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YTBEPXJIAIO
_3asepyiomas MBJIOY
" «AmKaBUHCKUIA 1eTCKHH cajt
«bepeskay .

et oo 7 1A ViBKuHA
17012021
MHCTPYKIHS 110 EJONPON3IBOJCTBY

YIIPABJIEHHUE IIOKYMEHTAI.IPIEVI
JlokymMeHTalHOHHOE o0ecneyenne ynpas/IeHus
B MBJ1OY «MHkaBHHCKHIi 1eTCKHii ca)l «bepeska»

Jlara Beeaenus 11.01 2021

1 O61acTh NPHMEHEHHS
1.1 Hacrosimas WHCTPYKIHMS COJACPIKMT TMPOUEAYPhl JOKYMCHTALMOHHOIO obecrieueHus
ynpasinenus B8 MBJIOY «VmKaBUHCKMH meTckuil aeTckuii caa «bepeska» W OpraHH3allii
palGoTHI 110 AEIONPOU3BOJCTBY Ha ¢IMHOI PAaBOBOM ¥ METOIMYECKOH OCHOBC.
1.2 Hacrosiasi MHCTpYKIMs paspaboTaHa Ha OCHOBE tpe6osanuii TOCT P 6.30-2003.
1.3 OTBETCTBEHHOCTb U MTOJHOMOYHS.
1.3.1 OTBETCTBEHHOCTH 3a MPOIECC JOKYMEHTAIMOHHOIO obecrieyeHusl yNpaBCHUSA B
MBJIOY «AHKaBUHCKHI JIETCKHit call «Bepe3ska» Bo3j1araeTcs Ha JIEI0NpPOU3BOIUTEIA.
1.3.2 OTBETCTBEHHOCTb 33 YNpaBJIeHHE AOKyMEHTAllUeH B IM0Apas/eICHIAX BO3JIaraeTcs Ha
pyKOBOAMTEIEH To/ipa3/ieIeHu.
1.3.3 OTBETCTBEHHOCTH 3a YIpPaBJeHHE JI0KYMEHTALHUEH 110 JIMYHOMY COCTaBY BO3JaraeTcs Ha
3aBeIyIONLYIO.
2 HopMaTHBHbIE CCBIIKH
B nactosiueii IHCTpYKLAH HCTIONBb30BaHbl CChIIKH Ha CIICIYIOMIHE HOpPMATHBHbIE JIOKYMCHTBI:
TOCT P 51141-98 Jlesonpou3BOACTBO U apXUBHOE 1€JI0. TepMHHBI U ONPE/ICIICHU
TFOCT P 6.30-2003 Yuu}uuIMpOBaHHBIE CHCTEMbl JAOKYMCHTALMU. VHuuuupoBaHHas
cHCTeMa OpraHH3alMOHHO-PACTIOPSAAUTEIBHON TOKYMEHTAIMH. TpeGoBauus K 0HOPMICHUIO
JIOKYMEHTOB.
Mertoauueckue pekomennaluu. CocTaBleHHe apXUBHBIX onuceit. Pocapxus, BHUMJIA/L.
[lepeueHb THMIIOBBIX YNPABICHYECKHX JOKYMEHTOB, obpasylonmxess B AATEIbHOCTH
opTaHu3alMii, ¢ yKa3aHueM CPOKOB XpaHCHHS. Pocapxus, BHUMJIA/L
MeTtouueckoe nocoGue. B.®.IIpusanos. OGecrneyeHne COXpaHHOCTH apXHBHBIX JIOKyMEHTOB
Ha GymaxkHO# ocHOBe. PocapXus, BHUWJIAL
3 TepmuHbI, onpe/iesieHHsl H COKpalleHHs
3.1 B HacTosIEM CTaHaapTe IPUMEHEHBI TEPMHUHBI 110 [OCT P 51141:
AKT - JIOKYMEHT, COCTaBJICHHBIH HECKOJIBPKUMH JIMIIAMU 1 MOATBEPKIAIOIIMI yCTaHOBICHHbIC
daxTbl WK COOBITHSL.
Binank - Oeyplif JIMCT ¢ YACTUYHO HareyaTaHHBIM TEKCTOM H npobenaMy, KOTOpbBIE
3aMONHAIOTCS aKTyalbHON HH(OpMaLHei.
Bu3a - [I0/IIHMCh, MOATBEPKaIoNIas (akT 03HAKOMJICHHS JI0JDKHOCTHOrO JInLia € JIOKYMEHTOM.
BuyTpeHHuii JOKYMeHT - JIOKYMCHT, npeaHa3HaYeHHBIA Ul  MCTIONB30BaHUA  TEM
yupeK/eHHEM, B KOTOPOM OH CO3/iaH.
BHyTpeHHsisl ONHCh - 9TO OIJIAB/ICHHE, EPEUCHb MATEPHATIOB, [IOMEIIEHHBIX B JI€JI0.
BXoasilMii JOKYMEHT - JIOKYMEHT, MIOCTYIMBLINH B yUPEKACHUE.
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I'pu¢d - nomerka, ykasbiBaromiass Ha OCOOBI XapakTep MU OCOOBIN CIOCOO MepechUIKU
nenoBoit koppecnonaeHuu ("cpouno", "cekperno", "nu4HO" U T.1.).

JlaTa - 4ucio, MecsI U TOJ COCTaBJICHMS WU MOANHCAHMS JOKYMEHTA, yKa3aHHbIE HA HEM
apabckuMu nudpamu.

Jles10BO€e MMCBbMO - JOKYMEHT, IOCPEJCTBOM KOTOPOI'O OCYLIECTBIISIETCSI MH(DOPMAIIMOHHBIN
00OMEH MeX1y OpraHu3alusIMU U JOKHOCTHBIMH JTUL[AMHU.

JIoKyMeHTHPOBaHMe - 3aMKich WH(OPMAIMK Ha PA3TMYHBIX HOCHUTENSX IO YCTAaHOBJICHHBIM
npaBuiiaM. Pe3ynbTaTtoM ynpaBieHYECKON AESTEIbHOCTH SBIISETCS TOKYMEHT.

JlokaaqHasi 3alMCKa - JOKYMEHT, aJpECOBAaHHBIM PYKOBOJCTBY, B KOTOPOM H3JIaraeTcs
KaKoM-11M00 BOIPOC C BBIBOJAMU U MPEUIOKEHUIMU COCTaBUTEIIS.

JloKyMeHT - uHpopMaIus Ha MaTepruaIbHOM HOCUTENE, UMEIOIasl FOPUINUECKYIO CHITY.
/le1IONPOU3BOACTBO -  BEJIEHUE  KAHLEISAPCKUX  JIeJ, COBOKYINHOCTh paboT 1o
JOKYMEHTHPOBAHUIO ACSITEIIbHOCTH YUPEKICHUIN U 110 OPraHU3aliH JOKYMEHTOB B HUX.

JleJi0 - COBOKYIMHOCTh JOKYMEHTOB HWJIM JOKYMEHT, OTHOCSIIMXCS K OJAHOMY BONPOCY WIIU
YYaCTKY JI€SITEIbHOCTH.

3asiBjieHHe - IOKYMEHT, COJEpKAIlUi MpOoCch0y WK MpeIioKeHue Jauia (JINI) YIpeKIESHUIO
WIN JOJDKHOCTHOMY JUIy (Hampumep: o mpueme Ha padoTy, O MPEeIoCTaBICHUHM OTIycKa U
T.1.).

3aroJI0BOK K TEKCTY - 3TO KpaTKO€ COAEepKaHue JOKYMEHTA.

Konusi nokyMeHTa - JOKYMEHT, OJHOCTHIO BOCIPOU3BOAAIIMN MH(OPMALIUIO TOJTMHHOTO
JOKYMEHTA U BCE €T0 BHEUIHUE TPU3HAKU WUJIM YacTh UX, HE UMEIOLIUN IOPUINYECKOU CUJIBI.
KoHTpoJIb HCIIOJITHEHUS JOKYMEHTOB - COBOKYITHOCTh JICMCTBU,

o0ecreynBaroluX CBOEBPEMEHHOE UCTIOTHEHUE IOKYMEHTOB.

Homep Bxoasimero mnucbMa - pETUCTPAlMOHHBIA HOMEpP JOKYMEHTA, IPOCTaBISEMbIN
aZpecaToM.

Homep ucxoasimero JOKyMeHTa - PETMCTPALMOHHBIA HOMEDP JOKYMEHTA, IPOCTABISEMBIN
OTIIPaBUTEJIEM.

HomMmenkJaTypa aea - cucreMaTH3UpOBaHHBIN NEpedeHb Je, 00pa3ylomuxcs B 1A TEIIbHOCTH
OpraHM3aluy, C YKa3aHUEM CPOKOB UX XPAHEHHS.

Opranu3aliuoOHHO-PACTIOPSIAUTEIbHBIA JOKYMEHT - BHJ IUCBMEHHOTO JIOKYMEHTa, B
KOTOPOM (PUKCHUPYIOT pelIeHHe aJMUHUCTPATUBHBIX M OPraHU3allMOHHBIX BOIPOCOB, a TAKKE
BOINPOCOB YIPABJICHUS, B3aMMOJACWUCTBUS, OOECIEUCHUS M PEryJIUpOBaHUS JIEATEIbHOCTU
OpPraHoOB BJIACTH, YYPEKICHHUM, MPEANPUITUNA, OpraHu3aluil, HUX NOAPA3ACICHUN U
JOJKHOCTHBIX JIMII.

IMoanuch - PEeKBU3UT JMOKYMEHTA, MPEACTABISIOMUNA CO00i COOCTBEHHOPYYHYIO POCIHCH
MIOJIHOMOYHOTO JIOJZKHOCTHOTO JIULA.

IoaMHHNK JOKYMEHTA - IEPBBIM UM €IMHUYHBIN SK3eMIUISp 0PUIIHUATBHOIO JOKYMEHTA.
IIpaBuia, MHCTPYKUMA, IOJ0KEHHMe — HOPMAaTHUBHBIE JOKYMEHTBHI, YCTaHABJIMBAIOLIUE
OTIPENIeTICHHBIN MOPSAJ0K, HOPMBI PaOOTHI ISl OpraHU3alld B IEJIOM WM IO OTAEIbHBIM
HaIpaBJIeHUIM (IIpolieccaM) ee 1eITeIbHOCTH.

IIpuxas3s -

1) npaBoBO#l aKT, U3aBaeMblil PyKOBOJUTEIEM OpraHa rocyJapCTBEHHOI'O YIpaBIEHUS (€ro
CTPYKTYPHOIO TOJpa3JelIeHNs), JEHUCTBYIOIIMIA Ha OCHOBE €IWHOHAYAIMs, B LEJIX
paspellieHdss OCHOBHBIX W ONEPAaTHUBHBIX 3ajad, CTOSIIMX IMepeja JaHHbIM oOpraHoM. B
OTIENbHBIX CIY4asX MOXET KacaTbCsi LIMPOKOrO0 Kpyra OpraHW3aluid W JOJIKHOCTHBIX JIWLL
HE3aBUCUMO OT IMOJYUHEHHOCTH;

2) JOKYMEHT, BbIJJaBa€MbIi OpraHaMH T'OCYJAapCTBEHHOI'O M BEJIOMCTBEHHOTO apOuTpa)ka Ha
00s13aTeNIbHOE UCTIOJTHEHUE €T0 pelIeHHs.



IIpoTrokon1 coBemanusi (3acelaHusi) — JIOKYMEHT, (QUKCUPYIOLMH XoA 0OOCyXaAeHUs
BOIIPOCOB M NPHUHATUSA pELICHUWH Ha 3acelJaHUsAX KOJUIETHAJIBHBIX WM COBEIIATEIIBHBIX
OpPraHOB WM JI€JIOBBIX MEPOIPUATHSX.

Pe3osronus - peKBU3UT, COCTOAIIMN M3 HAIIUCU HA JOKYMEHTE, CIEIaHHOW JIOJKHOCTHBIM
JIMIIOM U COJEpKalIeH IPUHATOE UM PEIICHHE.

Perucrpanuonnbiii HomMep — 1udpoBoe win OykBeHHO—IM(ppoBoe 0003HAYECHHE,
IIPUCBAaUBAaEMOE JOKYMEHTY IIpU €ro perucrpauuu. Perucrpanus JOKyMEHTa IPOBOIUTCS
IIOCJIE €r0 NOANNCAHUS UIN YTBEPKICHUS.

Texer 10KYMEHTa — BBIPAKEHHOE CPEICTBAMHU PYCCKOI'O JINTEPATYPHOTO SI3bIKA COLEPIKAHUE
YIPaBICHYECKUX ACUCTBUM U CUTYaLlUM.

3.2 B nHactosmen MHCTpyKIIMK HCIIONIB30BaHbI CIEAYIOIUE COKPALEHU:

YCOP[ - VYHuduuupoBaHHass  CHCTEMa  OpPraHU3allMOHHO -
pacropsiANTENbHON TOKYMEHTAIINN

YOI - yHUUIUPOBaHHAS (PopMa TOKYMEHTA;

OKVY I - olbmepoccuiickui KJ1accupukaTop
YIIPABICHYECKOW TOKYMEHTALINY;

OI'PH OCHOBHOMW rOCyZapCTBEHHBIN PErUCTPALIMOHHBIN HOMED

FOPUINYECKOTO JIUIIA;
4 O0mme MoJI0KEeHHS
4.1 Lenpro HacTosAmeld MHCTPpYKIMU MO JEIONPOU3BOACTBY SIBISIETCS COBEPIICHCTBOBAHUE
JOKYMEHTALMOHHOT O 00ecreueH sl yIpaBieHus (Jajee 1Mo TEKCTY - IeI0IPOU3BOJICTBO).
4.2 NlenmonponsBoacTtBo B JIOY opranusyercst ¢ HCIIOIB30BaHUEM JKypHATBHON (HOpMEI yuéTa,
00pabOTKH U COMPOBOKJEHUS JOKYMEHTOB, a TaKK€ AJIEKTPOHHOTO JOKYMEHTO00OpOoTa U
KOPHOPAaTUBHOW PACCHUIKH.
5 lokyMeHTHPOBaHUE YIIPABJIEHYECKOI 1eATeIbHOCTH
5.1 CocraB ynpaBieHYecKHX [O0KyMeHTOB. (OQOmmue TpeOoBaHMA K 0(OPMIICHHIO
JOKYMEHTOB
5.1.1 B cooTBETCTBMM € JACHCTBYIOIIMM 3aKOHOAATEIBCTBOM M HWHBIMM HOPMATHBHBIMU
npaBoBbiMU akTamMu B JIOVY wu3gatorcs: opraHM3allMOHHO-TIPaBOBBIE JOKYMEHTHI (IpaBuJia,
MOJIOXKEHUSI, HWHCTPYKIMH, pPErjaMeHTbl), pacHnopsIuTENbHbIE JOKYMEHTHl (IIPHUKa3bl).
JleITebHOCTh KOJUIETHAIBHBIX M COBEINATENbHBIX OPraHoB (UKCUPYETCS B IMPOTOKOJAX.
Buyrpennsis gestensHocTh B JIOY oTpakaercs B MH(OPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTAX:
aKTax, ClpaBKax, CMHCKaX, NEPEUHsX, TOKIaJHbIX U CIYKEOHbIX 3alHCKaX, 00bICHUTEIbHBIX
3alMcKax, MpEeUIOKEHUSAX U Jp. B3auMooTHOLIEHMs C JApPYTMMHM  OpraHU3alUsMHU
OCYILIECTBIIETCA C TOMOIIBIO JIEJIOBOM MEPENUCKH.
5.1.2 B umensx  ymopsJo4yeHHs ~ IPOLECCOB  JOKYMEHTHPOBAHUS  MCIONB3YIOTCS
yHU(UIUPOBaHHBIE (OPMBI JOKYMEHTOB M (OpPMBI JOKYMEHTOB, pa3padaTbiBacMble
OpraHu3aluen.
Yuudumupoannas gopma nokyMeHTa — ¢dopma JOKYMEHTa, CoJeprkalias OmnpeaesICHHBIN
Ha0Op PEKBU3UTOB PACIIONIOKEHHBIX B OINpPEACICHHOM MOpPsAKE Ha HocuTene uHdopmamnuu. B
JIOY Y@/ coznatorcst Ha OyMa)kHOM HOCHTEJE B BUJE MAOJOHOB YHUDHUIIMPOBAHHBIX (HOpM
JOKYMEHTOB.
5.1.3 Tlpu noaroroBke M OGOPMICHUH JOKYMEHTOB HCIOJB3YIOTCS PEKBU3HUTHI, COCTaB
KOTOpPBIX U mpaBuia opopmienus onpeaencHsl [OCT P 6.30-2003.
[TpumepHBIil nepeyeHb pEKBU3UTOB JOKYMEHTOB IIPUBE/ACH B Tabnuue 1.



Tabmuna 1
Ne Kto odopmiser
ILIL HaumenoBanue TP —
01 ToBapHbIii 3HaK (3HAK 00CTYKUBAHKS) OPTaHU3AIIUN PexBusuT Onanka
02 OCHOBHOI rOCYJapCTBEHHBIN PETUCTPALIMOHHBIA HOMED PexBusuT Onanka
(OI'PH) ropuandeckoro Jinia
03 WnentnduxannoHHBI HOMEP HAIOTOILTATENBITIKA/KO/T PexBu3uT Onanka
npuuuHbl noctaHoBky Ha yueT (MHH/KIIIT)
04 HaumeHnoBanue opranuzanuu PexBusut Onanka
05 CripaBoYHbIE JaHHBIC 00 OpPTaHU3alUU PexBusuT Onanka
06 HamnmeHnoBaHne Buaa JOKyMeHTa + -
07 Jarta noxymeHra - +*
08 PerucrpanoHHbIi HOMEp JOKYMEHTa - +*
09 CchpliKa Ha pEerucTpallMOHHBIA HOMEP M JaTy JOKYMEHTa + -
10 Anpecat + -
11 I'pud yrBepxaeHns 1oKyMeHTa + -
12 Pesomronus 3aBeAYIOIINN
13 3aroJioBOK K TEKCTY + -
14 OtmeTka 0 KOHTpOJIe 3aBeyIoInl
16 TekcT nokymeHTa + -
17 OTMmeTKa 0 HATMYHN TPUIOKEHUH + -
18 ITonnuce + -
19 I'pud cormacoBanus qJOKyMeHTa + -
20 Bwusbl cornmacoBanus JOKyMeHTa + -
21 OTTHUCK NTeyaTH - +
22 OtMmeTKa 0 3aBEpeHNN KOIMH - +*
24 OtmeTKa 00 HCTIOTHUTEIE
25 OtMeTKa 00 UCTIOTHEHNH JIOKYMEHTa U HAIIPABJICHUH €ro + -
B JIEIIO
26 OTMmeTKa 0 IOCTYIUICHHH JOKYMEHTa B OPTaHU3AIINI0 - +
27 WnenTrduxarop 37eKTPOHHON KO JOKYMEHTa - +

* Ui TOKYMEHTOB KaJpOBOTO JEJIONPOM3BOACTBA O(POPMIIEHHE JAHHBIX PEKBU3UTOB

IIPOU3BOJUT 3aBEAYIOLIAs, NEIOIPOU3BOIUTEND.
5.2 O¢gopmiieHne peKBU3UTOB TOKYMEHTOB
OdopmisieMble JAOKYMEHTHl JOJDKHBI HMMETh YCTAHOBJICHHBIM KOMIUJIEKC O00s3aTeIbHBIX
PEKBU3HUTOB U NMOPSALOK UX PACIIOI0KECHUS.
Imobnema opzanuzayuu uau MmoeapHwlil 3HAK (3HAK 00CIYIHCUBAHUA)
- DMOneMy opraHuzanuu (TOBapHBINM 3HAK, 3HAK OOCTY)KHMBaHHS) TMOMENIAIOT Ha OJIaHKax
OpTraHu3allMi B COOTBETCTBUH C yUPEAUTECIbHBIMU JTOKyMEHTaMH (YCTaBOM, MOJIOKEHHUEM 00
OpraHM3aIun).
Ocnoenoit 2ocyoapcmeennutii pecucmpayuonunstii Homep (OI'PH)
- OI'PH ropuanyeckoro Jivia yka3blBaeTcsl B OJaHKaX MUCEM OpraHU3allid B COOTBETCTBUU C
JOKYMEHTaMHU, BbIJJABA€MbIMH HAJIOTOBBIMHU OpraHaMHu.
Hoenmughuxayuonnulii Homep HAN020NTAMENbULUKA/KOO RPUYUHBL HOCMAHOGKU HA yYem
(MHH/KIIII)

