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20.12.2000 N 03-51164 6 MeroAuqecKux peKoMeHAaUIrtx no pa6ore c AoKyMeHraMI{ B

O6ufeo6pa:OBaTeJIbgbIX yqpelKAeHI4fX) B UenflX paquOua,rrHOfi OpraHI43aIII4I4

AoKyMeHraur{oHHOro o6ecneqesr4r AesrenbHocra MBOy <Jluuefi> (aanee - VtpeNaenue), a

raK)I{e co6lroAesnl 4elicreytoql4x HopMarhBHblx AoKyMe}lroB e cQepe AoKyMeHrarI}Iu 14

ltr$opr,rauurz.
1.2. OreercTBeHHOCrb 3a opfaHr43&rluro, BeAeHI4e AenonpoI,I3BOACTBa, CBOeBpeMeHHOe I{

KaqeCTBeHHOe I{C1OIIH9HI4e AOKyMeHTOB H I4X COXpaHHOCTb BO3J'IaraeTCt Ha AOKyMeHTOBeAa

-YvpeNaenu.fi, KOTOpbrfi o6ecneqr.rBaeT yrler 14 npoxo]KAeHIIe AOKyMeHToB B ycTaHoBJIeHHbIe

cpoKu, rzuoopnrupyeT pyKoBoAcTBO O COCTOTHH14 LIX l{crloJIHeHI4q, ocyulecTBnqeT o3HaKOMJIeHLIe

coTpyAHr{KOB C HOp\,raTr,rBHbrMr,r H MeTOAL{qeCKI4MI4 AOKyMeHTaMI{ IIO AenonpoI43BOACrBy'

2. [o xy m e HTlrp o Ba Hu e y rr p aB,'l e H q e c K o I"t Aefl Ter b H o crl{
6ureo6pir:oBare,l bHoro yqperrtAeH ns

2.1 . flpr,r rroAforoBKe. coflracoBaHrdr{, noAnt4caHI4I4 Lt yrBep)KAeHHI'I go;yt"ntou,

oSpa:yroutaxcq B pe3ynbraTe AetTeJIL,Hocru o6uleo6pa:oearelLHofo yqpexAeHI4s, ueo6xoAuvo

cof';loAars rpe6oeaHnx, o6ecueunBaloqlle ropI4AI4LIecKylo cuny AoKyMeHroB H Bo3MoxHocTb

rax o6pa6orKr,r c Hcfio;rs3oe'aFrnexa cpeAcrB 3neKrpoHHo-BblqLIc,ill4rellHoI rexHhKI{.

2.2. Cocra3 AoKytueHroB. o6pa:yroUltxcr B rlpoqecce AeqrelbHocTu

o6n1eo6pa:oBareJrbFroro yqper{AeHr,rr, onpeAentercs: ero KoMflereHuuefiu {yHxuurrulr;KpyroM
ynpaBneHqecKLI X 4eicrnui, noptAKOM pa3pegeHI4g BOfipocOB (e4uHouaua'rruslii I4IIU

KOJIJIefnzuIrnsrfi); xapaKrepoM e:aHNaoAeficTBhs Me)KAy o6rUeO6pa:oBaTeJIbHbIMu

yq p ex(AeHa fl}{Lr v Apyf 14 M Ir O pf aH I'l 3 aI{I{sM Il.

B cocras AoKyM e Hroe o6 ueo6pa3 oBaTeJrb Hof o yqpe)K n(eH.I1lfl BXoA.tIr :

op?aHu3uLJLtoHttbre doxy.veumur (Ycran o6uleo6pa:oBareJlbHofo yqpex(AeHl'if; AoroBop c

YTIPCAIZTENCM; TOJ'IO)KCHHq O NOAPA3ACNCHI'I'IX' AOJI)KHOCTHbIC 14 HCTPYKIIHI'I COTPYAHI'\KOB;

crpyKrypa u urrarHa.r qncJ'IeHHocrb; ttrraTHo? 
-pg:rn,au"ne; 

llpaer'r'ra BHyrpeHHero rpyAonoro

np14Ka3oM AI

dot:y.vettntr,r (npuxarsr, r{HcrpyKurzra); rag$opryraul{oHHO-ClpaBot{HbIe

11IaHbt, OTqe-Lbl, CnpaBl(h, aK'TbI, AOKnaAHbIe n O]UXCgUTeJIbHble

pacnopl4xa);
pacnbpndunlettbHble.

AoKyN4eHT6t (npororo,rst,



3aIIHCKLI, [I{cbMa, TenerpaMMbl A TeJIetbOHOrpaMMbI, AOfoBopLI' rpyAOBbIe CoUIauIeHI4q'

Mrtrbcq Ha 6naHKax ooueo6pa3oBareJlbHofo

CT P 6.30-97 c I43MeHeHI4eM N 1 2000 r')'
bIX peKBH3l4ToB rr cra6u'rrHufi noplAoK I4x

pacIIono)KeHL{f,.
llPllKA3 - npaeoeofi aKr, t4sAaeaeN{ltll pyl(oBoAI4reneN'I Ant perlIeHl]q ocHoBHbIX 14

ofrepaTr4BHrr* uonpoaoe.,le.re6rro-npotfnnaKTI,qecKI'lx Meponpl{tlrt''tii' nonpocoa cftlHaucoBo-

xorqricr.seHHOii Aeq.ierbHOcrll o6 ureo6pa:lo BarenbH o f o yr{pe)KAeH14q'

