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M. PbikoBa

MHCTPYKLUUA MO OENOMPOU3BOACTBY
1. O6uwue nosioKeHus

1.1, WNHcTpyKumMs no gernonpoussoacTey B MyHuuynansHom — aBTOHOMHOM
JOLUKONbHOM — oBpasoBaTenbHOM  y4YpexaeHun «detckmin  cag Ne 10
o6LlepasBMBatoLLlero Buaa C MNPUOPUTETHBIM OCYLLIECTBNEHNEM no3HaBaTenbHO-
peyeBoro passuTus geTei» ropoda Mimvia (nanee — VIHCTpyKUWA) ycTaHaBnuBaeT
EOMHYI0O CUCTEMY [ernornpousBOACTBA 1 MOPAAOK  MOArOTOBKM, odopMIeHus,
NPOXOXKAEHUS, KOHTPONSA 3@ UCMOSAEHWEN, Yy4YeTa, XPaHEeHuA, N3roTOBIEHNS,
KOMWPOBAHWUS W TUPAKMPOBAHNS  CIYKEOHbIX  AOKYMEHTOB B 0BOpasoBaTesbHON
opranusaum MALOY a/c Ne10 (ganee -obpasoaTernbHasi opraHvisaumna, 0O0).

1.2. WHcTpykums paspaboTaHa B COCT3ETCTBUM ¢ TpeboBaHmAMY enepanbHbiX
3aKOHOB OT 22.10.2004 Ne 125-03 «O6 apxusHoM aene B Poccuiickoit Penepaunmny,
oT 27.07.2006 Ne 149-®3 «O6 vHdopMaUnn, MH(OPMAaLMOHHBIX  TEXHOMNOTUAX
n o sawmte uHdopmaumu», ot 02.05.200€ Ne 59-®3 «O nopsiake PacCMOTPEHUA
obpalieHuii  rpaxaaH  Poccuiickoii degepaumn», ot 01.06.2005 Ne 53-3
«O rocynapcteeHHoM si3bike Poccuiickoi depepaummn», OT 06.04.2011 Ne 63-®3
«O6 3MeKTPOHHOI nognuciy», TpaBun opraHU3auni XpaHSHWA, KOMIMIMEKTOBaHNA,
yyeTa M UCMOMb30BaHVIS AOKyMEHTOB APXUBHCIO cdorga Poccuiickoin Penepaumu
W APYrMX apXVBHbIX AOKYMEHTOB B roCyAapCTBEHHbIX OpraHax, opraHax MeCTHOro
caMOynpaBneHuss 1 opraHusauuax,  yT8EPXKAEHHbIX  NPUKA3OM PocapxuBa
oT 31.07.2023 Ne 77, HauMOHalbHbiX CTaHgapToB  Poccuitckoi Qepepaumm
no ynpaeneHuo gokymentamu: [OCT P 7.0.8-2013 «CUBW[. [denonpoussocTBO
1 apxuBHOe [Jerno. TepMuiHbl U ONPeLe.ieHnA», FOCT P 7.0.97-2016 «CUBW[.
OpraHu3aLoHHo-pacnopaanTebHas ACKyMeHTaLus. TpeboBannsi K 0dsOpMIeHno
[OKYMEHTOBY.

1.3. TlpuMmeHeHne ViHCTpyKUMM  [OMKHO  CriocoOCcTBOBaTh dopmuposaHuto
oduLManbHO-AENOBOro CTUSS AOKYMEHTOB, HOArOTaBIMBAEMbBIX B oBpasoBaTefbHON
opraHusauuMu; COKpalleHito 3atpar TpyAa Vi CPeAcTe B fipouecce  Coshanis
LOKYMEHTOB. VIHCTPYKUMS siBIISieTCs 0BA3aTE/IbHOW AN UCTIO/HEHUA pabeTHKKamu
obpasoBaTenbHON opraHusauunn, OCYLWECTBIISIOLYIMIA  NOATOTOBKY n odpopmerHme
[OKYMEHTOB.

1.4. TlonoxeHns WHCTpyKUMKM  pacnpoOCTPaHATCSA  Ha opraHusauuto paboTbl
C AOKYMEHTaMyi HE3aBUCUIMO OT BUOA HOCUTENA, B TOM HACHE 3NeKTPOHHLIMM
OOKyMeHTaMy, BKMOYas NoAroToBky, 00pabovky, XpaHeWiie v UCTIoNL30BaHne
[OKYMEHTOB, OCYLUECTBIAEMbIX € MAUMEHEHUSM LHPOPMALMOHHLIX TEXHONGCI WM.

1.5. OcobeHHocTy paboThl C OOKYMEHTaEWM, CoLepXalyuMy KonduaeHuvalibHyto
NHGOPMALIWMIO (CRYKEBHYIO v MHYIO Taiiky, epCcoHansHble AAHHLIE), PEryrinpyioTes
foKanbHbIMU aKTaMy (MHCTPYKLMAMM, MONOXEHUAMI, NpaBunamu), yTeepxaaembIMy
pykoBoauTernem obpasosatenbHon OpraHusa ui.

1.6. Tpebosanusi MHcTpykumn K padoTe ¢ ByxranTepckoi, H&YYHO-TEeXHYECKON
W OpYrovi crieumanbHov JoKyMeHTaUMSA pachpoCTpaHAIoTea Jivllb B HacT4 o0WwmMx



NPUHUMNIOB paboTbl C AOKYMEHTaMK, a Takke NOLrOTOBKM OJOKYMEHTOB K nepefade
Ha apXMBHOE XpaHEHMUe.

1.7. OTBETCTBEHHOCTb 3a OpraHu3auuMld U COCTOsiHME  AenonpounsBoaCcTBa
B obpasoBaTenbHON opraHnsaumm HECET PyKOBOAUTESb, KOTOPbIN:

o yTBEpPXAaeT WIHCTPYKUMIO MO [[enonpou3BOACTBY W HOMEHKNaTypy Aern
obpasoBaTenbHON opraHM3auuu;

« ObecneumBaeT BHeOpPEHWE W KOHTpPONMPyeT cobnogeHne CTPYKTYPHbIMU
nogpasgeneHnamm TpeboBaHun HacTosiwen WHCTpyKuum ©n  rocyaapcTBEHHbIX
CTaHOapToB;

« MPOBOOMT MNPOBEPKY COCTOSIHUS  OENOnpoM3BOACTBA B CTPYKTYPHbIX
nogpasgeneHnax obpasoBaTenibHON opraHM3auuniy;

« ObecrneunmBaeTr MeTOAMYECKOE  PYKOBOACTBO, WHCTPYKTaX W KOHTPOSb
3a cobntogeHnemM yCTaHOBIEHHOro nopsaka paboTbl C AOKYMEHTaMU B CTPYKTYPHbIX
nogpasgeneHnax obpasoBaTenibHON opraHM3auuniy;

e UHUUMMPYET MOBblWeHWe  KBanudukaumm pabOTHMKOB MO BOMNpocam
Aenonpon3BoACTBa;

 YOOCTOBEPSIET NOANUCHIO N NEYaTbIO AOKYMEHTHI.

1.8. HenocpencTtBeHHO BeaeT Aenonpon3BOACTBO B 0OpasoBaTenbHOW OpraHm3aumm
OTBETCTBEHHbIN 3a BedeHWe [enionpomsBoacTBa (danee - OTBETCTBEHHbIN
3a [enonpomMsBOACTBO), KOTOPbIM  Ha3Ha4YaeTCcss  MNpuUKa3oM  pykoBoOAUTENS
obpasoBaTenbHOM  OpraHu3auunu. OTBETCTBEHHbLIN 3@  Oenonpou3BOLCTBO
B COOTBETCTBUM C BO3NOXEHHbIMU HA HEro 3agadamu:

 OCYLLIECTBNAET pernMcTpaumio n y4et JOKYMEHTOB;

« OpraHn3yeT JOKYMEHTOO60pPOT, POpMNPOBaHME AEN, NX XPAHEHWE;

e OCYLLECTBMNAET TEKYLUNN KOHTPOSNb 3a CBOEBPEMEHHbLIM PACCMOTPEHUEM
N NPOXOXAEHNEM JOKYMEHTOB B 0bpasoBaTefnibHON opraHn3auum;

« 0becneumBaeTt cobnogeHne eanHbix TpeboBaHM NO NOArOTOBKE LOKYMEHTOB
N opraHmsaunm paboTbl C HUMU B YCNOBUSAX 3NIEKTPOHHOIO AOKYMEHTO060POTa;

« 06001 aeT nHpopmaumo 06 ob6bemax JOKYMeHTOobopoTa;

e OpraHnsyeT YOpMUpPOBaHME U XpaHeHWe [OKYMEHTAUWOHHOro doHga u ero
Mcnonb3oBaHue.

1.9. BegeHne genonponsBoacTBa B CTPYKTYPHbIX NogpasneneHnsax ocywecTBndeTca
B COOTBETCTBUM C AOSHKHOCTHbIMU 0653aHHOCTAMM.

1.10. lNpun yxoge B OTNyCK, Bble3ge B KOMaHOMPOBKY U MHbIX aHANOMM4YHbIX CrlyYasx
paboTHMKM 00s3aHbl nepedaTb BCe HaXOAAWMECA Y HUX OOKYMEHTbl OpyroMy
pabOoTHMKY MO yKa3aHMIO BbILECTOSLWEro pykosoautens. Npu yBonbHeHUn paboTHUKa
WNM nepeBode Ha ApYyryw [OOMMKHOCTb nepefadvya [JOKYMEHTOB OCYLLECTBMSETCS
No akTy npuema-nepegayn. AKT npuema-nepegadm odopmnsgeTca no opme,
yCcTaHoBneHHon [lpaBunamMun oOpraHusaumMm XpaHeHus, KOMMSIEKTOBaHUSA, Yy4eTa
M UCNOMb30BaHUA [LOOKYMeHTOB ApxuBHOro doHga PP un  gpyrmx apxmBHbIX
AOKYMEHTOB B TOCYy[apCTBEHHbIX OpraHax, opraHax MeCTHOro camMoynpasfeHus
N opraHu3auunsx, yreepxaeHHoiMun npmkasom Pocapxmea ot 31.07.2023 Ne 77.

1.11. lpwn nepexoge Ha Opyryto paboTy pabOTHUKOB, 3aHUMAIOLLNXCSA B CTPYKTYPHbIX
nogpasgeneHusx obpasoBaTefibHOW opraHu3auumM BeOeHWEM Oerionpou3BOACTBa,
nepefaya BCeX [AOOKYMEHTOB BHOBb Ha3HayaeMblM paboTHMKamM MNpon3BOAUTCS
Mo akTam npuema-nepegadu.

1.12. B cnyyasix gnutenbHOro oTcyTCcTBUS paboTHMKA CTPYKTYpPHOro nogpasgeneHuns
(otnyck, cnyxebHas KoMaHOMPOBKA, OOMbHWYHBLIA NUCT U T. A.) Heobxooumo
nepefatb OTBETCTBEHHOMY 3a AENONPON3BOACTBO AOKYMEHTbI, HAXOAAWMECS Y HEro
Ha UCMOMHEHMN NO yKa3aHuo pykoBoauTena obpasoBaTesibHOM OpraHu3aumn.



1.13. PykoBoguTenu CTPYKTYpPHbIX nogpasgeneHnn obpasoBaTenbHOW opraHusaumm
HecyT nepcoHasibHyl0 OTBETCTBEHHOCTb 3a BbINOSIHEHWE TpeboBaHWM HaCTOALLEN
MHCTPYKUMM M COXPaHHOCTb HaxogsawWmxcs Yy HUX AokymeHToB. O crniyyasix yTpaThl,
NopYM 3aperMcTpupoBaHHOIO [OKYMeHTa paboTHuMK o0643aH He3ameanuTesibHO
AO0JTOXKUTb pyKOBOAUTEMNO 0OpasoBaTeribHOM OpraHM3aunu.

1.14. C BHOBb MPUHATBIMM paboTHUKaAMK, Ha KOTOPbIX BO3farawTcs 06A3aHHOCTU
No BedeHWIO [OeNnornpoms3BOACTBA, B TeyeHue Tpex [JHeW nocne MocTynneHus
Ha paboTy nNpoBOAUTCA O3HaKoMuTernbHas Gecega Mo BegeHMIO Aenonpou3BoacTBa
B obpasoBaTenbHON opraHmsauumu.

1.15. Pabotatb C OOKYMEHTamMu BHE ChyXebHblXx nomelleHnin obpasoBaTerbHOM
opraHMsauum n BHOCUTb B HUX UCMpaBeHUs 3anpeLlaeTcs.

1.16. BepeHve nepenncku C opraHusaumsiMnm OCYLLEeCTBNSeTCa pyKoBoguTenem
obpasoBaTesibHOM opraHMsauum UM MHbIM YNOSTHOMOYEHHLIMU UM OOSTHKHOCTHBIMU
niuamu.

1.17. BbinonHeHne Hactoswen MHCTpykumn obssatesnibHO ANs Kaxaoro paboTHMKa
obpasoBaTtenbHON opraHu3auun, ¢ ee TpeboBaHUSAMM PabOTHUMKN OOMMKHbI ObITb
O3HaKoMJIIeHbl Nog NoANUCH.

1. [lIoKyMeHTbI o6pa3oBaTesibHOM OpraHu3auum

2.1. PykoBoguTenb obpasoBaTenbHOM OpraHusauuM Unu Nuuo, UCMOSHSWee ero
00643aHHOCTN, U3JaeT foKasrbHble akTbl U NpUKa3sbl, 06A3aTenbHbIe ANS UCNOMHEHNS
BCEMW  CTPYKTYPHbIMW  nogpasgeneHusmn  obpasoBaTenbHOW  opraHu3aumnu
(npunoxeHunsa Ne 1, Ne 2).

2.2. Xoa obcyxaeHnsa BONPOCOB Ha 3acefaHusiX KomnermanbHbIX OpraHoB, COBETOB,
cobpaHusX, COBELlaHUSX W peLUeHUs, MpUHUMaemble Ha HUX, UKCUPYIOTCS
B npoTokonax (npunoxenune Ne 3). Ecnn B 3acegaHmm ydacTtsytoT 6onee 15 yenosek,
B NPOTOKOSE yKa3blBalOT MX obliee KONM4YectBO M OGOPMASAIOT SIBOYHbINA JIUCT
(npunoxeHune Ne 4).

2.3. [Ona ocywecTBneHns onepaTuBHbIX CBA3EW C LPYTMMX  OpraHusauusiMu
N rpaxgaHamym MCMNonb3ylTcs Takue OpMbl, Kak nucbMa, akcbl, Tenerpammbl,
TenedoHorpaMmmsil.

2.4. [Ona ocywecTBreHns npuema, YBOJIbHEHUHA, MepemMeLlleHns paboTHMKOB,
NpenocTaBfieHNs MM  OTNYCKOB OMopMNsATCA TPy4AOBble [OOroBOPbLI, MNpUKasbl,
3asiBMEHUs1, TPYOOBbIE KHUXKKM U Op.

3. NpaBuna ochopmMneHnss AOKYMEHTOB
3.1. OcHoBHbIe TpeboBaHMA NO 0hOPMIIEHUIO JOKYMEHTOB

3.1.1. [JokymeHTbl odopmMmnsaTca Ha 6rnaHkax obpasoBaTenbHOM oOpraHusauuu
N NMET YCTAHOBMEHHbIN KOMMMEeKC o0bs3aTenbHblX PEKBU3UTOB W CTabMMbHbIN
NOPSAOK WX  pacrnorfiokeHusa  (pacrnofoXeHue  pekBM3NToB  Ha  BnaHkax
opraHMsaunoHHO-pacnopsanTenbHblX AokyMeHToB cooTBetTcTByeT TOCT P 7.0.97-
2016 «Cwuctema crtaHgaptoB No UMHGoOpmaumm, 6ubnuotevyHoMmy M unsgatenbCKoMy
aeny. OpraHu3aumoHHo-pacnopsanTenbHasa AOKyMeHTauus. TpeboBaHus
K ODOPMIEHUNIO JOKYMEHTOBY ).
3.1.2. B obpasoBaTernibHOM opraHM3aunmn NPUMEHSTCA NPOAOSIbHbIE BNnaHKu:

« NCbMa (npunoxeHne Ne 5);

 yBegoMeHuns (npunoxeHunsa Ne 6).



BnaHkn gokymeHTOB uarotasnueatoTca Ha 6ymare coopmatoB A4 (210 * 297 mm), AS
(148 * 210 mm). Kaxxabln NIMCT OOKYMeEHTa, 0opOpMISIEHHbIN Kak Ha 6raHke, Tak n 6e3
6naHka, 4OSMKEeH MMeTb Mons:

¢« 20 MM — neBoE;

« 10 MM — npaBoe;

« 20 MM — BepxHee;

¢ 20 MM — HUXHee.

Mcnonb3oBaHne 6naHKoB NPON3BOSIbHOM (POPMbl HE paspeLuaeTcs.
3.2. OcbopmneHne peKBU3NTOB [OKYMEHTOB
3.2.1. ABTOp AOKYMeHTa

HanmeHoBaHue o6pasoBaTean0|7| opraHun3auunnm YKa3blBaeTCA B TOYHOM
COOTBETCTBUN C YyCTaBOM o6pasoBaTean0|7| opraHmnsauunn. COKpaLIJ,eHHOG
HanmeHoBaHue rnomMmeLlaeTca noa nosiHbiM HamnMmeHoBaHMeEM B CKobKax.
HanmeHoBaHue CTPYKTYPHOro nogpasgesjieHna — aBTopa OOKYMEeHTa UCMOJNIb3yeTCA
B 6naHkax nucem mn bnaHkax KOHKPETHbIX BMOOB OOKYMEHTOB N YyKa3blBaeTCA oA
NOJIHbIM U COKpalweHHbIM HanMEeHOBaHNAMU o6pa30|3aTean0|7| opraHun3auunn.
HanmeHoBaHMe OOMMKHOCTM Nuua — aBTopa OOKYMEeHTa WCIOoJ1b3yeTCA B GnaHkax
OOJIKHOCTHbLIX JIML W pacrnojlaraetca nog HanMeHoBaHUNEM o6pasoBaTean0|7|
opraHmnsauunn. HanmeHoBaHue OOMMKHOCTU nuua — aBTOpa OOKyMeHTa yKa3blBaeTCA
B COOTBETCTBMN C HAMMEHOBAHMNEM, MNMpMBeOEHHbIM B pacnopAaAanTersibHOM OOKYMEHTE
O Ha3Ha4eHnn Ha OOJTXKXHOCTb.

3.2.2. CnpaBoYHble AaHHble 00 oOpa3oBaTeNbLHOW OpraHM3auum

CnpaBoyHble faHHble 06 obGpa3oBaTenbHOM OpraHM3aumn ykasbiBatoTcs Ha GraHkax
nMcem n BKNoYalT B ceba: agpec, Homep TenedoHa, dakc, agpec 3NeKTPOHHON
noytbl, ceteBon agpec, a Takke OKIO, OrPH, MHH wn KM obpasoBaTtenbHon
opraHmsauum.

3.2.3. HaumeHoBaHMe BUAa AOKYMEHTa

HanmeHoBaHWe BMaa LOKYMEHTa, COCTaBNeHHOro obpasoBaTenibHOW OpraHu3aumen,
AOIMKHO ObITb onpefeneHo ycTaBoM (MOMOXEHWEeM) U [OSMKHO COOTBETCTBOBATb
HaUMEHOBAHUAM BWOOB AOKYMEHTOB, npeaycMoTpeHHbiM OKY[l: akTt, cnpaeka,
3anucka, ceofka, OT3blB, MPOTOKOS, CNUCOK, M3BelleHne un ap. PacnopsgutenbHble
AOKYMEHTbI OpraHnsaumm n3garTcs co cnegyrowmmn HassaHUAMU: NpUKas.
HanmeHoBaHWe Buaa M pasHOBMAHOCTU OOKYMEHTa He YKasblBaeTCs B MUCbMax.
MecTto

COCTaBfEHUA WUNN U3aHUs OOKYMEHTa YykasblBaeTcss Ha 6naHkax [LOKYMEHTOB
obpasoBaTtenbHOW oOpraHu3aumu, 3a WUCKNYeHnem 6naHkoB nucemM. HasBaHue
AOKYMEHTa nevataeTcss NPOMNUCHbIMM ByKBaMu KYPCUBHBIM  WUIIM  NOSTY>KUPHbIM
LpurdTOoMm.

3.2.4. lata nOKyMeHTa

Haton OOKYMEeHTa dBJideTCAd [daTa ero noanncaHud (I/IJ'II/I yTBep)K,D,eHI/IFI); and
AOKYMEeHTa, NpuHnMaemMoro KosmnermaribHbiMm OpraHom (I'IpOTOKOJ'Ia), — [AaTa ero



3acefaHua (NPUHATUA pelleHus), Ons akta — pata cobbitus, Ans OOKYMEHTa,
TpebyloLlero ero yTBepXXaeHus, — gata ero yTBepxaeHust.

[Ons [OOKYMEHTOB, COCTaBfE€HHbIX OAHOBPEMEHHO HECKONbKMMUK OpraHm3auusimu,
AaTon OOKyMeHTa ABMsieTcs garta noannucaHus ero nocregHen opraHmsaumen.

[aTta nognucaHuna, yTBeEpPXOEHWUHA, CcorfnacoBaHWA [OKYMEHTa, a Takke [AaTbl,
cogepxalumecsa B TekcTe, AOMKHbl 0POPMIIATLCA LMAPOBLIM CNOCOBOM. DNeMeHTbI
AaTbl NpMBOAATCA apabcknmm undpammn B 0OHY CTPOKY B NOCNeAoBaTENbHOCTU: AEHb
Mecsaua, Mecsu, rog.

Hanpumep: 14.06.2024.

3.2.5. PeructpaumoHHbIN HOMEpP AOKYMEHTA

PerncrpaumoHHbin HOMep — uundgpoBoe wnn OykBeHHO-LMpPoBOe 0OO3Ha4veHue,
npuceavBaemMoe JOKYMEHTY Npwu ero perncrpauum.

Pernctpaums gokymMeHTa npoBOAUTCA NoOcre ero NoAnnucaHna unm yTeepxaeHus.

[ns BHYTPEHHUX LOKYMEHTOB — MpMKa3oB, MPOTOKOSIOB — 3TO MNOPSLKOBbLIA HOMEP
B Npegeniax kaneHgapHoro roga rno Kaxaomy Buay Unn pasHOBUAHOCTU OOKYMEHTOB.
B npukasax pernctpauMoOHHbIA HOMEP MOXET AOMNOMHATbLCA OYyKBEHHbIM WHOEKCOM,
ob03Ha4aWwmM pasHOBUAHOCTM (Hanpumep: npuvkas no OCHOBHOW [OeATeNbHOCTU
oT 15.05.2024 Ne 253; npukas no nu4Homy coctasy oT 10.01.2024 Ne 22 nc, npukas
06 otnyckax oT 25.01.2024 Ne 42 ot, npuka3 no komaHaumpoBkam ot 25.01.2024
Ne 25k).

Ans nexogawmx 4OKYMEHTOB permcTpaunoHHbIA HOMeEpP COCTOMUT:

1) 3 NOpsAKOBOro HoMepa B npeferiax Maccusa oTnpaBnsaeMon KoppecnoHAeHUUH;
2) vHOekca pQena B COOTBETCTBMM C HOMEHKNATypown paen obpasoBaTeribHOM
opraHmsauumu.

PernctpaumoHHbIi HOMep OOKyMeHTa, COCTaBSfIEHHOroO COBMECTHO AByMA un 6Gonee
opraHM3auusMun, COCTOUT W3 PErncTpauuoHHbIX HOMEPOB [LOOKYMEHTOB KaXJou
N3 3TUX OpraHMsauumn, NpocTaBndAeMblX 4Yepe3 KOCYl 4YepTy B nopsike ykKasaHus
aBTOpPOB B JOKYMEHTE.

3.2.6. Ccbinka Ha perucTpaumMoHHbIN HOMEP U AaTy AOKYMEHTa

Ccbinika Ha perncTpauvoHHbIN HOMep U AaTy [AOKyMeHTa BKM4yaeT B cebs
perncTpaumoHHbI HOMEP U AaTy AOKYMEHTa, Ha KOTOpbI JOSKeH ObiTb JaH OTBeT.
Ccbiflka Ha HOMep W JaTy OOKYMeHTa WCMonb3yeTca npu OopMIIEHUUN MUCEM,
ABMSAOLWNXCA OTBETAaMKU Ha NOCTyNMBLLEEe NMCbMO (3anpoc, npocbOy u ap.). CBeageHns
B PEKBU3UT MNEepPeHOCATCA C TMOCTYNMBLUEro [JOKYMeHTa W COOTBETCTBYIOT
perMcTpaunuoHHOMY HOMepY U AaTe NOCTYNUBLLErO AOKYMEHTA.

OrpaHunynTenbHas oTMeTKa ANns AaHHOro pekBM3uTa NPoCcTaBnseTCca B NIeBOW 4acTu
6naHka nucbMa noA PekBM3UTOM «AaTa» U «PerncTpaumoHHbIN HOMEP AOKYMEHTa».
Hannuve paHHOro pekBuM3nTa WCKIOYaeT HeobXoOMMOCTb YNOMWHAHWA Homepa
W JaTbl MNOCTYNMBLUErO [OOKYMEHTa B TEKCTe MNUCbMa, 4YTO OCBOOOXAaeT TeKCT
OT CNpaBOYHOU MHOPMAaLINN.

3.2.7. MecToO cocTaBfieHUA NN N3JaHUA AOKYMEHTa

MecTo cocTtaBneHus (usgaHusi) gokymeHta (r.Awum) ykasbiBaeTcsi B JOKYMEHTaXx,
M3roTaBnMBaeMbIX Ha GriaHKkax KOHKPETHbIX BUOOB JOKYMEHTOB.



3.2.8. Appecar

[loKyMeHTbl adpecyloT B OpraHbl BRacTW, oOpraHuM3auuu, WX CTPYKTYPHble
noapasaeneHns, AOMKHOCTHBIM U OU3NYECKMM NULaM.

Mpn agpecoBaHWM OOKYMEHTa B OpraH BracTu, opraHu3auuio Unu ee CTPYKTYpHoe
nogpasgeneHve (6e3 ykasaHuMsi AOMKHOCTHOrO nuua) UX HauMeHoBaHWe nuWyT
B UMEHUTENbHOM Nagexe.

Hanpumep:
MwuHucTepcTBo npocseweHns PP

[enapTameHT rocyaapCTBEHHOW NOMNTUKKN B chepe
3aWwmThl NpaB geTen

Mpn HanpaBneHn [OOKyMeHTa [OOSDKHOCTHOMY JNULy HasBaHWe opraHusauuu
N ee CTPYKTYPHOro nogpasfeneHnsa ykasbliBalT B MMEHUTENbHOM nagexe,
a OOSMKHOCTb M hamunuio agpecata — B gartenbHoM. MHuumanel ctaBaTca nepeg
dhammnnen He3aBMCUMO OT TOrO, KOMY aApecoBaH AOKYMEHT — OOJDKHOCTHOMY nuuy
N pusnyeckomy.

Hanpumep:

MwuHucTepcTBO 0bpasoBaHnsa TromeHcKon obnactum
YnpasneHue genamu

[(aBHOMY cneunanucty

N.N.NBaHoBOM

Nnn HasBaHue opraHmnsauunmn BxoguntT B HaMmMmeHOBaHUE [OOJTKHOCTU U Oq)OpMJ'IFIeTC‘i-I
B AaTeJIbHOM Nagexe

PekTopy nHctutyTa
N.N.MBaHOBOM

Mpn agpecoBaHUN SOKYMEHTa B HECKOSIbKO OAHOPOAHbLIX OpraHu3auuin ux Ha3BaHus
cnegyert ykasbiBaTb 06006LLEHHO.

Hanpumep:

Pykosoautensm obpasoBaTenbHbIX
opraHudauumn obuiero obpasoBaHus,
PYKOBOOUTENSAM NPeanpuaTui u
opraHmnsauun MunHnpoceeweHuss Poccumn

[lonyckaeTca UeHTpupoBaTb KaxOyt CTPOKY pekBuauTa «Agpecart» no OTHOLUEHUIO
K caMOWn OfIMHHOW CTPOKE.

Hanpumep:

3amecTutento gnpektopa no ydebHon padbote MALOY a/c Ne 10
N.N.NBaHoBON

B cocTtaB pekBuanMTa MOXeT BXOAUTb MOYTOBLIN adpec. OnemMeHTbl MOYTOBOro agpeca
yKa3blBalOTCHA B NOCreoBaTenbHOCTU, YCTaHOBNEHHOW [lpaBunamu okasaHus ycnyr
NOYTOBOW CBA3MN.
Mpn agpecoBaHUM NMCbMa B OpraHM3auMio yKasblBalOT €e HauMMeHOBaHue, 3aTem
NoYTOBbLIN agpec.

Hanpumep:



«YnpasneHne Ha4danbHOW LLKOON»
TromeHckast obnacTb., yn. YepHbIWeBCKOro, 4. 6,
r. Uwmm, 627755

AZpec He NpPOCTaBnSIeTCS Ha OOKYMEHTax, HamnpaBnsieMbliX B NPaBUTENbCTBEHHbIE
yuYpexaeHust U NOCTOSIHHbIM KOPPECMNOHAEHTaM, B 3TUX Cry4Yasix MOryT NPUMEHSITLCS
KOHBEPTbI C 3apaHee Hane4YaTaHHbIMK agpecamu.

Mpu agpecoBaHnM AoOKyMeHTa U3n4eckomy nmuy Heobxoanmo ykasbiBaTb hamunuio,
MHMUManbI, 3aTeM NOYTOBLIN agpec.

Hanpumep:
nN.N.NBaHOBY

UepHbiwesckaa yn., 4.100, ks. 100,
r. Mwmnm, TromeHckasa obnactb, 627755

[lokyMeHT He OofKeH coaepxaTb Oonee 4YeTblpex aapecaToB, Kaabli 3K3eMnnsip
TaKoro A0OKyMeHTa AommkeH ObiTb nognucaH. Cnoeo «Konusi» nepen BTOPbIM, TPETLUM,
4yeTBepTbIM agpecaTamMmu He ykasblBatoT.

Mpwn HanpaBneHun OoKyMeHTa Oornee 4Yem B YeTblpe agpeca COCTaBnsieTCs CMMCOK
Ha pacChbIfKy, a Ha KaXxaoM AOKyMeHTe NpOoCTaBnsieTcs TONbKO OAUH aapec.

3.2.9. 'pudb yTBEepXXAeHNA AOKYMEHTa

YTBEpXAEHNE OOKYMEHTa NPOU3BOAUTCS MPOCTaBNeHUeM rpuda yTBepXKaeHus unm
n3gaHMeM pacnopsiAMTeNnbHOrO [AOKYMeHTa (B Tex cnyyasix, koraa TpebytoTtcs
AONONHUTENbHbIE NPeANUCaHNS U Pa3bsCHEHMS).

