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r. CTpeikeBoi

06 yrBep:xaeHun Uncerpyknum no 1e/10npon3BoACTBY

B coorBerctBHM ¢ TpeboBanusmu (enepanbHbiX 3akoHoB or 22.10.2004 Ne 125-03 «O6
apxuBHoM Jnene B Poccuiickonn Pepepauuu», ot 27.07.2006 No 149-03 «O6 wHbopmarmm,
MH(DOPMALMOHHBIX TEXHOJIOTHAX M 0 3amute uHdopMaimu», ot 02.05.2006 Ne 59-®3 «O nopsaxe
paccMorpenus obpamenuii rpaxnad Poccuiickoit ®enepanmpyn, ot 01.06.2005 Ne 53-®03 «O
rocymapcTeeHHOM sa3bike Poccuiickoit ®enepaupm», ot 06.04.2011 No 63-03 «O0 anexkTpoHHOM
noamack», IIpaBu XpaHeHWs, KOMIUIEKTOBAHUS, Y4ETAa WU MCTIOJNB30BAHUA JTOKYMEHTOB APXUBHOTO
(onaa Poccuiickoit Penepalyy 1 APyrux apXUBHLIX JOKYMCHTOB B OPraHax rOCYAapCTBEHHOMN BIACTH,
OpraHax MECTHOr0 CaMOYIPABJIEHWS, OPraHU3alsX, YTBEPXKACHHBIX TNPHUKa30oM MUHKYJIBTYPBl OT
31.03.2015 Ne 526, nHaumMoHaNBbHBIX CTaHZAPTOB Poccuiickoit depepaumu 1O yIPABICHHIO
noxymentamu: I'OCT P 7.0.8-2013 «CHBH/I. [lenomponsBoicTBO U apxuBHOE Aei0. TepMUHBI U
onpenenenus», [OCT P 7.0.97-2016 «CHUBU]. Oprasn3aionHO-paciopsanTeibHas JOKYMEHTALS,
Tpebosannsa k odopmnenuto poxymentos», I'OCT P UCO 15489-1-2007 «Cucrema CTaHIAPTOB TI0
uHpopMaly, OWOIMOTCYHOMY ¥ U3HATCABRCKOMY Jieny. YIpaBieHHe HOKyMeHTamu. QOmmue
TpeOOBaHUAY

ITPYIKA3BIBAIO

1. Y1Bepaute MHCTPYKUMIO NO ASAONPOM3BOACTBY MYHUIIMITAJIBHOTO 00LIC00pa3oBaTeIbHOrO
yapexxaenns «Cpenrelt kol Ne7 ropozckoro okpyra CTpekeBoit ¢ YriiyOIeHHbIM H3YUEHHEM OTHENbHbIK
TIPEAMETOB) COTTIACHO MPUJIOKEHHIO, K HACTOSIIEMY TIPUKA3Y.

2. Tlonmasckoit OkcaHe AJekceeBHE, CEKPETapl0 PYKOBOJIHMTENS O3HAKOMHTH PaOOTHUKOB
MyHULMIATBHOrO - 001eo0pazoBaTesbHoro  yapexaenmsi «Cpentedt  tmkonst Ne7 ropoackoro okpyra
CrpexeBoii ¢ yrityONIeHHbIM U3yYECHHUEM OTICTBHBIX MPSIMETOBY.

3. KoHTposb 32 HCMOHEHVMEM HACTOAIICTO MMPHKA3a OCTABJIAO 33 COOOM.

MOy )
'Glfmﬂmxpgw o ee., I'.Il. TTopTHOBaA
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HHCTPYKIIUA ITIO AEJONPOU3BOACTBY
MyHULMIAILHOTO 00meobpasoBaTebHoro yapexaenns «Cpexusst micosa Ne7 ropoackoro okpyra
Crpesxepoii ¢ yriryG/1ieHHbIM H3yUeHHEM 0TAEILHBIX PEIMETOB)

1. O6mue nonoxkeHH

1.1. MHcTpyKIms 10 AENONPOM3BOACTBY B MYHHINIIATHHOM OOLIEOOPA3OBATENBHOM YUPEKICHHA
«Cpemuas mxona Ne7 ropoickoro okpyra CTpeieBoil ¢ YriyOIeHHEIM M3ydeHMeM OTHEIBHBIX TPEIMETOBY
(manee — MHCTPYKIHA) YCTAHABIHBACT SNUHYH CHCTEMY NENONPOM3BONCTBA M MOPANOK IOATOTOBKH,
obopmITeHNS, TPOXOXKIECHNS, KOHTPOIS 33 MCTIOJHCHHEM, YU€Ta, XPAHEHHS, M3TOTOBICHHS, KOIMPOBAHMA
Y THPAXUPOBAHMS CITY>KeOHBIX IOKYMEHTOB B 00pa3oBaTensHoii opranusanuu MOY «COII Ne7» (nanee
—IIkona).

1.2. TIpumenerne MHCTPYKUMH JODKHO CIIOCOOCTBOBATE POPMUPOBAHKIO OQUIUATEHO-IENOBOI0
CTHIIA HOKYMEHTOB, MOAroTaBauBacMeiX B I1Ikoie; COKpaIlmeHUIo 3aTpar TPyda M CPEACTB B IPOIECCE
CO3NaHUA MOKYMEHTOB. MIHCTPYKIMS sBNSAETCA 00SM3aTENbHOM 1S HCTIONMHEHUS PaOOTHIUKAMY M JIMLAMM,
OCYHIECTBILAIONIMMHY [IOATOTOBKY H 0OpMIICHHE TOKYMEHTOB.

