. NNebepera
2025 Ne 33-0/4)

1. O6mne nonoxeHns
1.1.  VIHCTpyKUMs  no AenonpovssBoOACTBY B MyHUUMNanbHOM ~ @BTOHOHOM
NOWKONbHOM 00pa3oBaTenbHOM y4pexaeHun «LleHTp passutusi pebeHka AeTCKUiA
can Ne 19» ropoga Nwwuma (fanee - NHCTpyKUMS) ycTaHaBNuBaeT efuHYy CUCTemMy
AEenonpounsBoAcTBa ¥ NOpALoK NOAroTOBKK, oopMIeHUs, NPOXOXKAEHUS, KOHTPONA
3a VCMOMHEHWEM, YYeTa, XPaHeHuUs, N3roToBNeHNs, KoNnMpoBaHuA U TUpaXnpoBaHus
cnyeOHbIX AOKYMEHTOB B obpasoBaTtenbHON opraHu3aunm MALOY LPP a/c Ne 19
(nanee - obpasoBaTenbHas opraHusauus, 00).
1.2. WHcTpykums paspaboTaHa B COOTBETCTBUU ¢ TpeboBaHuaAMU  deaepanbHbIX
3akoHOB OT 22.10.2004 Ne 125-93 «O6 apxuBHOM Aerne B Poccurickon ®egepauun»,
oT 27.07.2006 Ne 149-®3 «O6 nHdopmaumy, UHHOOPMALIMOHHBIX  TEXHOMOTUAX
1 o 3awuTe mHdopmauum», ot 02.05.2006 Ne 59-®3 «O nopsake paccMOTpPeHWUs
obpalyeHunin  rpaxaaH Poccuiickon  ®epepauumn», ot 01.06.2005 Ne 53-03
«QO rocypapCcTBEHHOM A3blke Poccuiickonn ®epepaunu», o1 06.04.2011 Ne 63-93
«OB 3neKTpoHHOM nognucuy, [paBun opraHnsauin XpaHeHns, KOMMJIEKTOBaHUS,
yyeTta U MCNonb30BaHUs AOKYMEHTOB ApxusHoro coHaa Poccuiickoit deaepauuu
W ApYrNX apXMBHbBIX AOKYMEHTOB B rocyAapCTBEHHbIX opraHax, opraHax MecTHOro
CamMoynpaBneHns 1 OpraHv3auusax,  YTBEPXKAEHHbIX — MPUKasoM Pocapxusa
oT 31.07.2023 Ne 77, HauuWoHanbHbIX CTaHAApPTOB Poccuickon degepaumn
No ynpasfieHnio AOKYMEHTaMu: FOCT P 7.0.8-2013 «CWBW[A. [Oenonpou3BOACTBO
M apxueHoe pAeno. TepMuHbl 1 ONpeaeneHnsa», rOCT P 7.0.97-2016 «CUBWA.
OpraHusauoHHo-pacnopaauTeribHas AOKyMeHTaLus. TpeGoBaHus K 0HOPMNEHWNIO
AOKYMEHTOBY.
1.3.  [pumeHeHne WHCTpyKUMM  AOJKHO cnocobcTBoBaTh  (POPMUPOBAHUIO
ouuManbHO-4EeN0BOro cTuns JOKYMEHTOB, noaroTaeBnnBaeMbIx
B o6pa3oBaTeNbHOM  OpraHusauuu; —CokpalleHuio  3atpat  TpyAa M CpencTs
B NpOLIECCE CO3AaHUs [OKYMEHTOB. WHCTpyKUMsA ABNseTcs obasaTensHoOn Ans
ncrionHeHus paboTHWKamMu obpasoBaTeslbHON opraHusauum, OCyLLeCTBMNAIWNMN
NOArOTOBKY U 0hOpMIEHNE AOKYMEHTOB.
14. [lonoxeHust VIHCTPYKUMM pacnpoCTpaHsAoTCA  Ha OpraHu3auuto paboThl
C JOKyMEeHTamMn Hes3aBWCUMO OT BUAA HocuTens, B TOM 4ucCne SNEKTPOHHbIMU
[IOKyMEHTaMu, BKMoYas MNOAroTOBKY, 06paboTKy, XpaHeHue W NCnofib3oBaHue
[OKYMEHTOB, OCYLLECTBIISEMbIX C MPUMEHEHNEM MHOPMALMOHHBIX TEXHOMOTUIA.
1.5. OcobeHHocTM paboTbl C AOKYMEHTaAMW, CoAepXallivMu KOH(bMAEHUMANbHYHO
MHchopMaLMIO (CNYXeBHYI0 U MHYtO TaiHy, NepcoHanbHble AaHHbIE), perynupyroTcs
NoKanbHbIMW akTaMmy (MHCTPYKUUSMI, NONOXEHNAMN, npasunamu), yreepxaaemMbIMun
pykosoauTenem obpasosaTenibHo opraHmsauuu.
1.6. TpebGoBaHua VIHCTpykLmun K pabote ¢ ByXranTepcKol W ApYroi cneuyuanbHON
[OKYMEHTALIMER pacnpoCTpaHATCA Mullb B 4acTw obWwux npuHLMnos paboThbl

C JOKYMEHTamMW, a Takke MOATOTOBKM [JOKYMEHTOB K nepeaade Ha apXuBHoOe
XpaHeHue.




1.7. OTBETCTBEHHOCTb  3a OpraHu3auuid 1 COCTOAHME  Oerionpou3BOACTBa
B 0bpasoBaTenbHON opraHmnsaumm HeCeT pyKOBOANUTESb, KOTOPbIN:

o yTBepXgaeT WHCTpykuuio no AenonpounsBOACTBY UM HOMeHKNaTypy Aen
obpasoBaTenbHOM OpraHM3aLmm;

« obecrneuymBaeT BHeAPEHME W KOHTponupyeT cobnogeHne CTPYKTYPHbIMU
nogpasgeneHnamm TpeboBaHM HacTodAwen WHCTPyKUMM 1 rocyaapCTBEHHbIX
CTaHOapTOB;

e MPOBOAUT  MNPOBEPKY  COCTOAHMS  OENnonpou3BoAcTBa B CTPYKTYPHbIX
noapasgeneHusx obpasoBatenibHOM opraHn3auunm;

« obecrneuyMBaeT METOAMYECKOE PYKOBOACTBO, MHCTPYKTa)X W KOHTPOIb
3a cobnogeHnemM ycTaHoBIIEHHOro nopsigka paboTbl ¢ JOKYMEHTaMU B CTPYKTYPHbIX
nogpasgeneHnax obpasoBaTenbHON opraHn3auunm;

e VHUUMMPYET nNOBbllEHNe  KBanudukaumm  pabOTHMKOB MO BOMpocam
Aenonpoun3BoACTBa;

e YOOCTOBEPSIET NOAMNUCHIO N NeYaTblo JOKYMEHTDI.

1.8. HenocpeacTBeHHO BeAET AENONPOM3BOACTBO B 06pasoBaTesibHOM OpraHM3aumnm

OTBETCTBEHHbIA  3a BeeHWe [enonpov3BoAcTBa (Oanee -  OTBETCTBEHHbIV
3a JenonpousBoacTBO),  KOTOPbIA  HasHadaeTcs  NpuUKasoMm  pykoBoauTens
obpaszoBaTesnibHOM opraHusaumm. OTBETCTBEHHbIV 3a 4enonpons3BoacTBO

B COOTBETCTBUMN C BO3MOXEHHBIMU HA HEro 3agadvamu:

e OCYLLECTBMSET perncTpaumio n y4et JOKYMEHTOB;

o OCYLLIECTBMSET TEeKyWMN KOHTPOSib 3a CBOEBPEMEHHbIM pPaCCMOTPEeHueM
N NPOXOXAEHNEM OOKYMEHTOB B 0b6pasoBaTenbHON opraHusauuu;

« obecneumBaeT cobntogeHne eguHblx TpeboBaHMn NO NOArOTOBKE JOKYMEHTOB
N opraHmsauyum paboTbl C HUMU B YCITOBUSIX ANIEKTPOHHOrO AOKYMEHTO060pOoTa;

« 0606waeT nHdpopmaumo 06 o6bemax JOKyMmeHToobopoTa.
1.9. BegeHune oenonpomnsBoAcTBa B CTPYKTYPHbIX NoapasaeneHnax ocyuwecTsngaeTcd
B COOTBETCTBUM C JOIMKHOCTHLIMWN 0BS3aHHOCTSMMN.
1.10. MNpu yxone B OoTNycCK, Bble3de B KOMAHOMPOBKY M UHbIX aHANOMMYHbIX Cryyasix
paboTHUKM 0O0s3aHbl NepedaTb BCe HaxXOOAWMECH Y HUX [OOKYMEHTbl Apyromy
pabOTHMKY MO yKasaHWo  BblecTosiwero pykosoauTens. [lpyu  yBOMbHEHUU
paboTHMKa WM nNepeBOAE Ha APYryl AOOSMKHOCTb rnepefadya [OOKYMEHTOB
OCYLLECTBIISETCA MO aKkTy npuemMa-rnepenadun. AKT npvema-nepegadn oopmnsaeTcs
no popme, yctaHosrieHHon [MpaBunammn opraHu3aummn XpaHeHus, KOMMIIEKTOBaHUS,
yyeta U UCMNONb30BaHUA [LOKYMEHTOB APXMBHOrO ¢oHaa PO un apyrmx apxXuBHbIX
OOKYMEHTOB B roCyJapCTBEHHbIX OpraHax, opraHax MeCTHOro camoyrnpaBneHus
N opraHusauusx, yTeepXxageHHbiMu npmkasom Pocapxusa ot 31.07.2023 Ne 77.
1.11. MNpun nepexoge Ha apyryto paboTy paboOTHMKOB, 3aHUMAKOLLMXCS B CTPYKTYPHbIX
nogpasgeneHnax obpasoBaTesibHOM OpraHusauuMm BefdeHueM AerionpounsBOACTBa,
nepefada BCeX [OOKYMEHTOB BHOBb Ha3HadYaemblM paboTHMKaM MNpoun3BOANUTCS
no akTam npuema-rnepegayun. Konum aktos HanpaBnsaTCA B KAHUENSPUIO.
1.12. B cny4yasax anuTesnibHoOro oTcyTcTBusa paboTHMKa CTPYKTYPHOro nogpasneneHuns
(otnyck, cnyxebHass KkOMaHAMPOBKA, OOMNbHWYHBLIA NUCT WU T.A.) Heobxooumo
nepenatb OTBETCTBEHHOMY 3a AeSI0NpoOn3BOACTBO JOKYMEHThI, HAaXOOALWMECS Y Hero
Ha MUCNOJTHEHMM MO YKa3aHWo pyKkoBoauTerns obpasoBaTeribHOM OpraHu3aLmu.
1.13. PykoBoguTenu CTPYKTYPHbIX nogpasgeneHnin obpasoBaTenbHOW opraHusauum
HeCyT nepcoHasnbHyl0 OTBETCTBEHHOCTb 3a BbIMOfIHEHWE TpeboBaHWI HacTOsLLEN



MHCTPYKUMN N COXPaHHOCTb HaxXOAALMXCA Yy HUX AOKYMeHToB. O cniyyasx yTtparthl,
nopYM 3aperncTpupoBaHHOrO [OKYMeHTa paboTHMK 0643aH He3ameanuTesibHO
OOSTIOXUTb pyKOBOAUTEN 0Bpas3oBaTesibHOM OpraHn3aunn.

1.14. C BHOBb MpUHATLIMM paboTHMKaMK, Ha KOTOPbIX BO3nararTca 0643aHHOCTU
Mo BEAEHWO Oenonpou3BOACTBa, B TEYEHWEe Tpex [AHeW nocne MoCTynfeHus
Ha paboTy nNpoBoaAMTCA O3HaKoMUTENbHas Gecega nNo BeAEHUO 0enonpou3BOACTBa
B 0bpasoBaTenbHON opraHnsauunm.

1.15. PabotaTb C AOKyMEHTaMn BHe CnyXebHbIX nomMelleHun obpasoBaTenbHOMU
OpraHu3aumm 1 BHOCUTb B HUX UCNpaBfieHns 3anpeLlaeTcs.

1.16. BegeHne nepenucknm C opraHn3aumsMm OCYLLECTBIISIETCA PYKOBOAUTENEM
obpasoBaTenbHOM OpraHu3auMm UM MHbIM YNOSTHOMOYEHHBIMU UM LOSMKHOCTHLIMU
nmuamm.

1.17. BbinonHeHne Hactoswen MHCTpykumn obasaTenbHO AN Kaxgoro paboTHMKa
obpasoBaTenbHOM oOpraHu3auuu, c ee TpeboBaHnAMM PabOTHUKN LOSMKHbI ObiTb
O3HaKOMIIEHbI MOA NOAMNUCH.

2. [lokymeHTbI o6pa3oBaTennbHOW opraHM3auumn
2.1. PykoBogunTenb obpasoBaTenbHOW opraHusauum Unmn nmuo, UCNosTHSLWee ero
0653aHHOCTN, n3gaeT nokanbHble akTbl N NpUKasbl, 0bs3aTeNibHbIe ANS UCNONTHEHNS
BCEMM CTPYKTYPHbIMW NogpasgeneHnsammn obpasoBaTesibHON opraHu3aumm
(npynoxeHnsa Ne 1, Ne 2).
2.2. Xop obcyxaeHna BONpOCOB Ha 3acedaHusiX KonsernasnbHbIX OpraHoB, COBETOB,
cobpaHusx, COBEeLWaHUsX W pelleHnsi, MNPUHMMaeMble Ha HUX, (OUKCUPYOTCH
B npoTokonax (npunoxeHue Ne 3). Ecnn B 3acegaHnm yyacTBytoT 6onee 15 4enoBek,
B NPOTOKOJIE yKasblBaeTcHa undpomn nx obuiee KonmyecTso.
2.3. [Ons ocywecTBrneHns onepaTtuBHbIX CBSA3EN C OPYrMMW  OpraHu3aunsamm
N rpaxxgaHamm MCnonb3ylTcs TakMe (hopmbl, Kak nNUcbMa, dakcbl, Ternerpammbl,
TenedoHorpamMmsl.
2.4. [Ona ocywecTBneHna npuemMa, YBOJSIbHEHUSA, MepemMeLlleHns paboTHUKOB,
npefocTaBrieHUst MM OTMYCKOB OMOPMASOTCA Tpy4OBble [OroBOpbl, MpUKasbl,
3asBNeHunsl, TPYAOBbIE KHUXKU U Ap.

3. NpaBuna ochopmMneHuss 4OKYMEHTOB

3.1. OcHOBHbIe TpebGoBaHUA Mo 0hoOpPMIIEHUIO JOKYMEHTOB
3.1.1. [JokymeHTbl odopmMnsaTCsa Ha bnaHkax obpas3oBaTenbHOM oOpraHusauum
N UMEKT YCTaHOBIEHHbIN KOMMNeKCc obsa3aTenbHbIX PEeKBU3UTOB U CTabUIbHLIN
nopsaokK NX pacronoxeHns (pacnonoxeHue pPEeKBU3NTOB Ha B6rnaHkax
OpraHu3auuoHHO-pacnopsaguTeribHbiX gokymeHToB cooTtBeTcTByeT OCT P 7.0.97-
2016 «Cuctema ctaHgapToB Mo MHGopMauum, GubnnoTeyHoMy W n3gaTtesibCKoOMy
aeny. OpraHunsaumoHHo-pacnopaguTensHas AOKYMeHTaums. TpeboBaHus
K OpOpMNEHMI0 JOKYMEHTOBY ).
3.1.2. B obpasoBaTtenbHOM opraHmM3aumm NpMMEHsaTCA NPOAOSbHbIE BNaHKK:

o nncbMa (npunoxeHue Ne 4);

o yBepomneHus (npunoxeHus Ne 5).
BnaHkn okymeHTOB M3rotasnumBaloTcs Ha 6ymare oopmatoB A4 (210 * 297 mm), A5
(148 * 210 mm). Kaxgbln nIUCT OOKYMeHTa, OPOPMIEHHbIN Kak Ha BnaHke, Tak n 6e3
BGnaHka, OImMKEH MMETb Nong:

e 20 MM — neBoe;



e 10 Mm — npaBoe;
o 20 MM — BepxHee;
e 20 MM — HWXHee.
Mcnonb3oBaHne 6naHKoB NpOn3BOSbHOM (hOpMbl HE pa3peLlaeTcs.

3.2. OchopmneHune peKBU3UTOB AOKYMEHTOB

3.2.1. ABTOp AOKYMEHTa

HanmeHoBaHne  obpasoBaTenbHOM  OpraHM3auunm  yKasbiBaeTCAd B TOYHOM
COOTBETCTBMM  C yCTaBoM oOpasoBaTenbHoOM  opraHusdaumn.  CokpalieHHoe
HanmMeHoBaHWe nomMeLLaeTcsa No4 NoSfIHbIM HaMMeHOBaHMEM B CKOOKaX.
HanmeHoBaHWe CTPYKTypHOro nogpasneneHus - aBTopa JOKYMeHTa MCMNoSib3yeTcs
B 6riaHkax nucem u 6raHkax KOHKPETHbIX BMAOB OOKYMEHTOB M yKasdblBaeTCcA MNof
MOMHbIM M COKpaLLEeHHbIM HanMeHOBaHNAMM 0bpa3oBaTenbHOM OpraHM3aunn.
HavmeHoBaHWe [OOSMKHOCTU Nnuvua - aBTopa [[OKYMeHTa wucnonb3dyetcd B 6naHkax
OOSDKHOCTHBIX 1L, WM pacnonaraetca nog HauMmeHoBaHueM obpasoBaTeribHOM
opraHusauuu. HammeHoBaHne OOSMKHOCTU Nuua - aBTopa JOKYMEHTa yKasblBaeTCH
B COOTBETCTBUMN C HAMMEHOBAHNEM, NPUBELEHHbLIM B pacnopaanTesisHOM AOKYMEHTE
O Ha3Ha4YeHUN Ha OO0IHKHOCTb.

3.2.2. CnpaBo4Hble gaHHble 06 obpa3oBaTeNbLHOW OpraHM3auum

CnpaBo4Hble gaHHble 06 obpa3oBaTenbHOM OpraHn3aunn yKkasbiBalOTCA Ha BnaHkax
nncem n BKNYalT B cebda: agpec, HoMmep TenedoHa, dakc, agpec 3NEKTPOHHON
nouyTbl, ceteBon agpec, a Takke OKI1O, OMPH, MHH u KMl o6bpa3oBaTenbHoOM
opraHusauumu.

3.2.3. HaumeHOBaHue Buaa AOKyMeHTa

HanmeHoBaHWe Bnaa OOKYMeHTa, COCTaBneHHOro obpasoBaTenbHOM OpraHusaumen,
OOSDKHO ObITb onpefeneHo ycTtaBoM (MOSIOXEHUEM) W OOSMKHO COOTBETCTBOBATb
HaMMEHOBaHUAM BWOOB [OOKYMEHTOB, npegycmoTpeHHbiM OKY[: akT, cnpaska,
3anucka, cBofka, OT3blB, MPOTOKOM, CAUCOK, U3BelweHne n gp. PacnopsantensHole
AOKYMEHTbI opraHm3aumm n3gatoTcs co cnefyrowmMmn HassaHUaMU: Npukas, <...>.
HavmeHoBaHWe BMAaa v pasHOBMAHOCTM [JOKYMEHTa He ykasblBaeTCa B NuMcbMax.
MecTo cocTaBneHus unu n3gaHunsa JOKyMeHTa ykasblBaeTcs Ha 6naHkax JOKYMEHTOB
obpasoBaTenbHOM oOpraHu3auum, 3a UcknodeHnem 6naHkoB nucem. HaseaHue
AOKYMeEHTa neyaTtaeTcs NPOnNUCHbIMU BYKBaMM MosyXUPHBIM LLPUGTOM.

3.2.4. [laTta nOKYMeHTa

[laton pokymeHTa sBNseTcA paTta ero noanucaHvsa (unv yTeepXaeHus), Ong
AOKYMEHTa, MNPUHMMaeMOoro KosservanbHbIM opraHom (npoTokona), - AaTta ero
3acefaHunsa (NpUHATUA pelueHns), Ons akTa - gaTta cobbitvs, And OOKyMeHTa,
TpeObytoLEero ero yTBepXXaeHus, - ata ero yTBepXxaeHus.

[nsa [OKYMEHTOB, COCTaBMfEHHbIX OLHOBPEMEHHO HECKOSIbKUMW OpraHu3aunsamu,
AaTon AOKYMEHTa sBnsieTCsa gata nognucaHus ero nocrnegHen opraHmsaumnen.

[aTta nognucaHunsa, YTBEPXOEHUS, COrfacoBaHUs [JOKYMEeHTa, a Takke [darhl,
coAepxalimnecs B TEKCTE, A0SIKHbI OPOPMASATLCS LMGPOBbLIM CMNOCOO60M. DNEMEHTHI
Aatbl npuBogAaTca apabckumu umdpamu B OOHY CTPOKY B NocrefoBaTefibHOCTU:
OeHb Mecsiua, Mecsl, rof.

Hanpumep: 14.06.2024.

3.2.5. PernctpaumMoHHbIN HOMEp AOKYMEHTa

PernctpaumoHHbln Homep - uudpoBoe unn ByKBeHHO-UMdpoBoe 0O03HaYeHue,
npuceaMBaemMoe JOKYMEHTY Npu ero perncrpayumu.



Pernctpauusa gokymeHTa npoBOAUTCS NOCre ero noAnucaHnga uinv yTeepxaeHus.
Ansa BHYTPEHHUX OOKYMEHTOB - MPUKa30B, NMPOTOKOSOB - 3TO MOPSAKOBbIA HOMEpP
B Npeaenax KaneHgapHoro roga rno Kaxaomy Buay Unmv pasHoBUOHOCTU AOKYMEHTOB.
B npukasax pernctpaumoHHbIi HOMEP MOXET AOMONHATLCA OYKBEHHbIM WMHOEKCOM,
ob03HavaLWmM pasHOBUMOHOCTU (Hanpumep: npukas Mo OCHOBHOW AeSATENIbHOCTH
oT 15.05.2024 Ne 253-o/a; npukas no nuyHomy coctaBy oT 10.01.2024 Ne 22 n/c,
npukas 06 otnyckax ot 25.01.2024 Ne 42 - k).

[na nexogawmnx OKYMEHTOB PermcTpaunoHHbIA HOMEP COCTOUT:

1) U3 NOpAAKOBOro HOMepa B rnpegenax Mmaccuea oTrnpaBnseMon KoppecnoHaeHUNN;
2) wWHOekca [fena B COOTBETCTBMM C HOMEHKNaTypon gen obpasoBaTernbHOM
opraHusaummu.

PernctpauMoHHbIn HOMEpP OOKYMEeHTa, COCTaBfIeHHOro COBMECTHO AByMS u bonee
OpraHu3auusiMm, COCTOUT U3 PErMCTPALNOHHBIX HOMEPOB [OOKYMEHTOB KaXKAoOW
N3 3TUX OpraHu3auuin, NpocTaBfsieMblX 4Yepe3 KOCYH 4YepTy B Nnopsaake ykasaHus
aBTOPOB B [JOKYMEHTE.

3.2.6. Ccbinka Ha perucTpaumMoHHbIN HOMEpP U AaTy AOKYMeHTa

Ccbinika  Ha permctpauMoHHbIA  HOMEp W gaTy [dOKyMeHTa BKodaeT B cebs
perncTpaumoHHbIN HOMep 1 gaTy AOKYMEHTa, Ha KOTOpbIA JOrKeH OblTb AaH OTBeT.
Ccbinka Ha HOMep W gaTy [OOKYMeHTa MCnosib3yeTcss npu odOpMIIEHUN MNUCEM,
ABMAOLWNXCA OTBETaMM Ha NOCTynuBLIEee MMCbMO (3anpoc, npocbby wu Aap.).
CBefeHnsa B peKBU3UT MEPEHOCATCS C NOCTYNMBLUEro AOKYMEHTa U COOTBETCTBYIOT
perncTpaumMoHHOMY HOMeEpPY 1 AaTe NOCTYNMUBLLErO JOKYMEHTA.

OrpaHnuuTenbHas oTMeTKa Afs 4aHHOro pekBu3nTa NpocTaBfisieTcs B 1EBOM YacTu
GnaHka nucbMa nNoA PeKBM3MTOM «AaTa» U «PerMcTpauuoHHbIN HOMEP AOKYMEHTa.
Hanuune pgaHHOro pekBuauTa ucknoYaeT HeobXxoaUMOCTb YNOMWHAHUS Homepa
M oatbl MOCTYNMBLUErO [AOKYMEHTa B TEKCTe MUCbMa, 4YTO OCBODOXOaeT TeKCT
OT CrpaBOYHON MHOPMALINMN.

3.2.7. MecTo cocTaBfieHUs UNN U3[aHUA [OKYMEHTa

MecTo coctaBneHunsa (usgaHusl) gokymeHta (r. Mwmm) ykasbiBaeTcs B JOKYMEHTaX,
n3roTaBnMBaembiX Ha 6naHKax KOHKPETHbIX BUOOB JOKYMEHTOB.

3.2.8. Agpecar

[OKyMeHTbl  agpecyoT B OpraHbl  BflaCTW, opraHuMsauuu,  UX CTPYKTYPHblEe
nogpasgeneHuns, JOMKHOCTHLIM NN (OU3NYECKUM JTULIAM.

[Mpn agpecoBaHMM OOKYMEHTa B OpraH BflaCTW, OpraHusauuio UM ee CTPYKTypHoe
nogpasgeneHne (6e3 ykasaHus OOSDKHOCTHOrO nuua) MX HaMMeHoBaHWe MuLyT
B UMEHUTESTbHOM Nagexe.

Hanpumep:

MwuHucTepcTBo npoceeweHns PP

[enapTameHT rocygapCTBEHHOW NONUTUKN B cdpepe

3awmTbl NpaB geTten

Mpn HanpaeneHun OOKYyMEeHTa [OOJPKHOCTHOMY Jindy Ha3BaHuMe opraHu3auunm
n ee CTPYKTYPHOro noapasneneHund YKa3blBakOT B NUMEHUTEJIbHOM nagexe,
a OOJTXHOCTb I/I(*)aMI/IJ'IVIlO agpecata - B gaTtesibHOM. NHuumanel ctaesaTcs rnocre
damunnnm Hes3aBUCUMO OT TOrO, KOMY afpecoBaH OOKYMEHT - OOJDKHOCTHOMY JTnuy
nnn cbmsmquKomy.



Hanpumep:
MuHucTepcTBo 06pasoBaHusa TromeHckom obnactu
YnpasneHue genamu

[(maBHOMY cneumanucty
N.N. NiBaHoBOWM

nn HasBaHue opraHmsaumm BXoguT B HaMMEeHOBaHME AOOJDKHOCTU U OCbOpMJ'IFleTCFI
B OaTelibHOM nagexe

PekTopy nHctutyTa
N.N. NiBaHoBOWM

[Mpn agpecoBaHnn JOKYMEHTa B HECKOMbKO OLHOPOAHbLIX OpraHn3auuin nx HassaHus
cnepnyert ykasblBaTb 06006LLEHHO.

Hanpumep:

PykoBoautenam obpasoBaTenbHbIX

opraHunsaumm obwero obpasoBaHus,

pyKoBOAUTENSM NPeanpuaTnim n

opraHusaumi MuHnpocselyeHns Poccun

[lonyckaeTcsl ueHTpupoBaTb KaXayt CTPOKY pekBuauTa «AgpecaTt» no OTHOLUEHUIO
K camMoun OfIMHHOW CTPOKe.

Hanpumep:

3amecTtutento gupekTopa no yyebHon pabotre MALOY LIPP a/c Ne 19

N.N. YynknHon

B coctaB pekBMauMTa MOXET BXOAUTb MOYTOBLIM adpec. ONeMeHTbl MOYTOBOro
ajpeca yKkasblBalOTCA B NocnegoBaTesNibHOCTW,  yCTaHoBNeHHon [paBunamu
OKasaHus ycnyr NoYTOBOW CBA3M.

Mpn agpecoBaHMM nNUCbMa B OpraHW3auuilo yKasblBalOT ee HauMeHOBaHWe, 3aTeMm
NoYTOBLIN agpec.

Hanpumep:

Penakuua xypHana

«YnpaBneHne Ha4vyanbHOM LLUKOSTION»

TroMmeHckast obnacTb., yn. YepHblweBcKoro, 4. 6,

r. Nwmm, 627750

ALpec He nNpocTaBnseTca Ha AOKYMEHTaX, HanpaBnseMblX B NpPaBUTESIbCTBEHHbIE
yuypexneHnsa 1 NoCTosIHHbIM KOPPECMNOHAEHTaM, B 3TUX Cyvyasix MOryT NMPUMEHSTLCA
KOHBEPTbI C 3apaHee HanevyaTaHHbIMK agpecamu.

Mpn appecoBaHMM [OoOKymMeHTa uandeckomy nuuy HeobxoaumMo YykasbiBaTb
damMunuio, MHMUKManbl, 3aTtemM NOYTOBLIN afpec.

Hanpumep:

N.N. BaHOBY

UepHbiwesckas yn., 4.100, ks. 100,

r. Mwum, TromeHckas obnactb, 627750



[OKyMeHT He JorKeH cogepxaTb Bonee 4yeTbipex agpecaTtoB, KaXabll 9K3eMMnsp
Takoro [JOKyMeHTa [JormkeH 6biTb nognucaH. Cnoso «Konua» nepen BTOPbLIM,
TPEeTbMM, YeTBEPTLIM agpecaTaMmn He yKasbiBatoT.

Mpn HanpaBneHun gokymeHTa Gonee 4Yem B YeTbipe agpeca COCTaBNseTCs CrUCOK
Ha pacchblfiKy, a Ha KaX4oM JOKYMEHTe NpoCcTaBnseTcs TONbKO OAMH agpec.

