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UHCTPYKIMA 1O JAEJONPOU3BOACTBY .
B MBOY «llentp o0pa3oBanmus cejia Bagm»
1. O0ue mos10KeHUA Q%7409 L v om

1.1. HWHcTpykumss 1o AEIONPOU3BOJACTBY B MYHI/ILII/II‘IaJ’IBHOM 6fozms:eTH0M
obmieobpaszoBarensHoM yupexaeand MBOY «llentp oOpaszoBanus c. Baeruss ()lanee —
WHCcTpyKuMs) yCTaHABIMBA€T €IUMHYI0 CHUCTEMY JEJOINpPOU3BOJACTBA U  MOPAJIOK
MOJITOTOBKH, 0OPMIICHUS, TIPOXOXKIACHUS, KOHTPOJIS 32 UCIIOTHEHUEM, YUeTa, XpaHCHUS,
U3TOTOBJICHUS, KOMUPOBAHUS U  THUPAKUPOBAHUSA  CIY)KEOHBIX JOKYMEHTOB B
oOpa3zoBatenbHOU opranuzauuud MBOY «llentp ob6pazoBanus c. Baeru»» nanee «lllkona»

1.2. UucTpykuusa pa3paboTaHa B COOTBETCTBHHM C TpeOOBaHUSIMH (enepaabHbIX
3aK0HOB OT 22.10.2004 Ne 125-®3 «O06 apxuBHOM nene B Poccuiickoit denepanum», oT
27.07.2006 Ne 149-®3 «O0 undopmanuu, HHGOPMAIIMOHHBIX TEXHOJIOTHIX U O 3aIIUTE
undopmarun», ot 02.05.2006 Ne 59-®3 «O nopsiike pacCMOTPEHHS 00paIlleHU TpaXkaaH
Poccuiickoit ®eneparun», ot 01.06.2005 Ne 53-®3 «O rocyaapCTBEHHOM SI3BIKE
Poccutickoit ®enepanun», oT 06.04.2011 Ne 63-D3 «OO0 351eKTpOHHOM moamucKy, [IpaBum
XpaHEeHUsl, KOMIUICKTOBaHUS, y4eTa M HCIOJb30BaHUSA JOKYMEHTOB ApXHMBHOTO (oHAA
Poccuiickoit @enepanuy U Ipyrux apXUBHBIX JOKYMEHTOB B OpPraHax roCyIapCTBEHHOU
BJIACTH, OpraHax MECTHOI'O CaMOYIPABJIEHUS, OPraHU3AIUsAX, YTBEP)KICHHBIX MPHUKA30M
Munkynetypsr ot 31.03.2015 Ne 526, HanmoHanbHBIX CTaHAApTOB Poccuiickoin
Oenepanuu mo  ympasieHuto gokymentamu: ['OCT P 7.0.8-2013 «CHUBU/I.
JlenonpousBoicTBO U apxuBHOE Aeno. Tepmunsl u onpeneneHusi», ['OCT P 7.0.97-2016
«CUBU]I. OpraHu3allMiOHHO-pACIOpSIUTENbHAS  JOKYMEHTanus. IpeOoBaHUS K
odpopmiiennto gokymeHtoBy, 'OCT P MCO 15489-1-2007 «Cucrema ctaHgapToB IO
uHpopMmanuu, OMOJIMOTEYHOMY U H3AATEIbCKOMY Jely. YTpPaBJICHHUE JTOKYMEHTaMH.
OO6mue TpeOGoBaHUN Y.

1.3. Ilpumenenue WHCTpyKUMH JAOHKHO CHOCOOCTBOBaTh (OPMUPOBAHUIO
O(UIMAIbHO-/IEIOBOT0 CTHJIS JTOKYMEHTOB, noArorasiuBaeMbix B IlIkone; cokpaieHuto
3aTparT TpyJda U CpPEICTB B MPOLECCE CO3/aHUsl JTOKYMEHTOB. WHCTpyKUMS SBIseTCS
00s3aTeNIbHON VI WCIIONHEHHWs] pPaOOTHHUKAMU W JIMIIAMH, OCYIIECTBISIOMIUMU
MOJIFOTOBKY U 0pOpMIIEHHE TOKYMEHTOB.

1.4. onoxenuss MHCTpYKUUU pacrpoCTpaHSAIOTCS Ha OpraHU3aluio paldoThl C
JOKYMEHTaMH HE3aBUCHMMO OT BHJAa HOCUTEIS, B TOM YHCIE JJIEKTPOHHBIMU
JOKyMEHTaMM, BKJIOYasl TMOJTOTOBKY, OOpaOOTKy, XpaHEHHE U HCIIOJIb30BaHHE
JIOKYMEHTOB, OCYIIIECTBIISIEMBIX C TPUMEHEHHEM MH(OOPMAIIMOHHBIX TEXHOJIOTHH.

1.5. OcobenHocTH pabOTHI C TOKYMEHTaMH, COACPKAIIMMH KOH(UICHINATIHHYIO
uHpopManuo (CIykeOHYI0 M WHYIO TaliHy, TEpCOHAIbHBIE JaHHBIC), PEryIUPYIOTCS
CMICUAIbHBIMA HOPMATUBHBIMH aKTaMH (MHCTPYKIUSMH, TOJOXKCHUSMHU, TPABHIAMH),
yTBepKaaeMbIMHU AUpeKTOpoM LIIKombL.

o



1.6. TpeGoBanus MHCTpYyKIIMU K paboTe C OyXTalTepCKOM, HAyYHO-TEXHHYESCKOMN U
JPYToil crienualbHOM JOKyMEHTalMe!H paclpoCTPpaHAIOTCs JIMIIb B YaCTH 00IIUX
IPUHIMIIOB pabOThI ¢ JOKYMEHTAaMH, a TAKXKE MOJArOTOBKU JOKYMEHTOB K Ilepeiayue Ha
ApXUBHOE XpPaHECHHUE.

1.7. OTBETCTBEHHOCTH 3a OpraHMU3alMIO U COCTOSHUE JenonpousBoacTsa B Illkone
HECET JUPEKTOP, KOTOPBIN:

— yrBepkaaeT MHCTPpYKIMIO IO JEI0NPOU3BOACTBY M HOMEHKIATypy Aein Lkomsr;

—obecrieyrBaeT BHEIPEHHE U KOHTPOJIUPYET COOJIIOJIEHHE CTPYKTYpPHBIMU
noapasieieHussMu  TpeOoBaHMH  HacTosumie MHCTpykumm ¥ rocydapCTBEHHBIX
CTaH/apTOB;

— IPOBOJMUT  IIPOBEPKY  COCTOSIHUS ~ JIEJONPOM3BOACTBA B CTPYKTYPHBIX
noxpaszaenenusx xomsr;

— o0ecrieunBaeT METOJMYECKOE PYKOBOACTBO, HHCTPYKTaX M KOHTPOJIb 32
COOJIIOJIEHUEM YCTAaHOBJIEHHOTO TMOpsiika paboOThl C JOKYMEHTaMH B CTPYKTYpPHBIX
nonpaszaenenusx [komsr;

— UHULUMUPYET  TOBBIICHHE  KBaIM(UKAIUKM  pabOTHUKOB IO  BOIpOCam
JIEJI0ONPOU3BOJICTBA;

— YAOCTOBEPSET MOJIHUCHIO U NIEYAThIO JOKYMEHTHI.

1.8. HenocpenctBeHHo Bexaer naenonpousBoacTtBo B Lllkose cekperapp yueOHOM
yacTM W (WJIM) OTBETCTBEHHBIN 3a BEJEHHE JEIIONPOM3BOJICTBA (Jajee — CEKpeTapsb),
KOTOpBI Ha3HayaeTcs mnpukazoM aupekropa llkxonber. CekpeTapb B COOTBETCTBHH C
BO3JI0’)KEHHBIMH Ha HETO 3a/1a4aMHu:

— OCYILIECTBIISIET PETUCTPALMIO M YUET TOKYMEHTOB;

— OpPraHu3yeT JOKYMEHTO000pOT, pOPMUPOBAHHE JIEN, UX XPAHEHHE,;

— OCYILECTBIIIET TEKYLIMH KOHTPOJIb 32 CBOEBPEMEHHBIM pAaCCMOTPEHUEM U
IIPOXOXKIEHUEM T0KyMeHTOB B I1Ikoune;

— obecnieunBaeT COONIOACHUE €IUHbIX TPeOOBaHMI MO MOATOTOBKE JOKYMEHTOB U
opraHu3anuu paboThl C HUIMH B YCJIOBHSX 3IEKTPOHHOTO IOKYMEHTO000pOTa;

— 0000maeT nadopmaluo 06 0o6beMax J0KyMEHTO000pOTa;

— opranu3yer (OpMHUpOBaHHWE M XpaHEHHE JIOKYMEHTAMOHHOTO (OHJA M €ro
HCIIOJIb30BAHHUE.

1.9. Begenue  nemonpous3BOACTBA B CTPYKTYPHBIX  MOJApa3/elICHUSIX
OCYILIECTBIISIETCS B COOTBETCTBUHU C JIOJKHOCTHBIMU O0S3aHHOCTSIMU.

1.10. IIpu yxoae B OTIYCK, Bbl€3[€ B KOMaHAUPOBKY, Ha BpeMs OOJI€3HU WIH B
cllyyae yBOJBHEHHUS M TEpeMEIIeHHUs Mo ciayk0e pabOTHUKM OO0s3aHbl MepeAaTrb BcCe
HaXOJAIIMeCss y HUX JOKYMEHTBl JPYroMy paOOTHHKY MO YKa3aHHIO BBIIIECTOSIIETO
PYKOBOJUTEINSA, MpPH YBOJbHEHWH DPAOOTHHKA WM NEPEeBOJEC Ha JPYryl0 JOJKHOCTh
nepenaya JOKYMEHTOB U JIeJ OCYHIECTBIISIETCS MO aKTy MpueMa-nepenayu (Ipui1oKeHUs
No 1, Ne 2).

1.11. Ilpu mnepexoae Ha JApyryro paboTy paOOTHUKOB, 3aHHMAIOIIUXCS B
CTPYKTYpHBIX mojapaszzaeneHusx Lkonasl BeneHHeM AeIONpPOU3BOACTBA, Iepeaadya BcCeX
JJOKyMEHTOB BHOBb Ha3HauaeMbIM pa0OTHHKAM MPOU3BOJUTCS IO aKTaM MpHema-
neperayu, Kotopble yrepxkaarorcs qupektopom Llkonel. Konuu aktoB HamnpaBistoTcs B
KaHLEJSPUIO TUPEKTOPA.

1.12. B cnyyasix AMUTENbHOIO OTCYTCTBUS PAOOTHUKA CTPYKTYPHOTO MOpa3AeIeHuUs
(oTmyck, ciykeOHasi KOMaHIUPOBKA, OOJILHUYHBIN JTUCT | T. J.) HE0OOX0IMMO TepeaTh



OTBETCTBEHHOMY 3a BEJICHHUE JIEJIONPON3BOICTBA JOKYMEHTHI, HAXOSAIINECS y HEro Ha
UCIOJHEHUH TI0 YKa3aHUIO AUPEKTOpa.

1.13. PyxoBogurenu CTpyKTYpHBIX mozapasaesieHui IIIkoasl HECYT NEepCOHAIBHYIO
OTBETCTBEHHOCTh 3@  BBINOJHEHHE TpeOoBaHWN MHCTpyKIMH ¥ COXPaHHOCTb
HaXOAAIMXCA y HUX JOKyMeHTOB. O ciyyasx yTpaThl, NOPYH 3apEerUCTPUPOBAHHOTO
JIOKyMEHTa paOOTHUK 00513aH HE3aMEUIUTENBbHO JT0JO0KUTh AupekTopy LIKombL.

1.14. Buecenue n3meHeHnil B THCTPYKIMIO OCYIIECTBISIETCS MTPUKA30M JUPEKTOPA
[Ikosbl ocie UX COrIACOBaHMS C MEAArOrHY€CKUM COBETOM.

1.15. C BHOBb NPUHATHIMU paOOTHUKAMH, Ha KOTOPBIX BO3JIAraioTcs 0Os3aHHOCTH
[0 BEJICHUIO JIEJIONPOU3BOACTBA, B TEUEHHE TPEX JHEW MOocie MOCTYIUIEHHS Ha paboTy
IPOBOJIUTCS MHCTPYKTAX I10 BEIEHUIO JAETIONPOU3BOACTBA TUpeKTOpoM I1IKobI.

1.16. PaboTtaTh C JNOKyMEHTaMU BHE CIYXEOHBIX MOMELIEHUH M BHOCUTh B HUX
VCIIPABJICHUS 3alpeLIaeTCsl.

1.17. BeneHue mnepenucku ¢ OpraHU3ALUSAMU OCYLIECTBISICTCS JUPEKTOPOM
[IKoJIbI UM UHBIM YHOJTHOMOYEHHBIM UM JIOJKHOCTHBIM JIMLIOM.

1.18. Beinmonnenue Hacrosmed MHCTpyKIuu 00s3aTeNbHO A KaX10ro pabOTHUKA
[kombl, ¢ ee TpeOOBaHUSIMHU PaOOTHUKH JTOJKHBI ObITh O3HAKOMIIEHBI 10| IOJIITHUCH.

2. JlIokyMeHThI 00pa30BaTe/IbHOIH OPraHU3auuu
2.1. JlupexTop IIKOJBl WIM JIUIO, UCIOJHSIOIIEEe €ro OO0sS3aHHOCTH, M3JAeT IMpHUKa3bl,
UHCTPYKLIMM, TIpaBUjia, IMOJIOKEHMs, oOOsA3aTeNbHble Ui  HCIOJHEHUS  BCEMH
CTPYKTYpHbIMU TozipazaeneHusiMu Llkons! (mpunoxenus Ne 3, Ne 4).
2.2. Xon oOcCyXIeHHsI BOIPOCOB Ha 3aCeaHMSX KOJJICTUAIbHBIX OPraHOB, COBETOB,
coOpaHusX, COBEINAHUSAX M peIIeHUs, NpPUHUMAaeMble Ha HUX, (QUKCUpYIOTCS B
IPOTOKOJIAX.
2.3. Jlns  OCYIIECTBJICHHUsSI OINEPAaTUBHBIX CBSI3€il C JAPYrUMH OpraHU3alUsIMU U
rpaXJaHaMM HUCHOJb3YIOTCS Takue (QOpMbl, Kak MNHCbMa, (aKChl, TeJIerpaMMbl,
Tene(pOHOrPaMMBbI.
24.]Ins  ocyllecTBIE€HUST  NpHEMa, YBOJbHEHUS, TMEpeMElIeHUs  paOOTHUKOB,
NPEJOCTaBJICHUS UM OTITYCKOB O(OPMIISIFOTCS] TPYIOBBIE JOTOBOPBI, IPUKA3bI 110 JIUNYHOMY
COCTaBY, 3asBJICHUS, TPYAOBbIE KHUKKH, TUYHbIE KAPTOUKHU U JIp.

3. IlpaBuia opopmiieHHsI TOKYMEHTOB
3.1. OcHoBHBIE TPeOOBaHMS 110 0(hOPMIICHHUIO IOKYMEHTOB
3.1.1. Hoxymentol odopmisitorcss Ha Omankax [IIKoasl M HMMEIOT yCTaHOBJICHHBIN
KOMIUIEKC OO0s3aTeNbHbIX PEKBU3UTOB M CTAOWJIBHBIA MOPSAJOK HMX PACIOIOKEHUS
(pacnojio)keHME  PEKBM3UTOB Ha  OJIaHKaX  OpraHU3alMOHHO-PACcCHOPSAUTENbHbIX
nokymeHTtoB cootBerctByer ['OCT P 7.0.97-2016 «Cucrema cTaHZapTOB IO
uHpopmanuyu, OUOIUOTEYHOMY W H3JaTelbckoMmy  aeny.  OpraHu3aimoHHO-
pacropsiiuTeNbHas JokyMeHTarus. TpeOoBanus K 0QOPMIICHUIO TOKYMEHTOBY).

3.1.2. B mikoJie IpUMEHSIOTCS IPOJOJIbHbIE OJaHKU:

— O6nmank nuceMa (ipusioskenust Ne 5, Ne 6);

— OmanHk nipukasa (mpusioxenus Ne 7, No 8).

braHkM JOKYMEHTOB M3rOTaBJIMBAIOTCS Ha Oymare ¢opmaroB A4 (210 x 297 mwm) .
Kaxnprii nmuct moxkymeHnTta, opopmiieHHBIH Kak Ha OjaHke, Tak u Oe3 OnaHKa, JOJHKEH
UMETh MOJIS:

25 MM — neBoe;

15 MM — npaBoe;



15 MM — BepxHee;
15 MM — HIKHEE.
Hcnonbs3oBanue 0J1aHKOB TPOU3BOILHOM (hopMbl He paspernaercs (mpuioxkeHust Ne 4).

3.2. O¢opmiieHHE PEKBU3UTOB JOKYMEHTOB

ABTOP 10KyMEHTAa

HaumenoBanue I1Ikosbl yka3piBaeTcsi B TOUHOM COOTBETCTBHUHM C ycTaBoM LleHTpa.
CokpallleHHO€ HaMMEHOBaHUE TOMEIIACTCS MO/ MOJTHBIM HAMMEHOBAHUEM B CKOOKAaX.

HauMenoBaHue CTpyKTYypHOTO MOJpa3AeiieHus — aBTOpa JOKYMEHTa UCIOJIb3yeTCs
B OylaHKax TUceM U OJaHKax KOHKPETHBIX BUJOB JOKYMEHTOB U YKa3bIBA€TCS TMOJ
MIOJIHBIM U COKpAIIEHHBIM HauMeHOBaHUAMHU [1IKOTBI.

HaunMenoBaHue AOMKHOCTH JIMIIa — aBTOpa JOKYMEHTa HMCHOJb3yeTcsl B OJlaHKax
JOJDKHOCTHBIX JIMII M pacnonaraercss noa HauMmeHoBaHueMm Illkonbl. HammenoBanue
JIOJDKHOCTHU JIUIA — aBTOpa JOKYMEHTa YKa3bIBa€TCsS B COOTBETCTBUM C HAMMEHOBAHHEM,
MIPUBEICHHBIM B PACIIOPSAUTEIHLHOM IOKYMEHTE O Ha3HAYCHUH Ha JOJKHOCTb.

CnpaBo4Hble JaHHBIE 00 00pa30BaTeIbHON OpraHu3anuu

CrpaBounbie naHHble 0 IlIKone yka3pIBalOTCS Ha OJlaHKAaX MHUCEM W BKJIIOYAIOT B
cebsi: anpec, HoMep TenedoHa, pakc, agpec SAESKTPOHHOM MOYTHI, CETEBOM aapec, a TaKKe
OKIIO, OI'PH, MHH u KIIIT opranu3zarmumu.

HanmeHnoBaHue BU1a JOKYMEHTA

HaumenoBanue Buga 1okyMeHTa, coctaBieHHOro IlIkomoil, mg0MKHO OBITh
OmpeieNIeHO YCTaBOM (TTOJIOKEHHUEM) U JIOJHKHO COOTBETCTBOBATh HAMMEHOBAHUSIM BHUOB
JOKYMEHTOB, npenycmoTpenHsiM OKVY]I: akr, chopaBka, 3amucka, CBOJKa, OT3BIB,
MPOTOKOJI, CIHUCOK, H3BEUICHHE U Jp. PacmopsauTelbHble TOKYMEHTHl OpraHU3aliu
W3/IaI0TCS CO CJICYIOIIUMH Ha3BaHUSIMU: MPUKA3, PACTIOPSIKEHHE.

HauMenoBanue BHJa W Pa3HOBUIHOCTU JTIOKYMEHTa HE yKa3bIBAETCS B MHCHhMaXx.
MecTto cocTaBieHUS WM U3JaHUS JOKYMEHTa YKa3bIBaeTcsl Ha OJIaHKaX JOKYMEHTOB
[lentpa, 3a wuCKIOYEHHEM OJIaHKOB TMceM. Ha3BaHue JOKYMEHTa IiedaTaercs
MPOMUCHBIMU OYKBAMHU MOIYKUPHBIM HIPUDTOM.

JaTa nokymeHrta

JlaToil nOoKymMeHTa sBIsieTCS JaTa €ro NOANUCaHUs (WIM YTBEPXKICHHS); IS
JIOKYMEHTa, IPUHUMAEMOr0 KOJUIETHaIbHBIM OPraHoM (MPOTOKOJIa), — AaTa €ro 3aceaHus
(MpUHATUS pelIeHwsl), s aKTa — Jara COOBITHS, JUIsl JOKYMEHTa, TPeOyIoIIero ero
YTBEPKACHUS, — J1aTa €r0 YTBEP>KICHUS.

JInsi TOKYMEHTOB, COCTaBJIEHHBIX OJHOBPEMEHHO HECKOJIBKUMU OpPTaHU3AIUsSIMH,
JIaTOW TOKYMEHTA SBJISICTCS 1aTa MOANUCAHUS €ro MOCJIEeIHENH OpraHu3aluei.

Jlata moanucaHusi, yTBEpXKICHHS, COTJACOBAHMS JOKYMEHTa, a TakKXKe JaThl,
coJiepKaluecss B TEKCTE, TOJDKHBI 0hOpMIIATHECS TU(POBBIM CIIOCOOOM. DIIEMEHTHI JIaThI
MPUBOAATCS apaOCKUMU LUpamMu B OHY CTPOKY B IMOCJIEIOBATEILHOCTH: JICHh MECSIIa,
MecHIl, TOJI.

Hanpumep: 14.06.2018.

PerucrpanMoHHbIi HOMEP JOKYMEHTA

Perucrpanmonnsiiit Homep — mudpoBoe win OYKBEHHO-IM(pPOBOE 0003HAUCHUE,
MPUCBAUBAEMOE JTIOKYMEHTY MPU €ro pEerucTpaluu.

Perucrpanus 1okyMeHTa MPOBOAUTCS MOCIIE €T0 MOAMUCAHUS UIH YTBEPKICHUS.

JI71s1 BHYTPEHHHUX JOKYMEHTOB — MPHUKA30B, MPOTOKOJIOB — 3TO MOPSAKOBBIM HOMEP
B MpejieNax KaJleHJapHOTO rojia Mo KaKJI0MYy BUIY WJIM Pa3HOBUAHOCTHU JOKYMEHTOB. B



NpHUKa3ax PETrUCTPALMOHHBIA HOMEP MOXET JOMONHATHCS OYKBEHHBIM HWHACKCOM,
0003HaYaIOUIMM Pa3HOBUJIHOCTH (Hanpumep. TIPUKa3 IO OCHOBHOHM [€ATEIbHOCTH OT
15.05.2018 Ne 25371; mpuka3 mo auunoMy coctaBy ot 10.01.2018 Ne 22nc, nmpuka3z o0
otmyckax ot 25.01.2018 Ne 420t, npuka3s mo koMmauaupokam ot 25.01.2018 Ne 25k).

JI1st ucXoasAumx T0KYMEHTOB PETUCTPAlMOHHBII HOMEP COCTOMT:

1) W3 mNOpSIKOBOrO HOMEpa B  MpeaeidaX  MacCuBa  OTHPaBIseMOU
KOPPECTIOHICHIINH;

2) uHJeKca Jiefia B COOTBETCTBUM ¢ HOMeHKIaTypoi aen Llentpa.

PeructpannonHnslii HoMep JOKYMEHTa, COCTaBJICHHOTO COBMECTHO JByMsl U Ooliee
OpraHu3aIusIMi, COCTOUT M3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXKJIOW U3 ATUX
OpraHu3anui, NPOCTaBISIEMBIX YEpe3 KOCYI0 4YepTy B MOPSAJIKE YKa3aHUs aBTOPOB B
JIOKYMEHTE.

CcbliIka Ha perucTpalMOHHBII HOMeEP U AaTy JOKYMEHTAa

Ccpllka Ha PETUCTPALIMOHHBIA HOMEp W JaTy JOKyMEHTa BKIIOYAaeT B cels
PETUCTPAIIMOHHBI HOMEp M JIaTy JOKYMEHTa, Ha KOTOPBIM ITOJKEH OBITh JaH OTBET.
Ccbulka Ha HOMEpP W JaTy JOKyMEHTa HCHOJB3YeTCs MpH OQOPMIICHHH TIHCEM,
SIBJISIIOIIMXCSL OTBETaMU Ha MOCTYIMHUBIIEE MUChbMO (3ampoc, mpock0y u nip.). CBeaeHUs B
PEKBU3UT  MEPEHOCATCS €  MOCTYNUBIIETO  JOKYMEHTa U  COOTBETCTBYIOT
PErUCTPALIMIOHHOMY HOMEPY U J]aT€ MOCTYMHUBILIErO JOKYMEHTA.

OrpaHuuuTenbHass OTMETKA JJIsl JAaHHOTO PEKBU3HUTA MPOCTABIISETCS B JIEBOM YacTH
OJIaHKa MTUChbMA O] PEKBU3UTOM «JaTay U «PETHUCTPALIMOHHBIA HOMEP JOKYMEHTA.

Hanuune naHHOrO pekBU3MTA MCKIIOYAET HEOOXOIUMOCTh YIIOMUHAHUS HOMEpA U
JaThl TOCTYIMHUBIIETO JOKYMEHTa B TEKCTE IMChbMa, YTO OCBOOOXKIAET TEKCT OT
CIPaBOYHOM HMH(OpMALUK.

MecTo cocTaB/IeHUs UJIH U3IAHNSI JOKYMEHTA

MecTo coctaBienus (M3AaHus) TOKyMeHTa (I. DHCK) YKa3bIBae€TCs B IOKYMEHTAX,
M3TOTaBIMBAEMBIX Ha OJIaHKAaX KOHKPETHBIX BUIOB JOKYMEHTOB.

Anxpecat

JIOKyMEHTBI aIpecyloT B OpraHbl BIACTH, OpraHU3allMd, HUX CTPYKTYpHbIE
MOJIpa3/IICHUs, TOIKHOCTHBIM WA (PU3UYECKUM JIAIIAM.

[Ipu agpecoBaHny TOKYMEHTa B OpraH BJIACTH, OPTaHU3AIMIO WK €€ CTPYKTYpHOE
nojpazaenenue (0e3 yka3zaHUs JOJDKHOCTHOTO JIMIA) WX HAMMEHOBAHHE THIIYT B
MMEHUTEIIbHOM MaJIeXkKe.

Hanpumep:

MuHucTepcTBO 00pa30BaHUs U HAYKH

Poccuiickoit @enepannn

JlemapTaMeHT TOCy1apCTBEHHOM MOTUTHKY B cepe

3alIUThI TPaB JIETei
[Ipu HanpaBiIeHUU JOKYMEHTa JOJKHOCTHOMY JIMIlY Ha3BaHUE OpPraHU3alluU U ee
CTPYKTYPHOTI'O MOJPA3CICHUS YKAa3bIBAIOT B UMEHUTEIBLHOM NaJEXKE, a TIOJKHOCTD U
dbamunuio aapecata — B qatesibHoM. MHUIMAABI cTaBATCS nocJie ¢paMHuIuM HE3aBUCUMO
OT TOTO, KOMY aJJpeCOBaH JOKYMEHT — JIOJDKHOCTHOMY JIMIY WK (PU3UUECKOMY.

Hanpumep:

MunuctepcTBo 00pa3oBaHusi DHCKOM 0bIacTu
YnpasieHue nenamu
['maBHOMY cnienuanucty



HBanosou 1.U.

WNnmn Ha3BaHWe opraHu3aliy BXOJUT B HAMMEHOBAHME JOJDKHOCTU M OGOPMIISETCS

B JIaTE€JIbHOM TaJIEkKe
PexTopy nncturyra
HBanosou 1.U.

[Ipu aapecoBaHMM JOKYMEHTa B HECKOJIBKO OJHOPOJHBIX OpTraHU3aluid X
Ha3BaHMS CJIEAYET YKa3blBaTh 000OIIEHHO.

Hanpumep:

PykoBoauresnsim oOpa3zoBaTeIbHBIX
opranuszanui oouiero oopazoBaHus,
PYKOBOIUTENSIM IPEANPUITHI U
opranuzanuit Muno6paayku Poccun

JlommyckaeTcss IEHTPUPOBATh KaXIYI0 CTPOKY PpEKBH3UTa «Ajpecar» IO
OTHOUIEHHUIO K CaMOM JJIMHHOU CTPOKE.

Hanpumep:

3aMeCTUTENIO TUPEKTOpa
1o yueOHol pabote
MBOY Ixoma Ne 1
Uyiikunou N. .

B cocraB pekBu3HTa MOMKET BXOJWUTH IMOYTOBBIA aApeC. DJIEMEHTHI IMOYTOBOIO
aJgpeca YKas3bIBAIOTCA B MOCJIEAOBATEIbHOCTH, yCTaHOBIEHHOM IIpaBuimamu okazaHus
yciIyr no4yToBoi cBs3u. llpu agpecoBaHmm mnuchbMa B OpPraHU3allMI0 YKa3blBalOT €€
HaMMEHOBaHUE, 3aT€M ITOYTOBBIN azpec.

Hanpumep:

Penaknus xypHana

«YTIpaBJICHUE HAYAIBHOM IIKOJIOW
MockoBcKmii TpociL., 1. 6,

r. DHCK, 101856

AJlpec HEe MPOCTABISAETCS HA JOKYMEHTaxX, HAMpPaBJISIEMbIX B MPaBUTEIbCTBEHHBIC
YUPEXKJACHUS M TOCTOSIHHBIM KOPPECIIOHJIEHTaM, B 3THX CJIydasX MOTYT NPUMEHATHCS
KOHBEPTHI C 3apaHee HareyaTaHHBIMU aJIPECaMU.

[Ipu anmpecoBaHum AoOKymMeHTa (U3UUYECKOMY Iy HEOOXOJUMO YKa3bIBaTh
dbaMuIn0, HHUITMAIBI, 3aTEM TTOUYTOBBIN ajpec.

Hanpumep:

NBanory ..
Yepubimesckas yi., 1.100, xB. 100,
r. DHCK, DHCKas o0acTh, 101856

JIOKyMEHT He JOJKEH COJEpKaTh 0oJiee YEThIPEX aApecaToB, KAXIAbIH IK3EMILIP
TaKoro JIOKYMEHTa JOJDKEeH ObITh moamucaH. CinoBo «Komwus» mepen BTOPBIM, TPEThUM,
YETBEPTHIM aJipecaTaMH HE YKa3bIBaIOT.

