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NMOJOKEHHUE
10O JeONpPOU3BOACTBY
MYHHIMNIATLHOrO GIOIKETHOr0 yIpexkAeHUs JOTONHUTENILHOr0 oOpa3oBaHus
KpacHoapMme#ckoro paioHa CIIOPTHBHOM LIKOJIBI «OQnumnuen»

1. OBIIUE MOJOKEHUA

1.1. Tlonoxenue 1o neIonpor3BoacTBy (nanee - [Tonokenue) paspaboTaHo B HEIAX
COBEpILEHCTBOBAHMS  JIOKYMEHTALMOHHOrO o0ecreyeHus, €IUHbBIX TpeOOoBaHHH K
[MO/IrOTOBKE, 00paboTke, XpaHEHHIO H MCHOIb30BAHUIO 00pa3ylOMHXCA B AEATENIbHOCTH
MYHHLHIATBPHOTO  OIODKETHOTO  YYPEXKIAGHHs  JOTOIHMTENbHOro  00pasoBaHMsA
KpacHoapMeiicKoro paifoHa CmopTHBHOM wikonbl «Omuamnuen» (nanee - YdpexneHHE)
JIOKYMEHTOB, COBEPIIEHCTBOBAHHS €/I0NPOU3BO/ICTBA U TIOBBIIIEHHS €ro dQPeKTHBHOCTH.

1.2. TlonoxkeHHe yCTaHABIMBAET €JMHYK) CHUCTEMY JIEJONPOM3BOICTBA, MOPALOK
MOATOTOBKM, O(OpPMIEHHs, TPOXOXKISHHA, KOHTPO/IA 3a HWCIIONHEHHEM, YYETOM,
XpaHEHHEeM, NeqaTaHueM, KOTMPOBaHHEM H THPaKHPOBAHHEM CIIyKeDHBIX JOKYMEHTOB.

1.3. Tlonoxenue paszpaboTaHo Ha oOcHOBe [IpUMEpHOH HHCTPYKIHMH TI0
JIeJIOTIPOM3BO/ICTBY B IOCYIapCTBEHHBIX OpraHax ynpaBieHHs oOpa3oBaHHEM CYyObEKTOB
Poccuiickoit @enepauuu, yrBepkaeHHoH Munobpazosanuem Poccuiickoit @enepanuu ot
06.05.2002 roma, 'OCT P 7.0.8-2013 «YHupuurpoBaHHble CUCTEMBI JOKYMEHTALAN.
YHuuuUpoBaHHass CcHCTeMa OpraHU3aLMOHHO-PACIIOPAAUTEIBHOR  JOKYMEHTALHH.
TpeboBauus k opopmiIeHUIO JOKyMEHTAHW», YTBepkKAeHHOH npuka3oM Poccranaapra or
17 oxtabps 2013 r. N 1185-cr.

Bonpocsl  HeyperynMpoBaHHbIE HACTOSIIMM IOTOXKEHUEM pEryiupyloTcs B
COOTBETCTBHE ¢ NEHCTBYIOLIMM 3aKOHOJATenscTBOM Poccumiickoil ®enepaliy ¥ HHBIMHA
HOPMaTHBHBIMH ¥ MOA3aKOHHBIMU aKTaMK B 001aCTH 1€/I0NPOM3BOICTEA.

1.4. Tlonoxenne pacnpocTpaHAeTCs Ha OpraHU3aLIAIO paboThl ¢ JOKYMEHTaMH,
CO3NaBaCMbIMU CPEACTBAMH BBIYMCIMTENLHON TEXHHKH, MAIIHHOYHUTAEMBle H Apyrue,
HE3aBHCHMO OT uX Hocurened. KommnpiorepHble (aBTOMaTH3MPOBaHHbBIE) TEXHONOTHH
06paboTku 10KYMEHTaIbHOM MHOPMALMHU 10/KHBI OTBEYATH TPEOOBAHMSIM OTOKEHHMS 10
JACIIONIPOU3BO/ICTBY.
pexTop Yepemaeins, Orsenomenmocn o e POISBISTI oo ECTaLAE

PraHH3alyio  1eN0NpPOU3BO/ICTBa,



CBOEBPEMEHHOE 1 KayeCTBEHHOE MCTIONHEHNE JOKYMEHTOB, HX COXPaHHOCTb BO3j1araeTcs
MpHKaszoM YYpeKIeHWs Ha JMLO, OTBETCTBEHHOC 3a [IeONpPOM3BOJACTBO M apXUB
YupexneHus. ' 5

1.6. PaGoTHHKH YUpexK/IeHHs HeCyT OTBETCTBEHHOCTD 33 HEBBINONHEHHE TPEOOBAHNH
TToN0XKeH!s, 38 COXPAHHOCTh HAXOMALIMXCA y HUX CIY)KEOHBIX JOKYMEHTOB. OO0 ytpare
JOKYMEHTOB HEMEIJIEHHO /I0K/Ta/IbIBAIOT AUPEKTODY .

17. B ciiydae yBOJIbHEHHS JIHIla, OTBETCTBEHHOIO 3a JEJNONPOU3BOACTBO U dpXUB
VupeskaeHus, o00sf3aTeNbHO COCTAaBIseTCs aKT MpHeMa-mepenai A1, KOTOPhIH
yTBEPXKAACTCS TUPEKTOPOM.

|.8. BHOBb NpuHATbIE PAOOTHUKM AO/KHBI OBITh O3HAKOMIICHBI C TIOPAKOM paboTHI
Vupexaenus U ¢ [TonoxenneM 1o 1en0Npou3BOACTBY.

1.9. Boimonuenue TpeGoBanuii Ilonokenns o0sf3aTeNbHO JUIA BCEX pabOTHUKOB

YupexaeHus.

2. IPABHJIA O®@OPMJUIEHHUS JOKYMEHTOB

2.1, TPEBOBAHUS K BJIAHKAM JJOKYMEHTOB

2.1.1. JlokyMeHTBI HOJKHBI 0opMsAThes Ha Gnankax Gopmara A4 (210 x 297 mMm).

JIOKyMeHTBI, U3aBaeMblé OT HMEHHM JBYX WM Gojee OpraHu3alui, KaK MPaBUIIO,
ohopMIIIIOTCS HA CTAaHJAPTHEIX THcTax Oymaru Oe3 OaHka.

2.1.2. Kaxknplit TUCT A0KyMeHTa, oopMiIeHHbI Kak Ha OnaHke, Tak H 0e3 HEro
NOJKEH UMETH IO He MeHee:

20 mm - J1eBOe;
15 mm - npaBoe;
15 MM -~ BepxHee;
15 MM ~ HHKHee

2.1.3. Ilpu noaroToBke JOKYMEHTOB C ITOMOLIBK) KOMITBKOTEPHOH TEXHUKH HCIIONB3YETCs
TexcToBbli perakrop MS Word, wpndr Times New Roman, pasmep 14 (ocHOBHO# mpuT).

2.1.4. B 3aBHCHMOCTH OT pacCIOJIO)XeHUS PEKBH3UTOB YCTAHABIHBAIOTCS [Ba
BapuanTa OJIaHKOB - ¢ yriioBbiM (nmpuioxkenne Ne 1) n npononsueM (mipunoxenne Ne 2)
pacIiooXeHUeM PeKBH3UTOB.

B ciyyae orcyTcTBus Gnanka JOKYMEHT O(QOPMIAETCH ¢ MOMOLIBIO yTJI0BOIO
LuTamMna Yupex/ieHus, KOTOPbIH MPOCTABIAETCS B JEBOM BEPXHEM YTy C yKa3aHHeM AaThl U
HOMEpa,

s S it e, T, TS 1
bITb  NpOHymepoBaHsl. Homepa crpanun

MPOCTAB/IAIOTCS OCEPE/IMHE BEPXHErO(HUKHETr0) MOJs JIMCTa apabckuMH LHuGppamu 6e3
CJI0OBa «CTP.» W 3HAKOB NPeNHHAHMUSI.

2.16. B UCKIIKOYHTEIbHBIX

clyqasx JOMYCKaeTcss OTCTYILIeHHE
OT H
IIPOTIHCAHHBIX B JAHHOM [MOJIOKEHUH. M oo

2.2. TPEBOBAHMS K O®OPMJIEHHIO OCHOBHBIX PEKBU3UTOB AOKYMEHTOB

K S
KAbIM JOKYMEHT JNOJIKEeH HUMETb CTPOro ONpEeCNCHHBIN KOMILIEKC PEKBH3UTOB U

Ob6s3arensHbIMY PEKBH3HTaMH JIOKYMEHTOB
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ABIAIOTCH: HAUMEHOBaHWE VYYpeKJeHWs, Ha3BaHHe BHla JIOKYMCHTa, 3arojioBOK
JIOKYMEHTa, JaTa M HOMep [OKyMEHTa, ajpecaT, TEeKCT, BA3a, MOAMHCh, OTMETKA 06
UCTIONHKUTENIE JOKYMEHTA, OTMEeTKa 00 MCTIONHEHUN AOKYMEHTa 1 HalpaBIeHHH €ro B A€JI0.
B npouecce MOArOTOBKM M O(GOPMICHHs IOKYMEHTOB COCTAaB PEKBHU3MTOB MOKET OBITH
JOTIONIHEH JPYTMMH DEKBH3WTAMHM, €ClIM TOro TpedyeT Ha3sHa4eHHE [OKYMEHTa, ero
obpaboTka u T.1.

2.2.1. HaumeHoBaHHe Yupexaeuus, SABJISIFOLLIErOCS aBTOPOM
JIOKyMEHTa, JOJ/DKHO COOTBETCTBOBATH HAMMEHOBAHMIO, 3AKPEIUICHHOMY B €ro
yYpequTeIbHbIX JOKyMEHTax.

CokpallleHHOe HAaUMEHOBAHME YupeXJIeHHs MPUBOAAT B TeX Clydasx, KOria OHO
3AKPETUIEHO B y4YPEIUTENIBHOM JOKyMeHTe yupekaeHus. CokpalleHHOe HaMMEHOBAHHE (B
ckoOKax) MoMeIarT HHKE MOJTHOIO HIIH 32 HUM.

2.2.2. CnpaBounble AAHHbIE 00 YupexaeHHH BKJIIOUYAIOT B
cebsi: MOUTOBBIH ajipec, HoMep dakca, c4eToB B OaHKe, aJpec 3JeKTPOHHOMN MOYTHL ¥ Jp.

2.2.3. HaumeHoBaHHe BHAA AOKYMEHTa, COCTABJIIEHHOrO WM H3JaHHOIO
YypexaeHHeM N0KHO ObITh ONPENENeHO YCTaBOM M [0JJKHO COOTBETCTBOBATH BHIAM
JOKyMEHTOB, npefycMoTpeHHbix OKY J] («O6mmepoccHiickuii  kiaccH(@UKaTOp
YIIpaBJIEHYECKOH TOKyMEeHTALUK» ), HAPUMED NPHUKa3, pelleHne, IIPOTOKO, aKT U JIp.

2.2.4. daToif JOKYMEHTa SIBJISAETCs AdTa €ro MOANHCaHHA HIIH yTBEPKACHHA, MA
MpoToKona - jaTa 3acelaHus (NPUHATHS pelleHMs), Jid aKkra - Jjara COOBITHA.
JIoKyMeHTBI, U3aHHBIE ABYMs WU Oosiee OpraHu3alUsIMU, JOIKHBI HMETh ODLIYIO OJHY
(eauHyr0) naty.

Haty noxymeHTa opopMIIsfiOT apaGCKUMH LU(pPaMU B MOCIEN0BATEIbHOCTH: [E€Hb
Mecsua, Mecsil, ron. JleHb Mecsa U mMecal oGopMISIOT ABYMs napaMu apabckux mudp,
pas/ie/IeHHbIX TOYKOM, Iojl - YeThIpbMs apaOCKUMU LU(PaMu.

Hanpumep, aaty S urons 2017 rona cnenyer opopmisars 05.06.2017.

JlomyckaeTcst cioBecHO-IM(POBOii cr1iocod opopMIeHHUS JaTEl, HAIpUMEp

05 urons 2017 r.

2.2.5. PerucTpauHoOHHbI HOMep AOKYMEHTAa COCTOMT M3 €ro MOpsJAKOBOIO
HOMepa, KOTOPBIH MOXKHO JIOMOJHATh 10 YCMOTPEHHIO yuYpeKIAeHHs MHIEKCOM Jena I10
HOMEHKJIaType JAell.

PerucrpanuoHHbliii HOMEp IOKYMEHTa, COCTABIEHHOIO COBMECTHO NBYMs M Goinee
OpraHu3aluaMH (YYPEeKACHUSIMH), COCTOMT M3 PErMCTPaLMOHHBLIX HOMEPOB IOKyMEHTa
Ka)X/10H M3 9TUX OPraHu3aLyi, POCTABISEMBIX Yepe3 KOCYIO YepTy B MOpS/IKE yKa3aHHs
aBTOPOB B JOKYMEHTE.

2.2.6. Ccplika HA perHcTPalHOHHbBINH HOMEP M JaTY I0KYMEHTA BKJIIOYaeT B cebs
PerucTpallMOHHBIN HOMEp H 1aTy JOKYMEHTa, Ha KOTOPBIN JOJIXKEH ObITh JaH OTBET.

2.2.7. MeCTO coCTaB/IeHHsl HIH H3AAHHsI A0KYMEHTA YKa3biBalOT B TOM CIy4ae,
€CIIM 3aTPyTHEHO €ro onpejeseHHe 1o peksBusutaM «HauMeHoBanue YupexaeHus» H
«CnpaBo4Hble faHHble 06 Yupexaenun». MecTo cocTaBieHus Uiy U31aHus YKa3bIBAIOT C
YYETOM TPUHATOrO0 aIMHHUCTPATUBHO-TEPPUTOPHAIILHOTO JIeJIeHHs, OHO BKJIIOYaeT B cebs
TOJIBKO OOLLENIPUHATBIE COKPALIEHHUSI.

2.2.8. Anpecar. B kauecTBe anpecara MOryT GbITh OpPraHH3alMH, HX CTPYKTYpPHbIE
nojipasaeneHus, NODKHOCTHbIE WiIK (usuyeckue nuua. [Tpu agpecoBanuu 1oKyMeHTa



AODKHOCTHOMY JIMLy WMHHLMaIbl YKas3bIBalOTCsA nepen ¢amuindeii. HauMeHoBaHue
Yupexenus 1 ee CTpYKTYyPHOIO [OAPA3/Ie/eHMs YKa3bIBAIOT B UMEHHTEBHOM TajIexkKe.

[Ipu agpecoBannK JOKYMEHTa OpraHH3allMy, ee CTPYKTYPHOMY NOApas/ieleHuio 6e3
yKa3aHus JOJKHOCTHOIO JIMLA MX HAMMEHOBAHUS MHLIYTCS B MMEHHTEILHOM TMajexe.

Hanpumep: Komuret obpasosanus
Otnen xanpos

[Ipn agpecoBaHMM NOKyMEHTa KOHKPETHOMY JOJKHOCTHOMY JIMIy HaMMEHOBAaHHUE
OpraHU3al{H, ee CTPYKTYPHOTO NoApa3AeeHH!s YKa3blBalOTCsA B UMEHHUTEIBHOM MTaJekKe, a
JIOJDKHOCTh M ()aMHITUS B 1aTEIbHOM.

Hanpumep: Komurer obpazoBanusi
Otnen kagpos

['naBHOMY cnieLManucTy
A.U. Iletposy

Hpn aApe€COBaHHMH NOKYMEHTA PYKOBOIUTEC/IK) OpraHvu3alilyd €€ HaWMEHOBaHHE
BXOJHUT B COCTaB HAUMEHOBAHHUA NOJIKHOCTH ajpecara.

Hanpumep: [pencenatento komurera
obpa3zoBaHus

[T.1. Cunoposy

B coctaB pekBu3uTa «AJApecaT» MOXET BXOIMTH IOYTOBBIH ajzpec. DJIEeMEHTH
MOYTOBOrO ajpeca YKa3blBAalOT B IOCIEJ0BATENbHOCTH, YCTAHOBJIIEHHOM NpaBujam,
OKa3aHHs YCIyT O4YTOBOM CBA3H.

[Ipu agpecoBaHHM MUChbMa B OPraHU3alLMIO YKa3bplBalOT €€ HAMMEHOBAHHUE, 3aTeM
TIOYTOBBIH ajpec.

Hanpumvep: VYrpasiieHre apXUBHOTO Jena
aIMUHHUCTPALIUHU

Coserckas yi., 4. 72, r.bane#t, 673430

IIpu agpecoBaHUM JOKYMEHTA (PHU3MUIECKOMY JIHILY YKa3bIBalOT MHHLIMAIBI U (haMHIIHIO
[oJTy4aTesisi, 3aTeM MOYTOBBIH ajpec.

