JOKYMEHTaX, MPEAyCMATPUBAIOIINX 3aBEPEHUE MOJIIUCH NTeYaThl0 B COOTBETCTBUU
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¢ 3aKkoHOJaTenbCcTBOM Pocculickon denepanumu.

JlokyMeHThl 3aBepsAroT nedarbio Opranuzanuu. [ledats mpocraBisercsi, HE 3aXBaThbIBas
CcOOCTBEHHOPYUYHOM MTOANNCH JIMLIA, TOANUCABILEr0 JOKYMEHT, WM B MecTe, 0003HaueHHOM «MII»
(«Mecto meyatn).

2.50. OTmeTka 00 MCHONHUTENE BKIOYAET (PaMHIIMIO, UM U OTYECTBO (IPU HAJIMYHN)
UCNONHUTENA, HoMep ero TtenedoHa. OTMeTka 00 UCHONHUTENE MOXET JOMOJHATHCS
HaMMEHOBAHUEM JIOJDKHOCTH M 3JIEKTPOHHBIM apecoM HcnosHuTenss. OTMeTka 00 MCIOIHUTENe
oopmisieTcs Ha JUIEBOM CTOPOHE MOCIEIHEro JINCTa JOKYMEHTa OT IPaHHULIbI JIEBOTO MOJIS WIIH,
MIpU OTCYTCTBUU MECTa,— Ha 00OPOTHOM CTOpPOHE JIuCTa BHU3Y cieBa. Hampumep:

Wnpun Unea Uneny, nenonpon3BoauTeNb
(928) 222-22-22, llyin_lv@techno.ru

OTMeTka 00 HCIIONHUTENE MOXET O(OPMIIATHCS KaK HIDKHUI KOJIOHTUTYN M TI€YaTaThCs
HIPUGPTOM MEHBIIETO pa3Mepa.

2.51. OT™meTKa 0 3aBepeHUH KOITUU 0QOPMIISIETCS AJ1s TOATBEPKACHHSI COOTBETCTBUS KOITUU
JOKyMEHTa (BBIMUCKU M3 JOKYMEHTAa) MOAJUHHUKY AOKyMeHTa. OTMETKa O 3aBEpeHHMH KOIHH
NPOCTaBISETCS Ha CBOOOJHOM OT TEKCTa MECTE WJIM, IPU OTCYTCTBHM CBOOOIHOTO MECTa Ha
JIMIIEBOI CTOPOHE IOKYMEHTA, Ha 000pOTE JOKYMEHTA U BKITIOYACT: CIIOBO «BepHO», HAMMEHOBaHUE
JOJKHOCTH JIMIIA, 3aBEPUBIIETO KOIHIO; €0 COOCTBEHHOPYUYHYIO MOANHKCH; PACIIU(PPOBKY MTOATACH
(uHMLIKMATBL, AMUIIHIO); ATy 3aBEPEHUS KOMHUH (BBIMUCKHU U3 TOKYMEHTA).

Ecnu xonus BbIAaeTCst A7l MPEACTABICHUS B IPYTYIO OPTaHU3AIMI0, OTMETKA O 3aBEPEHUH
KOTIMH JIOTIOJIHSICTCSI 3aITMChI0 O MECTE XPaHEHHS JIOKYMEHTA, C KOTOPOTro ObljIa H3rOTOBJICHA KOITHS,
¥ 3aBepsIeTCs MevaThio opranu3anun. Hanpuwmep:

[Mommuunuk gokymenTa Haxoautces B MBOY «Kypuanoesckas CII No2y. Ne 02-05 3a 2022 r.

Bepno
JenonpousBoaureinb IToanuce N.0. ®amunus
Hara [Teuars

Ha xonusx MHOTOCTpaHWYHBIX JJOKYMEHTOB OTMETKA O 3aBEPEHUH KOIIUU MTPOCTABISIETCS Ha
Ka)KJIOM JIUCTE JIOKYMEHTA WJIM Ha MTOCIEAHEM JINCTE IPOIIMTOIO WU CKPEINIEHHOTO HHBIM 00pa3oM
JIOKYMEHTA. 3alIUCh O MECTE HaX 0 ICHUS ITOJJINHHUKA IPOCTABIIAETCS TOJIBKO Ha ITOCIETHEM JINCTE
JIOKYMEHTA.

Jlnst 3aBepeHUs] KOMUHU JOKYMEHTA, HM3TOTOBJICHHOM Ha OyMa)XHOM HOCHTEJE, MOXET
MCIIOJIb30BATHCS IITAMII.

Komuu  9MEeKTpOHHBIX  JOKYMEHTOB,  HalpaBIsSIeMbIX MO  HWH(OPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHON CETH, 3aBEPSIFOTCS JIEKTPOHHOM oaAnucero PykoBoaurens Opranuzannn
WIM WHOTO YIOJHOMOYEHHOTO MM JMIAa W BBICBUIAIOTCS IIOJIy4aTENIl0 C COINPOBOAUTEIBHBIM
MUCHEMOM B (POpME 3JIEKTPOHHOTO IOKYMEHTA.

Konuu 371eKTpOHHBIX JOKYMEHTOB Ha (U3UUECKU 000COOICHHBIX HOCUTEINSAX BBICHUIAIOTCS
MOJIyYaTEeINto ¢ COMPOBOIUTENHHBIM MUCHbMOM Ha OyMaKHOM HOCHUTEJNE.

B conpoBonUTENBHOM NUCHME K KOTMSIM 3JIEKTPOHHBIX JTOKYMEHTOB YKa3bIBACTCSI:

HauMEHOBaHHE NH()OPMALIMOHHON CUCTEMBI, B KOTOPON XpaHATCS TOKYMEHTHI;

HaMMEHOBAaHMsI IOKYMEHTOB, KOIIMHM KOTOPBIX HAIPABIIAIOTCS MOJIy4aTeNo;

Ha3BaHUA (alIoB JOKYMEHTOB C yKa3zaHueM (GopMaToB ¢aiioB U oObemMa KaKI0To Qaiina
B OaliTax;

JaTa U3rOTOBJICHUS U 3aBEPEHUs] KOITHH.

[Tpu sTOoM Ha pu3mIecKkr 000COOIIEHHOM HOCHUTEIE HECMBIBAEMBIM MapKEPOM YKa3bIBACTCS:
«[Ipunoxxenue kK mucbMy ot (mata) No ... ».

Konust 37eKTpOHHOrO OKYMEHTa, NpPEACTaBICHHAs B BUJE JOKYMEHTa Ha OyMa)kKHOM



16

HOCHTEJIE, 3aBEPSICTCA B IOPAAKE, YCTAHOBICHHOM HacTosed MHCTpyKmen s 3aBepeHus KOIUi
JOKYMEHTOB Ha OyMaXHOM HOCHUTEJE, C YKa3aHUEM, B KaKOi MH(POPMAIIMOHHOM CUCTEME XPaHUTCS
AJIEKTPOHHBIN JOKYMEHT.

2.52. OTtmeTka O TIOCTYIUICHMH JOKYMEHTa CIYXKUAT JUIsi TOATBEPXKACHHUS (dakTa
MOCTYIJICHUsT JOKYMEHTa B OpraHU3aldi0 M BKJIKOYACT JIaTy TMOCTYIUIGHHS M BXOISIINI
pPErUCTpallMOHHBIA HOMep AoKyMeHTa. [Ipm HEeoOXOAMMOCTH OTMETKA O MOCTYIUIEHUU MOXKET
JIOTIONTHATHCS YKA3aHUEM BpPEMEHHM IOCTYIUICHHS JOKyMEHTa B 4Yacax M MHHYTax M crocoba
JIOCTAaBKH JIOKYMEHTA.

OTMeTKa 0 OCTYIJICHUH JOKYMEHTa MOKET MPOCTABIISITHCS C TOMOUIBIO IITAMIIA.

2.53. Pe3omronus 10KHA COACPKATh YKa3aHUE MO MCIOJIHEHUIO TOKyMeHTa. Pe3omtonms
opopmisieTcss Ha CBOOOJHOM MeCTe pabouero MoJis JOKyMEHTa, Ha OJaHKe Pe30JIOLUUU WIIH
BHOCHTCSI HETIOCPEJCTBEHHO B CUCTEMY JIEKTPOHHOT'O JIOKYMEHTO000POTA.

Pesomonnst mommkHA BKITIOYATH: (DaMMIIMIO, MHUIUANBI MCIIOJHUTENS (MCTIOJTHUTEINEH),
MOpYyUYEHHUE MO JOKYMEHTY (KOHKPETHOE 3a/laHue M0 UCIIOJIHEHUIO TOKYMEHTa Wi (POpMyITHpPOBKa
LEeIU PacCMOTPEHUs] JOKYMEHTa), IpU HEOOXOAMMOCTH - CPOK HCIIOJIHEHUs, IMOANUCH JIMLA,
BBIHECILIETO PE30JIOLHIO0, AATy PE30IIOIHIH:

®amunug U.0., Gamunusa 1.0.
[Ipoury moAroToBUTH NPEINIOKEHUS
k 10.02.2022 Tloanwuch

Jara

Cpox WCIOJHEHUS TMOpPYYEHUs HE JOJDKEH YKa3blBaThCs, €CIM OH Ha3BaH B TEKCTE
MOCTYIUBIIETO TOKyMEHTa U PykoBoauTens He cuuTaeT HEOOXOAUMBIM H3MEHUTH €T0 B CTOPOHY
COKpALICHUS WM SBJISAETCS THIIOBBIM JUISl TJAHHOTO BU/IA IOKYMEHTA.

[lpr yka3zaHMM HECKOJBKHX WCIIOJHUTENEH (aMUIisi OTBETCTBEHHOTO WCIIOTHHUTEIS
yKa3bIBAa€TCs MEPBOM, MOAUYEPKUBAETCS UM 0003HAYAETCS CJIOBOM «OTB.» («(OTBETCTBEHHBII).

2.54. OTMeTKa O KOHTpPOJE CBHJIETEIHCTBYET O IMOCTAaHOBKE JOKYMEHTa Ha KOHTpOJb,
npocTtasisiercs mramnoM «KoHTposb» Ha BepXHEM MoJIe JOKYMEHTA.

2.55. OTMeTKa 0 HalpaBJICHUH TOKYMEHTA B JI€I0 ONPEAEIIeT MECTO XpaHEHHUS JOKYMEHTa
nocJje 3aBeplieHns paboThl ¢ HUM M BKJIIOYaeT: cioBa «B 1eno», nHAeKce ena no HOMEHKIAType
Jie7, B KOTOpOE TOMEIIaeTcs JOKYMEHT Ha XpaHEHHWe, ¢ yKa3aHHEeM Troja, JODKHOCTH JIMIA,
o(opMHUBIIETO OTMETKY, OAMUCH, AaThl. Hanpumep:

B neno Ne 01-05 3a 2022 r.
Jlenonpon3BoIUTEIb
[Toanuck [ara

OtmMmeTKa o HaIllpaBJICHUU NOKYMCHTA B ACJIO MOXCET JOIIOJHATHCA KPAaTKUMH CBCACHUAMUA O
XapaKTEpeC UCIMOJTHCHUA TOKYMCHTA.

I11. IloaroroBka u odgopmiieHue 0TAeIbHBIX BU0B JOKYMEHTOB

3.1. JloxaneHpie HOpMaTuBHBIC akThl (manee — JIHA) Opranusamuu w3garoTcs B BUIE
MIPaBUII, MTOJOXKEHUH, UHCTPYKIIUH, PETTIAMEHTOB, TIEPEYHEH U IPYTUX BUIOB JOKYMEHTOB(00paselr
oopmitenust JIHA Ha npumMepe MoJI0KSHUs TIPUBEICH B MPUJIOKeHHH Ne 4).

JIHA npuoOpeTaroT IOpUANYECKYIO0 CHIIYy IOCIE€ HX YTBEPKIACHHS DPACIOPSIUTEIHHBIM
JOKYMEHTOM (TPUKA30M) WM HEMOCpeNCTBeHHO PykoBomutenem OpraHm3anuud Ju0O0 HHBIM
YIOJTHOMOYEHHBIM UM JIMLIOM.

PaboTauku Opranuzanuu He Bipase u3gaBath JIHA.

3.2. JIHA moryT ObITh:

MIOCTOSIHHO JIEHCTBYIOMUMU (6€3 OrpaHUYEeHHS CPOKA UX MPUMEHEHUS);

BPEMEHHBIMU (JIEHCTBYIOIIMMH B TEUEHHE YKa3aHHOTO B HMX CPOKa WM JO0 HACTYIUICHUS
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OTIPEICIEHHOTO COOBITHS).

3.3. OcHoBauueM s uznanus JIHA asnsarorcs:

3aKOHOJATEIbHbIE U UHBIE HOPMATUBHBIE NTpaBoBbIe akThl Poccuiickoit denepannu (ykasbl
u pacnopspkenusa Ilpesuaenta Poccuiickoit ®denepanyu, MOCTAHOBJIEHUS W PACHOPSHKEHUSA
[TpaBuTenscTBa Poccuiickoit denepannu, akTol GeaepanbHbIX OPTaHOB UCTIOIHUTEIBHOM BIACTH);

3aKOHOJATEIbHbIC U MHBbIE HOPMATHUBHBIE ITPaBOBbIE akThl YeueHckoi PecriyOmmku;

HOpPMAaTHBHBIE TIPABOBBIE aKThI OPTaHOB TOCYJapCTBEHHOM BiIacTu Yeuenckoi PecrryOnuku;

panee uznannble B Opranuzanuu JIHA w/unu pacriopsauTenbHbIe TOKYMEHTHI.

3.4. JIHA u3natorcs B LeNAX:

YCTaHOBJICHUSI HOpPM, TpeOOBaHU, MpaBWJI B OTHOLIEHUH NpeaMeTa HOPMATHBHOIO
pEryJINpOBaHUsL, PaHEE HE SBJISBLIEMCS IPEAMETOM PEryJIUPOBAaHUS B OpPraHU3alNY;

W3MEHEHHUS CYIIECTBYIOIIMX HOPM, TpeOOBaHUM, TMpaBWi, YCTAaHOBJICHHBIX paHee
W3JIaHHBIMA HOPMaTUBHBIMU JOKYMEHTaMU;

OTMEHBI paHee YCTAaHOBIEHHBIX HOPM, TpeOOBaHUH, MPaBUIL.

3.5. Ilpennoxenue o pa3padotke mpoekta JIHA BHOCHUTCS TOJDKHOCTHBIM JIMIIOM
(pabotHukom) OpraHnusaiui.

3.6. JIHA paspabarbiBaeTcs B cliydae, eCliu:

UMeeTCsl Yy4acTOK paboThl (BOMPOCH! NEATEIbHOCTH), HYKIAIOMIMICS B HOPMAaTHBHOM
peryinupoBaHuH;

TpeOyeTcsi BHECEHHE 3HAYUTENILHOTO KOJIMYeCTBa U3MEHEHHI B paHee MpUHATHIN JIHA;

BBISIBJIEHO Heckouibko JIHA, perynupyromux cMexHble BOIPOCHI, KOTOPBIE LieJIeco00pa3Ho
00BEAMHUTD B OJUH JJOKYMEHT.

Axrtyanu3anus pasee npuHATHIX JIHA. ocymiecTBisieTcst yepe3 BHECEHHE B HUX U3MEHEHU .

3.7. Ilpemnoxenue ¢ O0OOCHOBaHMEM HeoOXoauMMOCTH pa3paboTku HoBoro JIHA
MPEACTABISIETCS JIOJDKHOCTHBIM JIUIIOM (paboTHHKOM) PykoBoautenmto Opranuzamuu B dopme
JIOKJIA/THOM (CITy>keOHOI1) 3aITUCKH, B KOTOPOI U3NaraeTcs:

BOIIPOC, TPEOYIOUIMI pellIeHus, ¢ U3JI0)KEHUEM OCHOBHBIX HAIpaBJIEHMH, CIIOCOOOB €ro
peleHus;

MIPOTHO3  TOCJEJICTBUN NPUHATHS HOPMATUBHOTO JOKYMEHTA; OpraHu3allOHHbIE,
KaJ[poBble, ((MHAHCOBBIE, MATEPUAILHO-TEXHUUYECKHE U HHbIE MEPOTIPUATHS, KOTOPbIE HEOOXOMMO
OyJeT MPOBECTHU B CBA3M C IPUHATHEM HOPMATUBHOI'O TOKYMEHTA,

nepeueHp paHee uzgaHHbIXx JIHA, moanexamux OTMEHE B CBSI3M C W3JAaHUEM HOBOTO
HOPMAaTUBHOTO JIOKYMEHTA;

npeJularaeMblii CpoK JiIsl pa3pabOTKU MPOEKTa HOPMATUBHOTO TOKYMEHTA.

3.8. CornacoBanue npoektoB JIHA ocymiecTBisieTcst B COOTBETCTBUU C myHKTamu 4.1 - 4.13
HacrosAwe Macrpykuuu.

3.9. JIHA ytBepxkaaercs npukazoM PykoBoauTens, €clii OMTHOBPEMEHHO C YTBEPKICHUEM
HOPMAaTHUBHOTO JIOKYMEHTa HEOOXOAMMO TMPHHATH MeEpbl OpraHU3allMOHHOTO, (PUHAHCOBOTO,
TEXHUYECKOT0, KaJpOBOTO WJIM MHOIO XapakTepa M JaTh COOTBETCTBYIOIIME MOPYYEHUS
JIOJDKHOCTHBIM JinaM (paboTHukam) Opranu3aiim, a Takxke €Clid He00X0AUMO BHECTH U3MEHEHUS
WJIU IIPU3HATh YTPATUBIIMMHU CHITy paHee yTBepkaeHHbIe JIHA.

3.10. Usmenenus B JIHA u ormena JIHA odopmusiorcs mnpukazom PykoBoautens
Opranuzaiuy Wik HHOTO JOJKHOCTHOTO JIMIA, TPUHUMAIOIIETo perienrne 00 yreepxaenun JIHA.

N3menenus B JIHA u otmena JIHA, yTBep:kIeHHbIE HETTOCPEICTBEHHO COOCTBEHHOPYYHOM
noanuceio PykoBoauresnss OpraHu3anuy WK UHOTO YITOJHOMOYEHHOTO UM JIOJKHOCTHOTO JIULIA B
rpude yTBepKIeHUs, BHOCITCS MPUKA30M, U3/laBaeMbIM PykoBoautenem Opranu3zaiiy Uil HHbIM
YIOJTHOMOYEHHBIM UM JTOJIKHOCTHBIM JIUI[OM.

3.11. B Tekcre mpukasza 00 yTBepxkIeHUH, U3MeHeHNH wiu otMeHe JIHA ucnonb3yrorcs
(bOpPMYTUPOBKU:

npu yrBepxaeHuu HoBoro JIHA: «YTBepauts (HasBanue JIHA)» wunu «YTBepauThb
(na3Banue JIHA) u BBectH B aeiicTBue ¢ (narta)». Hanmpumep:
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1. VrBepauts IlonoxeHne o JIOKaJIbHBIX HOPMATHUBHBIX akTaX MyHHIMIAIBHOTO
0ro/1KETHOT0 0011e00pazoBaTeabHOro yupexxaeHus «KypuanoeBckas cpeasss mkosua Ne2y

WUJIn:

1. YrBepauts lllTatHOE pacnucanne MBOY «Kypuanoesckas cpeansis mkosa No2y Ha 2023
TOJl ¥ BBECTH ero B neiictBue ¢ | saBaps 2023 1. (mpuitokeHue).

IIpY BHECEHUU U3MEHEHMM B paHee yTBepkaeHHbI JIHA: «BHecTn n3meHeHnus B (Ha3BaHue
JIHA). Hanpumep:

1. Buectu cnenyrommue n3menenus B llltatHoe pacnucanue Ha 2023 roj, yTBep)ACHHOE
npukazoM MBOY «Kypuanoesckas cpenusist mkomna No2y ot 25 nexadps 2022 r. Ne 25: ...

npu otMeHe paHee yreepxkaeHHoro JIHA: «IIpusnars yrpatusmmm cuiy (HazBanue JIHA),
yTBEp)KJIeHHOE ...». Hampumep:

4. IlpuzHath yrpaTuBmIMM cwily [lolokeHHEe O HEHOPMHUPOBAaHHOM pabodyeM JHE,
yrBepxkaeHHoe npukazoMm MBOVY «KypuanoeBckas cpennsis mkosna Ne2» ot 15.09.2022 Ne 12.

3.12.  OcHoBHbiMM pekBuzutamu JIHA dBisitoTca: HauMMEHOBAaHHWE OpraHU3alluy,
HalMEHOBAaHME BMJA JOKYMEHTa U 3arojloBOK K TEKCTy, COCTaBJSIOIIME OAHO Lenoe, rpud
YTBEPKACHUSI, JaTa, PETUCTPALIMOHHBIA HOMEpP, MECTO M3/1aHus JOKYMEHTA, TEKCT JOKYMEHTA.

Ecnu npoekt JIHA. siBiIsieTcss MHOTOCTpaHMYHBIM U K HEMY O(OPMIISETCS TUTYJIbHBIN JIUCT,
YKa3aHHBIE BbIIIE PEKBU3UTHI Pa3MEIIAIOTCS Ha TUTYJIBHOM JIHCTE.

3.13. HHdpopmamus crnpaBoyHOTO Xxapakrepa (Tpaduku, cxembl, TaOIULbI, (HOpMBI
JIOKYMEHTOB) odopMIsieTcs B BUae npuiioxkeHuid k JIHA.

Ha mnpunoxenusx x JIHA odopmusercs pekBU3UT «OTMETKa O MPUIOKEHUH» B
COOTBETCTBUU C IIyHKTOM 2.44 IHCTpyKIHH.

3.14. JIHA BcTynaer B CHILy B CPOK, YKa3aHHBIN B IIpUKa3e, KOTOPbIM yTBepkaeH JIHA, nnm
¢ natel yrBepxkaenust JIHA.

3.15. PacnopsinutensHble A0KyMeHThl OpraHu3zanuu u3gaioTcs B (GopMe NpUKa30B
(mputoxkenue Ne 6).

[Tpukassl u3aa0TCA B LETAX OPOPMIICHUS PELICHUH:

HOpPMAaTUBHOTO XapakTepa (ecau npukazom yreepxknaaercs JIHA wnm npunHumaercs
pelleHre OpraHu3allMOHHOIO XapakTepa, HampuMmep, MpHKa3 00 YTBEPKICHUU CTPYKTYphl H
HITaTHOM YncieHHOCTH OpraHu3aiun);

OpPraHMU3alIOHHOI0, AaJIMUHUCTPAaTUBHOIO, B TOM YMCJE OIEPaTUBHOIO XapakTepa IO
BOIPOCaM OCHOBHOM AesiTenbHOCTH OpraHu3aluu.

3.16. IIpoekTsl NpUKAa30B IO OCHOBHOW JEATENBHOCTH TOTOBAT JOJLKHOCTHBIE JMIA
(pabotHukn) OpraHu3alii Ha OCHOBaHUHM IOPYYEHUN PYKOBOJCTBA JIMOO B WHUIMATHUBHOM
nopsiake. OTBETCTBEHHOCTh 3a KAauE€CTBEHHYIO INOATOTOBKY NPOEKTa MpPHKa3a, COIVIACOBAaHUE U
IpaBWIbHOE O(OpPMIIEHHE MPOEKTa HECEeT OJDKHOCTHOE JIUIO (pabOTHUK), KOTOPBIH TOTOBUT
IIPOEKT MIPHUKa3a U MPECTABIISAET €r0 Ha MOANHKCH.

3.17. KoHTpons 3a MpaBUIBLHOCTHIO O(OPMIICHHS] MPOEKTOB MPHUKA30B OCYIIECTBISET
Jenonpounssoaurens Opranu3zanuu.

3.18. Ilpmka3el, wu3gaBaembie B OpraHu3anud, HE TODKHBI TPOTHBOPEYHTH
3akoHogarenbcTBy Poccuiickoit ®enepaunn, YcraBy OpraHusanui, JOKaJbHBIM HOPMAaTHBHBIM
axtaM OpraHusanuy ¥ paHee U3AaHHBIM Npuka3aM OpraHu3anyi.

3.19. IIpuka3sbl 10 OCHOBHOM JIEATEIILHOCTH U3IAIOTCS:

BO UCIOJHEHUE HOPMATHBHBIX IIPABOBBIX AaKTOB OPraHoB TI'OCYJapCTBEHHOM,
MYHHIIMIIAJIbHON BJIACTH U BBIIIECTOSAIINX OPraHU3aLnN;
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B LIEJSIX OCYILECTBIICHHUS YIPABICHUECKOW NEATENbHOCTH, BBITEKAIOMEH W3 (QYHKIUH H
3anay Opranu3zanuu.

3.20. Ilpuka3bl MO OCHOBHOM JAESTEIBHOCTU COCTABIISIIOTCS HA OCHOBE THIATEIBHOTO U
BCECTOPOHHETO M3YYEHHsI BOIIPOCOB, TPEOYIOUINX pa3peleHusi, 4ToObl coepKaliuecs B IpruKa3ax
NOpYYEHHUs1 ObUTM KOHKPETHBIMHU, 00ECTIEYNBATINCH JOCTATOYHBIMHA MaTePUAIbHO-TEXHUYECKUMU U
(UHAHCOBBIMU CpEACTBAMH MU B JalIbHEHIIEM MCKIIOYAIM HEOOXOIUMOCTh KOPPEKTUPOBKH
NPUHATHIX PEIICHHUH B CBS3U C HEMOJIHOTON WIIM HEJOPaOOTKON MpeAbLIYIIETro MPHKa3a.

3.21. Ilpukaser Opranuzanuu oGopMIISIOTCS Ha OJaHKEe MpUKa3a ¢ HMCIOJb30BaHUEM
CIIEYIOIINX PEKBU3UTOB: 3ar0JIOBOK K TEKCTY, TEKCT, IOAMNKCH. JlaTa U perucTpalMoOHHbIA HOMED
IIPUKa3a NPOCTABISAIOTCS MOCiIe NoANUcanus npukasza Pykosoaurenem Opranuzanuu.

3.22. 3arojoBOK K IIpUKa3zy IleyaTaeTcsd 4Yepe3 OJWH MEXKCTPOUYHBbIH HHTEpPBal I0A
pEeKBU3UTaMH OJlaHKa clieBa OT I'PAaHHUILIbI JIEBOro Mojs. Touka B KOHIIE 3aroJioBKa HE CTaBUTCS.
3arojoBOK K MpHKa3y (GopMymupyercs ¢ HpeioroM «o» («o00»), KpaTKo M TOYHO OTpaykas
cojiepaHue TekcTa npukasa. Hanpumep:

06 ytBepxxaenuu MHcTpyKImu
0 JEJIONPOU3BOJICTBY

O co3naHuu SKCIEPTHON KOMUCCUU

3.23. Tekcr mpuKa3a COCTOMT U3 JBYX uacTeil: oOocHOBaHMA (IpeamOyIbl) H
pacropsauTenbHO yacTi. B 000cHOBaHMHN yKa3bIBaeTCsl OCHOBaHUE, IPUYMHA WIN LIEb U3/1aHUSL
nokymeHTa. Hanpumep:

B cootBercTtBUM ¢ mpukazoM MUHHCTEPCTBA CBSI3M U MaCCOBBIX KOMMYHHMKAIMi oT 25
nexabps 2014 r. Ne 1494 «O06 yrBepxnaenun IlpaBun oOMeHa JOKYMEHTaMH B 3JIEKTPOHHOM BHJIE
IIpU OpraHu3aluy HHPOPMAITMOHHOTO B3aUMOAEUCTBUS ...

B nensx opraHuzanuu M npoBeneHUs pabOThl MO AKCIEPTH3E LIEHHOCTH TOKYMEHTOB,
oOpasyromuxcs B aedarenbHocTd MBOVY «Kypuanoesckas cpeanss mkosa Ne2y, u ot0opy UX Ais
nepesayy Ha apXUBHOE XpPaHEHUE U K YHUUTOXKEHHUIO ...

3.24. PactiopsauTenbHas 4acTh MPUKa3a HAYMHAETCS CIIOBOM «II P M K @ 3 BI B @ 0», KOTOpOe
neyaTaeTcsi CTPOYHBIMU OyKBaMM Bpas3psJIKy U IOCJIe KOTOPOrO CTABUTCS JIBOETOUHE.

PacniopsinuTensHas 4acTh MOYKET COJIEPIKATh:

pelieHusl  OpraHM3allMOHHOrO  XapakTepa (YTBEpOuTb, CO3JaTh, IpeoOpa3oBarth,
JMKBUAAPOBATH, TPU3HATH YTPATUBIIAM CHITY);

KOHKpETHBIE TOPYYEHHUS C YKa3aHHEM HCHOJHUTENS (MCIOJHUTENEeH) M CPOKOB HX
BBITTOJTHEHHUSI.

3.25. Kaxnoe pemienue (mopydeHue) odopmisiercs B MpHUKa3e Kak OTAEIbHBINA IMYHKT.
[TyHKTHI TIpHKa3a pacHojiaraloTCsl B JIOTUKO-BPEMEHHOW IOCIEIOBATEIBHOCTH W HYMEPYIOTCS
apabckumu udpamu. Ecian nopydyeHne naetcs KOHKPETHOMY MOApa3/iefieHHIo (KOJIeTHaTbHOMY
WM COBEIIaTeIbHOMY oprany OpraHu3allin), ero HAMMEHOBAaHHUE MTUIIIETCSI TOTHOCTHIO, B CKOOKaX
yKa3bpIBalOTCsA (paMHIIMS M MHUIMAIBl €ro pyKOBOAWUTENs (IpejcenaTens KOMUCCHH (COoBeTa)) B
MMEHUTEIBbHOM najaexe. Hanpumep:

..IPpUKAa3bIBaIo:
1. Tlemarormueckomy mepcoHany (@amumus MN.0.) x 01.12.2022 noarotoButh u
MIPEACTaBUTh HA YTBEPIXKJAEHHUE TUIaH ... padboThl Ha 2022-2023 y4yeOHbIi TO/I.

Ecmu MopydeHHuC HAacTCd KOHKPCTHOMY MHCIOJHUTCIIO, €ro AJO0JKHOCTH H q)aMI/IJII/IH
yKa3bIBalOTCA 0€3 CKOOOK B IaTtenbHOM nazaexe. Hampumep:
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3. 'maBHOMY Oyxrantepy @amunus 1.0. mOArOTOBUTH U PEACTABUTH HA PACCMOTPEHHUE H
cMmety pacxojoB Ha 2023 rox B cpok 1o 30.11.2022.

[IpeanuceiBacMoe ACHCTBHME BBIpAXKACTCS TJIAroJioM B HeompeneiaeHHoW ¢dopme. He
JOIYCKaeTCsl  ymoTpeOsTh HEKOHKPETHBIC BBIPAKEHUS THUIA «YCHIHTBY, «YCKOPUTHY,
«o0ecrneyuTh B KpaTyaliime CpoKm».

Eciy ogHOMY MCHIOTHUTENO0 HEOOXOAUMO ITOPYUUTh HECKOJIBKO Pa3HbIX 33JaHUN C OJJHUM
CPOKOM BBINIOJIHEHUS, OTBETCTBEHHBIN MCIIOJHUTEINb U CPOK UCTIOJTHEHHSI YKa3bIBAIOTCS OJIMH Pa3 B
OCHOBHOM IIYHKTE€, a IOPYYEHHUS BBIIEIAIOTCS B OT/IEIbHBIC TOANTYHKTHL. Eciu y mopydeHuii pa3Hble
CPOKHM HCIIOJIHEHUS, CPOKHU YKa3bIBAIOTCSI HE B OCHOBHOM ITYHKTE, & B K&KJIOM MOIMYHKTE.

CpoK HCIIOTHEHHS JTOJDKEH OBITh PEeajbHBIM, COOTBETCTBOBATH O0BEMY IPEIIOIaraeMbIX
pabot. Ilpu ycTaHOBIEHHMH CpOKa CJEIyeT Y4YUThIBaTh BpeMsl JOBEJEHUS JOKyMEHTa [0
KOHKPETHBIX MCIIOJHUTENEH.

Cpok HCIONHEHUs B IMyHKTax pacHopsSAUTENbHOM YacTh NpHUKa3a HE YyKa3bIBaeTCs B
CIIy4asiX, €CJIU IEUCTBUS HOCAT PETYJSPHBIN XapaKTep U UX BHINOJIHEHUE IPEINUCHIBAETCS HA BECH
nepuoj AeicTBUs mpukaza. KomndecTBO HCMONHUTENEH MO KaKJOMY HYHKTY (MOAMYHKTY) HE
orpanuuuBaercsi. OTBETCTBEHHBII HCIIOIHUTENb YKa3bIBA€TCS IIEPBHIM.

Ecnu mpuka3 oTMEHsET MOJTHOCTHIO WM YACTHYHO paHee M3AaHHbBIE TOKYMEHTHI 10 TOMY
e BOIIPOCY, TO B MPEAINOCIEAHEM MyHKTE MPHKa3a HEOOXOIMMO MX MEPEUUCIUTh C yKa3aHHUEM
HAaUMEHOBAaHUS JOKYMEHTa, ero JaThl, HOMepa, 3aroyioBka. Hampumep:

4. Ilpuznare yrpatuBmiuM cuiy npukaz MBOY «KypuanoeBckas cpeansis mkosa No2y ot
05.10.2022 Ne 14 «O0 yTBEep>KICHHH MOJIOKEHHS 00 ... ».

[TocnenHuii MyHKT IpUKa3a — MYHKT O KOHTPOJIE, B HEM YKa3bIBAIOTCS JOJKHOCTH JIMIIA,
OTBETCTBEHHOTO 3a UCIOJIHEHUE TIOKYMEHTa B IIEJIOM, ero (paMuins u nHunuansl. Hanpumep:

5. KoHTpoms 3a HcnonHeHneM MprKasa Bo3JIaraeTcsi Ha 3aMeCcTUTENs TUPeKTopa o yueOHoi
yactu Qamuusa U.0.

B otnenpHBIX ciydasx PykoBogutens Opranusannuy MOKET OCTaBUTh KOHTPOJIb 3a COOOM:
5. KoHTposnb 3a ucronHeHneM nprkasa OCTaBIIsIO 32 COOOM.

3.26. He BkiItoUaeTcst B TEKCT MpHKaza NyHKT «[Iprka3 10BECTH 10 CBEICHHUS... ».

[Tonpa3nenenuss ¥ JOHKHOCTHBIE JUIIA, JI0 CBEIEHHUS KOTOPHIX HEOOXOAMMO JOBECTH
NpHUKa3, NEPeUYUCIAoTcs B yKaszarene (JIMCTe, CIHCKE) pAacChUIKM, KOTOPbIH TOTOBUTCH
UCTIOJIHUTENIEM U MOKET 0(OPMIIATHCS Ha 00OPOTHON CTOPOHE MOCIIEIHEr0 JUCTa MPUKa3a.

3.27. B npukaszax He JOMyCKaeTcs:

W3MEHEHHUE paHee YCTAHOBIEHHBIX CPOKOB BBHIMOJTHEHHSI 33aJaHUNl B CTOPOHY UX
YBEJIUYEHUS;

MIPUMEHEHHUE MPOU3BOJILHBIX COKpAIlEHWH WM MCKAKCHHE HANMEHOBAaHUUN TOJDKHOCTEH
paboTHHKOB Opranu3aiuu,

MPUMEHEHHE TPOU3BOJIBHBIX (HE OOIIEMPHHSITHIX) TEXHUYECKUX U JAPYTUX TEPMHHOB,
COKpAIIIEHHBIX CJIOB 1 HANMEHOBAHHA.

3.28. Ilpm Hanuuuu NPWIOKEHUH B TEKCTE IPUKa3a B COOTBETCTBYIOIIMX ITyHKTaX
pacropsAAUTEIbHON YacTH JAr0TCS OTCHUIKH: ... (mpuioxkenue Ne 1); ... (mpunokenue Ne 2); ...
«COTJIaCHO MPHJIOKEHUIO», Ha MPUIIOKEHUH 0OPMITSIETCSI OTMETKA O TPUIIOKEHUU:
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[Tpunoxenne Ne 1

K npukazy MbOVY «KypuanoeBckas
cpennsis mkoiia No2»y

ot 15.10.2022 Ne 18

W3nanue BMecTe C MPUKA30M MPUIIOKEHHH, HE YHNOMSHYTBHIX B TEKCTE JOKYMEHTa, He
JIOTTyCKaeTCsl.

