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10 /1eJIONPOU3BOCTBY

O01ee mos10xeHust

WNuctpykiuss no aenonpousBoActBy B MBOY COII Nel3 (nmanee - VYwupexaeHnue)

paspaboTaHa B IIeNSX COBEPILIEHCTBOBAHUS  JOKYMEHTALMOHHOIO  OOeCreYeHMs

yIpaBJIEHUS] U TMOBBIEHUS €ro 3PQGEKTUBHOCTH IMyTeM YHU(UKalUK cocTaBa U (hopm

YIpaBJIEHYECKUX JTOKYMEHTOB, TE€XHOJIOTMH pabOThl ¢ HUMU U OOECIEUYEHUs KOHTPOJIS

UCIIOJIHEHUS IOKYMEHTOB.

WMHCTpyKIIMs ycTaHaBIMBaeT oO0mue TpeOoBaHUS K (YHKIMOHHPOBAHUIO —CIYXKO

JIOKYMEHTAllMOHHOTO OOECIEeUEHUsl YIpaBICHUs, JOKYMEHTHUPOBAHUIO YIPABICHUYECKON

NEeSITEIBHOCTH U OPTaHU3aIUK PA0OTHI C TIOKYMEHTaMHU B Y UPEKICHUH.

VupexneHue opraHusyer U BeAET JENONPOU3BOACTBO HAa OCHOBE WHJIMBUIYaIbHBIX

UHCTPYKLUUH U JIPYIMX HOPMAaTUBHO-METOJMYECKUX JOKYMEHTOB, HE HPOTHBOpEYAIUX

HACTOSILEH MHCTPYKIUH.

[Tonoxenus Hactosimedt (MHCTpyKIMM pacHpoCTpaHSIOTCS Ha OpraHu3alnuio padoThl ¢

JOKYMEHTaMH HE3aBHCHMO OT BMJAa HOCHUTEINs, BKJIOYas WX IMOJATOTOBKY, PErHCTpAIUIoO,

y4eT W KOHTPOJb HCIOJIHEHHUS, OCYIIECTBISIEMbIE C IOMOIIBI0 aBTOMATH3MPOBAHHBIX

(KOMIBIOTEPHBIX)  TEXHOJOTHUWA.  ABTOMATH3UPOBAHHBIE  TEXHOJIOTMH  OOpaOOTKH

JOKYMEHTHOW WH(OpPMAaIuy, TpUMEHsIeMble B YUpeXKISHHH, JOJDKHBI OTBEYaTh

TpeOOBaHUSAM MHCTPYKIUH 1O JEIONPOU3BOICTBY.

WHcTpyKIus cocTaBieHa ¢ yueToM TpeOOBaHUM:

- T'OCT P 6.30-2003 «YHu(pUUUPOBAHHBIE CUCTEMbI JOKYMEHTAIMH. Y HU(PUIIMPOBAHHAS
cucTeMa  OpraHU3allMOHHO-PACHOPSAUTENILHOW  JOKyMEHTaluu. TpeboBaHUS K
oopmieHno JOKyMEHTOB» (IpUHAT M BBeAeH B jelctBue IlocTaHoBieHHEM
I'occrannapra PO ot 03.03.2003 Ne 65-cT);

- @enepallbHOr0O  KOHCTUTYLMOHHOro 3akoHa oT 25.12.2000 Ne 2-®K3 «O
I'ocynapctBennom repoe Poccuiickoit @enepanun» (B pea. ot 30.06.2003);

- ®enepanbHoro 3akoHa ot 22.10.2004 No 125-d3 «O6 apxuBHOM nerne B Poccuiickoit
®deneparun» (B ped. oT 13.05.2008);

- IlocranoBnenust IlpaBurtensctBa PD or 27.12.1995 Ne 1268 «OO0 ynopsaoueHUH
W3TOTOBJICHHSI, MCIOJb30BAaHUS, XPAaHEHHs W YHUUTOXKEHHUS Iedareil W OJIaHKOB ¢
BocnpousBeneHreM I'ocynapctBenHoro rep6a Poccuiickoit denepanumu» (B pen. ot
14.12.2006);

- Ilpuxaza Pocobpuamzopa ot 24.08.2006 Ne 1889 «O6 yrBepxkaeHuu MHCTpyKIUH 1O
JIETIOTIPOU3BOJICTBY B (efiepalibHON CiTyx)0e 1Mo Haa3opy B chepe obOpazoBaHus |
HayKn» ;

- IIpukaza PocobpazoBanusi oT 29.06.2006 Ne 598 «O6 yrBepknenuun MHCTpyKIuu 10



JeN0Npon3BOACTBY B DeliepaabHOM areHTCTBE 10 00pa3oBaHUIO», ¢ MeToauyecKuMu
peKOMEHIaLUAMHU 110 paboTe ¢ JOKYMEHTaMHU B 0OlIe00pa30BaTEIbHBIX YUPEKIACHUSAX,
YTBEP)KJICHHBIMH NMUCBMOM MuHHCTepcTBa oOpa3oBanus Poccuiickoit denepaunu ot
20.12.2000 Ne0351/64).
1.6. PaGotHukm VYupexaeHUs HECYT IEepPCOHAIbHYIO OTBETCTBEHHOCTh 32 HEBBINOJIHEHUE
TpeboBaHuil MHCTPYKIIMH, COXPAaHHOCTh JOKYMEHTOB U HepasIJlallleHue cojepialieiics B
HuX MHpopmanuu. OO0 yTpaTe JOKYMEHTOB HEMEJUIEHHO JOKJIAJbIBAETCS PYKOBOJIUTEIIO
YUPEKAECHUS U OTBETCTBEHHOM JIMIY, HA3HAYEHHOMY JAUPEKTOPOM Y UpexIeHUS
1.7. OTBeTCTBEHHOCTh 3a OpraHU3aLMIO JAEJIONPOU3BOJCTBA, COOJIOJEHHE YCTaHOBIIECHHBIX
NPaBUJI U TOPSIKA PabOTHI C TOKYMEHTAMHU B YUPEXJICHUH BO3JIAraeTcs Ha TUPEKTOpa.

[lepenaya JOKYMEHTOB, UX KOMHI paOOTHHKAM CTOPOHHHX OpPTaHU3alUN JTOMYCKAeTCs C
pa3peleHus: AMPEKTopa Y UpeKIeHuUs.

2.  JlokyMeHTaUMsl y4pe:KIeHust

2.1. ]JlestenbHOCTh YupexaeHus o0ecrieunBaeTcs cucTeMoin B3aUMOYBSI3aHHOU
ylpaBileHYecKOl JokymMeHTanuu. Ee cocraB ompenensercs KOMIETeHIUEH YupexaeHus,
MOPSAJIKOM pPa3pelIeHMs] BOIPOCOB (€IMHOHAYaIbHBIM WM KOJIJIETHAIbHBIN), 00bEMOM U
XapakTepOM B3aUMOCBS3EH MEXIy YUpEeKICHHEM W APYIHMH OpraHaMHu YIpaBICHHS H
OpraHu3aUSIMH.

2.2. Ilpm moaroTroBke IOKYMEHTOB CIEQyeT IPHUMEHATh TEKCToBBI penakrop Word for
Windows ¢ ucnonb3oBanueM mpupToB

- Times New Roman Cyr pasmepom N 12 (st opopmiieHus: TaOIMIHBIX MaTEpUAIIOB),
14, 16;

- Times DL pa3zmepom N 12, 14 yepe3 1-2 untepnana.

2.3. B VYupexneHun WH3AaOTCS TPHUKa3bl, HHCTPYKIHMM, IOJO0XKEHUS, MPOTOKOJIbI, HHbIE

JIOKYMEHTBI B COOTBETCTBUH C €r0 KOMITETEHIIHUEH.

YcTaHOBIIEHHBIE YKa3aHHBIMHM aKTaMM TpeOOBaHUS M MPaBUIIa MOTYT ObITh OTMEHEHBI WU
U3MEHEHBI TOJIBKO ITyTEM M3/IaHHsI HOBBIX PAcIIOPAAMTENbHBIX aKTOB. 3alpeniaeTcsl IpUMEHSTh B
ITHX MEJSIX TaKOW BUJ JOKYMEHTOB, Kak MUChbMa. VICIONb30BaHME B ATHX LEJSIX TEJIETPaMM,
TeJNeTamorpaMm, (akcorpaMM, TeaeQOHOTPaMM JOMYCKAETCsl TOJNBKO B CiIydae MPUHSATHS
0e30TnaraTelbHBIX MEp U TP  YCIOBUM  O0S3aTENFHOTO  TOCIEIYIOMIEr0  M3/IaHHS
COOTBETCTBYIOIIMX aKTOB IO JAHHOMY BOIIPOCY.

3. Oco0eHHOCTH MOATOTOBKH M 0popMIIeHUSsI OTeJbHBIX BU/I0B JOKYMEHTOB
3.1. Ilpuka3

3.1.1. IlpukazamMu o0QGOpPMIIAIOTCA pEIIeHUs 10 ONEpPaTUBHBIM, OPraHU3aAlMOHHBIM,
KaJJpOBBIM M JJPYTUM BOIIPOCaM BHYTPEHHEW pabOThl Y UpeKIeHHUS.

3.1.2. TIpoekTsl TPHUKA30B TOTOBAT W BHOCAT 3aMECTUTEIH PYKOBOJIUTENS YUPEKICHHUS.
[TpoekThl mpUKa30B NEYaTaIOTCA Ha CTAaHAAPTHBIX OJIAHKAX YCTAaHOBJIEHHOM (OPMBI 1
JIOKJIA/IBIBAIOTCS JUTSI TIOATIMCH TIPU HEOOXOAWMOCTH CO CIIPABKOM, KOTOpAas TOJHKHA
COZIepKaTh KPaTKOE M3JIOKEHNE CYTH IpHKa3a, 000CHOBAaHHE ero HEOOXOANMOCTH, a
TaKXKe CBEJCHUS O TOM, Ha OCHOBAaHMHM 4Yero IMOJTOTOBJIEH MPOEKT U C KeM
corjiaCcoBaH. HpI/IKa3LI NOANHUCBIBAOTCA PYKOBOAUTCIICM quemneHI/m Uik 1mo €ro
nopy4yeHuto 3amectureneM. OOecrnieyeHHe KadeCTBEHHOW IOATOTOBKU IPOEKTOB



MIPUKA30B U UX COIVIACOBAHHME C 3aWHTEPECOBAHHBIMU CTOPOHAMM BO3JIAracTCs Ha
3aMeCTUTENEH PYKOBOAUTENS Y UPEXKIEHUS, KOTOPHIE TOTOBAT U BHOCST IIPOEKT.
3.1.3. Ilpukas mevaraercs Ha OJaHKE YCTaHOBJIEHHOW (popMmel mpugpTom pazmepom N 12-14
(ITpnio:kenue 1). 3arojI0BOK JTOJKEH KPATKO U TOYHO OTPAXKATh COACP>KaHUE TEKCTa
nprKas3a. 3aroJioBOK, COCTOSIIMKA M3 JBYX M 0Oojee CTpOK, meyaraercst depe3 1
MEXCTPOYHBIN UHTEPBaJI. 3aroJI0BOK K ITPUKa3y BBIPABHUBAETCS 10 JIEBOMY IOJIO.
TekcT oTnensieTcst OT 3arojoBka 2 MEXCTPOYHBIMH MHTEpBajaMH, MedaTaeTcsl mpudTom
pasmepom N 14 yepe3 1 uHTEepBaI U BEIPAaBHUBAETCS I10 JIEBOM M MPAaBOM IpaHUIIAM TEKCTOBOIO
nosisi. [lepBas cTpoka abG3alia HauMHAETCs Ha pacCTOAHUU 1,25 ¢M OT JIeBOI IpaHULIBI TEKCTOBOTO
nons. Tekcr mpuKasa COCTOMT W3 2 4YacTeil: KOHcTartupyiomen (mpeamOynel) u
pacnopsiuTenbHON. B nepBoit (KOHCTaTUPYIOIIEH ) YaCTH YKa3bIBa€TCsl OCHOBAHUE WM MPUYMHA
cocraBiieHUs Mpukaza. Eciu npuka3 wu3maercs Ha OCHOBaHMM JPYroro JOKYMEHTa, TO B
KOHCTaTUPYIOIIEH 4YacTH YKa3bIBaIOTCSI HAMMEHOBAHHE 3TOTO JOKYMEHTa, €ro jJara, HOMep U
3aroyioBoK. Ecnu conxepxkaHue nmpukKa3a HE HYXIACTCS B IMOSICHEHUH, TO €r0 TEKCT COJEPHKHUT
TOJIBKO paclopsAMTEIbHYI0 4acTh. lIpeamMOyna B mpoekTax MpPHUKa30B 3aBEPIIAETCS CIOBOM
ITPUKA3BIBAIO.
PacniopsauTenbHas yacTh JOHKHA COACPKATh NEPEUUCIICHUE IPEINUCHIBAEMbIX JE€HCTBUM
C YKa3aHUEM HMCIIOIHUTENS KaX/I0k0 JEUCTBUS U CPOKOB HcnoHeHUs. OHA JeNIUTCS HA IMYHKTHI U
NOJIYHKTBI, HyMepyeMmble apaOckumu 1udpamu. JleiicTBUS OZHOPOJHOTO XapakTepa
NEPEYUCIIAIOTCS OJJTHOM ITyHKTE. B ciydae, ecim ynpaBieH4ecKoe AeHCTBHE CBSI3aHO C KOHKPETHBIM
UCTIOJIHUTENIEM, COOTBETCTBYIOIINI IMyHKT MPUKA3a HAUMHACTCA C YKa3aHUS JTOHDKHOCTU U (paMUIUU
WCTIOJHUTENST (MHUIMAIBI B TEKCTe CTaBsiTcs mnepen Gamwimeil). B kadecTBe HCHONMHHUTENEH
YKa3bIBAIOTCSl CTPYKTYPHBIC IO/PA3/eiCHUs] WM KOHKPETHBIC IOJDKHOCTHBIE nuia. [locnmemnuit
MYHKT PacHOPSANTEILHON YaCTH COJICPKHUT CBEICHUS O MOAPa3ACICHUN HIIH JODKHOCTHOM JIMILIE, Ha
KOTOpOE BO3JIaraeTcs KOHTPOJIb HaJl HCIIOJTHEHHEM IIPUKa3a.
Ecnu B npukase n1aHbl ykazaHUs N€1arorn4eckuM pabOTHHUKAM, TO HIDKE JIEIAeTCs 3alHCh:
«C nprKa3oM 03HAKOMJIEH», CTaBSITCA MOANNUCH ATUX PAOOTHUKOB U J]aTa 03HAKOMJICHHUS.
Ecnu npukas usmMeHsieT, OTMEHSIET WU JOMOJIHAET paHee U3/1aHHbIN JTOKYMEHT WM KaKue-
TO €ro IOJIOKEHMS], TO OAUH U3 MYHKTOB PACIOPAIUTENBHON YacTU TEKCTa JIOJDKEH COAEPKATh
CCBUIKY Ha OTMEHSEMBbIH JOKYMEHT (IyHKT JIOKyMEHTa) C YKa3aHHEM €ro JaThl, HOMepa u
3aroyioBka. TeKCT MyHKTa JOHKEH HAaYMHAThCA cioBaMu: «lIpu3HaTh yTpaTuBIINM CHITY...».

[Tocneauuii MyHKT IpUKa3a CONEPKUT YKa3aHHUE O JINLE, OTBETCTBEHHOM 3a UCIIOJHEHHE
MpHUKa3a B LEJIOM.

[Tonmuck COCTOMT W3 HAaWMEHOBAHUS JODKHOCTH M CHEIHalbHOTO 3BaHUS JUIIA,
MOJMUCABUIET0 MpPHKa3, JUYHON MOANMUCH M PACHIM(PPOBKH MOANMUCU (MHUIMAIBI, (aMUINL).
[Tpuka3pl NOANUCHIBAET PYKOBOAMUTENh YUpPEXKACHHUS, a B €ro OTCYTCTBUM - JIMIO, €ro
3amematoniee. Ilpuka3 BcTymaer B CWily ¢ MOMEHTa €ro IOANHMCAHUS PYKOBOJUTEIIEM
VYupexxaeHus, eci B TEKCTe HE YKa3aHO APYroro cpoka. BHOCHTH Kakue-nuOO M3MEHEHHUs U
noOaByieHUs] B TOANMCAHHBIN TpuKa3 0e3 paspelieHus JMIa, MOJNHMCABIIEro NpUKa3, He
Joryckaercs. /laToi mpukasa sBIsS€TCs 1aTa €ro MOAIMNCAHUS.

IIpukasel HymepyroTcs MOPSAKOBOM HyMepauuend B Ipefenax KaJeHIapHOro TIoJa;
IIPUKa3bl IO OCHOBHOW N€ATENbHOCTH, JIMYHOMY COCTaBYy HYMepYyIOTCs OTAenbHO. CTpaHMIIbI
MIpUKa3a U NPWIOKEHUN HYMEPYIOTCS KaK €IWHbIM JOKYMEHT. B mpuioxkeHun K mpukaszy Ha
IIEPBOM €ro JIMCTE B BEPXHEM MPABOM yTriy YKasbiBaercs «lIpuiioxkenue...», HauMEHOBaHUE
pacnopsIUTENLHOIO JOKYMEHTA, €T0 J1aTa U PETUCTPALMOHHBIN HOMEp; HallpuMep:



[Tpunoxenue 2
K npukasy Ne 93
ot 22.03.2008 1.

Ecin B mpuiokeHHH K IPUKa3zy JaHbl JOKYMEHTHI JPYrod opraHu3aluu (Hampumep,
UHCTpYKIUss MuHoOpHayku P®), To B BepXHEM IPaBOM YIIIy AAHHOTO MPUIIOKEHHUS AeNaeTcs
COOTBETCTBYIOIIAs 3AMHCh:

[Ipunoxenue
K npukazy Ne 93 or 22.03.2008 r.
(MucTpykius Munobpuayku PD)

[TpunokeHns K INpHUKa3y NOJAINUCHIBAIOTCS 3aMECTUTENIEM PYKOBOJIUTENS YUpeKICHUS,
NOArOTOBUBLIMM TpoeKkT. Iloamuce craBUTCA Ha JMIEBOM CTOPOHE MOCIEAHETO JIMCTA
IPUIIOKEHUS.

