IMPUHATO

ITeqarornyeckumM COBETOM IIKOJIbI ; p TﬁP( FBOY COIJ_I Ne 562

IIporokon Ne 1 15 3 /(2&:.»—, £ "
ot «27» aBrycra 2020r. Hpmcas NVI%GB (1) f
CorsiacoBano

Mpencenareasn MK

I'BOY COMLI Ne 562

Kpacnorsapaeiickoro paiiona
Cankr-IlerepOypra

E. B. TamkoBoii

oT «27» aBrycra 2020r

HNucTpykuus

10 XeJIONMPOU3BOACTBY XPaHEHUIO TOKYMEHTOB
IroCYJAPCTBEHHOI' O BIO/IJKETHOT' O OBL[EOBPA30BATE/JIbHOI' O
YUYPEKJEHHA CPEJHEH OBIIEOBPA30BATE/IbHOH IIIKOJIBI N 562

KPACHOI'BAPJEHCKOI'O PAHOHA CAHKT-IIETEPBYPI'A

1. OBIIME ITOJIOXKEHUA

1.1. Tunosas uncTpykuus no aenonpousBoactBy B I'BOY COII Ne 562 KpacHorBapaenckoro
paiiona Cankr - IlerepOypra (manmee mmenyercs — TurmoBas MHCTPYKIHWsI) pa3padoTaHa B LEIAX
COBEpIICHCTBOBAHUS JOKYMEHTAIIHOHHOTO 00ECIeUeHUsI.

TunoBass MHCTPYKLUS YCTAHABIMBAET E€IUHYIO CHCTEMY JEJIONPOU3BOJCTBA, IHOPSAIOK
MOATOTOBKHU, O(OPMIICHUS, MPOXOXKIEHUS, KOHTPOJS 3a HCIOJIHEHUEM, YYE€TOM, XpaHEHHUEM,
rneyaTaHueM, KOMMMPOBAaHUEM U TUPAKUPOBAHUEM CITYKEOHBIX JOKYMEHTOB.

1.2. UHcTpykuusa pa3paboTraHa Ha ocHOBe lIpuMepHON MHCTPYKIMEH MO JeNONMpPOU3BOACTBY B
roCyJapCTBEHHBIX OpraHax yIpaBieHus oOpa3oBaHueM cyOwekToB Poccuiickoii ®enepanuu,
yTBepkaeHHON MuHoOpazoBanueM Poccuiickoii @enepanuu ot 06.05.2002 roxa, T'OCT P 6.30-2003
«YHu(UUUpPOBaHHBIE CHUCTEMbl JOKYMEHTAalMH. YHU(UUIMPOBAHHAs CHUCTEMAa OpraHU3aI[MOHHO-
paclopsANTEeNbHON TOKyMeHTauuu. TpeboBanus K 0GOPMICHHIO JOKYMEHTAIUI, YTBEPKICHHOTO
[Toctanosnenuem ['occrangapra PD ot 03.03.2003 roga Ne 65-cr.

Bormpocsl HeyperynupoBaHHbIE HACTOSIIIEH UHCTPYKLUNA PETYIUPYIOTCA B COOTBETCTBUE C
JNEUCTBYIOIMM 3aKOHOAATeNbCTBOM Poccuiickoi @Pexepanu W HWHBIMA HOPMAaTHBHBIMM U
MO/I3aKOHHBIMU aKTaMH B 00JIaCTH JIETIONPOU3BOJICTBA.

1.3. TlonoxxeHUs: UHCTPYKIIMU PACIIPOCTPAHSIOTCS HAa OPraHU3allUi0 paboThl C JOKYMEHTaMH,
CO37]aBa€MbIMU CPEJICTBAMH BBIYUCIHUTEIBHOW TEXHUKH, MAIIMHOYUTAEMbIE U JPYTHE, HE3aBUCUMO
or wux Hocurenel. KomnerorepHble (aBTOMaTU3UPOBAHHBIE) TEXHOJOTHMM  0OpabOTKH
JOKYMEHTAIbHOW  WHpOpMAlMu  JODKHBI ~ OTBEYAaTh  TPEOOBaHUSAM  WHCTPYKIUU IO
JIeJIONPOU3BO/ICTBY.

1.4. PykoBOACTBO M KOHTpOJb 3a BeneHueM JaenonpousBoictsa B I'BOY COHI Ne 562
OCyILIECTBISET TUPEKTOp. OTBETCTBEHHOCTh 32 OPTaHU3AIMIO JIEJIOMPOU3BO/ICTBA, CBOEBPEMEHHOE U
KaueCTBEHHOE KCIOJHEHUE JIOKYMEHTOB, HX COXPAHHOCTh BO3JIATa€TCsl PaCHOpPSAUTEIbHBIM
JIOKYMEHTOM Ha JIMII0, OTBETCTBEHHOE 3a JAesIonpou3BoACcTBO U apxuB B '[bOY COII Ne 562.




1.5. Pabornukn I'BOY COII Ne 562 HecyT OTBETCTBEHHOCTh 3a BBINOJHEHUE TPEOOBaHUI
TunoBol MHCTPYKIMH, 32 COXPAHHOCTb HAXOSAIIUXCSA Y HUX CIY)KEOHBIX JTOKyMeHTOB. OO yrpare
JOKYMEHTOB HEMEJJICHHO JI0KJIaAbIBAIOT JUPEKTOPY.

1.6. B ciny4ae yBOJbHEHUS JUIA, OTBETCTBEHHOTO 3a JIeionpoun3BoacTBo U apxuB 'bOY COILI
No 562  o0s3aTeNbHO COCTABIISIETCS aKT MpUeMa-Tiepeaadyd  JeN, KOTOPBIA YTBEp)KIaeTcs
JTUPEKTOPOM.

1.7. BHOBb mnpuHAThIE PAOOTHHKHU JOJDKHBI OBITh O3HAKOMIICHBI JTUPEKTOPOM C MOPSIKOM
pabotsl 'BOY COILL Ne 562 u ¢ HHCTPYKIUEH O JeTONPOU3BOICTBY.

2. ObsacTh NPUMEHEHUSA
TpeboBanust Hactosameit WHcTpykuuu paclpoCTpaHsIOTCd Ha OpPraHU3aIMOHHO-
pacropsIUTeIbHbIE JTOKYMEHTHI: YCTaBbl, IIOJOXKEHHUS, NpPaBWIA, HHCTPYKIUH, PETIaMEHTHI,
MIOCTAHOBJICHUSI, PACIOPSIKEHUS, IPHUKA3bl, PEIICHUs, MPOTOKOJIbI, JOTOBOPHI, aKThl, MHUCHMA,
CIpaBKH U Jp. (majee - JOKyMEHTHI), B ToM uucie BriarodeHHbie B OK 011-93 "OO6mepoccuiickuit
kiaccudukarop ynpasieHueckoit nokymentanun" (OKY J1), kiacc 0200000.

Hacrosimass MHCTpykums ompenenseT COCTaB PEKBU3UTOB JIOKYMEHTOB; IpaBHJa HX
odopmIleHHs, B TOM YHCIIe C TPUMEHEHHEM MH(GOPMAIIMOHHBIX TEXHOJIOTU; BUIbI OJAHKOB, COCTAB
PEKBU3UTOB OJIAHKOB, CXEMBI PACIIOJIOKEHHS PEKBU3UTOB Ha JIOKYMEHTE; 00pa3Iibl OJIAHKOB; MpaBHIIa
co3/1aHus JOKyMeHTOB. [lono)keHns HacTOAIIEH MHCTPYKIIMHU PACTIPOCTPAHSIOTCS Ha JOKYMEHTHI Ha
OYMa)KHOM U JICKTPOHHOM HOCHTEJISIX.

3. IPABUJIA O®OPMJIEHUA JOKYMEHTOB

3.1. TPEBOBAHHUA K BIIAHKAM /IOKYMEHTOB
3.1.1. JIokyMEeHTBI MOTYT CO3/1aBaThCsi Ha OYMa)KHOM HOCHUTEJIEC U B IJICKTPOHHOU (opMme ¢
COOJIOJICHUEM YCTaHOBJICHHBIX NMPaBMl 0POpMIIEHUS JOKYMEHTOB.
JIOKyMeHTBI TOJKHBI, KaK TpaBuiio, ohopmiaTeess Ha Onankax ¢opmara A4 (210 x 297
MM) 1 AS (148 x 210 mm).
JIOKyMEHTBI, HW37aBaeMble OT WMEHH JBYX WM Oojiee OpraHu3alyii, Kak IpaBHIIO,
o(opMIISIOTCS HA CTAaHAAPTHBIX JICTax Oymaru 0e3 OaHKa.
3.1.2. Kaxplil TUCT 1TOKyMeHTa, OpOpPMIIEHHBIH Kak Ha OJaHKe, Tak U 0€3 Hero J10JIKEH UMETh
M0JIS1 HE MEHEe:
20 MM — JIEBOE;
10 mm — nipaBoe;
20 MM — BEpXHEE;
20 MM — HUXKHEE
[TpeamovYTUTENEHPIMA TAapHUTYpaMH M pa3MepamMu MIPUPTOB JJIsi PEKBU3UTOB JIOKYMEHTA
SBIISIIOTCSL:
Times New Roman N 13, 14;
Arial N 12, 13;
Verdana N 12, 13;
Calibri N 14 u npubnmkeHHbIE K HUM.
[Tpu cocTaBiieHUM TAOIUI] TOITYCKAETCS UCIIOJIb30BaHNE MIPU(PTOB MEHBIITUX Pa3MEPOB.
3.1.3. AG3anHblil OTCTYN TEKCTa JOKYMeHTa - 1,25 cM.
3aroJI0BKH pa3/esioB M MOJPa3/IeIIOB eUaTar0TCs ¢ a03aI[HBIM OTCTYIIOM I EHTPUPYIOTCS
110 HIMPUHE TEKCTA.
MHOTOCTpOUYHBIE PEKBU3UTHI TIEYATAIOTCS Yepe3 OJJMH MEKCTPOUHBIA HHTEPBAJI, COCTABHBIE
YaCTH PEKBU3UTOB OTAEIAIOTCS JONOTHUTEIBHBIM HHTEPBAJIOM.
Tekcr noxkymeHnTa nevaraercs uyepes 1 - 1,5 MeKCTpOUHBIX MHTEpBAJIA.



Ecnum 1OKyMEHT rOTOBHUTCS AJI M3JaHHUA C YMEHBIIEHHEM MaclTaba, TeKCT Iedaraercs
4yepes Ba MHTEepBaJa.

WNHuTepBan mexxny OyKBaMH B CIIOBaX - OOBIYHBIH.

WHTepBasl MEXIy CIIOBaMHU - OAMH PoOe.

3.1.4. Tekct HOKyMEHTa BBIPAaBHUBAETCS IO IIMPHHE JIMCTA (IO TPaHULAM JIEBOI'O M IPAaBOTO
MoJIeH IOKYMEHTA).

JlinHa caMOW JAJMHHOM CTPOKM PEKBHU3MTA INPU YIJIOBOM DACIOJIOKEHHUH PEKBU3UTOB HE
bomee 7,5 cMm.

JlnuHa caMol JUIMHHOW CTPOKHM PEKBHU3MTA IPU MPOJOJIBHOM PACIOJIOKEHUN PEKBU3UTOB HE
6onee 12 cm.

3.1.5. HopMaTuBHBIMM MpPaBOBBIMM aKTaMH OpPraHU3alMd MOXET OBbITh IPEIyCMOTPEHO
BBIJICJICHHE PEKBU3UTOB "aapecar", "3arojoBok K TEKCTY" wiaM "MOAMUCH", a TaKkXKe OTICIbHBIX
(GparMeHTOB TEKCTa MOJIYKUPHBIM HIPUDTOM.

3.1.6 HopmaruBHblE NPAaBOBBIE aKThl OpraHMU3allMM, a TAKXE WHBIE MHOTOCTPAHUYHBIE
JOKYMEHTBI MOT'YT O(OPMIIATECS C TUTYJIbHBIM JUCTOM. TUTYIBHBIN JIUCT TOKyMEHTa O(popMIIsieTcs
B COOTBETCTBUH C

3.1.7. B 3aBUCHUMOCTH OT pAaCHOJOXKEHHMS PEKBU3UTOB YCTAHABIMBAIOTCA [BAa BapuUaHTa
O0maHKoB — C yrnoBeIM (mpuiioxkeHue Ne 1) u mpoponbHeM (TpusioxkeHne Ne 2) pacrosiokeHHeM
PEKBU3UTOB.

B ciyuae otcyrcTtBus OnaHKa JOKYMEHT O(OPMIIIETCS C TOMOIIBIO YIJIOBOTO IITaMIa ¢
HalMEHOBaHMEM 00pa30BaTEIbHOM OpraHu3aluy, KOTOPbII NPOCTABISETCS B JIEBOM BEPXHEM YIIIy C
YKa3aHHUEM JaThl U1 HOMEpA.

3.1.8. Ha nokymenTax, oopmisieMbIX Ha IBYX W Oojiee CTpaHMLAX, BTOpas U IMOCIEAYIOIINE
CTpaHULbl JOJKHBI OBITH IPOHYMepoBaHbl. HoMepa cTpaHull MpocTaBisioTCs IOCEPEIUHE BEPXHETO
II0JIS1 TUCTA apaOCcKUMM LU paMu 0e3 CI0Ba «CTP.» U 3HAKOB IIPETUHAHMS.

3.2TPEBOBAHUS K O®@OPMJIEHNIO OCHOBHBIX PEKBU3UTOB TOKYMEHTOB

3.2.1.Kaxnaplii JOKYMEHT [OJKEH HUMETh CTPOrO OIPEIENICCHbI KOMIUIEKC PEKBU3HTOB U
CTaOMJIBHBIA TOPSAZOK UX pacroiokeHust. O0s3aTeIbHBIMI PEKBU3UTAMH JOKYMEHTOB SIBIISTFOTCSI:

e HaMMEHOBaHME 00pa30oBaTEIbHON OpraHU3alMH,

Ha3BaHME BUJA IOKYMEHTA,

3aroJIOBOK IOKyMEHTA,

JlaTa 1 HOMEp JIOKYMEHTa,

azpecat, TeKCT, BU3a, IIOJIIUCH,

OTMETKA 00 UCIIOJIHUTEINE JOKYMEHTA,

OTMETKa 00 MCIIOJIHEHUH JIOKyMEHTa U HallpaBJIEHUH €ro B JIEIO.

B mpouecce moarotoBku v opOpMIIEHHS JTOKYMEHTOB COCTaB PEKBU3UTOB MOXET OBITh
JIONIOJTHEH JIPYTUMH PEKBU3UTAMHU, €CIIM TOro TpeOyeT Ha3HaYeHUe TIOKyMEHTa, ero o0paboTKa U T.JI.

PexkBU3MTBHI JOKYMEHTA

ITpu monroToBke U 0hOPMIIEHUHU TOKYMEHTOB UCIOJIb3YIOT PEKBU3HUTHI, ONPEAEICHHUsI KOTOPBIX
npuseaensl B 'OCT P 7.0.8

01 - rep6 (I'ocynapctBennsliii repd Poccuiickoit ®enepanun, repd cyobekra Poccuiickoit
®enepannu, rep6d (repaibAUUecKuil 3HaK) MyHUILIUIIAILHOTO 00pa30BaHus);

02 - >mOnema;

03 - ToBapHBIif 3HAK (3HAK OOCITY)KUBAHWS);

04 - xon hopMBI JOKYMEHTA;

05 - HamMeHOBaHWE OpPTraHU3aIMX - aBTOPA JIOKYMEHTA,

06 - HaMeHOBaHUE CTPYKTYPHOT'O MOPA3/IEIEHUs - aBTOpa JOKYMEHTA;

07 - HanMeHOBaHWE TOJHKHOCTH JIMIIA - aBTOpA IOKYMEHTA;

08 - cripaBouHBIC JaHHBIE 00 OPraHU3AIINH;

09 - HauMeHOBaHKE BHJIA JIOKYMCHTA,



10 - maTa JOKyMeHTa;

11 - perucTpanrOHHBI HOMEP TOKYMEHTA;

12 - ccpinka Ha perucTpalMoHHbIN HOMED U AaTy MOCTYNUBILIErO JOKYMEHTA;
13 - mecTo cocTaBneHus (M3AaHUS) JOKYMEHTA,
14 - rpud orpaHnyeHUs AOCTyNA K JOKYMEHTY;
15 - agpecar;

16 - rpud yTBEpKICHUS TOKYMEHTA;

17 - 3arosoBOK K TEKCTY;

18 - TeKcT TOKyMEHTa,

19 - oTMeTKa 0 MPHUIIOKEHUH;

20 - rpu cormacoBaHus TOKYMEHTA;

21 - Bu3a;

22 - IOAINCE;

23 - oTMeTKa 00 3JIEKTPOHHON MOAIHNCH;

24 - meyarts;

25 - oTMeTKa 00 UCIIOITHUTEIIE;

26 - oTMETKa O 3aBePEHUH KOIIHU;

27 - OTMETKa O TMOCTYIUICHUH JOKYMEHTA;

28 - pe3omonus;

29 - oTMETKa O KOHTPOJIC;

30 - oTMeTKa O HaNpaBlIEHUU JTOKYMEHTA B JIEJIO.