Ecnu nokymeHT, yTBEpKIEHHBIM MNpHUKa3oM, BIOCIEACTBUM JEHCTBYeT B BHJE
CaMOCTOSITEJIbBHOIO JIOKYMEHTa, Ha TEPBOM JIMCTE JOKYMEHTa B BEpXHEM IPaBOM YLy
npocTaBisieTcs rpud yrBepikaeHus (Ipu He0OOXOIUMOCTH,— C yKa3aHHEM HOMepa MpPUJIOKEHUs),
Harpumep:

(Muctpykims) YTBEPX/IEHA
npukazom MbOY

«KypuanoeBckas cpenusis mkona No2y
ot 02.11.2022 Ne 25

3.30. Jlo mnpeacraBieHHMs Ha MOANMCH MPOEKT IpHKa3a COIJIACOBBIBACTCA C
3aMHTEPECOBAHHBIMU JIMIIAMHU B COOTBETCTBUHU ¢ nyHkTamu 4.1 - 4.11 MHcTpyKIuu.

3.31. Ilpuka3 nognucsiBaeT PykoBogutens OpraHu3anuy WIH JMLO, UCIIOJIHAIOIIEE €TI0
00513aHHOCTH.

3.32. Konuu npuka3zoB pacChUIalOTCS B COOTBETCTBUU € YKa3zaresieM (JIMCTOM, CIIUCKOM)
PacChUIKH.

DJeKTpOHHAas KOIUS MIpHUKa3a pa3MelaeTcsi B COOTBeTCTBYomel 6a3e nanupix CO /1 min Ha
KOprnopaTtuBHoM noptasie Opranuzauuu B cetd «HTepHET».

3.33. IIpu opopmiieHnH mpHKasza, U3JaBA€MOr0 COBMECTHO C JIpYroif opraHu3amnuei:

OJIaHK HE UCIIOJIb3YeTCS;

HAaMMEHOBAaHMsI OpraHU3aluil IIeYaTarTCs Ha OJHOM YPOBHE;

HanMmeHoBanue Buaa nokymenta (ITPUKA3) pacnonaraercst mo neHTpy.

JlaToli COBMECTHOTO IpHMKa3a SIBJSETCS JAaTa IPOCTaBICHUS IOCIEIHEH IOANNCU Ha
JTOKyMeHTe. PerucTpanvoHHBII HOMEpP COBMECTHOTO IPHKAa3a COCTOMT W3 PETUCTPALMOHHBIX
HOMEPOB, IPUCBOEHHBIX KAKJOW U3 OpraHU3aliil U POCTABIIIEMBIX UEPE3 KOCYIO YEPTY B MOPSIIKE
yKa3aHUs OpraHu3aluil — aBTOPOB IOKYMEHTA.

TekcT COBMECTHOrO IpHKa3a H3Jaraercss OT IEPBOrO JMIA MHOKECTBEHHOIO 4HCIa
(«mpuKa3bIBaEM»), OAMUCH PYKOBOAUTEIICH OpraHU3aIl|i pacIioaraloTcs Ha OJTHOM YPOBHE ClieBa
Y CIIpaBa.

3.34. [leATenbHOCTh IO COBMECTHOW BBIPAOOTKE peIIeHWH Ha 3aceJaHUsX COBETOB,
KOMHCCHUH, COBEIIAaHUSX 0(hOPMIISIETCS IPOTOKOJIAMH.

[IpoTrokon cocTtaBisieTcss Ha OCHOBAHMM JUKTO(OHHBIX (PYKONHMCHBIX) 3aIlvced,
IIPOM3BENECHHBIX BO BpEMs 3acelaHus, NPEACTABICHHBIX TE3UCOB [OKJIAJOB U BBICTYIJICHHH,
CIIPABOK, TPOEKTOB PeLIeHUH (TIOCTAaHOBJICHU).

[TpoTokon opopmisieTcs B TeYeHHE OJHOTO-TpeX AHEN MOcie MpoBeIeH s 3aceAaHus, €U
CPOKHM €r0 MOJIrOTOBKU HE OTOBOPEHHI 0c000.

3.35. PekBu3uTamMu npoTOKOJIA SBJSIOTCSA: HAMMEHOBAHUE OPraHU3alluU (B COOTBETCTBUU C
nyHKTOM 2.9 Hacrosmed WHCTpyknuu), HauMeHOBaHWE BHJa JIOKyMEHTa, JaTa 3acelaHus,
PETUCTPALIMOHHBIA HOMEP IIPOTOKOJIA, MECTO 3aCE/IaHus, 3ar0JI0BOK K TEKCTY, TEKCT, TOANHUCH.

3.36. 3aronoBOK K TEKCTY IMPOTOKOJIA OTBEYAET HA BOIPOC «UEro?» U COAECPKUT yKa3aHHUE
NOJIpa3/ieJICHUs] WIK OpraHa, AesITEIbHOCTh KOTOPOro npoTokonupyercs. Hanpumep:

(TpoTOKOI) 3aceIaHus aTTECTAIMOHHOM
KOMHUCCHH
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3acelaHus IIe1aroru4eckoro CoOBeTa

JlaTtoii mpoTokoJia sBJIgeTCS nara 3acefaHus. Eciau 3acenaHue MpoAoJKaeTcs HECKOIBKO
JTHEH, yKa3bIBaeTCA JlaTa Havyalla 3aceIaHus M Yepe3 TUpe — nara okoHvyanus: 12-13 centsadps 2022
I.

3.37. TekcT npOTOKOJIA IOJKEH COCTOSITH U3 IBYX YacTEH: BBOJHOM M OCHOBHOM. B BBOJIHOM
4acTH MPOTOKOJIA YKA3BIBAIOTCS (paMIIIMK Tpeaceaarens (MpeaceaaTelIbCTBYIONIETO); CeKpeTaps;
(dbaMUIIMK yY4aCTHUKOB, MPUCYTCTBYIOIIMX HA 3aCEeJIaHMM; JIMIl, NPHUTJIAIICHHBIX Ha 3aceaHue;
IMOBECTKA JIHA.

Ecnam xonmmMuecTBO MPHCYTCTBYIOIMIMX Ha 3aceJaHWU MPEBBIMIaeT 15 YeloBeK, B BBOAHOM
YacTH MPOTOKOJIA JIENIAETCSl CChLJIKA HA CIHMCOK, SBJISIIOIIUNCSA HEOThEMJIEMOMN YacThiO MPOTOKOJIA.
Hanpuwmep:

[TpucyrcTBOBanuU: 25 Yen. (CUCOK MpUIaraeTcs)

BBonHas 4yacTh NpPOTOKOJIA 3aKaHYMBAGTCS IOBECTKOM JIHSA, COAEp)Kalled IepeyeHb
paccMaTpuBaeMbIX BOIPOCOB, IEPEUUCICHHBIX B IMOPAJKE HX OOCYXKIEHHS C YyKa3aHUEM
JIOKJIIYMKA 110 KaXJIOMY paccMaTpUBaeMoMy BoOIlpocy. Borpocel noBecTku JHS GOpMYIUPYOTCS
C IpemIoroM «o» («o0y»), mevaTaroTcss OT TPAHHUIBI JICBOTO MOJS U HYMEPYIOTCS apaOCKUMHU
nrdpamu.

B ocHOBHO# YacTu poTOKoIa PUKCUPYETCS XOJT 3aCeIaHMSI.

3.38. [1onHbIH NPOTOKOJ CONEPKUT 3aMUCh TOTO, YTO MPOUCXOJUIIO BO BpeMs 3acelaHus,
BKJIIOYasi BOIIPOCHI K JTOKJIAJYMKYy, OTBEThl Ha HMX, BBICTYIUIEHUS B X0J€ OOCYKIEHHUS BOIpOCa,
pe3yibTaThl TOJOCOBAHMS 110 BONPOCY M NPUHATHIE pelieHus (oOpaszen ohopMIIEHUS HOIHOTO
NPOTOKOJIA TIPUBEICH B MPUJIOKeHUH Ne 7).

Kpatkre mnpotokosnbl (mpuiaoxenue Ne8) Beayrcs NpH pacCMOTPEHHH BOMPOCOB
ONepaTUBHOIO XapakTepa. B kpaTkoMm npoTokosie (QUKcUpyeTcs Tema 00CyXIeHus, (haMuius
JIOKJIQTYUKA 110 BOIIPOCY U MPHUHSTHIE PELICHUS.

3.39. OcHOBHast 4yacTh MOJHOIO IPOTOKOJIA COCTOUT U3 Pa3/IeIOB, TOCBSIIEHHBIX BOIIPOCaM
MOBECTKU JAHs. XOJ PacCMOTPEHMsI Ka)JIO0ro BOIPOCAa 3alUCBIBAECTCS B IOCIEN0BATEIBbHOCTH:
CJIVIIAJIA — BBICTVYIIWUJIN — PEILIMJIN (ITOCTAHOBWJIN).

[TocranoBneHue (pelieHne) B TEKCT MPOTOKOJIa BHOCUTCS MOJTHOCTBIO B TOM ()OpMYIIMPOBKE,
KOTOpas Obljia MPUHATA Ha 3aCEAAHNUN; TP HEOOXOAUMOCTH IIPUBOSATCS UTOTH FOJIOCOBAHUS: «3a
- ... IPOTHUB - ..., BO3JIEPKATIOCH - ...)».

3.40. IIporokon 3acenaHusl MOJIMUCHIBAETCS MpeacenareneM (MpeacenaTebCTBYIONUM) U
CEKpETApEM 3aCEeIaHUs, ECIIM NHOE He ycTaHoBiIEeHO JIHA.

3.41. Ilpu HEOOXOAUMOCTH KOMH TPOTOKOJIOB UJIH BBITUCKU M3 TIPOTOKOJIOB PacChUIAlOTCA
3aMHTEPECOBAHHBIM JIULIAM B JIEKTPOHHOM BHUJIE B COOTBETCTBUH C yKa3aTeJeM PacChUIKH.

B BbImMcke 13 MpOTOKOJIA JOIKHBI BOCIIPOU3BOIUTHCS BCE PEKBU3UTHI 3ar0JIOBOYHON YaCTH
IPOTOKOJIA, BBOJIHASL YacTh, BOMPOC MOBECTKH JHS, IO KOTOPOMY T'OTOBUTCS BBIIIUCKA, U TEKCT,
OTpakaroIui 00CyKI€HUE BOIIPOCa U IIPUHATOE pEIICHHUE.

3.42. JlenoBoe (ciyxeOHOe) mrcbMo (mpuiiokeHue Ne 9) roToBUTCS Ha OJaHKE MUChMA.
[Ipu coctaBneHuu nuceM OQOPMIISIIOTCS PEKBU3UTHI: ajpecar, 3arojloBOK K TEKCTY, TEKCT, , B
HEOOXO/IMMBIX CIy4asx — OTMETKA O MPUIIOKEHUH, TOJITUCh U OTMETKA 00 UCTIOIHUTEIE.

3.43. Ecnu nuchbMo SIBIISIETCS OTBETOM Ha MOCTYMHBIIMIMA 3aIIpOC I IPOCHOY, 3aN0THAETCS
PEKBU3UT «CCHUIKA HA PETUCTPALMOHHBIA HOMEP U 1aTy MOCTYMUBIIETO MHCbMa.

HaumenoBanue Buaa AOKyMeHTa («IIMCbMO») WU Pa3HOBUIHOCTh MHCbMa (HampHUMeEp,
«pocs0a», «MH(POPMAITMOHHOEY, «COMPOBOIUTEIBHOEY, «3alPOCy», «HATIOMHHAHUE») B JIEIOBBIX
(cmy>keOHBIX) MIChMaX HE YKa3bIBAIOTCA.

Ecnu nuceMo HampasiisieTcst agpecaTy Mo 3JI€KTPOHHOM modre wim no (axcy 6e3 10ChUIKH
[0 II0YT€, BMECTO IMOYTOBOIO aJpeca YKa3bIBa€TCsA aApeCc DSJIEKTPOHHOM IOYTHI WM HOMED
tenedoHa-dakca.
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3.44. lenoBoe (cimyxe0HOE) MUCHMO JOJKHO OBITh TMOCBSIIEHO OAHOMY Borpocy. Eciu
HEOOX0IUMO OOpaTUTbCs B OPraHU3alMI0 OJHOBPEMEHHO IO HECKOJIBKMM BOIpOCaM,
PEKOMEHIYETCSI COCTABUTH OTAEIBHOE MUCHMO 10 KaX/10My U3 HUX.

[TuceMo MOXKeET KacaTbCs HECKOIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHBI.

3.45. B onHOM mHUCHME HE JIOJDKHO OBITH OOJIee YeThIpeX aapecaToB, MPHU ATOM OCHOBHOMU
ajZipecaT yKa3bIBaeTCs MEPBBIM, OCTAIBHBIM a/IpecaTaM MUCbMO HaNpaBIIsSeTCs ISl CBEICHUS.

[Tpu HEOOXOAMMOCTH HAINPABUTH MHCHMO OOJBIIEMY KOJWYECTBY aJpecaToB, TOTOBUTCS
CIIUCOK PAcChUIKHU, ¥ MHCbMa PACCHUIAIOTCS 110 CIIHCKY.

3.46. Ilpu cocTaBneHMM IENOBBIX IMUCEM HCIOJIB3YETCs] BCTYNHTENbHOE OOpalieHue u
3aKIJIIOUMTENbHAS STUKETHAsS (pa3a B COOTBETCTBUHU € ITyHKTOM 2.43 MHCTpyKUIHUU.

3.47. TexcT nucbMa HU3JlaraeTcs:

OT 1-ro JuIa MHOXECTBEHHOTO YHCIIa («IIPOCHM...», «IIPEJIAracM...», «HAIIOMUHAEM...»);

oT 3-ro nuna eauHcTBeHHOro uuciaa («MBOVY ... cuutaer Bo3MOXHBIM...», «MBOY... He
pacrosaraeT BO3MOXHOCTBIO...»);

oT l-ro nuna €IMHCTBEHHOIO 4YHUCIa (WIpOoLly ..», «IIpeajlaratro ...»), €ClIH IMHCbMO
odopmIIsieTcs Ha JOKHOCTHOM OJIaHKe.

3.48. Ecnu mpoekT AenoBoro (Ciy»KeOHOro) MUChMa HaIpaBISIETCS aapecary I0 MOouTe,
MPOEKT TOTOBUTCS B JABYX JK3EMIUIpax: OJIUH JK3eMIUIsip odopmisiercs Ha OJaHKe, BTOPOM
9K3EMIUISP, PEeTHA3HAUYCHHBIHN ISl BU3UPOBAHUS) — HA CTAHJAPTHBIX JIMCTAaX OyMary.

JlenoBoe (cimyxebHoe) MUChbMO 10 MPEACTAaBICHUS HA MOAMUCH JOHKHO OBITH COTJIACOBaHO
(3aBU3MPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMU JHIaMU. CorjlacoBaHue (BU3MPOBAHUE) IETOBBIX
MUCEM MPOBOJUTCS B COOTBETCTBUH ¢ myHkTamu 4.1 - 4.11 UHCcTpyKIuu.

3.49. JlenoBoe (cimyxebHOe) MUChMO ToAnuchiBaeTcsi PykoBogurenem OpraHuzanuu Win
WHBIM YIOJHOMOYEHHBIM UM nuioMm. [loamucanHoe aenoBoe (cimy:keOHOE) MUCHMO TMOIJICKHUT
perucTpamuu 1 OTIpaBkKe.

He nomyckaetcs oTnpaBisTh afgpecataM NUCbMa, HE UMEIOLINE JaThl M PErUCTPALMOHHOTO
HOMepa.

3.50. Ilocne moamucaHusi MUCbMa M €ro PErMCTPALUU SK3EMIUIIp MUChbMa C BU3aMHU
3aMHTEPECOBAHHBIX JIUI] TIOMEIIAETCS B EJIO0.

3.51. AKTBI COCTaBIIAIOTCSI HA OCHOBE YTBEPKJACHHBIX OPraHaMU BIIACTH YHU(PHUIIMPOBAHHBIX
dbopm wiH B cBOOOAHON (PopMe B IENSIX MOATBEPKACHUS (DAKTOB, CBSI3aHHBIX C ACSITEIHHOCTHIO
Opranusanuu (mpustoxenune Ne 10).

3.52. Ilpu cocTaBieHMHM aKTOB MCIIOJIB3YIOTCS PEKBU3HUTHI: HAUMEHOBaHHE OpraHU3alluy,
HalMEHOBAaHME BUJA JJOKYMEHTA, J1aTa JIOKyMEHTa, PErUCTPAllMOHHBIA HOMEpP JOKYMEHTa, MECTO
COCTaBJICHUS WJIN U3JaHUS TOKYMEHTA, 3ar0JIOBOK K TEKCTY, TEKCT, ITOJAIHUCH.

3.53. Jlaroii akTa sIBiIleTCs JaTa COCTABJIEHUS aKTa U MOAIMCAHUS €r0 COCTABUTEISIMH.

Ecmu popmoit akta mpexycMoTpeHo ero yrBepxkaeHue PykoBogurenem OpraHu3aiiu Win
MHBIM YIOJTHOMOYEHHBIM JTOJDKHOCTHBIM JIMIIOM, JAaTOM aKkTa SBJISETCS J1aTa €ro yTBEPKICHHUS.

3.54. B BBOAHOM 4acTH aKTa B UMEHUTEIBHOM I1aJI€KE YKa3bIBAKOTCS:

OCHOBAHHE COCTaBJICHMsS aKTa (JOKaJbHBI HOPMATHBHBIM aKT; pPacHOPSAUTENbHBINA
nokyMmeHT Opranu3zanuu; GakT Wik cOObITHE, TOCTYKUBILIEE OCHOBAaHUEM JIJIsl COCTABJICHUS aKTa);

COCTaBUTENH aKTa (EPEUUCIISIOTCS mocie ciaoBa «CocTaBIeH» C yKa3aHUEM JIOJKHOCTEH,
HAaUMEHOBAHMM OpraHu3aluii, €clId COCTaBUTENIM SBIAIOTCS TPEACTaBUTEISIMU  JAPYrou
opraHu3anuu, GamMuIuil ¥ UHUIUAIOB).

Ecnu akt coctaBieH koMuccuen, nepBoi yka3bIBaeTcsl ppamMiiins rpeacenaTelis KOMUCCHH,
3aTeM YWIEHOB KOMUCCHH B a(paBUTHOM MOPSIJIKE.

3.55. B TekcTe aKTa M3JIararoTcs LENH U 3aJa4d COCTaBJIEHHUS aKTa, CYIIHOCTb, XapakTep,
METO/BI U CPOKHU MPOJICITaHHON PabOTHI, €€ Pe3yIbTaThI.

[Ipu HEOOXOAUMOCTH aKT MOXKET COJIEPKaTh BBIBOJIbI U PEKOMEHIAIUH.

B 3akimiounTenbHOM 4acTH akTa yKa3bIBaIOTCSI KOJIMUYECTBO MOJATOTOBIEHHBIX 3K3EMIUISIPOB
aKTa ¥ MECTOHAXOXACHHE Ka)XI0ro 3K3eMIiuisipa. KoanmuecTBo HK3eMIUIIPOB aKkTa ONpENeseTcs
KOJIMYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €0 COCTABJICHUH, MJIM HOPMATUBHBIMU TPEOOBaAHUSIMH,
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pErjiaMeHTUPYIOLUUMHU COCTaBJICHUE aKTOB KOHKPETHOW Pa3HOBUIHOCTH.

3.56. DK3eMILISApbI aKTa MOIUCHIBAIOTCS BCEMH YWIEHAMU KOMUCCHUH (€CITU aKT COCTaBIIsUICA
KOMUCCHEH) UITM COCTABUTEIISIMU U, IPU HEOOXOAMMOCTH, IPUCYTCTBOBABLUINMU JIUIIAMHU.

[Ipn mnoamucanuu akrta MpeacenaTeleM U WiIeHaMHd KOMHCCHMM HAaUMEHOBAaHUS MX
JIOJDKHOCTEN HE YKa3bIBAIOTCS.

Oco0oe MHEHHE COCTaBUTENs aKTa H3JIaraeTcs Ha OTICIBHOM JIUCTE, MOAMMUCHIBACTCS U
MPUJIAraeTcs K aKTy.

3.57. Ecnu 3akoHogaTensctBoM Poccuiickoi denepannu NpeaycMOTPEHO 03HAKOMIICHUE C
COJIEpKAHUEM aKTa JIMI, YINOMSHYTBIX B aKTe, MOJA MOJAINUCH, Ha TOCIEIHEH CTpaHULEe aKTa
pocTaBisieTcss o3HaKoMmuTenbHas Bu3a «C akTOM O3HAKOMIJIEH(BI)», MPU STOM YKa3bIBAIOTCS
HAUMEHOBAHUS JIOJDKHOCTEH, JTUYHBIE MOMANUCH, Paciiu(pOBKU MOAMKUCEH, NaThl O3HAKOMIICHUSI.
JInna, KOTOpble 3HAKOMSATCS C COACPKAHUEM aKTa, UMEIOT MPaBO HE COTJIACUTHCS C COJEPKaHUEM
aKTa B IICJIOM WM €Tr0 OTACIbHBIMH IOJIOKCHUSMH, YTO JIOJDKHO OBITh 3a()MKCHPOBAHO TIPH
03HAKOMJICHUU C aKTOM.

3.58. Hoxmamnas  (cmyxkeOHasl)  3amMCKa  UCHOJB3YeTCSl  JJIsi  OIEPATHBHOTO
WH(OPMALIMOHHOTO OOMEHa MEXIy paOOoTHHKaMH M pykoBoAcTBoM Opranuzanuu (0Opasiibl
obopmIIeHUS JOKJIAJHOW 3alMCKM M CIYy)KEOHOW 3alMCKH, TOJATOTOBJICHHOM Ha OCHOBE
9JIEKTPOHHOTO I1a0JI0Ha IPUBEACHEBI B mpuJIo:kennn NeNe 11, 12).

3.59. OOs3arenbHBIMH PEKBU3UTAMH JIOKJIAIHON (CIyKeOHOW) 3amMCKH  SIBISIOTCS:
HAaUMEHOBAHUE JIOJDKHOCTU DPAOOTHHKA (CTPYKTYPHOTO MOJpa3felieHus), HauMEHOBaHHE BUIA
JOKyMEHTa (JIOKJIa/IHAas 3aIKCKa, CITy>KeOHas 3aIlicKa), 1aTa, 3arojoBOK K TEKCTY, aapecaT, TeKCT,
MOJIITUCH.

3.60. Ilpu ampecoBaHWM TOKIATHBIX (CITY’)KEOHBIX) 3aIUCOK YKA3bIBAIOTCS B JATEIHLHOM
najie’ke J0JDKHOCTD JIUIA, KOTOPOMY aJpecoBaH TOKYMEHT, (haMuius U uHuImanbsl. Hanpumep:

HMupexkropy MBOVY
«KypuanoeBckast cpemass mkosa No2y
®amminsa 1.0.

3.61. TekcT moknaaHOM (CayKeOHOM) 3aNTUCKHU, B 3aBUCHUMOCTH OT CIIO’KHOCTH COJICP KaHUS
Y TIPUBOJIMIMOM apTryMEHTAIlU!, COCTOUT U3 OJTHOM, IBYX WIJIM TPEX YacTEeH:

B MEPBOI YaCTH M3NATAIOTCS MPUYNHBI, (DaKThI WA COOBITHS, TOCTYKHUBIIIHE TTOBOAOM JIIsI
COCTaBJICHUS JIOKYMCHTA;

BO BTOpPOIl 4YacTH JaeTcsl aHalu3 CIOKUBIIEHCS CUTyallid, BO3MOXKHBIE BapHaHTHI €e
pelICHHUS;

B TPETbEW YacTU U3NIATal0TCs BHIBOJIBIL.

IV. CornacoBanmne npoeKTOB JOKYMEHTOB.
IMoanucanue (yreep:KaeHue) NpPoeKTOB JOKYMEHTOB

4.1. CornacoBaHue MpoeKTa JOKYMEHTa MPOBOJIUTCS A0 €ro NoAnucanus PykoBoaureneM B
LIEJISIX OLIEHKM COOTBETCTBHUS IPOEKTa 3aKOHOMaTenbCcTBY Poccuiickoin denepanuu, JOKaJIbHBIM
HOPMAaTUBHBIM aKTaM OpraHU3alluu, KauecTBa U 3P(GEeKTUBHOCTH MPEAJIaraeMoro peuieHus.

CornacoBaHue MpOEKTa JTOKYMEHTAa OpPraHU3YeTCs HENOCPEICTBEHHBIM HCIIOJIHUTEIEM
(cocTaBuTeNEM) M MPOBOJUTCS B MpeesiaX YCTAaHOBJIEHHOTO CPOKa UCIIOJIHEHUSI.

4.2. llpn nHammuumm B Opranmsauuu C3Jl  cornmacoBaHMe IPOEKTOB JOKYMEHTOB
OCYIIECTBIISIETCS. B aBTOMAaTHU3MPOBAHHOM DEKMME IOCPEACTBOM HAIPaBJICHUS IPOEKTOB
JOKYMEHTOB JIMI]aM, Ha3HAUCHHBIM B KaueCTBE COIJIACYIOUIMX, M OQOPMIICHHS pPEe3yIbTaTOB
cornacoBanus B CO/I.

CornacoBaHue IpPOEKTOB  JIOKYMEHTOB  MOXET  OCYIIECTBJIATBCS  MOCPEICTBOM
KOPIIOPATHUBHOM 3JIEKTPOHHOW MOYTHI M O(QOPMIICHHUS HCIIOJHUTENEM JIMCTa COTJIACOBAHUS C
NPUIOKEHUEM 3JIEKTPOHHBIX COOOINEHUM JIMIl, YYacTBOBABIIMX B COIVIACOBAaHMM IPOEKTa
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JIOKYMEHTA.

4.3. CornacoBaHue IPOEKTOB JOKYMEHTOB ¢ paboTHuKamMu OpraHuzanuy W/Wiu JpyruMu
OpraHu3alUsIMH OPraHU3yeT UCTIOIHUTEIb B COOTBETCTBUU C HAcTosmeH MHCTpYyKIel Wi HHBIMU
JIOKaJIbHBIMM HOPMAaTHBHBIMU aKTaMH, PETYIMPYIOLMMH IPOLECC COIacoBaHUs (BU3HPOBAHUA)
MPOEKTOB JOKYMEHTOB.

4.4. IIpoeKThl TOKYMEHTOB COIIACYIOTCA:

HETIOCPEICTBEHHBIM UCTIOTHUTEIIEM,

COUCHOJIHUTENAMH (TIPU UX HATUYUH);

pabotHukamMu OpraHu3any, HamnpaBICHUS JEATEIBHOCTH W/WiIKM (YHKUIMOHAIbHbIE
00513aHHOCTH KOTOPBIX 3aTParuBarOTCs B IPOEKTE JOKYMEHTA W/WIIM KOTOPbIE YKa3aHbl B IPOEKTE
JIOKYMEHTa B KQUeCTBE UCIIOTHUTENCH;

3amecTuTesiIMU PykoBoautensa OpraHusanuu, KypUPYIOIIMMHU 3aTPOHYTbIE B IIPOEKTE
JOKYMEHTa BOIPOCHl (€CIM JIOKYMEHT MOANUCHIBaeTcs (yTBepxmaercs) PykoBoauTenem
Opranuzanun);

IopuAnYecKoi ciyxx6oii (mpoexroB JIHA, npoekToB npukas3oB);

Jlenonpon3BOAUTENIEM.

[IpoexTsl ~ JOKYMEHTOB, peaiu3anusi KOTOpbIX TpeOyeT  (pUHAHCOBBIX  3arpar,
COIJIACOBBIBAIOTCS € OyXrainTepueil.

4.5. BaemHee coriacoBaHuW€ TIPOEKTa JOKYMEHTa OCYIIECTBIISETCS IOCPEICTBOM
HalpaBJIEHUs] NPOEKTa B JPYIYI0 OPraHU3aLMUIO0 C CONPOBOJIUTENBHBIM HUCbMOM, B KOTOPOM
YKa3bIBAa€TCsl CPOK COTJIACOBAHUSI.

Ecnu opranusanuu, coryiacyromye HpOeKT JOKYMEHTA, SBISIOTCS yYaCTHMKAMU OIHOM
CO/l, cornacoBanue MoxeT ObITh npoBeneHo B COJl 0Oe3 HampaBieHHsI COIPOBOAUTEIBLHOTO
IUCbMa U OJHOBPEMEHHO C BHYTPEHHUM COIJIACOBAHUEM.

4.6. Cpoku coriacoBaHusi JOKYMEHTOB YCTaHAaBIMBAIOTCS WMHCTpyKIHMeH W/Wid WHBIMHU
JIOKaJIbHBIMM HOPMAaTUBHBIMU aKTaMH B 3aBUCHUMOCTH OT BHJA JJOKYMEHTa U 00beMa JOKYMEHTa,
BKJTIOYAst MPUIIOKEHHS K Hemy. CpOKH COTIIacOBaHMsI JOKYMEHTOB COCTABIISIOT:

MIPOEKTHI IETIOBBIX (CITykeOHbIX) mrceM — 1-3 pabounx aHs;

MIPOEKTHI MPUKA30B 0e3 mpuiiokeHui — 1-3 pabouux IHs;

MIPOEKTHI MPUKA30B C MPUIIOKEHUSIMHU CIIPABOYHOI0 XapakTepa — 3-5 pabouux JHEH;

MIPOEKTHI PUKA30B C IPUIIOKEHUEM JIOKAJIbHBIX HOPMATUBHBIX aKTOB B 3aBUCUMOCTH OT UX
o0bema (He 6onee 50 crpanun) — 5-10 pabouunx qHEH;

MIPOEKTHI JIOKAJTBHBIX HOPMATHBHBIX aKTOB, YTBEPKIAEMBIX HEMOCPEICTBEHHO IMOJIMHUCHIO
PykxoBoautens (He 6onee 50 ctpanui) — 5-10 pabouux aHei;

MPOEKTHI TIPOTOKOJIOB 3acefaHuil (COBEIIaHMI) MpU HEOOXOIUMOCTH UX COTJIaCOBaHUS, B
3aBHCUMOCTH OT 00beMa JJokyMeHTa — 1-3 pabouux JiHs.

Cpoxku coriacoBaHusI IPOSKTOB TOKYMEHTOB, HAIPABIISIEMbIX Ha BHEIITHEE COTIIACOBAHHE HE
JIOJDKHBI cocTaBiATh 6osee 30 KaeHIapHbIX JHEH.

B KOHKpETHBIX Cy4asx B 3aBUCHMOCTH OT COJIEp)KaHUS W Ha3HAYCHUS JOKYMEHTa CPOK
COIJIACOBAHUSI MOXET OBITh COKpAIeH WM YBEJIMYEH IO PEUICHUI0 3aMecTUTeNs PykoBoautens,
KYpUPYIOIIETO HAalpaBJICHUE IEATEILHOCTH, IT0 KOTOPOMY TOTOBUTCS MPOEKT PEIICHUSI.

4.7. Odopmrnenue pe3ynbratoB corijacoBanus JIHA u pacnopsiaiuTeNbHBIX JOKYMEHTOB
OCYIIECTBIISIETCS B BUE BU3, IPOCTABISIEMBIX 3aMHTEPECOBAHHBIMH JIMIIAMHU Ha TIOCIICTHEM JIUCTE
IpoeKTa JOKyMEHTa (Ha ero JIMIEBOW MM OOOpPOTHOM CTOpOHE) WM Ha OTAEIHHOM JIMCTE
COTJIACOBaHUS, SBJISIONIEMCS] HEOThEMJIEMON YacThio TI0KyMeHTa. OTMETKH O coTriacoBaHUU (Tpud
COIJIACOBAHUS M BU3BI) OOPMIISIOTCS B COOTBETCTBUHU C MyHKTamu 2.45, 2.46 MHCTpyKIUH.

[Ipu cornacoBaHuM 1€710BBIX (CITYKEOHBIX) MUCEM BU3bI MPOCTABIIAIOTCS HA KOMUHU MTUChMaA
(BM30BOI 3K3eMIUIAP), KOTOPBIM IMOCIE MOANMCAHUS IMOUIMHHUKA MUChMAa M €ro PerucTpaunuu
MOMEIIAeTCsl B 1€J10, MJIM Ha 000pOTe NMOAIMHHMKA [TUChbMA, €CJIM MUChbMO HaMpaBIIsSIETCs aipecary
1o (hakcy MM JIEKTPOHHOHM moure. DTOT K€ IK3EMIUIAP MHUCbMa IOCIe OTIPaBKU ajapecary (1o
(akcy Wi 3EKTPOHHOI 1OYTE B BUJIE 3JIEKTPOHHOM KOIMH) TIOMEIAETCS B AEIO.

[TpoexThl IPOTOKOJIOB BU3MPYIOTCS JIMLAMH, BBICTYNAaBUIMMH Ha 3aceJaHUM (COBEIAHUM)
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MyTeM TMPOCTABJICHUS BHU3bl Ha JIEBOM IMOJ€ JIOKYMEHTAa HAalpOTHUB 3alUCH BBICTYIUICHUS
COOTBETCTBYIOIIETO PaOOTHHKA.

4.8. CormacoBanue MPOEKTOB JOKYMEHTOB MoOKeT ocymiecTBiasaTbes B COJI. ITlocne
3aBepIICHUs] MPOLEAYPhl COrTacoBaHus (MPU CO3/IaHUU TMOJIMHHUKA JOKYMEHTa Ha OyMa)KHOM
HOCHTEJIE) JIUCT COrjacoBaHus pacneuarsiBaercs u3 COJ1, npukiaapiBacTCs K IPOEKTY JOKYMEHTa
U TpeAcTaBiseTcs Ha moanuch PykoBomutento OpraHuzanuu (MHOMY YIOJIHOMOYEHHOMY WM
JUIy).

CornacoBanve BHYTPEHHUX JOKYMEHTOB, CO3/IaHHE, XPAaHEHHUE U UCIIOJIb30BAaHUE KOTOPBIX
ocymectBisiercs nocpeactsom COJI, mpoBoautces B CO/] B 2I€KTPOHHOM BHJIE.

[Ipu cornacoBaHuM NPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3JaHHBIX Ha OyMa)kHOM
HOCHTEJIE, BU3bI IIPOCTABIISIFOTCS HEIIOCPEICTBEHHO HA IIPOEKTE JOKYMEHTA.

4.9. Ilpu BHEHIHEM COrJAaCOBaHUM, MOJIYYEHHOM IMHUCHMOM, WJIM COIJIACOBAHUU MPOEKTA
JOKYMEHTa KOJUICTHAJILHBIM (COBEIIATEIBHBIM) OPraHOM C (PUKCAIMEl PEHIeHHUs O COTIACOBAaHUU B
MIPOTOKOJIE 3aceJaHUs UCTIOIHUTEND O(hOPMIISET Ha MPOEKTE JOKYMEHTA WU B JIMCTE COTTIACOBAHMUS
rpu¢ coriracoBaHHs B COOTBETCTBUHU ¢ NyHKTOM 2.45 MHcTpykuuu. Ilucema o cormacoBaHuu
(BBITIMCKA U3 MPOTOKOJIA JTMOO OTMETKA O COTJIACOBAHUH) MPUIIAraloTCs K MPOEKTY JOKYMEHTA.

4.10. B xone coryiacoBaHusl MpPOEKTa JOKYMEHTa pabOTHHUK, COIVIACYIOIIMH OKYMEHT,
MIPUHUMAET OJIHO U3 CIEAYIOIIMNX PEIICHUI:

COIJIacOBaTh MPOEKT JOKyMEHTA 0€3 3aMeuaHuii;

COrJacoBaTh MPOEKT JOKYMEHTA C 3aMEYAHUSIMU;

OTKJIOHUTbH MPOEKT JOKYMEHTA;

yKa3aTh, YTO HE MMEET OTHOIICHHUS K MPOEKTY JOKyMEHTa (paccMOTpeHHE BOMpoca, IO
KOTOPOMY IIPUHUMAETCS PEIICHUE, HE BXOJUT B 0053aHHOCTH PAaOOTHHKA).

Bo3paxkeHust mo mpoekTy NpHKaza, BO3HUKAIOIIME INpPHU COIVIACOBAHHMM, W3JIararoTcs B
CIIpaBKe, KOTOpas Mpuiiaraercs K NpoexTy, uin BHocutes B COJL.

Ecaun nmpoeKT 10KyMeHTa COTIacOBaH C 3aMEUYaHUsIMU, 3TO 03HAYAET, UTO 3aMEUaHUs HOCST
PEIaKIMOHHBIN XapaKTep, U MOCIe UX MPUHATUS UCTIOJIHUTENIEM MTPOEKT HE TpeOyeT MOBTOPHOTO
COTJIaCOBAHUA.

[IpoekT noKyMeHTa OTKJIOHSETCS JIUL[OM, COTJIACYIOUIUM JIOKYMEHT, B CIIy4asiX:

HaJM4Msl CYIIECTBEHHBIX 3aME€UaHUM MO MPOEKTY JOKYMEHTA;

HECOIJIacus ¢ IPOEKTOM JIOKYMEHTA.

4.11. HecornacoBaHHBI MPOEKT JIOKyMEHTa TpeOyeT AopaboTKH MO BBICKa3aHHBIM
3aMevyaHusM, nepeoGopMIIEHHS U IOBTOPHOI'O COTJIACOBAHUSI.

