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mo AEJONMPOU3BOACTBY

1. O01mme moJ1oKkeHus

1.1. MHCTpyKIIMS TO MAEIONMPOU3BOJCTBY B MYHHUIIMIAIBHOM 001Ie00pa3oBaTeIbHOM
yupexnenuun «Cpennsisi mkona Ne 75 KpacHoapmeiickoro paiiona Boarorpaga» (manee —
WHcTpyKIus) yCcTaHABIMBAET €IMHYIO CHCTEMY JEJIOINPOU3BOJCTBA U HOPSAJOK IOATOTOBKH,
oopmieHHs, TPOXOXKICHUS, KOHTPOJS 3a MCIOJHEHHEM, y4yeTa, XpaHEHUs, M3TOTOBJICHUS,
KOIIMPOBAaHUS U TUPAKUPOBAHUSA CIY>KEOHBIX JOKYMEHTOB B OOpa30BaTElbHOM OpraHu3aluu
MOY CHI Ne 75 (manee — lkoma).

1.2. UucTpykuus pazpaboTaHa B COOTBETCTBUHU € TpeOOBaHUAMHU (efepalbHbIX 3aKOHOB
ot 22.10.2004 Ne 125-®3 «O06 apxuBHOM zene B Poccuiickoit @eneparuny, ot 27.07.2006 Ne
149-®3 «O06 unpopmanmu, UHPOPMALMOHHBIX TEXHOJOTHAX M O 3alIUTe MH(POPMAIUN», OT
02.05.2006 Ne 59-®3 «O mnopsake paccMOTpeHHs oOpamieHuid rpaxkgaH Poccuiickoii
Oenepanuny, ot 01.06.2005 Ne 53-®3 «O rocynapctBeHHOM si3bike Poccuiickoii @enepanuny,
ot 06.04.2011 Ne 63-®3 «OO6 snexTpoHHON moanmucu», [IpaBun xpaHeHus, KOMILIEKTOBaHMUS,
yueTa U HCHOJIb30BaHUS JTOKYMEHTOB ApxuBHOro (onaa Poccuiickoit deaepanuu u apyrux
apXUBHBIX JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOM BJIAacTH, OpPraHax MECTHOIO
CaMOYIPAaBJIEHUS, OpraHU3alUsAX, YTBEPKJIEHHBIX NMpUKa3oM MuHKyIbTyphl oT 31.03.2015 Ne
526, HanMoHanbHBIX cTaHAapToB Poccuiickoir denepanny 1O YIPaBIEHHUIO JOKYMEHTaMHU:
I'OCT P 7.0.8-2013 «CHUBM/J. Henompou3BOACTBO H apXHBHOE JeJN0. TepMUHBI W
omnpenenenusi», ['OCT P 7.0.97-2016 «CUBUJ. Opranu3aiioHHO-pacHOPsAUTENIbHAS
nokymeHrtamus. TpeGoanust k odopmienuto mokymentoB», ['OCT P MCO 15489-1-2007
«Cucrema CTaHIapTOB MO WH(pOpMaLKU, OUOIMOTEYHOMY U M3/1aTENIbCKOMY JieNy. YIIpaBieHHue
nokyMmeHTamu. OOuire TpeOoBaHUs».

1.3. Ilpumenenue MHCTpYKIMHU AOIKHO CIIOCOOCTBOBAaTh (POPMUPOBAHUIO OPHUIIMATBHO-
JIEJIOBOTO CTWJISL TOKYMEHTOB, MoAroraBinBaeMbix B lllkose; cokpaiieHuro 3aTpar Tpylaa U
CpeACTB B TpOIECCe CO3/aHUS JOKYMEHTOB. MHCTpyKIMs sBisgeTcs 00s3aTeNbHOM IS
UCIIOJTHEHUS] pPaOOTHUKAMU U JIMLAMH, OCYIIECTBIISIOIIMMU TOATOTOBKY M OGOpMIIEHHE
JIOKYMEHTOB.

1.4. Tlonoxenuss WHCTpYKIMH pacHpOCTpaHSIOTCS Ha OpraHu3aluio padoThl ¢
JOKyMEHTaMU HE3aBUCUMO OT BUJA HOCHUTENS, B TOM YHCIE 3JIEKTPOHHBIMU JOKYMEHTaMH,
BKJIIOYas MOATOTOBKY, 00pabOTKY, XpaHEHUE U HCII0JIb30BAHUE IOKYMEHTOB, OCYIIECTBISIEMBIX
C IPUMEHEHUEM WH(POPMAIIMOHHBIX TEXHOJIOTHH.

1.5. OcobenHocTH pabOThl € JAOKYMEHTaMH, COJAEPKAIIUMH KOH(PHUIECHUIUATbHYIO
uHpopMalnio (CIy)KeOHYl0 W HWHYI0 TailiHy, TIepCOHAJIbHBIE [aHHbIE), pPEryIHpPYyIOTCs
CHEIHUAIbHBIMM HOPMATUBHBIMU aKTaMU (MHCTPYKLUSIMH, TOJOXKEHUSIMHU, TpaBUIIaMu),
yTBEpXKAaeMbIMU 1UpeKTOpoM [IIkosbl.

1.6. TpeboBanuss MHcTpykiuu K paboTe ¢ OyXraiaTepcKoi, HAy4YHO-TEXHUYECKOH W JIPYyrou
CHeLHATbHON JOKYMEHTAIME! paclpoCTPaHIIOTCS JIMIIb B YaCTH OOLIMX NMPUHLIKIIOB PabOTHI €
JOKYMEHTaMH, a TaK)Ke MOJrOTOBKH JOKYMEHTOB K Ilepe/jaue Ha apXUBHOE XpaHEHHUE.

1.7. OTBETCTBEHHOCTb 3a OPraHU3ALMIO U COCTOsIHUE Aenonpoun3BoacTsa B [lIkone Hecer
JTIUPEKTOP, KOTOPBIM:

— yTBepKaaeT MIHCTPYyKIUIO N0 JeI0NPOU3BOACTBY U HOMEHKIATypy Aei Llkomsr;



— o0ecrieunBaeT BHEIPEHHWE M KOHTPOJMPYET cobOmoaeHne padoTHukaMu [IIkoib
TpeboBaHuil HacTosAe MHCTPYKIIMU 1 rOCYyJapCTBEHHBIX CTaHJapTOB;

— IPOBOJUT IPOBEPKY COCTOSHUSA Aesonpon3BozacTsa B [lIkoire;

—obecrnieunBaeT  METOJUYECKOE PYKOBOACTBO, HHCTPYKT@X H  KOHTpOJb 32
COOJIIO/ICHHEM YCTaHOBJIEHHOTO MOpsAKa paboThl ¢ JOKyMeHTaMu padoTHuKamu LIkossr;

— UHUIUUPYET  TOBBIIIEHHWE  KBadu(uKanmuu  pabOTHUKOB IO  BOIpOCaM
JIeJIONIPOU3BOJICTBA;

— YZOCTOBEPSIET MOAINCHIO U NIE€YATHIO JOKYMEHTHI.

1.8. HemocpencrtBenHo Bexer nenonpousBoactBo B Illkone cekperapp u  (win)
OTBETCTBEHHBIM 3a BEeJEHHUE JEJIONPOU3BOJACTBA (Jlajiee — CeKpeTapb), KOTOPBIM Ha3Ha4yaeTcs
npukazoM aupekropa Ilkonbl. Cekperapp B COOTBETCTBUM C BO3J0XKEHHBIMH Ha HErO
3ala4aMHu:

— OCYILECTBIISIET PETUCTPALIMIO U YUET JOKYMEHTOB;

— OpraHu3yeT JOKYMEHTO00O0poT, pOpMHUPOBAHUE JIE]l, UX XPAHEHUE,;

— OCYILLIECTBJISIET TEKYUIMH KOHTPOJb 32 CBOEBPEMEHHBIM pAacCMOTPEHHEM U
IIPOXOXKACHUEM JOKyMeHTOB B [lIkouie;

— obecrnieunBaeT COOJIOJIEHUE E€IUHBIX TPeOOBaHMM MO MOATOTOBKE JOKYMEHTOB U
OpraHu3anuu padoThl ¢ HUIMU B YCIOBHUSX 3JIEKTPOHHOTO JJOKYMEHTOO00POTa;

— 00o6mraer nHpopmanuo 06 00beMax TOKyMEHTOO00POTa;

—opraHu3yer (GOpMHpPOBAaHHE U XpaHEHHWE JOKYMEHTAlMOHHOro (oHIa U ero
UCIIOJIb30BaHUE.

1.9. Benenue nenomnpousBoicTBa paborHukamu Ilkonbl  ocymiecTBisercs B
COOTBETCTBUU C JOJKHOCTHBIMU 00SI3aHHOCTSIMHU.

1.10. IIpu yxozne B OTIIyCK, Bbl€3/leé B KOMAaHAUPOBKY, Ha BpeMs 00JIE3HU WIN B cilydae
YBOJILHEHUSI U MEPEMEIIEHUS MO clykO0e paOOTHUKU OOS3aHbI MepeaTh BCe HaXOIAIIMECT y
HUX JIOKyMEHTBI JpYromMy pabOTHMKY IO YKa3aHHUIO JUPEKTOpa, NMPU YBOJBHEHUH PAOOTHHUKA
WIM TIEPEBOJIE Ha IPYTYIO JIOJDKHOCTD Iepeaaya JOKYMEHTOB M JIeNl OCYIIECTBIISIETCS MO aKTy
npuema-niepenaun (mpunoxxkenus Ne 1, No 2).

1.11. Tlpm mnepexome Ha Japyryoo pabotry pabotHukoB Illkomnbl BeneHuem

JIeNIOTIPOU3BOJICTBA, Iepefadya BCEX JIOKYMEHTOB BHOBb Ha3HayaeMbIM pPaOOTHUKaM
IIPOM3BOJIUTCS O aKTaM IpHUeMa-liepesadyu, KOTOpble yTBepxaaroTcs nupexrtopom Illkosnsr.
Konuu akToB HaNpasiIsIFOTCS B KAHUEIAPUIO JUPEKTOPA.
1.12. B cnywasx miuTenbHOro oOTcyTcTBHs padoTHuka Ilkonmel  (oTmyck, ciykeOHas
KOMaHIUPOBKA, OOJIbHUYHBIN JIUCT U T. JI.) HEOOXOAMMO NEPeAaTh OTBETCTBEHHOMY 3a BE/IEHUE
JIEJIONPOU3BOJCTBA JOKYMEHTBI, HAaXOMSAIIMECS Y HEro Ha HCIOJHEHUU 110 YKa3aHUIO
JUPEKTOpa.

1.13. PaGornuku IlIkombl HeCyT MEPCOHATBHYIO OTBETCTBEHHOCTHh 3a BBITOJIHEHHE
TpeOoBaHUN WMHCTPYKIIMM M COXPAaHHOCTh HAXOJAIIMXCA y HUX JOKyMEeHTOB. O ciydasx
yTpaThl, TOPYM 3APETHUCTPUPOBAHHOTO JOKYMEHTa pabOTHUK 00s3aH He3aMeIJIUTEIbHO
J0JI0KUTh AupekTopy LlIkosnbr.

1.14. BHecenune u3MeHeHMH B HHCTPYKIMIO OCYIIECTBISETCS MPHUKA30M IHPEKTOpa
[IIkomBI OCIIE UX COTJIACOBAHUS C MEJarOrM4eCKUM COBETOM.

1.15. C BHOBb NpUHATHIMH PaOOTHUKAMHU, Ha KOTOPBIX BO3Jararorcs OOS3aHHOCTH IO
BEJICHUIO JINIONPOU3BOCTBA, B TEUEHHE TPEX JHEH MOCe MOCTYIICHU Ha pPaboTy MPOBOIUTCS
MHCTPYKTaX I10 BEJICHUIO JIEIONPOU3BOJCTBA TUpeKTOpoM LIIKkobI.

1.16. Pabortarb C JOKyMEHTaMH BHE CIY)KEOHBIX MOMEIIEHHH M BHOCUTh B HHX
MCIIPABIICHUS 3aIlpelaeTcsl.

1.17. Benenue nepenucku ¢ OpraHu3alysiMi OCyIecTBiIseTCs AupekTopoM Lkomsl nnm
WHBIM YIIOJTHOMOYEHHBIM UM JOJKHOCTHBIM JIULIOM.

1.18. Beimonnenue Hacrosmed MHCTpYKIUMM 00s3aTENbHO JUIS KaXI0ro pabOTHHKA
[Ikosbl, ¢ ee TpeOOBaHUAMH PAOOTHUKHU JOJIKHBI ObITh O3HAKOMIIEHBI ITO]] IOIHCh.

2. JlIokyMeHTBI 00pa30BaTe/JbHOH OPraHu3aluu



2.1. JIlupekTop MIKOJBI WJIM JIMIO, WCIOJHSIONMEe €ro OOS3aHHOCTH, W3AAeT IPHUKAa3bI,
WHCTPYKIIMHU, TpaBUJia, TOJOXKECHHS, OO0sM3aTeNbHBIC NIJIs UCIOTHEHHS BCEMH pPAOOTHHKAMHU
[xoubr (mpunosxernst Ne 3, No 4),
2.2. X0 00CyXeHHsI BOIIPOCOB HA 3aCeaHUsIX KOJIJIETHAIBHBIX OPTaHOB, COBETOB, COOpaHMSIX,
COBCILIAHUAX U PEIICHHUs, IPUHUMaeMble Ha HUX, GUKCUPYIOTCS B IPOTOKOJIAX.
2.3. Ins ocylIecTBICHUS ONEPATUBHBIX CBS3€H C APYrUMH OpPraHM3ALMSAMH M TpakJaHaAMU
HCIOJIB3YIOTCS TaKue (OPMBI, KaK MUCbMa, (haKChl, TeJIErpaMMbl, Telle(OHOTPAMMBI.
2.4. JIns OCyIIECTBJICHUSI NpUEMa, YBOJBHEHUS, MMEPEMEIICHUs] paOOTHUKOB, MPEIOCTABICHHS
UM OTITYCKOB O()OPMIISIOTCS TPYIOBBIE JOTOBOPHI, IPHUKA3bl 110 JIUYHOMY COCTaBY, 3asBICHHUS,
TPYAOBbIE KHUKKH, JINYHbIE KAPTOUKH U JIP.
3. [IpaBuJa opopMiieHHsI JOKYMEHTOB

3.1. OcHoBHbIe TPeOOBaHMS 10 0POPMJIEHHIO TOKYMEHTOB
3.1.1. okymenTsl odopmisitorcs Ha Onankax IIIkombl U MMEIOT YCTaHOBIICHHBIM KOMILIEKC
00s3aTeNbHBIX PEKBU3UTOB W CTAOWJIBHBIA MOPSIOK HUX PACIONIOKEHHS (PacroyioKeHUe
PEKBU3UTOB Ha OJaHKax OPraHU3alMOHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB COOTBETCTBYET
I'OCT P 7.0.97-2016 «Cucrema crangaptoB 1o wuHPopManuy, OUOIMOTEUHOMY U
u3gareabckoMy nenmy. OpraHu3almOHHO-PACTIOPSAANTENbHAS JOKyMEeHTarus. TpeOoBaHHS K
o(hopMIICHHIO TOKYMEHTOBY).
3.1.2. B mikose npuMeHsI0TCs IPOAOIbHbIE OJIAHKHU:
— Onmank nuceMa (mpuinoxxkenust Ne 5, Ne 6);
— Omank npukasza (mpunoxerus Ne 7, Ne 8).
bnanku nOKyMEHTOB M3roTaBiIMBalOTCs Ha Oymare gopmatoB A4 (210 x 297 mm), AS (148 x
210 mm). Kaxaprii muct qokymenTta, opOpMIICHHBIN Kak Ha OJaHKe, Tak 1 0e3 OJlaHKa, JOJDKeH
UMETh MOJS:
20 MM — JIEBOE;
10 MM — nipaBoe;
20 MM — BepXxHee;
20 MM — HUXKHEE.
Hcnonp3oBanue 01aHKOB MTPOU3BOILHOM (PopMbI HE paspernaetcs (mputokeHust Ne 3 u Ne 4).

3.2. OdopmiieHHE PEKBU3UTOB JOKYMEHTOB

ABTOp 10KYMEHTa

HaumenoBanne IIkonbl yka3piBaeTcsi B TOYHOM COOTBETCTBHHM C ycTaBoM IIIKoJbI
CoxpamieHHOe HAMMEHOBaHHE TIOMEIIASTCS 10T TIOJTHBIM HANMEHOBAHUEM B CKOOKaX.

HaumenoBanue aBTOpa [OOKyMEHTa HCIONB3yeTCd B OJaHKaX WHCEM U OJaHKax
KOHKPETHBIX BHJIOB JOKYMEHTOB M YKa3bIBAaeTCS IO/ TIIOJIHBIM W  COKPAIICHHBIM
HauMeHoBaHusMH LLIKoTBI.

HanmeHoBaHHMe MOKHOCTH JIMIIa — aBTOpa JIOKYMEHTa HCIIONB3yeTcs B OJlaHKax
JOJKHOCTHBIX JIMIT U pacrojaraercs noj HaumeHoBanueM llkonel. HanMeHoBaHUE TOKHOCTH
JWIIa — aBTOpa JOKYMEHTAa yKa3bIBaeTCsl B COOTBETCTBUU C HaMMEHOBAaHHEM, NIPUBEICHHBIM B
pacmopsiAUTETLHOM JJOKYMEHTE O Ha3HAYSHHUH Ha JOJKHOCTD.

CnpaBouHble 1aHHbIE 00 00pa30BaTe/bLHOI OPraHu3anuu

CrnpaBounsie nanHbie 0 [lIkone yka3piBaloTcs Ha ONaHKAaX MUCEM M BKJIIOYAIOT B CeOs:
anpec, Homep TenedoHa, ¢pakc, agpec dAESKTPOHHOW MOYTHI, ceTeBOM aapec, a takke OKIIO,
OI'PH, MHH wu KIIIT opranuzanuu.

HaumeHoBaHue BHIa TOKyMeHTa

HaumenoBaHue Buja TOKyMeHTa, cocTaBieHHOro 11Ikomoii, 70mKHO OBITH ONpeeneHo
ycTaBOM (TIOJIO)KEHHUEM) ¥ JOJDKHO COOTBETCTBOBAaTh HAMMEHOBAHHSM BHJIIOB JOKYMEHTOB,
npenycmorpenasiM OKVYJI: akt, cnpaBka, 3amucKa, CBOJAKA, OT3BIB, IPOTOKOJI, CIIHCOK,
u3BelleHue u Ap. PacnopsauTenbHble JOKYMEHTBHI OpraHM3allid W3Jal0TCS CO CIEIYIOIIUMHU
HA3BaHUSIMH: TIPUKA3, PACTIOPSDKEHUE.

HaumenoBanue Buga 1 pa3HOBUAHOCTH JOKYMEHTA HE yKa3bIBaeTCsl B MHCbMax. MecTo
COCTaBIICHUS WJIM W3JaHUS JOKYMEHTa YKa3bIBaeTcs Ha OmaHkax JokymeHToB IlIkoinbl, 3a



UCKIIOueHHeM OylaHkoB muceM. Ha3BaHue OOKyMeHTa IedaTaeTcsl NPONUCHBIMH OyKBaMH
HOJYXUPHBIM IIPUPTOM.

Jara nokymeHTa

JlaToii [OKyMeHTa SIBISI€TCS AaTa €ro MOANUCAaHUs (WM YTBEPKIACHUS); 11 JOKYMEHTA,
IPUHUMAEMOr0 KOJUIETHAIIbHBIM OpPraHoM (IIPOTOKOJNA), — JaTa ero 3acefaHus (IIPUHATUSL
peleHus), JUIs akTa — jJata coOBbITHs, 7Sl TOKYMEHTa, TPeOyIOIIero ero yrBep>KAeHus, — Aara
€ro yTBEpKJICHHUSL.

JU11 TOKyMEHTOB, COCTaBJIEHHBIX OJIHOBPEMEHHO HECKOJBKMMM OpraHU3alUsMH, 1aTOU
JIOKYMEHTA SIBJISETCS JlaTa MOANUCAHUS €ro MOCIeHel opraHu3amnue.

Jlata mnoAmMcaHus, YTBEPXKICHMs, COIVIACOBAHUS JOKYMEHTa, a TaKXe JarThl,
CoJlepKalIfecss B TEKCTE, JOJDKHBI OQOpPMIIATHECS IU(POBBIM CHOCOOOM. DJIEMEHTHI JIaThI
IPUBOAATCS apaOCKUMM LU(PaMU B OIHY CTPOKY B IIOCJIEI0OBATEIBHOCTHU: J€Hb MeCsIa, MeCsIll,
roJ.

Hanpumep: 14.0.2019.

PerucrpanuoHHblii HOMep JOKYMEHTA

Perucrpanuonnslii HomMep — 1M@poBoe wHIM OyKBEHHO-IUM(PPOBOE OO0O3HAYEHHUE,
[IpUCBaBAEMOE JJOKYMEHTY IIPU €r0 PErUCTPALIUU.

Perucrpanus 1oKyMeHTa IPOBOAUTCS MOCIE €r0 NOAMUCAHUS UITH YTBEPIKICHHSL.

JUis BHYTPEHHUX JIOKYMEHTOB — IPUKA30B, IIPOTOKOJIOB — 3TO IMOPSAKOBBIA HOMEp B
npezenax KaJeHJapHOro roja 1o KaxJoMy BUy WIM Pa3HOBUIHOCTH JOKYMEHTOB. B npukazax
pPEerucTpalliOHHbI HOMEP MOXET JOIMOJIHATHCS OyKBEHHBIM HHIEKCOM, O003HAYaroUIuM
Pa3HOBUAHOCTH (Hanpumep: TIPUKa3 MO OCHOBHOH aearerbHocTu oT 15.02.2019 Ne 253-O[;
npukas mo augHoMy cocraBy ot 10.01.2019 Ne 22-JIC, mpuka3 06 otmyckax ot 25.01.2019 Ne
420t, nmpuka3 mo koMauaupokam ot 25.01.2019 Ne 25k).

JI1g uCXOQIMX TOKYMEHTOB PETUCTPALIMOHHBIA HOMEP COCTOMT:

1) u3 mopsIIKOBOrO HOMEpa B Mpeiesiax MacCUBa OTIPABISIEMOI KOPPECTIOHACHIINY;

2) uHJeKca JieJa B COOTBETCTBUM ¢ HOMEHKIIaTypoil nen Llkossl.

PerucrpaninoHHblii HOMEp JOKYMEHTAa, COCTaBJIEHHOTO COBMECTHO JAByMs U Oojee
OpraHM3alUsIMH, COCTOUT M3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXJIOH M3 3THUX
OpraHM3aluil, IPOCTaBIAEMBIX YEPE3 KOCYIO YEPTY B MOPSIIKE YKa3aHHs aBTOPOB B IOKYMEHTE.

CcpllKa Ha perucTPAUMOHHBIN HOMeEp M 1aTy JOKYMEHTAa

Ccplmka Ha pErUCTPallMOHHBIM HOMEp M JaTy JOKYMEHTa BKIIOYaeT B ce0s
perucTpaoHHbIM HOMEp U 1aTy JOKYMEHTa, Ha KOTOPBIN JOJKEeH ObITh 1aH oTBeT. CchbulKa Ha
HOMEp U JaTy JOKYMEHTa UCHOJIb3yeTCsl MpU O(GOPMIICHUU THCEM, SIBIISIOLIMXCS OTBETAMU Ha
NOCTyNHBIIEe MUCBMO (3ampoc, mpock0y u ap.). CBEOCHHS B PEKBH3UT IMEPEHOCITCS C
NOCTYNMBIIETO JOKYMEHTAa W COOTBETCTBYIOT PpErMCTPallMOHHOMY HOMEPY M Jare
MOCTYIHBIIETO JOKYMEHTA.

OrpannuurenbHas OTMETKA JUIsl JIAHHOTO DPEKBU3MTA IPOCTABISAETCS B JIEBOW YacTH
OJ1aHKa MUChMa TOJT PEKBU3UTOM «/1aTa» U «PETUCTPALMOHHBIA HOMEP TOKYMEHTa.

Hannyne naHHOTO peKBU3UTa UCKIIOYAET HEOOXOIUMOCTh YIIOMUHAHUS HOMEPA U JIaThl
MOCTYMUBIIETO0 JIOKyMEHTa B TEKCTE IHChbMa, UYTO OCBOOOXJAE€T TEKCT OT CHPaBOYHOU
uHpOpMaLUH.

MecTto cocTaB/ieHHsI MM U3aHUS IOKYMEHTA

Mecto cocraBieHus (M3gaHus) 1okymeHTa (r. Boirorpas) ykassiBaeTcs B TOKyMEHTaX,
M3TOTaBIMBAEMBIX Ha OJJaHKAX KOHKPETHBIX BUJOB JOKYMEHTOB.

Anpecart

JIOKyMEHTBl ~ aJpecyloT B OpraHbl BJIAaCTH, OpraHu3alld, UX CTPYKTypHBIE
MOJpa3/IeNIeHus], TOIHKHOCTHBIM WM (PU3UYECKUM JIUIAM.

IIpu agpecoBaHMM [TOKyMEHTa B OpraH BIAacTH, OPraHU3alMI0 WM €€ CTPYKTYpHOE
noapasnenenue (0e3 ykazaHHMs JOJDKHOCTHOTO JIMIA) MX HAMMEHOBAaHHWE NHINYT B
UMEHUTEIBHOM MaJIeXKe.

Hanpumep:

MunucTepcTBO 00pa30BaHUS U HAYKU
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Poccuiickoit deneparuu

JlemapraMeHT rocy1apcTBEHHON MOJIUTUKH B cepe

3aIUTHI IPAB JAETEU
[Ipu HanpaBiIeHUU JOKYMEHTA JOJDKHOCTHOMY JIMIY Ha3BaHUE OpPraHU3alluu U €€
CTPYKTYPHOTO MOJpa3ieIeHHs YKa3bIBalOT B UMEHUTEIBHOM a/IekKe, a JOHKHOCTh U (PaMUIIUIO
agpecara — B gatesibHOM. UHMIMAaabI cTaBATCA nocjie paMuIuu HE3aBUCUMO OT TOTO, KOMY
aJipecoBaH IOKYMEHT — JIOJDKHOCTHOMY JIMIY WM (PU3HUYECKOMY.

Hanpumep:

MunuctepcTBo oOpazoBanus Bonrorpasackoii obiactu
VYnpasnenue aenamu

I'maBHOMY cnienuanucry

NBanosoii N.1.

Wnu Ha3BaHue opraHmW3alii BXOJUT B HAMMEHOBAaHWE JOJHKHOCTH U OPOpPMIIIETCS B
JaTEIbHOM IMaJIekKe

PexTopy uncturyra
NBanosou N.1.

[Ipu ampecoBaHuM OKyMEHTa B HECKOJBKO OJIHOPOJIHBIX OpraHU3alMid X Ha3BaHUS
ClIeIyeT yKa3bIBaTh 00OOIICHHO.

Hanpumep:

PykoBoauTensam 00pa3oBaTebHbBIX
opranu3zaiyii oouiero oopa3oBaHus,
PYKOBOJUTEISAM NPEAIPUATUN U
opranusanuii Munobpnayku Poccun

JlonmyckaeTcsi LEHTpUPOBAaTh KAXKIYI0 CTPOKY PEKBH3UTA «AJlpecaT» MO OTHOLUEHUIO K
CaMOW JITTMHHOW CTPOKE.

Hanpumep:

3aMEeCTUTENIO JUPEKTOpa
no yyeOHoii pabote
MBOY Ikona Ne 1
Uyrikunon 1.H.

B cocTtaB pexBH3HMTa MOXKET BXOJHWTH MOYTOBBIA ajpec. DIEMEHTHI MOYTOBOTO ajpeca
YKa3bIBalOTCS B MOCJIEN0BATEIbHOCTH, YCTaHOBIEHHOM [IpaBunamu okazaHusi ycayr Mo4YTOBOU
cBs3u. [lpu ajmpecoBaHuM mMHUChbMa B OPTraHHM3AIMI0 YKAa3bIBAIOT €€ HaWMEHOBAHHUE, 3aTeM
ITOYTOBBIN aapec.

Hanpumep:

Penakuus xypHana

«YnpaBieHHe HAYAIbHOMN IIKOJIOM
MockoBckuHii IpocTL., 1. 6,

r. Bonrorpasn, 401856

Anpec He TpOCTaBIIAETCS Ha JIOKYMEHTAaX, HANpaBIsEMbIX B IPABUTEIbCTBEHHBIE
YUPEXKJIEHUS U TIOCTOSTHHBIM KOPPECIIOHIEHTaM, B 3THUX CIIy4asiXx MOTYT IPUMEHSTHCSI KOHBEPTHI
C 3apaHee Hale4yaTaHHbIMU aJJpeCcaMu.

[Ipu appecoBaHuM NOKyMEHTa (PU3NYECKOMY JIHIy HEOOXOAUMO yKa3bIBaTh (haMUIIMIO,
WHUIMAJIBI, 3aTEM [TOYTOBBIN aJpec.

Hanpumep:

NBanosy N.H.
Uepnsimesckas yi., 1.100, ks. 100,
r. Bonrorpan, Bonrorpazackas o6nacts, 401856

JIOKyMEHT HE JOJDKEH CcoJepKaTb Oojee 4YeThlpeX aJpecaToB, KaXbld 3K3EMILIp
TAKOTO JIOKyMEHTa JaoibkeH ObiTh moanucad. CroBo «Komwus» mepen BTOPBIM, TPETHHM,
YETBEPTHIM aJpecaTaMu He yKa3blBaIOT.



[Ipu nHampaBneHuu JOoKyMeHTa Oojiee 4eM B YETHIpE aJipeca COCTABIIAETCS CIUCOK Ha
PacChUIKY, a Ha KaXXJOM JIOKYMEHTE MTPOCTABJISIETCS TOJIBKO OJMH aJIpec.

