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1. O01mue moJ10KeHUs

1.1. Tlonoxenue mo aemonpousBoAcTBY MBOY «CII Nel6» (mamee — Ilomoskenue)
YCTaHABIIMBACT CIUHYI) CHUCTEMY JACIOMPOM3BOACTBA U TMOPSIOK MOATOTOBKH, O(OPMIICHHS,
MPOXOXKACHUSI, KOHTPOJISL 32 MCIIOJHEHUEM, Y4eTa, XpaHEHUs, U3TOTOBJICHUS, KOMPOBAHUS U
TUPAXHUPOBAHUSA CITyKeOHBIX TOKyMeHTOB B MBOVY «CI Nel6y (manee — IlIkona).

1.2. Tlonoxxenune pazpaboTaHa B COOTBETCTBUU C TPpeOOBaHUAMH (eepabHBIX 3aKOHOB
ot 22.10.2004 Ne 125-®3 «O6 apxuBHOM Jene B Poccuiickoit @eaeparuny, ot 27.07.2006 Ne
149-®3 «O6 uHbopmaruu, HHOOPMAITMOHHBIX TEXHOJOTHUSIX U O 3alluTe WHGOPMAIMH», OT
02.05.2006 Ne 59-®3 «O mopsake paccMOTpeHHs oOpamieHuid TpaxkaaH Poccuiickoit
®enepanuny, ot 01.06.2005 Ne 53-D3 «O rocymapctBeHHOM si3bike Poccuiickoin denepanuny,
ot 06.04.2011 Ne 63-®3 «OO6 3neKTpOHHOW ToamUCH», [IpaBUn XpaHeHUs, KOMILIEKTOBaHMUS,
ydeTa W HCIOJb30BaHUs JOKyMEeHTOB ApxuBHOro ¢onma Poccuiickoit denepanuu U Ipyrux
apXMBHBIX JIOKYMEHTOB B OpraHax TrOCyJapCTBEHHOW BJIAaCTH, OpraHax MECTHOIO
CaMOYITPaBJICHUS, OpraHU3alUsIX, YTBEPKACHHBIX MpuKazoM MuHkyiabTypbl oT 31.03.2015 Ne
526, HauMoHanbHBIX cTaHaapToB Poccuiickoii denepauuy 1o YIpaBIEHHUIO JOKYMEHTaMHU:
I'OCT P 7.0.8-2013 «CHUBU/. J[lenonpous3BoACTBO U apxXUBHOE Jei0. TEpMHUHBI H
ompenenenusi», [OCT P 7.0.97-2016 «CUBUJl. Opraau3airioHHO-paCHOPSIAUTEIbHAS
nokymeHTanusi. TpeboBanusi kK odopmieHuto nokymentoB», OCT P MCO 15489-1-2007
«Cucrema cTaHIapToB 1o uHGopMauu, OMOIMOTEYHOMY U M3aTeIILCKOMY JIeTy. YIIpaBICHHE
nokymeHntamu. OO1ie TpeOoBaHUS».

1.3. [Ipumenenne [lomoxxeHust TOHKHO CIIOCOOCTBOBATH (HOPMUPOBAHHUIO OPHUIIHATHHO-
JICJIOBOTO CTWJISL TOKYMEHTOB, MOAroTaBivMBaeMbix B llIkone; cokpamieHuro 3aTpar Tpylaa u
CPEICTB B TpoOIecce CO3JaHMs JOKyMEHTOB. llojokeHue sBisieTcs O0OS3aTeNbHON IS
UCIIONTHEHUSI pabOTHUKAMU M JIMLAMH, OCYIIECTBISAIOIIMMU TOATOTOBKY H OQOpMIICHHE
JIOKYMEHTOB.

1.4. TlomoxkeHue pacmpocTpaHseTcs Ha OpraHu3alnui paboTel € JTOKYMEHTaMu
HE3aBUCUMO OT BHJIa HOCUTENIS, B TOM 4YHCJE OHJICKTPOHHBIMU JIOKYMEHTAaMH, BKIIIOYAs
MOJATOTOBKY, OOpaOOTKy, XpaHEHHE M HCIOJIb30BAaHUE JOKYMEHTOB, OCYILIECTBISEMBIX C
MPUMECHEHUEM HH(POPMAITMOHHBIX TEXHOJIOTHIA.

1.5. OcobenHoctu pabOThl C JAOKYMEHTaMH, COJEPXKALUIUMH KOH(PHUICHUIUATHHYIO
uHopmaruo (CIyeOHYI0 M HWHYIO TalHy, TMepCOHAIbHBIC JaHHBIC), PETYIUPYIOTCS
CHEIUalbHBIMH  HOpMaTUBHBIMH akTamu  (I[lomoskeHusIMH, WHCTPYKIMSMHU, TpaBUIAMH),
yTBEpXkKAaeMbIMU JTUPEKTOpOoM [1IKoITEI.

1.6. TpeboBanust Ilonoxkenus k paboTe ¢ JOKYMEHTAIlMEl PaclpOCTPaHSIIOTCS JHIIb B
4acTH OOIUX MPHUHIMIIOB PA0OTHl C JOKYMEHTaMH, a Tak)Ke TOJTrOTOBKH JIOKYMEHTOB K
nepegave Ha apXUBHOE XpaHEHHE.

1.7. OTBETCTBEHHOCTb 3a OPTaHU3AlMI0 U COCTOsIHUE Aenonpoun3BoacTBa B LlIkone Hecer
TUPEKTOP, KOTOPHIi:

— yrBepkaaet [lonoxeHue mo 1eIonpon3BoICTBY U HOMEHKIATypy nen [kosr;

—o0ecrieunBaeT  BHEAPEHHWE M  KOHTPOJUPYET  COONIOJIEHHE  CTPYKTYpPHBIMU
nojipa3iesieHusiMU TpeboBaHui HacTosIero [lonoxkeHus: 1 rocy1apCTBEHHBIX CTaHIAPTOB;

— MPOBOJIUT MPOBEPKY COCTOSTHUS AENOMPOU3BOACTBA B CTPYKTYPHBIX MOJPA3IEICHUIX
IIxomEr;

— o0ecrnieunBaeT METOJUYECKOE PYKOBOACTBO, HWHCTPYKTaX U  KOHTPOJbh  3a
COOJIIOICHMEM  yCTAHOBIIGHHOTO TMOpsAKa paboThl € JOKYMEHTaMH B  CTPYKTYPHBIX
nonpaszaenenusx [1komnsr,

— MHUIIMAPYET  TIOBBIINICHWE  KBaM(UKAIMA  PaOOTHHKOB 1O  BOIpPOCaM
JIETIOTIPOU3BO/JICTBRA;

— YIIOCTOBEPSIET MOMUCHIO U TeYaThI0 TOKYMEHTHI.

1.8. HemocpenctBenHo Benet aenonpou3BocTBo B llIkorne cexperapb-aiMUHUCTPATOD,
KOTOpBI Ha3Hadaercss npuka3oM aupekropa Ilkonbl. Cekperapp B COOTBETCTBHUH €
BO3JIO’KEHHBIMU Ha HETO 33/1a4aMHu:



— OCYILECTBJISIET PETUCTPALIMIO U YUET JOKYMEHTOB;

— OpraHu3yeT JOKYMEHTO000poT, GopMUpOBaHUE /IeTI, UX XpaHECHHE,

— OCYILLECTBJISIET TEKYUIMH KOHTPOJIb 32 CBOEBPEMEHHBIM pPAacCMOTPEHHEM U
poxoxaeHueM JokyMeHToB B I1Ikoie;

— obecrieunBaeT COOJIIOJICHHE €IUHBIX TPeOOBaHMN MO TOATOTOBKE JOKYMEHTOB H
OpraHu3any paboThl ¢ HUMH B YCIOBUSAX 3JIEKTPOHHOTO JOKYMEHTO000POTA;

— 00o6mraer nHpopmanuo 06 06beMax TOKyMEHTOO00pOTa;

— opranuszyer (opMHUpOBaHME M XpaHEHHE JAOKYMEHTAIlMOHHOro (OHJAa U  €ero
UCIIOJIb30BaHUE.

1.9. Benenue nenonpousBOJICTBA B CTPYKTYPHBIX IMOAPA3JICICHUIX OCYIIECTBISIETCS B
COOTBETCTBUU C JOJKHOCTHBIMH 00SI3aHHOCTSIMHU.

1.10. Ilpu yxoae B OTIYCK, Bble3[le¢ B KOMaHIUPOBKY, Ha BpeMsi OOJIE3HU WU B Cly4yae
YBOJBHEHUSI M TEpEMENICHU N0 ciyx0e paOoTHHKH 00s3aHBI TepeaTh BCE HAXOISAIIUECS Y
HUX JOKYMEHTBl JpYroMy paOOTHHKY MO YKa3aHHIO BBIIIECTOSIIETO0 PYKOBOJIUTEINS, MpU
YBOJIBHEHUU pAaOOTHHMKA WIJIM TIEPEBOJIE HA APYTYyIO0 JODKHOCThH Tepenadya JOKYMEHTOB M e
OCYIIECTBIISICTCS 10 aKTy IpreMa-nepenadn (nmpuiaoxkenus Ne 1, No 2).

1.11. TIpu mepexonae Ha IPYryr0 paboTy paOOTHUKOB, 3aHMUMAIOIIUXCS B CTPYKTYPHBIX
nonpazaenenusx llkonsl BeneHHMEM J1€JIOMPOU3BOJICTBA, Mepeaada BCEX TOKYMEHTOB BHOBD
Ha3HayaeMbIM pAa0OTHMKAM MPOM3BOAMTCA [0 aKTaM [pUeMa-liepeladd, KOTOpbIe
yrBepxkaaroTcs nupektopom [lkonel. Koy akToB HanpaBisitOTCS B KAHUENIAPUIO JUPEKTOPA.

1.12. B ciy4asx ATUTEIHHOTO OTCYTCTBUS Pa0OTHUKA CTPYKTYPHOTO TOAPA3eTICHIS
(oTmyck, ciyxeOHasi KOMaHIUPOBKA, OOJBHUYHBIA JIMCT WU T. 1.) HEOOXOAMMO TIepeaaTh
OTBETCTBEHHOMY 3@ BEJICHUE JIEIONPOU3BOJICTBA JOKYMEHTBI, HAXOJAILIUECS Y HEro Ha
WCIIOJTHEHUH 110 YKa3aHUIO JUPEKTOPA.

1.13. PyxoBoauTenu CTPYKTYypHBIX moxapasieneHuil IlIkonbl HeCcyT NEpCOHAIBHYIO
OTBETCTBEHHOCTh 3a BBINOJHEHHE TpeOoBaHuii gaHHOro IlojokeHUSs U COXPAaHHOCTH
HaXOJAIIMXCS Y HUX JOKYMeHTOB. O cily4asiX yTpaThl, HOPYH 3apErMCTPUPOBAHHOIO TOKYMEHTa
paboTHUK 00s3aH HE3aMEUIUTEIBHO JOIOXKUTh AUpeKTopy LLIKombI.

1.14. Buecenue wusmenHenuid B IlojojkeHHe OCYIIECTBISETCS NPHUKA30M AUPEKTOpA
[[IkomBI OCTIE UX COTIACOBAHUS C MEIarOrH4eCKUM COBETOM.

1.15. C BHOBb NpUHATHIMH PaOOTHUKAaMHU, Ha KOTOPBIX BO3Jararorcs O0OS3aHHOCTH IO
BEJICHUIO JINIONPOU3BOCTBA, B TEUEHHE TPeX JAHEH MOCie MOCTYIJICHHUs Ha paboTy MPOBOAUTCS
MHCTPYKTaX I10 BEJACHUIO JIEI0NPOU3BOICTBA AUpeKTopoM I1IkosbL.

1.16. Pabortarb C JOKyMEHTaMH BHE CIY)KEOHBIX NOMEIIEHHUH M BHOCUTh B HHX
VCIIPABJICHUS 3aIlpelaeTcsl.

1.17. Benenue nepenucku ¢ OpraHu3alusMu ocylecTBisercs qupekropom LIkomns! nnm
MHBIM YIIOJTHOMOYEHHBIM UM JIOJDKHOCTHBIM JIUIIOM.

1.18. BrinonHenue Hactosimero [lomoskeHust o0s3aTeNbHO JUISL KaXJI0ro pabOTHHKA
[kombl, ¢ ee TpeOOBaHUAMHU PaOOTHUKU JOJIKHBI OBITH O3HAKOMJIEHBI ITOJ1 ITOATHCH.

2. IokyMeHTBI 00pa30BaTeJbHOH OPraHu3aluu

2.1. JIupexTop IIKOJIBI WJIM JIUIO, MCIIOJHSIONIEe €ro 00sS3aHHOCTH, M3/IaeT TPHUKA3bI,
WHCTPYKIIMHU, TpaBUiia, MOJOXKEHHS, OO0s3aTeNbHbIE A UCHOTHEHHUS BCEMH CTPYKTYPHBIMU
noapaszneneHussMu [Ikossr.

2.2. Xon oOcyx/eHusl BOIPOCOB HA 3acelJaHMAX KOJUIETHAIbHBIX OPraHOB, COBETOB,
COOpaHUsIX, COBEIIAHUSAX U PEIICHUS, IPHHAMAEMbIe Ha HUX, (UKCHPYIOTCS B IPOTOKOJIAX.

2.3. JIns ocylecTBIEHHUs OINEPaTHUBHBIX CBsS3€d C JPYrMMH OpraHu3alisIMH U
rpakAaHaMU UCIOJIb3YIOTCA Takue (OPMbI, Kak MUChbMa, TeIerpaMMbl, TeIe(OHOTPAMMBI.

2.4.lns  OCyLIeCTBICHHs TpHEMa, YBOJIbHEHUs, IEepeMeIIeHus PaOOTHHUKOB,
MIPEIOCTABIEHUSI UM OTIIYCKOB OGOPMIISIOTCS TPYAOBBIE JOTOBOPHI, MPHUKA3bl MO JUYHOMY
COCTaBY, 3asBJICHHS, TPYJOBbIE KHUKKH, TINIHBIC KAPTOUKH U JIP.



3. IIpaBuia opopmiieHHs JOKYMEHTOB
3.1. OcHoBHbIe TPeOOBaHMS M0 0POPMJIEHHIO TOKYMEHTOB

3.1.1. Hoxymentsl odopmisitorcss Ha Omankax I[lIkombl W HMMEIOT YCTaHOBJICHHBIH
KOMIUIEKC ~ 00f3aTEeNbHBIX PEKBU3UTOB M  CTAaOWJIBHBIA MOPSAOK HMX  PaCHOJIOKEHUs
(pacrmosio’keHUe PEKBH3UTOB Ha OJIaHKAaX OpraHU3allMOHHO-PACHIOPSIUTENBHBIX JOKYMEHTOB
cootBerctByeT 'OCT P 7.0.97-2016 «Cucrema cranmapToB 1mo uHdopmaruu, OnGImoTedHoMy
U u3AarenbckoMy Aeny. OpraHu3allMOHHO-pAcOpsIuTeNbHas TOKyMeHTauus. TpeOoBaHHS K
o(hopMIICHHIO IOKYMEHTOBY).

3.1.2. B mkoJse mpuMeHSIOTCS IPOJOIbHbBIE ONaHKU:

— OstaHk uchMa (putoskeHust Ne 5, Ne 6);

— OnaHk npukasa (npunoxenust Ne 7, Ne 8);

brianku 1OKyMeHTOB M3rotaBimBaroTcs Ha Oymare ¢opmaroB A4 (210 x 297 mm), AS
(148 x 210 mm). Kaxxapiii muct nokyMeHTa, opOpMIICHHBIN Kak Ha OJlaHKe, Tak U Oe3 OnaHka,
JOJI’KEH UMETh TOJIS:

20 MM — JIEBOE;

10 mm — npaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

Hcnonb3oBanne 0J1aHKOB IPOU3BOIHHON (DOPMEI HE pa3perniacTcs.

3.2. O¢opmiieHHE PEKBU3UTOB JOKYMEHTOB

ABTOp 1OKYMEHTa

HaumenoBanne IIkonbl yka3piBaeTcsi B TOYHOM COOTBETCTBHHM C ycTaBoM IIIKOJbI
CoxpamieHHOe HAUMEHOBaHHE TIOMEIIASTCS [TOJT TIOJTHBIM HAMMEHOBAaHHEM B CKOOKaX.

HaumeHoBaHue CTPYKTYypHOTO MOApAa3/EleHUs — aBTOpa JOKYMEHTa HCIOJb3YyeTCs B
OJlaHkax mUceM W OJaHKaX KOHKPETHBIX BUJOB JIOKYMECHTOB M YKA3bIBACTCS O] TOJHBIM U
COKpaIlleHHBIM HauMeHOBaHUSIMH LIIKOIBI.

HanmeHoBaHMe MOKHOCTH JIMIIAa — aBTOpa JOKYMEHTa HCIIONB3YyeTcs B OJlaHKax
JOJKHOCTHBIX JIMII U pacrojaraercs noj HaumeHoBanuem lllkonbl. HanmeHnoBaHue JOMKHOCTH
JUIa — aBTOpa JOKYMEHTA YKa3bIBAeTCS B COOTBETCTBHM C HAMMEHOBAHHEM, IPUBEIACHHBIM B
pacrnopsiAUTEILHOM JJOKYMEHTE O Ha3HAaYCHUH Ha JOJKHOCTD.

CnpaBouHble JaHHbIE 00 00pa30BaTeIbHOM OPraHU3aIUU

CnpaBounbie nanHbie 0 IlIkone yka3piBaloTCs Ha OlaHKaX MUCEM M BKIIOYAIOT B ceOs:
anpec, Homep TenedoHa, ¢pakc, agpec SIESKTPOHHOM MOYTHI, ceTeBoi aapec, a takxke OKIIO,
OI'PH, MHH wu KIIIT opranuzanuu.

HaumeHnoBaHue BHIA TOKYMEHTA

HaumenoBanue Buaa nqokymeHTta, coctaBieHHoro [1Ikomnoi, J0MKHO OBITH OMpeeneHo
yctaBoM (MOJIOKEHHEM) M JOJDKHO COOTBETCTBOBAaTh HAMMEHOBAHHSM BHJIOB JOKYMCHTOB,
npenycmotpenbiM OKVY/I: akTt, cmpaBka, 3amucka, CBOAKA, OT3bIB, MPOTOKOI, CIHCOK,
U3BEIICHNE U JIp. PacmopsauTenbHble JTOKYMEHTHI OpPTaHU3AIMH H3JAI0TCS CO CIEAYIOUIMMA
HA3BaHUSIMH: TIPUKA3, PacIOpsiKEeHUE.

HanMmenoBanwe BHa ¥ Pa3HOBUIHOCTH JJOKYMEHTA HE YKa3bIBaeTCs B MHCbMax. MecTo
COCTaBIICHUS WM W3JaHUS JOKYMEHTa YKa3bIBaeTcs Ha OmaHkax aokymeHToB Illkonbl, 3a
UCKITIOYCHHEM OJaHKOB TuceM. Ha3BaHue JOKyMEHTa TIe4araeTcsi MPOINUCHBIMH OyKBaMu
MOTY>KUPHBIM HIPUGTOM.

Jara nokymeHnra

Jlatoit okyMeHTa SIBIsieTCs 1aTa ero MOAMUCaHUs (WM YTBEPKISHUS ); sl TOKYMEHTa,
NPUHAMAEMOTO KOJUIETHAIBHBIM OpPTaHOM (TIPOTOKOJNA), — JaTa ero 3acefaHust (NMPHHATHUS
pelieHus), ISl akTa — Jata COOBITUSA, A JOKYMEHTa, TPeOYIOIIero ero yTBepKAeHUs, — JaTa
€T0 YTBEPIKIICHHS.

JlJis TOKyMEHTOB, COCTABJICHHBIX OJIHOBPEMEHHO HECKOJIBKMMH OpTaHU3aIUsMH, 1aTOH
JIOKYMEHTA SIBJISIETCS J]aTa MOAMUCAHUS €0 MOCIEeIHEeN OpraHu3alnei.



Jlatra moamMcaHUWs, YTBEP)KICHMS, COTJIACOBAHUS JIOKYMEHTa, a TakKe JaThl,
coJiepkalirecss B TEKCTe, JOJDKHBI OQOpMIISITbC LU(POBBIM CHOCOOOM. DJIEMEHTHI JaThl
NPUBOAATCS apaOCKUMH LU(paMU B OJIHY CTPOKY B IIOCJIEIOBATEIBHOCTHU: JCHb MECsIa, MECHII,
TO/I.

Hanpumep: 14.06.2018.

PerucrpaunoHHbIii HOMeEP T0KYMEHTAa

Perucrpanuonnsnii HoMep — 1m@poBoe WM OyKBEHHO-IM(PPOBOE O0O3HAYCHHUE,
MpUCBaBaeMOe JOKYMEHTY IIPU €r0 PErucTPaltu.

Perucrpanus 1oKyMeHTa MPOBOAUTCS MOCIIE €r0 MOAMUCAHUS UITH YTBEPIKICHHSL.

JlJis BHYTPEHHUX JIOKYMEHTOB — MPUKA30B, MPOTOKOJIOB — 3TO MOPSAKOBBIA HOMEp B
npezenax KaJeHIapHOTo rojia 1o KakJoOMy BHy WIH Pa3HOBUIHOCTH JOKYMEHTOB. B mpukazax
PETUCTPALIMOHHBIA HOMEpP MOJKET JONOJHATHCA OYKBEHHBIM HWHACKCOM, 0003HAYaromIUM
Pa3HOBUAHOCTH (Hanpumep: TpPUKa3 MO OCHOBHOHN naestenbHOCTH oT 15.05.2018 Ne 253pg;
npuka3 1o JugHoMmy coctaBy oT 10.01.2018 Ne 22nc, nmpuka3 006 otmyckax oT 25.01.2018 Ne
4201, mpuka3s no komauauposkam ot 25.01.2018 Ne 25k).

JIj1g ucXoasIMX JOKYMEHTOB PErUCTPALlMOHHBIA HOMEP COCTOUT:

1) 13 NopsIIKOBOTO HOMEpA B MpeeIax MacCHBa OTIPABIIIEMON KOPPECIOH/ICHIINY;

2) uHJeKca JieJia B COOTBETCTBUU ¢ HOMEHKIIaTypoit fen LIIkomsl.

PeructpanmoHHblii HOMEp JIOKYMEHTa, COCTAaBJIEHHOI'O COBMECTHO JBYMs M Oojee
OpraHU3alUsIMH, COCTOUT M3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXIOH M3 3THUX
OpraHu3aIii, IPOCTABIEMBIX Yepe3 KOCYIO YePTy B MOPSAKE YKa3aHUS aBTOPOB B JOKYMEHTE.

CcbliIKka Ha perucTpauMOHHBII HOMeEP U AaTy JOKYMEHTa

Ccpiika HAa PETUCTPAlMOHHBIA HOMEpP M JaTy JOKYMEHTa BKIIOYaeT B ce0s
PErUCTPaLMOHHBIA HOMEP U JaTy JOKYMEHTA, Ha KOTOPBIN JOKeH ObITh JaH oTBeT. Cchliika Ha
HOMEp U JaTy JOKYMEHTA MCHOIB3YeTCs MPH O(QOPMIICHUH THCEM, SBISIONIMXCS OTBETaMHU Ha
NOCTYNHUBIIEE MUCHMO (3ampoc, mpoch0y u ap.). CBeOeHHS B PEKBH3HT IMEPEHOCITCA C
MOCTYIUBIIETO JTOKYMEHTa ¥ COOTBETCTBYIOT PETUCTPAIIMOHHOMY HOMEpYy H JiaTe
MOCTYIHBIIETO JOKYMEHTA.

OrpaHnynTenbHAass OTMETKA ISl JAaHHOTO PEKBU3UTA IMPOCTABIISETCS B JICBOW YacTH
OJlaHKa MUChMa O]l PEKBU3UTOM «J1aTa» U «PETUCTPALMOHHBIA HOMEP TOKYMEHTa.

Hannyne naHHOTO peKBU3MTA UCKIIIOYAET HEOOXOIUMOCTh YITOMHUHAHUS HOMEPA | JIaThI
MOCTYMUBIIETO JOKYMEHTa B TEKCTe IHCbMa, YTO OCBOOOXKIAET TEKCT OT CIPABOYHOM
uH(pOpMaLIUH.

MecTo cocTaB/ieHHsl MU U3aHUS TOKYMEHTA

Mecto cocTaBieHus (M3aHusl) JOKyMeHTa (T. AUYMHCK) yKa3bIBaeTCsl B JIOKYMEHTax,
U3rOTaBJIMBAEMbIX Ha OJaHKaX KOHKPETHBIX BUJOB JTIOKYMEHTOB.

Anpecar

JIOKyMEHTBl ~ a/IpeCylOT B OpraHbl BJAacTH, OPraHU3ALUH, UX CTPYKTYpHBIE
MIOJIpa3 IeNIeHus], TOIDKHOCTHBIM W (PU3UYIECKUM JIUIAM.

[Ipu agpecoBaHMM [TOKyMEHTa B OpraH BJAacTH, OpPraHU3alMI0 WM €€ CTPYKTYpHOE
noapasaenenue (0e3 yKazaHus JOHKHOCTHOTO JIMIIA) WX HAUMEHOBAHHWE TMHINYT B
UMEHUTEIBHOM MaJIeXKe.

Hanpumep:

MunucrepcTBo 00pa3oBanus KpacHosipckoro kpas
VYnpasnenue oOpazoBanHusi r.AYNHCKA

IIpu HampaBieHUU AOKyMEHTa JOJDKHOCTHOMY JIMIY HAa3BaHUE OpraHu3alMd U ee
CTPYKTYPHOTO TO/Ipa3AeiICHHsI YKa3bIBAIOT B IMEHUTEIFHOM Ta/IeKe, a JTIOJDKHOCTh B (paMUITHIO
ajpecara — B jaTeqbHOM. MHMIHANBI cTABATCA nocie paMUJIuM HE3aBHCUMO OT TOTO, KOMY
aJipecoBaH IOKYMEHT — JIOJDKHOCTHOMY JIMILY WK (PU3HUYECKOMY.

Hanpumep:

MunuctepcTBo oOpa3zoBanmsi KpacHospckoro kpas
3aMEeCTHTENII0 MUHUCTPA



HBanosou N.1.
Wnu Ha3zBaHue opraHuszali BXOJUT B HAaUMEHOBAaHHE JOJKHOCTH U OQOpMIIIETCS B
JaTEILHOM MaJIexke
Pektopy uncruryra
NBanosoi ..
[Ipu appecoBaHMM JOKYMEHTa B HECKOJBKO OJHOPOJHBIX OpPraHU3alUid WX Ha3BaHUA
CJIeTyeT YKa3bIBaTh OOOOIICHHO.
Hanpumep:
PykoBoautensm o0pa3oBaTeNbHBIX
opraHuzaruii oomiero oopasoBanus,
PYKOBOJUTEIISAM NMPEAIPUATUN U
opranuzanuii MunlIpocsenienust Poccun
B cocrtaB pekBH3MTa MOXKET BXOAUTH MOYTOBBIM ajpec. DJIEMEHThl MOYTOBOTO ajapeca
YKa3bIBAIOTCS B MOCJIEOBATEILHOCTH, YCTaHOBICHHON [IpaBuiiaMu okazaHus ycIyr MOYTOBOM
cBs3u. [lpu ajmpecoBaHuu mnucbMa B OPraHM3alMI0 YKa3bIBAlOT €€ HAaUMEHOBAHHUE, 3aTeM
MOYTOBBIN ajpec.
Hanpumep:
Penakuums xypHana
«YnpaBieHHE HAYAIIbHOMN IIKOJIOM»
MockoBckuii pocit., 1. 6,
r. OHck, 101856

AJzlpec He MNPOCTaBIsAETCA HAa JOKYMEHTaX, HAMNpaBIIIEMbIX B IPAaBUTEIbCTBEHHbIC
YUPEKIACHUS U TTOCTOSIHHBIM KOPPECTIOHACHTAM, B 3THX CIy4asX MOTYT IPUMEHATHCSI KOHBEPTHI
C 3apaHee HalleyaTaHHBIMU aJIpecaMH.

[Ipu appecoBaHnm NOKyMEHTAa (PU3NYCCKOMY JIMIy HEOOXOIMMO yKa3bIBaTh (haMUIIHIO,
WHUITMAJIbI, 3aTE€M IMOYTOBBIN ajipec.

Hanpumep:

NBanosy U.U.
YepHnsiesckas yi., 1.100, ks. 100,
r. DHCK, DHCKas ob6nacth, 101856

JIOKyMEeHT He JOJDKeH COJEpKaTh 00Jiee YEeThIpEeX aApecaroB, KK JK3EMILIIp
TAKOro JOKyMEHTa JoibkeH ObiTh moamucaH. CrnoBo «Komwusi» meped BTOPHIM, TPEThUM,
YETBEPTHIM aJIipecaTaMy HE YKa3bIBalOT.

[Ipu nHampaBieHun JOoKyMeHTa Oojiee 4eM B UYETBIPE aJipeca COCTABIIAETCS CIUCOK Ha
pAacCBUIKY, a Ha KaXJ0M JOKYMEHTE MPOCTABISETCS TOJIBKO OJIMH aJIpecC.

I'pu¢ yrBep:kaeHus: JOKYMeHTa

YTBepxkaeHUE JTOKYMEHTA MPOU3BOJIUTCS MPOCTABICHUEM Tpuda YTBEPKICHUS WU
U3JIAHUEM PACTIOPATUTENBHOTO JOKYMEHTa (B TeX clydasxX, Koraa TpeOyIoTCs JOTOTHUTEIbHBIC
MIPEAMUCAHUS U PA3bSICHEHNUS).