[lokyMeHTbl  yTBEpXXAalTCs  pykoBoaAUTeneM obpa3oBaTerlbHOW  OopraHusauuu,

BbiLLECTOALLNMUN Znig MeXBeaoOMCTBEHHbIMU opraHamu, opraHn3auundamun,
B KOMNEeTEHLUUNK KOTOPbIX BXOOUT peLleHne BOrNnpocoB, N3NOXEHHBLIX B yTBepXOaeMblX
OOKYMEHTax.

MonoxeHus, npasuna, nOPSAKN, AOSDKHOCTHbIE  WMHCTPYKUMW,  MHCTPYKUUW,
pacnucaHusi  3aHATUA, OOMNONHUTENbHOro obpasoBaHuss W Ap. noanexar
YTBEPXKOEHUIO pyKkoBoauTenem obpasoBaTenbHOW opraHuMsauum u npuobpeTtatoT
IOPUANYECKYIO CUMY TONbKO C MOMEHTA UX YTBEPXOEHMS.

Mpund yTBEPXKAEHUS NOMELLAETCA B NPAaBOM BEPXHEM YINy NEPBOro nnMcTa JOKYMEHTa,
coctouT u3 crioea YTBEPXXIOAHK (6e3 kaBblyek), NOAHOM0 HaMMEHOBaHUA AOSMKHOCTU
nuua, YyTBepXaawwero [AOKYMEHT, €ero JIM4HOW nMoAnucu, ee paclumpoBKu
(MHMUKManos, amunun) n gatbl YTBEPXKAEHUS.

Hanpumep:

YTBEPXXOAHKO

Aupektop MALOOY a/c Ne 10

nognuce W.U. ViBaHoBa

15.06.2024

Honyckaetca B pekBuante «lpnd yTBEPXKOEHUS [OOKYMEHTa» LEeHTpMpoBaTb
31IEMEHTbl OTHOCUTENBHO CaMOn ASIMHHOW CTPOKW.

Hanpumep:

YTBEPXXOAHKO

Oupektop MALOY a/c Ne 10
nognuce W.U. ViBaHoBa



15.06.2024

Mpn yTBEPXKOEHUN OOKYMEHTA HECKOSIbKMMWU LOSMKHOCTHLIMWU NvuaMm ux nognmcu
pacrnonaratoT Ha O4HOM YPOBHeE.

Mpn yTBEPXOEHUMN OOKYMEHTA NOCTAHOBNEHMEM, peLleHneM, NPUKasom, NPOTOKOSIOM
rpudp ytBepxaeHust coctout u3 cnosa YTBEPXIOEH (-A, -O, -bl), HaumeHoBaHus
yTBEPXKAAIOLWEro AOKYMEHTa B TBOPUTENBHOM Nagexe, ero gatbl, HOMepa.

Hanpumep:
YTBEPXXOEH

[NpoTOKONOM METOANYECKOro coBeTa
15.06.2024 Ne 32

Znig

YTBEPXOEHO
npukazom MALOY a/c Ne 10
15.06.2024 Ne 32

Cnoea YTBEPXOEHO w YTBEPXOEH B npunoxeHusax cornacyrtcsa B poae
M 4yucre C BMOOM YyTBepXJaemoro [[oKymeHTa: nonoxeHne — YTBEPXOEHO,
nporpamma — YTBEPXOEHA.

BHocnTb kakme-nnbo mameHeHuss U aobaBneHus B NognucaHHble (YyTBEPXOEHHbIE)
AOKyMeHTbl 6e3 paspelleHuns nuua, nognucasLlero JOKYMEHT, He JonycKaeTcs.
OTBETCTBEHHOCTb 3a KayeCTBO MOArOTOBKWM [OKYMEHTOB W  JOCTOBEPHOCTb
cogepxawmxcsa B HWUX [daHHbIX BO3naraeTcd Ha nuua, noarotosuBLUKE,
3aBM3MpoBaBLUME N NogNMcaBLUNE JOKYMEHTHI.

3.2.10. 3aronoBOK K TeKCTY

3arofioBOK K TEKCTy BKMYaeT B cebs KpaTkoe coepXaHue [OKYMeHTa, ero
OCHOBHYIO CMbICINOBYIKO Harpysky. 3arofioBok copmynupyeTtcs ¢ npegriorom «O»
(«O6») n oTBEYaET Ha BOMPOC «O YeM?»:

e MpUKas (0 Yem?) o co3gaHum aTTecTauMOHHON KOMUCCUN;

« MpyKas (0 Yem?) ob yTBEepXXOAEeHUM LUTATHOrO pacnnucaHug;

e MNCbMO (0 YeM?) O NpeaoCcTaBneHnn nHpopmaunu.
3arosioBOK COCTaBNAeT UCMONHUTENb JOKYMeHTa. 3arofnoBOK K TEKCTY ocopmnsaeTcs
nog peksmantammn GnaHka crnesa, OT rpaHuuUbl NeBoro nond. Ecnn TekcT AoKyMeHTa
He npeBbillaeT YeTblpex-NnaTu CTPOK unn odopmneH Ha 6naHke dopmara A5,
3arorioBOK MOXHO He yKa3blBaTb.
3arofioBOK [JOKYMEHTa 3anucbiBaeTCcA MpU ero perncrpaumm B COOTBETCTBYHOLLME
perncTpaumoHHble (hopMbl: KAPTOYKY, Basy AaHHbIX.

3.2.11. TeKCcT AOKYyMeHTa

TeKkcT AoKyMeHTa COCTaBMNseTCsl Ha PYCCKOM Si3blKe Kak rocyaapcTBEHHOM si3blke PO.
TekcT [OOKyMeHTa u3naraeTcsi PYCCKMM NUTepaTypHbIM  S3bIKOM C  Y4eTOM
ocobeHHOCTeN oduuManbHO-AEeNoBOro CTUMs, Buaa AOKYMEHTa W ero HasHayeHust
B yrnpaBneH4yeckon aestenbHoctu. CogepkaHme AOKYMeHTa LOIMKHO ObiTb U3MOXEHO
KpaTKo, NTOrMYHO, TOYHO U SICHO.

TeKkcTbl 4OKYMEHTOB M3NaratTCs:

oT 1-ro nMua eguHCTBEHHOro 4Yvcra B AOKymMeHTax (npukas v T. A4.) pyKoBoAWUTENs
obpasoBaTenbHOM OpraHusauuu, AOEWCTBYHOLLEro Ha MpuHUMNax eauHoHadanus,
a Takke [OKyYMeHTax, aApecoBaHHbIX PYKOBOACTBY OpraHvM3auuu: npukasbiBalo...



noagroToBUTb U NPeAcTaBUTb  Ha  pacCMOTpeHue;  Mpowy  pacCMOTpeTb
BOMpoOC 06 yCTaHOBEHUN NbrOTHLIX TapugoB...;
3-ro nuua eguMHCTBEHHOrO Yncna B AOKyMeHTax KonnervasbHbIX OpraHoB: KOMUCCUA
pewwuna...; ObpasoBaTenbHas opraHM3auns He CHUTaeT BO3MOXHbIM...;
1-ro fiMua MHOXeCTBEHHOIO YMcna B COBMECTHbIX AOKYMEHTax: NpoCUM NpeacTaBuTb
AaHHbIE O...; NpeaCTaBiieM Ha PaCCMOTPEHNE U YTBEPXKAEHMUE. ..
3-ro nMua MHOXECTBEHHOro 4ucrna B MpoToKonax: crywanu, BbICTYNUIN,
NOCTaHOBUNU, peLuunu.
B OokymeHTax, ycTaHaBnueawwmx npaBa W 0643aHHOCTM  OpraHu3aumm,
ee CTPYKTYPHbIX nogpasgeneHun (MonoXeHue, MHCTPYKUMSA), a TakKe coaepXkallmx
onucaHue, OUEHKY (aKkTOB WNM BbIBOAbI (aKT, cnpaska), ucnonb3yeTtca dopma
N3NOXEHNSA TEKCTa OT TPeTbero nuua eAnHCTBEHHOro MMM MHOXECTBEHHOro 4vmMcna
(«oToen ocywectBnaeT PyHKUUNY», «B COCTaB OObeAMHEHUs BXOOAT», «KOMWUCCUS
yCTaHOBUNa»).
B TekcTe OOKyMeHTa, MOArOTOBIEHHONO Ha OCHOBAHWW 3akKOHOAATENbHbIX, WHbIX
HOPMaTUBHbLIX NPAaBOBbLIX AKTOB, M34aHHbIX OpraHaMy BRacTW, OOKYMEHTOB, paHee
N3OaHHbIX OpPraHoOM BrflaCTM — aBTOPOM [OKYMEHTa, YKasblBaeTCs HauMeHOBaHWe
BMaa OOKYMEHTa, HAaMMEeHOBaHWe opraHa, usgasLllero JOKYMEHT, AaTa MPUHATUS Unu
YTBEPXKAEHUA OOKYMEHTA, ero permcTpaunoHHbIN HOMEpP, a TakKe 3arofloBOK K TEKCTY
NNM HAaMMEeHOBaHWe BUAa AOKYMEHTa, Hanpumep:
"B cooTtBeTcTBUM C nocTtaHoBneHnem [lpaButensctea oT 13.08.1997 Ne 1009
«O6 yTtBepxgeHun [lpaBMn  NOArOTOBKM  HOPMATUBHLIX  MPaBOBbIX  aKTOB
defeparnbHblX  OpraHOB  WUCMOMIHUTENbHOW BflaCT U UX  FOCYyOapCTBEHHOM
perucTpauumy»;
"B cootBeTcTBUM C [TofIoXXEHMEM O MOCTOSAHHO OEMCTBYIOLLEN IKCMEPTHON KOMUCCUN
yuYpexaeHus, opraHuvsauuu, npeanpuaTus, yTBepXAeHHbIM npukasom PocapxmBa
oT 11.04.2018 Ne 43«.
Ecnu TekcT coaepXuT HEeCKONbKO MOpyYeHUW, peLlleHWn, BbIBOAOB, B TEKCTe
BblAENATCA pasaernbl, nogpasaesibl, NyHKTbI, NOLMYHKTbI.
B TekcT oOKyMeHTa MOryT BKNtoYaTbCs oparMeHTbl, 00OpPMIIEHHbIE B BUAE Tabnuubl
NITN @HKETbI.
CTpaHuubl TEKCTa HyMepytoTcsa apabckummn umdpamm nocepeanHe BEPXHEro Nons.
B nucemax ncnonb3yroT criegyowme gopMbl U3NOXKEHUS:

«OT TMEpPBOr0 nuuUa MHOXECTBEHHOrO uYucna («NpocMM  HanpaBUTb,
«HanpaBrsieM Ha PacCMOTPEHUNEY);

¢ MEpBOro nuua eauvHCTBEHHOrO 4ucna («cuynTtard HeobxoauMbIMY, «npoLly
BblAENUTbY);

e TPETbErO Nuua eamHcTBeHHoro uvmcna («OO He BospaxaeT», «OO cuuTaer
BO3MOXHbIM» ).

3.2.12. OT™meTKa O NpUNoOXeHUn

Ecnn OOKYMEHT unmeeT NpUNoXeHusi, HasBaHHble B TeKCTe, TO OTMEeTKa O HUX
odoopmMnaeTcs no cneayrowlen popme:

MpunoxeHune: Ha 10 n. B 3 3Ka3.

Ecnn npunoxeHusi B TEKCTE He Ha3BaHbl, TO HEOOXOAMMO NEepPeyYncnnTb NX Has3BaHus,
KONMMYECTBO NIMCTOB N 9K3EMMNIISIPOB KaXXaoro.

[Mpy HaNMYMM HECKONBKUX NPUINOXEHNA OHWU HYMEPYHOTCS:

Mpunoxenus: 1. LUTaTHOe pacnucaHue... Ha 4 n. B 3 9K3.
2. CmeTa pacxofos... Ha 4 n. B 3 9K3.

Ecnn NPUIIOXKEHUA C6pOIJJPOpOBaHbI, KOJMM4eCTBO JINCTOB HE YKa3blBa€TCA.



Ecnn k OOKyMeHTy npunaraeTca OPpYron OOKYMEHT, Takke UMEKLWNA MPUNoXeHue,
OTMETKY O HanMyuu npunoXeHna ogoopMIIsoT cregyowmm obpasom:

Mpunoxenune: nucemo Pocapxmea oT 05.06.2003 Ne 02-6/172 1 npunoxXeHne K HEMY,
BCEero Ha 3 1.

Ecnn npunoxeHuem aBnseTcsd 000COONEHHbIM 3NEKTPOHHbIA HOCUTENb (KOMMakT-
ANCK, usb-hnew-HakonuTenbe 1 Ap.), OTMETKY O Hanu4ynm NpuUioXeHuss oqopMIistoT
cnegywowmm obpasom:

Mpunoxenune: CD B 1 3k3.

Mpn aTOM Ha BKNagbiwe (KOHBEPTE), B KOTOPbIM MNOMELLaeTCss HOCUTENb,
yKa3blBalOTCA HaMMEHOBAHUS [OOKYMEHTOB, 3anuCaHHbiX Ha HOCUTENb, WMEHa
doannos.

MpunoxeHnss OOMKHbI OOPMINATLCA Ha CTaHOapTHbIX NUCTax M UMEeTb BCe
Heobxoaumble 0N OOKYMEHTOB PEKBM3UTbI (HaMMeHOBaHWe, 3arofloBOK, MNoAMMcu
pykoBoauUTENen nogpasgeneHnin, OTBETCTBEHHbIX 3a WX CcodepXaHue, OTMETKY
O corrnacoBaHuu 1 T. A.).

Ha npunoxeHuu K pacnopsantenibHOMY JOKYMEHTY B NPaBOM BEPXHEM Yrily CTaBUTCSA
OTMETKa C YKasaHMEM HasBaHWA pacnopsauTeNbHOrO [OKYMEeHTa, ero narthbl
N perncTpaumMoHHOro Homepa.

Hanpumep:

[MpunoxeHne Ne 2
K npukazy MAOOY a/c Ne 10
oT 15.06.2024 Ne 11

HavmeHoBaHWe Buaa [JOKYMEHTa — TMpuUroXeHua (nepeBoe CroBO 3arorfioBka
NPUOXEHUS)  BblAenseTca NpOnNUCHbIMKM  OyKBamu, MNOMAYXUPHbIM  LLUPUGTOM
(MONOXXEHWE, NMEPEYEHbL, CIMTMCOK u T. 4.).

Honyckaetca BblpaxeHne «MNPUNTOXXEHWE Ne» nevatate nponucHbeiMu BykBamu,
a TaKKe UEeHTpMpoBaTb 3TO BblpaXeHue, HaMMeHOBaHWe [OOKYMeHTa, ero pgarty
N perncTpaumoHHbIN HOMEP OTHOCUTENBHO CaMOWn ASIMHHOWM CTPOKMW.

Hanpumep:

MpunoxeHne Ne 1
K npukady MAOOY a/c Ne10
oT 05.06.2024 Ne 145

3.2.13. N'pud cornacoBaHuA AOKYMEHTa

BHelwwHee cornacoBaHmne ohopmnseTcss COOTBETCTBYHOLMM rpnchom.

Mpnd cornacoBaHusa coctout n3 cnosa COIMTIACOBAHO (6e3 kaBblyekK), OMKHOCTU
nvua, KOTOpbIM COrfacoBaH AOKYMEHT (BKIHOYasi HAMMEHOBaHME OpraHu3auumn), ero
COBCTBEHHOPYYHOM NOANUCK, MHULMANOB, hamunun, aatbl COrnacoBaHus.

Hanpumep:

COIrNMACOBAHO

3amecTuTenb HavanbHMKa ynpaBneHus
obpasoBaHuss  TomeHckonm  obnactu

nognuck A.W. lNeTtpos
11.07.2024

Ecnu cornacoBaHve npoBOAUTCH C KOMmneranbHbIM OpraHoM WNM nocpencTBoM
nMcbMa, To rpud cornacoBaHnst 0PopMsSeTcs crieayrLnm obpasom:



Hanpumep:
COIrMACOBAHO

MNMeparornyeckmum cosetom MALOY a/c Ne 10
(npotokon ot 29.03.2024 Ne 1)

pndbl cornmacoBaHMs MOryT pacnonaratbCs Ha OTAENbHOM JIMCTE COrflacoBaHus,
€ecnM cofepXxaHne [OOKyMEeHTa 3aTparMBaeT MHTEpPEeCbl HECKONbKUX OpraHusauumn.
Ha pokymeHTe genaetcst oTMeTka «JIMCT cornacoBaHus npunaraeTcs».
BHewHee cornacoBaHne B 3aBMCMMOCTM  OT  COOEPXaHUA  AOKYMEHTa
OCYLLECTBIAETCA B CrieayoLwemn o4epeaHoCTy:

¢ CO CTOPOHHMMW OpraHuM3aumMsamu, Korga OHW BbICTynakT obs3aTenbHon
CTOPOHOW B NPABOOTHOLLUEHNAX, BO3HMKAOLWMX BCAEACTBME N3OaHUA AOKYMEHTa, UMn
KOrga cogepkaHve AOKYMeHTa 3aTparnBaeT UX MHTEPECH;

» 00LWECTBEHHBIMY OpraHu3aunamMm — B criydasix HeobXxoanUMOCTM Unu B crny4asix,
NpeayCMOTPEHHbIX MONOXEeHNAMM 006 3TUX OpraHn3aunsXx;

e OpraHamy,  OCYLUECTBNALWMMMA  FOCYAAPCTBEHHbIA  HAL4BEOOMCTBEHHbIV
KOHTPOSb (Ha430p) B onpeaeneHHon 06nactun (9KoNormM4eckmi, NoXKapHbIi 1 T. n.);

o BbILLECTOSILLMMM OpraHM3aumssMm — B ChnyYasiX, Korga 3akoHo4aTesrlbCTBOM
npeaycmaTpmBaeTcsi BO3MOXHOCTb COBEpPLLEHMS YNPaBfeHYEeCKNX OENCTBMIA TOMbKO
C paspeLLeHmns 3TUX OpraHn3auun.

3.2.14. Busa cornacoBaHusl AOKYMeHTa

Bu3bl cornacoBaHus JOKyMeHTa — PEKBU3UT JOKYMEHTA, YKa3biBaloLWMI Ha cornacue
WNW  Hecornacue  OOIMKHOCTHOrO  nuua  obpasoBaTenbHOM  opraHu3auumm
C coaepxaHneM npoekTa JoKyMeHTa (aanee — Bu3a).
Busa BKnoYaeT OOMKHOCTb N1ua, BU3UPYIOLLIErO JOKYMEHT, NOANMUCh, PacLLUMdpPOBKY
nognucu (MHUUMansl, paMmunmio) n aaty BU3NPOBaHMS.

Hanpumep:
3amecTuTtenb gMpekTopa no BocnutaTenbHon paboTte

MBaHoOBa N.N. IBaHOBa

10.10.2024

OdbopMneHHasi Takum 06pa3oM BM3a O3HAYaeT corflacMe [AOMMKHOCTHOro nuvua
C cofepkaHneM JOoKyMeHTa.
Mpy HanNV4YUKM 3ameYaHnin No JOKYMEHTY BM3Y 0OPMIISIOT CreayoLwmm o6pasom:

3amevaHuna npunaratoTcsa
3amecTuTtenb gMpekTopa no BocnutaTenbHon paboTte
MBaHoBa N.N. NBaHOBa

10.10.2024

[lOKyMeHT BM3UPYEeTCS WCMONHUTENEM W 3aMHTEPECOBaHHbIMW B [AOKYMEHTe
AOIMKHOCTHBLIMW NLaMK, pykoBoanTenem obpasoBaTeribHOWM opraHM3auuu.
3amevyaHns [OMKHblI OblTb NpeacTaBneHbl Ha OTAENbHOM JUCTE, KOTOpPbI
NoANUCLIBAKOT, AATMPYIOT U NpUnararT K AOKYMEHTY.

Ha pokymeHTe, MOANWHHMK KOTOPOro ocTaeTca B obpasoBaTenbHOW opraHusauumu,
BMU3bl MPOCTABMSAT B HWKHEA YacTM OOOPOTHOM CTOPOHbI MOCHEAHEero nucTa
NOANMHHMKA OOKYMEHTA.



Ha pokymeHTe, NOANMHHMK KOTOPOro OTMPaBnsAOT W3 opraHM3auuu, BU3bI
NPOCTaBMAT B HWKHEN YacTUu nNULEBOW CTOPOHbI BTOPOro  3K3emnnspa
OTNPaBnsieMOro 4OKyMeHTa.

Bo3amoxHO odopmneHne BU3 OOKYMEHTa Ha OTAENbHOM JIMCTE COrnacoBaHuS.
[lonyckaeTcs NONNUCTHOE BU3MPOBaHUE JOKYMEHTA U €ro NpUroXeHus.

Ecnn B npouecce BM3MPOBaHUS B MPOEKT [OKYMEHTa BHOCHATCSl CYLLECTBEHHblE
N3MEHEHMS, OH MOANEXUT MOBTOPHOMY BU3NPOBaHUI. [MOBTOpHOE BM3MpOBaHME
He TpebyeTcs, ecnu npu OopaboTke B MPOEKT AOKYMEHTa BHECEHbl YTOYHEHWS,
HEe MEeHsIloLne ero cyTu.

3.2.15. Noanuceb

[oKyMeHTbl, HanpaBnsiemble ob6pasoBaTeNlbHOM OpraHu3aunen B BblILECTOSsILNE
opraHbl  ynpaBneHus, MNOAMMCbIBAKOTCA  pykoBoauTenem  obGpasoBaTenbHON
opraHu3auuu, ero 3amectuTenieMm no MOopyvYeHU0 pykoBoauTens obpasoBaTernbHOM
opraHu3armm no CoOOTBETCTBYHOLLMM HanpaBrieHNsaMm.

B coctaB pekBusmta «llognucb» BXOOAT: HaAMMEHOBaHME [AOSMKHOCTU nvua,
NOAMMCaBLUEro AOKYMEHT (MOMHOE, C yKas3aHMeM Ha3BaHMA OpraHv3auuu, ecnuv
AOKYMEHT 0dopMNneH He Ha 0OnaHke, M COKpaweHHOe — Ha [OOKYMEHTe,
opopMiIEHHOM Ha OGnaHke); nNuyHas NoAnuCb; paclumdpoBKka nNognucu (MHUUMansl,
damunus).

Hanpumep:
3amectutenb  aumpektopa JlnyHas nognuce W.A. MiBaHoBa
no BocnutatenbHom pabote

B OOKYMEeHTaXx, noAroToBfi€HHbIX Komumccumen, YKa3blBaOTCA HEe [OOJDKHOCTU
noanmcaswnx nuy, a nx 0043aHHOCTM B cOCTaBe KOMUCCUN.

Hanpumep:
npegcenarens kommccenn — JlndHasa nognuce  N.0O. damunumg

YneHbl KOMUCCUUN NnyHasg nognuce  N.0. damunusa

Jlnynaga nognuce  N.0. damunua

Mpn nognucaHMmM [OKYMEHTa HECKONbKUMW AOSMKHOCTHBIMU NUUAMKU UX NOLMUCK
pacrnonaraioT OAHy No4 ApyroM B NOCnegoBaTeNibHOCTW, COOTBETCTBYHOLLEN
3aHMMaeMOnN OOJTKHOCTH.

Hanpumep:
HAvpekTop JlnyHas nognuce  N.0. damunuma

3amectutenb gmpektopa JlnyHasa noanuce  W.O. damunusa

Mpyv noanucaHMM OOKYMEHTaA HECKONbKMMM NUUAMM  pPaBHbIX  [OOMKHOCTEWN,
nx nognmcu
pacrnonaratT Ha O4HOM YPOBHE.

Hanpumep:

3amecTutenb  AMpekTopa no 3amecTutenb AupekTopa Mo
aAMUHUCTPATMBHO-XO3ANCTBEHHON  y4yebHO-BOCNUTaTeNbHON paboTte
paboTe



nuyHaa nognuce  WN.0. damunua nuyHasa nognuck  .0. amunusa

Ecnu pormkHoCcTHOE Nuuo, Nnoanuch KOTOPOro 3aroTtoBJieHa Ha MpoeKTe LOOKYMEHTa,
OTCYTCTBYET, TO AOOKYMEHT [OJDKEH noAanuncbiBaTtbCA JIMLOM, WCMNOJNHAKOWNAM €ro
00643aHHOCTHN, UK €ro 3amMecTuTenemM.

He Oornyckaetca nognucaHne OOKYMEeHTOB C npensiorom «3a» Wi npocrtaBlieHue
Kocou YyepTbl nepeg HammeHoBaHNeEM OOJTKHOCTMU.

3.2.16. OTmMeTKa 06 3NIeKTPOHHOM NoAnuUcKu

OtmeTka 00 ONEKTpPOHHOM noanucyn BKoYaeT: dpasy «LOoKyMeHT nognucaH
3MEKTPOHHOW NOAMUCLIO», HOMEP cepTudUuKata Krda 3MNeKTPOHHOW noanucw,
damunuio, UMsl, OTYECTBO Bradesnbla cepTudukata u Cpok OeNCTBUA ceptudukarta
Krtoua afekTpoOHHOW Noanucu.

Hanpumep:

AOOKYMEHT nNoarnnMcAH

3NEKTPOHHOW NOAMNUCHIO

Ceptudukart 1a111aaa0000000011
Bnageneu MeaHoBa AHHa [leTpoBHa
[encteutened ¢ 01.12.2024 no 01.12.2028

OTmeTka 06 3reKTPOHHOW MOAMNWCU OO0SHKHA COOTBETCTBOBAaTb MECTY pasMeLleHus
CODCTBEHHOPYYHOW MNOAMNWCU B aHarNormyHoM [OKyMeHTe Ha OymaXHOM HocuTene.
OnemMeHTbl OTMETKM [OSMKHbl ObiTb BUAUMBIMMA W YMTAEMbIMU W HE [OOSDKHbI
nepekpbiBaTb 3rIEMEHTbl TEeKCTa OOKYMeHTa W Apyrne OTMETKUM 00 3reKTPOHHOW
noanucu (Npy Hanu4nn).

3.2.17. NevaTtb

OTTUCK NneyaTun 3aBepsieT NOASIMHHOCTb NOANUCU AOMKHOCTHONO LA Ha JOKYMEHTaX,
AOCTOBEPAOLWMX MpaBa nNuu, OUKCUMPYOLWKNX ¢akTbl, CBA3aHHble C (PMHAHCOBLIMU
cpeactBamMu, a Takke Ha WHbIX [OKYMeHTax, npegycMmaTpuBalolnX 3aBepeHue
nognuHHon  nognucn.  [JOKyMeHTbl  3aBepsAloT  neyatbld  obpasoBaTenbHON
opraHmsauum.

MeyaTb npocTaBngeTca Ha cBOOOOHOM OT TeKkCcTa MeCcTe, He 3axBaTbiBas JIMYHOW
nognMcy OOMKHOCTHOro nuua.

3.2.18. OTmeTKa 06 ucnonHuTtene

OTtmeTKa 06 ucnonHuTene BKNYaeT B cedbss dbammnuio, MMsi, OTYHECTBO UCMONHUTENS
AOKYyMeHTa, HOMep ero TenedgoHa.

OtmeTky 06 wucnonHuTene pacnonaralT Ha NUUEBOM UMM OBOPOTHOM CTOPOHE
nocrnegHero nucTta JOKYMEHTa B JIEBOM HWDKHEM YrIy.

Hanpumep:

MBaHoBa VHHa VIBaHOBHa
8 (495) 994-94-94



3.2.19. OT™meTKa 0 3aBepeHuUUn Konumn

Konum C QOOKYMEHTOB BbIOAKOTCA C pa3pelleHns PYyKOBOAUTENEWN CTPYKTYPHbIX
nogpasgeneHnin un  TOMbKO C  TeX [OOKYMEHTOB, KOTOpble Obinn  M3gaHbl
B obpas3oBaTenbHOW OpraHu3auum M KOTOpble KacalTcs CryXebHoM AeATenbHOCTU
AAHHOrO CTPYKTYPHOro NoapasgeneHms.

Mpn  Bblgade  KONUM  OOKYMEHT  BOCMPOM3BOAUTCA  MOMHOCTbO  (6naHk
obpasoBaTenibHOM OpraHu3aunn, HoMep, gaTa, cogepXxaHue n T. a.).

B npaBom BepxHeMm yriy konuu nuweTtcsa cnoso «Konusay. MNpu Bbligade Konmm ¢ Konum
cnepyet nucatb «Konusa ¢ Konuny.

Ecnn konusa gna BHYTPEHHEro MNOSIb30BaHWsA, TO ONs1 3aBEPEHUSI HUXKE PeKBU3UTA
«Moanncby» NpPOCTaBNAKT 3aBepuTENbHY Haanucb: «BepHo»; AOMKHOCTL nuua,
3aBEPAIOLLErO KOMUID; JIMYHYK MNOANUCH, paclimMdpoBKy noanMcn  (MHUUMansl,
damunuio); aaTy 3aBepeHus.

Hanpumep:
BepHo

CekpeTtapb/CneunanucTt no kagpam
JInyHas nognuceb B.B. /iBaHOBa

10.10.2024

Ecnn konus BblgaeTcs ons npeacTaBfeHnd B APYryl opraHuMsauuio, TO OTMeTKa
O 3aBepeHnn KOoMuu [AOMOSTHAETCA HaAnNUCbld O MeCTe XpaHeHUsl [OOKYMEHTa,
C KOTOpPOro Oblna N3rotToBfneHa Konusi, n 3aBepseTcda neyaTblo opraHn3aunu.
Hanpumep:

MoonnHHKuk gokymeHTa Haxoautea B MALOY a/c Ne 10 B gene Ne 12-k 3a 2024 roga.
[nsa npocTaBneHnst OTMETKN O 3aBEPEHUM KOMUN MOXET MCMNONb30BaTbCS LWTaMI.

3.2.20. OT™mMeTKa 0 NOCTYNseHUn AOKYMEHTa

CogepXxuT gaty nocTynsieHnsa AOKyMeEHTa, a Takke ero BXOAsWNM permcTpaumoHHbIN
Homep. NMpn HeOBXOANMOCTN B OTMETKE MOXHO yKasaTb BpeMSA NOCTYMNNEeHUs B Yacax
N MUHYTax u cnocob JOCTaBKM AOKYMEHTA.

OTMeTKy 0 NOCTynfieHnn JOKYMeHTa B 0bpasoBaTefnibHON opraHM3auun NpocTaBnsaoT
B BMAe WTaMna UM OT PYKM B HWXKHEW YacTu NMLEBOW CTOPOHbI NEPBOro nucra
AOKyMeHTa Unn Ha ero oboporTe.