4.12. Ecau npu nopaboTKe MPOEKTa JOKYMEHTA HCIOIHUTETh MPUHUMAET PElIeHUE He
YUUTHIBaTh 3aMeYaHue (3aMeyaHusi) Tuia (JIMi), y4acTBOBABIIUX B COIVIACOBAaHUU, UCIIOIHUTEIEM
TOTOBUTCSI PEECTP HEYUYTEHHBIX 3aMEUaHUM, KOTOpPhII BMECT€ C MPOEKTOM JOKYMEHTa
npencraniserca PykoBoaurento Opranu3ainuy Uil HHOMY YIIOJHOMOYEHHOMY UM JIOJKHOCTHOMY
Ty, MOAMMCHIBAIONIEMY (yTBEp)KIArOIIeMy) IOKYMEHT. PeecTp HEy4YTeHHBIX 3aMeuyaHUil
MOJMUCHIBAETCSA HEMOCPEACTBEHHBIM PYKOBOIUTEIEM UCIIOTHUTEIS.

4.13. Pemienue o ToM, IpUHUMATh WM HE IPUHUMATh HEYUTCHHBIC 3aMEUYaHusl IPUHUMAET
PykoBoauTens.

B cnyuae ecnin PykoBoauTens nmpuHUMAET pelieHne 0 HeoOX0IUMOCTH YI€CTh 3aMeuaHusl,
OTKJIOHEHHbIE MCIIOJIHUTEIEM, UCTIOJIHUTENb 10padaThIBaeT MPOEKT JOKYMEHTa B COOTBETCTBUHU C
BBICKa3aHHBIMH 3aMEUYaHUSMH.

Ecniu PykoBoaurtens coryamaercss ¢ MHEHHEM HCIOJHUTENS, OH TMOJIHCHIBAET
(YyTBEpKIaeT) JOKYMEHT.

4.14. ToxyMeHTbI, u3aBacmMble OT iMeHH Opra"nu3aiuu, NoANUChIBalOTCS PykoBoauTenem
Opranu3alud Wi UHBIMH YIOJHOMOYEHHBIMH MM JOJDKHOCTHBIMHM JIMIIaMU (3aMECTUTEISIMU
PykoBogutenss OpraHu3anuu, HWHBIMH JIOJDKHOCTHBIMM JIMIIAMM B COOTBETCTBHMM C HX
KOMIIETECHIINEH, ONMpEeIsieMOl JTOBEPEHHOCTAMM HA BBINIOJHEHUE ONPENEICHHBIX NEUCTBUM OT
nMeHu OpraHu3alu, BHyTPEHHUMU HOPMATUBHBIMU TOKyMeHTaMu OpraHu3anun).

4.15. OTnenbHbBIE BUIBI BHYTPEHHUX IOKYMEHTOB (CITy>KeOHBIE, O0BSICHUTEIBHBIC 3aITUCKH )
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Ha UM HETIOCPEICTBEHHOTO MTOANNUCHIBAIOTCS UCIIOJIHUTENEM (COCTABUTENIEM), ECIIH pa3pelllacMble
IIPU 3TOM BOIIPOCHI HE BBIXOJAT 3a MPEJIEIIbl €r0 KOMIIETEHIIUH.

4.16. JlokyMeHTBI, HampaBliieMble B BBICHIME OPraHbl BJIACTU TOJIUCHIBAIOTCS
PykoBoauTenem Oprann3anuy UM JULOM, HCIOJIHSIOIUM €ro 0053aHHOCTH.

4.17. JlokyMeHTBI, HaIpaBii€Mble B CTOPOHHUE OpraHU3alM{, MOJANUCHIBAIOTCS
PykoBomutenem OpraHuzaluu, €ro 3aMeCTUTEISIMM, MWHBIMH JOJDKHOCTHBIMU  JIMIIAMHU
Opranuzanuy B COOTBETCTBUU C NIPEAOCTABICHHBIMU UM ITOJTHOMOYHUSIMHU.

4.18. JlokyMeHT NOJNMChIBaeTCA JBYMs WM Oosiee JHUIAMU, €CIM 3a COJAEp)KaHHe
JOKYMEHTa HECYT OTBETCTBEHHOCTb HECKOJBKO PAOOTHUKOB (HOKYMEHTHI, IOATOTOBIICHHBIC
HECKOJIbKUMH pa0OTHUKAaMU WM OpraHu3alusMu, padoueil rpynmnoi, KoMUccuen).

4.19. IloanuceiBaeTcsl, Kak IPaBUII0, OJIUH IK3EMILIAP 1OKyMeHTa. COBMECTHBIA JOKYMEHT
HOJNKCHIBAETCS B KOJIMYECTBE, COOTBETCTBYIOILEM KOJMYECTBY OpraHM3allui, CO3JaBIINX
JIOKYMEHT.

[Ipu HampaBieHUM MHUCbMa WJIM BHYTPEHHETO0 MH()OPMAIIMOHHO-CIIPABOYHOIO JIOKYMEHTA
HECKOJIBKUM azipecataM (He OoJiee YeThIpeX) MOANMCHIBACTCS KaXIbli OTHPABIISIEMbIH K3EMILISP
JIOKYMEHTA.

4.20. Ilognuce Ha AOKyMeHTE O(OPMIIIETCS B COOTBETCTBUU C TyHKTamu 2.47, 2.48
NucTpykiun.

4.21. YTBepxaeHNe TOKyMEHTa IPOU3BOIUTCS:

HENoCPeCTBEHHO PyKoBOIMTENIEM — IPOCTaBIEHUEM COOCTBEHHOPYYHOM MOJIITUCH B TpUde
YTBEPKACHMUS;

npukazoM OpraHusanuu.

4.22. YTBepKIaloTCs IPaBUiIa, MOJI0XKEHUS, MHCTPYKIIUU, PETIAMEHTbI, HEKOTOPbIE BHJIbI
aKTOB, IJIaHbI, IPOTPaAMMBbI U JPyTUe JOKYMEHThI, YCTaHAaBIUBAIOIINE HOPMbI H/HIIM pacCUMTaHHbIE
Ha JUTUTEIbHOE IPUMEHeHHe (mpuiaoxenne Ne 13).

Odopmnenne rpuda yTBEpKAEHUS MPOU3BOIUTCS B COOTBETCTBUU C MYyHKTOM 2.41
HNHcTpykum.

4.23. Ilopnuce PykoBomurens OpraHu3anyy WIM MHOTO YINOJHOMOYEHHOI'O UM JIMIa Ha
JIOKYMEHTaX, TPEOYIOIHUX O0COOO0r0 YIOCTOBEPEHUS HMX MOMJIUHHOCTH, a TaKXEe Ha KOIHUIX
JOKYMEHTOB M BBIIIHCKAX U3 JOKYMEHTOB 3aBEPsCTCs Meyarhio (mpuiio:kenne Ne 14).

4.24. Tleyatp Ha TOKyMEHTE MPOCTABIISIETCSI B COOTBETCTBUU C IMYHKTOM 2.49 MHCTPYKINH.

V. Opranuzanus 10KyMeHT0000poTa

5.1. IokyMeHTOOOO0pOT BKJIIOUAET BCIO MOCIIEI0BATEIbHOCTD NTEPEMEILIEHUH T0OKYMEHTOB, a
TaK)K€ OIepaliy, COBEPIIAEMbIE C JOKYMEHTaMU B IIPOLECCE MX CO3/JaHUA U HCIOJHEHUS
(monydyeHue, OTIpaBKa, MPEJBAPUTEIBLHOE PACCMOTPEHME, PpErucTpanusi, paccMOTpPEHHE
PykxoBoaurenem).

5.2. llenp opraHm3anuu JOKyMEHTOOOOpPOTa — OOECIEYeHHE CBOCBPEMEHHOTO MPHUHSTHUS
YIpaBJIEHYECKUX PELICHHH W UX HCHOJHEeHWs. 3ajada JOKYMEHTOOOOpOoTa — OpraHM30BaTh
JIBUKEHHE JIOKYMEHTOB 0 HalMEHEe KOPOTKOMY MYTH C MUHUMAaJbHBIMHU 3aTpaTamMH TpyJaa U
BpPEMEHH, B YCJOBHUSAX 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa — 0OECHeUnuTh IOCTYN K JAOKYMEHTaM
nosib3oBarensiM COJl B COOTBETCTBHUM C MPEAOCTABICHHBIMUA UM ITPABAMH.

5.3. B ycnoBusx npumeHeHuss COJI B OpraHuzanyy HCHOJNb3YIOTCS 3JIEKTPOHHBIE
JIOKYMEHTBI, & TaKXKe 3JIeKTPOHHBIE KOIUHU JTOKYMEHTOB, IIOJyY€HHBIE B Pe3yJbTaTe CKaHUPOBAHUS
JIOKYMEHTOB Ha OymakHoM Hocutene. JlokyMeHTbl OpraHusanuu, UMEIoIe BpeMEHHBIE CPOKH
xpaHeHuss (mo 10 neT BKJIIOYUTENBHO) MOTYT CO3JaBaThCsl, XPAHUTHCA U HCIOJIb30BATHCS
UCKJTIOUUTENIFHO B ()OPME IEKTPOHHBIX TOKYMEHTOB.

[lepeyeHb NOKYMEHTOB, CO3[aBa€MbIX, XPAHUMBIX M HCIOJIb3YEMbIX HCKIIOYMTEIBHO B
(opMe IEKTPOHHBIX TOKYMEHTOB, yTBepxkaaeTcs PykoBoaurenem Opranusanuu.

5.4. OpraHu3anus IBUXEHHS JOKYMEHTOB B YCJIOBHUSAX 3JIEKTPOHHOIO JOKYMEHTO00OpOTa
OCYILIECTBIISICTCSI B COOTBETCTBMM C PEIVIAMEHTHPOBAHHBIMU MapuUIpyTaMu, pa3paOaTbIBa€MbIMHU
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JenornpousBoaureneM. MapiipyThl JBHKEHUST OPraHU3aLMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB
JIOJDKHBI OBITh ONTUMAIbHBIMM 110 3aTpaTaM BPEMEHH, HE JIOJDKHBI JOIMYCKaTh IYOJIUPYOIIHUX
oTepanuii ¥ BO3BPATHBIX JIBKEHHI, HE 00YCIOBICHHBIX AEI0BOI HEOOXOAUMOCTHIO.

5.5. Opranuzanus JOKYMEHTOOOOpPOTa OCHOBBIBAETCS Ha HPUHLUMAX: LEHTPaIU3aLUuU
orepanui Mo NpueMy 1 OTIPaBKe JTOKyMEHTOB;

pacripesieieHusl JOKYMEHTOB Ha JOKYMEHTOIOTOKM, HMMEIOIIME OAMHAKOBBIA MapuipyT
(MapipyTHU3aIus T0KyMEHTOB);

OpraHu3alMK [IPEIBAPUTEIIEHOTO PACCMOTPEHUS BXOAIIUX JOKYMEHTOB;

UCKJIIOUYEHHUS] BO3BPATHBIX JBIDKEHHH JOKYMEHTa, HE OOYCJIOBJICHHBIX JIE€JIOBOM
HEOOXOIMMOCTEIO;

OJTHOKPATHOCTH PETHCTPALUHU JTOKYMEHTOB;

yCTpaHEHUsI HEOOOCHOBAHHBIX COIVIACOBAHUIN MPOEKTOB I0KYMEHTOB;

BPEMEHHOW perjlaMeHTAIlMK ONepanuii 1mo o0paboTKe, pacCCMOTPEHUIO U COTJIACOBAHUIO
JIOKYMEHTOB.

5.6. B noxkymMeHTOOOOpOTE OpraHU3alMH BBIACISIOTCS JOKYMEHTOIOTOKH: BXOJAIINE
(moctymnaronme) JOKYMEHTbI; UCXOAAIIMe (OTIPABISEMbIE) TOKYMEHTbI; BHYTPEHHUE JOKYMEHTHI.
B cocraBe BXOAAIIMX M UCXOASIINX JOKYMEHTOB BBIICISIFOTCS:

JOKYMEHTBI OPIaHOB rOCy1apCTBEHHOMN BIIACTH,

JOKYMEHTBI OPTaHOB MECTHOTO CaMOYIIPaBIICHUS;

JOKYMEHTBI OIHOTUITHBIX OpraHU3alui;

JTOKYMEHTBI U3 TOCYJJapCTBEHHBIX U HETOCYJapCTBEHHBIX OpraHU3aIliii;

oOpallleHus Tpak/JIaH;

JpyTHE TPYIIBI JOKYMEHTOB.

5.7. loctaBka M OTIIpaBKa JOKYMEHTOB B OpraHuzaluyl OCYILIECTBISIOTCS CpPEACTBAMHU
MIOYTOBOM CBSI3U, (DENBIBETEPCKON M KYphEpPCKOW CBSI3M, HAPOYHBIMH M PA3IMYHBIMU BHIAMH
ANIEKTPOCBs3HU (pakcuMuibHas, TenerpadHas, TenedoHHas, anekTpoHHas nouta, CO/I).

5.8. B Opranu3zanuio J0CTaBIseTCsS KOPPECTIOHICHIIHS B BUJIE TICEM, IIOYTOBBIX KapTOUEK,
OaHjeposieil M MaKeToB, MEYAaTHBIX W3AAaHUHM, TejerpammM, Qakcorpamm, TenedoHorpamm,
AIIEKTPOHHBIX JOKYMEHTOB M AJIEKTPOHHBIX KOMHUI JOKYMEHTOB.

59. [Ilpuem nokyMeHTOB ocymecTBisercs [lemonpousBogureneM. JIOKyMEHTHI,
NOJTy4eHHBIE pa0OTHUKAMHU OT APYTHX OpraHU3aInid, TaKXkKe IepenatTcs [lenonpon3BoauTeNro A
perucTpanuy u/mim yJera.

5.10. Bce nmocrynuBime B OpraHu3aluio JOKYMEHTHI MOJJIekKAT NEepBUUHON 00paboTKe,
BKJIFOYAIOIIEH:

MIPOBEPKY MPABMIIBHOCTH JIOCTaBKH JOKYMEHTOB;

MIPOBEPKY IETOCTHOCTH YIaKOBKH (KOHBEPTOB, TAKETOB);

BCKpBITHE YNAKOBKM (32 HCKJIIOYEHHEM KOHBEpPTOB, MAaKETOB C MOMETKOM «JIuuHO» U
rpadamu OrpaHUYeHHUs JOCTyNa K JOKYMEHTY);

MIPOBEPKY IETOCTHOCTH BXOSIIMX TOKYMEHTOB, BKITFOUAs TIPUIIOKEHUS;

YHUYTO)KEHUE KOHBEPTOB, MIAKETOB UJIM YIIAKOBKH;

MPOCTABIICHHE OTMETKH O TIOCTYIUIEHUH IOKyMeHTa B OpraHu3aiuio.

5.11. OmmOouYHO JOCTaBIECHHBIE JOKYMEHTHI IEPECHUIAIOTCS [0 Ha3HAYCHUIO WU
BO3BPAIIAIOTCA  OTMPABUTENIO. JIOKyMEHTHI, TIOCTYNHBIIME B TIOBPEXKICHHON YIMaKOBKE,
MPOBEPSIOTCS HA LEJIOCTHOCTD, B TOM YHUCIIC Ha HAIMYME MEXaHUUECKUX MOBPEXKICHUH.

[TouTOBEIC OTHpaBIICHNUs, HECTAHAAPTHBIE TI0 BECY, pa3mepy, (popme, MMeroIre HEPOBHOCTH
no Ookam, 3aKJIe€eHHbIE JMIKON JEHTOW, UMEIOIINEe CTPAaHHBIN 3amax, LBET, MPEANOIOKUTENEHO
UMCIOIIME BJIOKCHUS, HE XapaKTEepHbIE ISl TOYTOBBIX OTIIPABIICHUH, HE BCKpbIBatoTcs. O
MOJYYEHUH MOA03PUTEIBHOTO IIOYTOBOTO OTIPABICHUS JOKJIaAbIBaeTcsi PykoBoauTelnio.

5.12. [Ipu mocTyIIeHUH BXOAIIETO TOKYMEHTA B IOBPEXKICHHOHN YITaKOBKE, TTOBPEKICHUN
JIOKYMEHTA, ITPU OTCYTCTBUH B KOHBEPTE (ITaKeTe) TOKYMEHTA, €0 YaCTH WU NMPHIIOKEHUH K HEMY,
a TaK)Ke MPH OTCYTCTBHUHU MOATNUCH Ha BXOAALIEM TOKYMEHTE COCTABIISIETCA aKT B ABYX SK3EMILIAPAX
Ha OyMa)XHOM HOCHTENe, TMOANUChIBaeMbIii Jlenmonmpou3BogutenieM U PykoBomgutenem
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Opranuzanuu.

OnuH 3K3eMIUIAp aKTa BMECTE C BXOJAIIUM JJIOKYMEHTOM U €ro IIPUIIOKEHUSIMU TIepe1aeTCs]
Ha IPEIBAapUTEIBbHOE PACCMOTPEHME M PEruCTpallio, BTOPOM SK3EMIUIAP aKTa BbICBHLIAECTCA
OTIIPABUTEINIO.

5.13. KoHBepTbl, NakeTbl WM YIAKOBKAa COXPAHSAIOTCS W NPUIIAraroTcs K BXOIALIUM
JIOKYMEHTaM B CIIyJasx:

€CJIM TOJIbKO 110 HUM MOYKHO YCTaHOBUTH OTIIPaBUTEIIS WM ATy OTIIPABICHMUS;

€CIIM BXOZSIIMI JOKYMEHT IOCTYNWJI I03XE YKa3aHHOIO B TEKCTE JOKyMEHTa CpOKa
VCIIOJIHEHUS WJIM 1aThl MEPOTIPUATHS;

IpU OOJNBLIOM PACX0XKIECHUHM MEX]y AaTaMH MOANNCAHUS U MOITY4YEHUS T0KYMEHTOB.

[Tocne 3aBepuieHust pabOTHI C JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM ITOMEIAETCS Ha
XpaHEeHHE B JIEJ0.

5.14. KonBepTsl (I1akeThl), UMEIOIne 0TMETKY «JInuno» («Privatey), rpugsl orpaHuueHus
JOCTylla K JOKYMEHTaM, COJEp)KalllUM CBEACHUS KOH(PHIEHIMAJIbHOIO XapakTepa, He
BCKPBIBAIOTCS U NIEPEAALOTCS:

¢ ormetkoi «JInunoy («Private») — HemocpeaCTBEHHO aapecary;

¢ rpuaMu orpaHIUYEHHSI JOCTYIA — HETIOCPEACTBEHHO PykoBoauTENIO.

5.15. Bxopsue 370€KTPOHHbIE JTOKYMEHTBHI, IOCTYNUBIINE OT JIPYIMX OpraHu3aluil 1o
JNIEKTPOHHOM moute, Ha caite Opranusamuun  (nocpeactBom CDJI)  mpuHHMArOTCS
JenonpousBoaurenem.

DNEeKTPOHHBIE JOKYMEHTHI, IOCTYNUBIINE 110 MH(POPMALMOHHO-TEIEKOMMYHUKAIIUOHHBIM
KaHaJlaM U MOANKCAaHHbIE YCUICHHOW KBaTM(PULIIMPOBAaHHOM MTOANUCHIO, BKItodatoTcst B CO/] mocie
IIPOBEPKU 3JEKTPOHHOM MOJANMCH M NOJATBEP)KICHUS €€ JEHCTBUTENBbHOCTH; 3JEKTPOHHBIE
JOKYMEHTBI, MOCTYNHUBIINE OT JIPYTUX OpPraHMU3alUi 0 JIEKTPOHHOW IMOYTe U MOJNHCAHHBIE
YCUJIEHHOW HEKBaJM(ULIUMPOBAHHOMN MOANKUCHIO WIH MPOCTOMN AJIEKTPOHHOM MOIMKUCHIO, TPOXOIAT
IIPEIBAPUTEIIBHOE paccMOTpeHue U Bkiouarorcs B COJ] mpu Hamuuuu MeXAy OpraHu3allvei-
OTTIPABUTEIEM U OpraHu3aler-moyiydaresieM CcorjlaieHuss 00 oOMeHe JJIEKTPOHHBIMU
JIOKYMEHTaMHU, OAMMCAHHBIMU COOTBETCTBYIOLIEH MOAMKCHIO.

5.16. [lepBuuHas 06paboTKa 3JIEKTPOHHBIX IOKYMEHTOB, ITOJIYYEHHBIX 110 UHPOPMAIIMOHHO-
TEJIEKOMMYHHUKAIIMOHHBIM KaHajdaM CBsi3u (3yekTpoHHas mouta, COJI, caiit Opranuzanuu) ot
JOpYTUX OpraHu3aluid M TpaxkJaH, JOJDKHA COOTBETCTBOBATH TEXHOJIOTMU PadOThI C BXOASIIUMU
JIOKyMEHTaMH.

5.17. IlepBuunast 06pabOTKa JOKYMEHTOB 3aBEPIIAETCS UX paclpeiesieHneM (COPTUPOBKO)
Ha pEruCTpUpyeMble M HepeructpupyeMble. K nokymeHTam, HE MNOAJIEKAIIUM pErucTpaiu,
OTHOCSITCS JIOKYMEHTBI, HE TpeOylollre WCIOJHEHUs U He cojaepxKaliue HHPopMau,
UCIIONIb3yEeMOH B CIIPABOYHBIX HEJsX (mpuutokenune Ne 15).

5.18. Peructpamusa  Bxoasumx — JOKYMEHTOB OCYILIECTBIISIETCS OIWH  pas:
JlenornponsBoauTeneM, HE3aBUCUMO OT CIIOC00a UX JIOCTABKH.

JIOKyMEHTBI, TMOCTYyMaIlue M3 JIpPYrHX OpraHu3aliil HENmOCPEeICTBEHHO pabOTHUKaM
Opranuzanuu, HO TpeOyIOIIMe PAcCMOTPEHUs PYKOBOJCTBA, MEPENAIOTCS Ui PETHUCTpPalUU U
IIPEJIBAPUTENLHOTO pacCMOTPEHUS J{enonpon3BoIuTeNIO.

5.19. Perucrpanyst BXOJAIIMX JOKYMEHTOB OCYILECTBISAETCS B JE€Hb UX MOCTYIUIEHUS WM
Ha CIEAYIONIMI pabouuid JeHb MPH TMOCTYIUIEHWHU JOKYMEHTOB B KOHIIE paboyero JHs WU B
Hepabouee BpeMsl.

Peructpanus oOpaiieHuil rpaxaaH OCYIIECTBISETCS B TE€UEHHE TpeX THEH ¢ MOMEHTa
HOCTYIUIeHUs1 oOpateHust B cootBeTcTBUU ¢ DeaepanbHbiM 3akoHOM 0T 02.05.2006 Ne 59-D3 «O
NopsZIKE paccMOTpeHust oOpaieHuit rpaxaan B Poccuiickoit @enepanumy.

5.20. CBeneHusl O MOCTYNUBIIEM JOKYMEHTE BHOCSTCS B 3JIEKTPOHHYIO PETUCTPALIMOHHYIO
kaptouky (OPK) COJl wnm perucrpanimioHHO-YYeTHYIO ¢GopMy Ha OyMa)KHOM HOCHTENe, a
HOCTYIUBIIEMY TOKYMEHTY IPUCBAaUBAETCS] PETUCTPALMOHHBIA HOMED.

PerucrpanimoHHbIl HOMEpP BXOZSIIErO JOKYMEHTa COCTOMT U3 IOPSAKOBOIO HOMeEpa
JIOKYMEHTa B Ipe/ieNax KaJeHIApHOro roja, KOTOPbI MOKET ObITh OMOJIHEH HU(DPOBBIMU MU
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OyKBEHHO-ITU(POBBIMU KOJaMH (MHIEKCAMM) MO UCIOIB3YyEMBIM KJIacCH(pHUKAaTOpaM (Hampumep, B
COOTBETCTBUU C UHJEKCOM JIeJIa [0 HOMEHKJIAType Je).

5.21. Ha Bcex 3aperucTpupOBaHHBIX [OKYMEHTaX, 3a MCKJIIOYEHHEM JOKYMEHTOB,
MOCTYNHUBIIUX B (POpME AIIEKTPOHHBIX JOKYMEHTOB, IMPOCTABIISIOTCS OTMETKH O IMOCTYIUICHUH
nokymenta B Opranum3anuio. B oTMETKe O TOCTYIUIGHHM JOKyMEHTa (DUKCHUPYIOTCS [aTa
NOCTYIUIeHUsI (NIpH HEOOXOJMMOCTH — BpeMs IMOCTYIUICHHS B 4acax M MHUHYTax) U BXOJSLIHUIMA
PErUCTPALIMOHHBIA HOMEP TOKYMEHTA B COOTBETCTBUHU € IIYHKTOM 2.36 MHCTpyKUIHMH.

5.22. JIOKyMeHTBI, MOCTYNHUBIINE Ha OyMa)KHOM HOCHUTEJIE, CKaHUPYIOTCS, 3JIEKTPOHHAS
Komnust 1okymenTa Bkitovaercs B COJ1 u npucoeaunsiercs k OPK noxkymenra.

5.23. KoppecnonaeHuuss Ha MHOCTPAHHBIX f3bIKaX, aJpecoBaHHas PyKoBOJCTBY
Opranuzanuu, nociae peructpauuu Jlenonpou3BoAUTENEM NEPEJAETCS COOTBETCTBYIOILIEMY
pabotHuky OpraHuzanuu Juis [epeBojJa M IMOCIEAyIolleld ImepeJayd Ha pacCMOTpPEHHE
PYKOBOJICTBA.

5.24. IlpenBapuTenbHOE pPACCMOTPEHHE TMPOBOAUTCA B LEISIX  pacHpeeCHUs
noctynamomux B OpraHuzaluio JOKYMEHTOB Ha TpeOyromiue o00s3aTeIbHOTO PAaCCMOTPEHHS
PykxoBoacTtBoM Opranusaiiiiy 1 HampasJiieMble HEITOCPEICTBEHHO paboTHHKaM OpraHu3aiuu.

5.25. [IlpenBapurenbHOE PACCMOTPEHUE BXOMISIIMX JOKYMEHTOB  OCYIIECTBIISETCS
Jlenonpou3BoauTeneM nociae perucTpaiuy JOKyMEHTOB.

[IpenBaputenbHOE PacCMOTPEHUE MOXKET MPOBOAUTHCA 1O PETUCTpAlMU B cllydae
MOCTYIUICHUSI JOKYMEHTOB C OTMETKamH, TPEeOYIOUIMMH He3aMeIIUTEebHOTO PACCMOTPEHHS U
VCIIOJIHEHUS IOKYMEHTA.

5.26. [IpenBapuTeibHOMY PAaCCMOTPEHUIO MOAJIEKAT BXOASIINE TOKYMEHTBI, a[pECOBaHHBIE
B Opranuzanuio 1 Ha ums ee PykoBoaurens.

JIOKyMEeHTBI, aJipecOoBaHHbIE pPAOOTHHKAM, MEpeNaloTcs UM 0e3 MpeaBapUTEIbHOTO
paccMOTpeHHS.

5.27. IlpenBapuTesnbHOE PACCMOTPEHUE OCYIIECTBIIETCS UCXOJSA U3 OLEHKU COACP KAHMS
BXOJSALIMX JOKYMEHTOB, C YYE€TOM YCTaHOBJIEHHOro B OpraHuzauuu pacrpeaeacHus
(byHKIMOHANBHBIX 00s3aHHOCTEH Mexay PykoBonutenem OpraHuzaliuy, €ro 3aMECTUTENSIMU U
paboTHukamMu OpraHuzanuu.

5.28. Ilo pesynpraTamM IpeIBapUTEIBHOTO PACCMOTPEHHUS TOKYMEHTBI PacIpeAeIaoTCs Ha
JIOKYMEHTOIIOTOKH, HallpaBJIsieMble:

Ha paccMoTpeHue PykoBomutenss OpraHuzaiuu (JOKYMEHTBI, MOCTYHAIOIINE U3 OPraHOB
rocy/1apCTBEHHOW BJIACTH, OPraHOB MECTHOT'O CaMOYIPaBIeHUS, JOKYMEHTHI 110 HanOoJiee BaXKHBIM
Y IIPUHLUIIMAIBHBIM BOIIPOCAM JESATEIBHOCTH OpraHUu3alun);

Ha paccMOTpeHHe 3amectureneil PykoBonuTtenst (JIOKyMEHTBHI 10 HaIpaBlIEHUSM
JESATENIBHOCTH, KyPUPYEMBIX COOTBETCTBYIOLIMMH 3aMECTUTEIISIMU);

Ha pacCMOTPEHHUE U UCIIOJIHEHNE PAOOTHUKAMHU 110 HAPABICHUSIM UX JAESTEIbHOCTH.

5.29. Tlo 3aBepuieHMM MPEIBAPUTEIBHOIO PACCMOTPEHUS JOKYMEHTBI IE€PEAAIOTCS
COOTBETCTBYIOIIMUM JIOJDKHOCTHBIM JMLaM (paOOTHHKaM) JJsi PacCMOTPEHHUS U BBIHECEHUS
pe3otonni (yKa3aHHUi 110 UCTIIOIHEHMIO).

5.30. PaccMoTpeHue JOKYMEHTOB JOKHOCTHBIM JIMLOM (paOOTHHUKOM) OCYIIIECTBIISIETCS B
JIeHb Tepe/laui eMy JIOKyMEHTOB MJIM Ha CIeAYIOIUi pabouuii 1eHb, €ClIi JOKYMEHTHI MepeJaHbl
B KOHIIE paboyero JHs.

JIOKyMEHTBI, TpeOyroIlue CpPOYHOTO pPACCMOTPEHMs, a TakkKe TeJIerpaMMbl |
TeneQoHOrpaMMbl pacCCMAaTPUBAIOTCS HE3aMEJIUTENBHO.

5.31. PesynpraTel paccMOTpeHHusi JAoKyMmMeHTa PykoBoaurenem OpraHuszanyu, €ro
3aMecTuTeNsIMU, paboTHHKaMU OpraHuzanuu oQOpMIIIIOTCS B BHJIE€ PE3OJIIOLINN B COOTBETCTBUU C
nyHKTOM 2.43 MHCTpYKIMH.

5.32. CBeneHus 0 pe30oNuH (MCTIOMHUTENh, COIEPKAHUE TTOPYUCHHUSI, CPOK UCTIOTHEHUS )
Henonpouspoautenem BHocATcss B DPK COJI, mocine 4ero MCHOJHUTENM MOJYy4aroT JOCTYN K
AJIEKTPOHHOMY JOKYMEHTY WJIM 3JEKTPOHHOM KOIMHU JOKYMEHTA, €CJIM AOKYMEHT IOCTYIWJ Ha
OyMa)KHOM HOCHTEIE.
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5.33. JIoKyMeHTBI, MOCTyMalole Ha OyMaXKHOM HOCHUTENE, MOCIE HMX PErucTpalud u
pPaccCMOTPEHUSI  PYKOBOJICTBOM  MEPEJAIOTCS  COOTBETCTBYIOLIUM  JOJDKHOCTHBIM  JIUIIAM
(paboTHHKaM) Ha MCIIOJIHEHHUE WJIH MIOMEIIAIOTCS B 110 B J{eonpon3BoguTeNeM B COOTBETCTBUH
C HOMEHKJIaTypoil e Opranu3aiui.

Jus ukcarmuu (akra mepeaayd BXOIANIMX JOKYMEHTOB M HMX KONMUH Ha OyMaKHOM
HOCHUTEJIE MOT'YT HCIIOIb30BAThCs KYypHAIbI (PEeCTpbl) Mepeiau TOKYMEHTOB.

5.34. Tlpu OymMa)kHOM JOKYMEHTOOOOPOTE TMOUTMHHUKH BXOJISIINX JTOKYMEHTOB, B CIIy4ae
Ha3HAYCHHs] HECKOJIbKUX HCIIOJIHUTENEH MepeatoTcsl OTBETCTBEHHOMY UCIIOIHUTEI0, OCTAIbHBIM
UCHOJHUTENAM Jleonpon3BOAUTEND IIEPEJAET KOIIUU JOKYMEHTA.

5.35. HUcxopsmue TOKYMEHTHI, 3aBU3UPOBAHHBIC BCEMH 3aWHTEPECOBAHHBIMU JUIAMH U
noAnucaHHeie PykoBonuTeneM WM HMHBIM YIOJHOMOYEHHBIM WM JIMIIOM, PErHCTPUPYIOTCS
Henonpouspoaurenem OpraHuzaiuu.

5.36. Perucrpanus uCXOASIIUX JOKYMEHTOB OCYLIECTBIIAETCS B JIEHb MOANMCAHUS WIN Ha
ClenyrImuid pabounil JeHb, €clid JOKYMEHTHl ObUIM MOJMUCAHbl B KOHIIE pabOyero JHS WM B
Hepabouee BpeMs.

5.37. llepen peructpanueil HUCXOAAIIUX TOKYMEHTOB Jlenompou3BOAUTENs MPOBEPSET
NPaBUWIBHOCTh O(OPMIICHUSI JOKYMEHTOB (B TOM YHCJIE HaJIM4YUe TOIMHMCEH, BU3, IPABUIBHOCTD
HAIMCAaHMs a/IPECOB), a TAK)KE YKAa3aHHBIX B UCXOMASAIIUX JTOKYMEHTaX MPUI0KEHUHN, COOTBETCTBHE
KOJIMYECTBA K3EMIUISIPOB KOJIMYECTBY aJpECaToB 10 YKA3aTENI0 PACChUIKH, HATMYUE OTMETKU 00
UCIIOJTHUTEIIE.

5.38. Ilpu peructpamuu wucxomsmero nucbma B COJ] cBepeHuss o0 OTHpaBisieMOM
nokymenTe ¢pukcupyroTes B OPK, k KOTOpoii MpUKpeIiseTcs: 2IeKTPOHHAS KOTHS OTHPaBIIsSEMOTro
JIOKYMEHTA.

Ecnu OPK 6b11a co3nana B CO/I mpu moAroToBKe NpoeKTa JOKyMEHTa, TO IPHU PETUCTPALIUU
UCXOJSIIET0 JIOKYMEHTa B Hee JOOaBJISIOTCS CBEIACHHS O PETUCTPAllMOHHOM HOMEpe, Jare
PETUCTpalMU U APYTUE CBEACHUS 00 UCXOAIIEM JOKYMEHTE.

5.39. PeructpallmoHHBIA HOMEpP HCXOJSIIETO JOKYMEHTA JOJKEH COCTOSITh M3 KOJOB
(MHIIEKCOB) B COOTBETCTBHM C NPUMEHSEMBIMH KiIacCH(UKATOpaMH U TOPSIKOBOTO HOMEpA
JIOKYMEHTA B IpeJiesiax KaJleHJapHoro roja.

Jlata peructpauuu M PErHCTPALMOHHBII HOMEP MPOCTABIAIOTCS Ha OTHPABIISIEMOM
JIOKYMEHTE, a TaK’K€ Ha KOMHM HUCXOJSALIEr0 IOKyMEHTa, OCTAaIOLIEICs B JIeJe, B COOTBETCTBUU C
nyakTamu 2.35, 2.36 UHCTpyKIHH.

5.40. Ucxomsimmii TOKyMEHT, MOANMUCaHHBIN PykoBoguTenem OpraHuzalnuyl WU HUHBIM
YIOJIHOMOYEHHBIM MM JOJKHOCTHBIM JIMIIOM, MepeJaeTcs Ha OTHpPaBKY, KOMHS JOKyMEHTa Ha
OyMa)KHOM HOCHUTEJIE C BU3aMH IIOMEIIAETCS B J€JI0 B COOTBETCTBUM C HOMEHKJIATypOM Jen.

DNEKTPOHHBIE JOKYMEHTHI IMOCJE MX MOJMUCAHUS DJIEKTPOHHON MOJANUCHI0 U OTIPaBKU
azpecary xpansrcs B 6a3e qaaasix CO/1.

5.41. B 3aBUCHMOCTHM OT COAEpP>KAaHUS M CPOYHOCTH JOKYMEHTBHI, OTIpPABIISIEMbIE W3
Opranuzanuu, JIOCTaBISIOTCA ajapecaraM CpeICTBAaMHU IOYTOBOM, (elbIberepckoil CBs3H,
CIEICBA3H, KYpbEpPOM, 3KCIPECC-TIOYTOH, a TaKXKe IEpPEeNaloTcs IO KaHajlaM 3JIEKTPOCBS3H
(bakcumunbHas cBs3b, Tederpad, TeaedoH, saekTponnas moura, COJI).

OOpaboTka KOPPECHOHACHIIMK MJisi OTMPABKH IOYTOBOM CBS3bIO OCYIIECTBISIETCS B
cooTBeTcTBUM C [IpaBunamu okazaHus yciayr NOYTOBOM CBSA3H.