1.3. Tlonoxenus MHCTpyKIMM pacnpoOCTPaHSMIOTCS HAa OpraHU3amuio paGoTsl ¢ MOKyMEHTaMH
HE33aBMCHMO OT BMIA HOCHTENA, B TOM 4YHCIE IEKTPOHHBIMH NOKYMEHTAMH, BKJIOYAA IOATOTOBKY,
00paboTKy, XpaHGHHE H HCNONB3OBAHME JOKYMCHTOB, OCYILIECTBIAEMBIX ¢, NPUMEHEHHEM
VMH(pOPMAHOHHBIX TEXHOJIOTHIA,

1.4. OcofennocTr paBoThl € AOKYMEHTaMH, CONSPKALIMMH KOH(GHICHIHAIBHYIO MH(POPMALIIO
(cmyxebHYI0 1 MHYIO TaliHy, IEPCOHANIBHBIE NAHHBIE), PETYIUPYIOTCH CHENUATBHBIME HOPMATHBHBIMH
axKTaMu (MHCTPYKLISMH, TIOJIOXKEHISMH, TIPABUIIAMH), YTBEDKAAEMBIME AupekTOpoM ITTKombI.

1.5. Tpebopanuss HucTpyximum x paGote ¢ OyxranTepckoif W Apyroidl  coeluanbHOM
JNOKYMEHTALMEH paCPOCTPAHAIOTCS JIMIID B YACTH OOIMMX IPHHIMITIOB pabOTHI C JOKYMEHTAMH, & TAKOKE
IIOATOTOBKH JOKYMEHTOB K [IEPEave Ha apXUBHOE XPaHECHHE,

1.6. OTBETCTBEHHOCTh 32 OPraHM3aLMI0 H COCTOSHHE nenonpousBoxnctsa B IlIkome Hecer
JTUPEKTOP, KOTOPBIA:

— yrBepkaacT MHCTPYKIMIO 10 AENONPOU3BOACTBY U HOMEHKIATYpy Ael Llkosr,

— obecrieunBacT BHEAPEHHE U KOHTPOJMPYET COONIONEHHE CTPYKTYPHBIMH TIOAPA3NCICHUSIMHU
TpeboBaHuii HacTosmEeH MHCTPYKIMY ¥ TOCYNAPCTBEHHBIX CTAHAAPTOB,

— OPOBOJMUT IIPOBEPKY COCTOSHHUSA NENONPOHU3BOACTBA B CTPYKTYPHBIX noxgpasaenenusx 11kossr,

— obecrieuBaeT METONMYECKOE PYKOBOACTBO, HHCTPYKTAX H KOHTPONb 33 COOJIOAEHHMEM
YCTAHOBJIEHHOT'0 IOPSAKa paboThI C JOKYMEHTAMH B CTPYKTYPHBIX ToapasaeneHusx IIIkomsr;

— FHUIPMPYET MOBBINCHNE KBAM(UKauU pabOTHUKOB 1O BOTIPOCAM AEIOMPOU3BOICTRA,

— YIOCTOBEPSAET MOAIKUCHIO M TIEYATHI0 JOKYMEHTBL.

1.7. HenmoCpeACTBEHHO BEAET ACJIONPOU3BOACTBO B I1IKkoiie CeKpeTaph PYKOBOAMTEIS M (ajee —
cexpetapb). CekpeTapb B COOTBETCTBHH C BO3JIO)KCHHBIMH Ha HETO 331a9aMM:

— OCYLIECTBIIACT PETUCTPAIMIO U YIET JOKYMEHTOB;

— OpraHu3yeT JOKYMEHT0000poT, GOpMUpPOBAHUE JE)T, UX XPaHEHHE,

— OCYIIECTBIIACT TEKYIMi KOHTPONL 33 CBOCBPEMEHHBIM DPACCMOTPEHHMEM U IPOXOXKICHHEM
IOKyMeHTOB B I1Ikoe;

— ofecrieynBacT COOMIONECHNE €AUHBIX TPeGOBaHMit MO MOATrOTOBKE TOKYMEHTOB M OpraHH3aIMH
paboTHI ¢ HUMU B YCIIOBHAX 3JIEKTPOHHOTO JOKYMEHTO000pOTa,

— 00001wmaeT nadopmarmro 06 00seMax JOKyMEHTO000POTA;

— OpraHM3yeT (POPMHUPOBAHNE H XPaHEHUE JOKYMEHTAIIMOHHOI0 GOHIA ¥ €T0 HCNONL30BaHuUE.

1.8. Bepenne nemonpoM3BOACTBA B CTPYKTYPHBIX MOAPA3NCICHUAX OCYIIECTBIAETCA B
COOTBETCTBHH C HODKHOCTHBIMH 00S3aHHOCTAMM.




1.9. TIpu yxone B OTIYCK, BEIE3AE B KOMAHAMPOBKY, Ha BPeMs GOJIE3HY WK B ClIy4ae YBOJIbHEHHS
H IIEPEMETICHI IO CITY2KkOe PabOTHIKY 0053aHE IEPENaTh BCE HAXOAMIIKMECS Y HUX JOKYMEHTSI Apyromy
pabOTHHKY O YKa3aHHMIO BEILECTOSIIErO PYKOBONHUTEII, TIPH YBOIBHCHHH paboTHHKA FUTH TIEPEBOZE Ha
APYTY¥0 JROLKHOCTH Tepenada MAOKYMEHTOB M €N OCYIIECTBISETCA TO aKTy NpUeMa-Tepenadu
(mpunoxcerms Ne 1, Ne 2).

1.10. Tlpu nepexome Ha npyryi0 paboly paGOTHHKOB, 3aHAMAIOLWXCA B CTPYKTYPHBIX
noxpaspeneHuax IlIkomsl BeneHmeM HENONPOM3BOACTBA, MEPEada BCEX JOKYMEHTOB BHOBb
HA3HAYAEMBIM DabOTHMKAM TPOM3BONUTCA IO AKTAM IIPHEMA-NIEPENaud, KOTOPhIE YTBEPIIAIOTCS
mupexTopom [IIkonel. Komiu akToB HAIPaBIISAIOTCH B KAHLEIAPHIO JUPEKTOPA.