Hanpumep: .IT. Kanuauny

yi. CagoBas, 4.5, kB.12
r. Sflposoe, C1aBropo/ICKui p-H,



Anraiickuii kpait, 658000

2.2.9. YrBepkaenne N10KyMeHTa. JIOKyMEHT yTBepX1aeTcs JOJDKHOCTHBIM JIHIIOM
WM CHELMAJbHO  M31aBaeMBIM  JOKyMeHTOM. [Ipu  yTBepKAeHHMH IOKyMEHTA
JIOJDKHOCTHBIM JIMLIOM TP yTBEPXKIACHHUS JOKYMEHTA JIOJIKEH COCTOATH U3 CJIOBa
Vreepkaao und YTBEPXIAIO (6e3 kaBpluek), HAaMMEHOBAHUsS JO/DKHOCTH JIHIa,
YTBEPKAAKOUIETO TOKYMEHT, €ro NOANUCH, MHHLUAI0B, GaMUIHH U JaThl YTBEPKACHUA,
Hanpumep:

VTBEPXIIAIO
Hupexrop MBY 10 KP CII «Onumnuer
Jluunas noanucey M.1.MBanoB
Hara

HPH YTBEPIKACHHUH JJIOKYMEHTA HECKOJIbKMMH NOKHOCTHBIMHU JIMLAMH, WX NOAIKHCH
pacrnojararoTcs Ha OOHOM YPOBHE, HAIIpUMED:

YTBEPXJIAO YTBEPX/IAIO
Jupexrop MOY HOILLI Ne 3 Hupexrop MOY COL Ne 5
JInunas noanucs  B.A. llkypxun JIuunast noanuce A.I'. OBcuenckuit
Hara Hata

Ilpu yTBepKIZEHHH  [JOKYMEHTa  pelleHueM, MpPHKa30M, INpPOTOKOJIOM, TIpud
yreepxaenus cocrout u3 ciosa YTBEPX/EH (VTBEPXXIEHA, YTBEPXKXIEHDI umu
YTBEPX/IEHO), HaumMeHOBaHMs yTBEPKAAOLIEro JOKYMEHTa B TBOPUTEIbHOM Manexe,
ero JaTtel, Homepa. Hanpumep:

YTBEPXJIEH

pewenreM neparornyeckoro Cosera
MBY J10 KP CIUI «Onummuern

ot 05.04.2003 Ne 2

HITH

YTBEPX/IEHO
[IPUKA30M JUPEKTOPA
MBYVY J10 KP CII «Onummueny
ot 05.03.2003 Ne 17

['pud yTBepkAeHUSA JOKyMEHTA pacrosararoT B IpaBOM BEPXHEM YTy JIOKyMEHTa.
Jlonyckaercs LEHTpHpOBaTh KXY CTPOKY pekBu3MTOB «Ajpecar», «I'pud
yrepkaeHus», «['pud cornacosanus», «[loanuce» 1no OTHOMIEHHIO K CamoO#l JUTHHHOH

CTpOKe.

2.2.10. Pe3oaouusi PYKOBOJHTEIs BKIO4aeT B ceOd (aMuIdd, HHHUIHAATBI
WCTIOJHUTENEH, COAep/KaHHe TMOpYYeHHs, CPOKM HCIIOJIHEHHWd, MOANMCH U JaTy,
Harpumep:



IletpoBoii A.M.

VBanosoi 1.HN.

IIpoury noaAroTOBUTE NPOSKT

otsera k 05.04.2003

JIuuHas moAmKCH

Hara

Pe3oonus, KaK MpaBuiio, nuiuercs JIMpeKTopoM OT pykH B [IPABOM BEPXHEM yTIIy

HA JIMLEBOH CTOpPOHE MePBOro JIHCTA NOAIMHHAKA I0OKYMEHTA, J0ITyCKaeTes pasMellaTh
pe30MOLMI0 Ha J11000H cBOGOAHON MOW@AH JHLEBOH CTOPOHBI JHCTA NOKYMEHTa,
kpome noseid. Jlomyckaercs opopmieHHe PE3OMIOLHH HA OTACILHOM JIHCTE. Korna
MOpyueHHe [aeTcsi ABYM HJIH HECKOJIbKMM JIMLIAM, OCHOBHBIM HCTIOJIHUTEIEM SBIIACTCS
K10, YKa3aHHOE B PE3OJIFOLIHH MTEPBBIM.

2.2.11. 3aro/10BOK K TeKCTYy BKIIouaeT B ce0s KpaTKkoe ColepikaHne T0KyMEHTA.
3aro/I0BOK J0JI2eH ObITh COrJITacOBaH C HAUMEHOBAHMEM BHA IOKYMEHTA.

3aro0BOK MOYKET OTBeUaTh Ha BOMPOCHI O 4eM (0 KoM?),

HanpuMep: [1prka3s o co31aHuy aTTeCTALMOHHON KOMUCCHH; Yero

(koro?), Hanpumep: Jlo/KHOCTHAsE HHCTPYKLHS CeKpeTaps LIKOJIBL.

K TekcTy noKyMeHTOB, o(popmieHHbIXx Ha OnaHkax ¢opmara A5, 3arojioBOK
AOITyCKaeTcs He yKa3bIBaTh.

2.2.12. OTmeTKa 0 KOHTPOJIE 32 HCNOJTHEHHEM JOKYMeHTa 0003HayaeTcs OyKBoi
«K» unn cnosom «KoHTpOIb».

2.2.13. Teker pokymenta. OHO U3 BaKHeHILUX TpeDOBaHUH K TEKCTY - KPaTKOCTh
u3noxeHus. DOPMYIUPOBKHU CIIy)KeOHBIX JOKYMEHTOB JO/UKHBI OBITH TOYHBIMM,
Oe3ynpe4YHbIMH B FOPH/IMYECKOM OTHOILIEHUH, HE JIOITY CKAIOLMMHK ABOSIKHUX TOJIKOBAHHUM.
CruiolHON TEKCT B JIOKYMEHTE TPYAHO BOCIIPHHUMAEGTCS, MTOITOMY CMBICIIOBBIE YaCTH
TEKCTa ClieJyeT pas3enuTs ab3auamMu.

CBs3HBIM TEKCT, KaK MpPaBWIO, COCTOMT M3 ABYX 4YacTell. B nepsoif uacTw
YKa3bIBAlOT [PUYMHBLI, OCHOBAHHUs, LEJIM COCTaBIGHHs [JOKYMEHTa, BO BTOpPOi
(3aKJIHOYHTENIBHOM) - PeLeHUs, BBIBO/IbI, MPOCHOBI, PeAIOKeHNs, PEKOMEH JALHH.

Texcr MOXxeT colepxaTh OAHY 3aKTIOUHTENBHYIO HacTh (HanpuMep, MpPHUKAa3bl -
pacropsAnTeNbHYIO 4acTh 0e3 KOHCTaTHpYIOIleH; MuchMa, 3asBieHHs - npochly 6e3
MOSICHEHHS ).

B TEKCTe JOKYMEHTA, [OArOTOBIEHHOrO HA OCHOBAHHH JOKYMEHTOB APYIHX
OpraHM3alMi WM paHee H3JaHHBIX JIOKYMEHTOB, YKa3blBAIOT HMX PEKBU3HTHI:
HaMMEHOBaHHE OpraHU3alliM - aBTOpPa JIOKYMEHTa, 1aTy JOKYMEHTa, PerncTpalluOHHbIH
HOMEp JOKYMEHTA, 3arojIOBOK K TEKCTY.

Eciu TeKCT COAEp/KMT HECKOJBKO pPEeLIeHWH, BBIBOJOB M T.J., TO €r0 MOXHO
pa30HBaTh HA pasjesbl, MOAPA3NENbl, IYHKTHI, KOTOpble HyMepyloTcss apabGCKHMU
nuppaMn. B NOKyMeHTaX, HCXOASIUIMX OT AUPEKTOpA yUpekIeHHs, aApecOBAHHBIX
PYKOBOACTBY OpraHM3allMH, TEKCT W3Jarar0T OT MEepPBOro JiMild €IMHCTBEHHOTO YHCIIa
(«mpennarato», «rpoury» M T.J.). B JOKYMEHTaX KOJJIErHAlbHBIX OPraHOB TEKCT
M3/1araloT OT TPETHEro JIMLA eJMHCTBEHHOIO YHCa («IIOCTaHOBIISET), «PEIIUID»).

E_i COBMECTHBIX JIOKYMEHTaX TEKCT M3/1araroT OT MePBOro JIULIA MHOKECTBEHHOrO
4UCIIa («IIPUKA3BIBAEMY, «PELIHIN» ).



TexcT nmpoTokosa H31araloT OT TPETHEro JHULA MHO)KECTBEHHOrO YHCHa («CITymanmy,
«BBICTYTIHIIH», «IIOCTAHOBU/IHY», «PELLHIINY ).

B 0KyMEHTaXx, yCTaHABIMBAIOIINX [TpaBa i 00s3aHHOCTH YupexKaeHus (I10/I0JKeHHE,
MHCTPYKLHUS), @ TaKKe COJAEepKallMX OIMcaHue, OLeHKY (GakToB WM BbIBOABI (aKT,
CIIpaBKa), HCIIONb3YIOT GOpMy H3/I0KEHHs TEKCTa OT TPEThEro JMla eAMHCTBEHHOTO WM
MHOKECTBEHHOT0 Yhca («IIKOJIa OCYIUECTBARET Py HKLHHKY, B COCTaB KOMHUCCHH BXOAATY,
«KOMHCCHS YCTAHOBUIIA ).

B nuceMax UCIONB3YIOT CleAyroLHe GopMbl U3JI0KEHHUS !

- OT MepBOTo JIMLAa MHO)KECTBEHHOTO YHCIa («IIPOCKM HAIPaBUTh», «HANpPABJIsieM Ha
PaccMOTpPEHHEN );

- OT MepBOr0 JIMLA €/MHCTBEHHOrO 4ucia («CYHUTar0 HEOOXOAMMBIMY, «IPOLIY
BBIICINATEY );

- OT TPETHETO JIKLAa €JMHCTBEHHOrO YHMCia («KOMHCCHUSl HE BO3PAKAET», KKOMUCCHUS
CUMTAET BO3MOXKHBIM).

2.2.14. OrmMerka 0 HAJHYMH MNPHJIOKEHHSl, HA3BAHHOrO B TEKCTE [IMCHMA,
odopMIIeTCs CAeIYOIIUM 00pa3oM:

[TpunoxeHue: Ha 5 1. B 2 3K3.

Eci¥ mUCBEMO HMMeeT NPUJIOKEHHEe, He Ha3BaHHOE B TEKCTe, TO YKAa3bIBAlOT €ro
HauMEHOBAHWE, YHMCIO JIMCTOB M YHUCIO OJK3EMIUISPOB; NpPH HAIWYMH HECKOIbKHX
IPWJIOKEHWH UX HYMEPYIOT, HalpuMep:

[Mpunoxenue: 1. [lonokeHHe O NMPOBEIEHHH HTOrOBOH TTECTallMK Ha 5 1. B 1 3K3.

2. IlpaBuna mnoAroToBKM W OGOPMIEHHS HOOKYMEHTOB IIO
MPOBe/IEHHIO UTOTOBOM aTTecTallMy Ha 7JI. B 2 3K3.

Ecian npuioskeHus cOpoOLIIOpOBaHbI, TO YMCJO JHMCTOB He yKaspiBaiooT. Ecam k
JOKYMEHTY [MPUJIAraloT APYroil NOKYMEHT, TakkKe HMMEIOLIMHA TPUIIOKEeHHE, OTMETKY O
HAJIMYMHU IPUTIOKEHHS OQOPMIISIOT CleyoWUM oOpa3om:

[Tpunoxxenue: nucemo oTaena 1o pu3ndYeckoi KyasType u cnopry cr.JlonTaBckas oT
05.06.2003 Ne 02-6Y34 u npunoxeHue K HeMy, BCero Ha 3 1.

B npusioxendu K pacriopaauTenbHOMY QOKYMEHTY ([pHKa3y) Ha [epBOM JIMCTE B IPaBoM
BepxHeM yriny numnyT «llpunoxenme Ne  » ¢ yKasaHWeM HAWMEHOBAHHS
pacnopsaMTeIbHOTO JOKYMEHTa, €ro JaThl M PErucTpalMiOHHOTO HoMepa (IOJTy)KUpHBIA
wpudt Times New Roman, pasmep 12), nanpumep:

[Mpunoxenne Ne 1
k nnpukazy MBY J1O KP CIII «Onummueny
oT «__ » 2017r. Ne 85

22.15. B coctaB pekBusuta «Iloanuch» BXOIST: HAMMEHOBAHUE JOIKHOCTH JIHIIA,
MOAMKMCABIIErO NOKYMEHT (TOJIHOE, €C/IM JOKYMEHT OOPMIIEH He Ha OlaHKe JAOKYyMEHTa,
M COKpallleHHOe - Ha [JOKyMeHTe, oQopMieHHOM Ha OnaHke); JMYHAS TTO/IHCH;
pacuuppoBKa NOANHCH (MHULHANLL, (GaMuiks), HarlpuMep:

JIMpexTop My HULIUITATEHOTO
obmeobpa3oBaTeIEHOIO YUpexaeHus



HavaibHas 001eodpa3oBarebHas IKoa A.T". OBcueBckuii

WK Ha OJ1aHke
Jupextop A.I', OBcueBcKui

Eciny QO/DKHOCTHOE JIMIO, TOAMUCH KOTOPOro 3aroToBICHA HAa MPOEKTe JOKyMEHTa
OTCYTCTBYET, TO JOKYMEHT IOAMMCHIBACT JIUIIO, UCTIONHSIOILEE er0 00S3aHHOCTH, UIH €ro
3aMecTuTensb. [Ipu 3ToM o00s3aTensHO YykasbiBaeTcs (GakTUdeckas AOKHOCTh JIHIA,
IIOJIMCABILIErO JJOKYMEHT M ero (amuius (MCrpapieHUs MOXKHO BHECTH OT DYKH HIH
MAIIMHOMKUCHBIM CIIOCOO0M, HATIPUMED: «H.0.», «3aM»),

[lpy mnoanucaHUM COBMECTHOIO [JOKYMEHTa HECKOJbKHMH JMIAMH PaBHBIX
JOKHOCTEH WX MOATMCH pacriofaratoT Ha OJIHOM ypOBHe, HallpUMep:

JlupekTop MyHULUNIATBHOTO JupexTop MyHULMITAJIEHOTO
0011e00pa30BaATEILHOIO YUPEKIEHUS 00111€00pa30BaTEILHOIO YUPEKIAECHHA
Ha4asbHas oblieoOpasoBarenbHas wkona Ne 3 cpeauss o6uieobpa3zos. mkona Ne 5
A.I'. OBcueBckuit B.A. LIkypkuH

[Tpu moAMUCAHUH COBMECTHOTO JOKYMEHTA MepBbIi TUCT 0OPMIIAIOT He Ha OlaHKe.

B 1okyMeHTax, COCTaBIE€HHBIX KOMHCCHEH, YKa3bplBalOT He JO/DKHOCTH JIMLI,
MOAMHCHIBAIOMIUX JOKYMEHT, @ UX 00A3aHHOCTH B COCTaBe KOMMCCHH B COOTBETCTBHH C
pacnpeneneHlueM, Hallpumep:

[Ipencenarens xomuccuu JTMYHAs MOAIUCH N.A. UBaHoB
YiteHbl KOMUCCHH JTHYHAas OAMNNACH B.B. Ilerpos
JTUYHAs MOANKCH A.A. Cyuzopos

2.2.16. CornacoBaHue IOKyMeHTa OGOpMIfeTCs BH30M Ha JIOKYMEHTEe HIH I'pH(DOB
cornacosanus. I'pu cornacoBanusi_gokymenra coctout us ciosa COI'JTACOBAHO
(CornacoBaHo), OO/KHOCTM JIMLA, C KOTOPBIM COIJIACOBAH JOKYMEHT (BKIJIIOYas
Ha¥MEHOBAaHHE OpraHu3alyH), JIMYHOM MNOANMCH, pacliM(POBKH MOAMUCH (MHHLIMANOB,
(paMunuM) U JaThl COINIACOBAHUS, HANIPUMED:

COI'JTACOBAHO

Ilpeacenarens NpodCoO3HOro KOMUTETA
MBY J10 KP CHI «OnuMmmuerp

JInynHas noanuch N.N. UBanoBa
Jlata

['pud cornmacoBaHusi pacroflaraeTcsi HUKe PeKBU3MTA «ITOAIKUCE» B JIEBOM HIDKHEM
YTy JOKYMEHTA.

BHyTpeHHee coryiacoBaHue JOKymMeHTa OQOpPMISIIOTCS BH30i COTJIACOBAHMA,
BKIHOYAlOT B ce0s MOANKMCh M [O/DKHOCTb BHU3UPYIOLIETO JOKYMEHT, PacIuM(pOBKY
MOATKCH, AaTy MOANHCAHMS.

ITpy Hanuyuy 3aMevaHuil K AOKYMEHTY BH3Y OOPMILIIOT ClieytomuM oGpazom:



3ameuaHus npuaaraloTCs

[Tpencenarens npodxoma
JInuHas noanuck HN.A. UBanosa

Hata

3amMeuaHusl M31aral0T Ha OT/AE/NBHOM JIMCTE, TNOAMUCHIBAIOT M IPHJIATalT K
AOKYMEHTY.

2.2.17. Bu3za 03HAKOMJIEHHSI C JOKYMEHTOM COCTOMT U3 MOAIMUCH, paciid(ppOBKU
MOANKMCH W AaThl. BU3bl O3HAKOMIIEHHS TNPOCTAB/IAIOT B HUKHEH YacTH JHLEBOW HIIH
000pOTHOH CTOPOHBI MOCIEAHEr0 JMCTa TMOJMMHHHMKA JOKYMEHTa, HHXe pPEeKBH3HTA
«IToanucey. JlonyckaeTcs MOJUCTHOE BUSHPOBAHUE JOKYMEHTA.

2.2.18. OTrHcKk neyaTH 3aBepseT MOAIMHHOCTD MOAMKMCH JOJIKHOCTHOTO JHLIA Ha
JOKYMEHTax, Y/AOCTOBEPSIIOLUMX MpaBa JWl, QUKCUPYIOIMX (aKThl, CBs3aHHbIE C
(MHAHCOBBIMM CpEeACTBAMHM, a TAaKXKE Ha MHBIX JOKYMEHTaX, IIpelyCMaTpHBarOLIMX
3apepeHue noanuHHon noanucu (ITpunoxenue Ne 3).

IIpu 3aBepeHMH COOTBETCTBHS KOINMHM JOKYMEHTAa NOJIMHHUKY HUXe pPEeKBHU3HMTA
«Iloanuce» MpOCTABISAKOT 3aBEPUTENIBHYIO HaANMch: «BepHO»; [J0KHOCTH JMua,
3aBEPUBILIETO KOIUIO; JIMYHYIO [MOJANUCH; PaclUM(POBKY NOANHCH (MHULMANBI, (aMHIIUIO);
JaTy 3aBepeHus, HanpuMep:

Bepno
Cexperapb Jlnunas noanucek N.. BaHoBa
Jara
JomycKkaeTcst KONHIo JOKYMEHTa 3aBepATh Me4aThio, ONpeaessieMoi 0 yCMOTPEHHIO
yUpekKIAeHHS.