3.1.4. CoBmecTHBIC TPUKa3bl MEUYATAIOTCS HAa CTAHAAPTHBHIX JHcTax Oymaru ¢opmara A4
(210 x 297 mm) Ge3 OmaHKa.

[Tpu odopMIeHIN COBMECTHOTO MPUKA3a:

- HAMMEHOBAHMUS OpraHU3aLUi PacloJaratoTcsl Ha OJIHOM YPOBHE;

- HauMmeHoBaHHe Buja gokyMenta - [[PUKA3 pacnonaraercst ieHTpUpoOBaHoO;

- Jara NpuKasa - eJuHasi, COOTBETCTBYET JlaTe OoJsiee MOo3aHEN MOANUCH; pacloyaraeTcs
LIEHTPUPOBAHO;

- PerucTpaluOHHBIA HOMEp NpPHUKa3a, COCTABICHHOTO IBYMsS M 0OoJjiee OpraHU3aIMsIMH,
COCTOMT M3 PETUCTPALMOHHBIX HOMEPOB MpHKa3a KaXKIOW M3 ITUX OpraHHU3allHii,
IIPOCTAaBJISIEMBIX YEPE3 KOCYIO YEPTY B MOPSIKE YKa3aHUs aBTOPOB B IIPHUKA3E;

- TOJIUCHU PYKOBOJUTENIEH OpraHU3alfil pacroaraloTcs HUe TEKCTa Ha OJTHOM YpOBHE.

3.1.5. Pa3MHOXeHHbIe 3K3eMIUISPbl MIPUKA30B HAIMPABISAIOT aJpecaraM B COOTBETCTBHU CO
CIIMCKOM PAaCCBIIKH, KOTOPBIN COCTABIISAETCS U MOANMUCHIBAETCS] UCIIOJIHUTEIIEM.

3.2. TlonoxkeHue, NpaBuJIa, HHCTPYKIUS

3.2.1. TlonoxxeHne NPUHUMAETCS, B CiIydae, €CIM B HEM YCTAaHABIMBAIOTCSA CHUCTEMHO
CBS3aHHbIE MEXIy coOOil mpaBmia MO BONpPOCaM, OTHECEHHBIM K KOMIIETEHIUHU
YupexeHus.

B nmpaBunax ycranaBnuBarooTcs TpeOOBaHUS, O0s3aTenbHbIE JJIs BHIIOJHEHUS. B
MHCTPYKIMHU U3J1araeTcsi NOPsA0K OCYLIECTBICHUS KaKON-TH00 NeATENIbHOCTH WM IPUMEHEHUs
II0JIO’KEHUI IIPABOBBIX aKTOB.

[Tonoxenus (mpaBuia, MHCTPYKLMHU) NPUMEHSIOTCS KaK CaMOCTOSITEIbHBIE JIOKAJIbHBIC
aKTbl, KOTOPBIE MOJIUCBIBAIOTCS PYKOBOJIUTENIEM YUPEXKACHUSI, NN KaK aKThl, yTBEPXKIaeMble
PYKOBOJUTENEM YUpexaeHUs; yTBepKIAeHue opopmisiercs B ¢popme rpuda yTBEpKIASHUS WIN
MyTEeM U3JIaHUs PACTIOPAIUTENBHOTO JOKYMEHTa 00 UX YTBEPKICHUH.

3.2.2. TlopsimoK MOATOTOBKH TPOEKTa TTOJNOKEHUsS (NPaBWIJI, HHCTPYKIIUH) COOTBETCTBYET
o01iemMy nopsaKy MOATOTOBKH MPOEKTOB JIOKAIBHBIX aKTOB.

3.2.3. 3aroyioBoK K TEKCTY IOJOXeHHUsS (MPaBWJI, HHCTPYKIIMH) OTBe4YaeT Ha Bompoc «O
yeM?». KoHcrarupyromeil 49acTbio MONOXKEHHUS (IPaBUJI, HMHCTPYKIMH) CIYKUT
pazznen «OOue MoJNIOKEHUs», B KOTOPOM YKa3bIBAIOTCS OCHOBaHHS pa3pabOTKH,
OCHOBHOE Ha3HAu€HHE IPaBOBOrO aKTa U cdepa ero pacnpoCcTpaHEHus,
OTBETCTBEHHOCTb 32 HApyIlIEHUE YCTAHOBJIEHHBIX NMPaBUI U TeXHOJoruil. OCHOBHOM
TEKCT MOJO0KeHUs (MIpaBWJI, HHCTPYKIIMH) ACTUTCS Ha TJaBbl, MYHKTHI U TOJIMYHKTHI.

I'naBel JOJKHBI UMETh HAa3BaHU . HYMepaHI/IH ITYHKTOB U IOAITYHKTOB IIPOU3BOJUTCA
4



apabckumu  mudpamu. IlpaBuna odopmieHusT TOJOKEHUS COIAEpKarcs B
COOTBETCTBYIOILIEM JIOKAJIbHOM aKT€ LIKOJIE.
3.3. IIportokoa
3.3.1. IlpoTokonm cocCTaBiseTCsI HAa OCHOBAaHMM 3allMCEeH, MPOU3BEACHHBIX BO BpeMs
coBemaHus (3acelaHus), MPEACTABICHHBIX TE3UCOB JIOKJIAJOB U BBICTYILJICHUH,
CIPABOK, MPOEKTOB PEHICHHH W JIp.; JOKYMEHTbI K OOCYXJACHUIO MPEICTABISAIOTCS
JOJIKHOCTHBIMU JIUIIAMH, Ha KOTOPbIE BO3JIO)KEHA UX MOJTOTOBKA, HE TIO3/IHEE YEM 3a
7 nHE# 10 NaThl, IPEeIyCMOTPEHHOM MIIaHOM paboThl KOJUIETHAIBHOTO OpraHa.
3anucu BO Bpems 3acefaHus, cOOp JOKYMEHTOB M IOATOTOBKAa TEKCTa BO3JIararoTcs Ha
CEeKpeTapsi KOJUIETMAJbHOTO OrpaHa U JODKHOCTHBIX JIML, TOTOBHUBIIMX BOIPOCHI K
o0cyxnenuto. TeKCT MpoTOKoa JOKEH OBITh MOATOTOBJICH HE MO3JHEE YeM 4depe3 3 JHA CO
OH  3acenaHus.  IIpoexkTel  COOTBETCTBYIOLIMX  IYHKTOB  IIPOTOKOJIAa  BU3UPYOTCS
10JIpa3/IeJIEHNEM, OTBETCTBEHHBIM 3a [TOATOTOBKY.

3.3.2. Tekct mpoTOKOJIa COCTOUT U3 JABYX YacTeil: BBOJHOW U OCHOBHOI. Bo BBO/IHOI yacTu

0(OPMIISIFOTCS CIIEAYIOLIUE PEKBU3UTHI:

- Ilpencenarens unu [IpencenarenbCTBYOMINIA;

- Cexkperaps,

- IlpucyTcTBOBaNM - CHUMCOK MPUCYTCTBOBABLIMX MJIM OTCHUIKA K IPUJIAraéMOMY CIIMCKY

MIPUCYTCTBOBABIIINX,

- IloBecTka mH4;

- JIOKJIQUUKH 110 KaXKIOMY ITYHKTY TTOBECTKH JIHS.

TekcT OCHOBHOM YacTH MPOTOKOJA COCTOMT W3 pPa3fesioB, COOTBETCTBYIOIIMX MYHKTaM
noBecTku AHs. Tekct kaxnoro paspena crpoutcs no cxeme: CJIVIHAJIM-BBICTYIINIIN-
PEIINJIN.

OcHOBHOE coJiep/KaHuE JOKJIAJ0B U BBICTYIUIEHUH MTOMEIIAETCS B TEKCTE MPOTOKOJIA WM
mpuiaraeTcs K Hemy; B IOCJIETHEM cllydae B TEKCTe Jenaercs CHOCka «TeKCT BBICTYIIIEHUs
npunaraercs». [loctaHoBieHue (pelieHne) B TEKCTe MPOTOKOJA MeYaTaeTcsl MOJHOCTHIO; MPHU
HEO0OXOUMOCTH PUBOJATCS] UTOTH FOJIOCOBAHUSI.

[IpoTtokon mMoxeT (pUKCHpOBaATH pelIeHHe 00 YTBEPKIACHHH KaKoro-iu0o JoKymeHTa. B
TOM cllydae B TEKCTE€ IMPOTOKOJIA JIOJKHA COAEpXKAaThbCs CChUIKA Ha 3TOT JOKYMEHT, a caM
JIOKYMEHT IPUJIaraercs K MpoTOKOITY.

Copneprxanre 0co00Or0 MHEHHMsI, BHICKA3aHHOT'O BO BpEeMsl OOCYKJIEHHs, 3alHChIBAETCS B
TEKCTE MPOTOKOJA (TI0CJIE COOTBETCTBYIOLIETO MPOTOKOIBHOTO PEILICHHS).

Jlonmyckaercsti ¢gopma cocTaBleHUS MPOTOKONA, IMPH KOTOPOH (UKCHUPYIOTCS TOJIBKO
MPUHSITHIE TOCTAHOBIIEHUS (PEIICHHUS) IO COOTBETCTBYIOMUM Bomnpocam (IIpusoxenue 2).

3.3.3. IIporokos MOAMUCHIBAETCS MPEACEIATSIbCTBYIONIMM Ha 3acEaHUU U CEeKpeTapeM.

Haroii mnporokosia sBiseTcss gata 3acegaHus. [IpoTokonaM MpHUCBaMBarOTCS
MOPSAIKOBbIE HOMEpa B Mpelenax y4eOHOro roja OTAEIbHO MO KaKIOW TpyIie
MPOTOKOJIOB:

- TPOTOKOJIBI 3aceJaHu MeJarorMuecKoro COBETa;

- MPOTOKOJIbI COBETA MPU AUPEKTOPE HIKOJIbI, IKCIIEPTHBIX COBETOB U JIP.
[IpoTOKONIBI COBMECTHBIX 3aceJaHUil MMEIOT COCTaBHbIE HOMEpa, BKIIOYAIOIIHE
MOPSAIKOBbIE HOMEpPA IPOTOKOJIOB OPraHn3aluii, IPUHUMABIINX y4acTHE B 3aCEAAHUU.



3.3.4. Komuu TIpOTOKOJIOB TMpU HEOOXOAMMOCTH PACCHUIAIOTCA 3aWHTEPECOBAHHBIM
opranu3anusM MU IOOJDKHOCTHBIM JIMIAM B COOTBCTCTBHU CO CIIMCKOM pPacCCBLIKH,
KOTOpBIfI COCTaBJISIET OTBETCTBECHHBIM MCIIOJIHUTEIL U MOAIIHUCBIBACT PYKOBOJUTCIIb
quemneHHﬂ. HpI/IHSITBIe peicHud JOBOAATCA D0 HUCIIOJIHUTEIIEN B BHU/C BBIIINCOK U3
IPOTOKOJIOB.

3.3.5. IIporokosbl neyaTaroTcsi HAa CTAaHJAPTHOM OJIaHKE MPOTOKOJIA M UMEIOT CIIEAYIOLIUe
pexkBu3uThl (Ilpusoxkenue 3):

- HauMeHoBaHue okyMeHTa - coBo IIPOTOKOJI nevaraercs nponucHBIMU OyKBaMH;

- BUJ 3acelaHus, COBELIaHMS - OTAENAETCS OT MNPEAbIAYLIEr0 PEKBU3UTa OJHUM
MEXXCTPOUHBIM HHTEPBAJIOM U IIeyaTaeTcs yepe3 1 uHTepnai;

- MECTO MNpOBEACHUs 3acelaHMs, COBELIAHUS - IedaraeTcss uepe3 | MeXKCTPOUHBIH
MHTEPBAJI II0CIIE PEKBU3UTA «BUJ| 3aCEIAHUSI, COBEILIAHUS),

- Jara U HOMEp MPOTOKOJIa - IeyYaTaroTcss 4depe3 | MEeXCTPOUHBI MHTEpBall HUXKE
IIPEIBIAYILErO PEKBU3UTA.

- OcHoBHast yacTh IPOTOKOJIA [1€YATAETCS Yepe3 OJMHAPHBINA MEKCTPOYHBIA HHTEPBAJL.

- Kaxnplit Bonpoc HymepyeTcst apadckoil nudpoii.

[Tonmuce otrgensercs OT TEKCTa 3 MEXKCTPOUYHBIMM HMHTEpBAJaMM U BKIIOYAcT
HalMEHOBaHUE JOJDKHOCTHU JIUIIA, MPE/ICeAaTeIbCTBOBABILIETO Ha 3ace/laHuy (COBEIAaHUM), €ro
JUYHYIO MOJIUCH, pAacCIIM(PPOBKY NMoanucH (MHULKANbI U pamuins). HaumeHoBaHue JOIKHOCTH
[Ie4aTaeTcss OT JIEBOW TIpaHUIbl TEKCTOBOIO IO uepe3 1 MEeXCTpOUHBIM HHTEpBall
PacmmdpoBka moxamucu pacrioyaraeTcs Ha YpPOBHE TIOCIEAHEH CTPOKHM HaWMEHOBAHHS
JOJKHOCTH 0e3 mpolena Mexay nHunuaiamu u ¢pamunuei. [locnennsas 6yksa B pacindpoBke
OTpaHUYMBAETCS IPABBIM IOJIEM.

3.4. Akt

AKT - JIOKyMEHT, COCTABJISICMBIHi~ HECKOJbKAMHU JHMI[AMH ¥  [OATBEPXKIAOIIHI
YCTAHOBJICHHBIE UMU (aKThl MIIH COOBITHS.

TekceT akTa COCTOUT U3 ABYX YacCTEH: BBOJHON M KOHCTATUPYIOLIEH.

Bo BBOJHON YacTH akTa YyKa3bIBAIOTCA PACHOPSAOUTENBHBIM JTOKYMEHT, Ha OCHOBaHWH
KOTOPOT'O aKTUPYIOTCS (aKT, COOBITHE WM JNEHCTBUE (B MMEHHUTEIILHOM MaJexke), €r0o HOMEp U
nata. llpu mepeuncieHun JUI, Yy4YacTBOBABIIMX B COCTaBIEHMM aKTa, YKa3bIBAIOTCS
HAaUMEHOBAaHUS JOJDKHOCTEH ¢ 0003HayeHWeM opraHu3auui, (QamMuwind W HHULUAIBL (B
UMEHUTENIbHOM Tanaexe). Eciau akT cocraBieH KOMHUCCHEM, TO TIepBBIM yKa3bIBaeTCs
npejceaarenb kKoMuccuu. GaMuIuy 4ieHOB KOMUCCHH PacIoyiaratoTcsi B ajaaBUTHOM MOPSJIKE.
CnoBa «OcHoBanue», «lIpencenarensy, «HUnensl komuccun», «IlpucyrcrBoBanu» NMUIIYTCS C
IPOMHUCHOM OYKBBI.

B ocHOBHOI (KOHCTaTHpyrOIlei) YyacTH aKTa HW3JaraloTcsl YCTaHOBJIEHHBIE (DaKThbI, a
TaKK€ BBIBOABI M 3akitoueHus. KoHcTaTupyromas 4YacTh 3aKaHYMBAETCSl CBEACHUSAMH O
KOJIMYECTBE D3K3EMIUISIPOB aKTa M MECTe€ HMX HaXO0XJACHHSA, KOTOpble IOMELIAIOTCS Tepen
OTMETKOM 0 HAJIMYMH MPHIOKEHHUHN K aKTy, HalIpUMeEp:

CocraBiieH B 3 3K3eMIUIIpax:

1. % osx3emmp -
2. W DK3EeMIUIIp -
3. W DK3eMIunIp -



KonngecTBo 3K3eMIUIAPOB, aKTa ONPEEIIAETCS] YUCIOM 3aUHTEPECOBAHHBIX B HEM CTOPOH
WIM HOPMAaTUBHBIMU JIOKYMEHTAaMH, PETJaMEHTHPYIOIIMMU cOcTaBieHHe akTa. [lpu Hanmnmumm
NPUJIOKEHUH CCBUIKA HA HUX JJAeTCs B KOHIIE TEKCTa aKTa mepe]l HOAMUCAMHU B 0pOPMIISETCS Kak
PEKBU3UT "OTMETKA O HAJUYUU NPUIOKEHUH". AKT NOAIUCHIBAETCA BCEMHU WIEHAMU KOMUCCHH.
[Tpu pacmmdpoBke nmoanuceir HHUIKANBI cTaBaTcs nepen pamunusamu (Ilpuaoxkenue 4).

3.5. CayxedHble mUCbMA
3.5.1. Ilucbma Kak BHUJ JOKYMEHTa IO COJEPKAHWIO W HA3HAYCHUIO MOTYT OBITh
UHCTPYKTUBHBIE, TapaHTUHHbIE, HH(OPMAIMOHHbIE, IHUCbMAa-3alpoChl, IUCbMa-
U3BELICHUS, MUChMA-TIPUIIOKEHUs], MHUCbMa-oTBeTHl M Jp. Ilucema moryr ObITh
IPOCTBIMH U CIIOKHBIMHU.

[TpocTbie mucbMa COCTABIISIIOTCA B CIy4yasiX, KOTrJa He TpeOyeTcs U3JI0KEHUS CIIOKHBIX B
aJMMUHHUCTPATUBHOM WJIM IOPUINYECKOM OTHOLIEHUSAX cuTyauui. [IpocToe nmucbMo MOKET UMETh
OJIHY WIH JIB€ CMBICIIOBbIE yacTH. [IuceMo, cocTosiee U3 OAHOM YacTd, - 3TO Mpochbba 6e3
MOSICHEHUsI, HalOMUHaHHEe 0e3 mpeamOynbl, cooOmieHue Oe3 obocHoBaHua. Eciaum mucbMo
COCTOUT M3 JBYX dYacTeill, TO mepBas - 3TO OOOCHOBAaHUE NHMCHbMA, M3JIOKEHHE IMPHUYUH €ro
HalMCcaHusi, MOTUBUPOBKA, a BTOpas, 3aKIIOUUTENbHAs - MPOch0a MM OTKa3, HAllOMHUHAHHE,
IPEeUIOKEHUE, COINIacue, BBIPAKEHHE rapaHTHU U T. M. TeKCT MpOoCTOro NmuchbMa HE JOJKEH
NpeBbIMATh | - 2-X MAIIMHONUCHBIX CTPAHUII.