Hanpumep:

MALQY a/c Ne 10

11.10.2024 Ne 23

13 4 40 MuH

3.2.21. Pe3onouun

B cocTtaB pesoniounmn OmMKHbI BXOAUTb Crieayowme aneMeHTbl: paMunma, MHuumansl
ncnonHuTena (McnonHuTenen), cogepxaHue nopydeHus. MNpu HeobxogumoctTn —
CPOK UCMOMHEHNS, NOANUCH LA, BbIHECLLErrO Pe3oniouunio, AaTta pe3onioumm.
Hanpumep:

CmunpHoson N.0O.

Mpowy noarotoBuTb NpoekT gorosopa ¢ OO0 «dom mebenu» k 22.06.2024



JInyHas nognucb
10.10.2024

Mpun HANV4YUKN B PE3ONIOLINN HECKOIBKUX UCMONMHUTENEN YKa3biBAETCHA OTBETCTBEHHbIN
McnonHuTenb (Kak NpaBuno, 3TO NNLO, Ha3BaHHOE B PE30SHOLUN NEPBbLIM).

Ha pokymeHTax, He TpeOylwmx OONOMHUTENbHbLIX YKasaHWA Mo WCMOMHEeHWUIo
M MMEILLNX TUMOBbIE CPOKM UCMONHEHMUS!, B PE30MoLUMM YKa3biBAETCH UCMOMNHUTENb,
NOANUCb aBTopa pe3onoumu, gaTa.

Pesontouuns, kak npaBuio, MULWIETCSA OT PYyKM pykoBoAMUTENeM Ha NOANIMHHMKE
[IOKyMeHTa Ha cBOOOIHOM OT TEKCTa MecTe.

3.2.22. OTMeTKa 0 KOHTpone

OTmeTKa O KOHTpone obo3HavaeT, YTO AOKYMEHT MoCTaBfieH Ha KOHTponb. OTMeTKy
O KOHTpONe 3a MWCMNONHEHMeM [AOKyMeHTa o6o3HayalT wTaMmnom «KoHTpomnb»
Ha BEPXHEM nore AOKyMEHTa.

KoHTponto noanexatr BCe  3aperMcTpMpoBaHHble  OOKYMEHTbl, TpeOyouine
NCMNOMNHEHUS.

CpoK/M UCNOMHEHUsT OOKYMEHTa YCTaHaBNMBAKOTCS B COOTBETCTBMM CO CpPOKamM,
0603HaYeHHbIMN 3aKOHOA4ATENbCTBOM, OpraHM3aumen, HanpaBuBLLEN NOpPYyYEHME Unn
npocbOby, pacnopaauTenbHbIM OOKYMEHTOM WM pe3onioumen  pykoBoauTens
obpasoBaTenbHOMN OpraHM3auni.

Cpok npoctaBnsieTca B hopme gaThbl 3aBEPLUEHNSA UCTIONHEHUS.

3.2.23. OTmeTKa 0 HanpaBneHUu AOKyMeHTa B Aeno

OTmeTka 06 MCMONMHEHUM OOKYMEHTa M HanpaBneHuu ero B Aerno Bk4vaeT B cebs
crieqywoliMe AaHHble: dpasy «B geno», uHOekc gena no HoMeHknaType pgen,
B KOTOpOE MoMeLllaeTcsi JOKYMEHT Ha XpaHeHue, C ykasaHMeMm KaneHgapHoro roaa,
AOMKHOCTU Nnua, 0PopMMUBLLEFO OTMETKY, NOANUCU, AaTbl.

Hanpumep:
B neno Ne 01-18 3a 2024 r.

3amecTuTenb AMpeKTopa No BocnutaTenbHon paboTte

JInyHas nognucb 10.10.2024

OtmeTka © HanpasneHnn p[oKymMmeHTa B [O€fyi0 MOXET [OOMOJIHATbCA KpaTKuMU
cBeeHNAMUN O XapaKkTepe UCNOJIHEHUA JOKYMEHTA.

3.3. Oco6eHHOCTM NOArOTOBKM U 0hOpMIIeHUA oTAeSNbHbIX BUAOB AOKYMEHTOB
3.3.1. MNpukas

Mpukas — npaBOBOM akT, WuW3gaBaemMbli pykoBoauTenem obpasoBaTenbHON
opraHmMsauumM Ons pelweHus OCHOBHbIX W OnepaTMBHbIX 3ajad, CTosAwMx nepeg
obpasoBaTeribHOW opraHu3aumen (npunoxeHune Ne 2).

Mpukaz MoxeT ObiTb M34aH NULOM, WCMOMHAWMM 06A3aHHOCTU pPYKOBOAMTENS
obpasoBaTeribHOM OpraHM3aunn B cry4vyae ero oTCyTCTBUA.

B npukasax no OCHOBHOM [OeATENbHOCTU peLllarTcs  BOMPOCbl  y4yebHow,
XO3ANCTBEHHOWN, (PUHAHCOBOW AeATeNIbHOCTU, NSIaHUPOBAHUS, OTYETHOCTU, y4ebHo-
BOCNUTATENbLHOMO npouecca, rU3n4ecKoro passmutma n 1. n.



Mpukasbl odopmnsaTca Ha 6GnaHke obpasoBaTenbHon opraHusauuun. [lepepava
NpuKasoB, MX KOMUW pabOTHMKAM CTOPOHHMX OpraHM3aumin [OMycKaeTCs TOSIbKO
C paspelueHnsa pykoBoauTens obpasoBaTenbHOW opraHu3auuun. MNMpoekTbl NpukasoB
pa3pabaTtbiBalOTCsA YNOAHOMOYEHHBIM FMLUOM MO MOPYYEHUKD PYKOBOACTBA WNU
No cO6CTBEHHOM MHULMATUBE.

MogroToBka npukasa BKNYaeT B ceba u3yveHwe cyuiectsa Bonpoca uM cbop
HeobXoAMMbIX CBEAEHWW; MNOArOTOBKY MPOEKTa MNpuKasa; CornacoBaHWE MpPOEKTa;
nognucaHue pykosogutenemMm obpasoBaTefibHOM OpraHn3aummn, permcTpaumio.
Mpukasbl nevatatoTca wpudptom Arial Ne 13.

Homepa cTpaHul NpocTaBnsaTCa NocepeanHe BEPXHEro nongd nucrta. TekcT npukasa
nevyaTaeTcs Yepes3 oauH MEeXCTPOUYHbIN MHTepBan, 6e3 obopoTa.

Mpukas uMeeT cnegylwowmne pPekBUsUTb:  HaMMeHoBaHWe obpasoBaTenbHON
opraHmsauum corfnacHo yctaBy; HaumeHoBaHue Buaa gokymeHta (MPUKA3), paTa,
HOMEpP, MECTO COCTaBfEHUs], 3arofloBOK K TEKCTY, TEKCT, HAMMEHOBaHME OOMMKHOCTH,
nognucb  AOSMKHOCTHOrO nuua  (MHMumanel, damunmg), BuU3bl COrfnacoBaHus,
O3HaKOMJIEHUS.

[laton npukasza gaBnseTca garta ero nognucanusa. data odopmnsaeTtcs umppoBbiM
cnocobom; Homep cocTouT K3 3Haka «N2» UM NopsiAKOBOro HoOMepa npukasa,
Hanpumep: oT 00.00.0000 Ne 000.

TekcT npukasa COCTOUT M3 OBYX B3aMMOCBA3aHHbIX YacTeW — KOHCTaTUpYHOLLEN
N pacnopsiauTenbHON.

TekcT npukasa O0SMKEH MMeTb 3arofioBoK. 3arofioBoK HadmHaeTcda ¢ npegnora «O»
(«OB») n hopmmpyeTcsa NpyM NOMOLLM OTrAAroSibHbIX CyLLEeCTBUTENbHbIX (Hanpumep:
«O6 yTBEPXOEHUN...», «O pernctpaumun...», «O co3gaHum...»).

3aronioBOK OOSMKEH KpaTKO M TOYHO OTpaxaTb COAep)XaHue TekcTa npukasa. Touka
B 3arofioBke He cTaBuTcd. [leyataetcs 4yepe3 [gBa MEXCTPOYHbIX MHTepBana
OT pekBu3uTa. lNevartaeTcs CTPOUYHLIMN ByKBaMU, BbIAENAETCA XXUPHbBIM LUPUGTOM.

B KoHcTaTupylowen Yactn KpaTko uanaralTca uenu u 3agayu, gakrtel n cobbitus,
NOCAYXMBLUME OCHOBaHWEM AS1s n3gaHnd npukasa. OHa MOXeT HayMHaTbCH CrioBaMu
«B Lensax», «BO UCMONHeHuMe» u Ap. Ecnn npukas u3gaeTcss Ha OCHOBaHWW OpPYroro
AOKYMEHTa, TO B KOHCTaTUPYKOLWENW YacTU YyKa3blBAaeTCA HaMMEHOBaHME 3TOro
AOKYMEHTa, HaMMEeHOBaHME opraHa, nsgaBllero LOKYMEHT, AaTa, permctpauyOHHbIN
HOMEp W 3arofioBOK K TEKCTY.

KoHcTaTupyowas 4actb MOXET OTCYyTCTBOBaTb, €CNM NpeanncbiBaemble OENCTBUS
HEe HY)XOalTCA B pasbsACHEHUW. TEKCT MpUMKasoB B TaKUX Cryyasx HayvMHaeTcs
co cnosa «lMPUKA3bIBAKO» (nuweTtca nponucHbiMn BykBamu). NMpu Hanuumm OByx
YacTeun npukasa pacrnopsauTternibHas YacTb OTAENSeTCA OT KOHCTaTUPYHOLEN ClOBOM
«npukasbiBato». Nocne cnosa «MPUKA3bIBAKO» cTtaBuTcs gBoeTtoune.

TekcT pacnopsguTenbHOM YacTu MOXeT [OeNnUTbCSA Ha MyHKTbl, B KOTOPbIX
yKa3blBalOTCA  UCMOSIHUTENW, KOHKPETHble [LOEeNCTBUS WU CPOKM  UCMOSTHEHUSA
npegnucebliBaemMblx OeWCTBUW. Ecnv npukas OonosiHAeT, OTMEHSIeT WU U3MeEHSsieT
paHee u3gaHHble NpuKasbl UK UX OTAENbHbIE MYyHKTbl, 3TO OrOBapuUBaETCH B TEKCTE.
MocnegHMM NyHKTOM pacnopsaguTenbHON YacTu npukasa ykasblBaeTca OOSKHOCTHOE
NMUo, Ha KOTOpoe BO3faraeTcsl KOHTPOSb 3a WCMOSIHEHMEM MpuKasa B LENOM.
Hanpumep: «KoHTponb 3a NCnonHeHnem npukasa ocTaBnsiio 3a cobomy.

Mognucb oTaoensieTcs OT TEKCTa ABYMSI MHTEpBanamu, nedataeTtcss OT rpaHuubl
NeBoro nossi.

PacwudpoBka nognucn nevataeTcd Ha ypoOBHE MOCreAHen CTPOKU [OSMKHOCTU
y NpaBoW rpaHuubl TekcTtoBoro nons. poben mexagy uHuumanamm mn damunmen
He genaeTcs.

MocnegHas Bykea B paclumpoBke nognucu orpaHndmBaeTcs npasbiM nosiem (10 mm).



Mpn nognucaHun npukasa nNUUOM, 3ameLlarolWwmnM pykoBoautesns obpasoBaTenbHON
opraHmsauum, gormkHa OblTb yKasaHa ero pakrnyeckas 4OMKHOCTb U haMunms.

Mpn HanuMuuM nNPUNOXeHUN K npukasy obs3aTenbHO OenaeTcsl CCbiflka Ha HUX
B TEKCTE.

[MpukKasbl HyMepylTCs NOPAAKOBOW HyMepaumen B npegenax kaneHgapHoro roga.
OTAenbHO HYMepyTCa Npukasbl MO OCHOBHOW OEATENbHOCTU, NO JIMYHOMY COCTaBy
paboOTHMKOB, MO KOMMMEKTOBaHMUIO, NO MfaTHbIM obpasoBaTefibHbIM Yycryram, no
aAMUHNCTPATUBHO-XO3SAMCTBEHHOWN OEATENBHOCTH.

Ecnn npukas BBoanT B OenCTBUE Kakme-nnbo OOKYMEHTbI (MHCTPYKUUK, rpaduku,
npaBuna, nosfioXeHusl), TO OHW OopMNAITCA B BMAE MNPUIIOXKEHUS K MpuUKasy.
B npaBom BepxHEM yrny TakMx LOOKYMEHTOB OT NATOrO MNofioXeHust Tabynartopa
HeobxogMmo nucatb cnoBo  «[llpunoxeHne» €  yKasaHMEM HaMMeEHOBaHUSA
pacrnopsanTenbHOro JOKyMeHTa, ero gatbl, HoMepa.

Hanpumep:

MpunoxeHne

K npukazy MAOOY a/c Ne 10
oT 11.07.2024 Ne 34

MprnoxeHus K NpoekTam NpukasoB 0POPMIAIOTCS Ha OTAENbHbIX NUcTax Gymaru.
Pasmepbl nonen u MexXcTpoyHble MHTEPBArbl NPU NevYaTtaHUuM TEKCTOB MPUMNOXEHWUN
NOEHTUYHbI pa3mMepam, NPMMEHSIEMbIM NPK NeYaTaHUM TEKCTOB NPUKa30B.

B npunoxeHnsax nomewiaroTcs MONOXEHUSA, NepeYHu, CnNuckn, rpaduku, tabnuupl,
obpasubl JOKYMEHTOB U Ap.

Ecnn B TekcTe gaeTtcs cCbifika «COrnacHO MNPUNoXeHuto» unu (npunoxexHune Ne...),
TO Ha MEepBON CTpaHuLE NPUNOXEHWA B MPaBOM BEPXHEM Yriy MULIETCs CroBO
«lMpunoxeHne» M ero Homep, HWXKe 4Yepe3 OOMH MEXCTPOYHbLIM MHTEepBan OaeTtcs
CCbINnKa Ha Npuka3 pykoBoamtTens obpasoBaTernibHOM opraHu3aumm, ero gaty U HoMep.
Bce cocTtaBHble 4YacTM pekBM3UTa BbipaBHMBAKOTCA MO NEBOMY Kpatko, nedataroTcs
yepes3 OAMH MEXCTPOYHbLIM MHTepBan. [QnnHa CTPOKM He AO0SKHa npeBbllaTh 8 CwMm,
orpaHn4MBaeTCs NpaBbiM NONEM AOKyMeHTa. [1pn HanMuYnm HECKONbKUX MPUNOXKEHWI
OHW HYMEpPYHTCA.

Hanpumep:

MpunoxeHue 1

K npukazy MAOOY a/c Ne 10

oT 11.07.2024 Ne 34

Mpn Hanununm B Tekcte dropmynuposkn «YTBEPOWTb» npunaraemoe nonoxeHwue,
COCTaB KOMUCCUK, NepeyvyeHb MeEPONPUATUA N T. 4. HA CaMOM NPUIIOXKEHUN B NPaBOM

BepxHeM yrny pacnonaratotca cnoea «YTBEPXOEHO» wnun «YTBEPXOEH»
CO CCbINKOW Ha npuKas, ero garty, Homep.

Hanpumep:
YTBEPXXOEHO

npukazom MALOY a/c Ne 10
oT 11.07.2024 Ne 34

3aronoBOK K TEKCTYy MNPUITOXEHUs nevataeTtcd LeHTPUMPOBaHHbLIM  Crnocobom.
HavmeHoBaHWe Buaoa [JOKyMeHTa NpUIioOXeHuUss (nepBoe CNoBO  3arorioBka
NPUIIOXEHUA nevyaTaeTcsa NPONUCHbIMKU BykBamun XupHbiM wpudgTom: NMOJIOXEHUE,
NMEPEYEHD, CTTMCOKu T. 4.).



3arofioBOK  NPUNOXeHUs oTaensetca OT AdaTbl M HOMepa npukasa ABYMS
MEXCTPOYHbIMU MHTEPBANaMM.

[Mpn HanNMuMM B TEKCTE NPUITOXKEHNA HECKOSBbKNX pa3aesioB UX 3arofiloBkU nevyataroTcs
LEeHTPMPOBaAHHbIM CNOCO60M (OTHOCUTENBbHO rpaHUL, TekcTa). Toyka B KOHLUE
3aronioBKOB He cTaBuTcd. [lonyckaeTca BbIAENATb 3arofioOBKM pasgenoB LWpUgTom
APYron HacCbILWEHHOCTU (XKMPHBLIM, NOSTY>KUPHBIM).

TekcT npunoxeHust MoxeT ObiTb ocdopmneH B Buae Tabnuubl. padbl U CTPOKK
Tabnuubl OOMKHbI UMETb 3arofioBKW, BblpaXEHHblE WMEHEM CYyLLECTBUTESbHbLIM
B UMeHuTeNnbHOM nagexe. lNoasaronoBku rpad M CTPOK rpaMMaTUYecKm AOOSKHbI
ObiTb cornacoBaHbl C 3arofioBkamu. TekcT Tabnuubl nevataeTcsa 4epe3 OauH
MEXCTPOYHbIN MHTEpPBAn.

Mpn Hanuuun B TEKCTe MNPUMOXKEHUA CCbIIIKM Ha CHOCKY OHa odopMnseTcs
3BE3404KON. TEKCT CHOCKM nevaTaeTcs Yyepe3 0aMH MEXCTPOYHbIN UHTEpBar B KOHLE
KaXXQoW CTpaHuubl UX nocne npunoXeHus B Lernom nog yeptoun. [locne cummsona
CHOCKW ee TeKCT ne4vataeTcsl C nNponncHom OykBbl. B KOHLe TeKCcTa CHOCKM CTaBUTCS
Toyka. Ha ogHomn cTpaHuue He JOMKHO 0hopMIsaTbCA Bonee Tpex CHOCOK.

B nonoxeHusax, nporpammax, yctaBax WU OpyrMx NoAoOHbIX OOKYMEHTax pasgensl,
nogpasgenbl, MNYyHKTbl W MOAMNYHKTbl HymMepykTca apabckummn umdpammn. Homep
nogpasgena QofmkeH COCTOATb M3 HOMepa pasgenia M Homepa nogpasgena,
pasfeneHHbIX Toukon (Hanpumep: 1.2.). Homep nyHKTa MOXeT COCTOATb M3 HOMepa
pasgena, nogpasgena v nyHkta, pasgeneHHbix Todkamu (Hanpumep: 2.3.1.). MNMyHKTbI
npy HeoBXOAUMOCTM MOTYT NoApPas3fenaATbCa Ha NOAMNYHKTbI, KOTOPbIE AOJTKHbI UMETb
NOpSAOKOBY HyMepauuio B npedenax kaxgoro nyHkra (Hanpumep: 1.1.1.1., 1.1.1.2.
nT. a.).

Buabl npocTtaBnsatoTca Ha 060pOTHOM CTOPOHE NOCNEAHEro NUCTa NPoeKTa Npukasa.
Ha npunoxeHusix K npoekTam npukasoB BU3bl MNPOCTaBMAAKTCA MNO4 TEKCTOM
NPUNOXEHUS.

3.3.2. NMpoTokon

MpoToKON — [OOKYMEHT, B KOTOPOM dMKCUpYyeTCs Xoa OOCyXaeHus BOMpOCOB
N NPUHATUA PeLleHnn Ha cobpaHusX, COBEeLWaHUsaX, KOHEpPEeHUMaX M 3aceaaHunsax
KonnernarnbHbIX opraHoB (npunoxeHue Ne 3).

B npoTokonax noCTOAHHO AEUCTBYIOLINX KONnernanbHbIX N COBELLaTENbHbIX OPraHoB
(nepgarornyeckoro, METOANYECKOrO0 COBETOB , KOMUCCUM), a TakKkKe KOHGEpEHLUHN,
cobpaHuin, coBellaHW, 3acefaHuKn, NeperoBopoB, BCTped) mucnonb3yeTtca opma
N3MOXEHUS TeKcTa OT TpeTbero nuvua MHoXecTBeHHoro uyucna (CITYLWAIN,
BbICTYTAITA, PEWWIIN). CogepxaHne BbICTYNNEHW nanaraeTcs oT TpeTbero nuua
€JMHCTBEHHOro Yyucna.

[MpoToKON NMeeT crieayolmne pekBU3NTbI:

« HaumeHoBaHue Bnaa gokymeHta — cnoo «[MPOTOKOJI» neyataetcs Ha 2 cm
HWXE OT rpaHuUbl BEPXHEro nons MNpPOnMCHbIMK BGyKBamMu, NOMYXUPHbIM LIPUETOM
N BblpaBHUBAETCS MO LEHTPY;

e B 3acefaHusi, COBellaHuMs — oTgensieTca OT npeablaylwero peksuauTa
ABYMS MEXCTPOYHbIMW WHTEpPBanamu, neyataetcs MONYXUPHbIM LWPUETOM 4epes
OAMH UHTEpPBan U BbiPaBHMBAETCA NO LIEHTPY;

efaTa M HOMep npoTokona — paTta odopmngeTca UMPpPoBbLIM CNOCOOOM
N neyataeTcs vYepes [Ba MEXCTPOYHbIX UHTepBana Hwxe npeabiayLlero peksmnsnta
OT NEBOW rpaHnLbl TEKCTOBOIO Mossi, a HOMep — MNOCIe CroBa «MNPOTOKONY;



e MECTO NPOBEAEHUS 3acefaHnd YyKasblBaeTCs Npu OgopMieHun npoTokosa
COBeLLaHNsa B TOM crydae, ecrnm OHO MPOUCXOAUNO He B 34aHum obpasoBaTesibHOM
opraHu3auum, BblpaBHMBAETCA NO LIEHTPY Ha O4HOW NUHUK C OaTOW;

» TEKCT NPOTOKOSIA, KaK NpaBusio, COCTOUT U3 ABYX YacTen: BBOAHON N OCHOBHOMN.
BBoaHas yacTb cocTaBnsieTcsi MO CXeMe:

Mpencepatens — ®amunua N.0. pykosogutens.

CekpeTtapb — ®amunusa N.0.

MpucyTtcTBOBaNM:

Cnosa «[lpencepatenb» n «Cekpetapb» nevyaTtaroT cfneBa OT HYSIEBOro MoSIOXKEeHUs
Tabynaropa, oTAenss AByMS UHTepBanamMmm OT 3arofnoBka u apyr ot gpyra. C HoBow
CTPOKM NULyT croBo «[pucyTcTteoBanny,

damunun 1 MHUUManbl NOCTOAHHBIX YMEHOB KOJSifernanbHOro opraHa, yyYacTHWKOB
3acegaHusi, paboOTHMKOB  oOpraHmM3auMm U NpurnaweHHblX Ha  3acegaHue
nepevncnaTca B andaBMTHOM nopsigke 6e3 ykasaHust gormkHocTen. Nepeuncnerne
NPUCYTCTBYIOLMX OPOPMAAIOT BO BCHO LUMPUHY CTPOKM Yepe3 OOMH MEXCTPOYHbLIN
nHTepBan. Ecnu B 3acepgaHum ydacTteyloT Oonee 15 4yenoBek, B NpOTOKOne
yKasblBalOT MX oOLiee KonmMyecTBO, a paclmdpoBka MNpeacTaBnseTcsa B SIBOYHOM
NINCTE, KOTOPbIN ABMAETCA NPUNOXEHMEM K NPOTOKONY (NpunoxeHune Ne 4).

Mpn odopmreHnn npoTokofnia C  YUCHIOM  yyacTHUMKOB 6Gonee 15  dhamunum
He nepeyucrnsaTcs, a YykasblBaeTcsa uugponm wmnx obuiee KONMyecTtBO, CMUCOK
YYaCTHUKOB B TaKUX Cryyasix npunaraeTca.

Hanpumep:

MpucytcTBoBanun 47 4enoBeK (SBOYHbLIN INCT NpunaraeTcs).

[MogcyeT yyaCTHUKOB MPOBOAMUTCA MO CMCKaM perucrpaumm, KoTopble npunararTcs
K MPOTOKONY.

[Mocne nepeyuncneHnss y4aCcTHUMKOB B MPOTOKONE OhopMIseTcsa nepeyeHb BOMPOCOB,
noanexawmx obCcyXaeHuo, KOTOopbIM HaymMHaeTca cnoBamu «lloBecTka OHA»
N pacnonaraeTcs LeHTPOBaHHO Yepes ABa-Tpu UHTepBana oT Cnncka y4acTHUKOB.
[MoBecTka [OHA COAOEPXUT MepevncrieHne MyHKTOB (BOMPOCOB) MNOBECTKUM [AHSA,
dUKCHpyowmnx nocnegoBaTesibHOCTb OBCYXXAEeHUs, C PaMUNnAMM  OOKNag4YUKOB.
Kaxgbin Bonpoc HymepyeTcss apabckon uudpon, pacnonaraetcs B nopsgke
3Ha4YMMOCTHK N oTBeYaeT Ha Bonpoc «O Yem?».

Hanpumep:

1. AHanu3 BbINOSIHEHNSA rOL4OBOro nfiaHa paboTbl obpasoBaTenbHOM OpraHu3aumm
3a 2024-2025 y4ebHbIN rop.

Hoknagyuuk —lletposa A.W.

OcHOBHasi 4acTb NpOTOKONa COCTOUT W3 pasfenoB, COOTBETCTBYHOLUMX MyHKTaM
NOBECTKM OHS.
TekcT Kaxkgoro pasgena cocTouT U3 Tpex YacTeu:

— CJIIYWAINW: kpaTkoe coaepxaHue [goknaga Wnn Ccebiflka Ha npuniaraeMbin
K npotokony TekcT. [lepenq cnosom «CIIYWAJIM» npoctaBndeTcs HoOMep
B COOTBETCTBUWN C MOBECTKOW AHS;

— BbICTYTTAJIN: kpaTkoe copepXaHMe KaXKaoro BbICTYMNIIEHUS, 3a4aHHble BOMPOCHI
N OTBETHI;

— PEWWIN (MOCTAHOBWIIN): peweHne dopmynnpyeTcss C MUCMNonb3oBaHUEM
MOAENN, NPUHATON AN pacnopaguTeNbHbIX JOKYMEHTOB: YTO caenaTb, UCMOSTHUTENb,
CpOK

NCMNOMHEHUS.



PeweHuns, BblpaboTaHHble Ha COBeLlaHUM, BHOCAT B MPOTOKOST MoOcre cfoBa
«PEWNIN» («NMOCTAHOBWJIN»). PelueHne moxeT cogep»aTb O4MH UM HECKOSbKO
MYHKTOB, OHM pacrnonararoTca No 3Ha4YMMOCTHN, KaXKabIN U3 HUX HYMepyeTCs.

B cnyyae korga npoTtokon duKkcupyeT pelwleHne o6 yTBepXAeHUW Kakoro-nnbo
AOKYMEHTa, B TEKCTe NPOTOKOMa LOSMKHA COAEpPXKaTbCHA CCblfIka Ha 3TOT AOKYMEHT,
a cam JOKYMEHT npunaraeTca K npoToKony.

Mpy Hanuumm ocoboro MHEeHUs No MNPUHATOMY pPeLLUEHMI0 OHO 3anucbiBaeTcs
B NPOTOKOS (NOCHe COOTBETCTBYHOLLErO MPOTOKONIbHOIO peLleHns).

B kayectBe mcnonHUTENS MOXeT OblTb yKa3aHO O4HO MMM HECKOSIbKO OOSMKHOCTHbIX
nny, nMbo CTpykTypHOe noapasneneHne. Cpok MOXeT ObiTb yKa3aH Kak kaneHgapHas
Aata unu Kak nepuog BbliMNONHEHNA paboTbl.

Cnosa «CIYLWAITN», «BbICTYMUITN», «PELNTTN» («NMTOCTAHOBWITN») nevatatot
OT N1eBOro Nosisi NPONUCHbIMU ByKBaMK N 3aKaHYNBAKOT ABOETOUNEM.

Kaxgbin pasgen nedyataeTtcss C KpacHOW CTPOKM, 4YTOObl BblOENUTb B TEKCTe
NPOTOKOSIa pedb OCHOBHOIMO [OKMagyuka, BbICTYMMEHUS Y4YaCTHUKOB O6CYXOeHUs
BOMpOCa W MNOCTaHOBAAKLWY 4YacTb, (OPMYNUPYIOLWYI pelleHne cobpaHus.
C aTOM Xe uenbio B TEKCTE NPOTOKONa Kaxayto dhamMunmio U MHULManbl BbICTynaroLmnx
neyaratoT C HOBOW CTPOKU B UMEHUTENbHOM nagexe, 3anvcb BbICTYNNEHUS OTAENAT
oT hamunun gecmucom. Kaxablh BONPOC neyataeTcs C KpacHOW CTPOKW, haMmunum
Npyn 9TOM A0NyCKaeTCs He yKa3blBaTb.

B oToenbHbIX crnydyasix Ha OCHOBE PYKOMMUCHLIX UMW MarHUTOQOHHbLIX 3anucewn,
KOTOpble BenuUCb Ha 3acefaHun, COCTaBMSIeTCA CTeHorpaduyeckmin npoTOKON,
KOTOpbIN JOCMOBHO nepeaeT npouecc obCy>XaeHUs Kaxaoro Bornpoca u BblipaboTKy
peLleHns No Hemy.

[MpoTokon odopmMmnsgeT cekpeTapb 3acefaHus, HPUOUYECKYIO CUy MPOTOKON
npnobpeTaeT TONbLKO MpW Hanuyuu ABYX noanucen — npeacepatens U cekpetaps.
Mognucn pacnonaratoT, OTAENMB OT TeKCTa [OBYMSA-TPEMS  MEXCTPOYHbIMU
WHTepBanamu OT rpaHuubl nesoro nonsd. [lognucbiBaeTcsa nepsbIM  3K3eMMNAp
NPOTOKOSIa, KOTOPbIN NOALIMBAETCA CekpeTapeM B A4S0 U XPaHUTCA B COOTBETCTBUU
CO CPOKOM, onpeaesieHHbIM HOMEHKaTypown gen.

B HekoTOpbIX cnyyasax opopmMnaeTca BbiNMCcKa U3 NpOTOKOnNa.

Bbinnucka 13 npoTokona — TOYHAs KOMWA YacTu TeKCTa MNOLMMHHOro npoTOKonNa,
OTHOCSILLErocd K TOMy BOMPOCY NOBECTKN AHA, MO KOTOPOMY roTOBUTCA Bbinucka. [Npu
3TOM Heob6XxoaAuMO BOCMPOM3BECTU BCE PEKBU3UTLI BriaHka, BBOAHYHO YacTb TEKCTa,
BOMPOC MOBECTKU [AHHA, MO KOTOPOMY FOTOBUTCHA BbIMWUCKA, W TEKCT, OTpakaroLinn
obcyxaeHne Bonpoca W NpuHAToe pelleHne. B aTom crnyyae HasBaHuMe OOKyMeHTa
odhopmIisieTcs Kak «Bbinucka na npotokona.

