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MHCTPYKUMUS 11O AEJOITPOU3BO/ICTBY

1. Obmue noomenus

L1 Mucrpykuns  100° ACH0MPOMIBOACTRY B MYHHIMIIBHOM  GIOKETHOM o0pa3osare;IbHOM
YUPERICHHH «ABHIOTCKan cpeansia obmeobpazosareisias wkonar (MBOY «Asmiorckas COILly)
(Aaree — HucTpykums) yerananiusact CAMHyIo CHCTEMY J1e/I0NPOH3BOACTEA H NOPAAOK NOIFOTOBKH,
OOPMICHHA,  NIPOXOKIACHHS,  KOHTPOAS 38 HCIIOMHEHHEM, yuera, XpaHeHWs, W3rOTOBJICHMS,
ROTIHPOBAHIS W THPAKHPOBANUA CIVIKCONBIX JIOKYMEHTOB B 00pazosareasioit oprauusanun MBOY
«Apwiorekas COIy (ranee - Hlgona),

1.2, Mnerpykuns paspaborana B COOTBETCTRII ¢ TPCOOBAHAAM (pesepanbinIx sakonos ot 22,10.2004
No 125-03 «O6 apxusnom zene 8 Poceniickoit ®exepannny, or 27.07.2006 No 149-03 «OG
nipopMannn, HHGOPMALHOHHLIX TEXHOMOMHAX H O 3ALTHTE uuopmamny, or 02.05.2006 Ne 59-d3
«O nopsiake paceMoTpenns odpamennii (pakan Poceuiickoii ®eaepauny, ot 01.06,2005 No 53-d3
«O rocyapetsennom sinike Pocenitckoil denepauniy. ot 06.04.2011 Ne 63-®3 «O6 WIEKTPOHHOI
nommenn. Tlpasua Xpancuns. KOMILICKTOBAHMS. YUCTa H HCIOALIOBAHNIS JIOKYMEHTOB ApXHBHOTO
(porta Poceniickoii Desiepattnin u ApyTHN apXHBHLIX JOKYMEHTOR B Oprafax rocyAapeTBeHHON BIACTH,
UPFAHAN MCCTHOIO CaMOYNPARICHHA. OPrann3anusiX, YIBCPKACHHBIX NPHKA3oM MUHKYILTYPB 01
31.03.2015 Ne 526. wanuonaibubix cranaapros  Poccuiickoit  edepaunn 10 ynpasienuio
Aokymentamu: FOCT P 7.0.8-2013 «CHBMJL. [leaonpoussoactso # apxuBHoe neno. Tepmuubl
nooonpexeaenns»,  [OCT P 7.097-2016  «CHBMJL Oprasu3aunonHo-pacnopanTe sHas
AORYMenTanns. TpeSosanna K o(hoPMICHHIO 0Ky MCHTOR,

L3, Tpumenenne MRCTPYKIMK J0AKHO CHOCOBCTBOBATE (hopmupoBanHio oPUUHATEHO-ACI0BOFO
CTHE AORYMEHTOR. DoAroTtasansacybix 8 [H1Kkoae: cokpanenio saTpar Tpyaa u cpescTs B npoiecce
cozAanmA JOKYMCHTOB. FINCTPYKIMS ABAACTCH  OOS3ATCALHON U1 MCHOAHEHHS PaGOTHHKAMH I
AHIAME. OCYUIECTBAIOIMMH IDATOTOBKY H OhOPMICHHE JAOKYMEHTOB,

4. Tlonowenns  Muctpykumu  pacnpocrpansiores  Ha oprasm3aumilo  pabortel ¢
AOKYMCHTaMH HE3ABHCHMO OT BHIE HOCHTCAS, B TOM HHCIC WICKTPOHHBIMH JOKYMEHTAMH, BKIIO4AS
[OAFOTOBKY. OGPABOTKY.  XPANEHHE M HCHOABIOBANME  JIOKYMEHTOR,  OCYIICCTBIANEMBIX  ©
pUMEHCHHEN HH(OPMALHOHHBIX TEXHOIO! 1,



1.5. OcobenHnoctu pabOTHI C JOKYMEHTaMH, COJCpKalUMU KOH(HICHIMAIBbHYIO HWH(pOpMAaIUIo
(cmyxeOHyI0 U MHYIO TaifHy, IEPCOHAIBHBIC TaHHBIC), PETYIUPYIOTCS CIICIUATLHBIMA HOPMATUBHBIMU
aKTaMu (MHCTPYKIMSMH, MTOJIOKESHUSIMU, IPABUIIAMH), YTBEPIKIaeMbIMU TUPEKTOpOM LIIKOITBI.

1.6. Tpeboanus HWHCcTpykiuu K paboTe C OyXraaTepcKOH, HAyYHO-TEXHHMYECKOW W JIPYyroi
CHEIMAILHON JTOKYMEHTAIlUEH pachpOCTPaHSIOTCS JIMIIb, B YaCTH OOIIMX MPHUHIMIIOB PAabOTHI C
JOKYMEHTaMH, a TAK)Ke TOJrOTOBKU JOKYMEHTOB K Iepeiaue Ha apXUBHOE XPAaHCHUE.

1.7. OTBeTCTBEHHOCTh 3a OpPraHU3aLUIO0 U COCTOsSHUE AenonpousBojacTBa B lllkose HeceT qupekTop,
KOTOPBI:

e yTBepxkaaeT MHCTPpYKIHUIO 1O AEIONPOU3BOJACTBY U HOMEHKJIATYpy nen LIkosr;

e o0ecreunBaeT BHEJAPECHUE U KOHTPOIHUPYET COOIIO/ICHUE CTPYKTYPHBIMH MOAPA3ICICHUSIMH
TpeboBaHuil HacTosme NHCTPYKIIMK U TOCYJapCTBEHHBIX CTaHIapPTOB;

e TPOBOJUT IMPOBEPKY COCTOSIHUS JCJIONPOU3BOJACTBA B CTPYKTYPHBIX MOJIpa3ICICHUSIX
ko,

e o0ecrmeunBaeT METOAMYECKOE PYKOBOJICTBO, MHCTPYKTaXXK W KOHTPOIb 3a COOIIOACHHEM
YCTaHOBJICHHOTO TMOpsiKa paboThl C JOKYMEHTaMH B CTPYKTYPHBIX TOJpa3aeleHHsIX
IIxomnsr;

e HMHHUIMHUPYET MOBBIIICHHE KBATU(PHUKAIUU paOOTHUKOB MO BOIIPOCAM JETIONPOU3BOICTBRA;

YAOCTOBEPSIET MOAMKUCHIO U MEYATHIO IOKYMEHTHI.

1.8. HemnocpenctBeHHo BezeT nenonpoun3BoicTBo B Lllkone wHCHEKTOp Mo Kaapam (CeKpeTapb),
KOTOpBIM Ha3zHadaeTcs npukasoM nupekrtopa Ilkonsl. Cekperapb B COOTBETCTBUU C BO3JIOKEHHBIMU
Ha HEro 3a7ja4yaMH:

e OCYIICCTBIISICT PETUCTPALIUIO U YUET JIOKYMCHTOB;

e OpraHu3yer JOKyMEHTOO0OpOT, OPMUPOBAHHUE [IE]T, UX XPAHEHHE;

e OCYIIECCTBIISIET TEKYIIHH KOHTPOJIb 32 CBOCBPEMEHHBIM PACCMOTPEHHUEM H MPOXOXKICHUEM
nokymenToB B Ilkoure;

e oOecreunBaeT COOJIOJCHHE €IMHBIX TPeOOBaHMU IO TOATOTOBKE JAOKYMEHTOB |
OpraHu3aIui paboThl C HUMH B YCIOBHSAX 3JICKTPOHHOTO JOKYMEHTOO00POTA,;

e 0000m1aet nHpopmaino 06 06beMax T0KyMEeHTO000pOTa,;

e opranusyeTr (OpMHUPOBAHHE U XpaHEHUE JOKYMEHTAIIMOHHOTO (JOH/Ia U €ro UCIIOIh30BaHUE.

1.9. Bezenue 1e10npon3BOICTBA B CTPYKTYPHBIX TTOAPA3IACICHHUSIX OCYIIECTBISIETCS B COOTBETCTBUH C
JOJPKHOCTHBIMU O0S13aHHOCTSIMH.

1.10. IIpu yxoje B OTIYCK, BbIe3/ie B KOMaHIHUPOBKY, Ha BpeMsi OOJIE3HU WIIM B CIydac YBOJbHEHUS U
MepeMENIEHust 0 CIy:K0e pabOTHUKH OO0sM3aHBI IEepelaTh BCE HAXOMSAIIMECS Y HUX JTOKYMEHTHI
JAPYroMy pabOTHHKY IO yYKa3aHUIO BBIIIECTOSIIETO PYKOBOAUTENS, MPU YBOJbHEHUH pabOTHHKA WIIH
MepeBo/ic Ha JPYTYIO JODKHOCT Tepejiada JOKYMEHTOB M JIENI OCYIIECTBIISETCS MO aKTy MpHeMa-
nepenaun (mpuoskerust Ne 1, Ne 2).

1.11. Ilpu mnepexone Ha JApyryio padoTy paOOTHUKOB, 3aHUMAIOUIMXCA B CTPYKTYPHBIX
noapazaenenusax lllkonbl BeneHneM JAENONpPOM3BOACTBA, IIEpelada BCEX JAOKYMEHTOB BHOBb
Ha3HayaeMbIM pa0OTHUKAM MPOU3BOJUTCS IO aKTaM IpueMa-Tliepeaadd, KOTOpbIe YTBEPKAAIOTCS
nupexkropoM IIkomnsl. Konuu akToB HanpaBIIAIOTCS B KAHLEISPUIO AUPEKTOPA.

1.12. B caydasx UIMTETBHOTO OTCYTCTBHUSI pPAaOOTHUKA CTPYKTYPHOTO MojapasneleHus (OTIYCK,
crnyxeOHass KOMaHJAUPOBKA, OOJBHUYHBIA JIUCT M T. J.) HEOOXOIUMO TMepeaaTh OTBETCTBEHHOMY 3a
BEJICHUE JEJIONPOU3BOJCTBA JOKYMEHTBl, HaXOASIIMECS Yy HEro Ha HCIOJHEHUH 110 YKa3aHHIO
JTUPEKTOpAa.

1.13. PykoBommrenn  CTPYKTYpHbIX  mopapasmeneHuiit  Illkomel  HecyT  TMepCOHANBHYIO
OTBETCTBEHHOCTh 32 BBINOJHEHUE TpeOoBaHMN MHCTPYKIMM W COXPAaHHOCTh HAaXOJSIIMXCS y HHUX



nokymMeHTOB. O ciydasx yTpaThl, IOpPYM 3apEerMCTPUPOBAHHOIO JIOKYMEHTa pPaOOTHUK 00s3aH
HE3aMEJIUTEIILHO J0JI0KUTh TUpeKTopy LIIKoIIbL.

1.14. Buecenue nsmeHeHuil B IHCTpYKILIMIO OCYIIECTBIAETCS MpUKa3oM aupekTopa Ikomsl nmocie ux
COI'JIACOBAHUS C MEAarorMuecKuM COBETOM.

1.15. C BHOBb NPHUHATHIMH DPAOOTHUKAMH, Ha KOTOPBIX BO3JIArarOTCs OOS3aHHOCTH IO BEJICHUIO
JICIIONPOU3BOJICTBA, B TEUCHHE TPEX IHEH IMOCHe MOCTYIUICHHUS Ha pa0doTy MPOBOAMUTCS MHCTPYKTAXK
10 BEJICHUIO JICJIOMPON3BOACTBA TupeKTOpoM LIIKoIbI.

1.16. Pabortatp ¢ AOKyMEHTAaMH BHE CIIY)KEOHBIX IOMEUICHMH M BHOCHTb B HHUX HCIIPABICHUS
3amperaeTcs.

1.17. Bepenue Tmepenuckd C OpraHu3alUsMU ocyluecTBisieTcs aupekropom Ilkonsr  wnum
WHBIM YTIOJTHOMOYEHHBIM MM JIOJKHOCTHBIM JTUI[OM.

1.18. Brimonnenune Hactosmerd MHCTpykiuu o0s3aTenbHO Ui Kaxkaoro pabornuka Ilkomsl, ¢ ee
TpeOOBaHUAMU PAOOTHUKU JJOJKHBI OBITH 03HAKOMJICHBI IO ITOIITUCH.

2. [lokyMeHTHI 00pa30BaTe/IbHON OPraHU3aluu

2.1. JIupexTop MIKOJBI WM JIUIO, UCIOJHSIOIIEE €ro OOS3aHHOCTH, M3JIaeT NPUKa3bl, HHCTPYKIIUH,
npaBuia, HOJOXKCHUs, 00s3aTeNbHbIC JUIS HCIOIHECHHS BCEMH CTPYKTYPHBIMH I0Jpa3eiCHHSIMH
HIxonsr (mpunoxxerus Ne 3, Ne 4).

2.2. Xon oOCyXIeHHs BOIPOCOB Ha 3aCENAHUAX KOJUICTHAIBHBIX OpPTaHOB, COBETOB, COOpaHUSIX,
COBCILAHMAX U PEIICHHS, IPHHUMAEMbIe Ha HUX, PUKCUPYIOTCS B IIPOTOKOJIAX.

2.3. Ins  OCYIIECTBICHUS ONEPATHBHBIX CBSI3€ C JPYrUMH OpTaHU3AlMsIMH M TpakJaHAMHU
UCHOJIb3YIOTCS Takue (POPMBI, KaK MUCbMA, (PaKChl, TEJIETPAMMBI, TEIEPOHOTPAMMBI.

2.4, I[J'IH OCYHICCTBJICHHUA IIPUCMA, YBOJIbHCHH:A, IMCPCMCIICHUSA pa6OTHI/IKOB, MMpEeaOCTaBJICHUA UM
OTITYCKOB Oq)OpMJ'ISII-OTCﬂ TPYAOBBIC TOT'OBOPLI, IPHUKA3bI 110 JIUYHOMY COCTAaBY, 3asABJICHUSA, TPYAOBLIC
KHUWXXKH, JINYHBIC KapTOYKHU U AP.

3. IlpaBunjia opopmiieHHsI JOKYMEHTOB
3.1. OcHoBHbIEe TPeGOBaHUS N0 0(POPMIIEHHIO TOKYMEHTOB

3.1.1. JloxymeHTsl odopmisitorcsi Ha Onankax IIIkomsl W HWMEIOT YCTaHOBICHHBIH KOMILIEKC
00s13aTeNIbHBIX PEKBU3UTOB U CTAOHJIBHBIN MOPSIIOK MX PACIONIOKEHUs (PacloNoKeHHEe PEKBU3UTOB Ha
OllaHKax OpraHU3alMOHHO-PACIIOPSTUTEIBHBIX J0KyMeHTOB cootBerctByer ['OCT P 7.0.97-
2016 «Cucrema craHmaproB 1o HH(opmanuy, OUOIMOTEYHOMY U  H3JATENBCKOMY Jemy.
OpraHu3airoHHO-PACTIOPAAUTENIbHAS JOKyMeHTaIus. TpeOoBaHuS K 0POPMIICHHIO JOKYMEHTOBY).

3.1.2. B mikoJse npuMEeHSIOTCS POI0JIbHbIE OJaHKHU:

e Omank muchMa (mpuinoskenust Ne 5, No 6);
o Onank mpukasa (mpuioxenust Ne 7, Ne 8).

biaHku TOKyMEHTOB M3roTaBIMBarOTCs Ha Oymare ¢popmatoB A4 (210 * 297 mm), A5 (148 * 210 mm).
Kaxplit muct 1oKkymMeHTa, opopMIIEHHBIH Kak Ha OjlaHKe, Tak 1 0e3 O1aHKa, JOJDKEH UMETh OIS

e 20 MM — n€eBoe€;
e 10 MM — mpaBoe;
o 20 MM — BepxHee;



e 20 MM — HUXHEE.
Hcnonp3oBanue 0JaHKOB IPOM3BOJILHON (opMbl He pasperraetcs (mpuaoxenus Ne 3 u Ne 4).
3.2. OdopmjieHre peKBU3UTOB JJIOKYMEHTOB
ABTOp I10KYMeHTA

HaumenoBanue Illkonbl yka3piBaeTcss B TOYHOM cOOTBETCTBUU C ycTtaBoMm lllkonbl. Coxpaiiennoe
HAaUMEHOBAHME [TOMEIAETCs O] OJHBIM HAUMEHOBAHUEM B CKOOKaX.

HanmeHnoBaHME CTPYKTYPHOTO TMOIpa3IeiCHUs] — aBTOpa JOKYMEHTA HCIOJIb3YyeTCs B OJJaHKaxX MUCeM U
OllaHKaxX KOHKPETHBIX BHJOB JOKYMEHTOB U YyKa3bIBaCTCS IOJ TIOJHBIM U COKPAIEHHBIM
"HauMmeHoBanusiMu 1IKoIbL.

HaumenoBanue AOJDKHOCTH JIMIA — aBTOpa JOKYMCHTA HUCIIOJIL3YCTCA B OraHkax JOJIDKHOCTHBIX JIMII U
pacmojiara€rcs 1moJ HauMEHOBaHUEM IIxomel. HamMenoBaHue JOJDKHOCTH JIMIa — aBTOpa JOKYMCHTA
YKa3bIBA€TCSA B COOTBCTCTBHU C HAMMCHOBAHHWEM, NMPHUBCACHHBIM B PACIOPAAUTCIBHOM OOKYMCHTE O
HazHa4YCHUH HA JOJIXKHOCTB.

CnpaBoyHble 1aHHBIE 00 00pPa30BaTEJIbHON OPraHU3aluu

CrnpaBounsie qanubsie o Lllkone ykaspiBaloTca Ha OJaHKax MHUCEM M BKJIIOYAIOT B ce0s: ajpec, HoMep
tenedoHa, dake, aapec ICKTPOHHOM MOYTHI, ceTeBor anapec, a takke OKIIO, OI'PH, MHH wu KIIIT
OpraHH3aIliH.

HaumeHnoBaHue BHIA AOKYMCHTA

HammenoBanme Buma JOKyMeHTa, cocTtaBieHHOro IlIkomoil, 1OMKHO OBITH  OMpEACIICHO
ycTaBoM (IIOJIOKEHHEM) W JIOJDKHO COOTBETCTBOBAaTh HAMMEHOBAHHMSM BHIOB JIOKYMCHTOB,
npeaycmotpeHasiM OKVY I akT, cpaBka, 3amucka, CBOJAKA, OT3bIB, MPOTOKOJI, CIIUCOK, U3BEIICHUE U
np. PacnopsiaurensHble JOKYMEHTBI OpPraHU3alMi U3JA0TCA CO CIEAYIOIIMMHU Ha3BaHUSIMU: IIPUKA3,
pacropsKeHHe.

HanvenoBanne Buzga ¥ pa3HOBHJHOCTM JOKYMEHTAa HE YyKa3blBaeTCs B NUCbMax. Mecto
COCTAaBJIEHUs] WJIM M3JaHUS JOKYMEHTa YyKa3blBaeTcsi Ha OmaHkax jokymeHtoB Ilkomsl, 3a
UCKJIIIOUeHHeM OJaHKoB mnuceM. Ha3BaHue [OKyMEHTa IedaTraercs MpPONUCHBIMU  OyKBamu
MOJIY>KUPHBIM HIpU(TOM.

Jara nokymeHnra

JlaToli OKyMEHTa sBJISETCS Jara ero mnoanucaHus (WM YTBEpXKICHHUS); Uil JOKYMEHTA,
NPUHUMAEMOT0 KOJJIETHAJIbHBIM OpraHoM (IpoTOKoJja), — JaTa ero 3acefdaHust (MPUHATHS
peleHust), ISl akTa — Jata COOBITHS, JUIS JOKYMEHTa, TPEOYIOIIEro €ro yTBEpKICHUsS, — JaTa ero

YTBEPKICHHUS.

21.]'[5{ JOKYMCEHTOB, COCTABJICHHBIX OAHOBPEMCHHO HCCKOJIBKUMH OpPraHU3alusIMHU, )IaTOﬁ JOKYMCHTa
ABJIACTCA JaTa IIOAIIMCaHus €Tro HOCJ’IC,I[HCfI OpFaHI/I3aLIPICI>'I.

Jlata moanucaHusi, yTBEp>KJI€HUs, COTJIACOBAHUS JTOKYMEHTA, a TAKXKE AAThl, COJEPIKAIINECS B TEKCTE,
JOJKHBI 0(OPMIISTECS HU(PPOBBIM CIOCOOOM. DIEMEHTHI J1aThl MPUBOJATCS apaOCkuMu nudpamu B
OJIHY CTPOKY B IIOCIIE€A0BATEIBHOCTH  JEHb MECALIA, MECSILL, TOL.

Hanpuwmep: 14.06.2018.

PerncrpanuoHHbIii HOMEpP T0OKYMEHTA



Perucrpammonnsnii HOMep — 1udpoBoe win OyKBEeHHO-IIM(PPOBOE 0003HAYCHHUE, MPHCBANBAEMOC
JOKYMEHTY IIPHU €70 PETUCTPALUH.

Perucrpanus qokymMeHTa MPOBOIUTCS TIOCTE €T0 MOAMUCAHUS WIH YTBEPKICHHUS.

JlJis BHYTPEHHHX JOKYMEHTOB — IPUKA30B, MPOTOKOJIOB — 3TO IMOPSIKOBBEI HOMEp B Mpeaenax
KaJCHIApPHOTO ToJla 1O KaXJAOMY BHUIY WIH pa3HOBHIHOCTH JIOKyMEHTOB. B mpmukazax
PETUCTPAIMOHHBI  HOMEpP MOXET JIOTIOJMHAThCS OYKBEHHBIM  HMHJIIEKCOM, 00O03HAUYAIOUIUM
PasHOBHIHOCTH (HAIpUMEpP: IMPUKa3 M0 OCHOBHOM mestenbHOCTH OT 15.05.2018 Ne 253x1; mpukas 1mo
mmaHoMy coctaBy ot 10.01.2018 Ne 22 nc, mpuka3 06 ormyckax ot 25.01.2018 Ne 420t, npuka3z 1o
komaHupoBKam ot 25.01.2018 Ne 25k).

JIJIis MCXOIIIMX JOKYMEHTOB PETHCTPAIIMOHHBI HOMEDP COCTOUT:

1) 13 nopsIIKOBOTO HOMEpA B Mpeieiax MacCHBa OTIPABIIIEMOI KOPPECIIOHICHIIHH;

2) WHJIEKCa Jiejia B COOTBETCTBHM ¢ HOMEHKIaTypoi aen I1Ikobl.

PerucrpanmoHHblii HOMEp JOKYMEHTa, COCTABIEHHOTO COBMECTHO JBYMS M 0OJiee OpraHU3aIlUsIMH,
COCTOWT U3 PErUCTPAIMOHHBIX HOMEPOB JOKYMEHTOB KXKIOW M3 ITUX OpPTaHH3AINH, IPOCTABISICMBIX
4yepe3 KOCYIO UYepTy B MOPSIAKE YKa3aHUS aBTOPOB B IOKYMEHTE.

CcbliIKka HA perucTpauMOHHBIN HOMeP U AaTy JOKYMEHTa

CchliKa Ha pEerucTpaIllMOHHBIA HOMEP U JIaTy IOKYMEHTA BKJIFOYAET B ceOsl pErUCTPAIMOHHBIA HOMEP
W JaTy JOKYMEHTa, Ha KOTOPBIA JOJDKEH ObITh JaH oTBeT. CChUIKA HA HOMEpP M JIaTy JTOKYMEHTA
UCTIOJBb3yeTcsl Tpu  O(GOPMIICHUU TIHCEM, SBISIOIUXCS OTBETAMU HA TOCTYIHBIIEE IHUCHMO
(zampoc, mpocs0by u ap.). CBelaeHHS B PEKBU3UT MEPEHOCATCS C IMOCTYMHUBIIETO JOKyMEHTa U

COOTBCTCTBYIOT PCTUCTPALIUOHHOMY HOMEPY U AATC IMOCTYIMUBIICTO NOKYMCHTA.

OFpaHI/ILII/ITCJIBHaﬁ OTMCTKA JIA JAHHOI'O PCKBU3UTA HNPOCTABIACTCA B JIEBOM YacTH OJIaHKa MHCHhMa
moa pEKBU3UTOM «daTa» U «peFI/ICTpaI_II/IOHHHﬁ HOMCEp JOKYMCHTAa».

Hannuue AAaHHOTO PCKBU3HUTA HUCKIIKOYACT HeO6XO,[[I/IMOCTB YIIOMUWHAHHUA HOMEpa U J4Thl
IMOCTYIIHMBUICTO JOKYMECHTA B TCKCTC NMCbMaA, YTO OCBO60)KI[36T TCKCT OT cnpaBquoﬁ I/IH(l)OpMaHI/II/I.

MecTO0 cocTaBJIeHUsI WM U31aHUS AOKYMCHTA

MecTo cocTaBlICHUS (I/I3,Z[8.HI/I$I) JAOKYMCHTa (r. 3HCK) YKa3bIBACTCAd B JOKYMCHTAX, U3IrOTABJIMBACMBIX
Ha OJlaHKax KOHKPETHBIX BUAOB JOKYMCHTOB.

Anpecar

Z[OKYMCHTBI AApeCYrOT B OpraHbl BJIACTH, OpPraHu3anuv, WX CTPYKTYPHBIC MNOAPA3ACIICHU,
JOJIXKHOCTHBIM HJIN q)HSI/IT-IeCKI/IM JINIaM.

[Ipu agpecoBaHMM TOKYMEHTa B OpraH BJIACTH, OpPraHU3alMI0 WIH €€ CTPYKTYpHOE IMOApa3/ieieHHe
(6e3 ykazaHuUs JOIDKHOCTHOTO JIMIA) UX HAUMEHOBAHKE MUIIYT B UMCHUTEIBHOM TaJIeXKe.

Hanpumep:
MunucTepcTBO 00pa30BaHus U HAYKH

Poccutickoit denepanuu



JlemapTamMeHT rocy1apCTBEHHOM MOJIMTHKH B chepe
3aILUTHI IIPAB IE€TEH

HpI/I HaIlpaBJICHUU OOKYMCHTA JOJDKHOCTHOMY JIMIY HAa3BAHUC OpPraHu3aliuid U €€ CTPYKTYPHOI'O
moapasaACIiCHUA YKa3blBAIOT B HMMCEHUTCIIBHOM IaACKE, a OOJDKHOCTh U (baMI/IJ'II/IIO ajjpecarta —
B JaTCIIbHOM. I/IHI/IIIHaJ'[BI CTaBATCH I10CJIEC (l)aMl/IJ'II/II/I HE3aBUCHUMO OT TOT'O, KOMY aApCCOBaH

JOKYMEHT — JOJPKHOCTHOMY JIMILY MM (PU3HMUECKOMY.
Hanpuwmep:

MunucrepcTBo 00pa3oBaHuss JHCKOW 001acTH
VYnpasieHue nenamu

['maBHOMY CHEeLIUATUCTY
NBanosoit U1.1.

WUnu nHazBaHue OpraHu3anuu BXOAWUT B HAMMCHOBAHUC JOJDKHOCTHU H O(I)OPMHHGTCH B JaTCIIbHOM

nmagexe

PexTopy uncturyra

WBanosoit 1.1.

IIpu anmpecoBaHWM JOKYMEHTa B  HECKOJBKO  OIHOPOJIHBIX
clieTyeT yKa3bIBaTh 0OOOIIEHHO.

Hamnpumep:

PykoBonuTensm oOpa3oBaTelbHbIX
opranmzainuii obiero oopasoBaHus,
PYKOBOIUTENSAM  MPEANpHUATHI U
opranuzaiuit Muno6pnayku Poccun

OpraHu3alui

Z[OHYCKaCTCSI HECHTPUPOBATH KAXIAYKHO CTPOKY PCKBHU3UTA «Az[pecaT» Io

CaMoOM JNIMHHOM CTPOKE.

Hanpuwmep:

3aMecTHUTENIO TUPEKTOpa
no yuebHOW  pabote
MBOVY Illkoma Ne 1
Uyiikunon 1.1.

Hux

Ha3BaHUA

OTHOIICHHUIO K



B cocraB pekBu3nuTa MOXKET BXOAUTH OUTOBBIN agpec. DIEMEHThI IOUYTOBOIO aJipeca yKa3bIBalOTCS B
[IOCJIEIOBATEIILHOCTH,  yCTaHOBIEeHHOM  IIpaBunamu  OkasaHus  yClIyr  IIOYTOBOM  CBS3H.
IIpu agpecoBaHny NUCbMa B OPraHU3ALUIO YKA3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM IIOYTOBBIN apec.

Hanpuwmep:

Penakums JKypHaia
«YnpaBiieHHE HAaYaJIbHON IIKOJION»
MockoBckuit  mpocn., 1. 6,

r. DHck, 101856

Agnpec HE IPOCTABIAETCS HAa JOKYMEHTAX, HAIPaBISEMbIX B IIPABUTEIBCTBEHHBIC YUPEXKACHUS U
IIOCTOSIHHBIM KOPPECIOHJEHTAaM, B JTHUX CIy4asX MOIYT IIPUMEHATHCS KOHBEPTHI C 3apaHee
Halle4yaTaHHBIMU aJPECaMH.

[Ipu agpecoBanuu JOKyMeHTa (PU3UUYECKOMY JIHILy HEOOXOAMMO YKa3blBaTh (haMIIINIO, HMHUIUAIIBI,
3aTEM MMOYTOBBIN aapec.

Hamnpumep:

HBanosy U.U.

UYepnsbimesckas yir., 1.100, ks. 100,
r. DHCK, DHcKast 001acTh, 101856

JIOKYMEHT He JIOJKEH cojepkaTh 0oJiee YeThIpeX aJpecaToB, KaX/IbIi AK3EMIUIAP TaKOro JOKyMEHTa
nomkeH ObiTh moamnucan. CrnoBo «Komusi» mepen BTOPBIM, TPETbUM, YETBEPTHIM aJpecaTamMu He
YKa3bIBAIOT.