- MHH/KIIII yka3pIBalOT B COOTBETCTBUU C JOKYMEHTAaMH, BBIJABAEMBIMH HAJIOTOBBIMU
OpraHaMH.
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Haumenosanue opzanuszayuu
- HawummeHoBanue opraHuzanuu Ha ONaHKaX JOKYMEHTOB JOJDKHO COOTBETCTBOBATH
HAaUMEHOBAHUIO, 3aKPEIUICHHOMY B  YYPEIWUTEIbHBIX JIOKYMEHTaX: MYHHIMIIAIBHOE
OIO/KETHOE JIOIIKOJIbHOE OOpa3oBaTelibHOE yupexjeHue «HXaBUHCKUN JeTCKUM caj
«bepeska». HanmeHoBaHMe opraHu3anuy BKIOYAET OPraHU3allMOHHO-TIPaBOBOE U (PUPMEHHOE
HAaMMEHOBAHUE OPraHU3aUH.
[lon mONMHBIM HaMMEHOBAHHWEM OpraHu3aluu (B CKOOKax) YyKa3bIBaeTCSd COKpAIICHHOE
nanmenoBanue: (MBIOY «mxaBuHCKHI AeTckuii cax «bepeskay).
Cnpaeounbvie oannvle 00 opzanuzayuu
CrpaBouHblE JaHHbIE YKa3blBaloTCsA B OylaHkax nuceMm. CrpaBOYHBIE JaHHBIE BKJIIOYAIOT:
MOYTOBBIN agpec, Homep Tenedona, (hakca, agpec JASKTPOHHOMN MOYTHI.
[TouToBBIi anpec yka3piBaeTcs Ha OjaHKaX B cOOTBETCTBUHU ¢ [IpaBmiamu okazaHusi yciayr
MMOYTOBOM CBSI3U:
- Ha3BaHUE YJIULbI, HOMEP JI0Ma;
- Ha3BaHUE HACEJIEHHOTO MyHKTa (TOpo/I, TOCEIOK U JIp.);
- paloH;
- Kpail (obimactb, aBTOHOMHBIN OKpYT), pecnybiunka B coctaBe Poccuiickoit ®depepaiium,
MOYTOBBIN UHJIEKC.
Haumenosanue uoa 0oKkymenma
HauMeHnoBanue BHAAa JOKYMEHTa YKa3bIlBae€TCs Ha BCEX JOKYMEHTAaX, KpPOME ITHCEM.
HanmeHoBanue BHAa W Pa3HOBUIHOCTH KOHKPETHOTO JIOKYMEHTA OIPEIEISETC €ro
coJIepXaHUEeM U Ha3HaueHHeM. Bo Bcex ciyyasx, KpoMe JelI0BbIX THUCEM, HANMEHOBAaHUE BUA
JOKYMEHTa SIBIIsieTCA O0O0sA3aTEeNIbHBIM PEKBU3UTOM JOKYMEHTAa, HapsAly C HaWMMEHOBAaHUEM
OpraHu3aluy, MOANUChI0  (rpudoM  yTBEpXKIEHHUs), JAAaTOM  U3JaHUs  JOKYMEHTa,
PErUCTPALMOHHBIM HOMEPOM, MECTOM U3JaHUS.
Jlama 0ookymenma
Cornacno pexomengauusam ['OCT P 6.30 naroii ntokyMeHTa SIBJII€TCS JaTa €ro MOANNCAHUS
WU YTBEPXKIEHUS, IJI1 MPOTOKOJA — JAaTa 3acefaHus (IPUHITHUS pelleHus ), AJisl aKTOB — JlaTa
coObITHsl. JlaTy mokymeHTa oGopMIsIOT apabCKuMu nudpaMu B MOCIEAOBATEILHOCTH: JICHbD,
MecsL, ToA — YEThIPbMS apaOCKUMHU LU(ppaMu.
Hampumep: 05.06.2010
JlommyckaeTcst ciioBecHO-IM(POBOI criocod 0OpMIICHHS TaThl.
Hanpuwmep: 15 nrons 2010r.
JlaTa Ha JOKyMEHTE MPOCTAaBISAETCS JOJKHOCTHBIM JIMLIOM MPU MOANUCAHUU JOKYMEHTA.
Pezucmpayuonnwiit Homep 0oKymenma (0€106020 nucoma)
Peructpanus 1okyMeHTa MPOBOJUTCS MOCIIE €TI0 NOIMMUCAHUS WIH YTBEPKICHUS.
Hanpuwmep: 123
rze: 123 — nopsaAKOBBIN HOMEP JOKYMEHTA.
PeructpaninoHHbIi HOMEP MPOCTABIAETCS JEIONPONU3BOIUTENEM UIIN 3aBEYIOLIEH.
He nomyckaeTcsi oTHpaBisTh KOPPECHOHACHTaM MUChbMa, HE UMEIOLIUE PEruCTPAlMOHHOIO
HOMEpa U J1aThl.
Ccovlika Ha pecucmpayuoHHbLIL HOMEDP U 0any 0OKyMeHma
Ccpbulka Ha HOMEpP M AaTy MOCTYINHBILETO JOKYMEHTa HCIIONb3YETCS] NPEUMYLIECTBEHHO MpPHU
oQopMIIECHUM TIMCEM — OTBETOB M JOKYMEHTOB — OTYETOB, CIPABOK O BBIMIOJHEHUU
MOCTYNUBIINX MOPYYECHUI.
Ccbulka Ha perucTpallMOHHBI HOMEDP U JaTy JOKYMEHTa BKJIIOYAEeT PErUCTPALMOHHBII HOMED
U 1aTy JIOKYMEHTA, Ha KOTOPbIN J0JKEeH ObITh JaH oTBeT. Hampumep:
Ha Ne 40/6/1857 ot 12 mapra 2010 r.
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Aopecam

PexkBusur «Ajnpecar» HUcCHOIb3yeTcs Npu O(GOpMiIeHHH TUCEM. JIOKyMEHT MOXET ObITh
aJipecoBaH B OPraHU3alMIO, CTPYKTYPHOE MOApa3JIeIeHHE, JOTHKHOCTHOMY WIH (PU3UUECKOMY
TULLY.
[Ipu anpecoBaHMM JOKYMEHTA PYKOBOJUTEIIO OpraHU3aluy €€ HAMMEHOBAHHME BKJIIOYAETCS B
COCTaB HAaMMEHOBaHUS JOJDKHOCTU azapecara. J(oJKHOCTH M (pamMmiivio Juna, K KOTOPOMY
aJipecoBaH JOKYMEHT, YKa3bIBalOT B JATENbHOM TMajeKe, MHHUIMAIbl YKa3bIBAIOTCS MeEpe.l
bamumeit u oTAeNA0TC OT haMUINK MPOOETIOM, HAITPUMED:

Pyxosooumento

OI'VII « Cmanoapmungopm»

TOP Nel

b.U. Ilycmosanosy

[Ipn agpecoBaHMM [OKyMEHTa B OpraHU3alMI0 WIM CTPYKTYpPHOE MOJpa3jelieHue
opranmuzanuu 0e3 yka3zaHus JOJDKHOCTHOTO JIMIIa HaUMEHOBAaHHE ajJpecara YKa3hbIBaeTCs B
UMEHUTENBHOM Majexe. [Ipu BeleHUu Nepenucku ynoTpeOsstoTcss OQUIIHANIBHO MPUHSTHIC
COKpAIICHUsI HANMEHOBAHUS OpraHU3aIfii, HapuMep:

Munkyremyper Poccuu
unu
BHUMJIA]]

[Ipy HampaBieHUM IOKYMEHTa KOHKPETHOMY JIOJKHOCTHOMY JIMILy HauMEHOBaHUE
opranm3anuu (Ipu HEOOXOJUMOCTH, CTPYKTYpHOTO TOJApa3JeieHHs) YyKa3blBacTCs B
UMEHUTEIBHOM TMaJIeke, a JOKHOCTh U aMuIHsl — B JJaTeNIbHOM, HallpuMep:

BI'VII « Cmanoapmungopm»
TOP Nel

I'nasnomy 6yxeanmepy

H.B. Cemunou

JIOKyMEHT He JOJKEH coJiep:kaTh Ooiiee 4eThipex ajpecatoB. Ha Bcex oTmpaBisieMbIx
IK3EMIUISIPax MEPEUrCISIIOTCS BCE aJpecaTsl, €ClIU aBTOP CYUTAET 3TO HE0O0X0oaAuMbIM. CloBO
«Komust» mepen BTOPBIM, TPETHUM, YETBEPTHIM aJipecaTamMu He ykasbiBatorcs. [Ipu Gombiiem
KOJIMUECTBE aJ[pecaToB MUChMO PACCHUIAIOTCA 110 CIHUCKY.

B coctaB pekBusnTa «Aapecart» MOXKET BXOJUTh apec. DIEMEHThl TOUYTOBOrO ajpeca
YKa3bIBAIOTCS B MMOCIEI0BATEILHOCTH, YCTaHOBICHHOH [IpaBuiamMu okazaHus yciayr MOYTOBOM
cBs3u (11.2.3.6), HanpuMep:

Llupexmopy BHUMJ[A/]
M.B. Jlapuny
Cosemckas y1., 0.82,
Tambos, 392000

[TouToBBIi agpec MOKET HE MPOCTABISATHLCSA HA JOKYMEHTAX, HAMPABIISIEMbIX B BBICIITUE
OpraHbl BJIACTH © YIPABJICHHUS, B BBIIIECTOANIYI0 OpPraHU3allMI0 H  IOCTOSHHBIM
KOPPECIIOHACHTAM.

[Tpu agpecoBaHMM JOKYMEHTa (PU3NUECKOMY JIMILY YKa3bIBAIOT (DaMUIIUIO U MHUIUAIIBI
ajpecara, 3aTeM IMOYTOBBIN ajipec, HapUMep:

Heawenrxo H.A.

V. Cnasanckas, o. 7, k6. 91
I'. Jlunku, Kupeeeckuii p-H,
Tynvckas obn., 301264
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TI'pudgh ymeepowcoenua ookymenma
JIOKYMEHTBI YTBEPKIAOTCA 3aBEAYIOIIMM WA W3JAHUEM PACHOPSAUTEIBHOTO JOKYMEHTA.
PacnopsiguTenbHblii  JOKYMEHT PEKOMEHAYETCS W34aBaThb B CJIy4ae, KOIJa BBEICHHUE
yTBEP>KIaeMOTr0 JOKyMEHTa TpeOyeT AOMOTHUTEIbHBIX JEHCTBUI U TIPEAMUCAHUH.
YTBepxKIaeMbIil OKYMEHT JOJKEH OBITh TMOJHOCTHIO O(QOPMIIEH M 3aBU3UPOBAH BCEMU
3aMHTEPECOBAHHBIMHU JIMI[AMH.
[Ipu yTBepkIeHUH TOKYMEHTAa PYKOBOJUTEIEM OpraHU3aNU Tpru( YyTBEPKIACHUS COCTOUT M3
cnoBa YTBEPXJIAIO (6e3 kaBbluek), HAMMEHOBAHUS JOJDKHOCTH JIMIIA, YTBEPIKIAIOIIETO
JTOKYMEHT, €r0 MOAMUCH, THUIIMATIOB, (JaMUIIUU U JAThl YTBEPXKICHUS, HAlpUMED:
YTBEPXAIO:
3asenyromias Mb/I0OY

«nxaBuHckui nerckuii caa «bepeska»

N.0. bamumnus

(moamuck)
« » 20 1.
(mara)
I'pugh ymeepoicoenus npocmasnsemcs 6 npagom 6epxuem yeuy O0KyMeHmd.
Ilpumepnuulit nepeuenv ymeepracoaemvbix 00KYMEeHn o6 npugeoeH 6 maoauye 2.
Tabmauua 2

[1nansl padotsl IOY

Yuebnsrii man J[OY

Pacnoucanue 3agsatuit

Pacnimcanms 3aHSTHUH JOMOJIHUTEIBHOTO 06paSOBaHI/IH

I'padukm nexypcTs

OO~ WINF

WNucerpykuuu (mpaBuiia) OJKHOCTHBIE, IO TEXHHUKE 0€30MacHOCTH, BHYTPEHHETO
TPYJOBOr'0 pacnopsJika, OXpaHe Tpyaa M T. IL.

Howmenkiarypa nen opranuzanuu

v
8 | Ilepeunu nOKHOCTEN, TOKYMEHTOB U T. T1.
9 | JlokanbHble HOpMaTHBHBIE akThl ([lomoxenus)

10 | Crpykrypa, mITaTHasi YUCICHHOCTh U MITATHOE pacnucaHue (I3MEHEHUS K HUM)

11 | Tapudukanus

12 | ®opmbl JOKYMEHTOB, pa3padborannsie B JIOY

Pe3zonrwuusn
Pesomronust  COIEpKUT yKaszaHWSd PYKOBOJMTEN IO HCIOJIHEHUIO JOKYMEHTA,

orpenensieT paOOTHUKOB, OTBETCTBEHHBIX 3a HCIIOJHEHHE JOKYMEHTAa, XapakTep M CPOKU
VICIIOJTHEHUSI.

Heanosy H.C., [lemposgy C.H.

IIpouty noocomogumyo

npeonodxcenusi Kk 11.01.2021

Iloonucwv pykosooumens

Jlama
Ecnu mopyuenue naercss 1ByM WM HECKOJIBKUM JIMIAM, PaBHBIM II0 JTOJKHOCTH, OCHOBHBIM
VICTIOJTHUTENIEM SIBIISICTCS JIULIO, YKA3aHHOE B IOPYYEHUU TIEPBBIM
Pesomronust go/mkHA conepkKaTh KOHKPETHBIE YKa3aHUS IO HCIOJIHEHUIO JOKYMEHTa WU
dbopmynupoBaTh IENb PACCMOTPEHHs JOKyMeHTa. He pekomeHayeTcs BBIHOCHUTH TaKue
pesomonny, kak: «IIpomry neperosopursy, «lIpomy 3aiitny, «IIpomry paccMOTpETb» U T.1I.
Ha nokymMeHTe He T0KHO ObITh 00JIee YEThIpEX Pe30TIOIUH.
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3azonoseok k mexcmy

3aroyIoBOK JOJIKEH OBITh PaMMaTHYECKH COTJIACOBAH C HAMMEHOBAHMEM BHUJAA JOKYMEHTa U
OTBEYaTh Ha BOIIPOC «O YEeM?» WJIU «UEero?», HalpuMep:

Ilpuxas «O co30anuu ammecmayuoHHOU KOMUCCUUY,

Lonsicnocmuasn uHCmMpyKyus 0Cnumamers;

Axm ceepKu 63aumo3a4emos.
3aroyioBOK IeyaTaeTcsl 4epe3 OAMH MEKCTPOUYHBIM HMHTEpBaj MOJ PEKBU3UTAMH OJlaHKa C
JeBOM cTOpOoHBI. TOUKa B KOHIIE 3ar0JI0BKa HE CTABUTCSI.
K texcram nucem Hebob1IOTO 00BEMa (4-5 CTPOK) 3ar0JI0BOK MOKHO HE COCTABIISATD.
3arojIoOBOK COCTaBIISAECTCA JTUL[OM, TOTOBSIUM MPOEKT JOKYMEHTA.

Texcm 0oxymenma

TekcT moKyMeHTa JOJKEH COAepkKaTh JTIOCTOBEPHYIO M apryMEHTHPOBAHHYIO MH(OpPMAaIUIO,
BBIPAKEHHYIO TOYHO, SICHO, JIOTUYHO, KPaTKO.
Kommo3uiinonHasi CTpykTypa TEeKCTa, CTUIIb U3JI0KEHHS U SI3bIKOBBIE CPEJICTBA BHIOMPAIOTCS B
COOTBETCTBUU C BUJIOM JTJOKYMEHTA.
Hcnonb3yemble B TEKCT€ JAOKYMEHTa (OPMYJIUPOBKHA HE JOJIKHBI JOMYCKAaTh PAa3JIMYHBIX
tonkoBanuii. CojepkaHue MOKYMEHTAa JOJDKHO OBITh YBSI3AHO C paHee W3JAaHHBIMH IO
JAHHOMY BOMPOCY JOKYMEHTaMHU.
TeKkcThl TOKYMEHTOB JOJIKHBI COCTABIIATHCS C COOJIIOIEHUEM CIENYIOLIUX MPUHIUIIOB!
- KpaTKOCTH, UCKJIIOYEHUS JINITHEN NHPOPMALINH;
- MIOJTHOTHI U JOCTOBEPHOCTU MH(OPMAIINH;
- 00bEKTUBHOCTH;
- TOYHOCTH U3JI0KEHUs (PaKTOB;
- YeTKOCTH (POPMYJIUPOBOK, HE JOMYCKAIOIIMX PA3IMYHBIX TOJTKOBAHUM.
[Ipu cocTaBieHUU TEKCTOB JOKYMEHTOB HEOOXOOUMO COONI0JaTh NpaBUjia HalHCaHUs
opUIMATbHBIX HAaUMEHOBAaHUN MNpEANpUATHUA W OpraHu3aluil, JOJKHOCTEH, HaceleHHBIX
MIYHKTOB U JIp.
[Ipu ynomMuHaHuM B TEKCTE JOKyMEHTa (aMWINK JOJDKHOCTHOTO JHML@ WIM pPabOTHHKA
MHUIMAJIBI CTaBSATCS 1ociie GaMuIny.
TekcT nOKyMeHTa MOKET ObITh MpPEICTaBJIE€H B BUJE I'PAaMMaTHYECKH CBS3aHHOI'O TEKCTa,
TeKcTa — Tpadapera, aHKEThI, TAOIUIBI UJIK UX COUCTAHMUS.
IIpn cocTaBiaeHUMM TEKCTa B BHUJE AHKETbl HAaUMEHOBAHHME IPU3HAKOB XapaKTEPHU3yEMOro
00BEKTa JTOJKHBI OBITh BBIPAXKEHBl IMEHEM CYIIECTBUTEIbHBIM B HMEHUTEILHOM Ma/IeKe WU
CJIOBOCOYETAHUEM C TIJIAr0JIOM BTOPOIO JIMIAa MHOXECTBEHHOTO YMCJAa HACTOSILEro WU
MPOIIEIIIEro BpeMeH! (MMeeTe, OblTH, HAXOJUIINCH U T.1.).
I'padppt w cTpokM TaOMUIBI JODKHBI HMETh 3arojiOBKH, BBIPRKEHHBIE HMEHEM
CYLIECTBUTEIbHBIM U MMEHUTEIbHOM majexe. [lon3aronoBku rpad M CTPOK JOKHBI OBITH
COTJIACOBAHBI C 3ar0JIOBKaMH.
TexkcTpl OpraHM3allMOHHO — IMPABOBBIX JIOKYMEHTOB (YCTaBOB, IOJIO)KEHWW, WHCTPYKIHA,
MpaBWI, PErjlaMEHTOB W Jp.) COCTOSAT W3 PAa3/AeNioB W MOJAPA3JETOB, MOJAPa3AeisIeMbIX Ha
NYyHKTBl W TOJANYHKTHI. Pa3gensl W monpasfensl TEKCTa MOTYT HMETh CaMOCTOSITEIbHbBIC
3arojoBku. Bce cocTaBHbIe wYacTH TeKCTa HyMmepyroTcs apabckumu 1udpamu. Ilpu
HEOOXOAMMOCTH B TEKCTE€ HCIOJB3YeTCS MHOTOYpPOBHEBas pyOpHKAIHsl TEKCTa, IPU ITOM
HOMEp Ka)XJ0W MOCIEeAYIONIeH pyOpUKH COACPKUT HOMEpa Mpeablaymux ypoBHei: 1.; 1.1.;
1.1.1;1.1.1.1.;1.2.;1.2.1.; 1.2.1.1. m T.1.
B nokymenTax umcmonb3yercss He Ooyiee YeThIpeX YpOBHEHW pyOpukammu Tekcta. B konie
HOMepa (MyHKTa, MOAIMYHKTA) CTABUTCS TOUYKA.
TekcTbl pacnopsaUTENbHBIX JOKYMEHTOB, KakK IpPaBWIO, COCTOAT U3 [JBYX YacCTEu:
KOHCTaTUpYIOIIel (000CHOBaHNS) U PACIIOPSIUTEIHLHON YaCTH.
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TexcTel HMHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB (I€JIOBble THChbMa, JOKIAAHbIE U
CITy>KeOHBIC 3aITUCKH, CIIPABKU U JIp.) COCTOST U3 ABYX — TPEX B3aMMOCBS3aHHBIX CMBICIOBBIX
JacTe.
[Ipn ynmoMuHaHUM B TEKCTE 3aKOHOAATEIHLHOTO, HOPMATHUBHOTO MPABOBOIO aKTa WM HHOTO
JIOKYMEHTa YKa3bIBalOTCS BCE MOUCKOBBIC JTaHHBIC JOKYMEHTA: HaWUMEHOBaHUE JOKYMEHTA,
KEeM OH HM3JIaH WIM YTBEPKJICH, JaTa W PErUCTPALMOHHBIA HOMEpP JOKyMeHTa (WiM Jara
YTBEPXKIACHHUS ), 3ar0JIOBOK K TEKCTY.
B pacniopsiiuTenbHBIX JOKYMEHTAX, a TAK)Ke B JJOKYMEHTaX, OJTOTOBJICHHBIX UCIIOIHUTEIEM,
TEKCT H3JIaraeTcs OT MEPBOro JIMIA €JUHCTBEHHOTO 4ucia («IIpUKa3bIBalO», «IIpEaiararoy,
«TIPOLLY»).
TexcT mnpoTokojia U3MArarOT OT MEPBOrO JIMIA MHOXXECTBEHHOTO 4YHCHA («CIIyIIainy,
«BBICTYTIHIINY», «ITOCTAHOBUIINY WU «PEIITHIIN ).
B nmokymMmeHTax, ycTaHaBIMBAIOIIMX IpaBa M OO0S3aHHOCTH OpPraHU3AINH, UX CTPYKTYPHBIX
MOJIpa3/IeICHU, JTOJKHOCTHBIX JUI[ W paOOTHUKOB (IOJIOKEHUE, HHCTPYKIUS, IIpaBa,
JOJKHOCTHAST MHCTPYKIIMS), & TaKKe COJEpIKAIIUX OMUCAHUE, OIEHKY (PAKTOB WU BBIBOJIBI
(akT, cripaBKa), UCIIOJIB3YIOT POPMY H3JIOKEHUS TEKCTA OT TPETHETrO JIMIA €AUNHCTBEHHOTO HIIH
MHOECTBEHHOTO 4Hucla («OTAEN OCYIIECTBISIET (PYHKIMUY», «B COCTaB IMPABICHUS BXOJATY,
«KOMHCCHSI YCTAaHOBHIIA»).
B nmuceMmax ucnonb3yiot crneayroniue GopMbl U3T0KESHUS:
- OT TMIEPBOTO JIMI]a MHOYKECTBEHHOTO YHCIIA (KIIPOCUM MPEIOCTABUTE...», «HAIMpaBiseM B Barn
azpec...»);
- OT TMEePBOTO JIHIA €AUHCTBEHHOTO YHCTa («IIPOIIY BBICIATD. ..», «CUATAI0 HEOOXOIUMBIM. ..»);
- OT TPETHETO JUIAa EUHCTBEHHOTO YKCIia («HaIlla OpraHu3alis He BO3PAXKAET...»).
3amnperaeTcsi BHOCUThH UCIIPABICHUS] K U3MEHEHHS B TEKCT MOJMMCAHHOTO IOKYMEHTA.
OmmemKa 0 HATUYUU RPUTIOIHCCHUTL

OTMeTKa 0 HAJIMYWU MPUTIOKEHHS, HA3BAHHOTO B TEKCTE MUCHhMa, OPOPMIIIETCS CIECIYIOIIUM
o0OpazoM:

Ilpunooicenue: na 5 1. 6 2 9K3.
Ecaim nuceMo wuMeeT NpuiokeHHWe, HE Ha3BaHHOE B TEKCTE, TO YKa3bIBAIOTCS €ro
HAaWMEHOBaHUE, YUCJIO JIUCTOB M YHUCIIO SK3EMIUIAPOB; MPU HATMYUUA HECKOIBKUX MPUTIOKCHUH
WX HyMEpYIOT:

Ipunooicenue: 1. [Ilepeuenv ynpasneHueckux OOKYMEHMO8, KOmMopbvie MO2ym

€030a8ambCs U XPAHUMbCS 8 INeKMPOHHOM uode Ha 201. 6 1 7K3.
2. Céooka om3v1606 Ha 3 1. 8 1 IK3.