JIOKyMEHTBl ~ YTBEPXKIAIOTCS  JAMPEKTOPOM  IIKOJbI,  BBIIIECTOSIIMMH  WIIU
MEXBEJIOMCTBEHHBIMU OpraHaMu, OPTaHU3AIMSIMU, B KOMIIETEHIINIO KOTOPBIX BXOJUT PEIICHHE
BOIIPOCOB, U3JIOKEHHBIX B YTBEPKIAEMbIX TOKYMEHTAX.

[Tonosxenus, mpaBuia, MOPSIAKH, TOJDKHOCTHBIE HHCTPYKITUNA, HHCTPYKIINH, PACITUCAHUS
3aHITHI YPOKOB, BHEYPOUHOU NEATENHHOCTH, JOMOTHUTEIFHOTO 00pa30BaHuUs U Ap. MOJJIekKAT
YTBEPXKJICHHUIO TUPEKTOPOM IIKOJIBI M TPHOOPETAIOT IOPUANYECKYIO CHITY TOJBKO C MOMEHTA MX
YTBEPKICHHUSI.

I'pud yrBepkaeHUs MOMEMmaeTcs B MPaBOM BEPXHEM YIUIY MEpPBOTO JIUCTA JTIOKYMEHTA,
coctout mu3 ciaoBa YTBEPXJIAIO (0e3 kaBbIueK), MOJTHOTO HAUMEHOBAHMS JOJKHOCTH JIMIIA,
YTBEPKAAIOIIETO TOKYMEHT, €ro JIMYHOW MOAMKUCH, €€ paciinpoBKY (MHUIUAIOB, (haMUIUK) U
JIaThl YTBEPKACHHUS.



Hanpumep:
YTBEPXIAIO
Hupexkrop MBOY «CII Ne 16»
IMOJAINCH H.}O. Yepnona
15.06.2019
Homyckaetcst B pekBusute «I'pud yTBep:kaeHUS TOKYMEHTa» LEHTPUPOBATH 3JIEMEHTHI
OTHOCHUTEJIBHO CaMOM JJIMHHOM CTPOKH.
Hanpumep:
YTBEPXIAIO
Hupexktop MBOY «CII Ne 16»
MOJIHACH H.IO, Yepnona
15.06.2019
[Ipu yTBepxkAEHUU TOKYMEHTa HECKOJIBKMMH JOJDKHOCTHBIMHM JIUI[AMH HMX TMOJMNUCH
pacrosaraioT Ha OJJHOM YpOBHE.
IIpu yTBep)KI€HUU AOKyMEHTa MOCTAHOBJIEHUEM, PELICHHEM, MPUKA30M, IPOTOKOJIOM
rpud yrBepxkacHUs cocrouT wu3 cioBa YTBEPXJIEH (-A, -O, -bl), nanMmeHoBanwus
YTBEPKAAIOIIET0 JOKYMEHTa B TBOPUTEIBHOM aJIEKeE, €r0 JaThl, HOMEpA.

Hanpumep:
YTBEPXJEH
[IpoTOKOIOM METOIMYECKOTIO COBETA
15.06.2018 Ne 32
YTBEPXIEHO
npukazoM MBOY [lkomna Ne 16
15.06.2018 Ne 32
W
Cnosa YTBEPX/JIEHO u YTBEPX/IEH B npuiioKeHUsIX COTIACYIOTCS B POJE U YUCIE
C BHUIOM yTBepkgaeMoro jgokymeHta: mnonoxenue — YTBEPXJIEHO, mporpamma —
YTBEPX/IEHA.

BHocuth kakue-mnO0 W3MEHEHHs W J00aBJICHHsS B TOJNHMCAHHBIC (YTBEp)KICHHBIC)
JIOKYMEHTHI 0€3 pa3peleHus JIuia, MOIICABIIEero JOKYMEHT, HE JOMYCKaeTCsl.

OTBETCTBEHHOCTh 3a KAayeCTBO TMOJTOTOBKH JIOKYMEHTOB H  JIOCTOBEPHOCTH
coJiepXKalMXcsi B HUX JaHHBIX BO3JIaraeTcsl Ha JIMIA, MOJrOTOBUBLINME, 3aBU3MPOBABIINE U
TIOJIIIMCABIINE JOKYMEHTHI.

3aroJI0BOK K TEKCTY

3aroJoBOK K TEKCTY BKJIFOUAET B ce0sl KpaTKoe Co/IepiKaHue JOKYMEHTA, €ro OCHOBHYIO
CMBICIIOBYIO Harpysky. 3aronoBok ¢opmynupyercst ¢ npemaiorom «O» («O06») u oTBedaeT Ha
BOIIPOC «O 4yeM?»:

— npuKa3 (0 ueM?) 0 CO3/1aHUM ATTECTAMOHHONW KOMUCCHH;

— npuka3 (0 ueM?) 00 yTBEp)KIECHUH LITATHOTO PacIIUCaHUs;

— nuchMoO (0 Yem?) o MpenocTaBIeHUH HHGOPMAITUH.

3aroJ0BOK COCTABJISIET UCIIOJHUTENb IOKYMEHTA. 3aroJ0BOK K TEKCTY 0(OpMIISIETCs TOA
pexkBU3UTaMM OJIaHKa cjieBa, OT FPAHULIbI JEBOro nouist. Eciin TEeKCT TOKyMEHTa He MPEBBIILIACT
YeThIPEX-TISTH CTPOK MK oopMIleH Ha 6iaHke popmaTta AS, 3aroJOBOK MOXKHO HE YKa3bIBaTh.

3aroyloBOK JOKYMEHTa 3alMChIBA€TCSl MPU €ro PerucTpaiiuyd B COOTBETCTBYIOIIHE
perucTpanroHHble POpMBI: KapTOUKY, 6a3y TaHHBIX.

Teker nokymeHnTa

TekcT HOKyMEeHTa COCTaBISETCS Ha PYCCKOM A3BIKE KaK TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit ®@enepanyu. TekCT NOKyMEHTa M3Jaraercs PyCCKUM JIMTEPaTYpPHBIM SI3BIKOM C
y4eToM 0coOeHHOcTel o(UIIMabHO-eI0OBOrO CTHJIS, BHAA JOKYMEHTAa W €ro Ha3zHaueHUs B
yrIpaBieHudecko nesarenbHOCTH. CopepkaHue TOKYMEHTa JIOJDKHO OBITh M3JI0KEHO KpaTKo,
JIOTUYHO, TOYHO U SICHO.



TekcTbl TOKYMEHTOB M3J1aratoTcs:

oT 1-ro nMna eAWHCTBEHHOTO YHCIa B JOKyMEHTax (IpUKa3, pactopshkeHHe U T. II.)
nupekropa Lkombl, AEHCTBYIOIIET0 HAa NPUHIMIAX CIWHOHAYANMS, a TaKkKe JTOKyMEHTaXx,
a/IpECOBAaHHBIX PYKOBOJCTBY OpraHU3allMM: IPHUKa3blIBaIO... MOATOTOBUTh M IPEJICTaBUTh Ha
paccMOTpeHue; IPOITy PACCMOTPETh BOIIPOC 00 YCTAHOBJICHUH JIBTOTHBIX TapU(QOB...;

3-r0 JIMIa €IMHCTBEHHOr0 4Kcia B JIOKYMEHTAaX KOJUIETHAIbHBIX OPraHOB: KOMHCCHS
peummia...; [llkona He cuUTAaeT BO3ZMOXKHBIM...;

1-ro nMIa MHOXKECTBEHHOT'O YMCJa B COBMECTHBIX JOKYMEHTAX: IIPOCUM IPEICTaBUTh
JAHHBIE 0...; PEJICTABIIIEM Ha PACCMOTPEHUE U YTBEPIKICHHE. ..

3-T0 J1M1Lla MHOKECTBEHHOIO YKCJIa B IPOTOKOJIAX: CIyIIAIH, BBICTYIUIN, TOCTAHOBUIIH,
peLm.

B nokyMmeHTax, ycTaHaBIMBAIOUIMX IpaBa M OOA3aHHOCTH OpraHU3alUM, €€
CTPYKTYpPHBIX TMoOApa3fencHuii (mosoxxkeHue, IlogoxeHne), a Takxke COACPKAIIUX OINUCAHHE,
OLIEHKY (aKTOB WJIM BBIBOABI (AKT, CIpaBKa), UCHOJb3yeTcsl (GopMa H3JIOKEHHUS TEKCTa OT
TPETHETO JIUIa MHCTBEHHOTO MJIM MHOKECTBEHHOTO YUCIIA («OTIEN OCYIIECTBISCT (PYHKIIUN,
«B cOCTaB 00BEANHCHUSI BXOJIATY, «KOMUCCHUS YCTAaHOBHIIAY).

B Tekcte nOKyMeHTa, MOATOTOBJIEHHOTO HAa OCHOBAaHMHM 3aKOHOJATEIBHBIX, HHBIX
HOPMATHBHBIX MPABOBBIX AKTOB, W3JAHHBIX OpraHaMH BIACTU U YIPABICHHS, JOKYMEHTOB,
paHee M3JaHHBIX OPraHOM BIJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBaeTCsS HAaMMEHOBAaHWE BHJIA
JIOKYMEHTa, HaMEHOBAaHHUE OpraHa, W3JaBIIEro JOKYMEHT, JaTa MPUHIATHUS UM YTBEPKIAECHUS
JIOKYMEHTa, €r0 PETUCTPAlMOHHBIA HOMEp, a TaK)Ke 3arojlOBOK K TEKCTy WJIM HaMMEHOBAaHUE
BUJA JOKYMEHTA, Hanpumep:

«B coorBercTBuM ¢ mnocraHoBiaeHueMm llpaBurensctBa oT 13.08.1997 Ne 1009 «O06
yrBepxkaeHUH [IpaBuia MOATOTOBKM HOPMATUBHBIX NPABOBBIX AKTOB (enepajbHbIX OpraHoB
UCTIOJTHUTENILHOW BIACTH U UX TOCYIApCTBEHHOMN PETUCTPAIHN,

«B coorBercTBuM c IlonokeHHEM O MOCTOSIHHO JEMCTBYIOMIEH KCHEPTHON KOMHUCCHU
YUPEKACHUS, OpraHW3alluM, TPEANPHITHSA, YTBEP)KIECHHBIM MpuKa3oM PocapxuBa oT
19.01.1995 Ne 2...».

Ecmu TekcT CoAepKUT HECKONBKO TOPYYEHWH, pEIIeHH, BBIBOJOB, B TEKCTE
BBIJICJIAIOTCS Pa3/lelibl, HOAPA3/IeIbl, MYHKThI, HOJIYHKTHI.

B TeKkcT moKyMeHTa MOTYT BKJIFOYAThCS (parMeHTH, O()OPMIICHHBIE B BHJE TAOJHUIIBI
WIN aHKETBHI.

CrpaHu1bl TEKCTa HYMEPYIOTCS apaOCKUMU U paMU MOCEPEANHE BEPXHETO MOJs.

B nucemax ucnosnb3yroT cieayronie GopMbl U3T0KEHUS:

— OT TIEPBOTO JIMIIa MHOXXECTBEHHOTO YHCJa («IIPOCHM HANpPaBUTH», «HAIpPAaBIsieM Ha
paccMOTpEHHEY);

— MEPBOTO JIAIA SAMHCTBEHHOTO YKCia («CUUTAI0 HEOOXOIMMBIMY, «IIPOIIY BBIICIHTHY);

—TpeTbero Jmna eauHcTBeHHoro uucna («OO He Bospaxkaer», «OO cuuTaer
BO3MOXKHBIMY).

OTMeTKa 0 IPHJIOKEHUHT

Ecmu 1OKyMEHT uMeeT NpPHUIIOKEHHS, Ha3BaHHBIE B TEKCTE, TO OTMETKAa O HHUX
odopmisiercs no cienyrouiei popme:

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

Ecnu nmpunoxeHus B TEKCT€ HE Ha3BaHbI, TO HEOOXOAMMO MEPEYUCIUTh MX HA3BaHUS,
KOJIMYECTBO JIMCTOB M AK3EMILIAPOB KaXJIOTO.

[Tpu HaIMYMK HECKOJIBKUX MPUIIOKEHUH OHU HYMEPYIOTCS:

IIpunoxxenus: 1. [lITaTHOE pacnucaHue... Ha 4 1. B 3 3K3.
2. CmeTa pacxo/ioB... Ha 4 1. B 3 3K3.

Ecnu nmpuitoskeHus: cOpOIIOpOBaHbI, KOJTUYECTBO JHCTOB HE YKA3bIBACTCH.

Ecnu K JOKyMeHTy mpuiaraercs JpYrod JOKYMEHT, TakKe MMEIOUIMHA MpUIIoKEHUE,
OTMETKY O HAJTUIUH TPUIIOKEHHS O(POPMIISIOT CIAEAYIOMUM 00pa3oM:



[Tpunoxenue: nuckMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u mpusoxeHue K Hemy,
BCEro Ha 3 J.

Ecnu npunoskeHueM sBIsieTcs: 000COOIEHHBIN IEKTPOHHBIA HOCUTENH (KOMITAKT-TUCK,
usb-guem-nakonuTenb U Ap.), OTMETKY O HAIWYUU HPUIOKEHHS O(OPMISIIOT CIIEIYIOIIUM
o0pazoM:

[Tpunoxenue: CD B 1 3k3.

IIpu 3ToM Ha BKIajbllIe (KOHBEPTE), B KOTOPBIM IMOMEIIAETCS HOCUTENb, YKa3bIBAlOTCA
HalMEHOBAaHUA JOKYMEHTOB, 3alIMCaHHbIX HA HOCUTEJIb, UMEHA (ailioB.

[Tpunoxenus AOIKHBI OQOPMIIATHCS Ha CTAaHIAPTHBIX JIMCTaX HM HUMETh BCE
HEoOXoauMBble Ul JIOKYMEHTOB  PEKBU3UTHl (HAMMEHOBAHUE, 3aroJIOBOK, IOAIUCH
PYKOBOAMTENEHN MOAPA3IEIEHUN, OTBETCTBEHHBIX 32 UX COJEp’KaHUE, OTMETKY O COIVIACOBAaHUU
U T. I.).

Ha npunoxeHuun K pacrnopsiuTeNbHOMY JOKYMEHTY B IIPAaBOM BEPXHEM YIUIY CTaBUTCS
OTMETKa C YyKa3aHUMEM Ha3BaHUs  paclNOPAJUTEIbHOIO JOKYMEHTa, €ro Jarel H
PErUCTPALIMOHHOTO HOMEDA.

Hanpumep:

[Tpunoxxenune Ne 2
K npukazy MBbOVY «CIII Ne 16»
ot 15.06.2019 Ne 11

HaumeHnoBaHnue BuAa JOKyMEHTa — IPWIOXKEHUS (II€pBOE CJIOBO  3arojoBKa
NPUJIOKEHNUS) BBIIEIAETCS MPONUCHBIME OykBamu, NoiyxupHsiM mpudpTom (ITOJIOXEHMUE,
[TEPEYEHbD, CTIMCOK u T. 1.).

I'pud¢ cornacoBanus 10KyMeHTA

BHeminee cornacoBanue oQpopmisieTcss COOTBETCTBYIOIUM IpU(OM.

I'pud cormacoanust cocrout u3 cinoa COI'JTACOBAHO (6e3 kaBbIu€K), TOJKHOCTH
JMIa, KOTOPBIM COIVIACOBAH JIOKYMEHT (BKJIIOYas HaMMEHOBAaHME OpraHU3aliu), ero
COOCTBEHHOPYUYHOM MOANKCH, UHUIHAJIOB, (PaMUJIUU, 1aThl COTJIaCOBAaHUS.

Hanpumep:
COT'JTACOBAHO
3aMecTUTENb PYKOBOJIUTENS YIIPABICHHUS
o0Opa3zoBaHus T.AUMHCKA
MOAINNCH AMN. Iletpos
11.07.2019

Ecnn cornacoBanue NpoBOJUTCS C KOJUIETHAIBHBIM OPraHOM MJIM MOCPENCTBOM IIUChMa,

TO Tpu@ coriacoBaHust 0HOPMITSIETCS CIECTYIONIUM 00pa3oM:
Hanpumep:

COT'JIACOBAHO

[Tegarornyeckum coBeTomM

MBOY «CIHI Ne 16»

npotokoia ot 29.03.2018 Ne 1

I'pudsbr cormacoBanust MOTyT pacrnojaraTtbCs Ha OTJIEIbHOM JIMCTE COTJIACOBAHMUSI, €CIH
CoJlepKaHuE JOKYMEHTa 3aTparuBacT MHTEPEChl HECKOJBKMX opraHusauui. Ha noxymenre
JiesaeTcsi OTMETKa «JIuceT cormacoBaHus mpUIaraeTcs».

BHemnee cornacoBaHue B 3aBUCUMOCTH OT COAEPKaHMS JOKYMEHTA OCYILECTBISETCS B
CIEAYIOIEH 0YEPETHOCTH:

— CO CTOPOHHUMH OpPTraHM3ALUSAMH, KOTJa OHHM BBICTYNAIOT 00s3aTeNbHON CTOPOHOH B
MPABOOTHOLICHUSX, BO3HUKAIOIIUX BCIEACTBHE W3/IaHUSl JOKYMEHTA, UM KOrJa CojAepKaHHe
JIOKYMEHTA 3aTParuBaeT UX UHTEPECHI;

— OOIIECTBEHHBIMH OpTraHU3allUIMU — B CIydasX HEOOXOIMMOCTH WM B CIIydasx,
IPEIYCMOTPEHHBIX MOJIOKEHUSAMH 00 ATUX OpraHU3aLusX;

— OpraHaMu, OCYIIECTBIISIIOIIMMH TOCYIapCTBEHHbI HAaJIBEJOMCTBEHHBIII KOHTPOJIb
(Hag30p) B OMNpeeeHHOM 001acTH (9KOJIOTHYECKUH, TOXKAPHBIHA U T. 10.);




— BBIIECTOSAIMMU ~ OpraHu3alusiMd — B ClydasX, KoOrja 3aKOHOJATEIbCTBOM
MIPEAYCMaTPUBAETCA BO3MOXXHOCTb COBEPIICHHUS YIPABICHYECKUX JEHCTBUHM TOJBKO C
pa3pelIeHUs 3TUX OPraHU3ALUM.

Bu3sa corsiacoBaHusi IOKyMeHTa

Bussl cornacoBanusi JOKYMEHTa — PEKBU3HUT JOKYMEHTA, YKa3bIBAIOLIW Ha COIJIACHE
WIM Hecoryacue JoJbkKHocTHOro juna Llkomsl ¢ conepikaHueM MpoekTa JOKyMeHTa (fajee —
BH34).

Buza BKIIIOYaeT MOJKHOCTH JIMIIA, BU3UPYIOIIETO JOKYMEHT, MOAMUCH, Pacliu(poBKY
MOANUCH (MHULIAAIBI, (JaMIIIHIO) U AaTy BU3UPOBAHUS.

Hanpumep:
3aMecTHTeNb JUPEKTOpa 10 BOCHHUTATEIBbHON padoTe
JInynasg nmoamnuch .. sanoBa
10.10.2018

OdopmiieHHass TakuM 00pa3oM BHM3a O3Ha4yaeT CoOIVIACHME JOJDKHOCTHOIO JIHMLA ¢
COJIepKaHUEM JOKYMEHTA.

ITpu HaM4My 3aMedaHuil 0 TOKYMEHTY BU3Y O(OPMIISIOT CIeIyIOIUM 00pa3oMm:
3aMeuaHus NpuiaraTcs
3aMecTHuTeNb JUPEKTOpa 110 BOCIUTATEIbHONW paboTe
JInynas noanuce N.N. NBanosa
10.10.2018

JIOKyMEHT BU3HPYETCS WCIOJHUTEIEM M 3aUHTEPECOBAHHBIMM B  JIOKYMEHTE
JOJKHOCTHBIMHM JIMLIAMM, JUPEKTOPOM HLIKOJIBI.

3ameuyaHusi JOJDKHBI  OBITh  IPEACTaBICHbl HA OTAEIBHOM JIUCTE, KOTOPBIH
MOJAIHUCHIBAIOT, JATUPYIOT U NPUWIAraloT K JOKYMEHTY.

Ha noxymeHnTe, noMIMHHUK KOTOPOro ocraercs B 11Ikose, BU3bI MPOCTABIAIOT B HUKHEN
4acTH 0OOPOTHOIN CTOPOHBI MTOCIIEIHEr0 JUCTA NOUIMHHUKA TOKYMEHTA.

Ha noxymeHTe, NOMIMHHUK KOTOPOIO OTIIPABIISAIOT U3 OPraHU3alMK, BU3bI IIPOCTABIISIIOT
B HW)KHEW 4aCTH JIMLIEBOW CTOPOHBI BTOPOT'O IK3EMIUIAPA OTIIPABIIIEMOIO JOKYMEHTA.

Bo3MoxHO odopmiieHHE BH3 JIOKyMEHTa Ha OTHCIBHOM JIUCTE COTJIACOBAHMS.
JlonyckaeTcs NoaMCTHOE BUBUPOBAHHUE JJOKYMEHTA U €T0 NPUJIOKECHHUS.

Ecim B mpomecce BU3MPOBAaHMS B IPOEKT JOKYMEHTA BHOCATCS CYIIECTBEHHBIE
U3MEHEHHUs, OH MOAJICKUT OBTOPHOMY BU3MpOBaHMI0. [IoBTOpHOE BU3MpOBaHUE HE Tpedyercs,
€CJIN IIPH TIOpabOTKE B MPOEKT JOKYMEHTA BHECEHBI YTOUHEHHUS, HE MEHSIOIINE €r0 CYTH.

Iloanucek

JlokymeHnTsl, HampasiaseMmble IIIkomoil B BBIIIECTOSAIIME OpPraHbl  YHpPaBJICHUS,
MOANMCBIBAIOTCA TUPEKTOpOM IIIKOIBI, €ro 3aMecTUTENEM 10 MOpy4YeHHUIO aupekropa IIkomel
10 COOTBETCTBYIOIIMM HAIIPABICHUSM.

B cocraB pexBuszura «lloammck» BXOAAT: HAMMEHOBAHHME JIOJDKHOCTH  JIMLA,
MOJIMUCABUIETO JOKYMEHT (IIOJIHOE, C YKa3aHMEeM Ha3BaHUs OpraHu3alllM, €CIU JIOKYMEHT
odopmiieH He Ha OJlaHKe, U COKpAIIEHHOE — Ha JOKYMEHTe, O(pOpMIEHHOM Ha OJaHKe); TMYHas
MOJMUCH; pacln(poBKa MOANUCH (MHUIHAIIBI, (HaMUIIHs).

Hanpumep:
3amMecTuTeNbh IUPEKTOpa JINYHAsA TOAIVCH N.N. 1BanoBa
110 BOCTIUTATEIHHON paboTe

B  1oxyMeHTax, NOJArOTOBIEHHBIX KOMMCCHEH, YKa3bIBAalOTCS HE JIOJDKHOCTH
MO CABIINX JIUII, a UX 0053aHHOCTH B COCTaBE KOMUCCHH.

Hanpumep:
npeaceaaTeab KOMUCCUN JIMYHAS MOJIHUCH N.0. damunus
qjieHbl KOMHUCCHUU JIMYHAas MOJAMNNUCH N.0. ®amummug

JIMYHAas IOANHUCH N.0. ®amunug



HpI/I IIOoAIMMCaHU U IIOKYMGHTa HCECKOJBKHUMU OOJIKHOCTHBIMU JIMIIAaMU HUX ITOAIMMCHU
pacrojaraloT OJHYy MOJ JPYyrod B TMOCIEAOBATEIbHOCTH, COOTBETCTBYIOLIECH 3aHUMAEMOI
JIOJDKHOCTH.

Hanpumep:
Hupekrop JIUYHas MOAINUCH N.0. ®amunus
3aMecTUTENb AUPEKTOPa JIAYHAas IMOAINCH N.0. ®amnnns

HpI/I noAnruCaHu JOKYMCHTA HCCKOJIBKMMU JIMIIAMU PaBHBIX I[OJDKHOCTGI;'I, UX MmoAIMrcCu
pacnojiararoT Ha OIHOM YPOBHC.

Hanpumep:
3aMecTuTeNb JTUPEKTOpa 1o 3aMecTuTeNb TUPEKTOpa 1o
aJIMHUHUCTPATUBHO-XO3SIICTBEHHON y4e0HO-METOINYeCcKOi paboTe
pabore
JIAYHas N.0. Gamunus JIAYHAas N.0O. Gamunus
MOJIHUCH HOJIITUCH

Ecan pomkHOCTHOE JMI0, MOAMUCH KOTOPOTO 3aroTOBJICHA HAa MPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JOJKEH TOJIHCHIBATHCS JTUIIOM, UCTIOIHSIOINIMM €r0 00sS3aHHOCTH,
WJIH €T0 3aMCCTHUTCIICM.

He nomyckaercst moamnucanye TOKyMEHTOB C MPEJIOTOM «3a» WM MPOCTaBICHHUE KOCON
'-ICpTBI Hepea HAaMMCHOBAHHUECM HOJIKHOCTU.

OTMeTKa 00 JIEKTPOHHOM MOANNCH

OrmeTka 00 DJIGKTPOHHOH TMOANKCH BKJIOYaeT: ¢pasy «JJokyMeHT moanucan
3JICKTPOHHOM MOJIIUCHIO», HOMEp cepTUdUKaTa KI0Ua AICKTPOHHON MOIIUCH, (PaMUITHIO, UMS,
OTUYECTBO BIAJEINbIA CepTU(PUKATA U CPOK JEHCTBUS cepTU(UKATAa KIH0Ya DICKTPOHHOU
MOIIHICH.

Hanpumep:
{{Img="S:\Pemaxust\MI1I®PIP\O6pazosanne\IMG\118_31056.png"}} JOKYMEHT
[TOJITUCAH
DJIEKTPOHHOH
[TOJITHCHIO

Cepruduxar lal11aaa0000000011
Bnanenen MBanoBa Anna [lerpoBHa
HevictBurenen ¢ 01.12.2012 mo 01.12.2018

OtmeTka 00 AJNEKTPOHHOW TMOAMUCH JOJDKHA COOTBETCTBOBATh MECTY pa3MEIIeHUS
COOCTBEHHOPYYHOM TMOJMUCH B aHAJIOTUYHOM JOKYMEHTE Ha OYMa)KHOM HOCHUTENE. DJIEMEHTHI
OTMETKH JOJDKHBI OBbITh BHAWMBIMH M YHUTAEMBIMU U HE JOJDKHBI MEPEKpPHIBATh JIEMEHTHI
TEKCTa JOKYMEHTa U JPyrue OTMETKH 00 3JIEKTPOHHOM noAnucy (Ipy HAIUYUH).

Heyarb

OTTHCK TeYaTy 3aBepsieT MOAJTUHHOCTh MOJAMUCH TOJDKHOCTHOTO JIMIIA Ha JIOKYMEHTax,
YIOCTOBEPSIONIUX MpaBa Jnll, GUKCUPYIOMUX (aKThI, CBI3aHHBIE C PUHAHCOBBIMU CPEICTBAMH,
a TaKkKe Ha HWHBIX JOKYMEHTaX, MPEIyCMAaTPUBAIONIUX 3aBEPEHUE TMOMJIMHHON TOJIMUCH.
JoxymeHTsI 3aBepstoT neyatbio [Ikomsl.

[TeuaTs mpocTaBnsieTcss Ha CBOOOJHOM OT TEKCTa MECTE, HE 3axBaTbiBas JIMYHOU
MOAMKUCH TO>KHOCTHOTO JIUIIA.

OTMmeTka 00 UCHIOJIHUTEIe

OtmeTka 00 UCHOTHUTENE BKIOYaeT B ceOs (pamMuiuio, uMs, OTYECTBO HCIOIHUTEINS
JIOKYMEHTa, HOMep ero TejedoHa.

OTtMmeTky 00 UCHONHUTENE pAacloiiaraloT Ha JUIEBOM WM OOOPOTHOM CTOpPOHE
MOCJICTHETO JINCTA JOKYMEHTA B JICBOM HIDKHEM YTITy.

Hanpumep:
NBanoBa Muna MBanoBHA
8 (495) 994-94-94



OTtMeTKa 0 3aBepeHNH KONIMHU

Komum ¢ M[OKyMEHTOB BBINAIOTCA C PA3PEIICHUs PYKOBOIOUTENEH CTPYKTYPHBIX
NOJIpa3/ieJICHUN U TOJBKO C T€X JOKYMEHTOB, KOTOpble ObuIM u3AaHbl B lllkone u xoTOpble
KacaroTcsl CIIy»KeOHOM eATeIbHOCTU JAaHHOTO CTPYKTYPHOTO MOJIpa3/eIeHuUS.

[Tpu BBIZaue KOMUHM JOKYMEHT BOCHPOHM3BOIMTCS MOJTHOCTHIO (O6maHk LlIkombl, HOMeD,
Jiata, CoAep)KaHue U T. 11.).

B npaBom BepxHeM yriry konuu numercs cioBo «Konusa». IIpu Belgaye KOuu ¢ KOIUK
cnenyer nucath «Komnus ¢ konuuy».

Ecnu xomus s BHYTPEHHErO IIOJIB30BAaHMs, TO JUIS 3aBEPEHUS HUXKE DPEKBHU3UTA
«Iloanuce» MPOCTABIAIOT 3aBEPUTENBHYIO HAIUCh: «BEepHO»; NOHKHOCTD JIMIIA, 3aBEPAIOILErO
KOTIHIO; TMYHYIO MOJIMHUCH; PAaCIIM(PPOBKY MOINUCH (MHULIMAIIBI, (PaMIIIUIO); 1aTy 3aBEPEHUSI.

