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HHCTPYKIMS 11O AEJOITPOU3BOJACTBY
1. O01HMe MoJI0KEeHu s

1.1. MHucTpyKuus 1O  JEJIONPOM3BOACTBY B  MyHHIUMNANbHOM  OHOJKETHOM
obmeoOpazoBarenbHOM yupexaenun "Cpeanss oomeoOpa3oBarenpHas mkoia Ne 54 umenu Pomana
EpmsxoBa" ropoma Kwuposa» (mamee — WMHCTpyknms) YCTaHaBIMBAeT CAMHYIO CHCTEMY
JIeTIOTIPOM3BOACTBA M TOPSJIOK TOATOTOBKH, OGOPMIICHUS, TPOXOXKICHHUS, KOHTpPOJS 3a
WCIIOJIHEHUEM, y4yeTa, XpaHEHHs, U3TOTOBJICHMS, KOMHPOBAHUS W THUPAKUPOBAHMS CIIYKEOHBIX
JOKYMEHTOB B oOpaszoBatenbHoi opranuzanuun MBOY COII Ne 54 ropoma KupoBa (mamee —
[xoa).

1.2. UuCcTpyKuus pazpaboTaHa B COOTBETCTBHH C TPEOOBAaHUSAMH (heJiepaIbHBIX 3aKOHOB OT
22.10.2004 Ne 125-d3 «O06 apxuBHOM nene B Poccuiickoit @eaepanmm», ot 27.07.2006 Ne 149-D3
«O06 nnpopmarmu, HHOOPMAITMOHHBIX TEXHOJOTHIX M O 3ammuTe uHpopmarum», oT 02.05.2006 Ne
59-03 «O mopsake paccMoTpeHus obpanieHui rpaxaan Poccutickoir denepanuny», ot 01.06.2005
Ne 53-@3 «O rocynapcreenHoM s3bike Poccuiickoit ®enepaunn», ot 06.04.2011 Ne 63-P3 «O0
ANEKTPOHHOU noAnucu», [IpaBuin xpaHeHus, KOMIDICKTOBAHHUsI, y4eTa H UCTIOJIb30BaHUs TOKYMEHTOB
ApxuBHoro ¢ouga Poccuiickoit ®degepanuu U IpyrMX apXUBHBIX JIOKYMEHTOB B OpraHax
roCy/lapCTBEHHON BJIACTH, OpraHaXx MECTHOI'O CaMOYIIPaBJICHUS, OpPraHMU3alMsIX, YTBEP)KIEHHBIX
npukazoM MuskynbTypel oT 31.03.2015 Ne 526, nHanumoHanbHbIX cTaHgapToB Poccuiickoit
Oenepanun no ynpasienuto gokymentamu: 'OCT P 7.0.8-2013 «CUBU/. Jlenonpou3BOACTBO U
apxuBHoe nieno. Tepmunsl u onpeaeneHus», 'OCTP7.0.97-2016«CUBU . OpranuzannoHHo-
pacnopsauTenbHas JoKyMeHTanus. TpeboBaHus K 0pOPMIIEHUIO JOKYMEHTOBY

1.3. IIpumenenre MHCTPYKIMHM JTOJKHO CIIOCOOCTBOBATH (POPMHUPOBAHUIO OQDHUIIUAIBHO-
JIeJIOBOTO CTHJISL JOKYMEHTOB, OAroTaBiuBaeMbIX B LIIkose; cokpalienuio 3aTpar TpyJa U CpeacTB
B IIpolecce CO3JaHMsl JOKYMEHTOB. WHCTpyKIUsS sBIseTCsl 00s3aTelnbHOM A MCIOTHEHMS
pabOTHUKAMU U JIMLIAMU, OCYLIECTBIISIFOIIUMHU MTOATOTOBKY M 0()OpMIIEHHE TOKYMEHTOB.

1.4. Tlonoxenus MHCTpyKUIMU  pacHpoOCTpaHSIOTCA  Ha OpraHU3aluio paboThl c
JOKYMEHTaMH HE3aBUCHUMO OT BHUJIa HOCUTEIIS, B TOM YHCJIE AIEKTPOHHBIMU JOKYMEHTAMHU, BKIIIOUYast

MOJITOTOBKY, O00pabOTKY, XpaHEHHE M MCIIOJIb30BaHHE JIOKYMEHTOB, OCYIIECTBISIEMBIX C
MIPUMEHEHHEM HH(OPMAaLIMOHHBIX TEXHOJIOTHH.

1.5.0co0eHHOCTH pabOThl € JOKYMEHTaMH, COJEpKAIUMH  KOH(UIEHINAIbHYIO
nHpopmaluio (ciy:keOHyI0 U HHYIO TaiiHy, IEpCOHATIbHBIE JAHHBIE), PETYIUPYIOTCS ClIelnaIbHbIMU
HOPMAaTUBHBIMH  aKTaMH (MHCTPYKUHUSMHU, TIOJNOKEHUSMHU, TPaBUIAMHU), YTBEPKIAEMBIMU
nupekTopoM IIkosl.

1.6. TpeboBanust UHCTpyKIIMU K paboTe ¢ OyXraaTepcKoi, HaydHO-TEXHUUYECKON U Jpyrou
CHEIHaIbHON JOKyMEHTAllMed pacnpoCTPaHSIOTCS JIMIIb B YacTH OOLIMX MPUHIUIOB PabOTHI C
JOKYMEHTaMH, a TaKXKe MOJArOTOBKU JOKYMEHTOB K II€peaue Ha apXUBHOE XPaHEHHUE.

1.7. OTBETCTBEHHOCTh 3a OpPraHU3alMI0 U COCTOsIHUE nenonpou3BoiacTtBa B Illkone Hecer
JTUPEKTOP, KOTOPBIN:

e yTBepkaaeT MHCTpYyKIMIO MO AETONPOU3BOACTBY M HOMEHKIATYypy Aen LIkombl;

e oOecrieunBaeT BHEJPEHUE U KOHTPOJHMPYET  COONIOZCHHWE  CTPYKTYPHBIMU
noJipa3ziesieHus MU TpeboBaHM HacTosied MHCTpyKIMN 1 rocy1apCTBEHHBIX CTaHIapTOB;

e TIPOBOJWUT TPOBEPKY COCTOSHUS JI€JIONPOU3BOJCTBA B CTPYKTYPHBIX
noapasznenenusx [IKoubr;

e o0ecreurnBaeT METOJNUYECKOE PYKOBOACTBO, HHCTPYKTaK M KOHTPOJIb 32

COOJIIOJICHHEM YCTAaHOBJIGHHOTO TOpsiAKa paboThl C JOKYMEHTaMH B CTPYKTYPHBIX

noapaszneneHusx [IKoubr;

e MHUIMHMPYET MOBbIIICHHEKBATU(PUKAIMK  paOOTHUKOB IO  BOIPOCaM
JIEI0NPOU3BOJICTBA;
e YIIOCTOBEPSET MOANNUCHIO U IIeUaThIO0 JOKYMEHTHI.



1.8. HemnocpencrsenHo Beaer aenonpousBojactBo B Illkone cekperapp u  (WJM)
OTBETCTBEHHBII 3a BeJEHUE [ENONMPOU3BOJCTBA (Jajee — CeKpeTapb), KOTOpBIM Ha3zHAdaeTcs
npukazom aupekropa [komnsl. CekpeTapb B COOTBETCTBHH C BO3JIOKEHHBIMU Ha HETO 33/la4yaMu:

e OCYILECTBISET PErUCTPAINIO U YUET JOKYMEHTOB;
e OpraHM3yeT JOKYMEHTOOOOpOT, pOpMUpOBaHUE JEl, UX XPAHEHHE;
e OCYHIIECTBISIET TEKYIIMH KOHTPOJIb 3a CBOEBPEMEHHBIM pPACCMOTPEHHEM H

IPOXOXKAEHUEM JOKyMeHTOB B [1Ikoue;

e oOecreynBaeT COOJIIOJIEHUE €AMHBIX TPEOOBAHUN MO MOATOTOBKE JOKYMEHTOB H

Opranu3aiy paboThl ¢ HUIMH B YCJIOBHUSX JIEKTPOHHOTO JJOKYMEHTOO00POTa;

e 00006mIaeT nHpOpMaILHIO 00 00bEMaX JOKYMEHTOO0OPOTA;
e opranusyer (GOpPMHpPOBAHHE M XpaHEHHE JOKYMEHTAlMOHHOTro (oHma H ero

UCIIOJIb30BaHUE.

1.9. BexeHnue nenonpou3BOJCTBA B CTPYKTYPHBIX MOJpa3AeNCHUSX OCYILIECTBISETCS B
COOTBETCTBHUH C JIOJDKHOCTHBIMHU OOSI3aHHOCTSIMU.

1.10. IIpu yxonae B OTIyCK, Bble3[i€ B KOMAaHIMPOBKY, Ha Bpemsl OOJE3HU WIM B ciydae
YBOJIBHEHUSI U TIEPEMEIICHHS 110 CITy>KOe pabOTHHUKM 00s3aHbI IMepenaTh BCE HAXOISIIUECS Y HUX
JOKYMEHTBI JpyroMy paOOTHHKY MO YKA3aHUIO BBIIIECTOSILEr0 PYKOBOAMUTENS, MPH YBOJIbHEHUU
pabOTHHKA WM MEPEBOJIEC HA APYTYIO JOJDKHOCTD Mepeaada JOKYMEHTOB H JIeJ OCYIIECTBIIIETCS 1O
aKTy npuema-nepenayu (nmpuioxeHus Ne 1, Ne 2).

1.11. IIpu mepexone Ha JAPYryio padoTy pabOTHUKOB, 3aHUMAIONIMXCS B CTPYKTYPHBIX
noapazaenenusax Ilkonbl BegeHHEM EJIONPOU3BOJACTBA, MEpenadya BCeX JOKYMEHTOB BHOBb
Ha3HayaeMbIM paOOTHHUKAM IPOU3BOJAUTCS IO aKTaM MpueMa-liepesadyu, KOTOpPbIe yTBEPIKIatoTCs
nupexktopoM Lkosbl. Konuu akToB HanpaBIsAiOTCS B KAHLIETSPUIO IUPEKTOPA.

1.12. B cayyasx JUIMTEIBHOTO OTCYTCTBHSI pabOTHHKAa CTPYKTYPHOIO IOJpa3AeiIeHUs
(oTmyck, cnyxeOHasi KOMaHIMPOBKA, OONBHUYHBIA JHCT M T. [.) HEOOXOAMMO TMepelnaTh
OTBETCTBEHHOMY 3a BEJICHHE JICJIONPOU3BO/ICTBA JJOKYMEHTbI, HAXOASIINECS Y HETO Ha UCIIOJIHEHUU
0 YKa3aHHIO TUPEKTOpa.

1.13. PykoBomutenu cCTpYKTypHbIX mnonpasgeneHuil Illkonel HeCcyT mepcOHaIbHYIO
OTBETCTBEHHOCTH 3a BBINOJIHEHUE TpeOoBaHUil NHCTPYKIIMKU M COXPAHHOCTh HAXOJSIIUXCA Y HHUX
nokymMeHToB. O ciIydasx yTparbl, TOPYM 3aperuCTPUPOBAHHOIO JIOKYMEHTAa pPabOOTHHK 00s3aH
HEe3aMeUIUTEIbHO JOJOXKUTh AupekTopy LIkombl.

1.14. Buecenue n3meHeHud B MIHCTPYKIIMIO OCYIIECTBIISETCS MPUKA30M JTUPEKTOpa
[IIkoJbI MOCTIE UX COTJIACOBAHUS C MEJarOTUYECKUM COBETOM.

1.15. C BHOBb NPHUHATHIMU pPAaOOTHUKAMM, Ha KOTOPBIX BO3JIararoTCsl OOSI3aHHOCTU I10
BEJICHUIO JIEJIONPOU3BO/ICTBA, B TEUEHHE TpeX AHEW Mociie MOCTYIUIEHUs Ha paboTy MPOBOAMUTCS
MHCTPYKTaX 110 BEACHUIO JI€JI0NPOU3BOICTBA AUpeKkTopoM I1Ikombl.

1.16. PaboTtaTh ¢ TOKyMEHTaMH BHE CIIYKEOHBIX TOMEIIEHUI 1 BHOCUTH B HUX HCIIPABICHUS
3arnpenaercs.

1.17. BeneHue mnepenuckud ¢ OpraHM3alUsAMM OCyIIeCTBisieTcs: aupektopoM IIkonsl mm
WHBIM yIIOJTHOMOYEHHBIM UM JOJKHOCTHBIM JIUI[OM.

1.18. Bemomnnenue Hacrosimeid MHCTpyKIuu o0s3aTenbHO 1id Kakaoro padotHuka [komsl,
¢ ee TpeOOBaHUAMH PAOOTHHUKH JOJIKHBI OBITH 03HAKOMJIEHBI IO TIOIMUCH.

2. IokyMeHTBI 00pa30BaTe/IbHONH OPraHu3aluu

2.1. JlupekTop MIKOJBI WX JIMIO0, UCHOIHSIONIEe €ro OOS3aHHOCTH, W3/IaeT IMPHUKA3bI,
WHCTPYKIIMW, TPaBWIA, TOJOXKEHHS, O00s3aTeIbHbIC ISl WCIOJHEHUS BCEMHU CTPYKTYPHBIMH
noapazaenenusmu Lkonsl (mpunoxerus Ne 3, Ne 4).

2.2. Xoa oO0CyKIeHHus BOIIPOCOB HA 3aCETAHUAX KOJIJIETHAIBHBIX OPraHOB, COBETOB,
coOpaHUsX, COBEIIAHMIX U PEIICHUS, TPUHUMAaeMbIe Ha HUX, QUKCUPYIOTCS B MPOTOKOJIAX.

2.3. Jlnig oCyIIeCTBIICHUS ONEPATUBHBIX CBSI3€W C APYTMMH OPraHU3aLUSIMHU U Tpak1aHaMU
HCIOJIb3YIOTCS TaKue GOPMBI, KaK MUCbMa, (DaKChl, TEJIErpaMMbl, Tele(hOHOTPAMMBI.

2.4. JIns ocyliecTBICHUS PUEMA, YBOJIBHEHHUS, IEpeMeIeHUs] paOOTHUKOB, TPEOCTABICHUS
UM OTIYCKOB O(OPMIISIOTCS TPYAOBBIC JTOTOBOPHI, MPHUKA3bl MO JMYHOMY COCTaBY, 3asBJICHHS,
TPYJOBbIE KHUXKKH, TUYHBIE KAPTOUKHU U JP.



3. IlIpaBuia opopMiIeHUS TOKYMEHTOB
3.1. OcHoBHbIEe TPeOOBaHUS 110 0POPMJIEHHIO TIOKYMEHTOB

3.1.1. loxymenTtsl opopmisitores Ha OaHkax [1Ikoasl 1 UIMEIOT YCTaHOBJICHHBIM KOMITJIEKC
00s13aTeTbHBIX PEKBU3UTOB M CTAOWIHHBINA MOPSIOK X PACTIOIOKEHHS (PaCIOIOKEHUE PEKBU3HTOB
Ha OJIaHKaX OpraHu3aIllMOHHO-PACIOPAIUTEIbHBIX JoOKyMeHTOB cooTBeTcTBYyeT 'OCT P 7.0.97-2016
«Cucrema cTaHIapTOB MO0 HHPOPMAITUHU, OMOIHMOTEYHOMY U H3AATEILCKOMY Jieny. OpraHnu3aiuoHHO-
pacropsiguTenbHas JOKyMeHTaus. TpedoBaHus K 0(hOPMIICHUIO JOKYMEHTOBY).

3.1.2. B mkoJse mpuMeHSIOTCS POJOIbHbBIE OIaHKU:

e OuyaHk muchMa (mpuitokeHust Ne 5, Ne 6); o

Onmank npukasa (mpunoxeHus Ne 7, Ne 8).

biiaHku MOKYMEHTOB HW3TOTaBIMBAaIOTCA Ha Oymare d¢opmaroB A4 (210 * 297 wmm),
AS (148 * 210 mm). Kaxnapiii muct 1okyMeHTa, oOpMIICHHBIM Kak Ha OJIaHKe, Tak W 0e3 OJIaHKa,
JIOJDKEH UMETh TIOJIS:

e 20 MM — JIEBOE;
10 mm — npaBoe;

e 20 MM — BepxHee;

e 20 MM — HIDKHEE.

Hcnonb3oBanne 0JIaHKOB TPOU3BOIBHON (hOpMEI He paspemaetcs (mpriokerus Ne 3 u Ne 4).
3.2. O¢opmiieHHE PeKBU3UTOB JOKYMEHTOB
ABTOp IOKYMEHTa

HaumenoBanne I[lIkomnbl ykas3piBaeTCsi B TOYHOM COOTBETCTBHM C YycTaBoMm [IKoJbI.
CokpallieHHOe HauMEHOBAaHUE TTOMEIIAETCS O] TTOJIHBIM HAMMEHOBAHHUEM B CKOOKaX.

HaumeHnoBaHue cTpyKTYpHOTO MOpa3AeeHIs — aBTOpa JOKYMEHTa UCTIOIb3yeTcs B OJlaHKax
nuceM U OJJaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB M YKA3bIBAETCS IMOJ] MOJHBIM U COKPAICHHBIM
HauMeHoBaHUsIMH LLIKOTTBI.

HaumeHoBaHue JOMKHOCTM JMIla — aBTOpa JOKYMEHTa HCHOJb3yeTcsl B OJyiaHKax
JOJDKHOCTHBIX JIMI[ U pacrosaraercs nojJ HauMmeHoBanuem lllkonbl. HanMmeHoBaHMe AOMKHOCTH
Jula — aBTOpa JOKYMEHTAa YKa3bIBA€TCA B COOTBETCTBUM C HAaWMEHOBAHHMEM, NMPUBEACHHBIM B
pacropsiANTEILHOM JJOKYMEHTE O Ha3HAYeHHUH Ha JIOJDKHOCTb.

Cl'lpaBO‘lele JaHHbIE 00 06p330BaTeJ'leOI7[ OpraHu3anvu

CrnpaBounsie gansble o [1Ikose yka3piBatoTCsi Ha OJ1aHKax MHUCEM M BKJIIOYAIOT B ceOs: ajpec,
HoMmep TenedoHa, dhakc, apec IMEKTPOHHOIM MOUTHI, ceTeBol anpec, a Takxke OKIIO, OI'PH, MHH u
KIIIT opranuzanum.

HaumeHoBaHue BUa JOKYMEHTA

HaumenoBanne Buga AoKyMeHTa, coctaBlieHHOro IIIkoiol, MOMKHO OBITH OMpeeNieHO
ycTaBOM (TIOJIOKEHHUEM) W JOJDKHO COOTBETCTBOBaTh HAWMEHOBAHHSM BHJIOB JTOKYMEHTOB,
npeaycMmotpeHHsiM OKVY J1: akT, cripaBka, 3anucka, CBoJIKa, OT3bIB, IPOTOKOJI, CIIMCOK, U3BELIEHUE U
np. PaciopsigutenbHbIe JOKYMEHTBI OpTraHU3aIlui H3JAI0TCS CO CIICTYIONTUMU Ha3BaHUSIMU: TIPUKa3,
pacnopsiKeHue.

HaumenoBanue BuAa M pa3sHOBUIHOCTH JOKYMEHTAa HE YKa3blBaeTcsl B MHCbMax. MecTo
COCTABJICHHS WM W3JaHUS JOKyMEHTa YKa3bIBaeTCsi Ha OylaHkax JokymeHtoB I[lIkombr, 3a
UCKITIOUeHHeM OylaHkoB TuceM. Ha3BaHMe MJOKyMEHTa Tie4araeTcsi NPONHCHBIMU OyKBaMu
MOJTY>KUPHBIM HIpU(TOM.

Jdata nokymeHnra



Jlatoii mokymMeHTa SIBISIETCS JaTa e€ro MOAMHCaHus (WIM YTBEPXKACHUA); Ui JTOKYMEHTA,
MIPUHUMAEMOT'0 KOJUIETHATILHBIM OPTraHoM (IMPOTOKOJIA), — J1aTa ero 3aceqanus (IPUHATHS peIIeHus),
JUTSL aKTa — JJaTa COOBITHUS, TSl JOKYMEHTA, TPEOYIOIIEro ero yTBeP KICHUs, — aTa €r0 YTBEPIKIACHHUS.

Jlnsi TOKYMEHTOB, COCTaBJICHHBIX OJHOBPEMEHHO HECKOJBKHMHU OpPTaHU3ALUSMH, JaTOU
JOKYMEHTA SIBJISIETCS JaTa MOAMMCAHUS €T MOCIEAHEH OpraHu3auei.

Jlata monucanusi, yTBEPIKIACHUS, COTJIACOBAHUS JIOKYMEHTA, a TAKXKE JIaThl, COJCpPIKALIHECS
B TEKCTE, JOJDKHBI OPOPMIIATHCS MU(DPOBBIM CITOCOOOM. DIIEMEHTHI JaThl MMPUBOAATCS apabCKUMH
U paMu B OJHY CTPOKY B ITOCIIEIOBATEILHOCTH: ICHb MECSIIA, MECSII, TOI.

Hanpumep: 14.11.2023.

PerucrpaunoHHblii HOMeEpP T10KYMEHTA

Perucrpanmmonnsnii HomMep — mudpoBoe Wi OyKBEeHHO-IIM(PpoBOoe 00O3HAYCHUE,
MIPUCBAUBAEMOE JOKYMEHTY IPU €r0 PEruCTPaLUH.

Perucrpanus 1okymMeHTa NPOBOJUTCS MOCIE €ro MOMUCAHUS HIIM YTBEPHKICHUS.

JlJis BHYTPEHHHX JIOKYMEHTOB — IPUKA30B, MPOTOKOJOB — ATO MOPSIKOBBEIA HOMEpP B
npenenax KajleHJIapHOro roja mo KaxaoMy BUAY WIM Pa3HOBUIHOCTU JOKYMEHTOB. B mpukazax
PETUCTPAIIMOHHBIA HOMEpP MOXET JIOMOJHATHCS OYKBEHHBIM HWHICKCOM, O0O03HAYAIOIINM
Pa3HOBUAHOCTH (HAMpUMeEp: MPUKa3 10 OCHOBHOM JaearerabHocTH OT 15.05.2018 Ne 2530x; mpukas
1o simuHomy coctaBy ot 10.01.2018 Ne 22 5ic, npuka3 no yqammmcs ot 25.01.2018 Ne 42y.

JInst ucxoasamx JOKYMEHTOB PETUCTPALMOHHBIM HOMEP COCTOUT

1) U3 MOpsAIKOBOIO HOMEpA B IIpeiesiax MacCUBa OTIPABIISIEMON KOPPECTIOHICHIINH;
2) uHJeKca JieJia B COOTBETCTBUM ¢ HOMEHKIIaTypoit nen LIkonsl.

PerucrpanmoHHblii HOMEp JOKYMEHTa, COCTaBJIEHHOI'O COBMECTHO JByMsi U Ooiee
OpraHM3alMsIMH, COCTOUT W3 PErucCTPalMOHHBIX HOMEPOB JOKYMEHTOB KaXIOH U3 OTUX
OpraHu3alyii, IPOCTABISIEMBIX YEPE3 KOCYIO YEPTY B IOPAJIKE YKa3aHUs aBTOPOB B JJOKYMEHTE.

CchlIKa HA peFI/ICTpaHI/IOHHI)Iﬁ HOMEP U 1aTy JOKYMEHTA

Ccbulka Ha pETUCTPAllMOHHBIA HOMEp M JaTy [JOKyMEHTa BKIIOYaeT B cels
pErucTpalioHHBI HOMEp U JaTy JTOKyMEHTa, Ha KOTOPbIM JToJkeH ObITh JaH oTBeT. Cchlika Ha
HOMEp U J1aTy JOKYMEHTa HCHOJIb3yeTcs NMpu OGOPMIIEHUM MHCEM, SIBISIOIIMXCS OTBETAMHU Ha
MOCTYMUBIIEe NHCbMO (3ampoc, mpockOy u np.). CBeneHHs B PEKBU3UT MEPEHOCATCS C
MOCTYIUBIIETO JTOKYMEHTa U COOTBETCTBYIOT PETUCTPALIMOHHOMY HOMEPY U JlaTe€ MOCTYNHBILETO
JOKYMEHTA.

OrpanuuuTenbHas OTMETKA JUIsl JaHHOTO PEKBU3UTA MPOCTABIISETCS B JIEBOM yacTH OJiaHKa
MMCbMA T0J] PEKBU3UTOM «J1aTa» U «PErMCTPALlMOHHBII HOMEDP JOKYMEHTAa.

Hanuune naHHOro pekBU3WTa HCKIIIOYAET HEOOXOJUMOCTh YIOMMHAHMS HOMEpa M JaThbl
MOCTYMUBUIETO JOKYMEHTA B TEKCTE MUCbMa, YTO OCBOOOKIAET TEKCT OT CIIPAaBOYHOM HH(OpMAIIHH.

MecTto cocTaB/ieHHsl MM U3IaHUS IOKYMEHTA
Mecrto cocraBnenust (u3nanus) Jgokymenta (r. KupoB) ykasbiBaeTcsi B JOKYMEHTax,
M3rOTABIIMBAEMBIX Ha OJJaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB.

Anpecart

JIOKyMEHTBI aIpecyroT B OpraHbl BIACTH, OPraHU3AlMH, UX CTPYKTYPHBIE MOJIPA3AECICHMS,
JOJDKHOCTHBIM WM (PU3UYECKUM JIUIAM.

[Ipm agpecoBaHMM [OKyMEHTa B OpraH BJIACTH, OPraHU3ALMI0 WM €€ CTPYKTYPHOE
nojpasnenenue (0e3 ykazaHus JOJDKHOCTHOTO JIMIIA) UX HaUMEHOBAaHHE MUIIYT B UMEHHUTEIHHOM
ajJiexe.

Hamnpuwmep:
MuHucTepcTBO 00pa30BaHUs U HAYKH

Poccuiickoit denepanuu
JlenapTamMeHT rocy1apCTBEHHON MOJUTUKH B chepe



3alIUThI MPaB ACTEH

[Ipu HampaBieHUH JIOKyYMEHTa JOJDKHOCTHOMY JIMIly Ha3BaHUE OpraHu3allud U €€
CTPYKTYpPHOTO TOJpa3/eieHus] YKa3blBalOT B UMEHUTEIHHOM MaJeke, a JOJDKHOCTh U (haMUIIUIO
aapecara — B AareapHOM. MHMDMaJbI cTaBATCA nociae (paMuMJIMM HE3aBUCUMO OT TOTO, KOMY
a/IpecoBaH JOKYMEHT — JOJKHOCTHOMY JIUIY WK (PU3UYECKOMY.

Hanpuwmep:

MunuctepctBo obpazoBanus Kuposckoi obmactu
VYupasnenue nenamu

I'maBHOMY crHenuanucry

HBanosou N.HN.

WUnn na3zBanme opranu3alvi BXOJUT B HAMMCHOBAHUC NOJIDKHOCTH U Oq)OpMHSIGTCSI B JaTCJIbHOM
aacxe

PexTopy nHCTHTYTa
MBanosoit 1.1.

[Tpu agpecoBaHnU JOKYMEHTA B HECKOJIBKO OJJHOPOIHBIX OPraHU3allui X Ha3BaHUS CIIETYeT
yKa3bIBaTh 00OOIICHHO.

Hampuwmep:

PykoBomuTensim  oOpa3oBaTenbHBIX
opraHuzamuii o0mero oopa3oBaHUs,
PYKOBOAMTENSIM  NPEANPUATHN U
opranuszanuii Munobpnayku Poccun

JlomyckaeTcsi HEeHTPUPOBATh KAXKIYI0 CTPOKY PEKBU3HUTA «Apecary 1Mo OTHOUIEHUIO K CaMOM
JUITMHHOU CTPOKE.

Hanpuwmep:

3aMecTHUTENI0 TUPEKTOpa

o yueOHo-

BOCIIUTATEIbHOM paboTe

MBOY COMI Ne 54 ropona Kuposa
Uylikunoit .M.

B cocrtaB pexkBu3MTa MOMXET BXOJIUTH TMOYTOBBIM ajpec. DJIEMEHTHI TOYTOBOTO ajpeca
YKa3bIBalOTCS B MOCIEAOBATEIbHOCTH, YCTaHOBIEHHON IIpaBuiiaMu oOkazaHHsl YCIYr MOYTOBOM
CBSI3H.

[Ipu agpecoBanuu nuchbma B OPraHU3aLMIO YKa3bIBAlOT €€ HAMMEHOBAHUE, 3aTEM IMOYTOBBIM

azpec.
Hanpuwmep:

Penakums xxypHana

«YnpaBlieHHE HAYaJIbHOW LIKOJION»
MockoBckuii mpocit., 1. 6,

r. OHck, 101856

Anpec He TPOCTaBIsIETCS HAa JOKYMEHTaX, HAIpaBISIEeMBIX B IPAaBUTEIHCTBCHHBIE
VUPESKACHUS M MMOCTOSIHHBIM KOPPECIIOHICHTAaM, B ATHX CITy4asiX MOTYT IMPHUMEHSTHCS KOHBEPTHI C
3apaHee HaleYaTaHHBIMU aJIPECaMH.

[Ipu agpecoBannm nOKyMeHTa (HU3UUECKOMY JIMIY HEOOXOAMMO YKa3bIBaTh (HaMUIIUIO,



WHUIHUAIBI, 3aTEM TIOYTOBBII anapec.

Hanpumep:

NBanory U.N.
Uepubimesckas yi., 1.100, ks. 100,
r. OHCK, DHcKasg o0aacTs, 101856

JIOKyMEHT He JIOJDKEH CoJepKaTh OoJiee 4eThIpeX aJpecaToB, KAXKAbIM K3EMIUISIP TAKOro
JOKyMeHTa JoipkeH ObITh momnucadH. CnoBo «Komus» mepen BTOPBIM, TPETbUM, UYETBEPTHIM
azipecaTaMy He yKa3bIBaloT.

[Ipu HampaBieHHHM JOKyMEHTa Oojiee 4eM B 4YeThIpe ajpeca COCTABIIACTCS CIHCOK Ha
PacChUIKY, a Ha KaXKJIOM TOKYMEHTE IIPOCTaBIISIETCS TOJIBKO OAMH aJpec.

I'pud yrBep:xaeHunst 10KyMeHTa

YTBepKAcHUE JTOKYMEHTa TIPOM3BOAMUTCS IPOCTABICHHEM TIpHda YTBEPKIACHUS WIH
W3/IaHUEM PacCHOPSAIUTENBHOTO JOKYMEHTa (B Te€X cClydasX, KOorja TpeOYIOTCsl JOMOJHUTEIbHBIC
MPEANUCAHUS U PA3bICHEHUS).

JIOKyMEHTBI YTBEPKIAIOTCS JTUPEKTOPOM IITKOJIBI, BBIIICCTOSAIINMU HIIH
MEKBEJOMCTBEHHBIMI OpraHaMu, OpraHU3alysIMH, B KOMIIETCHIIMIO KOTOPBIX BXOIUT PEIICHUE
BOIIPOCOB, U3JIOKEHHBIX B YTBEP)KIA€MbIX JJOKYMEHTAX.