Ecnu npunoxenus: cOpontopoBaHbl, KOJTHMYECTBO JIMCTOB HE YKA3bIBAIOT.
Ecnu npunokeHrne HampaBIIsIIOT HE BCEM ajpecaTaM, TO OTMETKY O €ro HAJIMYUU O0(QOPMIISIIOT
CJIETYIOIINM 00pa3oM:

Ilpunoocenue: na 31. 8 5 9K3. MOILKO 8 nepsvlil aopec.
Ecnu npumnoxxeHuem sBisieTcs TOKYMEHT, TAaK)KE UMEIONIUHN MPUIOKEHUE, OTMETKY O HAITHYUU
MIPUIIOKEHUS OPOPMIISIOT CIETYIONTUM 00pa3oMm:

Ipunooicenue: nucomo Pocapxuea om 18.01.2007 Ne 02-6/172 u npunodicenue Kk Hemy,
6cezo Ha 3 1.

Ha mnpunoxkeHnn K pacHOpsAUTENBHBIM JIOKYMEHTaM, INPOTOKOJIaM, aKTam, JIOTOBOPaM,
WHCTPYKIMSIM, TpaBWJIaM H Jp. JOKYMEHTaM B BEPXHEM IMPABOM YUy MPHIOKEHUS
0(hOpPMIISIOT OTMETKY O MPUIIOKEHUH CIIEAYIOIUM 00pazoM:
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Ilpunooscenue N 2
K npukaszy MBJ/]OY «HUnocasuncruii
oemckuti cad «bepeszrxa»
om 11.01.2021 Ne 3
Ecnu npunokenne oJHO, TOPSAKOBBIN HOMED HE YKa3bIBACTCS.
Iloonuco
[lonmuch — OAWMH W3 PEKBU3UTOB YIOCTOBEpEHHUs ITOKyMeHTa. B coctaB moamucu
BXOJIAT: HAaWMEHOBaHWE JODKHOCTH JIMIIA, MOJAMMCABIIETO0 JOKYMEHT, JH4YHAas TMOAIMKCH,
pacmudpoBKa noAanucH (MHULKAIbL, pamuians). Hanpumep:
3aseodyrowasn Iloonucs H.0. pamunus
Ecnu gokymeHT odopmiieH He Ha OJaHKe, B COCTaB JOJDKHOCTH BKIIIOYAETCS IMOJIHOE
(kpaTkoe) Ha3BaHUE OPTraHU3AIUU:
3aseoyrowasn Tloonucws U.0. pamunusa
[Ipyn moamucanuu MOKyMEHTa HECKOJbKMUMH JIOJDKHOCTHBIMU JIMIIAMH UX TIOJIUCH
pacmojaraloT OJHY IMOJ JAPYroil B TMOCIEAOBATEILHOCTH, COOTBETCTBYIOIIECH 3aHUMAaEMbIM
JOJDKHOCTSM, HapuMep:
3aseoyrowasn Iloonucs H.0. pamunus
Cmapwiuu 6ocnumamerns Iloonuce U.0. pamunus
[Tpu moanwcanny TOKYMEHTa HECKOJIBKAMH JINIIAMHU PaBHBIX JOHKHOCTEH WX TOIHCH
pacronararoT Ha OJTHOM YpOBHE, HallpuMep:

Cmapwut éocnumameins Cmapwut gocnumameins
(HaumeHnosaHue) (Haumenosanue)
Tloonucw U.0. pamunusa Iloonucw H.0. pamunus

B JOKYMCHTAX, COCTaBJICHHBIX KOMHCCHGﬁ, B MOAIINCH YKAa3bIBAIOT HC JOJIKHOCTH JINII,
MOoANMNCAaBIINX TOKYMCHT, a4 UX 0053aHHOCTH B COCTaBE KOMHUCCHH, HAIIPUMCEDP:

Ilpeoceoamenv komuccuu Iloonuce H.0. pamunus
Ynenvl kKomuccuu Iloonuce H.0. pamunus
Iloonucw H.0. pamunus

[TpoTokonbl coOpaHuii, COBEIIaHW, COBETOB W Jp. MOAMMCHIBAIOTCS MpeacenarenaeM (Wim
MpeiceIaTeNIbCTBYIONIUM Ha 3aCEJaHUM) U CEKPETapeM.
[Ipy OTCYTCTBHMM JIOJDKHOCTHOTO JIMIA, JOJDKHOCTh W (DaMHIIUS KOTOPOTO yKa3aHbl B
pekBu3uTe «IloANMCH», TOKYMEHT MOAMUCHIBACTCS IPYTUM JIOJDKHOCTHBIM JIMIIOM, HMEHOIIIHM
MPaBO TOJIMHUCHIBATH JIOKYMEHT 32 OTCYTCTBUEM PYKOBOAMTENS. B 3TOM ciyyae MOKyMEHT
MeperneyvaThiBacTCs C YKa3aHUEM JIOJDKHOCTH JIHNIA, (PAKTUYECKU MOAMKUCHIBAIOIIETO IOKYMEHT,
WM B TIOJITOTOBJICHHBIN MPOCKT JOKYMEHTA OT PYKU BHOCSITCSI UCIIPABJICHHUS B HAMMCHOBAHHE
JOJKHOCTH M (paMWIHMIO JIOJDKHOCTHOTO JuIa. VcmpaBieHUss BHOCHT JHIO, (HaKTHUECKH
TIOIMTHACHIBAIOIIEE JIOKYMEHT.

[Ipy moamuMcaHWM JOKYMEHTA JIUIIOM, HA3HAYCHHBIM HCIOJHSIOMNUM OO0S3aHHOCTH
PYKOBOJIUTEINS B COOTBETCTBHH C TIPUKA30M, TIOJAMHCH OPOPMIIAIOT CIETYIOIIAM 00pa3oM:
H.o. 3a6edyrouezo Iloonucw H.0. pamunus

WIH
Hcnonnsrowuii obszannocmu
3a6edyoue2o Iloonuce U.0. pamunus
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I'pugp cocnacosanua ookymenma
I'pud cormacoBaHus JOKYMEHTa — PEKBHU3HT JOKYMEHTA, BBIPAKAIOMIMA COTJIacHe
OpTraHW3allii WM JOJDKHOCTHOTO JIMIIA, HE SBISIONIETO aBTOPOM JIOKYMEHTa, C €ro
COJIep’KaHUEM.
I'pud cormacoBanus cocroutr u3 cioBa COI'JTACOBAHO (0e3 kaBbIYeK, JIBOETOYHS),
JOJHDKHOCTH JIUTA, C KOTOPBIM COTJIACOBAH JOKYMEHT (BKJIIOUYAsh HAMMEHOBAHHUE OpPTaHHU3AIUN),
JUYHOM TOJMUCH, paciu(POBKU MOAMUCH (MHUIMAIIOB, (JaMUJIMK) U AaThl COTJIACOBAHMUS.

Hampuwmep:
COI'JIACOBAHO
3a6edyowas
H.0. pamunus
2021

Ecnu cornacoBanue oCyImiecTBISIETCSI TUCHbMOM, MPOTOKOJIOM U JIp., TpU() COTJIaCOBAHUS
odopmitsieTcst cneAyromuM 00pazom:
COIJIACOBAHO
Ilucomo Pocapxusa
om 20.02.2007 Ne 4-01-12/122

WIH
COI'JIACOBAHO
IIpomoxon 3acedoanus
Cosema J[OY
om 11.01.2021 Ne 2

Bus3a coznacosanus 0okymenma

CornacoBanue nokymenta BHyTpu IOV odopmisieTcss BU30i corinacoBaHus JOKYMEHTa WU
rpudoM coriacoBaHuUs.
BusupoBaHue nmpoekTa J0KyMeHTa MPOBOJAUTCS IMPU HEOOXOUMOCTH OIEHKH 00OCHOBAHHOCTH
JOKYMEHTa, COOTBETCTBHUS €TI0 MTPABOBBIM aKTaM M PaHEe MPUHSATHIM PEIICHUSIM.
Bu3za BkimtouaeT B ce0s MOAMKUCH BU3UPYIOIIETO, paciiu(poBKY MOANKUCH U AaTy BUSHPOBAHUSI.
Jliis 1OKyMeHTa, MOJIMHHUK KOTOPOTO OCTAeTCsl B OPraHHW3aIliU, BU3bI MIPOCTABJISIOTCS MPU
HAJIMYMW MECTa B HWKHEH YacCTH MOCJICTHETO JINCTA, IPU OTCYTCTBHUU MECTa - BEPXHEH 4acTh
00OpPOTHOM CTOPOHBI TMOCJEAHETO JHCTa MOJJWHHUKA JOKYMEHTAa WM OTIEJIIBHOM JIUCTE
COrJacoBaHus (BU3UPOBAHUS).
JIJis TOKyMEHTa, TIOJUTMHHUK KOTOPOTO OTHPABJIICTCS W3 OPraHU3aIMH, BU3BI IPOCTABIISIOTCS
B HIDKHEH YaCTH JIUIIEBOM CTOPOHBI KOITUHU OTIPABJISAEMOTO JOKYMEHTa. ECIIM MOATrOTOBIEHHOE
MUCBMO TIPEIOJIaracTCsl OTMPABIATh KOPpPECHOHACHTY Mo ¢akcy (0e3 mocienyromei
MEPECHUTKU TOUIMHHUKA T10 TIOYTE), TOTOBUTCSI OJIUH JK3EMIUISp MUchMa (Ha OJIaHKE) U BU3BI
MPOCTABJISAIOTCA Ha 000POTHOM CTOPOHE ATOTO FK3EMILISIPA.
3ameuaHus, OCOObIe MHEHHS M JIOMOJHEHHUS K TPOEKTY JOKYMEHTa OQOpMISIOTCS Ha
OTIIeTBbHOM JIHCTE. B 3TOM citydae Bu3a oopmirsiercst cieayromumM oopazom:

3aMeuaHus MPUIIAraroTCs

Cmapwuu 6éocnumamens ...
H.0. pamunus
« __» 20 e

3ameuaHus JOKJIAIbIBAIOTCSA PYKOBOJUTEIIO, TOANKMCHIBAIOIIEMY JTOKYMEHT.
Jlomyckaercs MONMMCTHOE BUBMPOBAHKUE TOKYMEHTA U €T0 IPUIOKEHUM.

Ommuck neuamu
[TeuaTs 3aBepsieT MOAIMHHOCTD MOIMUCH JOJKHOCTHOTO JIUIA HA JJOKYMEHTaX.
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OTTHCK TeYaTH MPOCTABIISIETCS, 3aXBaThiBas YaCTh HAUMEHOBAHUS JOJDKHOCTHU. Jlomyckaercs
MIPOCTABJIATH M€YaTh HA CBOOOHOM OT TeKcTa MecTe. OTTHUCK MeYaTy HE JOKEH 3aXBaThIBATh
BCIO TIOJMKCH JAOKHOCTHOTO JIUIIA.

Ommemka o 3a6epenuu Konuu

[Ipu 3aBepeHWU COOTBETCTBHS KOMHH JOKYMEHTA IOJJIMHHUKY HIDKE PEKBH3UTA
«Ilonnuce» MPOCTABISIOT WITaMI: «BepHOY, TOIKHOCTD JIKIla, 3aBEPUBILIETO KOIMUIO, TUYHYIO
MOJIMHUCH, pacin(POBKY MOANMUCH (MHUIMAIIBI, pamMIuIis) U AaTy 3aBepenus. Hanpumep:

Bepno

Jonscnocmo Ioonucwe H.0. @amunusn

« » 20 2

[Ipu Bbmaue KoOMUM JJs TPEACTABICHUS B JPYryl0 OpraHU3alvio, TOJIIUCH
JOJDKHOCTHOTO Juia 3aBepsiercsa mnedarbio JIOY u Haamuchlo O MeCcTe HaXOXKIACHUs
MOV TMHHUKA:

«lloonunnux 0okymenma Haxooumcs 6 oene Ne 3a 20 r.

Ommemkxka 06 ucnoarnumene

OtMeTka 00 HCTIOTHUTENE MPOCTABISIETCS B JIEBOM HIDKHEM YTy JIMIEBOW (MHCHhMA,
(akcorpaMMbl) UM 0OOPOTHOM CTOPOHBI MOCIEAHETO JIMCTA NOJTMHHUKA JOKYMEHTa (IIpHUKa3,
pacnopsiKeHHe) OT HIKHETO KOJIOHTUTYJIA U TPAHHUIIBI JIEBOTO TOJIS.

OtMeTka BKIIOYAET: clOBO «McmomHuTens:», (GaMUIUI0O U WHUIHAAIBI UCTIOJHUTEIS,
HOMEp TOPOJICKOIO W BHYTpPeHHero Ttenedona, meyaraercs mpudrTom Times New Roman
Ne 12, nannpumep:

Hcnonnumens:
H.0. ©amunusa
men.(47553)27676

Ha noxymeHTe, mOArOTOBJIEHHOM IO TOPYYEHHUIO PYKOBOJAUTENS  TPyNIOi
WCIIOJTHUTENEH, B OTMETKE 00 MUCTIONHUTENE YKa3bIBAETCs (DaMUIIMsI OCHOBHOTO UCTIOJTHUTEIIS.

Ommemka o nocmynjieHuu 00KymeHma

OTMeTKa 0 MOCTYIJICHUU MPOCTABIISIETCS] PYKOMUCHO B MTPAaBOM HIDKHEM YTy TIEPBOTO
JUCTa JOKYMEHTA (32 UCKIIOUEHUEM JIMIIEH3HH, CBUACTENBCTB, JIOTOBOPOB, B KOTOPHIX IITAMII
MPOCTaBJISIETCS Ha 00opoTe mepBoro maucra). OTMETKa O TOCTYIUICHHH BKJIIOYAET JaTy
MOCTYIUICHUS TOKYMEHTA M BXOISAIINNA PETUCTPAIMOHHBIM HOMEP JOKYMEHTA.

5.3 U3roroBjieHHE JOKYMEHTOB ¢ IOMOIIbI0 KOMIILIOTEPHOM TEXHUKH
5.3.1 JoxymeHTsl 0hopmiItOTCS Ha OJaHKax WM CTaHIAPTHBIX JUCTax Oymaru gopmarta A4.
(210x297) ¢ moMo1IbI0 CPEACTB KOMIBIOTEPHON TEXHUKH.

5.3.2 PekoMeHayeTcsl IpU MOATOTOBKE JOKYMEHTOB COOJIONIATh CIEAYIONIUE pa3MeEpPhl MoJIeh
(Tabnuua 3):

Taomuna 3

Pa3mepsl osieu neyaTHoro JIMCTA.
Tpebosanust 'OCT P 6.30 (ne meHee)

Pa3zmep nossa, mm Haumenosanue moisa

20 JIEBOE

10 npaBoe

20 BEpXHEE

20 HUXKHEE

5.3.3 Ilpu U3roTOBJICHUH JOKYMEHTOB IIPUMEHSIETCS] TEKCTOBBIH penakTop Word.

JlokyMeHThI mieuaTaroTcst rapuutypoir Times New Roman Ne 13, Ne 14 (myi1 TeKCTOBBIX
nokymeHTOB) v Ne 11, Ne 12 (mnst ohopmieHnst TaOMTUYHBIX MAaTEPUATIOB).