Hanpumep:

Bepno

Cexkpetapp/CrienMaucT 1o Kaapam
JInynas noanuce B.B. lIBaHOBa
10.10.2018

I[JI?I MMPOCTABJICHUS OTMETKHU O 3aBCPCHUHN KOIINU MOKET UCITIOJIb30BATHCA HITAMII.

OtMmeTKka 0 MOCTYIIJICHUU NOKYMCHTA
CO,I[Cp)KI/IT AaTy INOCTYIUICHHA HOKYMCHTA, a TAKXKE €ro BXOI[SIIJ.[PIIZ per I/ICTpaI_II/IOHHHﬁ
HOMCED. HpI/I H€O6XOI[I/IMOCTI/I B OTMCTKC MOXHO YKa3aTb BPEMA IMOCTYIUICHHA B 4Yacax U
MHHYTaX U cIoco0 AOCTAaBKU JOKYMCHTA.
OTMCTKy O MOCTYIVICHHUU OOKYMCHTA B H_[KO.Hy MMPOCTaBJIAIOT B BUJAC IITaMIla WJIHA OT
PyKHU B HWKHEH YacTH HI/II_ICBOI;'I CTOPOHBI IICPBOI'0 JINCTA JOKYMCHTA UJIK Ha €TI0 06op0Te.

Hanpumep:
Bx. Ne 23 o1 11.10.2018
13 9 40 mun
Pe3oaronusa
B cocTaB pe3onronuu TOMKHBI BXOJUTH CIEAYIONINE 3JIEMEHTHI: (paMuIHsl, HHALIAAIIBI
UCTIONHUTENS (UCMONHUTENEeH), coiepkaHue mnopydeHus. [Ipu HeoOXOAMMOCTH — CpOK
WCIIOJTHEHU S, TOANKCH JINIA, BBIHECILIETO PE30JIIOLINIO, JaTa PE30IIOIHH.
Hanpumep:
Cwmupnosoii 1.0.

[Tpormry moArOTOBUTH MPOEKT
noroBopa ¢ OO0 «Jlom mebenn»
K 22.06.2018

JIndHas moaAnuch

10.10.2018

[Ipyn HamuuuK B PE30JIIOLMU HECKOJIBKUX HCIIOJIHUTENEH YKa3bIBAE€TCsSl OTBETCTBEHHBIN
WCIIOJTHUTEIb (KaK TIPaBUIIO, ITO JIUI0, HA3BAHHOE B PE30JIIOIIUU TTEPBHIM).

Ha nokymeHntax, He TpeOyIOIUX TOMOTHUTEIbHBIX YKa3aHUM MO HWCHOIHEHHUIO H
HMCIOIIUX THUIIOBBIC CPOKH HCIIOJHCHHA, B PC30JIOIHUHU YKA3bIBACTCA HCIIOJHUTEIIL, MOANNCH
aBTOpa PE30JIIOLMH, 1aTa.

Pesomronusi, kak MpaBHUIO, NHUIIETCS OT PYKH PYKOBOAUTENEM Ha IOJJIMHHUKE
JIOKyMEHTa Ha CBOOOJTHOM OT TEKCTa MECTe.

OTMeTKa 0 KOHTpOJIe

OtmeTKa 0 KOHTpoJie 0003HAYAET, YTO JOKYMEHT MOCTaBleH Ha KOHTPOJb. OTMETKY O
KOHTpOJIE 3a MCIOJIHEHUEM JOKyMeHTa 0003HadaroT mraMnoM «KoHTposb» Ha BEpXHEM IOJe
JIOKYMEHTA.

KonTtposro noaexar Bce 3aperucTpupoBaHHbIC TOKYMEHTHI, TPEOYIOIIHE UCTIOTHEHHUS.



CpokHd UCHOJHEHHS JIOKYMEHTa YCTAaHaBIMBAIOTCI B COOTBETCTBUU CO CpPOKamu,
0003HaYeHHBIMU 3aKOHOJIATEILCTBOM, OpraHu3alyel, HapaBUBIIEH MOPYYEHUE WM MIPOCHOY,
pacnopsiAUTENbHBIM JOKYMEHTOM WM PE30JIIOIUEN TUPEKTOPA ILIKOJIBI.

Cpoxk npoctasisiercs: B GopMe AaThl 3aBEPILICHUS UCTIOTHEHHUS.

OTMeTKa 0 HANIPaBJIEHUH TOKYMEHTA B /1€J10

OtmeTka 00 MCHOTHEHHHM AOKYMEHTa W HANpaBICHUM €Tr0 B JENO BKIIOYaeT B cels
cleAylonme aaHHble: ¢pazy «B meno», MHIEKC [ena Mo HOMEHKJIAType Iell, B KOTOpoe
MOMEIAETCsl JOKYMEHT Ha XpaHEHHe, ¢ yKazaHHWEM roja, JIOJDKHOCTU JIMIA, O()OpMHBIIEro
OTMETKY, IOJIUCH, AaThl.

Hanpumep:

B neno Ne 01-18 32 2018 1.
3aMecTuTeNb TUPEKTOpa 10 BOCIIUTATENbHON paboTe
Jlnynas noanuck 10.10.2018

OTmeTka O HampaBlIeHHH JOKYMEHTa B JEJ0 MOXET JOMOJHSATHCS KPAaTKUMHU
CBEJCHMSIMU O XapaKTepe UCIOJIHEHUS JOKYMEHTA.

3.3. Oco0eHHOCTH OATOTOBKH U 0pOpMJIEHHS OTIeIbHBIX BUI0B JOKYMEHTOB

IIpuxa3s

[Ipuka3 — mpaBOBOM aKT, U3aBA€Mblii TUPEKTOPOM IIKOJBI JJIsl PEIICHUs OCHOBHBIX U
olepaTUBHBIX 3aja4, crosumx nepex lkomnoi (mpunoxenue Ne 8).

[Ipuka3z MoxeT ObITh M3/IaH JUIIOM, UCHOJHSIOUIMM OOS3aHHOCTH JUPEKTOpa IIKOJbI B
CJly4ae ero OTCyTCTBHUSI.

B mpukazax mo oCHOBHOM A€ATEIbHOCTH PEIIAIOTCs BOIPOCH! Y4eOHOM, X035iCTBEHHOI,
(MHAHCOBOH AESTEIbHOCTH, INIAHUPOBAHUS, OTYETHOCTH, Y4€OHO-BOCIIUTATENBHOIO IIpoLEcca,
(bu3nYeCKOro pa3BUTHS U T. II.

[Mpukassr odopmisirorcss Ha Onanke Ilkonsl. Ilepemada mpukazoB, WX KOIHMA
paboTHUKAaM CTOPOHHUX OpPTraHU3alMi JOMYyCKaeTcs TOJIbKO ¢ pasperieHus aupexropa [Ikonsr.
[TpoekThl npuka3oB pazpadaThIBalOTCS YIOJHOMOYEHHBIM JIMIIOM IO MOPYYEHHUIO PYKOBOJACTBA
WM 110 COOCTBEHHON MHUIIMATHBE.

[TogroroBka mnpukaza BKIOYAET B ceOs U3y4eHUE CyIIecTBa BoOmpoca Hu cOop
HEOOXOJUMBIX CBEJCHMUIA; MOATOTOBKY MPOEKTa MPHKAa3a; COrJaCOBAHUE MPOEKTA; MOANUCAHNE
nupexkTopoM LIkombl, perucTpanuro.

I[Mpukasel neyararorcs mpudrom Arial, kerens 12,13

Homepa cTpanuil mpocTaBisitoTCs MOCEpEAMHE BEPXHEro MoJjs JucTa. TeKCT mpukasa
(pacmiopskeHHsI) TIeyaTaeTcs uepe3 OJIMH MEKCTPOUYHBIN HHTEpBaJ, 6e3 00opoTa.

[Ipukaz umeer cienyromue pekBU3UTH: HauMeHoBaHue Illkonbl corimacHo ycraBy;
HauMeHoBaHue Buaa qokymeHta (IIPUKA3), nata, Homep, MecTO COCTaBIIEHMs, 3ar0OJOBOK K
TEKCTy, TEKCT, HaWMEHOBaHUE JOJDKHOCTH, MOANUCH JIOJDKHOCTHOTO JIMIA (MHUIUAJIBI,
dbamunus), BU3BI COTNIACOBAHMSI, 03HAKOMIICHHUS.

JlaToit npukasa (pacnopsbKeHus) siBIsieTcd Jata ero noxanucanus. Jlata odopmisercs
U(PPOBBIM CIIOCOOOM; HOMEpP COCTOUT M3 3HaKa «Ne» M MOpAAKOBOrO HOMepa IpHKasa,
Harpumep: ot 00.00.0000 Ne 000.

TexcT mnpukaza (pacmopspKeHHs) COCTOMT U3 JABYX B3aMMOCBSI3aHHBIX dYacTed —
KOHCTaTHUPYIOIIEW U pacIOpsIANTEIBHOM.

TexkcT mpukasza (pactopshKeHHs) TOJKEH MMETh 3aroJIOBOK. 3arojIOBOK HAUYWHAETCS C
npemiora «O» («O0») u GopMuUPYETCS TpPH TOMOIIM OTIJIArOJBHBIX CYIIECTBUTEIbHBIX
(manpumep: «O0 yTBEep)KACHUH...», «O perucrpaunuu...», «O CO3TaHUH...»).

3aroioBOK JOJKEH KpaTko M TOYHO OTpakaTh COJEp)KaHHE TeKCTa IpuKasza
(pacniopsikenusi). Touka B 3aroinoBke He craBuTcs. [lewartaercs depe3 JBa MEKCTPOUHBIX
WHTEpBaja OoT pekBu3uTa. [leyaraercst CTpoUHBIMEU OYKBAMHU, BBIJIEISACTCS KUPHBIM TIPUPTOM.

B koHcTatupyromel 4acTd KpaTKO H3JIararoTcs LEedW W 3ajadd, (akThl U COOBITHS,
MOCITY>KUBIIUE OCHOBaHHMEM [UIsl M3AaHUs Mpukaza. OHa MOXKET HayMHAThCS CJIOBAMH «B
LEJAX», «BO UCIOJHEHUEe» U Ap. Ecnu npuka3 u3gaercss Ha OCHOBAHUM JPYroro JOKyMEHTa, TO



B KOHCTAaTUPYIOIIEH YacTH YKa3blBAETCS HAMMEHOBAHHWE HSTOr0 JOKYMEHTa, HAaMEHOBAaHHE
OpraHa, U3J1aBIIEro JOKYMEHT, 1aTa, PETUCTPALMOHHBII HOMEP U 3ar0JIOBOK K TEKCTY.

KoHcratupyromas yacTb MOXET OTCYTCTBOBAaTb, €CIM NPEANHMCHIBAEMbIE IEHCTBUS HE
HY)XJIalOTCSl B pa3bsCHEHUU. TEKCT NpPHKAa30B B TaKUX CIlydasX HAYMHAETCSI CO CJIOBa
«[TPUKA3BIBAKO» (mumercst mponucHbIMU OykBamu). [Ipyu Hamuuuum AByX 4acTedl mpukasza
pacnopsIUTeNbHas 4acThb OTHAENSAETCA OT KOHCTaTUPYIOLIEW CIOBOM «IpHKa3biBaro». [locie
cioBa «[IPUKA3BIBAIO» cTtaBuTCst 1BOETOUHE.

Tekcer pacniopsiAMTENIBHON YaCTH MOXKET JEIUTHCS HA IYHKThI, B KOTOPBIX YKa3bIBAIOTCSA
WCIIOJIHUTEIIN, KOHKPETHBIE IEUCTBUS U CPOKU UCIIOIHEHHUS MPEANUCHIBAEMBIX JeUCTBUNA. Eciun
MIPUKA3 JOIMOJHSAET, OTMEHSAET WM U3MEHSAET paHee W3JaHHblEe NPHUKa3bl WIM UX OTICIbHBIC
IYHKTBI, 3TO OroBapuBaeTcs B TekcTe. [lociieTHUM yHKTOM pacropsIuTENbHON YacTu MIPUKa3a
YKa3bIBa€TCs JOJDKHOCTHOE JIUIIO, HA KOTOPOE BO3J1araeTcs KOHTPOJIb 3a UCIIOJIHEHUEM IIPUKa3a
B 1ienioM. Hanpumep: «KoHTpoIIb 32 HCIIOJTHEHNEM MTPHKa3a OCTABIISIO 32 COO0M».

[Tognuce oTaensieTcss OT TEKCTa ABYMsl MHTEPBAJIaMHU, [1€4aTaeTCsd OT T'PAHULBI JIEBOTO
OJIS.

PacmmdpoBka noamnucu nevyaraercs Ha YpOBHE MOCIEIHEN CTPOKH TOJKHOCTH Y MIPaBOi
rpaHUIB TeKCTOBOTrO Noist. [Ipoben Mexny nHuIanamMu u paMuIIuei He 1eIaeTCs.

[Tocneanss OykBa B pacmin@poBKe MOJMUCH OTpaHUYUBAETCS MPaBbIM mosemM (10 mm).

[Ipu nmoanucanuu npukasa (pacrnopspKEeHUs) JIMLOM, 3aMEIAoUM JUPEKTOpa IIKOJbI,
JOJKHA OBITh yKa3aHa ero akTuyeckas J0JKHOCTD U (haMuIusl.

[Tpu HanMuYUK TPUIIOKEHUH K MPHUKa3y (pacHOPsDKEHUI0) 0053aTeNbHO JIENIAeTCs CChLTKA
Ha HUX B TEKCTE.

[Ipukasbl (pacnopsbkeHusi) HYMEpYIOTCS IOpSIKOBOM HymMmepaluell B mpezaenax
KaJleHJapHoro roja. OTOenbHO HYMEpPYIOTCS NpPHUKa3bl MO OCHOBHOM JE€ATEIbHOCTH, IIO
JUYHOMY COCTaBY pPaOOTHUKOB, IO JIMYHOMY COCTaBy OOYYaIOUIMXCS, 1O OTIIyCKaMm, O
KOMaHIUPOBaHUMU.

Ecoim npuxaz (pacnopsbkeHue) BBOIUT B JEHCTBUE KaKUE-TUOO JTOKYMEHTBI
(MHCTpYKIMH, TPaUKH, IPAaBHUIIA, TOJIOXKEHHUS), TO OHU OQOPMIISIOTCS B BHUJIE MPHIIOKEHUS K
npHKa3y (pacnopshKeHH0). B mpaBoM BepXHEM yrily TakMX JTOKYMEHTOB OT ISTOTO MOJIOKEHUS
TadynsaTopa HeoOxoauMo mHcath ciaoBo «lIpunoxeHue» ¢ yka3aHHEM HaUMEHOBaHUS
pacnopsAUTENBLHOTO IOKYMEHTA, €ro J1aThl, HoMepa (mpuiioxenue Ne 9).

Hanpumep:

IIpunoxenue
k npukazy MBOVY «CIII Ne 16»
ot 11.07.2018 Ne 34

[TpunoxeHus K NpoeKTaM MPHUKa30B O(GOPMIISIOTCS Ha OTICNBHBIX JHCTaX Oymaru
(mpunoxenue Ne 9).

Pa3mepsl moseld M MEXCTPOUHBIE MHTEPBAIBI NPH IE€YaTAHUM TEKCTOB IPUIIOKEHUI
UJCHTUYHBI pa3MepaM, IPUMEHSEMbIM NIPU MleYaTaHUU TEKCTOB MPUKA30B (PacCHOPSKEHU).

B npuioxeHusx MOMeUaloTcs MOJO0XKEHUs, MEepPEeYyHH, CHHUCKH, TpaduKu, TaOIHIIbI,
00pa3Iisl JOKYMEHTOB U JIp.

Ecnu B TekcTe 1aeTcst cChlIKa «COTJIacHO NMPHIIOKEHUIO» WK (TpuitoxkeHue Ne...), To Ha
NepBOM CTpaHMIIE MPUIIOKEHHS B PAaBOM BEpXHEM YIily nuiercs ciaoBo «lIpunoxenue» u ero
HOMEp, HIKE Yepe3 OJMH MEKCTPOUYHBIA MHTEpBal AA€TCs CChUJIKA HA MPHKa3 (pacropsikeHue)
JTUPEKTOpa LIKOJbI, €T0 JaTy U HOMEP.

Bce cocraBHBIE YacTH peKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY KpParo, I1€YaTAIOTCS YeEpe3
OJIMH MEXCTPOUHBIM MHTepBai. lJInHA CTPOKU HE JOJDKHA MPEBBIIATh 8 CM, OTPaHUYMBAETCS
IIPaBbIM I0JIEM TOKyMeHTA. [Ipy HamM4YMK HECKOJIBKUX MPHUIIOKEHUN OHU HYMEPYIOTCS.

Hanpumep:

[Tpunoxxenue 1
K npukazy MBOY «CIII Ne 16»
ot 11.07.2018 Ne 34



IIpu namuumm B Tekcre ¢opmymupoku «YTBEP/IUTby mpunaraemoe mojoxeHHe,
COCTaB KOMHUCCHUH, NIEPEYECHb MEPONPUATHHI U T. J. HA CaMOM IIPWJIOKEHHUU B IIPABOM BEPXHEM
yray pacnonaratorcs cioBa «Y TBEPXKIEHO» nmn « YTBEPXXIEH» co ccbuikoil Ha npukas,
€ro Jary, Homep.

Hanpumep:
YTBEPXIEHO
npukazoM MBOY «CII Ne 16»
ot 11.07.2018 Ne 34
3aroJoBOK K TEKCTy HPUIIOKEHHUS Ie4aTaeTcsl LEHTPUPOBAHHBIM  CIIOCOOOM.
HaunmenoBanue Buaa JOKyMEHTa IPWIOXKEHHsS (IIEPBOE CIOBO 3aroyioBKa IPUIIOKEHUS
neyaTaeTcss NponucHbIMA OykBamu kupHbIM mpudtom: [TOJIOXKEHUE, ITEPEYEHD,
CIIMCOK u . 1.).

3aroJ0BOK MPUIIOKEHUS OTIENIAETCS OT JaThl U HOMEpa MpUKa3a IByMs MEXCTPOUHBIMU
MHTEpBaJIaMU.

IIpy HayM4YMK B TEKCTE MPUIIOKEHUS HECKOJBKUX Pa3/ieioB UX 3arojOBKH M€YaTaroTCs
LEHTPHUPOBAHHBIM CIIOCOOOM (OTHOCHUTENIBHO I'paHULl TeKCTa). ToUuka B KOHIIE 3aroJIOBKOB HE
craBurcs. Jlomyckaercsi BBIEIATH 3aroJIOBKU pa3fesioB HIPUGTOM JIPYyroil HachIIEHHOCTH
(’KUPHBIM, OJTYKHUPHBIM).

TexkcT nmpunokeHust MOXeT ObITh 0OpMIICH B B¢ TaOIUIIbl. ['padbl 1 CTPOKH TaOIHIIBI
JOJDKHBl HMMETh 3aroJIOBKHM, BBIPQKEHHbIE HMEHEM CYILECTBUTEIbHBIM B HMEHHUTEIBHOM
nagexe. [lox3aronoBku rpad M CTPOK TIpaMMaTHUECKH JOJDKHBI OBITH COIJIACOBAHbBI C
3arojoBKaMu. TeKCT TaOIHIIBI ITe9aTaeTCss Yepe3 OJMH MEKCTPOUHBIH HHTEPBAJL.

[Ipy HanMUUKM B TEKCTE NMPUIIOKEHUHM CCBUIKM Ha CHOCKY OHa 0(OpMIISETCs 3BE€3/I0UKOI.
TekcT CHOCKM IevaTaercsi 4epe3 OJIMH MEXCTPOUHBIM MHTEpBaJl B KOHIE KaX/101 CTpaHUIIbl WU
nocje NpuIoKeHus B 1eaoM noxa deptoil. Ilocne cuMBoia CHOCKM €€ TEKCT IedaTaeTcs ¢
nponucHoi OykBbl. B KOHIlE TekcTa CHOCKM cTaBUTCA Touka. Ha oHOH cTpaHulle HE JOJIAKHO
ohopMIATBCS O0JIee TPEX CHOCOK.

B nonoxenusix, nmporpammax, ycraBaX M JAPYTHUX IOJOOHBIX JOKYMEHTaX pasJienbl,
HOJpa3ieNbl, MyHKThl U MOANYHKTH HyMepyroTcs apabckumu nudpamu. Homep noapasnena
JIOJIKEH COCTOSITh M3 HOMEpa pasjiesia U HoMepa Iojipas3/ielnia, pa3ieeHHbIX TOUKOH (Hampumep:
1.2.). Homep myHKTa MOET COCTOSITh U3 HOMEpa pa3jiena, moJpas/iesia U MyHKTa, pa3aesIeHHbIX
toukamu (Hampumep: 2.3.1.). IIyHKTBI Tpu HEOOXOAMMOCTHM MOTYT MOJPa3AeNATbCi Ha
MOJAIYHKTBI, KOTOPBIE OJDKHBI UMETH MOPSAKOBYI0 HYMEPALMIO B IPEleiax KakIOro IMyHKTa
(manpumep: 1.1.1.1., 1.1.1.2. u 1. 1.).

Busbl mpocraBisitorcs Ha OOOPOTHOW CTOpPOHE IMOCHEAHEro JIMCTa MPOEKTa IpHKas3a
(pacniopsiKeHuUs).

Ha npunoxeHusix K MpoeKkTaM NpPUKa30B (PacHoOpsDKEHUI) BU3bI MPOCTABISIOTCS IO
TEKCTOM MPUIIOKEHUS.

IIporoxoa

B nporoxonax (moxymeHTax, PUKCUPYIOIIMX XOA OOCYKIEHHUS BOIPOCOB M MPHUHSITHS
pelIeHn) MOCTOSIHHO  JIEHCTBYIOIIMX  KOJUIETHAIBHBIX M COBEUIATENbHBIX  OpPraHoOB
UCHoyp3yeTcst (opMa HU3JI0KEHUS TEKCTa OT TPEThEero JMIA MHOKECTBEHHOro 4YHcia
(CJIVIIAJIM, BBICTYIIWIIM, PELINIIN). ConepxkaHue BBICTYIUIEHUH H3/1araercs oOT
TPETHETO JIUIA €IMHCTBEHHOTO YHUCIIA.

IIpoToKO0JI UMEET CAENAYIOUINE PEKBU3UTHI:

— HaumernosaHnue euda ookymenma — cnoBo «[IPOTOKOJI» newataercss Ha 2 ¢cM HIDKE
OT I'PaHUIIBl BEPXHETO I0JIs MPOIMUCHBIMHU OyKBaMH, MMOJTY>KUPHBIM IIPU(TOM U BHIPAaBHUBACTCS
0 LIEHTPY;

—6U0 3acedanus, cosewjanus — OTHENSETCS OT TMpPelbIIylIero pPeKBU3UTA JABYMS
MEXCTPOUYHBIMH WHTEpBaJlaMH, Me€YaTaeTcs MOITYKUPHBIM LIPUPTOM Yepe3 OAUH HMHTEpBal U
BBIPAaBHUBAETCS 11O LIEHTPY;



— dama u Homep npomokona — nata oQopmisieTcs MUPPOBBIM CIIOCOOOM U TeYaTaeTCs
yepe3 JBa MEXCTPOUYHBIX HMHTEpBAJAa HWXKE NPEIbLAYHIErO0 PEKBU3WTAa OT JIEBOW TI'PaHUIBI
TEKCTOBOTO I10JIsI, @ HOMEP — IIOCJIE CJIOBA «IIPOTOKOJI;

— Mecmo nposedenus 3acedanus yKa3blBaeTcs npu ohOopMIICHHH MPOTOKOIA COBELIAaHUS
B TOM CJIy4ae, €ClId OHO MPOMCXOAWI0 He B 31aHuu llIkosbl, BeIpaBHMBAETCS IO LEHTPY HA
OJIHOH JIMHUH C JIaTOM;

— meKcm npomoxoJia, Kak IpaBUilo, COCTOUT U3 JIBYX 4acCTEH: BBOAHON U OCHOBHOM.

BBoaHasi 4acThb COCTaBIISIETCS 110 CXEME:!

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

Cexkperapp — @ammius 1.0.

IIpucyrcrBoBanu:

CnoBa «llpencenarens» u «Cekperapp» IeYaTalOT CI€BAa OT HYJIEBOI'O IOJIOKEHUS
Ta0yssITOpa, OTAENAS ABYMS MHTEpBaJaMHU OT 3arojoBKa U Apyr oT apyra. C HOBOH CTpOKHU
numyt ciaoBo «IIpucyrcrBoBanuy,

1 eapuanm: paMuIMM M MHULIUAIBI TOCTOSHHBIX YIEHOB KOJUIETHAIBLHOTO Oprasa,
YYaCTHUKOB 3acelaHusi, paOOTHUKOB OpraHu3allid W [pUIJIAlIEHHBIX Ha 3acefaHue
NepeUnCIsiIoTess B andaBUTHOM TmopsAake Oe3 ykasaHus goJpkHocTed. Ilepeuncrienue
MPUCYTCTBYIOIIUX O(QOPMIIAIOT BO BCIO IIMPUHY CTPOKHU Yepe3 OAMH MEKCTPOUYHBIA MHTEpBAl
(mpunoxenue Ne 10).

[Ipu odopmieHHH NPOTOKONA C YHCIOM YYacTHUKOB Oonee 15 dammiuu He
NEPEYUCIIAIOTCS, a YKa3blBaeTcsl HU(pol Ux oO0liee KOJUYECTBO, CIMCOK YYAaCTHUKOB B TaKHUX
ClIy4asix IpUJIaraeTcs.

Hanpumep:

[IpucyrcTBoBanu 47 yenoBek (CIUCOK MPUIIAraeTcs).

[loncuer y4acTHUKOB MPOBOJUTCS MO CHUCKaM PErMCTpaliyi, KOTOPbIE MpUIArarTcs K
MIPOTOKOJTY.

[locne mepeunciieHUs] y4aCTHUKOB B MPOTOKOJIE OQOPMIISETCS IEepeueHb BOIPOCOB,
noJJIeKalx 00CYyKIEHUIO, KOTOPbII HaunHaeTcs cioBaMu «lloBecTka JHS» U pacrioyiaraercs
LEHTPOBAHHO Y€pe3 JIBa-TPU MHTEPBAJIA OT CIMCKA YYaCTHUKOB.

2 sapuaHm: yKa3bIBalOT OOIIe€ KOJIWYECTBO WICHOB KOJUIETHAIBHBIX OPTaHOB U YHUCIIO
IPUCYTCTBYIOIIMX, a paciii(poBKa MPEICTaBISETCS B SBOYHOM JIMCTE, KOTOPBIA SBIISETCS
NPUIOKEHUEM K POTOKOIy (mpuitoxkenue Ne 11).

[loBecTka JHS COJEPKUT MEpeUYHCICHUE MYHKTOB (BOMPOCOB) IIOBECTKH JHS,
bUKCHPYIONIUX TOCIEA0BATENBHOCTh 00CYXICHUSA, ¢ (GaMIIUIMUA JOKIaA4uKOB. Kakmawiid
BOIPOC HyMepyeTcsi apaObckoil nndpoii, pacrnonaraercst B MOpsJIKE 3HAUMMOCTH U OTBEYAET Ha
Borpoc «O yem?».

Hanpumep:

1. AHanu3 BBINOJHEHUS roA0BOro riana padots! Hlkosnsr 32 2017-2018 yueOHsIii ro.

Hoxnaguuk — [lerposa A.1.

OcHoBHAsi 4YacTh IIPOTOKOJA COCTOMT W3 PAa3AelioB, COOTBETCTBYIOUIMX ITyHKTam
MOBECTKH JIHA. TeKCT KaXXJI0ro pazjiena COCTOUT U3 TPEX YacTei:

— CJIVIIAJIM: kpatkoe conaepaHUE [OKJIaJa WM CChUIKA Ha IpUJIaraeMblid K
npotokoiy TekcT. Ilepen cmoBom «CJIVIIIAJIM» mnpocTtaBnsieTcss HOMEp B
COOTBETCTBHUH C ITOBECTKOM JTHS;

— BBICTVYIINJIU: kpaTkoe coaepkaHue KaXkJI0r0 BBICTYIUICHMS, 3aJaHHbIE BOIPOCHI
U OTBETHI,

— PEIIWJIN (ITOCTAHOBWJIN): pemenune (GopMymupyeTrcss ¢ HCIOJIb30BAHUEM
MOJENIH, TPUHATOM NI  PACHOPAIUTENbHBIX JOKYMEHTOB: 4YTO  CJEJNaTh,
UCIIOJIHUTEIb, CPOK UCTIOTHEHUSI.

Pemmenusi, BIpaOOTaHHBIE HA COBEIIAHUU, BHOCST B MPOTOKOI mociie cioBa «PEIINIIN
((ITOCTAHOBUJIN»). Pemienne MOXET COACpKaTh OJUH MM HECKOJIBKO IMYHKTOB, OHH
pacrnoJiararoTcs 1o 3HauMMOCTH, KaXKIbli U3 HUX HYMEPYETCH.



B caywae korma mpoTokon (UKCHpYeT pelieHHe OO0 YTBEpXKACHUH KaKoro-mudo
JOKYMEHTa, B TEKCTE€ IPOTOKOIA JOJDKHA COACPXKAThCS CCBUIKA HAa JTOT JOKYMEHT, a caM
JIOKYMEHT IIPUJIaraeTcsi K IPOTOKOIIY.

ITpu HamuuK 0coOOro MHEHUS 10 MPUHATOMY PEIIEHUIO OHO 3alKChIBAETCS B TPOTOKOI
(mocie COOTBETCTBYIOIIETO TPOTOKOJIBHOTO PELLIEHUS).