3.2.2.HaumeHoBaHMe 00pa30BaTeIbHOIi OPraHu3aluM, SBISIONIETOCS aBTOPOM JOKYMEHTA,
JOJKHO COOTBETCTBOBATH HAMMEHOBAHHIO, 3aKPEINICHHOMY B €T0 YUPEIUTEIbHBIX JTOKYMEHTaX.

CoxpalieHHOe HAMMEHOBAHUE YUPEKACHUS MIPUBOIAT B TEX CIydasx, KOTJa OHO 3aKpETICHO
B YUpPEIUTEIbHOM JOKYMeHTe yupexaeHus. CokpalleHHOe HauMEHOBaHUE (B CKOOKax) MOMEMNIA0T
HIDKE TIOJTHOTO HMJTH 32 HUM.

3.2.2. CnpaBouHble JaHHbIe 00 00pa30BaTe/IbHOIl OPraHN3alMU BKIIIOYAIOT B ce0s:

MOYTOBBIA azpec, HOMep TenedoHa, Ipyrue CBEACHUS 1O YCMOTPEHHIO 00pa30BaTEIbHON
Opranmzaiuu — HoMepa akcoB, CYETOB B OaHKE, aJpec AIEKTPOHHOM MOYTHI U Jp.

3.2.3. HaumeHoBaHHe BHJAa JAOKYMEHTAa, COCTABJICHHOTO WJIH W3JIAaHHOTO JOJDKHO OBITh
OIpENIeJIEH0  YCTaBOM  (IIOJIOXKEHMEM) U JIOJDKHO  COOTBETCTBOBaTh BHJAM  JIOKYMEHTOB,
npeaycMoTpeHHbIXx OKY I («O6mmepoccuiickuii kitaccuukaTop yrmpaBiIeHYECKON JOKYMEHTAIUN),
HarnpuMep NpuKas3, pelieHue, poToKoI, akT U JAp.

3.2.4. laToii TOKyMeHTa SBISIETCS JaTa €ro MOAMMCAHUS WM YTBEPKACHHUS, IJIS1 TPOTOKOJIA —
narta 3aceilaHus (MIPUHATHS peIleHus), A1 akTa — JjaTa coObITUs. JJOKyMEeHTbI, U3/1aHHBIE IBYMsI UJIH
0oJiee opraHU3aIMAMU, JOHKHBI UMETh OOIIYI0 OJHY (€AUHYIO) /1aTy.

Haty nokymeHnta oopMisitoT apaOCKuMHU LU(ppaMu B MOCIEIOBAaTEIBHOCTU: JIeHb Mecsla,
Mecsil, roi. [leHb Mecsdla u Mecsl oQOpMISIIOT ABYMsI mapaMu apaOckux Ludp, pas3aeaeHHbIX
TOYKOM, TO — YeThIPbMs apaOCKUMHU LU pPaMu.

Hampumep, nary 5 utons 2003 roga ciaenyet opopmisats 05.06.2003.

Jlomyckaetcs cinoBecHO-1IMppoBoii criocol odopmitenust natsl, Hapumep 05 urons 2003 .

3.2.5. PerncTpaiiuoHHbIii HOMep JOKYMEHTA COCTOHT U3 €r0 MOPSAIKOBOTO HOMepa, KOTOPHIH
MO>KHO JOMOJHSATD [0 YCMOTPEHHIO YUPEKACHUS MHIEKCOM Jieia 10 HOMEHKJIAType Jiell.

PerucrpanmoHHslii HOMEp TOKYMEHTa, COCTAaBIEHHOTO COBMECTHO [IBYMs H Ooljee
opraHuzansIMu (yIpexJIeHUsIMH), COCTOMT U3 PETUCTPAIIMOHHBIX HOMEPOB JIOKYMEHTa KaKIOoH 3
ATHX OpTraHHU3aIHi, POCTABIIEMBIX Yepe3 KOCYIO YePTY B MOPSIKE YKa3aHUsS aBTOPOB B IOKYMEHTE.

3.2.6. Ccblika HAa PerucTPaAalMOHHBIH HOMep M [aTy /[OKYMEHTa BKJIIOYaeT B cels
PETUCTPAIIMOHHBIN HOMEp H JaTy TOKyMEHTa, Ha KOTOPBIN JI0OJDKEH OBITh TaH OTBET.

3.2.7. MecTo cocTaB/JeHHS] WJIH W3JaHUS AOKYMEHTA YKa3bIBalOT B TOM CIIydyae, €Cliu
3aTpPy/[IHEHO €ro ompeneieHne No pekBu3uTam «HanmeHoBanme opranuzanum» u «CIpaBoOYHEIE



NaHHbIe 00 opraHu3anuu». MecTo COCTaBIEHUS WM U3JaHMs YKa3bIBAlOT C Y4YE€TOM IMPHUHSATOTO
aJIMUHUCTPATUBHO-TEPPUTOPUATBHOTO  JICJICHUS, OHO BKJIIOYAeT B c€0Sl TOJNBKO OOLICTIPHHSTHIC
COKpaLICHHUSI.

3.2.8. Anpecatr. B kadectBe azapecara MOryT OBITb OpraHM3allUU, WX CTPYKTypHBIE
MOJApa3JelieHus, JOJDKHOCTHbIE wWiu  ¢usndyeckue Juna. Ilpu  anpecoBaHMd — JOKYMEHTa
JOJDKHOCTHOMY JIMITY MHUIIMANBI YKa3bIBatOTCA nepes pamuineid. HauMeHoBaHue opraHu3aiuu ¥ ee
CTPYKTYPHOTO MOAPA3/ICICHHs YKa3bIBalOT B UMEHUTEIIBHOM MaJIexke.

[lpu agpecoBaHWM JOKyMEHTa OpraHM3alldd, €€ CTPYKTypHOMY MoOApasieieHuio 0e3
YKa3aHUs JOJKHOCTHOTO JIUIA X HAMMEHOBAHHUS MUIIYTCSl B UMEHUTEILHOM MafieKe.
Hanpumep: Komumem obpazosanust
Omoen kaopos
[Ipu agpecoBaHuMM MJOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIy HaWMEHOBaHHE

OpraHuzalui, €e CTPYKTYpPHOIO TMOApA3/eleHUs] YKa3blBalOTCA B HMMEHHUTEIHHOM IMaJexe, a
JOJHKHOCTD M (paMHITUS B TaTEITHHOM.
Hanpumep: Komumem obpaszosanus
Omoen kaopos
I'naenomy cneyuanucmy
A.U. I[lemposy

[Ipn agpecoBaHUM [TOKyMEHTa PYKOBOAMUTEIIO OpPTraHM3allMd €€ HAUMEHOBAaHUE BXOAWUT B
COCTaB HAUMEHOBAHHUS JJOJDKHOCTH aJipecara.
Hanpumep: IIpeoceoamenio komumema
00pazosanus
I1.A. Cuooposy
B cocraB pekBu3uTa «AnmpecaT» MOXKET BXOJIWUTH IMOYTOBBIA ajpec. DJIEMEHTHI MOYTOBOTO
ajJipeca yKa3bpIBalOT B MOCIEIOBATEIHLHOCTH, YCTAHOBICHHON MpaBUIaMU OKa3aHUs YCIYT MOYTOBOM
cs3u. llpu ajpecoBaHnM MrMchMa B OPTaHU3AIMIO YKA3BIBAIOT €€ HAMMEHOBAaHHE, 3aT€M IOYTOBBIN
azpec.
Hanpumep: Ynpaenenue apxuenozo oena
aomuHucmpayuu
Cosemckas yn., 0. 72,
[Ipu ampecoBaHMU MOKYMEHTa (PU3UYECKOMY JIHIY YKa3bIBAIOT MHUILIUAIBI U (PaMHIUIO
M0JIy4yaTesis, 3aTeM IOYTOBBIN ajipec.
Hanpumep: .11 Kanunumy
ya. Cadosas, 0.5, k.12
2. Cankm - Ilemepbype
3.2.9. YTBep:kaeHue T0KyMeHTa. [IOKYMEHT yTBEp)KAAETCS MOJKHOCTHBIM JIMIIOM HJIH
CHEIHAbHO M3/1aBaeMbIM TOKYMEHTOM. [Ipu yTBEp>KIeHUHN TOKYMEHTa JOJKHOCTHBIM JIUIIOM Tpud
YTBEPKJCHUS JTOKYMEHTA nopkeH coctosith w3 cinoBa YTBEPXKJIAKO (0e3 kaBbiuek),
HAaUMEHOBAHMSI TOJDKHOCTH JIUIIA, YTBEPKIAIOUIETO JTOKYMEHT, €ro MOJMUCH, MHULIUAJIOB, (haMUITHH
Y aThl YTBEPKICHUS, HAIPUMED:
VYTBEPX/[AFO
Jupexmop I'6OY COL Ne ......
Jluunas noonuco
Hama
[Ipy yTBep>KIEHUHM [OKYMEHTAa HECKOIBKUMH JIOJDKHOCTHBIMH JIMIIAMH, WX TOAMHCU
pacrojararoTcs Ha OJJHOM YpOBHE, HAIIPUMED:

VYTBEPX/[AIO VTBEPX/[AIO
Jlupexmop Jlupexmop
Jluunas noonuce Juunas

Jlama Jlama



[Ipu yTBepKIEHMM JOKYMEHTa pEILICHUEM, IPUKa30M, IPOTOKOJIOM TIpU( YTBEpPKICHUS
coctoutr u3 cinoBa YTBEPX/IEH (YTBEPXJIEHA, YTBEPXAEHbBI unu YTBEPX/IEHO),
HalMEHOBAaHMS YTBEPXKJAIOIIEr0 JOKYMEHTAa B TBOPUTEIBHOM MaJeXe, €ro JaTbl, HOMeEpa.
Hanpumep: VYTBEPK/[EH

peuwienuem neoazo2utecKo2o

Cogema wikonvt om 05.04.2003 Ne 2
unu

VTBEPK/I[EHO

NPUKA30M OUPEKmMopa WKoIbl

om 05.03.2003 Ne 17

I'pud yrBepxaeHHs TOKYMEHTa paclojaraloT B IPaBOM BEPXHEM YTy IOKYMEHTA.

JlomyckaeTcsi IEHTPUPOBATh KaXKIYI0 CTPOKY PEKBU3UTOB «Anpecary», «I'pud yrBepxaeHus»,
«I'pu cornacoBanusy, «Iloanuce» Mo OTHOIIEHUIO K CaMOM JUIMHHON CTpPOKe.

3.2.10. Pe3osonusi pyKOBOJIMTEJISI BKIIOYAeT B ceOsi (haMUIMK, WHHUIIAATIBl HCIIOJHUTENCH,
coJiep>KaHue MOPYyUEHUsi, CPOKU UCIIOIHEHUs, MOANNCh U ATy, HallpUMep:

Ilemposou A.U.
Heanosou U.U.
IIpouwty noocomosums npoexm
omeema k 05.04.2003
Jluunas noonucw
HHama

Pe3omronuis, kKak MpaBUIIO, MUIIETCS PYKOBOAMTEIEM OT PYKHM B IPAaBOM BEpXHEM YTy Ha
JIMIIEBOM CTOPOHE NEPBOro JINCTA MOJIMHHUKA JOKYMEHTa, JOIYCKaeTCsl pa3MellaTh pe30JIIOLHUI0 Ha
m000i CBOOOAHONM TIJIOMIATM JIMIIEBOM CTOPOHBI JIUCTAa JOKYMEHTa, KpoMme mojei. JlomyckaeTcs
oopmieHre pe3ostolMU Ha OTAeIbHOM Jucte. Korja mopydyeHue naercs ABYM MIIM HECKOJIBKUM
JIMIIaM, OCHOBHBIM MCTIOJHUTEINIEM SIBIISICTCS JIUIO, YKA3aHHOE B PE30JIIOIIUU TIEPBBIM.

3.2.11. 3aro10BOK K TEKCTY BKIIOYaeT B ce0s KpaTKoe cojeprKaHhe JOKYMEHTA. 3aroJoBOK
JOJDKEH OBITH COTJIACOBAaH C HAMMEHOBAHMEM BUA JOKYMEHTA.

3aroJI0BOK MOXKET OTBEYATh Ha BOIPOCHI O 4eM (0 KOM)?, Harpumep:

Ilpuxas o co30anuu ammecmayuoHHOU KOMUCCUL;

4ero (Koro)?, HaIpuMep:

Honxcnocmuas uncmpyKyus cekpemapsi WKoJbl.

K tekcry noKyMeHTOB, OpOpMIIEHHBIX Ha OnaHkax ¢opmara AS, 3arojioBOK JIOMyCKaeTcs

HE YKa3bIBaTh.

3.2.12. OTMeTKa 0 KOHTpOJE 32 MCIOJHEHHEM J0KyMeHTa o0o3Hauaercst OykBoi «K» wmmm
cnoBoM «KOHTpOIBY.

3.2.13. Teker pokymenta. OnHO W3 BaXHEWIIMX TpeOOBaHMH K TEKCTY — KpaTKOCTh
n3noXKeHuss. POPMYIUPOBKH  CITYyKEOHBIX JOKYMEHTOB JOJDKHBI OBITh TOYHBIMH, O€3yNpPEUYHBIMU B
IOPUINYECKOM OTHOIIEHUH, HE JOMYCKAIOIUMHU [BOSKMX TOJKOBaHUH. CIJIONIHOM TEKCT B
JTOKYMEHTE TPYAHO BOCIPHHHUMAETCS, IMOITOMY CMBICIOBBIE YaCTH TEKCTa CJEIyeT pa3ieinTh
a03anamu.

CBsI3HBIM TEKCT, KaK IPaBUIIO, COCTOUT U3 JIBYX 4acTell. B mepBoil yacTh yKa3bIBarOT
NPUYMHBI, OCHOBAHMS, LEJIU COCTABJICHUS JTOKyMEHTa, BO BTOPOIl (3aKIIOYMTENBbHOM) — pelIeHus,
BBIBOJIBI, TPOCHOBI, NPEUIOKEHUS, PEKOMEHIAIMH. TeKcT MOXET COJIepKaTh OJTHY
3aKJIIOYUTENbHYIO YacTh (HampuMmep, MpHUKa3bl — paclopsaIuTeIbHYI0 4yacTh 06e3 KOHCTaTHPYIOLIeH;
MHUCHbMa, 3asBJICHUS — IPOCKOY 03 MOSCHEHHS).

B Tekcre moKyMmeHTa, IOATOTOBIEHHOIO Ha OCHOBAaHUHU JIOKYMEHTOB JpPYTUX
OpraHW3alii WM paHee W3JaHHBIX JOKYMEHTOB, YKa3bIBAIOT WX PEKBU3HUTHL: HAMMEHOBAHWE
OpraHu3ali - aBTOpa JOKYMEHTa, JaTy JIOKYMEHTa, PETHCTPAllMOHHBI HOMEp JOKYMEHTa,
3aroJOBOK K TEKCTY.



Ecnu TekcT comepKuT HECKOIBKO PEIICHHUH, BEIBOJOB U T.J., TO €r0 MOXKHO pa30uBaTh
Ha pasJelibl, MOJIPa3/eibl, IYHKTHI, KOTOpble HyMepyloTcsi apadckumu nudpamu. B nokymenrax,
UCXOAIIMX OT JUPEKTOpa YUPEKICHHUs], aJpeCOBaHHBIX PYKOBOACTBY OpPraHU3alMH, TEKCT U3J1araioT
OT TMEpBOrO JIMIIAa EIUHCTBEHHOrO uYucia («Ipeiaraioy, «Ipoury» W T.A.). B mgokymeHTrax
KOJJIETHAJIBHBIX ~ OPraHOB ~ TEKCT M3JIaraloT OT TPEThero Jula E€AMHCTBEHHOI'O 4HCIa
(«ITOCTAHOBIISIETY, «PELIUITY).

B coBMeCTHBIX JOKYMEHTaxX TEKCT M3J1aratoT OT IEPBOTO JIMIAa MHOKECTBEHHOI'O YHCia
(«TIpHKa3bIBAEMY, «PELIUIINY).

Texct nmpoTokosa U3aratloT OT TPETHErO JIMIA MHOKECTBEHHOIO 4Mcia («CITyIlanuy,
«BBICTYIHIINY, «ITOCTAHOBUIINY, «PEIIHIIN).

B nokymeHTax, yCTaHaBIMBAaIOIIMX IpaBa M OOA3aHHOCTH OpraHM3allud, ee
CTPYKTYPHBIX TOJpa3ieieHui (TI0I0KEeHUE, MHCTPYKIIHS), @ TAKKE COJIEPIKAIIUX OMUCAHUE, OLEHKY
(GakTOB WIM BBIBOJBI (AKT, CIpPAaBKa), UCHOIB3YIOT (POPMY HM3JI0KEHUS TEKCTa OT TPEThEro JIMIA
€IMHCTBEHHOTO WM MHOXXECTBEHHOTO 4HCia (WIMIEH OCYIIEeCTBIAeT (YHKIHMHU», «B COCTaB
KOMMCCUH BXOJAT», «KOMUCCHS YCTaHOBUJIIA).

