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HNHCTPYKIUA ITO AEJOITPOU3BOJACTBY

1. O0mue moJ10KeHUS

1.1. UHcTtpykuuss 1O  [€JONPOU3BOJICTBY B MYHHUUMIAIBHOM  OHOJKETHOM
obmeoOpa3oBaresnibHoM  yupeskaeHun «Cpeassist mkona Ne35» ropoma CmoneHcka (nanee —
WHceTpyKuus) ycTaHaBIMBAaeT €IMHYIO CHCTEMY JIEJIONPOU3BOJACTBA W MOPSAJOK IOATOTOBKH,
oopmieHus, MNPOXOXKICHUs, KOHTPOJIL 3a UCIOJHEHHWEM, Yyd4eTa, XpaHeHMs, W3rOTOBJICHUS,
KOIIMPOBAHUS U THUPAKUPOBAHUS CITYKEOHBIX JOKYMEHTOB B 00pa3oBarenbHOl opranuzamun MbOY
«CHI Ne35y (nanee — Illkomna).

1.2. UHCTpyKIUs pa3paboTaHa B COOTBETCTBHU C TpeOOBaHHMSIMHU (elepalbHBIX 3aKOHOB OT
22.10.2004 No 125-®d3 «O6 apxuBHOM aene B Poccuiickoit @enepamum», ot 27.07.2006 No 149-
@3 «O0 nHpopmanuu, UHGOPMALIMOHHBIX TEXHOJIOTUAX U O 3aumTe uHPopmanuu», ot 02.05.2006
Ne 59-03 «O mnopsiake paccMoTpeHus oOpamieHuil rpaxigaH Poccuiickoit  denepanum», ot
01.06.2005 Ne 53-®3 «O rocynapctBeHHOM si3blke Poccuiickoit @eneparumn», ot 06.04.2011 Ne 63-
@3 «O6 »neKTpoHHON mnoanuckuy», [IpaBun XpaHeHus,, KOMIIJIEKTOBAHUS, Y4eTa U MCIOJIb30BaHMS
nokyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®denepauuu U Jpyrux apXUBHBIX JOKYMEHTOB B
OpraHax TOCYJapCTBEHHOW BIJIACTH, OpraHax MECTHOIO CaMOYIpPAaBJIEHUs, OpraHu3alusx,
YTBEPKACHHBIX IpUKa3oM MunkynsTypel oT 31.03.2015 Ne 526, HanmoHaJIbHBIX CTaHIAPTOB
Poccuiickoit ®eneparuu  no  ympasieHuto gokymentamu: OCT P 7.0.8-2013 «CUBU/I.
Jlenmomnpou3BOACTBO U apXxuBHOE Aeno. Tepmuubl 1 onpeneneaus», [OCT P 7.0.97-2016 «CUBU/I.
OpraHu3annoHHO-pacopsAAUTeIbHAs JOKYMEHTaMs. TpeOoBaHus K 0OPMIICHHUIO JOKYMEHTOBY.

1.3. Ilpumenenue MHCTpyKIUHU JOHKHO CHOCOOCTBOBATH (POPMHUPOBAHUIO O(UIIMATBLHO-
JIEJIOBOTO CTWJISI TOKYMEHTOB, NoAroTaBnuBaeMbiX B [IIkose; cokpaiieHnio 3aTpaT Tpyaa U CPEACTB
B [IPOLIECCE CO3JaHUSl JIOKYMEHTOB. WHCTpykius sBisiercs o00sA3aTeIbHOM Ui  UCHOJHEHHS
pabOTHHUKAMU U JIMIIAMH, OCYIIECTBIISIOIUMHU MTOATOTOBKY M 0(OpMIIEHHE JOKYMEHTOB.

1.4. Tlonoxenuss WHCTpyKuuu pacrnpocTpaHsIOTCS Ha OpraHu3anuio paboTel ¢
JOKYMEHTaMH HE3aBUCUMO OT BH/1a HOCUTEJSL, B TOM YMCJIE IEKTPOHHBIMU IOKYMEHTAMH, BKIHOYAs
MOJATOTOBKY, 00Opa0OTKYy, XpaHEHHWE U UCIOJIb30BaHUE JOKYMEHTOB, OCYLIECTBISIEMBIX C
MpUMEHEHHEM MH(POPMALIMOHHBIX TEXHOJIOTUH.

1.5. OcobGennoct pabOTBl C JOKYMEHTaMH, COJAEpX allUMU KOH(UICHIHAIBHYIO
uHpopMalnio (CIy)KeOHYI0 U UHYIO TaiHy, IepCOHAIbHbIE TaHHBIE), PETYIUPYIOTCS CIEeLUATbHBIMU
HOPMAaTUBHBIMM  aKTaMU  (MHCTPYKIUSMH, IIOJOKEHUSMHU, [paBWIaMH), YTBEP)KIa€MBbIMH
nupekTopoM IKomsl.

1.6. TpeboBanusa Muctpykiuu k pabote ¢ OyXraiarepckoil, HAydYHO-TEXHHUUECKOH U JApYyrou
CTMELUANTBHON OKYMEHTAIMeH paclpoCTPaHSIOTCS JHUIIb B YaCTH OOIIUX MPUHIUIIOB PabOTHI C
JOKYMEHTaMH, a TAaKXKe MOArOTOBKU JOKYMEHTOB K II€peiaue Ha apXUBHOE XPAaHCHHUE.

1.7. OTBETCTBEHHOCTh 3a OpraHU3allMI0 M COCTOsSHUE nenonpousBoicTBa B lllkone Hecer
JTUPEKTOP, KOTOPBII:

. yTBepxaaeT MHCTpYKILHUIO 110 1€J0NPOU3BOICTBY U HOMEHKIATYpy nen Lkosbr;
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. obOecrieunBaeT  BHEAPEHHE W  KOHTPOJUPYET  COOJIIOJICHHE  CTPYKTYPHBIMHU
MoIpa3IeNICHUsIMUA TpeOOBaHM HacTosIeH MHCTPYKITMY U TOCYIapCTBEHHBIX CTAaH/IapPTOB;

. MPOBOJUT MPOBEPKY COCTOSIHUA JICJIONPOU3BOACTBA B CTPYKTYPHBIX IMOJPA3ICICHUSIX
IIkomasI;

. o0OecrieunBaeT METOJUYECKOE PYKOBOJCTBO, MHCTPYKTaX W  KOHTPOJIb  3a

COOJTFOZICHHEM YCTaHOBJICHHOTO MOPSIKA PabOThl C JOKYMEHTAMH B CTPYKTYPHBIX TOIPA3ACTICHUIX
IIkomnsr;

. WHUIMAPYET  TOBBIIICHWE  KBaTU(pHUKAIMA  pabOTHUKOB 1O  BOMPOCaM
JEJIONPOU3BOJICTBA;
. YIOCTOBEPSET NOANKUCHIO U N1€YaThI0 JOKYMEHTBI.

1.8. HenmocpeacTBEHHO BeJET 1€0Npou3BoACTBO B lIkose cekpeTapb, KOTOpbIA Ha3HAYAETCS
npukazom aupekropa [komnsl. Cekperapb B COOTBETCTBHH C BO3JIOKEHHBIMHU Ha HETO 33/la4aMu:

. OCYIIECTBIISICT PETUCTPAIMIO U YYET JJOKYMECHTOB;

. OpraHu3yeT J0KYMEHTO000POT, POPMUPOBAHUE JIET, UX XPAHEHUE;

. OCYIIECTBIISICT ~TEKYIIMA KOHTPOJb 32 CBOCBPEMEHHBIM pPAacCMOTPEHUEM U
MIPOXOKJICHHEM JOKyMeHTOB B [1Ikoire;

. oOecrieurBaeT COOJIOJICHUE €IUHBIX TPeOOBAaHWMH MO MOJTOTOBKE JTOKYMEHTOB U
OpraHu3aiyy padoThl ¢ HUMH B YCIIOBUSX 3JIEKTPOHHOTO JJOKYMEHTO000POTA;

o 00001aeT nudopmanuo 06 00beMax J0KyMEHTO000pOTa;

. opranm3yeT (OpMHpPOBAaHHE ¥ XpaHCHHWE JIOKYMEHTAllMOHHOTO (oHAa © €ro
HCIIOJIb30BaHHE.

1.9. BeneHue Jnenonpou3BOJACTBA B CTPYKTYPHBIX IOJpa3fesiCeHUsIX OCYILIECTBISIETCS B
COOTBETCTBHUH C JIOJKHOCTHBIMH 00SI3aHHOCTSIMU.

1.10. IIpu yxome B OTIyCK, BbI€3/l¢ B KOMAaHIMPOBKY, Ha BpeMs OOJE3HU WIA B CIIydae
YBOJIbHEHUSI U NEpeMelleHHs] Mo Ciy)kOe pabOTHUKU 00s3aHbl MepeslaTh BCe HAXOJIAIIMECs Y HUX
JOKYMEHTBI JApYyromMy paOOTHHUKY IO YKa3aHHWIO BBIIIECTOSIIET0 PYKOBOAMTENS, MpPHU YBOJIbHEHUH
paOOTHHKA WM MEPEBOJE Ha JPYTyI0 JOKHOCTh Mepesiaya JOKYMEHTOB U JIeJl OCYIIECTBISETCS IO
aKTy npuema-nepenayu (npuioxerust Ne 1, Ne 2).

1.11. TIpum mepexoje Ha Jpyryro paboTy paOOTHUKOB, 3aHUMAIOIIUXCA B CTPYKTYPHBIX
nonpazaenenusax IlIkonbl BeaeHMEM [ENIONPOM3BOJCTBA, IMepefadya BCEX JOKYMEHTOB BHOBb
Ha3zHavyaeMbIM pabOTHHMKAM MPOM3BOJUTCA MO aKTaM INpHUeMa-Nepeaadd, KOTOpbIE YTBEPKIAr0TCA
nupexktopoM IIkomsl. Konuy akToB HanpaBIIAIOTCA B KAHLEISPUIO IUPEKTOPA.

1.12. B cayyasx UIMTENbHOIO OTCYTCTBHUS pPAOOTHHMKA CTPYKTYPHOTO IOApa3EIECHUs
(oTmyck, cayxeOHas KOMaHAMPOBKAa, OOJBHUYHBIM JHCT M T. J.) HEOOXOAMMO Mepenarhb
OTBETCTBEHHOMY 3a BEJCHHUE JEJIONPOU3BOJCTBA JJOKYMEHTbI, HAXOSAIINECS Y HErO Ha UCIIOJHEHUUN
10 YKa3aHMIO TUPEKTOpA.

1.13. PykoBomuTenu CTpyKTypHBIX mnonpazjaeneHud IIIKombl HeECyT NEpCOHAIBHYIO
OTBETCTBEHHOCTh 32 BBINOJIHEHHE TpeOoBaHMN MHCTPYKIMU M COXPAHHOCTh HAXOMSALIMXCS Y HHUX
nokyMeHToB. O ciy4asx yTparbl, MOPYH 3apErMCTPUPOBAHHOTO JOKYMEHTa pabOTHUK 00s3aH
HE3aMEUINTEIBHO JOJIOKUTh AupeKTopy LIIkobl.

1.14. BHecenne n3MeHeHn B IHCTPYKIIMIO OCYIIECTBISAETCS MpUKa3oM aupekropa HIkomsr
IIOCJIE UX COTJIACOBaHUs C MEJarOrM4eCKUM COBETOM.

1.15. C BHOBb MNPUHATHIMH paOOTHUKAMH, Ha KOTOPBIX BO3JIAraloTCsi OOSI3aHHOCTH IO
BEJICHUIO JIeNIONPOM3BOJICTBA, B TEUCHHE TPeX IHEW Iocie MOCTYIUIeHHs Ha paboTy MpPOBOIUTCS
MHCTPYKTaX 110 BEACHUIO JI€JI0NPOU3BOICTBA AUpekTopoM [1Ikomb.

1.16. PaboTarh C JOKyMEHTaMH BHE CIIY>K€OHBIX MOMELIEHUI 1 BHOCUTH B HUX HCIIPABICHUS
3aIpeIaeTcs.

1.17. Benenue mepenucku ¢ OpraHu3alus MU OcCyllecTBisieTcss aupekropoM Ilkonsl nau
VHBIM YIIOJTHOMOYEHHBIM UM JOJKHOCTHBIM JIUIIOM.

1.18. Bemonnenue Hactosmed MHCTpyKiuu 06g3atenbHo UIst Kaxaoro padornuka IIkomsl,
OTBETCTBEHHOTO 3a JIeJIONPOU3BOJCTBO, C €€ TPEOOBAaHUAMH PAOOTHUKHU JJOJKHBI OBITH O3HAKOMIIEHBI
II0J1 ITOAIHUCK.



2. lokyMeHTBHI 00pa30BaTeIbLHON OpPraHu3anum

2.1. lupekTop IIKOJBl WM JIMIO, HWCIOJHSIONIEE €ro OO0S3aHHOCTH, W3/1aeT MPHUKA3bI,
WHCTPYKLIMU, T[paBWiIa, I[OJIOKEHUS, OO0s3aTeNbHbIE U1 MCIOIHEHUS BCEMH CTPYKTYPHBIMH
noapazaenenusmu Hkomsr (mpunoxenus Ne 3, Ne 4).

2.2. Xox oOCyXIeHHS BOIIPOCOB Ha 3acCeaHMSIX KOJUICTHAIbHBIX OpPraHOB, COBETOB,
COOpaHMsIX, COBEUIAHUSIX U PEUICHUS, IPUHIMACMbIE Ha HUX, PUKCUPYIOTCS B TIPOTOKOJIAX.

2.3. 1ng ocyuiecTBIIEHUsI ONEPATUBHBIX CBSI3€d C OPYTMMH OpraHU3alUsMU U TpaKIaHAMU
UCTIOJIB3YIOTCS Takue (POPMBI, KaK MHUCbMa, (PaKChl, TEIETrPaMMBbl, TeIEPOHOTPAMMBI.

2.4. J1ng ocyllecTBICHHs IpUeMa, YBOJIbHEHUS, IEpeMeleHHs] pa0OTHUKOB, MPEAOCTABICHUS
UM OTITYCKOB O(OPMIISIFOTCS TPYIOBBIE JIOTOBOPHI, MPHUKa3bl MO JMYHOMY COCTaBY, 3asBICHUS,
TPYIOBbIC KHIKKH (B T.4.3JIEKTPOHHAsS (hOpMa), JINIHBIC KAPTOUYKH U JIP.

3. [IpaBuia ogopmiieHHs TOKYMEHTOB

3.1. OcHoBHbIe TPpeOOBaHUs 10 0(POPMIICHHIO JOKYMEHTOB

3.1.1. lokymeHTsl odopMisitoTcsi Ha OyiaHkax LIIKOJIbI 1 MMEIOT YCTAaHOBJICHHBIM KOMILIEKC
00s13aTeTbHBIX PEKBU3UTOB U CTAOMIIBHBIN MOPSAIOK X PACIONOKEHUS (PACHOI0KEHUE PEKBU3UTOB
Ha OJaHKaX OpPraHM3alMOHHO-PACTIOPAIUTEIBHBIX ITOKyMeHTOB cooTBeTctByeT [OCT P 7.0.97-
2016 «Cuctema cranaapToB 1o uHpopmanuu, OUOTMOTEYHOMY U H3JATEIBCKOMY JENy.
Opranu3annoHHO-PACIIOPSIUTEIIbHAS JOKYMeHTaIus. TpeboBaHus K OPOPMIICHUIO TOKYMEHTOBY).

3.1.2. B mkose npuMeHsI0TCs MPOAOJIbHBIC OJTaHKH:

. 6mank muceMa (pusoxenus Ne 5, Ne 6);

. OstaHk nipukasa (rmpunoxxenus Ne 7, Ne 8).

brnanku 1OKyMEHTOB M3roTaBiIMBarOTCs Ha Oymare ¢popmaroB A4 (210 * 297 mm), AS (148 *
210 mm). Kaxaprii nuct nokymeHTa, opOpMIICHHBIN Kak Ha OJlaHKe, Tak U 0e3 OJaHKa, T0JKEeH UMETh
TIOJISL:

. 20 MM — JI€BOC;

. 10 mm — mpaBoe;
. 20 MM — BEpXHEE;
. 20 MM — HUXKHEE.

Hcnonb3oBanue 01aHKOB MPOU3BOIBHOM (POpMBI He paspemaercs (nmpuinoxxkeHus Ne 3 u Ne 4).

3.2. OdopmiieHue peKBU3UTOB JOKYMEHTOB

ABTOp N1OKyMeHTa

HaumenoBanue Illkonbl yka3biBaeTcs B TOYHOM COOTBETCTBMM ¢ ycTtaBoMm IIIkodbl.
CoxkpallleHHOe HauMEHOBaHKE ITOMEIIAETCs MO0/] TOJTHBIM HAUMEHOBAHUEM B CKOOKaX.

HanmMeHoBaHMe CTPYKTYPHOTO MOApa3/eNeHHs — aBTOpa JOKYMEHTa UCIOJIb3yeTcs B OJaHKax
nuceM U OJIaHKax KOHKPETHBIX BHUJIOB JIOKYMEHTOB M YKa3bIBA€TCs O] MOJHBIM M COKpAIllEHHBIM
HanuMeHoBaHUAMHU [1IkobI.

HaumeHoBaHMe JOKHOCTM JIMIIa — aBTOpa JIOKYMEHTa UCIHOJb3yeTcs B OJaHKax
JIOJDKHOCTHBIX JIUIL M pacnojaraetrcs noj HauMeHoBanueM llIkossl. HanmeHoBaHue TOHKHOCTH JTHIA
— aBTOpa JIOKYMEHTa YyKa3bIBAaeTCsI B COOTBETCTBUM C HAMMEHOBAaHUEM, TPUBEACHHBIM B
pacropsIUTeIbHOM JTOKyMEHTE O Ha3HaYeHUHU Ha JOJKHOCTb.

CnpaBouHble T1aHHbIE 00 00pa30oBaTe/ILHOI OpraHu3aluu

CrpaBounble nanHble o Illkone ykaspiBaloTCsi Ha OJaHKax NMHCEM M BKJIIOYAIOT B ceOs:
aapec, Homep TenedoHa, ¢pakc, aapec ISKTPOHHOU MOUTHI, ceTeBoi aapec, a Takxe OKITO, OI'PH,
WHH u KIIII opranuzarmu.

HauMeHoBaHMe BH/IAa JOKYMEHTA

HaumenoBanue Buaa JOOKyMeHTa, cocTaBiieHHOro IIIkosiol, IOOJKHO COOTBETCTBOBATH
HANMMEHOBAHUSM BHUJIOB JIOKYMEHTOB, npenycMoTpeHHbiM OKVY]I: akT, crpaBka, 3alucka, CBOJKA,
OT3bIB, MPOTOKOJI, CIHUCOK, W3BelIeHHe u Jp. PacmopsauTenbHble JOKYMEHTBl OpraHU3aluu
W3A0TCS CO CIEAYIOIIMMU Ha3BaHUSIMU: NIPUKA3, PACIIOPSKEHUE.
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HanmeHnoBanne BHIa M pa3HOBUAHOCTH JIOKYMEHTAa HE YKa3bIBaeTcsi B MHCbMax. MecTo
COCTAaBIICHUS] WJIM W3JAaHHMs JOKYMEHTa YyKa3blBaeTcs Ha OnaHkax gokymeHToB Ilkombl, 3a
UCKJIIOYCHHEM OJTaHKOB muceM. Has3BaHume JOKyMeHTa Ie4aTaeTcss NPONMUCHBIMU — OyKBaMH
MOJTYKUPHBIM HIPUPTOM.

Jara nokymeHnra
JlaToil nmoxymeHTa SIBIIIETCSA JaTa €ro MOANMHUCAHMS (WJIM YTBEPXKIACHUS); IS JTIOKYMEHTA,

IIPUHMMAEMOI0 KOJUIETHAIbHBIM OpPraHoM (IpOTOKOJa), — JaTra €ro 3aceiaHus (IpUHATHS
peleHust), sl akTa — Jata coObITus, I JJOKYMEHTa, TPEOYIOIIEro ero yTBep KIeHUs, — JaTta ero
YTBEPKACHHUS.

Jns MOKYMEHTOB, COCTaBJICHHBIX OJHOBPEMEHHO HECKOJbKHMMHU OpTraHU3alMsIMU, IaToH
JIOKYMEHTA SIBJIAETCS JaTa MOANMCAHUS €ro MOCIEIHEN OpraHu3alnei.

Jara noanucanus, yTBep>KIACHHsI, COTJIACOBAHUS JIOKYMEHTa, a TaKXkKe JaThl, COAEpIKAIIUECs
B TEKCTE, JIOJDKHBI OQOPMIISATHCS IMQPPOBBIM  CIIOCOOOM. DJIEMEHTBI  JaThl  MPHBOJSATCS
apa0bckuMu 1udpamMu B OAHY CTPOKY B IOCJIEIOBATEILHOCTH: IEHb MeCsIIa, MECSI], TOI.

Hanpuwmep: 14.06.2018.

PerncrpanuoHHblii HOMep JOKyMEHTa

Peructpanmonnsiii  Homep — 1mdpoBoe wunu  OykBeHHO-LM(PpoBoe 0OO3HAUEHHUE,
[IPUCBaNBAEMOE JOKYMEHTY IIPU €0 PErucTpalti.

Perucrpanus 1okymMeHTa MPOBOIUTCS MOCIJIE €r0 TOIMTUCAHUS UITU YTBEPKICHUSI.

Jliss BHYTpEHHMX JOKYMEHTOB — IIPHKA30B, IMPOTOKOJOB — 3TO IMOPSJIKOBbII HOMEp B
npenenax KaJeHJapHOTO Trojia Mo KaXJOMy BHUAY WM Pa3HOBHIHOCTH JTIOKYMEHTOB. B mpukazax
PETUCTPAIIMOHHBI HOMED OMOJHSAETCS OYKBEHHBIM HHICKCOM, OOO3HAYAIOUINM Pa3HOBHIHOCTH
(Hampumep: npukaz no ocHosHou Oeamenvhocmu om 15.05.2018 Ne 253-O; npuxaz no auyHomy
cocmagy pabomuuxos om 10.01.2018 Ne 22 - nc, npuxaz no auyHomy cOCmMagy 00VYAIOWUXCSA OMm
10.01.2018 Ne 22 -V, npukaz 06 omnyckax om 25.01.2018 Ne 42 - om, npuxa3 no komaHouposkam
om 25.01.2018 Ne 25 - k).

Jlng nexoaammx JOKYMEHTOB PETHCTPALlMOHHBI HOMED COCTOMT:

1) u3 mopsAIKOBOTr0 HOMEpA B MpeiesaX MacCUBa OTIIPABIISIEMON KOPPECTIOHICHIINH;

2) uHJIeKca JieNa B COOTBETCTBUM ¢ HOMEHKIaTypoii aen I1Ikomsl.

PeructpaiimoHHbplii HOMEp JIOKYMEHTa, COCTAaBJIEHHOIO COBMECTHO JABYMs U Ooiee
OpraHM3alMsIMH, COCTOMT M3 PErucCTPAllMOHHBIX HOMEPOB JOKYMEHTOB KaXJO0HM M3 3THX
OpraHM3alMii, IPOCTABIISIEMBIX YEPE3 KOCYIO YEPTY B MOPSJIKE YKa3aHUs aBTOPOB B JJOKYMEHTE.

CcpuIKa Ha perucTPALMOHHBIN HOMEP M JaTy JOKYMEHTAa

Ccbulka Ha perucTpalMoOHHbIM HOMEP U JAaTy TOKyMEHTa BKIIOYAET B ce0sl perucTpaliOHHbIN
HOMEp M JaTy JOKYMEHTa, Ha KOTOpbIM JoJKeH ObITh AaH oTBeT. CchlIKa HAa HOMEp M JIaTy
JOKYMEHTa HCHOJb3yeTcsl Mpu OQPOPMIIEHUH IHCEM, SIBISIONIMXCS OTBETAaMH Ha IOCTYIHUBIIEE
MUCHMO (3ampoc, Tpocb0y U ap.). CBeieHUs B PEKBU3UT MEPEHOCATCS C MOCTYNUBIIETO TOKyMEHTa U
COOTBETCTBYIOT PETUCTPALMIOHHOMY HOMEPY M AATe MOCTYNUBLIETO JOKYMEHTA.

OrpanuunTenbHas OTMETKA Il JAHHOTO PEKBU3UTA MPOCTABJISETCS B JIEBOW 4acTH OjaHKa
MACHbMa I0JI PEKBU3UTOM «JaTa» U «PETUCTPALMOHHBIN HOMEP TOKYMEHTA.

Hanuyne naHHOrO pekBU3UTa HMCKIOYAeT HEOOXOAMMOCTh YIIOMHHAHUS HOMEpa M JaThl
MOCTYIHUBIIETO JOKYMEHTA B TEKCTE MUChbMa, YTO OCBOOOXKIAET TEKCT OT CIIPaBOYHOU MH(OPMALIUH.

MecTo cocTaBiieHUs] MJIU U3IaHUS TOKYMEHTAa
Mecro cocraBinenus (u3znanus) nokymeHTa (e. CmoneHck) yKa3blBaeTCs B JOKYMEHTaXx,

HM3rOTaBIMBAcMbIX Ha OJIaHKax KOHKPETHBIX BUJOB JTOKYMCHTOB.

Anpecart



JIOKyMEHTBI agpecyloT B OpraHbl BJIACTH, OPraHU3ALNU, UX CTPYKTYPHBIE IMOAPA3JCICHHUS,
JOJDKHOCTHBIM HJIN (1)I/I3I/I‘ICCKI/IM JunaMm.

IIpu agpecoBaHuMM JOKyYMEHTa B OpraH BJIACTH, OpPraHU3alUI0 WM €€ CTPYKTYpHOE
noapazzaesieHne (0e3 ykazaHus JOHKHOCTHOIO JIMIA) UX HAUMEHOBAaHUE MUIIYT B MMEHHUTEIbLHOM
HaJeKe.

Hanpuwmep:

Munucmepcmeo npoceewjenus

Poccuiickoii @edepayuu

Henapmamenm 2ocyoapcmeeHHOU NOAUMuKY 8 cghepe
3awumul npas oemeti

IIpn HampaBiaeHUM JOKYMEHTa JOJDKHOCTHOMY JIMIY HAa3BaHHME OPraHM3allUd U €€
CTPYKTYPHOT'O TOJpA3JeICHUs] YKa3blBalOT B MMEHHUTEIbHOM IMaJie’ke, a JODKHOCTh M (haMHIIUIO
aapecara — B JgareiabHOM. MHHIMAJIBI cTaBATCA mOcCae (PaMUJIMM HE3aBUCUMO OT TOTO, KOMY
a/ipecoBaH JOKYMEHT — TOJDKHOCTHOMY JIUILY MJIM (PU3UYECKOMY.

Hamnpumep:

Jlenapmamenm  Cmonenckou — obnacmu — no
00pazosanuio u Hayke
Ynpasnenue oenamu

Inasnomy cneyuanucmy
Ueanosou U.U.

WNnun nHa3BaHme opraHum3aliiu BXOAWUT B HAUMCHOBAHHWEC OOJDKHOCTH U 0(1)0pMJ'I${eTC${ B
JaTCJIbHOM ITaaCKEe

Pexmopy uncmumyma
Hesanosou U.U.

[lpu anpecoBaHWM JOKYMEHTa B HECKOJBKO OJHOPOJHBIX OpTaHW3alMid WX Ha3BaHUSA
CIIeIyeT yKa3bIBaTh 000OIIEHHO.

Hamnpuwmep:
Pyxosooumensm obpazosamenvruix
opeanuzayuti oowe2o oopazosanusl,

PYKOBOOUMENAM NPeOnPUIMULL U
opeanuzayui Mununpoceewenus Poccuu

JonyckaeTcsi LIEHTpUPOBAaTh KAyl CTPOKY PEKBH3UTa «Ajpecar» MO OTHOUIEHUIO K
CaMOM JIJTMHHOW CTPOKE.

Hanpumep:

3amecmumento oupekmopa
no yuebuou pabome
MBOY Ilkona Ne 1
Yyiikunou M. 1.

B cocrtaB pekBu3MTa MOXET BXOJIWTHb MOYTOBBIM ajpec. DIEMEHThl MOUYTOBOTO ajpeca
YKa3bIBalOTCA B MOCIEI0BATEIBLHOCTH, YCTaHOBIIEHHOM [IpaBuiaMu okazaHus ycayr IOYTOBOM CBSI3H.



[Ipu agpecoBaHWM MUChMa B OPTaHU3AIMIO YKA3BIBAIOT €€ HAUMEHOBAHWE, 3aTEM IOYTOBBII
ajpec.
Hanpuwmep:
Peoaxyus scypnana
«VYnpaesnenue nauanvbHoU WKOIOUY

Mockosckuii npocn., 0. 6,
2. Onck, 101856

Anpec He TMPOCTaBIsETCS Ha JAOKYMEHTAaX, HAMpaBIIIEMbIX B TPABUTEIHCTBCHHBIC
YUPEKICHUS U MMOCTOSHHBIM KOPPECIOHACHTAM, B 3THX CIydasX MOTYT NMPUMEHSATHCS KOHBEPTHI C
3apaHee HaleYaTaHHBIMU aJIPECaMH.

[Ipu  agpecoBaHuM  JOKyMEeHTa  (U3MUECKOMY  JIMIy  HEOOXOAMMO  yKa3bIBaTh
(haMuIHIO, HHUIIAAJBI, 3aTEM ITOYTOBBIN aapec.

Hampuwmep:

Heanosy U.H.
Yepnviwesckas yiu., 0.100, ks. 100,
2. Duck, Snekas obracmo, 101856

JIOKyMEHT He JOJDKeH COAep)KaTh Oosiee 4eThIpeX ajpecaToB, KKl SK3EMIUIIP Takoro
JOKYMEHTa JoibkeH ObiTh mnoamnucad. CnoBo «Komusi» mnepen BTOPbIM, TPETbUM, YETBEPTHIM
azipecaTaMM HeE yKa3bIBaloT.

[Ipy HampaBieHMM AOKyMEHTa Oojiee 4eM B 4YEThIpE aJpeca COCTABISETCS CIUCOK Ha
pacchbUIKy, a Ha KaKJOM JOKYMEHTE IIPOCTABIISIETCS TOJIBKO OJIMH aJpec.

I'pu¢ yrBepkaeHuss JOKyMeHTA

VTBepKaeHue JIOKYMEHTAa TMPOM3BOJIUTCS TMPOCTaBIeHHEM Tpuda YTBEPKICHUS WU
W3JIaHUEM PaCMOPSIUTENILHOTO JIOKYyMEHTa (B TeX Cllydasx, Korja TpeOyrTcs IOMOJTHHUTETbHBIC
MIPEANUCAHUS U PA3bSICHEHNUS).