5.42. JloKkyMeHTbl, HE HWMEIOIIME aJpPEeCHOM YacTH, NPUHUMAIOTCS Ha OTIPABKY C
COTIPOBOIUTETHLHBIMH MHUCHMaMHU.

HenpasunbHo oopmiieHHBIE JOKYMEHTHI M KOPPECTIOHICHIIMS HECITY:KEOHOTO XapaKTepa K
OTIpaBKE HE MPUHUMAIOTCS U BO3BPAILAlOTCS UCIIOJIHUTEINIO.

JIOKYMEHTBI, TIOJIJIeKAIIIE OTIPABKE, TOJDKHBI 00pabaThIBAThCS M OTHPABISATHCS B JCHD UX
MOJMUCAHUS ¥ PErHCTPalK WM Ha CIIeIYIOIIHi pabounii 1eHb.

5.43. Jlochuika WM 3aMe€Ha paHee OTHPABICHHOTO JAOKYMEHTa OCYHIECTBIISIETCS 10
YKa3aHUIO JIUIA, TOMKUCABIIET0 JOKYMEHT.

5.44. TIpoxoxaeHne BHYTPEHHUX JOKYMEHTOB Ha 3Tamax MX MOATOTOBKH M O(QopMIICHUS
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JIOJDKHO COOTBETCTBOBATH MPOXOXKIEHUIO MCXOAIIMX JOKYMEHTOB, a Ha dTalle HCHOJHEHUS —
BXOJIALINX JOKYMEHTOB.

5.45. TIpoexThl pacnopsiAUTENbHBIX JOKYMEHTOB (IIPUKA30B), IMOATOTOBJICHHBIX IS
MOJMUCAHUS, TIOCTE TOJATOTOBKM M COTJIACOBAaHHUS C 3aMHTEPECOBAHHBIMU JIMIIAMU IE€PEAAIOTCS
Jlenornpon3BOAUTEINIO Il IPOBEPKU MPABUIBHOCTU UX OPOPMIICHHUS.

5.46. IlpaBunbHO OQOpPMJICHHBIC MPHUKA3bl TEPENAlOTCS Ha MOMANUCH PykoBoauTEIO
Opranu3zanuy Uid THOMY YIIOJHOMOYEHHOMY UM JIUILY.

5.47. [lloanucaHHble MpHKa3bl 1O OCHOBHOM  JIESITEIBHOCTH  PETUCTPUPYIOTCS
[enonpousBoaurenem.

[ToaroroBka mnpHUKa3zoB MO JMYHOMY COCTaBy K IMOANHMCAHUIO PykKoBoguTeneM U HX
perucTpaus OCyIIeCTBISIOTCS KaJPOBOU CITYKOO0H.

[IpukazaMm 0 OCHOBHOI JESATENLHOCTH MIPUCBAUBAIOTCS MOPSIKOBBIE HOMEpA (110 KaX 10
rpynmne JOKyMEHTOB OTIENbHO) B Ipejaenax KajleHaapHoro rona. Ilpukazam 1no JIBHKEHHIO
yualxcs NprucBauBaeTCs MOPSAKOBBIA HOMED B npeaenax ydyebHnoro roja (myHkt 4.20 Ipaswun).
[TopsimKOBBIA HOMEp MOKYMEHTa MOXET JOMOJHATHCS OYKBEHHBIM WM IU(MPOBBIM HHICKCOM,
0003HaYaIOIIUM MTPUHA/IICKHOCTh IOKYMEHTa COOTBETCTBYIOIIEH TPyIIe JOKYMEHTOB.

CBezieHHsI O PETUCTPUPYEMBIX TpUKazax BHocsATCA B COJ] uiau B WHBIE perucTpalmoHHO-
yueTHbIe POpMBI Ha OyMa)>KHOM HOCHUTENE WM B AJIEKTPOHHOU (popMe B COOTBETCTBUU C ITYHKTOM
5.54 UucTpyKuuu.

5.48. TlogJMHHUKM TPUKA30B IO MECTy HUX pErucTpauuud (GOpMUPYIOTCS B Jiela B
COOTBETCTBUU C HOMEHKJIATYypoi ea OpraHu3anuu B COOTBETCTBUHU ¢ ITyHKTOM 8.20 MHCTpyKIuu.

Konuu mpuka3zoB pacchbulalOTCS HCIONMHUTEISIM U WHBIM 3aUHTEPECOBAHHBIM JIMIIAM B
AIIEKTPOHHOH (opMe Wit Ha OyMa)KHOM HOCHTEJIE B COOTBETCTBUH C yKa3aTeJIeM PacChUIKH.

Komnuu npuka3oB, pacceliaeMble Ha OYMa)KHOM HOCHTENIE, 3aBEPSIIOTCS B COOTBETCTBUU C
nyHkToM 2.51 UHCTpyKIUy.

5.49. Ilporokonbl 3acelaHHil, COBEIIAHWUW, MPOBOJAUMBIX PYKOBOACTBOM OpraHu3zaiui,
perucTpupyrorcs Jeaonpon3BouTENEM.

[IpoTokonbl 3aceqaHuii, COBEIIAHUI, MPOBOJUMBIX KOJUIETHATbHBIMU (COBEIIATETHHBIMU)
OopraHaMu, KOMHUCCUSIMH PETUCTPUPYIOTCA MX CEKpeTapsiMU, OTBETCTBEHHBIMHU 33 OpTraHU3AIUI0 U
MpoBeieHUe MepornpuaThus. Konuum Takux MpOTOKOJIOB TOTOBSITCS K PACCBhUIKE M PACCHUIAIOTCA
CeKpeTapsiMy, OTBETCTBEHHBIMHU 32 OPTAHU3AIMIO U POBEIACHUE MEPOTIPUSTHUS.

5.50. IIpoTokonam mpucBanBarOTCs MOPSAIKOBBIE HOMEPA B Ipe/enax KaJeHAapHOIro rojaa
(yaebHOro) wiu nepuoja paboThl KOMUCCHH (COBETa, BPEMEHHON paboyel TPyIIbI) MO KaX o
TpyIIIE MPOTOKOJIOB OTAEIBHO.

[lonnmMHHUKKM TPOTOKOJOB IO MECTy MX peructpauuud (opMHUPYIOTCS B Jena 1o
HOMEHKJIaType aen Opranu3aiuu B COOTBETCTBUU ¢ yHKTOM 8.20 MHCTpyKIMH.

5.52. Tlpu Bxmouenuu B COJ] (B ciydae ee MCMOIB30BaHUS) BXOASIINX JOKYMEHTOB, HX
pEerucTpalum, pacCMOTpeHU! U ucnojineHuu B DPK BHOCATCS cienyroiye CBeIeHUs O TOKYMEHTE:

a) HAMMEHOBAHUE OpraHU3aIMH (KOPPECTIOHICHTA);

0) agpecar;

B) HAHMEHOBAHHE BUIA IOKYMEHTA;

T) JlaTa MOCTYIMHUBIIETO TOKYMEHTA;

1) peTUCTPAIIMOHHBIN HOMEP MOCTYIHBIIETO TOKYMEHTA,

€) JOJKHOCTh, (JaMIITUS U UHUITHAIIBI JTUIA, TOAMKUCABIIETO TOKYMEHT;

) J1aTa MOCTYIUICHUS] TOKYMEHTa;

3) BXOJISIINI pEruCTPAIlHOHHBII HOMED;

1) 3ar0JIOBOK K TEKCTY (KpaTKoe cojiepaHhe TOKyMEHTA);

K) KOJIMYECTBO JINCTOB OCHOBHOT'O JIOKYMEHTA;

J) OTMETKa O TPWIOKEHUU (KOJIMYECTBO TMPHIOKEHUM, 00IIee KOJMYECTBO JIMCTOB
MIPUIIOKEHU );

M) CBEACHHUS O CBS3aHHBIX JOKYMEHTax (HauUMEHOBaHUE BHJAA JOKYMEHTa, JaTa,
PErUCTPALIMOHHBIA HOMEp, THII CBSI3H);
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H) pe30odtouus (MCTOJHUTENb (MCIOJHUTENN), TOPYUYECHHE, JTOJKHOCTHOE JIUI0, /IaBIIEE
Mopy4eHHeE, J1aTa);

0) CPOK UCIIOJIHEHUS JOKYMEHTA;

I1) MHJIEKC JIeJ1a 0 HOMEHKJIAType Jell;

P) CBEJleHUs O Iepeaipecallui JOKYMEHTa;

C) OTMETKa O KOHTPOJIE;

T) rpu(¢ OrpaHUYEHUS TOCTYIA K TOKYMEHTY;

y) cBeicHUS 00 JIEKTPOHHOM MOITUCH;

() pe3yapTaT MPOBEPKH AICKTPOHHOHN moanucy (BkiItouyatorcs B CO/l, eciiu mOCTYNUBIIHIA
JOKYMEHT MOJIIHCAH YCUJICHHOH 3JIeKTPOHHOM MOAIMHUCHIO).

5.53. Ilpu Brirouenuu B CO/] (B cityyae ee UCTIOIb30BaHMS )UCXOIAIINX TOKYMEHTOB B DPK
BHOCSITCSI CJICAYIOLIUE CBEICHUS O IOKYMEHTE:

a) ajpecar;

0) JOHKHOCTH, PaMHUIIUS U MHUILIMAJIBI JIUIIA, TIOJITUCABIIETO JOKYMEHT;

B) HAUMEHOBaHUE BUJA TIOKYMEHTA;

T) JaTa JOKyMEHTa;

1) pETUCTPALIMOHHBI HOMEP TIOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKOe COAepkKaHHe TOKYMEHTA);

) CBEIEHHS O CBSI3aHHBIX JOKyMEHTax (HaMMEHOBaHME BHUJA JOKyMEHTa, JiaTa,
PErUCTPALIMOHHBIN HOMEp, THII CBSI3H);

3) KOJIMYECTBO JIUCTOB OCHOBHOT'O JIOKYMEHTA;

1) UHJIEKC JIeJIa 0 HOMEHKJIAType Jell;

K) OTMETKAa O MPWIOKEHUU (KOJIMYECTBO HPUIOKEHHUH, 0Olee KOJUYECTBO JIMCTOB
MIPUIIOKEHU );

1) rpud OrpaHUYEHHUS JOCTYIA K TOKYMEHTY;

M) Mojipa3jiejieHue (JJIOJHKHOCTHOE JIMIIO) - OTBETCTBEHHBIN HCIIOIHUTEIb JOKYMEHTA;

H) cBeJleHUs1 00 AIEKTPOHHOW MOJHUCH.

5.54. Ilpu Bxirouenun B COJ (B ciydae ee MCIOJIB30BAaHMS )BHYTPEHHUX JIOKYMEHTOB B
OPK BHOcATCA crnenyromue CBEACHUSI O JTOKyMEHTe (cocTaB cBeIeHMM, BHOCUMBIX B COJl mpu
perucTpanyy BHyTPEHHUX JOKYMEHTOB, 3aBUCUT OT BHJIa PETUCTPUPYEMOIO TIOKYMEHTA):

a) HaMMEHOBaHKe pabOTHUKA, TOJrOTOBUBIIETO MPOEKT TOKYMEHTA;

0) HaMMEHOBaHUE BHJIA IOKYMEHTA,

B) J1aTa JOKYMEHTAa;

I') PErUCTPALMOHHBIN HOMEP JOKYMEHTA;

1) TOJKHOCTh, (paMIIINS M MHUIHAJIBI JIMLA, TOANKUCABILIET0 JOKYMEHT;

€) CBEIEHHs O CBS3aHHBIX JOKYMEHTaX (HAaUMEHOBaHHME BHJAA JOKYMEHTa, [aTa,
PErUCTpallMOHHBIA HOMEp, THII CBSI3H);

) 3aroJIOBOK K TEKCTY (KpaTKOE COEpKaHUE JOKYMEHTA);

3) OTMETKa O TPWIOKEHUU (KOJUYECTBO TPHUIIOKECHHM, OO0IIee KOJIUYECTBO JIMCTOB
IIPUIIOKEHU);

1) UHJIEKC JIeJ1a 0 HOMEHKJIAaType Jell;

K) YKa3aHHUs 110 UCTIOJIHEHUIO IOKyMEHTa (UCIIOJIIHUTENb, IOPYYEHHE, AaTa UCIIOTHEHHS);

J1) OTMETKa O KOHTPOJIE;

M) rpu¢ orpaHUYEHUS JIOCTYTA K JOKYMEHTY;

H) JOJDKHOCTHOE JHIO (pabOTHUK)— HCIONMHUTENh (OTBETCTBEHHBIM HCIOJHUTEIND)
JIOKYMEHTA.

JIOTIOJIHUTENBHO K YKa3aHHBIM CBEJICHHUSM O BXOMSIIMX, HCXONALIMX WU BHYTPEHHUX
nokyMmeHTax B OPK C3Jl MOTyT BHOCUTBCS UHBIE CBEICHMS.

5.55. VYuer konmyecTtBa JOKYMEHTOB, MOCTYNHUBIIMX, CO3JAQHHBIX, OTIPABICHHBIX 3a
OTIpeIeNIEHHBIN MeproJl BpeMEHHU, MOXKET MPOBOAUTHCS 10 OpraHu3aiiy B 1EI0M, [0 OTJAEIbHBIM
paboTHUKaM (KOMHCCHSIM), IO TpylnmaMm JIOKyMEHTOB, KOPPECIOHAEHTaM, JEHCTBUAM,
MIPOU3BEICHHBIM C JOKYMEHTaMH, U JPYTUM IapaMmerpam, HeoOXOIUMBIM ISl aHajau3a paboThI C
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JIOKYMEHTaMH B LIEJISIX €€ COBEPIIICHCTBOBAHUS.

5.56. Ilpu ydere o0bemMa JOKYMEHTOOOOPOTA MOJCYUTHIBACTCS KOJUYECTBO JIOKYMEHTOB
BBIJICJICHHOW TpyNIbl. YYeT KOJMYECTBA JIOKYMEHTOB TMpoBojauTca 1o jgaHHbiM C3/],
PErUCTPALIMOHHO-YUYETHBIX )KYPHAJIOB U KAPTOTEK.

5.57. 3a eauHUIly y4yeTa KOJIMYECTBA JOKYMEHTOB IPUHUMACTCS € IMHCTBEHHBIN IK3EMILISP
JOKYMEHTA: MOJJIMHHHUK WJIM KOMHUsA (€CIM KOMUS — €IWHCTBEHHBIM SK3eMIUIIp JAOKYMEHTa B
Opranuzanuu, HampuMep, KOTHS UCXO/SIIEro MuchMa) 6e3 yuera KOIUi, CO31aBaeMbIX MPH IeYaTh
U KOmupoBaHWM (THpaxkupoBaHuM). Kommu JOKYMEHTOB TMpH HEOOXOAMMOCTH aHaIHU3a
YUHUTBIBAIOTCS OT/IEIBHO.

5.58. PesynpraThl yuera oObemMa JOKyMeHTOoOOOpoTa B OpraHuszanuud €XKeroJaHO
obo0miatorcest J[eonpon3BoAUTENIEM U MPEACTABIAIOTCS PYKOBOJICTBY B BUAE OTYeTa 00 00BEME
JIOKyMEHTO000pOTa 3a To/I.

VI. KoHTpoJIb HCIIOJIHEHNS JOKYMEHTOB (II0OPY4YeHUI)

6.1. KoHTpoJ1b HCIIOHEHUS JOKYMEHTOB (IIOpYUYEHHI) BEAETCS B LIEJISIX UX CBOEBPEMEHHOIO
Y Ka4€CTBEHHOI'O UCIIOJIHEHMUS.

6.2. KoHTpOJb UCIIOHEHUS JOKYMEHTOB (IOPYYEHUI) BeeTCA:

PykoBonuTeneM WM HHBIM JIOJDKHOCTHBIM JMIIOM OpraHu3alMd — HCIOJHEHUS
JIOKYMEHTOB (IIOpY4YEHUH) 110 CYIIECTBY;

Henonpouzpoaurenem OpraHu3aniui — CPOKOB UCIIOJHEHUS IOKYMEHTOB (IIOPYUYEHHUI).

Jlenonpon3BOAUTENEM LICHTPAIU30BAHHOMY KOHTPOJIIO IIOJUIEKAT 3aperUCTPUPOBAHHBIE
JIOKYMEHTBI ¢ OTMETKON 0 KOHTpoJje («KOoHTpoib»), IpOCTaBiIsieMON B COOTBETCTBUU C ITYHKTOM
2.54 ucTpyKuuu.

6.3. PacnopsiiuTenbHble JOKYMEHTHI, POTOKOJbBI 3acelaHuil (COBEIlaHuil), coJleprKalue
MOPYUYEHUS C KOHKPETHBIMHA CPOKAaMU UCIIOJIHEHUS, CTABSTCSI HA KOHTPOJIb 110 KayKIOMY ITOPYYEHHUIO
OTJIENBHO.

6.4. KOoHTpOJIb CPOKOB MCTIOJIHEHHSI JOKYMEHTOB (ITOPYUYEHM ) BKIIOUAET B ceOsL:

MIOCTAaHOBKY JIOKYMEHTOB (IIOpyUY€HUI) Ha KOHTPOJIb;

IIPOBEPKY CBOEBPEMEHHOCTH JIOBEJICHUS JOKYMEHTOB (TTOPYUYEHHI) 10 UCIIOTHUTENEH;

MIPEIBAPUTENIbHYIO TMPOBEPKY U PEryjlMpoBaHUE XOJla MCIOJIHEHHUS JOKYMEHTOB
(mopyuenwuii);

CHSITHE C KOHTPOJISI IOKYMEHTOB (MIOpYUYEHHUI);

y4eT, 0000I1IeHNe U aHAJIU3 PE3YJIbTATOB X0/a UCTIIOIHEHUS IOKYMEHTOB (TIOpyUYeHHi);

uHpopmupoBaHue PykoBoguTens o XOJ€ HCHOIHEHMS] JOKYMEHTOB (IOpY4YEHUH) U
COCTOSTHUY MCIIOJIHUTEIBCKOW TUCIUIUINHEI.

6.5. Cpoky UCTIOJTHEHUS IOKYMEHTOB (MIOPYUYEHHI) HCUUCISAIOTCS B KaJICHJAPHBIX JHSX.

Ecnu mocnenuuii eHb CpoKa MCIOJHEHHUS JTOKyMeHTa (TOpY4eHHUs) NPUXOAUTCS Ha
Hepabouyuil JIeHb, TO JOKYMEHT MOJJIC)KUT HCIIOJHEHUIO B OMMDKAWIINN CIEAYIOIINN 32 HUM
pabouuii 1eHb.

Jlara ucnonHeHuss nokymeHTa (mopydenus) ¢uxcupyercs B OPK COJ] wnu wuHoi
PETUCTPAIIMOHHO-YYEeTHOW (opMe, HCIIONb3YeMO Ui OTCICKHUBAHUS CPOKOB HCIOJIHEHUS
JIOKYMEHTA (TMOpY4YEeHHUS).

CpokH UCTIOTHEHUS JOKYMEHTOB (IOpYYeHU) YCTaHaBIMBaIOTCA PykoBouTenem, ncxoms
U3 CPOKa, YCTAaHOBJICHHOT'O OpraHu3aliel, HalpaBUBILEH JOKYMEHT, UM CPOKOB, YCTAHOBIEHHBIX
3aKoHoAarenbCcTBOM Poccutickoit denepanuu.

6.6. JlIokyMeHTHI (TTOpYYCHHSI) TTOJICKAT UCTIOTHEHHIO B CIIETYIONINE CPOKH:

C KOHKPETHOH JaTOU UCIIOJIHEHHS — B YKa3aHHBIN CPOK;

0e3 yKazaHUs KOHKPETHOW JaTbl MCIIOJHEHMs, UMEIOIIUE B TEKCTE€ IMOMETKY «BEChbMa
CPOYHO»— B TE€YEHUE OJHOTO JHS, «CPOYHO»— B 3-ITHEBHBIA CPOK; «OmepaTUBHO»— B 10-THEBHBII
CPOK; OCTalIbHBIE — B CpPOK He Ooiiee 30 mHel;

10 TTapJIaMEHTCKUM 3arpocaM — He MOo3AHee YeM dyepe3 15 nHel co THS MOTyUYEeHUs;
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no 3amnpocam uineHoB Cosera ®enepaunu, penyraroB locynapcTBeHHOR JIymbl
(IemyTraTckomy 3ampocy) He no3ziHee yem yepes3 30 nHel co THS monydeHus,;

110 MEXBEJIOMCTBEHHBIM 3aIpocaM O NPEACTABICHUN JOKYMEHTOB U (WJIK) HHPOPMALIUHU B
LEJAX NPEAOCTABICHHs TOCYAapCTBEHHBIX U MYHHULMIAIBHBIX YCIYyT — 5 paOouux aHEH co JIHS
MIOJIY4EHHS 3aIIpoca, €CIIM 3aKOHOAaTenbCcTBOM Poccuiickoit denepanuu HE yCTaHOBJIEH WHOMN
CPOK;

110 oOpanieHusiM rpaxxaad — 30 1Hel co JHS perucTpanuu.

6.7. IlpuocTaHOBUTH MCIIOJHEHME KOHTPOJIBHOIO JOKYMEHTa (IIOpYy4YeHMs), a TaKxKe
OTMEHUTb €ro MOXET pPYKOBOJAUTENb, MOJNUCABIIMNA JOKYMEHT WM JaBLIMH I[OpY4YEHHE
(ykazaHue).

6.8. B 1mensx CBOEBPEMEHHOI'O HCIIOJHEHUS JIOKYMEHTOB, MOpY4YeHHH (yka3aHuii),
IIOCTaBJIEHHBIX Ha KOHTPOJb, Jle10npOM3BOIUTENL IPOBEPSET CBOEBPEMEHHOCTb JOBEACHUS
JIOKYMEHTA (MIOPYYEHHMSI) 1O UCIIOJIHUTEISL.

6.9. Ecnu cpok uCronHeHUs JOKyMEHTa (IOpYy4eHHUs) IPEBbIIIACT OJUH MECHll, B LEJsIX
oOecrie4eHHUss  CBOEBPEMEHHOIO  HMCIOJHEHUS  JOKyMeHTa  (IOpyueHus))  MpPOBOIUTCS
IpeBapUTeIbHbIH KOHTPOJIb U HAIIOMUHAHUS UCTIOJHUTEISAM O IPUOJIMKEHUU CPOKOB HCTIOJIHEHHS
JIOKYMEHTOB (ITOpY4EHHUH).

6.10. IIpenBapuTenbHbIN KOHTPOJIb OCYIIECTBISIETCS B CISAYIOIIEM HOPSIIKE:

JIOKYMEHTOB (TIOPYYEHHUI ) TTOCIEIYIONTUX JIET — HE PEXKe OJTHOTO pa3a B IO,

JOKYMEHTOB (TIOpyUY€HHIT) MOCIeyIOIUX MECALEB TEKYIIEro rojia — He peke OJJHOIro pas3a
B MECHII;

JOKYMEHTOB (IIOPYYEHUI ) TEKYILIEro Mecsila —3a 5 1Hel 10 UCTEYEeHUsl CpOKa UCTIOIHEHUS.

6.11. HamoMuHaHUs OTBETCTBEHHBIM HUCTIOIHUTEISIM, @ TAK)Ke HH(OPMAIIHSI 00 UCTIOTHEHUH
JIOKYMEHTOB (IIOpY4€HHUI), MOoTydeHHast oT ucnoiaHurene, puxkcupyrorcs B OPK COJ1 min uHbIX
pPEerucTpalioHHO-YUYETHBIX (opMax, HCHOJIb3YEMBIX JJIsi KOHTPOJISI MCIIOJHEHUS JOKYMEHTOB
(mopyueHwuit).

6.12. Ilpu HEOOXOAMMOCTH H3MEHEHHS CpOKa MCIOJIHEHUs JOKyMeHTa (TIopy4YeHUs)
OTBETCTBEHHBIM MCIOJIHUTENb 0053aH MPeICTaBUTh Ha UMs PykoBoauTelns, 1aBLIero Nopy4yeHue,
00ocHOBaHUE (CITY)EOHYIO 3aMMHUCKY) O MPOJICHUH CPOKA C YKa3aHUEM MPUYUH TIPOJJICHUS U 1aThI
VCIIOJIHEHMUS.

O6ocHOBaHME NPOJIEHUS CPOKAa MHCIIOJHEHHS JOKyMEeHTa (TOopy4yeHHs) IOJDKHO OBITh
HaIpaBJIEHO HE IO3[HEE, 4eM II0 HCTEYEHUU J[BYX TPETBUX CpPOKa HCIIOJHEHUS IOKyMEHTa
(mopy4eHus).

OO0 “3MeHeHUH CPOKa UCIOIHEHHUs JOKYMEHTA (MOpyYeHUs) OTBETCTBEHHBIN UCIIOIHUTEINb
uHpopmupyet JlenonpousBoaurens (aHaJTOTMYHBIM 00pa3oM MOTYT OBITh BHECEHBI U3MEHEHHUS B
COCTaB HUCHOJHMUTENEH JIOKyMeHTa (mopydeHus) ¢ 00s3aTelnbHbBIM HHPOPMHUPOBAHUEM
HenonpounsBoauTens).

6.13. JlokyMeHT (IOpPY4YEHHE) CUMTAETCSI HCIOJHEHHBIM, €CIM IPUHATHl PEUICHHs IO
MIOCTaBJIEHHBIM BOIIPOCAM, TOATOTOBJIEHBI COOTBETCTBYIOIINE JOKYMEHTBI, HAaIlpaBJieHa CIIpaBKa 00
UCTIOJIHEHUH B COOTBETCTBYIOLIME OPraHbl BIACTH (OpraHU3alMM) WM JaH OTBET MO CYIIECTBY
3aMHTEPECOBAHHBIM JIUI[AM.

Pemienue 06 nCHoOIHEHUH TOKYMEHTa (TIOpy4eHus) MpUHUMaeT PyKkoBoaUTEb.

Ha ucnonHeHHOM JOKyMEHTE MPOCTaBIsAETCS OTMETKA O HAIlpaBJIEHUU JOKYMEHTA B JIEJIO B
COOTBETCTBUH € MYHKTOM 2.55 VIHCTpYKIIUH, CBEACHUS 00 MCIOJIHEHUHU JTIOKYMEHTa (TIOpyYeHHs])
BHOCsATCA B OPK CO/] nnu nHYI0 perucTpalioHHO-y4eTHYIO POopMY, UCTIOTB3YEMYIO JIJIsT KOHTPOJIS
VCIIOJTHEHMUSI.

6.14. JlokyMeHTHI (OpyUY€HUs), HE CHATHIE C KOHTPOJIS, a TAKXKe JOKYMEHTHI (IOpydeHus),
CPOK HCIIOJIHEHUS KOTOPBIX HE MPOJUIEH, CYUTAIOTCS HEUCIIOJHEHHBIMU.

6.15. [enonpousBomutens OpraHu3aluyd aHAIU3UPYET COCTOSHHE W PE3YJIbTaThl
UCTIOJIHEHUS IOKYMEHTOB (MIOPYYEHUIl) U COCTOSHUE UCTIOTHUTEIbCKON TUCIUITIIMHBIL:

B MOPSAJIKE MPEIBAPUTEIILHOTO KOHTPOJIS HAPaBJIsIeT TOJKHOCTHBIM JIMIaM (pabOTHHUKaM)
Opranu3anuyu HamOMUHAHUS O JIOKYMEHTaX, CPOKH MCIIOJTHEHUS KOTOPBIX UCTEKAIOT (3a 3-5 mHei
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JI0 OKOHYAHHUS CPOKA UCTIOJIHEHUS IOKYMEHTA);

pa3 B Mecsl U 1O OKOHYaHuu rojga PykoBoaurtento Opranusaiuu HampapisieT OTYETHI O
KOJIMYECTBE JIOKYMEHTOB, UCIIOJIHEHHBIX B CPOK, UCIIOJTHEHHBIX C MPOJICHUEM CPOKa UCIIOJIHEHHUS,
HE HCIIOJIHEHHBIX, HAXOISAIIMUXCS Ha UCMONHEeHUU 1o OpraHuszaiyu B LEJIOM, MO JIOJKHOCTHBIM
nunam (paboTHUKAM) U, TPH HEOOXOIUMOCTH,— 110 OTJEITBHBIM HCTIOTHHTEIISM.

VII. Opranusanusi padoThbl HCIOJIHUTEIS C JOKYMEHTAMH

7.1. McnonHUTEND NOJIy4aeT JOKYMEHThI Ha UCIIOJIHEHUE B JIEHb UX PACCMOTPEHUS WM Ha
cieyouuii pabounii 1eHb B COOTBETCTBUU C PE30IIOLMSIMU pyKoBocTBa Opranuzanuu. CpouHble
JIOKYMEHTBI I1€PENAI0TCS UCIIOJIHUTENI0 HE3aMEAITUTENIBHO.

7.2. Ecnu JOKYMEHT, IIOCTYIUBIIUI HA UCIIOJHEHUE, HE UMEET OTHOLIEHHS K KOMIIETEHIIUU
UCIIOJIHUTEJI, OH B TOT € JEHb WM Ha CIEQylIIuid pabouuil 1eHb BO3BpPALAET €ro B
Jlenonpon3BOaUTENIO IS PELICHUs BOIIPOCa O MEPEHANPABICHUM €r0 Ha MCIIOJHEHUE JPYrOMY
HCIIOJIHUTEIIIO.

7.3. cnionHeHnE JOKYMEHTA NIPEAYCMATPUBAET:

cOop 1 aHanu3 He0OXOAMMOM HH(POPMAIIHH;

MOJIrOTOBKY IPOEKTa JTIOKYMEHTa U ero oopMIICHUE;

COIJIACOBaHUE MPOEKTA IOKYMEHTA C 3aMHTEPECOBAHHBIMU JIUIAMU;

I0pabOTKY MPOEKTa JOKYMEHTA 110 3aMEYaHUsIM, I10JIy4€HHBIM B XO/I€ COIJIACOBAHUS U, IIPU
HE00XO0IMMOCTH,— IOBTOPHOE COTJIACOBAHUE);

MIOJITOTOBKY CIMCKa (yKa3aTess) pacChUIKU JOKYMEHTA, €CIM IOKYMEHT aJIpecoBaH rpymne
OpraHu3alui;

IPEJCTaBICHUE IPOEKTA JOKYMEHTA Ha MOANUCH (YTBEPKACHUE) PYKOBOJICTBY;

MOATOTOBKY JIOKYMEHTa K OTIPAaBKE U Mepefady KOMUU JOKYMEHTA B JeNO (BBITOJIHSAETCS
HenonpousBoaurenem).

7.4. llpu HampaBlieHUU JOKYMEHTa HECKOJbKHM HCIIOJHUTENSIM OTBETCTBEHHBIM 3a
MOArOTOBKY IPOEKTAa JOKYMEHTA SIBISETCSI UCIIOJIHUTEND, YKa3aHHBINA B PE30JIIOLUM NIEPBBIM WU
0003Ha4YeHHbIN B PE30JIOIMN KaK OTBETCTBEHHBIN HCIIOJIHUTENb.

7.5. OTBETCTBEHHBII MWCIOJHUTENb HMMEET IIPaBO JaBaTb IOPYYEHUS OCTAIBHBIM
UCIIOJTHUTEIISAM, MPOBOJIUTH paboyue COBEllaHus s BbIPAOOTKHM COBMeCTHOro peuieHus. Bce
VCIIOJIHUTENIN B PaBHOM CTENEHU OTBETCTBEHHBI 33 CBOEBPEMEHHOE U KaUECTBEHHOE MCIIOJIHEHHE
MOpYYEHUsI U TMPEACTABIEHUE OTBETCTBEHHOMY HCIOJIHHUTENI0 B YCTAHOBJIEHHBIE UM CPOKH
HEOOXO/IMMBIX MaTepuaoB (MPOEKTOB JTOKYMEHTOB, CIpaBoK). VcmonHuTenu He MMEIOT mpaBa
NPEJCTaBIsATh  MPOEKTbl  JOKYMEHTOB  PYKOBOJUTENIO, JaBIIEMYy IOpyY€HHE, MUHYS
OTBETCTBEHHOT'O UCTIOJTHUTEIIS.

7.6. B ciydyae OTCYTCTBUSI HCIOJHMUTENS (KOMaHAMPOBKA, OTIYCK, OOJE3Hb) TOKYMEHT
nepefaercss ApyromMy  HCIOJHHUTEN0 C  00s3aTeldbHBIM  COOOLIEHMEM ero  (aMuInu
HenonpousBoaurento ainsa BHeceHuss u3MeHeHnit B OPK  nmoxymenta B COJl ninm uHyro
PETUCTPaIMOHHO-YUYETHYIO (POopMy.

7.7. llpu yBOJTBHEHUM WU TIEPEXOJE Ha JPYrod ydacTOK pabOTHI MCIIOTHHUTENh O0s3aH
claTh JOKYMEHTBl M JieJla Jpyromy paOOTHUKY IO TOPYYEHHIO PYKOBOJCTBa (B cllyyae
HE00XO0IUMOCTH,— [0 aKTy IpUeMa-Tiepeladl, B KOTOPOM YKa3bIBAIOTCSI BUJIBI J1€T (3ar0OJIOBKH J1€M)
U HMX KOJIMYECTBO W KOTOPBIM MOAMUCHIBACTCS pPAOOTHUKOM, IEPEIaBIIUM JIOKYMEHTBI, H
pabOTHUKOM, IPUHSBIINM JOKYMEHTHI).

7.8. Pe3ynpTaToM HCIIOJIHEHNS JOKYMEHTA SIBISETCS IPOEKT JOKYMEHTA, IIOArOTOBJICHHBIN
HCIIOJTHUTEIIEM.

[IpoekT mOKyMEeHTa CO BCEMH HEOOXOIUMBIMU TMPUIOKECHUSMH, HallCYaTaHHBIM H
O(OpPMIICHHBII B COOTBETCTBHU C IPaBWJIaMH, YCTaHOBJIEHHbIMH B paszjene 3 MHcTpykuuwm,
VCIIOJIHUTEINIb COIJIACOBBIBAECT C 3aMHTEPECOBAHHBIMU IOJPA3ACICHUAMM W JIMLAMU M, IIPH
HEOO0XOUMOCTH, C APYTUMH OPTaHU3ALUSIMH.

JIOKyMEHTBI, TpeAHa3HaYeHHbIe Ui OTIpPAaBKH, OQOpMIIsOTCS Ha OnaHke OpraHuzanuu
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yCTaHOBIIEHHOM (popMBl. J[J1st OTIIpaBKH JOKYMEHTOB, HE UMEIOIINX aIPECHOM YacTH, COCTABIISIETCS
COIIPOBOJIUTENIEHOE ITUCHMO.

Ha noxymenT, paccbuiaeMblii 0ojiee 4eM B YETBIpE a/ipeca, UCIOJHUTENb TOTOBUT CIIUCOK
PacChUIKH, OIPEeAEIseT KOJIMYECTBO HK3EMIUISIPOB JOKYMEHTA U IIOCJE PErMCTPaLuU 00eceunBaeT
U3TOTOBJICHHE HEOOXOIMMOT0 KOJIMYECTBA KOTIUH.

7.9. Hcnonnutens (OTBETCTBEHHbI  HCHOJIHMUTENb) OpraHU3yeT  COIJIACOBaHME
(BU3UpOBAaHME) IPOEKTA JIOKYMEHTa CO BCEMH 3aUHTEPECOBAHHBIMM JIMIIAMU M IPOBOAUT
0pabOTKY MPOEKTa MO 3aMEYaHUsIM B COOTBETCTBUU C nyHkTamu 4.1 - 4.11 MHcTpyKuu.

[Ipu Hammyuu OONBLIOTO KOJUYECTBA 3aMEUYaHWW JO TPEACTaBICHUS JT0paObOTaHHOTO
IpOEeKTa JOKYMEHTa Ha IOANUCh PYyKOBOIUTENIO HCIOJHUTENIb TOTOBUT CBOAKY 3aMedaHUil
(mpensio’keHuit), B KOTOPON yKa3bIBaeTCs: COJAEP)KaHUE 3aMedaHus (IIPEAIOKEHUs), JOIKHOCTD,
damunus Juna, JaBIIEro 3aMeuyaHue, NPUHATO WIM OTKJIOHEHO 3aMeuyaHue (€ciu 3aMeuyaHue
OTKJIOHEHO,— IPUYUHY OTKJIOHEHHUS).