OtMmeTka 00 ucnonHuTene nevaraercs mpudTom Ne 10.
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JokyMeHThI nnevatarores yepes 1,0-1,5 MexcTpoyHbIX MHTEpBAIA.
5.3.4 MHOrocTpo4Hsle PEKBU3WUTHI MEYATAKOTCA YE€Pe3 OJWH HHTEPBAJ, COCTaBHBIE YACTH
OJIHOTO PEKBHU3UTA OTIEISIIOT APYT OT Apyra 1,5-2 MeXCTpOYHBIMU MHTEpBaJlaMu (HAIpUMep,
B peKBU3UTaX «Anpecary», «'pud yTBepx aeHus»).
PekBU3UTBI ONMH OT JpYyroro OTIEISAIOT 2-3 MEXCTPOYHBIMU HHTEpBalIaMH (HAIpuMEp,
3aroJIoBOK K TEKCTY OT TEKCTa, TEKCT OT MOAINMKCH), 32 UCKIIOUYEHUEM OTMETKH O HaJIUYHUU
IIPWIOKEHMSI, KOTOPas IeYaTaeTcsl MoJ TEKCTOM COIIPOBOAUTENBHOTO TUChMA.
5.3.5 Ha3Banue Buma mokymeHTa mnedaTtaetcs mporucHeiMH OykBamu: [TPOTOKOJI, AKT,
CIIPABKA, 3ASABJIEHUE u ap.
Pacumgposky noamnucu B pekBusure «lloanuce» opopmisitoT Ha YpOBHE MOCIEIHEN CTPOKH
HaMEHOBAHU JIOJDKHOCTH ¢ IPOOETIOM MeX 1y MHULMAIaMu U (paMuIuei.
5.3.6 MakcuManbHas JUIMHA CTPOKH 3arojioBKa K TeKCTy — 28-30 3HaKOB.
3HaK nepeHoca Npu HaMCaHUU TOKYMEHTOB HE HCTIONb3YIOT.
5.3.7 1lpu WM3roTOBIEHUU [OKYMEHTOB OT TIpaHMIIBl JIEBOI'O IIOJIA IEYaTAlOT CIEAYIOIINE
PEKBU3UTHI: 3ar0JIOBOK K TEKCTY, OTMETKY O HAJIMUUU MPUIIOKEHHSI, OTMETKY 00 UCIIOIHUTENE,
HaMMEHOBaHMUE JOJKHOCTH B pekBusutax «lloamuce» m «I'pud cormacoBaHus», OTMETKY O
3aBepeHuM Komuid, a Takke cnoBa «CIIVIHAJIW», «BBICTYIIAJINY», «PELIWAJIN» B
nporokoisax, cinoa «lIpumedanne» m «OCHOBaHHE», €CIUM B TEKCTE JOKYMEHTa HUMEIOTCSA
MpUMEYaHUE WIH BBIIEJICHUS B CAMOCTOSATEIbHBIN a03all cChUIKA HA JOKYMEHT, OCTYKUBIIUN
OCHOBaHHUEM K €ro U3/IaHHUIO.
5.3.8 AG3al B TeKCTe HauMHAETCs ¢ 5-ro 3HaKa (1,25 MM) OT IpaHMIIBI JIEBOTO MOJIS.
5.3.9 Ilpu u3roToBIIEHUU AOKYMEHTOB Ha JABYX M OoJjiee CTpaHUIAX BTOPAs U MOCIEAYIOLINE
CTpaHuLlbl HyMepyroTcs. Homepa cTpaHuI] HpOCTaBISIOTCA NO CEPEAMHE BEPXHETO MO
apabckumu nudpamu 6€3 CI0Ba «CTPAHUIIAY) U KAKUX-THOO OTMETOK.
5.4 OcoGeHHOCTH MOATOTOBKY U 0(hOpMJIeHHSI OTAEeIbHBIX BUI0B JOKYMEHTOB
5.4.1. JlesioBOE MUCHMO
5.4.1.1 Paznuuarorcs ciaeayromue pa3HOBUAHOCTH JEJOBBIX IMHMCEM: 3aIIPOCHI, YBEIOMIICHHS,
MPUIJIALICHUS, TT03JPaBICHUs, COOOIICHNS, COPOBOIUTENbHBIC, TPEOOBaHMs, HATIOMUHAHMS,
MOATBEPKACHHUSL, IPETIOKEHNS], PEKOMEHIALINH, PEKIIAMHBIE, TApAHTUIHBIE U JP.
[luceMo MOMKHO OBITH MOCBSIIEHO OAHOMY Bompocy. Eciu HeoO6xoaumo oOpaTUThCS B
OpraHM3alMI0 OJHOBPEMEHHO [0 HECKOJbKHM BOIPOCAM, PEKOMEHAYETCS COCTaBIIAThH
OTJIEJIbHBIE TUCHbMA 10 KAXKIOMY UX HHX.
5.4.1.2 [lenoBble muchbMa mnedataroTcs Ha Omankax nuceMm. B JIOY mpumensior dopmy
MPOJIOIBHOTO U yIioBYI0 (hopmbl Onanka nuckMa ([Ipunoxxkenun A).
5.4.1.3 Ilpu cocTaBieHnN AETOBBIX TUCEM MCIOIB3YIOTCS PEKBU3UTHI:
- aJpecar;
- 3aT0JIOBOK K TEKCTY;
- TEKCT;
- OTMETKA O MPUIIOKEHUH;
- IOATHKCb;
- B HEOOXOAMMBIX CITy4asiX — Ie4aTh;
- OTMETKa 00 MCITOJHUTEJIE;
- BU3BL.
[lopsnox odopmieHuss PEKBU3UTOB JAENOBOTO NHUChbMa TMpUBENEH B 1.5.2 Hacrosuiei
WNucTpykumu.
5.4.1.4 Tekct nuceM, Kak MpaBUIO, HAUMHAETCS BCTYNUTENbHBIM OOpalleHHEM K aJipecary,
KOTOpO€ IleyaTaeTcs ¢ BblpaBHMBaHMEM 10 MLeHTpy. llocie oOpameHuss craBUTCA
BOCKJIMLIATEJIBHBIN 3HAK, HAIIPUMED:
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Yeaoicaemviii Braoumup I[lemposuy!
5.4.1.5 IIpoekT emoBOro mMMchbMa, MPEACTABISAEMBbIM Ha MOANUCH PYKOBOACTBY Komiuiekca,
JOJDKEH OBITh 3aBU3MPOBAH HCIOJIHUTEIEM, PYKOBOJIUTEIEM CTPYKTYPHOIO IMOApA3/EICHUs,
MOJATOTOBUBILIETO MPOEKT MUCbMA, U PYKOBOJIUTEISIMU CTPYKTYPHBIX MOJpa3JeieHU, YbU
MHTEPECHI 3aTPAaruBaeT COJIep>KaHWE NMUChbMa. BU3bl MPOCTaBISAIOTCS HAa BTOPOM SK3EMILISIPE
nmrceMa, ocraromemcs B JJOVY.
Ecnu nmuceMo roroButTcs ans mepenaun mo (akcy 6e3 mocieayromeid OTIpaBKU aapecaTry
MOJJTMHHUKA, BU3bl OPOPMIISIIOTCSL HA 000pOTE MOUIMHHUKA MMHChMA.
[Tucemo ot umenu JOY noanuchiBaeTCs AUPEKTOPOM HIIM 3aMeCTUTENeM aupekropa. [IpaBo
MOJINUCH CIIYKEOHBIX NMHUCEM HHBIMH JOJDKHOCTHBIMHU JIMLIAMHU YCTAHABJIMBAETCS MPUKA30M
IUPEKTOpA.
BHocuTe Kkakue-nuOO uWcCHpaBieHMs WM J00aBiI€HUS B IOJANUCAHHBIE MHCbMAa HE
paspemiaercs.
5.4.1.6 OTmeTKa 00 UCTIONHUTENE (COCTaBUTENE MTUChMA) MTPOCTABIISETCS HA JIUIIEBON CTOPOHE
MIOCIIEJTHETO JINCTA TIOJT MTOANUCHIO, OJHKE K HIPKHEMY TOJI0 JOKYMEHTa
5.4.1.7 Ilocnme perucTtpanuy NOANMCAHHOTO JAOKYMEHTAa M OTIPABKU JOKYMEHTa aJapecary
BU30BBIM SK3EMIULSIp MOAIIMBAETCS K OCHOBHOMY (IIMChbMY-3alIpOCy) M XpaHUTCS Yy
3aBelylolell B KaOWHETe, B TMOJATOTOBUBINEE JOKYMEHT CTPYKTYpHOE IOJpa3JieieHue
HaIpaBJIsSIeTCs KOMUS MUChbMa B JIEHb PETUCTPALIMH.
5.4.2 Ilpuka3s
54.2.1 Tlpuxkazamu OQOPMISIIOTCS pEUICHUS HOPMATHUBHOTO XapakTepa, a Takke [0
OTIepaTUBHBIM, OPraHU3AIIMOHHBIM, KaJIPOBBIM U JPYTHM BOIIPOCAM.
5.4.2.2 Pexeuzumamu npukasa SIBISIFOTCS:
- HAMMEHOBaHUE OpraHU3alllu;
- HAUMEHOBAHUE BUJIA IOKYMEHTA;
- JlaTa I0OKYMEHTa;
- PETUCTPaLMOHHBIN HOMED;
- MECTO COCTAaBJICHUS WIH U3/1aHNUS;
- 3aT0JIOBOK K TEKCTY;
- TEKCT;
- IOANKCb;
- BU3bI COIJIACOBAHUS.
[Topsimox opopmiieHUsT peKBU3UTOB MIPUKA30B HM3JI0KEH B MYHKTE 5.2
O6pazenr odopmiieHHsT TpHKa3a M OOOPOTHOTO JHMCTa TNpHKaza (JIMCTa COTJIACOBAHUS)
npuseneH B [Ipunoxenun b.
5.4.2.3 IlpoexTbl NpPHUKAa30B TOTOBIAT PYKOBOAMTENM CTPYKTYPHBIX IOApA3/IEICHUI Ha
OCHOBAaHMU TIOPYYEHUN 3aBelyrollel MO0 COOTBETCTBYIOIIME JOKHOCTHBIE JHIIA B
MHULMATUBHOM IOPSIKE.
5.4.2.4 1lpoekTbl MNpPHUKa30B IO KagpOBBIM BOIPOCAM TOTOBUT JIEJIONPOU3BOAMUTENL Ha
OCHOBAaHUHU COOTBETCTBYIOLIUX MPEACTABICHUN.
5.4.2.5 Ilpukassl MOANKUCHIBAIOT:
- 3aBeaymrolas;
- YIOJIHOMOUYEHHBIE 3aMECTUTENIN 3aBEAYIOLIEH B Ipeenaax UX KOMIETEHIUH, ONpeleIeHHON
MIPUKA30M O pacipeielIeHUH 005S3aHHOCTEN MEX Ty 3aBEYIOIIEH U €ro 3aMEeCTUTEISIMHU.
BHeceHne u3MeHeHU B OANKMCAHHBIN MTPUKA3, a TAK)KE B COIVIACOBAHHBIE PACTIOPSIAUTEIbHBIE
JOKYMEHTBI HE IOIyCKaeTCsl.
5.4.2.6 Ilpuka3pl 1O OCHOBHOW JAESTENLHOCTH PETUCTPUPYIOTCS, MPHUKA3bl IO JIMYHOMY
COCTaBY PErHCTPUPYIOTCS JAeNonpou3BoiuTesieM. [laToil 3TUX JOKYMEHTOB SIBJISIETCS Jara
MOJNNCAHUS.
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5.4.3 IlpaBuiia, MHCTPYKUMS, NOJI0KEHHE
5.4.3.1 IlpaBuia — HOPMAaTUBHO—IIPABOBOM aKT, COAEPkKAIIUKA CUCTEMHO CBSI3aHHBIE MEXIY
co0o0it HOpMBI, TPEOOBAHUS OCYILIECTBICHUS KaKON-IMOO0 AESTEILHOCTH.
B  WHcTpykiuu  ycTaHaBIMBAaeTCS TEXHOJIOTHS  BBIMOJIHEHUS  OIPENEICHHOTO  BUAA
NEeSATETLHOCTH (paboT) WIM MOPSAOK NMPUMEHEHHUS MOJOKEHUN 3aKOHOAATENBHBIX U HHBIX
HOPMAaTUBHBIX ITPABOBBIX aKTOB.
[TonoxeHneM peraaMeHTHPYETCs: AEATEIbHOCTh KOHKPETHOW OpraHU3allMOHHOW CTPYKTYpPBI
WIN JAETCs TOPSIIOK OCYIIECTBICHUS YIIPABIEHYECKOrO ACUCTBUS, HAIPUMED: IOJ0KEHHUE O
MIPEMUPOBAHUY; TTOJIO)KEHHUE O CTPYKTYPHOM MOJIpa3IeIICHUN.
54.3.2 Tekcr mnpaBuil (MOJOXKEHUS, WHCTPYKIMH) U3JAraeTcss OT TPEThEro Jnua
€IMHCTBEHHOI'O0 WJIM MHOXECTBEHHOT'O YHClIa. B TEKCTe HCHOIB3YIOTCS CIIOBA: «JIOJIKEHY,
«CIeayeT», «<HeoOX0UMOY, «3aIPEIIAETCA», «HE TOMYCKAETCS.
B pazpene «OOmue TNOJOXKEHUS» YKa3bIBAIOTCS OCHOBAHHUS pa3pabOTKHU, HAa3HAUCHHE
HOPMAaTHBHOTO akTa U cdepa ero pacrnpocTpaHEHHUs, OTBETCTBEHHOCTh 3a HapyIICHHE
YCTAQHOBJIEHHBIX MNpPaBWJI U TexHojorui. B pazgene «OOuye mnojoXeHUs» MOXKET TaKkKe
YKa3bIBAThCSI MOAYUHEHHOCTh PETJIAMEHTUPYEMOIO 0OBEKTA.
Texct mnpaBun (MOJOXKEHUS, WHCTPYKIMH) ACNUTCA Ha pasfenbl, MOApPa3Aeibl, ITyHKTHI,
NOJNYHKTHI. Pa3zensl, moapasiensl MOI'yT MMETh COOCTBEHHBIE 3aTOJIOBKH.
Hymepauusa pasnenos, moapaszienoB, MYHKTOB, MOJNYHKTOB HPOU3BOJUTCS apaOCKUMHU
uuppamu.
5.4.3.3 IlpaBuna (mojokeHUE, MHCTPYKLMH) B OO0S3aTEIbHOM MOPSIKE COTIACOBBIBAIOTCS
(BU3UPYIOTCS) pyKOBOJUTENIEM HOAPA3/A€TICHHs], TOATOTOBUBIIMM IPOEKT JTOKYMEHTA, a TaKKe
MOJIpa3JeeHUsIMU, B KOMIIETEHLIUIO KOTOPBIX BXOST BOIPOCHI, OTPAKEHHBIE B JIOKYMEHTE,
MOCJIE YETr0 OHU YTBEPKIAIOTCS 3aBEAYIOLIUM.

5.4.4 IIpoTokoJ1 coBemianus (3aceaHus)
5.4.4.1 TloarotoBka, 0(hOpMIICHHE U COTIACOBAHUE
[IpoTrokon cocTaBiseTcs Ha OCHOBAaHUHM 3alMCced, MPOU3BEIEHHBIX BO BpEMs COBEIIAHMM
(3acenanHmii), NpPEAbSIBICHHBIX TE3MCOB JOKIJIAJOB M BBICTYIUIEHHH, CIPAaBOK, IIPOEKTOB
pELICHHU.
O6pa3zen ohopmiieHs TPOTOKOJA TIpeacTasieH B [Ipunoxxenun B.
PykoBoauTens, NpoBOALINI COBEIIaHNE, HA3HAYAET OTBETCTBEHHOT'O UCIIOJHUTEINSI, KOTOPBIH
BEJIET, 3aTEM BBIITYCKAET U PACCHUIAET IPOTOKOJ COBELIAHUS.
[Iporokosbl coBemanus (3aceanusi) Mo OJHOMY BOMPOCY HAUMHAIOTCS C 3ar0JOBKa K TEKCTY
(mpudT Times New Roman Ne 12), kotopslit oTBeyaeT Ha Bornpoc «O 4yemM?» U HaUMHACTCS C
OTIJIArOJILHOTO CYIIECTBUTENBbHOr0. K IpOTOKOJIaM COBEIIAHWHA MO HECKOJIBKMM BOIIPOCaM
reyaraercs MoBeCcTKa JHS.
B moBectke nHA 3acegaHus  BONPOCHl  pacrojiarailTcs IO  CTENeHU UX CIOKHOCTH,
BXHOCTH W TPEIINojaraeMoro BpeMeHH oOcyxaeHus. Bompocsl ¢opmyaupyroTces ¢
npemiorom «O (00)» u Hymepytotcs apabckumu uudpamu. [lon dhopmynupoBkoil Bompoca
yKa3blBaeTca (aMuiIMs W MHULMAIBI JOoKiIaauuka. He pexomeHayeTcss BONPOC WM TPYIITY
BOIIPOCOB 0003HAYaTh cI0BOM «Pa3Hoe».
Ha ycranoBnenHoit ¢opme mnponucHeIMH OyKBaMHU TI€4aTaeTcs Ha3BaHHE JIOKYMEHTa
«ITPOTOKOJI» ¢ BplpaBHMBaHHEM IO LIEHTPY, CIEIYIOUIEH CTPOKOW — BHUJ COBELIAHUS C
yKa3aHHeM JOJKHOCTU PYKOBOJAUTENS, Y KOTOPOTO MPOBEJEHO COBEIIaHUE, JaThl U MECTa €ro
IIPOBEJICHUS.
B 3arosoBok K TEKCTYy IPOTOKOJIA, KaK MPAaBUJIO, BBIHOCUTCS YKa3aHUE OpraHa WM JI€JI0BOIO
MEpPONPUATHSL:
e [Iporokoi 3acenanus neparorndyeckoro Cosera
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e [Ipu odopmieHuH TPOTOKOJA C YUCIOM Yy4YacTHUKOB Oosiee 15 wyenoBek (amunuu He
MEPEUNCIISIOTCS, a YKa3bIBaeTCs HUPPON MX 00IIee KOJIMYECTBO; CIIUCOK YYACTHUKOB B TaKHX
CIIy4asix IPWJIaraeTcs, HalpuMep:
e [IpucyrcTBoBano: 27 yein. (CIUCOK MpUIaraercs).
e B kauecTBe ClHMCKa yYaCTHUKOB HUCIOJIB3YETCS CIUCOK PETUCTPALIAH.
e Tekct mpPOTOKOJIA COCTOMT U3 JBYX 4YacTel: BBOJHOW M mnocTaHoBsiromed. Ilpm
MEePEYUCIICHUN TPUCYTCTBOBABIINX Ha coBemanuu mnocie cioBa «[IPUCYTCTBOBAJIN:»
YKa3bIBAIOTCS (paMUIIHSL, UM, OTYECTBO, I0JKHOCTh M HAUMEHOBAaHUE MO/IPA3ICIICHHUS.
TexkcT mpoTOKOda H3IAraloT OT TPETHErO JIMIA MHOXECTBEHHOIO YHCIa IO KaXIOMY
paccMaTpMBaeMOMYy BONPOCY U 3amuchkiBaeTcss B mociegoBatenbHocTH: («CIITYIITAJINY,
«BBICTVYIINIIN», «IIOCTAHOBUJINY). [ToctanoBnsomas 4acth 0hOpMIISIETCS TaK ke, KaK
B [IPUKa3ax U PaCHOPSIKEHUSIX.
[Iporokon BuU3UpYyeTCSs TOTOBUBIIMMHU COBEIIaHHE pPAOOTHUKAMH U PYKOBOJIUTEISIMHU
COOTBETCTBYIOIMX CTPYKTYPHBIX IoapaszaesieHuil. [IpoTokosn coBemanus y 3aBeAYIOIIETO
BU3UPYETCSl TAKKE 3aMECTUTENIEM  3aBEAYIOIIETO, KYpUPYIOLIUM pacCMaTpUBAEMBbI Ha
COBEIIaHUU BOIIPOC.
5.4.4.2 llonnucanue, perucTpanns U pacChbUIKa
[Iporokoun coBenianus (3aceianus) MOANKUCHIBAETCS MPEICEAATENIEM U CEKPETapeM 3aceIaHMtsl.
JlaToit mpoToKoOJIa SBISETCS AaTa COBEIIaHMs (3ace1aHus).
Ecnu k mpoTokony mnpuiaraiorcs Kakue-nuOo wmartepuanbl, TO 00 5TOM MPOU3BOIUTCS
COOTBETCTBYIOIIAS 3aIIUCh B TEKCTE IIPOTOKOJIA.
[lognucanHble NPOTOKOJNBI COBEHIAHUM Yy PYKOBOJACTBA PETUCTPUPYIOTCS CEKpETapeM
JTUPEKTOpa, Pa3MHOXKAIOTCS M PACCBUIAIOTCS CEKpEeTapsMU COBEIlaHus (3acedaHmus).
OpurvHasibl IPOTOKOJIOB COBEIIAHWM Yy 3aBEAYIOLIETO NEpeAaroTcs B KaHuesspuro. Konuum
MPOTOKOJIOB COBEIIaHMWs (3acelaHMsl) pacChUIAIOTCA OpraHU3alusIM (3aMHTEPECOBAHHBIM
JIMIaM) B COOTBETCTBHHU C JINCTOM PACCHLIKH.