HpI/I HaIllpaBJICHUU JOKYMCHTA Oollee ueM B YCTBIPEC aapeCa COCTABIIACTCA CITMCOK HA PACCBUIKY, a Ha
KaXXJI0M JOKYMCHTC ITPOCTABJIACTCA TOJIBKO OJUH apecC.

I'pud yrBepxaeHus q1oKyMeHTa

VYTBepkaeHHe  JOKyMEHTa  INPOM3BOAUTCA  MPOCTaBICHHMEM  rpuda  YTBEPXKICHUS  WIH
U3J[aHUEeM PACTIOPSIUTEIILHOTO JOKyMeHTa (B TeX ciydasX, KOrJa TpeOYHOTCs IOTOJHUTEIbHBIC
NpEINUCAHUS U Pa3bsICHECHHS).

Z[OKYMCHTBI YTBCPKAAOTCA OUPCKTOPOM MIKOJIbI, BBIICCTOAIINUMU HIIM MCKBCAOMCTBCHHBIMU
opranamMu, OpraHu3aluiMu, B KOMIICTCHIHWIO KOTOPBLIX BXOJUT PCIICHHUEC BOIIPOCOB, HU3JIOKCHHLIX B
YTBCPIKAACMBIX TOKYMCHTAX.

HOJ'IO)KCHI/IH, IpaBujia, NOPAAKH, HJOJLDKHOCTHBIC HWHCTPYKIUWU, HHCTPYKIHH, pPACIIUCAHUSA 3aHATHHN
YPOKOB, BH€yp0'—IHOI>i JACATCIIBHOCTH, AOMOJIHUTECIBHOI'O O6p330BaHI/I$I " JOp. TOAJICKAT YTBCPKICHHUIO
AUPCKTOPOM HIKOJIBI U HpI/IO6peTaIOT HOPUINYCCKYIO CUITY TOJIBKO C MOMCHTA UX YTBCPKIACHUS.

I'pud yrBepx)aeHUS TOMENIaeTCsl B MPABOM BEPXHEM YTJIY MEPBOTO JIMCTA JOKYMEHTA, COCTOUT W3
cioBa YTBEPXKJIAIO (6e3 kaBbIuek), MOJHOTO HAMMEHOBAHHUS JIOJDKHOCTH JIMIA, YTBEPIKIAFOIIETO

JOKYMEHT, €r0 JINYHOW MOAMUCH, €€ PaciiuppoBKH (MHUAIMATIOB, (aMUINK) U JIaThl yTBEPKICHHUS.

Hamnpuwmep:



YTBEPXIAIO

Hupexrop MBOY Ilkoma Ne 3
nonmuces M.M. UBanoBa
15.06.2018

JlomyckaeTcsi B pekBusute «I'pud yTBepkKIACHUS TOKYMEHTa» IICHTPUPOBATH 3JICMEHTHI OTHOCUTEILHO
caMOM JIJTMHHOW CTPOKH.

Hanpumep:

YTBEPXIAIO

Hupextop MBOY Ilkona Ne 3
nonmucys M.M. UBanosa

15.06.2018

IIpu yTBEp)KIE€HUM JOKYMEHTa HECKOJIBKUMH JIOJDKHOCTHBIMU JIMLIAMH MX MOMMCU PAcHojararoT Ha
OJIHOM YpOBHE.

[Ipn yTBep>KIEHUM [OKYMEHTAa IIOCTAaHOBJCHHEM, pEIICHUEM, TMPUKA30M, IPOTOKOIOM Trpud
yrBepskaeHust cocrout u3 cioBa YTBEPXJIEH (-A, -O, -bl), HauMeHOBaHUS yTBEp:)KIAIOIICTO
JIOKYMEHTa B TBOPUTEJILHOM IaJI€XKE, €ro 1aThl, HOMEpa.

Hampumep:

YTBEPXIEH

HpOTOKOHOM MCTOAHUYCCKOIO COBCTA

15.06.2018 Ne 32

HIJIN

YTBEPXIEHO
npukazoM MBOY [lkoma Ne 3

15.06.2018 Ne 32

Cnosa YTBEPX/JIEHO u YTBEPXJIEH B mpuiokeHusX COIJIacyroTCSl B POJE M YHUCIE C BUIOM
yTBepkAaeMoro nokymenTa: nojoxenue — Y TBEPXXJIEHO, nporpamma — YTBEPXXIEHA.

BHocuth kakue-nmu00 M3MEHEHUS U IIO63.BJ'I€HI/IH B IIOANKMCAaHHBIC (yTBep)K,I[CHHBIe) JAOKYMCHTEIL 0e3
paspCiICHud JIMla, MOANMMUCaBIICTO JOKYMEHT, HE JOITYCKAcTCH.



OTBETCTBEHHOCTh 3a KayeCTBO IMOATOTOBKKU JOKYMCHTOB MW OOCTOBCPHOCTH COACPKAIIMUXCA B HUX
JAAaHHBIX BO3JIaracTcCs Ha JIMlad, IOATOTOBUBIINUC, 3aBU3UPOBABIINC U TOANINCABIINEC JOKYMCHTDI.

3aroyIoBOK K TEKCTY

3aroJoBOK K TEKCTY BKJIIOUAET B ce0s KpaTKOE COJEpKaHUE JIOKYMEHTA, €ro OCHOBHYIO CMBICIIOBYIO
Harpy3ky. 3arojioBok Gpopmyiaupyetcs ¢ npempiorom «O» («O06») 1 0TBeUaeT Ha BOPOC «O 4eM?»:

e rmpuka3 (0 ueM?) 0 CO3/1aHUU aTTECTAIMOHHOW KOMHCCHUH,
e mpuka3 (0 uem?) 00 yTBEP)KIAECHUH IITATHOIO PaCIIHCAHUS,
e mUcbMO (0 ueM?) O MPEeIOCTABICHUU HH(POPMALHH.

3aroJoBOK COCTaBJSIeT HCIOJHUTENb JOKYMEHTa. 3arojloBOK K TEKCTYy O(GOpMIIIeTCs MOJ
pekBu3uTamMM OJaHKa ciieBa, OT TpaHMLBI JIEBOrO Nojs. Ecim TekecT AOKyMeHTa He IpPEeBbIIIAeT
YEeTHIPEX-TISTH CTPOK Wik oopmiteH Ha Oinanke Gpopmara A5, 3ar0JIOBOK MOKHO HE YKA3hIBATh.

3aroJioBOK JOKYMEHTA 3alHMCHIBACTCSI TIPU €0 PErHCTPAIlMi B COOTBETCTBYIOIIME PErHCTPAIIMOHHBIC
(bOpMBI: KapTOuKy, 6a3y JaHHBIX.

TekcT noKymeHTa

TekecT NOKyMEHTa COCTaBIIIETCS Ha PYCCKOM S3BIKE KaK TIOCYJapCTBEHHOM s3blke Poccuiickoin
®enepanun. TekcT TOKyMEHTa M3J1araeTcsi pyCCKUM JIMTEPATYPHBIM S3BIKOM C YUE€TOM OCOOEHHOCTEH
opuIMaNbHO-IEIOBOTO  CTHJISL, BHWAAa JOKYMEHTa UM €ro Ha3HaYeHHs B  YIPaBICHUYECKOU
nesrenbHocTH. CoaepxaHue T0KyMEHTa JODKHO OBbITh M3JI0KEHO KPaTKoO, JIOTHYHO, TOYHO U SICHO.

TekcThl JOKYMCHTOB HU3JIararoTcCs:

or 1-ro nuia eIMHCTBEHHOTO YHWClIa B JOKyMEHTax (IpHKa3, pacrmopspkKeHue M T. JI.) JUPEKTopa
[IIkonbl, NEUCTBYIOIIET0 Ha NPUHIMIAX €JAMHOHAYalIMs, a TakXke JOKYMEHTaX, aJpecOBaHHBIX
PYKOBOJICTBY OpTraHMU3aIlMU: MPUKA3BIBAIO... TIOJTOTOBUTh U MPEACTABUTH HA PACCMOTPEHHUE, MPOIITY
paccMOTpEThH

BOIIPOC 00 YCTaHOBJIEHUHU JILIOTHBIX Tapu(oOB...;

3-ro nuIa eJIMHCTBEHHOTO 4YHCIAa B JOKYMEHTaX KOJUICTHAIBHBIX OPTaHOB. KOMHCCHS pEIIHa...;
[IIxona He cuuTaeT BO3MOKHBIM...,

1-ro JMIla MHOXXCECTBCHHOI'0O 4YHCJla B COBMECTHBIX JOKYMCHTAX:. IMPOCUM NPEACTABUTH NAHHBIC O...;
MPEACTaBISIEM HA pPACCMOTPEHUE M YTBEPKICHHUE. ..,

3-ro JIMa MHOKECTBECHHOTO YMCJIa B IPOTOKOJIaX: CIyIIaJId, BRICTYIIMIIN, IIOCTAHOBUIIN, PCIINIIH.

B nmokymeHTax, ycTaHaBIMBAIOIIUX TpaBa M OO0S3aHHOCTH OPTraHU3AllUM, €€ CTPYKTYPHBIX
nojipasieieHuii (mosoKeHne, HHCTPYKIKSA), a TaKKe COJCpIKAIUX OMHMCAHHE, OIEHKY (aKTOB WU
BBIBOJIbI (aKT, CIpaBKa), MCIOJIb3yeTCs (hopMa M3JIOKEHHUS] TEKCTa OT TPEThEro JIMIa STUHCTBEHHOTO
WK MHOXECTBEHHOTO uucia («OTAea OoCymiecTBIsSeT (DYHKIHU», «B COCTaB OOBEAWHCHHUS BXOISTY,
«KOMUCCHSI YCTAaHOBHJIAY).

B Tekcre JOKYMCEHTA, IMNOJATOTOBJICHHOI'O Ha OCHOBAHHMHKU 3aKOHOJATCIIbHBIX, HWHBIX HOPMATHBHBIX
IPaBOBLIX AKTOB, U3JJAHHBIX OpraHaMH BJIACTHU U YHIPABJICHUSA, JOKYMCHTOB, PaHCC U3JaHHbIX OPraHOM
BJIACTU — aBTOPOM JOKYMCHTA, YKAa3bIBACTCA HAMMCHOBAHUC BUa JOKYMCHTA, HAUMCHOBAHUEC OpraHa,
HU3JaBIICTO JOKYMCHT, AaTa IIPUHATUA WX YTBCPKACHUA JOKYMCHTA, €ro peTHCTpaHHOHHLIﬁ HOMCEp, a
TAK>X€ 3arojJIOBOK K TCKCTY MJIM HAMMCHOBAHHE BUA JOKYMECHTA, HAIpUMEP.



«B cootBercTBHM ¢ moctaHoBieHHEM lIpaButennscTBa or 13.08.1997 Ne 1009 «O6 yTBepkaeHUU
[IpaBus MOATOTOBKM HOPMATUBHBIX MPABOBBIX AKTOB (eIepaIbHBIX OPraHOB MCTIOJIHUTEIBHOW BIACTH
Y VX TOCY/IapCTBEHHOW PETHCTPAIIANY;

«B cootBercTBuM C IloJ0XKEHHEM O MOCTOSIHHO JCHUCTBYIOUICH 3KCIIEPTHON KOMHCCHU YUPESKICHHS,
OpraHM3aIyy, MPEANPUATHS, YTBEPKICHHBIM Ipuka3zoMm Pocapxua ot 19.01.1995 Ne 2...».

Ecimn TekcT conepKUT HECKOJIBKO MOPYYEHHM, PEIEHUN, BBIBOJOB, B TEKCTE BBIACIAIOTCS pa3Jelsl,
IIOPa3JeIIbl, IyHKTBI, TOMITYHKTHI.

B TekcT 1oKyMeHTa MOTYT BKITIOYAThCSl (parMeHThl, OhOPMIICHHBIC B BU/I€ TAOIHIIBI UM aHKETHI.
CTpaHuIBl TEKCTa HYMEPYIOTCS apaOCKUMH nu(paMu OCEpeMHE BEPXHETO MOJIS.
B nucpMax HCmonp3yroT ciaeayonme GopMbl H3TT0KEHHS
e OT IEPBOrO JIMIA MHOXECTBEHHOrO 4YHcia («IIPOCHM HANpaBHUTBY, <«HAIPABIsIeM Ha
paccMoTpeHHe»);
e TIEPBOTO JIUI[A SIMHCTBEHHOTO YUCia («CYMTA0 HEOOXOIMMBIMY, KIIPOILIY BBIACIUTHY);
e TpeThero Jinia eauHcTBeHHOro yncia («O0 He Bo3paxkaeT», «OO cyuTaeT BO3SMOXKHBIMY).

OTmeTKa 0 IPUII0KEHUU

Ecimu mokyMeHT uMeeT NpWIIOKEHHS, Ha3BaHHBIE B TEKCTE, TO OTMETKAa O HHUX OQOpPMIISICTCS IO
cienymomen hopme:

[Tpunoxenne: Ha 10 1. B 3 3K3.

Ecmu IMPUITIOKCHUA B TCKCTC HC Ha3BaHbI, TO H€O6XOI[I/IMO MNEPCUUCINTh UX Ha3BaHUW, KOJIUYCCTBO
JIMCTOB U 3K3CMIIJIAIPOB KaXXI0T'O.

[Tpy HAIMYMK HECKOJBKUX MPUIOKEHUH OHU HYMEpYIOTCS:

[Tpunoxenus: 1. ItatHoe pacniucaHue... Ha 4 1. B 3 9K3.

2. CmeTa pacxooB... Ha 4 1. B 3 9K3.

Ecmu IIPHUIIOKCHUSA C6pOIHI-OpOBaHI>I, KOJIMYCCTBO JIMCTOB HEC YKA3bIBACTCH.

Ecim k [OKyMeHTy mnpuiiaraercss APYrod JOKYMEHT, TaKKe HMMEIOUIUN NPUIOKEHUE, OTMETKY
0 HaJWYUU TPUIOKEHUS OPOPMIISIOT CIEAYIOIIMM 00pa3oMm:

[Mpunoxenwue: mucsMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuiiokeHne K HeMy, BCero Ha 3 1.

Ecnu nmpunoxenueM siBiseTcss 000COONIEHHBIH AJIEKTPOHHBIA HOCHTENb (KOMOAKT-AHCK, USD-diem-
HAKOIUTENb U JIP.), OTMETKY O HAJIMYMU MPHIOKESHUS OPOPMIISFOT CISTYIOMM 00pa3oM:

[Mpunoxenne: CD B 1 3x3.

[Tpu 3ToM Ha Bkiasiiie (KOHBEPTE), B KOTOPBI MOMENIAETCS HOCUTEIh, YKa3bIBAIOTCS HAMMEHOBAHUS
JOKYMEHTOB, 3allMCaHHBIX HAa HOCUTENb, UMeHa (ailsioB.



HpI/IJ'IO}KeHI/IH JOJIKHBI 0(1)0pMJ'I${TBC${ Ha CTaHAAPTHBIX JIMCTaX W HMCTb BCC HGO6XO,Z[I/IMBIG JJIA
AOKYMCHTOB PCKBU3UTHI (HaI/IMeHOBaHI/Ie, 3arojJoBOK, IIOAIIMCH pyKOBOI[HTGJIGﬁ Ho,upa:;,ueneﬂnﬁ,
OTBCTCTBCHHLIX 3a UX COACPIKAHUEC, OTMETKY O COrJIaCOBaHHUH U T. ,Z[.).

Ha npunoxeHun k pacnopsiiuTeIbHOMY JOKYMEHTY B MPABOM BEPXHEM YIJIy CTaBUTCA OTMETKa C
yKa3aHUEM Ha3BaHUs PaclopsaIuTEIbHOTO JOKYMEHTA, €ro JaThl U PErUCTPAlIMOHHOTO HOMEpA.

Hanpumep:

[Tpunoxenue No 2
K mpukazy MBOY Illkomna Ne 3
or 15.06.2018 Ne 11

HanmeHoBaHue BHIA TOKYMEHTA — IIPUIIOKEHUS (IIEPBOE CJIOBO 3aroJIOBKa MPUIIOKEHHUS) BBIIECISCTCS
NponucHbIMU OykBamu, nonryxupHbM mpudrom (ITOJIOXEHUE, TIEPEYEHD, CITUCOK u T. 1.).

Honyckaercst Boipaxenue «[IPUJIOXKEHUE No» mnedaratp NpONUCHBIMH OYyKBaMH, a TaKxke
LIEHTPUPOBAaTh ITO BBIPA)KEHHE, HAaUMEHOBAaHHUE IOKYMEHTA, €ro JaTy M PETUCTPALMOHHBIA HOMEP

OTHOCHTEJIBHO CaMOW JJIMHHOM CTPOKH.

Hampuwmep:

[MTPMJIOXXEHUE Ne 2
k npukazy MBOY Illkona Ne 3
ot 05.06.2018 Ne 145

I'pud cornacoBanus JOKyMEHTa
Baemnee cornacoBanue 0OpMIISIETCSI COOTBETCTBYIOLIUM TPUQPOM.
I'pud cormacosanus coctout u3 cinoa COI'JTACOBAHO (6e3 kaBbIY€K), JOHKHOCTH JIMIA, KOTOPHIM

COTJIacoBaH MOKYMEHT (BKJtOYas HAaWMCHOBAHWE OPTaHHW3alliH), €ro COOCTBEHHOPYYHOH MOIIMKUCH,
WHULMATIOB, (haMUJTUH, TaThl COTJIACOBAHUSI.

Hanpuwmep:

COI'JTACOBAHO

3aMecTHTENb HayalbHUKA YIpPABJICHUS
oOpazoBaHUs DHCKOM obnactu
MOATHUCH A.N. Iletpos
11.07.2018

Ecmu cormacoBaHne mpOBOIUTCS C KOJUICTHAJIBHBIM OPTaHOM HJIM TIOCPEACTBOM MHCHhMa, TO Tpud
coryiacoBaHusi 0pOpPMIISIETCS CIIEIYIOIIUM 00pa3oM:

Hanpuwmep:

COI'JTACOBAHO



ITemarornueckum cosetom MBOYVY IlIkoia Ne 3
(mpotoko: ot 29.03.2018 Ne 1)

I'pudbl cormacoBaHust MOTYT PacIoyaraThCs Ha OTAEIBHOM JIMCTE COITIACOBAHUS, €CIIU COJICPIKaHHUE
JOKYMEHTa 3aTparuBaeT HMHTEPEChl HECKOJIbKMX opraHm3zauui. Ha nokymeHTe nenaercs oTMeTka
«JIuct cornmacoBaHus IpUIAraeTCs».

BHeninee cornacoBaHue B 3aBUCUMOCTH OT COACPIKAHUA NOKYMCHTA OCYUICCTBIISCTCS B CJIGI[yIOH.IGfI
OYCPECIHOCTH.

e CO CTOPOHHMMH OpraHHu3alusIMH, KOI'JJda OHHU BBICTYHAKOT 00s3aTeNbHON CTOpOHOﬁ B
IIPABOOTHOLICHMSAX, BO3HMKAIOUIMX BCJIEACTBUE W3JaHUSA JIOKYMEHTa, WM KOrzaa
coJiepKaHue JOKYMEHTA 3aTParuBacT UX UHTEPECHI;

e OOLIECTBEHHbIMH OpraHM3alUsIMU — B CIy4asgX HEOOXOAMMOCTH HJIM B Cilydasx,
NpeaAyCMOTPCHHBIX TOJTOXKCHUAMU 00 7THX OpFaHI/ISaL{I/ISIX;

e OpraHamu, OCYIIECTBIISIOIIMMH TOCYAapCTBEHHBIA HA/IBEIOMCTBEHHBIH KOHTPOIIb (HAI30p) B
OIIpEe/ICTICHHOW 00JIacTH (IKOJIOTMYECKUH, OKAPHBIH U T. I1.);

e BBIUECTOALIMMHM  OpraHM3alusMH — B clydasX, KOrja  3aKOHOAATEIbCTBOM
IIPEAYCMAaTPUBAETC BO3MOXKHOCTb COBEPIICHMS YIPABICHYECKUX JACUCTBUH TOJIBKO C
pa3peleHus ’TUX OpraHU3alyi.

Bu3a cornacoBanus JAOKYMCHTa

Bu3bl cornacoBanusi JOKyMEHTa — pEKBU3UT JJOKYMEHTA, YKa3bIBAIOIIMN Ha COIJIacHe MM Hecorjacue
noypkHOcTHOTO Jrna LIkosb! ¢ conepikanneM IpoeKTa JOKyMEHTa (Ianee — BHU3a).

Busza BkiIOYaeT MODKHOCTH JIMIA, BH3HPYIOLIETO JOKYMEHT, MOIIHKCh, PaCIIM(POBKY IMOIIHCH
(vHMIMAIBI, (PAMUIINIO) U IaTY BU3HUPOBAHHUSI.

Hanpuwmep:

3aMecTuTeIb AUPEKTOpa 1o BOCIIMTATEIbHOM pa60Te

JInynasa nmoanuch N.N. BanoBa

10.10.2018

OdopmienHass TakuM 00pa3oM BH3a O3HAYAeT COTJacHe JTOJDKHOCTHOTO JIMIA C COJepKaHuEeM
JOKYMEHTA.

[Tpu HaM4YMK 3aMedaHuil Mo TOKYMEHTY B3y OQOPMIISIOT CIEAYIOIUM 00pa3oM:

3ame4aHus IPUJIararTCs
3aMecTHTeNb TUPEKTOpa M0 BOCIIUTATEIbHOM paboTe

JIngHasg moanuch .. IBanoBa

10.10.2018

JIOKyMEHT BU3UPYETCs UCIIOJIHUTEIIEM U 3aMHTEPECOBAHHBIMU B JJOKYMEHTE JTOJKHOCTHBIMU JIULAMU,
JUPEKTOPOM HIKOJIBI.



3amevaHus TOJDKHBI OBITh TIPEICTABIICHBI HA OTIIEIFHOM JIMCTE, KOTOPBIN MOAMUCHIBAIOT, TaTUPYIOT U
MPpUIAraT K JOKYMEHTY.

Ha poxymeHrte, mommMHHUK KOTOpOro ocraercs B llIkose, BHU3bl NMPOCTABISAIOT B HUYKHEM YacTH
000POTHOM CTOPOHBI IMOCIICIHETO JINCTA MOJJIMHHUKA JOKYMEHTA.

Ha JOKYMCHTC, IIOJIMHHUK KOTOPOI'O0 OTIHPABIIANOT W3 OpraHU3alllH, BU3bI IIPOCTABJIAIOT B HWKHEH
qacTHu JIHLIGBOﬁ CTOPOHBI BTOPOT'O 3K3CMILJIApa OTIIPABIIACMOI0 JIOKYMCHTA.

Bo3mosxHO O(bOpMJ'IeHI/IC B3 JOKYMCHTa Ha OTACIbHOM JIMCTC COIJIaCOBAaHMUA. I[OHYCKaCTCH
MOJIMCTHOC BU3UPOBAHUC JOKYMCHTA U €TI0 IPUIIOKCHUS.

Ecnn B mpomecce Bu3MpOBaHMS B MPOEKT JOKYMEHTA BHOCSTCS CYHIECTBEHHbIE W3MEHEHHS, OH
MOJJIC)KUT TIOBTOPHOMY BHU3MpOBaHUI0. [[oBTOpHOE BU3UpOBaHUE HE TpeOyeTcs, €Ciu Mpu 10paboTKe
B IIPOEKT JOKYMEHTa BHECEHbI YTOUHEHUS, HE MEHSIOIIUE €r0 CYTH.

Iloamuce

JlokyMmeHnTsl, HampasisgeMmble IIIkoaol B BBIIECTOSALIUME OPraHbl YIPABICHMS, MOLIMCBIBAIOTCA
nupekTopoM IIIKOJbI, €ro 3aMecTuTeNeM 0 MOPYYEHUI0 qupekTopa Kol 10 COOTBETCTBYHOLIIUM
HaIIPaBJICHUSIM.

B cocraB pexsusuta «lloanuce» BXOAAT: HAMMEHOBAHUE JOJDKHOCTH JIMIA, MOANMCABILErO JOKYMEHT
(monmHOE, ¢ yKa3zaHMEM Ha3BaHUS OpPraHU3AIMH, €CIH JOKYMEHT OQopMiIeH He Ha OJaHke, |
COKpAILICHHOE — HAa TIOKYMEHTE, OpOPMIICHHOM Ha OJIaHKe); TMYHAs TOANKCH; paciin(ppoBKa MOAMUCH
(nHMLMAITBL, paMUITHS).

Hamnpumep:

3amecturenbs  aupekTopa  JinyHas nognuck WM. ViBanosa
10 BOCIIMTATENILHON paboTe

B JOKYMCHTAx, MoArOoTOBJICHHBIX KOMI/ICCI/IGI\/JI, YKa3bIBAOTCA HEC OOJDKHOCTH IOAINMCABIIMX JIMI, a UX
00513aHHOCTH B COCTaBE KOMHUCCHH.

Hamnpumep:
npencenarens Komuccuu — audHadg noanuck 1.0, @amunusd

YJIICHBI KOMHCCHUU JIMYHas IoAnuch N.0. damunns

JIMYHAs IIOIITNCH N.0. Gamunus

[Tpu moamucanny JOKYMEHTa HECKOJIBKUMHU JOHKHOCTHBIMU JIUIIAMH WX TIOJITUCH PACIoNaraloT OJHY
MO/ IPYTO#l B TIOCIIEIOBATEILHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOU JTOJDKHOCTH.

Hanpumep:

Jupexrop nuyHas noanucs 1.0, @amuins

3amectuTens aupekTopa  audHas noanuck  M.O. Gamunus



HpI/I noAnmruCaHnuM  JOKYMCHTAa HCCKOJIbBKMMHU JIMIIaAMHU  PABHBIX IIOJI)KHOCTCfI, ux II04IIMCH
pacmnoJjiaratorT Ha OAHOM YPOBHC.

Hanpumep:

3amecTuTeNb ~ OUPEKTOpa MO  3aMEeCTUTEIb JUPEKTOpa 1o
aJIMUHUCTPATUBHO-XO3SIMCTBEHHONH  y4eOHO-BOCIHUTATENbHOM padoTe
pabore

JIAYHAas N.0. ®amunus mmuHag noamuck M.O. @amunus
MHOIIINCH

Eciu pgomxHOCTHOE JIMIO, NOAIMUCH KOTOPOIr'0 3aroToBJICHA HA IMPOCKTC NJOKYMCHTA, OTCYTCTBYCT, TO
AOKYMCEHT JOJDKCH IIOANMCHIBATHCA JIMIIOM, HUCIIOJTHAOIUM €TI0 O6ﬂSaHHOCTI/I, HJIN €0 3aMECTUTCIIEM.

He AO0IYCKACTCA MOAINMUCAHNEC JOKYMCHTORB C MPCAJIOITOM «3a» WJIM MPOCTABJICHUC KOCOM YCPTHI ITICPC
HanMMCHOBAHUECM AOJIZKHOCTH.

OTMeTKa 00 JIEKTPOHHOM NMOANMUCH
OtmeTka 00 5SIEKTPOHHOM MOANMUCH BKIIOYaeT: ¢pasy «JlOKyMEHT MOAMHMCAaH HSIEKTPOHHOM

MOJNKUCHI0», HOMEp cepTu(UKaTa KIoYa OJJICKTPOHHOW TMOMNMUCH, (aMIUIAI0, WMS, OTYECTBO
BIIJIeNbIIa cCepTU(PHUKATA U CPOK ACHCTBUSA cepTU(HUKATA KITH0UYa JICKTPOHHOMN TOIITHUCH.

Hamnpumep:

JOKYMEHT . I[MOAITNCAH
OJIEKTPOHHOMU TTOAITNCBHIO
CepTtudukar 1a111aaa0000000011

Bnaneneny lBanoBa Amnna IlerpoBHa
NeiictBurenen ¢ 01.12.2012 mo 01.12.2018

OTMeTka 00 3JIEKTPOHHOM MOANUCH JI0JIKHA COOTBETCTBOBATh MECTY pa3MEIIeHUsI COOCTBEHHOPYYHOU
MOJIMMCH B QHAJIOTUYHOM JJOKYMEHTE Ha OyMa)KHOM HOCHUTEJe. DJIEMEHThl OTMETKU JIOJKHBI OBbITh
BUIUMBIMM U YUTAEMBIMH WU HE JOJDKHBI IEPEKPbIBaTh 3JEMEHTHl TEKCTa JIOKYMEHTa U Jpyrue
OTMETKH 00 JJIEKTPOHHOW MOANKCH (IPH HATTMYNH).

Ileyarnb

OTTI/ICK ImeyatTu SaBepfleT IIOJINHHOCTH IIOAIINCHU JOOJIXKHOCTHOT'O Jmna Ha I[OKyMeHTaX,
JOCTOBEPSAIOIMINUX TMpaBa Jull, (PUKCHUpyrommX (akThl, CBSI3aHHBIE ¢ (PUHAHCOBBIMH CPEICTBAMH,
a TAKXKC Ha HUHBIX ,HOKYMGHTaX, HpC}IyCManHBaIOHlI/IX 3aBepeHI/Ie HOJIJ'II/IHHOI\/II IIOAITNCH. ,Z[OKyMeHTBI

3aBepAroT nevarbro [komsl.

Ileuats MMPOCTaBJIACTCA Ha CBO60I[HOM OT TEeKCTa MecTe, HE€ 3axBaTblBasg JMYHOM MOAIKUCH
JOJIKHOCTHOTI'O JIMIIA.

OTMeTKa 00 MCIIOJTHUTEIE

OTtmerka 00 WCHOJNHHUTENE BKIOYaeT B ceds (pamuiindio, UMs, OTYECTBO HWCHOIHUTEINS
JIOKyMEHTa, HOMep ero TeiedoHa.



OTtMeTky 00 WCIOJTHUTENE pacroiaraloT Ha JIMIEBOW WM OOOPOTHOM CTOPOHE TOCIEIHETO
JIMCTa JOKYMCHTA B JICBOM HUKHCM YTI'JTY.