JloKyMeHTBI YTBEPKAAKOTCS JTUPEKTOPOM IIKOJIBI, BBIIIIECTOSIIIUMH WA
MEXBEJIOMCTBEHHBIMA OpTraHaMM, OpPraHU3aIUsMU, B KOMIIETCHIIMIO KOTOPBIX BXOIUT pEIICHUE
BOIIPOCOB, U3JIOKEHHBIX B YTBEPKIAEMbIX JTJOKYMEHTAX.

[lonoxenus, mpaBwia, TOPAIKH, TOJKHOCTHBIE WHCTPYKLMHM, WHCTPYKLUHU, PACIHUCAHUS
3aHSATUN YPOKOB, BHEYPOUYHOU JESATEIHHOCTH, IOMOIHUTEIBHOTO OOpa30BaHUS W JIp. IMOJJIEKAT
YTBEPKACHUIO TUPEKTOPOM IIKOJIBl M MPHOOPETAIOT FOPUIUYECKYIO CHIIY TOJBKO C MOMEHTa X
YTBEPIKICHHUS.

I'pud yTBepkIeHUs TOMENIaeTCsl B MPABOM BEPXHEM YTy IMEpBOro JHUCTa JOKYMEHTa,
cocroutr u3 cinoBa YTBEPXKJIAK) (6e3 kaBbIuek), MOJTHOTO HAMMEHOBAHUS OJDKHOCTH JIWIIA,
YTBEPKAAIOIIETO JOKYMEHT, €r0 JIMYHOW MOAINUCH, e paciiupoBKU (MHUINAIOB, (aMHUIIUN) U 1aThI
YTBEPIKICHHUSI.

Hanpumep:
VYTBEPXJ/AIO
Jupexmop MBOY «CLLI Ne35»
U . Hsanosa
NOONUCH
15.06.2018
JHomyckaercss B pekBu3ute «['pud yTBepkIeHUs TOKyMEHTa» IICHTPUPOBATH SJIECMEHTHI
OTHOCHUTEJIBHO CaMOM JITTMHHOW CTPOKH.
Hanpumep:



YTBEPX/IAIO
Jupexmop MBOY «CLL Ne35»
U.U. Heanosa

noonucs
15.06.2018

[Ipu yTBepkACHUM JOKYMEHTAa HECKOJbKUMHU JOKHOCTHBIMU JIMIAMU HMX TOJIUCH
pacnosararoT Ha OJJHOM YpOBHE.

[Tpu yTBepkKIE€HUU TOKYMEHTa MOCTAaHOBIECHUEM, PEUICHHEM, MPUKA30M, MPOTOKOIOM T'pHUd
yrBepxkenust coctouT u3 cioa YTBEPXJIEH (-A, -O, -bl), HaumeHoBaHUs YTBEpP>KIAIOIIETO
JIOKYMEHTa B TBOPUTEIILHOM MaJiexke, ero AaThl, HOMEpa.

Hanpumep:

VTBEPX/I[EH
IIpomoxonom memoouueckoeo cosema

15.06.2018 Ne 32

HIJIN

YTBEP)K/[EHO
npukazom MBOY «CLL Ne35»
15.06.2018 Ne 32

Cnosa YTBEPXJEHO u YTBEPXJ/IEH B mpunokeHusix coriacyrorcs B pOJIe U UYUCIE C
BHJIOM yTBEpKAaeMoro gokyMmenTa: nojoxenue — Y TBEPXXJIEHO, nporpamma — YTBEPXK/IEHA.

Baocuth kakue-mmbO0 UW3MEHEHHS U J00aBlieHWs B TOJINUCAHHBIE (YTBEP)KICHHBIC)
JIOKYMEHTBI 0€3 pa3peleH s I, TOAMUCABIIEro JOKYMEHT, HE I0IyCKaeTCsl.

OTBETCTBEHHOCTh 32 KaY€CTBO MOJATOTOBKHM JOKYMEHTOB M JOCTOBEPHOCTh COAEPM AIIMXCS B
HUX JJaHHBIX BO3JIaracTCs Ha JIMIA, IOJArOTOBUBIINE, 3aBU3UPOBABIINE U MTOANNCABIINE TOKYMEHTHI.

3aroJ10BOK K TEKCTY

3arojoBOK K TEKCTY BKJIIOYAeT B CeOsl KpaTKOE cojiepKaHuE JOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO HAarpy3Ky. 3aroioBok gopmynupyetcs ¢ npeamorom «O» («O0») u oTBeyaeT Ha BOMPOC
«0 yeM?»:

. npukas (0 yem?) 0 CO3JaHUM aTTECTAllMOHHOW KOMHUCCHUH;
. npukas (0 yem?) 00 yTBEpKIEHUH IITATHOTO PACITUCAHUS;
. nucbMo (0 yeM?) 0 IpeoCcTaBIeHUH HH(POpMAaILIUH.

3aroJ0BOK COCTaBISICT WCHOJIHUTENb JOKYMEHTA. 3arojlOBOK K TEKCTYy O(QOpPMIISETCS MOJ
peKBU3UTaMM OJIaHKa cjeBa, OT TPaHMIIbl JIEBOrO MoJs. EcaM TEeKCT NOKyMeHTa He IMpEBBIIIAET
YeThIpEX-TISATH CTPOK MK oopMileH Ha OiaHke GpopmaTta AS, 3aroJOBOK MOXKHO HE YKa3bIBaTh.

3aroloBOK JOKYMEHTa 3allUChIBACTCSI TMPU €ro pPEerucTpalvu B COOTBETCTBYIOLIUE
perucTpanoHHble POPMBI: KapTOUKy, 6a3y TaHHBIX.

Texker 10KyMeHTa

TekcT TOKyMEHTa COCTABIISIETCS] HA PYCCKOM SA3BIKE KaK TOCYIapCTBEHHOM s3bIKe Poccuiickon
@enepannu. TekcT [OKyMEHTa M3JIaraercss PYCCKUM JIUTEPATypHBIM  S3BIKOM C  Y4E€TOM
0co0eHHOCTeH 0pUIMATIBHO-AEI0BOr0 CTUIIS, BUJA TOKYMEHTA U €ro Ha3HauUeHHs B YIPaBICHUECKON
nestenbHOCTH. CoaepKaHue TOKyMEHTa JOKHO OBITh M3JI0KEHO KPATKO, JIOTHYHO, TOYHO H SICHO.

TeKCThI JOKYMEHTOB M3/1araroTCs:

oT l-ro nMma €IMHCTBEHHOIO 4YuClIa B JOKyMEHTax (NpuKa3, paclopsbkeHue W T. 1.)
nupekropa IlIkomsl, AEHCTBYIOIIEro Ha MPHUHLWINAX €IWHOHAYauus, a TakkKe [JOKYMEHTax,



aIpeCOBAaHHbIX PYKOBOJCTBY OPraHU3ALMU: NPUKA3bIBAIO... IOJATOTOBUTh U TPEACTAaBUTh Ha
PacCMOTPEHHE; MPOIITY PACCMOTPETh BOMIPOC 00 YCTAaHOBJICHUHU JIBTOTHBIX TAPHQOB...;

3-ro JMua EJUHCTBEHHOI'0 YHCIa B JOKYMEHTaX KOJUIETHAIbHBIX OPraHoB: KOMHCCHUS
pemmia...; llIkona He cYMTAET BOZMOKHBIM. . .;

1-ro snmuma MHOMXECTBEHHOIO YHCIIa B COBMECTHBIX JIOKYMEHTaX: IPOCHUM IPEACTaBUThH
JAHHBIE O...; IPEJICTABIIIEM Ha PACCMOTPEHHUE U YTBEP)KICHHE. .. ;

3-r0 JIML@ MHOXECTBEHHOI'O 4YMcia B MPOTOKOJAX: CIYLIAIH, BBICTYIHIM, MOCTAaHOBUIIHM,
penmim.

B nokymeHTax, ycTaHaBIMBAIOLIMX IpaBa U OOS3aHHOCTH OpraHM3allid, €€ CTPYKTYPHBIX
nojpasienenuil (monokeHue, MHCTPYKIMS), a TaKKe COACPIKAIINX OMHCAHHUE, OLCHKY (aKTOB WIIH
BBIBOJIbI (AKT, CIIPABKa), UCIOJb3YyeTCs (opMa U3JI0XKEHUs TEKCTa OT TPEThEro JIUIa €AMHCTBEHHOTO
WA MHOXKECTBEHHOTO YHcia («OT/AET OCYHIECTBISCT (DYHKIMM», «B COCTaB OOBEIMHEHUS BXOISTY,
«KOMHCCHS YyCTAaHOBUJIAY).

B Tekcre mgOKymMeHTa, IOATOTOBIEHHOTO Ha OCHOBAaHMM 3aKOHOAATENBHBIX, HHBIX
HOPMATHUBHBIX MPABOBBIX AaKTOB, W3/IaHHBIX OPraHAaMH BJIACTH U YIIPaBIICHUs, JOKYMEHTOB, paHee
W3JIaHHBIX OPraHOM BJIACTH — aBTOPOM JIOKYMEHTA, YKa3bIBACTCS HAWMMEHOBAHWE BHJA JOKYMEHTA,
HaMEHOBAaHME OpraHa, M3JaBILEro JIOKYMEHT, JaTa MPUHITHUS WIA YTBEPXKACHUS JOKYMEHTa, €ro
pPETUCTpAIIOHHBI HOMEp, a TaK)Ke 3arojioBOK K TEKCTy WJIM HAaUMEHOBaHHME BHJA JOKYMEHTA,
Hanpumep:

«B coorBercTBUM ¢ mnocraHoBieHueM llpaBurensctBa or 13.08.1997 Ne 1009 «O6
yTBepkaeHun [IpaBui MOArOTOBKM HOPMATHBHBIX IPaBOBBIX aKTOB (helepalibHbIX OpIaHOB
WCTIOJTHUTEIBHOM BJIACTH M UX TOCYJAPCTBEHHON PETUCTPAIII;

«B  coorBerctBun ¢ IlojmokeHMEM O  TOCTOSHHO  JEWCTBYIOLIEH — SKCHEpTHOH
KOMUCCUH YUPSKJICHHS, OPTaHM3allid, NPEANPHITHS, YTBEPKICHHBIM TpukazoM PocapxuBa ot
19.01.1995 Ne 2...».

Ecnmu TeKCT COMEp)KUT HECKONBKO TOPYYEHHUH, PelIeHH, BBIBOJOB, B TEKCTE BBIIEISIOTCS
paszensl, MoApa3Aeibl, IyHKTbI, TOAMYHKTHI.

B TekcT moxymMeHTa MOTYT BKIIIOYAaThbCs (hparMeHThl, OPOPMIICHHBIE B BHJE TAOJHWIBI WA
aHKETBHI.

Crpanuiibl TEKCTa HyMEPYIOTCS apaOCKUMU U paMH IOCEpeMHE BEPXHETO MOJIS.

B nucbMax ucnosnb3yror cieayronme GopMbl U3I0KEHUS:

. OT TMEPBOr0 JUIa MHOXXECTBEHHOTO YHCIa («IIPOCHM HANpPaBUTHY, «HANpPAaBIseM Ha
pPacCMOTpPEHHEY);

. MEepBOro JIMIIA E€AMHCTBEHHOTO 4YHCNa («CYUTAID HEOOXOIUMBIMY», «IPOIILY
BBIIETIUTHY);

o TpeTbero mnuua eauHcTBeHHoro umcina («OO He Bo3paxaer», «OO cuuTaer
BO3MOKHBIM»).

OTMeTKa 0 NPUJIOKEHUH

Ecnu 1oxyMeHT MMeeT NMpHIIOKEHUs], Ha3BaHHbIE B TEKCTE, TO OTMETKa 0 HUX odopmisercs
o cienyromieit hopme:

[Tpunoxenue: Ha 10 1. B 3 5K3.

Ecnu mpunokeHuss B TEKCTe HE Ha3BaHbl, TO HEOOXOJMMO NEPEUYUCIUTh MX Ha3BaHUA,
KOJIMYECTBO JIMCTOB U AK3EMILIIPOB KaKIOTO.

[Ipu HATMYKMKM HECKOJIBKUX MPUIIOKEHUN OHU HYMEPYIOTCS:

Hpunoowcenus: 1. lImamnoe pacnucanue... Ha 4 1. 6 3 9K3.
2. Cmema pacxo00s... Ha 4 1. 8 3 9K3.

Ecnu npuiioskeHust cOpoIIopoBaHbl, KOJIUYECTBO JUCTOB HE YKA3BbIBACTCH.



Ecnu x 1oOKyMeHTy npujiaraercsi Apyroi TOKyMEHT, TaK)Ke UMEIOIIUN MPUIIOKEHHE, OTMETKY
0 HaJMYUU MPUIOKEHUS 0(OPMIIIOT CICAYIOIIUM 00pa3oM:

Ipunoocenue: nucomo Pocapxusa om 05.06.2003 Ne 02-6/172 u npunoscenue K Hemy, 8ce2o
Ha 3 1.

Ecnu nmpunoxxenueM siBasieTcsi 000COOIEHHBIN AMEKTPOHHBIA HOCUTENb (KOMIAKT-TUCK, usb-
(en-HaKomuUTeNb U JIp.), OTMETKY O HAJTMYUU MPUIIOKEHUS 0(OPMIIIOT CIICAYIOIIUM 00pa3oM:

Tpunoowcenue: CD 6 1 3k3.

IIpu »TOM Ha BKIajbllIe (KOHBEPTE), B KOTOPHIA IOMEIIAETCS HOCUTEINb, YKa3bIBAKOTCS
HAaUMEHOBAHMSI JOKYMEHTOB, 3alIUCAHHBIX Ha HOCUTENb, UMEHa (ailyioB.

[Tpunoxenus AOKHBI OQOPMIISTECA HA CTAHAAPTHBIX JINCTaX M MMETh BCE HEOOXOAUMBIC
JUIS IOKYMEHTOB PEKBU3UTHI (HAMMEHOBAaHUE, 3ar0JI0OBOK, MOJIMUCH PYKOBOAUTENEH MMOApa3IeieHuH,
OTBETCTBEHHBIX 32 UX COJEpPKAHHUE, OTMETKY O COTJIaCOBAHUU U T. 11.).

Ha npunoxeHnn K pacnopsauTeNbHOMY JOKYMEHTY B MPAaBOM BEPXHEM YTy CTaBUTCS
OTMETKA C YKa3aHHMEM Ha3BaHMs PaCHOPAIUTEIBHOIO JOKYMEHTa, €ro JaThl U PErucTpaliMOHHOTO
HOMeEpa.

Hamnpumep:
Ipunooicernue No 2
K npukasy MBOY «CLL Ne35»
om 15.06.2018 Ne 11
HanmvenoBanwe BuAa JIOKYMEHTa — TpWIoXKeHUs  (IEpBOE  CJIOBO  3aroJjioBKa

MIPUJIOXKEHHUS) BBIIEISIETCST MPONMUCHBIMUA OykBamu, monyxupHbiM 1pudrom (ITOJIOXKEHUE,
[NEPEYEHD, CIIUCOK u T. 1.).

Honyckaercs Boipaxkenue «[IPMJIOJKEHUE Ne» newaraTh nmponucHbIMU OyKBaMH, a TakxkKe
LIEHTPUPOBATh 3TO BBIPAKEHHE, HAUMEHOBAHME JIOKYMEHTA, €ro AaTy M PErHCTPALlMOHHBIM HOMEp
OTHOCHUTEIIBHO CaMOW JJTMHHOM CTPOKH.

Hanpuwmep:

1IPUJIO’KEHUE Ne 2
K npuxazy MBOY «CLL Ne35»
om 05.06.2018 Ne 145

I'pu¢ cornacoBanus 10KymMeHTa

Buemnee cornacoBanue opopMIISIETCsl COOTBETCTBYIOLIUM TPUQPOM.

I'pucd cormacoBanust coctout u3 cinoBa COI'JTACOBAHO (6e3 kaBbl4eK), JOMKHOCTH JIUIIA,
KOTOPBIM COTJIACOBAaH JTIOKYMEHT (BKJIIOYAasi HAMMEHOBAHWE OPTaHU3aIliH), er0 COOCTBEHHOPYYHOU
MOJTKCH, HHUIIUATIOB, (DaMUJINH, TaThl COTJIACOBAHUSI.

Hamnpuwmep:

COIJIACOBAHO
3amecmumens HauaNLHUKA YNPABIEHUSL
obpaszosanus Juckoil obracmu

NnOONUCH A.U. Ilempos
11.07.2018

Ecnu cormacoBanue mpoBOIUTCS C KOJUIETMATbHBIM OPTaHOM HIIM MOCPEJICTBOM MHCHMA, TO
rpud coriacoBaHusi 0POPMIISETCS CIAEAYIOIMHUM 00pa3oM:
Hanpumep:
COI'JTACOBAHO
Ileoacoeuueckum coeemom MBOY «CILLI Ne35»
(npomoxkon om 29.03.2018 Ne 1)
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['pudsl cormacoBaHusi MOTYT pacIojiaraThCsi Ha OTIACIBHOM JIMCTE COTJIACOBAHMS, €CIIU
coJiep’KaHue JJOKYMEHTa 3aTparuBaeT MHTEPechl HECKOJIbKHUX opraHu3auuil. Ha nokymenrte nenaercs
oTMeTKa «JIMCT coryiacoBaHUS PUIIAraeTCs.

BHemnee cornacoBaHue B 3aBUCHMOCTH OT COJEpPYKaHUS JIOKYMEHTa OCYILECTBISIETCS B
CHEAYIOUIEH OYEPETHOCTH:

. CO CTOPOHHHUMHU OPraHMU3AlMSIMH, KOTJla OHU BBICTYNAIOT 00s3aTeNbHOI CTOPOHON B
MIPABOOTHOIIICHUSAX, BO3HUKAIONIMX BCJCACTBUE W3JaHUS JOKYMEHTA, WJIH KOTJAa COJICpKAHHE
JOKYMEHTA 3aTparuBaeT UX UHTEPECHI;

. OOIICCTBCHHBIMU OpTaHU3AlUSIMH — B CIydasx HEOOXOAMMOCTH WM B CIIy4asXx,
MIPEelyCMOTPEHHBIX MOJIOKEHUSIMHA 00 STUX OpraHU3alUsX;

. OpraHaMu, OCYIIECTBIISIIONIMMHA TOCYJapCTBEHHBIN HAJABEIOMCTBEHHBIM KOHTPOJIb
(Ham30p) B ompeieIeHHOM 001aCTH (9KOJOTUUECKHMA, TTOXKAPHBIN U T. I1.);

. BBIICCTOSIIIAMA ~ OPTaHU3alUsIMA — B CIy4asX, KOrJa 3aKOHOJATeIbCTBOM
MpelyCMaTPUBAETCSI BOBMOXHOCTh COBEPILEHUS YIMPABICHYECKUX JCHCTBHM TOIBKO C pa3perieHus
3THUX OPraHU3aLMil.

Bu3sa coriiacoBaHusi JOKyMeHTa

Bu3bl cornacoBaHusi JOKyMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIIMKA HAa COIJIACHE WIIH
Hecornacue JomkHocTHOro auia IlIkosnsl ¢ conep:kanneM npoekTa JOKyMeHTa (Jjajiee — BU3a).

Buza BkIIIOYaeT JOHKHOCTH JIMIA, BU3UPYIOLIETO TOKYMEHT, MOANUCH, PaCHIH(PPOBKY
MOANUCH (MHUIIAAIBI, (PaMUIHIO) U JaTy BU3UPOBAHHUS.

Hampuwmep:

3amecmumens oupexmopa no socnumamenbHou pabome

Jluunas noonuce U Hsanosa

10.10.2018

OdopmnenHass TakuM o00pa3oM BH3a O3Ha4yaeT COIJlacMe JIOJDKHOCTHOTO JIMLA C
CoJIepKaHuEM JIOKYMEHTA.
[Tpu Hanuuuu 3amedaHuii Mo JOKYMEHTY BU3Y O(POPMIISIOT CIAEAYIOIMMUM 00pa3oMm:

3ameuanus npunacaromes
3amecmumens oupekmopa no 6ocnumamenvbHou pabome

Jluunas noonucw U U Hsanosa

10.10.2018

JIOKyMEHT BU3HPYETCS UCHOJIHUTENIEM U 3aMHTEPECOBAHHBIMU B JJOKYMEHTE JOJKHOCTHBIMU
JUTIAMH, TUPEKTOPOM IITKOJIBI.

3ameuaHusi NOJDKHBI OBITh TPEICTABICHBI Ha OTICIBHOM JIUCTE, KOTOPBIA MOJIMUCHIBAIOT,
JTATUPYIOT U MPUJIATAIOT K JOKYMEHTY.

Ha nokymente, moammHHUK KoToporo octaercs B LlIkoisie, BU3bI MPOCTAaBISIOT B HIXKHEH
yacTh 000POTHON CTOPOHBI MOCIIETHETO JIUCTA MOJTMHHUKA TOKYMEHTA.

Ha noxymeHnTe, MOJIMHHUK KOTOPOrO OTHPABIISIIOT W3 OpraHu3allid, BU3bl MPOCTABISIOT B
HUKHEH YaCTH JTUIEBOM CTOPOHBI BTOPOTO SK3EMILISIpa OTIPABISIEMOT0 JOKYMEHTA.

Bo3moxHO odopmiieHne BU3 JOKYMEHTa Ha OTACIHHOM JIUCTE corjacoBaHwms. Jlomyckaercs
MOJINCTHOE BU3HPOBAHUE IOKYMEHTA U €T0 MPUIOKEHUS.

Ecnu B mpouiecce BU3MPOBAaHUS B MIPOEKT JOKYMEHTa BHOCATCS CYIIECTBEHHBbIE U3MEHEHMS,
OH TOJICKHUT TMOBTOPHOMY BH3HpoBaHUIO. [loBTOpHOE BH3MpOBaHUE HE TpedyeTcs, eciu Mpu
nopaboTKe B POEKT JOKYMEHTA BHECCHBI YTOUHEHUS, HE MEHSIFOIINE €r0 CYTH.
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IMognucey

JoxymenTsl, HampaBisiemble [lIkonoii B BBIIIECTOSIIME  OpraHbl  YIpPaBJICHUSA,
MOANUCKHIBAIOTCS AupekTopoM IlIKombl, ero 3amectTuTeneM Mo mopydeHuro aupekropa Llkomsr mo
COOTBETCTBYIOIIUM HAPABICHUSM.

B cocraB pexBusnura «lloanuck» BXOAAT: HAMMEHOBAHUE JTOJDKHOCTHU JIMIA, MOJAMUCABIIETO
JOKYMEHT (IT0JIHOE, C YKa3aHMeM Ha3BaHWs OpTaHM3allld, €CIIU JOKYMEHT o(opmiieH He Ha OJiaHKe,
U COKpalleHHOEe — Ha JOKyMeHTe, odopmiieHHOM Ha OnaHKe); JIMYHAS TOJIHUCH; pacmudpoBKa
MOAMKUCH (MHUIHAIIBI, (haMUITHs ).

Hanpuwmep:

3amecmumens oupexmopa U.U. Hearnosa
no socnumameinvbHol pabome JIUYHASL NOONUCD

B AOKYMCHTAX, MOATOTOBJICHHBIX KOMHCCHCﬁ, YKa3bIBaAOTCA HC AOJDKHOCTH ITOAIMCABIINX
JIMII, a UX 0013aHHOCTH B COCTABE KOMHUCCHH.

Hampuwmep:
npeoceoameinb KOMUCCUU JIUYHASL NOONUCD H.0. Damunus
YjleHbl KOMUCCUU JIUYHAS NOONUCH H.0. Damunusa

AUYHASA NOONUCH U.0. amunus

[Ipy mnoxamucaHUM JOKYMEHTAa HECKOJIbKUMHU JIOJDKHOCTHBIMHM JIMIIAMH UX TOJIUCH
pacrnojararoT OlHy TOJ Jpyroil B IOCJIEIOBaTENbHOCTH, COOTBETCTBYIOIIEH 3aHUMaeMoOin
JOJIKHOCTH.

Hanpuwmep:
Jlupexmop JIUYHASL NOONUCH U.0. Damunus
3amecmumens oupekmopa JIUYHASL NOONUCD H.0. @amunus

HpI/I NMOATIMCAHUN JOKYMCHTA HECKOJIbKUMU JIMIIAMU PaBHBIX HOH)KHOCTeﬁ, X IIOAIINCHU
pacmoJjiararorT Ha OATHOM YPOBHC.

Hamnpumep:
3amecmumens oupekmopa no 3amecmumens oupekmopa no
AOMUHUCMPANMUBHO-XO3UCTBEHHOT YuebHo-60cnumamenvHou pabome
pabome
JAUYHASL NOONUCH U.0. Qamunus JUYHAS NOONUCH U.0. Damunus

Ecmm JOJDKHOCTHOC JIMIO, IIOAINKMCH KOTOPOro 3aroToBJICHA Ha IIPOCKTE MAOKYMCHTA,
OTCYTCTBYCT, TO JOKYMCHT HOJDKCH IMOAIMUCBHIBATHCA JIMIIOM, UCIOJHAOIIHUM €TO 065133.HHOCTI/I, NI
€ro 3aMCCTHUTCIIEM.

He AOMYCKACTCA TMOAINMUCAHUC NOKYMCHTOB C IMPCAJIOTOM <«3a» HJIM IPOCTABJICHUC KOCOM
YCPTHI IEPE] HANMCHOBAHHUEM JIOJZKHOCTH.

OT1meTKa 00 3JIEKTPOHHOM MO CH

OtmeTrka 00 AJIEKTPOHHOW MOANUCH BKIIOYAeT: (ppa3y «JlOKyMEHT MOIMHUCAH IJIEKTPOHHOU
MOJIHMCBIO», HOMEp cepTh(duKara KiIroYa 3JIEKTPOHHOW MMOANUCH, (aMWINIO, HMs, OTYECTBO
BJIaJleNblia cepTH(UKaTa U CPOK JEHCTBUS CepTUPHKATA KITH0YA IIEKTPOHHOM MOAINCH.
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Hanpuwmep:
AOKYMEHT HOAINCAH
OJIEKTPOHHOMU TTOATTMCBIO

Cepmugpuxam lalllaaa0000000011
Bnaoeney Hsanosa Auna Ilemposna
Ueticmeumenen ¢ 01.12.2012 no 01.12.2018

OTtmerka 00 SJEKTPOHHOM MOANUCH JOJDKHA COOTBETCTBOBaTb MECTY pa3MELIeHUs
COOCTBEHHOPYYHON TMOANUCH B AHAJIOTUYHOM JIOKYMEHTE Ha OyMa)XHOM HOCHTEJe. DJIEMEHTHI
OTMETKH JIOJIKHBI OBbITh BUAMMBIMHU M YHUTAEMBbIMHU U HE JIOJKHBI NEPEKPBIBATh JIEMEHThI TEKCTa
JOKYMEHTA U Ipyre OTMETKU 00 3JIEKTPOHHOM MOANKCH (IIPU HAJIMYUK).

Heuars

OTTUCK medaTu 3aBepsieT MHOJJIMHHOCTh MOJINUCH JOJKHOCTHOTO JIMIA HAa JOKYMEHTaX,
YIOCTOBEPSIONINX IpaBa JIKI, (QUKCUPYIOMUX (DaKThl, CBA3aHHBIE ¢ (DMHAHCOBBIMHU CPEIICTBAMH,
a TaK)K€ Ha MHBIX JOKYMEHTaX, IPEAyCMaTPUBAIOIINX 3aBEPEHHUE MOAJIMHHON NOANUCH. JJOKYMEHTBI
3aBepAroT nevyarbro [IIkomsl.

[Teyatp mpocTaBisieTcss Ha CBOOOJHOM OT TEKCTa MECTe, HE 3aXBaThIBas JMYHOW MOJIMUCH
JIOJKHOCTHOTO JIMLA.

OTMeTKAa 00 HCIIOJIHUTEIEe

OTMeTka 00 HWCHIOJHUTENE BKIOYaeT B ceOs (amMuimio, WMsS, OTYECTBO HCIIOTHUTEIIS
JIOKyMEHTa, HOMEp ero TeiedoHa.

OTMeTKy 00 HMCIONHUTENE PACMoNaraloT Ha JIMIEBON MM 000POTHOW CTOPOHE TMOCIEIHETO
JINCTA IOKYMEHTA B JIEBOM HUKHEM YIITy.

Hamnpumep:

Heanosa HUuna Heanosua

8 (495) 994-94-94

OtMeTKa 0 3aBepeHMH KONIMU

Konuum ¢ [JOKyMEHTOB BBIJAIOTCA C pa3pelleHHUs PYKOBOAMTENEH  CTPYKTYPHBIX
MO/Ipa3/JIeJIEHNH U TOJIBKO C T€X JIOKYMEHTOB, KOTOpble OblIN M3aaHbl B LIIkose 1 KoTopsle KacaroTes
CITy’K€OHOM eI TENbHOCTH JAHHOTO CTPYKTYPHOT'O TOpa3/IeICHHS.

[Tpu BhIaue KONMHUM JTOKYMEHT BOCHPOM3BOJUTCS MoJHOCTHIO (Onank Ilkonbl, HOMep, narta,
COZIep’KaHUE U T. 11.).

B npaBom BepxHeM yriy komuu numercs ciaoBo «Komwusi». Ilpu Belnaue Konmuu ¢ KONUU
cienyer nucatb «Konus ¢ konumy.

Ecin xommst 1uisi BHYTPEHHEro TMOJb30BaHUS, TO JUIS 3aBEpEeHUs] HIKE PEKBU3UTA
«Iloanuce» NpOCTaBIAIOT 3aBEPUTENIBHYI0 HAANKCh: «BepHO»; MOMKHOCTh JHIA, 3aBEPSIOIIETO
KOIHUIO; TMYHYIO MOJIUCH; pacCIIM(PPOBKY MOJNUCH (MHUIUANBI, ((aMUITUIO); 1aTy 3aBEPEHHUS.

Hamnpumep:

Bepmno
Cexpemapwv/Cneyuanucm no kaopam
Jluunas noonuco B.B. Hsanosa

10.10.2018
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Ecmu xomms BbIaeTcst UIS MPENCTABICHUS B JPYIYIO OpPraHU3alUIO, TO OTMETKa O
3aBEpEHUU KOMHMH JOTIOJIHACTCS HAJAMUCBI0O O MECT€ XpaHEHUs JIOKYMEHTa, ¢ KOTOpOro ObLia
M3TOTOBIICHA KOIHS, U 3aBEPSCTCS MEYATHI0 OPTaHU3AIHH.

Hanpuwmep:

Toonunnux ooxymenma naxooumecs 6 MBOY «CILLI Ne35» 6 oene Ne 12-x 3a 2013 200.

I[J'ISI IIPOCTABJICHUSA OTMCTKHU O 3aBCPCHUN KOIIUH MOXKET HCII0Jb30BATHCA IITAMII.

OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA

ConepxuT 1aTy MOCTYIJIEHUS JOKYMEHTA, a TAK)KE €ro BXOASAIIUN PETUCTPALlMOHHBINA HOMED.
IIp1 HEOOXOIUMOCTH B OTMETKE MOYKHO YKa3aTh BpPeMs MOCTYIUIEHHUS B 4acaX U MUHYTax U CIOco0
JIOCTAaBKH JIOKYMEHTA.

OtmeTKy 0 noctymuieHuu n1okymeHTta B [lkosry mpocTaBisitoT B BUJE LITaMIIa WK OT PYKH B
HIDKHEH YacTH JIMIIEBOM CTOPOHBI EPBOTO JIMCTA JJOKYMEHTA UK Ha ero 00opoTe.

Hampumep:
MBOY «CILL No35»
11.10.2018 Ne 23
13 4 40 mun
Pe3ouronus

B cocraB pe3oironuu JOMKHBI BXOAWTH CICAYIOIIHE SJIEMEHTBI: (aMIUIAS, HHHIIAAIBI
ucnonHuTeNs (MCHOJIHUTENEH), coaepkanue nopyuenus. [Ipy HeoOXoIuMoCTH — CPOK MCIIONTHEHUS,
TTOJIITUCH JIMIIA, BEIHECIIIETO PE30JIIOINIO, aTa PE30JTIOIIHH.

Hanpuwmep:

Cmupnosou U.0.

Ilpowy noocomosums npoexm odozosopa ¢ OO0
«/lom mebenuy xk 22.06.2018

Jluunas noonuce

10.10.2018

[Ipy Hanuuuu B PE3OTIOLUUM HECKOJIBKHX HCIOJHHUTENEH YKa3blBaeTCsd OTBETCTBEHHBIN
WCTIOTHUTEND (KaK MPaBUIIO, 3TO JIUI0, HA3BAHHOE B PE30JIIOIIUHU TIEPBHIM).

Ha I[OKYMGHTaX, HEC Tpe6y}01111/1x JOIIOJITHUTCIBbHBIX y1(a3aHI/II\/’I 110 UCIIOJIHCHUIKO U UMCHOIIIUX
TUTIOBBIE CPOKM HCIOMHEHHUS, B PE3OJIONUHM YKa3bIBAeTCS HCIOIHHUTENb, TOIIUCH aBTOpa
PE30ITIOTIHH, JaTa.

Pesomonusi, Kak MpaBUIIO, MUIIETCS OT PYKU PYKOBOJUTENIEM Ha MOJTMHHHUKE JOKYMEHTa
Ha CBOOOJIHOM OT TEKCTA MECTE.

OTMeTKa 0 KOHTpOJIe

OtmeTka 0 KOHTpoJe 0003HayaeT, YyTO JOKYMEHT IOCTaBIIEH Ha KOHTPOIb. OTMETKY O
KOHTpOJIE 32 HCIIOJIHEHHEM JOKyMeHTa o00o3HayaroT mrTaMioM «KoHTposib» Ha BepXHEM IoJe
JIOKYMEHTA.

KoHTpoutto moyiexar Bce 3aperucTpupOBaHHBIC TOKYMEHTHI, TPEOYIOIINE UCTIOTHEHUSI.

CpokHM HCHOJTHEHUsT JOKYMEHTa YCTAHABJIMBAIOTCS B COOTBETCTBUU CO CpPOKaMH,
0003HAaYEHHBIMU 3aKOHOJATENIbCTBOM, OpraHu3aluell, HampaBUBIICH MOpPYyYEeHHE WM MPOChOY,
pPacopsIAUTENIBHBIM JOKYMEHTOM UJIU PE30JIFOLUEN AUPEKTOPA LIKOJIBIL.

Cpoxk npocTtainsercs B (hopMe AaThl 3aBEPILIECHUS UCTIOTHEHUS.

OTMeTKa 0 HATIPaBJIEHNH JOKYMEHTA B /1eJI0
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OtmeTka 00 HCIIOJHEHUW JIOKYMEHTa M HaIlpaBlIEHUHM €ro B JEN0 BKIIOYaeT B ceds
cienyroomue aannaeie: ppaszy «B neno», HHACKC Jena o HOMEHKIAType Aell, B KOTOPOe MOMEIIaeTCs
JOKYMEHT Ha XpaHeHHe, C yKa3aHHeM roja, JAODKHOCTH JnIa, 0(OpPMUBIIErO OTMETKY, MOJIIUCH,
JIATHI.

Hanpuwmep:

B oeno Ne 01-18 3a 2018 e.

3amecmumens oupekmopa no ocnumamenvbHou pabome

Jluunas noonuce 10.10.2018

OTMmeTKa 0 HaIllpaBJICHUKU AOKYMCHTA B JCJIO0 MOXKCT JOIMOJIHATBCA KPATKUMU CBCIACHUAMU
0 XapaKTEepeC HUCIIOJIHCHUSA JOKYMCHTA.

3.3. OcoGeHHOCTH MOATOTOBKH U 0()OPMJICHHS OT/IeJIbHBIX BUIOB IOKYMEHTOB

IIpuka3

[Tpyka3 — mpaBOBOM aKT, WM3/1aBA€MbIl AMPEKTOPOM IIKOJIBI JUIsl PEIUIEHUS OCHOBHBIX U
OIepaTHBHBIX 33ja4, cTosimux nepen [lkomnoit (mpunoxenune Ne 8).

[Tpuka3 MoxkeT ObITh W3JaH JIMLOM, HCIOJHSIOIIMM OOS3aHHOCTH JHMPEKTOpa IIKOJIBI B
Clly4ae ero OTCyTCTBHSI.

B mpukaszax 1mo OCHOBHOW JEATEIBHOCTH PELIAIOTCS BOMPOCHl YueOHOW, XO3sIIICTBEHHOM,
¢buHaHCOBOU JIeSITEIIbHOCTH, IUIAHUPOBAHMS, OTYETHOCTH, y4eOHO-BOCIIUTATEITHHOTO
nporecca, pU3NUECKoro pa3BUTH U T. I1.

[Tpuxassl odopmisatorcest Ha Onanke Ilkomnsl. [lepenaua mpuka3oB, ux Konuil pabOTHHKAM
CTOPOHHUX OpraHM3allMi JIOMYCKaeTcs TOJIbKO ¢ paspemenus aupekropa IIkonsr. IIpoexTsl
MIPUKA30B pPa3padaThIBAIOTCS YIOJIHOMOYEHHBIM JIMIIOM [0 MOPYYEHHUIO PYKOBOJACTBA WM IO
COOCTBEHHOW MHUIIMATHUBE.

[TonroroBka npukasa BKJIIOYAET B ce€0sl M3yuyEHUE CYIIECTBA BONpoca U cOOp HEOOXOIUMBIX
CBEIICHMI; IOATOTOBKY IIPOEKTa IIPUKA3a; COIVIACOBAHUE IIPOEKTA; IOANMUCAHUE JIUPEKTOPOM
[IIK0JIBI, pErucTpaLuIo.

[Tpukassl nevaratorcs mpudrom Ne 12.

Homepa cTpaHuil mpocTaBisIIOTCS TOCEpPEIMHE BEpPXHEro IMoJid JucTa. TeKcT mpukasza
(pacmiopskeHMs ) TIeyaTaeTcs uepe3 OJIMH MEKCTPOUYHBIN MHTEpBai, 6e3 060poTa.

[Ipuka3 wumeer clueAyroomue pPEeKBU3UTHI: HanMeHoBaHue IlIKoibl cormacHO —ycTaBy;
HaunMmeHoBanue Buna nokymenta (IIPUKA3), nata, Homep, MECTO COCTaBIICHHS, 3ar0JIOBOK K TEKCTY,
TEKCT, HaUMEHOBaHHE JOJHDKHOCTH, MOJMHMCH TODKHOCTHOTO JMIA (MHHLMANBI, (aMuUiIMs), BU3BI
COTJIACOBAHUS, O3HAKOMJICHHUSI.

Jaroii mnpukasza (pacrnopspkeHus) sBIsSeTcs jgara ero noanucanus. Jlata odopmusercs
MU (POBBIM CIIOCOOOM; HOMEp COCTOUT M3 3HaKa «No» M MOPSIIKOBOIO HOMEpa MpHKas3a, HalpuMmep:
ot 00.00.0000 Ne 000.

Texct mnpukaza (pacrnopsskeHUsi) COCTOMT M3 JIByX B3aHMMOCBS3aHHBIX 4acTed —
KOHCTaTUPYIOIIEH U paclopsIUTENBHOM.

Texct mnpukaza (pacHopsbKeHMs) IODKEH HMETh 3arojoBOK. 3arojioBOK HAa4yMHAETCS C
npeiora «O» («O6») u GopMupyercs mpu MOMOIIM OTIJIATOJIBHBIX CYIIECTBUTEIBHBIX (HAlIpUMeEp:
«O0 yTBepkaeHHM...», «O perucTpamuu...», «O CO3TaHUM...»).

3aroJ0BOK JOJKEH KPaTKO M TOYHO OTPaXkaTh COJIEpKaHHe TEKCTa MpUKa3a (pacropsuKeHMs).
Touka B 3aronoBke He craBuTcs. Iledaraercss depe3 nBa MEXCTPOUHBIX MHTEpBajga OT PEKBHU3UTA.
[ledaTaercst CTpOYHBIMHU OyKBaMHM, BBIAEISETCS KUPHBIM IPUPTOM.

B koHcTaTHpyomeil uyacTH KpaTKo H3jlararoTcsd LN M 3ajadd, (QakTsl M coObITHS,
IIOCJTY’KHUBILIME OCHOBAHUEM /IS M3/1aHus IpHUKa3za. OHa MOYKET HAUMHATBHCS CIIOBAMU «B LEJIAX», «BO
ucnosHeHue» u Ap. Ecim mpukas wM3maercss Ha OCHOBaHMM JIPYroro JIOKyMEHTa, TO B
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KOHCTATUPYIOLIEH YaCTH YKA3bIBAE€TCS HAMMEHOBAHHME 3TOr0 JOKYMEHTa, HAUMEHOBAaHHE OpPraHa,
W3JIaBLIETO IOKYMEHT, JaTa, PETMCTPAaLOHHBI HOMEP U 3aroJIOBOK K TEKCTY.

KoHcrartupyroniass 4acTe MOXET OTCYTCTBOBaTh, €CJIM IPEANHUCHIBAEMBIE JIEUCTBUS HE
HY)KJAIOTCS B Pa3bsCHEHMHU. TEKCT MpUKa30B B TaKUX ClydasX HA4YMHAETCA CO CJIOBa
«ITPUKA3BIBAIO» (mumercs npornucHeiMA OykBamu). Ilpum Hammumm JByX dYacTedl mpHKasza
pacnopsiAMTENbHAs YacTh OTAENSETCS OT KOHCTAaTUPYIOLIEH CIIOBOM «mpuKa3biBato». Ilocne ciosa
«I[IPUKA3BIBAIO» cTaBuTCS ABOETOUHE.

TeKkcT pacnopsIUTEIbHON 4YacTH MOYKET JEIUTbCS Ha IYHKTBI, B KOTOPBIX YKa3bIBAIOTCS
WCIIOJTHUTENIM, KOHKPETHbIE ACHCTBUS M CPOKM HCIIOJHEHUs NPEANUChIBaEMbIX AeicTBui. Ecnu
IIPUKA3 JIOIOJHAET, OTMEHSET UM U3MEHSET paHee U3JIaHHbIE IPUKAa3bl WM UX OTAEIbHBIE IYHKTHI,
3TO OroBapuBaercsd B Tekcre. [locneqHuM MyHKTOM pacnopsauTENbHOM YacTH MPUKa3a yKa3bIBaeTCs
JOJDKHOCTHOE JIMIO, HAa KOTOPOE BO3JIAaraeTcsi KOHTPOJb 3a MHCIIOJIHEHHWEM IIPUKa3a B LIEJIOM.
Hanpumep: «KoHTpomb 32 UCMIOJTHEHHEM MPHKa3a OCTABIISIO 32 COO0M».

[Tonnuce otnensiercs OT TEKCTa ABYMs HHTEpBaJIaMU, II€YaTaeTCsl OT T'PaHUILIbI JIEBOTIO MOJIS.

PacimmmdpoBka moanucu mnevyaraercss Ha ypOBHE MOCIEAHEH CTPOKU JIOJKHOCTU Y MPaBOM
rpaHuIbl TeKCTOBOTrO Nost. [Ipoben Mexny nHumanamMu u paMuiIuei He 1eIaeTCs.

[Tocnennsist OykBa B pacindpoBKe MOIMUCH OrpaHUYUBAETCs paBbIM noJieM (10 Mm).

[Ipu noanucanuu npukasa (pacrnopsyKEHUs) JIMIIOM, 3aMEUIaolMM JUPEKTOpa ILIKOJbI,
JOJKHA OBITH yKa3aHa ero akTudeckas TI0JDKHOCTD U (haMuJIHsl.

[Tpu HaNMYMKM TPUIIOKEHUN K MpUKa3y (paclopsbKEHUI0) 00s3aTeNbHO JIENAaeTCsl CChUIKa Ha
HUX B TEKCTE.

[Tpuxa3sbl (pacopsiKeHHs) HyMEpYIOTCS IOPSAAKOBOM HyMepaluel B Ipejienax KaJleHJapHOTro
roga. OTAENbHO HYMEPYIOTCS HPHUKa3bl IO OCHOBHOM JEATENbHOCTH, IO JUYHOMY COCTaBY
pabOTHUKOB, 110 IMYHOMY COCTABY 00YYarOIIUXCs, IO OTIYCKaM, O KOMaHAMPOBAHUHU

Ecnu npukas (pacnopsikeHue) BBOJIUT B JEHWCTBHUE Kakue-THMOO JOKYMEHTHI (MHCTPYKIIHH,
rpaduKky, TpaBuia, TIOJOXKEHHUS), TO OHU OGOPMISIOTCS B BHUAE MPUIOKEHHUS K IpHUKa3y
(pacnopsixeHuo). B mpaBoM BepxHEM YIily TakuX JOKYMEHTOB OT ISITOTO MOJOXEHHs TaOynsTopa
HeoO0XxoauMo mHcath ciaoBo «[IpuiioskeHHe» ¢ yKa3aHHEM HAUMEHOBAHMS PACHOPSAUTEIBHOTO
JOKYMEHTA, ero JaThl, HoMepa (rpuiiokerue Ne 9).

Hamnpumep:

IIpunoxenue
K nnpukazy MBOY «CLL Ne35»
om 11.07.2018 Ne 34

[TpunoxkeHus K TMpoOeKTaM MpPHUKa30B O(OPMISIOTCS Ha OTHAENbHBIX JHCTaX OyMmaru
(mpuoxenue Ne 9).

Pasmepsl mosei M MEKCTPOUYHBIE MHTEPBAJIBI IPU TNEYATAHUM TEKCTOB MPHIIOKEHUN
UJEHTUYHBI pa3MepaM, IPUMEHSIEMbIM IIPU NI€YaTaHUU TEKCTOB ITPUKA30B (PaCIOPSKEHHM).

B nmpuiiokeHusx moMemarTcsl OJ0KEHUs, IePeYHH, CIIUCKU, TpaduKu, TabIuIbl, 00pa3iibl
JOKYMEHTOB U JIp.

Ecnn B TekcTe AaeTcsl CChbUIKAa «COTJIACHO NMPUIIOKEHUIO» WM (mpuioxeHue Ne...), TO Ha
IIEpBOM CTpaHULIE NPWIOKEHHUS B IIPAaBOM BEPXHEM YIily nuumercs ciaoBo «lIpuiioxenue» u ero
HOMEp, HIDKE 4epe3 OAMH MEXCTPOUHBIN HMHTEpBal JAeTcsl CChbUIKa Ha IpHUKa3 (paclopsbKeHue)
JUPEKTOPA IIKOJIBL, €ro JaTy U HOMED.

Bce cocTaBHbIE YaCTH PEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY Kpal0, IEYaTAIOTCS Yepe3 OJUH
MEXCTPOUHBIM MHTepBal. /IMHAa CTPOKM HE JOJDKHA MPEBBIIATH 8 CM, OIPAaHUYMBAETCS IMPaBbIM
mosieM AoKyMeHTa. [Ipy Hamm4uy HECKONBbKUX NMPHIIOKEHUH OHU HYMEPYIOTCSI.

Hanpumep:

[Tpunoxenue 1
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K nipukazy MBOY «CLL Ne35»
om 11.07.2018 Ne 34

[Ipu wamuuuu B Tekcte popmynupoBku «Y TBEP/IUTby» npumaraemoe monokeHue, cOCTaB
KOMHCCHH, TIE€peYeHb MEpPOINPUATAA W T.J. Ha CaMOM NPWIOKEHUU B TIPABOM BEPXHEM
yriry pacnonaratorcs ciioBa «Y TBEPXKJIEHO» win «YTBEPXXJIEH» co ccblikoil Ha mpukas, ero
JaTy, HOMEp.

Hanpumep:

YTBEPXIEHO
npukazoM MBOY «CLL Ne35»
om 11.07.2018 Ne 34

3arojIoBOK K TEKCTY IPHJIOKEHHUS IeyaTaeTcs LIEHTPUPOBaHHBIM criocoboMm. HanmeHnoBanue
BUJa JOKYMEHTA MpPUJIOXKEHHs (IIepBOE CIOBO 3arojioBKa MPUIIOKEHUS IeYaTaeTcsl MPONUCHBIMU
oykBamu xupHbIM mpudTom: [TIOJIOXKXEHUE, TIEPEUEHD, CITUCOK u T. 1.).

3aroJ0BOK NPWIOKEHUS OTIENAETCs OT JaThl W HOMepa IpHKa3a JIByMs MEXKCTPOUYHBIMU
HHTEpBaJIaMHU.

[lpy HanMuuu B TEKCTE NPUIIOKEHHUS HECKOJIBKHMX pa3/eloB MX 3arojOBKHM Ie4aTaroTCs
LIEHTPUPOBAHHBIM CIOCOOOM (OTHOCUTENIBHO TIpaHull TekcTa). Touka B KOHIIE 3arojlOBKOB HeE
craBuTCs. Jlonmyckaercs BBIACNATh 3ar0JIOBKU Pa3/IesIoB MPU(TOM Ipyroil HaChIEHHOCTU (KUPHBIM,
MIOJIY>KUPHBIM).

Texkct nmpunoxeHus MoxkeT ObITh oopmieH B BuAe Tabmuipbl. I'padbl U CTpoKU TaOIUIBI
JOJKHBI MMETh 3arojIOBKH, BBIPDAKEHHBIE MMEHEM CYIIECTBUTEIbHBIM B MMEHMTEIHLHOM MaJeikKe.
[TonzaronoBku rpad U CTPOK I'paMMAaTHYECKU JIOJKHBI OBITh COTJIACOBAaHbBI C 3aroJIoBKaMu. TekcT
Ta0JINILIBI TeYaTaeTcs Yepe3 OJAMH MEXCTPOUHBIN UHTEpBAJL.

[Ipy HanMuUuU B TEKCTE NMPWIOKEHUH CCBUIKM Ha CHOCKY OHa o(opMIsieTcs 3BE3J0UYKOM.
TexkcT cHOCKM IeyaTaercs 4yepe3 OAMH MEKCTPOUYHBIM MHTEpBal B KOHIE KaKJIOM CTpaHUIIbl WM
II0CJIE IPUJIOKEHUS B LIEIOM o1 4yepToi. Ilociie cuMBoOIIa CHOCKM €€ TEKCT IeYaTaeTcsl ¢ MPOINUCHON
OykBbl. B KOHIIE TeKCTa CHOCKM CTaBUTCS TO4ka. Ha OJHOW cTpaHUIle HE JOJDKHO O(OPMIIATHCS
0ojee Tpex CHOCOK.

B nmonoxeHusx, mnporpaMmax, ycTaBaXx M JpyruX TMOAOOHBIX JOKYMEHTaxX pa3Jelsbl,
MO/Ipa3/Ielibl, MYHKTHI M MOJIMYHKTBI HyMepyroTcs apadckumu nudpamu. Homep nonpaszaena qomkeH
COCTOSITh U3 HOMEpa pasjiesia U HoMepa Mojpasziena, pa3eeHHbIX Toukoi (Hampumep: 1.2.). Homep
IIYHKTa MOKET COCTOSITh M3 HOMEpa pasjiena, Mojpasjiena M IYHKTa, pa3lelIeHHbIX TOYKaMH
(marmpumep: 2.3.1.). I[TyHKTBI Tpy HEOOXOAUMOCTH MOTYT MOJPA3AEAThCA HA MOAIYHKTHI, KOTOpPbIE
JOJDKHBI IMETh TIOPSIIKOBYIO HYMEpAIMIO B Mpeetax Kaxaoro myHkra (sampumep: 1.1.1.1., 1.1.1.2.
UT. I.).

Busbl mpocTtaBistoTcss Ha OOOpPOTHOM CTOpPOHE TIOCIEAHEro JHUCTa IPOEKTa IpHuKasza
(pacriopspKeHHs).

Ha npunosxeHusix Kk mpoekTaM MpHKa3oB (pacrnopsKeHHil) BU3bI IPOCTABISIOTCS MOJT TEKCTOM
TIPUITIOKECHHUS.

IIpoTokou

B mporokonax (moxkymeHTaX, (DUKCHUPYIOIIUX XOJ OOCYXIEHHS BOMPOCOB M TPUHSITHSI
pelieHni)  TOCTOSHHO  JCUCTBYIOIIMX  KOJUICTHAIBHBIX M COBEMIATENIbHBIX  OPraHoB
(neoazocuueckoco, memoouueckoeo COBETOB, KOMUCCULL), @ MaKdyce Koupepenyuil, cobparuil,
cogewyanull, 3ace0anull, nepe2o8opos, acmpey) NUCTONb3yeTcst GopMa U3TOKEHUS TEKCTa OT TPETHETO
nuna  MHOkectBeHHoro uucna (CJIIVIHAJIM, BBICTYIIWJIM, PEIIWIIA). Conepxanue
BBICTYIUICHHUI U3JIaraeTcs OT TPEThETo JUIa €AUHCTBEHHOTO YHCIIA.



17

[TpoToko UMeeT ciaenyroue peKBU3UThI:

. HauMeHoBaHMe Buja qokymeHTa — cioBo «[IPOTOKOJD» nmeuartaercs Ha 2 cM HUXKE
OT TPAHULIBI BEPXHETO MOJISl MPOMUCHBIMUA OyKBaMU, TOJYKUPHBIM MIPUGTOM U BBIPABHUBAETCS 1O
HEHTDY,

. BUJl 3acelaHMsl, COBEIAHUS — OTACNSETCS OT MPEbIAYIIEr0 PEeKBU3UTA JABYMS

MEXCTPOUYHBIMUA HMHTEpBAJAMH, II€YaTACTCS IOJNYKUPHBIM IIPUPTOM Yepe3 OJUH HHTEPBAI H
BBIPAaBHUBAETCS 110 LIEHTPY;

. JaTa ¥ HOMEp MPOTOKOIa — jara odopmisieTcss nudpoBeIM CIOCOOOM U TeYaTaeTcs
yepe3 J1Ba MEKCTPOUHBIX HHTEpBala HUXKE MPEAbIIYILEro PeKBU3UTA OT JIEBOM I'PaHHIIbI TEKCTOBOTO
110JIs1, @ HOMEP — MOCJIE CI0BA «IIPOTOKOI;

. MECTO IIPOBEACHUS 3aceJaHus YKa3bIBaeTcs NMpU 0(pOpMIEHUH MPOTOKOJIA COBELIAHUS
B TOM CIly4yae, €CJIi OHO IPOUCXOAWIO HE B 31aHuu LIIKombl, BEIpaBHUBAETCS MO LIEHTPY HA OJHOU
JIMHUM C IATOM;

. TEKCT MPOTOKOJIA, KAK IIPABUIIO, COCTOUT U3 IBYX YACTEW: BBOJAHOW U OCHOBHOM.

BBoaHAast 4acTh COCTABIISAETCS 10 CXEME:

[Ipencenarens — ®amummus 1U.0O. pykoBoauTens.

Cexkperapp — @amunus 1.0.

IIpucyrcrBoBanu:

CnoBa «llIpencenarens» u «Cekperapb» I€4yaTalOT CJI€Ba OT HYJIEBOIO IOJOXKEHUs
TadynaTopa, OTIENsAs ABYMSI HHTEpPBaJaMH OT 3arojioBKa W Apyr oT Apyra. C HOBOW CTPOKH IMHUIIYT
cioBo «IIpucyrcTBoBasIN»,

1 BapuaHT: haMUIMK ¥ MHUIHAIIBI TIOCTOSIHHBIX YWIEHOB KOJUIETHAIIBHOTO OPTraHa, Y4aCTHHKOB
3acefaHus, paOOTHUKOB OpraHM3allUd M TPUITAIIEHHBIX Ha 3acelaHue MEepedYHCISIITCS B
an(aBUTHOM TOpsiZIKe O€3 yKa3aHus IoJbKHOCTeH. [lepeuncienne mpucyTcTBYOMUX 0(GOPMIIIOT BO
BCIO [IMPUHY CTPOKH Yepe3 OJMH MEKCTPOUHBIN nHTepBal (mpuioxenue Ne 10).

[Tpu odopmiieHnn NMPOTOKOJIA C YUCIIOM YYaCTHUKOB Oosiee 15 damunuum He nepeuncistorces,
a yKaspIBaeTcs IM(poii ux ollee KOJINYECTBO, CIIMCOK YYACTHUKOB B TAKUX CIy4asX Mpuiaraercs.

Hanpuwmep:

[TpucyrcTBOBamM 47 4enoBEK (CIMMCOK MPUIIAraeTcs).

[Tofcyer y4acTHUKOB MPOBOAMTCA IO CIHCKAM PETUCTPALlMM, KOTOpbIE NPUIIAraioTCs K
IIPOTOKOJTY.

[Tocne mnepedncrneHuss y4YyaCTHMKOB B MPOTOKose OGOpPMIIETCS MEpeYeHb BOIPOCOB,
MOJJIeKAIUX OOCYKIEHUIO, KOTOpbI HaunHaercs cioBamu «lloBecTka IHS» W pacnosaraercs
LIEHTPOBAHHO Yepe3 /IBa-TPU UHTEpBaJa OT CIIUCKA YYaCTHUKOB.

2 BapuaHT: YKa3bIBAIOT 00Iee KOJIMYECTBO YJICHOB KOJUIETHAIbHBIX OPraHOB U YHCIIO
IPUCYTCTBYIOIMX, a paclIMppOBKa TMPEACTABIIECTCS B SIBOYHOM JIUCTE, KOTOPBIH sBIsSETCA
MPUIIOKEHHUEM K TPOTOKOMy (mpuioskerue Ne 11).

[ToBecTKka JTHS CONEPKUT MEPEUHCICHNUE ITYHKTOB (BOIIPOCOB) MOBECTKU JHA, (PUKCUPYIOLIHX
MOCJIEI0BATENBHOCTh O0CYKIEHUs, ¢ (GaMWIMIMHU JOKIaquuKkoB. Kaxnaplii Bompoc HymepyeTcs
apabckoit dpoii, pacronaraercsi B MOPsIKe 3HAUUMOCTH M OTBevyaeT Ha Bonpoc «O yem?».

Hamnpuwmep:

1. AHanu3 BBIOJHEHUS TOA0BOTO TU1aHa padboTsl [llkonvt 3a 2017-2018 yuebnwiii 200.

Hoxnanuuk — [lempoea A.H.

OcHoOBHAasi 4aCTh NMPOTOKOJIA COCTOUT M3 PA3ZEIIOB, COOTBETCTBYIOIIMUX IIYHKTaM IOBECTKH
JTHSL.

TeKcT Kaxk10ro paszjena COCTOUT U3 TPEX YacTeM:

— CJIVIIAJIM: kpaTkoe conep)kaHHME AOKJIaJa WIM CChUIKAa Ha MpHiaraéMblii K MPOTOKOIY
tekct. [lepen cnoBom «CJIYIIAJIN» npocTaBiisieTcss HOMEP B COOTBETCTBUU C IMTOBECTKOM JTHS,

— BBICTVIINJIM: xpaTkoe coaep)KaHuE KaKIOrO BBICTYIUIEHHUS, 3aJaHHbIE BOIPOCHl U
OTBETHI;


https://1obraz.ru/#/document/118/31056/pril10/
https://1obraz.ru/#/document/118/31056/pril11/
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— PELHIMJIN (ITOCTAHOBWJIN): pemenne (GopMymupyeTcss ¢ HCIOJIb30BaHUEM MOJECIH,
INPUHATOM  JUI1  pacHOpSAMTENbHBIX  JOKYMEHTOB:  YTO  ClelaTh, HCIOJHUTENb,  CPOK
WCIIOJTHEHUSL.

Pemienusi, BripaOoTaHHBIE HAa COBEIIAHUH, BHOCAT B NMpOTOKON mocie cioBa «PEHINIIN
(«ITOCTAHOBWJIN»). Pemenne MOXeT coaepkaTh OJWH WM HECKOJbKO ITYHKTOB, OHH
pacnosararTcs 110 3HaUUMOCTH, KaKJbli U3 HUX HYMEpPYETCsl.

B ciyudae, xorga npoTokoil pUKCUPYET pelieHrne 00 YTBEpKACHUN KaKOT0-IN00 JOKYMEHTa,
B TEKCTE MPOTOKOJIA J0JKHA COJIEPKATHCS CChUIKA HA ATOT JOKYMEHT, a CaM JJOKYMEHT IIpUJIaraeTcs
K POTOKOILY.

[Tpu Hanmmyuu 0coOOr0 MHEHHS IO MPHHATOMY PEIICHUIO0 OHO 3alMCBIBACTCS B MPOTOKOI
(mocse cOOTBETCTBYIOMIETO MPOTOKOIBHOIO PEIICHUS).

B kadecTBe HCIOJHUTENS MOXKET ObITh YKa3aHO OJHO WJIM HECKOJBKO JODKHOCTHBIX JIHII
mubo CcTpykTypHOe mojpazaeneHue. Cpok MoKeT ObITh yKa3aH KakK KaJeHJapHas JaTa WM Kak
IIEPHO/] BBIIIOJIHEHUS PaOOTHI.

CrnoBa «CJIYIHAJIN», «BBICTYIIUJINY, «PELLHIWIN» («(IIOCTAHOBWJIN») newaratot
OT JIEBOTO I10JIs IPONUCHBIMU OyKBaMU U 3aKaHYMBAIOT JIBOETOUUEM.