[TonoxeHus, npaBwia, MOPSAAKHU, IOJHKHOCTHBIE WMHCTPYKLMH, MHCTPYKLUUHU, PACHUCAHUA
3aHSATUN YPOKOB, BHEYPOUHOU NESITEIBHOCTH, JOMOIHUTEIHHOTO OOpa3oBaHUsA W Ap. IMOIJIeKAT
YTBEPKACHUIO TUPEKTOPOM LIKOJIBI M MPHUOOPETAIOT IOPUINYECKYIO CHIIY TOJBKO C MOMEHTa HX
YTBEPKICHHUS.

I'pud yrBepxkaeHus momemiaeTcs B MPaBOM BEPXHEM YIIIy MEPBOTO JIHCTa JOKYMEHTa,
cocroutr u3 cioBa YTBEPXJIAIO (6e3 kaBblyek), MOJHOIO HAMMEHOBAHUS JOJDKHOCTH JIMIIA,
YTBEPKAAIOIIETO IOKYMEHT, €0 JIMYHOU MOIICH, €€ pacIIu(PpOBKH (MHULIUATIOB, (aMHINN) U JaThl
YTBEPKICHHUS.

Hampuwmep:
VYTBEPXIAIO
Hupexrop MBOY COLI Ne 54
ropoja Kupona
noanucek A.W. 'opanze
15.10.2023

Jomyckaetrcsi B pekBusute «I'pud yTBEp>KIeHHUsS JTOKYMEHTa» IEHTPUPOBATH AJIEMEHTHI
OTHOCUTEJIBHO CaMOW JIJIMHHOU CTPOKH.

Hamnpumep:
YTBEPXIAIO
Hupexrop MBOY COLI Ne 54
ropoaa Kupona
noanucek AWM. I'opanze
15.10.2023

[Ipu yTBep)KIEeHWU JOKYMEHTAa HECKOJBKUMH JOJDKHOCTHBIMH JIUIIAMU WX TIOJAMHUCH
pacrosiararoT Ha OJJHOM YPOBHE.

[Ipu yTBepkICHUN JOKYMEHTA MMOCTAHOBJICHUEM, PEIICHUEM, TPUKA30M, TPOTOKOJIOM Tpud
yrBepxaeHust cocrout u3 ciosa YTBEPXJIEH (-A, -O, -bl), HauMeHOBaHHS yTBEPKAAIOIIETO
JIOKyYMEHTa B TBOPUTEIILHOM TaJIeXKe, €0 1aThl, HOMepa.

Hamnpumep:

YTBEPX/JEH
ITpOTOKOJIOM METOIUYECKOTO COBETA



15.06.2018 Ne 32

nim

YTBEPX/IEHO
npukazom MbOY COII Ne 54 ropona Kuposa
15.06.2023 Ne 32

Cnosa YTBEPXX/IEHO u YTBEPXX/IEH B npunoxeHusix coriacyrorcs B poJie U YHUCIE C
BUJIOM YTBepk1aemMoro gokyMenra: noyoxenune — Y TBEPKJIIEHO, nporpamma — YTBEPXX/IEHA.

Brocute kakuwe-nmuO0 W3MEHEHHs M J100aBlIeHHS B TOANUCAHHBIE (YTBEP)KICHHBIC)
JOKYMEHTBI 0€3 pa3pelieHus JIMia, MOMICABILEro JOKYMEHT, HE JOMYyCKaeTCsl.

OTBETCTBEHHOCTH 32 KAYECTBO MMOATOTOBKH JOKYMEHTOB U IOCTOBEPHOCTD COJIEPIKALUXCS B
HUX JJAHHBIX BO3JIaraeTcs Ha JIMLA, OArOTOBUBILKE, 3aBU3UPOBABIINE U MOMUCABIINE JOKYMEHTHI.

3aroJi0oBOK K TEKCTY

3aroJoBOK K TEKCTy BKJIIOYAeT B ce0sl KpPAaTKOe COAEp)KaHUE JOKYMEHTAa, €r0 OCHOBHYIO
CMBICIIOBYIO Harpy3ky. 3arojioBok ¢popmyiupyercs ¢ npeagoroM «O» («O6») u oTBedaeT Ha BOIIPOC
«0 yem?»:
e npuka3 (o yeM?) 0 CO3JaHUU ATTECTALlMOHHOW KOMUCCHUM; o
npukas (o yem?) 00 yTBEpkAECHUU ILITATHOTO PAaCIUCAHUS;
e THCHMO (0 YeM?) O MpeAOCTaBICHUH HHPOPMAIIUH.
3aroJ0BOK COCTABIISIET MCIIOJHUTENh JTOKYMEHTA. 3aroJOBOK K TEKCTY O(GOPMIIIETCS IO/
pekBu3UTaMM OJaHKa cjeBa, OT TPAHHUIBI JEBOro mois. Eciau TeKcT JOKyMeHTa He IpEeBbIIIAaeT
YeThIPEX-TISTH CTPOK MK oopMIleH Ha OiaHKe popmaTta AS, 3aroJJOBOK MOXKHO HE YKa3bIBATh.
3arojoBOK JIOKyMEHTa 3alMChIBACTCS IPU €ro perucTpaluyd B COOTBETCTBYIOILUE
perucTpanroHHble POPMBI: KapTOUKy, 0a3y JaHHBIX.

Texker 1okymMeHnTa

TekcT JOKYMCHTA COCTaBJIACTCA Ha PYCCKOM A3BIKE KaK TOCYJApCTBECHHOM A3BIKC
Poccuiickoit @enepam/n/l. Texkct JAOKYMCHTA HU3JIaracTcCs PyCCKUM JIMTCPATYPHBIM A3BIKOM C YYCTOM
ocoOeHHOCTEH O(I)I/II_II/IaJ'IBHO'I[eJ'IOBOFO CTWIA, BUIa JOKYMCHTA U €T0 Ha3HAYUCHUA ynpaBHqueCKOﬁ
JACATCIIBHOCTH. CoglepmaHMe JOKYMCEHTA JOJI’KHO OBITH M3JIOKEHO KpaTKo, JIOTUHYHO, TOYHO U SACHO.

TekcTbl JOKYMEHTOB M3J1araroTCs:

oT 1-ro nMua eJUHCTBEHHOrO YHcia B JOKyMEHTax (IpHKa3, pacHopspDKeHUue U T. 1.)
qupekropa [llkonbl, AeHCTBYIOIIEr0 Ha MNPUHOMNAX €AUHOHAYANUsA, a TaKXkKe JOKYMEHTax,
aJpECOBAHHBIX PYKOBOJACTBY OpraHU3allMM: IIPUKA3bIBAIO... IIOATOTOBUTb M IIPEACTaBUTH Ha
paccMOTpEHHE; IPOIILY PACCMOTPETH BONPOC 00 YCTAaHOBJIEHUU JIBIOTHBIX TapU(OB...;

3-T0 JMIa €IUHCTBEHHOI0 4YHcia B JIOKYMEHTAaX KOJUJIETHABHBIX OPraHOB: KOMHCCHUS
pemia...; IlIxosa He cYUTaeT BO3SMOXKHBIM. ..}

1-ro JUIa MHOXKCCTBCHHOI'0 4YHCJIa B COBMCCTHBIX JOKYMCHTAX: IMPOCHM IIPCACTAaBUTH
J@HHBIE O...; IIPEICTABIIIEM Ha PACCMOTPEHUE U YTBEPXKICHHUE.. ;

3-TO JHMIla MHOXKECTBEHHOTO YHCJIa B MPOTOKOJAX: CIYIIAIW, BHICTYIWIH, MOCTaHOBHIIM,
peLIIIN.

B nokyMmeHTax, ycTaHaBIMBAIOIIMX MpaBa W O00S3aHHOCTH OPraHU3aAIlMHU, €€ CTPYKTYPHBIX
nojApasaesieHnid (TI0JI0KeHNE, MHCTPYKITUA), a TAK)KE COACPKAIIUX ONMUCAHUE, OLICHKY (DAaKTOB HIIH
BBIBOJIBI (AKT, CIIPaBKa), UCIOJIb3yeTcs (popMa M3JI0KEHUS TEKCTA OT TPETHETO JINLA €TUHCTBEHHOTO
WM MHOKECTBEHHOTO Yncia («OTIeN OCYIIECTBIsAET QYHKIUNY, «B COCTaB OOBEAMHEHHS BXOIATY,
«KOMHUCCHUSI YCTAHOBUIIA»).

B Tekcte mokymMeHTa, MOIArOTOBJIEHHOTO HAa OCHOBAaHUU 3aKOHOAATEIbHBIX, HWHBIX
HOPMAaTHBHBIX MPABOBBIX AKTOB, U3/IaHHBIX OpraHaMHU BJIACTH U YIPABJICHUS, JOKYMEHTOB, paHEe



W3/IaHHBIX OPTaHOM BJIACTU — aBTOPOM JOKYMEHTA, YKa3bIBAETCSI HAUMEHOBAaHHUE BHJla JJOKYMEHTA,
HaMMEHOBAHHME OpraHa, U3JaBIIEro JOKYMEHT, JaTa MPUHATUS WU YTBEPXKIECHUS JOKYMEHTA, €ro
PEruCTPallMOHHBI HOMEp, a TaK)Ke 3arojOBOK K TEKCTY WJIM HAaMEHOBAHHME BHJAA JOKYMEHTA,
HarpuMmep:

«B cootrBercTBUM ¢ moctaHoBieHueM [IpaButenbctBa oT 13.08.1997 Ne 1009 «OG6
yTBepkaeHuu [IpaBui MOATOTOBKM HOPMATHUBHBIX IPABOBBIX AaKTOB (elIepallbHBIX OPraHOB
WCIIOJTHUTEJIBHON BJIACTU U UX FOCYJAPCTBEHHON PETUCTPaLluN»;

«B cootBercTBuH ¢ [10y10%€EHNEM O OCTOSIHHO ACUCTBYIOIIEH IKCIIEPTHOMN

KOMMCCHH YUPEKJICHUS, OpraHU3alluu, IPEANPUATUS, YTBEPKICHHBIM MpuKa3zoM Pocapxusa
oT 19.01.1995 Ne 2...».

Eciamn TekcT colepKUT HECKOJIbKO MOPYYEHUW, pEelIeHUM, BBIBOJOB, B TEKCTE BBIACISIOTCA
pazzensl, MOApPa3Aeiibl, MyHKThI, TOAITYHKTHI.

B TekcT mokymeHTa MOTryT BKJIIOYAaThCsl (parMeHThl, 0hopMIICHHbIE B BUAE TaOIUIIBI WU
AQHKETBHI.

CrpaHu1bl TEKCTa HyMEPYIOTCS apaOCKUMU IuppaMu MocepeiHe BEPXHETo MOJsl.

B nuceMax HCMoNb3y0T ciaenyronme GopMbl U3T0KEHUS:
e OT [1EPBOTO JIUI[A MHO>KECTBEHHOT'O YHCIIa («IIPOCUM HAMpPaBUThY, «HAMPABIISIEM Ha

paccMOTpEHHEY);

e IEPBOTO JIMIA EAMHCTBEHHOTO 4YHcCla («CUUTAI0 HEOOXOAUMBIMY, «IIPOIILY
BBIJICIIUTDHY);

e TpeThero Juima eauHcTBeHHoro umcina («OO He Bo3paxaer», «OO cumrTaer
BO3MOKHBIM).

OtMmeTKa 0 NMPUWIOKEHUHN

Ecmn JAOKYMCHT MMECT MMPUITOKCHUA, HA3BAHHBIC B TCKCTC, TO OTMETKA O HUX 0(1)OpMJI$I€TC$I
o crenyomen popme:
[Ipunoxenue: Ha 10 1. B 3 3K3.

Ecnu mpunoxeHuss B TeKCTe HE Ha3BaHbl, TO HEOOXOJUMO MEpPEUUCIUTh UX Ha3BaHUS,
KOJINYECTBO JIMCTOB U 9K3EMIUISIPOB KaXKA0T0.
[Tpu HaIMYMK HECKOJIBKUX MPUIOKEHUH OHU HYMEpYIOTCS:

[Tpunoxxenus: 1. llItatHoe pacnucanue... Ha 4 1. B 3 3K3.

2. Cmera pacxo/ioB... Ha 4 1. B 3 3K3.

Ecnu npunoxeHus: cOpoIopoBaHbl, KOJINYECTBO JUCTOB HE YKA3bIBACTCH.

Ecnu x 1okymMeHTy npusiaraercsi Ipyroi JOKYMEHT, TaK)Ke UMEIOIINUN MPUII0KEHHE, OTMETKY
0 HAIMYMU TPUI0KEHUS 0QOPMIISIOT CIEAYIOUIMM 00pa3oM:

[Ipunoxxenue: nucbmo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npunoxeHue K HEMY, BCETO
Ha 3 1.

Ecnu npuioxeHreM sIBIsieTCs 000COOICHHBIN 3JICKTPOHHBI HOCUTENb (KOMIAKT-HCK, USD-
(rem-HakonMuTeNb U JIp.), OTMETKY O HAJTMYUU MPUIOKEHUS 0(QOPMIIAIOT CIIEAYIOIIUM 00pa3oM:
[Tpunoxenue: CD B 1 3k3.

IIpu sTOoM Ha BKiajpblIe (KOHBEPTE), B KOTOPBIA MOMEINAETCS HOCUTENb, YKa3bIBAIOTCS
HaMMEHOBAaHMSI JOKYMEHTOB, 3alIUCAHHBIX Ha HOCUTENb, UMEHa (ailyioB.

[Tpunoxenus MOMKHBI 0OPMIIATHCS Ha CTAHAAPTHBIX JIMCTaX U UMETh BCe HEOOXOAUMBIE
JUIS JOKYMEHTOB PEKBU3UTHI (HAUMEHOBaHNUE, 3ar0JIOBOK, MTOANKCH PYKOBOJUTENEH MOApPa3IeIeHUH,
OTBETCTBEHHBIX 32 UX COAEPKAHHUE, OTMETKY O COTJIaCOBAaHUU U T. 11.).

Ha npunoxxeHun Kk pacnopsAMTEIbHOMY JOKYMEHTY B MPaBOM BEPXHEM YIJy CTaBUTCS
OTMETKa C yKa3aHMEM Ha3BaHUsS PACHOPSAUTENBHOTO JTOKYMEHTA, €ro JaThl U PErHCTPAallMOHHOTO
HOMepa.

Hamnpuwmep:



[Ipunoxenue Ne 2
K npukazy MbOY COI Ne 54 ropona Kuposa
ot 15.10.2022 Ne 1101

HaumeHnoBanue BuJa TOKyMEHTa — MPUIOKEHHs (IIEPBOE CJIOBO 3aroJioBKa MPHIIOKEHUS)
BBIZICJSIETCS.  TIPONMUCHBIMU  OykBamu, monyxupHeiM 1mpudTom (IIOJIOXKEHUE, TIEPEUYEHD,
CIIMCOK u . 1n.).

Homnyckaercs Boeipakerue «[IPUJIOXXEHUE Noy nmeuataTh nponucHbIME OyKBaMH, a TaKKe
LIEHTPUPOBATh TO BBIPAKEHUE, HANMEHOBAHUE JIOKYMEHTA, €r0 JaTy U PEruCTPALlMOHHBIA HOMEP
OTHOCHUTEIIbHO CaMOil ITTMHHOU CTPOKHU.

Hanpumep:

[MPUJIOXKEHHUE Ne 2
Kk npukazy MbOY COI Ne 54 ropona Kuposa
ot 15.10.2022 No 112151c

I'pud¢ cornacoBanus 10KyMeHTA

Breminee cornacoBanue opopMIISIETCSI COOTBETCTBYIOIINUM TPHQPOM.
I'pud cormacoBanusi coctoutr u3 cinoBa COI'JTACOBAHO (6e3 kaBbluek), MOJDKHOCTU JIMIIA,
KOTOPBIM COTJIACOBAaH JIOKYMEHT (BKJIFOYasi HAMMEHOBAHHME OPTraHHU3alliU), €ro COOCTBEHHOPYUYHOM
MOAINKCH, HHUIIUAJIOB, (DaMUJINH, JaThl COTJIACOBAHUSI.

Hampuwmep:

COI''TACOBAHO

Munuctp obpazoBanus Kuposckoii odnactu
MOJIUCH O.H.PricbiBa
11.10.2022

Ecnu cornmacoBanue mpoBOAUTCS € KOJIJIETHATBHBIM OPTaHOM HIIA TTOCPEACTBOM
nucbMa, TO Tpu@ corsiacoBanusi 0HOPMITSIETCS CIETYIONTUM 00pa3oM:

Hamnpumep:

COI''TACOBAHO
[Tegarornyeckum coperom MBOY COIL Ne 54 ropona Kuposa
(mpotokoi oT 29.10.2022 Ne 1)

I'pudsl cornacoBanust MOTYT pacroiaraTbCsi Ha OTJI€IbHOM JIMCTE COTJIACOBaHUS,
€CJIM COJIEpKaHNe TOKYMEHTA 3aTparuBaeT MHTEPEChl HECKOJIbKUX opranuzanuii. Ha
JOKYMEHTE JieJlaeTcsi OTMeTKa «JIMCT corsacoBaHMsI IPUIIaraeTcsi».

Breminee cornacoBanue B 3aBUCUMOCTH OT COJIEpKaHUs JOKYMEHTa
OCYILIECTBIISIETCS B CIEAYIONIEH OYepeTHOCTH:

L] CO CTOPOHHUMH OpraHusalusMu, KOrjga OHH BBICTYIIAIOT 00s13aTeNpHOM CTOpOHOfI B
MPABOOTHOIICHUSIX, BO3HHUKAIOUIUX BCJIEJICTBUE W3JaHHMS JOKYMEHTa, WM KOTAa
coJiepKaHue JIOKYMEHTA 3aTparuBacT UX HHTEPECHI;

e OOIICCTBEHHBIMH OpTraHHM3AIMSIMH — B CIydasx HEOOXOAMMOCTH WIM B CiIydYasX,
npeaAyCMOTPEHHBIX ITOJOXKCHUAMU 00 >THX OpraHnu3alusiax;

e OpraHamM, OCYLIECTBIIIOIIUMHU FOCYAAPCTBEHHBIN HaIBEJOMCTBEHHBIN KOHTPOJIb (HAA30p)
B OIIpeIeNIEHHOM 00JaCTH (IKOJIOTMYECKUH, TIOKapHBIN | T. 11.);

. BBIIICCTOAIITUMHA OopraHu3anusiMu — B ciryvasx, Korga 3aKOHOAAaTCIbCTBOM



MIPEAYCMaTPUBAETC BO3MOYKHOCTh COBEPIICHHUS YIPABICHUYECKUX JEHCTBUM TOJIBKO C
pa3pelICHUs 3TUX OPTaHU3ALUM.

Bu3sa corsiacoBaHusi 1I0KyMeHTa

Busel cornmacoBaHusi JOKyMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOUIMI Ha corjiacue WUiu
Hecornacue JobKkHocTHOro auna IlIkoisl ¢ conep)kaHneM IpoekTa JOKyMEHTa (Jajlee — BU3a).

Buza BritouaeT JOKHOCTH JIMIA, BU3UPYIOLIETO JOKYMEHT, MOAIMUCH, pacin(poBKy
MOANUCH (MHULIAAIBI, (JaMWIHIO) U ATy BU3UPOBAHHUS.

Hanpuwmep:

3aMecTuTeNh TUPEKTOpa 0 BOCIUTATENbHOM padoTe
JInyHag nmoamnuch .. sanoBa
10.10.2022

OdopmieHHas TaKMM 00pa30M BH3a 03HAYAET COTIIACUE TOJDKHOCTHOTO JIMIIA C COACPKaHUEM
JIOKYMEHTA.

[Tpu HaMU4HUK 3aMEYaHUH 110 JOKYMEHTY BU3Y O(DOPMIISIOT CIIEAYIONTUM 00pa3oM:

3aMeuaHus NpujaraTcs
3aMecTHUTeIb JUPEKTOpa 110 BOCIUTATENbHOM padoTe

JInyHag nmoamnuce N.N. sanosa
10.10.2022

JIOKYMEHT BU3UPYETCS HCTIOJTHUTENEM U 3aMHTEPECOBAHHBIMY B JOKYMEHTE I0JKHOCTHBIMU
JULAMH, TUPEKTOPOM IIKOJIBI.

3aMeyaHus JOJDKHBI OBITH MPEACTaBICHBI HA OTACIBHOM JIUCTE, KOTOPBIM MOAMHUCHIBAIOT,
JaTUPYIOT U MPUIAratoT K JOKYMEHTY.

Ha noxymenrte, moliMHHUK KOTOporo ocraercs B LlIkone, BU3bI MPOCTaBISAIOT B HIKHEH
yacTh 000POTHON CTOPOHBI MOCIEIHETO JIUCTA MOJJIMHHUKA IOKYMEHTA.

Ha noxymeHnTe, NOAJIMHHUK KOTOPOTO OTIPABIISIFOT U3 OPraHU3allMM, BU3bl IPOCTABIISIIOT B
HUKHEH YacTH JIMIEBOM CTOPOHBI BTOPOTO 3K3EMILISIpA OTIPABISIEMOI0 JOKYMEHTA.

Bo3MokHO oopMmiieHne BU3 JOKYMEHTa Ha OTJEIBHOM JIUCTE corjlacoBaHus. Jlomyckaercs
MIOJINCTHOE BU3SHUPOBAHUE IOKYMEHTA U €0 MPUIIOKEHUS.

Ecnn B nporecce BUBMPOBaHMSI B IPOEKT JOKYMEHTA BHOCSTCS CYILIECTBEHHBIE U3MEHEHUS,
OH TOJUIEKUT MOBTOPHOMY BH3HMpoBaHHUIO. [loBTOpHOE BH3MpOBaHHME HE TpeOyeTcs, e€cilu IMpHU
J0pabOTKe B MPOEKT JOKYMEHTa BHECEHbI YTOUHEHUS, HE MEHSIOIUE €r0 CYTH.

Ioanucek

JlokymeHnTsl, Hampasisemble [lIkomoili B BbIIIECTOSALIME  OpraHbl  yIPaBIEHUS,
noanuceiBatoTces aupekropoM llkosnel, ero 3amectuteneM mno nopyudeHuto aupexropa Llkomsl mo
COOTBETCTBYIOIIUM HAIPABIICHUSM.

B cocraB pexBusurta «[loanuce» BXOASAT: HAMMEHOBaHHE JOHKHOCTH JIUIIA, OMUCABIIETO
JOKYMEHT (TI0JIHOe, C YKa3aHWEM Ha3BaHMs OpraHM3alUH, eCIU JOKYMEHT opOopMIIeH He Ha OJIaHKe,
U COKpAIIeHHOE — Ha JIOKyMeHTe, 0OpMJIEHHOM Ha OJlaHKe); JUYHAas MOJNUCh; paciindpoBka
MOANUCH (MHULIAATIBI, (haMUITHS).

Hanpumep:

3aMecTUTENb AUPEKTOPA muyHas noanucek  M.M. MBanoBa
M0 BOCIIUTATENbHOM paboTe

B AOKYMCHTAax, MOATOTOBJICHHBIX KOMHCCHCﬁ, YKa3bIBAOTCA HC JOJIZKHOCTHU IMOAINHNCAaBIINX
JIMII, a UX 00S13aHHOCTH B COCTAaBE KOMHUCCHH.

Hanpumep:



npeacenarenb komuccu  auyHadg noanuck  M.O. ®amunus
qJIeHbl KOMUCCUU muuHasg noanuck  M.O. @amunus

muuHag noamuce  WM.O. ®amunus

HpI/I IMoANMUMCaHUM OOKYMCHTAa HECKOJBbKHMMH JOJDKHOCTHBIMHU JIMOAMKU HX MIOAIINCH

pacrnojaraloT OJHY I[OJ Jpyrod B IOCIEJOBAaTEIbHOCTH, COOTBETCTBYIOIIEH 3aHUMaeMOU
JOJKHOCTH.

Hanpuwmep:
Jupexrop anyHadg noanuck  M.O. @amumnusd

3aMecTUTENb JUPEKTOPA
p p muuHag noanuck  M.0O. ®amunn

HpI/I MNOANMCAHUN ANOKYMCHTA HCCKOJIbBKMMH JIMIAMU pPaBHBIX ﬂOH)KHOCTCﬁ, ux MnoAInurucCH
pacmojiararoT Ha OJHOM YPOBHE.

Hanpumep:
3aMecTUTENb JUPEKTOpa 110 3aMecTuTeNb TUPEKTOpa 110

aMUHUCTPATUBHO-X035I1ICTBEHHOMN y4eOHO-BOCIIUTATEILHON paboTe
pabote



JIAYHAasg 1.0. ®amnnns muugag noanuck  M.O. Gamuansa
MOIIUCH

Ecnu nomxHocTHOE JIMO, MoANMUCh KOTOPOI'o 3aroTOBJICHA HA ITPOCKTC JOKYMCHTA,
OTCYTCTBYECT, TO JOKYMCHT JOJIKCH IIOAIINCHIBATHCA JIMIIOM, HCIIOJTHAOIIUM €TI0 O6$I3aHHOCTI/I, NN
€ro 3aMCCTHUTCIICEM.

He JOIMYCKACTCA MOANMNCAaHUE NOKYMCHTOB C IIPEJIOTOM «3a» UKW MPOCTABJICHUEC KOCOM
YCPTHI NIEPC] HANMCHOBAHHUEM JTOJZKHOCTH.

OTMeTKa 00 3JIEKTPOHHOM MOANKUCH

OtmeTka 00 3JEKTPOHHON MOAMUCH BKJIOYAeT: ¢pa3y «/JoKyMeHT moanucaH 3J1eKTPOHHOM
MOJIIMCHIO», HOMEp CepTH(HKATa KIoYa SJIEKTPOHHON MOMNMUCH, (PaMUIMIO, MMS, OTYECTBO
BJIa/IeTbIa cepTU(UKATA U CPOK ACHCTBUS cepTU(HKATA KITF0Ya HIEKTPOHHOMN MOIMHUCH.

Hanpuwmep:

JOKYMEHT ITOAITMCAH
AJIEKTPOHHOU IOAIMCHIO
Ceptuduxkar lal11aaa0000000011
Bnanenen lBanoBa Anna [letpoBHa
HewncrButenern ¢ 01.12.2021 o 01.12.2022

OTtmerka 00 OSJEKTPOHHOW TOANMCH JOJDKHA COOTBETCTBOBATH MECTY pa3MEHICHUs
COOCTBEHHOPYYHOM MOAMKNCH B aHAJIOTUYHOM JIOKyMEHTE Ha OyMa)XKHOM HOCHUTeNle. DJIEMEHThI
OTMETKH JIOJKHBI ObITh BUJUMBIMU M YUTAEMBIMU U HE JOJDKHBI NIEPEKPHIBATh JIEMEHTHI TEKCTa
JOKYMEHTA U IPyrre OTMETKU 00 3JIEKTPOHHOMN MOAMKUCH (ITPU HAJIHYUK).

Ileyatnb

OTTUCK MeyaTu 3aBepsieT MOJJIMHHOCTh IMOJIUCH JOJKHOCTHOTO JIMIA Ha JOKYMEHTax,
JIOCTOBEPAIONINX TIpaBa JUIl, PUKCUPYIOMINX (haKThl, CBI3aHHBIE C (PMHAHCOBBIMH CPEICTBAMHU, a
TAaK)K€ Ha UHBIX JTOKYMEHTaX, MPEIyCMATPUBAIOIINX 3aBEPEHUE MOMJIMHHONU MOANUCH. [JOKyMEHTBI
3aBepAroT nevyarbio [IIKombl.

[Teyats mpocTaBnseTcss Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas JTUYHON MOJIMUCU
JOJDKHOCTHOTO JINLA.

OTMeTKa 00 HCIIOJTHHUTEJIE
OtmeTka 00 WCMONHHUTENE BKJIIOYAaeT B cels (aMUIMio, UMs, OTYECTBO HCIIOJHUTEIS
JIOKyMEHTa, HOMEp ero TenedoHa.

OTMCTKy 00 MCIOHUTENC pacnoJjiararoT Ha JIMIIEBOM WX O60pOTHOI>'I CTOPOHE MOCIICAHCTO
JIUCTAa JOKYMCHTA B JICBOM HM)XHEM YTITY.

Hanpuwmep:

NBanosa Muna MIBaHOBHA

8 (8332) 71-30-54

OtMeTKa 0 3aBepeHHH KONIMHU

Komuu ¢ [JOKyMEHTOB BBINAIOTCS C pa3pelieHuss PYKOBOAHMTENEH CTPYKTYPHBIX
HOHpaSI[eHeHI/Iﬁ H TOJIBKO C TEX TOKYMCHTOB, KOTOPBIC OBLIH U3JaHbBI B Ixoie u KOTOPBIC KaCarOTCA
CITy’)keOHOM JIeATENHHOCTH IaHHOTO CTPYKTYPHOTO MOIpa3/IesICHu.

[Tpu BhIAaYe KOMMH TOKYMEHT BOCIPOU3BOAUTCS MOTHOCTHIO (Oank [1Ikombl, HOMep, naTa,
coJiepKaHue U T. 11.).



B mpaBom BepxHeM yriy komnuu numiercs cioBo «Komwusy». Ilpu Beljaue KomuM ¢ KONuU
CJICAYCT MUCATh «Komus ¢ xormum.

Ecnu xomust 11st BHYTPEHHETO TI0JIB30BaHUS, TO JUIS 3aBEpEHUS HUKe pekBu3uTa «[lommucey
MIPOCTABJISIOT 3aBEPUTEIBHYIO HAAMKCH: «BEPHO»; TOMHKHOCTH JIUIA, 3aBEPSIOIIETO KOIHIO; TUIHYIO
MOAMKCH; PACIIU(PPOBKY MOATUCH (MHUITHAIBI, (DaMHIIUIO); 1Ty 3aBEPEHUS.

Hanpumep:

Bepno

Cekperapb

JInyHag nmoamnuch B.B. UBanosa
10.10.2022

Ecnu konus BeLAaeTCs Uil NPEACTABICHUS B JPYT'YIO OPraHU3aLUI0, TO OTMETKA O 3aBEPEHUU
KOIIMM JIOMOJIHAETCS HAJIIUChI0 O MECTe XpPaHEHUs JOKYMEHTa, ¢ KOTOpPOro Oblia M3rOTOBJIECHA
KOIIHs, U 3aBEPSETCS N1eYaThl0 OpraHu3aluu.

Hanpumep:
[Mommuannk nokymenta Haxoautcs B MBOY COIL Ne 54 ropona Kuposa B nene Ne 12-x 3a 2023
rOJI.

HJ'ISI MMPOCTAaBJICHUSA OTMCTKH O 3aBCPCHUHN KOIMHMU MOKCT HCIIOJIb30BATbLCA LITAMII.
OtMmeTKa 0 MOCTYIIVICHUHU JOKYMCHTA

ConepkUT 1aTy NOCTYIUIEHUS TOKYMEHTA, a TAK)KE €ro BXOJAIIMM perucTpaliiOHHbII HOMEP.
[Tpu HE0OXOAMMOCTH B OTMETKE MOKHO YKa3aTh BPEMs MMOCTYILICHHUS B Yacax U MUHYTaxX U CIOCO0
JOCTaBKH TOKYMEHTA.