Hanpumep:

Banosa Muna BanosHa

8 (495) 994-94-94

OTMeTKA 0 3aBepeHUH KONMHU

Komuu ¢ 10KyMEHTOB BBIJAIOTCS C pa3pelleHUs: PyKOBOJIUTENEH CTPYKTYpPHBIX MOJpa3felieHudl U
TOJBKO C TeX JOKYMEHTOB, KoTophle Obuim wu3nansl B Illkonme u KOTOpble KacaroTcs
CITy>keOHOM JIeATENbHOCTH TaHHOTO CTPYKTYPHOT'O MOIpa3/IesICHuU.

[Ipu BbIAaYe KOMHUHU JOKYMEHT BOCHPOHM3BOAUTCS MONMHOCThIO (Omank Illkoswl, HOMeEp, [ara,
COJIEp KaHUE M T. II.).

B [MpaBOM BCPXHCM YIUIY KOIIMM [MMHUHICTCA CJIIOBO «Komusy. HpI/I BbIAa4€ KOIIMKM C KOIINHU
CJICAYCT IUCATh «Komus ¢ xormum.

Ecnmu  komust JUIsi  BHYTPEHHErO  IOJIB30BAaHUS, TO JUISA  3aBEPEHHUS HUXKE  PEKBH3HUTA
«[Toamuce» MPOCTABISIOT 3aBEPUTEIILHYIO HAJMKUCh: «BepHO»; MODKHOCTH JIMIA, 3aBEPSIOIIErO
KOIIHIO; JIMYHYIO MMOAIMKUCH; paciinpOBKY MOANUCH (MHUIMAIBI, ((aMUIIHIO); 1Ty 3aBEPCHHS.
Hampuwmep:

Bepro

Cekperapn/CrieliuaancT Mo Kajapam

JIngyHasg nmoanuch B.B. lIBanosa

10.10.2018

Ecnn xomus BbImaercs Ui MPEICTaBICHUs B IPYIyH0 OpraHU3alMIo, TO OTMETKA O 3aBEPCHUU KOIUU
JIOTIOJIHSIETCA HAJIMMCBI0O O MECTE€ XpaHEHMs JOKYMEHTa, C KOTOpPOro ObLIa M3rOTOBJIEHA KOMMWS, U
3aBepsETCs NeYaThl0 OpraHu3aluu.

Hamnpumep:

[MommuaaNK gokymenTa Haxoautcess B MBOY Illkoma Ne 3 B mene Ne 12-x 3a 2013 rog.

21.]'[5{ IMPOCTaBJICHUSA OTMETKHU O 3aBCPCHUMN KOIIMU MOKET UCITI0JIB30BaTHCA ITAMII.

OTMeTKa 0 MOCTYIVICHUH JOKYMEHTa

COI[Cp)KI/IT AaTy MOCTYIUICHUA JOKYMCHTA, a TAaKKE Cro BXOI[HIJ_[I/Iﬁ peFI/ICTpaI_[I/IOHHHﬁ HOMEP. HpI/I
HGO6XOHI/IMOCTI/I B OTMETKE MOXHO YKa3aTb BPEMsA IIOCTYIUUICHUA B 4YaCaX W MHUHYTax U croco0
AOCTAaBKH JOKYMCHTA.



OTMeTKy 0 mOCTyIuieHur AoKymMeHTa B IlIkony mpocTaBisiiOT B BUJE IITAMIA WM OT PYKH B HHXKHEH
qacTHu JIHL[@BOﬁ CTOPOHBI IICPBOI'0 JINCTA JOKYMCHTA UJIK HA €TO OGOpOTC.

Hanpumep:
MBOY IlIkoma Ne 3
11.10.2018 Ne 23

13 4 40 muu

Pe3oaronus
B COCTaB p€3OHIOI_[I/II/I JOJIDKHBI BXOIHUTH CJIGIIYIOH_II/IG 3JIECMEHTHI. (1)aMI/IJII/I$I, HNHHUIIUAJIBI UCITOJIHUTCIIA
(ncnonauTeNEl), coaepkanue mopydcHus. [Ipu HEOOXOAUMOCTH — CPOK MCIIOJHECHHUS, ITOAIMUCH JIHIIA,

BBIHCCHICT'O PE30JIIOLUIO, AaTa PE30JIIOINU.

Hamnpumep:

Cwmupnosoii 1.0O.
[Ipoury noaroroButh mpoekT goroopa ¢ OO0 «Jom mebenn» k 22.06.2018

JInynasa nmoamnuch

10.10.2018

HpI/I HAJIMYUHU B PE30JIFOUU HECKOJIBKUX HCIIOJIHUTENEH YKa3bIBaCTCA OTBETCTBEHHBIM HCIIOJHHUTENIh
(KaK IpaBHJIO, 3TO JIMIO, HA3BAHHOC B PC30JIFOINUN HepBBIM).

Ha JAOKYMCHTAax, HC Tpe6y10H_II/IX JOITIOJITHUTCIIbHBIX y1(a3aHPII>i IO UCIIOJIHCHHUIO U UMCIOIINX THUIIOBBIC
CPOKH UCIIOJIHCHUS, B PC3OJIONUHN YKA3bIBACTCA UCIIOJHUTECIb, IIOANIUCH aBTOpa pE30JI01IWH, JaTa.

PG3OJ'IIOHI/I$[, KakK IIpaBHJIO, NHUIICTCA OT PYKH PYKOBOAUTCICM Ha MMOMJIMHHHUKE TOKYMCHTA
Ha CBO60I[HOM OT TCKCTa MCCTC.

OTMeTKa 0 KOHTpOJIe

OtMeTKa 0 KOHTPOJIC 0603Ha‘-1a€T, YTO OOKYMCHT IOCTABJICH Ha KOHTPOJIb. OTMCTKy O KOHTPOJIC 3a
HCIIOJIHCHUCM NOKYMCHTA 0003HAYaAIOT IITAMIIOM ((KOHTpOJ'IB)) Ha BEPXHEM I10JIC JOKYMCHTA.

KonTtposnro moanexar Bce 3aperucTpupoBaHHbIC TOKYMEHTHI, TPEOYIOIINE UCTIOTHCHHUS.

CpOKI/I HUCIIOJIHEHU A JOKYMCHTA YCTaHaBJIMBAIOTCA B COOTBETCTBUHN cOo CpOKaMHu,
0003HAaYEHHBIMU 3aKOHOJIATEIbCTBOM, OpraHU3allied, HaMpaBUBIIEH MOpPYYeHHE WIH MPOChOY,
pacnnopAIUTCIbHBIM JOKYMCHTOM HJIN pe3omou1/1eﬁ JUPEKTOpa IIKOJIbI.

Cpox nipoctaBisieTcst B (hOpMe 1aThl 3aBEPIICHUS UCTIOTHEHUS.

OTMeTKa 0 HanpaBJCeHUHU JOKYMECHTA B 1€J10



Ormerka 00 WCTHOJHEHWHM JOKYMEHTa | HampaBJICHWHM €ro B JeJ0 BKIHOYaeT B ce0s
clenyroomue annaeie. ¢ppa3y «B menoy», nHAEKC Aena o HOMEHKJIAType Jed, B KOTOpOe MOMeIaeTcs
JOKYMEHT Ha XpaHEHHWe, C yKa3aHWEeM Toja, MOJDKHOCTH JIWIA, O(POPMHUBIIETO OTMETKY, TOJIIHCH,
JTaTEL.

Hanpumep:

B nexo Ne 01-18 3a 2018 1.
3amecTuTeNh TUPEKTOPA IO BOCIUTATEILHOU paboTe

Jlngyuag moanuce 10.10.2018

OTMeTKa 0 HaIpaBJICHUU JOKYMCEHTA B AC€JI0 MOXKET OOIOJHATECA KPATKUMHU CBCACHUAMUA O XapaKTEPEC
HCIIOJIHCHUA JOKYMCHTA.

3.3. Oco0eHHOCTH NOATOTOBKH U 0()OPMIIEHUS OTAeIbHBIX BHI0B I0KYMEHTOB
ITpuka3s

[Ipuka3 — npaBoBOM akT, M3aBAEMbIH AUPEKTOPOM ILKOJIBI ISl PELICHHS] OCHOBHBIX U ONEPATHBHBIX
3aja4, crosmux rnepex [lkonoi (mpunoxenue Ne 8).

[Ipuka3z MoxkeT ObITh M3/1aH JIMIIOM, MCIIOJHSIOMIUM OOS3aHHOCTH JIUPEKTOpa LIKOJIBI B CIy4ae ero
OTCYTCTBHS.

B npurkazax 1o OCHOBHOU JIEATEIIBHOCTH PEIIAIOTCS BOIIPOCH! YUeOHOU, X03sUCTBEHHOU, (PMHAHCOBOMA
NEeSTeNbHOCTH, IUIAHUPOBAHUS, OTYETHOCTH, Y4e€OHO-BOCHUTATEIHHOIO Ipoliecca, PU3NYECKOro
pa3BUTHSA U T. 11

ITpukassl opopmirsatores Ha Onanke IlIkonsl. [lepenaua nmpuka3oB, UX Konuil pabOTHUKAaM CTOPOHHUX
OpraHM3aluil Jomyckaercss TOJIbKO ¢ paspemeHuss aupektopa Illkonbr. [lpoekTsl mnpukas3os
pa3pabaTbIBatOTCS YMOJHOMOUYEHHBIM JIMIIOM IO TMOPYYEHHIO PYKOBOJCTBA WJIM IO COOCTBEHHOM
WHUIHATHBE.

[ToaroroBka npukasa BKJIIOYaeT B ce0sl U3yUEHHE CYIIECTBA BOIIpoca U cOOp HEOOXOIMMBIX CBEACHMIA;
MOATOTOBKY MPOEKTa TMpUKa3a; COIJIaCOBaHHWE IMPOEKTa, noanucaHue aupekropom IIkonsl,
perucTpanmio.

[Tpukassl nevatarorcs mpugTom Ne 12,

Homepa cTpaHuil NpOCTABISIOTCS TOCEPEANHE BEPXHETO MO JIMCTa. TeKCT npukasa (pacrmopsuKeHus)
reyaTaercs 4yepe3 0JIMH MEXCTPOUHBIM HHTepBall, 6€3 000poTa.

[Ipuka3 umeeT cremayromme peKBU3UTHI. HamMeHoBaHWE IIIKONbI corylacHO ycTaBy, HAaMMEHOBAHHWE
Buga gokymenra ([TPUKA3), nmata, HOMep, MECTO COCTAaBJICHHUS, 3arojOBOK K TEKCTYy, TEKCT,
HAaMMEHOBAHHWE JIOJDKHOCTH, TOIMKUCh JIOJDKHOCTHOTO Juma (MHAIHUAnbl, (aMuIus), BH3BI
COTrJIaCOBaHUsl, 03HAKOMJICHUS.

Jlaroit mpukasa (pacropspkeHHs) sSBISICTCsS JaTa ero mojanucanus. Jlara odopmiisercss uppoBsIM
CIOCOOOM; HOMEp COCTOUT U3 3HaKa «Ne» M MOopsAKOBOro HoMepa npukasa, Harpumep: ot 00.00.0000
Ne 000.



Tekcr npukasa (pacrmopspKeHHsI) COCTOMT U3 JBYX B3aMMOCBS3aHHBIX YacTeil — KOHCTATHPYIOIIEH U
pacropsIUTEIbHOM.

Tekct mpukasza (pacmopsKeHHUs) TOJKEH UMETh 3arojOBOK. 3aroJIoBOK HauuHaeTcs ¢ mnpemiora «Ox»
(«<O6») u dopMupyercs mNpH MOMOIIM OTIVIATOJbHBIX CYIIECTBUTENbHBIX (Hampumep: «OO6
YTBEPKIACHHH...», «O peructparui...», «O co3aaHuu...»).

3aroJioBOK JIOJDKEH KPaTKO M TOYHO OTpakaTh COJCp)KaHHe TeKCTa Mpukasza (pacmopsbkenus). Touka B
3aroJIoBKe He craBuTcs. lledaraercs uepes 1Ba MEXCTPOUHBIX MHTEpBala OT pekBusuta. [leyaraercs
CTPOYHBIMHU OyKBaMH, BBIJIEIISCTCS KUPHBIM MIPUPTOM.

B KOHCTaTI/IPYIOH_[eﬁ JaCTH KpaTKO H3JararoTCia Ocjiu U 3aaayi, (baKTI)I n CO6I)ITI/I$I, IMOCIYKHUBIINE
OCHOBAHUCM JIA U3AHU IIPpUKa3a. Ona MOXXET HAUMHATLCI CIIOBAMH «B OeIX», «BO UCIIOJIHCHUC) U
Ap. Ecmu IIpuKa3 H3JacTCsd Ha OCHOBAHMU APYTroro AOKYMEHTA, TO B KOHCT&TI/IPYIOHlCI;'I qaCTu
YKa3bIBaA€TCA HAUMCHOBAHHEC 3TOTI0 JOKYMCHTA, HAMMCHOBAHUC OpraHa, U3AaBUICTO JOKYMCHT, JaTa,
pel"I/ICTpaLII/IOHHHﬁ HOMCEDP U 3arojJIOBOK K TEKCTY.

KoHcratupyroniasi 4acTe MOKET OTCYTCTBOBATh, €CJIM MPEANUCHIBAEMbIE JACHCTBUS HE HYKIAIOTCS B
pa3bsicHeHUH. TeKCT MPHUKa30B B TaKUX ciydasx HaunHaeTcs co cioBa «[IPUKA3BIBAIOy (numiercs
nponucHbIMEA OykBamu). [Ipy HATMYWK BYX YacTel MpUKa3a paclopsauTe/ibHas YacTh OTACIACTCS OT
KOHCTaTHUPYIOIIEH ciioBOM «mpukasbiBatoy. [locie cioBa « [ IPUKA3BIBAIO» craButcst ABOETOUME.

TexkcT pacnopsAUTENIbHOW YacTU MOXKET JENUThCS Ha IMYHKTBl, B KOTOPBIX YKa3bIBAIOTCS
WCIIOJIHUTENN, KOHKPETHbIE ACHCTBHUS M CPOKM HCIOJHEHHS MpeanuchiBaeMbix neiictBuil. Ecnu
MpUKa3 JOIMOJIHSAET, OTMEHSIET WJIM U3MEHSAET paHee M3/IaHHbIC MPUKA3bl WU UX OTIEIbHBIC MYHKTHI,
3TO OroBapuBaeTcs B TeKcTe. [locieHuM MyHKTOM pachopsSAMTENbHOM YacTH MpUKa3a yKa3blBaeTCs
JOJDKHOCTHOE JIMIIO, HAa KOTOpPOE BO3JIaraeTcs KOHTPOJb 3@ MCIIOJIHEHHWEM IIpHKa3a B IEJIOM.
Hanpumep: «KoHTpomb 32 UCTIOTHEHHEM MPUKa3a OCTABIISAIO 32 COOO0M».

HOILHI/ICI) OTACIIAACTCA OT TCKCTA ABYMA MHTCPBAJIaMU, I€YATACTCA OT I'PAHUIIBI JICBOT'O ITOJIA.

PacimmgpoBka moanucu nedaraeTcs Ha ypOBHE MOCJHEIHEH CTPOKH JOJDKHOCTHU y MPaBOM I'PaHUIIBI
TekcToBoro nousd. IIpoGen Mexay nHUIMATaMu U GpaMuiInel He JenaeTcs.

[Mocnennsis OykBa B paciinppoBKe MOIMCH OrpaHUYMBacTCs npaBbiM mojeM (10 mm).

[Mpu moanucanuy npukasa (pacrmopsHKEHUs ) JTUIOM, 3aMEINAOIIUM JUPEKTOpa MIKOJbI, TOJDKHA ObITh
yKa3aHa ero gakTuyeckas 10JKHOCTb U (haMUIIHSL.

[Ipy HanmMuMy TMPHIOKEHUI K HpHKa3y (pacropspKeHUI0) 00s3aTeIbHO JIENACeTCsl CChUTKA Ha HUX B
TEKCTE.

[Mpukassl (pactopspkeHHs1) HYMEPYIOTCS TOPSIKOBOM HyMepalueil B mpeaenax KaleHIapHOTOo roja.
OTnenbHO HYMEPYIOTCS TMPUKa3bl 10 OCHOBHOW AESTEIbHOCTH, MO JINYHOMY COCTaBy paOOTHHMKOB, IO
JMYHOMY COCTaBY 00YYaIOILIUXCS, 110 OTITYCKaM, O KOMaHJAUPOBAaHUH.

Ecnu mpuka3 (pacnopspkeHre) BBOAWUT B JACHCTBHE Kakue-THOO JOKYMEHTHI (MHCTPYKIMH, T'paguKH,
npaBWiia, TMOJOXEHHUs), TO OHH O(QOPMIIAIOTCS B  BHAC NPWIOKCHHS K  TPUKa3y
(pacnopspkeHuto). B mpaBoMm BepXHEM Iy TakMX JOKYMEHTOB OT ISITOrO MOJOXKEHUs Talysstopa
HeoOxoauMo mHcaTh cinoBo «lIpunoxeHue» ¢ yka3aHMEM HAUMEHOBAHMS PACHOPSIUTENLHOTO
JTOKYyMEHTa, ero aThl, HoMepa (mprnoxerue Ne 9).

Hamnpumep:



[Tpunoxenue
K pukazy MBOY Ilkomnsr Ne 3

ot 11.07.2018 Ne 34

[punoxeHus K MPOEKTaM MPHKa30B O(GOPMIIIOTCS HA OTIACIBHBIX JHCTax Oymaru (mpuiiosxkeHue No
9).

Pa3mepnl mosneil ¥ MeXKCTpOUHBIE MHTEpBAjibl MPH IMEYATaHUU TEKCTOB MPHIIOKEHUN HICHTHYHBI
pasmepam, MPUMEHAEMbIM TP MIEYaTaHUU TEKCTOB MPUKA30B (pacropsHKeHUH).

B npunokeHusX MNOMEIIAIOTCS TOJIOKEHUS, MEPEeYHM, CIUCKH, Trpadukd, TaOIuIBl, 00pa3ibl
JOKYMEHTOB U JIp.

Ecnu B TekcTe JaeTcsi CChUIKA «COTVIACHO NMPHIIOKEHUIO» WU (mpuiokeHue Ne...), TO Ha mepBoi
CTpaHULE NPUIIOKEHHS B IPABOM BEPXHEM YIJly nuuiercs ciioBo «lIpunoxeHue» u ero HoMep, HUxe
Yyepe3 OJMH MEKCTPOUHBIA MHTEPBAJI TACTCS CChUIKA HAa MpPHUKa3 (pacropshKeHUE) AUPEKTOpa MIKOJIB,
€ro J1aTy U HOMeEp.

Bce cocraBHble 4acTH pEKBH3UTAa BBIPABHUBAIOTCA II0 JIEBOMY Kpar, II€YaTAlOTCS 4Yepe3 OAMH
MEXCTPOYHBI MHTEpBas. JlIMHA CTPOKM HE JOJDKHA TMPEBBINIATh 8 CM, OTPAaHMYMBACTCS MPABBIM

noJsieM AokyMeHTa. [Ipy HamM4YuK HECKOIbKUX MPUIIOKEHUIH OHU HYMEPYIOTCSI.
Hampumep:
[Tpunoxenne 1

K pukazy MBOY Ilkonsr Ne 3

ot 11.07.2018 Ne 34

[Tpu Hanuuuu B Tekcre popmynupoBku «Y TBEP/IUTh» npunaraemoe noyiokeHue, cOCTaB KOMUCCHUH,
IIepe4YeHb MEPOIPUATUN U T. 1. HA CAMOM IIPWIOXKEHUU B IIPAaBOM BEPXHEM YIUIy pacIioiararoTcs
cnoBa «Y TBEPXKIEHO» nnu «YTBEPXKJIEH» co ccbuikoit Ha mpukas, ero 1aty, HOMep.

Hanpuwmep:
YTBEPXIEHO

npukazoM MBOY Ilkona Ne 3

ot 11.07.2018 Ne 34

3aroioBOK K TEKCTy NPUIIOKEHHUS TedaTaeTcsl LEHTPUPOBAaHHBIM criocoboM. HanmeHoBanue BHaa
JTOKYMEHTa TPUJIoKeHus (IIepBOe CI0BO 3arojioBKa MPUJIOKEHHUS ME€YaTaeTCsl MPOMUCHBIME OyKBaMu
xupHbIM mpudrom: [TIOJIOXKEHUE, ITEPEYEHD, CITUCOK u T. 1.).



3aroJIoOBOK IPHIIOKEHUS OTHEIseTCs OT JAaTbl M HOMepa IIpUKa3a JBYMS MEXCTPOYHBIMU
VMHTEpBaJlaMU.

Ilpy HaIMYMKU B TEKCTE€ TPHIOKEHHS HECKOJNBKAX Ppa3ZeoB WX 3aroJlOBKH  I1€YaTaroTCs
[CHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTEJIBHO TpPaHMI[ TEKCTa). TOYka B KOHIIE 3aroJIOBKOB HE
craBUTCs. JIOMYCKAETCs BBIIEIATH 3ar0JIOBKH Pa3eiioB MPU(TOM IPYroi HACBHIIEHHOCTH (KHPHBIM,
MOJTY)KHPHBIM).

TexcT npunoxeHus: MokeT ObITh odopmiieH B Buae Tabmuubl. ['padbl U cTpoku TaOIUIIBI TOTKHBI
UMETb  3aroJIOBKH, BBIPQXCHHBIE MMEHEM CYIIECTBUTEIBHBIM B HMEHUTEIBHOM  HAJIEXKE.
[TonzaronoBku rpad M CTPOK TpaMMATHUECKU JIOJDKHBI OBITh COIVIACOBaHBI C 3arojioBKamu. Tekct
TaOJIMIIBI TIeYaTaeTCs Yepe3 OJJMH MEeKCTPOUHBIN MHTEPBAI.

[Ipu Hanu4uu B TEKCTE MPHUIIOKEHUN CCHUIKUA HAa CHOCKY OHa 0(OopMIIsIeTCsl 3BE€3/104KOM. TeKCT CHOCKH
reyaTaeTcsi yepe3 OAMH MEXCTPOUYHBIM MHTEPBAI B KOHIIE KaXKIO0M CTPAHUIIBI WIIK MOCIE MTPUIOKEHUS
B 1esioM noj ueptoi. [lociie cuMBONIa CHOCKM €e TEeKCT IedaraeTcsl ¢ MpONUCcHOM OykBbl. B KkoHIle
TEKCTa CHOCKH CTaBHUTCS TO4YKa. Ha ofHOM cTpaHuIe HEe JODKHO 0POPMIISTECS 00JIee TPeX CHOCOK.

B monoxeHusix, mporpammax, ycTaBax W JAPYIHX HOJOOHBIX JOKYMEHTaX pasZelibl, MOIpa3/elsl,
MYHKTHI M TOANYHKTBI HYMEpYrOTCS apaOckumu mudpamu. Homep mompasnena qOKEH COCTOATh U3
HOMepa pasjielia ¥ HOMepa Tojpasjiena, pasjieieHHbIX To4ykod (Hampumep: 1.2.). Homep myHkTa
MOXET COCTOATh M3 HOMepa pasjielnia, Mmojpasjieia M MyHKTa, Pa3eICHHBIX TOYKaMU (HAmpHMeEp:
2.3.1.). ITyskThl TIpU HEOOXOAMMOCTH MOTYT MOIPA3JACIATHCS HA IMOIIYHKTBI, KOTOPBIC IOJDKHBI
HUMETh TMOPSAIKOBYIO HyMEpAIIHIO B Ipeesiax Kaxaoro nynkra (nanpumep: 1.1.1.1.,1.1.1.2. u 1. 1.).

Busbl mpocTaBisoTCs Ha 000POTHOM CTOPOHE MOCIIEAHEr0 JIKCTa MPOSKTa MpHKa3a (pactopsuKeHNs).

Ha npunokeHusx K NpOeKTaM IPHKa30B (pacropspKEHHi) BU3bI MPOCTABISIOTCS IMOJ TEKCTOM
MIPUIIOKEHUS.

IIporokoa

B mpotokonax (moxkymeHTax, (UKCHUPYIOIIUX XOJ OOCYKACHHsS BOIPOCOB U TMPUHSITHS PEIICHU)
ITOCTOSIHHO JNENCTBYIOIIUX KOJUIETHAJIbHBIX u COBELIATENBHBIX OpraHoOB
(memaroru4eckoro, METOJAMYECKOr0 COBETOB , KOMHCCHI), a Takke KOH(pepeHIHH, coOpaHHii,
COBCILIaHHI, 3aCCIaHM1, TIEPErOBOPOB, BCTPEU) MCHONB3YeTCss popMa H3I0KEHHS TEKCTa OT TPETHEro
nuna  MHOKecTBeHHoro uucina (CJIYHIAJIM, BBICTYIIWJIM, PEIIWJIN). Conepxanue
BBICTYIUIEHUI U3J1araeTcs OT TPETHETO JIMLA €IUHCTBEHHOTO YHCIIa.

HpOTOKOJ'I MMEECT CICAYIOIIUEC PCKBU3UTHI.

e HaWMeHOBaHHE BHAa JokyMmMeHTa — cioBo «[IPOTOKOJI» meuataercst Ha 2 cM HUXE OT
TPAHUIIBI BEPXHETO MMOJISl TPOIMMCHBIMUA OYKBAMH, TIOTY>KUPHBIM HIPU(PTOM U BRIPABHUBAETCS
10 LEHTPY,

e BHJ 3aCENaHMs, COBCIIAHUS — OTAENAeTCS OT NPEABIAYIIEr0 pPEKBU3UTA JIBYMsI
MEXCTPOYHBIMHU UHTEPBAIAMH, TIEUATACTCSI MTOTYKUPHBIM MIPUGTOM Yepe3 OANH UHTEPBA U
BBIPABHUBAETCS IO LIEHTPY;

e JlaTa U HOMEp MPOTOKONA — JaTa odopmisercs MUPPOBBIM CIOCOOOM M TedaTaeTcs depes
JIBA MEKCTPOYHBIX HWHTEpPBAJIA HUXKE MPEAbIAYIIEr0 PEKBU3UTA OT JIEBOM TI'pPaHUIIbI
TEKCTOBOI'O MOJIsI, @ HOMEP — IMOCJIE CI0BA IIPOTOKOIDY,

e MECTO MPOBEACHUS 3aceaHus yKa3bIBaeTCs MPU 0(DOPMIICHHH MPOTOKOJIA COBEIIAHUS B TOM
CJy4ae, €Ciu OHO MPOUCXOAUIIO0 He B 34aHuU LIKoubI, BEIpABHUBAETCA 1O LIEHTPY HA OAHOMN
JIMHUH C TaTOM;

e TEKCT IPOTOKOJIA, KaK IIPABUJIO, COCTOUT U3 JIBYX YACTEW: BBOJHOM U OCHOBHOM.

BBOZIHaSl YacThb COCTABIISICTC IO CXEME.



[Ipencenarens — @amunus N.O. pykoBoauTes.

Cexperapp — @ammins 1.0.

[IpucyrcrBoBanu:

CnoBa «lIpencenarens» u «Cekperapb» IeuUaTalOT CJIeBa OT HYJIEBOrO IMOJIOKEHHUs TadymlsTopa,
oTHeNsAsd ABYMs HMHTEpBAJIaMM OT 3arojoBka W Jpyr oT Apyra. C HOBOMl CTPOKM HHUIIYT CJIOBO
«IIpucyrcrBoBanm»,

1 BapuaHT: (aMUIMM W WHHUIHAAIBl MOCTOSHHBIX WICHOB KOJUICTHAILHOTO OpraHa, y4aCTHUKOB
3aceaHusi, paOOTHUKOB OpraHU3alMH U MPUTIIAICHHBIX Ha 3aceJaHue MePeUUCIsSIOTCs B al(paBUTHOM
nopsiike 0e3 ykazaHus JOJDKHOCTeH. [lepednciienne mpucyTCTBYIONMX OGOPMIISIIOT BO BCIO IITUPUHY

CTPOKH Yepe3 OJIMH MEKCTPOUHbIN HHTepBal (mpuioxenue Ne 10).

[Ipu odopmiieHHH TPOTOKONA C YHCIOM YYacTHUKOB Oonee 15 dgamunum He mepedmcisroTcs, a
yKa3bIBaeTCs MUQPPOoi ux obIIee KOJTMIECTBO, CIIMCOK YYACTHUKOB B TAKUX CITYYasiX MPHUIIAracTCs.

Hampumep:

[MpucyrcrBoBamu 47 yenoBek (CIUCOK MPUIIAraeTCs).

[ToxcyeT y4acTHUKOB MPOBOIUTCS MO CHHCKAM PErHUCTPaIlii, KOTOPbIE MPUIIATalOTCsl K TPOTOKOITY.
[Tocre mepednciieHUs YYaCTHHKOB B IMPOTOKOJIE O(OPMIIIETCS TEPEYCHb BOIPOCOB, IMOJIISKAIIUX
00CYXKJIEHUIO, KOTOPbII HaunHaeTcs ciaoBamu «lloBecTka JHS» U pacmojiaraeTcs IEHTPOBAHHO yepes
JIBa-TPU MHTEPBaJa OT CIHCKA YYaCTHUKOB.

2 BapWaHT: YKa3bIBaIOT O0OIMIee KOJMYECTBO WICHOB KOJUICTHAIBHBIX OpPraHOB M YHCIIO
MPUCYTCTBYIOIINX, a pacmudpoBKa TMPEACTaBISETCS B SBOYHOM JIMCTE, KOTOPBIA SBIsETCA
MPUIOKEHHUEM K PpoToKomy (mpuioxkenue Ne 11).