7.10. Ilocne nopa®OTKM M MOBTOPHOI'O BU3MPOBAHUS (COIJIACOBAHMS) MPOEKT JOKYMEHTa
nepenaeTcss Ha noanucanue (yrBepxkaeHue). Jlo mpeacraBieHUs Ha MHOJNUCH HCIOJHUTEIND
IpoBepseT NPaBUIBHOCTh O(OPMIIEHUS JOKYMEHTa, NpPaBUIBHOCTH OGOpMIIEHUS ajpecara,
HaJIMuyue HEOOXOAMMBIX BM3, NPUIOKEHHH, NP HEOOXOAMMOCTH — CIPABOK, MOSICHUTEIbHBIX
3allUCOK, Pa3bsCHSIIOIMX COJEpKaHUE MOJrOTOBICHHBIX JOKYMEHTOB, JMcTa (yKas3aress)
PaCCBUIKH.

7.11. IlognucanHbI JOKYMEHT UCIOIHUTEIb B COOTBETCTBUU C IOPSIIKOM, YCTAaHOBJIEHHBIM
Hacrosmel MHCcTpyKIue, nepeaaeT st perucTpalii U OTIPABKU W/WIN BKIIOUYEHUS B JIEIIO.

B cootBeTcTBUM ¢ HOMEHKIATypo# nen OpraHu3aluy MCIIOJHUTEIb ONPEACIseT UHIEKC
Jie1a, B KOTOPOE JI0JIKEH OBITh BKJIIOUEH JOKYMEHT.

7.12. B X0/ie UCTIOJIHEHUS] TOKYMEHTa UCIIOJIHUTENb UMEET MpaBo IpeilaraTh U3MEHEHUE
CPOKa HMCIIOJIHEHHUS], €CIM OTCYTCTBYIOT pEaJIbHbIE YCIOBUS UCIOJHEHUS JOKYMEHTa (TIopy4YeHus),
JIEJIaTh TIOMETKH Ha JOKYMEHTE O BPEMEHH €T0 MOCTYIUIEHHUS, O 1aTaX IPOMEXYTOUYHOTO KOHTPOJI,
TelNeQOHHBIX U MMCbMEHHBIX 3alIPOCaX, O AAT€ U PE3yIbTaTe OKOHYATEIbHOI'O CIIOJHEHUS.

7.13. HcnonHuTtens He MMEET IpaBa pas3riallaTh COAEPKAHME IOCTYNUBIIUX K HEMY
JOKYMEHTOB U TIOATOTOBJIEHHBIX IPOEKTOB CIIY)KEOHBIX TOKYMEHTOB, C HUMH MOTYT OBITh
03HAaKOMJIEHBI TOJIBKO JIMIIA, UMEIOLUE OTHOILIEHUE K UX UCTIOJHEHMIO.

VIII. ®opMupoBaHne J0KYMEHTAILHOTO0 (ponxa Opranmzanumn

8.1. OnepaTuBHOE XpaHEHHE HOKYMEHTOB OpraHu3anuu 10 Mepelayd UX Ha XpaHEHHUE B
apXUB WIM YHUUTOKEHUE OCYILECTBISAETCS Y paOOTHUKOB OpraHu3aniu.

8.2. B mensax xpaHeHus, TIOUCKA U UCIIONb30BAHMS JOKYMEHTHI HA OyMa)KHOM HOCHUTEIE U
AIIEKTPOHHBIE JOKYMEHTHI (POPMHUPYIOTCS B JIeJIa B COOTBETCTBUU C HOMEHKJIATYpOH Jell.

Homenkmatypa gen 3akperuisieT kiacCupUKanui  (TPYNIHUPOBKY) HCHOTHEHHBIX
JOKYMEHTOB B Jejia (DJIIEKTPOHHBIE Jiefla), CHCTEMATHU3allii0 U WHISKCAIMIO JIeJl, CPOKH HX
XpaHEHUS U SIBISETCS OCHOBHBIM YYETHBIM JIOKYMEHTOM.

Homenkmatypa nen sIBIsieTCsi OCHOBOW JJIsl COCTaBJICHUS OMHUCEH JieJI TOCTOSTHHOTO,
BpeMeHHBIX (CBbImIe 10 JeT) CPOKOB XpaHEHUS W IO JUYHOMY COCTaBY, aKTOB O BBIICTIECHUH K
YHUYTOXCHHUIO JOKYMCHTOB C UCTCKINNMU CPOKAMU XpPaHCHHS, a TAKXKE IJId y4€Ta ACJI BPEMCHHBIX
(o 10 neT BKIIOYUTETHHO) CPOKOB XPaHEHHUS.

8.3. Homenkmarypa nen OpraHuszanuy COCTaBJSIETCSI HA OCHOBE HM3YYEHHUs] COCTaBa W
CoJlepKaHusl JOKYMEHTOB, 00pa3yrommxcs B AestenbHocTd Opranu3anud, BKI0Yas TOKYMEHTHI,
MOCTYNAIONIINE U3 APYTUX OpraHu3alni.

8.4. Ilpm cocraBieHMM HOMEHKJIATYphl €1 CIEAyeT pPYKOBOACTBOBATHCA YCTaBOM
Opranuzanuy, IOTaTHBIM paclUCaHMEM, IUIaHAaMU U oTderaMu o pabote OpraHuzanuu,
HOMEHKJIaTypOH el 3a MPOLIEAIINNA ToJ, JOKaIbHbIMM HOPMAaTUBHBIMHA akTamMu OpraHu3anud,
CoACpKaMMH CBCIACHHUA O JOKYMCHTAX, 06p3.3yIOH_[I/IXCSI B JCATCIBbHOCTHU OpFaHI/I3aLII/II/I,
TUMIOBBIMU U TPUMEPHBIMH HOMEHKJATypamH Jen (Mpu WX HaJIW4YUH), BEJOMCTBEHHBIMH U
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TUIIOBBIMH NIEPEYHAMU JTOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHECHHSI.

8.5. B HOMeHKaTypy Jesl BKIIOYAIOTCA BCE JOKYMEHTBI, OTpa)Karollue JesTebHOCTb
paboTHMKOB OpraHu3alvy M TOCTOSIHHO WM BPEMEHHO JEHCTBYIOIIMX OpPraHOB (KOMHUCCHUM,
COBETOB, KOMMTETOB), B TOM YHCJE€ JOKYMEHTHl OIPaHMYEHHOI'O JIOCTYIa, PErUCTPALMOHHBIE U
YUYETHBIE JKYpHQJIBI M KapTOTEKH, B HEOOXOJUMBIX CIy4asX — KONHHU JOKYMEHTOB (KOIHHU
JIOKYMEHTOB BKJIFOYAIOTCS B HOMEHKJIATypy [eJ, €CIU KONHUS — EIUHCTBEHHBIH 3K3eMIUIIp
JnokyMeHTa B OpraHu3aiyy, a TakkKe, €CJIH KOIUU HEOOXOIUMBI IS AeATEIbHOCTH PabOTHHUKOB
Opranu3zaiuu). JJOKyMEHTBI, CO3/JaHHBIC B AJIEKTPOHHOU (hOpMe, BKITIOUAOTCSI B HOMEHKIIATYPY JeJ
10 TEM e MpaBHJIaM, YTO M JJOKYMEHTbI Ha OyMa>KHOM HOCHUTEJIE.

He BximrouaroTcst B HOMEHKJIATYpY J€J1 HEPUOIUYECKUE U31aHuUsl, KHUTH, OpOLIIOPHI.

8.6. Homenknarypa nen Opranuszanuu (CBoAHas) cocTaBisieTcs Jlelonpou3BOIUTENEM 110
dopme, ycranosiaennoit [Ipapunamu (nmpusoskenue Ne 16).

CBojHasi HOMEHKJATypa JeJl COCTaBJseTCsl B IOCIEJHEM KBapTaje TEKYIIero roja Ha
NPEACTOAIUN KaJeHAapHbIN o1,

8.7. Homenknarypa aen Opranuzanuu nognucsiBaercs JleaonpousBoaurenem, BUBHPYETCs
PYKOBOJUTENEM apXuBa (JIUIIOM, OTBETCTBEHHBIM 3a apXHB), COIJIACOBBIBACTCS C HKCIEPTHOMN
komuccueit (IK) Opranuzanuu u (Tak kak Opranuzanus SBisIeTCs] HCTOYHUKOM KOMITJIEKTOBAHHUS
MYHUIUIAJIBHOIO apXKBa), OJUH pa3 B 5 JeT NpEeACTaBIseTCs Ha COIVIACOBAHUE OKCHEPTHO-
IpoBepOYHON KoMuccuu ApxuBHoro ynpasneHus IIpasurensctBa Yeuenckoii PecniyOnuku (nanee
— OIIK) B nopsake, ycraHoBJIeHHOM [IpaBunamu.

Howmenxnarypa nen, cornacoannas OIIK, yrsepxnaercs PykoBoaurenem Opranuzanuu u
BBOJIUTCS B JieiicTBUE C 1-T0 ssHBaps MPEACTOSILEro KaleHIapHOro To/a.

B cnyyae wusmenenus ¢(yHKoui u  cTpykTypbl OpraHu3ald HOMEHKIIATypa el
COCTaBJISIETCS, COTJIACOBBIBACTCS U YTBEPKAAETCS 3aHOBO.

8.8. CornacoBannas ¢ OIIK HoMeHKiaTypa el B KOHIE KaKJOrO Tofa YTOUHSAETCS M
nepenevarsiBaeTcs  [lenonpounsBoaureneM, yrBepxkaaerca PykoBogutenem OpraHusanuu U
BBOJMTCS B IeHCTBUE C | sTHBapsi MPEACTOSIIETO KaJIEHAapHOT0 ro/ia.

8.9. IlepBblif SK3eMIUISp YTBEPKAECHHOW HOMEHKIATYpBl JIeJl SIBISETCS JOKYMEHTOM
MOCTOSIHHOTO XPaHEHUsI U BKJIFOYAETCS B HOMEHKJIATYpy JIeJ B pa3ien AeI0NpPOU3BOACTBA, BTOPOI
— ucnonb3yercs JlenonponsBoaureneM B KauecTBE pabovero SK3eMIUIspa, TPeTHH — repegaercs B
apxuB OpraHu3zali B KauecTBE YUYETHOIO JOKyMEHTa, Komusl (MO0 >3JIEKTPOHHAs KOIWs)
HOMEHKJaTyphl Jen Opranuzaiuu, yreepkJeHHass PykoBonutenem OpraHusanuu, nepeiaercs B
MYHUILIMTIAJIbHBIA apXUB, ICTOYHUKOM KOMILJIEKTOBaHMSI KOTOPOTO siBisieTcst Opranu3anusl.

PabotHukam Opranu3zaiy HOMEHKIIATypa Aell paccbulaercs [lenonponsBoaureneM B BUe
KOINUI COOTBETCTBYIOLIUX Pa3/esioB Ha OyMa)kHOM HOCHUTEJIE WM B IEKTPOHHOU (hopMme.

8.10. Homenxuatypa aen Opranu3anyy CTpOUTCS M0 CTPYKTYPHOU (Ha3BaHUSMM pa3JIeNioB
HOMEHKJIATYpbl JIeJl SBJSIOTCS Ha3BaHUSA CTPYKTYPHBIX MOJpa3/ieieHHUM, pPacloNOKEeHHbIE B
COOTBETCTBUHU C YTBEpXKJIEHHOW CTpyKTypoil OpraHusanuu), win (yHKIHMOHAJIBHOW cXeMaMm
(Ha3BaHUSAMU pa3Jie]IOB HOMEHKJIATYpPHI A€l SIBJISIIOTCS HalpaBIeHUs JesTebHOCTH OpraHu3aiun).

8.11. Jlena BHOBB CO3JJaHHOTO WJIM PEOPTaHU30BAHHOTO JOJKHOCTHOTO JHIA (pabOTHUKA)
WIM TOJpa3/efieHus] B MECAYHBIH CpOK TMOAJEXaT BHeECeHUI0 JlemompousBoauTeneM B
HOMEHKJIATypy.

8.12. Bce 3aroioBKH Jiel, BKIIFOYSHHBIE B HOMEHKJIATYPY JIeN HHASKCUpYyroTes. Haekce nema
ykas3biBaeTcsi B rpade | HOMEHKIATypsl NIl M COCTOMT W3 HMHAeKca (K0Ja) CTPYKTYPHOTO
nojpasienieHus  (JIOJDKHOCTH), B  COOTBETCTBUUM C  YTBEPXKICHHOW  CTPYKTYypOH  WIIH
KJIaccu(UKaTOpOM HampaBieHUU AedrenbHocTH OpraHu3alMy, W MOPSAKOBOrO HOMepa jeia B
paszzesie HOMeHKIaTypbl aei. Muaekcsl nen o0o3navarotes apabckumu mudpamu. Hanpumep: 01-
05, rue:

01 — ko1 CTPYKTYpHOTO ToApa3aeneHus (I0KHOCTH);

05 — mopsiIKOBBIN HOMED JeNa B pa3jiesie HOMEHKIIATYPHI JIell.

Jlena no Bonpocam, HEpPa3pELIEHHBIM B TEUEHUE OHOTO T'OJia, SIBJISIOTCS «IEPEXOIAINMI
U BHOCATCA B HOMEHKJIATYpy J€d CIEAYIOUIEro roja ¢ TeM K€ HHAEKCOM. PexkomeHnyercs
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COXpPaHATb B HOMCHKJIATYPC JACJI OAMHAKOBBIC MHACKCHI IJIA OAHOPOJHBIX CJI, BKIIFOYCHHBIX B
pa3HbIE pPa3eibl.

Ecnmu B Teuenwe roma B nesTenbHocTH OpraHuzanuu o0pa3ylOTCsl JOKYMEHTBI, He
IpeyCMOTPEHHBIE HOMEHKJIATYpPOH /e, 3aroJOBKM HOBBIX JE€J JOMOJHHUTEIHFHO BKIIOYAIOTCS B
HOMCHKJIATypy HOCI. B KaKIO0M pPas3acji€c HOMCHKIIATypbl ACJI IJId BHOBb 3aBOAWMBIX JCJI
IpeyCMaTpPUBAIOTCS pe3epBHBIC HOMEPA.

8.13. 3aromoBok gena (rpada 2 HOMEHKIATYpBI JIeN) OOJKeH B 0000meHHOU (opme
OTpa)kaTh OCHOBHOE COJICpXKAaHUE U COCTaB JOKYMEHTOB fena. He momyckaercst ymorpeGiieHHe B
3aroJjIOBKe JieJla HEKOHKPETHBIX (POPMYITUPOBOK («pa3Hble MaTEpUaNbly, «0OLIas Mepenuckay), a
TaK)Ke BBOJHBIX CJIOB M CIIOKHBIX CHHTAKCHYECKUX 000POTOB. 3ar0JIOBKH JIETI MOTYT YTOUHSTHCS B
TE4eHHUe roja B mporuecce GopMUPOBaHUS U ODOPMIICHUS JIEI.

3aroyioBOK Jienia JOJDKEH COCTOSATh M3 DJIEMEHTOB, DPACIHONaraeMbIX B ClEIyloLIen
MOCJIEI0BATEIBHOCTH:

a) Ha3BaHUE BHJA Jiena (IepenunckKa, )KypHall, eJ10) WM BUIa JOKYMEHTOB, BKIIIOUEHHBIX B
JeJ10 (MIPOTOKOJIBI, IPUKA3bI);

0) HaMMEHOBAaHWE OpPraHU3AIMH, MOCTOSHHO JACHCTBYIONIETO WJIM BPEMEHHOTO OpraHa,
JOJKHOCTHOTO Jiula (paboTHUKA), CO3aBIIMX JOKYMEHT(bI);

B) HAMMCHOBAHUE KOPPECIOH/EHTa (OpraHU3alyH, JHIA, KOTOPOMY aIpECOBaHbI MU OT
KOTOPOTO MOJIY4YEHbI IOKYMEHTBHI);

I') KpaTKOE CO/Iep)KaHne TOKYMEHTOB JIela;

1) Ha3BaHHE MECTHOCTHU (TEPPUTOPHUH), C KOTOPOH CBSI3aHO COZAEpKAHUE JOKYMEHTOB JIENa;

e) nata (mepuon), K KOTOPBIM OTHOCSATCS TOKYMEHTHI JIeJ1a;

) yKa3aHHe Ha KOMUIHOCTH JOKYMEHTOB JIeJa.

8.14. Tlopsanok pacrmoyOKEHHs 3aroJIOBKOB J€J BHYTPHU DPa3JelioB HOMEHKIIATYPBI A
OonpeacsICTCA CTCICHBIO BAXKHOCTH JOKYMCHTOB, BKJITOYCHHBIX B JI€J1A.

B nauane pasnena pacrnojaratoTcsl 3arojOBKHM JIeJ, COJEpXKallluX Yy4YpeIuTesbHbIE,
OpTraHU3allMOHHO-IPABOBBIE U paCloOpAAUTCIBHBIC JOKYMCHTHI, 3aT€M  3aroJIOBKH  JI€JI,
CoJiepKallX IUIaHOBBIE, OTYETHbIE, HHPOPMALMOHHO-aHAIUTUYECKUE JIOKYMEHTHI, TOKYMEHTHI,
OTpaKalolINe JesITeIHbHOCTD MMOpa3AeiIeHNs, IEPENICKY, B KOHIIE pa3zeiia — pETUCTPAIlHOHHBIC U
y4YETHBIE KypHAJIbI, KAPTOTEKH, Oa3bl TaHHBIX.

3aroJ0BKH JIeNI, COCTABJICHHBIX MO0 KOPPECTIOHICHTCKOMY H reorpadudeckoMy MpH3HaKaMm,
BHOCSITCS. B HOMEHKJIATYPY JIeJT TI0 aj(aBUTy KOPPECTIOHICHTOB HJIH TeorpadMuecKiX Ha3BaHHM.

B 3aromnoBkax [en, copepikamyx ITOKYMEHTHI IO OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJIEIOBATEIbHOCTBIO PELIEHUs BOMpOca, B KauecTBe BHJA Jesla YNOTpeOssercs TepMHUH
«TOKYMEHTBI», a B KOHIIE 3aroJIOBKa B CKOOKaxX YKa3bIBalOTCS Ha3BaHHUS BHUJOB JOKYMEHTOB,
HanOoJiee NMpeCTaBIeHHBIX B JIeNe:

«J10oKyMEHTBI 0 IPOBEACHUH COBEIIAHUN U CEMUHAPOB (ITPOrPaMMbl, CIIUCKU, JOKIIAIbI)».

TepMuH «TOKYMEHTBI» IIPUMEHSIETCSl TAK)KE B 3ar0JIOBKAX JEJ, COAEPKALINX JOKYMEHTHI-
MPUIOKEHUS K KAKOMY-JINOO TOKYMEHTY (BU/bI JJOKYMEHTOB-TIPUIIOKEHUI HE MEPEUNCIISIFOTCS):

«Jl0KyMEeHTBHI K TPOTOKOJIaM 3aceanuil [leqaroruueckoro coperay;

((HpOTOKOJ'II)I IMPOHU3BOJCTBCHHBIX COBeHIaHI/Iﬁ Ipu TUPEKTOPEC U NOKYMECHTEI K HUM».

B 3arosnoBkax jen, npeqHa3HAYEHHBIX Ui TPYNIUPOBKH OJHOTHUIHBIX JIOKYMEHTOB, 3Ta
rpyIIia JOKyMEHTOB YKa3bIBAETCS BO MHOXKECTBEHHOM YHCIIE:

«IIpoToKkoIbI 3acejaHuii PYKOBOJCTBAY.

B 3arosoBkax e, comepikanux MepernucKy, yKa3bBaeTcsl, ¢ KeM M 10 KaKOMY BOTIPOCY OHa
BEJIETCS:

«[lepenucka ¢ 00pa3oBaTENbHBIMU YUPEXKIECHUSIMU O TMOBBIIIEHUH KBaJlIW(UKAILNU
PabOTHUKOB.

B 3aromoBkax men, conepKamMX TIEPENUCKY C OXHOPOJHBIMH KOPPECHOHACHTAMH,
IIOCJICIHUE HE HA3bIBAIOTCS, a YKa3bIBACTCS MX BUIOBOE HAa3BAHUE:

«Ilepemnucka ¢ JOUIKOIBLHBIMU 00Pa30BaTEIbHBIME YUPEKACHUIMMI.

B 3aronoBkax men, comep)KamMX IEpenucKy ¢ Ppa3HOPOAHBIMH KOPPECHOHACHTAMH,
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MOCJIEAHUE HE TIEPEUUCIIAIOTCS:

«[lepenucka o 3aKJIFOUEHUU U UCTIOJHEHUHU JJOTOBOPOBY.

B 3arosioBke jena yka3bIBaeTCsl KOHKPETHBIN KOPPECIIOHAEHT, €CJIM IEPENNCKa BEIETCS
TOJIBKO C HUM:

«Ilepencka c OOO «I'opcBsi3b» 0 NPEIOCTABIEHUH YCIYT CBSI3U».

[Ipn oOo3HaueHMH B 3arojOBKax el aJMHUHHCTPATUBHO-TEPPUTOPUATBHBIX €IUHULL
YUUTBIBAETCS CIAEAYIOLIEE:

€ClIi COJiepXKaHWe JieJla KacaeTcsl HECKOJbKUX OJHOPOJAHBIX aJMHUHUCTPATUBHO-
TEPPUTOPUANIbHBIX E€IUHMII, B 3arojIOBKE Jejla HE YKa3bIBAIOTCA MX KOHKpPETHbIE Ha3BaHUs, a
yKa3bIBaeTCs MX 00lIee BUI0BOE Ha3BaHUE:

«Ilepermucka ¢ 00mE00pa30BATETBHBIMU  YUPEKACHUSIMH MYHUIUIIAIBHBIX PailOHOB
YeueHckoit PeciyOmukmy,

€ClIM COJIep’KaHue Jejla KacaeTcsl OJHOW aJMUHUCTPATUBHO-TEPPUTOPUATIBHON €IMHUIIBI
(HaceJeHHOro MyHKTA), ee (€ro) Ha3BaHUE YKa3bIBACTCA B 3ar0JIOBKE Jena:

«[lepemnucka ¢ punmanom B YeueHckoii Pecrybnuke o TulaHUpOBaHUN M OTYETHOCTH.

B 3aronmoBkax nieni, colepiKalux IIaHOBYIO UM OTYETHYIO TOKYMEHTALUIO, YKa3bIBAeTCS
nepuo (Mecsll, KBapTall, Toj) Ha (3a) KOTOPBIA COCTaBJICHBI IJIAHBI (OTYETHI):

«Ot4eThl paboTHUKOB 3a 2022 To1y;

«CTaTHCTUYECKUH OTYET O YMCICHHOCTH, COCTaBe M JBMKCHHH KanapoB 3a 2022 rox (.
No 27-rom)».

[Tpu popmupoBaHmm 1ena U3 HECKOJIBKUX TOMOB (Y4acTeil), KpoMe 00IIero 3arojoBKa Jiena
IpU HEOOXOIMMOCTH COCTABIISIOTCS 3aTOJIOBKH KaXKI0TO TOMA (YaCTH), YTOUHSIONINE COAepKAHHE
TOMOB (4acTei) zena.

3aroy0BKH €Nl MOTYT YTOYHSTHCS B mpoliecce GopMUpoBaHUs 1 0GOPMIICHHUS JIEI.

8.15. I'padpa 3 «KomuuecTBO aem» 3amoyHIETCS MO OKOHYAHHM KajeHaapHoro roja. [lo
JOCTMDKEHUH JIEJIOM, BKJIIOYAIOIMIMM JIOKYMEHTBl BpeMeHHbIX (cBbime 10 J1eT) W MOCTOSHHOTO
CPOKOB XpaHeHus1, o0bema B 250 TMCTOB, TOM 3aKpbIBaeTCsS U OTKpbIBAaeTCsl HOBBIN TOM. B rpade 3
HOMEHKJIATYpHI 1€ NIOCIEA0BATENbHO YKa3bIBAIOTCSA HOMEPA TOMOB M KpailHUE 1aThl JOKYMEHTOB
Ka)KJ0ro ToMa:

T.1.11.01.2023 -
30.06.2023

DNeKTpOHHBIE JeNla Ha ToMa (4acTu) He pa3lensiorcs. Bce aleKTpoHHBIE TOKYMEHTHI,
HE3aBUCHUMO OT UX 00BbeMa, BKIIFOUAIOTCS B OJIHO AJIEKTPOHHOE JIEINO.

8.16. B rpade 4 «Cpok xpaneHust 1 Ne cTaThbH 10 IEPEUHIO» YKa3bIBAIOTCS CPOKH XpaHEHHUS
JIell 1 HOMepa CTaTed MO THUIOBOMY HWJIM BEIOMCTBEHHOMY IEPEUYHIO JOKYMEHTOB C yKa3aHHEM
CPOKOB XpaHeHUs, GeiepallbHOMY 3aKOHY HIIM HHOMY HOPMAaTUBHOMY IPABOBOMY aKTYy.

8.17. B rpade 5 «I[Ipumeuanue» MpoCTaBISIOTCS OTMETKH O 3aBEJICHUU Jien («3aBeCHOY),
o mepexoasmux nenax (Hampumep, «llepexomsmee ¢ 2022 roma»), O BBIACIEHUU J€1 K
YHUYTOXXEHUIO, O JIMIAX, OTBETCTBEHHBIX 3a (OpPMUpOBAHHUE JCN, O Iepefade Jeid B JIPYrylo
OpTaHU3aIMIO ISl TPOJAOTIKEHUSI.

Ecmn nemo dopmupyercs B MHPOPMAMOHHOM CHUCTEME M BKIIOYAET SJIECKTPOHHBIC
TOKyMeHTHI, B rpade «lIpumeuanue» oTrMedaercs, 4TO JENO BEIETCS B AJIEKTPOHHOM BHUE C
yKa3aHuEM HauMEHOBaHMS MH(OPMAITHOHHOW CUCTEMBI:

«Qnekrponnbie NokyMeHTbl. COJ] «/leno», BJ] «CiyxeOHbIe 3amicKm».

8.18. Ilo 3aBepumieHMM JEIOMPOU3BOJCTBEHHOIO TrOJa B KOHIIE HOMEHKJIATypbl €1
o(opMIISIETCS UTOTOBAasi 3aMUCh, B KOTOPYIO BHOCSITCSI CBEJICHHUS O KOJIMYECTBE 3aBEIEHHBIX JEI
(TOMOB, 4YacTei), OTAETbHO TMOCTOSHHOTO U BPEMEHHBIX CPOKOB XPaHEHHs, BPEMEHHBIX CPOKOB
xpaHeHusi ¢ otMetrkoil «JIIK» m mepexonsamux. MtoroBas 3amuch JOMOJHSETCS NAHHBIMU O
KOJIMYECTBE JIEKTPOHHBIX JI€] COOTBETCTBYIOIINX CPOKOB XpaHEHUSI.

B wuToromyro 3ammch CBOJHON HOMEHKJIATYpHI JENI CBEICHHS BHOCATCS HAa OCHOBaHUH
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JaHHBIX, TIepeJaHHbIX paboTHIKamMu Opranuzanun (mpuJio:keHue Ne 17).

Caenenusi, copepKamiyecss B HWTOTOBOM 3allMCH HOMEHKJIATYphl JIeJI OpraHHU3aluH,
nepenarorcs B apxuB OpraHumsanuy, O 4eM B HOMEHKJIAType JeJ MPOCTaBIAETCS OTMETKa C
yKa3aHUEeM JO0JDKHOCTU M MOJINCH JIMLA, IEPEIaBIIErO CBEICHHS.

8.19. [lena co aHs ux 3aBeieHus A0 nepenadn B apxus OpraHuzaly WK 10 BbIIEIECHUS UX
K YHHUYTOXXEHHIO 10 UCTEYEHUH CPOKa XPaHEHUs XPAHATCS 110 MECTy UX (POPMUPOBAHUS.

Jleno cuuTaeTrcs 3aBEJCHHBIM C MOMEHTa BKJIIOYEHHS B HErO NEPBOTO HCIOJIHEHHOTO
JOKYMEHTA.

8.20. Ilpu popmupoBaHuH Jei HAa OyMaKHOM HOCHUTEJIE JOJDKHBI COOMI0IAThCS CIEAYIOIINE
oOmue nmpaBua:

B JICJI0 TIOMEINAIOTCS HCIOJHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIHE II0 CBOEMY
COZIEP’KaHMIO 3aT0JIOBKY JIeJIa 10 HOMEHKIIATYpe JIeIT;

MPUIIOKESHUS TIOMEIIAIOTCSI BMECTE C OCHOBHBIMHU JIOKYMEHTAMU;

B JIEJIO BKITIOYAIOTCS JJOKYMEHTBI OJJHOTO KaJeHAapHOTo (Y4eOHOT0) rojia, 3a HCKII0UECHHEM
NepexosIuX Ae;

JOKYMEHTHI TIOCTOSSHHOTO ¥ BPEMEHHBIX CPOKOB XpAHEHHUS TPYIIUPYIOTCS B Jena
pa3aenbHo;

B JICJIO BKIIIOYAETCS 0 OHOMY SK3EMIUIIPY KaXKI0TO JOKYMEHTA;

(akcorpaMmbl, TelerpamMmbl, TeJaeQOHOrpaMMBbl MMOMEHIAIOTCA B JIeia C IMEPerucKoi Ha
00IIMX OCHOBAHHMSX;

B JIEJIO TIOMEIIAIOTCS TOKYMEHTHI MPABWIIBHO U TOJHOCTHIO O(GOpPMIICHHBIE (JOKYMEHTHI
JIOJDKHBI IMETh J1aTy, MOJIKCh U APyrue Heo0OX0AUMbIE PEKBH3HTHI);

B JIETI0 HE BKIJIIOYAIOTCS JTOKYMEHTHI, MOJJIEKAIINE BO3BpATY, JIMIIHUE JK3EMIULIPHI H
YEPHOBHKH (32 UCKIIFOYEHHEM 0CO00 1IEHHBIX );

no oO0BeMy [eli0o, BKIIOYAMOIIee JOKYMEHTHI Ha OyMa)XHOM HOCHTENe, He JOJDKHO
npeBbiaTh 250 JIUCTOB, IpU TOJIIMHE He Oosee 4 cM (TONIIMHA JIe]1 CO CpOKaMu XpaHeHus 10 10
JeT He JoJpkHa npeBbimarh 10 cm). [lpu npeBbimennn 1anHOro 00beMa 3aBOTUTCS BTOPOU TOM.
[Tpy Hamuuuum B Jefie HECKOJIBKUX TOMOB (YacTel) MHIEKC U 3aroJIOBOK Jiefla MPOCTABIISIOTCS Ha
KaXXJ10M ToMe ¢ nobasieHueM oodo3Hauenuii: «T. 1», «T. 2».

JIOKyMEHTBI BHYTPHU Ji€Jla PACIONaraloTCsl CHU3Y BBEPX B XPOHOJOIMYECKOH, BOIPOCHO-
JIOTHYECKON TIOCIIEIOBATEIIEHOCTH MITH X COUYCTAHHH.

PacnopsinutenbHble TOKYMEHTHI (IIPHUKa3bl) FPYMNIIUPYIOTCS B JIeNa MO BUIaM U XPOHOJIOTHH
C OTHOCSAIIMMHUCS K HHUM MPHIOXKCHHUAMH. J[OKYMEHTBI — OCHOBaHHS K pPacCIOPSIUTEIHHBIM
JIOKYMEHTaM BKJIFOUAIOTCS B OT/IEIBHOE JEII0.

[TpoTOKOIEI B feJie pactonararoTcs B XpOHOJIOTHIECKOM MOPSIIKE B IT0 HOMEPaM.

JIOKyMEHTBl K 3acellaHusIM (COBEIIAHUSAM) TIPYNIUPYIOTCS B OTIEIBHOE JAEN0, KaKk H
MPUJIOKEHUS K TPOTOKOJIaM, €CJIM OHU CoJiepKaT Oosee 25 CTpaHuLL.

JIOKyMEHTBl K TpPOTOKOJaM, €CIM OHM CrpYINIUPOBaHBl B OTIENbHBIE Jeja,
CHCTEMATH3UPYIOTCS BHYTPH JIEJIa 110 TIOPSIIKY HOMEPOB MPOTOKOJIOB.

JlokanbHble HOPMATHBHBIE AaKThI, YTBEpP)KJIEHHBIE PACHOPSIIUTENBHBIMU JIOKYMEHTaMH,
SIBIISTIOTCSI IPIJIOKEHUSIMA K HUM U TPYNTIIHPYIOTCS BMECTE C YKa3aHHBIMHU JIOKYMEHTaMH.

ITpukassl M0 OCHOBHOM EATENTFHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPHUKA30B 110 JIUYHOMY
COCTaBy W TMPHUKA30B 10 aIMUHUCTPATUBHO-XO3SIMCTBEHHON JEATENBHOCTH (K aIMUHHCTPATUBHO-
XO3SICTBEHHON JIEATEIbHOCTH OTHOCSITCS BONPOCHI MO COONIONEHUIO TPaBHJI BHYTPEHHETO
pacriopsifika, SKCIUTyaTallii CIY)KeOHBIX 3/IaHUH, TPAHCIIOPTHOMY OOCTYXHBAHUIO, BHYTPEHHEH
CBSI3U, 0OecIIeueHn 0 6€30MaCHOCTH OpraHu3aIUi U T.I1.).

[Mpuka3sl MO JTUYHOMY cOCTaBy (OPMHUPYIOTCS B Jiella B COOTBETCTBHH CO CpPOKaMH
XpaHEHHUS.

JIOKyMEHTBI B JINUHBIX JIeJIaX PacloyiaraloTcs o Mepe UX HOCTYIICHHUSI.

[leperincka rpymmupyercs B Jela IO TEMaTHKE W/HWIM  KOPPECHOHAEHTaM U
CHCTEMaTH3UPYETCSI B XPOHOJIOTHYECKOM MOCIEI0BAaTEIbHOCTH: JOKYMEHT-OTBET MTOMEIIAETCs 3a
JIOKYMEHTOM-TIpOCK00#  (3ampocom). [Ilpu BO30OHOBJICHMH TIEPEMUCKA TIO OIMPEACICHHOMY
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BOIIPOCY, HAa4aBILIEHCS B MPEABIAYLIEM TOAY, JOKYMEHTBI BKJIIOYAIOTCS B JEJ0 TEKYLIETro roja ¢
yYKa3aHUEM MHJEKCA JieNa NPeabIIyIIero roja.

DNEeKTPOHHBIE JOKYMEHTHI (OPMUPYIOTCS B DJIEKTPOHHBIE Je€Jda B COOTBETCTBHU C
HOMEHKJIATYpOMl J1e71 opraHu3ali B TOW HH(OPMALMOHHOW cHUcTeMe, B KOTOPOWl OHU ObLIU
CO3J1aHBl WJIK B KOTOPYIO OBUIH BKITFOYCHBI.

8.21. Jlms obOecnedyeHHs COXPaHHOCTH, ydeTa JOKYMEHTOB H jen OpraHuzanuu U
OpraHu3aly JOCTYIA K HUM MPOBOJIUTCS KOMILIEKC paboT:

CO3JJaHUE ONTHUMAJIBHBIX YCIOBUN XPaHEHHUS IOKYMEHTOB U JIET;

pa3MelIeHue el

MIPOBEPKA HATMYHS U COCTOSIHUS TOKYMEHTOB U JIET;

COOJTFOICHHE TIOPSIIKA BBIIAYH JICI.

8.22. [lena pa3memiaroT B pabouynx KOMHATaxX WM CIICIHAIBHO OTBEIECHHBIX JIJIS ATOM LIEJH
NOMEILIEHUAX B IIKadax, Ha cTeiiaxax, 4ToObl OOECHEUUTh HUX COXPAHHOCTh U 3aIIUTy OT
BO3/ICHCTBUS BPEIHBIX (aKTOPOB.

Jlena nis ux ydera ¥ ObICTPOro MoMcKa JOKHBI pacojiararbCsi BEpTUKaIbHO, KOPEIIKaMU
Hapy)Xy U B COOTBETCTBUHU C HOMEHKJaTypoil nen. Ha kopemkax oO0JIOKEK IeNl yKa3blBaloTCs
MH/ICKCHI TI0 HOMEHKJIaType Jell, Py HeoOX0AMMOCTH HOMEp TOMa Jefa, 1aTy Aena. Homenkiarypa
JIeJT W BBIIIMCKA U3 Hee TIOMENIaeTcs Ha BHYTPEHHEH cTopoHe mKada.

8.23. IlpoBepku HaaMuusg U COCTOSHUSA JIOKYMEHTOB U JI€1 B ILEJNAX YCTaHOBJICHHUS
(bakTUYECKOro HATMYUS JIeJT JOJHKHBI IPOBOIUTHCS B MOJIPa3ACICHUSX B CIy4asx:

nepes nepegadeil JOKyMeHTOB B apxuB OpraHuzanuuy;

[IpU IEPEMEILECHUH JIET;

IIpY peopraHu3alyy U JMKBuAauuu Opraiuzaiuu;

[IPY PEOPTaHU3aLMHU U JIMKBUIALUUA CTPYKTYPHBIX Moapa3aenennii Opranusanuu,

IIpY peopraHu3aliy U JUKBUAALMU JOJDKHOCTHU(ei) B Opranuzanuu;

IIPU CMEHE JO0JDKHOCTHOTO Jinia (pabotHuka) Opranu3alyi.