B nucemax ucnons3yroT ciaenyromue GopMbl H3T0KEHUS:

e OT MEpPBOro JIMLIA MHOXECTBEHHOIO uucia («IPOCUM HalpaBUTh», «HANpaBiIsgeM Ha
PacCMOTpPEHHEY);

®  OT [IEPBOTrO JIMIA €JMHCTBEHHOI'O YHCIA («CUUTAI0 HEOOXOJUMBIMY, «IIPOILY BBIIECIUTHY);

®  OT TPETHETO JINIA SAMHCTBEHHOTO YHcia (KKOMHUCCHS HE BO3PAXKALT», KKOMUCCHS CUATACT
BO3MOJKHBIM).

3.2.14. OTrMeTKa 0 HAJIMYUM NPUJIOKEHHMs, HA3BAaHHOTO B TEKCTE MUCbMa, O(QOpMIIseTCs
CIIEAYIOIINUM 00pa3zoMm:

[Tpunoxxenue: Ha 5 1. B 2 9K3.

Ecnu nuceMo numeet npuiiokeHue, He Ha3BaHHOE B TEKCTE, TO YKa3bIBalOT €ro HAMMEHOBAHUE,
YHUCIO JIUCTOB W YHUCIO JK3EMIUIAPOB; NMPH HAIMYUK HECKOJBKHX NPWIOKEHUH HX HYMEpYIOT,
Hanpumep:IIpunoxenue: 1. Ilonoxenue o nposeaeHnu ENMHOro rocyaapcTBeHHOro K3aMeHa Ha 5
1. B 1 9K3.

2. IlpaBuiia MOATOTOBKM U O(GOPMIICHHS JOKYMEHTOB IO IMOJABENEHUI0 UTOroB ExnHoro

roCy/IapCTBEHHOI'O0 3K3aMEHa Ha 711. B 2 2K3.

Ecnu npuiosxeHust cOpOIIOpoBaHbl, TO YHUCIIO JTUCTOB HE YKa3bIBAIOT.

Ecnu k TOKyMEHTY NpHIIaratoT Jpyrou TOKyMEHT, TaK)Ke NMEIOIIIH MPUIIOKEHHE, OTMETKY O
HAJINYUU TPUI0KEHUS OQOPMIISIIOT CIIETYIOLUIUM 00pa3oM:

[Mpunoxxenue: mucbMo Komutera oOpaszoBanusi r. bameir ot 05.06.2003 Ne 02-6\34 u
NPUJIOKEHNE K HEMY, BCEro Ha 311.

B mpunoxxeHnn K pacriopsauTeIbHOMY JOKYMEHTY (IPUKa3y) Ha MEPBOM JIUCTE B MPABOM
BepxHeM yriy numyT «llpunoxenne Ne » ¢ ykazaHMEM HaMMEHOBAaHUS pPACIOPSAAMTEIBHOTO
TOKYMEHTa, €T0 JIaThl ¥ PErHCTPAMOHHOTO HOMEpa, HalpuMep:

IIpunoocenue Ne I x npuxazy
wikonwvt Ne 86 om 05.06.2003 Ne 45
3.2.15. B cocraB pekBusura «Iloammeb» BXOJAT: HAMMEHOBaHME JOJDKHOCTH JIUIIA,
MOJINKCABUIETO JOKYMEHT (IIOJIHOE, €cld JOKYMEHT Oo(opMiieH He Ha OJaHKe [IOKyMEHTa, U
COKpallleHHOe — Ha JOKyMEHTe, O()OpMJIEHHOM Ha OJaHKe); JUYHAs MOJNKCH; paciIuppoBKa
MOJANUCHU (MHULIMAJBI, (aMUIINS), HAIPUMED:
Lupexmop mynuyunanorno2o
00Ue0bpaz08amenbHO20 YUpeHcOeHUs
HauanvHas 06ueobpaszoeamenbHas WKod A.I'. Oscuesckui
unu Ha Oa1aHKe
Jlupexmop A.I'. Oscuesckuii



Ecin [1OIDKHOCTHOE JIMIO, TNMOANMCH KOTOPOTrO 3aroTOBJICHA HA IPOEKTE JTOKYMEHTA
OTCYTCTBYET, TO JOKYMEHT IOJIHCHIBACT JIUIO, HCIONHSIONIEE €ro OOS3aHHOCTH, WM €ro
3amectuTenb. [Ipu 3ToM 00s3aTenbHO yKasbiBaeTcs (pakThdeckas NOJDKHOCTB JIMIA, HMOJMHCABLIETO
JTOKYMEHT U ero (paMuiust (MCHpPaBICHUS MOYKHO BHECTH OT PYKHM WMJIM MAalIMHOIHMCHBIM CIIOCOOOM,
HampuMmep: «u.0.», «3am»). He nomyckaercs NMOANUCHIBATH JOKYMEHTBI C IPEIJIOTOM «3a» WM
IIPOCTABJICHUEM KOCOU YEPTHI IIepe] HAMMEHOBAHUEM JOJKHOCTH.

IIpn moanucaHuu COBMECTHOI'O JTOKYMEHTA HECKOJIBKHMH JIHMIAMM PaBHBIX TOJDKHOCTEH
UX TOJAIKCH PacIoIararoT Ha OJHOM YPOBHE, HallpUMep:

Hupexmop myHuyunaivbHo2o Hupexmop myHuyunaibHo2o
001eobpaz06amenbHO20 YuperHcoeHUs 0014e06pa306amenbHO20 YUpeHcOeHUs
HayanvbHas ooueobpazosamenvuas wkoaia Ne 3 cpeonsis 0oweobpazos. wkoaia Ne 5
A.I'. Oscuesckuil B.A. Hlkyprxun

[Ipu noanucaHuy COBMECTHOTO JIOKYMEHTA MEPBBI JTUCT 0OPMIISIOT HE HA OJIaHKe.
B nokymMmenrtax, cocTaBieHHBIX KOMUCCHUEH, YKA3bIBAIOT HE JOJKHOCTH JIMII, MOAMUCHIBAIOIINX
JOKYMEHT, a UX 00513aHHOCTU B COCTaB€ KOMUCCHU B COOTBETCTBHH C pacIipe/ie]ICHUEeM, HallpUMep:

Ilpeoceoamenv komuccuu JIUYHAS NOONUCH U .A. Hsanos
Ynenwvt komuccuu JUYHASL NOONUCH B.B. I[lempos
JIUYHASL NOONUCH A.A. Cuoopos

3.2.16. CornacoBanue JOKyMeHTa oOQOpMISeTCsS BH30M Ha JIOKyMEHTe WiIH Tpudom
cornacoBanusi. I'pu¢ cormacoBanms_ngokymenta coctout u3 ciioBa COI'JTACOBAHO, nomxHocTH
JUIa, C KOTOPHIM COTJIACOBaH JOKYMEHT (BKJIFOUash HAUMEHOBAaHUE OPTaHHU3AIlNH ), TUYHOMN MO/IHUCH,
pacmupoBKY MOANKUCH (MHUIMAIIOB, ()aMHUIINH) U TAThl COTIIACOBAHMSI, HAIIPUMeED:

COI'JTACOBAHO

IIpeoceoamens npogcoroznozo

xomumema MOY COLIl Ne 53
Jluunas noonuce U U Hsanosa
HHama

['pu cormacoBaHus pacnosyiara€Tcs HUXKE PEKBU3UTA «IIOIIKUCHY B JIEBOM HI)KHEM YTy
JOKYMEHTA.
BuyTpeHHee coriacoBaHue JOKyMEHTa O(QOPMIISIFOTCS BH30M COTJIacOBAaHHWS, BKIIOYAIOT B
ce0st MOAMMCh U TOJKHOCTh BU3HUPYIOIIETO JOKYMEHT, paciin(pOBKY MOANUCH, ATy MOANHUCAHHUS.
[Tpu HanMuMy 3aMeYaHU K TOKYMEHTY BU3Y 0(DOPMIISIOT CIEYIOIIMM 00pa3oM:

3aMevaHus IpuiararTcs

IIpeoceoamens npogproma

Jluunas noonuce A.A. Kpvinosa

Jlama

3aMevaHus U3J1aratoT Ha OT/AEIbHOM JICTE, OMUCHIBAIOT U MPUIIAraloT K JOKYMEHTY.

3.2.17. Bu3a o03HAKOMJIEHUSI C JIOKYMEHTOM COCTOHMT W3 IOJIHUCH, PaciIU(pPOBKU MOAIUCH U
natbl. BU3bl O3HAKOMIIEHUS NPOCTABJISIOT B HWKHEW YacTH JIMIEBOW MM OOOPOTHOM CTOPOHBI
MOCJIEAHETO JIUCTA MOAJMHHUKA JOKYMEHTA, HUKE PEKBU3UTA «IOANUCHY. JlOMyCcKaeTcs MOJIUCTHOE
BU3MPOBAaHUE JOKYMEHTA.

3.2.18. OTTHCK meYaTH 3aBepseT MOTUHHOCTD MOANUCH JOJHKHOCTHOTO JIUIA Ha JOKYMEHTAX,
yIOCTOBEPSIONIMX TpaBa JHL, (PUKCUPYIOMMX (PAKTbI, CBI3aHHBIE ¢ (PMHAHCOBBIMH CPEJCTBAMH, a
TaK)X€ Ha MHBIX JTOKyMEHTaX, MpeayCMaTpUBAIOIIMX 3aBepeHUE MOUIMHHON moAmnucu (IpUioKeHue
Ne 3).

[Tpu 3aBepeHHH COOTBETCTBUSI KOIMH JIOKYMEHTA MOJIMHHUKY HUKe pekBu3nTa «lloamucoy
MIPOCTABIISIOT 3aBEPUTEIbHYIO HAMKCh: «BepHO»; JOKHOCTD JIUIIA, 3aBEPUBIIETO KOMHIO; JTHYHYIO
MOJMNKUCH; paciu(POBKY MOANUCH (MHULIMAJBI, (aMUIINIO); ATy 3aBEpEHUS, HAIPUMED:

Bepro



Cexpemapv cumuaszuu Jluunas noonucw T.C.

Jlesuenko
Jlama
JomnyckaeTcss KONMUIO JOKYMEHTa 3aBEpATh I1€YaThlo, OMpPEAeNsIeMOd IO YCMOTPEHUIO
YUPEKICHUS.

3.2.19. Ormerka 00 HCHOJIHMTeNe BKIOYaeT B cebs dammnuio (Wi (amMwinioo, UM U
OTYECTBO) UCIOJIHUTENS JOKYMEHTa U HOMEp ero TenedoHa, Harpumep:
Heanosa
2363 80
unu
Hesanosa Onvea llemposna
23 63 80
OtmeTKy 00 UCIOJIHHUTENE PACIIONaraloT Ha JIMLIEBOM WM OOOPOTHOM CTOpPOHE MOCIEAHETO
JIMCTA JOKYMEHTA B JIEBOM HUKHEM YTIIy.

3.2.20. OTMeTKa 00 MCIOJIHEHMH JOKYMEHTA W HAIpPABJICHHH €r0 B IO BKIIIOYAET B ceOs
CJIEYIOILME JAHHBIE:

® CChUIKA Ha JaTy U HOMEp JIOKYMEHTa, CBUACTEIbCTBYIOIIETO O €0 UCIIOJIHEHNUH,

® JUIM IPU OTCYTCTBHH TaKOT'O JOKYMEHTA KPAaTKHE CBEIICHUSI 00 UCTIOJTHCHHH;

e cnoBa «B nenoy», Homep Aena B KOTOPOM OYIEeT XpaHUThCSA JJOKYMEHT.

3.2.21. OTMeTKa O MNOCTYIJIEHHMH [OKYMEHTA B JIOTAHU3ALMIO COJCPKUT OYCPEIHON
MOPSAKOBBI HOMEp W JaTy MOCTYIUIEHUS AOKyMeHTa. JlomyckaeTrcs OTMETKY O MOCTYIJICHUH
JOKYMEHTA B YUPEXKICHHUE MPOCTABIATH B BUJIE IITAMIIA.

3.2.22. TekcT DOKYMEHTOB meuaTaloT Ha Onankax Qopmara A4 uepe3 1,5 MeEKCTPOUHBIX
uHTEepBaNa, Ha Onankax ¢(opmata A5 dyepe3 | MexcTpounslii uHTepBal. COCTaBHBIE YacCTH
peKkBU3UTOB «Andpecat», «['pud yrBepxkaeHus», «OTMETKA O HAIMYUU TNPWIOKEHUs», «[pud
COTJIaCOBAHUs» OTICISIOT APYT OT Apyra 1,5 MEeXCTpOYHBIMU MHTEpBajaMu. MakcumalibHas JIJIMHA
CTPOKHM MHOTOCTPOYHBIX MHTEPBAJIOB — 28 MEYaTHBIX 3HAKOB. TEKCT OTHENseTCsl OT 3aroyioBka 2-3
MEXCTPOUYHBIMU MHTEPBAIIAMH M BRIPABHUBAETCS 110 JIEBOW U MIPaBOil TpaHUIIaM TEKCTOBOTO IMOJIS.

3.2.23. JlomyckaeTcsl meyaTaHHe JOKYMEHTOB C BpPEMEHHBIM CpokoM xpaHenus (1o 10 ner)
HCIOJIb30BaHNEM 00OPOTHON CTOPOHBI JIUCTA.

4. OCOBEHHOCTH NIOAI'OTOBKHU "
OPOPMUVIEHUA OTAEJIBHBIX BUIOB IOKYMEHTOB

4.1. [IPUKA3

ITpukassl U3Aa0TCA MO ONEPATUBHBIM, OPraHU3AIMOHHBIM, KapOBBIM M JPYTUM BOIIpOCaM
BHYTpEHHEH paboThl 00pa3oBaTeIbHON OpraHU3aliH.

[Tpuka3 noikeH coxepKaTh IEPEUYHMCIECHUE MPEANUCHIBAEMBIX IEHCTBUI C yKa3aHHEM
HUCIIOJTHUTEICH KaXxXJa0oro HGfICTBI/I?I, MeponmeTnﬁ, KOTOPBIC HCO6XOI[I/IMI)I JJIs1 UCIIOJIHCHHA ITpUKas3a
Y CPOKOB UCIIOJTHEHHS.

B 3aBucuMocTH ot COJACPpIKaHM IMPUKA3bI JCJIATCA HaA:
® [IpUKa3bl 10 OCHOBHOM JEATEIBHOCTH;
® [pUKa3bl MO JIMYHOMY COCTaBy (TpueM, YBOJbHEHHS, TEpPEeBOAbI, IEpeMEIICHMUS,
COBMEIIEHUS U JIp.);

HyMepaum[ Pa3HBIX BUAOB IIPUKA30B BEACTCA OTACIBHO U HAYMHACTCA CKETOAHO C 1 sSTHBaps,
Ne 1. Jlnsa mnpuka3oB MO JIMYHOMY COCTaBy JIONOJHUTEIBHO K HOMEDPY IpHKa3a 4Yepe3 TUPE
MIPUCOCTUHSIOTCA OyKBEHHBIE HWHACKCH. Hampumep, K HOMepy MpuKaza MO JIMYHOMY COCTaBy
MIPUCOETUHSETCS MHIIEKC «JI», 00 OTIyCKaX, KOMaHIUPOBKaX, B3BICKAHUAX — «K».

[Tpuka3 nevyaraercs Ha OlaHKE YCTAaHOBIEHHOW (DOPMBI, UIMEET CIEIYIOIINE PEKBU3HUTHI:



HaunmeHoBaHue o0pa3oBaTe/ibHOM OpraHu3anum (CoriacHo JEHCTBYIONMEMY YCTaBYy).

HaumeHnoBaHHMe BHIAa JOKYMEHTA — [IpUKa3.

Jdara, HOMep M MeCTO H3JIaHUSl — YKa3aHHbIE PEKBU3UTHl I1€YATAIOTCS LEHTPOBAHHBIM
CIIOCOOOM.

3aroJ10BOK JOJKEH KPaTKO U TOYHO OTPAXKATh COJIEpKAHUE TEKCTa MpUKa3a. Touka B KOHIIE
3aroJioBKa He craButcsa. Hanpumep:

O npoBeaeHUH OOIIEHIKOILHOTO POIUTEIBCKOTO COOpaHUs

TekcT npukaza OTAENAETCS OT 3aroJioBka 2 - 3 MEKCTPOUHBIMU MHTEpBajiamMu. TeKCT mpukasa
110 OCHOBHOM J€SITENIbHOCTH, KaK MPABUJIO, COCTOUT U3 IBYX YacTei: KOHCTaTUpYIOLIel (mpeamOybl)
U PacopsIUTEIbHOM.

B xoHCTaTHpYyOLIEl YaCcTH NpHUKa3a yKa3bIBAKOTCS LEIH, 3aJa4Hl, OCHOBAHUS U3AaHUS IIPUKA3a.
KoHcTatupymomlyo 4acTh ClieAyeT HaYMHATh YCTOMUMBBIMU (popMynupoBkamu: «B cOOTBETCTBHH
..., «B nemsx .....», «Bo ucnonuenwue .....» u 1p. Ecnu npukas u3naercs Ha OCHOBaHUH JIOKYMEHTa
BBIIIECTOSIIIEN OpPraHu3alliy, TO B KOHCTAaTUPYIOIIEH YacTH YKa3bIBAeTCSl Ha3BaHME BHJA 3TOrO
JOKYMEHTa, €ro HOMEp, 3aroJIOBOK M jara. MHOrja B KOHCTATUPYIOUIEH 4YacTH JaeTcs Kparkas
XapaKTepUCTHKA paccMaTpUBaeMoro Bompoca. KoHcTaTupyrollylo 4acTb MOXHO OIIYCTUTb, €CIU
pacrnopsAuTeNnbHas 4acTh pUKa3a He HYKJaeTcsl B 000CHOBAaHUHU.