OtmeTKy 0 mocTymieHuu AokymeHTa B [1Ikosy mpocTaBiisioT B BU€ LITaMIa UM OT PYKU B
HIDKHEH YacTH JIMLIEBOM CTOPOHBI EPBOTO JIMCTA JOKYMEHTA UM Ha ero 000poTe.

Hampuwmep:
MBOY COII Ne 54 ropona Kuposa 11.10.2018 Ne 23
13 4 40 mun

Pe3oaronus

B cocraB pe3ononuy MOMKHBI BXOIUTH CIEAYIONIME AJIEMEHTHI: (haMUJIUs, WHHUIUAIIBI
WCTIOTHUTENS (MCTIOMHUTENEH), coiepkaHue nopydenus. [Ilpu HeoOX0UMOCTH — CPOK HUCIIOTHEHHUS,
MOAMKCH JIMIIA, BBIHECHIETO PE30IIOLHUIO, 1aTa PE3OIIOLUH.

Hamnpumep:

Cmupnosoii 1.0.
[Ipoury noaroroButk npoekT goroopa ¢ OO0 «Jlom medenu» k 22.10.2022

JIngHasg moanuch
10.10.2022

HpI/I HAaJINYMU B pGSOJ'IIOI_[I/II/I HCCKOJIBKUX I/ICHOHHI/ITGJ’IGﬁ YKa3BIBaeTCSI OTBeTCTBeHHBII\/’I
WCIIOJTHUTEND (KaK MPaBUIIO, 3TO JIUI0, HA3BAaHHOE B PE30JIIOIIUHU TIEPBHIM).

Ha I[OKYMeHTaX, HEC Tpe6y}01111/1x JOIIOJIHUTCIBbHBIX y1(a3aHPII71 110 UCITOJJTHCHHUIO 1 UMCHOIIIUX
TUTIOBBIE CPOKH HCIIOJIHEHUS, B PE3OJIIOIHMH YKa3bIBa€TCS HWCIOIHUTENb, TMOIMKCH aBTOpa
PE30ITIOTIHH, JaTa.

Pe3omronus, Kak mpaBuIio, MUILIETCS OT PYKU PYKOBOJUTEIEM Ha TOTMHHUKE IOKYMEHTa Ha
CBOOOJIHOM OT TEKCTA MECTE.



OTMeTKa 0 KOHTpPOJIE

OtmeTKa O KOHTpoJie 0003HAYaeT, UYTO JOKYMEHT IOCTaBJI€H Ha KOHTPOJb. OTMETKYy O
KOHTpPOJIE 3a HCIIOJHEHHEM JOKyMeHTa o00o3HaudaroT mTamrnoM «KOHTponb» Ha BEpXHEM IIOJIe
JIOKYMEHTA.

KonTposmto nojuiexar Bce 3aperucTpupoOBaHHbIe JOKYMEHTHI, TPEOYIOIINE UCIIOIHEHUSI.

Cpoku HCHOJTHEHUSI JOKYMEHTa YCTAHABIMBAIOTCA B COOTBETCTBHM CO CpPOKaMHU,
0003HAYEHHBIMU 3aKOHOAATEIbCTBOM, OpraHHU3alUeii, HampaBHUBILEH MOpPYYEHHE WIH MPOCHOY,
pacnopsiAUTENbHBIM JOKYMEHTOM WJTU PE30JIIOIUEH JUPEKTOpa HIKOJIBI.

Cpoxk npoctasinsiercs B GopMe AaThl 3aBEPILICHUS UCTIOTHEHHUSI.

OTMeTKa 0 HANIPaBJIEHNH JOKYMEHTA B /1€JI0

OTtmerka 00 WCIONHEHHHM JOKYMEHTAa M HANpaBJICHUU €ro B JEJI0 BKJIOYaeT B cels
crenyomme gaHHbie: hpasy «B neno», HHAEKC Jiesia o HOMEHKIIATYpe JIell, B KOTOPOE MOMEIACTCs
JOKYMEHT Ha XpaHEHHUE, C YKa3aHHEM Toja, JODKHOCTH JIMIA, O(OPMHUBIIETO OTMETKY, TOJITUCH,
JaThl.

Hampuwmep:

B neno Ne 01-18 3a 2018 r.
3amecTUTENb IUPEKTOPA IO BOCIUTATEIbHON padoTe
JInuHas nmoamnuce 10.10.2018

OTMeTKa 0 HaIlpaBJICHUHU JOKYMCHTA B ACJIO MOXKCET AOIIOJIHATHCA KPATKUMHU CBECACHUAMUA O
XapaKTCPeC UCIIOJIHCHUA JOKYMCHTA.

3.3. OcoGeHHOCTH MOATOTOBKHU U 0()OPMJIeHHS OTAeJbHBIX BH/10B IOKYMEHTOB
ITpuka3s

IIpyka3 — mpaBOBOM akT, M3/1aBa€MbIil JUPEKTOPOM IIKOJBI JJIS PEUICHHs OCHOBHBIX U
OTIEPAaTUBHBIX 3aj1a4, crosuux nepen [komoit (mpunoxxenue Ne §).

[Ipuka3 MokeT ObITh M3[AaH JIMIIOM, MCIOJHSIOMNM OOS3aHHOCTH IUPEKTOpa IIKOJIBI B
CJIy4ae ero OTCyTCTBHSI.

B npukaszax 1mo OCHOBHOW JE€ATENbHOCTH DPELIAIOTCS BONPOCHI Y4eOHOM, XO3SHCTBEHHOM,
(UHAHCOBOW JEATENbHOCTH, IUIAHMPOBAHUS, OTYETHOCTH, Yy4e€OHO-BOCHHUTATENBHOTO Ipoliecca,
(U3MYECKOTO Pa3BUTHS U T. II.

ITpukassl opopmisitorest Ha Onanke IlIkomsl. [lepenaya mpukazoB, MX Konuil paboTHUKaM
CTOPOHHHX OpraHM3alMil IOIyCKaeTcs TOJNBKO ¢ paspemeHus aupekropa Ilkomsl. IIpoekts
MIPUKA30B Pa3padaThIBAIOTCS YMNOJHOMOYEHHBIM JIMLOM IO MOPYYEHHUIO PYKOBOJACTBA WIHM IO
COOCTBEHHOW MHUIIUATHBE.

[ToaroroBka npukasa BKIIOYAET B c€0sl U3yUEHHUE CYIIECTBA BOIpOca U cOOp HEOOXOUMBIX
CBEIICHMI; INOArOTOBKY IIPOEKTa IPHMKA3a; COIVIACOBAHME IIPOEKTA; MOAINUCAHHE AUPEKTOPOM
[IIKOJIBI, pEruCTPALUIO.

[Tpukassl nevatarorcs mpudTom Ne 12.

Homepa cTpaHull mpoCTaBiSIFOTCS MOCEpeIMHE BEpXHEro Mo JjucTa. TekcT mpukasza
(pacmiopsbkeHHs) TIeyaTaeTcsl Yepe3 OJAMH MEeKCTPOUYHBIN UHTEpBal, 0e3 obopoTa.

[Ipukaz wumeer cienyroue peKBU3UTHI: HauMmeHoBaHue IlIkonbel cormacHo ycTaBy;
HanMmeHoBaHue Buja qokymenta (IIPMKA3), nata, Homep, MECTO COCTaBJIECHHUS, 3ar0JIOBOK K TEKCTY,
TEKCT, HaMMEHOBaHHUE JOJDKHOCTH, MOAMMCH JOJDKHOCTHOIO JHIa (MHULHKANBI, (aMuius), BU3bI
COTJIACOBAHUS, O3HAKOMJICHHUSI.

Jlaroii mpukasza (pacrnopsbkeHMs) sBIsSeTcs jaara ero noanucanus. Jlata odopmisercs
M (POBBIM CIIOCOOOM; HOMEP COCTOMUT U3 3HaKa «Ne» M MOpsAIKOBOro HOMEpa IpuKa3a, HalpuMmep:
ot 00.00.0000 Ne 000.

Texct mnpukaza (pacmopsskeHus) COCTOMT M3 JIBYX B3aUMOCBSI3aHHBIX —dacTell —
KOHCTaTUPYIOIIEH U paclopsIUTENBHOM.



Tekcr npukaza (pacrnopsikeHusi) AOJKEH HMETh 3arojioBOK. 3arojIOBOK HAYMHAETCA C
npeiora «O» («O6») u hopMUpPYyeETCs TPU ITOMOIIH OTTIIArOJIbHBIX CYIIECTBUTENBHBIX (HapUMep:
«O0 yTBepkaACHHM...», «O perucrpanuu...», «O CO3TaHUM...»).

3aroJIoBOK JOJKEH KPaTKO M TOYHO OTPaXkaTh COJIEPKAHUE TEKCTA ITPUKa3a (paclopsKEeHUs ).
Touka B 3arosioBke He craBuTcs. [ledaTaeTcst yepe3 JBa MEKCTPOUYHBIX MHTEpBaja OT PEKBU3HTA.
[ledaTtaercst CTpOYHBIMU OyKBaMH, BBIJICISAETCS KUPHBIM HIPUDTOM.

B koHcratupyromieil 4acth KpaTKO HU3JAraloTcs Ledd W 3a1aud, (pakTel U COOBITHS,
IIOCJTY’KHBILIME OCHOBAHUEM IS M3/1aHus Npukasza. OHa MOYKET HAUMHATHCS CIIOBAMU «B LIEJISIX), «BO
ucronHeHue» u nap. Ecnum mnpuka3 u3gaercs Ha OCHOBAaHUM JAPYroro JOKYMEHTa, TO B
KOHCTaTUPYIOIIEH YacTU yKa3bIBAa€TCSl HAUMEHOBAHUE 3TOr0 JIOKYMEHTa, HAMMEHOBAHUE OpraHa,
W3JIaBIIETO TOKYMEHT, JaTa, PETUCTPALMOHHBIA HOMEP U 3ar0JIOBOK K TEKCTY.

KoHcTratupyromas 4yacTb MOET OTCYTCTBOBATb, €CJIM IPEANMCHIBAEMBbIE JEHCTBUS HE
HY)XJAIOTCS B pa3bsACHEHUU. TEKCT MPUKA30B B TaKUX CIydasx HayMHAeTCd CO CJIOBa
«[TPUKA3BIBAIO» (mumercss mponucHeIME OykBamu). [lpu Hanmmumm AByX dYacTeil mpukasza
pacrnopsAMTeNbHAs YacTh OTIENSETCS OT KOHCTAaTHPYIOIIEH CIOBOM «IIpHuKasbiBatoy». [locie cioa
«ITPUKA3BIBAKO» cTraBuTCS 1BOETOUHE.

TekcT pacnopsIUTEeNbHON YacTH MOXET JAETUTHCS Ha IMYHKTBHI, B KOTOPBIX YKa3bIBAIOTCS
WCIIOJIHUTENINU, KOHKPETHbIE JIEHCTBUS M CPOKM MCIIOJHEHHUS MpeANHuCchiBaeMbIX neicTBuil. Eciu
MIPHUKa3 JOIMOJIHAET, OTMEHSET UM U3MEHSET paHee U3/IaHHbIe TPUKA3bl TN UX OTACNIbHbIC MYHKTHI,
3TO oroBapuBaeTcs B TekcTe. [lociaeHuM MyHKTOM pacnopsAUTEeNbHOM YacTy prKa3a yKa3blBaeTCs
JOJKHOCTHOE JIMIIO, Ha KOTOPOE BO3JIaraeTcs KOHTPOJIb 32 UCIIOJIHEHWEM IIPHUKa3a B IEJIOM.

Hanpumep: «KoHTpoib 32 UCIIOJTHEHUEM ITPUKA3a OCTABIISAIO 3a COO0M».

[Toanuck oTnensieTcst OT TEKCTa ABYMsI UHTEpPBAJIaMHU, II€4aTaeTCsl OT T'PAHULIbI JIEBOTO I10JIA.

PacmmdpoBka moanucu mneyaTaercs Ha YpOBHE MOCTEIHEW CTPOKHU JIOJDKHOCTU y MpaBoit
rpaHHIBI TEKCTOBOTO Mot [Ipoben Mex 1y nHUIMaIaMu U paMUIHel He eNaeTCs.

[Tocneansis OykBa B pacmin@poBKe MOAMUCH OrpaHUYUBAETCs MpaBbiM mosieM (10 mm).

[Ipy moanucanuu npukaza (PacHopsHKEHHS) JTUIOM, 3aMELIAIOUIUM JUPEKTOpa IIKOJbI,
JIOJDKHA OBITH yKa3aHa ero pakTudecKas JTOJDKHOCTD U (haMUIIHSL.

[Ipy HaNMMUYUM MPUIOKEHUHN K MpHKa3y (pacrnopsHKEeHUI0) 00s3aTeNIbHO AeNaeTcsl CChLTKA Ha
HUX B TEKCTE.

[Ipukaspl  (pacmopspKeHHs]) HYMEPYIOTCSl TMOPSAKOBOWM — Hymepanuedl B Ipeaenax
KaneHaapHoro roga. OTneabHO HYMEpYIOTCS MPUKAa3bl IO OCHOBHOW JIEATENBHOCTH, MO JINYHOMY
COCTaBYy pabOTHHUKOB, MO JIMYHOMY COCTaBY OOYUaIOIIMXCs, IO OTITyCKaM, O KOMaHIMPOBaHHH.

Ecnm mpuka3 (pacnopsbkeHne) BBOAUT B JACHCTBUE KaKUe-THOO TOKYMEHTHI (MHCTPYKIIUH,
rpaduKy, NpaBUiIa, MOJOXKEHHs), TO OHM O(GOPMISIOTCS B BHUJAE MPUIOKEHHS K MpPUKA3y
(pacnopsixeHuo). B mpaBoM BepxHEM yrily TaKMX AOKYMEHTOB OT ISITOrO MOJIOKEHUs TabynaTopa
HeoO0XxoauMo mHcath cioBo «lIpunokenue» ¢ ykazaHHMEM HAMMEHOBAHUS PacCIOpPSIUTEIBHOTO
JIOKYMEHTA, €T0 1aThl, HoMepa (TpuiiokeHue Ne 9).

Hanpuwmep:

[Ipunoxenue

k npukazy MBOY COII Ne 54 ropona Kuposa
ot 11.07.2023 Ne 34y

[IpunoxkeHns K MpoeKTaM IMpHKa30oB O(OpMIISIOTCS Ha OTHAEIbHBIX JHCTax OyMmaru
(mpunoxenue Ne 9).

Pasmepsl moneil M MEXKCTPOUHBIE HWHTEPBAIbl IIPU MEYATAHWM TEKCTOB MPHUIIOKECHHUMN
UJEHTUYHBI pa3MepaM, IPUMEHSIEMbIM IIpU NI€YaTaHUU TEKCTOB ITPUKA30B (PaCIOPSKEHUM).

B npunoxeHusIx moMemaroTcs oJ0KeHUs, IepPeYHH, CIIUCKU, TpaduKH, TaOIUIbI, 00pa3Lbl
JOKYMEHTOB U JIp.

Ecnu B TekcTe MaeTcsl CChUIKA «COIVIACHO NMPHIIOKEHUIO» WM (Ipuioxkenue Ne...), To Ha
IIEPBOM CTPAHMUIIEC NPUIIOKEHUs B IPAaBOM BEPXHEM YIIy nuuiercs cioBo «lIpuioxkenue» u ero
HOMEp, HUXKE uYepe3 OJIMH MEXCTPOUHBII MHTEpBajl JAaeTcs CChUIKA HA INpHUKa3 (pacropsiKeHHe)
JUPEKTOPA LIKOJIBL, €ro JaTy U HOMED.

Bce cocTaBHBIE YaCTH pEKBU3HUTA BEIPABHUBAKOTCS I10 JIEBOMY KpAro, I€YATAIOTCS Yepe3 OANH
MEXCTPOUHBIM MHTEpBaj. J[JIMHA CTPOKM HE IOJKHA MPEBBILIATh 8 CM, OTPAHUYMBAETCS IPABBIM
mosieM AoKyMeHTa. [Ipy Hamm4ny HECKONBbKUX NPUIIOKEHUH OHU HYMEPYIOTCSI.

Hanpuwmep:



[Tpunoxxenue 1
k npukazy MBOY COI Ne 54 ropona Kuposa
or 11.07.2018 Ne 34nc

[Tpu nammuuu B Tekcre hopmynupoBku «Y TBEPJIUThy npunaraemoe moiokeHue, CoCTaB
KOMHCCHH, TEepEeYeHb MEPONPUSITHI M T. J. Ha CaMOM IMPHUJIOKEHUM B IPABOM BEPXHEM YIIIY
pacnonaratorcs ciioBa «Y TBEPXKJIEHO» unu «YTBEPX/IEH» co ccbuikoii Ha npukas, €ro aarty,
HOMEp.

Hanpumep:

YTBEPXIEHO
npukazom MBOY COII Ne 54 ropona Kuposa
ot 11.07.2023 Ne 3401

3aroJ0BOK K TEKCTY MPHJIOKEHHS IeYaTaeTcsl IEHTPUPOBaHHBIM criocoboM. HanmeHnoBanue
BUJA JIOKYMEHTA MPUIOKEHUsS (IIEpBOE CIOBO 3arojioBKa MPHIIOKEHHs Ie€4aTaeTcs NPONMCHBIMU
oykBamu xupHbiM mpudTom: ITIOJIOXXEHUE, TIEPEUEHD, CITUCOK u T. 1.).

3aroj0BOK MPUIIOKEHUS OTAESEeTCs OT AAaThl U HOMEpa IpHKa3a JBYMs MEXCTPOUYHBIMU
MHTEpBaJIaMHU.

IIpy Hamuuuu B TEKCTE MPUIIOKEHHUS HECKOJBbKHX pa3[esOB HMX 3arojOBKHM IEYaTaroTCs
LIEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHUTEJIBHO TpaHUI] TeKcTa). Touka B KOHIIE 3arojOBKOB HeE
craButcs. Jlomyckaercss BBIJENATh 3aroJIOBKM pa3fesioB WWIPU(TOM Apyrod HAaCHILEHHOCTH
(’KMPHBIM, TIOJTYKUPHBIM).

TekeT mpuiIoKEHUST MOXET ObITh 0OpMIICH B BHjae TaOmuibl. ['padpl ¥ CTPOKU TaOIUIIBI
JOJKHBI UMETh 3aroJIOBKH, BBIPAKCHHbIE UMEHEM CYILECTBUTEIbHBIM B MMEHHUTEIBHOM IaJIEXKeE.
ITonzaronoBku rpag ¥ CTpOK rpaMMaTUYeCKH JOJDKHBI OBITh COIJIACOBAHBI C 3arojoBKaMu. Tekct
TaOJUIIBI TIEYATACTCS Yepe3 OJIMH MEKCTPOUHBIN HHTEPBa.

IIpy HaymyuM B TEKCTE NPUIOKEHUH CCBUIKM Ha CHOCKY OHa O(OopMIIsieTcs 3BE3I0UKOIl.
TexkcT cHOCKM Iedaraercss 4yepe3 OJIMH MEKCTPOYHBIA MHTEpBaJ B KOHLUE KaXKIOW CTPaHUIIbI WU
rocje NpuiIoKeHus B 1esioM o yepToi. [Tocie cuMBoIa CHOCKH €€ TEKCT Ie4aTaeTcs ¢ IPOIUCHON
OykBbl. B KOHIIE TeKkcTa CHOCKM CTaBUTCA Touka. Ha omHOW cTpaHuIle HE JOKHO OPOPMIISATHCA
0oJjee Tpex CHOCOK.

B mnonoxenusix, mporpammax, ycTaBax M JpyTrUX I[OJOOHBIX JOKYMEHTaX pasJienbl,
M0JIpa3/ieNbl, MyHKTHI M MOAIMYHKTHI HyMepytoTcs apabckumu nudppamu. Homep noapasaena 1omkeH
COCTOSITh U3 HOMEpA pa3jiesia U HoMepa Noapasena, pa3aeleHHbIX Toukol (Hanpumep: 1.2.). Homep
IIyHKTAa MOXXET COCTOSITh W3 HOMEpa paslena, MoApas3jiena MU IYHKTa, pa3JeleHHbIX TOYKaMU
(manpumep: 2.3.1.). [IyHKTBI TP HEOOXOAUMOCTH MOTYT TIOJIPA3ICTATHCA HA TMOAIMYHKTHI, KOTOPHIE
JIOJKHBI UMETh TIOPSIIKOBYIO HyMEpaLMIo B Mpeienax Kaxkaoro myHkra (Hanpumep: 1.1.1.1., 1.1.1.2.
U T. 1.).

Busbl mpocraBisiiorcs Ha OOOPOTHOM CTOpPOHE IIOCIEIHEro JIMCTa MPOEKTa IpuKasa
(pacniopsiKeHwUsI).

Ha npuioxeHusx K mpoeKTaM NpUKa3oB (pacriops>KeHH) BU3bI IPOCTABIISIOTCA 10 TEKCTOM
MIPUIIOKEHUS.

IIporoxou

B mporokonax (mokymeHTaX, (UKCHUPYIOLUIMX XOJ OOCYXJEHUS BOMPOCOB M TMPUHATHS
pelIeHnii) MOCTOSHHO  JEHCTBYIOIIMX  KOJUIETMAJIBHBIX W COBEIIATEIbHBIX  OpPraHOB
(menaroruyeckoro, METOAMYECKOr0 COBETOB , KOMHUCCHM), a Takke KOH(pepeHLMH, coOpaHuH,
COBEIIIaHUH, 3acelaHuil, IEPeroBOPOB, BCTPEY) UCHOIB3YeTCs (hopMa U3T0KEHHUS TEKCTA OT TPETHEro
nunia  MHOkectBeHHoro uyumcna (CJIVIIAJIM, BBICTYIIWJIM, PEHIINJIN). Conepxanue
BBICTYIUIEHUH U3JIaraeTcs OT TPETHETO JIUIAa €AUHCTBEHHOIO YHCIIA.

[TpoTOKOI UMEET CIEAYIONINE PEKBU3UTHIL:
e HamMeHOBaHHe Buaa JokymeHTa — cioBo «[IPOTOKOJI» mewataercs Ha 2 ¢cM HUXKE OT

I'PaHUIIBI BEPXHETO MOJISt IPONUCHBIMU OYKBaMH, TIOTY>KUPHBIM HIPU(PTOM U BHIPABHUBACTCSI
10 LICHTPY;



e BHJ 3acelaHMs, COBEUIAHHUS — OTHENAETCS OT TMPEAbIIAYLUIET0 PEKBU3UTA JIBYMS
MEKCTPOUYHBIMU MHTEPBAJIAMH, I1€YaTACTCs MOTYKUPHBIM IIPU(PTOM Yepe3 OAUH MHTEPBaI
U BBIPABHUBAETCSI 110 LIEHTPY;

e JlaTa M HOMEP MPOTOKOJIA — 1aTa opopmIsieTcs: HU(POBBIM CIIOCOOOM U IeYaTaeTcs uepes JIBa
MEXCTPOUYHBIX MHTEpBaJla HUXKE MPEAbIAYLIEr0 PEKBU3HUTA OT JIEBOM I'PAHUIBI TEKCTOBOTO
110JIs, @ HOMEP — IOCJIE CJI0BA «IIPOTOKOI;

e MECTO IIPOBE/ICHUS 3ace/laHusl YKa3bIBaeTCs IPU 0(POPMIICHHH ITPOTOKOJIA COBELAHUS B TOM
cllydae, ecJIi OHO ITPOUCXO0MIIO He B 34aHuM [1Ikoiibl, BeIpaBHUBAETCA 110 LIEHTPY HA OJIHOM
JIMHHUH C TaTOM;

e TEKCT IIPOTOKOJIA, KaK IPAaBUJIO, COCTOUT U3 JBYX YaCTEH: BBOJHON U OCHOBHOM.

BBoaHast 4acTh COCTABIIACTCS O CXCME:
[Ipencenarens — @amunus N.O. pykoBoaUTEA.
Cekperapp — @amunus 1.0.

[IpucyrcrBoBanu:

CnoBa «llIpencenarens» u «Cekperapb» I€4aTalOT ClIeBa OT HYJIEBOTO IIOJIOXKCHHUs
TadynATopa, OTAEIASA JBYMS HHTEpBalaMu OT 3aroJioBKa U JIpyr oT Apyra. C HOBOM CTPOKH IHILIYT
cnoBo «lIpucyrcrsoBanmy,

1 BapuaHT: (aMWIMM W WHHIHAAIBl TTOCTOSHHBIX WICHOB KOJUICTHAIBLHOTO OpraHa,
Y4aCTHUKOB 3aceaHusi, paOOTHHUKOB OPTaHU3AlIUY U TPUTJIALICHHBIX Ha 3aceaHue MePeUnCsoTCs
B aii(haBUTHOM TIOpsIKE Oe3 ykazaHwusl JobKHOCTeH. [lepedncienne mprucyTeTBYIONMX 0(hopMIISIOT
BO BCIO IIIMPUHY CTPOKH Yepe3 OJMH MEXKCTPOUHBIN uHTepBal (mpuioxxenue Ne 10).

[Tpu odopMieHHH TPOTOKOJIA C YUCIOM YYaCTHUKOB Oosee 15 dhamunnu He nepedncisiorcs,
a yKka3bIBaeTcs Upoii ux o01ee KOJIMIECTBO, CITUCOK YIACTHUKOB B TAKHUX CITydasX MPUIaracTcs.

Hampuwmep:

[IpucyrcTBoBasin 47 yenoBeK (CIUCOK MPUIIAraeTcs).

[Toncuer y4acTHUKOB NMPOBOAUTCS 110 CIIMCKAM PErUCTPALlUi, KOTOPbIE MPUIIATaloTCs K
MIPOTOKOJTY.

Ilocne mnepedncieHuss y4acTHHKOB B IPOTOKOJNE O(OPMIIAETCS IEpEeYeHb BOIPOCOB,
noJyIeXkamux 0OCYX/IEHUI0, KOTOpbli HaunHaeTcs: cioBamu «lloBecTka NHS» M pacronaraercs
LIEHTPOBAHHO Yepe3 JIBa-TPU MHTEpBaJia OT CIIUCKA YYACTHUKOB.

2 BapHaHT: yKa3blBalOT OOIIee KOJIMYECTBO YJIEHOB KOJUIETMAJIBHBIX OPraHOB M YHCIIO
MPUCYTCTBYIOIMX, a paciin(poBKa MpPEICTaBIAETCS B SIBOYHOM JIUCTE, KOTOPBIA SIBISAETCS
MIPUJIOKEHNEM K ITPOTOKONy (mpuioskeHue Ne 11).

IToBecTka HS COAECPIKUT MEPEUUCIIEHUE TYHKTOB (BOMPOCOB) MOBECTKU JHS, PUKCUPYIOLIIX
MOCJIEZI0BATENBHOCTh O0CYXKJEeHUsA, ¢ (GaMWIMIMHU JOKIaauuKkoB. Kaxaplii Bompoc HyMmepyercs
apabckoit dpoii, pacronaraeTcs B MOPsIKe 3HAUUMOCTH M OTBevyaeT Ha Borpoc «O uem?».

Hanpumep:

1. AHanu3 BBIOJHEHUS TOA0BOro miaHa padots! kossr 3a 2017-2018 yueOHsIif rog.
HNoxnamuuk — [Terposa A.M.

OcHoBHasi 4acThb IPOTOKOJIA COCTOUT U3 PA3/ELIIOB, COOTBETCTBYIONIUX MyHKTaM TTOBECTKH
THSL.
TekcT Kaxk10ro paszzaena COCTOUT U3 TPEX YaCTEu:

— CJIVHIAJIA: kpatkoe coaepkaHue JOKIaAa WU CChUIKA HA MPUJIAraeMbIil K IPOTOKOIY
tekcT. [lepen cnoBom «CJIIYIIIAJIN npocTaBiseTcss HOMEP B COOTBETCTBUM C ITOBECTKOM
THS;



— BBICTVYIINJIN: kpaTKoe coepxKaHue KaKI0r0 BBICTYIICHHS, 3aIaHHBIE BOIIPOCHI U
OTBETHI;

— PEIINJIN (ITOCTAHOBWJIN): pemienue GopMyIupyeTcs ¢ UCIOJIb30BaHHEM MOJIEIH,
IPUHATON AJIS paCHOPSIIUTENbHBIX JOKYMEHTOB: UTO C/A€IaTh, UCIIOJIHUTEIb, CPOK
HCIIOJIHEHUS.

Pemrenusi, BbpaboTaHHBIE HAa COBEIIAHWHU, BHOCAT B MpPOTOKOJ mocie cioBa «PEIIJIN»
(«(IIOCTAHOBWJIN»). Pemenne MOXeT cojaepXaTh OJWH WM HECKOJbKO ITYHKTOB, OHH
pacnosararTcs 10 3HaYUMOCTH, KKl U3 HUX HYMEPYETCSL.

B cnyuae korzia npotokos pUKCUpPYET perieHne 00 yTBEPKIEHUU KaKoro-Inbo TOKyMEHTa,
B TEKCTE IIPOTOKOJIA JOJKHA COJAEPKATHCS CChUIKA HA 3TOT JOKYMEHT, a CaM JIOKYMEHT IIPUJIaraercs
K IPOTOKOILY.

[Tpu Hammuum 0coOOr0 MHEHUS IO MPUHATOMY PEIICHHIO OHO 3alUCBHIBACTCS B MPOTOKOJI
(mocie cOOTBETCTBYIOMIETO MPOTOKOIBHOTO PEIICHUS).

B kauecTBe HCIONHUTENS MOXKET OBITh YKAa3aHO OJHO HJIM HECKOJBKO JIOJMKHOCTHBIX JIHII
mub0 CTpYyKTypHOe mojpasaeneHue. Cpok MOXKeT ObITh yKa3aH Kak KaJeHJapHas jJara WM Kak
MIEPHUO/] BHIIIOJIHEHUS PaOOTHI.

Crnosa «CJIYIIAJIN», «BBICTYIIUJINY, «PELLININ» («(IIOCTAHOBWJIN») neyaraioT
OT JIEBOTO I10JIs IPONUCHBIMUA OYKBaMH U 3aKaHYMBAIOT IBOETOYUEM.

Kaxxnpiii pa3gen neyaraercs ¢ KpacCHOM CTPOKH, UTOOBI BBIIEIUTH B TEKCTE MPOTOKOJIA pPedb
OCHOBHOT'O JIOKJIa4MKa, BBICTYIUICHHUSI YYAaCTHUKOB OOCYXJEHHS BOMNPOCA U IOCTaHOBJISAIOLIYIO
4acTh, (GOpMyNIUpyOIIyI0 pemeHue codopanus. C 3TON ke LeIbl0 B TEKCTE MPOTOKONA KaXAYIO
(haMHIITUIO ¥ HTHALIMAITBI BBICTYTIAIONINX 11€YaTal0T ¢ HOBOM CTPOKHM B IMEHUTEILHOM IaJIeKe, 3aIUCh
BBICTYIUICHHS OTAENAIOT OT damuinnu aeducom. Kaxnaplil Bompoc meyataeTrcst ¢ KpacCHON CTPOKH,
(baMIITUH TIPH 5TOM JOIYCKAETCS HE YKa3bIBaTh.