[ToBecTka JHS COJCPKHUT TEPEUUCICHHE ITYHKTOB (BOIMPOCOB) TIOBECTKH JHS, (QHKCHPYIOMIUX
MOCNIE0BATEIBHOCTE O0CYKIeHUs, ¢ (aMuIusIMU AOKIaauuKkoB. Kaxnaplii Bompoc Hymepyercs
apaOckoit udpoi, pacronaraeTcsi B HOPSAKE 3HAYMMOCTH M OTBEYaeT Ha BOpoc «O ueM?».
Hamnpumep:

1. Ananu3 BeITIONHEHUS TOA0BOTO Tu1aHa padotsl [llkomnst 3a 2017-2018 y4yeOHbIit roa.

Hoxnaguuk — [TetpoBa A..

OcHoBHasl 4acTh IMPOTOKOJa COCTOUT H3 Ppa3aciiOB, COOTBETCTBYIOIIHUX ITYHKTaM ITOBECTKH IOHA.
TekcT Kaxxaoro pasaeiia COCTOUT U3 TPEX YacTeu.

— CJIVIIAJIN: xpatkoe coaepkaHHME JOKIaJa WM CChUIKA Ha IPUIAraéMblid K MPOTOKOJIY TEKCT.
[Tepen cnoBoM «CJIYIIAJIM» npocTaBisieTcss HOMEP B COOTBETCTBUU € IMMOBECTKOM JTHS;

— BBICTVYIINJIN: kpaTkoe coaepx aHue KaKI0TO BBICTYIUICHHUS, 3a/1aHHbIE BOIIPOCHI U OTBETHI;
— PEHIMJIX (ITOCTAHOBWIJIN): pemenne GopMyaupyeTcsi ¢ UCIIOIb30BaHUEM MOJICIH, PUHATOM

JJIA pacropAIUTECIbHBIX JOKYMECHTOB: qTo caciarTh, HUCIIOJTHUTCIIb, CpOK
HUCIIOJIHCHUA.



Pemenus, BbIpabOTaHHBIE Ha COBCIIAHWH, BHOCAT B NpoTOoKon mocie cioBa «PEIIWJINY
(«ITOCTAHOBWJIN»). Pemienne MoOXeT coaepkaThb OJWUH MM HECKOJbKO MYHKTOB, OHHU
pacroJiararoTcsi o 3HaYMMOCTH, KaKJIbIH U3 HUX HyMEpyeTcsl.

B cnywae korna npoTokoa QUKCUPYET pelieHrne 00 YTBEpKISHUH KaKOoro-Tu00 JOKYMEHTa, B TEKCTE
IIPOTOKOJIA JIOJKHA COJEP’KAThCSl CChUIKA HAa 3TOT JOKYMEHT, a caM JOKYMEHT IpuJaraercsi K
MIPOTOKOJTY.

[Tpu Hamuuuu 0cOOOro MHEHHUS 10 MPUHITOMY DEIICHHIO OHO 3allMChIBACTCS B MPOTOKOJ (Imocie
COOTBETCTBYIOIIETO MPOTOKOJIBHOTO PEIICHHUS).

B kauectBe HCHOJIHUTENST MOXET OBITh YKa3aHO OJHO WJIM HECKOJBKO JIOJDKHOCTHBIX JIML[ JHOO
CTpyKTypHOE mnojapaszaeneHue. Cpok MOXKET ObITh yKa3aH Kak KaJeHJapHas Jara WM KakK IEepUuoj
BBINOJIHEHUS paOOTBHI.

Crosa «CJIYIIAJINy», « BBICTYITUJIN», «PEIINUJIN» («ITOCTAHOBUJIN») me4yararoT OT JEBOr0
T0JIsI IPONMUCHBIMU OYKBaMHU U 3aKaHYUBAIOT JIBOCTOYHEM.

Kaxnpiii pazzmen medataeTcsi ¢ KpacHOM CTPOKH, YTOOBI BBIJCIUTH B TEKCTE IPOTOKOJIA pedb
OCHOBHOT'O JIOKJIa{4MKa, BBICTYIIJICHUS YYaCTHUKOB OOCYKAEHUS BONPOCA U MOCTAHOBIISIONIYIO YacTh,
dbopMynmpyromyio perieHne coopanus. C 3TOH ke [eTbI0 B TEKCTE MPOTOKOJIA KXY (GaMUIHIO H
MHULMAJIBI BBICTYNAOIIMX [1€4aTal0T C HOBOM CTPOKU B HMEHUTEIILHOM Ia/IEKE, 3aIIUCh BBICTYIUICHHUS
oTAensoT oT ¢ammimu aedpucoM. Kaxaplii Bompoc medaraeTcss ¢ KpacHOW CTPOKH, (pamMmimu npu
9TOM JOIIYCKAE€TCs HE YKa3bIBaTh.

B oraenbHBIX cilyyasix Ha OCHOBE PYKONMCHBIX WJIM MAarHUTO(OHHBIX 3alMCel, KOTOPbIE BEIUCHh Ha
3acelaHuM, COCTaBISETCA CTEHOrpaMuecKuil MPOTOKOJ, KOTOPBIM JOCIOBHO IepelaeT Ipolecc
00CYXJIEHUS Ka)KJJOT0 BOTIPOCA M BEIPAOOTKY PELICHHS 110 HEMY.

[IpoTokom oopMIISET CeKpeTaph 3aceAanusl, FOPUAMIECKYIO CHITY IPOTOKOJ MPHOOPETAET TOIBKO MPH
HaJu4uM JBYX MOJINUCEN — npeaceaarens u cexkperaps. [loanucu pacnonararoT, OTAEINUB OT TEKCTa
IBYMSI-TpEMsI MEKCTPOUYHBIMU HMHTEpBajlaMHM OT TIpaHULbl JieBoro mnoss. [loamuceiBaercs nepBblii
9K3EMIUIAP MPOTOKOJIA, KOTOPBIN MOJIIMBAETCS CEKPETAPEM B JE€JI0 M XPAHUTCS B COOTBETCTBHM CO
CPOKOM, OIpeJIeTICHHBIM HOMEHKJIATypOu JIell.

B HekoTOphIX citydasx oopMIIsIeTCs BBITUCKA U3 TPOTOKOIA.

Beinucka u3 npoTokosia — TOYHasi KOMUs YaCTH TEKCTa MOAJIMHHOTO MPOTOKOJIA, OTHOCAILIETOCS K TOMY
BOIIPOCY MOBECTKHU JIHS, TI0 KOTOPOMY TOTOBHUTCSI BBIMHCKA. [Ipu 3TOM HEOOXOAMMO BOCIPOU3BECTH
BCE PEKBU3UTHI OJIaHKA, BBOJHYIO YacTh TEKCTa, BOMPOC TMOBECTKH THS, MO KOTOPOMY TOTOBHUTCS
BBITIMCKA, U TEKCT, OTpaKarolIui OOCYKJIEHHE BOIpOca W NPHUHITOE pelieHue. B 3ToMm ciydae
Ha3BaHME JOKyMeHTa oopmiiseTcs Kak «BbImucka U3 mpOTOKOIa.

Cayxe0Hoe MUCBMO

[luceMa cocTaBisAlOTCA A OCYIIECTBJICHUS ONEPAaTUBHOM CBS3M C JAPYrUMH OpraHHU3alUsMHU IO
BOIIPOCAM JI€ATENBHOCTH IIKOJIBI.

IIo COACPKAHNKO MW HA3HAYCHUIO IIHMCbMa MOTYT OBITH I/IH(i)OpMaLII/IOHHBIe, l"apaHTI/II\/'IHBIC,
PEKIIaMallMOHHBIC, KOMMEPUYCCKUE, IMTUCbMa-3arpoChl, INCbMa-IIPUTIIAICHUA U T. 1.

Nudopmannmonnbie muchMa coiepkaT COOOIICHHS, MPOCKObI, HATTOMUHAHUS, TPETOKEHUSI.

I'apanTHiiHble NpeHA3HAYEHBI IS U3BELICHUS O TapaHTUAX OILIAThl, CPOKOB IIOCTABKU WJIM KayeCTBa
MPOJYKIIMH U YCIIYT.



B pexinamannoHHBIX (MPETEH3MOHHBIX) MUCHMax W3JIaraloT TPeOOBaHHs BO3MEIICHUS YOBITKOB,
HAHECCHHBIX M3-32 HAPYIICHUs YCIIOBUH KOHTPAKTa HJIHM JIOTOBOpA IPYroi CTOPOHOH (KOHTPAareHTOM).
Pexiamanust nODKHA TNOATBEPXKAATHCA IPUWIATa€MbIMH K INHCBMY JOKYMEHTaMM B BHJE AaKTOB,
CIIPaBOK U T. [I.

Kommepueckue muchbMa COCTABIISIIOT MPHU 3aKIIOYEHHH M BBIMOJHEHUHM KOHTPAKTOB, 4acTO B HHX
U3JIaraloT MpockObl O MpeoCTaBiIeHUH MHGOpPMAIMU O TOBapax M YCIyrax y MX MpOJaBLIOB WIIH,
HaIPOTHB, MPEJJIaraloT MOCTaBUTh TOBAPHI WIIH YCITYTH.

B nucemax-3amnpocax mpocsT y KOHTpareHTa pa3bsiCHUTh KaKOH-Tu00 (akT mim feicTBue.

CayxeOHble ncbMa neyaTaroTcs Ha 6iankax nuceM Llkonsl. CiiyskeOHOE MMCbMO UMEET CIIeyIoIne
PEKBU3HTHL:

e TpuUd U OTMETKA OrPAHUYCHHS JJOCTYIIA K JIOKYMEHTY (€CiI 3TO He00XOIMMO);
e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

e OTMETKA O HAJIMYUH MPWIOKEHHI (€CITM OHU UMEIOTCS);

o TIOJIKCH;

e OTMeETKa 00 UCIIOJIHUTEIIE.

Tekcr ciyxeOHOro mHchMa, Kak MPaBHIO, JOJDKEH KacaTbCs OJHOTO BOMPOCA MM HECKOJIbKHX
BOIPOCOB, €CIIM OHM B3aUMOCBSI3aHbI M OYAYyT paccMaTpuBaTbCs B OJHOM CTPYKTYPHOM
MO/Ipa3eiCHUH OpraHu3alnu-aapecaTa.

Tekct w3maraercs OT MEPBOrO JIMIA €MHCTBEHHOrO 4Ymcia (MPOCHM, HAMpaBiseM U T. I.) WIA OT
TpeThero Juna eauacTBeHHoro yncia (OO cuutaer. .., npodcorosubiii komurer OO paccMoTper...).

Tekcr muceMa, Kak IpaBWiIO, COCTOMT M3 JBYX 4YacTed. B mepBoi 4acTu H3iaraercs NpHUYMHA,
OCHOBaHHE UM 0OOOCHOBAHUE COCTABJICHUS MUChbMa, IPUBOAATCS CCHIJIKM HA JOKYMEHT, SIBIISIOLIMHACS
OCHOBaHMEM IMOATOTOBKM MucbMa. Bo BTOpoil dacTu, HadyuHamomieWcs c ab3ana, MOMeIarTcs
BBIBO/IbI, IPEJI0KEHNUS, TPOCHOBI, PEIIEHUs U T. 1.

Te.]'leraMMbl, TeJIE(bOHOl"paMMI)I Hu q)aKCl/lMl/l.]IbHaﬂ CBHA3b

[lepenaua koppecnoHIEHIMU MO (PAKCUMWIBHOM CBA3M B JpPYrue OpraHU3alliy OCYILIECTBIISIETCS
TOJIBKO T10 YKa3aHUIO WU ¢ paspelleHus anMuHucTpanuy IIkonst.

[ToaTMHHUKK TOKYMEHTOB, TEpeAaHHbIX 1O (PaKCUMHIBHOW CBSI3M, TOANIMBAIOTCS B  JIEIO,
XpaHsiieecs: y pabOTHHKA, OTBETCTBEHHOTO 32 (DaKCUMHIIBHYIO CBSI3b, C YKa3aHHUEM BPEMCHHU W JaThl
nepenadd, a KOMHUU BO3BPAIIAIOTCS B COOTBETCTBYIOIIME CTPYKTYPHBIC MOJIPA3JACICHUS C MIOMETKOU
«FAX (mata u Bpems)».

3agBieHue

3asBieHHe — 3TO OQHIHMAIBLHOE COOOIIeHNe B MHChbMEHHON (opme. OHO COAECPKHUT dHaIlle BCETO
MpEeAIOKEHUE, KAIO0Y WM MPOCKOY KAKOT0-THOO0 YeIOBEKa, alpeCOBaHHBIC WJIM OPTaHU3allUU, WU
JOJHKHOCTHOMY JIUITYy. 3asiBJIeHHe 0(OpMIISIETCSI Ha CTaHAApPTHBIX JIncTax Oymaru ¢popmata A4.

3asgBICHUE BKIIIOYACT. aZipecara, KOTOpOMY HaIpPaBJIACTCA 3asBJICHUC, (I)aMI/IJ'II/IIO, ums, OT4YCCTBO,
AOJDKHOCTb aBTOpa 3adBJICHHA, HAMMCHOBAHHWEC OOKYMCHTA, TOYHOC M3JIOXKCHUC HpOCB6I)I,
NpEAJIOKCHUS, OIIUCH MMPUJIAra€MbIX K 3asBJICHUIO JOKYMCHTOB, JiaTa, IIOAIIUCH.

B zassnennu HCIIOJIB3YCTCA, KaK IMpaBHIIO, O(l)I/IIII/IaJ'IBHO-}IeJ'IOBaH JICKCHKA, B HCKOTOPBIX 3asABJICHUAX
AOIYCKACTCA ynOTpCGJ’ICHI/IC HY6JII/ILIHCTI/I‘{CCKOﬁ JICKCHUKH.



3anucka

Bamucka (aHanuTHYeCKas, JOKJIagHas, CiIy)keOHas, OOBSCHHTEIbHAsA) — JOKYMEHT, aapeCOBaHHBIH
JTUPEKTOPY WIKOJIBI WJIM BBIIIECTOSIICH OpraHu3allid U COJACPKAIUN OOCTOSITENFHOE H3JI0KCHHE
KaKoT0-J1100 BOIIPOCa C BEIBOJAAMH M MPEIJIOKCHUSIMU COCTaBUTEIS.

JlokmagHasi 3ampcka COCTAaBISACTCS KaK IO JIMYHOW WHHIMATHBE aBTopa (paboTHHKA), TaKk U IO
yKa3aHHUIO (MMChbMEHHOMY WJIM YCTHOMY) JTHPEKTOpA.

3anucka cocTaBiseTcss Ha OyMa)KHOM HOCHUTEJE WIM B 3JEKTpOHHOM Buzae. OdopmiieHue 3anucku
3aBUCHUT OT ajpecara. IIpu cocraBieHUM TOKIAIHOM 3alMCKH, aIpeCOBAHHOM TUPEKTOPY IIKOJbI B
pamkax lllkonbl, oHa cuMTaeTcsi BHYTpeHHEH M OQOpMISieTCs Ha CTaHJAPTHBIX JHCTaX Oymaru
¢dopmara A4. BHYTpeHHssI 3amMCKa JTOJDKHA CONEPXKaTh CIEAYIOIIME PEKBU3UTHI: BHUJ JIOKYMEHTA,
JaTy JOKyMEHTa, Ha3BaHUE TOKYMEHTa (3aroJIoBOK K TEKCTY), €CIIM TEKCT 0OoJiee YeThIpeX-TIsITH CTPOK;
ampecara, TEKCT, NOANHCh (C yKa3aHWEM JIOJDKHOCTH, (aMWink, WHUIMAIOB). [loamuceiBaer
BHYTPEHHIOIO JIOKJIAJIHYIO 3alIUCKY COCTaBUTEIIb.

Ecnu 3anmcka agpecyerca 3a mpenensl Llkomnsl, To ee odopmisitor Ha OJaHKe W OHA Ha3bIBaeTCA
BHEIIHEW. BHemHss 3amucka [TOJDKHA COAEpKaTh CIEAYIOIIME PEKBU3UTHI. HAUMEHOBaHUE
YUPEKIEHUS, BUJl JIOKYMEHTa, JaTy JOKYMEHTAa, PErMCTPAllMOHHBIA HOMEp, MECTO COCTaBJICHHS,
Ha3BaHUE JIOKyMeHTa (3aroJIoBOK K TEKCTY), €CIM TEKCT 0oJiee YeThIPEX-TISITH CTPOK, ajpecara, TEKCT,
MOAMKUCH AUPEKTOPA IIKOJBI.

Pa3HOBUAHOCTBIO JIOKJIQJHOM 3allMCKH  SIBJISIOTCS npeaACTaBJICHHA. Onn HCIIOJIB3YIOTCA  TIpU
AOKYMCHTUPOBAHUHA K&[[pOBOfI ACATCIIBHOCTH MW COCTaBJIAAIOTCA AUPCKTOPOM HJIM 3aMCCTHTCICEM
AUPCKTOpA. Hpe,Z[CTaBJ'IeHI/ISI COCTABJIAKOT B CIIYUasaX IMOOLIPCHUS pa6OTHI/IKOB, HaJIO0XCHUA BSBICKaHHﬁ,
IMPOBCACHUA aTTCCTAlIHU.

ABTOMaTI/ISaI_[I/IH AOKYMCHTHPOBAHUA

JU1s MOArOTOBKM JIOKYMEHTOB MOTYT NPUMEHATHCS aBTOMATU3MPOBaHHbIE TexHojoruu. Ilpu stom
co3/7at0TCs 0a3bl TaHHBIX (KOPPECHOHACHTOB, (OpM JTOKYMEHTOB, TpahapeTHBIX TEKCTOB U TEKCTOBBIX
3ar0TOBOK), PEIAKTOPCKHE MTPOTPAMMBI H JIp.

HOprI[OK pa3pa60TKH, OKCILTyaTalluy U IOJIb30BaHUS TaKUMHU CUCTEMAaMM OIPCACIIACTCA CTaHAapTaMU
B 00JacTu ABTOMATU3UPOBAHHBIX HH(bOpMaHHOHHBIX TEXHOJIOTHH.

3HeKTp0HHLIe AOKYMEHTbBI

HOpSII[OK COCTaBJICHMA, O(I)OpMJ'IeHI/ISI U COIIaCOBaHUA TIPOCKTOB DJJICKTPOHHBIX HTOKYMCHTOB
OCYHICCTBIIACTCA IO 06HII/IM nmpaBujiaM JCJIONPOU3BOACTBA, YCTAHOBJICHHBIM B OTHOLICHUH
AHAJIOTUYHBIX JOKYMCHTOB Ha 6YM21)KHOM HOCHUTCIIC. BHCKTpOHHLIP’I AOKYMCHT HOOJDKCH HMCTH
PEKBU3HUTLI, YCTAHOBJICHHBLIC [UJIsI QAHAJIOTHYHOI'0O AJOKYMCHTa Ha 6YMa)KHOM HOCHUTCIIC, 3a
HCKIIOYCHUECM OTTHCKA II€YaTHu.

B HepequL 065[33T€J'[BHBIX CBe)IeHI/Iﬁ (0] }IOKyMeHTaX, I/ICHOJ’IBSY@MLIX B LOEIsIX yqua U TI0UCKa
JIOKYMEHTOB B CHCTE€Max 3JEKTPOHHOTO TOKyMeHTooOopoTa IIIkombl B COOTBETCTBUU C MpaBUIAMH
nenonpousBojicTa B IlIkone, BxoasT:

e AJIPECaHT;

e ajpecar;

e JIOJKHOCTBH, (paMUIIMS M HHUITUAIIBI JTUIIA, TIOITHUCABIIErO JOKYMEHT,
e BHUJI JOKYMEHTA,

e JlaTa JOKYMEHTA,;

e HOMEp JOKYMEHTA,

e JlaTa MOCTYIJICHHS JOKYMEHTA;



e BXOJAIIMN HOMEDP TOKYMEHTA;

e CCBUIKA Ha UCXOJSIIUN HOMEDP U JaTy JIOKYMEHTA;
e HAMMEHOBAHUE JOKYMEHTA,

e WMHJEKC JeTa,

e CBEACHUA O Nepeajipecaliy JOKYMEHTa,

e KOJIMYECTBO JINICTOB OCHOBHOI'O JIOKYMEHTA;
e KOJIMYECTBO MPHUIOKECHUH;

e 00III€€ KOTHYECTBO JTUCTOB MPUIIOKCHHUIA;

e yKa3aHMS 10 UCIIOJTHEHUIO JOKYMEHTA;

e JOJDKHOCTE, @. U. O. UCHOIHUTES,

e OTMETKa O KOH(HUIEHIINATHLHOCTH.

B cocraB 10MOHATENBHBIX CBEIECHHI 00 3JIEKTPOHHOM JOKYMEHTE MOT'YT OBITh BKJIFOUCHBI CBEICHUSL:
HAaMMCHOBAHME AaBTOpa JOKyMeHTa (€CM aBTOp HE COBIAJaeT C aapecaHToM (OTIpaBHTEIICM)
3IIEKTPOHHOTO JOKYMEHTA), OTMETKA O IEPEHOCE CPOKA HCIIOJHEHHs JOKYMEHTa, CPOK XPaHCHHSI
JTOKyMEHTa, HAaUMEHOBAaHUS MPUIOKEHHH K 3JICKTPOHHOMY JOKYMEHTY, KJIFOYCBBIC CJIOBA, CTaTyC
nokyMmeHTa (IPOEKT, BEPCHst), BHI Iepeaadn JOKyMEHTa (DJICKTPOHHOW MOYTOH, MOYTOM, (pakcoM u
T. I.) 4 Jp.

Cpoku xpaHEHUs DJJICKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKAaM XpaHEHHUS JIOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOAATEJIbHBIMA M WHBIMH HOPMAaTHUBHBIMH MpPaBOBBIMU akTamu Poccuiickoii
®denepannu, TUTIOBBIMU MIEPEUHIMU JJII aHATIOTUYHBIX IOKYMEHTOB HAa OYMa)KHOM HOCHTEIIE.

4. OpraHu3anus J0KyMeHT0000p0TA 1 UCIIOJIHEHUs JOKYMEHTOB

4.1. Ilpuem u 06padoTKa NOCTYNAIOIIMX IOKYMEHTOB

4.1.1. JIprkeHue TOKYMEHTOB C MOMEHTA MX CO3/IaHUs WM MOJyYeHUS 0 3aBEPILCHUs] UCTIOTHEHHUS
WJIH OTIIPABKH 00pa3yeT JOKyMEHTOOOOpOT.

4.1.2. B nokymentoobopote 111KoIIbI BBIACISIOTCS CISAYIONIHE JOKYMEHTOTIOTOKH:
a) TOCTyMaroIas JoKyMeHTarus (BXosiiasi);

0) ornpaBisieMast JOKyMEHTAIs (MCXOas1iast);

B) BHYTPEHHSISI JJOKYMEHTAIIHSI.

4.1.3. JlocTtaBka W oTmpaBka JOKyMeHTOB B IIIkoiy ocCyIIecTBIseTCs, Kak IMPaBWIO, CPEACTBAMH
IOYTOBOM U 3JIEKTPUUECKOMN CBSI3HU.

4.1.4. Jloxymentsl, noctymatoniue B I[lIkomy, mpoxomsar mnepBUYHYIO 0OpabOTKy, pPErHCTpaIluio,
MpEeABApPUTENIBHOE PACCMOTPEHUE, TMepeJady pPYKOBOJACTBY Ha PAacCMOTpPEHHE, NEepeaaroTcs
WCIIOJIHUTEJISM U TIOCIIE UCTIONIHEHUS [TIOMEILAI0TCA B Jena.

4.1.5. Tlpuem u mepBuuHas 00pabOTKa JOKYMEHTOB OCYIIECTBIIAETCS CEKpeTapeM W (WIJIH) JIHIIOM,
OTBETCTBEHHBIM 32 BEJICHHE JIEJIONPOU3BOJICTBA.

41.6. Cekperapp y4eOHOH wactu u  (WIM)  JIMIO, OTBETCTBEHHOE 32  BEJCHHE
JEeTONPONU3BOICTBA, TIPOBOJIUT: MIPOBEPKY MIPaBUILHOCTH aJlpecoBaHHS MOCTYMAIOIINX
JOKYMEHTOB, ITPABUILHOCTH JOCTABKM U KOMIUIEKTHOCTH JIOKYMEHTOB; COPTHPOBKY JIOKYMEHTOB Ha
MOJUIKAIINE U HE TOJISKAINe PETHCTPALHH.

4.1.7. TlonyueHHbIE KOHBEPTHI C KOPPECHOHACHIIUMEH BCKPBIBAIOTCA, IIPU ATOM MPOBEPSETCS HAIMYHE
BJIO)KCHHMH, a TAaKXE€ YKa3aHHBIX B JIOKYMEHTax NPWIOXKEHUH. B ciydae moBpekIeHUs yNakOBKHU U



BJIO)KEHUN JIMOO OTCYTCTBUSl TNPUIOKEHHH COCTaBIsSETCS akT B JBYX OJKk3emiuiapax. Opux
HK3EMIUISIP aKTa HAIPaBJISIETCs] KOPPECIOHCHTY, BTOPOU MPUOOIIIAETCS K MOCTYIHUBIIEMY JOKYMEHTY.

4.1.8. Omub0o4HO NpuUCIaHHAasE KOPPECIOHCHIINS NIEPEChIIACTCS O MPUHAICKHOCTH, €CIIM U3BECTECH
azipec noiy4varess. B IpoTUBHOM ciiydae KOPPECIIOHIACHIIMS BO3BPAIIACTCS OTIPABUTEIIO.

4.1.9. KoHBepThl OT MOCTYyMAaOIIEeH KOPPECIIOHACHIIMNA COXPAHSIOTCA U MPUIIAraloTcsl K JTOKyMEHTaM
JUIIb B TOM cllydae, Korja TOJIbKO M0 HUM MO>XHO YCTaHOBUTH aJpec OTIPABUTEIS WM KOTJa Jara
MIOYTOBOTO IITEMIIEIIsi UMEET 3HAaU€HUE B KaUeCTBE JI0KA3aTeIbCTBA BPEMEHHU MOJy4YeHUs JOKYMEHTA.

4.1.10. CrieniianmicToM HE BCKPBIBAIOTCS] KOHBEPTHI MMUCEM C HAAMMUCKIO «JTMUHO». OHU TepeIatoTcs 1o
Ha3HAuYEHUIO

4.2. IlpeaBapurejibHOE PAacCCMOTpPeHHE TOKYMEHTOB

4.2.1. Cekperapp u (W) /MO, OTBETCTBCHHOC 3a BEICHHE JCIIONMPOU3BOICTBA, IPOBOIMT
MpeABAPUTEIIBHOE PACCMOTPEHUE JIOKYMEHTOB B LIEJISAX BBIJCJICHHUS U3 BCETO MacCHUBa MOCTYHUBIIEH
KOPPECMOH/ICHIIUU JOKYMEHTOB, TPEOYIOIUX 0053aTeIbHOr0 paccCMOTpeHUs qupekTopoM LIKombI.

4.2.2. OcHOBaHMEM JJIsi TPUHSATHS PEIICHUS B XOJ€ NPEABAPUTEIHLHOIO PACCMOTPEHUsS SIBISECTCS
coJiepKaHue IOKyMEHTa, a He a/IpeCOBaHUE JOKYMEHTa COOTBETCTBYIOIEMY PAOOTHUKY.

4.2.3. PGSYHBTaTOM npeaABAPUTCIIbBHOIO PACCMOTPCHUS SABJISICTCA HAIIPABJICHUEC NJOKYMCHTA TUPCKTOPY
IIkoasl uan AOJDKHOCTHOMY JIMIY B COOTBCTCTBUHM C YCTAHOBJICHHBIM B Ixome pacrnpeaciicCHuEM
00s13aHHOCTEH MCKAY HAUPCKTOPOM U MHOJLDKHOCTHBIMHU JIMIOAMH [Jid BBIHCCCHHSA YKa3aHHA 110
HCIIOJIHCHUIO JOKYMCHTA.

4.3. PerucTpanusi 10KyMeHTOB

4.3.1. Tlepenaya TOKYMEHTOB Ha PETUCTPALMIO MPOHM3BOAMUTCS TOJBKO IOCIE UX MPEIBAPUTEIHHOTO
PacCMOTpPEHHSI.

4.3.2. Perucrpanuu mojajexar Bce JOKYMEHTHI, TpeOyIOlie ydeTa, MCIIOJHEHHs, UCTIONb30BaHuUs B
CIPAaBOYHBIX IEJAX, Kak IOCTYNAKOUIME W3 APYTMX OpraHM3alMii M OT YacTHBIX JIUI], TaK H
oOpa3yromuecs B AesTenbHOCTH LLIKobl, U perucTpupyroTcss HE3aBUCUMO OT CIIOC00a UX JTIOCTABKHU.

4.3.3. K nokymMeHTaMm, HE MOAJESKAIIUM PETUCTPAIMH, OTHOCATCS IOKYMEHTBI, HE TpeOyromme
UCIIOJIHEHUSI W HE cojepxkamue HH(OpMalMM, HCIOJIb3yeMOM B  CIPaBOYHBIX  LIEJAX:
[IPUIJIACUTEIbHBIC, [O3/IpaBUTEIbHBIE IHCbMA, TEJErpamMMbl, OWJIEThl, IUIaHbl, MPOrPaMMbI
CEMHHApOB, KOH(EepeHINi, CUMIIO3UYyMOB M JIPYrMX IOJOOHBIX MEPONPHUATHH, AOKYMEHTHI IO
OyXrajaTepckoMy yuyeTy, MaTepHaJbHO-TEXHUYECKOMY OOECIEeUeHHI0, IIJIaHOBble, (HUHAHCOBBIE
JOKYMEHTBI, ITOCTyNarome 0e3 ConpoBOAUTEIBHOIO MUChMA, PEKJIAMHBIE TOKYMEHThI, KOMMEpUECKHe
MPEUIOKEHUS, TeYaTHbIE U3aHus, YHU(PHUIUPOBaHHBIE (POPMBI M OJIaHKU JTOKYMEHTOB U JIp.