[IpeamOyna B mpukasax 3aBepIIaeTcs CIOBOM M P M K a 3 bl B a 10, KOTOPOE TeJaTaeTcsi B
pa3pAIKy.

PacniopsiiuTenbHas 4acTh JIOJKHA COJAEP)KATh MEPEUMCICHUE MPEANNChIBAEMbIX JIEHCTBUN C
yYKa3aHUEM HCIHOJIHUTENS KaKJIOTO JACHCTBUS M CPOKOB HCIOJHEHUs. PacnopsiaurenibHas 4acTh
MOJKET JIEJINTHCS Ha MyHKTHI U TIOJITYHKTBI, KOTOpbIe HyMepyroTcs apabckumu mudpamu. [Tocnenamii
MYHKT PacHOpsAMTEIbHOW YacTH MOXET COJep)KaTh CBEICHUS O JOJDKHOCTHOM Juie (WiH
[I0/Ipa3/IeJIEHNH ) Ha KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM MpUKa3a.

Ecnu npuka3 u3MeHsieT, OTMEHSIET WM JOMOJIHSAET paHee U3aHHbIA IOKYMEHT WM KaKHe-
TO IYHKTBl €ro TOJOKEHUS, TO OJWH W3 IYHKTOB pACIHOPAIUTEIBHON YacTH TEKCTa JOJIKEH
COJIEP>KaTh CCHUJIKY Ha OTMEHSEMBIN TOKYMEHT (IIyHKT IOKYMEHTAa) C yKa3aHUEM €ro JaThl, HoMepa
3arojioBKa. TeKCT MyHKTa JOJKEH HauuHaThes cinoBaMu «lIpu3HaTh yrpaTuBIIUM CUITY ....... ».

B npuka3 He cienyer Bkitovath NyHKT «lIpuka3 goBectu 10 CBEACHUS ... ».

Bu3bl BKIIIOUAIOT JOHKHOCTH BU3UPYIOLIUX, JTUYHbIE MOAMKUCH, paciiu(poBKy MOANUCEN
U JaTy.

IMoanuchk cOCTOUT U3 HAUMEHOBAHMSI JOJKHOCTH JIMIA, MOANKUCABIIETO TOKYMEHT, JINYHOU
noanucu u  pacmmdpoku noanucu. [Ipukassl MOANUCHIBAIOTCS JUPEKTOPOM WM JIMIIOM,
HCIOJIHAIOIUM 00S3aHHOCTH AUPEKTOPA (B TaHHOM clly4yae yKa3bIBaeTcs akThyeckasi JOHKHOCTh U
dbamunus noanucaiiero) (mpunoxkenue Ne 4).

[Ipukaspl MO0 JMYHOMY COCTaBy OQOpPMIISIIOT Ha 0oOmuMxX OnaHkax. B 3aroioBke K TEKCTy
IpHKa3a 1o JUYHOMY COCTaBY YKa3bIBAIOT: O NMpHEMe Ha paboTy, O MepeBojie Ha ApYyryro padoty, 00
YBOJILHEHUU U T.1. B npurkaszax 1o JMYHOMY COCTaBy KOHCTaTHPYIOIIAsi YaCTh MOXET OTCYTCTBOBATh.
PacniopsauTenbHas yacTh NpUKas3a JEIUTCS HAa IYHKThl. B TekcTe mpukasa MO JUYHOMY COCTaBY
(dbamuus, UM U OTYECTBO PaOOTHMKA, B OTHOLIEHUHM KOTOPOTO M3JAaeTcs NMPUKa3, yKa3bIBaeTcs 0e3
cokpaieHuil. B nmpukazax o mpueMe Ha pabOTy HY)KHO YKa3bIBaTh Ha KaKylo JIOJKHOCTb, C KaKoH
JaThI U ¢ KAKUM OKJIQJIOM MPUHUMAETCS paOOTHHK (Tpuitoskerue Ne 5).

B npukazax 006 0cBOOOXAEHNUU OT 3aHUMAEMOMN JTOJKHOCTH YKa3bIBAIOT CTaThio TpymoBoro
Kojekca P®, Ha OCHOBaHMH KOTOpPOW NMPOM3BOJMTCS YBOJBHEHHE. B mpukase o mpenocTaBieHUU
OTIIyCKa YKa3bIBalOT BHUJ OTIYCKA, KOJWUYECTBO MNPEAOCTABISEMBIX JHEH M JaTbl Hadajla MU
OKOHYaHUS OTITyCKa.

IIpukaspl nupeKkTOopa MO KOHTHUHIEHTY YyYallMXCsi MOTYT BECTHCh PYKOIIMCHO B KHHIE
MIPUKA30B, IPU ATOM JOJKHBI UIMETh BCE BBIILIEYKAa3aHHbIE PEKBU3UTHI.

[Ipyka3 1Mo JMYHOMY COCTaBy JOJDKEH IO KaXKIOMY IIYHKTY COJEp)KaTb OCHOBAaHUE, B
KOTOPOM YKa3bIBalOTCA JJOKYMEHTBI, TOCIYKUBILIME OCHOBAaHUEM ISl U3/IaHUS MTPHKa3a.



4.2. ITIOJIOXKEHMUS, ITPABUJIA, UHCTPYKLIUU

ITonoxeHrne NpUHUMAETCS B TOM CIIy4ae, €CJIM B HEM YCTaHABJIMBAIOTCSI CUCTEMHO CBSI3aHHBIE
MeX 1y co0oM MmpaBmiia o BOIPOCaM, OTHECEHHBIM K KOMIETEHIIMH YUPEKICHUS.

B npaBunax ycTaHaBIMBarOTCS HOPMBI M TpeOOBaHUs, 00s13aTEIbHBIC IS BHITTOJTHEHUSI.

[TonoxxeHus, mpaBuiia U MHCTPYKIIMK MPUMEHSIOTCSA KaK CaMOCTOSITENIbHbIE TPABOBBIC aKThI,
KOTOpBI€ TIOJIHUCHIBAIOTCS JUPEKTOpPOM JHOO yTBepkIeHue odopmisiercs B (opme rpuda
YTBEPKACHUS WM MyTEM U3JaHUs MpUKa3a 00 UX yTBepkaeHuu (mpuioxenue Ne 6).

TexcT nonoxxkeHus (IpaBwil, UHCTPYKLIMN) U3JIAraeTcsi OT TPETHEro JMLA €AUHCTBEHHOIO
WIM MHOXECTBEHHOTO 4Hcia. B TekcTe HCHNONb3yloTCS CJIOBa:  «IOJDKEH», «CIEIyeT»,
«HEOOXOANMOY, «3aIPELIACTCS», KHE TOIMYCKACTC.

3aroioBOK K TEKCTY MOJOKeHUs (IIpaBHJI, UHCTPYKIIMU) OTBe4YaeT Ha Bompoc «O yem?»;
3aroJOBOK K MHCTPYKILUH, COAEpKaIIel TOMKHOCTHBIE TPEOOBaHMS M TOPSIOK MPOBEACHUS padoT
(mMOKHOCTHAsE MHCTPYKIMA), oTBedaeT Ha Bompoc "«Komy?" (JloivkHOCTHAsE WHCTPYKIIHMS
CEKpeTapio).

KoHncratupyromeld 4acTbio MOJOXKEHUS, MPaBUJI, MHCTPYKLIHMH CIYKUT pazaen «OO0mue
[IOJIOKEHHS», B KOTOPOM YKa3blBalOTCS OCHOBaHMS pPa3pabOTKH, OCHOBHOE Ha3HA4YCHHE
HOPMAaTUBHOTO akTa u cdepa ero pacupocTpaHEHHUs, OTBETCTBEHHOCTb 3a HapyIICHHE
YCTAHOBJICHHBIX IPABUJI U TEXHOJIOTHH.

OCHOBHOM TEKCT IMOJIOKEHHUS, MPABWI, HHCTPYKLUUA MOXKET JEIUTHCSA Ha TJIaBbl, MMYHKTHI U
MOAINYHKTHL. ['J1aBbl TOJIKHBI UMETh Ha3BAHUS.

I'maBel HyMepyroTcs puMmMckuMu nudpamu. Hymepanuss MTyHKTOB U MOJAMNYHKTOB
pou3BOANTCS apadckumu nuppamu (Hampumep, 1.2., 1.2.1.).

4.3. [TIPOTOKO.I

[TpoTokos — MOKYMEHT, (PUKCUPYIOMIHMKA X0 0OCYKACHUS BOIPOCOB M MPHHATHUS PEHICHUI
Ha 3acelaHMsX KOJUIETHAJIbHBIX opraHoB. [IpoTokon cocraBiseTcs Ha OCHOBAaHHMM 3allHCeH,
IIPOM3BEJIECHHBIX BO BpeMs COBEIAHUs (3acelaHus), NPEACTABICHHBIX TE3UCOB [OKIAJI0B H
BBICTYIUICHUH, CIIPABOK, MPOEKTOB pelieHuil U aAp. TeKkcT mpoTokoia AOKEH ObITh MOATOTOBICH HE
Mo3/IHee YeM uepes S5 aHel co aus 3acenanus (npuioxxenue Ne 7).

[ToanTMHHUKY TPOTOKOJIOB U JJOKYMEHTOB K HUM XPaHATCA B MOJAPA3/ICIICHUH - UCTIOTHUTEIE.

Teker mpoToKOIIa, Kak MPaBUII0, COCTOUT U3 JABYX YacTEi: BBOJHON M OCHOBHOM.

Bo BBOJHOI yacTH 0QOPMIISIOTCS CIEeIYIOIUE PEKBU3UTHI:

e [lIpencenarens wim [lpeacenarenscTByrommni

e Cexperapp

e JlpucyrcTBoBaiM - CIHUCOK MPHUCYTCTBOBABIIMX WM OTCBhUIKA K IPUJIAraéMOMY CIHCKY
MIPUCYTCTBOBABIINX

e JloBecTka qHA

e JIOKIaauMKy MO KakKJOMY IIyHKTY IIOBECTKH JIHS.

e (OcHOBHas 4yacThb IPOTOKOJIA COCTOMT M3 Pa3/esioB, COOTBETCTBYIOIIMX IYHKTAM MOBECTKH
nHs. TekeT Kakaoro paszaena CTpOUTCA IO CXEME:

CJIIYIIAJIA - BBICTVYIINJIA - TIOCTAHOBWJIN (PELINJIIN).

OcHOBHOE cOJEp)KaHUE [OKJIAJ0B U BBICTYIUICHUH IOMEIIAETCS B TEKCTE IMPOTOKONA WM
npuiaraercs K HEMy; B IOCJIEIHEM cllydae JeNlaeTcsi B TEeKCTe CHOCKa «TeKCT BBICTYIUICHUS
npunaraercs». llocTaHoBieHue (pelieHue) B TEKCTE€ IMPOTOKOJA MEeYaTaeTcsl IMOJHOCTBIO; IPH
HEO0OXOIMMOCTH MPUBOJATCS UTOTH FOJIOCOBAHUSI.

Coneprxanre 0co00ro MHEHHMs, BHICKA3aHHOTO BO BpeMsi OOCYXIEHUs, 3alIUCBHIBACTCSA B TEKCTE
MIPOTOKOJIA TIOCTIE COOTBETCTBYIOLIETO MOCTAHOBIIEHUS (PEIICHMUS).

JlonyckaeTcst (hpopMa COCTaBJIECHHUSI MPOTOKOJA, MPU KOTOPOU (PUKCUPYIOTCS TOJIBKO MPUHSATHIC
MTOCTAHOBJIEHHUSI (PELLIEHUS ) 10 COOTBETCTBYIOLIIM BOIIPOCAM.

[IpoTrokosn mnoanmuChHIBaeTCs NPEACENATENbCTBYIOIIMM Ha 3aceJaHuu U cekperapem. JlaTtoi
MIPOTOKOJIA SBJISETCS J1aTa 3ace/laHusl.



IIpoTokonaM nmpuCBaMBalOTCS MOPAJKOBBIE HOMEpA B INpenenax KaJeHJIAapHOro rojia OTAEIbHO
[0 KaXJO0H TIpynIne IPOTOKOJOB: IPOTOKOJBl 3aCEAaHUN IEJaroru4eckoro COBETa, KOMHUCCHH,
COBEIIAHMM U TIp.

IIpoTOKOJIBI COBMECTHBIX 3ac€laHUil MMEIOT COCTaBHBbIE HOMEpA, BKIIIOYAIOIIUE IOPSIKOBBIE
HOMeEpa IPOTOKOJIOB OpraHU3alui, IPUHUMABIINX Y4aCTHE B 3aCE€AAHUU.

Konuu mpoToKoiIoB mpu HEOOXOIMMOCTH PACCHUIAIOTCS 3aUHTEPECOBAHHBIM OpraHH3alMsIM U
JOJDKHOCTHBIM JIMLIAM B COOTBETCTBMM C YyKa3aTelIeM pAacChUIKM; yKa3aTelb COCTABISET H
IIOJNMCHIBAET OTBETCTBEHHBIN MHCIIOJIHUTENb, TOTOBUBIIMM paccMOTpeHue Bompoca. Komnuu
IIPOTOKOJIOB 3aBEPSIOTCS.

[IpunsTHIE pELIEHNS TOBOJIATCS 10 UCIIOIHUTENEH B BUAE 3aBEPEHHBIX BBIIUCOK U3 IPOTOKOJIOB.

IIpoTokobl NeyaTaroTCAd Ha CTAHAAPTHBIX JucTax Oymaru gopmara A4 ¥ UMEIOT Cleayrolue
PEKBU3UTBHI:

HaumenoBaHue yupexieHus (COIIaCHO YUPEAUTEIbHOMY TOKYMEHTY).

HaumenoBanue noxkymenta - cioBo II P O T O K O JI neyataercsi OT rpaHUILIbl BEPXHETO MOJIS
IPONMCHBIMU OYKBaMU B pa3psiziKy, OJIY>KUPHBIM HIPU(TOM U BBIPABHUBACTCSI 110 LIEHTPY.

Bun 3acemanus (coBer, coOpaHHe, COBEIAHHE) — OTACISACTCA OT MPENbIIYLIET0 PEKBU3UTA 2
MEXCTPOUYHBIMU HHTEpBajJaMH, IeyaTaeTcs yepe3 1 MEXCTPOUHbIM MHTEpBal M BBIPABHUBAETCS IO
LEHTPY.

Jlata 1 HOMep MPOTOKOJa, MECTO MTPOBEACHHUS

OcHoBHas 4yacTh TPOTOKOJIA

Kaxnplii Bompoc MOBECTKM JHA HyMepyercss apaOckol IuQpoil, U ero HauMeHOBaHUE
HaunHaercs ¢ npemiora «O» («O6»), KOTOpoe nevaraeTcsi OT TPaHULIbI JIEBOTO MOJIS.

ITon Bonpocom yepe3 1 uHTepBan yka3bplBaeTCs AOKIAAUYMK (€r0 JOJKHOCTh, MHUIIMAIbLI UMEHH,
oTdyecTBa M (hammims).

3aTeM yKa3bIBaeTCsl MPUHATOE [10 pAaCCMaTPUBAEMOMY BOIIPOCY pEIICHUE.

[Tonnucek oraensercs OT TEKCTa 3 MEXKCTPOYHBIMU MHTEpPBAIaMM M BKJIIOYAET HAUMEHOBAaHUE
JOJDKHOCTH JIMIIA, MPeJCceNaTeabCTBOBABIIEIO Ha 3aceJaHUU (COBEIAHUM), €ro JUYHYIO MOAINMUCH,
pacmu(poBKy MOAMUCH (MHULIHAAIBI U (haMIITUS ).

Ecnu B yupexxeHMM NPOTOKOJBI 0GOPMIIIOTCS PYKOIMCHO B KHHMIE IPOTOKOJIOB, TO OHH
JIOJKHBI UMETh BCE BBIIIEHA3BaHHBIE PEKBU3HUTHI

4.4. CI1Y XEBHOE IMCBMO

4.4.1. Cnyxeb6nsie mucbma B ['BOY COIII Ne 562 rorossres:

® KAk OTBEThl Ha MOPYYEHHs, 3aIPOCHl OPTaHOB HCIOJHUTEIBHO-PACIIOPSIUTENBHON BIACTH
pailoHa, MyHUIIMIIATBHOTO OpraHa yIpaBiIeHUs 00pa30BaHUEM;

® KakK OTBETHI Ha 3aIIPOCHI IPEANPUATHMI, OpraHU3al1il, YaCTHBIX JIUILI;

® KaK MHULUATUBHBIEC TMCHMA.

4.4.2. Cpoku NOATOTOBKM OTBETHBIX IMCEM YCTAHABIMBAIOTCS HA OCHOBAHMM HMEIOLIUXCS
CPOKOB UCIIOJTHEHUSI MJIU 110 PELIEHUIO aBTOPA PE30IOLUH.