CrnoxxHble MHCbMA COCTABJIAIOTCS [0 BOIpOCaM, TPEOYIOLIUM MOIPOOHOTO H3JI0KEHUS
CHUTyallud, €€ aHajlu3a, OILEHKH, apryMeHTanud, (HOPMYIHMPOBKH BBIBOJOB, MHEHHIA,
npeioxkeHuil, npock0. CloKHbIE TUChMa MOTYT COAEpKaTh JJO TPEX MALIMHONKCHBIX CTPAHUIL]
TekcTa. OHM COCTOSAT U3 CIEAYIOIUIMX OCHOBHBIX YacCTeM:

- BCTyIUIEHHE - 000CHOBAaHUE, IPUYUHBI, 1IEJIU TUChMA,

- OCHOBHOE CO/IepKaHM€ - IPOChOa, pellieHNe, HATOMUHAHKE;

- 3aKJIIOYEHHUE.

Bo Bcrymiienun dopmynupyercs TeMa nucbMa, OOBSCHSIOUIAsE TPUYMHBI €r0 HallMCaHUs.
Berynnenne MoXeT coaepkars:

- CCBUIKY Ha JJOKyMEHT (OpraHU3allMOHHO-TIPAaBOBOM, pacTiopsiAUTEIbHBINA, HOPMATUBHbIH,
JIOTOBOPHBINA, HMH(QOPMAIIMOHHBI WM CIPaBOYHO-AHATUTHUECKUH) M (WIM) €ro
OT/ENbHbIE MYHKTHI, MOCIYKUBIINE IOPUANYECKMM OCHOBAHHEM WM IOBOAOM IS
MUCHbMA;

- KOHCTaranuio (akTa, COOBITHS, CIIOKUBIIICHCS CUTYaIIUH.

- OCHOBHOE CoJiep)KaHUE MHChMa COCTaBIISIOT ONMUCAHWE COOBITHUS WJIM CUTYallud, UX
aHallM3 ¥ TMPUBOJUMBIC OKA3aTENbCTBA. 3aKIIOUEHUE MPEICTABIsIET cOO0H BBIBOJBI B
BUJIE TIPEIOKECHUI, MHEHH, TpeOOBaHM, TPOCKO, 0TKA30B, HATTOMUHAHUH.
TekcT cmy:keOHOrO MHChMa, KaK IMPaBWIIO, JOJKEH KacaThbCs OJHOTO WM HECKOJIBKUX
BOIIPOCOB, €CJIM OHU B3aHMOCBSI3aHbI.
3.5.2. Cpokd TOJATOTOBKH OTBETHBIX IMCEM YCTAaHABJIMBAIOTCS PE3OJIIOIMECH JTHPEKTOpa
[ITxonpl HA OCHOBAaHWU MMEIOIIUXCS CPOKOB MCIIOJIHEHUS MOPYYECHUH, 3alpOCOB WU
10 PEIICHUIO aBTOPa PE30JTIOLIHH.
TekcThl OTBETHBIX MUCEM JOJIKHBI TOYHO COOTBETCTBOBATH 3a/IaHUSIM, 3a()UKCHPOBAHHBIM
B PE30JIFOLIUHA PYKOBOJIUTEIS Y UPEIKICHUS.
Cpoku MOArOTOBKY MHUIIMATUBHBIX MMHCEM OMPEAEISIOTCS PYKOBOJUTEIEM Y UpExKACHHUS.
3.5.3. Jlaroii nuckMa SBISETCS AaTa €ro MOAIMHCaHus.



3.5.4. OrMerka O HaTW4YUU TPHUJIOKEHUs, HA3BAaHHOTO B TEKCTE€ MHUChbMA, odopmiseTcs
CIEeyIOIUM 00pa3oMm:
[TpunoxeHue: Ha 5 1. B 2 3K3.
Ecnu nuceMO MMeeT NpHIIOKEHHE, He Ha3BaHHOE B TEKCTE, TO YKAa3bIBAIOTCS €ro
HaMMCHOBAHUC, YUCJIO JIMCTOB .M 3K3CMIUIAPOB; IPU HAJIMYUHU HCECKOJIBKHUX HpI/IJ'IO)KeHI/If/'I OHHU
HYMEpYIOTCs apaOCKuMu nudpamu; Hanpumep:

[Ipunoxenue: 1. CnpaBka o... Ha 3 J1. B 2 9K3.
2. ITpoekT... Ha 8 5. B 3 3K3.

Ecimu IMMPUITOKCHUA C6pOH_IIOpOBaHbI, TO YHCJIO JIUCTOB HC YKA3bIBACTCA, HAIIPHUMCEP:

[Tpunosxenue: B 3 3K3.

WIIN

[punoxxenne: TexHuueckoe 3a1aHue Ha pa3padOTKy CHCTEME «DJIEKTPOHHAS T0YTa» B 2 9K3.
[Ipu GombIIOM KOMMYECTBE MPWIOKEHHH HAa HUX COCTAaBIISETCS OTICNIbHAs OMNKCh, a B

CaMOM JIOKyMEHTE TI0CJIE TEKCTa YKa3bIBACTCS:

HpI/IJIO)KeHI/IeZ COIJIaCHO OITMCH Ha JI.

Ecnmu k IDOKyMEHTy Ipuiaraercss ApPyrod JOKYMEHT, TAKXKE HMEIOIIHUNA IPUIIOKECHHUE,

OTMETKa O HAJIMYUU NPUIIOKEHUS 0(OPMIISETCS CIeIyIOIUM 00pa3oM:
[Tpunoxenue: mucbMo YnpasieHus oOpazoBaHus AamuHHMcTpauuu r.Inazosa ot 08.07.2008 N
12- 7/184 u npusnoxeHue K Hemy, BCero Ha 3 J.

Ecnn npuito’keHne HanpaBIIsieTCsl HE BO BCE YKa3aHHbBIE B JOKYMEHTE aJpeca, TO OTMETKa
0 €ro HaJIM4uHU 0(hOPMIIIETCS CIeIYIOIUM 00pa3oM:

[Ipunosxxenue: Ha 4 11. B 3 9K3. TOJIBKO B TIEPBBIN aJipec.
3.6. 3anucku (FoKJIaAHBIE, 00bICHUTEIbHBIE)

3.6.1. JloxmangHas 3ammcKka - JOKYMEHT, apeCOBaHHBIM PYKOBOAMTENIO YUPEKICHHS, U
MH(OPMUPYIOIIUHN O CIOXKHUBIICHCS CUTyallH, UMEBIIEM MECTO SIBJIEHUU WIH (aKTe,
BBITIOJIHEHHON paboTe, coJepiKalluii BBHIBOJABI M MpeasiokeHus cocraBuTens. OHa
TOTOBUTCSl KaK IO MHUIMATHBE COCTABUTENSA, TaK M IO YKA3aHUIO PYKOBOAMTEIS
YupexneHus.

3.6.2. JloxmangHas 3amucka odopmiisiercss Ha cTaHaapTHoOM jucte Oymaru (opmata A4.
OObsicHUTENbHAS 3alHUCKa - JOKYMEHT, OOBSCHSIONIMN TPUYHUHBI KaKOTO-THO0
coObITus, (hakTta, moctynka. OObSICHUTEIbHAS 3aMUCKa MMUIIETCS COCTABUTENEM, KaK
MPaBUJIO, OT PYKH Ha YUCTOM JIHCTE OyMaru.

3.7. HammeHoBaHHe BHIA JOKYMEHTA:
- - reyaTaercs MpOIUCHBIMHU OyKBaMu, pa3MepoM pu@Ta He MeHee 14 MyHKTOB;
- - BBIPABHUBAETCS 110 LICHTPY;

- - BBIJIGJISCTCS MOY)KUPHBIM MIPUDTOM.
3.8. ToaroroBka u oopmiieHHEe COBMECTHBIX TOKYMEHTOB
VYupexxaeHrneM MOTyT ObITh PUHSTHI TOKYMEHTHI COBMECTHO C IPYTUMHU OpPTaHU3AIMSIMH
(IpYiKa3bl, PACTOPSDKEHUS, WHCTPYKIUHU, MOJOXEeHHs, mHuchMa). COBMECTHBIE JTOKYMEHTHI
0OpMIISIFOTCS HE Ha OJIaHKE.



IIpu odopmiieHUN COBMECTHBIX JOKYMEHTOB YKAa3bIBAIOTCS IOJHBbIE HAaUMEHOBAHMS
OpraHM3aluii, y4acTBOBaBIIUX B MOANMCAHUN JOKYMEHTA. [IepBbIM yKa3bpIBaeTCs HaMMEHOBaHUE
OpraHM3aly, SBISAIOLIEHCS HHULIMATOPOM co31aHus AokymeHTa. [loamucu pykoBoautesneut
0(pOpPMIISIOTCSI HAa OJJTHOM YPOBHE, HapuMep:

Hupexktop MBOY «COII Ne 255 Hupextop MBOY «COI Ne 15»
b.A.MBanoBa I'. A. XyxkoB
17.08.2008 r. 17.08.2008 r.

IToamuceiBaeTCsa CTOIBKO OK3CMILIAAPOB JOKYMCHTA, CKOJIBKO Opr aHu3alun Y4aCTBOBAJIO
B ero co3jganuu. Kakaplil IIOANHCAHHBIN OK3CMIUIAP ABJIACTCA NOAJIMHHUKOM MW XPAHUTCA B
Jci1ax OpFaHH3aHHﬁ'yqaCTHHKOB. 3K3CMHH$Ip COBMCCTHOI'O JOKYMCHTA C BU3aMH COIJIACOBAHUA
XPAaHUTCA B ACJIaX OpraHu3alvy - UHUIKAaTopa CO3JaHud JOKYMCHTA. PCFHCTpaHHOHHLIﬁ HOMCD
AOKYMCHTA, COCTABJICHHOI'O y‘lpe)KI[eHI/ICM COBMCCTHO C ApPYTHMU OpraHU3anusiMu, COCTOUT U3
PErucCTpaiiluOHHbIX HOMEPOB JOKYMCHTA KaH(HOﬁ U3 3THUX OpFaHHSaHHﬁ, IIPOCTABJIKICMBIX 4YCPEC3
KOCYIO HEPTY B MOPAAKE YKA3aHUA aBTOPOB B JOKYMCHTC. I[OKYMGHTBI, HU31aHHBIC Y‘Ipe)I(,Z[CHI/ICM
COBMCCTHO C APYIr'MMH OpraHu3aluiAMU, JOJIKHbBI UMETh OJHY (CI[I/IHYI-O) Aary.

4.  IlpaBuja odopmiieHHs TOKYMEHTOB
4.1. bnaHKH TOKYMEHTOB
4.1.1. bnanku J0KymMeHTOB oQopmisitoT B cooTBercTBuM ¢ Ilpmioxenuem 11.
OpueHTHPOBOYHbIE TIPaHULBI 30H PACHOJOKEHHUS PEKBU3UTOB 00O3HAUYCHBI
nyHkTHpoM. Kakgas 30Ha ompenensercs COBOKYNHOCTBIO BXONAIIUMX B Hee
PEKBHU3UTOB.
4.1.2. B 3aBUCHUMOCTH OT pAacCIOJIO)KEHHs] PEKBU3UTOB YCTAHABJIMBAIOT JIBa BapHaHTa
0JIaHKOB - YITIOBOM (pHCYHOK A.1) M MpOoA0ibHbIHA (pUCyHOK A.2).
4.1.3. Pexsuzut 01 (02 wm 03) pacnonaratot Haj cepeauHoi pexBusuta 08. Pexsuzut 03
JIOTTyCKaeTCs pacrojararh Ha ypoBHe pekBusuTa 08.
PexBuzuter 08, 09, 10, 14, orpaHuuuTenbHbIE OTMETKHM Jyisi pekBuszutoB 11, 12, 13 B
npejienax TpaHul] 30H PacloIoXKeHUs] pEKBU3UTOB pa3MelIatoT OJHUM U3 CIIOCO00B:
- LEHTPUPOBAHHBIM (HAYAJIO U KOHEI] KaXKI0H CTPOKM PEKBU3UTOB PABHO yNAJEHBI OT
IPaHULl 30HbI PACTIONOKEHHS PEKBU3UTOB);
- (rnaroBeiM (KaXxxaash CTpoKa pPEKBU3UTOB HAYMHAETCS OT JIEBOW TIpaHUIBI 30HBI
PacroIOKeHUs! PEKBU3UTOB).
CocTaB peKBU3UTOB:

- TocynapctBennsrii repd Poccuiickoit denepanun;

- repb cyorekTa Poccuiickoit denepanuu;

- »MOsemMa OpraHu3alyy WK TOBapHBIM 3HaK (3HAK OOCITYKUBaHUS);

- KOJ OpraHu3aluy;

- OCHOBHOM rocyaapcTBeHHbIN perucrpannonsslii Homep (OI'PH) ropuandeckoro nuna;

- I/I,Z[CHTH(I)HKaHHOHHBIﬁ HOMCDP HaHOFOHHaTCJlBH_[I/IKa/KOI[ IMPUYIHUHBI TIOCTAHOBKHU Ha Y4YCT
(MHH/KIII);

- koI (OpMBI TOKYMEHTA;

- HAWMCHOBAHHC OpraHu3alluu:



- CIIPaBOYHLIC JAHHBIC 00 OpraHu3alunu,

- HAWMMCHOBAHHC BHUAA JOKYMCHTA,

- JlaTa JI0KyMEHTa,;

- PErucTpallMOHHBIA HOMEP JOKYMEHTA;

- CCBUIKA Ha PErMCTPALMOHHBIA HOMED U J1aTy TOKYMEHTA;
- MECTO COCTaBJICHHS WM U3JIaHUs IOKYMEHTA;

- ajpecar;

- rpud YyTBEp)KICHUS TOKYMEHTAa,

- pesoxonus;

- 3aroJOBOK K TEKCTY;

- OTMETKa O KOHTPOJIE;

- TEKCT JOKYMCHTA,

- OTMCTKaA O HAJIMYHHU ITPUITOKCHUA,

- MOJIIHCBH,

- rpud coriacoBaHusi JOKYMEHTa;

- BH3BI COIVIACOBAHMS JOKYMEHTA;

- OTTHUCK II€YaTH;

- OTMETKa O 3aBEpPEHUH KOIIHY;

- OTMeTKa 00 HCIIOJIHUTEIIE;

- OTMeTKa 00 MCTIOJIHEHUH JOKYMEHTA U HaIlPaBJI€HUH €r0 B JIeJI0;
- OTMCTKA O NOCTYIUICHUH JOKYMCHTA B OpraHMU3aIuio,

- UIEHTH(HUKATOP DIEKTPOHHOH KOITUH IOKYMEHTA.
brnaHku 1OKyMEHTOB M3rOTaBIMBAIOTCSA HA CTaHAAPTHBIX JUcTax Oymaru gopmaroB A4
(210 x 297 mm), AS (148 x 210 mMm).
JlokanbHBIE aKThI, PACTIOPSIUTENFHBIC IOKYMEHTHI U TIHCbMa Y UPEXICHHUS 0(POPMIISIOTCS
Ha Onankax B coorBerctBUM ¢ [OCT P 6.30-2003 "VHupuUUpOBaHHBIE CUCTEMBI
JOKYMEHTAIUH. YuaudunupoBaHHas cucrema OpTaHU3aIMOHHO-PACTIOPS AU TEITHHOM
nokyMeHTanuu. TpeboBaHus K 0POPMIIEHHIO TOKYMEHTOB".
JIOKyMeHTBI, M3/1aBaeMbleé OT UMEHM JABYX WM Oojiee opraHuzanuii, ohopmisiorcs Ha
CTaHJApTHBIX JICcTax Oymaru 6e3 OiaHka.
4.1.4. Kaxaplii TUCT JOKYMEHTa, O(OpPMIICHHBIM Kak Ha OjaHKe, Tak U 0e3 Hero, J0JDKEeH
uMeTh nonst: 20 MM - sieBoe; 10 M - ipaBoe; 20 MM - BepxHee; 20 MM - HIDKHEE.
4.1.5. bnaHku JOKYMEHTOB H3rOTaBIMBAIOTCS Ha Oeyoil Oymare uiau Oymare CBETJBIX
TOHOB.
4.1.6. [nst YdpexaeHUs yCTaHABIMBAIOTCS CIIEAYIONIUE BHJIBI OJIAHKOB OpPTaHH3AI[MOHHO-
pacIopsANTENBHBIX JOKYMEHTOB:

- 0o0muit 6JaHK, KOTOPBIN BKIIOYAET B c€0s HAMMEHOBAaHHE BBIIIECTOAIICH OpraHU3allny;
HAaNMEHOBAHHME OpTaHW3aIlMH,; MECTO COCTABJICHWS WM W3aHus. Ha oOmmii OmaHk
HAHOCSTCSI  OTPAaHUYMTENbHBIE OTMETKM W JIMHWMA JUIS  PEKBU3WTOB:  JIaTa,
peructpanoHHbIi uHAekc. s opopmieHus peksusuta «Ha3Banue Buga JOKYMEHTa»
Ha oOuieM OJaHKe OTBOAMTCS CBOOOJAHOE MECTO MeXy pekBu3uTamu «HammeHnoBaHue
OpTaHu3aIII («HanmenoBanue CTPYKTYpPHOTO MOJIPA3/ICTICHHSD) u

10



4.1.7

OTPAaHUYUTENIbHBIMU: JUHUSIMH 1Ji1 peKBU3UTOB «J/laTa» u «PemapanuoHHbII HHAECKC)
(ITpunoxenue 5).

OlaHK MUChbMa HAMMEHOBAaHWE  BBIIECTOALICH  OpraHuM3aluy; HAaUMEHOBAaHUE
OpraHM3aly; HAUMEHOBAaHUE CTPYKTYPHOI'O IOAPA3JEIECHUs; IIOYTOBBIM ajpec
OTIIPaBUTEJI; KOMMYHUKAIIMOHHbIE U KOMMepUeckue naHHble. Ha OnaHk mig nucbma
HAHOCATCS  OTPAHUYUTENIbHbIE OTMETKM W JIMHUM JUId  PEKBU3UTOB:  JaTa,
pErUCTpPallMOHHBIM MH/EKC, CCbUIKA HA PErMCTPAlMOHHBIN MHAEKC U J1aTy BXOJSIIETO
nokymenTa (Ilpusoxkenue 6).