3.2.9. N'pudcp yTBepXAeHUA AOKYMEHTa

YTBEpXOeHNe LOKYMeHTa Npou3BOAUTCH NpoCcTaBfeHneM rpuda yTeepXxaeHnsa unm
n3gaHMeM pacnopsiguMTenbHOro AOKyMeHTa (B Tex cnydvasix, kKorga TpebytoTces
AOMNOMNHUTESNbHbIE NPEeANUCaHNs U PasbACHEHUS).

[OKyMeHTbl yTBEpXagalTca pykoBoguTeriem oOpasoBaTenbHOM OpraHu3auumu,
BbILUECTOAWMMN UM MEXBEOOMCTBEHHBIMW  OpraHamu,  OpraHuM3aumsamu,
B KOMMETEHLNIO KOTOPbIX BXOOUT  peLueHune BOMpPOCOB, N3NOXXEHHbIX
B yTBEPXXOAaeMbIX JOKYMEHTaX.

[MonoxeHus, npaBuna, nNOpPsSAKW, LOIMKHOCTHbIE  MHCTPYKUUKM,  MHCTPYKLUUMK,
pacnucaHnst 3aHATUA  YPOKOB, BHEYPOYHOW [AeATENbHOCTU, [OOMNOSTHUTENBbHOro
obpasoBaHua W Ap. noanexart yTBepXAeHWUI pykoBoauTernem obpasoBaTeribHOM
opraHmsaumMm U1 npuobpeTalT  IOPUANYECKYHD CUITy  TOMBbKO  C MOMEHTa
NX yTBEPXKOEHUS.

P  yTBEPXOEHUA nNoMeLlaeTcs B NPaBOM BEPXHEM Yrny nepBOro nucra
OOKyMeHTa, coctouT wu3cnoea YTBEPXIOAK (6e3 kaBblyek), MNOSIHOMoO
HaUMeHOBaHUSA OOSMKHOCTU Nuua, yTBepXaarLwero OKYMEHT, ero fIMYHON nognucwy,
ee pacwmdpoBKn (MHULMANoB, hamunun) u aaTbl yTBEPXKOEHMS.

Hanpumep:

YTBEPXOAKO

Aunpektop MAOOY LPP g/c Ne 19

noanucb N.N. BaHoBa

15.06.2024

HonyckaeTcs B pekBuante «lpud yTBEpXOEHUS [LOOKYMEHTa» LeHTpuMpoBaTb
31eMEHTbl OTHOCUTESTBHO CaMOW OIMHHOW CTPOKMW.

Hanpumep:

YTBEPXOAIO

HOupektop MALOY LIPP a/c Ne 19

noanucbk N.N. BaHoBa

15.06.2024

Mpn yTBEPXOEHUN OOKYMEHTA HECKOSIbKUMMU AOSMKHOCTHbIMM NuuaMmn ux nognucu
pacrnonaratoT Ha O4HOM YPOBHeE.

Mpn  yTBEPXOAEHUM  OOKYMEHTa  MNOCTAHOBIIEHWEM, pELUEHUEM, MNPUKa3om,
NPOTOKOSIOM rpud yTBepXaeHus coctout m3 criosa YTBEPXOEH (-A, -O, -bl),
HaMMEeHOBaAHUS YTBEpXOalLWero AOKYMEHTa B TBOPUTENbHOM Magexe, ero gathl,
Homepa.

Hanpumep:

YTBEPXOEH

[MpoTokofoM negarorn4eckoro coseTa

15.06.2024 Ne 32

nnn



YTBEPXOEHO
npukazom MALOY LPP a/c Ne 19
15.06.2024 Ne 32

Cnosa YTBEPXOEHO un YTBEPXIOEH B npunoxeHusx cornacyltcsa B poae
nyucrne CBMOOM YTBEPXKOAEMOro AoKymeHTa: nonoxeHune - YTBEPXOEHO,
nporpamma - YTBEPXIOEHA.
BHOCUTb Kakme-nmbo m3MeHeHuss mn gobasneHus B nognucaHHble (YTBEepXKAEeHHbIE)
OOKYMeHTbI 6e3 paspelleHuns nuua, nognucasLlLero JoOKYMeHT, He JONyCKaeTCs.
OTBETCTBEHHOCTb 33 KAa4eCTBO  MNOArOTOBKM  [OOKYMEHTOB M JOCTOBEPHOCTb
codepxalimxcs B HMX  [aHHbIX  BO3fnaraeTtca  Ha nuua,  NoarotoBuMBLUME,
3aBM3NpoBaBLLME M NOANUCABLUME AOKYMEHTbI.
3.2.10. 3aronoBOK K TEKCTY
3arofioBOK K TEKCTY BKIloMaeT B cebs KpaTkoe cogepXaHue [OKyMeHTa, ero
OCHOBHYKO CMbICIIOBYIO Harpysky. 3aronoBok ¢opmynupyetca c npegnorom «O»
(«O6») n oTBEYaeT Ha BOMPOC «O YeM?»:

e npukas (0 4emM?) 0 co3gaHnn aTTecTalLMOHHON KOMUCCUN;

o npuka3s (0 4em?) 06 yTBEepPXXOAEHUN LITAaTHOrO pacnuncaHus,;

e MNNCbMO (0 YeM?) O NpeaocTaBNEHUM NHPOPMALMMN.
3aronoBOK COCTaBISAET UCMNONMHUTENb AOKYMEHTa. 3arofloBOK K TEKCTY ochopmnisieTca
nog peksmsutamu 6raHka crnesa, OT rpaHuLbl NIEBOro nons. Ecnv TeKCT AOKyMeHTa
He NMpeBblllaeT YeTblpex-nNaTu CTPOK unn odopmMneH Ha bnaHke dopmaTa A5,
3arofioBOK MOXHO He yKa3blBaTb.
3arosioBOK AOKYMEHTa 3anucbiBaeTcs Mpu ero perncrpauum B COOTBETCTBYHOLLME
perncTpaumoHHble PopMbl: KAPTOYKY, 6a3y AaHHbIX.
3.2.11. TeKCT AOKYMeHTa
TeKCT JOKYMeHTa COCTaBndeTCA Ha PYCCKOM s3blke KakK rocy4apCTBEHHOM S3blke
P®. TekcT AOOKyMeHTa wuanaraeTcsi PYCCKUM 5UTepaTypHbIM $3bIKOM C Yy4E€TOM
ocobeHHoCcTEN oduumManbHO-4EN0BOro CTUNA, BUAa LOKYMEHTa U ero HasHadyeHus
B ynpaBneH4yeckon pestenbHocTn. CoaepxaHue [OOKyMeHTa [OSMKHO  6bITb
N3IOXEHO KPaTKO, NOMMYHO, TOYHO U ACHO.
TeKkcTbl AOKYMEHTOB M3ararTcs:
OT 1-ro nvua eauHCTBEHHOro 4ucra B AOKyMeHTax (npukas wu T. [.) pykoBoauTens
obpasoBaTenbHOM OpraHu3auuu, OencTBYOLLEero Ha npuHUunax eavHoHavanms,
a Takke [OOKYMeHTaX, afpecOBaHHbIX PYKOBOACTBY OpraHu3aumu: npukasbiBato...
noaroToBUTb N NpeacTaBuUTb Ha paccMOTpeHNE; npowuy paccMOTpeTb
BOMpPOC 06 YyCTaHOBNEHUWN NIbrOTHbIX TapudoB...;
3-ro nuua eauHCTBEHHOro Yncna B AOKYMEHTax KonnernasnbHbIX OpraHoB: KOMUCCUS
pewwnna...; ObpasoBaTenbHasa opraHM3auns He cHUTaeT BO3MOXHbIM...;
1-ro nuua MHOXECTBEHHOro 4ucna B COBMECTHbIX [OOKYMEHTax: MpoCuM
npeacTaBUTb JaHHbIE O...; NPeAcTaBndeM Ha pacCMOTPEHUE N YTBEPXOEHME. . .;
3-ro0  nNuua MHOXECTBEHHOro 4ucra B NPOTOKONax: criywanu, BbICTYNUIN,
NOCTaHOBWUINU, PELLUIIN.
B ookymMeHTax,  ycTaHaBnuMBawwWwmx npaBa M 0643aHHOCTM  OpraHusauuu,
ee CTPYKTYPHbIX nogpasgeneHnn (NonoxeHue, MHCTPYKLUMS), a Takke coaepkalimx
onucaHve, oOueHKy akToB WNM BbIBOAbI (aKT, crnpaska), ucronb3yetcs dopma
N3IOXEHUa TeKkcTa OT TPeTbero fivua eguHCTBEHHOrO UM MHOXECTBEHHOro 4ucna



(«oTaen ocyuwecTBnseT yHKUUUY», «B COCTaB OObeaUHEHUs1 BXOOAT», «KOMUCCUS
yCcTaHoBUNa»).
B TekcTe [OOKyMeHTa, MOArOTOBMAEHHOrO0 Ha OCHOBAHWW 3aKOHOAATENbHbIX, WHbIX
HOPMaTUBHbLIX MPABOBbIX aKTOB, M3[AHHbLIX OpraHamMmu BfacTW, JOKYMEHTOB, paHee
N3gaHHbIX OpPraHOM BNacTM — aBTOPOM [JOKYMEHTa, yKa3blBaeTCA HanMMeHOBaHWe
BMAA JOKYMEHTa, HAaMMeHOBaHWe opraHa, n3gasLuero AOKyMeHT, AaTta NPUHATUS Un
YTBEPXOEHNA [OOKyMeHTa, €ero peructpaumoHHbIi HOMep, a Takke 3arofoBOK
K TEKCTY UM HAaMMEeHOBaHWe BUAa JOKYMeHTa, Hanpumep:
"B cootBeTCcTBUM C nocTtaHoBneHnem [lpaButenbctBa oT 13.08.1997 Ne 1009
«O6 ytBepxgeHun  [NpaBun  MNOArOTOBKM  HOPMATMBHbLIX  MPaBOBbIX  aKTOB
degepanbHbIX  OpraHOB  WUCMAOSTHAUTENBbHOW  BNacTu WU UX roCygapCTBEHHOM
perncrTpauumy;
«B cootBeTcTBUM C [TONIOXKEHNEM O MOCTOAHHO OENCTBYHOLLIEN 3KCMNEPTHON KOMUCCUN
yupexaeHus, opraHvsaumm, npeanpusitus, YTBEepXOEeHHbIM npuka3oMm PocapxvBa
oT 11.04.2018 Ne 43».
Ecnu TekCT coOepXuUT HECKONbKO MNOpPYYeHUn, pelleHnn, BbIBOLOB, B TEKCTEe
BblAeNnATCa pasgensl, nogpasgensl, NyHKTbl, NOAMYHKTbI.
B TekcT gokymeHTa MOryT BKOYaTbCa oparMeHThbl, 0popMneHHble B BuAe Tabnuubl
NN aHKeTHI.
CTpaHuupbl TEKCTa HyMepyroTcHa apabckumu unpamm nocepeanHe BepxXHEro nossi.
B nnucbmax ncnonb3ytoT cnegyowmne popmbl U3NOXKEHNS:

e OTNEPBOr0 fUUA MHOXECTBEHHOrO 4ucra («NpocMM  HanpaBUTb,
«HanpaBngem Ha pacCMOTPEHUEY);

e MEPBOr0 NMua €OWMHCTBEHHOro 4mMcna («cumTard HeobXxoaMMbIMY, «npoLly
BblOAENUTbY);

o TpeTbero nuua eguHctBeHHoro 4yucna («OO He BospaxaeT», «OO cuuTtaer
BO3MOXXHbIM» ).
3.2.12. OTMeTKa O NpUNoXeHUn
Ecnn poOKyMeHT unmeeT MpunoXeHusi, HasBaHHble B TEKCTe, TO OTMEeTKa O HUX
ochopmMrisieTcs no cneaytowen popme:
[MpunoxeHwue: Ha 10 n. B 3 3K3.
Ecnn  npunoxeHna B TeKCTe  He HasBaHbl, TO HEOOXOAMMO  NEPEeYUCIUTbL
NX Ha3BaHWSA, KOSIMYECTBO JIMCTOB U 3K3EMMSAPOB KaXXaoro.
[Mpy HaNMYMM HECKOMBKMUX NPUMOXEHUA OHU HYMEPYHOTCSA:

Mpunoxenuns: 1. lUtaTHOe pacnucaHue... Ha 4 n. B 3 9K3.
2. CmeTa pacxofos... Ha 4 n. B 3 9K3.

Ecnun npunoxeHns cOpoLLopoBaHbl, KOSIMYECTBO SIMCTOB HE yKa3blBaeTCs.

Ecnun Kk poKkymMeHTy npunaraeTcsa ApYyron OOKYMEHT, Takke UMEKLWUN NpUnoxeHue,
OTMETKY O Hanuunm npunoxxeHust oopMnsaoT cregyowmm obpasom:

Mpunoxenue: nucbmo Pocapxmea o1 05.06.2003 Ne 02-6/172 n npunoxXeHne K Hemy,
BCEro Ha 3 1.

Ecnn npunoxeHnem aBnsetcsas 060COBNEHHbIN 3NEKTPOHHbIN HOCUTENb (KOMMAaKT-
anck, usb-conelu-HakonuTens U Ap.), OTMETKY O Hanuunm nNpunoxeHnsa oopMnsaoT
cnegyowmm obpasom:

Mpunoxenwue: CD B 1 3K3.



Mpn a3TOM Ha BKNagplwe (KOHBepTE), B KOTOPbIA MNOMELLAeTCd HOCUTESb,
yKasblBalOTCA HaUMEHOBaHUS [OKYMEHTOB, 3aruCaHHblX Ha HOCUTESb, WMeHa
doannos.

MpunoxeHna [OMKHbI  OPOPMNATLCA Ha CTaHA4APTHbIX JIMCTax W UMeTb BCe
Heobxoanmble ONsi JOKYMEHTOB PEKBU3UTbI (HAMMEHOBaHME, 3arosioBOK, MOAMUCU
pykoBoauTenen noapasfeneHn, OTBETCTBEHHbIX 3a UX coaepXaHwe, OTMEeTKY
O COrnacoBaHuMM N 1. 4.).

Ha npunoxeHun K pacnopsguvtenbHOMY [OOKYMEHTY B NPaBOM BEPXHEM Iy
CTaBUTCA OTMETKa C yKa3aHMeM Ha3BaHUs pacnopaguTenbHOro AOKYMeHTa, ero
AaTtbl U perMcTpauuoHHOro Homepa.

Hanpumep:

MpunoxeHune Ne 2

K npukazy MAOOY LPP a/c Ne 19

oT 15.06.2024 Ne 11

HavmeHoBaHWe Buga [JOKyMeHTa - MpunoxeHust (nepsoe CNOBO 3arorioBka
NPUIIOXEHUs) BblAensieTcsa NPONUCHbIMKM  ByKBamMu, MOMYXUPHbIM  LIPUETOM
(MONOXXEHWE, MEPEYEHbL, CIMMTMCOK u T. 4.).

Honyckaetcs BblpaxeHune «NMPUNOXXEHWE Ne» nevatatb nponucHbiMKM BykBamu,
a Takke UeHTpupoBaTb 3TO BblpaXeHWe, HaMMeHOBaHWe [OKYMeHTa, ero aaty
N perMcTpaumoHHbIN HOMEP OTHOCUTENBHO CaMOn ASIMHHOW CTPOKMW.

Hanpumep:

MpunoxeHne Ne 1

K npukasy MAOOY LIPP g/c Ne 19

ot 05.06.2024 Ne 145

3.2.13. 'pud cornacoBaHnsa AOKYyMeHTa

BHewwHee cornacoBaHue ohopmnsaeTca COOTBETCTBYHOLLNM rPUPOM.

o cornacoBaHus coctouT n3 cnosa COIMTTACOBAHO (6e3 kaBbl4ek), JOMKHOCTH
nuua, KoTopbiM corflacoBaH AOKYMEHT (BKMNoYas HavMeHOoBaHWe opraHusauuun), ero
cob6CTBEHHOPYYHOM NOANUCU, UHMLMAOB, (haMuUinKn, AaTbl COrnacoBaHuS.
Hanpumep:

COINnACOBAHO

3amecTuTenb HavyanbHUKa yrnpaBneHus

obpasoBaHus TromeHckom obnacTtu

noanuce A.W. lNeTtpos

11.07.2024

Ecnn cornacosaHue npoBOAMTCS C KosinernanbHbIM OpraHomM Wnu nocpeacTtBoM
nMcbMa, TO rpUd cornacoBaHus oopMnaeTcsa crneayowmm obpasom:

Hanpumep:
COINMACOBAHO

Meparornyeckum coetom MALOY LPP a/c Ne 19
(npoTtokon ot 29.03.2024 Ne 1)



pndpbl cormacoBaHus MOryT pacronaraTbCs Ha OTAENbHOM JIUCTE COrflacoBaHus,
ecnu copep)xaHve LOOKyMeHTa 3aTparmBaeT WMHTepecbl HECKONbKUX OpraHu3auuin.
Ha gokymeHTe genaetcs otmeTka «JINCT cornacoBaHus npunaraeTcsay.

BHewHee cornacoBaHue B 3@aBUCMMOCTH OT coaepkaHus OOKYMeHTa
OCYLLEeCTBIISETCA B criegyoLen o4epegHoCTu:

e CO CTOPOHHMMW OpraHmsauusiMu, Korga OHW BbICTynawT obssaTenbHOn
CTOPOHOW B MPaBOOTHOLLUEHUAX, BO3HWUKAKOLWMX BCNeaCTBUE U3OAHUA OOKYMEHTa,
WK Korga cogepkaHue AOoKyMeHTa 3aTparnBaeT UX UHTEepeCH!;

o OOLLECTBEHHBbIMW  OpraHmMsauusaMu - B Criydasix  HeobxoguMMoCTM  Unu
B Criyyasix, NpeayCMOTPEHHbIX MNOMOXEHNAMM 00 3TUX OpraHn3auunsXx;

e OpraHamu, OCYLUECTBMSAWNMA  OCYAApPCTBEHHbIA  HALBEAOMCTBEHHbIN
KOHTpOIb (Haa30p) B onpeneneHHon obractu (9KoNorMyecknin, NoXXapHbli 1 T. 1.);

e BbILECTOAWMMN OpraHM3aunamMm - B Crnyyasx, Koraa 3akoHoOaTeNnbCTBOM
npegycMmaTpmBaeTCcs BO3MOXHOCTb COBEPLUEHUS YNpaBlieHYeCKUX AENCTBUN TOSbKO
C paspeLleHnst 3TUX opraHM3auunin.

3.2.14. Bu3a cornacoBaHus AOKYMeHTa

Buabl cornacoBaHna JOKYMEHTa - peKBU3UT OJOKYMEHTA, yKa3blBaloLWMN Ha cornacue
WM Hecornacue  OOIMKHOCTHOMO  nuua  obpasoBaTesibHOM  opraHuMsauuu
C cofep)kaHMeM NnpoeKkTa JOKYMeHTa (ganee - B13a).

Busa BknovaeT 4OSMKHOCTb Nuua, BU3MpPYOLEero JOKYMEHT, NOAMNUCH, pacundpoBKY
nognucu (MHUUManel, aMnnuio) n aty BU3NPOBaHUS.

Hanpumep:

3amecTuTenb AupekTopa nNo BocnutatesibHon paboTe

MBaHoBa N.N. BaHOBa

10.10.2024

OdbopmneHHas Takum obpa3om BuM3a O3Ha4yaeT corrnacue [OOISHKHOCTHOro nuua
C cogepxaHueM JOKYMeEHTa.
[Mpy HanNMYMM 3ameYyaHnin No JOKYMEHTY BM3Y OPOpPMIISOT creayowmm obpasom:

3ameyaHus npunaratoTcs

3amecTuTenb AnpekTopa No BocnutatenbHom paboTe
MBaHoBa N.N. BaHOBa

10.10.2024

[lOKyMeHT  BM3NPYeTCs  UCMOSIHUTENEM W 3aMHTEPECOBAHHbIMU B IOKYMEHTE
[AOMKHOCTHBIMM NML@aMK1, pykoBoauTenem obpasoBaTenbHOM opraHn3auuu.
3amMeyaHuss [OMmKHbl OblTb MpeacTaBrieHbl Ha OTAENbHOM  NUCTE, KOTOPbIN
NOANUCLIBAKOT, AATMPYIOT U NpUNarawT K AOKYMEHTY.

Ha gokymeHTe, MOAMMHHUK KOTOPOro ocTaeTcs B obpasoBaTenbHOM OpraHusauuu,
BM3bl MNPOCTaBMSOT B HWXKHEN 4YacTu OOOPOTHOM CTOPOHbI MOCRedHero nucta
NoASIMHHMKA JOKYMEHTa.

Ha gokymeHTe, NOANWHHUK KOTOPOro OTMPaBMST U3 OpraHu3auuu, Bu3bl
NPOCTaBNSAT B HWXKHEA 4YacTM JMUEBOW CTOPOHbI  BTOPOro  3K3emmnsspa
OTNPaBIISIEMOro AOKyMEHTA.



Bo3smoxXHO odhopmneHne BM3 [OKYMEHTaA Ha OTAENbHOM JUCTE CorflacoBaHUs.
[lonyckaeTca NOIMCTHOE BU3NPOBaAHWE AOKYMEHTA U ero NPpUoXeHus:.

Ecnn B npouecce BM3NMPOBaHMSA B NPOEKT [OOKYMEHTA BHOCATCS CYyLLECTBEHHbIE
N3MEHEHNS, OH NOANEXUT MNOBTOPHOMY BU3NPOBaHWMIO. [1OBTOpPHOE BM3NpPOBaAHUE
He TpebyeTcda, ecnu npu gopaboTke B MPOEKT OOKYMEHTA BHECEHbl YTOYHEHUS,
He MEHSoLWME ero CyTu.

3.2.15. NMognucb

[okymeHTbl, HanpaBnsemble o06pa3oBaTenbHOM OpraHu3auMen B BbllLECTOALME
opraHbl  ynpaBneHusi, NOAMUCbIBAIOTCA  pykoBoauTenem  obpasoBaTeribHOM
opraHusauuu, ero 3amecTuTerniem o NnopyyvyeHnto pykoBoauTensa obpasoBaTesibHOM
opraHusauumm Nno COOTBETCTBYHOLLUNM HanpaBneHUsaM.

B coctae pekBuamta «[llognucb» BXOAAT: HaMMEHOBaHME OOMKHOCTW nuvua,
nognucasBlLUEro LOOKYMEHT (MONHOE, C yKa3aHMEM Ha3BaHUs OpraHu3aumm, ecnu

OOKYMEHT odopMIieH He Ha BGnaHke, N COKpaLLlEeHHOE - Ha JOKYMEHTe,
0OpMMEHHOM Ha BnaHke); nuyHas NoAanuchb; paclumgpoBka nognucu (MHUUManel,
dhamunus).
Hanpumep:

3amectuteno  gupektopa JinuyHaa nognuce  WU.U. MiBaHoBa
no BocnuTaTesnibHon paboTe

B nokymeHTax, MOAroTOBSIEHHbIX  KOMWUCCUEW,  YKasblBalOTCA  HE OOSMKHOCTU
NnoAnucaBLLNX NAL, a nX 06a3aHHOCTU B COCTaBE KOMUCCUM.

Hanpumep:

npegcenartens kommccenn  Jlnynasa nognnuce  N.0O. damununs

YrieHbl KOMUCCUn Jlnynaa nognmce  N.0. Gamunua

JlnyHasa nognuce  N.0. damunumsa

Mpyn nognucaHuM AOOKYMEHTa HECKONbKMMU AO0SHKHOCTHBIMM NvuaMm UX Nognmcu
pacrnonaratoT ofHy no4 ApyroM B NocrnefoBaTenbHOCTU, COOTBETCTBYIOLLEN
3aHMMaEeMOM OOIMKHOCTH.

Hanpumep:

HAvpekTop Jlnynasa nognnce  N.0. damunus

3amectutenb aupektopa JluyHas nognucse  UN.0. damunus

Mpy noanMcaHUM OOKYMEHTA HECKONbKMMWU fuLaMU  paBHbIX OOIKHOCTEMN,
NX NoAnucu
pacrnonaratT Ha OHOM YpPOBHE.

Hanpumep:

3amecTuTenb gMpekTopa no 3amecTutenb  aupektopa Mo
agMUHUCTPATUBHO-XO3ANCTBEHHOW  y4ebHO-BocnuTaTenbHoOM paboTe
paboTe

nnyHaa noanuce WN.O. ®damunma  nudyHaga noanmck  U.0. damunusa



Ecnn gormkHoCcTHOE nNuuo, NoAnUCb KOTOPOro 3aroTOBfleHa Ha NpoeKkTe LOKYMEHTa,
OTCYTCTBYET, TO AOKYMEHT [OSKEeH MOAMUCLIBATbCA JIMLOM, WCMOMHSAKLWMM €ero
00513aHHOCTHY, NN €ro 3aMecTUTENEM.

He ponyckaeTtca nognvcaHve OOKYMEHTOB C NPeasioroM «3a» WU npocTaBrieHune
KOCOW YepTbl Nepes HanmeHoBaHUEM A0SKHOCTW.

3.2.16. OTmMeTKa 06 3NeKTPOHHOM NOANUCHU

OTtmeTka 06 9neKTpoOHHOM noanucu BKMoYaeT: dpady «[okyMeHT nognucaH
9NIEKTPOHHOW MOANUCBIO», HOMep cepTudumkaTa Krva SNEeKTPOHHOW MOAMUCH,
damunnio, M4, 0TYECTBO Briagenbua ceptudumkata n Cpok AencTeus ceptudukara
Krnroya 9NeKTPOHHOW Nognucu.

Hanpumep:

OOKYMEHT NOANMUCAH

3NIEKTPOHHOW NOANUCHIO

Ceptudomkar 1a111a2aa0000000011
Bnapeney WBaHoBa AHHa [leTpoBHa
[encteuteneHd ¢ 01.12.2024 no 01.12.2028

OTmeTka 06 BnMeKTPOHHOW MOAMMCU LOSMKHA COOTBETCTBOBATb MECTY pasMeLleHus
cOBCTBEHHOPYYHOM MOAMNMUCUA B aHANOrMYHOM LOKYMEHTe Ha ByMaKHOM HocuTerne.
ONeMeHTbl OTMETKM [OOMMKHbl  OblTb  BUAWUMBIMU - U YATAEMbIMU U HE AOSTKHbI
nepekpbiBaTb 9MNeMeHTbl TeKCTa AOKyMeHTa W apyrne OTMeTKM 0O 3NeKTPOHHOM
nognucu (Npyv Hanu4um).

3.2.17. MNevaTb

OTTMCK neyaTM 3aBepsieT  MOASMMMHHOCTb  NOAMMCWU  OOSMKHOCTHOrO  nuua
Ha JOKYMeEHTax, AOCTOBEepsoWmnX npasa nuy, uKkcupyowmx ¢akTbl, CBSA3aHHble
C (brHaHCOBbBIMKU CpeaCcTBaMM, a TakKKe Ha UHbIX AOKYMEHTax, npegycMmaTpuBatoLLmnx
3aBepeHne NoasIMHHON nognucu. [JokymMeHTbl 3aBepstoT nedyaTbio obpasoBaTenbHON
opraHusauumu.

[MeyaTb npocTaBnseTcss Ha cBOGOAHOM OT TeKCTa MecTe, He 3axBaTbiBasi JIMYHOW
noanucu SOMKHOCTHOro nuua.

3.2.18. OTmeTKa 06 ucnonHurtene

OtmeTka 06 ucnonHutene BknyaeT Bceba damunmioo, uUMs, OTYECTBO
NCNONHUTENA JOKYMEHTa, HOMep ero TenedoHa.

OtmeTky 006 ucrnonHuTene pacnonaralT Ha NMueBorn unnm o06OPOTHOM CTOPOHE
nocrnegHero nucTa JOKyMeHTa B JIEBOM HWXKHEM Yriy.

Hanpumep:

MBaHoBa HHa ViBaHOBHa

8 (34551) 6-00-00

3.2.19. OTmMeTKa 0 3aBepeHUUn Konum

Konuu c OOKYMEHTOB BbIJAKTCA C pas3pelleHns pykoBoauTenen CTPYKTYPHbIX
nogpasgeneHnn N TONbKO CTexX  [OOKYMEHTOB, KOTopble Obinn  u3gaHbl
B 06pasoBaTenbHOM OpraHnsauumn 1 KoTopble KacarTca CrnyXebHon OeATerlbHOCTU
OAHHOro CTPYKTYPHOro nogpasgesieHns.

Mpn  Bblgade  KOMUM  [OKYMEHT  BOCMPOM3BOAUTCS  MNOSMHOCTblo  (BnaHk
obpasoBaTernbHOW opraHu3aLumu, HoMep, JaTa, cogepxaHve U 1. 4.).



B npaBom BepxHem yrny konuu nuwetca crnoBo «Konuvs». lNpu Bblgade konum
C konuu cnegyet nucaTb «Konusa ¢ konuny.

Ecnn konua ana BHYTPEHHEro nosib30BaHWA, TO ANSA 3aBEepeHUs HWXKe pekBu3uTa
«lMognuce» nNpoCTaBnAT 3aBepuUTENbHYK HaAnucb: «BepHO»; OOMMKHOCTb Nvua,
3aBEepPSIOLLErO  KOMUIO; JIMYHYKO MOAMNUCH; pacMdpoBKY nognucyn (MHUMumanel,
dhamunuio); aaTy 3aBepeHus.

Hanpumep:

BepHo

CekpeTtapb/Cneumnanuct no Kkagpam
JInyHas nognucb B.B. /iBaHOBa
10.10.2024

Ecnu konus BblgaeTca Ans npeactaBfieHUs B OPYryH0 OopraHu3auuio, TO OTMeTKa
O 3aBepeHnn KOonuu [JOMOSIHAETCA HaAnuUCbid O MecTe XpaHeHUs [OOKYMEHTa,
C KOTOPOro Oblna M3roToBfieHa Konusi, n 3aBepsaeTcs neyaTblo opraHnu3aunu.
Hanpumep:

MoanvHHMK gokymeHTa Haxogutca B MAOOY UPP a/c Ne 198 pene Ne 12-k
3a 2024 rof.