TeKcTbl OTBETHBIX MUCEM JOJKHBI TOYHO COOTBETCTBOBATH 33JaHUSAM, 3a()MKCUPOBAHHBIM B
PE30ITIOINH PYKOBOIUTEIIS.

4.4.3. CnyxeOHble NHCbMa IleyaTalOTCd Ha CTaHIApTHBIX OnaHkax ¢opmara A4. Ilpu
odopmIIeHHNH MHCbMa Ha JIByX U OoJjiee cTpaHHUIaX BTOpas U MOCIEAYIOIUE CTPAHUIIbI HyMEPYIOTCS
MocepeIMHE BEPXHETO IMOJIs JINCTa apaOCKuMu nudpamu (puinoxenue Ne 8).

4.4 4. TexcT mUcbMa U3j1araeTcs OT 3-TO JIMIAa €MUHCTBEHHOI0 YUCJa.

TexcT mmcbMma, Kak NIpaBHIIO, COCTOMT M3 JABYX uacTeil. B mepBoil wactu wuznaraercs
MPUYMHA, OCHOBAaHME WJIM OOOCHOBAHHME COCTaBIIEHUS MHCbMa, MPHUBOJIATCS CCHUIKM HAa JOKYMEHT,
ABJISIONIMICA OCHOBAaHHMEM IOATOTOBKM NHchMa. Bo BTOpoil uactu, HaumHaromeiics ¢ ab3ara,
MTOMEIAIOTCS BBIBOJIbI, TPEIOKEHUS, TPOCHObI, pEIICHUS U T.1I.

JlaToli muceMa sIBIIIETCS AaTa €ro NoIMUCaHus.
Crnyxebnble icbMa noanuceiBatorcs aAupekropom 'bOY COLI Ne 562.



[lucbMO - MOATBEPKACHHE COCTABIISICTCS ISl COOOIICHHS, YTO JOKYMEHTHI (IMHCHMO,
TeJlerpaMMa, MHCTPYKLHS) OCTAlOTCSI B CUJIE, a TakXe Uil MOJITBEPXKACHUS JOKYMEHTOB WU
TenedOHHOTO pasrosopa.

["apanTHitHOE MUCEMO COCTABISIETCS C LEJBbIO MOATBEPKACHUS ONPEACTCHHBIX 00CIIaHi 1
aZIPECyeTCsl YUPEKICHUIO WIIH OTJACIBHOMY JIMILY, HAIPUMED:

B nopsoke oxazanusi mexHuueckou HOMOWU NPOCUM ........ Onaamy eapanmupyem. Haw
pacuemuslil cuem ... .....
Lupexmop wikonwvl nOONuUCh pacuugposka
noonucu
I nasuwiii Oyxeanmep noonucy pacwuugposxa noonucu

[TuceMO — HaOMUHAHHUE IO COACPKAHHMIO MPHUOIMXKaeTcs K TenerpamMme. OOBIYHO OHO
COCTOWT U3 OJHOTO MPEIOKCHISI, HAITPUMED:
Hanomunaem, umo no niany coemecmuuvlx pabom Bol dondicnvl npedocmasums omuem He
nozonee 05.05.2003.

Jlupexmop wixkovi noonucy pacuugposka
noonucu
W3Bemienue — JOKYMEHT, B KOTOPOM O 4YeM-THMOO U3BELIAeTCsl WM 4YTO-HUOYHAb
yTBepKJIaeTrcsi. TEeKCT HW3BEIIECHUS, SBISIOIIETOCS OTBETOM Ha 3alpoc, HAYMHAETCS CO CJOB:
«YBaxkaemblil .....coobmaem Bamy», «JloBomumm no Bamrero cBemeHus ...... », «CraBuM Bac B

W3BECTHOCThHY». Hanmpumep:
Coobwaem, umo 3anpowennvle Bamu xonuu 0okymenmog 6yoym evicianst 00 20.07.2003.
Hupexmop wikonvi nOONUCH pacuughposxa
noonucu
Texkct wu3BemeHUs, HWHOOPMUPYIOIIETO O TMPEACTOANIEM MEPONPHUATHH  (3aceqaHMH,
coOpaHuy, KOH(EPEHINH) ¢ MpPeAIOKEHHEM NPUHATH B HEM y4acTHe, Ha4YMHAeTcs C oOpalieHus,
€CITM OHO A/PECOBAHO KOHKPETHOMY JIMILy WJIM C MPOCHOOH O HampaBICHUH TPEACTABUTEINS IS
ydacTHs B MEpOIIPUSATHH (€CJIM OHO aJIpecoBaHO opranu3anun). Hanpumep:
IIpocum 3aunmepeco8anHuIX 1UY OP2AHU3AYUY NPUHAMD YYacmue 8 3ace0anuy KOMUCCUU.
Hupexmop wixonvi HOONUCH pacwugposxa
nOOnUCHU.
WNHdpopmaninoHHOEe THCHMO - Pa3HOBUAHOCTH M3BeIeHus. Llens Takoro nmucbMa 3akiroyaercs
B CBOEBPEMEHHOM HWH(M)OPMHUPOBAHUH JIPYroro YUPEKJACHUS WIM 3aUHTEPECOBAHHOTO JIMIAa B
cBepiieHnH QaxTa. TekcT HHPOPMALMOHHOTO MUChMa HAaUWHAeTCs co cloB «Coo0mae ....... ».
MHnnpaTHBHOE TMHCHMO MOXET WU3JaraTh TEKCT WM YacTh TEKCTa JOKYMEHTa
BBIILIECTOSINEr0 OpraHa Wi MMeTh, B KayecTBE NMPUIOKEHUS K HEMY, MOJHBIA TEKCT JOKYMEHTa.
Cpok# OArOTOBKY MHUIIMATHBHBIX MTHUCEM OTIPENENISIOTCS PYKOBOIUTEIIEM.
4.5. TEJE®@OHOI'PAMMA
TenegoHorpaMMbl peKOMEHTyeTCSl HCIIOIB30BATh JIJISl OTIEPATUBHOTO PEUICHUsT BOIIPOCOB B
clly4yasix, Korja cooOIeH s, epejaBaeMble 1o TeaedoHny, TpeOyoT T0KyMEHTAIBHOTO 0OpPMIICHHS.
TenedoHorpaMMaMu TepeaarOTCsS HECIOXKHBIE TEKCTHI (MPUTIIAIIEHUS HAa 3ace/aHus, COBEIIAHUS,
BCTpEUN).
OCHOBHBIMHU PEKBH3HTAMH TeIe(HOHOTPAMMEBI SIBJISTFOTCS:
Ha3BaHHUE BHUJA IOKYMEHTA;
HaMMEHOBaHWE 00pa30BaTEIHLHON OpraHU3aIH;
nara;
HOMED;
UHULIHATBI U (haMIIIns ajipecaTa;
TEKCT;
JOJKHOCTh, MHUITUAIIBL M (paMUITMH MTOJIMTUCABIIETO Tene(oHOrpamMmy;
JOJDKHOCTH, MHUIMAIBI ¥ (paMUITHH, TIepeIaBIIero U MPUHSBIIETO TeJIeGoHorpaMmy;



e HOMepa Tene(OoHOB, 10 KOTOPBIM NEpeaacTcsl U MpUHUMAaeTcs HH(OpMaLus;

e BpeMms IIpUeMa U nepeaayuu reaegoHorpammsl (npuioxkenue Ne 9).

TenedonorpaMma coCTaBIAIOTCS B OAHOM IK3EMIUISIPE U MOANUCHIBACTCS TUPEKTOPOM WIIH
OTBETCTBEHHBIM HCIIOJIHUTEIIEM, ITOCIIE MTEpPEeJaun OCTAeTCs B JIENE Y CeKpeTapsl.

Ecnu tenegonorpamma nepegaercs HECKOIbKUM aipecaTaM, T K HeH JTOJKEH MpuiaraThes
UX CIHCOK C YKa3aHHEM HOMEPOB TelIe(hOHOB.
Hatoii TenepoHorpammbl siBiseTcss gara ee nepenaur. OdopmiieHne U mepenady
Tesne()OHOrpaMMBI OCYIIIECTBIISIET CEKPETaphb.

4.6. AKT

AKT — JOKYMEHT, COCTaBJIsIeMbIii HECKOJBbKUMU JIUIIAMU M TOATBEPKAAIONINI yCTaHOBJICHHbIE
(haKThI U COOBITHS.

AKT cOCTaBiISe€TCSl KOJUIETHANbHO (HE MeEHee [BYX COCTaBUTENCH) WIM CIEelHUaIbHO
YIOJTHOMOYEHHBIM JOJKHOCTHBIM JIMIIOM IO pe3ylibTaTaM MpPOBEPKHU, PEBU3MH, MpHeMa-lepeaadn
7eT1, TPOBEPKHU HATHYUS, UHBEHTAPU3AIHNU U JIP.

AKTBI oopMIISIIOTCSL Ha OJlaHKe 00pa3oBaTeNbHON OpraHu3anuu. B 3aronoBke akTa cieayer
YKa3bIBaTh Ha3BaHHE WM KPATKOE COAEPIKaHUE aKTUPYEMOTo (aKTa Wi COOBITHSI.

TekcT akTa COCTOUT U3 JABYX YacTeil: BBOAHON M OCHOBHOM.

Bo BBOJHO# yacTH akTa yKa3bIBaeTCs pacHOPSAUTEIbHBIA JOKYMEHT Ha OCHOBAaHUU KOTOPOTO
aktupyercs (axrt, coObITHe WM JeiicTBHE, ero HoMep W pAara. llpu mnepeuyuncieHuu Iu,
YYaCTBOBABIIMX B COCTABJICHHUU aKTa, YKa3bIBAIOTCS HAMMEHOBAHMS JOJDKHOCTEH ¢ 0003HAUYEHUEM
opranuzanuu, (paMuiInd U UHUIHAILI (B UMEHUTENFHOM Majexe). Eciau akT cocTaBiieH KOMHUCCHEH,
TO MEPBBIM YKa3bIBACTCS MpeAceaaTeIh KOMUCCHU.

B oOcHOBHOII uYacTM aKTa U3JAralOTCs YCTAHOBIIEHHBIE (AKThl, CYIIHOCTb, XapakTep
MIPOBEICHHON Pa0OTHI, @ TAKXKE BBHIBOJIBI, TIPEATIOKEHHS U 3aKITFOUCHUSI.

TekcT akTa 3aKaHYMBAETCS CBEICHUSMHU O KOJUYECTBE HK3EMILIIPOB U MECTE MX HAXOXICHUS.
KonngecTBo 3K3EMIUISIPOB aKTa OMpPEIENseTcss KOJMYECTBOM 3aWHTEPECOBAHHBIX CTOPOH HIIH
HOPMATUBHBIMH JOKyMEHTaMH, PErJIaMEHTUPYIOIIMMH COCTABJICHUE aKTa, HAIPUMED:

CocraBiieH B 2-X 3K3eMIUIIPAX:

1-i1 sx3eMIuIsIp — OyXranTepus KOMUTETa 00pa30BaHuUs;

2-11 9K3eMIUIsIp — B 7Ie7I0 (yKa3bIBaeTCs HOMED JieJia 10 HOMEHKIIATYpe).

4.7. JOKJIAJHAS (CJIYKEBHAS) 3AIIMCKA

Hoxnagnas (cmyxebHas1) 3ammcka - JIOKyMEHT, aJIpeCOBAHHBIA PYKOBOJMUTEIIO
00pa3oBaTeNbHON OpraHMW3allMU WIKM BBIIIECTOSALIEMY YUPEXACHUIO, COJepXkalluil 00CTOATEeNbHOE
M3JI0KEHUE KaKOTo-TM00 BONpOCa C BBIBOJAMHU M IPEUIOKEHUSIMH COCTaBUTEINS (TpHioskeHre Ne
10).

Joxnanueie (ciy:xeOHbl€) 3aMUCKH MOTYT ObITh BHYTPEHHUMH U BHEIIHMMH. BHYTpeHHss
nokjanHas (cimykeOHasl) 3amucKa, ajpecyeMas JTUPEeKTOpy o0pa3oBaTeIbHON OpraHM3aluy,
opopmisiercs Ha nucte (opmata A4, MOKHA UMETh TOJANUCH COCTaBUTENs, IAaTy U 3aroJIOBOK K
tekcty. Ecnmu noknanHas (ciayxeOHast) 3aMucKa HCXOAUT OT UMEHH YUPEKICHUs, TO OHA IedyaTaeTcs
Ha OJIaHKe YYPEeKJCHHS, TIOAMMCHIBACTCS TUPEKTOPOM 00pa3oBaTEeIbHON OpraHW3alyy, UMEET JaTy,
UCXOAIINI HOMEp, 3ar0JI0BOK K TEKCTY.

Texer moxmamgHOM (Coy)KeOHOM) 3amMCKM COCTOMT W3 JIBYX dacTel. B mepBoil uactu
(BBOAHOM) m3naratoTcst (akThl M TMPUBOJUTCA HMX aHalIM3, BO BTOPOW — JENArOTCS BBIBOABI U
MIPEUTOKEHUSI.

5. HPUEM, PETUCTPALUSA, IIOPAJOK ITPOXOXIEHUA JTOKYMEHTOB,
HNOCTYHNAIOILIUX B YYPEXJIEHUE

5.1. MIPUEM U PETUCTPALIUA JOKYMEHTOB



[Tpuem n cnenumanbHas oOpabOTKa JOKYMEHTOB  OCYIIECTBIISIETCS LIEHTPAIM30BaHHO
cekperapeM 00pa3oBaTEeNbHONW OpPraHM3allMM WM JIMIOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOJCTBO
yupexxaenus. [Ipu 3Tom npoBepseTcst NpaBUIbHOCTh AOCTABKH, LIEIOCTHOCTh KOHBEPTOB, YIIAaKOBKH.
Omunb04YHO TOCTaBJICHHAS KOPPECHOHCHIIMS BO3BPAIIACTCS B OTIEICHUE CBSI3H WUJIHM MEPEChlIacTCs
10 HA3HAYEHHUIO.

Ecnmu mpu BCKpbITMM KOHBepTa OyJeT OOHapyKEHO €ro MOBPEXKICHHE, OTCYTCTBUE
JOKYMEHTOB WJIM IPUIOKEHUH K HUM, HECOOTBETCTBUE HOMEPOB, YKa3aHHbBIX HAa KOHBEPTE, HOMEpam
BJIOKCHHBIX JIOKyMEHTOB, TO 00 3TOM COCTaBJSI€TCA aKT B JBYX OJK3EMIUIApax, M3 HUX OJUH
9K3EMIUISIP HANPABIIAETCS OTIIPABUTENIO, @ BTOPOM XPAHUTCS B YUPEKACHUU.

KoHBepThl yHUUTOKAIOTCS, KPOME CIIy4daeB, KOI1a TOJIBKO 110 KOHBEPTY MOXKHO YCTaHOBUTH
aZipec OTMpaBUTENs WIM JaTa, IPOCTABICHHAs Ha JIOKyMEHTE, PEe3KO PpAacXOAUTCS C JaTod B
LITEMIIEIE HA KOHBEPTE (KacaeTcsi 0c000 BaXKHBIX IOKYMEHTOB).

Bces noctynuBiias KOppecnoHAECHIUS COPTUPYETCS HA PETUCTPUPYEMYIO M HE MOJUIEKAILYTO
pErucTpanmy CorjaacHoO NEPEYHIO0 HEPErUCTPUPYEMBIX JOKYMEHTOB (npuiioskeHue Ne 11).

Ha noctynmuBmIMX M MOANEXKAIIMX PETUCTPAllMM JOKYMEHTAX B HIKHEM IIPaBOM YIIIy
IIEpBOrO  JIUCTA  IPOCTABIISIETCS  PErMCTPAllMOHHBIN  HOMep (MO  KypHally  BXOJsLIEH
KOPpPECIIOHIEHIIMM) W JaTra [ocTymyieHus. Perucrpauus  BXoJdlled  KOPPeCHOHICHLUHU
OCYILIECTBIISIETCS B )KypHaJe perucTpalu BXOJAALIeH koppecronaeHuun (npunoxenue Ne 12).

JIOKyMEHTBI 10JIKHBI IIepeiaBaThCsl AUPEKTOPY 00pa30BaTEIbHOM OpraHu3anuy (Win JUIy
€ro 3aMeIAIIEeMy) B IeHb UX MOCTYIUICHHUS.