I lpuxa: BCTVTaeT B cHny c MON4eHTa ero noAnlicaHl4fl pyKoBoAIIreJIeM

o6uleo6pasoBarer'Ibttoro yqpex(. e r aHo Ap)'rofo cpoKa' floAnucagultfr

npuKa3 pefllcrpi{pycrce AOK)',Meli p
' 

oc|lopu n,IeTcfl npuxa: ua 6 g o|o yqpe)I(AeHV1 A AOII}I(eH LIMeTb

cneAyolque peI(Bl'13l4TbI: Ha3BaHI4e BUAa AoKy HOMep npl4Ka3a' MecTo rr3l.AHr4fl''

3af O,'IO BO K, TCKCT, tlOAIIl'lC b' BI'13 bI' COfr'IaCO BaHU e'
-l'ercr npl4Ka3a cocroh'r 143 AByx qacreil: KoFIcrarl4pyroUefi 14 pacnopsAnrellnoil'

ll noHcrarr4p),rouen qacTH OTpaI(aIOrct Ilenh v 3aAaLM npeAnHCbIBaeMbIX Aeiicrsufi'

IIpt4qllHLI L| JAaH!1II [pr{Ka3a, AaeTcfl ccbljlKa Ha AoKyMeHT' IIOCny)KusuIai4' OCHOBaHUeM Anfl

roAforoBKI{ npl{I(434.
pacnoplgllrerbHaq rracrb coAep)Khr npeAtiricbtBaeMble Aeficrel4tl, cfaruu'ruu AOJI)KHOcrHE'IX

,ftr4tI, OTBSTCTBSHHbIX 3a 14X BblnOJIHeHLIe' 14 CpOKh HCnOIHeUHq' PaCnOptAllTenbHaq qacTb

oTAejrreTcfl oT KOHCTaTI4pytouei'I CJIOBOM "npuKa3blBalo"' cTaBI4TC' ABOeTOT{ae'

PaCnOprguTe.1bHat LIacTb reKcTa trphKa3a. I(al( [paBH-r]o' AenHTct Ha nyHKTbI' KOTOpbIe

HyN{epyrorcn apa6cr.nv r'r qnQplru u c ToLIKaMH'

Kaxt4stfi nyHI('r pacnopsAl4lelluofi qacrh HaqllHaerct c

BbrDaxeHHoro r,raroloM B HeonpeAe'reHsofi cpopve'

yKa3aH}lt KoHKpqrHOlo nelcteul,

OrAe,rrHue 3ilAaH14fl (uanpravep. 3aAalHIlt' coAepr(aLtIlIe

o$optr,ursct B BuAe tlp!{Jlor(ellHtl l( flpnKa3)/ co ccbl;lKoil ua qux

np14Ka3a.

Ha [epBoM Jlucre nphJrlo)l(eHlifl B npaBoN'l BepxHeM yrny Aenaerct HaAttllcb:

flprz ua:ruuult HecKonbl(l4x npnnoNeunfi

HOMep.

Ec,ru e [pI4JIo)I(eHI4h K tlpl4Ka3y AaHbl

BepXHeM yrny AaHH()f O npl4 J'lO)lie H nt AenaeTctl

uu(rpoesre AaHHbIe) Moryr

B COOTBercrBylou-lux nyHI(Tax

flpulorreHl'{9 K nPuKa3Y

or 11.02'2001 N 2

Ha Ka}I(AOM li3 Hl4x npocraBnqercr uoplAxosltfr

AoKyMeHrsr lpyrofi oprar{I43al-Iun,-To B [paBoM

cooTBeTcTBylouat 3aflucb :

flPu,'tolteHl4e K nPI'IKa3Y

ot 02.02'2001 N 12

CrpaHuIlsr [p}tl(a3a 14 ftpl,iloxeHuil uyruepyFoTc' KaI( eAI4HbIfr 4orcylteur.

llpoueccu trp]lN,reHeHafl yrpaBneHLrecKr4x perueunii o6rueo6pa:oBarerbHoro yqpe]I(AeHI'Ifl

t{ caMfi peueHr4n Aot(yN{eHrnp} }orcq c noMoltlbto nporoKonon rcoHcpepeHul4i'l, neAafofl4qecl(I4x

coBeTOB.

IIPOTOKOJIbI o$oplr,rrrFJrCe Ha 6,lasxax o6rueo6pa:oBarer'IbHofo yqpexAeHI{t v

cOAepr(ar cneAyloIULIe peKBu3I4TbI: Ha11MeHoBaHI'le O6Ueo6pa:OBaTeJrL'Hofo' yqpe)I14e6Llfl''

HarrMeHOBaHLre BnAa AoKy\{eHTa, AaTa 1-Ace;ia114s, HoMep' MeCTO 3AQeAaH:l.fl, rpuQ yrnepl(AeHl{fl

(ec,rr.r [poToKon rroAJre)r(r4r 1,tu"prn4""aio),' Sato.noeox, Bn3a, TeKcr, IIoArll{cl{' oTMeTKa o

Hanpas,reH[t{ B Aeno. lara nporoKoJ'la - :ro Aa'la rlpoBeAeHus coBefllaHnq'
'l excr uporoKona cocTol4r t43 AByx Llacreft: eaoAHoii tl ocHosuoti' BsoAF{a;t qacTb



coAep)Kr.tr nocrorr,rHyro LIHoopMalll4ro (c,rona: "nPEACEAATEIIb"' "cEKPETAPb"'

"|IPHCyTCTBOBAIIVI") vr nepeNIeHHyro (cpannr -|lHe' HHHUHanbI flpeAceAarejlq' ceKperaps u

np14cyrcrByrouflx). llpn ueo6xo.r.r.rMocrt4 yKa3btBarorcfl AOJIII(HOC-IH rlpl4cyrcrBylourl4x' a raKlKe