OJaHK KOHKPETHOTO BHJIA IOKYMEHTa, KPOME MHUChMa.

. OOmuit 0:1aHK UCTIONB3YETCA U1 U3TOTOBICHUS JIIOOBIX BUAOB JOKYMEHTOB.

4.2. OdopmiieHue pekBU3UTOB B MPOLIECCE MOATOTOBKU JOKYMEHTOB!

421

4.2.2
4.2.3

4.2.4.

4.2.5.

. nenTndukalnoHHBI HOMEp HAJOTOIIATENbIIUKA/KOJ MPUUYMHBI MOCTAHOBKHU Ha
yuetr (MHH/KIIIT) mpocraBnsieTcst B COOTBETCTBUU C JOKYMEHTaMH, BbIIaBacMbIMU
HaJIOTOBBIMHM OpraHaMM.

. HammenoBanune YupexxaeHus.

. HammenoBanue VYupexaeHus, SBISIIOIIETOCS aBTOPOM JOKYMEHTA, JIOJKHO

COOTBETCTBOBaTh ~ HAaWMEHOBAHMIO, 3aKPEIUICHHOMY B €€  y4pEIUTEIbHBIX

JIOKYMEHTaxX.

CrnpaBouHble JaHHbIE 00 YUpekKIeHUU BKIIOYAIOT B ceOs: MOUYTOBBIN ajpec, HOMEp

TenedoHa W Apyrue cBeaeHUs (HoMepa (akcoB, TENEKCOB, PACUETHBIX CUETOB B

OaHKe; aipec PIEKTPOHHOM MOYTHI U Jp.).

JlaToii mokymeHTa ABJIS€TCS J1aTa ero MOANHUCaHus (pacopsSAUTENbHbIE JOKYMEHTHI,

MMCHbMa) WU COOBITHS, 3a(DUKCUPOBAHHOTO B JOKYMEHTE (ITPOTOKOJI, aKT).

Bce CJ'Iy>K€6HBI€ OTMCTKH Ha JOOKYMCHTC, CBA3aHHBIC C Cro IMpOXOXKACHHEM U

HCIIOJTHEC

HUEM, JAaTUPYIOTCd M mnoAanuckiBatoTcs. Jlata nokymeHta odopmisiercss apaOCKUMHU

muppaMu B IOCIEA0BAaTEIbHOCTH: JI€Hb Mecsla, Mecsl, roa. JleHp Mecdna M Mecsi]
oopMIsIOTCS ABYMsI mapamu apabckux Lu¢p, pa3feNeHHbBIMH TOYKOM; TOJ] - YEThIPbMS
apabckumu nudpamu; Harpumep: 19.07.2004.

Jlonyckaetcs cioBecHO-IM(poBoii criocod odopmienus narel. Hampumep: 14 mapta 2005

4.2.6
4.2.7

4.2.8.

. PeructpannoHHBII HOMEpP JOKYMEHTA COCTOUT U3 €ro MOPSAKOBOIO HOMEPA.

. Ccpllka Ha pETUCTPAllMOHHBIA HOMEp M JaTy JOKyMEHTa BKJIOYaeT B cels
peFI/ICTpaI_[I/IOHHI)II\/'I HOMEp U AaTy JOKYMCHTA, Ha KOTOpBIﬁ JOJIDKEH OLITH JaH OTBET
(mMcbMoO, NOKJIaJHAs WM ciy>KeOHasl 3amucKu U Ap.). CBeleHUs B 3TOT PEKBHU3UT
IIEPEHOCATCS ¢ MOCTYNUBIIEro JOKyMeHTa. Hamuume 5TOro pekBU3HMTa MCKIIOYAET
HEOO0XO/IMMOCTh YIMOMUHAHUS PETUCTPAMOHHOIO HOMEpa M JAaThl MOCTYIMBIIETO
JIOKYMEHTA B TEKCTE MHACHhMa.

B kauectBe anpecara MOryT OBITh OpraHM3aLMU, UX CTPYKTYpHBIE IMOJpa3ieIeHuUs,
JOJDKHOCTHBIE HJIN q)HSI/IquKI/Ie Jmana. HanmenoBanme opraHu3aiiii Hu €€
CTPYKTYPHOI'O IIOAPa3AEICHNs YKa3bIBAIOTCI B UMEHUTEIBHOM ITaIEXKE, HAIIPUMED:

Musnroct Poccun

Hemnapra

MEHT UHpOpMaIIU

U HAYUYHO-TCXHUYCCKOTI'O obecneucHUs

nJIn
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OAO «I"azmpom»
VYipasieHue IIaHupPOBaHU
IIPOU3BOJICTBA U CTATOTYETHOCTH.

HpI/I aapecanu JOKYMCHTaAa [JOJDKHOCTHOMY JIMIY HWHUIUAJIBL YKa3bIBAKOTCA MCPCH
(baMHJ'IHCﬁ. J_IOJ'I}KHOCTB Jydia, KOTOpoMy aAp€COBaH JOKYMCHT, YKa3bIBAa€TCiA B OaTCIIBHOM
naacxKe; HalrpuMep:

AO3T «bonmeBcKkuii TEKCTHIIb)
byxranrepus

Crapuiemy SKOHOMHUCTY

A.C. HukomnaeBy

NI

MyHnununansHoe 0011e00pa3oBaTeabHOe yUpeKIeHHE
«Cpennss obmeodpazoBaTenbHas mKoa Nely
Hupexropy M. U. BanoBon

[lpu ampecanuu TOKyMEHTa PYKOBOJHUTEIIO OPraHW3alM{ €€ HAaNMEHOBAaHHE BXOAHT B
COCTaB HAMMEHOBAHHUS I0JDKHOCTH ajipecaTa, HalpuMmep:
['enepanbHOMY AUPEKTOPY
OAO «CeBepHbIE pETHOHBI»
A. A. Jlarynuny

B cocraB pekBuszutra «Anpecar» BXOAUT MOYTOBBIM ajapec. DJIEMEHTHI ajpeca
YKa3bIBAKOTCS B MOCJIEIOBATEILHOCTH, YCTAHOBJIECHHOW JCHCTBYIOIIMMU MPABUIIAMHA OKa3aHUS
YCIYT MTOYTOBOM CBSI3H.
<F>,

<*> [IpaBunamMu OKa3aHMs yCIYr NOYTOBOH cBsA3M (1.63), yrBepkaeHHbIMH [locTaHOBIEHHEM
ITpaButensctBa PO ot 26.09.2000 Ne 725, ycTaHOBIEH CaeAYIOUINI NOPSAOK HAIIUCAHUSA aapeca
Ha MOYTOBBIX OTIPABICHUIX:

- HauMMEHOBaHME ajJipecara (HaMMEHOBaHHE OpraHU3alUU WIH (HaMUIMs, UMs, OTYECTBO
TSt (PU3UUECKUX JIHII);

- Ha3BaHUE YJIHUIIBI, HOMEP I0Ma, HOMEP KBapTUPHIL;

- Ha3BaHME HACEJIEHHOTO IMyHKTa (ropoja, IocesKa u T.I1.);

- Ha3BaHUE paiioHa;

- Ha3BaHHE pecnyOJuKH, Kpasi, 00J1acTH, aBBTOHOMHOTO OKPYTa;

- Ha3BaHME CTPAHBI (ISl MEXAYHAPOIHBIX OTIPABIIEHUN);

- TOYTOBBIM UHIIEKC.
B TakoM ke nopsiike yka3bIBaeTcs apec OTIPABUTENS HA KOHBEPTE.
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JIOKyMEeHT He JOJKEeH Co/AepKaTh 0ojiee YeThIpeX aJApecaToB, KaXAblH 3K3eMIUISP TaKoro

JIOKyMEHTa JOJDKEeH ObIT moanucad. Ilpu OonbiieM yuciie aapecaToB COCTAaBISIETCA CIIHCOK

PAaCCBUIKH U HAa KAXKAOM JOKYMCHTC ITPOCTABIACTCA TOJIBKO OAUH aapecCar.

[Ipu

azipecaliuyl JTIOKyMeHTa (pU3MYecKOMy JIHUIl YKa3bIBaeTcs (amMHiIusd W WHUIHAIIBI

MoJtyyarelis, 3aTeM MOYTOBBIN aipec, HalpUMep:

O6pasuosy O.I1.

V. Cnanonas, 1.5, kB. 12,
I'. JIlunku, Kupeesckuii p-H,
Tynbckas 06i1., 301264

4.2.9.

JIOKyMEHT  yTBEPXKJAETCA PYKOBOAMUTEIEM  YUpEXKACHUS WM  CHEHUAIbHO
W3/1aBaéMbIM  JOKyMEHTOM. [Ipu yTBEp)KIEeHWHM JOKYMEHTa PYKOBOJUTEIEM
Yupexnaenus rpud yrBepxaeHus coctout u3 cioa Y TBEPXJIAIO Ge3 kaBbwIuek,
HAUMEHOBAHUS JOJDKHOCTH JIMIIA, YTBEPXKIAIOUIEr0 JOKYMEHT, €ro MOJIHUCH,
WHUIUATHUB, (PaMUIIUU U JaThl yTBEPKACHUS.

YTBEPXIAIO
Hupexrop MBOY «COIL Ne 13»
E.b. businoBa

(JIMyHas TOATIHCH)
21.03.2014 1.

HpI/I YTBCPKACHUHN OOKYMCHTA HCCKOJBKHMU OOJDKHOCTHBIMH JIMOAMKU HX I[MOAIKUCHU

pacrioylaratotTcsi Ha OZJHoM ypoBHe. IIpu yTBepkKIeHUH JOKyMEeHTa IPUKa30M, IIPOTOKOJIOM Ipud
yrBepxkaeHuss coctouT u3 cinoa YTBEPXJEH (YTBEPXIEHA, YTBEPXJIEHbI wmu
YTBEPX/IEHO) 6e3 kaBbluek, HAUMEHOBAHUS YTBEP)KIAIOIIEro JOKYMEHTa B TBOPUTEIBHOM

najiexe, ero JaTbl, HoMepa, Halpumep:
YTBEPX/IEHO
npukazoM MBOY «COIII Nel3»

o1 30.12.2007 Ne737-1
['pu yrBepxaeHus JOKYMEHTa paciolaraeTcs B BEpXHEM MIPaBOM YIi1y JOKYMEHTA.

4.2.10.

4.2.11.

3arojloBOK K TEKCTY BKJIIOUaeT B ce0e KpaTKoe colepikaHue AokymeHTa. Hamuuume
3aroJIOBKa COKpAIAe€T BpeMsl MPOXOXKJIECHUS JOKYMEHTAa MpPHU PETUCTpalluu U
WCIIOJIHEHUHM. 3aroJIoBOK COrJacyeTcss C HAaMMEHOBAHMEM BHJA JOKYMEHTa,
HampuMep: Mpuka3 (0 4eM) O CO3JaHHH aTTECTAIIMOHHOW KOMUCCHH, JOKHOCTHAs
MHCTPYKIUSL (KOTO) BOCIUTATENA. 3aroJIOBOK COCTABISETCS JIUIIOM, TOTOBSILIUM
MPOEKT JOKYMEHTa. Todka B KOHIIE 3arojioBKa K TEKCTy He craButcs. Eciam
3aroJioBOK TpeBbimaer 5 cTpok (150 meyaTHBIX 3HAKOB), TO €ro JOMYCKAaeTCs
MPOJITIEBATH 70 TPaHUIIBI MPaBoBoro mois. K TekcTy mokyMeHTOB, 0()OpMIICHHBIX Ha
Omankax ¢opmara AS, 3aroJIOBOK HE COCTABIISIETCSI.

B pesomonuu UKCHUPYIOTCS yKa3aHUs PYKOBOAMTENS YUPEXKIEHUS MO TMOBOAY
WCIIOJIHEHUS IOKYMEHTa. Pe30Io1us NUIIeTcss OT PyKH Ha JOKYMEHTE B BEpPXHEU ee
YyacTu, Ha CBOOOJAHOM OT TekcTa Mmecte. JlomyckaeTcss odopMIIeHHE PE30JIOIUN Ha
CHelnualbHOM OJaHKe WM Ha OTAeNbHOM JucTe dopMata A5 ¢ ykazaHUEM
PErMCTPAallMOHHOTO HOMEPA U AaThl JOKYMEHTA, K KOTOPOMY PE30JIFOLUS OTHOCUTCH.
Pe3omronus Birovaer B ce0si: pamMuUIIUIO, UMsI, OTYECTBO MCIIOIHUTENS; COACpKAHHUE
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MOpPYYEHUS; CpPOK MCIOJHEHMs; JaTy pe30JIOUWU; TMOAIUCh PYKOBOIUTENS
YUPEKACHUSI.
Bacuibery A. A.
IToarorosuts otBet K 22.02.2009 .
IToamuce
B cinydasx, korga mnopydeHuE JaeTcsi JBYM WM HECKOJBKHUM JIMIIaM, OCHOBHBIM
HCIIOJTHUTEJIEM SIBJISIETCA JIMIIO, YKa3aHHOE B MOpy4YeHUU nepBbiM. EMy npenocrapisieTcs: npaBo
CO3bIBa COMCIIOIHUTENEH U KOOPAUHAIMS UX PAOOTHI.
VcnonmuuTenu BripaBe 1aBaTh MOPYUYEHUS B BUJIE PE3OJIOLUHN JIUIIaM, HEMOCPEICTBEHHO UM
MO TYMHCHHBIM.
Ha noxymenTax, He TpeOyrOMIMX yKa3aHUI 110 MCIIOJTHCHUIO U UMEIOIINX THIIOBBIC CPOKH
UCTIOJTHEHUS, B PE30JIOIMH YKa3bIBAIOTCS HCIIOTHUTEND, IIOANUCH aBTOPa U JaTa.

4.2.12. OT™MeTKa 0 KOHTPOJIC IPOCTABIISICTCS HA JOKYMEHTAaX, UCIIOJHEHUE KOTOPBIX B3ATO Ha
0COOBIN KOHTPOJIb 110 MOPYUYEHUIO PYKOBOAUTENS YupexkaeHus. OTMETKa 0 KOHTPOJIe
(0yxBa «K») mpocrtaBisieTcsi LBETHBIM (KpaCHBIM, 3€JIE€HBIM, CHHHM) KapaHIalloM,
dbomacTepoM uIM cHenuanbHbIM mTamnoM «KOHTponb» W pacmonaraeTcs Ha
YpOBHE 3aroJjoBKa Ha JIEBOM I10JI€ JOKYMEHTA.

4.2.13. TekcToM yrpaBIEHYECKOTO JOKYMEHTA SBJISCTCS BRIPAKEHHOE CPEICTBAMH JIETIOBOTO
A3bIKA COACP/KAHHWE YIIPABICHYECKHX JEUCTBHM. TEKCT JOJDKEH CcoAeprKaTh
JIOCTOBEPHYIO M apTYMEHTHPOBAHHYIO HH(POPMAILIHUIO.

ConepxaHue yBS3BIBACTCS C paHee HM3AaHHBIMU IO JaHHOMY BOIIPOCY JOKYMEHTAaMH.
TexkcTel JOKYMEHTOB OGOpPMIISIOTCS B (pOopMe CBSI3ZHOTO TEKCTa, aHKEThI, TaONHIIbI, Tpadapera
WM COYETaHUs ITUX (OopM.

AHKeTa - 5T0 (hopma mpencTaBICHHs TEKCTa JOKYMEHTa, B KOTOPOM XapaKTepU3yeTcs
OJIMH 00BEKT MO0 psny mpu3HakoB. DopMa aHKETHI MPUMEHSETCS TP U3JI0KEHUU HU(DPOBON HIH
CIOBeCHOW WHGOpMAllMM B OpPraHU3aAlMOHHO-PACHOPSAIUTENBHBIX, (UHAHCOBBIX H p.
JOKYMEHTaX.

Tabmuma - ¢dopma TpeAcTaBICHUS TEKCTa, B KOTOPOM XapaKTEPHU3YIOTCS HECKOIBKO
00BEKTOB MO Py MPU3HAKOB. TaOMMYHBIC TEKCTHI MPUMEHSIOTCS B OTYETHO-CTATUCTUICCKUX,
OyXranTepckux, OaHKOBCKUX, OpPTraHU3aIlMOHHO-PACTIOPSIIUTENFHBIX JOKYMEHTaX (CTPYKTypa U
[ITaTHAas YUCIEHHOCTD, IITATHOE paclucaHue, MIaH padoThl, IepeUeHb ).

['padbl, cTpoku TaOMUIBI TOJDKHBI MMETh 3arojOBKHM M TOJ3arojOBKH, BBIPaKEHHBIE
UMEHEM CYIIECTBUTEIHHBIM B UMEHHTETHHOM Majaexke. [loa3aroinoBku rpad u CTPOK JOTKHBI
COTJIACOBBIBAThCS C 3aroJIOBKaMH. 3aroJioBKM rpad mMUIIyTcs C TPONUCHBIX OyKB, a
MIOJI3aTOJIOBKHU - CO CTPOYHBIX, €CITH OHU COCTABJISIFOT OJHO IIEJIOE C 3ar0JIOBKOM, T. €. TTOSICHSIIOT
ero. Ecmu mom3arooBoK MMEET CaMOCTOSTENbHOE 3HAYeHHWE, TO OH MHIIETCS C MPOMUCHOMN
OykBbl. B 3aronoBkax, mMOA3arojioBKax CTPOK W rpad TaOMHIBl YHOTPEOISIOTCS TOJIBKO
OOMICTIPHHATHIC YCIOBHBIE O00O3Ha4YeHHs. TOYKH B 3aroJioBKax W TIOJ3aroyioBKax rpad He
MIPOCTABJISIOTCSI.

Ecnu tabnuna mewaraercs 6ojee ueM Ha OJHOHM cTpaHUIlEe, rpadbl TAOIUIBI JTOJKHBI
OBITH TPOHYMEPOBAHBI M HA CIEIYIOIINI CTPAHUIIAX TEYATAIOTCS TOJIBKO HOMEpa ITHX Tpad.