5.4.5 Akt
5.4.5.1 AKT COCTaBISIIOT KOJIJIETHAIBHO (HE MEHEE JABYX COCTABUTEJECH) WM KOMHCCHEH,
CO371aBaeMOi TPUKA30M 3aBEIYIOIIET0 WM JIEUCTBYIONICH Ha MOCTOSIHHOM ocHoBe. OOpaserr
odopmiienus akta npejactasieH B [Ipunoxenuu I
5.4.5.2 3aronoBoK K aKTy JIOJKEH COTJIaCOBBIBATHCS CO CIIOBOM «AKT», HAIIPUMED:
- AKT mpoBepku (UHAHCOBO — X03sAWcTBeHHOM nestenbHocTH MBJIOY  «MHxkaBuHCKMIA
nerckui can «bepeskay;
- AKT criicaHusi MaT€pUalbHBIX IEHHOCTEH.
JlaToit akTa siBnsieTcs Aata coObITUs (MPOBEPKU, 00CIeI0BaHNUs, SIKCIIEPTU3bI U T.I1.).
TekcT akTa COCTOUT MX ABYX YacTel: BBOJHOW U OCHOBHOM (KOHCTAaTUPYIOIIEH).
dopMa U3JT0KEHHUSI B aKTaX - OT TPETHETO JIMIA €IMHCTBEHHOTO I MHOXKECTBEHHOI'O YuCia
Bo BBoAHOW 4YacTM akTa yKa3blBa€TCd OCHOBAHHME €r0 COCTABICHUS (pacmopsauTeNIbHbBIN
JIOKYMEHT, HOPMaTHUBHBIM JJOKYMEHT, JIOTOBOP C YKa3aHHWEM JaThl U HOMEpA), Mpeacenaresb u
YWIeHbl KOMUCCUU. B OCHOBHOM 4acTW W3Naraercs CyIIHOCTb, XapakTep, METOAbl U CPOKH
MIPOJICIIAHHON paboThI, yCTaHOBJICHHBIE (GakThl. [Ipu HEOOXOAMMOCTH JOMYCKAETCS BKIIOYATh
B aKT 3aKJIIOYUTENbHYIO YacTh, KOTOpas JOJDKHA COJEp)KaTh pELIEHUS, BBIBOABI MU
3aKJIIOYEHNs KOMUCCUH, COCTABJISIOIEH €ro.
Conepxanue akTa MOXET OBITh pa3leieH0 Ha IMYHKTbl, COJAEpXaTh Marepual,
MpeACTaBICHHBIN B BUJIC TaOIHUIIBI.
B KOHIIe TeKCcTa aKTa yKa3bIBae€TCsl KOJMYECTBO IK3EMIUISIPOB U UX MecToHaxoxaeHue. [locie
OTMETKU O KOJMYECTBE K3EMIUIIPOB aKTa CJIeAYeT OTMETKA O HAJIMYUU MPUIIOKEHUHN K aKTy
(ecu OHU UMEIOTCHA).
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5.4.5.3 Bce »K3eMIUISpbl aKTa MOANMCHIBAIOTCS MpeacefaTe]eM U YJIeHaMH KOMMCCHUH,
YKa3aHHBIMU B aJ()aBUTHOM MOPSAKE, IPU HEOOXOIUMOCTH, aKT BU3UPYETCA JOJKHOCTHBIMU
JUI[AMU 3aMHTEPECOBAHHBIX MMOAPA3/IECICHUI 1 YTBEPKIAETCS 3aBEAYIOLIEH.
5.4.5.4 AKT cuuTaeTcs NPUHATHBIM U BCTYNAeT B JeHCTBHE MOCIE MOAMMCAHUS €r0 BCEMH
YJICHaMH KOMHCCHHM WJIM BCEMM JIMI[AMH, Y4YaCTBOBABIIMMH B €ro coctaBieHuH. Jlumo, He
COIJIACHOE C COJEP’KaHUEM aKTa, 00s13aHO MOJNHUCATh AKT C OFOBOPKOI O CBOEM HECOTJIACHH.
Ocoboe MHeHHuE wieHa KOMUCCHM clleflyeT o(OopMIIATh HAa OTIEIBHOM JIUCTE W MpHIarath K
aKTy.
5.4.5.5 B HeoOXOAMMBIX Cllydasx, aKThl YTBEP)KIAIOTCA 3aBEAYIOIIMA U PYKOBOAUTEIEM
BBIIECTOSIIIEM OpraHu3alMM, [0 PACHOPSKEHHI0 KOTOPOM IIPOBOAMIINCH — JIEHCTBUS,
3aBEpIIMBIINECS COCTABIEHUEM aKTa.
5.4.6 JlokyiaaHblie U CJIyKeOHbIE 3aITUCKH
5.4.6.1 Tekcr nmoknaaHoM (CiIykKeOHOI) 3aITUCKH, B 3aBUCUMOCTH OT CJIOKHOCTH COJICPKAHUS U
HEOO0XOAMMOCTH apryMEHTAIH, COCTOUT UX OJHOM, IBYX WM TPEX YacTeH.
Ecnu TekCcT cocTOUT U3 Tpex JacTeil, To:
- B IEPBOM YaCTH HU3JAraloT NPUYUHBL, (PAKTHI UM COOBITHS, MOCTYXUBLIME MOBOJOM JIs
COCTaBJIEHUS JOKYMEHTA;
- BO BTOpPOM YacTW JAeTCs aHAJIU3 CIIOXKMBILEHCS CHUTyallud, BO3MOJYKHBIE BapHaHThl €€
pelIeHuS;
- B TPEThEH YaCTU M3JIaratoTcsl MPOChOBbL, MPEII0KEHNS, PEKOMEHAALNH, KOTOPbIE, 10 MHEHUIO
COCTaBUTEJS, HEOOXOIUMO MPEIIPUHSTS.
O6pa3zen ohopmieHHs JOKIAIHOH (caykeOHoil) 3anucku npeactasieH B [punoxenun .
5.4.6.2 Jloxnaanas (ciyxeOHas) 3amucKa TMOJUICKUT PEruCTpaldd. 3aTeM CHUMAaeTrcs
HE00X0IMMOE KOJIMYECTBO KOMUM JUIsl Tepeadyn UX UCTIOTHUTEIISM.
5.4.7 O0bsicHUTE/IbHBIE 3AIIMCKH
5.4.7.1 OObacHUTENTbHAS 3alHCKA — 3TO JTOKYMEHT, B KOTOPOM pa0OTHUK OOBSACHSAET MPUUMHBI
HEBBITIOJIHEHUSI KaKOro-iu0o MOpYy4YeHMs, HapyLIeHHs TPYJOBOW WJIM MPOU3BOJICTBEHHOMN
JUCLUIIINHBI.
O6pa3zer oopmiteHHS 00BICHUTEIBHON 3aNTMCKH TIpeicTaBieH B [Ipmnoxennn E.
5.4.7.2 OOBACHUTENbHBIE 3aMUCKU MOTYT O(OPMISITHCS PYKONHUCHBIM CHOCOOOM Ha
cTaHaapTHOM Jucte Oymaru (popmar A4).
5.4.8 3asiBieHus

5.4.8.1 3asBienue odpopmisieTcss Ha CTaHAAPTHOM Jiucte Oymaru (popmart A4).
5.4.8.2 3asBieHne MOXKeET ObITh HAMMCAHO OT PYKHU WJIM HalleyaTaHo Ha KOMIIbIOTEpE.
O6pa3en odopmiieHus 3asiBieHus npeactasiieH B [Ipunoxennn K.

5.4.8.3 3asgBneHue agpecyercsd Ha UMs JOJKHOCTHOTO JIMLA, HAIPUMED:

3aseoyroweti MBJIOY
«HUnorcasunckui  oemckuii  cao
«bepeska»

JI.A. Hexunoti

(3anumaemasn O0JIAHCHOCMD,
HaumeHo8aHue CMPYKMYPHO20
noopasoeneHust)

D.UO

Ecnu 3asBieHue mogaeTcs IUIOM, HE SBISIONIMMCS pa0OOTHUKOM OPTaHU3aIllUU, YKA3hIBACTCS
aJipec JINma;
3aseoyrowemy ME/IOY
«Hnoicasunckutl  demckuti  cao
«bepeska»
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JIL.A. Hsekunoi
(D.1.0.), npoAHcUBAIOUE20
(eti). (yrasvieaemcs aopec
NPOHCUBAHUSL)

5.4.8.4 TekcT 3asBiIeHUA COCTOUT M3 JBYX (00OCHOBaHHME W MpPOChOA) WIM OJHOW YaCTH
(mpocwba: npouty nepesecmu, npouty npedoCmagums OMNYCK, RPOuLy Y8oaums u op.).
54.8.5 3asgBieHHe MOXET HMETb MPUIOKEHUS — JOKYMEHTBI, NOATBEPKIAIOIINE
000CHOBAaHHOCTh MPOCHOBI (HApUMEp, K 3afBJICHUIO O MPEIOCTABICHUH Y4eOHOTO OTITyCKa
JOJKHA MpUjIarathes CripaBka U3 yueOHOIro 3aBEJICHHUS).
5.4.8.6 3asBieHNE NOJIUCHIBAETCS] COCTABUTEIEM.
5.5 Opranu3anusi JOKyMeHT0000poTa
5.5.1 O6mme TpeOGOBAHUA K OPraHU3AIMU JOKYMEHTO000poTa
5.5.1.1 JIokyMeHTOOOOpOT - 3TO ABWXKEHHE JOKYMEHTOB C MOMEHTAa HUX MOJyYEHHUs WIU
CO3JaHusl O 3aBEpIICHUs HCIIOJHEHHUs, OTHpPaBKU WM cAayud B Jeno. Paznuuaior Tpu
OCHOBHBIX THMA JIOKYMEHTOIIOTOKOB:
* JIOKyMEHTbI, IOCTYMAIOIINE U3 APYTUX OpraHu3auil (BXoasiue);
* JIOKYMEHTBI, OTIIpaBJIsIEMbIE B IPYTUE€ OPraHU3alMU (UCXOASIINE);
* JIOKYMEHTBI, CO3/]JaBaeMble B OpraHU3allUM U HCIOJIb3yeMble paboTHHKaMu Komriekca
B YIIPaBJIEHYECKOM Ipolecce (BHYTPEHHHUE).
55.1.2 Kaxnaplii MOTOK JOKYMEHTOB JBIDKETCS TIO CBOEMY Mapmipyry. Bxomsmue
JOKYMEHTBI ABWXKYTCS OT MOMEHTA MOCTYIUICHUS J0 UCIOJHEHMS W HAIpPaBICHUS B JIENO.
Hcxopsume NOKyMEHTBI - OT MOMEHTa MX CO3[1aHusd 10 OTHpaBKu. BHyTpeHHue - OT
MOMEHTA CO3/1aHUs 10 MCIIOJIHEHUS U HAIIPABJIEHUS B JIENO.
5.5.1.3 JIBmxeHue BXOASIINUX JOKYMEHTOB BKIIIOUALT:
* MepBUYHYIO 00paboTKy (IMpoBepka MPaBUIBHOCTU JOCTABKH, BCKPHITHE KOHBEPTOB,
MOCTaHOBKA PErMCTPALIMOHHOTO MITaMIIa U T.11.);
* TpeABapUTENIbHOE paccMOTpeHHue (pacrpejeieHrue JTOKYMEHTOB Ha MOTOKH C Y4ETOM
JAJIbHEHNIIEr0 PACCMOTPEHUS U UCIIOJHEHMS);
* PpErucTpanmio JOKyMEHTOB B JKypHAJIE;
* paccMOTpeHHEe  JOKYMEHTOB 3aBeNyIOlIEeH,  PYKOBOJIUTEISIMU  CTPYKTYPHBIX
MOApa3AeIeHU U NPUHATHE YIIPABICHUECKUX PEIICHHUH (MPOCTaHOBKA PE30IIOHH);
* Iepefadvy Ha UCIOJHEHHUE;
*  KOHTpOJIb 32 UCIIOJTHEHHUEM JJOKYMEHTOB;
* HCIIOJHEHHE TOKYMEHTOB;
* HaIIpPaBJIEHUE UCIIOJIHEHHOI'O JOKYMEHTA B JIEJIO.
5.5.2 CpeacrBa 10CTABKH M OTIPABKH I0OKYMEHTOB
5.5.2.1 JloctaBka u OTHIpaBKa JOKYMEHTOB  OCYIIECTBIIIETCS CpPEACTBAMU IOYTOBOM,
KYpbEPCKOW U pa3NUYHBIMH BUIAMH 3JIEKTPOCBS3HU (TeneOoH, AIEKTPOHHAS M0YTa).
5.52.2 C mnomMomplo TMOYTOBOM CBSI3M JIOCTaBISIETCA U OTHPABISETCS MHUCbMEHHas
JOKYMEHTallMs B BUJIE TTMCEM, IIOYTOBBIX KapTO4eK, OaHIeposeil 1 METKUX MaKeTOoB.
5.5.2.3 Ilo xaHajmaM O3JEKTPOHHOM CBSI3M MOCTYNAIOT M OTIPABISIOTCS: JJIEKTPOHHBIE
JOKYMEHTBI M 3JIEKTPOHHBIE COOOILIEHUS.
5.5.3 Ilpuem, 00padoTKa ¥ MPOXOXKACHUE MOCTYNAOUIAX JOKYMEHTOB
5.5.3.1 TlpueM u mnepBUUHYIO OOPaOOTKY MMOCTYMAOMIEH KOPPECIOHJISCHIIUH C TOMOIIBIO
MIOYTOBOM CBSI3U OCYLIECTBIISIET 3aBEAYIOIIAs MU AETONPONU3BOIUTEIND.
5.5.3.2 B nmpomecce mnepBOHAYANbHON OOpPaOOTKH TOCTYMAOMEH KOPPECTIOHACHINN
MIPOBEPSIETCS MPABUIIBHOCTD JOCTAaBKH U LIEJIOCTHOCTD BIIOKEHUH.
Omnbo4HO pUCTaHHBIE TOKYMEHTBl BO3BPALIAIOTCS OTIIPABUTENIO.
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Bce xonBepthl (OaHzmeposiv), B TOM 4YHCJIE€ C MOMETKOM OrpaHMYEHHOTO [OCTYyMa, 3a

HCKIIIOUYEHUEM UMEIOLIUX TOMETKY «JIMYHO», BCKPBIBAIOTCSL.

[Ipn oTCyTCcTBUM Ha JOKYMEHTE HAaUMEHOBAHUS OTIIPaBUTENSA U €ro ajapeca, K JOKYMEHTY

npuiaraercst KoHBepT. KoHBepThI Nmpuiaratorcs K JTOKYMEHTaM TaKXe U B TOM cilydae, Korja

JaTa MOYTOBOrO IITEMIIENs] HE0OXOJuMa B KAaueCTBE JI0KA3aTENIbCTBA BPEMEHH OTIPABKH U

MOJIy4€HHUS JOKyMEHTa. Bo Bcex ocTalbHBIX CIIydastX KOHBEPThl YHUUTOKAOTCS.

5.5.3.3 Ilpu oOGHapyKeHUH OTCYTCTBUSI JOKYMEHTA WM MPUIOKEHUN K HUM COCTABIIAETCS aKT

B TpeX OK3eMIUIIpax: TepBbId OCTaeTcs B KaHIEISApUH, BTOPOM mpuoOIIaeTcs K

MOCTYIUBIIEMY TOKYMEHTY, TPETUI HAIIPABIISIETCS] OTIPABUTEINIO TOKYMEHTA.

5.5.3.4 JIOKyMEeHThI B RJIEKTPOHHOM BHJe, noctynawomue B JIOY, nomydaer 3aBenyromas u

JEJIONPON3BOANTEND. JIOKYyMEHTBI TPOXOAAT MPEIBAPUTEIILHOE PACCMOTPEHHUE, PACCMOTPEHUE

PYKOBOJCTBOM.

5.5.3.5 llepenaua u pacCMOTpPEHHE ITOKYMEHTOB JOJKHBI OCYIIECTBISITECA B JI€Hb HX

noctymieHus. CpouyHas KOpPpPECHOHACHIUs IepeAaeTcsi Ha pPacCMOTPEHUE PYKOBOACTBY

HEMEIJIEHHO.

5.5.3.6 Pe3ynbraThl paCCMOTPEHHUS OTPAKAKOTCS B PE3OJIFOLUSIX

5.5.3.7 Ecnmu nopyudenue pykoBoacTBa OV BO3M0KEHO Ha HECKOJBKO HCIOJIHUTEIECH WU

TpeOyeTcsi MOAroTOBKa OOOOIIEHHOTO OTBETA, B PE30JIONMU YKa3bIBA€TCS OTBETCTBEHHBIN

UCIIOJIHUTENb, MO TPeOOBAaHHIO KOTOPOTO COMCIIOJHUTENN O0O0s3aHbl MPEJCTaBUTh BCE

HEOOXO/IMMblE MaTepHalibl B YCTAaHOBJIEHHbIH UM Cpok g o0oOmenus. [lpu sTom

0000I1IIEHHBIN OTBET AOHKEH ObITh 3aBU3MPOBAH BCEMHU UCIIOJIHUTEISIMU. ECITU OTBETCTBEHHBIN

WCIIOJHUTENNb HE ONpPEAENiIeH, TO OTBETCTBEHHBIM 3a MWCIOJHEHUE TOPYUYEHHS SBIAECTCS

PYKOBOJIUTEINb, YKa3aHHBIN B PE3OJIIOLIMH ITEPBHIM.

5.5.3.8 JlokyMeHTBHI, TIO CBOEMY XapakTepy He TpeOyromue Kakux-1u00 CIelHalbHBIX

yKa3aHUN 3aBEAYIOLIET0, MOTYT OBITh HAmpaBi€Hbl I HCIOJIHEHHUS HENOCPEICTBEHHO

3aMECTUTENSIM 3aBEIYIOLIETO M PYKOBOAUTENSAM CTPYKTYPHBIX MOAPA3/AeICHUM.

5.5.4 PerncTpauus U y4eT NOCTYNHMBIIMX JOKYMEHTOB
5.5.4.1 Bce mnoctynaromiue (BXOASLIME) TOKYMEHTHI COPTHPYIOTCS Ha PETUCTPUPYEMbIE U
HEPETUCTPUPYEMBIE.
Ilepeuens cpynn nepezucmpupyemvix 00OKyMEeHmMo8 npeocmaeien ¢ madauye 4.

Taomuna 4

HanmeHnoBaHue rpyIn HEpEruCTPUPYEMBIX TOKYMEHTOB [Ipumeuanue

1 I'OCTg1, OCTr1, TY

2 | IoKyMeHTBHI 110 MaTepUaTbHO-TEXHUYECKOMY 00€CIIeUeHHIO,
CTaTHCTUYECKas U OyXraiarepckas ydyeTHas U OT4eTHas
JOKyMEHTaIus

3 | Koppecnonaenuus, agpecoBaHHasi paOOTHHUKAM C TIOMETKOM
«JIngHO»

[11anoBO-(pUHAHCOBBIE TOKYMEHTHI

[leuyaTHble n3gaHus (KHUTH, XKYpPHAJIbI, OIOJUIETCHH U T.I1.)

HOS}IpaBI/ITeJ'H)HI)Ie nrucbMa, TCJICTPpaMMBbl

[IpelickypaHTBI

[TpurnacutensHble OUIETHI

O|oo|No| o>~

[Tporpammbl KoHpEepeHInH

10 | Pexmamubie MaTepuabl (JINCTOBKH, MPOTPAMMBI, TIPOCTICKTHI,
W3BEIICHUS)

11 | YyeOHble 11aHBI, TPOTPAMMBI

12 | OOBSICHUTENBHBIE 3ANIUCKHA




23

dopma KypHaja perucTpaluu MOCTyMHarouleil KOppecHoHJEHIMU (Jajnee Mo TEeKCTy -
BXOJA1Iast JOKYMEHTalus) npeacrasieHa B [Ipunoxenun XK.

5.5.4.2 Jlonnyckaercs OTAEIBHO PErMCTPUPOBATH JOKYMEHTHI IO OyXraiTepCcKOMY YUETY.
5.5.4.3 JIOKyMEHTBI PEeruCTPUPYIOTCS HE3aBUCHUMO OT COC00a WX JIOCTaBKU, MEepefadyu WUIu
CO3/aHMSL.

[TocTynaronue JOKYMEHTbI pErUCTPUPYIOTCS OJIUH pa3:

- IOCTYMAIOIINE - B JIEHb MOCTYIUICHUS;

- CO3/laBaeMbI€ - B JICHb MOJMUCAHUS WIH YTBEPXKICHUS.

5.5.4.4 Peructpanus u y4eT NOCTYNUBIIEH TOKYMEHTALMU OCYIIECTBISETCS OTBETCTBEHHBIM
3a penonpousBoctso. B JIOY npunsTa )xypHaibHas Gpopma ydeTa TOKyMEHTALUH.

Ha nokyMmeHTax, MoOJjieKaluX pEerucTpalyy, B HUKHEM YTy IMEpPBOTO JIMCTAa TOKyMEHTa
MpOCTaBJseTCs WTaMl (OTMETKA O MOCTYIUIEHUH), B KOTOPOW YKa3bIBa€TCs AaTa MOCTYIICHUS
U BXOJSIIUN perrucTpaliMoOHHbIN HOMep (1ntami 1, 2).

Bx. Ne

« »

Mramm 1

[TocTynuBme TenerpaMmsl, pETUCTPUPYIOTCS BMECTE C IMCbMaMH.
5.5.4.5 JlokyMeHTbI, 3aperucTpUpOBaHHbIE, B JI€Hb MX IOCTYIUICHUS IepeAaloTcs Ha
paccMOTpeHue pyKOBOJCTBY.
[lonnuHHUK JOKYMEHTa C pE30JIIoLMed ocTaeTcs B KaHUEISPUM, a HCHOJHUTEISIM
HaIPaBJISIFOTCS KOIMU JOKYMEHTa. B MCKIIOYMTENBHBIX ClydasX HCHOJHUTENI0 Neperaercs
MOJJUHHUK JTIOKyMEeHTa (C OTMETKOH B XypHaie). Ha xonmusix HOKYMEHTOB MHpOCTaBIsIETCS
mramn «BepHo» (mramm 4).

5.5.5 Peructpauus U y4yer OTHpaBJ/isieMbIX IOKYMEHTOB
5.5.5.1 Perucrpauuio  oTnpaBisieMbX  (MCXOASIIMX)  JOKYMEHTOB  OCYIIECTBISET
nenonpousBoautenb. Gopma xxypHalia perucTpauu OTIpaBiIsieMoil KOppecnoHIeHInH (fanee
MO TEKCTY — UCXO0d1as JoOKyMeHTauus) npuseaeHa B [Ipunoxenun XK.
5.5.5.2 Tlocne mpuCBOEHHS JAOKYMEHTY PETUCTPALlMOHHOTO HOMEpa KOMHUS JOKYMEHTa C
BHU3aMHU U NPUJIOKEHUSIMH B COOTBETCTBUM C HOMEHKJIATYypO#l JeNl MOAIIMBAETCA B JENO, a
MEPBBINA FK3EMIUISIP JOKYMEHTA MOCTYIAET Ha OTIPABKY.
5.5.5.3 HudopmannoHHble COOOIICHHS ONEPATUBHOTO XapakTepa, MPOEKThl JOKYMEHTOB
MOTYT NepeaBaThCs HEMOCPEACTBEHHO U3 MOIpa3AeTeHHs 0€3 UX PETUCTPAIIH.