"t"rtt-"r, dlauulran, AoJl)I(Hocrl4 llI4II, npI4fJIaIrIeHHbIX Ha 0oBeuraHl{e'

flpn KOJ.rHr{ecTBe yqacrFIlIKOB coBeulallHt 6onee 10 cocTaBltleTcg cnucoK

npucyrcrBytoull4x, xoropstfi npl4nafaerc'fl K rlporol(ony'

Crosa "|IPb,ACEAATEJIb", 'CBKPETAPb", 'i|IPI4CyTCTBOBAIII4" rhlxyrctr or 0 -

HyneBofo noro)KeHr -fo rl Bhrcq rl{pe' I4Hl4UHa'llbI H

Qaruu,rnn [I4txyr B aAe)l( ourhx paclonafarorcq B

a,ltfaenruoM noplAl Pe: 1

BeoAHag Llacl'b nporoKo'ra 3aKaHLIHBaer . C:roea "roBecrKa AHq"

neqaTaloT or 0 - Hy.leBofo no-ro)lteHl4g ra6y;rrropa. rloc:re Hux craBHrcf ABoeroqtle' Bonpocrt

ilOBecrKt{ AI{e HyMel)yloTct. Ka;li.lstlt Host'tfi Bortpoc flellaraloT or 1-rO nolo)KeHuq ra6yllropa'

I loc,reAoeare;1bt{oct b pac11o,1()il(cl]I4t BOnpocoB o1lpetenqeTct cTetteHblo HX BaxFIOCTI4'

BOnpocsr flepequc-rtqrorcfl B HMeHI4TeIbHON'l rtaile){e. f(Or'ra1 (orue-l' coo6rUenue'

r.rncpopvaurar), HaH\,{eFIOBaHne iIOJ',l}I(HOCTl4, I{HI'IUUa,lL'I t',t cfauu"tlzlo AOKnaAqIiKa nuulyT B

poAHrenbHoM rraAe)Ke. He peKo\4eHAyerct BKJ',IIOLIaTb B noBecTKY lHl BOnpoc "Pa3HOe"'

KaxtAsri.t Borlpoc Ao-'lx(eFI 6ntts rosxperu3HpoBaH'

ocHoeHaq qacTb TeKcTa cTpoI'lTCt B cooTBeTcTBI4I4 c BonpocaMU IloBecTKI4 AHg'

flOcrpOeuue 3aILIch o6cyx<leuut Kall{Aofo BOIIpoca IIoBecrKI{ AHs OcyrqecTBnqeTgtl nO CXeMe

,,cryLLIArr4 _ BbICTyrrwr\4 - nocrAHoB il4 (pEIrII4JIrl)", a raK,re nporoKorlupylorcq

BOnpocbl t4 oTBeTbl.

B nparrraxe npr4MeHqeTct l(paTl(aa tpopua I]poToKona, KOfAa yKa3blBalorcq TOilbKO Cfl]lCOK

nphc)iTcTBylolullx,paccMaTpl4BaeMbleBonpocb]14npl4H'l.tblepeneHI4'
Bstnucra u3 tllloroKona coAepxl4T cne'qyrcrrlue pel(Bli3l4Tbl: F

rna"n/la"ouunra 06uteo6piilloIlaTe,lbl'lofo YLIpe)l(AelII'1t' Ha3BaHI{e BHAa AOKyN{eHTa

(er,tnnCxa h3 IlpOTOtiO;ra), larl'(Aara:3aCe.aaHrar). LIHAeKC, MeCTO COCTaBT'IeHI4-fl' 3afOJ'IOBOK K

TeKCt.y. TeticT, noAni.{cr4. oTMeTriv o :laBepeHHl'l KOnl'lLl. OTMeTKY O6 ncno'rgeHnH' I{anpaBneHI4I4 B

Ae-[o.'l{utttfiop'vttttlttotttto-cn})(t6ottttbt'ttr)(tt;l''vetttltt,t'rl'o6pa';yroulllMcflBnpouecceAej{Te'r'lbllocrl4

o6ueo6pa:oBaTeJrbf rofo yqpe)ltAeHHt, orHOCtTctl: cllpaBKIi, AOKnaAHbIe 3allLIcKi4', fIHCf')Ma'

rene [paNt M st. re,reclto uorpaNl \4 bl'

III4CbMA o$..,p*norr*l I1a 6,raurax, BKJ.rrollaror s ce6q cneAyrouuti cocrae peKB'3llroB:

Hal4NleHoBanue o6u'eo6pa:oeare-nbl'loro )/rrpe)ItAeHlltl' AarY' I4HAeKc' ccbilKy Ha IlHAeKc h Aary

BXoAqqefoAoSyMeHTa,aApecaTa,pe3o,lroqHropyKo-BoAcTBa,3a|ojloBol(KTeI(cTy'TeKcT'
OTNteTKy O HaI14LIflLI [pnnO]KeHU", n6Ontao, OTMSTKy O6 UCnO'TULIT9JI9' OTI\leTKy O6lCnOlHeHUu

uHanpaBneHI,II{BAeno.oTMeTI(yonepeHoceAaHHbIXHaNiIa[IHHHslfrnocHre:rr'' rgrtIEfPAMMbI ne.iaraK)r B AByx 3K3eMnnqpax lla oAnoil cropoHe JIHcra Llepe3 ABa

HHTepBana. Texcr renel-paluMbl co0'faB..1lfleTct 6e: coto3oB. [peAnofoB It 3HaKoB [peIII4HaHIlt'

6e: nepeHoca cnoB.