B kadecTBe MCIIOIHUTENS MOXKET ObITh YKAa3aHO OJIHO MJIM HECKOJIBKO JJOPKHOCTHBIX JIHIL
a100 CTpyKTypHOE noapasneneHue. Cpok MOXKeT ObITh yKa3aH Kak KaJeHAapHas AaTa UiH Kak
HEPUO/]] BBIIIOJHEHUS PAOOTHI.

CnoBa «CJIYIIAJIN», «BBICTYIIUIINY», «PEMIWIN» («[IOCTAHOBUJIN»)
[IeYaTaroT OT JIEBOT'O MOJIsI IPOIUCHBIMU OYKBAMHU M 3aKaHUMBAIOT IBOETOUHEM.

Kaxnplif pa3aen meyaraercsi ¢ KpaCHOM CTPOKH, YTOOBI BBIACIHUTH B TEKCTE MPOTOKOJA
peub OCHOBHOI'O JIOKJIAaJ4yMKa, BBICTYIUIGHUS YYaCTHUKOB OOCYXJEHHUS BOIpoca U
MOCTaHOBJISIOIIYIO YacTh, (DOPMYIUPYIOIIYIO perienue coopanus. C 3Toil ke LeIbl0 B TEKCTEe
IPOTOKOJIa KaXAYyH0 (aMWIMIO W WHHUIMAIbl BBICTYNAIOUIMX I€4aTaloT C HOBOM CTPOKH B
UMEHUTEIBHOM TaJeKe, 3allUCh BBICTYIUICHUS OTIENAIOT OT (amuaun aepucoM. Kaxmprii
BOIPOC II€YaTAETCs C KPACHOM CTPOKH, (PaMUIIMH IIPU ITOM JIOITYCKAETCS HE YKa3bIBaTh.

B oTnenbHBIX citydasx Ha OCHOBE PYKOIMCHBIX HJIM MarHUTO(OHHBIX 3alMCel, KOTOpbIe
BEJIUCh HAa 3acellaHUM, COCTABJSIETCS CTEHOrpapUuUecKUil MPOTOKOJ, KOTOPBIH OCIOBHO
nepeaaeT Mpouecc 00CYKIASHHUS KayKI0TO BOIIPOCa U BRIPAOOTKY PEIICHHUs 110 HEMY.

IIpoTokon odopmiser cekperapb 3aceAaHus, HOPUAMYECKYIO CHIIy IPOTOKOJ
IpUOOpETaeT TONBKO MPU HAIWYMM JIBYX MOANMCENH — mpeacenarens u cekperaps. [loamucu
pacrosararoT, OTACIUB OT TEKCTa IBYMS-TpPEMs MEXKCTPOUHBIMM MHTEpBAalaMU OT T'PAHMIIBI
nesoro nons. lloanmuceiBaercs mepBBIA SK3EMIUIAP IPOTOKOJIA, KOTOPBIA IOAIIMBACTCS
CEKPETAPEM B JIEJIO0 U XPAHUTCS B COOTBETCTBHM CO CPOKOM, OINPEAEICHHBIM HOMEHKJIATYpOH
JeIL.

B HekoTophIX ciiyyasx oopmIisieTcs BBIUCKA U3 IPOTOKOJIA.

Boinucka M3 mpoTokKoJia — TOYHAs KOMMSI YacTU TEKCTa IOJUIMHHOTO IIPOTOKOJIA,
OTHOCSILIETOCS. K TOMY BOIPOCY IIOBECTKU [IHA, 110 KOTOPOMY IOTOBUTCS BbIUCKa. [Ipu saTOM
HE00XO0IMMO BOCIIPOU3BECTH BCE PEKBU3UTHI OJaHKa, BBOAHYIO YaCTh TEKCTA, BOIIPOC MOBECTKU
JIHS, IO KOTOPOMY TOTOBUTCSI BBINMCKA, M TEKCT, OTpa)KaroIIMi OOCYXIEHHE BOIpoca U
NpUHITOE pelieHue. B 3ToM ciyuyae Ha3BaHMe JOKyMeHTa ogopmisieTcsl Kak «Bpimucka u3
IIPOTOKOJIa.

Cay:xkeoHnoe/UnpopmanmoHHoe nucbLMo

IluceMa  coCTaBIAIOTCS Ul OCYLIECTBIIEHUS OINEPaTHUBHOM CBSI3UM C JPYTMMH
OpraHU3alUsIMU 110 BOIPOCAM JESTEIbHOCTH IIKOJbI.

ITo comepkaHuio U HA3HAUYEHHUIO MUCbMa MOTYT OBITh MH(OPMAIIMOHHbIE, TapaHTHHHEIE,
peKIamMalioHHbIe, KOMMEpUYEeCKre, MIUChbMa-3apochl, MUCbMa-MPUTJIAIIEHUs U T. 1.

WHdpopmanMoHHbIE NHCbMa COAEPXKAaT  COOOIIEHUs, MNpPOChObl, HAOMHHAHUS,
MPEJIOKEHUS.

I"apanTHiiHBIe pEeAHA3HAUYEHBI UIsI U3BEIICHUS O FapaHTUAX OIUIATBI, CPOKOB IIOCTAaBKH
WM KauecTBa MPOAYKLUHU U YCIIYT.

B pexnamanuoHHBIX (TMPETEH3MOHHBIX) MUChMAxX M3JAraloT TPeOOBaHMS BO3MELICHMS
yOBITKOB, HAHECEHHBIX M3-3a HapYIICHUsI YCIOBUN KOHTPAKTA MM JOTOBOPA APYroi CTOPOHOM
(koHTpareHToMm). Pekimamanus JODKHA  MOATBEPXKAATHCS  MPHJIATaeMBIMH K IHCBMY
JIOKyMEHTaMU B BUJI€ aKTOB, CIIPABOK U T. [I.

KoMMmepueckne mnucbMa COCTaBISIOT NPU 3aKIIOYEHWH W BBINOJIHEHUH KOHTPAKTOB,
4acTO B HMX H3JIaraloT MpOChObI O MPEJOCTaBICHUH MH(POPMAIMK O TOBapax M yClIyrax y Hx
IIPOJABLOB WJIM, HAIIPOTUB, IIPEIArat0T NOCTaBUTh TOBAPBI MU YCIIYTH.

B mnucbmax-3ampocax MNpocAT y KOHTpareHTa pasbsCHUTh Kakoh-nbo (axkt wuium
JICUCTBUE.

CnyxebHble nuchbMa medaraioTcss Ha Onmankax nuceMm Ilkomel. Ciy:xeOHOE HHCHMO
UMEET CIEAYIOLNE PEKBU3NUTHL:



—rpu¢ 1 oTMETKa OrpaHUYEeHUs JOCTYIA K JOKYMEHTY (€CJId 3TO HEOOXOMMO);

— ajpecar;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— OTMETKa O HAJIMYUU PUWIOKEHUH (€CIT OHU UMEIOTCSA);

— HOJINKCB;

— OTMETKa 00 MCTIOJIHUTETIE.

TekcT ciyxeOHOro muchbMa, Kak MPaBWIIO, JOJDKEH KacaTbCsl OJIHOTO BOIpOcCa WIIH
HECKOJIbKMX BOMPOCOB, €CIM OHHM B3aMMOCBSI3aHbl M OyIyT paccMaTpuUBaThCs B OJHOM
CTPYKTYPHOM MOJIpa3/IeJICHUN OpraHu3alu-aapecara.

TexkcT u3naraercs OT NEPBOIO JIMLA €IMHCTBEHHOIO 4ucia (MPOCUM, HalpaBisieM M
T. I.) WIM OT TpeTbero Juua enuHcTBeHHoro yucia (OO cuuTaer..., npodCOO3HBIII KOMUTET
OO paccmortper...).

Tekcr muceMma, Kak MpaBUiIO, COCTOMT M3 JABYX 4acTed. B mepBoil yactu uznaraercs
NpUYMHA, OCHOBaHME WM OOOCHOBAHHE COCTABJIICHUS NHUCbMA, MPUBOAATCS CCBUIKM Ha
JOKYMEHT, SIBJISIOLIMKACS OCHOBAaHMEM IOATOTOBKU NUCbMa. Bo BTOpoi yacTH, HaUMHAIOLIEHCS
¢ ab3aria, MOMENIAl0TCsl BEIBOBI, MPEIUIOKEHHUS, IIPOCHOBI, PEIICHHS H T. II.

Teserpammel, Tes1e(pOHOTPAMMBI M (PAKCUMIIBHAS CBSI3b

[lepeqaua xoppecnoHIeHIMHA 10 (AKCUMHUIBHONH CBSI3M B Jpyrue OpraHU3allUH
OCYLIECTBIISIETCS TOJIBKO MO YKa3aHUIO WM C pa3peiieHus agMuauctpauuu Lkonst.

[MogmMHHNKKA TOKYMEHTOB, MEPENaHHBIX MO (AaKCUMIIBHOW CBSI3H, MOIIIMBAIOTCS B
JIeNo, XpaHsuieecss y paOOTHHKA, OTBETCTBEHHOTO 3a (PAKCUMUIIBHYIO CBSI3b, C YyKa3aHUEM
BPEMEHM M JlaThl IEpeAayd, a KOMHMM BO3BPALLAIOTCS B COOTBETCTBYIOUIME CTPYKTYPHbIE
nojapasaeneHus ¢ mometkon «FAX (nata u Bpems)».

3asiBieHUE

3asBiieHne — 3T0 o(puLIMaTbHOE CoO0IIeHNe B TUCbMEHHOU hopme. OHO COACPKUT yallie
BCETO IMpEUIOKEeHUE, XKamol0y WIM TPOCchOy KaKoro-IMOO YeNOBEKa, aJApECOBAHHBIC WITU
OpraHu3aliy, WM JOHKHOCTHOMY JHIY. 3asBieHHe OGOpMIISeTCsl Ha CTaHAAPTHBIX JIHCTaX
Oymaru ¢opmara A4.

3asBlieHHE BKJIIOYAET: aJipecara, KOTOPOMY HamIpaBIsSeTCs 3asBICHHE, (PaMUIINIO, UM,
OTYECTBO, JIOJDKHOCTH aBTOpA 3asBJICHHS, HAUMEHOBAaHUE JOKYMEHTa, TOYHOE W3JI0KEHHE
MPOCKOBI, IPEIOKEHHUS, OTIHCh MPHJIAraeMbIX K 3asSBJICHHUIO JOKYMEHTOB, JaTa, MOAMKUCH.

B 3asgBnenun ucnonb3yercs, Kak MpaBuUiio, 0pUIHAIbHO-AEI0Bas JIEKCHKA, B HEKOTOPBIX
3asBJICHUSX JIOMyCKaeTcs yrnoTpeOaeHue myOIuIuCTHUECKON JIEKCUKH.

3anucka

3amucka (aHAMUTUYECKas, MOKJIAJHAasA, CIyXeOHas, OOBSCHUTENbHAs) — JOKYMEHT,
aIpECOBAHHBIM JUPEKTOPY IIKOJIbI WJIM BBIIIECTOAIIECH OpraHu3alMd W COAEPKAIIMI
00CTOSITENFHOE HW3MIOKEHHWE KAaKOTo-IMOO BOMpoca C BBIBOAAMH U TIPEIJIOKCHHUSIMH
COCTaBUTEJS.

JloknagHas 3amucKa COCTaBISETCS KakK M0 JIMYHOW WHUIIMATHBE aBTOpa (paboTHHKA), TaK
Y TI0 YKa3aHUIO (MMCbMEHHOMY WJIM YCTHOMY) IUPEKTOpA.

3amucka cocTaBisieTcss Ha O0yMa)KHOM HOCHUTENE WM B 3JIEKTPOHHOM Buae. OdopmieHue
3alIUCKA 3aBUCUT OT azapecara. lIpu cocraBieHMM MJOKIIAJHOM 3aIllMCKH, aJpEeCOBAHHOU
TUPEKTOpy IKoJbl B pamkax Illkombl, oHa cuuWTaercs BHYTpeHHEH u odopmisercs Ha
CTaHJapTHBIX JucTax Oymaru ¢opmara A4. BHyTpeHHss 3amucka JOJDKHA COJIEP)KaTh
CIEeyIOIINE PEKBU3UTHI: BUJ TOKYMEHTA, JaTy JOKYMEHTa, Ha3BaHHUE JOKYMEHTa (3arojoBOK K
TEKCTY), €CJIM TEeKCT Oo0Jiee YETHIPEX-MATH CTPOK; ajapecara, TEKCT, MOJNUCH (C yKa3aHHEM
JIOJKHOCTH, (amuinu, uHUNUAIoB). llognmuceiBaeT BHYTPEHHIOW JOKJIATHYIO 3alHCKy
COCTaBUTEIb.

Ecnu 3amucka agpecyercst 3a mpeaensl Llkonsl, To ee opopMisioT Ha OiaHke U OHA
Ha3bIBaeTCsl BHeIIHEH. BHemHsas 3amMcka JOMKHA coAepkKaTh CJEAYIOUIHMe PEKBU3UTHI:
HAaMMEHOBAHHME YUYPEXKACHUS, BHUJ JOKYMEHTA, ATy JOKYMEHTa, PErUCTPALlMOHHBIA HOMEp,



MECTO COCTaBJICHHs, Ha3BaHUE JOKYMEHTa (3arojIoBOK K TEKCTY), €CIIU TEKCT OoJiee 4eThIpex-
IISITU CTPOK, aIpecara, TEKCT, MOANKUCH JUPEKTOPA IIKOJIBI.

Pa3HOBUIHOCTBIO JTOKJIAJHOW 3alUCKU SABISAIOTCA IpenacTaBieHUs. OHU HUCIONb3YIOTCS
IpU JOKYMEHTHPOBAaHMM KaJpOBOM JNEATEIBHOCTH U COCTABIIOTCA JHUPEKTOPOM MU
3aMecTuTeneM aupekTopa. [IpencTaBieHuss COCTAaBISAIOT B CIydasX IMOOMIPEHHS PabOTHUKOB,
HAJIOXKCHMSI B3bICKAaHUM, TPOBEJCHUS aTTECTalUH.

ABTOMaTH3aLUsl JOKYMEHTUPOBAaHUS

JUIg IOATOTOBKM JNOKYMEHTOB MOT'YT IPUMEHATHCS aBTOMaTU3UPOBAHHBIE TEXHOJIOTHH.
[Ipu sTOM co3naroTcs 0a3bl AAHHBIX (KOPPECHOHAEHTOB, (HOPM JTOKYMEHTOB, TpadapeTHBIX
TEKCTOB U TEKCTOBBIX 3arOTOBOK), PEAAKTOPCKUE MPOTrPAMMBI U JIp.

[Topsimok pa3pabOTKH, SKCIUTyaTAllMH M TIOJIb30BAHUS TAKUMH CHCTEMaMU OIpeeNsIeTCs
CTaHJapTaMH B 00J1aCTH aBTOMATU3UPOBAHHBIX UH(OPMALIMOHHBIX TEXHOJIOTHH.

JIEeKTPOHHBIE 1OKYMEHTBbI

ITopsimox cocraBineHus, OGOPMIIEHHS U COIVIACOBAHUS IPOEKTOB AIIEKTPOHHBIX
JIOKYMEHTOB OCYILECTBIISETCS IO OOIIMM IpaBWJIaM JEJIONPOU3BOJCTBA, YCTAaHOBJIEHHBIM B
OTHOILEHUM AHAJIOTMYHBIX JTOKYMEHTOB Ha OyMa)XHOM HOCHUTENE. DJIEKTPOHHBIM TOKYMEHT
JOJDKEH MMETb PEKBU3MTHI, YCTAHOBJIEHHBIE JJI AHAJOTMYHOIO JIOKYMEHTa Ha OyMa)KHOM
HOCHTEJIE, 3a UCKIIIOUEHUEM OTTHCKA IIEYaTH.

B nepeuenb 00s3aTenbHBIX CBEACHUM O TOKYMEHTAX, UCIOJIb3YEMbIX B LIEISAX y4eTa U
IIOUCKA JIOKYyMEHTOB B CUCTEMaX JIEKTPOHHOIO T0KyMeHTooOopoTa I1Ikosbl B COOTBETCTBUU €
IpaBuiIamMu gesnonpousBozicTsa B IlIkoie, BXOAAT:

— aJIpECaHT;

— azgpecar;

— JIOJKHOCTb, (haMUJTUSI U MHULMAJIBI JIMLA, TOJIITUCABIIET0 JOKYMEHT;

— BUJ] IOKYMEHTA;

— J1aTa JOKYMEHTa;

— HOMEp JOKYMEHTA;

— J1aTa NOCTYIUICHUS JOKYMEHTA,

— BXOJSILINN HOMED IOKYMEHTA;

— CCBUIKA HAa HUCXOJLINI HOMED U ATy NOKYMEHTA;

— HAaMEHOBAaHHE JOKYMEHTA;

— UHJCKC JeNa;

— CBEJICHUS O Mepeajpecalun JOKyMEHTa;

— KOJIM4ECTBO JIUCTOB OCHOBHOI'O JOKYMEHTA;

— KOJIM4ECTBO MPUIIOKEHUN;

— o0111ee KOJIMYECTBO JIMCTOB NPUIIOKEHUH;

— YKa3aHMs 110 UCIIOJIHEHUIO JOKYMEHTA;

— pomxHOoCcTh, ®@. . O. ncnonHUTENIS;

— OTMETKa 0 KOH(HIEHIIUAIBHOCTH.

B cocraB 1OMONHUTENBHBIX CBEACHMH 00 HIEKTPOHHOM JIOKYMEHTE MOTYT OBbITh
BKJIIOUEHBI CBEJICHUS: HAWMEHOBaHHE aBTOpa JOKyMEHTa (eciud aBTOp HE COBHAJAET C
aZipecaHToM (OTHpaBUTENIEM) JJIEKTPOHHOTO JOKYMEHTa), OTMETKa O IepeHoce CpoKa
WCIIOJIHEHUS JTOKYMEHTA, CPOK XpaHEHUs JOKYMEHTa, HAaNUMEHOBAaHUS MPUIIOKECHUM K
AJIEKTPOHHOMY JIOKYMEHTY, KIIIOYEBBIC CJIOBa, CTaTyC JOKyMeHTa (MPOEeKT, Bepcusi), BUJ
nepesayn JOKyMeHTa (3JEKTPOHHOM 1MOYTOoMH, Mo4Toi, pakcoM U T. 11.) U Jp.

Cpoku XpaHEHMsI DJJIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHHUs
JIOKYMEHTOB, YCTAHOBJIEHHBIX 3aKOHOJATEIbHBIMH M WHBIMH HOPMAaTHBHBIMU MPAaBOBBIMU
aktamu Poccuiickoil ®enepanny, TUMOBBIMU MEPEYHAMM JJIs AHAJIOTMYHBIX JTOKYMEHTOB Ha
OyMa)KHOM HOCHTEJIE.



4. Opranusanusi A0OKyMeHTO0000pOTa ¥ MCIIOJTHEHHS TIOKYMEHTOB
4.1. Ilpuem 1 00padoTKa MOCTYNAIONIUX JOKYMEHTOB

4.1.1. JIpukeHue JOKYMEHTOB C MOMEHTA UX CO3JaHMsI WM IOJYyYEHUS 0 3aBEpIICHUS
UCIIOJIHEHUS UJIM OTIIPaBKU 00pa3yeT JOKyMEHTO0O0POT.

4.1.2. B noxymentoo6opore I1Ikosbl BBIAEISAIOTCS CIEAYIOMNE TOKYMEHTOIIOTOKH:

a) MocTynaromas JOKyMEHTAIUs (BXOIs111as );

0) ornpaBisiemMas JOKYMEHTAIUs (MCXOASIIast);

B) BHYTPEHHSIS IOKyMEHTAalUs.

4.1.3. JloctaBka u ornpaBka JokyMmMeHTOB B lllkosy ocymiecTBisiercs, Kak IpaBuiIo,
CpeACTBaMU MOYTOBOW U JEKTPUUECKOH CBA3H.

4.1.4. Hoxymentsl, mnoctrymaroumie B Ilkomy, mpoxoasar mnepBHUHYIO 0OpabOTKY,
perucTpanuo, MpeaBapuTelIbHOE PACCMOTPEHHUE, Mepegadyy pyKOBOJACTBY Ha PacCMOTpPEHUE,
NepEJAI0TCsl UCIIOJHUTEISM U TI0CJI€ UCIIOIHEHNS TIOMEIAIOTCS B A€Ta.

4.1.5. Tlpuem u mnepBuyHas oOpabOTKa JOKYMEHTOB OCYIICCTBIISETCS CEKpETapeM-
aJMMHHUCTPATOPOM.

4.1.6. Cekperapb-aJMUHUCTPATOP IPOBOJIUT: HNPOBEPKY IPABUIBHOCTH aJpEeCcOBaHMS
NOCTYNAIOIMIMX JOKYMEHTOB, IPAaBUIbHOCTU JOCTaBKM M KOMIUIEKTHOCTH JIOKYMEHTOB;
COPTUPOBKY JIOKYMEHTOB Ha MOJIEKAIINE U HE TOJJIeXKALNE PETUCTPALIUH.

4.1.7. IlomyueHHblE KOHBEPTbl C KOPPECHOHJEHIMEN BCKPBIBAIOTCA, IPU 3TOM
IpOBEPSETCs] HAJIMYUE BJIOKEHHH, a TakKe YKa3aHHBIX B JIOKyMEHTax NpuiioxeHuil. B ciaydae
MOBPEXACHUSI YITAKOBKHU U BJIOKEHUN JIMOO OTCYTCTBUS MPUIIOKEHUIN COCTABISETCS aKT B ABYX
sk3eMIuisipax. OMH 3K3eMIUISp aKTa HalpaBlsieTCcsl KOPPECIIOHAEHTY, BTOPOH MpHOOIIaeTcs K
MOCTYIUBIIEMY JTOKYMEHTY.

4.1.8. Omub04HO NpuUCIaHHasE KOPPECHOHCHIINS MIEPEChIIAeTCsl M0 MPUHAIEKHOCTH,
€CJIM M3BECTEH ajJpec Ioiiyyarens. B NMpoTUBHOM cilydae KOPPECIOHAEHLMS BO3BPAILlAETCs
OTIIPABUTEIIO.

4.1.9. KonBepTsl OT MoCTymnaroueil KOppeCOHIEHIIUN COXPAHAIOTCS U MPUIIAratoTcs K
JOKYMEHTaM JIMIIb B TOM Cly4yae, KOrjJa TOJbKO IO HUM MOXHO YCTAHOBUTBH aJpec
OTNpaBUTENST WIM KOIJa Jara [OYTOBOIO IUTEMIENs HMEeeT 3HaueHUe B KauecTBe
JI0Ka3aTeIbCTBAa BPEMEHH MOJIyYEHHsI JOKYMEHTA.

4.1.10. CrenuanucToM He BCKPBIBAIOTCS KOHBEPTHI MHCEM C HAIMUCHIO «IMYHO». OHU
NEPEJAIOTCS 10 Ha3HAUYEHUIO

4.2. [lpeaBapureibHOE pAaCCMOTPEHHE JOKYMEHTOB

4.2.1. Cekperapb-aJMMHUCTPATOpP TMPOBOJUT  IpPEIBAPUTEIBHOE  PACCMOTPEHUE
JOKYMEHTOB B IENsX BBIJCJIEHUS U3 BCEr0 MacchBa IOCTYNHUBIIEH KOPPECHIOHICHIINH
JIOKYMEHTOB, TPeOYIOLINX 0053aTEIbHOTO pacCMOTpeHUs AupeKTopoM IIIKobI.

4.2.2. OcHOBaHUEM MJIs MPUHATHUS PELIECHUS B XOJI€ MPEABAPUTEIHHOIO PACCMOTPEHHUS
ABIIAETCS COJEpKAHME JIOKYMEHTAa, a HE aJpPECOBAHHE JIOKYMEHTA COOTBETCTBYIOLLIEMY
pabOTHUKY.

4.2.3. Pe3ynpTaroM IpEeABapUTENBHOIO PACCMOTPEHMsI SBISETCS  HaIpPaBIICHUE
JoKyMeHTa nupekTopy 11Ikosbl nim JOIKHOCTHOMY JIMIY B COOTBETCTBUU C YCTAHOBIIEHHBIM B
[Ikone pacnpeneneHrueM 00s3aHHOCTEH MEXAY AUPEKTOPOM M JODKHOCTHBIMU JIMLAMH JUIS
BBIHECEHHUS YKA3aHHUS 110 UCTIOHEHUIO IOKYMEHTA.

4.3. PerucTtpanusi 10KyMeHTOB

4.3.1. Tlepemaya AOKYMEHTOB Ha PETUCTPALMIO MPOU3ZBOJMUTCS TOJBKO TOCIE HUX
IIPEJIBAPUTEIBHOTO PACCMOTPEHMUSL.

4.3.2. Peructpanuu MojuiexaT BCE€ JOKYMEHTBHI, TpeOylollue yd4era, HCIOJHEHHS,
WCIIOJIb30BAaHUsl B CIPAaBOYHBIX LEJIAX, KaK IOCTYNAKOUIME W3 JPYrMX OpraHu3aluii U oOT
YaCTHBIX JIMII, TaK U oOpa3zyromuecs B aearenbHocTu [1Ikonbl, 1 perucTpupyroTcs HeE3aBUCUMO
0T croco0a UX JIOCTaBKH.

4.3.3. K nmokyMeHTaMm, HE MOMJIECKAINIUM PETHCTPALMM, OTHOCATCS JIOKYMEHTBI, HE
TpeOyrole MCIOJHEHUs] W He cojepkaliue HH(pOpPMalluU, HCIONb3YyeMONH B CHPAaBOYHBIX



HEeNsAX: TPHUIIACUTENIbHBbIC, IO3JPaBUTEIbHBIE MHCbMa, TEJIerpaMMbl, OHJIETHI, IUIaHBbI,
IpOrpaMMbl CEMUHApPOB, KOH(EPEHLUH, CUMIO3UYMOB U JAPYIMX HOJOOHBIX MEPONpPUATHH,
JOKYMEHTBHI 110 OyXTalITepPCKOMY YUeTy, MaTepHaIbHO-TEXHUIECKOMY 00ECIIEUEeHHIO, TNIAHOBEIE,
(UHAHCOBBIE JOKYMEHTBI, MOCTymarouye 0e3 CONPOBOAMTENBHOIO IHCbMA, PpEKJIaMHbIE
JOKYMEHTBI, KOMMEpUYECKHE MPEATIOKECHH, NTeYaTHbIe U3JaHus, YHU(DUIUPOBAHHbBIE (GOPMBI U
OJIaHKU IOKyMEHTOB U JIp.

4.3.4. JIoOKyMeHTBI, NOJUIEKAIIME PETUCTPAlMM, PETUCTPUPYIOTCS B  JKypHaje
perucTpanuy BXOASLIMX JTOKYMEHTOB (mpuiiokeHue Ne 12) B 1eHb MOCTYIUIEHHS] — B Cllydae
NOCTYIUIGHUsI JAOKYMEHTa B pabodee BpeMs; Ha CIEAYIOIIMHA pabouymii JeHb — B CiIydae
HOCTYIUIEHUsI IOKyMEHTa B Hepabouee BpeMsl; HEe3aMEMJIUTEIbHO — ¢ oTMeTKaMu «CpodHO»,
«OnepaTUBHOY.

4.3.5. Ha nokymentax, noctynaromux B azapec IlIkonbsl, B HUXKHEM NpaBOM YIIIy
JULEBOM CTOPOHBI NEPBOT0O JIMCTAa JOKYMEHTA IPOCTABISETCS PETMCTPALMOHHBIN IITaMIl C
YKa3aHHUEM JaThl ¥ MOPSIKOBOIO PErUCTPALMOHHOIO HOMEpaA.

4.4. Pacnipenesnenne nNocTynamwmux J0KyMeHTOB

4.4.1. Tlocne perucrpauuu JOKYMEHTBI IEPEAAOTCS HA PACCMOTPEHHUE AUPEKTOPY
[IxoJBI.

4.4.2. Ilocnme paccmorpeHus nupekTopoM IIIkosbl TOKyMEHTBI BO3BpalLAlOTCA
Cekperapro-aIMUHUCTPATOPY [UIsl NEPEHECEHUs YyKa3aHUH [0 HCIOJIHEHUIO JOKYMEHTa B
JKypHaJI perucTpali BXOJAIIUX JOKYMEHTOB. B COOTBETCTBUN € YKa3aHUSAMM I10 UCIIOJIHEHUIO
NO/UIMHHUK ~ JIOKYyMEHTa  HampaBiseTcs  paOOTHUKY,  SBISIFOIIEMYCS  OTBETCTBEHHBIM
UCIIOJIHUTEJIEM, @ COUCIIOIHUTENSIM HAINIPABIIAIOTCS KOIMH JOKYMEHTOB (€CIIM UMEIOTCS), O YeM
JIeJIaeTCsl OTMETKA B KYpHAJIE PETUCTPALIUU BXOJAMINX JOKYMEHTOB.

4.4.3. DnekTpoHHbIE COOOIICHHS, TOCHUIAEMbIE IO ANEKTPOHHOU MOYTE, HCIIOTHIIOTCS
AQHAJIOTMYHO JIOKYMEHTaM Ha OyMa)XKHbIX HOCUTENIIX C YYETOM OIpEeAENIEHHOW crneuuduxku B
IIPOLIECCE UCIIONHEHHUS.

4.5. Ilopsiiok 00padOTKH U MPOXO0KACHUS UCXOAAIUX U BHYTPEHHHUX I0KYMEHTOB

4.5.1. Tlopsaaok NMOATOTOBKM HMCXOJAIIMX JOKYMEHTOB BKJIKOYaeT B ceOs paboTy 1o
COCTaBJICHUIO IIPOEKTa JOKYMEHTA, COTJIaCOBAHUIO, TOANNUCAHNUIO (YTBEPXKICHUIO) U OTIIPABKE.