[Tpu 3anoHEeHNN XypHaJIa 10JKEH COOII0IaThCs CeIyIOIUI MOPAI0K 3aroHeHus rpad:

e B rpade «/laTa mocTymieHHS M HMHIEKC JOKYMEHTa» MPOCTABISAETCSA JaTa IMOMyYeHHS H
UHJIEKC, IPUCBOCHHBIM JIOKYMEHTY, COCTOSIIMI M3 MOPAAKOBOIO HOMEpa M HOMepa 110
HOMEHKJIAType AeJ yUPEKIACHUS;

e B rpade «KoppecrnoHIeHT, gaTa M HMHIACKC HOCTYINUBIIETO JOKYMEHTa» YyKa3bIBaeTCs
HauMEHOBaHME 00pa30BaTENbHOM OpraHU3alUM, OTKyAa MOCTYNWJ JIOKYMEHT, JaTa JIOKyMEHTa
(uucno, Mecsll, To1) U HOMEp, IPUCBOCHHBIN €My yUpekKAEHUEM-aBTOPOM;

e B rpade «Kparkoe comepikaHUe» YKa3bIBAaeTCS BHUJ, 3aroJOBOK JIOKYMEHTa, a IPH €ro
OTCYTCTBHMHM H3JIaraeTcs KpaTKoe Coep KaHue JOKYMEHTa;

e Brpady «Pe3ononus» NepeHOCUTCs PE30IIOLHS C JOKYMEHTA;

e B rpage «OT™MeTKka 00 HCIOJHEHHMU» OTpa)kaeTcs pPEeLIeHHEe BOIpoca MO CYLIECTBY, Aara U
MHJIEKC OTBETHOT'O IOKYMEHTA, PE3yJIbTaThl UCTIOTHEHHUS.

Bea ucxopsmas JOKyMEHTaUus PEruCTpUPYETCSl B JKypHaJI€ PETUCTPALUU  HCXOASILEN
KoppecnoHieHIuu (npunoxenue Ne 13);

e B rpade «/lata M MHIEKC NOKyMEHTa» MPOCTABISAETCA WHAEKC, MPUCBOCHHBIM JTOKYMEHTY,
COCTOSIIIMK M3 HOMEpa 10 HOMEHKJIAType Jied U MopsiakoBoro Homepa, Hampumep Ne 01-10/17, u
JaTa JTI0KyMEeHTa,

e B rpade «KoppecnmoHIEHT» yKa3bIBaeTCsl HAaMMEHOBAHHE 00pa30BaTENbHOM OpraHU3aluHy,
Ky/la HalpaBJIeH JIOKyMEHT;

B rpade «KpaTkoe conepkaHue» YKa3blBae€TCs BHJ, 3arojlOBOK JOKyMEHTa, a TIpU €ro
OTCYTCTBHMHM H3JIaracTcs KpaTKOe COACpKaHMUE;

e Brpade «OT™METKA 00 UCTIOTHEHUH TOKYMEHTa» YKa3bIBaeTCsl (haMUIIHSI UCTIOTHUTESL.

Hcxonsamas KOpPpeCHOHAEHIUsT OTIPABISETCS [0 HA3HAUYEHUIO B JIEHb €€ IMOJANUCAaHUsA, a
TeJerpaMMbl U CpOUHasi KOPPECIOHIEHIIUS — HEMEJIEHHO.
5.2. KOHTPOJIb UCITIOJITHEHUSA JOKYMEHTOB

[lenbto KOHTPOJS MCIIOJHEHUS JOKYMEHTOB SIBJISieTCSl OOecliedeHHe CBOEBPEMEHHOIO U
Ka4eCTBEHHOI'O HCIIOJIHEHHs MOpPYYeHUH, 3aUKCUPOBAHHBIX B JAOKyMeHTaX. KoHTpomo mojiexar
BCE 3apETrUCTPUPOBAHHbBIE TOKYMEHTHI.

HcnonHenne JOKyMeHTOB 10 mnopydeHuto ampexkropa I'BOY COIID Ne 562 u ero
3aMeCTUTENed OCYIIECTBISIIOT PAOOTHUKHM yupexaeHus. KOHTpoib HUCHOJHEHHS JOKYMEHTOB



OCYLIECTBIISIET CEKpeTapb OOpa30BaTENbHOW OpraHu3allMd WM JIMIO, OTBETCTBEHHOE 3a
JIEJIONPOU3BOCTBO.

CpokM HCHONHEHUs JOKYMEHTOB HCUHCISIIOTCA B KaJICHAAPHBIX JAHAX: MOCTYNUBLIMX W3
BBIIIECTOSIINX OPraHU3alUid ¥ BHYTPEHHHMX — C JaThl MOJNUCAHUs (YTBEPXKIEHUS) JOKYMEHTa, a
MOCTYNMUBUIMX U3 IPYTUX OpraHu3auuii ¥ oOpaleHui rpaxJad — ¢ JaThl UX MOCTYIICHHSL.

Cpoxu ucTogHEHUs1 JOKyMEeHTOB omnpenenstores nupekropom 'BOY COII Ne 562, ucxons
U3 CPOKa, YCTAaHOBJIEHHOIO OpraHu3alledl HallpaBUBIIEH JOKYMEHT, WJIM CPOKOB, YCTaHOBJIEHHBIX
3aKOHOAATEIbCTBOM.

JIOKyMEHTBI [10Jy1eKaT UCIIOJIHEHUIO B CJIEAYIOIINE CPOKH:

® C KOHKPETHOM 1aTOM UCIOJIHEHHs — B YKa3aHHBIN CPOK;

e (0e3 yKa3aHHs KOHKPETHOM JaThl MCIIOJIHEHUS, UMEIOIIUE B TEKCTE MOMETKY «CPOYHO» -
UCHOJIHAIOTCA B 3-IHEBHBIH CpPOK; HMEIOIIME IIOMETKY «OIepaTuBHO» - B 10-IHEBHBIN CpOK,
OCTaJIbHBIE — B CPOK HE OoJjiee Mecsua.

JloKyMeHTBI, B3sTble Ha KOHTpOJb aupekTopom ['bOY COIL Ne 562, ormeuaroTcst 3HAKOM
«K». 3nak koHTpossa «K» mpocraBisercss Ha JIEBOM BEPXHEM II0JIe CJIeBa OT 3arojloBKa K TEKCTY
JOKYMEHTA.

CpOK UCHOJHEHUS TOKyMEHTa MOKET ObITh M3MEHEH TOJIbKO JIMIIOM, YCTAaHOBHMBIIUM 3TOT
CPOK, NP HAJIUYMU OOBEKTUBHBIX MPHUYHMH, H3JI0KEHHBIX WCIIOJIHUTEIIEM B MUCHMEHHOM BHUJE, HE
no3/Hee, yeM 3a 3 JHA JO HCTEUeHHs] CpoKa MCIOJIHEHUs. V3MeHeHue JOKyMEHTHpYyeTcs —
IIPOCTABJISIETCS. HOBBIM CPOK, /1aTa U3MEHEHUS U NOANUCH. VI3MeHeHUs: BHOCATCS B pErUCTpallMOHHBIN
KypHain B rpady «Otmerka 00 ucnonHeHMH». CpOK HCHOJHEHUS JIOKYMEHTOB BBIIIECTOSIIUX
OpTaHoOB, TPEOYIOMIMX OTBETA, MOXKET OBITh MPOJICH TOJIBKO C COTIIACHs ATUX OPTaHOB.

JIoKyMeHT  cuuTaeTrcs  HUCIOJHEHHBIM M CHUMAeTrcsi C  KOHTPOJIsS  IOCHe
JTOKYMEHTUPOBAHHOTO TMOATBEPIKIEHHS HCIOMHEHHA. Ha JOKyMeHTe MpocCTaBiseTcsl OTMETKa 00
WCIOJHEHUH U NOJNKCH JIMLA, TOATBEPKAAIOLIET0 UCIIOTHEHHUE.

PesynbTaThl MCIIONHEHUS! KOHTPOJIMPYEMBIX JOKYMEHTOB 0000matoTcs 1 pa3 B Mmecsn u
noknaasiBaroTcs aupekropy I'bOY COILL Ne 562.

5.3. PABOTA C OBPAIIEHUSAMU I'PAYKJIAH

Jlenonpou3BoACTBO 1O 3asBICHUSAM, OOpallleHHsIM TpakJaH, YUPeKIEHHH, opraHu3alui,
MPEANPUATHH 110 COLMANTBbHO-TIPABOBBIM BOIIPOCAM BEJETCS OTAEIBHO OT OOIIEro JeJI0NPOU3BO/ICTBA.

Bce mnocrynuBimIMe 3asBIEHUS TpakJaH M 3alpOChl YUPEKICHUM PETUCTPUPYIOTCS B
KypHaJle PpErucTpaluy 3alpocoB YUYPEKACHUM U 3asgBICHMNA TpaxIaH COLHUAIbHO-IIPABOBOIO
xapaktepa (mpuioxxerue Ne 14).

3asBIeHUS TPa)X/IaH | 3alpochl YUPEKICHUN HUCMONHAIOTCS B TeueHue 30 nHel co aHs
MOCTYIUJICHHUS.

B Tex cimywasix, korzna ajis oTBeTa HEOOXOJUMBI CBEACHUS U3 IPYIMX OpraHU3alil, CPOKH
UCTIOJHEHUSI MOTYT OBITh MpPOJJIEHBI AUPEKTOPOM YUpexkJIeHUs, Ho He Oojee yem Ha | Mecsn, ¢
coo01IeHrEM 00 3TOM JIUILY, [T0/IaBIIEMY 3asiBICHHUE.

Ha xaxxiom oOpaliieHuu 1mocjie OKOHYaTeIbHOTO PEIIeHUs U ero UCIOJHEHUS JI0JKHA OBITh
OTMETKa 00 HCITOJIHEHUHU.

[Tucepma rpaxnaH, KONUU OTBETOB HA HUX U JOKYMEHTBI, CBSI3aHHBIE C UX Pa3pelICHUEM,
(dbopMuUpYIOTCA B JIef1a B COOTBETCTBUU C YTBEPKICHHOW HOMEHKIIATYpOU JIeN yUpeKICHUSI.

VYcTHbIe 00pallieHusl pacCMaTPUBAIOTCS B T€ e CPOKH, UTO YCTAHOBIICHBI JJIs1 TUCbMEHHBIX
oOpallleHu#, 1aeTcsi MUCbMEHHBII OTBET.

6. OPTAHU3AIIUA JOKYMEHTOB B JEJIOITPOU3BOJICTBE

6.1. COCTABJIEHUE HOMEHKJIATYPBI JEJI



B nensix mpaBmibHOrO (OpMUPOBaHHUA I€J, ONEPaTHMBHOIO IMOHMCKAa M ydeTa JAOKYMEHTOB
COCTAaBJISIETCS] HOMEHKJIATypa Jel.

Homenknarypa aen - 3TO cHelMalu3UpPOBAHHBIN MEpEUYeHb 3aroJI0OBKOB 1€, 3aBOJUMBIX B
JIEIIOTPOU3BOICTBE 00pA30BATEIILHON OpPraHU3allid, C YKa3aHUEM CPOKOB XpaHEHHsI, 0()OPMIICHHBIHI
B YCTAaHOBJICHHOM mopsiake (mprioxerue Ne 15).

Homenknarypa aen o0pazoBaTeabHON OpTaHU3aMH COCTABIISIETCS] CEKPETapeM HIIU JIULIOM,
OTBETCTBEHHBIM 3a JI€JIONPOM3BOACTBO. [Ipum cocraBieHHMM HOMEHKIATYpbl Jell  CleqyeT
PYKOBOJICTBOBAThCS:

e OcCHOBHBIMU IIpaBUJIaMU PabOThI apXUBOB opranuzanuii (M., 2002),

e yCcTaBOM 00pa30BaTeIbHOIN OpraHU3aluy,

® IITAaTHBIM PAaCIUCaHUEM,

® TUIaHAMU M OTYEeTaMu O paboTe,

e JlepeuHeM THUIIOBBIX YIPABICHUYECKUX JOKYMEHTOB, OOpa3yloOIIMXCi B JESATEIbHOCTH
OpraHm3aluii, ¢ ykazanuem cpokos xpanenus (M., 2000).

Homenxknarypa nen yrBepxpaerca aupekropom ['BOY COII Ne 562 u BHempsiercs: B
JIEJIONPOU3BOCTBO.

Homenknarypa nen I'BOY COII Ne 562 yrouHsieTcss B KOHIE KaXJOro Troja H
yTBEpKIaeTCsl AUPEKTOpoM ¢ 1 stHBaps  chexyromiero rojga. HomeHkmarypa aen y4upexaeHus
MOJAJICKUT COTJIACOBAHUIO C apXHMBHBIM YUPEKIECHHUEM OJIUH pa3 B 5 JeT. B ciydyae KOpeHHBIX
M3MEHEHUN (QYHKIHM, CTPYKTYpPbl YUPEXKICHHUS OHA TMOJUICKUT MEPECOCTABICHHUIO, COTIIACOBAHUIO U
YTBEPKACHUIO HE3aBUCHUMO OT CPOKa €€ COTIaCOBaHUSI.

B HOMeHKmaTypy nen JOJOKHBI OBITh  BKJIIOYCHBI BCE JeJla M JOKYMEHTBI, KOTOPBIC
OTPaXXaloT TOKYMEHTHUPOBAHHBIE YUACTKU pabOThl. 3aroJIOBKH Jiej IO BOIIPOCaM, HE Pa3pelIeHHbIM B
T€UEHUE OJHOTO TOJa, SBISIOTCS MEPEXOISIIMMU W BHOCATCS B HOMEHKIIATYPY JEJ CIIEIYIOLIErO
roja ¢ TeM ke uHaekcoM. He BKITIOYarOTCsl B HOMEHKIIATYPY J€J1 3ar0JIOBKU MEYaTHBIX U3/IaHUM.

Pazgenamu HOMEHKIATYpBI 1€l SIBISAIOTCS HAMpPAaBJICHUS JESTEILHOCTH YUPEKICHHUS,
pacrojaraeMble B CIEAYIOLIEM MOPSIKE:

® DPYKOBOJICTBO U KOHTPOJIb,
yueOHO-BOCIIUTaTEIbHAs padoTa,
pabora ¢ kajpamu,
OnoIMoTeKa,
pOo(COI03HBIN KOMUTET.

Kaxnoe neno, BKIIFOUEHHOE B HOMEHKJIATYPY A€, AOKHO UMETh ONpPEEICHHBIN NHJIEKC.
NHnekc pema B HOMEHKJIATYpEe COCTOMT W3 HHJEKca (HOMeEpa) HampaBleHUS JAESITEIbHOCTH,
MIPUCBOEHHOTO €MY, U MOPSIKOBOIO HOMEpa M0 HOMEHKJIaType. B HoOMeHKIaTypy es TeKyllero roja
MIPU HEOOXOJMMOCTH BHOCSIT JOTIOJHUTEIBHBIC /1A, JUIsl KOTOPHIX JOKHBI OBITh MPEAYCMOTPEHBI
pe3epBHbIE HOMepa. [1o OKOHUaHNU 1€10MPON3BOJCTBEHHOIO I'0/1a COCTABIIAETCA UTOTOBasl 3alKCh O
KaTerOpHH M KOJIMYECTBE JEJI, 3aBEJICHHBIX 32 MCTEKIIUN T'0J1 B YUPEKIACHUH.

6.2. DOPMUPOBAHUE U O®OPMJIEHHUE JIEJI B JIEJOITPOU3BO/JCTBE
3aKOHYCHHBIE JIETOMPON3BOICTBOM JOKYMEHTHI (DOPMUPYIOTCS B JeIa.

dopMUpOBaHUE J€] — 3TO IPYNIHUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JIeJla B COOTBETCTBUU
¢ HoMeHKkJaTypoi aein. [lpu popmupoBanuu nen HeoOX0IMMO cOOIII0IaTh CIEAYIOIIKE IPaBUIa;

e QOMeIaTh B JIE€JIO0 TOJBKO HCHONHEHHBIC, TMPAaBWIHHO O(OpPMIIECHHBIE TOKYMEHTHI B
COOTBETCTBHH C 3aroJIOBKAMH JIeJ1 IO HOMEHKJIATYPE;

® TIOMENIATh BMECTE BCE JOKYMEHTBI, OTHOCSIIHUECS K Pa3peIIeHHIO OJTHOTO BOIIPOCa;

® TpyNmupoBaTh B JEJNO JOKYMEHTHI OJHOTO KaJICHIAPHOTO TO0/a, 3a HCKIIOYCHUEM
MepexXoIAInX IeT;

® pa3AebHO TPYNIUPOBATH B Jieia JOKYMEHTHI MOCTOSTHHOTO XPaHEHUs U BPEMEHHBIX CPOKOB
XpaHeHUs;



® B JICJIO HE JOJDKHBI MOMEIIATHCS TOKYMEHTHI, MOJIJIeKale BO3BpaTy, JUIIHUE SK3EMIUISIPHI,
YEPHOBUKHU;

e 7eJ0 He A0KHO npeBbimath 250 muctoB. [lpu Hammuuum G6ompinero (250) koauyecTBa JIMCTOB
JIEJI0 MOAPAa3EsIeTCs Ha TOMA.

JIOKyMeHThl BHYTPH JieJa pacrlojaraloT B XPOHOJIOTMYECKOH, BOIPOCHO-JIOTUYECKOM
I10CJIEI0BATEIBHOCTH WIN UX COUETAaHUU.

[IpuKasbl 0 OCHOBHOM AEATETLHOCTU (POPMUPYIOTCS OTAEIBHO OT MPUKA30B MO JTUYHOMY
cocraBy. [IpoTOKOJIBI U JOKYMEHTBI K HUM pacIojiaratlorcs B Jejie B XPOHOJIOTHYECKOM IMOPSIIKE 11O
HOMEepaM MPOTOKOJIOB.