TEIIE,OOHOT PAMM A r ttrto.taer cneAyloull{e pe KB LI'l nrbt :

HariN{eHoBaH11e o6qeO6pa'loBare-qbHO|O yLrpe}r(AeFIl{t, a/lpec. Aary, 14HAeKc' TeKcr,

noAfll{cb,oTMC',fi(r4oBpeMeHuflepeAalll4H)/l(a3aHheAotl)ltHoctei'tu$avrrl'rrlli(ranurolrxo
tpanlr.r,nuri) IIHU, flpllHtlBulhx I'{ nepeAaBulux re:rerfoHorpaN'lMy' B c'ryuae- orcyTcTBhtl 6:raHxOe

A.rrf le,recpouorpaNlM tlpllNleFltllorct IacTbl 6yvarn tpopr'rara 45' TelecpoHorpaMMbI

cocTaBIg}oTc'BoALIoM3K3eMllJI'Ipe,11oAnI{cbtBaFo.Ic'pyKoBoAhTeJIeNIuJ'Il,iHeIIocpeAcTBeHHI,IM
I4CNOJITI14TCJICM.

Tencr He ror'I)lieH
14 IIOAnHcaHa rhuoM, oT

'f ele(louorPaNlMa
yqpexAe H 14 il-a.4Pecaro e

BKrrroqarb 6o,,ree 50 croa. Te,reQoHOrpaMN4a Aojlll{Ha 6url AaTtpoBaHa

uMeH 14 liOTopofq QHalfiepeAaercff '

11epeAaeTCt HeCrcO,rl'ttrer'n aApeCaTaM nO npI'lnafaeMOMy CnuCKy

l4 HOMePOB TeJ'IeqloHOB.'



3. llpueivt u pefr,tcrpaurtt Aot(yMeHToB

3.1. B KaHUen[pura o6Ueo6pa3oBarenbHofo yqpeirLeHr4s Bce KoHBeprbI c fiocrynaroulefi

KoppecrIoHAeHUzefi (rcpor'le KoHBeproB c HaAnucbto ",'Ifi.IHo") BcKpbIBalorca, npoBepqercfl

Harin{tIUe B.ltO)(eHHbl\ B HHX AOK)'\{eHTOB, IIpaBl{ilbHOCTb AOCTaBI(I{ U UeIOCTHOCTL KOHBepTOB.

3.2. Perucrplrqna noAnelr(ar Bce Aor(yMeHrbt, rpe6yrcrque )/r{era, lrctlorHeH}'lt,

r4crroJrb3oB aHr4s. B cnpaBoqHbtx Uerqx, KaK [ocrynaroulne a3 Apyrl{x opraHl43aUuit u or qacTHbIX

Jr14rI, Tat( n o6pa3yrolrluecq B Aerrre;rbHocrrz oOtr1eo6pa:onareJIbHoro yLIpexAeHl4fl.

I-le noA,rexar perr4crparlHh no3ApaBr4TeJ.rbHbre []ncbMa. TenerpaMMbI, npl4f'qacHTeJIL'HbIe

6are1tr, r.rHcpopuautrfl D,I:A cBeAeHr.t{.6yrra,rrepcr(lre ilot(vN4eHTbt fiepBhtlHofo yllera. fril nltx

COCTaII,'IfleTCtl IIepeqeHb HeperuCTpI4pyeMbIX AOI(yl\'leI]TOB' .
3.3. PerucrpaL\ufl, AoKyMeHroB npou3BoAHTCq B AeHb nx flocrynxeHaq.

3.4. PerracrpartuonHtrii lIfaMn cTaBr4rct B npaBot\4 IILI)I(FIeN1 yrny AOK)/MeHra H cocToI'JT I'I3

Holvlepa AoKyMeHTa llo nopeAltv 14 AaTbl fiocTynneHufl

3.5. B o6qeo6pa:oBare.rbHoM yqpex,leHr.rh c o6'sevon,r AoI(yi\{eHroo6opora lo 600

AOKyNTeH |OB B l-OA ,qon\/cr{Ae't cr nx per ncrpalllla B )l(\/pHaJIzlx pef LrcTpLlUI"ll',i BXOAqUIUX H

r4cxoArul14x AOKyMe HroB.

B rpacfc "KoppecnoHAeHr" yKa3brBaerce l{a3BaHLle opraHld3aULrrl, o't icoropoil fiocrynl'In

AoKyNteHT. :aJrv,ecrtr AoK)/NIeHT HcxoAqtuHfr, opraHH3aLIu14, B Koropyro oH HanpaBilgercg.

t'pa{ta ",[ara fiocrynneHAr] v AHIJeT(c AoKyMeHTa" 3arto.lll-lterct ronbKo Ha BXoAtulI4e

AoKyNleHTbr. B uefi npocraBneror Aary [ocryfineHr.rt AoKyMeHTa lr llHAeKc, nptlcaoeuultfr s

o6rqeo6pasoBarerbrloM yttpe)l(AeIJ I,II'L

ll r.pa(le "f{rira H HFrAet(c AoKy\4eHra" flpocraBr'Itlor Aary AoI(yMeHra vt I'IHAeKC,

npHcBoeHHufi euy opraHn3auue[-anropon,t.
l3 r'paQ1, "l{pa'r'ttoe co.qepr(aHhe" BHoctr Ha3BaHI'le BI4Aa AoKyivleHTa, ero 3aFoJioBoK'

Or rolo, Hacr(on6Ko rrea,rucfuullpoBar-rHo a no4po6uo 6yayr 3afionHeHbr rpail,rr,l. B

3Haqlrrer'tbHofi creneHn 3aBhcflT Aa,rsHeiruaii noncx n Bo3N4oll(Hocrb Aarb orBer no 3aflpocy o

perqcrpupyeMoM AcKyl\,reHTe Kar( B'reKyuefi pa6ore c Aol(yN4eltra\4l4. raK 14 B apxaBe.