1.11. B cny4asx AIMTeNsHOrO OTCYTCTBHS PaGOTHHKA CTPYKTYPHOTO MOXpAsCIeHHs (OTHYCK,
cryxebHas KOMaHAHPOBKA, OONMLHWYHBIA JHCT M T. 7.) HeOOXOMMMO IEPENATh OTBETCTBEHHOMY 32
BEJICHHE JIEI0NMPOU3BOACTBA TOKYMEHTHI, HAXO/IAIIMECS Y HETO HA HCTIONHEHUN 110 YKA3aHHIO JUPEKTOPa.

1.123.  PykoBomurenms CTPYKTYpHBIX HoApasaencHuii I[IIKOMBI HECYT TEPCOHANBHYIO
OTBETCTBEHHOCTh 32 BBIIOJHEHUC TpeOoBanuii MHCTPYKIMM M COXPaHHOCTh HAXOAAIUMXCA Y HHX
noxymentoB. O ciydasx yTpaThl, HOPYH 3aperHCTPHPOBAHHOrO HOKYMEHTa pabOTHMK 06s3aH
HE3AMEIIUTEILHO AOJOKUTE UpeKTopy ITTKONEL

1.13. Brecenne nsmenenmit B IHCTPYKIHIO OCYIIECTBIMETCS MPUKA30M aupekTopa I1Ikoss! ocne
HX COTJIACOBaHUA C MEAArOTHIECKAM COBETOM.

1.14. C BHOBb IPHHATHIMH PaGOTHUKAMM, HA KOTOPHIX BO3NAraIOTCH OOSI3aHHOCTH TI0 BEICHMIO
ACJIONPOM3BO/CTEA, B TCUCHHE TPEX HHEH MOCKEe MOCTYIICHUS HA PaboTy NPOBOAUTCS MHCTPYKTAXK I10
BEACHUIO NEIONPOU3BOACTBA TUupekTOpoM I1IKoImEL.

1.15. PaboTaTh ¢ MOKyMEHTAMH BHE Cy:XeGHBIX MOMEINCHHMH M BHOCHTh B HHX HCHPABICHHS
3aIpeIaeTes.

1.16. BemeHue mepenucky ¢ OPraHM3aLWSIMU OCYILIECTBISIETCS AUPEKTOPOM IITKOMbI MM MHBIM
YIIOJIHOMOYEHHBIM MM JOJDKHOCTHBIM JIMIIOM.

1.17. Bemonsenue Hacrosmei MHCTpyKimK 06s3aTensHo mis Kaxaoro paborauka IIkonsL, ¢ ee
TpeGoBaHMAMY PaGOTHUKH ZOJDKHBI OBITH O3HAKOMIICHBI IO TOATIMCE.

2. JIoxyMeHTBI 06pa30BaATEIbHOM OpraHu3anud

2.1. lupekTop 1LIKOMBl MAM JIMIO, HMCHONHAIOIIEE €ro OO0fA3aHHOCTH, H3JAcT IIPHKAsHl,
WHCTPYKUMH, TIPaBUNA, TOJOKEHUS, 00A3aTeNbHBIE NI HCHONHEHHS BCEMH CTPYKTYPHBIMU
noxapasaencHamu Ikons! (nprunoxenus Ne 3, Ne 4),

2.2. Xop o0Cy/IeHHA BOTPOCOB HA 3aCENAHILIX KOJUIETHAJBHBIX OPraHOB, COBETOB, COOPaHMSAX,
COBCLIAHUAX W PELICHMS, IPUHIMACMBIE HA HUX, PUKCUPYIOTCA B IPOTOKOJIAX.

23, lna OCYIIECTBACHHS OIEPATHBHBIX CBsA3eil ¢ APYrMME OpraHM3AalMsMH M FPaXTaHaMH
HCIONB3YIOTCS TakKe (OPMBL, KaK MMChMa, (GaKChl, TENErpaMMEl, TeIe(OHOT PAMMEL

2.4, ina oCymMeCTBICHUs NPHEMa, YBOJIBHEHHS, IEPEMENICHHA PabOTHHKOB, NPEIOCTABICHHS UM
OTIYCKOB OQOPMIAIOTCA TPYAOBEIE MOTOBOPBI, MPHUKA3BI MO JHYHOMY COCTABY, 3asABJICHHA, TPYLOBHIC
KHIDKKH, JINYHbIE KAPTOUKU U JIp.

3. Ilparnna opopmMiaeHMs JOKYMEHTOR
3.1. OcnoBHBI¢ TpeOoBanus 0 0GOPMIICHHIO AOKYMEHTOB

3.1.1. Hoxyments! odopmiusiorcss Ha Onmankax IIIKONbI M MMEIOT YCTAHOBJIEHHBIH KOMIDIEKC
0013aTENBHEIX PEKBUSUTOB M CTAOHIIBHBIH MOPAXOK HX PACIIONOKEHUS (PACIIONOKEHNE PEKBUSHUTOB Ha
OnaHkax OpraHM3allIOHHO-PACIIOPAAMTENbHBIX AOKYMEHTOB cootBerctByer 1'OCT P 7.0.97-2016
«CucTemMa CTaHIApTOB 1O HMHpOpMaIWK, GHOMMOTEMHOMY W H3NATENLCKOMY feny. OpraHu3alliiOHHO-
pacrnopsagurensHan JOKyMeHTanus. Tpebosanus k 0OpMICHHIO JOKYMEHTOB) ).