Kaxxnpiii pa3znen meyaraercs ¢ KpacHOM CTPOKHU, YTOOBI BBIACTUTH B TEKCTE MPOTOKOJIA PEeUb
OCHOBHOI'O [JIOKJIAJ4YMKa, BBICTYIUIEHHMSI YYaCTHUKOB OOCYXIEHMSI BOIpPOCAa U IOCTAHOBIISIIOIILYIO
4acTh, GopMyIupyrolyo pemieHue coOpanus. C 3TOH ke LETbl0 B TEKCTE€ MPOTOKOJIA KaKIYIO
(haMHIITHIO M MHUIHAIBI BRICTYIAIONINX [I€YaTal0T C HOBOW CTPOKU B MMEHUTEIHLHOM MaJIeXKe, 3alNCh
BBICTYIUICHUS OTAENsA0T oT (pamunuu aeducom. Kaxnaplii Bompoc mevaraercsi ¢ KpacHOM CTPOKH,
(baMHITUH TIPH STOM JIOITYCKAEeTCS HE YKa3hIBaTh.

B oTnenbHBIX cilydasx Ha OCHOBE PYKONUCHBIX WM MarHUTO(OHHBIX 3aMHUCEH, KOTOpbIE
BEJIMCh Ha 3aCEJaHHU, COCTABISETCS CTCHOTPAPUUECKUI MPOTOKOJ, KOTOPHIH TOCIOBHO IEpe/acT
nporecc o0CYkIeHUS KaKJOr0 BOIIPOCAa U BHIPAOOTKY PELIECHHs [0 HEMY.

[Iporokon odopmisieT cekpeTapb 3acefaHusl, IOPUINUECKYIO CHIIy MPOTOKOJI MpHOOpeTaeT
TOJBKO IIPU HAJIMYUU ABYX NOJANKCEN — npeacenarens u cekperaps. [loanucu pacnonararor, OTAeIUB
OT TEKCcTa JBYMS-TpEMS MEXKCTPOUHBIMM MHTEpPBaJlaMM OT TpaHUIBl JIEBOTO  MOJS.
[TonnuceiBaeTcs NEPBBIM AK3EMIUIAP NPOTOKOJIA, KOTOPBIM IOJUIMBAETCS CEKpETapeM B €10 U
XPaHUTCS B COOTBETCTBUH CO CPOKOM, ONPE/IEIIEHHBIM HOMEHKIIATYpOH JIed.

B HekoTophIX ciydasx oopmIIseTcs BBIMKUCKA U3 MPOTOKOJIA.

Beinucka W3 mpoTOKOJIAa — TOYHAsE KOMMS YacTU TEKCTa IMOJUIMHHOTO TPOTOKOJIA,
OTHOCSIIIETOCS K TOMY BOIPOCY MOBECTKHM JHS, IO KOTOPOMY TOTOBHUTCS BbImHcKa. [Ipu sTom
HE00XO0/AMMO BOCHPOM3BECTH BCE PEKBU3UTHI OJIaHKA, BBOJIHYIO YacTh TEKCTA, BOIIPOC MOBECTKU JHS,
[0 KOTOPOMY TOTOBHUTCSI BBINUCKA, M TEKCT, OTPAXKAIOLIUI OOCYXJE€HHE BOMpoca U MPUHSATOE
pemieHue. B aTom ciiydae HazBaHue JOKyMeHTa oopmiiseTcs: Kak «BBIMICcKa U3 TPOTOKOIIA.

Cay:xe0HOoe MHCBMO

[TuceMa cocTaBiISIOTCS JUIsl OCYIIECTBIICHUS ONEPAaTUBHON CBSI3U C IPYTMMH OpraHU3alUsIMU
10 BOIIPOCaM JAESTEIbHOCTH LIKOJIBI.

[To conepaHUI0 W Ha3HAUEHUIO MHUCbMa MOTYT ObITh HMH(OPMALMOHHBIE, TapaHTUHHBIE,
peKIamMalMOHHbIE, KOMMEPUYECKUE, TMCbMA-3alpOChl, MMCbMA-IIPUTJIAIIECHUS U T. [I.

WupopmalninoHHble THUCbMa COIEPKAT COOOIIEHHUS, TPOCKObI, HATOMUHAHUS, TPEATIOKEHUS.

["apanTHiiHbIE TIpEJHA3HAYEHBI I U3BEIIEHUS O FapaHTUSAX OIIaThl, CDOKOB MOCTAaBKHU WJIU
KayecTBa MPOIYKIUH U YCIIYT.

B peknamanuoHHBIX (IPETEH3MOHHBIX) MHUChMaxX M3JAraloT TpeOOBaHMSA BO3MELICHHUS
yOBITKOB, HaHECEHHBIX M3-3a HAPYIIEHUS YCIOBUM KOHTpAaKTa MJIM JIOTOBOPA JPYrol CTOPOHOI
(xoHTpareHToMm). Pexsamanius JO/KHA MOATBEPKAATHCSA MPUIIATa€MbIMU K IHCbMY JOKYMEHTaMH B
BUJIE aKTOB, CIIPABOK U T. [I.

KoMMmepueckne nuceMa COCTaBIISIIOT IPU 3aKJIIOUEHUU U BBIIIOJHEHUH KOHTPAKTOB, YacTO B
HUX U3JIararoT NpocbObl O MPETOCTaBICHNN MH(POPMAIIMU O TOBApAX U YCJIyrax y UX IMpoJaBLOB WY,
HaIpOTUB, MPEUIaratoT OCTaBUTh TOBAPBI UM YCIIYTH.
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B nmucemax-3ampocax mpocsT y KOHTpareHTa pa3bsCHUTh KaKOH-1100 (haKT Wiin JeHCTBHE.
CayxeOHble muchMa rnevararoTcss Ha Onmankax muceMm llkomnsl. Ciy:xeOHOE MUCHMO MMEET
CIIEYIOIINE PEKBU3UTHI:

. rpud ¥ OTMETKA OTPaHUYEHUS JIOCTYIA K JOKYMEHTY (€CIIH 3TO HE0OXOAUMO);
. ajpecar;

. 3aroJOBOK K TEKCTY;

. TEKCT;

. OTMETKa O HAJIMYUU TIPUIOKEHUHN (€CIIM OHU UMEIOTCS);

. MOJINUCH;

. OTMETKAa 00 HCIIOJIHUTEIE.

Texkcr ciyxeOHOro mnMcbMa, Kak IpaBHJIO, JOJDKEH KacaThCsl OJHOTO BOIpOCAa WIH
HECKOJIbKUX BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHbl U OyJyT paccMaTpUBaThCsl B OJJHOM CTPYKTYPHOM
[I0JIpa3/IelIeHu OpraHu3aluu-aapecaTa.

TekcT u3naraercst OT MePBOTro JIMLA EAUHCTBEHHOIO YKciia (IPOCUM, HAIlPaBJIsIEM U T. [.) WU
OT TpeTbero Jmna eauHcTBeHHoro uuciaa (OO cuwutaer..., npodcoro3sbii komuter OO
paccMoTperd...).

TekcT nuceMa, Kak MpaBUIlo, COCTOMT U3 IBYX 4acTeil. B nmepBoii yactu uznaraercs npuyuHa,
OCHOBaHHE MJIM 000OCHOBAHUE COCTABJIEHHUS ImrucbMa, NpUBOAATCA CCHUJIKU HA JIOKYMCHT, $IBJI$IIOIHHI>'IC$I
OCHOBAaHHEM IIOArOTOBKM MNucbMa. Bo BTopoil wacTtu, HaumHaroueics c¢ ab3ana, MOMENIAOTCS
BbIBO/JIbI, IIPCJIOKCHUA, HpOCB6I)I, pelICHUA U T. O.

Tesierpammbl, TesiepOHOTPaMMBbI U (PAKCUMHUJIbHAS CBSA3b

[lepenaua koppecnoHIEHIMH 1O (AKCUMUIBHOM CBSI3M B JIpyrMe€  OpraHu3aliuu
OCYIIECTBISIETCS TOIBKO MO YKA3aHUIO WITH C pa3perieHus aqMuancTpanuu LLkoms.

[ToqIMHHUKY JTOKYMEHTOB, MEPEJaHHbIX MO (DaKCHUMUIIBHOM CBSI3M, MOALIMBAIOTCA B JIEINO,
XpaHsieecs: y paboTHHKA, OTBETCTBEHHOTO 32 (PaKCUMUIIBHYIO CBSI3b, C YKa3aHUEM BPEMEHH U JaThl
nepeaayy, a KOMMKM BO3BPALIAIOTCS B COOTBETCTBYIOIIUE CTPYKTYPHBIE MOAPA3IEICHHs ¢ TOMETKON
«FAX (mara u Bpemsi)».

3asBneHue

3asiBlieHHe — 3TO O(ULIMaIbHOE COOOIIEHHE B MUCbMEHHOW (popme. OHO COAEPXKUT dalle
BCEro IMpeUIOKEHUe, Kajao0y MM MpockOy Kakoro-nubo 4YenoBeKa, aJpecOBaHHBbIE WM
OpraHu3al|K, U JOJDKHOCTHOMY JUIY. 3asiBiieHHe opOpMIIsieTcs Ha CTaHAapTHBIX JIUCTaX Oymaru
dbopmara A4.

3asBlIeHME BKJIIOYAET: ajpecara, KOTOPOMY HaIlpaBisieTcs 3asBieHUE, (aMuinio, uMs,
OTYECTBO, JOJDKHOCTh aBTOpPA 3asBJICHUS, HAUMEHOBAHUE JIOKYMEHTA, TOYHOE M3JI0KEHHE MPOCHOBI,
MIPEUIOKEHUS, OMMCh PUJIaraeMbIX K 3asBJICHUIO JOKYMEHTOB, JaTa, MOAIHUCH.

B 3asBneHMm uCHonb3yeTcs, Kak IMPaBHIO, O(HUIIMAIEHO-IEIOBAs JIEKCUKA, B HEKOTOPBIX
3asBIICHUSX JIOIYCKaeTcs yrnoTpedaeHne myoauucTuYeCKOi IEKCUKY.

3anucka

3anucka (aHaIWTUYECKas, JOKJIajaHas, CIyKeOHas, OOBACHUTENbHAS) — JIOKYMEHT,
aIPECOBAHHBIN TUPEKTOPY MIKOJIBI MU BBIMIECTOSIICH OPTaHU3allK M COJIEPKAIINi 00CTOsITENEHOE
M3JI0’KEHUE KaKoro-1100 BOMPOca C BBIBOAAMHU U MPEIOKEHUSIMHU COCTaBUTEIIS.

JlokitagHas 3amucKa COCTaBISETCS Kak M0 JIMYHOW WHUIIMATHBE aBTopa (paboTHUKA), TaK U 10
yKa3aHUIO (MMCbMEHHOMY WJIM YCTHOMY) TUPEKTOPA.

3amucka cocTaBlsieTCss Ha OyMa)KHOM HOCHUTENle WIIM B 3JEKTpOHHOM Bujae. OdopmieHue
3allMCKU 3aBUCHUT OT ajpecata. [Ipu cocTaBlieHMU OKJIATHON 3aMMCKH, aIpECOBAaHHON IUPEKTOPY
mKoybl B pamkax [lIkonbl, oHa cumMTaeTcss BHyTpeHHEH U oopmiiseTcs Ha CTaHAAPTHBIX JIMCTaX
Oymarn ¢opmata A4. BHyTpeHHss 3ammcKa AOKHA COJEP)KaTh CIEAYIOIIME PEKBU3HTHI: BH
JOKYMEHTa, NaTy JOKyMEHTa, Ha3BaHWE IOKYMEHTa (3aroJIoBOK K TEKCTYy), €CIIh TEKCT Oolee
YeThIPEX-TISTH CTPOK; aJpecara, TEKCT, MOJAMUCH (C yKa3aHUEM JOJKHOCTH, (haMUJINK, WHUIHAIIOB).
[ToanuceiBaeT BHYTPEHHIOIO JOKJIAJAHYIO 3aIIUCKY COCTaBUTENb.
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Ecnn 3ammcka aznpecyercs 3a mpexens! llkonsl, To ee odopmidAoT Ha OilaHKE M OHA
Ha3bIBAETCsl BHEIIHEW. DBHemHsAs 3amMcka JOJDKHA COAEPXKATh  CIEAYIOUIME  PEKBU3UTHI:
HalMEHOBAHME YUPEXKJIEHUs, BUJ JOKYMEHTA, JaTy JOKyMEHTa, PErUCTPAllMOHHBI HOMEp, MECTO
COCTaBIICHUS, Ha3BaHUE JOKYMEHTA (3aroJIOBOK K TEKCTY), €CIIM TEKCT 0oJiee YeTBIPEX-TSTH CTPOK,
azipecata, TeKCT, IOAMUCh TUPEKTOPA IIKOJIBI.

Pa3HOBUIHOCTBIO JTOKJIAJHOM 3aIMCKU SBJISIOTCS NpencTaBieHus. OHU MCIONb3YIOTCS NPU
JOKYMEHTUPOBAaHUM KaJPOBOW JEATEIIBHOCTH M COCTAaBIIAIOTCA JAUPEKTOPOM MIIM 3aMeCTUTENIeM
nupekropa. IlpeacraBieHuss COCTaBIAIOT B CIIy4asX IIOOLIPEHHUsS pPAOOTHUKOB, HAJOXKEHUS
B3bICKaHH, IPOBEICHHSI aTTECTALUH.

ABTOMATH3AaIUA JOKYMEHTHPOBAHUS

Jl1s TOATOTOBKM TOKYMEHTOB MOTYT IPHUMEHSATHCS aBTOMAaTU3UPOBAaHHBIE TeXHOJIOrUU. [Ipn
3TOM CO3/al0Tcsa 0a3bl NaHHBIX (KOPPECIOHAECHTOB, (HOPM JOKYMEHTOB, TpadapeTHBIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), PEIaKTOPCKUE MPOTrpamMMBbl U JIp.

[Topsimox pa3pabOTKH, SKCIUTyaTallud M TOJIb30BAHMUS TAaKUMU CHCTEMaMHU OIpEAeseTcs
CTaHJapTaMH B 00OJIACTH aBTOMATU3WPOBAHHBIX WH(POPMAIIMOHHBIX TEXHOJIOTHHA.

BJICKTPOHHBIC JAOKYMECHTBI

HOpHI{OK COCTaBJICHHA, OCI)OpMJ'ICHI/IH H COIIaCOBaHUA IMPOCKTOB J3JICKTPOHHBIX HOKYMCHTOB
OCYHICCTBIIACTCA 110 O6HII/IM npaBujiaM JCJIOIPOU3BOACTBA, YCTAHOBJICHHBIM B OTHOIICHUUA
AHAJIOTUYHBIX JOKYMCHTOB Ha 6YMa)KHOM HOCHTCIIC. 3J'IeKTp0HHBII71 JAOKYMCHT HOJIKCH UWMCTb
PCKBU3UTLI, YCTAHOBJICHHBLIC [UJIA AHAJOIMYHOro JOOKYMCHTA Ha 6YMa)KHOM HOCHUTCIIC, 3a
HCKIIIOUCHHUEM OTTHCKA II€YaTH.

B NEpCUCHDb 00s13aTEIIbHBIX CBEIICHUI O JOKYMCHTAx, UCIIOJIb3YyCMbBIX B ICJIAX YUCTA U ITIOMCKaA
AOKYMCHTOB B CHUCTCMaX 3JICKTPOHHOTO )IOKYMCHTOO60pOTa [IIxoaBI B COOTBETCTBUHU C mpaBujIiaMu
ACJIOIMPOU3BOJACTBA B ]_HKOJ'IC, BXOJAT:

. aJpECaHT;
. ajpecar;

. JOJKHOCTD, (PaMUIIUS U HHUIIMAJIBI JIUIIA, TIOIMTUCABIIETO JOKYMEHT;
. BHJI TOKYMEHTA;

. JaTa JI0KYMEHTa;

. HOMEp I0OKYMEHTA;

. JaTa TMOCTYIUICHUS! JOKYMEHTA,

. BXOJSIINI HOMEp JOKYMEHTA;

. CCBUIKA Ha UCXOMSIINI HOMEp U JaTy JOKYMEHTa;

. HaUMEHOBAHHE JIOKYMEHTA;

. WHJIEKC JIeN1a;

. CBEJICHUS O TIepeaJipecalii JOKYMEHTa;

. KOJIMYECTBO JINCTOB OCHOBHOTO JIOKYMEHTA;

. KOJIMYECTBO MPUITOKECHUI;

. o011ee KOTMYEeCTBO JTUCTOB TPHIIOKECHUH;

. yKa3aHUs IO UCTIOJHEHUIO IOKYMEHTA;

. nomkHoCcTh, @. WM. O. ncnoiHUTENS;

. OTMETKa 0 KOH(PHUICHIIUATHHOCTH.

B cocTtaB nOMONMHUTENBHBIX CBEACHHUM 00 AJIEKTPOHHOM JTIOKYMEHTE MOTYT OBITh BKIFOUEHBI
CBEJICHUS: HAWMEHOBAHUE aBTOpa JOKYMEHTa (ecid aBTOp HE COBMNAJaeT C aJpecaHTOM
(oTmpaBuTENEM) JIEKTPOHHOTO JIOKYMEHTA), OTMETKA O MEPEHOCE CPOKa MCIOJHEHUS JTOKYMEHTa,
CPOK XpaHEHMs JOKYMEHTAa, HAMMEHOBAHUS MPHIOKEHUH K 3JIEKTPOHHOMY JOKYMEHTY, KIIIOUEBBIC
CJIOBa, CTaTyc JOKyMeHTa (IIPOEKT, BepCHs), BHUJ Tepeaaud JOKYMEHTa (DJIEKTPOHHOH IOYTOH,
oYyTOH, (pakcoM H T. 1I.) ¥ JIp.
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Cpoku XpaHeHHsI JIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XPAHEHUSI IOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATEIIbHBIMU U WHBIMH HOPMATHBHBIMH IMPAaBOBBIMU akTamMu Poccuiickoi
®denepanyiv, TUIOBBIMU NEPEUHSIMH JIJIS1 aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)kKHOM HOCHUTEJIE.

4. Opranuszanusi J0KyMeHTO0000pPOTAa U NCIOJIHEHUS IOKYMEHTOB

4.1. IIpuem u 00padoTKa NOCTYNAKIIUX JOKYMEHTOB

4.1.1. JIBm>keHHE NOKYMEHTOB C MOMEHTa UX CO3/IaHMs WIHA IOJYYEHUS 1O 3aBEPILUECHHS
WCIIOJTHEHUS WJI OTIIPaBKU 00pa3yeT JOKYMEHTOOOOPOT.

4.1.2. B nokymenToo60poTe 11Ik0mbl BRIACISIOTCS CASAYIOMNUE JOKYMEHTOTIOTOKH:

a) MoCTynarouas JOKyMeHTalus (BXos11ast);

0) oTmpasisieMast JOKyMeHTaIus (MCXOIAIIas);

B) BHYTPEHHSISI JOKYMEHTAIIHSI.

4.1.3. JlocraBka u oTnpaBka Ja0kyMeHTOB B Illkony ocymiectBisieTcsi, Kak HpaBHIIO,
CPEICTBAMU IIOYTOBOM M 3JIEKTPOHHOM CBSI3H.

4.1.4. Jokymentsl, mnoctynatromme B Ilkomy, mnpoxoasT mepBUYHYIO 00paboOTKY,
pEerucTpanuio, MpPeIBapUTEILHOE PACCMOTPEHHE, Tepeadyy pPYKOBOJCTBY Ha PacCMOTPEHUE,
NepeAaroTCs UCIIOIHUTEISAM U I10CJIE UCTIOJHEHUS IOMENIAI0TCs B JIeTa.

4.1.5. [Ipuem u niepBudHasi 00pabOTKa JOKYMEHTOB OCYIIECTBIIICTCS CEKPETapEM.

4.1.6. Cexkperapb TpPOBOAUT: TPOBEPKY TMPABUIBHOCTH aJPECOBAHUSA  MOCTYMAIOIIUX
JIOKYMEHTOB, MPABWJIBHOCTU JOCTABKU U KOMIUIEKTHOCTH JJOKYMEHTOB; COPTUPOBKY JIOKYMEHTOB Ha
MOJIeKALIUE U HE MOJUJISKAIINE PETUCTPALIUH.

4.1.7. IlomyuyeHHble KOHBEPTBI C KOPPECIOHIEHIIMEH BCKPBIBAIOTCS, TMPU ITOM
MIPOBEPSIETCS HAIMUKE BIIOKEHUI, a TAK)KE YKa3aHHbIX B JOKyMEHTaxX MpWiIoKeHuu. B ciyuae
MOBPEKIACHHS YIAKOBKH M BIIOXKCHUU JTHOO OTCYTCTBHS TMPHIOKCHHA COCTABISICTCS aKT B JIBYX
sx3emruigpax. OIUH SK3EMIUIAp aKTa HaIpaBIsIeTCs KOPPECIOHACHTY, BTOPOHl mMpuoOlIiaercs K
MOCTYMUBIIEMY TOKYMEHTY.

4.1.8. Ommb0YHO TMpHUCIIaHHAs KOPPECMOHJCHIMS TMepPechUIaeTCs M0 MPHUHAIEKHOCTH,
€CJIM U3BECTeH aJpec TMojydarens. B TpoTHUBHOM ciiydae KOPPECTOHJCHIMS BO3BpaIacTCs
OTIPABUTEIIO.

4.1.9. KoHBepThl OT MOCTyMHarouieldl KOPPECTIOHJICHIIMM COXPAHSIOTCS W TPWIAralTcs K
JOKYMEHTaM JIMIIb B TOM Clly4yae, KOrJa TOJbKO MO HUM MOKHO YCTaHOBUTH aJpPeC OTIPABUTEIS
WM KOT/la JlaTa MOYTOBOIO IITEMIENs MMEET 3HAaueHHE B KadyecTBE J0Ka3aTelbCTBa BPEMEHU
MOJTyYEHUs JOKYMEHTA.

4.1.10. CneuuanucTOM HE BCKpPBIBAIOTCS KOHBEPTHI MHUCEM C HAANHUCHIO <JIMYHO». OHU
MepeAaroTCs 10 Ha3HAYEHUTO

4.2. [IpenBapuresibHOE PACCMOTPEeHHE TOKYMEHTOB

4.2.1. Cekpetapp TNPOBOJUT NPEIBAPUTEIBHOE PACCMOTPEHUE JOKYMEHTOB B LEJIX
BBIIEJICHUSI M3 BCEro MAaccHBa MOCTYNUBIIEH KOPPECHOHJEHIMH JIOKYMEHTOB, TpPeOYIOINX
00513aTeNIHOTO PacCMOTpeHus AupekTopoM L1Ikossl.

4.2.2. OcHoOBaHHMEM /I NPHUHATHS DPELICHHS B XOAE NPEIBAPUTEIBHOTO PACCMOTPEHHUS
ABIISIETCA COJIEpKAHKE JOKYMEHTA, a HE aJpeCOBaHUE JOKYMEHTa COOTBETCTBYIOIIEMY PAOOTHHKY.

4.2.3. Pe3ynbTaTOM INpEABAPUTENBHOIO PACCMOTPEHUS SABIISIETCS HAIPABICHHE JTOKYMEHTa
nupektopy Ilkonbl WM JOKHOCTHOMY JIMLY B COOTBETCTBMM C YyCTaHOBJIEHHbIM B Illkone
pacnpezieieHneM OO0S3aHHOCTEM MeXAy IUPEKTOPOM U JOHKHOCTHBIMU JIMLIAMU JJIsi BBIHECEHUS
yKa3aHHUs 110 UCTIOJIHEHUIO JOKYMEHTA.

4.3. Peructpauusi JOKyMEeHTOB

43.1. Tlepemaua MAOKYMEHTOB Ha PETUCTPAIMIO TIPOM3BOAMTCS TOJBKO TIOCIHE UX
MpEeABAPUTEIILHOTO PACCMOTPEHHUS.

4.3.2. Perucrpamuum mojuiekar BC€ JOKYMEHTBHI, TpeOyiomme ydeTra, HWCIOTHEHUS,
HCIIOJIb30BaHUA B CIHPABOYHBIX LCJIAX, KaK MHNOCTYHAKOIIUC U3 APYTrux opraHH3aum”1 " OT YaCTHBIX
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JM1LL, TaK U oOpasyromuecs B fesTenbHocTH 11IKoIbl, U perucTpupyroTcs HE3aBUCUMO OT criocola ux
JOCTABKH.

4.3.3. K nokymeHTaM, He MOAJIEKAIIUM PErUCTpallMy, OTHOCATCS IOKYMEHTBI, He TpeOyromiue
UCTIOJHEHUS W HE colepxamue WHPOpMAlKUU, HUCHOJIb3yeMOH B  CIPABOYHBIX  IEJISAX:
[IPUIJIACUTEIbHBIC, I103/PaBUTEIbHbIE IHCbMA, TeEJErpaMMbl, OWIEThl, IUIaHbl, IPOTrPAMMEI
CEeMHUHAPOB, KOH(EpEeHLUI, CUMIIO3UYMOB M JPYTUX TOAOOHBIX MEpONPHUITUH, ITOKYMEHTHI II0
OyXraJTepcKoMy Yy4yeTy, MaTepHhalbHO-TEXHHUYECKOMY OO0ECIeUYEHHUI0, IUIAaHOBbIE, (DMHAHCOBBIE
JOKYMEHTBI, TOCTyHaromue 0e3 CONMpPOBOJAMTEIBHOIO IMUChbMA, PEKIAMHBIE  JIOKYMEHTHI,
KOMMEpYECKHE MpEeAJIOKEHUs, I[e4YaTHble W3/1aHus, YyHU(UUUPOBaHHbIE (GOpPMBI U OJAHKH
JOKYMEHTOB U [JIp.

4.3.4. JIokyMeHTbI, MOAJEKAIINE PErHUCTPALUU, PETUCTPUPYIOTCS B JKypHalle perucTpanuu
BXOJAIIMX JOKYMEHTOB (mpuiokeHue Ne 12) B JIeHb NOCTYIJIEHMS — B cCllydae MOCTYILICHUS
JOKyMEHTa B paboyee BpeMsl; Ha cleayroluil pabouuii JeHb — B cly4ae MOCTYIUIEHUS JOKYMEHTa B
Hepabodee BpeMst; He3aMeUTUTEIBHO — C OTMETKaMu «CpouHO», «OnepaTuBHOY.

4.3.5. Ha noxymenTax, nocrynatouux B ajpec LlIkosbl, B HUKHEM MPaBOM YIiIy JIMLEBOU
CTOPOHBI [IEPBOTO JINCTA JOKYMEHTA MPOCTABISAETCS PETUCTPALIMOHHBIN IITaMI C YKa3aHUEM JAThl U
MOPSAAKOBOTO PETUCTPALIMOHHOIO HOMEpA.

4.4. PacnpenesieHue NOCTYNAKIIHUX JOKYMEHTOB

4.4.1. Ilocne peructpaiu J10KyMEHTHI IEPEAAIOTCS HA paccMOTpeHue aupekropy Ikosnbr.

44.2. llocne paccMmorpenust aupekropoMm  IIIkoibl  1OKyMEHTBI  BO3BpallarOTCs
CeKpeTapro Ul TEPEHECEHHs] YKa3aHWW I10 MCIOJHEHUIO JOKYMEHTa B JKypHAJl pPETUCTpAINH
BXOJAIIUX JIOKYMEHTOB. B COOTBETCTBHMHU € yKa3aHMSMM [0 HCIOJHEHHUIO MOMJUHHUK JIOKyMEHTa
HaIpaBJIACTCA pa6OTHI/IKy, SABJIIAIOIIEMYCA OTBCTCTBCHHBIM HCIIOJIHUTCIICM, a COUCIIOJIHUTCIISAM
HaNpaBJSIIOTCd KONMUHM JIOKYMEHTOB (€CIIM HMEIOTCS), O YeM JIeNaeTcss OTMEeTKa B JKypHaie
perucrpauuy BXOAAIMMX JOKYMEHTOB.

4.4.3. DnexTpoHHbIE COOOIEHUS, TOCHUIAEMBIE 110 3JIEKTPOHHOM MOUTE, UCTIOIHAIOTCS

AHAJIOTUYHO HOOKYMCHTAM Ha 6YM8.)KHI>IX HOCUTCIIIX C Y4YCTOM onpe,ueneHHoﬁ CHeHI/Iq)I/IKI/I B
IMponeCcCe UCIIOJTHCHUS.

4.5. ITopsaaok 00padOTKH M NPOXO0KICHUS HCXOAAIINUX H BHYTPEHHHUX J0KYMEHTOB

4.5.1. lTlopsaok MOATOTOBKM HUCXOASIIMX JOKYMEHTOB BKJIIO4YaeT B cels pabory 1o
COCTaBJICHUIO MPOEKTA JOKYMEHTA, COTJIACOBAHMIO, TOIMMCAHUIO (YTBEP)KICHHIO) U OTIPABKE.

4.5.2. Jlo mepenauu JOKYMEHTa Ha TMOANKMCH HWCIOJHUTENb JOJKEH IPOBEPUTH €ro
coJiepKaHue, MPaBUILHOCTh OQOPMIICHHS], HATMUMe HEOOXOAMMBIX BH3 U NMPHIOKEHHH. JlokymeHT
MIpeICTaBiIsIeTCs Ha MOJIMMCh BMECTE ¢ MaTepHuajaMi, Ha OCHOBAaHUU KOTOPBIX OH TOTOBMJICS.

4.5.3. BuytpeHHue JOKYMEHTbI 0(OPMIISIOTCS M UCHOJHSIIOTCS (MCIIONIB3YIOTCS) B Ipeaeax
[IxombI.

4.5.4. BHyTpeHHUE JOKyMEHTHl (JOKJIAJHBIE 3allUCKH, CIOPAaBKH, CBOAKUK W  [1p.)
paccMaTpuBarOTCsA TEMH JI0JKHOCTHBIMU JIMIIAMU, KOMY OHU HalpaBJIEHBI.

4.5.5. OTBETCTBEHHBIE 3a AEIONPOU3BOACTBO MEPEN CAAUEN KOPPECIIOHIECHIIUN HA OTIIPaBKY
JOJKHBI 00513aTeNbHO MPOBEPUTH MPAaBUIBHOCTh €€ odopMieHHs U ajnpecoBaHusa. KoHBepToBaHue
KOPPECHOHJIEHIIMM ¥  JAPYTUX  IIOYTOBBIX  OTIPABJIEHUH  IPOU3BOJUTCS  CTPYKTYPHBIMH
noapasaeneHusMu HIkomsl.

4.5.6. Perucrpanusi OoTIpaBiIsIEMbIX JOKYMEHTOB OCYIIECTBISETCS B JEHb UX IMOJANUCAHUS
(yTBepIKIeHUS) WIIM Ha CIeAYIOmuid pabouuii AeHb. PerncrpannoHHBII HOMEp JOKyMEHTa W JlaTa
perucTpali  MPOCTABISIOTCS HA IMOMAJUMHHMKE JOKYMEHTAa B pEKBU3UTaX OjlaHKa M Ha
konuy, ocratonieiica B aene Illkonsl. CrnpaBodHBIM anmaparoM sl MCXOMAIUX JOKYMEHTOB
SIBJSICTCSI KYPHAJ PETUCTPAIMU 3TUX JOKYMEHTOB (Tipriioskenne Ne 12).