B rpafe "Pe3o,'rrouhfl. r4lr1 l(oMy HanpaBJreH gortyueHT" yKa3blBaror rloJlHoe coAepxaHl4e

pe3onrcutrh, ee aBtopa tr 4ary.3ra rpaQa 3aroJ'IHqerc{ nocre [poxo)l(AeHht AoKyNIeHToM

cralp4l.1 rpeABapqre.tbr{or-o pacc\ro'rpeHal. Ec,ln ua AOKy\{eHTe Her pe3olllollul4. To ceKperapb

yKa3btBaer s:lofi rpaQe Qalur.nnro, hH14r,Iiarbt. ecn14 rt)')t(lio,.qor'I)KHocrb HCIIoJlHhreJrtr,

Koropolvly HalpaBneH Aot(yN{eHr. 3anucs o6 t{clro.[IieHnI{ AoKyMeHra Aon}I(Ha orpaxarb

peuegr4e Borrpoca no cyrqecrB)/. Aary r..r r4FrAeKc orBerHoro AoK)/MeHTa. B erofi rpaQe Aetlaercg

KOHKpeTHa' 3anHcb o TON,I, KOtAa. Ker\'{ u r(aK pe[eH Bonpoc, h yKa3blBaroT I4HAeKc AeJIa, B

r(oTopoe H arlpaBneH AoKyMeHr.

4. Korrrpo.ltb 3a cpoltaMll lIcnoJIHeHI{l AoKyMeHToB

4.1. OreercrecHHocts 3a cBoeBpeN,rcHHoe H Kar.recrBeHHoe hcrloJlHeH14e AoKyMeHToB Hecyr

pyKo BoAr{reJrb, AoK)'MellroBeA o6r-ueo6pa:o BareJl bHo I-o yqpexAeH Hfl ,

4.2. Bcs flocrynaloul,aq e o6uleo6pa:oeare,rruoe yqpell(AeHlle AoKyMeHrallnt

HCTOJ'III,SCTC' B COOI BCTCTBI,It,{ C TCMIZ CPOKAMI4, KOTOPbIC YI(A3AHbI B PE3ONrcqhI'I PYKOBOAUTCJI'.

Eclu cpori He yKa laH, ro i{or(yMeHr Aorx(eH 6strs ucnonHeH B cpot( 1 vecsq; x<a,ro6lt,

3aflBrTeHl4t - B TeLreHt.Ie Mectual Ter'IefpaM\rbl - He 6o,ree LleN't B AByxHeAenlHsIi;t cpor'
4.3. loxynerrr clrr.iraercl t4cno,rFre Hlrbri\l. ecnH pa3peueFlbl rlo cyulecrBy Bce

nocTaB,,leFrHble B He\4 BOnpOCbl. B )nVpHanax pefHcTpilullti IlelaeTct oTN',le'rKa o6 ucno,'tHeHHu,

T.e. 3aflucaHa Aara orlrpaBKt4 rr r.rcxoAlu]tzii ]toN{ep orBerlloro AoKyMeHTa, HaHMeHoBaHIie

aApeczlra, AOJI)I(Hocts n (tauu,rttrt ucilOJIIlllTelt,:tlSAIIl{caB[Iero OrBeT.

Ec,u4 ece flocraBrrerrHbre B AoKyN,reHre nonpocrt peueHbl B o[epartiBHoM noptlAxe,6e3

uarncaur{q oTBeTa, r{cftoJlHuleIb Ha LoKyN4eHTe Ae,laeT KpaTKyIO 3anhcb o peueHl'{14 Bo[Ipoca,

craBHT nary v loArrr4cb, r-Iocre,rero Aor(yNreHT noMeuraerct B Aeno, Ec:ru no pa3peulaeMoMy



Bofrpocy o)t(hAaeTofl oTBer, ro c corJlacHt 3aBeAylou{ero KaHqenqpuefi (Cexperapr)

nocrynuBur.lia orBet' BMecre c Korlher"r orBera Mo)Ker HaxoAl.ITEctl y HcrlonHI4Ter.fl Ha KoHrpone'

,{orcynleur cHlzMaerct c Koilrporq nocre efo tacnoxtleHHe'

5. Cocras,'IeHlle HoMeHKJlarypbl fi dlopMupoBaHlle AeJl

5. l . CocrasJlerthe HoMeHKJIarypbl Aen.

_5.1.1. B qeJrqx npaBr4JrbHoro qlopMupoBaHr.rq Aen o6ueo6pa:onare,rbHofo yLIpe)KAeHI4q,

o6ecnequearculero 6rrcrptrfi roHcK AoKyMeHToB tlo ttx coAep]KaH[ro u BhAaM, [poI'I3BoAI4Tcg

uaccuQaxaqlrf, AoKyMeHToB.

5.1.2. K.laccn$uxaqul AoKyMeHroB 3aKpennfleTCe B HOMeHKJIaI'ype Aen - cttllcKe

HariMeHoBaHufi Ae,'r. 3aBoAtrMr,tx B Aenonpol43BoAcrBe o6u1eo6pa:oBareJIbHoro yqpexAeHr4s, c

yKa3aHI4eM CpOKOB ItX XpaHeHI4.g.