2.2.19. OTrmeTKka 006 HcnmoaHNTeNe BKIOYaeT B cedst paMUIu0 W MHULKANIEL (HMITH
(haMuIIMIO, UMS M OTYECTBO) UCTIOJIHUTEIISA IOKYMEHTa U HOMep ero TesnedoHa, Hanpumep:

Upanosa O.[1.
8(86165)97-7-74

HITH

MBanosa Onera IlerpoBna
8(86165)97-7-74

Ormerky 00 HCrOnHMTENE pacrnosiaraloT Ha JIMLEBOH MM OOOPOTHOH CTOpOHE
MOCIE/HEro JIMCTA JOKYMEHTa B JIEBOM HIXKHEM yriay (noayxupHeii mwpudr Times New
Roman, pa3mep 11).

2.2.20. Ormerka 006 HCHOAHEHHH [AOKYMEHTAa W HallpaBieHWH ero B JMelo
BKIIFOUaeT B ce0s CleAyIOLIHMEe [JaHHble: CChbIIKA HA JaTy W HOMEp [OKyMEHTa,
CBU/IETEJILCTBYIOIIEIO O €ro MCMOJHEHHH, WJIM MpPH OTCYTCTBMU TaKOro JIOKyMEHTa
KpaTKHe CBeAeHHWs 00 HCIONHeHWH; cnoBa «B aeno», HoMmep nena B KOTOpoM Oyaer
XPaHHUTHCS JIOKYMEHT.



2221, Ormerka 0 MOCTYNJ/IEHHH JOKYMEHTA B OPraHH3aLHK COJEPKHUT
OYepeHON MOPSAIKOBbIM HOMED M JaTy MOCTYIJIEHHs JOKyMeHTa. Jlonmyckaercs oTMeTKy
0 MOCTYTIJIEHHH JJOKYMEHTa B yupekJAeHHe NMPOCTaBIIATh B BU/E LLITAMIIA.

2.2.22. TexcT nOoKyMeHTOB nevaraioT Ha Oinankax ¢opmara A4 u AS uyepes |
MEeKCTpOUHBIH MHTepBaid. CocTaBHble 4YacTH pPeKBM3WTOB «Ajpecar», «['pud
yTBepKAeHHsD», «OTMeTKa 0 HATMYHK NPUIoKeHUA», « pud cornacoBaHus» OTAEISIOT
Apyr oT apyra 1 MeXCTpOYHBIMM WHTepBajJlaMu. MakcuMaspHas JIMHA CTPOKH
MHOT'OCTPO4HBIX MHTEPBAJIOB - 28 NeYaTHbIX 3HAKOB. TeKCT oTaenseTcs OT 3arojoBKa 2-
3 MEXKCTPOYHBIMH MHTEpBalaMM M BBLIDABHMBAETCS MO JI€BOM W IpaBOM TIpaHHLAM
TEKCTOBOI'O MOJIS.

2.2.23. JlonyckaeTcs revyataHue JOKyMEHTOB C BPEeMEHHBIM CPOKOM XpaHeHHs (10
10 net) ¢ UCnoaB30BaHUEM OOOPOTHOM CTOPOHBI JIKCTA.

3. OCOBEHHOCTH NIOATOTOBKH 1 O®OPMJIEHUA OTAEJBbHbIX
BUJI0B TOKYMEHTOB

3.1. IIPUKA3

[Tpuka3ssl U3al0TCs MO ONEpPaTHBHBIM, OPraHU3aLMOHHBIM, KaJPOBBIM U JIPYTHM
BOIpOCaM BHYTpeHHeH paboTel 00pazoBarebHON OpraHu3anu.

[Ipuka3 [goyKeH cojep)KaTb [epevyHCIeHHe NpeANUCbiBaeMbIX NEeHCTBHH ¢
yKa3zaHWEM HUCTIOIHUTENIEN KaX/10r0 IeHCTBUS, MEPONPUSITHH, KOTOPblEe HEOOXOAMMBI st
UCIIOJIHEHUSI [IPUKA3a U CPOKOB MCIIOJIHEHMS.

B 3aBUCHMOCTH OT CO/IepXKaHUsl NpUKa3bl AEJATCs Ha:

- MPUKa3bl 10 OCHOBHOM JESTEIbHOCTH;

- MPHUKAa3bl [0 JUYHOMY COCTaBY (MpHeM, YBOJbHEHUS, [IepeBO/Ibl, TIepeMelleHusl,
COBMeLIEHUs U JIp.);

HyMepalius pasHeIX BH/IOB IIPHKa30B BEAETCS OTAEIBHO W HAYHMHAETCS €KeroJHo
¢ 1 auBapsa, Ne 1. [lna npukasos 1o THYHOMY COCTaBY JOMOIHUTENBHO K HOMEpY MpHKasa
yepes TUpe NMPUCOeAUHANOTCs OyKBeHHble MHAEKChl. Hanpumep, k HOMepy npukasa 1o
JTHYHOMY COCTaBy IIPHCOCOHHAETCS MHIEKC «I», 00 OTHmycKax, KOMaHIHpPOBKaXx,
B3BICKaHHUAX - «K».

Ilpuka3 mneuataercs Ha OsJaHKe YCTaHOBIEHHOH (DOPMBI, MMEET ClledyroUHe
PEKBU3UTHI:

HaumeHnoBaHHe opranu3aumu (CornacHo JefCTBYIOLIEMY YCTaBY).

HaumenoBanue Buaa nokymenra - [IPUKATS.

Jara, Homep M MecTO H3JAaHUA - YKa3aHHbIe pPEKBU3UTHl TNEYaATAIOTCH
LIEHTPOBaHHBIM CITIOCOOOM.

3aro/10BOK JO/DKEH KpaTKO M TOYHO OTPa)XXaTh COZAEpIKaHHE TEKCTa MpUKasa.
Touka B KOHLIE 3arosioBKa He ctaBuTcs. Hanpumep:

O npoBeenny 06EMIKOIBHOIO POAUTEILCKOIO cobpaHus

Texer mpukasa OTJeNSETCS OT 3aroNoBKa 2 MeKCTPOYHBIMM MHTepBanaMu. Teker
flpukasa 10 OCHOBHOH JeATENbHOCTH, KaK MPaBHIO, COCTOMT M3 JBYX 4YacTeif:
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KOHCTATHPYIOIIelH (npeamOy/ibl) H pacnopsiAMTENbLHOM.

B koucraTupylouweii 4acTH npuKasa ykasplBalOTCs LE/H, 3a1a4M, OCHOBAHHS
M3ZlaHus TpuKa3a. KOHCTaTHpylomy:0 dacTh CleAyeT HAYMHAaTh YCTONYHBBIMH
opmyipoBKaM: «B COOTBETCTBHH ....», «B HeasiX ......», «Bo HcnoaHeHHe » U Ip.

Eciy npuka3 u3naercst Ha OCHOBaHUH JOKYMEHTA BBILLECTOALICH OpraHU3alyH, TO
B KOHCTATUPYIOILEH YacTH yKa3bIBaeTCsl Ha3BaHHE BHJA ITOr0 JAOKYMEHTa, €r0 HOMED,
3aroyloBoK M Jata. MiHoraa B KOHCTaTHpyIOLeH 4acTH JaeTcsi KpaTKas XapaKTepUCTHKa
paccmaTpuBaeMoro Borpoca. KoHCTaTHpylOUlyl0 YacTb MOXHO OIYCTUTB, €CIIH
pacnopsauTebHas YacTh pUKas3a He HyK/J1aeTcsi B 000CHOBaHHH.

[IpeamOyna B mpHKaszax 3aBeplUaeTCsl CJIOBOM M p H K 2 3 bl B a4 0 , KOTOpOE
eYaTaeTCs B PaspslKy.

PacnopsiauTe/ibHas 4acTh JI0JDKHA COAEPIKATh NePEYUCIIeHHe NTPEIITHChIBAEMbIX
JNEHCTBHA C yKa3aHMEM HCIIOJHUTENS KaXKA0ro AEHCTBHS M CPOKOB HCIOJTHEHHA.
PacnopsimurenibHas 4acThb MOXET JEIMTbCA Ha IYHKTBl M TMOAMYHKTHI, KOTOpbIE
HyMepyroTcs apadckumy Ludpamu. [locneaHui MyHKT pacopsiAMTeIbHOM YaCTH MOXKET
colepXkaTh CBENEeHHs O [OO/DKHOCTHOM JHLUe (WIM IMoApasfeleHHH) Ha KOTOpoe
BO3/1araeTcs KOHTPOJIb 3@ UCIIOJHEHHEM [TpHKa3a.

Eciu npukas u3mMeHseT, OTMEHSAET WK JOTIONHAET paHee U3AaHHbINA JIOKYMEHT WITH
KaK{e-TO IIYHKTBI €0 M0JIOKEHH, TO OJIMH U3 ITYHKTOB paclopsAnTeIbHON YaCTH TeKCTa
JOJIKEH COZlePIKaTh CChIIKY Ha OTMEHsIE€MBIH JOKYMEHT (ITyHKT JOKYMEHTA) C yKa3aHUEM
€ro JaThl, HOMEPA U 3aroJioBKa. TeKCT myHKTa J0/kKeH HauyuHaThes cioBamu «[Ipu3HaTh
YTPATHBIIHM CHIY ...ve. ».

B npuka3s He cienyer BKIOYaTh MyHKT «lIpukas 1oBeCTH 10 CBEACHHUA ........ ».

Bu3bl BKIIOYAIOT JOKHOCTH BHU3HMPYIOLUMX, JIMYHbIE MOIMNUCH, PACLIM(MPOBKY
MOANUCEN U JaTy.

INoanuceb COCTOUT M3 HAMMEHOBAHUS JOJIKHOCTH JIHLIA, MTOATKMCABILEr0 JOKYMEHT,
JTHYHOM NOANHKCH U pacu@poBky noanucH. [Iprkassl NOAMUCHIBAIOTCS AUPEKTOPOM HUITH
JUIOM, HCHOJHSIOWMM OOS3aHHOCTH [IUPEKTOpa (B NaHHOM CIydae YyKa3plBaeTcs
dakTryeckas JODKHOCTD U hamuius noanucasuiero) (ITpunoxenue Ne 4).

[Tpukassl 1Mo JUYHOMY cocTaBy odopmisiiorT Ha obwmx GnaHkax. B 3aronoske k
TEKCTY INPHUKa3a 110 JMYHOMY COCTaBy yKa3bIBalOT: O IIpHeMe Ha paboTy, o IepeBoje Ha
apyryro paboty, o0 yBoabHEeHMHM M T.A. B mnpukasax o JMYHOMY COCTaBy
KOHCTAaTHPYHOLIas YacTh MOXKET OTCYTCTBOBaTh. PacnopsiuTesibHas 4acTh IIpHKa3a
NENUTCS HA MYHKTHL. B TekcTe npukasza no MTHYHOMY cocTaBy (aMUNUs, UMs B OTYECTBO
paboTHHKA, B OTHOLLIEHHH KOTOPOTO H3/aeTcs NMPHUKa3, yKasbiBaeTcs 6e3 cokpaienui. B
MpUKa3ax O npueMe Ha paloTy HyXHO YKa3biBaTh HA KAKYIO [OJDKHOCTE, ¢ KAKOW MaTHl U
C KaKuMM OKJIaZIoM MpUHUMaeTcs paboTHUK (mpuioxkerHne No 5).

B npukazax o6 ocBOGOKACHUAN OT 3aHUMAEMOW NOIDKHOCTH YKa3blBAlOT CTATHIO
Tpynosoro konekca P®, Ha OCHOBaHHH KOTOPOH NPOU3BOJIUTCS YBOJIbHEHHE.

B npukase O HPeJOCTABICHUM OTIYCKA YKa3biBAKOT BHJ OTIYCKA, KONUYECTBO
MpefoCTaB/IsieMbIX AHEH U 1aThl Hayajla i OKOHYaHHS OTITyCKa.

TIpuKa3bl AMPEKTOpa MO KOHTHHIEHTY y4alUXCs MOrYT BeCTHCh PYKOMHUCHO B
KHUT€ TPHUKA30B, IIPX 3TOM JI0/KHbI HMETh BCE BbILICYKAa3aHHbBIC PEKBU3HTHL.

[1puKas 1o TMYHOMY COCTaBY JIOJIZKEH N0 KaXKA0MY Iy HKTY COlepKaTh OCHOBaHHUE,
B KOTOPOM YKa3bIBalOTCs JJOKYMEHTBI, [TOCTYKUBILIME OCHOBAaHHEM JJIS M3aHUs IPHKa3a.
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3.2. IIOJIOKEHMSL, ITPABIJIA, MHCTPYKLIUA

[TosnoxeHue MPUHUMAETCs B TOM CIIy4Yae, eC/Id B HEM YCTAHABIHBAIOTCS CHCTEMHO
CBS3aHHBIC MeK/Ty COOOM IPaBIIIA 10 BOMPOCAM, QTHECEHHBIM K KOMIIETEHLMH YUPEeIKICHHUS.
B npasuiiax ycranaBMBaroTes HOpMBI U TpeGOBaHHMS, 00sI3aTeIbHbIE [UIsI BBITOJHEHHS.
Tlonoxenus, npasuia 1 MHCTPYKLMH NPUMEHSIOTCS KaK CAMOCTOSTE IbHbIE [IPABOBBIE
aKThl, KOTOPbIE MOAMUCHIBAIOTCS AUPEKTOPOM JIHOO yTBepikaeHHe odopmisieTcsi B hopme
rpuQa yTBepIKA€HH WK ITyTeM U3JaHus NpHKasa 00 ux yTBepxkaeHuH (npuioxerue Ne 6).

Texct nonoxenns (MpaBuil, HHCTPYKLHH ) H3IAraeTCst OT TPETHErO JINLIA €TUHCTBEHHOTO
MM MHO)KECTBEHHOTO 4Hcia. B TekcTe HCNonb3yroTcs cioBa: «IODKEH», «CIeayeT,
«HEOoOXOAUMON, «3aNPeniaeTCHy, «He AOMYCKaeTCH».,

3aroioBOK K TEKCTY MOJIOKEHHs (MpaBHJI, MHCTPYKLMH) OTBeyaeT Ha Borpoc «O
4eM?»; 3arolOBOK K MHCTPYKUWH, COAepKalledl N0/KHOCTHbIe TpeOOBaHMS U IMOPAIOK
npoBeJeH:s paboT (IOKHOCTHAs MHCTPYKLHMs), oTBedaeT Ha Bompoc "«Komy?", unmm
"«Koro?" ([lomKHOCTHas HHCTPYKLHUS ceKpeTapio (cexperaps)).

KoHcTaTHpyIOIled 4acTbio MONOXKEHHs!, TPaBUJl, MHCTPYKLHMU CIYXKUT pasfeln
«O06mue MoJOXKEeHHs», B KOTOPOM YKa3bIBAlOTCS OCHOBAHUS Pa3pabOTKH, OCHOBHOE
HA3HAYEHNE HOPMATHBHOIO aKTa ¥ c(epa ero pacnpoCTpaHEeHUs, OTBETCTBEHHOCTH 3a
HapylleHUe yCTAHOBJIEHHBIX MPaBUJ U TEXHOIOTHIA.

OCHOBHOH TEKCT IIOJIOKEHMSA, IpPaBWI, MHCTPYKLUHH MOXET IENUTHCS HA IJIABBI,
ITyHKTBI ¥ NOAMYHKTHI. [ 1aBbI 10KHBI UMETh Ha3BaHUS.

['naBel HyMepyroTcsi pUMCKUMH Ludpamu. Hymepauus MmyHKTOB M IOIIYHKTOB
MPOU3BOAUTCS apabckuMu mudpamu (Hanpumep, 1.2., 1.2.1.).

3.3. IPOTOKOJI

[lporokon - nokymenT, pukcHpyowWwmnil X0 00CyKAeHHs BOIIPOCOB Y NPHUHATHA
pelleHUi Ha 3ace/laHMsIX KOJLIerHanbHbIX opraHoB. [IpoTokos cocraBisieTcss Ha OCHOBaHHH
3alMcel, NPOM3BeIeHHbIX BO BpeMs COBELUaHMs (3ace/aHusi), NPeACTaBIeHHbIX Te3HCOB
JIOKJIa/IOB ¥ BBICTYIUIEHHI, CIIPABOK, IPOEKTOB perueHuil 1 ap. Teker npoTokosia J0/KeH
OBITH TOATOTOBJIEH HE MO3/Hee YeM 4depe3 S Hel co JHs 3aceaHus (npunoxenue Ne 7).

[ToAMMHHWKK TPOTOKONOB W JOKYMEHTOB K HUM XpaHATCA B MOJApasAeNeHHd
MCITOJTHUTEIS.

TekcT npoTOKOIIA, KaK MPaBuii0, COCTOUT U3 ABYX 4acTeil: BBOJHOH M OCHOBHOJA.

Bo BBO/1HO#M YacTH 0(OpMIISFOTCS CEIYIOLLE PEKBU3HUTHI:

ITpencenarens wiu IpecenarenbCTBYHOLIMI

Cexkpetapb

[TpyCyTCTBOBAIH - CITUCOK TPHCYTCTBOBABLIMX MIJIM OTCBLIKA K [IPHIIAraeMoMy

CITUCKY

TPUCYTCTBOBABLLIMX

IloBecTka aHs

JIOKIaTUHUKH MO KaXKAOMY ITyHKTY [TOBECTKH JHA.

OcHOBHasi 9acTh IPOTOKOJIA COCTOMT U3 pa3lejioB, COOTBETCTBYIOIIMX ITyHKTaM
HOBeCTKH AHA. TeKCT Ka)kA0ro paszesia CTPOUTCS 110 CXEMeE:

CJIYILIAJIM - BBICTYTTWIHA - TIOCTAHOBWJIA (PELLIMJIN).

OcHOBHOE COJEpKaHKe JOKIAN0B ¥ BBICTYTUICHHH MOMEIaeTcs B TEKCTE MPOTOKONA
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WIM TNpUIAaraeTcs K HeMy, B IIOCIEIHEM ciydae JeaeTcs B TeKcTe CHocKa «TeKeT
BBICTYIUICHHs MpHJaraercs». IlocraHoBieHHe (pelueHue) B TEKCTE MPOTOKONA [1€4aTaeTcs
TIOJHOCTBIO; IIPH HEOOXOIMMOCTH NMPUBOAATCS UTOI'M IOJIOCOBAHUS.