[ns npocTaBneHnst OTMETKN O 3aBEPEHUN KOMNN MOXET UCNOSMb30BaTbCA LWTaMn.
3.2.20. OT™MeTKa 0 NoCcTynsfieHUn AOKYMEHTa

CopoepxuT gaTy NOCTYNNEeHMst AOKYMEHTA, a TakKe ero BXOASALNN PErMCTPaLNOHHbIN
Homep. [lpn HeoBXoOMMOCTM B OTMETKE MOXHO yKasaTb BpeMs MOCTYNfeHus
B Yacax u MMHyTax u cnocob OOoCTaBKM LOKYMEHTA.

OTtmeTky O NOCTYMNMeHun AOKYMEHTa B ob6pa3oBaTenibHOM opraHusauyum
NpoOCTaBNsAT B BMAE WTaMna WM OT PYKM B HUXKHEN 4YacTu JIMLEBOW CTOPOHDI
nepBoro fncTa AOKyMeHTa Uinn Ha ero oboporTe.

Hanpumep:

MALOY PP a/c Ne 19

11.10.2024 Ne 23

13440 muH

3.2.21. Pe3onwouus

B coctaB pesoniounn O0MKHbI  BXOAUTL crneaylowme anemMeHTbl:  damunus,
WHULUMAnNbl  UCNOSHUTENS  (UCMONHUTEnen), coaepxaHwe nopydveHusa. [pwu
HeobXOANMOCTU - CPOK UCMOMHEHUS, NOAMNUCHL NMua, BblHECLLEro pes3onioumto, gaTa
pe3onoLmn.

Hanpumep:
N.0. CMnpHoBon
Mpowy noarotoBuTb NpoekT gorosopa ¢ OO0 «[Jom mebenun» k 22.06.2024

JlnyHaga nognucb
10.10.2024

Mpn  Hanuumm B pe30noLUMM  HECKOMbKMX  WUCMOSNHUTENENn  yKasblBaeTcs
OTBETCTBEHHbIA MCMNOMHUTENb (Kak MpaBuio, 3TO NUUO, Ha3BaHHOE B PE30SILMM
nepsbIM).



Ha gpokymeHTax, He Tpebyrouwmx OOMONHUTENbHbLIX YKas3aHWin Mo UCMNOSTHEHUIO
N UMEIOLLMX TUMOBbLIE CPOKN UCTMONHEHUS, B PE30NIOLNN YKa3biBAETCA UCNOMHUTEND,
noanucb aBTopa pes3oniuunun, gara.

Pesontouus, Kak npasBumo, MNUWETCA OT PYKM PyKOBOAMTENEM Ha NOANMHHUKE
OOKyMeHTa Ha cBOOOAHOM OT TeKCTa MecTe.

3.2.22. OTMeTKa O KOHTpose

OTmeTKka 0 KoHTposne obo3HavaeT, YTO JOKYMEHT MOCTaBMEH Ha KOHTPONb. OTMETKY
O KOHTpONne 3a MUCMNOSIHEHMEM [OOKyMeHTa o6o03HayalT wTamMnoMm «KOHTpomnb»
Ha BEPXHEM Mone AOKyMEHTa.

KoHTponto nognexar BCe 3aperMctpupoBaHHble  LOKYMEHTbl, Tpebytowme
NCMONMHEHNS.

Cpokn wucnonHeHust OOKyMeHTa YCTaHaBfMBAKOTCA B COOTBETCTBUMM CO CpOKaMMU,
0003Ha4YEeHHbIMM 3aKOHOL4ATENLCTBOM, OpraHu3auMen, HanpasBuBLUEW MOPyYeHMue
unu npocbBy, pacnopsauTenbHbIM AOKYMEHTOM WNWU Pe30niouMen pykoBOAMTENS
obpasoBaTenbHOM opraHM3auuu.

Cpok npoctaBnsieTcsa B popMe gathbl 3aBEPLLEHNSA UCMONHEHUS.

3.2.23. OTmMeTKa 0 HanpaBfeHUU AOKyMeHTa B Aeno

OTmeTKka 06 MCNONHEHUN OOKYMEHTa M HanpasfieHun ero B Aerio BKtovaeT B cebs
crneaywolwme paHHble: ¢pasy «B geno», mnHOekc pena no HOMeHknaType Aen,
B KOTOPOE MNMOMELLAeTCss AOKYMEHT Ha XpaHeHue, C ykazaHWeM KaneHgapHoro roaa,
AO0SHKHOCTM nuua, oopMUBLLIETO OTMETKY, NOANUCK, AAThbl.

Hanpumep:

B npeno Ne 01-18 3a 2024 r.
3amecTuTtenb AupekTopa No BocnutaTtesnibHon paboTe
JInyHaga nognucb 10.10.2024

OTmeTka O HanpaBneHUn [OOKyMeHTa B eno MOXEeT [OMOSHATLCA KpaTKUMU
CBEAEHUSMWN O XapaKkTepe UCNOSTHEHUSA JOKYMEHTA.

3.3. Ocob6eHHOCTU NOAroTOBKN U ohopMIieHUs oTaenbHbIX BUAOB AOKYMEHTOB
3.3.1. NMpwukas

Mpuka3 - npaBOBOM akT, wW3gaBaeMbll pykoBoguTenem obpasoBaTernbHOM
opraHusauun A pelleHuUss OCHOBHbIX W OnepaTMBHbLIX 3afad, CToAwMX nepeq
obpasoBaTernbHON opraHu3aumen (npunoxerHne Ne 2).

Mpuka3z moxeT OblTb U3gaH NULOM, UCMOMHAKLWMM 0683aHHOCTM pykoBOAUTENS
obpasoBaTenbHOM OpraHM3aunmn B criyvyae ero oTCyTCTBuUS.

B npukaszax no OCHOBHOW  OEATENbHOCTM  pellarTcs  BOMPOCbI  yy4ebHowm,
XO3ANCTBEHHOWN, (DUHAHCOBOWN AEATESNIbHOCTU, NNaHMPOBaAHUSA, OTYETHOCTU, Y4ebHOo-
BOCNMTaTENbHOro npouecca, pusm4yeckoro pas3smuTnsa 1 T. n.

Mpukasbl odopmnsatoTca Ha 6bnaHke obpasoBaTenbHOM opraHu3dauuu. [lepepava
npuKasoB, WX KOMUA paboTHMKAM CTOPOHHUX OpraHuM3auuin [OMycKkaeTCcs TOSMbKO
C paspelleHuss pykoBoautens obpasoBaTesibHOM opraHudaumn. MNpoekTbl NpuKkasoB
pa3pabaTbiBalOTCsA YMNOMHOMOYEHHbIM JIMLUOM MO NMOPYYEHUIO PYKOBOACTBA WK
no co6CTBEHHOM MHMLMATMBE.

MogroToBka npukasa BkAYaeT B cebs u3yveHwe cywectBa Bonpoca Wu cbop
HeobOXoQMMbIX CBeAEHW; MOArOoTOBKY MpoekTa Mpukasa; corrnacoBaHWe MNpPOEKTa;
nognucaHue pykosogutenem obpasoBaTernibHOM OpraHn3aunmn, permcTpaumio.
Mpukasbl nevatatotcs wpndtom Arial Ne 13.



Homepa cTpaHuy npocCTaBnglOTCA nocepeauvHe BepxHero nosis nucra. TekcT
npykasa neyaTaeTcs Yepes 0OaMH MEXCTPOYHbIN MHTepBan, 6e3 obopoTa.

Mpukas umeeT cnegywwmMe pPeKBU3UTbI: HauMMeHoBaHWe obpasoBaTesibHON
opraHmsaumm corrnacHo ycrtaBy; HaumeHoBaHue Buaa gokymeHTa ([MPUKAS3), paTta,
HOMep, 3arofloBOK K TEKCTY, TEeKCT, HauMeHOBaHWe [OOSDKHOCTWU, MNOANUCh
OOIMKHOCTHOrO nuua (MHuumanel, aMmmnnus), O3HaKOMNEHUS.

[laton npukasa siBnsieTca gata ero nognucaHus. [Jata odopmnseTca umgpoBbiM
cnocobomM; HoMep cocTouMT M3 3Haka «No» U nopsAoKoBOro HoMepa npukasa,
Hanpumep: oT 00.00.0000 Ne 000.

TekcT npukasa COCTOUT M3 OBYX B3aMMOCBSA3@HHbIX YacTeu - KOHCTaTupyloLlen
N pacnopaguTensHON.

TekcT Npukasa O0SMKEeH MMeTb 3arofiloBoK. 3arofiloBoK HaymMHaeTtcsa ¢ npeanora «O»
(«O6») n cbopmupyeTcsa Npy NOMOLLM OTFNArosibHbIX CYLWECTBUTESbHbIX (Hanpuvep:
«O06 yTBepxaeHuu...», «O pernctpaumu...», «O cosgaHuun...»).

3arosioBOK JOMMKEH KPaTKO M TOYHO OTpaXaTb CoAepXaHwe TeKcTa npukasa. Touka
B 3arofioBke He ctaBuTcA. [leyaTaeTcs 4Yepe3 [Ba MEXCTPOYHbIX WHTepBana
OT pekBusnTa. lNeyataeTcs CTPOUHbIMU ByKBaMU, BbIAENSAETCA XXUPHBbIM LUPUGTOM.

B KOHCTaTUpylowWwen YacTn KpaTKo usnararoTcs uenu v 3agayu, aktel n cobbitus,
NOCAYXMBLUME OCHOBaHMEM Ans wu3gaHna npukasa. OHa MOXeT HayMHaTbCs
crnoBamMu «B LieNsiX», «BO UCNOMHEHNe» 1 Ap. Ecnu npukas nsgaetca Ha OCHOBaHUMK
OPYroro AOKYMeHTa, TO B KOHCTATUpYIOLLEW YacTu YKa3blBaeTCs HavMeHOBaHue
9TOr0  AOKYMEHTa, HauMeHOBaHWe opraHa, wusgaslero [JOKYMEeHT, [JaTa,
perncTpaLmoHHbIA HOMEP U 3arosyIOBOK K TEKCTY.

KoHcTaTupytowasa Yyacte MOXeT OTCYTCTBOBaTb, €Cfv NpeanucbiBaeMble OeNCTBUS
He HYXOalTCs B pas3bsiCHEHMU. TeKCT NpUKa3oB B TakUX Crydasx HaydMHaeTcs
co cnosa «[MPUKA3bIBAKO» (nuweTcs nponucHbiMu BykBamu). [Npu Hanuuun AByx
yacTeun npukasa pacrnopsautenbHas YacTb OTAENAEeTCs OT KOHCTaTMPYHOLLEN ClIOBOM
«npukasbiBato». [Nocne cnoea «NMPUKA3BIBAKO» ctaButcst ABoeTOuUME.

TekcT pacnopsguTernibHOM 4YacTu  MOXeT [OefnUTbCS  Ha NyHKTbl, B KOTOPbIX
YKa3blBatOTCS  UCMOSTHUTENWN, KOHKPETHble  OEWCTBUS U CPOKM  UCMOSHEHUSA
npeanucbiBaemMblX AeNcTBUW. Ecnu npukas OONOMHSET, OTMEHAeT WU U3MeHsieT
paHee nsgaHHble NpuKasbl UM NX OTAENbHbIE NYHKTbI, 3TO OrOBapMBaeTCs B TEKCTE.
[MocnegHMM  NYHKTOM  pacnopsauMTtesnibHOM  4acTu  npukasa  yKasblBaeTcs
OOJDKHOCTHOE JMLIO, Ha KOTOpOoe BO3naraeTca KOHTPOSb 3a MUCMOoSIHEHMEM Mpukasa
B LenoM. Hanpumep: «KoHTponb 3a MCNONMHEHNEM NMpuKasa OCTaBMso 3a COOOM».
Mognucbk oTaensieTcs OT TeKCTa ABYMS MHTepBanamu, neyataeTcsl OT rpaHuubl
neBoro nons.

PacwudpoBka noanucy nedvataeTcs Ha ypoBHE MOcCredHen CTPOKU [OOFMKHOCTU
y NpaBoON rpaHuLbl TekcTtoBoro nond. MNpoben mexay wHUUManamn n pammnuen
He JenaeTcs.

MocnegHsas 6OykBa B paclMpPOBKE MOAMMCU OrpaHUYMBAETCHA MpaBbiM  MNOJIEM
(10 mm).

[Mpy nognucaHum npukasa nNuuoM, 3amMeLlarowmm pykoBogutens obpasoBaTenbHON
opraHu3aumu, AosmkHa ObiTb YkasaHa ero paktudeckasa AOSMKHOCTb U (hamunms.

Mpy HanuuMm nNPUNOXEHWN K Npukasy obsi3aTenbHO AeNnaeTcs CCbiflka Ha HUX
B TEKCTe.



[Mpykasbl HyMepyrTCA MOPSAKOBOM HyMepauuven B npegeniax kareHgapHoro roja.
OTaeneHO HYMepyTCs MpuKasbl MO OCHOBHOW OEATENbHOCTU, NO IMYHOMY COCTaBy
paboTHUKOB, MO NMUYHOMY COCTaBY OOy4atoLLMXCH, MO OTMAYyCKaM.

Ecnn npukas BBOAMT B OEWCTBME KaKme-nnbo [OKYMEHTbl (MHCTPYKUMK, rpadoumku,
npasusia, MONOXEHUSA), TO OHM OCOPMMATCA B BUMAE MNPUMOXKEHUS K MpUKasy.
B npaBoM BepxHEM yriy Takux [OOKYMEHTOB OT MATOro MofoXeHus TabynaTtopa
Heobxoaumo nucaTb cnoBo  «[lpunoxeHwe»  C ykasaHWeM HauMeHOBaHUS
pacrnopaguTensHOro 4OKyMeHTa, ero gaTbl, HoMepa.

Hanpumep:

[MpunoxeHwue

K npukazy MALOY LPP a/c Ne 19

oT 11.07.2024 Ne 34

[MpunnoxeHns K NpoekTam NpukasoB 0POPMAAITCA Ha OTAENbHbIX NNCTax dbymaru.
Pasmepbl Nonen n MexXcTpoyHble MHTEPBanbl NMPU NevyaTtaHnn TEKCTOB MPUITOXKEHUI
NMOEHTUYHbI pa3mMepam, NPUMEHSIEMbIM NPWU NeYaTaHUM TEKCTOB NPUKa30B.

B npunoxeHnax nomellarTcsl MONOXEHUsl, NePeYHn, CrnuUcKu, rpadmkm, Tadbnuubl,
obpasubl JOKYMEHTOB U Ap.

Ecnn B TekcTe gaeTca ccbifnika «COrfiacHO NPUMOXKEHUO» unn (npunoxenune Ne...),
TO Ha NEPBON CTpaHuUEe MNPUIIOXKEHUS B NPAaBOM BEPXHEM YNy MUWETCA CroBO
«lpunoxeHne» n ero HOMep, HWKe 4Yepe3d OOMH MEXCTPOYHLIM WUHTEpBan QdaeTcs
CCblfIka Ha nNpukas pykoBoauTens obpasoBaTenbHOM oOpraHusauuu, ero party
N HOMeEp.

Bce coctaBHble YacTu pekBM3UTa BbIpaBHUBAKTCA MO NPaBOMY Kpatko, nevyaTtarTcs
yepes3 OOAMH MEXCTPOYHbIM MHTepBan. [nnHa CTPoKM He OOMKHa npeBbiwaTtb 8 CMm,
orpaHn4MBaeTCcs nNpaBbiM NONIEM AOKYMeEHTA. [1pn HanM4YmMm HECKOMBbKMUX NPUMOXKEHUI
OHM HYMEpYHoTCS.

Hanpumep:

MpunoxeHwue 1

K npukazy MAOOY LIPP gc Ne 19

o1 11.07.2024 Ne 34

Mpn Hanuuun B TekcTe dopmynuposkn «YTBEPOWUTb» npunaraemoe nonoxeHue,
COCTaB KOMUCCUW, NepeyeHb MepPONpUATUM U T. 4. HA CaMOM MPUNOXEHUN B NPaBoOM
BepxHeM yrny pacnonaratotca crnoesa «YTBEPXIOEHO» wnu «YTBEPXOEH»
CO CCbIfIKOW Ha npukKas, ero garty, Homep.

Hanpumep:
YTBEPXXOEHO

npukazom MALOY LPP a/c Ne 19
o1 11.07.2024 Ne 34

3aronoBOK K TEKCTY MNPUIIOXEHUS MevyaTaeTcss LEeHTPUPOBaHHbIM  CNOCOBOoM.
HanmeHoBaHMe BuAa [OOKyMeHTa nNpPUnoXeHuss (nepBoe CrnoBO  3arosioBka
NPUNOXEHUS nedaTaeTcs NPONUCHbIMK BykBamm XunpHbim Wwpudgtom: NMOJTIOXKEHUE,
NMEPEYEHbL, CTIMCOK u T. A.).



3arofioBOK  MNPUIOXeHUsT OTAenseTca OT JaTbl M HOMepa npukasa [AByMS
MEXCTPOYHbIMU UHTEPBanamu.

[Mpn Hanuuuu B TEeKCTe MPUNOXEHUA HECKOSIbKUX pasfernioB  MX 3arofioBKu
neyaTarTCa LEHTPMPOBAHHbIM CMOCO6OM (OTHOCUTENBHO rpaHuL TekcTa). Touka
B KOHLie 3arofioBKOB He cTaBuTcd. [JonyckaeTcs BblOeNnATb 3arofioBKM pasfenos
LWPUEPTOM OPYron HACBILLEHHOCTU (KUPHBIM, MOMY>KUPHbLIM).

TekcT npunoxeHust MoxeT ObiTb odopmneH B Buae Tabnuubl. padbl 1 CTPOKK
Tabnuubl AOMMKHbI MMETb 3arofioBKW, BblpaXXEHHblE WMEHEM CYLLEeCTBUTESbHbIM
B UMeHUTEeNbHOM nagexe. [loasaronoBku rpad v CTPOK rpaMmmaTUyecKkn LOSMKHb
ObITb cornacoBaHbl C 3arofiloBkamn. TekcT Tabnuubl nedyataeTcd 4Yepes3 OOMH
MEXCTPOUYHbIA NHTepBar.

Mpn Hanuuunm B TEKCTE MNPUITOXKEHUMA CCbIIIKM Ha CHOCKY OHa odopmnseTcs
3BE€3J04KON. TEeKCT CHOCKM neyataeTcs 4epe3 OOWH MEXCTPOYHbIN WHTepBan
B KOHLE KaXOQoW CTpaHuubl UK NOCre MpuoXeHna B LenomM nog depton. locne
CMMBOJSIa CHOCKW ee TeKCT rne4yataeTcs C nNponvcHon BykBbl. B KOHUE TeKCTa CHOCKMU
CTaBUTCS TOYKa. Ha ogHoOM cTpaHuue He OOMKHO odhopMnsaTbea 6oree Tpex CHOCOK.
B nonoxeHusx, nporpammax, yctaBax W Apyrux nofobHbIX AOKyMeHTax pasgesbl,
nogpasgenel, MNyHKTbl W NOANYHKTbl HyMepykTca apabckummn umppamn. Homep
nogpasgena [OOSMKEH COCTOATb W3 HOMepa pasfjena v Homepa noapasgena,
pasgeneHHbIX Toukon (Hanpumep: 1.2.). Homep nyHKTa MOXEeT COCTOATb M3 HOMepa
pasgena, nogpasgena u nyHkta, pasgeneHHbix Toukamu (Hanpumep: 2.3.1.). MNMyHKTbI
npu HeobxoaMMOCTU MOryT noApasfendaTbCs Ha NOLMYHKTbI, KOTOPble LOSMKHbI
UMETb NOPSAKOBYKD HyMepauuio B nNpedeniax Kaxgoro nyHkta (Hanpumep: 1.1.1.1.,
1.1.1.2.nT.4.).

Buabl npoctaBnsaoTca Ha 060pOTHOM CTOPOHE NOCnegHero nMcTa NpoekTa npukasa.

Ha npunoXeHuax K npoektam nMpuvKasoB BM3bl MPOCTaBASATCA MOL4 TEKCTOM
NPUITOXEHUS.

3.3.2. MpoTokon

[MpoTOKON - [OOKYMEHT, B KOTOPOM pukcupyeTcs xon obCcyXaeHna BOMpPOCOB
N NPUHATUS peLLEHUA Ha coBpaHusX, COBeLlaHusX, KOHEepeHUMsX U 3acefaHusx
KonnernanbHbIX OpraHoB (nNpunoxeHue Ne 3).

B npoTokonax NOCTOAHHO AENCTBYHOLWMX  KOMSernanbHbIX U coBellaTernbHbIX
opraHoB (negarormy4eckoro, MeTOOUYECKOrO COBETOB , KOMWCCUKW), a Takke
KOH(pepeHunn, cobpaHuin, CcoBewaHun, 3acedaHun, neperoBopoB, BCTPEY)
ncrnonb3yeTtca oopma U3NOXEHUS TEKCTa OT TPETLErO JfiMua MHOXECTBEHHOrO Yncna
(CNYWANW, BbICTYTNA, PEWWIIN). CopepkaHue BbICTYNSIEHUA M3naraeTcs
OT TpeTbero nuua eguHCTBEHHOro Y1cna.

[MpoTokoN UmeeT crieayoLline peKkBu3nTbI:

e HauMeHoBaHuWe Buaa AokymeHTa - cnoso «MPOTOKOJI» neyataetcsa Ha 2 cm
HWXE OT rpaHnLbl BEPXHEro nons NponucHbiMKU GykBamMn, MONYXUPHbLIM LIPUGTOM
N BblpaBHUBAETCAH MO LEHTPY;

e BWJ 3aceflaHusl, COBELLaHUs - OTAeNseTca OT npeablayLwero peksusnTta asyms
MEXCTPOYHbIMU WHTEepBanamu, rneyataeTcs MNOSYKUPHLIM LWPUPTOM Yepes OAWH
WHTepBan 1 BblpaBHUBAETCHA MO LEHTPY;

e [JaTa W HOMep npoTokona- pgata odopmnseTcs uMppoBbIM CNOCOOOM
N nevyaTaeTcHd Yepes ABa MEXCTPOYHbIX MHTEpBara HWxe npeablayLlero peksusnTa
OT NIEBOW rpaHuLbl TEKCTOBOrO Mosis, a8 HOMep - MocCrie CroBa «NPOTOKOM»;



e TEKCT nMpOTOKOMa, Kak npaBuno, COCTOUT W3 ABYX YacTen: BBOLAHOW
N OCHOBHOW.
BBogHas yacTb COCTaBngeTca Nno cxeme:
Mpeacepatens - N.0. damunna pykosogmutens.
CekpeTtapb - N.0. damunua
MpucyTtcTBOBaNMU:
Cnosa «[lpegcepatenb» n «Cekpetapb» nevatarT crieBa OT HYNEBOro NOSIOXeEHWUS
TabynaTopa, oTAenss ABYMS MHTepBanamMmu OT 3arofioBka v apyr ot gpyra. C HoBown
CTPOKM NULyT crnoBo «[l1pucyTcTesoBanny,
damunumn 1 nHMUMarnbl NOCTOAHHLIX YNIEHOB KOnfernanbHOro opraHa, y4aCTHUKOB
3acefaHu4, paboTHMKOB opraHusauummu N NpUrnaleHHbIX Ha 3acefaHue
nepeuyncnalTca B andaBuTHOM  nopsigke  ©6e3  ykasaHus  OOSMKHOCTEWN.
[MepeyvncneHne NpuCyTCTBYIOLMX OPOPMNAIOT BO BCIO LLUMPUHY CTPOKU Yepes3 OAWH
MEXCTPOYHbIA NHTEepBar.
Mpn odopmneHnn nNpoToKona CYUCIIOM Yy4yacTHUKOB Oonee 15 hamunum
He NepeyncnsalTCs, a ykasbiBaeTcs ungpon nx obLiee Konm4yecTso.
Hanpumep:
[MpucyTtcTBOBanu 47 4yenoBex.
[Mocne nepeyncrieHnsa y4acTHUKOB B NPOTOKOME ohopMnseTca nepevyeHb BONpocos,
nognexawmx obCyXOeHuto, KOTOopbli HaduHaeTcs crioBamun «lloBecTka [OHA»
M pacnonaraeTcs LeHTPOBaHHO Yyepes3 ABa-Tpu MHTepBarna OT Crvcka y4aCTHUKOB.
[MoBecTka AHA COOEPXUT MepeyvncrieHne MyHKTOB (BOMPOCOB) MOBECTKU [AOHSA,
duKkcupyowmx nocnegoBaTesibHOCTb OOCYXXAEeHUs, ¢ paMunuaMu  OKNaguYnKoB.
Kaxagbin BOnpoc HymepyeTtcs apabckon umcpon, pacnonaraetca B nopsgke
3HaYMMOCTU N oTBeYaeT Ha Bonpoc «O YyeM?».
Hanpumep:
1. AHanua BbINOMNHEHUs rogoBoro nnaHa paboTbl obpasoBaTenbHOW OpraHusauum
3a 2024-2025 y4ebHbIn rog.
Hoknaguuk - A.W. INetposa
OcHoBHasi 4acTb NPOTOKOMla COCTOUT W3 pa3fenoB, COOTBETCTBYHOLIMX MyHKTaM
NOBECTKM OHSA.
TekcT Kaxxgoro pasgena cocTouT n3 Tpex YacTewu:
- CNNYWAIINA: kpaTkoe coOepxaHue [Ooknaga WnuM  CCbifika Ha npunaraembin
K npotokony TekcT. [lepea cnosom «CJIYWAJIM» npoctaBnsieTca HoMep
B COOTBETCTBUU C NOBECTKON OHS;
- BICTYTTAJIN: kpaTkoe cofepXaHue Kaxgoro BbICTYMNMEHUs, 3afaHHble BOMPOCHI
N OTBETHI,
- PEWWNITIM  (MOCTAHOBWIIN): pewweHne opmynmpyeTca C UCMNonb30BaHNEM
MOAEeNnu, MNPUHATOM ANs  pacnopsamTenibHbIX — OOKYMEHTOB: 4TO  caenatb,
NCMONHUTENb, CPOK UCMOSTHEHUS.
PeweHuns, BblpaboTaHHble Ha COBELLAHUW, BHOCAT B NPOTOKOST MOCMe CroBa
«PEWNIINY»  («[MOCTAHOBWJIN»). PeweHne moxeT cogepxaTb OOUH WK
HEeCKONbKO MNYHKTOB, OHW pacnosiaraloTCcad NO 3HAYMMOCTW, KaxOblh U3 HUX
HyMepyeTcs.
B cnyyae korga npotokon ukcupyeT pelwleHve 06 yTBepXKOeHUM Kakoro-nmobo
AOKYMeHTa, B TEKCTEe MPOTOKOsia AO0SHKHA coAepXaTbCs CCblfika Ha 3TOT AOKYMEHT,
a cam JOKYMEHT npunaraeTcd K NpoTOKOsy.



Mpn Hanuumm o0coboro MHEHWS MO MPUHATOMY pPELLUEHMIO OHO 3anucbiBaeTcs
B MPOTOKOS1 (NOCNe COOTBETCTBYHOLLErO NPOTOKOSTbHOIO PELLEHUS).

B kauecTtBe McnonHUTeNs MoxeTt ObiTb YKa3zaHO OLHO UMW HECKONbKO AOMKHOCTHbIX
nny nnbo cTpykTypHOe nogpasaeneHme. Cpok MoXeT BbiTb yKasaH Kak KaneHgapHas
Aarta unu Kak nepvog BbinonHeHust paboThbl.

Cnosa «CIIYWAITN», «BbICTYMNUITN», «PEWWUITN»  («NMOCTAHOBWITN»)
neyaTaroT OT N1eBOro Nons NPonMCHbIMU ByKBaMn 1 3aKaHYMBaKOT 4BOETOUYNEM.
Kaxgbln pasgen nevataeTtcs C KpacHOW CTPOKWM, 4TOOblI BblOENUTb B TEKCTe
MPOTOKOMa pedb OCHOBHOMO [OKMaayvKa, BbICTYMNEHUS YYaCTHUKOB OBCyXaeHus
BOMpoOCa W NOCTAHOBMSAIOLWY YacTb, OPMYNUPYIOLLYIO pelleHne cobpaHus.
Cotomxe Uenbld B TEKCTe MNPOTOKONa Kaxayw  amMunuio 1 nHuyuanbl
BbICTyNawLNX Me4YyaTarT C HOBOW CTPOKM B MMEHUTENbHOM Magexe, 3anucb
BbICTYNNEeHUs OTaensaT oT pamunun  geducom. Kaxablh BOMpPOC nevaTaeTtcs
C KpacHOW CTPOKK, hamMunmnm Npy 3TOM AONYyCKaeTCHa He yKasblBaTb.

B oToenbHbIX criydasix Ha OCHOBE PYKOMMUCHBIX WKW MarHUTOMOHHbLIX 3anucen,
KOTOpble BeNMCb Ha 3acefaHuun, COoCTaBnseTcs cTeHorpaduyeckuim npoTOKOII,
KOTOpPbIM JOCNOBHO NepeaaeT npouecc 00CyXOAEHNA KaXaoro Bonpoca u BbipaboTky
pELLEHNS MO HEMY.

[MpoTokon odopMnsaeT cekpeTapb 3acefaHud, PUANYECKYD CUy MNPOTOKON
npuobpeTaeT TOMbKO MPU HanNuuuu ABYX Noanucen - npeacegartensd n cekpeTtaps.
Mognncu  pacnonaratoT, OTAENMB  OT TeKCTa ABYMSA-TPEMSA  MEXCTPOYHbIMM
WHTepBanamu OT rpaHuubl nesoro nond. [lognucbiBaeTcs MNepBbiA  9K3EMNNSAP
NPOTOKOMA, KOTOPbIA NOALINBAETCA CEKpeTapeM B eSO U XpPaHUTCHA B COOTBETCTBUM
CO CPOKOM, onpefeneHHbIM HOMEHKaTypon aen.