5.1.3. HoveHxlarypa Aen rpeAHa3HaqeHa nnfl fpynrl4poBl(ll v pacnpeAeneHl4t

}ICTIOJ'IHEHHbIX AOKYMCHTOB B ACNA. hHACKCAqHh ACN' OfIPCACIICHI'tg CPOKOB I{X XPAHCHU''

5. L4.
5.2. Qoptut'IpoBaHue Aen.

, 5.2.1 . cDopvlt posaHue Aen - fpyIInHpoBl(a

coorBercrBtzH c HoMeHr,rarvpoil,le,r.

I4CrlOr'lHeHHbIX AOKyMCHTOB B Aena B

5.2.2. Oopnrupoeauue Aen ocyuecrBnrercr B KaHuertpuH o6ueo6pa:oBareJrbHoro

yqpe)(AeHnt.
5.2.3. flpn Qopnrnponaunra 4e:r rpe6yercr crpofo orpeAensrb cocraB AoKyMeHroB,

BKrrrorreHHbx B Aero. Bxlroqentre B Aeno Aor(yMeHToB, He orHoctllql4xcq K H9UX, a raKxe

qepHoB[KoB. Bapua]rroB, Kofiafi, Bbrpe3oK r43 fa3er I4 ]I(ypHanoB I4 AoKyMeHToB, rloAnexaull4x

BO3BpaTy, He AOIIyCKaeTCt. f
B npoqecce fpy[[npoBKr4 AOKyMerJroB B Aene [poBepseTct IIpaBI4IIbHOcTt' I'IX

oQopvrnenrzl (Ha,rtlutte no,1luQefi, Aar[,I, 14HAeKca, :aeepnrelsHofr HaAtIvrcL4 rr T'A')'

I{e4oocfopr,,ureHHbre 14 HenpaBHJrbHo ooopMJreHHbre AoKyMeHTbJ Bo3Bpalqarorct I{crloJIHI4Te,'Irc

Ha aopa6orKy.
" forcyveHr6r rrocroqHHoro t4 BpeMeHHoro cpoKa xpaHeHut Qoputtzpyrorc.s B pa3HbIe AeJIa'

5.2.4. B Aene rpynilr4pyrorcfl AoKyMeHrbr oAHoro Ka,teFlAapHoro (01'01 - 31.12) roaa'

]4ccjrrc.reuue cocrirB.llrlor nepexoAsLrlue Aena (Ae:ra ro BonpocaM, Koropble pelxalorct

uecro,rlxo ler).
5.2.5. Pacno,rolueHue AoKyN,leHTOB BH)ilpr.r Ae,'r upol43BOAI4rC' B xpoHonofl'lqecKoM

froprAKe, [pr4 Koropona uan6o,ree paHHIie AoKyMeFlrbt pacilonara]orct B Haqane foAa'

5 . 3 . C acrena at tzaryun orAe,lbHbIX rcareropuii AoKyMeHro B.

5.3.1. PacnoprtAr4TenbHi,re AoKyMeHTbr fpynilupylorcq B Aene rlo BI'lAaM I'I xpoHonofl{Ir C

6rHocquluNavcfl K HUM npl{no)KeHHlMIz'

5.3.2. lIpuKa3bl rro ocHosHofi AetreJlbHocrra Qoprr,rnpylorcq orAenbHo oT npI{Ka3oB IIo

nrrqHoMy .oaiu"y (na:uageuue, fiepeMeureHlze, yBonbHeHhe corpyAHl{I(on) rz or npuxa:oe o6

oTrrycKax, KoMaHAI4pOBKaX 14 T.A.

5.3.3. flpoToKoJ'rbl pacrroJrafaloTcrr B Aenax B xpOHOnOrfiLIeCI{OM nopflAl(e tlo HoMepaM B

npeAenax yue6Horo (01.09 - 31.08) roaa.

5.3.4, flnanbr, oTqeTL,r, cMeTbl fpynfrHp)/rcTct OTAeJ'lbHO OT flpoeKToB I4 rIepHoBI'IKOB 3TI4X

AoKyMeHroB 14 AoJ,lr(Hbl xpaHurbcs c AeJ[aMI4 Tofo roAa, Ha Koroprrii (sa rorop.nri) oHu

cocTaBxeIlbI.
5.3.5. floxyMetlTtl B JII4t]FlbIX Ae,'Iax

3a.rBJreHHe o tt])heMe ua pa6orY;

HanpaBne HI4e I tr'Ih npe.lcTaBJleH he.

al{KeTa:

lncfot< no yLlery K,aAPoB;

anro6zorparpvx;

pacnonafalorct B cneAyrouleM nop[AKe:

o , ! i.n



AoKyMeHrbr o6 o6Pa:oBaHI4ul

ATTCCTAUI,] O HHI,Ifi JII4 CT:

BblllltcKl{1,{3lII)l4l(a3oBoI]a3HaqeHuu.nepeMelueHllI,l'yBonbHeHI4h;

AOIIOT'IHeHqg K r,u'tLlHoNly rri'icTKy 11o yqeTy KaApoB (n uero BHOCg'fCt IaHHble o [oJt)/qeHui4

opeN,ulil h-iln H&rroxcHhH B3blct(aHI{t'i' o HaI'pa)KAeHl',ltr n T'A')'

B lr.rqHoe Aeno He no\'leulaoTcq KOII4I'1 fipl{Ka3oB o HaJ'Io]I{eHHU 83bICKaHhii', cnpaBKI4 o

COCTOTHI{I{ 3AOpOBbtl 14 C NIeCTa )KI4TeJ'lbCTBa, 3aflB1tell Afl 06 OTIIyCKaX' KOIIUII npHKa3OB Oo

oTlycKax u Apyflre,IoI(yMeHTbl BropocreneHHOfO 3HaLIeHAq'