I'pud yrBepxaeHus JOKyMeHTa

VYTBepkIeHHEe MIOKYMEHTa IMPOU3BOJHUTCSA IMPOCTABICHHUEM TIpuda YTBEPKIACHUS WIH
U3JIAHUEM PACIIOPATUTEIBHOTO JOKYMEHTA (B TeX cily4asiX, Korja TpeOyoTcs JOMOIHUTEIbHbIC
IIPEIIIUCAHUS U PA3bsCHEHUS).

JIOKyMEHTBl ~ YTBEPXKIAKOTCA  JAUPEKTOPOM  IIKOJIbI,  BBIIIECTOSIIMMHU WU
MEXBEJJOMCTBEHHBIMU OpraHaMu, OpraHU3alUsIMU, B KOMIETEHIIUIO KOTOPBIX BXOJUT PEIICHUE
BOIIPOCOB, U3JIOKEHHBIX B YTBEPKIAEMbIX TOKYMEHTAX.

[Tonoxenus, npaBuia, NOPAIKH, JOJPKHOCTHBIE HHCTPYKIUHU, HUHCTPYKIIUH, PACIIUCAHUS
3aHITUNA YPOKOB, BHEYPOUHOU JE€SATEIBHOCTH, JOINOJHUTEIBHOIO 00pa3oBaHMsl U Jp. OJJIEKAT
YTBEPKACHUIO TUPEKTOPOM ILIKOJBI M MPUOOPETAIOT IOPUINUECKYIO CHUITY TOJIBKO C MOMEHTA UX
YTBEPKJICHHUSL.
['pucd yrBepkaeHus MOMENIAeTCs B IPABOM BEPXHEM YTIIy MEPBOTO JIUCTA TOKYMEHTA, COCTOUT
u3 cioBa Y TBEPXK/IALIO (6e3 kaBbIueK), HOTHOTO HAMMEHOBAHUS IOJDKHOCTH JIMIIA,
YTBEPKAAIOIIETO JOKYMEHT, €ro JIMYHON MOIMUCH, €€ paciinpoBKH (MHUIIUAIOB, (GaMIIUN) U
JIaThl YTBEPKICHHUS.
Hanpumep:
YTBEPXIAIO
Hupexkrop MOY CIII Ne 75
MOAITNUCH .. sanoBa
15.06.2018
Jomyckaercs B pekBusute «I'pud yTBepKIeHHs JOKYMEHTa» LIEHTPUPOBATH 3JIEMEHTHI
OTHOCHUTEIIBHO CaMOM JITTMHHOM CTPOKH.
Hanpumep:
YTBEPXIAIO
Hupexkrop MOV CIII Ne 75
MOJIUCH N.N. NBaHoBa
15.06.2018
[Ipu yTBEpKAE€HUU JOKYMEHTA HECKOJIBKUMHU JOJKHOCTHBIMU JIMIAMHU UX MOJIUCH
pacrnojiaratoT Ha OJTHOM YPOBHE.
[Tpu yTBepKACHUH JOKYMEHTA TTOCTAaHOBIICHHUEM, PEIICHHEM, TPUKA30M, IPOTOKOJIOM TpHud
yrBepxkaenus coctouT u3 ciosa Y TBEPXK/IEH (-A, -O, -bl), HaumMeHOBaHHS yTBEPKIAIOIIETO
JIOKYMEHTa B TBOPUTEIILHOM MaJI€XKE, €r0 1aThl, HOMEpa.

Hanpumep:
YTBEPXJEH
[IpoTokosioM nearoru4eckoro CoBeTa
15.06.2018 Ne 32
WIH
YTBEPXIEHO
Hupexktop MOY CHI Ne 75

15.06.2018 Ne 32

Cnosa YTBEPXXIEHO u YTBEPXK/IEH B npuiokeHusaX COTIacyroTCsl B POJI€ U YUCIIE C
BUJIOM YTBEpXkAaeMoro aokyMeHnTa: noioxenue — Y TBEPXKJIEHO, nporpamma —
YTBEPXJEHA.
BHocutb kakue-1mb0 u3MeHeHus 1 J00aBJIEHHUS B MTOAMUCAHHbIE (YTBEPKACHHBIE) TOKYMEHTHI
0e3 pa3penieHus Jua, MOoANUCaBIIET0 JOKYMEHT, HE JOMYCKAeTCs.
OTBETCTBEHHOCTH 3a KAYECTBO MOATOTOBKH JOKYMEHTOB M IOCTOBEPHOCTh COAEPIKAIIUXCS B
HUX JAaHHBIX BO3JIaracTcs Ha JINLA, IOATOTOBUBIINE, 3aBU3UPOBABIIUE U ITOANIACABIINE
JIOKYMEHTBI.

3aroJioBOK K TEKCTY



3aroyIoBOK K TEKCTY BKIIIOUAET B ce0sl KpaTKOe coiepkKaHie TOKYMEHTa, €r0 OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3aroyioBok ¢popmynupyercs ¢ npemiorom «O» («O0») 1 oTBedaeT Ha
BOIIPOC «O 4yeM?»:

— npuka3 (0 yem?) 0 Co3JaHUM aTTECTAIMOHHON KOMHUCCHUU;

— npuka3 (0 uem?) 00 yTBEpKJIEHUU IITaTHOTO PaCUCaHUS;

— chMoO (0 94em?) 0 MPeAOCTaBICHUH HH(OPMALIUH.

3aroJ0BOK COCTABISET UCIIOTHUTENb JOKYMEHTA. 3aroJIOBOK K TEKCTY o(opmIisieTcs: o
pPEKBU3UTAMHU OJIaHKA CJIEBa, OT TPAHUIIbI JIEBOTO M. Eciiu TEKCT TOKyMEeHTa He IPEBbIIIAeT
YEeTBIPEeX-TATH CTPOK Wiu oopmiieH Ha OnaHke GopmaTa AS, 3ar0JIOBOK MOKHO HE YKa3bIBaTh.
3aros0BOK JIOKYMEHTA 3alIUChIBACTCS IIPU €T0 PETUCTPAIIMU B COOTBETCTBYIOIINE
perucTpanroHHbie (GOPMBI: KapTOUKy, 0a3y JaHHBIX.

TekcT noKymeHTa
TekcT JTOKyMEHTa COCTABIISIETCS] HA PYCCKOM SI3bIKE KaK rOCYJIapCTBEHHOM si3bIke Poccuiickoi
Oepepannn. TeKCT TOKYMEHTA U3JIaraeTCsl PyCCKUM JIUTEPATYPHBIM SI3BIKOM C YYETOM
0CcOOeHHOCTEH 0(ULIMaTbHO-AETOBOrO CTUIISI, BUIAa TIOKYMEHTA U €r0 Ha3HAUYCHUS B
yIpaBieHuYecKou nearenbHocTu. Copepkanue JOKYMEHTA JI0JKHO OBITh M3JI0KEHO KPaTKo,
JIOTUYHO, TOYHO U SICHO.
TekcTbl JOKyMEHTOB M3J1araroTCs:
oT 1-ro nuia eIMHCTBEHHOTO YiClia B JOKYMEHTax (IpUKa3, pacopsiKeHHEe U T. J1.) IUPEKTopa
[Ixob1, IEWCTBYIONMIETO HA MPUHIIMITAX €AUHOHAYATHS, & TAKXKE JOKYMEHTaX, aJpeCOBAHHBIX
PYKOBOJICTBY OpraHM3aluu: IPUKa3bIBalo0... [IOJrOTOBUThH U MIPEACTABUTH HA PACCMOTPEHUE;
MIPOIIY PACCMOTPETH BOMPOC 00 YCTAaHOBJICHUH JIBITOTHBIX TapU(QOB...;
3-ro JuIa eMTUHCTBEHHOTIO YKCIa B JOKYMEHTaX KOJUIETHadbHBIX OPTaHOB: KOMUCCHS pelIia...;
[[Ixona HEe cYMTAET BO3MOKHBIM...;
1-ro nuIia MHOKECTBEHHOTO YHCIIa B COBMECTHBIX JOKYMEHTAaX: MPOCHM IMPEICTABUThH JaHHbBIE
0...; IPEACTABIISIEM Ha pACCMOTPEHUE U YTBEPKIEHUE. .. ;
3-ro JHIla MHOKECTBEHHOTO YKCia B MPOTOKOJIAX: CIYIIATH, BEICTYITUIIH, TOCTAHOBUIIH,
peuuim.
B nokyMeHTax, ycTaHaBIMBAIOIIUX MpaBa M 00513aHHOCTH OPTaHU3AINH, €€ CTPYKTYPHBIX
nojpasiesieHui (1oJIoKeHue, HHCTPYKIIHS ), 8 TAK)KE COJAEPIKAIIUX OMMCaHUE, OIIEHKY ()aKTOB
VI BBIBOJIBI (KT, CIIPABKa), UCMONIb3YeTCs (popMa U3T0KEHHUS TEKCTa OT TPETHETO Ul
€IMHCTBEHHOT'O UM MHOKECTBEHHOTO YHCIia («OTIEN OCYIIECTBIIAET (PYHKIIUNY, «B COCTAB
00beMHEHHS BXOIAT, KKOMUCCHS YCTAHOBHUIIAY).
B tekcTe qokymeHTa, MOAroTOBICHHOTO HA OCHOBAHUM 3aKOHO/IATENbHBIX, MHBIX HOPMATHUBHBIX
MPaBOBBIX aKTOB, U3JAHHBIX OpraHaMU BIJIACTH U YNPABIIEHUS, TOKYMEHTOB, paHEE U3AaHHBIX
OpraHOM BJIACTH — aBTOPOM JIOKYMEHTA, YKa3bIBa€TCsI HANMEHOBAHUE BU/IA JOKYMEHTA,
HaMMEHOBAHME OPraHa, U3/IaBIIETO JTOKYMEHT, JaTa MPUHITHUS WIA YTBEPKACHHS TOKYMEHTA,
€ro PEruCcTPallMOHHBIN HOMEP, a TAKXKE 3aroJIOBOK K TEKCTY WJIM HAUMEHOBAaHHE BU/A
JIOKYMEHTA, Hanpumep.
«B cootBercTBuM ¢ mocranoBinenueM [IpaBurenscta ot 13.08.1997 Ne 1009 «O6
yrBepxkaAcHuH [IpaBui MOATOTOBKM HOPMATHUBHBIX MTPABOBBIX aKTOB (heJepaabHbIX OPTaHOB
WCITOJTHUTEIILHON BJIACTH M MX TOCYAAPCTBEHHOW PETrHUCTPAIIHI»;
«B cootBercTBuH € [1os10%€HNEM O MOCTOSIHHO ACMCTBYIOLIEH IKCIIEPTHON KOMHUCCUU
YUpEeKIACHUS, OpTaHU3AINH, IPEIIPHUATHS, YTBEPKISHHBIM NprKa3zoM PocapxuBa ot
19.01.1995 Ne 2...».
Ecnu TekcT coepKUT HECKOIBKO TTOPYUCHUM, PEIICHHH, BBIBOJIOB, B TEKCTE BBIJEISIFOTCS
pazzienbl, MOAPAa3AeIibl, MyHKThI, HOAMYHKTHI.
B TexcT jokymMeHTa MOTYT BKIIFOUAThCS parMeHThl, OpopMIIEHHBIE B BUJIE TAOIHIIBI WIN
AHKETBHI.
Crtpanuiipl TeKCTa HyMEPYIOTCS apaOCKUMHU HudpamMu MocepeIuHEe BEPXHETO MOJIsl.
B nuceMax ucmonp3yroT ciaeayrope GopmMbl U3T0KEHUS:



— OT MEPBOTO JIMLA MHOKECTBEHHOT'O YHUCIIa («IIPOCUM HalpaBUTh», «HAINIPABIIAEM Ha
paccCMOTPECHHEY);

— MEPBOTO JIMIA EAMHCTBEHHOT'0 YHCIia («CUUTAI0 HEOOXOAUMBIMY, IIPOIILY BBIICIHUTHY);

— TpeTbero Jmia equHcTBeHHoro yncia («O0 He BozpakaeT», «OO cyuTaeT BO3MOKHBIMY).

OTMmeTKa 0 IPUIIOKEHUU
Ecnu 1oKyMeHT uMeeT MpUII0KEeHHs, Ha3BaHHBIE B TEKCTE, TO OTMETKA O HUX 0()OPMIISIETCS 110
cienyromen Gopme:

[Tpunoxxenue: Ha 10 1. B 3 3K3.
Ecnu npuiiosxeHust B TEKCTE HE Ha3BaHbI, TO HEOOXOAUMO MEPEYUCIUTh UX Ha3BaHUs,
KOJIMYECTBO JIMCTOB U DK3EMILIAPOB KaKIOTO.
[Ipy HAIMYKUK HECKOJBKUX MPUIIOKEHUN OHU HYMEPYIOTCS:
[Ipunoxenus: 1. llTaTHOE pacnucaHue... Ha 4 1. B 3 3K3.
2. CmeTa pacxo/loB... Ha 4 1. B 3 3K3.
Ecnu npuiiosxeHust cOpOIIOpOBaHbl, KOJIUYECTBO JUCTOB HE YKa3bIBACTCH.
Ecnu k ToOKyMeHTy npuiiaraercs Jpyroi JOKyMEHT, TaK)Ke UMEIOLINH PUII0KEHHE, OTMETKY O
HAJIMYUU TPUI0KEHUS OQOPMIISIOT CIEAYIOUIMM 00pa3oM:
[Tpunoxenne: muceMo Pocapxua ot 05.06.2003 Ne 02-6/172 u npuioxeHue K HeMy, BCETo Ha
3.

Ecnu npunoxxeHueM siBisieTcs 000COOJEHHBIN IEKTPOHHBIA HOCUTENb (KOMIAKT-IUCK,
usb-gnem-nakonuTenb U Ap.), OTMETKY O HAIWYUHM HPHIOKEHHS O(DOPMISIOT CIICAYIOIUM
o0pazoM:

[Ipunoxenue: CD B 1 3k3.
[Tpu 5TOM Ha BKJIajbIlIe (KOHBEPTE), B KOTOPBIN IOMEUIAETCSI HOCUTENb, YKA3bIBAIOTCS
HalMEHOBAaHUS JOKYMEHTOB, 3allMCaHHbIX HA HOCUTEJIb, UMEHA (ailioB.
[TpunosxkeHus JOKHBI 0QOPMIIATHCS HA CTAaHJAPTHBIX JIMCTaX U UMETh BCE HEOOXOUMbIE AJIs
JIOKYMEHTOB PEKBU3UTHI (HAUMEHOBAaHUE, 3ar0JI0BOK, MOANNCH PYKOBOAUTENEH
NoJipa3/iesieHnH, OTBETCTBEHHBIX 3a UX COJIEp’KaHUE, OTMETKY O COIVIaCOBAaHUU U T. 11.).
Ha npunosxeHuu k pacnopsIuTeIbHOMY JOKYMEHTY B IPaBOM BEPXHEM YIUIy CTABUTCS OTMETKA
C YKa3aHHEM Ha3BaHUS PacloOpsAIUTEIILHOTO JOKYMEHTA, €ro AaThl U PErUCTPAllMOHHOTO
HOMeEpa.
Hanpumep:

ITpunoxxenne Ne 2

k npukazy MOY CIII Ne 75

or 15.06.2018 Ne 11
HaunmenoBanue Buia JOKyMeHTa — IPUJIOKEHUS (TIEPBOE CIOBO 3arojIOBKA MPHUIIOKEHNS )
BBIJIEJIIE€TCS TPONTUCHBIMU OykBamH, oy xkupHbIM mpudrom (ITOJIOXKEHUE, TIEPEUEHD,
CIIUCOK u T. 11.).
Honyckaercs Boipaxkenue «[IPUJIOXKEHUE Ney neuarats nponucHbIMU OyKBaMH, a TAaKKe
LEHTPUPOBATh 3TO BHIPAKEHUE, HANMEHOBAHHE JOKYMEHTA, €T0 aTy U PETUCTPALMOHHBIN
HOMEp OTHOCHUTEJIBHO CaMOU JYIMHHOM CTPOKH.

Hanpumep:
ITPUJIOXXEHUE Ne 2
k npukazy MOY CII Ne 75
o1 05.06.2018 Ne 145

I'pud cornacoBanust fOKymMeHTa
Breninee cornacoBanue oopmiIsieTcsi COOTBETCTBYIOIIUM TPHQPOM.

I'pu cornacoBanus cocrout u3 ciosa COI'JTACOBAHO (6e3 kaBbIuek), JOHKHOCTH JIUIIA,
KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIH04asi HAMMEHOBAaHUE OPraHU3alliuu), €ro
COOCTBEHHOPYYHOM MOANKUCH, HHUIIAJIOB, (PaMHJIUH, JaThl COTIACOBAHMUS.

Hanpumep:
COI'JTACOBAHO
3aMecTuTeNb HaYaJIbHUKA YIIPABICHUS
00pa3zoBaHust DHCKOM 00acTu



IOITHUCH A.W. IleTpoB
11.07.2018
Ecnu cornacoBanue NpoBOIUTCS € KOJUIETHAIbHBIM OPraHOM WJIU IIOCPEACTBOM MUChbMa, TO
rpu¢ cormacoBaHus 0(OPMIIETCS CIESTYIOIUM 00pa3oM:

Hanpumep:
COI''TACOBAHO
[lenarornyeckum COBETOM
MBOY Illkona Ne 3
(mpotoxoit oT 29.03.2018 Ne 1)
I'pudsl cormacoBaHusl MOTYT PAcIIOaraThCsl Ha OTJEIBLHOM JIMCTE COTTIaCOBaHMSL, €CIIU
CoJIepKaHue IOKyMEHTA 3aTparuBacT HHTEPEChl HECKOIBKUX opranu3ammii. Ha qokymente
Jenaercs oTMeTKa «JIucT cormacoBaHus MPUIIAraeTcsi».
BHeminee cornmacoBanue B 3aBUCUMOCTH OT COJIEPIKaHUS IOKYMEHTA OCYILECTBIISCTCS B
CJIEAYIOIIEeH OUYePeHOCTH:
— CO CTOPOHHHMHU OpraHU3aIHUsAMH, KOT/Ia OHU BBICTYIAIOT 00s3aTEeIHbHON CTOPOHOI B
IPaBOOTHOLIEHUAX, BOZHUKAIOIIUX BCIEICTBUE U3/IaHUs TOKYMEHTA, MU KOT/1a COJIepKaHue
JOKYMEHTa 3aTparuBaeT UX HHTEPECHI;
— O0ILIECTBEHHBIMU OPTaHU3ALMsIMU — B CIIydasix HEOOXOAMMOCTH WU B CIyYasiX,
NPEIYCMOTPEHHBIX TTOJIOKEHUSMH 00 ATUX OpraHMU3alusX;
— OpraHamy, OCYyILIEeCTBIISIOIIMMU TOCY1apCTBEHHBIN Ha/IBEJOMCTBEHHBIH KOHTPOJIb (Ha/A30p) B
OIpeieIeHHON 00J1aCTH (IKOJIOTMYECKUM, TOXKAPHBIH U T. I1.);

— BBIIECTOSALIMMH ~ OpraHM3allMsIMd — B  CIOy4asX, KOIJa 3aKOHOJAaTeIbCTBOM
peIyCMaTpUBACTCS BO3MOXXKHOCTH COBEPIICHHS YNPABICHUECKUX JCUCTBHUH TOJBKO C
paspelIeHus 3TUX OpraHu3aLui.

Busa cornmacoBanus JOKymMeHTa
Bu3bl cornacoBanust JOKyMEeHTa — PEKBU3UT IOKYMEHTA, YKa3bIBAIOIIUN Ha COTJIACUE UITH
Hecorilacue J0JDKHOCTHOTO Jnna [1Ikossl ¢ comepkaHreM mpoeKTa JOKyMeHTa (J1anee — Bu3a).
Bu3a BkITt04aeT 10KHOCTD JIMIA, BU3UPYIOILETO TOKYMEHT, OJIMUCh, PACIIM(POBKY HOAMHCH
(uHMLIMANBL, (AMIIINIO) U 1aTy BU3UPOBAHUS.

Hanpumep:
3aMecTuTeNnb TUPEKTOpa 10 BOCIIUTATENbHON paboTe
JIngHas nmoanuch .. BanoBa
10.10.2018

OdopmnenHass TakuM o00pa3oM BH3a O03HA4YaeT COIJIACHE JOJKHOCTHOTO JIHMIA C
COZEp)KaHUEM JIOKYMEHTA.

[Tpu HanuuMu 3aMeYaHuil MO JOKYMEHTY BU3Y O(DOPMIISIOT CIEIYIOIIMM 00pazoM:
3amedaHus IpUIaraTcs
3aMecTuTeNh TUPEKTOpa MO BOCIIUTATEIBHON paboTe
JImuHas moAnucey W.N. UBanosa
10.10.2018
JIOKyMEHT BU3UPYETCSI UCTIOJIHUTENIEM 1 3aMHTEPECOBAHHBIMU B JJOKYMEHTE JIOJDKHOCTHBIMU
JULAMHU, JTUPEKTOPOM IIKOJIBI.
3amedanus JOHKHBI OBITh MPECTABICHBI HA OTACIBHOM JIUCTE, KOTOPBIHN MOMHCHIBAIOT,
JATUPYIOT U MPUJIATAIOT K JOKYMEHTY.
Ha noxymenTe, mogmuHHUK KoTOpOoro octaercs B I1Ikone, BU3bI MpOCTaBIsIOT B HIDKHEHW YacTh
000pOTHOM CTOPOHBI MOCIETHErO JINCTA TOITHHHUKA IOKYMEHTA.
Ha noxymeHTe, MOyIMHHUK KOTOPOTO OTIPABJISIOT U3 OPTaHU3AIlMHN, BU3BI TPOCTABIISIIOT B
HIDKHEN 4acTH JIMLIEBOM CTOPOHBI BTOPOTO AK3EMIUISIpa OTIPABISIEMOT0 JOKYMEHTA.
Bo3mosxHO oopmiieHre BU3 JOKYMEHTA Ha OTACJIBHOM JIMCTE coriacoBaHus. Jlomyckaercs
MOJIMCTHOE BU3UPOBAHUE IOKYMEHTA U €ro MPUIOKEHHUS.
Ecnu B npouiecce BUBMPOBaHUS B TPOEKT IOKYMEHTA BHOCSTCSI CYIIIECTBEHHBIE N3MEHEHHUSI, OH
MOJITIC)KUT TOBTOPHOMY BH3UpOBaHuio. [IoBTOpHOE BU3MpOBaHUE HE TpeOyeTcs, €Clii pH
JIOpabOTKE B MPOEKT JOKYMEHTA BHECEHBI YTOUHECHHS, HE MEHSIOIINE €r0 CYTH.
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Tloamuce
JlokymeHTsI, HanipaBiisieMble 11IKoIoii B BBIIIIECTOSIIIE OpTraHbl YIIPABICHUS, TOAMUCHIBAIOTCS
nupektopoM LlIkoubl, ero 3amMecTutenieM 1o nopydeHuro aupexkropa Lkoisr mo
COOTBETCTBYIOIINUM HaIPaBICHUSIM.
B coctaB pexBuzuta «lloanuck» BXOAAT: HAMMEHOBAHUE JOJDKHOCTH JIUIIA, TTOAIMKCABIIETO
JOKYMEHT (TIOJTHOE, C YKa3aHHEeM Ha3BaHHs OpraHU3alluu, €CIU TOKYMEHT 0()OpMIICH HE Ha
0JIaHKe, M COKPAIIEHHOE — Ha IOKYMEHTE, 0popMICHHOM Ha OJIaHKe); TMYHAs TTOIHCH;
pacur@poBKa MOANUCH (MHUIHUAIBI, (paMuims).

Hanpumep:
3aMecTUTENb AUPEKTOpa JIAYHAas MOAINUCH HN.U. Banosa
10 BOCITUTATENLHOM paboTe

B  nmokymeHTax, TOJATOTOBJIEHHBIX KOMHCCHEH, YKa3bIBAlOTCS HE JIOJDKHOCTH
MOAIMCABIIHNX JIMII, @ UX 005A3aHHOCTH B COCTaBE KOMHUCCHH.

Hanpumep:
NpenceaaTesb KOMUCCHU JINYHAS MMOIHUCH N.0. Gamunus
YJIEHbl KOMUCCHUH JINYHASI TIOAIUCH N.0. ®amunus

JIMYHas IMOAIHUCH N.0. ®amunus

[Ipy nmoanucaHuM JOKYMEHTa HECKOJIBKMMHU JIOJDKHOCTHBIMU JIMIAMU HMX MOJIUCU

pacnojlaraloT OJHY MOJ JpPYyrod B IMOCIEI0BATEIIBHOCTH, COOTBETCTBYIOLICH 3aHUMAeMOM
JIOJDKHOCTH.

Hanpumep:
Jupextop JINYHas NOANUCH N.0. ®amunus
3amecTuTeNnb IUPEKTOpa JINYHAs MMOJIUCH N.0. Gamunus

HpI/I MNOANUCAHUN JOKYMCHTA HCCKOJIBKMMU JIMIIAMU PABHBIX ,Z[OJI)KHOCTeﬁ, HUX IMOAIIMCH
pacmoJjararoT Ha OJHOM YPOBHC.

Hanpumep:
3aMecTuTeNnb JUPEKTopa 1o 3aMecTuTeNb JUPEKTOpa 1o
a/IMUHUCTPATUBHO-X 0351 ICTBEHHOMN y4eOHO-BOCIIMTATENIbHON paboTe
pabore
JIMYHas N.0. ®amunus JMYHas N.0. ®amunus
TIO/IITHCh 100311017(93

Ecin 10mKHOCTHOE JTMLIO, TOATIMCH KOTOPOTO 3arOTOBJIEHA HA IPOEKTE TOKYMEHTA,

OTCYTCTBYET, TO IOKYMEHT JIOJKEH MOMUCHIBATHCS JINLIOM, UCIIOJIHSAIOIINM €r0 00S3aHHOCTH,

WJIM €r0 3aMECTUTEIIEM.

He nonyckaercst noanycanue JOKYMEHTOB € MIPEIJIOTOM «3a» WM MIPOCTaBIEHUE KOCOU YepThI

nepea HAMMEHOBaHUEM JOJIKHOCTH.

OTMeTKa 00 3/1€eKTPOHHOM NMOANKNCH

OtmeTKa 00 2NEKTPOHHOM MOMKICH BKIIOYaeT: Gpa3y «oKyMEHT MOoamIcaH dIeKTPOHHON

MOJIUCHIO», HOMEP cepTU(HKATA KIII0Ua AIEKTPOHHON MOANUCH, (PaMUITHIO, UMsI, OTUECTBO

BJIa/IeTIbIIa cepTU(UKATa U CPOK JACUCTBUS cepTU(HKATA KITF0Ya DIEKTPOHHOHN MOIHUCH.

Hanpumep:

{{Img="S:\Penaxkuus\MILID®IP\O6pazosanne\IMG\118 31056.png"}} JOKYMEHT
MNOAIMMCAH
DJIEKTPOHHOM

noAIM1ChIO

Ceptudukar lal11aaa0000000011

Bnanenen iBanosa Anna IlerpoBHa

HeitctBurenen ¢ 01.12.2012 mo 01.12.2018
OTtmeTKa 00 3NIEKTPOHHOM MOMKCH OJIKHA COOTBETCTBOBATh MECTY Pa3MEIlCHUs
COOCTBEHHOPYUYHOM MOANKCH B aHAJIOTMYHOM JIOKYMEHTE Ha OyMa)kHOM HOCHUTEINE. DJIeMEHThI
OTMETKH JIOJDKHBI OBITH BUAMMBIMU U YATAEMBIMU U HE JTOJKHBI IEPEKPHIBATH DJIEMEHTHI
TEKCTa IOKYMEHTa U APYTHue OTMETKHU 00 AJIEKTPOHHON MOANMKUCH (MTPU HATMYHWH).
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ITeuarts

OTTHCK nIeYaTu 3aBepseT MOJIMHHOCTD MTOANNUCH JOKHOCTHOIO JIMIIA HA TIOKYMEHTAX,

yJIOCTOBEPSIOLINX MpaBa JUL, GUKCUPYIOIINX (PAKTHI, CBA3aHHBIE C (PUHAHCOBBIMU CPEACTBAMH,

a TaK)Ke Ha MHBIX JIOKYMEHTAaX, IPEAYCMaTPUBAIOIINX 3aBEPEHUE MTOIJIMHHON TIOITUCH.

JlokyMeHTBI 3aBepstoT nevarbio [Ikossr.

[TeuaTs nmpocTaBiseTcst Ha CBOOOHOM OT TEKCTa MeCTe, HE 3aXBaThIBast TMYHON MOIIHCH

JOJDKHOCTHOTO JIMLA.

OTtMeTKka 00 ncnoJIHUTEIE

OtmeTka 00 MCIIOJIHUTENE BKIIOUYAET B ce0s (haMHIINIO, UM, OTYECTBO UCIIOIHUTEINS

JIOKYMEHTa, HOMep ero TesedoHa.

OTMeTKy 00 MCIIOJHHUTENE PACHONAraloT Ha JIMLEBON Wi 000POTHOM CTOPOHE MOCIEIHETr0

JIMCTa JOKYMEHTA B JIEBOM HI)KHEM YTIIy.

Hanpumep:

NBanosa Muna MiBanoBHA

8 (495) 994-94-94

OTMeTKa 0 3aBepeHHHN KONUH

Konuu ¢ 1oKkyMEHTOB BBIJIAIOTCS C pa3pelIeHUs TUpeKTopa U 3amecTtutens nupekropa L1Ikosbt

U TOJIBKO C T€X JJOKYMEHTOB, KOTOpbIe OblTH u31aHsbl B [lkoue.

[Tpu BbIIaUE KONUH TOKYMEHT BOCIIPOM3BOIUTCS MONHOCTHIO (Onank [konsl, HOMeEp, Aara,

COJIepXKaHue U T. 11.).