Cozepixanne 0co60ro MHeH¥s, BEICKA3aHHOTO BO BpeMsi 00CYK/IEHHUs, 3alTHCHIBACTCA
B TEKCTE IIPOTOKOJIA 110CJIE COOTBETCTBYFOLLIETO [TOCTAHOBIECHUS (pEeLLeHNs!).

Homyckaerest hopMa COCTaBICHNS IPOTOKONA, PU KOTOPOH (PUKCUPYIOTCS TONBKO
MPUHATBIE [TOCTAHOBICHHS (PELICH s ) [0 COOTBETCTBYIOLIMM BOITPOCAM.

[IpoToKO/ MOANMKCHIBACTCS NpeNce]aTeIbCTBYIOUINM Ha 3ace/laHii U CeKPETapeM.
JlaTo# mpoToKo/a ABJsAETCA AaTa 3acelaHus.

IlpoTokos1am NpUCBaUBAOTCS MOPAAKOBBIE HOMEpPa B MpeZlesiax KaleHAapHOro roaa
OTZIEJIBHO 110 Ka)K/I0HM I'PYIITie MPOTOKOJIOB: IIPOTOKOJIBI 3aceIaHmi [e1arOriuecKoro coBera,
KOMHUCCHM, COBEILIAHMH M MP.

[TpoToKosBl COBMECTHBIX 3acelaHHii HMEIOT COCTABHBIE HOMEpPA, BKIIOYAIOIIUE
IMOPsIIKOBBIE HOMEPA IIPOTOKOJIOB OpraHM3alvid, NPUHUMABILMX YYacTHE B 3aCe/IaHHH.

Konuu nporokonos npu HEOOXOIMMOCTH pPACCHLIAKOTCS 3aUHTEPECOBAHHBIM
OpraHM3alusM | JI0JDKHOCTHBIM JIMLIaM B COOTBETCTBHHU C yKa3aTeJeM PacChUIKH; YKA3aTellb
COCTABMSIET W MOANMCHIBAET OTBETCTBEHHBIH MCIONHMTENb, TOTOBMBILHI PAaCCMOTPEHNE
Borpoca. Konuu nmpoTokos0B 3aBepsIOTCS.

IlpunsTeie peluenus 10BOAATCA OO MCIIONHUTENEH B BUE 3aBEPEHHBIX BBITHCOK H3
[IPOTOKOJIOB.

[IpoTokonbl nmeyaTaroTCs Ha CTAaHAPTHBIX JKMCTax Oymaru ¢opmara A4 U UMEIOT
CJIeIYIOLIHE PEKBU3UTHI:

HaumenoBanue yupeskaeHHs (COIIaCHO yUpeJUTeIbHOMY JOKYMEHTY ).

HanmenoBanue aoxkymenta — ciioso [ P O T O K O JI neuataercs or rpanuie!
BepXHero monas O kupHeIM pudrom Times New Roman, pasmep 16 B paspsigxy
BbIPABHUBACTCA [10 LEHTPY.

Bua 3acepanus (coset, cOOpaHHe, COBELAHHE) - OTAESAETCA OT MpeAbIayILero
PeKBH3HTa 2 MEXKCTPOYHBIMM UHTEPBAJIaMH, NIeUaTaeTcs yepes 1 MeXCTPOUHbIH HHTEpBaA U
BbIPaBHUBAETCS 110 LEHTPY.

JlaTa 1 HOMep NPOTOKO0./1a, MECTO NPOBEIEHHS

OcHoBHast 4acTh NPOTOKOJ1A

Kakaplii BOIpoC MOBECTKHU AHA HyMepyeTcs apabCko# Liudpoii, ¥ ero HauMeHOBaHHe
HauuHaeTcs ¢ npemiora «O» («O6»), KOTOpoe neyaTaeTcs OT IPaHHIIbI JIEBOTO MOJIA.

[Tox Bompocom 4yepe3 | HMHTEpBaJ YKa3blBaeTCs AOKIAAYUK (€ro JOIKHOCTb,
WHULIMAB] KIMEHH, 0TYeCTBa 1 haMuus).

3aTeM yKa3bIBaeTCs IPUHATOE [10 paccMaTpUBaeMOMY BOIIPOCY PeLLCHHE.

Hoanuch OTAEASETCsl OT TeKCTa 2-3 MEKCTPOYHBIMHA MHTEPBANAMM U BKIOYALT
HauMeHOBaHHe JIO/DKHOCTH JIMLE, [peCenaTe/IbCcTBOBABILEro Ha 3acelaHuy (COBELaHHH),
ero JTMYHYIO MOIKUCH, PACLIH(POBKY MOANMMUCH (MHULIMANB] U (pamuins)

3.4. CJIY’KEBHOE INCbMO

3.4.1. CiiyxeOHble MUChbMa B YUPEKAEHHH TOTOBATCH:
- KaK OTBETHI Ha [MOPYYEHNS, 3aIIPOCh] OPraHOB MCIOIHUTEbHO-PACTIOPSIUTEbHOM
BJIACTH panOHa, Kpas ¥ T.1.;
- KaK OTBETHI Ha 3aIpOChl NPeANPUATHI, OPraHu3aiui, YJaCTHBIX UL,
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- KaK MHMLIMATUBHBIE [TMChMA.

3.42. CpokH MoAroTOBKM OTBETHBIX IHCEM YCTAHABIHBAKOTCS HA OCHOBAHUM
MMEIOLIUXCSl CPOKOB MCTIOJTHEHHUS WITH 110 PELICHUIO aBTOPa PE30JIHOLHH.

TeKcTbl OTBETHBIX MHCEM JIOJDKHBI TOYHO COOTBETCTBOBATS 3a/[aHMSM, 3a(MKCHPOBAHHEIM
B PE30/IIOLUU PYKOBOAMUTEIIS.

3.4.3. CimyxeOHble MMCbMa MevyaTaloTcs Ha CTaHAapTHBIX O1aHKkax ¢popmata A4. [Tpu
oopMIIeHHH THCbMa Ha ABYX M Oojiee CTpaHHUIIaX BTOpas M MOCIELYIOLIHE CTPAHUIBI
HyMEpYyIOTCS TIOCepeIMHE BEpXHero (HW)KHEero) mnosis nucra apabCKuMu Ludpamu
(mpunoxenue Ne 8).

3.4.4. Texcr nucbMa M3J1araeTcst OT 3-ro JIML@A €IMHCTBEHHOIO YHCIIA.

Tekcr nucbMa, Kak MpaBUiIO, COCTOMT M3 ABYX 4acTed. B nepBoit yactu u3naraercs
[PUYUHA, OCHOBAHHE WK 000CHOBAHKE COCTABNEHUSA MMCHMA, IPUBOAATCS CCHUTKH HA [IOKYMEHT,
SABJISFOLMHCS OCHOBAHHEM NOArOTOBKH nKckMa. Bo Bropoii yacTH, HauKuHaroeics ¢ ab3aria,
MOMELIAIOTCS BBIBO/BL, IIPE/UIOKEHHS, IPOCHObI, PEILIeHHS U T.1.

JlaToi ricbMa SIBIeTCA Aata ero MoIMCaH s,

Cny»xeOHble MUChMa MOAMUCHIBAIOTCS AUPEKTOPOM Y YpeKICHHSI.

[TuceMO - NOATBEPIKACHHE COCTABIISICTCS A1 COOOLLIEHUS, YTO JOKYMEHTHI (ITHCh-
MO, TeJlerpaMMa, HHCTPYKLHS) OCTAIOTCS B CHJIE, @ TAKXKe 15l TIOATBEPIK/AeHHS JOKYMEH-
TOB WJIH TeJIE(OHHOIrO pasroBopa.

['apaHTUHHOE MHCBMO COCTaBJsieTCs C LEJIbI0 TOATBEPXKAEHHUS OIpe/eleHHbIX
obelliaHuii ¥ afipecyeTcs yUpeKACHHUIO UK OTIe/IbHOMY JIHILLY, HallpUMep:

B nopsjike okazaHus TEXHHYECKON [TOMOILHU IIPOCUM ........... Omuiaty rapantupyem.
Haw pacyeTHsI# cYer ..........

JMpeKTOp IIKOJIbI OANUCH paciudpoBKa NOANUCH
[ naBHBIl Oyxrairep MIOJITUCH pacluupoBKa MMOAINHUCH

[TCcEMO - HAaTIOMUHAHUWE N0 coiepKanuio npudnuxaercs k tenerpamme. O0sr4HO
OHO COCTOMT M3 OJHOIO NPEJIOKEHHUS, HalpuMep:

HanoMuHaeM, 4TO 110 [JIaHy COBMECTHBIX paboT Bbl JO/KHEI TPEIOCTaBUTh OTYET
He nosanee 05.05.2017.

JIMpeKTOp LIKOJIbI MOJIMTUCH pacir(poBKa NOATHCH

V3BemieHne - NOKYMEHT, B KOTOPOM O 4eM-1u00 M3BELIaeTcs WM 4YTO-HUOYIb
yTBepikaaercs. TeKCT n3BelLIeH s, AB/ISIOLIEr0Cs OTBETOM Ha 3alpoc, HAYWHACTCSA CO
CJIOB: «YBa)XaeMblH ...... coobimaemM Bamy, «JloBoaum no Baiero cBeieHus ........ »,
«CraBum Bac B u3BectHocTh». Hanpumep:

Coo61aem, 4To 3anpoineHHble BaMu komuu 10KyMeHTOB Oy/1yT BbICIaHBI 10
20.07.2017.

JIMpeKTOp LIKOJIbI MTOATMUCH paciud@poBKa IMOANKUCH
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Texet nsBelnenns, *HQPOPMUPYIOLLETO O MPE/CTOSILEM MEPOIPUATHH (3aceJaHUH,
CODpaHuK, KOHPEPEHLNH) C [Pe/I/I0KEHHEM IIPHHSTL B HEM y4acTue, HauuHaeTcs ¢ o6pa-
LI€HHA, €CITH OHO a/IpECOBAHO KOHKPETHOMY JIULYY UITH ¢ IPOCch00ii O HalpaBAeHHH NTPe/-
CTaBUTeNIs I y4acTHs B MEPONIPUATHH (€CJIM OHO a/ipecoBaHo opranu3anuu). Hanpumep:

[Tpocum 3aHHTEpECOBaHHBIX JIML OPraHH3aLHHU IPUHATE Y4acTHE B 3acedaHUH
KOMHCCHH.

JIMpeKTop 1KOIbI MOAIUCH paciudpoBKa MOIIKUCH.
HudopmaumoHHOe MUCbMO - pa3HOBHIHOCTh W3BelleHus. Llens Takoro nucsma

3aK/II04YaeTcss B CBOEBPEMEHHOM HMH(MOPMUPOBAaHMH [PYroro YYpeKAEHHS HIH
3aMHTEPECOBAHHOIO JMUa B cBeplueHuH dakta. TekcT HMHOOPMALKMOHHOIO NHCHMA
HayMHAETCs co
cinoB «Coobuiaem......... ».

VIHMLIWaTHBHOE NMUCHEMO MOJKET M3J1araTh TEKCT HIIM YacTh TEKCTa JOKYMEHTA
BBILLECTOSALIErO OpraHa Ui UMETh, B KaUeCTBE MPHUIOKEHHUS K HEMY, ITOJHBIH TEKCT
nokyMeHTa, CpoKd MOAroTOBKH HHULIMATHBHBIX MTHCEM OINpPene/IA0TCs PYKOBOIUTEIEM.

3.5. TEJIEQOHOT'PAMMA

TenedoHorpaMmbl pekoMeHAyeTCsl HCIONB30BaTh AJsi ONEPAaTHBHOIO pelleHHs
BOIIPOCOB B Cly4asiX, Korja cooliieHus, nepegaBaembie no TtesiedoHy, TpeOyroT
nokyMeHTanpHOro ohopmienus. TenehoHorpaMMamMu repeiaroTcs HECI0KHbBIE TEKCThI
(mpurnaleHus Ha 3aceJaHusi, COBELLAHUs, BCTPEYH ).

OCHOBHBIMU  peKBU3UTaM¥ TenedOHOrpaMMBbl  ABISIOTCA: Ha3BaHWE BUMA
JOKyMEHTa; HAUMEHOBaHUe YUpeKICHUs; 1aTa; HOMep; HHULIMAJIbI U QaMHUIINA afpecara;
TEKCT; JOJOKHOCTh, HWHHLHMANBI W (GaMUIMM [OAMHUCABLIETO Teae(pOHOrpaMMy;
NOJDKHOCTH, MHULKAIE W (aMUIMHK, TepelaBliero U MNPUHABIIEro TenedoHOrpaMMy;
HOMepa Teje()OHOB, 1O KOTOPBIM MepeJaeTcs M MPUHUMAaeTcs HHGPOpMAlMs; Bpems
npueMa ¥ nepeauu tTenedoHorpammbl (npunoxenne Ne 9).

TenepoHorpamMma cOCTaBIAIOTCS B OJHOM 3K3EMIUIAPe ¥ MOANUCHIBAETCS
IMPEKTOPOM MJIM OTBETCTBEHHBIM HCIIOJHUTEJIEM, IIOC/IE Mepeaady OCTaeTcs B Jaelne y
ceKkpeTaps.

Ecnu TtenedoHOrpamma IepejaeTcsi HECKONbKMM ajpecaraMm, K HeH HO/KeH
NPWIAraThCs WX CIKCOK ¢ YKa3aHWeM HOMEPOR TeledOoHOB.

JlaToit TenedoOHOrpaMMBl SBIIAETCs Aata ee nepeaadu. Odopmienue u nepeaady
Tene()OHOrpaMMBbl OCYILIECTB/ISET CEKPETaph.

3.6. AKT

AKT - JIOKyMEHT, COCTaBIISIEMbI HECKOJBKMMH JHMLAMH M [OATBEPKAAOLIH
yCTaHOBJIEHHbIE (haKThbl U COOBITHSI.

AKT COCTABJISETCS KOJIETHANBHO (He MeHee IByX COCTABHTENEH ) UITK CIIETUANBHO
YII0JJHOMOYEHHBIM JAODKHOCTHBIM JIMLIOM M0 pe3y/ibTaTaM MPOBEPKH, PEeBU3HH, pUeMa-
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repeaayu e, IPOBEPKH HaJlHWYKs, HHBEHTapHU3aLUU U JIp.

AKTbl oopMmislOTCs Ha Onanke YupexkaeHus. B 3aronoBke akrta cliefyer
yKa3bIBaTh Ha3BaHHE HJIH KPATKOE COJAEp)KaHHe aKTHPYeMOro (akTa Uil cOObITHS.

TexcT akTa COCTOMT U3 ABYX YacTei: BBOAHOW H OCHOBHOM.

Bo BBOHOIT yacTH aKTa yKa3pIBaeTCsl pacnopsAnTeIbHbIH JOKYMEHT Ha OCHOBAHHH
KOTOpPOTO axkTupyercst ¢axt, coOpitvie wam jeiicTsue, ero Homep M jara. Ilpu
MIEPEYMCIIEHUH JIHLl, YYAaCTBOBABILMX B COCTABIEHUH aKTa, YKa3bIBAIOTCS HAUMCHOBAHHA
NOJDKHOCTEH ¢ 0003Ha4YeHUeM opraHu3aluuu, GaMUIdUd U UHULKANGL (B UMEHUTEIIEHOM
nagexe). Ecau akr cocraBieH KOMMCCHEH, TO MepBbIM YKa3bIBA€TCS IpeceaaTellb
KOMHMCCHH.

B oCHOBHO#M 4acTH aKTa U3J1araroTcs yCTaHOBIECHHBIE (paKThl, CYLIHOCTb, XapaKTep
NpOBEAEHHON paboThl, a TaK)Ke BBIBOJBI, IPEIOKEHHS U 3aK/TFOUEHHS.

TexcT aKkTa 3akaH4YMBaeTCA CBEJCHHAMH O KOJIMYECTBE YK3eMIUIIPOB H MECTe HX
Haxoxaenus. KonudecTBo  3K3eMIUIIPOB  aKTa  ONpefensieTcss  KOJIHYeCTBOM

3aUHTCPECOBAHHLIX CTOPOH WM HOPMATUBHBIMU JOKYMCHTAMH, PCrIaMCHTHPYOIIUMHU
COCTABJIEHME aKTa, HAIIPHMEDP:

CocrasiieH B 2-X 3K3eMILIsIpax:
1-# sx3eMIusp - OyxranTepus komurera 00pa3zoBaHus;
2-1i 3K3eMIUISp - B [1eN10 (YKa3biBaeTCs HOMEP Jesia 1o HOMEHKIIaType).

3.7. AOKJAJTHAS (COAYKEBHAS) 3ATIMCKA

HoknagHasa  (cayxebHas) 3amucka - JOKYMEHT, aJpECOBAHHBIN AUPEKTOPY
YypexaeHUss MWIM BBILIECTOALIEMY YUYPEXKACHHIO, COAEpKallui
o0cTosTeIbHOE U3TIOKEHHE KakKoro-aubo BOmpoca ¢ BBIBOJAMH H
npe/UioKeHUsIME  cocTaBuTeNs (npunoxerue Ne 10).

JloknaaHeie (ciy'keOHbIE) 3alMCKM MOTYT OBITH BHYTPEHHHMMH W BHEIIHHMH.
BHyTpeHHsis noknanHas (cnyskeOHas) 3amucka, ajpecyemas AUPEKTOpY YupexIeHHs,
oopmisercs Ha aucte (opmara A4, N10/DKHA UMETH MOJANKCH COCTaBHUTEJA, ATy M
3arofloBOK K Texcty. Ecnu noknanHas (cnyxeOHasi) 3anucka WUCXOMUT OT UMEHH
YUYpeKIeHMs, TO OHA IevaraeTcs Ha OJaHKe y4YpexxJeHHs, MMOAMHCHIBAETCS AHPEKTOPOM
YupexaeHus, UMEeT AaTy, UCXOAAIIMNA HOMED, 3arojI0BOK K TEKCTY.