4.5.2. Jlo nepengaunm NOKYMEHTa Ha IMOANMCH HUCIOJIHUTENb JOJDKEH IIPOBEPUTH €r0
CoJiep)KaHue, MpPaBWIBHOCTb O(QOPMIICHHS, HAJIMYME HEOOXOAWMBIX BHU3 U TPUIOKEHHM.
JIOKyMEHT mpeicTaBiseTCs Ha MOANKMCH BMECTE C MaTepHajgaMH, Ha OCHOBAaHUM KOTOPBIX OH
TOTOBUJICS.

4.5.3. BHyTpeHHHE JOKYMEHTBHl O(QOPMIISIOTCS M UCIOJHAIOTCS (MCIONIB3YIOTCA) B
npeaenax HIkomsr.

4.5.4. BHyTpeHHME JOKYMEHTHl (JIOKJIQJHbIE 3alUCKH, CIpPaBKH, CBOJKH M [p.)
paccMaTpuBalOTCs TEMU JO0KHOCTHBIMU JINLIAMHU, KOMY OHU HaIlPaBJICHBI.

4.5.5. OTBeTcTBEHHBbIE 3a JEJIONPOU3BOJACTBO IEpEN Claded KOPPECIOHIAEHIMH Ha
OTNPABKY JOJKHBI 00SI3aTENIbHO MPOBEPUTH MPABWIBHOCTH €€ O(OpMIIEHUS U aJlpeCcOBaHUS.
KoHBepTOBaHNE KOPPECHOHAEHIMM U JAPYTUX IIOYTOBBIX OTIPABICHUM ITPOU3BOJUTCS
CTPYKTYpHBIMU nofpazfeneHusMu LIkomsl.

4.5.6. Peructpanus OTHPaBIAEMBIX JOKYMEHTOB OCYILECTBISETCS B JI€Hb HUX
nojanucanus (yTBEpXKACHUS) WIM Ha CIEQyIOIUNA pabouuil neHb. PerumcrpanuoHHbI HOMeEp
JOKYMEHTa M JlaTa PETUCTPALlMM MPOCTABIISAIOTCA Ha NOJJIMHHHMKE JOKYMEHTAa B PEKBU3HTAX
OiaHka ¥ Ha kKomuu, ocratouieiics B aene Illkonsl. CipaBOUHBIM anmapaToM JAJsl UCXOISIINX
JIOKYMEHTOB SIBJISI€TCSI )KYpPHAJ PETUCTPALIMH 3TUX JOKYMEHTOB (mpuioxenue Ne 12).

4.5.7. OtmpaBKy HMCXOIAUIMX JOKYMEHTOB HIpOoHU3BOAUT Cekperapb-aJIMHUHUCTPATOP.
CpouHas KOppecHoHACHIUS 0POPMIISIETCS U OTIPABISAETCS He3aMeUTUTENbHO. OTBETCTBEHHBIN
3a UCIOJIHEHUE IOKYMEHTa 00s3aH OTCIIEIUTh OTIPABKY U MOJy4YeHHUE MUCHhMA.

4.5.8. Cekperapb-aIMUHHCTPATOpP MPOBEPSET MPABHILHOCTH O(GOPMIICHUS HCXOSAIINX
JIOKYMEHTOB, IIPOU3BOJUT COPTUPOBKY JIOKYMEHTOB IO CIIOCOOY JOCTaBKU KOPPECTIOHICHIIMH
ajpecary (mpocTas, 3aKa3zHas, MeXAyHapoaHas U Jp.). HempaBuiabHO oQoOpMIIeHHbIE



JOKYMEHTBI M KOPPECIOHACHIUS HECTy)XKeOHOro XapakTepa K OTIpaBKEe HE MPUHUMAIOTCS U
BO3BpAIIAIOTCS JTUILY, TOJATOTOBUBIIEMY JTOKYMEHT.

4.5.9. Ornpasisemas 10 1OYTE KOPPECIOHACHLNS MPOXOAUT YIAKOBKY, apECOBaHUE,
MPOCTaBJICHUE CTOMMOCTH TMOYTOBBIX YCIYT U Mepelady Ha OTIpPaBKy B MECTHOE OTJEJICHUE
CBSI3H.

4.5.10. Ha 3aka3Hyr0 KOppECIOHACHIINIO, Ha TOKYMEHTHI C TOMETKOH «JlJ1s1 ciry>keOHOTO
II0JIb30BAHUSA»  COCTAaBJISETCSl  peecTp, KOTOpbl 3arem  Bo3Bpawmaercs Cekperapro-
aIMHUHHUCTPATOPY C PACHUCKON pabOTHUKOB MOYTOBOTO OTAENICHUS CBSI3M WJIM WHOTO JIUIIA,
o0ecreunBaroIIero OTIpPaBKy JOKYMEHTOB.

4.5.11. Tlepenaya ¢ HCMOJIB30BAaHHEM CPEACTB (DAaKCUMUIBLHON CBS3U JOKYMEHTOB,
COJepKALMX CIYKEOHYI0 MH(OPMAIMIO OTPAHUYCHHOTO PACHPOCTPAHEHHUS, B TOM YHCIE C
noMeTkon «Jlms ciykeOHOro mojib30BaHus», HE paspemiaercs. Kareropuuecku 3ampeniaercs
nepeaaya 1o cpencTBam (pakCUMUIBHOM CBS3H CEKPETHBIX TOKYMEHTOB.

4.5.12. C wucnojb30BaHUEM CPEACTB (aKCUMHIBHOW CBSI3M MOTYT OBITh TE€pEIaHbl
MaTepuaigbl TEKCTOBOrO, TaOJMYHOTO WM TpapUuecKoro XapakTepa, HCIOJHEHHbIE
TUNIOTPaCKUM, MAIIMHONKCHBIM WM PYKOMHCHBIM CIIOCOOOM B YEPHOM MM TEMHO-CHHEM
[[BETE C YETKUM U KOHTPACTHBIM M300paK€HUEM (TI€PBbIE K3EMIUISPHI WM UX KCEPOKOIMH) HA
Oenoit Oymare ¢ MUHUMAaIIbHOM BbICOTOM OYyKB 1 1udp 2 MM. OOBeM MepeaBaeMoro B T€YCHHE
OJTHOTO CeaHCa CBsI3UM JOKYMEHTa, BBIIOJHEHHOTO Ha Oymare ¢opmata A4, HEe HOIDKEH
MPEBBIIIATD MSATH JHCTOB.

4.5.13.  OTBeTCTBEHHOCTh 3a coAep)KaHue UWHPOpMAIUU, TepeaaBaeMod ¢
UCIIONIb30BAaHUEM  CPEICTB  (aKCUMHUIBHOM  CBSI3M, BO3JAraeTcss Ha  HMCIOJHUTENS,
MOJTrOTOBUBIIETO (haKCOTpaMMy ISl TIepeIadH.

4.6. OcodeHHOCTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMHU

4.6.1. B [llkone co3natoTcst ¥ UCIOIb3YIOTCS:

—JJIEKTPOHHBIE  JIOKYMEHTBHI,  CO3/laBaéMble B  DJJEKTPOHHOH  ¢opme  6e3
IIPEJIBAPUTENBHOTO IOKYMEHTUPOBAHUS HA OyMa)KHOM HOCHUTEJIE;

— JIEKTPOHHBIE 00pa3bl JAOKYMEHTOB, TIOJyY€HHBIE B peE3ylibTaTe CKaHHUPOBAHUS
JIOKYMEHTOB M XPaHSIILIUECS B CUCTEME JIEKTPOHHOI'O JJOKYMEHTO000pOTA.

4.6.2. Ilpuem u oTIpaBKa IEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBEHHBIM
3a BeJleHue jenonpousBocTea B llkorme.

4.6.3. DAEKTPOHHBIE JTOKYMEHTBI CO3Aal0TCs, 00padaTBHIBAIOTCS U XPaHATCS B CUCTEME
AJIEKTPOHHOT0 JOKyMeHTooOopoTa I1Ikombl.

4.6.4. DJEKTPOHHBIM JIOKYMEHT JOJDKEH ObIThb O(OopMIIEH MO OOIIMM IpaBHJIaM
JIEJIONPOU3BOJCTBA U MMETh PEKBU3MTHI, YCTAHOBJIEHHBIE ISl aHAJIOTMYHOTO JOKYMEHTa Ha
OyMa)KHOM HOCHUTEIe, 3a UCKJIIOUYEHHEM OTTHCKA MeyaTh U H300paxkeHus [ 'ocynapcTBEHHOIro
rep6a Poccuiickoit ®enepannu.

4.6.5. [lna mNOATBEpXKACHHUA MOMJIMHHOCTH DJJIEKTPOHHBIX JAoKymMeHTOoB B Illkone
UCIIOJIb3YIOTCSl DJIEKTPOHHbIE IM(POBble moAmnucH. Mcnonab3yemble CpencTBa AJIEKTPOHHOU
UG POBON MOJAMMCH TOJKHBI ObITh CEPTU(GHUIIMPOBAHBI B YCTAHOBICHHOM IOPSIKE.

4.6.6. Enununell yyeta 3J€KTPOHHOTO JOKYMEHTA SIBJISIETCS 3JEKTPOHHBIA JOKYMEHT,
3apEerUCTPUPOBAHHBIN B CHCTEME 3JIEKTPOHHOTO J0KyMeHTooOopoTa IlIkosbl. DneKTpoHHBIN
JOKYMEHT, UMEIOIINN MPUIIOKEHNUS, PETUCTPUPYETCS KaK OJUH JOKYMEHT.

4.6.7. llocne oOTHpaBKU DIJIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOU
MOJIMUCHI0 YIIOJIHOMOYEHHOTO JOJDKHOCTHOTO JIMIIA, JOCBUIKM ajpecaTy €ero KONUU Ha
OyMa)kHOM HOCHUTEJe, KaK MpaBWJIo, HE TpeOyeTcs, 3a MCKIIOYEHHEM OTBETOB Ha OOpalleHHs
rpaXkaaH, NOCTYMHUBIIUX MO WH(OPMALMOHHO-TEJIEKOMMYHHKAIIMOHHBIM KaHallaM, Ha KOTOpPbIE
3asBUTEINIO J1a€TCs NMHUCHhMEHHBIM OTBET, HANPABISAEMbIl MO MOYTOBOMY aJIpecy, YKa3aHHOMY B
oOpareHumu.

4.6.8. HcnonHeHHBIE DJIIEKTPOHHBIE JIOKYMEHTBI CHCTEMAaTHU3UPYIOTCSI B JI€Na B
COOTBETCTBUU ¢ HOMEHKJIaTypoil aen I1Ikonbl 1 HHAEKCUPYIOTCS B MOPAJKE, YCTAHOBIEHHOM B



OTHOILEHHUM JEJI, COCTaBJICHHBIX M3 JIOKyMEHTOB Ha OymMakHoM Hocutene. [Ipu cocraBneHun
HOMEHKJIATYphI JIe] B 3ar0JIOBOK JieJia BKIIIOYAaeTCsl yKa3aHue « AJIeKTPOHHBIE JOKYMEHTHI.
4.7. UudopmanuonHas 6e301aCHOCTh

4.7.1. Nudopmarmonnsie pecypcebl LLIkonsl mo qocTyiy (BO3MOXHOCTH UCIIOJIB30BAHMUS )
MOJIPA3/ICIIAIOTCS Ha OTKPHITYIO (0OIIEA0CTYIMHYI0) HH(DOPMALIHIO, CITYKEOHYI0 HHPOPMAITUIO U
MH(}OPMALIHIO OTPAaHUYEHHOTO PACIPOCTPAaHEHUs (I0CTyIa).

K xareropum OTKpBHITOH HWH(POpPMALUKU OTHOCHTCA HH(pOpMaIus, coaepxamasics B
JOKyMeHTax U 0azax gaHHbIX IIKoibl, HEMOCPEACTBEHHO 3aTparuBarollas MpaBa U UHTEPECHI
rpaXKaaH.

K kareropumu ciyxe6HON HH(pOpMaLUU OTHOCUTCS HH(GOpMALUS, COJAEpKaIlascs B
JNOKyMeHTax u 6a3ax naHHbIxX LIkoubl, mpeqHasHaueHHAS U1 JODKHOCTHBIX JIUI] U paOOTHUKOB
[Ikombl, TpU BHIMOJIHEHUH UMHU CBOMUX (PYHKIIMOHAIBHBIX 00sI3aHHOCTEH, HE 3aTparuBarolas
HaIpsIMyI0 MpaBa M MHTEPECHl T'paKJaH M HE OTHOCALIAsCS K KaTErOpUM OrPaHUYEHHOTO
pactpocTpaHeHus (J0cTyIa).

K xareropun uH(pOpManuy OrpaHMYEHHOTO PACIpPOCTPAaHEHHS (IJOCTYHa) OTHOCHUTCS
uH(popMalns, colepkamasicss B JOKyMEHTaXx M 0a3ax JaHHBIX, BKJIIOYAIOIIAs CBEICHUS
KOH(HUICHIIMATILHOTO XapaKTepa.

Besa undopmanus, copepxamascs B JOKyMeHTax W 0a3ax ngaHHbeix Ikomisl, 1o
YMOJYaHUIO SIBJIICTCS OTKPBITOW M 0o0menoctymHon. Mckinrouenne cocraBisieT wHGOpMarws,
OTHECEHHAas K KaTerOpHsIM CIy>KeOHOW U OTpaHUYEHHOTO PaclpoCcTpaHeHHs (JOCTyMa).

4.7.2. Jloctyn monp3oBaTelied K WHQPOPMAIMM OTPAHUYMUBACTCS ITyTEM OTHECCHHS
uH(pOpMALlMM K COOTBETCTBYIOLICH KAaTerOpMU M HAIOKEHHEM Ha HEE COOTBETCTBYIOIIETO
rpuda orpaHuueHHs pacrpocTpaHeHus. MHpopMamus orpaHHYEHHOTO OCTYyNa CHa0KaeTcs
rpudom «/I1st cy:keGHOro MOJIb30BAHUS.

[IpaBom oTHeceHus MH(GOPMAIMK K KATETOPUH OrPAHHMYCHHOTO JOCTYIAa M HAJOKCHHS
COOTBETCTBYMOIIEro rpuda obnagaer aBTOp ITOKYMEHTa IO COIJIACOBAHUIO C JUPEKTOPOM
[IxombI.

JlokyMeHTHUpOBaHHasi HWH(OpPMaLKsS OrpPaHUYEHHOTO PACHpPOCTpaHEHUs 03 CaHKINH
JOJIKHOCTHOTO JIMLA, YCTAHOBUBIIETO PEXUM OTPAHMUYEHHOTO PAaCIpOCTPAHEHUs JUIsl TaHHOTO
JOKYMEHTa, HE  TOUIeKUT  pa3riameHuto  (pacmpoctpaHeHuto).  IIpemocraBnenue
MOJIb30BATENSIM  JIOCTyNa K JIaHHOM MH(OpMalMM OCYHIECTBISETCS HCKIIOYUTENIBHO IO
COIIACOBAHUIO C YKa3aHHBIM JOJDKHOCTHBIM JIMIIOM ITyTEM IOJa4Hd COOTBETCTBYIOIIEH 3asIBKH.

JIOJOKHOCTHBIE  JIMIIA,  TPUHSABIIME  peuieHne 00 OTHeCeHMH uH(popMaluu,
3a(pUKCUPOBAaHHONW B JIOKyMEHTE, K KaTeropud OrPaHMYEHHOIO paclpOCTPaHEHHs, HECYT
OTBETCTBEHHOCTb 32 000CHOBAHHOCTb MIPUHSITOIO PELIEHUS U €r0 COOTBETCTBUE JICUCTBYIOIIEMY
3aKOHOJATEIIbCTBY.

4.7.3. JIuunele nena paOOTHHUKOB, JUYHbIE KApPTOUYKH PAOOTHUKOB, TPYJOBbIE KHHUKKH
pabOTHUKOB, MPUKA3BI MO JTUYHOMY COCTaBY JOJDKHBI XPAHUTHCSA Yy CHEIHAlUCTa MO KaJapaMm B
METAJIIMYECKOM IIKady M0 3aMKOM.

bnaHku TpyaoOBBIX KHHMKEK MO Mepe HeOOXOAMMOCTH BBIJAIOTCS OTBETCTBEHHOMY JIUILY
KaJIpoBOM CiIykObl. 3amucu B TPYIOBOM KHUXKE MoanuchiBaeT aupekropoM lllkomel. Ywuer,
XpaHEHHWE U BbIJa4y OJIAHKOB CTPOTOM OTUYETHOCTH: JUIUIOMOB, BKIAJBIIIEH K HUM,
CBUJICTENILCTB, YIOCTOBEPEHMH BEIET 3aMECTUTENb JUPEKTOopa IO Y4eOHO-METOANYECKOM
pabote. biianku xpansrcs y Hero B ceiide.

4.7.4. YcraHoBKa W DKCIUTyaTaldsl MPOTPAMMHOTO OOECMEUYeHUs, IMOJYyYEHHOTO W3
JTOOBIX HMCTOYHMKOB U BBINOJHSIOMIETO (YHKIMH, HE CBS3aHHbIE HEMOCPEJICTBEHHO C
BBITIOJITHEHHEM pa0OTHHUKAMU CBOUX JOJIKHOCTHBIX O00S3aHHOCTEH, KATETOPHUYECKH 3arperieHa.

4.7.5. Bces mpenctaBiieHHass B 3JEKTPOHHOM BHUAe HMH(opMaius, MOCTyHaromas B
[Hkomy, B 00s3aT€IbHOM MOPSAIKE MOATEKUT IPOBEPKE AHTUBUPYCHBIMU CPEJCTBAMH.

4.7.6. DnexTpoHHAas OYTa MOKET UCIIOIb30BaThCs MOJIH30BATEISIMHU TOIBKO JJIs1 OOMEeHa
uH(popMalel, OTHOCSIIENCS K KaTerOpUU, OTKPBITON U CIykeOHOI. 3anmpeleHo UCIoib30BaTh



AJIEKTPOHHYIO MOYTY JJIsl Tepeaayr MH(OpMaIK, OTHOCSIIEHCS K KaTeTOPHH OTPAaHUYCHHOTO
pacIpoCTpaHEHHUS.
S. KoHTpOJIb 32 HCIIOJIHEHHEM JOKYMEHTOB
5.1. Opranu3anusi KOHTPOJISt

5.1.1. KoHTpomo TOANEKAT BCE 3apErUCTPUPOBAHHBIC JTOKYMEHTHI, TpeOyromme
ucnonHenus. KoHTposb MCTOoIHEeHHsI JOKYMEHTOB BKJIFOYAeT: Y4eT, [IOCTAHOBKY Ha KOHTPOJIb,
KOHTpPOJIb CPOKOB MCIIOJIHEHHS, HEMOCPEICTBEHHYIO IIPOBEPKY XOJa WCIIOJIHEHUS, NPOBEPKY
Ka4yecTBa MCIIOJIHEHMsI, aHAJIU3 PE3YJIbTaTOB UCIIOIHEHUS.

5.1.2. KoHTposb 32 HCHIOJHEHWEM JTIOKYMEHTOB YCTaHABIMBACTCS B LIEJSX 00ECIICUCHHUs
UX CBOEBPEMEHHOTO M KAaueCTBEHHOI'O WCIIOJIHEHUs, MOBBIIEHHUS YPOBHSI OpraHU3aTOPCKOM
paboThl U UCIIOJTHUTEIBCKOM TUCIUIUINHBI.

5.1.3. [Ipu mocraHOBKE TOKYMEHTa Ha KOHTPOJb Ha IIPaBOM BEPXHEM IIOJ€ JOKYMEHTa
JIeNIaeTcss OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (IITAMITOM) «KOHTPOJIbY

5.1.4. Kontponto mnojuiexar IpHKa3bl, pPELIEHUS COBETOB, a TaKKe JIOKYMEHTHI,
nocTynaromue Ha ums aupexropa HIkomsl.

Opranu3anus KOHTPOJISI UCIIOJIHEHUS BKJIFOYAeT B ceOsl:

— IIOCTAHOBKY JJOKYMEHTAa Ha KOHTPOJIb;

— MOHUTOPUHT UCIIOJIHEHUS! KOHTPOJIBHBIX MOPYYEHHUH JOKYMEHTOB;

— CHSITHE UCIIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

— HaIlpaBJICHHE UCTIOJHEHHOIO JOKYMEHTA B JIEJIO.

5.1.5. PykoBoauTenu CTpyKTypHBIX [O/Ipa3iesieHuil 00s3aHbl pacCMaTpUBaTh COCTOSIHUE
UCIIOJIHUTENICKOM JAUCHUIUIMHBL 110 JOKYMEHTaM C MopydyeHussMH agmMuHucTpauuu Llkonsl, a
TaK)K€ JOKYMEHThI, MOCTYIHBIIME B aJpec CTPYKTYpHOro NOJpa3AeiieHuss U Tpedyrolue
UCIIOJIHEHUS, U TIOJJTOTOBKU OTBETA.

5.1.6. IokyMeHT CUYMTAeTCs WCIOJHEHHBIM, KOTJAa pEHICHbBl OKOHYATEIbHO BCE

[IOCTaBJIEHHBIE B HEM BOIPOCHI U COOJIIOJICHBI CIEIYIOIUE CPOKH:

—  €CJIM B JOKYMEHTE IOCTaBJIEH CPOK UCIIOJIHEHUS — B YKa3aHHbIN CPOK;

—  JIOKYMEHTBI 0€3 yKa3aHHs CPOKa UCIIOJIHEHUS — 8 MECAUHbLU CPOK;

—  €CJIM B IOKYMEHTE UMEETCsI IOMETKA «CPOUHO» — 8 MPEXOHeEHblll CPOK,

— nopyueHus 0e3 yKa3aHusl KOHKPETHOM J1aThl UCIIOJIHEHUS — 8 MECAYHbIU CPOK;,

— ¢ IIOMeTKOM «onepaTuBHO» — 6 10-0nesnuiii cpox;

— 10 OOpalleHusM TpakaaH, TpeOYIOIHUM JONOJHUTEIBHOIO U3yUeHUS U IPOBEPKH, —
00 00H020 MecAYa co OHA pecucmpayuu, 1o OCTaIbHBIM — He bonee 15 Onell.

Cpoxk ucuucisiercs B KaJIeHAapHBIX JHSIX C AaThl MOANUCAHUS JOKYMEHTA.

Ecnu mocnenuuii AeHb UCIONHEHUS TOKYMEHTa MPUXOIUTCA Ha HepaOouuil JieHb, OH
MOJJICKUT UCTIOTHEHUIO B MPEIIECTBYIOIINM eMy paOouuil 1eHb.

IIpy HEOOXOOUMOCTH TPOJUICHHS CPOKA MCIOJHEHHUsI JOKYMEHTa OTBETCTBEHHBIH
UCIIOJIHUTENIb TPEJCTaBIsIeT Ha HMs JUPEKTOpa, JaBLIEro IMOpPYYEHHE, MOTHBHPOBAHHYIO
npocb0y O ero MpoJJICHUH He MO3HEE UYeM 3a mpu OHA 00 UCmedeHUs YCMAaHOoB8IeHHO020 CPOKd,
C 4eM CBOEBPEMEHHO NepeaaeTcs nH(opMalys B IPUEMHYIO JUPEKTOPA.

5.2. IlopsAOK CHATHS JOKYMEHTOB ¢ KOHTPOJISI

5.2.1. IoKkyMEeHTBl CHUMAIOTCS C KOHTPOJSI, €CIIM PEHICHBI ITOCTAaBJICHHBIE B HUX
BOIIPOCHI WJIM aBTOPaM JjaH OTBET, [10 CYLIECTBY.

[IpoMexyTOUHBIII OTBET, paBHO KaK M 3alpoc MO HCIOJHAEMOMY JOKYMEHTY WIH
YaCTUYHOE HCIIOJIHEHUE IOPYUYEHUs, HE SBISETCS OCHOBAHUEM MJIs INPU3HAHUSA JTOKYMEHTa
HCIIOJTHEHHBIM.

5.2.2. CHATh JIOKYMEHT C KOHTPOJS MOXET TOJBKO JOJDKHOCTHOE JIMIO, KOTOpOe
MOCTABUJIO €r0 Ha KOHTPOJIb.

5.2.3. OcHOBaHUEM ISl CHATHS C KOHTPOJS JOKYMEHTOB C MOPYYEHUSIMH JUPEKTOpa
[komnb! siBiSleTCS TOKYMEHT — OTBET, MOJIMUCAHHBIA TUPEKTOPOM, €ro 3aMecTUTeNeM, JHOo
cpaBka 00 HCHOJHEHHWH JIOKYMEHTa 3a T[IOANUCHI0 PYKOBOJAUTENS CTPYKTYPHOTO
MoJIpa3/iesIeHu .



6. Yder u XpaHeHMe ne4yaTei, IITAMIOB U 0JIAHKOB

6.1. O0s3aTenbHOMY YYETY IMOJIeKAT BCE BUIBI MEYaTed U IMITAMITOB, OJIAHKHA CTPOTOM
OTYETHOCTH, KOMAaHIUPOBOYHBIE YIOCTOBEPEHHUS, CITYKEOHBIE 3a/1aHNUs, TPYLOBbIE KHUKKH.

6.2. Yuer Bcex mewareil u mramnos, umeroniuxcs B Illkone, Benercs B crenuaibHOM
xKypHaiie (npuinoxxenue Ne 13).

6.3. XKypHanbl yuera BKIIIOYAIOTCS B HOMEHKIATypy Aei. JIMCThI UX HyMepyroTcs,
IIPOLIMBAIOTCS U OII€YAThIBAIOTCS.

6.4. [Teyatu U ITaAMIIBI TOJDKHBI XPAHUTHCSA B ceiiax UM METaUIMYECKUX HIKadax.

6.5. OTBETCTBEHHOCTh 3a XpaHEHHE M HCIIOJIb30BaHME IeYaTel, IITaMIIOB HECYT JIHIIA,
OTBETCTBEHHBIE 32 BeJICHUE JACONMPON3BOCTBA.

6.6. YHnuTOXKEeHHEe OJaHKOB MPOM3BOJUTCA IO aKTy C OTMETKOM B COOTBETCTBYIOLIMX
KypHaJIax yJera.

6.7. [leyaTy ¥ WITAMIBl YHUYTOKAIOTCS 110 AKTY.

6.8. [IpoBepka HanMuus reyaTeil, MTAMIIOB U OJIAHKOB, a TAKXKE MOPSIKA UX XPAHEHUS U
UCIIOJIb30BaHUsl MPOMU3BOJUTCS KOMMCCHEH HE peXe OJHOI0 pa3a B IOJ] OJHOBPEMEHHO C
MIPOBEPKOI1 COCTOSIHUSI IEIIONPOU3BOICTBA.

7. CocTaBjieHHe HOMEHKJIATYPBbI J1eJI

7.1. HomeHnknaTypa Jiel1 — CUCTeMaTU3UPOBAHHBIN MepevyeHb 3ar0JIOBKOB (HAUMEHOBAHUIA)
nen, 3aBonumbix B lllkome, ¢ ykazaHMEM CpPOKOB HUX XpaHEHHs, OQOPMIICHHBIH B
YCTaHOBJICHHOM HOPSIKE.

Homenknarypa nen npenHasHaueHa Ajis TPyNIUPOBKY UCIOJHEHHBIX JOKYMEHTOB B Jiefa,
CUCTeMAaTH3allMi U y4deTa Jel, ONpe/elCHHs] CPOKOB MX XPaHEHUS W SIBISIETCS OCHOBOM st
COCTaBJICHUS OIUCEN €Nl MOCTOSIHHOTO U BpeMeHHOTo (cBbiiie 10 jeT) XpaHeHus, a Takxke A
yueTa JieJ1 BpeMeHHOTO (110 10 JeT BKIIOYUTENbHO) XpaHEHUS.

7.2. Ilpu cocTaBieHUU HOMEHKJIATYpHI JIe] CIEAYeT PYKOBOACTBOBAaThCA ycTaBoM I1Ikobl
U TIOJIOKEHUSIMU O €T0 CTPYKTYPHBIX MOJpPa3AeieHHIX, IMITAaTHBIM pPAaCHUCAaHHEM, IJIaHAMHU U
oT4yeTaMd O paboTe, NEpeYHsSMH JTOKYMEHTOB C YKa3aHHEM CpOKOB HX XpaHEHHs,
HOMEHKJIATypaMu JIeJl 3a MpeallecTBYIONUe ropl. M3y4yaroTcss JOKYMEHThI, 00pa3yroniecs B
nesitenibHOCTH LLIKobl, X BUJIBI, COCTAB U COJIEp/KaHUE.

7.3. Howmenkiarypa pnen IIkonsl cocTaBisieTcs paOOTHUKOM, OTBETCTBEHHBIM 3a
OpraHM3aIMIo JEJIONPOU3BOACTBA U apxuBHOE nieno B Illkose, cornacoBbIBaeTCsl ¢ MOCTOSIHHO
JICUCTBYIOLIEH JKCIEpTHOU Komuccuen IlIkonbl, yTBEp)KIaeTcss OUPEKTOPOM M BBOJMUTCS B
nercTBre ¢ 1 stHBaps CJIeMYIOIEro roa.

74. B rpade 1 HOMEHKIATypbl Jel TMPOCTABISAIOTCA WHACKCHI KaXKIOro Jena,
BKJIIOUEHHOTO B HOMEHKJIaTypy. MHpaekc paena coctouT u3 ycraHoBiaeHHoro B Illkoie
udpoBoro o0o3HaYeHHs (KOJa) M MOPSJIKOBOIO HOMEpa 3aroyioBKa Jieia Mo HOMEHKJIAType.
Nunekcsl gen 0603HavYaroTest apabckuMu nudpamu.

Hanpumep: 12-05, rne 12 — xon, 05 — nopsaKoBbIii HOMEp 3arojioBKa Jiejia B pasfene
HOMEHKJIATYpBhI JIe.