4.5.77. OtnpaBKy  HUCXOISAIIMX  JOKYMEHTOB  MPOW3BOIUT  cekperapb.  CpouHas
KOPPECTIOHICHITHSI OPOPMIISIETCS U OTIPABIISIETCS CEKpeTapeM He3aMeTUTENBHO.


https://1obraz.ru/#/document/118/31056/pril12/
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4.5.8. Cexkperapp MpOBEpSET MPABWIBHOCTh OQOPMIICHUS HCXOIANIUX JTOKYMEHTOB,
MIPOU3BOJIUT COPTHPOBKY TOKYMEHTOB I10 CIIOCO0Y AOCTaBKH KOPPECIIOHACHIINH ajipecaTy (IIpocTas,
3aKa3Has, MeXJIyHapoaHas U 1p.). HenpaBuibHO oQoOpMIIeHHbIE JTOKYMEHTBI U KOPPECIIOHAEHIIMS
HECITy)KEOHOTO XapakTepa K OTHpaBKe HE MPUHUMAIOTCS W BO3BPALIAIOTCA JIMILY, TOATOTOBHBILEMY
JOKYMEHT.

4.5.9. OrnpasisieMass 1O IOYTE€ KOPPECHOHICHIMS IPOXOAUT YIAKOBKY, aJpECOBAHHUE,
IIPOCTABJICHUE CTOUMOCTH ITOYTOBBIX YCIYT U Iiepeiady Ha OTIIPaBKY B MECTHOE OTJICIEHUE CBS3H.

4.5.10. Ha 3aka3Hyi0 KOppPECHOHJCHIIMIO, Ha JIOKYMEHThI C MOMETKOM «/[ns ciyxebHOro
[I0JIb30BaHUSA» COCTABISICTCA PEECTP, KOTOPBIM 3aTeéM BO3BpAlLlaeTCs CEKPETapro C PacluCcKoil
paOOTHHKOB MOYTOBOTO OTAETCHHUS CBSI3M WIM HMHOTO JIMIA, OOECHeYMBAIOIIETO OTIPABKY
JOKYMEHTOB.

4.5.11. TIlepemaua ¢ HCIOJB30BAaHHEM CPEICTB (HAKCUMHIIBHOW CBSI3M JOKYMEHTOB,
COJZIepKALIMX CIYXKeOHYI0 HH(POpPMALUI0 OrpPaHUYEHHOIO paclpoCTpaHEHHs, B TOM YHUCIE C
noMeTkoil «Jlimst cimy>)keOHOTO TMONIb30BaHMs», HE paspemaercs. Kareropuyecku 3amperiaeTcs
nepezaya 1o cpeicTBam (pakCUMUIBbHOMN CBA3HM CEKPETHBIX TOKYMEHTOB.

4.5.12. C ncnonp30BaHueEM CpeaCTB (PaKCUMUILHOU CBSI3U MOTYT OBITh IEpEAaHbl MaTepUaIbl
TEKCTOBOTO, TaOJMYHOTO MM TIpaUUecKoro  XapakTepa, MCIOJHEHHbIE TUIOTPadCKUM,
MAIIMHOMMCHBIM WJIM PYKONHMCHBIM CHOCOOOM B UYEPHOM HMJIM TEMHO-CHHEM IIBETE€ C YETKUM H
KOHTPAacCTHbIM M300pa)keHHeM (IlepBble SK3EMIULIPbl WJIM HUX KCEpOKONWHU) Ha Oenoil Oymare c
MUHHMAaJIBLHON BBICOTOH OYKB U 1tudp 2 mm. O0beM mepeaBaeMoro B TeYEHUE OJJHOTO CEaHca CBS3H
JIOKYMEHTA, BBIIIOJIHEHHOr0 Ha Oymare opmaTta A4, He 10JKEH MIPEBBILATH MATH JIUCTOB.

4.5.13. OTBETCTBEHHOCTh 3a Cojep)aHue HH(pOpMAIMH, TIEpPeIaBaeMOi C UCIOJIL30BAHHEM
cpeAcTB (paKCHUMUIIBHOM CBSI3M, BO3JIAaraeTcs Ha MCHOJIHMUTEINS, MOJrOTOBUBLIETO (pakcorpammy AJis
nepeaayn.

4.6. Oco0eHHOCTH PA0OTHI € JJICKTPOHHBIMH JOKYMEHTAMHU

4.6.1. B [llkose co3natoTcst U UCTIONb3YIOTCS:

. JJIEKTPOHHBIE  JTOKYMEHTBI,  CO3/laBaeMble B  DJJEKTpOHHOH  ¢opme  0e3
MIPEIBAPUTENILHOTO IOKYMEHTHPOBAHUS HAa OyMa)KHOM HOCHUTEIIE;
. 9JIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJy4YEHHbIE B pe3ylbTaTe CKaHUPOBAHUS

JIOKYMEHTOB UM XPAHSILUECS B CUCTEME JIEKTPOHHOI'O JJOKYMEHTO000pOTA.

4.6.2. TlpueM U OTHpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISAIOTCS OTBETCTBEHHBIM 3a
BeJIeHUE Jienonpoun3BocTea B [lkorne.

4.6.3. DneKTpoHHbIE JOKYMEHTBHI CO3Jal0TCs, O0OpaldaThIBAIOTCSI M XPAHATCA B CUCTEME
3JIEKTPOHHOTO I0KyMeHT0000poTa I1IK0BI.

4.6.4. DneKTpOHHBIH JTOKYMEHT JIOJDKEH ObIThb odopmieH 1o OOHmMM IpaBHiIaM
JIeTIOTIPOU3BOACTBA U HMMETh PEKBU3UTHI, YCTAaHOBJEHHbIE ISl AHAJOTHYHOTO JIOKyMEHTa Ha
OyMaXHOM HOCHTEJIe, 32 UCKIIOYEHHEeM OTTHCKa Medyatu U u3olOpaxeHus ['ocymapcTBeHHOro repba
Poccutickoii denepanumn.

4.6.5. Jlna mnonarBepkKAECHUS IMOJUIMHHOCTH  AJIEKTPOHHBIX  JTIOKyMeHTOB B  IlIkome
UCTOJNB3YIOTCS  3JIEKTPOHHbIE IU(POBbIE MOANUCH. Vcmonb3yeMble CpeAcTBa 3JIEKTPOHHOM
1M (POBON MOJMUCH JTOJKHBI OBITH CEPTU(UIIMPOBAHBI B YCTAHOBIEHHOM TOPSIJIKE.

4.6.6. Enununeil ydyera 5SJIEKTPOHHOTO JOKYMEHTa SIBISETCS DJIEKTPOHHBIA JOKYMEHT,
3apETUCTPUPOBAHHBIA B CHCTEME DJIEKTPOHHOTO JOKyMeHTooOopoTa IlIkombel. DmeKTpoHHBIHA
JOKYMEHT, UIMEIOIINN TPUIIOKEHNUS], PETUCTPUPYETCS KaK OJIMH JOKYMEHT.

4.6.7. Tlocme OTHpaBKHU 3JIEKTPOHHOTO JTOKYMEHTA, 3aBEPEHHOIO JJIEKTPOHHOW MOIIHCHIO
YIIOJIHOMOYEHHOTO JIOJPKHOCTHOTO JIMIA, TOCBUIKU a/IpecaTy ero Konuu Ha OyMa)KHOM HOCHTENe, KakK
IIPaBUJIO, HEe TpeOyercsi, 3a MCKIIOYEHHEM OTBETOB Ha OOpalleHUs Ipak[JaH, MOCTYNUBIIMX IO
MH(POPMAIIMOHHO-TEJICKOMMYHUKAITMOHHBIM KaHalaM, Ha KOTOPBIEC 3asBUTENIO JTACTCS MHUChMEHHBIH
OTBET, HAIIPABJISIEMBbIH 110 TIOYTOBOMY a/Ipecy, yKa3aHHOMY B OOpaIlCHUH.

4.6.8. icnionHEeHHBIE 3JIEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B JieJa B COOTBETCTBUU
¢ HoMeHKJatypoil aen IlIkonbl M MHAEKCUPYIOTCS B MOPSJIKE, YCTAHOBIEHHOM B OTHOLICHWHM JIEM,
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COCTAaBJICHHBIX M3 JOKYMCHTOB Ha 6YM3}KHOM HOCHUTCIIC. HpI/I COCTaBJICHMHM HOMCHKJIATYPEI €1 B
3aroJIOBOK A€Jia BKJIIFOYACTCS YKa3aHUC ((QHGKTpOHHBIe JAOKYMCHTLBD?.

4.7. UndopmanuonHasi 6e30acHOCTH

4.7.1. Undopmanmnonusie pecypcbl IlIkonaer mo mocTymy (BO3MOKHOCTH HCIOJIb30BAHUS)
MOJIPA3CIAIOTCS HA OTKPBITYIO (OOIIEAOCTYIHYI0) HH(pOpMANHIO, CIYX)eOHYI0 HHPOPMAIUIO H
MH(OPMALIHNIO OTPAHUYEHHOTO PAaCIPOCTPAHEHUs (IOCTYyIIa).

K kareropum OTKpbITOW WHGOpPMAMA OTHOCUTCS WHGOpMAIUs, COJCpXKAIascs B
nokyMeHTax M 0a3ax nganHHbIX LIKojbI, HEMOCPeICTBEHHO 3aTparvBarollas MpaBa U HHTEPECH
IpaX/iaH.

K «kareropun ciyxeOHON wuHPOpMAUu OTHOCUTCS HHpOpMAIMS, COAepxkallasics B
IOKyMeHTax M 0a3zax manubix LlIkosbl, mpenHazHaueHHast A JODKHOCTHBIX JIMI] U PaOOTHUKOB
[Ikomnpl, MpU BBHINOJIHEHUH HMH CBOMX (YHKIMOHAIBHBIX OOS3aHHOCTEW, HE 3aTparuBarolas
HampsIMyl0 TIpaBa W MHTEPECHl TPAXKIAH W HE OTHOCAMIASCS K KAaTErOPpHH OTPAHHYECHHOTO
pacnpocTpaHeHus (JI0CTyma).

K kareropum wuHpOpMANIMK OTPAHUYEHHOTO PACIPOCTPAaHEHHsS (IOCTYHa) OTHOCHTCS
uHpopmanusa, coaepkamascs B JOKyMeHTaXx # 0a3ax [JaHHBIX, BKIJIIOYAIONIAs CBEIACHHS
KOH(PHUACHIIMAIBHOTO XapaKTepa.

Bes undopmanus, cogepkamascs B JOKyMeHTax M 0a3ax maHHbIX LIKombl, IO yMOT4aHHUIO
SABIISIETCS OTKPBITOW M 0OmenocTynHoW. MckioueHne cocraBisieT WH(OpMAaIys, OTHECEHHas K
KaTeropusiM CIIy>KeOHOM U OTPaHHUUYEHHOTO PACIPOCTPAaHEHUS (IOCTyMa).

4.7.2. Jloctyn monp3oBarenieil K HWH(DOpPMAMM OTPAaHUYHMBACTCS IyTEM OTHECEHUs
nH(OpMAILIUY K COOTBETCTBYIOIIEH KaTEropuM W HAJIO)KEHHEM Ha Hee COOTBETCTBYIOLIEro rpuda
orpaHudeHusi pacnpoctpaneHus. Mudopmamus orpanudeHHoro aocrymna cHadxkaercs rpudom «Jlis
CITy>ke0HOTO TOJIH30BAHUS.

[IpaBomM oTHeceHUs: MHPOPMAIMU K KAaTETOPUH OTPAHMYEHHOTO JOCTyNa W HAJOXKECHUS
COOTBETCTBYIOIIEro rpuda ob1aaeT aBTOp JOKYMEHTA M0 COTJIacoBaHUIO ¢ qupekTopom LIIkomsr.

JlokymMeHTHpOBaHHAass WHQOpPMANKs OTPaHUYEHHOTO pAcIpOCTpaHEeHUs 0e3 CaHKIHU
JOJKHOCTHOTO JIMIIA, YCTAHOBUBILIETO PEXHUM OTPAHMUYEHHOTO PACIPOCTPAHEHUS MM JTAHHOTO
JOKYMEHTa, HEe MOMJIeKHUT pas3rialieHuio (pacrpocTpaHeHuio). IIpegocraBieHue Mosib30BaTessim
J0CTyMa K JaHHOW MHGOPMAIUU OCYIIECTBISIETCS UCKIIOYUTENHHO M0 COTJIACOBAHUIO C YKa3aHHBIM
JOJKHOCTHBIM JIMIIOM ITyTE€M 014 COOTBETCTBYIOIICH 3asBKH.

Jlo7KHOCTHBIE JTNTIA, TPHHSBIINE pElIeHre 00 OTHECEHUH WH(POPMAaINH, 3aQUKCHPOBAHHON B
JOKYMEHTE, K KaTeropud OTPaHHMYEHHOTO pPaclpOCTPaHEHHs, HECYT OTBETCTBEHHOCTh 3a
000CHOBAHHOCTb NMPUHATOIO PELIEHUS U €T0 COOTBETCTBUE JICUCTBYIOIIEMY 3aKOHO/1ATEIbCTBY.

4.7.3. Jluunele nena paOOTHUKOB, JHYHBIE KAPTOYKU PAOOTHHUKOB, TPYAOBBIE KHUKKHU
pabOTHUKOB, MPHKa3bl MO JTHYHOMY COCTaBY JTOJDKHBI XpaHUThCS B ceiie WM B METAUIMYECKOM
mkady.

brnaHky TpPyMOBBIX KHMKEK 1O Mepe HEOOXOIAMMOCTH BBITAIOTCS OTBETCTBEHHOMY JIUITY
KaJIpOBOH CITyKObI. 3aMucu B TPYAOBOM KHIKKE MOJMUCHIBAET TUPEKTOP IIKOJBI. YUeT, XpaHEHUE U
BbIIa4y OJIAaHKOB CTPOTOW OTYETHOCTH: JUILUIOMOB, BKJIAQJIBIIEH K HHUM, CBHUICTENIHCTB,
yIIOCTOBEPEHUI BeIET 3aMECTUTENb AUpEeKTOpa. branku xpaHsaTcs B ceide.

4.7.4. YcTraHOoBKa W SKCIUTyaTallys MPOTPAaMMHOTO OOECTIeUeHHUs, TOIYYSHHOTO U3 JIFOOBIX
HMCTOYHUKOB W BBITIONHSIONIETO (YHKIMH, HE CBS3aHHBIC HEMOCPEJACTBEHHO C BBIMIOJHEHUEM
paboOTHUKAaMU CBOMX JOKHOCTHBIX 00sI3aHHOCTEN, KaTEropHUUYeCcKy 3arpelieHa.

4.7.5. Bes mpencraBieHHas B AJEKTPOHHOM Bujae HH(popmaius, nocrynaromas B Llkomy,
B 0053aTEIbHOM MOPSIIKE MOAJICKHUT MPOBEPKE aHTUBUPYCHBIMU CPEJICTBAMHU.

4.7.6. DNEeKTpoHHas I[OYTa MOXKET HCIOJIb30BAThCSA IOJB30BATENSAMU TONBKO IS
oOMmeHa MH(pOpMAaIMEH, OTHOCSIICHCS K KaTeropud OTKPHITOW U CIy)KeOHOH. 3ampernieHo
WCIOJIb30BATh JIEKTPOHHYIO TOYTY JJsl TMepefadyd HWHQPOpPMAIMH, OTHOCSIICHCS K KaTeropwuu
OTPaHUYEHHOTO PACIPOCTPAHEHUSI.
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5. KoHTpoJIb 32 HCTIOJITHEHUEM IOKYMEHTOB

5.1. Opranu3anusi KOHTPOJIS

5.1.1. KoHTpoJto no/yIexar Bce 3aperucTpUpOBaHHbIE JOKYMEHTBI, TPEOYIOLIME NCIIOTHEHUS.
KoHTpob MCHOIHEHMS TOKYMEHTOB BKJIKOYAET: YYE€T, IOCTAHOBKY Ha KOHTPOJb, KOHTPOJIb CPOKOB
UCIIOJIHEHUS, HEeMOCPEACTBEHHYIO MPOBEPKY XOJa HCIOJHEHMs, MPOBEPKY KauecTBa HCIOJIHEHU,
aHaJIU3 pe3yJIbTaTOB MCIIOJIHEHHUS.

5.1.2. KoHTpoJb 32 UCHOJHEHUEM JOKYMEHTOB YCTAHABJIMBAETCS B LEJAX OOECHEUEHUs UX
CBOEBPEMEHHOTO M KayeCTBEHHOTO HCIIOJIHEHHUs, TIOBBIIICHUS YPOBHS OpPraHU3aTOPCKON paboThl U
UCIIOJHUTEJIbCKOM TUCLIUIUIMHBIL.

5.1.3. [Ipu mocTaHOBKE MOKYMEHTa Ha KOHTPOJb Ha MPaBOM BEpPXHEM IOJe JOKYMEHTa
JIeJIaeTCsl OTMETKA O KOHTPOJIE, KOTOPYI0 0003HAYa0T CJIOBOM (LITAMIIOM) «KOHTPOJIb)

5.1.4. KoHTpOJII0 O/AIEKAT IPUKA3bI, PEILICHUSI COBETOB, a TAK)KE JJOKYMEHTBI, [TOCTYIIAIOIIIE
Ha uMs aupekrtopa Llkomsl.

Opranu3zaiys KOHTPOJIS UCIIOJHEHUS BKIIIOYAET B ceOsl:

° IMOCTAHOBKY JOKYMCHTA HAa KOHTPOJIb;

° MOHHUTOPHHI" UCITOJTHCHUA KOHTPOJIbHBIX HOpyLIeHI/Iﬁ JOKYMCHTOB;,
° CHATUC UCIIOJIHCHHOI'O JOKYMCHTA C KOHTPOJIS,

° HaIpaBJICHHUEC UCITIOJIHCHHOI'O JOKYMCHTA B JCJIO.

5.1.5. PykoBoauTenu CTPYKTYpHBIX MOJpa3AeieHuil 00s3aHbl paccMaTpUBAaTh COCTOSHUE
WCTIOTHUTENILCKON TUCIUILIMHBI IO JOKYMEHTaM ¢ TopydeHusiMu aaMuHucTparuu [komsl, a Takxke

JIOKYMEHTBI, MOCTYNUBIINE B aJpeC CTPYKTYPHOTO MOAPA3ACIICHUS] U TPEOYIOIIUE HCIOJHEHUS U
IIOJArOTOBKH OTBETA.

5.1.6. JIokyMeHT cUMTACTCS MCIIOTHCHHBIM, KOTJIa PeIICHBI OKOHYATEIIFHO BCE IMOCTABJICHHBIC
B HEM BOTPOCHI M COOIIO/IEHBI CIEIYIOIINE CPOKH:

. €CJIM B IOKYMEHTE ITOCTABJIEH CPOK MCIOJHEHUS — B YKA3aHHBIA CPOK;

. JOKYMEHTHI 0€3 YKa3aHusl CpOKa UCIOIHEHUS — B MECSIUHBIN CPOK;

. €CJIM B IOKYMEHTE UMEETCsI [IOMETKA «CPOYHO» — B TPEXAHEBHBIHN CPOK;

. nopy4eHus 6e3 yKazaHusl KOHKPETHOH J1aThl HCIIOJTHEHUS — B MECSYHBIM CPOK;

. C IIOMETKOH «ornepaTuBHO» — B 10-HEBHBIN CPOK;

. 1o OOpalleHusIM TpakaaH, TPEOYIOUM JOMOJIHUTEIBHOTO U3YyYeHUsI U MPOBEPKH, —

710 OJTHOT'O Mecslia CO JIHS PErHCTpalli, 110 OCTalIbHBIM — He OoJiee 15 nHei.

Cpox ucuuncisieTcst B KaJIeHJapHbIX JHIX € AaThl MOANUCAHNS JOKYMEHTA.

Ecnu mocnenHuil AeHb WCHOMHEHMs JOKYMEHTAa TNPUXOAUTCS Ha Hepabouui JieHb, OH
MO/JICKUT UCTIOJTHEHUIO B MPEIIECTBYIOMINMA eMy pabouuil 1eHb.

[Ipy HeoOXOAMMOCTHM TMPOJUIEHHS CpOKa HCIIOJHEHHS JIOKyMEHTa OTBETCTBEHHBIN
WCIIOJIHUTEIb MPEJICTABISIET HAa UMS AUPEKTOPA, JABILIEro MOpyyeHHe, MOTUBHPOBAHHYIO MTPOCKOY O
€ro MNpOMJICHMM HE IO3JHEe YeM 3a TPU AHS JO HCTEYECHMS YCTAHOBJIICHHOIO CpOKa, C 4YeM
CBOEBPEMEHHO Tepeaercs nHpopMalus B IPUEMHYIO AUPEKTOPA.

5.2. IlopsAIOK CHATHSA JOKYMEHTOB ¢ KOHTPOJIA

5.2.1. JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJISL, €CIIU PELICHBI TOCTABJICHHbIE B HUX BOIPOCHI HIIU
aBTOpaM JIaH OTBET IO CYIIECTBY.

IIpoMeKyTOUHBIN OTBET, PaBHO KaK U 3aIllpoC 10 UCIIOIHAEMOMY JOKYMEHTY WU YaCTUYHOE
WCIIOJTHEHUE TIOPYYEHHUS], HE ABJISIETCSI OCHOBAHHUEM ]ISl IPU3HAHMS IOKYMEHTA UCITOJTHEHHBIM.

5.2.2. CHATH TOKYMEHT C KOHTPOJSI MOXKET TOJBKO JOJDKHOCTHOE JIMIO, KOTOPOE MMOCTABUIIO
€ro Ha KOHTPOJIb.

5.2.3. OcHOBaHMEM ISl CHATHUS C KOHTPOJIS IOKYMEHTOB € MOpydeHHsIMU upekropa Ikoms
ABJISICTCA JOKYMEHT — OTBET, NMOJNMCAHHBIA JHUPEKTOPOM, €ro 3aMecTUTeseM, JIMOo crpaBka 00
HCIIOJIHEHUH JOKYMEHTA 3a MOAIUCHI0 PYKOBOAUTEINS CTPYKTYPHOIO ITOAPA3ICIICHHUS.

6. YdeT u XpaHeHHe nevaTeil, IITAMIOB U 0JIAaHKOB
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6.1. O6s13aTeTbHOMY y4Y€Ty MOJJIKAT BCE BHIBI TE€YaTed W IITAMIIOB, OJaHKHA CTPOTOM
OTYETHOCTH, KOMAaHANPOBOYHBIE YJIOCTOBEPEHHUS, CITYKEOHBIE 3aJJaHNs, TPYIOBbIC KHIKKH.

6.2. Yuer Bcex meuareii W ImrammoB, umerommxcs B lllkome, Bemercst B crenUaIbHOM
xypHaue (npunoxerne Ne 13).

6.3. )KypHanel y4era BKIIIOYAIOTCS B HOMEHKIATypy Aed. JIMCTBI WX HymepyroTcs,
MPOIIMBAIOTCS M OTIEYATHIBAIOTCA.

6.4. [leyaTn 1 mTaMIBI TOJDKHBI XPAHUTHCS B cei(ax MM METAUIMYECKUX IKagax.

6.5. OTBeTCTBEHHOCTh 3a XpaHEHHWE M UCIOJb30BAaHUE I[€YaTeH, IITAMIIOB HECYT
JIMIa, OTBETCTBEHHBIE 32 BEJICHHE JICIONPON3BOJICTBA.

6.6. YHUuTOXKECHNE OJIAaHKOB MPOU3BOAUTCS IO aKTy C OTMETKOW B COOTBETCTBYIOIIUX
KypHaJax ydJera.

6.7. IleyaTy 1 IWITAMIIBI YHUYTOKAIOTCS 110 AKTY.

6.8. [IpoBepka Hamuuus medaTeld, MTAMIOB U OJAHKOB, a TAKXKE IMOPSAAKA UX XPaHEHHS U
WCTIOJIH30BAHUS TPOU3BOIUTCS KOMHCCHEH HE pexe OHOTO pa3a B roJl OAHOBPEMEHHO C IMPOBEPKOM
COCTOSIHHMS JICJIOTIPON3BO/ICTBA.

7. CocTaBjieHHEe HOMEHKJIATYPHI J1eJ

7.1. HomeHnkmarypa nen — CHUCTEMAaTU3MPOBAHHBIM MEPEUCHb 3aroJIOBKOB (HAUMEHOBAHHIN)
JieNl, 3aBOJUMBIX B 00pa3oBaTeNbHON OpraHM3alMM, C YKa3aHHEM CPOKOB HX XpaHEHUs,
oopmieHHBI B ycTaHOBIIEHHOM mopsake. HoMmeHknatypa nen mpeaHasHadeHa JUuisl TPYNIUPOBKA
WCIIOJIHEHHBIX JIOKYMEHTOB B JIeja, CHCTEMaTH3aluid M Yyd4eTa [ell, OMNpEIENICeHUsS CPOKOB HX
XpaHEHUs U SBJISETCS OCHOBOM JJIsi COCTaBJICHMS ONUCEH JeJl MOCTOSHHOTO M BPEMEHHOIO (CBBIIIE
10 5eT) XpaHeHHus, a TakxKe JUIsd yyeTa Jel BpeMeHHOro (710 10 JieT BKIIOUUTENbHO) XpaHEHHSL.

7.2. Homenknatypa nen oOpa3oBaTelbHOW OpraHu3alldid COCTaBISETCS PabOTHUKOM,
Ha3HA4YE€HHBIM MPUKA30M PYKOBOAUTENS 00pa30BaTEIbHOM OpraHu3aluy (Jajee — OTBETCTBEHHBIH) B
COOTBETCTBUHM C YCTaBOM 0Opa30BaTENbHON OpraHu3allid U TOJOKEHUSIMH O €ro CTPYKTYPHBIX
MOJIPA3/IeIeHUsX, IUTATHBIM paclucaHueM, IJIaHaMu U OTYeTaMu O padoTe, MepeYHsIMU JIOKyMEHTOB
C yKa3aHHEM CPOKOB MX XpaHEHMs, HOMEHKJIAaTypaMmH JeJl 3a MpellecTBYyIoue roasl. M3ydarorces
JOKYMEHTBI, 00pasyroliiecs B JesITeIbHOCTH 00pa30BaTEIbHOM OpraHM3allud, UX BHJIbL, COCTAB U
COJIEp/KaHUE.

7.3. CTpyKTypHBIE TOJpa3eleHuss exeroaHo, He mo3aHee 30 HOAOps TEKyImero rojaa
COCTABIJIIIOT TMEPEYHH JIOKYMEHTOB, KOTOpble 00pa3yloTcs B IpolLecce JesITeIbHOCTH H
MPEJICTAaBISIIOT WX  OTBETCTBEHHOMY JUI1  (OPMHUpPOBaHUS  CBOAHOW  HOMEHKJIATypbl  JEll.
OTBETCTBEHHOCTh 3a OPIraHMU3AlMI0 CBOEBPEMEHHOI'O COCTABJIEHUS IIE€PEYHS JOKYMEHTOB JUIf
HOMEHKJIATYphI JieJ1 00pa30BaTeIbHOM OpraHMU3alMyi BO3JIAaraeTcsi Ha PyKOBOJUTENEH CTPYKTYPHBIX
MIOAPA3ACIICHUMN.

[Tpu HEoOXoaUMOCTH NJsl CTPYKTYPHOIO MOJpPA3AEICHHUs] MOXKET COCTaBJISATHCS OTHAEIbHas
HOMEHKIaTtypa nein. HomeHknarypa e CTpYKTYpHOTO IOJAPa3Aei€HUs COCTAaBISETCS JIMLIOM,
OTBETCTBEHHBIM 3a BEJICHHE JEIIONPOU3BOJCTBA CTPYKTYPHOIO MOAPA3EIECHHUS, COTIaCOBLIBACTCS U
MOJIMUCHIBACTCS PYKOBOJAUTENIEM CTPYKTYPHOTO IMOJpA3/eiCHUss M TPEACTaBIAETCS pPaOOTHUKY,
OTBETCTBEHHOMY 3a OpTaHU3allMI0 JIEJIONPOM3BOJICTBA W apXHMBHOE /€0 B 00pa3oBaTeIbHOM
OpraHM3alHH.

7.4. Homenknmatypa nmen o0pa3oBaTeNbHOW OpraHM3allid Ha MPEACTOSIIUA  TOJ
COCTABIISICTCSI/YTOUHSIETCS B TOCJIEIHEM KBapTaje TEKYILIero roja, BU3UPYETCS OTBETCTBEHHBIM 3a
apXHB, COTJIACOBBIBACTCSA C IOCTOSHHO JEHCTBYIOMIEH SKCIMEPTHOM KOMHCCHEW o0pa3oBaTelbHOM
opranuszanuu. B KOHIIE KayKJ10T0 roja HOMEHKJIaTypa JIeJT yTBEPKAAETCA
JTUPEKTOPOM 00pa30BaTeNbHOM OpraHu3aluy 1 BBOJUTCS B IeCTBUE C 1 SSHBaps CIeAYIOUIEro roja.

B caysae HeoOXOAMMOCTH BHECEHHMS B HOMEHKIATYpy /€1 3HAUYUTEIbHBIX U3MEHEHUIH
HOMEHKJIAaTypa JeNl TMOJIeKUT mepepadoTke. l3MeHeHuss yTBEpKIAlOTCA MPUKA30M WU
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KOPPEKTUPOBOYHBIM JIUCTOM. HebombIe u3MeHEeHUs BHOCSATCS B YTBEPXKIEHHBIM pabouuit
IK3EMILISAP HOMEHKIIATYPBI JeI.

7.5. Tlopsmok cocraBieHUsT HOMEHKIATypsl Jen. Homenkinatypa odopmisercs 1o
yTBepxkIeHHOH hopme (npuiioxenue Ne 14).

Howmenknarypa nen noapasaesnsiercst Ha pasiesibl, KOTOPbIE paciojaraloTcs B COOTBETCTBUU C
YTBEPXKJICHHBIM IITATHBIM PACHUCAaHWEM O0pa30BaTeNbHOW OpraHu3anuu. Ha3BaHusMu pa3nenos
HOMEHKJIATYphI JIeJ SIBIISIOTCSA HAMMEHOBAHHUS €€ CTPYKTYPHBIX IMOAPA3JICICHUN WIM HamlpaBlIeHUS
NESTEIILHOCTH.