3.3.3. CnyxebHoe nucbmMo

MucbMa cocTaBnsaTCA ANA  OCYLECTBMAEHUMS OnepaTUBHOW CBA3W C  OpYruMu
opraHuMsauMsMM no BOMpocamM [OeATenbHOCTM 06pas3oBaTenbHOM OpraHusauun
(npunoxeHune Ne 5).

Mo copepXaHWto M Ha3HA4YeHUK nUcbMa MOryT ObITb  MHOPMaLMOHHbLIE,
rapaHTUMHbIE, pPEeKNamMauuoHHbIE, KOMMEPYECKMe, NMCbMa-3anpochl, nMcbMa-
npurnaweHns n T. 4.

MHdopmaumnoHHble nncbMa cogepaT CcoobLlieHus, npocbbbl, HaMOMWUHAHUSA,
NpeasioXKeHus.

[apaHTUiHbIe npeAHa3HayeHbl AN M3BELLEHMS O rapaHTUAX onnaTtbl, CPOKOB
NOCTaBKM UMW Ka4yecTBa NPOAYKLUM M YCIIyT.



B peknamaumoHHbIX (MPeTEH3MOHHBIX) MMCbMax mManaratT TpeboBaHUA BO3MELLEHUS
ybbITKOB, HAHECEHHbIX M3-3a HapyLUEHWUs YCIOBUI KOHTpaAKTa unvM AoroBopa Lpyrown
CTOPOHOM (KOHTpareHToMm). Peknamauusi gofmkHa MNOATBEPXKAATbCA MpunaraeMbiMum
K MMCbMY OOKYMEHTaMu B BUAE aKTOB, CNPaBOK U T. A.
Kommepyeckne nucbMa COCTaBMAKT MPU 3aKNOYEHUM M BbINOSTHEHUN KOHTPAaKTOB,
4acTO B HWUX u3narawT npocbObl O npeaocTaBneHun uHdopMauunm O ToBapax
M ycnyrax y mMx npogaBLOB WNKW, HaNpoTuB, npeanaratoT NocTaBUTb TOBapbl Wn
yCnyru.
B nucbmax-3anpocax npocaAT y KOHTpareHTa pasbsACHUTb Kakom-nmbo dakt wunu
JencTeme.
CnyxebHble NnMcbMa neyartarTcsa Ha bnaHkax nucem obpasoBaTefnibHOM OpraHM3auunin.
CnyxebHoe NMCbMO MMeET crneayrLme PeKBU3NTDI:

e Ipnc M OTMETKA OrpaHNyeHmns 4OCTyna K JOKYMEHTY (ecnn 3To HeobxoamMmo);

« agpecar;

* 3arofi0BOK K TEKCTY;

« TEKCT;

e OTMETKA O HaNMM4ymMm NPUNOXEHUN (ECNU OHN UMEIDTCS);

« NOANUCH;

« OTMETKa 006 ucnonHutene.
TekcT cnyxebHOro nMcbma, Kak npaBuio, AOSMKEH KacaTbCs OOHOro Bomnpoca unu
HECKOSbKMX BONPOCOB, ECMNN OHM B3aMMOCBA3aHbl U ByayT paccmaTpmMBaTbCa B O4HOM
CTPYKTYPHOM noApasfgeneHnm opraHmsaumm-agpecaTa.
TekCcT mnanaraeTcs OT MEPBOro nuua e4uMHCTBEHHOro Ymucna (NpocuMm, HarnpasrsieM
N T. 4.) UNn oT TpeTbero nuua eanHcTeeHHoro ymcna (OO cumTaer..., NPodCO3HbIN
komuteT OO paccmoTpen...).
TekcT nucbMa, Kak npaBuio, COCTOMT M3 ABYX 4YacTen. B nepBon yactn manaraetcs
Npu4nHa, OCHOBaHWEe unm oboCHOBaHWE COCTaBMEHUA NMUCbMAa, NPUBOLATCHA CCbINKN
Ha [OOKYMEHT, SABMSOWMACA OCHOBaHMEM MOArOTOBKM nucbma. Bo BTOpoM 4vacTwy,
HaunHawuwencsa ¢ ablaua, NnoMeLLarTca BbIBOAbI, NPEANOXEHNs, NPoCcLObI, pelleHns
nT. o.

3.3.4. Tenerpammbl, TenecgoHorpamMmmbl U chakcuMuUnbHas CBA3b

lNMepepaya koppecnoHAeHUMM MO PaKCUMMUIBHOM CBA3W B ApYyrne opraHusaumm
OCYLLIECTBIIAETCHA TONMbKO MO YKas3aHWI0 WM C paspelleHus agMuHUcTpauumu
obpasoBaTeribHON opraHu3aLmu.

[MOONVHHUKN OOKYMEHTOB, nepefaHHbIX Mo (PakCUMUIIbHOW CBA3W, MNOALIMBAOTCA
B Jeno, xpaHsuweecs y paboTHMKa, OTBETCTBEHHOIO 3a (PakCMMUIbHYK CBA3b,
C YyKasaHvem BpemMeHn W [daTbl nepejadn, a Konmuu  BO3BpaLLaOTCH
B COOTBETCTBYHOLUME CTPYKTYpHble nogpasgeneHna c nometkon «FAX (paTa
N BpEMS)».

3.3.5. 3aaBneHue

3asBneHne — 310 odmumanbHoe cooblleHne B nucbMeHHon popme. OHO coaepxuT
yawie Bcero npegnoxenue, xanoby wnu npocbby kakoro-nmbo 4denoseka,
aflpecoBaHHble WNWU opraHuvsauuu, Wnn  OOSMKHOCTHOMY  nivuy. 3asaBneHue
odhopMIIsieTca Ha cTaHA4apTHbIX Nuctax 6ymarn oopmata A4.

3asgBneHne BKNIOYaET: agpecarta, KOTOPOMY HanpaBnseTcs 3asBreHune, hamunuio,
NMS, OTYECTBO, OOSMKHOCTb aBToOpa 3asiBNEeHusl, HaMMeHOBaHWe [OKYMEeHTa, TOYHOe



N3NoXxXeHne I'IpOCb6bI, npeanoxeHmd, onncb npunaraemMblX K 3adBf1€EHUIO JOKYMEHTOB,
gata, noarnuncb.

B 3aasneHun MCNoJib3yeTCAd, KaK npaBuiio, ocbmumaano-p,enosaﬂ JIEKCUKA,
B HEKOTOPbLIX 3adABJTIEHUAX OOMYCKaeTCA yr|0Tp96neHV|e I'Iy6J'II/ILI,I/ICTI/I‘-IeCKOl7I JIEKCUKWN.

3.3.6. 3anucka

3anucka (aHanuTudeckas, goknagHas, crykebHasn, o6bACHUTENbHAsA) — OOKYMEHT,
afpecoBaHHbI pykoBoauTento obpasoBaTenbHOW OpraHu3auumn UM BblLECTOSALLEN
opraHmsauum n cogepxawmin obCToAaTeNnbHOE W3NOoXEeHWEe Kakoro-nmbo Bonpoca
C BblBOAAMMU N NPELNOXEHNAMM COCTABUTENS.

[oknagHasa 3anucka coCTaBnAeTcs Kak no JIM4HOM MHUUMaTtmBe aBTopa (paboTHuka),
Tak U NO yka3aHuo (NMMCbMEHHOMY WM YCTHOMY) pykoBoauTensa obpasoBaTefnibHOW
opraHmsauum.

3anucka cocTaBnsieTca Ha OyMaXHOM HOCUTENne WM B 3fEKTPOHHOM BUAE.
OdhopMmneHune 3anuckn 3aBuCcUT OT agpecaTta. [pu cocTaBneHnn SOKNagaHON 3anucku,
afpecoBaHHOW  pykoBoaMTEND obpasoBaTenbHOM  OpraHM3auumM B pamkax
obpasoBaTenbHOM OpraHu3auMM, OHa CuYMTaeTCsl BHYTPEHHEN W odopmnsaeTcs
Ha cTaHgapTHbIX nuctax Oymarn dopmata A4. BHyTpeHHss 3anmMcka [ofmkHa
cogepxaTb cneylolme pekBu3UTbl: BUL OOKYMEHTa, gaTy AOKYMEeHTa, HasBaHue
AOKyMeHTa (3aronoBOK K TEKCTY), ecnn TekcT bonee YeTbipex-nNsaTn CTPOK; agpecara,
TEeKCT, nNoanncb (C ykasaHuem AOSMKHOCTWU, dhamunun, mHuumanos). lNMNognucbiBaeT
BHYTPEHHIOIO LOKMaAHYH 3anncKy COCTaBUTESb.

Ecnn 3anucka apgpecyetca 3a npegenbl  obpasoBaTenbHOW  OpraHu3auum,
TO ee odopMnAlT Ha OnaHke M OHa HasblBaeTCA BHeLHeW. BHewHss 3anucka
AOIMKHaA coaepXaTb Ccnefylolwme pPekBU3UTbl: HaMMEHOBaHWE y4vpexaeHus, Bug
AOKYMEHTa, pdaTy [OOKYMEHTa, PerucTpaumoHHbIi HOMEpP, MECTO COCTaBEHUS,
Ha3BaHWEe OOKyMeHTa (3arofnoBOK K TEKCTY), €CniM TEKCT 6onee 4eTblpex-naTn CTPOK,
agpecata, TEKCT, nognucb pykoBoauTensa obpasoBaTenbHOW opraHn3auunu.
PasHOBMOHOCTLIO  AOKNagHOM  3anuMckm  aBnstoTcs  npeactaeneHns. OHu
NCNONb3YKTCA NPU AOKYMEHTMPOBAHUN KaApOBOW AEATENIbHOCTU M COCTaBMSAKOTCSA
pykoBoautenem obpasoBaTeflbHOW  opraHMsauumM WM ero  3aMecTUTeneM.
[MpeacTaBneHns COCTaBnAT B Crydasax noowpeHns paboTHMKOB, HanoXeHus
B3bICKaHWI, NPOBEAEHMS aTTeCTaUNN.

3.3.7. ABTOMaTM3aLnA [OKYMEHTUPOBAHMUS

[nsi noaroToBKM JOKYMEHTOB MOTYT MPUMEHATHCA aBTOMAaTM3NPOBaHHbIE TEXHOSOMUN.
Mpn atom cosgatTca ©Gasbl gaHHbIX  (KOPpecrnoHAeHTOoB, (OOPM  [AOKYMEHTOB,
TpadhapeTHbIX TEKCTOB M TEKCTOBbLIX 3ar0TOBOK), pe4akToOpCKne nporpamMmmel 1 ap.
Mopagok paspaboTkn, akcnnyaTtauunm W MNOMb30BaHUA  TakKMMuM  CcUCTEMaMu
onpegensieTcs craHgapTamu B obnactu aBTOMAaTU3MPOBAHHbLIX MHAOPMAaLMOHHbIX
TEXHOMNOIMN.

3.3.8. OneKTpPOHHbIe AOKYMEHTbI

nOp‘iI,D,OK COCTaBJ1eHunA, Od)OpMJ'IeHI/IFI N cornacoBaHnA nMnpoeKToB J3J1EKTPOHHbLIX
OOKYMEHTOB ocyulecTBrdeTcA no obwmm npaBujiamMm Aernorpon3soacTtBea,
YCTAaHOBJIEHHbIM B OTHOLUEHUWN aHallOrn4HbliX OOKYMEHTOB Ha 6yMa)KHOM HOcuUTEene.
SﬂeKTpOHHbIIZ OOKYMEHT [OOJDKeH WMeTb pPeKBU3NTbl, YCTaHOBJIEHHbIE [OJ14
aHaliorm4yHoro AokKymMmeHTa Ha 6yMa)KHOM HOCcUuTere, 3a UCKI4YeHnEeEM OTTUCKa rnevaTun.



B nepeyveHb o6a3aTenNbHbIX CBEAEHUN O OKYMEHTAX, MCMOMNb3yeMbIX B LieNax yyeTa
M noucka [OOKYMEHTOB B  CUCTEMaAxX  3rfeKTPOHHOro  OOKYMeHToobopoTa
obpasoBaTenbHOM opraHusauuMmM B COOTBETCTBUM C NpaBuniamu LenonpovsBoAcTBa
B 0bpasoBaTenbHON opraHnsaumm, BXOOAT:

e aAPECAHT;

« aJpecar;

e JOIKHOCTb, (hamMununsa n nHMumnanel nuua, NoanMcasBLUEro JOKYMEHT;

e BUJ OOKYMEHTA;

« AATa JOKYMEHTA;

e HOMEpP OOKYMEHTA;

 aTa NOCTYNSIEHNS JOKYMEHTA;

o BXOASALLNA HOMEP AOKYMEHTA;

o CCbIJTKA Ha UCXOOALLMIN HOMEP N ATy AOKYMEHTa;

e HAMMEHOBAHNE OOKYMEHTA;

« MHAOEKC Oena;

« CBEEHUA 0 Nnepeagpecaunn JOKYMEHTa;

¢ KONTMYECTBO JIMCTOB OCHOBHOIO JOKYMEHTA;

o KONTMYECTBO MPUNOXEHUN;

« ObLLIEE KONNYECTBO NIUCTOB NPUITOXEHUI;

« YKa3aHus Mo UCMONTHEHUIO AOKYMEHTA;

e JOMKHOCTb, ®. . O. ucnonHurens;

» OTMETKa O KOH(PMAEHLUNATNTBHOCTMW.
B cocrtaB OoONONHUTENbHbLIX CBEAEHUM 06 3NEeKTPOHHOM [AOKyMeHTe MOryT ObiTb
BKIMIOYEHbI CBEAEHNSA: HAMMEHOBaHME aBTOpa AOKYMEHTa (ecnn aBToOp He coBnagaeT
C agpecaHToM (OTnpaBUTENIEM) 3MEKTPOHHOrO AOKYMEHTa), OTMETKa O MepeHoce
CpOKa WCMOMHEHUs [OOKYMEHTa, CPOK XpaHeHusi [OOKyMeHTa, HauMeHOBaHus
NPUNOXEHUN K 3NEKTPOHHOMY [OOKYMEHTY, KIMOYEBbIE CIOBa, CTaTyC AOKYMEHTa
(npoekT, Bepcus), Bu4 nepegadn JOKyMeHTa (3NIEKTPOHHON NOYTON, NOYTON, DaKCOM
nT.4.)uap.
CpoK/M XpaHEeHUs1 SNEeKTPOHHbIX [JOKYMEHTOB COOTBETCTBYHT CpPOKaM XpaHEHMs
AOKYMEHTOB, YCTAHOBIIEHHbIX 3aKoHOAATEeSfIbHbIMA W WHbIMKM  HOPMaTUBHbLIMMU
npaBoBbIMM akTamn PO, TUNOBbIMM NEPEYHAMM ANS aHanoOrM4YHbIX OOKYMEHTOB
Ha BymMaHOM HocuTene.

4. OpraHu3auumsa AOKYMEeHTO0060opoTa U UCMNOSTHEHUSI OKYMEHTOB
4.1. NMpnem n o6paboTKa NOCTyNnaroLWMX AOKYMEHTOB

4.1.1. [BwmKeHne [JOKYMEHTOB C MOMEHTaA WX CO3[4aHuUsA WK NonyyYeHusa
A0 3aBepLleHnst UICNOSHEHUSA UM OTNpaBku obpasyeT JOKYMEHTOO60pOT.

4.1.2. B pokymeHTOO6OpOTE OOpasoBaTeNlbHOW OpraHu3aunm  BblOENATCA
cnegyroume JOKYMEHTOMOTOKN:

a) noctynarowias JoKyMeHTauuns (Bxoasawas);

0) oTnpaBngemMas 4oOKyMeHTaumsa (Mcxogsawas);

B) BHYTPEHHASA OKYMEHTauus.

4.1.3. [octaBka un oTnpaBka [OOKYMEHTOB B oOpasoBaTenbHyl0 oOpraHusauuto
OCYLLECTBIIAETCSA, KaK NpaBusio, CpeacTBaMmn NoYTOBOW M 3NEKTPUYECKON CBA3MN.
4.1.4. [JokymeHTbl, nocTynawuwume B obpasoBaTenbHy OpraHuM3auuto, MNpoxoaaTt
nepBu4Hyt0 06paboTKy, permcTpauumio, npenBapuTesibHoe paccMoTpeHune, nepegadvy
PYKOBOACTBY Ha pacCcMOTPEHME, nepeaarnTca UCMONMHUTENAM W NOCNe UCNOMHEHUSN
nomeLarTcs B gena.



4.1.5. MNpuem 1 nepBnyHaa obpaboTka AJOKYMEHTOB OCYLLECTBIISIETCA OTBETCTBEHHbLIM
3a 0enonpon3BoaCcTBO.

4.1.6. OTBETCTBEHHbIA 3a OENONPOM3BOACTBO MPOBOAMT: MPOBEPKY MNPaBUIIbLHOCTH
afpecoBaHNA NMOCTynarLWmnX JOKYMEHTOB, NPaBUNbHOCTU AOCTABKM U KOMMIEKTHOCTM
AOKYMEHTOB; COPTUPOBKY [OOKYMEHTOB Ha nognexawume W He noanexaiime
permcrpauun.

4.1.7. TMonyyeHHble KOHBEPTbl C KOPPECMNOHAEHUMEN BCKPbLIBAOTCHA, MpPU 3TOM
NPOBEPSETCHA HanNUune BIIOXKEHUN, a TaKKe yKasaHHbIX B OOKYMEHTaX MPUIOXEHUN.
B cnyyae noBpexaeHuUs ynakoBKM W BROXEHWA NMBO OTCYTCTBUS MPUIOXEHUN
cocTaBngeTcs akT B ABYyX ak3emnnsapax. OOuH SK3eMnnsip akTa HanpaBnseTcs
KOPPECNOHAEHTY, BTOPOM NpMobLyaeTcs K NOCTYNUBLUEMY AOKYMEHTY.

4.1.8. OwnboyHo npucnaHHas KoppecnoHaeHUMA nepecblriaeTcs
NO NPWUHaANEXHOCTWN, ecnn M3BeCTeH agpec nonydatens. B npotmBHoM crniyvae
KOppecnoHaeHUMsa BO3BpaLlaeTca oTnpaBuTento.

4.1.9. KoHBepTbl OT NocTynawLen KoppecnoHAEHLMN COXPaHATCA U npunararTca
K AOKYMEHTaM I1lb B TOM Crlyyae, Korga TOSIbKO Mo HUM MOXHO YCTaHOBWUTb agpec
OTNpaBuUTENS UMM KOrda AaTa NoYTOBOrO LUTEMMENs MMEET 3HA4YeHWe B KayecTBe
AokasaTenbCTBa BPEMEHU NOSNTyYEeHUS AOKYMEHTA.

4.1.10. CneunannctomMm He BCKPbIBAOTCA KOHBEPTbI MMCEM C HAAMUCLIO «JTMYHOY». OHN
nepeaarTcsi N0 Ha3HAYEHUIO.

4.2. NpepBapuTenbHOEe pacCMOTPEeHNE JOKYMEHTOB

4.2.1. OTBETCTBEHHOE NULO 3a Oenonpou3BOACTBO MPOBOAUT nNpeaBapuTeribHoe
pacCMOTPEHNE [OKYMEHTOB B LENsX BblAENEHUA M3 BCEr0 MaccuBa MNOCTYNUBLUEN
KOppecrnoHaeHUMn  OOKYMEHTOB, TpeOywuwmx obdas3aTtenibHoro  pacCcMOTPeHUs
pykoBoautenem obpasoBaTefibHOM OpraHM3auni.

4.2.2. OcHoBaHMeM AOnNs MNPUHATUA PpeLlleHuss B Xode npeaBapuTeNibHOro
pacCMOTPEHUSA SABMSETCA cogepXaHue OOKYMeHTa, a He agpecoBaHue [OOKyMeHTa
COOTBETCTBYOLWEMY PABOTHUKY.

4.2.3. PesynbtatoM npeaBapuUTESNIbHOrO pPacCMOTPEHUA SABMSIETCH HanpasneHue
AOKYMEHTa pykoBoamTento obpasoBaTenbHOW OpraHn3aumm Unmn AoOSHKHOCTHOMY Ly
B  COOTBETCTBMM C  YCTaHOBMEHHbIM B  obpasoBaTenbHOW  opraHu3auuu
pacnpegeneHneMm ob6a3aHHOCTEN MexXAy PYKOBOAUTENEM U OOSMKHOCTHbIMU NULaMU
AN BBIHECEHUS YKa3aHUs NO UCMNOSTHEHUIO AOKYMEHTA.

4.3. Peructpauusa oOKyMeHTOB

4.3.1. llepepaya [OOKYMEHTOB Ha pernctpauuio npousBOAUTCHA TOSMbKO Mocre
X NpeaBapuUTESNibHOrO PacCMOTPEHMA.

4.3.2. Peructpaumm noanexar Bce [OOKYMeHTbl, Tpebywlwmne yyeTa, WUCNOSTHEHUS,
MCNONb30BaHNA B CMNPaBOYHbIX LENAX, Kak MNocTynawwmne u3 Apyrux opraHvsauunn
M OT YacCTHbIX nuu, Tak M obpasylwmecs B OeATenbHOCTM obpasoBaTenbHON
opraHmsauum, n perMcTpupyroTcst HesaBUCMMO OT cnocoba nx 4OCTaBKMU.

4.3.3. K pokymeHTaMm, He noAnexaiwum perncrpaumm, OTHOCATCA [OOKYMEHTHI,
He TpeOylLwmne WCMNOMHEHMS WM He coaepXxawme WHdopMaumm, WUCNONb3yeMon
B CNpaBOYHbIX LENsx: npurriacuteribHble, No3apaBuUTesNibHbIE NMUCbMa, TenerpamMmmebl,
OuneTbl, NNaHbl, NPOrpamMmMmbl CEMWHAPOB, KOH(epeHUMn, CUMMNO3NYMOB W OpYyrnx
NogOOHbIX MEpPONPUATUIA, AOKYMEHTbl MO OyxranTepCcKoMmy y4yeTy, martepuarbHO-
TeXHU4Yeckomy obecnevyeHuto, nnaHoBble, PMHAHCOBbIE LOOKYMEHTbI, MocTynawouime
0e3 conpoBOOAMTENBLHONO MNUCbMa, pPeKNaMHble [OOKYMEHTbl, KOMMep4deckue



npeanoXeHus, nedvyaTtHble u3gaHus, YHUPUUMPOBAHHbIE QOPMbI U BnaHku
AOKYMEHTOB 1 Ap.

4.3.4. [JOKyMeHTbl, noanexawime perucrpauumn, pPerncTtpupyroTcs B XKypHane
perncTpaumm BXoOsLWMX AOKYMEHTOB (MpurnoxeHue Ne 7) B AeHb MNOCTynneHuss —
B Criydae noCTynneHuss OOKyMeHTa B paboyee BpeMms; Ha cnegylowui pabounn
AeHb — B Cnyyae T[OCTynfeHuss [OOKyMeHTa B  Hepaboyee Bpewms;
He3ameanMTenbHo — ¢ oTMeTkamun «CpoyHoy, «OnepaTuBHOY.

4.3.5. Ha pokymeHTax, noctynawowmx B agpec obpasoBaTenbHOW oOpraHusauuu,
B HWXKHEM MPaBOM Yriy NMUEBOK CTOPOHbI NEPBOro NMcTa AOKYMEHTa NpoCTaBnseTcs
PErMCTPAUMOHHBIA LWITaMN C yKa3aHMEM AdaTbl U NOPSAKOBOrO pPernctpaumoHHOro
Homepa.

4.4. PacnpepeneHuve NocTtynarolmnx OKYMEHTOB

44.1. Tlocne peructpaumm OOKYMEHTbl nepefawTcss Ha  paccMoTpeHue
pykoBoauTesnto obpasoBaTesibHOM OpraHu3aumn.

4.4.2. lMocne paccMOTpeHust pykoBoguTenem obpasoBaTenibHOM OpraHusaumm
AOKYMEHTbl  BO3BpalLlaloTCsad  OTBETCTBEHHOMY 3a  [enonpou3BoacTtBO, AN
NepeHeceHns YyKasaHun MO WCNOSHEHUID [JOKYMeHTa B XXypHan permcrpauuu
BXOOALMX OOKYMEHTOB. B COOTBETCTBUM C YKazaHUAMMU NO UCMOSHEHUIO NOLSTMHHUK
AOKYMEHTa HanpaBnseTcs pabOoTHUKY, ABNALLEeMYCs OTBETCTBEHHbLIM
NCMOMNHUTENEM, a COUCMOSHUTENSM HanpaBnslTCA KONUU  OOKYMEHTOB (ecnu
NMEIOTCS), O YeM JenaeTcsl OTMETKa B XXypHane perMctpaummn BXoaawmnx JOKYMEHTOB.
4.4.3. DOnNeKkTpOHHble COOOLLEHMsI, MOCbiNaemMble MO  3NEeKTPOHHOM  nouyTe,
MCMNOJSTHAKTCA

aHanorMyHo [OOKyMeHTaM Ha OyMaXHbIX HOCUTENAX C Y4eToM onpeneneHHomn
cneumgunkm B NpoLecce UCNOSTHEHNS.

4.5. TMopspnok o06paboTKM U MNPOXOXAEHUSI UCXOASAWMX U  BHYTPEHHUX
AOKYMEHTOB

4.5.1. lMopsagoKk NoaroToBKM MCXOOSAWMX OOKYMEHTOB BKNoYaeT B ceba paboty
MO COCTaBMEHUIO MPOeKTa AOKYMEHTa, COrnacoBaHWUIo, NOAMNUCaHUIO (YTBEPXKAEHUIO)
N OTNpaBKe.

4.5.2. [1o nepepaym OOKyMeHTa Ha NOAMNUCH UCMOSNTHUTENb OOSHKEH NPOBEPUTL €ro
cogepxaHue, nNpaBUNbHOCTb  OOPMNEHUSA, HanuyMe  HeobxoguMmbIX  BU3
N NpunoxeHun. [OKyMeHT npeactaBnaeTcs Ha nognucb BMeCcTe C MaTepuanamu,
Ha OCHOBAHWUM KOTOPbLIX OH rOTOBUICS.

4.5.3. BHyTpeHHWE [OKYMEHTbl OQOPMIIAIOTCA W UCNOMAHATCA (MCMONb3yTCSA)
B Npeaenax obpasoBaTenbHON OpraHn3aumu.

4.5.4. BHyTpeHHWE [OOKYMEHTbl (JOKMafHble 3anucku, CcrpasBkuM, CBOAKM W Ap.)
paccMmaTpmuBaroTCs TEMU LOIMKHOCTHLIMW ML AMU, KOMY OHW HanpasIieHbI.

4.5.5. OTBeTCTBEHHbIE 3a [OErNonNpoM3BOACTBO Nepea CaayvYen KoppecrnoHOeHLMn
Ha OTNpaBKy [OOSMKHbI 00s3aTeNnbHO MNPOBEPUTL MNPAaBUITbHOCTL €€ OhopMIEeHUs
n agpecoBaHusi. KoHBepTOBaHME KOppPEeCcnoHAeHUMM U OPYrnx  MoYTOBbIX
OTNpaBfeHUn MNPOU3BOAUTCA CTPYKTYPHbIMM nogpasgeneHnsamm obpasoBaTeribHOM
opraHusauyuu.

45.6. Peructpauma oTnpaBnsieMblX [JOKYMEHTOB OCYLUECTBMASETCA B [EHb
Mx nognucaHna  (yTBEpXAeHusl) unMm  Ha  cnegywowmi  paboymi  OeHb.
PernctpaumMoHHbln  HOMep [OOKyMeHTa W fata perncrtpauum npocTasBfsoTCs
Ha NOANMHHMKE OOKYMEHTa B pekBM3nTax bGnaHka v Ha Konuu, ocTallencsa B gene



obpasoBaTenbHOM  opraHusauun. CnpaBo4vHbIM  annapatoM And  UCXOAALMX
AOKYMEHTOB SIBIISIETCS XYypHan permcrpaumm aTux 4OKyMeHToB (NpuroxeHue Ne 8).
457. OtnpaBKky  uUCXOoOQAWMX  OOKYMEHTOB  MPOU3BOOAMUT  OTBETCTBEHHbIN
3a genonpounsBoactBo. CpoyvHasa koppecrnoHaeHumsa odopmMnsaeTca n oTnpaBnsieTca
He3amMeOIMTeSNlbHO OTBETCTBEHHbLIM 3a 4eNnonpon3BOACTBO.

45.8. OTBeTCTBEHHbIN 3a OEeNonpomMs3BOACTBO  NpoBepsieT  NpaBWUSTbHOCTb
0POpPMNEHNA  UCXOAAWMX OOKYMEHTOB, MNPOM3BOAUT COPTUPOBKY [LOKYMEHTOB
no cnocoby [OOCTaBKM KOpPPECNoOHAEHUMM agpecaty (npocTasi, 3akasHas,
MeXxayHapoaHas n ap.). HenpaBusnbHO 0oopMIIEHHbIE AOKYMEHTbI
N KOPPECMOHAEHUMSI HECNY)XeOHOro xapaktepa K OTnpaBKe He MNpPUHUMAOTCS
N BO3BpaLLaTCa Nuuy, NoAroToBUBLLEMY JOKYMEHT.

4.5.9. OTnpaBnsemas no no4yTe KOppecrnoH4eHUNA NPOXoaMT YyNakoBKy, agpecoBaHue,
NpoCTaBfieHne CTOMMOCTW MOYTOBbLIX YCNyr WU nepefady Ha OTNpaBKy B MeECTHOe
oTAeneHne CBA3N.

4.5.10. Ha 3akasHy KOppecCcnoHOEHUMIO, Ha [OOKYMEeHTbl C nomeTkon «[na
CnyXebHOro nonb3oBaHUA» COCTaBMAETCS pPeecTp, KOTOPbIA 3aTeM BO3BpallaeTcs
OTBETCTBEHHOMY 3a [AENfionpomM3BOACTBO C  pacnuckon paboTHMKOB MOYTOBOrO
OTAENEHMS CBA3U UM MHOrO nNuua, obecnevmBatoLero OTnpaBKy AOKYMEHTOB.

4.5.11. lNepepada c ncnonb3oBaHMEM CpeacTB PakCUMUIBHOW CBSA3WN LOKYMEHTOB,
cogepxalwmx cnyxebHy MHMpOPMaUUIO OrpaHMYEeHHOro pacnpoCTPaHeHUs, B TOM
yucne € nomeTkonm «ns  cnyxebHoro NONb3oBaHUS», He paspeluaeTcs.
KaTeropunyeckn 3sanpewjaetca nepefjadya no cpegcream  pakCUMUIBHOW  CBA3U
CEKPETHbIX AOKYMEHTOB.