B HekoTopbIX cryyasax opopMnseTca BbinMcka U3 NpoToKosa.

Bbinnucka 13 NpoToKosa - TOYHasi KOMUs 4YacTU TeKcTa MOASIMHHOIO npoToKona,
OTHOCSILLEroca K TOMY BOMPOCY MOBECTKM AHHA, MO KOTOPOMY FOTOBUTCH BbIMMCKA.
Mpn 3TOM HEob6XOAMMO BOCMPOM3BECTU BCE PEeKBM3UTbI OnaHka, BBOAHYIO 4acTb
TEeKCTa, BOMPOC MOBECTKM [AHSA, MO0 KOTOPOMY T[OTOBUTCA BbINUCKA, W TEKCT,
oTpaxawwmn obcyxgeHne Bonpoca U nNpuHAToe peweHue. B atom cnydvae
Ha3BaHWe AoKyMeHTa oopMisieTcs Kak «Bbinncka na npotokona.

3.3.3. CnyxebHoe nNnucbMoO

MncbmMa  cocTaBnalTCA ONS  OCYLWECTBIEHUS OnepaTMBHOM CBSA3WM  C APYrMMU
opraHu3auMsiMm o Bonpocam AedATenbHOCTU obpas3oBaTenbHOW opraHu3aumm
(npynoxeHune Ne 5).

Mo cogepxaHMo N HaA3HaA4YeHMD NucbMa  MOryT  ObiTb  MHOPMAaLMOHHbLIE,
rapaHTUHble, peKkraMauuoHHble, KOMMepYeckue, MMCbMa-3anpocbl, MNUCbMa-
npurnaweHna n 1. g.

NHdopMaunoHHble nncbMa codepxaT coobLleHns, npocbbbl, HaNOMWHaHUS,
npeanoXxeHus.

[@apaHTUiHble npeAHasHayeHbl OfS W3BELWEeHUs O rapaHTUsX OnfaTbl, CPOKOB
MOCTaBKM UNKN KavyecTBa NPOAYKLMM U YCHyT.

B peknamaumoHHbIX (MpeTeH3MOHHbIX) NMMCbMax uanaratot TpeboBaHnsa BO3MeLLeHUs
yObITKOB, HAHECEHHbIX N3-3a HapyLUEeHUs YCMOBUI KOHTpaKTa unvM Aorosopa Apyrom
CTOPOHOW (KOHTpareHToM). Peknamauusi OOSmMKHa noaTBepXaaTbCs npunaraembiMu
K MMCbMY IOKYMEHTaMn B BUE aKTOB, CNPaBOK U T. 4.

Kommepyeckne nucbMa COCTaBASAT NPU 3aKOYEHUU U BbINOSTHEHUUM KOHTPAKTOB,
4acTo B HMX wu3naralT Npocbbbl O NpegocTaBfeHnMn WHgoOpMaLMM O ToBapax



nycnyrax y ux npogasBuUOB WNKW, HaANPoOTWB, NpeanaralT NOCTaBUTb TOBapbl WK
yCrnyru.
B nucbmax-3anpocax NpoOCAT Y KOHTpareHTa pasbsCHUTb Kakon-nmbo akt wnu
ANENCTBME.
CnyxebHble nucbma neyaTarTcsa Ha 6bnaHkax nmcem  obpasoBaTernbHOM
opraHusauumu. CnyxebHoe NMCbMO UMeeT crieayloLmne pekBU3nTbI:

o IPUd M OTMETKA OrpaHUYEHNs SOCTYNa K JOKYMEHTY (ecnn 3To0 HeobxoamMmo);

e ajpecar;

e 3arosioBOK K TEKCTY;

o TEKCT;

e OTMETKa O HaNUunun NPUNOXeEHUN (eCNn OHN UMEIDTCS);

e MOANWUCB;

« OTMeTKa 06 ucnonHutene.
TekcT cnyxebHoro nucbma, Kak npaBurio, AOSMKEH KacaTbCs OAHOro BOMpoca WUnu
HEeCKONbKMX BOMPOCOB, €CNM OHW B3auMOCBSA3aHbl W ByayT paccmaTpuBaTbCs
B OAHOM CTPYKTYPHOM noApasgeneHnn opraHnsayuun-agpecara.
TekcT nanaraetca OT NepBOro nvua eguMHCTBEHHOro 4yucna (NpocuMm, HanpasfisieM
W T. 4.) un oT TpeTbero nuua eguHcTeeHHoro vncna (OO cuntaeT..., NPOdCO3HbIN
komuteT OO paccmoTpen...).
TeKkCcT nucbMa, Kak npasuno, COCTOMT U3 ABYX YacTen. B nepBon YacTu mnsnaraetcs
npuyMHa, OCHOBaHWE UM 0BOCHOBaHWE COCTaBMEHUA NMUCbMa, NMPUBOOATCS CCbISTKU
Ha JOKYMEHT, SBMSAILWMNACA OCHOBaHWMEM MOAroTOBKM nucbMa. Bo BTopon 4acTu,
HauvMHawwenca c absaua, nomMewarTca BbIBOAbl, NPEanoXeHus, npocbobl,
pelweHns n T. A.
3.3.4. Tenerpammbl, TeniedpoHorpammbl U (pakcMmunbHas CBA3b
[Mepepaya koppecrnoHAeHUMN no PakCUMUNBHOW CBA3W B Apyrve opraHusaumm
OCYLLECTBISETCA TOSMbKO MO YKa3aHUK0 WM C paspelleHns  agMuHucTpauuu
obpasoBaTenbHOM OpraHM3aLmn.
MOANUHHUKN OOKYMEHTOB, MepedaHHbIX MO hakCUMUIbHOM CBS3W, MNOALIMBAKOTCS
B AEeN0, XpaHsieecs Yy pabOTHMKA, OTBETCTBEHHOrO 3a hakCUMUSBbHYIO CBSA3b,

C yKasaHuem BpEeMeHU W aaThbl nepenauu, a Konuu BO3BpaLLalTcA
B COOTBETCTBYIOLUME CTPYKTYpHble nogpasgeneHna ¢ nometkon «FAX (paTa
N BpeEMS)».

3.3.5. 3asiBneHue

3asiBrneHue - 370 opuumnanbHoe cooblieHne B NncbMeHHon dopme. OHO coaepXxuT
yalle Bcero npegnoxeHuwe, >xanoby wnm npocbby Kakoro-nnbo 4enoseka,
afpecoBaHHble WNU OpraHusauuMM, WNu OOIMKHOCTHOMY nuuy. 3asiBneHue
oghopMnsAeTcsa Ha cTaHAapTHbIX iMcTax bymaru oopmarta A4.

3asiBneHne BKNio4YaeT: agpecaTta, KOTOpoOMY HanpasnseTcs 3asBrneHne, dhamunuio,
NMS, OTYECTBO, LOSMKHOCTL aBTOpa 3asiBNIEHUS, HAMMEHOBaHME OOKYMEHTa, TOYHOe
N3NoXeHne npocbbbl, MNPeanoXeHusl, ONUCb  MpunaraemblX K 3asiBIEHUIO
OOKYMEHTOB, AaTta, NoAnuCh.

B 3aaBneHnn ucnonb3yeTcs, Kak npasBuno, oduumanbHo-genoBas  fiekcuka,
B HEKOTOPbIX 3asdBNEHUsX AonyckaeTcsa ynotpebneHne nybnmumnctmyeckomn neKCuku.

3.3.6. 3anucka

3anuncka (aHanuTnyeckas, gokrnagHas, crnyxebHasi, o6bACHUTENbHAsA) - OOKYMEHT,
aflpecoBaHHbI pyKOBOAUTEND 0OpasoBaTesfibHOM OpraHM3auun UNu BbilLECToSALWEN



opraHusauum wu cogepxawimm obcTosaTenbHOoe UW3MoXeHWe Kakoro-nmbo Bornpoca
C BblBOAAMU N NPeanoXeHNAMMU COCTaBUTENS.
[oknagHas 3anvcka cocTaBnseTcs Kak no NM4YHOW nHmunaTtmee aBtopa (paboTHuka),
Tak WM Mo ykasaHuo (MMCbMEHHOMY WMNKN YCTHOMY) pykoBoguTensa obpasoBaTefibHOM
opraHunsaummu.
3anucka cocTtaBnseTca Ha ByMaXHOM HOcCUTeNne WunuM B 3NEKTPOHHOM  BUAe.
OdopmneHne 3anucku 3aBUCUT OT agpecarta. [lpn cocTtaBneHun [OKNagHom
3anunckn, agpecoBaHHOW pykoBoaMTENto obpasoBaTenbHOM OpraHM3aumm B pamKax
obpasoBaTenbHOM OpraHu3auuu, OHa CuYMTaeTcss BHYTPEHHen u odopmideTcs
Ha cTaHOapTHbIX Nuctax Oymarn ¢opmata A4. BHyTpeHHsis 3anucka [OoSkHa
cogepxaTb cregylowmne pekBusuTbl: BUL OOKYMEHTa, AaTy [LOKYMeHTa, Has3BaHue
AOKyMeHTa (3arofiloBOK K TEKCTY), eCrniv TeKCT bonee YeTblipex-nNaTn CTPOK; agpecara,
TEeKCT, noanucb (C ykasaHmem LOSMKHOCTU, hamunuu, nHuumanos). NoanuceiBaeT
BHYTPEHHIOI JOKNaAHYH0 3anucKy COCTaBUTESb.
Ecnn 3anucka apgpecyetca 3a npegenibl obpasoBaTesibHOM  OpraHusauumu,
TO ee o(popMNAKT Ha OBnaHke W OHa HasblBaeTCs BHewHen. BHewHss 3anucka
OOIMKHA cofepXaTb Ccreaylolmne pekBuUsUTbl: HauMeHOBaHue YYpexaeHwud, Bua
OOKYMeHTa, daTy [AOKyMeHTa, pPerncTpaumMoHHbIN HOMep, MECTO COCTaBfEHMS,
Ha3BaHWe LOKYMeHTa (3arofloBOK K TEKCTY), €Criv TeKCT boriee YyeTblpex-naTn CTPOK,
agpecara, TEKCT, Nognucb pykoBoauTensa obpasoBaTenbHON opraHnu3auuu.
PasHOBMOHOCTLIO  OOKNagHOW  3anuckn  aBnsaTca  npeacTtasneHns. OHu
NCMONb3YKTCA NPU LOKYMEHTUPOBAHUM KaZpOBOW OEeSATENbHOCTU U COCTaBMSATCS
pykoBoauTenem obpasoBaTeNbHOW OpraHMsauun unM  ero  3amecTuTenem.
[MpeacTaBneHns CoCTaBnAT B Crydadx MooWpeHnss pabOoTHMKOB, HaroXeHus
B3bICKaHWI, NpOBeAEHNS aTTecTaunu.
3.3.7. ABTOMaTU3aumsa OKYMEHTUPOBaHUA
[Ana noaroToBKWM  OOKYMEHTOB  MOryT MNPUMEHSITbCS  aBTOMaTU3UPOBAHHbIE
TexHonornn. [lpu 3TtoM co3gatTca 6asbl JaHHbIX  (KOPPECNOHAEHTOB, OPM
OOKYMEHTOB, TpadapeTHbIX TEeKCTOB U TEKCTOBbLIX 3aroTOBOK), peaakTopcKue
nporpammbl 1 ap.
Mopsgok  paspaboTku, aKcnnyataumm U NONb30BaHMS  TakMMKU  CcUCTEMaMU
onpegensieTca craHgapTaMmy B obnactm aBTOMaTU3MPOBaHHbLIX MHMOPMAaLMOHHbIX
TEXHOMNOIMN.
3.3.8. OneKkTpOoHHbIE AOKYMEHTbI
[Mopsgok cocTaBrneHusi, OMOPMIEHUS U COrnacoBaHUA MNPOEKTOB 3NEKTPOHHbIX
OOKYMEHTOB  OCYyLWeCTBNsieTcd  No obwmm  npasBunam  AerionpounsBOACTBa,
YCTAHOBMEHHbIM B OTHOLLUEHUW aHANOMMYHbIX JOKYMEHTOB Ha ByMaXHOM HocuTene.
ONIEKTPOHHbIN  JOKYMEHT [OOSIKEH WMEeTb pPEeKBU3UTbl, YCTaAHOBIIEHHble AJIS
aHanorm4yHoro AOKyMeHTa Ha BymaxXHOM HocuTene, 3a UCKIYEHMEM OTTUCKa
nevartu.
B nepeyeHb o6a3aTenbHbIX CBEAEHUN O JOKYMEHTAaX, MCNOMb3yeMbIX B LIENSAX yyYeTa
n noucka JOKYMEHTOB B cUCTeMax 9JIEKTPOHHOIO AOKymeHToobopoTa
obpasoBaTernbHOM OpraHmsauun B COOTBETCTBUWM C NpasBunamMu OenonpovsBoacTBa
B 06pasoBaTenbHOM opraHmM3aunm, BXOOAT:

e ajpecaHT;

e ajpecar;

e [JOJDKHOCTb, (PaMUnNnsa U MHMUMansl nuua, NoAnMcaBLLEro AOKYMEHT;

e BWUJ OOKYMEHTa;



o [aTa JOKYMEHTa;

e HOMEpP LOKYMEHTa;

o [JaTa NocTynneHnsa JOKYMEHTa;

o BXOASLLNA HOMEP AOKYMEHTA;

¢ CCbIfIKa HA UCXOLSALLMIA HOMEP N AaTy OOKYMEHTA;

e HaVMeHOBaHWe JOKYMEHTA;

e VHAEKC gena;

« CBeJeHus o nepeagpecaunmn JOKYMEHTa;

e KONMMYECTBO JIMCTOB OCHOBHOIO JOKYMEHTA;

e KONMNYECTBO MPUNOXEHUN,

« 0bLLee KONMYEeCTBO NUCTOB NPUOXEHNN;

e yKasaHud MO UCMNOSTHEHUIO AOKYMEHTA;

e posmkHocTb, P. UN. O. ncnonuutens;

e OTMETKa O KOH(MAEHUNaNbHOCTMW.
B coctaB pononHuTenbHbIX cBeAeHun 06 3MEeKTPOHHOM [AOKyMeHTe MOryT ObiTb
BKIMOYEHbI CBEAEHNA: HAaMMEHOBaHWe aBTopa LOKYMeHTa (ecnv aBTop He coBnagaet
C agpecaHToM (OTnpaBUTENEM) 3MEKTPOHHOINO AOKYMEHTa), OTMEeTKa O nepeHoce
CpOKa WCMOMHEHNA [OOKyMEHTa, CpPOK XpaHEeHWa [OOKyMeHTa, HauMeHOBaHus
MPUNOXEHNIA K 3NIEKTPOHHOMY [AOKYMEHTY, KIHOYeBble CroBa, CTaTyC AOKYMEHTa
(npoekT, Bepcus), BUA nepegadn goKyMeHTa (9NeKTPOHHOM NOYTON, NOYTON, hakcoMm
nT.4.)wvAap.
CpoK/n XpaHeHUs 3NEKTPOHHbIX [AOKYMEHTOB COOTBETCTBYHT CpPOKaM XpaHEHUs
OOKYMEHTOB, YCT@HOBMEHHbIX 3aKoHoAaTenbHbIMA U MHBIMW  HOPMAaTUBHbLIMMU
npaBoBbIMM akTamu P®, TUNOBbIMW MepeyHsAMU L9 aHanornyHblX [AOKYMEHTOB
Ha ByMaXXHOM HocuTene.

4. OpraHusaums 4OKYMeHTOoo60opoTa U UCMOSTHEHUA AOKYMEHTOB
4.1. NMpnem n o6paboTKa NocTynaroLmnX JOKYMEHTOB
4.1.1. [BwxeHne [OOKYMEHTOB C MOMEHTa WX CO34aHUA WK MNOSTyYeHus
[0 3aBepLUEHNS UCMIONHEHNSA N oTnNpaBku obpasyeT LOKYMEHTOO60pPOT.
4.1.2. B pokymeHTOoOOOpOTE O0O6pasoBaTenbHOWM  OpraHM3auuM  BblAENSATCA
cnegyowme OKYMEHTOMOTOKM:
a) noctynawouias oKymMeHTaums (Bxogswas);
6) oTnpaBngemas JOKYMeHTaums (Mcxogsaiwas);
B) BHYTPEHHSASA JOKYMEHTaLUMS.
4.1.3. [octaBka U OTNpaBka [OOKYMEHTOB B obpasoBaTesnbHyld opraHusauumio
OCYLLEeCTBIISETCA, KaK NpaBuIio, CpeacTBamMu NOYTOBOM U SNEKTPUYECKON CBA3M.
4.1.4. [JokymeHTbl, nocTynawouwme B ob6pasoBaTENbHYy OpraHM3auutlo, MNpoOXoasaT
nepBu4YHyt0 06paboTKy, permcTpaumio, npeaBapuTesibHoe paccMoTpeHne, nepegavy
PYKOBOZACTBY Ha paccMoOTpeHue, nepenatTcss UCNOSHUTENSM U NOCIe UCMONHEHUs
nomeLlarTcs B Aena.
415. Tllpynem unnepBudHaa  obpaboTka  [OOKYMEHTOB  OCYyLleCTBRAeTCs
OTBETCTBEHHbIM 3a AeNonpon3BoacTBO.
4.1.6. OTBETCTBEHHbIN 3a Aenonpon3BOACTBO MPOBOAUT. NPOBEPKY MPaBUITIbHOCTU
aZpecoBaHusd NOCTynawLmx AOKYMEHTOB, NpaBUITbHOCTH A0CTaBKu
N KOMMNSIEKTHOCTM  [OKYMEHTOB;  COPTUPOBKY  [OOKYMEHTOB  Ha noanexawime
N He noanexaiime perncrpawumu.



4.1.7. TlonyyeHHble KOHBEPTbl C KOPPECMNOHAEHUMEN BCKPbIBAKOTCA, MNpU 3TOM
NnpoBepsieTCA Hannune BIOXEHWUN, a TaKKe YKa3aHHbIX B JOKYMEHTax MpUIioXKeHUMN.
B cnyyae noBpexaeHust ynakoBKM W BAOXKEHUA NMNOO OTCYTCTBUA MPUNOXEHWUIA
cocTaBngeTcs akT B AByx ak3emnngapax. OOWH 3K3eMnnsp akta HanpasndeTcs
KOPPECNOHAEHTY, BTOPOM NpModLLaeTcs K MOCTYNMBLUEMY JOKYMEHTY.

4.1.8. OwnboyHo npucnaHHas KoppecnoHaeHuus nepechsinaeTcs
No NPUHAANEXHOCTN, eCniu U3BEeCTeH ajpec nosnyyatens. B npoTvBHOM cny4vae
KOoppecnoHaeHUNa Bo3BpaLlaeTcsa oTnpaBuTento.

4.1.9. KoHBepTbl OT NOCTynatoLwen KoppecnoHAeHUNN COXPaHATCH 1 npunararTcs
K AOKYMEHTaM Nnuilb B TOM cryyae, Korga TOMbKO MO HUM MOXHO YCTaHOBUTb agpec
OTnpaBuTENS UNU Korga gaTta MNoYToBOro LITEMNesis MMeeT 3Ha4YeHue B KayecTBe
AokasaTenbCTBa BPEMEHU NOSTyYeHUs JOKYMEHTa.

4.1.10. CneunannctoMm He BCKPbIBAKOTCA KOHBEPTbI MUCEM C HAAMWUCLID «JTUYHOY.
OHn nepepatoTcs N0 HAa3HAYEHUIO

4.2. NpepBapuTenbHoe pacCMOTpPeHUe AOKYMEHTOB

4.2.1. OTBeTCTBEHHOE 3a AEeNonpomM3BOACTBO  NPOBOAUT  NpeaBapuTenbHOe
paccMOTpeHne OOKYMEHTOB B LieNisiX BblOerieHuUs U3 BCero maccupa NOCTYNMBLLEN
KOoppecnoHOeHUNMN  OOKYMEHTOB, Tpebywwmnx obasaTenbHOro paccMOTpeHUs
pykosoamuTernem obpasoBaTenibHOM OpraHM3auni.

4.2.2. OcHOBaHMEM [Ona TMPUHATUA  pelleHus B Xoae npeaBapuTesnibHOro
pacCMOTPEHUs ABNSAETCA coAep)KaHue AOKyMeHTa, a He agpecOoBaHue OOKYMeHTa
COOTBETCTBYIOLLEMY PabOTHUKY.

4.2.3. PesynbtaToM npenBapuUTENbHOIO pPacCMOTPEHUA SABMNAETCH HarpasfeHue
OOKYMEHTa pykoBoauTento obpasoBaTeribHOM opraHusauum unm  OOSHKHOCTHOMY
nuuy B COOTBETCTBUM  C YCTAHOBIEHHbIM B 0bpasoBaTenbHOW  opraHusauumm
pacnpegeneHnemMm ob6s3aHHOCTEN MexXay pyKoBoAUTENEM U OOSMKHOCTHBIMU NLamMu
ANS BblIHECEHUNA yKa3aHUSA MO UCMNOSTHEHMIO AOKYMEHTA.

4.3. Peructpauus 4OKYMEHTOB

4.3.1. lepemadya [OKYMEHTOB Ha perucrtpauuio MNpou3BoAUTCA TOMbKO Mocne
NX NpefBapuUTENbHOr0 PAaCCMOTPEHUS.

4.3.2. Pernctpauum nognexaT BCe OOKYMeEHTbl, Tpebylume yyeTta, UCMOMHEHUS,
MCMNONb30BaHUSA B CPaBOYHbIX Lendax, Kak noctynawwme uns pyrux opraHusauunn
M OT YacTHbIX §uy, Tak wu obpasywwmecs B OeAaTenbHOCTM obpasoBaTenbHON
OpraHu3auumu, u permcTpupyroTcs HesaBUCMMO OT cnocoba nx 4OCTaBKMy.

4.3.3. K OokymeHTaMm, He noanexawmm perncrpaumm, OTHOCATCS OOKYMEHTbI,
He TpebylLwme UCNOMHEHNS W He codepXawme WHgopMmaumm, UCNOoNb3yeMoMu
B CNPaBOYHbIX Lensx: npurnacutenbHble, No3apaBuTeribHble NMcbMa, TenerpamMmmel,
OGuneTbl, NNaHbl, NporpaMmMbl CEMWHAPOB, KOH(EpPEeHUUNn, CUMMNO3NYMOB U APYrux
NogoOHbIX MepPOoNpUATUA, AOKYMEHTbl No ByxranTepckoMy ydyeTy, maTtepuaribHo-
TexXHu4Yeckomy obecrneyeHuto, nraHoBble, (PUHAHCOBbIE OOKYMEHTbI, MOCTynawLwune
6e3 conpoBOAUTENBHONO MNUCbMa, peknamMHble OOKYMEHTbl, KOMMepYeckue
NpeanioxXeHns, nedaTHble U34aHUd, YHUPUUUPOBaHHblE (OpMbl 1 BraHku
[OKYMEHTOB U Ap.

4.3.4. [okymeHTbl, noanexawme peructpauuu, pPerncTpupyroTca B XypHane
perucTpaumMm BXOAAWMX OOKYMEHTOB (npuriokeHne Ne 6) B AeHb MNOCTYNeHns -
B Criydae nocTynneHus OokyMeHTa B paboyee Bpems; Ha crnefgywowmi paboumn
[OeHb - B Criydae NnocTynneHns JoKyMeHTa B Hepaboyee BpeMsi; HesaMeaIMTenbHo -
c otmMeTkaMun «CpoyHo», «OnepaTnBHO».



4.3.5. Ha pokymeHTax, nocTynawwmx B agpec obpasoBaTenbHOW oOpraHm3auum,
B HXXKHEM nNpaBOM yriy JUUEBOM CTOPOHbI MEPBOro fucta [OOKYMEHTa
NPOCTaBMAETCA PerncTpauMoHHbIA LWTaMn C yKasaHMem AdaTbl U NopsaKoBOro
perncTpaunoHHOro Homepa.

4.4. PacnpepneneHune nocTynarowWmx 4OKYMEHTOB

441. Tllocne pernctpaumMm  OOKYMEHTbl  MepefalTcAa  Ha paccMoTpeHue
pykoBoamnTento obpasoBaTesibHOM OpraHn3aunm.

4.4.2. Tlocne paccMOTpeHusi pykoBoguTenem obpasoBaTenbHOWM oOpraHusauum
AOKYMEHTbl  BO3BpaLLlalTCAa  OTBETCTBEHHOMY  3a OeNnonpou3BOACTBO,  AnA
nepeHeceHns YykasaHun 1O UCMOSIHEHUIO [OKyMeHTa B XypHan perucrpauumu
BXOASAWMX OOKYMEHTOB. B cOOTBETCTBUM C yKa3aHUAMWU MO UCMNOSTHEHUIO MOANNHHMK
AOKyMeHTa HanpaBnseTcs pabOTHWUKY, ABMSAOLLEMYCS OTBETCTBEHHbLIM
NCMONHUTENEM, a COUCMOSNHUTENSAM HanpaBnsaAlTCA KONUM  LOKYMEHTOB (ecnu
MMEKTCS), OYeM [JenaeTcd OTMeTKa B XXypHane peructpauum BXOOALWMX
OOKYMEHTOB.

4.4.3. OneKkTpoHHble  COOOLUEHUs, MNOCbINaeMble MO ANEKTPOHHOW  MoYTe,
WCMONHAKTCA aHanorMyHo AOKyMeHTaMm Ha BymaXHbIX HOCUTENSAX C y4eTOM
onpeneneHHon cneundukn B npouecce NCNOSTHEHUS.

4.5. lMopsapnok o06paboOTKM WM NPOXOXKAEHUA UCXOASAWMX U BHYTPEHHUX
OOKYMEHTOB

4.5.1. Topagok NOArOTOBKM MCXOASALWMX AOOKYMEHTOB BKMtoYaeT B cebs paboTy
MO COCTaBIIEHNIO NPOEKTa AOKYMEHTa, COrfacoBaHuo, NognucaHuto (YTBEPXKAEHUIO)
N oTrnpaske.

4.5.2. [1o nepegayn OOKYMeEHTa Ha NoAnuUCb WUCMNOMHUTENb OOJSHKEH NPOBEPUTL €ro
cogep)aHue, MNpaBUMbHOCTL  OPOPMIEHUSA, Hanuyme  HeobxoauMbIX  BU3
N NpunoxeHun. [OKyMeHT npeacTaBndeTcsl Ha NoAnNuUcb BMECTE C MaTtepuanamu,
Ha OCHOBAHWM KOTOPbIX OH FOTOBUICA.

4.5.3. BHyTpeHHVE [OOKYMEHTbl OMOPMIISAITCA W UCMOMHATCA (MCMONb3YHTCS)
B Npeagenax obpasoBaTenbHOW opraHn3aunu.

4.5.4. BHYTpPEHHME [OOKYMEHTbl (OOKNagHble 3anucky, CcrnpaBkW, CBOAKM WM Op.)
paccMmaTpmBaroTCs TEMU LOSMKHOCTHLIMW ML @MU, KOMY OHW HanpasJieHbI.

4.5.5. OTBETCTBEHHbLIE 3a AENONPOM3BOACTBO Nepea caadvYen KoppecrnoHOeHUMn
Ha OTNpaBKy [OOMKHbl 00s13aTeNbHO MNPOBEPUTL MPABUNIBLHOCTE €€ 0hopMNeHUs
N agpecoBaHuA. KoHBepTOBaHMe  KOppecnoHAeHLUn N OPYrmx  MOYTOBbIX
OTnpaBfeHnn NpomM3BOAUTCA CTPYKTYPHbIMU nogpasgeneHnsamMmmn obpasoBaTenbHON
opraHusauumn.

4.5.6. Pernctpauma oTnpasnsgeMblX OOKYMEHTOB OCYLUECTBMAETCH B [eHb
nx nognucaHna (YyTBepXXaeHus) unmn Ha cnegyowmi paboumi geHs.
PernctpaumMoHHbIn  HOMEP [OOKYMeHTa U aTa perucTpaumm npocTaBrisiioTCS
Ha NOANMHHMKE OOKYMEHTA B pekBm3anTax GnaHka u Ha Konuvu, ocTalolencs B gene
obpasoBaTenbHoM opraHmsaumn. CnpaBoYHbIM annapaToM Ons  UCXOASALMX
AOKYMEHTOB SIBMAETCA XypHasn permcTpaunm aTux 4oOKyMeHToB (npunoxeHue Ne 7).
45.7. OTnpaBky  MCXOOAWMX  LOKYMEHTOB  MPOM3BOAUT  OTBETCTBEHHbIN
3a genonponssoactBo. CpodHas KoppecrnoHaeHumss ooopMnseTcs 1 oTnpasnseTcs
He3ameaIMTenbHO OTBETCTBEHHLIM 3a A4eNonNpon3BOACTBO.