[Tpu HampaBieHUn TOKyMeHTa OoJiee YeM B YEThIPE aJapeca COCTABISETCS CITUCOK
Ha PacChUIKY, a Ha KaXKJIOM JOKYMEHTE IPOCTABIISIETCS TOJIBKO OJIUH aJIpec.

I'pud yrBEepkaeHUS TOKYMEHTa



YTBepkieHne JOKyMEHTa MPOU3BOAUTCS MPOCTABICHUEM Iprda yTBEPKACHUS HIIN
U3JIaHUEM paCHOPSIUTENBHOIO JIOKyMeHTa (B Tex ciydyasx, Korga TpeOyrorcs
JOTIOJTHUTEIbHBIE MPEANUCAHUS U PA3bICHEHHUS).

JIOKyMEHTbl ~ yTBEPXKAAIOTCA  JUPEKTOPOM  ILIEHTPA,  BBIMIECTOSIIIUMHU WU
MEXXBEJIOMCTBEHHbIMU OpraHaMH, OpPraHU3alUsIMH, B KOMIETEHLHIO KOTOPBIX BXOIUT
pelIeHre BOIIPOCOB, N3JI0’)KEHHBIX B YTBEPKIAEMBbIX JOKYMEHTAX.

[Tonoxxenus, npaBuiia, MOPSAIKH, JOJKHOCTHBIE MHCTPYKIIMU, MHCTPYKIUHU, PACTIMCAHUS
3aHATUIA YPOKOB, BHEYPOUYHOW J€ATEIbHOCTH, IOMOIHHUTEIHLHOTO O00pa3oBaHUsS U [Ip.
NOJJIEKAT YTBEPXKICHUIO AUPEKTOPOM IIKOJIbI M MPUOOPETAIOT HOPUIUYECKYIO CHITY
TOJIKO C MOMEHTA UX YTBEPKICHHUS.

['pud yTBepkaeHus MoMelniaeTcs B MPaBOM BEPXHEM YTy MEPBOTO JHCTA JTOKyMEHTA,
coctout u3 cioa YTBEPXKJIAIO (6e3 kaBbIuek), MOTHOTO HAMMEHOBAHMS JTOHKHOCTH
JMIA, YTBEPKIAIOLIEro JOKYMEHT, €ro JMYHOM MOJIUCH, €€ pacIu(ppOBKH (MHUIIMAJIOB,
dbamMuInK) U AaThl yTBEPKIACHUS.

Hanpumep:

YTBEPX/IAIO
Hupexrop MBOY Illkona Ne 3
OONIUCH .. UBanoBa
15.06.2018
Jomnyckaercs B pekBu3uTe «I'pud yTBepk)IACHUS JOKYMEHTa» IIEHTPUPOBATH JJIIE€MEHTHI
OTHOCHUTEJIBHO CaMOM JUIMHHOM CTPOKH.
Hanpumep:
YTBEPXIAIO
Hupexrop MBOY Illkona Ne 3
HOOIUCH .. UBanoBa
15.06.2018
[Ipu yTBEp)I€HMU TOKYMEHTA HECKOJIBKUMU JTOJKHOCTHBIMH JIUIIAMU UX MOJIIHACH
pacronararoT Ha OJTHOM YPOBHE.
IIpu yTBEp)KI€HUU JOKYMEHTA ITIOCTAHOBJIEHUEM, PEIICHUEM, ITIPUKA30M, IIPOTOKOIOM
rpud yrBepxkaeHust cocrout u3 ciora Y TBEPXK/IEH (-A, -O, -bl), nHaumenoBanus
YTBEPKAAKOLIETO JOKYMEHTA B TBOPUTEILHOM MaJIeXkKe, €ro JaThl, HOMEpa.

Hanpumep:
YTBEPX/EH
[IpoTOKO0JIOM METOAUYECKOTIO COBETA
15.06.2018 Ne 32
W
YTBEPXXJIEHO
npukazom MBOY IIkomna Ne 3
15.06.2018 Ne 32
Cnosa YTBEPXIEHO u YTBEPXX/IEH B npuioxeHusx coracyroTcs B poAe U YHcie ¢
BHUJIOM YTBep)KIaeMoro aokymeHta: mnojoxenue — YTBEPXKJIEHO, nporpamma —
YTBEPX/IEHA.

Brocuth kakue-nubo wu3MeHEHUss U J100aBIICHHWS B TIOJMUCAHHBIC (YTBEPXKIECHHBIC)
JIOKYMEHTHI 06€3 pa3penieHus JINIa, OIMMUCABIIEr0 JOKYMEHT, HE IOMyCKAeTCsl.



OTBETCTBEHHOCTh 32  KayecTBO IOATOTOBKM  JOKYMEHTOB M  JOCTOBEPHOCTH
coJiep KallluXcsl B HUX JAHHBIX BO3J1araeTcs Ha JIMIa, HOArOTOBUBIINE, 3aBU3UPOBABLINE U
HOJIKCABIINE TOKYMEHTHI.

3aroj0BOK K TEKCTY
3aroJoBOK K TEKCTY BKJIIOYAET B ce0si KpaTKOE COepKaHHE JIOKyMEHTa, €r0 OCHOBHYIO
CMBICIIOBYIO Harpy3ky. 3arojoBok (opmyiupyetcs ¢ npemiorom «O» («O6») u oTBevaer
Ha BOIIPOC «O YeM?»:
— npuka3 (0 4em?) 0 CO3AaHNU aTTeCTAlIMOHHOW KOMHCCHU;
— npuka3s (0 yem?) 00 yTBEP)KACHUH IITATHOTO PACIIMCAHUS;
— UCbMO (0 ueM?) 0 IpeI0CTaBICHUHN UH(POPMAITUH.

3aroJ0BOK COCTABJISIET UCIOJHUTEb JTOKYMEHTA. 3aroJIoBOK K TEKCTY o(opMiIsieTcs 1noa
peKBU3UTaMHU OJaHKa cjeBa, OT TPaHULbl JEBOro Mojis. Ecam TEKCT NOKyMmMeHTa He
NPEBBIIIAET YETBIPEX-MATH CTPOK WM OopopMieH Ha OyiaHke (opmarta AS, 3arosoBoK
MOYKHO HE YKa3bIBaTh.
3aroJoBOK JOKYMEHTa 3alUChIBa€TCSd NPU €ro PperucTpalud B COOTBETCTBYIOLIHE
pEerucTpanoHHble OPMBI: KAPTOUKY, 0a3y JaHHBIX.

Texct nokymeHTa
TekcT NOKyMEHTa COCTaBISI€TCSI Ha PYCCKOM S3bIKE KaK TOCYJapCTBEHHOM  S3BIKE
Poccuiickoit @enepanun. TekecT JOKyMEHTa U31araeTcsi pyCCKUM JUTEPATyPHBIM SI3BIKOM
C yudeToM o0coOeHHOCTeH O(HUIMAIBHO-ACIOBOIO CTWIS, BHUAA JOKyMEHTA U €ro
Ha3HAUYEHUsl B yIpaBieHYecKol aearenbHOCTH. CoaepkaHHe TOKYMEHTa JOJKHO OBITh
U3JI0KEHO KPaTKo, JIOTUYHO, TOYHO U SICHO.
TekcThl JOKYMEHTOB MU3JIararoTCs:
or 1-ro nmuma eIMHCTBEHHOTO YHcia B JOKYMEHTax (IpUKa3, pactopsbKeHHe W T. 1.)
nupekropa LLkomsl, qeficTByIOIero Ha NpUHIMIAX €IUHOHAYAHS, a TaKKe JOKYMEHTax,
aJpeCOBAaHHBIX PYKOBOJCTBY OpPTraHM3AIMK: MPUKA3bIBAIO... TOJTOTOBUTh U MPEACTABUTH
Ha pacCMOTpPEHUE; MPOIY PaCCMOTPETh BONPOC 00 yCTaHOBJIEHUH JIIOTHBIX TapH(OB...;
3-r0 JIMIAa €IWHCTBEHHOI'O YHCia B JOKYMEHTaX KOJUIETHATbHBIX OPIaHOB: KOMHCCHS
pemnna...; [lIkosna He cunTaeT BO3MOXKHBIM...;
1-ro nuua MHOMXECTBEHHOTO YHMCJIa B COBMECTHBIX JOKYMEHTaX: MPOCHUM MpPEJCTaBUTh
J@HHBIE O...; IPEICTABIIIEM HA PACCMOTPEHHE U YTBEPKIACHHUE. . .;
3-T0 NMIla MHOKECTBEHHOI'O YHCIa B MPOTOKOJAX: CIYIIAJH, BRICTYIHIIN, TTOCTAHOBUIIH,
peLInIn.
B nokyMmeHTax, ycTaHaBIMBAIOIIMX MpaBa U 00s13aHHOCTH OpPraHU3alUH, €€ CTPYKTYPHBIX
noJpa3JeieHni (II0JI0)KEHWE, MHCTPYKLMS), a TaKXKE COJAEp)KallUuX OIUCAHUE, OLEHKY
¢akTOB WM BBIBOABI (AKT, CIIPaBKa), HCIONb3yeTcss (opMa H3JI0KEHHS TEKCTa OT
TPETHEro JIMLA EIUHCTBEHHOI'O MM MHOXECTBEHHOIO 4HucCia («OTAET OCYLIECTBISET
(GYHKIUI», «B COCTaB 00BETMHEHUS BXOJSTY, KKOMHCCHUS YCTaHOBHIIAY).
B Tekcte noKymMeHTa, NOJIrOTOBIEHHOIO HAa OCHOBAaHUM 3aKOHOJATENBHBIX, WHBIX
HOPMAaTUBHBIX MMPABOBBIX aKTOB, U3JJaHHBIX OpraHaMH BJIACTU U YNPABJIEHUS, TOKYMEHTOB,
paHee M3JaHHBIX OPraHOM BJIACTH — aBTOPOM JOKYMEHTA, yKa3bIBae€TCS HAaUMEHOBaHUE
BUJA JIOKyMEHTa, HAUMEHOBAHME OpraHa, W3JABIIETO0 OKYMEHT, JaTa NPUHATUS WIN
YTBEPKIAEHUS JOKYMEHTA, €ro PErucTPallMOHHBIII HOMEp, a TAaKKE 3arojoBOK K TEKCTY
WIA HaMEHOBaHHE BUJIA IOKYMEHTA, Hanpumep:



«B cootBercTBuM ¢ moctraHoBieHueMm IlpaButenbctBa oT 13.08.1997 Ne 1009 «O6
yTBepkaeHun [IpaBui MOArOTOBKM HOPMATHBHBIX IIPABOBBIX aKTOB (pelrepalibHbIX
OpPraHOB UCIIOJIHUTEIHHOM BIACTH U UX TOCYIaPCTBEHHOU PETUCTPAIIUN»;
«B coorBercTtBUM ¢ [lomokeHHEM O MOCTOSHHO JEHUCTBYIOLIEH 3KCIIEPTHOW KOMHUCCHUH
YUpEKIEHUs, OpraHu3aluu, NPEINpUsATUs, YTBEPKACHHBIM IpukazoM PocapxuBa oOT
19.01.1995 Ne 2...».
Ecnu TekcT cofepKUT HECKOIBKO MOPYUECHHH, PEIICHUH, BBIBOJIOB, B TEKCTE BBIACIISIIOTCS
paszenbl, Noapa3ieibl, IyHKTbI, TOAITYHKTHI.
B TekcT moxkymeHTa MOTYT BKJIIOYaThCs (parMeHThbl, OpOpMIICHHBIE B BHJI€ TaOIUIIbI HIIN
AHKETBHL.
CrpaHuIlbl TEKCTA HYyMEPYIOTCS apaOCKUMK IU(PpaMu ocepeIMHE BEPXHETo MOJIs.
B nuceMax UCHONIB3YIOT Cleyroe (GOopMbl U3IO0KEHHUS:
— OT MEPBOTO JHUIAa MHOXXECTBEHHOTO 4YHCJa («IIPOCUM HAMPABUTHY», «HAMPABISIEM Ha
paccMOTpEHHEY);
— MEePBOTO JIUIA SMHCTBEHHOTO YHUCIIA («CUYUTAI0 HEOOXOIMMBIMY, «IIPOIIY BBIICITUTHY);
— TPEeThero Juua eauHcTBeHHoro uymucia («OO He Bo3paxkaer», «0OO cuuraer
BO3MOIKHBIM).
OTMeTKa 0 MPUII0KEHUU
Ecin JOKyMEHT HWMeEeT MNpUIIOKEHUS, Ha3BaHHbIE B TEKCT€, TO OTMETKa O HHX
odopmiseTcs o creayoniei hopme:
[Ipunoxenue: Ha 10 1. B 3 3K3.
Ecnu mpunoxxeHuss B TEKCTE HE Ha3BaHbl, TO HEOOXOIMMO MEPEUUCTUTh UX Ha3BaHUS,
KOJIMYECTBO JINCTOB U 3K3EMILISIPOB KaXKI0TO0.
[Ipy HATMYKMKY HECKOJIBKHUX MPHUIIOKEHUN OHU HYMEPYIOTCS:
[Ipunoxenus: 1. ITaTHOE pacnucaHme... Ha 4 1. B 3 9K3.
2. CmeTa pacxo/ioB... Ha 4 1. B 3 9K3.
Ecnu npunoxkenus cOpoIOpoBaHbl, KOJUYECTBO JIMCTOB HE YKa3bIBACTCH.
Ecnm k JOKyMEHTy Ipuiaraercs Ipyrod AOKYMEHT, TAKKE HMEIOIIHMNA IPUIIOKEHHUE,
OTMETKY O HAJIMYUH MPUIIOKEHUS OPOPMIISIIOT CICTYIOIINM 00pa3oM:
[Mpunoxenne: mucbkMo PocapxuBa ot 05.06.2003 Ne 02-6/172 w mpuiiokeHHE K HEMY,
BCEro Ha 3 J.
Ecnmu npunoxxenueM siBisieTcst 000COOICHHBIN 3JEKTPOHHBIN HOCUTENh (KOMIAKT-
TUCK, usb-(renr-HakomuTedb W Jp.), OTMETKY O HAJIMYUU TPHIOKEHHS O(OPMIISIOT
CIEAYIOIINM 00pa3oM:
[Tpunoxenune: CD B 1 3k3.
[Ipu 3TOM Ha BKIazbilie (KOHBEPTE), B KOTOPBIM MOMEIIAETCS HOCUTENb, YKa3bIBAIOTCA
HAaUMEHOBAaHUS JIOKYMEHTOB, 3aITMCAHHBIX HA HOCUTENh, UMEHA (DAIiIoB.
[Tpunosxenust JOMKHBI 0GOPMIIATHCS Ha CTAaHAAPTHBIX JTUCTAX U UMETh BCE HEOOXOAMMBIC
JUIsT TOKYMEHTOB PEKBU3UTHI (HAUMEHOBAaHME, 3aroJIOBOK, MOJAMHCH PYKOBOAMUTENEH
MO/pa3/ielICHH, OTBETCTBEHHBIX 32 UX COJEpKaHUE, OTMETKY O COIVIACOBAHUU U T. II.).
Ha mpunoxxeHun K pacnopsauTeIbHOMY JOKYMEHTY B NMPAaBOM BEPXHEM YTy CTaBUTCS
OTMETKa C YyKa3aHWEM Ha3BaHUS pPACTOPSAIUTEILHOTO JOKYMEHTa, €ro JaThl W
PErUCTPALIMIOHHOTO HOMEpA.
Hanpumep:
ITpunoxenne Ne 2
k mpukazy MBOY Illkona Ne 3



ot 15.06.2018 Ne 11
HaumenoBanue BUia JOKYMEHTa — MPUIOKEHUS (IIEPBOE CIOBO 3aroJIOBKA MPHUIIOKESHHUS)
BBIICNISIETCS  IPONUCHBIMM  OykBamM, nouykupHeiM wmpudptom (ITOJIOXXEHUE,
I[MEPEYEHD, CIIMCOK u 1. 1.).
Honyckaetcs BeipakeHue «I[IPUJIOXXKEHUE Ne» mewataTe mponmucHbIMH OyKBaMH, a
TaKK€ LEHTPUPOBAaTh JTO BBIPAKEHHE, HAUMEHOBAaHUE JOKYMEHTa, €ro Jary H
PErUCTPALIMOHHBIN HOMEP OTHOCUTEIIBHO CaMOM JJIMHHOW CTPOKH.
Hanpumep:
I[MTPUJIOXKEHUE Ne 2
k mpukazy MBOY Illkona Ne 3
ot 05.06.2018 Ne 145

['pucd cormacoBanus 1OKyMeHTa
Baemnee cornacoBanne opopMIIsieTcsi COOTBETCTBYIOLIUM TpUpOM.

I'pu¢ cormacoBanus cocrout u3 cioa COI'JTJACOBAHO (06e3 kaBbluek), JOIKHOCTU
JUIa, KOTOPBHIM COTJIACOBaH JOKYMEHT (BKJIIOYash HAaUMEHOBAaHUE OpraHHU3alliu), €ro
cOOCTBEHHOPYYHOU MOANMKUCH, UHUITUAIOB, (DaMUITUH, 1aThl COTJIACOBAHUS.

Hanpumep:
COI'NTACOBAHO
3amecTuTeIb HaYaJIbHUKA YIIPaBICHUS
oOpa3zoBaHusi DHCKOM 00JacTh
IIOIIUCH A.N. Iletpos
11.07.2018
Ecnu cornacoBaHue MpOBOJUTCS C KOJUIETHAIbHBIM OPraHOM WJIM MOCPEACTBOM IHUCHMA,
TO Tpu( coracoBaHusi 0HOPMIISIETCS CIACAYIOIIUM 00pa30M:

Hanpumep:
COI'NTACOBAHO
[lemarornueckum coBETOM
MBOY IlIkoma Ne 3
(mpotokoin ot 29.03.2018 Ne 1)
['pudsl cormacoBaHusi MOTYT pacHojlaraThCsi Ha OTAEIBHOM JIMCTE COTJIACOBAHMSA, €CIIU
colep)KaHMe JOKYMEHTa 3aTparuBaeT HWHTEpEChl HECKOJNbKMX opranuzanuid. Ha
JIOKYMEHTE JIENaeTcs OTMETKA «JIMCT cornacoBaHMsl IpUIIaraeTcs».
BremHee coriacoBaHue B 3aBHCHMOCTH OT COJIEP)KaHHUS JOKYMEHTA OCYLIECTBIISIETCS B
CIEYIOIIEH OUYEePETHOCTH:
— CO CTOPOHHMUMH OpraHu3alus MU, KOTJa OHU BBICTYNAIOT 00s3aTebHON CTOPOHOH B
MIPaBOOTHOILLICHUSIX, BO3HUKAIONIMX BCJIEACTBUE W3JAHUS JOKYMEHTa, WIM KOrJaa
CoJiep>)KaHHE JOKYMEHTA 3aTParuBacT UX UHTEPECHI;
— OOIIECTBEHHBIMU OpPraHU3alMsIMM — B CJIydasX HEOOXOJMMOCTH WIM B Clydasx,
NPEyCMOTPEHHBIX MOJIOKEHUSMHU 00 3TUX OpraHU3aIHIX;
— OpraHaMM, OCYULIECTBIISIIOIIMMHM T'OCYAAPCTBEHHbI HAJIBEIOMCTBEHHBIM KOHTPOJb
(Ham30p) B OMpEICICHHOM 001acTH (9KOJIOTHYECKUH, TTOKAPHBIN U T. 11.);

— BBILLIECTOSIIIUMUA  OpTraHU3alUSIMH — B Ciy4asX, KOIJIa 3aKOHOJATEeIbCTBOM
IIpeyCMaTpPUBAETCSI BO3MOXKHOCTb COBEPLICHUS YIPABJICHUECKUX JEHCTBUH TOJBKO C
pa3pelIeHus ATUX OpraHU3alni.

Busa cormacoBanus 1o0KymeHTa




Bu3bl cormacoBaHus TOKyMEHTa — PEKBH3UT JOKYMEHTA, YKa3bIBAIOIIMKA Ha COTJIACHE WM
Hecorylache JOJDKHOCTHOro Jyinia IlIkonbl ¢ comepkaHueM IpoeKTa JTOKyMeHTa (Janee —
BH3Q).

Buza BKIIOYaeT JOKHOCTH JIMIA, BU3HPYIOIIETO JIOKYMEHT, IMOAMKCH, PacHIu(ppPOBKY
HOJNUCH (MHUIMAIIBI, (PaMHIINIO) U 1aTy BUSHPOBAHUS.

Hanpumep:
3aMecTUTENh AUPEKTOPA 110 BOCIUTATENBHOMN paboTe
JInunas moamnmce N.N. BanoBa
10.10.2018

Odopmiennas TakuMm o0pa3oM BH3a O3HAYAET COIJIaCHE JOJDKHOCTHOTO JIMIA C
COJIEp’KaHUEM JIOKYMEHTA.

[Tpu Hanmu4uK 3aMeYaHuii 10 TOKYMEHTY BH3Y 0DOPMIISIOT CIEAYIOIUM 00pazoM:
3ameuaHus MpUlararTcs
3aMecTUTENh AUPEKTOPA 110 BOCIUTATENBHOMN paboTe
JInunas moamnmce N.N. BanoBa
10.10.2018
JIOKyMEHT BH3UPYETCSl HCIOJIHUTEIEM W  3aUHTEPECOBAaHHBIMH B  JIOKYMEHTE
JIOJDKHOCTHBIMU JIMI[AMHU, JTUPEKTOPOM ILIKOJIBI.
3ameuaHus JOJKHBI OBITH MPECTABICHBI HA OTJCIBHOM JIUCTE, KOTOPBIM MOAMKUCHIBAIOT,
JATUPYIOT U MPUJIATAIOT K TOKYMEHTY.
Ha nokymenTe, noJyintHHUK KOTOporo octaercs B llIkose, BU3bl MPOCTABIAIOT B HUKHEN
yacTu 000POTHOM CTOPOHBI MOCJEIHETO JTUCTA MOUIMHHUKA IOKYMEHTA.
Ha noxymeHTe, NOJUIMHHUK KOTOPOTO OTHPABJISAIOT U3 OPraHU3alUU, BU3bI IPOCTABIISIIOT B
HWKHEHN 4acTH JIMLEBON CTOPOHBI BTOPOTO IK3EMILIAPA OTIPABISIEMOrO IOKYMEHTA.
BosmoxHo odopmiieHre BU3 JOKyMEHTa Ha OTAEIBHOM JIMCT€ COTJIACOBAHMS.
JlonyckaeTcs MOIMCTHOE BUBUPOBAHKUE IOKYMEHTA U €T0 TIPUIIOKEHUS.
Ecniu B mnpomecce BHU3MpPOBaHMS B MPOEKT JOKYMEHTA BHOCSTCS CYUIECTBEHHbBIE
U3MEHEHHUs, OH IMOAJIeKHUT MOBTOPHOMY BH3MpOBaHHUIO. [IOBTOpHOE BHM3UpOBaHUE HE
TpeOyeTcs, ecnu mpu JopabOTKE B TMPOEKT JIOKYMEHTa BHECEHBbI YTOYHEHUS, HE
MEHSIOINE €TI0 CYTH.

IHoamuce
JloxymenTol, Hanpasisgemble Illkosmoli B BBIIECTOSAIIME OpraHbl  YIIPABIICHUS,
noANuUCkIBaroTCsl AupekropoM IIKombl, ero 3aMmecTutesieM MO MOPYYEHUIO AUPEKTOPA
[IIKOJIBI 11O COOTBETCTBYIOIINM HANPABICHUSM.
B cocraB pekBusuta «llogmuce» BXOAAT: HAUMEHOBAaHUE JIOJDKHOCTH  JIMIIA,
MOAMMCABILIETO JOKYMEHT (IIOJIHOE, C YKa3aHWEM Ha3BaHUs OpraHU3aluu, €ClU JTOKYMEHT
opopmiieH He Ha OJaHKe, U COKpAIIeHHOE — Ha JOKYMeHTe, 0OpMIIEHHOM Ha OJiaHKe);
JIMYHAs MOANKCH; pacIMPpoBKa MOJNUCH (MHULIUAIIBL, (DaMUITUS).

Hanpumep:
3aMecTUTENb  JIUPEKTOPA JUYHas MOAIUCH N.N. NBanosa
o BOCITUTATENIbHON
pabote

B nokymeHTax, MOJATOTOBIEHHBIX KOMHUCCHEH, YKa3bIBAIOTCA HE JOJHKHOCTH
MOJIMMCABIIUX JIUII, @ UX 00S3aHHOCTU B COCTABE KOMHCCHH.

Hanpumep:
IpeacenaTesib KOMUCCUU JIMYHAasA HOJINUCH N.0. damumnus



YJICHBI KOMHCCUH JINYHAS TOJIINCH N.0. Gamunusg
JIMYHAsA HOAIUCH N.0. damunus
[Ipn noanucaHuu AJOKYMEHTa HECKOJBKHUMU JTOJKHOCTHBIMH JIMAMH WX MOANUCH
pacnoJjiaraloT oOAHy MOJ APYrol B MOCIEI0BATEILHOCTH, COOTBETCTBYIONIEH 3aHUMAaeMOM
JIOJDKHOCTH.

Hanpumep:
Jupexrop JIMYHAas MOAIUCH N.0. ®amunus
3aMeCcTHUTENb AUPEKTOPA JIMYHAs OANNCH N.0. ®amunus

HpI/I IMOAINIMCAaHUM ANOKYMCHTA HCCKOJIBKMMH JIMOAMH PAaBHBIX ,Z[OH)KHOCTCI)'I, Hnx
MMOAIIMCH paciojararoT Ha OAHOM YPOBHC.

Hanpumep:
3amecTuTenh TUPEKTOpa o 3aMmecTUTeNnh  JUPEKTOpa IO
aIMUHUCTPATUBHO-XO035IMCTBEHHOU y4eOHO-BOCIIUTATENIbHOU paboTe
pabote
JTAYHAs N.0. Gamunus JIAYHAs N.O. Gamunus
MOJIMTUCH MOJIITUCH

Ecmun 10oimKHOCTHOE JHMIO, MOANUCH KOTOPOIO 3aroTOBICHA HA IPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT JOJDKEH TOAMMCHIBATHCS JIMIIOM, HCHOJHSIOMKUM €ro
00513aHHOCTH, WJIU €T0 3aMECTUTEIIEM.

He nomyckaercs nmoanucaHue JOKYMEHTOB C MPEAJIOTOM «3a» WM IMPOCTaBICHHE KOCOU
YepThl epe] HAIMMEHOBAHUEM JTOJIKHOCTH.

OTMeTKa 00 JIEKTPOHHOM NMOANMCH

OTtmeTka 00 DOJEKTPOHHOM MOANUCH BKIOYaeT: ¢pa3y «JlokyMeHT mnoxmucan
AIIEKTPOHHOU MOANKCHIO», HOMEP cepTU(UKATA KII0Ya FIEKTPOHHOM MOANUCH, PaMIIIUIO,
UMs, OTYECTBO BIaJeNbla cepTudukara U CpPOK JeHcTBUA cepTHU(HKATa K04
3JIEKTPOHHON MOIHUCH.

Hanpumep:

{{Img="S:\Penakuus\MLIO®IP\OGpasosarnne\IMG\118_31056.png"}} JOKYMEHT
[IOIINCAH
SJIEKTPOHHOM
[IOITUCHIO

Ceprudukar lall11aaa0000000011

Bnanenen MiBanosa Anna IlerpoBHa

HeiictButenen ¢ 01.12.2012 mo 01.12.2018
OTtmeTka 00 DIEKTPOHHOW MOJIMUCH JOJDKHA COOTBETCTBOBAaTh MECTY pPa3MELICHHS
COOCTBEHHOPYYHOH TMOANMHUCH B AaHAJOTMYHOM JOKYMEHTe Ha OyMaKHOM HOCHTEIE.
DJeMEHTBI OTMETKH JOJKHBI OBITh BUIUMBIMH M YATAEMBIMU U HE JIOJDKHBI TIEPEKPHIBATH
ANIEMEHTHl TEKCTa JOKYMEHTa W JpYyrue OTMETKH 00 OJIIEKTPOHHOM moAamucu (mpH
HaJIUYKH).
IleuaTs
OTTHCK Te4aTu 3aBepsieT MOITUHHOCTh MOANKCU JODKHOCTHOTO JIUIAa Ha JOKYMEHTax,
yIIOCTOBEPSIIOMINUX TpaBa JUL, (PUKCHpPYOMHKX (AKTHI, CBsI3aHHBIE C (PUHAHCOBBIMU
CPEICTBaMH, a TAK)KE Ha MHBIX JOKYMEHTAaX, IPe1yCMAaTPUBAIOIINX 3aBEPEHUE TTOUIMHHON
noanuch. JlIOKyMeHTHI 3aBepsroT nevarbio [Ikomb.



[Teyats mpocTaBisieTcss HA CBOOOAHOM OT TEKCTa MECTE, HE 3aXBaThIBasl JIMUHOM MOANHUCH
JIOJDKHOCTHOTO JIULA.
OtMeTka 00 HCTIOJTHUTEJIE
OtMmeTka 00 HUCIMOJNHUTENE BKJIIOYaeT B ceOs (pamMuinio, uMs, OTYECTBO HCIIOTHHUTENS
JIOKyMEHTa, HOMEp ero TenedoHa.
OTMmeTKy 00 WCHOJIHUTENE pacloNaraloT Ha JHMIEBOW WIM OOOpPOTHOM CTOpOHE
MOCJICTHETO JINCTA IOKYMEHTA B JICBOM HIDKHEM YTIIY.
Hanpumep:
NBanoBa luHa 1BanOBHa
8 (495) 994-94-94
OTMeTKa 0 3aBepeHUM KONNH
Komun ¢ JOKyMEHTOB BBIJAIOTCS C Pa3pelICHUs] PYKOBOAUTEIEH CTPYKTYPHBIX
MO/APa3ACICHUI U TOJIBKO C TEX JIOKYMEHTOB, KOTOpbIe ObLIM M3aanHbl B [1Ikoe u koTopsie
KacaroTCs CIYy>KEOHOU IeATeIbHOCTU JAHHOTO CTPYKTYPHOTO MOIpa3ieICHuUS.
[Ipu BbIgade KOMUHM TOKYMEHT BOCHPOW3BOAMUTCA TMONMHOCTHIO (Onank Illkomnsbl, HOMED,
naTa, CoJiepKaHue u T. 11.).
B npaBom BepxHem yriy xonuu mnuimercs cioBo «Komus». [Ipu Bbigade KOMUU ¢ KOMHHU
cnenyet nucatb «Konus ¢ konumy.
Ecnn xonus 17 BHYTPEHHETO IIOJIb30BaHUSA, TO JUIsI 3aBEPEHUS] HUXKE PEKBU3UTA
«Iloamucey MPOCTABIAIOT 3aBEPUTEIBHYIO HAANUCh: «BepHO»; MOMKHOCTH JIHIIA,
3aBEPSAIONIETO KOMHUIO; JIMYHYIO TIOAMHCH; paciiuppoBKY MOAMUCH (MHUIIHAAIIBI,
dbamMunnio); naty 3aBepeHusl.