[IpoBepka HanMuus MPOBOJIUTCS MyTEM CBEPKU CTATE€ll HOMEHKJIATYPHI JI€T C ONMHMCAHHUEM
JieNT Ha 00J10%KKe, a (PU3MYecKoe COCTOSIHUE JIeN ONpeAeNseTcs MyTeM UX BU3yaJbHOI'O IPOCMOTpA.
Bce oOHapykeHHBIE HEZJOCTaTKU JOJKHBI (PUKCHPOBATHCS B aKTE MPOBEPKU HAJIMUUS U COCTOSTHUS
JEIL.

8.24. B cinydae BBISBJIEHUS OTCYTCTBHUS JI€J, YHUCIALIUXCS [0 HOMEHKJIAType Je,
JOJDKHOCTHBIM JIMLIOM (paOOTHUKOM) MPUHUMAIOTCS MEpBI IO UX PO3bICKY. Ecam po3bick nen He
JaeT pe3yJsibTaTa, COCTABIISIETCA CHpaBKa O MPUUYMHAX HUX OTCYTCTBUS, KOTOpasl MOAMHCHIBAETCS
JOJDKHOCTHBIM JIMLIOM (paOOTHUKOM) M IpeacTaBisercs Jeaonpon3BoAuTeENIO.

®dakT yTparhl Aena (nen) GUKCHPYETCs B aKTe, cCOocTaBisieMoM Jlenmonmpou3BOAUTENIEM U
JOJDKHOCTHBIM JIMLOM (paOOTHUKOM) B TPEX SK3eMIUISIpax: MO OJHOMY SK3EMIUISIPY aKTa XPaHUTCS
y JlenompousBomuTesass Wy JODKHOCTHOrO Juina (paOOTHHMKA); TPETHH SK3eMIUIApP aKTa
npezcTasisiercs B apxuB OpraHusanuu npu mnepenade Jei J0KHOCTHOrO Juna (paboTHHKA) Ha
apXMBHOE XpaHEHHUE.

8.25. DkcnepTr3a IEHHOCTH JOKYMEHTOB IIPOBOAMUTCS HA OCHOBE 3aKOHOJATEIbHBIX U MHBIX
HOPMAaTUBHBIX NPaBOBbIX akToB Poccuiickoii ®Dexnepaiuy, yCTaHaBIMBAIOIIUX TpPeOOBaHUS K
CpPOKaM XpaHEHHs JOKYMEHTOB, TUIIOBBIX Y BEIOMCTBEHHBIX IIEPEYHEN JOKYMEHTOB C YKa3aHHEM
CPOKOB UX XpaHEHHUS:

IIPU COCTABJIEHUU HOMEHKJIATYpBI JET;

IIpH MOATOTOBKE JIeN K rnepeaaye B apxuB OpraHuzanuu;

B apxuBe OpraHuzanuy.

8.26. Jlnsa opraHmzanuu U MpoBeaeHUsS PaOOTHI MO AKCIEPTU3E IEHHOCTH TOKYMEHTOB B
Opranu3zanuu npukazom PykoBoautens co3naercst skcrnepTHas komuccus (nanee —IK).

3amaun, QyHKIMH, TpaBa, opraHu3amnus padotel DK ompenenstorcs MoJIoKeHHEM O HEH,
KOTOpO€ pa3pabaThIBaeTCsi HA OCHOBAHMM NPUMEPHOTO MOJOKEHUS, YTBEP)KIEHHOTO MPHUKA30M
OenepanbHoro apxuBHoro arentctBa ot 11.04.2018 Ne43 «O6 yrBepxkacaun [IpumepHOTro
MOJIOKEHHUS 00 SKCIIEPTHON KOMUCCUM OpTaHU3aI[II.
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8.27. OcHoBHbIMU (yHKIMAMU DK sSBISAIOTCA:

OpraHu3aLysl eXeroJHOro 0Toopa Jei A XpaHEeHHUsI U YHUUTOKEHUS;

paccMOTpPEHHME U COIJIaCOBaHME IPOEKTa HOMEHKIATypsl aen OpraHuzanuu, onucei aen
IIOCTOSIHHOTO 1 BpeMeHHbIX (cBbliIe 10 J1eT) CPOKOB XpaHEHUS, B TOM YHCJIE [0 JMYHOMY COCTaBY,
AKTOB O BBIIEJICHUM K YHUUYTOXEHUIO J1€J1, HE NOJUIEKAINX XPaHEHUIO;

ydyacTH€ B IIOJIOTOBKE M PACCMOTPEHHMU IPOEKTOB HOPMATUBHBIX U METOJUYECKUX
JOKYMEHTOB I10 BOIIpocaM paboThl ¢ JOKyMeHTaMu B Opranu3aium.

8.28. DkcmepTusa LEHHOCTH JOKYMEHTOB OCYILECTBIISETCS €XKErOAHO TOJLKHOCTHBIMU
munamu(paboTaukamu) coBMmectHO ¢ DK OpraHuzanuu M MoJ METOJUYECKUM PYKOBOICTBOM
JenonpousBoaurels.

8.29. Ilpu mnpoBeneHHMH HKCIEPTU3bl LIEHHOCTH JOKYMEHTOB IPHU IOATOTOBKE JAEN K
nepeznaye B apxuB OpraHu3anuy OCyIIeCTBISIETCS:

0TOOp OKYMEHTOB TOCTOSIHHOTO M BpeMEHHBIX (cBbime 10 JIeT) CpOKOB XpaHEHHS IS
nepeaayu B apxuB Opranuzanuy;

0oTOOp TOKYMEHTOB BpeMEHHBIX (10 10 JeT BKIIIOYUTENTBHO) CPOKOB XpAaHEHHS U C
noMeTkamMu «Jlo MUHOBaHMS HaOOHOCTHY, «/{0 3aMeHBl HOBBIMUY, MOJICKALIMX AATbHEHIIEMY
XPAaHEHUIO B CTPYKTYPHBIX [1O/Ipa3ICIICHUSAX;

BBIJICJIEHUE K YHUUYTOKEHHUIO JIEJT 3a MPEbIYIIIE I'0JIbl, CPOKU XPAHEHHS KOTOPBIX MCTEKJIIH.

OAHOBpEMEHHO MPOBEpSIETCS KAyeCTBO M IOJHOTAa HOMEHKJIATYyphl JI€J OpraHu3aluu,
HPaBUIBHOCTb ONPENIEICHUSI CPOKOB XPAaHEHHUS J€I1.

8.30. [lema mocTOSHHOTO M BpeMEHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHS MOJJIEKAT
HOJMCTHOMY MPOCMOTPY Uil BBIJIEJIIEHUS M3 MX COCTaBa JOKYMEHTOB BpeMeHHbIX (10 10 ner)
CPOKOB XpaHEHHUS.

Hena ¢ ormetkoi «3IIK» moaseprarorcs NOJIMCTHOMY IIPOCMOTPY B LIENIAX ONPEACICHUS U
BBIJIEJICHUS U3 UX COCTaBa JOKYMEHTOB, MOAJIEKAIIUX IOCTOSHHOMY XpaHEHHUIO.

8.31. Ot0op »SJIEKTPOHHBIX JOKYMEHTOB JUIs Tepenaun B apxuB OpraHuszanuu
OCYIIIECTBIISIETCS B aBTOMaTU3UPOBAaHHOM pEXHME IyTeM OTOOpa TOKYMEHTOB U3 0a3 JaHHBIX
MH()OPMAIMOHHBIX cUCTeM M0 npu3Haky «Haeke nenay («Cpok XpaHSHHsD).

8.32. Tlo pe3ynbTaTaM SKCIEPTHU3bl LIEHHOCTU JOKYMEHTOB B OpraHusanuu MpOBOAUTCS
ohopMIIeHHE el U COCTABIISIOTCS OIMUCU JEN MOCTOSIHHOTO XpaHeHHs (nmpuiioxkenme Ne 18),
BpeMeHHBIX (cBbIe 10 net) cpokoB xpaHeHus (mpuioxkenue Ne 19) u 1o JIMYHOMY COCTaBy
(mpuioxenne Ne 20), a Takke aKThl O BBIICICHHH K YHHUUYTOXKCHHUIO e, HE MOAJIEKAIINX
xpaHeHuo (mpuoskeHue Ne 21).

Omnwucu Aen MOCTOSHHOTO XpaHEHUs, BpeMeHHbIX (cBblme 10 JeT) CpokoB XpaHEeHHs U O
JMYHOMY COCTaBY, a TAKXE aKThl O BBIICJICHUH K YHUUTOXKEHHIO JeJl, HE MOJJIeKAIINX XPAHEHUIO,
paccMmartpuBarorcs Ha 3acegannu DK Oprannszanuu ogHoBpeMeHHO. CornmacoBanHble DK akThl U
onucu noayexar cornacopanuio (yrepxkaenuto) JIIK ApxuBHoro ympasnenus IlpaBurenscra
YP u nocie atoro yreepxnarorca Pykosoaurenem OpraHnusaiui.

8.33. Jlena, oOpa3oBaBmmecs: B JeaTenbHOCTH OpraHu3aiuu U MOJIeKaAIIUe XPaHEHHUTO,
OpOXOAAT MOJHOE WM YacTuyHoe odopmienue. IlomHoMy odopmieHHIO TOANIEXaT aena
BpeMeHHbIX (cBbIIe 10 J1eT) CPOKOB XpaHEHUs U MOCTOSHHOTO XpaHeHus. Jlena BpeMeHHbIX (10 10
JIeT) CPOKOB XpaHEHHUs MOJIEKAT YACTHYHOMY 0(OPMIICHHUIO.

Odopmnenne aen npooautcs B OpraHuzanuu Mo MecTy (pOpMHUpPOBaHUS TOKYMEHTOB B
Jena.

8.34. [TonHoe odopmiieHHE fena Ha OyMa)KHOM HOCUTEJIE BKIIIOYACT:

o(opmiieHre peKBU3UTOB OOJIOKKH JeTa;

HyMepaIuIo JHCTOB B JIeJiE;

COCTaBJICHUE JIUCTA-3aBEPUTENS JIETIa,;

COCTaBJIEHHE B HEOOXOAUMBIX CIIy4asX BHYTPEHHEH OMMCH JOKYMEHTOB JIeNa;

MOJIIIMBKY U NEPEIIeT Aea;

BHECEHHE HEOOXOIMMBIX YTOYHEHHUH B PEKBU3UTHI OOJOXKKHU Jesa (YyTOUHEHHE Ha3BaHMS
OpraHu3alliy, UHAEKca J1ea, KpalHuX Jat Jejia, 3arojoBKa Jesa).
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JIucr-3aBepuTens Jena, BHYTPEHHSS OIUCh JOKYMEHTOB Jielna M OOJOXKKa Jena
COCTABJISIIOTCA 110 (hOpMaM, YCTaHOBJICHHBIM NMpuJio:keHuem NeNe 22-24,

8.35. Jlena BpeMeHHBIX (10 10 J€T BKIIOYUTENIBHO) CPOKOB XpaHEHMs, IMOJJIeXkKallne
YaCTUYHOMY O(DOPMIICHHIO, JIONYCKAEeTCs XpaHUTh B IAllKaX, B KOTOPBIX Jejla XPaHWUJIUCh B
JIeNTOTIPOU3BOICTBE, NEPECUCTEMATH3alUsl JOKYMEHTOB B JIeJie HE MPOBOAMTCS, JIUCTHI JIeNa He
HYMEPYIOTCsl, JIUCThl — 3aBEpUTENH Jiea He cocTaBistoTcs. Ha 06i0Kke fena B COOTBETCTBUU C
HOMEHKJIaTypoil aen OpraHuszalvy 3amoJHSIOTCS PEKBU3UTHI: HauMeHoBaHMe OpraHuzanu,
UHJIEKC JIeJia, 3ar0J0BOK JIe/1a, CPOK XPaHEHHs JOKYMEHTOB.

8.36. Ha obnoxke nen BpeMmeHHBIX (cBbime 10 JeT) CpOKOB XpaHEHUS U MO JTUYHOMY
COCTaBY yKa3bIBAIOTCS:

HAaMMEHOBAHME BBILIECTOSINEH OpraHu3auy (OpraHu3anuy — yapeauTens);

HalMEHOBaHHUE OpTraHU3alNH;

MHJIEKC Jeia 0 HOMEHKIIAType Ael;

HOMEp ToMa (4acTH);

3aroJIoBOK Jiefia (ToMa, 4acTH);

KpaiiHHE JIaThl Jieia (ToMa, 4acTH);

KOJIMYECTBO JICTOB B JIEJIE;

CPOK XpaHEHHUS J1ea;

apXUBHBIN U Aena.

Ha oGnoxkax Jies1 MOCTOSIHHOTO XpaHEeHUs Ha/l HauMeHoBaHHeM OpraHu3aluy yKa3blBaeTcs
HAaMMEHOBAHHE MYHHIUIAIBHOTO apXHBa, MCTOYHHUKOM KOMIUIEKTOBAHHS KOTOPOTO BBICTYIIAET
Opranuzanusi.

8.37. Ilpu odopmiteHnn 00T0KKH JeNa;

HalMEHOBAHME BBIIIECTOSIIEH OpraHu3aluy (OpraHU3alud — Y4penuTelss), NpU ee
HAJIMYHMH, YKA3bIBACTCS TIOJHOCTHIO B MMEHHTEIBHOM IMAJEXKe, MOJ IMOJHBIM HAaUuMEHOBAaHHEM B
CKOOKax yKa3bIBaeTcsi O(hUIIMAIbHOE IPUHATOE COKPAILIEHHOE HAaUMEHOBaHHE (IIPU €ro HAIUYHHN);

HanMeHOBaHue OpraHu3aluy yKa3blBaeTCs IOJHOCTHIO, B MMEHHTEIBHOM TMafekKe, C
yKa3zaHueM O(UIHAIbHO MPUHATOrO COKpAIlEHHOI0 HaMMEHOBaHUs (IIPU €ro HaJM4Mu), KOTOpoe
yKa3bIBaeTCs B CKOOKAX MOCIIE MOTHOTO HAMMEHOBAHUS;

MHJIEKC Jieia IPOCTaBIIAETCS B COOTBETCTBUU C HOMEHKJIATYpoil nen Opranusanuu;

3arojIOBOK JieJla MEPEHOCUTCS W3 HOMEHKJIAaTypbl nen OpraHuzauuu (B HEOOXOIMMBIX
CJlydasix B 3aroJIOBOK BHOCSATCSI yTOUHEHHUS);

nathl aena (roj(bl) 3aBeCHUS U OKOHYAHUS Jie1a B 1€JIONPOU3BOJICTBE).

IIpu u3meHenun HauMeHoBaHus OpraHuzaluy B TeUeHHE IEpPHOJa, OXBATHIBAEMOTO
JOKYMEHTaMH Jielia, WM TpU Teperade jJeja B Ipyroe Mmojapas/eieHrne Ha OOJOXKKe Jena Moy
OPEeXHUM HAUMEHOBAHUEM YKa3blBaeTCsl HOBOE HaumMeHoBaHWe OpraHuszalnuu, a IpexHee
3aKJIF0YAETCs B CKOOKH.

WHpekc nena u 3arojoBOK Jiefla MEPEeHOCATCS Ha O0JIOKKY M3 HOMEHKJIATyphl aen. Ecnu
JIEJI0 COCTOMT M3 HECKOJBKHUX 4YacTed, Ha OOJIOKKY Ka)KIOro Toma (4acTH) BBIHOCHUTCS OOIIUit
3aroJIOBOK Jiejia U 3aroJIOBOK KayKJOW 4acTH (IIPU €ro HaIUYHH).

JlaToii e, copepskalux pacropsIuTeIbHYI0 TOKYMEHTAIINIO, @ TAKXKE JIENI, COCTOSIINX H3
HECKOJIbKUX TOMOB (4acTeil), SIBISIOTCS KpaifHHe JaThl JTOKYMEHTOB Jefia, TO €CTh JaThl (YucIo,
MECSIl, TOJA) PErUcTparuu (COCTaBJICHHUS) CaMOTO PAHHETO W CaMOro TO3JHETO TOKYMEHTOB,
BKJIIOYEHHBIX B zieno. [Ipu aToM JeHb Mecsna (ABa 3HaKa) M roj (4eThipe 3HaKa) 0003HaYar0TCs
apaOckuMu U paMu, Ha3BaHUE MecsIa MUAIIETCs CIOBOM. Eciy B 1€710 BKITIOYEHBI JJOKYMEHTHI,
JIaThl KOTOPBIX BBIXOJAT 3a KpailHMe JaThl jeia, TO MOJA AaTaMH Jella, ¢ HOBOM CTPOKH JeraeTcs
3amuch: «B J1ene nMeroTCs JOKYMEHTHI 3a...ro.1 (BI)». JlaThl 1ema MOTYT He YKa3bIBaThCs Ha 00JI0KKE
Jiell, COAIep KalINX, HalpUMep, FOJIOBBIE TUIAHBI U OTYETHI, TAaK KaK OHU OTPAXKAIOTCS B 3arOJIOBKAX
Jel.

Jlatamu ziena, colieprKallero poTOKOJIbI 3aceJaHHM, ABIISIOTCS 1aThl IEPBOTO U MOCIIEHETO
IPOTOKOJIA.

KpaifHuMu nataMu JIMYHOTO Jiena SIBJIAIOTCS JaThl MOJIMCAHUS MpHUKa3a o mpueme (Ipu
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HAJIMYUHU TPYIOBOTO JOTOBOPA— 1aTa €ro 3aKII0UEHUs ) U TPHKa3a 00 yBOJIbHEHUH JIUI[A, HA KOTOPOE
OHO 3aBeJIeHO. B cirydae cMepTu jinna, Ha KOTOpOE 3aBeIeHO J1eJ10, KOHEYHOM JaToi sBiseTcs nata
JIOKYMEHTA, U3BELIAIOIIETO O €r0 KOHYUHE.

PexkBU3UT «CcpOK XpaHEHMs Jiea» MEePEeHOCUTC Ha OOJIOKKY Jlea U3 HOMEHKIIATYphl Jiel
II0CJIE CBEPKU €ro CO CPOKOM XpaHEHMsI, YKa3aHHbIM B IIEPEUYHE TUIIOBBIX JOKYMEHTOB WJIM B
BEJIOMCTBEHHOM I€peYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XPaHEHHS.

Ha nenax mocTossHHOTro XpaHeHUs MUUIETCS: «XPAHUTh TOCTOSHHOY.

8.38. Ilo okoHUaHUM T0/1a B HAAIIUCH Ha 00JI0KKaX J1eJI HIOCTOSHHOI'O MU BPEMEHHBIX (CBbIILE
10 51eT) CpOKOB XpaHEHHS BHOCSATCS YTOYHEHUS: IPU HECOOTBETCTBUH 3ar0JIOBKA JeJ Ha OOJI0XKKe
COJICPKAHUIO MOJIIUTBIX JOKYMEHTOB B 3ar0JIOBOK JI€J1a BHOCATCS] U3MEHEHUS U JOIOJHEHUS.

HanmenoBanus OpraHuszanuu, TOJ U HOMEp JAejla MOTYT MPOCTABIATHCS HAa OOJOXKKE ¢
HOMOILBIO HITaMIIA.

8.39. B unensx oOecriedeHHs] COXPAHHOCTHM M 3aKpPEIUIEHMsI MOPSAJKA PACIOJIOKEHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JI€JI0, BCE €0 JINCThI, KPOME JINCTA 3aBEpUTENS U BHYTPEHHEH onucH,
HyMepyIoTCsl apabckumu mudpamu BasoBod Hymepauueid. JIMCTel HymepyroTcs rpadUTOBBIM
KapaHJalloM UM HyMepaTopoM (ynoTpeOieHue YepHUI U [IBETHBIX KapaHJalel 1 HyMepauu
JIMCTOB HE JIOIYCKAETCs) CBEPXY BHU3, LU PHI IPOCTABIISIIOTCS B IPABOM BEPXHEM YIIIy JIUCTA, HE
3ajieBast TEKCTa JOKYMEHTa. JINCThI BHYTpPEHHEH ONMCH HyMEpYIOTCS OTJENBHO.

JIMCThI 1€, COCTOSIINX U3 HECKOJIBKUX TOMOB WM YacTel, HyMEPYIOTCS 110 KaX/I0My TOMY
WIN YaCTH OTJENbHO.

JIOKYMEHTBI ¢ COOCTBEHHOU HyMEpaIuei JINCTOB HyMEPYIOTCS B OOIIIEM MOPSIJIKE.

JIuct mo6oro ¢gopmara, MOALIMTHIN 32 OJUH Kpail, HyMepyeTcs Kak OJUH JHCT B PaBOM
BepxHeM yriy. CI0KeHHBIN JUCT pa3BOpaunBaeTCs U HyMEpYyeTcs B IpaBOM BepxHeM yriy. Jlucr,
CJIO’KEHHBIN M MMOJIINTHIN 32 CEpeIUHY, OUIEKUT NEpEeIINBKe U HyMEepyeTcsl KaK OJIMH JIUCT.

Eciu B neno moAmuT KOHBEPT € BIIOKEHHMEM, CHAayala HyMepyeTcss KOHBEPT, a 3aTeM
OUYEPEIHBIM MOPSIKOBBIM HOMEPOM KaXJ0€ BIOKEHHE B KOHBEPTE.

Ecnu B Hymepauuu nucTtoB gomymieHo 6osee 10 ommbok, Bce €0 HyMepyeTrcs: 3aHOBO.
ITpu 3TOM cTapble HOMEpa 3a4€pPKUBAIOTCS, U PAJIOM CTABUTCS HOBBI HOMEP JIUCTA.

[Ipn HamuuuM OTAENBHBIX OIIMOOK B HYMEpalMH JIMCTOB JIOMYCKAaeTcs yHoTpeOjaeHHe
JUTEPHBIX (C OYKBEHHBIMHU JOTOJIHEHUSMHI ) HOMEPOB JIUCTOB.

8.40. Tlocne 3aBepieHHUs HyMEpallid JUCTOB COCTABIISIETCS JIMCT-3aBEpUTENh Jela,
KOTOPBII pacronaraercsi B KOHIe Jienia. B nucre-3aBeputene nudpamu U MpONUChI0 YKa3bIBAIOTCS
KOJIMYECTBO JIMCTOB B JaHHOM JeJjie, OCOOEHHOCTU OTHEIbHBIX JTOKYMEHTOB (HESICHBIN TEKCT,
pas3pbIBBI, CKIECHKN).

Jluct-3aBepuTenb Jena TMOANKMCHIBAETCS €r0 COCTABUTEIEM C YKa3aHUEM JIOJKHOCTH,
WHUIMAJIOB U (paMUIIMHU, 1aThl COCTABIICHUS.

KonnuecTBo nucToB B jAene, ykazaHHOE B JIMCTE-3aBEpUTENIE Jieia, MPOCTABISETCS Ha
00JI0KKe Jena.

Ecnu neno mepeniereHo W MOAIIMTO 0€3 JHMCTa-3aBEpUTENsl, TO COCTaBICHHBIA JIHCT-
3aBepHTENb MOIKIEUBACTCS K BHYTPEHHEH cTOpOHE 3a1HEl 00JI0KKHU JeTa.

8.41. Ins y4yera NOKYMEHTOB OIPENEICHHBIX KAaTErOpHil MOCTOSHHOTO U BPEMEHHOTO
(cBpime 10 J1leT) CPOKOB XpaHEHMs, Y4Y€T KOTOPBIX BBI3BaH CHEHU(PHUKONW JOKYMEHTAIUH,
BKJIFOUEHHOM B JI€JIO0, COCTaBIISI€TCS BHYTPEHHSS OMHCHh JOKYMEHTOB Jieja, IOoMelllaeMas B €ro
HayaJo.

BHyTpeHHss onuch BKIIIOYAeTCs B Jefla, UMEIIINe 0co0yI0 3HaYMMOCTh, a TaKXke B Jena,
c(OpMHpOBAaHHBIE 1O BHJAM JOKYMEHTOB, 3arOJOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOTO
CoJIep’KaHus JOKYMEHTOB.

BHyTpeHHss oniCh TOKYMEHTOB Jiela COCTAaBIISETCS TAK)KE HA 00BEMHBIE JIeJ1a TOCTOSTHHOTO
U BpeMeHHbIX (cBbimie 10 J1eT) CPOKOB XpaHEHMs] B LENAX ydeTa M OBICTPOro HaXOXKJEHHs
JIOKYMEHTOB B JIEJIE.

B KxoHI1Ie BHYTpEHHEW ONUCH yKa3bIBaeTCs U(PpaMH U MIPOMHUCHIO KOJMYECTBO BKIFOUEHHBIX
B HE€ JOKYMEHTOB M KOJIMYECTBO JMCTOB BHYTPEHHEH OMUCH.
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BHyTpeHHs1 OnMCh JOKYMEHTOB J€jla IOJAINUCHIBAETCS COCTAaBUTENEM C YKa3aHUEM
JIOJDKHOCTH, MHUIMATIOB U (paMMJIMH, AAThl COCTaBJICHUS.

Ecnu neno nepersiereHo ¥ moAmuTo 0e3 BHYTPEHHEH ONMKCH, TO COCTABICHHAs BHYTPEHHSIS
OIKCH MOAKJIEUBACTCS K BHYTPEHHEN CTOPOHE JIMIIEBOM 00JI0KKH /1ea.

8.42. JloKkyMEHTHI NOCTOSIHHOT'O, BpeMEHHBIX (cBbille 10 J€T) CpOKOB XpaHEHHS U IIO
JUYHOMY COCTaBy, COCTAaBIIIOIIME [€JI0, IMOMEIIAIOTCA B TBEpAble OOJOXKKM M3 KapTOHA,
MOJLIMBAIOTCS B UETHIPE ITPOKOJIA WK NIEPEIIETAIOTCS ¢ Y4ETOM BO3MOKHOCTH CBOOOHOI'O UTEHUS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U pe30JIIOLUI Ha HUX. Pe3oonun pykoBoICTBa, COCTABICHHbIE
Ha OTJAEJbHBIX JIMCTAaX, MOMEIIAITCA Iepe] NOKyMeHTOM. IIpu moaroroBke aen K IOAIIMBKE
(meperieTy) nposepsieTcs NMPaBHIBHOCTh UX (OPMHUPOBAHUSA, OPOPMIICHHS, BCE MJIACTUKOBBIE U
METAJTIMYECKHUE KPEIUIEHUS], @ TAKKE TEPMOIIEPEIIETh] U3 TOKYMEHTOB yJAJISIFOTCS.

Jlena MOCTOSIHHOTO XpaHEHUs, COCTOSIIME M3 0CO00 IIEHHBIX WIM He()OpMaTHBIX
JIOKYMEHTOB, MOT'YT IPUHUMATHCS HAa XpPaHEHUE B 3aKPBIThIX TBEPABIX MAIKaX C TPeMs KJlallaHaMU
U C 3aBSI3KaMH UJIM B KOPOOKax.

8.43. TloaroroBka »>JEKTPOHHBIX JOKYMEHTOB K Iepenade B apxuB OpraHusanuu
ocylecTBisieTcs: paboTHUKOM OpraHu3alyy — BiIaJeNblEeM COOTBETCTBYIOLIEH NH(OPMAIIMOHHON
CHCTEMBI COBMECTHO CO CIIEIIMATHCTOM, 00ECTIeUNBAIOIINM (DYHKIIHOHUPOBaHHUE WH(OPMAIIMOHHOM
CHCTEMBI.

8.44. Tlpum TMOATOTOBKE AIIEKTPOHHBIX JOKYMEHTOB, OTOOpAaHHBIX K ITIeperadye B apXuB
Opranu3anuu, BBIIOIHSIOTCS CIIEAYIONINE OCHOBHBIE TPOLIEAYPhI pabOThI C JOKYMEHTAMU:

KOHBEpTAIHsI JIEKTPOHHOTO JIOKYMEHTa B (OpMaT apXWBHOTO AOKyMeHTa (myHKT 4.34
[TpaBun);

dopmupoBanne B uH(popManmoHHOW cucteme OpraHu3anuu AIIEKTPOHHBIX eI,
SBJISIIOIIMXCSL  COBOKYIHOCTBIO KOHTEHHEPOB JJIEKTPOHHBIX JOKYMEHTOB WM KOHTEHHEpPOM
AIIEKTPOHHOI'O JOKYMEHTA, BKJIIOYAIOUIEM: KOHTEHT M METaJlaHHbIE AJIEKTPOHHOI'O JOKYMEHTAa,
Gailnpl AMEKTPOHHBIX MNOANKMCEH M BHU3YaJIM3UPOBAHHYIO KOMMIO TEKCTOBOTO 3JIEKTPOHHOTO
nokymeHnTa B popmate PDF/A;

(bopMHpOBaHKE OMUCH IEKTPOHHBIX JIEIT;

MUTpals 3JIEKTPOHHBIX JOKYMEHTOB Ha (QU3MYecKd 000COOJIEHHbIE MaTepUalIbHbIE
HOCUTENIM, €CIIM JOKyMEHThl mepenarorcs B apxuB OpraHum3anuu He N0 HH(OPMAIMOHHO-
KOMMYHHKAIIMOHHBIM KaHaJlaM;

IIPOBEPKA BOCIPOU3BOAUMOCTH 3JIEKTPOHHBIX JJOKYMEHTOB;

MPOBEpPKa DJEKTPOHHBIX JIOKYMEHTOB Ha HaJIM4YUE€ BPEJOHOCHBIX KOMIIBIOTEPHBIX
IpOrpaMm;

MOATBEP)K/IEHUE  LIEJIOCTHOCTH  DJIGKTPOHHOTO  JieJa  AJIEKTPOHHOM  TOJIHUCHIO
YIIOJTHOMOYEHHOTO JIMI[A, OCYIIECTBIISAIOIErO MOATOTOBKY 3JEKTPOHHBIX TOKYMEHTOB K IIepeiaye
B apxuB Opranusanuu.

8.45. DneKkTpoHHBIE TOKYMEHTHI IiepeatoTcs B apxuB OpraHu3anuu 1no HHPOpPMaluoOHHO-
TEJIEeKOMMYHUKAIIMOHHON CEeTH WM Ha (U3NYECKH 000COOJIEHHBIX HOCHUTENSIX B COOTBETCTBUH C
ycraHoBNeHHbIME  [IpaBuiamu, 0e3 COXpaHEHUS JaHHBIX JJIEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBYIOIINUX MH(POPMAIIMOHHBIX CUCTEMAX.

8.46. Omucu faen1 COCTaBISAIOTCS paOOTHUKOM, YbM JIOKYMEHTHI INEpEeNaloTCsl B apXHB,
coBMecTHO ¢ [lenonpousBogutenem OpraHuzaiuu.

OnucH 1enn cCocTaBISIIOTCS OTAEIBHO HA JIENa MOCTOSTHHOTO XPAaHEHUs; JieJa BPEMEHHBIX
(cBbimie 10 1eT) CpOKOB XpaHEHHUsI; JieJia 110 JMYHOMY COCTaBY, IEKTPOHHBIE JIeNa, a TAK)Ke Ha JiefIa,
COCTOSIIIINE U3 JOKYMEHTOB, XapaKTEPHbIX A1 OpraHu3anuu.

[To onucsam aen 1oKyMEeHTHI iepenatoTcsi B apxuB OpraHuzaiuu.

Ha nena BpeMeHHBIX cpokoB XpaHeHus (10 10 J1eT BKIFOYUTEIBHO) OIMCH HE COCTABIISIOTCS,
U B apXUB TaKHe Jiejla He epeatoTCs.

[Tpu vanmmuuu B Opranuzanuu COJ] onucu aen GopMUpyroTcs B CUCTEME.

8.47. Onucu fen npeacTasisiorcs B apxuB Opranusalnyy He paHee, 4eM 4epe3 OJIUH I'oj, U
HE M03/]HEE, YEM Uepe3 TPU I'0/la I0CiIe 3aBEPILIEHHs eI B 1€TI0IPON3BOICTBE.
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8.48. OrmenbHass OMHMCh NPEACTABIsET COOOW TMEpedYeHb ONUCATEIbHBIX CTaTe C
CaMOCTOSITEJIbHON MOPSAKOBOM HyMepaluel, Kaxkaas U3 KOTOPbIX JOJKHA BKIIKOYATh CIEIYIOLINe
CBEICHMUSL:

MOPSAKOBBIM HOMEp JieJ1a 10 OIUCH;

UHJIEKC JIeTa;

3aroJI0BOK J1€Na;

KpalHME J1aThl 1e11a;

KOJINYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHUSs JIeNa;

IIPUMEYaHUs.

8.49. Ilpu cocTaBiIeHUHU ONHUCH JIeT COOMIOAIOTCS CIICAYIOIINE TPEOOBAHUS:

3aroJ0BKH JIeJI BHOCSTCA B OIIMCh B COOTBETCTBHMHM C IPUHATON CXEMOI cucTeMaTH3aluu e,
3aKpeIyIEHHOW B HOMEHKIJIATYpe AET;

KaX/10€ JIeJI0 BHOCUTCS B OIIUChH 1101 CAMOCTOSTENIHBIM HOPSIKOBBIM HOMEPOM (€CIIH AEJI0
COCTOUT W3 HECKOJIbKMX TOMOB HJIM YaCTEH, TO Ka)Iblii TOM HJIM YaCTh BHOCSATCS B OMKCH IO
CaMOCTOSITENIbHBIM HOMEPOM); OPSA0K HyMEpaluu JIeJl B OIUCH — BaJIOBBIH;

rpadbl OMUCH 3aMOJIHSAIOTCS B COOTBETCTBUU C TEMU CBEIICHHUSIMH, KOTOPhIE BRIHECEHBI Ha
00JIOKKY J1ena;

IpU BHECEHUH B ONKUCHh MOAPSA] JeN (TOMOB, YacTel) C OAMHAKOBBIMU 3arojIOBKaMH
3aroJIOBKM BceX JieNl (TOMOB, YacTel) MUIIYTCS MOJIHOCThIO; IPH BHECEHHH B OMMCH MOCIEIHEro
3arosioBka jo0aisiercs cioBo «llociennuii»);

rpada onucu «lIpumeuanus» UCIoONb3yeTcs Ui OTMETOK O IIpUeMe Jiesl, 0COOEHHOCTSIX UX
(U3NIECKOTO COCTOSIHHS, O HATUNIHH KOTIHH.

8.50. Ilepen BHeCEHHEM 3ar0JIOBKOB JIEJI B OITUCH ITPOBEPSIOTCSA Ka4eCTBO (hOPMUPOBAHUS U
oopMIIeHHS [Ie)I, COOTBETCTBUE KOJIMYECTBA JIeJI, BHOCHMBIX B OIHChH, KOJMYECTBY 3aBEIICHHBIX
Jiel1 I0 HOMeHKatype fes Opranusanuu.

B koHI1Ie onucu Beile 3a MOCIEAHEN ONUCATEIbHOM CTaThEe! 3aI0IHAETCS UTOTOBAs 3aIIHCh,
B KOTOPOH yKa3bIBatOTCs (LIU(PPaMU U IPOMHCHIO) KOJIUYECTBO A€, YUCISIIMXCS [0 OMUCH, TEPBBII
U TMOCJIEeIHUN HOMEpa JeJ MO OIMCH, & TaKKE€ OroBapUBAIOTCS OCOOEHHOCTH HyMepaluu Jied B
OMHUCH (JIUTEpPHbIE HOMEPA U MPOIYILIEHHbIE HOMEPA).

8.51. Ilopsmok MpUCBOCHUSI HOMEPOB OINMMCSIM €T YCTaHABJIMBAECTCS MO COTJIACOBAHUIO C
apxuBoM OpraHuzanuu.

8.52. Ilpu cocTaBieHMM OMNMCH JJIEKTPOHHBIX Jei (mpuiaoxkeHue Ne 25) B omuch
BKJTIOYAIOTCS:

MOPSAKOBBIM HOMEP JIEKTPOHHOTO JIeJia 110 OTHCH;

MHJIEKC JIEKTPOHHOTIO JIeNa;

3aroJI0BOK JIENa;

nara jena (Toma, 4acTu);

CPOK XpaHEHHUS JIefa;

00BbEM DIIEKTPOHHOTO Jie1a B MO;

MIPUMEYaHUsI.

B cocraBe omucu onextpoHHbIX Jen B CDJ] dopmupyercs peecTtp 3IIEKTPOHHBIX
JOKYMEHTOB (KOHTEWHEPOB JJIEKTPOHHBIX TOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCS CBEICHUS 00
AIIEKTPOHHBIX JOKYMEHTaX, BKIFOUEHHBIX B KaXKI0€ 3JIEKTPOHHOE JIEI0.