B oTnenpHBIX ciyyasx Ha OCHOBE PYKONMUCHBIX HIIM MarHUTO(OHHBIX 3aIllMCeld, KOTOpPbIE
BEJIMCh Ha 3aCEJaHHU, COCTABIISETCS CTEHOTPAUUYECKUN IPOTOKOJI, KOTOPBIA JOCIOBHO MEpeaaeT
nporecc 00CYKIEHUS KaKJ0T0 BOTIPOCA M BEIPAOOTKY PEIICHHS 110 HEMY.

ITpoTokon opopmiIsieT cekpeTapb 3ace/laHusl, IOPUANYECKYI0 CHITy MPOTOKOJ MpuodpeTaer
TOJIBKO NP HAIMYUH ABYX NOJNUCEHN — npescenarens u cekperaps. [loanucu pacronaratot, OTIeI1B
OT TEKCTa ABYMsI-TPEMSI MEXKCTPOUYHBIMH MHTEPBAJIaMU OT IPaHMIBI JeBoro nois. [loanuceiBaercs
MEPBBIA 3K3EMIUISIp MPOTOKOJIA, KOTOPHIM IOAIIMBAETCS CEKpeTapeM B JIeI0 U XpaHUTCS B
COOTBETCTBUH CO CPOKOM, OIIPEIEIIEHHBIM HOMEHKIIATYypOu eIl

B HekoTophIX citydasx opopmisieTcs BBIIMCKA U3 IPOTOKOJIA.

Beinucka W3 MpoTOKONIa — TOYHAs KONHUS YacTH TEKCTa IOJJIMHHOIO IPOTOKOJIA,
OTHOCSIIErocs K TOMY BONPOCY MOBECTKH JIHSA, MO KOTOPOMY TOTOBHUTCS BblnucKa. llpu sTom
HE00X0/AMMO BOCIIPOU3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJHYIO YacTh TEKCTA, BOIIPOC MOBECTKH JHS,
[0 KOTOPOMY TOTOBUTCSl BBIMKMCKA, U TEKCT, OTpakarolUi 0OCYXJEeHHUE BOMpoca U IMPHUHATOE
pemienue. B aTom ciydae HazBaHUE JOKyMeHTa oopmisieTcs: Kak «BbIucka U3 mpoToKoay.

Cay:ke0HOe NMCHMO

IIncbma coCTaBIAIOTCS IS OCYIIECTBIICHUS ONEPATUBHOMN CBA3HU C APYTMMU OpraHU3alUsIMHU
10 BOIIPOCAM JESATEIbHOCTH IIKOJIBI.

ITo conmepkaHMIO M HA3HAYEHHUIO NMHUChMa MOTYT ObITh MH(OPMAIMOHHBIC, FapaHTHIHBIE,
pEeKJIaMallMOHHBIE, KOMMEPYECKUE, TUChMa-3alpOChl, MUCbMa-IIPUTJIAIICHHS U T. 1.

WudopmanroHHbIe MUChbMa COAepkKaT COOOLIEeHN, TPOChObI, HATTOMUHAHUS, TPEI0KEHUS.

l"apanTHiiable TpeaHA3HAYEHBI UT U3BEILEHUS O TapAHTHX OIJIAThI, CPOKOB ITOCTABKU WM
KadecTBa MPOAYKIUU U YCIIYT.

B pexnamanuoHHBIX (NMPETEH3MOHHBIX) MUChbMAaxX M3JaraloT TPeOOBaHUS BO3MELICHUS
yOBITKOB, HAHECEHHBIX M3-3a HApYLICHHs YCIOBHM KOHTPAaKTa WM JIOTOBOPA IPYroil CTOPOHOM
(xoHTpareHToMm). Pexiamanius 1oykHa TOATBEPKAATHCS MPUIaraéMbIMU K TUCbMY IOKYMEHTaMU B
BHJIE€ AKTOB, CIIPABOK U T. .

KoMMmepueckne nucbMa cOCTaBIISIFOT IPU 3aKJIIOYEHUH U BBIIIOJIHEHUH KOHTPAKTOB, YacTO B
HUX M3JIaraloT MpockObl 0 MPEJOCTaBICHUH HHPOPMALIMU O TOBAPAX U YCIyrax y UX MPOJaBLIOB WIIH,
HaAIIPOTUB, MPEUIaratoT MOCTaBUTh TOBAPBI NN YCIIYTH.



B nucemax-3anpocax npocsiT y KOHTpareHTa pa3bsCHUTh KaKOH-TNO0 (GaKT UK JeicTBHE.
CayxeOHble HChbMa TevaratoTcst Ha Onankax nuceM Llkonbl. Ciy:keOHOE MHCBMO HMMEET
CIIEAYIOIINE PEKBU3UTHI:

e rpu( U OTMETKA OTPAHUYEHUS JOCTYINA K JOKYMEHTY (€CIIU 3TO HE0OXOAUMO);
e ajpecar;

e 3aroJOBOK K TEKCTY;

e TEKCT;

e OTMETKAa O HAJIMYUHU MPUWIOKEHUH (€CIIM OHU UMEIOTCS);

e TIOJIINCH;

e OTMETKa 00 UCIIOJHUTEIIE.

Tekct ciyxeOHOrO NHCbMa, Kak IPaBHIO, JOJDKEH KacaThCs OJHOTO BOMpOCa WU
HECKOJIBKHUX BOIIPOCOB, €CJIM OHM B3aWMOCBSI3aHbI U OyIyT pacCMaTpUBATHCS B OJTHOM CTPYKTYPHOM
MOJIpa3/IeIeHu OpraHu3aluu-aIpecaTa.

TekcT n3naraercst OT NEPBOTO JIMIA €JMHCTBEHHOTO YHCIIa (IPOCUM, HAIIPABIISIEM U T. 11.) WIN
OoT Tperbero muma eauHcTBeHHoro uucna (OO cuwmtaer..., mnpodcoro3ubii komurer OO
paccMoTper...).

Tekcr nucpMa, Kak IpaBuiio, COCTOUT U3 IBYX 4acTel. B repBoy yactu usnaraercs Npu4rHa,
OCHOBaHHE WM OOOCHOBAaHME COCTABJICHMS IHMCbMa, IPHUBOJATCS CCHUIKM Ha JOKYMEHT,
SIBJISIIOLIMACA OCHOBAaHHWEM IIOJTOTOBKM TNHcbMa. Bo BTOpo#l yacTu, HauMHarouieics ¢ adzaria,
IIOMENIAIOTCS BBIBO/IBL, IPEIOKEHUS, IPOCHObI, PEIICHUS U T. 1.

Teserpammel, Tes1e(pOHOTrPAMMBI M (PAKCUMIIBHAS CBSI3b

[lepemaya KoppecnoHIEHIMU 10 (HAKCHUMIIIBHOM CBS3M B JIpyrHe OpraHU3aluu
OCYILIECTBIISIETCS TOJIBKO M0 YKa3aHUIO WK C pa3perieHus agMuHucTpanuu [komnsr.

[ToaTMHHNKN TOKYMEHTOB, TIEPEAAHHBIX 1O (DAKCHMHIILHOW CBSI3U, MOMNIMBAIOTCS B JIETIO,
XpaHsieecs: y paboTHUKa, OTBETCTBEHHOTO 32 ()aKCUMUIIBHYIO CBSI3b, C YKa3aHUEM BPEMEHHU U JaThl
nepeaaydn, a KoM BO3BPAIIAIOTCS B COOTBETCTBYIOIIUE CTPYKTYPHBIE TIOIPA3ICTICHUs C TTOMETKOM
«FAX (nmata u Bpems)».

3agBjenue

3asBieHHE — 3TO OQUIHUAIbHOE COOOIIEHHE B NMUCbMEHHOM (opme. OHO COAEPKUT yalle
BCEro IMpeJUIoKeHue, Kanoly WIM TNpock0y Kakoro-mmbo 4YenoBeKa, aJpecOBaHHbIE WIN
OpraHM3aliy, WIK JOHKHOCTHOMY JIHIY. 3asiBIeHHE 0pOpMIISIETCSl HA CTaHJAPTHBIX JIMCTaX OyMaru
¢dopmara A4.

3asdBieHME BKJIIOYACT: ajJpecara, KOTOPOMY HAaNpaBiIAeTCs 3asBlCHHE, (aMUIMIO, MM,
OTYECTBO, JJOJDKHOCTh aBTOPA 3asBJICHHSI, HAMMEHOBAHUE JTOKYMEHTA, TOYHOE U3JI0KEHUE MPOCHOBI,
MIPEJIOKEHUS, ONUCH TPUJIaraéMbIX K 3asiBICHUIO JOKYMEHTOB, J1aTa, MOAMMKCH.

B 3asBneHMH ucnonb3yeTcs, Kak MpaBHIo, O(pUIMANBbHO-/EI0Bas JIEKCUKA, B HEKOTOPHIX
3asBJICHUSX JIOIYCKaeTcs yrnoTpedaeHne myoauucTuIeCKO JIEKCUKH.

3anucka

3anucka (aHamuUTUYecKas, JAOKJIaAHas, CclyKkeOHasi, OOBSCHUTENIbHAsA) — JIOKYMEHT,
a/IpeCOBaHHBIN JUPEKTOPY LIKOJIBI MIIM BBIIECTOAIIECH OpraHU3alMy U COEepIKaIMi 00CTOSTETbHO
U3JI0KEHHE KaKOro-1100 BOIpoca ¢ BBIBOJAMH U IIPEIOKEHUSIMH COCTaBUTEIIS.

JlokaiHas 3amucKa COCTaBIsIeTCs Kak 10 JMYHOW MHUIIMATHBE aBTopa (pabOTHHUKA), TaK U
0 YKa3aHMIO (MMCbMEHHOMY WJIM YCTHOMY) AUPEKTOPA.

3ammcka COCTaBIsIeTCS Ha OyMa)KHOM HOCHTENE WIU B AJEKTpoHHOM Buae. OdopmieHue
3allMCKU 3aBUCHUT OT ajapecara. [Ipu cocTaBiieHMU JOKIAIHON 3alMCKH, aJpECOBAaHHOU ITUPEKTOPY
mKoJbl B pamkax IIIkosnbl, oHa cuuTaeTcss BHyTpeHHEH U opopMIIIeTCsl Ha CTaHAAPTHBIX JIUCTAX



Oymaru ¢opmara A4. BHyTpeHHss 3alucKa JOJDKHA COJEpXKaTh CJEIYIOLIHNEe PEKBU3HUTBHI: BH[
JOKYMEHTa, JaTy JOKYMEHTa, Ha3BaHHE IOKYMEHTa (3aroJioBOK K TEKCTY), €CIH TEKCT Ooiee
YeThIpeX-ISATH CTPOK; aJpecara, TeKCT, OANUCH (C YKa3aHUEM JO0JKHOCTH, (PaMWINU, MHUILIUAJIOB).
[ToanuceIBaeT BHYTPEHHIOK JOKIAAHYIO 3alIUCKY COCTABUTENb.

Ecnu 3anmcka agpecyercs 3a npenensl Llkonsl, To ee opopmisitoT Ha OlaHKe W OHa
Ha3blBAETCSl BHEIIHEW. BHeImHsAA 3amucka JOJDKHA COJEpXKATh  CIEAYIOIIME PEKBU3UTHI:
HAaUMEHOBAHME YUPEXKJEHUS, BUJ JOKYMEHTA, ATy JOKYMEHTAa, PETUCTPALlMOHHBIN HOMED, MECTO
COCTaBJICHUS, HA3BaHHE TOKYMEHTa (3ar0JOBOK K TEKCTY), €CJIM TEKCT 00Jiee YeThIPEX-TISITH CTPOK,
azpecara, TEKCT, IOJIUCh TUPEKTOPA ILIKOJIBI.

Pa3HOBUIHOCTHIO TOKJIAHOM 3alUCKU SABIISAIOTCA IpejcTaBieHus. OHU MCIIONb3YIOTCS MIPU
JOKYMEHTUPOBAaHUM KaJpOBON JEATEIILHOCTH U COCTABIAIOTCS TUPEKTOPOM WM 3aMECTUTENIEM
nupektopa. [IpencTaBieHHst COCTaBISIOT B CHy4asX MOOIIPEHHUS pPAOOTHUKOB, HAIOXKEHUS
B3bICKaHWMH, IPOBEICHHSI aTTECTALUH.

ABTOMaTH3alus JOKYMEHTHPOBAHUS

JI71st TOATOTOBKYM IOKYMEHTOB MOTYT NIPHMEHSTHCS aBTOMAaTH3UPOBaHHbIE TexHOoNIorHuu. [Ipn
3TOM cO37ar0Tcs 0a3pl JaHHBIX (KOPPECHOHAECHTOB, (OPM JOKYMEHTOB, TpaapeTHBIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), PEIAKTOPCKUE ITPOTPaMMBI H JIp.

[Topsimox pa3pa®OTKH, SKCILTyaTallud W TOJH30BAHUS TAaKUMH CHUCTEMaMH ONpEAEIseTCs
CTaHJapTaMH B 00JIaCTH aBTOMATU3UPOBAHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTHH.

3HeKTp0HHLIe JOKYMEHTbBI

ITopsimok cocraBieHus, 0pOPMIICHUS U COTIACOBAHMSI IPOEKTOB AIIEKTPOHHBIX TOKYMEHTOB
OCYILECTBISETCS 10 OOIMM NpaBHJIaM JI€JIONPOU3BOJCTBA, YCTAaHOBJIEHHBIM B OTHOIIEHUU
AQHAJIOTMYHBIX JOKYMEHTOB Ha OyMaXHOM HOCHUTEJE. DJIEKTPOHHBINH JOKYMEHT JOJDKEH HMETh
PEKBU3UTHI, YCTAHOBJICHHBIC JJIsI AHAJOTHYHOTO JIOKyMEHTa Ha OyMa)XKHOM HOCHTENe, 32
UCKJIFOYEHUEM OTTUCKA MeYaTH.

B nepeuennb 00s13aTeIbHBIX CBEJEHHUH O TOKYMEHTAX, UCIIOJIB3YEMBIX B LIEJISAX yUeTa U TOUCKa
JOKYMEHTOB B CUCTEMax 3JIEKTPOHHOTO JOKyMeHT00OopoTa I1Ikosbl B COOTBETCTBUM C MpaBUIIaMU
nenonpoussocTsa B [lIkoine, BXOAAT:

e AJPECaHT;

e ajpecar;

e JIOJKHOCTb, (DaMUJIUSI U MHULIUAJBI JIUIA, TTOIHCABILIEr0 JOKYMEHT;
e BH/JI IOKyMEHTA,

e JlaTa JIOKYMEHTa;

e HOMEp JOKYMEHTA;

e JlaTa MOCTYIUIEHUS JOKYMEHTAa;

e BXOJSLIMNA HOMEpP JJOKYMEHTA;

e CCbUIKA HAa UCXOJAIIMI HOMEp U J1aTy JOKYMEHTa;
e HaMMEHOBaHHUE JOKYMEHTA;

e MHJEKC JIeNa;

e CBEJEHUS O Mepeaapecaly J0KyMEHTa;

e KOJIMYECTBO JIMCTOB OCHOBHOT'O IOKYMEHTA;

e KOJHMYECTBO NMPUIIOKEHUI;

e 0011€€e KOTMYECTBO JUCTOB MPHIIOKEHHIA;

e yKa3aHU 110 MCIIOJHEHUIO JJOKYMEHTA,;

e noipkHOCTH, @. W. O. ncnonuurtens;

e OTMETKa O KOH(HUIECHIINATHLHOCTH.

B coctaB 10MOTHUTENBHBIX CBEIEHUN 00 3JIEKTPOHHOM JOKYMEHTE MOTYT OBITh BKJIFOUEHBI
CBEJICHUS: HAMMEHOBAHUE aBTOpa JOKYMEHTa (€clii aBTOp HE COBHAJaeT C aapecaHTOM
(oTmpaBuTENEM) 3JIEKTPOHHOTO JIOKYMEHTa), OTMETKa O MEPEHOCe CPOKa MCIIOIHEHUS JOKYMEHTa,
CPOK XpaHEHHsI JOKYMEHTa, HAaMEHOBAHHUS MPHIIOKEHUH K 3JIEKTPOHHOMY JOKYMEHTY, KIIFOUEBbIE
CIIOBa, CTaTyc JOKyMeHTa (IPOEKT, BepcHsi), BUJ IMEpeAayd JOKYMEHTa (SJIEKTPOHHOM IMOYTOM,
noyTOH, (pakcoM H T. 11.) ¥ JIp.

Cpoku XxpaHeHMsI 2JIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XPaHEHMsI IOKyMEHTOB,
YCTAQHOBJICHHBIX 3aKOHOAATEIbHBIMA M WHBIMH HOPMAaTHBHBIMH IPAaBOBBIMH akTaMu Poccuiickoit



CDeI[epam/m, TUITIOBBIMU MCPCUHAMU U1 AHAJIOTUYHBIX JTOKYMCHTOB Ha 6yMa)KHOM HOCHUTCIIC.
4. Opranuszaunusi J0KYyMEeHTO000pPOTAa U MCIIOJTHEHNSI JOKYMEHTOB
4.1. IIpuem u 00pad0OTKa MOCTYNAKIINX JOKYMEHTOB

4.1.1. IBukeHHE NOKYMEHTOB C MOMEHTA MX CO3JAaHUS WU IOJY4YEHHUS A0 3aBEPLICHUS
UCIIOJIHEHUS WU OTIPaBKU 00pa3yeT JOKYMEHTOOOO0POT.

4.1.2. B noxymentoo6opore I1Ikobl BBIIEISAIOTCS CEAYIOMNE TOKYMEHTOIIOTOKH:
a) MoCTynaromas JOKyMEHTaIus (BXO/IsI111as );

0) ormpasisiemMas TOKyMeHTAUs (MCXOSIIas);

B) BHYTPEHHSIS TOKYMEHTAIIHSL.

4.1.3. JlocraBka u ortmpaBka 10oKymMeHTOB B lllkomy ocymiecTBisieTcs, Kak NpaBUIIO,
CpeACTBaMU IIOYTOBON U 3JIEKTPUUECKOM CBA3H.

4.1.4. [Hokymentsl, mnoctynatomue B Ilkomay, mnOpoxomsar mnepBUYHYIO 00paboTKy,
perucTpanuio, NpeaBapUTebHOE PpPAacCMOTpEHHe, Ieperady pYyKOBOACTBY HA pacCMOTpPEHHE,
[epeIat0TCs UCIIOIHUTEISM U TI0CTIE UCTIONHEHUS TOMEILAIOTCS B €A,

4.1.5. Ilpuem u nepBuyHasg 06paboTKa JOKYMEHTOB OCYILIECTBISICTCA CEKpeTapeM M (MJIH)
JIMIIOM, OTBETCTBEHHBIM 3a BEJICHUE JIEJIONPOU3BOJICTBA.

4.1.6. Cexperapp yueOHON wyacTu U (WIM) JHUIO, OTBETCTBEHHOE 3a BEJCHUE
JIeJIONPOU3BOICTBA, IPOBOJUT: IPOBEPKY NMPABUIBHOCTHU aPECOBAHMSI MOCTYIAIOIIUX JTOKYMEHTOB,
IIPABUIBHOCTH JOCTABKU U KOMILJIEKTHOCTH JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha MOAJIEKaIIHe
U HE MOJUIeXkKAIINE PETUCTPALIUH.

4.1.7. Ilony4eHHbIEe KOHBEPTHI C KOPPECHIOHACHLIMEH BCKPBIBAIOTCS, IIPU 3TOM IPOBEPsIETCS
HaJMYue BJIOKEHUH, a TaKKEe YKa3aHHBIX B JOKYMEHTaxX NpuiIokeHHi. B ciiydae moBpexiaeHUs
YIaKOBKHU M BJIOXKEHUH JINO0 OTCYTCTBUS NPUIIOKEHUM COCTABIISETCA aKT B ABYX dK3eMIuapax. Oaux
9K3EMIUIAP aKTa HaINpaBisieTcs KOPPECHOHIEHTY, BTOPOH MpHOOIIAaeTcs K IMOCTYHUBLIEMY
JTOKYMEHTY.

4.1.8. Ommbo4HO npucIaHHasT KOPPECTIOHICHIINS MTEPEChUIAETCS 10 MPUHAJIC)KHOCTH, €CIIH
U3BECTEH a/IpeC Noslydarens. B MpoTUBHOM ciiydae KOPPECIIOHACHIINS BO3BPAILAETCs OTIIPABUTEIIIO.

4.1.9. KonBepThl OT MHOCTyNawlleld KOPPECHOHIECHIUU COXPAHSIOTCS U HPUJIAralTcs K
JOKYMEHTaM JIMIIb B TOM CJIy4ae, KOI/1a TOJIbKO 110 HUM MOYKHO YCTaHOBUTH aJpeC OTIIPaBUTEIS WM
KOI'/la IaTa IOYTOBOIO IITEMIIENS] UMEET 3HaYCHHE B KaUeCTBE J10Ka3aTeIbCTBA BPEMEHHU MOJy4EHUs
JOKYMEHTA.

4.1.10. CnenuanucToM HE BCKPBIBAIOTCS KOHBEPTHI MHCEM C HAAMUCHIO «IHMYHO». OHH
NIEPEAt0TCA M0 Ha3HAUYEHUIO

4.2. llpenBapure/ibHOE PACCMOTPEHUE TOKYMEHTOB

4.2.1. Cekperapp U (WIH) U0, OTBETCTBEHHOE 32 BEJICHHUE JIEJOMPOU3BOJICTBA, MPOBOJIUT
IIPEIBAPUTEIIBHOE PACCMOTPEHHUE TOKYMEHTOB B LIEJISX BBIIEICHUS U3 BCETO

MaccuBa IOCTYMUBIIEH KOPPECMOHAEHIUU JIOKYMEHTOB, TpeOyIomMX o00513aTelbHOro
paccMmoTpenust fupekTopoM LIKombl.

4.2.2. OcHOBaHMEM Ul NPHUHATHS PEUIEHUS B XOJI€ MPEABAPUTEIBHOTO PACCMOTPEHUS
ABIISIETCS COJICpKAHME TOKYMEHTA, a HE aJpECOBaHUE JOKYMEHTa COOTBETCTBYIOLIEMY PaOOTHHKY.

4.2.3. Pe3ynbTaToM MPEeABAPUTEILHOTO PACCMOTPEHUS SBJISIETCS HAIMpPABJICHUE JOKYMEHTA
aupektopy IIIkosnbl MM JOKHOCTHOMY JIMILy B COOTBETCTBMM C yCTaHOBJIEHHbIM B Illkxoie
pacnpezeneHneM o0sS3aHHOCTEH MEXIy AUPEKTOPOM U JOKHOCTHBIMHU JIMLAMHU JJIsSi BHIHECEHUS
yKa3aHHus 110 UCIIOJIHEHUIO JOKYMEHTA.

4.3. PerncTpanust 10KyMeHTOB

4.3.1. Ilepemaua [IOKYMEHTOB Ha PETUCTPALMIO TPOU3BOAUTCA TOJIBKO TIIOCIE HX
IIPEJBAPUTEIILHOTO PACCMOTPEHUS.
4.3.2. Peructpamuu moJyUIekaT BCE JOKYMEHTHI, TpeOyomue ydera, HCIIOIHEHUS,



HCIIOJIb30BAHUS B CIIPABOYHBIX LEJIAX, KaK MOCTYMAIOIINE U3 APYTUX OpraHU3alUil U OT YaCTHBIX
JIMIL, TaK U 00pasyromuecs B AesITeIbHOCTH LIIKOMIbI, M perucTpupyroTcs HE3aBUCHMO OT CII0co0a X
JOCTABKH.

4.3.3. K 1oKkyMeHTaM, He TOAJIeKAIINM PETUCTPAIMU, OTHOCATCS JOKYMEHTBI, HE TpeOyromue
UCTIIOJHEHUS M HE cojepkalmue HH(QOpPMaluy, UCHONb3YyeMOW B  CIPABOYHBIX  LIEJSX:
MPUTJIACUTETIBHBIC, MO3/APAaBUTEIbHBIC IHChbMa, TEJIErpaMMbl, OWJIETBI, IUIAHBI, MPOTPAMMBI
CEMHUHApOB, KOH(epeHLUH, CUMIIO3UYMOB M JPYTruUX MOAOOHBIX MEpPONPUSATHHA, AOKYMEHTHI IO
OyXrajaTepcKOMy YYeTy, MaTepHaIbHO-TEXHUYECKOMY OOECIIEYEeHUIO, IUIAaHOBBIC, (DMHAHCOBBIC
JOKYMEHTBI, IOCTyHaromue ©0e3 CONPOBOAUTENIBHONO IHCbMa, PEKJIaMHbIE JOKYMEHTHI,
KOMMEpYECKHE TMPEAJIOKECHUS, TIe4YaTHble U3AaHus, YyHU(UUUpOBaHHbIE (OpMBI U OJIaHKU
JOKYMEHTOB U Jp.

4.3.4. JIOKyMEeHTBI, MOAJICKAIUE PETUCTPALIUU, PETUCTPUPYIOTCS B JKypHaJe perucTpanun
BXOJAIIMX JTOKYMEHTOB (mpuiokeHue Ne 12) B 1eHb INOCTYIUIEHHS — B Cllydae IOCTYIUICHHUS
JOKyMeHTa B pabouee BpeMs; Ha CIeAyIOoImni pabounii 1eHb — B Cllydae MOCTYIUICHUS TOKyMEHTa B
Hepabouee BpeMsi; He3aMeUTHUTEIbHO — C OTMETKaMu «CpoyHO», «OnepaTuBHOY.

4.3.5. Ha nokymeHnrax, noctynatomux B aapec LlIkombl, B HH)KHEM MPABOM YTIy JULEBOM
CTOPOHBI IIEPBOTO JINCTA TOKYMEHTA IIPOCTABIISIETCS] PETUCTPALIMOHHBINA IITaMII C YKa3aHUEM JIaThl U
MOPSAIKOBOTO PETUCTPAIIMOHHOTO HOMEpa.

4.4. PacnipenejieHue NOCTYNAKIIUX JOKYMEHTOB

4.4.1. Ilocne peructpaiyu J10KyMEHTHI IEpEAAOTCs HA paccMOTpeHue aupekropy LIkonsr.

4.4.2. Tlocne paccMotpenus: nupekTopom IKombl JOKyMEHTHI BO3BPAIIAIOTCS CEKPETAPIO U
(wnu) nuIy, OTBETCTBEHHOMY 3a BEACHHE JCJIONPOM3BOJCTBA, JUIsl MEPEHECEHHUsS YKa3aHUW 110
WCIIOJIHEHUIO JIOKYMEHTa B KYpHaJl PErHCTpaly BXOJALIMX JOKYMEHTOB. B cooTBeTcTBUU C
YKa3aHUSAMH [0 MCIIOJHEHUIO TMOJIMHHUK JIOKYMEHTA HAmpaBiIIeTCs] PAOOTHHKY, SIBIISIOIIEMYCS
OTBETCTBEHHBIM HCIIOJIHUTEJIEM, a COMCIIOJHHUTENSIM HAIPaBISIFOTCS KOMHUU JOKYMEHTOB (eciu
HMMEIOTCS), O YeM JIETIAeTCsl OTMETKA B KypHAJIe PETUCTPAILIMU BXOISAIINX TOKYMEHTOB.

4.4.3. DNEKTPOHHBIC COOOIICHUS, IMOCBHIIAEMBIC IO DJCKTPOHHOW ITOYTE, HCIIOTHSIIOTCS
AQHAJIOTUYHO JIOKYMEHTaM Ha OYMa)KHBIX HOCHTENIAX C YYETOM OIpPEICICHHOW CHelupUuKa B
MPOIIECCE UCTIOTHEHHUS.

4.5. ITopsaaok 00padOTKH M NPOXOKICHUS UCXOAAIINUX H BHYTPEHHUX JOKYMEHTOB

4.5.1. Tlopsanok NOArOTOBKM HCXOJSAIIMX JIOKYMEHTOB BKJIIOYaeT B cebs pabory 1o
COCTaBJICHUIO MIPOEKTA JOKYMEHTA, COTJIaCOBAHUIO, MTOANNUCAHUIO (YTBEPXK/IEHUIO) U OTIPABKE.

4.5.2. Jlo mepemauu JNOKyMEHTa Ha IOANMCH HCIOJHUTENb JIOJDKEH IIPOBEPUTH €T0
coJiep’KaHue, MPaBWIbHOCTh 0QOPMIICHUSI, HAINYME HEOOXOIUMBIX BU3 U NPUIIOKEHUH. JIOKyMeHT
MIpe/ICTaBIIsIeTCs Ha MOIMCh BMECTE C MaTepHUajaMu, HA OCHOBAaHUU KOTOPBIX OH TOTOBHJICS.

4.5.3. BHyTpeHHHe TOKYMEHTbhI O(hOPMIISIIOTCS U UCTIONHAIOTCS (MCIIONB3YIOTCA) B Ipeeax
[IxobI.

4.5.4. BHyTpeHHHME JOKYMEHTHl (JOKJIQJHbIE 3allUCKH, CIpPaBKH, CBOJAKM U Jp.)
paccMaTpuBalOTCA TEMH JI0JKHOCTHBIMU JIMIIAMU, KOMY OHU HalpaBJIeHBI.

4.5.5. OTBeTCTBEHHBIE 3a JIEIONPONU3BOJCTBO MEPEA clauel KOPPECIIOHACHLIUN Ha OTIIPaBKY
JOJKHBI 0053aTE€IbHO MPOBEPUTH NMPABUIBHOCTh €€ opopMiIeHHs U afpecoBaHus. KonBeproBaHue
KOPPECHOHJIEHIIMM ¥  JAPYTUX TOYTOBBIX  OTHPABIEHUN  IPOU3BOAUTCS  CTPYKTYPHBIMU
noapasaeneHus My HIkomsI.

4.5.6. Perucrpauusi oTIpaBiIsieMbIX JOKYMEHTOB OCYLIECTBIISIETCA B JIEHb UX NMOJNUCAHUS
(YTBepKJeHHS) WM Ha CIeNyIoIui pabounii 1eHb. PerucrpannoHHblii HOMEp JAOKyMEHTa M JlaTa
perucTpanyy MpOCTABISAIOTCS HA IMOJUIMHHUKE JOKYMEHTa B PEKBHU3MTaX OJIaHKa M HAa KOIHH,
octaromieiicss B aene [llkonel. CpaBOYHBIM ammapaToM Ui UCXOISIIUMX JTOKYMEHTOB SIBIISETCS
KYpHaJI pETUCTPAIMU ATUX TOKYMEHTOB (TpuiioskeHue Ne 12).