7.5. B HOMEHKIAaType nea pPEKOMEHIYETCS COXPaHATh OJUHAKOBBIE MHJIEKCHI IS
OJIHOPOAHBIX JI€JT; ISl IEPEXOASIINX J1e] UHIEKC COXPAHSIETCS.

7.6. B rpady 2 HOMEHKIATyphl JeJl BKJIIOYAIOTCS 3arojoBKH JAeN (TOMOB, 4acTeil).
3aroioBOK Jena 4eTko, B 0000IeHHON (opMe OTpakaeT OCHOBHOE COJIEpKaHUE M COCTaB
JIOKYMEHTOB JieIa.

OcHoBOM /11 HalMEHOBaHUsS (3arojioBKa) JAeN SBISIOTCS BOIPOCHI, OTpa)karoliue
3anaun u pynkuuu konel. HanMeHoBaHUS TOMOMHSIOTCSA yKa3aHUEM poJa 3aBOJUMOTO Jieia
WIM Pa3HOBUIHOCTH JOKYMEHTOB (IIOCTAHOBJICHMSI, PACIIOPSKEHUS, NMPHUKA3bl, MPOTOKOJIBI U
T. 11.).

Ecnu neno, BkitouaeMoe B HOMEHKJIATYpy i€, COCTOMT M3 OJIMHAKOBBIX BHJIOB WM
Pa3HOBUAHOCTEN JTOKYMEHTOB, B 3aroJIOBKE TAaKOIO J€Jla yKa3bIBAa€TCsI HAMMEHOBAaHUE BUJOB
JIOKYMEHTOB, Harpumep, «IIpuka3pl 10 OCHOBHOM €ATEILHOCTHY.



He pexomenayercs ynoTpeOiasTh B 3arojIOBKE Jejla HEKOHKPETHbIE (OPMYIUPOBKH, a
TaK)Ke BBOJHBIE CJIOBA U CIOXKHBIE 000POTHI.

Ecnu neno Oyner cocTosTh U3 HECKOJIBKUX TOMOB MJIM 4aCTeH, TO COCTaBISETCS OOIIHIA
3arojIoBOK Jefia, a 3aTeM MpH HEOOXOAMMOCTH COCTaBISIOTCS 3aroJIOBKH Ka)JI0ro Toma
(4yacTH), yTOUHSIIOIIME COJIEP>)KAHUE 3ar0JI0BKa Jea.

[Topsimok  pacmosioeHusi 3aroJIOBKOB JIeJ1  BHYTPU  pPA3feloB W IOJAPA3/IEIIOB
HOMEHKJIATYphI €] ONPEIENIAETCS CTENEHbI0 BaXKHOCTH JOKYMEHTOB, COCTABIIAIOIIMX JEla, U
MX B3aUMOCBs3bI0. B Hauazne pacrnosaratorcs 3arojioBKH €N, COAEPKAIUX OPraHU3aluOHHO-
paclopsiAMTENbHYIO JOKYMEHTAllMI0. 3arojOBKM JI€1 MOIYT YTOUHATbCS B IIpOLECCE
dbopmupoBanus 1 0popMIICHHS AL

7.7. I'paca 3 HOMEHKIATYPBI €T 3aMOJHSICTCS TI0 OKOHUYAHUH KAICHIAPHOTO TO/a.

7.8. B rpade 4 yka3piBaeTCs CPOK XpaHCHHS Jejia, HOMEpa CTaTeH MO MEePevHIo, a IpHu
€ro OTCYTCTBHMHM — 110 TUIIOBOM WJIM IPUMEPHOW HOMEHKJIATYpeE AEII.

Cpoku XxpaHeHHUsl, yKa3aHHbIE B IEPEUHSIX, SIBJISIOTCS 0053aTeIbHBIMU, U COKPAIICHHE UX
He jonyckaercs. Pa3peniaercs XpaHUTh JOKYMEHTHI CBBIIIE YCTAHOBJIEHHOTO CPOKa, €CIIM B TOM
€CTh MpPaKTUYeCcKasi HEOOXOAUMOCTb.

79. B rpade 5 «Ilpumeuanue» yKa3pIBAIOTCSI Ha3BaHUS NEpEYHEH JIOKYMEHTOB,
WCIIOJIb30BAHHBIX MPU ONPEAEIICHUH CPOKOB XPAaHEHHsS Jel, MPOCTABISIOTCA OTMETKH O
3aBe/ICHUN JIeJ1 (B TOM YHCJIE B 2JIEKTPOHHOM BH/IE), O MEPEXOAIINX JeaX, O BBIJACIECHUN Jel K
YHHUTOXKEHHIO0, O TUI[aX, OTBETCTBEHHBIX 3a (hopmupoBanue fen (mpuioxxenue Ne 14).

7.10. Ecnu B Teuenue roja B 1lIkosie BO3HUKAIOT HOBBIE JOKYMEHTHUPOBAHHBIE YYaCTKU
paboThl, HA HUX (QOPMHUPYIOTCS COOTBETCTBYIOIIME Jelia, OHU JOMOJIHUTEIHLHO BHOCATCS B
HOMEHKJIaTypy. JlJis BHOBb 3aBOJAMMBIX J€JI B KaXKJIOM pa3/iejla HOMEHKJIATypbhl OCTaBIISIOTCS
pe3epBHbBIE HOMEpA.

[lo oxoHUaHuMM roja B KOHLE HOMEHKJIATYpbl Ji€1 JENaeTcsi WTOroBas 3aluch O
KOJIMUECTBE 3aBEJCHHBIX /1] (TOMOB).

[lopsox pacnosioKeHusi 3arojioBKOB  Jiel BHYTPU pas3felioB U MOJPA3/AEioB
HOMEHKJIATyphl JI€J1 ONPEIEISAeTCS CTENEHbI0 BaXXHOCTH JOKYMEHTOB, COCTaBIIAIOIINX Jela, U
UX B3aUMOCBs3bl0. BHauane pacnonararorcs 3arojloBKU JI€Jl, COJAEpKaIlMX OpraHU3al[MOHHO-
pacnopsIUTENbHYIO0 JOKYMEHTauuwo. Jlanee pacnosiararoTcst 3arojioBKM 1€, COAEpIKaluX
TJIAHOBBIE U OTYETHBIE JOKYMEHTHI, U T. II.

7.11. Pa3 B marh JeT HoMeHKknaTypa Aen I[lIkombl corimacoBhIBaeTCs ¢ JKCHEPTHO-
npoBepoyHoit komuccuen (nanee — DIIK) ropoaa. B ciydyae kopeHHOr0o M3MeHEHUsT PYHKITUN U
cTpykTypsl IlIkonbsl OHa MOIEKUT MEPECOCTABICHHUIO, COIVIACOBAHMIO W YTBEPKIACHUIO
HE3aBHCHMO OT CPOKa €€ COTJIaCOBaHMUsI.

7.12. CTpyKTypHBIE MO/pa3AeiIeHNs €XEeroJHO, He mo3aHee 15 Hos0ps Tekylero rojaa
pa3pabaThIBalOT MIPOEKT HOMEHKIIATYPHhI JIEJI CBOET0 MOApa3Ae/ieHus Ha CIeAYIOLIHI ro1.

Homenkinatypa  gen  CTpYKTYpHOrO — TOJpa3JE€l€HUsi  COCTaBISAETCA  JIUILIOM,
OTBETCTBEHHBIM 32  BEJIEHUE  JIEJONPOM3BOJACTBA  CTPYKTYPHOTO  TOJpa3/eeHUs,
COIVIACOBBIBAETCSI W IOANMKCHIBAETCS PYKOBOJWUTEIEM CTPYKTYpHOIO MOJAPA3fClICHUus U
npeJcTaBisieTcs padOTHHUKY, OTBETCTBEHHOMY 3a OpraHU3alluIo JIEJIONPOU3BOJICTBA U apXUBHOE
neno B Ikorne.

OTBETCTBEHHOCTh 3@ OPraHU3aLMI0 CBOEBPEMEHHOI'O COCTaBJICHUS HOMEHKJIATYpPbI Jel
BO3JIaraeTcsl Ha pyKOBOJAUTENEH CTPYKTYPHBIX MOJIpa3/IeJIeHUM.

8. ®opmupoBanue u opopmieHue aesa

8.1. ®opmupoBaHHMe Jen1 — TPYNINUPOBKA HCIOJHEHHBIX JOKYMEHTOB B J€la B
COOTBETCTBUU C HOMEHKJIATYPOH /1€ U cUCTeMaTH3alus JOKYMEHTOB BHYTPH Jiela.

8.2. [lena B llIkone popMUPYIOTCS B CTPYKTYPHBIX MOJIpa3AeIeHUsX.

8.3. McrionHeHHbIE TOKYMEHTHI 1OKHBI B 10-THEBHBIN CPOK CHABATHCS MCIOIHUTEIIEM
JUIly, OTBETCTBEHHOMY 3a BEJICHUE JIEIONPOU3BOICTBA B CTPYKTYPHBIX MOJpa3/I€ICHUsAX, A
dopmupoBanus ux B jaena. Homep pgena, B KOTOpoe MOJKEH OBITh MOJIUIMT JOKYMEHT,
omnpeneNsieT PYKOBOAUTENb CTPYKTypHOro mnozpaszaeneHust Illkonsl wnv HCHOTHUTENb B



COOTBETCTBUU C HOMEHKIIATYpo# nei. Ha nokymeHTte mpocTtaBistoTes otMeTka «B gemno Ne...»,
MOJMUCH UCTIOTHUTENS WM PYKOBOAUTENS CTPYKTYPHOTO MOApa3IeeHUs, AaTa.

JIOKyMEHTBI BHYTPH Ji€Jla pacrojiaraloTcs B XpOHOJOTUUYECKON MOCIIEI0BATEILHOCTH.

8.4. KouTpo:b 3a npaBUIbHOCTHIO (POPMHUPOBAHUS J1€]1 OCYIIECTBISIETCS OTBETCTBEHHBIM
3a apxuB LIIkomsl.

8.5. Ilpu dopmupoBaHuM 1€ HEOOXOAMMO COONIOAAThH CIEAYIONIHME OOINHME MpaBHIIA:
MOMENIaTh B JIEJ0 TOJBKO HCIOJIHEHHbIE JTOKYMEHTHI B COOTBETCTBUHU C 3aroJIOBKaMH JeJ 10
HOMEHKJIaType; TPyHIUpOBaTh B AENO JIOKYMEHTBl OJIHOTO KaJeHJApHOIO Toja; pa3lieiabHo
CPYIIUPOBATH B JieJa JIOKYMEHTHI TOCTOSIHHOTO U BPEMEHHOTO CPOKOB XpaHEHHUS; TOMENIAaTh B
Jena Kcepokonuu (akcos, TenedoHOrpaMM Ha OOLIMX OCHOBAHHUAX; B JIEJIO HE JIOJKHBI
MOMENIAThCsl JIOKYMEHTBI, MOJUJICKAIIUe BO3BpATy, JIMIIHUE HK3EMIUISPbl, YEPHOBUKHU: IIO
o0BbemMy J1e710 He JOMHKHO mpeBblmath 250 nuctoB win 4 cm. [Ipu Hanuynu B eae HECKOJIbKUX
TOMOB (4YacTeil) MHACKC U 3arojOBOK Jelia MPOCTABIIAIOTCS HA KaKIOM TOME C J00aBIeHUEM
«ToM 1», «ToM 2» (TociaeaHui).

8.6. PacnopsimuTenbHble JOKYMEHTHI TPYNIUPYIOTCS B Jejla 10 BHAaM B
XPOHOJIOTUYECKOM IMOPSIKE C OTHOCSIIUMUCSA K HUM IMPHUIIOKEHUSIMHU.

VYcraBbl, OJI0KEHUS, UHCTPYKIIUH, YTBEPKIACHHBIC PACTIOPSIAUTEIILHBIMUA TOKYMEHTAMH,
SBIIAIOTCS MPUIIOKEHUSIMHU K HUM U TPYIIHUPYIOTCS BMECTE C YKa3aHHBIMU JoKyMeHTamu. Eciu
)K€ OHU YTBEPXKIEHbI B KauyeCTBE CAMOCTOATEIBHOIO JOKYMEHTa, TO HUX TPYNIUPYIOT B
CaMOCTOSITENIbHBIE JIeNa.

[Ipuka3pl MO OCHOBHOW JEATENBHOCTH TPYNIHUPYIOTCS OTACIBHO OT MPHUKA30B 10
JUYHOMY COCTaBY.

[Ipuka3zpl 1O JMYHOMY COCTaBy TPYNIUPYIOTCS B Jiela B COOTBETCTBUH C
YCTaHOBJICHHBIMU CPOKAaMHU UX XPaHEHUSI.

[IpoTokonbl B Jnene pacmoyiaraloTcs B XPOHOJOTHYECKOM TMOPSIAKE MO HOMEpaM.
JIoKyMeHTBI K HpPOTOKOJaM, CTPYNIHUPOBAHHBIE B OTIEIbHBIC 1€, CUCTEMaTU3UPYIOTCS IO
HOMEpPaM MPOTOKOJIOB.

YTBepKIeHHbIE IUIaHbI, OTYETHl, CMETbHI, JIMMUTHI, TUTYJIbHBIE CIHUCKH H JPYyTrHe
JIOKYMEHTBI TPYIIUPYIOTCS OTACIBHO OT MPOEKTOB.

JIOKYMEHTBI B JIMUHBIX JieJlaX pacrojaraioTcs o Mepe uX MOCTYIUICHUS.

[Tepenucka rpynnupyeTcsi B paMKax OJHOTO KaJIeHJApHOTO Tojfla U CUCTeMAaTU3UPYyeTCs
B XPOHOJIOTUYECKOHN MOCIEA0BATENIBHOCTU: TOKYMEHT — 3alIPOC — JOKYMEHT — OTBET.

8.7. Hena lkonsl moiexxatr ohOpMICHUIO MPU WX 3aBEJICHUM U TI0 3aBEPIICHUU TO7a.
Odopmnenne nena — MOArOTOBKA Jiella K XPAaHEHHUIO BKIIIOYAET B ce0s KOMIUIEKC padoT Mo
OTMCAHUIO JieJla Ha OOJIOXKKE, MOJIITUBKE, HyMEPAIUH JIMCTOB M COCTABJICHUIO 3aBEPUTEIHHOM
Haamucu. OpopmiieHne aen MPOBOIUTCS pabOTHUKAMU CTPYKTYPHBIX monapazaenenuit [1Ikomnsr,
B 00513aHHOCTU KOTOPBIX BXOJUT 3aBeJicHUE U (DOPMUPOBAHUE /1T, TPH METOIUUYECKON TTOMOIIH
Y 110J1 KOHTpoJsieM apxuBa LIIkobl.

8.8. B 3aBHUCHMMOCTH OT CpPOKOB XpaHEHHUs TMPOBOAUTCS IMIOJHOE WM YaCTUYHOE
odopmIIeHHE Aed.

[TonHomy odopmiieHuI0 mojuIekaT Jena MOCTOSIHHOIO, BpeMeHHoro (cBwimie 10 er)
XpaHeHus (10 TUYHOMY COCTaBy, JIMYHBIE JieJia YBOJCHHBIX paboTHUKOB). [lomHOE 0dopMieHue
Jiesia mpelycCMaTpuBaeT:

— TOJIIMBKY WUJIM TBEPJIbIN TIEPETLIET JIeNa;

— HyMepaluio JINCTOB B JIEJIE;

— COCTAaBJICHHE JIMCTA-3aBEPUTEIIS;

— COCTaBJICHHE B OCOOBIX ciydasx (mpu oQOpMIICHHHW JHMYHBIX J€J, JJIA y4eTa 0co00

[IEHHBIX JIOKYMEHTOB) BHYTPEHHEH OMUCHU TOKYMEHTOB JIela;

— BHECEHHE HEOOXOJUMBIX YTOYHEHHIl B PEKBU3HUTHI OOJIOKKH Jena (yTOYHEHHUE

Ha3BaHUs MOAPA3ACIICHUs, UHJIEKCa U 3ar0JI0BKa JieNa, JaThl JIeia U JIp.).

8.9. llena BpemenHoro (10 10 jeT BKJIIOUUTENBHO) XpPaHEHUS MOAJEKAT YACTUYHOMY
odopmienuro. Jlomyckaercs:



— XpaHUTh JIeJIa B CKOPOCIINBATEISAX;

— HE IPOBOJUTH [IEPECUCTEMATH3AIIMIO JOKYMEHTOB B JIEIIE;

— JIUCTHI JIeNIa He HyMEpOBaTh;

— 3aBEpUTEIIbHbIC HAJIIUCH HE COCTABIIATh.

8.10 JloxkyMeHTBI, MoAJeXaliue TMOJTHOMY O(OPMIICHHIO, MOMIIMBAIOT Ha YETHIPE
IPOKOJIa B TBEPAYyIO OOJOXKKY M3 KapTOHa WIM IEpeIuieTaroTcs C Y4€TOM BO3MOKHOCTH
CBOOOJTHOTO YTEHHUSI TEKCTa BCEX JOKYMEHTOB, JIaT, BU3 U pe3oironuid Ha HUX. [Ipu moxroroske
Jien K MOJIIUBKE (TIEpeIvieTy) METALTHYECKUE CKPEIUICHUS (CKOOBI, CKPENKU) U3 JOKYMEHTOB
yrangores. Jlena IMOCTOSHHOTO XpaHEHUs, COCTOsIUE H3 He(POpMaTHBIX JOKYMEHTOB,
XPaHATCS B 3aKPBITHIX TBEPABIX NaNKax ¢ TpeMs KJalaHaMH U C 3aBsI3KaMU.

[Ipu Hanmuuuu B jeje HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHIDKEK H
Jp.) 3TU JOKYMEHThI BKJIbIBalOTCS B KOHBEPT, KOTOPBII 3aTeM MOALIMBAETCS B 3T0 zeno. [lpu
HAJIMYUK OOJIBIIOTO KOJMYECTBA TAKMX JOKYMEHTOB OHU MOTYT M3bIMATHCS U3 e, U Ha HUX
COCTaBJISICTCSI OT/IEJIbHAS OIUCH.

B KoHIe KaXAoro Jena MOAUIMBAIOTCA YUCTbIE ONAaHKU (HOpM IS 3aBEPUTEIBHOM
Ha/[IUCH.

8.11. B menax obecrieyeHUs] COXPAHHOCTU W 3aKPEIJICHUS IMOPSAJIKA PACHOOKEHUs
JIOKYMEHTOB, BKJIIOUYEHHBIX B JI€JIO, BCE JIMCThl, KpPOME 3aBEPUTEIBHOI0, HYMEPYIOTCS
apabckumu 1dpamMu B MPaBOM BEpPXHEM YIIy, HE 3a/eBas TEKCTa JOKYMEHTA, MPOCTHIM
rpadu4ecKUM KapaHIaloM WIK HyMepaTopoM. YTOTpebIeHre YepHUII M LIBETHBIX KapaHalei
JUIE  HyMEpallMHM JIMCTOB 3alpemiaeTcs. BHYTpEHHSS ONUCh HWMEET CaMOCTOSITEIbHYIO
HYMEpALHIO.

JIMCThI 7, COCTOSAIIMX M3 HECKOJIBKUX TOMOB WIIM YaCTEeH, HyMEPYIOTCS 1O KaXIOMY
TOMY MJIM YacTU OTIEIBHO.

dotorpaduu, YepTeKH, AMATPAMMBbl U JAPYrHe HIUIIOCTPATUBHBIC W crHenuduyeckue
JIOKYMEHTBI, MPECTAaBIIAIOIME CAMOCTOSTEIbHBIN JIUCT B Jelie, HyMEPYIOTCS Ha OOOPOTHOM
CTOPOHE B JICBOM BEPXHEM YTITy.

C0XeHHBIH JIMCT pa3BOpaunBaeTCs U HyMepyeTcsl B IpaBoM BepxHeM yriy. [Ipu stom
aucT Jroboro (opmaTa, TOAIIMTHIA 3a OAWH Kpail, HyMmMepyercss KakK OJIWH JIHCT; JIHCT,
CJIO’KEHHBIN U MOJIINTBINA 32 CepeIHY, OUIeKUT NEepeIIUBKe U HyMEpyeTcsl KaK OJIUH JIUCT.

[MommmTeie B A€TO0 KOHBEPTHI C BIIOKCHUSMH HYMEPYIOTCS; IpPH STOM BHadaie
HyMepyeTcs KOHBEPT, a 3aTeM OUepeTHbIM HOMEPOM KaX/10€ BJIOKEHHE B KOHBEPTE.

[MogmmTeie B JeM0 JOKYMEHTBI € COOCTBEHHOM HyMepaluend JHUCTOB (BKIIIOUYas
NeyaTHbIE M3JaHMs) MOTYT HyMEpOBaTbCsi B OOIIEM MOPSAJKE WM COXPaHATh COOCTBEHHYIO
HYMEPAIHUIO, €CJIM OHA COOTBETCTBYET MOPSIIKOBOMY PACTIOIOKEHHUIO JIUCTOB B JIETIE.

B cnyyasx oOHapyxeHus OOJBIIOrO 4Mcia OMMOOK B HyMepalMH JIUCTOB Jiejla B
JIeTTOTIPOU3BOJICTBE TPOBOAMTCS HMX TepeHyMmepanus. [Ipw mepeHymeparuu JIHCTOB CTapble
HOMEpa 3aYepKUBAIOTCS OJJHOW HAKJIOHHOM 4epTOil M psiIoM CTAaBUTCS HOBBI HOMEp JIUCTA; B
KOHIIE JIeJla COCTAaBIISIETCSl HOBAs 3aBepUTENbHAsl HAJUCh, NPH 3TOM CTapas 3aBepUTEIbHAs
Ha/IIUCh 3aU€PKUBAETCS, HO COXPaHSIETCs B JIeIe.

8.12. JIns yyera KoIMYeCTBa JIMCTOB B Jiesie U (PUKCAIIMM OCOOCHHOCTEN MX HyMepaluu
COCTaBJIIETCS 3aBepUTEIbHAsE HAAMUCH Jiesia. OHa COCTaBisIeTCs B Jielie Ha OTJENbHOM JIUCTE —
3aBepHUTeNe Jeia. 3aBepUTENbHAs HAANNCh COCTABISIETCS 10 yCTAHOBIEHHOH (opme
(mpunoxxenue Ne 15).

Bce mocnenyronie m3MEHEHUST B COCTaBE M COCTOSHHH Jenia (TIOBPEXICHUS, 3aMeHa
MOJUITMHHBIX JIOKYMEHTOB KOIHSMH, IPUCOEAMHEHNE HOBBIX JJOKYMEHTOB U T. J.) OTMEUAIOTCs B
3aBEPUTEIBHON HAJAMUCH CO CCHUIKON Ha COOTBETCTBYIOIIUM AKT.

8.13. OOGmnoxka Jen IMOCTOSIHHOTO, BpeMeHHOro (cBbime 10 ser) XpaHeHUs U 10
JMYHOMY COCTaBy opopmiisieTcs o ycTaHOBIeHHOU (opme (npuioxkenue Ne 16).

Ha o06sio)xke [es MOCTOSHHOTO XpaHEHUs BBEPXY IMpelycMaTpUBAETCsl MECTO JUIs
HAaNMEHOBAHUS TOCYIApCTBEHHOTO apXWBa, B KOTOPBI OHM OYAyT TIepelnaHbl, a TaKKe
apXUBHOTO M pa B IPaBOM BEPXHEM U JIEBOM HUKHEM yTIIax.



ITpu odopmnenun o6m0kKK nen HauMmeHoBaHUE [IIKoJbl yKasbIBaeTCs MOJIHOCTHIO IO
yCTaBy, B UMEHUTEJILHOM MaJIeXkKe, COKPAIEHHOE Ha3BaHHE — B CKOOKaXx.

OO0s3aTenbHBIME PEKBU3UTAMH OOJIOKKH JIeJa SIBIISICTCS YKa3aHWE KOJIMYECTBA JIUCTOB B
Jieie, KOTOpO€e IIPOCTABIIAECTCS Ha OCHOBAHUM 3aBEPUTEILHON HAINCH A€JIa, U CPOKA XPaHCHHUS
Jena (Ha [enax IIOCTOSIHHOIO XpaHEHMsI IUIIETCSA: «XPAHUTh IIOCTOSIHHO»), KOTOPBIN
HEPEHOCUTCSI Ha OOJIOKKY Jieja U3 HOMEHKJIATyphl IOCIIe CBEPKH €ro 1o CpoKaM XpaHEHUs B
IIEpPEYHE.

8.14. Jlns ydera JOKYMEHTOB OIPEICICHHBIX KaTEropuil JAel MOCTOSHHOTO H
BpeMeHHOro (cBbimie 10 neT) XpaHeHHs, y4eT KOTOPBIX BBI3BIBACTCS CIEHU(BHKONW TaHHOM
JOKYMEHTalUM (JM4YHbIE Jea, 0cO00 IIEHHBIE), COCTABIACTCS BHYTPEHHSSI OIUCh TOKYMEHTOB
Jena.

BHyTpeHHIOI0 ONUCh HEOOXOJMMO TAKXXE COCTaBJIATh B JeJaX IOCTOSIHHOTO MU
BpeMeHHoro (cBeime 10 ner) xpaneHus, copMUPOBAHHBIX 1O PA3HOBUIHOCTSAM JOKYMEHTOB,
3aroJIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPIKaHUE JOKYMEHTOB.

BHyTpeHHSS ONMUCH COCTABIAETCS HA OTIEIBHOM JIHCTE IO YCTAaHOBJICHHOW (opme
(mpuioskenue Ne 17), koTopast COIEPKUT CBEIEHUS O MOPSIKOBBIX HOMEPax JOKYMEHTOB J€a,
UX MHJEKCAaX, JaTax, 3arojoBKax MU HOMEpax JHMCTOB [eJla, HA KOTOPBIX PACIOJIO0KEH KaXKIbIi
JIOKYMEHT.

K BHyTpeHHEN onucu Jiena COCTaBJISETCS MTOroBas 3alucCh, B KOTOPOW YKa3bIBaeTCs
uppaMu ¥ OPONUCHI0 KOJIMYECTBO BKJIIOYEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMUCTOB
BHYTPEHHEH OIKCH.

BHyTpeHHsA1 oOnMch NONIUCBHIBAETCA €€ COCTAaBUTEIEM C YKAa3aHUEM JOJDKHOCTH,
MOJIHCH, paciin(POBKH MOIIICH U HyMEPYETCS B JIeJIe OTACIBHO.

9. Opranusanus onepaTuBHOr0 XpaHeHHUsl JOKYMEHTOB

9.1. C MoMeHTa 3aBeicHUs U J10 niepenayu jien B apxuB LlIkosibl 1ena xpaHarcs no MecTy
uX (POPMUPOBAHUS — B CTPYKTYPHBIX HOJPA3ICICHUIX.

PykoBonuTenu CTPYKTYpHBIX MOApa3JIeleHUH U paOOTHHUKH, OTBEYAIOIIME 3a
JIeJIOTIPOU3BOICTBO, 0053aHbI 00ECIeUnBaTh COXPAHHOCTh JOKYMEHTOB U JIE.

C uenpl0 MOBBIIIEHUS ONEPATUBHOCTH IOMCKA JIOKYMEHTOB JIea pacliojiaratoTcsl B
COOTBETCTBUU C HOMEHKJIATYPOH J€Il.

Ha xopenikax 00105keK /1€ yKa3bIBalOTCS WHIEKCHI J1EJ 10 HOMEHKJIAType.

K 1oxymeHTaM BpEMEHHOI'O XpaHEHUS OTHOCSTCS JTOKYMEHTHI CO CPOKOM XPaHEHHS HE
6onee 10 et u XpaHsaTCA O MECTY UX (POPMHUPOBAHUS B CTPYKTYPHBIX MojApa3jeneHusx. Jena
BpeMeHHOro (10 10 JeT BKIIIOYMTENBHO) XpaHEHHMs B apXWB HE MNEPeAaloTcs W MOJUIeKaT
YHUUYTOKEHHUIO B YCTAHOBJICHHOM MOPSJIKE.

3aBepIleHHbIE Jefla MOCTOSIHHOTO M JOJroBpeMeHHoro (cBeimie 10 jeT) cpokos
XPaHEHUs XPaHATCS M0 MECTY X (POPMHpPOBAHUS B TEUEHHE JIBYX JIET, @ 3aTEM C/Ial0TCS B apXUB
IIxombI.

Jlena BpeMEHHOI0 CpOKa XpaHEHHs! XpaHATCSA MO MeCTy UX (OPMUPOBAHUS B TEUEHHE
YCTaHOBJIEHHBIX HOMEHKJIATYPOH €Il CPOKOB.

9.2. Bpigaua jnen, O3HAKOMJICHHE C JIOKYMEHTaMH, HaXOJAIIMMHUCS Ha ONEPATHBHOM
XpaHEHUH B CTPYKTYPHOM Iojipa3fielieHnn, paboTHukaM [IIKosbl mMpou3BOAUTCS C pa3perieHus
PYKOBOJICTBA O] PaclMCKy B )KypHaJle yueTa BbIauu JOKYMEHTOB U3 apXuBa (IpuiiokeHue Ne
18).

Jlena  BBLAAIOTCST BO  BpPEMEHHOE  MOJb30BaHHME  PaOOTHUKAM  CTPYKTYPHBIX
HoJpa3JielieHuil Ha cpok He Oojee onHoro Mmecsna. Ilocie ucreyenus ykazaHHOTO Cpoka Jelo
JIOJI’KHO OBITH BO3BPAILIEHO HA MECTO €r0 XpaHEHHUsI.