Hanpumep:
BepHuo
Cekperaps/CrienuagucT 1mo Kajapam
JInunas moamnmce B.B. lIBanoBa
10.10.2018
Ecnu xommst BbIgaeTcs AJis MPEJCTABICHUS B JIPYTyI0 OpPraHM3alyio, TO OTMETKa O
3aBEpPEHUU KOIMHH JOTOJHAETCS HAAMUCBIO O MECTE XpaHEHHUsl JIOKYMEHTa, C KOTOPOro
OblJTa U3TOTOBIICHA KOMUS, U 3aBEPSETCS NIEYaThI0 OPTaHU3AIUH.

Hanpumep:
[Mopmuuuauk nokymenTa Haxoautess B MBOY Ilkona Ne 3 B nese Ne 12-k 3a 2013 rog.
Jlnst mpocTaBlieHHs] OTMETKU O 3aBEPEHHUH KOTTUU MOYKET UCTIOJIb30BATHCS IIITAMII.

OTMeTKAa 0 MOCTYNJIEHUH TOKYMEHTA
ComepuT fmary TOCTYIUIGHHS JIOKYMEHTa, a TaKXkKe ero BXOJSAIIUN
perucTpanuoHHbii HoMep. [lpu HEoOXOTUMOCTH B OTMETKE MOXKHO YKa3aTh BpeMs
MOCTYIUICHHSI B 4acaX M MUHYTaX U CIOCO0 JTIOCTaBKU JOKYMEHTA.
OTMmeTKy 0 mocTyIuieHn: JokyMeHTa B IIIkomy mpocTaBisitoT B BUJIE IITAMIIA WITH
OT PYKM B HIDKHEH YacTH JIMIICBOW CTOPOHBI MEPBOrO JIMCTA JIOKYMEHTAa WJIM Ha €ro
obopore.
Hanpumep:
MBOY Hlkona Ne 3
11.10.2018 Ne 23
13 1 40 mun



Pe3oaronusa
B cocraB pe3onmonuy  JODKHBI BXOAWTH CICAYIONIME JJIEMEHTHI: (hamuuius,
WHULIMAJIBI UCTIOMHUTENS (MCTIOIHUTEIIEH ), coaepkanue nopydyenus. [Ipu HeoOxoaumoctu
— CPOK UCTIOJIHEHUSI, TOAMUCH JIMIIA, BEIHECILIETO PE3OJIOIHIO0, 1aTa PE30OIOIUH.
Hanpumep:
Cwmupnosoii 11.0.
[Ipomy mMOATOTOBUTH MPOEKT
norosopa ¢ OO0 «Jlom mebenn»
K 22.06.2018
JInanas moamnmck

10.10.2018

[lpy HamuuMu B PE30JIONMU HECKONBKHX HCIIONHUTENEH YKa3bIBA€TCS OTBETCTBEHHBIN
UCTIOJTHUTEND (KaK MPaBHUIIO, 3TO JIUI0, HA3BAHHOE B PE30JIIOIIUU TIEPBBIM).
Ha nokymeHTax, He TpeOyIOMMX IOMOJHUTENBHBIX YKa3aHUW TI0 HWCIOIHEHUIO U
UMEIOIINX THUIIOBBIE CPOKH HWCIIONHEHUS, B PE3OJIONUHN YKa3bIBACTCS HWCIOTHHUTEb,
MOJIIKCH aBTOPA PE3OJIIOINH, J1aTa.
Pe3omtonus, kak nmpaBuiio, MUIIETCS OT PyKA PYKOBOJUTEIEM Ha MOUIMHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE.
OTMeTKa 0 KOHTpOJIE
OtMmeTKka 0 KOHTpoJIe 0003HAYAET, UTO MOKYMEHT MOCTaBJIEH Ha KOHTPOIJb. OTMETKY O
KOHTPOJIE 332 MCMOJHEHHEM JOKyMEHTa 0003HadaroT mraMioM «KOHTpoib» Ha BepXHEM
MOJIe TOKyMEHTA.
KonTposro noasexar Bce 3aperucTpupoBaHHbIEe JOKYMEHTHI, TPEOYIONINE UCTIOTHEHUSI.
CpoKkM HCIONHEHHsI JOKYMEHTAa YCTAaHABJIMBAIOTCS B COOTBETCTBUU CO CpPOKaMH,
0003HaUYEHHBIMU 3aKOHOJATEIHCTBOM, OpTaHU3aIMel, HANpaBUBIICH MOPYYCHHE WA
poCchOy, pacTOPSIIMTENBHBIM JOKYMEHTOM WJIH PE3OJTIOLMEH TUPEKTOPA IIKOITBI.
Cpoxk npocTasisieTcst B popMe JAaThl 3aBEPIICHUS UCTIOTHEHHUS.
OTMeTKa 0 HAaNpaBJIeHUH IOKYMEHTA B /1€J10
OTtmeTKka 00 WCIIONHEHWW JOKYMEHTa W HANpaBICHWH €r0 B JIeJI0 BKIIOYaeT B cels
cnenyrome naHHbie: ¢pa3dy «B meno», MHIEKC Aena Mo HOMEHKIATYpe e, B KOTOpOe
MOMEIIAeTCsl JOKYMEHT Ha XpaHEHUE, C YKa3aHUEM rojia, JOJHKHOCTH JHIa, 0()OPMHUBIIIETO
OTMETKY, TIOJIITMCH, TIaTHI.
Hanpumep:
B neno Ne 01-18 32 2018 1.
3aMecTUTeNs JAUPEKTOpa IO BOCIHTATEIBHOM
pabote
JInuHag moanuck 10.10.2018

OTMeTKka O HaAmpaBIICHUH JIOKYMEHTa B JEJIO MOXKET JOTIOJMHSTHCS KPAaTKHUMHU
CBEJICHUSIMHU O XapaKTepe UCTIOTHEHHS JJOKYMEHTA.
3.3. OcobeHHOCTH NOATOTOBKHU M 0(hopMJIeHUSI OTAEJIBHBIX BUA0OB JOKYMEHTOB
IIpuxa3s
[Tpuka3 — mpaBOBOW aKT, W3JIaBaCMbIH JUPEKTOPOM IIIKOJIBI JIJIi PEIICHUS OCHOBHBIX W
OTIepaTUBHEIX 3a1a4, cTosumx nepexa Llkomnoii (mpunoxenne Ne 8).
[Tpuka3z MoxkeT ObITh M3JaH JIUIIOM, MCIIOTHSIONIUM OOS3aHHOCTH AMPEKTOpa IIKOJBI B
ClIydae ero OTCYTCTBUSI.



B npukazax mo OCHOBHOM JAESITEIHPHOCTH PEIIAIOTCS BOMPOCHI yU4eOHOM, X035HCTBEHHOM,
(¢buHAHCOBOW JEATENBHOCTH, IUIAHUPOBAHUS, OTUYETHOCTH, Y4e€OHO-BOCIUTATEIHHOTO
npoiiecca, PU3NIECKOTO Pa3BUTHS U T. II.

[Tpuxassr odpopmisitorest Ha Onanke Ilkonsl. [lepenaua npukas3os, uX Konui paboOTHUKAM
CTOPOHHUX OpraHU3alMil JOMYyCKaeTcs TOJIbKO ¢ paspemeHus aupekropa IIIkomsl.
[TpoekTbl mpHKa30B pa3pabaThIBAIOTCS YIOJIHOMOYEHHBIM JIMIIOM [0 TOPYYEHUIO
PYKOBOJICTBA WJIH 110 COOCTBEHHON MHUIIMATHBE.

[lonroroBka mpuKaza BKIOYAaeT B ce0s U3ydYeHHE cCyllecTBa Bompoca Hu  cOop
HEOOXOJIMMBIX CBEJEHUH; TMOATOTOBKY IIPOEKTa IMpHUKa3a; COIJIACOBaHHWE IMPOEKTa;
noanucanue aupekropom Llkonsl, perucrpamuto.

[Ipuka3el meuararotcs mpudTom Ne 12,

Homepa cTpaHull NpOCTaBiSIOTCS NMOCEPEIMHE BEPXHETO IO JHCTa. TEeKCT Inpukasa
(pacniopsi’keHus1) ledyaTaeTcsl Yepe3 OJNH MEKCTPOUHBIA HHTEpBa, 6e3 000poTa.

[Ipuka3 umeeT cleqyrolMe PEeKBU3UTHI: HamMeHoBaHue LIIKonbl coriacHo ycTaBy;
HauMeHoBaHue Buaa jaokymenta (IIPUKA3), npara, Homep, MecTO COCTaBJICHUS,
3aroJiOBOK K TEKCTY, TEKCT, HAUMEHOBAHHME JOJIKHOCTH, MOAMNHUCH JOJDKHOCTHOTO JIMIA
(uHMLIMATBL, (haMUITUs), BU3bI COTJIACOBAHUS, O3HAKOMIICHHS.

JaToii mpukaza (pacropsbkeHus) sBIsieTCsl Jara ero mnoamnucanus. Jlara odopmisiercs
U(ppPOBBIM CIIOCOOOM; HOMEp COCTOUT M3 3HaKa «No» W MOPSIKOBOrO HOMEpa IMpHUKasa,
Hanpumep: oT 00.00.0000 Ne 000.

Texct mnpukaza (paclnopsyKeHHs) COCTOMT M3 JIBYX B3aMMOCBSA3aHHBIX YacTed —
KOHCTaTUPYIOLIEH U PacoOpsIUTEIIbHOM.

Tekcr mpukaza (pacmopspKeHHs) JTOJDKEH UMETh 3arojIOBOK. 3aroJIOBOK HAYMHAETCS C
npemiora «O» («O0») u popMupyercst mpu MOMOIIH OTIJIATOJIBHBIX CYIIECTBUTEIBHBIX
(Harmpumep: «O0 yTBEPKIACHHU...», «O perucTpamum...», «O Co3IaHuMu...»).

3arojoBOK JIOJDKEH KpaTko W TOYHO OTpaxaThb COJEpKaHUE TEKCTa MpHuKasza
(pacniopsikenusi). Touka B 3arojoBke He ctaBuTcs. [leuaTaeTcst yepe3 1Ba MEKCTPOUHBIX
UHTEpBaJla OT pekBu3uTa. [leyaTaeTcss CTPOYHBIMU OYKBamMH, BBIAEISIETCS >KUPHBIM
mpudTom.

B koHcTaTupyromieii 4acTH KpaTKO H3JaraloTcs Ienu W 3aaadu, (akTel ¥ COOBITHS,
MOCITY’KUBILIME OCHOBaHUEM IS U3/1aHUs MpuKka3a. OHa MOKET HAaUMHATBCS CIIOBAMHU «B
HEesAX», «BO UCIHONHEHue» W aAp. Eciam mpuka3 u3gaercs Ha OCHOBAHUM JAPYroro
JIOKYMEHTa, TO B KOHCTAaTUPYIOILEH YaCTH yKa3bIBA€TCS HANMEHOBAHUE 3TOrO JIOKYMEHTA,
HAaUMEHOBaHWE OpraHa, W3AaBIIETO JOKYMEHT, JaTa, PErucTpallMOHHBIA HOMEp H
3aroJIoBOK K TEKCTY.

KoHcratupylomias 4actb MOMKET OTCYTCTBOBATb, €CIIM MPEANUCHIBAEMBbIE JCHCTBUSA HE
HY)KJIalOTCS. B Pa3bsCHEHUHU. TEKCT MPUKA30B B TAaKUX CIydasX HAYMHAETCA CO CJIOBa
«[TPUKA3BIBAIO» (mumercs mnponucHbiMu OykBamu). [lpu Hanmuuumm JByX dacten
MpUKa3a pacrnopsauTelbHas 4YacThb OTHENSETCS OT KOHCTATUPYIOLIEH  CJIOBOM
«mpukasbiBatoy. [locne cnoBa « [ TIPUKA3BIBAKO» craButcst 1BOETOUME.

TekcT pacnopsAUTEeNbHON YacTH MOXKET ACNUThCA HAa MYHKTHI, B KOTOPBIX YKa3bIBAIOTCS
MCIIOJIHUTENH, KOHKPETHBIEC ACHCTBUS U CPOKHU UCIIOTHEHUS MPEANUCHIBAEMbIX JEHCTBUM.
Ecnu mpuka3 HOMONHSET, OTMEHSAET WM U3MEHSAET paHee W3JaHHbIE MPUKa3bl WU HUX
OTHAENbHbIE MYHKTBI, JTO oOroBapuBaercs B Tekcre. [locmegHUM  MyHKTOM
pacnopsIuTEeNIbHON YacTH TNpHUKa3a YyKa3bIBAeTCs JOJDKHOCTHOE JIMIIO, HAa KOTOpPOE



BO3JIaraeTcs KOHTPOJIb 332 MCIOJHEHUEM Ipukas3a B 1einoM. Hampumep: «KonTpons 3a
UCIIOJIHEHHEM TPUKa3a OCTABIIAIO 32 CO00i».

[Tonnuck oTaensercd OT TEKCTa JBYMs MHTEpBajaMH, ME€YaTaeTcs OT I'PAaHULbI JIEBOI'O
OJIS.

PacmmdpoBka noanucu neyataercs Ha ypoOBHE MOCIIEIHEN CTPOKU JOJKHOCTH y IPaBOM
TpaHUIlBl TEKCTOBOTO ToJist. [Ipoben Mexxny nHunmnanamMu u paMuaueit He JenaeTcs.
[Tocnennsist 6ykBa B paciunpoBKe MOAMUCH OTpaHUIUBAETCS MpaBbIM mojieM (10 Mm).
[Tpu nmoamucanuu npukasa (pacrnopsKEHHs) JMIIOM, 3aMEILAIOLIMM JUPEKTOpa IIKOJIbI,
JIOJDKHA OBITh YKa3aHa ero (pakTudeckas JOJDKHOCTb U (haMUIIHSL.

[Ipy HanMuuu NPUIIOKEHUH K MpuUKa3y (pacnopsyKEHUI0) 00s3aTeIbHO JIETIaeTCs
CCBUJIKA HA HUX B TEKCTE.

[Tpuka3el (pacnopspKEHUs1) HYMEpYIOTCS HOpSAKOBOM HyMmepalueill B mpesenax
KajeHaapHoro roga. OTAenbHO HYMEPYIOTCS MpUKa3bl MO0 OCHOBHOW JESATEIBHOCTH, IO
JUYHOMY COCTaBy PaOOTHHMKOB, MO JMYHOMY COCTaBy OOy4aroluXcs, MO OTIyCKaMm, O
KOMaHUPOBaHUU.

Ecnmu mnpuxa3 (pacrnopsbkeHue) BBOJUT B JIEHCTBHE Kakue-TMOO JOKYMEHTHI
(uHCTpYKIMH, TpaduKH, MpaBuUiia, MOJOXKEHHUS), TO OHH OG(OPMIAIOTCS B BHJIE
NPWIOKEHUsI K MpUKa3y (pacnopskeHuro). B mpaBoM BepxHEM yrily TakMX JOKYMEHTOB
OT MATOr0 TMOJOXKEeHHs TalynsTopa HeoOXxonumMo mHcaTh cioBo «lIpunoxenue» c
yYKa3aHMEM HAaWMEHOBAaHUS pACIOPSAUTEIBLHOTO JIOKYMEHTa, €ro JaTbl, HOMeEpa
(mpunoxenue Ne 9).

Hanpumep:

[Ipunoxenue

k nnpukazy MBbOYVY Ikossr Ne 3

ot 11.07.2018 Ne 34
[TpunoxeHust K NPOEKTaM NPUKA30B OQOPMIIIOTCS HA OTHENBHBIX JUCTax OyMaru
(mpunoxenue Ne 9).
Pasmeppl moneil M MEXCTPOUHBIE WHTEPBAJbl MPHU IEYATAHWUM TEKCTOB IMPUIOKECHUU
UICHTUYHBl  pa3MepaM, [PUMEHSEMBbIM IIpU  [E€YaTaHUUM  TEKCTOB  IPHUKA30B
(pacmiopsikeHuit).
B mnpunoxeHusx noMeniaroTcs IMOJIOKEHHs, MEPEeYHH, CIHUCKH, rpapukd, TaOJIULBbI,
00pa3Ibl TOKYMEHTOB U JIp.
Ecnu B TekcTe aeTcsl CChIIKA «COIVIACHO MPUIIOKEHUIO» Wi (mpuioxkeHue Ne...), To Ha
NEPBOW CTpaHUIIE NPUIIOKEHUS B IPABOM BEPXHEM yriy nuiiercs cioBo «lIpuioxxeHuer
U ero HOMep, HMKE Yepe3 OIMH MEKCTPOUHBIM MHTEpBal JAeTCs CChUIKA Ha IPHKa3
(pacmiopsikeHue) AMPEKTOPA LIKOJIbI, €r0 AaTy U HOMED.
Bce cocraBHblE YacTH PEKBU3UTA BBIPABHUBAIOTCA 10 JIEBOMY Kparo, NEYaTaroTCs 4epes3
OIMH MEXCTPOUYHbI HWHTepBal. JlIMHA CTPOKM HE [JOJDKHA MPEBBIATH & CM,
OrpaHUYMBAETCS MPABBIM MOJIEM J0KyMeHTa. [Ipy HanMuuy HECKOIBKUX MPUIIOKEHUIN OHU
HYMEPYIOTCSI.

Hanpumep:

IIpunoxenune 1

k npukasy MBOY Illxosbr Ne 3

ot 11.07.2018 Ne 34
[MIpu wamuuuu B Tekcte GopmynupoBku «YTBEPIUTD» mnpunaraemoe mnosoxeHue,
COCTaB KOMHCCHUH, NEPEUEHb MEPONPHUATHI M T. 1. HA CAMOM HIPWJIOKEHHH B IPaBOM



BepxHeM yriy pacnojaraiotcsa cioBa «YTBEPXIEHO» wmm «YTBEPXIEH» co
CCBUIKOI Ha MPUKAa3, €Tr0 ATy, HOMED.

Hanpumep:

YTBEPXJIEHO

npukazoM MBOY Illkona Ne 3

ot 11.07.2018 Ne 34
3aroJoBOK K  TEKCTYy MPWIOKEHHS MeYaTaeTcsl LEHTPUPOBAHHBIM  CHOCOOOM.
HaumeHnoBanue Buja JOKyMEHTa NPUIOKEHHs (TIEPBOE CIIOBO 3arojOBKa MPUIIOKEHMS
nevaraerca nponucHelMM OykBamu >kupHbIM mpudtom: [TOJIOXKEHUE, ITEPEYEHD,
CIIMCOK u . 1.).
3aroJ0BOK MPHJIOKEHUS OTIENAETCS OT AAaThl U HOMEpa IpUKa3a JABYMS MEXKCTPOUYHBIMU
MHTEPBAJIAMU.
[Ipy HanuuMM B TEKCTE MPUIIOKEHHUS HECKOJBKHX PA3[ENIOB UX 3aroJIOBKH IE€YaTaloTCs
LHEHTPUPOBAHHBIM CIIOCOOOM (OTHOCUTEIBHO TPaHMIl TeKCcTa). Touka B KOHIIE 3ar0JI0BKOB
He cTaBuTca. JlomyckaeTcst BBIIENATH 3aroJIOBKM  pasfesioB  LIpU(TOM JApyrou
HACBIILEHHOCTH (’KUPHBIM, MOTYKUPHBIM).
TekcT mpuIoKeHusI MOXKET ObITh 0OpMIICH B BHJIe TaOIHIBL. I’ padbl M CTPOKU TaOIHITBI
JIOJDKHBI UMETh 3aroJIOBKH, BBIPAXKEHHBIE UMEHEM CYILIECTBUTEIbHBIM B UMEHUTEIBHOM
nagexe. IloazaronoBku rpad um CTpoK rpaMMaTHUECKH TOJIKHBI OBITH COTJIACOBAHBI C
3aroyioBKamMu. TeKCT TaOJIMILIbI IeYaTaeTcsl Yepe3 OAMH MEKCTPOUYHBIM HHTEPBAI.
[Tpu HanMuuKM B TEKCTE NMPHIOKEHUH CCBUIKM Ha CHOCKY OHa O(OpMIISeTCs 3BE3J0YKOM.
TekcT CHOCKM medaTaeTcsl 4epe3 OJMH MEXKCTPOUHBIM HMHTEpBal B KOHLE KaXJOM
CTPaHHULIbI WJIM MTOCIIE TPUIIOKEHUS B 11eJIoM oJ yepToil. [locine cuMBoIa CHOCKH €€ TeKCT
nevaTaeTcs ¢ MpONUCHOW OykBbl. B KOHIle TekcTa CHOCKM cTaBUTCA Touka. Ha onHoi
CTpaHUIIEe HEe JOJKHO 0OopMIIAThCS O0JIee TPeX CHOCOK.
B mnonoxeHusx, mporpamMmax, ycTaBax M JpYrMX HOJOOHBIX JOKYMEHTax paszebl,
noJipa3fienbl, MYHKTbl W TOJANYHKTBl HyMmepyroTcs apabckumu 1udpamu. Homep
noJipa3JieNia JI0JKEH COCTOSTh M3 HOMEpa pasjiena M HOMepa MOoApa3zAeiia, pa3JeIeHHbIX
Toukoil (Hampumep: 1.2.). Homep mnyHKTa MOXKET COCTOSTh M3 HOMEpa paszjena,
nojapasjieia W TMYHKTa, pas3feieHHbIX Toukamu (Hampumep: 2.3.1.). IIyHKTHI mpu
HEOOXOJMMOCTH MOTYT TMOAPA3JCNATHCS Ha TMOAMYHKTBI, KOTOpPbIE JOJKHBI HMETh
MOPSIAIKOBYI0 HyMEpaluio B Mpeaenax kaxzaoro nyHkra (Hampumep: 1.1.1.1., 1.1.1.2. u
T. 1.).
Buspl npoctaBifioTcsi Ha OOOPOTHOW CTOpPOHE MOCIETHEro JHMCTAa IMPOEKTa IpHUKa3a
(pacmiopsikeHus).
Ha npunoxeHusx K NpOEKTaM NpPHUKa30B (PACHOPSHKEHMM) BU3bl IPOCTABIISIIOTCSA IOA
TEKCTOM MPUIIOKEHUS.
IIpoToko.
B nportokonax (moxymeHTax, (UKCHUPYIOUIMX XOJ OOCYXIEHHUS BOIPOCOB U TMPHUHITHA
pelIeHMi) TOCTOSIHHO JIEWCTBYIOIIUX KOJUIETHMAbHBIX M COBEIATEIbHBIX OpPTaHOB
(mearoru4eckoro, METOJUYECKOTO COBETOB , KOMMCCHil), a Takke KOH(EpEeHIIHIA,
coOpaHuii, COBEWIAHHWH, 3acelaHuii, NEPeroBOpoOB, BCTPEUY) UCHOIB3yeTcs (opma
U3JIO)KEHNUS TEKCTa OT TpeTbero Juma MHoxecTBeHHoro uyucina (CIIYIIAJIA,
BBICTYIIMJIN, PEHINJIN). Conepkanue BBICTYIUICHHH H3JIaraeTcsi OT TPEThEro JIMIA
€IMHCTBEHHOI'O YHCIIa.



[IpoTOKOJ UMEET CeayoIe PEKBU3UTHI:

— Haumenoganue euda ookymenma — cioBo «[TIPOTOKOJI» meuataercs Ha 2 cMm
HWKE OT TPaHULbl BEPXHETO IOJISI MPONUCHBIMU OYKBaMH, MOJYKUPHBIM IIPUPTOM U
BBIPaBHUBAETCS MO LIEHTPY;

—8Ud 3acedanus, Cco8ewjaHus — OTHAEISAETCS OT TMPEIbIIYIIEr0 PEKBU3UTA JIBYMS
MEXCTPOYHBIMU HHTEpBaJaMH, II€4aTaeTcsi MOJYKUPHBIM IIPUPTOM dYepe3 OAUH
MHTEPBAJI U BBIPABHUBAETCS 110 LEHTPY;

— dama u Homep npomoxona — nara opopmiseTcs U(PPOBBIM CITOCOOOM W TIeYaTaeTCs
4yepe3 JBa MEXKCTPOYHBIX MHTEPBAJIA HIXKE IMPEABIAYIIETO PEKBU3UTA OT JIEBOM I'PaHUIIBI
TEKCTOBOT'O MOJIsl, @ HOMEP — MOCJIE CIIOBA «IIPOTOKOJI»;

— Mecmo npogedeHus 3acedanus yKa3blBaeTcs npu ohopMIIEHUH MPOTOKOJIA COBEIIAHUs B
TOM CJIy4ae, €CIM OHO MPOUCXOAUIO0 He B 31aHUU [1IKombl, BEIpaBHUBAETCS 110 LIEHTPY Ha
OJIHOM JTMHUM C JaTOMH;

— meKcm npomoKo.Jid, Kak MpaBuio, COCTOUT U3 IBYX YacTEil: BBOJHON U OCHOBHOM.

BBoaHast 4acTh COCTaBIIAETCS MO CXEME:

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

Cexperapp — @amunus 1.0.

[IpucyrcTBoBamu:

CnoBa «IlIpencenarens» u «Cekperapb» MEYATAIOT CJIEBa OT HYJIEBOIO IOJIOKEHUS
Ta0ynsTOpa, OTIENSS ABYMS HMHTEpBaJlaMH OT 3arojioBka W Apyr oT apyra. C HoOBoi
CTpOKH Uyt ciaoBo «lIpucyrcTBoBanmny,

1 sapuanm: GaMuIMM W WHUIMAIBI TOCTOSHHBIX YICHOB KOJIJIETMATBLHOTO OpraHa,
YYaCTHUKOB 3acellaHusi, pa0OTHUKOB OpraHU3allMd W TPUTIANICHHBIX Ha 3acelaHue
NEepeYncisitoTcss B andaBUTHOM TNopsake Oe3 ykasaHus AobkHocted. llepeuuncnenue
NPUCYTCTBYIOMINX O(GOPMIISIOT BO BCIO MIMPUHY CTPOKH YEpe3 OJMH MEKCTPOUYHBIN
uHTepBal (mpunoxxenue Ne 10).

[Ipu odopmieHrur NTPOTOKOJA C YHUCIOM YYacTHUKOB Oonee 15 damuwiuu He
NEPEUUCISIIOTCS, a yKa3blBaeTcs Hudpoil ux obliee KOJIMYEeCTBO, CMHMCOK YYaCTHUKOB B
TaKUX CIy4dasiX Mpujaaraercs.

Hanpumep:

[IpucyrcTBoBanu 47 yenoBek (CHUCOK MpUIaraercs).

[logcuer y4acTHMKOB MpPOBOJUTCS IO CHHMCKaM pErucTpaluu, KOTOpbIE
IPUJIAraroTcs K MPOTOKOIY.

[Tocne nepeunciaeHusl y4yaCTHUKOB B MPOTOKOJIE OPOpMIISIETCS IEpEeUEHb BOIIPOCOB,
noJjiexXamux OoOCYXKJIEHHI0, KOTOpbIH HauumHaeTcsi cioBamu «lloBecTka mAHSI» U
pacnojaraercs LeHTPOBAaHHO Yepe3 Ba-TPU UHTEpBaja OT CIIMCKA yYaCTHUKOB.

2 eapuanm: yKa3bIBAlOT 0OIIee KOJUYECTBO WICHOB KOJUIETHAIBHBIX OPraHOB H
YHUCJIO NMPUCYTCTBYIOIINX, a pacliu(poBKa MPEACTABISIETCS B SBOYHOM JIHCTE, KOTOPHIH
ABIIAETCA IPUWIOKEHUEM K POTOKOMY (mpuitoxkenue Ne 11).

IloBecTka 1HSA COJIEPKUT NEPEUUCICHHE IYHKTOB (BOIPOCOB) IMOBECTKH JHS,
(bUKCUPYIOMIMX MOCJIEI0BATENBHOCTh 00CYXKACHUS, C GaMUIHSIMU JOKIaTUNKOB. Kaxabiii
BONIpOC HyMmepyeTcsi apalOckoi uudpoil, pacronaraercss B TMOpSAJAKE 3HAYUMOCTU U
oTBeyaeT Ha Bonpoc «O yem?».

Hanpumep:

1. AHanu3 BBITIOJIHEHHS TO0BOTO T1aHa padoTel Ikomsr 3a 2017-2018 y4ueOHbIi ToO1.
Joxnaguuk — [Terposa A.1.



OcHOBHas1 4acTh IPOTOKOJA COCTOUT U3 PA3JEIOB, COOTBETCTBYIOIIMX ITyHKTaM
MOBECTKH JHs. TEeKCT KaXkI0ro pasziesa COCTOUT U3 TPEX YacTeH:

— CJIYIIAJIM: kpaTkoe coiepkaHHe JTOKJIaaa WM CChUIKA HA MpUJIaraeMblil K
npotokony TekcT. Ilepen cmoBom «CJIYIIIAJIM» mpocTaBiseTcs HOMEP B
COOTBETCTBUU C ITOBECTKOM JIHS,

— BBICTYIINJIN: kpaTkoe coaep)KaHHWE KaKJIOTO BBICTYIUICHHUS, 3aJlaHHbIC
BOIIPOCHI U OTBETHI;

— PELLIAJIA (ITOCTAHOBWJIN): perieHue bopmynupyercs c
UCITOJIb30BAHUEM MOJENH, IPUHATOMN ISl paClOPSIAUTENbHBIX TOKYMEHTOB: YTO
C/IeNIaTh, UCIIOJIHUTEIb, CPOK UCIIOTHEHHMSL.