B npaBom BepxHeMm yriy konuu nuiiercs cinoBo «Komnusy. [Ipu Beigaue konuu ¢ Konuu

cnenyer nucath «Komus ¢ konuuy».

Ecnu xonus a1 BHYTPEHHETO MOJIb30BaHUs, TO JUIs 3aBEpEeHUs HUke pekBusuTa «lloanuce»

IIPOCTABJISIFOT 3aBEPUTEIBHYIO HAIUCh: «BEpHO»; TOJKHOCTD JIMIIA, 3aBEPAIOLIETO KOIHIO;

JMYHYIO TOJAIUCH; paclIM(ppOBKY NOANUCH (MHULMANBI, (aMUIINIO); AaTy 3aBEPEHMSL.
Hanpumep:

Bepno

Cekperapp/Crieniuaiuct no Kajapam

JInynas noanuce B.B. lIBaHoBa

10.10.2018

Ecnu konust BeIaeTcs 715 MPEACTaBICHUS B PYTYI0 OpraHU3aliio, TO OTMETKA O 3aBEpPEHUN

KOIHHU JOMOJIHIAETCS HaIIUChIO O MECTE XpaHEHHs JOKYMEHTA, ¢ KOTOPOro Obljla U3rOTOBJIEHA

KOIUS, U 3aBEPSAETCS N€YaThi0 OpraHU3aluy.

Hanpumep:
[Mopnmuunauk gokymenta Haxoautcss B MBOY Illkomna Ne 3 B nene Ne 12-x 3a 2013 rog.
Jnst mpocTaBieHUs OTMETKH O 3aBEPEHUM KOITHH MOXET MCTIOJIb30BATHCS IITaMII.

OTMeTKa 0 MOCTYNJIEHUH TOKYMEHTAa
Conepxut AaTy NOCTYIUJIEHUSI JOKYMEHTA, a TAKXKE €ro BXOJSALIUN pEerucTpallMOHHBINA
Homep. [Ipm HEOOXOAUMOCTH B OTMETKE MOXKHO yKa3aTh BpeMsl TOCTYIUICHHS B dacax H
MUHYTaX U CIIOCOO TOCTaBKU JOKYMEHTA.
OTtMeTKy O moCTyrieHnu AokyMeHTa B IlIkosy mpocTaBisitoT B BUJE IITaMIla WM OT
PYKH B HIDKHEH YacTH JIUIIEBOM CTOPOHBI IIEPBOTO JIMCTA TIOKYMEHTA WUJIM Ha €ro 000poTe.
Hanpumep:

MBOY lIkona Ne 3
11.10.2018 Ne 23
13 1 40 mun
Pe3osronust
B cocraB pe3omionuu TOMKHBI BXOJUTH CIEIYIONINE dJIEMEHTHI: (haMUIHsI, WHUIHAIBI
UCIIOTHUTEN (MCTIOJMHUTENCH), comepkaHue TmopydeHus. I[lpm HeoOXomuMocTH — CpOK
WCTIOJTHEHUSI, TIOAIKCH JINIA, BEIHECIIETO PE30IIOLNIO, JaTa PE30IIIOIIHH.
Hanpumep:
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Cwmupnosoii 1.0.

[Ipomry moaAroToBUTH MPOEKT
norosopa ¢ OO0 «Jlom mebdenn»
K 22.06.2018

JInyHasg nmoamnuch

10.10.2018

ITpu HanMuKK B PE30JIOLUN HECKOJIBKMX UCIIOJHUTEEH YKa3bIBAECTCS OTBETCTBEHHBIN
MCIIOJIHUTEID (KaK MPpaBUilo, 3TO JIMI0, HA3BAHHOE B PE30JIIOLIUU IIEPBBIM).
Ha noxkymenTax, He TpeOyIOIUX JOMOJHUTEIbHBIX YKa3aHUN 110 UCIIOJIHEHUIO U UMEIOILUX
TUIIOBBIE CPOKU UCIIOJHEHUS, B PE30JIIOLIMH YKA3bIBAETCS UCIIOIHUTEND, IOANKNCH aBTOPA
PE30JIIOLINH, AaTa.
Pesomronus, Kak mpaBuiio, MULIETCS OT PYKU PYKOBOAUTEIEM Ha MOJJIMHHUKE IOKYMEHTA Ha
CBOOOJTHOM OT TEKCTa MeCTe.
OTMeTKa 0 KOHTpOJIe
OTMeTKa 0 KOHTpOJIE 0003HAYAET, YTO TOKYMEHT IOCTaBJIEH Ha KOHTPOJIb. OTMETKY 0
KOHTPOJIE 32 UCTIOJTHEHUEM JJOKYMEHTa 0003Ha4YaroT mraMnoM «KOHTpoIb» Ha BEpXHEM I0JIe
JIOKYMEHTA.
KonTtpoio moanexar Bce 3aperuCTpUpOBaHHbIE JOKYMEHTHI, TPEOYIOIIHE NCTIOTHEHUSI.
Cpoku UCTIOIHEHNS JOKYMEHTA YCTaHABIMBAIOTCS B COOTBETCTBUH CO CPOKaMH,
0003HaYeHHBIMU 3aKOHOJIaTEJILCTBOM, OpraHu3alliel, HalpaBUBIIEH MOPYUYEHHE WU IPOCHOY,
pacopsAUTEIbHBIM JOKYMEHTOM WM PE30JIIOLUEN JUPEKTOPaA ILKOJIbI.
Cpoxk nipocTaBiisiercst B (hopMe AaThl 3aBEPIICHUS UCTIOTHEHUS.
OTMeTKa 0 HATIPABJICHHH JOKYMEHTA B J1€JI0
OtmeTKa 00 UCTIOJTHEHUH JJOKYMEHTA U HaIllPaBJIEHUU €r0 B JEJI0 BKJIIOYAET B ce0s Clelyrolne
naHHble: (pa3y «B neno», MHAEKC Jiena o HOMEHKJIAaType Jiell, B KOTOpOe IMOMELaeTcs
JIOKYMEHT Ha XpaHEeHHeE, C YKa3aHUEM IoJia, TOJKHOCTH JIMIA, O(POPMHUBIIETO OTMETKY,
MOJIUCH, JTaTHl.
Hanpumep:
B nexo Ne 01-18 32 2018 1.
3aMecTuTeNnb JUPEKTOpa 110 BOCIIUTATENbHON paboTe
JInuHas moamucy 10.10.2018
OTmeTka O HampaBJIEHHHM JOKYMEHTa B JIEJIO MOXET JOMOJHSITHCA KpPaTKUMHU
CBEICHMSIMM O XapaKTepe UCIOJIHEHUS JOKYMEHTA.
3.3. OcoGeHHOCTH MOATOTOBKH U 0()OPMJIEHHS OT/AeIbHBIX BU0B IOKYMEHTOB
IIpukas
IIpuka3s — mpaBOBOM aKT, N3/1aBA€MbI JUPEKTOPOM LIKOJBI JUISl PEIIEHUS OCHOBHBIX U
OTepaTUBHBIX 3a/1a4, cTosAmux nepen koot (mpunoxxenue Ne §).
[Tpuka3 MoKeT ObITh U3JaH JTUI[OM, UCIIOTHSIOUINM 00513aHHOCTH JUPEKTOPA IIKOJIBI B CITyYae
€ro OTCYTCTBHS.
B npukazax mo ocHOBHOM 1€ TEIBHOCTH PELIAIOTCS BOIIPOCH! YUeOHOM, X0351iICTBEHHOM,
(MHAHCOBOH EATENILHOCTH, IIJIAHUPOBAHUS, OTYETHOCTH, Y1€OHO-BOCIIUTATEIBHOI'O MpOLIecca,
(bu3nYECKOro pa3BUTHS U T. II.
[Tpukassl opopmisitores Ha Gmanke Ikoinel. [lepenaya mpuka3oB, uX KOnuid pabOTHUKAM
CTOPOHHUX OpraHU3alui JOMYCKAaeTCs TOJIBKO ¢ pa3pemenus aupekropa [komnsl. [IpoexTsr
IPUKA30B pa3padbaThIBAIOTCS YIIOJTHOMOUYEHHBIM JIMIIOM 10 IOPYUYEHHUIO PYKOBOJICTBA HIIU IO
COOCTBEHHOU MHUIMATHUBE.
[ToaroToBka mprkasa BKIIIOYAET B ce0s1 H3yUeHHE CYIIECTBA BOIIPOca U cOOp HEOOXOAUMBIX
CBECHMI; IIOATOTOBKY IIPOEKTAa IIPUKA3a; COTIACOBAHUE MPOEKTA; MOJIUCAHUE JUPEKTOPOM
[IIx0J1BI, pErucTpaLMUIO.
[Tpukassl meuatatorcs mpudTom Ne 12,
Howmepa cTpanui npocTaBiIstoTCs IOCEPEAUHE BEPXHETO MOJIs JIncTa. TeKeT mpukasa
(pacriopspKeHHs1) TiedaTaeTcs Yepe3 OJMH MEXKCTPOUYHBIA HHTEpBai, 0e3 000opoTa.
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[Ipuka3s umeer cienyromme peKBU3NThI: HauMeHoBaHue 11IKOJIbI COMIacHO yCTaBy;
HauMeHoBanue Buaa nokymenta (IIPUKA3), nata, Homep, MECTO COCTaBIEHUs, 3ar0JIOBOK K
TEKCTY, TeKCT, HANMEHOBAaHUE JOKHOCTH, MOJAINUCH JOKHOCTHOTO JIUIA (MHUIHAIIBI,
(bamuius), BU3bI COTIIACOBAHUS, O3HAKOMIICHUS.

Jlatoii mpukasa (pacnopsikeHus) siBJIsieTcs 1aTa ero noanucanus. Jlata opopmisiercs
U(PPOBBIM CIIOCOOOM; HOMEP COCTOUT M3 3HaKa «No» U MOPSIKOBOTO HOMEpa MpHKasa,
Hanpumep: ot 00.00.0000 Ne 000.

TekcT npukasa (pacnopspKeHHs) COCTOUT U3 JIBYX B3aUMOCBSI3aHHBIX 4acTel —
KOHCTaTHUPYIOIIEH U pacliopsiAUTEIbHOM.

TekcT npukasa (pacnopsikeHHs ) JOHKEH UMETh 3aroJI0BOK. 3arojIoBOK HAUMHAETCS € Mpeasiora
«O» («O6») u popMuUpyeTCs ITPH MOMOIIK OTIJIAr0JbHBIX CYIIECTBUTENbHBIX (Harpumep: «O0
YTBEPXKICHHH...», «O perucrpanum...», «O CO3MaHUU...»).

3aroyIOBOK JIOJKEH KPaTKO U TOYHO OTpa)kaThb COAEPKAHHME TEKCTa IPHUKa3a (pacoOpsKEHMS).
Touka B 3arosioBke He craBuTcs. lleyaraercs uepes 1Ba MEKCTPOUHBIX HHTEPBAJIa OT
pexBusuTa. [leyaraercs cTpouHbIMU OyKBaMU, BBIIEISETCS JKUPHBIM IIPUPTOM.

B koHcTaTHpyrome yacTu KpaTKO U3JIaraloTcs ey U 3a7auu, GakThl U COObITHS,
MOCITY’KUBIIUE OCHOBaHUEM JUIsl U3AaHUs ITprKaza. OHa MOXKET HaUYMHAThCSI CJIOBAMU «B
LEJSAX», «BO UCIIOJIHEHUE» U Jip. Eciiu npuka3 n31aeTcss Ha OCHOBaHUU JAPYTrOro JOKyMEHTa, TO
B KOHCTaTUPYIOIIEH YacTH yKa3bIBA€TCSI HAMMEHOBAHHUE 3TOT0 IOKYMEHTA, HAUMEHOBAHNE
OopraHa, U3J1aBLIEro JOKYMEHT, 1aTa, PETUCTPALMOHHBII HOMEP U 3ar0JIOBOK K TEKCTY.
KoHcTarupyromas 4acTb MOXKET OTCYTCTBOBATD, €CJIN IIPEAINNChIBAEMbIE IEUCTBUS HE
HYKJIalOTCS B Pa3bsICHEHUU. TEKCT MPUKA30B B TAKUX CIIy4yasXx HAUMHAETCS CO CIOBA
«ITPUKA3BIBAIO» (numercst nponucHbiMU OykBamu). [Ipy Hamuuu 1ByX yactel mpukasa
pacnopsIUTeNbHAs YaCTh OTAEISAETCA OT KOHCTaTUPYIOLLIEH CJIOBOM «IIpuKa3biBatoy. [locne
cioBa «[IPUKA3BIBAIO» cTaBuTcs nBoeToune.

TekcT pacnopaIUTETbHON YaCTU MOXKET IEUTHCA HA MMYHKTHI, B KOTOPBIX YKA3bIBAIOTCA
WCTIOJTHUTEIIH, KOHKPETHBIE NEUCTBUS U CPOKH UCITOJIHEHUS PEANUChIBaEMbIX AericTBUi. Ecnun
MIPUKA3 JOMOJHSET, OTMEHSET WU U3MEHSIET paHee U3/IaHHbIE TPUKA3bl WM X OT/AEIIbHbIE
IYHKTBI, 3TO OroBapuBaeTcs B TeKcTe. [locneHUM MyHKTOM pacnopsAuTeIbHOM YacTH pUKas3a
YKa3bIBAETCs IOJDKHOCTHOE JINLO, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM TpUKa3a
B 1iesiom. Hanpumep: «KOHTpoJIb 32 HCTIOTHEHHEM TTPUKa3a OCTABIISIO 32 COOOM».

[Toanuce oTnensieTcs OT TEKCTa ABYMsI MHTEPBAIAMHU, 1€YaTAETCs OT IPAHULIbI JIEBOTO MOJIS.
PacmmdpoBka noanucu rneyaTaeTcss Ha ypOBHE MOCIIEIHENW CTPOKHU JOJDKHOCTH Y TIPaBOit
TpaHUIbI TeKCTOBOTO MoJs. [Ipoben Mexay nHUIanaMu 1 GpamMuiiveil He enaercs.
[Tocnennsist OykBa B pacinpoBKe MOJNUCH OrpaHUYMUBAETCs paBbIM nojieM (10 Mm).

[Tpu moanucanuy mpukasza (pacHopsKEHUs ) JTUIIOM, 3aMEIAIOIIUM JUPEKTOPA IIKOJIBI, JOHKHA
OBITh yKa3aHa ero (pakTU4eckas TOJKHOCTb U (aMUIIHSL.

[Tpu HanmUUUK TPUITIOKEHUH K TIpUKa3y (pacropssKeHUI0) 00s3aTeIbHO JENIaeTCs CChUIKA
Ha HUX B TEKCTE.

[Tpukassl (pacopsHKeHUs) HyMEPYIOTCS MOPSIKOBOM HyMepaluel B mpeaenax
KajeHaapHoro roja. OTnenbHO HyMEpYIOTCs IPUKa3bl IO OCHOBHOM AESITEIbHOCTH, 110
JMYHOMY COCTaBY paOOTHHKOB, 110 INYHOMY COCTaBY 00YyYarOIUXcs, 10 OTIYCKaM, O
KOMaH/AMPOBaHHH.

Ecnu npukas (pacnopsbkeHue) BBOJUT B IEHCTBUE KaKHE-THOO JOKYMEHTHI
(MHCTpYKLIMH, TpadUKH, TPaBHUIIa, TOJIOKEHUS), TO OHU 0OPMIISIOTCS B BUJIE MPUIIOKEHHS K
npuKasy (pacmopskeHu0). B mpaBoM BepXHEM yrily TaKuX JTIOKYMEHTOB OT ISTOTO MOJOXKESHHS
TabysIsITOpa HE0OXO0AUMO NMHCcaTh cI0BO «[IpuioxeHue» ¢ ykazaHueM HauMEHOBaHUS
pacropsaUTENbHOTO IOKYMEHTa, ero JaThbl, HoMepa (nmpuinoxenue Ne 9).

Hanpumep:

IIpunoxenue
K npukazy MBOYVY [lIkomsr Ne 3
ot 11.07.2018 Ne 34
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[TpunokeHus K MPOeKTaM MPHUKa30B OPOPMIISIIOTCS Ha OT/IEIbHBIX JIUCTaX OyMaru
(mpunoxenue Ne 9).
Pa3mepsl nosieil 1 MEKCTPOUHBIE UHTEPBAJIBI IIPU I1€YaTaHUU TEKCTOB MPUIIOKEHUN UJIEHTUYHBI
pasMepaM, IPUMEHSIEMbIM TP MeYaTaHUH TEKCTOB MPUKA30B (PaCIOPSKEHUN ).
B npuiioskeHusax moMenaroTes MOJI0KEHUs, IEPeUHH, CIIUCKH, rpaduKu, TaOIUIIbI, 00pa3Iibl
JIOKYMEHTOB U JIP.
Ecnu B TekcTe 1aeTcs CChlIKa «COTTIACHO MPHIIOKEHUIO» WiH (mpuiioskenue No...), To Ha
IIEPBOM CTPAHHUIIE IIPUIIOKEHHUS B IIPABOM BEPXHEM yIily NUIIeTcs ¢iaoBo «lIpunoxenue» u ero
HOMeEp, HIKE Yepe3 OJIMH MEKCTPOUYHBIA MHTEPBAJl AETCS CChIJIKA HA MPUKa3 (pacnopsHKeHUe)
JUPEKTOPA LIKOJIbI, €ro 1aTy U HOMEP.
Bce cocraBHbIe YaCTH pEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY Kparo, II€4ATAKOTCS Yepe3 OJUH
MEXCTPOYHBIN HHTEpBaJL. JJIMHA CTPOKHU HE JAOJKHA IIPEBBIILIATH § CM, OTPAHUYHUBAETCS
MPaBbIM M0OJIEM TOKYMeHTA. [Ipy HaIMUnKM HECKOJIBKUX MPUIOKEHUN OHU HYyMEPYIOTCS.
Hanpumep:

[Tpunoxxenue 1

k nnpukazy MBOYVY IIIkosnsr Ne 3

ot 11.07.2018 Ne 34
[Tpu Hannuuu B Tekcte popmynupoBku «Y TBEPAU Ty npunaraemoe nojaokeHue, COCTaB
KOMMCCHH, IEPEUYCHb MEPONIPUATHNA U T. JI. HA CAMOM IPUIOKEHUU B IPABOM BEPXHEM YTIIY
pacnounaratorcs cinoa «Y TBEPXKJIEHO» unn «YTBEPX/IEH» co ccpuikoil Ha npukas, ero
J1aTy, HOMEP.

Hanpumep:

YTBEPX/IEHO

npukazoM MBOYVY Illkomna Ne 3

ot 11.07.2018 Ne 34
3aroyIoBOK K TEKCTY MPHJIOKEHHUS [Te4aTaeTcsl IEHTPUPOBAHHBIM criocoOoM. HaumeHnoBanue
BUJA JJOKYMEHTA MPUIIOKEHUS (IIepBOE CIOBO 3aroJIOBKa MPUIIOKEHUS IeYaTaeTcs
nponucHbiMU OykBamu sxupHbIM mpudTom: [TOJIOXKXEHUE, IEPEYEHD, CITUCOK u T. 1.).
3aroJ0BOK MPUIIOKEHUS OTAEISETCs OT AaThl U HOMepa MpHKa3a ABYMSI MEKCTPOUYHBIMU
MHTEpBaJlaMU.
[Tpy HamuuMu B TEKCTE MPUIIOXKEHUS HECKOJIBKUX pa3ziesioB UX 3ar0JOBKH ME€YaTar0TCs
LEHTPUPOBAHHBIM CIIOCOOOM (OTHOCUTENIBHO TPaHUI] TeKCTa). Touka B KOHIIE 3ar0JIOBKOB HE
ctaBuTCs. Jlomyckaercss BBIAEIATh 3aT0JIOBKU pa3iesioB pHU(TOM APYroi HaChIIIEHHOCTH
(’KUPHBIM, OJTYKHUPHBIM).
Texct npunoxkeHus MoxeT ObITh 0(OpMIIEH B BHJIE TaOIUIBL. ['padbl U CTPOKH TaOIULIBI
JTOJI’KHBI UMETH 3aT0JIOBKH, BHIPAKEHHBIE UMEHEM CYIIECTBUTEIbHBIM B UMEHUTEIILHOM
nanexe. [loazaronoBku rpad v CTpok rpaMMaTHUYECKH JTOJIKHBI OBITh COTJIACOBAHBI C
3arojioBkaMu. TeKCT TabyIuLIbI TeyaTaeTcs Yepe3 OANH MEKCTPOUHBINA HHTEPBAIL.
[Tpu HamM4MU B TEKCTE MPUIIOKEHUH CCBIJIKM Ha CHOCKY OHa odopmiisieTcs 3Be3104koi. Teker
CHOCKH IleyaTaeTcs 4epe3 OJUH MEKCTPOUHbBIN HHTEPBAJ B KOHILIE KaX0M CTPAHUIIbI WM [1OCIIe
IIPUJIOKEHUS B LIEJNOM o[ uepToi. [lociae cuMBoIa CHOCKH €€ TEKCT IeyaTaercs ¢ NpOIMMCHON
OykBbI. B KOHIIE TekcTa CHOCKH cTaBUTCS Touka. Ha ofHOM cTpanuiie He JOIKHO 0(OPMIISTHCS
6oJiee Tpex CHOCOK.
B nonoxxenusx, nporpaMmmax, yctaBax U Jpyrux noJOOHbBIX JOKYMEHTaX pa3zelbl,
MOJpa3JIebl, MyHKTHI U TIOJMYHKTHI HyMepyroTcs apadckumu nudpamu. Homep noapasaena
JIOJI’KEH COCTOSATh U3 HOMEpa pasjieia U HoMepa Mojipa3zena, pa3/IeJIeHHbIX TOUKON (Hampumep:
1.2.). Homep nmyHKTa MOKET COCTOSITh U3 HOMEpa pa3fela, oapa3aeia v MyHKTa, pa3JeIeHHbIX
toukamu (Hampumep: 2.3.1.). IIyHKTBI py HEOOXOAMMOCTH MOTYT TTOJIPA3ICIATHCS HA
HOJIMYHKTBI, KOTOPbIE JOJKHBI UMETh MOPSAKOBYIO HyMEPAIIMIO B MIpeeaX KaKa0ro IMyHKTa
(mampumep: 1.1.1.1., 1.1.1.2. u 1. 1.).
Bussl npocraBisiiores Ha 000pPOTHOI CTOPOHE MOCIEIHETO JIMCTA MPOEKTa MPUKa3a
(pacriopskeHus ).
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Ha npumnoxxeHusx K npoekTam MpuKa3oB (pacrnopsKeHUil) BU3bI IPOCTABIISIIOTCS O] TEKCTOM
MPUIIOKEHUS.

IIpoTokoJ

B npoTokonax (qokymMeHTax, GUKCUPYIOIIUX X0 00CY>KACHUS BOIIPOCOB U MIPUHSATHS
pelieHnit) MOCTOSIHHO ACUCTBYIOMIMX KOJUIETHAIbHBIX U COBEIIATEIbHBIX OPraHOB
(Megaroruueckoro, METOAMYECKOTO COBETOB , KOMHUCCHIT), a Takxke KOH(pEpeHIUii, coOpaHuii,
COBEILIaHUH, 3ace/laHui, IEPErOBOPOB, BCTPEY) UCIIOJIb3YeTCs GopMa U3JI0KEHHS TEKCTa OT
TpeThero juna MuoxkecrseHHoro uncia (CJIYIIAJIN, BBICTYIIWIIN, PELLWJIN).
CopepxaHue BHICTYIIICHUH U3/1araeTcst OT TPETHEro JIMIA €IMHCTBEHHOTO YUCIIA.

[TpoTokos UMeeT ciaenyroure peKBU3UThI:

— Haumenosanue suda ooxymenma — ciioBo «[IPOTOKOJI» nedaraercs Ha 2 cM HIKE
OT TPaHMIIBI BEPXHETO MOJISI MPONUCHBIMU OyKBaMU, MOTYKUPHBIM HIPU(TOM U BbIpAaBHUBAETCS
o IEHTPY;

— 8U0 3acedanus, cogewyanuss — OTICIIETCS OT MPEAbIAYIIETr0 PEKBU3UTA IBYMS
MEXCTPOUYHBIMH MHTEPBAIAMH, [1€YATACTCS MOJIYKUPHBIM MIPUPTOM Yepe3 OJJUH UHTEPBAI U
BBIPABHUBAETCS IO LIEHTPY;

— oama u Homep npomokoaa — nara opopmisiercss HUPPOBBIM CIIOCOOOM H TI€UaTACTCs Yepes3
JIBa MEKCTPOYHBIX MHTEPBaia HUKE MPEAbIYIIEr0 PeKBU3UTA OT JIEBOW I'PAHUIIBI TEKCTOBOTO
10JIs, @ HOMEP — MOCJIE CJI0BA IIPOTOKOI»;

— Mecmo npogedeHUs 3acedanus yKa3bIBaeTcs mpu opOpMIIEHUH IPOTOKOJIA COBEIIAHUS B TOM
cilydae, eClid OHO IPOMCXOMIIO He B 31aHuu 111koubl, BoIpaBHUBAETCS 110 LEHTPY HA OJHOMN
JIMHHUH C TaTOM;

— meKkcm npomoxoJad, Kak IpaBUiIo, COCTOUT U3 JIBYX YacCTEH: BBOJHON U OCHOBHOM.

BBoaHas yacTh COCTaBISETCA MO CXEME:

[Ipencenarens — @amunus 1U.0. pykoBoguTens.

Cekperapp — @amumnus 1.0.

[IpucyrcrBoBanu:

Crnoga «IIpencenarens» u «CekpeTapby MeyaTaroT ClieBa OT HYJIEBOTO MOJIOKEHHUsS TabynaTopa,
OTJIeNIsIs IBYMSI MHTEpBajaMH OT 3arojoBka U ApyT oT Japyra. C HOBOM CTPOKH MUIIYT CJIOBO
«[IpucyrcTBOBaIN,

1 sapuanm: hbaMUINK ¥ UHULUAIIBI TOCTOSIHHBIX WIEHOB KOJUIETHAIBHOI'O OpraHa, yYaCTHUKOB
3aceqaHusl, paOOTHUKOB OPTaHU3AIMH U MIPUTTIANIEHHBIX Ha 3acelaHUE MePEUHCTISIOTCS B
andaBUTHOM NopsaKe O6e3 ykazaHusl ToJkHocTel. [lepeuncienne npucyTCcTBYOMIMX
O(OPMIISIFOT BO BCIO ITUPUHY CTPOKH U€pe3 OJJUH MEKCTPOUHBIN MHTEepBal (MpHiiokeHne Ne
10).

[Tpu odopMIeHNH TPOTOKOJIA C YUCIOM YUYaCTHUKOB Oosee 15 haMuinm He mepeuucIsiroTes, a
yKa3bIBaeTcs HUPpoi ux olliee KOJTNUYECTBO, CIIMCOK YYaCTHUKOB B TAKUX CIIydasiX
MPUIIAraeTcsl.

Hanpumep:

IIpucyrcTBoBaiu 47 4enoBek (CIUCOK MPUIIAraeTcs).

[Toncyer y4yacTHUKOB NMPOBOJUTCS MO CHUCKAM PETUCTPALlMU, KOTOPbIE MPHJIAratoTcs K
IIPOTOKOJTY.

[Tocne mepeuncieHus y4aCTHHUKOB B TNPOTOKOJIE O(OPMIISETCS IMepeueHb BOIPOCOB,
MOJJIeXKAINX 00CYKIECHUIO, KOTOPBII HaunHaeTcs cioBamu «lloBecTka THS» W pacroyiaraercs
LEHTPOBAHHO Yepe3 JIBa-TPU MHTEPBaJa OT CIUCKA YYaCTHUKOB.

2 eapuanm: yKa3bIBalOT 00Ilee KOJIWYECTBO YICHOB KOJIJIETHAIBHBIX OPTaHOB M YHUCIIO
MPUCYTCTBYIOIUX, a paciii(poBKa MPeNCTaBIsETCS B SBOYHOM JIMCTE, KOTOPBIA SBIISETCS
IPWIOKEHUEM K IPOTOKONY (npuitoskeHue Ne 11).

[loBecTka [1HS COJEPKUT MepeuyHcIeHUE MYHKTOB (BOMPOCOB) IIOBECTKH JHS,
(GUKCHPYIOMIUX TOCIEAOBATEIBPHOCTE OOCYXKIEHUs, ¢ (QaMIIIUAMU TOKIaTIUKOB. Kambiit
BOIPOC HyMepyeTcsl apabckoil nnudpoii, pacrnonaraercs B MOpsIKe 3HAUMMOCTH U OTBEYAET Ha
Borpoc «O yem?».

Hanpumep:
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1. AHanmM3 BBIMOJTHEHUS TOI0BOTO TutaHa paboTsl Llkoier 3a 2017-2018 ydeOHBIit ro.
Hoxnamguuk — [TerpoBa A.N.

OcHOBHasi 4acTh NPOTOKOJA COCTOMT W3 PAa3JeioB, COOTBETCTBYIOLIUX IYHKTam
MOBECTKH JIHA. TEKCT KaXKJ10ro pasjiena COCTOUT U3 TPEX YacTe:

— CJIVIOAJIMA: xpatkoe coaepkaHu€ IOKJIaJa WM CChUIKA Ha MpPUJIAraeMblid K
nporokoiy TekcT. Ilepen cimoBom «CJIVIIIAJIM» mnpocraBnsieTcss HOMEp B
COOTBETCTBUU C IOBECTKOM JHS,;

— BBICTVYIINJIN: kpaTkoe coaepKaHue Kax10r0 BBICTYIUIEHNUS, 3aJaHHbIE BOIIPOCHI
U OTBETHI,

— PEIIUJIN (ITOCTAHOBWJIN): pemenune (GopMyIupyeTcss ¢ HCIOJIb30BAHUEM
MOJENM, TPUHATOM I  pacHopsSAMTENbHBIX JOKYMEHTOB: 4YTO  CJEJaTh,
WCIIOJTHUTEIIb, CPOK UCIIOJHEHHUS.