5.3.6, iluqeBble cLrera Corp)'AHt'1KoB fpylnLlpyrorct B caMocToqrelbHble Aena B [IpeAenax

r(aneHAapHoro foAa 11 pacnonafatorct B HI'IX no an(DaBaTy cpavu-utlil'

5.3.7.flepent{cKycIeA)leTfpynnHpoBaTbBAe'Ia3a.flepl{oAKaneHAapHofo|oAa.B.qelo
IIepelucKl4 |.IoMeulaloTct Bce AOKV\'leHTbI. BO3lli',lKtllI4e B XOAe pe[ieHHg BOIlpoca'

ilepenracna ol4cTe\,tarh3l4pyeTct B XpoFlonolnqecxoi't noCIeAOBaTeJIbHocTlI; AOKyMeHT-

oTBer IroMeD (aercq 3a AoKy\{eHroM-3anpocol\'l'

6. [f oaroroBKa AoKyMeHTol] K [epeAT LIe B apxlrB

.6'l.floaroroIJKaAoK)rN{eFITOBKnepeAaqeBapXt,lBBl(,1loLIaeT3l(cnepTu3yHayqHoI{I,i

npaKTullecKofi-IleHHocTI{AoKVN1eFITOB.od]opN{xeHue;lell,cocTaBIeHHeonucH.
6.2. 3r<cneprl4 la ueHllocrtl .1oK\/l\4eltroB'

6.2.1.3xcnep'lL{3a IIeHHOc-ft'l jIOKyN'leHTOB - o[peAeneHlle UeHHoCTI'l AOKyMeHTOB c Ue'tbio

or6opa nx Ha xpaHeHI4e u ycraHoBneHHe cpoKoB xpaHeHl'tt'

3rcneprr{3y ueHHOcrH AoK\/t\4eHroB B osueo6pa3oBarenblloM yqper(AeHH14 OcyurecrBnter

flocroeHFlo Ae[crBy]ouat 3Kc|IeprHat KoMlICcnl (3K)'

6.2.2. 3rcnepruafl l(oMyccht Ha3Hallae-rot fipI.IKa3oM e pyKoBoAI4Tenq

o6u1eo6pa:oBare;lbttoro yqpe)l(Acllgq. B cocraB 3K ex.1roqaror He MeHee rpex corpyAHI4KoB'

Ce,.petapern 3K sa:uaqalor cel(lleTaptl (AoKyN'{eHroBeAa) o6Ueo6pa:oBareilbHoro yqpexAeHhq'

3xcneprHaq KoMI4cCntl Ha 3aoeAaHl.ltlx paccMarpll BaeT: HoN{eHKnarypy Aen

o6rqeo6pa:oBaTeJrbFrofo yqpell(AeHI,lfl, onucl'l Aen nocTosHHOfo xpaHeHlIs 14 flo IULIHOMy

cocTaBy, aKTbI Ha Ao Ky N{ eHTbI. BbIAeJIqeN',{ ble K )/ LI hLITO)lteH a rc'

6.3. OtPoPurlelll4e Aer'
6.3.1 . lle,,ra IIocTotlHIlOfo xpaHeH14t{ noArlI{Balorctl B rBepAyIo o6'ro>xxy cypoBblMH

HHrKas,rr4. Ilucrtr HvMepytoTct B IIpaBoM BepxHeM yfly npocrblM KapaHAauoM' I{oluqecreo

J,II,IcroB B KaII(AON4 Ae,'Ie He At)it)ltHo rlpeBr'lluarl 250' B roul]e nena Ha oTAe"Ibtlo\'{ JlHcTe

cocTaB,qqeTcq 3a8ep] ITeIL'H atl llliAn hcb'

6.3.2. 06,ro)r(Kr..r Aer o(pOp\t-rltll.orct B coo'fBercrBl'IH c fociT 17914-12' Ila o6lo>xtce Aen

,nocTost-tHOfo xplrHedlrfl AOJI)I(HH 6utrr n;locTaBlellbl c'[eiIY]OIIlHe peKBI',l3HTbI: llOJIHOe Ha3BaHI',Ie

Bbtuecrorulei,t opfaHLl3aUIIh. Ilat:lBaHHe o6rqeo6pa:oBaTer'IbHo'o yqpe)KAeHHq' HoMep (nHAexC)

Aena[oHoI\{eHKIa|ype,'3afojlotsoKAena.Ko,rl]4qecTBoJ'IHCTOB.cpoKXpaHeHH'IIJII4oTMeTKa
"xpaHurt nocrotHFlo", HoMep (l<lHga' oflllch' Aera'

6.3.3. flo oKOHLIaHHLt Aenonpo143BoAcrBeltHoro roAa B oifopuleuHlte o6:rox<xu Ae:r

nocrottHHofo xpaHeltu.f, BHoctrcg ueo6xoAnlrble yroqHeHnt:

B 3afoJ,loBK v laeIr, coAell)I(au{I{x pacnopqAl4Te'rlbHble AoKyMeHrlt (npnrca3bl' nporoKo'llt)'

BHOCgTCfl HOMepa; ercJII4 Aeno c llepenl4cltofi cocrour I43 HecKoJIbItI{X TOMOB' B Ka}KAOM TOMe

yKa3brBaloTcq KoppecfloFIAel'lT. aBrop, reppnT0pll ' 
u I.P'!1 B KDKAOM TON{e yKa3bIBaeTc'I !\ATA

(uuclo, Mecflu, rol) nauala u ol(oHqaH14tl Ka)l(Aofo ToMa. Toqsste AaTbl ilpocTaBIflIOTCq Ha

o6loltttax 4,lr 6ltcrporo noLIclta AoKyMeuroB B nocneAyloueN'l'

n3 3aBeptllelsuoi4 HaAIrHcl.l Ha o6no)KKy Aena BblHOCl'{TCt KOJII{LlecTBO '1I'{cToB 
B Aenp'