3.1.2. B mkoie NIpUMEHAIOTCS IPOAOIBHBIE GIaHKH;

— 6maHK miceMa (mpuiokennd Ne 5, Ne 6);

— O1aHKk mpukasa (npuokenus Ne 7, Ne 8).

brnanky moxymMeHTOB W3roTaBIMBaroTCA Ha Oymare dopmaros A4 (210 x 297 mm), A5 (148 x 210
mM). Kaxaprit et noxyMenTa, ogopmiaeHHsiil Kak Ha 6/1aHKe, Tak U Ge3 61aHka, NOJDKEH UMETh HOJIA:

20 MM — neBOE;

10 MM — mpaBoe;




20 MM — BepxHee;

20 MM — HIDKHEE.

Hcrnons3oBaHue 61aHKOB TIPOH3BONBHOM (POPMBI He paspemaercs (npuioxerus Ne 3 u Ne 4),

3.2, OdopmieHHe PeKBH3UTOB JOKYMEHTOB

ABTOp A0KYMEHTA

Haumenosarue 11Ikoibl yka3sBaETCA B TOYHOM COOTBETCTBHH ¢ yeTaBoM ko, Cokpamennoe
HAMMEHOBAHHE MIOMEINAETCS MO MOHEIM HAUMEHORAHUEM B CKOOKAX.

Hanmenosanue CTpYKTYpHOrO MOApasfeNeHHA — aBTOpa NOKYMEHTA MCIONB3yeTcA B OnaHKax
NHCeM ¥ ONaHKaX KOHKPETHBIX BHJIOB JIOKYMEHTOB H YKAa3bIBAETCA JIEBOM HIDKHEM Iy OnaHka
KOHKPETHOT'0 JOKYMEHTA.

Haumenopanye pomiHocTH yuma, ®UO, xonrakTHas wuapoOpMmaims — asTopa JOKYMeHTa
UCTIONB3yeTCs B GilaHKaX IOO/DKHOCTHBIX JHI[ M pACIIONAraeTcs B JICBOM HIDKHEM YDy OJaHKa
KOHKPETHOTO JIOKyMeHTa. HauMeHOBaHME [O/DKHOCTH JIMIla — aBTOpPa JOKYMEHTA YKas3hblBaeTCa B
COOTBETCTBHM ¢ HAMMCHOBAHHEM, IIPUBCICHHBLIM B PACMIOPATUTEIEHOM AOKYMEHTE O HA3HAYCHUM HA
JOJDKHOCTB,

Crnipasounbie saHHbIE 06 0GPa30BATEILHOM OPraHM3aUMu

Cnpasoansie nanubie o ITikone ykassiBaioTcs Ha OJaHKaX NMUOEM M BKIIOYAKOT B ce0f: ampec,
HoMep Tenedona, dake, aApec dIEKTPOHHOM MOYTHI, CeTeBOH ampec, a Tarke OKIIO, OI'PH, UHH u
KIII opranuzanum.

HauMenoBaHue BHJa JOKYMeHTA

HammeHnoBanue Buza A0KyMeHTa, cocTaBieHHOro 111komoif, JOKHO OBITH ONPENENCHO YCTaBOM
(monoXkeHueM) M JOIDKHO COOTBETCTBOBATH HAMMEHOBAHMAM BHIOB JOKYMEHTOB, NPEXyCMOTPEHHBIM
OKVY]Ji: akr, cripaBKa, 3aIicKa, CBOZKA, OT3bIB, IIPOTOKOJ, CIIMCOK, M3BEIICHUE 1 Ap. PacnopsnutensHeie
HAOKYMCHTBI OpraHU3aiiy U3JAI0TCA CO CIICAYIOLMMY Ha3BAHUAMH: NIPHKA3, PACIIOPIKEHHE,

HaumeHoBaHKe BHMJAa W DpAasHOBHAHOCTH JOKYMEHTAa HE YKa3blBaeTcA B IMMChbMax. Mecto
COCTABJICHUA WK U3IaHKA JOKYMEHTA yKas3bIBaeTcs Ha Orankax moxymeHTOB ITTkoIbI, 32 HCKIIOUEHIEM
Gnanxos miceM. HazBanue noxkyMeHTa neqaTaeTCs NPOMHCHBIMU GYKBAMM TIOTYKMPHBIM IIPHQPTOM.

Jata qokymenra

JlaToif NOKYMEHTAa fBIACTCA AaTa €ro HOAIMMCaHMS (WM YTBEPKACHHUA), II1 JOKYMEHTA,
NPUHUMAEMOr0 KOJJIETHANIbHBIM OpraHoM (IIPOTOKOJIA), — JAaTa ero 3acenaHus (NPUHATHS PEMICHNS), [is
aKTa — 1aTa CoOBITHA, IV JOKYMEHTa, TPEOYIOLIEro ero yrBEpKAESHH s, — JaTa €r0 YTBEPKIACHHA.

Jlns IOKYMEHTOB, COCTaBICHHBIX OJHOBPEMEHHO HECKONBKMMHM OpraHM3alldsIMH, OATOR
DOKYMEHTA SBJIACTCS AAaTa IIOANKMCAHUS €r0 MOCICAHEH OpraHu3aHei.

JlaTa MoATVMCAaHWs, YTBEDXKACHHUS, COIJIACOBAHMS JIOKYMEHTA, & TAIOKE NAThI, COACIKAUINECH B
TEKCTe, NOLKHBI odopmiaTecs MMBpoBEIM crmocoboM. OeMEHTHI AaTel MPHBOIATCS AapabCKuMM
nudpami B OJJHY CTPOKY B ITOCIECIOBATELHOCTH: JCHb MECAIIA, MECAII, TOf.

Hanpumep: 14.06.2018.