7.5.1. B rpade 1 HOMEHKIATYPHI AC] MPOCTABIISIOTCS MHICKCHI KaXKIOTO Jiea, BKIFOYEHHOTO
B HOMEHKJaTypy. MHaeke nena coctout u3 nudpoBoro o0o3HaueHus (Kojaa) U MOPsSIKOBOTO HOMepa
3arojioBKa Jena Mo HoMmeHkiatype. WHaekchl nen  0003HayaroTcss apaOCKuMu — HU(paMu.
Hanpumep: 12-05, 20e 12 — obo3nauenue (xo0), 05 — nopsaokoswiii Homep 3a20108Ka Oeld 8 pazoeie
HOMEHKIAmypbl 0ell.

B HOMeHKiaTrype e COXpaHSIOTCS OJMHAKOBBIC WMHJIEKCHI JUIS OJHOPOJHBIX U
MEePEXOAAIIUX JEI.

7.5.2. B rpade 2 HOMEHKIATYpPHI JIe] MPOMUCHIBAIOTCS 3aTr0JIOBKH JIETI.

3arooBOK Jeja 4eTKO, B 0000IIEeHHOH QopMe OTpa)kaeT OCHOBHOE COJEpP>KAaHUE M COCTaB
JTOKYMEHTOB jiesia. OCHOBOM JI1 HAMMEHOBAHUS (3aroJIOBKA) JCIT SIBJISIFOTCS BOIIPOCHI, OTPAYKAIOIITHE
3a1auu U QyHKIMH 00pa3oBaTeNIbHON opraHu3anuu. HanMeHoBaHUs TONOTHSIOTCA yKa3aHUEM poJia
3aBOJUMOTO JieJla WM PA3HOBHIHOCTH JIOKYMEHTOB (IIOCTAaHOBJIICHUS, PACIOPSDKEHUS, MPHKA3HI,
MIPOTOKOIIBI U T. 11.). Ecniu nieno, BkiIroyaeMoe B HOMEHKIIATYpY Aell, COCTOUT U3 OAMHAKOBBIX BUJIOB
WM Pa3HOBHUIHOCTEH IOKYMEHTOB, B 3aroJIOBKE TaKOTO Jielia yKa3bIBAaeTCs HAMMCHOBAaHUE BUJIOB
JOKyMeHTOB, HanpuMmep «lIpuka3bl 1o OCHOBHOH nesTenbHOCTUY. He nomyckaercss ynorpebieHue B
3arojIoBKe Jejla HEKOHKPETHBIX (HOPMYIMPOBOK («pasHbIE MaTepHallbly», «OOIas TepernucKay,
«UCXOJIAIIasl TEPernucKa», «BXOMASIIME JIOKYMEHTBI»), a TakKe BBOJHBIX CIIOB, CIIOXHBIX
CHUHTaKCUYeCKnX 000poToB. He momyckaercst ymorpeOiieHHE COKpAIICHHBIX CJIOB HAaWMEHOBAHHMA
TEPPUTOPUATBHBIX OPraHOB HCIOJTHUTEIHHOW BIACTH, YUPEXKIECHUH U OpraHu3aluid, Kpome
o(pUIHATEHO YCTAHOBIICHHBIX COKparieHuid. Eciu meno OyaeT cocTosATh M3 HECKOJIBKHX TOMOB WITH
gacTel, TO COCTaBiseTCs OOLIUII 3arojoBOK Jena, a 3aTeM NpHU HEOOXOIUMOCTH COCTaBISIOTCS
3aroJIOBKY KaXKJIOTO TOMa (4acTH), YTOUHSIOIIUE COJIEp KaHe 3arojIoBKa Jiefa.

[Topsimok pacmonoXKeHHs 3aroJIOBKOB JIe BHYTPU Pa3esioB U MOAPa3AeIOB HOMEHKIIATYpPhI
JIeNl OTPEJENAeTCsS CTENEHBI0 BAKHOCTH JIOKYMEHTOB, COCTaBISIONIMX JIeNa, U UX B3aWMOCBS3bIO.
Bnauane pacmonararoTcs 3aroiioBKM JIeN, COJAEPIKAIIUX OPTaHU3alMOHHO-PACIIOPSIAUTEILHYIO
JOoKyMeHTaluio. Jlamee pacronaratoTcsi 3arojoBKH JIed, COJEpKalliX IUIAaHOBBIE U OTYETHBIC
JOKYMEHTBI U T.JI.

[Topsimok pacmoioKeHHUs 3aroJIOBKOB JIeJ BHYTPU Pa3/eioB M MOJPa3felioB HOMEHKIATYPhI
TSI OTIPEICIIICTCSl CTEIICHBIO BAYKHOCTH JIOKYMEHTOB, COCTABJISIONINX JeNIa, M UX B3aWMOCBS3bI0. B
Hayalie pacloiaraloTCs 3aroJIOBKM JIed, COJEpXKAIlUX OpPTaHH3aI[MOHHO-PACTIOPSTUTEIBHYIO
JOKYMEHTAITUIO. 3ar0JIOBKH JIeJl MOTYT YTOYHSTHCS B Iporiecce GOPMUPOBAHUS U OPOPMIICHHUS JICIT.

B HOMeHKIaTypy Hen BKIIOUYAIOTCS TakKe Jejia, He 3aKOHYEHHBbIE MPOU3BOJICTBOM jefa
MPOLUIBIX JIET (IEPEXOISAIINE).

7.5.3. I'pada 3 HOMEHKIATyphl N1l 3alOJIHAETCS B TEUEHHE KaJICHIAPHOIO ToAa — MpH
(hopMHUPOBaHUH HOBOTO JIeJIa, TIPH 3aKPBITUH JIeJIa U TI0 OKOHYAHUHU KaJCHIaPHOTO To/1a.

[To moctmxenun neiaoM oovema B 250 JIMCTOB, TOM 3aKPBIBACTCS M OTKPHIBAETCSI HOBBIA TOM.
B rpade mocnenoBarenbHO YKa3bIBAIOTCS HOMEpa TOMOB M KpalHWE JAThl JIOKYMEHTOB KaXKJIOTO
toma. Hanpumep «T1 — 11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021».

DNeKTPOHHBIE JieJla Ha TOMa He pa3JensaioTcs. Bee ainekTpoHHbIe TOKYMEHTHI, HE3aBUCUMO OT
X 00beMa, BKITIOYAIOTCS B OJTHO AJIEKTPOHHOE JEIIO.

7.5.4. B rpade 4 yka3pIBaeTCs CpPOK XpaHEHHUs Jeja, HOMEpa CTaTed IO THUIIOBOMY WJIH
BEJIOMCTBEHHOMY IepeuHto, (heaepaabHOMy 3aKOHY WJIM HHOMY HOPMaTUBHOMY IIPABOBOMY aKTy.

7.5.5. B rpade 5 «lIpumeuyaHnue» yKa3bIBAIOTCS CICIHAIBHBIC CPOKH XPAaHCHHS eI,
MIPOCTABJISIOTCS. OTMETKHU O 3aBEJACHUU Jie (B TOM YHCIIE B AJIEKTPOHHOM BUJE), O BBIICTICHHUH JE K
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YHHUYTOXCHHUIO 110 HCTEYCHUHN CPOKOB UX XPaHEHHS, O MECTEe XPAHEHHUS ITOJTMHHUKOB JOKYMEHTOB, O
nepeaaye /el B APYryt0 OPraHru3aluio sl IPOJODKEHUS U Ap.

B rpade nmemarorcsi OTMETKHM O MEPEXOJIIMX JeaxX C YKa3aHHEM CTaporo MHJICKca Jeiia B
ciydae ero usMmenenus. Hanpumep «llepexomsmiee ¢ 2016 2. B 2016 - 2019 ee. — 0. 2-2-11».

[To nemam, KOTOpBIE TIO KAKMM-THOO NMPHUYMHAM B TEYCHUE ToJla HE 3aBOJWINCH, B rpade
«[Tpumeyanue» HOMEHKIIATYPHI €T denaemcs 3anucy — «/leno e 3a600unocvy. Ilpu sTom B rpade 3
MPOCTABIISICTCS IPOYCPK.

7.6. o okoHYaHWM TOJa B KOHIIE HOMEHKJIATYPHI €] JIelaeTCs HWTOrOoBas 3amuch O
KOJIMYECTBE 3aBE/ICHHBIX JIeNT (TOMOB).

7.7. TlopsimoKk  pacmoJOKEHHs 3arojIOBKOB JIeJ BHYTPH pa3felioB M MOJPAa3/EIoB
HOMEHKJIATYPHI JIeJI OTPEACISICTCS CTCIEHBI0 BaXXHOCTH JTOKYMEHTOB, COCTABIJIIONIUX JeNla, U HUX
B3aMMOCBsI3bI0. BHauane pacrmonararoTcs 3aroJioBKM €N, COJACpXKAalluX OpraHU3allOHHO-
pacropsauTeIbHYI0 JOKyMEHTaIH0. J{ajiee pacnoararoTcs 3aroJIOBKH e, COACPIKAIINX TIaHOBbIC
1 OTYCTHBIC JOKYMCHTBI U T. /.

8. ®opmupoBanue u opopmiieHue e

8.1. ®opMupoBaHUeE Je] — TPYIIIUPOBKA UCIIOTHEHHBIX TOKYMEHTOB B JIeJia B COOTBETCTBHUH C
HOMEHKJIATYpOH JIeJI U CUCTeMAaTHU3aIus JOKYMEHTOB BHYTPH JIeJa.

8.2. lena B lIkone hopMHUpYIOTCS B CTPYKTYPHBIX MOPA3ICICHUSIX.

8.3. UcnonHeHHble MOKyMEHTHI IOJKHBI B 10-IHEBHBIM CPOK CHAaBaThCS HCIOJIHHUTEIIEM
JIMIY, OTBETCTBEHHOMY 3a BEJEHHUE JEJIONPOU3BOJACTBA B CTPYKTYPHBIX MOAPA3ACICHUSAX, IS
dbopmupoBanus ux B jnena. Homep nena, B KOTOpoe OJDKEH OBITH MOAIIUT JOKYMEHT, ONPEICIISCT
PYKOBOJAMTEINb CTPYKTYpHOTO mnozapazjeneHuss IIKoabl WM MCHOJHUTEIb B COOTBETCTBUHU C
HOMEHKJIaTypoi gen. Ha pokymente mnpoctaBisitorcs oTmetka «B  gemo  Ne...», moamuck
WCIIOJTHUTEIIS UM PYKOBOJUTENS CTPYKTYPHOTO MOJIpa3IeieHus, 1aTa.

JIoOKyMEeHTBI BHYTPH JI€J1a PAcIioaraloTcsl B XpOHOJIOTMYECKON MOCIIe10BaTEIbHOCTH.

8.4. KoHTponb 3a mpaBUIBHOCTHIO (DOPMUPOBAHUS €T OCYIIECTBISETCS OTBETCTBEHHBIM 3a
apxuB [Ikomsbr.

8.5. [Ipu popmupoBaHuM J1e1 HEOOXOAUMO COOIIOIATh CIIEAYIONINE OOIIHNEe paBuIa:

® TIOMEIIATh B JIEJO TOJHKO MCIIOJHEHHBIE JIOKYMEHTHI B COOTBETCTBUH C 3ar0JIOBKaMU
JIeJT 1I0 HOMEHKJIaType;

® TPyNOUPOBATH B JIENO TOKYMEHTHI OJIHOTO KaJIEHITapHOT'0 To/a;

® pa3deNbHO FPYNIUPOBATh B Jella JOKYMEHTHI MOCTOSSHHOTO U BPEMEHHOTO CPOKOB
XpaHEHUs;

e [IOMENIaTh B JieJia KCepOKONUHU (hakcoB, Tene(OHOrpaMM Ha OOIIMX OCHOBAaHUSX;

e B JIeTI0 HE JIOJDKHBI TMOMEMIAThCA JOKYMEHTHI, IOJUIeKAIlde BO3BpATy, JIHIIHHE
9K3EMIUISPBI, YePHOBUKH: 110 00BEMY JIeNI0 HE JIOJDKHO MpeBbimarh 250 mucToB win 4
CM.

e [lpm Hammuuu B Jele HECKOJbKMX TOMOB (YacTei) WMHIEKC | 3aroJIOBOK Jiefia
MIPOCTABJISIIOTCSL HA KAKIOM TOME C TOOABIIEHHEM «TOM 1», «ToM 2» (TIOCIIeTHUN ).

8.6. PacniopsauTenbHble TOKYMEHTHI TPYNIUPYIOTCS B Jiefia IO BUJAM B XPOHOJOTHUYECKOM
MOPSIIKE C OTHOCSAIIMUMHUCS K HUM TIPHIIOKEHUSMU.

VcraBbl, MONOXKEHUS, MHCTPYKUHUH, YTBEPKJICHHBIE PpPACHOPSAUTENbHBIMUA JOKYMEHTaMH,
SIBJISIIOTCS TIPUJIOKEHUSIMU K HUM M TPYNITUPYIOTCST BMECTE ¢ YKa3aHHBIMHU JOKyMeHTamH. Eciu ke
OHM VYTBEPXKJEHbI B KAueCTBE CAMOCTOATENIbHOIO JIOKYMEHTa, TO WX TPYNIHUPYIOT B
CaMOCTOSITENIbHBIE JIela.

[Ipukaspl MO0 OCHOBHOW AESTEIBHOCTU TPYHNIUPYIOTCS OTIAEIBHO OT MPUKA30B MO JIMYHOMY
COCTaBYy.

[Ipuka3pl 0 JTMYHOMY COCTaBY IPYNIIUPYIOTCS B Jieja B COOTBETCTBUM C YCTAaHOBJICHHBIMU
CpPOKaMH UX XpaHEHUSI.

[IpoToKomBI B i€ie pacnoiaraloTcs B XpOHOJOTUYECKOM MOPsiAKE O HoMepaM. JIOKyMEeHTBI K
MIPOTOKOJIaM, CTPYIITUPOBAHHBIE B OTAEIIbHBIE J€J1a, CACTEMAaTU3UPYIOTCS 10 HOMEPAM IPOTOKOJIOB.
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VYTBepKIAEHHBIE IIaHbI, OTYEThI, CMETHI, JIUMHUTBI, TUTYJIbHbIE CIIUCKU U APYTHE TOKYMEHTHI
IPYHIUPYIOTCS OTAEIBHO OT IPOEKTOB.

JIOKyMEHTBI B JIMYHBIX JEJIaX PACIOJIAratoTcs 110 MEPE UX MOCTYIICHHUS.

[lepenncka rpynnupyercs B paMKax OJHOIO KaJEHJApPHOIO rojila U CUCTEMaTH3UPYETCS B
XPOHOJIOTMYECKOH TOCIEA0BATEIIBHOCTU: TOKYMEHT — 3alIPpOC — JOKYMEHT — OTBET.

8.7. lena IlIkomnb! moasnexaT 0(OPMIICHHUIO TIPU MX 3aBEICHUH U TI0 3aBEPIICHUU TOAA.

Odopmnenue aena — MOArOTOBKA Jiefla K XpPaHEHHUIO BKIIOYAeT B ce0s KOMILIEKC paboT 1o
ONMCAaHUIO JIeJla Ha OOJIOKKE, IMOJAIIMBKE, HyMEpaluu JIMCTOB U COCTaBJICHHUIO 3aBEPUTEIBHOU
Haanucu. OgopmiieHue Jen IpoBOAUTCS PaOOTHUKAMU CTPYKTYpHbIX monpasaeneHuil Llkomsl, B
0053aHHOCTH KOTOPBIX BXOJHT 3aBeJeHHE U (hOpMUpOBAHHE JIE)I, TPU METOJUYECKON MTOMOIIH U MO
KOHTpPOJIEM

apxuBa [lIkobl.

8.8. B 3aBHCHMOCTH OT CpPOKOB XpaHEHHs IPOBOJUTCS MOJIHOE WJIK YaCTHUHOE O(OpMIICHHUE
Jell.

[TomHOMY OQOpPMIICHHIO TOAJIEKAT Jela MOCTOSTHHOTO, BpeMmeHHoro (cBbime 10 1er)
XpaHeHus (10 JTMYHOMY COCTaBy, JIMYHbIE /11 YBOJIEHHBIX paboTHUKOB). [lonHoe odopmienue nena
IpelycCMaTpUBaeT:

. MOJIIIMBKY WJIM TBEPABII Meperuier Aena;

. HyMEpaLUIO JUCTOB B JIEJIE;

. COCTaBJICHHE JIMCTa-3aBEPUTEIS;

. COCTaBJICHHE B OCOOBIX Ciydasx (Mpu O(GOpPMIICHUH JMYHBIX TN, JJIs ydeTa 0co0o
LIEHHBIX JOKYMEHTOB) BHYTPEHHEH OIUCH JJOKYMEHTOB JI€1a;

. BHECEHUE HEOOXOJMMBIX YTOYHEHUN B PEKBU3UTHI OOJOXKKM Jena (yTOUHEHHE

Ha3BaHUS MO/Ipa3AeieHNs, MHIEKCa U 3arojIoBKa Jienia, JaThl Jesa 1 Jp.).
8.9. Jena BpemenHoro (no 10 jeT BKIIOYUTENBHO) XpaHEHUS MOJIEKAT YACTUUHOMY
0 OpMIICHHUIO.

Honyckaercs:

. XPAaHUTH JIeJIa B CKOPOCILIMBATEIAX;

. HE TPOBOJIUThH NEPECUCTEMATU3ALNIO JOKYMEHTOB B JIEJIE;
. JIMCTHI JieJIa HE HyMEpOBaTh;

. 3aBEPUTENIbHBIEC HAJIIUCH HE COCTABIIATS.

8.10 JlokymeHTHI, MOJyIeKaIre MoJTHOMY O(pOPMIICHUIO, TIOIIIMBAIOT HA YEThIPE MPOKOJA B
TBEPAYIO OOJOXKKY M3 KapTOHA WM TEPErIeTAIOTCS C YYeTOM BO3MOXKHOCTH CBOOOTHOTO UTEHHS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M pe3oyronuii Ha HuX. [IpM MOATOTOBKE Jei K TOJIINBKE
(meperuieTy) METAITMYECKHE CKperuieHus (CKOOBI, CKpenmKH) W3 JIOKYMEHTOB yhanstoTcs. lema
MTOCTOSTHHOTO XPaHEHHsI, COCTOSIINE U3 HEPOPMATHBIX JTOKYMEHTOB, XPAHITCS B 3aKPBITHIX TBEPIIBIX
Markax ¢ TpeMsi KJlallaHaMH U C 3aBs3KaMHU.

[Ipu Hanuuuu B f1e1€ HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHUXKEK U JP.) ITH
JIOKYMEHTBI BKJIAJBIBAIOTCA B KOHBEPT, KOTOPHIM 3aTeM MOALIMBAETCS B 3TO nAeno. llpu nHanmuuuum
OOJBIIIOTO KOJMYECTBA TAKUX JOKYMEHTOB OHU MOTYT W3BIMAThCA U3 JEN, H Ha HUX COCTaBIISICTCS
OTJIeJIbHAs OIHUCH.

B koHI1€ Ka)X10T0 /1e71a TOAMTUBAIOTCS YUCThIEe OJIaHKU (HOPM JIJIsl 3aBEPUTEITHHON HAIIHCH.

8.11. B mensx oOecnedeHuss COXPAaHHOCTH U 3aKPEIUICHUS TMOPSIKa PaCHOJIOKEHUS
JIOKYMEHTOB, BKJIFOYEHHBIX B JIEJIO, BCE JIUCTHI, KPOME 3aBEPUTEIHLHOTO, HYMEPYIOTCS apaOCKUMU
nudpamM B TPaBOM BEpXHEM YIIIy, HE 3aJeBas TeKCcTa JOKYMEHTa, MPOCThIM TpadudecKuM
KapaHJallloM WIM HyMepaTopoM. YTOTpeOsieHne YepHUI U IIBETHBIX KapaHAalleil uis HyMepaluu
JIMCTOB 3ampeniaeTcsi. BHyTpeHHsIsl OMUCh UMEET CaMOCTOATENbHYIO HyMEpaIuio.

JIuCTBl €7, COCTOALIMX U3 HECKOJIBKUX TOMOB WIJIM YacTei, HyMEpPYIOTCS M0 KaXJA0My TOMY
WJIU YaCTU OTAEJIBHO.
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®ororpaduu, dYepTexH, AUATPAMMBI U JPyrue WIUTIOCTPATUBHbIE U clenuduyecKkue
JTOKYMEHTBI, IPECTABIISIOIINE CAMOCTOSATENILHBIN JIHCT B JIesie, HyMEPYIOTCSI HA 000pPOTHOM CTOpOHE
B JICBOM BEPXHEM YTIy.

CI10’KeHHBIN JIMCT pa3BOpAauMBAETCA U HYMEPYETCSI B IPaBOM BepxHeM yray. IIpu 3Tom nuct
moboro Gopmara, MOAMIMTHIA 32 OJUH Kpall, HyMepyeTcsl Kak OIMH JIMCT; JIUCT, CIOKEHHBIM U
MOJIIIUTHIN 32 CepeInHY, MOAJICKUT TEPEIINBKE U HyMEPYETCs KaK OJIMH JIHCT.

[TopmmTeie B J1€710 KOHBEPTHI C BIOKEHUSMU HYMEPYIOTCS; IPU ATOM BHayajle HyMEpyeTcs
KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM Ka)KJ10€ BIIO)KEHUE B KOHBEPTE.

[TonmmTeie B A€N0 JAOKYMEHTBHI C COOCTBEHHOW HyMepaluel JIMCTOB (BKIIOYas IeYaTHHIE
W3JIaHKUS) MOTYT HyMEpOBAThCS B OOILEM MOPSJIKE WIH COXPAHATh COOCTBEHHYIO HyMEpaIUIo, €CIIU
OHAa COOTBETCTBYET MOPSATKOBOMY PACIIOIOKEHHIO JIUCTOB B JIEJIE.

B cnydasx oOHapyxeHus OONBIIOrO 4YHciaa OIMOOK B HyMepalHMH JHCTOB Jela B
JIEJIONPOU3BOJICTBE MPOBOAUTCA MX mepeHymepainus. [Ipu nepenymepanuu JUCTOB CTapble HOMEpa
3a4EpPKHUBAIOTCA OJHOM HAKJIOHHOW YE€pPTOM M PSOM CTABUTCS HOBBIM HOMED JIUCTA; B KOHLE J€ia
COCTaBJISICTCSl HOBasl 3aBepUTENbHAs HAJINNCh, NPU OSTOM cTapas 3aBepUTENbHAs HaJIKCh
3aUEPKUBAETCS], HO COXPAHSETCS B JEIIE.

8.12. Jlns ydera KoiMyecTBa JHUCTOB B JeNe W (PUKcAlMM OCOOCHHOCTEH WX HyMepaluu
COCTaBJISIETCSl 3aBepUTENIbHAs Haanuch jAena. OHa cocTaBisieTcsl B JieJ€ Ha OTIEIbHOM JIMCTE —
3aBepuTene jena. 3aBepuTerbHas HAAMKUCh COCTABISETCS MO YCTaHOBJICHHOW (opme (MpHiioKeHue
Ne 15).

Bce mnocnenyroniye W3MEHEHHs] B COCTaB€ W COCTOSIHMM Jena (TOBPEXIEHUs, 3aMeHa
MOJUTMHHBIX JTOKYMEHTOB KOIHSMH, NMPHCOSINHEHHE HOBBIX JOKYMEHTOB W T. JI.) OTMEYAIOTCS B
3aBEpUTEIBHON HAIIKUCU CO CCHUIKOM Ha COOTBETCTBYIOIIUIN aKT.

8.13. OO6noxKa /€N MOCTOSIHHOTO, BpeMeHHOTro (cBhimie 10 JieT) XpaHeHHs U O JIMYHOMY
cocTtaBy ohopMIISETCsI IO YCTaHOBICHHOM (opme (mpuitoxenune Ne 16).

Ha o00noxxke ne1 TOCTOSIHHOIO XpaHEHUs BBEpPXYy IMpeaycMaTpUBAETCs MECTO Ul
HaMEHOBAaHMS T'OCYAAPCTBEHHOT'O apXuBa, B KOTOPBIM OHU OyayT MepeiaHbl, a TaKKe apXHUBHOTO
mmdpa B MpaBoM BEpXHEM U JIEBOM HIDKHEM yTJIax.

[Tpu opopmaennn o010KKH eyl HauMeHoBaHue [1Ikoubl yka3bIBaeTcst MOJTHOCTBIO 110 YCTaBY,
B UMEHUTEJILHOM MaJIeXkKe, COKpaIlleHHOE Ha3BaHUE — B CKOOKaX.

O0s13aTenbHBIME PEKBU3UTAMH OOJIOKKH JIeN1a SABJSIETCS yKa3aHUe KOJIMYECTBa JIUCTOB B JIEe,
KOTOpOE MPOCTAaBIISIETCS HA OCHOBAaHMM 3aBEPUTEIbHON HAJIMCHU Jejia, U CpoKa XpaHeHHs Jiena (Ha
JeNaX TOCTOSIHHOTO XpaHEHHs THIIETCS: «XPaHUTh IIOCTOSHHO»), KOTOPBIA MEPEHOCHUTCS Ha
00JIOXKKY J1eJ1a U3 HOMEHKJIATYphI ITOCIIe CBEPKH €ro M0 CPOKAM XPAHEHUS B IIEPEUHE.

8.14. Jlns yuera DOKYMEHTOB OIPEAEICHHBIX KAaTErOpUH Jiel MOCTOSIHHOIO U BPEMEHHOIO
(cBpime 10 7er) XpaHeHMs, y4eT KOTODPBIX BBI3bIBAETCS CHEHM(PUKON ITaHHOM JTOKyMEHTalluu
(JimuHBIE ena, 0c000 IEHHBIE), COCTABIISICTCS BHYTPEHHSS ONUCH IOKYMEHTOB JIela.

BHyTpeHHIOI0 OnHMCh HEOOXOJUMMO TaKXKE COCTaBIATH B JeJlaX MOCTOSHHOTO M BPEMEHHOIO
(cBpmme 10 set) xpaHeHHs, CHOPMHUPOBAHHBIX IO PA3HOBHIHOCTSAM JIOKYMEHTOB, 3aroJIOBKH
KOTOPBIX HE PAaCKPBHIBAIOT KOHKPETHOE COJIEPKAHNE TOKYMEHTOB.

BHyTpeHHsis omuch coCTaBisieTcs Ha OTAEIbHOM JIUCTE 10 YCTaHOBJIEHHOW Qopme
(mpunoxxenune Ne 17), KoTopasi COAECPKHUT CBEIEHHUS O MOPSAKOBBIX HOMEPaX TOKYMEHTOB Jeja, UX
MHJIEKCaX, JaTax, 3aroJIOBKaX U HOMEpax JINCTOB Jiea, Ha KOTOPBIX PACIIONIOKEH KaXKIbI JOKYMEHT.

K BHyTpeHHe#l omucH jaena COCTaBJISETCS UTOrOBas 3aluch, B KOTOPOW YKasbIBaeTcs
muppaMd W TPOIMHUCHI0 KOJIMYECTBO BKIIOYCHHBIX B HEE JIOKYMEHTOB M KOJMYECTBO JIMCTOB
BHYTPEHHEH OIHCH.

BHyTpeHHsS onKCh MOANUCHIBACTCS €€ COCTAaBUTEIEM C yKa3aHHWEM JIOJDKHOCTH, TOJIUCH,
pacmugpoBKY MOAMNKUCH U HyMEpYETCs B Jelie OTACIBHO.

9. Opranusanusi ONepaTHBHOIO XPAHEHHUS JOKYMEHTOB
9.1. C momeHTa 3aBefieHUs U 10 nepenaydn Aen B apxuB LIkomsl gena xpaHATcs Mo MECTy MX
(bopMHUpPOBaHUA — B CTPYKTYPHBIX NOIPA3/ICICHUSX.


https://1obraz.ru/#/document/118/31056/pril15/
https://1obraz.ru/#/document/118/31056/pril15/
https://1obraz.ru/#/document/118/31056/pril16/
https://1obraz.ru/#/document/118/31056/pril17/

31

PykoBomuTenn  CTpyKTYypHBIX — MOJpa3/ieleHuil M pabOTHMKM, OTBEHaroUmue  3a
JIeTIOTIPOU3BOCTBO, 00s13aHBI 00ECIIeYNBATh COXPAHHOCTD JOKYMEHTOB U JIEI.

C uenbl0 TMOBBILIEHUS ONEPATUBHOCTH IIOMCKA JOKYMEHTOB JieJla pAacIojlaraloTcsi B
COOTBETCTBUM C HOMEHKJIATYPOHl J1e.

Ha xopenkax 0010%eK J1eJ1 yKa3blBatOTCsl MHJIEKCHI JeJ1 10 HOMEHKJIAType.

K mokymeHTaM BpeMEHHOTO XpaHEHHs! OTHOCSATCS IOKyMEHTBI CO CPOKOM XpaHEHus: He Ooiiee
10 sieT 1 XpaHATCs MO MeCTy UX (OPMHUPOBAHUS B CTPYKTYPHBIX MOApa3eleHusIX. Jlena BpeMeHHOro
(o 10 ner BKIIOUMTENIBHO) XpAaHEHUS B apXMB HE NEPENAIOTCA U IOJJIEkKAT YHUUYTOXKEHHUIO B
YCTaHOBJIEHHOM TOPSIZIKE.

3aBeplIeHHbIE JeJla [TOCTOSHHOIO U JO0JITrOBpeMEHHOro (cBpiie 10 J€T) cpoKOB XpaHEHMs
XPpaHATCS [0 MECTY UX (JOPMHUPOBAHUS B TEUEHUE JIBYX JIET, a 3aTeM catoTcs B apxuB 11IKkobl.

Jlena BpPEeMEHHOIO CpOKa XpaHEHHUsS XPaHATCS MO MECTy UX (OPMHUpPOBAHHUS B TEUCHHE
YCTAHOBJICHHBIX HOMEHKJIATypOH A€ CPOKOB.

9.2. Bblmaua pnen, O3HAKOMIJIGHME C JIOKYMEHTAMM, HaXOASIIMMUCA Ha OIEPaTUBHOM
XpaHEeHUHU B CTPYKTYpPHOM THojpasjesieHuu, padoTHukam IlIkonbel mpous3BoguTcs ¢ paspelieHus
PYKOBOJICTBA I10]] PACIIUCKY B JKypHaJIe ydeTa BbIIauu JJOKYMEHTOB U3 apxuBa (mpuiokenue Ne 18).

Jlena BBIAAIOTCA BO BPEMEHHOE MOJIb30BaHUE PAOOTHHUKAM CTPYKTYPHBIX MOJpa3/eleHuil Ha
Cpok He Oosee ongHoro wmecsma. llocne wucredeHHs] yKa3aHHOIO CpOKa JEJ0 JIOJKHO ObITh
BO3BPAILEHO HA MECTO €r0 XPaHEHHUSI.