CIiomHoi CBSI3HBIM TEKCT JOKYMEHTa COJEPKUT TPAMMATUYECKH U JIOTUYECKU
COTJIacOBaHHYIO MH(MOpMaLKIO 00 yIpaBIeHUYECKUX JACUCTBUSAX U MPUMEHSETCS MPU MOATOTOBKE
YCTaBOB, TOJOKEHUHN, WHCTPYKUUH, TNpaBuj, HPHUKA30B, IMPOTOKOJIOB, aKTOB, JIOTOBOPOB,
KOHTPAKTOB, COTJIAIIEHUH, TOKJIAIHBIX 3aMIUCOK, THUCEM, CIIPABOK U T. 1.
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CBA3HBIA TEKCT COCTOMT W3 JBYX 4acTed. B mepBoil, KOHCTaTHpYIOIIEeH, YacTh
YKa3bIBAIOTCS IPUYMHBL, OCHOBaHUS, LIEJIM COCTaBIEHMUsS JOKyMeHTa. B 3Toll uactu mnpu
HEOO0XOIMMOCTH JIOJDKHA OBITh YCTAHOBJIEHA B3aMMOCBS3b C paHee M3AaHHBIMA HOPMAaTHBHBIMHU
aKkTaMd WIM JApPYTMMH JOKyYMEHTaMM 110 JaHHOMY Bolpocy. B TekcTe 1n0KyMmeHTa,
[OArOTOBJIEHHOTO Ha OCHOBAaHUM WJIM B Pa3BUTHE JOKYMEHTOB JPYTUX OpraHU3aluil UM paHee
W3/IaHHBIX  JOKYMEHTOB, YKa3bIBAalOTCS MX PEKBU3UTHL: HAUMEHOBAaHHE JIOKYMEHTa,
HaMMEHOBAHHME OpPraHU3allUM - aBTOpPA IOKYMEHTA, JaTa, PEruCTPalMOHHbIA HOMEp, 3ar0JI0BOK K
TEKCTY, HallpuMep:

«B cootBercTBuu ¢ [Ipukazom Ynpasienus oOpazoBanusi AgMuHUCTpaluu r.11a3o8a ot
12.12.2007 r. «O6 yrtBepxkaenun Ilopsaka mnpuema, XpaHEHUs, JIOKYMEHTOB CTpPOTOi
OTYETHOCTU.

Bo Btopoi#t (3aKIOYMTENBHONM) 4YaCTH W3JIaraloTCs PELIeHUs, BBIBOJbI, MPOCHOBI,
IPEJI0OKEHUS, PEKOMEHIALINH.

Ecnu conmepkanue HOKyMeHTa HE HYXKIAeTCs B MOSCHEHUH MU 00OCHOBAaHUH, TO TEKCT
MOJKET COJIEP>KaTh TOJIBKO 3aKIIOUYUTENBHYIO YacTh (HampuMep, MPUKasbl - paclopsIUTEIbHYIO
qyacTh 0€3 KOHCTAaTHPYIOIICH; MUChMa - TPOCKOY 0e3 MOSICHEHUS; CIIPaBKH, JOKJIAHbIC 3aIIUCKH -
OILICHKY (DaKTOB, BBIBOJIbI).

Ecnu CBSA3HBIA TEKCT COJAEPHKUT HECKOJIBbKO PEMIEHWH, BBIBOJOB U T. O., TO OH
pa3OuBaeTcss Ha pas3Aeibl, IOAPA3JENbl, IYHKTbl W MOJAMNYHKTbl, KOTOpbIE HYMEpPYIOTCS
apabckuMu Ludpamu, pa3geleHHbIMM TOYKaMu. Pa3nenbl v moapasfensl MOTYT HMETh
3aroJIoBKHU (I10/13aroJIOBKK ), KOTOPbIE MUIIYTCS C MPONUCHON OYKBBI. TOUKa B KOHILIE 3ar0JIOBKOB
U TI0/I3ar0JIOBKOB HE MpocTaBiseTcs. [[yHKThI U OIMYHKTHI HyMEpPYIOTCS apaOCKUMU HU(pamu,
pa3ieeHHbBIMU TOYKAMHU. TEKCT IyHKTOB M TMOIMYHKTOB IHIIETCS C TPOMUCHOM OYKBBI U
3aKaH4YUBAETCS TOUKOM.

[Ipy MOArOTOBKE JOKYMEHTOB, COCTABJIEHHBIX II0 OJHOTHUIIHBIM, MOBTOPSIOIIUMCS
cutyauusM  (IpUKa30oB IO  JIMYHOMY  COCTaBy, JIOTOBOPOB,  KOHTPAaKTOB,  aKTOB,
COMPOBOJUTENIbHBIX M TapaHTHUMHBIX NHCEM, IMPETEH3UH, 3asBOK, 3aKJIIOYEHUHM U T. 1.),
UCIOJIB3YIOTCSl YHU(DULIMPOBaHHBIE (OPMBI € TpadapeTHbIM TEKCTOM.

B pacnopsauTenbHBIX JTOKYMEHTaX, a TakKKe JOKYMEHTaX, aJlpeCOBaHHBIX PYKOBOJCTBY,
TEKCT u3jaraercsi ot nepporo juna enuacreHHoro uncia ([IPUKA3BIBALO, ITPEIJIATALO,
OBA3BIBAIO, ITpomry).

B pacnopsianTenbHBIX JOKYMEHTaX KOJUIETMAIBHBIX OpPraHOB TEKCT M3J1araercst OT
Tperbero nuna enuacTBeHHoro yucna ([IOCTAHOBJIAET, PELLIT).

B coBMecCTHBIX pacnopsOUTENBHBIX JOKYMEHTaX TEKCT M3J1araercsi OT IEpPBOro Jula
MHoskecTBeHHOro yncna (IIPUKA3BIBAEM, PEILIJIN).

B npoTtokonax TeKCT u3iaraeTcsi OT TPEThEro Jinia MHokecTBeHHoro uncia (CJIYIIAJIN,
BBICTYIIWJIM, PELIMNJIN). ConepxaHue BBICTYIJICHUN WH3/Iaraercss OT TPEThero Juua
€MHCTBEHHOTI'0 YncJa.

4.2.14. IlpunoxxeHus K TOKyMEHTY MOT'YT OBITh TPEX BUJIOB:

- TpPWIOXKEHUs, YTBEpKIaeMble WM BBOAMMBIE B JEHCTBHE COOTBETCTBYIOIIMMHU

paclopsSANTETbHBIMHA JOKYMEHTaMH (IIPUKa3aMHU, PACTIOPSKEHUSIMU );

= IMPUITOKCHUS, MMOACHAOINEC UJIW JOIMOJIHAIOIHNE COACPKAHUE OCHOBHOI'O TIOKYMCHTA,

= IPUIOKCHUA, ABJIOIIHUECA CaMOCTOATCIBHBIMU ﬂOKyMeHTaMI/I, HaIrpaBJIsIEMBIC C
COIMPOBOAUTCIIBPHBIM ITMCHMOM.
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[Tpunoxenus opOpMIIAIOTCS HAa CTaHAAPTHBIX JIUCTaX U JOJKHBI UMETh BCe HEOOXOAUMBIE
JUIsL TOKYMEHTA PEKBU3UTHI (ITOANMCAHBI UCIIOJHUTENIEM WM PYKOBOAUTEIEM Y UPEIKICHMUS).
4.2.15. JlokyMeHTBI, HalpaBisieMble YUPEKICHUEM B BBIIIECTOSIIUE 1O MOTYMHEHHOCTH
OpraHu3aluy, MOANKMCHIBAIOTCS PYKOBOAMUTEIEM YUPEXKICHUSA, B €r0 OTCYTCTBHE -
3aMECTHTEJEM, UCIIOJHSIOUINM €ro 00sI3aHHOCTH.
B cocras pexBusuta «lloanuce» BXoaAT:

- HAUMCEHOBAHME JIOJDKHOCTH JIMIIA, MOMANUCABIIETO JOKYMEHT (MOJHOE, €CIU JIOKYMEHT
odopmileH He Ha OJIaHKE JIOKYMEHTA, U COKPAIICHHOE - Ha JOKYMEHTE, 0(hOpMIICHHOM
Ha OJIaHKe);

- JWYHAas TOJNKNCh;, pacmudpoBka NOANUCH (MHUIMAIB, G(aMUIns), HAIpUMED:
JOKYMEHT MOKET OBITh MOJITMCAH MCITOTHSIOIIMM; 00S3aHHOCTH JIOJDKHOCTHOTO JIMIIA C
yKa3aHHeM ero (pakTUYecKOr JOJDKHOCTH U (haMHITHH.

JIOKYMEHTBI KOJUICTHAJbHBIX OpPraHoOB (KOJUIETMH, COBETa W Jp.) IOJITUCHIBAIOTCS

peICeAaTeIbCTBYIOINM Ha 3aCeaHUH KOJUICTHAILHOTO OpraHa M ceKpeTapeM, HarpumMep:

[Tpencenarens (nuunas noanuck) AWM. Kupcanos
Cekperaps (muuHas noanucs) M.A. KypHukosa

B nokymeHTax, COCTaBICHHBIX KOMHCCHEH, YKa3bIBalOTCS HE JIOJDKHOCTH JIHII,
MOJMUCHIBAIOIINX JOKYMEHT, 8 UX 005I3aHHOCTH B COCTaBE€ KOMHUCCHUU B COOTBETCTBHH C
pacrpezieieHueM, Halpumep:

IIpencenarens KOMUCCHH (JInyHast MOAMKCH) A. H. Kupumnnos
YUneHbl KOMHCCUU ILII. Komaposn (JIMyHas TOATIHCH)
A. b. 'oponuna (TMYHAs TOATHCH)

4.2.16. Ilpu HEOOXOIMMOCTH OLICHKH I11eJIeCO00Pa3HOCTH JIOKYMEHTa, €ro 000CHOBAHHOCTH,
COOTBETCTBUSl JIEHCTBYIOIIEMY 3aKOHOJATENbCTBY U IPABOBBIM aKTaM, paHee
INPUHSTHIM PELICHUSIM POBOJUTCS COITIACOBAHUE JOKYMEHTA.

CornacoBaHue IPOBOAUTCS KaK BHYTPH Y UPEKIEHUS, TaK U BHE €T0.

Buemnee corimacoBaHue J0KyMeHTa OQOpMIISIETCS COOTBETCTBYIOIIMM Tpudom. I'pud
COIJIACOBAHUS pacroyiaraeTcst Huxe pekBu3nurta «lloanuce» B HUXKHEM JIEBOM YTy JOKYMEHTA U
cocrout u3 cioa COI'JTACOBAHO, nomkHOCTH nMIa, ¢ KOTOPBIM COIJIACOBAaH JOKYMEHT
(BKJItOYasi HAMMEHOBAHWE OpraHU3alMM), JMYHOM TOJMMCH, PpacU(POBKH IOANHCU
(MHUIMANOB, (haMHIINH ), ATkl COTJIACOBAHUS, HAIIPUMED:

COT'JTACOBAHO

Havanpauk Ynpasnenus AIMUHHACTpauu
I'. bpsHCcka

I'"M. Cugnopos

(JTMYHAS TOATHCH)
12.08.2004 r.

Ecmu cornacoBanue OCYHICCTBJIACTCA NUCbMOM, IMPOTOKOJIOM, PCIICHHUEM, aKTOM H Ip.,
rpud coriacoBaHusi 0GOPMIIIETCS CASAYIOIIMM 00pa3oM:
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COI'TTACOBAHO
Pewenne 3acenanus Ipasnenus

Poccuniickoii ['ocynapcTBeHHOM cTpaxoBo Komnanuu «Pocroccrpax»
o1 07.07.2003 Ne 12

FpI/I(i)bI CorjraCoBaHusl MOI'yT pacliojlaratbCi Ha OTACIIbBHOM «JIucte COrjiaCoBaHUs»,
€CJIN COACPKAHUEC NJOKYMCHTA 3aTparuBacT MHTCPEChl HCCKOJIBKUX OpraHI/I3aHI/II7L B stom ciy4dac
B JOKYMCHTC IEpEA IMNOANMUCBIO ACIACTCIA OTMECTKaA «JIuct corimacoBaHMsA IIpUIaracTCs. Ecmm
JOKYMEHT HMMCCT IBa I‘pI/I(l)a CorjiaCoBaHusl, TO OHM pPacCIIOJIararoTCs Ha OJHOM YPOBHC, IIpH
OOJBIIOM KOJIMYECTBE - HX pasMCIaroT JABYMA BCPTUKAJILHBIMU pPAOAMHU. CormacoBanue
AOKYMCHTAa B  3aBUCUMOCTH OT C€ro COACPKaHUA  OCYIICCTBIIACTCA B CJICZ[}’IOH.[ef/'I
OCICA0BATCIbHOCTHU !

= C OpraHusanusaiMu, HHTECPEChbl KOTOPBIX 3aTparuBacT COACPIKAHUC NOKYMCHTA,

- Ipu  HEoOXOAMMOCTM C  OpraHaMH, OCYLIECTBISIONIMMU  TOCYJapCTBEHHBIN
HAJBEJOMCTBEHHBIH KOHTpOJIb (HAA30p) B OIpenerIeHHOW o0sacTu (HOXKapHBbIi,
CaHWUTAPHBIHA, IKOJIOTHYECKHUH U T. 1.); C OOIIECTBEHHBIMU OPTaHU3AIMSIMHE;

- C BBILECTOSAIIMMU OpraHamMM - B  Cilydasx, KOIJa 3aKOHOJATEeIbCTBOM
IIpelyCMaTpUBAETCsl BO3MOYKHOCTb COBEpPUICHMs YIPABIEHUYECKUX IEHCTBUI TOJBKO C
COIJIacus 3TUX OPTaHOB.

4.2.17. Ileyatp cTaBUTCS Ha HamOoJee BaXHBIX JOKYMEHTaX, (QUKCUPYIOIIMX (aKThl,
CBSI3aHHBIE C PAacXO0JOBaHHMEM (UHAHCOBBIX CPEACTB U MAaTEpUATbHBIX LIEHHOCTEH,
MOATBEP>K1asl OJIMHHOCTD MOJIIMCEH.

OTTHCK TeyaTH MpoCTaBiIseTCs TakuM o0O0pa3oM, dYTOObI OH 3aXBaThlBaJl 4YacTh
HAaUMEHOBAHMUS TOJKHOCTH JIMLA, MTOMHCABILIEr0 JOKYMEHT.

Ha nokymentax @uHaHCOBOro Xxapakrepa Il€4aTh IPOCTABIAETCS Ha CHEIHAIbHO
OTBEJICHHOM MecTe 0€e3 3aXxBaTa HAMMEHOBAHMUSI; IOJKHOCTHU U MOMKCH.

OTTHCK mpoCTaBIsieMONW MeyaTH AOKEH OBbITh XOpOHo yuTaeMmbiM. OTTHUCK IeyaTH
3aBepsAeT NOJJIMHHOCTh MOJIMUCH JOJDKHOCTHOTO JIMLA Ha JOKYMEHTAX, MPELyCMaTpUBAIOIINX
3aBepeHHe NOoUIMHHON noanucu. |

B nenonpounsBoacTBe YupexaeHus NPUMEHsETCA Kpyriias nedarb YupexzaeHus. Kpyrnas
neyaTh YUpexIeHUs MPOCTaBIIETCs Ha JOKYMEHTAX CBSI3aHHBIX C PACXOJ0BaHHEM (DUHAHCOBBIX
CPEICTB W MaTepHAJbHBIX ILIEHHOCTEW, U JIOKyMEHTax II0 JINYHOMY COCTaBy (CiryXeOHbIe
YIOCTOBEPEHUS, TPYNOBbIE KHUXXKH, CIPAaBKU O CTaxe paboThl W Jp.), TMOANMCAHHBIX
PYKOBOJMTENEM YUpEXKIEHHUs, TMOATBEpXkAas NOUIMHHOCTh mnoanuced. Kpyrmas nedars
YUPEXKJIEHUSI XPAHUTCS Y PYKOBOJUTENS UK CEKpeTapsi Y UpexKIeHusl.

B cootBerctBun ¢ myHktoB 16 cratem 33 3akona P® «OO0 oOpa3oBaHun» TpaBo
YUpEXKAEeHUs Ha MOJIb30BaHUE MeYaThio ¢ n3o0paxkeHueM ['ocynapcrBenHoro repba Poccuiickoit
®enepaliii BOZHUKAET C MOMEHTA €r0 TI'OCYJApCTBEHHOW aKKpEOUTALlUH, TOATBEPHKIAECHHOMN
CBUJETEILCTBOM O TOCYJAapCTBEHHON akkpenutanuu. dopma, pasMepsl M TEXHUYECKHE
TpeOOBaHUs K MevyaTu ¢ BocrpousseneHrueM I'ocynapctsenHoro repda Poccuiickoit denepannn
yctanoBiersl ['OCT P 51511- 2001. B cootBeTcTBUU ¢ TpeOOBaHUSMU YKAa3aHHOTO CTaHIapTa
nevaTh JOJHKHA COIEPHKATh CIEeNYIOIYI0 HH(OPMALIHIO:

- IIO0JIHOE HAaWMEHOBAHHE HOPUIMYECKOIO JMIA - 3aKa3yMKa MeYaTH B HUMEHHUTEIbHOM
najie’xe, COOTBETCTBYIOIEE HAWMEHOBAHUIO, 3aKPEMJICHHOMY B YUYPEIUTEIbHBIX
JIOKYMEHTaX; B CKOOKax - €ero KpaTkoe HauMEHOBaHME, €CIM TaKOBOE YCTAHOBJICHO B
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yCTaBe YUpEKJACHUS;

OCHOBHOM TOCYIapCTBEHHBIN peructpanvonHbiii Homep (OI'PH) 3aka3umka medaTtu
COIJIACHO 3alucH B EMMHOM rocy1apcTBEHHOM peecTpe IOPUINIECKUX JIMLI;
uneHTudukanmoHHeii HapToBBI HOMep (MHH), a Takxke, mo ycMOTpeHHIO 3aKa3dMKa
nedatd, kox no OOmepoccuiickoMy Kiaccu(uKaTtopy MPEANPHITUA U OpraHu3alui
(OKIIO);

IIPY HAJIMYUU Y FOPUJIMYECKOIO JIMIA BBIIIECTOAIIECH OpPraHU3alud IPUBOIAUTCS €€
KpaTKO€ HAaUMEHOBAHHWE, a IPU OTCYTCTBUM KpPAaTKOrO HAWMEHOBAHUS - IIOJIHOE
HauMEHOBaHMUE.