PerucrpannoHHbIii HOMEp JOKYMEHTA

Perucrpanuonssiit Homep — nudpoBoe Wi OYKBEeHHO-LHU(PPOBOE 0003HAYECHHE, TIPUCBAMBAEMOE
JOKYMEHTY TPH €r'0 PETHCTPaLii.

Peructparms foKyMeHTa IPOBOIUTCS IOCKE €r0 IMONITMCAHMS MM YTBEPIKACHES.

Jis BHYTPEHHUX JOKYMEHTOB — IIPHKA30B, IIPOTOKOJIOB — 3TO NOPSNKOBBI HOMEp B Iperenax
KaJICHJAPHOTO T0Za N0 KKIOMY BHAY HIIH PasHOBUAHOCTH NOKYMEHTOB. B mpukazax perucTpalOHHbIH
HOMEP MOXKET NOTIONHATHLCSA OYKBEHHBIM HHIESKCOM, 0003HAYAIOIMUM PAa3HOBUAHOCTH (Hanpumep: TIPHKA3
10 OCHOBHOIA JieaTensHOCTH OT 15.05.2018 Ne 253 1; npuka3z o smaxHoMy coctasy oT 10.01.2018 Ne 22iic,
npuxas 06 otmyckax ot 25.01.2018 Ne 420T, npuka3s mmo xomaaauposkam ot 25.01.2018 Ne 25x).

Jlns ucxomAImx TOKYMEHTOB PErMCTPALMOHHBIM HOMEP COCTOUT:

1) 13 MOPSAKOBOTO HOMEPA B TIPEAENAX MACCHBA OTIPABIAEMO KOPPECIOHIEHIIUM;

2) uHpexca Aena B COOTBETCTBHH ¢ HOMEHKIATYpoil aen [IIkombr.

PeructpaniioHHBI HOMED JIOKYMEHTa, COCTaBJICHHOIO COBMECTHO JBYMA H Oosee
OpraHHM3alUgIMH, COCTOMT H3 PETHCTPAIlMOHHBIX HOMEPOB AOKYMEHTOB KaXKIOH M3 ITHX OpraHW3aLUi,
MPOCTABJISIEMBIX YEPE3 KOCYIO YEPTY B MOPSAKE YKa3aHUS ABTOPOB B JIOKYMEHTE,




Cebuika Ha perucTpalnyoOHHLINA HOMep M JaTy AOKYMeHTa

CobuiKa Ha PETHCTPANMOHHBIN HOMED U ATy JOKYMEHTA BKIIOYAET B ¢e0fi perucTpalOHHbIIH
HOMEp M JaTy HOKyMCHTa, Ha KOTOpbIi KOIDKeH ObIth Aan otBeT. CCHUIKA HA HOMEp H ATy TOKYMEHTA
HCIIONB3YeTCA NPH OQOPMICHUM NHCEM, SBJAIOIMXCA OTBETAMM HA NOCTYIMBINEE MHMCHMO (3AIpocC,
npock0y u np.). Ceenenus B PEKBU3UT IEPEHOCATCHA C TIOCTYNHBLIETO JOKYMEHTA M COOTBETCTBYIOT
PETHCTPALIOHHOMY HOMEDY M AaTe NOCTYIHUBINETO JOKYMEHTA.

OrpanyuuTensHas OTMETKA IUIA NAHHOTO PEKBH3HTA IPOCTABJIAETCA B JEBOM yacTH ONaHKa
IIMCEMA TIOJ, PEKBU3UTOM «AaTa» H «PETHCTPAITMOHHbIN HOMED JOKYMEHTAY.

Hamvque NaHHOrO pPEKBH3HTAa MCKII0YAaeT HEOOXONMMOCTb YIIOMHHAHMA HOMEPA H JATH
TIOCTYIHUBIIETO JOKYMEHTA B TEKCTE MIUCHMA, YTO OCBOOOKIAET TEKCT OT CHpaBOYHOI HHPOPMATHH.

Mecto cocTaBaeHus: MK H3JIAHHA JOKYMEHTA

Mecto coctaBneHus (m3mamvs) noxyMenta (r. CrpexeBoil) ylcasbmaerca B JIOKYMEHTaX,
U3TOTABIMBACMBIX Ha OaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB.

Axpecar

JIOKYMEHTBI aIpECYOT B OPraHbl BIACTH, OPraHW3aLMM, HX CTPYKTYPHBIE INOAPA3NCICHUSA,
JOLKHOCTHBIM MM (PU3MUYECKHM JIUIAM,

[Ipy agpecosanuu JOKYMCHTA B OpraH BIACTH, OPIAHM3ALMIO HIH €€ CTPYKTYPHOES
noxpasaenesre (6€3 ykasaHHs JODKHOCTHOrO JIHIA) MX HAWMEHOBAHHE NHUINYT B HMEHUTETLHOM
ManEKE.

Hanpumep:

MunncrepeTBo 06pa3oBaHust ¥ HAYKH

Poccuiickoit Peneparmn

JlenapraMeHT rocyJapCTBEHHOM NOMHTHKY B cdepe
3alUTHI TpaB AeTeil

[lpy HampaBleHHM JOKyMEHTa JOJDKHOCTHOMY JIHIlY HA3BAHUE OPTAHM3ALMH M €€ CTPYKTYPHOTO
HOAPA3NEiCHHs YKa3bIBAIOT B HMMEHUTEIHLHOM MAACHKe, a NOJDKHOCTE M (amMmmo agpecata — B
narenbHOM. HHUKANLI CTABATCA Nocie paMIJIHA HE3aBUCHMO OT TOTO, KOMY aJpecOBaH JOKYMEHT —
JDODKHOCTHOMY JIULTY WK (U3HIECKOMY.