9.3. U3bsiTE TOKYMEHTOB U3 J€J NOCTOSHHOIO XPaHEHUs JONYCKAaeTcs B MCKIIOUUTENbHbBIX
cllyyasix, 10 3arnpocaM KOMIETEHTHBIX OpPraHOB M IPOU3BOAMUTCS C MHMCbMEHHOIO pa3pellieHus
nupekropa LlIkonbel ¢ ocraBieHHEM B Jielie 3aBEPEHHOM KOIMHU JOKYMEHTa W aKkTa O IMpHYMHAX
BbIJIa4YX [OJUIMHHUKA.

9.4. CamocTOATEIPHOE YHUUYTOKEHUE TOKYMEHTOB B CTPYKTYpPHbIX MoapaszieneHusx Lkossl
3aIperaercs.

9.5. PaGoOTHHKM CTPYKTYpPHBIX TMOJIpa3JeieHUl HECyT OTBETCTBEHHOCTh 3a COXPaHHOCTH
MOCTYMUBUIMX K HUM JOKYMEHTOB U aKKypaTHOE OOpalleHue ¢ HUMH.

10. ITopsnok nepegayu JOKYMEHTOB HA XPAHECHHE B APXUB LIKOJIbI

10.1. B apxuB Illkosnbl mepemaroTcst Jiena MOCTOSIHHOTO, BpeMeHHoro (cswimie 10 mer)
XpaHEHUs U 110 JINYHOMY cocTaBy. VX nmepeaada nponu3BOIUTCS 1O ONUCAM JEII.

3aKOHYEHHBIE JIEIONPOMU3BOJICTBOM Jiela IOCTOSHHOTO, BpeMeHHoro (cBeimie 10 1er)
XpaHEHUsl U IO JUYHOMY COCTaBy IOCJIE€ OKOHYAaHMs KaJeHJAapHOro roja, B KOTOPOM OHH ObLIM
3aBeJICHbI, MOJUIeKaT O(GOPMIICHHIO B COOTBETCTBUU C HACTOALIEH MHCTPYKLHUEH M NepenarTcs B
apxuB [lIkombl yepe3 ABa rojaa mocje OKOHYaHMsS UX JIEJI0Npou3BoaAcTBOM. [Ipuem ocyiecTsisiercs
1o TpaduKy, COrIACOBAHHOMY C PYKOBOAMTEISIMU CTPYKTYPHBIX MOJPA3JICIIEHUI U YTBEP)KICHHOMY
nupekTopoM Ikobl.

10.2. B nepuoj NMOATOTOBKH CTPYKTYPHBIMM IOJpa3fclICHUsIMU A€l K INeperadye B apXHuB
OTBETCTBEHHBIM 3a apXuB MpPEABApPUTEIBHO TMPOBEPSIET NPABWIBHOCTb UX (HOPMUPOBAHMS,
oopMIIeHHs U COOTBETCTBHE KOJIMYECTBA JIeJl, BKJIIOUEHHBIX B ONUCH, KOJUYECTBY JI€JI, 3aBEJCHHBIX
B COOTBETCTBUHM C HOMEHKJIAaTypoil. Bce BbIsIBIEHHbBIE MPU MPOBEPKE HEJOCTATKH OTBETCTBEHHBIE 32
JIeTTOTIPOU3BOICTBO MO/Ipa3ieieHus 00s3aHbl YCTPAHUTb.

10.3. IlpmeM kaxxaoro naena NPOU3BOAMUTCS OTBETCTBEHHBIM 334 apXWB B INPUCYTCTBUU
OTBETCTBEHHOI'O 3a JIEJIONPOU3BOJACTBO CTPYKTYpHOro mojpasieneHus. Ha sk3emiuigpax omnucu
MIPOTUB KaXIOT0 JeJa, BKIIOYEHHOIO B Hee, JeNaeTcsl OTMETKA O HAJIMYMK Jiena. B KoHIle Kakaoro
9K3EMIUISIpa OMHUCH YKa3bIBalOTCA LU(PPAMU M TPOMUCHI0 KOIUYECTBO (DPAKTUUECKU HMPUHATHIX B
apxuB JieJl, HOMepa OTCYTCTBYIOIIUX /€], JAaTa prueMa-nepeaayn Jell, MOANUCH OTBETCTBEHHOTO 3a
apXx¥B U pabOTHHKA, IEPEIABILETO JIeNa.

10.4. [lena B apXuB TOCTaBISIOTCS PAOOTHUKAMU CTPYKTYPHBIX MOPA3ICICHHH.

10.5. Jlenma BpeMeHHOro cpoka xpaHeHus (o 10 JeT BKIIOUHTENBHO) XpaHsITCS B
CTPYKTYPHBIX TMOJPA3JCIEHUSIX U IO HCTEUYECHUM CPOKOB XPAHEHUs BKIIOYAIOTCA B AKThl O
BBIIEJICHUN K YHMUTOKEHUIO JOKYMEHTOB, HE MOAJIEKAIUX XpaHeHU0. OHU MOTYT IepeaaBaThCs B
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apXuB TOJIBKO B HCKJIIOYHMTENBHBIX ciy4asx mo pemeHuto aupekropa Llxonel. Ilepemaua ux
OCYILIECTBIISIETCS 110 OIUCSM.

10.6. B caydae JUKBUAAIMKA CTPYKTYPHOTO TOAPA3JEICHUS] OTBETCTBEHHBIM  3a
JICIIONPOU3BOJICTBO B TEUCHHE JBYX MECAIIEB C MOMEHTA JIMKBUIAIMH TOJpa3aeieHus: GpopMupyer
BCE MMEIOIMECs TOKYMEHTHl U mepenaer B apxuB IIIkoibl HE3aBUCHUMO OT CPOKOB XpaHEHHS; MPH
peopranuzanuu IKoabl JOKYMEHTHI MEpealoTcs 1Mo akTy IpreMa-nepeiadn MpaBonpeeMHUKY HIIH
IIPH OTCYTCTBUU MPABONPEEMHUKA — B TOCYIaPCTBEHHbBIN apXUB.

11. DkcnepTH3a HEHHOCTH JOKYMEHTOB

11.1. DkcnepTH3a HEHHOCTU JOKYMEHTOB — U3y4EHHE JOKYMEHTOB HA OCHOBAHUU KPUTEPHUEB
UX LIEHHOCTM B ILENAX ONpEeIeNeHUs CPOKOB XpaHEHHs JOKYMEHTOB M OTOOpa HX Ha
roCy/lapCTBEHHOE XpaHEHHE.

11.2. Dkcnepruza ueHHOCTH JOKyMeHTOB B Illkojge Ha cTaguu Jenonpou3BOCTBA
IIPOBOAMTCS: MPU COCTABICHWHM HOMEHKJIATyphl J€NI; B Ipoliecce (GOPpMUPOBAHUS A€ U MPOBEPKU
IIPABUIBHOCTH OTHECEHUs JOKYMEHTOB K JeJlaM; IPU MOJArOTOBKE JIeJ K MOCJIEAYIOLIEMY XpaHEHHUIO;
B apXHUBE B [IPOLIECCE MOATOTOBKU Ha FOCYAapCTBEHHOE XpaHEHUE.

11.3. Jlns opraHuM3aluyd W MPOBEACHUS SKCIEPTHU3bl LEHHOCTH J0KyMeHTOB B Illkoise
CO3/1aeTcs OCTOSTHHO JieicTBYIoMIas sKcnepTHas komuccus (naiee — 9K).

11.4. ®ynkuuu u npasa DK, a Takke opraHuzanus ee padoThl ONpeaeseTcs] MOJ0KEHUEM,
KOTOpPO€ YTBEP)KIAETCsl JAUPEKTOpOM IIKOoJabl U (mwin) cornacoBbiBaercs ¢ OIIK Cmonenckoro
TOPOJICKOI0 apXHBa.

11.5. DOxkcnepru3a UEHHOCTM JOKYMEHTOB IIOCTOSSHHOTO UM BPEMEHHOI'O XpaHEHMUs
OCYILECTBIISICTCA €KEroJHO B CTPYKTYPHBIX MojpasneneHusx ILIKkojasl HEMOCPEICTBEHHO JUIAMH,
OTBETCTBEHHBIMH 32 JIEJIONPOU3BOJICTBO, COBMECTHO ¢ DK mpu HENOCpeICTBEHHOM METOINYECKOM
pykoBojicTBe apxuBa [1Ikomsl

.11.6. OTGop AOKYMEHTOB JJsi TOCTOSTHHOTO XPAaHEHHS IPOBOJUTCS B COOTBETCTBUM C
HOMEHKJaTypoii aein I1IKosbl, TUITOBBIMU U BEJOMCTBEHHBIMH IEPEUHSMHU JOKYMEHTOB C YKa3aHUEM
CPOKOB UX XpaHEHHS ITyTeM ITOCTPAHMYHOTO TIPOCMOTpa JIEIT.

B nenax mocTOSIHHOTO XpaHEHUs MOAJIEXAT U3BATHUIO TyOJIETHBIC SK3EMIUISPHI TOKYMEHTOB,
YepHOBUKH, HEO(OPMIICHHBIE KOITMHU JIOKYMEHTOB M HE OTHOCSIINECS K HUM JJOKYMEHTHI.

Hena ¢ ormerkoit «OITK»/ «3K» moasepraroTcs Takke MOJIUCTHOMY MPOCMOTPY C IIEIBIO
OTIpeJIeJIEHUs] U BBIIENECHUS U3 MX COCTaBa JOKYMEHTOB, MOJJICKALIMX MOCTOSHHOMY XPaHEHHIO.
Hena ¢ ormerkoi «QIIK»/«OK», conmepikaiiye JOKYMEHTHI IMOCTOSHHOTO XPAaHEHHUs, MOJJIekKaT
nepeopMUpOBaHMIO. BpigeneHHble M3 HUX COCTaBa JOKYMEHTHI IIOCTOSIHHOTO — XpPaHEHMs
MIPUCOEAUHSIOTCS K OJHOPOJIHBIM JenaM U odopmisitoTcs B caMocTosTenbHble nena. Cpoku
XpaHEeHUs JIeN, COJAEPIKAIIMX OCTABIIMECS JOKYMEHTBI BPEMEHHOI'O XPaHEHUs, ONpPEIeIIOTCS IO
BEJIOMCTBEHHOMY (M THIIOBOMY) TIEPEYHIO JOKYMEHTOB C YKa3aHHEM CpPOKOB WX XpaHEHUS H
HOMeHKJarype jen. [loammBka BHOBb C(OPMUPOBAHHBIX J€T IMPOU3BOAUTCS TOJBKO IOCTE
3aBepIIEHHUS SKCIIEPTU3bI IEHHOCTH JTOKYMEHTOB.

OnHOBpPEMEHHO C OTOOPOM JIOKYMEHTOB IIOCTOSIHHOIO M BpeMeHHoro (cBeime 10 ner)
XpaHeHHs JUIsl TIepefadydl B apXWB B CTPYKTYPHBIX MOJPA3/ICICHUSX TPOBOIUTCS OTOOp NeN |
JOKYMEHTOB BpeMeHHoro (o 10 ner) XpaHeHMs, MOAJIEKAIIUX JalbHEHIIEMY XpaHEHHIO B
CTPYKTYPHBIX TIOJIPA3/ICTICHUSAX, BBIICICHHE K YHHUYTOXKCHHIO JeJ 3a TMPenblIylIfie TOAbI C
UCTEKIIMMHU CpOKaMH XpaHeHus. IIpu 3TOM yuWTBIBalOTCS OTMETKHM B HOMEHKiIaType aen «/lo
MuHOBaHus HajmoOHOCTH» (JIMH), «IIpu ycnoBuu 3aBepiiieHus MPOBEPKHU (PEBU3UH)» U T. TI.

[TapannensHo MpoBepsieTcs Ka4eCTBO M MOJIHOTA ASHCTBYIOLIEH HOMeHKIaTypsl fen HIkomnsl,
IIPABUIILHOCTH OINPENIEIEHUsI CPOKOB XPAHEHUS [JIEJl, 3aBEICHHBIX B COOTBETCTBUU C HOMEHKJIATYypO
7en1, cOOJI0IeHNE YCTaHOBIEHHOT'O TIOPsiIKa OPOPMIICHUS JOKYMEHTOB U (POPMUPOBAHUS JIEII.

11.7. ApxuB TPOBOIUT OKCHEPTU3y IIEHHOCTH JOKYMEHTOB TIpH OTOOpe WX Ha
rOCYJapCTBEHHOE  XpaHEHHE  IOJA  HEMOCPEACTBEHHBIM  METOJUYECKUM  PYKOBOJCTBOM
MYHUITMIIAILHOTO apXuBa cyobekTa Poccuiickoit denepamuu.
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11.8. B cmyuae oOHapyKeHHUs B TIPOLIECCe MPOBEICHUS IKCIIEPTU3BI IIEHHOCTH JTOKYMEHTOB B
apXMBE HEIOCTAaYM JIOKYMEHTOB IOCTOSIHHOTO XPAHEHHUS COOTBETCTBYIOUIUMHU CTPYKTYPHBIMHU
noapaszaeneHusMu LIKosbl JOKHBI ObITh MPUHSATHI MEPHI 110 PO3BICKY ITUX TOKYMEHTOB.

Crpykrypable noapasaeneaus [1Ikonpl 00s13aHbI CHCTEMAaTUYECKH OIHMCHIBATH JOKYMEHTHI 110
JUYHOMY COCTaBy M JOKYMEHThl BpeMEeHHOro xpaHenusi (cBeimie 10 er), obecrieuynBaTh HX
COXPAHHOCTb U yUerT.

11.9. Ha Bce 3aBepIiiieHHBIE JEIONPOU3BOJICTBOM Jieja MTOCTOSTHHOTO, BpeMeHHOTO (cBbImie 10
JIET) XpaHEHUsS W 1O JIMYHOMY COCTaBy, MPOIIEANINE 3KCIEPTU3Y IEHHOCTH W O(QOPMIICHHBIC B
COOTBETCTBUHM C HACTOSILIUMHU TPEOOBAaHUSIMH, €XKETOJHO COCTaBIsAtOTCA onucu nen. OtnenbHas
OMHUCh JIel TPEACTaBIIsIeT COOOM IMepedyeHb el C CaMOCTOSITEIbHOM BajgoBOM (MOPSIKOBOM)
HyMepalen.

Onucu cocTaBIIAIOTCS OT/AEIBHO HA JIEJIa IOCTOSIHHOTO XPaHEHUs, J1e1a BpEMEHHOTO (CBBILLIE
10 j1eT) XpaHeHusi, aej1a Mo JUIHOMY cocTaBy (mpuioxkenus Ne 19-21).

Ornucu J1e1 COCTaBIISIOTCS B KAKIOM CTPYKTYpHOM mojipazaeneHuu [1IKosbl ekeroiHo B ABYX
AK3EMILIApaX.

[To »TiM onucsiM MoIpa3aeeHus CAAIOT JOKYMEHTHI B apXxuB [1IKoJIbI.

[Ipy HanMuuu B CTPYKTYpPHBIX MOJpa3felieHUSX HEOMHUCAHHBIX JIeJ 32 HECKOJBKO JIET IO
COTJIAaCOBAHUIO C OTBETCTBEHHBIM 3a apxuB [IIKOJBI HA HHMX MOXET COCTaBIATHCS OJHA OMHUCH
(BHYTpH >Ke JieTia pacroJiararoTcs 1Mo TofaM UX 3aBEICHHS).

Onucu  Aenm CTPYKTYPHBIX TOJPA3JICICHHA COCTABJISIFOTCS 110 YCTaHOBIEHHOW Qopme
(mpunoxxkenue Ne 22) u npeacraBisoTces B apxuB LIIkosbl yepes qBa roja mocsie 3aBepiieHus Jel B
Nesonpou3BoAcTBe. OTBETCTBEHHOCTh 332 CBOEBPEMEHHOE U KaUECTBEHHOE COCTaBJIEHHUE OIUCEH e
CTPYKTYPHBIX TOJIpa3ielieHui HECYT PYKOBOJIUTENN ATUX MOJIpa3eieHUN.

11.10. Ilepen BHECEHNEM 3ar0JIOBKOB A€ B OMUCH MPOBEPSIOTCS Ka4eCTBO (POPMUPOBAHUS U
odopmIIeHHUs 1€, COOTBETCTBUE KOJIMYECTBA JIe]I, BHOCUMBIX B OMUCH, KOJIMUYECTBY 3aBEJICHHBIX eI
1o HoMeHknatype [IkoJbL.

[Ipu mpocMoTpe e MPOBEPSIIOTCSA: COOTBETCTBUE 3ar0JI0BKa Jieja COAEPKaHUI0 JOKYMEHTOB
B JIelie; PaBUILHOCTh OOPMIICHUS U TPYIIHUPOBKH JTOKYMEHTOB, BKIFOYEHHBIX B JIEJ0; KaueCTBO
MOAIIMBKYA WJIM TEpervieTa Jieja; MpaBWIbHOCTh HyMEpalMu JIMCTOB Jelia; HajJudyhe B JIeJe B
HEOOXOJUMBIX CIIydasX BHYTPEHHEH ONMUCH; TPaBUILHOCTh ODOPMIICHHS OOJIOKKHU Jea; HATuIhe U
MPaBWJILHOCTH 3aBEPUTEIHHON HaAMUCH Aena. B cnyyae oOHapyKeHUs HapyIICHUs YCTaHOBJIEHHBIX
npaBu1 (opMHUPOBaHUS U OPOPMIICHHUS IS OHH JTOJIKHBI OBITH YCTPAHEHBI.

B cnyuae oOHapyxkeHUs OTCYTCTBUS J€J, YUCTSAIIUXCS MO HOMeHkiarype aen I[llkossr,
CTPYKTYpPHBIM TOJpa3ieficHUeM TPUHUMAIOTCA MeEphl MO HUX pPO3bicKy. OOHapyX eHHbIE [ena
BKJIFOYAIOTCA B OMUCH. Eciau mpuHsAThIE MEphl HE Jalid pe3yJIbTaTOB, TO HAa HEOOHApYKEHHBIC Jela
COCTaBJISIETCSl CHpaBKa O MPUYMHAX OTCYTCTBHUSL €N, KOTOpas MOJIUCHIBAETCS PYKOBOJIUTEIEM
CTPYKTYpPHOTO MOJpa3ieieHIs U NIEpeaeTcsl BMECTE C OMHUCHIO JIeJl CTPYKTYPHOIO MOApa3ICJICHUs B
BEJIOMCTBEHHBIN apXHUB.

11.11. OnmcarenbHasi CTaThsi OMUCH JEJI CTPYKTYPHOTO TMOAPA3ACIICHUs] BKIIOYAET B ceOs
cleyroIre 3IeMeHThl (Tpadbl): TOPSIKOBBIM HOMEp JeNa MO OMKCH; HHJIEKC JieJa; 3aroJIOBOK Jena
(TOMa, YacTu), MOJTHOCTHIO COOTBETCTBYIONIUIM €r0 3aroJIOBKY Ha OOJIOXKKE Jela; Jara jena (Toma,
4acTH); CPOK XpaHEHUs Aela (ToMa, YacTH); KOJTHMYECTBO JTUCTOB B Jiesie (TOME, YaCTH); MPUMEYaHuUe.

[Ipu cocraBiennu onucu Jen COONMIOAAI0OTCS CASAYIOINE TPEOOBAHMS:

° 3aroJIOBKH A€ B OIHMCHU JOJIKHBI COOTBCTCTBOBATDH 3ar0JIOBKaM ACJI B HOMCHKJIATYPC
ACIT 1 TOMY, UTO BEIHCCCHO Ha 06J'IO)KKy, B COOTBETCTBHH C HpHHﬂTOfI cxXeMou CUCTEMATH3alluH,
° KaXZ0€ ACJI0 BHOCUTCA B OIMUCH IOJ CaMOCTOATCIIbHBIM ITOPAJIKOBBIM HOMCPOM. Ecnmu

JIeJI0 COCTOUT U3 JBYX U OoJiee yacTel Wil TOMOB, TO KaXK/1as YacTh WJIK TOM BHOCHUTCS B OIUCH MO/
CaMOCTOSITETbHBIM HOMEPOM.

11.12. T'padbl onucHu 3amoMHSIIOTCS B TOYHOM COOTBETCTBUM C TEMHU CBEIICHUSIMH, KOTOPbIE
BBIHECEHBI Ha 00JIOKKY JIera.

11.13. Tlpu BHECEHMH B ONHUCh TOJAPSAI J€l C OJMHAKOBBHIMH 3arojIOBKAMH ITHIIETCS
MIOJIHOCTBIO 3ar0JIOBOK TEPBOTO JieNia, a BCE OCTAIbHBIE OJTHOPOJIHEIC JieJa 0003HAYAI0TCS CJIOBAMHU
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«To ey, IpH TOM APYrHe CBEJIEHHs O JIelax BHOCATCSA B OIMHUCh HMOJHOCTHIO (HAa KaKOM HOBOM
JIMCTE OIIMCH 3ar0JIOBOK BOCIIPOU3BOAUTCS MTOJIHOCTBIO).

11.14. I'padba ommcu «llpumeyanue» HCMONMB3YETCSA I OTMETOK O TpHeMe Jen, 00
0COOEHHOCTSX UX (PU3UUECKOTO COCTOSIHHSA, O TIepeiaue Jell APYTUM CTPYKTYPHBIM MO/Ipa3AeICHUIM
CO CCBIJIKOH Ha HEOOXOOUMBIHM aKT, O HAJIMYUH KOITUH U T. II.

11.15. B xoHue omucu Beiex 3a NOCIEAHEW OMMCATEIbHOW CTaTbEM JesaeTcss UTOroBast
3aIluCh, B KOTOPOHM yKasbIBaeTcs (LudpaMy U MPOINUCHI0) KOJIMYECTBO JIEN, YUCISLIUXCS IO OIUCH,
IIEPBBIN U MOCJIETHUI HOMEpa /1€ 110 OIUCH, a TAKXKE OrOBapuBalOTCS OCOOEHHOCTH HYMEPALIUU JIE
B OIUCH (JIMTEPHbIC HOMEpPA JeJ1 U NIPOIYLIEHHbIE HOMEpPA).

11.16. Onmce pgen CTPYKTYpHOTO MOAPA3/AEICHUs] IMOJIMCBHIBACTCS PYKOBOAUTEIEM
CTPYKTYPHOTO IOAPAa3AEICHUS.

OnucH CTpyKTYpHBIX IOJIPA3JEJIEHU CIIy>)KaT OCHOBOM JUIsl COCTaBJIEHUSI TOJAOBOIO pasjena
onucu aen IIkossl, mpeaucnoBus, TUTYIBHOIO JIACTA, IOATOTOBKA KOTOPOTO BO3JIAraeTcsl Ha apXUB
[IxoJBI.

11.17. Tlo pe3ynpTaTam SKCHEPTU3bl LIEHHOCTH JIOKYMEHTOB COCTABIIIOTCS OIUCH J€I
[IOCTOSIHHOTO, BpeMeHHOro (cBpiie 10 jeT) XpaHeHHs U IO JIMYHOMY COCTaBY, a TakKe€ aKThl O
BBIJICJICHUM JI€]1 K YHUUTOXKECHHUIO.

11.18. AKT O BBIIEIEHUM K YHUUYTOXKEHUIO JIOKYMEHTOB COCTAaBJISIETCS, KaK IPaBUIIO, Ha
nena Bced Illkonel. Ecnm B akre yka3aHbl Jiejla HECKOJBKHUX CTPYKTYPHBIX IOApA3[EICHUN, TO
Ha3BaHME KaXKIOr0 CTPYKTYPHOI'O IOApA3JENCHUs YKa3bIBA€TCsl IEpesl IPYNION 3arojoBKOB Jel
3TOrO MoApas/eneHus. 3aroJloBKU OJHOPOJHBIX A€, OTOOPaHHBIX AJISI YHUUTOXKEHMsI, BHOCATCS B
aKT MOJ OOIIMM 3aroJOBKOM C YKa3aHHEM KOJIMYECTBa JIeJl, OTHECEHHBIX K JaHHOW rpymme. [lena
BKJIIOYAIOTCA B AKT O BBIACICHUM HMX K YHUUYTOXKCHMIO, €CIU NPEAYCMOTPEHHBIH I HUX CPOK
XpaHeHusT UCTeK K | sHBaps roja, B KOTOPOM COCTaBJIEH aKT, IPU HAJIMYUU YTBEP)KJIECHHOU
(corylacoBaHHO#) OMUCH 3a 3TOT nepuo (mpunoxerne Ne 23).

CornacoBanable DK Illkonel axTel yTBepkaatorcss aupektopoM Illkonbl mpu Hanuuuum
YTBEPXKICHHBIX OINMUCEN €N MOCTOSHHOIO XPAHEHMS M COIVIACOBAHHBIX OMMCEH NIed MO JMYHOMY
COCTaBy 3a TOT ke nepuoji, nocie uvero lllkona umeer mpaBo YHUUYTOXKATh Ji€Nla, BKIIOYEHHBIE B
JTAaHHBIE AKTHI.

[Torpy3ka u BbIBO3 Ha YTHUJIM3ALUIO OCYHIECTBIISIFOTCS MOJ KOHTPOJIEM OTBETCTBEHHOTO 32
apXUB WIH OTBETCTBEHHOTI'O 3a AEJIONPOU3BOACTBO.

12. [lepenaua 10KyMEHTOB Ha XpaHeHHe B MYHUIIMNIAJIbHBIH aApXUB

12.1. B cBoeli nesarenpHocTH apxuB IIIkosnbl pyKOBOACTBYETCSI HOPMAaTHUBHBIMH U
METOJIMYECKUMH JoKyMeHTamu dDeepaibHOro apXMBHOIO areHrcrBa Poccuu, mosjoxkeHuem o0
apxuse.

JlokymeHThl, oOpa3zoBaBmimecss B jedrenbHocTd llIkonel, wuMeromue HCTOPUYECKOE,
KYyJIbTYpPHOE, HAYYHOE, JKOHOMUYECKOE, IIOJUTUYECKOE U ITPAKTUYECKOE 3HAUYECHUE, BXOIAT B COCTaB
ApxuBHoro ¢onma Poccuiickoii denepanvu U Mojyiekar mepenade Ha xpaHeHue B CMOJIEHCKUN
TOPOJCKOHN apXuB

Jena BpemeHHbIX (cBbime 10 J€T) CPOKOB XpaHEHUS M IO JMYHOMY COCTaBY Iepenaye B
MYHUILUIIAIBHBIN apXUB HE IOJIEXKAT, UCKIIFOUEHHUE COCTABIIAIOT CIIy4ad JIMKBUIALUKA OpraHU3alluH.
Takune nena xpanarcs B apxuse LLIKOJIBI ¥ IO HCTEYEHUU CPOKOB XPAHEHUSI TOJIEKAT YHHUUTOKEHHUIO
B YCTQHOBJICHHOM IIOPSIKE.

12.2. Tlepenaya nen B MyHULIMNIATIBHBIA apXHB OCYIIECTBIISIETCS MO aKTy MpUeMa-Tiepeaadu
apXMBHBIX JIOKYMEHTOB Ha XpaHEHHE U B 3apaHee COIVIACOBAHHBIE ¢ MYHMIUIIAIBHBIM apXUBOM
CPOKH.

13. Ucnosb30BaHue JOKYMEHTOB APXUBa IIKOJIbI

3.1. JIoKyMeHTHI U Jiea, HaXOASAIIMecs Ha XpaHEHUH B apXUBE, MPEICTABIAIOTCS PA0OTHUKAM
MoApa3ACiCHnd Juisi paboThl B TIOMEIICHWHM apXWBa HJIM BO BpeMeHHOEe (He Oojiee MecsIa)
I10JIb30BAHKE BHE apXUBa M0/l paCIUCKY B KypHaJ€ y4yeTa BblIau JOKYMEHTOB (1€1).
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PaboTHuku IlIkosasl HECYT OTBETCTBEHHOCTh 3@ COXPAHHOCTb U IPAaBUIIBHOE HUCIOJIb30BAHUE
IIOJIyYEHHBIX apPXUBHBIX JOKYMEHTOB.

3.2. W3bsaTHE NOKYMEHTOB W3 AapXMBHBIX JeJ, Iepefada pabOTHMKaM IOJpa3/ieieHui
apXMBHBIX JIOKYMEHTOB WJIM HUX KONMUH pPaOOTHUKAM JpYIMX OpraHu3anuii 0e3 paspenieHus
PYKOBOJCTBA HE JOITYCKAETCsl.

ITpu paGoTe ¢ apXMBHBIMM JOKYMEHTAaMHU HE pa3pellaeTcsi BHOCUTh B HUX NPaBKy, J€JaThb
IIOMETKH, paboTaTh C HUMU BHE CIIY>KEOHBIX TOMEIIECHUH.
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[Tpunoxenue Ne 1

dopMa aKkTa NpueMa-nepexadn jaes
NP CMEHe 0TBETCTBEHHOI0 32 /1eJIONPOU3BOCTBO,
PYKOBOIHUTEJISI IOAPa3IeIeHusl

(HanMeHOBaHUE 00pa30BaATEIbHON OpraHU3aI|H)

YTBEPXIAIO

(TOJKHOCTD PYKOBOJAMUTETIS)

(moamnuce) (1.0. ®amunus)

(mara)

AKT

(mara)

(MecTo cocTaBIeHHS)

npueMa-nepeiayu Aell pu CMEHE OTBETCTBEHHOTO 3a JIEJIONPOU3BO/JICTBO,
PYKOBOJMTEIIS MOAPA3ACITICHHS

B coorBerctBMM ¢ OpUKa3zoM  OT Ne
nepeaail, a

(®. U. O., nomxuocts nepenatomiero) (d. M. O., TOMKHOCTh TPUHUMAIOIIETO)
MPUHSUT B TPUCYTCTBUM KOMHCCHH, OOpa30BaHHOH Ha OCHOBAaHWHW JAHHOTO IPHKa3a, B COCTaBE
npeaceaaTens

YJICHOB

(®. 1. 0.)