4.3.4. JTokyMeHTHI, MOJUIeXkKAIUe PErUCTPALlUU, PETUCTPUPYIOTCS B JKYpHAJIe PETUCTPALIUHN BXOISIINX
nokyMmeHToB (npuiiokenne Ne 12) B JieHb MOCTYIUICHHS — B Cilydae IMOCTYIUICHHS JOKyMEHTa B
pabOouee Bpems; Ha CIEAYIOUMHA pabouynii eHb — B Cilydae MOCTYIUIEHHUS JOKyMEHTa B Hepabouee
BpEMsI; HE3aMEIIUTEIbHO — C OTMETKaMU «CpouHo», «OnepaTuBHON.

4.3.5. Ha nokymeHTax, mocrtymalomux B anapec Ilkombl, B HIDKHEM IPaBOM YINIy JHIICBOM
CTOPOHBI IIEPBOTO JIMCTA JOKYMEHTA MPOCTABISAETCS PETUCTPALMOHHBIN ITAMII C YKa3aHUEM JaThl U
MOPSAIKOBOTO PETUCTPATMOHHOTO HOMEDA.

4.4. PacnipeesieHUe NOCTYNAKIIMX I0KYMEHTOB

4.4.1. Tlocne perucTpany JOKYMEHTHI IIepeJatoTcsl Ha paccMOTpeHue qupektopy LIKombl.



4.4.2. Tlocne paccmorpenus AupPeKTOpoM IIIKOIBI TOKYMEHTHI BO3BPAINAIOTCS CEKpeTapio H (MIIH)
Jiuy, OTBETCTBCHHOMY 3a BCACHUC ACIIOMPOU3BOACTBA, HJISI ICPCHCCCHUA yKa3aHI/Iﬁ 10 UCITOJIHCHHUIO
JTOKYMEHTa B JKYpH&JI DPETHCTpAalMd BXOISANIMX JOKYMEHTOB. B COOTBETCTBHM C yKa3aHHSIMH IO
HUCITOJIHCHHUIO IIOAJIMHHHUK AOKYMCHTa HampaBJIsACTCA paGOTHI/IKy, SABJIIOIICMYCA
OTBETCTBCHHBIM HCIIOJHUTEIIEM, a COHMCIIOJHUTEISIM HANpPABJISAIOTCS KOMHHM JOKYMEHTOB (eciu
HUMEIOTCS), O YeM JICIaeTCsl OTMETKA B )KYPHAJIC PETUCTPAIIMK BXOSIIUX JOKYMEHTOB.

4.43. DIeKTpOHHBIE COOOIICHHUS, TMOChIIAEMBIE II0 DJIGKTPOHHOW IOYTE, HCIOJIHSIOTCS
AQHAJIOTUYHO JOKYMEHTAaM Ha OYMa)KHBIX HOCHTEIISAX C yUYETOM OIpEIelIeHHON crielupUKH B TIpoliecce
HUCIIOIHEHUS.

4.5, HOpﬂ)IOK 06p360TKI/I H MPOXO0KACHUA UCXOAAIIUX U BHYTPEHHUX JOKYMECHTOB

451, [Tlopsamok TMOArOTOBKM HUCXOJANIMX JOKYMEHTOB BKJIIOYaeT B cebs paboTy Mo
COCTABJICHHIO MPOEKTA JOKYMEHTA, COTJIACOBAHMIO, TONHCAHUIO (YTBEPIKICHHIO) U OTIPABKe.

45.2. Jlo mepemauu JOKyMEHTa HAa TOJNUCh HUCIOJHUTENIb JIOJDKEH TPOBEPUTH  €r0
coJiep>KaHue, MPaBUIbLHOCTh O(OpMIICHUS, HANUMYUE HEOOXOIUMBIX BH3 W MPUIOKEHHH. JJOKyMEeHT
MPEJICTABIISIETCSA HA MOAMKUCH BMECTE C MATEpUAIAMH, HA OCHOBAHUYU KOTOPBIX OH TOTOBUJICS.

4.5.3. BuyTpeHHHE JOKYMEHTBI O(OPMIISIOTCS M UCHIOIHSIOTCS (MCITONB3YIOTCs) B ipeaesax [1Ikosbl.

45.4. BuyrpeHHHe  JOKyMEHTHI  (IOKJIAJHbIC  3alUCKH, CIPaBKH, CBOAKH H  Jp.)
paccMaTpuBaIOTCS TEMU JAOKHOCTHBIMU JTUIIAMU, KOMY OHH HAIPaBJICHBI.

4.5.5. OTBETCTBEHHBIE 3a JEIONPOU3BOACTBO Mepe cAauel KOPPECIIOHACHIINY Ha OTIPABKY JIOJIKHBI
00s13aTeIbHO  MPOBEPUTH IPABWIBHOCTH ee¢ odopmieHns u azapecoBaHus. KoHBepToBanme
KOPpPECTIOHIEHIIMM W JPYTHX  TIOYTOBBIX  OTMPABICHUH  MPOU3BOIAUTCA  CTPYKTYPHBIMHU
noapazaenenusmu LIkomsr.

4.5.6. Peructpanus OTHpaBISIEMbIX JOKYMEHTOB OCYILIECTBIS€TCS B JIeHb HUX IOJAINUCAHUSA
(yTBepykeHHs) WM Ha CJICAYIOIUA pabouunii JeHb. PerucTpaliMoOHHBI HOMEp JIOKyMEHTa W jJaTta
perucTpaly TMPOCTABISIIOTCS HAa MOMJUMHHMKE JIOKYMEHTa B pEKBHU3UTaX OJaHka M Ha
konuu, octatouieiics B fene Llkonsl. CipaBo4HBIM anmapaToM JUIsl UCXOSAIINX JOKYMEHTOB SIBIISIETCS
KypHaJl pETUCTPALIMU ITHX TOKYMEeHTOB (mpriioxenue Ne 12).

4.5.7. OTnpaBKy UCXOJSIIUX JTOKYMEHTOB TMPOU3BOIUT CEKpeTapbh W (MIIH) JIMIO, OTBETCTBEHHOE 32
BeJieHHe  jenonpou3BojacTBa. CpouHas  KOppecmoHAeHIMs  odopmisieTcss M OTHpaBiseTcs
He3aMeUTUTEIBHO CeKpeTapeM M (WIIN) JIMIIOM, OTBETCTBEHHBIM 3a BEJICHUE JETONPOM3BOICTBA.

45.8. Cekperapp u (WiIM) JHIO, OTBETCTBEHHOE 3a BEJCHHE JICJIONPOU3BOJICTBA, MPOBEPSET
MPABUIBHOCTh O(GOPMIICHUS] HUCXOSAIUX JOKYMEHTOB, IMPOU3BOAUT COPTUPOBKY JIOKYMEHTOB IO
crioco0y JIOCTaBKM KOPPECIOHICHIHMU ajpecary (mpocras, 3akasHas, MEXKAyHapoIHas W
ap.). HempaBunbHO 0GOpMIICHHBIE JOKYMEHTHI W KOPPECIOHACHIUS HECITy)KeOHOTO Xapakrepa K
OTIPAaBKC HEC IPUHUMAIOTCA U BO3BPAIIArOTCA JIMIY, TOATOTOBUBIIEMY JOKYMCHT.

459, OTHpaBHHCMa}I MO0 MOYTC KOPPECIOHACHIUA IMMPOXOAUT YIIAKOBKY, aApCCOBAHUC, IMTPOCTABJIICHUC
CTOMMOCTH MMOYTOBBIX YCIYT U IIEPCAAYy Ha OTIIPABKY B MECTHOC OTACICHUC CBA3U.

45.10. Ha B3aka3Hyl0 KOpPPECIOHICHIMIO, Ha JIOKYMEHTHI C TOMETKOH «Jlist ciyxkeOHOTO
MOJIb30BaHMA» COCTABJSIETCS PEeCcTp, KOTOPBIM 3aTeM BO3BpAIIAETCS CEKpeTapro y4eOHOM wyacTu
U (WIK) U1y, OTBETCTBEHHOMY 3a BEIICHHE JICIONPOU3BOJICTBA, C PACIUCKON PaOOTHUKOB MTOYTOBOTO
OTJENICHHSI CBSA3H WJIM MHOTO JIMIA, 00E€CIIeUNBAIOIIET0 OTIPABKY JOKYMEHTOB.

4.5.11. Tlepenaua c MCHOJNB30BAaHUEM CPEACTB (PAKCUMHIBHOW CBSI3M JOKYMEHTOB, COZEp KaluX
ciy’)keOHyI0 MH(OpPMalLlMI0 OrPaHUYEHHOI'O PpACHpPOCTPAHEHHUS, B TOM YHCIE C NOMETKoW «Jls



CITy’)KeOHOTO TIOJIb30BaHUs», He paspemraercs. Kareropuyecku 3ampemmaeTcs rnepeaada mo cpeacTBaM
(baKCHMUIIBHOM CBSI3M CEKPETHBIX JOKYMEHTOB.

4.5.12. C wucnonp30BaHUEM CPEACTB (AaKCUMHIBHOW CBA3M MOTYT OBITh IEpeJaHbl MaTepHalibl
TEKCTOBOTO, TaONMYHOrO WJIM TIpadUuecKoro XapakTepa, HCIOJIHEHHBIE  THIOTPAa(CKUM,
MAaIIWHOMHACHBIM

WM PYKOIIMCHBIM cocoOoM B YCPHOM HWJIM TCMHO-CHMHEM INIBCTC C YCTKUM W KOHTPACTHBIM
n3o0pakeHueM (IepBble JK3EMIUIAPHl WM UX KCEPOKONWH) Ha Oenoil Oymare ¢ MHUHHMAIbHOM
BbICOTOM OykB W mudp 2 mm. OObeM mepenaBaeMoro B TEUCHHE OJHOIO CEeaHCa CBS3U JTOKYMEHTA,
BBIITOJTHEHHOTO Ha Oymare ¢popmata A4, He TOJHKEH MPEBHILIATh MSATH JINCTOB.

4.5.13. OTBETCTBEHHOCTh 3a cojep)aHue WH(OPMAIIUHU, TEpEeaaBacMON ¢ UCIOIB30BAHUEM CPEICTB
(hakCUMUIILHOM CBSI3H, BO3JIaraeTcs Ha UCIOJIHUTENS, MOArOTOBHUBIIETO (hakcorpaMMy IS epeaayu.

4.6. Oco0eHHOCTH PAGOTHI C JIEKTPOHHBIMH JOKYMEHTAMH
4.6.1. B [lIkone co3qatoTcst U UCTOIB3YIOTCS:

e DJIGKTPOHHBIE JIOKYMEHTBI, CO3/1aBa€MbIC€ B JJIEKTPOHHOW (opme 0e3 IperBapUTEIbHOIO
JIOKYMEHTHPOBaHUS Ha OyMa)kHOM HOCHUTEIIE,

e D3JIEKTPOHHBIE 00pPa3bl JOKYMEHTOB, [IOJIyYEHHbIE B Pe3YyJIbTaTe CKAHUPOBAHUS JOKYMEHTOB U
XpaHSIIUECs B CUCTEME AJIEKTPOHHOI'O JOKYMEHTO000pOTA.

4.6.2. Ilpuem U OTHpaBKa 3JIEKTPOHHBIX JTOKYMEHTOB OCYIIECTBIISIFOTCSI OTBETCTBEHHBIM 32 BEACHHE
nenonpou3Boactsa B [llkore.

4.6.3. DIIEKTPOHHBIE JOKYMEHTBI CO3JIAI0TCs, 00pabaThIBAIOTCS W XPAHATCS B CUCTEME JICKTPOHHOTO
nokymeHnToobopota LIkomb.

4.6.4. DneKTpOHHBIN TOKYMEHT JO0JDKEH OBITh 0(hOpMIIEH 1O OOIIMM MpaBHIIaM JIEIONPOU3BOJICTBA U
UMETh PEKBU3UTHI, YCTAHOBJEHHbBIC /JIs AHAJOTMYHOTO JIOKyMEHTa Ha OyMaKHOM HOCHUTENe, 3a
HCKJIIOYEHUEM OTTHCKa euaTu 1 u3oopaxkenus I'ocynapcrBennoro repda Poccuiickoit denepanun.

4.6.5. Jlns moATBepKIEHUS TOUIMHHOCTH DIIEKTPOHHBIX JOKyMeHTOB B llIkore wucmonb3yrorcs
JIEKTPOHHBIE IM(pOoBbIE ToANKcU. Mcnonb3yemble cpeacTBa 3JIEKTPOHHOW HUGBPOBONW MOJIIMUCH
JOJKHBI OBITh CEpTU(GUIMPOBAHBI B YCTAHOBJICHHOM MOPSIKE.

4.6.6. EnuHuneit yd4era OJNEKTPOHHOTO JOKYMEHTa SIBISIETCS  OJIEKTPOHHBIA  JOKYMEHT,
3apETUCTPUPOBAHHBIA B CHUCTEME DJIEKTPOHHOTO JoKyMeHTooOopora Illkombl. neKTpoHHBIN
JOKYMEHT, UMEIOIIUI ITPUII0KEHUS], PETUCTPUPYETCA KaK OJUH JTOKYMEHT.

4.6.7. Ilocne oOTHpaBKU 3JIEKTPOHHOIO JOKYMEHTAa, 3aBEPEHHOT0 DSJIEKTPOHHOH MOJIMHCHIO
YIIOJTHOMOYEHHOTI'0 JAOJKHOCTHOIO JIMIA, TOCBUIKK aJpecaTy €ro KOIUU Ha OyMa)KHOM HOCHUTEIE, KakK
NpaBuUjIo, He TpeOyercs, 3a HCKIIOYCHHEM OTBETOB Ha OOpaIleHHs TpakKAaH, MOCTYNMBIIUX IO
MH(OPMALIMOHHO-TEJIEKOMMYHUKAI[MOHHBIM KaHalaM, Ha KOTOpbIE 3asBUTENIO JAETCS MHUChMEHHBIH
OTBET, HAaIIPABJISIEMbIil 110 TIOYTOBOMY a/IpeCy, YKa3aHHOMY B OOpallleHUH.

4.6.8. VcnonHeHHBIE QJICKTPOHHBIC JOKYMCHTBI CHUCTCMATU3UPYIOTCA B JA€JIa B COOTBCTCTBHUU C
HOMeHKJ'IaTypOI\/'I nen IIkomer u HHIACKCUPYIOTCA B IMOPAAKE, YCTAHOBJICHHOM B OTHOIICHWH MCII,
COCTaBJICHHBIX M3 JOKYMCHTOB Ha 6y'Ma)KHOM HOCHUTCIIC. HpI/I COCTAaBJICHUM HOMCHKJIATYPbI ICJI B
3aroJIOBOK A€jia BKIIIOYACTCA YKa3aHUEC <<3J’IeKTp0HHBIe JOKYMCHTED.

4.7. MupopmanuoHHas 6€30MACHOCTH



4.7.1. HWudpopmarnmonnsie pecypchl Ilkoasl mo goctymy (BO3MOKHOCTH — HCIIOJIb30BAHHS)
MOJPA3ACISIFOTCS Ha OTKPBITYIO (00IIenoCTynHy0) HH(pOpManuio, CIyKeOHY0 HHQOpMAIHI0 WU
uHGOPMAIIHIO OTPAHUYEHHOTO pacipocTpaHeHus (ocTyma).

K kateropuu otkpbIToi HHGOPMAIIUU OTHOCUTCS UH(OpMaLHs, coepKalascs B JOKyMEHTax U 0a3ax
nauHbIx [Ikonbl, HEMOCPECTBEHHO 3aTparuBaroias npaBa U UHTEPECHl TpaXkaaH.

K kareropum cimyxeOHOW MH(OpManu OTHOCUTCS HH(OpMAIUs, COAep)Kalascs B JOKyMEHTaxX U
6azax mansbix [Ikonbl, mpenHa3HaueHHas Ui JOJDKHOCTHBIX JHUI] W paboTHukoB Illkonbl, mpu
BBIMIOJIHEHUH WMHU CBOUX (DYHKIIMOHAJIBHBIX OOS3aHHOCTEW, HE 3aTparuBaroIlas HampsMylo MpaBa
U MHTEPEChI IPaKIaH M HE OTHOCSAIIASACS K KATETOPHH OTPAaHMYCHHOTO pACIPOCTpaHeH s (J10CTyIa).

K kareropuu uH(pOpMAIMK OrPAaHUYEHHOTO PACIPOCTPaHEHUs (IOCTyIa) OTHOCUTCS WH(pOpMAIHS,
coJep Kamiasics B JTOKYMEHTaX u 0azax JIAHHBIX, BKJTFOYAOIIIAsT CBEJICHUS
KOH(UICHIIMALHOTO XapaKTepa.

Bcest mnpoOpManus, conepxkaniascs B JOKyMeHTax u 0azax gaHHbIX [1IKOJIbI, 10 yMOJTYAHHIO SBIISETCS
OTKpBITOH U 00menocTynHoi. VckitodeHne coctapiseT UH(OpMAIHs, OTHECCHHAs K KaTeropusiM
CITyeOHOM M OrPaHMYCHHOTO pacrpocTpaneHus (ocTyma).

4.7.2. JlocTyn moJyib30BaTeie K WHPOPMAIMM OTPAHUYHMBACTCS IyTeM OTHECCHHsS WH(OpMammu K
COOTBETCTBYIOIIICH KATErOPUM W HAIIOKEHHEM Ha Hee COOTBETCTBYIOIIEro rpuda OrpaHuYCHUs
pacnpoctpaneHusi. MupopMaius orpaHUYeHHOTO JgocTyma cHabxkaercs rpudom «/ st ciryxeOHOTO
MIOJIb30BAHHUSY.

HpaBOM OTHCCCHUA HHq)OpMaHHH K KaTeropuu OrpaHu4C€HHOro JOoCTymna W  HAJIOKCHHUA
COOTBCTCTBYROLLICTO rpmba 06naz[aeT ABTOP AOKYMCHTA I10 COITIACOBAHUIO C ATUPCKTOPOM IIxomnsl.

HOKYMGHTI/IPOBEIHH&H PIH(l)OpMaI_II/ISI OI'PAaHUYCHHOI'0 pacCIipoCTpaHCHUSA oe3 CaHKIIMM AJOJIZKHOCTHOI'O
Juna, YCTAHOBHBHICIO PEKHM OrPpaHUYCHHOI'O pacClpoCTpaHCHUA A JAaHHOI'O0 JOKYMCHTA, HC
IOJIC)KUT Pa3rjIalliCHHUIO (paCHPOCTpaHeHI/II-O). Hpe,HOCTaBJ'IeHI/Ie IMOJIB30BaTCIIsIM JOCTYyIIAa K ,Z[aHHOﬁ
I/IH(i)OpMaIII/II/I OCYHICCTBIIACTCA HCKIIOYUTCIBHO I10 COTJIACOBAHUIO C YKA3aHHBIM JOJIKHOCTHBIM
JIMIIOM ITYTEM IToAa4un COOTBCTCTByIOH.[CfI 3asBKH.

JIOIOKHOCTHBIE JIMIIA, TPUHSABIIME pelieHre o0 OTHEeCeHMH HHQpopMaluu, 3apUKCUPOBAHHON B
JNOKYMEHTE, K Kareropud OIPAaHUYEHHOI'O paCIpOCTPAHEHHs, HECYT OTBETCTBEHHOCTb 34
000CHOBAHHOCTb NMPUHATOIO PEIIEHUS U €r0 COOTBETCTBUE JEHCTBYIOIIEMY 3aKOHOAATENbCTRY.

4.7.3. Jlnunbie nena paOOTHUKOB, JHYHBIE KAPTOYKH PAaOOTHHKOB, TPYIOBBIE KHIKKHA PaOOTHHKOB,
MIPUKa3bl MO JINYHOMY COCTaBY JOJDKHBI XpPaHUTHCS B cefie UM B METAIUTMYECKOM IIKady.

bnaHku TpynOBBIX KHIDKEK 1O Mepe HEeO0OXOAMMOCTH BBIIAIOTCS OTBETCTBEHHOMY JIMILY KaJpOBOH
ciy>kObl. 3anmucu B TPYAOBON KHUXKE MOJIMUCHIBAET PYKOBOIUTENb KaJIpoBoi ciyxO0bl OO. Yuer,
XpaHeHHEe M BbIady OJaHKOB CTPOroW OTYETHOCTHU: AMIUIOMOB, BKJAJBIIIEH K HUM, CBUIETEJIbCTB,
YIIOCTOBEPEHUI BENIET 3aMECTHTENh TUpeKTOopa. biianku xpansrcs B ceride.

4.7.4. YcraHoBKa U OKCIUTyaTallisl MPOIPAaMMHOIO OOeCledyeHusi, MOJIYYeHHOro U3 JIHOObIX
WUCTOYHUKOB ¥ BBHIMOJNHAONIET0 (YHKIMH, HE CBSI3aHHBIE HEMOCPEICTBEHHO C BBITOJHEHHEM
pabOTHHKAaMU CBOUX JOJDKHOCTHBIX 00sI3aHHOCTEH, KaTETOPHUECKH 3alpelleHa.

4.7.5. Bces rmpencrtaBieHHas B 9JIEKTPOHHOM BHae uHH(popmanus, noctynatoomas B Ilkomy,
B 00513aTE€IbHOM MOPSAKE MOJIEKUT MPOBEPKE AHTUBUPYCHBIMH CPEACTBAMH.

4.7.6. DnexTpoHHAas  TOYTa  MOXET  HCIIOJNB30BaThCSl  IOJB30BATEISIMH  TOJBKO  JUIS
oOMeHa uHpopManuel, OTHOCAILICHCS K KaTeropuu OTKPHITOM U CiIy)XeOHOH. 3ampernieHo



WCIOJIb30BATh JIEKTPOHHYIO MOYTY [UIsl Tepenadd uHGOpMaluu, OTHOCALICHCS K KaTeropuu
OTPaHUUYEHHOTO PaCIPOCTPAHEHUS.

5. KoHTpoJIb 32 HCIOJIHEHHEM JOKYMEHTOB
5.1. Opranusanusi KOHTPOJIS

5.1.1. KoHtponto mnojjiexaT BCE 3aperuCTPUpPOBaHHBIC JIOKYMEHTBHI, TpeOyrolue HCIOIHEHHUS.
KonTtponb ucnomHeHUsT TOKYMEHTOB BKIIIOYAET: YYET, MOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB
WCIIOJIHEHUS, HEMOCPEACTBEHHYIO IPOBEPKY XOJa HCIOJHEHUS, MPOBEPKY KadecTBa HCIOJIHEHHS,
aHaAJIN3 PE3yJIbTATOB UCTIOTHEHUS.

5.1.2. KoHTpollb 3a WCIOTHEHHEM JOKYMEHTOB YCTAHABIMBAaeTCS B IMENsAX O0OecredeHus ux
CBOECBPEMEHHOT0 M KauyeCTBEHHOT'O HCIIOJIHEHUS, MOBBILICHUS YPOBHS OPraHU3aTOPCKON pabOThHl U
HCMOJIHUTENBCKOW TUCIIUIIIIUHBI.

5.1.3. [Ipu mocTaHOBKE JOKyMEHTa Ha KOHTPOJIb Ha MPAaBOM BEPXHEM IIOJIE JIOKYMEHTa JAeaeTcs
OTMETKA 0 KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (LITAMIIOM) «KOHTPOJIbY

5.1.4. KoHTpoJTIO MOJIekKAT MPUKa3bl, PEIICHUs] COBETOB, a TAKXKE JOKYMEHTBI, OCTYMAIOIIUE Ha UMS
nupextopa [Ikomsl.

OpraHI/IBaHI/IH KOHTPOJIA UCITIOJTHCHHA BKIIKOYACT B cebs.

e IIOCTAHOBKY JOKYMCHTA Ha KOHTPOJIb,

* MOHHUTOPHUHI UCIIOJHCHUS KOHTPOJIbHBIX Hopyqum?I JOKYMCHTOB;
e CHJITHC UCIIOJIHCHHOT'O TOKYMEHTA C KOHTPOJIA,

e HalpaBJICHUC UCIIOJIHCHHOTO JOKYMCHTA B ACJIO.

5.1.5. PykoBoauTenu  CTPYKTYpPHBIX  MOJpa3felieHud  00si3aHbl ~ paccMaTpuUBaTh  COCTOSIHHE
HCTIOTHUTENILCKON AUCIUIUIMHBI 110 JOKYMEHTaM € MopydeHusMu aaMuHucTpanuu [komsl, a Takxke
JOKYMEHTBI, MOCTYNHBIIHE B aJpec CTPYKTYPHOTO MOJApa3JelieHuss W TpeOyrollue HUCIOTHEHHUS U
MOATOTOBKH OTBETA.

5.1.6. IoKkyMeHT CcUHMTaeTCs MCIOJHEHHBIM, KOTJIa PEIICHbI OKOHYATENFHO BCE MOCTABJICHHBIE B HEM
BOIMPOCHI U COOJIIOJICHBI CIEYIOIINE CPOKH:

e €CIIU B IOKYMEHTE ITOCTaBJIEH CPOK UCIIOJIHEHUS — B YKA3aHHBIHN CPOK;

e JIOKYMEHTHI 0€3 yKa3aHMs CPOKa HCIIOJIHEHHS — B MECSIUHBIN CPOK;

e €CIIU B IOKYMEHTE UMEETCSl IOMETKA «CPOYHO» — B TPEXIHEBHBIN CPOK;

e ToOpyueHMs 0€3 yKa3aHUs KOHKPETHON JaThl UCIIOJHEHUS — B MECSUYHBIHN CPOK;

e C IIOMETKOW «omnepaTHBHO» — B 10-THEBHBII CPOK;

e 10 OOpallleHUsIM TpaxJiaH, TPeOYIOUIMM JOMOJHUTEIBHOIO H3y4eHHUsS U NPOBEPKU, — JI0
OJIHOTO MEcsiIla CO JHSI PETUCTPAIlH, IO OCTaIbHBIM — HE OoJee 15 gHeit.

CpOK HCUYHCITACTCA B KAJICHAAPHBIX JHAX C JAThI IOAIIMCAHUA JOKYMCHTA.

Ecnm mocnennuii eHb MCTIOMHEHHUs JOKYMEHTa MPUXOIWTCS HAa HEpaOouMii J€Hb, OH IOJJICKUT
WCIIOJIHEHUIO B MIPEIIIECTBYIONUI eMy pabounii JeHb.

[Ipy HeoOXoIMMOCTH TPOAJIEHUS CpPOKAa HCIIOJHEHUS JOKYMEHTa OTBETCTBEHHBIH MCIIOJIHUTENb
MPEJCTABISAET HA UM TUPEKTOpPA, JAaBILIETo MOPyYEeHUE, MOTUBUPOBAHHYIO IPOCHOY O €ro MpoajeHUH
HE MO3HEE YeM 3a TPH JHS 10 UCTEUEHUs] YCTAHOBJIEHHOI'O CPOKa, C YEM CBOEBPEMEHHO INepeaaeTcs
uHpopMalKs B IPUEMHYIO JUPEKTOpA.

5.2. Ilops/10K CHATHSA JOKYMEHTOB € KOHTPOJISI



5.2.1. JIokyMeHTbl CHUMAIOTCSI C KOHTpPOJS, €CIU pEeUIeHbl IOCTaBJICHHbIE B HUX BOIMPOCHl WIH
aBTOpPAM JIaH OTBET IO CYIIECTBY.

[IpomMeKyTOUHBI OTBET, PaBHO Kak MW 3alpoC IO HCIOJHIEMOMY JOKYMEHTY WJIH YacCTUYHOE
UCIIOJIHCHHUE TIOPYYEHHUS], HE SABIJISICTCS OCHOBAHUEM JUJIS IPU3HAHKS JTOKYMEHTA UCIIOIHECHHBIM.

5.2.2. CHATb JOKYMEHT C KOHTpPOJII MOXET TOJBKO JOJDKHOCTHOE JIMLIO, KOTOPOE MOCTAaBUJIO €ro Ha
KOHTPOJIb.

5.2.3. OcHOBaHHEM Jisl CHSATHSI C KOHTPOJS JOKYMEHTOB C mopydeHusMu nupektopa Llkomsl
SBJIICTCS JIOKYMEHT — OTBET, TOJIMUCAHHBIA IUPEKTOPOM, €ro 3aMeCcTUTeNIeM, JHOO cIpaBKa 00
WCIIOJIHEHUH IOKYMEHTA 3a MOAMKCHIO PYKOBOJUTENS CTPYKTYPHOTO TOApa3AeIeHUS.

6. YdeT u XpaHeHHe NeyaTei, ITAMNOB U 0JIAHKOB

6.1. O0s3aTenbHOMY yUYeTy IMOJICKAT BCE BUIBI MEYaTeH M MITAMIIOB, OJIAHKU CTPOTOM OTYETHOCTH,
KOMAaH/IUPOBOYHBIE yIOCTOBEPEHUS, CIIYKEOHbBIE 3a/1aHUsl, TPYI0BbIE KHIKKH.

6.2. Yuer Bcex meuareil um 1TamnoB, umeromuxcs B IlIkone, BemeTcs B CHCHUATbHOM JKypHAie
(mpunoxxenue Ne 13).

6.3. XKXypHansl ydera BKIIOYAIOTCS B HOMEHKIATYPY JAed. JIMCTBI MX HyMEpYIOTCS, MPOIIUBAIOTCS U
OII€YaThIBAIOTCS.

6.4. [Teyatu ¥ ITAMIIBI TOJDKHBI XPAHUTHCSA B ceiiax UM METaUIMYECKUX MIKadax.

6.5. OTBeTCTBEHHOCTH 32 XPaHCHUEC U UCIIOJIBb30BAHUC Heaneﬁ, mTaMIIOB HECYT JIMIA, OTBETCTBCHHLBIC
3a BCACHUC ICIOIIPON3BOACTBA.

6.6. YHHUTOXKEHHE OJAaHKOB IMPOU3BOAMUTCS IO aKTy C OTMETKOH B COOTBETCTBYIOLIMX MYypHajax
ydera.

6.7. [leyaTw ¥ WITAMITBI YHUYTOXKAIOTCS 110 AKTY.

6.8. [IlpoBepka Hanuuusi meyareil, IUTAaMIOB M OJAHKOB, a TakXke MOpsSAKa HUX XpaHEHUs U
UCIOJIb30BAHUS IIPOU3BOJUTCS KOMUCCHEH HE PEKEe OJHOIO pasza B TOJ OJHOBPEMEHHO C IIPOBEPKOH
COCTOSIHUS I€TIONIPOU3BOJICTBA.