TekcT noknagHoM (ciyxeOHOM) 3aIUCKU COCTOUT U3 IBYX YacTel. B nepBoii yactu
(BBOIHO#) u3siararoTcs GakThl U MPUBOAUTCS UX aHA/IW3, BO BTOPOH - NeJIat0TCs BbIBO/IBI
U TPEUIOKEHHUS.

4, IPMEM, PETMCTPALIASL, NOPSAOK NMPOXOXKAEHUA JOKYMEHTOB,
NOCTYHNAKOLIIHUX B YYPEXK/IEHUE

4.1. IPUEM U PETUCTPALINUS JOKYMEHTOB

[IpueM u crneuuansHas o6paboTka JOKyMEHTOB OCYILECTBIAETCS CEKpeTapeM
VYupexnenus. Ilpn 2Tom mpoBepseTcs NpaBHIBHOCTh /JOCTABKH, LEIOCTHOCTh
KOHBEPTOB, ynakoBku. OmnbO0o4YHO AOCTAB/IEHHAS KOPPECTIOH/CHIIMA BO3BpAiiaeTCs B
OT/Ie/IEHHE CBSI3U UM NEePEeChlIaeTCs 110 Ha3HAYEHHIO.
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Ecnun npu BCKpbITHH KOHBepTa Oy 1eT 06HapyKeHO ero MoBpesxkIeHHe, OTCY TCTBHE
AOKYMEHTOB HJIH IPUIOKEHHH K HHM, HECOOTBETCTBHE HOMEpOB, yKa3aHHbIX Ha
KOHBEPTE, HOMEPAaM BJIOKEHHBIX HOKYMEHTOB, TO 00 3TOM COCTABISETCS aKT B JABYX
IK3EMILIAPaX, U3 HUX OJIMH 3K3eMIUIADP HANpaB/IseTCs OTIPABUTENIO, 8 BTOPOi XpaHUTCA
B YUPEKICHHH.

KonBepTbl yHHYTOXKAIOTCS, KpOME ClIy4yaes, KOr/a TOJABKO 0 KOHBEPTY MOXKHO
YCTAHOBUTH aJlpec OTNpaBUTE/s MIM JaTa, NPOCTaBIeHHAsd Ha OOKYMEHTE, Pe3KO
pacxoAMTCA C AaTON B LUTEMIIeNe Ha KOHBepTe (KacaeTcsi 0co00 BaKHBIX TOKYMEHTOB).

Best mocTynuBiuas KoppecrnoHAEHUMs COPTHUPYETCs HAa PEerucTpUpyeMylo U He
MOAIEKAILYI0 PErUCTPALMM COTNIACHO [EPEYHI0 HEPEerUCTPUPYEMBIX TOKYMEHTOB
(npunoxenne Ne 11),

Ha nocTynuBIIMX M noanexalldx perucTpalMy JOKYMEHTax B HIJKHEM IPaBOM
yIily TIEpBOI0 JIMCTA NPOCTABIIAETCS PErUCTPALMOHHBIN HOMep (110 JKypHaIy BXOASIIEH
KOPPECIOHACHLIMM) U JaTa MOCTyIUIeHus. Perucrpauus BXoaslled KOPpPeCcHoHIeHLHH
OCYLUECTBIISIETCS B JKyPHaJle perucTpaluy BXOASILEH KOPPeClOHAeHUNH (TIPUI0KEHHE
Ne 12).

JlokyMeHTBl [MO/KHBI NepeaBaThes AUpPEeKTopy YupexaeHus (Wnd Nuiy ero
3aMeLIaEeMy ) B IeHb UX MMOCTYIJIEHHUS.

[Ipu 3anonHeHMH IKypHala [JO/DKeH COOJIIOJAThCs CHEAYIOIIMNA  [OPSJIOK
3aroJHeHus rpag:

- B rpade «Jlara MocTymieHHs M MHIEKC JOKYMEHTa» I[IpOCTaBiIsfeTcs JaTa
MOJIYYEeHHS ¥ UHJEKC, IPUCBOSHHBIN JOKYMEHTY, COCTOSALLMN U3 ITOPAAKOBOIO HOMEpa U
HOMepa 110 HOMEHKJIaType e YYPeKIAeHUS;

- B rpage «KoppecrnoHAeHT, gaTa U HHAGKC MNOCTYNUBLICTO JOKYMEHTa»
yKa3blBaeTCs HaUMEHOBAHWE OpraHu3alli¥, OTKyJa I[IOCTYNHJ [OKyMEHT, jJaTa
JIOKYMeHTa (YHCJIO, MeCALl, I'0J1) U HOMED, IPUCBOCHHBIN eMy YUYpexKIeHUEeM-aBTOPOM;

- B rpade «KpaTkoe cogepkaHuey yKa3blBaeTCs BH/, 3ar0JIOBOK JOKYMEHTA, & IpH
€ro OTCYTCTBHUH U3J1araeTcs KpaTKoe coleprKaHue JOKyMEeHTa,

- B rpady «Pe3omronus» NepeHOCUTCs Pe30IIOLHs C JOKYMEHTa;

-B rpade «Ormerka 00 HCIONHEHMH» OTpakaeTcs pelleHHe BOIpoca II0
CYLLECTBY, AaTa U HHAEKC OTBETHOTO JIOKYMEHTa, Pe3y/IbTaThl HCTIOHEHHUS.

Besa Mcxonsmas AOKYMEHTALMS PEerucTpupyeTrcss B JKypHale€ perucrpaunud
MCXOsLIeH KoppecnioHAeHIMH (punoxenre Ne 13);

- B rpade «/lara u MHAEKC NOKYMEHTa» MPOCTABJIAETCS MHIEKC, IPUCBOCHHBIN
JIOKYMEHTY, COCTOSIIMHA H3 HOMEpa MO HOMEHK/IaType Jejl U IMOpSAAKOBOTO HOMepa,
HanpuMep Ne 01-10/17, 1 nata 1OKyMeHTa,

- B rpade «KoppecnoHIEHT» yKa3blBaeTCs HaWMMEHOBaHWE OpraHW3aluHu, KyJa
Harpas/ieH JI0KYMEHT,

- B rpade «KpaTkoe conepxaHne» yKa3plBaeTCs BUJ, 3ar0JIOBOK JOKyMEHTa, a IIp1
€ro OTCYTCTBHH M3/1araeTcsi KpaTkoe CoAepKaHue;

- B rpade «Otmerka 00 HCIOJHEHHH AOKYMEHTa» YKa3bIBaeTCs (GaMuIIus
UCTIOTTHUTEIA.

Wcxonsinas KOPPECNOHIAEHLIMS OTNPABISeTCs [0 Ha3sHAYEeHWIO B JeHb ee
MOANKUCAHUS, a TEJerpaMMbl U CPOYHAs KOPPECIOH/IEHLIMS - HEMEUJIEHHO.
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4.2. KOHTPOJIb HCIIOJIHEHHUSI AOKYMEHTOB

Llenblo  KOHTPOJA  HMCIIONHEHHsT  JOKYMEHTOB  sBIseTcs  obecreyeHue
CBOEBPEMEHHOIO0 M KAYeCTBEHHOI'O MCIIOJIHEHHA IOPYYeHUH, 3a()UKCHPOBAHHBLIX B
nokymeHTax. KOHTpouIro noasiekar Bce 3aperucTpUpOBaHHbIe JOKYMEHTHIL.

Hcnonnenne [0KYMEHTOB MO IOpY4YEeHHIO [JUpEeKTOpa YYpeXAeHHs H ero
3aMEeCTUTENIeH OCYILECTBIISIET CEKpeTaph Y YpeskAeHHUS.

Cpoxu HCMONHEHUS JOKYMEHTOB HMCYUCHSIOTCS B KANCHAAPHBIX  JHAX
NOCTYNUBIINX M3 BBIIIECTOAIIMX OpPraHM3alMii ¥ BHYTPEHHHUX - C OAThl MOAIMHCAHHS
(yTBepKIEHHs) AOKYMEHTa, a MOCTYNMBILMX M3 JPYTHX OpraHu3auuid ¥ oOpalleHui
rpaXkJaH - ¢ JaThl UX NMOCTYTUIEHUS.

CpokH HCNOJHEHHS JOKYMEHTOB OIpPEAeSIOTCS JIUPEKTOPOM  YupeXxaeHHs,
MCXO/Is1 U3 CPOKA, YCTAHOBJIGHHOIO OpraHU3aLueil HarnpaBUBLIeH JOKYMEHT, HIIM CPOKOB,
YCTaHOBIIEHHBIX 3aKOHOJATEIECTBOM.

JIOKyMEeHTBI OAJIekKAT UCIIOIHEHHIO B CISIYIOLIHE CPOKHU:

- C KOHKPETHOH NaTO# UCMOJIHEHHUS - B YKa3aHHBIH CPOK;

- 0e3 yka3aHHMs KOHKPETHOH AaThl UCMOJHEHHsS, HMEKILHE B TEKCTe MOMETKY
«CPOYHO» - UCMIOJHAKOTCA B 3-JHEBHBIN CPOK; HMEIOLLIHE TOMETKY «OlepaTuBHO» - B 10-
JIHEeBHBIN CPOK, OCTaJbHbIE - B CPOK He Dolee Mecsua.

JIOKyMEHTBI, B3Thl€ Ha KOHTPOJIb JUPEKTOPOM Y UPEIKACHHS, OTMEYat0TCs 3HAKOM
«K». 3nak xouTpons «K» npocrasnsiercs Ha 1eBOM BEpXHEM I10J1€ ClIeBa OT 3aroJIoBKa K
TEKCTY JIOKyMEHTA.

CpoK HMCHOJHEHHUs] JOKYMEHTa MOXeT OblTb M3MEHEH TOJBKO JIHIOM,
YCTQHOBHUBILIIUM ITOT CPOK, MPU HAIUYMU OOBEKTUBHBIX MPHUYUH, HW3I0KEHHBIX
UCIIOJIHUTENIEM B MTUCHbMEHHOM BHJIe, HE [103/Hee, 4eM 3a 3 JHs [0 MCTe4YeHHUs cpoka
ucrnojiHeHusi. ViameHeHHe NOKYMEHTHUPYETCsi - IIPOCTAB/SETCS HOBBIM CpOK, Jara
M3MEHEHHUS W MOAIUCH. M3MeHeHHs] BHOCATCS B pPerucTpallMOHHBIN KypHan B rpady
«Ormerka 00 ucnonHeHuw». CPOK UCTIONHEHUSA JOKYMEHTOB BBIIIECTOAIIUX OPraHOB,
TpeOyIOLIHMX OTBETA, MOXKET OBITh MPOAJIEH TOJIBKO C COIJIACHS 3TUX OPraHOB.

JIOKyMEHT CYMTAeTC UCIOJHEHHBIM M CHHUMAercss ¢ KOHTPOJs IIocie
JOKYMEHTHPOBAHHOTO MOATBepKAeHUs ucnonHenus. Ha noxymente npocrasisiercs
OTMETKA 00 MCITOJIHEHUH U MOAIMUCH JTULA, [I0ATBEPKAALOLLETO HCITOJIHEHHE.,

Pe3ynbTaThl MCMOJNHEHHsT KOHTPOIMPYEMbIX JOKyMeHTOoB obobmiarorcs 1 pas B
MECSIL ¥ JOK/IaAbIBAIOTCS AUPEKTOPY Y YpexKIeHHUs.

4.3. PABOTA C OBPALIEHHUAMH I'PAZK/IAH

J1elonpoM3BOACTBO IO  3asABIEHHAM, OOpalleHHMsM TIpakiaH, Y4YpeKAeHHH,
OpraHu3alliid, MPeANpUATHH 110 COLMATbHO-IIPaBOBLIM BONPOCAM BeJeTCs OT/AEIbHO OT
of11ero Aea0nporu3BO/ICTBA.

Bce noctynMBILIKE 3asBICHUS PaXKIaH M 3allpOChl YUPEKJAEHUN perHCTpUPYOTCS
B JKypHalle perdCTpal{H 3alpocoB YYPeXKIEHWH M 3asBlIeHWH rpak[JaH COLHAIbHO-
MpaBoBOro xapakrepa (rnpuioxernue Ne 15).

3asBIeHUs MpaXKIaH U 3aIpOoChl yUpeKAeHHH HCTIONHAIOTCA B TeueHue 30 aHei co
JUHA MTOCTYIIJIEHUS.

B Tex ciry4asx, Koraa aJisi OTBeTa HeoOX0 UMbl CBEJIEHHS U3 JIPyTHX OpraHH3alui,
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CPOKH HUCIIOJIHEHHUS] MOT'YT OBbITh POUIEHBl JUPEKTOPOM yupeXkIeHHUs, HO He Goliee ueM
Ha | Mecsl, ¢ coobLIeHHeM 00 ITOM ULy, MoAaBLIEMY 3asBAeHHE.

Ha kaxaom oOpallleHHH mnocjie OKOHYAaTeNbHOrO pEeIeHMs M €ro HCIOMHEHHS
10JI7KHA ObITh OTMETKa 00 UCIIOJIHEHHH.

[lucbMa rpaxaaH, KONHM OTBETOB Ha HHMX M JOKYMEHTHI, CBA3aHHBIE C HX
paspelieHreM, GOPMHPYIOTCS B [€jIa B COOTBETCTBHH C yTBEPKAEHHOH HOMEHKIIATYpPOi
NeJ1 YUPexKIeHHUS.

YcrHple oOpalleHHs paccMaTpUBAKOTCA B T€ )K€ CPOKHM, YTO YCTAaHOBIEHBI IS
ITMCbMEHHBIX OOpallleHui, 1aeTcs MUCbMEHHBIH OTBET.

5. OPTAHM3ALUSA JOKYMEHTOB B IEJIOITPOU3BOACTBE
5.1. COCTABJIEHUE HOMEHKJ/IATYPbLI IEJ

B uensx npaBuiabHOro (OpMHpOBaHHA Jen, ONEpPaTUBHOTO IMOMCKA H ydeTa
JIOKYMEHTOB COCTaBJIA€TCA HOMEHKIATypa Aell.

Homenknarypa gen - 3To cneuuManu3MpOBAaHHBIA NepevYeHb 3arojOBKOB [ell,
3aBO/IMMBIX B JIEJIONIPOM3BOJICTBE YUPEXKACHUAM C YyKa3aHUEM CPOKOB XpaHEHHS,
0(OpMJIEHHBIH B yCTAHOBJIEHHOM nopsiike (rmpunoxenue Ne 14),

Homenxknatypa nen YdupexaeHus cocrtaBigercs cekperapeM. IIpu coctaBieHHH
HOMEHKJIaTypbl Je clIedyeT pyKoBoacTBOBaThcsid (OCHOBHBIMH MpaBHJIaMH pPabOTHI
apxuBoB opraHuzauuit (M, 2002), ycraBom YupexxiaeHHs, LUTATHBIM pPacllHCaHHUEM,
miaHaMu ¥ orderamMu o pabote, IlepeuHeM TUNOBBIX YIpPaBIE€HYECKUX JIOKYMEHTOB,
00pa3yloluXcst B JACATENIbHOCTH YUpeKIeHMs, C yKa3aHueM CpokoB XpaHeHus (M.,
2000).

HomeHnknaTtypa aen yTBepK/Jaercs AMpPEeKTOpOM YupexkIeHHs U BHelpsieTcs B

JIeJI0NIPOU3BO/ICTBO.
Homenknarypa aen YupekaeHHs YTOUHAETCA B KOHLE KakKJ0ro rofa U yTBEpPXKAAeTcs
aupeKTopoM ¢ | sHBaps crenyromero roga. HomeHknatypa aen yupexaeHus MoanekKuT
COMTaCOBAHHIO C apXMBHBIM YUYpeXJIeHHEeM OJMH pa3 B 5 ner. B ciayyae KOpeHHBIX
U3MEHEHHH (YHKLUMH, CTPYKTYphbl YUYPEXKIEHHS OHa IOAJIEKHUT I[1€PecOCTaBIIEHHIO,
COTJIACOBaHHMIO M YTBEPKICHHUIO HE3aBUCUMO OT CPOKa €€ COrIaCoOBaHMS.

B HOMeHKIaTypy Aelsl J0/DKHBI ObITh BKIKOYEHBI BCE 1€J1a U IOKYMEHTBI, KOTOPBIE
OTpakaroT JOKYMEHTHPOBaHHbIE y4acTKHM pa®oThl. 3arojIOBKM el 110 BONpocaM, He
paspellieHHbIM B TeuYeHHe OJHOro roia, SBISIOTCA IMEepeXOMAllMMH W BHOCATCS B
HOMEHKJIATypy JAeJ CleAylollero roja ¢ TeM e HHIEKCOM. He BkmouaioTcs B
HOMEHKJIATYpY JeJI 3ar0JIOBKM NeYaTHBIX W3/1aHUH.

PazgenaMu HOMEHKJIATypbl /el SBISAIOTCS  HANpaBlIeHUs  JeATeIbHOCTH
yYpeXxICHHs, pacrojaraeMble B CIEIyIOLIEM I[OPsIKe: PYKOBOACTBO H KOHTPOIb,
y4yebHO-BocnHUTaTENbHAsA paboTa, paboTa ¢ Kaapamu, TeXHHKa O€30MacHOCTH M OXpaHa
TpyAa. 5

Kaxxnoe 1eno, BKIIOYEHHOe B HOMEHKIATypy JeJ, A0JUKHO HMETh ONpeaeIeHHbIA
uHAeke. MHeKe Jena B HOMEHKJIAType COCTOMUT M3 MHJeKca (HoMmepa) HalpaBlIeHHS
NesTe/bHOCTH, TPUCBOEHHOTO eMy, M MOPsJKOBOr0 HOMepa II0 HOMEHKIarype. B
HOMEHKJIaTypy A€ TCEKywero roJa IIpH HEOﬁXOﬂHMOCTH BHOCAT
NOTIOJIHUTEJIBHBIC J1€)1a, Ul KOTOPBIX OO/DKHBI OBITH INPENyCMOTPEHbl pe3epBHBIE
HoMepa. [To OKOHYaHHH JIeNIONIPOU3BOICTBEHHOIO I'0/1a COCTABJISAETCS UTOrOBAas 3aIUCh O
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KaTeropu U KOJIHYECTBE Ji€JI, 3aBE/ICHHbIX 3a UCTEKLIMH Irojl B YUPCKACHHH.