ITopsimok yuera, XpaHEHHs M IPUMEHEHUS IIe4aTeil ¢ BocpousseaeHueM ['ocyapcTBeHHOro

repba Poccuiickoit denepanuu B YUYPEKACHUM YCTAaHABIMBACTCA JIOKAJIbHBIM aKTOM

YUPEIKIACHUS.
[lepevyeHb ITOKYMEHTOB, Ha KOTOPBIX CTaBHTCS Kpyriias TedaTh yupexaeHus (0e3
M300paKeHHs TOCYAapCTBEHHOTO repda)

AKTBI

ApxuBHas KOIHs

ApxuBHas clipaBKa

lMapanTtuiiabie mucbMa (Ha BBITIOJIHEHHE padoT, YCIYT U T. 11.)

JloBepeHHOCTH (Ha MOJIY4YEHHE TOBAapHO-MAaTEpUaJbHBIX LEHHOCTEH, BEJACHHUE el B
apOuTpaxe  T. 11.)

JloroBopsl (0 MaTepuaabHOW OTBETCTBEHHOCTH, IIOCTAaBKaX, MOApALaX, Hay4HO-
TEXHUYECKOM COTPYIHUYECTBE, apeH e MOMEIICHNUH, TPOU3BOCTBE PadOT U T. 11.)
KoMananpoBouHble y10CTOBEPEHUS

TpynoBsie 1OroBOpsI

[Topyuenus (6rompKeTHBIE, OaHKOBCKHE, TICHCUOHHBIC, IJIATEKHBIE - CBOJIHBIC, B OaHK,
Ha MOJIy4YeHUE MHBATIOTHI CO CYETOB, MIEPEBO/] BATIOTHI, HA UMIIOPT U T. II.)

[IpencraBnenus u xojnaTaicTBa (0 HArpaKICHUU OpJIEHAMU U MEJAJIIMU, IPEMUSMHU U
T. 1.)

Pacyets! BeICTyTH JIET

Peectpsl (uekoB; OIOKETHBIX MTOPYUYEHUH, IPECTABIsIEMbIX B OaHK)

CMmeTsl pacxo10B

Cornamenus

CrnpaBku

TuTynpHBIE CIUCKH

VY nocroBepenus

[IITaTHBIE paciMCaHUs

Konuu npukazos

4.2.18. Korus nOoKyMeHTa - JOKYMEHT, TOJHOCTHIO BOCHPOU3BOIAIINN WH(MOPMAIIUIO

MOJUIMHHOIO TOKYMEHTa M BCE €r0 BHELIHHME NPU3HAKUA WJIA YaCTh UX, HE UMEIOIINI
FOPUINYECKON CHIIBI.

Komus JOJIKHa OBITH 3aBCpCHA JIMIIOM, YIAOCTOBCPAOHNIMM €€ IIOJHOC COOTBCTCTBUC

NOMMMHHUKY. [Ipu 3aBepeHHH COOTBETCTBHUS KOMUU JOKYMEHTA MOJIMHHUKY HI)KE PEKBH3UTA
«IToanmuck» mpocTaBIsAOTCA 3aBepuTeNbHas Haanuch «BepHo wmnm mramn "Komust BepHay;
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JOJIKHOCTB JIMIIA, 3aBEPHUBIIETO KOIHWIO; JTUYHAS MOMAMNUCH, pacIM(PpOBKA MOANUCH (MHUIIUATIBI,
dbamunus), 1ata 3aBepeHus; HaIPUMED:

Bepno
Hupexrop MBOY COLI Ne5 (JIn4Hast TOANNCH) E.B.MBanoBa
31.08.2004r.

CrnenyeT yaocTOBEpSTH Me4aThio 0e3 N300pakeHusl TOCyJIapCTBEHHOT0 repda

- 3aBEpUTENIbHYIO HAAMKUCh C KONMUHU JOKYMEHTA, HAMPaBIIIEMON B JIpyrue OpraHu3alum,
WM BbIJJaue €€ Ha PYKH YaCTHBIM JIULIAM;

- B OTHENBHBIX CIydyasX KCEPOKOIHUHM TMPUKA30B U PACIOPSHKEHHUM, pacChUIaeMbIX
YupexneHneM CTOPOHHUM OpraHHU3aIHsIM.

VYupexaeHue MOXET 3aBepUTh KOMHMHU TOJBKO TEX IOKYMEHTOB, KOTOpBIE CO3JIAIOTCS B
CaMOM YUpEeKICHUU.

[Ipu pemieHun naen, KacaroUMXcs IpHEMa IpaxaaH Ha paboOTy, YIOBJIETBOPEHMSI HX
TPYIOBBIX, KUJUIIHBIX U Ap. NpaB, Npu (GOPMUPOBAHUM JUYHBIX I YUPEXKICHUE MOMKET
W3TOTOBUTH KOIMWUU JOKYMEHTOB, BBIJAHHBIX JPYTMMU OPTAHH3ALUSIMH M HEOOXOIMMBIX ISt
pelleHUsT COOTBETCTBYIOIIMX BOIMPOCOB (KOMUU JUIUIOMOB, CBUAETEIHCTB O IMOIYYCHHOM
00pa3oBaHUM M T. 11.).

[Tpu odopmieHNN KOMUK C AOKYMEHTOB, KAacalOIIMUXCS MpPaB U MHTEPECOB TpakIaH, HA
JIOKYMEHTE, C KOTOPOT'O CHATA KOMUs, AeNaeTcsl OTMETKa, KOMY M KOTJ]a OHa BbIJIaHa, a HA caMOu
KOITUU - OTMETKA O TOM, YTO TO/JIMHHUK XPAHUTCS B TAHHON OpraHU3alliH.

4.2.19. OrMeTka 00 UCTIOTHUTENE BKIIOYACT B CEOSl MHUIMAIBI U (PaMIIIAIO UCTIOTHUTEIS
JIOKYMEHTa, HOMEep €ro TejaedoHa U pacloiaraeTcs Ha JIMLIEBOH CTOPOHE MOCIIEIHETO
JUCTA JOKYMEHTA B HIDKHEM JIEBOM YTy, HaIIPUMED:

B. A. ’KykoB
924 45 67

4.2.20. Ecnu  oxkyMeHT ohopMIIsieTcsi Ha HECKOJBKHX JINCTaX, BTOPOW W MOCIETYIOIINe
JMCTHI HyMepytoTcsi. Homepa cTpaHMIl MpOCTaBISIOTCS TOCPEAMHE BEPXHETO IOJIS
nucTa apadckumu 1udpamMu 6€3 ClIoBa «CTPaHUIIA» HA PAcCTOSHUHM HE MeHee 10 MM
OT BEPXHETO Kpas JIUCTA.

4.2.21. Bo Bcex TIOKYMEHTaxX HEIONMYCTUMBI HAPYIICHUS CIIEAYIONUX IMpaBUI Habopa:

- 3HAaKW TIPENMHAHUS HE OTOMBAIOTCSA OT MPEIIIECTBYIOMIETO TEKCTa, IOIMyCKaeTCs
0TOMBATh MPOOEIOM TOJILKO BONIPOCUTENbHBIHN 3HAK (?);

- He OTOMBAaIOTCS OT LU(P 3HAKU «IIPOLEHT», «TPALyC», «MUHYTa», «CEKYyHIa»,
Hanpumep: 45%;

- onHuUM mnpoOenoM mudpa ordéuBaercs oT N°, HO HpPH BBOAE HYXKHO HCIIOIb30BATh
HEpa3pbIBHBIA MpoOeN, KOTOphId He Oyly HHM pacTAHyT npu (opMaTHpOBAHUHU, HU
pa3opBaH MpH MEPEHOCE;

- nebuc mpobemamu He OTObIBaeTcs, Hampumep: 10-IpOICHTHBINA;, OTOMBaeTCs
npobenamMu TUpe, HarpuMep: MIBaHOB - meaaror; KpoMe COYeTaHH, UMEIOIIUX CMBICI
«OT» U «10», HanpuMmep 1941-1945 rr.
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4.2.22. IlepeHOC OCYIIECTBISETCS B CTPOTOM COOTBETCTBUM TpaBmwiaMm opdorpaduu. He
IIEPEHOCSTCS Ha CIEAYIOLIYIO CTPOKY:
- 3HAaK TUPE U BCE OCTAJIbHBIC 3HAKH MPEMUHAHMUS;
- HaparmieHus K nudpam, Harpumep: 25;
- COKpalleHHble O0003HAuYeHUs, OTHENSIsl UX IEPEHOCOM OT CTOALIUX Meped HUMH
YUCIIMTENIbHBIX, Hapumep: 1939 r.; |

= (baMI/IJ'II/II/I, €CJIM MMpeanIayias CTpokKa 3aKaH4YMBACTCA HHUIIUAJIaMH,;

- COKpalleHHbIE 00O03HAa4YeHHUs Mep, OTAENss 3TU O0O3HaueHHst OT HU(p, CTOSIIUX B
IpebIAYIIEN CTPOKE.

5. IlouckoBasi cucTeMa MO JOKyMEHTaM
5.1. Perucrpanus 10KyMEHTOB

5.1.1. OcHOBOIl MOCTPOCHUSI TMOUCKOBBIX CHUCTEM SBIISIETCS PETUCTpaIUsi JTOKYMEHTOB -
3alMCh YYETHBIX JAHHBIX O JIOKYMEHTE IO YCTaHOBJIEHHOU (opme, (pukcupymomas
(axT ero co3iaHus, OTIIPABICHUS WM NOJTYUYESHHUS.

5.1.2. Peructpanuu mnojyiexxaT Bce JJOKYMEHTBI, TpeOyloIlue Yy4yeTa, HCIOIHEHUS W
UCIIOJIb30BAaHUS B CIIPABOYHBIX LIEJIAX.

5.1.3. Peructpupyrorcs IOKYMEHTBI, MOCTYyNAlOUIMe M3 JAPYrMX OpraHu3aluid U OT
¢u3nyecKuX JMI, a TaKXe CO3[JaBacMble YUpEeXKJIEHUEM - BHYTPECHHHE U
OTIIpaBJIsIEMbIE.

JIOKYMEHTBI perucTpupyroTCs HE3aBHCHMO OT croco0a UX JIOCTaBKH, NEpefadud WU
co3faHus. JIOKyMEHTbl PErucTpUpYIOTCS OJMH pa3: MOCTYyNalollue - B J€Hb IMOCTYIUICHHUS,
co3laBaeMble - B JIeHb [OANMCAHMUA WIM yTBepkaew|s. Peructpanum He mnojuexar
IPUIIIACUTEIbHBIC  OMJIETBI, MO3IPAaBUTENbHbIC TEJIErpaMMbl |I  OTKPBITKH, TMPOCIEKTBHI,
nepuouyeckue u3gaanus u ap. Ha xonBepTax (makerax) ¢ momerkoi «JIMuHO» mpocTaBisercs
TOJIbKO JlaTa MOJIyuYeHHs], a OHM TepeatoTcs ajpecary 0e3 BCKPBITHS, HE PETUCTPUPYIOTCSA U HE
nojajexar ydery. Perucrpamusi AOKYMEHTOB 3aKiIIOYaeTcsi: B 3aHECEHMM HWHGOpMalUd O
JIOKYMEHTE B PETUCTPALlMOHHBINA KYpHAJ; MPOCTAaBICHUM Ha JOKyMeHTEe B | mpaBoM HMKHEM
yriay mramna (Ipyu HaJu4MM) YCTAaHOBJIEHHOW (OPMBI C pPErHMCTPAl[MOHHBIM HOMEPOM M JaTOM
MOJIyYEHUs JOKYMEHTA.

Kaxxaplii TOKyMEHT JOJKEH perucTpUpoBaTHCS TOJIBKO OJUH pa3; BCS NEpernucka Io
BOIIPOCAaM IEPBUYHOIO JOKYMEHTA BEIETCS MO OJTHUM PETUCTPALIMOHHBIM HOMEPOM.

[Tpu perucrpanyy NCNOJIB3YyETCs CAEAYIOINE CIPABOYHbBIE MaTEpHAJIbL:

- HOMEHKJIaTypa Jej;

- TepeyeHb JOKYMEHTOB, HE MOJIekKAIIUX PEruCcTpaIiy;

- TepeyeHb JJOKYMEHTOB, OUIeKAIINX 003aTeIbHOMY KOHTPOJTIO 32 UCIIOJIHEHUEM;

- KJIacCU(PUKATOP YUPEKICHHH, NCIIOTHUTENEH.

KonBepTbl 0T mOCTYNUBIIEH KOPPECTIOHACHLIMU COXPAHSIOTCS M MpUIararlTcs K
JOKYMEHTaM B CIIEYIOIUX CIIy4asx:

- 00s3aTenbHO K 00palIeHUsIM IpaskIaH;

- 00s3aTeNbHO K JOKYMEHTaM, CBS3aHHBIM C PacCMOTPEHHEM Jel B cyaax oOmei
IOPUCAMKIIMN U apOUTPaXKHBIX CyAax, a Takke K pelIeHusM, ompeAeseHus” Hu
MMOCTAaHOBJICHUSIM CYJIOB;

- eClI TIPOCTaBJieHHass Ha KOHBEPTE B IIOYTOBOM IITEMIIENe JaTa MOJIY4YEHHUS WIH
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OTIIPaBJICHUS] MMEET 3HAUY€HHE B KayecTBE JOKA3aTelIbCTBA BPEMEHHU OTIPABKU WU
II0JIy4EHUs JaHHON KOPPECTIOHCHIINY;

- eclid B JOKyMEHTE HeT ajJpeca OTMIpaBUTENs U (WJIM) COOTBETCTBYIOIIUX PEKBU3UTOB
(Homep, nara).

B ocranbHbIX cCilydasx KOHBEpPThl OT IIOCTYNUMBLIEH KOPPECHOHJACHIMHU MOJIEXKAT
YHUUTOXKEHUIO. 3aperuCTPUpPOBAHHbIE JOKYMEHTBHl IEpealoT B JI€Hb MX IIOCTYIUIEHHMsI Ha
pacCMOTpPEHHE PYKOBOIUTENIO YUpeKJIeHUs. Pe3ynbrarbl paccMOTpeHHUs JOKYMEHTOB IO
CYILIECTBY COJIEP)KAIUXCS B HUX BOIPOCOB OTPAXKAIOTCA B PE3OJIIOLUAX PYKOBOJCTBA U
COTJIACHO PE30JIOLUSM HANpaBISIOTCA HAa HCHOJHEHHE paboTHUKaM yupexiaeHus. damumus
MCIIOJTHUTEIS, TEKCT PE30JIOLUU U BCE MOCIEIYIOIINEe OTMETKUA O MPOX0XKACHUN U UCTIOTHEHUH
JIOKYMEHTa BHOCSITCS B PETUCTPALIMOHHBIN KypHAJL.

3aKOHUYEHHBIE JEJIONPOU3BOACTBOM JOKYMEHThl B 15-IHEBHBIM CpPOK JOJKHBI OBITh
o opMIIeHBI M CIIICaHbI UCTIOTHUTENEM «B 1emoy» ¢ pacmm@poBkoii CBOEH MOAMHMCH, OTMETKOH O
pelIeHny BoIpoca, yKa3aHUeM JaThl cucaHus. B perucrpaliioHHbIN )KypHaI BHOCUTCS OTMETKa
0 crucaHuM JokymeHTa «B genoy». CaM TOKyMEHT MOANIMBAETCS B MAIKy C COOTBETCTBYIOIIMM
HOMEHKJIATYPHBIM KOJIOM.

JIOKYMEHT J0JKEH MOMEIIATHCS B AENI0 TOJIBKO MOCJIe UCIIOTHEHUS U CHATHSI C KOHTPOJIS C
COOTBETCTBYIOIIMMHU OTMETKAMH O XOJI€ UCIIOIHEHUSI.

3aKOHUYEHHBIC JENOMPOU3BOACTBOM JieJla B TEYEHHE JBYX JIET XpaHATCcs Yy JUIa,
OTBETCTBEHHOI'O 3 JIEJIONPOU3BOJICTBO B YUPEXKJICHUH, 3aTEM NIEPEAAIOTCS B apXUB 110 onucu. B
cllydae JIMKBUAALNUU WM PEOPTaHU3alMK YUPEXKACHUS €ro pabOTHUKU B TEUEHUE JIBYX MECSIIEB
C MOMEHTa JMKBHUJAIMU WIM pEopraHu3alvii (GOpMHUPYIOT BCE HUMEIOLIUECS 3aKOHYEHHbIE
JIEJIONPOU3BOJCTBOM JTOKYMEHTHI B Ji€Jla M NepelaloT UX B apXuB, HE3aBUCUMO OT CPOKOB
XpaHEHHUS.

5.1.4. OcHoBHBIE 3Tambl pabOTHI: C HCXOAALIEH KOPPECHOHACHIMEH 3aKiIoyaroTcs B
CIIEYIOIIEM: IIPOBEPKA MpPaBUIBHOCTU aJPECOBAHUS M HAIWYMS IPUIOKEHUH,
perucrpanys B pErUCTPallMOHHOM >XKypHajie (oOpaselr] mpuiiaraercsi), COpTUpOBKA,
COCTaBJIEHHME TIIOYTOBOI'O pEECTpa, BIOKEHUWE B KOHBEPT, 3aKJIIEMBaHUE U
MapKUpOBaHUE, MOMELICHHE KOMHMM JIOKyMEHTa B Jieno0. Heckoibko TOKYMEHTOB,
OJIHOBPEMEHHO OTMpPAaBIsSEMBbIX B OJMH aJpec, AODKHBI BKJIAJbIBaTbCSl B OJUH
KOHBEPT.

5.1.5. Tlopsamok paboThI C OOpAIIEHUSIMU TPaXKAaH ONMPEICISIETCS CIeIHATbHBIM JIOKATbHBIM
aKTOM YUpeKICHHUS.

@dopma perucTpalioOHHOr0 JKypHaia HCXOIAIEN KOPPECIIOHICHIINN

Ne Hara N3 kakoro Kparkoe Anpecart B kakoe
n/n OTCHLIKHU oTaesa coJepKkaHue JeJ10
moauImTO
1 2 3 4 5 6
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dopma perucTparmoOHHOro XypHaia BXOJAIEH KOPPECTIOHICHITUN

HMara | Per. | Haum. | OTkyna Jara HUcxonsamy | 3aroJio Ko OT1Me B
peruc | HOM BUIA | IOCTYyN | JOKyMe il BOK K JLJI TK a0 | gkakoe
TP P | noxym ni HTa HoMep | Tekcry | HMCT | BBUA | jep0
anuu €HTA | qokyme JOKYMEH Wi 0B e MO/
HT Ta KpaTKo UT

e

coaepx

aHue

JoxyMm

eHTa
1 2 3 4 5 6 7 8 9 10

6. KoHTpoJb HcnoTHeHUs IOKYMEHTOB
6.1. Opranu3zanus KOHTPOJIS HCIIOTHEHHS
6.1.1. KoHTpoJb UCTIONHEHUS BKJIIOYAET B CeOsi:

- TOCTaHOBKY Ha KOHTPOJIb!