7. CocTaBjieHUEe HOMEHKJIATYPBI el

7.1. HomeHknatypa Iiell — CHUCTEMAaTU3UPOBAHHBIA IEPEYCHb 3aroJioBKOB (HaUMEHOBAHWIT) e,
3aBOJIMMBIX B 00pa3oBaTelbHON OpraHu3alliM, C YKa3aHUEM CPOKOB MX XpaHEHHs], 0()OpMIIEHHBIN B
yYCTaHOBJIEHHOM mnopsake. HoMeHknaTypa Aen mnpeaHa3sHaueHa [Uisi TPYIIUPOBKH HCIOJHEHHBIX
JOKYMEHTOB B JI€JIa, CUCTEMAaTU3allUd U Yy4eTa JeJl, ONPEIEIICHNs CPOKOB MX XPAHEHMS U SIBISETCS
OCHOBOW /ISl COCTAaBIICHHs OMHUCEH JIel MOCTOSHHOTO M BpeMeHHoro (cmeimie 10 jer) xpaHeHus, a
TaKoKe JUIA ydera Jien BpeMeHHoro (1o 10 net BKIFOYUTENBHO) XpaHEHHUSI.

7.2. HomenknaTtypa aen oOpa3oBaTeNbHON OpraHM3alluid COCTABISAETCS PabOTHHKOM, Ha3HAUYE€HHBIM
MIPUKAa30M PYKOBOIMTENSI 00pa3oBaTeIbHON opranu3anuu (Janee — OTBETCTBEHHBIH) B COOTBETCTBHU
C yCTaBOM 00Opa30BaTENbHON OpPTraHW3allUUd U TOJIOKEHUSMU O €r0 CTPYKTYPHBIX MOJpa3JesICHUsX,
IMTAaTHBIM pPACTHCAHWEM, TUIAHAMU W OTYeTaMH O paboTe, MEepPeUHsIMH JOKYMEHTOB C YKa3aHUEM
CPOKOB HX XpaHEHHs, HOMEHKJATypaMU JeJl 3a MPEAIIeCTBYIOIIME Trojbl. M3yyaloTcs AOKYMEHTHI,
oOpa3yroluecs B AeSITeIbHOCTH 00pa30BaTeIbHON OpraHnu3alliy, X BUJIbI, COCTAB U COJIEpKaHue.

7.3. CTpyKTypHBIE TOApA3JeNeHus eXeroaHo, He mo3aHee 30 HOAOPS TEKYHIETro rofa COCTAaBISIOT
NEPEeYHH JOKYMEHTOB, KOTOpbIe OOpa3ylOTCsi B Ipolecce JesSTeNbHOCTH M IPEICTaBIAIOT HUX



OTBETCTBEHHOMY i (OPMUPOBAHUSA CBOJHON HOMEHKJATypbl neid. OTBETCTBEHHOCTh 3a
OpraHu3allil0 CBOEBPEMEHHOI'O COCTABJIEHUS IMEPEYHS JOKYMEHTOB [UJIi HOMEHKJIATYphl el
o0pa30BaTeNbHOM OpraHu3aluy BO3jaraeTcsl Ha pyKOBOJIUTENEH CTPYKTYPHBIX MOIpa3iesieHUH.

[Ipy HEOOXOAMMOCTH Ml CTPYKTYpHOTO TOAPA3ACNEHUS MOMKET COCTaBJISATHCS OTIENbHAS
HOMEHKIaTtypa jeil. HoMeHkimaTypa 1€l CTpYKTYPHOIO IOJAPA3JElIEHUs COCTaBISAETCS JIMLIOM,
OTBETCTBEHHBIM 3a BEJICHUE JIEJIONPOU3BOJICTBA CTPYKTYPHOTO IMOAPA3IECICHHS], COTJIAaCOBBIBACTCS U
MOJMUCKHIBACTCS PYKOBOAMTEIEM CTPYKTYPHOTO TIOAPA3ACICHUS W TPEACTABISETCS pPabOTHUKY,
OTBETCTBEHHOMY 3a OpraHH3al{io JeJIONPOM3BOACTBA W AapXUBHOE Jel0 B 00pa3oBaTeabHOU
OpraHu3aIyu.

7.4. Homenkmarypa  gen  o0Opa3oBaTeNbHOM  OpraHM3allMd  HAa  NPEACTOSIIIUN  TOX
cocTaBIsieTCs/yTOUHSICTCS B TIOCJICAHEM KBapTalie TEKYIIEro TIoja, BH3UPYETCS PYKOBOJHTEIEM
apX¥Ba, COTJIACOBBIBACTCSA C TOCTOSHHO JEHCTBYIOIIEH SKCIIEPTHOM KOMHCCHEH 00pa3oBaTelbHOU
opranuzauuu. [Ipy u3MeHeHHH CTPYKTYphl M (wim) He pexxe 1 pasza B 5 yeT, HOMEHKIaTypa el
COIJIACOBBIBAETCSl C HKCIIEPTHO-IIPOBEPOUHONH KOMHUCCHEHl DHCKOro 001acTHOro apxuBa. B konie
KaX/I0r0 Tofa HOMEHKJaTypa el YTBepXkAaeTcsl AUPEKTOPOM o0pa30BaTeNbHOW OpraHu3aluyd U
BBOJIUTCS B JIelicTBUE C 1 SHBapsl CleAyIOLEero roja.

B ciiyuae HeoOXOAMMOCTH BHECEHUSI B HOMEHKJIATYpPY J€J1 3HAaUUTEJIbHBIX U3MEHEHUII HOMEHKIIATypa
Ien TOMISKUT mepepaboTke. V3MeHeHHsT YTBEp)KIAIOTCS MPHUKA30M WM KOPPEKTHPOBOYHBIM
muctoM. HeOoublve n3aMeHeHNs: BHOCATCS B YTBEPKACHHBIN pabounii SK3eMIUIIp HOMEHKIIATYPhI JIe.

7.5. TlopsmoK cocTaBjeHHss HOMEHKJIATyphl jeid. HoMmeHkimarypa ohopmiseTcss Mo yTBEPKICHHOM
dopme (npusoxenue Ne 14).

Homenknatypa gen mojapaslelsieTcs Ha paszeiibl, KOTOPbIC paclojiaraloTcs B COOTBETCTBHU C
YTBEPKJCHHBIM IITATHBIM pPAacHUCaHUEM o00pa3oBaTebHON oOpraHu3anuu. Ha3BaHusIMH pa3ziesioB
HOMCHKIJIATYpPbI ACJI ABJIAIOTCA HAMMCHOBAHHA €€ CTPYKTYPHBIX HOIIpaBIIeJIeHI/Iﬁ WJIM HaIIpaBJICHUA
JeSITeIbHOCTH.

7.5.1. B rpade 1 HOMEHKIATYpbl A€ HPOCTABISIIOTCS HHAEKCHl KaXXKJIOro Jeja, BKIOYEHHOIO B
HOMeHKJarypy. MHaekc gema  coctoMT u3  uupoBoro  0003Hau€HUs M3  IITATHOTO
pacrnucanusi 00pa3oBaTeNbHON OpraHmM3anuy (KoJa) M IMOPSJKOBOIO HOMEpa 3arojoBKa jena IIo
HOMeHKJarype. MHaekcsl aen obo3Havatorcss apabckumu 1udpamu. Hampumep: 12-05, roe 12 —
o6o3navenue (kox), 05 — MOPsAKOBBII HOMEp 3arojIoBKa Jejia B pa3Jieliec HOMEHKIIATYPBI el

B HOMEHKIIaType /1e71 COXPaHSIOTCS OJUHAKOBBIE WHAEKCHI ISl OTHOPOIHBIX W IEPEXOISIINX eI,
7.5.2. B rpade 2 HOMEHKIaTyphl A€ MPOIUCHIBAIOTCS 3ar0JIOBKU €.

3aronoBoK Jeiaa 4eTko, B 000OmeHHOW ¢dopMe OTpakaeT OCHOBHOE COJIEp)KaHHE M COCTaB
JTOKYMEHTOB jienia. OCHOBO#M JIsi HAWMEHOBaHUSI (3arojI0BKa) JIeJ SIBJISTFOTCS BOMPOCHI, OTPasKAIOIIHe
3amaun M (QYHKIMKU 00pa3oBaTeNbHON opraHu3anuu. HauMeHOBaHMS HOMONHSIOTCA YKa3aHHEM poja
3aBOJIMMOTO JieJla WJIM Pa3HOBHIHOCTH JOKYMEHTOB (IIOCTAHOBJICHHUS, PACHOPSUKEHUS, TMPHKA3BI,
MPOTOKOJNBI U T. 1.).Ecmu geno, BkiItoYaeMoe B HOMEHKJIATYPY JIeN, COCTOMT M3 OJMHAKOBBIX BHIOB
WU PAa3HOBUIHOCTEH TOKYMEHTOB, B 3aroJIOBKE TAKOTO JeJia YKa3bhIBaeTCS HAMMEHOBAaHWE BHJIOB
JIoKyMeHTOB, HampuMmep «lIpukaspl M0 OCHOBHOU AestenbHOCTU». He momyckaercs ymnoTpeOiieHue B
3arojOBKe Jeja HEKOHKPETHBIX (OPMYIHUPOBOK («pasHble MaTepUaNbl», «OOIIas IepernucKa,
«UCXOMSIIAs TEPENuCKa», «BXOMANIME JOKYMEHTBI»), a TaKKe BBOJHBIX CIIOB, CJIOXHBIX
CHHTaKCH4eCcKux o0opoToB. He momyckaercsi ymoTpeOlieHHe COKpaIleHHBIX CJIOB HAMMEHOBAHUHN
TEPPUTOPUAIBHBIX OPraHOB MCIOJIHUTENBbHON BIIACTH, YUYPEKJIEHUW U OpraHu3anui, Kpome
opuIMaIbHO YCTAaHOBJICHHBIX COKparmieHuid. Ecim meno OyaeT cocTosiTh U3 HECKOJbKHMX TOMOB WU
qgacTel, TO COCTaBISAE€TCS OOIIMII 3arol0OBOK Jena, a 3aTeéM MPU HEOOXOAMMOCTH COCTaBISIOTCS
3aroJjI0BKH KaXK10r0 ToMa (4acTH), yTOYHSIOIINE COIEepKaHie 3aroj0BKa Jeia.



[Topsmok pacrmoyoKeHUsl 3aroJIoOBKOB JieJ BHYTPU pa3lieloB M MOJAPa3esioB HOMEHKJIATYpPhHI el
OTPEJIEISAETCS CTENEHbIO0 BAXKHOCTU JIOKYMEHTOB, COCTABJISIONIMX JIe]a, M UX B3aUMOCBs3b10. BHauane
pacrojaraloTcs 3aroJIOBKH JeJl, COAEpKaIIUX OpraHU3alMOHHO-PACHIOPAAUTENbHYIO JOKYMEHTAIHIO.
Jlanee pacrnoyiararotcst 3arojIoBKH JI€J1, COJIEpKaIllUX MJIaHOBBIE U OTYETHBIC JOKYMEHTHI U T.J.

[Topsaok pacrnosoKeHUsl 3aroJIOBKOB JI€J BHYTPU pa3leioB M IOJAPa3ZesioB HOMEHKJIATYpbl JEN
OTIpE/IIISICTCS CTETIEHBIO BAXKHOCTH IOKYMEHTOB, COCTaBJISIFOIIMX Jela, U UX B3aUMOCBs3bi0. B Hauane
pacnojararTcs 3aroJIOBKM J€Jl, COAEpKAIIUX OpraHU3alMOHHO-PACIOPAAUTENbHYIO JOKYMEHTAIHIO.
3aroyioBKU JIeJI MOTYT YTOUHSITHCS B IIporiecce (popmMupoBaHus U 0hOpMIICHHS €.

B HOMEHKIIATYpy JIe)1 BKIFOYAKOTCS TAKXKe Jeja, HE 3aKOHYEHHBIE IIPOU3BOICTBOM JI€JIa IPOLLIBIX JIET
(mepexopsiue).

7.5.3. I'padha 3 HOMEHKIIATYPHI JIJT 3aMOJHACTCS B TEUYCHUE KAJICHIAPHOTO Tojia — Mpu GOopMUPOBAHUHT
HOBOTO JIeJIa, IPH 3aKPBITHH JIea U 10 OKOHYAHUHU KaJeHIapHOTO ro/a.

[To mocTmxenuun nenom odobema B 250 JIMCTOB, TOM 3aKPBIBACTCS U OTKPBIBACTCSI HOBBIN TOM. B rpade
MOCJICIOBATEIbHO YKA3bIBAIOTCS HOMEpa TOMOB W KpalHHE JaThl JIOKYMEHTOB KaXIOr0 TOMaA.
Hampumep «T1 - 11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021».

3JI€KTpOHHI)Ie AcJIa Ha TOMaA HC PasACIAIOTCA. Bce OJICKTPOHHBIC JOKYMCHTBI, HC3aBUCHUMO OT HX
O6’beMa, BKIIFOYAKOTCA B OJTHO 3JICKTPOHHOC ICJIO.

7.54. B rpade 4 ykaspiBaeTcs CpOK XpaHEHHUs Jejia, HOMepa cTared 10 TUIIOBOMY WIH
BEJIOMCTBEHHOMY IE€pEUHI0, (eiepaJIbHOMY 3aKOHY HJIM MHOMY HOPMAaTHBHOMY IIPaBOBOMY aKTy, a
IIPU UX OTCYTCTBUHU — [10 TUIIOBOM WJIM IPUMEPHOW HOMEHKIATYpE AEIl.

7.5.5. B rpade 5 «[Ipumeyanue» yka3pIBarOTCs CIICUAIBHBIE CPOKU XPAHEHUS A€, MPOCTABIISIOTCS
OTMETKH O 3aBe/ICHHU el (B TOM YUCIIE B DJICKTPOHHOM BHUJIE), O BBIICICHUH Je] K YHUYTOXEHHIO 10
UCTEUYEHUU CPOKOB UX XPAHEHUS, O MECTE€ XpaHEHUs IMOJJMHHUKOB JOKYMEHTOB, O Iepejaye JAeil B
APYTYI0 OpraHU3aLHUI0 IS IPOJOJIKEHUS U JIP.

B rpade genarorcs oTMETKH O MEpeXOASIIMX AeflaX ¢ yKazaHHUEM CTaporo WHIEKCA Jiejia B Cllydae ero
n3menenus. Hanpumep «Ilepexomsiee ¢ 2016 r. B 2016 - 2019 rr. — 1. 2-2-11».

Ilo nemam, KoOTOpble MO KakKUM-THOO MPUYMHAM B TEYEHHWE TOAa HE 3aBOAWINCH, B Trpade
«IIpuMeuanne» HOMEHKIATYpBI Jen Aelaercs 3anuch — «Jleno He 3aBoawnock». [Ipy sTOoM B
rpade 3 mpocTaBiIseTcs IPOUYEPK.

7.6. ITo oxoHYaHWM TO/a B KOHIIE HOMEHKJIATYPhI €N JeNaeTCsl WTOroBasl 3aliCh O KOJIMYECTBE
3aBe/ICHHBIX JieN (TOMOB).

1.7. HOpHI[OK PpacCIoJIOKEHUA 3aroJIOBKOB ACJI BHYTPU pa3ACiioB U MOAPA3JACIIOB HOMCHKIIATYPBI ACII
OMnpeacICTCA CTCICHBIO BAXKHOCTH JOKYMCHTOB, COCTABJIAIOIINX JCJIa, U UX B3AUMOCBA3bIO. Brauane
pacnojiararoTcda 3aroJioBKu A€J, COACPKAIIUX OPraHU3allHOHHO-PACIIOPAAUTCIIBHYIO JOKYMCHTAIHIO.
Hanee pacmoJyiararoTcs 3aroJIOBKM JA¢CJ1, COACpKaAIIUX IIITaHOBBIC 1 OTYCTHBIC JOKYMCHTHI U T. .

8. ®opmupoBanue u opopmiienue aea

8.1. ®opmupoBaHHe €N — TPYINIHAPOBKA HCIIOJHEHHBIX TOKYMEHTOB B JieJla B COOTBETCTBUHU C
HOMEHKJIATYpOH J€J1 U CUCTEMATHU3alHs TOKYMEHTOB BHYTPHU JI€JIa.

8.2. lena B llIkosie hopMUPYIOTCS B CTPYKTYPHBIX TOPA3IEIICHUSX.

8.3. HcnomHeHHBIE JOKYMEHTHI JOJOKHBI B 10-AHEBHBIH CpPOK CHaBaThCS HCIOJIHUTEIEM
JIMIlY, OTBETCTBEHHOMY 34 BEJICHHUE JEJIONPOU3BOJCTBA B CTPYKTYPHBIX IMOAPA3IEICHUIX, A



dbopmupoBanus ux B Aena. Homep nema, B KOTOpoe JOMKEH OBITh MOAIIUT AOKYMEHT, ONpEnesseT
PYKOBOAMTENb CTPYKTYpHOro mnoxpasgeneHus Ilkosbl WM HMCIOIHUTENL B COOTBETCTBUHU C
HOMEHKJIaTypoil aen. Ha nokymenTte npoctaBisitoTcs otMeTka «B nemo Ne...», moanuce UCOJTHUTENS
HJIM PYKOBOJIUTENA CTPYKTYPHOIO IIOApa3AEICHU, JaTa.

JIOKyMEHTBI BHYTPH Ji€Jla pacloJiaraloTcs B XpOHOJOTUUYECKOM MOCIIEeI0BATEILHOCTH.

8.4. KoHTposb 3a MpaBUIBHOCTHIO (POPMHUPOBAHUS AEN OCYIIECTBISIETCS OTBETCTBEHHBIM 32 apXUB
HIxosl.

8.5. Ilpm dQopmupoBanuu Jgen HEOOXOAMMO COONIIOATh  CIEAYIOIIHUE OOIIMe IpaBUiIa:
noMenarh B JIENO TOJbKO HCIOJIHCHHbIC JOKYMEHTBI B COOTBETCTBHH C 3aroJIOBKaMu JeJl IO
HOMEHKJIAType;  TPYIIHPOBaTh B  JIEJO  JIOKYMEHTBl ~ OJHOTO  KaJCHJApHOTO  TOJa;
pa3zesibHO TPYINUPOBATh B J€da JOKYMEHTHI IOCTOSHHOTO KM BPEMEHHOTO CPOKOB XpaHEHHS;
MOMeIaTh B Jiesia Kcepokonuu (akcos, TeneoHOrpaMM Ha OOIIMX OCHOBAHHSIX; B JIEJIO HE JOJDKHBI
MOMEIIATHCS JIOKYMEHTBI, TIOJIC)KAIIKE BO3BPATY, JHIITHUE SK3EMIUISAPhI, YSPHOBUKH: 110 00BEMY €10
He J0/KHO npeBbiath 250 muctoB win 4 cM. [lpu HajauuuuM B Jelie HECKOJIBKMX TOMOB (YacTeid)
MHJIEKC M 3ar0JIOBOK Jiejia TPOCTABISIOTCS HAa KaXIOM TOME C jobaBiicHHEM «ToM 1y, «Tom 2»
(mocneanuit).

8.6. PacnopsiuTenbHbIe TOKYMEHTHI TPYIITUPYIOTCS B JIeJIa 110 BUAAM B XPOHOJIOTHYECKOM TOPSIKE C
OTHOCSAIIMMHUCS K HUM IIPUIIOKEHUAMH.

yCTaBLI, IIOJIOKCHUA, HHCTPYKIUH, YTBCPIKACHHBIC pacnnopAaInTCIbHBIMA AOKYMCHTAMHU,
SABJIIIOTCA IMPUIIOKCHUAMU K HUM W I'PYHIIUPYIOTCA BMCECTC C YKa3aHHBIMU NOKYMCHTAMMH. Ecou xe
OHHU YTBCPIKACHBI B KaUCCTBC CaAMOCTOATCIIBHOI'O JOKYMCEHTA, TO UX I'PYIIIUPYIOT B CAMOCTOATCIIbHBIC
Jcia.

HpI/IKaBBI 10 OCHOBHOM JI€SATEIbHOCTH TPYHNIIUPYIOTCA OTACIIBHO OT IIPUKA30B I10 JINYHOMY COCTABY.

HpI/IKaBBI 10 JIMYHOMY COCTaBYy I'pYHIIUPYIOTCA B JI€jIa B COOTBETCTBUH C YCTAHOBJICHHBIMU CPOKaMHU
HUX XpaHCHUH.

[IpoTokonbl B nene pacrmojararoTcs B XPOHOJOTHYECKOM TOpsAKEe MO Homepam. J[OKyMeHTHI K
MPOTOKOJIaM, CTPYIITUPOBAHHBIC B OTACNIBHBIC JIEJIa, CHCTEMAaTU3UPYIOTCS TI0 HOMEpaM ITPOTOKOJIOB.

YTBCP)KI[GHHI)IG IUIaHbl, OTYCTBI, CMCTHI, JIMMUTBI, TUTYJIBHBIC CHHUCKW W JPYIruc€ AOKYMCHTEHI
TpYHNIIUPYIOTCA OTACIIBHO OT ITPOCKTOB.

Z[OKYMCHTBI B JIMYHBIX ACJIaX pacCIlojlararoTcCd 1o MEPE UX MOCTYIJICHUS.

[lepenucka rpynmnupyeTrcs B pamMKax OJHOIO KaJ€HJApHOrO0 Troja M CHUCTEMaTU3UpPYeTCs B
XPOHOJIOTHYECKON MOCIIEI0BATENIBHOCTH: JOKYMEHT — 3alPpOC — JIOKYMEHT — OTBET.

8.7. Jlena Illkonmel moiexxaT OQGOPMICHHIO MPH WX 3aBEICHUU W 1O 3aBEpIICHUH TOJa.
Odopmiierne nema — MOATOTOBKA Jiefla K XPaHEHUIO BKIIFOYAET B CceOsl KOMIUIEKC paboT MO OMMCAHHIO
Jena Ha OOJOXKe, TOJIIMBKE, HyMepalid JIMCTOB M COCTABJICHHUIO 3aBEPUTEIHLHOM HAJIUCH.
Odopmierne aen MPoBOAUTCS pabOTHUKAMU CTPYKTYPHBIX Toapasnenenuid 1lIkomnsl, B 00s3aHHOCTH
KOTOPBIX BXOAMT 3aBelicHHE U (POPMHUPOBAHUE JEN, MPU METOAMYECKON MOMOIIU U TOJ KOHTPOJIEM
apxusa llIkomsl.

8.8. B 3aBUCHUMOCTH OT CPOKOB XPaHEHUS MIPOBOAMUTCS TIOJTHOE WIIH YACTUIHOE O(OPMIICHHE JIelT.
[ToxHOMY OpopMIIEHHIO TIOAJIEKAT JieNa MOCTOSTHHOTO, BpeMeHHoro (cBeimie 10 set) xpanenus (mo

JUYHOMY COCTaBy, JIMYHBIC JieJia YBOJIGHHBIX paOoTHukoB). [lomHoe odopmicHue jena
IIpelyCMaTpUBAET:



e TOJIIMBKY WJIN TBEPABINA MEPEIUIET €A,

e HyMEpalMIO JIUCTOB B JIETIE;

e COCTABJICHHE JINCTA-3aBEPUTEIIS,;

e coCTaBleHUE B 0COOBIX ciydasx (mpu oopMIICHHH JIMYHBIX A€, A ydeTa 0c000 IEHHBIX
JIOKYMEHTOB) BHYTPEHHEW OIMUCH JOKYMEHTOB JIeJa;

e BHECEHHE HEOOXOIMMBIX YTOYHCHUI B PEKBU3UTHI OOJOXKKH Jena (yTOYHCHHE Ha3BaHMS
HoJIpa3ieieHus], MHICKCa U 3aroj0BKa JIeia, JaThl JAeja U 1p.).

8.9. Hena BpemenHoro (mo 10 Jser BKIIOYUTEIbHO) XPAaHCHUS IMOUICKAT YACTHUYHOMY
odopmitenuto. JlomyckaeTcs:

e XPpaHUTH A€JIa B CKOPOCIIMBATCIIIX,

e HE INPOBOAUTH NEPECUCTEMATU3ALINIO JOKYMEHTOB B JICIIC,
e JIMCTBI A€JIa HC HYMCPOBATh,

e 3aBCPUTCIILHBIC HAAIINCHU HE COCTABJIATh.

8.10 [lokyMeHTBI, MOAJIeKAIINEe TOJIHOMY O(POPMIICHHIO, TTOAIINBAIOT HA YEThIPE MPOKOJIa B TBEPAYIO
00JIOKKY M3 KapTOHA WJIM INEPEeIyIeTaloTCsl C y4eTOM BO3MOKHOCTH CBOOOJHOIO YTEHUS TEKCTa BCEX
JTOKYMEHTOB, JaT, BU3 W pe30Jronuid Ha HUX. [IpM MOAroToBKEe Aeid K MOALIMBKE (MEperuiery)
METaJUIMYeCKUe  CKperuieHus  (CKOObI,  CKpenKH) H3  JOKYMEHTOB  yhamstorcs.  [lena
IIOCTOSIHHOTO XpaHEHHUs, COCTOSLINE U3 He(OPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITBIX TBEPABIX
Iarkax ¢ TpeMs KJIallaHaMU U C 3aBA3KaMH.

HpI/I Hain4yuu B ACJIC HCBOCTpe6OBaHHLIX JIMYHBIX HNOKYMCHTOB (pr,I[OBLIX KHHXCK H )Ip) 9TH
AOKYMCHTBI BKJIAJbIBAKOTCSA B KOHBECPT, KOTOpI)II\/JI 3aTCM IIOAIIMBACTCA B 3TO ACJIO. HpI/I HaJIM4YUHn
OOJIBIIOr0 KOJIMYECTBA TAKUX JOKYMCHTOB OHU MOTYT H3BIMATBCA W3 ACJI, U Ha HUX COCTABJIACTCIA
OTACIbHAs OIIUCH.

B KoHIIe Ka)X/10T0 J1es1a TIOINBAIOTCS YUCThIe OJIaHKK ()OPM UTSI 3aBEPUTEIHHON HAJIHCH.

8.11. B mensax oOecreueHHs] COXPAHHOCTU M 3aKPEIJICHUs MOpsAKAa pacloJIOKEHUS JTOKYMEHTOB,
BKJIFOUEHHBIX B JI€JIO, BCE JIUCTBI, KPOME 3aBEPUTENHHOIO, HYMEpPYIOTCS apaOCKUMU LHU(PpaMu B
IIPaBOM BEpXHEM YIJy, HE 3aJieBasi TEKCTa JIOKYMEHTa, MPOCTHIM IpaUuyecKUM KapaHJIAIIoOM WU
HyMepaTopoM. YTOoTpeOsieHne YepHUI U [IBETHBIX KapaHJallen JJIsl HyMepalyy JINCTOB 3alpelaeTcsl.
BHyTpeHHs OIUCh UMEET CaMOCTOATENBHYI0 HYMEPALIMIO.

JINCTBI Jell, COCTOSAIIMX M3 HECKOJBKHMX TOMOB HJIM YacTew, HYMEPYIOTCA 110 KaXXJIOMY TOMY HIIU
qaCcTHu OTACIIBHO.

dotorpaduu, YepTeKH, aUArpaMMbl M JIpyrMe€  WUIIOCTpaTHBHblE U creuupuyeckue
JIOKYMEHTBI, IIPEJICTABIISIIOIINE CAMOCTOSATEIbHBIN JIUCT B JIeJie, HyMEPYIOTCS. Ha 000POTHOM CTOPOHE B
JIEBOM BEPXHEM YTIIy.

Crno>xeHHBIH JHCT pa3BOpPauYMBAETCS M HyYMEpyeTcsl B IPaBOM BepxHeM yriy. [Ipu aTom muct marodoro
dbopmara, MOAMIMTHINA 32 OAWH Kpail, HyMepyeTcs Kak OJHWH JIMCT; JUCT, CIOKCHHBIA W TIOAIIUTHIN 3a
CepENNHY, OJICKUT NEPEIIMBKE U HYMEPYETCS KaK OJIMH JIUCT.

IloauinTeie B A€II0 KOHBEPTHI C BIIOKCHUAMH HYMEPYIOTCS, IIpHM 3TOM BHa4aJIC HyMEpPYECTCs KOHBEPT, a
3aTEM OUCPCIAHBIM HOMCPOM KAXKXIO0€ BIIOKCHHUE B KOHBEPTCE.

[TogmuTeie B €10 AOKYMEHTHI ¢ COOCTBEHHOH HyMmepanueil JUCTOB (BKIIOYas MeYaTHbIC U3AaHUS)
MOTYT HYMEpOBaTbCi B OOIIEM MOPAIKE WM COXPaHATh COOCTBEHHYIO HYMEpAalUio, €Clii OHa
COOTBETCTBYET NOPSKOBOMY PACIIOJIOKEHUIO JINCTOB B JIETIE.

B cnyuasix oOHapykeHUs! OOJBIIOTO yKcia OMUOOK B HyMEpallH JHUCTOB Jiefia B JIeONPOU3BOICTBE
MIPOBOAMTCS UX Nepenymepanus. [Ipy nepenymepanuu JMCTOB CTapble HOMEpa 3a4epKUBAIOTCS] OJTHOM



HAKJIOHHOH YepTOW W PSAJIOM CTaBUTCS HOBBIH HOMEp JIMCTAa, B KOHIIC JeJIa COCTaBJISCTCS HOBas
SaBepI/ITeHBHaﬂ HaOIIUCh, HpI/I 3TOM CTapaH SaBepI/ITeHBHa}I HaOIIUChb 3a‘-IepKI/IBa€TC$I, HO COXpaHSIeTC?I B
Ieie.