9.3. U3parue [OKYMEHTOB U3 J€l IIOCTOSHHOIO XPaHEHHs JOIycKaeTrcsd B
UCKJIIOYUTENBHBIX CIIy4asX, IO 3ampocaM KOMIIETEHTHBIX OpraHoOB M TPOU3BOAMUTCA C
IMCBbMEHHOTO paspemieHns aupekropa IIkonasl ¢ ocTaBieHHEM B Jiel€ 3aBEPEHHON KOINU
JIOKYMEHTA M aKTa O MpUYMHaX BbIIayM MOIMHHUKA.



9.4. CamocCTOATENBHOE YHHUTOKEHUE JOKYMEHTOB B CTPYKTYPHBIX MOJPA3IEIICHUSIX
[IIxomne! 3anpemaercs.

9.5. PaGOTHUKYU CTPYKTYpPHBIX MOJpa3eieHUl HECYT OTBETCTBEHHOCTh 332 COXPAHHOCTh
HOCTYNUBIIMX K HUM JOKYMEHTOB U aKKypaTHOE 0OpallleHle ¢ HUMH.

10. ITopsanok nepegayu J0KYyMEHTOB HA XpAHEHHE B APXUB LIKOJIbI

10.1. B apxuB Illkonbl mepenaroTcs aena MOCTOSHHOTO, BpeMeHHoro (cBowimie 10 er)
XpaHEHUs U M0 JIMYHOMY cocTaBy. VX nmepenaya npou3BOJUTCS 110 OMUCAM A€

3aKOHYEHHBIE JIEJIONPOU3BOJCTBOM Jiejla MOCTOSIHHOTO, BpeMeHHoro (cBbiuie 10 er)
XPaHEHUs U M0 JUYHOMY COCTaBY IIOCJIE OKOHYAHUS KaJIEHJAPHOTO IoJja, B KOTOPOM OHU ObLIN
3aBE€JICHbI, MOJIeKAT 0(OPMIICHUIO B COOTBETCTBUM C HACTOSIIIEH MHCTPYKIMEN U MEepeaaroTCs
B apxuB Illkonpl 4yepe3 naBa roja IOC/I€ OKOHYAHMS MX JejonpousBoacTtBoM. Ilpuem
OCYLIECTBIISICTCSI 1O TIpaduKy, COIJACOBAHHOMY C PYKOBOAUTENSAMU  CTPYKTYPHBIX
[OJIpa3/ieJIeHui U yTBEPKIACHHOMY JupekTopoM LIIkoebl.

10.2. B nepuon noAroTOBKU CTPYKTYPHBIMHU IOAPA3JEICHUAMH €] K [Iepelaye B apXuB
OTBETCTBEHHBIM 3a apXWB MPEIBAPUTEIBHO IPOBEPSET MPaBWIBHOCTh UX (POPMUPOBAHUS,
oopMIIeHHS M COOTBETCTBUE KOJMYECTBAa JI€JI, BKIIOYEHHBIX B OIUCh, KOJWYECTBY e,
3aBE/ICHHBIX B COOTBETCTBHM C HOMEHKJIaTypoil. Bce BbIABIIEHHBIE NPU MPOBEPKE HEJOCTATKU
OTBETCTBEHHBIE 32 JEJIONPOU3BOACTBO MO/Ipa3eICHUs 00s3aHbl YCTPAHUTD.

10.3. [lpuem kaxaoro jaena IPOU3BOJUTCS OTBETCTBEHHBIM 3a apXWUB B IPUCYTCTBUU
OTBETCTBEHHOTO 3a JEJIONPOU3BOICTBO CTPYKTYPHOro noapasaeneHus. Ha sk3emiurapax onucu
IIPOTUB KaXKJIOTO Ji€Jla, BKIIIOUEHHOIO B HEE, JIeNaeTcs OTMETKa O Hajluuuu Jena. B KoHue
KaXJI0r0 3K3EMIUIApa OMUCH YKa3bIBAIOTCS LU(PpPaMU U HPONMCHIO KOJUYECTBO (DaKTUUYECKH
IPUHSTBIX B apXWB JEJl, HOMEpa OTCYTCTBYIOIIMX JI€J, Jara MpuemMa-nepeaadu Jel, MOoANUCH
OTBETCTBEHHOTO 3a apXUB M paOOTHHUKA, IIepelaBLIero Aea.

10.4. Jlena B apXuB AOCTABIISIFOTCS] pAOOTHUKAMHU CTPYKTYPHBIX IOJIpa3AeiCHUM.

10.5. Jlena BpeMmeHHOro cpoka XpaHeHHs (10 10 JeT BKJIIOUUTENIbHO) XpPaHATCS B
CTPYKTYPHBIX MOJpa3JeEHUsAX U IO MCTEYEHHM CPOKOB XPAHEHHS BKIIIOYAIOTCA B AKTHI O
BBIICJICHUM K YHUYTOXXCHUIO JOKYMEHTOB, HE IOUIeKalMX XpaHeHuto. OHM MOryT
NepEeaBaThCsl B apXUB TOJIBKO B MCKIIIOUUTENBHBIX CIydasX IO pemeHuto gupekrtopa Ilkossl.
Ilepenada nx oCyIECTBISIETCA IO OIUCSIM.

10.6. B cayyae nMKBUAALMM CTPYKTYPHOTO TOJpa3fiefieHuss OTBETCTBEHHBIM 3a
JIEJIONPOU3BOJCTBO B TEUYEHUE JBYX MECALIEB C MOMEHTA JIMKBUAALWU TOAPA3ACICHUS
dbopMupyeT Bce UMEOIIKECs JOKYMEHTHI U nepenaer B apxuB LIIkonbpl HE3aBUCHMO OT CpPOKOB
XpaHeHus; npu peopranu3anmu [IIkosbl TOKyMEHTHI MEpPEAArOTCs MO aKTy IMpHeMa-Iepenadn
MIPABONPEEMHMKY WJIM MPU OTCYTCTBUU MPABOIIPEEMHHKA — B FOCY/IapCTBEHHBIN apXUB.

11. DkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DxcnepTusa LIEHHOCTH JOKYMEHTOB — H3Y4Y€HHME JOKYMEHTOB HAa OCHOBAaHUU
KPUTEPHEB UX LIEHHOCTH B LIEJISAX ONpEeNIeHHs] CPOKOB XpaHEHUs! JOKYMEHTOB U 0TOOpa UX Ha
roCy/1apCTBEHHOE XpaHEHHE.

11.2. Oxcneptusa neHHocTH NOKyMeHTOB B Illkone Ha craauu JelONpOM3BOACTBA
IPOBOAMTCA: MpPHU COCTABICHUM HOMEHKJIATyphl Jied; B Ipouecce (GopMHpoBaHUS Jel1 U
IIPOBEPKM NPABWIBHOCTH OTHECEHUS JOKYMEHTOB K JejlaM; IpH MOATOTOBKE JElI K
MOCIEAYIOLIEMY XPaHEHHUIO; B apXUBE B MTPOLIECCE MOATOTOBKM Ha FOCYAapCTBEHHOE XpaHEHUE.

11.3. lna opraHu3anuy M NPOBEAECHUS SKCIEPTU3bl LIEHHOCTH NOKyMeHTOB B IIlkose
CO3/aeTcs MOCTOSTHHO JeHCTBYIOMIas SKcnepTHas koMuccus (nanee — 9K).

11.4. ®Oynkimun u npaBa OK, a Takke opraHumszanus ee paboOThl ompeaessercs
MOJIOKEHUEM, KOTOPOE YTBEPXKIAeTCS AUPEKTOPOM IIKOJBI U (WiH) corjacoBeiBaeTcs ¢ DIIK
ropoja.

11.5. Dkcneprh3a LEHHOCTHM JOKYMEHTOB IIOCTOSHHOTO M BPEMEHHOIO XpaHEHUS
OCYILIECTBIISIETCSl €KErOJHO B CTPYKTYpHBIX mnofpasaencHusx IlIkonsl HenocpeacTBEHHO
JUIAMH, OTBETCTBEHHBIMU 3a ENOMPOM3BOACTBO, coBMeCTHO ¢ DK mpu HemocpencTBEHHOM
METOIMYECKOM pYKOBOACTBe apxuBa LIIkosbl.



11.6. OT60p DOKYMEHTOB Ul TIOCTOSHHOTO XPAHEHUsS NMPOBOAMUTCS B COOTBETCTBHUHU C
HOMEHKNIAaTypoil nen IIIKojbl, TUNOBBIMH M BEIOMCTBEHHBIMHM IIEPEYHSIMHM JIOKYMEHTOB C
YKa3aHHUEM CPOKOB UX XPaHEHUs ITyTeM IOCTPAaHUYHOTO IPOCMOTpPA JEII.

B nenax mOCTOSHHOrO XpaHEHMs TOJIeKAT H3bATUIO JyOJIETHBIE SK3EMILISAPHI
JIOKYMEHTOB, UYEPHOBHKH, HEO(POPMJICHHBIE KOMWU JOKYMEHTOB M HE OTHOCALIMECS K HUM
JIOKYMEHTBI.

Hena ¢ ormerkoit «3IIK» / «3K» moaBeprarorcsi Takke MOJMCTHOMY TPOCMOTPY C
LEJIbI0 ONPEAEICHUS. U BBIIEICHHS M3 MX COCTaBa JOKYMEHTOB, NMOIJIEKAIIUX ITOCTOSHHOMY
xpanenuto. Jlema c¢ ormerkoit «OIIK» / «OK», comepxkamue IOKYMEHTHI IOCTOSSHHOTO
XpaHeHMs, nojuexar mnepehopMupoBaHuio. BblaeneHHble M3 HMX COCTaBa JOKYMEHTHI
IOCTOSIHHOTO XPAHEHUs TMPUCOSAMHSAIOTCS K OJHOPOJHBIM JeidaM M OQOPMISIOTCS B
camocrosTesnbHble  Aena. CpoKu XpaHEHUs [el, COAEPKAIUMX OCTaBIIUECS JOKYMEHTBI
BPEMEHHOI'O XPAHEHHUS, ONPENENAIOTCS IO BEIOMCTBEHHOMY (M THUIIOBOMY) IIE€PEYHIO
JIOKyMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHHMs M HOMeHKiatype paeis. [lommmBka BHOBB
c(OPMHUPOBAHHBIX 1€ TPOU3BOJUTCA TOJBKO IIOCIIE 3aBEpPIICHUS 3KCIEPTU3Bl LEHHOCTH
JIOKYMEHTOB.

OnHOBpeMEHHO ¢ OTOOPOM JOKYMEHTOB IOCTOSHHOTO M BpeMeHHOro (cBeme 10 er)
XpaHeHUus Ul Iepellaud B apXUB B CTPYKTYPHBIX MOApa3/elIeHUsX MPOBOIUTCA OTOOp Jen U
JIOKYMEHTOB BpeMeHHOro (1o 10 Jier) XpaHeHus, NOJUIeKalUuX JaJbHEHIIEMY XPaHEHUIO B
CTPYKTYPHBIX IOJPA3JEJICHUAX, BBIICICHUE K YHUYTOXKEHUIO A€ 3a IMPEIblIylIMe TOAbl C
UCTEKIIMMHU CpOKaMu XpaHeHus. [Ipu 3TOM y4yMTHIBarOTCSI OTMETKHM B HOMEHKIaType nen «/o
MuHoBaHus HagooHocTH» (JIMH), «Ilpu ycinoBuu 3aBepiiieHrs TpoBEpKH (PEBU3UN)» U T. II.

[TapannensHo mpoBepsieTcs KauecTBO M IOJHOTA AEMCTBYIOLIEH HOMEHKIIATYphl €Nl
[IIkomBI, IPAaBUIBHOCTH ONPEIEIICHNS CPOKOB XPaHEHUs €I, 3aBEJCHHBIX B COOTBETCTBHM C
HOMEHKJIATYpOW JeJ, COONIOJIEHHE YCTAaHOBJICHHOTO TMOpAIKa O(OpPMIICHUS TOKYMEHTOB H
(dbopMHupoBaHUs €.

11.7. ApxuB mnpoBOIUT OHKCIEPTU3y LEHHOCTH JOKYMEHTOB IpH OTOOpEe HX Ha
TrOCyIapCTBEHHOE XPAHEHHE I10J] HEMOCPEICTBEHHBIM METOAMYECKHM  PYKOBOJCTBOM
MYHUIIUIATBHOTO apxuBa cyobekTa Poccuiickoit deneparum.

11.8. B cnydae oOHapyxeHUs B TIpoLeCCe IPOBEACHUS HKCHEPTH3bl IIEHHOCTU
JIOKYMEHTOB B apXHMBE HEJO0CTaud JTOKYMEHTOB IOCTOSSHHOTO XPaHEHUS! COOTBETCTBYIOIMMU
CTPYKTYPHBIMU Toapa3jeneHussMu 11Ikoabl AOMKHBI OBITh MPHUHSITHI MEPHI MO PO3BICKY 3TUX
JIOKYMEHTOB.

CrpykrypHble mnonpaszaeneHus Illkonsl  o00s3aHBl  CHCTEMaTHYeCKH  ONMCHIBATH
JOKYMEHTBhl 110 JINYHOMY COCTaBY M JIOKYMEHTBbl BpeMEHHOro xpaHeHus (cmeime 10 ier),
o0ecrneunBaTh UX COXPaHHOCTh U yUeT.

11.9. Ha Bce 3aBepiiieHHBIE IEJIOMPOU3BOJICTBOM JieJla TOCTOSSHHOTO, BPEMEHHOTO
(cBpime 10 jeT) XpaHEeHHs U MO JIMYHOMY COCTaBy, MPOLIEALIME SKCHEPTU3Y LEHHOCTH U
O0(OpMIICHHbIE B COOTBETCTBUU C HACTOALIMMU TPEOOBAHUSIMHU, €KETOJJHO COCTABIISIFOTCS ONHUCH
nen. OTaenbHas OMUCH A€ MPEJCTaBIseT cOOOM MepedyeHb JIen C CaMOCTOSATENIbHONW BallOBOM
(mopsiAKOBOM) HyMepaluen.

Onucu cocTaBIAIOTCS OTIENBHO HA JENIa MOCTOSHHOIO XPaHEHHWs, JieJa BPEMEHHOTO
(cBeimie 10 net) xpaHeHus, Jesa Mo JIMIHOMY cocTaBy (npuiioxenus Ne 19-21).

OmnucH 1en cocTaBiIsAIOTCS B KaXKJIOM CTPYKTYPHOM noapaseneHuu Llkomsl exeroqHo B
JBYX IK3EMILIspax.

1o aTuM onucaM noapasesieHns CAAI0T TOKYMEHTHI B apxuB I1Ikoubl.

[Ipu HaMYMK B CTPYKTYPHBIX MOAPA3/I€ICHHUIX HEOMUCAHHBIX JIE€ 32 HECKOJIBKO JIET IO
COIIACOBAHUIO C OTBETCTBEHHBIM 3a apxuB [IIKosbl Ha HUX MOXKET COCTAaBJIATHCS OJHA ONMKCH
(BHYTpH e JieJia pacioJiaratoTcs 1o rojaM ux 3aBeCHUS).

Onucu fen CTPYKTYPHBIX MOJPA3/ENeHU COCTaBISIOTCS IO YCTAHOBICHHOH (opme
(mpunoxenue Ne 22) u npencrasisitorcest B apxuB Llkonel yepes3 1Ba roja mocie 3aBeplieHUs



JIENl B I€T0NPOU3BOACTBE. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE U KAUECTBEHHOE COCTABJICHHE
ONKUCEN J1eJT CTPYKTYPHBIX MOIPA3ACICHUN HECYT PYKOBOAUTEIN ATUX MOAPA3AEICHUMN.

11.10. Ilepen BHeceHHEM 3arojOBKOB Ji€1 B ONHMCH IIPOBEPSAIOTCA KAauyecTBO
dopmupoBaHus ¥ O(GOpPMIIEHUS €1, COOTBETCTBUE KOJIMYECTBA JI€Jl, BHOCUMBIX B OIIUCH,
KOJIMYECTBY 3aBE/ICHHBIX e 10 HoMeHKarype LIkombl.

IIpu npocMoTpe nen NpPOBEPSIOTCS: COOTBETCTBUE 3arojioBKa Jella COJEpPKaHMIO
JIOKYMEHTOB B JIeJI€; MPAaBUIBHOCT O()OPMIICHHUS U TPYIIHUPOBKH JOKYMEHTOB, BKIIOUCHHBIX B
JIeJ10; KayecTBO MOJIIMBKYA WM IeperuieTa [ela; MPaBUIbHOCTh HYMEpaluu JIMCTOB J€Na;
HAJIMYME B JIeJie B HEOOXOAMMBIX CIIydasiX BHYTPEHHEH ONUCH; MPaBHILHOCTH O(POPMIICHHS
O0JIOKKHM Jiela; HaJuuue M IPaBWIBHOCTh 3aBEPUTEIbHOM Haamucu jaena. B cioyuae
oOHapy>KeHHsI HAPYUICHUs YCTAHOBICHHBIX MpaBWJ (HOPMUPOBAHHS U OPOPMIICHHUS /€1 OHHU
JIOJKHBI OBITh YCTPAHEHBI.

B ciydae oOHapyXeHHsI OTCYTCTBUS JA€J, YUCISAIIMUXCS 10 HOMeHknaType aen Ikomnsr,
CTPYKTYPHBIM IOApa3JeIeHUEM MPUHUMAIOTCS MEphl 10 MX po3bICKy. OOHapyXKeHHbIE lena
BKJIIOYAIOTCSL B ONMUCh. ECaM MpUHSATHIE Mephl HE Al Pe3yabTaToB, TO Ha HEOOHApYKEHHBIE
Jiefla  COCTaBIseTCSl CIpaBKa O NPUYMHAX OTCYTCTBUS JIeJ, KOTOpas MOANMCHIBAETCS
PYKOBOJUTENIEM CTPYKTYpHOTO IMOJApA3JEICHUs U IepefacTcs BMECTE C ONHMCHhIO JIEN
CTPYKTYPHOTO [TOJIpa3/I€JIeHUs B BEIOMCTBEHHBIN apXUB.

11.11. OnucarenpHas CTaThsg OMUCH JI€Nl CTPYKTYPHOTO IOJPA3ICICHHUS BKIIOYACT B
ce0si cienyrole 3JIeMeHThl (rpadbl): MOPSJIKOBBIA HOMEp Jiela IO OIUCH; MHJIEKC JAena;
3aroJIOBOK Jiefia (TOMa, YacTH), MOJHOCTBIO COOTBETCTBYIOIIMI €ro 3arojloBKy Ha OOJIOKKE
Jiena; aarta jiena (Toma, 4acTH); CPOK XpaHEHHs Jiena (TOMa, 4acTH); KOJMUYECTBO JHMCTOB B JieJie
(TOMe, yacTH); MpUMeYaHue.

IIpu cocTaBiieHUM onKcH A€ COOTI0AAI0TCS CIEAYIOIINEe TPEOOBaHUS:

— 3aroJIOBKH JI€Jl B OMMCH JIOJKHBI COOTBETCTBOBATh 3arojIOBKaM JIeJl B HOMEHKJIAType
JIes1 U1 TOMY, YTO BBIHECEHO Ha 00JI0KKY, B COOTBETCTBHHM C MPUHATOMN CXeMOH cucTeMaTu3aiuu;

— KaX/10€ JIeJI0 BHOCUTCS B OIUCH I10J] CAMOCTOSITENIbHBIM MOPSAIKOBBIM HOMepoM. Eciu
JIeJI0 COCTOMT U3 JIBYX M OoJiee yacTel MM TOMOB, TO KaXK/1asl 4acTh WJIK TOM BHOCUTCS B OITUCh
[10J1 CAMOCTOSITEIbHBIM HOMEPOM.

11.12. I'papl omucu 3amoNHAIOTCA B TOYHOM COOTBETCTBUU C TEMM CBEIEHHIMH,
KOTOpBIE BHIHECEHBI Ha 00JIOXKKY Jela.

11.13. Ilpu BHeceHHMH B OIHUCH MOJPSJ J€Jl ¢ OAMHAKOBBIMU 3arojIOBKaMH IHIIETCS
MOJIHOCTBIO 3arojIOBOK IIEPBOrO [eNa, a BCE OCTalbHBbIE OJHOPOIHBIE Jeja 0003HAuYaroTCs
cioBamu «To ’xe», IpU ATOM JpYyrHe CBEAEHUS O JejaX BHOCATCS B OINUCH MOJHOCTBIO (Ha
KaKZIOM HOBOM JIMCTE OMKCH 3aroJIOBOK BOCIIPOM3BOJIUTCS TIOJTHOCTHIO).

11.14. I'pada onucu «IIpumedanuey» ucnonabzyercs Uil OTMETOK O NpHeMe Jell, 00
OCOOEHHOCTSIX MX (U3UYECKOIO0 COCTOSHHS, O Iepenadye el APYTUM CTPYKTYPHBIM
MOJPA3JIIEHUSIM CO CCBUIKOM Ha HEOOXOUMBIH aKT, O HAJIMYMUU KOMHUH U T. JI.

11.15. B xon1e ommcH BCiaes 3a MOCIeTHENH ONMUCATEeILHOM CTaThbel JejlaeTcs MTOroBas
3aMuch, B KOTOPOH ykasbiBaeTcs (UU(paMu U MPOIMHUCHI0) KOJIMYECTBO JAEJ, YUCIAMIMXCS T10
ONMCH, TIEPBBII U MOCIEAHUA HOMEpa Jied M0 ONHUCH, a TaKKe OroBapHBarOTCSI 0COOEHHOCTU
HYMEpALUH JIe]1 B ONUCH (JTUTEpPHBIE HOMEpa JeJ1 U MPOIYILIEHHbIE HOMEPA).

11.16. Omnuch gen CTPYKTYpHOTO MOAPA3JeNICHUs MOJMUCHIBAETCS PYKOBOJIUTEIEM
CTPYKTYPHOTO NMOJpPAa3AeICHUS.

Onucu CTPYKTYpHBIX MOJpa3AeNeHUIl CIyKaT OCHOBOM Ui COCTaBJIEHHUS T'0JIOBOTO
pasnena omucu jen llIkonbl, NpeAUCIOBUS, TUTYJIBHOTO JHCTa, MOJATOTOBKa KOTOPOTO
BO3JyaraeTcs Ha apxuB [1Ikounsr.

11.17. Tlo pe3ynbTaTaM 3KCIEPTU3bI IEHHOCTH JIOKYMEHTOB COCTaBJISIOTCSI OMUCH AET
MOCTOSTHHOTO, BpEMEHHOT0 (cBbIiie 10 jeT) XpaHeHHsI U 110 JTUYHOMY COCTaBy, a TaK)Ke aKThl O
BBIJICJIEHUH JIEJT K YHUUTOXKEHUIO.

11.18. AKT O BBIICTICHUH K YHUYTOKEHHUIO TOKYMEHTOB COCTaBJISIETCS, KaK MPABHIIO, HA
nena Bcer konbl. Ecnu B akTe yka3aHbl Jiefla HECKOJIBKUX CTPYKTYPHBIX MO/pa3/ieleHui, TO



Ha3BaHME Ka)X/0T'O CTPYKTYPHOI'O MOJPA3AEICHUS YKa3bIBA€TCs IEpel TPYIION 3arojioBKOB
JIell 9TOro IMOJApa3/eieHus. 3arojoBKM OJHOPOAHBIX Jell, OTOOpPAaHHBIX IJIsi YHUUTOXKEHU,
BHOCATCS B aKT I10/1 OOIIMM 3arojIOBKOM C yKa3aHHEM KOJHMYECTBA /1€, OTHECEHHBIX K JAHHOM
rpynne. [lena BKIIIOYAIOTCA B aKT O BBLIEICHUH UX K YHUUTOXXCHMIO, €CIU IIPELyCMOTPEHHBIN
JUIsL HUX CPOK XpaHEHMs MCTEeK K | sSHBaps roja, B KOTOPOM COCTaBJIEH aKT, IPU HAJIUYUU
YTBEP)KJICHHOU (COTJIaCOBAHHOI) ONKCH 32 3TOT nepuo (mpuitoskerue Ne 23).

CornacoBannbie DK IlIkoinbl akTel yTBEepkaat0Tcs aupekropoM Llkosel npyu Hamuuuu
YTBEPKACHHBIX OIIUCEH J1E] TOCTOSHHOTO XPaHEHMsI M COTJIAaCOBAHHBIX OMMCEH JEJI 10 IUYHOMY
COCTaBY 3a TOT K€ Iepuoj, nociue yero Illkosna umeer npaBo yHUUTOXKAaTh Ji€ja, BKIOYEHHbBIE B
JTaHHBIC aKTBI.

ITorpy3ka u BbIBO3 Ha YTMJIM3ALMIO OCYILECTBISAIOTCA I10J KOHTPOJEM OTBETCTBEHHOI'O
3a apXUB MM OTBETCTBEHHOIO 3a JEJIONPOU3BOJCTBO.

12. Ilepenaya 1OKYMEHTOB Ha XpaHeHHe B MYHHIMIIAJIbHBINA apXUB

12.1. B cBoeir pgesarenbHOCTH apxuB IIIKoJIbI pYyKOBOJCTBYETCS HOPMATUBHBIMH U
METOAMYECKUMH JOKyMeHTaMHu DenepaabHOro apXuBHOTO areHTcrBa Poccuu, monoxenueM 00
apxuBe.

JlokyMeHThl, oOpa3oBaBuiuecs B jesrenpbHocTH llIkonbl, uMMeEroUIMe UCTOPHYECKOE,
KYJIbTYPHOE, HAYYHOE, S3KOHOMUYECKOE, MOJUTUYECKOE U NPAKTUYECKOE 3HAYEHHUE, BXOMAAT B
cocraB ApxuBHoro ¢onga Poccuiickoii @enepanuu U MOAJIEKAT IMepenadye Ha XpaHEHUE B
apxuB yIpaBjeHUs 00pa3oBaHMs I AUMHCKA.

Jlena BpemeHHbIX (cBbilIe 10 j1€T) CPOKOB XpaHEHMsI M 11O IMYHOMY COCTaBy Iepejayue B
MYHHULIMIIAJbHBIA apXWB HE IMOAJIEXKAT, MCKIIOYEHHE COCTABJIAIOT CIIy4aW JIMKBUAALMH
opranuzanuu. Takue nena xpausarcs B apxube IIKoiabl M 1O MCTEUYEHUU CPOKOB XPAHEHUS
MOJJIEKAT YHUUYTOKEHHUIO B YCTAHOBIIEHHOM IOPSIIKE.

12.2. Ilepenaua nen B MyHHUIMIAJbHBIM apXUB OCYILECTBISETCS IO aKTy IMpUeMa-
nepeJayy apXUBHBIX TOKYMEHTOB Ha XpaHEHHE U B 3apaHEe COINIACOBAaHHBIE C MYHHULIUIIAIbHBIM
apXHUBOM CPOKHU.

13. Ucnosib30BaHMe JOKYMEHTOB APXMBA IIKOJIbI

13.1. JloxyMeHTbl U Jeila, HaxoJsIIMecs Ha XpPAaHEHUM B apXMBE, MPEACTaBISIOTCA
paboTHUKaM MoApa3ieNeHui 11 paboThl B MOMELIEHUH apXUBa WIM BO BpeMeHHoe (He Ooiiee
Mecs1ia) M0JIb30BaHUE BHE apXMBa MOJ1 PACTIUCKY B )KypHaJIe yyeTa BblJauu JOKYMEHTOB (Je).

PaGotHuku IlIkomsl HECyT OTBETCTBEHHOCTh 3a COXPAHHOCTh U IPABUIIbHOE
MCIIOJIb30BaHUE TIOJYYEHHBIX apXUBHBIX IOKYMEHTOB.

13.2. U3psATHE NOKYMEHTOB M3 apXMBHBIX JE€J, Mepenada pabOTHUKAM MOApa3esieHHH
apXUBHBIX JOKYMEHTOB WJIM HX KOMUN pabOTHUKAM APYTHUX OpraHuzauuii 0e3 paspelieHus
PYKOBOJICTBA HE JOITYCKAEeTCsl.

[Ipu pabore ¢ apXMBHBIMH JOKYMEHTAMHU HE pa3pellaeTcs BHOCUTh B HHUX IPaBKY,
JienaTh MOMETKH, paboTaTh ¢ HUIMU BHE CIYKEOHBIX MOMELCHUH.
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MpunoxeHune Ne 1

dopma aKkTa npuema-nepenayium gen

npu cMeHe OTBETCTBEHHOIrO 3a AeNonpou3BoACcTBO,
pykoBoauTens nogpasneneHus

(HaMmeHoBaHWe obpa3oBaTenbHON opraHn3aLmm)

YTBEPXOAIO

(momkHOCTb pykoBOAUTENS)

(nognuce) (LN.0. Pamunus)

(nara)

AKT

(nara)

(mecTo cocTaBneHus)

npuema-nepenayu aern npu cMeHe OTBETCTBEHHOIO 3a AENONPOU3BOACTBO,
pykoBOOUTENS noAapasaerneHus

B cooTBeTCcTBUM C Npuka3om oT Ne
nepepnan, a
(. U. O., gomkHOCTb NepenatoLLero) (P. N. O., AOMKHOCTb NPUHUMALIOLLETO)

NPUHAN B NPUCYTCTBUN KOMUCCUK, 0Bpa3oBaHHOM Ha OCHOBAHUW AAaHHOTO NpKKasa, B cocTaBe
npeacenatens

M YneHoB
(®.1.0)
OOKYMEHTbI nogpasgeneHuns B COOTBETCTBUM C HOMEHKNATYpou Aen 3a roapl.
Ne Ha3BaHune n Ne KonunyecTtBo KonunyectBoO
MpumeyaHue
n/n onucu 3K3eMnApoB ONUCU NPUHATBLIX Aen
1 2 3 4 5
WToro npuHaTo aen.