4.5.8. OTBeTCTBEHHbIN  3a AENONPOM3BOACTBO  NPOBEPSIET  NPaBUMbHOCTb
obopMISIEHNA UCXOOAWMX [OOKYMEHTOB, MNPOU3BOAUT COPTUPOBKY [OOKYMEHTOB
no cnocoby [OOCTaBKM  KOppPEecnoHaeHuuMn agpecaty (nNpoctas, 3akasHas,



MeXxayHapoaHas nap.). HenpaBunbHO 0POpMIIEHHbIE AOKYMEHTbI
N KOPPECMNOHOEHLUMS  HecnyXebHoro xapaktepa K OTnpaBke He MpMHMMaOTCS
1 BO3BpaLLalTCsa nuuy, NoAroTOBMBLUEMY JOKYMEHT.
4.5.9. OrtnpasBnsgemass Mo no4yte KOppecrnoHOeHUMA  NPOXOOUT  YMaKOBKY,
afjpecoBaHue, nNpocTaBfieHNne CTOMMOCTM MOYTOBBLIX YCNyr K nepegady Ha oTnpasky
B MECTHOe OTAesieHNe CBA3MN.
4.510. Ha 3akasHyl0 KOpPpPeCnoHAEHUMIo, Ha OOKYMeHTbl C nomeTtkon «[Onsa
cny>xebHOro Nonb30BaHUA» COCTaBNSAETCA peecTp, KOTOpbIM 3aTeM BO3BpallaeTcs
OTBETCTBEHHOMY 3a AeNfionpou3BOACTBO  C pacnuckon paboTHUMKOB  MOYTOBOrO
oTAENEeHNsa CBA3WN NN MHOTO Nyua, obecrneynBaroLLero oTnpaBKy JOKYMEHTOB.
4.5.11. lMNepenaya c ucnonb3oBaHNeM cpeacTs PakCUMUINBHON CBA3UM LOKYMEHTOB,
cogepxaimnx cry>kebHyto MHgopMauuio OrpaHUYEeHHOro pacnpoCcTpaHeHUs, B TOM
yucrnie  cnometkom  «dna  cnyxebHoro  nNonb3oBaHWS»,  He paspeluaeTcs.
KaTeropunyeckn 3anpeljaetca nepefadya no cpeacteaMm  (pakCUMWUITbHOW CBA3U
CEKPETHbIX JOKYMEHTOB.
4.5.12. C ncnonb3oBaHMEM CpPeaCTB (PaKCMMUIBbHOW CBA3M MOryT ObiTb nepeaaHbl
MaTepuanbl TEKCTOBOro, TabnnyHoro mnm rpadomyeckoro xapakrepa, UCNOSIHEHHbIE
TMnorpapCckum, MalMHOMUCHBIM UKW PYKOMUCHBIM CMOCODOM B YEPHOM MU TEMHO-
CYHEM LIBETE C YEeTKMM W KOHTPACTHbIM M306paxeHnem (rnepBble IK3eMNSISpbl UK
NX Kcepokonuu) Ha 6enon Oymare C MUHMMarbHOW BbLICOTOM OYKB M LUUGP 2 MM.
O6bemM nepegaBaeMoro B TEYEHME OOHOrO CeaHca CBA3WM  OOKYMEHTa,
BbIMNOSIHEHHOrO Ha Bbymare popmaTta A4, He JOIMKEH NpeBbIWATh MSATU NIUCTOB.
45.13. OTBeTCTBEHHOCTb  3a cofepXaHwe  WHpopmauuu, nepegaBaemon
C Ncnonb3oBaHWeM CpeAcTB (PakCUMWUITbHOM CBSA3W, BO3naraeTcd Ha UCNOMHUTEnS,
noarotoBmBLLEro hakcorpammy ans nepegadn.
4.6. OcCoO6eHHOCTU PaboTbI C INEKTPOHHbIMU AOKYMEHTaMM
4.6.1. B obpasoBaTenbHOM opraHmsaumm co3gatoTcst U UCNONb3YTCS:

o OJIIEKTPOHHblE [OOKYMEHTbl, CO3[aBaeMble B 3MeKTPOHHOM opme 6e3
npenBapuUTESIbHOro AOKYMEHTMPOBaHNA Ha DYyMaXXHOM HOCUTENE;

o JIIEKTPOHHbIE 0Bpa3sbl JOKYMEHTOB, NOMTYYEHHbIE B pe3ynbTaTe CKaHMPOBaHUS
OOKYMEHTOB U XpaHSLLMeCa B CUCTEME 3MEKTPOHHOIro AOKyMeHToobopoTa.
4.6.2. [lpyuem wunoTnNpaBKka  ONEKTPOHHbIX  [AOKYMEHTOB  OCYLLEeCTBMAAITCA
OTBETCTBEHHbIM 3a BeJeHMe 0enonpon3BoOACTBa B 06pasoBaTenbHOW opraHmusauum.
4.6.3. OneKkTpoHHble [OOKYMEHTbl co3garTcs,, o00pabaTbiBalOTCA U XpaHATCSA
B CUCTEME 3NEKTPOHHOro AoKyMmeHToobopoTa obpasoBaTenbHON opraHn3aumn.
4.6.4. ONEKTPOHHbLIN OOKYMEHT [OormkeH OblTb OodopMieH Mo obuwmm npasunam
OerionponsBoaCcTBa U UMETb  PEeKBU3UTbl, YCTAHOBMEHHble AN aHanorn4yHoro
OOKYMeHTa  Ha BymMaxXHOM  HOcuTene,  3a UCKMYEeHMeM  OTTUCKa  nevaTu
n n3obpaxeHuns NocygapctBeHHoro repba PO.
4.6.5. ans noATBepPXXAeHUS NOANIMHHOCTH 3NEKTPOHHbIX  OOKYMEHTOB
B obpasoBaTenbHOM  OpraHM3auuMmM  UCMONb3YHTCHA  9NEKTPOHHble LM poBble
nognucun. icnonb3yemble cpeacTBa 3NEKTPOHHON LMAPOBON NOANUCK JOSTKHbI ObITh
cepTuduumMpoBaHbl B YCTaHOBIIEHHOM MOpsAKe.
4.6.6. EgmHuuen ydeTta OnNEKTPOHHOrO [OOKYMeHTa SBMAETCH  3SIEKTPOHHbIN
OOKYMEHT, 3apeructpMpoBaHHbIi B CUCTEME 3fIEKTPOHHOrO AoKymeHToobopoTta
obpasoBaTernbHON OpraHmnsaunn. SNEKTPOHHbIN JOKYMEHT, UMEIOLLNA NPUNOXEHNS,
perncTpupyeTcs Kak oanH OKYMEHT.



4.6.7. lNocne oTnpaBkM 3NIEKTPOHHOIO [OOKYMEHTa, 3aBEPEHHOro 3J1IEKTPOHHOM
noanuCbI0 YNOSTHOMOYEHHOrO LOSMKHOCTHOrO nvua, OOChINIKKU agpecaTy ero Konuu
Ha BymMaxxHOM HocuTene, Kak npasBwno, He TpebyeTcd, 3a UCKMNIOYEHWEM OTBETOB
Ha obpaLleHus rpakgaH, NOCTYNUBLLNX no MHPOPMaLMOHHO-
TeNeKOMMYHMKALUNOHHbBIM KaHanam, Ha KOTOpble 3asiBUTEN0 [aeTcs MUCbMEHHbIN
OTBET, HanpaBnAeMbIn N0 NOYTOBOMY afpecy, ykazaHHOMY B obpaLleHuu.

4.6.8. WcnonHeHHble 3NIeKTPOHHbIE [OOKYMEHTbl CUCTEMaTU3UPYIOTCA B Adena
B COOTBETCTBMM  C HOMEHKNaTypon  gen  obpasoBaTenibHOM  OpraHusauum
N UHOEKCUPYIOTCA B Nopsagke, YCTaHOBMIEHHOM B OTHOLWEHUMW [en, COCTaBSIEHHbIX
N3 JOKYMEHTOB Ha BymaxHoM HocuTerne. [lpu cocTaBneHun HOMEHKNaTypbl Aen
B 3arosI0BOK iefia BKM4aeTCs yKkasaHne « ANEeKTPOHHbIE JOKYMEHTbI».

4.7. UudbopmauMoOHHanA 6e30NacHOCTb

4.7.1. VHdopMaLMOHHbIE pecypcbl obpasoBaTenbHOW oOpraHuMsauuMmM Mo goCcTyny
(BO3MOXHOCTM MCMNONb30BaHWA) NOApPa3aenstoTCa Ha OTKPbITY0 (06LeaoCTynHY)
MHOpMaLMIO,  CRYXeOHy0  MHJOPMaUMIO U MHGOPMALMIO  OrpaHUYEHHOro
pacnpocTpaHeHus (gocTyna).

K kaTeropum OTKpbITOM WHGOPMaALMM OTHOCUTCA MWHOpMauns, cohepkallasca
B AOKYMeHTax n 6asax gaHHbIx obpasoBaTenibHOW opraHuM3auuun, HenocpencTBEHHO
3aTparmearoLlas npaBa n UHTEPECHI rpaxgaH.

K kaTeropun cnyxebHon WHGopMaumMmM OTHOCUTCA MHOpMauus, cogepXxaliasca
B AOKyMeHTax u 6asax gaHHbIx obpasoBaTenbHOM opraHusauuun, npegHasHavyeHHas
ONS OOSMKHOCTHBLIX nuy, 1 paboTHMKOB obpasoBaTesibHOM opraHusauuu, npu
BbIMOMTHEHUN UMW CBOMX (PYHKUMOHANbHbIX 06s3aHHOCTEN, He 3aTparvBatoLLas
HaNMpsMyl0  MpaBa UM MHTEpecCbl rpaxgaH W He OTHOCALAsCA K KaTeropum
OorpaHN4YeHHOro pacnpocTpaHeHus (gocTyna).

K kaTeropum nHgopmaumm orpaHMYeHHOro pacnpocTpaHeHna (4ocTyna) OTHOCUTCS
WH(opMaLmMs, coaepXawascs B OOKYMEHTax W 6asax [daHHbIX, BKMAYarowas
cBefeHns1 KOHUAEeHUNaNbLHOro xapakrepa.

Bes NHopMaLms, cogepxallasncs B AOKYMEHTax n 6asax AaHHbIX
obpasoBaTenbHOM opraHusaumu, MO YMOMNYaHMto saBnsieTcs OTKPbITOM
nobuwenoctynHon.  WcknouyeHne  coctaBnseT  UHGoOpMauusi,  OTHECEHHas
K KaTeropusim crnyxebHomn 1 orpaHM4eHHOro pacnpocTpaHeHus (goctyna).

4.7.2. JocTtyn nonb3oBaTenen K MHOpMauuu orpaHn4mBaeTcs nyteM OTHeCeHUs
MHdopMmaumm K COOTBETCTBYHOLLEN KaTteropum N HanoXeHnem Ha Hee
COOTBETCTBYIOLLEr0 rpudpa orpaHumyeHna  pacnpocTtpaHeHuda.  WHdopmauums
orpaHn4eHHoro goctyna cHabxaetcs rpudom «ns cnykebHoro nosib3oBaHUs».
[MfpaBOM  OTHeceHWa  UHQOPMAUMW K KAaTeropum  OrpaHUYeHHoro  AocTtyna
W HaNoOXeHUst  COOTBEeTCTByLWero rpucda obnagaer aBTop  AOKYMEHTa
Nno cornacoBaHuio C pykoBoauTenem obpasoBaTenbHOW OpraHM3auunu.
[oKkyMeHTupoBaHHaa MHOPMaLUNA OrpaHUYEHHOro pacnpocTpaHeHus 6e3 caHKuuu
OOJTHKHOCTHOIO Nnua, YCTaHOBUBLLErO PEXMUM OrpaHUYEeHHOro pacnpocTpaHeHus ong
OAHHOMO  [OKYMEHTa, He NoanexuT pasrnallieHunto (pacnpocTpaHeHuto).
[MpepocTtaBneHve nonb3oBaTensam poctyna K JaHHON NHopmaummn
OCYLLECTBIISIETCA MWCKITIOYMUTENBHO MO COrnacoBaHMio C YKa3aHHbIM [LOIMKHOCTHbLIM
NMUOM NyTem nogavm COOTBETCTBYIOLLLEN 3asIBKU.

[omkHOCTHbIE  nuua, MpuHsBWKE  pelleHve 06 OTHeceHuM  MHdopMauuu,
3aUKCMPOBAHHON B JOKYMEHTE, K KaTeropum OrpaHWYeHHOro pacrnpocTpaHeHus,



HECyT OTBETCTBEHHOCTb  3a OOOCHOBAHHOCTb  MPUHATOrO  PEeLeHust U ero
COOTBETCTBME OENCTBYHOLLEMY 3aKOHOAATENLCTRY.

4.7.3. JInyHble KapTOYKM pPabOTHMKOB, TPYAOBbIE KHUMXKM pPabOTHMKOB, MpuKasbl
Nno IMYHOMY COCTaBY OOJTKHbI XPaHUTLCS B cende nnu B B MeTaninyeckom wkadpy.
BnaHkn TpyooBbIX KHMXKEK MO Mepe HeobxoAuMMOCTM BblOaTCS OTBETCTBEHHOMY
nuuy KagpoBow crnyObl. 3anncu B TPYOOBOM KHWXKKE MOANUCHbIBAET PYKOBOAMUTEND.
4.7.4. YctaHOBKa W aKcnnyatauusi nporpaMmmHoro obecneyeHusi, MOoy4YeHHOro
13 nobbix NCTOYHMKOB N BbIMOJTHAOLLErO dyHKLMN, He CBSI3aHHblE
HenocpeacTBeHHO C BbINOMHEHNEM paboTHMKaMK CBOMUX JOJTKHOCTHbIX
006a3aHHOCTEN, KAaTErOPMYECKM 3anpeLLeHa.

4.7.5. Bca npencraBneHHass B 3fIEKTPOHHOM Buae MH@oOpmauus, nocTtynarowias
B obpasoBaTenbHy0 opraHm3auuto, B oba3aTtesibHOM nopsigke MOANeXuT npoBepke
aHTUBUPYCHbIMU CpeacTBaMu.

4.7.6. ONeKTpoHHas noyTa MOXET UCMOoNb30BaTbCA MNONb30oBaTENSAMU TOSMbKO A4
obmeHa wvHpopMauunen, OTHOCALWENCA K KaTeropum OTKPbITOW W cnyXebHon.
3anpeLleHo nCnonb3oBaTh 3JMEKTPOHHYKD MNOYTYy AN nepedaydn  MHgopMauumu,
OTHOCSLLIENCSH K KaTEeropmm orpaHNYeHHOro pacrnpocTpaHeHuns.

5. KoHTponb 3a ncnonHeHnem AOKYMEHTOB

5.1. OpraHusaumns KOHTpons
5.1.1. KoHTponio noanexart BCe 3apernctpupoBaHHble AOKYMEHTbl, Tpebytowine
ncrnonHeHusi. KOHTpOnb WCNOMHEHUS [LOKYMEHTOB BKMHOYaET: Yy4eT, MOCTaHOBKY
Ha KOHTPOSb, KOHTPOSfb CPOKOB MCMOMIHEHUS, HENOCPEACTBEHHYK MPOBEpPKY XoAa
MCNOJSTHEHWS, NPOBEPKY KavyeCcTBa UCMNOSTHEHUS, aHann3 pe3yibTaToB UCMOSTHEHUS.
5.1.2. KOHTponb 3a UCMONHEHMEM [OOKYMEHTOB YCTaHaBnMBaeTCs B LENsx
obecneyeHnss KX CBOEBPEMEHHOIO W KAYECTBEHHOIO WCMOSIHEHUS, MOBbILLEHNSA
YPOBHSI OpraHM3aTopckon paboTbl U UCNOSTHUTENBCKOM ANCLMMINHDI.
5.1.3. llpn nocrtaHOBKE [OOKyYMEHTa Ha KOHTPOSfb Ha nNpaBoM BepxHeM mMone
OOKYyMeHTa [enaeTtca OTMeTKa O KOHTpone, KOTopyio 0003HayaloT CroBOM
(LUTAaMMOM) «KOHTPOSbY»
5.1.4. KoHTponio nognexat npukasbl, pelleHUs COBETOB, a TakKkKe [LOKYMEHThI,
nocTynarouime Ha nMsa pykosoauTerns obpasoBaTenbHON opraHm3aumm.
OpraHusaumsa KOHTPOsIst UICNOSTHEHUS BKNOYaeT B cebs:

e MOCTaHOBKY [JOKYMEHTa Ha KOHTPOIb;

e MOHUTOPWHT UCMOJSTHEHUSA KOHTPOSbHbLIX NOPYYEHUN JOKYMEHTOB;

e CHSITUE UCMOSIHEHHOrO AOKYMEHTA C KOHTPONS;

e HanpasrieHue UCMNOJSIHEHHOro JOKYMeHTa B eno.
5.1.5. PykoBoautenu CTPYKTYpHbIX noapasgeneHnn ob64saHbl paccmaTtpmBaTth
COCTOSIHUE  UCMONHUTENbCKOM  OUCUMUMNAWHBI MO AOKYMEHTaM  C NopyvYeHUaMU
agMUHUCTpaumm obpasoBaTeribHON opraHmsauuu, aTakke  [OOKYMEHTHI,
MOCTYNMBLUME B apec CTPYKTYPHOro noapasfaerneHvs u tpedyowmne MCnosiHeEHUS
M NOArOoTOBKM OTBETA.
5.1.6. [JOKYMEHT cuuTaeTCs MCMOMIHEHHbIM, KOrga pelleHbl OKOHYaTerlbHO BCe
NOCTaBfEHHbIE B HEM BOMNPOCHI U COBNIOAEHBI CneayoLmne CpoKu:

e €CNnu B JOKYMEHTE NoCTaBrfieH CPOK UCTMOSTHEHUS - B YKa3aHHbIN CPOK;

o [JOKyMeHTbl 6e3 ykaszaHusi Cpoka UCMOJSTHEHUS - B MECHAYHbIN CPOK;

e E€CNnN B JOKYMEHTE UMEETCS NMOMETKA «CPOYHO» - B TPEXOHEBHbIN CPOK;

o nopy4yeHusi 6e3 ykazaHUa KOHKPETHOM AaTbl UCMONIHEHUS - B MECSIYHbIN CPOK;



e C MOMETKOWN «onepaTtnuBHO» - B 10-OHEBHbIN CPOK;
e Mo OoOpalleHnsaM rpaxgaH, TpedywmuM OOMONHUTENBHOMO  U3YYEeHUs
N NPOBEPKK, - [0 OAHOrO Mecsua COo AHA perncrtpaumm, no OCTanbHbIM -
He bonee 15 gHen.

Cpok ncumcngeTca B KaneHgapHbIX OHAX € AaTbl NOoANMCaHNA JOKYMEHTA.
Ecnn nocnegHuin geHb UCMOMNHEHUs OOKYMEHTa NPUXOAUTCA Ha Hepabounn OeHb,
OH NMOASIEXUT UCMOSTHEHMIO B NPEeALLEeCTBYOWNN eMy pabounin AeHb.
Mpn HeobxoAMMOCTM NPOANEHUsI CPpOKa MCMNOSTHEHUS AOKyMEHTa OTBETCTBEHHbIV
NUCMONHUTENb npeacraenseT Ha UMS pykoBoamnTens obpasoBaTenbHOM
opraHusauuu, OaBllero nopyyYeHne, MOTMBMPOBAHHYK MNPocbOy O ero npoaneHum
He no3gHee 4YemM 3aTpyM [OHA [0 UCTEYEHUA YCTAHOBMEHHONO CpoOKa, C 4YeM
CBOEBPEMEHHO nepegaeTcs nHdopmaums B NPUEMHYIO pYKOBOAUTESS
obpasoBaTenbHOM OpraHM3auuun.
5.2. NopsAAoOK CHATUA AOKYMEHTOB C KOHTPOSA
5.2.1. [JoKyMeHTbl CHUMAlTCA C KOHTPOSIS, €CfN peLleHbl MOCTaBfIEHHbIE B HUX
BOMPOCHI NN aBTOpam AaH OTBET NO CYLLECTBY.
[MpOMEXYTOYHLIA OTBET, PABHO KakK M 3anpocC MO UCMOMHAEMOMY AOKYMEHTY WK
4YaCTUYHOE WCMOSIHEHME TMOPYYEHUs, He ABNAeTCH OCHOBaHMEM [ONS Npu3HaHuUA
AOKYMEHTa UCMNOJSTHEHHbIM.
5.2.2. CHATb OOKYMEHT C KOHTPOSIi MOXET TOSNbKO AOSHKHOCTHOE NnLUOo, KOTopoe
NOCTaBMO €ro Ha KOHTPOIb.
5.2.3. OcHoBaHMEM [na CHATUS C KOHTpPONA [OOKYMEHTOB C NOpyYeHUAMU
pykoBoauTenss obpasoBaTefibHOM OpraHuM3auun SBNAeTCs OOKYMEHT -  OTBET,
noanucaHHbIN pykoBoanTenem obpasoBaTefibHOM OpraHmM3auumn, ero 3aMecTuTenem,
nmbo  cnpaBka 06 UCMONHEHMM  OOKYMEHTa  3a MOANUCbID  pyKoBOAMUTENS
CTPYKTYPHOro noapasaeneHust.

6. Y4yeT n xpaHeHMe nevyaTeu, WUTaMNoB U GNnaHKoB
6.1. ObssaTtenbHOMYy y4eTy nognexart Bce Buabl NevyaTten u wrtamnos, OGnaHku
CTPOron OTYETHOCTW, KOMaHAMPOBOYHbLIE YAOCTOBEPEHUS, CNYyXebHble 3agaHus,
TPYLOBbIE KHUXKM.
6.2. YyeT Bcex nevaTten v lWTamnos, MMeLwmxca B obpasoBaTenbHOM opraHm3auum,
BeJeTca B creumanbHOM XypHane (npunoxeHune Ne 8).
6.3. XXypHanbl y4yeTa BKNOYaKTCA B HOMEHKNaTtypy Aen. JIMCTbl X HyMepyrTcs,
NPOLUMBAOTCA U OnevaTbIBalOTCS.
6.4. lNevaTn n WTamnbl AOIMKHbLI XPaHUTLCA B cendpax unu metannndecknx wrkadgax.
6.5. OTBETCTBEHHOCTb 3a XpaHEeHWe M UCMNOoSib30BaHMe nevaTeun, LITamnoB HecyT
nuua, oTBETCTBEHHbIE 3a BeleHMe Oenonpon3BoacTaa.
6.6. YHMUYTOXEeHne BnaHKoB NPOM3BOAUTCS MO akTy C OTMETKOW B COOTBETCTBYHIOLLINX
XypHanax yyeTa.
6.7. MNeyaTu n Wrammnbl YHUYTOXAKTCS MO aKTy.
6.8. [lpoBepka Hanuuua neyaten, wWTaMnoB W GNaHKoOB, a Takke nopsaka
NX XpaHEHUA W UCNOMb30BaHUA MPOU3BOAUTCH KOMUCCUEW HEe pexe OAHOro pasa
B KaneH4apHoOro rog o4HOBPEMEHHO C MPOBEPKOWN COCTOSHUSA A4eronpon3BoaCcTBa.

7. CocTtaBneHue HoOMeHkKnaTypbl gen



7.1. HomeHknaTypa pfen- cuUCTEMaTU3NMPOBAaHHbLIA MNepedYeHb 3arofioBKOB e,
3aBoguMbIX B 0BpasoBaTtesibHOM OpraHu3auuu, C ykasaHMem CPOKOB WX XpaHEHWUS,
0POPMJSIEHHbLIN B yCTAHOBNEHHOM MNOPSAKe.

7.2. HomeHknaTypa pgen npegHasHadeHa Ans rpynnvpoBKA  UCMOJSTHEHHbIX
OOKYMEHTOB B Jena, cuctematMsauum uydeTta e, OnpefernieHns CpoKoB
NX XpaHEeHNA U ABMSEeTCA OCHOBOM ANnst popMMpoBaHUA OEST N COCTaBIEHUS ONUCEN
Aen, OOKYMEHTOB, OMUCEN 3NIEKTPOHHbIX LOKYMEHTOB MOCTOAHHOIO M BPEMEHHOro
(cBblwe 10 neT) xpaHeHUs, B TOM Yucrie No NIMYHOMY COCTaBy, a Takke Anda ydeTa
Aern BpeMeHHbIx (4o 10 neT BKYMTENBHO) CPOKOB XPaHEHMUS.

7.3. HomeHknaTtypa gen cocrtasnsieTcs Ha GymaxxHom HocuTene. HomeHknartypa gen
BKMIOYAETCA B CUCTEMbI  3NIEKTPOHHOrO  AoKymeHToobopoTta (ganee - C3[)
N B CUCTEMbI XPaHEHUS SNEKTPOHHbIX [OKYyMeHTOB (ganee - CX3[l) B kadecTse
CrpaBoOYHMKA, Ha OCHOBaHWM KOTOPOro OCYLLUECTBNSETCS cuUcTemMaTu3auus u yvet
OOKYMEHTOB, a Takke WX MeTagaHHbix. COJ[l p[omkHa ycTaHaBnmMBaTb CBSA3b
OOKYMEeHTa  C MHOEKCOM  Jderna B COOTBETCTBMM  C HOMEHKNnaTypon  gen
obpasoBaTenbHOM opraHmsaumn. HomeHknatypa gen Bkntovaetca B COLO n CX3[
He no3gHee OOHOrMO  Mecsua Cco gHA  ee yTBepxaeHus.  OTBETCTBEHHbIMM
3a BKkoveHne HomeHknatypbl gen B C3O un CX3 4aBnalTCA OTBETCTBEHHbIN
3a 4enonpomnsBoACTBO M OTBETCTBEHHBIM 3@ KOHTPOSTb  PYHKUMOHUPOBAHUS
9NEKTPOHHOro AoKyMeHToobopoTa.

7.4. HomeHknatypa pgen obOpasoBaTenbHOM oOpraHu3aumm (ganee - cBogHas
HOMEHKNnaTypa [en) COCTaBndeTCsl Ha OCHOBE M3YyYEeHUs1 cocTaBa W copepXaHus
[OKYMEHTOB, obpasylolmxcs B AesaTeNlbHOCTM obpasoBaTenbHOM opraHu3dauumn. Mpu
COCTaBMNEeHUN CBOAHOMW HOMEHKNATYpbl AeNn y4uTbiBalTCs ycTaB obpasoBaTenbHOM
opraHmsaumu, rnoNoXeHNa O CTPYKTYPHbIX nogpasfeneHunsx, WTaTHOe pacnucaHue,
nnaHbl N 0TYETbI 0 paboTe, NepeyYHNn JOKYMEHTOB C yKa3zaHMEM CPOKOB MX XPaHEeHUs,
HOMEHKNaTypbl AeN 3a npefLlecTByOLWMe KanenHgapHble rogbl.

7.5. CBogHass HoMeHknatypa Aen coctaBnsetca paboTHUKOM, Ha3HaYeHHbIM
npukKasomMm pykoBoguTens obpasoBaTefnlbHOW opraHu3aunn (garnee - OTBETCTBEHHbIN
3a cocTaBfneHue CBOAHOM HOMEHKNaTypbl Aen).

7.6. CBogHas HOMeHKNaTypa Aen Ha NpeacTosWwmA KaneHaapHbii rog cocTaBnsaeTcs
B MOCregHEM KBapTane Tekywero roga, BU3MPYeTCs PyKOBOAUTENEM apxusa
M corrnacoBbiBaeTcs C NMOCTOSIHHO AencTByoLLEN 3KCnepTHOMn KomMuccuen
obpasoBaTenbHOM opraHusauun. He pexe 1 pasa B 5 net, HomeHknatypa gen
COrNacoBbIBAETCA C 9KCNEePTHO-MPOBEPOYHON KOMUCCUEN JHCKOro 06nacTtHoro
apxmBa. B KoHUe kaxgoro KkaneHgapHOro roga cBoAHas HOMeEHKNaTtypa Aen
yTBEpPXOAEeTCsa  pykoBoguTenem obpasoBaTefibHOM  opraHu3auuMmM  unm  ero
3amecTutenieMm, KOTOpoOMy JenerMpoBaHbl  TakMe  MOSIHOMOYUA  MPUKa30M
obpasoBaTenbHOM oOpraHu3auun. YTBepxaeHHass CcBoAHasi HOMeHknaTtypa aen
BBOAUTCA B AencTBme ¢ 1-ro gaHBaps criefytoLero KaneHgapHoro roga.

7.7. Bcnyyae HeoOXOOUMOCTM BHECEHMSI B CBOAHYH HOMEHKNaTypy Aen
3HaAYUTENbHbBIX MUBMEHEHWNI OHA NOANEXMUT nepepaboTke. MIameHeHus yTBepxaatoTcs
NPUKasoOM WNU KOPPEKTUPOBOYHbLIM JUCTOM (MpunoxeHne Ne 9). Hebonblive
M3MEHEHUS  BHOCATCS B YTBEPXAEHHbI  pabouymni  9K3emMnnsp  CBOOHOM
HOMEHKNaTypbl gen.

7.8. CTpyKTypHble nogpasgeneHus exerogHo, He nosgHee 30 Hos6ps Tekyllero
KaneHgapHoOro roga CoCTaBnslT HOMEHKIaTypy Aen CTPYKTYpPHOro nogpasgeneHus
N NpeacTaBnsalT ee OTBETCTBEHHOMY 3a COCTaBIieHNe CBOOHOW HOMEHKNaTypbl Aerl.



HomeHknatypa [fgen CTPYKTYpHOro nogpasgesieHuss  COCTaBrisieTca  NULOoM,
OTBETCTBEHHbLIM 3a BeJeHue [efionpons3BoACTBa CTPYKTYPHOro noapasaeneHus,
COrnacoBbIBAETCA  C 9KCMEpPTHOM  KOMWUCCUEWN  CTPYKTYPHOro  noapasgerieHus
N NOANMUCLIBAETCA PYKOBOAUTESEM CTPYKTYPHOro nogpasaeneHus.

7.9. BHOBb co3gaHHOe CTPYKTypHOe noapasfenieHMe B MECSYHbIM  CPOK
paspabaTbiBaeT HOMEHKNaTypy Aen CTPYKTYPHOro nogpasgernieHvst u npeacrasnser
ee OTBETCTBEHHOMY 3a COCTaBfieHNe CBOAHOW HOMEHKNaTypbl ern.

7.10. HomeHknatypa gen CTPYKTypHOro nogpasgeneHus u cBogHas HOMeHKnatypa
el CocTaBnarTca No opme, ycTaHoBIeHHOW [1paBunamMmu opraHMsauum xpaHeHus,
KOMMMEKTOBaHUSA, Yy4eTa W UCMONb30BaHUA [OOKYMeHTOB ApxuBHOro doHaa PO
N OPYrMx apXvMBHbIX OOKYMEHTOB B rOCyJapCTBEHHbIX OpraHax, opraHax MeCTHOro
camoynpasfieHUa U opraHusauusx, YTBEpXOEeHHbIMW npukasom Pocapxusa
ot 31.07.2023 Ne 77.