6.3.4. Haanfici{ Ha o6:rorttrax AeJI UqcTatl-llHofo t{ AonfoBpeMeHHofo xpaHeHl4q cire4yer

npoH3Bo.Allrb qerKo- ceeroclot'it(llN'l14 LIepHnJla\114' 
- ^^tr^-,-.^^-

6.3.5. Anl yqefa.Ko-ilnLrecrBa.irrrct-oB B Aene n if nxcaur'rn oco6euHOCrei ltx HyMepaql4l{ Ha

oTn'elbLloNIJIl4c'|ec()cIaI]J]'le|ofl]aBeplll.eJIbIta'l}la]tnhcb.



B :aeeprarelsrrofi HaAn2ch yKa3brBaercr KoJIIzLIecrBo JII4croB (ur'r$parura u nponucrro) e

.qene. flOAnIICtIBaeTCg COCTaBUTeJISM C yKa3aHI{eM erO AOJIXHOCTI{ V 
^UT6I 

COCTaBIISHI4fl'

6.3.6. tsuyrpellHqfl onl4cb cocraBJlterct{ K AeJIaM flocToqHHoro h BpeMeHHoro (cnnrue 10

neT) cpoKa xpaHeHr4fl, cc!oprvrr.rpoeaHHbIM no pa3HOBI',{AHOCTIM AOKyMeHroB, 3afoJqoBKII KOropbIX

He pacI(pbIBaIOT KoHKpeTHOe coAep6aH14e 4Oxyrr'reHrOB (OcO6O IIeHHbIe, nllrlHble Aena I4 Ap')'

6.3.7 . [e,la epclteHHoro xpaHeHI4t oQopntr trcrce yrlpoqel]Ho:

oHHHenoAIllIiBaH)Tct-J']1'lcTbIBHI',lXHeHyMepyroTcq'yroqHeHI4eHao6JIO)1(KaxHe
npoH3BOAhTCq,O[l4cliHaAeIaHecocTaBlfrcrcu.yr{eTBe.qercttloHo]\{eHKnaTypeAen'

6.4 . OnvtcaHl'Ie AoKyMeHroB Il ocrot HHoro c poKa x paHeHI4t'

6.4.1. flo oKoHrlaHI4l{ Aenorpou3BoAcrBeHHoro roAa B Tex o6rqeo6pa:oBareJlbHblx

yqpex{AeHHgX, KoTopL,Ie qBl'toTcq I4cTotIHI,IKaMH KoMnJ'IeKToBaHI,Ig focyAapcTBeHHbIX apXI{BoB,

nporruoOrTcq OT6Op AoKyMeHTOB IIoCTo[HHOfo CpoKa XpaHeHI4q AiIq BKIIoqeHI/'fl uX B otII{Cb'

Onncu cocrol'{T u3 roAoBblx pa3AenoB, BHyrpll roAa Aena pact]orararorcfl rlo crerleHl4

3Halrr,Mocra c ylrefoM HoMr4Har,rbHoto npr4Hunna (rax fioorpoeHa ra flpuvepHatl HoMeHl(narypa

Aen o6lqeo6pa:ona'relbHofo yvpex4eHral)' fo4oeofi pa3Aen orllcu Ha Aena rocrosHHofo

xpaHeHqr, rIpeAHa3HaqeHFIble l\nfl rlocneAyroqgfi nepeAar{u B rocyAapcrgeHurtfi apxl'IB'

noAnext4r yrBepxqeHI4Io 3nK (oxcneprHo-npoBepor{Hofi KoMI4ccfiefi) 3Toro apxl'IBa He IIo3AHee

ceMllepe3ABa|oAafiocJle3aBeplxeHl4flAenBAeno[pol43BoAcTBe.
6.4.2. Onucu CocTaBIqIoTCl pa3AenbHo Ha Aetla nocrosHHoro xpaHeHI'It nO OCH9BHOI4

AetTenbHocTV kr HA,Iena ilo Jll4LltloNIy cocTaBy'

6.4. 3 . Onr'rcl4 c ocraBlqrorcq ceKperape M (Aoxynl e Hro BeAoN4 )'

6.4.4. Ourzct' BeAerCt B eI(l{HOLi BaJIoBol"l Hy\lepallul4 B TetleHHe HecKoJlbKI'lX JIST 14

3ar(aHltr,{Baercfl rro cofnacoBaHfiK) c focyAapcrBeHHbll\4 apxl4BOM, KyAa IIOCTy[alQT.4AOKyMeHTbl

yrle6Hofo 3aBeAeHI4tt.

6.4.5. Ha Aena BPeMeHHofo cpoKa

7. 06ecneqeHile coxPaHHocru AeJr

7.1. OreercrBeHHocTb 3a coxpaHHocrb AoKyMeHToB o6uleo6pa3oBarer'IL'Horo yqpexn.eHvfl

necer pyKoBoAI4TenL.

7.2. fiem AoJI)l(HbI xPaHHTbcq

BO3.[eilcrBl4g corHertHofo cBera.

B 3aKrpblBalouluxct luKaoax, [peAoxpaHqlou]I4x I'lX or fiblJrl{'

7 .3. Vlzr,stpte a BblAarla AoKyMeHToB v3 Aen

pa3peuaercq.

locToqHHOfo cpoKa xpaHeHuf He

x DaH eH I4 tt cocl aBr,'Itl ercq alir o 6 yu u uro xf HlIv'