8.12. JIns yueTta KonMuecTBa JTUCTOB B Jiese U (PUKcalud OCOOCHHOCTEH MX HyMEpaluu COCTaBIsIeTCs
3aBepuTeNbHAs HaAnuch Aena. OHa COCTaBIsETCS B JI€JIe Ha OTJEIbHOM JINCTE — 3aBEpPUTENE Jiena.
3aBepuTeNbHAs HAIKCh COCTABIISIETCS MO yCTaHOBIeHHOM (opme (mpuoxerue Ne 15).

Bce MOCICAYIOIIME M3MCHCHHA B COCTAaB€ W COCTOAHUHN [A€jIa (HOBpe)K,Z[CHI/IH, 3aMCHa IIOJJIMHHBIX
AOKYMCHTOB KOIIUSAMMU, IMMPHUCOCAUHCHHUEC HOBBLIX JOKYMCHTOB U T. I[.) OTMCYAIOTCA B SaBepI/ITGJILHOﬁ
Haamnucu Co CCBUIKOH Ha COOTBCTCTBYI-OH_[I/Iﬁ aKT.

8.13. O6sokka jaen moctostHHOro, BpemenHoro (cBbime 10 jieT) XpaHeHHs W 1O JIMYHOMY COCTaBY
oopmisieTcs o yctaHoBIeHHOM hopme (mprmokerne Ne 16).

Ha o0noxke &en NOCTOSIHHOTO XpaHEHWs BBEpXY IpeAyCcMaTpUBAaeTCs MECTO Uil HaUMEHOBAHUS
rOCYJapCTBEHHOTO apXHBa, B KOTOPBHIM OHM OyayT MepedaHbl, a TakkKe apxXUBHOTrO mmdpa B nmpaBoM
BEPXHEM U JIEBOM HW)KHEM YIJIaX.

HpI/I O(bOpMJ'IeHI/II/I 00105KKH nen HauMmeHoBaHue IIkomsl YKa3bIBACTCs IIOJIHOCTBRKO IO YCTAaBYy, B
HMCHUTCJIIbHOM IMAaACKE, COKPAIICHHOC Ha3BaHUC — B CKOOKax.

OO0s13aTenbLHBIMU PEKBHU3UTAMU 00105KKH Aclia ABJIICTCA YKA3daHUE KOJHMYCCTBA JIMCTOB B [CJIC,
KOTOPOC IMPOCTABJIACTCA HA OCHOBAHHUU 3aBepI/ITeJII)HOI\/JI HaAIIrUCH ACJIa, U CPOKa XpaHCHHA ACJia (Ha
JejlaX IMOCTOSHHOTO XpPAaHCHUS MUILICTCA. «XPaHUTh HOCTO)IHHO))), KOTOpLIﬁ IICPECHOCUTCs Ha O6J'IO)KKy
AcJia U3 HOMCHKJIATYPBI ITOCJIC CBEPKHU €I0 IO CPOKaM XPaHCHUS B IICPCUHE.

8.14. Jlns ydeta JOKYMEHTOB ONPEACICHHBIX KAaTErOPHiA JIe] IOCTOSHHOTO ¥ BpeMeHHOro (cBbimie 10
JIET) XpaHCHHUs, YYeT KOTOPBIX BBI3BIBACTCS CHCHU(DUKOW TaHHOW JOKYMEHTanuu (JTMYHBIC [erna,
0c000 LIEHHBIE), COCTABJISICTCS BHYTPEHHSSI OITMCH JOKYMEHTOB JIeJa.

BHYTpeHHIOI0 ONHCh HEOOXOANMO TAK)KE COCTABJIATH B JIeaX MOCTOSIHHOTO M BpeMeHHOro (cBbitre 10
JeT) XpaHeHus, CPOPMHPOBAHHBIX MO PA3HOBHIHOCTSM JIOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE
PaCKpBIBAIOT KOHKPETHOE COAEP/KAHNE TOKYMEHTOB.

BHYTpeHHsIsI OUCh COCTABIISETCSl HAa OTACIBHOM JIHCTE M0 yCTaHOBJICHHOH (opme (mpumokenue Ne
17), xoTopasi COIEPKHUT CBEACHUS O MOPSIAKOBBIX HOMEpax JIOKYMEHTOB Jieja, UX MHJAEKCcaX, Jarax,

3aroJIOBKax U HOMCpaAx JIMCTOB [1€JId, HA KOTOPLIX paCIIOJIOKECH KaXKIbIN JAOKYMCHT.

K BHYTpeHHCﬁ OImMcu acjia COCTAaBJIACTCA HTOroBas 3aIlucCh, B KOTOpOP’I YKa3bIBaACTCA I_II/I(l)paMI/I n
IMPOIMUCHI0 KOJIMYCCTBO BKIIFOUCHHBIX B HEC JOKYMCHTOB U KOJIMYCCTBO JINCTOB BHy’[‘pCHHCfI OIIMCH.

BHyTpeHHsIZ ONUCHh MOANUCHIBAETCA €€ COCTaBUTEIEM C YKa3aHUEM JOJDKHOCTH, IOIIHUCH,
pacinpoBKY NOAMUCU U HYMEPYETCSI B JI€€ OTAEIBHO.

9. Opranu3anus onepaTHBHOIO XpPaHeHHUsI IOKYMEHTOB

9.1. C momeHTa 3aBeneHUs W 10 Teperadu nen B apxuB llIkoibl fmema XpassTcs TMO MECTy HX
(bopMHpOBaHUS — B CTPYKTYPHBIX OPA3/IEICHUSX.

PykoBonuTenu CTpyKTYypHBIX MOApa3/eleHUid M paOOTHHMKH, OTBEYAIOUIME 3a JIEJONPOU3BOJICTBO,
00s13aHBI 00€eCTIeYMBaTh COXPAHHOCTh IOKYMEHTOB U JIEI.

C uenbio NOBBILIEHUS] OMEPATUBHOCTH MOMCKA JOKYMEHTOB JI€JIa PACHOJaratoTcs B COOTBETCTBUM C
HOMEHKJIATypOu JIedl.



Ha kopernikax 000eK e yKa3bIBaIOTCSI MHIEKCHI J€JT 0 HOMEHKJIAType.

K nmoxymeHTaM BpeMEHHOT'O XpaHEHHUS OTHOCATCS JOKYMEHTBI CO CPOKOM XpaHeHus He 6osee 10 net u
XPaHATCS 0 MECTy WX (OPMUPOBAHUS B CTPYKTYpHBIX moxpasnencHusix. [ena BpemenHoro (mo 10
JIET BKJIFOUMTEIbHO) XPAaHEHUS B apXUB HE MEPEAAIOTCS M MOJIIEKAT YHUUTOKECHUIO B YCTAHOBICHHOM
MOPSJIKE.

3aBepilieHHbIE JIeIa TOCTOSIHHOTO | J0JAroBpeMeHHOT0 (cBbiiie 10 j1eT) CpoKOB XpaHCHHS XPAHSITCS 11O
MeCTy UX (POPMHUPOBAHUS B TEUECHHUE JABYX JIET, a 3aTeM cAatoTcs B apxuB [lIkombr.

Jlena BpeMEHHOTO CpOKa XPaHEHUS XPAHATCS MO0 MECTY X (DOPMUPOBAHHS B TEUCHHUE YCTAHOBJICHHBIX
HOMEHKJIATYPOH J1€] CPOKOB.

9.2. Brigaua gein, O3HaKOMIIGHHE C JIOKYMEHTaMH, HaXOASIIMMHUCS Ha ONEPATHBHOM XPaHEHHH B
CTPYKTYpHOM MoOJpa3jaencHuu, padborHukaM LIIkosabl mpous3BOAUTCS € pa3pelIeHUs] PyKOBOJCTBA 110/
pacIucKy B KypHaJIe y4eTa BbIIaud JOKYMEHTOB U3 apxuBa (mpuiiokenue Ne 18).

Z[eﬂa BbBIAAIOTCA BO BPEMCHHOC I10JIb30BAHNC pa6OTHI/IKaM CTPYKTYPHBIX nonpameneHHﬁ Ha CpOK HC
Ooitee oxHoro mecsama. Ilocne mcreueHUs YKa3aHHOro Cpoka ACjIo OJOJIKHO OBITH BO3BpalI€HO Ha
MCCTO €TI0 XpaHCHUA.

9.3. Uzbpsatue JOKYMCHTOB M3 JCJI IMOCTOAHHOTO XPAaHCHUSA OOIMYCKACTCA B UCKIIIOYUTCIIbHBIX Cly4dasX,
10 3ampocaM KOMIICTCHTHBIX OPraHOB H IIPOU3BOAUTCA C IHMCBMCHHOI'O Pa3pClICHUA IUPCKTOpa
Illkonel ¢ OCTaBIICHHEM B JACIIC 3aBepeHH0171 KOIMUKU JOOKYMCHTA M aKTa O IIPpUYMHAX BbIAa4YU
IIOJJIMHHHUKA.

9.4. CaMoCTOSITETbHOE YHUYTOXKEHHE JIOKYMEHTOB B CTPYKTYPHBIX mojapasaencHusx [lIkoms
3amperaeTcs.

9.5. PaboTHHKY CTPYKTYpPHBIX TOIpa3CICHUH HECYT OTBETCTBEHHOCTH 3a COXPAHHOCTH ITOCTYITHBIITUX
K HUM JJOKYMEHTOB U aKKypaTHoe oOpallieHrue ¢ HUMH.

10. HOpﬂ)IOK nepeaavyu 10KyMEHTOB HAa XpaAaHCHHE B aPXHUB IIKOJIbI

10.1. B apxuB IlIkoJbI nepenaroTes Jiena MoCTOSHHOTO, BpeMeHHOro (cBbiie 10 yieT) XpaHeHHs U 110
JUYHOMY cocTaBy. MX nepenada npou3BOANUTCS MO OIUCM JIET.

3aKOHUYCHHBIE JICIONPOU3BOJICTBOM JIeia OCTOSHHOTO, BpeMeHHoro (cBbimie 10 nieT) XpaHeHUs U 1O
JMYHOMY COCTaBY IOCJI€ OKOHYAHUS KaJICHIApPHOrO T0/1a, B KOTOPOM OHM OBbUIM 3aBelleHbl, MOJIeXkKaT
0(OpPMIIEHHIO B COOTBETCTBHM C HACTOSIIEH MHCTPYKIMEH U nepenatoTcs B apxuB LlIkomsl uepes 1Ba
roga TOCIE€ OKOHYAaHUS HX JeNonpou3BoAcTBOM. Ilpuem ocymecTtBisercs 1o rpaduky,
COIJIaCOBAaHHOMY C PYKOBOIUTEJSIMU CTPYKTYPHBIX IOJAPA3IAECICHUN U YTBEPKICHHOMY AUPEKTOPOM
[xoJbL.

10.2. B mnepuoj NOATOTOBKH CTPYKTYPHBIMH MOJpPA3JeNEHUSIMH JIe]1 K THepeaaye B apXuB
OTBETCTBEHHBII 3a apXuB MpEeABApUTENBHO MPOBEpPSAET MPaBMWIBHOCTH UX (HOpMHpOBaHMUS,
o(opMIIeHHs U COOTBETCTBUE KOJIMUECTBA JIeJl, BKIIOUEHHBIX B OMHUCH, KOJIWYECTBY JI€J1, 3aBEACHHBIX B
COOTBETCTBUM C HOMEHKIATypoil. Bce BbIsIBIEHHBIE MpPU MPOBEPKE HENOCTATKH OTBETCTBEHHBIE 3a
JIeTTOTIPOU3BOICTBO MOipa3ieiieHus 00s3aHbl YCTPAHUTb.

10.3. Ilpuem kaxoro jaena MPOU3BOJUTCS OTBETCTBEHHBIM 3a apXUB B MPUCYTCTBUH OTBETCTBEHHOTO
3a JEJIONPOU3BOJICTBO CTPYKTYPHOTO MoapasaesneHus. Ha sk3eMIurapax onucu NpoTUB Ka)a0ro JAena,
BKJIIOUEHHOI'O B HEE, JIeNaeTcs OTMETKAa O HaJW4MU Jella. B KOHIlE KaXA0ro 3K3eMIUIsipa OINHMCH
yKa3blBalOTCAd LHU(PpaMu U TMPOMUCHIO KOJIWYECTBO (PAKTUUECKH MPUHATHIX B apXHUB Jell, HOMepa
OTCYTCTBYIOLIUX J€J, JaTa MpuemMa-nepeaayn Jel, MOAMNUCH OTBETCTBEHHOIO 3a apXMUB M pabOTHHKA,
IepeAaBUIero Aena.



10.4. [lena B apXuB JOCTABIISIFOTCS PAOOTHUKAMHU CTPYKTYPHBIX MTOAPA3ACIICHUM.

10.5. [lenma BpemenHoro cpoka xpanenusi (1o 10 jerT BKIIOYMTENIBHO) XPAHATCS B CTPYKTYPHBIX
nmoapasACICHUAX W 110 HMCTCUCHHUHU CPOKOB XpaHCHHA BKIIIOYAKOTCA B aAKTbhl O BbIACICHUU K
YHUYTOXKCHUIO TOKYMEHTOB, HE MOJICKAIINX XpaHeHH 0. OHU MOTYT TIepeaBaThCsl B apXUB TOJIBKO B
UCKITIOYUTENIBHBIX Ccydasx 1o pemreHuto aupekropa llkoner. [lepemaua ux ocymiecTBIsSETCS IO
OITUCSIM.

10.6. B ciyyae nuKBHAALMU CTPYKTYPHOTO MOJpa3AeieHUs] OTBETCTBEHHBIN 3a JEIONPOU3BOICTBO B
TEUYEHHE JBYX MECAILEB C MOMEHTA JHMKBUAALUHU MOApa3leneHuss (HOpMHUPYET BCEe HMMEIOUIHECcs
JOKYMEHTBI U mnepenaerT B apxuB llIkonbl HE3aBUCHMMO OT CPOKOB XpAaHEHMS; IPU PEOPraHU3aLUU
k0Bl JOKYMEHTHI NEPEAAIOTCS MO aKTy IpHUeMa-Niepeaul MPaBOIPEEMHUKY WIM NPU OTCYTCTBUH
MIPaBOIIPEEMHHUKA — B TOCY1APCTBEHHBIA apXUB.

11. DOkcnepTH3a HEHHOCTHU JOKYMEHTOB

11.1. DOkcnepTHu3a LIEHHOCTH JOKYMEHTOB — HM3YyYEHHUE JOKYMEHTOB Ha OCHOBAaHUU KPUTEPUEB HX
LIEHHOCTHM B LEJIAX ONpEeAET]eHHs CPOKOB XpaHEHHs JIOKYMEHTOB M o0TOopa MX Ha
rOCyJapCTBEHHOE XpPaHECHHUE.

11.2. DkcnepTu3a MEHHOCTH NTOKYMEHTOB B IlIkoyie Ha cragwu MEIOMPOU3BOJCTBA MPOBOIUTCS: TPU
COCTaBJICHMM HOMEHKIATYphl Jei; B mpoiecce (GOopMHUpOBaHUS ANl U IPOBEPKU MPABHIBHOCTH
OTHECEHHSI JTOKYMEHTOB K J€JaM; MpH IMOArOTOBKE NNl K IMOCIEAYIOIIEMY XPAaHEHUIO; B apXUBE B
Ipouecce MOAroTOBKU Ha TOCYAAPCTBEHHOE XPAHEHUE.

11.3. Jlna opraHu3anuu M TPOBEICHHS SKCIEPTU3bI IEHHOCTH JoKkymeHToB B Illkorne co3maercs
MOCTOSIHHO JISWCTBYIOLIAs 3KcnepTHas komuccust (nanee — 9K).

11.4. ®ynkuuu u npasa OK, a Takxke opraHuzanus ee paboThl ONPEAEsIeTCs MON0KEHUEM, KOTOpOoe
yTBEpXKAaeTcss JUpeKTopoM mmikonbl W (mwim)  corsacoBbiBaercs ¢ OIIK  Ympasienue
JieJlaMH [TPaBUTENIbCTBA DHCKON 001aCTH.

11.5. DkcnepTr3a IEHHOCTH JOKYMEHTOB MOCTOSHHOTO M BPEMEHHOTO XPaHEHMsI OCYIIECTBISETCS
€XKETrOJIHO B CTPYKTYPHBIX MojpasaesicHusax [Ikonsl HEMOCpEeICTBEHHO JUIIaMH, OTBETCTBEHHBIMU 3a
JIEJIOTIPOU3BOJICTBO, cOBMECTHO ¢ DK mpu HEmocpeaCTBEHHOM METOJNYECKOM PYKOBOJCTBE apXHBa
[Ixonsl.

11.6. OT60p JOKYMCHTOB IS ITOCTOSHHOT'O XPAHCHUS IMTPOBOAUTCA B COOTBETCTBUHU C HOMCHKJ’I&TypOfI
pi(SA) | I_HKOJ'IBI, TUIIOBBIMH W BCAOMCTBCHHBIMH ICPCUYHAMHU JOKYMCHTOB C YKa3aHHEM CPOKOB HX
XpaHCHUA ITYTEM IMOCTPAHUYIHOT'O ITPOCMOTPA JCJI.

B AcjIaX IIOCTOSAHHOI'O XpaHCHHUA MOMJICKAT UIBATHUIO IIY6J'IeTHBIe OK3CMILIAPBL  JOKYMCHTOB,
YCPHOBHUKH, HGO(l)OpMJ'IeHHI)Ie KOITMHU JOKYMECHTOB U HE OTHOCAIIUCCA K HUM JOKYMCHTHEI.

Jena ¢ ormeTkoi «ITK»/ «9K» moaBepraroTcst Takke MOJTUCTHOMY POCMOTPY C IIETBIO ONPEIeICHHs
U BBIJIEJICHUS U3 MX COCTaBa JOKYMEHTOB, MOAJIEXKAIIUX IMOCTOSHHOMY XpaHeHuIo. Jlena ¢ oTMeTKoi
«QIK» «9K», conmepxkamie ITOKYMEHTBI IMOCTOSHHOTO XpaHEHUs, MOAJexar rneped)OpMHPOBAHHMIO.
Boigenennsle U3 UX cocTaBa JOKYMEHTHI TOCTOSIHHOTO XpaHEHUS MPUCOETUHSIOTCS K OJHOPOJHBIM
nenam ¥ oGOpMIISIFOTCA B CaMOCTOSITEIbHBIE Aena. CpOKM XpaHEHHUs Jell, COJAEep KALINX OCTaBIIMECs
JOKYMEHTBI BPEMEHHOTO XPAHEHHS, ONPEICISIOTCS 10 BEJOMCTBEHHOMY (M THIIOBOMY) MEPEYHIO
JOKYMEHTOB C YKa3aHHMEM CpOKOB MX XpaHEHHs M HOMEHKiarype nen. llommmuBka BHOBb
c(OPMUPOBAHHBIX J€J TPOU3BOIUTCS TOJIBKO MOCIIE 3aBEPIICHUS SKCIIEPTU3bI LIEHHOCTU JOKYMEHTOB.

OIHOBPEMEHHO ¢ OTOOPOM JIOKYMEHTOB MOCTOSHHOTO M BpeMeHHoro (cBbimre 10 yet) XxpaHeHus s
nepefayd B apXMB B CTPYKTYPHBIX TOpA3JeNeHUs X MPOBOIUTCS OTOOp Jen U JIOKyMEHTOB
BpemerHoro (mo 10 seT) XpaHeHUs, MOUICKAIIUX JaJbHEHIIEMY XPaHEHHIO B CTPYKTYPHBIX



MO/IPa3ICICHUSX, BhIJICICHHE K YHHUYTOKCHHUIO JE 3a MPEABIAYIIHE TOIBl C HCTEKIIUMH CPOKaMH
xpaHeHus. Ilpu 3TOM y4duTBHIBaIOTCS OTMETKHM B HOMEHKJIAarype aen «Jlo MHHOBaHUS HaJ0OHOCTH»
(IMH), «IIpu ycinoBuu 3aBepIieHNs TPOBEPKH (PEBU3HN)» | T. II.

[TapannensHo mnpoBepsieTCs KadyeCcTBO M IOJHOTA JACHCTBYIONMIEH HOMEHKIAaTyphl nen Ikossl,
MPaBUIILHOCTh OMpPEIENICHUs CPOKOB XPaHEHHUs JeJl, 3aBEJICHHBIX B COOTBETCTBUU C HOMEHKJIATYpOMH
1iel1, COOJI0/IeHHE YCTaHOBJICHHOTO opsiKa opopMIIeHUsI JOKYMEHTOB U (POpMHUpPOBaHUS JIe.

11.7. ApxuB NPOBOJUT IKCIEPTHU3Y IIEHHOCTH TOKYMEHTOB IPH OTOOpE HMX Ha TOCYIapCTBEHHOE
XpaHEHHUE T0J] HETIOCPEICTBEHHBIM METOAMYECKUM PYKOBOACTBOM MYHHIIMITAILHOTO apXHBa CYObEeKTa
Poccuiickoit @enepanuu.

11.8. B ciiyuae oOHapyXeHHUsI B MPOLIECCE MPOBEACHUS IKCIIEPTU3HI LIEHHOCTH JOKYMEHTOB B apXUBE
HEeIoCTauyd  JOKYMEHTOB  MOCTOSHHOTO ~ XPaHEHHS  COOTBETCTBYIOIIMMH  CTPYKTYPHBIMH
nonpasneneHussMu LLIKob! 1OMKHBI OBITH IPUHSATH MEPHI IO PO3BICKY 3TUX JOKYMEHTOB.

Crpykrypuble noapazaenenust IIkosbl 00s3aHBl CHCTEMATHYECKH OMHUCHIBATh JOKYMEHTHI 110
JMYHOMY COCTaBy W JIOKYMEHTbI BpeMEHHOTro xpaHeHus (coire 10 ner), obecreunmBaTh HX
COXPAHHOCTb U YUET.

11.9. Ha Bce 3aBepilieHHBIC JEJIOMPOU3BOJICTBOM Jejia MOCTOSHHOTrO, BpeMeHHOro (cBoimie 10 jer)
XpaHEHUsT U 1O JHYHOMY COCTaBy, MPOILIEAIINE OKCIEPTH3y LEHHOCTU U O(OPMIICHHBIE B
COOTBETCTBUU C HACTOSAIIMMHU TPEOOBAHUAMH, €KETOJHO COCTABISAIOTCS onucH nei. OTaenbpHas Onuch
JIe71 IPeJICTaBIIAET COOOM MepeyeHb JIe) C CAMOCTOSTEIbHOM BAIOBOH (IOPSIIKOBO#) HyMepauei.

OmnucH COCTaBISIOTCS OT/ACNBHO Ha Jiejia TOCTOSIHHOTO XpaHeHwus, Jena BpemeHHoro (cBbime 10 ner)
XpaHeHwUsl, Jeja Mo JUIHOMY cocTaBy (mputoskerus Ne 19-20).

Onucu fen1 CoCTaBIAIOTCA B KaXKIOM CTPYKTypHOM nojpasiesneHuu IlIkonbl exerogHo B JIBYX
AK3EMILIApax.

Ilo sTuM onmcsaM mnmoapasaAcICHUA CAa0T JOKYMCHTEI B apXHB ko5

IIpn HamMuuu B CTPYKTYPHBIX IOAPA3NACICHUAX HEONMUCAHHBIX JEJI 3a HECKOIBbKO JIET 10
COTJIACOBAHUIO C OTBETCTBEHHBIM 3a apXuB LIIKOJIBI Ha HUX MOXKET COCTaBJIATHCS OJIHA OMUCH (BHYTPH
Ke JieNia pacroiararoTest Mo rojaM MX 3aBe/ICHNU).

Omucu Je CTPYKTYPHBIX TOpa3/eieHHil COCTABISIOTCS [0 YCTAHOBJICHHOH (opme (mproxeHue No
22) u npencrapistores B apxuB Llkonel gyepes 1Ba rozia mociie 3aBepIleHHs e B ACTONPOU3BOJICTBE.
OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M Kauye€CTBEHHOE COCTABIIEHUE OIUCEH el CTPYKTYPHBIX
MO/Ipa3JIeJIeHN HECYT PyKOBOJIUTENH 3TUX MOAPA3IEICHUN.

11.10. Ilepen BHeceHHMEM 3arojIOBKOB /€l B OINUCH MPOBEPSIOTCS KauecTBO (POPMUPOBAHUS U
odopMmIIeHHs [1e], COOTBETCTBUE KOJIMYECTBA /1€, BHOCUMBIX B OIUCH, KOJIMYECTBY 3aBE/ICHHBIX €Il
110 HoMeHKaType HIKobL.

IIpu mpocMoOTpe Aen MPOBEPSIOTCSA: COOTBETCTBUE 3ar0JIOBKA Jiea COACPKAHUIO TIOKYMEHTOB B JICIIE;
MPaBIWJIBHOCTh O(OPMIICHHS U TPYIIUPOBKU JOKYMEHTOB, BKIIOUEHHBIX B JIEJI0; KAU€CTBO MOJAIINBKU
WIM TIeperieTa jeja; MPaBUIbHOCTh HYMEpaluu JIUCTOB JIeNla, HaJU4yue B Jiele B HEOOXOIMMBIX
CllydasiX BHYTPEHHEH OMNHCH; MPaBUIBLHOCTH O(OpMIIeHHUS OOJO0XKKHU Jiela; HaM4he U MPaBUIbHOCTD
3aBepUTEIbHON Haamucu jena. B cioyuae oOHapyXeHMS HAapyIIEHHs YCTAHOBIICHHBIX IMpaBUII
(dbopMupoBaHUs U OPOPMIIEHHUS JIEJT OHU JOJIKHBI OBITh YCTPAHEHBI.

B ciydyae oOHapyxeHHs] OTCYTCTBUS 1€, YACISAIIUXCS 110 HoMeHKaTtype Aen 1lIkoinbl, cTpyKTypHBIM
MOJIpa3/ielIeHueM MPUHUMAIOTCS Mephl M0 UX po3bIcKy. OOHapy>KEHHbIE Jiea BKIIIOYAIOTCS B OIKCh.
Ecnu nmpunsiThie Mepbl HE Jallu pe3yabTaToB, TO Ha HEOOHApYKEHHBIE JieJla COCTABIISIETCS CIIpaBKa O



MPUYMHAX OTCYTCTBUS J€J1, KOTOpas MOJINUCHIBAETCS PYKOBOJMUTENIEM CTPYKTYPHOI'O MOJpa3IeieHuUs
U NIEPEAETCSI BMECTE C ONUCHIO JI€ CTPYKTYPHOI'O NIOJIPa3/ielIEHUsl B BEOMCTBEHHBIN apXUB.

11.11. OnwucarenbHasi CTaTbs OMKMCH JEJI CTPYKTYPHOTO MOJpa3IeIeHUs] BKIIOYAeT B ceOs cienyronue
aneMeHTsI (rpadpbl): MOPSAKOBBIH HOMEp Jielia IO OIMCH; HHAEKC JIelia; 3aroJIOBOK Jeia (ToMa, 4acTH),
HOJIHOCTBIO COOTBETCTBYIOIIMH €ro 3aroJIoBKy Ha OOJIOXKKe Jerna; Jara jaena (ToMa, 4acTH), CpPOK
XpaHeHus fena (ToMa, 4acTH); KOJMYECTBO JIMCTOB B Jiesie (TOME, YacTH); IpUMEYaHHe.

HpI/I COCTaBJICHUU OITMCH ICJI CO6J'IIOI[aIOTCH CICOAYIOIIUEC Tpe6OBaHI/I$I:

e 3aroJioBKH ACJI B OIMKMCHU AOJDKHBI COOTBCTCTBOBATH 3aroJIOBKaM J1€JI B HOMCHKJIATypE ACIT U
TOMY, YTO BBIHCCCHO Ha O6J'IO)KKy, B COOTBCTCTBHH C HpHHHTOfI cXeMoM CUCTEMAaTU3allNU,

e KaXI0C ACJIO BHOCUTCA B OIUCH IO CaMOCTOATCIIbHBIM IOPAAKOBBIM HOMCPOM. Ecau peno
COCTOUT U3 IIBYX U OoJsiee yacTe wiIu TOMOB, TO KaXJasd 4aCTb NWJIHN TOM BHOCHUTCA B OIIMCH
noa CaMoOCTOATCIIbHBIM HOMCPOM.

11.12. I'padsl onuCcH 3aMOHSIOTCS B TOYHOM COOTBETCTBUU C TEMHU CBEICHUSMU, KOTOPBIC BHIHECEHBI
Ha O0JIOXKKY Jena.

11.13. HpI/I BHCCCHHHM B OIIMChb IOAPAA ACI C OAWHAKOBBIMH 3aroJIOBKaMHU IHIICTCA IMOJHOCTBIO
3aroJIOBOK IEPBOro Acjia, a BCC OCTAJIbHBIC OJJHOPOAHLIC ACiIa o0o3HayarTcd ciioBaMu «To JKE», Ipu
9TOM JpPyruc CBCACHUA O ACJIaX BHOCATCA B OIIMCH ITOJIHOCTBIO (Ha KaXXKJ0M HOBOM JIMCTC OIIMCHU
3aroJIOBOK BOCITPOHU3BOJUTCA HOJIHOCTI)IO).

11.14. I'pada onucu «I[Ipumedanue» UCHOIB3YETCS Uil OTMETOK O MpHeMe e, 00 0COOEHHOCTSIX HX
(DU3HYECKOTO COCTOSIHHSI, O Tepeaade Jell JAPYTUM CTPYKTYPHBIM IOAPA3NICICHHUSIM CO CCBUIKOW Ha
HEOOXO/IMMBIN aKT, O HAJTMYUK KOIUH U T. 1.

11.15. B koHLe omucH BCIe[ 3a MOCICIHEH OIMMCATeNbHOW CTaTheil JIeaeTcsi UTOroBas 3alucCh, B
KOTOpO#i yka3biBaeTcs (HM(ppaMu U MPOMKCHIO) KOJIUYESCTBO €N, YUCIALIMXCS 110 ONKCH, MEPBBI U
HOCIIeTHUI HOMepa JeN IO OMKCH, a TAK)Ke OrOBApPUBAIOTCS OCOOCHHOCTH HyMEpaluH Jel B OIHCH
(MTepHBIC HOMEpA JIeN U MPOMYIIECHHBIC HOMEPA).