Pemienusi, BeIpabOTaHHBIE HA COBEIIAHUH, BHOCSAT B IPOTOKOI nocie cinoBa «PELINIIN»
(«(ITOCTAHOBUJIN»). PemieHne MOKET COAEpKaTh OJHH MM HECKOJIBKO MYHKTOB, OHH
pacrnoJjiararoTcs 1o 3Ha4YMMOCTH, KaKIblid U3 HUX HyMEpPYETCsL.

B cnydae korma mpoTokon ¢uKcHpyeT pelieHne 00 YTBEp:KISCHHH KaKoro-mudo
JIOKYMEHTa, B TEKCTE IMPOTOKOJIA JOJDKHA COAEpXKAThbCs CChbUIKA Ha ITOT JOKYMEHT, a caM
JIOKYMEHT IPUJIaraeTcsi K MPOTOKOITY.

[Ipu Hanmuuuu 0co60ro MHEHUS MO MIPUHIATOMY PEIICHUIO OHO 3allMChIBAETCS B IIPOTOKOI
(Tociie COOTBETCTBYIOMIETO MPOTOKOIBHOTO PELICHHS ).

B kauecTBe HCIOJNIHUTENSI MOXKET OBbITh YKa3aHO OJHO WJIM HECKOJBKO JIOJKHOCTHBIX
a1, Cpok MOKeT ObITh YKa3aH Kak KaJeHJapHasl J1aTa WM KaK epuo/l BBINOIHEHUS PabOThI.

CnoBa «CJIVIIAJINY», «BBICTYIIUIIU», «PEIIUIINY» («IIOCTAHOBWUJINY)
MeYaTaroT OT JIEBOTO MOJIsI MPOMUCHBIMU OYKBaMU U 3aKaHYUBAIOT JBOCTOYHEM.

Kaxnpiii pa3zgen nedyaraercss ¢ KpacHOW CTPOKH, YTOOBI BBLACIUTH B TEKCTE MPOTOKOJA
peub OCHOBHOTO JIOKJaJ4HMKa, BBICTYIUIGHUS YYaCTHUKOB OOCYXJEHHUS BONpoca U
MTOCTaHOBJISIFOIIYIO YacTh, (OPMYITHPYIOIIYIO pereHue codpanus. C 3TOM K€ IEeNbI0 B TEKCTE
MPOTOKONIA KKAYI0 (aMWIMIO U WHUIMAIBI BBICTYMAIOMIMX I€YaTaloT C HOBOW CTPOKH B
MMEHUTEIIbHOM MaJeKe, 3alHCh BBICTYIJICHUS OTAEIAIOT OT (damuiauu aeducom. Kaxmwiit
BOIIPOC NeYaTaeTCsi C KpaCHOM CTPOKH, (paMUIIMH ITPU ITOM JIOITYCKAeTCsl HE YKa3bIBaTh.

B oTaenbHBIX ciaydasXx Ha OCHOBE PYKONMCHBIX MM MarHUTO(QOHHBIX 3allMCel, KOTOphIE
BEJIUCh HAa 3ace/laHUM, COCTABJSIETCS CTEHOTpapUuUecKuil MPOTOKOJ, KOTOPBIH TOCIOBHO
nepesaeT npoiecc o0CyKJIeHUS KaX10ro BOIpoca U BEIpaOOTKY pELIEHUs 10 HEMY.

IIpoTokon odopmisier cekperapb 3acelaHus, OPUAMYECKYI0 CHIIy MPOTOKOI
NpUOOpeTaeT TONBKO MPU HAIWYMM JIBYX MOANMCENH — mpencenarens u cekperaps. [loamucu
pacrnoiararoT, OTJEJIUB OT TEKCTa JBYMSA-TPEMs MEKCTPOUHBIMHU HHTEpBAJaMH OT T'PAHULIBI
neoro mnons. lloanmceiBaercss mepBBIM 3K3EMIUIAP MPOTOKOJNA, KOTOPBIA IOIIMBACTCS
CEKPETAPEM B JIEJIO0 M XPAHUTCS B COOTBETCTBHM CO CPOKOM, OINPEAEIECHHBIM HOMEHKJIATYpOn
Je.

B HekoTophIx ciyyasx oopmIisieTcs: BBIUCKA U3 IIPOTOKOJIA.

Brimucka u3 mpoTokosa — ToyHasi KOMHs YaCTH TeKCTa MOJITMHHOIO IPOTOKOJIa, OTHOCSAIIETOCS
K TOMY BOIPOCY TIOBECTKH JIHS, 10 KOTOPOMY I'OTOBHUTCS BhINUCKA. [Ipr 3TOM HEOOX0IMMO
BOCIIPOM3BECTH BCE PEKBU3UTHI OJIaHKa, BBOJHYIO YaCTh TEKCTA, BOMPOC MOBECTKU JHS, 110
KOTOPOMY TOTOBUTCSI BBIIIMCKA, U TEKCT, OTPaXkKaIONIUil 00CyKAeHNE BOIIPOca U IPUHATOE
pemieHue. B aTom ciydae HazBaHue JOKyMeHTa oopmiisercs Kak «BpImucka u3 mpoToKosay.
Cay:xe0HOe MHCBMO

[TuceMma cocTaBiIsIOTCS 7Sl OCYILIECTBIICHHS ONEPATUBHOM CBSI3U C APYTUMHU OPTaHU3ALMSIMHU 110
BOIIPOCAM JI€ATENBHOCTH IIKOJIBI.

I[To copep:kaHuIo U Ha3HAYEHUIO TUChMa MOTYT ObITh HHPOPMAIIMOHHBIE, TapaHTUITHBIE,
peKIaMallMOHHBIE, KOMMEPUYECKUE, TMCbMA-3alIpOChl, MMCbMA-IIPUTJIAIIEHUS U T. 1.
HudopmaninoHHble THUCbMa COIEPKAT COOOIIEHHUS, TPOCKObI, HATOMUHAHUS, IPEATIOKEHUS.

[MapanTtuiinblie npeHa3HAYEHBI JJ1s1 U3BEIICHUS O TApPAHTHUIX OIUIaThl, CPOKOB IMOCTABKU
WJIM Ka4eCTBa MPOIYKLIUH U YCIIYT.
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B pekxnamanoHHBIX (MPETEH3MOHHBIX) MUChMaxX U3JIaraoT TpeOOBaHUS BO3MEILICHUS
yOBITKOB, HAHECEHHBIX U3-3a HAPYIICHUS YCIOBUI KOHTPAKTA WM IOTOBOPA APYroi CTOPOHOU
(xoHTpareHToM). Pexnamarius 10KHA TOATBEPKAATHCS IPUIIAraeMbIMU K TUCEMY
JIOKyMEHTaMU B BUJI€ aKTOB, CIIPABOK U T. [I.

Kommepueckue nucbma COCTaBIIIOT IPH 3aKJIFOUEHHUH U BBIITOJIHEHUH KOHTPAKTOB,
YaCcTO B HUX M3JIararoT MPOCKObI O MPEI0CTABICHUN HH(POPMAIIUH O TOBapax M YCIyrax y ux
IIPOJIaBLIOB WJIM, HAIIPOTHUB, MPEJIAratoT MOCTaBUTh TOBAPHI WIIH YCIIYTH.

B nucemax-3amnpocax mpocsT y KOHTpareHTa pa3bsiCHUTh Kakoi-mubo (akt mim aercTBue.
CrnyxebHble HchbMa neyaTaroTest Ha 6mankax nuceMm Llkomnsl. CiyskeOHOE MTUCHEMO UMEET
CJIEIYIOLINE PEKBU3UTHI:

—rpud 1 OTMETKA OTpaHUYCHUS AOCTYIA K JOKYMEHTY (€CJIM 3TO HEOOXOMMO);

— ajapecar;

— 3aroJI0BOK K TEKCTY,

— TEKCT;

— OTMETKA O HAJIMYUU IPUIIOKEHUH (€CIIM OHU UMEIOTCS);

— HOJINKCB;

— OTMeTKa 00 UCIIOJIHUTEIIE.

TekcT cimyke0HOro MrUchMa, Kak MpaBHiIo, TOJKEH KacaThCsi OHOTO BOIPOCA U HECKOJIbKUX
BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHbI U OYIyT pacCMaTpUBATHCS B OTHOM CTPYKTYPHOM
MO/pa3/ielIeHUH OpraHu3aluu-aapecara.

TekcT u3naraeTcst OT NEPBOTO JIMIA €AMHCTBEHHOI'0 Yncia (IPOCUM, HANIpaBisieM U T. J1.) WIK
OT TpeTbero nuia equHcTBeHHoro yucna (OO cuutaer. .., npodceoro3usiit komurer OO
paccMoTper. . .).

Tekcr nucbma, Kak MpaBUII0, COCTOUT U3 ABYX yacTeil. B mepBoil uactu nu3iaraercss npuuMHa,
OCHOBaHUE WK 000CHOBAHNE COCTABICHUS MUCbMa, IPUBOSATCS CCHUIKU Ha TOKYMEHT,
SBJISIOIIMICS OCHOBAaHUEM ITOATOTOBKH NUchMa. Bo BTopoil yactu, HaunHaromielics ¢ ab3ana,
MOMEILAIOTCS BBIBOJIbI, TPEIOKEHUS, POCHOBI, pEIIEHUs U T. 1.

Tenerpammsl, Teaedonorpammbl U pakKCUMHILHAA CBA3b

[lepenaua xoppecnoHgeHud 1O (aKCUMUIBHOM CBSI3U B JIpyrue OpraHU3alviu
OCYIIIECTBIISIETCS TOJIBKO 110 YKa3aHUIO WM € paspenieHus agmuuaucTpanuu HIkonst.

[TonnmuHHUKK JOKYMEHTOB, MEPENaHHbIX MO (PAKCUMUIBHOM CBSA3H, IMOALIMBAIOTCS B
JieNo, XpaHsiieecss y paOOTHHKA, OTBETCTBEHHOIO 3a (PaKCUMMIIBHYIO CBS3b, C YKa3aHUEM
BPEMEHM M JlaThl IEpeAayd, a KOMHMHM BO3BPALLAIOTCS B COOTBETCTBYIOUIME CTPYKTYpHbBIE
nozpaszaenenus ¢ momMetkoi «FAX (mara u BpeMs)».
3asiBeHuE
3asBieHNe — 3TO OULIHaAIbEHOE COOOIIeHNEe B MUCbMEHHOM Gopme. OHO COAEPIKUT yallle BCero
MpEIOKEHHE, K00y WM MPOCK0Y KaKOTO-THM00 YeJI0BEKa, aIpeCOBAHHBIE WIIH OPTaHU3aINH,
WIN JOJDKHOCTHOMY JIMILy. 3asiBIeHHE opopMIIsieTcs Ha CTaHIapTHBIX JIucTax Oymaru opmaTa
A4,
3asBIeHME BKIIIOYAET: aJipecaTa, KOTOPOMY HampasisieTcs 3asBieHue, haMuinio, ums,
OTYECTBO, JODKHOCTh aBTOpA 3asBJICHUSI, HAMMEHOBAHHE JOKYMEHTA, TOUHOE U3JI0KEHHE
pOChOBI, IPETIOKEHHS, OTTUCH MPUIJIATAEMBIX K 3asIBICHUIO TOKYMEHTOB, /1aTa, MOJIIHUCH.

B 3asiBnennun ucnomnp3yercs, Kak MpaBUiio, OPUIHaIbHO-/1€710Bas JEKCUKA, B HEKOTOPBIX
3asBICHUSIX JIOIYCKAeTCs yoTpedaeHre myOInIUCTUYECKON JIEKCUKH.

3anucka

3anucka (aHaIMTHYECKas!, TOKJIagHas, ClIyKeOHas, 00bICHUTEIbHAS) — JOKYMEHT,
aJIpECOBAHHBIN TUPEKTOPY IIKOJIbI MU BBIMIECTOAIICH OpraHU3allii U COJIEPHKAITUN
00CTOATENIbHOE U3JI0KEHUE KAaKOT0-T100 BOMPOCa C BHIBOJAMH U NPEIIOKECHUSIMU
COCTaBUTES.

JloknasiHast 3amucKa COCTaBIISIETCs Kak IO JIMYHOM MHUITMATHBE aBTOpa (paboOTHHKA), TaK U IO
yKa3aHuIo (MMCbMEHHOMY WJIM YCTHOMY) TUPEKTOPA.

3amucka cocTaBisieTcs Ha OyMa)XXHOM HOCHTEJIE WIH B AJIEKTpOHHOM Bujae. OgopmieHue
3allMCKU 3aBUCUT OT aapecata. [Ipu cocTaBiieHNU JOKIIAHON 3alIMCKH, aApECOBaHHON
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JTUPEKTOpPY MKOJbI B pamkax [1Ikoinbl, oHa cunTaercs BHyTpeHHEN U odopmiiseTcs Ha
CTaHJAPTHBIX TUcTax Oymaru popmara A4. BHyTpeHHsIsI 3aIMCKa I0JDKHA COIEPKATh
CIIeIyIOINEe PEKBU3UTHI: BUJ JOKYMEHTA, 1aTy TOKYMEHTa, Ha3BaHUE JOKYMEHTA (3arojioBOK K
TEKCTY), €CJIM TEKCT 00JIee YEThIPEX-TISITH CTPOK; aJipecara, TeKCT, MOAMKICH (C yKazaHUEM
JOJKHOCTH, (paMuInu, MHULIKMAI0B). [loanuceiBaeT BHYTPEHHIO JOKIIAHYIO 3aHCKy
COCTaBHUTEIIb.

Ecnu 3anucka agpecyercs 3a npezens! LLkoisl, To ee opopmiisioT Ha GllaHKe U OHA HA3BIBACTCS
BHEITHEW. BHeNTHss 3ammucka JomKHA COIePKaTh CICAYIOIINE PEKBU3UTH: HANMEHOBAHUE
YUpEeXJIeHUs, BUA JOKYMEHTA, 1aTy JOKYMEHTa, perUCTPAlMOHHBIN HOMEP, MECTO COCTaBIICHUS,
Ha3BaHME JOKYMEHTA (3aroJIoBOK K TEKCTY), €CIIM TEKCT OoJiee YeThIpeX-TsTH CTPOK, aapecara,
TEKCT, TOJIMUCH TUPEKTOPA IIKOJIBL.

Pa3HOBUIHOCTHIO OKIIAHOM 3aMMUCKU SBIAIOTCS MpeacTaBieHus. OHU UCHONIB3YIOTCS HpU
JIOKYMEHTHPOBAHUU KaJIPOBOH EATEITHHOCTH M COCTABIISFOTCS TUPEKTOPOM MITH 3aMECTHTEIIEM
mupekTopa. [IpencraBieHus COCTaBISIIOT B CIy4dasix MOOIIPEHHsI paOOTHUKOB, HAJIOKEHUS
B3BICKAHUM, TIPOBEICHMSI ATTECTAIIHH.

ABTOMaTH3aIUs JOKYMEHTHUPOBAHUS

JJ1s MOATOTOBKY TOKYMEHTOB MOTYT IPHUMEHSATHCS aBTOMATH3UPOBAHHBIC TeXHOIOTHH. [Ipu
3TOM cOo3ar0Tcs 0a3bl JaHHBIX (KOPPECTIOHEHTOB, (hOPM JOKYMEHTOB, TpadapeTHBIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), PEIAKTOPCKHE MPOTPAMMEI H JIp.

[Topsimok pa3paboTKH, SKCIUTyaTallMK U MOJIb30BaHUS TAKUMHU CUCTEMaMHU OTpEesieTcs
CTaHJapTaMH B 00JIACTH aBTOMATHU3WPOBAHHBIX WH()OPMAIIMOHHBIX TEXHOJIOTHH.
DJIeKTPOHHbIE JOKYMEHTbI

[Topsimok cocTaBieHust, 0POPMIICHHS U COTIIACOBAHUS TPOSKTOB 3JICKTPOHHBIX JOKYMEHTOB
OCYIIECTBIISICTCS 10 OOIINM MpaBUjIaM JIEIOMPOU3BOCTBA, YCTAHOBICHHBIM B OTHOIIICHUH
AQHAJIOTMYHBIX JJOKYMEHTOB Ha OyMa)KHOM HOCHTENE. DJIEKTPOHHBIN TOKYMEHT JO0JKEH UMETh
PEKBU3UTHI, YCTAHOBIIEHHBIE I aHAJIOTMYHOTO IOKYMEHTa Ha OyMakHOM HOCHUTEINE, 3a
UCKITIOYCHUEM OTTHCKA ITCYaTH.

B nepeuens 00s3aTeIbHBIX CBEACHUN O TOKYMEHTAaX, UCIOJIb3YEMBIX B IIEJIIX y4eTa U MOUCKA
JIOKYMEHTOB B CHCTEMaXx 3JICKTPOHHOTO JIOKyMeHTO000poTa I1IK0JIbI B COOTBETCTBUU C
npaBUJIaMu enonpoun3BojacTea B lllkomne, Bxoasr:

— a/IpecaHT;

— azpecar;

— JIOJDKHOCTb, (DaMUITUST M HHATLIAAJTBI JIUIIA, TIOIITHCABIIIETO JOKYMEHT;

— BUJ IOKyMEHTA;

— Jara JOKYMEHTa;

— HOMEp JIOKYMEHTa;

— J1aTa MOCTYIUICHUS JOKYMEHTA,

— BXOJISIIIMIA HOMEP JOKYMEHTA;

— CCBUIKA Ha MCXOJIAIINI HOMED U JaTy JOKYMEHTA,

— HAaMEHOBaHUE JIOKYMEHTA,

— MHJICKC JIena;

— CBEJICHHUS O Mepeaipecaliiil TOKyMEHTa;

— KOJIMYECTBO JIMCTOB OCHOBHOTO JIOKYMEHTA;

— KOJIMYECTBO MPHUIIOKEHUH;

— o0111ee KOJIMYECTBO JIUCTOB MPUIIOKCHHIA,

— yKa3aHUs 10 UCTIOTHEHUIO TOKYMEHTA;

— nomxHOoCTh, . . O. ucroHuTe;

— OTMETKA 0 KOH(PHUICHIIUATHHOCTH.

B cocTaB 1OMOMHUTENBHBIX CBEACHUN 00 IIEKTPOHHOM JIOKYMEHTE MOTYT ObITh BKIIOUYEHbI
CBEJICHMSI: HANMEHOBAHUE aBTOPA JOKYMEHTA (€CIIi aBTOP HE COBIAIACT C aAPECaAaHTOM
(oTmpaBUTENEM) SIIEKTPOHHOTO JOKYMEHTA), OTMETKA O TIEPEHOCE CPOKA UCTIOTHCHHS
JIOKYMEHTa, CPOK XpaHEHUS TOKYMEHTA, HAMMEHOBAHUS MIPUIIOKECHUN K AJIEKTPOHHOMY
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JIOKYMEHTY, KIIFOUEBbIE CJI0BA, CTAaTYC JOKYMEHTa (IIPOEKT, BEpCHsl), BUJ epeaadu JOKyMeHTa
(9TEKTPOHHOM MOYTOMH, MOYTOH, (pakcoM u T. 11.) U Ap.
Cpoxu XpaHeHHsI 3JICKTPOHHBIX JJOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEeHHsI IOKYMEHTOB,
YCTaHOBJIEHHBIX 3aKOHOJATEIbHBIMA U MHBIMA HOPMaTUBHBIMU [IPaBOBBIMU aKTaMU
Poccuiickoii @enepaiinu, TUIIOBBIMU NEPEYHSIMU /1711 aHAIOTUYHBIX IOKYMEHTOB Ha OyMaskHOM
HOCHTEJIE.
4. Opranuszanusi J0KyMeHTO000pPOTa ¥ UCIIOJIHEHUS JIOKYMEHTOB
4.1. Ilpuem u 06padoTKa NOCTYNAIOIIUX JOKYMEHTOB
4.1.1. IBmkeHrue JOKYMEHTOB C MOMEHTA UX CO3JIaHUS WM MOyYEHUS /10 3aBEpILCHUs
MCIIOJTHEHUS WJIK OTIIPaBKU 00pa3yeT JOKYMEHTOOOOPOT.
4.1.2. B noxymentoo6opore I1IKobl BBIIEISAIOTCS CAEAYIOMNE JOKYMEHTOIOTOKH:
a) OCTyNaromas J0KyMeHTalus (BXOIs11asi);
0) oTmpasisieMasi JOKyMeHTaus (MCXOIA1as);
B) BHYTPEHHSIS IOKYMEHTAIIUS.
4.1.3. loctaBka u oTrpaBka JokyMeHTOB B [lIkoiy ocyiecTBisiercs, Kak MpaBuio, CpeaCcTBaMU
MOYTOBOM U AJIEKTPUUECKON CBS3H.
4.1.4. JloxymenTsl, noctynaromue B [1Ikory, mpoXoasT nepBUYHY0 00paboTKYy, PETUCTPALIHIO,
MpeBapuTelIbHOE PACCMOTPEHHE, NIepelady pyKOBOJICTBY Ha PAaCCMOTPEHHE, IEPEIAI0OTCs
VCIIOJIHUTEIISIM U TIOCJIE UCTIONIHEHUS [TIOMEILAI0TCS B Jea.
4.1.5. [Ipuem u nepBuuHasi 00pabOTKa JOKYMEHTOB OCYIIECTBIISIECTCS CEKpeTapeM U (KJIIH)
JIMIIOM, OTBETCTBEHHBIM 3a BEJICHUE JIETIONPOU3BO/ICTBA.
4.1.6. Cexperapb yueOHOM yacTH U (WIJIN) JIUIIO, OTBETCTBEHHOE 32 BEACHUE JEIONPOU3BO/ICTBA,
IIPOBOJAMT: IIPOBEPKY MPABUIBHOCTHU aPECOBAHMSI TOCTYNAOLIUX JOKYMEHTOB, IPAaBUIbLHOCTU
JIOCTaBKU M KOMILJIEKTHOCTH JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha MOJIeKAIINE U HE
MOJIJIeKAINE PETUCTPALUH.
4.1.7. IlomyueHHBIE KOHBEPTHI C KOPPECTIOHACHIIMEN BCKPBIBAKOTCS, IIPU 3TOM NPOBEPSETCS
HaJIM4Yue BIOXKEHMH, a TaK)Ke YKa3aHHBIX B JOKYMEHTaX MpHIIOKEeHUH. B ciiydae nmoBpexaeHus
YIIAKOBKY U BIOXKEHHH TMO0 OTCYTCTBUS MPHIIOKEHUN COCTABISETCS aKT B JIBYX SK3EMILIApax.
OnuH 5K3eMIUISIp aKTa HalpaBiIseTcsl KOPPECIIOHACHTY, BTOPOM MPUOOIIAETCs K TOCTYNUBILEMY
JIOKYMEHTY.
4.1.8. OmmboYHO MpuUCIaHHas KOPPECTIOHACHITUS TTEPECHITAETCS TT0 MPUHAITICKHOCTH, €CITN
M3BECTEH a/Ipec Mojayvareis. B IpoTUBHOM ciiyyae KOpPPECIIOHACHIIMS BO3BPALACTCS
OTIIPaBUTEIIO.
4.1.9. KoHBepThI OT NOCTYNAIOIIEH KOPPECTIOHIEHIIMN COXPAHSIOTCS U IIPUJIArarTcs K
JIOKYMEHTaM JIMIIb B TOM ClIy4ae, KOTJ1a TOJIbKO 110 HUM MOXHO YCTaHOBUThH aJIpec
OTIIPABUTEJISL UM KOTJa JaTa MIOYTOBOTO IITEMIIENS] UMEET 3HAaUEHHUE B KAUECTBE
JT0Ka3aTeNIbCTBA BPEMEHH MOTYYEHUS JOKYMEHTA.
4.1.10. CnenuanicToM HE BCKPBIBAIOTCS KOHBEPTHI TUCEM C HAAMUCHIO «IMYHOY». OHU
NepeIaloTCsl 0 Ha3HAYEHUIO
4.2. [IpeaBapurtebHOE PACCMOTPEHHE TI0KYMEHTOB
4.2.1. Cekperapsp u (WJIH) JTUI0, OTBETCTBEHHOE 32 BEJICHUE JIETIOMPONU3BOJICTBA, TPOBOIUT
IIPEIBAPUTEIBHOE PACCMOTPEHHNE JOKYMEHTOB B LIEJISX BBIJIEIECHUS U3 BCETO MacCUBa
MOCTYNUBIIEH KOPPECTOHIEHIIMHU TOKYMEHTOB, TPEOYIOINX 0053aTeNbHOI0 PaCCMOTPEHUS
aupekTopoM LIKombI.
4.2.2. OcHOBaHUEM IS IPUHATHS PELIEHUS B X0J1€ ITPEABAPUTEIILHOIO PACCMOTPEHHUS SIBISETCS
coJiepKaHue IOKyMEHTa, a He aIpeCOBaHNE JOKYMEHTa COOTBETCTBYIOLIEMY PaOOTHHKY.
4.2.3. Pe3ynbTaToM NMPEABAPUTEIIHHOTO PACCMOTPEHUS SBIIAECTCS HAIPABICHUE JOKYMEHTA
nupexkTopy HKoms! MM JOIKHOCTHOMY JIMLY B COOTBETCTBHHM € yCTaHOBJIEHHBIM B [1Ikose
pacrpezieieHueM 0053aHHOCTEH MEXAy TUPEKTOPOM U JOJIKHOCTHBIMU JIMIIAMHU IS
BBIHECEHHUS YKA3aHHUS 110 UCTIOJIHEHUIO IOKYMEHTA.
4.3. Perucrpanusi 10KyMeHTOB

4.3.1. Ilepemayua NOKYMEHTOB Ha PETUCTPALMIO IPOU3BOAUTCS TOJIBKO IOCIE HX

MPEIBAPUTENLHOTO PACCMOTPEHHUSI.
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4.3.2. Peructpanum TmMOJUIeKaT BCE JOKYMEHTHI, TpeOyIOlIue ydeTa, HCIOTHEHUS,
UCIIOJIb30BAaHUsl B CIPAaBOYHBIX LEJISAX, KaK IOCTYNAKOUIME W3 JPYrMX OpraHu3aluil U oT
YaCTHBIX JIMILI, TaK U oOpasyrouecs B aesTeabHocTH LIIKombI, U perucTpupyroTcst He3aBUCUMO
OT croco0a UX JIOCTaBKH.

4.3.3. K nokymeHTaMm, HE NOJICKAIIMM PErUCTpallMv, OTHOCATCS JOKYMEHTBI, HE
TpeOyrole MCIONHEHUs] W HE CojAepKalme HH(POPMAaIlUU, HCIONb3YeMONH B CHPAaBOYHBIX
LENAX: [PUIJIACUTENIbHbIE, I03pPAaBUTEJIbHBIE MHUCbMA, TeJlerpaMMbl, OWJIEThl, IUIAaHBI,
IpOTrpaMMbl CEMHUHApPOB, KOH(EPEHIUH, CUMIO3UYMOB U JAPYIHX MOJOOHBIX MEPONpPUATHH,
JIOKYMEHTBI 110 OyXTalITepcKOMY y4eTy, MaTepHaabHO-TEXHUYECKOMY 00€CIIEUEeHUIO, IJIaHOBLIE,
(UHAHCOBBIE JOKYMEHTBI, MOCTyNaroUMe 03 CONPOBOAUTEIBHOIO MHUCbMa, PEKIAMHBIE
JOKYMEHTBI, KOMMEPUYECKUE MPEATIOKECHHS, MTeYaTHbIe U3JaHus, YHU(DUIUPOBAaHHBIE (GOPMBI U
0JIaHKU IOKyMEHTOB U JIp.

4.3.4. JIOKyMEeHTBI, THOJUIEKAIIME PETUCTPAlMM, PETUCTPUPYIOTCS B  JKypHaje
perucTpany BXOASLIMX JTOKYMEHTOB (mpuiokeHue Ne 12) B 1eHb MOCTYNJIEHHUS — B Cllydae
NOCTYIUIEHUSI JJOKyMEHTa B pabouee BpeMs; Ha CleIyloliMid pabouuil JeHb — B ciydae
HOCTYIUIEHUsI IOKYMEHTa B Hepabouee BpeMsl; He3aMEeMJIUTEIbHO — ¢ oTMeTKaMu «CpodHO»,
«OnepaTUBHOY.

4.3.5. Ha poxkymeHrtax, nocrynaromux B azapec IIIkosbl, B HMXKHEM IpaBOM YLy
JUIEBOM CTOPOHBI NEPBOTO JIMCTAa JIOKYMEHTa IPOCTABISAETCS PETUCTPALMOHHBIA IITaMII C
YKa3aHHUEM JaThl ¥ MOPSIKOBOIO PETUCTPALIMOHHOIO HOMEpA.

4.4. PacnipeesieHue NOCTYNAKIIUX JOKYMEHTOB

4.4.1. Tlocne perucrpauuu JOKYMEHTBI IEPENAIOTCS HAa PACCMOTPEHHE AUPEKTOPY
[IxoJBI.

4.4.2. Ilocnme paccmorpeHus nupekTopoMm IIIkosnbl JOKyMEHTBHI BO3BpALIAKOTCS
CEKpeTapio W (WMJIM) JIMILy, OTBETCTBEHHOMY 3a BEJIEHUE JEIONPOU3BOJICTBA, /ISl NEPEHECEHUs
YKa3aHUW IO WCIOJHEHHUIO JOKYMEHTAa B JKypHal PErucTpalii BXOASIIMX JOKYMEHTOB. B
COOTBETCTBUM C YKa3aHUAMU 110 HCHOJHEHUIO IMOJJUHHUK JOKyMEHTa HaIlpaBJseTcs
pabOTHUKY, SBJISIONIEMYCSl OTBETCTBEHHBIM MCIIOJTHUTEIEM, a COUCTIOIHUTEIISIM HAIPaBIISIOTCS
KOIIUU JIOKYMEHTOB (€CIM MMEIOTCS), O 4YeM JENaeTcsl OTMETKa B JKypHajle perucTpaluu
BXOJSILINX JOKYMEHTOB.