7.11. HomeHknaTypa gen nogpasfensertcs Ha pasfenbl, KoTopble pacnonaratoTcs
B COOTBETCTBUM C YTBEPXAEHHbIM LUTATHbIM pacnucaHMem obpasoBaTenbHON
opraHusauuu. HassaHusaMu pasgenioB HOMEHKNAaTypbl Aen ABNATCA HauMEeHOBaHMS
ee CTPYKTYPHbIX nogpasfaeneHnin unm HanpasneHusi AesTenbHOCTH.

7.11.1. Brpade 1 HOMeHKnaTtypbl Oen MpOoCTaBfsATCA WHAEKCHbI KaXaoro aena,
BKIMIOYEHHOro B HOMeHKNaTypy. MIHOekc gena coctouT m3 umcpoBoro 0603HayeHus
M3 WTaTHOro pacnucaHus obpasoBaTenbHOM oOpraHu3auumn (Koga) v NopsaKOBOro
HOMepa 3aronoBka Jena no HoMeHknatype. WHOekcbl pgen obo3HavalTcs
apabckumn  umcppamu. Hanpumep: 12-05, rge 12 - obosHadeHune (kog), 05 -
NOPSAKOBLIM HOMEP 3arofioBka Aena B pasgerne HoMeHKnaTypbl Aen.

B HOMeHKknaType [en COXpaHAlTCA OOMHaKoBble WHAEKCbl ANs OOHOPOAHbIX
N nepexogsawmx gen.

7.11.2. B rpacpe 2 HoMeHKNaTypbl Aen NponuCbIBalOTCA 3arofioBkK Aen. 3arofioBoK
gena 4etko, B 0606LEeHHON opMe OTpaxaeT OCHOBHOE CcoAep)XaHue W COCTaB
AokymeHToB pgena. OcHoBOM Ansi HaMMeHOBaHWA (3aronoBka) gen SaBnsaTCA
BOMPOCHI, OTpaxawwme 3agadym n pyHKUuun obpasoBaTenbHON OpraHu3auun.
HavmeHoBaHMA  [OMOMHAKTCA  yKasaHMeM pojda 3aBoguMMoro gena  wnm
pPa3HOBMOHOCTM AOKYMEHTOB (MOCTAHOBIIEHMS, NpuKasbl, NPOTOKONbI U T. 4.). Ecnu
Aeno, BKAYaeMoe B HOMEHKNAaTypy Aerl, COCTOUT W3 OAWMHAKOBbLIX BWOOB Wn
pa3HOBMAHOCTEN  OOKYMEHTOB, B 3arofloBke TaKoro Jerna  ykasblBaeTcs
HaMMeHOBaHWe BWAOB  [OOKYMEHTOB, Harnpumep  «[lpukasbl MO OCHOBHOM
aearenbHocTUy». He gonyckaetca ynotpebneHue B 3aronoBke Aena HEeKOHKPETHbIX
dopMynMPOBOK («pasHble MaTtepuanbly, «obuwas nepenncka», «UCxoasLas
nepenucka», «BXOASLIME [OOKYMEHTbI»), a Takke BBOAHbIX CMNOB, CIOXHbIX
CUHTakcmyecknx obopoToB. He gonyckaetcsa ynoTpebrieHMe COKpalleHHbIX CroB
HaUMEHOBaHUN TepPPUTOPUArnbHbIX OPraHOB MCMOSTHATENLHOW BIiacTu, YYpexaoeHun
W opraHuMsauun, Kpome oduunanbHO YCTaHOBIIEHHbIX COKpalleHun. Ecnn peno
OyaeT COCTOSAITb W3 HECKOSMbKMX TOMOB WM 4acTel, TO cocTaBnsieTcs oOwummn
3arofioBOK Aena, a 3atemM npu HeobXoOMMOCTU COCTaBNSAKTCS 3arofioBKM KaXKAoro
TOMa (4acTu), YTOYHALWNE coaepXXaHne 3arofioBka gena.

[MopsgoK  pacnonoXeHWss 3arofioBKOB  Jenl BHYTPW pas3ferioB  u nogpasnenos
HOMEHKNaTypbl  gen  onpegenseTcd  CTeneHbid  BaXHOCTU  [OOKYMEHTOB,
COCTaBNALLWNX [erna, W ux B3aMMocBA3blo. BHavane pacnonaraloTca 3aroroBku
Oen, cogepxalmx opraHu3aLMOHHO-pacnopsanTenbHyo AokymeHTauuo. [Hanee



pacrnonaraloTCa 3arofioBkM fen, cogepXalux nnaHoBble U OTYETHble [LOKYMEHThI
nT.0.

[MopsgoK pacnornoXeHuss 3arofioBKOB  Aern  BHYTPW pas3gerioB W nogpasnenos
HOMEHKNnaTypbl  gen  onpegensdeTcsd  CTENeHbi  BaXHOCTU  [OOKYMEHTOB,
COCTaBnALWNX Aerna, N ux B3anMocBA3bilo. B Havyane pacnonaratoTcs 3arosioBKU
Aen, cogepxalmx opraHmM3aLoHHO-pacnopsanTENbHYIO JOKYMEHTauUunio. 3arofioBku
Aert MoryT YTOYHATLCS B rnpouecce (oopMMpoBaHNA 1 opopMIIeHNa aen.

B HOMeHknaTypy Oen BKNIYalTCA Takke gena, He 3aKOHYeHHble NPOM3BOACTBOM
Aerna npownbix netT (nepexogawue).

7.11.3. 'padpa 3 HOMeHKNaTypbl AeN 3anofHAeTCs B TedeHne KaneHgapHoro roga -
npu ¢GOpPMMPOBAHUM HOBOrO Aeria, nNpu  3akpbiTUKM  gena 1 Mo OKOHYaHUU
KaneHgapHoro roga.

Mo poctwxkeHnn genom obvbema B 250 NMUCTOB, TOM 3aKPbLIBAETCA M OTKPbIBAETCS
HOBbLIM TOM. B rpadpe nocnegoBaTenbHO yKasblBalOTCA HOMeEpa TOMOB W KpanHue
AaTbl JOKYMEHTOB Kaxgoro toma. Hanpumep «T1 - 11.01.2024-30.06.2024, T.2. -
01.07.2024-30.12.2024 ».

ONEeKTPOHHble [Jena Ha ToMa He pasgenstotca. Bce oneKkTpoHHble OOKYMEHTHI,
He3aBUCUMO OT nX obbemMa, BKNOYaKTCA B O4HO 3MEKTPOHHOE Aeso.

7.11.4. B rpadpe 4 ykasblBaeTCs CPOK XpaHEeHUs gena, Homepa crtaten no TMnoBoMy
UM BeAOMCTBEHHOMY NepeyHio, doegepanbHOMY 3aKOHY UM MIHOMY HOPMaTUBHOMY
NpaBoOBOMY akTy, a Npu UX OTCYTCTBUW - MO TUMOBOW UNU NPUMEPHON HOMEHKIaType
aen.

7.11.5. B rpade 5 ykasbiBalOTCA yKa3blBalOTCA OCOBEHHOCTN (hopMMpoBaHUA Oena
n BUA HocuTensa uHdopmaumn. B Tom yncne B rpadpe oTpaxarTca creuynanbHble
CPOKN XpaHeHus fen, NpoCTaBnAlTCA OTMETKM O 3aBedeHun gen (B TOM yucrne
B 3MIEKTPOHHOM BWAE), O BblAENEHUN AeSsT K YHUYTOXEHWUIO MO UCTEYEHUU CPOKOB
NUX XPaHEHNHd, O MeCTe XpaHeHWA MNOAJIMHHUKOB [OOKYMEHTOB, O rnepefade Aern
B OPYryro opraHu3aunio ans npoaosHKeHna BegeHna n ap.

B rpadhe genatoTca oTMETKM O Nepexoaswmnx genax ¢ ykasaHMem CTaporo WHAekca
aena Bcnyvae ero uameHeHusi. Hanpumep «lepexopsdwee c 2024r. B 2024 -
2028 rr. - a. 2-2-11».

Mo genam, KoTopble MO KakUM-NIMOO npuyMHaM B TEYEeHue KaneHgapHoro roga
He 3aBogunucb, B rpade «llpumevyaHme» HOMEHKNaTypbl Aen AenaeTcsl 3anuch -
«[eno He 3aBogmnocky. [pn aToM B rpade 3 NpocTaBnsieTcs NPoYEpK.

7.12. 1o okOHYaHUM KaneHO4apHOro roga B KOHLE HOMeHKNnaTypbl Oen genaeTtcs
MTOroBasi 3anuCb O KaTeropusix W KonmyecTse [fen, 3aBefeHHbIX B TeKyLleM
KaneHgapHoMm rogy. B mntoroByk 3anuMcb CBOOAHOM HOMEHKNATypbl AeNyl1 CBeAeHUs
BHOCATCA Ha OCHOBaHWW [aHHbIX, MepefaHHbIX W3 CTPYKTYPHbIX noApasgeneHnn
obpasoBaTenbHOMN OpraHM3aLunu.

8. ®opmupoBaHue u opopmreHue aen

8.1. ®opmupoBaHve [Oen- TrpynnupoBKa WCMOMHEHHbIX [OOKYMEHTOB B Jernia
B COOTBETCTBUN C HOMEHKNATypon pfen u cuctematmsauns [OOKYMEHTOB BHYTPU
aena.

8.2. [ena B obGpasoBaTenbHOW opraHu3aumm (opmMupyoTca B CTPYKTYPHbIX
nogpasgeneHunsax.

8.3. WcnonHeHHble OOKyMeHTbl OOJKHbl B 10-AHEBHbIK CPOK  caaBaTbCA
UCMoNHUTENEM  nuuy, OTBETCTBEHHOMY  3a Be[leHWe  [Oeronpou3BoacTBa



B CTPYKTYPHbIX noapasfeneHusx, ans gopmvpoBaHua ux B gena. Homep pgena,
B KOTOpOE [A0/mKeH ObiTb MNOAWWT  OOKYMEHT, onpefensieT pykoBoAUTErb
CTPYKTYPHOro nogpasgeneHns obpasoBaTesibHOM opraHu3auuyM WUim UCMoNHUTENb
B COOTBETCTBUM C HOMEHKNaTypon pgeni. Ha JoKyMeHTe npocTaBnalTCA OTMeTKa
«B poeno Ne..», nognucb WUCNONHUTENS WX PYKOBOOUTENHA  CTPYKTYPHOrO
nogpasgeneHusd, aaTa.

[OKyMEHTbI BHYTPMU aena pacnonaratoTcs B XPOHONOrMYeCcKomn
nocnenoBaTenbHOCTMW.

8.4. KoOHTpornb 3a npaBuUNbHOCTBD  (POPMUMPOBAHUA  Oen  OCYLUeCTBRAeTCs
OTBETCTBEHHbIM 3a apxmB obpasoBaTenbHOM OpraHn3aunn.

8.5. lpu opmupoBaHun pgen Heobxogmmo cobnwogaTtb cnegywwme obuwme
npasuna:

e MoOMelwaTb BAENO TOMbKO MWCMOMHEHHblE [OOKYMEHTbl B COOTBETCTBUM
C 3aronioBkamMu gesi No HOMeHknaType;

e TpynnMpoBaThb B Aef0 JOKYMEHTbI OQHOro KaneH4apHoro roaa;

e pasfgenbHO rpynnMpoBaTb B Aena AOKYMEHTbl MOCTOSHHOMO W BPEMEHHOro
CPOKOB XpaHeHus;

e nomewiatb BpAena Kcepokonun pakcoB, TernedoHorpamMm  Ha obLmnx
OCHOBaHWUSIX;

e BOENO He AOOMKHbI MOMeLWaTbCa [OOKYMEHTbl, noAfnexaiwime Bo3Bparty,
NUWHWE 3K3eMMnsapbl, YEpPHOBUKKN: NO 06beMy Aeno He A0SMKHO npeBbiwaTtb 250
nmctoB mnu 4 cMm. lNpu Hanuuun B gene HeCKOSIbKUX TOMOB (4YacTen) WHOEKC
M 3arofloBOK [ena npocTaBndalTCA Ha Kaxaom Tome cC gobaBneHnem «Tom 1»,
«TOM 2» (nocrnegHui).

8.6. Ocobble TpeboBaHUA K HOPMUPOBAHUIO OTAESNbHbLIX AEN.

8.6.1. PacnopsagutenbHble  OOKYMEHTbl  FPYynnupyloTca B Aena Mo Buaam
B XPOHOJSIOrMYeCKOM MOPSIAKE C OTHOCALLMMUCS K HUM NPUIOXKEHNAMMN.

8.6.2. YcTaBbl, NOMOXEHWUS, WHCTPYKUWUW, YTBEPXOEHHble pacrnopaguTenbHbIMU
OOKYMEHTaMu,  SABASKOTCA  NPUMAOKEHUSMM K HAM U TPYNNUPYIOTCA  BMeECTe
C YKasaHHbIMW  OOKYMEHTaMMU. Ecnn>xe  OHM  yTBepXOeHbl B KayecTBe
CaMOCTOSATENTbHOIO JOKYMEHTa, TO UX FPYNnMPYIOT B CaMOCTOATENbHbIE Aena.

8.6.3. lNpurKasbl N0 OCHOBHOW AeATENbHOCTU rPYyNnUpPYTCA OTAENbHO OT NPUKa3oB
no SINYHOMY COCTaBYy.

8.6.4. [lpukasbl Mo NMYHOMY COCTaBy TrpPYNMUMPYIOTCA B Jeria B COOTBETCTBUM
C YCTaHOBMNEHHbIMU CPOKaMU NX XPaHEHUA.

8.6.5. [lpoTtokonbl B Aenie pacnonaralTCad B XPOHOMOrMYeCcKoM  rnopsagke
no HomepaMm. [OKyMeHTbl K NMPOTOKOMaMm, CrpynnupoBaHHble B OTAErbHble Aena,
CUCTEMATU3MPYIOTCA NO HOMepaM NPOTOKOIIOB.

8.6.6. YTBep>XaAEeHHbIe MnaHbl, OTYETbl, CMETbI, IMMUTbI, TUTYIbHbIE CMUCKU U OpYyrve
AOKYMEHTbI rpynnMpYoTCS OTAENbHO OT NPOEKTOB.

8.6.7. [lJokyMeHTbl B NMN4YHbIX Jenax pacrnonaraloTcs No Mepe Ux NocTynreHus.

8.6.8. [llepenucka rpynnupyeTcd B paMKkax OOHOro0  KaneHgapHoro roja
N CUCTEMATU3NPYETCA B XPOHOMOIMYECKOM  MocnefoBaTenbHOCTU:  OOKYMEHT -
3anpoc - JOKYMEHT - OTBET.

8.7. [Nena ob6pasoBaTenbHON oOpraHu3auuMM noanexart OdOPMIIEHUIO NPy
X 3aBefeHUM 1 NOo 3aBeplleHun karneHgapHoro roga. OdopmneHne pena -
noAroToBKa Aerna K XpaHeHuto BKo4vaeT B cebs komnrieke paboT no onucaHuio gena
Ha 06noXKe, NoALIMBKE, HymMepauumm FfUCTOB W COCTABMEHUIO NMCTa-3aBepuTens



nena. OdopmneHve gen npoBoguTca paboTHUKaAMW CTPYKTYPHbIX NogpasgeneHun
obpasoBaTenbHOM oOpraHusaumMm, B O0OSA3aHHOCTU KOTOPbIX BXOAWUT 3aBedeHue
n doopmupoBaHue gen.
8.8. [lena nognexat ocopmneHuto. NonHoe odopmneHne gena npegycMmarpusaer:
NOALMBKY UKW TBEPAbIN NepenneT aena;
HyMepauuio NIMCTOB B Aene;
cOCTaBfneHune nucTa-3asepuTtens aena;
cocTaBrieHne B 0CcobbIX crnyyasx (Mpy oopMIEHUN NNYHBLIX e, AN yyYeTa
0c060 LeHHbIX JOKYMEHTOB) BHYTPEHHEN ONUCU SOKYMEHTOB Aena;

e BHECeHWe HeobXOOAUMbIX YTOYHEHUN B pekBU3NTbl 0BNOXKM Aena (YTOYHeHue
Ha3BaHWS nogpasneneHus, nHaekca 1 3arofnoBka gena, natel gena wn gp.).
8.9. CchopmmpoBaHHble dena noawmnsarT Ha YeTbipe NpokKona B TBEPAYH OBMOXKY
N3 KapTOHa UK NepensneTarTCcs C y4eTOM BO3MOXHOCTN CBOBOAHOMO YTEHNA TEeKCTa
BCEX OOKYMEHTOB, AaT, BU3 U pe3onioumni Ha HuX. [pu nogrotoBke Aen K nogwmneke
(nepennety) wMeTannuMyeckne ckpenneHna (CkoObl, CKpernku) U3 JOKYMEHTOB
ypanaiTtca.  [Jena NOCTOSIHHOrO  XpaHeHusi, coctoswume 13 HedhopMaTHbIX
OOKYMEHTOB, XPaHATCA B 3aKkpbITbiX TBepAblX Mafnkax C TpemMs KranaHamu
N C 3aBs3KaMW.
8.10. MNpu Hanuuun B gene HeBOCTPeOOBAHHBLIX NMUYHbLIX OOKYMEHTOB (TPyLOBbIX
KHXKEK un ap.) 9TM [OOKYMEHTbl BKNaAblBalOTCA B KOHBEPT, KOTOpPbIA 3aTem
nogwmesaeTca B 310 Aeno. MNpu Hannumm 60MbWOoro KonuyecTsa Taknmx AOKYMEHTOB
OHM MOTYT U3bIMaTbCS U3 Aes1, U Ha HUX COCTaBMsIeTCSA OTAENbHAs OMUCh.
8.11. B uensx obecnevyeHns COXpaHHOCTU W 3aKpensieHns nopsigka pacrnosioXeHus
OOKYMEHTOB, BKMIOYEHHbIX B 4eno, BCe §UCTbl, KpoMe fnucTa-3aBepuTens,
HymepytlTcs apabckumn umdpamm B NpaBOM BEPXHEM YIiy, He 3aJeBasi TeKcTa
AOKYMeEHTa, NpOoCTbIM rpadnuyeckmm KapaHaalom nnu HymepaTopoMm.
YnotpebneHne 4epHMn W UBETHbIX KapaHdawew Ans  Hymepauuu fnCTOoB
3anpeLyaeTcs. BHyTpeHHAA onnCb MMeeT CaMOCTOSATENbHYI0 HYMepauuio.
JIncTbl gen, cocTosAWMX N3 HECKOSTbKUX TOMOB UITU YacTen, HYMepPYITCS MO KaXKaoMy
TOMY UIIM YacTU OTAESNbHO.
doTorpadumn, YepTexu, guarpaMmbl 1 gpyrme UNKCTpaTUBHbIE U cneundguyeckmne
OOKYMEHTbI, NpeacTaBnsalowme CamMoCTOATENbHbIA NUCT B AeNne, HyMmepylTcs
Ha 0OOPOTHOW CTOPOHE B IEBOM BEPXHEM YITY.
CrnoXeHHbIN NUCT pasBopadnBaeTCs M HYMepyeTcs B NpaBoM BepxHem yrny. [lpu
3TOM nncT ntoboro popmarta, NOAWNTLIN 3a OAUH Kpan, HYMEPYETCS Kak OAUH FINCT;
FINCT, CIOXEHHbIN U NOALNTBIN 3a cepeauHy, NoanexuT nepeLumske U HyMmepyeTcs
Kak O4AWH NUCT.
MogwnTble B Oeno KOHBEPTbl C BOXEHUAMW HYMEpPYITCS; Npu 3TOM BHayane
HyYMepyeTCsl KOHBEPT, a 3aTeM ovYepeHbIM HOMEPOM KaXKoe BIIOXXEHWEe B KOHBEPTE.
MogwuTble B Oeno [OOKYMEHTbl C COOCTBEHHOM Hymepauuen nuctoB (BKNtoYas
neyaTHble W30aHMs) MOryT HymepoBaTbCA B ObLLEM nopsake WK COXPaHATb
COBCTBEHHYIO HyMepauuio, ecriv OHa COOTBETCTBYET NMOPSAKOBOMY PacronOXeHUIo
NNCTOB B Aerne.
B cnyyasix oGHapyxeHus ©6onbLioro 4yucna owmnbok B HymepauuuM nUCTOB Aena
B 4enonpon3BoacTBe NpoBoAUTCA Ux nepeHymepauus. Npn nepeHymepaumm fiMcTos
cTapble HOMepa 3a4yepKkmBalTCA OOHOW HAKMOHHOW 4epToM M psSaoM CTaBUTCHA
HOBbI HOMEp IUCTa; B KOHUE Aena BKMaAblBaeTcs NUCT-3aBepuTenb, Npu 3TOM
cTapblil NIUCT-3aBepUTENb 3a4epKNBaAETCS, HO COXpPaHSeTCs B fene.



8.12. [Ons y4yeTa KonMyectBa JNUCTOB B aene u dukcaumm ocobeHHOCTeN
UX Hymepauum cocTaBndeTcs NucT-3aBeputens fena. [JOKymMeHT cocTaBndeTtcs
Ha OTAEerNlbHOM NUCTEe U BKMYaeTCca B Aeno nocnegHuMm nuctom. JlncT-3aBepuTtenb
cocTtaBngeTcs no oopme, ycTaHoBIIeHHOW [lpaBunamMu opraHu3aummn XpaHeHus,
KOMMMEKTOBAHUA, YydeTa W UCMONb30BaHUA [OOKYMeHToB ApxuBHoro ¢oHaa PP
N OpYrMxX apXMBHbIX LOKYMEHTOB B rOCYAapCTBEHHbIX OpraHax, opraHax MeCTHOro
camoynpaBfieHUs M OpraHuM3aumsx, YTBepXOEeHHbIMW npukasom PocapxvBa
ot 31.07.2023 Ne 77.

Bce nocnegywuime u3MeHeHUs B COCTaBe W COCTOSIHAM paernia  (NoBpeXaeHus,
3aMeHa NoASMHHbIX [OKYMEHTOB KOMWAMW, MPUCOEOUHEHME HOBbIX [OKYMEHTOB
W T. 4.) OTMEeYalTCAa B SIMCTe-3aBepuTe eria Co CCbISIKOM Ha COOTBETCTBYIOLLMI aKT.
8.13. O6noxka pgen MNOCTOSHHOrO, BpeMeHHoro (cebiwe 10 neT) XxpaHeHus
M NO NUYHOMY cocCTaBy odopmnaeTca Mo opme, ycTaHoBneHHon [lpasunamu
OopraHu3auuMmM XpaHeHusi, KOMMMEKTOBaHus, yyeTa M UCNOSIb30BaHUA [OKYMEHTOB
ApxuBHoro coHga P® v apyrmx apxmBHbIX [OOKYMEHTOB B rocyapCTBEHHbIX
opraHax, opraHax MeCTHOro camoynpaBfeHUsa W OpraHu3aumsax, YTBepXXAeHHbIMU
npukasom Pocapxuea o1 31.07.2023 Ne 77.

Ha obrnoxke gen NOCTOSIHHOrO XpaHeHuUs BBEpPXY npeaycMatpuBaeTcs MecTo Ans
HaUMEHOBaHUS MYHULMNANbLHOINO apxmea, B KOTOPbIA OHW ByayT nepefaHbl, a Takke
apXMBHOrO WKNgpa B NpaBOM BEPXHEM N NNEBOM HMXKHEM Yriax.

[Mpn odopmneHnn obnoxku gen HamMmeHoBaHue obpasoBaTenbHOW opraHusaumm
yKasblBaeTCcs MOMHOCTbI MO yCcTaBy, B UMEHUTENbHOM nagexe, CoKpaleHHoe
Ha3BaHWe - B CKOBKax.

Ob6s3aTtenbHbIMN  pekBU3UTaMM OOMOXKW Aena SABndeTcs yKasaHwe KonmyecTsa
NUCTOB B Aerie, KOTOpoe NPOCTaBfiSIeTCA Ha OCHOBaHMW nUCTa-3aBepuTensa gena,
M CpOKa XpaHeHua fena (Ha genax MOCTOSIHHOrO XpaHeHUA MULLETCS: «XPaHUTb
MOCTOSIHHO»), KOTOPbIA NEepeHOCUTCA Ha OBNoXKy Aena M3 HOMEHKNaTypbl nocre
CBEPKU ero Nno Cpokam XpaHeHus1 B nepeyHe.

8.14. [na ydeTa [OOKYMEHTOB oOnpedeneHHbiX KaTeropum ngen MnoCTOAHHOro
1 BpeMeHHoro (cebilie 10 NeT) XpaHeHus1, Y4eT KOTOPbIX Bbi3blBAETCS CNELNGUKON
OAHHOW OOKYMEeHTauuu (NnyHble gena, ocobo LEeHHbIe), COCTaBNSAeTCs BHYTPEHHASA
ONUCb JOKYMEHTOB Aerna (ganee - BHyTPEHHSIS OMUCh).

BHYTpeHHIOIO oOnNncb HeobXoauMMO TakkKe COCTaBndaATb B Aenax MNOCTOSHHOMo
n BpeMeHHoro (cebiwe 10 neT) xpaHeHus, CPOPMUPOBAHHBLIX MO Pa3HOBUAHOCTAM
OOKYMEHTOB, 3aroSfioBKM KOTOPbIX He pacKpbiBalOT KOHKPETHOe coaepkaHue
AOKYMEHTOB.

BHYTpeHHAA onMCb COCTaBMSAETCHA Ha OTAENbHOM fIMCTe Mo popme, yCTaHOBNEHHON
[MpaBnnamun opraHM3auun XpaHeHusi, KOMMMEKTOBaHUS, yyeTa U UCMONb30BaHUA
OOKYMeHTOB  ApxmBHOro  doHga PO v apyrMx  apxXuBHbIX — [JOKYMEHTOB
B rOCYapCTBEHHbIX OpraHax, opraHax MeCTHOro caMoynpaBfeHns U opraHn3aumsx,
yTBepXaeHHbIMN npukasom Pocapxumea oT 31.07.2023 Ne 77.

K BHYTpeHHen onucu ena cocTaBnsgeTcs UToroBas 3annucb, B KOTOPOW yKa3blBaeTCs
undpamm 1 NPONUCHIO KONTMYECTBO BKIOYEHHbLIX B HEE [OOKYMEHTOB W KONUYECTBO
NNCTOB BHYTPEHHEN OMUCMW.

BHYTpeHHAA onucb nNoanucbiBaeTCsl ee CocTaBUTerieM C yKasaHUMEM [JOIKHOCTH,
nognucu, pacwmdpoBKU NOANUCKU N HYMepyeTcs B ene oTAerbHO.



9. OpraHusauusi onepaTtMBHOro XpaHeHUs1 AOKYMEHTOB
9.1. C momeHTa 3aBefeHWs W OO Nepedjayn pQen B apxuB obpasoBaTeribHOM
opraHusauuMmM [ferna XpaHATcsa MO MecTy UX (pOpMUPOBAHUSA - B CTPYKTYPHbIX
nogpasgeneHunsax.
PykoBoauTenu  CTPYKTYpHbIX  nogpasgeneHnn  un paboTHMKM,  OTBedvatoLliune
3a 4enonpounsBoAcTBO, 0653aHbl obecneymBaTb COXPaHHOCTb AOKYMEHTOB U Aen.
C uenbio noBbIWEHUS OMNepaTMBHOCTU MOUCKa AOKYMEHTOB Aena pacnonaratoTcs
B COOTBETCTBUN C HOMEHKNAaTypon aen.
Ha kopelukax o6noxek aen ykasblBalOTCs MHAEKCHI 4eN N0 HOMEHKNnaType.
9.2. Bulgada gen, o3HakoMsieHne ¢ JOKyMeHTaMu, HaxogsaWwmnMMmnca Ha onepaTMBHOM
XpaHEHUN B CTPYKTYPHOM  nogpasgeneHun, paboTHMkam  obpasoBaTenbHOm
opraHmsaumm Npon3BoaNTCS C paspeLleHns pyKOBOACTBaA.
9.3. WM3bATME [OOKYMEHTOB W3 4en  MOCTOSAHHONO  XpaHeHus  OoryckaeTcsd
B UCKNIOYUTENBHBIX Cryvasix, Mo 3anpocamM KOMMETEHTHbIX OPraHoB 1 NPOU3BOAUTCS
C MMCbMEHHOIO  paspelleHns pykoBoauTena obpasoBaTeribHOM  opraHuM3auuu
C OCTaBfneHneM B [efe 3aBepeHHOM KONMUU LOKYMEHTa W akTa O NpuyMHax Bblaayu
NOASIMHHMKA.
9.4. CamocCTOATENbHOE YHUYTOXEHNE AOKYMEHTOB B CTPYKTYPHbIX NogpasgeneHnsax
obpasoBaTenbHOM OpraHM3aunn 3anpeLlaeTcs.
9.5. PaboTHMKM  CTPYKTYpHbIX  noapasfeneHurM  HecyT  OTBETCTBEHHOCTb
3a COXPaHHOCTb NOCTYMMBLUNX K HAM JOKYMEHTOB U akKypaTHOe obpalleHne ¢ HAMN,

10. Mopsapok nepenaym AOKYMEHTOB Ha XpaHeHue
B apxuB ob6pa3oBaTesibHOM opraHu3auum

10.1. B apxuB obpasoBaTenbHOM OpraHu3auun nepegarTcs gena MOCTOSIHHOrO,
BpemMeHHoro (csblwe 10 net) xpaHeHusa. Mx nepegada Npou3BoguUTCA MO ONMUCAM
aen.
3aKoHYEeHHble [Oenonpou3BoACTBOM ena MOCTOSAHHOIO, BPEMEHHOro (CBbille
10 neT) XpaHeHus nocre OKOHYaHWA KaneH4apHoro roga, B KOTOPOM OHU Obinu
3aBefeHbl, nognexar OMOPMIIEHMIO B COOTBETCTBUM C HACTOSLLEN WHCTPYKUMEN
N nepefaloTcs B apxmB obpasoBaTtenbHOM opraHusaumn. puem ocyliecTBnsieTcs
no rpadouKy, CornacoBaHHOMY C PYKOBOAUTENSIMU CTPYKTYPHbIX noapasgeneHunn
N yTBEPXOEHHOMY pyKoBOAUTENEM O0bpasoBaTenbHON opraHusauuu.
10.2. B nepuoa noarotoBKU CTPYKTYPHbIMU nogpasgeneHnsamMn aen K nepegade
B apxuB obpasoBaTesfibHON OpraHM3aumm OTBETCTBEHHbIV 3a apXMB NpeaBapuUTenbHO
npoBepsieT NPaBUMbHOCTb WX (POPMUPOBAHUS, OOPMIIEHNA U COOTBETCTBUE
KonuyectBa [Jerl, BKIMOYEHHbIX B OMUCb, KONMWYeCTBY [Jen, 3aBefeHHbIX
B COOTBETCTBUM C HOMEHKNaTypon. Bce BbIsIBNEHHble Mpu MNpoBepke HenoCTaTKu
OTBETCTBEHHbIE 3a AENONpPOM3BOACTBO CTPYKTYPHOro noapasgeneHuss obsizaHbl
YCTPaHUTb.
10.3. Tllpnem kaxpgoro pnfena nNpPOU3BOAUTCHA OTBETCTBEHHbIM 3a CTPYKTYpHOE
nogpasgenexHue.
Ha ak3emnnapax onucyv nNpoTUB Kaxdoro aena, BKIIHOYEHHOro B Hee, AenaeTcs
OTMeTKa O Hanuuuu pgena. B KoHUe Kaxgoro ak3emnnsapa oOrnvcu YyKasbiBatoTCs
undpamu 1 NPONUCbID KONMUYECTBO (PaKTUYECKU MPUHATBIX B apxuB Aern, HoMmepa
OTCYTCTBYIOLMX [en, faTta npuvema-nepegadm pnen, nognucyu OTBETCTBEHHOrO
3a apxvB 1 paboTHWKa, NnepedasLUero gena.
10.4. [lena B apxvB A4OCTaBNAOTCA paboTHNUKaMKN CTPYKTYPHbIX NogpasgeneHun.