Pemenusi, BhIpabOTaHHBIE Ha COBEIIAHUM, BHOCSAT B TMPOTOKOJ TIOCTE CIJIOBA
«PEIINJIN» («(IIOCTAHOBUJIN»). PemicHre MOXKET COAEPKaTh OAMH MM HECKOJIBKO
MYHKTOB, OHU PACTONAraloTCs M0 3HAUMMOCTH, KaX bl U3 HUX HYMEPYETCHI.

B cnywae xornma mpoTokon (ukcupyer peunieHue o0 YTBEpKIECHHHM KaKOro-Imdo
JIOKYMEHTa, B TEKCTE MPOTOKOJIa JOJIKHA COAEPKATHCS CChUIKA HA 3TOT JOKYMEHT, a caMm
JIOKYMEHT MpUJIaraercst K mpoTOKoJy.

[Ipn Hamuuuu 0coOOro MHEHHS MO MPUHSATOMY PEHICHHUIO OHO 3aIMCHIBACTCS B
MPOTOKOJI (TIOCTIE COOTBETCTBYIOMIETO MPOTOKOJIBLHOTO PEIICHUS).

B kadecTBe WHCHONHUTENS MOXET OBITh YKa3aHO OJHO WU HECKOJIBKO
JOJKHOCTHBIX JUI] JIMOO CTPYKTypHOE mnojapaszzieneHue. Cpok MOXKET ObITh yKa3aH Kak
KaJIeHJIapHas JaTa WM KaK TEPHO/I BHITTOJIHEHUS paOOTHI.

CrnoBa «CJIYIIAJINY», «BBICTYIIWIN», «PEHINIIN» («[IOCTAHOBUJIN»)
MeYaTarT OT JIEBOTO MOJISI MPOMMCHBIMU OYKBAaMU M 3aKaHUYMBAIOT JIBOCTOUYHEM.

Kaxnplii pasgen mevyataeTcsi ¢ KpPAacHOM CTPOKH, YTOOBI BBIIEIUTh B TEKCTE
MPOTOKOJIa pedYb OCHOBHOIO JIOKJIAJYMKa, BBICTYIJICHUS YYaCTHUKOB OOCYXIEHUS
BOIPOCAa U TOCTAHOBJISIONIYIO YacTh, (hopMynupymooIyto pemienue coopanus. C 3Toi xe
IEJIbI0 B TEKCTE MPOTOKOJIa KAXKAYI0 (aMUTTUIO M MHUIIMAJIBI BRICTYTIAIOIINX M€YaTaAIOT C
HOBOHM CTPOKM B MMEHMTEIILHOM IMaJIe)Ke, 3aMUCh BBICTYIUICHUS OTIESIOT OT (haMIIUU
neducom. Kaxnaplii Bompoc medaraeTcs C KpacHOM CTPOKH, (GaMWIMA TPU ITOM
JIOTIyCKAeTCs HE YKa3bIBaTh.

B oraenpHBIX Ciiydasx Ha OCHOBE PYKOMHCHBIX WM MarHUTO(OHHBIX 3amuCei,
KOTOpBIE BEJIHCh HA 3aCEaHUU, COCTABISETCS CTEHOTrpadUYECKU MPOTOKOJ, KOTOPBIN
JIOCIIOBHO TIEpEeIaeT MpolecC 0O0CYX ACHHs KaKIO0T0 BOMPOCAa U BBIPAOOTKY PEIICHHS IO
HEMY.

[Iporokon odopmisieT cekperapb 3acelaHus, OPUINYECKYI0 CHUJIY MPOTOKOJ
npuoOpeTaeT TONBKO MPH HAIMYUU JIBYX MOANMHCEH — TMpeacelnaTeNsi U ceKperaps.
[Tognucu pacnoyiararoT, OTAEIUB OT TEKCTa JBYMS-TPEMsI MEXKCTPOUHBIMU WHTEpPBAJIAMU
OT TpaHullbl JeBoro mojis. [loamuckiBaeTcsl MEPBBIM IK3EMIUISAP MPOTOKOJIA, KOTOPBIMA
MOJIIIUBACTCS CEKPETAPEM B JEJIO U XPAHUTCS B COOTBETCTBUH CO CPOKOM, OIIPEICIICHHBIM
HOMEHKJIATYpPOU Jell.

B HexoTophIx ciydasx opopmisieTCs BBIMUCKA U3 MPOTOKOJIA.

Brimucka W3 MpPOTOKONMAa — TOYHAs KOMMS YacTH TEKCTa TOJJIMHHOTO TPOTOKOIA,
OTHOCSIIIIETOCS K TOMY BOIIPOCY MOBECTKH [IHS, IO KOTOPOMY T'OTOBUTCS BbIMUCKa. [Ipu
TOM HEOOXOJMMO BOCIIPOM3BECTH BCE PEKBU3UTHI OJaHKA, BBOJHYI) 4YacTh TEKCTa,
BOIIPOC TMOBECTKH MAHS, MO KOTOPOMY TOTOBHUTCSI BBIMKMCKA, M TEKCT, OTPAXKAIOIIHMA



oOCyXJeHHe BONpoca M MPHUHATOE pelleHue. B 3ToM ciydyae Ha3BaHME JOKyMEHTa
odopmisiercs kak «Bbllucka U3 IpOTOKOJIAy.

Ciy:xeOHOE MUCHMO

[TuceMa  coCTaBISIFOTCA  JUISl  OCYLIECTBJIIEHMsI ONEPAaTUBHOM CBA3M C  JPYTMMH
OpraHU3alUsIMH 10 BOIIPOCAM JI€ATEIbHOCTH IIKOJIBI.

[To conmepkaHHIO M HA3HAYEHUIO MHCbMa MOTYT ObITh MH(OpPMAIMOHHBIE, FAPAHTUNHBIE,
peKIaMallMOHHbIE, KOMMEpPYECKUE, MUChMa-3aIllpoChl, MUCbMA-TPUTIAIIEHHS U T. 1.
NudpopmanoHHble  MUCbMa  COAEpXaT  COOOIIeHHs, MpOChObl, HAIlOMUHAaHMS,
IIPEIIOKEHUS.

["apanTuitHple npeaHa3HA4YeHbl U1l U3BEIIEHUS O TapaHTUSAX OIUIAaThl, CPOKOB
IIOCTAaBKHU WJIM Ka4eCTBa NNPONYKLIUU U YCIIYT.

B pexsamManuoHHBIX  (NIPETEH3MOHHBIX) NHUCbMAaX M3JIaraloT  TpeOOBaHMS
BO3MELIEHUS YOBITKOB, HAHECEHHBIX M3-3a HapyLLIEHUsl YCIOBUNA KOHTPAKTA WM JOTOBOPA
Opyroi  cropoHOoM  (KOHTpareHToM).  Peknmamamusi — JOJDKHA  MOJATBEPIKAATHCS
IpWJIaraéMbIMU K IACbMY JOKYMEHTAaMHU B BUJI€ AKTOB, CIIPABOK U T. 1.

KoMMepueckue nucpeMa COCTAaBIISIOT IPH 3aKJIFOUEHUU U BBIIIOJIHEHUN KOHTPAKTOB,
4acTO B HUX H3JIaratoT MpochObl O MPEeAOCTaBICHUN HH(OPMALIMK O TOBapax U yciayrax y
UX MPOJIAaBILIOB WJIM, HAIIPOTHB, NPEAJIararoT NOCTABUTh TOBAPBI NN YCIYTH.

B nucemax-3anpocax npocsT y KOHTpareHTa pa3bsCHUTh KaKoH-JIn00 (akT win aeicTBue.
CnyxeOHble nrcbMa nevararoTcs: Ha Onankax nuceM llkonsl. Ciy:xeOHOE MUCEMO UMEET
CJIe1yIOLI1e PEKBU3UTHI:

— rpud ¥ OTMETKa OTPaHUYCHUSI JOCTYTIA K JOKYMEHTY (€CIi 3T0 He0OX0IUMO);

— ajpecar;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— OTMETKa O HAJIMYUU MIPUIIOKEHUH (€CIIM OHU UMEIOTCS);

— TIOJIMUCH;

— OTMETKa 00 UCTIONHUTETE.

TekcT cmykeOHOro mHUChbMa, KaK MPaBUJIO, JOJDKEH KacaThCs OJIHOTO BOIpOCa WIIU
HECKOJIbKUX BOIIPOCOB, €CJIM OHHM B3aWMOCBSI3aHbl U OyJIyT paccMaTpUBaThCS B OIHOM
CTPYKTYPHOM MOJIpa3JieJIeHH OpraHu3aluu-aapecara.

Tekcr u3naraeTcs OT MEPBOTO JIMIA SAMHCTBEHHOTO YKcIa (MPOCHM, HAIPaBIIeM | T. 1.)
WIK OT TpeThero nmia eanHcTBeHHoro yucia (OO cuuTaer..., mpodCOr3HBI KOMHUTET
OO paccmotper...).

Tekcr muceMa, Kak IPaBHIIO, COCTOMT M3 JBYX 4YacTed. B mepBoi wacTu wm3naraercs
NPUYMHA, OCHOBAHUE WJIM OOOCHOBAaHME COCTaBJICHMS MHUCHbMA, MPUBOIATCS CCHUIKM Ha
JOKYMEHT, SIBJIAIOLIUNCA OCHOBAaHMEM IIOATOTOBKM mHcCbMa. Bo BTOopon 4acrty,
HauyMHaoIIelcs ¢ ald3aia, MOMENIAlOTCs BBIBOJBI, MPEUIOKEHHS, TPOChObI, pPEeIIeHUus U
T. 1.

Tenerpammel, TesgedoHOorpaMMsbl U GPaKCUMHJIbHAA CBA3b

[lepenaua koppecnoHACHIMH 1O (HaKCUMWIBHOW CBS3U B JpYrue OpraHu3aluu
OCYIIECTBIISIETCS TOJIBKO MO YKa3aHUIO UJIH C pa3penieHus anMuauctpanuu Ikomsl.

[TonMMHHUKHN TOKYMEHTOB, MEpeNaHHbIX MO0 (HaKCUMUIBHON CBS3H, MOIIIHBAIOTCS
B JleNo, XpaHsmeecs y paOOTHHKA, OTBETCTBEHHOTO 3a (aKCUMHIBHYIO CBSI3b, C
yKa3aHHUEeM BpEMEHU M JaThl Nepeladyd, a KOMHH BO3BPAILIAIOTCS B COOTBETCTBYIOIIME
CTPYKTYpHBbIE TIofipa3zaesienus ¢ nometkoi «FAX (mata u Bpems)».



3asBieHNE

3asBiieHHe — 3TO O(ULIHATBEHOE COOOIIeHHEe B MUCbMEHHON GopMe. OHO CONEPKUT Yalle
BCETO MPEJJIOKEHHE, Kano0y WIM MPOCK0y KaKOro-imbo 4yenoBeKa, aJlpeCOBAHHBIC WU
OpraHu3aluy, WIH JTOJKHOCTHOMY JHUIly. 3asiBIeHHuEe OQopMIIsieTcsl Ha CTaHJapTHBIX
nuctax Oymaru ¢opmata A4.

3asBIeHME BKIIIOYAET: aJpecaTa, KOTOPOMY HallpaBiIsieTCsl 3asBiIeHHE, (paMUIIUIO, MM,
OTYECTBO, JOJKHOCTh aBTOpPa 3asBJICHUS, HAUMEHOBAHHE JOKYMEHTA, TOUHOE U3JI0KEHUE
POCKOBI, PETIOKEHHUS, OTUCH MPUIIATAEMBIX K 3asBJICHHUIO JOKYMEHTOB, J1aTa, MOJIHUCH.
B 3asBneHun ucnonp3yeTcs, Kak MpaBUiio, OQHUIIMATIbHO-/IEJI0OBAs JIEKCUKa, B HEKOTOPHIX
3asBJIICHUAX JOIYCKAeTCs yoTpeOaeHne MyOIMIMCTUYECKOM JIEKCUKHU.

3anucka

3anucka (aHalWTUYeCKas, IOKJIaJaHas, ClykeOHas, OOBSCHUTENbHAs) — JIOKYMEHT,
apPECOBAHHBIN JUPEKTOPY IIKOJIbl WM BBIMIECTOSIIEH OPraHU3alMd W COJCPHKAIIUN
00CTOSITENIbHOE U3JI0)KEHHE KaKoro-inbo BOMpoca C BBIBOJAMU U MPENTIOKEHUSIMU
COCTaBUTETIS.

JlokiagHasi 3arrcka COCTaBJIsIeTCsl KakK MO JTMYHOW WHUIMATHBE aBTOpa (pabOTHHKA), TakK
U TI0 YKa3aHUIO (MTUCbMEHHOMY WJIUM YCTHOMY) JUPEKTOpA.

3amucka cocTaBisieTcsi Ha OyMa)KHOM HOCHUTENE WM B 3JIEKTpOHHOM Bujae. OdopmieHue
3alMCKUA 3aBUCUT OT ajapecara. [Ipu cocTaBiieHMM NOKIaJAHOW 3aMHMCKH, aJApECOBAHHOU
TUpEeKTOpy mmKoJibl B pamkax lllkomnsl, oHa cuuTaercss BHyTpeHHEH u odopmisieTcs Ha
CTaHJApPTHBIX JucTax Oymaru ¢opmara A4. BHyTpeHHss 3amMcka JOJKHA COJIEPKaTb
CIEAYIOIINEe PEKBU3UTHI: BHUJ JOKYMEHTa, JaTy JOKYMEHTa, Ha3BaHHME JIOKYMEHTa
(3aroJI0BOK K TEKCTY), €CIIM TEKCT 0oJiee YeThIPEX-TISITH CTPOK; aapecara, TeKCT, MOAMKUCH
(c ykazaHueM JOKHOCTH, ¢amuwind, HHUIMANOB). [loAmuceiBaeT BHYTPEHHIOO
JOKJIAHYIO 3aIHCKY COCTaBUTEIb.

Ecnu 3amucka aapecyercs 3a mpenensl Lkonwl, To ee opopMisioT Ha OJIaHKE U OHA
Ha3bIBAaeTCsl BHEIIHEH. BHelIHsA 3amucka JOJDKHA COAEpXkaTh CIEAYIOUIUE PEKBU3ZHUTHI:
HAaMMEHOBAHHUE YUYPEXKJICHHS, BHJA JOKYMEHTa, ATy JAOKYMEHTAa, PErHUCTPaIlHOHHBIN
HOMEpP, MECTO COCTaBJICHUS, HAa3BAaHHUE JIOKYMEHTa (3arojlOBOK K TEKCTY), €CIH TEKCT
0oJiee YeThIPEX-TATH CTPOK, aapecara, TEKCT, OMUCH AUPEKTOPA IIKOJIBI.
Pa3HOBUIHOCTBIO JOKJIAJHOM 3amUCKU SABIAIOTCS mpenctaBieHus. OHU HCHOJIb3YIOTCS
IpU JTOKYMEHTHUPOBAHUHU KaJIpPOBOM JEATENbHOCTU U COCTABIISIIOTCS JIUPEKTOPOM WIIH
3amecTuTeneM naupektopa. llpencraBiieHHsi COCTaBIAIOT B ClydasX MOOIIPEHUS
pabOTHUKOB, HAJIOKEHUS B3BICKAHUM, TPOBEJCHUS aTTECTAIIUH.

ABTOMaTH3a1IMsI TOKYMEHTHUPOBAHUS

JIns mOArOTOBKM JOKYMEHTOB MOTYT NPUMEHSTHCS aBTOMATHU3UPOBAHHBIE TEXHOJIOTHH.
[Ipu »o>TOM co3matorcs 0a3pl  JaHHBIX (KOPPECHMOHIEHTOB, (OpPM JIOKYMEHTOB,
TpadapeTHBIX TEKCTOB U TEKCTOBBIX 3ar0OTOBOK), PEAKTOPCKHUE MPOTPAMMBI U JIp.
[Topsimox pa3pabOTKH, IKCIUTYyaTAIllUU U TOJIh30BaHUS TAKUMHU CHUCTEMaMHU OIPEAeIseTCs
CTaHJapTaMu B 00JaCTH aBTOMATU3HUPOBAHHBIX WH()OPMAIIMOHHBIX TEXHOJIOTHH.
DJIeKTPOHHBbIE JOKYMEHTBI

[Topsnox cocraBieHus, OGOPMIIEHUS M COIJIACOBAHUS MPOEKTOB  3JIEKTPOHHBIX
JIOKYMEHTOB OCYIIECTBIISIETCS 110 OOIIMM IpaBUjIaM JIEJIOMPOU3BOICTBA, YCTAHOBICHHBIM
B OTHOIICHWW AHAJIIOTUYHBIX JIOKYMEHTOB Ha OyMaXHOM HOCHUTENE. OJEKTPOHHBINA
JIOKYMEHT JOJDKEH UMETh PEKBU3UTHI, YCTAHOBIICHHBIE ISl aHAJOTUYHOTO JOKYMEHTa Ha
OYMa)KHOM HOCHUTEJNIE, 32 UCKIIIOYEHUEM OTTUCKA MEeYaTH.



B nepedenn 00s3aTeNbHBIX CBEIEHUN O JTOKYMEHTaX, MCIIOJIBb3yeMbIX B IEJISIX ydeTa U
MOKWCKAa JIOKYMEHTOB B CHCTEMax JJIEKTPOHHOro JokymeHToobopora [lkonsl B
COOTBETCTBUH C IIPABUIIAMH JienonponusBoacTsa B Illkoine, Bxoaar:
— aJJpecaHT;
— ajpecar;
— JIOJKHOCTh, (paMWIIMSI U MHULIAAJIBI JIUIA, TOANKMCABILIET0 JOKYMEHT;
— BUJI JOKYMEHTA;
— JaTa 1OKyMEHTa;
— HOMED I0KYMEHTA;
— J1aTa MOCTYIUJIEHUS TOKYMEHTA;
— BXOJISIIIIMI HOMEP TOKYMEHTA;
— CChUIKa Ha UCXOAILNNA HOMEP U 1aTy JOKYMEHTA;
— HAaMEHOBAHHE TOKYMEHTA;
— UHJIEKC JIeNa;
— CBEJICHHUSI O Ilepeapecanuu JOKYMEHTa;
— KOJIMYECTBO JINCTOB OCHOBHOI'O IOKYMEHTA;
— KOJIMYECTBO MPUIIOKEHUM;
— o0111ee KOJMYECTBO JTUCTOB MPUIIOKEHUH;
— yKa3aHus M0 UCIIOJIHEHUIO JOKYMEHTA;
— 1oJpKHOCTh, @. U. O. ucnonHuTes;
— OTMETKA 0 KOH(UIECHIIUAIBHOCTH.
B coctaB AOMONHUTENBHBIX CBEACHUH OO0 DJIIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIFOYEHBI CBEJICHMS: HAMMEHOBAaHHUE aBTOpa JOKyMEHTa (€clii aBTOp HE COBHAJAET C
afgpecanToM (OTHpaBUTEIEM) SJIEKTPOHHOTO JOKYMEHTa), OTMETKa O IMEpPEeHOCe CpoKa
UCIIOJIHEHUSI JOKYMEHTA, CPOK XpaHEHUs JOKYMEHTa, HAauMEHOBAHUS MIPWIOKEHUU K
AIIEKTPOHHOMY JIOKYMEHTY, KJIIOUEBBIE€ CJIOBA, CTATyC JOKYMEHTa (IPOEKT, BEPCHsl), BUA
nepeaadn J0KyMeHTa (3JEKTPOHHOM MOYTOM, MOYTOM, (pakCoOM U T. 11.) U JIp.
Cpoku XpaHEHHUs DJJEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpOKam XpaHEHUs
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU U UHBIMU HOPMATHUBHBIMU IPABOBBIMU
akramu Poccuiickon denepanuu, TUIOBBIMU MEPEUYHIMHU IS aHAJIOTUYHBIX JIOKYMEHTOB
Ha OyMa)KHOM HOCHUTEJIE.

4. Opranuszanusi 10KyMeHT0000pOTAa U UCIIOJTHEHUS IOKYMEHTOB

4.1. Ilpuem 1 00padoTKa NOCTYNAIOIINX JOKYMEHTOB
4.1.1. /IBwkeHne NOKYMEHTOB C MOMEHTA HUX CO3JaHMS WJIW MOJYYEHHs O 3aBEPIICHUS
WCIIOJTHEHUS UJIU OTIPABKU 00pa3yeT TOKYMEHTOOOOPOT.
4.1.2. B noxymeHToo60pote LIIKOIBI BRIAESHSIOTCS CIEAYIONINE JOKYMEHTOMOTOKH:
a) MOCTYNAKoIIAasl TOKyMEeHTaIus (BXoAs11ast);
0) oTmpasisieMas TOKYMEHTAIHs (MCXOIAIas );
B) BHYTPEHHSS IOKYMEHTAIUSI.
4.1.3. JloctaBka u ormnpaBka AokyMeHTOB B Illkoiy ocymiecTBisercs, Kak IpaBHIIO,
CpEeJICTBaMHU MTOYTOBOM U JIEKTPUUECKON CBSI3U.
4.1.4. JlokymeHntbl, mnoctynatomue B [Ikoiay, npoxoasT mnepBUUHYIO 0O0paboTKy,
pErUCTpalfio, IMPEIBAPUTENIBHOE  pPAacCMOTPEHHME, Iepeladyy  pPYKOBOJACTBY  Ha
paccMOTpEHHE, IEPEAAIOTCS UCTIOTHUTENSM U I1OCIJIE UCIIOJIHEHUS TOMEIIAIOTCS B €A,
4.1.5. Ilpuem u nepBuyHast 00paboOTKa JOKYMEHTOB OCYILECTBISETCS CEKpeTapeM U (UJIH)
JIMIIOM, OTBETCTBEHHBIM 3a BEJIEHUE JEJIONPOU3BOJICTBA.



4.1.6. Cekperapp y4eOHOW dYacTH | (WJIW) JIMIIO, OTBETCTBEHHOE 3a BEJICHHE
JIEJIONPOU3BOJICTBA, IPOBOJUT: MPOBEPKY IPABWIBHOCTH aJPECOBAHUS IMOCTYMAKOLIUX
JOKYMEHTOB, NPAaBWJIBHOCTU JOCTaBKM M KOMIUIEKTHOCTH JOKYMEHTOB; COPTHUPOBKY
JIOKYMEHTOB Ha MOJIEKAIINE U HE MOJISKAIINE PErUCTPALUH.

4.1.7. IlonyuyeHHble KOHBEPTbl C KOPPECHOHAEHIIMEN BCKPBIBAIOTCS, IPU ITOM
IIPOBEPSIETCS HAJIMYME BIIOKEHUW, a TAKXKE YKA3aHHBIX B JIOKYMEHTAaX INPUIIOKEHUU. B
clly4yae TIOBPEKIEHUS YINAKOBKM M BJIOKEHUH JIMOO OTCYTCTBUS MPUIIOKEHUN
COCTaBJsieTCA AakKT B JABYX OJK3eMmiuisipax. OOuH 3K3eMIUIp akTa HalpabisieTcs
KOPPECMOH/ICHTY, BTOPOM MPUOOIIAeTCs K TOCTYIUBIIEMY TOKYMEHTY.

4.1.8. OmumbOoYHO TpHUCTaHHAS KOPPECHOHACHIIUS TEPEeChUIaeTCs MO MPUHAJICKHOCTH,
€CIM HW3BECTEH aJpec IMojydyarenas. B OpoTHUBHOM ciydae KOPPECIOHACHIUS
BO3BPAILAETCS OTIPABUTEIIIO.

4.1.9. KoHBepThl OT NMOCTYNAKOIIEH KOPPECHOHAEHIMHN COXPAHSAIOTCA W MPUIIAraroTCa K
JOKyMEHTaM JIMIIb B TOM ClIy4ae, KOrJa TOJbKO MO HUM MOKHO YCTaHOBUTBH aJIpec
OTHpPABUTENSl WIM KOIJAa Jara IOYTOBOTO INTEMIIENi HMMEET 3HAauY€HHE B KauyecTBe
JTI0Ka3aTeJIbCTBA BPEMEHH MOJyUYEHHS TOKYMEHTA.

4.1.10. CreunanucToM HE BCKpPBIBAIOTCS KOHBEPTHI MHCEM C HAAMUCHIO «JIMYHO». OHU
nepeaaroTcs 1o Ha3HAa4eHUIo

4.2. IlpenBapuTesibHOE pacCMOTPEeHHE JOKYMEHTOB
4.2.1. Cekpetapp U (WIH) U0, OTBETCTBEHHOE 32 BEJEHUE JEIONPOU3BOJCTBA, IPOBOAUT
NPEBAPUTENIBHOE PACCMOTPEHHE JTOKYMEHTOB B LIENSX BBIJIEICHUS M3 BCErO0 MaccHBa
MOCTYNUBIIEH  KOPPECHOHACHIIMM  JIOKYMEHTOB,  TpeOYyIOIIHX  00s3aTEIBHOTO
paccMoTpeHust upekropom IIIkombl.

4.2.2. OcHOBaHMEM ISl NIPUHATHUS PELICHUS B XOJ€ MPEIBAPUTEIBHOIO PACCMOTPEHHS
ABJISIETCSL COJEpPXKAHUE TOKYMEHTa, a HE aJpEeCOBAHHE JIOKYMEHTa COOTBETCTBYIOLIEMY
pabOTHHKY.

4.2.3. Pe3ynpTaToM NpeaBapUTEIbHOIO PACCMOTPEHUS SIBISECTCS HAIPABICHUE JOKYMEHTA
qupekTopy LKonael WM AOMHKHOCTHOMY JIMILy B COOTBETCTBMM C YCTAaHOBJICHHBIM B
[Ikone pacnpeneneHueM 00sS3aHHOCTEH MEXKIY TUPEKTOPOM U JIOJDKHOCTHBIMHU JIUI[AMH
JUISl BBIHECEHUS YKA3aHMsI 110 UCTIOJHEHUIO JOKYMEHTA.

4.3. PerucTrpanusi 10KyMeHTOB

4.3.1. Ilepegaua JOKYMEHTOB Ha PETUCTPALMIO MPOU3BOAMUTCS TOJBKO IMOCHE UX
IIPEIBAPUTEIBHOIO PACCMOTPEHUS.

4.3.2. Peructpauuu mojjiekar Bce JTOKYMEHThI, TPeOyIOIIMe y4eTa, UCIIOJHEHUS,
MCIIOJIb30BAHMS B CIIPABOYHBIX IIEJIAX, KaK MOCTYMAIOIIME U3 APYTMX OpPraHu3aluid U OT
YaCTHBIX JIMI, TaKk MU oOpasytommecs B jAedrenabHocTH IIIKombl, U perucTpupyrorcs
HE3aBUCUMO OT CII0c00a uX JJOCTaBKH.

4.3.3. K noxymeHTaM, HE MOJUIEKAIIUM PETUCTPALMM, OTHOCITCS TOKYMEHTHI, HE
TpeOyrolre UCTIOTHEHHS U He cofepKalue nH(POPMAINH, UCIIONIb3yEeMOH B CIIPaBOYHBIX
[ENIAX: TPUTIACUTEIbHBIC, MMO3APAaBUTEIbHBIE MHCHbMa, TEJIeTpamMMbl, OWIIETHI, IUIaHBI,
OporpaMMbl  CEMUHApOB, KOH(MEpeHIMi, CHUMIO3MYMOB U JAPYTUX  TOJO0OHBIX
MEpPOIPUATHI, JOKYMEHThl MO OyXTraJITepCKOMY YYeTy, MaTepHabHO-TEXHUYECKOMY
o0ecrieueHHIo,  IUIAaHOBBIE,  ()MHAHCOBBIE  JIOKYMEHTHI,  MOCTynaromme  0e3
CONPOBOJUTEIBHOTO MHUChbMA, PEKIAMHBIE JIOKYMEHTBI, KOMMEPYECKUE MpEIJIOKEHMS,
nevyaTHble U3aHus, yHuduuupoBaHHbie (GOpMbI U OJTAHKU JOKYMEHTOB U JP.



4.3.4. JIoKyMeHTBI, NOMJEXKAIINE PETUCTpalUd, PETUCTPUPYIOTCA B JKypHAIe
pEerucTpaluy BXOAAIIUX JOKYMEHTOB (mpumioxkeHue Ne 12) B JeHb MOCTYIUIEHUS — B
clly4ae IMOCTYIUJIEHUS JOKYMEHTa B pabouee BpeMs; Ha CIEAYIIIHUi pabouuii 1eHb — B
cllydae MOCTYIUIEHHUs JOKyMEHTa B HepaOouee BpeMsl; He3aMeUIMTEIbHO — C OTMETKaMU
«Cpounoy, «OnepaTUuBHOY.

4.3.5. Ha noxymenTax, nocrynaromux B aapec LIKosbl, B HUKHEM IIPaBOM YIiIy
JIMIEBOM CTOPOHBI IEPBOTO JIMCTA JOKYMEHTA MIPOCTABISAETCA PErMCTPALMOHHBIN IITAMII C
YKa3aHHMEM JIaThl U MOPSAIKOBOIO PETUCTPALIMOHHOTO HOMEpa.

4.4. PacnipenesieHne NoCcTynawIMuxX 10KyMEHTOB

4.4.1. Ilocne perucrtpalyu TOKYMEHTHI IIEPEIAIOTCS HA PACCMOTPEHUE TUPEKTOPY
ITxomsI.

4.4.2. Ilocne paccmorpeHuss aupekTopoMm IIIKomel HOKYMEHTBI BO3BpaLAKOTCS
CeKpeTap0 M (WMiu) JIMIy, OTBETCTBEHHOMY 3a BEJEHHUE JEJIONPOU3BOJCTBA, MAJIs
NEPEHECEHUs YKa3aHWW MO MCIOJHEHUIO JOKYMEHTAa B XKYpHaJl PErMCTPallMHM BXOJSIIUX
JOKYMEHTOB. B COOTBETCTBUM € YyKa3aHUSMU IO UCIIOJHEHUIO INOJJIMHHHUK JOKyMEHTa
HampasisieTcs  paOOTHUKY,  SIBIAIOIIEMYCS ~ OTBETCTBEHHBIM  HCIOJHHUTEIEM, a
COMCIIOJTHUTENSAM HAIPaBJISIIOTCA KOMUU JAOKYMEHTOB (€ClId MMEIOTCS), O YeM JeslaeTcs
OTMETKa B ’)KypHAJIe PETUCTPALMH BXOASIINX JOKYMEHTOB.