JIOKyMEHTBI B JIMYHBIX JI€JIaX PacIojlaraloTcsl 0 Mepe MX MOCTyImieHus. JluueBble cuera
0 3apaboTHOI! MmIaTe paOOTHUKOB IPYNIUPYIOTCS B Jieia 3a KaJICHJAPHBIN IO/l U pacrojlaraloTcs B
HUX 10 andaButy pamunuii pabOTHUKOB.

[lepenucka rpynmupyercsi, Kak MpaBUIIO, 3a KaJICHIAPHBIA TOJ U CUCTEMaTU3UPYETCS B
XPOHOJIOTUYECKON TOCIEI0BATENbHOCTH, JOKYMEHT - OTBET, IIOMELIAETCS 3a JOKYMEHTOM -
3anpocoM. [Ipu BO30OHOBIEHMM TMEPENHUCKH 110 OINPEAEICHHOMY BOIPOCY, HayaBUICHCS B
IIPEIbIAYIIEM IOy, JOKYMEHTBI BKJIIOUAIOTCSA B JEJO TEKYILIEro roja C yKa3aHWEM HHJEKca Jena
MpeIbIAYIIEro roja.

6.3. XPAHEHUE U UCITIOJIb3OBAHUE JOKYMEHTOB B JEJIOITPON3BOACTBE

C MoMmeHTa 3aBelleHHs B JEJIONPOM3BOACTBE M /O MEpeJayd Ha  ToCyAapCTBEHHOE
(MyHHIIMTIQIBHOE) XpaHEHHUE JIeJla XPaHATCA B YUPEXKICHUSIX MO MECTy MX (OPMHPOBAHUS WIN B
CHEIHaTbHO OTBEACHHOM /ISl TOTO MTOMEIIIEHUH - BEJOMCTBEHHOM apXUBE.

Jlena, Haxonsuecs B pabOuyMX W CHEUMATIBHO OTBEIEHHBIX JUISI XPAaHEHUs el
MOMEIIEHUAX, PACIONIaraloTCsl B 3amuparoiuxcs Ikadax, 00ecrnedrBaroOUIMX HX COXPaHHOCTH,
MIPEIOXPAHSAIONINX JOKYMEHTBI OT IbUIM M BO3JEHCTBUS COJHEYHOIO CBETAa. B 1ensX MOBBINIEHUS
OTEePaTHUBHOCTU MOMCKA JOKYMEHTOB JeJla pachojiaratoTcsi B COOTBETCTBUM C HOMEHKIIATYpOU Jiedl.
Bbimrcka W3 HOMEHKJIATYpHI JIeil TIOMEIIAeTcsi Ha BHYTPEHHEH cTopoHe aBepisl mkada. Ha
KOpeIIKax 00J0XKeK Aell YKa3bIBAIOTCS MHJIEKCHI JIeJI 0 HOMEHKIIaType.

7. YUET, UCT1IOJIb3OBAHUE, XPAHEHUE, U3I'OTOBJIEHUE,
NEPEJAYA U YHUUYTOKEHUE NEYATENA U LITAMIIOB

Ilo cBoemy 3Hauenuto nedatu u wmraminbl ['BOY COI Ne 562 nendrcss Ha OCHOBHBIE U
BCIIOMOTaTeIbHBIE.
OcHOBHas nevyaTh yUpexAeHUsI UMeeT KPYyTriyto ¢popmy.
OTTHCK OCHOBHOM I€YaTH CTaBUTCS HA JOKYMEHTaX JUIsl yIOCTOBEPEHUS X MOAJIMHHOCTH.
BcnoMoratenpHble  meyaTHM  MMEIOT  pa3iMuHyl0  (GopMy: KpYIUIyI0, TpPEyrojbHYIO,
YeThIPEXyrojibHy0 U Ap. OHU NPOU3BOAST HAaUMEHOBAHHE OOPAa30BATEIbHOM OpraHU3alMKM WM €€
CTPYKTYPHOTO NOAPA3IEICHMUSL.

OTTHCK BCIIOMOTraTeNIbHBIX IeyaTeil MpocTaBisieTcs MAJIs 3aBEPEHUs CIPABOK, KOMUMN
JIOKYMEHTOB, BBIITMCOK U3 JOKYMEHTOB, Ul 3aBEPEHUS YUETHBIX JIOKYMEHTOB U JIp.

VYrinoBoil mTamn 00pa3oBaTENbHON OpraHU3allMd  COJIEPKUT OCHOBHBIE PEKBU3HUTHI
YUPEKICHUS. Bce ocranbHble mITamMmbl Ha3bIBAIOTCS BCIOMOraTelbHBIMU. Vcmonb3yroTcs
LITaMITBI 17151 OOeCieueHrsl Mpolecca COCTaBIeHUs U 0(pOPMIIEHUSI JOKYMEHTOB.

N3roroBnenue, yder, 3aMeHy, XpaHEHHUE, Nepeaady U YHUUTOKEHUE NedaTell U IITaMIIOB
oOecrnieurBaeT pabOTHUK YUYPEKIEHHUS, Ha3HAYEHHBIH MpPUKa30M AupekTopa. OTBETCTBEHHOCTH 3a
UCMOJb30BaHWE M XpAaHEHUE IeyaTeil M MITaMIOB, MOCJIE BbIJAYM UX I pabOThl, BO3JAraercs
MPUKAa30M JUPEKTOpa YUpPeXJACHHS Ha paOOTHUKOB, TMOJYYMBIIMX TME€YaTH M IUTAMIOBl H

pacIUCaBIINXCS B YYETHOM XKypHAJIe.
7.1. ACTIOJIb30BAHUE U XPAHEHWE NNEYATEHN U IIITAMITIOB



OcHoOBHas Kpyriias nedath yupexaeHus Haxonurces y aupekropa 'BOY COIL Ne 562 wnm y
TUIa, HA3HAYEHHOTO €r0 MPUKA30M, UCIIOJIb3YETCSl MU B paboTe M XpaHUTCS y HUX B celide.

Bcnomorarenpapie meyaT u mTamibl HaxoasaTcs y pabotHukoB 'BOY COII Ne 562,
OTBETCTBEHHBIX 32 UX HUCIIOJIb30BAHUE U COXPAHHOCTD.

[IpocTele mTaMIbBl XpaHATCA B 3aKPBITBIX CTOJIAX, XPAHEHHWE OCHOBHOM H
BCIIOMOTaTeJIbHBIX TeYaTeil, a TakK€ OCHOBHOIO INTaMIma OCYLIECTBISETCS B ONEYAThIBAEMBIX
ceiipax (MeTalNIMYecKuX SIIMKax), AOCTYIN K KOTOPHIM HMMEET JHIIb JIMIO, MOJYy4YHBIIEE Me4aTH,
IITAMITHI JIJIs1 UICTIOJB30BaHUS UX B pabOTE U OTBETCTBEHHOE 32 X COXPAHHOCTD.

[Tpu xpaHeHuu nevyaren U MTaMIIOB IPUHUMAIOTCA MEPbl, 00ECIICUNBAIOIINE COXPAHEHHE Y
JAHHBIX OOBEKTOB CBOMCTB M KA4ECTB, JAIOIINX BO3MOXXHOCTh UCIIOJIb30BAHUS MX M0 HA3HAYCHHUIO, A
TaK)K€ COXPaHHOCTb, HCKJIIOYAIOUIYI0 BO3MOXHOCTb WX XHWIIEHUS WM  HUCIOJIb30BaHUSA
MMOCTOPOHHUMU JIUIIAMHU.

7.2. YUET IEYATEM U IITAMIIOB

Jlnsg ydera mewyaTedl W IUTAaMIIOB BEIETCS JKypH&JI, KOTOPBIM HAXOOUTCA Yy JIMIA,
Ha3HA4YE€HHOT0 IPUKAa30M PYKOBOJUTENS OTBETCTBEHHBIM 33 XpaHEHHUE Mevareu u mraMioB. XKypHan
xpanutes B ceride (mpunoxxerne Ne 16).

Kypnan Benercs no npaBujiaM BeI€HUs TOKYMEHTOB CTPOrOM OTYE€THOCTH. Kaxkaplil uct
KypHaja HyMepyeTcs, XKypHal MPOIIHYPOBBIBAETCS, CKPEIUIETCS CyprydyHOd Te4aTblo U
noanuceiBaercs gupekropoM 'BOY COLI Ne 562. IloctynuBiive B yupexJeHUE NEYATH U MITAMIIbI
JOJDKHBI OBITh 3aperUCTPUPOBAHBI B KypHAJIE B ICHB MOCTYIICHUS ¥ ITEPEIaHbI 10 HA3HAYCHHUIO.

7.3. IEPEJJAYA, 3AMEHA, U3TOTOBJIEHUE U YHUYTOXXEHUE NEYATEH U
HITAMIIOB

3ameHa u mpuoOpeTeHHe MeyaTei (IITamroB) MPOU3BOAUTCS HA OCHOBAHUU IPHUKa3a
mupekropa ['bOY COLL Ne 562 1o npeacTaBieHUIO0 OTBETCTBEHHBIX JIMII.

J{nst 13roToBiieHNs MeyaTel U MTaMIIOB MPOU3BOJINUTCA 3aKa3 B IITEMIIEIbHYIO MACTEPCKYIO.

[leyaTn ¥ mTAMITBI YUCIISITCS 32 MOJYYUBIIUM UX JIMIIOM JI0 TiepeAaydu (crayu), Judo 3aMeHbI
(YHUYTOXKEHHUS).

[TeyaTu (ITaMribl), MOJUISKAIIME 3aMEHE, YHUUTOXKAIOTCSI.

VYHUYTOKEHHE NeYaTeld U IITaMIIOB IPOU3BOJIUTCA KOMUCCUEH, KOTOPAsi CO3AAETCsl IPUKA30M
mupextopa ['bOY COLL Ne 562.

Crnoco0 yHHMUTOXXEHHUS OMNpeNeNnseTcs KOMUCCHEH. YHHUTOXKEHHE TedaTedl U IITaMIlOB
[IpeIoyiaraeT MOJIHOE pa3pylLIeHHE UX IeyaTarolled MOBEpXHOCTU M (POpMBI, HE IOIMyCKarouei
BO3MOKHOCTH UX BOCCTAHOBIIEHUS U JANbHEHIIETr0 UCIOJIb30BaHUSI.

O0 YHUYTOXXEHHHM Ti€4yaTeid W IITAMIIOB COCTAaBISETCS aKT, KOTOPBIA yTBEP)KIAETCS
JUPEKTOPOM yupexkaeHus. B akTe qomKHO OBITh YKa3aHO:

BpeMsi U MECTO YHUUTOXKCHHS;
COCTaB KOMHUCCHUH;
OCHOBaHHUE YHUUYTOXXCHHS TIeYaTeH U IITaMIIOB;
HAaMMEHOBAHHME U OTTUCKHU YHUUTOXXEHHBIX IeYaTel U MITaAMIIOB;
CIoco0 YHHUUTOXKEHUS;
3aKJIIOUYEHHE KOMHUCCHMU O TMPUBEICHMM TNedaTu (IITamna) B COCTOSHUE, HCKIIOYaroliee
BO3MO>XHOCTb €€ BOCCTAHOBJICHUS U J1ajlbHEHUIIEro NCIOIb30BaHUS;
® TOJMKCH YJIEHOB KOMUCCHH.

AKT MOAIIMBAETCS B CHEHNUAIBbHOE [0, KOTOPOe XPaHWUTCS BMECTE C KYpHAJIOM YdeTa
nevyareid u mramMnoB. [[aHHBINA aKT SBISETCS OCHOBAaHHEM JIsl BHECEHUSI OTMETKU 00 YHUYTOXXCHHH
reyaTH (IITaMIia) B )KypHaJl ydera.

7.4. KOHTPOJIb COCTOSIHUSI YYETA U XPAHEHUS NEYATEN U IITAMITIOB

s mpoBeneHUST TIPOBEPOK COCTOSHHS ydeTa M XPaHEHHs TedaTel W MITaMIIOB MOTYT
CO3/1aBaThCA CIEUAIbHBIE KOMUCCHUU.



[To pe3ynbpraraM NpPOBEPKU COCTABISAETCS CHpaBKa (aKT), MPENCTABISEMBIH IUPEKTOPY
I'BOY COII Ne 562 nyist pUHATHS MEP MO 00ECTICUEHUIO HA/IJISKAIIETO yueTa U YCIOBHIA XpaHEHHS
Ie4aTer U ITaMIIOB.

[Tpu nepeBojie UM YBOJBHEHUN PAa0OTHUKA, OTBETCTBEHHOTO 32 YUET M XpaHCHHE TleyaTeld u
LITaMIIOB, JUPEKTOP YUPEkKACHUS Ha3HAYaeT KOMHUCCHUIO JUIs IPOBEPKU COOTBETCTBUS (PaKTUUECKOIO
HaJIMYUs U COCTOSHUS IIeYaTel U IITaMIIOB, IEPEJaHHbIX HAa XpaHEHUE YKAa3aHHOMY JIUILY, 3alIUCSAM B
XKypHaJle yJerTa.

PesynbTaThl npoBepKH OTpa)aroTCs B aKTe IpUeMa-Iepeaauu neyareid u MTaMIoB JpyroMy
JULy, Ha3HAYCHHOMY OTBETCTBEHHBIM 3a HX Y4Y€T, C IPUJIOKEHUEM OTTHUCKOB, IEPENaBAEMBIX
[eyaTei v IITaMIIOB.



[Tpunoxenue Ne 1

K TUIIOBOW MHCTPYKLUU

IO JIEeJIOIPOU3BOJCTBY

B 00pa30BaTEeNbHBIX OPraHU3aALUAX

MyHununanbsHoe Oro/1’KETHOE
0011e00pa3oBaTeIbHOE YUPEHKJICHUE HadaTbHAS
obmeoOpaszoBarenpHas mkomxa Ne 3
(MBOYHOUI Ne 3)
673450, 3abaiikanbckmii Kpail, Tr.baneit, ym.
Coserckas, 40
Ten.: 8 (30232) 5-17-18
e-mail: mounosh_n3@mail.ru
oT Ne
Ha oT
Ne
OO0pa3sen yrjioBoro pacmnoJio;keHusi peKBU3UTOB Ha (JIaHKe 00pa30BaTeIbHON OpPraHu3anuu
[Tpunoxenue Ne 2
K TUIIOBOM MHCTPYKIIUU
10 JICTIONIPOU3BOJICTBY
B 00pa30BaTENIbHbIX OpraHU3aLUsIX
MYHULUITAJIBHOE BIOJIP)KETHOE OBILIIEOBPA3OBATEJIbHOE YUPEXIEHUE
HAYAJIbHA A OBIIIEOBPA3OBTAEJIBHA S IIIKOJIA Ne 3
(MBOYHOUI Ne 3)
673450, 3abaiikansckuii kpai, T.baneit, yn. CoBerckas, 40
Ten.: 8 (30232) 5-17-18
e-mail: mounosh_n3@mail.ru

No « » 20 ron
O0pa3sen Npoa0/ILHOIO PACIOJI0KeHUSI PEKBU3UTOB Ha 0J1aHKe 00pa30BaTe/IbHON OpPraHu3anuu
[Tpunoxenue Ne 3
K TUIIOBOW MHCTPYKLUHU
10 JI€JIONIPOU3BOJCTBY
B 00pa30BaTeNIbHbIX OpraHU3aUsIX

[IpumepHBIii nepeueHb JOKYMEHTOB, Ha KOTOPBIX CTaBUTCA repOoBast neyaTh
ITaTHBIE pacnucaHus U U3MEHEHHSI K HUM
CiyeOHbIX YAOCTOBEPEHUSX;
IToueTHBIX TpamoTax;
biarogapcTBEeHHBIX MHCHMAX;
Harpannsix nucrax;
JloroBopax u coryameHusx;
JloBepeHHOCTSIX;
KoMaHAMpOBOUHBIX yIOCTOBEPEHHUSX;
ApXUBHBIX CIIPAaBKax;
AKTax 0 BBIIOJIHEHUH padoT;
["apaHTHITHBIX TUCHMAX;
baHKOBCKMX KapTOUKax;
B TpynoBBIX KHIKKAX;
JIOKyMEHTaX, 3aBepeHHE KOTOPBIX TIepOOBOM TMeyaThl0 MPEAYCMOTPEHO CIEeHUATbHBIMU
HOPMAaTUBHBIMH aKTaMH;
Byxrantepckux, (PMHAHCOBBIX JOKYMEHTAX.
[Tpunoxenne Ne 4
K TUIIOBOW MHCTPYKLUU
10 1CJIONPOU3BOACTBY


mailto:mounosh_n3@mail.ru
mailto:mounosh_n3@mail.ru

B 00pa30BaTEIBHBIX OPTraHU3AIMIX

MYHUIUITAJIBHOE BIOIDKETHOE OBIHIIEOBPA30OBATEJIbBHOE YUPEXJEHUE
HAYAJIbHAS OBILIEOBPA30OBTAEJIbHAS IIIKOJIA Ne 3
(MBOYHOII Ne 3)
ITPUKA3
« » 20 roja Ne
r.banei
O co3naHuu 3KCHIEPTHON KOMHUCCUU

B cBsasn

(ocHOBaHME)

NpPHUKa3blBaIlo:
Coznatp skcneptHyto komuccuio (9K) B coctase:
[Ipenacenarens DK — MBanosa T.U., 3amecTuTens AUpEeKTOpa MO Y4eOHO-BOCIIUTATEILHON paboTe
Unensl OK: IleTpoBa A.A., 3aBeyroas X03sHCTBOM
Cupnoposa B.W., cekperapb MIKOJIbI, CEKPETaph KOMUCCHH.
2. YTBepAUTH MOJ0KEHUE 00 IKCIIEPTHOW KOMHUCCHUH.
3. KoHTpouib 3a UCIIOJHEHUEM HACTOALLErO MpUKa3a Bo310kuTh Ha MBanoBy T.U., 3amecturens
JMPEKTOpa M0 y4eOHO-BOCIUTATENBHOM padoTe.
Jupextop MOJIMUCH .. NBaHoB
Bu3ssl corimacoBanus, 03HaKOMIICHUS (Ha 00OPOTHOM CTOPOHE)
Oo0pa3sen opopmiieHHs NPUKa3a 10 OCHOBHOM /1eATEJIbHOCTH
IIpunoxenne Ne
5
K TUIIOBOM MHCTPYKIIMHU
10 JIEJIONPOU3BOJICTBY
B 00pa30BaTENbHBIX OPraHU3aALUAX

MYHUIUITAJIBHOE BIOJKETHOE OBILIEOBPA30OBATEJIBHOE YUYPEX/IEHUE
HAYAJIBHA ST OBIIEOBPA30OBTAEJIbBHA S IHKOJIA Ne 3

(MBOYHOII Ne 3)

ITPUKA3

« _» 20 rof Ne

r.banei

O npueme Ha paboTy

[TpunsATh Ha paboTy
(pamunus UMst OTYECTBO)

(HanMeHoBaHUe npodeccuu (AOHKHOCTH), pa3psl, Kiacc (KaTeropus), KBaaudukamus

(ycnoBus mpuema Ha paboTy, XapakTep paboThl)

C OKJaJIoM (Tapu(HOI CTaBKOil) pyo. KOII.