- TpelIBapUTENbHYIO MPOBEPKY U PETYIUPOBAHUE XOa UCIIOIHEHUS;

- uHGOPMUPOBAHHE JAUPEKTOPAa M 3aMECTUTENICH PYKOBOIUTENS YUpEXKICHUS B LEJAX
CBOECBPEMEHHOTO W KAaueCTBEHHOTO HCIOJHEHHsSI MOpy4YeHUl, 3a(UKCHpOBaHHBIX B
JIOKyMEHTaXx;

- CHATHE C KOHTPOJISI, HAIPaBJIEHUE UCIIOJIHEHHOTO IOKYMEHTA B JI€JI0;

- yueT, 00001IeHre, aHaK3 KOJIa ¥ Pe3yIbTaTOB UCIIOHEHUS JOKYMEHTOB.

6.1.2. KouTponro momimexar BCe 3aperUCTPUPOBAHHBIC  JOKYMEHTBHI, TpeOyrolme
WCTIOJTHCHHSI.
6.1.3. KoHTpoib ucroHeHus: 00eCeYnBaroT:

- PyxoBoacTBO YupexaeHus;

- CpoeuuanbHO HA3HAYEHHOE PYKOBOAMUTENEM Y UPEXKICHHUS I0JKHOCTHOE JIULIO.

6.1.4. KoHTponb COONIOJCHUS CPOKOB WCIIOJHEHHS JOKYMEHTOB W JPYrUe KOHTPOJIbHBIE
OTIEPAIIMH OCYIIECTBIISIET PYKOBOJACTBO Y UpPEKIACHUSI.

6.1.5. Cpoku WUCHOJTHEHHS JIOKYMEHTOB HCYHCISIOTCS B KaJICHIAAPHBIX THSAX C JaThl
noctymiaeHus. CpoKH UCHOJHEHUS TOKYMEHTOB OMPENEsIOTCS AUPEKTOPOM HCXOs
U3 CpOKa, YCTAaHOBJICHHOTO OpraHM3alueil, HalpaBUBIIEH JOKYMEHT, WM CPOKOB,
YCTaHOBJICHHBIX 3aKOHOJIaTEIHCTBOM.

JIOKyMEHTBI MOIEKAT UCTIOHEHUIO B CIEAYIOIINE CPOKHU:

- € KOHKPETHOW JaTOM UCTIOMHEHUSI - B yKa3aHHBIN CPOK;

- 0e3 yKa3aHusi KOHKPETHOM JIaThl UCIIOTHEHUS, HMEIOIEe B TEKCTE MOMETKY «CpOdHO»,
- B 3-THEBHBIA CPOK; HMEIOIEE IMOMETKY «omepaTuBHO» - 10- mHEBHBIH CpoOK,
ocTajJbHBIC — B CPOK HE OoJiee Mecslla CpokK; He Oojiee MecsIa.

- BHYTPEHHHUE JIOKYMEHTBHI - COIJIACHO YKa3aHHOMY B HHMX CPOKY; B Clydae, €ClIi CpPOK
WCIIOJTHEHUSI HE YKa3aH, TO B MECSYHBIM CPOK CO JIHS PETUCTpanuu (BCTYIUICHUS B
CUITYy).

Ecnu nmocnennuii 1eHb CPOK MCMOTHEHUS! TOKYMEHTA NMPUXOAUTCS Ha HEpaOoUuuil 1eHb, TO

JOKYMEHT MOJJICKUT MCIIONHEHUIO HE MO3/iHee paboyero AHs, MPeIIIecTBYIOLIEro Hepaboyemy
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ITHIO.
Cp
6.1.6

OKH UCIIOJIHEHMSI CPOYHBIX M OIIEPATUBHBIX [IOPYYEHUN HE ITPOIIIEBAIOTCS.

. JIOKyMeHT cuuTaeTcsi HCIIOJIHEHHBIM U CHUMAETCSI ¢ KOHTPOJIS Mociie (PaKTHIECKOTO
BBINOJIHEHUST mopydeHuil 1o CymecTBy, AOKYMEHTHPOBAHHOI'O IOATBEPKICHUS
UCTIOJIHEHUS, COOOIICHHSI PE3yIbTaTOB 3aMHTEPECOBAHHBIM OPTaHU3ALMSAM U JIHLIAM.

7.  CocraBjieHHe HOMEHKJIATYPbI U GOPMUPOBaHME J1e]
7.1. CocraBieHrue HOMEHKIATYPHI €.

7.1.1. B mnemsx mnpaBwibHOTO (HOPMUPOBAHUS e YUpEeKICHUS, OO0eCIeYHnBAIOIICTO
OBICTPBI TIOWCK JOKYMEHTOB IO WX COJEPKaHWI0O U BUIAM, IPOU3BOJAUTCS
KJaccu(uKaIus T0KyMEHTOB.

7.1.2. Knaccuduranus JOKYMEHTOB 3aKpeIUIIeTCS B HOMEHKJIAType Jell - CIHUCKE
HAaMMEHOBAHMUU JEJ, 3aBOJUMBIX B JEJIOMPOM3BOJCTBE YUPESKICHUS C yKa3aHHEM
CPOKOB X XPaHCHHSI

7.1.3. Homenkiatypa Jjen mpeqHasHaueHa JUIsi TPYNIUPOBKH M PaCHpeelICHHS

HCIIOJIHCHHBIX HOOKYMCHTOB B [€JIa, MHACKCAIHWU [OCJ, OIIPCACIICHHUA CPOKOB HX
XPpaHCHUA.

Homenknarypa nen mneudataercss B HEOOXOJMMOM KOJMYECTBE SK3eMIUISIpoB. Ilepbiit

YTBEPKJICHHBIA DK3EMIULID HOMEHKJIATYphl JI€Jl SBISAETCA JOKYMEHTOM ITOCTOSIHHOTO CpOKa
XpaHEHHUs W BKIIOYACTCSl B HOMEHKJIATypy Jeil. Bropoil ucnonb3yercs B kauecTBe pabouero.
Tperwnii - IpUMEHSAETCS B ApXUBE Y UPEIKICHUSA.

HOMeHKHaTypa ACJI B KOHLEC KaXXJ0ro roaa yTOYHSCTCS, YTBECPKIAACTCA PYKOBOIAUTCIICM

quexcz[eHI/m 1 BBOAUTCS B JCUCTBHUE C 1 SAHBapA CJICAYIOHICTO KAJICHAAPHOT'O roaa.

Oc

HOBOW Il ONpPENENEHUH CTPYKTYphl HOMEHKJIATYphl J€l ABIETCA CTPYKTypa

quexcz[eHI/m. P asaciiaMu, noapasaciiaMu U JpyrumMu JCJICHUAMHU HOMCHKIIATYPBI JCJI ABJIAIOTCA
Ha3BaHUA HaHpaBHeHI/Iﬁ ACATCIIBHOCTH.

['padbl HOMEHKIATYp e YUpexAeHUs 3al0IHIIOTCS CIEAYIOIUM 00pa3oM:

B rpade 1 mpocTaBIAIOTCS MHIEKCHI KaXJOTO JeNia, BKIOYEHHOTO B HOMEHKIATYpY.
WHpekc nena COCTOMT M3 YCTaHOBJIEHHOTO LU(GPOBOro 00O3HAUEHHUs HAINpPaBICHUS
NEeSITeIbHOCTH M TMOPSAKOBOIO HOMEpA 3arojoBKa Jejla [0 HOMEHKJIaType B Mpefernax
CTPYKTYpHOTO Tmofpa3zaenenus. MHaekcol nen 0003HavaroTcs apaOCKuMu Iudpamu,
Harpumep: 02-03, rae 02;

0003HaUYeHNE CTPYKTYpHOTO ToapasneneHus, 03 - mopsaIKoBBI HOMEp 3aroJioBKa Jela
110 HOMEHKJIaTYpE;

B HOMCHKJIATYPE€ COXPAaHAIOTCA OJWHAKOBBIC MHIACKCHI JJIsI OAHOPOJHBIX JCJI Pa3HBIX
HaIpaBJIEHUH JEeSTEIbHOCTH;

3aroJIOBKM JieJ MO BOINPOCaM, HE pa3pellieHHbIM B TE€YEHHE OIHOrO roja, SBISIOTCA
«TEePEeXOAsIIUMU» U BHOCATCS B HOMEHKJIATYpy JeNl CIEIYIOLIEro roja C TeM XKe
WHJIEKCOM;

B rpady 2 BKIFOYAOTCS 3ar0J0BKHU Je) (TOMOB, YacTel);

3arojIoBOK Jiefla JIOJDKEH 4YeTKo, B 0000IIeHHON Qopme oTpakaTb OCHOBHOE
coJiepKaHue U COCTaB JIOKyMEHTOB JIeTa;

HE JIOMYyCKaeTcsl yNoTpeOJeHHe B 3arojoBKE Jejla HEKOHKPETHBIX (OpMYIUPOBOK
(«pa3Hble Marepualbl», «oOIIas Mepenucka» W T. 1), a TaKKe BBOIHBIX CIOB MU
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CJIOKHBIX 00OpPOTOB;

- Brpade 3 yKa3pIBaeTCs CPOK XpaHEHUS Jiesa, HOMEpa CTaTei Mo MepevHIo;

- B

rpade 4 «lIpumedanue» yKa3pIBAIOTCS Ha3BaHUE IE€pEUHEN JTOKYMEHTOB,

HCIIOJIb30BAHHBIX IIPU OMNPEACICHUN CPOKOB XpaHCHUA A€, IIPOCTABIAKOTCIA OTMCTKHU O

3aBeACHUU JeJl, O Mepexondiux jaenax (Hampumep, nepexoxsumee ¢ 2007 roma), o

BBLACJICHHUU €I K YHUYTOXCHUIO, O JIMIAX, OTBCTCTBCHHBIX 3a (bOpMI/IpOBaHI/Ie JCIT U T.

II.

7.2. ®opmupoBaHHE /.

7.2.1.

1.2.2.
7.2.3.

@dopmupoBaHue Jen - TPYNIUPOBKA HCIOIHEHHBIX JIOKYMEHTOB B Jiela B
COOTBETCTBUU C HOMEHKJIATYPOH JIeII.

dopMupoBaHuE 1€ OCYIIECTBISIETCS B KAHLIETSAPUH Y UPEIKICHHUS.

[Ipu dopmupoBanun nen TpeOyeTcs CTPOro OMpPEleisiTh COCTaB JOKYMEHTOB,
BKJIIOUEHHBIX B JIeJI0. BKitoueHue B A€o JTOKYMEHTOB, HE OTHOCSIIMXCS K HEMY, a
TaK)K€ YEPHOBHKOB, BAapHAHTOB, KOIWW, BBIPE30K M3 Ta3eT U IKYPHAIOB U
JIOKYMEHTOB, MOJIeXkKAIlUX BO3BparTy, HE JOIYCKaeTCsl.

B mponecce rpynmupoBKM - JOKYMEHTOB B JI€lI€ IPOBEPSETCS MNPABWIBHOCTH HUX

obopmiieHUs (HaJIMYWE TOANMUCEH, JaThl, WHJEKCA, 3aBEPUTEIBbHONW HAANUCH U T. J.).

Henoodopmiennsie 1 HeMpaBUILHO OPOPMIICHHBIE JOKYMEHTHI BO3BPAIIAOTCS HCIOIHUTEINIO
Ha J10paboTKy. JIOKyMEHTBI MOCTOSIHHOTO M BPEMEHHOI0 CPOK& XpaHeHUs (OPMHUPYIOTCS B

Pa3HLBIC ACi1a.

7.24.

7.2.5.

7.2.6.
7.2.7.

7.2.8.

7.2.9.

7.2.10.

7.2.11.

7.2.12.

B nene rpynmupyroTcs nokymeHTbl ogHoro kanengapuoro (01.01 - 31.12) rona.
HckiroueHne COCTaBIAIOT Tepexojsiiue Jena (aena 1o BompocaM, KOTOpbIe
peIIatoTCsl HECKOIBKO JIET).

Pacnionokenre JOKYMEHTOB BHYTPU J€JI TPOU3BOAUTCS B XPOHOJOTHUECKOM
MOpsIZIKE, TIPU KOTOPOM HauboJiee paHHUE JOKYMEHTBI PacIoJiaraloTcs B Havaje roja.
CucreMaTu3zaius OTJIeIbHBIX KAaTETOPUI JOKYMEHTOB.

PacnopsimutenbHble JOKYMEHTHI TPYNIUPYIOTCS B Jelie MO BUAAM U XPOHOJIOTHHU C
OTHOCSIIIUMHUCS K HUM TIPHIIOKESHUSMH.

[Tpuka3bl MO OCHOBHOW AESITENHHOCTH (POPMHUPYIOTCS OTIAECIBHO OT TMPHUKA30B IO
JUYHOMY COCTaBy (Ha3HA4YeHUE, IMepeMelieHne, YBOJIbHEHUE COTPYIHUKOB) U OT
MPUKA30B 00 OTITyCKaX, KOMaHIUPOBKAX U T. .

[IpoTokomnbl pacrosnaratoTcsi B Aejiax B XPOHOJOTHYECKOM TOPSAJIKE MO0 HOMEpam B
npenenax yaeonoro (01.13 - 31.14) rona.

[1naHbl, OTYETHI, CMETHI TPYNIUPYIOTCS OTACIBHO OT MPOEKTOB M YEPHOBUKOB ITHUX
JIOKYMEHTOB ¥ JIOJDKHBI XPAaHUTHCS C JIeJIaMH TOTO T'ojia, Ha KOTOPBIN (32 KOTOPBIii)
OHH COCTAaBJICHEI.

JluueBble cyeTa COTPYIHUKOB IPYNIUPYIOTCS B CAMOCTOSITEIbHBIE JieJia B Mpeenax
KaJICHJapHOTO ToJla ¥ paclojiaraloTcs B HUX 1O aliaBUTy paMILTUN.

[lepenucky criemyeT rpynmupoBaTh B Jeiia 3a MEPUO KaJICHIapHOTO roda. B aemno
MEePENUCKH TTOMENIAIOTCS BCE JOKYMEHTHI, BO3HHKIINE B XOJI€ PEIIEHUs BOIpPOCa.
[lepenucka cucTeMaTH3UpPYETCSs B XPOHOJOTHYECKOM  MOCIEAOBATEIBHOCTH;
JIOKYMEHT-OTBET MOMEIIAETCA 32 IOKYMEHTOM-3aIPOCOM.
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8. IloaroroBka JOKYMEHTOB K Iepeaaye B APXHUB
8.1. TloaroroBka JOKyMEHTOB K TIeperaye B apXUB BKIIOYAET OHKCIEPTH3Y HAYYHOH W

HpaKTH‘ICCKOﬁ OEHHOCTHU JOKYMCHTOB, O(bOpMHeHI/Ie JA€JI, COCTaBJICHHUEC OITMCH.

8.2. DxkcmepTH3a IEHHOCTH JOKYMEHTOB.

8.2.1

. 3KCHepTI/I3a HCHHOCTH JOKYMCHTOB - ONPCACIICHHUC LNCHHOCTH JOKYMCHTOB C LCJIBIO
0T6opa HX Ha XpaHCHHUEC U YCTaAaHOBJICHHUEC CPOKOB XpaHCHU.

:‘)KCHepTI/I?)y OEHHOCTH OOKYMCHTOB B quen(z[eHI/m OCYIICCTBIIACT IIOCTOSAHHO
HeﬁCTBYIOIHaH OKCIICPTHAsA KOMHUCCHUA.

8.2.2

. OkcneptHas komuccus (OK) HasHadaeTcs MPUKA30M PYKOBOAMTENS YUpexkaeHus. B
coctaB DK BKJIIOYAIOT HE MeHee Tpex coTpynHukoB. Cekperapem OK HazHauaroT
cekpeTapsi YupexJIeHus. JKCIepTHasi KOMUCCHUS Ha 3aCEIaHUsAX pacCMaTpUBAET:

HOMCHKIJIATypYy ACJI 06H_[606p330B8.T6J'IBH01"O YUpCKACHUA,
OIMUCH ACJI IOCTOAHHOI'O XpaHCHUA U 110 JIMYHOMY COCTaBY,

AKThI Ha NOKYMCHTBI, BBIACIACMbIC K YHUYTOKCHHUIO.

8.3. Odopmuenue men.

8.3.1

8.3.2.

8.3.3

8.3.4

8.3.5.

. Jena mnocTOSIHHOrO XpaHEHHsI MOJIIMBAIOTCS B TBEPAYIO OOJIOXKKY CYpOBBIMU

HUTKamMH. JIMCTBI HYMEpYyHOTCA B IIPaBOM BEPXHEM YINIY IPOCTBIM KapaHIAIIOM.

KonuuecTBo IUCTOB B KaXXJI0OM Jieie He NoJKHO mnpeBblaTh 250. B koHue aena Ha

OTAEJIBHOM JIMCTE COCTaBIISIETCS 3aBepuTesibHas Haanuch (Ilpusioxkenue 7).

Ha 00noke 1en mocTOSHHOTO XpaHEHHs JOJDKHBI OBITh MPOCTABICHBI CICAYIOIIHE

pexkBu3uThl (Ilpusoxkenue 8):

MIOJIHOE Ha3BaHHE BBILIECTOSIIEH OpraHu3aluy,

Ha3BaHMe 00111e00pa30BaTENLHOIO YUpPEKICHNUS,

HOMEp (MHJIEKC) Jiefa 10 HOMEHKIIAType,

3aroJIOBOK Jiefa,

KOJIMYECTBO JIUCTOB,

CPOK XpaHEHHUS UM OTMETKA «XPAHUTh ITOCTOSTHHO,

HoMmep ¢GoH/a,

OTIHCH,

nena.