4.4.3. DnekTpoHHbIE COOOIIECHUS, TMOCHIJIAEMbIe I10 DJIEKTPOHHOW IoYTe,
UCIIOJIHAIOTCSL  aHAJIOTUYHO JIOKYMEHTaM Ha OyMaXXHbIX HOCHUTENSX C Y4YETOM
OMpEJICICHHON ciellM(PUKU B MIPOLIECCE UCTIOTHEHUS.

4.5. Ilopsinok o00padOTKH M NPOXOXKICHHUS HCXOJAIIMX M BHYTPEHHHX
JOKYMEHTOB

4.5.1. IlopsimoKk MOATOTOBKM MCXOMAIIMX JOKYMEHTOB BKIIIOUaeT B ce0s paboTy 1o
COCTaBJICHUIO IPOEKTa JOKYMEHTa, COIJIACOBAHMIO, MOJMUCAHMIO (YTBEPXKIEHHUIO) U
OTIIpaBKe.

4.5.2. Jlo nepenaun JOKyMEHTa Ha MOANKUCH UCIIOJHUTEND JTOJKEH MPOBEPUTH €TI0
coJiep KaHKe, MPAaBWIBHOCTh O(POPMIICHUS, HATU4We HEOOXOIUMMBIX BU3 U MPHIIOKEHHM.
JIOKyMEHT IIpe/ICTaBIsAeTCsl Ha MOAINUCh BMECTE C MaTEpUaaMi, HA OCHOBAHMM KOTOPBIX
OH F'OTOBHJICSI.

4.5.3. BuyTpeHHue AOKYMEHThI O(OPMIISIOTCS U UCHOJHAIOTCS (UCMONb3YIOTCS) B
npenenax [Ikombr.

4.5.4. BHyTpeHHUE OKYMEHTHI (JAOKJIaJHbIe 3alUCKH, CIOPABKH, CBOJAKU U [Ip.)
paccMaTpHUBAIOTCS TEMU JIOJKHOCTHBIMU JIMIIAMH, KOMY OHH HaIlpaBJICHBbI.

4.5.5. OTBETCTBEHHBIE 32 ETONPOU3BOACTBO NEPEA CAAUYECH KOPPECIOHIACHIINNA HA
OTIIPaBKy JIOJDKHBI 00s3aT€IbHO MPOBEPUTH MPABUIBHOCTH €€ O(OpMIICHUA U
anpecoBaHus. KoHBepTOBaHME KOPPECHOHJAEHUMU W JPYIMX IOYTOBBIX OTIpPaBICHUN
MPOU3BOJIUTCS CTPYKTYPHBIMU Nosipa3aenenusmu Lkonsr.

4.5.6. Peructpanusi OTIpaBISEMBIX JOKYMEHTOB OCYIIECTBIIETCA B JE€Hb HX
noanucanus (yTBEpXKACHHS) WM Ha CIeAyrolmuid pabodwii neHb. PerucrpannoHHBIN
HOMEp JOKyMEHTa M JaTa PerucTpalydy MPOCTABIAIOTCS Ha MOJJIMHHUKE JOKYMEHTa B
pekBu3uTax OnaHKa M Ha KomuH, ocTaromieiicss B aene lIkonsl. CripaBOYHBIM anmapaTtom
JUISL ACXOIAIIMX JOKYMEHTOB SIBIIIETCA IKYpHAJI PETUCTPAlMU 3TUX JIOKYMEHTOB
(mpunoxxenue Ne 12).

4.5.7. OTnpaBKy HCXOASIIMX TOKYMEHTOB MPOM3BOAMUT CEKpeTapb U (WJIH) JIMILIO,
OTBETCTBEHHOE 32 BEJACHUE AETONPOon3BoACTBa. CpouHasi KOPPECIOHAEHIS 0(hopMIIsieTCs



U OTHPABISETCS HE3aMEAJUTENbHO ceKpeTapeM U (WIM) JHUIOM, OTBETCTBEHHBIM 3a
BEJICHUE JIeJIONPOU3BOICTBA.

4.5.8. Cekperaps U (WIU) JUIO0, OTBETCTBEHHOE 32 BEJACHHUE JEIONPOU3BOJICTBA,
OpoBEpSieT MPAaBUIBHOCTH  O(GOPMIICHUS  UCXOASIIMX  JOKYMEHTOB, IPOU3BOAUT
COPTUPOBKY JTOKYMEHTOB IO CHOCO0Y JOCTaBKM KOPPECIOHACHIIMH ajpecary (mpocTas,
3aKa3zHas, MexJayHaponHas u JAp.). HenpaBunbHO o0QoOpMIEHHBIE JOKYMEHTHI H
KOPPECIIOH/ICHIIUS HECIY)KEOHOro XapakTepa K OTIpaBKE HE MPUHUMAIOTCA U
BO3BpAIIAIOTCS JIUILY, TOJTOTOBUBLIEMY TOKYMEHT.

4.5.9. Ortnpasngemass 1O TOYTe KOPPECTOHIEHIUS TMPOXOJUT YHAKOBKY,
aJipecoBaHMe, MPOCTABIEHUE CTOMMOCTH IOYTOBBIX YCIYr M Iepefady Ha OTIpPaBKy B
MECTHOE OT/ICTICHUE CBSI3H.

4.5.10. Ha 3aka3Hyl KOpPECIOHJICHIIMIO, Ha JOKYMEHTBI C MOMETKOM «Jliis
CIIy’KEOHOTrO TOJIb30BaHUS» COCTABIISIETCSI PEECTp, KOTOPBIM 3aTeM BO3BpallaeTCs
cekpeTapro y4eOHOM dvacthu M (WIM) JIMIy, OTBETCTBEHHOMY 3a BEJICHHUE
JIEJIONPOU3BOJICTBA, C PACHHUCKON paOOTHUKOB MOYTOBOTO OTICJICHUS CBSI3U WM MHOTO
JuIa, 00eCcIeuynBaOIIEeTo OTIPABKY TOKYMEHTOB.

4.5.11. Ilepenaya ¢ UCTONB30BAHUEM CPEJCTB (PAKCUMUIBHON CBSI3U JOKYMEHTOB,
coJiepKalluX CIy>KeOHYI0 UH(OpMAINIO OTPAHUYEHHOTO PACIIPOCTPAHEHMsI, B TOM YHCIIe
c moMmeTKol «/[ns ciayxeOHOro moib30BaHUA», HE paspemraerca. Kareropuuecku
3anpeniaercs nepejayda rno cpeAacTsaM GakCUMHUIBHOMN CBSI3H CEKPETHBIX JOKYMEHTOB.

4.5.12. C ucnonb3oBaHUEM CPENCTB (PAKCUMUIBHOM CBSI3M MOTYT OBITh MepeaaHbl
MaTepuaabl TEKCTOBOTO, TAOMWYHOTO WM TpadUyecKOro XapakTepa, HCIOIHEHHbBIC
TUNOrpad)CKUM, MAITUHOMKMCHBIM WJIM PYKOMUCHBIM CIIOCOOOM B YEPHOM WM TEMHO-
CHMHEM LBETE€ C YETKUM M KOHTPACTHBIM H300paxkeHHEeM (TepBble SK3EMIUIIPbl WIM UX
KCEPOKONHM) Ha Oeyiol Oymare ¢ MHHHMAJIbHON BbICOTON OykB u mudp 2 mMm. O0beMm
nepelaBaeMoro B TeYEHHE OJIHOTO CeaHCa CBS3M JIOKYMEHTA, BHITIOJHEHHOTO Ha Oymare
dbopmata A4, He TOJDKEH MPEBBINIATD MSITH JIUCTOB.

4.5.13. OTBeTCTBEHHOCTb 3a CcoOJepkaHue HuHpoOpMalMK, T[epeaaBacMoi ¢
UCTOJb30BAHUEM CPEACTB (PaKCUMUIBHOW CBSI3M, BO3JIAaraeTcsi Ha HCIHOJIHUTEINS,
MOJTrOTOBUBIIETO (paKCOrpaMMy JUIsl TepeIadu.

4.6. Oco0eHHOCTH PadOTHI € IJIEKTPOHHBIMH IOKYMEHTAMHU

4.6.1. B lllkosie co31ar0TCA U UCTIOJIB3YIOTCS:

— JJICKTPOHHBIC  JIOKYMEHTBI, CO3/laBaéMbie B  JJICKTpOHHOW (opme 0Oe3
NPEIBAPUTENHHOIO JOKYMEHTUPOBAHUS HAa OyMaKHOM HOCHTEIIE;

— 3JIEKTPOHHbIE 00pa3bl JIOKYMEHTOB, MOJYYEHHbIE B pe3yjbTaTe CKaHUPOBAHUS
JIOKYMEHTOB U XPaHSIIUECs B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

4.6.2. Ilpuem U oTOpaBKa DBIEKTPOHHBIX JOKYMEHTOB OCYHIECTBISIOTCS
OTBETCTBEHHBIM 3a BeJIeHHE JenonpousBoictsa B Llkoe.

4.6.3. DneKTpOHHBIE IOKYMEHTHI CO3/al0Tcs, 00pabaThIBAIOTCS M XpaHATCA B
CHCTEME IIEKTPOHHOTO TOKyMeHTooOopoTa [1IKkombI.

4.6.4. DNEKTPOHHBIN NOKYMEHT JOJKEH ObITh O(OpMIIEH MO OOUIMM MpaBUaM
JIEJIONPOU3BOJICTBA U UMETh PEKBHU3UTHI, YCTAHOBJICHHBIE JUISI AaHAJIOTMYHOTO JTOKYMEHTa
Ha OyMaXHOM HOCHTENE, 3a HCKIIOYEHHEM OTTHCKa TMe4YaTH M H300paKeHHs
['ocynapctBennoro rep6a Poccuiickoit denepanum.

4.6.5. Ilng moATBEp>KIAEHUS TMOJJIMHHOCTU AJIEKTPOHHBIX AOKyMeHTOB B Illkoie
UCTIOJNB3YIOTCA ~ JJEKTpPOHHBbIE  Iu(poBble  moamucu. Vcmomp3yemble — CpeacTBa



3JIEKTPOHHOW IU(POBOM MOAMUCH JOJIKHBI OBITH CePTU(GULIUPOBAHBI B YCTAaHOBIEHHOM
HOpSIZIKE.

4.6.6. EnuHuned ydera OdJIEKTPOHHOIO JOKYMEHTA SBJIETCS JJIEKTPOHHBIN
JIOKYMEHT, 3aperiCTpUPOBAHHBIN B CUCTEME 3JIEKTPOHHOTO JOKyMeHTooOopora IIIKombl.
DNEeKTPOHHBIN TOKYMEHT, UMEIOIIUI PUIIOKEHUS, PETUCTPUPYETCA KaK OAMH JOKYMEHT.

4.6.7. Ilocne oTmpaBKH 3SJIEKTPOHHOIO JIOKYMEHTA, 3aBEPEHHOIO JJIEKTPOHHOU
HOJIKCHIO YIOJTHOMOYEHHOIO JOKHOCTHOTO JIMIA, JOCBUIKM aJgpecary e€ro KOIUU Ha
OyMa)XHOM HOCHTEJe, Kak IMpaBuWilo, He TpeOyercs, 3a HMCKIIOYEHUEM OTBETOB Ha
oOpaleHust TpakJaH, MOCTYNUBIIMX MO HH(MOPMALNOHHO-TEIEKOMMYHUKAIMOHHBIM
KaHajlaM, Ha KOTOpbIE 3asBUTENIO JAeTCsl NMUCBbMEHHBIM OTBET, HANpPABISEMBIM IO
IOYTOBOMY aJIpecy, yKa3aHHOMY B 0OpallleHuu.

4.6.8. VcnonHeHHbIE 3JEKTPOHHBIE JOKYMEHTBHl CHCTEMAaTH3UPYIOTCS B Jefla B
COOTBETCTBUM € HOMeHKnaTypol nen IIkoasl W HMHOEKCHPYIOTCS B HOPAJIKE,
YCTAaHOBJIEHHOM B OTHOIIEHHUU JI€JI, COCTABJIEHHBIX M3 JIOKYMEHTOB Ha OyMa)XHOM
HocuTtene. [lpu coctaBieHHH HOMEHKIIATYpHI A€l B 3ar0JI0BOK Jlela BKII0YAETCsl yKa3aHue
«OIIEKTPOHHBIE JOKYMEHTBD.

4.7. AndopmannorHHasi 0€30I1aCHOCTH

4.7.1. Hudopmammonusie pecypcbl Illkonsl mo goctyny  (BO3MOXHOCTH
UCTOJIb30BaHUA) MOJAPA3ACIAIOTCS Ha OTKPBITYIO (0OIIENOCTYHYI0) HH(pOpMAIHIO,
ciIykeOHyI0 nH(popMaIio U HTHPOPMALIMIO OTPAHUYEHHOTO PACIIPOCTPaHEHHs (JOCTYIA).

K kareropuu OTKpbITON MHPOpMAUU OTHOCUTCS MH(GOpPMALUs, COJIEpKalascs B
JNOKyMeHTax W 0a3ax agaHHbIX LIIKoibl, HENOCPEICTBEHHO 3aTparvBarolias IpaBa U
UHTEPECHI TPaKJIaH.

K kareropuu cnyxe0HO# nHpOpMaIK OTHOCUTCA UH(POpPMaLUs, coJlepKallasics B
JNOKyMeHTax M 0a3ax naHHbIX LlIkojbl, mpeaHa3HayeHHas A JOJDKHOCTHBIX JIMII U
paboTHHKOB I1IKOBI, IPU BBHINOJHEHUH UMHU CBOMX (DYHKIIMOHAIBHBIX OOS3aHHOCTEH, He
3aTparuBaronas HanpsAMYyIo MpaBa U UHTEPECHl IPaXJIaH U HE OTHOCSIIASICS K KaTeropuu
OTrpaHUYEHHOT'0 pacTpoCTpaHeHus (I0CTyma).

K xareropum wuHpOpManuu OTrpaHMYEHHOIO PacCHpOCTpaHEHHs (JocCTyma)
OTHOCHUTCSI MH(pOpMAIUs, CoJepKalasics B JOKYMEHTax M 0a3ax JAaHHBIX, BKIIOYAIOIIas
CBeJICHUS! KOHPUICHIIMAIBHOIO XapaKTepa.

Bes undopmanus, cogepxkamasicss B AOKyMeHTax U 0azax naHHbIX LKkomsl, mo
YMOYaHHUIO SIBJISIETCS. OTKPHITOW W OOIIeNOCTYNHOW. VICKIIOYeHHe COCTaBISIET
uH(pOpMaLIUs, OTHECEHHAs! K KATETOPUSIM CIIyKEOHON U OrpaHMYEHHOI'0 PaclpOCTPaHEHUS
(moctyma).

4.7.2. Jloctyn monb3oBareneil kK MHGOPMAIMU OTPAHUYUBACTCS ITyTEM OTHECEHUS
UHpOpMAIMU K COOTBETCTBYIOIIEH KAaTETOPUH M HAJOXKEHHEM Ha Hee COOTBETCTBYIOLIETO
rpuda orpaHuyeHus pacrpocTpaHeHus. MH@opmanus OrpaHMYEHHOrO JOCTyNa
cHabOxaercs rpudom «Jlist cirykeOHOTO TTOJIb30BAHUS.

[IpaBom oTHeceHuss HMH(OpPMAMM K KaTErOPUM OTPAHUYCHHOTO JOCTyNa H
HAJIOKEHHUSI COOTBETCTBYIOIIETo Ipuda obnasaer aBTOp JOKYMEHTa MO COTJIACOBAHMIO C
mupexkTopom I1Ikosnbr.

JlokyMeHTHpOBaHHAs WH(GOpPMAIMs OTPAaHUYCHHOTO  pPacmpocTpaHeHus  0e3
CaHKLIMHU JTOJPKHOCTHOI'O JIMIA, YCTAHOBUBILETO PEXUM OTPaHUYEHHOI'O PacpOCTPAHEHUS
I JAHHOTO  JOKYMEHTa, HE TOMJIEKHUT pasrjalieHuio  (paclnpoCTpaHEHUIO).
[IpenocraBienne MONB30BATEISIM JOCTYNAa K JaHHOW WHGPOpPMAIMH OCYIIECTBISETCS



UCKJTIOYUTENBHO TI0 COTJIACOBAHHUIO C YKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM MyTEeM IOAauu
COOTBETCTBYIOLIEH 3asBKHU.

JIOIKHOCTHBIE  JIMLA, NPUHSABLIME peumieHue o0 OTHECEHMH HWH(pOpMaluH,
3apUKCUPOBAHHON B JOKYMEHTE, K KaTerOpUU OTPAHUYEHHOI'O PACIPOCTPaHEHHs, HECYT
OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTH TPUHATOTO PEIIEHUSI U €ro COOTBETCTBUE
JEHCTBYIOIIEMY 3aKOHOAATENbCTBY.

4.7.3. Jluunsle paena paOOTHHUKOB, JMYHBIE KAapTOYKHM pPAOOTHUKOB, TPYAOBHIE
KHIKKH paOOTHUKOB, MIPHUKA3bI 10 JIMYHOMY COCTaBY JOJKHBI XpaHUTHCS B celide win B
METAJTUYECKOM IHIKa]y.

brnanku TpyAOBBIX KHHUKEK IO MEpEe HEOOXOJUMOCTU BBIJJAIOTCS OTBETCTBEHHOMY
JUIy KaJpoBOW CIyXObl. 3amucu B TPYJOBOM KHIKKE IOIMUCHIBAET PYKOBOJIUTEIND
kKagpoBoi ciayx0s OO. VYuer, XpaHeHHWE W BblJadyy OJIAHKOB CTPOTOH OTUYETHOCTH:
JUIUIOMOB, BKJAJbIIIEH K HHUM, CBHJIETENbCTB, YJOCTOBEPEHUN BEIET 3aMECTUTEINb
nupekTopa. bianku xpanstcs B ceilde.

4.7.4. YcraHOBKa M JKCIUTyaTalUsl IPOrPaMMHOI0 OOECTIeUeHus, MOTYYSeHHOTO 3
JHOOBIX MCTOYHUKOB M BBIMONHSIONIETO (YHKIMU, HE CBA3aHHBIC HEMOCPEICTBEHHO C
BBIIIOJTHEHUEM pPAOOTHUKAMHU CBOMX JIOJDKHOCTHBIX OOS3aHHOCTEH, KaTeropuyecku
3arpenieHa.

4.7.5. Bes mpescTaBiieHHasi B DJIGKTPOHHOM BHJie MHGOpMalvs, OCTynaromas B
[komy, B 00s13aTEIBHOM MOPAJIKE MOAJIEKUT NPOBEPKE AHTUBUPYCHBIMU CPEJICTBAMHU.

4.7.6. DNEeKTpOHHAs IMOYTa MOYKET HMCIIOJIB30BATHCS IMOJIB30BATEISAMHU TOIBKO IS
oOMeHa mH(poOpMaIMel, OTHOCAIIEHCS K KAaTETOPUU OTKPBITOM U CIyKEOHOU. 3ampenieHo
UCIIOJIb30BaTh JJEKTPOHHYIO TMOYTY I Tepeiadyd WHGOpMalHuH, OTHOCAIMIEHCS K
KaTeropuu OrpaHMYEHHOT0 PacpOCTPaHEHUSI.

5. KoHTpoJIb 32 HCIIOJTHEHHEM JOKYMEHTOB

5.1. Opranu3anusi KOHTPOJIst

5.1.1. Kontponto moajiexaT BCe 3aperMCTPUPOBAHHBIC JOKYMEHTBI, TpeOyroiue
ucnosHeHuss. KOHTpoJIb UCHONHEHUs JAOKYMEHTOB BKJIIOYAeT: Y4eT, MOCTAaHOBKY Ha
KOHTPOJb, KOHTPOJb CpPOKOB MCIOJHEHUS, HENOCPEICTBEHHYI0 IPOBEPKY XOJa
VCIIOJIHEHU S, IPOBEPKY KAUeCTBA MCIIOJIHEHUS, AHAJIN3 PE3YJIbTATOB UCIIOJIHEHUS.

5.1.2. KoHTponb 3a UCHOTHEHUEM JIOKYMEHTOB YCTAHABIMBACTCS B IEISAX OOECleUeHUs
UX  CBOEBPEMEHHOIO M  KA4eCTBEHHOI'O  MWCIIOJIHEHMS, TIOBBILIEHUS  YPOBHSA
OpraHM3aTOPCKOI pabOThI U UCTIONIHUTENBCKON AUCHUTUINHBL.

5.1.3. Ilpu mocTaHOBKE AOKYMEHTa Ha KOHTPOJIb Ha MPaBOM BEPXHEM IOJie JOKYMEHTa
JIeJaeTCsl OTMETKA O KOHTPOJIEe, KOTOPYIO 0003HAYAIOT CJIOBOM (IIITAMIIOM) «KOHTPOJIb)
5.1.4. KouTponto mnoafiexaT NpHUKa3bl, PEIICHHS COBETOB, a TaKXe JOKYMEHTHI,
nocrynaromue Ha umst rupexropa HIkossr.

Opranu3zanusi KOHTPOJIS UCIIOJIHEHUS BKJIIOYAeT B ceOs:

— IIOCTAHOBKY JIOKYMEHTa Ha KOHTPOJIb;

— MOHUTOPHHT UCIIOJIHEHUSI KOHTPOJIbHBIX OPYYEHUH JOKYMEHTOB;

— CHSITHE UCTIOJTHEHHOT'O JOKYMEHTa ¢ KOHTPOJIS;

— HanpaBJieHUE UCTIOTTHEHHOTO IOKYMEHTA B JIEJIO.

5.1.5. PykoBoauTenu CTPYKTYPHBIX MOApAa3/IeIeHUN 0053aHbl paccMaTpUBaTh COCTOSIHUE
VCIIOJIHUTENBCKON JUCLUUIIMHBI 10 JOKYMEHTaM C TOPYYEHUSMH aJIMUHUCTPALMU
[komnbl, a Takke AOKYMEHTHI, OCTYNUBIINE B aJpec CTPYKTYPHOTO MOJpa3elieHUus U
TpeOyIoIIre UCTIOHEHUS 1 TOATOTOBKU OTBETA.



5.1.6. JIokyMeHT cyHMTaeTcs HCIOJIHEHHBIM, KOT/la PEIICHbl OKOHYATEIhHO BCE

MIOCTaBJIEHHBIE B HEM BOIIPOCHI M COOJIIO/ICHBI CIIEYIOIINE CPOKH:

—  €CIIM B JIOKYMEHTE IOCTaBJIEH CPOK HUCIIOJIHEHUS — B YKa3aHHBIN CPOK;

— JIOKyMEHTBI 0€3 yKa3aHUs CPOKa UCIIOJIHEHUS — 8 MECAUHbIU CPOK;

—  €CIIU B JIOKYMEHTE UMEETCS IOMETKA «CPOUHOY» — 8 MPEXOHEBHbIU CPOK,

— mnopydeHus 0e3 ykazaHusi KOHKPETHOU JaThl UCIIOJIHEHUS — 8 MECAUYHbIU CPOK;,

— C IIOMETKO# «orepaTuBHO» — ¢ 10-0nesHbiil cpox;

— 1o oOpamleHusIM TIpaxkJaH, TPeOYIOIMM JONOJHUTEIbHOTO HW3YYEHUS U
MIPOBEPKHU, — 00 0OHO20 MecAyd cO OHs pecucmpayuu, o OCTAIbHBIM — He Ooaee 15 Onell.

Cpoxk ucuucnsieTcsi B KaJIeHAAPHBIX JHAX € JaThl MOAMUCAHUS JOKYMEHTA.

Ecnu nocnenHuii IeHb UCMIONHEHUS TOKYMEHTA MPUXOAUTCS Ha HepaOOuuil JeHb,
OH TOJIEKUT UCIIOTHEHUIO B IPEALIECTBYIOMINI eMy paOounii JEHb.

[Ipyn HEOOXOAMMOCTH MPOJUIEHUSI CPOKA HCIOJHEHUS JOKYMEHTa OTBETCTBEHHBIN
UCTIOJIHUTENb MPEJCTABISIET HA UMsI TUPEKTOPA, JABIIETO MOPYYEHHE, MOTUBUPOBAHHYIO
MPoCchOy O €ro MPOJJICHHH HE TO3THEe YeM 3a mpu OHsl 00 UCmedeHUs: YCMAHOBIeHHO20
CpoKa, C YeM CBOEBPEMEHHO NepeaeTcss HHPOpMAaLKs B IPUEMHYIO AUPEKTOPA.

5.2. IlopsAIOK CHATHA JOKYMEHTOB ¢ KOHTPOJIS

5.2.1. JIokyMeHTBI CHUMAIOTCSI C KOHTPOJIS, €CITU PEIICHBI MOCTaBJICHHBIE B HIUX BOIPOCHI
WJIM aBTOPaM JIaH OTBET I10 CYLIECTBY.

[IpoMexyTOUHBIH OTBET, PABHO KaK M 3alpoc IO HCIOJHAEMOMY JOKYMEHTY WIH
YaCTUYHOE HCIIOJTHEHHE TIOPYUYEHUsl, HE SIBJISIETCS OCHOBAHUEM JIJISl IPU3HAHUS JJOKYMEHTa
UCIIOJTHEHHBIM.

5.2.2. CHATP MOKYMEHT C KOHTPOJS MOXKET TOJBKO TOJDKHOCTHOE JIHUI0, KOTOpOE
MOCTABHJIO €T0 Ha KOHTPOITb.

5.2.3. OcHOBaHWeM MJi CHSTHS C KOHTPOJS JOKYMEHTOB C TMOPYYEHHUSMU JIHUPEKTOpa
[IIkonbl sBASETCS JTOKYMEHT — OTBET, MOJIMHUCAHHBIA TUPEKTOPOM, €ro 3aMECTUTEJEM,
Ao crpaBka 00 MCHOJHEHUU JIOKYMEHTa 3a MOAMUCHI0 PYKOBOJIUTENS CTPYKTYPHOIO
N0JIpa3ICJICHHUS.

6. Yder u XpaHeHue nevyareii, IITAMIOB U 0JIJAHKOB

6.1. O6s13aTenbHOMY y4YeTy TMOJJIeKAT BCE BUBI MEUaTei U IITAMIIOB, OJaHKH CTPOTOU
OTYETHOCTH, KOMAaHIMPOBOYHBIC YAOCTOBEPEHHs, CIy)KEOHbIE 3a/laHusi, TPYAOBBIC
KHIKKH.

6.2. YueT Bcex medareidl M mramnoB, uMmeronmxcs B IlIkoie, BegeTcss B CIeIMaILHOM
xypHaine (npuiioxenue Ne 13).

6.3. XKypHanel ydera BKJIIOYAIOTCS B HOMEHKJIATYpY Jeid. JIMCTBI UX HyMepyrTcs,
MPOUIMBAIOTCA U ONEYaThIBAIOTCA.

6.4. [TeyaTu 1 WITAaMIBI TOJKHBI XPAHUTHCS B ce(ax MM METAJUTMUECKHUX MIKagdax.

6.5. OTBETCTBEHHOCTh 3a XPAHEHHE M HCIIOJIb30BaHHE TeYaTel, IITaMIOB HECYT JIHIIA,
OTBETCTBEHHBIE 32 BEJICHUE JEJIONPOU3BO/ICTBA.

6.6. YHnuTOXKeHue ONaHKOB MPOU3BOJIUTCSA MO aKTy C OTMETKOH B COOTBETCTBYIOIIMX
XKypHalax ydera.

6.7. [TeyaTn v mITAaMIBI YHUYTOXKAIOTCS TIO aKTY.

6.8. [IpoBepka Hanmuuus mneyaTel, ITAMIOB U OJIAHKOB, a TAaK)Ke MOPSJIKA UX XPAHCHUS U
HCIIOJIb30BAHMSI IPOU3BOIAUTCS KOMHUCCHEN HE peke OJHOTO pasza B roJi OHOBPEMEHHO C
IIPOBEPKOM COCTOSTHUSA AEIONPOU3BO/ICTBA.

7. CocTaBjieHHEe HOMEHKJIATYPHI el



7.1. HomenknaTypa Jen — CHCTEMaTU3HPOBAHHBIM IEPEUYEHb 3aroJIOBKOB
(HaumeHoBaHuii) nen, 3aBoauMbix B lllkone, ¢ yka3aHMeM CpPOKOB HX XpaHEHWS,
0(hOpMIICHHBIN B YCTAHOBJICHHOM TMOPSIIKE.

HomeHnkinarypa nien npenHa3HadyeHa [yl TPYHIUPOBKUA UCIIOJIHEHHBIX JOKYMEHTOB B
Jiena, CUCTEMaTh3aluyd U ydeTa Jel, ONPEIEICHUss CPOKOB HMX XPAHEHUS W SBISAETCS
OCHOBOM [IJIi COCTaBJIEHHUS OMHUCEH e MOCTOSHHOTO W BpeMeHHoro (cBwimie 10 jer)
XpaHEeHus, a TakXKe JUIsl ydera Jied BpeMeHHOTOo (10 10 et BKIIOYUTENBHO) XpaHEHUSI.

7.2. Ilpu cocTaBleHMM HOMEHKIJIATYPBI AEN CIEAYET PYKOBOJCTBOBATHCS YCTABOM
[IIx0JIbI ¥ TOJIOKEHUSMH O €r0 CTPYKTYPHBIX MOAPA3IAECICHUAX, IITATHBIM PAaCIUCAHHUEM,
laHaMd U OT4YeTaMHu O paboTe, MEPEeUHS MU JTOKYMEHTOB C YyKa3aHHEM CpPOKOB HX
XpaHEeHMs, HOMEHKJIATYpaMHy JieJl 3a MpEeaUIeCTBYIOLINE rofbl. M3ydaroTcss JOKyMEHTHI,
oOpasytomruecs B aesaTenbHOCTH [1IKoIbI, MX BUJIBI, COCTAB U COACPIKAHUE.

7.3. Homenkmnarypa nen Illkonbl cocraBisercss paOOTHMKOM, OTBETCTBEHHBIM 3a
OpraHu3alyIo JeJIONPOU3BOACTBa U apxuBHOe Jneio B Ilkorne, coriacoBbIBaeTcs c
MOCTOSIHHO JEMCTBYIOLIEH dKcepTHOU Komuccuen 11Ikombl, yTBepk1aeTcst AUPEKTOPOM U
BBOJIUTCA B JIeicTBUE C | sTHBaps claeAyromero roja.