32. ®OPMHUPOBAHME Y O®OPMIIEHUE JE B JIE/IONPOHU3BOACTBE

3aKkoHYeHHbI€  JEJIONPOM3BOACTBOM  JOKYMeHThl (OPMHpPYIOTCH B Jela.
QopmupoBaHHe JeNl - 3TO TIpYMNNHPOBKA HCIIOJHEHHBIX JIOKYMEHTOB B Jiefla B
COOTBETCTBHHU ¢ HOMEHKIIaTypoii aei. [Ipu hopmupoBanuu nen HeoOXoauMo coO0IaTh
Clie[lylOlllie TpaBWjia: IOMelarb B Jel10 TOIBKO HCIIOJHEHHBIE, IPAaBUIBHO
o(opMIIeHHBIE JOKYMEHTBI B COOTBETCTBHH C 3arojJlOBKaMH JeJ 10 HOMEHKIAType;
MmoMelaTh BMeCTe BCE JOKYMEHTBI, OTHOCALIMECA K paspelleHHI0 OJHOI0 BOIpPOCa;
rpyNnupoBaTe B JAENO AOKYMEHTbl OJHOIO KaJjeHZApHOro ToJia, 3a HCKIIOYEeHHEM
NepexXOAsAILIMX [eJ1; Pa3/e/IbHO FPYNITUMPOBATh B [€/1a 10KYMEHTBI [IOCTOSIHHOTO XpaHEeHHS
U BPEMEHHBIX CPOKOB XpaHeHHMs. B 1eno He J0/KHBI MoMeulaThes [IOKYMEHTBI,
NoUIeXKallne BO3Bpary, JUIIHHE 3K3EMIIIAPbI, YePHOBUKH; /1€J10 He JOJDKHO IPEeBBIIIATh
250 nucros. I1pu Hann4auu Gonsiuero (250) konuvecTBa JTMCTOB /€0 MMOpa3ieiseTcs Ha
TOMA.

JlokyMeHTBl BHYTpM [leJla paclojiaraloT B XPOHOJIOTHYECKOH, BOIPOCHO-
JIOTMYECKOH MOCIe10BaTEeIbHOCTH WM UX COYETAHHH.

IIpukasbl 110 OCHOBHOW JE€ATEIBLHOCTH (JOPMUPYIOTCS OT/EIBHO OT IPUKA30B IO
AuYHOMY coctaBy. [IpPOTOKONBI W JOKYMEHTHI K HHM pAaCIoNaraioTcsi B JeNie B
XPOHOJIOTMYECKOM MOPsI/IKE 110 HOMEPaM MPOTOKOJIOB.

JIOKyMEeHTBI B JIMYHBIX Jle/1aX pacrojiaraloTes rno Mepe Ux rnocTyruieHus. JInueBsre
cyera 1o 3apabOTHOM niaaTe pabOTHHUKOB I'PYNIUPYIOTCS B A€71a 3a KaJleHAapHbIi rox 1
pacrnosararTcs B HUX 1o anpabButy paMuiInil paboOTHUKOB.

[lepenucka rpynnupyercs, Kak IMpaBHIO, 3a KaJeHOApHBIA rox
U CUCTEMATU3HUPYETCs B XPOHOJIOTHUYECKOH M0C/Ie10BaTeIbHOCTH, JOKYMEHT - OTBET
MoMeIlaeTcss 3a JOKYMEHTOM - 3arnpocoM. lIpu BO300OHOB/IEHMH MEpenucKU
110 OTIpeJIEIEHHOMY BOITPOCY, HauaBIleHcs B MpeAblAyIIeM rofy, 10KYMEHTHI
BKJIFOYAIOTCS B JIENIO TEKYHIEro rojia ¢ yKa3aHueM HHAeKca fesa Npeablay ero roja.

5.3. XPAHEHHUE U UCITOJIb30OBAHUE JOKYMEHTOB B AEJTOITPOU3BOJACTBE

C MOMeHTa 3aBeJleHHUs B AEONPOU3BOACTBE U 10 NIepe/layd Ha rocy/1apcTBEHHOE
(MyHMLMNIANIBHOE) XpaHEHHWE JeNia XpaHATCs B YYPSKISHHSX 1O MecTy uX
(GopMHpOBaHHS WK B CTIEIHATBEHO OTBEICHHOM [UIsl 3TOTO MOMEIEHHH - apXHUBE,

Jlena, nHaxonsiupecs B pabounxX ¥ CHELMATBHO OTBEICHHBIX UL XPaHEHUs Jel
MOMELLEHHMAX, MMPeIOXPAHSIOLUIMX AOKYMEHTBl OT MBUIM U BO3JEHCTBHS COJIHEYHOTO
cBeTa. B 11e/18X NOBLIILEHUs ONepaTUBHOCTH MONUCKA JOKYMEHTOB JleJla pacrolaralTes
B COOTBETCTBMM C HOMeHkKjaTypoil nen. Ha kopemkax oGnoxex Aen yKa3bIBarOTCA
MH/IEKCHI [Ie]1 T0 HOMEHKJIaType.

6. YUET, HCIIOJIb30OBAHUE, XPAHEHHE, U3I'OTOBJIEHHE,
NMEPEJAYA U YHUUYTOXEHUE IEYATEU A ITAMITIOB

I[To CBOEMY 3HAQYEHUIO J1€YaTH H IITAMIIbI que){meﬁnﬂ HeJIATCsI Ha OCHOBHEBIEC U
BCITIOMOTaTeJIbHBIC.
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OcHoBHas neyaTh YYpeXXIeHHS HMEeT KPyriyio GopMy.

OTTHCK OCHOBHOH I€YaTH CTaBHTCS Ha JOKYMEHTax Ml yAOCTOBEPEHHsS HX
NOAJIMHHOCTH.

YrioBo# wramMn YupexkaeHus COAEPKUT OCHOBHbIE PEKBH3NTBI yupexieHus. Bee
OCTa/IbHBIC LITAMIIBI Ha3bIBAIOTCS BCIIOMOraTelbHBIMU. MICMOIB3YrOTCsA IUITAMIIBI IS
obecrnieueHus npolecca cocTaBlIeHust U 0POpMIIeHHs 1OKYMEHTOB,

Hsroropienue, ydet, 3aMeHy, XpaHeHHUe, Nepefiady H YHHYTOXEHHE redared u
[TamMnoB obecrieynBaeT pabOTHHK YYpexJeHUs, Ha3HAUCHHBIH MPUKA30M JHPEKTOPA.
OTBEeTCTBEHHOCTD 3@ UCIIONIB30BAHUE U XPAHCHHE TeHATEH | LITAMIIOB, ITOCTIE BhIAAYH UX
Ui paboThl, BO3/araeTcs INPHKa30M JHPEKTOpa YUYpeXKAeHHs Ha pabOTHHUKOB,
MOy YMBIIMX N€YATH M IITAMIIbl ¥ PACTIMCABILIMXCS B YUYSTHOM JKypHAJE.

6.1. UCTIOJIL30BAHUE U XPAHEHUE ITEYATEN U INTAMIIOB

OcHoBHast KpyTias neyath ¥ yrJIOBOH WITaMN y4YperkaeHNus HAXOAUTCS y JUPEKTOpa
YupexaeHust WK y JIMLa, HA3HAYEHHOro ero NPHKa3oM, HCIIOIB3yeTCs UMH B paboTe u
XPpaHHUTCs Yy HUX B cele.

BenomorartenbHble  IITaMnbl  HAXOAATCA Yy  pabOTHHKOB — YupexkIeHHs,
OTBETCTBEHHBIX 3@ UX MCIIOJIb30BaHHE U COXPAHHOCTb.

[IpocTele wWTaMMbl XPaHATCA B 3aKPBITBIX CTONAX, XPAHEHUE OCHOBHOM re4YaTH, a
TaK)K€ OCHOBHOTO IITaMIIa OCYLIECTBIAETCA B ONle4aThIBaeMbIX celiax (MeTasTHuecKux
AIIMKAX), 0CTYI K KOTOPBIM MMEET NHIIb JIMIO, TOMy4YuBIIee NeyaTH, LITaMIlbl A7
HCIIOIb30BaHMsA UX B paboTe U OTBETCTBEHHOE 32 HX COXPaHHOCTb.

Ilpn XpaHeHHM medaTedl M IITaMIIOB NPHHUMAIOTCA Mepsl, obecrnevnBarolIHe
COXpaHeHHME Yy J[JaHHBIX OOBEKTOB CBOWHCTB M KayecTB, MIAIONIMX BO3MOXHOCTh
MCIIONIB30BAHUSI MX TI0 Ha3HAYEHHI0, a TakkKe COXPAHHOCTh, HCKIHOYAIOMIYIO
BO3MOMKHOCTh WX XUIIEHUS UK UCTIONB30BAHUS NOCTOPOHHNMH IHLAMH.,

62. YYET IIEYATEN U ILITAMIIOB

Jlns ydera medaTedl M IUTAMIIOB BEJAETCS JKypHall, KOTOPbI HAXOAWTCSA Y JIHIA,
HA3HAYEHHOT0 IPUKAa30M pYKOBOAMTENs OTBETCTBEHHBIM 3a XpaHEHHe nedaTed MU
wrramroB. JKypHai XpaHuTes B ceiide (npunoxenue Ne 16).

JXKypHan BezeTcss Mo mnpaBHIaM BeIEHUS JOKYMEHTOB CTPOrOH OTYETHOCTH.
Kaxaslii JIMCT JKypHajla HyMepyeTcs, »XypHal INpOLIHYPOBBIBAETCs, CKpEIUIseTCs
[eYaThiO ¥ MOANMCHIBACTCS AMpeKTOpoM YupexaeHus. [locTynusiuuve B yupexaeHue
Mevyard ¥ TaMIIbl JOJDKHBI ObITh 3aPErHCTPUPOBAHEI B XKypHase B IeHb IOCTYIUIEHHS U
nepeanbl 110 Ha3HaYeHHIO.

6.3. IEPEJIAYA, 3AMEHA, U3T'OTOBJIEHUE H YHUUTOKEHUE
MMEYATEHN U ILUTAMIIOB

3ameHa i MpuoOOpeTeHUe neyareii (1UTaMIOB) IPOU3BOAMTCS Ha OCHOBAHMH IIPHKa3a
nupekTopa YupexKaeHus 110 NPeICTABISHHIO OTBETCTBEHHBIX JIHLL.

JUnist A3roTOBNCHUS MeyaTed ¥ ITaMIIOB IPOU3BO/IMTCA 3aKa3 B LITEMIIENbHYIO
MacCTePCKYIO.



[TeyaTu U WITAMIIB! YUCIISATCA 3a MOy YMBLIMM HX JIMLIOM JI0 NTepeaad (caa4uu) oo
3aMEeHbI (YHHUTOMXKEHHUS ).

[TevaTu (mrrammsl), DoaIeXKaupe 3aMeHe, YHHYTOKAIOTCS.

YHUUYTOXKXeHMe NieyaTel 1 IITaMIIOB NPOU3BOAMTCS KOMUCCHEH, KOTOpas co3aaeTes
MPUKa30M JHpEKTOpa 00pa3oBaTeIbHON OpraHu3aliy.

Crnoco0 yHMUYTOXKEHHS oOmnpenensercs KOMUCCHeH. YHHYTOKEHHE nedared H
LITAMIIOB [IPE/IIOJIaraeT MoJHOE paspylleHHe UX [1e4aTaroLie NoBepXHOCTH U (POpMEI, HE
JI0TTy CKaroLIel BO3MOKHOCTH HX BOCCTAHOBIICHUS W JaJIbHEHILIErO HCITOIb30BAHMS.

OO0 yHHYTOXEHHH TIeYaTed U [ITAMIIOB COCTaBIAETCS aKT, KOTOPBIN YTBEPXKJaeTcs
QUPEKTOPOM ydpexaeHus. B akTe 1omkHO ObITh yKa3aHo:

- BpeMs U MECTO YHUUTOKEHHUS;

- COCTaB KOMHCCHH;

- OCHOBAaHME YHUYTOXKEHHUs NedaTei U ITaMIoB;

- HaMMEHOBaHWE M OTTHUCKH YHHUYTO)KEHHBIX IevYaTei U IITaMIIOB;

- cnocod YHHYTOKEHHS,

- 3aK/JIOYeHHe KOMMWCCHMM O [pUBeAEHUH ImevaTH (ImTamma) B COCTOSHHE,
UCKJIKOYalolllee  BO3MOXKHOCTb €€  BOCCTAHOBJIEHMS W JalbHEHIIero
UCIIOJIb30BAHUSA;

- TOAINMCH YJI€HOB KOMHCCHH.

AKT NOAIIMBAETCs B CIIELMATIbHOE €10, KOTOPOe XPAaHUTCA BMECTE C XKYPHAIOM

y4era rneqareil ¥ WramnoB. JJaHHbBIH aKT SBIAETCA OCHOBAaHUEM [UIsi BHECEHHS OTMETKH 00
YHUYTOXKEHUH I1eyaTH (IUTamIia) B )KypHal yJyerTa.

6.4. KOHTPOJIb COCTOSIHUS] YYETA U XPAHEHUS NEYATEX U LITAMIIOB

s npoBeneHus NMPOBEPOK COCTOSHMA Y4YeTa M XpaHeHHUs [1edaTed U IUTaMIIOB
MOTYT CO3/aBaThCA CrieluaabHple KoMHCcCcHHU. [To pe3ynbTaram npoBepKH COCTaBIAETCS
cripaBKa (aKT), MpeAcTaBisieMbill AUPEKTOpY YUpekKIeHMs ANA TPUHATHS Mep Mo
obecrneyeHuIo HaJIeXKallero yyeTa U yCJI0BUHM XpaHeHHUs neyaTei U [ITaMIIOB.

[Tpu nepeBoje WK yBOJbHEHUHM paDOTHHUKA, OTBETCTBEHHOIO 3@ Y4€T U XPaHEHUE
neyared W LUTAMIIOB, AMPEKTOP YUPEXKJAEHMS Ha3HA4YaeT KOMHUCCHIO IS IIPOBEPKH
COOTBETCTBHSA (DaKTHYECKOI'0 HAJIMUUSL M COCTOSIHMS N1€YaTeH U LITaMIIOB, IIEpe/JaHHbIX Ha
XpaHeHHe YKa3aHHOMy JIMIly, 3alMcsM B JKypHaie ydeTa. Pe3ynpraTel MPOBEPKH
OTpakaroTcid B aKTe IpUeMa-lepefayd [evared W ILITaMIloB JIpyromy JIMIY,
Ha3HAYSHHOMY OTBETCTBEHHBIM 38 UX Y4eT, ¢ PUII0KEHHEM OTTUCKOB, MepeaBaeMbIX
rneyarey U 1LITAMIIOB.

7. OCHOBHBIE ITOHSITUSI U TEPMUHBI

ApxuBHas BBIITKCKA - KOMMS YaCTH TEKCTa apXMBHOI'O JIOKyMEHTa, 0OpMIIEHHAS
B YCTAHOBIIEHHOM [OPSIJIKE;

- apXUBHas KOMHs - OQHUMAIBHBIA [JOKYMEHT, BOCIPOM3BOASAIIMA TEKCT HIIH
H300paKeHue apXUBHOIO JOKYMEHTa, ¢ yKa3aHHEeM €ro MOMCKOBBIX [aHHBIX;

- apXMBHAas CIIpaBKa - OQUIMAIbHBIH JJOKYMEHT, MMEIOLINI IOPUIUYECKYIO CHITy 1

coaepXKaluii apXUBHYI0 HHOOPMALIMIO O MpeaMeTe 3ampoca, ¢ yKa3aHHeM IOMCKOBBIX
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A@HHBIX JIOKYMEHTOB, HA OCHOBAaHUH KOTOPBIX OHA COCTABJIEHA,;

- OmaHk JokymeHTa - HabOp pEKBM3MTOB, MAEHTH(QHLMPYIOIMX aBTOpA
0(QULHATIEHOTO THCHMEHHOIO JOKYMEHTA;

- BHI [JOKYMEHTa - NPHHAIJIEKHOCTh [JOKyMEHTa K OIpeNeeHHON TIpyrmie
JOKYMEHTOB I10 IIPH3HAKaM COEP)KaHHs U LIeIeBOr0 Ha3HAYCHHUS;

- JIENI0 - COBOKYITHOCTb JIOKYMEHTOB (OT/Ie/TbHbIN JOKYMEHT), OTHOCSILIIAXCS K OJTHOMY
BOTMPOCY HITH YHACTKY ACATEIIBHOCTH KOMUTETA, MOMELLIECHHBIX B OJHY 06H0}1(Ky;

- JIeJIONPOU3BOACTBO - ACATEIbHOCTh, O0ecreynBarolas co3fanne O(QULHATBHBIX
AOKYMECHTOB H OpraHM3aluio paﬁoTbI C HUMH;

- IOKYMEHT ~ O(UIMaIbHbIH JOKYMEHT, CO3[IaHHblii OPraHOM rocyaapCTBEHHOM
BJIaCTH, OPraHOM MECTHOT'O CaMOYTIPABICHUS, FOPUAMICCKUM WIH GU3UIECKUM JIHLOM,
0ohOpMIICHHBIH B YCTAaHOBJIEHHOM TIIOpSIKE M BKJIIOYEHHBIH B JIOKYMEHTOOOOpOT
KOMHTETa;

- JIOKYMEHTHpOBaHHE - (QUKcalus UHGOpPMALMM HA MaTepUaTbHBIX HOCHTENSX B
YCTaHOBJIEHHOM NOPAIKE;

- JIOKyMEHTOOOOpOT - [IBH)KEHHE NOKyMEHTOB C MOMEHTa HX CO3JaHUS HIIH
TOJIyYeHHUs J10 3aBEpIIeHKs UCTIOHEHUS, TOMEIIEH s B JeJ10 ¥ (MJIH) OTIPABKH;