4.5.7. OtnpaBKy HCXOASIIUX JOKYMEHTOB IPOU3BOAUT CEKpeTapb U (MJIM) JIHULO,
OTBETCTBEHHOE 3a BEJCHHE Jeronpou3BojcTBa. CpouHas KOppecHOHACHLUS odopMIsieTcs U
OTIIpaBIIsIETCS HE3aMEeJIMTENbHO CeKpeTapeM M (WIK) JUIOM, OTBETCTBEHHBIM 3a BeJIEHUE
JIEJIONPOU3BOCTBA.

4.5.8. Cexperapb u (WIH) JUII0, OTBETCTBEHHOE 3a BEACHHUE JIETOMPOU3BOJICTBA, TPOBEPSIET
MPAaBUIBHOCTh O(OPMIICHUS UCXOIAIIMX JOKYMEHTOB, MPOU3BOAUT COPTUPOBKY JAOKYMEHTOB IIO



croco0y JOCTaBKM KOPPECIOHIEHIMH ajapecaTy (mpocTasi, 3aka3Has, MEXAyHapoAHas W Jp.).
HenpaBunbHo odopMiIEHHBIE TOKYMEHTHI M KOPPECHOHJCHIIMS HECIy)KeOHOTO Xapakrepa K
OTIIpaBKE HE MPUHUMAIOTCS U BO3BPAILAIOTCS JIUILY, TOATOTOBUBILIEMY TOKYMEHT.

4.5.9. OtnpaBnsemas 10 MOYTE KOPPECHOHJEHIMS IMPOXOAUT YIAKOBKY, aJpeCcOBaHUE,
MPOCTaBJIEHHE CTOMMOCTH MOYTOBBIX YCIYT U Mepefady Ha OTHPaBKY B MECTHOE OT/I€JICHHUE CBSI3U.

4.5.10. Ha 3aka3Hyr0 KOPpPECHOHJCHIINIO, Ha JOKYMEHTHI C MOMETKou «Jljist ciy:keOHOro
MIOJIb30BAHUS COCTABJISIETCSI PEECTP, KOTOPBIN 3aTeM BO3BPAILAETCsl CEKPETapI0 yueOHOW 4acTu U
(um) MLy, OTBETCTBEHHOMY 3a BEJICHHE JEJONPOM3BOICTBA, C PACIIUCKON paOOTHHKOB ITOYTOBOTO
OTJICJICHUS CBS3U WM MHOTO JIMIIA, 00€CIeYNBAIOIIET0 OTIPABKY JOKYMEHTOB.

4.5.11. Tlepemaua ¢ UCHONB30BAHUEM CPEACTB (PAKCHUMUIBHOM CBSI3M JOKYMEHTOB,
COJIepKalllNX CIYy)XeOHYI0 HMH(OpPMAIMIO OrpaHUYEHHOT'O PACHPOCTPAHEHHUS, B TOM 4YHUCIE C
noMeTkoi «Jlis ciy:)keOHOrO TOJB30BaHUS», HE paspemiaeTcs. Kareropuuecku 3amperiaercs
nepeayva rno cpeAacTsaM (paKCUMIIBHOMN CBSI3U CEKPETHBIX JTOKYMEHTOB.

4.5.12. C wucnonp30BaHMEM CPEACTB (PAaKCUMUIBHOMH CBS3HM MOTYT OBITh TI€pelaHbl
MaTepuasbl TEKCTOBOT0, TAOIMYHOTO WU TpaduiecKoro xapakTepa, UCIOJIHEHHbIE TUIIOTPadCKUM,
MAIIMHOMUCHBIM WJIM PYKOIMCHBIM CHOCOOOM B YEPHOM MJIM TEMHO-CHHEM IBET€ C YETKUM U
KOHTPACTHBIM H300pakeHneM (TIEpBbIE SK3EMIUIAPHI WM MX KCEpOKOonuu) Ha Oenmoil Oymare ¢
MUHHMAaJILHOHM BBICOTON OYKB 1 1Idp 2 MM. O0BeM niepe1aBaeMoro B TEYSCHHE OJJHOTO CeaHCa CBSI3U
JIOKYMEHTA, BBIIIOJIHEHHOTO Ha Oymare ¢opmaTa A4, He JOJKEH MPEBBIIIATh MATH JTUCTOB.

4.5.13. OTBETCTBEHHOCThH 3a COJEpKaHHEe MH(POPMAILIUU, TIEPEIABAEMON C HUCIIOIH30BAHUEM
cpencTB (hakKCUMHIIBHOM CBSI3H, BO3JIaraeTcs Ha UCIIOIHUTENS, TOITOTOBUBIIETO (hakcorpaMMmy s
nepeaayn.

4.6. OcodeHHOCTH PadOTHI € JJIEKTPOHHBIMH JOKYMEHTAMH

4.6.1. B lllkosne co3qat0TCs U UCTIOIB3YIOTCS:

. AJIEKTPOHHBIE IOKYMEHTHI, CO3/[aBaeMbI€ B DJIEKTPOHHOU popme Oe3
IPEIBAPUTEIILHOTO JOKYMEHTHPOBAHHS Ha OyMa)KHOM HOCHTEIIE;
. OJICKTPOHHBIC 06pa31>1 JOKYMCHTOB, IMOJTYYCHHBIC B PC3YJILTATC

CKaHHUPOBAHUS JOKYMEHTOB M XPAHSILKECS B CUCTEME AJIEKTPOHHOTO JJOKYMEHTO000pOTA.

4.6.2. IIpueM u oTIpaBKa MEKTPOHHBIX IOKYMEHTOB OCYILIECTBISIOTCS OTBETCTBEHHBIM 32
BeZIeHUe Jienonpoun3BoicTBa B lkorne.

4.6.3. DNEeKTPOHHBIE JOKYMEHTBHI CO3/JAl0TCS, 00padaThIBAIOTCS M XPAHATCS B CUCTEME
JEKTPOHHOTO JIOKyMeHTooO0opoTa I1IKobI.

4.6.4. DneKTPOHHBIM JOKYMEHT J0JKEH ObITh O(pOpPMIIEH IO OOILIIUM IpaBUIaM
JIeJIONPOU3BOJICTBA U UMETh PEKBU3UTHI, YCTAHOBJIEHHBIE /111 aHAJIOTUYHOTO JJOKYMEHTa Ha
OyMaXHOM HOCHTEJIE, 3a UCKIIFOUEHUEM OTTHCKA IleyaTu 1 u3o0pakeHus I'ocygapcTBeHHoro repoa
Poccuiickoit @enepanuu.

4.6.5. Jlns noaTBepKA€HUS OUIMHHOCTH 3JIE€KTPOHHBIX T0KyMeHTOB B IlIkome
UCIOJIB3YIOTCS 3JEKTPOHHBIE U POBBIEe OANMHCH. Mcnonb3yeMble CpecTBa AIEKTPOHHON
U POBOIA IOMCH JOJDKHBI OBITh CEPTU(MHUIIMPOBAHBI B YCTAHOBICHHOM TTOPSIIKE.

4.6.6. EquHuneil yueta 371€KTPOHHOTO JOKYMEHTA SIBJISETCS 3JE€KTPOHHBIN JOKYMEHT,
3apETUCTPUPOBAHHBINA B CHCTEME AJIEKTPOHHOTO JIOKyMeHTo000poTa LIIKoIbI. DIeKTpOHHBIH
JTOKYMEHT, UIMEIOLINH MPUIIOKEHUS, PETUCTPUPYETCS KaK OJMH JOKYMEHT.

4.6.7. [locne oTnpaBKu AIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO 3JIEKTPOHHON MOAMUCHIO
YIIOJIHOMOYEHHOTO JOJKHOCTHOTO JIMLIA, TOCBUIKU aJipecaTy ero KOmuu Ha OyMakHOM HOCHUTEIIE,
KaK MpaBUJIo, HE TpeOyeTCs, 3a UCKIIIOUEHHUEM OTBETOB Ha 0OpaIlleHHsl TPpaXKaaH, MOCTYMUBIINX 10
MH(POPMAIMOHHO-TEJIEKOMMYHUKAITMOHHBIM KaHallaM, Ha KOTOPbIE 3asBUTEIIIO JA€TCS MTMCbMEHHBIN
OTBET, HANpPaBJISEMBbI 10 OYTOBOMY aIPECY, YKa3aHHOMY B 0OpallleHUH.

4.6.8. VicnonHeHHbIE AJIEKTPOHHBIE IOKYMEHTBI CHCTEMAaTU3UPYIOTCS B JIesa B
COOTBETCTBUH C HOMEHKIaTypoil e 1LIkonbl 1 nHAEKCUPYIOTCS B OPSIKE, YCTAHOBIEHHOM B
OTHOILICHUH JIeJI, COCTABJIEHHBIX U3 TOKYMEHTOB Ha OyMakHOM HocuTelne. [Ipu cocraBieHun
HOMEHKJIATYPBI JIe] B 3ar0JIOBOK JieJia BKIIIOYaeTCsl yKa3aHue « NEeKTPOHHbBIE JOKYMEHTBI».

4.7. UndopmanuonHasi 6e30nacHOCTb
4.7.1. Uadopmarnmonnsie pecypcsl Ikonbl mo goctymy (BO3MOKHOCTH HCIOJB30BaHUS)

MOAPA3ACIAIOTCS Ha OTKPBHITYIO (0OIIEIOCTYIHYI0) HHGOPMAINIO, CIIYKEOHYI0 HH(POPMAIUIO H
MH(POPMAIIHIO OTPAHUYEHHOTO PACIIPOCTPAHEHUS (IOCTYTIA).



K xareropum OTKpbITOH HHGMOpMANMK OTHOCHTCS HMH(OpPMALUsA, COJAEpKaIlascs B
JIOKyMeHTax M 0a3ax JaHHbIX IIIKoJIbI, HEMOCPEACTBEHHO 3aTparuBalollas MpaBa U HHTEPECHI
rpaxaaH.

K «kareropum cmyxeOHONW WH(POpPMALUKU OTHOCUTCA HWHGOpMAaLUs, COAEpKaIlasics B
nokyMeHTax M 0Oazax naHHbIX [lIkonbl, mpenHazHaueHHas AJi JAOJDKHOCTHBIX JIMII M paOOTHHUKOB
[Ikosbl, TpU BBINOJHEHUHM HWMH CBOMX (YHKIHMOHAJBHBIX OOS3aHHOCTEH, HE 3aTparuBaromias
HampsIMyl0 IpaBa M MHTEpPEChl Tpa)KAaH U HE OTHOCAIIAsACS K KaTeropud OrpaHUYeHHOTO
pacnpocTpaHeHus (JocTyna).

K xareropum wuHbopManuu OrpaHUYEHHOIO pPACIPOCTPAHEHUs (IOCTYyNa) OTHOCUTCS
uHbopManus, cojepkamascs B JOKYMEHTaXx M 0a3ax MJaHHBIX, BKJIIOYAIOIIAs CBEICHUS
KOH(UIEHIHMATBEHOTO XapaKTepa.

Bcest ungopmarnust, copeprkaiascs B TOKyMeHTax U 0a3zax maHHbIX 11IKOIBI, 10 yMOTYaHUIO
SIBJIIETCS OTKPBITOM M o0menocTynHoil. VckimoueHne cocrabiseT MHpOpMaIus, OTHECEHHAs K
KaTEeropusiM CITY’)KEOHOUW U OTPAaHMYEHHOTO PACIIPOCTPaHEHUSs (IOCTyIa).

4.7.2. Jloctyn monb3oBareneld K HMHPOPMAIMM OTPAHMYMBACTCS IIyTEM OTHECEHUs
nHpOpPMAIUK K COOTBETCTBYIOIICH KaTerOpUU W HAJIOXEHHEM Ha HEe COOTBETCTBYIOLIETO rpuda
orpaHuyeHus pacupoctpanenus. Mudopmanus orpanHndeHHOro AocTyma cHabkaeTcs rpudom «/ms
CIIyK€OHOTO MOJIb30BaHUS».

[IpaBoMm oTHeceHus MHPOpPMAIMU K KATETOPUU OTPAHHMUEHHOTO JOCTYNa W HaJOXKEHHS
COOTBETCTBYIOIIETO rprda obsiagaeT aBTop JOKYMEHTA 0 COTJIACOBAHUIO C TUpeKTOpoM LIIKombI.

JlokyMeHTUpOBaHHas HH(OpPMALKs OTrpaHUMYEHHOTO PacHpoCTpaHeHus Oe3 CaHKIUU
JOJDKHOCTHOTO JIMIA, YCTAHOBUBILIEIO PEXHUM OrPAHUYEHHOI'O PACHpOCTPAaHEHUs s JaHHOIO
JOKYMEHTa, He MOJJICKUT pasmiameHuio (pacrpocrpanenuro). [IpempoctaBieHue monb30BaTeNsIM
J0CTyNa K TaHHOK HH()OPMAIIH OCYIIECTBISIETCS NCKIIOUYUTEIHHO IO COTJIACOBAHUIO C YKa3aHHBIM
JOJKHOCTHBIM JIMIIOM ITyTE€M MOJIa4H COOTBETCTBYIOIICH 3asBKH.

JIOJDKHOCTHBIE JIUIA, TPUHSBIIHNE perieHne 00 oTHeCeHnH NH(OopMaIuu, 3apuKCupoBaHHON
B JIOKYMEHTE, K KaTeropuud OrPaHUYCHHOTO pACHpPOCTPAaHEHUs, HECYT OTBETCTBEHHOCTh 3a
000CHOBAaHHOCTbH IPUHSTOTO PEIICHUS M €r0 COOTBETCTBHE JACHCTBYIOIIEMY 3aKOHOIATEIbCTBY.

4.7.3. Jluunsle nena paOOTHUKOB, JMYHBIE KAPTOYKU PAOOTHHUKOB, TPYAOBBIE KHUXKHU
pabOTHUKOB, TPUKA3kI TI0 JIMYHOMY COCTaBY JIOJDKHBI XPAaHHUTHCS B ceiie MM B METAUIMYECKOM
mkady.

BnaHky TPyHOBBIX KHIKEK IO Mepe HEOOXOJUMOCTH BBIJAIOTCS OTBETCTBEHHOMY JIHILY
KaJpOBOM CIIy>KOBI. 3alICH B TPY/AOBOW KHIXKKE MOANUCHIBaeT pykoBoautenb OO. Yuer, XpaHeHue
U BblAayy OJAHKOB CTPOTOW OTYETHOCTH: JUIUIOMOB, BKJIAJbIIIEH K HHUM, CBUJETEIbCTB,
yI0CTOBEpEHUH BeAeT qUpeKTop. bianku xpanarcs B ceilde.

4.7.4. YcTaHOBKa M dKCIUTyaTalusi MPOrPaMMHOTO 00eCIieueHus, MOTyYeHHOTO U3 JIF0OBIX
HCTOYHHUKOB U BBINOJHSAIOMIETO (YHKIMM, HE CBSI3aHHbIE HEMOCPEICTBEHHO C BBIOJHEHUEM
pabOTHUKAaMU CBOMX JOKHOCTHBIX 00sI3aHHOCTEMN, KAaTETOPUUYECKHU 3allpellieHa.

4.7.5. Bes mpencTaBieHHas B 3JIEKTPOHHOM BHJie MHGopManus, nocrynatomias B llkony, B
0053aTeIbHOM IMOPSIJIKE MOAJIEKUT IPOBEPKE aHTUBUPYCHBIMU CPEJCTBAMMU.

4.7.6. DnexTpoHHAs MOYTa MOXET HCIIOJIb30BaThCS IMOJIb30BATENIMH TOJBKO Uil OOMEHa
nH(popMalren, OTHOCSILENCS K KaTerOpUH OTKPBITOM U Ci1ykeOHO. 3anpenieHo

HCIOJIb30BATh JIEKTPOHHYIO MOUTY IS Iiepeiadu HH(POpPMAIUY, OTHOCSILIEHCS K KaTeropuu
OTPaHUYEHHOTO PACIPOCTPAHEHUSI.

5. KoHTpOJIb 32 HCIIOJIHEHHEM JOKYMEHTOB
5.1. Opranusauus KOHTPOJIsA

5.1.1. Koutponio mojajexaT BCE 3aperuCTPUpPOBAaHHBIE JOKYMEHTHI, TpeOyrolue
ucnosHeHusi. KOHTpOJIb MCHOMHEHMS JOKYMEHTOB BKIIIOYAET: YYET, NNOCTAHOBKY Ha KOHTPOJIb,
KOHTPOJIb CPOKOB HCIIOJIHEHUS, HEMOCPEICTBEHHYIO IPOBEPKY XOJa HCIOJHEHHS, IMPOBEPKY
KauecTBa MCIIOJIHEHHUS], aHAJIU3 PE3YJIbTaTOB UCIIOTHEHMS.

5.1.2. KoHTponb 3a UCIIONHEHUEM JTIOKYMEHTOB yCTaHABIMBAETCS B IENSIX OOECTeUeHHUsT UX
CBOEBPEMEHHOTO M KaUYeCTBEHHOTO MCIOJIHEHUS, MOBBIIIEHUSI YPOBHS OPraHU3aTOPCKON paboTHI U
HUCIIOJIHUTEIHCKOMN JUCHUITIIUHBI.

5.1.3. Ilpu nmocTtaHOBKE NOKYMEHTa Ha KOHTPOJIb Ha IIPAaBOM BEPXHEM II0JIE JOKyMEHTa
JIeaeTcsl OTMETKa O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (IITAMIIOM) «KOHTPOJIb)



5.1.4. KouTposto mnomiexar TMpUKas3bl, PEHIEHUS COBETOB, a TaKXe€ JOKYMEHTBHI,
IIOCTYIAroIIMe Ha UMs AupekTopa LIkobl.
Opranu3zaiys KOHTPOJIS UCIIOJHEHUS BKIIIOYAeT B ceOsl:

e IIOCTAHOBKY JIOKYMEHTa Ha KOHTPOJIb;

e MOHUTOPHUHI UCIIOJHEHUS KOHTPOJIbHBIX IOPYYEHUM TOKYMEHTOB;
e CHATHE UCIIOJIHEHHOI'O JOKYMEHTa C KOHTPOJISA;

e HAIIpaBJICHUE UCIIOJHEHHOIO JOKYMEHTA B JIEJIO.

5.1.5. PykoBoauTeny CTPYKTYpHBIX TOJpa3AeIeHU 00s3aHBl pacCMaTpUBATh COCTOSTHUE
WCIOJIHUTENIbCKON UCHIHUIUINHBI IO TOKYMEHTaM C MopydeHusiMu agmuHucTpanuu Llkosnsl, a Takke
JOKYMEHTBI, TIOCTYIUBIINE B aJpEC CTPYKTYPHOTO MOIpPA3ACICHUS U TPEOYIOIIEe UCTIOTHEHUS U
MIOATOTOBKH OTBETA.

5.1.6. JlokyMeHT cyHMTaeTcsi UCIOJHEHHBbIM, KOTJa pEIIEHbl OKOHYATEJIbHO BCE
MIOCTaBJICHHBIE B HEM BOTIPOCHI U COOJIIOJICHBI CIIEIYIOIIUE CPOKHU:

e €ClM B JIOKYMEHTE IIOCTaBJIEH CpPOK KCIIOJIHEHHs] — B YKa3aHHBIH CpOK; e

JOKYMEHTBI 0€3 yKa3aHUsl CPOKa UCTIOTHEHUS — B MECSYHBIN CPOK;

e €CIlU B IOKYMEHTE UMEETCSl IOMETKA «CPOYHO» — B TPEXHEBHBIN CPOK;
e TOpy4eHHs 0e3 yKa3aHWs KOHKPETHOW JaThl UCTIOJTHCHHS — B MECSIYHBIN CPOK; @ €

MIOMETKOH «orepatuBHO» — B 10-THEBHBIN CPOK;

e 110 OOpAIICHUSM TPaXKJIaH, TPEOYIOIIMM JAOMOJIHUTEIHLHOTO U3YUCHUS U ITPOBEPKH, JI0

OJIHOTO MecsiIia CO JIHS PETUCTPALIMH, TI0 OCTaJIbHBIM — He OoJiee 15 nHeit.

Cpok ucuucnsiercs B KaJIEHAAPHBIX AHSX C 1aThbl MOANACAHUSA JOKYMEHTA.

Eciu nocnenHuii eHb UCHOJHEHUS JOKYMEHTa MPUXOJUTCS Ha HEpaOOuyuil J1eHb, OH
MOJUIEKUT UCTIOJHEHUIO B IPEALIECTBYIOMUI eMy paOouuii 1eHb.

[Ipy HEOOXOAMMOCTH MPOAJEHUS CpPOKAa HCIOJHEHUS JOKYMEHTAa OTBETCTBEHHBIN
UCIIOJHUTEIb IPECTABIsIeT Ha UM AUPEKTOPA, AABLIETO NOpYyYeHHE, MOTUBUPOBAHHYIO ITPOCHOY O
€ro IpOoJUICHUU HE II03[IHEE 4Ye€M 3a TpU JHS 0 MCTEUYECHHs] YCTAaHOBJIEHHOIO CpPOKa, C YeM
CBOEBPEMEHHO Iepeaercss HHPpOopMalus B IPUEMHYIO TUPEKTOPa.

5.2. IlopsAOK CHATHS JOKYMEHTOB ¢ KOHTPOJISI

5.2.1. IoKyMEeHTbI CHUMAIOTCSI C KOHTPOJISL, €CIIM PELLIEHBI IOCTABJICHHbIE B HUX BOIPOCHI UITU
aBTOpaM JlaH OTBET 110 CYLIECTBY.

[IpoMexyTOUHBII OTBET, pAaBHO KakK M 3alpoC 110 UCTIOIHIEMOMY JOKYMEHTY UM YaCTUYHOE
UCIIOJIHEHUE NTOPYUYECHHUS], HE SABISETCS OCHOBAHUEM JUIsl IPU3HAHUS JOKYMEHTA UCIIOJIHEHHBIM.

5.2.2. CHATh JOKYMEHT C KOHTPOJII MOKET TOJBKO JOKHOCTHOE JIMII0, KOTOPOE OCTaBUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHOBaHUEM JUIsI CHATHS C KOHTPOJISL JOKYMEHTOB C TopyueHusiMu nupektopa Llkossl
ABIISICTCS JOKYMEHT — OTBET, MOJMUCAHHBIM JUPEKTOPOM, €ro 3aMecTHTeNeM, JUO0O0 cIpaBka 00
UCIIOJIHEHUH JIOKYMEHTA 33 NOJAIHMChIO PYKOBOJUTENS CTPYKTYPHOTO OAPA3/IEJICHUS.

6. Yuer u XxpaHeHHe nevareil, ITaMIoB 1 0JIAHKOB

6.1. OOGs3aTennbHOMY y4eTy MoJyIekaT BCEe BHJbI MeyaTed M IITaMIlOB, OJAHKH CTPOTOM
OTYETHOCTH, KOMaH/INPOBOYHBIC YJIOCTOBEPEHHUS, CITy)KEOHBIC 3aJaHHs, TPYIOBbIE KHIKKH.

6.2. Yuer Bcex mevareil u mramnos, uMmeronmxcs B lllkone, Bemercss B cnenuaibHOM
xKypHaie (mpusoxxenue Ne 13).

6.3. XypHansl yuyera BKIIOYAIOTCS B HOMEHKIATYpy Jeid. JIMCTBI HX HyMepyroTcs,
MIPOIIMBAIOTCS M OTICYATHIBAFOTCS.

6.4. [leyatu ¥ MITAMIBI TOJKHBI XPAHUTHCSA B ceiiax UM METaUIMYECKUX MIKadax.
6.5. OTBETCTBEHHOCTh 3a XpPaHEHHME M HCIOJIb30BAHUE IE€UYATEH, IITAMIIOB HECYT JIMIIA,
OTBETCTBEHHBIE 32 BEJICHUE JEJIONPOU3BO/ICTBA.

6.6. YHUUTOXEHHE OJaHKOB MPOU3BOIUTCS IO aKTy C OTMETKOM B COOTBETCTBYIOLIMX
KypHajax ydJera.



6.7. [leyatn ¥ WTAMIBI YHUYTOXKAKOTCS 10O AKTY.

6.8. [IpoBepka HaIMuus MedaTel, MTaMIOB U OJAHKOB, a TAKXKE MOPSIKA UX XPAaHEHUS U
WCIIOJIb30BAaHUS IPOU3BOAUTCS KOMUCCHEN HE PEKE OJJHOTO pa3a B IO ONHOBPEMEHHO C MPOBEPKOU
COCTOSIHMS I€JIOIIPOU3BOICTBA.

7. CocTaBiieHre HOMEHKJIATYPHI /1€

7.1. HomeHnkiiatypa aen — CUCTEMaTU3MPOBAHHBIN MEepEYCHb 3aroJOBKOB (HAUMEHOBAHHM )
7eN, 3aBOJUMBIX B 00pa3oBaTeIbHOM OpraHM3allik, C YKa3aHHEM CPOKOB UX XpaHCHHMS,
o OpMIIEHHBII B yCTaHOBJIEHHOM nopsake. HomeHknatypa aen npeaHazHaueHa Ajsl TPYIIUPOBKU
HCIIOJIHEHHBIX JIOKYMEHTOB B Ji€Ja, CUCTEMAaTH3alUM M ydyeTa JIel, ONPEIENIEHUS CPOKOB MX
XpaHEHUs U SIBJSIETCSI OCHOBOM JJIsS COCTAaBJICHUS OIMKUCEH JIe)l TOCTOSIHHOTO U BPEMEHHOTO (CBBIIIE
10 neT) xpaHeHwus1, a TakxKe JAJig ydeTa JieJd BpeMeHHOTo (10 10 JeT BKIIOUUTENbHO) XpaHEHUSI.

7.2. Homenkmnatrypa nen o0pa3oBaTeilbHOW OpraHM3allMd COCTaBISIETCS PabOTHUKOM,
Ha3HAYEHHBIM MPUKA30M PYKOBOJIUTEIS 00pa3oBaTeIbHON OpraHu3auy (1anee

— OTBETCTBEHHBI) B COOTBETCTBUM C YCTaBOM 0Opa30oBaTEeIbHOM OpraHu3aluu U
II0JIOKEHUSMH O €r0 CTPYKTYPHBIX IIOJIpa3e/ICHUX, IITATHBIM PacliCaHueEM, IIJIaHAMH U OTYETaMU
0 paboTe, MepeyHs MU JOKYMEHTOB C yKa3aHHUEM CPOKOB HX XpaHEHHUs, HOMEHKJIATypaMu el 3a
NOpEIIeCTBYIOUIMEe  ToAbl.  VM3ydaroTcs  JOKYMEHTBI, OOpasylommecss B JACATEIbHOCTH
00pa30BaTeNnbHON OpraHu3aluu, UX BUbl, COCTaB U COJEepKaHHE.

7.3. CTpyKTypHbBIE MOApa3JeNeHUs exerogHo, He mno3anee 30 HosOpsS TeKyliero rojaa
COCTaBJISIIOT IE€PEYHU JIOKYMEHTOB, KOTOpble OOpa3yloTcsi B Ipolecce JeATEIbHOCTH U
MPEJCTaBISIOT MX OTBETCTBEHHOMY Ui (OPMUPOBAHMS CBOJHOM HOMEHKJIATYpPHl JEl.
OTBETCTBEHHOCTh 3a OPraHU3alliI0 CBOEBPEMEHHOI'O0 COCTABJICHMSI MEPEYHsI JIOKYMEHTOB JUIsS
HOMEHKJIATYpHI Jiell 00pa30BaTeIbHON OPraHM3alluy BO3JIaraeTcsi Ha PyKOBOAMTENEH CTPYKTYPHBIX
MIOAPA3ACIICHUMN.

[Ipn HEOOXOaUMOCTH ISl CTPYKTYPHOTO TMOJAPA3CIICHUs MOXKET COCTaBJISATHCS OTAEIbHAs
HOMeHKIaTtypa jein. HoMmeHkiarypa Aen CTPYKTYpHOTO MOJPA3AEICHUs] COCTAaBISIETCA JIMIIOM,
OTBETCTBEHHBIM 32 BeJICHUE AEOMPON3BOACTBA CTPYKTYPHOTO TIOpa3AeNICHuUs], COrTIACOBBIBACTCS U
MIO/NKCHIBAETCS PYKOBOJIUTENEM CTPYKTYPHOTO MOJpa3fefieHusi U IpeAcTaBiseTcs] pabOTHUKY,
OTBETCTBEHHOMY 32 OpIaHU3allMI0 JAEJONpPOU3BOJCTBA M AapXMBHOE [eJI0 B 00pazoBaTeIbHOM
OpraHM3alMH.

7.4. Homenkmatypa Jen o0pa3oBaTelbHON OpraHu3alul Ha MNPEACTOSIIUN  ToJ
COCTaBJISIETCS/yTOUHSETCS B IOCIEAHEM KBapTajle TEKYIIEro rojia, BU3UPYETCS PYKOBOJIUTENIEM
apXuBa, COIJIACOBBIBAETCS C MOCTOSHHO JAEUCTBYIOLIEH 3KCHEpTHOM KomHccuel o0pa3oBaTeNbHOM
opranuzaiuu. [Ipn u3MeHeHnu CTPYKTYphl U (Win) He pexe 1 pa3za B 5 jeT, HOMEHKIJIATypa Jiel
COI'JIACOBBIBAETCS C KCIEPTHO-NIPOBEPOUYHOI KomHccuell DHCKOro o0iacTHOro apxmpa. B koHIie
Ka)XJJ0T0 rojila HOMEHKJIaTypa JeJl YTBEpXKAaeTcs AUPEKTOpPOM 00pa30BaTEIbHOW OpraHU3aluu U
BBOJMTCS B ICVCTBHE C | AHBaps CAEAYIOLIETO To/a.

B cnyyae HEoOXOIMMOCTH BHECEHHS B HOMEHKIATYpY Jie1 3HAUUTENIbHBIX W3MEHEHUH
HOMEHKJIAaTypa Jel TMOMJIEeKHUT mepepadboTke. VI3MeHeHUs yTBEp)KIAArOTCS MPUKA30M MU
KOPPEKTHPOBOYHBIM JIUCTOM. HeOosbline H3MEHEHUsT BHOCATCS B YTBEP)KICHHBbIM pabounit
AK3EMILISIP HOMEHKJIATYpPhI Aedl.

7.5. Tlopsimok cocTaBieHHsT HOMEHKJIATypbl Jnen. Homenknatypa odopmisiercs 1o
yTBepkAeHHOU (opme (pusoxxenue Ne 14).

Homenknarypa nen noapaszaensercst Ha pas3/ieibl, KOTOPbIE pacloaratoTcs B COOTBETCTBUU
C YTBEPXJACHHBIM LITATHBIM paclucaHueM o0pa3oBareiabHON oprannzanuu. Ha3Banusimu pasaenon
HOMEHKJIATYPhI JIEN SBJISAIOTCS HAUMEHOBAHMS €€ CTPYKTYPHBIX MOAPA3JIEIECHUN WIH HallpaBJICHUS
NeSITEIbHOCTH.

7.5.1. B rpade 1 HOMEHKIATYPHI €] TPOCTABISIOTCS MHIACKCHI KaXXI0TO Jieia, BKIFOUEHHOTO
B HOMEHKJIaTypy. VHIEKC Jena cOCTOMT M3 MU(POBOro 0O03HAYCHHS M3 IITATHOTO PACITHCAHUS
o0pa3oBaTenbHON opraHu3aluu (Koja) U MOpsIKOBOTO HOMEpa 3arojoBKa Jielia 0 HOMEHKIIAType.
WNunekcel nen o603HavyaroTes: apabckumMu 1udpamu.