7.4. B rpade 1 HOMEHKIATYpHl J€1 TPOCTABISAIOTCS HWHICKCHl KaXIOro Jerna,
BKJIIOYEHHOTO B HOMEHKIarypy. MHaekc aena cocTouT u3 ycraHoBiaeHHoro B Illkone
mugppoBoro o0603HaueHUs (KOAa) W TOPSIKOBOIO HOMEpa 3arojioBka Jena To
HOMeHKIaTtype. MHaekch aen 0603HavdaroTest apadCKuMu udpamu.

Hanpumep: 12-05, tne 12 — xox, 05 — mOpsAIKOBBI HOMEp 3arojioOBKa jeiia B pasielie
HOMEHKJIATYpPBI 1.

7.5. B HOMEeHKnaType Aell peKOMEHIYETCSl COXPAHATh OJWHAKOBBIE WMHJIIEKCHI IJIS
OJTHOPOIHBIX JI€J; AJIs MEPEXOASIINX €] UHACKC COXPAHSIETCS.

7.6. B rpady 2 HOMEHKJIATYpbl el BKJIIOYAIOTCS 3aroJIOBKU Jed (TOMOB, 4YacTeil).
3aroyioBOK Jieia 4eTko, B 000011eHHOM (hopMe OTpakaeT OCHOBHOE COJIEP:KaHUE U COCTaB
JIOKYMEHTOB JIeJa.

OcHOBOI JUIsi HAMMEHOBaHHU (3aroJI0OBKa) /I SBJSIOTCA BOIPOCHI, OTpakarolue 3a1aun
u ¢ynkuuu [lxonsl. HanmeHOBaHMS JTOMOJHAIOTCS yKa3aHWEM pojJia 3aBOJAMMOIO Jieia
WM PAa3HOBUJHOCTU JOKYMEHTOB (IIOCTAHOBJICHUS, PACHIOPSKEHUSI, TPUKA3bI, TPOTOKOJIBI
UT. ).

Ecnu peno, BkiIroYaeMoe B HOMEHKJIATypy JA€N, COCTOMT U3 OJWHAKOBBIX BHAOB HIH
Pa3HOBHUIHOCTEU JIOKYMEHTOB, B 3arojlOBKE TaKOIro JieJla YKa3blBaeTCd HAMMEHOBAaHHE
BUJIOB JOKYMEHTOB, HanpuMep «lIpukaspl 10 OCHOBHOM AESITEIHHOCTH.

He pexomenayeTrcss ynorpeOisiTh B 3arojoBKe Jeja HEKOHKPETHbIe (DOPMYIUPOBKH, a
TaK)K€ BBOJIHBIC CIIOBA U CIOXKHBIE 0OOPOTHI.

Ecimm nemo OymeT cocTosTh M3 HECKOJIBKMX TOMOB HUIM YacTEH, TO COCTaBIISICTCS OOt
3aroJIoBOK Jieia, a 3aTeM IpH HEOOXOJIMMOCTH COCTABIISIOTCS 3arOJIOBKM Ka)KJOTO TOMa
(4yacTu), yTOUHSIOLIME COJIEp )KAHNE 3aroJIoBKa Jiena.

[Topsimok  pacmonoKeHUsi 3aroJiOBKOB  JIed BHYTPU  pa3lelioB W MOAPA3/CIIOB
HOMEHKJIATYphl JEJT OMpPEAENAeTCs] CTEMEeHBI0O BaXKHOCTH JOKYMEHTOB, COCTABIISIFOIIUX
Jena, ¥ MX B3aMMOCBS3bI0. B Hauanme pacrmonaraloTcs 3arojIOBKH JI€N, COJEpKallux
OpraHU3alMOHHO-PACIIOPSAUTENBHYIO TOKYMEHTAIMIO. 3ar0J0BKU AEJ MOTYT YTOUHSTHCA
B Tiporiecce GopMupoBaHus 1 0OPMIICHUS Il

7.7. I'pacda 3 HOMEHKIIATYPHI JIe] 3aMOTHIETCS 110 OKOHYaHUHU KaJIeHIapHOTO To/1a.



7.8. B rpade 4 yka3pIBaeTcs CpOK XpaHEHHUs Jiella, HOMepa CTaTel Mo MepPeyHto, a IpU ero
OTCYTCTBHUU — I10 TUIIOBOM WJIA IPUMEPHON HOMEHKJIATYPE JE.

Cpoku XpaHEeHMs], yKa3aHHbIE B NIEPEUHSX, SBJISIOTCS 00S3aTE€IbHBIMU, U COKpAILlEHUE UX
He Jonyckaercs. Pa3zpemaercs XpaHuTh JOKYMEHTBI CBBILIE YCTAHOBIEHHOTO CPOKa, €CIIN
B TOM €CTb IIPaKTHUECKasi HEOOXOAUMOCTb.

7.9. B rpadpe 5 «llpumeuanue» yka3bIBalOTCA Ha3BaHUS IMEPEUYHEH JIOKYMEHTOB,
WCIIOJIb30BAHHBIX IIPU OIPEIECICHUU CPOKOB XPAHEHMS J€JI, IPOCTABISAIOTCS OTMETKH O
3aBEJICHUH JIeN (B TOM YHCIIE B 3JIEKTPOHHOM BH/JE), O MEPEXOASIIUX J1€1aX, O BbIAECICHUN
JIe]l K YHUUTOKEHHIO, O JIMIIaX, OTBETCTBEHHBIX 3a (popMHUpoBaHUE Jen (mpuiioxeHue Ne
14).

7.10. Ecim B Teuenue roga B llIkose BO3HMKAIOT HOBBIE JOKYMEHTHPOBAHHBIE YYacCTKU
paboThl, Ha HUX (POPMHUPYIOTCSI COOTBETCTBYIOIIME JI€J1a, OHU JIOIOJHUTEIHHO BHOCSTCS B
HOMEHKJIaTypy. JUIss BHOBb 3aBOJMMBIX J€J B KaXKIOM pas3feiie HOMEHKIATYPHI
OCTaBJISIOTCS PE3EPBHBIE HOMEDA.

[To okOHuUaHMM TroJa B KOHIE HOMEHKJIATypbl J€l JEJNaeTcs HUTOroBas 3alluch O
KOJINYECTBE 3aBEJICHHBIX J€JI (TOMOB).

[lIopsimoK  pacmonoKeHUs 3aroJIOBKOB 1€ BHYTPH  pa3lelioB W IOAPA3ACIIOB
HOMEHKJIATYpbl JI€] OIPENENSAETCS CTENEHBIO BaXXHOCTH JOKYMEHTOB, COCTaBJISIOLINX
JieNa, W MX B3aUMOCBA3bI0. BHauane pacrnonararoTcs 3aroJIoBKM €N, COAEpKaliux
OpraHN3alMOHHO-PACIIOPSAAUTENBHYIO JOKYMEHTAaNMI0. [lanee pacnosararoTcs 3arojaoBKH
JIeJ1, COAEPKAINX IIJIAHOBBIE M OTYETHBIE JOKYMEHTHI, U T. 1.

7.11. Pa3 B math JeT HOMeHKIaTypa nen llIkosbl coriiacoBbIBaeTcsi C 3HKCHEPTHO-
npoBepouHoil komuccueii (manee — DIIK) Yopasnenus genamu mpaBUTENbCTBA DHCKOM
oOnactu. B cinyyae kopeHHOro usmeHeHus: GyHKuMd 1 cTpykTyphl LIIKOabI OHA TOITIEKUT
IIEPECOCTABJICHHUIO, COIVIACOBAHUIO U YTBEPXKICHHUIO HE3aBUCUMO OT CpoKa €€
COIJIaCOBAHMS.

7.12. CTpyKTypHbI€ MOJpa3AeieHusl €XEerogHo, He mo3aHee 15 HoAOpsS Tekyiero roja
pa3pabaTbIBalOT MPOEKT HOMEHKIIATYPHI JI€J CBOETO MOApa3AesICHUs Ha CIEYIOLINMI roI.
HomenknaTypa Jen CTpyKTypHOI'O HOJIpa3AesIeHus COCTABISAETCS JINLIOM, OTBETCTBEHHBIM
3a BEIEHME [EJIONPOU3BOACTBA CTPYKTYPHOI'O IIOAPA3JEICHHUs, COIVIACOBBIBACTCS W
MOANMUCHIBAETCA PYKOBOAUTENEM CTPYKTYPHOIO TMOAPA3NACICHUS W IPEACTABIACTCS
paOOTHHKY, OTBETCTBEHHOMY 3a OPTaHU3alLlMIO JEJIONPOU3BOACTBA M AapXUBHOE JIEJO B
[IIxoure.

OTBETCTBEHHOCTh 3a OPraHM3alMI0 CBOEBPEMEHHOI'O COCTABJICHUS HOMEHKIIATYpPBI JEIN
BO3JIaraeTCsl Ha PyKOBOJAUTENEN CTPYKTYPHBIX MOAPA3ACICHUM.

8. ®opmupoBanue u opopmMiaeHue e

8.1. ®opmupoBaHHe el — TPYINIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBHUH C HOMEHKJIATYPOM JI€]1 MU CUCTEMATU3alNsl TOKYMEHTOB BHYTPH J€a.

8.2. lena B llIxone GpopMHUPYIOTCSA B CTPYKTYPHBIX MOAPA3ICICHUSAX.

8.3. MHcnoiHeHHbIE JOKYMEHTHl JOKHBI B 10-AHEBHBI CpOK cllaBaThCA
VCIIOJTHUTEJIEM JIMIy, OTBETCTBEHHOMY 3a BEJEHHE JACIIONPOM3BOJCTBA B CTPYKTYPHBIX
nojipa3fieNieHusix, Ay popmupoBanus ux B nena. Homep nena, B KOTOpoe JOKEH OBITH
HNOJLIUT JOKYMEHT, ONPEIENseT PYKOBOAMUTENb CTPYKTypHOro mnojnpaszaenenus koms
WIM UCTIOJHUTENb B COOTBETCTBUM C HOMEHKJIATypol nen. Ha nokymeHTe mpocTaBistoTcs
otmeTka «B neno Ne...», NOANNCH HWCIOIHUTENS WM PYKOBOIAUTENS CTPYKTYPHOTO
MIOAPA3ACIICHUs, 1aTa.



JIOKyMEHTBI BHYTPH nena pacronararoTcs B XPOHOJIOTUYECKOU
MIOCJIEI0BATENIbHOCTH.

8.4. KoHTponb 3a mNpaBUIBHOCTBIO (QOPMHUPOBAHMS €1  OCYLIECTBISETCS
OTBETCTBEHHBIM 3a apXuB [IIKOJbI.

8.5. Ilpu ¢dopmupoBanuu aen HEOOXOAWMMO COONIOAATh CIEAyIONMe OoO0Ire
IpaBWiIa: MOMEIIATh B JEJIO TOJIbKO MCIOJIHEHHBIE JOKYMEHThI B COOTBETCTBHM C
3arojIOBKaMM JIeJ1 1O HOMEHKJIAType; TIpyHNIupoBaTh B JI€JO0 JOKYMEHTBI OIHOTO
KAJICHIApHOTO TOJa; pa3feibHO TPYNIHPOBATH B Jeja JIOKYMEHTBbl IOCTOSIHHOTO H
BPEMEHHOTO CPOKOB XPaHEHHUS, MOMENIaTh B Jiejia KCEpOKOnuu (hakcoB, TeraedOoHOrpaMM
Ha OOIIMX OCHOBAHMSX; B JI€JIO HE JOJDKHBI TMOMEIIATHCS TOKYMEHTHI, IMOAJIEKAIINE
BO3BpaTy, JUIIHUE SK3EMIUISIPbI, YEPHOBUKU: 1O 00BEMY JI€JI0 HE JOJKHO TPEBBIIIATH
250 muctoB unu 4 cwm. [lpu Hanuuuu B Jelie HECKOJBKUX TOMOB (4acTel) MHIEKC U
3aroJIOBOK Jiela IPOCTABISAIOTCA Ha KaKJIOM TOME C JOOaBIIEHUEM «TOM 1», «TOM 2»
(mocneaHuii).

8.6. PacnopsiautenbHble JOKYMEHTHl TPYNIUPYIOTCS B Jela 10 BUIaM B
XPOHOJIOTUYECKOM MOPSAKE C OTHOCSIIMUMUCS K HUM NPUIIOKEHUSMH.

VYcraBpl, TOJNOXKEHUS, HWHCTPYKIWU, YTBEPKACHHBIC  PaCHOPSAUTECIbHBIMU
JIOKYMEHTaMH, SIBJIAIOTCS MPWJIOKEHUAMHU K HUM U TPYNIIUPYIOTCS BMECTE C YKa3aHHBIMU
JoKyMeHTaMH. Eciu ke OHM yTBEpXIEHbI B KAU€CTBE CAMOCTOSATENIBHOTO JIOKYMEHTA, TO
WX TPYIIUPYIOT B CAMOCTOSITEIbHBIC JIeTIa.

[Ipuka3bl MO OCHOBHOHM AESATEIHHOCTH TPYMIHUPYIOTCS OTIAEIHLHO OT MPHUKA30B IO
JUYHOMY COCTaBY.

[Ipuka3pl MO JMYHOMY COCTaBYy TPYNIUPYIOTCS B J€lla B COOTBETCTBHHM C
YCTAaHOBJICHHBIMHU CPOKAMU WX XPaHCHHUS.

[IpoTOKoOIIBI B Jeie pacroyiararoTcsi B XpOHOJOTHYECKOM MOPSAKE MO HOMEpPaM.
JIOKyMEHTBI K MPOTOKOJIaM, CTPYIIIUPOBAHHBIE B OTHAEIbHBIE JI€Jla, CUCTEMATU3UPYIOTCS
110 HOMEpPAM MPOTOKOJIOB.

YTBepKIAeHHbIE TJIaHbI, OTYETHI, CMEThI, JTUMUTHI, TUTYJIHHBIC CIUCKU U JIPYTHE
JIOKYMEHTBI TPYNIIUPYIOTCA OTAEIBHO OT IPOEKTOB.

JIOKyMEHTBI B JIMUHBIX JIeJIaX PACHOJIAralTCs 0 MEpe UX MOCTYILICHHUS.

[lepenucka rpynmnupyeTcss B paMKax OJHOrO  KaJEHJApHOIO Troja |
CHUCTEMATU3UPYETCS] B XPOHOJIOTUYECKOW IMOCAEAOBATEIbHOCTH: JOKYMEHT — 3alpoc —
JIOKYMEHT — OTBET.

8.7. lena Ilkonsl nmojyexar oGOpMIIEHUIO TPU UX 3aBEACHUH U IO 3aBEpPLICHUU
roga. OgopmieHue fena — MOArOTOBKA Jella K XPaHEHUIO BKIIOYAET B ce0sl KOMILIEKC
paboT Mo OMHMCAHMIO Jiela Ha OOJIOKKE, TOIIUBKE, HyMepallii JUCTOB U COCTABJICHUIO
3apepuTenbHOM Haamucu. OdopmiieHue Jea MpoBOAUTCA PAOOTHHUKAMHU CTPYKTYPHBIX
nonpazaeneHnii [IIkosbl, B 00S3aHHOCTH KOTOPBIX BXOAMT 3aBeieHHE U (OpPMHUPOBAHUE
JieN, IPY METOJUYECKON MOMOIIHU U MOJ KOHTpoJieM apxuBa [IIkonbl.

8.8. B 3aBUCMMOCTH OT CpPOKOB XpPaHEHHSI MPOBOJIUTCSA IMOJHOE WM YaCTHYHOE
odopmIieHHE JIeTT.

[TonrHOMY OdOpMIIEHHIO TOJIEKAT Jeia MOCTOSHHOTO, BpeMeHHOro (cBaime 10
JeT) XpaHeHus (MO JIMYHOMY COCTaBy, JIMYHBIC Jelia YBOJCHHBIX paboTHUKOB). [lomHoe
oopMIICHHE JIeNa MPeayCMaTPUBAET:

— TOMIIIMBKY WJIM TBEPABIN MEPEIIEeT IeTa;

— HyMEPALIUIO JUCTOB B JIEJIE;



— COCTaBJICHHUE JIUCTA-3aBEPUTEIIS;
— COCTaBJIeHHE B OCOOBIX ciydasx (Ipu OGOPMIIEHUHU JIMYHBIX €N, Ui ydeTa
0c000 LIEHHBIX JOKYMEHTOB) BHYTPEHHEH ONKMCH JOKYMEHTOB JI€Na;

— BHECEHUE HEOOXOIMMBIX YTOUHEHHH B PEKBU3UTHI OOJIOKKHU jena (yTOUHEHHE

Ha3BaHUS MOAPA3JIeNIeHNs, MHJIEKCa 1 3aroJIoOBKa Jesia, 1aThl Aeja U Ip.).

8.9. Jlena BpemenHoro (mo 10 €T BKIIOYHUTENIBHO) XpaHEHUS MOMAJICkKAT
yacTUUHOMY oopmieHuto. Jlomyckaercs:

— XpaHUTB JieIa B CKOPOCIIMBATENSX;

— HE IPOBOJIUTH MEPECUCTEMATH3ALMIO TOKYMEHTOB B JIEJIE;

— JINCTHI JIe]a HE HyMEPOBATh;

— 3aBEpUTENIbHbIE HAJIIIUCH HE COCTaBIIATb.

8.10 JlokyMeHTHI, mojyiexaliue MoJIHOMY O(QOPMIIEHHUIO, MOAIINBAIOT HA YEThIPE
IPOKOJa B TBEPAYIO OOJIOKKY M3 KapTOHA WJIM IMEPEIUIETAIOTCS C yYETOM BO3MOXKHOCTHU
CBOOOJHOTO YTEHHUs TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M pe3oiouuid Ha HuX. [Ipu
HOJTrOTOBKE /1€ K MOJAUIMBKE (TepeIuieTy) MeTaIIMUecKrue CKperieHus (CKOObI, CKPEIKH)
U3 JOKYMEHTOB yJalfioTcs. Jlena MOCTOSHHOTO XpaHeHHs!, COCTOSIINE U3 He(OPMaTHBIX
JIOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEP/BIX MaIKaX ¢ TPeMs KJIallaHaMU U C 3aBA3KaMHU.

[Ipu HanMuuM B €€ HEBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (TPYIOBBIX KHIDKEK
U JIp.) 9TU JTIOKYMEHTHI BKJIQJBIBAIOTCS B KOHBEPT, KOTOPBIN 3aTeM MOJIIMBAETCS B 3TO
neno. [Ipu Hanmuuu 60JBIIOrO KOJIMYECTBA TAKMX JOKYMEHTOB OHU MOTYT M3bIMAThCS U3
JIeJ1, ¥ Ha HUX COCTAaBIIAETCS OT/AEIbHAs OMKCH.

B KoHIe KakJ10ro nena MOAIIMBAIOTCS YUCThIe OIaHKU (OpM Ui 3aBepUTEIIbHOM
Ha/IIMCH.

8.11. B nensix obecrieueHus COXpaHHOCTH U 3aKpEIUICHHS MOPsIIKa PacHo0KEHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, BCE JIMCTHI, KPOME 3aBEPUTEIBHOTO, HYMEpYIOTCS
apabckumu nudpamMu B IPaBOM BEPXHEM YIIIy, HE 3aJieBasi TEKCTa TOKYMEHTa, IPOCThIM
rpaguueckuM KapaHJalmloM WIM HYMEpaTopoM. YNOoTpeOJieHHe YEepHUI M LBETHBIX
KapaHjamend s HyMepaluuu JIMCTOB 3alpeliaerci. BHYTpeHHsSsI ONuCh HMeEeT
CaMOCTOSTENBbHYIO HyMEpaLHIO.

JIucTBl €N, COCTOSIIIMX M3 HECKOJIBKMX TOMOB HWJIM YacTed, HyMEpYITCs IO
Ka)KJOMY TOMY WJIK YacTH OTAEJIBHO.

dotorpaduu, yepTeku, TMarpaMmsl U Ipyriue WUTIOCTPATUBHbIE U CIIeU(pUIEeCKHe
JOKYMEHTBI, MPEACTABIIAIOIIMNE CAMOCTOSATEIbHBIA JIMCT B Jelie, HYMEPYIOTCS Ha
000pOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

CnokeHHBIH JTMCT pa3BOpauMBaeTCs U HyMepyeTcs B IPaBOM BepxHeM yriay. [Ipu
3TOM JIUCT JIto0oro popmara, MOAMMUTHIN 32 OJIUH Kpaid, HyMepyeTcsl KaK OJIMH JIUCT; JIUCT,
CJIOKEHHBIA M MOJUIUTBIN 3a CEPEelNHY, MOUIEKNUT MEPEHIMBKE U HyMEpPYETCsl KaK OJIMH
JIUCT.

[TopmuTeie B €70 KOHBEPTHI C BIIOKEHUSMU HYMEPYIOTCS; IpPU 3TOM BHaydale
HYMEpYETCsI KOHBEPT, a 3aTEM OUYEPEIHBIM HOMEPOM Ka)KJI0€ BIOKEHUE B KOHBEPTE.

[ToamuTeie B J1€710 JOKYMEHTHI C COOCTBEHHOW HyMepalueil JIucTOB (BKIHOYas
nevyaTHble W3JaHus) MOTYT HyMepoBaTbCsi B 0OOIIEM TOpSOKE WIM COXPaHAThH
COOCTBEHHYIO HYMEpAalMI0, €CIM OHa COOTBETCTBYET IOPSIAKOBOMY pPaCIOJO0KEHUIO
JIMCTOB B JIEJIE.

B cnydasx obHapykeHHsl OOJBIIOrO YUCiIa OIIMOOK B HyMEpAlMH JIUCTOB JeNa B
JIEJIONPOU3BOJICTBE TPOBOJUTCS UX Nepenymepanusd. [Ipu nepenymepanuu JucToB cTapble



HOMEpa 3aYEpPKUBAIOTCS OJHOM HAKJIOHHOM YEepTOM M PSAJOM CTABUTCS HOBBIH HOMED
JUCTA; B KOHIE JieJa COCTABJISIETCSI HOBAas 3aBEPUTENIbHAsS HAAMKMCh, IIPU 3TOM CTapas
3aBEpUTENIbHAS HAJIUCh 3a4EPKUBACTCsI, HO COXPAHSETCS B JCIIE.

8.12. [lnga yuera KOJIMYECTBA JIUCTOB B Jesie M (PUKcalMM OCOOEHHOCTEH HX
HyMEpaluu COCTABJISIETCS 3aBEPUTENIbHAs Haanuch nena. OHa COCTaBIsAETCS B JIEe Ha
OTIIEJBHOM JIUCTE — 3aBepuUTeNe Jieda. 3aBepUTEIbHAs HAANHUCh COCTABIAETCA IO
ycTaHOBJIEHHOU popme (nmpuioxkenue Ne 15).

Bce nocnenyromme u3MEHEHHs B COCTaBE M COCTOSHUM Jiena (IOBpEXJIEHUS,
3aMEHa IMOJUIMHHBIX JOKYMEHTOB KOIHUSMH, MPUCOSJANHCHUE HOBBIX JOKYMEHTOB U T. 1.)
OTMEYAIOTCA B 3aBEPUTEIIBHON HAJIINCH CO CCBUIKOM Ha COOTBETCTBYIOLIUH AKT.

8.13. O6mokKa J1e1 MOCTOSIHHOTO, BpeMeHHOro (cBhimie 10 JieT) XxpaHEHUS W TO
JUYHOMY COCTaBy OOpMIISIETCS 110 yCTaHOBIEHHOU opMe (mpuitokenue Ne 16).

Ha 006510)kKe J1e71 MOCTOSSHHOTO XPAaHEHMsI BBEPXY MPEIyCMATPUBAETCA MECTO IS
HAaUMEHOBAaHMUS TOCYAAPCTBEHHOI'O apXMBa, B KOTOPbIA OHM OYyAyT mepefaHbl, a TaKKe
apXMBHOTO MHK(dpa B IPaBOM BEPXHEM H JIEBOM HUKHEM yTJIax.

[Tpu odopmiiennn 0610ku A€ HauMeHoBaHHe 1IkoJIbI yKa3bIBa€TCs MOJHOCTHIO
10 YCTaBy, B UMEHUTEILHOM IaJIeKe, COKpPAIlEeHHOE Ha3BAHUE — B CKOOKaX.

OO0s3aTenbHBIMU  PEKBU3UTAMU OOJIOXKKHU JieJla SBIISETCS YKa3aHHE KOJIMYEeCTBA
JMCTOB B JI€JIe, KOTOPOE MPOCTABIIAECTCA Ha OCHOBAaHUM 3aBEPUTEJIBHON HAIIMCH JeNa, U
CpOKa XpaHeHus Jena (Ha Jgenax IOCTOSHHOTO XpAaHEHUsI NUIIETCS: «XPaHUTh
MIOCTOSIHHOY), KOTOPBIA NMEPEHOCUTCS Ha OOJIOKKY JIeJIa U3 HOMEHKJIATYphl MOCIIE€ CBEPKU
€ro 10 CPOKaM XpaHEHUs B IIEPEUHE.

8.14. Jlng ydera JOKYMEHTOB OIPEICICHHBIX KaTErOPHil €1 IOCTOSHHOIO H
BpeMeHHOro (cBbime 10 jeT) XpaHeHHs], yUeT KOTOPBIX BbI3bIBAETCS CHELU(PUKON JaHHOU
JOKyYMEHTauuu (JIMYHbIE Jiela, 0co00 IIeHHBIE), COCTaBJSETCS BHYTPEHHSS OIUCH
JOKYMEHTOB JIEJIa.

BHyTpeHHIOIO ONMUCh HEOOXOAMMO TaKXe COCTABJIATH B JiedaX MOCTOSTHHOTO U
BpemMeHHoro (cBbimie 10 Jser) XxpaHeHus, CHOPMHPOBAHHBIX MO Pa3HOBUAHOCTAM
JIOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJAEPKaHNE JJOKYMEHTOB.

BHyTpeHHss1 OMUCHh COCTaBISAETCS] HAa OTACIBHOM JIMCTE M0 YCTAaHOBJICHHON (opme
(mpunoxenue Ne 17), koTopasi COIEPKUT CBEJEHUS O MOPSAKOBBIX HOMEpaxX JOKYMEHTOB
JieNa, UX MHAEKCaX, 1aTax, 3arojoBKax U HOMEpax JINCTOB J€J1a, HA KOTOPBIX PacIoyIOKeH
KaXJbIi JIOKYMEHT.

K BHyTpeHHel ommMcu Jena COCTaBISIETCS MTOrOBas 3alMCh, B KOTOPOU
yKa3blBaeTcsd LU(PpaMU U MPOMHUCHI0 KOJUYECTBO BKJIIOYEHHBIX B HEE JIOKYMEHTOB U
KOJIMYECTBO JINCTOB BHYTPEHHEN ONKCH.

BHyTpeHHsIs1 OnMCh NMOANKCHIBAETCS €€ COCTABUTENEM C YKa3aHHMEM JOJHKHOCTH,
NOJIUCH, paclIM(POBKU NOJANKUCH U HyMEPYETCS B JIee OTACIbHO.

9. Opranusanus OnNepaTUBHOIO0 XpaHEeHH s JOKYMEHTOB

9.1. C momMeHTa 3aBesieHUs U 0 nepenadn Aen B apxus LlIkomnel gena xpaHAaTcs 1o
MeCTy UX (OPMHUPOBAHUS — B CTPYKTYPHBIX MOJIpa3/eICHUSX.

PykoBoauTenu CTPYKTYpHBIX MoOJApa3feieHuii ¥ paOOTHUKH, OTBEYAIOIIME 3a
JIeIIOTIPOU3BOJICTBO, 0053aHbI 00ECIIEYNBATh COXPAHHOCTD JOKYMEHTOB U JIET.

C 1enpo MOBBIILIEHUS ONEPATUBHOCTH MOUCKA JJOKYMEHTOB JI€Jla PaciojlaratoTcs B
COOTBETCTBHUU C HOMEHKJIATYpOl JIell.

Ha xopemkax 00105KeK J1e1 yKa3bIBaIOTCSl MHAEKCHI JIe]T IO HOMEHKJIAType.



K 1oxymeHTam BpeMEHHOI'O XpaHEHHsI OTHOCSITCS JJOKYMEHTBI CO CPOKOM XPaHEHUs
He Oonee 10 yer u XpaHiATcs 1O MeCTy HX (OPMHPOBAHHMS B CTPYKTYPHBIX
nonpazaeneHusx. Jlena BpemenHoro (10 10 jeT BKIIOYMTENBHO) XpAaHEHUS B apXWUB HE
NEPEeNaTCs U MOAIEKAT YHUUYTOKEHHUIO B YCTAHOBIEHHOM IOPSIZIKE.

3aBepIICHHBIE Jejla MOCTOSHHOIO M JoJroBpeMeHHoro (cswiiie 10 jeT) cpokos
XPaHEHHUs XPaHATCs M0 MECTY UX (POPMHUPOBaHUS B TEUEHHE JIBYX JIET, a 3aTEM CHAIOTCS B
apxuB [Ikomsbl.

Jlena BpEMEHHOI'O CpOKa XpaHEHMs XpaHATCs IO MecTy UX (OpPMHUPOBAHUS B
TE€YEHHE YCTAaHOBJICHHBIX HOMEHKJIATYpOU JIE€] CPOKOB.

9.2. Beigaua aen, 03HaKOMJIEHHE C JOKYMEHTaMHU, HAXOJAIIMMUCS HA ONIEPATUBHOM
XpaHEeHUH B CTPYKTYpHOM Mojpa3jeneHuu, paborHukam Illkosbl mnpousBoguTcs c
paspelieHnss pyKOBOJCTBA IIOJ PACIMCKY B JKypHaJe ydeTa BbIJa4d JOKYMEHTOB W3
apxuBa (npuinoxenue Ne 18).

Jlena BpIJalOTCd BO BPEMEHHOE IIOJb30BAHME pPAaOOTHHKAM CTPYKTYPHBIX
noJpa3/ieJeHuid Ha cpok He Oojiee ogHoro mecsma. Ilocne ucredeHus ykazaHHOTO CpOKa
JIeJI0 TOJKHO OBITh BO3BPAIIIEHO Ha MECTO €r0 XpaHEHHUSI.