5.5.6 Peructpanusi ¥ opranu3anus IBUKeHUsS] BHYTPEHHUX JOKYMEHTOB
5.5.6.1 IlpoxoxaeHne BHYTPEHHUX TOKYMEHTOB Ha dTamax WX MOATOTOBKH U O(GOPMIICHHUS
JOJDKHO COOTBETCTBOBATh IMPOXOXKACHHUIO OTIPABISEMBIX JOKYMEHTOB, a Ha 3Tame
MCIIOJIHEHUS — MOCTYMAOMINX JOKYMEHTOB.
5.5.6.2 Ilpuka3bl 0 OCHOBHOM JEATEIBHOCTH PETUCTPUPYIOTCS. YUET NPUKA30B BEACTCS B
KypHaJle perucrpanuu npukazos. @opma xxypHana npuseaeHa B [Ipunoxenun 3. ITpukassl o
JETSIM: 3a4UCIIEHHUE, OTUYUCIIEHHUE, IEPEBOJIE PETUCTPUPYIOTCS.
5.6.6.3 Ilpuka3pl MO JMYHOMY COCTAaBY pPETUCTPUPYIOTCA JejonpousBoautenemM. Hm
MPUCBANBAIOTCS MOPSAKOBBIE HOMEPA B IIPEeiax rojia ¢ OyKBeHHbIMU UH/IEKCAMHU.
5.5.6.4 Bce ocranbHble BHYTPEHHHUE JOKYMEHTHI (IPOTOKOJBI, AKThI, KCEPOKOMUU M T.II.)
PErUCTPUPYIOTCS B )KypHaJe perucTpauuu BHyTpeHHel nokymenTanuu (Ilpunoxenue 3).
Jlonmyckaercss OTIENbHO MPOM3BOJIUTH PErHCTPALMI0 CIYKEOHbIX (JOKJIAIHBIX) 3aIMCOK.
dopma perucTpanun ciay)eOHbIX (JIOKIaIHBIX) 3aMuCcOoK npuBeaeHa B [Ipumoxxenun 3.



24

5.6 KoHTpOJIb MCTIOJIHEHUS] JOKYMEHTOB U MOPY4YeHU
Kontponb ucnoiHeHHs JOKYMEHTOB W MOPYYEHUU (Janee Mo TEKCTy — JAOKYMEHTOB) —
COBOKYIHOCTh JIEUCTBUM, OOECINEUYMBAIONIUX CBOECBPEMEHHOE WCIIOJHEHHUE JIOKYMEHTOB,
co3nanHbIX B JIOY, MOCTYNMBIINX U3 BBIMIECTOALMX OPraHU3ali, OT IPYTrUX OpraHu3aluil.
PaGotnuku J10Y, OTBETCTBEHHBIE 3a UCTIOJHEHUE TOKYMEHTA, XapaKTep U CPOKHU UCIIOITHEHUS
YKa3bIBAIOTCS B PE3OJIONMH JIOKYMEHTA PYKOBOJCTBOM, a TaKXe B PacHOPSAIUTEIbHOU
JOKYMEHTalUU (TIPUKa3bI).
KoHTposb uCTIOHEHNS JOKYMEHTOB OCYLIECTBIISAET 3aBEYIOIAS.
5.7 U3roToBjieHne, y4eT, HCIOJb30BaHHE U XPaHEHHE MeYaTed U ITaMII0B
5.7.1 B cootrBerctBun ¢ I'OCT 6.30 orThck medatd 3aBepsieT MOMJIUHHOCTh MOAMHCH
JOJHKHOCTHOTO JIMIIA Ha JIOKYMEHTaX, YJOCTOBEPSIONIMX MpaBa JUl], (GUKCHUPYIOUINX (aKTHI,
CBSI3aHHBIC ¢ (DMHAHCOBBIMH CPEACTBAMU U 0053aTENILCTBAMHU, a TAK)KE HAa MHBIX JOKYMEHTAaX,
MpeAyCcMaTPUBAIONINX 3aBEPEHUE TTOJTMHHOCTHU TTOAIHUCH.
5.7.2 B cootBerctBUn ¢ YctaBoM MBJ/IOY «MmxaBuHckuii nerckuii can  «bepeskay
UCIIONIb3YIOTCSl KpyTriasi medarth ¢ (UpMEHHBIM HaWMEHOBaHWEM oOpranuzanuu. Pemienue o
HEOOXOIUMOCTH W3TOTOBJICHUS W UX KOJUYECTBE IeuaTed mpuHumMaeT 3aBedyromas MBJIOY
«nxaBuHckuid nerckuil cag «bepe3ka» 3asBKa Ha W3rOTOBJIIEHUE I€YaTEd IEepenaeTcsl B
aJIMHHUCTPATUBHO-XO3AMCTBEHHYIO CIIYkO0y, KOTOpas pa3MellaeT 3aKa3 Ha MNpEeInpHsITHH —
W3TOTOBUTENIE MTEYaTEM.
5.7.3 llewaTbt0 OpraHW3alMU 3aBEPAIOT MOANWCH 3aBEAYIOLICH, €r0 3aMECTUTENICH, a TaKkKe
OPYTUX JOJDKHOCTHBIX JIMI, KOTOPBIM JOBEPEHHOCTHIO WM TPUKA30M 3aBEAYIOIIETO
MpEACTaBIEHbI COOTBETCTBYIOIIUE TTOJIHOMOYHSI.
5.7.4 Ilepenaya neyaTeii HOCTOPOHHUM JIMIIAM U BBIHOC UX 3a npeaeinsl IOV He pomyckaercs.
5.7.5 Yder umeronmxcs neyaTteid M ITAaMIIOB OCYIIECTBISETCA B CHEUUAIBHOM KypHaje ¢
MIPOCTABJICHUEM HX OTTUCKOB. JIMCTBI KypHalla y4yeTa neyaTed M ILITaMIIOB HYMEpPYIOTCH,
MIPOIIHYPOBBIBAIOTCS M OTIEUATHIBAOTCHI.
Brimaua meuaTeld M IITAaMIOB OCYIIECTBISIETCS TMOJ] PACMUCKy paOOTHUKAM, MEPCOHAIBHO
OTBETCTBEHHBIM 32 UX UCMOJIb30BaHUE U XPAHECHHUE.
5.7.6 OTBETCTBEHHOCTHh 32 3aKOHHOCTb HCIOJIb30BAHUS M HAJECKHOCTb XpaHEHUs TIJIaBHOMN
MeYaTh OPraHu3aliy BO3JIAraeTCsl Ha 3aBEAYIOIIYIO.
5.7.7 llpumenumue B HEroJAHOCTh W YTPATUBIIME 3HAYCHUE MEYATH M IITAMIIBI MOJIEKAT
BO3BpaTy IO MECTY BBIJAUH, IJI€ OHH YHUYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH OTMETKON B
KypHaJie y4eTa.
5.7.8 B cnydae cnyxeOHOM HEOOXOAUMOCTH 10 PEIICHUIO 3aBEAYIONICH JOMyCKaeTcs
W3TOTOBJIEHUE AOMOJHUTEIbHBIX K3EMIUISIPOB IEYaTe.
6. CoctaBienne HomeHkaaTypsl ae
6.1 O0uue mosoKeHUs
OTBeTCTBEHHOCTh 3a Pa3pabOTKy CBOJAHOW HOMEHKIATYyphl JIe  BO3jaraercsa Ha
JEIONPOU3BOIUTETIS.
OTBETCTBEHHOCTh 3a pa3pabOTKy HOMEHKJIATYpPhl e TOJApa3Je/ieHU Bo3jaraercs Ha
PYKOBOAUTENCH CTPYKTYPHBIX MOAPA3ACTICHUI.
6.2 CocTaBiieHue U opopmiieHHEe HOMEHKJIATYPHI JeJ
6.2.1 Homenknarypa nen odopmisiercss Ha Omanke (dopmatr A4). Bun gokymenta —
HOMEHKIJIATYPA JIEJI — numyTr #OponucHeIMH —(3arjiaBHbIMU) OykBamu. JlaTa
HOMEHKJIATYPBI JIe)T — JaTa €€ MOAMNKMCAHNS, HO OHa HE MOXET ObITh To31Hee | ssHBaps roja, Ha
KOTOpBbIN OHA pacnpoctpansercs. uaekc (No) HoMEHKIAaTyphl 1e] — 3TO €€ PEruCTPallMOHHbBIN
HOMep. MecTo cocTaBiieHHsI — MECTOIONIOXKEeHUe opranu3anuu (p.n. MuxasuHo). B 3aronoske
K TeKCcTy (Ha roJl) yKa3bIBaeTcs TroJl, Ha KOTOPBIM pacHpOCTPAHIETCA JaHHAs
HOMEHKJIaTypa Jell.
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TexcT HOMEHKIJIATYphI JeJl COCTaBIIsAETCA B TAOIMUYHOM opMeE U COCTOUT U3 JIBYX YaCTEH:

° OCHOBHOM YacCTH;

o UTOTOBOM 3alMCH O KaTErOpUsAX U KOJUYECTBE 3aBECHHBIX JIEII.

®opma HoMeHkatypsl aen JJOY npuseaena B [Ipunoxenuu K.

6.2.2 3anonHenue rpad HOMEHKIATYPHI AET

I'pada 1 «MHneke gemna»

B nepBoii rpade HOMEHKIIAaTyphl Jen (MHACKC Jieia) IpOoCTaBIseTcsl UHIEKC (HOMEp) KaXIoro
Jiena, BKJIIOUEHHOTO B HOMEHKJIATYDY.

Hnoexc dena BKIIOYAET yclIOBHOE 0003HAUEHHUE pa3zeiia / moapaszenna (MHAEKC CTPYKTYPHOTO
No/Ipa3JIeieHHsl) U OPSAIKOBBII HOMEp camMoro Jiena.

Hanpumep, 03-01 o3nauaet, yuto 03 — otmen kaapo, 01 — MOpsAIKOBBIH HOMEp Jela B
HOMEHKJIaType JAaHHOIO CTPYKTYPHOTO MOApa3AesieHus 3a 3TOT roA. I'pynmbl nuudp uHaeKca
OTJIEJISIFOTCS OJTHA OT JPYTOU ¢ TIOMOIIBIO TUPE. 33

Nunekc nena 03—01 o3Hadaer, yTo yKa3aHHOE €O BKJIKOYEHO MEPBBIM IO MOPSIAKY B
HOMEHKJIATYpPyY JeJI CTPYKTYPHOTO MoApa3aencHus, umeromiero Homep 03 (oTaen Kaapos).
OTOT e UHACKC MPOCTABISIETCS Ha 00J10J4CKe U HA KOpeuiKe 0ed.

I'pacha 2 «3aronoBok nena»

[Ipu hopmupoBaHuu A€ HEOOXOIUMO COOIIOAATE OCHOBHbBIE NPABUILA.

- B JIeJI0 TTIOMENIAIOT TOJBKO MCIIOTHEHHBIE TOKYMEHTHI. [Ipu 3TOM TOKYMEHTHI TOKHBI OBIThH
MPaBUIBHO OPOPMIIEHBL;

- opMuUpPYIOT [eN0 U3 JOKYMEHTOB OJHOTO KaJIeHJApHOTO roja (B BUAEC MCKIIOYEHUNH MOTYT
OBITH TIEPEXOIAIIKE JIeIa U JINYHBIC JIeNa);

- OTJEIBHO B JieJia TPYNIHUPYIOTCS TOKYMEHTBI IOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XPaHEHUS;
- B JIeNI0 TOJIIMBAIOTCSA JOKYMEHTHI-TIOJJIMHHUKN B OJHOM OJK3eMIUISIpe (UCKIIOUEHUS —
YEpPHOBUKH 0CO00 IICHHBIX JIOKYMEHTOB);

- IOKYMEHTbI, OTHOCSIIIIECS K PELIEHUIO OJIHOTO BOIPOCA, TPYMIUPYIOTCS B OJTHO JIETIO.

- B JIEJIO TIOMENIAIOT OCHOBHBIE JOKYMEHTHI U MPUIIOKECHUS K HUM,;

B coorBercTBMM € O3THUMH TMpaBUJIAMHU PACIOPSAIUTEIbHBIE JOKYMEHTHI OpraHu3aluu
TPYIIUPYIOTCA B JI€Jia [0 BUJAM U XPOHOJIOTHUHU.

B npenenax pas3aenoB 3aroyioBKH €7 pacroiaraioT B COOTBETCTBUU CO CTENEHBIO BaXKHOCTH
JIOKYMEHTOB U UX B3aMMOCBSI3bIO:

- BHAYaJIe CUCTEMATU3UPYIOT IOKYMEHTBI BBIIIECTOSIIIINX OpraHU3allnid;

- 3aTeM JieJla C paclopsIUTEIbHBIMA JTOKYMEHTAMU CBOETO PYKOBOJCTBA, KOJJIETHAIBHOIO
OpraHa u T. 11.;

- B TOCJEIHIO OYepelb — CIPABOYHO-UH(GOPMAIMOHHBIE JTOKYMEHTH (TIeperucKa,
JOKJIa/IHbIE 3aITUCKH, CIIPABKU U T. 1.).

B xonIe xaxaoro paszjena HOMEHKIATYPhl OCTaBISIOT 2—3 CBOOOJHBIX (pE3epBHBIX) HOMEpa
JUTSI 3aBEJICHUS paHee HE MPEelyCMOTPEHHBIX JEl.

I'pada 3 «KonaudecTBo A€, TOMOB, YacTen»

Hannas rpada 3anoansiemcs 6 KoHye 200a, Tak Kak B T€UEHUE ToJia TOJl OJHUM 3aroJIOBKOM
MOJKET OBITh 3aBE/ICHO HE OJJHO, @ HECKOJIBKO JIe]T — TOMOB.

O0beM nema He AOKEeH mnpeBbimarh 250 muctoB. Eciam mokymMeHTOB B fiene Ooiiblie, J1eIo
JEUTCS. HA TOMa, KOTOPbIE UMEIOT TOT 7K€ 3ar0JIOBOK.

I'paca 4 «Cpok xpaHeHuUd Jiena, ToMa, YaCTH U HOMepa cTaTel o MepeyHIo»

B nanHoi#i rpade mpocTaBiSIOT CPOKHM XPAHEHUS TOKYMEHTOB CO CCHUIKOM Ha HOMEp CTaTbU
COIVIACHO THUIIOBOMY WJIM BEJOMCTBEHHOMY IIEPEUHIO JIOKYMEHTOB. FEciu HWCHOJIBb3YIOT
HECKOJIbKO nepedHeil, To B rpade «lIpuMeuanus» HYXHO yKa3aTh UX Ha3BaHMSL.

I'pada 5 «[Ipumedanus»

JlanHas rpada 3anoJaHIeTC 8 meyeHue 200d, €Clii HyKHO CIeJIaTh OTMETKH:
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- 0 3aBEJICHUU JIeJT;
- 0 IEPEXOIALINX JEeNaX;
- 0 TIepeaye J1eN B IPyroe CTpyKTYpHOE MOAPAa3AeIEHUE WK B APYTYIO OPraHU3alNIo;
- O BBIJICTICHUH JIe] K YHUUTOXKEHHUIO;
- 0 JINLIaX, OTBETCTBEHHBIX 3a (POPMUPOBAHME JIE] B CTPYKTYPHBIX MOAPA3EICHUSIX, U T.I1.
[lo OoKOHYaHMM KaJEHJAPHOTO ToJa B KOHLIE HOMEHKJIATYphl JI€J COCTaBIISI€TCS HUTOroBas
3auCh O KOJMYECTBE 3aBEJCHHBIX JIeJT TOCTOSHHOTO M BPEMEHHOTO (OTAENBHO) CPOKOB
XpaHeHUsI.
6.2.3 CorytacoBanue M YTBEPKJICHUE HOMEHKIIATYPHI JIET
Homenknamypa oen: mOJNUCHIBAETCS I€TONPON3BOAUTENIEM; YTBEPKIAETCS 3aBEIYIOLIEH.
Homenxnamypa oden  cmpykmyphoco  noopaszoenenuss  SIBASETCS  4YacThO  CBOJIHOM
HoMmeHkatypsl nen JJOVY. [Ipemioxkenus ot nmoapasaeiaceHui Jisl BKIIOYEHUSI B HOMEHKIIATYPY
nein noaarTtces no popme [punoxenus JI.
VYTBepkIeHHas HOMEHKJIATypa /ey ACUCTBYET B TEUCHUE 5 JIET U TOJIJICKUT MEPECOCTABICHUIO
U MEePEYTBEPKACHUIO B CIIy4ae U3MEHEHUsI CTPYKTYPHI Wi GyHKIuH. Ecnu Takux n3MeHeHui
HE TMpPOU30LLIO, TO B KOHIE KaXJOro ToJa OHAa IeperneyaThiBaeTCs, YTOUHSETCS U
ABTOMATUYECKU BBOJUTCA B ICMCTBUE C | sTHBaps CIEAyIOLIEro roja.
6.2.4 MToroBas 3amuch 0 KaTErOPUAX U KOJTMYECTBE 3aBEACHHBIX JIET
[lo oxoHYaHMM [ETONMPOM3BOACTBEHHOTO TOJa B KOHIE HOMEHKJIATYphl JAEN 3aloJIHsAETCS
UTOrOBAas 3allMCh O KOJUYECTBE 3aBEACHHBIX JIe] (€UHUL] XPAaHEHHS) OTAEIBHO MOCTOSIHHOTO
Y BPEMEHHOT'O XpPaHEHHUS.
HtoroBast 3ammch cocraBisiercss W K HomeHkinarype naen JAOY u k HOMEHKIatype Jen
CTpYKTypHOTO Toapa3aeneHus (popma onunakoBas). O6paszen; ee ohopmiaeHuUs: MPUBEICH B
[Tpunoxennn K.