10.5. Bcnyyae nukBngaumm CTPYKTYPHOro nogpasgesieHns OTBETCTBEHHbIN
3a OenonpomsBoACcTBO B TeYeHWe [OBYX MeCAueB C MOMeHTa  JiMKBuMZgauuu
nogpasgeneHns dopmMupyeT BCe WUMelLMeca OOKYMEHTbl W nepefaet B apXxvB
oOpasoBaTenbHOM  OpraHM3auMm  He3aBMCUMO  OT CPOKOB  XpaHEeHus;  npu
peopraHnsauun obpasoBaTefibHON OpraHu3auun OOKYMEHTbl MepegarTcs Mo akTy
npuema-nepegadn npaBoONPEEMHUKY WM NpU OTCYTCTBUM MNpaBOMNpeeMHuKa - B
MYHULMNANbHbIA apXuB.

11. dkcnepTn3a LEHHOCTN AOKYMEHTOB

11.1.  Okcneptmsa  UEHHOCTM  [OOKYMEHTOB -  ONpederieHne  COOTBETCTBUSA
OOKYMeHTa U (Unv) [OOKYMEHTOB KpuUTepusiM ero (Ux) LEHHOCTU B Lensx
onpegeneHna cpoka XpaHeHus u otbopa QOKYMeHTa u (Mnu) OOKYMEHTOB ANna Ans
nepegaym Ha XxpaHeHusa B apxuBe obpasoBaTenbHOW OpraHM3auun Unu BblOENeHus
K YHUUTOXEHUIO MO NCTEYEHMUN YCTAHOBIIEHHOIO CPOKa XPaHEHMUS.

11.2. Okcneptmsa LEHHOCTM [JOKYMEHTOB B obpasoBaTenbHOW opraHusauum
Ha cTaguu Aenonpon3BoaCcTBa NPOBOAUTCS:

o MpPW COCTaBMEHNN HOMEHKNATYPbI AEN;

e B MpouUecce (OpPMMPOBAHMUSA Oen W NPOBEPKM MNPaBUNIbHOCTU OTHECEHUS
OOKYMEHTOB K fienam;

o MpW NOArOTOBKE AN K NOCreayoweMy XpaHEHWIO;

e B apxuBe B npouecce NoAroToBKN Ha XpaHEHNE B MyHULMNANbHOM apXumBe.
11.3. [Ons opraHMsauumM U NnpoBedeHUst 9KCNepTu3bl LEHHOCTUM [JOKYMEHTOB
B 0bpasoBaTenbLHON opraHmM3auum co3gaeTcsl NOCTOAHHO OEMCTBYOLWAsn SKCnepTHas
komuccusa (ganee - 3K).

11.4. OyHkumm w npasa 3K, a Takke opraHusauuss ee paboTbl onpegenserca
NosIoXKEeHNeM,  KoTopoe  YTBepXOaaeTcs  pykoBogutenem  obpasoBaTenbHOM
opraHmszaummmn  (unu)  cornacosbiBaetca ¢ LUIOK  YnpasneHne — genamu
npaBuTenNbCTBAadHCKOM obnacTu.

11.5. Okcneptmsa UEHHOCTUM OOKYMEHTOB MOCTOSIHHOrO W BPEMEHHOro XpaHeHus
OCYLLECTBIISIETCA €XErogHoO B CTPYKTYPHbIX MoAapasgeneHmsax obpasoBaTernibHOM
opraHmsaummM HenocpencTBEHHO NUUamMK, OTBETCTBEHHLIMUM 3a OENONPOM3BOACTBO,
coBMecTHO Cc 3K npu  HenocpeacTBEHHOM  METOAMYECKOM  PYKOBOACTBE
pykoBoauTeEnNsl apxmea obpasoBaTenibHON opraHmnsauum.

11.6. OTOOP OOKYMEHTOB Af1s1 MOCTOSAHHOIO XpaHeHUs MPOBOAUTCSA B COOTBETCTBUM
C HOMEHKNaTypou aen obpasoBaTenbHOM opraHusauum, TMNOBbIMU
N BEOOMCTBEHHbIMU MEPEYHAMU [OKYMEHTOB C yKa3aHMEM CPOKOB WX XpPaHEHUs
nyTemM NOCTPaAHMYHOIro NPOCMoTpa aen.

B nenax nNOCTOAHHOrO XpaHeHusi noanexaTr u3bATUI0 Ayb6neTHble 3SK3emnnspbl
OOKYMEHTOB, YEPHOBUKN, HEO(OPMSIEHHbIE KONUM [OKYMEHTOB W HE OTHOCSLLMEecCH
K HAM JOKYMEHTHI.

Hena cotmetkon "JMK""OK" nogsepraloTca Takke MNOANUCTHOMY MNPOCMOTPY
C Uenblo onpegeneHnss U BblAENEeHUs U3 X cocTaBa [OKYMEHTOB, noanexalmx
NOCTOSIHHOMY XpaHeHuto. [ena c otmeTkon "OMK"/"OK«, cogepxawme OOKYMEHTbI
NOCTOSIHHOIO  XpPaHeHMus, noanexar  nepegopMnpoBaHUIO. BblaeneHHble
N3 UX cocTaBa AOKYMEHTbI MOCTOSHHOIO XPaHEHUSI MPUCOEONHAITCA K OOHOPOAHbIM
aenam 1 oopMIIsloTCa B camocToaTenbHble gena. Cpokum  XpaHeHus  gen,
cogepxallunx ocTaBLUMECS [OOKYMEHTbl BPEMEHHOIO XpaHeHud, onpeaensoTcs
Nno BeAOMCTBEHHOMY (M TUNOBOMY) MNEPEYHIO [JOKYMEHTOB C YKa3aHMEM CPOKOB



X XpaHeHUst W HOMeHKnaTtype pgen. [llogwmBka BHOBb CHOPMUPOBAHHLIX Aen
NPOMN3BOANTCS TOSNbKO MOCIE 3aBepLUEHNS IKCNEPTM3bl LLEHHOCTN JOKYMEHTOB.
OgHoOBpPEMEHHO C OTOOPOM [AOKYMEHTOB MOCTOSIHHOIO W BPEMEHHOro (CBbille
10 neT) XpaHeHua Ons nepefadn B apxvMB B CTPYKTYPHbIX nogpasgeneHunsx
npoBoamtca oTbop A4en v AOKYMEHTOB BpemeHHoro (4o 10 neT) XpaHeHus,
nognexawmx  ganbHenwemy  XpaHeHWo B CTPYKTYPHbIX  nogpasgeneHusx,
BblAEeNeHne K yHUITOXEHUIO Aen 3a npeablaylme KaneHgapHble rofabl ¢ UCTEKWNMM
cpokaMyn XpaHeHuda. [lpn 3TOM y4yuTbIBalOTCA OTMETKM B HOMEHKNatype pgen
«[Jo mnHoBaHus HagobHoctn» (OAMH), «[lpn ycnoBun 3aBeplLueHUss MPOBEPKM
(peBu3nn)» 1 T. n.
[MapannenbHO NpoBepsAeTCs Ka4eCTBO M NOSTHOTA AENCTBYIOLWEN HOMEHKNaTypbl Aen
obpasoBaTenbHOM OpraHM3auun, NpPaBWUibHOCTb OMpeaeneHnsl CPOKOB XpaHEHUs
Oen, 3aBedeHHbIX B COOTBETCTBMM  C HOMEHKnaTtypon gen, cobniogeHve
yCTaHOBMNEHHOro nopsaka opopmrieHns 4OKyMEHTOB U (hOpMUPOBaHNS aen.
11.7. ApxuB nNpoBOOMT OKCNEPTU3Yy LEHHOCTM [OOKYMEHTOB npu oTbope
MX HA XpaHeHWe  nog  HenocpeacTBEHHbIM  METOAMYECKMM  PYKOBOLCTBOM
MYHULMNANbHOIrO apxmea QHCCKoW obnacTu.
11.8. B cnyyae oOHapyXeHus B npoLecce MNpoBeAeHUs 3KCNepTusbl LIEHHOCTU
OOKYMEHTOB B apxuMBe  HegocTayuM  [JOKYMEHTOB  MOCTOAHHOIO  XpaHeHusd
COOTBETCTBYIOLLNMMU CTPYKTYPHbIMU nogpasgeneHnsmu obpasoBaTenbHOM
opraHu3aumm AoMKHbl OblTb MPUHATLI Mepbl MO PO3bICKY 3TUX JOKYMEHTOB.
CTpykTypHble  noapasgeneHuss  obpasoBaTenbHOM  opraHu3aumm  obs3aHbl
CUCTEMATMYECKM ONUCbIBaATb [OKYMEHTbl MO NIMYHOMY COCTaBy W LOKYMEHTbI
BPEMEHHOro xpaHeHus (cebiwe 10 neT), obecnevnBaTb NX COXPAHHOCTb U YYeT.
11.9. Ha Bce 3aBepLUEeHHble Oenonpon3BoACTBOM Aena MNOCTOAHHOro, BPEMEHHOIo
(cBbiwwe 10 neT) XpaHeHWs U NOo NIMYHOMY COCTaBy, npowleawmne 3KcnepTusy
LEeHHOCTU 1 O(POpMIIEHHbIE B COOTBETCTBMM  C HacToswMMn  TpeboBaHUAMM,
exerogHo coctaBnsaTcs onvcu gen. OTaenbHas onucb Aen npeacTtasnisieT cobou
nepeyeHb Aen ¢ CaMoCTOATENbHOW Barosou (NopsaKoBOM) HyMmepaLmen.
Onucn pgen CcoCTaBnsAlOTCSA OTAENbHO Ha ferna MOCTOSAHHOIO XpaHeHus, ferna
BpemeHHoro (cebiwe 10 neTt) xpaHeHuda, gena no nuyHomy coctasy. Onucu gen
odopMnsATCa no oopmam, yCTaHOBMEHHbIM [MpaBunamu opraHmsaunmn xpaHeHus,
KOMMNMEKTOBAHNA, YyyeTa M UCNONb30BaHUSA [OOKYMeHToB ApxmBHoro ¢oHaa PO
N OpYrMx apXMBHbIX LOKYMEHTOB B FOCYAApPCTBEHHbLIX OpraHax, opraHax MeCTHOro
camoynpaBfieHUs M OpraHuM3aumsx, YTBEpPXOEHHbIMM npukasom  PocapxvBa
ot 31.07.2023 Ne 77.
Onvcn  pgen COCTaBnATCS B KaXXOOM CTPYKTYPHOM nogpasgeneHnn
obpasoBaTenbHOM OpraHM3aLmm eXxXerogHo B ABYX aK3eMnnsgpax.
Mo aTMmM onucam noapasfeneHus caarT AOKYMEHTbl B apxuB obpasoBaTenbHON
opraHum3aumm.
OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE UM KaYeCTBEHHOE COCTaBlieHWe onucen aern
CTPYKTYPHbIX Nogpa3aeneHnin HecyT pyKOBOOMTENW 3TUX NOAPA3aeNEeHNN.
11.10. Tllepen BHeceHMeM 3arosioBKOB [efn B ONMUCUA MNPOBEPAIOTCA KadecTBO
dopmMmpoBaHMa 1 opopMIEHNa Aen, COOTBETCTBME KONMMYecTBa fefl, BHOCUMbIX
B OMWCb, KONMWYECTBY 3aBEeAEHHbIX [Aenl Mo HoMeHknatype obpasoBaTenbHOM
opraHusauumu.
[Mpn npocmMoTpe Aen NpoBepsoTCA:

e COOTBETCTBME 3arofioBka fena coaepXaHuo AOKYMEHTOB B Aefe;



e NPaBUNbLHOCTb OQOPMIEHUS W FPYNNUPOBKM  OOKYMEHTOB, BKITHOYEHHbIX
B O€eno;

e KayecTBO NMOALWIMBKM UNK NepenneTta aena;

e NPaBUIbHOCTb HyMepauuu NIMCTOB Aena;

e Hanuuue B Aene B HEOOBXOOMMBbIX CrydasXx BHYTPEHHEN OMUCHK;

e NPaBUNbHOCTb 0hopMrieHns 06NoXKM Aena;

e Hanuuue n NpaBUbHOCTbL 0hopMIIEHN NUCTa-3aBepuTens gena.

B cnyyae o6GHapyXeHuss HapylleHUa YCTaHOBMEHHbIX MpaBun  OPMUPOBaAHUSA
1 opoOpMIIEHNA AeN OHN OOMKHbI ObITb YCTPAHEHBDI.

B cnyyae o6GHapyxeHust OTCYTCTBMS Aefl, YMCIAWMXCS MO HOMEHKNaType pnen
obpasoBaTenbHON OpraHM3auun, CTPYKTYPHbIM NogpasgenieHneM MpUHUMaoTCS
Mepbl MO X po3bicky. OBHapyXeHHble fefna BKYalTCa B ONUCb. ECnv npuHsaTbie
Mepbl HE ganu pes3ynbTaToB, TO HA HEOBHAapYXXEHHbIE AeNna COCTaBMseTCA CnpaBka
O NMpuyMHax OTCYTCTBMS  Oen, KoTopas  NOAMUCbIBAaeTCs  PYKOBOAUTENEM
CTPYKTYPHOro noApasgenieHus u nepefaetca BMecTe C ONUCbI Aen CTPYKTYPHOro
nogpasgeneHunsa B apxme obpasoBaTefibHOM OpraHn3aumn.

11.11.MNMpwun cocTtaBneHun onmucu gen cobnogarTcs cneayowme TpedoBaHns:

e 3arofnioBKM Aen B ONUCKM [OOMMKHbl COOTBETCTBOBATb 3arofioBkam  Aern
B HOMEHKNaType [gen W TOMYy, 4YTO BblHECEHO Ha 0OMOoXKY, B COOTBETCTBUU
C NPUHATON CXeMOW cucTemMaTusaunu;

e KaXOoe [nOeno BHOCUTCA B OMUCb MOA4 CaMOCTOSTENbHbIM  MOPSAOKOBLIM
HomMmepoM. Ecnun geno coctont U3 AByx 1 Bonee Yyacten unm TOMOB, TO Kaxaasi YacTb
WM TOM BHOCUTCSA B ONUCb NOA CaMOCTOATESTbHbIM HOMEPOM.

11.12. 'padpbl onnUcK 3anonHAKTCA B TOYHOM COOTBETCTBUM C TEMU CBEAEHUAMMU,
KOTOpble BblHECEHbBI HA 0DNOXKY Aena.

11.13. Npn BHECEHMN B ONUCb NOApsa AEN C OAMHAKOBBIMW 3arofioBKaMn nulleTca
MOSTHOCTBLIO 3arofioBOK MEpPBOro [Aena, a Bce oOcTalnbHble OOHOPOAHblE [ena
obo3HavatoTca crnoBamu «To xe», Npu 3TOM ApyrMe CBeAeHusi O Aenax BHOCATCS
B OMNMUCb MOJSTHOCTbLIO (Ha KaXXaAoOM HOBOM JIUCTE OMUCKU 3arosiOBOK BOCMPOU3BOAUTCS
MOSTHOCTbIO).

11.14. 'padpa onucu «lMpumevaHne» uncnonb3yeTcs ONs OTMETOK O npueme gen,
06 0COBEHHOCTAX  MX PM3MYECKOrO  COCTOSIHMS, O nepegadye gen  gpyrum
CTPYKTYPHbIM NoApa3faesieHnsiM CO CCbISTKOM Ha HEOBXOANMbBIN akT, O HaNUYnUKn Konum
nT. O.

11.15. B koHUe onucu Bcneq 3a nocnegHen onucaTenbHOW cTaTben [aenaeTcs
MTOroBasi 3anncb, B KOTOPOWN yKasbiBaeTca (Unudpamm 1 NpPonucbio) Kom4ecTBo aen,
YMCIIALWMXCS MO ONUCK, NEepPBbIN M NOCNEAHUA HOMepa Aen Nno ONucK, a Takxke
oroBapmBaloTCsl O0COBEHHOCTM Hymepauun gen B onucu (NUTEpHble HomMepa aen
N NPONYyLLEHHbIE HOMEpPA).

11.16. Onucb gen CTPYKTYPHOro noAapasgeneHus NognucbiBaeTcs pykoBoguTenem
CTPYKTYPHOrO nogpasneneHus.

Onucu CTpyKTYpHbIX nogpasfeneHnn cryxaTt OCHOBOM ONA COCTaBflEHUSA rO40BOro
pasgena onucu gen obpasoBaTesibHOM opraHusauuu, NpeancnoBusi, TUTYNBHOMO
nucta, MNOAroToBKA  KOTOPOro  BoO3faraeTtcad  Ha apxmB  ObpasoBaTeribHOW
opraHusauumn.

11.17. Tlo pesynbTataM 3KCNepTU3bl LLEHHOCTU OOKYMEHTOB COCTaBMAKTCH OMUCKU
Aern nocCTositHHOro, BpeMeHHoro (cebiwe 10 neT) XpaHeHus 1 no JIMYHOMY COCTaBy,
a Takxke aKTbl O BblAeNeHUN Aen K YHUUYTOXEHUIO.



11.18. AKT O BblAENEHUN K YHUYTOXEHUIO JOKYMEHTOB COCTaBNSAETCH, Kak npasuro,
Ha BCce Qfena obOpasoBaTenbHOW opraHmsauun. Ecnn B akTte ykasaHbl gena
HECKOSIbKMX CTPYKTYPHbIX NoApasfeneHnin, TO Has3BaHMe Kaxgoro CTPYKTYpPHOro
nogpasgeneHna  ykasblBaeTcs nepen  rpynnoM  3arofioBKOB — Aen  3Toro
nogpasgeneHnsa. 3arofnoBkM OOHOPOAHbIX Aefl, OTOOpaHHbIX AMS YHUYTOXEHMS,
BHOCATCS B aKT noA obLLMM 3arofiloBKOM C yKa3aHMeM KonumyecTtBa Aesl, OTHECEHHbIX
K AaHHOW rpynne. [ena BKNIOYaOTCA B akT O BblAENEHUN UX K YHUYTOXEHUIO, €CNu
npegyCMOTPEHHbBIN AN HUX CPOK XpaHeHuUst UCTeK K 1 sHBaps roga, B KOTOPOM
COCTaBIIEH aKT, MpW Hanuyuu yTBEpPXOEeHHOW (cornacoBaHHOW) OnNuUCKU 3a 3ToT
nepuod. AKT O BblOEMNEHUN K YHUYTOXEHU [OOKYMEHTOB cocTaBndetcs ¢opwme,
ycTaHoBMneHHon [lpaBunamu opraHmsaumMmM XpaHeHusi, KOMIMMEKTOBaHus, y4yeTa
M UCNONb30BaHUS  OOKYMEHTOB ApxuBHOro doHaa PO  uv gpyrux  apxmBHbIX
OOKYMEHTOB B rocyfapCTBEHHbIX OpraHax, OpraHax MeCTHOro camoynpaBfeHus
N opraHu3auusx, yreepxaeHHoiMn npmkasom Pocapxmea ot 31.07.2023 Ne 77.
CornacoBaHHble  OK obpasoBaTenbHOM  opraHuMsauuuM  akTbl  YTBepXOarTcs
pykoBoauTernem obpasoBaTesibHONW oOpraHuM3aumMm Mpu  Hanuuumn  yTBEPXOEHHbIX
onucen Aen MNOCTOAHHOIO XPaHEHWSA W COrfacoBaHHbIX ONMMCEn Aenl Mo SIMYHOMY
COCTaBy 3a TOT Xe nepuog, nocrie 4vero obpasoBaTesibHasi opraHu3aums umeet
npaBo YHUYTOXaTb Aena, BKIoYEeHHbIe B JaHHbIe aKThl.

[Morpyska v BbIBO3 Ha YTUAN3aLMIO OCYLLLECTBIIAIOTCA No4 KOoHTponem 3K.

12. Ucnonb3oBaHWe AOKYMEHTOB apx1uBa obpa3oBaTefibHOM opraHmM3auum
12.1. [JoKyMeHTbl U gena, Haxo4sAlWneca Ha XpaHeHuU B apxvBe, NpencTaBrisoTCs
paboTHUKaM CTPYKTYPHbIX nogpasgeneHun ans paboTbl B NOMELLEHUN apXMBa UIn
BO BpeMeHHoe (He bornee Mecsiua) nonb3oBaHWe BHE apxueBa MoA4  Pacrucky
B XypHarne y4eTta Bblgauu gen (npunoxeHue Ne 10).
12.2. PaboTHukn obpasoBaTenbHON OpraHM3aununm HecyT OTBETCTBEHHOCTb
3a COXPaHHOCTb W NpaBuUribHOE MCMoNb30oBaHMe  MONYYEHHbIX  apXMBHbIX
[OKYMEHTOB.
12.3. I3bATne SOKYMEHTOB U3 apXMBHbIX Aesl, nepegadya paboTHUKaM CTPYKTYPHbIX
nogpasgeneHnin  apxmMBHbIX AOOKYMEHTOB WNWU WX KONUA  paboTHMKaM  AOpyrux
opraHu3auuin 6e3 paspelLeHnsi pyKoBOACTBA He JornycKaeTcs.
12.4. Tlpn paboTe C apXUBHbIMW [OOKYMEHTaMW He paspeluaeTcsi BHOCUTb B HUX
npaBky, genaTtb NOMeTKU, paboTaTtb C HUMU BHE CryXeBHbIX MOMELLEHU.

13. O6paLieHune rpaxaaH

ObpaweHne rpaxpaHuHa (panee - obpalwleHne) - HanpasfeHHble B
obpasoBaTenbHyl0 OpraHu3aumio B NMCbMEHHON hopMe Unn B OpMeE 3MEKTPOHHOIO
AOKYMeHTa, B TOM 4uCIie C MWCMonb3oBaHWEM deaepanbHOM rocygapcTBeHHOM
MHGOPMaUMOHHOM cucTembl "EOMHBIM nopTan rocygapCTBEHHbIX U MyHULMMAASTbHbLIX
ycnyr (dpyHkumn)" (ganee - EAuHbIMG nopTtan), nNpeanoXxeHuwe, 3asdBreHue Wnu
Xanoba, a Takke YyCTHoe obpauweHne rpaxgaHmHa B obOpasoBaTeribHYH
opraHmsauuio.

3aaBneHne - npocbba rpaxgaHMHa O COOEWCTBMM B peanusauum  €ero
KOHCTUTYLMOHHbBIX NpaB M cBOOOA MMM KOHCTUTYLMOHHLIX npaB M cBobon apyrmx
nuy, nnMbo cooblleHne O HapyweHUM 3aKOHOB U MHbIX HOPMAaTMBHbIX MPaBOBbIX
akToB, HepocTaTtkax B paboTe obpasoBaTenbHOW opraHusaumm, nmbo KpuTuKa
AeATeNnbHOCTU AOSMKHOCTHBIX SNLL.



Xanoba - npocbba rpaxgaHuMHa O BOCCTAHOBMEHUW WNM  3alimte ero
HapyLLIEeHHbIX MpaB, CBOOOA MNKM 3aKOHHbLIX MHTepecoB nMbo npas, cBoboa Mnn
3aKOHHbIX UHTEPECOB ApYrux nuu,.

[OMKHOCTHOE NUUO - NULO, NOCTOSIHHO, BPEMEHHO MMM MO cheumnanbHOMY
MONMHOMOYMIO OCyLLecTBrAOWEe PYHKUMN NpeacTaBuTens BNacTu nmbo
BbINOSHsOLWEe OpraHu3aLMOHHO-pacnopsanTenbHble, aZlMUHUCTPATUBHO-
X035IMCTBEHHbIE PYHKUMN B 0Opa3oBaTesfibHOM OpraHn3aumn.

13.1. Tpe6boBaHUA K NUCbMEHHOMY OOpaLlLeHU o

paxgaHnH B cBoem obpaweHun B NUCbMEHHOM dopme B 00si3aTenbHOM
nopsigke ykasbiBaeT nvMbo HaumMeHoBaHve obpasoBaTesfibHOWM opraHvsaumn, B
KOTOpble HanpasnseT obpalieHne B NUCbMEHHOW dopme, nNnbo damunuio, nms,
OTYECTBO  COOTBETCTBYHOLLEro  AOSMKHOCTHOrO  nuua, nmnbo  AOMMKHOCTb
COOTBETCTBYIOLLErO Nnvua, a Takke CBOM hamunmilo, UMs, OTYEeCTBO (rnocnepHee -
npyv Hanu4nm), NOYTOBbIA agpec, NO KOTOPOMY AOSDKHbl OblTb HanpaBreHbl OTBET,
yBegoMnieHne o nepeagpecauun obpauleHus, wusnaraet CcyTb NpeanoXeHus,
3asBNeHns unum xanobbl, CTaBUT NIMYHYIO NOANUCHL N AaTy.

B cnyyae HeobxogumocTnm B noATBEpXAEHME CBOUX [LOBOAOB rpaXkOQaHWH
npunaraeT K obpalleHno B NTMCbMEHHOMW dOpMe AOKYMEHThLI U MaTepuanbl inbo nx
KOMuMW.

Ob6palleHne, nocTynuBwee B oOpasoBaTeNbHY  OpraHM3auuio  Unu
OOIMKHOCTHOMY Ny B (bopMe 3fIEKTPOHHOIo AOKYMEHTa, NOAMEXUT paCCMOTPEHMIO
B nopsigke, yctaHosneHHoM ®PepeparnbHbiM 3akoHoM oT 02.05.2006 Ne 59 (pea. ot
04.08.2023). B obpalleHum rpaxgaHMH B ob6a3aTenbHOM nopsiake ykasblBaeT CBOU
dhamunnio, M4, oT4eCcTBO (NOCreaHee - Npu Hanuuun), a Takke ykasbiBaeT agpec
9NIEKTPOHHOM NoYTbl NGO ucnonb3dyeT agapec (yHUKanbHbIA MOEHTUdUKATOP)
nnyHoro kabuHeTta Ha EguHOM nopTane, Mo KOTOPbIM AO0SMKHbI ObiTb HanpaBneHbI
OoTBeT, YyBedoMIieHWe O nepeagpecaumm obpaweHus. [paxgaHuH Brnpase
NPUNOXUTb K TakoMy obpalleHunio Heobxoaumble OOKYMEHTbl W maTepuanbl B
3I1IEKTPOHHOWN popMeE.

lNMucbMeHHoe obpalleHne noanexmut obssaTenbHOW perucTpauun B TeyeHue
Tpex OHeNn C MOMeHTa NOoCTynneHus B obpasoBaTenbHY0 OpraHu3aumio B XypHane
perncTpaumMm MUCbMEHHbIX M YCTHbIX ObpalleHuin, 3asiBNeHun n xanob rpaxgaH
(MpunoxeHne Ne 11).

lNMucbMeHHoe oOpalleHne, coaep)kallee BOMPOChl, peLlleHne KOTOpbIX He
BXOOMWT B KOMMETEHUMIO AaHHOW obpas3oBaTenbHOW OpraHvM3aumn, HanpaerseTcs B
TeYeHne CcemMn [HEeW CO [AHSA perncrpaumMm B COOTBETCTBYHOLLMIA OpraH Wnu
COOTBETCTBYIOLLEMY [OMMKHOCTHOMY §uuy, B KOMMETEHUMIO KOTOPbIX BXO4UT
pelleHe MOCTaBMEHHbIX B oOpalleHMM BOMNPOCOB, C yBEOOMSIEHUMEM FpaKgaHuHa,
HanpaBuBLUero obpalleHue, 0 nepeagpecaunm odpalleHus.

B cny4yae, ecnn pelueHne NOCTaBneHHbIX B MMCbMEHHOM obpalleHnn BONpoCcoB
OTHOCUTCA K KOMMETEHUUN HECKONbKMX obpasoBaTefibHbIX OpraHusauum unu
OOIMPKHOCTHBIX NnL, Konus obpalleHns B TeYeHne cemMu OHEen CO OHSA permcrpauunm
HanpaBnAeTCcAa B COOTBETCTBYWOLLME OpraHbl MECTHOro CaMoynpaBfeHus Wunu
COOTBETCTBYIOLLNM LOSMKHOCTHLIM NULAM.