I[OKYMCHTI)I noz[pasz[eneHI/m B COOTBCETCTBHUH C HOMeHKHaTypOﬁ acJ 3a
TOdbI.
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Ne Ha3panue u Ne KoanuyecTtBO KoaunuecTBO
IIpumeuanue
n/n onucH IK3EeMILIAPOB ONMUCH NPUHATHIX J1e]
1 2 3 4 5

HUroro npunsiTo
i &
(mudpaMu ¥ IPOITHCHIO)
CocrostHue JIOKYMEHTOB
(menma Ha CKOPOCHINBATENISAX, TIOIIITUTHI, IEPEIICTCHBI, TPOHYMEPOBAHBI)
Ilepenan Iloamuce N.0. ®amuug
[Ipunsn [Tognuce N.0. ®amunus
[Ipencenarens koMuccun [Moanuce N.0. Gamunus
YneHbl KOMUCCHUU: Iloanucu N.0. ®damunus
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[Tpunoxenne Ne 2
[Ipumep akrta nmpuema-nepeaayuu Jeil npu CMeHe
OTBETCTBEHHOTO 32 JICJIONPOU3BO/ICTBO,
PYKOBOJMTEIIS MOAPA3ACIICHUS

MynunumnansHoe 010pkeTHOE 001meo0pa3oBaTenibHoe yupexaenue «Cpennsist mkoma Ne35»

(MBOY «CII Ne35y)
YTBEPX/IAIO
Jupexmop MBOY «CLLI Ne35»
Heanos U Heanos
05.06.2018
AKT
25.06.2018 Ne 8

2. Cmonenck
preMa-TiepeIavs JIeNI P CMEHE OTBETCTBEHHOTO 32 JISJIONPOU3BOJICTBO

B cootBerctBum ¢ mnpuxazom ot [2.06.2018 Ne 46 Mumpoganosa H.A. nepenana, a
Pomanosa O.K. npunsiia B mpucyTcTBUM KOMUCCHHU, OOpPa30BaHHON Ha OCHOBaHHUH JIaHHOTO TpHKa3a,
B COCTaBe
npeacenarens Meanosou A.U. u unenos Cemenogou JILA. u Jlecnuykou P.H. nOKyMeHTBI
MIOJIpa3/IeIeHUs] B COOTBETCTBHU C HOMEHKJIaTypoi nen 3a 2017 ron.

Ne n/m | HazBanme u Ne onucu KosmnuectBo KoanuectBo | I[Ipumeuanue
IK3EMILISIPOB ONHUCH | MPUHSATHIX
nen

1 2 3 4 5
1 Onucv Ne 1 oden nocmosinuozo |1 42

xpanenus 3a 2014-2017 20061
2 Onucv den Ne 2 no auunomy |1 23

cocmagy 3a 2014-2017 20061
Hroro ipunsTo 65 (wecmvoecsam namv) ned.
CocTosiHEE JOKYMEHTOB U OTHCEH YIOBICTBOPUTEILHOE.
Ilepeoan Mumpocghanosa U A. Mumpogpanosa

Ipunsn Pomanosa O.K. Pomanosa
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Ilpeoceoamenv komuccuu Heanosa A.U. Heanosa
Cemenosa JLA. Cemenosa
Jlecnuykast P.U. Jlecnuykas

O6pa3zerr 0hopMIICHHUSI TIOJT0KECHHS

[Tpunoxenue Ne 3

MynununansHoe 010/pkeTHOE 001eo0pa3oBaTenbHoe yupexaenue «Cpenusis mkoia Ne3 5y

1. O61ue mMoJI0:KeHUs
1.1...

1.2..

2. OcHoBHBIE 32/1a4H
2.1...

2.2...

3. ®yHkuuu

3.1...

3.2...

4. IlpaBa

41...

4.2...

5. O6s13anHOCTH
5.1..

5.2..

6. OTBeTCTBEHHOCTD
6.1...

6.2...

(MBOY «CII Ne35y)

YTBEPXJAIO

(IOJKHOCTD PYKOBOAMUTETIS)

(moamnuce)

(mara)

MOJOXKXEHMUE
HalMEHOBaHUE OTAesa/ciyxk0bl npu Hanuyuu B OO

(®. 1. 0.)
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[Tpumep opopMIICHHS TOTOKEHHS

[Tpunoxenne Ne 4

MynurunansHoe Ot pKeTHOE 001eo0pazoBarenbHoe yupexkaeHue «Cpeaass mkoia Ne35»

(MBOY «CII Ne35y)

IHOJOXKXEHMUE
0 TopsiAKe BeleHUs JIMYHBIX el pa00THHKOB

1. O0mue moJ1okeHU

1.1

1.2.

2. ®opMupOBaHHE JHYHBIX €]l PA00THUKOB
2.1.

2.2.

3. Beaenne TUYHBIX /1eJ1 pa0OTHUKOB

3.1.

3.2.

4. XpaHeHue U y4eT JUYHBIX Je]1 pa00OTHHKOB
4.1.

4.2.

YTBEPK/AIO

Lupexmop MBOY «CLL Ne35»

Hesanos

05.06.2018

5. O¢gopmuileHne JIUYHBIX JeJI pA0OTHUKOB Iepe] ciaveil B apXuB

5.1
5.2.

6. OTBeTcTBEHHOCTH padoToaaTesss 1 pa0OTHHKA

6.1.
6.2.
7. IlpaBa padoroaare/isi U padOTHUKA
7.1.
7.2.

U U Hsanos
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bnank mucema

AJIMUHUCTPALIUA
IroroOaA CMOJIEHCKA
MYHUIIUNIATbHOE 0I0KeTHOe
o0meo0pa3zoBaTebHOE YUpPeKICHHE
«Cpennsisi mkosaa Ne 35
ropoaa CmoJieHcKa
(MBOY «CII Ne35y)

ITerpa Anekceena yi.,1.20,Cmonenck, 214036
Tenedon:(481-2) 55-03-75,
(481-2) 61-29-60
OKIIO 47646011 OI'PH 1026701462578
WMHH/KIIII 6731031661 / 673101001

28.08.2019  Ne

YBaxaembiii(as)

[Tpunoxenue Ne 5

Pexropy 'AY AI10 COUPO
©.1.0.

azapec

(IOMKHOCTD PYKOBOAMTEIISN) (moamnuce)

(. 11. 0.)
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[Tpunoxenue Ne 6

[Ipumep odopmieHus nuceMa

AIMUHUCTPALIIUA Pextopy 'AY 110 COUPO
I'OPOJA CMOJIEHCKA ®.1.0.
MYHHMIMIAJIbHOE 0I01KeTHOe
o0meo0pa3zoBaTebHOE YUpPeKICHUE Jlunosas yxn., 0. 15, ke. 3, 2.
«Cpennsis mkoia Ne 35y Cmonenck, 123456
ropoaa CmoJjieHcKa
(MBOY «CII Ne35y)

ITerpa Anekceena yi.,1.20,Cmonenck, 214036
Tenedon:(481-2) 55-03-75,
(481-2) 61-29-60
OKIIO 47646011 OI'PH 1026701462578
MHH/KIIIT 6731031661 / 673101001

28.08.2019  Ne
Ha M

O npedcmasnenuu 06vACHeHUl NO NOBOOY HESABKU HA pabomy
YBaxkaemas Ceernana BsiueciiaBoBHa!

VBenommsito  Bac 0 eobxooumocmu  npedocmasumv  nucbMeHHvie  OOBACHEHUS ~ NO
no600y HapyuieHus mpyooeol OUCYUNIUHBL, 8 C853U C HeseKoll Ha pabomy 29.06.2018.

[Ipunoxenne

. ciyskeOHas 3anucka Ha 1 mucre B 1 ax3emIuisipe.

C yBaxeHuem,

oupexmop Ilemposa A.U. Ilemposa

babymkuna TarbsiHa BacunbeBHa
8 (123) 456-78-90
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[Tpunoxenue Ne 7
AIMUHUCTPALIUA T'OPOJA CMOJIEHCKA
MYHHMIHUNAJTbHOE 0101KeTHOe 00111e00pa3oBaTe/ibHOEe YUpeKIeHue
«Cpennss mkosaa Ne35» ropoga CmoiieHcka

(MBOY «CII Ne35»)
IIPUKA3
Ne
(mara)
CMoJIeHCK
(MecTo cocTaBieHHsI IPUKA3a)
3aroj0BoK
TTPUKA3BIBAIO:
1.
2.
3.

(IOJKHOCTD PYKOBOAMTEIISN) (moamuce) (1.0. ®amumnus)
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[Tpunoxenne Ne 8
O6pa3zern odopmiteHUs MpUKa3a
AIMUHUCTPALUSA TOPOJA CMOJIEHCKA
MYHUIIMTIIAJTIbHOE OI07KeTHOe 00111e00pa3oBaTe/IbHOE YUpeKIeHHe

«Cpennssa mkosa Ne35» ropoga CMoJieHcka
(MBOY «CIHI Ne35»)

ITPUKA3

14 mapta 2018 rona Ne 27-O

CMOJIEHCK

OO0 opranu3zanum JOKyMeHTo0o00poTa

B nemnsax s dextuBHOrO co3ganust nokymentoB MBOYV Illxona Ne 3

I[TPUKA3BIBAIO:

1. Pabotuukam MOV [llkona Ne 3 co3naBaTh AOKyMeHTHI B coorBerctBuu ¢ [[OCT P 7.0.97-
2016 «CUBU /. Opranu3amnmoHHO-paciopsANTebHasS JOKyMeHTaus. TpeboBanusi K 0(OPMIICHHUIO

JTOKyMeHTOBY (mpuioxenue, nanee — ['OCT P 7.0.97-2016).

2. Cexpemapto babywxkunoiu T.B. He IpUHUMATh JJIsl TPEACTABICHUS Ha MOJAMUCH JUPEKTOPY
JOKYMEHTBI, 0pOpPMIIEHHBIE ¢ HecoOMoAeHneM mpasul, ycraHoBieHHbIXx ['OCT P 7.0.97-2016.

3. KoHTposh HCTIOTHEHUST HACTOSIIIETO TIPUKA3a 0OCMAB/IAI 3d COOOU.

Jupexmop Ilemposa A.U. Ilemposa

babywkuna Tamvsna Bacunvesna, cekpemapo,
(123) 456-78-90, Babushka@sitename.ru

B oeno Ne 01-05 3a 2018 2.


https://1obraz.ru/#/document/97/383888/
https://1obraz.ru/#/document/97/383888/
https://1obraz.ru/#/document/97/383888/
mailto:Babushka@sitename.ru
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Cexpemaps babywxuna
03.07.2018

[Tpunoxenue Ne 9
O6pa3zern ohopMIICHUS TPUTOKECHHA
[Tpunoxenue No 1

K npukazy OO
oT Ne

Iloao:xxenue o

1. O01me moJ10KeHus
1.1. Hacrosimee [TonoxeHue onpenessier craTyc, 1elb, 3a1a49d U TOPSI0K MPOBEICHUS

MEXPErHOHAIBLHOTO KOHKYpca yuammxcst 5—11 kimaccoB «PenpeccupoBaHHasi Jiuteparypay (naiee
— KOHKYPC).

1.2..

2...

2.1...

2.2...
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[Tpunoxxenune Ne 10
O6pasenr opopMIICHHS POTOKOJIA
(1 Bapuanr)

ITPOTOKO.I
3aceaHMs MeAaroru4ecKoro copera

Ne

[Ipeacenarens koMHuCCHH ®amunusa 1.0.

Cekpertapb ®amunus 1.0

neaarorudeCKoro COBCra

IIpucyrcTBoBan: 30 yes. (cUCOK ImpUaraeTcs

)

TloBecTka nHA:

1.0 nopsiike NOArOTOBKU K KOH(pepeHIMHU. J{oKaj 3aMecTUTeNs TUPEKTopa. ..

2.0...

CIIYIIAJIN:

Gammins M.0. — TekCT H0KIaaa npuiaraercs.

BBICTVYIINJIA:

N.O0. ®amumnusa — kparkas 3anuch BBICTYIUIEHUS (OT TPEThEro JuIa €AMHCTBEHHOI'O 4YHCIA).
Bomnpocsl, 0TBeTHI (IPUBOAATCS B MOPSAIKE MOCTYIUICHUS).

PELINJIN:

1.1. OnoOpuTs...

1.2...

Conepsxanne 0co00ro MHEHHSI

2. CJIYIOAJIM...
BBICTVYIIWJIN...
PEIINJIN. ..

2.1.
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[Ipencenarens [Tonnuce N.0. Gamunus
CekpeTaphb 1e1aroruyeckoro [Tonnuce N.0. Gamunus
coBeTa

[Tpunoxenue No 11
O6pa3zer opopMIIeHUs TPOTOKOJIA
(2 BapuaHT)

IMPOTOKO.I
3acelaHHuA MeAaroru4ecKoro copera

Ne

[Ipencenarens koMmuccuu damumug U.0.

Cekperapb ®amumusa 1.0

neaarorudeCKoro COBCra

Bcero uneHnoB coBeta [IpucyrcrBoBano

IloBecTka nHS:

1. O nopsiake MOAroTOBKH K KoH(pepeHuuu. Jloknan 3aMecTUTelNs AMPEKTOopa. . .

2.0...

1. CJIVIOAJIA:

Gammins M.0. — TeKCT H0KIaaa npuiaraercs.

BBICTVYIINJIA:

@amunus U.0. — kpaTkas 3a1IUCh BBICTYIIEHUS (OT TPETHETO JIMLA €IMHCTBEHHOTO YNCIIA).
Bomnpocsl, 0TBeTHI (IPUBOAATCS B MOPSAIKE MOCTYIUICHUS).

PELINJIN:

1.1. Ono6puTsb...

2.2.

Conepsxanne 0co60ro MHEHHSI

2. CJIVIOAJIA:
BBICTYIINJIA:
PEIINJIN:

2.1.
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[IpencenarenbCTBYIOMMIA IMoamnuce N.0. ®amnnns
Cexkperaphp ne1aroru4eckoro IMoamnuce N.0. ®amnnus
coBeTa

ITponomxenue mpuit. Ne 11

O6pasen opopMIICHHS SBOYHOTO JTHCTA

SIBOYHBIN JIUCT
[MEJATOI'MYECKOI'O COBETA
(IpOTOKON OT «__ » 201 roga Ne 00)
Ne
®. U. O. JloJKHOCTD IMoanucek
n/n
1
2
3
4
)
6
7
8
9
10
11
IIpencenarens neparorn4eckoro COBeTa [Tonnuce N.0. ®damunus

Cexkperapb [Toanuce N.0. Gamunus
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[Tpunoxenne Ne 12

KypHaJ perucTpauuu BXOASIIMX JOKYMEHTOB

Pesonronust
ara WJIH KOM
Hara A y
U HOMep HanpaBJsieTcst
NMOCTYNJIeHUS Kparkoe OtMmerka 00
Nen/m JOKYMEHTA, Koppecnonaent JOKYMEHT
AOKyMeHTa/ coziepKaHue HCTIOJTHEHUH
. NPUCBOCHHBbIE (mognuck,
X0 1Iui HOMep
aBTOPOM yI0CTOBEPSIOLIast
NoJiyueHue)
1 2 3 4 5 6 7
KypHan perucrpanuu HCXOASIIMX JOKYMEHTOB
No Jara u Homep
h ara Perncrpanunonnbrii Kpartkoe OKYMEHTAa, Ha OtmMmerka 00
A pan Anpecat p oKy . HUcnoanurenn
/n | AOKYMEHTa | HOMep JoKyMenTa cojiep;kaHue | KOTOPBIii HCTOJTHEHMH
AaeTcs OTBET
1 |2 3 4 5 6 7 8
[Tpunoxenne Ne 13
KypHan y4yera nevarteil ¥ IITAMIIOB
Haumenona Pesyabrar
OTTHCK Meya
HaunmeHnoBanmue HHE bl Ormerka .
OT1T1HC . Tei
neyaTu noapazaene | [oanucek, €KeroJHoi | 00
K (IITaMInoB) Ipu
Ne 1/ (TaMmna), HHUIH nevar | M yaocToBe NPOBEPKH | YHUYTOKEH st e
B aTop AOJIKHOCTH | psIoIIast HAJTMYHS uH,
n " N YHHUTOKEHU | YaHU
3aka3sa, wrramy | MOAYUATEIs | mosyuenue, /i | nevareii HOMep o e
AaTa MOCTYIJIEHH 2) " ara W IITAMIOB, | aKTa n ;Ta
1 bamunus JaarTa nmpose | xara A
BO3BpaTa
noJy4areJst pKH
1 2 3 4 5 6 7 8 9
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®opMa HOMEHKJIATYPHI 1€l

[Tpunoxxenne Ne 14

AJIMUHUCTPALIUS T'OPOJA CMOJIEHCKA
MYHHUIIMNIAJIbHOE 0I0KeTHOe 00111e00pa3oBaTe/IbHOE YUpPeKIeHue
«Cpennss mkosaa Ne35» ropoga CmoiieHcka

(MBOY «CII Ne35»)

HOMEHKJIATYPA YTBEP/XKJAIO
JAEJI

(OJIKHOCTD PYKOBOAMTENSI OPraHU3AL|H )
Ha roa

(moamnuce) (pacundponka

TTOTTUCH )

(mara)

Hnpexc 3arosi0BoK jaejia KosnuecTBo CpOK XPAHCHI
ena (Toma, wacru) e1 (ToMOB) aena (ToMa, YacTH) Ipumeuyanue

A ’ A u Ne crareii o Iepeunio *
1 2 3 4 5
HazBanue paznena
HanmenoBanue JOJDKHOCTH pykoBoautensa Ilonmnucek N.0. ®amunus

CJ'IY)K6BI OopraHu3anuvunu

Buza pykoBoauTens apxuBa (JIHLa,
OTBETCTBEHHOTO 32 apXMB)
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COI'TACOBAHO COI'JTACOBAHO
[Tpotokon [[DK (OK) [TpoTokon DIIK apXuBHOrO yupeKaeHUs
oT Ne oT Ne

[Iponomxenue npunoxenus Ne 14

Hrorosas 3anuce o KaTCropuiax U KOJIMYCCTBEC JICJI, 3aBCICHHBIX B roany
B OpraHu3anuu

B ToM umncie:
ITo cpokam xpanenust Bceero
nepexoasmmx ¢ orMmeTkoii «IITK»
1 2 3 4
ITocTossHOTO
Bpemennoro (cBbie 10 ser)
Bpemennoro (o 10 JeT
BKJTFOUHUTEIHHO)
HUTOT'O:
HaunmenoBanme nomxaoct Iloamuce N.0. damunus
pykoBonutens  ciayxOer  JIOY
OpraHu3aIu
Hara
WroroBsle cBeieHNs NepeaHbl B ApXUB.
HaumenoBanue momkHOCTH nuia, lloamuch N.0. ®amunug

nepeaaBmIero CBCACHUA

[ara
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CDopMa JIMCTA — 3aBCpUTECIIA ACJIa

JIMCT - 3ABEPUTEJIb AEJIA Ne

B nene noamuro u npoHyMepoOBaHO

[Tpunoxenue Ne 15

JIMCTOB

(mdpaMu ¥ IPOTIHCHIO)

¢ Ne o Ne

, B TOM 4YHUCJIC:

JIMTCPHBIC HOMECPA JINCTOB

MIPOMYIIEHHBIE HOMEPA JINCTOB

+ JIMCTOB BHYTPEHHEH OIUCH

OcobenHocTH (PU3NIECKOT0 cOCTOSIHUS U GOPMUPOBAHMA Jej1a Homepa
JINCTOB

1 2

HauMeHnoBaHue NOKHOCTH Tloamuce HN.0. ®amnnns

paboTHuKa

[ara
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[Tpunoxenue Ne 16

dopma 00JIOKKH Jerna
MOCTOSTHHOTO ¥ BPEMEHHOTO
(cBeimre 10 jeT) XpaHeHus

(HamMeHOBaHWE TOCYAapPCTBEHHOTO (MYHUIIMTIIAIBHOTO) apXHBA)

(HaMMEeHOBaHWE OpraHU3aIIH )

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3IEICHNS)

JEJIO No TOMNe

(3arosoBOK nerna)

(xkpaiiHue 1aThl)

Ha JINCTaxX

XpaHUTH




dD. No
Orm.

J. Ne

BHYTPEHHA OIINCH

AOKYMEHTOB Jejia Ne

54

[Tpunoxxenne Ne 17

. Homepa
PerucrpanuoHHbIi Hdara 3aro/ioBok
Ne i/ JIUCTOB Mpumeyanue
HH/IEKC JOKYMEHTAa AOKYMEHTAa AOKYMEHTAa 1ea
1 2 3 4 ) 6
Htoro JIOKYMEHTOB.

(mmdpamMu ¥ IPOIUCHIO)

KonnuecTBo IMCTOB BHYTpEHHEN OIUCH

HanmeHoBaHNe JOIKHOCTH Jnia, COCTaBUBIICTO
BHYTPCHHIOIO OIIMCH JOKYMCHTOB JI€JIa

[ara

(undpamu U IPOIMUCHIO)

Ilonnuce N.0. ®amunus
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[Tpunoxenue Ne 18

O6pa3zerr opopmMIteHUs KypHaa
ydeTa BBIJJaYH JOKyMEHTOB

[TonHOEe HanMeHOBaHUE 00pa30BaTEIbHON OpraHU3alUU

KYPHAJI YYETA BbIJAYU JOKYMEHTOB
u3 apxuBa OO
(omepaTMBHOIO apXMBA CTPYKTYPHBIX MOAPAa3/Ie/eHuil)

Hauar
OkoHueH
[Tpunoxenne Ne 18
Pacnucka Jara Pacnncka
Hdara Komy
Ne ni/m ®ona Ne | Onucek Ne | Jlesio Ne B [IOJIy4YeHUH |BO3BpaTa | B BO3BpPallleHUU
BBIIAYH e BBIIAHO
aena aena aena
1 2 3 4 5 6 7 8 9
HUtoro B TOZy BBIJITAHO nen

(mdpamMu ¥ IPOTHCHIO)

HaumeHnoBanue TOIKHOCTH JIMILA,

COCTaBUBIIIETO BHYTPEHHIOIO
yIp TToamuce HN.0. ®amnnns

OIMUCb JOKYMCHTOB ACJia
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d)opMa OIIMCH ACJI 110 JINYHOMY COCTaBy

(MOIHOE HAUMEHOBAHUE OPraHU3ALIH )

Donx Ne

OITIUCDb Ne

ACII 110 JINYHOMY COCTaBy

3a

roa

[Tpunoxenue Ne 19

Ne HNupexc 3aroJ10BoK Kpaiinue natsi Cpok KoauyectBo Ipumeuyanue
n/n | geiaa Jesa XpaHeHus JINCTOB

1 2 3 4 5 6 7

B nanubIi pa3nen onucu BHECEHO Je,

(unpamu 1 MPONUCHIO)

c Ne o Ne , B TOM YHCJIE:
JUTEPHBIC HOMEpa:

MPOMYIIEHHBIE HOMEpa:

(HauMeHOBaHUE JOJIKHOCTH (TToamucCh) (pacmmdpoBKa MOAMHUCH)

COCTABUTEJIS OTTHCH )

(HaMMEHOBaHUE JIOJDKHOCTU PYKOBOAMTENS apxuBa (Julla,

(monmuck)

(pacmudpoBka
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OTBETCTBEHHOTI'O 32 APXUB))

COI'JTACOBAHO YTBEPXIEHO
[Tpotokoin (3K) OO [Tporokon DIIK apXUBHOTO yUpeKICHUS

oT Ne oT Ne

dopMa onucH Aesl BPEMEHHBIX
(cBeimre 10 yeT) CpOKOB XpaHEHUS

(monHoe HalMEHOBaHUE o0pa3oBaTebHON
OpraHu3aliN)

Donx Ne
OIINCDH Ne

nen BpeMeHHbIX (cBbime 10 jer)

CPOKOB XpaHCHHA

TIOJIITUCH )

[Tpunoxxenne Ne 20

3a rojg

Ne HNupexc 3aroJi10BoK Kpaiinue narsi Cpok KoauuectBo IIpumeuyanue
n/n Jeja aeja XpaHeHUus JINCTOB

1 2 3 4 5 6 7

B nanubIi pa3zien onucu BHECEHO Je,

(mudpamMu ¥ TPOTHUCHIO)

c Ne o Ne

JIMTCPHBIC HOMECpaA:

, B TOM YHCIIC:

MPpOMYyHMICHHBIC HOMCpPA:

(HauMeHOBaHUE JOJIKHOCTH (moamucek) (pactmmdpoBKa MOAMHUCH)

COCTABUTEJIS OTTHCH )
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(HauMeHOBaHUE JOJDKHOCTU PYKOBOAWTENs apxuBa (fuma, (moamuch)  (pacmmgpoBka

OTBETCTBEHHOT'O 32 apXMB))

TTO/ITIMICH)

COI''TACOBAHO
[Tpotokoin (3K) OO
OT Ne
ITpunoxenne Ne 21
dopma onuCH J1eN MOCTOSTHHOTO XPaHCHHUS
YTBEPXKJIAIO
(oJTHOE HAMMEHOBAHUE OPTaHU3AIIHH ) (IOIKHOCTD PYKOBOIMUTEIIS)
®onp Ne
OITIUCDH Ne (moamnuce) (pacmmdpoBKa MOIMHCH)
JIeJl TOCTOSTHHOTO XPaHEHUs
3a roj 20 roja
Ne HNupexc 3aros0BokK gena Kpaiinue natsl KosmnyecTBo IIpumeuanue
n/n aena JINCTOB
1 2 3 4 5 6
Hazpanwue pazgena
B nmanubIi pa3znen onucu BHECEHO e,

¢ No
JUTEPHBIC HOMEpa:

MIPOMYLIEHHbIE HOMEpaA:!

(undpamu 1 MPONUCHIO)

mo Ne , B TOM YHCJIC:

(HaMMEeHOBaHUE JTOJKHOCTH
COCTABUTEJIS OTTHCH )

(monmuce) (pacmmdpoBKa MOAMKCH)
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(HamMeHOBaHUE JOJKHOCTH PYKOBOJAUTEIIS (monmuce) (pacmmdpoBKa MOAMKCH)
apxuBa (JUI11a, OTBETCTBEHHOTO 32 apXHB))

COI'TACOBAHO YTBEPXJIEHO
[Iporokoin (OK) OO [Iporokos OIIK apxuBHOro yupexIeHus

oT No oT Ne

[Tpunoxenue Ne 22

®dopma OmucH e MOCTOSTHHOTO, BpeMeHHOT o (cBbiiie 10 jeT) XxpaneHus
Y TI0 JINYHOMY COCTaBY CTPYKTYPHOTO TOJIpa3/ieJIeHuUs

(mosmHoe HaMMeHOBaHKE 00Pa30BaTEILHON OPTraHU3aIlIH)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3/ICICHNUS)

OIINCDBH Ne

Nenn/m | Mupekce | 3arosioBok aejia Hara neaa | KoanuecrBo Cpoxk xpaHeHus aeja Ipumeuanue
aenaa JUCTOB B JeJj1e

1 2 3 4 5 6* 7

HaszBanue paznena

B nannyto onuch BHECEHO e,

(T pamMu 1 TPOTTHUCHIO)

¢ No o Ne , B TOM YHCJIE:

JIMTCPHBIC HOMCpaA:

MMPpONMYHMICHHBIC HOMCpPA:

(HauMeHOBaHUE JOJIKHOCTH (moamucek) (pactmmdpoBKa MOAMHUCH)
COCTABUTEJIS OTTHCH )
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(HamMeHOBaHUE JOJKHOCTH PYKOBOJAUTEIIS (monmuce) (pacmmdpoBKa MOAMKCH)

apxuBa (JM1a, OTBETCTBEHHOT'O 32 APXUB))

COI'JTACOBAHO
[Iporokoin (OK) OO

oT Ne

Ilepenan

(ttudpaMu ¥ IPOITHCHIO)

nen

PETUCTPAIIMOHHO-KOHTPOJIBHBIX KapTOTEK K JJOKYMEHTaM *.

(HauMeHOBaHUE JIOJDKHOCTH pPaOOTHUKA CTPYKTypHOro  (moamuchk)  (pacmugppoBka

TOpa3CIICHHS] ) TIO/ITTHICH)
« » 20 roja
[Tpunsn JIeNl A

(urdpaMu U IPOMKUCHIO) (urdpaMu U NPONKCHIO)

PEruCTpaiuOHHO-KOHTPOJIBHBIX KAPTOTCK K JOKYMCHTAM.

(HauMeHOBaHUE JOJIKHOCTH (moamucek) (pacmmdpoBKa MOAMKCH)
paboTHUKa apXuBa)

« » 20 rojaa
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[Tpunoxenue Ne 23

d)opMa aKTa 0 BBIJICJICHUHM K YHUYTOKCHUI0O TOKYMEHTOB,
HE MoAJIeKalluX XpaHCHUI0

(MOJTHOE HAUMEHOBAHHUE OPTaHHU3AI[HH )
AKT
Ne

(MecTo cocTaBJIeHHS)

O BBIACJICHUHU K YHUUTOXCHUIO JOKYMCHTOB,

HC IMOJICKAIUX XPAHCHUIO

Ha ocroBanun

YTBEP/XKJIAIO

(1OJKHOCTD PYKOBOAMTETIS)

(moamuce) (pacmugpoBka

MOJIITUCH)

20 roga

(HaSBaHI/IC M BBIXOJHBIC JAHHBIC NCPCUYHA JOKYMCHTOB C YKAa3aHUCM CPOKOB HUX

XpaHEeHus)

OTO6paHBI K YHUYTOKCHHUIO KaK HC UMCIOIIHNC HaquO-HCTOqueCKOﬁ HECHHOCTH U YTPAaTUBIINC

MpaKTUYECKOEe 3HaYeHHE JOKYMEHTHI (poHaa Ne

(Ha3Banue GoHIA)

Ne 3aronoBok gena | I'oabl Homep Homep KosmuecrBo | Cpokn IIpumeuanue
n/m | (rpynnoBoi onucu* el. Xp. 1o |en. xp. XpaHeHUs
3aroJI0BOK onucH U HOMepa
JAOKYMEHTOB) crarei
M0 NMepevyHIo
1 2 3 4 5 6 7 8
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Hroro el. Xp. 3a TOJIBL.

(mudpaMu ¥ IPOIHCHIO)

Onucu aen NOCTOSITHHOTO XpaHEHHUs 3a rojbl yTBepxkaeHbl JIIK

(IPOTOKOJT OT Ne )

(HaMMEHOBaHUE apXUBHOT'O YUPEXKICHUS)

(HaMMEHOBaHUE JTOJDKHOCTH PYKOBOAWTENS apxwBa (numa, (moamuchk)  (pacmmdpoBka
OTBETCTBEHHOT'O 32 apXUB)) TTO/ITIHICH )

COI'NTACOBAHO

[IpoTokoin sKCrepTHOI KOMHUCCUU
OpraHu3aIu

oT Ne

Z[OKYMCHTBI B KOJIMYECCTBC Co. Xp.:

— Ha 6YM8.)KHOM HOCHUTCIIC BECOM KT

(dpamMu ¥ IPOIHUCHIO)
CIaHbl HA YHUYTOXKEHUE;

— Ha 3JICKTPOHHOM HOCHUTCJIC CIaHbl HA YHUYTOKCHUC

(croco0 YHUUYTOXKEHUS)

(HauMeHOBaHUE JOJIKHOCTH (TToamucCh) (pacmmdpoBKa MOAMKCH)
paboTHUKa, CHABIIETO

JIOKYMEHTHI)

« » 20 roja

N3menenus B YUYCTHBIC JOKYMCHTBI BHCCCHBI.
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(HauMeHOBaHUE JOJIKHOCTH PYKOBOJAUTEIIS (moamuce) (pacmmdpoBKa MOAMKUCH)

apxuBa (JM1a, OTBETCTBEHHOT'O 32 apXUB))

« » 20 roja