(umcbpamm 1 nponuckio)
CocTtosiHMe LOOKYMEHTOB

(mena Ha cKopoCLIMBATENSIX, MOAWWTLI, NEpenneTeHs!, NPOHYMepoBaHb!)

Mepepan MNognucb n.0. damunusa
MpuHan Moanuce N.0. damunnuns
Mpencenatens kKomuccum Mognucb n.0. damunus

YneHbl kommuccum: Mognucu n.0. damunusa




MpunoxeHune Ne 2

Mpumep akTa Nnpuema-nepenavu gen npu cMeHe
OTBETCTBEHHOrO 3a AeNonpou3BoACcTBO,
pykoBoauTens nogpasneneHus

MyHuumnansHoe BrompkeTHoe obLeobpasosaTenbHoe yupexaeHne «CpeaHss wkona Ne16»
(MBOY «CLL Ne16y»)

YTBEPXOAHO

Oupektop MBOY «CLL Ne16»

YepHoBa H.10.YepHoBa
05.06.2018

AKT

25.06.2018 Ne 8
r. AYMHCK

npuemMa-nepenayun gern npun cMmeHe
OTBETCTBEHHOIO 3a Aenonpon3soacteo

B cooTtBeTcTBMM ¢ npukasom oT 12.06.2018 Ne 46 MutpodhaHoBa U.A. nepepana, a PomaHoBa
O.K. npyHAna B MpMCYTCTBUM KOMWUCCUWM, OOpa3oBaHHOW Ha OCHOBaHWW AAHHOrO npukasa, B COCTaBe
npeacenatena MeaHoBon A.M. n uneHoB CemeHoBon JI.LA. wn JlecHuukon P.U.  pokymeHTbl
nogpasgeneHus B COOTBETCTBMU C HOMeHknatypon aen 3a 2014-2017 rogpl.

Ne n/n HasBaHue n Ne onucu KonunyecTtBo KonunyecrtBo MpumeyaHue
3K3eMMnIAPOB ONUCU NPUHATbLIX gen
1 2 3 4 5
1 Onuck Ne 1 gen nocTossHHOro 1 42
XpaHeHus 3a 2014-2017 roapl
2 Onucbk gen Ne 2 no nMyHomy 1 23
coctaBy 3a 2014-2017 rogbl

WToro npuHAaTo 65 (Wwectbaecart natb) gen.
CocTosiHMEe JOKYMEHTOB U ONUCEN YAOBNETBOPUTENBHOE.

Mepepan MwuTpodhaHoBa N.A. MutpodchaHoBa
MpuHan PomaHoBa O.K. PomaHoBa
Mpencenatens kKomuccum ViBaHOBa A.W. iBaHOBa
YneHbl KOMUCCUK: CemeHoBa JILA. CemeHoBa

JlecHnukas P.W. INecHuukas




MpunoxeHue Ne 3
OGpaseL ochopMneHnA NoONoXxeHns

MVYHULIUITAJIBHOE BIO/DKETHOE OBILIIEOBPA3OBATEJIBHOE YVUPEXIEHUE
«CPEIHAS IHKOJIA Nel6y

YTBEPXKJIAIO
Jupexrop

H.1O. Yepnona
« _» 2019 r.

HNOPAIOK
HNOCEIEHUA OBYUYAIOIIMMHUCS 1O UX BBIBOPY MEPOIIPUSATUM,
HE NIPEAYCMOTPEHHBIX YYEBHbBIM IIJTAHOM

CUCTEMA JAEJIOITPOU3BOACTBA

OPI'AHM3AIIMOHHO-ITPABOBAS JOKYMEHTALIMA

r. AYMHCK

2019



Crpykrypa:

1. O6wWume nonoxeHus
1.1...
1.2..

2. OcHOBHbIe 3agaumn
2.1...
2.2...

3. PyHKUUN
3.1...
3.2...

4. MNpaBa
4.1...
4.2...

5. O6s3aHHOCTH
5.1...
5.2...

6. OTBeTCTBEHHOCTb
6.1...
6.2...



Poccuiickaa ®epepauums
KpacHosipckui kpan
MyHuumnansHoe GrogkeTHoe
obuweobpa3oBaTenbHOE yypexaeHue
«CpenHas wkona Ne 16»

(MBOY «CLU Ne16»)
OI'PH 1022401163410
NHH 2443015289
KIr 244301001

OKINO 47839187

662159, r. AunHck FOBP, 10A
Ten. (39151) 7-40-14
e-mail: schooll16 06@mail.ru

Ne
(pnaTta) (Homep)

Ha Ne oT

MpunoxeHue Ne 5
BnaHk nucbma

(komy)

YBaxaembli(ast)

(ot Koro)

Oupektop MBOY «CLL Ne16»

M.TT.

Wcen.
Ten

H.KO.YepHoBa


mailto:school16_06@mail.ru

Poccuiickaa ®epepauums
KpacHosipckui kpan
MyHuuMnanbHoe Gl0aXKeTHOE
obueobpa3oBaTenbHOE y4ypexaeHue
«CpepHsas wkona Ne 16»
(MBOY «CLL Ne16»)

OI'PH 1022401163410
NHH 2443015289
KIr 244301001
OKI1O 47839187

662159, r. AunHck FOBP, 10A
Ten. (39151) 7-40-14
e-mail: school1l6 06@mail.ru

Ne 01-26-105 «24» oktabps 2019 r.

Ha Ne oT

MpunoxeHue Ne 6
Mpumep ochopmneHusa nucbma

Oupektopa MBOY «CLL Ne16»
H.KO.YepHoBon

KrbOY CO LleHTp ceMbn «AYNHCKUIA»
OupekTtopy J1.A.BuxpsiHoBow

YBaxaewmsblii(ast) Jlapuca BuktoposHal!

MBOY «CLU Ne16» npegoctaBnset cnpasky 06 obydeHun Ha yyawmxcs 2 «B» knacca YepHuyeHko
AE. (18.01.2011r.p.), 3 «E» knacca OnapuHa [.E. (09.06.2010 r.p.).

MpunoxeHue: Ha 1 nucTe B 2 3K3.

Oupektop MBOY «CLL Ne16»

M.TT.

Wcn. HoBukosa A.A.
Ten. 8(39151)7-40-14

H.KO.YepHoBa


mailto:school16_06@mail.ru

MpunoxeHune Ne 7
BnaHk npukasa

(HaMmeHoBaHWe obpa3oBaTenbHON opraHn3aLmm)

(kpaTkoe HanMeHoBaHwue)

(mecTo cocTaBneHusi npukasa)

NMPUKA3
Ne
(nara)
(3aronoBok)
MPUKASBIBAIO:
1.
2.
3.

(BOMKHOCTb pykoBOAUTENS) (nognuce)

(N.0. Pamunus)



MyHMUMNanbHoe GrogxeTHoe 0bueobpasoBaTenbHOe yupexaeHme
"CpenHsis wkona Ne16" r. AumHck

KpacHosipckuin kpan, r. AYMHCK, MKp. KOro-BocTouHbIn paioH, . 10 A,
T. 8(39151)74014

MPUKA3
(pacnopsikeHue)
0 BbIObLITUM OBy4vatoLmxcs

MpunoxeHne Ne7

(npuka3s c 6a3sl KHACYO)

no OKY[

no OKMo | 47839187
Homep [ata
01-29-00 | 09.01.2020

anKaSbIBaI-O cunTaTb BblOLIBLUMMW U3 06pasoBaTean0|7| opraHmzauumn crneayruwmnx yq4almnmxca:

Ne n.n. PamMmunua nmst oT4eCTBO Howmep JIK

Knacc

1 MBaHoB /BaH IBaHOBWUY M-00

7K

MpuunHa BbIGbITUA: CMeHa MecTa XUTenbcTea
MecTo BbIObITHS: B OO kpas

Appec: MBOY "CaxantuHckas CLLU"

OcHoBaHue: 3asiBNeHne poautenen

[AVpeKkTop yypexxaeHus
PykoBoauTtens obpasoBaHus

YepHoBa H. 1O.

(momkHOCTBL) (nognuce)

(dbamunus n.o.)




MpunoxeHue Ne 8
O6paseu ochopmMneHna npmkKasa

MyHuumnansHoe GrogxeTHoe 06LleobpasoBaTenbHoe yupexaeHne «CpeaHss wkona Ne 16»
(MBOY «CLU Ne 16»)

r. AumHck KpacHosipckuin kpam

NMPUKA3
2 nionsa 2018 r. Ne 13

O BHegpeHun MOCT P 7.0.97-2016 «CUBUL. OpraHusaumoHHO-pacnopsaauTesibHas
OOoKyMmeHTauusa. TpeboBaHUsA K 0pOpMNEeHNI0 JOKYMEHTOBY

B uensax acddekTnBHOro cosganns gokymeHtoB MBOY «CLL Ne16»
NMPUKA3bIBAIO:

1. PaboTtHukam MBOY «CLLU Ne16» cosgaBatb gokymeHTbl B cootBetcTBuM ¢ TOCT P 7.0.97-2016
«CNBN[. OpraHn3saunoHHo-pacnopaguTensHas OOKyMeHTauus. TpeboBaHus K odhopmneHunto
AOKYMeHTOBY (nNpunoxeHwue, ganee — FOCT P 7.0.97-2016).

2. Cekpetapto babywkuHon T.B. He npuHumaTb Ans NpeacTaBneHWs Ha NOANUCL OMPEKTOpY
OOKYMeHTbI, ohopMIIEHHbIE C HecobniogeHnem npaeun, yctaHoBneHHbIx FTOCT P 7.0.97-2016.

3. KoHTponk ucnonHeHust HacTosILLEero npvkasa ocTaBnsio 3a cobon.

OvpexTop H.KO.YepHoBa



MpunoxeHue Ne 9
O6pa3zeu, ohbopMNeHMA NPUNOXKEeHUN

MpunoxeHne Ne 1
K npukasy OO
oT Ne

MonoxeHue o

1. O6wme nonoxeHus

1.1. Hactosiwee [lonoxeHne onpegensdeT craTyc, Uenb, 3adadyM W MOPSAOK MpoBedeHus
MEXpEermoHanbHOro KoHkypca ydaiimxca 5—11 knaccos «PenpeccupoBaHHasa nurtepartypa» (fanee —
KOHKYpC).

1.2..

2.1...
2.2...



MpunoxeHue Ne 10
O6paseL ochopmneHnsa npoTokona
(1 sapuarHm)

NPOTOKOI
3acefaHus negarornyeckoro coeera

Mpencenatens Komuccum damumnuna N.0.

CekpeTapb damunua N.0
negarornyeckoro coeeTa

MpucytcTBOBaANMU: 30 yven. (cnucok npunaraeTcs)

lNoBecTka gHS:

1.0 nopsake noAroToBKM K KOHepeHumn. [loknag 3amectutens AMpekTopa. ..

2.0...

CNYLWANW:
®Pamunua N.0. — TekcT goknaga npunaraeTcs.

BbICTYINUIIN:

N.0. damnnna — kpaTtkas 3anucb BbICTYNNeHus (0T TpeTbero nuvua eamHCTBEHHOro 4Mcna).
Bonpocebl, oTBeTHI (MPUBOAATCHA B NOPSAKE NOCTYMNNEHNS).

PELLNNA:
1.1. OpobpuTsb...
1.2...

CopaepxaHne ocoboro MHeHus

2. CliYWwAnu...
BbICTYIMUIIN...
PELLNNA...

2.1.

Mpencepartens Mognucb n.0. damunus

CekpeTapb negarormyeckoro Mognucb n.0. damunus
coseTa



MpunoxeHune Ne 11
O6paseL ochopmneHnsa npoTokona
(2 sapuaHm)

NPOTOKOI
3acefaHus negarornyeckoro coeera

Mpencepatens KOMMcCUmn damumnuna N.0.

CekpeTapb damunua N.0

negarormyeckoro coseTa

Bcero uneHoB coBeTa MpucytcTBOBaNo

[NoBecTka AHS:

1. O nopsigke NoAroTOBKM K KOHdepeHuun. [loknaa 3amectutens gnpekropa...

2.0...
1. CNYWANN:

damunua MN.0. — TekcT goknaaa npunaraetcs.
BbICTYMUIA:

damunusa U.0. — kpaTkasi 3anucb BbICTYMNeHWs (OT TPETLErO N1La eAMHCTBEHHOIO Yncna).
Bonpochl, oTBeTHI (MPUBOAATCA B NOPSIAKE NOCTYNIEHNS).

PEWWIN:
1.1. Opobputs...
2.2.
CopaepxaHne 0coboro MHeHus

2. CNyLWANn:
BbICTYNUIN:
PELLNIN:

2.1.

MpeacenartenscTBYOWUNA MNognucb nN.0. damunus

CekpeTapb negarorm4yeckoro MNognuckb nN.0. damunus
coBeTa



MpopomxeHue npun. Ne 11
O6paszeu ohopMneHMA ABOYHOIO NUCTa

ABOYHbIA NUCT
MNEOATOrMYECKOIO COBETA

(mpoTokOM OT «___ » 201___ roga Ne 00)
Ne d. . 0. JdonmxHocTb Moanucob
n/n
1
2
3
4
5
6
7
8
9
10
11
Mpencepatens Moanuck n.0. damunuga

negarorn4eckoro coeeta

CekpeTapb Moanuck n.0. damunus



MNpunoxeHne Ne 12

)KypHan perncTpaunm Bxogsawmx OKyMeHTOB

Pesonouusa wnu
Dara
Datan KoMy
nocTynseHn
a HoMmep KoppecnoHaeH KpaTtkoe HanpasnseTcs OtmeTKa 00
Ne nokymenTal OOKYMeHTa, T cogepKaHu OOKYMEHT MUCMNOJSIHEHU
n/n BXOAALMi NMPUCBOEHHbI e (nognuco, ]
HOMe € aBTOpOM yaocToBepsoLwa
P A nony4yeHue)
1 2 3 4 5 6 7
XXypHan pernctpauum ucxogslmx 4OKYMEHTOB
[aTta u Homep
Ne [arta PerncrpaumoHHbIN KpaTtkoe AOKYMEHTa, Ha OTmeTKa 06
n/n AOKYMeHTa HOMep AOKYMeHTa Anpecar coaepxaHue KOTOpbIW AaeTcs WUcnonnurent UCMNOJNTHEHUN
OTBeT
1 2 3 4 5 6 7 8




XypHan yyeTa neyaTten v wTamnos

MpunoxeHne Ne 13

PesynbTaT
HanmeHoBaHu bl OTTUCK
HaumeHoBaH . -
e exerogHon neyareun
ne neyatm OT1THCK Moanuce, OTmeTKa 06
Ne noapaspeneHu npoBepkKu (wTamnoB)
(wTamna), neyartu yAocToBepsoLYy YHUUTOXEHU MpumeuaH
n/ A, AOMKHOCTb Hanuuus ans
MHUuMaTop (wTamn asn nonyveHue, o W, HoMep ve
n nonyvarens un neyareu u YHUYTOXEHU
3akas3a, Aata a) para akTa u parta
cbamunus LITaMnNoB, A, AaTa
NOCTyNJeHus
nonyvarens para BO3BpaTta
npoBepkKu
1 2 3 4 5 6 7 8 9




HanmeHoBaHue opraHunsauunn

MpunoxeHue Ne 14

CDopma HOMeHKnaTypbl gen

HOMEHKITATYPA OEN YTBEPXOAHIO
(BOMKHOCTb PYKOBOAMTENS OpraHu3auum)
Ha rog
(nognuce) (paclmdpoBka
noanucu)
(nata)
MHpekc 3aronoBok gena KonunuectBo CpoOK XpaHeHus MpumeyaHue
gena aen n Ne ctatbu no
nepeyHo
1 2 3 4 5
HassaHuve pasgena
HanmeHoBaHue MNognucb n.0. damunusa
OOJDKHOCTUN pyKkoBOAUTENS
cnyx6bl [JOY opraHunsaumm
Buaa pykosoautens apxvmea
(nvua, oTBETCTBEHHOrO 32 apXuB)
COI'MACOBAHO COIMACOBAHO

Mpotokon LIGK (3K)
oT Ne

[MpoTokon 3K apxmBHOro y4pexaeHus

oT

Ne




MpopomxeHune npunoxeHus Ne 14

WToroesasi 3anuck 0 KaTteropuax n konn4yecrtee aer, 3aBeeHHbIX B rogy
B OpraHmnsauunmun

Mo cpokam xpaHeHus Bcero B Tom uucne:

nepexoasLumx c oTMmeTKoMn «3IMK»

1 2 3 4

lMocTosiHHOrO
BpemeHHoro (cebiwe 10 ner)

BpemenHoro (oo 10 net
BKITHOUYUTENBHO)
NTOro:

HanmeHoBaHue MNognuckb n.0. damunusa
OOJMKHOCTU PYKOBOAMUTENS
cnyx6bl [JOY opraHunsaumm

Hata

MToroBbie cBeaeHus nepenaHbl B apXuB.

HanmeHoBaHue gormkHoCTM nuua, Moanucb n.0. damunusa
nepegaBLUEro CBeAeHUs

Jdata




MpunoxeHue Ne 15
dopma nucTa — 3aBeputens gena

JINCT - 3ABEPUTEIDb OEJA Ne

B gene nogwmTo u npoHymepoBaHo nucros
(undbpamm 1 NponucsHo)

c Ne no Ne , B TOM yncne:
NUTEpPHbIE HOMEpPa NMNCTOB

nponyuweHHble HoMmepa JIncToB

+ nnucTtoB BHyTpeHHeVI onmcun

OcobeHHOCTH (hn3nyeckoro cocTosHuA u popmMmmpoBaHusa gena Homepa
JINCTOB
1 2
HanmeHoBaHWe JOmKHOCTHU MNognucb n.0. damunusa
paboTHuMKa

Jdata



MpunoxeHune Ne 16
dopma 06noXKM gena

NOCTOAHHOIO U BPEMEHHOro
(cBbiwe 10 neTt) xpaHeHuUs

(HanmeHoBaHWe rocyaapCTBEHHOrO (MyHULMMNAaNbHOro) apxmea)

(HavmeHoBaHWe opraHu3aumm)

(HavMeHOoBaHWe CTPYKTYPHOrO nogpasfeneHust)

OENO Ne TOMNe

(saronoBok gena)

(kpaviHue gatbl)

Ha

nncrax

XpaHuTb




BHYTPEHHAA OMNUCb

AokymeHTOB aena Ne

MpunoxeHune Ne 17

Ne PernctpaumoHHbIn aTa 3aronoBok Homepa
MHAEKC nucroB MpumeyvaHue
n/n AOKYMeHTa AOKYyMeHTa
OOKYMeHTa aena
1 2 3 4 5 6
WToro OOKYMEHTOB.

(umdbpamm 1 Nponuckio)

KonnyectBo nuctos BHyTpeHHeVI onucun

HanmeHoBaHWe OOmKHOCTM Nnua,

COCTaBuBLUEro BHyYyTPEHHIo
onncb AOKYMEHTOB Aena

[ata

MNognucb

(umdbpamm 1 NponuckbHo)

n.0. damunusa




MpunoxeHue Ne 18
O6pa3zeL, ohopmMmneHus xypHana
yyeTa BblAa4u 4OKYMEHTOB

MonHoe HaumeHoBaHWe 0Bpa3oBaTenbHOW OpraHM3auum

XYPHAI YYETA BblJAYY OOKYMEHTOB
u3 apxuBa OO0
(onepaTuBHOro apxmBa CTPYKTYPHbIX noapa3geneHni)

Havart
OkoH4eH




MpunoxeHue Ne 18

Oarta Pacnucka
Ne BbIIAYM ®doHp Onucb Oeno Komy 8 nonyyeHun [ara Bo3Bpara Pacnucka B Bo3BpaLLeHm
n/n Ne Ne Ne BbiOaHO aena aena
gen aena
1 2 4 6 7 8 9
NToro B rogy Bbl4aHo aen
(umcbpamu 1 nponuckHo)
HanmeHoBaHMe gomkHOCTM nuua,
COCTaBUBLLENO BHYTPEHHIOO Moanuck n.0. damunus

OnnCb AOKYMEHTOB aena




MpunoxeHue Ne 19
dopma onucwu gen no fIMYHOMY CoCcTaBy

(nonHoe HavMeHoBaHWe opraHu13aLmm)

®oHAa Ne
OIMUCDb Ne
Aern no nM4HOMy cocTaBy
3a rog
Ne MHpekc 3aronoBok KpaiiHue pgatbl Cpok KonuyectBo | lNMpumeuaHue
n/n jena jena XpaHeHus JNINCTOB
1 2 3 4 5 6 7
B goaHHbIM pa3gen onnucu BHECEHO aen,
(umdopamum 1 Nponucelo)
c Ne no Ne , B TOM yucne:
nuTepHble HoMepa:
npornyuweHHble HoMepa:
(HaMmeHoBaHWe JOMKHOCTU (nognwuce) (pacwmdpposka nognmcu)
COCTaBuUTENs ONMcK)
(HaMmeHoBaHWe JOMKHOCTU PYKOBOAUTENS (nognwuce) (pacwmdpposka nognmcu)
apxvBa (nvua, OTBETCTBEHHOIO 3a apxumB))
COIMACOBAHO YTBEP>XOEHO
MpoTtokon (3K) OO MpoTtokon AINK apxMBHOro yvpexaeHus

oT Ne oT Ne




(nonHoe HaMMmeHoBaHKe 06pasoBaTesibHON OpraHM3aLmnm)

®oHa Ne

OIMUCb Ne

Aen BpeMeHHbIX (cebiwe 10 ner)
CPOKOB XpaHeHust

MpunoxeHue Ne 20

CDopMa onucu gen BpeMeHHbIX

(cBbiwe 10 neTt) cpokoB XpaHeHUs

3a rog
Ne MHpekc 3aronoBok KpaiiHue pgatbl Cpok KonuyectBo | lNMpumeuaHue
n/n gena gena XpaHeHus nncToB
1 2 3 4 5 6 7
B AaHHbIV pasgen onncu BHECEHO aen,
(undbpamm 1 NponucsHo)
c Ne no Ne , B TOM yncne:

nuTepHble HOMepa:

nponyLleHHble Homepa:

(HaumeHoBaHWe JOMKHOCTU
COCTaBUTENS ONUCK)

(nognuce)

(pacwudpoBka nognucu)

(HaMmeHoBaHWe JOMKHOCTU PYKOBOAUTENS
apxuBa (nuua, OTBETCTBEHHOTO 3a apxmB))

COI'TIACOBAHO
MpoTtokon (3K) OO
oT Ne

(nognwuce)

(pacwudposka nognmcu)




YTBEPXOAIO

MpunoxeHune Ne 21
dopma onncu gen NOCTOAHHOIO XpaHeHUsA

(nonHoe HaMmeHoBaHWe opraHv3aumn)

(BOMKHOCTb pyKOBOAMTENS)

®oHp Ne
OMNMUCb Ne (noanucs) (pactumcposka noanucy)
Aen NOCTOSIHHOTrO XpaHeHUs
3a rog roga
Ne UHpekc 3aronoBok gena KpanHue gatbl | KonuyectBo | NMpumeyaHue
n/n pena JINCTOB
1 2 3 4 5 6
HasBaHwe pasgena
nen,

B gaHHbIM pa3gen onnucu BHECEHO

c Ne no Ne

nuTepHble HOMepa:

(umndppamm 1 nponwcklo)

, B TOM Yucne:

nponyLleHHble Homepa:

(HaumeHoBaHWe JOMKHOCTU (nognuce) (pacwudpoBka nognucu)
COCTaBWTENS ONUCH)
(HaMmeHoBaHWe JOMKHOCTU PYKOBOAUTENS (nognwuce) (pacwmdpposka nognmcu)
apxuBa (nuua, OTBETCTBEHHOTO 3a apxmB))
COIMACOBAHO YTBEPXOEHO

MpoTtokon (3K) OO
oT Ne

MpoTtokon AINK apxMBHOro yvpexaeHus

oT

Ne




MpunoxeHune Ne 22
®dopma onucu gen NOCTOAHHOro, BpeMeHHoro (cBbiwe 10 neTt) xpaHeHuUA
M NO NINYHOMY COCTaBY CTPYKTYPHOro nogpasaeneHus

(nonHoe HauMeHoBaHWe 0GpasoBaTesibHON OpraHW3aLmnm)

(HaMMeHoBaHWe CTPYKTYPHOrO NoapasaeneHus)

OlMNUCDb Ne
Ne n/n WHpekc 3aronoBok gena Dara gena Kon-Bo nucTtoB B aene CpokK xpaHeHus aena MpumeyaHue
aena
1 2 3 4 5 6 7
HassaHve pasgena
B gaHHyt0 onucb BHECEHO aen,
(umdbpamu 1 nponuckio)
c Ne no Ne , B TOM yncne:
nuTepHble HoMepa:
nponyLieHHble HoMepa:
(HaumeHoBaHWe JOMKHOCTU (nognuce) (pacwudpoBka nognucu)
cocTaBuTENs ONUCH)
(HaumeHoBaHWe [OMKHOCTW pyKOBOAUTENS (nognuce) (pacwudpoBka nognucu)
apxuBa (nuua, OTBETCTBEHHOTO 3a apxmB))
COI'TMIACOBAHO
Mpotokon (3K) OO
oT Ne
Mepepan aen
(umdbpamu 1 nponuckio)
perncTpaumMoHHO-KOHTPOSIbHbLIX KapTOTEK K /J,OKyMeHTaM*.
(HaMmeHoOBaHWe JOMKHOCTM paboTHMKa (nognwuce) (pacwmdpposka nognmcu)

CTPYKTYPHOTO noApasfeneHus)

« » 20 roga

MpuHan aenu

(undbpamu 1 NPOMUCHIO) (umndppamm 1 nponwckio)

perucTpaunoHHO-KOHTPOIbHbIX KAPTOTEK K JOKYMEHTaM.

(HaMmeHoBaHWe [OMKHOCTU (nognwuce) (pacLundpposka nognmcu)
paboTHWka apxvBa)

« » 20 roga

* ['pacba 6 onyckaeTcs B ONUCSIX AeN NMOCTOSIHHOTO XPaHEHWS.

* MNepepnatoTcs BMecCTe ¢ Aenamu cnyx6bbl Aenonponssoactsa unu kaHuensipum (Beibop 00).



MpunoxeHne Ne 23
dopma aKTa 0 BblAeNEHUMN K YHUUTOXEHUIO OKYMEHTOB,
He noanexawmx xpaHeHUro

(nonHoe HaMmeHoBaHWe opraHv3aumn)

AKT YTBEPXOAIO
Ne

(BOMKHOCTb pyKOBOAMTENS)

(mecTo cocTaBneHus)
O BblAeneHNn K yHUUTOXEHUIO JIOKYMEHTOB, (nopnuce) (paciumdposka nognmcy)
He nognexaluux XxpaHeHuo 20 roga

Ha ocHoBaHuun

(Ha3BaHWe 1 BbIXOOHbIE AaHHbIE NepeYHs JOKYMEHTOB C yKa3aHWeM CPOKOB UX XpaHeHUs)
0T06paHbI K YHUYTOXEHUIO KaK He MMeloLLne Hay4YHO-NCTOPUYECKON LIEHHOCTU U yTpaTusLLme

npakTn4eckoe 3HavyeHne JOKYMeHTbl hoHaa Ne
(Ha3BaHune doHaa)

Ne 3aronoBok gena Foabl HomeR Howmep KonuuectBo Cpoku xpaHenusi | MpumevaHue

n/n (rpynnoBown onucu eA. Xp. no onucu ea. xp. U HoMepa cTaTten
3aronoBoK no nepeyvyHo
[OOKYMEHTOB)

1 2 3 4 5 6 7 8

Ntoro en. xp. 3a rogpl.
(umdbpamm 1 Nponuckio)
Onwucn gen NOCTOSIHHOrO XpaHeHus 3a roabl yrBepxaeHsl K
(npoTokon ot Ne )

(HaMMeHOBaHWe apXUBHOTO y4YpeXaeHNs)

(HaumeHoBaHWe [OMKHOCTU pyKOBOAUTENS (nognuce) (pacwudpoBka nognucu)
apxvBa (nvMua, OTBETCTBEHHOIO 3@ apXxumB))

COIMACOBAHO

lMpoToKON 3KCNEPTHOM KOMUCCUN OpraHm3aumm

oT Ne

[oKyMeHTbI B KonnyecTse en. xp.:
— Ha ByMaXHOM HOCKTEeNe BECOM Kr

(umdbpamm 1 NponuckHo)

COaHbl HA YHUYTOXEeHne;
— Ha 3NMeKTPOHHOM HOocuUTeNne caaHbl Ha YHUYTOXEeHune

(cnocob yHU4TOXEHUST)

(HaMmeHoBaHWe [OMKHOCTU (nopnwuce) (pacLundpposka nognmcu)
paboTHWKa, cAaBLIEro AOKYMEHTbI)

« » 20 roga

M3ameHeHus B yY4E€THbI€ OOKYMEHTbl BHECEHbI.

(HaMmeHoBaHWe JOMKHOCTU PYKOBOAUTENS (nopnuce) (pacwmdppoBka nognmcu)
apxuBa (n1ua, OTBETCTBEHHOIO 3a apXuB))

« » 20 roga

*
HpI/I BBIJACJICHUN K YHUYTOKCHUIO NTOKYMCEHTOB IIPH MMOATOTOBKE JICJI K IIEpeAavde B apXrUB OpraHu3aliunu Fpa(i)LI 4,

5 HE 3aI0JHAIOTCA.
JOKYMEHT NOANMUCAH

3NEKTPOHHOW NOANNCHIO

CepTudukar: 1F57632FCC53D8BADEA07DF208A081DEBF6356CA
Bnapeneu: YepHosa Hatanba lOpbesHa
[ewctutenen: ¢ 09.11.2021 go 09.02.2023
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