4.5.12. C ncnonb3oBaHnemMm cpencts akCUMUNbHON CBA3M MOryT ObiTb nepeaaHbl
MaTepuanbl TEKCTOBOro, TabnuyHoro unu rpadunyeckoro xapakrepa, MCNOSHEHHbIE
TMnorpadgCckum, MalLMHOMUCHBIM

MM PYKOMUCHbIM CNOCOB6OM B YEPHOM WM TEMHO-CMHEM LBETE C YETKUM
N KOHTPACTHbIM N306paxXeHNeM (nepBble IK3EMMNIISAPbI UM X KCEpOKonun) Ha Genown
Oymare ¢ MuHMManbHOM BbicOTOM OykB M umcpp 2 mMm. Obbem nepenasaemMoro
B TEYEeHMe OJHOro ceaHca CBA3WN AOKYMEHTa, BbINOMHEHHOro Ha bymare poopmaTta A4,
He JOoSKeH npesbliwaTbh MATU INCTOB.

4.513. OTBETCTBEHHOCTb 3a coaepXaHue uHdopmauuu, nepeagaBaemMomn
C UCMONb30BaHNEM CpeaCcTB (PaKCUMUIBbHOW CBSA3W, BO3naraeTcs Ha MCMNOSNHUTENS,
no4roToBMBLLErO dpakcorpamMmmy 4nsa nepegayn.

4.6. Ocob6eHHOCTN paboTbl C INEKTPOHHBLIMU AOKYMEHTaMu

4.6.1. B obpasoBaTenbHOM opraHM3aunm co3gatoTcs U UCMONb3YHTCA:

¢ AMIEKTPOHHbIE [OKYMEHTbl, CO3JaBaeMble B 3rfeKTPOHHOW dopme ©e3
npenBapuUTENbHOrO AOKYMEHTUPOBAHNA HA BYMaXXHOM HOCUTENE;

* ANEKTPOHHbIE 0Bpasbl AOKYMEHTOB, MOSMyYeHHbIE B pesynbTaTe CKaHUPOBaHUS
AOKYMEHTOB M XPaHSALWMECS B CUCTEME INEKTPOHHOIO JOKYMEHTOobopoTa.
4.6.2. Tllppuem w©n oTnpaBka ONEKTPOHHbIX [JOKYMEHTOB  OCYLLECTBMAITCA
OTBETCTBEHHbIM 3a BeeHue 4enonpon3BoacTsa B obpasoBaTesibHOM opraHmM3aunu.
4.6.3. JnNeKkTpoHHble OOKYMEHTbl co3fdalTcd, obpabaTbiBalOTCA W XpaHATCA
B CUCTEME 3IEKTPOHHOIo AOKyMeHToO60opoTa obpasoBaTenbHON OpraHn3auum.
4.6.4. ONEKTPOHHbLIN OOKYMEHT [O/MKeH OblTb odopMnieH no obwum npasunam
AernonponsBoAcTBa W UMETb pPEKBU3UTbI, YCTAHOBSIEHHbIE AN  aHanOrm4yHoro
AOKYMEeHTa Ha OymaxHOM HocuTene, 3a WUCKIYEHMEM OTTMCKa nedyatu
n nsobpaxeHus focygapcteeHHoro repba PO.



4.6.5. Ons noaTBEpPXAeHNS NO4NUHHOCTH 9NIEKTPOHHbIX  JOKYMEHTOB
B obpasoBaTenbHON OpraHM3aunmn UCMNONb3YHTCA 3NEKTPOHHbIE LMpoBblE NOANUCH.
Mcnonb3yemble cpeactBa  3MEKTPOHHOM  UMPpOBOM MOANUCKM  OOSKHbI  ObITb
cepTUdunLUMpoBaHbl B yCTAaHOBITIEHHOM MOPSAKe.

4.6.6. EQgMHMUeEn yyeTa 3feKTPOHHOro JOKYMEHTa SBMSETCS ONEKTPOHHbIN JOKYMEHT,
3aperncTpmpoBaHHbIN B cucteme 3NIEKTPOHHOIO AOKyMeHToobopoTa
obpasoBaTenibHOM opraHnsaumn. ONEKTPOHHbIN AOKYMEHT, UMEIOLNN NPUNOXKEHWS,
PErMCTPUPYETCS KakK OANH OOKYMEHT.

4.6.7. llocne oTnNpaBKM 9NEKTPOHHOrO [OOKYMEHTa, 3aBEPEHHOro 3NEeKTPOHHOWN
NOANUCBbI0 YNONMHOMOYEHHOr0 AOSMKHOCTHOrO nuua, AOCbINKM agpecaTty ero Konumu
Ha OymMaXHOM HOcuUTEne, Kak npaBuno, He TpebyeTcs, 3a WUCKMYEHNMEM OTBETOB
Ha obpaLLeHus rpaxgaH, NOCTYNUBLLNX no MHGOPMaLUOHHO-
TeNeKOMMYHUKAUMOHHBIM KaHanam, Ha KOTopble 3asBUTent0 OaeTcd MUCbMEHHbIN
OTBET, HanpaBnsieMbli N0 NOYTOBOMY agpecy, YkazaHHOMY B obpalleHuu.

4.6.8. WcnonHeHHble 3NEeKTPOHHblE [OOKYMEHTbl CUCTEMaTU3UPYIOTCA B Jena
B COOTBETCTBMW C HOMeHKnatypon pgen obpasoBaTenbHOW  opraHuM3auuu
N WHOEKCUPYIOTCA B MNOPSIAKE, YCTAHOBMIEHHOM B OTHOLWUEHMM O€n, COCTaBIIEHHbIX
N3 OOKYMEHTOB Ha OymMaxHOM Hocutene. [lpu cocTaBneHuMM HOMEHKNaTypbl Aen
B 3aroflI0BOK Aiefia BKIIoYaeTCs yKasaHue « ANEeKTPOHHbIE AOKYMEHTbI».

4.7. UudpopmaumoHHasa 6e30nacHOCTb

4.7.1. VIHopmauMOHHbIE pecypcbl oOpasoBaTesibHOM oOpraHuM3auuu no JocTyny
(BO3MOXHOCTM WUCMONb30BaHUS) NMoApas3gensiTca Ha OTKPbITY (06WeaoCTynHYH)
NHpopMaumto,  cnyxebHyro  mHpopmMauuio 1M MHGOPMAaUUIO  OrPaHUYEHHOrO
pacrnpocTpaHeHuns (gocrtyna).

K kateropum OTKpbITOM WHMpOpMaLMKU OTHOCUTCA WHdOpMauus, coaepxawasaca
B AOKYMeHTax u 6asax faHHbIX oOpa3oBaTeribHOW opraHu3auuu, HenocpeacTBEHHO
3aTparvBaroLlas npasa u MHTepeChl rpaxkaaH.

K kaTteropumn cnykebHon wuHpopMauum OTHOCUTCA WHGOpMauus, coaepaliadcs
B JOKYMeHTax u 6asax AaHHbix obpasoBaTenbHOW opraHu3auuu, npeaHasHavyeHHas
ANS  OOMMKHOCTHBIX JMy M paboTHMKOB 0OOpasoBaTenbHOM OpraHusaunn, npu
BbIMOSIHEHMM MMM CBOUX (PYHKUMOHAmNbHbIX 00A3aHHOCTEN, He 3aTparvearollas
HanpAMyl0 npaBa W WHTepecbl TIpaXdaH W He OTHOCALWAACA K KaTeropuu
OrpaHM4YeHHOro pacnpocTpaHeHus (goctyna).

K kateropun mnHgopmaumm orpaHU4eHHOro pacnpocTpaHeHus (4ocTyna) OTHOCUTCS
MHpopMaums, copepxawadacs B [[OKYMeHTax W ©0asax [aHHbIX, BKAOYaroLas
cBefeHus

KOH(pnaeHumnaneHoro xapakrepa.

Bcs nHdopmaums, cogepxallascs B AOKyMeHTax u 6asax gaHHbIX obpasoBaTenbHON
opraHmsauuu, no yMoSyaHuo SBNAeTCs OTKPbITOM M obuwenoctynHoun. VcknioyeHme
cocTaBnseT MHpopmaums, OTHECEHHast K KaTeropusiMm criykebHonm u orpaHUYeHHOro
pacnpocTpaHeHus (gocrtyna).

4.7.2. [loctyn nonb3oBaTtenen K MHGopMauuum OrpaHMyYMBaEeTCA NyTEM OTHECEHUA
MHoOpMauMM K  COOTBETCTBYIOLLEN KaTeropyum W  HaroXeHuem Ha  Hee
COOTBETCTBYWOLEro rpudpa  orpaHnYeHust  pacnpocTtpaHeHuda.  MHdopmaums
orpaHn4yeHHoro goctyna cHabxaetcs rpudom «nsa cnykeOHoro nosib30BaHUsS».
[MpaBOM OTHeCeHUa MHopMaLMK K KaTEropum orpaHMYeHHOro 4OCTyna U HanoXeHus
COOTBETCTBYWOLWEro rpudga obrnagaer aBTop [AOKyMeHTa Mo  COrfnacoBaHuIo
C pykoBogutesniem obpasoBaTesibHOM opraHM3aunu.



[oKyMeHTMpoBaHHaA MH(OpMaUUA OrpaHUYEeHHOro pacnpocTpaHeHus 6e3 caHKumm
AOJTHKHOCTHOrO Nnnua, YCTaHOBUBLLETO PEXUM OrpaHUYEeHHOro pacnpocTpaHeHnsa ans
AAHHOrO  OOKYMEHTa, He  NoAnexuT  pasrfnaweHuto  (pacnpoCTpaHEHUIO).
lNMpenoctaBneHne nonb3oBaTensam 4OCTyna K JaHHOW MHOopMaLnK OCYLLECTBNAETCS
NCKIMIOYUTESTbHO MO COrnacoBaHMio C YkadaHHbIM A0SHKHOCTHBIM NIMLOM NyTEM nodaudu
COOTBETCTBYIOLLEN 3aABKN.

[OMKHOCTHbIE nuua, NpuHABWINE peweHne 06 OoTHeceHun urHdopmaumn,
3a(puKCNpPoOBaHHOM B [OKYMEHTE, K KaTeropum OrpaHuYeHHOro pacrnpocTpaHeHus,
HEeCyT OTBETCTBEHHOCTb 3a OODOOCHOBAHHOCTb MPUHATOrO peleHuss u  ero
COOTBETCTBME OENCTBYIOLLLEMY 3aKOHOAATENLCTBY.

4.7.3. JInyHble KapTOYKM pabOTHMKOB, TPYAOBbIE KHWXKM pPabOTHMKOB, MpUKasbl
MO JINYHOMY COCTaBY AOJSMKHbI XPaHUTBLCA B cendpe unm B B MeTansiM4yeckom Lwkagy.
BrnaHkn TpygooBbIX KHWXKEK MO Mepe HeobXOoAMMOCTU BblOAKTCA OTBETCTBEHHOMY
nmuy KagpoBow cnyxbbl. 3anucn B TPyoOBOW KHWXKKE MOAMNUCbIBAET PyKOBOAUTENDb
kagpoBon cnyxbbl OO. Y4yeT, xpaHeHue M Bblgayy 651aHKOB CTPOronM OTYETHOCTW:
AUNSIOMOB, BKNagbllen K HAM, CBUOETENbCTB, YOOCTOBEPEHU BedeT 3aMecTUTENb
avpekTopa. bnaHkn xpaHaTcsa B cendgoe.

4.7.4. YcTaHoBKa W 3Kcnnyatauus nporpamMmMHoOro obecneyeHus, MnosyyYeHHOoro
n3 noodbIX
MCTOYHMKOB W  BbINOJTHAKOLWEro (PyHKUMW, He CBSA3aHHble HenocpenCTBEHHO
C BbINOSIHEHMEM PabOTHMKaAMMU CBOMX AOSMKHOCTHbIX O06A3aHHOCTEN, KaTeropuyecku
3anpeuyeHa.

4.7.5. Bca npencraBrneHHas B 3EKTPOHHOM Buae MWHQopmaumsa, nocTtynaroLlas
B obpasoBaTenbHyl0 opraHuM3auuio, B ob6a3aTenbHOM Mopsiake NOLNEXUT MNpoBEPKe
aHTUBUPYCHBIMU CpeLCTBaMM.

4.7.6. ONeKTpoHHada no4yta MOXET UCMNOoNb3oBaTbCs MNOSfib30oBaTENAMU TOSMbLKO A4
obmeHa wvHpopMaumnen, OTHOCALLENCS K KaTEropum OTKPbITOM U CRyXebHOoM.
3anpeweHo MCnonb3oBaTb 3ANEKTPOHHYKD MOYTYy And nepedaydn  MHgopmauuuy,
OTHOCSILLLENCSA K KAaTEropum orpaHNYeHHOro pacnpoCcTpaHeHuns.

5. KoHTponb 3a ucnonHeHMemMm AOKYMEHTOB
5.1. OpraHusauus KOHTpons

5.1.1. KoHTponio nognexart BCe 3apermcTtpupoBaHHble [OOKYMEHTbl, Tpebywouime
NcnonHeHusi. KOHTPOSib WCMOSIHEHUA [OOKYMEHTOB BKISOYaET: y4eT, MNOCTaHOBKY
Ha KOHTPOSb, KOHTPOSIb CPOKOB MCMOJSIHEHWUSA, HEMOCPEeACTBEHHYK MNPOBEPKY XoAa
NCMOSHEHUS], MPOBEPKY KayecTBa UCMNOMHEHUS, aHanu3 pe3ynbTaToB NCMNOMHEHUS.
5.1.2. KOHTporb 3a WCNOMHEHWEM [OOKYMEHTOB YyCTaHaBfMBaeTCa B Lensax
obecnevyeHnss UX CBOEBPEMEHHOINO W KaYeCTBEHHOIO WCMOSIHEHUS, MNOBbLILEHNSA
YPOBHS OpraHM3aTopckom paboTbl U UCMONMHUTENBCKON ANCLUMNINHDI.
5.1.3. llpn nocTtaHoBKeE [OOKYMEHTA Ha KOHTPOSIb Ha MpaBOM BeEPXHEM Mosie
AOKYMEHTa Aernaetcs OTMETKa O KOHTpore, KOTopyto 0603HavatoT CrioBOM (LUTAMMOM)
«KOHTPOSb»
5.1.4. KoHTponio nognexaT npuKasbl, pelleHUs COBETOB, a TaKXe [OOKYMEHTb,
nocTynawLwme Ha UMsi pykoBoamuTernsi obpasoBaTenbHON opraHnsaumm.
OpraHusaumsa KOHTPOSSt UCMONMHEHUS BKOYaEeT B cebsi:

« MOCTAHOBKY JOKYMEHTa Ha KOHTPOIb;

e MOHUTOPWHI UCMOSTHEHNA KOHTPOSTbHbLIX NOPYYEHUA OOKYMEHTOB;

e CHATME NCNOMHEHHOro AOKYMEHTAa C KOHTPONS;

 HaNpasfieHNe UCMONHEHHOrO JOKYMEHTa B Aeno.



5.1.5. PykoBogutenu CTPYKTYpHbIX nogpasgeneHnn obssaHbl paccmatpmBaTthb
COCTOSIHNE  UCMOSTHUTENbCKOM OUCUMMANHBLI MO  OOKYMEHTaM C MNopyvyeHUamu
agMUHUCTpaunn obpasoBaTenbHON OpraHM3aunn, a Takke AOKYMEHTbI, MOCTYNMBLUME
B agpec CTPYKTYpHOro nogpasgeneHvsa u Tpebyowme MCNosIHEHNA U NOATrOTOBKM
oTBeTa.
5.1.6. [OKyMeHT cuuMTaeTcss WCMNOSIHEHHbIM, KOrga peLlleHbl OKOH4YaTeNbHO BCe
NOCTaBIIEHHbIE B HEM BOMPOCHI 1 COBNIOAEHbI CneayoLme CPoKK:

e ECNN B OKYMEHTE NOCTaBMEH CPOK UCMOMHEHNS — B YKa3aHHbIN CPOK;

o JOKYMEHTbI 6€3 yKka3aHuUs CpoKa UCMOSTHEHNS — B MECSYHbIN CPOK;

e €CNN B JOKYMEHTE NMEETCS NOMETKA KCPOYHO» — B TPEXAHEBHbIN CPOK;

« OpyYeHuns 6e3 ykaszaHnsa KOHKPETHOW AaTbl UCMONTHEHNS — B MECHAYHbIN CPOK;

 C MOMETKON «onepaTtnBHO» — B 10-AHEBHbIN CPOK;

N0 oObpaweHnam rpaxgaH, Tpebylwmnum OOMONHUTENBHOIO  U3yYeHus
N NPOBEPKN, — A0 OOHOro MecsiLia co AHS perncrpauum, no octanbHbiIM — He bonee
15 gHewn.
Cpok ncumcnseTtcs B KaneHgapHbIX OHSX € AaTbl NOANNCaHUA OOKYMEHTA.
Ecnn nocnegHuin geHb UCMOMNHEHUS OOKYMEHTa NPUXoguTCca Ha Hepaboumn OeHb,
OH MOANIEXUT UCMONHEHMIO B NpeALLeCcTBYOWNN eMy pabounin AeHb.
Mpn HeobxoaAUMOCTM NPOANEHUSI CPOKa WCMOMHEHUS [OKYMEHTa OTBETCTBEHHbLIN
NCNONHUTENb NpeacTaBndeT Ha UMA pyKoBoauTens obpasoBaTenibHOM OpraHu3aunm,
AaBLUEro nopyvyeHne, MOTUBMPOBAHHYO NPOCbOY O ero NpoafneHnun He No3gHee Yem
3a TpU OHA OO UCTEYEeHNA YCTaHOBMEHHOrO CpoKa, C YeM CBOEBPEMEHHO nepeaaeTcs
NHOpMaUMs B NPUEMHYIO pyKoBOAUTENA obpa3oBaTesibHOM OpraHu3aunu.

5.2. MopAanoK CHATUA AOKYMEHTOB C KOHTPOSA

5.2.1. [JOKyMeHTbl CHMMAKTCA C KOHTPOMHA, €ClnM pPelleHbl MOCTaBfieHHble B HUX
BOMPOCHI UK aBTopam AaH OTBET NO CyLLECTBY.

[MpomMeXyTOYHbIA OTBET, PaBHO KakK WM 3anpoc MO WUCMOSIHAEMOMY [OOKYMEHTY Win
YaCTUYHOE WCMOSIHEHME TMOPYYEeHUsl, He SBMAETCS OCHOBaHMEM [ONA NPU3HaHUS
AOKYMEHTA UCMNOSTHEHHbIM.

5.2.2. CHATb AOKYMEHT C KOHTPOSisi MOXET TOSbKO AOSHKHOCTHOE nuuOo, KOTopoe
NOCTaBWUIIO €ro Ha KOHTPOIb.

5.2.3. OcHoBaHMEM [ONS CHATUA C KOHTPOSIA [AOKYMEHTOB C MNOPYYEHUSAMMU
pykoBoauTensi obpasoBaTefibHOM OpraHusauuMmM SBRsieTCA OOKYMEHT — OTBeET,
NoaNUCaHHbLIN pykoBoaUTenem obpasoBaTesibHOM opraHusauuu, ero 3aMecTuTesnem,
nnbo cnpaska 06 UCNONMHEHUN OOKYMEHTa 3a NOANUCHI0 PYKOBOAMTENS CTPYKTYPHOro
nogpasgeneHus.

6. Y4yeT 1 XpaHeHue nevyaTteu, WUTaMmnoB U GraHKoOB

6.1. ObgasaTtenbHOMY Yy4yeTy noanexaT BCe BuAbl Neyaten U wwTamnos, 6GraHku
CTPOron OTYETHOCTW, KOMaHOUPOBOYHLIE YOOCTOBEPEHUS, CNYyXeOHble 3agaHus,
TPYAOBbIE KHUXKKM.

6.2. Y4yeT Bcex neyaten v WITaMmnoB, UMerLnXcs B obpasoBaTenbHON opraHm3auum,
BeJeTCH B cneumanbHOM XypHane (npunoxeHune Ne 9).

6.3. XKypHanbl y4yeTa BKIOYaKTCA B HOMEHKNATypy Aen. JIMcTbl Mx HymepylTcs,
NPOLLUMBAKOTCA M OneYaTbiBaloTCS.

6.4. [NleyaTn n WTaMnbl OMKHbLI XPaHUTLCA B cendbax unn metanindecknx wkadgax.
6.5. OTBETCTBEHHOCTb 3a XpaHEHWe W MCNOoSib30BaHWE MeyaTen, LTamMrnoB HecyT
nnua, OTBETCTBEHHbIE 3a BeeHue 4enonpon3BoaCcTsa.



6.6. YHU4TOXEHMEe BnaHKOB NPOU3BOAUTCS MO akTy C OTMETKOM B COOTBETCTBYHOLLNX
XypHanax yyeta.

6.7. NevyaTn N WTaMnNbl YHUYTOXAKOTCA MO aKTy.

6.8. llpoBepka HanmuumMa neyaten, WTaMnoB M 6OMNaHKOB, a Takke nopsaka
NX XpPaHEHUA W UCMNOSb30BaHUS MPOU3BOAUTCA KOMWUCCUEW HE pexe OOHOro pasa
B KaneH4apHoro rog o4HOBPEMEHHO C MPOBEPKOMN COCTOAHUS AeSIoNnpon3BoaCTBa.

7. CocTaBneHue HOMeHKNaTypbl gen

7.1. HomeHknatypa Oen — CUCTEMaTM3UPOBAHHLIM MepeyeHb 3arofioBKOB [efl,
3aBOAMMbIX B 06pa3oBaTeNbHON OpraHu3aumn, C yKkasaHMEM CPOKOB MX XPaHEHus,
O0hOPMIIEHHbIV B YCTAHOBIEHHOM MOPSIAKE.

7.2. HomeHknaTypa pgen npegHasHadeHa [gnsi rpynnupoBKM  UCMOJSTHEHHbIX
AOKYMEHTOB B [fena, cuctematmsauuMm W ydeTa [fen, OonpeaeneHns CpokKoB
NX XpaHEHNS N ABNSAETCA OCHOBOW AN dOPMUPOBaAHUS ANl U COCTaBfeHUs1 Onucen
Aen, OOKYMEHTOB, OMNMUCEN 3NEKTPOHHbIX AOKYMEHTOB MOCTOSIHHOrO U BPEMEHHOrO
(cBblwe 10 neT) XxpaHeHusi, B TOM 4YUcne Mo fIMYHOMY COCTaBy, a Takke Ans ydeTa
aen BpemeHHbIX (4o 10 neT BKIOYMTENBHO) CPOKOB XpPaHEHMS.

7.3. HomeHknaTypa gen coctaensieTca Ha GymaxxHOM HocuTene. HomeHknatypa gen
BKMOYAETCA B CUCTEMbI 3NIEKTPOHHOIO AOKyMeHToobopoTa (manee — C3[)
N B CUCTEMblI XPaHEHUS1 SNEKTPOHHbIX OOKYMeHTOB (ganee — CX3[l) B kayecTtBe
CrpaBOYHMKA, HA OCHOBAHWM KOTOPOrO OCYLLECTBASIETCA cucTemMaTtum3aumss u ydvet
AOKYMEHTOB, a TaKkke WX MeTagaHHbix. CO[ p[omkHa ycTaHaBnvBaTb CBSA3b
AOKYMEHTa C WHOEKCOM fJdena B COOTBETCTBUM C  HOMEHKNaTypon gen
obpasoBaTenbHOM opraHmsaumn. HomeHknatypa gen Bkniovaetca B C34 n CX3[
He nos3gHee OgHOro Mecsua co gHa ee  yTtBepxaeHusi. OTBETCTBEHHbIMU
3a BKNYeHuMe HomeHknatypbl gen B C3O mn CXOLO sBNsATCA OTBETCTBEHHbIN
3a [0enonpou3BOACTBO M OTBETCTBEHHbIN 3a KOHTPONb  (YHKLUMOHMPOBAHUSA
3NEKTPOHHOro OKYMeHToobopoTa.

7.4. HomeHknatypa pen obpasoBaTenbHOW oOpraHu3aumm (ganee — CcBOAHas
HOMEHKNaTypa Aerfl) COCTaBNsieTCA Ha OCHOBE M3YyYeHUs1 cocTaBa M coaepKaHus
AOKYMEHTOB, 06pa3yloLmxcs B AeATeNbHOCTU obpasoBaTenbHON opraHm3aunn. Mpu
COCTaBMNEHUN CBOOHOM HOMEHKMaTypbl Aen yYuUTbIBAKOTCA ycTaB obpasoBaTernibHOM
opraHmsauum, NosIoKEeHUs O CTPYKTYPHbIX NogpasfderieHunsax, LWTaTHoe pacnucaHue,
nnaHbl U OTYETbl 0 paboTe, NepeyYHn AOKYMEHTOB C YKadaHMEM CPOKOB UX XPaHEHUS,
HOMEHKNaTypbl AeN 3a NpeLlecTBYOLWMNE KaneHgapHble rogbl.

7.5. CBogHasa HOMeHknaTypa pgen coctaBnsetrcss paboTHUMKOM, Ha3HaYeHHbIM
npuKasomMm pykoBoauTens obpasoBaTenbHOW opraHM3auumn (ganee — OTBETCTBEHHbLIN
3a coCTaBNeHne CBOLHOM HOMEHKNaTypbl Aen).

7.6. CBogHasi HOMeHKNaTypa Aen Ha NpeacTosimMiA KaneHaapHbl rog CocTaBrisieTcs
B MocrnegHeMm KBapTane Tekywero roga. B KoHue kaxgoro kaneHgapHoro roga
CBOAHAs HOMEHKNaTypa gOen YyTBepxaaeTca pykoBoauTenem obpasoBaTeribHOM
opraHmMsauum unm ero 3amecTuTenem, KOTopomy AenermpoBaHbl TakMe NOSTHOMOYMS
Nprvkasom obpasoBaTefibHON OpraHu3auuu. YTBEepXAeHHas CBOoAHasi HOMeEHKNaTypa
Aen BBOAUTCS B AeNCTBME C 1-ro ssHBapsi cneayoLwero kaneHgapHoro roaa.

7.7. B cnyyae HeobxoAMMOCTM BHECEHUA B CBOOHYIO HOMEHKNATypy Aen
3HaAYNTENDbHbBIX N3BMEHEHMI OHA NoANeXnUT nepepaboTke. MIameHeHus yTBepxaatTcs
NPUKaA3oOM WNNU KOPPEKTUPOBOYHbIM JNiucTtoM (npunoxeHne Ne 10). Hebonbuwne
N3MEHEHNS BHOCATCSH B YTBEPXAEHHbIN paboymnii 9K3eMnnisp CBOAHOM HOMEHKNATYpbI
aen.



7.8. CTpyKTypHble nogpasgeneHus exerogHo, He nosgHee 30 HoA0OpA Tekyuwlero
KaneHg4apHoro roga COCTaBndAlT HOMEHKNaTypy Aen CTPYKTYPHOro nogpasneneHus
N NPeacTaBnsAlT €e OTBETCTBEHHOMY 3a COCTaBIIEHME CBOAHOW HOMEHKNATypbl Aen.
HomeHknaTypa [gen CTPYKTYpPHOro noapas3genieHns  COCTaBnsieTCs  NULOM,
OTBETCTBEHHbIM 3a BeJeHWe [erionpomn3BoACTBa CTPYKTYPHOro noapasneneHus,
COrnacoBbIBAeTCs C  3KCNEPTHOM  KOMUCCUMEW  CTPYKTYpPHOro noapasgeneHus
N NoANUCbIBAETCS PYKOBOAUTENEM CTPYKTYPHOro nogpasaeneHus.

7.9. BHOBb coO30aHHOe CTPYKTyYpHOe nojgpasfeneHne B  MECSYHbIA  CPOK
paspabaTbiBaeT HOMEHKNATYpy Aen CTPYKTYPHOro nogpasgeneHus u npeacrasnser
ee OTBETCTBEHHOMY 3a COCTaBfIEHME CBOAHON HOMEHKNATYpbl Aen.

7.10. HomeHknaTypa gen CTPYKTYpHOro nogpasgesieHns n ceogHad HOMeHKnaTtypa
Aen cocTaBnAwTca No opme, ycTtaHoBNEHHON [NpaBnnamu opraHMsaunm XpaHeHus,
KOMMMNEKTOBaHMS, ydeTa W MCNONb30BaHMA AOOKYMEHTOB ApxuBHOro doHga PO
N OPYrMxX apXuBHbIX AOKYMEHTOB B FOCYJapCTBEHHbIX OpraHax, opraHax MeCTHOro
cCamMoynpaBrfieHUss W opraHuMsauusx, YTBEpPXAEHHbIMW npukasom PocapxmBa
oT 31.07.2023 Ne 77.

7.11. HomeHknatypa gen nogpasgensietcs Ha pasfenbl, KOTopble pacnonarakoTcs
B COOTBETCTBUM C YTBEPXAEHHbIM LUTATHbIM pacnucaHnem obpasoBaTenbHON
opraHusauuu. HassaHuaMuM pasgenoB HOMEHKNaTypbl AeNn SABNATCA HAaMMEHOBaHMS
ee CTPYKTYPHbIX NogpasaeneHuni unm HanpaeneHnsa 4esaTenbHOCTH.

7.11.1. B rpade 1 HOMeHKnaTypbl Oen MNpPOCTaBMSATCA MHOEKCbl KaXOoro nena,
BKITHOYEHHOro B HOMeHKnaTypy. ViHaekc gena coctouT m3 umdpoBoro o6o3HayveHus
M3 LWITATHOrO pacnucaHus obpasoBaTefnibHOM opraHusauuu (koga) U nopsiAKoBOro
HOMepa 3arosfioBka gena no HomeHknartype. Mingekcol gen o6o3HavaroTca apabckmmm
undpamun. Hanpumep: 12-05, rge 12 — obosHauveHne (kog), 05 — nopsgkoBbIN
HOMep 3arosioBka Aeria B pasfene HOMeHKnaTypbl gen.

B HomMeHknaType QOen COXpaHATCA OAWHAKOBbIE WHAEKCHI Ans OAHOPOAHbLIX
N nepexogawmx gen.