4.4.3. DnekTpoHHbIE COOOLIEHMS, TOCHUIAEMbIE MO AJIEKTPOHHON MOYTE, MCHOIHSIIOTCS
AQHAJIOTUYHO JIOKyMEHTaM Ha OYMaKHBIX HOCHUTENIIX C Y4E€TOM OIpeJesleHHON cnenupuku B
MPOLIECCE UCTIONHEHHUS.

4.5. ITopsaaok 00padOTKH M NPOXO0KACHUSA HCXOAAIINUX U BHYTPEHHHUX J0KYMEHTOB

4.5.1. Tlopanox MOArOTOBKM HCXOJSIIMX JOKYMEHTOB BKJIIOYaeT B cels paboTy 1o
COCTaBJIEHUIO MPOEKTA JOKYMEHTA, COTIACOBaHMIO, MOMMCAHUIO (YTBEP)KJICHHUIO) U OTIPABKE.

4.5.2. Jlo nmepegaun JOKYMEHTa Ha MOJNHUCh HMCHOJHUTENb JIOJHKEH MPOBEPHUTH €ro
coJiepKaHue, NPaBWIBHOCTb O(GOpPMIIEHUS, HAJIMYUE HEOOXOIUMBIX BH3 U NPUIIOKECHUH.
JIoKyMeHT mpejcTaBiseTcs Ha MOAMNKNCh BMECTE C MaTepHallaMd, Ha OCHOBAaHUHU KOTOPBIX OH
TOTOBUJICSL.

4.5.3. BHyTpeHHHE [OKyMEHTHI OQOPMIISIIOTCS W HCIOJHSAIOTCS (MCIOJIb3YIOTCS) B
npenenax HIkonsl.

4.5.4. BHyTpeHHUE JOKYMEHTHI ([IOKJIAJHBIE 3alMCKH, CIpaBKH, CBOJKH U Jp.)
paccMaTpUBAIOTCS TEMH JIOJKHOCTHBIMU JIMLIAMU, KOMY OHU HalpaBJICHBI.

4.5.5. OtBeTCTBEHHBIE 3a JEIONPOU3BOACTBO IMEPEN CHadell KOPPECHOHACHIMU Ha
OTIIPAaBKY JOJDKHBI O0s3aT€IbHO MPOBEPUTH MPABUIBHOCTH €€ O(OPMIIEHUS U aJPECOBAHMSL.
KonBepToBaHne KOppPECHOHIACHIMM U JPYTrUX [IOYTOBBIX OTHPABIEHUN MPOU3BOAUTCS
pabotHukamu 1lIKoJbI.

4.5.6. Peructpanus OTOpABISEMbIX JTOKYMEHTOB OCYIIECTBISECTCS B JEHb UX
noanucanus (yTBEPXKACHUS) WIM Ha CIeAyromuid pabounii neHb. PermctpannoHHBI HOMeEp
JOKYMEHTa M JlaTa PETUCTPALMH MPOCTABIIAIOTCS Ha NOJIMHHMKE JOKYMEHTa B PEKBH3UTaX
OnmaHkKa ¥ Ha Komuu, ocratomierics B fene Llkonsl. CripaBOYHBIM anmapaTtoM JUIsl HCXOISIINX
JTIOKYMEHTOB SIBJISIETCS KYPHAJI PETUCTPAIIMU ATUX TOKYMEHTOB (TiprutoxeHue Ne 12).
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4.5.7. OTnpaBKy HCXOASIIUX JOKYMEHTOB IPOM3BOIAUT CEKpeTapb W (WJIM) JIMIIO,
OTBETCTBEHHOE 3a BEJACHHUE Jeonpon3BojacTBa. CpouHas KOppecmoHAEHIUs odopMmisieTcss U
OTIIPABISAETCS HE3aMEUINTENILHO CEKpeTapeM M (W) JIMIIOM, OTBETCTBEHHBIM 3a BEJEHHE
JIEJIONIPOU3BO/ICTBA.

4.5.8. Cekperapp ¥ (WaW) JHIO, OTBETCTBEHHOE 3a BEICHHUE JCIONPOM3BOJICTBA,
IPOBEPSET MPABUIBHOCTh O(GOPMIICHHS HMCXOISIIUX JOKYMEHTOB, NPOU3BOJUT COPTHUPOBKY
JIOKYMEHTOB TI0 CHOco0y JOCTaBKM KOPPECHOHICHLMHU ajapecary (mpocTtas, 3akasHasd,
MEXIyHapoaHas u J1p.). HempaBuwibHO oQOpMIIEHHBIE TOKYMEHTHI W KOPPECTOHACHIUS
HECIy)KeOHOro XapakTepa K OTIpaBKe HE MPUHUMAIOTCS UM BO3BpAILAIOTCS  JIMILY,
HOJArOTOBUBLIEMY TOKYMEHT.

4.5.9. Ornpasisemas 10 1OYTE KOPPECIOHACHLNS MPOXOAUT YIAKOBKY, apECOBaHUE,
IPOCTaBJICHUE CTOMMOCTH IIOYTOBBIX YCIYI' M IEepeAauyy Ha OTIPAaBKY B MECTHOE OTAEICHHE
CBSI3HU.

4.5.10. Ha 3aka3Hy10 KOPPECHOH/ICHIINIO, Ha IOKYMEHTHI C MOMETKOM «/[11s1 ciy»keOHoro
MIOJIb30BAHMUS» COCTABIISIETCS PEECTpP, KOTOPBIN 3aTE€M BO3BPAIIACTCS CEKpETapro y4eOHOH JacTu
U (M) JMLy, OTBETCTBEHHOMY 3a BEJECHHUE JEIONPOM3BOJICTBA, C PACHUCKONW PaOOTHUKOB
IIOYTOBOTO OT/EJICHUS CBSI3U WJIM MHOTO JIUIA, 00E€CIIEYMBAIOLIET0 OTIPABKY JOKYMEHTOB.

4.5.11. Ilepenaua c HCIIOJIB30BAaHMEM CPEICTB (PAKCUMUIBHON CBSI3U JIOKYMEHTOB,
CoJepKalX CIYy)KEOHYI0 MH(OPMAIMIO OTPAHUYCHHOTO PACIPOCTPAHEHHUS, B TOM YHCIE C
noMeTKo «Jlst cimykeOHOro mosib30BaHus», HEe paspeuiaercs. Kareropuuecku 3amperiaercs
nepeaaya 1o cpencTBam (pakCUMUIBHOMN CBS3H CEKPETHBIX TOKYMEHTOB.

4.5.12. C wucnonbp3oBaHUEM CPeACTB (DAKCUMHIIBHON CBSI3M MOTYT OBITH IEpelaHbl
MaTepuaigbl TEKCTOBOTO, TaOJMYHOTO WM TpapUuecKoro XapakTepa, HCIIOTHEHHbIE
TUNOIPa)CKUM, MAIIUHOMUCHBIM WIM PYKOHNHCHBIM CHOCOOOM B YEPHOM MJIM TEMHO-CHHEM
[[BETE C YETKUM M KOHTPACTHBIM M300pakeHUEM (TIEPBBIE IK3EMIUTAPHI WIH X KCEPOKOIHH) Ha
6enoit Gymare ¢ MUHUMaJIbHOW BbICOTON OYKB M 1IMPp 2 MM. OOBEeM mepe1aBaeMoOro B TeUeHUE
OJIHOTO ceaHca CBfA3M JOKYMEHTa, BBINOJIHEHHOro Ha Oymare Qopmata A4, He AOIKEH
NPEBBILIATH MATH JUCTOB.

4.5.13. OrBercTBEHHOCTb 3a cojJepkaHue HHpopMalMM, MepeaaBaeMonl C
UCTOJIb30BAaHUEM  CPEIACTB  (PAaKCUMMIIBHOM  CBsI3M,  BO3JIaraeTcsi Ha  MCIIOJHUTEIS,
MOJTOTOBUBLIETO akcorpamMmy AJisi HepeJadH.

4.6. Oco0eHHOCTH Pa0OTHI € JJIEKTPOHHBIMH JOKYMEHTaMHU

4.6.1. B [llkone co3aatoTcst M UCTIONb3YIOTCS:

—JJIEKTPOHHBIE  JOKYMEHTBI,  CO3[aBaéMble = B  DJIEKTpOHHOM  Qopme  6e3
MPEBAPUTENHLHOTO IOKYMEHTUPOBAHUS HA OyMa)KHOM HOCHUTEJIE;

— 3JIEKTPOHHBIE 00pa3bl JIOKyMEHTOB, IIOJy4YEHHbIE B pe3yJbTaTe CKaHUPOBAHMS
JIOKYMEHTOB U XpaHSIIIUECs B CUCTEME AJIEKTPOHHOI'O JOKYMEHTO000pOTA.

4.6.2. Ilpuem 1 OTHpaBKa JIEKTPOHHBIX TOKYMEHTOB OCYIIECTBIISIOTCS OTBETCTBEHHBIM
3a BeJieHue JienonpounsBoacTsa B [lkorne.

4.6.3. DIEKTPOHHBIE JTOKYMEHTHI CO31al0TCs, 00padaTHIBAIOTCS U XPAHATCS B CUCTEME
AIIEKTPOHHOTO AOKyMeHTooOopoTa 1Ikomb.

4.6.4. DJEKTPOHHBIA JIOKYMEHT JOJDKeH ObIThb O(GOpMIIEH MO OOIIMM MpaBUIaM
JIEIIONPOU3BOJCTBA U MMETh PEKBU3HTHI, YCTAHOBJIEHHBIE ISl aHAJIOTMYHOTO JOKYMEHTa Ha
OyMa)KHOM HOCHUTEIe, 3a UCKJIIOUYEHHEM OTTHCKA MedyaTh M H300paxkeHus [ 'ocynapcTBeHHOTro
rep6a Poccuiickoit ®enepanuu.

4.6.5. Jlns moaTBep)KIECHUS MOUIMHHOCTH 3JEKTPOHHBIX JoKymeHToB B Illkore
UCIIONIB3YIOTCSl DJIEKTPOHHbIE IM(POBbIe moAnucu. Vcmonb3yemble cpencTBa AJIEKTPOHHOU
U(pPOBON MOJMHMCH JTOJKHBI OBITh CEPTU(GHUIIMPOBAHBI B YCTAHOBICHHOM IOPSIIIKE.

4.6.6. EqunHuneil yyeta 3JE€KTPOHHOTO JOKYMEHTA SIBJISIETCSI AJIEKTPOHHBIM JTOKYMEHT,
3apErUCTPUPOBAHHBIN B CHCTEME AJIEKTPOHHOTO J0KyMeHTooOopoTa IlIKombl. DneKTpoHHBIH
JOKYMEHT, UMEIOLIHH MPUIIOKEHUS, PETUCTPUPYETCSI KaK OAMH JOKYMEHT.

4.6.7. llocne oOTHpaBKU 3IJIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOU
HNOJNKMCHIO YIMOJHOMOUYEHHOIO JIOJDKHOCTHOIO JIMLA, AOCBUIKM aJpecarty ero KONMM Ha
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OyMa)XHOM HOCHTEIIC, KaK MPaBUJIO0, HE TpeOyeTcs, 3a MCKIIOYCHHEM OTBETOB Ha OOpaleHus
rpaXKaaH, TOCTYMHUBIINX N0 WH()OPMAMOHHO-TEIIEKOMMYHHKAITMOHHBIM KaHaJIaM, Ha KOTOPHIE
3asgBUTENIO JTAeTCsl MUChbMEHHBIN OTBET, HANPABJISIEMbIN MO MOYTOBOMY aJpecy, yKa3aHHOMY B
oOpaleHuu.

4.6.8. HcnosiHEHHBIE DJJIEKTPOHHBIE JOKYMEHTHI CHUCTEMAaTHU3UPYIOTCS B JieJa B
COOTBETCTBUU C HOMEHKJIaTypoi el [IIKoJibl 1 MHAEKCUPYIOTCS B TIOPAJIKE, YCTAHOBJICHHOM B
OTHOIICHUHU JeJ, COCTABJIIEHHBIX M3 JIOKYMEHTOB Ha OymakHoM HocuTtene. [Ipu coctaBieHuu
HOMEHKJIATYphI JIEN B 3ar0JIOBOK JI€J1a BKIIIOYAETCSl YKa3aHUE «DJIEKTPOHHBIE JOKYMEHTBI.

4.7. UnpopmaunonHasi 6€301aCHOCTb

4.7.1. NUadopmarmonnsie pecypcebl LLIkonsl mo 1ocTymy (BO3MOXHOCTH HUCIIOJIH30BAHMUS )
MOJIPA3/CIIAIOTCS Ha OTKPHITYIO (00IIEA0CTYIMHYI0) HH(DOPMALIHIO, CITYKEOHYI0 HHPOPMAITUIO U
MH(}OPMALIHIO OTPAHUYEHHOTO PACIPOCTPaHEHUs (I0CTyIa).

K kareropuu OTKpeITON wuHDOpMamMu OTHOCUTCS WH(MOpMAIHS, COJEpKaIiascs B
JOKyMeHTax U 0a3ax maHHbIX [IKOJbI, HEMOCPEACTBEHHO 3aTparuBarolas MpaBa U UHTEPECHI
rpaXkKaaH.

K kareropuu ciyxxe6HOI WH(pOpMalUKW OTHOCHTCA HH(MOpMALUs, COJAEpKaIlascs B
JTIOKyMeHTax M 0a3ax maHHbIx [1IKoJbl, mpeaqHa3HaueHHast A5 TOJDKHOCTHBIX JIUI U PaOOTHUKOB
[[Ikombl, TpU BHIMOJHEHUH UMHU CBOMX (PYHKIIMOHAIBHBIX OO0SI3aHHOCTEH, HE 3aTparvMBarolas
HalpsIMyl0 TIpaBa U WHTEPEChl TPaXXJaH U HE OTHOCAIIASCA K KaTEropuu OTrpaHUuYCHHOTO
pacrpocTpaHeHus (J0CTyma).

K xareropum wH(pOpMAIMU OTPAaHWUYECHHOTO PACIPOCTPAHCHHS (JIOCTYIA) OTHOCHTCS
uH(poOpMallKs, colepKamasicsi B JOKyMEHTaXx M 0a3ax JaHHBIX, BKJIIOYAIOIIAs CBEICHUS
KOH(HUICHIIMATILHOTO XapaKTepa.

Besa undopmanus, copepxamascs B JOKyMeHTax W 0a3ax ngaHHbIXx Lkomibl, 1o
YMOJYAHHUIO SIBJIAETCS OTKPHITOW M 0o0menoctynHoi. VMckirouenue cocraBisieT uH(opmarus,
OTHECEHHAas K KaTeropHsM CIy>KeOHOW U OTPaHUYEHHOTO paclpoCcTpaHeHHs (JOCTyMa).

4.7.2. Hoctyn mosb3oBaTeneil kK WHOOpPMAIMU OTPAaHUYMBACTCS TYTEM OTHECEHUs
uH(pOpPMAILlMM K COOTBETCTBYIOLIEH KAaTeTOPUU M HAIOKEHHEM Ha HEE COOTBETCTBYIOIIETO
rpuda orpaHudeHus pacrnpoctpaHeHus. Mudbopmamus orpaHndeHHOro aocTymna cHabkaercs
rpudom «/[1st cmykeOHOT0 MOJIb30BAHUS.

[IpaBoM oTHeceHnus MH(MOPMAIIUU K KAaTETOPUH OTPAaHUYCHHOTO JOCTYIA U HATOKEHUS
COOTBETCTBYMOIIEr0 Trpuda obnagaer aBTOp IOKYMEHTA IO COIJIACOBAHUIO C JTUPEKTOPOM
[IxombI.

JlokyMeHTHUpOBaHHasi WH(OpMAaIKMS OTPaHUYEHHOTO PACHpPOCTpaHEHUs 03 CaHKIINH
JOJIKHOCTHOTO JIMLA, YCTAHOBUBIIETO PEXUM OTPAHMUEHHOTO PAaCIpOCTPAHEHUs ISl TaHHOTO
JOKYMEHTa, HE  TOUIeKUT  pa3riameHuto  (pacmpoctpaHeHuto).  IIpemocraBnenue
MOJIb30BATENSIM  JIOCTYNa K JIaHHOM MH(QOpManMM OCYLIECTBISETCS HCKIIOYUTENIBHO IO
COTJIACOBAHUIO C YKAa3aHHBIM JIOJXKHOCTHBIM JIMIIOM ITYTEM I0JIa4u COOTBETCTBYIOIIEH 3asBKH.

JIOMKHOCTHBIE ~ JIMIIa, TPHUHSABIIME  pelieHne o0  OTHeCeHWHW  HWHQOpMaluu,
3a()MKCUPOBAHHON B JIOKYMEHTE, K KAaTeTOPUH OrPAaHUYCHHOTO pPACIpPOCTPAHEHHsI, HECYyT
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTD MPUHATOTO PEIICHHS i €T0 COOTBETCTBHE JICHCTBYIOIMIEMY
3aKOHO/IATEIIbCTBY.

4.7.3. JIuunsle nena paOOTHHUKOB, JUYHbIE KapTOUYKH PAOOTHUKOB, TPYJOBbIE KHHKKH
pabOTHUKOB, TPHUKa3bl TO JUYHOMY COCTaBY JOJDKHBI XpaHUThCS B cedipe wmm B
METaJUTMYECKOM IIKaYy.

brnanku TpyHAOBBIX KHIKEK MO MEpPE HEOOXOAUMOCTH BBIIAIOTCS OTBETCTBEHHOMY JHILY
KaJIpOBOM CIY)KOBI. 3amuCH B TPYJOBOW KHIDKKE TOJMUCHIBAET PYKOBOJMTENb KaIpOBOU
ciyx0b1 OO. Yuer, XpaHeHHE U BbIIayy OJIAHKOB CTPOTOM OTYETHOCTH: TUTUIIOMOB, BKJIQIBIIICH
K HUM, CBHJIETEIbCTB, yJIOCTOBEPEHHI BEIET 3aMECTUTENb NUPEKTopa. biaHku XpaHsarcs B
ceiide.

4.7.4. YcraHoBKa W DKCIUTyaTalds MPOTPAMMHOIO OOECIEUEHHs, TMOJYyYEHHOTO U3
TIOOBIX WCTOYHUKOB U BBHIMOJHSIONMIETO (YHKIMH, HE CBSI3aHHBIE HEMOCPEICTBEHHO C
BBIMOJTHEHHEM PaOOTHHUKAMU CBOUX JOJKHOCTHBIX 00sI3aHHOCTEH, KAaTErOpPUYECKH 3aIpeleHa.
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4.7.5. Bcsa mpencraBieHHas B AJIGKTPOHHOM BHJe HWHGOpMAIUs, TMOCTYIAKOIMas B
[Ikoiy, B 00513aTEIbHOM MOPSAKE MOJICKUT TPOBEPKE aHTUBUPYCHBIMU CPEACTBAMH.

4.7.6. DnexTpoHHAas TOYTa MOKET UCIIOJIb30BaThCs MOJIb30BATENSAMHU TOIBKO AJIs1 OOMEHa
uHpopManrei, OTHOCAIICHCS K KaTeTOPUH OTKPBITOW M CITyKeOHOM. 3amperieHo Croib30BaTh
JIEKTPOHHYIO MOUTY Ul Iepeadyd MHPOPMALUU, OTHOCSIIEHCS K KaTerOpuu OrpaHMYE€HHOI0
pacnpocTpaHeHusl.

5. KoHTpoJIb 32 HCIIOJIHEHHEM JOKYMEHTOB

5.1. Opranusanusi KOHTPOJIs

5.1.1. KoHTpoJIt0 noAexxaT Bce 3aperucTpUpOBaHHbIE JOKYMEHTBI, TPEOYIOLIME NCTIOTHEHUS.
KOHTpOb HCIIOJIHEHUST JOKYMEHTOB BKJIFOYAET: y4YeT, [IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb
CPOKOB HCIIOJIHEHUSI, HETTOCPEACTBEHHYIO ITPOBEPKY X0/1a UCIIOJHEHUS, IPOBEPKY KayecTBa
VICIIOJIHEHUS, AaHAJIN3 PE3YJIbTATOB UCIIOJHEHUS.
5.1.2. KoHTpoOJb 32 HCHIOJTHEHNEM JIOKYMEHTOB YCTAaHABIMBACTCSA B IIEISX 00ECIeUeHUs NX
CBOEBPEMEHHOT'0 M KaUE€CTBEHHOI'0 MCIIOJIHEHNS, TIOBBIIICHUS YPOBHS OPraHU3aTOPCKOM
paboThl ¥ UCIIOJTHUTENIBCKON AUCLUIIINHBI.
5.1.3. [Ipu nmocraHOBKE JOKYMEHTA Ha KOHTPOJIb HAa IIPAaBOM BEPXHEM I10JI€ IOKyMEHTa
JIeNIaeTCs OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (IITAMIIOM) «KOHTPOJIbY
5.1.4. KoHTpoJ10 NOoJJIeXAaT MPUKaA3bl, PELICHUS COBETOB, a TAKXKE JIOKYMEHTHI, IOCTYMAIOLIIE
Ha uMms qupekropa IIkoms.
Opranu3anys KOHTPOJISI HCIIOJIHEHUS BKIIIOYAET B ceOs:
— IIOCTAHOBKY JJOKYMEHTa Ha KOHTPOJIb;
— MOHHUTOPHHT MCIIOJIHEHUSI KOHTPOJIbHBIX IOPYYEHUH JOKYMEHTOB;
— CHSITHE UCIIOJIHEHHOTO JOKYMEHTa C KOHTPOJIS;
— HampaBJICHUE UCIIOJIHEHHOTO IOKYMEHTA B JIEII0.
5.1.5. 3amecTturenu aupekropa lIkosasl 00g3aHbI paccMaTpUBaTh COCTOSHUE UCTIOTHUTENBCKON
JUCLIUIUIMHEI 110 TOKYMEHTaM ¢ IopydeHusiMu aupekropa Llkomsl, a Takke JOKyMEHTHI,
noctrynusiue B aapec LIkoms! u Tpedyrolue UCTIOTHEHHS U TOATOTOBKU OTBETA.

5.1.6. JIoOKkyMEeHT CUUTaeTCsi MWCIOJHEHHbIM, KOTJa pELIEHbl OKOHYATElIbHO BCE

MIOCTABJIEHHBIE B HEM BONPOCHI M COOJIIO/IEHBI CIETYIOIINE CPOKHU:

—  €CIIM B JOKYMEHTE IIOCTAaBJIEH CPOK UCIIOJIHEHUS — B YKA3aHHBIN CPOK;

—  JIOKYMEHTHI 0€3 yKa3aHUs CPOKa UCIIOTHEHUS — 8 MECAUHbIIU CPOK;

—  €CIIM B IOKYMEHTE UMEETCsl IOMETKA «CPOUHO» — 8 MPEXOHEesHblll CPOK;

—  Topy4eHus 03 yKa3aHUsi KOHKPETHOM JaThl UCTIOJIHEHUS — 8 MECAYHbIU CPOK;

— € TIOMETKOM «onepaTuBHO» — 6 10-0nesHublil cpok;

— 10 00palIeHUsIM rpakJaH, TPEOYIOUIMM JTONOJHUTEIBHOTO U3YUEHUs U TPOBEPKHU, —
00 00H020 Mecaya co OHs pecucmpayu, 0 OCTATBHBIM — He Oollee 15 Onell.

Cpok ucuucnsiercs B KaJleHAAPHBIX AHSX C 1aThl OANNUCAHUS JOKYMEHTA.

Ecnu nocneanuii 1eHb UCTIONHEHUS JOKYMEHTA MPUXOJUTCS Ha HepaOouuil 1eHb, OH
MOJUIEKHUT UCTIOJHEHUIO B IIPEIIECTBYIOMUI eMy pabounii 1eHb.

[Ipu HEOO6XOAUMOCTH MPOJIEHNS CPOKA UCIIOJIHEHUSI JOKYMEHTa OTBETCTBEHHBIN
VCIIOJIHUTEIIb MIPEICTABIISIET HA UMS IUPEKTOPA, IABILIETO OPYyUYEHUE, MOTUBUPOBAHHYIO
pock0y O €ro MPOJUIEHUH He TI03/IHEE YeM 3a mpu OHsL 00 UCMeYeHUs YCMAHO8IeHH020 CPOKA,
C YeM CBOEBPEMEHHO NepeaeTcst nH(popMaIys B IPUEMHYIO JUPEKTOpA.

5.2. IlopsAIOK CHATHS JOKYMEHTOB ¢ KOHTPOJIA
5.2.1. JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJISI, €CIIM PELICHBI IOCTABJICHHbBIE B HUX BOMPOCHI UM
aBTOpaM JIaH OTBET I10 CYLIECTBY.
ITpoMexXyTOUHBII OTBET, pAaBHO KaK U 3aIIpOC IO UCIIOJIHAEMOMY JOKYMEHTY MIJIM YaCTHUHOE
VCIIOJIHEHUE NTIOPYYEHHUS, HE SIBJISICTCA OCHOBAHUEM IS IPU3HAHUS TOKYMEHTA UCIIOJHEHHBIM.
5.2.2. CHATH TOKYMEHT ¢ KOHTPOJISI MOXKET TOJIBKO JIOJKHOCTHOE JIUIIO0, KOTOPOE TIOCTABHIIO €r0
Ha KOHTPOJIb.
5.2.3. OcHOBaHMEM ISl CHATHS C KOHTPOJI JOKYMEHTOB ¢ IOPYYEHUAMH upekTopa [Ikosnsr
ABJISICTCA JOKYMEHT — OTBET, MOANNCAHHbIN JUPEKTOPOM, €T0 3aMECTUTENEM, JINOO CclIpaBKa 00
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VCITOJIHEHUH JIOKYMEHTA 3a MOAIMUCHI0 OTBETCTBEHHOTO JIMIIA [10 JAHHOMY HaIlpaBJICHUIO
paboThI.

6. Yuer u XxpaHeHHe nevaTei, IITAMIIOB U 0JIAHKOB
6.1. O6s3aTeIbHOMY YYETY MOJUICKAT BCE BUJIBI IIEYATEH U MITAMITOB, OJJAHKHA CTPOTOH
OTYETHOCTH, KOMaHIMPOBOYHBIE YIOCTOBEPEHHUS, CIIy>)KEOHbIE 3a/1aHuUs, TPYIOBbIE KHIDKKH.
6.2. Yder Bcex meuateil u mrammoB, umeroniuxcs B [1Ikone, BeaeTcs B cieluaaibHOM KypHale
(mpunoxxenne Ne 13).
6.3. XKypHaisl ydera BKIIOYAIOTCS B HOMEHKIIATYPY €. JINCThI UX HyMepyroTCs,
MIPOLLIMBAOTCS U ONIEYATHIBAIOTCS.
6.4. [leyatu 1 MITaMIIBI TOJKHBI XPAHUTHCS B ceiidax MM MeTaNInYecKuX mKagax.
6.5. OTBETCTBEHHOCTb 3a XpaHEHHE U MCIIOJIb30BAaHHE TIeUaTeid, INTaMIIOB HECYT JIMIIA,
OTBETCTBEHHBIE 32 BEJICHUE JI€IONPOU3BOJICTBA.
6.6. YanuTOXEeHUE OJaHKOB MPOU3BOJUTCS MO aKTy C OTMETKOM B COOTBETCTBYIOIINX
JKypHajlax yyera.
6.7. IleyaTs ¥ IWTAMITBI YHUYTOKAIOTCS 110 aKTY.
6.8. [IpoBepka HanMuus evaTel, MITaAMIOB U OJIAHKOB, a TAKXKe MOPSIJIKA UX XPAHEHUS U
MCII0JIb30BaHUs IPOU3BOAUTCS KOMUCCUEHN HE PEXE OJTHOTO pasa B IoJi OJHOBPEMEHHO C
MIPOBEPKOI COCTOSIHUSA JI€TONPOU3BOJICTBA.

7. CocTaBjieHHe HOMEHKJIATYPBbI J1eJI

7.1. Homenknarypa Jenn — ciCTeMaTU3UPOBAHHbBIN MIepEeYeHb 3ar0JIOBKOB (HAUMEHOBAHMUIA)
nen, 3aBoguMbIxX B LlIkoue, ¢ ykazaHHEeM CPOKOB WX XpaHEHHsI, 0(pOPMIICHHBIH B
YCTaHOBJICHHOM IOPSIKE.

Homenknarypa nen npeaHasHaueHa AJis TPYNIMPOBKU UCIIOJHEHHBIX JOKYMEHTOB B JI€Na,
CHUCTEMaTH3allMi U y4yeTa Jel, ONpPEAENICHUs CPOKOB UX XPAHEHMS M SIBISETCS OCHOBOM IS
COCTaBJICHUS OIUCEN el MOCTOSIHHOTO U BpeMEHHOTo (cBbiiie 10 jeT) XpaHeHus, a Takxke A
yueTa Jies1 BpeMeHHoro (710 10 jieT BKIIOUNUTENBHO) XpaHEHUS!.

7.2. Ilpu cocTaBiieHUU HOMEHKJIATYpHI JIeN CIEAyeT PyKOBOACTBOBAaThCsA ycTaBoM 1Ikos
U TOJOXEHHUSIMH, IITaTHBIM pacluCaHueM, IJIaHAMH U OT4eTaMu O paboTe, MepeuHsIMU
JIOKYMEHTOB C yKa3aHHUEM CPOKOB MX XPAaHEHHUsS, HOMEHKJIATypaMH JeJ 3a MpeAlIeCTBYIOIINE
rofsl. M3ydarorcss TOKyMeHTBI, oOpasyromuecs B aesreabHocTH IIkosbl, UX BB, COCTaB U
coJiepKaHue.