/. ®opMupOBaHHE JOKYMEHTAJIBLHOIO (poHaa. CucTeMaTU3alUsl JOKYMEHTOB, UX

yueT u o0ecrieyeHue COXPaAaHHOCTH

7.1. OcHOBHBIE TPeOOBaHUA K (POPMHUPOBAHMIO /ie]1 B [1eJIONPOU3BOACTBE
7.1.1 ®opMupoBaHue €1 MPOBOJUTCSA HA OCHOBAaHUN HOMEHKIATYPBI JEII.
7.1.2 TIpu popmMupoBaHHUH J1e]1 HEOOXOAUMO COOIIOIATh CICAYIOIINE MpaBua;
- B JIeJI0 TIOMELIAIOTCS TOJBbKO HMCIOJHEHHBIE JTOKYMEHTBI, COOTBETCTBYIOLIUE IO CBOEMY
COJIEP’KaHUIO 3ar0JIOBKY Jieja 10 HOMEHKIJIATYpe JIe;
- B JIEJIO TOMEIAIOTCS BCE TOKYMEHTBI, OTHOCSLIUECS K PA3PEIIEHUI0 OAHOIO BOIIPOCA;
- IPUJIOKEHUS TTIOMEIIAIOTCA B JIEJI0 BMECTE C OCHOBHBIMH JIOKYMEHTaMU;
- B JIeJ0 TPYNIUPYIOTCS JOKYMEHTHI OJIHOTO KaJeHJapHOro Troja, 3a HUCKIIOYEHUEM
MEPEeXOASIINX JIed, CyIeOHBIX e, JWYHBIX JeJ, Nepuoj]i (GOPMUPOBAHHS KOTOPHIX HE
COBIAJAET C KaJICHJAPHBIM T'OJI0M;
- JOKYMEHTHI TOCTOSSHHOTO W BPEMEHHOTO CPOKOB XpaHEHUS TPYNIUPYIOTCS B Jena
pa3lenbHo;
- B JIEJIO BKJIFOYAETCA 110 OJJHOMY IK3EMIUIAPY KaXK10r0 JOKYMEHTA;
- B JIeJl0 HE BKJIOYAIOTCS JOKYMEHTBHI, MOJUIeKalllue BO3BpaTy, JMIIHUE M UYEPHOBBIC
AK3EMILIAPHI TOKYMEHTOB (32 UCKIIFOUEHHEM 0CO00 1IEHHBIX);
- KQX/IbIH JOKYMEHT, TOMEIICHHBIN B JIENI0, T0JKEH OBITh MPaBUIILHO OpOpMIICH (MMETh JaTy,
MOAMUCH, U IP. PEKBU3UTHI);
- 1o 00beMy J1e10 He JOJKHO mpeBblaTh 250 IHUCTOB, MpH TONIIMHE HE Oojee 4 cM (mpu
MPEBBIICHUU 00bEMa 3aBOJUTCS BTOPOM TOM, TMPU HAIWYUU B JeJIe HECKOJBKUX TOMOB
(dacrteil) MHJEKC W 3aroJIOBOK Jieja MPOCTAaBISAETCS Ha KaXKJIOM TOME C J100aBJIE€HUEM «T.1»,
«T.2» U T.11.).
7.2 I'pynnupoBKa OTAEJbHBIX KATErOpUii J10KyMEHTOB
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7.2.1 PacnopsiaurenpHble JNOKYMEHTBI TPYIIIAPYIOTCS B J€Jla 110 BHJAM W XPOHOJIOTHH C
OTHOCSIIIUMUCS K HUM IPHUIIOKEHUSMH.
7.2.2 IlonokeHusi, WHCTPYKLUUH, YTBEPKAEHHBIC PpACIOPAOUTEIBHBIMU JTOKYMEHTAMU,
ABJIAIOTCS NPUIOKEHUSAMU K HUM M TIPYNIUPYIOTCS BMECTE€ C YKa3aHHBIMM JOKYMEHTAMHM.
Ecnu xe oHM yTBEpXAEHBI B KAUECTBE CAMOCTOSITENIBHOIO JTOKYMEHTA, TO UX TPYNIHPYIOT B
CaMOCTOSITEJIbHBIE JIETIA.
7.2.3 Ilpukaspl 1O OCHOBHOW JESTENBHOCTU TPYNNUPYIOTCS OTAEIBHO OT IPUKA30B I10
JMYHOMY COCTaBY.
7.2.4 Ilpukazpl 1O JMYHOMY COCTaBy TIpPYNIUPYIOTCS B Jela B COOTBETCTBUU C
YCTaHOBJIEHHBIMH CPOKaMHU XPaHEHUSI.
JIOKyMEHTBI B JIMYHBIX J€JaX PacloJlaraloTCsi B XPOHOJOTMYECKOM IOpSAJKE IO MEpe HX
MOCTYIUICHHUS.
7.2.5 llepenncka rpynnupyercs, KakK TMpaBUIIO, 3a TMEpPUOJ KAICHAAPHOTO TOJa H
CUCTEMATU3UPYETCS B XPOHOJIOTMYECKOMN MOCIIEN0BATEIbHOCTH: JOKYMEHT-OTBET [TOMEIIAETCS
332 JOKyMEHTOM-3aIIPOCOM.
[Ipy BO30OHOBIIEHMHU MEPENUCKHU MO ONPEIEICHHOMY BONPOCY, HAyaBIIECHCs B MPEIbIAyIIEM
roay, JAOKYMEHThl BKJIIOYAIOTCS B JI€JI0 TEKYLIEro roja ¢ YKa3aHMEM MHJIEKca Jelna
IIPEABIAYLIETO TOAA.
7.2.6 1IpOoTOKOIBI COBEIIAHUI Y PYKOBOJCTBA U Ap. TPYNIIUPYIOTCS IO XPOHOJIOTUH U NOPSIAKY
HOMEpOB. JIOKyMEHTHI, IOJITOTOBJICHHBIE K COBEIIAHUSM, MOMELIAIOTCS TIOCTIE MPOTOKOJIOB B
IIOCJIEJOBATEIBHOCTH PaCCMOTPEHHUS BOIIPOCOB.
7.2.7 OO030pbl, NOKJIAIHBIE 3aMUCKU, aKThl, CHPAaBKM U JAp. JOKYMEHTBI, OTpa)karollue
nearenbHoCcTh JJOY rpynnupyroTcs B OAHOM J€J€, €CIM OHHU KacaroTCsl OJHOTO M TOTrO Ke
BOITpOCA.
7.2.8 B nenax, HaxoOASAIIMXCA B JIEJIONPOU3BOACTBE, JOKYMEHTHI TEKYIIEro rozaa
pacrojararoTcsi o XpoOHOJIOTMH CHU3Y BBEPX IO Mepe nocTyrieHus. [1pu noaroroske k ciaye
B apXuB Jiela C JOKYMEHTaMHU IOCTOSSHHOrO M BpeMeHHoro (cBbimie 10 jeT) XpaHeHus
nepeoGopMIIIOTCs B OOpaTHOM MOPSJKE: JOKYMEHT, MOCTYNMBIINN B KaJEHAAPHOM TOAY
MOCTICIHUM, JIOJDKEH OBbITh BHU3Y Jlefla, a MEPBBIA JOKYMEHT KaJIeHIapHOTO roja - BBEPXY
7ieia, IEPBBIM.
7.2.9 llpun nepemmMBKE IJOKYMEHTOB H3 OJHOrO Jejla B JPYyroe Ha JIMCTE-3aMEHUTEIE
YKa3bIBaeTCs, KyJa MEePEelInT JOKYMEHT.

7.3 IloAroToBKAa J1eJ1 K AapXUBHOMY XpaHeHHI0 (odopmiieHne 1en)
7.3.1 Ob6mue TpedoBaHUs
7.3.1.1 OdopmiieHune nea NpoXoauT B Ba dTara.
- [IpU MX 3aBE/ICHUY;
- 110 3aBEPIICHUH ro/1a.
7.3.1.2 Tloka neno HaXOAUTCS HAa ONEPAaTHBHOM XPAaHEHUU B CTPYKTYPHOM IOJIpa3JeJIeHHH,
OHO O(GOpPMIICHO NHUIIb YacTUYHO (00NIOKKa, monammuBka). Ho mepen cmadeil Ha apxXuBHOE
XpaHeHue Aeno oopmiisieTcss OKOHYATEIbHO, @ UMEHHO:
- COCTaBJISIETCS] BHYTPEHHSS OMKCH;
- COCTaBJISIETCS 3aBEPUTENIbHASI HAITUCH (JINCT-3aBEPUTEID);
- IOAIINBAETC (IIEPETIETAeTCs) 1ETI0;
- IPOHYMEPOBBIBAIOTCSI JIUCTHI €14,
- oopmutsieTcst 00JI0KKa Jiena.
Hena BpemeHHoro (mo 10 JjeT BKIIOYMTENBHO) XPAHEHHUS MOJUIEKAT YaCTUUYHOMY
opopmiuenuto. B 3ToM ciayyae MOXKHO HE HymMepoBaThb JIMCThI B Je€jax, MOAIIUBATH JHUCT-
3aBEpUTEIb JIeIa U IOMENIaTh JIEJ10 B KECTKUN NepeIlIeT.
7.3.2 OdopmiieHue BHYTPEHHEH OMUCH



28

BHyTpeHHsIsl onuCh COAEPKUT UH(POPMAIIMIO O 3ar0J0BKaX JOKYMEHTOB M O HOMEpax JIMCTOB,
Ha KOTOPBIX pPACIIOJIOKEH KaXIblii JAOKyMEeHT. POopMa BHYTPEHHEH OIMCU IIPUBEICHA B
IIpunoxxennu M.

7.3.3 OdopmiieHne 3aBepUTEILHON HAIITUCH

3aBepuTenbHas HAANKUCH (JIMCT-3aBEPUTENH JI€]a) YUYUTHIBAET KOJIMYECTBO JIUCTOB B JEJE€ U
¢ukcupyeT 0cOOEHHOCTH UX HyMepaluu. Kpome Toro, Bce U3MEHEHHS B COCTaBE U COCTOSIHUU
nena (MOBPEXJIEHUs, PUCOSIUHEHNE HOBBIX JOKYMEHTOB) OTMEUYAIOTCS B JIUCTE-3aBEpUTEIIC
Jena, KOTOPBIM pacmojlaraeTcs B KOHLE KaXKIOro Jiejla. 3aBepUTelbHAas HaANHUCh
MOJINHUCHIBAETCS €€ COCTaBUTENIEM C YKa3aHUEM pacIiM(PpOBKH MOJANUCH, AOHKHOCTH U JaThl
cocrasieHus. Popma nucra-3aBepuTens aeia npuseneHa B llpwioxennn H.

7.3.4 Hymepanus JIUCTOB

B nenax obecrneueHuss COXpaHHOCTH M 3aKPEIUICHUs MOPSAKA PaclojOKEHUs TOKYMEHTOB,
BKJIFOUEHHBIX B [I€J0, BCE €ro JHCTHI, KPOME JHCTa 3aBEPUTENs W BHYTPEHHEW OINMCH,
HyMmepyloTcs. JIUCTBI HyMepyroTcsi TpPOCTBIM KapaHJalloM BHHU3Y JHCTa, a IUudpb
MIPOCTABJISIIOTCS B IIPAaBOM BEPXHEM YTy JIUCTA.

KonunuecTBo 1MCTOB B Jiefie YKa3bIBalOT Ha 00JIOKKE.

Ecnu npu Hymepanuu 1McTOB AOMYIIEHa OMMOKa, TO CTapble HOMEpa 3a4epKUBAIOTCS U PSIIOM
MOCTABIIAIOTCS HOBBbIE. Eciin 0OHApYXMBArOTCS HEMPOHYMEPOBAHHBIE CTPAHUIIBI, TO HAa HUX
MPOCTABISIOTCA JOIMOJHUTEIbHBIE (JIMTEPHBIE) HOMEpPA, KOTOPBIE COJEPKAT MOPSAKOBBIN
HOMeEp MpenbIAYIIEro JiucTa U OykBeHHOE 0003HaueHue, Hanpumep: 13a, 37a, 71a, 716.
JlutepHbie HOMepa HEOOXOIMMO TIEPEUUCITUTh B COOTBETCTBYIOIIEH Ipade nucTa-3aBeputens
nena.

7.3.5 TpeboBaHus K IPOIIUBKE Jeia

7.3.5.1 JIOKyMEHTBI, COCTaBJISIIOIIME J€JIO, MOIUIMBAIOTCS Ha YEThIPE MPOKOJa B TBEPIYIO
O0JIOKKY M3 KapTOHa U NEPEeIUIETAIOTCS C Yy4eTOM BO3MOKHOTO CBOOOIHOIO UTEHHs TEKCTa
BCEX JIOKYMEHTOB.

7.3.5.2 [Ipu moaroToBKe AN K MOAIIMBKE (MEPemieTy) MeTaUIMYeCcKrue CKperuieHus (0yaaBKH,
CKpEIKH) U3 TOKYMEHTOB yaanstorcs. [lanee cBepinsarcs 4 (4eThipe) OTBEPCTHUS CIIEBA HA MOJIAX
JIOKyMEHTa (4TOOBl COXPAaHUTh YUTAEMOCTh TEKCTOB). PaccrosiHMe MeEXIy OTBEPCTHSIMHU
JOJKHO COCTaBJISATh HE MEHEE 3-X CAaHTUMETPOB, OTBEPCTHS JOJKHBI pacIoyiaraTbCsi CTPOro
M0 BEpTUKANMU (MO LEHTPY JIEBOTO MOJIA JUCTA WM HAa PacCTOSHUM 1,5 ¢cM OT JIEBOTO Kpas
aucta). Jlid NpoIIMBKM JOKYMEHTOB MOXKHO HCIIOJIB30BaTh MEPEIJIETHBIA CTAHOK WM
MPOUINTH TOKYMEHTHI C TOMOIIBIO TPOIIMBOYHON UTJIbI HUTKamMu npommuBHbIMU JIITT-210.
7.3.5.3 KoHIpl minarata mpornycKarTCs U3 HEHTPaTbHOTO OTBEPCTHS HA 000POTE MOCIETHETO
JIMCTA U 3aBA3BIBAIOTCS y3710M. OCTaBIIsIE€TCS OKOJIO 6 CM CBOOOJHOTO KOHIIA MMPOLTMBHON HHUTH.
7.3.5.4 Jleno onevarbiBaeTCs, HAKJIEWKOW Ha y3€J KaHIEISIPCKUM KileeM HakIehku 8 X 4 cMm ¢
3aBEPSAIOUICH HAJAIMKUCHIO U MEYATHIO.

7.3.5.5 TloaroToBieHHBIE M Oll€YaTaHHbIE Jejia nepereratorca. Ha mepemsiereHHble nena
HaKJIEUBaeTCs 00JI0XKKA.

7.3.6 O0n0kKa zema

O6noxka nena odopmisiercs mo ycranosieHHo popme (ITpunoxenue O). Ha ee BepxHem
MoJIe yKa3bIBaeTCsl B UMEHUTENbHOM najexe HauMeHoBanue JIOY. [locne vero ykassiBaeTcs
HaMEHOBAaHUE CTPYKTYpHOTO moppasfeneHusi. Ha o0mokke MuIIeTcs TakkKe MOPSIKOBBIN
HOMep JieJia Mo ONUCH (apXUBHBIN UGP) U UHIEKC Aela IO HOMEHKIIaType JAedl.

Ha nenax mocTosSSHHOro cpoka XpaHEHMs NUIIETCs: «XPaHUTh NOCTOSSHHO». CpPOK XpaHEHHUs
JieJla  yKa3bIBAaeTCs B IPAaBOM HIDKHEM YINIy 00JI0kkM jena. OOs3aTesbHO OTpaykaercs
uHdopmanust o gate xAena. Jlatod gena SBISIIOTCS KpalHUE JaTbhl JOKYMEHTOB Jiena.
VYka3bIBaeTcsl KOJMYECTBO JIUCTOB B JeJie. DTU CBEJIEHHUS IMPOCTABIAIOTCS Ha OOJIOXKKE IMOA
rpadoit «/latax.
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8 XpaHeHne 1OKYMEHTOB (1eJ1), MX MCNIOJIb30BAHME U YHUUYTOKeHHE JOKYMEHTOB M
et
8.1 Jlena xpansTcs B mkagdax KOpEUIKaMH HapyxKy. YUeT M MOUCK Jied B MOJpa3AesIeHUIX
BEJIETCS 110 HOMEHKJIATypE JIEIl.
8.2 B momemennn apxmBa JOY (CTpyKTypHOTO moOApa3feneHus) I JOKyMEHTOB Ha
OyMa)XHOW OCHOBE, MpU HATUYUM CUCTEMBl KOHAMIIMOHUPOBAHMS BO3]yXa, JOJDKEH
MOAIEPKUBATHCS HOPMATUBHBIN TEMIIEPATYPHO-BIIa>KHOCTHBIN PEKUM:
o Temmeparypa 17-19°C; oTHocuTeNbHAS BIaXKHOCTh Bo3ayxa 50—-55%
B nomemenun apxuBa C HEPEryJIupyeMbIM KiIMMaroM (0e3 KOHIUIIMOHEpa) MAOJKEH
MOJJIEP/KUBATHCSI HOPMATUBHBIN TEMIIEPaTypPHO-BJIAXKHOCTHBIN PEeXUM:

temmneparypa 14—20°C; oTHOCUTeIbHAs BIXKHOCTh Bo3ayxa 45—60%

8.3 [loaroroBka JOKYMEHTOB K I€pEIave Ha XPAHEHNUE B aPXHUB BKIIFOYAET:
- popMupoBaHue 1e71 U 0POPMIICHUE OMTUCEH JIeTT
- MPOBEJEHUE SKCIEPTU3BI IEHHOCTU JOKYMEHTOB
Jlena (IOKYMEHTBI) HE MOIJIEKAIIME ApXMBHOMY XPAaHEHHIO TMOJJIEXKAT YHHUTOXKEHUIO C
0o OpMIIEHHEM aKTa O BbIIECJIEHUU K YHUUTOKEHUIO IOKYMEHTOB U JIE.
8.4 Ha nena, 3aBepllieHHbIE J1€JIONPOU3BOACTBOM, OTOOpAaHHbIE HAa XpaHEHUE, COCTAaBISIOTCS
onucu oeil.
Onuceb den — 3TO CUCTEMAaTU3UPOBAHHBIN MIEPEUCHD 3aT0JIOBKOB JIEII.
Cornacno [Ipukasy ot 08.11.2005r. Ne 536 «O THIOBOM HHCTPYKLIMH IO JAEIIONPOU3BOJCTBY B
@denepanbHbIX OpraHax UCIOJHUTENbHOM BacTw» (11.7.1.10) onucu cocTaBisitoTCs OTAEIBHO:
- Ha JieJ1a TOCTOSIHHOTO XPaHEHHMS;
- ena BpeMeHHoro (cBbime 10 yer) xpaHeHus;
- Jiefa 1o JINYHOMY COCTaBYy.
Ha nena Bpemennoro (mo 10 net) xpaneHus: onucu jgomnyckaercs He coctaBiath (IIpuka3 Ne
536 or 08.11.2005r. «O TUNOBOM WMHCTPYKIMU MO AEIONPOU3BOACTBY B DenepaibHbIX
OpraHax UCHOJHUTEIbHOU BIacTu», 11.7.1.10).
8.5 Ha ocHoBe ommucei Jiei COCTABISIIOTCS CBOJAHBIE OMUCHU JIeJ MOCTOSSHHOTO M BPEMEHHOIO
(cBbimie 10 5et) xpaHeHusl.
CBonHast onuchk Aen moctossHHoro xpanenusi (Ilpunmoxenue I1) BemeTcs ¢ enuHON BaloBOM
HyMepaluei Jell B TeYeHHe HECKOJIbKHX JIET.
[Tpu HEOONBIIMX 00BEMax E€XKETOAHO OOpa3yIOIIMXCS NeN MOCTOSHHOro XpaHeHus (mo 200
7ieJ1) ONMKMCh CUMUTAETCS 3aKOHUEHHOW, €ClM B Hee BKIIIOYEHBI T'OJI0BbIE pa3fesibl CBOJHBIX
OMMCEN JIe] MOCTOSHHOrO XpaHeHus 3a 5 jeT. Kaxnol 3aKOHYeHHOW ONMCH MPHUCBAaUBACTCS
HOMEp.
He 3aBepiieHHbIe B TEUEHUH T'OJ1a J€J1a OCTOSIHHOTO XPaHEHUs TaK)Ke MOJUIEKAaT BHECEHUIO B
TOJIOBOM pazjien onucu. B 3ToM ciiydae B KOHIIE TOAOBBIX pa3/ieJIOB OMUCH MOCIEIYIONIHNX JIET,
B TEUEHUE KOTOPBIX MPOAOIKAIOCH JAEN0, yKa3blBaeTcs: «JlOKyMEHTHI MO JAAHHOMY TOIy
CMOTpPH TaKXe B pazziene 3a ... rog Ne....».
8.6 CBomHas omuch Jien BpeMeHHOro (cBbimie 10 JeT) XpaHEHHUsS COCTaBIISICTCS aHAJIOTUYHO
OIHCHU JIEJ TOCTOSSHHOT'O XpaHEHUSI.
8.7 CBoaHble onucu aen xpanarcd B apxuse JJOVY.
8.8 /lena BpeMEHHOT O XpaHEHUs [0 UCTEUYEHUHU CPOKOB XPaHEHUs MOJIEKAT YHUUTOKEHUIO.
OTBETCTBEHHOCTh 32 OpPraHU3alMI0 YHUYTOXKEHUS JOKYMEHTOB U el HECYT PYKOBOAMUTENU
NO/Ipa3/IelIeHN U OTBETCTBEHHBIE 3a JIEJIONPOU3BOACTBO.
AKT 0 BBIJICJIECHUH K YHUUTOXEHHUIO TOKYMEHTOB, HE MOJIEXKAIUX XPAHEHHIO, TIOJIUCHIBAIOT
MpeAceaarTellb U 4ICHbl 3KCIEPTHOM KOMHUCCUHU, M YTBEpXKAAaeT Aupekrop. Popma akra o
BBIJICJICHUH K YHUYTOXXEHUIO IpuBeeHa B [Ipunoxxenun P.
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IIpunoxenue A

(00s13aTE/ILHOE)

Oopa3en yriiooro 6;1anka aejooro nucbMa Mb/1OY «MH:KaBUHCKUI JeTCKUI cal

«bepeska»

i (BepxHee nose 20 Mm)

MyHunuunanabHoe 0I0IKeTHOe JOIIKOJIbHOe
o0pa3oBaTejibHOE YUpPEKIeHUEe
«nxaBuHckui nerckuii caa «bepeskay

WHH 6805008451 KIII1680501001
OI'PH1026800591861

393310,TamboBcKast obmactp, p.n. MHxaBUHO

,yin. CoBerckast,38 T. 2-76-46,

e-mai: berezka@r53.tambov.gov.ru

p/c 03234643686080006400 OTAEJIEHUE TAMBOB
BAHKA POCCHUN// Y®K no TamboBcKoii 06macTi

r. Tam0OoB

HCX. Ne OT « » 2021r.

3aBeayrouias

¢
|

HMcnonnurens
d.1.0.
Ten.

N.0. dammnus

(oTMeTKa 00 MCIIONIHHUTENE JOKYMEHTA POCTABIISIETCS B JICBOM HIMKHEM
YUy JIMIEBOH CTOPOHBI HIIM HA JIMLEBOM CTOPOHE ITOCICAHETrO JIHUCTA
MOUTMHHUKA JOKyMeHTa mprdToM Ne 10)
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Ipuaoxenue b (pexomenayemoe)

dopma npukasza

MyHunumnansHoe 0101KETHOE AOUIKOJIbHOE 00pa30BaTeIbHOE YUPEIKICHHUE
NuxaBuHCKH neTckui can «bepe3ka»
(MBJOY «MmxaBUHCKHIA AeTCKHIA caa «bepe3kay)

INPUKA3

11.01.2021 Ne 1

O co3nanum caiita MBJIOY «MH:xkaBHHCKU A
nerckuil cax «bepe3ka»

[TPUKA3BIBAIO:

1. Cozpmare caiit MBJAOY  «MHXaBUHCKUI
oduIraIbHBIM HAUMEHOBAaHUEM —

2.