7.11.2. B rpacbe 2 HOMeHKnaTypbl gen NponucbiBalOTCA 3arofioBkM Aen. 3arofioBoK
aena 4yetko, B 0606LWeHHON dopme OTpaxaeT OCHOBHOE coAepXaHue U cocTaB
AokymeHToB pAena. OcHoBOWM AN HaMMeHOBaHWA (3arofioBka) Aen SABNSAKTCA
BOMPOCHLI, OTpaxawwue 3agadym u  QyHKuMn obpasoBaTenbHON OpraHu3aunu.
HavmeHoBaHMA  [OMOMHAKTCA  yKasaHMEM poda  3aBoAMMOro  gena  wunu
pPa3HOBUAHOCTM OOKYMEHTOB (MOCTaHOBMEHUS, NpuKasbl, NPOTOKONbI U T. A.). Ecnu
Aeno, BKIKOYaemMoe B HOMEHKNaTypy Aefl, COCTOMT M3 OOWHAaKOBbLIX BWAOB Wn
pa3HOBMAHOCTEN  OOKYMEHTOB, B  3arofloBKe Takoro [fena YykasblBaeTcs
HauMeHOBaHWEe BWOOB [OOKYMEHTOB, Hanpumep «[llpukasbl NO  OCHOBHOM
aeaTenbHoCcTU». He gonyckaetcs ynotpebrneHve B 3arofnoBke Aeria HEKOHKPETHbIX
dopMynMpPOBOK («pasHble Martepuanbly, «obwas nepenucka», «uUcxopsLas
nepenucka», «BXOAsLWME [OOKYMEHTbI»), a TakkKe BBOAHbIX CNOB, CIOXHbIX
CUHTaKcuyecknx obopoTtoB. He ponyckaetca ynoTpebneHve cokpalweHHbIX CroB
HaNMEHOBAHUN TEPPUTOPUArnbHbIX OPraHOB MCMNOSTHUTESNIbHOW BRACTU, YYPEXOAEHUN
N opraHmnsauum, Kpome odmumnanbHO YCTaHOBIEHHbIX coKpalleHnin. Ecnn geno 6yaet
COCTOSITb M3 HECKOSIbKMX TOMOB WMKN 4YacTen, TO COCTaBMsieTCs OOLMA 3aronoBOK
aena, a 3aTemM nNpu HEOBXOOMMOCTN COCTaBNAKTCA 3arofloBKM KaXkgoro Toma (4acti),
YTOUHSAOLME coaepXaHMe 3arofioBka gena.

Mopagok pacnosfiokeHus 3arofiloBKOB [[en BHYTPUM pasfenoB W noapasnenos
HOMEHKNaTypbl AeNn onpeaenseTcs CTENEHbI BaXXHOCTU LOKYMEHTOB, COCTaBMSAOLLNX
aena, n nx B3auMMocCBA3bi0. BHayane pacnonaratoTtcs 3aronioBkyM Aeri, cogepkalimx
OopraHmM3auuoHHO-pacnopsanTenbHy0  AOKyMeHTauuwo. [anee  pacnonaratoTcs
3arofioBKM gen, cogepalumx niaHoBble U OTYETHbIE AOKYMEHTLI U T.4.



Mopagok pacnosiokeHus 3arofioBKOB [[en BHYTPUM pasfenoB W noapasnenos
HOMEHKNaTypbl Aen onpeaeniaeTca CTENEHb0 BaXXHOCTU JOKYMEHTOB, COCTaBSIAOLLMX
aena, n nx B3aMMocBs3blo. B Hayane pacnonaratoTca 3aronoBku Aen, coaepKalmx
OpraHM3aunoHHO-PACcNoPSAANTENBbHYIO  OOKYMEHTauumto. 3aronoBku gen  MoryT
YTOYHATBLCA B NpoLecce hopMnpoBaHus U opopmMmneHus aern.

B HomMeHKknaTypy Oen BKMOYalTCHA Takke Aeria, He 3aKOHYeHHble NPOM3BOACTBOM
Aena npownbix neT (nepexogswme).

7.11.3. 'pacha 3 HOMeHKNaTypbl Aen 3arnofiHAeTCS B TedeHne KaneHgapHoro roga —
npu dopMnpoBaHNUM HOBOro Aena, npu 3akpblTUM dena UM MNo  OKOHYaHWUK
KaneHgapHoro roga.

Mo poctmkeHmn genom obvema B 250 nMCTOB, TOM 3aKpbiBaeTCA N OTKPbIBAETCS
HOBbIM TOM. B rpade nocnegoBaTesibHO yKasblBalOTCA HOMepa TOMOB M KpanHue
AaTbl JOKYMeHTOB Kaxaoro Toma. Hanpumep «T1 — 11.01.2024-30.06.2024, T.2. —
01.07.2024-30.12.2024 ».

ONEeKTPOHHbIE Jerla Ha TOMa He pasgensatTtcs. Bce anekTpOHHble [OKYMEHTHI,
He3aBMCMMO OT UX 0ObeMa, BKITHOHAKOTCSA B OOHO 3fIEKTPOHHOE Aero.

7.11.4. B rpacbe 4 ykasblBaeTCs CPOK XpaHEHUA deria, Homepa crtaTen no TUMNoBOMY
NNM BEOOMCTBEHHOMY nepeyHto, doeaepanbHOMY 3aKOHY UMM MHOMY HOPMaTUBHOMY
NpaBOBOMY akTy, a Npu Ux OTCYyTCTBMM — MO TUMOBOW UMM NPUMEPHON HOMEHKNaType
aen.

7.11.5. B rpade 5 ykasbiBalOTCA ykasblBalOTCA OCOBEHHOCTM (hopmMMpoBaHUA aena
N BMO HOcUTens MHdopmauun. B Tom 4ducne B rpade oTpaxarTcs crneuunanbHble
CPOKW XpaHeHusi gen, NpOoCTaBrslTCAa OTMETKM O 3aBefeHun gen (B TOM 4ucne
B 3MEKTPOHHOM BMAE), O BbIAENEHUM AN K YHUYTOXEHWUIO MO WUCTEYEHUM CPOKOB
NX XPaHEHUsl, O MEeCTe XpaHEeHWs MNOASIMHHUKOB AOKYMEHTOB, O nepefaye nen
B APYryt0 opraHu3aumio ans npoaoshKeHna BegeHns n ap.

B rpadhe pgenaotca oTMETKM O nNepexogswmx gefnax ¢ ykasaHMem CTaporo WHAEKca
aena B cnyyae ero nameHeHusi. Hanpumep «lepexogsauwee ¢ 2024 r. B 2024 —
2028 rr. — a. 2-2-11».

Mo pgenam, KOTOpble MO KaKMM-NMOO MpuyYMHam B TeYEeHWe KaneHgapHoro roga
He 3aBogunucb, B rpade «lMpumevaHne» HOMEHKNaTypbl Oen genaeTcd 3anucb —
«[deno He 3aBogunocky. [pn aTtom B rpade 3 NnpocTaBnsaeTcsa NPOYEpK.

7.12. o OKOHYaHMM KaneHgapHOro roga B KOHUE HOMEHKNnaTypbl Aen genaeTtcs
NTOroBasi 3anuCb O KaTeropuax W KonuyecTBe [fen, 3aBedeHHbIX B TeKyLlem
KaneHgapHoMm rogy. B uTOroByto 3anucb CBOOHOW HOMEHKNATypbl OEn CBeAEeHUs
BHOCATCA Ha OCHOBAHWW [AaHHbIX, NepefaHHbIX M3 CTPYKTYPHbIX nogpasgeneHun
obpasoBaTenbHON opraHM3auun.

8. PopmupoBaHume n ohbopmneHue gen

8.1. ®opmupoBaHue pgen — TPYNnMPOBKA WCMNOSIHEHHbLIX [OOKYMEHTOB B Jerna
B COOTBETCTBUN C HOMEHKNATYpPOW Aen U cucTtemMaTtmsauus JOKYMEHTOB BHYTPU Aena.
8.2. [ena B ob6pasoBaTenbHON oOpraHu3aunn QOPMUPYIOTCA B CTPYKTYPHbIX
nogpasaeneHusx.

8.3. WcnonHeHHble OOKYMeHTbl JOimkHbl B 10-OHEBHbIM CPOK caaBaTbCA
MCMONHUTENEM  nuuy, OTBETCTBEHHOMY 3a  BedeHue  Oernonpou3BoacTBa
B CTPYKTYPHbIX nogpasgeneHunax, ona dopmupoBaHna ux B gena. Homep fgena,
B KOTOpOE [AO0SmKeH ObiTb noAwnT  OOKYMEHT, onpefenser pyKoBOOAUTESb
CTPYKTYPHOro nogpasgeneHusi obpasoBaTenbHON OpraHu3aumm Wnm UCMNONHUTENb
B COOTBETCTBMM C HOMEHKnatypon pen. Ha OoKkyMeHTe npocTaBnalTCA OTMeTKa



«B pgeno Ne..», nognucb WCNOSIHATENS WNWU  PYKOBOAWUTENS  CTPYKTYPHOrO

nogpasgeneHus, gara.

[OKyMeHTbI BHYTPW ena pacnonaratTcsl B XpOHONOrMYeCcKon nocrenoBaTenbHOCTU.

8.4. KoHTponb 3a nNpaBUNbHOCTbLID (POpMUPOBAHUS aen  ocywecTBndeTcA

OTBETCTBEHHbLIM 3a apxmB 0bpa3oBaTefIbHON OpraHn3auuu.

8.5. Mpwn hopmnposaHum aen Heobxogmmo cobnogaTth cneayrowme obuwme npasuna:
eOMELWATb B [OENn0o TOSIbKO WCMNOMHEHHbIE [OOKYMEHTbl B COOTBETCTBUM

C 3arofioBKaMu 4en no HOMeHKNaType;

« [PyNNMpPOBaTh B AESI0 AOKYMEHTbI OAHOro KaneHgapHoro roga;

e pasgenbHO rpynnMpoBaTb B Aena OOKYMEHTbl MOCTOSIHHOMO M BPEMEHHOro
CPOKOB XpaHeHus;

eflOMeWaTb B Jena Kcepokonuu dakcoB, TenedgoHorpamm Ha obwmx
OCHOBaHUSX;

« B [1EN0 HE OOMKHbI MOMELLaTbCa AOKYMEHTLI, NoAnexalime Bo3spary, fiMwHme
3K3eMMnApbl, YePHOBUKK: MO 0OBbEMY Oerno He A0SMKHO npeBbiwaTb 250 NMcToB unm
4 cm. lNpn Hannumm B Oene HecKorbKMX TOMOB (4acTen) MHOEKC M 3arofloBoK Aena
NPOCTaBMATCA Ha KaXXAoM ToMme ¢ JobaBneHMemM «ToM 1», «ToM 2» (NocrneaHun).
8.6. Ocobble TpeboBaHUs kK GOPMUPOBAHUIO OTAENbHbIX AEN.

8.6.1. PacnopagutenbHble [OOKYMEHTbl T[pPynnupyroTca B gena no Buaam

B XPOHOMOMMYeCcKoM nopsigke ¢ OTHOCALLUMMUCS K HUM NPUNOXEHUSIMM.

8.6.2. YcTaBbl, NOMOXEHUS, WHCTPYKUUU, YTBEPXOEHHblE pacrnopaguTenbHbIMU

AOKYMEHTaMu, SABMAAITCA  MNPUITOKEHUSMU K HAM W TPYNNUPYIOTC  BMeECTe

C YKasaHHbIMW [JOKyMeHTamu. Ecnm  Xe OHM  yTBepXOAeHbl B  KayecTBe

CaMOCTOATENBbHOrO AOKYMEHTA, TO UX FPYNNUPYIOT B CaMOCTOSTENbHbIE Aena.

8.6.3. lNpukasbl MO OCHOBHOW OEATENbHOCTU FPYNMUPYIOTCA OTAENbHO OT MpUKasoB

MO SINYHOMY COCTaBy.

8.6.4. [lpukasbl MO nWMYHOMY COCTaBY [IpPynMNUPYOTCA B Aefla B COOTBETCTBUU

C YCTaHOBSIEHHbIMU CPOKaMN UX XPaHEHUS.

8.6.5. lNpoTokonbl B Aene pacnonaratoTcsl B XPOHONOrMYECKOM Nopsiake no HoMepam.

[OKYyMeHTbI K  MpoToKosiam,  CrpynnuypoBaHHble B OTAESbHble  aena,

CUCTEMATU3NPYHOTCA NO HOMEpPaM NPOTOKOSIOB.

8.6.6. YTBEepXaeHHbIe NnaHbl, OTYETbl, CMETbI, IMMUTbI, TUTYIbHbIE CMINUCKUA N Opyrue

AOKYMEHTbI rpynnnpyoTCs OTAESTbHO OT NPOEKTOB.

8.6.7. [lokyMeHTbI B NIMYHbIX genax pacnosnaratoTcs no Mepe nx nocTyrnneHus.

8.6.8. [lepenucka rpynnupyeTca B paMKax OLHOrMo  KaneHgapHoro roga

N CUCTEMATU3UPYETCS B XPOHOSMOMMYECKOW nocnefoBaTeNbHOCTU: OOKYMEHT —

3anpoc — OOKYMEHT — OTBeT.

8.7. [Hena ob6pasoBaTtenbHOM oOpraHusaumm nognexar OogOopMMEHUD npu

UX 3aBedeHuMM W Mo 3aBepwleHun kaneHgapHoro roga. OdbopmneHne gena —

No4roToBKa Aena K XpaHeHuo BKNYaeT B cebst komnrekc paboT no onucaHuilo gena

Ha obnoXxke, NOALWNBKE, HYMepauumn NIMCTOB U COCTaBIEHUIO NUCTa-3aBepuTena gena.

Odopmnenne pgen npoBoauTCca paboTHMKAMM  CTPYKTYPHbIX nogpasgeneHun

obpasoBaTenbHOM oOpraHu3auun, B 0083aHHOCTM KOTOPbIX BXOAUT 3aBegeHue

n opmupoBaHue [en, npM MeToauyeckonm MOMOLWM M MoA KOHTPONEM apxusa

obpasoBaTenibHOM OpraHM3aunn.

8.8. [lena nognexat ocopmneHuto. NonHoe ocopmreHne gena npegycmaTpuBaer:
 MOALWINBKY UNKN TBEPAbIN NepenneTt gena;

« HyMepaLmIo NIMCTOB B fene;

« COCTaBfIEHME NUCTa-3aBepuTeENs aena;

e COCTaBfIEHME B OCOObIX criyyasx (Npyv OoopMMNeHun NUYHbIX Aen, Ansa yyeta
0C060 LIEHHbIX AOKYMEHTOB) BHYTPEHHEN ONUCKU SJOKYMEHTOB Aena;



e BHECEHME HEOBXOOMMBIX YTOUYHEHUN B PEKBU3UTBLI OBMOXKM Aena (YyTOYHeHue
Ha3BaHWA nogpasfeneHus, nHaekca 1 3aronioBka gena, gatbl gena un gp.).
8.9. CdopmunpoBaHHbie gena NoAWwnBalOT Ha YETbipe NpokKona B TBEPAYI 0BMOXKY
N3 KapTOHa MMM NepenneTarTcsa C Y4eTOM BO3MOXHOCTU CBODOOHOrO YTEHUS TEKCTA
BCEX JOKYMEHTOB, AaT, BU3 U pe3ontouni Ha Hux. NMpun nogrotoBke Aen K NogLiuvBke
(nepennety) MeTannuyeckme ckpenneHust (CKoObl, CKpenkh) u3 [OKYMEHTOB
yoanatoTcs. [lena noCTOAHHOro XpaHeHus, COCTosILME N3 HeOPMaTHbIX JOKYMEHTOB,
XPaHATCA B 3aKpbITbIX TBEPAbIX Nankax ¢ TpeMs KrnanaHamm n ¢ 3aBsi3Kamu.
8.10. lNpn Hannumm B pgene HeBOCTPEOOBAHHbLIX JIMYHLIX OOKYMEHTOB (TPyZOBbIX
KHKEK W Op.) 3TM [OOKYMEHTbl BKaablBalOTCA B KOHBEPT, KOTOPbIN 3aTem
nogwmeaeTca B 970 Aeno. pyn Hannuum 60MbLIOro KonnyecTBa TakuMX OOKYMEHTOB
OHM MOTYT U3bIMaTbCA U3 AeN, U Ha HUX COCTaBNsAeTCHa oTAeNbHasa Onuchb.
8.11. B uendax obecneyeHnsi COXPaAHHOCTU U 3akpensieHna nopsigka pacnonoXeHus
AOKYMEHTOB, BKIMIOYEHHbIX B Aefio, BCE JUCTbl, KPOME IuCTa-3aBepuTens,
HyMepyloTcs apabckumu umdpamm B NpaBoOM BepxXHEM Yriy, He 3ajeBasi TeKcTa
AOKYMEHTa, NPOCTbIM rpaconyecknmM KapaHgaloM Unn HymepaTtopoM. YnotpebreHune
YepHUN M UBETHbIX KapaHaallen Ans Hymepauum nucToB 3anpeuwaetcs. BHyTpeHHss
ONUCb NMEET CaMOCTOATESTbHYI0 HYMEpPaLUIO.
JIncTbl gen, CoCToAWMNX U3 HECKOSTbKMX TOMOB UM YacTen, HYMEPYIOTCS NO KaKaoMy
TOMY UK YacTn OTAENbHO.
doTorpadumn, YyepTexu, guarpaMmmbl U Opyrne UNKCTpaTMBHbIE N crneunduyeckme
AOKYMEHTbI, MpeAcTaBnsaloWme CaMOCTOATESbHLIN NUCT B Jene, HyMepyrTcA
Ha 0OOPOTHOW CTOPOHE B IEBOM BEPXHEM YrIy.
CrnoXeHHbIN NUCT pasBopavMBaeTCsl U HymMepyeTcsi B NpaBoM BepxHem yriy. [pwu
3TOM nucT ntoboro dopmaTta, NOAWNTLIN 32 OANH Kpan, HYMepyeTCsa Kak OAuH FIUCT;
NINCT, CNOXEHHbIN N NOAWNTBLIN 3a cepeauHy, NOANEXUT nepeLluBke U HymepyeTca
Kak OOWH JACT.
MogwunTble B O€n0 KOHBEPTbl C BMOXEHUAMW HYMEPYKOTCHA; Npu 3TOM BHayane
HyMepyeTCs KOHBEPT, a 3aTeM o4epeHbIM HOMEPOM KaXK[oe BOXEHNE B KOHBeEpTE.
MogwunTble B [eno [LOOKYMEeHTbl C COBCTBEHHOW Hymepaumen nncToB (BKNHOYas
neyaTtHble u3gaHuMsl) MOryT HymMepoBaTbCA B 0OWEM Mopsagke WM COXPaHATb
COBCTBEHHYKO HYMEpaLWKo, eCnn OHa COOTBETCTBYET MOPSAKOBOMY PaCrnofiOXeHU o
NNCTOB B Aerne.
B cnyyasx obGHapyxeHua 6onbloro yucrna owmbok B Hymepauum nMCTOB Aena
B AEnonpon3BoACTBE NPOBOAUTCSA MX NepeHymepauus. Npu nepeHymepaumm nmcTos
cTapble HOMepa 3a4epKMBalOTCA OQHOW HAKMOHHOM YepTon N PALOM CTaBUTCS HOBbIN
HOMep NucCTa; B KOHUE Aeria BKnagblBaeTCcsa JIMCT-3aBepuTenb, NpU 9TOM CTapbIn
NNCT-3aBepUTENDb 3a4epPKNBaETCH, HO COXpPaHseTCs B Aene.
8.12. [na y4veta kKkonuyecTBa IMCTOB B pfene wun dwukcaumm ocobeHHoCcTen
NX HyMepauumm cocTaBnsieTcs nucT-3aBeputenb fgena. [oKkymeHT cocTaBnsieTcs
Ha OTOEenbHOM INUCTE W BKMNKOYaeTcd B Aeno nocnegHum nmctom. JInct-saseputesb
coctaBnseTca no d¢opme, ycTaHoBreHHOW [lpaBunamu opraHusaumm XpaHeHus,
KOMMMNEKTOBAHUS, y4yeTa W MWCNOMb30BaHUA [OOKYMEHTOB ApxuBHOro ¢oHga PP
N OPYrMxX apXuBHbIX OOKYMEHTOB B FOCYyJapCTBEHHbIX OpraHax, opraHax MeCTHOro
camoynpaBrieHUa W OopraHu3aumsax, YTBEPXAEHHbIMW npukaszoMm Pocapxusa
ot 31.07.2023 Ne 77.
Bce nocneaywouwme nsmeHeHnss B CoctaBe M COCTOSAHMM fena (NnoBpexaeHus, 3aMeHa
NOONNHHBIX OOKYMEHTOB KOMWAMMU, NPUCOEOMHEHWE HOBbIX [OOKYMEHTOB W T. [4.)
OTMeYaloTCs B NUCTE-3aBeEpUTE Aena CO CCbISIKOM Ha COOTBETCTBYHOLLNIA aKT.
8.13. O6rnoxka pgen nocTtosiHHOro, BpemeHHoro (cebiwe 10 neT) XxpaHeHus
M MO NIMYHOMY cocTaBy odhopmnseTcsa no gopme, yctaHoBneHHom [p wmasunamm



opraHmsauum XpaHeHusi, KOMMMEKTOBaHUs, y4yeTa M UCMNOSb30BaHUS [LOKYMEHTOB
ApxuBHoro ooHga P® n gpyrmx apxmBHbIX JOKYMEHTOB B rOCYapCTBEHHbIX OpraHax,
opraHax MEeCTHOro CaMOynpaBfeHUsl U OopraHM3aumsax, yTBEPXKOEHHbIMU MPUKA30M
Pocapxuea ot 31.07.2023 Ne 77.

Ha obnoxke gen MNOCTOSAHHOrO XpaHeHuUs BBepXy npegycmatpmBaeTcsi MecTo Afis
HaMMeHOBaHUA MyHMUMNANbHOrO apxmBa, B KOTOpPbIN OHM ByayT nepefaHsbl, a Takke
apXMBHOrO WKndpa B NpaBOM BEPXHEM U JIEBOM HWXKHEM yriax.

Mpn odopmneHnn ob6noxkm Oen HanMeHoBaHue obpasoBaTenbHOM OpraHusaunm
yKasblBaeTCcs MNOSIHOCTbIO MO yCTaBy, B WMEHUTENIbHOM Majexe, CoKpaleHHoe
Ha3BaHWe — B CKobKax.

Ob64aszatenbHbIMN  pekBM3anTaMn OBNOXKM Oena TABNSETCA YyKasaHMe Konun4vecTBa
NIMCTOB B Aefie, KOTOpOe MNpPOCTaBnsieTCs Ha OCHOBaHMWM NUCTa-3aBepuTens aena,
N cpoka XpaHeHus gena (Ha genax MNOCTOAHHOrNO XpPaHeHUs MULLIETCS: «XPaHUTb
MOCTOSIHHO»), KOTOPbIN MEPEHOCUTCS Ha OOGNOXKY Aena u3 HOMEHKNaTypbl nocne
CBEPKWN €ro No CpoKkam XpaHeHUsi B NepeyHe.

8.14. [na y4yeTa [JOKYMEHTOB oOnpedeneHHblX KaTeropyn [en noCTOSAHHOro
n BpemeHHoro (cebiwe 10 NeT) XpaHeHus, y4eT KOTOPbIX Bbi3biBAaE€TCA cneumndgunkomn
AaHHOM OOKYMeHTaumn (NnyHble gena, ocobo LEHHbIE), COCTaBMSAETCA BHYTPEHHNASN
ONUCb JOKYMEHTOB Aerna (aanee — BHYTPEHHSS OMUCh).

BHYTPEHHIOIO OnMMCb HeobXoOMMO TaKke COCTaBNATb B Aeriax MNOCTOSIHHOMo
n BpeMeHHoro (csbilwe 10 neTt) xpaHeHus, cHOPMUPOBAHHBLIX MO Pa3HOBUAHOCTSM
AOKYMEHTOB, 3aroflOBKM KOTOPbIX He pacKpbiBalOT KOHKPETHOE CcoaepXXaHue
AOKYMEHTOB.

BHyTpeHHAA onucb cocTaBnsieTcs Ha OTAeNbHOM nucte no oopme, yCTaHOBNEHHON
MpaBunammn opraHMsauum XpaHeHUsl, KOMMSIEKTOBaHUA, ydeTa U UCMNONb30BaHUS
AOKYyMeHTOB  ApxuBHOro doHga P® wun  Opyrux  apxXuBHbIX — [OKYMEHTOB
B roCyapCTBEHHbIX OpraHax, opraHax MeCcTHOro caMoyrnpaBfieHUs1 U opraHusaumsix,
yTBepXAeHHbIMK npukasom Pocapxumea oT 31.07.2023 Ne 77.

K BHYTpeHHen onucu gena coctaBnseTcss UToroBas 3anucb, B KOTOPOW yKasblBaeTCs
UndpamMmn 1 NponNUCbID KONMMYECTBO BKMHOYEHHbIX B HEE [OKYMEHTOB W KOSIMYECTBO
NINCTOB BHYTPEHHEN OMUCH.

BHYTpeHHAs1 onucb NoAnNUCbIBAeTCs €e COCTaBUTENEM C YKasaHueM [OOSMKHOCTH,
nognucu, paclwmngpoBkn NOLMNUCU U HYMepPYeTCs B Aene OTAESbHO.

9. OpraHusauusi onepaTMBHOro XpaHeHUA OOKYMEHTOB

9.1. C mMomMmeHTa 3aBedeHuMss U OO0 nepedaynm gen B apxuB obpasoBaTefibHOM

opraHuM3auMM gena XpaHaTcst Mo MecTy UX OPMUPOBaAHUS — B CTPYKTYPHbIX
noapasaeneHusix.
PykoBoaAUTENM CTPYKTYPHbIX MNoApasgeneHnin u paboTHMKKN, oOTBevawLue

3a genonponsBoacTBo, 0b6s3aHbl obecrneymBaTb COXPAHHOCTb AOKYMEHTOB U Aer.

C uenbio NOBbIWEHNA OMNEPaTUBHOCTU MOWUCKA LOKYMEHTOB Aefia pacnofiaratoTcs
B COOTBETCTBUN C HOMEHKNATypon gen.

Ha kopelkax obnoxek gen ykasblBatoTCA UHAEKCHI Aen N0 HOMEHKNaType.

9.2. Bolgaya gen, o3HakoMIleHMe C LOKyMeHTaMu, HaxoasawmMMucs Ha onepaTUBHOM
XpaHeHMn B CTPYKTYPHOM nogpasgeneHnn, paboTHukam obpasoBaTernbHOM
opraHmsauum nNpon3BoOaMTCS C paspeLleHnsi pyKoBoACTBa.

9.3. W3bdatne [OOKYMEHTOB M3 [Jen  MOCTOAHHOMO XpaHeHus  OonycKaeTcs
B UCKMIOYUTESbHBIX CryyasX, No 3anpocaM KOMMETEHTHbIX OpraHoB M NPOU3BOAUTCS
C TMWUCbMEHHOro paspelleHns pykoBoauTens obpasoBaTenbHOW oOpraHusauuu



C OCTaBIEHWEM B [efie 3aBepeHHOW KOMUMU OOKYMEHTa M akTa O MpuUYMHax BblOoauu
NOANVHHUKA.

9.4. CamoCTOATENBHOE YHUUTOXEHNE LOKYMEHTOB B CTPYKTYPHbIX MogpasfeneHusx
obpasoBaTenbHOM opraHn3aumm 3anpeLlaeTcs.

9.5. PaboTHUKM  CTPYKTYpHbIX  MNoAapasferieHnini  HecyT  OTBETCTBEHHOCTb
3a COXPaHHOCTb NOCTYNUBLUMX K HUM JOKYMEHTOB W aKkKypaTHOe obpalleHne C HUMW.

10. MNopsaok nepegaymn AOKYMEHTOB Ha XpaHeHue
B apXMB obpa3oBaTefibHOW opraHM3auum

10.1. B apxmB obpasoBaTenbHOW OpraHusaumn nepegarTcss aena MNOCTOAHHOrO,
BpemMeHHoro (csbliwe 10 neTt) xpaHeHna. VIx nepegaya npoms3BoauTCA No onnucam aert.
3aKOHYeHHble enonpon3BoACTBOM Aefna NOCTOAHHOro, BpeMeHHoro (csblwe 10 ner)
XPaHEHUs1 NoCcne OKOHYaHUs KaneHOapHoro roga, B KOTOPOM OHM ObinNn 3aBedeHbl,
nognexar oopMieHUt0 B COOTBETCTBUM C HACTOSALWEN UHCTPYKLUMEN U nepenaroTcs
B apxmB obpasoBaTenbHOM opraHusauuu. lNpuem ocyliecTBnseTcsa no rpaduky,
cornacoBaHHOMy C PYKOBOAUTENSMMN CTPYKTYPHbIX noapasgeneHunmn
N yTBEPXKOEHHOMY pyKOoBOAUTENEM ObpasoBaTeNbHON OpraHn3auum.

10.2. B nepvop noaroToBKM CTPYKTYPHbIMW nogpasfeneHnamMun gen K nepepade
B apxmB obpasoBaTefibHOW opraHn3auun OTBETCTBEHHbIN 3a apxuB npeaBapuUTenbHO
npoBepsAeT MpaBUNbHOCTL MX OPMUPOBaAHMSA, OCMOPMIIEHNS U COOTBETCTBUE
KonuyectBa [Aerl, BKMKYEHHbIX B ONUCb, KONMWYecTBY [fen, 3aBedeHHbIX
B COOTBETCTBMM C HOMEHKNaTypon. Bce BbISIBfiEHHblE NpU NpoBepke HeLoCTaTKu
OTBETCTBEHHbIE 3a [OENONPOM3BOACTBO CTPYKTYPHOro noapasgeneHmst obs3aHbl
YCTPaHUTb.

10.3. lMNMpuem Kaxgoro gena npousBoAUTCS OTBETCTBEHHbLIM 3a apXxuB B NPUCYTCTBUN
OTBETCTBEHHOrO 3a Aenonpon3BoacTBO CTPYKTYPHOIO noapasaenexHus.
Ha ak3emnngapax onucu npoTMB Kaxaoro Aena, BKIIHOYEHHOro B Hee, OenaeTcs
OTMeTKa O Hanuuun paerna. B KoHUe KaXaoro 3ak3emnnspa Oonucu ykasblBatoTCs
umdpaMmn 1 NPOMNUCHI0 KONMYECTBO (PakKTUYECKU MPUHATBIX B apXmMB Oern, HoMepa
OTCYTCTBYKOLUMX Aen, pfaTta npuemMa-nepenaynm pgen, nognucu OTBETCTBEHHOro
3a apxuB 1 paboTHUKA, NepeaasLUero aena.

10.4. lena B apxmB JoCTaBnsaoTCca paboTHUKaMM CTPYKTYPHbIX NoAapasgeneHun.

10.5. B cny4yae nukBngauum CTPYKTYPHOro nogpasfeneHna OTBEeTCTBEHHbIN
3a [enonpouMs3BoACTBO B TeYEeHME [OBYX MeCcsueB C MOMEHTa nuKBMaaumu
nogpasgeneHna opMupyeT BCe UMelmecs AOKYMEHTbl M nepefaeT B apxuB
obpasoBaTenbHONW  OpraHM3auMm He3aBUCMMO OT  CPOKOB  XpaHEeHud;  npu
peopraHmsauum obpasoBaTenbHON OpraHu3aunm OOKYMEHTbl NMepenarTcs Mo akTy
npuemMa-nepenadn npaBonpeemMHUKY WM npu OTCYTCTBMM MNpaBONpPeeMHuKa — B
MYHULMMNANbHbIN apXmB.