- 3aBepeHHas KOMus JA0KYMEHTa - KOIHs JOKyMEeHTa, Ha KOTOPOH B COOTBETCTBHH
C YCTQHOBJIEHHBIM MOPSJIKOM MPOCTABISAIOTCA HEOOXOMMMbIe PEKBH3HUTHI, MPUAAOIINE
el FOpUIUYECKYIO CHITY;

- KOTMS NOKYMEHTa - JOKYMEHT, MOJHOCTHIO BOCHPOU3BOIALIMNA HHMOPMALIKIO
MOJUTHHHHMKA JOKYMEHTA 1 €TI0 BHELIHNE IPH3HAKH, He UMEFOLLUH IOPUIYECKOH CHIIBI;

- HOMEHKJIaTypa JeJ - CHUCTeMaTU3MPOBAHHBLIA IIepedYeHb 3arojOBKOB
(HauMeHOBaHMA) Aen, GOpPMUPYEMBIX B KOMUTETE, C YKA3aHUEM CPOKOB UX XPaHEHHS;

- opopMiIeHHE JOKyMEHTa - IpPOCTaBlIeHHE HEOOXOAMMBIX PEKBHU3HMTOB,
YCTaHOBJIEHHBIX MIpaBUJIaMU JOKYMEHTHUPOBAHUS,

- MOJYTMHHUK JIOKYMEHTA - [ePBbIN W €IMHCTBEHHBIN SK3eMIULIP JOKYMEHTa,

- perucTpauusi JOKyMEHTa - [PUCBOCHHE JOKYMEHTY PerHcTpalHOHHOIO
HOMEpa W 3aMiCh y4YeTHBIX JAaHHBIX O JOKyMEHTe [0 yCTaHOBJIEHHOH (opMme,
¢ukcupyrolas GpakT ero cozaHus, OTIIPaBICH s WK [T0JTyYSHUS,

- PEKBH3HUT JJOKYMEHTa - 0053aTebHBIN IeMEeHT 0(OPM/ICHHUs IOKYMEHTa,

- (hopMmHpOBaHHe Jiena - TPYNNUPOBKA MCIIOJHEHHBIX JOKYMEHTOB B JI€JI0 B
COOTBETCTBUM C HOMEHK/IATY PO JeJ1 M CUCTEMATH3ALIMA JOKYMEHTOB BHYTPH JIeJIa;

- ab/10H 6/1aHKa - 61aHK JOKYMEHTa, NpeICTaB/IeHHbIN B /IeKTPOHHOH (opMe;

- DKCIEepPTH3a LIEHHOCTU JAOKYMEHTOB - U3yUYeHHE JOKYMEHTOB Ha OCHOBaHHH
KPUTEPHEB MX LIEHHOCTH B LIEJISIX OTPEIe/ICHHs] CPOKOB XPaHEeHH s JOKYMEHTOB ¥ 0TOOpa
UX JUIs1 BKIFOUeHUs1 B coctaB ApxuBHOro ¢onia Poccuiickoin Denepanyy;

- MIEKTPOHHbIN JIOKYMEHT - JOKYMEHTHPOBAHHAsI MH(pOpMALMA, MPEICTARICHHAs B
JNEKTPOHHOH popme;
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- POpUIMYecKas CHJa JOKYMEHTa - CBOMCTBO OQMLHMAIBHOIO JOKYMEHTA,
coobIaeMoe eMy JeHCTBYIOLIMM 3aKOHOIATe/IbCTBOM, KOMITETEHLMEH U3/aBILEro ero
OpraHa ¥ yCTaHOBJIEHHBIM MOPAAKOM 0QOpMIEHHUS.
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[punoskenve Ne 1
K TOJIOZKEHHKO 1O AETIONPOH3BOACTBY

B8 MbBY IO KP CLI «Omammaeny

Obpasew yrioBoro pacrnoyioxeHus peKBH3HTOB Ha
Oianke obpasoBaTenbHON OpraHu3aluy

(HauMeHOBaHHe yupeKaeHHs! - )KUpHbIH 1WpudT Times New Roman, pazmep
12,cripaBo4HbIe AaHHbIe 00 YUpekaeHuH - nomyxkupHelid wpudt Times New Roman,
pasmep 12)

MYHMULHUTIAJIBHOE
OBPA3OBAHUE
KPACHOAPMENCKHWM PAOH
MYHUILIATIAJIGHOE
BHOKETHOE YYPEX/IEHUE
JOTIOJTHUTEJIbHOI' O OBPA3OBAHUS
KPACHOAPMENCKOI'O PAOHA
CIIOPTHUBHASI HIKOJIA «OJIMMITHEL
(MBY J10 KP Cl «Ommvmmaen)
Mupa yi., 1.193/1 1. CrapoHmKecTe0/IMeBCKas,

Kpacronapexwii kpait, 353841
Ten.: dhaxe 8 (86165) 97-774
olimpiets@yandex.ru
0T Ne
Ha Ne or

IMpunoxenue Ne 2
K MOJIOAKEHHEO [10 JE/IOMPOH3BOLICTBY
BMBY JIOKP CLL «Omammuerp

O0pa3zew NpoA0IBHOIO PACIONOKEeHHS PEKBH3UTOB
Ha GnaHke 00pa3oBaTebHOM OpraHU3aluy

(naumeHoBanue wupHbid wWpudT Times New Roman, pazmep 14 u
CrpaBOYHble IaHHbIE YUPEXKIAEHHUs - NOILyKUpHbli wpudT Times New Roman, pazmep 14)

MYHHIUIIAJIBHOE OBPA30BAHUE KPACHOAPMENCKHI PAMOH
MYHUIUIIAJIBHOE BIOJUKETHOE YYPEXK/IEHUE
JAOIMOJHHUTEJBHOI'O OBPA30BAHUS
KPACHOAPMENCKOI'O PAUOHA
CIIOPTHUBHAS HIKOJA «OJTUMITHELL»

(MBY 10 KP ClI «Onumnuen»)
353841, KpacHomapekuit kpai, ct. CtapoHukecTeGaueBckas, yin. Mupa 193/1
Ten.: paxc 8 (86165) 97-7-74 olimpiets@yandex.ru

No « » 20__ rox




punoxerme Ne 3

K TIOVIOPKEHHEO TIO JIeTIONPOM3BOJICTBY
B MBY JIOKP CII«Omanvrzerpy

IIpamepHbIii NepeyeHb JOKYMEHTOB, HA KOTOPBIX CTABHTCS Ne4aTh

[lITaTHbIe pacnMCaHus U U3MEHEHHS K HUM;
CiyxeOHbIX yI0CTOBEPEHHSX;

IIoyeTHBIX rpaMoTax;

bnarosapcTBeHHBIX MUCHMAX;
Harpaausix nucrax;

JloroBopax u corjameHusx;
JloBEpEHHOCTSX;

KoMaHAHPOBOYHBIX YIOCTOBEPEHHUSIX;
APpPXHUBHBIX CIpaBKax;

AKTax O BBINOJIHEHUH PaloT;
["apaHTHHHBIX THCHEMAX;

baHkoBCKUX KapTOYKax;

B TpyaoBbIX KHUKKAX;

byxrantepckux, PUHAHCOBBIX JIOKYMEHTAX;

ﬂOKy'MeHTaX, 3aBEPEHHE KOTOPLIX MPEAYCMOTPEHO CrieHa/IbHBIMH HOPMaTHBHBIMH

aKTaMH.
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[prmosxesie No 4
K TTO/IO’KeHHFO 110 I/ IONPOM3BOZICTBY
B MBY JIO KP CI «Ommvrery

O6pa3zen opopmiieHHs TPHKa3a Mo OCHOBHOM JesTeTbHOCTH

£l
uz
(1 MeXCTpoYHBIH HHTEPBaJ) . _ .
MYHUIMUIIAJIBHOE OGPA30BAHHUE KPACHOAPMEUCKHWHU PAMOH
MYHULUUITAJIBHOE BIOKETHOE YYPEXKIEHHUE
JOINOJIHUTEJBHOI'O OBPA30BAHUA
KPACHOAPMENCKOI'O PAHOHA
CIHHOPTUBHAS HIKOJIA «OJIUMITHEL»
(2 MeKCTPOUHBIX HHTEPBATA)

IMPUKA3 Gruphbii wpudT Times New Roman, pazmep 16)
« » 20 r (1 MEKCTPOUHBIH MHTEPBA) Ne
cranuua CrapoHrecreQvesckas (pasvep 12)
(2 MeXCTPOYHBIX HHTEPBA/IA)
06 yuacrun B 3 3Tane 7 nerHeii Cnaprakuane yqauuxes Poccuu no 6okey
(2 MEXXCTPOYHBIX MHTEPBA/IA)
(otctynoM nepen abzariem 6 1iT)

CoracHO  KaleHZApPHOMY  IUIaHY  CHOPTHBHO-MACCOBBIX  MEPONpPUSTHH,
nonyaspuzanuy Ookca cpenu noapacratoiero nokonenus u seizosa [BY KK «LICIT no
dokcy» o1 24.06.2015 Ne 396 npuka3biBalo:
1. KomaHauposarts ...
(2 MEXCTPOUYHBIX UHTEPBAJIA)
Hupexrop MOJITUCH N.N. BaHOB

(®.1.0 cocrapuTens npuKasa noayxupusii wpudt Times New Roman, pasmep 11 B
HH)KHEM JIEBOM YTy )

Bu3bI cortlacoBaHusi, 03HaKOMJIEHHUS] BHU3Y JIOKYMEHTa WK Ha O0OPOTHOM CTOPOHE.



Ipriosxerre Ne 5
K TIOJIOPKEHHFO IO ZIeTIONPOHBBOZICTBY
B MBY JIO KP CI «Ommvmery

O6paszen ohopMiIeHHs IpUKa3a MO JTHYHOMY COCTaBY

P

(1 Me)CTpOYHBIH HHTEPBA)

MYHHULUMUIIAJIBHOE OBPA30BAHUE KPACHOAPMENCKHIA PAMOH
MYHUIUITAJIBHOE BIO/UKETHOE YUYPEXK/IEHUE
JOHNOJIHUTEJBHOI'O OBPA30OBAHUSI
KPACHOAPMEWCKOI'O PAUOHA
CITIOPTUBHAS LIKOJIA «OJITMMITHEL»

(2 MEKCTPOYHBIX HHTEpPBATIA)

HPHKA3(meHb[F{ wpudT Times New Roman, pazmep 16)

«_» 20 r (1 MesKCTpOUHBIH MHTEPBAT) Ne
cranuta CraposrpxecretyieBcras (pasvep 12)
(2 MeXCTPOUHBIX HHTEPBATIA)
O npueme Ha padory
(2 MEXCTpPOYHBIX UHTEPBAJIA)
(oTcTynom nepen ab3auem 6 1T)

Ha ocHoBanuu TpyaoBoro gorosopa ot 10 susaps 2017 Ne 63, 1H4HOro 3asBIeHUs
oT 10 siuBaps 2017ronan pu Ka3bIBAalo:

1. Ilpunate Ha paboty FiBanoBy Mapuio MiBaHOBHY Ha I0JKHOCTh 3aMECTUTENIS M-
peKTopa 1o agMUHHCTPATHBHO-X03sicTBeHHOH pabote ¢ 10 auBaps 2017roxa ¢ ucnbiTa-
TEJIbHBIM CPOKOM Ha 3 Mecslla ¢ MOMEHTa NpHeMa Ha paboTy.

2. Onutaty TpyZa NpOU3BOAMTH COIIACHO ITATHOIO PACIIMCaHHMS.
(2 MeXCTpPOYHbBIX MHTEPBAA)

JlupexTop MOIIHCh 1.H. MBaHoB
(4 MeXKCTPOUYHBIX HHTEPBA/IA)
C npuka3zoM 03HaKOMJIEH NoANnuch paboTHUKA M.H. UBaHoBa

«_» 20 .
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[Tpunoxense Ne 6

K TIOJIO/KEHHIO 110 JeJIONPOM3BOJICTBY
B MBY JIO KP CLL «Omamrmierny

Obpasen opopMiIeHHS JOKHOCTHOH HHCTPYKLIAH

YTBEPXJAHO
JupeKkTop My HHITHITAJIEHOTO
OO/KETHOIO yupeKACHUs
JOMOJIHUTEIBLHOr0 00pazoBaHus
KpacHoapmelickoro paiioHa
CIIOPTUBHOM KOABl «OnuMnuen
U.N. Vsanos

«__» 20__r.

(2 MEKCTPOYHBIX UHTEPBAsA)

JAOJIZKHOCTHAS UHCTPYKL U
(1 meskcTpOuHbI MHTEPBA)
ceKperapsi
MYHHLIMIIATBHOTO OFOJDKETHOIO YUPEXKIEHHS JIOTIOITHUTETBHOTO 00pa30BAHMS

KpacroapmelicKoro paiora CiopTBHOM 1IKOTB! « O/MMITHeLD
(2 MEXKCTPOUHBIX MUHTEPBAIA)

CtpykTypa TeKkcra

1. Ob1as yacTs (001IHe MOM0MKEHHS)
2. OyHKimM
3. JIO/mmKHOCTHBIE 00s3aHHOCTH
4. I1pasa
5. OTBEeTCTBEHHOCTD
6. B3auMooTHOILIEHHS (CBSI3H 110 JO/DKHOCTH)
(2-4 MeXCTpPOYHBIX HHTEpBasa)

C MHCTpyKLHEH 03HAKOMJIEH: MOANUCH pacunppoBKa NOAMUCH

&« » 20 .

(2-3 MeXCTPOUYHBIX MHTEPBAJIA)

OauH 3K3EMIUISP NOMY UYWL HA PYyKU

1 0043yI0Ch XpaHUTh Ha pabouem mecTe MOAMKCH pacu$ppoBKa MOAMUCH



[punoxenwe Ne 7
K MOJIOMEHHUIO 110 IS/IOTPOU3BO/CTBY
B MBY J10 KP CIII «Omamrmmerp

O6pasen odopmiIeHHs IPOTOKOA

(xupHbiit wpkdT Times New Roman, pasmep 14)
MYHHUHIMUINAJBHOE OBPA30OBAHUE KPACHOAPMEWUCKHN PAMOH
MYHUIMIIAJIBHOE BIO/KETHOE YUYPEXK/JIEHUE
JOMOJHUTEJBHOI'O OBPA30BAHMUSI
KPACHOAPMEMCKOI'O PAMOHA
CIIOPTUBHASI HIKOJIA «OJIMMITHELL»

(2 MEKCTPOUHBIX MHTEpPBAJIA)

IMMPOTOKOJ

(2 MeXCTPOUHBIX MHTEpBAJIA)

Ot cr. CrapoHipkecTe0/IMeBCKas Ne
(2 MEKCTPOUHBIX MHTEPBAJIA)

3acejanus nejarorugyeckoro Cosera
(2 MEKCTPOYHBIX HHTEpPBAJIA)

ITpencenarens (npeaceaaTenbeTBYOMINIR) - OBcHeBcKkuil Al
Cexkperaps - MBanosa .M.
ITpucyrcTBoBann: 30 yes0BeK (CMHUCOK MpUIaraeTes)

(2 MeKCTPOUHBIX UHTEPBANA)

TTOBECTKA JTHA: ( 1
MEIKCTPOUHBIN HHTEepBa)
1./OB HTOrax MHOBERGHIN MECHUEIKE .. o sossassiigs
e
(2 MEKCTPOUHBIX MHTEPBAJIA)
1. Caywanu:
Coxonosy T.A. - TeKCT H0KIaAa IPUIATAETCs
(1 MeKCTPOUYHBIX HHTEpBAJIA)
BeicTynuin:
[Tonosa T.B. -

(KpaTKas 3aruch BRICTYTIEHHSA)
[letpoB M.H. -
(KpaTKas 3armuch BBICTYIUIEHHUs ) ( 1 MEKCTPOUHBIX
unrepsaia) [locranoBuu:
1.1, TIpHHATE K CBEICHMIO «..ccvsmmmimmesinvorisassseoreasans :
(2 MEKCTPOUHBIX HHTEPBAIA)
2. Caymann:




[lerpoBy W.H. - TekeT nokiaga npuiaaraercs
( 1 MEXKCTPOUHBIX MHTEPBATIA)

Beictynuim:
[Ipeaceaarens NOJIKUCE A.I'. OBcueBckuii
Cekperapb MOAMHCH M.N. VBanoBa
I Tpunoxkenne Ne 8
K MOOKEHHIO 110 JISTIONPOM3BOACTBY
B MBbY J10 KP CIII «Ommrmierpy
O6pa3sen oopmiieHHs CITyKeOHOTO MTUCEMa
MYHMLIMIAJLHOE Pekropy
OBPA30BAHUE ®I'BOY BIIO
KPACHOAPMEHWCKHI PAIIOH «Ky6anckuit
MYHULMIIAJIBHOE TOCY ARPCTBEHHBII
BHO/UKETHOEYYPEXKJIEHUE HUBEDCHATE»
JOTOJIHUTEILHOTO OBPA30BAHHSI W e
KPACHOAPMEHCKOI'O PAIOHA B r.CraBAHCKe-Ha-KybaHu
CIIOPTUBHASI LLKOJIA «OJTUMITHELL AW Auenko

(MBY J10 KP CII «Oanmnuen») (miostvzkmpHbI mprdT Times New Roman,

Mupa y1., 1.193/1 cT.CrapoHimkecTeQ/HeBcKas,

Kpacropapcruii kpail, 353841
Ter.: (axc 8 (86165) 97-774
olimpiets/@yandex.ru
oT Ne
Ha Ne ar

(2 MEXCTPOYHBIX MHTEPBAJIA)

O riepeHoce ceccun
(mosmy>xupHbLif mpudT Times New Roman, pasmep 14)

(2 MeKCTPOYHBIX HHTEPBAIA)
YBakaemblit AHTOH /BaHOBHY!
(2 MEKCTPOYHBIX HHTEPBAJIA)

B cBa3u ¢ yuyacTHeM B y4eOHO-TPEHHUPOBOUYHBIX cOopax MO IIOArOTOBKE K
Beepoceuiickomy Typuupy «OKesnesnas pyka KyGanu», KOTOpbie NPOBOAATCA € 5 UIOHS 11O
3 wmrons 2017 roga B ropone KucnoBoack, npoiry Bac nepeHecTd  caady JIeTHEH
ceccuu cryaeHTa 3 Kypca ¢akyiaprera «®Pusuveckas Kynabrypa» JlBanu I'puropus
BacunbeBuua - uneHa cOopHoit komas bl KpacHoaapckoro kpas 1o apMCcIriopTy.