7.3. Homenknatypa pnen Illkomsl cocTaBisiercs paOOTHHKOM, OTBETCTBEHHBIM 3a
OpraHM3aIMIo JeJIONPOU3BOACTBA U apxuBHOE nieno B IlIkose, cornacoBbIBaeTCsl ¢ MOCTOSIHHO
JICUCTBYIOLIEH JKCIEPTHOU Komuccuen IlIkonbl, yTBEp)KIaeTrcsi OUPEKTOPOM M BBOJMUTCA B
nercTBre ¢ 1 stHBaps CJIeMYIOIEro roa.

7.4. B rpade 1 HOMEHKJIATypbl [l NPOCTABISAIOTCS HMHAEKCHl KaXJ0ro Jena,
BKJIIOUEHHOTO B HOMEHKJIaTypy. MHzaekc paena coctouT u3 ycraHoBiaeHHoro B Illkoie
udpoBoro o0o3HaYeHHs (KOJa) M MOPSIKOBOIO HOMEpA 3aroJioBKa Jiela MO HOMEHKIAType.
Nunekcsl genm 0603HavyaroTest apabckuMu nudpamu.

Hanpumep: 12-05, rne 12 — xox, 05 — mopsakoBbli HOMEp 3arojioBka Jeiia B pasJelne
HOMEHKJIATYphI JIe.

7.5. B HOMEHKIAaType el pPEKOMEHIYETCS COXPaHATb OAMHAKOBBIE WHAECKCHI JUIS
OJIHOPOAHBIX JIEJT; IS IEPEXOASIINX J1e] UHIEKC COXPAHSIETCA.

7.6. B rpady 2 HOMEHKIATYpbI Jie] BKJIIOYAIOTCS 3arojOBKH Jiel (TOMOB, yacTei). 3aroioBok
Jiefa 4eTko, B 0000meHHor (popMe OTpa)kaeT OCHOBHOE COJIEp)KaHHE M COCTAaB JOKYMEHTOB
Jena.

OcHoBOM 1171 HaUMEHOBaHMs (3arojIOBKa) el SIBJISIOTCS BOIPOCHI, OTpakarollue 3aJadul U
¢byakun [llkonel. HaumeHOBaHMST TOMONHSIIOTCS YKa3aHHEM pOJa 3aBOAMMOIO Jelia WU
Pa3HOBHIHOCTH JJOKYMEHTOB (TIOCTaHOBJICHUS, PACTIOPSKCHUS, TPUKA3bI, IPOTOKOJIBI U T. JI.).
Ecin neno, BKIOYaeMOE B HOMEHKIATypy JAe€l, COCTOMT W3 OJMHAKOBBIX BHUJAOB WIH
Pa3HOBHIHOCTEN JOKYMEHTOB, B 3aroJIOBKE TaKOrO Jiejla YKa3bIBA€TCSI HAMMEHOBAHHUE BUJIOB
JIOKYMEHTOB, Harpumep «lIpukassl 10 OCHOBHOU AEATEIBHOCTU.
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He pexkomenayercsi ynoTpeOyaTh B 3arojloBKE Jejla HEKOHKPETHbIE (POPMYIHPOBKH, a TaKKe
BBOJIHBIE CJIOBA U CIIOKHBIE 00OPOTHI.
Eciu neno Oyzmer cocTosTh M3 HECKOJIBKUX TOMOB WMJIM YacTei, TO COCTaBiseTcs oOuuit
3aroJIOBOK JieJla, a 3aTeéM IPU HEOOXOJUMOCTH COCTaBISIOTCS 3aroJIOBKM Ka)JJI0ro Toma
(4yacTH), yTOUHSIIOIIME COJIEpPKaHKE 3ar0JI0BKa JIefa.
[Topsiok pacrionokeHust 3aroj0BKOB JI€7 BHYTPU Pa3ZelioB U MOAPA3eI0B HOMEHKIATYPbI A€l
OTIPEIeIIIETCS CTENEHBI0 BAYKHOCTH JOKYMEHTOB, COCTABIIAIONIMX JI€)Ia, U UX B3aUMOCBS3bI0. B
Hayaje pacrojararTcs 3arojoBKU JI€N, COAEpPKAIIMX OpraHUu3allOHHO-PACIOPSIUTEIbHYIO
JOKYMEHTAIMIO. 3aroJIOBKH JieJl MOT'YT YTOUHSThCS B mpoliecce GOopMUPOBAHUS U OPOPMIICHUS
hi(S)
7.7. I'pacha 3 HOMEHKIATYPHI I€T 3aTOJHSASTCS 0 OKOHYAHUU KAJICHIAPHOTO TO/a.
7.8. B rpade 4 ykaspiBaeTCs CPOK XpaHEHHS Jejla, HOMEpa CTaTei IO MEPEYHI0, a IPH €ro
OTCYTCTBHH — 10 TUIIOBOW MJIM IPUMEPHON HOMEHKJIATYpPE JEII.
Cpoku XpaHeHHMs], yKa3aHHbIE B MEPEUHsX, ABIAIOTCA 00S3aTeNbHBIMH, U COKpAIEHUE UX HE
nomnyckaercs. Pasperiaercs XpaHUTh JOKYMEHTHI CBBILLE YCTAaHOBJIEHHOTO CPOKa, €CIM B TOM
€CTh MPaKTUYEeCKasi HEOOXOIUMOCTb.
79. B rpade S5 «llpumeuanuwe» yKa3bIBAIOTCS Ha3BaHHWA IE€PEYHEH JTOKYMEHTOB,
UCIOJIb30BAaHHBIX MPU OMPEICIICHUH CPOKOB XpaHEHUsS Jel, MPOCTABIAIOTCS OTMETKH O
3aBe/ICHUN JIeJ1 (B TOM YHCJIE B QJIEKTPOHHOM BU/IE), O MEPEXOAIINX JeaX, O BBIJCICHUN Jell K
YHUUTOXKEHUIO0, O JTUIaX, OTBETCTBEHHBIX 3a (hopMupoBanue aei (mpusnoxeHue No 14).
7.10. Ecnu B Teuenue rona B llIkosie BO3HUKAIOT HOBBIE JOKYMEHTUPOBAHHBIE YIaCTKU PaOOTHI,
Ha HUX (OPMHUPYIOTCS COOTBETCTBYIOIIME JieJa, OHU JIOMOJHUTENHLHO BHOCSTCS B
HOMEHKJIaTypy. JlJis BHOBb 3aBOJAMMBIX €N B KaKJIOM pa3zesie HOMEHKJIATypbl OCTaBISIOTCS
pe3epBHBbIE HOMEpa.
[To okoH4YaHMM rojia B KOHIE HOMEHKJATYphl €Nl JIeJIaeTCsl UTOroBasl 3allUCh O KOJMYECTBE
3aBEJICHHBIX JIe]1 (TOMOB).
[Topsimok pacronokeHust 3aroj0BKOB JI€71 BHYTPHU pa3ZesioB U MOApa3/IelI0B HOMEHKIATYpPhI A€l
OIPEEIIAETCS CTENEHbIO Ba)KHOCTH JOKYMEHTOB, COCTAaBJISIFOIIMX JENa, U UX B3aUMOCBS3bIO.
Bnauane pacrnonararoTcst 3aroJIoOBKHM JI€J, COAEpallluX OpPraHU3allMOHHO-PACHOPSAUTEIbHYIO
JOKyMeHTanuo. Jlajgee pacrnosiararoTcs 3arojOBKH JA€ll, COAEp KAIUX IJIAaHOBBIE M OTYETHBIE
JIOKYMEHTHI, U T. 1.
7.11. Pa3 B maATh JieT HOMEHKJaTypa aen LIKonbl corinacoBbIBaeTCs ¢ SKCIEPTHO-NPOBEPOUHOM
komuccueil (manee — OIIK) Vopasnenus nenamu npaBUTENbCTBA DHCKOW oOmactu. B ciydae
KOPEHHOT'0 H3MeHEeHMsI (QyHKIUH M cTpykTyphl IlIKoiabl OHA MOANEKUT MEPECOCTABICHMIO,
COTJIACOBAHUIO U YTBEP)K/ICHUIO HE3aBUCUMO OT CPOKA €€ COIJIaCOBaHUS.
7.12.3amecTuTenu AUPEKTOPA, TIaBHBIN OyXranrep eXerojaHo, He no3aHee 15 HOAOps Tekymiero
rojia pa3pabarbIBalOT IPOEKT HOMEHKJIATYPHI JIEN Ha CIEeIYIOMUN TO/1.
Homenknarypa nenm cocTaBisieTcsi JIMLOM, OTBETCTBEHHBIM 3a BEACHME JEJIONPOU3BOICTBA
[komnbl, cormacoBbiBaeTcs M NoAnuUchiBaeTcs aAupekropoM lllkonel u  mpexacraBisieTcs
pabOTHUKY, OTBETCTBEHHOMY 3a OpraHH3allMIo JeJIONPOU3BOCTBA U apXuBHOe feno B [lkorne.
8. ®opmupoBanue u opopmieHue aesa

8.1. d®opmupoBaHuE 1€l — TPYNIHUPOBKA HCIOIHEHHBIX JOKYMEHTOB B Jl€la B
COOTBETCTBUU C HOMEHKJIATYPOH /1€ U cHUCTeMaTH3alus JOKYMEHTOB BHYTPH JIela.

8.2. Jlena B llIkone ¢popmMupyroTCcs IO HarpaBJIeHUSIM pabOoTHI.

8.3. McrionHeHHbIe TOKYMEHTHI TOKHBI B 10-THEBHBIN CPOK CHABATHCS MCIIOIHUTEIIEM
JIMIlYy, OTBETCTBEHHOMY 3a BEICHUE JICIIONPOU3BOJCTBA, A (popMupoBanus ux B nena. Homep
Jiena, B KOTOpO€ JODKEH ObITh MOJIINT JOKYMEHT, ompeaenser aupektop Lkonsl wmm
VCIIOJIHUTEIIb B COOTBETCTBUM ¢ HOMEHKIATYpoil en. Ha nokymeHTe mpocTaBisioTCs OTMETKA
«B memo Ne...», moanucek UCIIOJHUTEI, JIaTa.

JIOKyMEHTBI BHYTPH Ji€J1a PacIioylaratoTCsl B XpOHOJIOIMUECKOH MOCIE10BATENIbHOCTH.

8.4. KoHTpo:b 32 MpaBUILHOCTHIO (POPMUPOBAHUS €T OCYIIECTBIISETCS OTBETCTBCHHBIM
3a apxuB kol
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8.5. Ilpu dopmupoBaHuM e HEOOXOAMMO COONIOAATh CIEAYIONIHME OOIIMHME MpaBHIIA:
MOMEIIaTh B JENI0 TOJBKO HCIIOJIHEHHBIE JOKYMEHTBI B COOTBETCTBUHU C 3arojOBKaMH el TI0
HOMEHKJIaType; TPYyHIUpPOBaTh B AENO JIOKYMEHTBl OJIHOTO KaJeHJIApHOrO Toja; pa3lieibHo
CPYIIUPOBATH B JieJa JIOKYMEHThI TOCTOSIHHOTO U BPEMEHHOTO CPOKOB XpaHEHHUs; TOMENIATh B
Jena Kcepokonuu (hakcoB, TenedoHOrpaMM Ha OOIIMX OCHOBAaHUSX; B JIEIO HE JIOJKHBI
MOMEIIAThCs JIOKYMEHTBI, MOJUJICKAIUe BO3BpATy, JIMIIHUE HK3EMIUISPbl, YEPHOBUKHU: IIO
0o0BemMy J1e710 He JOJHKHO mpeBblmath 250 nuctoB uinn 4 cM. [Ipu Hanuuum B Aene HECKOIbKUX
TOMOB (4acTeil) MHJEKC W 3arojIOBOK Jiejia MPOCTABISIIOTCS Ha KaXJIOM TOME ¢ J100aBICHUEM
«ToM 1», «ToM 2» (TocaeaHui).

8.6. PacnopsautenpHble JOKYMEHTBHl TPYNIUPYIOTCS B Jena 10 BUAaM B
XPOHOJIOTHYECKOM MOPSAJIKE C OTHOCSIIUMUCS K HUM MPUITIOKESHUSIMHU.

YcTaBbl, MOJI0KEHUS, UHCTPYKIUHU, YTBEPKICHHbIEC PACTIOPSIUTEIbHBIMU JOKYMEHTaMH,
SIBIISTFOTCS TIPUJIOKEHUSIMU K HUM U TPYIIHPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTamu. Eciu
)K€ OHHM YTBEPKJIEHbI B KauyeCTBE CaMOCTOATEIBHOrO JOKYMEHTa, TO HX TPYINIHUPYIOT B
CaMOCTOSITENIbHBIE JIea.

[Ipuka3pl MO OCHOBHOM JESATENBHOCTH TPYNIHUPYIOTCS OTAEIBHO OT TMPUKA30B IO
JUYHOMY COCTaBY.

[Ipukasbl MO TMYHOMY COCTaBY IPYIIUPYIOTCS B Jiefia B COOTBETCTBUH C
YCTaHOBJICHHBIMH CPOKaMH UX XPaHCHHSI.

[IpoTokoIibl B J1eie pacnojaraloTcs B XpOHOJIOTHYECKOM MOPSJIKE 10 HOMEPaM.
JIOKyMEHTBI K IPOTOKOJIaM, CTPYIITUPOBAHHBIE B OT/IETBHBIC JI€71a, CACTEMATU3UPYIOTCS 110
HOMEpaM MPOTOKOJIOB.

Y TBepKICHHBIC TUIAHBI, OTYEThI, CMETHI, JINMUTHI, TUTYJIHHBIC CITUCKH U IPYTHE
JIOKYMEHTBI TPYIIUPYIOTCS OTJEIBHO OT MPOEKTOB.

JIOKyMEHTBI B IMYHBIX JIEJIaX PACIOaratoTCs 10 MEPE UX MOCTYIIICHHUS.

[lepenucka rpynmupyeTcsl B paMKax OJJHOTO KaJIEHJAPHOTO r'0/1a U CUCTEMaTU3HPYETCs
B XpOHOJIOTUYECKON MOCIIEI0BATENbHOCTH: TOKYMEHT — 3allpOC — TOKYMEHT — OTBET.

8.7. Nena UIkomnsl moiekaT ohopMICHUIO TPU UX 3aBEICHHUH U TI0 3aBEPIICHUH Io/1a.
Odopmienue nena — mMOAroToOBKa Jieyia K XpaHSHHUIO BKJIFOYAET B ce0sl KOMIUIEKC padoT 1o
OTHMCAHUIO JIeNIa Ha 00JI0XKKE, MOIINBKE, HyMEpallly JIUCTOB M COCTABJICHUIO 3aBEPUTEITHHON
Haganucu. Odopmiienue nen npoBoauTcs: padotHukamu [1Ikosbl, B 00513aHHOCTH KOTOPBIX
BXOJIUT 3aBeJieHHe U (POPMUPOBAHUE T, TPU METOUYECKON MOMOIIH U MOJI KOHTPOJIEM
apxuBa [IkoJbl.

8.8. B 3aBUCHMOCTH OT CPOKOB XpaHEHUS MPOBOJIUTCS OTHOE MM YACTHUHOE
odopmIIeHHE Je.

[TonHOMY OOpPMIIEHHUIO TTOAJIEKAT JIeNIa TOCTOSSHHOTO, BpeMeHHOro (cBbiie 10 ner)
XpaHeHus (110 TUYHOMY COCTaBY, JTUYHBIC Jiejia YBOJICHHBIX paboTHUKOB). [TonHOE 0 opmiteHne
JieNa mpelyCcMaTpuBaeT:

— MOJIIIMBKY WJIA TBEPJIBIA MEPEIIET e,

— HyMEpaIHio JIMCTOB B JIEJIE;

— COCTaBJICHHE JIMCTa-3aBEPUTEIIS;

— COCTaBJICHHE B OCOOBIX Ccllydasx (Mpu opopMIEHUH INYHBIX JIE], U yueTa 0co00

IIEHHBIX JIOKYMEHTOB) BHYTPEHHEH OIMMCH JJOKYMEHTOB JIETIa;

— BHECEHHE HEOOXOIMMBIX YTOUHEHUI B PEKBU3UTHI OOJIOKKH Jiena (yTOUHEeHHe

Ha3BaHMsI NOAPA3JIEICHNs, UHAEKCA U 3aroJIoBKa Jelia, 1aThl JeNa u ap.).

8.9. Jlena BpemenHoro (10 10 j1eT BKIIOUUTENIBHO) XPaHEHUS MOJIEKAT YACTHUHOMY
odopmiteHuro. Jlomyckaercs:

— XpaHUTH JIea B CKOPOCIITNBATEIISX;

— HE MPOBOJIUTH MEPECUCTEMATHU3AIINIO IOKYMEHTOB B JeI€E;

— JINCTHI JIeNIa HE HyMEPOBaTh;

— 3aBEpPUTENbHBIC HAMICH HE COCTABIISATh.

8.10 JIokyMeHTBI, IoyIeKaIue MOJIHOMY 0(OPMIICHUIO, ITOALINBAIOT HA YEThIpEe
MIPOKOJIa B TBEPAYIO 00JI0KKY M3 KapTOHA WIIN MEPEIJIeTaI0TCs ¢ yU€TOM BO3MOXHOCTHU
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CcBOOOJTHOTO YTEHUS TEKCTa BCEX IOKYMEHTOB, J1aT, BU3 U pe3omounii Ha HuX. [Ipu noaroroske
JIeJT K TMOAMINBKE (MEPETIeTy) METaJUIMYECKUEe CKPETUIeHUs (CKOOBI, CKPENKH) U3 JOKYMEHTOB
ylansrorces. Jlena nocToSHHOro XpaHeHUs, COCTOSALIME U3 HEPOPMATHBIX TIOKYMEHTOB,
XPaHATCA B 3aKPBITHIX TBEPABIX MAINKaX ¢ TPeMs KJIalaHAMHU U C 3aBA3KaMHU.

[Ipu Hanm4Mu B €€ HEBOCTPEOOBAHHBIX JIMYHBIX JIOKYMEHTOB (TPYJOBBIX KHUXKEK U
JIp.) 3TU JOKYMEHTBI BKJIaJIbIBAIOTCS] B KOHBEPT, KOTOPBIN 3aTe€M NOJAIIMBAETCS B 3TO Aeno. [Ipu
HaJINYUU OOJIBLIOTO KOJIMYECTBA TAKUX JOKYMEHTOB OHU MOT'YT U3bIMAThCs U3 €], U Ha HUX
COCTaBJISIETCS OTAEIbHAS OMKCH.

B koHIIe Ka)/10r0 J1es1a MOAILUBAKOTCS YUCThIe OJIaHKU (OPM Ul 3aBEPUTEIBHOM
Ha/IIUCH.

8.11. B nensax obecrieueHus: COXpAaHHOCTH U 3aKPETUICHUS TTOPSIJIKA PACHIOTIOKECHHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JI€J10, BCE JIUCThI, KPOME 3aBEPUTEIBHOI0, HyMEPYIOTCS
apabckumu U paMu B IPaBOM BEPXHEM YTIIy, HE 33/1€Basi TEKCTa JOKYMEHTA, IIPOCTHIM
rpadu4ecKUM KapaHAaloM WIM HyMepaTopoM. YoTpeOaeHne YepHUII U IBETHBIX KapaHaalei
JUIsL HyMEpalluu JINCTOB 3anpeiaercs. BHyTpeHHssI ONUCh UMEET CaMOCTOSITENIbHYIO
HYMEpALHIO.

JIucThl €71, COCTOSAUIMX U3 HECKOJIBKUX TOMOB MM YacTeH, HyMEPYIOTCS 110 KaXA0My
TOMY MJIM YacTU OTIEIBHO.

dotorpadun, 4epTeKHU, TUArpaMMBbI U IPYTHe WILTIOCTPATHBHBIE U ClieU(UIECKHe
JIOKYMEHTBI, IPEJICTABIISAIOIINE CAMOCTOSTEIbHBIHN JIUCT B JieNie, HyMEPYIOTCS Ha 000pOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

Cr0XKeHHBIH JTMCT pa3BOpauuBaAETCs U HyMEpYeTCsl B IPaBOM BepxHeM yriy. [lpu atom
auct oboro opMaTa, HOAMUTHIN 32 OAMH Kpaid, HyMepyeTcsi Kak OJIMH JIUCT; JIHCT,
CJIO’KEHHBIN M MMOJIIUTBINA 32 CepeinHYy, MOJICKUT NEepEeIINBKEe U HyMEpPYeTCsl KaK OJUH JIKCT.

[TonmuTeie B €710 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS; IIPU TOM BHavaJie
HyMEpyeTcsl KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM Ka)KJ10€ BIIO)KEHHUE B KOHBEPTE.

[TogmmTeie B €10 JOKYMEHTHI ¢ COOCTBEHHOM HyMepaluel JTUCTOB (BKItoUast
NeYaTHbIE U3/IaHUS) MOTYT HyMEpOBaThCs B OOIIEM MOPSIIKE WIIH COXPAHATh COOCTBEHHYIO
HyMEpaIHIO, €CJIM OHAa COOTBETCTBYET MOPSAAKOBOMY PACIIOJIOKEHUIO JIUCTOB B JIEIIE.

B ciydasix oOHapy»xeHust 00JIBIIOro Ynciia ouMOOK B HyMepaluy JIMCTOB Jiefia B
JIeJIONPOU3BO/ICTBE MPOBOJUTCS UX Nepenymepanus. [Ipu nepenymepanuu JIMCTOB cTapbie
HOMEpa 3a4EpKHUBAIOTCSI OJJHOW HAKJIOHHOM YepTOM M PSAJOM CTaBUTCS HOBBII HOMED JIUCTA; B
KOHIIE JIeJIa COCTABIIIETCS HOBAs 3aBEPUTENbHAS HA/IIKUCh, IPU ATOM CTapas 3aBepuTeIbHast
HAJMKCh 3aUEPKUBAETCS, HO COXPAHAETCS B JCIIE.

8.12. Jlns yyera KoJIM4ecTBa JIMCTOB B JIejie U (pUKcalu 0COOEHHOCTEN UX HyMepaluu
COCTABIISIETCS 3aBEPUTEIbHAS HAANUCH Aesa. OHa COCTABIIAETCS B AEJIE HA OTAEIBHOM JIUCTE —
3aBepuTelie Jena. 3aBepuTelibHas HaINCh COCTABIISIETCS M0 YCTAaHOBICHHOU hopMme
(mpunoxxenue Ne 15).

Bce nocneayroiue n3MeHEeHUs B COCTaBE M COCTOSIHMM Jielia (TIOBPEXIeHUs, 3aMeHa
MOJUIMHHBIX JOKYMEHTOB KOIHUSAMH, IPUCOEAMHEHNE HOBBIX JOKYMEHTOB U T. JI.) OTMEYAIOTCS B
3aBEPUTEIHON HAAMUCH CO CCHUIKOM Ha COOTBETCTBYIOIIMIM aKT.

8.13. O6m0Ka e MOCTOSTHHOTO, BpeMeHHOT0 (cBbilie 10 J1eT) XpaHeHUs U 110
JMYHOMY COCTaBy opopmiiseTcs o ycTaHOBIeHHOU (opme (npuioxenue Ne 16).

Ha o6nosKke /11 MOCTOSIHHOTO XpaHEHHsI BBEpXY MPeyCMaTPUBACTCS MECTO IS
HAaUMEHOBAHUS FOCY/IapCTBEHHOTO apXKBa, B KOTOPBIA OHU OyIyT MEpe/laHbl, a TAKXKe
apXMBHOTO M pa B IPaBOM BEPXHEM U JIEBOM HUKHEM yTIIax.

[Tpu odopmnennn o060xku 11 HanMeHoBaHue LLIkombl yka3bpIBaeTCsl HOTHOCTHIO 110
yCTaBy, B UMEHUTEIILHOM Ia/IeXkKe, COKPAIIEHHOE Ha3BaHHE — B CKOOKaX.

O0s3aTenbHBIMM PEKBU3UTAMU OOJIOKKH JeJ1a SIBJIAETCS yKa3aHUe KOJIMYECTBA JINCTOB B
Jiesie, KOTOPOE MPOCTABIISIETCS HA OCHOBAaHUY 3aBEPUTEIBLHOM HAIIMCH JIEN1a, U CPOKA XPAaHEHUS
Jena (Ha Jienax MOoCTOSTHHOT'O XPAHEHUs! MUIIETCS: «XPaHUTh IOCTOSIHHOY), KOTOPBIH
NEPEHOCUTCS Ha O0JIOKKY JIeJIa U3 HOMEHKJIATyphI IOCTIe CBEPKH €ro M0 CPOKaM XpaHEHHs B
HIepeyYHe.
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8.14. Jlng yuera TOKyMEHTOB ONIPEACICHHBIX KaTErOPHil €] MOCTOSHHOTO U
BpeMeHHoro (cBbiie 10 eT) XpaHeHus1, y4eT KOTOPBIX BBI3BIBACTCS CeUU(UKON TaHHOM
JIOKYMEHTAIUU (JIMYHbIE JIea, 0CO00 IIEHHBIE), COCTABIISIETCS BHYTPEHHSSI OITUCH IOKYMEHTOB
Jena.

BHyTpeHHI010 Onuch HEOOXOAUMO TaKkKe COCTABIISATH B JIEJIaX MOCTOSIHHOTO U
BpeMeHHoro (cBoime 10 net) xpaneHnus, copMUpPOBAHHBIX IO PA3HOBUAHOCTSAM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEp:KaHUe JOKYMEHTOB.

BHyTpeHHSs OMHCh COCTABIISAETCS HA OTAEIBHOM JIMCTE MO YCTAaHOBJICHHOH (opme
(mpunoxenue Ne 17), koTopasi COAEpKUT CBEJIEHUS O MOPSIKOBBIX HOMEpaxX JOKYMEHTOB Jiefia,
UX UHJEKCaX, JaTax, 3aroJIoBKax U HOMepax JIMCTOB Jieia, Ha KOTOPBIX PACIOIOKEH KaXKIbIl
JIOKYMEHT.

K BHyTpeHHel onucH Jiefia COCTaBIseTCsl UTOrOBas 3aluCh, B KOTOPOU yKa3bIBaCTCS
uppaMu 1 MPONKCHIO KOJIWYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB
BHYTpPEHHEH OIKUCH.

BHyTpeHHSs onuCh NOANMCHIBAETCS €€ COCTABUTEINEM C YKa3aHHEM JJOJKHOCTH,
MOJIKUCH, pacIIM(PPOBKH MOANKUCH U HYMEPYETCs B €€ OTACIBHO.

9. Opranusanusi onepaTUBHOI0 XPAHEHHsI IOKYMEHTOB

9.1. C moMeHTa 3aBeieHHs U J10 Tiepenayn fen B apxuB [1Ikounbl nena xpaHsrces no Mecty
uX (HOPMUPOBAHHS .

PaGotnuku IlIkomnel, 0TBeuUaromye 3a AeJ0MpPOU3BOICTBO, 00s13aHBI 00ECIIeYHBATh
COXPaHHOCTh JIOKYMEHTOB U JIE.

C uenbio MOBBIIICHUS ONIEPATUBHOCTH MOKMCKA IOKYMEHTOB JIeJia PaclolararoTcs B
COOTBETCTBUU C HOMEHKJIATYpOH JeIl.

Ha xopenikax 00y105kek /11 yKa3bIBalOTCS UHIEKCHI JIE] 10 HOMEHKJIIAType.

K noxymeHTaM BpEMEHHOI'O XpaHEHHUSI OTHOCSTCS JTOKYMEHTBI CO CPOKOM XpaHEHUsS He
6onee 10 ner u XxpaHsarcs mo Mecty ux QopmupoBanus. [lema BpemenHoro (mo 10 ser
BKJIIOUMTEJIBHO) XpaHEHUs B apxuB HE IMEpelalTcs M MOAJek aT YHUYTOKECHUIO B
YCTaHOBJICHHOM IOPSJKE.

3aBepIIeHHbIE Jejia TOCTOSTHHOTO U I0JATOBpeMeHHOoro (cBbiie 10 yeT) cpokos
XpaHEHMs XpaHATCS 0 MECTy UX (OPMHUPOBAaHUS B TEUEHHUE JIBYX JIET, a 3aTEM CHAIOTCS B apXUB
[IxombI.

Jlena BpEMEHHOT0 CPOKa XpaHEHHUsI XPaHITCs IO MeCTy UX (POpMUPOBaHUS B TEUEHUE
YCTaHOBJIEHHBIX HOMEHKJIATYpO# /1€71 CPOKOB.

9.2. Belgaua nein, 03HaKOMJIEHUE C JOKYMEHTaMHU, HaXOASIIMMHUCS Ha ONIEpaTUBHOM
XpaHeHuu, pabotHukaMm LIIKobl MPOU3BOIUTCS € pa3pelieHus: AUPEKTOpa MO/ PaclucKy B
JKypHaJe yueTa BblIauM JOKYMEHTOB U3 apxuBa (mpuioxkeHue Ne 18).

Jlena BbI1at0TCSA BO BpPEMEHHOE MOJIb30BaHue padoTHuKaM lIkosbl Ha cpok He Oonee
onHOro Mecsua. [locne ucredeHns yka3aHHOTO CpOKa JeJ0 JOJKHO OBITh BO3BpAILlEHO Ha
MECTO €ro XpaHEeHHUsI.

9.3. 3bsiTHE JOKYMEHTOB M3 /1€ IOCTOSIHHOT'O XpaHEHMS IOIyCKAaETCs B
UCKJTIOYUTENBHBIX CIIydasx, 10 3allpocaM KOMIIETEHTHBIX OPraHOB U IPOU3BOIUTCS C
MMCBbMEHHOTO pa3pelieHus aupekropa LIkossl ¢ ocTaBaeHNEM B J€J€ 3aBEPEHHOM KOTUN
JIOKYMEHTa M aKTa O MpUYMHaX BbIIayM MOUIMHHUKA.