Hampumep: 12-05, rae 12 — o6o3nadenue (koxm), 05 — mopsiAKOBBIM HOMEp 3aroJioBKa Jieiia B



paszfesie HOMEHKIJIATyphl J1e.

B HOMeHKJIaType A€ COXpaHsAI0TCA OJUHAKOBBIE MHIEKCHI 1J1 OJHOPOIHBIX U IEPEXOIAIINX
i

7.5.2. B rpade 2 HOMEHKIATYyphI A€ MPOIUCHIBAIOTCS 3aT0JIOBKH JIE.

3aroJ0BOK Jejia 4eTKO, B 00001eHHON (hopmMe OTpakaeT OCHOBHOE COJEP)KaHHE M COCTaB
JOKYMEHTOB Jien1a. OCHOBOM ISl HAMMEHOBaHMsI (3ar0JI0BKa) J€JT SIBJISIIOTCS BOIIPOCHI, OTPaXKaroIinue
3ajauu U QyHKIMK 00pazoBaTeIbHON opranu3annu. HaumeHoBaHMsI JONOIHAIOTCS yKa3aHUEM poJia
3aBOJMMOrO Ji€jla WIM Pa3HOBUIHOCTU JIOKYMEHTOB (IIOCTaHOBJIEHMSI, PACHOPSKEHMsI, MPUKA3BI,
IIPOTOKOJIBI U T. 11.). Eciu eno, BkiitouaeMoe B HOMEHKJIATYpY 1€/, COCTOUT U3 OJMHAKOBBIX BU/I0B
WM PAa3HOBUJHOCTEH JTOKYMEHTOB, B 3arOJIOBKE TaKOrO JeJjla YKa3bIBA€TCSi HAUMEHOBAHHME BHUJOB
JIOKyMeHTOB, Hanpumep «IIpuka3sl 1o 0CHOBHOI faestenbHOCTHY. He nomyckaercs ynoTpediaeHue B
3aroJOBKE Jejla HEKOHKPETHBIX (OPMYIHMPOBOK («pa3Hble MaTepHajbl», «0OIIas MEepenucKay,
«UCXOASIIAsl NepenucKa», «BXOIAIIME JOKYMEHTBbI»), a TakKe BBOJHBIX CJIOB, CJIOKHBIX
CHHTaKCH4YeCKUX 000poToB. He momyckaercs ymoTpeOsieHHe COKpAIIeHHBIX CJIOB HaMMEHOBAHUM
TEPPUTOPUAIBHBIX OPraHOB MCIIOJHUTEIBHON BIJIACTH, YUYPEKICHUM M OpraHu3aluil, KpoMe
o(unmanbHO YCTAaHOBJIEHHBIX COKpalieHuil. Eciu neno OyneT cocToaTh U3 HECKOJIBKUX TOMOB HITH
qacTeil, To cocTaBiseTcsl OOIMI 3aroloBOK J€na, a 3aTeéM IpU HEOOXOIMMOCTH COCTABIISIOTCS
3aroJIOBKM Ka)KJJ0ro ToMa (4acTh), yTOUHSIOLIUE COAEepKAHUE 3aroJIOBKa Jea.

[TopsAok pacnoIoKeHUs 3aroJIOBKOB JIe] BHYTPU Pa3elioB U NOAPa3AeioB HOMEHKIATYPbI
JIeJl OIpENIENsIeTCs CTENEHbI0 BaXKHOCTU JOKYMEHTOB, COCTABJISIFOIIMX JIENa, U UX B3aUMOCBSI3BIO.
Baauane pacnosararoTcs 3arojoBKH €I, COIEPKallMX OPraHUu3aliOHHO-PACIOPSIAUTEIbHYIO
JOKyMeHTauio. Jlainee pacronararoTcsi 3arojoBKH JI€J, COJAEpXKallluX IIJJAHOBbIE U OTUYETHBIE
JOKYMEHTBI U T.JI.

[Topsiok pacnooKeHus 3aroJIOBKOB JI€J BHYTPU pa3JIeioB U IOJpa3esioB HOMEHKIATYPbI
JIeJ1 OIPEIEIIAETCS CTENEHBI0 BAJKHOCTH IOKYMEHTOB, COCTABIISAIONINX JIEN1a, U UX B3aUMOCBA3bI0. B
Hayajle paclojlaraloTcsl 3aroJIOBKM JIel, COJEpXkallluX OpraHU3allMOHHO-PACTIOPSIUTEIbHYIO
JOKYMEHTAIMI0. 3arojOBKH JIeJ1 MOT'YT YTOUHAThCS B Iporecce GopMUpPOBaHUS U 0(OPMIICHUS JIEI.

B HOMeHKnaTypy [€n BKIIIOYAIOTCS TAKXKE Jiea, HE 3aKOHUYEHHbIE IIPOM3BOJCTBOM JieNa
MPOIIIJIBIX JIET (MepeXoIsIue).

7.5.3. I'padba 3 HOMEHKIATYpHI JIeT 3amlOJHSACTCS B TCUCHUE KAJICHIAPHOTO Toja — IPHU
(bopMHpPOBaHUN HOBOTO JI€NIa, IPH 3aKPHITHUH /1A U 110 OKOHYAHUH KaJIeHJapHOTO rojia.

[To noctuxenun nenom oobema B 250 TMCTOB, TOM 3aKPBIBAETCS M OTKPBIBAETCS HOBBIN TOM.
B rpade mocnenoBaTenbHO yKa3bIBAalOTCS HOMEpa TOMOB M KpaifHHE JaThl JOKYMEHTOB KaXKIOIrO
TOMa.

Hanpuwmep «T1 —11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021».

DNeKTpOHHBIE Jiefla Ha TOMa He pa3leistoTcs. Bee anekTpoHHbIE JOKYMEHTBI, HE3aBUCUMO
OT X 00bEeMa, BKIIFOUAIOTCS B OJIHO JIEKTPOHHOE JEJIO.

7.5.4. B rpade 4 ykaszpIBaeTCs CpOK XpaHEHHUs Jiejla, HOMEpa CTaTeil Mo THUIIOBOMY WIIH
BEJOMCTBEHHOMY IIepeuHI0, (hefiepalibHOMY 3aKOHY WJIM HHOMY HOPMaTUBHOMY IIPaBOBOMY akTy, a
IIPU UX OTCYTCTBUU — 10 TUIIOBOM WJIM TPUMEPHOU HOMEHKIIATYpPE JIE.

7.5.5. B rpadpe 5 «Ilpumedanue» yka3plBalOTCSA CHELMAJIbHBIE CPOKM XpaHEHWs Jiell,
MIPOCTABJISIIOTCS OTMETKU O 3aBEACHHHU JIeJ1 (B TOM YHCIIE B QJIEKTPOHHOM BUJIE), O BBIACIECHUU JIE€T K
YHHUYTOKEHUIO 110 UCTEUEHUU CPOKOB UX XPAHEHMSI, O MECTE XpaHEHMS TIOJUIMHHUKOB IOKYMEHTOB,
0 mepeniaye e B IPYryI0 OpraHu3aluio JUIsl IPOJOJIKEHUS U JIp.

B rpade nenarorcst OTMETKH O MEPeXOsIIUX Jeflax ¢ yKazaHHEeM CTaporo MHJAEKca Jiena B
cirydae ero usmeHenus. Hampumep «llepexomsmee ¢ 2016 T. B 2016 - 2019 rr. — 1. 2-2-11».

ITo nemam, KOTOpBIE O KaKUM-TMOO MPUYMHAM B T€YEHHE rojia He 3aBOJWINCH, B rpade
«[Ipumedanue» HOMEHKIIATYpHI /1€ AenaeTcs 3anuch — «Jleno He 3aBonunocky. [lpu sTom B rpade
3 mpocTaBiseTCs IPOUYEPK.

7.6. Ilo OxkOHUaHMM TOJa B KOHIE HOMEHKJIATypbl J€J AENAeTCid WUTOroBas 3alHCh O
KOJIMYECTBE 3aBEICHHBIX JIeJT (TOMOB).

7.77. Tlopsimok pacHoJOKEeHUs 3aroJIOBKOB J€J1 BHYTPU pa3/e€lioB W  IOJPa3/IeiiOB
HOMeHKHaTprI pi(SA) | OHpe,Z[eJISIeTCSI CTCIICHBIO BAXKHOCTHU ,Z[OKyMeHTOB, COCTaBIAIOIIIUX €A, U UX
B3aMMOCBs3bI0. BHauane pacmojiaraloTcs 3aroJIOBKH 1€, COJEpXKaIluX OpraHU3allMOHHO-
pacnopsiIMTENbHYIO JTIOKyMeHTauuto. Jlamee pacrnosiaraiorcsi 3arojIoBKM 1€, COJEpKallux



IJIaHOBLIC 1 OTYCTHBIC JOKYMCHTHI U T.[.
8. ®opmuposanue u opopmieHHE T

8.1. ®opMupoBaHue Jel — IPYNIUPOBKA UCIIOJIHEHHBIX JOKYMEHTOB B JIela B COOTBETCTBUU
C HOMEHKJIaTypOU JIeJl U CUCTeMaTu3allls JOKyMEHTOB BHYTPH Jiena.

8.2. Jlena B llIkone popMHUPYIOTCS B CTPYKTYPHBIX IMOAPA3ACTICHUSIX.

8.3. WcnonHeHHbIE TOKYMEHTBI JTOJDKHBI B 10-THEBHBIM CpPOK CHABaThCS MCIIOJIHUTEIEM
JUIy, OTBETCTBEHHOMY 3a BEJCHHE JICJIONPOU3BOJICTBA B CTPYKTYPHBIX MOAPA3JICICHUSNX, IS
¢dbopmupoBanus ux B nena. Homep nena, B KoTopoe J0KeH ObITh HOJIIIUT JOKYMEHT, ONpeeseT
PYKOBOJUTENb CTPYKTYpHOTO TmojapasaeneHus IIIKonpl WM HCIIONHHUTENh B COOTBETCTBUU C
HOMeHKIaTypoil nen. Ha pokymente mnpocraBnsitorcs otmerka «B  gemo No...», moamuck
WCTIOJTHUTEIIS UM PYKOBOJUTEIISI CTPYKTYPHOTO MOAPA3ICICHHUSI, JaTa.

JIOKyMEHTBI BHYTPH JieJla PacIioyiaratoTcsl B XPOHOJIOTHUECKOH MOCIe10BaTeIbHOCTH.

8.4. KoHTpOIb 32 IPaBUIBLHOCTHIO ()OPMUPOBAHHUS JI€]T OCYIIECTBISIETCS OTBETCTBEHHBIM 32
apxuB LlIkomsbr.

8.5. Ilpu ¢opmupoBanuu aen HEOOXOAWUMO COOTIOAATH CIEAYIONIME OOINHUe MpaBHIIa:
MOMEIIaTh B JIEJI0 TOJIbKO HCIOJIHEHHBIE JOKYMEHThI B COOTBETCTBUM C 3arojlOBKaMu JeJ IO
HOMEHKJIAType; TPYNIHPOBAaTh B JEJO0 JOKYMEHTHI OJHOTO KaJeHJApHOTO TOAa; pa3lelbHO
TPYNIHPOBATH B JieJia JOKYMEHTHI IIOCTOSIHHOT'O M BPEMEHHOT'O CPOKOB XpaHEHUs ; TOMENIaTh B Jela
Kcepokonuu (hakcoB, TenedoHOrpaMM Ha OOIIMX OCHOBAaHUSX; B JIEJO HE JIOJDKHBI MMOMEIIATHCS
JOKYMEHTBI, TTOJICXKAIINE BO3BPATY, JIMITHUE YK3EMILUISPBI, YSPHOBUKH: TIO 00BEMY JIEJI0 HE JTOJIKHO
npeBbimath 250 nuctoB unu 4 cMm. [lpu HanuuumM B Jieje HECKOJIBKUX TOMOB (YacTeil) MHAEKC U
3aroJIOBOK Jiejia MPOCTAaBIISAIOTCA Ha KaX0M TOME C 100aBJIEHUEM «TOM 1», «ToM 2» (TmocneHuit).

8.6. PacniopsauTensHble JOKYMEHTBI TPYNIUPYIOTCA B JIea M0 BUJAM B XPOHOJIOTHYECKOM
MOPSIJIKE C OTHOCSIIIIUMHUCS K HUM TIPHUIIOKESHUSMHU.

YcTaBbl, MONOKEHUS, UHCTPYKIUHU, YTBEPXKICHHBIC PACIOPSAUTEIbHBIMU JOKYMEHTaMH,
SIBJITFOTCSI TIPUJIOKEHUSIMU K HUM U TPYIIHPYIOTCS BMECTE ¢ YKa3aHHBIMHU JJOKyMeHTaMu. Ecin ke
OHM YTBEPXKIEHbl B KAauyeCTBE CaMOCTOSTEIBHOTO JOKYMEHTa, TO WX TPYINNUPYIOT B
CaMOCTOSITENIbHBIE JIea.

[IpuKasbl MO OCHOBHOM JESATENLHOCTH TPYIIUPYIOTCS OTACIBHO OT MPUKA30B MO JTUYHOMY
COCTaBy.

[IpuKasbl M0 TMYHOMY COCTaBY TPYIIHPYIOTCS B Jefia B COOTBETCTBUU C YCTAHOBICHHBIMH
CpOKaMH UX XPaHCHUS.

[IpoToKoIbI B Ieie pacmoiaratoTcsi B XpOHOJIOTHYECKOM MOPSIAKE IO HoMepaM. JJoKyMeHThI
K TIPOTOKOJAaM, CrpYIIUPOBAaHHBIC B OTACIBHBIC JieJa, CHCTEMATH3UPYIOTCS [0 HOMEpaM
MIPOTOKOJIOB.

Y TBepKIeHHBIC TUTAHBI, OTYCTHI, CMETHI, IMMUTBI, TATYJIbHBIC CITUCKHA U JPYTHUE JOKYMEHTHI
TPYIIHUPYIOTCS OTACIBHO OT MPOEKTOB.

JIOKYMEHTBI B JIMYHBIX JIeJIaX PacrojiaratoTcs 1Mo Mepe MX MOCTYIUICHUS.

[lepenucka rpynmnupyercs B paMKax OJHOTO KalleHAApHOTO ToJia U CUCTEMAaTU3UPYyeTCs B
XPOHOJIOTUYECKOH IMOCIIEIOBATEILHOCTH: JOKYMEHT — 3aIpoC — JOKYMEHT — OTBET.

8.7. Hena Illxonel mojyexxaT oQOPMIICHHIO TMPU WX 3aBEJCHUH M TIO 3aBEPIICHUU TOA.
Odopmienne nena — MOArOTOBKA Jiefia K XpaHSHHUIO BKIIFOYAET B ce0s1 KOMIUIEKC paboT 1o



ONMCAHMIO JieNla Ha OOJOXKKE, MOJIIMBKE, HyMEpAaIllMH JIMCTOB M COCTaBJICHUIO 3aBEPUTEIHHOM
Haanucu. OpopmieHue 1ei1 IpOBOAUTCA paOOTHUKAMU CTPYKTYpHBIX mnoxapazaenenuit Illkonsl, B
0053aHHOCTH KOTOPBIX BXOJIUT 3aBeCHHE 1 (POPMHUPOBAHUE JIEJT, IPH METOANYECKOM TOMOIIIN 1 TIOT
KOHTpoJieM apxuBa [1IKoJibl.

8.8. B 3aBUCHMOCTH OT CPOKOB XpaHEHHS MPOBOIUTCS MOJTHOE WM YaCTUIHOE 0POpPMIICHUE
Jelt.

[TomHOMY OGOpMIIEHHIO MMOMJIEXKAT Jeia IOCTOSHHOrO, BpeMeHHoro (cBeime 10 1er)
XpaHeHus (10 JINYHOMY COCTaBY, JIMYHBIE Jiea YBOJICHHBIX paboTHUKOB). [TonHoe opopmienue nena
peIyCMaTpUBACT:

e TIOJIIMBKY WJIHM TBEPAbIN NEPEIUIET JIeNIa; ¢ HYMEpPAIHIO JIUCTOB B JIEIIE;

e COCTaBJICHHE JIHCTA-3aBEPUTEIIS;

e COCTaBIIEHUE B O0COOBIX ciydasx (Impu oQOpMIICHUH JIMYHBIX JIEN, JUIS y4eTa 0C000
[EHHBIX JIOKYMEHTOB) BHYTPEHHEH OMUCH JOKYMEHTOB JIEJa;

e BHECEHHWE HEOOXOIUMBIX YTOYHEHHH B PEKBU3UTHI OOJOXKKH Jena (yTOYHEHHE
Ha3BaHUs MO/IpA3/ICIICHUs, UHACKCA U 3aroJIOBKa Jelia, 1aThl Jesia U Jp.).

8.9. Jlena BpemenHoro (mo 10 JeT BKJIIOYMTEIBHO) XPAHEHHS IOJJICKAT YACTHUHOMY

odopmitenuto. JlomyckaeTcs:
e XPaHUTH JIeJIa B CKOPOCIINBATEIAX;
e HE IMPOBOJUTH NEPECHUCTEMATH3AINIO JOKYMEHTOB B JIEIIE;
e JIMCTHI JIeJIa HE HYyMEPOBATh;
e 3aBEpUTEIbHBIC HAIICH HE COCTABIIATS.

8.10 JlokyMeHTHI, MoAJIeKaIue TOTHOMY 0(OPMIICHHIO, TOAIIMBAIOT HAa YETHIPE MPOKOJIA B
TBEPYIO OOJIOKKY M3 KapTOHA HJIM TEPEIUICTAIOTCS C YYETOM BO3MOKHOCTH CBOOOJHOTO YTCHHS
TEeKCTa BCEX AOKYMEHTOB, JaT, BU3 M pe3oitouuid Ha HuX. Ilpu moAaroToBke nen K MOJIIMBKE
(meperuieTy) MeETaJNIMYECKUE CKpEIUIEHHsI (CKOObI, CKPENKH) U3 JOKYMEHTOB yaaistorcs. Jlena
MIOCTOSIHHOTO XpaHEHUs1, COCTOSAIINE U3 He(hOPMATHBIX IOKYMEHTOB, XPAHSITCS B 3aKPBHITHIX TBEPIbIX
MarnKax ¢ Tpems KJarmaHaMH | ¢ 3aBsS3KaMU.

[Ipu Hamuuuu B Jesie HEBOCTPEOOBAHHBIX JTMUHBIX JOKYMEHTOB (TPYAOBBIX KHIKEK U Ap.)
9TH JOKYMEHTHI BKJIQ/IBIBAIOTCS B KOHBEPT, KOTOPBIH 3aTEM MOIIIMBACTCS B ATO J1eno. [Ipu Hanmann
00JIBIIOr0 KOJIWYECTBA TAKUX JIOKYMEHTOB OHHM MOTYT HM3BbIMAThCS M3 /i€, U HA HUX COCTaBJISETCS
OTJeINTbHAsl OTIHCh.

B koHIIe Ka)X/10T0 J1e/1a TTOAIMBAIOTCS YUCThIE OJIaHKK (OPM UIS 3aBEPUTEITBHOMN HAAIMCH.

8.11. B mensx oOecredyeHUs] COXPAHHOCTH M 3aKpEIUIEHUS TMOpsIKAa PpPacloI0KEeHUs
JOKYMEHTOB, BKJIIFOUEHHBIX B JEJIO, BCE JINCTHI, KPOME 3aBEPHUTEIBHOTO, HYMEPYIOTCS apaOCKUMu
uudpamM B MPaBOM BEpXHEM YTy, HE 3aJeBas TEKCTa JIOKYMEHTa, MPOCThIM TpaduuecKum
KapaHJalloM WIH HyMepaTopoM. YTOoTpeOIeHre YepHUIT U IIBETHBIX KapaHAallei sl HyMepaluu
JIMCTOB 3arperiaeTcs. BHyTpeHHSs OMHUCh UMEET CaMOCTOSTEIbHYIO0 HyMEpaIuio.

JIMCTBI 11T, COCTOSIIMX M3 HECKOIBKIX TOMOB HIJTH YacTel, HyMEPYIOTCS 110 KaXKIOMY TOMY
WJIM YaCTH OTAENBHO.

dotorpaduu, uepTekH, IAUArpaMMbl W JPyTHe WILIIOCTPATHBHBIE M CIeNU(pUIECKUe
JOKYMEHTBI, ITPEJICTABIIAIOLINE CAMOCTOSITEIbHBIHN JIUCT B JIeie, HyMEPYIOTCsl Ha 000pOTHON CTOPOHE
B JICBOM BEpXHEM YTITy.

C0XeHHBIH JTMCT pa3BOpauuBaETCs U HyMepyeTcs B IPaBOM BepXHeM yriy. [Ipu atom iuct
moboro ¢opmara, MOAIMIMTEIN 3a OJWH Kpal, HyMepyeTcsl KaK OJUH JIUCT; JIMCT, CIOKEHHBIA H
MOJIIIUTHIN 32 CepeIuHY, MOJICKUT MEePEIINBKE U HyMEpPYeTCs KaK OJIMH JIUCT.

[MommmTeie B 1€70 KOHBEPTHI C BIOKEHUSIMH HYMEPYIOTCS; TIPH 3TOM BHaYaje HyMepyeTcs
KOHBEPT, a 3aTEM OYEPETHBIM HOMEPOM KaX/10€ BIIOKEHHE B KOHBEPTE.

[MommmTeie B A0 JTOKYMEHTHI ¢ COOCTBEHHOW HyMepaluel JIMCTOB (BKIIOYAas TEeYaTHbIC
U3JIaHKUs) MOTYT HyMEpOBaThCsI B 0OILEM MOPSIIKE UM COXPaHATh COOCTBEHHYIO HYMEpAIUIO, €CITH
OHa COOTBETCTBYET IMOPSTKOBOMY PACIIOIOKEHHIO JIUCTOB B JIEIIE.

B cnydasx oOHapyxeHuss OOJIBIIOrO YMCia OMMOOK B HyMepaluHu JHCTOB Jiea B
JIeTOTIPOM3BOCTBE MPOBOIUTCS UX TepeHymepalus. [Ipu nmepeHyMepanuy JUCTOB CTapble HOMepa
3a4epKUBAIOTCS OHON HAKJIOHHOW 4epTOil M PSJIOM CTaBUTCS HOBBIM HOMEp JIMCTA; B KOHIIE Jelia
COCTABIISIETCSI HOBAasi 3aBEpHUTENbHAs HAANWCh, TNPH OTOM CTapas 3aBEepHUTENbHAs HAJIUCh
3a4epKUBACTCsI, HO COXpaHseTCs B JeTe.



8.12. lns ydyera KOJMYECTBA JIUCTOB B JieNie M (PUKcaMu OCOOCHHOCTEH MX HyMepaluu
COCTaBJISIETCSl 3aBepUTeNIbHAsg Haanmuch jaena. OHa cocTaBisieTcs B Jelie Ha OTIEIbHOM JIMCTE —
3aBepHTeIe JIea. 3aBepUTeNbHas HAMUCh COCTABISIETCS 110 YCTaHOBIEHHOU (Gopme (IIpUIIoKEeHHE
Ne 15).

Bce nocnepyromue M3MEHEHMS B COCTaBE M COCTOSHUU Jefla (IMOBPEXIEHUS, 3aMeHa
MOAJIMHHBIX JIOKYMEHTOB KOMHUSMH, NMPUCOCAMHEHHE HOBBIX JOKYMEHTOB U T. 1.) OTMEYAIOTCS B
3aBEPUTEIIBHON HAJIIUCU CO CCBUIKOM Ha COOTBETCTBYIOIIMM aKT.

8.13. O6nokKa Jen MOCTOSTHHOTO, BpeMeHHOTO (cBbIIe 10 jeT) XpaHeHHUs U 10 JTUYHOMY
coctaBy 0(hOpMIISIETCS TI0 YCTaHOBJICHHOH opMme (mprnoxerue Ne 16).

Ha o0noxke nen MOCTOSIHHOIO XpaHEHUs BBEpPXY IMpelycMaTpuBaeTCs MeECTO JUIs
HAaMMEHOBAHMS T'OCYJapCTBEHHOTO apXKBa, B KOTOPBIA OHU OYAYT MepelaHbl, a TaKKe apXUBHOTO
mdpa B IpaBOM BEPXHEM U JIEBOM HIDKHEM yTIiax.

IIpu odopmnenun 0070kKKH 1en HauMeHoBaHHeE IIIKONBI yKa3pIBaeTCS MOJIHOCTHIO IO
yCTaBy, B UMEHHUTEIILHOM IaJIeXKe, COKPAIIEHHOE Ha3BaHHE — B CKOOKaXx.

OO0s3aTenbHBIME PEKBU3UTAMH OOJIOKKU Jefla SBJISIETCS yKa3aHHE KOJIMYECTBA JIMCTOB B
Jielie, KOTOpoe MPOCTaBIIsIeTCsl HA OCHOBAHUU 3aBEPUTEIILHON HAIITUCH JIeNIa, U CPOKa XPaHEeHHUs J1eT1a
(Ha nenax MOCTOSHHOIO XPaHEHMs MULIETCS: «XPAaHUTh IOCTOSIHHO»), KOTOPBIN MEPEHOCUTCS Ha
00JI0KKY J1ea U3 HOMEHKJIATYphl OCTIE CBEPKH €T0 M0 CPOKaM XpaHEHHS B MIEPEUHE.

8.14. Jlnst yyeta JOKYMEHTOB ONPEEICHHBIX KAaTETOPHIl JeJI MOCTOSHHOTO U BPEMEHHOTO
(cBpime 10 ;er) xpaHeHHs, y4eT KOTOPBIX BBI3BIBAETCS CHEUU(UKONW JaHHOM JOKyMEHTaIluu
(;TmaHBIE Aena, 0000 EHHBIE), COCTABIISIETCS! BHYTPEHHSS OMTUCH IOKYMEHTOB JIeTa.

BHyTpeHHIOI0 OMUCh HEOOXOAUMO TAaK)KE COCTABIATH B JieJaX MOCTOSHHOTO U BPEMEHHOTO
(cBpimie 10 ner) xpaHeHus, cHOPMHUPOBAHHBIX MO Pa3HOBUAHOCTSAM JOKYMEHTOB, 3aroJOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIep)KaHNEe JOKYMEHTOB.

BHyTpeHHSIE ONUCH COCTABISICTCS Ha OTICIBHOM JIUCTE€ [0 YCTAaHOBJICHHOH Qopme
(mpunoxenue Ne 17), koTopasi COAEPKUT CBEACHUS O TMOPSIKOBBIX HOMEpPAX JOKYMEHTOB JeNa, UX
MHJIEKCaX, 1aTaX, 3aroJI0BKaxX U HOMepax JIMCTOB JieJia, HA KOTOPBIX PACOJIOKEH KaXK/bli JTOKYMEHT.

K BHyTpeHHeW omHCH Jena COCTaBIIETCSA WTOrOBas 3alliCh, B KOTOPOW YKa3bIBAETCS
muppaMd M TPOMHCHIO KOJWYECTBO BKIIIOYCHHBIX B HEE JTOKYMEHTOB M KOJHYECTBO JIMCTOB
BHYTpPEHHEH OIHUCH.

BHyTpeHHSS OnUCh MOJNUCHIBAETCS €€ COCTAaBUTEIEM C YKa3aHHEM JIOJKHOCTH, MOJIHUCH,
pacippoBKY MOANUCH U HyMEpYeTcs B 1€ OTAEIbHO.

9. Opraﬂmauuﬂ OMMEPATUBHOIO XPAHEHUSA JOKYMCHTOB

9.1. C MmoMeHTa 3aBeJIeHHs U JI0 nepeaayu aen B apxuB LIkonsl gena XpaHsaTcs 10 MECTY UX
(bopMHUpPOBaHUS — B CTPYKTYPHBIX HOJpa3/ICICHUSX.

PykoBomuTenu  CTPYKTYpHBIX MOApa3/ieileHuid U  pabOTHUKH, OTBEyarolue 3a
JIeTIOTIPOU3BOICTBO, 00513aHbI 00ECIeYnBaTh COXPAHHOCTh JOKYMEHTOB U /€.

C uenpl0 MOBBIIEHUS ONEPATUBHOCTH IIOMCKA JOKYMEHTOB Jie€jla paclojiararoTcsi B
COOTBETCTBUU C HOMEHKJIATYPOU JIeJI.

Ha xopemkax 0010kKeK 1€/ yKa3bIBaOTCs MHAEKCHI JIeJT 10 HOMEHKIIAType.

K noxymeHTam BpeMEHHOI'0 XpaHEHHsI OTHOCATCS JOKYMEHTBI CO CPOKOM XpaHEeHHUs He Ooiee
10 neT u xpaHsTCs M0 MecTy uX (OpMUPOBAHUS B CTPYKTYPHBIX MOJIpa3aeneHusX. Jlena BpeMeHHoro
(mo 10 ner BKIIIOUMTENBHO) XpAaHEHUS B ApXMB HE MEPEAAIOTCS U IOJUIEKAT YHUYTOXKCHHUIO B
YCTaHOBJIEHHOM MOPSIJIKE.

3aBepIleHHbIE Je7la TOCTOSHHOTO U JIOATOBpeMeHHoro (cBbimie 10 jeT) cpoKOB XpaHEHHS
XpaHATCS MO0 MECTy UX (POPMUPOBAHUS B TEUEHHUE ABYX JIET, a 3aTeM cAatoTcs B apxuB [1Ikobl.

Jlena BpEMEHHOTO CpOKa XpaHEHMs XpaHATCA MO MECTy MX (OPMHPOBAHUS B TEUCHHE
YCTaHOBJICHHBIX HOMEHKIIATYPOU €I CPOKOB.

9.2. Bblgaua nen, O3HAKOMJIEHME C JIOKYMEHTAMH, HaXOASIIMMUCA HAa OIEPAaTUBHOM
XpaHEeHUH B CTPYKTYPHOM IMOJpa3/ieleHuu, padoTHUKaM IIIKoibl MpOM3BOIUTCS C pa3perieHus
PYKOBOJICTBA I10J] pACIIUCKY B JKypHaje y4yeTa Bbl1aul TOKYMEHTOB U3 apxuBa (mpuiiokenue Ne 18)



Jlena BbIIalOTCS BO BPEMEHHOE TMOJIb30BaHHE PAOOTHUKAM CTPYKTYPHBIX MOJIpa3e/ieHuii Ha
Cpok He Oonee omgHoro wmecsma. llocne ucTedyeHHs YKa3aHHOTO CpOKa [0 JOJIKHO OBITh
BO3BpAIIICHO HA MECTO €I0 XPAHEHUSI.

9.3. 3bsTHE TOKYMEHTOB U3 JIEJI TIOCTOSHHOTO XpaHEHHS I0IyCKAeTCA B UCKITIOUUTEIbHBIX
cllydasx, IO 3alpocaM KOMIIETEHTHBIX OpPraHOB M IPOM3BOAMTCS C IMHCbMEHHOI'O DPa3pELICHUS
nupektopa IlIkonbl ¢ ocTaBneHHEM B Jielie 3aBEPEHHON KOMUHU JAOKYMEHTa M akTa O MpUYMHax
BBIJIA4H MOJJTMHHUKA.