HaJ10aBKOM pyo. KOII.
C HCTIBITATENbHBIM CPOKOM MecAI1eB
OcHoBaHue:
TPYIOBOM JOTOBOP (KOHTPAKT) OT « » 20 royia Ne
JlupexTop yupexaeHus MOAMNHUCH pacmndpoBKa MOIMUCH
C npuka3zom 03HAKOMJIEH MOAMKUCH pA0OTHUKA « » 20 roga

O0pasen opopmiieHHsI NPUKAa3a 10 JIMYHOMY COCTaBY
[Tpunoxenne Ne 6
K TUTIOBOM MHCTPYKIIUU
IO IETOTIPON3BOJICTBY
B 00pa30BaTeNbHBIX OPraHU3aLUAX
MYHUIUITAJIBHOE BIOJPKETHOE OBILIEOBPA30OBATEJIBHOE YUPEXJIEHUE
HAYAJIBHA ST OBIIIEOBPA30OBTAEJIBHA S IHKOJIA Ne 3



(MBOYHOII Ne 3)
YTBEPXIAIO
Hupexktop MBOYHOIII Ne 3
N.N. NBaHoB
« » 20 r.

JOJDKHOCTHAS UHCTPYKLIMA
Ne

r. baneu
HAaUMEHOBAHHE JOJIKHOCTHU
paboTHuKa
CtpykTypa Tekcra
1. O6mas gacth (0OIIHE MOTOKCHHS)
2. OyHKUHUHU
3. JI0JDKHOCTHBIC 00SI3aHHOCTH
4. ITpaBa
5. OTBETCTBEHHOCTh
6. B3aumooTHOIeH! (CBS3U MO JOHKHOCTH)
JlupekTop ruMHa3un MOJIITHCH pacmudpoBKa MOMTUCH
Bussl
Oo0pa3zen opopmiieHUs TOZKHOCTHON HHCTPYKIHMH
[Tpunoxenue Ne 7
K TUIIOBOM MHCTPYKIIMHU
IO JIeIOMPOU3BOJCTBY
B 00pa30BaTENbHBIX OPTraHU3ALUAX
MYHULIUITAJIBHOE BHO/IDKETHOE OBIIIEOBPA3OBATEJIBHOE YUPEXIEHUE
HAYAJIbHA S OBIIEOBPA30OBTAEJIbHA S IIIKOJIA Ne 3
(MBOYHOUI Ne 3)
IMIPOTOKOIJ
r. baneii Ne

(mara)
3acenanus nenarorndeckoro Cosera
[Ipencenarens (mpeacenatenbcTByronyii) — OBcueBckuit A.T.
Cekperaps — 1Banosa N.1.
[TpucyrcrBoBanu: 30 yenoBek (CIMUCOK MPUIIATAECTCS )

I[TOBECTKA JIHA:
1. O0 uTorax MPOBEACHHS MECSIUHUKA . ....vuvenreneeneanennennnnns
2.0 ..........
1. Cnymanu:
CoxkonoBy T.A. — TeKCT 10KIa/1a IpUjaraercs
BeicTynunu:
ITonosa T.B. -

(KpaTKas 3alKCh BBICTYIIJICHUS)
[Terpos M.U. -

(kpaTkasi 3aIMCh BBICTYILIICHUS)
[TocTranoBunm:
IIpUHATD K CBEACHUIO ....evvnnveenniennnnnne.
Cnymanu:
BeicTynunu:
[ToctanoBunm:
[Ipeacenarens (mpencenaTeabCTBYIOINN) MOJUCH A.T". OBcueBckuit
Cexpertapb TTOITHUCH N.N. NBanoBa
Oo0pa3zen opopmiteHHs1 NPOTOKOIA



[Tpunoxenne Ne 8

K TUIIOBOW MHCTPYKLUU

IO JIEeJIOIPOU3BOJCTBY

B 00pa30BaTEeNbHBIX OPraHU3aALUAX

MyHunumnaibHoe oromketHoe Komurer  oOpa3oBaHus — aJIMHUHUCTPALUU
0011e00pa3oBaTenbHOE YUPEKJACHUE HAdaTbHAS MYHHUIIMIIAJBHOrO  paiioHa «banenckui
obmeobpaszoBarenbHas mkoja Ne 3 paiion»

(MBOYHOUI Ne 3)

673450, 3abaiikanbckuii kpait, r.baneit, ymn. H.II. KoBuny
Cogerckast, 40
Ten.: 8 (30232) 5-17-18
e-mail: mounosh_n3@mail.ru
oT Ne
Ha oT
No
O nepeHoce cpoka IpOBEICHUS
TOPOJICKOM OJIMMITUAJIBI IO (pHU3UKe
B cBsi3m ¢ mpoBeneHnEeM PEMOHTHBIX pa0dOT B MOMEMICHUH IITKOJIBI MPEIarai MepEeHECTH CPOK
MIPOBEJICHUS TOPOACKOM onuMIuazsl o gusuke Ha 20 mas 20 ropa.
Jupexrop MOJIIUCH N.N. NBanos
HBanoBa
230090
WA
MYHUIUITAJIBHOE BIOIDKETHOE OBIIIEOBPA30OBATEJIbBHOE YUPEXJEHUE
HAYAJIbHA S OBILIEOBPA30OBTAEJIbHAS IIKOJIA Ne 3
(MBOYHOII Ne 3)
673450, 3abaiikanbckuit kpaif, r.baneit, yn. Coserckas, 40
Ten.: 8 (30232) 5-17-18
e-mail: mounosh_n3@mail.ru

Ne « » 20 roja
KomuTteT 06pazoBanus aAMMHHUCTpALMH
MYHUILUIIAJILHOTO paiioHa «baneickuil paiion»
H.II. KoBuny
O nepeHoce cpoka MpOBeIEHUS
TOPOJICKOM OJTMMIMA/IbI 10 GU3HKE
B cBs3u ¢ mpoBeZieHHEM PEMOHTHBIX padOT B MOMEIIEHUH IIKOJIBI MpeJiaralo MepeHecTH CPoK
MIPOBEICHUS TOPOACKOM onuMIuazsl o gusmuke Ha 20 masg 20 ropa.
Jupekrop MIOJIUCH N.N. NBanos
NBanosa
23 0090
Oo0pa3zen opopmiteHHs CTyKeOHOTO MUCHEMA

ITpunoxxenne Ne 9
K TUIIOBOW MHCTPYKLUHU
IO JI€JI0IPOU3BOJICTBY
B 00pa30oBaTeNIbHBIX OpraHU3aIUIX
Hupexropy MOYOOII Ne 4
A.T'. OBcueBckoMy
Teneponorpamma
10.05.2003 Ne 15
Bpewms nepenauu (mprema)
VYBaxkaemblil Anekcanp I'eoprueuu!


mailto:mounosh_n3@mail.ru
mailto:mounosh_n3@mail.ru

[Tpurmnamaem Bac Ha nmpa3gHuyHbIi Bedep, nmocBsmeHabd 20metnro oopazoBanust MOYHOII Ne
3, kotopslii coctoutcst 20 mast 20 1. B 17.00 no axgpecy: r.banei, yn. CoBerckas, 40

Hupektop MOJIIUCH B.A. lllkypku
Ilepenan [TpunHsan
(HammenoBaHue JOKHOCTH (HaumenoBaHue JOIKHOCTH
WHULIAAIIBI, paMuUITH) WHULIAAIIBI, paMuUTHs)
TeNl. TeNl.

Oo6pazen opopmiienus TeneGoHOrPaAMMBbI
[Tpunoxxenune Ne 10
K THITIOBOM MHCTPYKIIMH TIO JICJIONPOU3BOJICTBY
B 00pa30BaTENbHBIX OPraHU3AUAX

Hupekropy mkosst Ne 40
A.T". OBcueBckOMY

JlokmagHas 3ammcKa
00.00.2003

O XoJ1e peMOHTHBIX paboT
B KaOMHETEe XUMUH

Tekct
3aBeyOIINI X035IIICTBOM NOAMNUCH C.B. IIpoxopos
Oo0pa3zen opopmiteHHsI TOKIATHOIN 3aNIUCKHU
[Tpunoxenue Ne 11
K TUIIOBOM MHCTPYKIIMU IO JAEJIONPOU3BOACTBY
B 00pa30BaTEIIbHBIX OpraHU3AIMIX

[lepeueHb JOKYMEHTOB, HE MOAJIEKAIIUX PETUCTPALIUU
1. TexHuueckue 3ajaHusl HA KOMaHAMPOBAHHUE CIIEHUAINCTOB U CMETHI 10 KOMaHAUPOBAHMUIO.
2. I'pacduku, Hapsiabl, 3asBKU, pPa3HAPSIKU.
3. PexnaMHble U3BEILIEHUS, INIAKATHI, IPOTPAMMBI COBELIAaHUM, KOH(EPEHIIUHA.
4. TexHMYECKHE yCIIOBHUSL.
5. Cuera Ha omlaTy MaTepHaIbHBIX [IEHHOCTEH.
6. [To3apaBuTenbHBIE TUCHMA.
7. [lpurnacurenbHbie OUIIETHI
8. IleuaTHble U3MaHMI (KHUTH, )KypHAIbI, OIOJIJIETEHH).
9. Koppecnoniennusi, anpecoBaHHasi pabOTHUKAM YUPEKICHUS C TTOMETKON «ITHYHO.
ITpunoxxenne Ne 12
K TUIIOBOM MHCTPYKLUHU IO JAETONPOU3BOACTBY
B 00pazoBaTeIbHBIX OPraHNU3aALUAX
KypHan perucrpanny BXOASIIUX JOKYMEHTOB

Mara Koppecnonnent, nara | Kparkoe Pe3omronus wm | OTMeTka 00
MOCTYIJICHUS u unzaexc | Conepxanue KOMY HallpaBJieH MCIIOJTHEHU U
U MHJIEKC MIOCTYIUBIIETO JIOKYMEHT
JIOKYMEHT JOKYMEHTa
a




®opmMa KypHaJIa perucTpaluy BXOASAIIMX JOKYMEHTOB
ITpunoxxenne Ne 13
K THITIOBOM MHCTPYKIIMH TIO JICJIONPOU3BOJICTBY

B 00pa30BaTENbHBIX OPraHU3AUAX

Kypnan perucrpanuu UCXOIAIIUX JOKYMEHTOB

Hara 51 unnjaekce | KoppecrionieHr Kparkoe conepxxanue OtmeTka 00

JIOKyMEHTA HCIIOJIHEHUH
JOKYMEHTA

1 2 3 4

dopma KypHAaJa perucTPalui UCXOASAIIUX JOKYMEHTOB
[Tpunoxenue Ne 15
K TUIIOBOW MHCTPYKIIUU TIO JIEJIOTMPOU3BOJICTBY
B 00pa3oBaTeNbHbIX OpraHU3aIIIX

MyHunumnaabHoe 0011e00pa3oBaTeIbHOE YUPEKICHUE YTBEPXIALIO
«HayaJibHas o01eo0pa3oBarenpHas mmkosa Ne 3 JupeKTop MKOIbI
A.T". OBcueBckuit
2003 r.
neyaThb
Howmenxkiarypa gen
Ne
r. bapnayn
Ha 2003 rox
HNunexc HasBanune cTpykTypHOTO KomunuectBo | Cpoxk xpanenust | [lpumeuanue
nena MIO/Ipa3IeJICHNUs, 3ar0JI0BOK JI€Ia nen (ToMoB, | mena u Ne
(TOMa, 9acTH) yacTei) CTaThH 1O
IIEPEYHIO
1 2 3 4 5
Cekperapb IOAIHUCH JL.B.
NBanosa
naTa
Mecro s mramna OJOBPEHO
SIIMK IIporokon DK yupexnenus
oT Ne

®opMa HOMEHKJIATYPbI €1 yUpesKAeHus




ITpunoxxenne Ne 14 k TUIIOBOM MHCTPYKLUU IIO
JIeJI0NIPOU3BOICTBY
B 00pa30BaTENbHBIX OPraHU3AUAX

JKypHau perucrpanuy 3anipoCcoB yUpEKACHUM U 3asBJICHUN IPak1aH

Bxons- HaszBanue Anpec Hara damuius, Kparkoe [ara ucnionnenus 3amnpoca, Ne | /lata Pacniucka
nmit  Ne | yupexnaenus, 3asgBuTeNs | MOCTYIJICHUS ums, colepka- | Jera, B KOTOpPO€ MOJIIUTHI | HAMpPaBICHUS MOJIy4EeHU U
(o ke | bamumus, UM, 3arpoca OTYECTBO HUE JTIOKYMEHTBI MOBTOPHBIX OTBETa
UCXOJs- | OTYECTBO JIMIIA, (3asiBIICHUS) nuna, Ha | 3ampoca 3arpocoB
11112179 oT KOTOPOTO KOTOpOe (3asBiie- (3asABIICHMIA)

MOCTYIHII MOCTYIHII HUS)

3arpoc 3arpoc

(3as1BJICHHE) (3asiBIICHUC)
1 2 3 4 3) 6 7 8 9

®opma KypHAJIA PErUCTPALMM 3alIPOCOB YUYPEKIACHUN U 3asABJICHHH I'PAKIAH

[Ipunoxxenne Ne
16 x TUIIOBOM MHCTPYKIIUU
T10 JIJIONPOU3BOICTBY B 00IIE00pa30BaTEIbHBIX YUPEKICHUIX



Ne | Jlara OrTuck Homxnoct | omxuoct | OcH | Hatau | Jomknoct | Ortuck | Homxkuoct | Jlatra u | OcHoBanue | Bpems, | Homep u
n/ | mocry | moctymuBml | b, @.M.0. | biuna, oBad | pociiu | b ®.N.O. |cpaBaem | b, ®.M.O. | pocniu | u uenb MECTO U | JaTa
I | IUIeHW | el mevatu Y POCIUCH | MOJYYHBII | UE Ch nuIa, oif nuna, Ch B clayu crocod® | yTBEpXK]
s (lwramna) auua ero 1oJly | JIMLA, | CAABILEro | Ie4yaTH | NPUHSABLIE | MOJYY | [€YaTH YHUYTO | €HUS
neyar MpUHSBIIE | I€YaTh YeHH | MOJYyY | Mevarhb (wrtamna | ro meyath | €eHuUW | (WITamma) KEHUS akrta o0
u ro u (rramir) P uBIIer | (mramm) ) (rramin) rneyar | mpukas MeYaTu | YHUYTO
(mrTam 3apeructp | s mneya | o TUISE JUISE U (pacnopsixe | (ITamma | >KEHUU
na) MpOBABLIE | UCIOJbB30B | TH reyaTr | XpaHeHus, XpaHeHus, | (LITaMm | HUeE) ) reyaTu
ro nevarb | aHus Io (wra | b 3aMEHBbI U 3aMEHbI U | 1) PYKOBOJUTE (wramna
(trramin) Ha3HaueH | mna) | (WTaM | yHUYTOXE YHUUYTOXKE I )
UI0 MUK | M) HUS HUS XpaHeHue,
as, 3aMeHa U
JI0BE YHHUTOKEH
peHH ue
OCTb
1 ]2 3 4 5 6 7 8 9 10 11 12 13 14

CDopMa JKypHaja y4deTa rneyaTei v 1TaMIloB