13.2. O6sa3aTenNbHOCTb NPUHATUSA OOpaLLEeHMA K paCCMOTPEHUIO

O6palLeHune, noctynuelLee B obpasoBaTesibHYyK0 OpraHM3aunio B COOTBETCTBUU

C UX KOMNeTeHuunen, nognexuT obasaTesibHOMY pacCMOTPEHUIO.



B cnyyae HeobxoaumocTu, paccmaTpuBarowme obpaueHne obpasoBaTenbHas
opraHu3aumsi MoXxeT obecneynTb ero pacCMOTpPEHNE C Bble34OM Ha MECTO.
13.3. PaccmoTpeHue obpalieHums

O6pasoBaTenbHas opraHu3aums:

- obecneynBaeT 06bLEKTMBHOE, BCECTOPOHHEE U CBOEBPEMEHHOE pacCMOTpeEHne
obpalleHus, B criydae HeobxoaMMOCTU - C yvacTUeM rpaxgaHwHa, HanpaBuBLLETO
obpalleHue;

- 3anpawuvBaeT, B TOM 4uCfe B 3NEKTPOHHOW ¢opme, Heobxogmmble AOns
paccMoTpeHus obpalleHuss AOKYMEHTbl U MaTepuarnbl B ApYrMx rocyaapCTBEHHbIX
opraHax, opraHax MeCTHOro CamMoOynpaBfeHUs U Yy WHbIX AOSMKHOCTHbIX Nuu, 3a
NCKITIOMEeHNEM CYAO0B, OpraHoOB AO3HAHWS M OpraHOB NpeaBapuTEnbHOro CNeacTBuS;

- MPUHMMaeT Mepbl, HanpaBfeHHble Ha BOCCTAHOBMEHME WM  3awuTy
HapyLUEeHHbIX Npas, CBOOOA N 3aKOHHbIX MHTEPECOB rpaXK4aHWHa;

- [aeT MUCbMEHHbIN OTBEeT MO CyWeCTBY MNOCTaBfeHHbIX B obpaleHum
BOMpPOCOB;

- yBEOOMNSET rpaXkgaHvHa O HanpaBfeHnn ero obpalleHns Ha pacCMOTpPEHME B
OPYron opraH MECTHOrO CaMOynpaBfeHUs WNM WHOMY [OOSHKHOCTHOMY nuvuy B
COOTBETCTBUM C NX KOMMNETEHLMEN.

OpraH MecTHOro camoynpasrieHUst UK SOMMKHOCTHOE NULO MO HanpaBfieHHOMY
B YCTAHOBIEHHOM  MoOpsigke  3anpocy  obpasoBaTefibHOWM  opraHusauuu,
paccmatpuBalowen obpalleHne, obsizaHbl B TedyeHne 15 gHen npenocTaBnsATb
OOKYMEHTbl M MaTepuanbl, Heobxogumble AN paccMOTpeHus obpalueHuns, 3a
UCKITIOYEHMEM [AOKYMEHTOB W MaTepuarnoB, B KOTOpbIX COAepXaTcs CBeneHus,
COCTaBNALLNE rOCYyJapCTBEHHYIO UIMN UHYIO OXpaHseMylo deaepanbHbiM 3aKOHOM
TanHy, N Ana KOTOPbIX YCTAaHOBMNEH 0CcOoObIV NOPSAOK NpeaoCTaBNeHus.

OTtBeT Ha ob6palleHve noanucbiBaeTCs pykoBoamuTerniem obpasoBaTesibHOM
opraHusaumm nnbo ynonHOMOYEHHbIM Ha TO JIULIOM.

OTBeT Ha obpalleHne HanpasnseTca B dOpMe 9NEKTPOHHOro [LOKYMEeHTa Mo
agpecy 9neKTpPOHHOW MOYTbl, YyKasaHHOMYy B obpallieHun, NOCTYyNMBLLEM
obpasoBaTenbHyl0 oOpraHm3aumio B OpMe 3NEKTPOHHOro [OOKYMEHTa, unmM o
agpecy (yHUKanbHOMY uaeHTMdMKaTopy) nMYHOro kabuHeTa rpaxgaHuHa Ha
EovHom nopTane npu ero ucnonb3oBaHUM U B MUCbMEHHON hopme MO NOYTOBOMY
agpecy, ykasaHHoMy B obpaweHun, nocTynuBlieM B oOpasoBaTesibHYHo
opraHmsauuio B NUCbMeHHoW opme. Kpome TOro, Ha MOCTynuBlUEe B
obpasoBaTenbHyl0 opraHusauuio obpalleHue, coepxalwee MNpeanoxeHuve,
3asiBrieHne unm xanoby, KoTopble 3aTparnBatoT MHTEPEChI HEONPEeAENEeHHOro Kpyra
nuy, B 4acTHOCTM Ha obpallieHne, B KOTOpOM obxanyetcs cyaebHoe pelleHue,
BblHECEHHOE B OTHOLUEHUW HeOoMnpenerieHHOro Kpyra nuud, OTBET, B TOM 4uUcre C
pasbscHeHneM nopsgka obxanoBaHus cygebHoro pelweHud, MoOXeT ObITb
pasMelleH ¢ cobnogeHmem TpeboBaHun PepepanbHOro 3akoHa Ha oduunanbHOM
canTe [JaHHbIX roCy4apCTBEHHOrO opraHa unm opraHa MecTHOro camoyrnpasfieHns B
MHOPMALMOHHO-TENTEKOMMYHUKALMOHHOW ceTn "UIHTepHeT".

13.4. NMopsagok paccCMOTPEHUA OTAeNbHbIX OOpaLweHnin

B cnyyae, ecnu B nMcbMeHHOM ObpalleHnn He ykasaHbl (hamMunus rpaxgaHuHa,
HanpasuBLlero obpalleHne, unu MnoYTOBbLIN agpec, MO KOTOPOMY AOSKEeH ObiTb
HanpaBsneH OTBeT, OTBET Ha obpalleHne He aaeTcs. Ecnn B ykazaHHOM obpalueHnn
cogepxaTcs CBedeHUs O noarotaBfiMBaeMOM, COBEPLUAaEMOM UMW COBEPLUEHHOM
NPOTUBOMPaBHOM AesHMW, a Takke O §uue, €ero noAroTaBnnBatoLLEM,
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coBepLlaloleM WM coBeplumBlleM, obpalleHne noanexnt HanpaeneHuio B
rOCy4apCTBEHHbIN OpraH B COOTBETCTBUMN C €r0 KOMMNETEHUNEN.

O6palleHne, B KoTopom obxanyetca cynebHoe pelueHne, B TeYeHWe cemu
AHEN CO AHS perncTpaumm Bo3BpallaeTcs rpaxgaHuHy, HanpasmsLlLuemy obpallueHue,
C pasbsicCHeHMEM nopsaka obxxkanoBaHus 4aHHOrO cyaebHOro peLueHus.

O6pasoBaTenbHasa opraHM3auust NpyM NONy4YeHUM NUCbMEHHOro obpallieHusd, B
KOTOPOM coaepXaTca HeueH3ypHble Nnbo ockopbuTenbHble BbIpaXXeHUs, Yrpo3sbl
XWU3HW, 300POBbI0 N MMYLLLECTBY LOSMKHOCTHOIO NMLA, a TakKe YNeHOB €ro CeEMbM,
BpaBe OCTaBUTb ObOpalleHne 06e3 oTBeTa MO CyLEeCTBY MOCTaBMEHHbIX B HEM
BOMNPOCOB WM COOOWMTb  rpaXpgaHwHy, HanpasuBwemMy  obpauwieHune, O
HeJoNyCTUMOCTHU 3noynoTpebneHnsa npasoMm.

B cnyvae, ecnu TeKCT MUCbMEHHOro obpalleHus He MNoagaeTcsl NPOYTEHWUIO,
OTBET Ha oOpalleHMe He [aeTcs, U OHO He MOoASNEXWUT HanpasfeHUo Ha
paccMOTpeHne B o0OpasoBaTefibHOM OpraHu3aumMm B  COOTBETCTBUM C  UX
KOMNEeTEeHUnen, 0 YeMm B TedeHWe CeMW [HEeW CO AHA perncrpaumm obpalleHus
coobuwiaeTca rpaxgaHvHy, HanpaBumBLUEMY oOOpalleHue, ecnn ero damunna u
NOYTOBbIM agpec NoAAarTCA NPOYTEHUIO.

B cnyuyae, ecnn TeKCT MMCbMEHHOro obpalleHns He MNOo3BONseT OnpeaenvTb
CYTb MPeanoXeHus, 3asBNeHns unm xanobbl, 0TBET Ha obpalleHne He 4aeTCs U OHO
He NOANEXWUT HanpaBfiEHUIO HA pacCMOTpPeHNe B obpa3oBaTesfibHOM OpraHu3aunn B
COOTBETCTBMM C MX KOMMETEHUMENW, O YEeM B TEYEHME CEMU [OHEN CO [HS
pernctpaumm obpalleHnsa coobLaeTca rpaxagaHuHy, HanpasmBeLleMY obpalleHue.

B cnyvyae, ecnu B nUCbMeHHOM obpalleHnn rpaxgaHmHa coaepXntcst BONpoc,
Ha KOTOPbIA €My HEeOAHOKpaTHO AaBalfiMCb MUCbMEHHbIE OTBETbI MO CYLUECTBY B
CBSI3N C paHee HanpaBnsemMbiMM ObpaleHusaMU, U Npu 3TOM B obpalleHun He
NPUBOAATCS HOBblE AOBOAbI MM OBCTOATENBLCTBA, PYKOBOAUTENL 06pasoBaTeibHON
opraHmsaumMm nubo YMNONHOMOYEHHOE Ha TO NUUO BrpaBe MPUHATbL PELUEHUE O
6e30CHOBATENBHOCTM OYepeaHoro obpalleHns W NpeKpalleHUM nepenuckn ¢
rpaxgaHMHOM MO LaHHOMY BOMPOCY MNpW YCNOBWUW, YTO YKasaHHoe obpalieHue U
paHee HanpaeBnseMble o0palleHns HanpaBnAnMCb B OOQHY U Ty X€ OpraHn3aunto unm
OOHOMY M TOMY >Xe [OO/MKHOCTHOMY nuuy. O gaHHOM peleHuM yBeOOMMSeTCs
rpakgaHuH, HanpaeuBLLMA obpalleHue.

B cnyyae noctynneHna B o6pasoBaTenbHyld OpraHM3aumio MUCbMEHHOrO
obpalleHus, cogepxallero BOnpoc, OTBET Ha KOTOPbIN pasMeLleH B COOTBETCTBUN C
depgepanbHbIM 3aKOHOM Ha odmuymanbHOM canTe obpas3oBaTenibHOWM opraHusauum B
MHGOPMaLMOHHO-TENEKOMMYHUKALMOHHOM ceTun "MHTepHeT", rpakgaHuHy,
HanpaBuBLleMy oOpalleHMe, B TeYeHue cemMu [OHeW CO [AHA perucrpauum
obpawieHnss coobLlaeTca  9NeKTPOHHbIM  agpec oduuManbHOro canMta B
NHJOPMAaLMOHHO-TENEKOMMYHUKAUMOHHOM ceTn "HTepHeT", Ha KOTOPOM pa3mMeLleH
OTBET Ha BOMPOC, NOCTaBMEHHLIN B 0bpaLleHuun.

B cnyyae, ecnu oTBeT No CyLwecTBy NocTaBfeHHOro B obpalleHnn Bonpoca He
MOXeT ObiTb gaH 6e3 pasrnalleHus CBeOeHUN, COCTaBMSLWMX roCy4apCTBEHHYIO
WM MHYKO  OXpaHsiemyl  egepanbHbiM  3aKOHOM  TavHy,  rpaxgaHuHy,
HanpaBuBLlEMY oOpalleHne, cooblaeTcd O HEeBO3MOXHOCTM AaTb OTBET Mo
CyLLlecTBYy MOCTaBEHHOTO B HEeM BoMpoca B CBA3M C  HEAOMNYyCTUMOCTbIO
pasrnaleHns ykasaHHbIX CBEEHUN.

B cnyyae, ecnu npuyunHbl, NO KOTOPbIM OTBET MO CYLLECTBY MOCTaBMEHHbIX B
obpawieHmm BonpocoB He Mor 6bITb AaH, B nocreaywwemM Obinn yCTpaHeHb!,
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rpaxgaHWH BMNpaBe BHOBb HanpaBuTb obpauweHne B  obpasoBaTesbHYH
opraHmsaumio.
13.5. CpOKM pacCMOTPEeHUA NUCbMEHHOro obpatlleHus

lMucbmeHHoe obpalleHune, nocTynuelLee B 0Opa3oBaTeribHY0 OpraHuM3auunto B
COOTBETCTBMM C UX KOMMETEHUMEN, paccmaTpuBaeTca B TedeHne 30 gHen co OHs
permcrtpaumm NMCbMEHHOro obpaLleHust.

B wucknounMTenbHbIX Ccriydasx, a Takke B Cliydae HanpasfeHus 3anpoca,
pykoBoauTenb obpasoBaTenbHON opraHudaumm nmbo ynosiTHOMOYEHHOE Ha TO NMuUO
BNpaBe NPOANUTb CPOK paccMoTpeHuss obpauweHna He BGonee yem Ha 30 aHewn,
yBEAOMMWB O MPOASIEHMM CpOKa €ro pPacCMOTPEHUst rpaxgaHwHa, HanpaBuBLUErO
obpalleHue.

13.6. JIn4yHbIN Npuem rpaxapaH

JInyHbin Npuem rpaxgaH B obOpasoBaTefibHyl OpraHm3aumio nNpPoBOAMTCS
pykoBoguTenem u YNOAHOMOYEHHbIMM Ha TO nvuamu. MHdopmaumsa o mecTe
npuemMa, a Ttakke o0 yCTaHOBMNEHHbLIX ANs NpuMemMa OHAX WU Yacax OOBOAUTCA A0
CBEAEHUN rpaxaaH.

Mpn nNuU4YHOM Npueme rpaxgaHwH NpeabsaBnseT AOKYMEHT, YOOCTOBEPSAILMA
ero NMNYHOCTb.

CogepxaHue yCTHOro obpalleHusi 3aHOCUTCA B KapTOYKYy JIMYHOro npuema
rpaxgaHuHa. B cnydae, ecnv uM3noxeHHble B YCTHOM obpaweHun ¢akTbl W
obcToaTenbCTBa ABNAIOTCA 04EBUAHBIMU N HE TPEOYIOT AOMOMHUTENBHON NPOBEPKMY,
OTBET Ha oOpalleHne C corfnacusi rpaxgaHuHa MOXeT ObiTb OaH YCTHO B Xode
NIMYHOrO NpUeMa, 0 YeM AenaeTcsa 3anncb B KAPTOUKE NUYHOIO NpMemMa rpaxgaHuHa.
B octanbHbIX criydasx gaeTcd NMUCbMEHHbLIN OTBET MO CYLECTBY MOCTaBMEHHbIX B
obpalleHun BONpoCcoB.

NMucbmeHHoe obpalleHne, MPUHATOE B XOA4e JIMYHOro npuema, MnoanexuT
permcrtpaumm n pacCMOTpeHUIo B nopsagke, yctaHoBneHHoM deaepanbHbiM 3aKOHOM.

B cnyyae, ecnn B obpalleHnn cogepaTcs BOMPOCHI, PELLEHNE KOTOPbIX HE
BXOAUT B KOMMETEHUUIO AaHHOW oOpasoBaTenbHOM OpraHuM3aunmn rpaxgaHuHy
AaeTcs pasbsaACHeEHWe, Kyda U B KaKOM nopsagke emy criegyet obpatntbes.

B xoge nuyHoro npuema rpaxgaHuHy MoXeT 6ObiTb OTKa3aHO B JarnbHenLeMm
paccMoTpeHun obpalleHus, ecnu emy paHee Obin gaH OTBET MO CyLLeCTBY
NocTaBIIEHHbIX B 0OpaLleHnn BONpoCoB.

OTtpenbHble KaTeropuu rpaxaaH B  cnyyasx, NpeayCcMOTPEHHbIX
3akoHoaaTenbCcTBOM Poccuinckon depepaumun, MNosib3yOTCA NPaABOM Ha JUYHbIN
npuem B NepBooyepesHOM NOpPSIaKe.
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[MpunoxeHune Ne 1
K IHCTpyKUUKM no Aenonpon3sBoacTsy
dopma nokanbHoOro akrta

MyHuunnanbHOe aBTOHOMHOE [OLLKONbHOE obpa3oBaTefibHoe
yupexaeHune «LleHTp pa3sutus pebeHka getckum cag Ne 19» ropoga Nwnma

(MAZIOY LIPP a/c Ne 19)

COrMNACOBAHO! YTBEPXOAIO ?
(HarMeHoBaHKe cornacyLlero opraHa) (BOMKHOCTL pyKoBOAMTENS)
3
(noanuce)  (MN.0. Pamunus)
(PeKBM3UTLI JOKYMEHTa, KOTOPbI COAEPXUT PELLEHVE O COrNMacoBaHUM NOKamnbHOrO akTa) (nata) 4

NOJNNOXXEHUE/MOPAAOK/MHCTPYKUUA

(0]

1. O0owme nonoxeHus
1.1...
1.2...
2. HazBaHue paspena
2.1...
2.2...
3. HasBaHue pasgena
3.1...
3.2...
4. HazBaHue pasgena
4.1...
4.2...
5. HazBaHue pasgena
5.1...
5.2...
6. HazBaHue pasgena
6.1...
6.2...



MpunoxeHne Ne 1
K MonoxeHwuto/MNopsaaky/VIHCTpyKummn
3arosioBOK NPUIIoXKeHUsA

1. padha yaansieTcs, ecnv HeT cornacyLmx OpraHos.

2. Mpw yTBEPXAEHUN OOKYMEHTa AOMMKHOCTHBIM NULOM rpud yTBepxaeHus coctout us cnosa YTBEPXOARK; HaumeHoBaHus
AOIMKHOCTY Nuua, yTBEPKAatoLLero JOKYMEHT; ero NoAnucuy; nHuumanos; daMmunui n gatbl yteepxaeHus (n. 5.16 FOCT P 7.0.97-
2016).

3. Mhuuymanel nuwmte nepea dpamunuen (n. 5.16 FOCT P 7.0.97-2016).

4. [lata AOKyMeHTa 3anucbiBaeTC B NOCNEAOBATENbHOCTU: AeHb Mecsla, Mecsl, KaneHaapHbI roa ogHUM U3 ABYX CMOCOOOB:
- apabckumn umdpamu, pasgeneHHbiMy Toukon: 05.06.2024;

- CNOBECHO-LMpoBbIM cnocodom, Hanpumep 5 nioHsa 2024 r. (n. 5.10 FOCT P 7.0.97-2016).



[MpunoxeHune Ne 2

K IHCTpyKUuM No A4enonpon3sBoacTsy

dopma nokanbHoOro akrta

MyHuuMNanbHOe aBTOHOMHOE AOLWKOMbHOe obpa3oBaTtenbHoe

yupexaeHne «LleHTp pa3sutus pebeHka getckum cag Ne 19» ropoga Nwnma
(MALOOY UPP a/c Ne 19)

NMPUKA3

No2

(pata)*

3aronoBok °
Mpeambyna
NMPNKA3bIBAIO:
1.

(npunoxeHune Ne 1).
2.

3.

4. KOHTpOnb NCNOSTHEHUS HACTOALLEro npukasa

(momkHoOCTb pykoBoauTens)  (nogmuck)  (M.0. Pamunus)



[MpunoxeHwue 1
K npukasy
oT Ne

3aronoBoOK NPUNOXeHUA

1. [ata pomkHa cooTBeTCTBOBaTb AaTe NnoanucaHua AokymeHTta. [laTy ykasbiBaloT B dhopmare feHb, Mecsu, rod. Vcnonbsynte
OAVH 13 ABYX CMocoboB:

- apabckue umndpsbl, pasgeneHHble Todkon: 05.06.2018;

- CNoBeCHO-UMdpoBo cnocob, HanpumMep 5 noHs 2018 r. (n. 5.10 FOCT P 7.0.97-2016).

2. YkasbiBatoT Ludposor i 6ykseHHo-Umdposo naeHtndmkatop gokymeHTa (n. 5.11 FOCT P 7.0.97-2016).

3. 3aronoBoKk K TEKCTY — KpaTkoe copepkaHue AOKyMeHTa. 3aronoBOK K TeKCTy dopmynupyetcsa ¢ npegnorom «O» («O6»)
N OTBEYaeT Ha Bonpoc «o Yyem?» (n. 5.17 TOCT P 7.0.97-2016).

4. VYxasbiBaloT nonHoctblo ®. WN. O. wncnonHutens u Homep TenedoHa. [loxenaHunio [06aBnsAlT Has3BaHUE [OSHKHOCTH,

CTPYKTYPHOrO nogpasgeneHuns 1 anekTpoHHein agpec (n. 5.25 FTOCT P 7.0.97-2016).



[MpunoxeHune Ne 3

K IHCTpyKUuM No A4enonpon3sBoacTsy

dopma nokanbHoOro akrta

MyHuuMNanbHOe aBTOHOMHOE AOLWKOMbHOe obpa3oBaTtenbHoe

yupexaeHune «LleHTp pa3sutus pebeHka getckum cag Ne 19» ropoga Nwnma
(MALOOY UPP a/c Ne 19)

NMPOTOKOI

HasBaHwne konnernanbHOro opraHa (kommccumn, paboden rpynnbl 1 T.0.)

Ne

(nara)

Mpencepartens: damunusa LN.0.
CekpeTapb: damunna 1.0
[MpucytcTBOBaANN: yen. (CNUCOK npunaraeTcs)

OtcyTtcTBOBanNM:

NMOBECTKA OHA:
1. Bonpoc
2. Bonipoc

CNYLWWAIMN:

damunusa N.0. - TekcT goknaga npunaraeTcs.

Beictynunu:

N.O. damunnga - kpaTkaa 3anucb BbICTYMNNEHNA (OT TPeTbero nvua eAnHCTBEHHOro
yucna). Bonpocsl, oTBETHI (NPUBOAATCSA B NOPsiAKE NOCTYNNEHNS).

rONOCOBANMN:
3a

33— «_ »,MPOTMB — «___», BO3OepXanucb — «___ ».

PELUUJIN:
1.1. OnucaHue peLueHnsa no Bonpocy
1.2. OnucaHune peLueHns no Bonpocy

Mpeacepatens lMognuce N.0. damunus

CekpeTtapb Moannce U.O. damunus



MpunoxeHune Ne 4
K IHCTpyKUuKn no 4enonpounssoacTBy

dopma nucbma

AOENAPTAMEHT NO COUUAIIbHBIM BOIMNMPOCAM
AOMAHUCTPALUUN TOPOOA ULLNMA

MyHMumMnansHoe aBTOHOMHOE AO0LLKOSIbHOE 0bpa3oBaTenbHOE yupexaeHme
«UeHTp passutna pebeHka getckum cag Ne19»
ropoga Mwuma (MALOOY LUPP a/c Ne19)

627753, TromeHckast obnactb r. Nwwum yn. K. Mapkca, 54, an. noyta: auds19@rambler.ru, Ten.7-31-62

YBaxaeMblii(as) !

C yBaxeHuewm,

(momKkHOCTb pyKoBOAUTENS) (noanwuce) (¢.1.0))

®.1.0.

(TenedooH)



[MpunoxeHune Ne 5
K IHCTpyKUUKM no Aenonpon3sBoacTsy
dopma yBegoMMeHus

AOEMNAPTAMEHT NO COUUAJIbHbIM BOIMNMPOCAM
AOMUAHUCTPALUU TOPOOA ULLUMA

MyHuuMnansHoe aBTOHOMHOE [OLLKONbHOEe obpa3oBaTenbHOE yupexaeHune
«LeHTp passutus pebeHka getckmin cag Ne19»
ropoga Nwuma (MALOY LIPP a/c Ne19)

627753, TromeHckast obnactb r. Nwwum yn. K. Mapkca, 54, an. noyta: auds19@rambler.ru, Ten.7-31-62

(naTa) (appecar)

YBegomneHnune Ne

YBaxaembin (as) !

C yBaxeHuewm,

(BomKHOCTb pykoBOAMTENS) (nognuchk) (. N.0.)

C yBegomMmneHueM o3HakoMneH(a):

(nognuchb) (. N.0.)

(nata)

BTopon ak3emnnap nonyyuna Ha pyku:

(nognuchb) (. N.0.)



[MpunoxeHune Ne 6
K IHCTpyKUUKM no Aenonpon3sBoacTsy

dopma XKypHana permctpauumn BXoasiumx OKYMEHTOB
XypHan pernctpauum BXogaLmnX AOKYMEHTOB

Hauat 20 ropa

OkoH4yeH 20 ropa

Pesontoumns
aTa KoppecnoHnaeHT, naTta u Unn KoM
A PP A A KpaTtkoe y OtmeTka 06
NoCTynneHns WHAEKC NOCTYNUBLUETO HanpasneH
copepxkaHue UCMONHEHUN
N MHOEKC JOKYMEHTa JOKyMeHTa JOKYMEHT




[MpunoxeHune Ne 7
K IHCTpyKUUKM no Aenonpon3sBoacTsy

dopma xKypHana permctpaumm UCXoasmx AOKYMEHTOB

XXypHan peructpaumm mcxoasmx 4OKYMEHTOB
HauaTt 20 ropa

OkoHyeH 20 ropa

Ne Hata

Komy, Kyga nocrnaH JOKYMEHT KpaTtkoe coaepxaHue Bua otnpaBku 1 pacnucka
n/n [OKyMeHTa Y, KyL, AOKy p aep: a p p

1 2 3 4 5




[MpunoxeHune Ne 8
K IHCTpyKUUKM no Aenonpon3sBoacTsy

dopma XypHarna yyeTta nedaTtenm u LITamnoB

XXypHan yyeTta neyaten m WITamMnoB
HauaTt 20 ropa

OkoHyeH 20 ropa

OTmeTKa 06
Bbigaya B nonb3oBaHue Bospact MpumeyvaHne
YHUYTOXEHUN
HaumeHoBaHue
Ne OT1Tuck
ne4atum
n/n
(wramna) AOMKHOCTL, |0 | BOMKHOCTb, |
ol7[e] ’ lol7[e] ’
paTa nara
nonyyarens nonyyarens

1 2 3 4 5 6 7 8 9




[MpunoxeHune Ne 9
K IHCTpyKUMKn No 4enonpounsBoacTBy

dopma KOPPEKTUPOBOYHOTO NNCTa HOMEHKNATYpbl Aer

YTBEPXXOAHRO

(HaI/IMeHOBaHI/Ie AOOJMKHOCTU
(HauMeHoBaHWe rocyJapCTBEHHOrO OpraHa,

pykoBoAUTENS
opraHa MECTHOrO camMoyrnpaBrneHusi,

nnn MHOro YNONHOMOYEHHOro
opraHusauum)

UM nuua)
M3MEHEHUA ( ) (pacwwmdpoBka

noannucb
M OOMNOJIHEHUA noanmcin)
K HOMEHKINATYPE OEN
Ha 202 __ rog
(nata)
Cpok
Mupekc 3aronoBok Konuyectso TomoB XPaHeHNs
o n Ne ctatn MNpumedaHns
aena nena (vacTten) o
nepeYHio
1 2 3 4 5

(HauMeHoBaHWe [OMKHOCTM PYKOBOAWUTENS (pacwmdpoBka

(nognuchk)
cny6bl 4enonpon3BoACTBa OpraHn3aLmum) noanuncm)
(nata)

Busa pykoBoauTend (J'II/ILI,a OTBETCTBEHHOIO 3a apXVIB)

(HaumeHoBaHMe OOMKHOCTN)

(noanunck)  (paclumdppoBka nognucu)

(mata)



MpunoxeHne Ne 10
K IHCTpyKUUKn No 4enonponsBoacCTBY

dopma XKypHana y4yeTa Bblgaun JOKYMEHTOB

XYPHAI YYETA BblgA4YY OEN
13 apxuBa obpasoBaTenbHOW OpraHusauum

Hauat 20 ropga

OkoH4yeH 20 ropa

Pacnucka [aTa Pacnucka
flata Oeno Komy B NONy4YeHn | BO3BpaT | B BO3BpaLLEHU
Ne n/n Bblgauun doHa Ne Onunck Ne No BblaH M a "
nen - o]
fdena fdena nena
1 2 3 4 5 6 7 8 9
NT1oro B rogy aen
BblgaHO
(umndppamu
N NPOMMUCHI0)
HanmeHoBaHme OomkHOCTH
nnua, coCtaBmBLLEIO
H MNoanucb N.0O. Damunums

BHYTPEHHIOH
Onncb AOKYMEHTOB aAena



[MpunoxeHne Ne 11
K IHCTpyKUUKM no Aenonpon3sBoacTsy

dopma xypHana permcrpauum

XYPHAI YYETA PETMCTPALUN
NUCbMEHHbIX U YCTHbIX OOpallueHuin, 3asaBNeHun 1 xanob rpaxaaH

HauaTt 20 ropa

OkoHyeH 20 ropa

(ol7[e] Agpec mecta Bug
rpaxgaHuHa, XuUTenbcrea WHdpopmaumsa
Data obpaleHus KpaTkoe [omKHOCTb,
Ne poautens rpaxgaHuHa, 06 ncnonHeHnn
nocTynneHns (3asBneHve, | cogepxaHue (ol7]e]
n/n (3akoHHOrO poautens (npuHsATOE
obpaleHns npeanoxeHve, | obpaleHus | ucnonHuTens
npeactasnTe (3akoHHOrO peLueHune)
Xanoba)
ns) npeacTaButenst)

1 2 3 4 5 6 7 8