(2 MEKCTPOUHBIX MHTEPBAJIA)

Hupexrop MOJANUCH U.N. MBanoB
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(®.M.0 cocrasutens noaykupHbli wpudt Times New Roman,
pasMep 11 B HHJKHEM JieBOM YyTITy)
1.B. MBaHoBa

(Ne renedona) HJTH

MYHULUIIAJIBHOE OBPA30BAHUE KPACHOAPMEVCKHUU PAUOH
MYHHUIIUNIAJIBHOE BIO/)KETHOE YUYPEK/JIEHUE
JOMOJIHUTEJBHOI'O OBPA30OBAHUS
KPACHOAPMEMCKOI'O PAMOHA
CIIOPTUBHASI LIKOJIA «OJIUMITHEL»

(MBY 10 KP CHI «Oaumnuen»)

353841, KpacHonapckuit kpaii, ct. CtapoHuxectebanesckas, yi1. Mupa 193/1

Ten.: pakc 8 (86165) 97-7-74
olimpiets@yandex.ru

No « _» 20 Ton
(2 MeXCTPOYHBIX HHTEPBAIA)
O nepeHoce ceccuu Pextopy ®I'bOY BIIO
(MOUTyKUPHBIH LLPUGT «KybaHckuii rocy 1apcTBeHHBI YHUBEPCUTET»
TimesNew Roman, pazvep 14) B r.CrnaBsiHcKe- Ha- Kybanu
A.H.Suenko
(2 MEXKCTPOUYHBIX MHTEPBA/IA)
YBaxaembrii AuTOH MBaHoBu4!
(2 M&XKCTPOYHBIX MHTEpBATIA)

B cBasu ¢ yuyactHem B y4eOHO-TPEHHPOBOYHBIX cOopax IO MOArOTOBKE K
BcepoccuiickoMy TypHHpY «XKenesnas pyka KybGanu», KOTopble IpOBOAATCS € 5 HIOHA 11O
3 wonsi 2017 roxga B ropoae Kucnosoxck, npomy Bac nepenectu caady jieTHEH CeCCHM
ctyzneHTa 3 kypea dakynprera «Pusnueckas Kynprypa» [sanu ['puropus Bacunsesuya -
yneHa cbopHoi koMan bl KpacHoaapcKoro Kpasi 1o apMcropry.

(2 MEKCTPOUHBIX HHTEPBANA)
Hupexrop MOAITUCH N.N. ViBaHoB

(©.N.0 cocrasutens noxyxuphbli wpudT Times New Roman,
pazmep 11 B HHKHEM JIEBOM YTIIY)

N.B. UBanosa

(Ne renedona)
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[Mpunoxervie Ne 9
K MOJIOXEHHIO 10 JIeSIONPOU3BO/ICTBY
8 MbY J10 KP (I «Onymruern

Obpaseun odopmiaenus TeneoHOrpaMMsI

Mupexropy MOY OOILL Ne 4
A.Y'. OBcuesckomy
(2 MEKCTPOUHBIX MHTEPBAIA)
Tenedonorpamma

(1 Me&KCTPOUHBIN HHTEPBAI)
10.05.2017 Ne 15
Bpewms nepenauu (npuema)
(2 MeXCTPOYHBIX UHTEPBAJIA)
YBaxaemblil Anexcanap ['eopruesuy!
(2 MeXCTPOUHBIX UHTEpBANA)

[Tpurnamaem Bac Ha mpa3aHUYHBIH Beuep, MOCBAIEHHbIH 201eTHi0 00pa3oBaHus
MOVYHOILI Ne 3, kotopsiii coctroutcss 20 mast 20__r. B 17.00 no agpecy: r.banei, yi.
Coserckas, 40

(2 MEXCTPOUYHBIX MHTEPBAJa)
Jlupekrop MO/IMTUCEH B.A. llIkypkun

(3 MEKCTPOUHBIX MHTEpBAJIA)

[Tepenan [1punsn
(2 MEKCTPOUHBIX HHTEPBA/IA)

(HaumeHoBaHUE IOIKHOCTH (HaumeHOBaHUE OHKHOCTH
WHHIIHA/bl, (haMuIus) MHHIMATBI, (paMUIns)

TEJ1. TEJI.



[Mprosxenue No 7
K IOJIOKEHHIO 110 JIETONPOM3BOICTBY
B MBY JIO KP CIII «Omumrmern

Ob6pasen odhopmiaeHHs NpoTOKoOIa

(xuprpii wiprgT Times New Roman, pasmep 14)
MYHUIUITAJTBHOE OBPA3OBAHUE KPACHOAPMEWUCKWHA PAMOH
MYHHULUUITAJIBHOE BIO/UKETHOE YUYPEX/IEHUE
JONOJHUTEJIBHOI'O OBPA30OBAHUSA
KPACHOAPMENCKOI'O PAMIOHA
CIIOPTUBHAS HIKOJIA «OJIUMITHEILL»

(2 MEXKCTPOYHBIX HHTEpBasa)

ITIPOTOKO.JI

(2 MeKXCTPOYHBIX HHTEpBATIA)

Or ct. CraporipkecTeO/MeBCKas Ne
(2 MEKCTPOUHBIX HHTEpBAJIA)

3acenanus nenaroruyeckoro Cosera
(2 MEKCTPOUYHBIX HHTEPBA/IA)

[lpencenarens (npeacenarenscrByromuii) - Oscuesckuit Al
Cexperaps - MBanosa W.1.
[TpucyrerBoBanu: 30 yenoBek (CIUCOK MpUIIaraeTcs)

(2 MEIKCTPOYHBIX HHTEPBAJIA)

TTOBECTKA JIHA: ( 1
MEXKCTPOUHBIN MHTEPBAT)
1. O0 urorax MPOBEACHUA MECHTHMKR ....ovivnrrreririinirrinisnneresinrneeninnnn
20 e
(2 MEXCTPOYHBIX HHTEPBAJIA)
1. Caywmanu:
CoxosnoBy T.A. - TEKCT JOKJIa/1a MpHiIaraeTcs
(1 MeKCTPOUHBIX HHTEPBAIIA)
BoicTtynuim:
[Tornosa T.B. -

(KpaTKas 3armuch BBICTYTLICHHS)
IlerpoB M.U. -
(KpaTkas 3amIUCh BBICTYTUIEHHS) ( 1 MEKCTPOUHBIX
unTepsaia) [ocranoBnin:
1.1. TTPUHATD K CBEACHMIO ...voevurernesiimnscsssesiaissnsnasns :
(2 MEXCTPOUHEBIX MHTEPBANA)
2. Cnymaan:
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[TerpoBy U.U. - Teker noknana npunaraercs
( 1 ME&KCTPOYHBIX HHTEPBAJIA)

A.T. OBcuesckuii
N.A. MiBanoBa

I Ipunoxenue Ne 8
K MONOKEHUIO 110 [STIONPON3BOACTBY
B MBY /1O KP CIII «Ommrvern

Ob6pazen opopmnenus ciyxedHoro nucbma

BeicTynmunu:
[Ipesncenarens NOATIHCH
Cekperapb MO/ITUCH
MYHHUIIUITAJIBHOE
OBPA30OBAHWE
KPACHOAPMEHCKHUI PAOH
MYHUIIUITAJIBHOE
BIO/KETHOEYYPEXK/IEHUE

JOMOJITHUTEJBHOTI'O OBPA30BAHUSA
KPACHOAPMEMNCKOI'O PAMTOHA
CIIOPTUBHASA IKOJIA «OJIUMITHELL
(MBY J10 KP CUI «Oaumnuewny)

Mupa y1., 1.193/1 cT.Craporipxecrebrmenckas,
Kpacxonapexuit kpait, 353841
Tes: paxe 8 (86165) 97-774
oT Ne
Ha Ne or

(2 MEKCTPOYHBIX HHTEpPBAJIA)
O nepenoce ceccun

(nomy>xupHsii wpudT Times New Roman, pasmep 14)

Pexrtopy
OI'bOY BIIO
«Ky06anckui
rocyapcTBEeHHbIH
YHHBEPCUTET»

B r.CnassiHncke-Ha-KyOanu

A .M. Suenko
(monvsiupHe pubT Times New Roman,

(2 MEIKCTPOUYHBIX HHTEPBATIA)
YBaxkaembplit AHTOH MiBanoBHUY!
(2 MEXKCTPOYHBIX HHTEpBAJIA)

B cBs3d ¢ ydacTHeM B y4eOHO-TPEHUPOBOYHBIX cOOpax MO TNOATOTOBKE K
BcepoccuiickoMy TypHupY «XKenesnas pyka Kybauu», KOTopble IpOBOISTCS C 5 HIOHS 110
3 urong 2017 rona B ropoae Kucnosoack, npoury Bac nepenectd  caadvy JieTHE#H
ceccMM cTyaeHTa 3 Kypca akyabrera «®usudeckas Kynbrypa» J[samu I['puropus
Bacunbesnya - yiena cOoproi komanael KpacHoaapcKoro kpas o apmciopTy.

(2 MEXKCTPOUHBIX MHTEPBAJIA)

Jupextop

Nnoarnuch

WU.W. UBanos



(P.1.0 cocraButens noayxupesiii wpudT Times New Roman,
pasMep 11 B HHXKHEM JIEBOM YTIIy)
1.B. VBanosa

(Ne TenecoHa) HJIH

MYHULIMNAJILHOE OBPA30OBAHUE KPACHOAPMENCKWI PAMOH
MYHHUIUANAJBHOE BIO/UKETHOE YYPEXK/JIEHUE

JONOJIHUTEJIBHOI'O OBPA30OBAHUS
KPACHOAPMENMCKOI'O PAMOHA
CIHHOPTUBHAjS LHKOJIA «OJIMMITHUELL»
(MBY 10 KP ClI «Onumnuen»)
353841, Kpacnomapckuii kpaii, ct. CrapoHmxectebnuesckas, yia. Mupa 193/1
Ten.: daxc 8 (86165) 97-7-74

olimpiets@yandex.ru
No « _» 20 roa
(2 MEXKCTPOYHBIX MHTEPBATIA)
O nepeHoce ceccuH Pextopy ®I'BOY BIIO
(oY KMpHBIH LUpAQT «Ky0anckuii rocy 1apcTBeHHBIN YHUBEPCUTET»
TimesNew Roman, pazviep 14) B r.CrnaBsincke- Ha- KybGanu
A.W.SAnenko
(2 MEeXCTPOYHBIX HHTEPBATA)
VBaxaembiii AHTOH MBanoBuY!
(2 MEXKCTPOYHBIX HHTEPBATIA)

B cBsa3um ¢ ywactTueM B y4eOHO-TPEHMpPOBOYHBIX CcOOpax IO TIOATOTOBKE K
Bcepoccuiickomy TypHEpY «)KenesHas pyka Ky6Ganu», KOTopble IPOBOAATCSA € 5 HIOHS 1O
3 wurons 2017 ropa B ropone KucnoBojck, npoury Bac nepeHecTu ciady JeTHEH CeCCHU
cTtynenTa 3 kypca dakynsrera «@usndeckas KyabTypa» JIanu ['puropus BacuibeBnya -
yjieHa cOopHO# kKomaHAbl KpacHogapckoro kpas 1o apMCropry.

(2 MEXKCTPOYHBIX MHTEPBAIA)
JlupexTop TNO/IHUCh W.W. ViBanoB
(®.1.0 cocrasuress noxyxupHbiid wpudt Times New Roman,
pazmep 11 B HUIKHEM JIEBOM YITIY)

N.B. UBanosa
(Ne Tenedona)
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Tproskerne Ne 9
K IMOTIOYKEHMEO TIO JIESIONPOU3BOICTBY
B MBY JIOKP CIL «Omamrverp

Obpasen opopMneHus TeaepoHOrpaMmbl

Jupexropy MOY OOII Ne 4
A.T". OBcueBckoOMy
(2 MEKCTPOYHBIX UHTEPBAIA)
Tenedonorpamma

(1 MexCTpOUHBII HHTEPBAT)
10.05.2017 Ne 15
Bpewms nepenaun (mpuema)
(2 MeXCTPOYHBIX UHTEpBANA)
YBaxaeMsblit Anekcanjp ['eopruesuy!
(2 MeXCTPOYHBIX HHTEpBAJIA)

[Tpurnamaem Bac Ha npa3aHUYHBIA Be4dep, NOCBALICHHBIH 201eTHI0 00pa3oBaHus
MOVYHOL Ne 3, kotopsiii coctoutess 20 mas 20__r. B 17.00 no agpecy: r.banei, yiu.
Cogetckast, 40

(2 MeXKCTPOYHBIX MHTEPBaJaA)
Jlupexrop NOANKCH B.A. Ukypxun

(3 MEKCTPOUHBIX MHTEPBAJIA)

[Tepenan [Mpussn

(2 MEKCTPOUHBIX MHTEpBATIA)
(HaumeHoBaHuE JOJKHOCTH (HaumeHoBaHHE TOKHOCTH
WHUIMAIE], (haMUIHs) UHALHAIIB], QaMuIns)

TECI. T,
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[Tpunoxerue Ne 10
K NOJIOKSHMIO TIO JJeJIONPOM3BOJICTBY
B MBY J1O KP CI1I «Omuamrmerp

O6pasen opopmIeHHA JOKIAAHOMH 3aITHCKU
Jupexropy mikosst Ne 40

A.I".OBcueBckoMy
(2 MEXCTPOUYHBIX HHTEPBA/IA)

15.07.2017 JloknanHas 3arnmcka
(1 MEXCTPOUHBIX HHTEpBasia) (1 MEXKCTPOUHBIX HHTEPBATA)
O xozne peMOHTHBIX paboT CT.
B KaOMHETE XUMHUM (2 MEKCTPOYHBIX HHTepBATA)
Tekcr
(2 MEKCTPOYHBIX HHTEPBAJIA)

3aBenyromui Xo34HCTBOM NOATIACH C.B. Ilpoxopos
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[Tpunoskerne Ne 11
K NOOIKEHUIO 110 JETONPOU3BOICTRY
B MBY J10 KP CIII «Onmammmern

Hepeqeub AOKYMEHTOB, HE MOMJICKAIUUX PErHCTPAUHH

1. Texuuueckue 3a1aHUA Ha KOMAHIUPOBAHHE CTIELIUATHCTOB H CMETHI 110 KOMaH-
OUPOBAHUIO,

2. 'paduku, HapsAabl, 3a9BKH, pa3sHaAPSIKH.

3. PexnamHble U3BelIeHUs, MIJIaKaThl, IPOrpaMMbl COBEIAHH, KOH(EePEHIIHH.

4. Texnuyeckue yCaoBuUs.

5. Cdera Ha OoruIaTy MaTepUalbHbBIX IEHHOCTEH.

6. [lo3npaBuTenbHbIE MHCHEMA.

7. Ilpurnacurenbhbie OuieThI

8. IleyaTHble n31aHUM (KHUTH, KYPHAIIBI, OIOJIJIETEHH).

9. Koppecniongenuusi, aapecoBaHHass pabOOTHHKAM YUpeXIEHHS C I[IOMETKOM
(WIUYHOD.

[Tpunosxenne Ne 12
K TIOJIOMKEHUIQ 110 IENONPOU3BOICTRY
8 MBY J10 KP CLL «Omamrmerny

C.’Dopma KYypHana peructpaluuy BXOOAUIHUX JOKYMEHTOB

Kyphnan perucrpauyu BXoAALIHMX

JIOKYMEHTOB
Bxonsuimmii Ne Hara OT Koro Kparkoe Pesomoums wm
No MOCTYTMB- | MOCTYIIMBLIEIO | THOCTYIIHIL Coneprxanue KOMY HAITPaB/ICH
[Lero JIOKyMEHTa JNOKYMEHT JIOKYMEHT

JIOKyMeHTa

1 2 3 3 - 5
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CDDpMﬂ KYypHaja perucTpalurii HCXOOAIIHX TOKYMEHTOB

[Ipunoere Ne 1 3

K IMOJIOYKEHHEO TIO JIETIONPOM3BOICTBY
B MBY JJOKP CIII« »

JKypHan peructpauuy UCXOAALIHNX

JOKYMEHTOB
Hara Hcexoms - | Kyna u komy Kem Bun Kpatkoe | Perucrpaumonnsii Ne
oTmpasjie |IIMHA agpecoBaHa ornpasiexa | Otnpasne | conepxka OnaHka,
HHSA JOKY- Ne KOppECTTOHASHIINA HHA HHE HCTIONMb3YEMOTO 114
MECHTa U3JaHHUA JOKYMCHTA.
[Mpumeuanue
1 2 3 R S 6 7
[ prorxesme Ne 14
K TIQMOKEHHEO 110 JIETTONPOM3BOJICTBY
B MBY JIOKP CIHI «Omavrizern
dopMa HOMEHKJIATY I JIel YUpexaeHHs]
YTBEPXAIO
Hupexrop MBY J10 KP CII «Onumnuen
A.B. Jlpaii
« » 20 __r.
(2 MEXKCTPOYHBIX HHTEPBA/IA)
HomenkaaTtypa e
MYHMLIMITATIBHOTO OIOJKETHOTO yUpeKIeHHUs!
JIONOJTHUTENIBHOT0 00pa3oBaHus
Kpacnoapmetickoro paiioHa
CIIOPTUBHOM MIKOJBI «OmUMIHen
Ha 20 _ rox
(1-2 MeXCTPOUYHBIX HHTEpBaJA)
Wunexe 3arosI0BoK Jena (Toma, 4acTH) Cpok xpaHeHHs [Tpumeyanue
nena nena u Ne crateu
IO [ePeyHIO
1 2 3 4
(2 MeXKCTPOYHBIX UHTEPBAJIA)
Cexperapb TO/ITHCh JL.B. ViBanoBa
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