9.4. CamocTOATEIHHOE YHUUYTOKEHUE JOKYMEHTOB B CTPYKTYPHBIX mojpasaeneHusx [Ikomnbr
3arperiaercs.

9.5. PabOTHHMKM CTPYKTYPHBIX MOAPA3/EICHUI HECYT OTBETCTBEHHOCTb 32 COXPaHHOCTb
MOCTYIUBIIMX K HUM JJOKYMEHTOB U aKKypaTHOE 00palleHNe ¢ HUMHU.

10. Iopsinok nepenaym JOKYMEHTOB HA XpPAHEHHE B APXUB LIKOJIbI

10.1. B apxuB IllIkonsl mepenmarorcsi Aeiia MOCTOSHHOTO, BpeMeHHoro (cBeime 10 er)
XpaHEHus U 110 JINYHOMY cocTaBy. Mx nmepeaaya npou3BOAUTCS 110 OIUCAM €.

3aKOHYEHHBIE JIEIONPOU3BOJCTBOM [ieJla IOCTOSIHHOIO, BpeMeHHoro (cBeime 10 1er)
XpaHEHUs U IO JUYHOMY COCTaBY I1OCJI€ OKOHYAHUS KaJEHJApHOI'O T0ja, B KOTOPOM OHHU ObLIN
3aBEeJICHbI, MOAJIEKAT O(OPMIICHHIO B COOTBETCTBUU C HACTOSILEH MHCTPYKLUEH U mepelarTcs B
apxuB llIkosel yepe3 aBa rosa mocjie OKOHYaHUS UX Jienonpon3BoacTBoM. [Ipuem ocyiiectBiseTcs
110 rpad MKy, COrJIacOBaHHOMY C PYKOBOJUTEISIMH CTPYKTYPHBIX HOAPA3JEICHUH U YTBEPIKICHHOMY
nupekTopoM IIkoubl.

10.2. B nepuoj MoAroTOBKM CTPYKTYPHBIMM HOJpPA3JEIEHUSMH €]l K Iepefaye B apXuB
OTBETCTBEHHBI 32 apXUB NPEIBAPUTEIHFHO TMPOBEPSET MPABWIBHOCTE HUX (OPMHPOBAHUS,
o(opMiIeHHs 1 COOTBETCTBUE KOJIMYECTBA JIEJ1, BKIIFOUEHHBIX B ONUCH, KOJIMYECTBY J1€71, 3aBEACHHBIX
B COOTBETCTBUU C HOMEHKJIaTypoil. Bce BhISIBJIEHHBIE IPU ITPOBEPKE HEJOCTATKH OTBETCTBEHHBIE 32
JIeJIOTIPOU3BOCTBO MOApa3ieieHNs 00s3aHbl yCTPAHUTb.

10.3. Ilpuem kaxxaoro jaena NPOU3BOAMTCS OTBETCTBEHHBIM 3a apXHMB B IMPHUCYTCTBUHU
OTBETCTBEHHOI'0 3a JEJONPOU3BOJICTBO CTPYKTYPHOro mnojpaszeneHus. Ha sk3emmisipax onucu
IIPOTUB Ka)KJI0T'0 JIeJia, BKJIOYEHHOIO B HEE, JIEJIaeTCsl OTMETKA O HAJIM4MHU Jiena. B KoHIle Kax10ro
9K3EMIUISIpa OMUCH YKa3bIBalOTCS LU(paMH U MPOMHCHIO KOJMYECTBO (DAKTUYECKH NPHUHSATHIX B
apxuB Jiell, HoMepa OTCYTCTBYIOIIMX JIeJl, AaTa IpueMa-nepesadu Je, MOANNCH OTBETCTBEHHOTO 3a
apXxuB U pabOTHUKA, NTEPEJaBILEro Jena.

10.4. lena B apXuB AOCTABIISIFOTCS] pAOOTHUKAMHU CTPYKTYPHBIX HOJIpa3AeIeHUH.

10.5. Jlena BpeMmeHHOro cpoka xpaHeHHs (10 10 JeT BKIIOYMTENBHO) XpaHATCS B
CTPYKTYpPHBIX MOJPA3/EICHUSIX M MO HMCTEUEHUH CPOKOB XpaHEHMsI BKIIOYAIOTCS B aKThl O
BBIIEJICHUH K YHUYTOXXECHHIO JIOKYMEHTOB, HE NMOAJIEKAIUX XpaHEeHN0. OHU MOTYT IIepeaBaThCs B
apXuB TOJBKO B MCKJIIOUUTEIBHBIX CiIydasx mo penieHuto aupekropa llxomel. Ilepemaua ux
OCYILIECTBIISIETCS 110 ONUCSM.

10.6. B cnyyae JUKBHJALUMU CTPYKTYPHOIO TIOApA3AeNeHUs OTBETCTBEHHBIM 3a
JIeJIOTIPOU3BOICTBO B TEUEHHE JABYX MECSIIEB C MOMEHTA JIMKBUAALMY MO/pa3ieieHus GopMupyer
BCE UMEIONINECS JOKYMEHThI U nepenaeT B apxuB LlIkosbl HE3aBUCUMO OT CPOKOB XpaHEHUs; Ipu
peoprannsanu LIIkosael JOKyMEHTHI IEPENAIOTCS 110 aKTy NIpHUEMa-IepeAadn IPaBOIPEEMHUKY WIIH
IIPU OTCYTCTBUU MPaBOMPEEMHUKA — B TOCY/IaPCTBEHHbIN apXUB.

11. DkcnepTH3a HEHHOCTH IOKYMEHTOB

11.1. DxcnepTU3a HEHHOCTH JOKYMEHTOB — U3Y4YE€HHE JOKYMEHTOB Ha OCHOBAHUH KPUTEPUEB
UX IEHHOCTHU B LICJIAX onpeneneHI/m CpOKOB XpaHeHI/IS[ JIOKYMeHTOB nu 0T60pa X Ha FOCY}IapCTBeHHOG
XpaHEHHe.

11.2. DOxcnepru3a neHHOCTH JoKyMeHTOB B Illkone Ha cragum nmenonpou3BOACTBA
MIPOBOAMTCS: MPU COCTABICHUH HOMEHKIATYPHI JeNT; B Mpolecce GOPMUPOBAHUS JeNl U MPOBEPKU
MPaBUJILHOCTU OTHECEHUS JOKYMEHTOB K JIeJIaM; MPH MOJATOTOBKE JE] K MOCIEAYIOIEMY XPAHEHHUIO;
B ApXHUBE B MPOLECCE IMOJATOTOBKHU HA TOCYJAPCTBEHHOE XPAHEHUE.

11.3. JIns opraHu3anuyd M TPOBENEHHUS JKCHEPTU3bl LIEHHOCTH JokymMeHToB B Illkoie
CO3/1aeTCs IOCTOSIHHO JEHCTBYIOMIAs dKCIepTHas komuccus (nanee — DK).



11.4. ®ynxuu u npasa DK, a Takke opranuzanus ee paboThl ONPEACISICTCS MOJIOKEHUEM,
KOTOpPOE€ YTBEPXkKAAETCsl AUPEKTOPOM ILKOJbI M (WJIM) COIJIaCOBBIBAETCS C MHUHUCTEPCTBOM
obpazoBanust Kuposckoit ob6mactu.

11.5. DOkcmepTu3a I[EHHOCTH JOKYMEHTOB IIOCTOSSHHOTO M BpPEMEHHOIO XpaHEHUs
OCYILIECTBIISIETCS] €XKETOHO B CTPYKTYPHBIX Hoapa3aencHusX I1Ikosbl HEMOCPEACTBEHHO JIULIAMU,
OTBETCTBEHHBIMHU 3a JEJIONPOU3BOACTBO, COBMECTHO ¢ DK Ipu HENOCPEACTBEHHOM METOIHYECKOM
pykoBoactse apxusa [IIkounsr.

11.6. OTO0p IOKYMEHTOB [UI INOCTOSSHHOI'O XpaHEHMs IPOBOAMUTCS B COOTBETCTBUU C
HOMEHKIaTypoil aen [IIKosbl, TUTIOBBIMY U BEIOMCTBEHHBIMU NIEPEYHSAMH JOKYMEHTOB C YKa3aHUEM
CPOKOB UX XPaHEHUS IIyTeM IIOCTPAaHUYHOI'O POCMOTPA JEII.

B nenax mocTOsIHHOTO XpaHEHUs TOJIEKAT UIBATHUIO TyOJIETHBIE 3K3EMIUISPHI JOKYMEHTOB,
YEepHOBUKH, HEO(OPMIIEHHBIE KOITUYU JOKYMEHTOB M HE OTHOCALINECS K HUM JJOKYMEHTBI.

Hena ¢ ormetkoit «OITK»/«3K» monBepraioTcst Takke HOIUCTHOMY MPOCMOTPY C IEIBIO
OIIpEICNICHUsT U BBIIEICHMS U3 UX COCTaBa JOKYMEHTOB, IOJUICKAUIMX IOCTOSIHHOMY XPaHEHHUIO.
Hena ¢ ormetkoit «OIIK»/«3K», comepxamume TOKYMEHTHI MOCTOSIHHOTO XpPaHEHHs, MOAJIEKAT
nepeOpMUpPOBaHUIO. BblgeneHHble W3 HUX COCTaBa JIOKYMEHTbl IIOCTOSHHOTO XpaHEHUs
MPUCOCTUHSIOTCS K OJHOPOTHBIM JeidaM U O(OpMIIIOTCS B caMocCTosiTenbHbIe jaena. Cpoku
XpaHEHUs JieJ, COIAEPKalIMX OCTaBLIMECS JOKYMEHThl BPEMEHHOI'O XPaHEHMsI, ONPEACIAIOTCA 110
BEJJOMCTBEHHOMY (M THUIIOBOMY) IE€PEYHIO JOKYMEHTOB C YKa3aHHEM CpPOKOB HX XpaHEHUs U
HOMeHKJarype Jen. lloamuBka BHOBb C(OPMHUPOBAHHBIX J€J1 MPOU3BOAMTCSA TOJIBKO I1OCIE
3aBEpUICHMSI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

OnHOBpPEMEHHO C OTOOPOM JOKYMEHTOB IOCTOSSHHOIO M BpeMeHHoro (cBeime 10 jer)
XpaHEHUusl A Iepeaud B apXuUB B CTPYKTYPHBIX IOJPA3JEIICHUSAX MPOBOIUTCS OTOOp 1€l U
JOKYMEHTOB BpeMeHHoro (1o 10 mer) xpaHeHHs, MOISKANUX TaJIbHEHIIEeMY XpaHCHHIO B
CTPYKTYPHBIX TOJpPA3ACICHUAX, BBIICICHUE K YHMUYTOKEHHUIO €N 3a MPEblAyIIUe TOAbI C
UCTEKIIMMHU CpOKaMH XpaHeHus. [Ipum 3ToM ydMTBIBarOTCS OTMETKM B HOMEHKIaType nen «Jlo
MuHoOBaHus HajoOHocTH» (JAMH), «IIpu ycnoBuu 3aBepiiieHus: IpOBEPKHU (PEBU3UM)» U T. II.

[TapaenpHO MPOBEPSETCSA KAYECTBO U MIOJHOTA JEHCTBYIOLIEH HOMEHKIATYpsI Aei HIKoibl,
IIPaBWIBHOCTB OIIPENETICHHSI CPOKOB XPAHEHUS €1, 3aBEJCHHBIX B COOTBETCTBUU C HOMEHKJIATypOr
7eT1, COOJI0IEHNE YCTaHOBIEHHOTO TIOPsIIKa OPOPMIICHHS JOKYMEHTOB U (POPMHUPOBAHUS JCII.

11.7. ApxuB MpOBOAUT SKCIEPTU3Y ILIEHHOCTH JOKYMEHTOB TIpu OTOOpEe HX Ha
rOCy/lapCTBEHHOE€  XpaHEHHME T1OJ]  HENOCPEACTBEHHBIM  METOJUYECKMM  PYKOBOACTBOM
MYHUIIUIATBHOTO apxuBa cyobekTa Poccuiickoii deneparui.

11.8. B cmydae oOHapyXeHUs B TIPOIIecce MPOBEICHUSI SKCTIEPTU3BI IEHHOCTH JIOKYMEHTOB B
apXuB€ HEJIOCTayd [JOKYMEHTOB ITOCTOSHHOTO XPaHEHHUS COOTBETCTBYIOUIUMH CTPYKTYPHBIMU
nozpazaeneHussMu LIKosbl JOKHBI ObITh IPUHSATH MEPHI 110 PO3BICKY 3TUX TOKYMEHTOB.

CrpyxTypHble noapazaeneHus 11Ikobl 00s13aHbl CHCTEMaTHYECKH OMUCHIBATh JOKYMEHTBI 110
JUYHOMY COCTaBY M JIOKYMEHTHI BpeMEHHOro xpaHeHus (cBeimie 10 mer), obecnedywBaTh WX
COXPAHHOCTb U yUerT.

11.9. Ha Bce 3aBepuieHHbIE 1€I0NPOU3BOJICTBOM Ji€Jia TOCTOSSHHOT0, BpeMEHHOT 0 (cBbiIie 10
JIeT) XpaHeHUs1 U MO JUYHOMY COCTaBy, NMPOLIENIINE SKCHEPTU3y LEHHOCTH M O(OpMIIEHHBIE B
COOTBETCTBUM C HACTOSILIUMHU TPEOOBAHUSMH, €KETOJHO COCTABIAIOTCS omucu naen. OTaenbHas
ONUCh JIeNl TNpeACTaBiseT co0oil mepedeHb el € CaMOCTOSATENbHOM BajloBOM (TOPSIIKOBOI)
HyMeparuen.

OnucH cocTaBIIAIOTCS OTAEIBHO HA Jieia IOCTOSHHOTO XpaHEHMs], [I€J1a BpEMEHHOT'O (CBBIIIE
10 net) XxpaHeHus1, Jefia Mo JIMIHOMY cocTaBy (mpuioxkeHus Ne 19-21).

Onucu z1en cocTaBisAOTCA B KaXAOM CTPYKTYpHOM mnoppasjeneHun llIkonsl exeroqHo B
JBYX 3K3EMILISpax.

1o aTuM onucaM noapasesieHns CAAI0T TOKYMEHTHI B apxuB I1Ikoubl.

[Ipy HanMuuMu B CTPYKTYPHBIX MOAPA3/IEICHUSIX HEONHMCAHHBIX /e 3a HECKOJIBbKO JIET IO
COIJIACOBAHUIO C OTBETCTBEHHBIM 3a apxuB lIIkoibl HA HMX MOXET COCTaBIATHCA OJHA OIUCH
(BHYTpH K€ /ieJIa pacroJiaratoTcs 1o rofam UX 3aBeJCHHS).

Onucu Aen CTPYKTYpHBIX MOApa3feleHUi COCTABISAIOTCS IO YCTaHOBJIEHHOW (opme
(npunoxenue Ne 22) u npencrasisitorces B apxus 11Ikonbl yepes 1Ba roja mocie 3aBeplieHus J1e1 B
Je0npon3BoACcTBE. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U KAUECTBEHHOE COCTABIIEHUE OIUCEN Jel
CTPYKTYPHBIX ITOAPA3ACICHANA HECYT PYKOBOJUTEIH 3TUX NOAPA3/ICICHUN.

11.10. I1epen BHECEHUEM 3aTrOJIOBKOB JIEJ B OIIMCH IIPOBEPSAIOTCSA KaueCTBO (hDOPMUPOBAHUS U



odopmIIeHHUS e, COOTBETCTBHUE KOJIMUYECTBA /1], BHOCHMBIX B ONTUCH, KOJTMYECTBY 3aBEICHHBIX JeI
1o HoMeHkJatype [1IkoJbl.

[Ipu npocmoTpe J1e MPOBEPSIFOTCS: COOTBETCTBHE 3ar0JIOBKA JIeja COIEPHKAHUIO JOKYMEHTOB
B JieJie; MPaBUILHOCTh O(POPMIIEHHUS U TPYNIUPOBKHU JOKYMEHTOB, BKIIFOUEHHBIX B JIEJI0; KAYECTBO
MOAIIMBKYA WM TIEepeIuieTa Jieja; MpaBUIbHOCTh HyMEpallUM JIMCTOB J€Na; HaJIU4ue B JieJie B
HEO0OXOJIMMBIX CITydasix BHYTPEHHEW OMKUCH; TPABUIbHOCTh 0(OpMIICHHS OOJIOKKH Jieia; HAIUYUE U
MIPABIWJIBHOCTH 3aBEPUTEIHHON HAAMKCH JeNia. B cirydae oOHapyKeHHsI HAPYIICHHUS YCTaHOBICHHBIX
npaBu1 GopMUPOBaHUS U OPOPMIICHHUS 1T OHU JTOJIKHBI OBITH YCTPAHEHBI.

B ciydae oOHapyeHHS OTCYTCTBHUS J€J, YUCIAIUXCS MO HOMeHknarype aen [lIkousr,
CTPYKTYpPHBIM TOJpa3ieeHUeM IPUHUMAIOTCS Mepbl MO HX po3bicKy. OOHapyKeHHbIE jaena
BKJIFOYAIOTCS B ONMUCh. ECiM mpHUHSTHIE MEphl HE Al PE3yJIbTaTOB, TO HA HEOOHAPYKEHHBIC JIeTia
COCTABJISIETCSl CIPABKAa O MPUYMHAX OTCYTCTBHUS J€J, KOTOpas MOJIUCHIBAETCS PYKOBOJIUTEIEM
CTPYKTYPHOTO MOJIpa3/IeiCHUs U MepeacTcsi BMECTE C OMUCHIO JIeT CTPYKTYPHOIO MOAPAa3/ACIICHUs B
BEJIOMCTBEHHBIN apXHUB.

11.11. OnucaTenbHas cTaThs OMUCH I CTPYKTYPHOTO TOJAPA3ACIEHUS BKIIFOYAET B ceOs
clieTyIoIre 3J1eMeHThI (Tpadbl): MOPSIKOBBIM HOMEp Jelia MO OMKUCH; UHACKC JIeja; 3ar0JIOBOK Jela
(TOMa, 4acTH), MOJTHOCTHIO COOTBETCTBYIONIUI €T0 3aroJIOBKY Ha OOJIOXKE Jiefia; JaTa Jaena (Toma,
4acTH); CPOK XpaHEeHHUsI Jieia (ToMa, 4YacTH ); KOJIMYECTBO JIUCTOB B Jieie (TOME, YaCTH); IpUMEYaHHeE.

[Ipu cocTaBiennu onucu Aei coOII0AA0TCs CAeAYIOLUe TPeOOBAHUS:

©3arOJIOBKM JIe]1 B ONMCU JIOJDKHBl COOTBETCTBOBAaTh 3arojlOBKaM Jel1 B

HOMEHKJIATypE JIeJl 1 TOMY, YTO BBIHECEHO Ha 00JIOKKY, B COOTBETCTBUU C IPUHATON CXEMOM

CHUCTEMaTHU3alluu;

e KQX10€ JICJI0 BHOCUTCS B OITUCH T10J] CAMOCTOSITEIbHBIM MOPSIKOBHIM HOMEPOM.

Ecnu neno cocrout u3 1Byx u 6oJiee yacTei Wk TOMOB, TO KaXKasi YaCTh WJIM TOM BHOCUTCS
B OIKUCB T0J] CAMOCTOSITEIbHBIM HOMEPOM.

11.12. I'padbl onucu 3anonHSIOTCS B TOYHOM COOTBETCTBUU C TEMH CBEJICHUSIMHU, KOTOPHIE
BBIHECEHBI Ha O0JIOKKY JIea.

11.13. Ilpu BHeceHMM B ONUCh MOAPSA €1 C OJAMHAKOBBIMU 3aroJIOBKaMU IHILETCA
IIOJIHOCTBIO 3aroJIOBOK MEPBOIO JIeja, a BCE OCTAJIbHbBIE OJJHOPOJIHbIE Jiej1a 0003HAYa0TCs CII0BaMU
«To ey, Ipu 3TOM JIPYTUE CBEJICHUS O JIeNaX BHOCSTCS B OMHUCH MOJTHOCTBIO (Ha KaKJOM HOBOM
JIUCTE OMKCH 3ar0JIOBOK BOCITPOU3BOIUTCS TOJHOCTHIO).

11.14. I'pada onucu «IIpumeuanue» HCIONB3yeTCS i OTMETOK O IpUeMe e, 00
0COOEHHOCTSX UX (PU3UYECKOTO COCTOSIHUS, O TIepeaaye 1e7 IPYTruM CTPYKTYPHBIM MOIpa3IeIeHUSIM
CO CCBUIKOIM Ha HEOOXOAUMBIH aKT, 0 HATMYUU KOMUH U T. 1.

11.15. B koHne omucH BcIEN 3a IIOCIENHEN ONMMCATEIbHOM CTaThed NeIacTCsl UTOroBas
3amMch, B KOTOPOH yKa3bIBaeTcs (U(PpaMu U MPOMUCHI0) KOTUYECTBO AeI, YUCISAIINXCS 10 OMHCH,
TIEPBBII U TTOCJIETHUIM HOMEPA JIeJT TIO OTTUCH, a TAK)KE OTOBAPUBAIOTCSI OCOOCHHOCTH HyMEPAIUH JEI
B OMHCH (JIUTEPHBIC HOMEpA JIe] U MPOIYIIeHHbIE HOMEPA).

11.16. Onuce pAen CTPYKTYpPHOTO MOJApAa3JeNE€HUs TOANMCHIBAETCS PYKOBOJUTEIEM
CTPYKTYPHOTO TIOJIpa3/ieJICHUS.

Onucu CTpYKTYpPHBIX NOJIpa3/IeJIeHUI CIy»KaT OCHOBOM JJIsi COCTaBIEHUs TOI0BOTO pa3jena
orucu jaen [Ikosbl, mpeauciaoBusi, TUTYILHOTO JIUCTA, MOATOTOBKA KOTOPOTO BO3JIAaraeTcs Ha apXuB
[Ixomnbl.

11.17. Tlo pe3ynbraraM SKCIEPTH3bl IIEHHOCTH IOKYMEHTOB COCTaBJISIIOTCS ONUCH el
MOCTOSIHHOTO, BpeMeHHOro (cBbiie 10 jeT) XpaHeHUs U MO JIMYHOMY COCTaBy, & TakKe akThl O
BBIJICIICHUH JI€7T K YHUITOKEHUIO.

11.18. AKT 0 BBIJIEJICHUU K YHUUTOXXEHHUIO JOKYMEHTOB COCTaBJISETCS, KaK IPAaBUIIO, HA Jiea
Bceil [lIkonbl. Ecnu B akTe ykaszaHbl Jeja HECKOJIBKUX CTPYKTYPHBIX MOAPA3AEIEHUM, TO Ha3BAHUE
KaXJIOTO CTPYKTYPHOTO MOAPA3/ENICHUs YKA3bIBAETCS IMepes] TPYNIOoW 3arojoBKOB €1 3TOTO
ojpa3aesieHnsl. 3ar0JI0OBKHA OJHOPOJAHBIX JIeNI, OTOOPAHHBIX JJII YHUUITOXKEHHUS, BHOCSTCS B aKT O]
OOIIMM 3aroJOBKOM C yKa3aHWEM KOJMYECTBa JeJ, OTHECeHHBIX K JaHHOW rpymme. [lema
BKJIFOYAIOTCS B aKT O BBIJICTICHUH WX K YHHUUYTOXEHHUIO, €CIIM MPETyCMOTPEHHBIN JUIsI HUX CPOK
XpaHeHUs UCTeK K | sHBaps roaa, B KOTOPOM COCTaBJIEH aKT, NMPU HAJIWYUU YTBEPKICHHOM
(cormacoBaHHOM) OMUCH 3a ATOT mepuoy (mpuioxenue Ne 23).

CornacoBannbsie DK IlIkonbsl akThl yTBepxkaaroTcs aupekropom IlIkosbl npu Hamuyuuu
YTBCPIKACHHBIX onuceun ACJI MMOCTOAHHOTO XpaHCHHUA U COIJIACOBAHHBIX onucen AC IO JINYHOMY



COCTaBy 3a TOT KC MECpUOA, MOCIC YCro IIIxona umeer MpaBO YHUYTOKAThb ACJId, BKIIIOYCHHBLIC B
JaHHBIC aKThI.

Horpy31<a " BbIBO3 HAa YTHUJIM3AalIUIO OCYIICCTBIIAIOTCA IO KOHTPOJIECM OTBCTCTBCHHOI'O 3a
ApPXUB UM OTBETCTBCHHOTI'O 3a JACIIOIIPON3BOJACTBO.

12. Ilepenaya 10OKYyMEHTOB HA XpaHeHHe B MyYHHMIMNIAJIbHBIA apXUB

12.1. B cBoeii pgesarenbHocTH apxuB IIIKoJbI pPYyKOBOJCTBYETCS HOPMATUBHBIMU U
METOJIMYECKUMU JOKyMeHTamu DeepanbHOro apXMBHOTO areHTcTBa Poccuu, monokeHueM o0
apxuBe.

JlokymeHThl, oOpa3oBaBimecs B JeaTenbHOCTH IIIKONBI, HWMEMIIHE HUCTOPHUYECKOE,
KYJIbTYpHOE, HAy4YHOE, 3JKOHOMHUYECKOE, ITOJINTHYECKOE U NMPAKTUUECKOE 3HAUEHHE, BXOAAT B COCTAB
ApxusHoro (onga Poccuiickoii denepaiiny U mojjiexar nepeaade Ha XxpaneHne B M yHUIIUTIATbHBIN
apxuB IOppaHCKOrO paiioHa.

Jlena BpeMeHHBIX (cBbllle 10 JI€T) CPOKOB XpaHEHHUS U IO JIMYHOMY COCTaBY I€peaaye B
MYHULUIAJIBHBIN apXUB HE MOJIEKAT, UCKIIFOUEHHE COCTABIISIIOT ClIydau JUKBUAALIMN OPraHn3aliy.
Takue nena xpausrcs B apxuse [1IkosIb1 ¥ 110 KCTEUEHUU CPOKOB XPaHEHUS MOJJICKAT YHUUTOXKECHHUIO
B YCTAHOBJICHHOM IOPSKE.

12.2. [lepenaya aen B MyHULIUITAIbHBIA apXUB OCYIIECTBIISIETCS 110 aKTy MpUEMa-Tepeaadn
apXMUBHBIX JOKYMEHTOB HAa XpPaHEHUE U B 3apaHee COIJIACOBAHHBIE C MYHUIUIAIbHBIM APXUBOM
CPOKH.

13. Ucnosib30BaHMe JOKYMEHTOB apXHBa IIKOJIbI

13.1. JlokyMeHTbl M Jejla, HaxXOAsIIUecs Ha XpaHEHUH B apXuBe, IPeJICTAaBIAIOTCS
paboTHUKAM MOApa3JeeHU JUIsi pabOThl B MOMEIICHUU apXHWBa WM BO BpeMeHHOE (He Oosee
MecsI11a) MOJIb30BaHUE BHE apXHBa 10l PACHUCKY B )KypHaJIe yyeTa BblJJaul JOKYMEHTOB (1e1).

PaboTtHuky 11IK0BI HECYT OTBETCTBEHHOCTH 332 COXPAHHOCTh U MIPAaBUIIBHOE HCIIOJIb30BAaHHE
MIOJTyYEHHBIX apXUBHBIX JIOKYMEHTOB.

13.2. W3bsATHE AOKYMEHTOB U3 apXMBHBIX J€J, Neperadya padOTHHKAM MoJpa3ziesieHuil
apXMBHBIX JIOKYMEHTOB MWJIM MX KONHUH pabOTHUKaM JApYrMX OpraHu3auuil 0e3 pasperieHus
PYKOBOJICTBA HE JOIMYCKaeTCsl.

ITpu pabGore ¢ apXMBHBIMU JOKYMEHTaMH HE pa3pelaeTcss BHOCUTh B HUX IPaBKY, JIeJaTh
MIOMETKH, paboTaTh C HUMHU BHE CIIY>KEOHBIX TOMELICHHH.



IIpunoxenue Ne
1 ®opma akTa npuema-nepeaayn
JIeJ TP CMEHE OTBETCTBEHHOTO 32
JIEIIONPOU3BOJICTBO, PYKOBOAUTES
NoJipa3iesIeHUs

MyHununansHoe 010 KeTHOE 00111e00pa3zoBaTesibHOe yupexaenue "CpenHsis
obmeobpazoBatenpHas mkosia NeS4 umenu Pomana EpasikoBa" ropona Kuposa,
(MBOY COLI Ne 54 ropona Kuposa)

(moamnuce) (1.0. ®amunus)
(mara)
AKT
Ne
(mara)
(MecTo cocTaBICHUS)
npreMa-fepeayu el Py CMEHe OTBETCTBEHHOTO 32
JIEIOMPOU3BOJCTBO, PYKOBOAUTENS TOPa3ACICHUS

B COOTBETCTBUU c PUKA30M oT Ne
nepexaan, a

YTBEPXIAIO
(TOKHOCTD PYKOBOIMUTEIS)

(®. U. O., nomxuocts nepenatoniero) (G. U. O., 1omKHOCTh MPUHUMAIOIIETO)

IPUHSUT B IPUCYTCTBUHM KOMUCCHH, 00pa30BaHHON Ha OCHOBaHMM JAHHOT'O NPUKa3a, B COCTABE

npeacenarens
Hu
YJICHOB
(®. 1. 0.)

JIOKYMEHTBI OIpa3/IeIeHUs] B COOTBETCTBUM C HOMEHKIIATYPOH A€M 3a TOBbI.
Ne HassaHue n N2 onucu Konuuectso Konunuecrso MpumeyaHue
n/n 3K3emMnAApoB Onucu MPUHATbIX aen

1 2 3 4 5

Hroro npunsATO

JCI.

CocrosiHre TOKYMEHTOB

(undpamu 1 MPONKUCHIO)

(ena Ha CKOPOCIIMBATENAX, MOAIIUTHI, IEPEIIETEHbI, IPOHYMEPOBaHbI)

ITepenan
[Ipunsin
[Ipencenarens koMmuccuun

YeHsl KOMUCCHUU:

Iloamuce
Iloamuce
TToamuce

Ioamucu

N.0. ®amunus
N.0. ®amunus
N.0. ®amunus
N.0. ®amunus



ITpunoxxenne Ne 2

[Tpumep akTa npuema-nepeaayn e Ipyu CMEeHe
OTBETCTBEHHOTO 32 JEJIONPOU3BOCTBO,
PYKOBOJUTENS MOAPA3ACICHUS

MynununansHoe OroaxeTHoe o01eodpazoBarenbHoe yupexaenue "Cpenuss
obmeobpaszoBarenbHas mkoia NeS4 umenu Pomana EpasikoBa" ropona Kupoga,
(MBOY COLI Ne 54 ropona Kuposa)

25.06.2022 Ne 8

YTBEPXJIAIO
Hupexrop MBOY COLI Ne 54
ropoja Kuposa
N.N. NBanoB
05.06.2022
AKT
r. Kupos

InpueMa-mepcaadu aAcC IIpu CMCHE OTBCTCTBCHHOI'O 3a JACJIOIIPOU3BOACTBO

B cootBercTBuu ¢ mpukazom ot 12.06.2018 Ne 46 Mutpodanosa 1.A. nepenana, a Pomanosa O.K.
MIPUHIA B IPUCYTCTBHH KOMUCCUHU, OOpPa30BaHHON Ha OCHOBAHUU JJAHHOTO MPHKa3a, B COCTaBE
npencenarens MBanosoi A.W. u wienoB Cemenosoii JI.A. u Jlecuunkoit P.1. nokymeHTbI
MOApa3AeJIeHHs] B COOTBETCTBUM C HOMEHKIaTypoi nen 3a 2017 roa.