Hanpumep:

VYapasnenue 00pa3oBaHus
AMHAHHUCTpaLM TOPOJCKOT0 OKpyTa
Crpexenoit

I'masHOMY cnenmanucty

Hranosoit N1

W HaszpaHue opraHu3salliy BXOJHT B HaHMEHOBAHHE NOJDKHOCTH H OQOpPMIIIETCA B AATEILHOM
najgexe

Pexropy uHcTHTYyTA
Wsanosoit L.U.

ITpu aapecoBaHMH JOKYMEHTa B HECKOJIBKO ONHOPOIHBIX OpraHM3amuii WX Ha3BaHHS CIEIYET
YKa3bIBaTh 0000LICHHO.

Hanpumep:
PykopomurenmsiM  o0pa3oBaTeNbHBIX
opraHuzanuii o01mero obpaszoBaHus,
PYKOBOOMTENAM NPEANPUATHH U
, opranusanuii Muno6puayxu Poccun
JlomyckaeTcs UEHTPUPOBAaTh KXY CTPOKY PEKBH3UTa «AApecaT» IO OTHOINCHHIO K CaMoif
JJIMHHON CTPOKE.
Hanpumep:
3amecTUTEMO AUpPEKTOpa
no ydeOHO#t pabore
MOY «COHOI  Ne7»
Mapsirusoii T.M.



Ilpy yTBEpXKICHMH HOKYMEHTa ITOCTAHOBICHHMEM, PCIUCHWEM, TIPUKA30M, MPOTOKOIOM TIpHd)
yTBepXKACHUA cocTouT M3 cioBa YTBEPXKIEH (-A, -O, -bl), nauMeHOBaHUs yTBEpKAAIOLIETO
HOKYMEHTA B TBOPHTEIILHOM MAJEXKeE, €T0 JaThl, HOMEPA.

Hanpumep:
YTBEPXJIEH
[TpoTOKOIIOM METOAMYECKOTO COBETA
15.06.2018 Ne 32
HJIH
YTBEPXKIIEHO

npukazom MOV «COIL No7»
15.06.2018 No 32

Crosa YTBEPXJIEHO u YTBEPX/IEH B npuiosxeHnsx COracyloTca B Pojie U YMCIIE ¢ BHIOM
YIBEpKAaeMoro nokymenra: nojoxxenue — Y TBEPXKAEHO, nporpamma — YTBEPXIEHA.

BHocuts kakue-nub0 u3MeHeHHs M 100aBNEHWs B TOAMNUCAHHbIE (yTBEPKACHHBIE) TOKYMEHTBI
6e3 pasperueHus JHLA, HOANMCABIICIO JOKYMEHT, HE HOIMYCKACTCH.

OTBETCTBEHHOCTH 32 KAYECTBO NTOATOTOBKY JOKYMEHTOB M JOCTOBEPHOCTh COAEPMAIIIXCS B HUX
AAHHBIX BO3JIATacTCs HA JIULA, TIOATOTOBUBLIME, 3AaBU3HPOBABLINE U TTOJIMCABLINE JOKYMEHTBI.

3aroy10BOK K TeKcTy

3aronoBOK K TEKCTY BKIKOYAET B cebf KPATKOE COACPKAHHE JIOKYMEHTA, €r0 OCHOBHYIO
CMBICIIOBYIO HArpy3Kky. 3aronoBok Gopmymupyercs ¢ npemtorom «O» («O6») 1 0TBEdaeT HA BOTIPOC «O
yeM7n:

— npuka3 (0 ueM?) 0 CO3aHMU ATTECTAIMOHHON KOMHCCHM,

~— mipukas3 (0 uem?) 00 yTBEPHACHUM [HTATHOTO PACITCAHUS,

~ MCBMO (0 4eM?) 0 peRocTaBIcHUM HHQOPMALIHH.

3arojloBOK COCTaBNSET MCIONHUTENh TOKYMEHTA, 3arojlOBOK K TEKCTy o(opMIseTcs ox
pexBusuTamMu Ganka criepa, OT IPAHMLBI JIEBOrO HOMs. B TEKCT JOKyMEHTA He TPEBBINIAET YCTHIPEX-
NATH CTPOK WK 0popMIicH Ha Oanke GopMara A5, 3aronoBoK MOKHO HE YKa3bIBATS.

3aronoBOK  JIOKYMEHTA  3aMUCHIBACTCA [PH €r0 PErMCTPAIMM B COOTBETCTBYIOLLIHE
PErUCTPALOHHBIE (POPMBI: KAPTOUKY, 6a3y NaHHBIX.

Teker nokymenTa

TexcT moKyMeHTa COCTaBIACTCS HAa PYCCKOM S3bIKE KAaK NOCYHAapCTBEHHOM s3bIKe PoccHiickoit
Denepauuy. TeKCT JOKYMEHTa U3JIAaraeTcs PYCCKUM JIHTEPATYPHBIM S3LIKOM C YUETOM OCOOSHHOCTEH
O(UIMATEHO-AEN0BOIO CTHIIS, BHAA JOKYMEHTa H €r0 HA3HAYEHHS B YIPaBICHUECKOH NesTeNbHOCTH.
Conepxxanue J0KyMEHTA JOIDKHO ObITh 3JI0KEHO KPATKO, JIOTHUHO, TOYHO M SCHO.