9.4. CamocTosTeNbHOE YHUUTOXKEHHUE JOKYMEHTOB paboTHuKamu IlIkossl 3anperiaercs.

9.5. Pabotnukwu 11Ikosbl HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTH MOCTYIMUBIIUX K HUM
JIOKYMEHTOB M aKKypaTHOE 0OpaIleHne C HUMH.

10. Iopsinok mepenavyu JOKYMEHTOB HA XpPaHEHUE B aPXUB IIKOJIbI

10.1. B apxuB I1Ikomnbl nepeaaroTcs fena nocTosIHHOTO, BpeMeHHOTOo (cBbiie 10 neT)
XpaHEHUs U MO0 JIUYHOMY cocTaBy. VX mepenada mpou3BOIUTCS 11O OMUCAM Jell.

3aKOHUEHHBIE JEIOTMPOU3BOACTBOM Jlelia TOCTOSTHHOTO, BpeMeHHOTO (cBbimie 10 neT)
XPaHEHUs U MO JIMYHOMY COCTaBY IOCJIE OKOHYAHUS KaJ€HAapHOTOo rojia, B KOTOPOM OHU OBLIN
3aBEJICHBI, TOIJIEKAT OPOPMIICHHIO B COOTBETCTBUH C HACTOSIIECH HHCTPYKIIUEH U TIepe1aloTCs
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B apxuB [lIkomsl 4yepe3 nBa roaa nociie OKOHYaHUs UX ACIONPOU3BOACTBOM. [Ipuem
OCYILECTBIISICTCS 0 IpaduKy, YTBEPKICHHOMY AUPeKTOpoM L1IKOoBI.

10.2. B nepuo NOATOTOBKY CTPYKTYPHBIMU IIOJIPA3ACICHUSAMU €] K IIEpejade B apXuB
OTBETCTBEHHBIH 33 apXHB MPEIBAPUTEIBHO MPOBEPSIET NPABWIBHOCTD UX (HOPMUPOBAHHUS,
o(opMIIEHHS U COOTBETCTBHE KOJIMYECTBA JI€]1, BKJIFOYEHHBIX B OMKCh, KOJUYECTBY /€7,
3aBE/ICHHBIX B COOTBETCTBUYU C HOMEHKJIATypoil. Bce BbIsIBIIEHHBIE ITPU IPOBEPKE HEAOCTATKU
OTBETCTBEHHBIE 32 JEJIONPOU3BOACTBO M0Ipa3AeICHUs 00s3aHbl YCTPAHUTD.

10.3. ITpuem Kaxa0ro Jena Mporu3BOIUTCS OTBETCTBEHHBIM 3a apXUB B IPUCYTCTBUU
OTBETCTBEHHOTO 3a AEJIONPOU3BOACTBO. Ha sKk3eMIurApax onucu NpoTUB KaKIO0ro Jea,
BKJIIOUEHHOTO B HEE, I€JIACTC OTMETKA O HAJIMYUY Jiea. B KOHIIE KayKI0ro 9K3eMILIIpa OIUCH
yKa3bIBAIOTCS IU(PPaMH U IPOIHCHIO0 KOJIMYECTBO (DAKTUYECKH MPUHATHIX B apXUB €T, HOMEpa
OTCYTCTBYIOIIUX JIe], JaTa IpUeMa-1epenadu e, MOANUCH OTBETCTBEHHOTO 33 apXUB U
paboTHHKA, MEPEIaBIIETo Jea.

10.4. [lena B apXuB JOCTABISAIOTCS paOOTHUKAMU CTPYKTYPHBIX MOAPa3ACICHUMN.

10.5. lena BpeMEHHOTO Cpoka XpaHeHus (10 10 JeT BKIIOYUTEIBHO) XPaHATCS B
CTPYKTYPHBIX IOIPA3ACICHUAX U 10 UCTEYEHUH CPOKOB XPaHEHUS BKIIIOYAKOTCS B aKThI O
BBIJIEJICHUH K YHUUTOXKEHHIO JIOKYMEHTOB, HE MOJIekKAIIUX XpaHeHHt0. OHU MOTyT
IIEPEaBaThCs B ApXUB TOJIBKO B MCKIIFOUUTENIBHBIX CIy4asx 110 penieHuto aupekropa IIkosnsr.
[lepenava ux OCYyIIECTBISAETCS 110 OMUCSM.

10.6. B ciry4yae nMKBHIALUKU CTPYKTYPHOIO IIOApa3AeICHUs] OTBETCTBEHHBIN 3a
JIEJIONPOU3BOJICTBO B TE€UEHUE JIBYX MECSIIEB C MOMEHTA JIMKBUIALUU TIOpa3AeICHUS
dopmMHpyeT Bce UMEIOIIMECs TIOKYMEHTHI U nepeaeT B apxuB LIIKosbl HE3aBUCUMO OT CPOKOB
XpaHeHus; npu peopranuzanuu Kol JOKYMEHTHI IepelatoTes 10 akTy MprueMa-nepeaun
IIPABOIIPEEMHMKY WM IIPU OTCYTCTBUHU IIPABOIIPEEMHMKA — B FOCYIapCTBEHHBIN apXUB.

11. DxkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. OxcnepTu3a HEHHOCTH JOKYMEHTOB — U3yUYE€HUE JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB X LIEHHOCTH B LIEJSIX ONPEENIEHUs] CPOKOB XpaHEHHsI IOKYMEHTOB U 0TOOpa UX Ha
rOCy1apCTBEHHOE XPaHEHHUE.

11.2. Oxcnepruza neHHocTy AoKyMeHTOB B LlIkone Ha cTaguu nenonpous3BoiCcTBa
HPOBOJUTCS: MIPU COCTaBIEHUN HOMEHKIIATYPBbI JIeNT; B IIporiecce GOpMHUPOBAHUS Je U
IIPOBEPKHU MPABUIILHOCTH OTHECEHUS JJOKYMEHTOB K JieJlaM; IpU MOJrOTOBKE /1T K
MOCJIEAYIOLIEMY XPaHEHHUIO; B apXUBE B ITPOLIECCE MOATOTOBKM HAa FOCYAAPCTBEHHOE XPaHEHHUE.

11.3. lnsa opranu3anuu U MPOBEIEHUS SKCIEPTU3bI LICHHOCTH TIOKyMeHTOB B IlIkoie
co3/1aeTcs MOCTOSIHHO JIeHCTBYIOIIas SKCepTHas komuccus (Jaee — OK).

11.4. ®ynkuuu u npasa DK, a Takke opranuzaiius ee paboThl OIpeIeseTcs
MI0JIO’KEHNUEM, KOTOPOE YTBEPKIAETCS IUPEKTOPOM LIKOJBI M (1K) coraacoBbiBaeTcs ¢ OIIK
VYrnpasneHnue aenamMu mpaBUTEIbCTBA IHCKOM 00JIaCTH.

11.5. OxcnepTu3a HEHHOCTH JOKYMEHTOB ITOCTOSSHHOTO M BPEMEHHOTO XPaHEHUs
OCYIIIECTBIISIETCS €KETOJTHO B CTPYKTYPHBIX NojapazeneHusx [1Ikonsl HemocpeIcTBEHHO
JUIIaMH, OTBETCTBEHHBIMHU 32 JIEJIONPOU3BOICTBO, COBMECTHO ¢ DK npu HEMOCpeICTBEHHOM
METOJIMYECKOM pYKOoBoACTBe apxuBa LLIKkombl.

11.6. OT60p NOKYMEHTOB JUISI TIOCTOSITHHOTO XpaHEHHsI POBOJIUTCS B COOTBETCTBUU C
HOMeHKIaTypoit e LLIkosbl, THIOBBIMU U B€IOMCTBEHHBIMU MEPEYHSIMU JTOKYMEHTOB C
YKa3aHHUEM CPOKOB UX XPaHEHHUs ITyTeM NIOCTPAaHUYHOTO IPOCMOTpa JEN.

B nenax mocTostHHOro XpaHeHUs MOJIeKaT U3BSATHIO AYOJIE€THBIE HK3EMILISPHI
JOKYMEHTOB, YepHOBHUKH, HEO()OPMIIEHHBIE KOTIMU JIOKYMEHTOB U HE OTHOCSIIIUECS K HUM
JIOKYMEHTHI.

Jena ¢ ormetkoit «ITTK»/ «9K» moaBeprarTcs TakKe MOJMCTHOMY POCMOTPY C IEbI0
OIpPECIICHNUS U BBIIEICHNS U3 X COCTaBa JOKYMEHTOB, OJICKAUX TOCTOSHHOMY
xpanenuro. Jlena ¢ ormerkoit «ITK»/«9K», conepkarime T0OKyMEHTBI TIOCTOSIHHOTO XPaHEHHS,
nojyiexar nepeopMIUpOBaHUIO. BblieIeHHBIE U3 UX COCTaBA JOKYMEHTBI IOCTOSIHHOTO
XpaHEHUS TPUCOCTUHSIIOTCSA K OJTHOPOTHBIM JIeiaM U 0(OPMIIIOTCS B CAMOCTOSITENIbHBIE JIea.
Cpoxu XpaHEeHHMs [1e]1, COAEPKAUX OCTABILINECSA JOKYMEHTBI BpDEMEHHOIO XPaHEHUS,
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OTIPEAEIISAIOTCS M0 BEIOMCTBEHHOMY (M TUIIOBOMY) MEPEUHIO JOKYMEHTOB C YKa3aHHEM CPOKOB
UX XpaHEeHUs1 1 HOMEHKIaType aei. [loammBka BHOBb CPOPMUPOBAHHBIX JIENT IPOU3BOIUTCS
TOJIBKO MOCIIE 3aBEPILIEHUS IKCIIEPTU3bI IIEHHOCTU TOKYMEHTOB.

OnHOBpEeMEHHO ¢ 0TOOPOM JOKYMEHTOB IIOCTOSTHHOTO ¥ BpeMeHHOTO (cBbimie 10 ser)
XpaHeHHUsI JUIs TIepe/iady B apXHUB B CTPYKTYPHBIX MOJIPA3/ICICHUSAX IPOBOAUTCS OTOOp 1€ U
JIOKYMEHTOB BpeMeHHOr 0 (110 10 s1eT) XpaHeHus1, MOAJIEKaIMX JalbHEHIIEMY XPaHEHHIO B
CTPYKTYPHBIX HOJpa3IelIeHUsIX, BbIJIeNICHHE K YHUUTOXKEHUIO A€ 3a MPEIbIIyIIIe FObI C
UCTEKIIMMH CPOKaMH XpaHeHUs. [Ipr 3TOM yuUTHIBAIOTCS OTMETKH B HOMEHKIIAType e «/1o
MuHoBaHMS HamoOHoCcTH» (JIMH), «IIpu ycinoBuu 3aBepiieHus MpoBepKH (PEBU3WN)» U T. TI.

[TapannensHo npoBepsieTcss Ka4eCTBO U MOJTHOTA ACHCTBYIONICH HOMEHKIIATYPbI €T
[Iko0J1bl, TPaBUIBHOCTD OMPENIEICHUSI CPOKOB XpAaHEHHUS A€, 3aBEICHHBIX B COOTBETCTBHHU C
HOMEHKJIATypOil J1en1, coOI0IeHHe YCTaHOBICHHOTO MOPsAIKa O(POPMIICHUS JOKYMEHTOB U
(dbopMUpOBaHUS JEII.

11.7. ApxuB pOBOAUT SKCIEPTU3Y LIEHHOCTU JOKYMEHTOB IPU 0TOOPE UX Ha
rOCyJapCTBEHHOE XpaHEHHE I0]1 HETIOCPEICTBEHHBIM METOIMIECKUM PYKOBOICTBOM
MYHUIIMIIATLHOTO apXuBa cyobekTa Poccuiickoit denepanuu.

11.8. B cimygae oOHapyKeHUS B TIPOIIECCE MPOBEACHUS IKCIIEPTU3BI IICHHOCTH
JIOKYMEHTOB B apXUBE HEIOCTauu JOKYMEHTOB IMOCTOSSHHOTO XPaHEHHsI COOTBETCTBYIOIIMMHU
CTPYKTYPHBIMHU TIopa3ieneHussMu LLIKoIbI TOKHBI OBITH TIPUHATHI MEPHI IO PO3BICKY 3TUX
JIOKYMEHTOB.

Crpyxrypablie noapaszaeneaus LLkobr 00s3aHbI CHCTEMAaTHYECKH ONUCHIBATD
JIOKYMEHTHI 110 INYHOMY COCTaBy U JOKYMEHThI BpeMEHHOTro xpaHeHus (cBoiie 10 ner),
o0ecnieunBaTh UX COXPAHHOCTb U yYeT.

11.9. Ha Bce 3aBepiiieHHBIE AETOMPON3BOACTBOM Jelia TOCTOSIHHOTO, BPEMEHHOTO
(cBprime 10 net) XpaHeHus 10 JMYHOMY COCTaBY, MPOIIEANINE SKCIIEPTU3Y IEHHOCTH U
o(opMIIEHHbIE B COOTBETCTBUU C HACTOSIIUMU TPEOOBAaHUSAMH, €KETOTHO COCTABIISIFOTCS ONUCH
nen. OtnenbHas OMUCH eI IPEACTABISIET COOO0M MepeUueHb JeN ¢ CAaMOCTOSITEIFHOM BAJIOBOM
(mopsiIKOBOM) HyMepalue.

Omnwcr COCTaBIISIOTCS OTAETHHO Ha Jielia IIOCTOSTHHOTO XPaHEHU s, JIelia BpEMEHHOTO
(cBbiie 10 ner) xpaHeHus1, Aena 1Mo JMIYHOMY cocTaBy (mpuioskenust Ne 19-21).

Omnwmcu 1€ COCTaBISIOTCS B KaXIOM CTPYKTYpHOM moapaszzaeneHnn LIkosr exeroqHo B
JIBYX 9K3EMILISPax.

[To >TrM omHcsM TOApa3eNieHusI CAA0T JOKYMEHTHI B apxuB [1IKobI.

[Tpu HaM4YMK B CTPYKTYPHBIX MOAPa3ACICHUSIX HEOMMCAHHBIX JIeJT 32 HECKOJIBKO JIET IO
COTJIACOBAHUIO C OTBETCTBEHHBIM 32 apXuB LIIKOJIbI Ha HUX MOYKET COCTABIISATHCS OJIHA OIUCH
(BHYTpH K€ JIeJ1a PacloiaratoTcs 1Mo rojiaM MX 3aBe/ICHus).

Omnwcy gen CTPYKTYPHBIX MOIPA3IeIeHUI COCTABIISIOTCS M0 YCTaHOBICHHOH opme
(mpunoxenue Ne 22) u npezcraisitoTcs B apxuB [1Ikosbl uepes 1Ba rosa mocie 3aBeplieHus
JIelT B IeIONpOn3BOICTBE. OTBETCTBEHHOCTH 32 CBOCBPEMEHHOE M KaYeCTBEHHOE COCTABIICHHE
OTHUCEH JIeN1 CTPYKTYPHBIX MOApa3/IeeHUI HECYT PYKOBOIUTENH 3TUX MOpa3IeIICHU.

11.10. ITepen BHECEHMEM 3ar0JIOBKOB JI€]T B OMUCH MPOBEPSIOTCS KAYECTBO
¢dopmupoBanus 1 0OPMIIEHHS JIe]I, COOTBETCTBHE KOJIMYECTBA JIeJI, BHOCUMBIX B OIHCb,
KOJIMYECTBY 3aBEJICHHBIX e 110 HoMeHKIaType LIIkobr.

ITpu mpocMoTpe /1€ MPOBEPSIOTCS: COOTBETCTBUE 3arojIOBKa JIeNla COACP KAHUIO
JOKYMEHTOB B JIeJIe; TIPAaBUIBHOCTE OPOPMIICHHS U TPYNITHPOBKHU IOKYyMEHTOB, BKITFOUCHHBIX B
JIeNI0; Ka4yeCTBO MOALIMBKY WM TEeperieTa Aefa; NpaBuiIbHOCTh HyMepaluy JIUCTOB JIeNa;
HAJIMYHE B JIeIe B HEOOXOIMMBIX CITyYassXx BHYTPEHHEH ONMHCH; TPAaBIIIBHOCTH O(hOPMIICHUS
00JIOKKH JIeN1a; HaJTM4re U MPAaBUIIBHOCTH 3aBEPUTEIBHOM HaaMKCcH fena. B cinydae
oOHapyXeHHs HApYILIEHUSI YCTaHOBJICHHBIX TPaBM (POPMUPOBAHUS U OPOPMIICHHUS JIE]T OHU
JIOJKHBI OBITH YCTPAHEHBI.

B ciyuyae oOHapykeHUs OTCYTCTBHS J1€J1, YUCIALMXCS 110 HOMeHKaType aen Lkosl,
CTPYKTYPHBIM MOJIpa3/IeJIeHUEM IPUHUMAIOTCSI MEPHI 110 X PO3bIcKy. OOHapy KEeHHBIE JIeNa
BKJIIOYAIOTCS B ONMKCh. ECiii MpUHATHIE MEPBI HE Aalu pe3yIbTaToOB, TO HA HEOOHAPYKEHHBIE
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JieJla COCTaBIIsIeTCA CIPaBKa O MPUYUHAX OTCYTCTBHS Ji€J1, KOTOpasi MOANUCHIBACTCS
PYKOBOIUTENEM CTPYKTYPHOTO MOAPA3IEICHUS U IEPEJAETCSI BMECTE C ONUCHIO JIEN
CTPYKTYPHOTO [10/Ipa3/i€JIeHHs B BEJOMCTBEHHBIH apXUB.

11.11. OnucarenbHas CTaThs OMUCH JI€] CTPYKTYPHOTO MOJAPA3ACICHUS BKIIOUAET B
ce0s ciieayrouye J1eMeHThI (rpadbl): MOPSIKOBBIA HOMED Jeja [0 OIKUCH; UHIEKC JeTa;
3aroJIOBOK Jieja (ToMa, 4acTH), MOTHOCTHIO0 COOTBETCTBYIOIINI €T0 3arojOBKY Ha 00JI0KKE
Jiena; ata eina (ToMa, 4acTH); CPOK XpaHEHUs Jiena (ToMa, 4acTH); KOJIMYECTBO JIMCTOB B JElIe
(TOMe, 4acTH); MpUMEUYaHue.

IIpu cocTaBiieHnM onucu Aea cOOTI0AAITCS CIeAYIOIINe TPEOOBaHUS:

— 3ar0JIOBKH JIe]1 B OIUCH JIOJIKHBI COOTBETCTBOBATh 3arojIOBKaM JieJl B HOMEHKIIAType el U
TOMY, YTO BBIHECEHO Ha O0OJIOXKKY, B COOTBETCTBUHU C IPUHATON CXEMOW CUCTEMATU3ALINY;

— KaXXJ10€ /1€JI0 BHOCUTCSI B OIMCh I10J] CAMOCTOSITEIbHBIM ITOPAIKOBBIM HOMepoM. Eciu nerno
COCTOMT M3 JIBYX U 00Jiee yacTel UM TOMOB, TO Ka)KJ1asi 4aCcTh WJIM TOM BHOCUTCS B OIMCH 101
CaMOCTOSITENIbHBIM HOMEPOM.

11.12. I'padbt onucu 3anonHSAIOTCS B TOUHOM COOTBETCTBUM C TEMU CBEJICHUSIMH,
KOTOpbIE BEIHECEHBI Ha 00JIOKKY Jiena.

11.13. Ilpu BHECEHUH B OIUCH HOAPS A€ C OJUHAKOBBIMU 3ar0JIOBKaMU MHUIIETCS
HOJTHOCTBIO 3ar0JIOBOK MIEPBOTO JIeNIa, @ BCE OCTAJIbHBIE OJTHOPOIHBIE J1e1a 0003HAYAOTCS
cinoBaMu «To 3xe», IPU 3TOM JIpyrHe CBEIEHUS O JIeJIax BHOCITCS B OIMCH IOJHOCTBIO (Ha
KaX/IOM HOBOM JIUCTE OMMCHU 3ar0JIOBOK BOCIPOM3BOJUTCS MOTHOCTHIO).

11.14. I'pada onucu «IIpumedanne» UCIONB3yeTCs [UIst OTMETOK O TpUeMe Aei, 00
0COOEHHOCTSX UX (PU3UYECKOTI0 COCTOSTHUS, O Nepeaye J1e1 JPYTuM CTPYKTYPHBIM
MOAPAa3/ICIICHUSIM CO CChUIKOM Ha HEOOXOUMBIN aKT, O HATUYUH KOMHUH U T. II.

11.15. B xoH1ie onucH Beiel 3a MOCJIEAHEN onucaTeabHON cTaThbel AeaeTcss UTOroBast
3aMMch, B KOTOPOH ykasbIBaeTcs (LudpaMu U MPONKCHIO) KOJMYECTBO J1EM1, YUCIALIUXCS 10
OTIHCH, NIEPBBII U NMOCIETHUI HOMEpa JelT 10 OIUCH, a TAK)KE OrOBAapUBAIOTCS OCOOEHHOCTH
HyMEpaluu JieJ B ONUCH (JIUTEpHbIE HOMEpa A€l U MPOMYIIEHHbIE HOMEPA).

11.16. Onuce nen cTpyKTypHOTO MOAPA3AEIEHUS MOANNCHIBAETCS PYKOBOAUTEIEM
CTPYKTYpPHOTO MOJpa3ieIeHUs.

OnucH CTpyKTYpHBIX NOAPA3JEIEHUN CIIy>KaT OCHOBOM AJIs1 COCTABJIEHHS I'OI0BOTO
paznena onucu aen Lkomsl, mpeaucioBus, TUTYJIBHOIO JIUCTA, TOJrOTOBKA KOTOPOTIO
Bo3zjaraercs Ha apxuB [1Ikobl.

11.17. Ilo pe3ynbTaraM 3KCHEPTU3bI HEHHOCTU JOKYMEHTOB COCTABIISIFOTCS OMUCH JIET
MOCTOSIHHOT0, BpeMeHHOT 0 (cBbIme 10 jeT) XpaHeHus 1 Mo JMYHOMY COCTaBY, a TAKXKE aKThI O
BBIJIEJICHUH JIEJ1 K YHUUTOXKEHHUIO.

11.18. AKT 0 BBIAECTICHUH K YHUUTOXKEHUIO JIOKYMEHTOB COCTaBIISETCS, KaK MpaBUio, Ha
nena Bced lIkombl. Ecnu B akTe ykasaHbl JieJa HECKOIBKUX CTPYKTYPHBIX ITOAPA3IEIIEHNN, TO
Ha3BaHME KAXKIOr0 CTPYKTYPHOT'O MOJPA3AEICHHS YKa3bIBae€TCs NIEPE]] IPYIION 3ar0JI0BKOB
JIeJ1 3TOTO MO/Apa3IeJIeHUs. 3aroJ0OBKU OJTHOPOJHBIX JI€JI, OTOOPAHHBIX JJIs1 YHUUTOXKEHHUS,
BHOCSATCS B aKT 0] OOIIMM 3aroJIOBKOM C YKa3aHHEM KOJIMYECTBa eI, OTHECEHHBIX K TaHHOMH
rpynmne. Jlena BKIIIOYAIOTCS B aKT O BBIACIEHUU UX K YHUUTOKEHUIO, €CII MIPETyCMOTPEHHbII
JUISL HUX CPOK XpaHEHMs UCTEK K 1 ssHBapsi rosia, B KOTOPOM COCTAaBJIEH AKT, IPU HATMYUH
YTBEPKACHHOM (COTrJIacOBAaHHOM) OIMUCH 3a 3TOT nepuoj (nmpuioxenue Ne 23).

Cornacosannble DK IlIkomsl akThl yTBepKaatoTcst AupekTopoM IIkosns! npu Hanmuauu
YTBEPKACHHBIX OMHUCEH JeN1 MOCTOSHHOTO XPaHEHUS U COTJIACOBAHHBIX OIKCEH /e 0 JIUYHOMY
COCTaBY 3a TOT kK€ IepHoJ, nocie 4yero [lkomna nmeer mpaBo yHUUTOKATh J€J1a, BKIIOUECHHBIE B
JTaHHBIE aKTHhI.

ITorpy3ka 1 BbIBO3 Ha YTUJIM3ALUIO OCYIIECTBISAIOTCS 1101 KOHTPOJIEM OTBETCTBEHHOIO
3a apX¥B WM OTBETCTBEHHOTI'O 32 JIEJIONPOU3BOJCTBO.

12. Ilepenaya 1OKYMEHTOB Ha XpaHeHHe B MYHHIMIIAJIbHBINA aPXUB
12.1. B cBoeit gesitenbHOCTH apXuB LLIKOIBI pyKOBOJICTBYETCS HOPMATUBHBIMU U
METOAMYECKMMHU JOKyMeHTaMu DeepanbHOro apxMBHOTO areHTcTBa Poccuu, mojgoxenuem 0o
apxuBe.
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Jena xpaunstcs B apxuse L1Ikonbl ¥ 10 HCTEUEHUH CPOKOB XPAHEHUS MOIJICKAT YHUUTOKEHHUIO
B YCTaHOBJICHHOM IOPSIIKE.
12.2. Tlepenaya aen B MyHULIMTIIATBHBIA apXUB OCYIIECTBISAETCS M0 aKTy MpUueMa-nepeaayu
ApXMBHBIX JOKYMEHTOB Ha XpaHEHUE U B 3apaHee COrIacCOBaHHBIE C MYHUIIUIIAILHBIM apXHUBOM
CPOKH.

13. Ucnoab30BaHMe JOKYMEHTOB APXMBA HIKOJIbI
13.1. JlokyMeHTHI U Jie71a, HaXOIAII1ecs Ha XpaHEHUH B apXUBE, MIPEICTaBISIOTCS paOOTHUKAM
[komns! Ayt pabOTHI B TOMEIICHUH apXHBa UM BO BPEMEHHOE (HE 0oJiee MecsIa) OJIb30BaHNe
BHE apXUBa 0]l PACIIUCKY B JKypHaJe y4deTa BblAauu JOKYMEHTOB (fe).
Pa6otnuku L1Ikosbpl HECYT OTBETCTBEHHOCTh 33 COXPAaHHOCTDh U IIPABUIILHOE HUCIIOJIb30BAHKE
MOJIYYSHHBIX apXUBHBIX JTOKYMEHTOB.
13.2. 3bsATHE JOKYMEHTOB M3 apXUBHBIX JeJ, epenada padoTHukam [1IKoJbl apXUBHBIX
JIOKYMEHTOB WJIM UX KO paOOTHUKAM IPYTUX OpPTaHU3aIMid 0€3 pa3penieHus JUPEKTopa He
JIOTTYCKaeTCsl.
[Tpu paboTe ¢ apXUBHBIMU JIOKYMEHTAMH HE pa3peniacTcss BHOCUTH B HUX MPABKY, J€TaTh
MOMETKH, paboTaTh C HUMU BHE CITY>KEOHBIX TTOMEIICHUH.
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IIpunoxenne Ne 1

®dopma akTa nmpueMa-Tepeaadn e

TIPU CMEHE OTBETCTBEHHOTO 32 IEJIONPON3BOACTBO,
PYKOBOAUTENS OAPA3ICICHHS

B cootBeTcTBUU C IPUKA30M OT
nepenai, a

(nata)

(HaMMEHOBaHHE 00Pa30BATENIBHON OPraHU3aluK)

YTBEPXIAIO
(AOIDKHOCTb PYKOBOJHTCIA)
(moammce) (1.0. davmm)
(nata)
AKT

(MeCTO COCTaBJICHHS)

npueMa-nepeaadn ACi rnpru CMCHE OTBETCTBEHHOI'O 3a ACJIONIPOU3BOACTBO,

(®. U. O., 1OKHOCTH MEPEIAOIIET0)

PYKOBOJUTES MTOApa3AeICHUS

Ne

(®. 1. O., JoWKHOCT IPUHUMAIOLLETO)

MNpUHAT B IPUCYTCTBUHU KOMUCCHUH, 06p330BaHHOI>'I Ha OCHOBAHWU JAHHOTI'O IIpHKa3a, B COCTABC MpCACCAATCIIA

U 4JICHOB
(®.11.0.)

JIOKYMEHTBI MOAPAa3JIEJICHHs B COOTBETCTBUM C HOMEHKJIATypOH Jie] 3a TOJIBI.

Ne KoanuectBo KoanuectBo

Ha3zBanue u Ne onucu IIpumeuyanne
n/n IK3EeMILISIPOB ONMCH TPUHSATHIX JIeJ
1 2 3 4 5

Wroro npunsro Jied.

CocTtosiHME TOKyMEHTOB

(undpamu 1 IPONUCHIO)

(z1ena Ha CKOPOCIIMBATESAX, MOJUINTBI, HEPEILIETEHB], IPOHYMEPOBAHbI)

Ilepenan

IIpunsin

HpeHCCHaTGHB KOMHCCHHU
UJIeHBI KOMUCCHH:

IMoamnuce N.0. damunus
IToamuce N.0. damunus
IToamuce N.0. damunus
IMoamucu N.0. damunus
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25.06.2018

IIpunoxenne Ne 2

[Tpumep akTa nmpueMa-iepeaatn AeNI IpH CMEHE
OTBETCTBEHHOT'O 3a JIETIOIPON3BOJICTBO,
PYKOBOAUTENS OAPA3ICICHHS

MyHunumanpHOe 0I0KeTHOE 001meodpa3oBarensHoe yapexaeHue «llkoma Ne 3y
(MBOY IlIkosa Ne 3)

YTBEPX/IAIO

Hupexrop MOY CII Ne 75

HBanoB WN.N. UBanoB
05.06.2018

AKT
Ne 8
r. DHCK

npueMa-nepeaain ACi Ipu CMCHE
OTBCTCTBCHHOTI'O 3a ACJIONPONU3BOJACTBO

B cootBercTBHE ¢ puka3zom oT 12.06.2018 Ne 46 Mutpodanosa 1. A. nepenana, a Pomanosa O.K. mpunsiia B
NPUCYTCTBHH KOMUCCHH, 00pa30BaHHOM Ha OCHOBaHMH JTAHHOTO IIPHKa3a, B COCTaBe npejcenarens MiBaHosoi A.U.
n uneHoB CemenoBo# JILA. u Jlecuunkoii P.. nokyMeHTBI oJipa3iesieHus] B COOTBETCTBUH C HOMEHKJIATYPOH 1€
32 2014-2017 ronsl.