9.3. U3baTHE JOOKYMEHTOB H3 J€l TMOCTOSHHOTO XPAaHECHUS [IOMYCKaeTcs B
UCKJIIOYUTENBHBIX CIIy4asx, 10 3alpocaM KOMIIETEHTHBIX OpPraHOB M IPOMU3BOAMTCA C
IMCBMEHHOTO pa3pelieHus aupekropa LIIKombl ¢ ocTaBlIeHHEM B JI€I€ 3aBEPEHHON KOIHUU
JIOKYMEHTa U aKTa O MPUYMHAX BbIAAYN NOJJTUHHUKA.

9.4. CaMOCTOATENBHOE  YHUYTOKEHHME  JOKYMEHTOB B  CTPYKTYPHBIX
nonpaszaeneHusx lkossl 3anpemaercs.

9.5. PaOOTHHKM CTPYKTYpHBIX IOJApa3JeieHul HEeCyT OTBETCTBEHHOCTh 3a
COXPaHHOCTbh MOCTYNMUBIIUX K HUM JOKYMEHTOB M aKKypaTHOE 00pallleHue C HUMH.

10. Ilopsanok nmepexaymn J10OKYMEHTOB HA XpaHeHHe B APXUB HIKOJIbI

10.1. B apxus IlIkonsl mepemaroTcs Aeiia MOCTOSHHOTO, BpeMeHHOro (cBoimie 10
JIeT) XpaHEHHUs U 10 JTUYHOMY cocTaBy. VX nepenaya mponM3BOJUTCS MO OMHUCIM JIET.

3aKOHUYEHHBIE JEJIONPOU3BOJICTBOM Jiefla MOCTOSSHHOTO, BpeMeHHOro (cBbiuie 10
JIET) XpaHEHUS U 10 JINYHOMY COCTaBY I10CJIE OKOHUYAHUS KaJEHIapHOro roja, B KOTOPOM
OHM ObUIM 3aBEJCHBI, MOJJIEKAaT O(GOPMIICHHIO B COOTBETCTBUM C HACTOSIICH
MHCTpyKLIMEH W mepenaroTcss B apxuB lllkonbl uepe3 nBa rojga mociie OKOHYAHUS HX
nenonpous3BojcTBOM. Ilpuem ocymiecTBisiercss 1o rpaduky, COINIACOBAaHHOMY C
PYKOBOJUTENISIMHA CTPYKTYPHBIX NOIPA3ACICHUN U yTBEPKAEHHOMY AUpeKTOopoM IIIKobl.

10.2. B nepuoa moAroTOBKHA CTPYKTYPHBIMHM IOAPA3ACICHUSAMU 1€ K IepeJaye B
apXuUB OTBETCTBEHHBI 3a apXWB IMPeABAPUTEIBHO TMPOBEPSET MPABUIBHOCTh UX
dopmupoBaHusi, 0POPMIIEHUS M COOTBETCTBUE KOJMUYECTBA JI€J, BKIIOYCHHBIX B OIMHCh,
KOJIMYECTBY JI€JI, 3aBEJICHHBIX B COOTBETCTBUU C HOMEHKIATYpol. Bce BBIABIEHHBIE NpU
NPOBEPKE HEJOCTATKU OTBETCTBEHHBIE 3a JEJIONPOU3BOJICTBO MOJPa3JEICHUs] 00sI3aHbI
YCTPaHUTb.

10.3. TlpmeM Kaxzaoro Jena NPOU3BOAUTCS OTBETCTBEHHBIM 33 AapXUB B
NPUCYTCTBUU OTBETCTBEHHOT'O 3a JIEJONPOU3BOJICTBO CTPYKTYpPHOTO moApasaencHus. Ha
HK3EMILIApaX OIMUCU MPOTHUB KaXJOro Jena, BKIOYEHHOrO B Hee, JIeJaeTcsi OTMETKa O
HAIMYMM Jiefa. B KOHIlE KaXIOoro HK3eMIUIsIpa OMHMCH YKa3bIBAIOTCS LUppaMH H
NPONKCHIO KOJINYECTBO (DAaKTUYECKH MPUHATHIX B apXMB JIed, HOMEpPAa OTCYTCTBYIOIIUX
JieN, nara mnpueMa-nepenayd Jei, MOJAMUCH OTBETCTBEHHOTO 3a apXWB W pabOTHHKA,
nepeaBIIero Jena.



10.4. lena B apXuB JOCTABJIAIOTCS paOOTHUKAMU CTPYKTYPHBIX MMOAPa3IeICHUM.

10.5. Jlena BpemeHHOro cpoka xpaHeHus (1o 10 jmeT BKIIOUUTETHHO) XPaHSTCS B
CTPYKTYPHBIX ITOAPA3ACICHUAX U M0 UCTEYEHUN CPOKOB XPAHEHMS BKJIIOYAIOTCS B AKTBI O
BBIJICJICHUM K YHUYTOXKCHHIO JOKYMEHTOB, HE MOICKAIIMUX XpaHeHU0. OHU MOTryT
NepeaaBaTbCsl B apXUB TOJIBKO B HMCKJIIOUMTENBHBIX CIy4YasX IO PEIICHHIO JUPEKTOpa
[Ixoubl. Ilepenada ux OCYIIECTBIIAETCS IO OIUACSM.

10.6. B ciydae nukBuAanuu CTPYKTYPHOTO IIOAPA3ACIICHUS OTBETCTBEHHBIM 32
JICJIONPOU3BOJICTBO B TE€UEHUE JBYX MECSIIEB C MOMEHTA JIMKBUJALMUM TOAPA3ACICHUS
dbopMupyeT Bce MMeIIHUecs TOKYMEHTHl U mepenaeT B apxuB LlIkonsl He3aBUCUMO OT
CPOKOB XpaHeHMs; INpu peopraHm3anuu [lIkonbl JOKyMEHTHI IEpeAaroTcs IO aKTy
npueMa-nepeaud MNpaBONPEEMHUKY WM TpPU OTCYTCTBUHM IPABONPEEMHUKA — B
roCcyJapCTBEHHBIN apXHUB.

11. DkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DxcnepTu3za HEHHOCTH JOKYMEHTOB — M3YYEHHE JOKYMEHTOB HAa OCHOBAHUU
KPUTEPUEB MX IIEHHOCTH B LIETISIX OMpENIeJICHUsI CPOKOB XpaHEHHUs JOKYMEHTOB U 0TOOpa
UX Ha TOCYapCTBEHHOE XPaHEHHUE.

11.2. OkcnepTu3a HeHHOCTH JOKYMEHTOB B llIKosie Ha cTaauu IEIONPOU3BOICTBA
MPOBOAUTCS: TPU COCTABICHUHM HOMEHKJIATYPHI JIEN; B Mpoliecce (POPMUPOBAHUS €N U
MPOBEPKU MPABWIBHOCTH OTHECEHMSI JOKYMEHTOB K JejlaM; MHpH MOJATOTOBKE 1€l K
MOCJIENYIOIIEMY XPAaHEHHUIO; B apXWBE B IPOILECCE IMOATOTOBKM Ha TOCYIapCTBEHHOE
XpaHEHHE.

11.3. Jlns opraHu3anuu U MPOBEIAEHUS SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB B
[IIkomne co3maercs MOCTOSHHO JAEUCTBYIOIAs dKcnepTHas komuccus (nanee — JK).

11.4. ®Oyuxuuu u npaBa OK, a taxke opraHusainus ee pabOTbl ONpeneNsieTcs
MOJIOXKEHUEM, KOTOPOE YTBEP)KIaeTCs AUPEKTOPOM IIKOJIbl U (MIJIM) COTJIACOBBIBACTCS C
OIIK Ynpapnenue aenaMu MpaBUTENbCTBA DHCKOM 00IacTH.

11.5. DkcnepTu3a HEHHOCTH JTOKYMEHTOB MOCTOSTHHOIO M BPEMEHHOI'O XPaHCHUS
OCYILECTBIIIETCS €KETOJAHO B CTPYKTYPHBIX nojapaszaeiieHusx LIIkosbl HEmoCcpeIcTBEHHO
JUIAaMHM, OTBETCTBEHHBIMM 3a  JIEJONpPOM3BOJACTBO, coBMecTHO ¢ OK  1mpu
HEIIOCPEACTBEHHOM METOAUYECKOM PYKOBOACTBE apxuBa [IIkomsl.

11.6. OT60p TOKYMEHTOB JIJIsl IOCTOSTHHOTO XpaHEHUs MPOBOIUTCS B COOTBETCTBUU
¢ HoMeHKatypoi aein LIIkosbl, THIOBBIMU M BEAOMCTBEHHBIMU NIEPEUHSAMU JOKYMEHTOB C
YKa3aHHEM CPOKOB MX XPaHEHHUs ITyTEM MOCTPAaHUYHOTO IPOCMOTPA JEII.

B nenax mMOCTOSHHOTrO XpaHEHHs MOAJIEKAT U3BITHIO TyOJETHBIE SK3EMILISPbI
JIOKYMEHTOB, YePHOBUKH, HEOPOPMIIEHHbIE KOIMH JOKYMEHTOB U HE OTHOCSIIHMECS K HUM
JIOKYMEHTBI.

Hena ¢ ormetkoit «ITK»/«DK» moaBepraroTcsi Takke MOJIUCTHOMY MPOCMOTPY €
LEIbI0 ONpPENENCHNs W BBLACICHHMS W3 HX COCTaBa JOKYMEHTOB, TOJJIEkKALIUX
noctossHHOMY xpaHenmto. Jlema ¢ ormerkoit «QIIK»/«OK», comepkamme IOKYMEHTHI
MOCTOSTHHOTO XpaHEHUs, MOoJJIekaT nepeopMHupoBaHHIO. BeineneHHble U3 MX COCTaBa
JOKYMEHTBI IIOCTOSIHHOTO XPaHEHHs NPUCOCAMHSIOTCS K OJHOPOJIHBIM JIeJaM M
opopMIISIIOTCS. B caMmocTosiTeNbHble fena. Cpokd XpaHEeHHs e, COJEepKallux
OCTaBILKECS TOKYMEHTHl BPEMEHHOI'O XPAHEHMSI, ONPEAEISAIOTCS MO BELOMCTBEHHOMY (U
TUIIOBOMY) TEPEYHIO JTOKYMEHTOB C YKa3aHHUEM CPOKOB HX XPAHEHUS M HOMEHKIATYype
nen. [MoammuBka BHOBE C(hOPMHUPOBAHHBIX €] MPOU3BOAUTCSA TOJBKO MOCJE 3aBEPIICHHUS
DKCIIEPTU3BI LICHHOCTH JTOKYMEHTOB.



OnHOBpEMEHHO C OTOOPOM JOKYMEHTOB IOCTOSIHHOTO M BpeMeHHOTo (cBbimie 10
JIeT) XpaHeHUsl JJIs TIepe/layy B apXUB B CTPYKTYPHBIX MOAPA3ICIICHUSX POBOIUTCS 0TOOD
Jen U JOKYMEHTOB BpeMeHHOro (1o 10 jeT) xpaHeHus, MOAJIekKAIMX JalbHEUIIeMy
XpPaHEHUIO B CTPYKTYPHBIX MOJPA3ACIICHUAX, BBIICICHUE K YHUUYTOXKEHUIO el 3a
MPEabIAYIIUE TO/Ibl ¢ UCTEKIIMMH CPOKaMu XpaHeHusl. [Ipy 3TOM yuuThIBaIOTCA OTMETKH B
HOMEHKJaType aen «Jlo muHoBanus HagoOHoctw» (JAMH), «IIpu ycnoBun 3aBeprieHHs
IPOBEPKU (PEBU3UM)» U T. II.

[TapamienbHO MpoBepsieTCs KAYECTBO M IMOJHOTA JIEUCTBYIOLIEH HOMEHKIATYpPBI
nen IIkonbl, NpaBUIBHOCTH ONPENEIEHUS CPOKOB XPAHEHHUs JeJl, 3aBEJCHHBIX B
COOTBETCTBUM C HOMEHKJIATYypol Jell, COOJIIOJICHHE YCTAHOBJIEHHOIO IMOpsJKa
o(opMIIeHHSI TOKYMEHTOB 1 (POPMUPOBAHUS JIEI.

11.7. ApXxuB NpPOBOAUT SKCIEPTU3Y IIEHHOCTU TOKYMEHTOB IPU OTOOpE WX Ha
rOCYApCTBEHHOE XPAHEHUE M0/l HEMOCPEACTBEHHBIM METOAMYECKHUM pPYKOBOACTBOM
MYHHMIMIIAJILHOTO apxuBa cyobekta Poccuiickoit denepanuu.

11.8. B ciyyae oOHapyeHUSI B MpOIECCE MPOBEIEHUS SKCIEPTU3bl LIEHHOCTH
JOKYMEHTOB B apXMB€  HEJAOCTaud  JOKYMEHTOB  IIOCTOSIHHOTO  XpaHEHHUs
COOTBETCTBYIOUIUMU CTPYKTYPHBIMHU TojpazfeneHus MU 11IKoabl JOMKHBI OBITh MPUHSTHI
MEpBI 110 PO3BICKY ITUX TOKYMEHTOB.

CrpykrypHble mnoapazaenenus IIkonasl 00s3aHBI CHUCTEMAaTHYECKH OMUCHIBATH
JOKYMEHTHI 110 JUYHOMY COCTaBY M JJOKYMEHTBI BpeMeHHOro xpaHeHus (cBbiuie 10 ner),
o0ecreynBaTh UX COXPAHHOCTb U yUeT.

11.9. Ha Bce 3aBeplieHHBIE AEIONPOU3BOJCTBOM JIeJia MOCTOSSHHOT'O, BPEMEHHOTO
(cBbime 10 meT) XpaHeHUS U TIO JUYHOMY COCTaBY, MPOLISAININE IKCIEPTU3Y LIEHHOCTH U
0(OpMIIEHHBIE B COOTBETCTBUHU C HACTOAIIMMU TPEOOBAHUSAMHM, €KErOJHO COCTABISIOTCA
orcu nien. OTaenbHast ONMUCH NI MPEACTaBIsAeT COO0M NepeUueHb Aell ¢ CaMOCTOSTEIbHON
BaJIOBOH (TIOPSIIKOBOM) HyMepaIuen.

Onucu  CcOCTaBIAIOTCS OTHENbHO Ha Jiela IOCTOSHHOTO XpaHEeHus, Jena
BpeMeHHOro (cBbitie 10 J1eT) XpaHeHus, Jiefa o JUYHOMY cocTaBy (mpuioxenust Ne 19—
21).

Onucu fen CoCTaBIAIOTCS B KaXIOM CTPYKTypHOM mnonpasfesneHuu Llkossl
€XKEroJIHO B IBYX dK3eMILIspax.

ITo 3TuM onucsM noapa3aesieHns CAAT JOKYMEHTHI B apXuB I1IKombI.

IIpy HanMuMM B CTPYKTYPHBIX MOJPA3AEIICHUSIX HEONMCAHHBIX JI€T 32 HECKOJBKO
JIET 1O COTJIACOBAHMIO C OTBETCTBEHHBIM 3a apxHB IIIKOJbI Ha HUX MOKET COCTABIATHCS
OJIHa OMKCH (BHYTPH K€ JeJia pacroiaraioTcs 1o rojam ux 3aBeICHUs).

Onucu gen CTPYKTYpPHBIX MOJAPA3JEICHUM COCTaBISAIOTCA IO YCTaHOBIJIEHHOM
dopme (mpunoskenne Ne 22) u npeacraBisroTces B apxuB Ikomisl yepe3 aBa roja mnocie
3aBeplIeHusl Jied B Jenonpou3BojcTBe. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE H
KauyeCTBEHHOE COCTAaBJIEHME ONHUCEH JIed CTPYKTYpPHBIX TOJpa3[eIeHUl HECyT
PYKOBOJUTENHN 3TUX MOAPA3IEICHUM.

11.10. Tlepen BHeceHHMEM 3arojlOBKOB J€JI B OIMUCU IPOBEPSIOTCS KadyeCTBO
dbopmupoBanus 1 opopMIIEeHUS JIe], COOTBETCTBHE KOJMYECTBA JIeJ, BHOCUMBIX B OIKCh,
KOJIMYECTBY 3aBEJICHHBIX JeJ1 10 HoMeHKIaType LIIKobl.

IIpn mpocMoTpe [en ImpOoBEpSIIOTCS: COOTBETCTBUE 3arojioBKa Jejla COACPKAHUIO
JOKYMEHTOB B Jielie; MpaBUIbHOCTb OG(OpPMIIGHHS U TPYNINHPOBKU JTIOKYMEHTOB,
BKJIFOUEHHBIX B JI€J0; KadyecTBO NOJAIIMBKM WM IepelieTa Jesa; IpaBUIbHOCTD



HyMepalluu JIUCTOB JeJia; HaJudue B JieJie B HEOOXOIUMBIX CIy4yasix BHYTPEHHEH OIMHCH;
NPaBWIBHOCTh O(OpMIIEHUsT OOJIOKKU Jiefla; HAaJu4Khe U MPaBUIBLHOCTb 3aBEPUTEIBHON
Haanucu Jena. B ciaydae oOHapyKeHUsT HapyUIEHUS YCTAHOBJICHHBIX IPaBUII
dbopmupoBanus 1 0hOpPMIIEHHUS JeJ1 OHU JIOJKHBI OBITh YCTPAHEHBI.

B cnywyae oOHapykeHUs OTCYTCTBHS JeJ, YUCISAMIMXCS MO HOMEHKJIAType el
[[Ixonbl, CTPYKTYpPHBIM TMOJpa3JeiICHUEM MNPUHUMAIOTCS MEPbl MO HX PO3BICKY.
OOGHapy>KeHHBIE JIeJia BKIIOYAIOTCS B ONMKUCh. ECIIM MPUHATHIE MEPBI HE JaJId PE3yJIbTaTOB,
TO Ha HEOOHApY)XEHHbIE JeJla COCTaBIACTCA CIpaBKa O MPUYMHAX OTCYTCTBHS Jied,
KOTOpasi MOJIUCHIBAETCS PYKOBOAUTEIEM CTPYKTYPHOTO MOApPA3JECICHUS U MepelaeTcs
BMECTE C OIHUCHIO JeJI CTPYKTYPHOTO MO/Ipa3/iesieHHs B BEJOMCTBEHHBIN apXUB.

11.11. OnucarenbHast cTaThs OMUCH JI€] CTPYKTYPHOI'O MOJpa3/eiIeHUs BKIIOYAET
B ce0s clieayromme 31eMeHThl (Tpadbl): MOPSIAKOBBIA HOMED JeNa M0 OMKUCH; UHEKC JIeNa;
3arojIOBOK Jieia (ToMa, 4YacTH), IOJHOCTBIO COOTBETCTBYIOIIMI €ro 3arojioBKy Ha
00JI0’KKe JieTia; arta jaena (ToMa, YacTH); CPOK XpaHeHHUs jena (ToMa, 4acTH); KOJTHMYECTBO
JIUCTOB B Jiesie (TOMe, YacTH); IpUMeYaHue.

[Ipu cocTaBieHNN onucH Ael cOOMI0AI0TCA CAeAYIONre TPeOOBaHUS:

— 3aroJIOBKM JIeJ B OINKCH JIOJDKHBI COOTBETCTBOBATH 3aroJiOBKaM JIeJ B HOMEHKJIAType
el W TOMY, 4YTO BBIHECEHO Ha OOJOXKY, B COOTBETCTBHH C MPHHITOW CXEMOM
CHUCTEMATH3alIUH;

— KQXJI0€ JIeJI0 BHOCUTCS B OIKCH TIOJI CAMOCTOSITEIbHBIM MOPSIAKOBBIM HOMepoM. Ecnu
JIEJI0 COCTOUT M3 IBYX M 00Jiee YacTei WM TOMOB, TO KaXJas 4acThb WM TOM BHOCHUTCS B
OMUCH MOJI CAMOCTOATEIILHBIM HOMEPOM.

11.12. I'padbl onucu 3anoNHSAIOTCS B TOYHOM COOTBETCTBUU C TEMH CBEACHUSIMU,
KOTOpBIE€ BBIHECEHBI Ha 00JIOKKY JIea.

11.13. IIpu BHeceHHH B ONMKCH MOAPS € C OJIMHAKOBBIMU 3ar0J0BKAMM MUIIETCS
MOJIHOCTHIO 3ar0JI0BOK MEPBOTO JI€Nia, a BCEe OCTaJbHbIE OJHOPOAHbBIE JieJia 0003HAUAI0TCS
cinoBamu «To xe», Ipu ATOM APYTUE CBEJICHUS O JIeJIaX BHOCATCS B OMUCH MOJTHOCTHIO (Ha
KQ)XJIOM HOBOM JICTE OMKCH 3ar0JIOBOK BOCIIPOU3BOJAUTCS MOTHOCTHIO).

11.14. I'pada onucu «IIprumedanue» ucnonb3yeTcs JJIsl OTMETOK O MpUeMe Jel, 00
0COOCHHOCTAX WX (U3MUECKOTO COCTOSIHHS, O TIepeaade JeNl JIPYTuM CTPYKTYPHBIM
MO/APA3ACIICHHUSIM CO CChUIKON Ha HEOOXOIUMBIN aKT, 0 HAIMYUU KOTTUH U T. .

11.15. B koHIle ommcu BCien 3a IIOCIEIHEW ONHUCATENbHON CTAaThbed JellaeTcs
UTOTOBAsl 3allMCh, B KOTOPOH YyKa3wpiBaeTcs (LudpaMu U TPOMUCHIO) KOJIMYECTBO JIE,
YUCHSAIIMXCS TIO ONHCH, TEpPBbIM W TMOCIHEAHUNW HOMepa Jed IO OMHCH, a TakxKe
OTOBApMBAIOTCA OCOOCHHOCTH HyMEpalld el B Onucu (JIMTEpHbIE HOMEpa Jenl |
MPOIMYLIEHHBIE HOMEPA).

11.16. Onuce aen CTpyKTYpHOTO MOJIpa3/ieNIeHUs MOAMKUCHIBAETCS PYKOBOJIUTEIEM
CTPYKTYPHOT'O MOJIpa3IeieHHUS.

Onucu CTPYKTYPHBIX MOAPA3ICICHUN CIIYKAT OCHOBOM JIJIsi COCTABIICHHS TOJIOBOTO
paznena onucu jen IKomnbl, NMpeaucaoBusi, TUTYJIBHOTO JIMCTA, MOATOTOBKA KOTOPOTO
Bo3yiaraercs Ha apxus l1IKkousl.

11.17. Tlo pe3ynbTaTaM 3KCHEPTU3bl IEHHOCTH JTOKYMEHTOB COCTAaBIISIOTCS ONHUCH
JIeJI TIOCTOSIHHOTO, BpeMeHHOro (cBeimie 10 JeT) XpaHeHus W IO JUYHOMY COCTaBy, a
TaK)K€ aKThl O BBIJICJICHUU JIEJ1 K YHUUTOXEHUIO.

11.18. AKT O BBIJICICHUH K YHHYTOKEHUIO JOKYMEHTOB COCTaBIIICTCS, Kak
npaBuio, Ha nena Bced llkoisbl. Ecnm B akTe ykasaHBI Jie€l1a HECKOJIBKUX CTPYKTYPHBIX



MOJIpa3JIeIeHNiA, TO Ha3BaHUE KaXXJO0ro CTPYKTYPHOTO MOApa3AesieHUs] YKa3bIBAeTCs Mepe
IpYNION 3arojIOBKOB JIeNl 3TOTO MOJpa3fefieHus. 3arojloBKM OJHOPOIHBIX Je,
OTOOpPAHHBIX JJI1 YHMUYTOKEHHUS, BHOCSITCS B aKT MOJ OOIIMM 3arojOBKOM C yKa3aHHUEM
KOJIMYECTBa JIeJI, OTHECEHHBIX K JaHHOW rpymme. Jema BKIIOYAIOTCA B aKT O BBIJCICHUU
UX K YHUUTOXXCHHIO, €CITU MPEAyCMOTPEHHBIN IJIs HUX CPOK XpaHEHHUs UCTeK K | siHBaps
rojia, B KOTOPOM COCTaBJIEH aKT, IPU HAIUYUU YTBEPKIECHHOW (COTJIaCOBAaHHOW) OIUCH 32
3TOT nepuoy (mpunoxkenue Ne 23).

CornacoBannbsie DK Illkonel akThl yTBepknmarotcs aupektopom Llkomsr mpu
HAJIMYUU YTBEPKICHHBIX OMHCEH J1eJ MOCTOSSHHOTO XPaHEHUS! U COTJIACOBAHHBIX OINMUCEH
JeJl [0 JUYHOMY COCTaBy 3a TOT e mnepuoj, nocie uero Illkonma umeer mnpaso
YHUYTOXKATh JIeJ1a, BKIIOYCHHbIC B JAHHBIC aKThI.

[Torpyska © BbIBO3 Ha YTWIM3ALHUIO OCYIIECTBISIOTCS TMOJ KOHTPOJIEM
OTBETCTBEHHOI'O 3a APXHUB WJIM OTBETCTBEHHOTO 3a JIEJIONPON3BOICTBO.

12. [lepeaaya JOKyMEHTOB HA XpaHeHHE B MYHUIIMNIAJIbHBII apXuB
12.1. B cBoeit nesarenbHOocTH apxuB IlIkombl pyKOBOJACTBYETCSI HOPMATUBHBIMU U
METOJIMYECKUMHU  JIOKyMeHTamu  DenepaibHOTO apXUBHOTO  areHTCTBa  Poccum,
MOJIO)KEHUEM 00 apXUBe.
JlokymeHTbl, oOpa3zoBaBmuecs B jesTenbHOCTH [llkonbl, HMerOIIMEe HCTOPUYECKOE,
KyJIbTYpPHOE, HAy4YHOE, SKOHOMUYECKOE, MOJUTUYECKOE U MPAKTUYECKOE 3HAUCHHE, BXOIAT
B cocTaB ApxuBHoro ¢onna Poccuiickoit @enepannu U nojiexkar nepeiaye Ha XpaHeHue
B MyHMIIMIIANIbHBIN apXUB DHCKOM 001acTH.
Jlena BpeMeHHBIX (cBbImIE 10 JI€T) CPOKOB XpaHEHUS U MO JIMYHOMY COCTaBY Iepenaye B
MYHHIIMIAIBGHBIN apXUB HE IMOJUIekKAT, UCKIIOYEHHE COCTABIISIIOT CIIy4ad JUKBHIIAIUAN
opranuzanuu. Takue nena xpansarcsa B apxuse IIKOJIbI U IO HCTEUEHUU CPOKOB XpaHEHUs
MOJJIEKAT YHUUTOXKECHHUIO B YCTAHOBJICHHOM TOPSIZIKE.
12.2. Tlepemaya nen B MYHUIMIAIBHBIM apXWB OCYIIECTBISETCS MO aKTy IpHEMa-
neperayd apXMBHBIX JIOKYMEHTOB Ha XpaHEHHE M B 3apaHee COTJaCOBaHHbIE C
MYHHIMIATBHBIM apXUBOM CPOKH.

13. Ucnosib30BaHMe JOKYMEHTOB apXUBa HIKOJIbI
13.1. JlokymMeHThl W Jie7la, HaxoAsIIMecs Ha XPaHEHHH B apXuBe, IPEICTABISIOTCS
paboTHUKAM TOJpa3JeeHuid s paboThl B MOMEIICHUH apXUBa UM BO BpEMEHHOE (He
Oosiee Mecsla) MOJb30BAHME BHE apXMBa IMOJI PAaCHUCKy B JKypHaje ydera BbIJauu
JIOKYMEHTOB (Ze).
PaGotnuku IlIkonel HECyT OTBETCTBEHHOCTh 3@ COXPAaHHOCTb U  MpaBUIbHOE
MCIIOJIb30BAHUE MOJIYYEHHBIX apXUBHBIX JJOKYMEHTOB.
13.2. U3bsiTHE MOKYMEHTOB U3 apXUBHBIX JieJ, Mepenada pabOTHUKAM TOJpa3fiesieHui
apXMBHBIX TOKYMEHTOB MJIM UX KON paOOTHUKAM APYTUX OpraHu3aluii 6e3 pasperieHus
PYKOBOJICTBA HE JIOMYCKAETCsl.
ITpu paGoTe ¢ apXMBHBIMU IOKYMEHTaMH HE pa3pelaeTcs BHOCUTh B HUX MPAaBKY, JI€1aTh
NOMETKH, paboTaTh C HUMH BHE CITYKEOHBIX TTOMEIICHUH.



[Tpunoxenue Ne 1

dopma akTa nmpuema-fepeaadu aen

IIPY CMEHE OTBETCTBEHHOIO 32 JIEJIONPOU3BOJICTBO,
PYKOBOJUTEINS MOAPA3ACTICHUS

(HammMeHOBaHHE 00pa30BaTEIbHON OpraHU3aIin)
YTBEPXJIAIO

(IOMKHOCTH PYKOBOJIUTEIIS)

(Toamuch) (N.0. damunus)

(mara)

AKT

(mara)

(MecTo cocTaBIiIeHUS)

npueMa-tepeauu JIeJ Ipu CMEHE OTBETCTBEHHOTO 32 JIEJIOMPOU3BOJICTBO,
PYKOBOIUTEISI TIOJIpa3ieTICHUS

B cooTBeTcTBUM C IPUKAa30M OT Ne
nepenai, a
(®. U. O., 10IDKHOCTD MEPEIaroIIero) (. 1. 0.,

JOJIKHOCTh MTPUHUMAIOLIETO)
NPUHSUT B IPUCYTCTBUM KOMUCCHUU, 00pa30BaHHOI Ha OCHOBaHHUM JJAHHOTO MpHKa3a, B
COCTaBe IpeacenaTels

u
YJI€HOB
(®. 1. 0.)
JIOKYMEHTBI IOAPA3JEICHHUS B COOTBETCTBHM C HOMEHKJIATYPOM /1€l 3a
TOJIbI.
No Ha3zBanue u Ne KosnuecTBo KoanuyecTBo
HMpumeyanue
n/n OIHuCH IK3EMILIAAPOB ONMUCH NPUHATBIX JeJI
1 2 3 4 5

Htoro npunaTo
Jenl.