3aBenyromias

p.ii. UH:xaBUHO

nerckut  cany  «bepeska» ¢

JILA. BkuHa
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Ipuaoxenue B (pexomenayemoe)
dopma MPOTOKOJIA COBEIIAHUS (3aCeIaHuUs )

MynununansHoe 0101KETHOE JTOUIKOJIbHOE 00pa30BaTeIbHOE YUPEIKICHHUE
NnxaBuHckuil nerckuit can «bepeskay
(MBJIOY «MmxaBUHCKHI AeTCKHiA caa «bepe3ka)

IMPOTOKOJ 0z 16)
(1 unTepsan)
coBenlanus (3acenanus)...(«O uemy) *
(1 uarepsan)
IIpencenarens — ®amunus, 1.0.
Cekperaps - @amunus, 1.0. (wpugr nanee no rexery Ne 12)

[IpucyrcTBOBanmM: (paMUINK, UHULKAATIBI TPUCYTCTBYIOLIUX ** I
(1 maTepBai)

ITOBECTKA JJHA
1.0 (06).... (noKIaauuK — JOJKHOCTD, (DaMIITHS, HHUIIAATIBI)
2.0 (006).... (noKIaTIuK — JOIKHOCTH, (haMUIIUSI, UTHUITHAJIBI)

I (1 uarepsan)
CJIVIIAJIMA:

I......

2..... I (1 unrepsa)

BBICTVYIIAJINA:

I (1 maTepsan)
ITOCTAHOBWJIN: (PEIINJIN:)

I......
2.....
(2 unTepBana)
[Ipencenarens [Toanuce N.O" damunus
CekpeTtapb [Toanuce N.0. ®amunus

* (IIpomoxkonwt cosewanuil (3acedanuit) neuamaromesi wipugmom Times New Roman Ne
12. IIpomokonwl cogewjaHuii no 0OHOMY BONPOCY HAYUHAIOMCA C 3A420]106KA K MEKCMY,
Komopuvlll  omeeuaem Ha onpoc «O uem?» U  HaAuuHaemcs € OM2NA20NbLHOZO
cywecmeumenvrozo. K npomoxonam cosewanuti no HeCKOIbKUM B0NPOCAM Nedamaemcs
nogsecmka OHs. Bonpocwvl popmynupyromes ¢ npeonocom «O (06)» u Hymepyromcs apadbckumu
yugpamu. Iloo opmynuposkoii éonpoca ykazvieaemcs Gamunus u UHUYUATLI OOKIAOYUKA.
He pexomendyemcs onpoc unu epynny 6onpocos oboznaiams ciogom «Pasnoey).

**(Ilpu opopmnenuu nPOMoOKoOIA ¢ YUCIOM YYACMHUKO8 bonee 15 uenosex gamunuu He
nepeyuciaiomcs, a yKazvleaemcs yug@poi ux odujee KOIUYecmeo, CHUCOK VUACMHUKO8 8
MAKUX CIyuasnx npuiazaemcs).
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Dopma ohopmnenun akma

Ipunoxenune I
(pexoMeHyeMoe)

YTBEPXJAIO
3asenytomas MbJIOY
«MmKaBUHCKUI TETCKUN cang

«bepeska»

N.0. Gamunus

20

AKT

IPOBEPKH. .....

OcHoBaHUE: (80 8600HOU HaACMU AKMA YKA3bIB8AEMCsl OCHOBAHUE €20 COCMABNCHUS:
pacnopsioumenvhslit 00KYMeHm, HOPMAMUBHBLU OOKYMEHM, 002080p C VKA3aHUueM 0ambvl U

HoMmepa)

AKT cocTaBjIeH KOMHUCCHEH:

[Ipeacenarens — (Haumeno8anue OOAHCHOCMU, PAMUIUS, UHUYUATDL)

UneHsl: (HaumeHoBanue OOAHNCHOCMU, Pamuius, UHUYUAIbL)

C (yucno) no (uucno) KOMUCCHS TpoOBEJa MPOBEPKY..... U YCTAHOBUIIA! ........
(Dopma uznodxcenuss mekcma 6 aKmax - Om mpemve2o IUYa eOUHCMEEHHO20 UlU

MHOMNCECNMBEHHO20 YUCAA.

B ocrosHoll yacmu uziazaemcsi CywyHOCmMb, Xapakmep, Memoobvl U CPOKU NPOOENAHHOU
pabomwl, ycmanosneHHvle gaxkmol. [lpu Heobxooumocmu 0Oonyckaemcs 6KIOUAMb 6 aKm
3aKAIOUUMENBHYI0 4aACMb, KOMOPAs 00INCHA COOePAHCAMb peuletusl, 8b1800bl UNU 3AKTIOYEHUs.

KoMUcCcUuu, Cocmasisanwel e2o)

AKT COCTaBJIEH B 3 AK3EeMIUISIpax:
1-i1 5k3. — B nenmo Ne 17-05 3a 2010r.;
2-1 9K3. — OyxXranrepus;

3-1i 9K3. — CTPYKTypHOE moapazaeiaeHue Ne2 ... . (mpu HAJTUIHH)

(HOCJZ@ OMMENIKU O KOoJauvecmee IK3EMNIAPO6 aAKma Cﬂedyem ommemkKa O Hajauduu

NPUNOHCEHUL K aKmy (ecliu OHU UMEIOMCSL).

[Ipencenarens KOMUCCHH IHonnwmce
YneHs! IHonnwmce
IHognuce

C aKTOM O3HAKOMJIEHEIL:

JIOJ>KHOCTB ¢ yKa3aHUuEM IToanuce
MOAPA3ACIICHUS Hata
JIOJ>KHOCTB ¢ yKa3aHUEM [Toamuce

Mo/Ipa3ieJICHHs Jlata

N.0. ®amunus
N.0. ®amunus
N.0. Gamunus

N.0. damunus

N.0. damunus
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Ipunoxenune /I
(pexoMeHyeMoe)

Dopma opopmaenus cayyiceonou (00KIAOHOI) 3aRUCKU

3asenyronieit Mb/I0Y
«MmKaBUHCKUI TETCKUN caa
«bepeska»

HN.0. ®amuiusg

oT (HauMEHOBaHHWE JOJKHOCTH,
dbaMuus, THULHAIIBI)

CJHIYXEBHASA (1OKJIAIHAS) 3AIITMCKA

OT « » 20 T.

TekcT 3aMnuCKU MOXKET COCTOSITh U3 IBYX JIOTHUECKU CBSI3aHHBIX YaCTEH.

B niepBoii yacTu cieqyer qaBaTh onvcaHue (PakTOB U MPUUYMH, OCTYKUBIINX
OCHOBAHMEM Il COCTABJICHHS 3aIIUCKH.

Bo BTOpOI#t yacTu u3nararoTcst BHIBOJIbI, IPEI0KEHUS, IPOCHObI, PEILIEHUS 110

CYIIIECTBY 3ampoca.
OTMeTKa 0 HATMYUHU TPUIOKECHHS, YITOMSIHYTOTO B TEKCTE 3aIUCKH, 0OpMIIIETCS

CIIETYIOIIHUM 00pa3oM:
[Ipunoxenue: Ha  JI. B 93K3.

Ecnu 3anucka uMeeT NpuiloKeHUe, He Ha3BaHHOE B TEKCTE, TO B CCHUIKE HA
MPUJIOKEHHUE YKa3bIBAECTCS €ro HauMeHoBaHue. [Ipyu Hanuuuy HECKOIbKUX MPUIIOKEHUN UX
HYMEpYIOT:

[Tpunoxenus: 1. (HaumMeHOBaHUE) HA  J1. B JK3.
2. (HauMEeHOBaHUE) HA _ JI. B JK3.

Ecnu MIPUITIOKCHU A C6pOH_IIOpOBaHI>I, TO KOJIMYCCTBO JIMCTOB HC YKA3bIBAIOT

JIOKHOCTB ¢ yKa3aHUEM MOAPA3ICIICHUS [lonamuce HN.0. ®amunus
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Ipunoxenue E
(pexoMeHyeMoe)

Dopma ohopmaenusa 00bACHUMETILHOU 3ANUCKU
3asenyrouieit MBJIOY
«HXKaBUHCKHUN JIETCKUM cal
«bepeska»
N.0O. Gamunus
OO0bsicHUTEIbHAA 3ANIMCKA
A, (©.U.0. nornocmoio), BOCIUTATENb ....... , oroznain Ha padoty 11.01.2021 na 2 gaca
u3-3a TpaHcropTHOM aBapuu. CrpaBKy, BBIIAHHYIO aBTOTPAHCHOPTHBIM MPEIIPUSITHEM,
npujiara.

JIOKHOCTB ¢ yKa3aHHEM IHonnwuce N.0. damunus
MIOAPA3ACIICHUS [ara

Dopma opopmaenus 3asaenenus

3asenyromenn MBJIOY
«HKaBUHCKUI IETCKUU cal
«bepeska»

N.0. Gamunus

(HauMeHOBaHME JTOJHDKHOCTH, (pamMuus,
WHUITUAIIBI)

[Ipomry mnpenocTaBUTh €XKErOJHBINM OIIaYMBAEMbI OTIIYCK TPOJIOKUTEIBHOCTHIO
KaJE€HJIApPHBIX JHEU C «_ » 20 roma mo « @ »
20  ropna.

« » 20 I.
/

COrJIACOBAHO [laTta NMoanucb ‘ oY To)
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IIpuioxkenue 7K
(pexoMeHyeMoe)

Dopma rcypHana pecucmpauuu 6xooauiell 00KymeHmauyuu

KYPHAJ
perucTpanvu BXOASIINX JOKYMEHTOB
Bxopgsmmit Jarta Koppecnona. nara Kpatkoe conepxanne
HOMEP JTOKYMEHTAa (MHACKC) TOCTYMHUBIIIETO
(nHAexc) JOKYMEHTA
JIOKYMEHTA
1 2 3 4
Pezomonus OtmeTka 00 Howmep
WA KOMY HUCIIOJTHECHUH zena, rae
HaIpaBJIeH HaXOJIUTCS
JTOKYMEHT JTIOKYMEHT
WJIN KON
JIOKYMEHTA
5 6 7

Dopma HcypHaIa pecucmpayuu ucxo0auiux 00OKyMeHnos

KYPHAI

perucTpaniu UCXoasileil JOKYMeHTALuN

Hara, naaexc Kyna, komy Qamuins auna, Kpatkoe conepxanue
JOKyMEHTa nepeaBIIero Win
PHUHSIBIIETO
1 2 3 4
Hcnonnurens [Ipumeuanue
5 6
IIpunoxenue 3
(pexomMenayemMoe)
Dopma scypHana pecucmpayuy NPUKA306 N0 OCHOBHOU 0eAmebHOCHIU
KYPHAJI

PErucTpalvy NPUKA30B 110 OCHOBHOM J1€AATEJIbHOCTH

No JlomxHOCTB Howmep Hara Kpatkoe conepxanne
n/n u ®HO npuKasa npuKasa
nuua,
BHOCSILIETO
3alUCU
1 2 3 4 5)

Dopma s5cypHana pecucmpayuu 6HympeHHeu 00KyMeHmayuu

KYPHA

perucrpaumnn BHYTpeHHeﬁ AOKYMECHTaAIlUU
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PerucrpanuoHHslii Kparkoe conepxanue KonunuectBo KonunuectBo
Ne JIMCTOB JK3EMILIIPOB
Jara
1 2 3 4
KoMy HampaBieHbl Pacnucka B
HUcnonuurens [Ipumeuanue
KOIUH MOJTyYEHU U
5 6 7 8
Dopma ycypHana pecucmpayuu cayHcednvix (00K1adHbvlx) 3anucokK
KYPHAI
DEruCTPALMHU CAYKEOHBIX (T0KJIATHBIX) 3aNMCOK
Per. Ne | Mcnonmuurens Komy Kpatkoe Pesomronuss | Pacnucka B
JlaTta aJpecOBaHO COJIep)KaHUE MIOJIyYEHUHU
1 2 3 4 5 6
Dopma HomeHKIAMYPDL 0€J1
MyHununanasHoe Or0I)KETHOE JOIIKOJIbHOE YTBEPXJIAIO

oOpasoBatenbHOE yupexaenue “MuxaBuHcKkui

nerckuit can “bepeska”

nerckui caa «bepe3kay

3asenyromas Mb/IOY «uxaBuHCKuUiA

(MBJIOY «/HXaBUHCKUM TETCKUM caj [Toanuck JLLA. UBkuHa
«bepeskay) 11.01.2021
HOMEHKJIATYPA JEJI Ne
Ha 2021 roxg
KodnuecTs Cpoxk xpaHeHus
Nunex nena (Toma,
3aroJoBOK Jena 0
Cc 4acTH) [Ipumeuanune
(ToMa, JacTtn) nen .
nena (TomoB) u Ne crareit o
HepeqHIo1
1 2 3 4 5
Jlemonpon3BoauTeINb
MIOJITNCH d.N.0.
OnobpeHo:
IIporokoun 3acenanus 9K JI0Y oT
00.00.0000 Ne 000
[IponomxeHne HOMEHKIATYPHI 17T
CornacoBaHo

HpOTOKOJ'I 3aCCaaHusd

OIIK MBJIOY «MH)aBUHCKUI IETCKUI




caz «bepeska»
or 11.01.2021r. Ne 1
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Hrorosas 3amuch 0 KATeropusix U KOJU4ecTBe AeJl, 3aBeleHHbIX B 2021 roay
MBJAOY «Mn:xkaBunckuii ferckuii cax «bepeska»

B toMm uncie:

Ilo cpokam XxpaHeHUs Bcero
MEePEXOASAITUX ¢ otMeTKOI «IITK»
1
[TocrosauHO
Bpemenno (cBoime 10 mer)
Bpemenno (10 10 neT BKIIOUUTEIBHO)
Uroro:
Jlenonpon3BoAUTEND N.0O. ®amunus

Hara 11.01.2021r.
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Ipunoxenne M

(00s13aTE/ILHOE)
Dopma 6HympeHHell OnUcCU 00OKYMEeHm o6 0enda
BHYTPEHHJSIS OITUCH
TOKYMEHTOB eI.Xp. Ne
Nunexc Jlata 3aroj0BOK JOKyMEHTa KonuuectBo | Ilpumeuanue
JIOKYMEHTa | JOKYMEHTa JINCTOB
2 3 4 5 6
Htoro JIOKYMEHTOB
(mudpaMu ¥ IPOTHCHIO)
KonuyecTBo MMCTOB BHYTPEHHEHN OMUCH
(mrdpaMu 1 TPOIHUCHIO)
HanmeHoBanue JTOKHOCTH JIUIIA,
COCTaBHUBIIIETO BHYTPEHHIOKO OIMKCh
JIOKYMEHTOB JIeJia
(moamucek) N.0. damunus

Jlara
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Dopma rucma-3asepumens 0eia

JIMCT-3ABEPUTEJIb JIEJIA Ne

Ipunoxenune H
(00s13aTE/ILHOE)

B nene noammTo u npoHyMepOBaHO

JINCTOB,

(TmudpaMu ¥ IPOTIHCHIO)

B TOM 4HUCJIC:
JIMTCPHBIC HOMEpA JIUNCTOB

MPOMYIIEHHbIE HOMEpPA JINCTOB

+ JIMCTOB BHYTPEHHEH ONIUCH

Oco0eHHOCTH (PU3NYECKOTO COCTOSTHUS U (POPMYITUPOBAHUS
nerna

Howmepa nucros

1

2

HanmMmenoBanue J0KHOCTH
paboTHHKA

(moamuck)

[arta

N.0. Gamunus
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Ipunoxenune O
(00s13aTE/ILHOE)

Dopma 00101cKU 0ena
HOCHLOAHHK020 U épemenn020 (cevtue 10 nem) xpanenus

MBJOY «UuxaBuHckuii nerckuii cag «bepe3ka»

OTaeJ KaAPOBOIO 1€JIONPOU3BOACTBA M IOKYMEHTOBEIeHUS

JEJIO Ne 01-03 TOM Ne 1

INPUKA3bI

110 OCHOBHOM J1eATeJILHOCTH

(3aroJsioBOK 1eJ1a)

¢ 11.01.201__ mo 31.03.201
(Kpaiinue natbi)

Ha JIMCTAX
XpaHuTh ITOCTOSIHHO

dD. No
Omn. Ne

JI. Ne
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Ipunoxenue I1
(00s13aTE/ILHOE)

Dopma 20006020 pazoena ce00HOU ORUCH 0e]l ROCHIOAHKO020 XPAHECHUA

MyHunansHoe 010KETHOE JOIIKOIBLHOE
oOpazoBatenbHOe yupexaenue “MuxaBuHcKui

nerckuii can “bepeska’”

YTBEPXJIAIO

3asenytomas MBJIOY «MmxaBuHCKui
nerckum can «bepe3ka»

(MBJOY «MHaBUHCKHI TETCKUH caj Iloamuce JI.A. BknHa
«bepeska») 11.01.2021
OIINCHb
Jlen moCTOSSHHOTO XpaHEHUsI
3a rof
HaumeHoBanue pazzena (CTpyKTYpPHOTO MOpa3AeICHUs )
Ne m.11. Nunexc 3aroJIoBOK aeia Kpaiinue Kon-Bo [Ipumeuanue
Jienna JIaThl JIUCTOB
1 2 3 4 5 6

B nmaHHBIN pa3zen onucu BHECEHO
en.xp.,
(urdpamMu 1 TPOIHUCHIO)
¢ No , B TOM 4YHCJIC:
MPOIYIIEHHbIE HOMEpPA:
HanmMmenoBanue J01KHOCTH
COCTaBUTEJIS OIUCHU

(moamuck) N.0O. ®amunus

[ara
['maBHBIN CIEMUAUCT MO KAJIPOBOMY
J1enonpoun3BoaCTBY

(moamuchk) N.0O. ®amunus

[ara
VYTBEPXJIEHO
[Ipotokon OK I0Y

oT No
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IIpunoxenue P
(00s13aTE/ILHOE)

Dopma akma 0 8bl0CJICHUU K YHUUMOHCCHUIO 0OKYMEHM 08, HE NOOJIeHCAUUX XPAHECHUIO

VYTBEPXIAIO
3asenyromias Mb/I0Y
«MmKaBUHCKUI TETCKUN cang

«bepeska»
N.0. ®ammnusg

20

AKT Ne
0 BBIJICIICHUN K YHUYTOXCHHUIO JOKYMEHTOB, HE IOJICXKAIINX XPAHECHUIO

Komuccusa B cocTtaBe

(moykHOCTH, (PaMHUIIMK U MHUITMAIIBI TIPEJICeIaTeNs U YICHOB
KOMHCCHH)
PYKOBOJCTBYSCh TIEPEUYHEM JOKYMEHTAJIBHBIX MATEpUATIOB U CPOKAMH WX XpaHCHUS,
0oTOOpasna K YHUYTOXKEHHUIO YTPATUBIIINE MPAKTHUECKOE 3HAUCHHE U HE UMEIOIUE HAYYHOU U
HCTOPUYECKON IIEHHOCTH CIIEYIOIINE TOKYMEHTHI U JIeTia:

Cpoku
3aroiaoBoK WNunexe nena XpaHEHH
No PeFI:ICTpauHOHH Jena W Homep 10 KOIIecTE AU Beero
- bl HOMEP U IPYIIOBOM a HOMEHKJIATY | = S Homepa | o
JaTa TOKYMEHTa | 3arojIOBOK | OMHUCE | pe AeN WIH crarei
WJIY J1ena JIOKYMEHTO 171 Ne nena o XPaHCHHA o i
B ONUCH MepeyH
10
1 2 3 4 3) 6 7 8
Bcero nomiexxuT yHMYTOXKEHUIO HalMEHOBAHUU
(mponuckio)
JTOKYMEHTOB B AK3EeMIUIsIpax, e B TOMax
(mpornucho) (mpornuceio)
3anucu akTa ¢ y4eTHBIMU JaHHBIMU CBEPEHBI:
[Ipeacenarens KOMUCCHU: N.0. damunus
(moamnuce)
YeHbl KOMUCCUU: N.O. ®amunus
(moamnuce)

ITocne YTBCPIKACHUSA aKTa HNCPCUUCIICHHBIC NTOKYMCHTBI W JCJIa TEPCA YHUUTOKCHUCM
CBCPUJIN C 3aIMUCIAMHU B AKTC U TOJITHOCTHIO YHUYTOXKUIIN ITYTCM

« » 20 1.
[Ipencenarenb KOMUCCUU: N.0. ®amunus
UsieHbl KOMHCCHH:
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(moamuck) N.0. ®amunus

Jenonpou3BauTens
0150

OTMeTKH B KypHanax (KapToykax) yueTra 00 YHUUTOKEHUH TOKYMEHTOB U JI€] IPOU3BET

(moamuck) N.0. ®amunus
Jlara