Ne i/m HazBanue n Ne onmcn KosanuecrBo KonuyecrBo |IIpumeuyanue
IK3EMILISIPOB NMPUHATHIX
onucH bi ()
1 2 3 4 5
1 Omuce Ne 1 gen mocTOSHHOTO 1 42
xpanenus 3a 2014-2017 rogst
2 Onucek nen Ne 2 o TM4YHOMY 1 23
cocraBy 3a 2014-2017 roast

Hroro mpunsTo 65 (MI1€CTHASCAT MATH) JE.

CocrosiHHE AOKYMCHTOB U omnmuceit YAOBJICTBOPUTCIIBHOC.

[Tepeman Mutpodanora  HN.A. Mutpodanosa

ITpunsin PomaHnoBa
IIpencenarens komuccun  MBaHoBa
YJieHBI KOMUCCUU: CemenoBa

JlecHunkasa

O.K. Pomanosa
A.W. BanoBa
JILA. CemeHoBa

P.U. Jlecanukas

[Tpunoxenne Ne 3
O6paserr 0popMIICHHUS TTOJIOKCHHUS



1.1..

1.2..

2.1...

2.2...

3.1..

3.2...

4.1...

4.2...

5.1.

5.2..

6.1...

6.2...

MynununansHOe 010/pkeTHOE 001eoOpa3oBaTenbHoe yupexkaenue "Cpennsis
obmeobpazoBarenpHas mkosia Ne5S4 numenu Pomana Epasikosa" ropona Kuposa,
(MBOY COUI Ne 54 ropona Kuposa)

YTBEPXIAIO
(1OIKHOCTD PYKOBOJUTES)
(monmucek) (®.1.0.)
(mara)

NOJOXEHMUE
HaMMEHOBaHUE OTAea/ciyx0bl npu Hanmuyuu B OO

1. O01mme moJ1oKeHus

2. OcHOBHBIC 321a4H

3. ®yHKkuMu

4. [IpaBa

5. Ods3anHOCTH

6. OTBETCTBEHHOCTDL



1.1.
1.2.

2.1.
2.2.

3.1.
3.2.

4.1.
4.2.

5.1
5.2.

6.1.
6.2.

7.1.
7.2.

[Ipunoxenne Ne 4
[Ipumep opopmiIeHHsI TOTOKEHUS

MynununansHoe 010/pkeTHOE 001eoOpa3oBaTenbHoe yupexkaenue "Cpensis
obmeobpazoBatenpHas mkosia NeS4 umenn Pomana EpasikoBa" ropona Kuposa,
(MBOY COLI Ne 54 ropona Kuposa)

YTBEPXKJIAIO

Hupexrop MBOY COLI Ne 54
ropoja Kupona

N.N. "BaHoB

05.06.2022

NHNOJOXEHMUE
0 MopsiIKe BeJAeHNsl JMYHBIX /1eJ1 PA0OTHMKOB

1. O0mue mo0:xKeHAS

2. ®opMupoBaHNe JUYHBIX J1eJ1 PAOOTHMKOB

3. Beaenne IM4YHBIX J1eJ1 pa0OTHHKOB

4. XpaHeHHe U y4eT JHUYHBIX e pA00THHKOB

5. O¢opmieHne JJMYHBIX JeJ1 PpA0OTHHKOB Iepe] ciave B apXuB

6. OTBeTCcTBEHHOCTH padoToaaTe/ss 1 pa0OTHHKA

7. lIpaBa paGoroaareJisi 1 padOTHUKA



ITpunoxxenue Ne5
bmank nmucema

MynurunansHoe 01 pKeTHOE o01ieoOpazoBarenbHoe yupexaenue "Cpeaasis
obmeoOpa3zoBarenbHas mkona Ne54 umenn Pomana EpnsikoBa” ropona Kuposa,
(MBOY COMLI Ne 54 ropona Kuposa)

(10JIDKHOCTHOE JIMLIO
(ecu MMCHMO OT HETOo, a HE OT OpraHU3aL1H))

(ampec)
Ten./dakc
e-mail, cereBoii aapec
OKIIO, OI'PH
MHH/KIIIT
®. 1. O. (komy)

(anpec)

(mara)

YBaxaemblii(ast) !

(momxHoCcTh pykoBoautensi) (moamuck) (D. U. O.)



[Ipunoxenne Ne 6
[Tpumep odopmieHust mucbMa

1 g MBOY COU ; Mopexonosoii C.B.
v. j - | k
N ¢ | R ".\
3 J\QQ L I JIunosas yi., 1. 15, k8. 3,
AJIMUHUCTPAIIUSI TOPOJIA KUPOBA r.Kupos, 613600

MYHULIMITIAJIBHOE BIOJUKETHOE
OBIIEOBPA3OBATEJIBHOE YUPEXJEHUE
«CPEHSS OBLLIEOBPA30OBATEJIBHASA
LIKOJIA Ne54 UMEHHU POMAHA EPJISIKOBA»
T'OPOJIA KUPOBA
(MBOY COUI Ne54 ropona Kuposa)
Copm™oBckas yi., 1. 38, Kupos, 610044
Ten./dakc (8332) 71-30-54, 71-50-54

e-mail: sch54@kirovedu.ru;
https://shkola54kirov-r43.gosweb.gosuslugi.ru

OKIIO 10958276; OI'PH 1034316563412;
WHH/KIIIT 4347030513/434501001
N
Ha Ne oT

O npeacTaBJICHUA 00BsACHEHHH T10 MOBOAY HCABKH Ha pa60Ty

VYBaxaemasa Csernana BsueciaBoBHa!

YBenpomiisato Bac 0 HE00X0AMMOCTH NPEeIOCTaBUTh MUCHbMEHHBIE 00bSICHEHHS IO TIOBOJlY HapyLLICHUS
TPYZOBOM AMCLMILIMHBIL, B CBSI3U € HESIBKOM Ha padboTy 29.06.2018.

[Ipunoxenue: cayxeOHas 3anucka Ha 1 nucte B 1 sx3emIusipe.

C yBaxkeHuew,

JTUPEKTOP [TeTpoBa A.N. IlerpoBa

babymxkuna TaTtbsiHa BacunbeBHa,
8 (123) 456-78-90


mailto:sch54@kirovedu.ru




IIpunoxxenune Ne 7
biank npukasa

(HammMeHoBaHWE 00pa30BaTEILHON OpTraHU3AIIIH )

(kpaTKO€ HAMMEHOBAHUE)

ITPUKA3

Ne
(mara)
(MecTo cocTaBlIeHHsI IPUKaA3a)
3aroj0BoK
TTPUKA3BIBAIO:
1.
2.
3.

(mommxHOCTh pykoBoautens)  (mogmuch) (M.0. Gamumnms)



ITpunoxxenne Ne 8
O6pa3zer opopMieHuUs TTpUKa3a

AJIMUHUCTPALIMS TOPOJIA KUPOBA
MYHULIUTAJIBHOE BIOJDKETHOE OBI[EOBPA30OBATEJILHOE
VUPEXJIEHUE «CPEJHSISI OBIIIEOBPA3OBATEJILHAS

[TKOJIA Ne54 UMEHU POMAHA EPJIAKOBA» 'OPOJIA KUPOBA
(MBOY COHI Ne54 ropona Kupona)

ITPUKA3

2 urona 2018 r. Ne 13
r Kupos

O BHeapenuu 'OCT P 7.0.97-2016 «CUBU /1. OprannzanoHHO-pPacopsiAuTeIbHAS
poxkyMeHntanus. TpeboBaHusi kK 0popMJIeHHIO JOKYMEHTOB)

B nenmsx s¢pdexkruBHoro cozmanus jpokymeHtoB MBOY COIII Ne 54 ropoma Kuposa
[TPUKA3BIBAIO:

1. Pabotaukam MBOY COIL Ne 54 ropona Kuposa co3naBaTth JokyMeHTHI B cooTBeTcTBUU ¢ [[OCT
P 7.0.97-2016 «CHUBU/. OpraHu3annoHHO-pacTIOpSIUTeNbHAs JOKyMeHTanus. TpeGoBaHUs K
ohopmITeHHIO TOKyMEHTOBY (mpuiokenue, naree — ['OCT P 7.0.97-2016).

2. Cexperapto baOymkunoit T.B. He mpuHHMaTh U TPENCTaBICHUS HAa TOANUCH JAUPEKTOPY
JIOKYMEHTHI, o(popMIIeHHBIE ¢ HecoOmroaeHueM npasmi, yecranoieHHbIX [OCT P 7.0.97-2016.

3. KoHTposh HCTIOTHEHHST HACTOSIIIETO TIPUKa3a OCTaBIISIO 32 COOOH.

HupekTop [TerpoBa A.W. TletpoBa

B memo Ne 01-053a 2018 1.

Cexkperapb baGynikuna
03.07.2018

babymikuna TaTesina BacunbeBHa, cekpeTaps,
(123) 456-78-90, Babushka@sitename.ru



1. O0mue mo10xKeHAS

IHoao:xxenue o

ITpunoxxenne Ne 9
O6pa3zer opopmITeHUS TPUITOKESHUN

[Tpunoxenue Ne 1
K npukazy OO

oT Ne

1.1. Hacrosiiee [lonoxenue ornpenensieT cratyc, 1elb, 3a1a4i U TOPSAI0K MPOBEICHUS
MEXPErHOHaJILHOTO KOHKYpca yuanuxcs 5—11 kinaccoB «PenpeccupoBannas aureparypa»

(manee — KOHKYpC).
1.2...

2...

2.1..

2.2...






ITpunoxxenne Ne 10
O6pa3zert opopmIIeHHS TPOTOKOJIA
(1 Bapuanr)

MHPOTOKOJ
3aceJaHMs NeJarornyecKoro copera
Ne
(mara)
[ToBecTka nHs:
[Ipencenarenb koMuccuu damumua U.0.
Cexkperapb Gammus N.0.
MeJaroru4ecKkoro CoBeTa
[IpucyrcrBoBanu: 30 gei. (CIMCOK MIPUIIaraeTcs)

TloBecTka qusa

1.0 nopsiike moAroTOBKH K KoH(DepeHwn. [loKiia 3aMeCTUTENs TUPEKTOPa. . .
2.0...

CIIYHIAJINA:

®amunus U.0. — TekcT nokiaga npuiaraeTcs.

BBICTYIINJIN

N.O. ®damunus — kpaTKas 3aluch BbICTYIUIEHUS (OT TPETHETO JIMILA €MHCTBEHHOIO YHCIA).
Bomnpocsl, 0TBeTHI (IPUBOAATCS B MOPSAIKE MOCTYIUIEHUS).

PEIINJIN:
1.1. Ono6puts...
1.2...

Copepxanrie 0cOO0T0 MHEHUS

2. CJIVIOAJIN...
BBICTVYIIWJIN...
PEIINIINA. ..

2.1.

IIpencenarens [Hognmucey N.O. Gamunus

Cexkperaps nenarornyeckoro Iloanuce M.O. Gamunus
coBeTa



Hpez[cezlaTeJIL KOMHCCHHU

Cekperapb
HIeJarorHYeCcKOro CoBeTa

Bcero uneHoB coBerta

ITPOTOKO.I

[Ipunoxenne Ne 11
O6pa3zer; opopMiIeHUs TPOTOKOIIA
(2 Bapuanr)

3aceJaHus nmeaarorn4eCcKkoro CoBera

damumua U.0.

Ddamumug 1.0

IIpucyrcrBoBano



IloBecTka nHA:

1. O mopsiake MOATOTOBKM K KOHpepeHIuu. JloKiian 3aMecTUTeNs TMPEKTopa. ..

2.0...

1. CJIYIIAJIU:

®ammins M.0. — TeKCT A0KiIaaa npuiaraercs.

BBICTYITWJIN:

®amunus U.0. — kpaTkas 3auch BBICTYIUICHUS (OT TPETHETO JIHUIA €IMHCTBEHHOTO YHCIIa).

Bonpocel, 0TBeTHI (IPUBOAATCA B MOPSAJIKE TOCTYILUICHHUS).

PEINJIN:

1.1. Ono6puTh...

2.2.

Conepxanrie 0COO00T0 MHCHUS

2. CJIVIOAJIA:

BBICTVYIINJIA:

PEINIJIN:

2.1.

[IpencenarenbCTBYOMNI Ilogmuce U.O. ®amunus

Cexperapp neparornyeckoro Ilonmuce MN.O. Gamunus
coBeTa



ITponomxenue mpuit. Nell
O6pa3zerr opopMIIEHUS SBOYHOTO JIHCTA

SIBOUYHBIN JIUCT

I[MEJATOI'MYECKOI'O COBETA

(IpOTOKOM OT «_ » 201 roqa Ne 00)

Ne d.U.0 DonmkHocTb IMoanucek
n/n

1.

2.

3.

4,

5.

6.

7.

8.

Q.

10.

[Ipeacenarens negaroruveckoro copera Iloanuce N.O. @amunus

CexkpeTtapb [Mognmucey N.O. Gamunus



[Tpunoxenne Ne 12

/KypHaa perucTpanum BXoAsIIIMX JOKYMEHTOB

Pe3oronus
Hara HJIH KOMY
Jara
U HOMep HAIIPABJsSIETC
NMOCTYIJIEHU OT1meTtka
AOKYMEHT Kpartkoe 1
Neqi/ | Koppecnona 00
a, coJepxKaH AOKYMEHT
n AOKYMeHTa/ eHT HCIOJHEH
. MPUCBOCHH ne (moamnmucey,
XOASAIIMIA HO UM
e ble YI0CTOBEPSI0
P aBTOPOM mast
1oJIy4yeHue)
1 2 3 4 5 6 7
KypHan peructpanuu ucxXoasimux 10KyMeHTOB
Harau
HOMe
Perucrpanuon p Ormerka
Ne /Tara . Kparkoe | noxkymeHT
HBIH Anpec HUcnoanur |00
1/ JOKyMeH Il coaep:ka |a, Ha
HOMep ar . |eab HCIOJIHEH
Ta HHe KOTOPbIii
JAOKYMeHTa U
JAaeTcs OT
BeT
1 |2 3 4 5 6 7




[Tpunoxenue Ne 13

KypHan yyera neyareid M IITAMIIOB

Pe3yabT
Haumeno ¥
aThbl
BaHUeE OTTHCK I
HaumenoBan eKeroaH N
noapasjae . OTmeTk uareii
ue OT1Tin oii
JIeHMUs, Iloanucek, a 00 (mrrammo
neyaTu CK MPOBEPK IIp
JAOJIGKHOC | y10CTOBE YHHYTO |B)
Ne | (mramma), u | meda U uMme
, Th pAwAas JKeHUH, NIt
/11 HAIUATOP TH HAJIHYUA YaH
oJIy4aT |moJy4YeHHu . |HOMep |YHHMYTOXK
3akasa, Ta nevartei ue
eJisl U e, 1aTa aKTa M |eHMus,
AaTa NOCTYN |MIa) U ITam
bamunaus aara aara
JIEHUA OB, 1aTa
noJIy4at BO3BparTa
npo
eJi
BEpPKH
1 2 3 4 5 6 7 8 9




ITpunoxxenne Ne 14
dopma HOMEHKJIATypbl A€

HanmenoBanune OopraHu3anuu

HOMEHKJIATYPA JEJI YTBEP/XK/JIAIO

(IOJKHOCTD PYKOBOAMTENSI OPraHU3AIIIH )

Ha romg
(moamuck) (pacuudpoBka
TIOTTHCH)
(mara)
K XpaHeHHs
HNnaexc 3aroxosox KoanuyecTBo Cpok xpanc
neia aesa 161 (TOMOB) Nz‘lena (T(lMa’ ;IIaCT") IIpumeuanue
u Ne crareii no Ilepeunio
(Toma, yacTu) 1 p
1 n n A I~
1 Z o] =4 9
H(Lﬂiclﬂl/lc PasiTiid
HanmeHnoBanue 10OMKHOCTH PYKOBOJIUTEINS CIYKOBI [Toanuce N.O.
OpraHu3aIu damunus

Bwuza pykoBonutens apxuBa (Ju11a, OTBETCTBEHHOTO 32 apXHB)

COTI'TIACOBAHO COTI'JIACOBAHO
[Tpotoxon [[9K (OK) [Tporokon DIIK apxuBHOTO yUpexaeHUS

oT No oT Ne




[Iponomxenue npunoxenus Ne 14

HTorosas 3amuch o KaTCropuiax U KOJIUYCCTBEC ACJI, 3aBCICHHBIX B rony

B OpraHu3anuu

B ToMm uncie:

ITo cpoxam xpaneHnust Bcero

nepexoasmmx | ¢ ormeTkon « IMK»
1 2 3 4
ITocrosiHHOTO

Bpemennoro (cBbimie 10 ser)

Bpemennoro (10 10 et BKIIIOUNUTENBHO)

HUTOI'O:

HanmMeHoBaHue TOJKHOCTH PYKOBOIUTENS ciyxObl JIOY [Tonmuce N.0.
OpraHu3alnuu Damuins
Hara

HTorossie cBeICHUS NEpCAaHbl B apXUB.

HaunmenoBanue noimkHOCTH JHia, nepeaasero cBeaenus [oanucs M.0. @amunus Jlata



ITpunoxxenne Ne 15
®dopma JIMCcTa — 3aBEPUTENS JeNa

JIMCT - 3ABEPUTEJIb JIEJIA Ne

B nene noammTo u npoHYMEpOBaHO JHCTOB

(unpamu 1 MPoONUCHIO)
¢ Ne o Ne , B TOM 4YHCJIC:

JUTEpHBbIE HOMEpa JINCTOB
MPOITYIIEHHBIE HOMEpPA JIMCTOB

+ JINCTOB BHYTPEHHEN OIKCH

Oco0enHoCTH (PM3MYECKOT0 COCTOSIHUSA U (popMupoBaHud aAeja Homepa
JINCTOB

1 2

HaumenoBanue nommxaoctu [loamuces U.0. ©amunus
paboTHHKa

Hara



(HamMeHOBaHKE rOCYAapCTBEHHOTO (MYHUIIMIIAIBHOTO) apXHUBA)

(HaMMEHOBaHUE OPraHU3aALNN)

(HaMMEHOBaHUE CTPYKTYPHOTO MOIPa3/ICIICHNUs )

JAEJIO Ne TOM Ne

(3arosioBOK Jiena)

(kpaitHue na

Ha JIACTax

XpaHUTh

D. Ne
On. Ne
. Ne

[Ipunoxenne Ne 16
dopma 00JI0KKH

nena

MIOCTOSIHHOTO U
BpeMeHHoro (cBbie 10
JIET) XpaHEHUs



[Ipunoxenne Ne 17

BHYTPEHHSA OIIUCH

AOKYMEHTOB JI¢JIa Ne

N Homepa
Perucrpanuonnsiii | [lata 3aro/ioBok
Ne n/m JucrtoB [Ipumeyanue
HH/ICKC JOKYMEHTA | JOKYMEHTAa | JOKYMEeHTAa rea
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(mudpamMu ¥ IPOIUCHIO)

KonunuectBo nuctoB BHyTpeHHeﬁ OIIMCHU

(undpamMu U IPOIHUCHIO)

HanMeHOBaHME IOMKHOCTH JIMIIA, COCTABUBIIErO BHYTPEHHIOK [Toamuces N.0O. @amunus
ONKCH IOKYMEHTOB J€a
Jara



Hauat

OxoHueH

ITpunoxxenne Ne 18
O6pa3zerr opopmIteHUs KypHaa
ydeTa BblIayH JOKYMEHTOB

ITonnoe HanMeHOBaHHE O6p8,30BaTeJ'IBHOI71 OpraHu3annuu

KYPHAJI YYETA BbIIAYU TOKYMEHTOB
u3 apxusa OO

(omepaTHBHOIO apXMBa CTPYKTYPHBIX MOJAPa3/iesIeHHUil)



ITpunoxxenne Ne 18

Pacniuck
Pacnucka B
Jlara Komy a Aara BO3BpalleH
Ne i/ BELIAYM ®onag |Onuch | /deno BhUIA B BO3Bpa -
n A T Ne Ne Ne MOoJIy4YeH Ta
e HO aea
un aeJsia
aeJsa a
1 2 3 4 5 6 7 8
Hroro B — rogy BbIIAHO Jen

(mdpaMu ¥ IPOTIHCHIO)

HanmenoBanune AOJDKHOCTH JIMIid, COCTaBUBUICTO BHYTPCHHIOO

TToarmce N.O. ®amuius
ONUCH JOKYMEHTOB Jieia



[Ipunoxxenne Ne 19
®opma onucH JeT 10 TMIYHOMY COCTaBY

(mOIHOE HAUMEHOBAHUE OPraHU3ALIH )
@onp Ne
OIIUCDb Ne

JIe]1 110 JINYHOMY COCTaBYy

3a roj
Ne |Mupekc | 3arogoBok | Kpaiinne gatsl | Cpok KoanuectBo | IIpumeuanune
n/m iejaa aeaa XpaHeHus |JIUCTOB
1 (2 3 4 5 6 7
B nanHBII pa3aen onucr BHECCHO — Jen,
—(uudpaMu 1 MPOMUCHIO)
¢ Ne o Ne , B TOM YHCJIE:

JUTEPHBIC HOMEpA:

MMPOMYHICHHBIC HOMCPA:

(HaMMEHOBaHME JOJDKHOCTH  (moAmuch)  (pacurrdpoBKa MOMMKUCH)
COCTaBUTEJIS] OITMCH)

(HamMeHOBaHUE JOJKHOCTH pyKoBoauTeNss  (moamuch)  (pacumdpoBKa MOIMUCH)
apxuBa (JIMla, OTBETCTBEHHOTO 3a aPXUB)

COT'JIACOBAHO VYTBEPXJIEHO
[Tpotokou (9K) OO Ilpotokos DIIK apXUBHOTO yupexIeHUS

oT Ne oT Ne



[Ipunoxenne Ne 20
®opma onmcH en BpEMEHHBIX
(cBbiie 10 n€T) CPOKOB XpaHEHUs

(mosiHOE HAaMMEHOBaHKE 00pa30BATEIHLHON OPraHU3AINN)
donng Ne
OIIUCH Ne

nen BpeMeHHbIX (cBbime 10 ner)
CPOKOB XpaHEHUs

3a roJI

Ne | MUupekc | 3arosnosok | Kpaitnue narel | Cpok KoumnuectBo | [Ipumeyanne
T/ T [TETd Tera XPaHCHI | JINCTUB

1 [a} (s} A [l Fad =7

L Z [e) = J U T

B nanHBII pa3faen onucyu BHECEHO T,




(rdpamMu ¥ IPOTHCHIO)

¢ Ne mo Ne , B TOM 4HCJIE:

JIMTCPHBIC HOMEpaA:

IIPOITYLICHHBIE HOMEpA!

(HaMMEHOBaHUE NOJDKHOCTH  (MmOANUCh)  (pacimm@poBKa IMOIIHCH)
COCTABUTEJIS OIHCH )

(HaMMEHOBAHUE JIOJDKHOCTH PYKOBOAUTENS  (moAnmuch)  (pactmdpoBKa IMOIIMHCH)
apxuBa (JIMlla, OTBETCTBEHHOTO 32 apXHB))

COI'JTACOBAHO
[Tporoxon (3K) OO

oT — Ne -



[Ipunoxenne Ne 21
dopma onucH J1eJ1 HOCTOSHHOTO XpaHEHUs

YTBEPXKIAIO



[Ipunoxenne Ne 21
dopma onucH J1eJ1 HOCTOSHHOTO XpaHEHUs

YTBEPXIAIO
(MoTHOE HAMMEHOBAHNE OpraHu3au)  (AOKHOCTH PYKOBOJAUTEIIS)
donng Ne
OIIUCD Ne (moxmuce)  (pacmudpoBKa MOIIKCH)
JIeJT TOCTOSIHHOTO XPaHEHUs
3a roj 20 rojaa

Ne Unpexe |3arosoBok aena | Kpaitnue narsi | Kosiuuectno | [Ipumevyanue
JHUCTOB

n/m| pgeia

1 |2 3 4 5 6

Hazpanue pazpena

B nanHBI pa3naen onucu BHECEHO JEe,

(undpamMu ¥ IPONUCHIO)

¢ Ne o Ne , B TOM YHCJIE:
JTUTEPHBIC HOMEPA:

MIPOIYLIEHHbIE HOMEpA!

(HamMeHOBaHUE JOKHOCTH  (TIoamuch)  (pacumdpoBKa MOITUCH)
COCTaBUTEJSI OMKCH)



(HaMMEHOBAHUE JIOJDKHOCTU PYKOBOAUTENS  (MOAMuUCh)  (pactmdpoBKa MOAMKUCH)
apxuBa (JIMI1a, OTBETCTBEHHOT'O 32 apXMB))

COI'VIACOBAHO YTBEPXJIEHO

[Tporoxon (IK) OO IIpotokon DIIK apxuBHOTO yupekaeHUs

oT — Ne

oT — Ne -

[Ipunoxenne Ne 22

dopma onucH 11 NOCTOSHHOTO,
BpeMeHHOTo (cBbliie 10 neT) xpaneHus
U 110 JUYHOMY COCTaBY CTPYKTYPHOTO

noJipa3iesieHus
(monHOe HauMEeHOBaHUE 00Pa30BaTEIbLHON OpraHU3aIiH)
(HauMEHOBaHME CTPYKTYPHOTO TTOAPA3ICTICHHS)
OIINUCH Ne
Ne nn/m Unaexe |3arosioBok Hara KouunuectBo | Cpok IIpumeyanue
aena aena aena JINCTOB B XpaHeHHs Aesa
aeie




HaszBanue pasnena

B JaHHYIO OIMMCb BHCCCHO JCI,

(mudpamMu 1 IPOIUCHIO)

¢ No o Ne , B TOM YHCJIE:

JIUTCPHBIC HOMECPA:

MMPOMYHICHHBIC HOMCPA:

(HaMMEeHOBaHUE NOJDKHOCTH  (MoAmuch)  (pacmugpoBKa MOAMHCH)
COCTaBUTEJSI OIUCH)

(HaMMEHOBaHUE JTOJDKHOCTU PYKOBOAUTENS  (moAmuch)  (pacim@poBKa MOAMKUCH)
apxuBa (JIMla, OTBETCTBEHHOTO 32 ApXUB))

COI''TACOBAHO
[Iporokon (3K) OO




oT No

[Tepenan nen

(unpamu 1 IPONHUCHIO)

PETUCTPAIIMOHHO-KOHTPOJIBHBIX KapTOTEK K JJOKYMEHTaM *.

(HamMeHOBaHUE JOJKHOCTH paOOTHHKA  (moanmuch)  (paciudpoBKa MOAIHCH)
CTPYKTYPHOTO TIO/Ipa3/IeTICHNUS )

« » 20 rona

[Tpunsin Jen u

(mdpaMu U TPOMHCHIO) (mdpaMu U TPOMHCHIO)

PErUCTPAIMOHHO-KOHTPOJBHBIX KAPTOTCK K JOKYMCHTAM.




(HaMMEHOBAHUE OJDKHOCTH  (MOAMUCh)  (pacimgpoBKa MOAMKUCH)
paboTHHKA apX1Ba)

« » 20 roga

[Tpunoxenue Ne 23

(I)opMa aKTa 0 BBIJICJICHUHM K YHUYTOKCHUI0O TOKYMEHTOB,
HE MoAJIC:KalluX XpaHCHUI0

(TIOTHOE HAMMEHOBAHUE OPTAHU3AIIHH )
AKT YTBEPX/IAIO
No

(IOMKHOCTD PYKOBOIUTEIIS)

(MecTo cocTaBJICHHUS)

O BBIJICJIEHUU K YHUUYTOXKEHUIO JOKYMEHTOB,  (MoAmuch)  (pacumu@poBKa MOANHUCH)

HE MO/IJISKAIINX XPaHESHHIO 20 roaa

Ha ocHoBanuun

(Ha3BaHME W BBIXO/IHBIC JAHHBIC MEPEYHS JOKYMEHTOB C YKa3aHUEM
CPOKOB UX XpaHEHUs)

0TOOpaHbI K YHUYTOXKEHUIO KaK HE MMEIOIIIe HayYHO-MCTOPUUECKOM IEHHOCTH U
YTpaTUBLINE

IPAKTUYECKOE 3HAUECHUE Ne
JIOKYMEHTHI (poHIa

(ma3Banue GoHIA)



Ne |3aroqoBoxk | I'oabl Homep Homep KosaunuyectBo | Cpokn IIpumeyanue
n/m jreJia onmMcHu* ea. Xp. | ed. Xp. XpaHeHusl
(rpynmnosoii no U HOMepa
3aroJ10BOK ONHCH crarTe
AOKYMEHTOB) 110 NIepPeYHI0
1 |2 3 4 5 6 7 8
Uroro en. Xp. 3a TOJBI.

(tmudpaMu ¥ IPOITHCHIO)

Onucu ACJI IOCTOSHHOI'O XpaHCHUSA 3a

(HaMMEHOBaHHUE APXUBHOIO YUPEKICHUS)

(TpOTOKOJ OT

ronbl yrBepkaeHsl DK

Ne

)

(HauMEeHOBaHME JJOJDKHOCTH PYKOBOIUTEIS
apxuBa (JIMLa, OTBETCTBEHHOTO 32 ApXUB))

COT'JTACOBAHO

[TpoToKOI 3KCIEPTHON KOMUCCHH

OopraHu3alnuunu

(moamuce)

(pacuudpoBKa MOAMHUCH)




oT Ne

I[OKYMGHTI)I B KOJIMYECTBEC Ca. Xp.:

— Ha 6YMa>KHOM HOCHUTECIIC BECOM KT

(unpamMu ¥ IPOTUCHIO)

CIaHbl HA YHUYTOKCHHC,

— Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHUYTOXKCHUC

(crtoco0 YHUYTOXKCHHS )

(HaMMEHOBaHUE JIOJDKHOCTU (moamuch)  (pacuudpoBKa MOIITUCH)

paboOTHUKA, CAABIIErO JOKYMEHTHI)

« —» — 20 — roxma

N3menenus B YUYCTHBIC JOKYMCHTbI BHCCCHBI.

(HaMMEeHOBaHWE JOJKHOCTH PYKOBOJIUTEIIS (moxmmuck)  (pacmmdpoBKa MOATHCH)
apxuBa (JIMa, OTBETCTBEHHOI'O 3a APXUB))

« » 20 roaa
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