TeKcThl JOKYMEHTOB H3JIAralOTCS:

0T 1-ro nMUa eAMHCTBEHHOTO YMCNA B JOKYMEHTaX (IIPHKa3, PACTIOPSDKCHUE W T. 1) JMPEKTOPA
Ilxosbl, NEHCTBYIOMIETO HA NpPUHLMIAX €IWHOHAYATHS, & TAKKE [OKYMEHTAX, aJPEeCOBAHHBIX
PYKOBOACTBY OpraHU3alliK: NPHKA3bIBA0... TOArOTOBUTL M TPENCTABUTH HA PACCMOTPEHHE, IPOLIY
PACCMOTPETH BOTIPOC 00 YCTAHOBIEHUM JIbTOTHBIX TAPU(IOB...;

3-ro IMua €AUHCTBEHHOTO YHCIA B JOKYMEHTaX KOJJICTHANBHBIX OPraHOB. KOMHMCCHS PELIMNA...;
ITTkona HE CUUTAET BO3ZMOKHBIM. ..

l-ro nuIa MHOXKECTBEHHOrO YMCHA B COBMECTHBIX JOKYMEHTAX. MPOCUM NPEACTABUTH JAHHBIC
0...; OPEACTAB/IAEM HA PACCMOTPEHUE H YTBEPKACHHE. .|

3-r0 JIMLA MHOKECTBEHHOTO YMCAA B IPOTOKONAX: CILYIHAJH, BHICTYIAIIN, TOCTAHOBUIM, PELIHIIA.

B noxymeHTax, ycCTaHaBIMBAIOIMX IIpaBa U OOS3aHHOCTH OPraHU3alliM, €€ CTPYKTYPHBIX
noapasaeacHul (MOM0XKEHNE, HMHCTPYKIHA), a TAKKC COACPIKAIUMX ONKMCAHME, OLEHKY (AKTOB WIH
BBIBOJIbI (AKT, CMIPaBKa), UCTIONB3yeTCs GopMa U3NOKESHHS TEKCTA OT TPETHETO JIMIA €MHCTBEHHOTO WU
MHOXKECTBEHHOTO 4UCNIA («OTAEN OCYILUECTBASET (QYHKUMH», «B COCTaB OOLEOUHEHHS BXOAATY,
«KOMHCCHSL YCTAHOBUIIAY ).

B Texcre mokymeHTa, HOATOTOBIEHHOIO HA OCHOBAaHWM 3aKOHONATENLHEIX, MHBIX HOPMATHBHBIX
IPABOBBIX AKTOB, U3NAHHBIX OPraHAMH BJACTU M YNPABJICHUSA, NOKYMEHTOB, PaHEe H3MAaHHBIX OPraHOM
BJIaCTH — aBTOPOM [OKYMCHTA, YKa3bIBACTCA HAMMECHOBAHWE BHIA AOKYMEHTA, HAMMCHOBAHHE OpraHa,




B coCTaB peKkBM3UTA MOXET BXOJAWThL TOYTOBLIA ajpec. ONEMEHTHI TOYTOBOIO ajpeca
YKA3bIBAKOTCA B MOCHEIOBATENEHOCTH, ycTaHOBIeHHOH [IpaBmiamMu OKasanms yCIyT IOYTOBOH CBA3H.
Ipu anpecOBaHHH IMHCHMa B OPTaHU3ALIIIO YKa3bIBAIOT €€ HAHMEHOBAHNE, 3aTEM ITOYTOBKIH arpec.

Hanpumep: :

Pemakmms KypHaIa
«YnpaplieHre Ha4anbHON 1TKOJION)
MockoBckmii  mpocIL, . 6,
r. OHck, 101856

Agnpec He TPOCTABIACTCA HA JOKYMEHTaX, HAPABJMEMBIX B IPABHTEILCTBEHHBIC YIPEKICHAA H
TMOCTOSSHHBIM ~ KOPPECMOHACHTAM, B JTUX CIydasX MOryT NPUMBHATECS KOHBEPTHL C 3apaHee
HAIICIATAHHBIMH aJPECAMH.

[Ipn ajpecoBaHMH JOKYMEHTa (M3MYEeCKOMY JHMIy HEoOXOAMMO YKasblBaTh (paMUIIHIO,
HHUIIMATIBI, 32TEM [IOYTOBBIH angpec.

Hanpumep:

Hsanosy U.H. .
YepHbuerckas yi., 1.100, k8. 100,
r. DHCK, DHCKas obmacts, 101856

JIOKyMEHT He MROJDKEH COHEepKaTh 0oJice YETHIPEX aApecaToB, KKABLIA JK3EMIULAD TAaKOro
OOKyMeHTa HoipkeH ObITh mognucad. Cinoso «Komuma» niepel BTOPEIM, TPETbUM, JETBEPTHIM aApecaTaMu
HE YKa3bIBaIOT.

Ipu HanpasieHHU AOKYMEHTa GoJiee JeM B YETBIPE apeca COCTABIIACTCA CIHMCOK HA PACCBUIKY, a
Ha KKIOM JIOKYMEHTE IIPOCTABIAETCS TOJNLKO OAMH afpeC.

I'pu¢ yTBepRIeHNT JOKYMEHTA

ViBepKIeHHE JOKYMEHTa NMPOWU3BOAUTICS NMpOCTaBlcHHEM Ipuda yTBEPKACHUS MM H3NaHHEM
PACHIOPAIUTENLHOr0 AOKYMEHTa (B TEX CNIydasx, KOrja TpeOyloTcs NOTONHUTENbHEIC NMPEATIMCAHUA U
Pas3bACHEHUA).

JIOKyMEHTBI YTBEPKIAIOTCA AUPEKTOPOM IIKOJBL, BBILIECTOMINMMH WM MEXBECAOMCTBEHHBIMH
OpraHaMM, OpPraHU3aIMsAMHE, B KOMIIETCHIIMIO KOTOPBIX BXOIMT PEINCHHE BONPOCOB, M3JIOXKEHHBIX B
YTBEPKOaeMBIX JOKYMCHTAX.