11. AkcnepTU3a LEHHOCTU [OKYMEHTOB

11.1. OkcnepTu3a UEHHOCTM [JOKYMEHTOB —  oOnpedesieHne  COOTBETCTBUA
AOKYMEHTa 1 (Unn) AOKYMEHTOB KpUTEPUAM €ro (UX) LEHHOCTU B LiENsIX onpeaeneHns
CpoKa XpaHeHus u oTbopa [JoKymeHTa M (UnM) [OOKYMEHTOB ANns nepepayu
Ha XpaHeHuMss B apxuBe o0OpasoBaTenbHOM OpraHuM3auum unuM  BblaeneHus
K YHUYTOXEHMIO MO UCTEYEHUN YCTAHOBIIEHHOMO CpOKa XpaHEHMWS.
11.2. OkcnepTm3a UEHHOCTM [JOKYMEHTOB B oObpasoBaTenibHOW OpraHusaumm
Ha cTaguu 4enonpou3BoacTea NPOBOAMTCS:

« PV COCTaBIIEHMM HOMEHKNATYpPbI Aen;



«B rnpouecce GOpMMPOBaHMA Oen U NPOBEPKN MNPaBUIIbHOCTU OTHECEHUS
AOKYMEHTOB K ienam;

o PV NOAFOTOBKE AEN K MNOCNeayLWeMy XpaHEeHUIO;

« B apxuBe B npouecce NoAroToBKN Ha XpaHeHME B MyHULMNANbHOM apXu1Be.
11.3. [Ona opraHuMsauum wn npoBefeHNa 9KCNepTU3bl LIEHHOCTU [LOKYMEHTOB
B oOpasoBaTesibHOM opraHmsauum co3gaeTcs NOCTOSHHO AENCTBYOLWAas aKcnepTHas
komuccus (ganee — 3IK).

11.4. OyHkumm n npaBa OK, a Takke opraHusaums ee paboTbl onpepensieTca
NONOXEHNeM,  KOoTopoe  yTBepxJaeTcda  pykoBoauTenem  obpasoBaTenbHOW
opraHmsauum.

11.5. Okcneptmsa LEHHOCTM [LOOKYMEHTOB MOCTOAHHOMO W BPEMEHHOr0 XpaHeHus
OCYLLECTBNSAETCA €XEerogHo B CTPYKTYPHbIX MoapasgenieHnsax obpasoBaTesibHOM
opraHusauum HenocpeacTBEHHO nuuUamMn, OTBETCTBEHHbLIMW 3a OeronpoOun3BOACTBO,
coBmecTHO ¢ 3K npn HenocpeacTBEHHOM METOANYECKOM PYKOBOACTBE PYKOBOAUTENS
apxuBa obpasoBaTefNibHOM OpraHn3auunu.

11.6. OTOOpP OOKYMEHTOB AJS1I1 NOCTOAHHOIO XpaHeHusi NMPOBOAUTCA B COOTBETCTBUU
C HOMEHKNaTypown aen obpasoBaTenbHOM opraHusauumm, TMMNOBbLIMMU
N BEOOMCTBEHHBIMU MNEPEYHSAMU LOOKYMEHTOB C YKa3aHMEM CpPOKOB MX XPaHEHUs
NyTeM NOCTPAHUYHOro NpocMoTpa aen.

B pgenax NOCTOSHHOrO XpaHeHust nognexart Wu3bATU OyOneTHble 3K3eMnnsapbl
AOKYMEHTOB, YEPHOBUKN, HEOOPMIIEHHbIE KOMUM AOKYMEHTOB M HE OTHOCALMECS
K HAM OOKYMEHTbI.

Hena c otmeTkon "IMMK"/"IK" noaBepratoTca Takke NOSMCTHOMY MPOCMOTPY C LEenbto
onpeaeneHnsa N BblaeneHnsa n3 nx coctaBa AOKYMEHTOB, NoAneXxalmnx noCcToOAHHOMY
xpaHeHuto. Jena c otmeTtkon "JOlK"/"OK«, comepxawme OOKYMEHTbl MOCTOSHHOIO
XpaHeHus1, noanexar nepeopMmmnpoBaHunio. BelaeneHHble N3 nx coctaBa LOKYMEHTbI
MOCTOSIHHOIO XpPaHEHUS1 NPUCOEOMHSAOTCS K OAHOPOAHbIM AenaM M odopMIISTCS
B camocTosaTenbHble gena. CpoKkum XpaHeHus gOen, coaepXxawmx ocTaBLimecs
AOKYMEHTbl BPEMEHHOIO XpaHeHNd, onpeaeniaTca No BeAOMCTBEHHOMY (M TUMOBOMY)
NepeyvHio [JOKYMEHTOB C YyKa3aHMeM CpPOKOB MX XPaHEeHUs U HOMeHKnaTtype pgen.
MogwmBka BHOBb CPOPMUPOBAHHLIX AEN MPOU3BOAMTCS TONbKO NOCME 3aBEPLLUEHUS
3KCNepTm3bl LEHHOCTN LJOKYMEHTOB.

OpQHOBpPEMEHHO C OTOOPOM LOKYMEHTOB MOCTOSAHHOIO U BpeMeHHoro (csblwe 10 ner)
XpaHeHus1 Ons nepegadn B apxvMB B CTPYKTYPHbIX nogpasfeneHusx npoBoauTcs
oTOOp Aen u [OOKYMEHTOB BpemeHHoro (4o 10 neT) XpaHeHus, noanexaiumnx
AanbHenWweMy  XpaHeHUl B CTPYKTYPHbIX  MogpasfeneHusix,  BblaereHue
K YHUYTOXEHUIO Oen 3a npegblaywime KaneHgapHble rogbl ¢ UCTEKWMMU CPoKamu
XpaHeHus. [1pn 3TOM yunTbIBalOTCS OTMETKM B HOMEHKNaType gen «o mMuHoBaHWSA
HagobHoctn» (OMH), «[pun ycnosun 3aBepLueHnst NpOBEPKU (PEBU3UU)» U T. M.
[MapannenbHO NpoBepPSeTCS KayecTBO M NOSHOTA OEMCTBYHOLLEN HOMEHKNaTypbl Aen
obpasoBaTenbHON OpraHM3aumn, NpaBUIbHOCTb ONpeaeneHns CPOKOB XpaHeHUs aen,
3aBeEHHbIX B COOTBETCTBMM C HOMEHKNATYypou Aen, cobnogeHne ycTaHOBNEHHOIO
nopsiaika ooopMnNeHNa JOKYMEHTOB U (dOpMUPOBaHNA OET.

11.7. B cnyyae o6HapyxeHuss B npouecce npoBeAeHUs 3SKCNepTusbl LIEHHOCTU
AOKYMEHTOB B  apxuBe HegoCTadnM  OOKYMEHTOB  MOCTOSIHHOMO  XpaHeHus
COOTBETCTBYIOLLNMN CTPYKTYPHbIMU nogpasgeneHnamm obpasoBaTesibHOM
opraHmsaumm OOIKHbI OblTb NPUHATEI MePbI MO PO3bICKY 3TUX JOKYMEHTOB.
CTpYKTYpHbIE nogpasgeneHnss  obpasoBaTenbHOM  opraHusauum  0bd3aHbl
CUCTEMATMYECKM OMNUCbIBaTb AOKYMEHTbI MO JIMYHOMY COCTaBy W [OOKYMEHTbI
BpeMEHHOro xpaHeHus (cebiwe 10 neT), obecnevnBaTb NX COXPAHHOCTb U y4eT.



11.8. Ha Bce 3aBeplUeHHble OenonpoM3BOACTBOM Aena MNOCTOSAHHOrO, BPEMEHHOIO
(cBblwe 10 neT) xpaHeHnsa 1 No NMMYHOMY COCTaBy, NpoLleLlne dKCNepTU3y LEHHOCTH
N OdOPMSIEHHbIE B COOTBETCTBUM C HACTOAWMMKM TpebOBaHUAMMU, EXErogHo
coctasnaTcs onncn gen. OtoenbHaa onucb en npeacraBndeTr cobon nepeveHb
Aen ¢ CaMOCTOATENbHOW BanoBow (MopsaaKoBOW) HyMepaunen.

Onncn pgen cocTtaBndalTCA OTAENbHO Ha gena MOCTOSAHHOrO XpaHenuda, nena
BpemMeHHoro (cebiwe 10 neT) XpaHeHus, gena no nmMyHomy coctasy. Onucun gen
oopMnATCA Mo (popmam, YCTaHOBIIEHHbIM [1paBunamu opraHusauum XpaHeHus,
KOMMNIIEKTOBAHUA, y4vyeTa M WUCMONb30BaHUA [OOKYMEHTOB ApxuBHOro doHga PO
N OPYrnx apxXuBHbIX AOKYMEHTOB B FOCYJapCTBEHHbIX OpraHax, opraHax MEeCTHOro
camoynpaBlieHUa W opraHu3aumsax, YTBEPXAEHHbIMW npukaszoMm Pocapxusa
oT 31.07.2023 Ne 77.

Onucn  gen COCTaBMSOTCA B KaXOOM  CTPYKTYPHOM  nogpasgeneHuu
obpasoBaTesibHOM OpraHM3aunn eXXerogHo B ABYX 3K3eMMisipax.

Mo atum onucam nogpasfeneHus caarT OOKYMEeHTbl B apxuB obpasoBaTenbHOW
opraHusauyuu.

OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE W KAYeCTBEHHOE COCTaBNEHME OMNUCEN Aen
CTPYKTYPHbIX NOApa3aeneHnin HecyT pyKOBOAUTENN 3TUX NOAPa3aeNeHnn.

11.9. [llepeng BHeCEHMEM 3arofioBKOB [Oefn B ONMUCUM NPOBEPSIKOTCA KadecTBO
dopmMmpoBaHna nU oopMIieHns Oen, COOTBETCTBME KONMMYecTBa Aenl, BHOCUMBbIX
B OMWUCb, KOMIMYECTBY 3aBEAEHHbIX AeNfl Mo HOMeHKnaType obpasoBaTenbHON
opraHusauyuu.

Mpun npocmoTpe Aen NpoBepPsIOTCA:

« COOTBETCTBME 3arosfioBKa Aena cogepxaHuio OKyMEHTOB B AeNe;

 NPaBUSILHOCTb OCPOPMMEHUS U FPYNNUPOBKM AOKYMEHTOB, BKITHOYEHHbIX B 4ENO;

» KAYECTBO NOALLUMBKN UNK nepenneTa gena;

 MPaBUSIbHOCTb HyMepaLmn NIMCTOB AeNa;

e HANMuMe B Aene B HE0H6X0aMMbIX Criyvasax BHYTPEHHEN OMNUCH;

* NPaBUNbHOCTb 0GOPMMNEHNSA 0DNOXKN Aena;

e HANNYME 1 NPaBUNbHOCTbL 0OOPMIIEHNSA NNCTa-3aBepuTensa aena.

B cnyyae oOHapyXeHus HapyleHUs YCTaHOBIIEHHbIX nNpaBuil  (opMUpoBaHUS
N opopMIiEHNS AeN OHU OOMKHbI BbITb YCTPAHEHDI.

B cnyyae obGHapyxeHWa OTCYTCTBUA [en, YUCHAWMXCA MO HOMeHKnaType gen
obpasoBaTenbHOM OpraHM3auuun, CTPYKTYPHbIM noapasfgeneHMeMm  MnpuHUMaoTCs
Mepbl MO UX po3bicky. OBHapyXeHHble Aena BKYarTca B onncb. Ecnun npuHatble
Mepbl HE Janu pesynbTaToB, TO Ha HeobHapyXeHHble [ena COCTaBrisieTca cnpaska
O NpUYMHaX OTCYTCTBUA AeN, KoTopas NOANUCHIBAETCA PyKOBOAUTENEM CTPYKTYPHOro
nogpasgeneHnsa n nepegaeTcs BMECTE C ONUCLIO AEN CTPYKTYPHOro noapasneneHus
B apxmB obpasoBaTenibHOW opraHmM3aumn.

11.10.Mpwun coctaBneHuun onucu gen cobnogarTcs crneayowme TpedboBaHus:

e 3arofioBKM [Oefl B ONUCU [OOSMKHbl COOTBETCTBOBATb 3arofioBkam  Aern
B HOMEHKMNaType Aen n ToMy, YTO BbIHECEHO Ha 0BSI0XKKY, B COOTBETCTBUN C MPUHATON
CXEeMOM cuctemaTm3auum;

e KAXKO0€e Oeno BHOCUTCS B ONUCb NO4 CaMOCTOSATESIbHbIM NOPSAKOBBIM HOMEPOM.
Ecnun geno coctont n3a aByx n 6onee 4yacten nnm TOMOB, TO Kaxgasl YacTb UMK TOM
BHOCUTCS B ONUCb NOA4 CaMOCTOATENbHBbIM HOMEPOM.

11.11. 'padpbl onnUcK 3anonHATCA B TOYHOM COOTBETCTBMM C TEMWU CBEOEHUAMMW,
KOTOpble BbIHECEHbBI HA 0DNOXKY Aena.

11.12. Npn BHECeHMN B onucb noapsa Aen ¢ OAMHAKOBbIMW 3arofioBKamu nULIETCS
MNOSTHOCTBbIO 3arofloBOK MNEPBOro [Aefla, a BCe OcCTalnbHble OAHopoAHble Aena
obo3Ha4vatTcsa cnoBamu «To Xe», NpuM 9TOM Apyrne cBefeHus O Aeflax BHOCATCS



B OMUCb MOJSTHOCTbLIO (Ha KaXXaoM HOBOM JfIMCTE OMMUCK 3arofIoBOK BOCMPOU3BOLUTCS
MONMHOCTLIO).

11.13. pacpa onucn «llpumevaHme» wucnonb3yeTcs AN OTMETOK O npueme gen,
06 0COBEHHOCTSAX UX (PU3NYECKOro COCTOSIHUSA, O Nepedade aen OpYruMm CTPYKTYPHbIM
nogpasgesieHNaM CO CCbISTKOM Ha HEODXOANMbIN aKT, O HaNIM4YMM KOMUnA U T. 4.

11.14. B kKoHUe onucu Bcrnea 3a nocreaHen onucaTterbHOW cTaTben aenaeTtcs
NTOroBasi 3anncb, B KOTOPOM YKasbliBaeTcs (LUngpamum 1 Nponmncbio) KONMYeCcTBo Aen,
YUCAALWMXCA MO ONUCKU, MEepBbLIN WU MOCMeAHUA HOMepa Aenli No Onucu, a Takke
oroBapvBaroTCsd OCODEHHOCTM HymMepauuu Aesi B OnNuUcKu (NuTepHble HoMmepa Aern
N NponyLLeHHbIE HOMEpPaA).

11.15. Onucb gen CTPYKTypHOro noapasgenieHnsa noanucbiBaeTcsl pykoBoauTenem
CTPYKTYPHOro nogpasgeneHus.

OnucKu CTPYKTYpHbIX noapasfeneHuin cnyxaT OCHOBOM [OfA COCTaBfieHUsi rogoBOro
pasgena onvcu gen obpasoBaTenbHOW oOpraHusauuun, NpeamncrioBusi, TUTYSTbHOMO
nncTa, NoAroToBka KOTOPOro Bo3faraeTcs Ha apxms obpasoBaTenibHOW opraHmnsauuu.
11.16. o pesynbTaTtam 3KCNepTU3bl LEHHOCTU OOKYMEHTOB COCTaBMSATCHA ONUCU
Aen NoCTOSAHHOro, BpemeHHoro (cBbiwe 10 neT) XxpaHeHWs U No fIMYHOMY COCTaBy,
a TakxKe akTbl O BblAeNEeHUN Oen K YHUUTOXEHWUIO.

11.17. AKT O BblOENEHUN K YHUYTOXEHUIO OOKYMEHTOB COCTaBIIIETCHA, KaK npasuIio,
Ha Bce QJena obpasoBaTenbHOW opraHuMsauun. Ecnv B akTe ykasaHbl fgena
HECKONbKUX CTPYKTYPHbIX MoApasfeneHnin, TO Ha3BaHWEe KaX4oro CTPYKTYPHOro
nogpasgeneHuns ykasbiBaeTca nepes rpynnon 3arofioBKOB Aen 3Toro nogpasgeneHus.
3arofioBkM OOHOPOAHbLIX Aen, OTOOpaHHbIX AN YHUYTOXEHUSA, BHOCATCA B akT NoA
OOLMM 3arofloBKOM C yKa3aHMeM KonudecTBa [[en, OTHEeCEHHbIX K OaHHOW rpynne.
[dena BKNOYaTCA B aKT O BblAENEHUN UX K YHUYTOXEHUIO, €CIU NMPeayCMOTPEHHbIN
AJ1 HUX CPOK XpaHeHua uUcTek K 1 saHBaps roga, B KOTOPOM COCTaBfiEH akT, npwu
HanMyYnMM yTBEPXOEeHHOM (COornacoBaHHOM) ONMCK 3a 3TOT nepuog. AKT O BblOeNeHUN
K YHUYTOXEHUI [OOKYMEHTOB cocTaBfisetrcsa dopme, ycTtaHoBneHHou [lpasunamu
opraHmsauum XpaHeHusi, KOMMMEKTOBaHUs, y4yeTa M UCMNOSb30BaHUS [LOKYMEHTOB
ApxuBHoro ooHga P® n gpyrux apxmBHbIX JOKYMEHTOB B rOCYapCTBEHHbIX OpraHax,
opraHax MeCTHOro caMoOyrnpaBfieHUs U OpraHuM3auusix, YTBEPXOEHHbIMU NPUKa3oM
Pocapxuea ot 31.07.2023 Ne 77.

CornacoBaHHble OK oOpasoBaTenbHOM  OpraHu3aumMm  akTbl  YTBEpPXOalTCs
pykoBoauternem obpasoBaTefibHONW oOpraHu3auMM npyv  Hanuuaum  YTBEPXOEHHbIX
onucen gen MNOCTOSHHOMO XPaHEeHUs U COrfacoBaHHbIX ONUCEn Aen no fIMYHOMY
COCTaBy 3a TOT Xe nepuop, nocrne 4ero obpasoBaTenbHasa opraHM3auns MMeeT npaso
YHUYTOXAaTb Aefia, BKIOYEHHbIE B JaHHbIE aKTbl.

[Morpyska 1 BbIBO3 Ha YTUNU3aLMIO OCYLLECTBAATCA NOL KOHTPONEM OTBETCTBEHHOMO
3a apxus obpasoBaTernibHOM opraHusauuu nnm OTBETCTBEHHOIO
3a 4enonponsBoacTBO.

12. Ucnonb3oBaHMe AOKYMEHTOB apxmMBa obpa3oBaTesibHOM OpraHu3auum

12.1. [JokymMeHTbl U gena, Haxogawuecss Ha XpaHeHUn B apxuBe, NpeacTaBrisoTcH
paboTHUKaM CTPYKTYPHbIX nogpasgeneHun gnsg paboTbl B NOMELLEHUM apxuBa WUnu
BO BpeMeHHOoe (He 0Oonee wMecsiLa) nNonb30BaHME BHE apxuBa MNo4 pPacnucKy
B XypHare y4yeta Bblgauu gen (npunoxexHune Ne 11).

12.2. PaboTHukM oOpasoBaTenibHOM  OpraHu3aumMm HecyT OTBETCTBEHHOCTb
3a COXPaHHOCTb M NpaBUSIbHOE UCMOMb30BaHUE NOSTyYEHHbIX apXUBHbBIX JOKYMEHTOB.



12.3. N3bATME OOKYMEHTOB M3 apXUBHbIX Aesl, nepegada paboTHMKaM CTPYKTYPHbIX
nogpasgenieHnn apxmBHbIX [OOKYMEHTOB WAWM WX KOMUA  pabOoTHWUKaM  ApYyrux
opraHusaummn 6e3 paspelueHns pykoBOACTBA He JOMNYyCKaeTCs.

12.4. lNpn paboTe C apXuBHbIMW OOKYMEHTAaMW HE pa3pellaeTcsl BHOCUTb B HUX
npaBKy, AenaTtb NOMeTKN, paboTaTb C HAMU BHE CIYy>KeOHbIX NOMeLLEeHUN.

13. MNopsaaok obpaweHun rpaxaaH

ObpaweHne rpaxpgaHuHa (ganee - obpauweHune) - HanpasfieHHble B
obpasoBaTenibHyl0 opraHm3auuto B NMCbMEHHON hopmMe nnu B hopme 3NeKTPOHHOro
AOKYMeHTa, B TOM 4ucre C Wucnosfb3oBaHMeM denepanbHONn rocyaapCTBEHHON
NHPOPMALMOHHOM cucTeMbl «EQMHBIN MopTan rocygapCTBEHHbIX YU MyHULMNANbHbIX
ycnyr (pyHkuun)» (ganee - EQuHbI nopTarn), npeanoxeHue, 3asBreHne unm xanoba,
a Takke yCTHoe obpalleHune rpaxgaHnHa B obpasoBaTeribHy0 opraHusaumio.

3agBneHne - npocbba rpaxgaHMHa O COOEWCTBUMM B peanus3aumm ero
KOHCTUTYLMOHHbIX NpaB 1 cBo6OL MM KOHCTUTYLIMOHHBIX NpaB 1 cBobog apyrnx nuu,
nnbo coobuieHne O HapyLleHMM 3aKOHOB U MHbIX HOPMaTUBHbLIX MPaBOBbIX aKTOB,
HegocTaTkax B paboTe obpasoBaTenbHON OopraHmM3aumm, NMbo KpUTMKa AeaTENbHOCTU
AOJMKHOCTHBIX JNLL.

XKanoba - npocbba rpaxgaHMHa O BOCCTAHOBIEHUW WM 3alinTe ero
HapyLeHHbIX npas, cBOOOA WM 3aKOHHbIX WMHTEpecoB nunbo npas, cBobong wnu
3aKOHHbIX UHTEPECOB APYruX nuy,.

[OMKHOCTHOE NWUO - NUUO, MNOCTOSHHO, BPEMEHHO WM NO  chneumnanbHOMY
MONMHOMOUMIO OcyLLecTBrsOWEee DYHKUMN NpeacTaBuTens BNacTu nnbo
BbIMOSHSAKOLLEE opraHunsauMoHHO-pacnopsanTenbHbIE, aAMUHUCTPATUBHO-
X035MCTBEHHbIE (DYHKLMN B 0BpasoBaTenbHOM opraHn3auuu.

13.1. TpeboBaHUA K NUCbMEHHOMY ObpalleHnro

paxgaHWH B cBOoemM oOpaweHMM B nUcbMeHHOW ¢opme B obdA3aTenbHOM
nopsgke ykasblBaeT nNuMbO HauMmeHoBaHMe obpasoBaTenbHOW oOpraHusauum, B
KOTOpble HanpasnseT obpauweHne B NUCbMEHHOW dopme, nubo damununio, mnms,
OTYECTBO  COOTBETCTBYHOLIEro  AOSDKHOCTHOMO  nvua, nmbo  [OOMMKHOCTb
COOTBETCTBYIOLLErO NMua, a Takke cBoM haMunmio, MMsi, OTYECTBO (NocnegHee - npu
HanMymMM), MNOYTOBbIN agpec, MO KOTOPOMY [OSMKHbl OblTb HanpaBneHbl OTBET,
yBegoMneHne O nepeagpecauun obpalleHusi, wusnaraeT CcyTb NpeanoXeHus,
3asBNeHns unu xanobbl, CTaBUT NIMYHYO NOANUCHL N AaTy.

B cnyyae HeobxogumocTM B MOATBEPXAEHME CBOMX A0BOAOB rpaxkgaHWH
npunaraeT K obpalweHno B NMCbMEHHOW (bopme AOKYMEHTbI U MaTepuanbl Moo mnx
KOMuu.

O6paweHne, nocTynuBliee B  oOpasoBaTernbHYlO  OpraHuvsauuio  unm
AOSHKHOCTHOMY Nnnuy B pOpMe 3NEKTPOHHOIO AOKYMEHTA, NOASIEXUT PacCMOTPEHUIO
B nopsigke, ycrtaHoBneHHoMm PepgepanbHbiM 3akoHoM oT 02.05.2006 Ne 59. B
obpaleHnmn rpaxgaHuH B o6sa3aTtenbHOM nopsigke ykasbiBaeT CBOM (hamMunmio, UMs,
OTYECTBO (NocnegHee - NpU HanuyMn), a TakKe yKasblBaeT agpec 3NeKTPOHHOM
no4Tbl IM6O ncnonb3yeT agpec (YHUKanbHbIN naeHTudmnkaTop) NMMYHOro kabmnHeTa Ha
EovHom nopTtane, Mo KOTOPbIM AOMMKHbI OblTb HanpaBreHbl OTBET, yBE4OMIIEHME O
nepeagpecaumn obpaweHus. MpaxgaHnH BnpaBe NPUIIOXNUTb K TakoMy obpalleHunto
HeobXxoaMMble AOKYMEHTbI U MaTepuarbl B 31EKTPOHHOM hopme.

[MucbMeHHOe obpalyeHne nognexuT obsi3aTenbHOM perucTpauumn B TedeHue
Tpex AHEN C MOMEHTa MOCTynneHns B obpasoBaTenbHYl OpraHu3auuio B XXypHane



perncTpaumMm nNUCbMEHHbIX U YCTHbIX OOpalleHui, 3asBneHun u kanob rpaxaaH
(MpunoxeHne Ne 12).

MucbmeHHoe obpalleHne, cogepallee BOMpOChl, peLleHne KOTOpbIX HE BXOAUT
B KOMMETEHLMIO AaHHOW oOpasoBaTesibHOM OpraHusauuu, HanpaBnsieTcs B TEYEHUE
CeEMU OHEN CO OHSA permcTpaunmn B COOTBETCTBYIOLLMIA OpraH unm CoOOTBETCTBYHOLLEMY
AOIMKHOCTHOMY NULY, B KOMMNETEHLUMIO KOTOPbIX BXOOWT peELUeHMEe MOCTaBMEHHbIX B
obpalleHnn BONpoCoB, C YBEAOMIIEHMEM IpaXKaaHWHa, HanpasusLlero obpawieHue, o
nepeagpecauunmn obpalleHus.

B cnyyae, ecnu pelleHne NocTaBreHHbIX B MMCbMEHHOM obpalleHnn BONpoCcoB
OTHOCUTCA K KOMMETEHUMN HECKOMbKMX OOpasoBaTefibHbIX OpraHu3aumm unum
AOJHKHOCTHBIX NN, KOnNus obpalleHus B TeYEeHME CEMWU OHEW CO AHSA perucrpaumm
HanpaBnseTCAa B COOTBETCTBYHOLUME OpraHbl MECTHOrO CaMoynpaBrieHus Wnn
COOTBETCTBYIOLLMM AOSMKHOCTHbLIM Nl aM.

13.2. O6a3aTeNbHOCTb NPUHATUA OOpaLLEeHMA K PaCCMOTPEHUIO

O6pauweHune, noctynuellee B 0bpasoBaTenbHy0 OpraHm3auunto B COOTBETCTBUM C
NX KOMNETEHUMEN, MOANEXNT 00513aTeNbHOMY PAaCCMOTPEHUIO.

B cnyyae HeoGxogumocTu, paccmaTpuBarowme obpalueHne obpasoBaTternbHas
opraHu3aumsi MoxeT ob6ecneynTb ero pacCMoTpeHMe C Bble34OM Ha MeCTO.

13.3. PaccmoTpeHue obpalieHus

Ob6pas3oBaTenbHas opraHM3aums:

- obecneunBaet 06bEKTMBHOE, BCECTOPOHHEE N CBOEBPEMEHHOE PacCMOTPEHME
obpalleHuns, B criydae HeobXOAMMOCTU - C y4acTUEM rpaxdaHWHa, HanpaBUBLLErO
obpauleHue;

- 3anpawuBaeT, B TOM 4uUCrie B 3IIEKTPOHHOM dopme, Heobxoaumbie AN
paccMoTpeHns obpalleHns OOKYMEHTbl M MaTepuanbl B APYrMX roCyaapCTBEHHbIX
opraHax, opraHax MECTHOr0 CaMOYMpaBfEHUSI U Y WHbIX AOSMKHOCTHbLIX Nvu, 3a
NCKITIOYEHNEM Cya0B, OpraHoOB A03HAHUS U OpraHoB NpeaBapuUTENbHOrO CreacTBUS;

- NPWUHMMAaET Mepbl, HanpaBfeHHble Ha BOCCTAHOBMEHWE WU  3aWuTy
HapyLeHHbIX NpaB, cBOOOA 1 3aKOHHbLIX MHTEPECOB rpaaaHWHa;

- faeT NUCbMEHHbIN OTBET MO CYLLLECTBY NOCTaBMEHHbIX B 06paLLeHnn BONPOCOB;

- YBEAOMMSET rpaXkgaHnHa O HanpaBneHun ero obpalleHns Ha paccMoTpeHune B
APYyrom opraH MEeCTHOro CcaMOynpaBNeHUs WM MHOMY [OOSMKHOCTHOMY nuuy B
COOTBETCTBMM C UX KOMMETEHLINEN.

OpraH MecTHOro camoynpaBneHus UnM OOMKHOCTHOE NULO MO HanpaBreHHOMY
B  YCTAHOBNEHHOM  Mopsigke  3anpocy  obpasoBaTenbHOW  opraHusauum,
paccmaTtpuBarowen obpaueHne, obdA3aHbl B TeyeHMe 15 OHen npenocTaBnATb
AOKYMEHTbl W MaTepuanbl, HeobxoouMmble ANs pacCcMOTpeHust obpaleHus, 3a
NCKIIOYEHNEM [OKYMEHTOB M MaTepuarnoB, B KOTOPbIX coAepXaTcs CBedeHus,
COCTaBNAOLINE FOCYOAPCTBEHHYIO UMM MHYIO OXpaHsiemyto dedeparnbHbIM 3aKOHOM
TanHy, N Ans KOTOPbIX YCTaHOBMNEH 0CObbIV NOPSIAOK NPeaoCTaBeHs.

OtBeT Ha obpaweHne noanucbiBaeTcs pykoBoauTenem obpasoBaTernbHOM
opraHusaumm nnmbo ynorHOMOYEHHbIM Ha TO NULIOM.