Ne i/ Ha3zpanue u Ne onucu KoauuectBo KoauuectBo Ipumeuyanue
IK3eMILISIPOB OMHUCH MPUHATHIX e
1 2 3 4 5
1 Omnuce Ne 1 en mocTosHHOTO 1 42
xpanenus 3a 2014-2017 roasl
2 Omnwce gen Ne 2 1o THIHOMY 1 23
coctay 3a 2014-2017 roasl

Hroro npuHATO 65 (MIECTHASCSAT ATH) ACI.
CocTosiHEE JOKYMEHTOB U OMTUCEN YOBICTBOPUTEIHHOE.

[epenan MuTtpodanoBa N.A. Murpodanosa
IMTpunsn Pomanosa O.K. PomanoBa
[Ipencenarens komMuccuu NBanoBa A.W. VIBaHOBa
UneHbl KOMUCCHUU: CemeHoBa JILA. CemeHoBa
JlecHuukas P.. Jlecuuukas
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ITpunoxenne Ne 3
O6pa3err 0popMIICHHS TTOJIOKCHHUS

1.1.
1.2..

2.1..
2.2..

3.1..
3.2...

41...
4.2...

51..
5.2..

6.1...
6.2...

(HaMMEHOBaHHE 00Pa30BATENBHON OPraHU3aluK)

YTBEPXJAIO

(OIDKHOCTD PYKOBOJIUTEIIS )

(moaruce) (®.1.0)

(nata)

IHOJMOXEHMUE

HAUMeHoB8aHue

1. O01He moI0KeHUus

2. OcHOBHBIE 321291

3. dyHKUM

4. IlpaBa

5. O0s13aHHOCTH

6. OTBeTCTBEHHOCTH
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IIpunoxenne Ne 4
[Tpumep odopmieHHSs TTOIOKECHUS

MYHHITUIIATIFHOE 001Ieo0pa3zoBarenpHoe yupexaenne «Cpenass mkona Ne 75 KpacHoapmelickoro paiioHa

1.1
1.2.

2.1.
2.2.

3.1
3.2.

4.1.
4.2.

5.1.
5.2.

6.1.
6.2.

7.1.
7.2.

Bonarorpaza»
(MOY CII Ne 75)

VTBEPXJIAKO

Hupextop MOY CII Ne 75

O.benonunenxkast O.H.benonumnerxkas
05.06.2018

HOMOXEHMUE

0 nopaoKe 6e0enus TUYHBIX 0el padOMHUKOE

1. O0mue MoJIo:KeHus

2. @opMupoBaHME JUYHBIX J1eJ] PpA0OTHUKOB

3. Benenue TUYHBIX AeJ1 pA0OTHUKOB

4. XpaHeHue U y4eT JUYHBIX el pa00OTHHKOB

5. Odopmienne TUYHBIX €]l pAOOTHUKOB Iepe] clayeld B apxXuB

6. OTBeTCTBEeHHOCTH padoToaaTe/isi U padOTHUKA

7. IIpaBa paGoToaaresisi U pa0OTHUKA
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ITpunoxenne Ne 5
bnank nucema

(mOIHOE HAMMEHOBAHHE 00Pa30BATEIBHOTO YIPEIKICHIIS)

(CokpalieHHOe HAUMEHOBaHHE)

(OIKHOCTHOE JTUIO (€CITH MHCHMO OT HEro, a He OT OPraHH3alN¢))

(aapec)
Temn./pakc e-mail, ceTeBoii agpec
OKITIO OI'PH WHH/KIIIT
Ne
(nara) (HOMep) @. 1. O. (komy)
(anpec)
YBaxaeMblii(as) !
(LOIKHOCTD PYKOBOJUTES) (moanuce) (®.1.0.)
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ITpunoxenne Ne 6
ITpumep odbopMieHHs TUCEMa

MyHummaipHOe 001IIe00pa3oBaTebHOE YUPEKICHUE
«Cpennss mkonsl Ne 75 KpacHoapmeiickoro paiiona Bonrorpana»
(MOY CII Ne 75)
[Mponerapckas yi., a. 9, r. Bonrorpan, 400112
Ten./akc (8442) 67-51-34; e-mail: shkola75@mail.ru;
OKIIO 22436715; OI'PH 1033401196290, MHH/KIIIT 3448015968/344801001

3 mrons 2018 r. Ne  Ne 165-u/15-05 Mopexomosoii C.B.
Ha Ne JlumoRas ym., 1. 15, xB. 3, . Boxrorpan,
423456

O mpencrapiieHIH 00BICHEHUI
0 TIOBOJIY HESIBKU Ha PaboTy

VYBaxkaemas CeeTsiaHa BsiuecnaBoBHa!
VYBenomisito Bac 0 HEOOXOAMMOCTH NMPENOCTaBUTH NMUCHMEHHBIE OOBSICHEHHsS IO IOBOJAY HApYIICHHS
TPYIOBOH AMCIMIUINHEL, B CBS3H C HEsIBKOHM Ha pabory 29.06.2018.

[Mpunoxenue: ciyxeOHas 3anucka Ha 1 nucre B 1 sx3eMInIspe.

C yBaxXeHHEM,
JUPEKTOP O.Bbenonunenkas O.H.Bbenonumnenxas

Babymkuna TaresHa BacuibeHa,
8 (123) 456-78-90
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IIpunoxxenne No 7
bnank npukasa

(HaMMEHOBaHHE 00Pa30BATENBHON OPraHU3aluK)

(KpaTKOC HaI/IMCHOBaHI/IC)

IMPUKA3
No
(nata)
(MecCTO cOCTaBIICHHUS IPUKA3a)
3aronoBokK
TTPUKA3BIBAIO:
1.
2.
3.
(OIKHOCTD PYKOBOIUTEIIS ) (moxmuce) (N.0. dammmms)
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ITpunoxenne Ne 8
O6pazen ohopMIICHHS TPUKa3a

MyHunmmanpHOe 00KeTHOE 001meoopa3zoBarenpHoe yupexaenne «llkoma Ne 3»
(MBOY Ikomna Ne 3)

[TPUKA3
2 nrons 2018 r. Ne 13

I. DHCK

O Baeapenun [OCT P 7.0.97-2016 «CUBU/]. Opranu3aniioHHO-pacopsIIuTeIbHAS JOKyMeHTaIus. TpeboBanus
K 0(OPMIICHUIO JOKYMEHTOBY

B nemsx a¢dexruBHOro cozganus gokymerToB MBOVY Illkoma Ne 3
IMTPUKA3BIBAIO:

1. Padornukam MBOYVY Illkoma Ne 3 co3maBare nokymeHTbl B coorBerctBuun ¢ ['OCT P 7.0.97-2016
«CUBUJI. OpraHn3aliMOHHO-pacopsANTEIbHAS JOKyMeHTauusi. TpeOoBaHus K OOPMIICHUIO JIOKYMEHTOB)»
(npunoxenue, nanee — 'OCT P 7.0.97-2016).

2. Cekperapto babGymxunoit T.B. He mpuHHUMAaTh A NMPEACTAaBICHUS Ha MOJAMUCH JUPEKTOPY HOKYMEHTHI,
odopMIICHHBIC ¢ HecoOroIeHreM npaBuit, yctanoBieHusix [OCT P 7.0.97-2016.

3. KoHTpONb UCTIONHEHHS HACTOSIIET 0 NPHKa3a OCTABIISAIO 3a COOOI.

Hupextop [TerpoBa A.N. TlerpoBa

Babymkuna TatbsHa BacunpeBna, cekpeTaps,
(123) 456-78-90, Babushka@sitename.ru

B nemo Ne 01-053a 2018 1.

Cekperapp baOymkuna
03.07.2018
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ITpunoxenne Ne 9
O6pazen ohopMIICHHS TPUITIOKESHUN

IIpunoxenune Ne 1
K mpukazy OO
oT Ne

ITososkenue o

1. OOmme MOI0KEHU

1.1. Hacrosimee IlonoxeHne ompemenseT craTyc, Lelb, 3aJadd M TOPSAOK  IPOBEACHHS
MeXPETrHOHAIBHOTO KOHKypca ydamuxcs 5—11 xmaccoB «PenpeccupoBaHHas JiuTepaTypay (anee — KOHKYpC).
1.2...
2...
2.1..
2.2...
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IIpunoxenue Ne 10
O6pazern ohopMIICHHSI TIPOTOKOIA
(1 sapuanm)

IIPOTOKO.I
3aceJaHUd MeJaroru4ecKoro CoBera

IIpencenarens koMuccuu damunua 1.0.

Cexperapb ®Gamunusa U.0
Mearorundeckoro coBeTa

IIpucyrcTBoBamM: 30 gen. (CIIMCOK MpUITaraeTcs)

IToBecTka mHS:

1.0 mopsake MOATOTOBKY K KOH(pepeHIHH. JJoKIIaa 3aMecTHTEN JUPEKTOPA. . .

2.0...

CIIYIIAJIN:

®Gamunusa U.0. — TeKCT ToKIaaa mpuiiaraercs.

BBICTYIINJIA:

N.O. ®aMunus — KpaTKas 3allUCh BBICTYIUICHHS (OT TPEThEro JIMIa €AUHCTBEHHOT 0 uucia). Bompocsl, 0TBeTs
(IpuBOAATCA B MOPSIKE MOCTYIUICHHUS).

PEIIUJIIN:
1.1. OnoGpurs...
12...

Coneprkanue 0co00ro MHEHUsI

2. CJIYIIAJIN...
BBICTVYIINJIN...
PEIINJIN. ..

2.1.

[Ipencenarens [Tonnuce N.0. ®amunus

Cexperaphb Mme1aroruieckoro [Tonnuce N.0. ®amunus
COBETA
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IIpunoxenne Ne 11
O6pazern ohopMIICHHSI TIPOTOKOIA

(2 sapuanm)
ITPOTOKOJI
3acelaHHA NMeJaroruyeckoro copera
Ne
IIpencenarens koMuccuu damunua 1.0.
Cekpetapb Oamums 1.0
IeJarorudeckoro CoBeTa
Bcero unenoB coBeta IIpucyrcrBoBaio
IloBecTka mHS:

1. O nopsiake NOArOTOBKH K KoHpepeHmu. Jloknaa 3aMecTUTeNs AUPEKTOpA. ..
2.0...

1. CJIVITAJIA:
®Gamunusa U.0. — TekCT ToKIaaa mpuiaraercs.

BBICTVYIINJIA:

@ammmus U.O. — kpaTkas 3aliuch BRICTYIUICHHS (OT TPETHETO JINIA SAMHCTBEHHOTO YHUCTIa).
Bormpocsl, 0TBEeTH (IPUBOIATCS B OPSAKE MOCTYIUICHHUS).
PEHINJIN:

1.1. Onobpwurs...

2.2.
Conepxanue 0co00T0 MHEHHUS

2. CJIVIIAJIN:

BBICTVYIINJIN:

PEIINJIN:

2.1.
IIpencenarenbcTByOUINI TTonnuce N.0. ®amunus
Cekperapb e1aroruyeckoro TTonnuce N.0. ®amunus

COBE€Ta
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[Iponomkernne mprmr. Ne 11
O6paszer oopMIIEHHS SBOTHOTO JIFCTa

SIBOYHBIN JIUCT
HNEJATOT'MYECKOI'O COBETA
(TIpOTOKOT OT «___ » 201 roma Ne 00)
0 d. 1. 0. JlokHOCTB MMoanmuck
n/n
1
2
3
4
5
6
7
8
9
10
11
IIpencenarens [Tonnuce N.0. ®amunus
MeIarorn4eckoro CoBeTa
Cexperapb [Toanuce N.0. ®amunus
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IIpunoxenue Ne 12

7KypHaJ perucrpauuu BXOASIIUX JOKYMEHTOB

Pe3oaronusa nian

aTa
A Jdara u Homep KOMY
MOCTYIVICHUS
AOKYMEHTA, Kparkoe HanpasJisieTcst OTtMmerka 00
No AOKYMeHTa/ Koppecnonaent
o/ onﬂﬂmﬂﬁ NMPUCBOCHHBIC coaepkaHue | JOKYMCHT (IIOIIHI/[C]), HCIIOJTHCHUH
HOME aBTOpOM YaocroBepsomas
P MoJIy4eHue)
1 2 3 4 5 6 7
)Kypﬂan perucrpauvm HCxXoasilux 10KyMEHTOB
Ne Jara PerucrpanuoHHbliii HoMep Anpecar Kparkoe Jlata n HOMED JOKYMEHTR, | b OtMmeTKa 00
n/n JAOKYMEHTA JOKYMEHTa cojiepiKaHue Ha KOTOPbIi aeTcsi 0TBET HCIIOJTHEHHH
1 2 3 4 5 6 7 8

45




KypHaa yyera neyareii U IITAMIIOB

ITpunoxenne Ne 13

PesyabTaT
bl OtrHck
HaunmenoBann HaumeHnoBanue o o
eKeroaHoi nevarei
e meyaTu OrrHck noapasiejeHust Honnuce, Otmerka 00
Ne NPOBEPKH (mrramMmnoB)
o/ (mrramna), ne4yaTu » 1OJIZKHOCTH YI0CTOBepsIIONIa e YHUYTOKEHHH st Mpumeyanu
HMHHLHATOP (wrramna noJiy4aTelisi U s1 MOJIyYeHHE, o , HOMep aKTa e
n neyarteii u YHHYTOKEHUSI
3aKas3a, 1aTa ) dbamuius nara M 1aTa
LITAMIIOB, , maTa
NOCTYIUICHUSI noJtyJaTeJisi
nara BO3BpaTa
NPOBEPKH
1 2 3 4 5 6 7 8 9
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HanmMenoBanue opranuzauuu

ITpunoxenne Ne 14
dopma HOMEHKJIATYPHI J1e]T

HOMEHKJIATYPA JEJI VTBEPXJIAIO
(1IOIDKHOCTH PYKOBOJUTEIISI OPraHU3aINH)
Ha ron
(moxmuce) (pacumdpoBka
MOJIITUCH )
(mata)
Hupexc 3aro;10BoK gena KosmnuectBo Cpox xpaHeHHs Ipumeuyanue
neJaa e 1 Ne cTaTbH 1o
nepevHIo
1 2 3 4 5
Hazpanue pa3mena
HaumenoBanue IMonmnuce N.0. ®amunus
JIOJDKHOCTH PYKOBOIHUTEIIS CITY>KOBI
OV opranuzauun
Busa pykoBoguTens apxusa
(JiIIa, OTBETCTBEHHOTO 33 APXWB)
COI'JTACOBAHO COI'JTACOBAHO
ITpotokon LIDK (OK) ITpotokoun DIIK apXUBHOTO yUpeKAECHUSA
oT No oT Ne
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[Ipomomxenne mpunosxkenus Ne 14

HTtoroBas 3anuch o KaTeropuiax U KOJINIECTBE I€JI, 3aBEACHHBIX B rogy
B OpraHnu3anun

Ilo cpokam xpaHeHUs

Bcero

B tom uncie:

TIePEXOISIITIX

¢ orMeTKoH «DITK»

3

4

ITocTossHHOTO

Bpewmennoro (cBrime 10 net)

Bpewmennoro (mo 10 ger
BKITFOUHTEIIHHO)

HUTOI'O:

HanmenoBanue

JAOJDKHOCTHU PYKOBOJAUTCIISL CJ'Iy)K6BI

OV opranuzauun

Jlata

Hrorosnie CBECACHUA MCPCaHbI B apXUB.

HaumeHoBaHMe TOJKHOCTH NI,
nepeaaBUIero CBeICHU

Jlata

IMonmnuce

ITonnuce
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N.0. damunus

N.0. damunus




[punoxxenne Ne 15

®dopwma JMcTa — 3aBepUTENA Jeja

JIUCT - 3ABEPUTEJIb JEJIA Ne

B nene moammuTo u MMPOHYMCEPOBAHO

JIMCTOB

(uudpamMu ¥ IPONUCHIO)

¢ Ne mo Ne

JIMTCPHBIC HOMEPA JIMCTOB

, B TOM YHCJIE:

MpONMYHICHHBIC HOMCPA JIMCTOB

+ IMCTOB BHYTpEHHEH OIMHICH

OcobeHHOCTH (PU3UYECKOTO COCTOSIHUS U GOpPMUPOBAHMS /1ej1a Homepa
JHUCTOB
1 2
HaumeHoBanue 10HKHOCTH ITonnuce N.0. damunus
paboTHHKA
Jlata
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ITpunoxenne Ne 16
®dopma 00JI0KKH J1eT1a

TIOCTOSIHHOTO 1 BDEMEHHOTO

(cBprmre 10 net) xpaHeHHUS

(HaMMEHOBaHHE TOCYAAPCTBEHHOTO (MYHHIIUNAILHOTO) APXHBA)

(HaMMEHOBaHWUE OpraHHU3aIH)

(HaMMEHOBaHKE CTPYKTYPHOTO TIOAPA3/ICICHNU)

JAEJIO Ne TOM Ne

(3aroJI0BOK Jena)

(xpaitHue 1aThI)

Ha

JIMcTax

XpaHuTh

d. No
Om. Ne
. Ne
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ITpunoxxenne Ne 17
BHYTPEHHSIS1 OIIUCH

JOKYMEHTOB Jejia Ne

Ne | PerucrpaumMoHHBIN HHIEKC Hdara Homepa
3aros10BOK JOKyMeHTAa IIpumeuyanue
n/n JOKYMEHTA JOKYMEHTA JIUCTOB Jiejia
1 2 3 4 5 6
Hroro JIOKYMEHTOB.
(uupamu 1 PONHUCHIO)
KonunuectBo 1MCTOB BHYTPEHHENW ONKUCH
(urdpamu ¥ IPOMKUCHIO)

HaumeHnoBaHue TOKHOCTH JIMIIA, Iloanuce N.0. Oamunus

COCTaBHBIIIETO BHYTPEHHIOIO OMUCH
JIOKYMEHTOB JIeNa

Jlata
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TTpunoxenne Ne 18
O6pazen ohopMIIeHHS KypHaIa
ydeTa BbLa4d IOKYMEHTOB

IlonmHoe HauMeHOBaHUE 06pa30BaTeJ'IbHOI7[ Oopranuzanuu

KYPHAJI YUYETA BBIJIAYA JOKYMEHTOB
u3 apxusa OO
(omepaTUBHOIO APXMBA CTPYKTYPHBIX IOApPAa3/iesIeHMil)

Haugar
OxoHYEeH
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Ipunoxenne Ne 18

Ne Aara Doup (0117168 Heno Komy Pacmmcica Jlata Bo3BpaTa Pacrcka B Bo3BpaleHnn
BbIIAYH B ITOJTyYeHUH
wn e Ne Ne Ne BbIIAHO e aesia nenna
1 2 4 6 7 8 9
Hroro B

HanmenoBanue JOJDKHOCTH JIMIIA,
COCTAaBMBLICI'O BHYTPCHHIOIO OIIUCH

JAOKYMCHTOB JcJia

TOIy BBITAaHO

IMonmnuce
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el

(uudpaMu ¥ IPONKUCHIO)

N.0. damunus




Tpunoxenne Ne 19
®dopma OTHCH [T 10 JINTHOMY COCTaBy

(HOJ’IHOC HaNMCHOBAHHUC OpFaHI/BaLII/II/I)

Donp Ne
OITUCH Ne
JIeJT IO JINYHOMY COCTaBY
3a ToJ
Ne | Mupexc nena 3aroaoBok Kpaitaue nater | Cpok xpanenus | Konnuecto IIpumeuanue
n/m nena JINCTOB
1 2 3 4 5 6 7

B nanHbIif pa3gen onucu BHECEHO

c Ne

AcT,

(mdpamu ¥ IPOTTUCHIO)
o Ne , B TOM 4HCIIe:

JIMTCPHBIC HOMCpPA:

MNPpOMYyHICHHBIC HOMCPA!

(HaMMEHOBaHUE JIOJDKHOCTH (Hoamnuch) (pacumppoBKa MOAIHUCH)
COCTaBUTEIIS] OITUCH )
(HaNMEHOBAHHE JIOJDKHOCTH PYKOBOJUTENS apXUBa (moxamnmce) (pacuppoBKa MOAINCH)
(J1111a, OTBETCTBEHHOTO 32 apXHB))
COT'JTIACOBAHO YTBEPXJEHO
ITpotokoin (3K) OO IIportoxon JIIK apxuBHOTO yUpeKIeHUSA
oT Ne oT Ne
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(moNHOE HaMMEHOBaHUEe 00Pa30BaTEIBHON OpPraHU3aLH)

Donpg No

OITNCH Ne
Jien BpeMeHHbIX (cBblie 10 ner)
CPOKOB XpaHEHUS

Ipunoxenue Ne 20

dopma onucH e BpEMEHHbBIX
(cBpime 10 y1eT) CpOKOB XpaHESHHUS

3a ToJ
Ne | Mupexc nena 3aroaoBok Kpaitaue nater | Cpok xpanenus | Konnuecto IIpumeuanue
n/m nena JINCTOB
1 2 3 4 5 6 7
B nmanHBIN pa3nen onucu BHECEHO Jen,
(undpamMu ¥ IPOMUCHIO)
c Ne mo Ne , B TOM YHCIIE:

JIMTCPHBIC HOMCpA:
MNPpOMYHICHHBIC HOMCPA!

(HaMMEHOBaHUE JIOJDKHOCTH (Hoamnuch) (pacumppoBKa MOAIHUCH)
COCTaBUTEIIS OITUCH)
(HaNMEHOBAHHE JIOJDKHOCTH PYKOBOJUTENS apXUBa (moamnmce) (pacumppoBKa MOAIIHNCH)

(J1111a, OTBETCTBEHHOTO 32 apXHB))

COT'JTJACOBAHO
[Iporoxon (3K) OO

oT

Ne
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ITpunoxenne Ne 21
dopma onucH J1eNt IOCTOSIHHOTO XPaHEHHs

YTBEPX/AIO

(1OJIHOE HAaMMEHOBAHHE OpraHHU3aLH)

Dong Ne

OIIUCH Ne

J€JI TIOCTOAHHOTO XPpaHCHU A
3a

(OIDKHOCTD PYKOBOJIUTEIIS )

(moammcs) (paciupoBKa MOANUCH)

20 roma

Ne HNHaexc 3aroJjioBOK Jejia

n/n aeJia

Kpaiinue natpl KoanuecTrBo IIpumeuyanne
JHUCTOB

1 2 3

4 5 6

HasBanue pasznena

| | |

B naHHbIN pa3aes OnUcU BHECEHO

¢ Ne

e,

JUTEPHBIC HOMEPA:

o Ne

(umdpamu ¥ HPOMKUCHIO)
, B TOM YHCJIe:

[IPOIYILIEHHbIE HOMEPA:

(HaMMEHOBaHHUE JIOIKHOCTH
COCTABHUTEJISI OTIUCH)

(TmoAmmce) (paciuupoBKa MOAINCH)

(HaMMEHOBaHKE JOJDKHOCTU PYKOBOJMTEIISI apXUBa
(J1M11a, OTBETCTBEHHOTO 3a apXHB))

COI'JTACOBAHO
IIporokon (3K) OO
oT Ne

(moamucs) (pacumgppoBKa MOAIHUCH)

YTBEPXJIEHO
IIporokon DIIK apxuBHOrO yupexaeHus
oT Ne
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ITpunoxxenne Ne 22

®opwma onucHu Jei1 MOCTOSHHOTO,
BpeMmeHHOTrO0 (cBbIme 10 1er) xpaHeHus
1 TI0 INYHOMY COCTaBY CTPYKTYpPHOTO

MIOAPA3ACIICHAS
(moNHOE HaMMEHOBaHUEe 00Pa30BaTEILHON OpPraHH3aLMH)
(HAMMEHOBAaHHE CTPYKTYPHOTO I10/Ipa3/IeNIeHNs)
OITINCH Ne
Ne i/ Hnpexc 3aro/10B0K €12 JaTa nena Kous1-Bo 1mucToB B 1es1e Cpok xpanenust aeJja IIpumeuyanune
Jejia
1 2 3 4 5 6*

Hazpanue pasaena

I | |

B JAAHHYIO OIIUCh BHECCHO P
(uupamu 1 IPONHUCHIO)
c Ne mo Ne , B TOM YHCIIE:
JIMTCPHBIC HOMCpA:
MNPpOMYyHICHHBIC HOMCPA!
(HauMEHOBaHME TODKHOCTH (moamnmce) (pacumppoBKa MOAIIHNCH)
COCTABHUTEJISI OTIUCH)
HAMMEHOBAHHE JJOJDKHOCTH PYyKOBOAUTEIS apXHBa HO/NCh aciU(poBKa HOITUCH
py p p P
(J1M1a, OTBETCTBEHHOTO 3a apXHB))
COI'JTACOBAHO
IIporokon (3K) OO
oT Ne
Ilepenan e
(uupamu 1 PONKUCHIO)
PEruCTpalMOHHO-KOHTPOJIBHBIX KAPTOTEK K TOKYMEHTaM *.
HAMMEHOBAHHE JJOJDKHOCTH PabOTHHKA HOAHNCh acin(poBKa MOIMUCH
pat p P

CTPYKTYPHOT'O NOAPa3IeICHHs)

« » 20 roga

Tlpunsn nenu

(undpamu ¥ IPONUCHIO) (undpamu ¥ IPONUCHIO)

PETUCTPALIMOHHO-KOHTPOJBbHBIX KAPTOTCK K JOKYMEHTAM.

(HaMMEHOBaHKE TOJDKHOCTH (moamnuch) (pacumdpoBka MOAMUCH)
paboTHHKA apXUBa)

« » 20 rozaa

* [padha 6 onyckaeTcs B onUcsAxX Aen NOCTOSIHHOIO XpaHeHws:.
* MNepepatoTcs BMecCTe € Aenamu cnyxobl Aenonpon3soactsa unm kaHuensapum (Beibop OO).
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IIpunoxenne Ne 23

®DopmMa aKTa 0 BblIeJJeHHN K YHHUTOKEHUIO TOKYMEHTOB,
He MOJIeKAIMNX XPaHEeHUI0

(1OJIHOE HAaMMEHOBAHHE OpraHHU3aLH)

AKT YTBEPXJIAIO
Ne

(IOJDKHOCTD PYKOBOJUTEIS)

(MEeCTO COCTaBIICHUS)

0 BBIIEJIEHNH K YHUYTOXEHHUIO IOKYMEHTOB, (nommuce) (pacumposka noamuci)
HE MTOJICKAIIUX XPAHSHUTIO 20 roua

Ha ocnoBanun

(HaSBaHHC Y BBIXOJIHBIC TaHHBIC IICPEYHSA JOKYMECHTOB C YKa3aHHEM CPOKOB HUX XpaHCHHS{)

0T06paHBI K YHUYTOKCHUIO KaK HC UMCIOIINC Hay‘IHO'I/ICTOpI/I‘IeCKOI;‘I IEHHOCTHU U YTPATHUBIINC

MpaKTHYECKOe 3HaAYCHUE JJOKYMEHTHI (hoHa Ne
(na3Banue Qonna)
Ne 3aro/10BoK €12 Toawr Homep onucu* Homep KosmuecTBo Cpoxu XpaneHust IIpumeuyanune
n/n (rpynnoBoii €/1. Xp. 110 ONUCH eI, Xp. U HOMepa cTaTeii
3aroJI0BOK 10 NepPeYHI0
JOKYMEHTOB)
1 2 3 4 5 6 7 8
Hroro el. Xp. 3a TOJIBI.
(undpamu 1 IPONUCHIO)
Onucu 11 NOCTOSIHHOTO XpaHEeHUsI 3a ronbl yrBepxkaeHsl JI1K
(poToKOI OT Ne )

(HaMMEHOBAaHNE APXUBHOTO YUPEXKICHHS)

(HaMMEHOBaHHUE JIOJDKHOCTU PYKOBOAUTEIISL apXUBA (moamucs) (pacumppoBKa MOAIHUCH)
(J1M11a, OTBETCTBEHHOTO 32 apXHB))

COI'TACOBAHO

[TpoToKoI FKCIIEPTHOI KOMUCCHUN OPTaHU3AINH

oT Ne

JIOKYMEHTBI B KOJIMYECTBE el Xp.:
— Ha OyMa)XHOM HOCHTEJIC BECOM KT

(undpamu ¥ IPOIUCHIO)

CIaHbl HA YHUYTOXKCHUC,
— Ha DJICKTPOHHOM HOCHUTEJIC CAAHbl HA YHUYTOXKCHUE

(c110c00 YHUUYTOXKEHUS)

(HaNMEHOBaHKE TOJDKHOCTH (moamnuch) (pacumdpoBka MOAMUCH)
paboTHHUKA, CIABIIETO JOKYMEHTBI)

« » 20 rozaa

H3menenus B YUCTHBIC JOKYMCHTLI BHECCHBI.

HaNMEHOBaHHME JIOJDKHOCTH PYKOBOAHMTEIS apXUBa TIOJIITHCh acIr(ppoBKa MOAIUCH
pyK p p P
(/M11a, OTBETCTBEHHOT'O 3@ APXHB))
« » 20 roga

* [Ipu BBIACTICHAN K YHHYTOXKCHUIO TOKYMEHTOB IIPH IMOJTOTOBKE JIEN K Iepe/iaye B apXHUB OpraHu3anuu rpadsl 4,
5 He 3anOoNHAIOTCS.
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