. Ilo oxoHUaHWU JENOMPOM3BOACTBEHHOTO Toja B OGOpMIICHHBIE OOJOXKKH el
MMOCTOAHHOI'O XpaHCHWA BHOCATCA H€O6XOI[I/IMI)Ie YTOYHCHUSA:

B 3arojJIOBKM JIeNl, COJEpKallluX pacHopsAUTENbHbIE JOKYMEHTbl (IIPUKa3bl,

MIPOTOKOJIbI), BHOCSITCSI HOMEPA;

€CJIM JIEJIO C IEPENUCKON COCTOUT M3 HECKOJIBKUX TOMOB, B KaXK/10M TOME YKa3bIBAE€TCS

KOPPECIOHJIEHT, aBTOP, TEPPUTOPHUS U Jp., U B KaXKJAOM TOME yKa3bIBaeTcs Jara (4ucio,

MECAII, FOJI) Ha4daJla 1 OKOHYaHHUU KaXI0ro ToMa. Tounsle JAAaTbl IMPOCTABJIAIOTCS Ha

00J10%Kax /17151 OBICTPOTO MOUCKA JOKYMEHTOB B IOCJIEYIOIIEM;

13 3aBEPUTEIHHON HAAMKUCH HA OOJIOXKKY JieJia BHIHOCUTCS KOJIMYECTBO JIMCTOB B JIETIe.

. Hagnucu Ha 000%Kax /A€l MOCTOSHHOTO M JIOJITOBPEMEHHOTO XPaHEHHs CIIEAyeT

MIPOU3BOJIUTH YETKO, CBETOCTOMKUMHU YEPHUITAMH.

Jlnis yaera KOJIM4ecTBa JIMCTOB B Jelie U (pukcanun ocoOEHHOCTEeH MX HyMepaluu Ha

OTACJIIBHOM JIUCTC COCTABJIACTCA 3aBCPUTCIIbHAA HAANNCE. B BaBepHTGHBHOﬁ HaAIlIncu
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YKa3bIBaCTCS KOJWYECTBO JUCTOB (1udpamMu u mponuchio) B aene. [loanuceiBaeTcs
COCTaBUTEJIEM C YKA3aHHUEM €r0 JIOJKHOCTH U JAaThl COCTaBICHHUS.

8.3.6. Buyrpennss omwuch (IIpuiio:kenue 9) cocraBisieTcss K JelaM TOCTOSHHOTO U
BpeMeHHoro (cBbime 10  ;er) cpoka XpaHeHus, C(HOPMUPOBAHHBIX  II0
Pa3HOBUAHOCTSIM JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKpbIBAIOT KOHKPETHOE
coJiep’KaHue JOKYMEHTOB (0c000 IIeHHbIE, JINYHBIE Jela U JIp.).

8.3.7. Jlena BpeMeHHOro XpaHEeHHs O(GOPMIIAIOTCS YIPOUICHHO: OHU HE MOAIINBAIOTCA,
JIMCTHI B HUX HE HYMEPYIOTCS, yTOYHEHHE Ha Of T0)KKaX He MPOM3BO JAUTCS, OMUCH Ha
JieJia He COCTABJISIOTCS, YUET BEJIETCs 10 HOMEHKIIAaType Jedl.

8.4. Onucanue JOKYMEHTOB ITOCTOSIHHOT'O CPOKA XpaHECHHUSI.

8.4.1. Omucu COCTaBISIOTCS Pa3[ebHO Ha Jiefla MOCTOSHHOTO XPAaHEHHs 110 OCHOBHOM
JESTENIbHOCTH U Ha JIeJa 110 JINYHOMY COCTaBYy.

8.4.2. Omnucu  COCTaBISIOTCS  JIOJDKHOCTHBIM  JIMIIOM,  CIICHHAIBHO  HAa3HAYCHHBIM
PYKOBOAMTENEM Y UpeKICHUSI.

8.4.3. Ormucsk BefeTcs B MHON BaJOBOM HyMepalluH.

8.4.4. Ha pgema BpeMEHHOrO CpoKa XpaHEHHs] COCTaBIsIETCS aKT 00 YHHUYTOKEHUU
(ITpusoxkenue 10).

9. TIlopsiaok mepenayd JAOKYMEHTOB Ha XpaHeHHMe B apXuB  YYpesKIeHwus,

KOMILJIEKTOBAHME apXUBa

[TonroroBka JOKYMEHTOB K Ilepe/iade Ha XpaHEHUE B apXUB BKIIIOYAET padOTy CHEHATIBbHO

Ha3HAUYEHHOI'0 PYKOBOJUTENEM YUpPEXIEHUS JIMLIA W OTBETCTBEHHBIX 3a JIEJIONPOU3BOJCTBO
JOJDKHOCTHBIX JIMII MO MPOBEIEHUIO 3KCIEPTHU3bl LIEHHOCTH JOKYMEHTOB, (DOPMUPOBAHHIO U
0o(opMIICHHIO JIeJ1, COCTABICHHUIO ONMCEN €T, aKTOB O BBIJCIEHUH K YHUUTOXEHHUIO TOKYMEHTOB
U el

9.1. Opranu3zanus NpoBeJeHNs HIKCIEPTH3bI IEHHOCTH JOKYMEHTOB

9.1.1. Dkcmeptusza IEHHOCTH JOKYMEHTOB - OTOOp JOKYMEHTOB HAa XpaHEHUE WU
YCTaHOBJIEHHE CPOKOB UX XPaHEHMsI HA OCHOBE IPUHSTHIX KPUTEPUEB.

9.1.2. DxcnepTH3a HEHHOCTH JOKYMEHTOB B Y UPEKICHUH ITPOBOIUTCS:

- Ha CTaAuM JAEJONPOM3BOJACTBA - IPU COCTABJICHMHM HOMEHKIATyp €N, B IPOLECCE
(¢bopMHpOBaHUs JIe1 U MPOBEPKU MPABUIBHOCTH OTHECEHHS TOKYMEHTOB K JielaM, MpU
MOJITOTOBKE JIEJI K Iepe/iaye B apXUB;

- B apxuBe - B [poliecce MOJATOTOBKHU K Mepeiade el Ha NOCTOSTHHOE XpaHeHHeE.

9.1.3. [Ins opraHu3anyi ¥ TMPOBEACHUS pabOTHI MO AIKCHEPTH3E HEHHOCTH JOKYMEHTOB,
0TOOpY M MOJTrOTOBKE K Iepeaaye Ha MOCTOSHHOE XpaHEHUE JJOKYMEHTOB CO3aeTCs
MOCTOSIHHO JieiicTBYomas skcnepTHas komuccus (OK).

9.14. ®yukumu u mpaBa OK, a Takke opraHuzanus ee paboThl ONpeAessIoTCS
MI0JIO’)KEHNUEM, KOTOPOE YTBEPIKIAETCSI PYKOBOJUTEIEM Y UPEKICHHUS.
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[Tpunoxenue 1

MyHununajgbHoe 010/:KeTHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«Cpennss odmeodpasoBaTesbHas mkoJa Nel3» r. 'nazoa

00 mecsr; 0000 .

Ha3Banue npuka3sa

ITPUKA3BIBAIO:

Hupexrop MBOY «COILL Nel3»

C npuka3om o3HaKOMJIEH(a):

ITPUKA3

Ne 000-0

E. b. bugsosa
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[Tpunoxenue 2

MyHununajbHoe 010/1:KeTHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«Cpennss odmeodpasoBaTesbHas mkoJa Nel3» r. 'nazoa

MMPOTOKOJI

00 mecsr; 0000 . Ne 000-0

Ipencenarenn: E.b. businosa

Cexperapnb: 3.M. CemeHoBa

HpucyrcrBoBanu: qupektop businosa E.b., 3amectutenu nupekropa no YBP baxenona T.I'.,
ToncrukoBa O.A.,, 3amMecturens aupekTopa no BP Yueaunosa JI.b., 3amectutens nupekropa mno
AX3P Kuszesa E.B., cexperapr CemenoBa .M., mpenonaBatens - opranuzarop OBX
Konormes W.1O.

Ne Meponpusitust Cpoku OTBeTCTBEeHHBIN
n/n UCIIOJTHCHHU S
1 2 3 4
IIpencenarens E. b. busHoBa
Cexkperapb D.M. CemenoBa
O3HaKOMJIEHBI:
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[Tpunoxenue 3

MyHununajbHoe 010/1:KeTHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«Cpennss odmeodpasoBaTesbHas mkoJa Nel3» r. 'nazoa

MMPOTOKOJI

00 mecsr; 0000 . Ne 000-0

Ipencenarenn: E.b. businosa
Cexperapnb: 3.M. CemeHoBa
IIpucyrcrBoBaam: 16 4enoBeK (CIUCOK MPHUIIaraeTcs)

INOBECTKA JIHA:
1. OG6 ucnonnenuu cmeThl pacxooB 3a 2014 roa. Jloknan 3amecturens aupexropa no AXP
Kuszesoii E.B.
2. O....Jloxman 3amecturens aupekropa mo BP ViesHosoii JI.B.

1. CIYIIAJIMA:
Kussesy E.B. — Texcr gokiiana npunaraercs
BBICTVYIINJIU:
bynnakosa O.H. — noguepkHysa BaxHOCTb. ..
Bompoc s3xoHOMUUN CpeaCTB MO CTaThe. ...7
Ortser: 1a, 3 %
VaeaHoBy JL.b. - TekcT noKIaaa npumaraeTcs
PEIINJIN:
1.1.
1.2. ...
2. CJIYIIAJIU:
baxxenoBy T.I'. — TekCT noKIIaga npuiIaraeTcs
PELINJIN:
2.1.
2.2.

IIpencenarens E. b. businoBa

Cexkperapb 9.M. Cemenona
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[Tpunoxenue 4

MyHununajbHoe 010/1:KeTHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«Cpennss odmeodpasoBaTesbHas mkoJa Nel3» r. 'nazoa

00 mecsr; 0000 .

AKT

Mgz1 HMKCTIOAITHMCaBIIUECS:

Ne 000-0

HpeucenaTenb KOMMCCHUU:. HAYAJIbHUK OTAc1a 0611161"0 1 JOIIOJIHUTCIIBHOI'O O6p8.30BaHI/I5I u

BOCIIMTaHUs YTIpaBiieHUs 00pa3oBaHusi AqmuHucTpanuu ropoaa ['masora [Ipokonsesa T.H.,
Ynennl komuccnn: Boiakos U.A., baxxenopa T.I'., CemenoBa 3.M. cocTaBUIN HACTOSIINUM aKT O
nepenaue 1okymeHToB MBOY «COIII Nel3»y

Ne Ha3Banue 10KyMeHTa KoanuectBo
n/n CTPAHUIL
1.
2.
3.
4.
.
Cnan N.A. Bonkos [Tpunsin E.b. busnosa
IIpencenarens T.H. IIpokomnbsesa

YnneHsl KOMHUCCUH

HN.A. Boakos
T.I'. baxxenosa
.M. CemenoBa
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[Ipunoxenue 5

VYnpasienue oopazoBanus AaMuHucTpanu r. ['mazosa Y amyprckoii Pecriyonuku
**k*%

MynununanbHoe OrKeTHOE 00111e00pa30BaTeIbHOE YUPEKICHHE
«Cpennss obmeodpazoBarenbHast mkosia Nel3» r. 'mazoBa (MBOY «COII Nel3y)
WNHH 1829009550 KIIIT 182901001 OI'PH 1021801093258
427627, Y namyptckas Pecnybnuka, ropox 'ma3os, ynuna [psoxkenaukoBa, 1om 37a
tex: 8(34141) 3-49-93, e-mail: school13-glazov@yandex.ru

ot 00.00.0000 roxa Ne 000
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VYnpasienue o0pazoBaHUs
Anmunuctpanu T. ['nazoBa
Y amyprckoii Pecniy6onuku
**k*
MyHununaibHoe OI0PKETHOE
00111e00pa30BaTeIbHOE YUPEKICHUE
«Cpennsist obeoopazoBarenpHas mkoaa Nel3»
r. 'mazoBa
MHH 1829009550 KIIIT 182901001
OI'PH 1021801093258
427627, Y nmyprckas Pecry6mmka,
r. 'na3os, yn. [Ipsokennukosa, 37a
ten: 8(34141) 3-49-93
e-mail: school13-glazov@yandex.ru

ot 00.00.0000 roma Ne 000/01-19

Hupexrop MBOY «COIL Nel3»

[Tpunoxenue 6

Havansnuky YnpaBieHus 00pa3oBaHUs
AnmunucTpanuu ropozaa ['masona

Tumornryk O.M.

E.b. busnosa
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3aBepI/IT€J'II>HaH HaAInucCh

[Tpunoxenue 7

(;muctoB mdpamu)

B HacrosiieM nene npoHyMepoBaHO

(JIUCTOB MPOMHUCHIO)

JIOMmKHOCTH

Jlara « »

20

IToamuce
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(Ha3BaHUE BBILIECTOSIICH OpraHU3aI1N)

(HaMMEHOBAaHUM Y4€OHOTO 3aBEIACHMS)

Heno

(3aroJIoBOK Jierna)

[Ipunoxenue 8

Hauaro: 20
OKoOHYEHO: 20

Ha JINCTaxX
XpaHUTh

34



BuyTpennsis onuch

JoxymeHnToB aena Ne

[Tpunoxenue 9

Ne Nupexc Hdara 3aro/ioBok Homep Mpumeyanue
n/n | JOKYMeHTa JOKYMEHTA JOKYMEHTa JIMCTOB J1eJia
1 2 3 4 5 6
Hroro JIOKYMEHTOB

KomnyecTBO TCTOB BHYTpeHHeﬁ OITNCH

(1 pamMu 1 IPOIUCHIO)

HammMeHoBaHue JOTKHOCTU Jimia, COCTaBUBIICI'O BHYTPCHHIOKO OIMUCH ACJIa

(tmudpaMu ¥ TPOITHUCHIO)

(moamucsk)

JlaTa «

»

20

(pacurupoBKa MOIITUCH)
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[Tpunoxenue 10

MyHununajbHoe 010/1:KeTHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«Cpennss odmeodpasoBaTesbHas mkoJa Nel3» r. 'nazoa

AKT YTBEP/XKIAIO

HMupextop MBOY «COIL Nel3»
E.b. busHoBa

Ne

MECCTO COCTaBJICHUA

O BBIJCIICHUU U YHUYTOXCHHUU JOKYMCHTOB,
HC MOJJICIKAIINX XPaHCHUIO

Ha ocHoBanuu
(HaSBaHI/Ie U BBIXOJHBIC TaHHBIC Hepe‘IHﬂ ,I[OKyMeHTOB C yKaSaHI/IeM CpOKOB nux XpaHeHI/IFI)

OtoOpaHbl K YHUYTOKEHUIO KaK HE UMEIOLIUE HAYYHO-UCTOPUUECKON LIEHHOCTH U YTPaTUBLINE
IPaKTUYECKOE 3HaUCHHE JOKYMEHTHI (hoH1a Ne

(Ha3Banue GoHaa)

Ne 3arosoBok | Kpaiinue | Homepa | Unaekc gena | Kou- | Cpokn IIpumeyanue

n/n JeJia uin JaTbl ommcei | mo BO XpaHeHus
rpynmnoBoi HOMEHKJIATYpe | efl. U HOMepa
3aroJi0OBOK nJn Ne gejia Xp. crareii
JOKYMEHTOB o onucHu no

NepevYHIo
1 2 3 4 5 6 7 8

1.

2.

3.

4,

Htoro el. Xp. 3a TOJbI

(mmpaMu U IPOTTUCHIO)
Omnucu ACIT MMOCTOAHHOT'O XpaHCHHA 3a I'OAbl YTBEPKIACHBI, I10 JIUMYHOMY COCTAaBYy COIJIAaCOBAHBI C
OIIK

(HaMMEHOBaHKE aPXUBHOTO YUPEHKACHHS)

(ITporoxon ot Ne )

HanmenoBaHue J10IKHOCTHOTO JIm1ia,
MMPOBOAUBILICTO SKCIICPTU3Y
OEHHOCTH NOKYMCHTOB

(monnuce) (pacmmdpoBka moaucH)
Jara « » 20 T.
COT'JTACOBAHO
[Tporoxon L[IK (DK)
oT Ne
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J_IOKYMGHTBI B KOJIMYECTBEC

[Tpunoxenue 10

en. xXp.,

(tmpaMu ¥ IPOMHCHIO)

Becom KI' CJaHbI B

(HanMEeHOBaHME OPTaHU3AIIIH)

Ha MepepadOoTKy MO MPUEMO-CAATOTHON
HAaKJIaJHON OT Ne

HanmenoBanne JOJDKHOCTH pa6OTHI/IKa,

CAaBUIET0 JOKYMCHTEI
(monnuck)

Jlara « » 20 r.

HN3menenus B YUYCTHBIC TOKYMCHTBI BHCCCHBI.

HammMeHoBaHue JOTKHOCTU pa6OTHI/IKa apXHBa,

BHCECIICTO UBMCHCHUS B YUCTHBIC JOKYMCHTbBI
(moamnuce)

Jlara « » 20 T.

(pacmmpoBKa MOIMUCH)

(pacmmpoBKa MOIMUCH)
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[Tpunoxenue 11

CxeMbI
PacnoJioskeHUus peKBU3UTOB JIOKYMEHTOB
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Pucynox A.l — pacnosiokeHrEe peKBU3UTOB M TpaHUI] 30H Ha ¢opmare A4 yrioBoro OjaHKa
38



CxeMbI

pacnoJioKeHusl PeKBU3UTOB TOKYMEHTOB

[Tpunoxenue 11

o
01 02 03 29 =
14 04
06 05 07 o
08 09 o
I
15 16
©
N
17 28
®
18
( >
OOKYMEHT MOANMMNCAH N
ONEKTPOHHOWU MOAMNCBIO
8 CepTtuchmkat: 7B2103F1E6843AE569C443D2B572A8DA177E0152
A Bnapeneu: BusiHoBa EneHa BopucosHa
[evicteuteneH: ¢ 04.10.2021 po 04.01.2023
M~
\ y, &
19
(]
o~
22 23 24
20 21 26
________________________ 171 -——————
25 [ 30 [ 27 ~
20 110 30 40 @
210

Pucynok A.l — pacnionoxeHne peKBU3UTOB U I'paHUIl 30H Ha popmare A4 mpoA0IbHOTO OJIaHKa
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