8.53. Omnucn nen NmoANMCHIBAKOTCS COCTABUTEINSAMU. PeecTp 3JeKTPOHHBIX JTOKYMEHTOB,
SBIISIOIIMNACS MPUIIOKEHUEM K OIHCH 3JIEKTPOHHBIX JIOKYMEHTOB, IMOJANUCHIBAETCS COCTABUTENIEM
peecTpa ¢ yKa3aHHEM JOJKHOCTH, MHULUAIOB, ()aMUJINU, JaThl COCTaBICHHUS.

8.54. Omucu npen OpraHu3aluy COCTAaBIIAIOTCS B JBYX OSK3EMIUIIpax Ha OyMaKHOM
HOCHUTEIe, OJJUH M3 KOTOPBIX IepelaeTcss BMecTe C JAenaMu B apxuB OpraHumsanuu, a BTOPOH
ocTaeTcsd B KauecTBEe KOHTPOJILHOTO 3K3eMIunsipa y Jlenonpoussoaurens. B apxus Opranuszanuun
TaKXe MepeaaeTcs Mo IK3EMIUIAPY OMHCEH J1e B 3JCKTPOHHOM BUJE B pelakTupyeMoM (opmate
JUI NCTIOJIb30BAaHHUS B JaIbHENIIIEM IS TOATOTOBKH apXUBHBIX OMMCEH A€, JOKYMEHTOB (FOA0BBIX
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pa3Jiesion).

8.55. Jlena mepenaroTcs Ha XpaHeHue B apxuB OpraHu3amn B COOTBETCTBUU C TpaukomM
nepejaud  JOKYMEHTOB, YTBepKIeHHbIM PykoBoaurtenem  OpraHusaluy WM UHBIM
YIIOJTHOMOYEHHBIM UM JIMI[OM U COTJIACOBAaHHBIM C JleOnpon3BOAUTEIIEM.

8.56. Jlena nocTossHHOTO M BpeMeHHBIX (cBbIle 10 J1€T) CpOKOB XpaHEHUs, JOKYMEHTHI 110
JUYHOMY COCTaBY, 3JIEKTPOHHbBIE JOKYMEHTHI IepenaroTcss B apxuB OpraHu3anuu He paHee, YeM
yepes roJl, U He II03/IHEE, YEM Yepe3 TPU roJia IoCyIe 3aBEPILIEHUS UX B JEJIOIPOU3BOICTBE.

8.57. llepenayua nen B apxuB OpraHu3alnuu MPOU3BOJUTCS MO OMUCIM JE.

8.58. YmonHOMOYeHHBIH PAaOOTHUK apXuWBa MPOBEPSET MPABUIBHOCTH OPOPMIICHHS U
dbopMupOBaHUS €7, MPAaBUIBHOCTh COCTaBJICHHS OMMCEW e, COOTBETCTBUE KOJIMYECTBa [,
BKJTIOYECHHBIX B OIUCH, KOJIMYECTBY /1€, COOPMHUPOBAHHBIX B COOTBETCTBHH C HOMEHKJIATYPOH JeII.

BrisiBneHHbIe TP IPOBEPKE HEAOCTATKU B JOPMUPOBAHUU U OPOPMIICHUH JIe]T HEOOXOJMMO
YCTPaHUTh B IByXHEJEIbHBIN CPOK.

8.59. Ilpuem xkaxmoro naena B apxuB OpraHuzalud TPOU3BOJUTCS B MPHUCYTCTBHH
JenonpousBoaurens u paboTHUKA, YbH Aeiia nepenatorcs. [Ipu 3Tom Ha 000UX IK3EMILIApaX OMUCU
MIPOTUB KaXIOT0 Jieia, BKIIOYEHHOTO B HEe, IeJIaeTCs OTMETKA O HATMYKHU Jiesia. B KOoHIle KaKa0ro
9K3EMILIIpa ONUCH B MTOTOBOM 3amMCH YKa3blBaeTCs LUPpaMU U MPOIUCHIO KOJIMYECTBO
(bakTUYECKU MPUHSTHIX B apXUB €], B TOM YHCIIE AJIEKTPOHHBIX, HOMEpPAa OTCYTCTBYIOLIUX €T,
JaTa mpueMa-liepefadd Jel, a TaKkKe IMOANKCH JIMIA, OTBETCTBEHHOIO 3a apXuB, M JIMLA,
nepeaBIIero Jena.

WtoroBass 3amuch MOATBEPKAAETCS MOANMCIMHM COTPYJIHUKA apXuBa M pabOTHUKA,
nepeaaBuIero Jeina Ha OyMaKHOM HOCHUTENE U 3JICKTPOHHBIE JIela.

8.60. Ilepemaua 3IEKTPOHHBIX JOKYMEHTOB B apxuB OpraHuzaluu NPOU3BOJUTCS Ha
OCHOBaHUHU OMUCEH ANEKTPOHHBIX JeN M0 MH(POPMAIMOHHO-TEICKOMMYHUKAIIMOHHONW ceTu (TpHu
Hanuuuu B apxuBe Oprannzanuy HHOOPMALIMOHHON CUCTEMBI) WM Ha (hr3HuecKu 000COO0IECHHBIX
MaTepUaIbHBIX HOCUTEISAX, KOTOPBIE MPEACTABISAIOTCA B IBYX UACHTUYHBIX 3K3EMIUISIPaXx.

8.61. B cayuae NMKBUIAUMMU WM PEOPraHU3ANMHN JODKHOCTH DPAOOTHUK B TEPUOJ
NPOBEIECHUS JTMKBUAALMOHHBIX MEpPONpUATHIl (GOpMUpPYET BCce MMEIOLIMECs JTOKYMEHTHI B JIela,
opopmisier nena U mepeaaer ux B apxuB OpraHuszaiii, HE3aBUCUMO OT CPOKOB XpaHEHHUS.
Ilepenava nesn oCymiecTBIIAETCS IO OIUCAM JI€7 U HOMEHKJIATYpE JEll.

8.62. Ha pena ¢ wuctekmmMmH cpokamu XpaHeHuss B OpraHuszaniil COCTaBISIOTCA
IPEIUIOKEHUS K aKTy O BBIJICJICHUH K YHUUTOKEHUIO JOKYMEHTOB.

Ha ocnoBe npemioxenuit pabotankoB Opranuzanuu J{enonpon3BoAUTeNb COCTABISET aKT
O BBIJCIICHUNM K YHHMUYTOXKEHHUIO JOKYMEHTOB, HE MOJJIEKAIIMX XPaHEHUIO, Ha Jeia Bcel
Opranuzanuu 1o Tou ke (opme. 3arolOBKU OJHOPOAHBIX €], OTOOPAHHBIX K YHHUTOXEHHMIO,
BHOCATCSl B aKT O] OOIIMM 3arojIOBKOM C yKa3aHHWEM KOJIMYeCTBa JIeJl, OTHECEHHBIX K JaHHOM
rpymnme.

8.63. Jlena BKJIFOUAOTCA B aKT O BBIJECIEHUU K YHUUTOKEHUIO TOKYMEHTOB, HE ITOIJIEKALINX
XPaHEHUIO, €ClIU MPEAYCMOTPEHHBIN JJI1 HUX CPOK XpaHEHHUsS UCTeK K | sHBaps ronaa, B KOTOPOM
cocraBiieH akT. Hampumep, 3akondennsie B 2022 roay aena ¢ 3-JI€THUM CPOKOM XpaHEHHUs, MOTYT
OBITH BKJIFOUEHBI B aKT, KOTOPBIH OyIeT cocTaBiieH He panee | sHBaps 2026 roxa.

8.64. [lena c ormetkoil «IITK» (otmeTka «TIK» 03HayaeT, 4To 4acTh JOKYMEHTOB MOXKET
OBITh OTHECEHa K CPOKY XPAaHEHHUS <«IIOCTOSHHO») MOJyIekaT MoiucTHomy mnpocmotrpy IIIK
ApxuBHoro ymnpasieHus lIpaBurensctBa UP B mensx BBISABIECHUS JOKYMEHTOB, IMOJIEKAIINUX
MOCTOSSHHOMY XpaHEHMIO. BBISBICHHBIE B TaKUX JellaX JOKYMEHTHhI IOCTOSIHHOTO XpaHEHHs
BBIJICJIAIOTCS. ¥ TIPUCOEAUHSAIOTCS K OJHOPOAHBIM JieflaM MM (POPMHUPYIOTCSI B CaMOCTOSATENIbHbIE
nena.

OcranbHble JOKYMEHTHI Jena ¢ oTMeTKoi «OIIK)» BkitouaroTcs B akT, IPU 3TOM OTMETKA
«IIIK» B akTe HE yKa3bIBaeTCHl.

8.65. AKT 0 BBIACICHUU K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOIJIEKAUIUX XPAHECHUIO,
IPEJCTaBIISIETC HA paccMOTpeHue U cornacoBaHue OK OIHOBPEMEHHO C ONMCSIMM €l
MOCTOSTHHOTO XPAHEHUS U 10 JIUYHOMY COCTaBY.
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8.66. AKT O BBIIEIEHUMM K YHHUYTOXKEHHUIO JIOKYMEHTOB, HE IOJUIEKAIIMX XPaHECHHUIO,
yTBepxkaaercs PykoBogurenem Opranuzanuu nocie yreepxkaeaus 11K ApXxuBHOro ynpaBieHHs
[TpaButenscTtBa YeueHnckoil PecnyOnuku, B COOTBETCTBUM C IPEAOCTABICHHBIMH €MY
MIOJIHOMOYMSIMH, B TOM YHCJIE OMMUCEH J1e]1 TOCTOSTHHOTO XPAaHEHUs U COTJIaCOBaHUs OIUCEH eIl 110
JUYHOMY COCTaBYy, IIOCJIE€ 4YEro JeJia, BBIJCJICHHBIE 110 AKTYy K YHUYTOXKEHHUIO, MOTYT OBITh
YHUYTOXKEHBI.

8.67. [ena, moayiexamye YHUYTOKCHUIO, TIEPEIAIOTCS Ha TepepaldoTKy (YTHIIM3AIHIO).
[Tepenada nen ohopmiIsieTCs TPUEMO-CIATOYHON HAKIIATHOM.

[locne yHUYTOXEHMSI 1€ B HOMEHKJIAType JEJl IPOCTAaBIISIFOTCS OTMETKH, 3aBEpPsSEMbIE
NoANUCHIO [lenonpon3BoauTens U 1aTOM:

«YHanuroxeno. CM. akT OT Ne . [loanuce, naUIIMATBL, (HaMUITHS.

8.68. DJIEKTPOHHBIE TJOKYMEHTHI ¢ UCTEKIIUMHU CPOKaMU XPaHEHMsI TOJIEKAT BBIIEICHUIO K
YHUYTOKCHHUIO Ha OOIIMX OCHOBAHMSAX, TIOCJIE YErO MPOBOANUTCS UX (PU3NYECKOE YHUUTOKECHUE HITH
YHUYTOXXEHUE MIPOrPaMMHO-TEXHUYECKUMU CPEACTBAMHU C COOTBETCTBYIOILEH OTMETKOU B aKTE O
BBIJICIICHUH K YHHUYTOKEHUIO YJIEKTPOHHBIX JIOKYMEHTOB.

ONEKTPOHHBIE JOKYMEHTBl CUMTAIOTCSI YHUYTO)KCHHBIMH, €CIM MX HEJb3s BOCCTAHOBUTH
cpeacTBaMu MH(POPMAIIMOHHOM CUCTEMBI HAa HOCHTEISIX HH(POPMALIUU B U3 PE3EPBHBIX KOIHIA.

8.69. AKTBl O BBIIEICHUM K YHMYTOXXEHUIO JOKYMEHTOB, HE IOJICKAIIUX XPAHECHHUIO,
XPaHSTCS MOCTOSHHO B Jiene GoHpa.

IX. Opraﬂmaunﬂ AOCTYIIA K JOKYMEHTaAM M UX UCIIOJbB30BaAHUA

9.1. Beinaya nen, HaxoAsIuxcs Ha XpaHeHuM y JlenmompousBoauTens U y paOOTHHUKOB
Opranu3anuu IpyruM paboTHUKAM JUIsl O3HAKOMJIEHHS U (WJIK) JUTsl BpDEMEHHOTO UCIIOJIb30BaHUS B
paboTe MNpOM3BOAMUTCA MO 3ampocaM, IMOANHMCAHHBIM pPaOOTHUKOM, 3allpalllMBaloOLIUM JIEJI0
(TokyMeHT) M ¢ paspemieHus J[lemonpousBogurenss UM paOOTHUKA, JTOKYMEHTBI KOTOPOTO
3anpaniBaroTCs.

9.2. Jlena, TOKYMEHTHI BBIIAIOTCSI BO BPEMEHHOE MOJIb30BaHue paboTHUKaM OpraHuzanuu
Ha CPOK He 0oJiee OHOTo Mecsa.

l'ocynapcTBeHHbIM (MYHUIMNAIBHBIM) OpraHaM (CyZleOHBIM, IPABOOXPAHUTENBHBIM,
opraHaM TOCYAApCTBEHHOr0 (MYHHUIMIAJIbHOTO) KOHTPOJS M HaJa30pa) Jejla U OTIEJIbHbIE
JIOKYMEHTBI BBIIAIOTCSI HA OCHOBAaHMM MX NHCBMEHHBIX 3alIpOCOB € pas3peunieHust PykoBoaurtens
Opranuzanuy Wid UHOTO YIIOJTHOMOYEHHOT'O UM JIMLIA, [10 aKTaM Ha CPOK He 0oJiee IIIECTH MECSIIEB.

ITpu HEOOXOIMMOCTH CPOK UCIOIB30BAHMUS JOKYMEHTOB MOKET OBITH MPOJIEH.

9.3. B nuceMeHHOM 3aripoce paboTHHUKOB OpraHu3anuu O Bblaue JOKYMEHTOB (J1€7) BO
BPEMEHHOE IMOJIb30BAaHUE U3JIaraloTCsl PUUYHMHBIL, 110 KOTOPHIM 3alpalinBaeTcs €10 (JOKyMEHT) U
1eJIb UCII0JIb30BAHUS JOKYMEHTOB, HaXOIAIINXCS HA ONIEPATUBHOM XPaHEHHH.

9.4. Ha BbIaHHOE J1€710 3aBOJUTCS KapTa-3aMECTUTEIND, TIOMEIaeMasi Ha MECTO BBIJJAHHOTO
nena. B Hell ykasbIBaloTCS HMHJAEKC Jefia, JaTa ero BblIayd, KOMY JeJ0 BbIJIaHO, JaTa ero
BO3BpALICHHUS, IIPEAYCMATPUBAIOTCA Ipadbl A1 MOANKCEH B MOTYYSHUH U IPUEME JeTa.

Ha wmecto wu3bsTOrO mnoanuHHHKA JOKyMeHTa JlemompousBoauTenb WIH pPabOTHUK
BKJIQJIbIBAET B JIEJIO JUCT-3aMECTUTEND C YKa3aHUEM, KOT'1a, KOMY U Ha KAaKOHM CPOK BbIJJaH JOKYMEHT
U MOANMUCAMHU B IOJIyYeHUU U mpueme aena. [Ipu 3ToMm B Jeno momemiaercsi 3aBepeHHas KOmus
JIOKYMEHTA.

[Tocne pemienus Borpoca, Ui pacCMOTPEHHS] KOTOPOTo Jesa (A0KYMEHThI) U3bIMAIUCh 110
3arpocaM MHBIX OpraHU3alfii, NOUIMHHUKK JIOKYMEHTOB JOJDKHBI OBITh BO3BpAllleHbl B
OpraHu3anuio u NoMeIeHsl B 1e10.

9.5. DneKTpoHHbIE JOKYMEHTBI, HaXOASIIMECS Ha ONEPaTUBHOM XpaHEHUH B 0a3axX JaHHbIX
UH(POPMALIMOHHBIX CHUCTEM, BBIAAIOTCA JJISl WCIOJB30BaHMUSA B BHJIE KONHMH 3IIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBUH C MyHKTOM 2.51 Hactosieit MHCcTpyKiuy.
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9.6. Iopsimok noctyna paboTHHKOB OpraHuzanu K J0KyMeHTaM, pa3meniaeMbiM B CO/J]
WIA UHOM MH(OPMALMOHHOW CUCTEME, YCTaHABJIMBAETCS JIOKAIbHBIMA HOPMATUBHBIMU aKTaMH
Opranuzanuu, ONpPEACNSIOMIMMU TOPSJIOK SKCIUTyaTalud HH()OPMAIMOHHOW CHCTEMBI, W B
COOTBETCTBUM C IEPCOHAIBHBIMU YUYETHBIMM 3amucaMu pabotHukoB B COJl wim uHOM
UH(POPMALIMOHHON CUCTEME.

PaGoTHukaMm, He MMEIOUIMM IpaBa JOCTYIla K COOTBETCTBYIOLIEH HHPOPMALMOHHOM
cHCTEME, HJIEKTPOHHBIE JOKYMEHTHI BBIJAIOTCSI B COOTBETCTBHHM C IyHKTamu 9.1 - 9.3 Hacrosmei
Wuctpykunu, Ha (uznyeckn 000COOJIEHHOM HOCHUTENE, BBICBUIAIOTCS IO 3JIEKTPOHHOMY aJapecy
pabOTHHUKA, 3aMpaIINBAIOLIETO JOKYMEHT, HIIM HHBIM 00pa3oM.

9.7. Y [enonpou3BoauTens Wi pabOTHHKA, BBIIABIIETO ACNO (JOKYMEHT) BEIACTCS Y4eT
BBIJIJAHHBIX 1N (JJOKYMEHTOB) M KOHTPOJIb MX CBOEBPEMEHHOTO BO3BpaTa. DIIEKTPOHHBIC eia
(TOKYMEHTBI) BO3BpaTy HE IOJUIeXKaT.

9.8. PabGorHuku OpraHuzanuu 00s3aHbl 00€CIeYMBaTh COXPAHHOCTH IOJIYUEHHBIX BO
BPEMEHHOE I10JIb30BaHKE IOKYMEHTOB (J1eJ1) Ha OyMa)KHOM HOCHUTEJIE U HCII0JIb30BaTh MOIY4YE€HHYIO
UH(POPMALIHIO B CIYKEOHBIX IIENISAX B COOTBETCTBHH C TPEOOBAHUSMH JIOKAIBHBIX HOPMATHUBHBIX
aKTOB. 3ampelnaeTcs mnepejaada MOJTYYEHHBIX JOKYMEHTOB MJIM UX KONMUH paOOTHUKaM JpPYyrux
OpraHu3aIuu.

9.9. U3zbsATue (BbleMKa) JOKYMEHTOB, 00pa3oBaBIIMXCS B jAeATesbHOCTH OpraHusanu,
IIPOU3BOJUTCS B COOTBETCTBUU C 3aKOHOJATEINLCTBOM Poccuiickoi Penepannu.

9.10. U3bsaTHe (BbIEMKA) JOKYMEHTOB IPOM3BOJAUTCS HAa OCHOBAaHUM HHCbMEHHOTO
pacropspkeHHs (TIOCTaHOBIICHHS ) COOTBETCTBYIOIIETO OpPTaHa BJIAacTH ¢ pa3pemeHust PykoBoaurens
Opranu3anuy WM MHOTO YIOJHOMOYEHHOTO MM JIMLA C M3BEIIEHUEM DPAaOOTHHUKA, JTOKYMEHTbI
KOTOPOTO H3BIMAIOTCH.

9.11. ®akT u3bATUA (BBIEMKH) JIOKYMEHTOB (DUKCHUpPYETCS B MPOTOKOJE (AaKTe) U3bATUS
(BBIEMKH) JOKYMEHTOB, KOTOPBI COCTaBISIETCS HE MEHEee YeM B JBYX OK3eMIUIIpax |
NOJNKMCHIBACTCS YIOJHOMOYEHHBIMU MpefcTaBuTeNssMu OpraHu3alMd U COOTBETCTBYIOILETO
oprana BinacTu. K nporokoiny (akTy) npuiaraercsi onuch (peecTp) U3bATHIX TOKYMEHTOB (J1€1).

9.12. Tlpu u3BATHU TOJIMHHUKOB JOKYMEHTOB B JEJO MOMEIIAETCs 3aBEpeHHasl KOMus
JOKYMEHTa, Ha 000pOTe KOTOPOI yKa3bIBaeTCsl OCHOBAHHE M3BSTHS MOMTMHHUKA, CPOK BO3BpATa,
JlaTa v MOANUCH pabOTHHUKA, OTBETCTBEHHOTO 33 ((OPMUPOBAHUE U/HIIM XpaHEHHE JieNa.

9.13. IloaqMMHHUK JOKYMEHTA, U3bATHII U3 Jiejla Ha OCHOBE COOTBETCTBYIOILIETO PELICHMS,
10CJI€ PACCMOTPEHUS U PELIeHUs BOTIPOCa, BO3BPAILAETCS B JIENI0, TPU ATOM KOIIHs, TOMEIIEHHAs B
JIeJT0 BMECTO TONTMHHIKA, U3bIMAeTCS.

X. A3roroBienne, yuyer, HCNOJIb30BAHNE U XPAHEHHUE MeYaTeil, IITAMIIOB, 0J1AHKOB
AOKYMEHTOB, HOCHTEJIEeH 3JIeKTPOHHBIX MOANMKCEel

10.1. brnanku oOpraHU3alMOHHO-PACTIOPSIUTENBHBIX JIOKYMEHTOB pa3pabaThIBArOTCs
JlenmonpousBoauteneM. Buasl OJIAHKOB OpraHU3alMOHHO-PACIIOPSIUTEIBHBIX  JIOKYMCHTOB,
TpeOoBaHUS K UX 0(OPMIICHHIO M UCIIOJIb30BAHUIO YCTAHABIMBAIOTCS HacTosmel MHCTpyKIuei.

10.2. OGpa3iel 0JIAHKOB JIOKYMEHTOB YTBEPIKIAIOTCS B COCTaBe HacTosmed MHCTpyKum
MO JENOMPON3BOACTBY. Takke MOMOTHHUTENbHBIE O0pa3ibl OJAaHKOB B CiIy4ae HEOOXOIMMOCTH
MOTYT pa3padaThIBaThCs M YTBEPKIAATHCS PACIOPSAAUTEILHBIM JOKYMEHTOM PykoBoauTENS

10.3. B Opranumzanuu sl MOATOTOBKH JTOKYMEHTOB MOTYT HCIIOJIb30BAThCS OJaHKHU
JIOKyMEHTOB, H3TOTOBJICHHBIC THIIOTPACKUM CIOCOOOM WIJIM CPEACTBAMH  OIEPATHBHOMN
noJurpaduu.

Opranu3zanys BrpaBe Py MOJATOTOBKE JOKYMEHTOB HCIIOJIB30BaTh 3JICKTPOHHBIC MTA0I0HBI
OJIaHKOB. JJEKTPOHHBbIC IIA0JOHBI OJIAHKOB JOJDKHBI COOTBETCTBOBaTh oOpa3iam OJaHKOB,
yTBepKIeHHBIX PykoBoauTenemM Opranu3anui.

10.4. brnanku oOpraHu3allMOHHO-PACIIOPSAIUTEIIBHBIX JOKYMEHTOB, MPUMEHSIEMbBIE B
Opranuzanuy, He MOTYT MEpeNaBaThCs APYTHMM OPTraHU3AIMSAM, JODKHOCTHBIM U (DU3MYECKUM
JIUIIAM.
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10.5. denonpousBoaurens Opranu3anuu:

oopmisier 3aka3bl Ha U3rOTOBJICHHE OJAHKOB OpPraHU3allMOHHO-PACIIOPSIUTENIbHBIX
JOKYMEHTOB THUIIOTpa(CcKUM criocoO0OM MIIH CPEJICTBAMU OIEPaTUBHON Noiurpaduu;

OCYILLECTBIISICT XpaHEHHE OJIAHKOB OPraHU3allMOHHO-PACIOPSIUTENbHBIX JOKYMEHTOB U
BbI1auy WX padoTHUKaM OpraHu3anuy;

OCYILLECTBIISICT KOHTPOJIb 3a IPAaBUIbHOCTBIO MCIOJIBb30BaHUS OJaHKOB OpraHHU3allMOHHO-
pacropsiAUNTEIbHBIX TOKYMEHTOB.

10.6. B Opranuzanuv B COOTBETCTBUM C JCUCTBYIOLIMM 3aKOHOJIATE€JIbCTBOM M yCTaBOM
Opranuzanuuu ucnomas3yercs nevyars (naiee — [leuats Opranuzanun).

B Opranuzanuu Takke MOI'YT HCIOJIb30BaThCS IME4YaTH JOJDKHOCTHBIX JIMIL (MHBIX
pabOTHUKOB), I€YATH I IAKETOB U OTAEIbHBIX KATETOPUI JOKYMEHTOB, a TAKXKE METANINYECKUE
BbDKMMHBIE [1€4aTH JJIs1 OIIeYaThIBaHUS MIOMELEHUH U YAOCTOBEPEHNUS CIIELUANIbHBIX POITYCKOB.

B Opranuzanum MOXeT HCIIONIb30BaThCs ITAMIT (IITaMIIbl) ¢ (PaKCUMUIIBHOM TOIMHCHIO
PykoBoanTEIIS U MHBIX JOJKHOCTHBIX JIMLL.

[Topsanok Hcnonb30BaHMs MITAMIIOB C (PAKCUMHJIBHOM IMOANKCHIO PYKOBOAMUTENIS U MHBIX
JOJDKHOCTHBIX JIMIL (C y4eToM MoJioxkeHui nmyHkrta 2 cratbi 160 vactu I I'paxnanckoro konekca
P®), Buabl JOKYMEHTOB, NOJNMCHIBAEMBIX (AKCUMHIBHON TIIOANUCHI0 YCTaHABIMBACTCS
JIOKaJbHBIM HOPMATHBHBIX akToM OpraHusanuu.

10.7. Ileuats ¢ BocmpousBenenueM [ocymapcrBeHHoro rep6a Yeuenckoit PecryOmuku
MOYKET UCIOoJIb30BaThcsi Opranu3anueil B COOTBETCTBUM € 4acThio 3 craThi 8 3akoHa YeueHCKOH
Pecny6omukn ot 23.03.2020 Ne 16-P3 «O TI'ocynmapctennom repoe Ueuenckoit PecmyOmmkn» u
JIOJDKHA COOTBETCTBOBATh TpeOOBaHUAM, YcTaHOBIEHHBIM IlocraHoBnenueMm IlpaBurenbcTBa
Yeuenckoit PeciyOmuku ot 31.01.2012 Ne 23 «OG6 yrBepxkaeHuu [lopsinka u3rotoBieHus, yuera,
XpaHEeHMs], UCII0JIb30BAaHMsI U YHUUTOXKEHHMS IledaTeil u OJaHKOB JOKYMEHTOB € BOCIIPOM3BEACHUEM
['ocynapctBenHoro repba Yeuenckoit Pecryonuku».

10.8. ITevatu u mrramisl OpraHu3anuy U3roTaBIUBAIOTCS B KOJMYECTBE, HEOOXOIUMOM IS
OCYIIIECTBJICHUS €€ pa0OTHUKAaMU BO3JIOKEHHBIX Ha HUX (YHKUMH. Permienrne o0 U3roTOBIEHUHU U
KOJIMYECTBE JK3EMIUIIPOB Ie€YaTed M INTaMmIoB NpuHMMaeT PykoBogutens OpraHuzanuu 10
MPECTaBICHUIO J[eTonpon3BOAUTENS.

Ecnu [Tewats Opranuzanny UCIOIb3yETCS B HECKOJIBKUX IK3EMILIIpax, HOMEP IK3EMILIApa
MeYaTy yKa3bIBaeTCsl B KJIMIIE IT€YaTH MPU €€ U3TOTOBJICHUH.

10.9. TIlewarpro OpraHuzanuu 3aBepstOT MOUIMHHOCTH noanucu PykoBoxurens
Opranuzanuyd M MHBIX YHOJHOMOYEHHBIX MM JIMI, HA JOKYMEHTaX M KOIHUSAX JTOKYMEHTOB B
COOTBETCTBUH C ITyHKTOM 2.49 MHCTpYyKIIMH.

10.10. ITeyatu u mTaMisl BbIIAIOTCS ISl UCIIOIb30BaHUS paOOTHHKAM, OTBETCTBEHHBIM 3a
MX UCIOJIb30BaHUE U XpPaHEHHE 10J1 IOJIUCH B XKypHAJIE yUeTa [le4aTell ¥ IITaMIIOB. Y UeT IevaTei
u mtamnoB Opranu3auu BeAeT Jeaonpou3BoauTenb WIK HHOE JOJKHOCTHOE Tuio OpraHu3anuu.

10.11. Ilpu ucnonb30BaHMM B pabOTe MeYaTH M IITaMIbl XPAHATCA B 3alMparoIuXxcs
mkadax (cefipax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpPaHEHHE M WCIOJb30BaHUE IeYaTedl u
LITAMIIOB.

10.12. Tlepenaya mewareil W mMTaMIOB ITOCTOPOHHUM JIMIIAM HE JloNycKaercsa. BriHOC
neyared M IITAaMIOB 3a mpenensl OpraHus3ali BO3MOXKEH B MCKIIIOUHUTENBHBIX CIIydasx IO
pelieHuto pykoBoacTBa Opranusaiuu (Hanpumep, Npu MOJIHUCAHUH JOTOBOPOB).

10.13.  [lenonmpousBoautenb OpraHu3allud  €XEroJHO TMPOBEpsSeT  COOJIIOJCHHE
pabOTHUKAaMU YCIOBUI MCIOJIb30BAHUS U XpaHEHHs 1eyaTei v mramnoB B Opranu3aiyi.

10.14. Ilpumenmmue B HETOAHOCTh U YTPATUBIIKE 3HAYEHHE NE€YATH M IITAMIIBI OJJIEKAT
BO3BpaTy /lenonpon3BoauTeNto Wil HHOE JOJKHOCTHOE JINIO, HA KOTOPOE BO3JIOXKEH YUeT rnevaTeit
U IOTaMIOB, IS LEHTPaJIM30BAaHHOIO YHUYTOXKEHMs. lleyaTm yHMUTOXKAlOTCA MO aKTy C
COOTBETCTBYIOLIECH OTMETKOM B JKypHaJe ydyera neyaTel U TaMIIOB.

10.16. IIpu nepenaue OpraHnuzauen 3JIEKTPOHHBIX JOKYMEHTOB Ha 3JIEKTPOHHBIN aapec
Jpyroil opraHu3aluy, a TaKkKe Uis 0OMeHa AIIEKTPOHHBIMHU JOKyMeHTamu nocpeactsom COJ1 B
OpraHu3anuu MOT'yT UCIOJIb30BaThCs YCUIIEHHBIE HEKBAIM(UIIMPOBAHHBIE AJIEKTPOHHBIE TOAIUCH
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W/WIA TIPOCTBIE DSJICKTPOHHBIC TMOIMKCH (Jlajiee — JJIEKTPOHHASI TMOJIUCh) B COOTBETCTBHH C
®enepanbabiM 3ak0HOM OT 06.04.2011 Ne 63-D3 «O0 31eKTPOHHOU MOITHCH.

10.17. Dnektponubiii nokymeHt B CDJ Opranuzaiuu, MOANUCAHHBIN 3JIEKTPOHHOU
MOJIMUCKHIO0, MPU3HAETCS PABHO3HAYHBIM JOKYMEHTY Ha OyMa)XHOM HOCUTEJE, MOJIUCAHHOMY
COOCTBEHHOPYYHOM TOJMUCHI0O M UMEET OJUMHAKOBYIO C HHUM IOPUJIUYECKYI0 CHIY MpH
OJIHOBPEMEHHOM COOJIIO/ICHUH CIEIYIOIIUX YCIOBUIA:

KJIIOY IIOANMCH, OTHOCAIIMMCS K KOHKPETHOM OJJIEKTPOHHOM IIOAIMCH, HAa MOMEHT
MOJMUCAHUS TEKTPOHHOIO JIOKYMEHTA SIBISIETCSA JIE€UCTBUTENBHBIM (JOCTOBEPHBIM), HE YTPATUI
cuiy (He OTO3BaH);

MOATBEPIK/I€HA TOUTMHHOCTD 3JIEKTPOHHOM MOAINKCH B JIEGKTPOHHOM JIOKYMEHTE;

JaTa ¥ BpeMsi CO3aHus AIIEKTPOHHOM noanucH 3adgukcuposanbl B CO/I;

ANEKTPOHHAs MOJIUCH UCIOIb3YETCS B COOTBETCTBUH C YCTaHOBIEHHBIM B OpraHuzanuu
pacrpeieIeHeM IpaBa MOAMUCH JOKYMEHTOB MEX/1Y JOHDKHOCTHBIMU JIUIIaMU U paOOTHUKAMH.

10.18. I'enepanuio u xpaHeHue Kioueld HekBanuduipoBaHHoi U npoctoit D11 B COJ]
JIOJDKEH OCYIIECTBIATh anMuauctparop CIO/I.

10.19. [lenompousBoauTenb WIM WHOW paboTHUK OpraHuzalv BeleT y4yeT KIoYei
AJICKTPOHHBIX MOJINUCEH B CIICIUATHFHOM KYypHAJIE (BHIBI JICKTPOHHBIX MOMHCEH, UCTIOIB3YEMbBIX
B Opranuzanuu, ycraHaBiauBaroTcss OpraHuzanueil 1 3aKperisioTcs B JIOKAIbHOM HOPMaTHBHOM
akte). Bplgada maTepuanbHBIX HOCHUTENEH SJEKTPOHHOW MOJIKCKA M UX BO3BPAT MO UCTCYCHUH
CpOKa JEHCTBHS OCYIIECTBISIETCS MO/ MOANUCH PAOOTHHKA B JKypHAJIE.

10.20. Coznanue maposeit A1t IpOCTOM 3JIEKTPOHHOM MOAMUCH OCYIIECTBIISIETCS B TOPSIIIKE,
YCTaHOBJICHHOM JIOKQJIbHBIM HOPMAaTHBHBIM akTOM OpraHuzalii, YCTaHABIMBAIOIIUM IMOPSIOK
skcruryaranuu COJ] 1 UCrob30BaHUs AIIEKTPOHHBIX MTOAMUCEH IPU paboOTe ¢ JOKYMEHTaMH.

10.21. Knto4 57eKTpOHHOM MOAMUCH, UcToNib3yeMoit B COJI, siBisieTcs KoH(pUISHIIHATBEHOM
nH(popMalel 1 3allMIaeTcs B COOTBETCTBUU C 3aKOHO1aTenbcTBOM Poccuiickoit @enepariuu.

[Ipunoxenne Ne |

MyHununajibHoe 0101:KeTHOe 00111e00pa3oBaTeIbHOE YUpPeKIeHue
«KYPYHAJIOEBCKAS CPEJHSSA LHKOJIA Ne2»

['pud cormacoBanus ToKkymeHTa ['pud yTBEepxICHUS TOKYMEHTA
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HaunMeHoBaHue BU1a JOKYMEHTA
3aro10BOK K TEKCTYy

['pud cornacoBanus TOKymeHTa

r. Kypuanoii - 2022 r.

PacnoJioskeHne peKBU3UTOB HA TUTYJIbHOM JINCTE IOKYMEHTA
[Tpunoxenue Ne 2
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MY «Otpaen o6pazoBanus KypuanoeBckoro MyHUITUIATBHOTO paifOHa
MyHununajbHoe 010/1:KeTHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«KYPYAJIOEBCKAS CPEJIHASA IIKOJIA Ne2»
KYPYAJIOEBCKOI'O MYHUIIUTIAJIBHOI'O PAVIOHA
(MBOY «KypuaJjioeBckasi cpeaHsisi Koja Ne2y)

MYV «KypuanoiitnH MyHULIUNIANIbHA KlomTan aemapan gaKba»
MyHununajibHu OI01KeTHU IOKbapageliapaH yupesKIeHU
KYPUAJIOMMH MYHUIIUIIAJIBHU KIOIITAH
«KYPUAJIOM-TIAJIHH Ne 2 MOJTY NYKKBEPA IIKOJIA»
(MBIY «Kypuanoii-T'laaun Ne 2 iioxy AIII»)

15 ansaps 2022 2. No

I'. Kypuanoi

Oobpa3zen opopmiieHus o01ero 6J1aHKa
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* 3mech u ganee — peKBU3UTHI, 0003HAYECHHBIE MIPHU(TOM, BEIICICHHBIM KYPCHBOM, BHOCATCS OT PYKH
[Ipunoxenne Ne 5

MyHununaabHoe 0101KeTHOe VTBEPXJIAIO
o0meodpa3zoBaTe/bHOE yUPEKICHUE JlupexTop
«KYPYAJIOEBCKAS CPEJHSIA
IIKOJIA Ne2» Tloonuco N.0. ®amunus
Jata
MMOJIOKEHUME
Ne

r. Kypuanoi

00 IKCIIePTHOM KOMHMCCHH
MBOY «KypuaJjioeBckasi cpeIHsisi
mKoJa Ne2y

1. O01mme mo10KeHus

1.1.TTonoxenne 06 sxkcnepTHol komuccuu MBOY «KypuanoeBckas cpeansis
mkona Ne2» pa3pabotaHo B cooTBeTCTBUU C [lpuMepHBIM TOJIOKEHUEM 00
HKCIIEPTHON KOMUCCUU OPraHU3alUU, YTBEPKIECHHBIM. . .