11.16. Omwmchk Aen CTPYKTYPHOTO TMOJAPA3CIICHUs TOIIMCHIBAETCS PYKOBOAMTEIEM CTPYKTYPHOTO
M0/Ipa3/ieJICHus.

Onucu CTPYKTYpHBIX MOAPA3ACICHUN CIIy’)KaT OCHOBOM Ul COCTABJIEHHs IOJOBOTO paszeia OMHCU
nein [Ikomsl, IpeauciioBus, TUTYJIBHOTO JINCTA, IOArOTOBKA KOTOPOro Bo3jaraercs Ha apxus LIIkousl.

11.17. Tlo pe3ynbTaTaM 3KCHEPTU3bl EHHOCTH JOKYMEHTOB COCTABIISIOTCS OMHUCH JeNl TIOCTOSHHOTO,
BpeMeHHOro (cBbie 10 JieT) XpaHeHUs W MO JMYHOMY COCTaBY, a TAaK)Ke aKThl O BBIICICHUH JIEN K
YHUUYTOXKEHUIO.

11.18. AKT 0 BBIZICTICHUU K YHUYTOXXCHHIO JIOKYMEHTOB COCTAaBJISETCS, KaK MPaBUJIO, Ha Jieia Beel
[xonel. Ecnu B akTe yka3aHbl Jefla HECKOJIbKUX CTPYKTYPHBIX MOJIpa3/IeIeHUuH, TO Ha3BaHUE KaXI0TO
CTPYKTYPHOTO TOJPA3CICHHS YKa3bIBACTCS MEpe]] TPYIION 3arojOBKOB JEJI 3TOT0 MOApa3IeiIeHHS.
3aroioBKM OJHOPOJHBIX JeJ, OTOOPAaHHBIX [UIsl YHUYTOXXEHHS, BHOCATCS B aKT IOA OOIIUM
3aroJIOBKOM C YKa3aHHWEM KOJIMUECTBA JIeJl, OTHECEHHBIX K JaHHOU rpynme. Jlema BKIIOYarTCs B aKT O
BBIJITICHUH UX K YHHUYTOKEHUIO, €CITU MPEAYCMOTPEHHBIN I HUX CPOK XpaHEHUS UCTEeK K 1 sHBaps
roja, B KOTOPOM COCTaBJICH aKT, NMPH HAIWYMK YTBEP)KICHHOHN (COrIaCOBaHHOM) OMWCH 3a 3TOT
MEPHUO/I.

CornacoBannble DK IIkousbl akThl yTBepKAa0TCs qupekTopoM LIIKOIbI Mpy HATMYUK YTBEPKICHHBIX
OIUCEH /1€ MOCTOSTHHOI'O XPaHEHUsI U COIVIACOBAHHBIX OINHUCEH /e MO JIMYHOMY COCTaBy 3a TOT K€
nepuoy, nocie yero llIkosna umeer npaBo yHUUTOXKATh J€N1a, BKIIOUEHHBIE B JAHHBIE AKTHI.



Horpy31<a M BBIBO3 Ha YTHUJIM3AIUIO OCYIICCTBIIAIOTCA IIOA KOHTPOJIEM OTBETCTBCHHOTI'O 3a apXHB HIIN
OTBCTCTBCHHOI'O 3a ACIOMPOU3BOACTBO.

12. Ilepenaya 10KyMeHTOB Ha XpaHeHHe B MYHUIIMNIAJIbHBIH apXuB

12.1. B cBoeit pearenbHocTH apxuB LIIKONBI pyKOBOACTBYETCS HOPMATUBHBIMU U METOIMYECKUMHU
nokymeHtamu denepalibHOro0 apXUBHOIO areHTcTBa Poccuy, monoxeHueM o0 apxuBe.

JlokyMeHTBI, oOpa3oBaBiIMecs B AedarenbHOCTH LIIKOmbl, MMeEroImme HCTOPUYECKOe, KYJIbTYPHOE,
Hay4YHOE, SKOHOMHYECKOE, MOJIUTUYECKOE M MPAKTUYECKOE 3HAu€HHE, BXOAAT B COCTaB APXUBHOIO
¢donga Poccuiickoit Denepanuu W MojajexaT IMepenadye Ha XpaHeHHe B MyHHIMIANbHBIA apXuB
DHCKoH 001acTu.

Jlena Bpemenubix (cBbimie 10 J1eT) CpPOKOB XpaHEHHST W 10 JIMYHOMY COCTaBy Iieperade B
MYHUIUIIATBHBIN apXUB HE MOMJIEKAT, UCKIIOUEHHUE COCTABISIOT ClIydau JIMKBUAAIMKU OpPraHU3allUu.
Takue nena xpaustcs B apxuse LLIkonbl U M0 HCTEUEHUN CPOKOB XPAHEHUS MOIJIEKAT YHUUTOKEHUIO
B YCTAHOBJICHHOM TOPSIIKE.

12.2. Tlepenava nenm B MyHHIMIAIBHBIA apXUB OCYIIECTBIISICTCS 110 aKTy MPHEMa-Tiepelad apXUBHBIX
JOKYMEHTOB Ha XpaHEHHUE U B 3apaHEE COIIACOBAHHBIEC C MyHUIIUIIAIbHBIM apXUBOM CPOKH.

13. Ucnoab30Banue AOKYMEHTOB apXuBa IIKOJIbI

3.1. JIokyMeHTHl W [ieJa, HaxOJAIIMEecss Ha XPaHEHUH B apXUBE, MPEICTABISAIOTCS pabOTHHKaM
HOApa3JIeNeHUi Jisi paboThl B IOMEIICHWM apXuWBa WJIM BO BpeMeHHoe (He Oonee Mecsia)
M0JIb30BaHKME BHE apXMBa 110/ PACIIMCKY B )KYpHAJIC yueTa BbIJa4l JOKYMEHTOB (11en).

PaGoraukm 1lIkonbl HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTh M MPAaBHIBHOE HCIOIB30BAHHE
IIOJIyYE€HHBIX apXUBHBIX JOKYMEHTOB.

3.2. U3pATHE NOKYMEHTOB W3 apXHUBHBIX €N, Ieperaada paOOTHUKAM MOJPAa3/eNeHU apXHBHBIX
JOKYMEHTOB WJIM UX KONMHUHA pabOTHMKaM ApPYruX OpraHu3anuii 06e3 paspelieHus: pyKoBOJCTBA He
JOITYCKaeTCsl.

[Ipu pabore ¢ apXMBHBIMHM JIOKYMEHTaMU HE Pa3pellaeTcsi BHOCUTh B HUX IPAaBKY, J€JIaTh MOMETKH,
paboTaTh C HUMH BHE CITy>K€OHBIX TOMEIIEHUH.



[Tpunoxxenne Ne 1

dopma axTa npueMa-repeaun e

NP CMEHE OTBETCTBEHHOTO 3a JICJIONPOU3BOICTBO,
PYKOBOIMTEIS TIOIpa3AcIICHUs

MBOY «Asurorckas COIL»

(HauMeHOBaHUE 00pa30BaTENLHON OpraHu3aIlim)

YTBEPX/IAIO

JIMpeKTop MKOIBI

AKT

(mata) . ABHIOTCKHH

npueMa-nepeaadun A€ npu CMCHEC OTBETCTBCHHOI'O 3a ACIOIMPONU3BOACTBO,
PYKOBOAUTEIIA TOAPA3ACIICHUA

B coorBeTcTBHM € MNpUKa3oM OT Ne nepenais, a
(®. U. O., nomxuocts  mepenatomiero)  (®. M. O.,  JA0WKHOCTH
MPUHUMAIOIIIETO) MMPHHSI B IIPUCYTCTBHH KOMHUCCHH, 00pa30BaHHOM Ha OCHOBAHWH JaHHOTO IPHKa3a,

B COCTaBC npeacenares u
YJICHOB

(®.11.0)

AOKYMCHTEHI IOAPA3aACIICHUA B COOTBETCTBUU C HOMCHKHaTypOﬁ JCJI 3a TOObI.

Ne | HazBanue u Ne | KosimuecTBo KosmuecrBo | I[IpuMmeuyanue




n/n | onucu IK3EMILISIPOB OMUCHU | MPUHATBIX J1€J1

1 |2 3 4 5

Hroro npunsaTo JIelL.
(uppaMu 1 IPOITUCHIO)

CocrosHue JOKYMCHTOB
(mema Ha CKOPOCIIMBATENSX, MOAUINTHI, HEPEIUICTEHBI, IPOHYMEPOBAHEI)

[Tepenan IMogmucy U.O. ®amunus
[Tpunsn IMognucey N.O. ®amuing
[Ipenacenarens komuccun  [logmuce  WM.O. Gamumnus

YrieHbI KOMUCCHUU. [Mogmcu U.O. ®amunus



[Tpunoxxenune Ne 2

[Tpumep akTa mpueMa-tiepeadu JAel Ipu CMEHe
OTBETCTBEHHOTO 3a JICJIONPOU3BOICTBO,
PYKOBOJIUTES TIOAPA3ICIICHHS

MyHununanbHoe O10pkeTHOe 00111e00pa3oBaTesibHOE yupexkaeHue BepxueroeMckoro
MYHHMLMIIAJILHOTO OKpYyTa «ABHIOTCKasi CpeiHsisl 00111e00pa3oBaTenbHast LIKOIa»

(MBOY «Agnrorckast COILl»)

YTBEPXKJAIO

Hupekrop  MBOVY «ABHIOTCKast
COIL»

AKT

. ABHIOTCKHUH

npueMa-repeaaaun A€ Npu CMEHE OTBETCTBCHHOI'O 3a ACJIOIPOU3BOACTBO

B cootBercTBHU ¢ npukazom or 12.06.2018 Ne 46 Mutpodanosa U1.A. nepenana, a Pomanosa O.K.
MpUHsJIAa B MPUCYTCTBUM KOMMCCHH, OOpa30BaHHOW HAa OCHOBaHMM JIaHHOTO IpHUKa3a, B COCTaBE
npeacenarenss MBanoBoit A.M. u unenoB CemenoBoit JILA. u JlecHuukoii P.M. pokymeHTbI
MOJIpa3/IeIeH!sI B COOTBETCTBHH ¢ HOMEHKIaTypoi aen 3a 2017 roz.

Ne ni/m | HazBanue u Ne onucu KoanuectBo KoanuecrBo |Ilpumeuanue
IK3IEMILVISAIPOB NMPUHATBIX
onucHu aeJt

1 Ornuce Ne 1 en MOCTOSIHHOTO XpaHEHUS

3a 2014-2017 roasl

2 Omuce e Ne 2 10 TUYHOMY COCTaBY 3a
2014-2017 roapl




Hroro mpuusTo ( ) nen.

CocTtosiHue JOKYMEHTOB U ONUCEN YOBJIETBOPUTEIBHOE.

IMepenan / /
[TpuHsn / /
[Ipencenarens KOMUCCHH / /
UsieHbI KOMUCCHH: / /
/ /
[Ipunoxenue Ne
3

MyHununanbHoe O10/pKeTHOe 00111e00pa3oBaTesibHOE yupexkaeHue BepxaeroeMckoro
MYHHMIMIIAJIBHOTO OKpYyTa «ABHIOTCKasi CpeiHsisl 00111e00pa3oBaTeIbHasl KO

(MBOY «Agnrorckas COLL»)

YTBEPXKJIAIO
Hupekrop MBOY «ABHIOTCKas
COLI»

NHNOJOXEHMUE

HaMMEHOBaHME OT/ea/CiTy:k0bI ipu Hamuuuu B OO
1. O6uue mosoxKeHUs
1.1..
2. OcHOBHbBIE 321241
2.1...
3. ®yHKIHHA
3.1...
4. IIpaBa
41..
5. O0s13aHHOCTH

5.1...



6. OTBeTCTBEHHOCTDH

6.1...

[Tpunoxenue Ne 4

MyHununanbHoe O010/pKeTHOe 00111e00pa3oBaTesibHOE yupexkaeHue BepxaeroeMckoro
MYHMIMIIAJIBHOTO OKpYyTa «ABHIOTCKasi CpeiHsisl 00111e00pa3oBaTenbHasl LIKOIA»

(MBOY «Agnrorckast COILl»)

YTBEPXIAIO
Hupekrop MBOY «ABHIOTCKasl
COULI»

NHNOJOXEHMUE

0 MopsiiKe BeJeHusl JIMYHBIX /el pA0OTHMKOB
1. O0mue moJI0KeHUst
1.1.
2. ®opMUpOBaHHE JUYHBIX 1] pA0OTHUKOB
2.1.
3. Benenue JUYHBIX J1eJ1 pA0OTHUKOB
3.1.
4. XpaHeHue U y4eT JUYHBIX el pA00THHKOB
4.1.
5. OdopmiteHne THYHBIX /1eJ1 PAOOTHUKOB Iepejl caaueil B apXuB

5.1.



6. OTBeTCTBEHHOCTH padoToaareisi U padOTHUKA

YIPABJIEHUE OBPA30BAHUSI
AJIMUHUCTPALIMA
BEPXHETOEMCKHI MYHULIUMIAJIBHBIA OKPYT
APXAHTEJbCKOW OBJIACTH

MYHUIUNAJTIBHOE BIO/JKETHOE OBPA30OBATEJIbHOE YYPEXK/IEHUE

BEPXHETOEMCKOI'O MYHULUITAJIBHOI'O OKPYTA

«ABHIOI'CKASI CPEJIHSISI OBIIEOBPA3OBATEJIbHAS LHIKOJIA»

(MBOY «Asniorckas COIll»)

165511 ApxaHrenbckas 001acTb,
BepxHeToeMCKMil MyHULIMIIANIBHBIN OKpYT,
n. ABHIorckuit yia. CtpoutensHas, 1.16
test/pakc 8(818 54) 78-1-92
E-mail: shkolaavnjuga@mail.ru
WHH/KIIIT 2908002905/290801001
OI'PH 1022901235983

No

6.1.
7. IlpaBa padoroaare/isi U padOTHHKA

7.1.

VBakaeMbiii(as)

(momxHOCTH pyKOBOIUTENS)  (TTOIMHKCH)

(®. 1. 0)

[Ipunoxenne Ne 5
bnank nmucema


mailto:shkolaavnjuga@mail.ru

YIPABJIEHUE OBPA30OBAHUS
AJMUHUCTPALIMA
BEPXHETOEMCKHI MYHUIIUNIAJIHBIA OKPYT
APXAHTEJbCKOW OBJIACTH

MYHUIUMITIAJIBHOE BIO’KETHOE OBPA3OBATEJ/IBHOE YUYPEXJIEHHUE
BEPXHETOEMCKOI'O MYHHUIIUITIAJIBHOI'O OKPYTA
«ABHIOI'CKASI CPEJHS151 OBILIEOBPA3OBATEJIBHASI ITKOJIA»
(MBOY «Asniorckas COIll»)

165511 Apxanrenbckas 00J1acTb,
Bepxneroemckuil MyHUIIMTIANBHBIN OKpYT,
1. AHtorckuii yi. CtpoutensHas, a.16
Ten/pakc 8(818 54) 78-1-92
E-mail: shkolaavnjuga@mail.ru
WHH/KIIIT 2908002905/290801001
OI'PH 1022901235983

Ne

O npencrasiieHnn 0OBSCHEHUH 110 TOBOY HESIBKM Ha paboTy

VYBaxxaemas

[Mpunoxenne Ne 6
ITpumep
odopmIIeHUS
nrcbMa

YBenomisio Bac 0 HE00X0AMMOCTH NPEAOCTaBUTh MUCHbMEHHbIE OOBSICHEHUSI 110 TTOBOAY HapyIIEHUS

TPYIOBOW JUCIMILINHBEL, B CBS3H C HesIBKOW Ha padoty 29.06.2018.

[Ipunoxxenue: cinyxeOHas 3anucka Ha 1 nmucte B 1 sx3eMIuspe.

C yBaxxeHuem,

JIMpeKTOp IMIKOJIBI



mailto:shkolaavnjuga@mail.ru

Wcnonuurens ,

TCII.

(HamMeHOBaHKME 00Pa30BATEIBLHON OpraHU3aINH)

( )

(kpaTkoe HaMEHOBaHHE)

ITPUKA3

No

(mara)

(MecTo cocTaBiIeHHS MPHKa3a)

3aroJioBOK

[TPUKA3BIBAIO:

[Tpunoxenue Ne 7
birank npukasa




(momxuocTh pykoBogutess) (moamuck) (M.0. Gamwuus)

[Tpunoxenne Ne 8
Obpazen odopmIICHHS
nprKasa

YnpaBJjienue o6pa3oBaHus
BepxHeT0eMCKOro MYHHIIUNIAJBLHOT0 OKPYyTa
ApXaHreJbCcKoi 00J1acTH

MyHnuuunajbHoe 0101:KeTHOe o0pa3oBaTelibHOe yupe:xxaeHue BepxHeroemMmckoro
MYHHIMNIAJbHOTO OKpPYyra
«ABHIOTCKasi cpeJHAs 00meoOpa3oBaTe/ibHasi HIKOJa»
(MBOY «ABHworckas COII»)

ITPUKA3

3aroJioBoK

B uenax

ITPUKA3BIBAIO:

1.

2.

3. KoHTpOITb HCITOJTHEHUST HACTOSIIETO IMPUKa3a OCTABJISIO 33 COOOM.



JIMpeKkTop MIKOJIbI

[Mpunoxenne Ne 9
Obpazen odopmIICHHS
MPUIIOKEHU A

[punoxenne Ne 1
k pukazy MbOY «AsHrorckas COLI»

oT Ne

IHoao:xxenue o

1. O6uIue mos0KeHust

1.1. Hacrosimee IlonoxeHue ompeaensier craTyc, Lenb, 3aJaud M TOPAJOK IPOBEACHUS
MEXPEruoHaIbHOT0 KOHKYpca ydammxcs 5—11 kiraccoB « » (mayee — KOHKYpC).

1.2..

2...

2.1...

2.2...



[Mpunoxenne Ne 10
Ob6pazen oopmIIeHUS
POTOKOJIA
(1 Bapuanr)

ITPOTOKO.I

3aceJaHus nmeaarorndeCcKoro CoBera

[Ipencenarens koMuccuu damummmg 1.0.

Cexpertapb damunus U.0
MeJarornyeckoro coBeTa

[IpucyrcrBoBanu: gen. (CIMCOK MpHUTaraercs)

[ToBecTka nHs:

1.0 nopsake NoAroToBKU K KoH(pepeHuu. Jlokiaa 3aMecTUTeNs IUPEKTOopa. . .
2.0...

CIIYHIAJIN:

@amunus U.0. — TEKCT 10KIa1a IpUIaraercs.

BBICTVYIINJIN:



N.O. ®amuius — KpaTKas 3aIMCh BRICTYIUIEHHUS (OT TPETHETO JIMIIA €AMHCTBEHHOTO YKcia). Bompocs,
OTBETHI (IPUBOISTCS B MOPSIKE TIOCTYILICHUS).

PEIINIIN:
1.1. Ono6pwuTh...
1.2...

CO,Ilep}KaHI/IC 0c000ro MHEHHSA

2. CJIYIIAJIM...
BBICTYIIWJIN...
PEILNIINA. ..

2.1.

[Ipencenarens N.0. ®amunus

Cekperapb 1eJaroruyeckoro N.0. damunus
coBeTa




[Iponomxenue npui. Ne 11
OO6pazenr opopmiIeHHUS SBOYHOTO
amcTa

SIBOYHBIN JIUCT
[EJATOT'MYECKOI'O COBETA

(TpOTOKOJI OT «___ » 201 roma Ne 00)

Cl

®@. 1. O. | Joxuocts | [lognuch

=
~~
=

Ol (IN[OOD| O | B>l WOW[IDN|PF

[EY
o

-
[N




[Ipeacenarens nenarornyeckoro copera I[lognuce M.O. Gamunus

Cekperapb

[Moamucey M.O. ©amunus

KypHnaa peructpanuu BXoAsiIMX JOKYMEHTOB

[punoxenne Ne 12

Pe3oJnronus
Jara Hara WIH KOMY
U HOMep HanpasJasierca | OTmerka
NOCTYIJICHUS Kparkoe
Nen/ noxkymenra, | Koppecnonae AOKYMEHT 00
JOKyMeHTa/ CO/IEpP KAHM
n . NPUCBOEHH | HT (moamuck, HCIOJIHEHH
XOASA U HOM e
o ble YAOCTOBepson |1
P aBTOPOM asi
noJiyueHue)
1 2 3 4 5 6 7
KypHas perucTpanum MCXoAsilUX JOKYMEHTOB
Jara "
HOMeE
Perucrpauuonn P OT1merka
Ne | Tara . Kparkoe JOKYMEHTAa
bl Anpeca HUcnonnure |00
n/ | IOKyMeHT cojep:kaH |, HA
HOMeEp T . Jb HCIIOJIHEHHU
n |a ue KOTOPbIii
AOKYMEHTAa U
JaeTcs OTB
eT




1 (2 3 4 5 6 7 8
[Mpunoxenne Ne 13
KypHan y4yera neyareid M INTAMIIOB
Haumenos Pe3yabTa
aHue ThI
HaumenoBanu OTtTHCK NEe
nojapasjaeJt exkeroqno | Ormerka o
e Ot . qareu
eHusl, Ioanucek, |i 00
neyaTu CK (mrrammnos) | Ipu
AOJIKHOCT |YAOCTOBE |NPOBEPKH | YHUUTOXK
Ne | (mTammna), MHM | eyar s Mme
b psomasi HAJMYMS | €HUH,
n/n | nuaTop " N YHUUTOXKE |4YaH
noJiyyare |IoJiydeHue |medareii | HOMep
3akasa, Tam HMUA, ue
Js U |, 1aTa U IITAMIIO | AKTA  H
JaTa MOCTyIUIe |ma) aara
pamuins B, aara
HUS BO3BparTa
noJjiyyarte aaTa npos
JIl epKHu
1 2 3 4 5 6 7 8 9




[Ipunoxenne Ne 14
dopma HOMEHKJIATYpPBI AeT

MynununanpHoe 010J)KeTHOE 00pa3oBaTeNbHOE yUpexkaeHue BepxueroemMckoro
MYHUIMOAJIBHOTO OKpyra
«ABHIOTCKas CpeaHsst 001meoopa3oBaTeabHas MKOIA»

YTBEPXIAIO
JIMpeKTop MIKOIbI
/
r.
HOMEHKJIATYPA
Ha roa
Cpoxk XpPaHeHHUs
3arosoBok nenaa | Konuvecrso
HNupexc nena aeaa (Toma, yactn) | [Ipumevyanne
(Toma, yactu) | e (ToMoB) . A
u Ne crareii no Ilepeunio
1 2 3 4 5

HazBanwue pasaciia

HaunmenoBanme MOIKHOCTH PYKOBOJIUTENS CITY>KOBI OpTaHU3aIliN N.0. Damumus



Bu3za pykoBoautens apxusa (Juia, OTBETCTBEHHOTO 32 apXUB)

COI'TACOBAHO COI'JTIACOBAHO
ITpotokoun LK (BK) [IpoTokon DIIK apXuBHOTO y4peKICHUS
oT Ne oT Ne
[Iponomxenue npunoxenust Ne 14
Wrtorosast 3anuchk 0 KaTeropusix U KOJIUYECTBE /1], 3aBEICHHBIX B roay

B Opranum3sanvuu

B ToMm umnciie:

ITo cpokam xpaHeHust Bcero

nepexoasmmx | ¢ otMeTkKoi «IIMK»
1 2]1 3 4
[TocrossHHOTO

Bpemennoro (cBbimre 10 ser)

Bpemennoro (10 10 et BKIIOYHUTETHHO)

HUTOI'O:

HaunmenoBanue nomkHOCTH pyKoBoauTens ciayx0bl JIOY opranuzainuun

Hara

HTorossie cBeICHUS NEepCAaHbl B apXUB.

N.0. damunusa



HanmeHnoBaHue qOJKHOCTH JIMIIA, IEPEAABIIETO CBECHUS N.0. damumnus

Hara

[Ipunoxenne Ne 15
®opma JINCTA —
3aBEpUTEIIA J1ea

JIMCT - 3ABEPUTEJIb JIEJIA Ne

B nene noamuro v npoHymMepoBaHO JINCTOB

(udpaMu ¥ IPOITUCHIO)

¢ No o Ne , B TOM 4HCIIE:

JIMTCPHBIC HOMEpA JINCTOB

MMpOMYHICHHBIC HOMEpPA JINCTOB

+ JIMCTOB BHYTPEHHEHN OIUCHU

Oco0eHHOCTH (PM3NYECKOT0 COCTOSIHUA U (popMUpPOBaHMS J1e1a Homepa
JINCTOB
1 2

Haumenosanue gomkxuoctu I[lomnuce M.O. Gamunus
paboTHHKA



Hara

(HaMeHOBaHKE TOCYIAPCTBEHHOTO (MYHHUIIMIIATBHOTO) apXHBA)

(HaMeHOBaHME OPraHU3aIUH)

(HauMeHOBaHKE CTPYKTYPHOTO MOIPa3/CICHHs)

JEJIO Ne

TOMNe

(3aronoBok jena)

(kpaiiHue 1aThbi)

Ha

JIUCTax

[Tpunoxenue Ne 16
®opma  00JOXKKM  jena
HIOCTOSIHHOTO u
BPEMEHHOTO
(cBbime 10 jer) xpaHeHus



XpaHUTh

[Tprnoxenue N2 17

BHYTPEHHSA OIIUCH

AOKYMEHTOB JeJia Ne

. Homepa
Perucrpanuonnsii | lata 3aroJ10BoK
Ne n/m aucroB | [Ipumeuyanne
HH/IEKC JOKYMEHTA | JOKYMeHTa | JOKyYMeHTa 1e1a
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(mmdpaMu U IPOITUCHIO)

KomuuectBo aucToB BHYTpeHHCﬁ OITMCHU

(umdpaMu U IPOITUCHIO)

HanmeHnoBaHue TOJDKHOCTM JIMIIA, COCTABUBILEIO BHYTPEHHIOK OIMCH n.0.



JIOKYMEHTOB JIeJia Damunus

Hara

[Tpunoxenune Ne 18
Obpazen odopmIICHHS
KypHaia
ydeTa BbIJIaYH IOKYMEHTOB

ITonHOE HaMMEHOBaHUE O6p8.30B3T€J'ILHOfI OpraHu3annuu

KYPHAJI YYETA BbIJAYU JOKYMEHTOB
u3 apxusa OO

(omepaTHBHOTO apXHBa CTPYKTYPHBIX NOAPAa3/IeTeHMil)

Hauar

OKOHYEH



[Tpunoxenue Ne 18

Pacnucka Pacnucka

Hara Komy | B Aara B
Ne nf BbIIAa4H /1 @orx | Omucer, | leso Bbutan |moyuenn |0 P2 | posppamenn
n o € N Ne Ne s y a pait

Ja 0 " u

aena
aesa aeJia

1 2 3 4 5 6 7 8 9
HUroroB roay BelIaHO Jen

HanmeHnoBaHMe JODKHOCTH JINIA, COCTaBUBILIETO BHYTPCHHIOIO

(uudpaMu U POITUCHIO)

OIMMCb JOKYMCHTOB A€Jia

ITognuce M.O. ®amunusa




(monHOE HAaMMEHOBAHKUE OPTraHNU3aI|H)

Donx Ne
OIINCDHb Ne

]l 110 JINYHOMY COCTaBY

3a

roJ

[Tpunoxenune Ne 19

dopma

(02907 (©27 P (SA) SR § (0)

JIMYHOMY COCTAaBY

Ne HNupexe | 3aronosok | Kpaiinue nater | Cpok KosmuecrBo | [Ipumeuanue
n/n aena hi () ] XpaHeHHs JHCTOB
1 2 3 4 5 6 7
B naHHBIN pa3nen onucu BHECEHO zen,

(mudppamu u

HPOITUCHIO)

o
¢ No Ne , B TOM 4HCJI€E.
JUTEpHBIE HOMepa!
MPOMyIIeHHBIE HOMEpA:
(HaumeHOBaHME JOJDKHOCTH  (TTOJIITHUCH) (pacumdporka
COCTaBHUTEJISI OTIHCH) TIOJITTHCH)




(HauMEeHOBaHHME JOJDKHOCTH — PYKOBOJUTEIIS (moxmuce) (paciudpoBka MOANKCH)
apxuBa (JIMI1a, OTBETCTBEHHOI'O 33 ApXHUB))

COI''TACOBAHO YTBEPXJIEHO
IIpoTokon SIIK apXHUBHOI'O
ITpoTokon (BK) OO YUPEKICHUS

oT Ne oT Ne

[Mpunoxenne Ne 20

®dopma OIIUCH nen
BPEMEHHBIX
(cBbimme 10 et) cpokoB
XpaHEHHS

(monHOE HaMMEHOBaHKE 00Pa30BATEIHLHON OpraHU3aIIH)

Donx Ne

OITIUCDH Ne

aen BPEMEHHBIX (cBbImIE 10 JIeT)

CPOKOB XpaHEHUs

3a roj

Ne HNupexc | 3aronoBok | Kpaiitnue Cpok Konnuectso | [Ipumeyanue

n/n aena aesaa AAThI XpaHeHUs1 |JIHCTOB

1 2 3 4 ) 6 7

B naHHBIN pa3nen onucu BHECEHO Jied,

(umdpaMu U POITUCHIO)

o
c Ne Ne , B TOM 4UCJIE:.
JUTEPHBIC HOMEpA!
MPOIyIIEHHbIE HOMEDA:
(maumeHOBaHHE (moxrmucs) (pacmdposka
JOJDKHOCTH TTOJIITUCH)

COCTaBHUTCIIA



OITHCH)

(HauMeHOBaHME JIOJDKHOCTH
PYKOBOIUTEIIS

apxuBa (JMIa, OTBETCTBEHHOTO 3a
apX¥B))

COT'JTACOBAHO
ITpotokon (BK) OO

oT No

(moxmuce)

(pacmmdpoBka
IIO/IITHCH)