OTBeT Ha obpauieHne HanpaenseTca B dOpMe 3feKTPOHHOro AOKyMeHTa Mo
agpecy OneKTPOHHOM  MouTbl, YyKasaHHOMYy B  oOpawleHun, noCTynMBLUEM
obGpasoBaTenibHY opraHu3auuio B opMe 3NeKTPOHHOro AOKYMEHTa, Unu no agpecy
(yHMKanbHOMY umaeHTUukaTopy) nuYHOro kKabuHeTa rpaxgaHMHa Ha EgnHowm
nopTane nNpu ero UCMNosfib30BaHMM M B NMUCbMEHHON hopMe MO MOYTOBOMY agpecy,
ykazaHHOMy B oOpalleHun, NocTynuBliEM B oOOpasoBaTesfibHyl OpraHusauuio B
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nMcbMeHHon ¢opme. Kpome TOro, Ha noctynuelwee B oOpasoBaTesibHYHO
opraHmsauuio obpauleHue, copepxalwee npeasiokeHue, 3asiBrieHne unu xanoby,
KOTOpble 3aTparnBalT WHTEpPecbl HeonpedesieHHOro Kpyra nuy, B 4acTHOCTU Ha
obpalleHune, B KOTOpOM obxanyetcs cyaebHoe pelueHne, BbIHECEHHOE B OTHOLLEHUM
HeonpeaeneHHoro Kpyra nuvu, OTBeT, B TOM 4uClie C pasbACHEHMEM nopsaaka
obxanosaHna cygebHoro peweHus, MoXeT OblTb pasmeweH c cobnwgeHnem
TpeboBaHun degepanbHOro 3akoHa Ha  oduuManbHOM  calTe  AaHHbIX
rocyapCTBEHHOro opraHa WnM  opraHa  MECTHOro  camoynpasneHuss B
NHJOPMaLUUNOHHO-TENEKOMMYHUKALMOHHOM ceTn "NIHTepHeT".

13.4. NMopsanoKk pacCMOTPEHUA OTAENbHbIX OOpaLleHnn

B cnyuyae, ecnu B nMCbMeHHOM 0oBpalLeHn He yKkasaHbl hamMunna rpaxgaHuHa,
HanpaBuMBLUEro oOpalleHne, unuM MNo4YTOBbIN adpec, MO KOTOPOMY LOMKeH ObiTb
HanpaBfeH OTBET, OTBET Ha obpalieHne He faetcs. Ecnm B ykazaHHOM obpalyeHum
cogepxatcsi cBeeHUs O MNoAroTaBNMBaAaEeMOM, COBEPLUAEMOM WU COBEPLUEHHOM
NPOTMBOMNPAaBHOM OESIHUK, a TakKe O Nvue, ero NoAroTaBnBatoLLEM, COBEPLLAOLLEM
NN CoBepLUMBLUEM, ODpaLleHne NOANEXUT HanpaBreHNo B rOCYyAapCTBEHHbIN OpraH
B COOTBETCTBUMN C €ro KOMMNETEHLMEN.

O6palleHune, B KOTOPOM obxanyeTtcsa cyaebHoe pelueHne, B Te4eHNe ceMu OHEN
CO [OHSA perncrpauuvM BO3BpallaeTCcsa rpaxaaHwHy, HanpaBuBLleMY oOpalieHue, C
pa3bsiCHEHNEM nopsigka 0b6xanoBaHMa JaHHOMO cyaebHOoro peLleHus.

O6pasoBatenbHas opraHu3auusi Npu nonyYyeHMrM NUCbMEHHOro obpalleHuns, B
KOTOPOM COAepXaTCsl HeueH3ypHble b0 OCKOpOUTENbHbIE BbIPpaXEHUS, Yrpo3bl
XN3HW, 300POBbD N UMYLLIECTBY AOIMKHOCTHOrO NULA, a TakKe YNeHOB €ero cembh,
BNpaBe OCTaBUTb oOpaweHne 6e3 oTBeTa MO CyLWecTBY MNOCTaBMEHHbIX B HEM
BOMPOCOB U COOOLWMTL rpaXkgaHuHy, HanpaBmBLLEMY obpalleHne, 0 He4onyCTUMMOCTH
3noynoTpebrieHnsa npaBom.

B cnyyae, ecnuM TeKCT NUCbMEHHOro obpalleHusi He nogaaeTcs NPOYTEHMIO,
OTBET Ha oOpalleHne He [aeTcs, M OHO He MNOANEXWUT HanpaBleHUo Ha
paccmoTpeHne B obpas3oBaTenbHOW OpraHu3aumMmM B COOTBETCTBMM C WX
KOMMNEeTEHUNEN, 0 4YeM B TeyeHne cemMu OHEeW CO OHSA perncrpauum obpalieHus
coobLlaeTca rpaxnaHuHy, HanpasuBlemy obpalleHune, ecnv ero damunua u
NOYTOBbLIV agpec NOAAAKTCH MPOYTEHUIO.

B cnyyae, ecnu TeKCT NMCbMEHHOro obpalleHnss He NO3BONSAET onpeaennTb CyTb
NpeanoXeHus, 3asBrneHna unn xanobbl, OTBET Ha obpalleHne He OaeTCs U OHO He
noanexuT HanpaBNeHMKD Ha paccMoTpeHMe B obpasoBaTeribHOM OpraHu3aumm B
COOTBETCTBMM C UX KOMMETEHUMEN, O YEM B TEYEHNE CEMU OHEN CO OHS perncrpaumm
obpaLleHunsa coobLuaeTcs rpaxxgaHnHy, HanpasmeLLEMY obpalleHme.

B cny4yae, ecnvn B nMCbMeHHOM obpalleHnn rpaXgaHmHa CoaepXXmuTcsa BOMNpocC, Ha
KOTOPbIM €My HEOOQHOKPaTHO AaBanMCb NMUCbMEHHbIE OTBETHI MO CYLLECTBY B CBSA3U C
paHee HanpaBnseMbiMu OOpalleHUs MK, U Npu 3TOM B obpalleHun He NpuBOAATCS
HOBble JOBOAbI MM OOCTOATENBLCTBA, PYKOBOAUTENDb 06pa3oBaTenbHOM OpraHmn3auum
nmbo  ynoriHOMOYEHHOE Ha TO NMUO  BrpaBe MNPUHATb  peELleHMe O
6e30CcHOBaTENbHOCTN O4YepenHOro obpalleHns 1 npekpaweHMM Nepennuckn c
rpaxgaHMHOM MO AaHHOMY BOMPOCY MpW YCMNOBWUW, YTO YKasaHHoe obpalleHune u
paHee HanpasnsemMble obpalleHns HanpaBnaNnCb B O4HY M Ty XXe OpraHn3auuio nunm
O4HOMY W TOMY Xe AOSMKHOCTHOMY nmuy. O [aHHOM pelleHun yBeLoMIsieTcs
rpakgaHuH, HanpaBuBLLMIA obpalleHue.

B cnyyae noctynneHuss B obGpasoBaTefibHyd OpraHuM3aumio MUCbMEHHOrO
obpalleHuns, cogepKallero Bonpoc, OTBET Ha KOTOPbIN pa3MeLleH B COOTBETCTBUM C
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depepanbHblM 3aKOHOM Ha oduumanbHOM canTe obpasoBaTesibHOW opraHu3aunmn B
MHJOPMaLUNOHHO-TENEKOMMYHUKALMOHHOM cetn "MHTepHeT", rpakgaHuHy,
HanpasuBLUeMYy obpalleHne, B TeHEHME CEMU OHEN CO AHA pernctpauum obpalleHus
coolOLlaeTcs 9NEeKTPOHHbIM agpec oduuuanbHOro canWta B  MHGOPMALMOHHO-
TenekoMMyHuKaumoHHon cetn "MIHTepHeT", Ha KOTOPOM pa3MeLLeH OTBET Ha BOMPOC,
NOCTaBfIEHHbIN B 06paLLeHunn.

B cny4yae, ecnn oTBET NO CyLLECTBY NOCTaBNeHHOro B obpalieHmn Bonpoca He
MOXeT ObITb AaH 6e3 pasrnaweHnss CBe4EHNN, COCTaBNAOLWMX rOCy4apCTBEHHYIO UK
NHYIO OXpaHAemyl deaeparnbHbiM 3aKOHOM TawvHy, rpakgaHwHy, HanpaBuBLUEMY
obpalleHne, coobwaeTcs O HEeBO3MOXHOCTM gdaTtb OTBEeT NO  CywecTBy
NOCTaBfIEHHOr0O B HEM BoOMpoca B CBA3W C HeLOMYCTUMOCTbIO pasrfialleHus
yKa3aHHbIX CBe4EHUN.

B cnyyae, ecnn npuyYmHbl, MO KOTOPbIM OTBET MO CYLLECTBY MOCTaBfIEHHbIX B
obpalleHun BonpocoB He Mor ObITb AaH, B nocnegywwemMm Obinn yCTpaHeHbl,
rpakgaHwH BnpaBe BHOBb HanpasuTb obpalleHne B obpasoBaTenbHy OpraHM3aumntio.

13.5. CpoKku paccMoTpeHnss NMCbMEHHOro obpalleHus

[MncbmeHHoe obpalleHue, noctynuellee B obpasoBaTerlbHYH OpraHu3auuilo B
COOTBETCTBMM C UX KOMMNETeHuuen, paccmatpmBaeTtca B TedeHne 30 gHEW cCO OHA
pernctpaunm NMCbMEHHOro obpaLleHus.

B wucknounTenbHbIX cnyyasx, a Takke B Cly4vyae HanpasfeHus 3anpoca,
pykoBoauTesnib obpasoBaTeribHOM opraHuM3aunn nmbo ynosIHOMOYEHHOE Ha TO Mo
BNpaBe npoanTb CPOK paccMOTpeHusi obpauleHuss He 6onee 4yem Ha 30 aHewn,
yBEOOMUB O MPOASIEHUN CPOKa €ro PacCMOTPEHUsI rpaxdaHuHa, HanpaBMBLLETO
obpauieHue.

13.6. JIn4yHbIN Npuem rpaxapaH

Jinubin  npuem rpaxgaH B obpasoBaTenbHOM — OpraHM3auuMm  NpoBOAUTCSA
pyKOBOAUTENEM U YMNONIHOMOYEHHbIMX Ha TO nuuamn. VIHpopmaums o mecte nprvema,
a Takke 00 YCTaHOBMEHHbIX AONs MpMemMa OHAX U Yacax OOBOAUTCS OO CBedeHus
rpaXkgaH.

[Mpn NUYHOM Npueme rpaxkaaHuH NpeabsaBnseT AOKYMEHT, yOOCTOBEPSOLNA ero
NNYHOCTb.

CopoepxaHue YCTHOro obpalleHus 3aHOCUTCS B KapTOYKy JIMYHOrO npuema
rpaxgaHuHa. B cnyvae, ecnv WM3NoXeHHble B YCTHOM oOpaweHun akTbl u
o6CcTOoATENbCTBA ABMATCA OYEBMAHBIMU M HE TPeOyrT AOMOMHUTENBHOW NPOBEPKM,
OoTBET Ha obpalleHuMe C cornacus rpaxgaHumHa MoxeT ObiTb JaH YCTHO B Xoae
NNYHOTrO NpMemMa, O YeM AeNiaeTcs 3anncb B KAPTOYKE NIMYHOrO NpMema rpaxgaHuHa.
B octanbHbIX criydyasix gaetcs MUCbMEHHbIN OTBET MO CYyLEeCTBY MOCTaBIEHHbLIX B
obpalleHnn BONpoCcoB.

[MucbMeHHOe obpalleHne, NPUHATOE B Xo4e JIMYHOrO npuema, noanexuT
perncTpaumm n pacCMOTPEHNIO B MOpsiAKe, ycTaHoBneHHOM PeaepanbHbiM 3aKOHOM.

B cnyyae, ecnn B obGpalleHun cogepxaTcs BOMPOCHI, pelleHne KOTOpbIX He
BXOOMWT B KOMMETEHLNIO AAaHHOW 06pa3oBaTefibHOWM OpraHM3aunn rpaXkaaHnHy gaeTcs
pa3bsiCHEHME, Kyaa MU B KAKOM nopsigke emy crniegyet obpatuTbCes.

B xoge nuyHoro npuema rpaxgaHuHy MOXeT OblTb OTKasaHO B AalibHEWLIEM
paccMOTpeHun obpalleHnsi, ecrnim emy paHee Obin gaH OTBET MO CyLleCcTBY
NMOCTaBIEHHbIX B 06palleH BONPOCOB.
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OTtaenbHble KaTeropum rpaxoaH B cnyvasix, npeaycMoTPEeHHbIX
3akoHodaTenbcTBOM Poccuiickon Pegepaumm, NOnb3ylTCS MNPaBOM Ha NUYHbIN
npuem B NepBooYepeiHOM Nopsake.



MpunoxeHne Ne 1
K IHCTpyKUMM NO AenonponsBoacTBy

dopma nokanbHOro akta
MyHu1uunansHOe aBTOHOMHOE JOLKONbHOEe obpasoBaTternbHoe yypexaeHue «[JeTckum caq
Ne 10 obwiepassuBatoLlero suga ¢ NpUopuUTETHLIM
OCYLLIeCTBMNEHNEM NO3HaBaTelTbHO-PEYEBOro pa3BnTuS aeten» ropoga Nwmma
(MALQY g/c Ne 10)

COINACOBAHO* YTBEPXOAIO 2

(HauMeHoBaHWe CornacyHLLero opraHa) (BOMKHOCTbL pyKOBOAUTENS)

(noanwuce) (N.0. damunusn)

(peKBVISI/ITbI AOKyMeHTa, KOTOprI;I COAEpPXUT pelieHune

0 COrnacoBaHuM NoKarbHOro akTa) (nata)

NOJNNIOXEHUE/MOPAOOK/MHCTPYKUNA

1. O6LwWwme nonoxeHns

1.1...
1.2...

2. HasBaHue pa3pgena
2.1...
2.2...

3. HasBaHue paspgena
3.1.
3.2.

4. HazBaHue paspgena
4.1.



MpunoxeHne Ne 1
K MNMonoxeHuto/MNopagky/VIHCTpyKuum

3arosfioBOK NMpUoXeHus

1. Mpadha ygansaeTcs, ecnuv HET CornacyrLmx opraHoB.

2. lNpwn yTBEpPXOEHUN OOKYMEHTA [OOSMKHOCTHBIM JNMLUOM Tpud YTBEPXKOEHUS COCTOMUT
n3 cnosa YTBEPXOAKO; HanmeHOBaHMS OOMKHOCTU NnLa, YTBEPXKAAKLWEro JOKYMEHT; ero
nognucu; nHnumanos; hamunumn n gatbl yteepxaexus (n. 5.16 FTOCT P 7.0.97-2016).

3. MHnumansl nuwunte nepen pamunuen (n. 5.16 NOCT P 7.0.97-2016).

4. [laTa oOKYMEHTa 3anucbiBaeTcs B NocneaoBaTeNibHOCTU: AeHb MecsiLa, MecsL,
KaneHgapHbI rog o4HUM U3 ABYX CNocoboB:

— apabckumn undpamu, pasgeneHHbiMm Toukon: 05.06.2024;

— cnoBecHO-UMdpoBbIM crnocobom, Hanpumep 5 noHa 2024 r. (n. 5.10 TOCT P 7.0.97-2016).



MpunoxeHne Ne 2
K IHCTpyKUMM NO AenonponsBoacTBy

dopma npukasa
MyHu1UMNanbHOEe aBTOHOMHOE AOLIKONIbHOE 06pa3oBaTENIbHOM yUYpeEXaeHUN
«[eTtckmn cag Ne 10 obwepasBmnBaroLLEro BUAA C NPUOPUTETHBLIM
OCYLLECTBIIEHNEM NO3HABATENbHO-PEYEBOro pPa3BnTUs aeTeny ropoga Mwmma
(MALQY g/c Ne 10)

NMPUKA3

(nata)

(MecTo cocTaBneHus)

3azo0n0680k
Mpeambyna
MPUKA3BIBAIO:

1.
(npunoxexue Ne 1).

2.

3.

4. KOHTPOSb UCNOSHEHUST HACTOSLLLEro npukasa

(momkHoCTb (nopnwuce) (LN.0. damunus)

pykoBoauTens)

BoenoNe 32202 rog

(BOMKHOCTB)

(nopnwuce)

202

. N. O., JOMKHOCTb,

(TenedoH)



MpunoxeHwne 1
K Npukasy

oT Ne

3a20/1080K rpunoxeHus

1. [laTta gormkHa COOTBETCTBOBaTbL AaTe noanucaHnsa AoKymeHTa. [JaTy ykasbiBatoT

B hopmate aeHb, mecsu, rog. icnonb3ynte oanH U3 AByX CNocoboB:

— apabckue undpsbl, pasgeneHHole Toukon: 05.06.2018;

— cnoBecHo-undposomn cnocob, Hanpumep 5 uroHa 2018 r. (n. 5.10 FOCT P 7.0.97-2016).
2. YkasbiBaloT umdpoBomr unmn 6ykBeHHO-UMGPOBOM MAEHTUUKATOP AOKYMEHTa

(n. 511 TOCT P 7.0.97-2016).

3. 3aronoBoK K TEKCTY — KpaTKOe coaepkaHne JOKyMeHTa. 3arofnoBOoK K TEKCTY
dopmynupyetca ¢ npeanorom «O» («O6») 1 oTBevaeT Ha Bonpoc «o0 Yem?» (n. 5.17 FOCT
P 7.0.97-2016).

4. OnpegensoT MECTO XpaHeHUsa JOKYMEHTA, Koraa 3akaHunmBaroT ¢ HAM paboTaTb.
BkntounTte B OTMETKY:

— cnosa «B genov;

— VMHAEKC Jena no HOMeHKNaType C ykasaHnem roaa;

— OOJMPKHOCTb OTBETCTBEHHOrO nnua, ero noanucb n gaty (n. 5.30 FOCT P 7.0.97-2016).
5. YkasbiBatoT nosiHocTbo ®. U. O. ncnonHutensa n Homep tenedoHa. o xenaHuio
£06aBNAlT Ha3BaHWe JOMKHOCTU, CTPYKTYPHOro NoapasaeneHns 1 anekTpoHHbIN aapec
(n.5.25TOCT P 7.0.97-2016).



MpunoxeHne Ne 3
K IHCTpyKUMM NO 4enonpon3BoACTBY

dopma npoTokona

MyHWLMNansHOe aBTOHOMHOE JOLLKOMNbHOEe 06pa3oBaTenbHOM ydpexaeHun «detckuii cag Ne 10
obLiepa3BmBaloLLEro BUAa ¢ NPUOPUTETHBIM
OCYLLECTBMEHNEM MO3HABATENbHO-PEYEBOrO Pa3BMTUA aeten» ropoaa Mwuma (MAOOY a/c Ne 10)

NMPOTOKOIJI

HasBaHwne konnernanbHoOro opraHa (komuccum, paboyen rpynnbl n T.0.)

Ne

(nata)
(MecTo cocTaBneHust)
MpeacepaTtens: damunusa N.0.
CekpeTapsb: damunna 1.0
MpucyTtcTBOBanM: yen. (cnMcok npunaraeTcs)
OrtcyTtcTBOBaANMU:

NMOBECTKA OHA:
1. Bonipoc
2. Bonpoc

Xoa 3ACEOAHUA

MO BOMPOCY Ne 1

CnywAnu:

damunuma N.O. — TekcT goknaga npunaraeTcs.
BbICTYNUNU:

N.0. dammnusa — kpaTkas 3anvcb BbICTYNNEHNS (OT TPeTbEero nuua eAMHCTBEHHOrO Yncna).
Bonpochbl, oTBEThI (MPMBOASTCS B NOPSiAKE NOCTYNNEHUS).

NMPOrOJIOCOBAIJMN:

3a
3a — « », NPOTMB — « », BO3aepXKanucb — « ».

PELUUNN:

1.1. OnucaHne pelleHus no Bonpocy
1.2. OnucaHne pelueHns no Bonpocy



Mpencepatens lMognuce WN.0O. damunusa

CekpeTapb Moannce WN.O. damunus



MpunoxeHue Ne 4
K IHCTpyKUMM NO AenonponsBoacTBy

CDopma ABOYHOIO JINCTa

ABOYHbINA INCT

HassaHue konnernansHoro opraHa (kommccuu, paboyen rpynnbl v T.1.)
(MpoTOKON OT «___ » 202 roga Ne )

[)

®. U. O. | JonXKHOCTb Moanucob

=1
S~
=1

_ (2O | N O[O | PR |[WO|IDN|-~

-~ | o

Mpencenatens lMognuce WN.0O. damunusa

CekpeTapb Mognuce M.O. damunusa



MpunoxeHne Ne 5
K IHCTpyKUMM NO AenonponsBoacTBy

dopma nucbma

MyHuUuMnansHOe aBTOHOMHOE AOLKONbHOE 06pa3oBaTenibHOM yyYpexaeHum
«[etcknnn cag Ne 10 obwiepassuatoLlero Buga ¢ NPUOpPUTETHLIM
OCyLLeCcTBeHNneM No3HaBaTeNbHO-PEYEBOro passnTus geteny» ropoga Mwmma

(MALQY pg/c Ne 10)
yn. Pecny6nuku, 10, r. Mwum TiomeHckasa obnactb 627755 ten. 7-26-09, dakc (34551) 7-39-00
E-mail: audc10@mail.ru OKIMO 84673098, OI'PH 1077205002291 MHH/KIIM 7205018682/720501001

Ne
(nara) (Homep) (. N. 0.
(komy))
Ha o
Ne T

(appec)

YBaxkaeMbln(as) !

C yBaxeHuem,

(BOMKHOCTL pyKoBOAUTENS) (noanwcsb) (¢.1.0))

. N. O., JOIMKHOCTb,

(TenedoH)
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MpunoxeHne Ne 6
K IHCTpyKUMM NO 4enonpon3BoACTBY

dopma yBegomneHuns

MyHuUuMnansHOe aBTOHOMHOE AOLKONbHOE 06pa3oBaTenibHOM yyYpexaeHum
«[etcknnn cag Ne 10 obwiepassuatoLlero Buga ¢ NPUOpPUTETHLIM
OCyLLeCcTBeHNneM No3HaBaTeNbHO-PEYEBOro passnTus geteny» ropoga Mwmma

(MALQY pg/c Ne 10)
yn. Pecny6nuku, 10, r. Mwum TiomeHckasa obnactb 627755 ten. 7-26-09, dakc (34551) 7-39-00
E-mail: audc10@mail.ru OKIMO 84673098, OI'PH 1077205002291 MHH/KIIM 7205018682/720501001

Ne

(nara) (Homep) ($. U. O. (komy))

(appec)

(3aronosok)

YBaxaembln(as) !

C yBaxeHuem,

(BOMKHOCTbL pykoBOAMTENS) (nopnwucek) (®.1.0.)

C yBegomneHvem o3HakoMneH(a):

(noanwuce) (®.1.0.)

(nata)

3K3eMI'IJ'IFIp yBeJoMIieHnA nojsiydmna:

(noanwuce) (®.1.0))

(nata)

. UN. O., BOMKHOCTb,

(TenedoH)
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OkoHyeH 20 ropa

MpunoxeHne Ne 7
K IHCTpyKUMM NO AenonponsBoacTBy

Cbopma XypHana perucrtpaunn BXxogdawmnx JOKyMEeHTOB

Hayat 20 ropa

)KypHan peructpaumm BxogAauwmnx oOKyMeHTOB

Pesontouus
Harta U1 KoMy
HOaTta
M HomMep HanpaBnsetca | OTMeTKa
Ne | noctynneHus KpaTkoe
AoKkymeHTa, | Koppecn OOKYMEHT o6
n/ AOKyMeHTa/ coaepxaH
» NPUCBOEHHbI | OHAEHT (noanuco, MUCNOJIHEH
n XoAALWMUN ve
e YAOCTOBEPAL0 um
HOMep
aBTOpPOM was
nonyveHue)
1 2 3 4 5 6 7




MpunoxeHne Ne 8
K IHCTpyKUMM NO 4enonpon3BoACTBY

CDopma XypHana permcrpaunm ncxogamx JOKyMeHTOB

MyHuUuMnansHOe aBTOHOMHOE AOLKONbHOE 06pa3oBaTenibHOM yyYpexaeHum
«[etcknnn cag Ne 10 obwiepassuatoLlero Buga ¢ NPUOpPUTETHLIM
OCyLLeCcTBeHNneM No3HaBaTeNbHO-PEYEBOro passnTus geteny» ropoga Mwmma
(MALQY pg/c Ne 10)

XypHan peructpaumm ncxogsawmx 4OKYMEHTOB

Hayatr 20 ropa

OkoH4yeH 20 ropa

Oata
M HOMe
Peruncrtpauu Kpatkoe | mok Mez OTmeTKa
Ne Hdata OHHbIN Appec P y UcnonHuTte 06
cogepxaH | Ta, Ha
n/n | AOKyMeHTa HOMep art . nb MCMNONHEeH
ue KOTOpPbIN
OOKYMeHTa un
OaH
oTBeT
7 8




CDopma XypHana y4yeTa neyaTten n WTaMnoBs

MpunoxeHne Ne 9
K IHCTpyKUMM NO 4enonpon3BoACTBY

MyHuUuMnansHOe aBTOHOMHOE AOLKONbHOE 06pa3oBaTenibHOM yyYpexaeHum
«[etcknnn cag Ne 10 obwiepassuatoLlero Buga ¢ NPUOpPUTETHLIM
OCyLLeCcTBeHNneM No3HaBaTeNbHO-PEYEBOro passnTus geteny» ropoga Mwmma
(MALQY pg/c Ne 10)

Hayatr 20 ropa

OkoH4yeH 20 ropa

XypHan yyeta neyatei u wTamnoB

Pesynbtar
OTtTtuck
HanmeHoBaHM HanmeHoBaHune bl -
. neyarten
e nogpasgenexun | Mognuck, | exerogHon | OTmeTka 06
OTtT1UCkK (wTamnoB)
Ne neyaTu neyaty A, YAOCTOBE | NPOBEPKM | YHUYTOXEHM ans Mpum
n/ (wTamna), OOIMKHOCTb psitoLLas Hann4uus u, e
WwrTamna ; YHUUTOXEHW
n WHULMaTop ) nonyyatens u | nonydeHu | neyaten un Homep a YaHue
3akasa, gara dhamunus e, pata luTamnos, | akta u gaTta p,a%a
NnocTynneHus nonyyaTtens narta
BO3BpaTa
npoBepKu
1 2 3 4 5 6 7 8 9




MpunoxeHne Ne 10
K IHCTpyKUMM NO 4enonpon3BoACTBY

dopma KOppPEKTUPOBOYHOIO NNCTa HOMEHKNATYPbI Aen

(HavMeHoBaHWe rocyfapCTBEHHOIO opraHa, opraHa

MECTHOTO CamoymnpaBIieHWs!, OpraHnsaLum)

YTBEPXOAKO

(Hal/l MeHOBaHue OOSMKHOCTU
pykoBoauTens

I NHOTO YyNONTHOMOYEHHOro UM J'II/ILl,a)

(nognwuce) (pacwmdppoBka noar
(nara)
N3MEHEHUA
U OONOJIHEHUA
K HOMEHKINATYPE OEN
Ha 202 _ roa
KonuuyectB | Cpok XxpaHeHusA
UHpekc 3aronoBok
O TOMOB n Ne ctatbu no | NMpumeyaHus
pena aena <
(vacTen) nepeYHto
1 2 3 4 5
(HammeHoaaHme AOJHKHOCTN pyKOBO,ElI/ITeJ'Iﬂ Cﬂy)KGbI (no)qnmct,) (pacmmcbposKa noﬂnmcm)

[enonpov3BoACcTBa opraHmu3aumum)

(naTta)

Busa pykosogutenad (nmu,a OTBETCTBEHHOIO 3a apXMB)

(HanMeHoBaHWe JOIMKHOCTH)

(noanwuce) (pacwmdpoBska nognvcu)

(nata)



MpunoxeHne Ne 11
K HCTpyKUMM NO 4enonponsBoaCTBY

dopma xypHana ydyeTa BblAaun JOKYMEHTOB

MyHuumnanbHoe aBTOHOMHOE [OLLKONbHOE 06pa3oBaTenbHOM yuYpexXaeHUm

«[etckmn cag Ne 10 obwepasBmnBatroLLEro BUAA C NPUOPUTETHBLIM

OCyLLeCTBNEHMEM NO3HaBaTENbHO-PEYEBOro pa3BmTus geten» ropoga Nwmma
(MAOOY g/c Ne 10)

Hayat 20 ropa

OkoHyeH 20 ropa

XYPHAN YYETA BblOAYU OEN
M3 apxuBa obpa3oBaTesibHOW OpraHM3auum

Pacnucka
[ata [ata Pacnucka
Ne Sy~ ®oHg | Onneb | deno| Komy | B nonydeH BO3BPATA | B BOABPALLEHUN

n/n Ne Ne Ne | BblgaHo nm P P

nen aena aena

aena
1 3 4 5 6 7 8
Wtoro B rogy nen
BblaHoO

HanmeHoBaHWe AOMKHOCTU nNuua, CoOCTaBUBLLETO
BHYTPEHHIOI0 Moanucek N.0. damunus

onncb JOKYMEHTOB aena




MpunoxeHne Ne 12
K MHCTpyKUuKM no Aenonpoun3soacTBy

dopma XypHarna permcrpauum

XYPHAI YYETA PETMCTPALUU
npearioXXeHun, 3asaBrieHUN U XXanob rpaxaaH

HavaTt 20 ropa

OkoH4yeH 20 ropa

KonunyecTtBo nuctos OTkyna Mognuce nuua, MecTtoHaxoxaeHue
nocTynuno, Komy nony4mBeLUEro obpaleHns
[ara Anpec HoMep n Bun nepegaHo, obpauwenHne nnn | OTmeTka 06
Ne ®.N.0. mecTa faarta obpaleHus 1 yKasaHo HOMEp M Aata | UCTMIOMHEHMUN
n/n nog TYNNEHAA | aqsuTens | xutenscrea | OCHOBHOTO | Mpunoxenus ero kpatkoe | (pesoniouust), peecTpa, no n oTBeTe Homep
obpatlienins 3asButens | AOKyMeHTa coaepxaHvue | paara, cpok KOTOPOMY sassutenio | AeNaun | Homepa
UCMONHEHUs OTNpaBneHo TomMa nucros
obpalleHne
1 2 3 4 5 6 7 8 9 10 11 12 13

JIOKYMEHT MOZMUCAH SMEKTPOHHOM MOAMMUCHIO

MYHUUUNAJIbHOE ABTOHOMHOE [1OLLKOJIbHOE OGPA3OBATEJIbHOE 03.02.25 12:36 (MSK) CepTudukaT 3F38B2BDA4078EE73CADE848C0BID4F9
YYPEXXAEHMUE "AETCKWUIA CAZL N210 OBLLEPA3BUBAIOLLEIO BUAA C

NMPUOPUTETHbIM OCYLLECTBJIEHUEM NO3HABATEJ/IbHO-PEYEBOIO

PA3BUTUA AETEVI“FOPOAA ULLMMA, PoikoBa EneHa MuxaiinosHa, vpekTop