1.2. DxcneptHas xkomuccusi MbOY «KypuanoeBckasi cpemnusisa mikosia No2y

(manee — OK) co3nmaercs B 1EsX ...
1.3. ...

Oopa3zen opopmiieHHs JIOKATBHOTO AKTa
[Tpunoxenne Ne 6
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MY «Otaen oOpazoBanus KypuanoeBCckoro MyHUIIMIIAIBHOTO paiioHa»
MyHununajgbHoe 010/1:KeTHOe 00111e00pa3oBaTe/ibHOe YUpeKIeHue
«KYPYAJIOEBCKAS CPEAHSASA HIKOJIA Ne2y»
KYPYAJIOEBCKOI'O MYHUIIUTIAJIBHOI'O PAVIOHA
(MBOY «KypuaJioeBckasi cpeaHsisi mKoja Ne2y)

MYV «Kypuanoiin MyHULIUNIANIbHA KlomTan aemapan gaKbay»
MyHununajibLHu OI01KeTHU IOKbapageliapaH yupesKIeHu
KYPUAJIOMMH MYHUIIUIIAJIBHU KIOIITAH
«KYPUAJIOM-TIAJIUH Ne 2 MOJTY NYKKBEPA IIKOJIA»
(MBIY «Kypuanoii-T'laaun Ne 2 iioaxy AIII»)

MNMPUKAS3
15 cenmsaobpsa 2022 e. No 12
r. Kypuanoi

O co31aHMHU IKCIIEPTHOM KOMMCCUM
U YTBEPKICHHUH O0JI0OKEHUS 0 Hel

B nensx yinydienust opraHu3aiuu AeJI0NMPOU3BOICTBA U APXUBHOTO XPAHECHUS
JIOKyMEHTOB, oOpaszyromuxcs B nearenbHocTd MBOY «KypuanoeBckast cpesis
mkoja Ne2y, cobmoaeHus Tpe0oBaHMi 3akoHOaTenbcTBa Poccutickoit deneparuu
B c(hepe apXUBHOTO JleJJa T p U K a 3 bl B A 10:

1. Co3pats 3kcneptHyto komuccuto MBOY «KypuanoeBckas cpeanss mkosia
No2y B cocrage:

npencenaTenb — 3aMECTUTENb TUpEKTopa 1o yueoHou yactu @amumnus 1.0.;

cekperapb — aenonpousBoautens @amunusa 1.0.;

yjieHbl: gomkHocTh @amunua M.0., gomkHocts @amunusa M.0O., 101KHOCTH
Gamunus U1.0.

2. Y1BepauTh [lonoxeHne 06 SKCepTHOW KOMUCCHH (ITPHIIOKEHHUE).

3. KoHTpo:b 32 UCTIOJIHEHUEM TTPUKAa3a BO3JIOKUTh HA 3aMECTUTEISI TUPEKTOpa
no yueoHou yactu @amunus 1.0.

HupexTtop Iloonucw N.0. ®amunus

Oo0pasen opopMmiieHus1 npuKkasa
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[Ipunoxenne Ne 7

MY «Otaen oOpazoBanus KypuanoeBCckoro MyHUIIMIIAIBHOTO paiioHa»
MyHununajgbHoe 010/:KeTHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue

«KYPYAJIOEBCKAS CPEJHSIS HIKOJIA N2y
KYPYAJIOEBCKOI'O MYHUIUITAJIBHOI'O PAUOHA
(MBOY «KypuaJjioeBckasi cpeaHsisi Koja Ne2y)

MYV «Kypuanoiitn MyHULIUNIANIbHA KlomTan aemapan gaKbay»
MyHuuunajbHu OI01KeTHU IOKbapageliapaH yupesKIeHU
KYPYAJIOMH MYHUIIUITIAJIbHU KIOIITAH
«KYPYAJIOM-TIAJIMH Ne 2 MOJTY HYKKBEPA IIKOJIA»
(MBIY «Kypuanoii-T'laaun Ne 2 iioay AIII»)

MPOTOKOJI
25 cenmsabpsa 2022 2. No
r. Kypuanoi

3aceJaHud nmeaarorut4eCkoro CoBera

IIpencenarenscrBytomuii — @amunus 1.0.
Cexperapps — @amumus N.0O.
[TpucyrcrBoBasu: 17 yenoBek (CIUCOK MpUJIaraeTcs)

[TOBECTKA JIHA:

1. O Mepax mno peanuzauuu QeAepasbHON IIEJeBOM MPOTPAMMBI...

3amecturens aupekropa mo BP Ilerposa ILII.
2. ...

1. CJIYIOAJIA: ITetpos ILII. — TekcT noknaaa mpuaaraetcs.
BBICTYITNJIN:

@amunus 1.0. — kpaTkast 3a11uCh BBICTYIICHUS.

@amunus 1.0. — kpaTkast 3a11uCh BBICTYIICHUS.

PEIIMJIN: (ITOCTAHOBUJIN)

1.1. ChopmupoBath BpeMEHHBIC KOJUICKTUBBI TI0 PEATU3AITUH. ..
1.2. IloaAroTOBUTH U YyTBEPAUTH IIAHBI PAOOTHL...

2. CJIVIIAJIM: ...
BBICTYIIWJINA: ...
PEHINJIN: (IIOCTAHOBUJIN) ...

Jlokmnan

[IpencenarenbCTBYOMMI Toonuce N.0. Gamunus

CexkpeTtapb Iloonuce N.0. Gamunus
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Oo0pa3zen opopmiieHHs OJTHOTO MPOTOKOJIA
[Tpunoxxenue Ne 8

MY «Otnen obpazoBanus KypuaaoeBCKOro MyHUIIUITAILHOTO pailoHay
MyHunuunaiabHoe 0rIKeTHOe 00111e00pa3oBaTe/IbHOE YUpesKaeHHue
«KYPYUAJIOEBCKAS CPEJJHSS HIKOJIA Ne2»
KYPYAJOEBCKOI'O MYHUIIMITAJIBHOI'O PAVIOHA
(MBOY «KypuajioeBckasi cpeIHsisi mKoJia Ne2y)

MY «KypuanoiftH MyHUIIMITAJIbHHA KlomTaH aemapan gaKbay»
MyHUUIHMIATbHH OOIKETHU WKbapaaeliapaH yupeKIeHn
KYPUAJIOMH MYHUIIMITAJIBHU KIOIITAH
«KYPYAJION-TIAJIMH Ne 2 HOJY HYKKBEPA HIKOJIA»
(MBIY «Kypuanoii-T'laaun Ne 2 iioxy UIII»)

IMPOTOKO.I
01.10.2022 No 2
I'. Kypuanon

ONEePAaTHUBHOIO COBEIIAHUA
y IupeKTopa

Hupekrop — @amunusa U.0O.
Cexperapp — ®amumus N.0O.

[IpucyrcrBoBanu: @amunusa 1.0, @amunusa N.0., Gamunus 1.0.

1. O6 opranu3zanuu 06cIeIOBaHUS IO TEME ...

(Pamumua U.0.", ®amumnus 1.0., Gamumusg U.0.)

1. YcraHoBuTh, 4TO ...
2. PykoBoauremnto Tembl (Gamunus 1.0.) oGecriednTs KOHTPOIb ...

2. O0 yyacTuu B 3acelaHuu paboyel rpyIIbl 10 ...

(Pamuust 1.0.", Gamunus W.O., Gamumus 1.0.)
1. IToaroToBUTH K 3aceqaHuio pabouel rpynmnbl MaTEPUAIIBI O ....
JupexTrop Iloonuco N.0. damunus

CexkpeTtapb Iloonucw N.0. Gamunus
Oo0pa3zen opopmiieHHs KPATKOT0 MPOTOKOJIA

* HepBoﬁ YKa3bIBacTCs (baMI/IJ'II/IH W HWHHIHKaJIbl OCHOBHOI'O AOKJIaJ4YMKa, 3aTCM — (baMI/IJ'II/II/I W HWHHUIUAJIBI JIWI,
Y4acCTBOBABIIMX B O6cy)i([[eHI/II/I BoIpoca
[Tpunosxxenune Ne 9



MY «Otaen obpazoBanus
KypuanoeBckoro MyHHIIMIIaTBLHOTO pailoHa»
MyHuuunaabHoe 001 KeTHOe
0o01meodpazoBaTe/ibHOE YUpeKIeHue
«KYPYAJIOEBCKAS CPEHSAA
HIKOJIA Ne2»
KYPYAJIOEBCKOI'O
MYHHUIUIIAJIBHOI'O PAMOHA
(MBOY «KypuaJioeBckasi cpeHss
mKo1a Ne2y)
366329, r. Kypuano#i, yn. JlecHas, 2.
tex: 8(928)-0211717
E-mail: kurchaloy.ssh2@mail.ru
OKIIO 55931493 OI'PH
1222000006117
MHH/KIIIT 2006007951/200601001
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MYV «KypuanoiiH MyHUIIUTIIAJIbHU
klomran nemapan nakbay
MyHununaaibLHu 0101KeTHH
KbapajemiapaH yupexaeHu
KYPUYAJIOUH
MYHUIIUITAJIBHUA KIOIITAH
«KYPYAJIOU-TIAJIAH Ne 2
MOJIY HYKKBEPA IIKOJIA»
(MBHIY «Kypuanoii-T'laaun Ne 2
iory MIII»)
366329, Kypuanoii-I'lama,ypam JlecHas, 2.tem:
8(928)-0211717
E-mail: kurchaloy.ssh2@mail.ru
OKITIO 55931493 OI'PH

1222000006117
WHH/KIIIT 2006007951/200601001

Ha No oT

00 yyacTuu B aHKeTHPOBAHUH

PexTopy (HaumeHOBaHHE Y4EeOHOTO
3aBEJICHUS )

Gamunus 1.0.

ITouToBBI agpec

VBaxaembiii Umsg OtuecTtBO!

[Ipennaraem Bam npuHSATH y4acTHe B aHKETHUPOBAHUM OOpa30BaTEIbHBIX
OpraHu3alyi, OCYIIECTBIAIOIINX MOATOTOBKY CIEIUAIKNCTOB MO IMEIArOruyeCKuM

CIICHUAJIbHOCTAM.

AHKETHpPOBAaHHE TMPOBOJUTCS HAMHU B IeEsIX cOopa uHpOpMaIuu O By3ax,
BBITTYCKAIOMIUX CIEIMAIMCTOB HEOOXOJUMBIX HaM CIEIHATbHOCTEH, KOTOPBIX B
JaTbHEHIIIEM MOKHO OBbLIO OBl MPUBIICKATH IS TIPOXOKIEHUSI MMPOU3BOJICTBEHHOMN
MPAKTUKU U MOMOJIHEHHUS 1ITaTa CHEIUATUCTOB YUPEKICHHUS.

3anoJIHEHHYIO aHKETY MPOCHUM BBICJIAaTh B HAIIl aJIpec.

[Ipunoxkenue: ankera Ha 2 J1. B 1 3K3.

C yBaxxeHHEM,

Hupexrop

Toonuce

N.0O. Gamunus


mailto:mayrtup.msosh1@mail.ru
mailto:mayrtup.msosh1@mail.ru
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Damunmsa Umsa OT‘IeCTBO, ACITOMPOU3BOAUTCIID
(928) 222-22-22, geldagan3@mail.ru

Oo0pa3zen opopmiieHHs 1€10BOT0 (CI1yKeOHOr0) MUCbMA
[Tpunoxenue Ne 10

MyHuuunajibHoe 0101KeTHOe
o0meoOpa3oBaTe/ibHOE yUpeKIeHHEe
«KYPYHAJIOEBCKAS CPE/IHSASA
HIKOJIA Ne2»y

AKT
Ne

r. Kypuanou

MPOBEPKN TEXHUYECKOT0 COCTOSTHUSA
OPITEXHUKH

OcHoBanue: npukaz MBOY «KypuanoeBckas cpennsss mkona Ne2» oT
01.12.2023 Ne 14 «O npoBepKe TEXHUYECKOTO COCTOSIHUSI OPTTEXHUKID.

Cocrasien: goipkHocts @amunus .0, ..., nomkaocts @amuimsa 1.0.

B xonme mnpoBepKkH TEXHHUYECKOTO COCTOSIHUS OPITEXHHMKH, MPOBEACHHON
02.12.2023, ycTaHOBIEHO...

[TpoBepkoii MpU3HAHBI HEMTPUTOHBIMHU JIJISI KCIUTYaTaINH:

Tloonuce N.0. amunus
Tloonuce N.0O. Gamunus
Tloonuce N.0O. Gamunus

Oopa3zen opopMmiieHus1 akTa
[Ipunoxenne Ne 11


mailto:geldagan3@mail.ru
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AJIMUHUCTPATUBHO-YIIPaBICHYECKUI Hupextopy MbOY

[IEpCOHAI «Kypuanoesckas cpennss mkomna Ne2y
TaraeBy X. B.

JAOKJIATHASA 3AIIMCKA

13 okTs0ps 2022 1.  No 1

00 yBesiM4eHUM IITATHOM
YHMCJIEHHOCTH MOApPAa3ieIeHUus

VYBaxkaembiii XacOynat BaxaeBuu!
B cBs131 CO 3HAUNTEIBHBIM YBEIMUYEHHEM 00beMa padOThI, BOSHUKIIEH B CBSI3U
C .. mpomy Bac wu3bICKaTh BO3MOXHOCTb YBEIMYHUTH IUTATHYIO YHCIEHHOCTb
noapazaeneHus AYII Ha onHY TOJDKHOCTh OyXTayrepa.

C yBaxkeHHEM,

['naBHbIN OyxTantep Iloonucw N.O. ®amunus

Oopa3zen opopmiieHUs TOKJIATHON 3aNIMCKHU
[punoxenne Ne 12

Komy: Pabotnukam MBOY «KypuanoeBckast cpemnsis mkosa No2y
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Or: ®amunus 1.0., 3amectutens qupexkropa mo AXY
Hara: 11 Hos6ps 2022 r.
Tema: [logaua 3as1BOK Ha aBTOTPAaHCIIOPT
CJHYXEBHAA 3AIIUCKA
B wnensx mnoBbimeHuss 3(Q()EKTUBHOCTH HUCHOJIB30BAHUS U COKpALICHUS

MPOCTOEB ABTOTPAHCIOPTHBIX CPEJCTB MpOoIly pabOTHUKOB MOJIaBaTh 3asBKU Ha
aBTOMOOMIM He no3iHee 15:00 nHs, mpenecTBYIONIEro moe3aKe.

3amectuTenb aupekTopa mo AXY Iloonucw N.0. ®Gamunus

Oopasen opopMmiieHUs C1Y:KeOHOM 3aNIMCKHU
[Tpunoxxenue Ne 13

IlepeyeHb 10OKYMEHTOB, YTBEPK/IAeMbIX
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MBOY «KypuajoeBckas cpeaussi mKoaa Ne2y”

. AXTBI (IPOBEPOK, PEBHU3UIl; CIIUCAHMSI;, SKCIIEPTU3HI U JP.).
. I'paduku paboT, OTIYCKOB, CMEHHOCTH.
. MHCTpyKIIMHU, TOTKHOCTHBIE HHCTPYKITUH.

. MeTouku, peKOMEHIaluH.

1
2
3
4. KnaccudukaTopbl nHOOpPMAIIMH, TOKYMEHTOB.
5
6

. Homenkunarypa nen.
7. Hopmbl 1 HOpMaTHBBI (BpeMEHH, YUCIICHHOCTH pa0OTHUKOB, PACX0/1a ChIPhs
U MaTepHaIOB, JJIEKTPOIHEPTUN).
8. Ommcu nen (MMOCTOSTHHOTO, BpeMEeHHBIX (CBbIme 10 J1eT) CPOKOB XpaHEHUS U
0 JINYHOMY COCTaBY).
9. [lepeunu (momxHOCTEH, BUIOB HHGOPMAIUH, TOKYMEHTOB).

10.
11.
12.
13.
14,
15.
16.
17.

[Tonurtuka.

[Monoxenus (0 KOMHCCHUAX (COBETaX ), MPEMUPOBAHNUH, ATTECTAIIAU | JIP.).
[Topsankwu.

[IporpamMmel.

[IpaBuna.

PersmameHTHL.

Cranpaprsl.

[IITaTHOE pacniucaHue.

* CIHCOK MOKET U3MEHATLCS H/WIIH JOIIOJIHATHCA B COOTBETCTBUU C HCﬁCTByIOHIHM 3aKOHOJaTCIbCTBOM

[Tpunosxxenue Ne 14

HepequL AOKYMEHTOB, 3aBE€PACMbIX IICYATbHIO
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MBOY ««Kypuajoesckas cpeanss mKoaa Ne2»”

1. ApxuBHas cupaBka.

2. AxThI (mpreMa 3aKOHUYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, 000pPYIOBaHUS,
BBITNIOJIHEHHBIX PabO0T, CIIMCAHUS, SKCIIEPTHU3BI).

3. Konuu ¥ BBIMMCKU W3 JOKYMEHTOB, BBIIABAEMBIX I MPEJICTABICHUS B
Jpyrue opraHu3auu.

4. OOpa3upl OTTUCKOB IedaTed U moAanuced pabOTHUKOB, MMEIOIIKX IPaBO
COBEpIIATH (PUHAHCOBO-XO35IICTBEHHBIE OIIEPALINH.

5. [Nopy4enus (OromKeTHBIC, 0AHKOBCKHUE, IEHCUOHHBIC; TUIATEKHBIC).

6. [IpencraBienus u xoaaTaiicTBa (0 HarpaKIACHUH HAarpagaMi v MPEMUSIMHU,
B T.4. TOCYIapCTBEHHBIMU).

7. Peectpbl (4€KOB, TOPYUYECHU, MPEICTABISEMBIX B OaHK).

8. CrpaBku (0 m0x07ax (PU3HUYECKUX JIHIl, O BBHIIIATE CTPAXOBBIX CYMM, O
OaJIaHCOBOM CTOMMOCTH OCHOBHBIX (DOHIOB, MO MEPCOHU(ULIMPOBAHHOMY YUETY,
O(QOpPMJIEHUIO CTPaxOBBIX CBHJETENbCTB, [0 3alpocaM OpraHu3aluid, 10
JTOKyMEHTaM, IPeIOCTaBISIEMBbIM B CyJl,— 10 HEOOXOAUMOCTH).

9. YnocroBepeHus: pabOTHUKOB.

* CIIUCOK MOYKET U3MEHSTHCS W/UIn JOIIOJIHATBCA B COOTBETCTBUU C ).'IeﬁCTByIOHIHM 3aKOHOAATCIbCTBOM
[Tpunoxenue Ne 15

IIpuMepHbIii epeYeHb HePerucTPUPYEMbIX BXOASIIHMX JOKYMEHTOB
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1. AHkeTsl (pe3tome), HapaBiIsieMbIe B LIEJISIX TPYAOYCTPOMCTBA.

2. byxrantepckue NOKyMeHTHI (OyxrainTepckas OTYETHOCTh, CUETa, cueTa-
(bakTyphl, aKkThl CBEPKH B3aWMOPACUETOB, aKThl MPHUEMKH-TIEPEIAYl OCHOBHBIX
CPEIICTB, TOBAPHBIEC HAKIIAIHBIE).

3. 'OCTsl, TeXxHUYECKHE PETJIAMEHTHI, PYKOBOJSIINE U APYTHE TOKYMEHTHI
M0 TEXHUYECKOMY PEryJIUPOBAHUIO U CTaHAApTU3AIUH.

4. I'paduku, HapsIbl, 3asIBKU, PA3HAPSIKH.

5. JlIokyMeHThl  (MPOEKThI  JIOKYMEHTOB), TpeOylollue  IOJNHUCAHUS
(coriacoBaHusi, yTBEpPKACHHS) U MOCIEIYIOIIEr0 BO3BpaTa.

6. KonkypcHas JoKyMeHTaIusl.

7. Hay4uHO-TexXHUYECKast U TPOCKTHAS JOKYMCHTAIIHSI.

8. Koppecnonnennusi, anpecoBanHas paOOTHUKaM OpTaHU3AIMHA C TTIOMETKOM
«JImaHO».

9. [lewaTHbie W3mMaHMs (KHUTH, )KYpPHAJIBI, Ta3€Thl), KATAJIOTH, TEXHUYICCKAS
JUTEepaTypa, TeMaTHIECKUE U CIICIIUATbHBIE COOPHUKH, TIIIaKaTHI.

10. Tlo3nmpaBuTenbHbIC MHChbMa U TEIETPAMMBI, OJ1arogapCTBEHHBIC MIChMa
U TEJIETPaMMBI, IPUTIIACUTETHLHBIC OUIIETHI.

11. IlpeiickypaHThI.

12. TlpurnacutenbHbIe OWIIETHI, MPUTIIAIICHUS.

13. Tlporpammbl KOH(DEpEHIINA, COBEIIAHHI.

14. PexnaMHbie MaTepualbl (MMUChbMa, TUCTOBKU, TPOCTICKTHI, OYKIIETHI).

15. YueOHble miiaHbl, MPOTPaMMBI.

16. ®opmbl U OmaHkd, B TOM 4YHcie (OpPMBI CTATUCTHUECKONM M WHOMU
OTYETHOCTH.

* Ecnu yka3aHHBIC JOKYMEHTHI IOCTYITHIIA C COMPOBOAUTEILHBIM ITHCEMOM, IHCEMa PETUCTPUPYIOTCS B TOPSJIKE,
YCTaHOBJIEHHOM HacTosweill MHcTpykiueit

[punoxenne Ne 16
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MyHununaabHoe 0101KeTHOe YTBEPXJIAIO
o01meodpazoBaTe/ibHOE YUpeKIeHue JTupexTop
«KYPHAJIOEBCKAS CPEJHSAA Hoonuce 1.0, davums
IIKOJIA Ne2»y o
Jata
HOMEHKJIATYPA JAEJI
Ha roJ
Cpoxk
Nunekc Kon-Bo | xpanenus u Ne
3aroyioBOK Jiena [Ipumeuyanue
nena el. Xp. CTaThH 110
TIEPEYHIO
1 2 3 4 5
Haszpanue paznena
Jlemonpon3BOaUTEb Tloonuce N.0. Gamumnus
Bu3sa pykoBoaurens apxusa
(u1a, OTBETCTBEHHOTO 32
apXuB)
COI''TACOBAHO COI''TACOBAHO
IIpoToxon K MBOY IIpoToxon SIIK ApxuBHOrO
«Kypuanoesckas cpenssis mkomna Ne2y ynpasienus I IpaBurenscrsa
Yeuenckoil PeciyOnuku

OT No oT Ne

®opmMa HOMEHKJIATYPBbI 1€
[Tpunoxxenue Ne 17
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HToroBasi 3anuch 0 KATEropusix u KoJi-Be j1eJl, 3aBeJleHHbIX B roay
MBOY «KypuaJsoeBckasi cpeansisi mKkoJja No2y

ITo cpokam xpaHeHus

Bcero

B ToMm yucie:

MEPEXOSAIINX

¢ ormeTkoi «DIITK»

1

2

3

4

[locTostHHOTO

BpemenHnoro (cBbie 10 ner)

Bpemennoro (o 10 ner
BKJIIOUMTEIIHHO)

NTOI'O:

Jlemonpon3BoauTEb

Jlara

Tloonuce

Htorosnie CBCACHMA IICPCAAaHbI B apXHUB.

HaunmeHnoBaHue JOJKHOCTH,
MepeaaBIIEro CBEACHUS

JlaTa

dopMa UTOrOBOI 3alIUCU K HOMEHKJIAType aeJl

Tloonuce

N.0. Gamumnus

N.0. Gamunus

[Tpunoxxenue Ne 18



MyHununajibHoe 0101KeTHOe YTBEPXJIAIO
o01reo0pa3oBaTeibHOE YUpPeKIeHue JlupexTop
«KYPYUAJIOEBCKAS CPEJIHSASA Todnuce L.O. Paviumis
INKOJIA Ne2» o
Jata
DoHpg Ne
Onucey Ne 1
JeJ1 MOCTOSIHHOTO XPaHEeHU
3a roja
Ne | UHnexc Kpaitnue | Kom-Bo | Ilpume-
3aroJIoBOK Jiena
/o | gena TaThl JINCTOB JaHue
1 2 3 4 5 6
‘ ‘ Ha3zBanue pasz[e‘na ‘ ’
B nanHbIM pas3esn onucu BHECEHO hi (I

c Ne o Ne

(umpamMu ¥ IPOMUCHIO)

, B TOM 4HCJIE:

JMTEPHBIC HOMEpa:

IIPONYILIEHHbIE HOMEpPA:

HaumenoBanue nOHKHOCTH
COCTABUTEJIA OIHUCH

HaumenoBanue nomkHOCTH
PYKOBOJUTENS apX1Ba
(J1M11a, OTBETCTBEHHOT'O 32 APXUB)

COI'NTACOBAHO
[IpoToxon K MBOY
«Kypuanoesckas cpenssis mkomna Ne2y

oT No

Tloonuce N.0. damunus
Toonuce N.0. dammnus
YTBEPXJIEHO
[TpoTtoxon DIIK ApxuBHOTO

ynpasienus [IpaButenbcTBa
Yeuenckoit PeciyOnuku
oT Ne

¢>0pMa OIMUCH A€J1 MOCTOAHHOI'O XpaHCHUSA

[Tpunoxenue Ne 19
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MyHununajibHoe 0101KeTHOe YTBEPXJIAKO
o01reo0pa3oBaTeibHOE YUpPeKIeHue JlupexTop
«KypuaJjsioeBckasi cpeHsisl IIKO0JIA Todnuce L.O. Paviumis
No2y
Jata
DoHpg Ne
Onuceh Ne
aeJ BpeMeHHbIX (cBbIe 10 Jer)
CPOKOB XpaHEeHUS
3a rojJ
Ne | Unpekc Kpaitaue Cpok Kom-Bo | Ilpume-
3aroj0BOK Jiena
I/ | naena JIaThl XpaHCHUs | JIMCTOB YaHHUE
1 2 3 4 5 6 7
B nanHbIM pas3iesn onmMcu BHECEHO hi (I

(unpamu ¥ IPOMUCHIO)

c No mo Ne , B TOM YHCJIC:
JUTEpHBIE HOMEpa:
MPOMYIIIEHHbIE HOMEPA:

HaumenoBanue HOHKHOCTH
COCTaBUTESI OTUCH Tloonuce N.0. amunug

HaumenoBanue nomkHOCTH
PYKOBOJUTENS apX1Ba
(11112, OTBETCTBEHHOT'O 32 APXUB) Iloonuco N.0. ®amunus

COI''TACOBAHO
[Iporoxon K MBOY
«Kypuanoesckas CLLI N2y
OT No

®opMa onuCH JeJ1 BpeMeHHBbIX (cBblmIe 10 j1eT) CpOKOB XpaHeHUs
[punoxenne Ne 20



MyHununanabHoe OI0IKeTHOe

YTBEPXIAIO

o01meodpazoBaTe/ibHOE YUpeKIeHue JTupexTop
«KypuanoeBckas cpeaHsisi IKoJa
yp pea Iloonuce N.0. ®amunus
Ney
Jata
®ong Ne
Onuce Ne 2
JeJ1 M0 JIMYHOMY COCTaBYy
3a roj
Ne | Unpekc Kpaitnue Cpok Kon-Bo | Ilpume-
3aroj0BOK Jielia
n/m | Jena JIaThI XpaHEHUs | JIMCTOB YaHUe
1 2 3 4 5 6 7
B nanHbIl pa3gen onucu BHECEHO JICII,

¢ No o No
JUTEPHBIE HOMEPA:

(umbpamMu ¥ IPOMUCHIO)

, B TOM 4HCJIE:

IIPOITYLIEHHbIE HOMEPA!

Haunmenosanue nOKHOCTH
COCTABUTEJIA OITUCH

Haunmenosanue noKHOCTH
PYKOBOAMUTENS apXHBa
(11112, OTBETCTBEHHOTO 32 APXUB)

COI''TACOBAHO
[Tporokon K MBOY

«KypuanoeBckas cpennsisi mkoia Ne2»

oT No

Ioonuce N.0. dammnus

Tloonuce N.0. ammnus

COI'JTACOBAHO
[IpoTtoxon DIIK ApxuBHOro
ynpasienus [IpaButenbcTBa
Yeuenckoit PecryOnmku

oT Ne

®dopma onucH JeJ1 10 JHIHOMY COCTABY
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[Ipunoxenne Ne 21
MyHuuunaibHoe 010/zKeTHOe YTBEPX/AIO
o01eo0pa3oBaTe/IbHOE yUpeKIeHue Jupexrop
«KYPUAJIOEBCKAS CPEAHSASA Todnucs N.0O. damuims
LIIKOJIA Ne2» o
Hara
AKT
Ne

0 BbIJIeJICHUM K YHUYTOKEHUIO
(apxXMBHBIX) 1OKYMEHTOB,
He MOJIeKANAX XPAHEHHU IO

Ha ocHOBanun

(Ha3BaHHUE U BBIXOHbIC JaHHBIC EPEUHS JOKYMEHTOB C YKA3aHUEM CPOKOB X XPaHEHUS)

0T06paHI)I K YHHYTOXCHHIO KaK HC HMCIOIIUC Hay‘lHO-HCTOpH‘{eCKOﬁ OCHHOCTHU
N YTPAaTUBIINC IIPAKTHYCCKOC 3HAYCHUC NJOKYMCHTBI (bOHIIa No

(naszBanue GpoHmA)

Cpoxu
No 3ar0J10130K nena Howmep Howmep en. Ko-Bo XpaHeHI/I}IUI/I Tpume-
(rpymnnoBoii 3arosioBok | I'ogsl Xp. 1O Ne craren
n/m OIINCHU €. Xp. YaHHC
,Z[OKYMGHTOB) OIMIKUCHU 1o
MIEPEYHIO
1 2 3 4 5 6 / 8
Htoro el. Xp. 3a TOJBI.
(undpamu 1 MPONUCHIO)
Onwcu 1es1 TOCTOSSHHOTO XPaHEHUd 3a roJibl YTBEPK/CHBI,
1o JuyHOMY cocTaBy coriacoBanbl JIIK ApxuBHoro ynpasnenus [IpaButenscTBa
Yeuenckoi PecniyOnuku (IpOTOKOJ OT No ).
HaumenoBanue qOKHOCTH
PYKOBOAMTENS apXUBa
(11112, OTBETCTBEHHOTO 32 APXUB) Iloonucw N.0. ®amunus
COI'JTACOBAHO YTBEPXJIEHO
[TpoToxon 9K MBOY [TpoTtoxon DK ApxuBHOro
«Kypuanoesckas cpeanss mkosa No2y ynpasinenus [IpaBurenscrsa

YeueHnckoi PecniyOnuku
OT No oT No
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I[OKYMeHTBI B KOJIMYCCTBC ca. Xp.:
- Ha 6}’MEDKHOM HOCHTCIJIC BEC KI' CIAHbI HA YHUYTOKCHHUC,
- Ha 9JICKTPOHHOM HOCHUTCJIC CAdHbl HA YHUYTOKCHUC

(crtoco0 yHHYTOXKEHHSA)

HanmMenoBanme TOKHOCTH paOOTHHKA,
CIABIIIETO JIOKYMEHTBI Iloonucw N.0. Gamunus

JlaTa

HN3MeHeHus B YUCTHBIC JOKYMCHTHEI BHCCCHBI.

HanmMenoBanue TOKHOCTH paOOTHHKA
apXuBa, BHECIIETO N3MEHEHHUS
B YUETHBIE TOKYMEHTHI Iloonuco N.0. Gamunus

JlaTa

(I)opMa AKTa 0 BBIACJICHUHN K YHHUYTOKCHHUI0O JOKYMEHTOB, HE MOJICKAINUX XPAHCHUTIO



75

[punoxenne Ne 22
JINCT-3ABEPUTEJID JIEJIA Ne
B nene noammTo 1 mpoHyMEpPOBaHO JIUCTOB
(umdpaMu ¥ MPOIUCEIO)
c Ne 1o Ne , B TOM YHCJIE:

JIMTCPHBIC HOMCpPA JINCTOB
IMPOIMYIMICHHBIC HOMCpPA JINCTOB
+ JINCTOB BHYTpeHHeﬁ OIINCH

OcobenHocTy (pU3UYECKOro COCTOSIHUS
u (hopMUpOBaHHUsI Jiea
1 2

Howmepa nucros

HanmMenoBanue TOJKHOCTH
paboTHHKa Iloonucw N.0. Gamunus

Jlara

dopMa JTUCTa-3aBepUTEIs AeJia
[Tpunoxenune Ne 23
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BHYTPEHHSAA OIIUCH
AOKYMEHTOB jeJjia Ne

Perucrpanu- Homepa
Ne crbant Jarta P [Tpume-
OHHBIN MHIEKC 3aroJIoBOK JIOKyMEHTa | JINCTOB
n/n JOKyMEHTa YaHue
JIOKYMEHTA neia
1 2 3 4 5 6
Htoro JIOKYMEHTOB.

(umbpaMu 1 TPOMUCHIO)

KomngecTBO IHCTOB BHYTpeHHeﬁ OIINCHU

(unpaMu ¥ TPOMHCHIO)

HaunmeHoBaHue TOKHOCTH JIAIIA,
COCTaBMBILIETO BHYTPEHHIOK) OIHUCH
JIOKYMEHTOB JeJia Iloonucw N.0. ®amunus

JlaTa

®opMa BHYTPEHHeH ONUCH JOKYMEHTOB JeJia
[Tpunoxenue Ne 24
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(HauMeHOBaHUE MYHHUIIMIIAIEHOTO apX1Ba)

(HauMeHOBaHHNE OPTaHU3ALINH)

JAEJIO Ne TOM Ne

(3aroyioBOK siena)

(xpaitHue 1aTbl)

Ha JIMCTaxX
XpaHUTh

®d. No

Om. Ne
J. Ne

®opma 00J10:KKH J1ej1a
[punoxenne Ne 25
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MyHununajibHoe 0101KeTHOe
o0meoOpa3oBaTe/ibHOE yUpeKIeHHE
«KYPYHAJIOEBCKAS CPE/IHSASA
HIKOJIA Ne2»y

dong Ne
Onucek Ne
JIEKTPOHHBIX /IeJ1, JIOKYMEHTOB

Ne | UHnexc Kpaiinue | O0bem, | [lpume-
3aroj0BOK Jieiia
/o nena ATkl MO yaHue
1 2 3 4 5 6
HasBanue paznena
B nanHbIM pas3iesn onucu BHECEHO JIelI,
(unpamu 1 IPOMUCHIO)

¢ No 1o Ne ,
00BEMOM MGo.

HaumenoBanue nomkHOCTH
paboTHUKa Iloonucw N.0. ®Gamunus

JlaTa

COI'JTACOBAHO
Jlemonpou3BoauTENb

Toonucw N.0. damunusa

JlaTa

ITepenan pi(Sh)

(undpaMu 1 MPOMHUCKIO)

u PErucTpannOHHO-KOHTPOJBbHBIX KaAPTOTCK K JOKYMCHTAM,
(undpamMu U MPOMHUCKIO)

00BbEMOM MO.

HaumenoBanue q0KHOCTH
paboTHHUKA Iloonucw N.0. dammmms

[Tpunsin nen
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(umrbpaMut U IPOTTUCEHIO)

nu PEruCTPainOHHO-KOHTPOJIBHBIX KAPTOTCK K JJOKYMCHTAM,
(tmdpaMu 1 TPOMTUCHIO)

00BEMOM Mo.

HaumeHoBanme TOMHKHOCTH
pabOTHUKA apXuBa Iloonuco N.0. Gamunus

Jlara

HPUJIOKEHHUE K OIIUCH Ne
3JIEKTPOHHBIX /1eJI, JOKYMEHTOB

PeecTp JOKYMEHTOB (KOHTEHHEPOB DJIEKTPOHHBIX JOKYMEHTOB) 3JIEKTPOHHOIO
nena:

Ne en. xp. mo onucu
Hnnexc nena
3aroJioBOK Jiejia

ara Perucrpanu-
)IOKJIYMCHT OHHBIN EOMep HaunmenoBanne nokymeHTa Oomem, | Tpuve-
M6 JaHUsA
a JTOKYMEHTA
1 2 3 4 5
HaumenoBanue qOJKHOCTH
COCTaBUTEJIS OIIUCH Tloonucw N.0O. Gamunus

d)opMa OIMUCH JICKTPOHHBIX A€J, JOKYMCHTOB

* CocraBisieTcs Ha KaK10€ 3JICKTPOHHOC CJI0
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