(mdpaMu ¥ IPOTTUCHIO)
CocTosiHHE TOKYMEHTOB

(menma Ha CKOPOCIIMBATENSX, MOANIUTHI, IEPEIIETEHbI, IPOHYMEPOBAHbI)

[lepenan [Toanuce N.0. Gamunus
[TpuHsin IHoanuce N.0. damunus
[Ipencenarens komuccun Iloamce N.0. damunus

YJ1eHbl KOMUCCHUH: Ilonamucu N.0. damunus



[Tpunoxenue Ne 2

[Tpumep akTa nmpuema-nepeaadu e Mpu CMeHe
OTBETCTBEHHOI'O 3a JIEJIONPOU3BOICTBO,
PYKOBOJUTEINS MOAPA3ACTICHUS

MynununansHoe 0101KETHOE 001Ie00pa30BaTEIBLHOE YUPEK ACHUE
«lentp oOpazoBanus c. Baerm»
(MBOY «llentp obpazoBanus c. Bacruy)

YTBEPXJAIO
Hupextop MBOYVY «llentp oOpa3oBaHusi c.
Baern»

HMBanoB .. BaHoB
05.06.2018

AKT
25.06.2018 Ne 8

r. DHCK

npueMa-ncpeaaduun 1€ mpu CMCHC
OTBCTCTBCHHOTO 3a ACIOIMPONU3BOACTBO

B cootBerctBum ¢ mpukazom ot 12.06.2018 Ne 46 MutpodanoBa U.A. mepenana, a
PomanoBa O.K. mpuHsna B OpHUCYTCTBUM KOMHUCCHU, OOpa30BaHHON HAa OCHOBaHUU
JAHHOTO MpHKa3a, B cocrase npeacenarens Meanosoit A.W. u unenoB CemenoBont JILA. n
Jlecnunikou P.M. nOKyMeHTBI mOJpa3feaeHusi B COOTBETCTBUM C HOMEHKJIATYpPOU Jell 3a
2014-2017 ronsl.

Ne i/m | Ha3Banue u Ne onmcu KosmmuectBo KoimmuecrBo | [Ipumeuanue
IK3EMILIAPOB NPUHATBHIX eI
OIUCH
1 2 3 4 5
1 Onuce Ne 1 nen 1 42

MOCTOSIHHOTO XPaHEHUS
3a 2014-2017 ronsl

2 Omuce gen Ne 2 o 1 23
JUYHOMY COCTaBY 3a
20142017 romst

Htoro npunsTo 65 (1mecTbAecsaT NATh) ACI.
CocTtosiHue JOKYMEHTOB U OIHUCEN yAOBJIETBOPUTEIBHOE.

[Tepenan Mutpodanoa  M.A. Mutpodanosa
[Tpunsn PomaHoBa O.K. PomanoBa
[Ipencenarens komuccuu HBanosa A.U. sanoBa
YjieHbI KOMHCCHUH: CemenoBa JI.LA. CemeHoBa

Jlecannkas P.U. Jlecuunkas




[Tpunoxenue Ne 4
[Tpumep odopmiteHHs TOJIOKEHUS

MyHununansHoe 0r01keTHOE 00111e00pa30BaTENbHOE YUPEKICHNUE
«lentp oOpazoBanus c. Baerm»
(MBOY «llentp obpazoBanus c. Baern»)

YTBEPXJAIO
Hupextop MBOYVY «llentp oOpa3oBaHusi .
Baern»

HMBanoB .. BaHoB
05.06.2018

NHNOJOXEHMUE
0 nopsoKe 6e0eHUs TUUHBIX 0el PAOOMHUKOB

1. O0uIne MoJ10KeHu A

1.1.
1.2.
2. @opMupoBaHHe JMYHBIX JeJI PA00THUKOB
2.1
2.2.
3. Begenne JMYHBIX €)1 pA0OTHUKOB
3.1.
3.2.
4. XpaHeHue M y4eT JJUYHBIX JieJ1 pa0OTHHUKOB
4.1.
4.2.
5. OdopMieHue JUYHBIX J1eJ1 pA0OTHUKOB Iepe] claveil B apXUB
5.1
5.2.
6. OTBeTCTBEHHOCTH padoToaaTesisi U padOTHUKA
6.1.
6.2.
7. IlpaBa padoroaaresi 1 padOTHHUKA
7.1

7.2.



[Tpunoxenne Ne 5
bnank nucema

(MoJTHOE HAMMEHOBaHKE 00Pa30BATEIBHOTO YUPEIKIACHHUS)

(coxpalieHHO€ HAMMEHOBAHHUE)

(1OIKHOCTHOE JTMLIO (€CJIM TUCBMO OT HETO, @ HE OT OpPTraHu3allkn))

(ampec)
e-mail, cereBon
Ten./pakc azpec
OKIIO OI'PH WHH/KIIIT
No
(mara) (HOMED) ®. U. O. (komy)
(ampec)
YBaxxaemblii(as) !

(IOMKHOCTH PYKOBOJIUTEIS) (moamucsk) (®.1.0.)



[Tpunoxenue Ne 6
[Tpumep opopmieHus nucrMa

MyHunumnansHoe OrKeTHOE 00111e00pa3oBaTeIbHOE YUPEXKICHUE
«entp obpazoBanus c. Baerm»
(MBOY «llenTp obpazoBanust c. Baermy)
[HxonpHas yi.,5, 689534
Ten./daxc (497)329-82-09; e-mail: vaegischool@mail.ru; http://www.
vaegischool.edusite.ru
OKTIO 12345678; OI'PH 1234567890123; MHH/KIIII 1234567890/123456789

3 uronst 2018 Ne  Ne 165-u/15- Mopexonosoii C.B.
T. 05

Ha No Jlunosas yi., 1. 15, kB. 3, 1. DHCK,
123456

O npeacTaBiaeHUN 00BSICHEHUI
I10 TIOBOJTY HESIBKH Ha paboTy

YBaxkaemas Csemnana BsdecnaBoBHa!
VYBenomisito Bac 0 HE0OXOAMMOCTH NMPEAOCTaBUTh MUChMEHHbIE OOBSICHEHUS 10
MOBOJly HapYyILIEHUS TPYJOBOW TUCIUIUIMHEI, B CBSI3M C HEsABKOM Ha padoty 29.06.2018.

[Tpunoxxenue: cnyxeOHas 3anucka Ha 1 nucre B 1 sx3eMIUIsIpe.

C yBaxxeHuew,
JTUPEKTOP IlerpoBa A.N. Ilerposa

baGymkuna Taresna BacunbeBHa,
8 (123) 456-78-90



[Tpunoxenue Ne 7
bnank npukasa

(HamMeHOBaHHE 00pa30BaTEIbHON OpraHU3aIn)

( )

(kpaTkoe HaMMEHOBaHUE)

IMPUKA3
No
(mara)
(MecTO cocTaBlICHMS IPUKA3Q)
3aroJIoBOK
[TPUKA3BIBAIO:
1.
2
3

(IOMKHOCTHh PYKOBOJUTETIS) (monmucek) (N.0. damunus)



[Tpunoxenne Ne 8
O6pa3zen odopmiieHUs IpUKa3a

MynununansHoe 0roKeTHOE 001Ieoopa3zoBaTenbHoe yupexkaeaue «lllkoma Ne 3y
(MBOY IIkona Ne 3)

[TPUKAS3
2 uroisa 2018 r. No 13

r. DHCK

O Baenpennu ['OCT P 7.0.97-2016 «CUBU /1. Opranu3aimoHHO-paciOpsIAUTENbHAS
nokymeHTanus. TpeGoBaHus K 0HOPMIICHHIO TOKYMEHTOBY

B nensx apdexruBnoro cozganus nokymenToB MbOVY Illkona Ne 3
I[TPKA3BIBAIO:

1. Paboraukam MBOY Ilkona Ne 3 co3maBaTh JoKyMeHTHI B cooTBeTcTBUM ¢ [[OCT
P 7.0.97-2016 «CUBU 1. Opranu3aiiioHHO-paCTIOPsIUTEIbHAS JIOKYMEHTAIIUS.
TpeboBanus Kk opopMIICHUIO JOKYMEHTOBY (Tpuioxkenue, aainee — 'OCT P 7.0.97-2016).

2. Cekperapro babymkunaoit T.B. He mpuHUMATh IJis MPECTaBICHHUS Ha MOAMHUCH
TUPEKTOPY ITOKYMEHTHI, O(QOpMIIEHHBIE C HECOOJIOJICHHEM TpPaBUJ, YCTAaHOBJIEHHBIX
I'OCT P 7.0.97-2016.

3. KoHTposbs UCTIOTHEHUST HACTOAIIETO IPUKAa3a OCTABJISIO 332 COOOM.
Hupexrop ITerpoBa A.N. IlerpoBa

babymkuna Tatessna BacunbeBHa, cekperapb,
(123) 456-78-90, Babushka@sitename.ru

B neno Ne 01-05 3a 2018 1.
Cekperaps baOymikuna
03.07.2018



[Tpunoxenue Ne 9
O6pa3zen ohopMIICHUS TPUIIOKEHUN

[Tpunoxenne Ne 1
K npukazy OO
oT Ne

IloJokeHune o

1. O0mue nMoJ10KeHUA

1.1. Hactosimee Ilomoxenue ompeaenseT cTaTyc, Ielb, 3aJadyd W TOPSI0K

IPOBEICHUS MEKPETHOHAILHOTO KOHKYpca yUanmxcs 5-11 KJIaCCOB
«PenpeccupoBanHas JiuTepatypa» (J1aiee — KOHKYpC).
1.2...
2...
2.1...

2.2...



[Tpunoxenue Ne 10
O6pa3zer oopMIICHHS TPOTOKOJIA
(1 sapuanm)

ITPOTOKO.I
3acelaHus NeJarorn4ecKoro copera

[Ipencenarens komuccuu dammmua U.0.

CexkpeTapb ®amunus 1.0
NeAarornyeckoro CoBeTa
[IpucyrcTBOBANU: 30 gein. (CIIMCOK MpHUJIaracTcs)

IloBecTka quA:

1.0 nopske noaroToBku K KoH(pepeHmu. Jlokaan 3aMecTUTeNs TUpEeKTopa. . .
2.0...

CIIYHIAJIA:

@amunusa N.0. — TekeT qoKIana npujiaraeTcsl.

BBICTVYIINJINA:

N.O. damunus — KpaTkas 3aluch BBICTYIIEHUS (OT TPEThEro JHlla €IMHCTBEHHOTO
yucia). Bornpocsl, 0TBETHI (IPUBOAATCS B OPSAAKE MOCTYIIIICHUS).

PEIINJIN:
1.1. Ono6pHTk. ..
1.2...
Coneprxanre 0co00ro MHEHUS

2. CJIYIIAJINA. ..
BBICTYIIWJIN...
PEINJIN. ..

2.1.

IIpencenarens [Moanuck N.0O. ®amunus

Cexkperapb negaroruaeckoro [Toanuce N.O. ®amunus
coBeTa



[Tpunoxenue Ne 11
O6pa3zern ohopMIICHHUS TPOTOKOJIA
(2 sapuanm)

ITPOTOKO.I
3acelaHus NeJarorn4ecKoro copera

[Ipencenarens komuccuu dammmua U.0.

CexkpeTapb ®amunus 1.0

IIeJJarOruIecKoro cCoBeTa

Bcero wieHoB coBeTta IIpucyrcrBOBaio

IloBecTka quA:

1. O nopsake NOAroTOBKH K KOH(pepeHUHH. JloKiiaa 3aMecTUTeNs IUPEKTOPA. ..
2.0...
1. CJIVIOAJIN:
@amunus N.0. — TekeT qoKnana npujiaraeTcs.
BBICTYIIUJIN:
@amunusa M.O. — kpaTkast 3aluch BHICTYIUIEHUS (OT TPETHEro JIUIA €JUHCTBEHHOTO
qucia).
Bonpockl, 0TBeThI (IPUBOAATCA B MOPSIJIKE MOCTYIICHUS ).

PEHINJIN:
1.1. OnoGpuTs...
2.2.
ConeprxaHre 0co00ro MHEHHUS

2. CJIVIIAJIN:
BBICTVYIINJINA:

PEINJIN:

2.1.

[IpencenarenbCTBYONIMIA [Moanuck N.0. Gamunus

CexkpeTrapb negaroruaeckoro [Moanuce N.0O. ®amunus
coBeTa
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ITponomxenue npui. Ne 11
O6pazen ohopmIIeHHS IBOYHOTO JICTA

SIBOYHBINA JTUCT
INEJATOI'MYECKOI'O COBETA
(IPOTOKOM OT «___ » 201 ronaa Ne 00)
Ne @. 1. O. JokHOCTH IMoanucek
n/n
1
2
3
4
5
6
7
8
9
10
11
[Ipencenarens [Toanuce N.0. ®amunus

neaarorndcCKoro COBE€Ta

Cexkpetapb [Moanuce N.0. ®amunus



[Tpunoxenne Ne 12

KypHaJj perucTpauuu BXOASIIUX JOKYMEHTOB

Pe3onronus
Jlara
Hara n WM KOMY
NOCTYIJIEH
HOMeEp HanpasJjsiercss | OTMeTka
s Kpartkoe
nokyMmenrta, | Koppecnong AOKYMEHT 00
Ne | mokymeHTa coJepxaH
/i / NPUCBOECHH €HT e (moammche, HCIOJHEH
. ble YA0CTOBEPSII0 UM
BXOASIIIUIA
aBTOpPOM mast
HOMeEp
NoJIy4eHue)
1 2 3 4 5 6 7
Kypnana perucrpauuu ucxXoasiux JOKyMeHTOB
Jlara m
HOMe
Hara Perucrpanuon Kparkoe | 10k MEH Ormerka
cTp Axapec P y Hcenoanut 00
AOKYMEH HbIIl HOMep Coep:kaH | Ta, HA
ar . eJib HCIOJIHEH
Ta JOKYMEHTAa ue KOTOPbIii -
aaercs
OTBET
2 3 4 5 6 7 8




KypHau ydyera nedyarei M iramMmnoB

[Tpunoxenne Ne 13

Pe3yan
TaThl
Haumeno
Haumen esKeroj
BaHHe N
OBaHHUe HOM OTtTHCK
nojapasje N
ne4yaTu npoBe | OTMeTK | meyartei
OTTH | JeHud,
(rammna IMoanucek, pxu a 00 (mramn
Ne ) e | MOTKHOC JA0CTOBEp | HAJIUY HUYTO | OB) AJd
1l ’ neya Th y P y IIpume
HHUIUAT A01Aas us JKEHHUU, | YHHYTO
/ TH | HOJy4YaT yaHue
op MOJIy4YeHH | meyare | HOMepP | JKEeHHs,
n (mra eJIsl U .
3aKa3sa, e, 1aTa i u aKTa u aaTa
Mma) | ¢paMuiIn
nara a mTaMm | Jaara BO3BpaT
MOCTYII 0B, a
noJiyyat
eHHsl aaTa
eJist
npose
pKH
1 2 3 4 5 6 7 8 9




[Tpunoxenue Ne 14
dopma HOMEHKJIATYPHI €T

HanMeHoBaHue OpraHnu3anuu

HOMEHKJIATYPA YTBEPXIAIO
JAEJ
(1OJIKHOCTD PYKOBOJIUTENS
OpraHu3aIim)
Ha ol
(moamnuce) (pacmmdpoBka
TIO/IITHICH )
(mata)
HNupexe | 3aronoBok geina KosmmuectBo Cpoxk xpaHeHust IIpumeyanue
aena ae U Ne ctaTrbu o
NepevyHI0
1 2 3 4 S
Haszpanue paznena
HaunmenoBanue ITonmmce N.0O. amums
JIOJKHOCTH PYKOBOJIUTEIIS
ciyx06b1 JIOY opranuzanuu
Busa pykoBoaurens apxusa
(J1u11a, OTBETCTBEHHOTO 3a
apXuB)
COI'NTACOBAHO COI'JTACOBAHO
ITpoTokon [I9K (OK) ITpotokon DIIK apxuBHOTO
oT Ne YUPEKACHUSA

oT Ne




IIponomkenue npunoxenus Ne 14

Hrorosas 3anmchk o KaTCTopusaX U KOJIUYICCTBC ACII, 3aBCACHHLIX B rony

B OpraHu3allun

[To cpokam xpaHeHus

Bcero

B tom uucie:

MePEXOIAITUX

¢ otMeTKkOoi «IITK»

1

3

4

IlocTossHHOTO

Bpemennoro (cBbimie 10 ner)

Bpemennoro (110 10 net
BKJTFOUMTETHHO)

NTOI'O:

Haumenosanue
JIOJ>KHOCTH PYKOBOIATEIS
ciyx06b1 JIOY opranuzanuu

Jara

Iloamuce

HToroBeie cBeACHUS IICPCAaHbl B ApXHB.

HanMeHnoBanue q0KHOCTHA
Ju1a, IepeIaBIIero
CBEIEHUSI

[arta

Iloamuce

N.0. damunus

N.0. damunus




ITpunoxenue Ne 15
dopma JiMcTa — 3aBEpUTENs Jelia

JIMCT - 3BABEPUTEJIb IEJIA Ne

B nene moAmumTo U MpoHyMEpOBaHO JUCTOB
(mudpaMu ¥ IPOMUCHIO)

¢ No o Ne , B TOM 4HCJIe:

JUTEpPHBbIE HOMEpa

JUCTOB

MPOIYIIEHHBIE HOMEPA JINCTOB

+ JUCTOB BHYTPEHHEH OMTUCHU

Oco0ennocTu GU3NIECKOro COCTOSIHUA U GOPMUPOBAHUSA Homepa
aeJa JIMCTOB
1 2
HaumenoBanue noJKHOCTHA IHonnuce N.0. dammnus
paboTHHKA

Jlara



[Tpunoxenue Ne 16

dopma 00I0KKH Jena
MOCTOSIHHOTO ¥ BPEMEHHOTO
(cBbiie 10 siet) xpaHeHus

(HaMeHOBaHUE rOCYAAPCTBEHHOTO (MYHHUIIUIIAIBLHOTO) apXHBa)

(HaMMEHOBaHUE OpraHU3aLINN)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3/ICTICHUS)

JIEJIO Ne TOMNe

(3aroJIoBOK Jiena)

(kpaliHue naThl)

Ha JIMCTaxX
XpaHUTb

dD. Ne
Omn. Ne
JI. No




JOKYMEHTOB J1ejia Ne

BHYTPEHHAA OIIUCH

[Tpunoxenne Ne 17

PerucrpanmuoHHbIN Homepa
Ne pan Jara 3aroJ10BoK p
HH/IEKC auctoB | [Ipumevyanue
n/n AOKYMEHTAa AOKYMEHTA
JTOKYMEHTA aesaa
1 2 3 4 5 6
Hroro JOKYMEHTOB.

KonnyecTBo NMCTOB BHYTpPEHHEN

OIMucu

HanmenoBaHue J0KHOCTU

JU1A, COCTaBUBILIETO
BHYTPEHHIOIO OMKCh
JIOKYMEHTOB JIeJia

Jlara

(mudpaMu ¥ IPOTHCHIO)

(mudpaMu ¥ TIPOTTUCHIO)

ITonmuce

N.0. ®amunug




ITpunoxenue Ne 18
O6pa3zen ohopmiIeHHS KypHaia
yudeTa BbIIauu JIOKYMEHTOB

IlonHOE HaMMEHOBaHME 06p330BaTeJ'IBHOI71 OpraHu3anuu

KYPHAJ YUETA BbIJAYU JOKYMEHTOB
u3 apxuBa 00
(omepaTMBHOI0 apXuBa CTPYKTYPHBIX MOAPAa3ieJeHui)

Hauar
OKoHYEH




[Tpunoxenne Ne 18

HanmeHnoBaHue 10KHOCTH
JINIIa, COCTaBUBIIIETO
BHYTPEHHIOIO OTUCH
JIOKYMEHTOB JIeJia

Hara Pacnucica Jlara Pacnmmcka B
Ne ®onx | Onuck | leno | Komy B
BbIIa4YH BO3BpPaTa | BO3BPALLECHUH
n/n Ne Ne Ne | BbIIAHO | IOJTyYeHUH
AeJ1 Jesia JeJsia
i () E:]
1 2 4 6 7 8 9
Htoro B TOAY BBIJIAHO e

Iloamuce

(TmudpaMu ¥ IPOTIHCHIO)

N.0. damunus




[Tpunoxenue Ne 19

®dopma omnucu Ael Mo JUYHOMY COCTaBy

(MoTHOE HAUMEHOBaHUE OPTaHU3ALIIH )

donp
Ne

OIIUCH
Ne

ACJ 110 IMYHOMY COCTaBy
3a

Ne | Hnpekc 3aronoBok | Kpaiinue natel Cpok Konunuectso |[Ipumeyanue
n/m nena nena XpaHEeHUs JINCTOB

1 2 3 4 5 6 7
B nmaHHBIN pa3zen onucu BHECEHO ned,

(mudpaMu ¥ IPOTIHCHIO)
, B TOM

c Ne o Ne qHCIIE:
JUTEPHBIE HOMEpa:
MPOIYIIEHHBIE HOMEpA:

(HaMMEeHOBaHUE JTOJDKHOCTH (monmucsk) (pacmudpoBKa MOAMKICH)

COCTaBUTEJS OIHICH)
(HaMMEeHOBaHME JTOJKHOCTH (moamuchk) (pacmmdpoBKa OAMKICH)

PYKOBOJUTEIS apXuBa (JIULa,
OTBETCTBEHHOI'O 32 apXUB))

COI'JTACOBAHO
[Tporokoin (3K) OO
oT Ne

YTBEPXXJIEHO

ITpotoxoin DIIK apXMBHOIO y4pekICHHUs

oT No




[Tpunoxenue Ne 20
®dopma onucu €1 BpeMEHHBIX
(cBbie 10 51eT) CpOKOB XpaHEHUs

(moxHOE HauMeHoBaHUE 00pa30BaTEIbLHON
OpraHu3aIuun)

donp

No

OIIUCH

Ne

nen BpeMeHHBIX (cBbie 10 jeT)

CPOKOB XpaHCHHUS

3a roj

Ne | Unnekc 3aronmoBok | KpaitHue natel Cpok Komnuectso |[Ipumeuanue
n/m nena nena XpaHEHUs JINCTOB

1 2 3 4 5 6 7
B naHHBIN pa3/ien onmucu BHECEHO nen,

(urdpamMu 1 TPOIHUCHIO)
, B TOM

c Ne o No YHUCIe:
JUTEPHBIC HOMEpa!
MPOIYIIIEHHBIE HOMEpA:

(HaMMEeHOBaHME TOJKHOCTH (moamuchk) (pacmmdpoBKa MOAMKICH)

COCTaBUTEJISI OTIHCH)
(HauMEeHOBaHME JOJKHOCTH (moamuchk) (pacmudpoBKa MOAHICH)

PYKOBOJUTEINS apXuBa (JIM1a,
OTBETCTBEHHOTO 32 apXUB))

COI'JTACOBAHO
[Tporokoin (OK) OO
oT Ne




[Tpunoxenue Ne 21
dopMa onucH Jei MOCTOSHHOTO XPaHEHUS

YTBEPXIAIO
(momHOE HAMMEHOBAHKUE OPraHU3AINH ) (IOMKHOCTH PYKOBOJIUTEIIS)
donx Ne
(pacumdpoBka
OIIMUCH Ne (TToamuCh) TTOJIITHACH )
JIeJT TIOCTOSIHHOTO XpaHEHUs
3a TOJ 20 roaa
Ne | Uupaekc 3aros10BOK 1es1a Kpaiinne | Koanuyecrso | Ilpumeyanue
n/m | pgeaa AATHI JINCTOB
1 2 3 4 8) 6
HasBanwue pasnena
B nanHbIif pa3aen onucu BHECEHO Jen,
(mudpaMu ¥ IPOTHCHIO)
, B TOM
c Ne 1o Ne qyucle:
JUTEpPHbIE HOMEpa:
MPOIMYIIIEHHbIE HOMEpa:
(HauMeHOBaHUE JTOJKHOCTHU (monmnuce) (pactmdpoBKa MOIMTUCH)
COCTaBUTEJISI OTIHCH)
(HaMMEeHOBaHUE JOJIKHOCTHU (moamuce) (pacumdpoBKa MOMUCH)
PYKOBOJUTEINS apXuBa (JIu1a,
OTBETCTBEHHOTO 32 apXUB))
COI'NTACOBAHO YTBEPXJEHO
[Ipotokon (3K) OO ITpotokon DIIK apXMBHOTO yUpeKIeHUS

oT No oT No




[Tpunoxenne Ne 22
dopma onrcH e NOCTOSHHOTO,

BpeMeHHOro (cBbimie 10 neT) xpaHeHus
U TI0 JUYHOMY COCTaBY CTPYKTYpPHOTO

HOJIpa3JICIICHUS

(moHOE HauMEeHOBaHUE 00pa30BaTEILHON OPraHU3aAIUN)

(HaMMEHOBaHUE CTPYKTYPHOIO MOAPA3/IECICHUS)

OITUCDH Ne
Ne /i | Mapekc | 3arosioBok | lata | KoJs-Bo iucroB | Cpok IIpumeuanue
aeJia aeJia Aeja | BJese XpaHeHus
aesaa
1 2 3 4 5 6* 7

Haszpanue paznena

B maHHyIO Onnch BHECEHO ned,
(mudpaMu ¥ IPOTIHCHIO)
, B TOM

c Ne o Ne qHCIIe:
JUTEPHbIE HOMEpA!
MPOMYIIEHHBIE HOMEpA:

(HaMMEeHOBaHUE JTOJDKHOCTH (monmucsk) (pacmudpoBKa MOAMKICH)

COCTaBUTEJISI OTIHCH)
(HauMEeHOBaHUE JTOJKHOCTU (monmucek) (pacmudpoBKa MOAMKICH)

PYKOBOAMUTEIS apXuBa (J1La,
OTBETCTBEHHOTO 32 apXUB))

COI''TACOBAHO
[Ipotokon (3K) OO
oT No

Ilepenan

p1{SA) |

(mudpaMu ¥ IPOTHCHIO)
PETUCTPAIIMOHHO-KOHTPOIBHBIX KapPTOTEK K

* [padha 6 onyckaeTcs B ONUCSAX AeN NOCTOSIHHOIO XpaHeHWs!.




TIOKyMEHTaM™*.

(HauMeHOBaHUE JTOJKHOCTH (Tmonmuck)
paboTHUKA CTPYKTYPHOTO
MO/APa3/CIICHHS )
« » 20 roga
[Tpunsn Jel U

(pacmmdpoBKa MOAMKICH)

(mudpaMu ¥ IPOTTUCHIO)

PErUCTPpAIMOHHO-KOHTPOJIBHBIX KAPTOTCK K JOKYMCHTAM.

(HauMeHOBaHME JTOTKHOCTU (moamucek)
paboOTHUKA apXUBa)
« » 20 roga

(mudpaMu ¥ IPOTTUCHIO)

(pacuudpoBKa MOAMKICH)

* MNepepatoTcs BMecCTe € Aenamm cnyxobl Aenonponssoactsa unm kaHuensapum (Beibop OO).



ITpunoxenne Ne 23

®opma aKkTa 0 BblIeJeHUN K YHUUTOKEHHUIO JOKYMEHTOB,
He MO/JIeKAIMNX XPAHEHH IO

(MoTHOE HAUMEHOBaHUE OPTaHU3AIIIH)

AKT YTBEPXKJIAIO
Ne

(IOMKHOCTH PYKOBOJIUTEIIS)

(MecTo cocTaBiIeHUS)

O BBIJICJICHUH K YHHUYTOXXEHUIO (moamnuce) (pacmdpoBka
JIOKYMEHTOB, MIO/TIICH)

HE TIO/Ie)KAITUX XPAaHCHHIO 20 roaa
Ha

OCHOBaHHUHU

(Ha3BaHUE U BBIXOJHBIC JaHHBIC MIEPEUHS JOKYMEHTOB C YKa3aHUEM
CPOKOB MX XpaHEHUS)

OTOOpaHbI K YHUUYTOKEHUIO KaK HE UMEIONUE HAYYHO-UCTOPUUECKON IIEHHOCTH U
yTpaTUBIIINE

MPaKTUYECKOE 3HAUCHUE JOKYMEHTHI Ne

dbonma

(Ha3Banue GoHAQ)

Ne | 3arosioBok | I'ox | Homep | Home | KonuvecTB Cpokn Hpumeuyanu
n/ aeJa bl OnucHu p 0 ell. Xp. XpaHeHust e

n | (rpynmosoit * el. Xp. U HOMepa

3aroJI0OBOK no crarei
JTOKYMEHTOB OnuCH 10 nepeyH
) 10

1 2 3 4 3 6 7 8
Htoro elI. Xp. 3a TOJIBL.

(mudpaMu ¥ IPOTHUCHIO)

Onucu 1e1 TOCTOSHHOTO XPaHEHUs
sa A P rojiel yrBepxkaeHsl DK

(TpoTOKOT OT Ne )

(HaMMEeHOBaHME ApXUBHOTO
YUPEKICHUS )

* IIpn BBIAETIEHUH K YHHUYTOXKEHHIO JOKYMEHTOB TP TOATOTOBKE A€ K Iepejadye B apXuB OpraHu3anuu rpadsl 4, 5
HE 3aI0JHAI0TCS.




(HauMeHOBaHME JTOJKHOCTH (monmuck) (pacmudpoBKa MOAMKICH)
PYKOBOJUTEINS apXuBa (JIUIIa,
OTBETCTBEHHOTO 32 apXUB))

COI'JTACOBAHO

[IpoTOoKON PKCHEPTHON KOMUCCHH OPTraHU3aALNU

oT No

JIOKyMEHTBI B KOJINYECTBE el. Xp.:
— Ha OyMa)XHOM HOCHUTEJIE BECOM Kl

(mudpaMu ¥ IPOTIHCHIO)
CIaHBI HA YHUUYTOKCHUE;
— Ha DJIIEKTPOHHOM HOCHUTEJIE CIaHbl Ha

YHUYTOXKCHHE
(cioco0 yHUUTOXKEHUS )
(HauMeHOBaHME JTOJKHOCTH (monmuck) (pacuudpoBka MOAMKICH)
paboTHUKA, CAABIIIETO
JIOKYMEHTHI)
« » 20 roaa

HN3MmeHeHus B YU4CTHBIC TOKYMCHTBI BHCCCHBI.

(HaMMEeHOBaHUE JTOJDKHOCTH (monmucek) (pacudpoBKa MOAMKCH)
PYKOBOAMTEIIS apXuBa (JIU1a,
OTBETCTBEHHOTO 32 apXUB))
« » 20 roja