TojoskeHus1, TIpABIIA, TOPAAKH, NODKHOCTHBIC HHCTPYKIINM, HHCTPYKIMHY, PAacTIMCAHMS 3aHITHI
YPOKOB, BHEYPOYHOM AEATEIHHOCTH, AOHNOJHHUTEILHOrO 00pasoBaHMs M IpP. MOMJICKAT YTBEKACHHUIO
JMPEKTOPOM IIKOJIBI ¥ MMPUOOPETAIOT IOPHAMIECKYIO CUITY TONBKO ¢ MOMEHTA MX YTBEPXKICHUS,

I'prd yrBepKACHUS TOMEIACTCS B IPABOM BEPXHEM YTIIy MEPBOr0 JIUCTA NTOKYMEHTA, COCTOHUT M3
cmoa YTBEPXJIAIO (6e3 xaBbldek), MONMHONO HANMEHOBAHWSA NOJDKHOCTU IMUA, YTBEPXKAAIOIIETO
JOKYMEHT, €ro JINIHOM NOIIHCH, ¢ pacuppoBKH (HHHIUATIOB, GaMITAN) ¥ JATHl YTBECPIKACHHL

Hanpumep:

; VTBEPXHAIO
JHupextop MOV «COIII No7»
TIOAIHCH T'".I1. ITopTHOBA
15.06.2018
Homyckaercs B peksmsure «pud yTBEpNKACHMA NOKYMEHTa» LECHTPHPOBATL JIEMEHTBI
OTHOCHTENILHO CaMOii JJTUHHOMN CTPOKH. -
Hanpumep:
VYTBEPXIAIO
Tupexrop MOY «COIII Ne7»
(001111400 I"IL TopTHOBA
15.06.2018

IIpu yTBEpXICHUM NOKYMEHTA HECKOIIBKHMH NODKHOCTHBIMH JIMIIAME MX MOANMCH PAacHOaraioT
Ha OTHOM YPOBHE.



Bremmee cornmacoBanuie 0hopMIISICTCS COOTBETCTBYIOLIMM IPHGOM.

I'pud cornacosanns cocrout u3 cnosa COIJIACOBAHO (Ge3 kaBhluek), MODKHOCTH JTHIa,
KOTOPbIM COIJacOBaH NOKYMEHT (BKIIOYAs HAMMECHOBAHWE OPraHM3allU), €ro COOCTBEHHOPYYHOM
MOAIMUCH, HHUITHAJIOB, (baMI/IJ'II/II/I, JaThl COr1aCOBaHUA.

Hanpumep:
COI'JIACOBAHO
3aMecTUTENh HaYaTbHHUKA YIIPABJICHUS
o0pa3oBaHms AIMHHECTPALMH
ropoAcKoro okpyra CTpexkeBoi
TTOATKCh ) I" H. Psab4enko
11.07.2018

Ecnu cornacoBatnue NPOBOAMTCS ¢ KOJNNETHATBHBIM OPraHOM HIM TIOCPEACTBOM MMCHMa, TO IpH(
cornacoaHusi 0GopMIIIETCS CIEAYIOUINM 00pa3oM:

Hanpumep:

COI''TACOBAHO
Ilenaroruyeckum coBeToM
MOY «COHLI No7y»

(mpotoxomn ot 29.03.2018 Ne 1)

I'puder  cormacoBaHmss MOrYT pacroaraThCa Ha OTAEIBHOM JIMCTE COTNIACOBAHMS, ECIH
COIEepKaHHE NOKYMEHTa 3aTParuBacT MHTEPECh! HECKONBKUX opraHusaimidi. Ha nokymente nmemaercs
OTMETKa «JIMCT COrnacoBaHus NMPUIIATaETCH).

BHemHee cornacosaHue B 3aBUCMMOCTH OT COIEPXAHHS JOKYMEHTA OCYILECTBIAETCS B
CIEoyIOLIENH 0YEPEAHOCTH:

—CO CTOPOHHUMH OpraHU3allMsMH, KOIJa OHHM BBICTYNAIOT O00S3aTENbHONW CTOPOHOH B
NPaBOOTHOLICHHAX, BOSHUKAIOIHMX BCJACACTBHE H3aHUs JJOKYMEHTA, WIM KOTJ1a COIEPKaHUE TOKYMEHTA
3aTParuBacT UX NHTEPECHI,

~ OOLIECTBEHHBIMA ~ OPraHM3ALMAMA — B  CIyd9asXx HeoOXOOMMOCTM MM B CIIydasx,
NPeayCMOTPEHHBIX ITOJIOKEHUAMH 00 3TUX OpraHA3aIMgX;

— OpraHamy, OCYLUCCTBIISIIOUIMMH TOCYAAPCTBEHHBIA HAJABCIOMCTBEHHBI KOHTPOJb (HAA30D) B
OIpeieNICHHON 00MacTH (3KONOrNYeCKHii, MOXKAPHBINA | T. 11.),

— BBIIIECTOSAIHMUMU OPTaHU3ALHAME — B CIyYasX, KOrZla 3aKOHOJATENBCTBOM IPENYCMATPUBACTCS
BO3MO)KHOCTb COBEPLICHUS YIPABJICHYECKHUX NEHCTBUH TONBKO C Pa3peLICHUs STUX OpraHU3aLMid.

Busa cornacoBaHns J0KyMeHTA

Busel corjacoBaHusi JOKYMEHTa — pEKBU3UT JOKYMEHTA, VKA3bIBAIOINMM Ha COTJIaCHE WM
HCCOITacue DOJDKHOCTHOrO Jikua [konel ¢ copepxanueM mpoekTa JOKyMeHTa (ajiee — BH3a).

Busa BrjioYaeT JODKHOCTh M, BU3UPYIOIIETO NOKYMEHT, HOAMHCH, PACIIM()POBKY MOAMUCH
(minumanel, GaMUITHIO) ¥ IaTy BU3HPOBAHKA.

Hanpuwep:
3aMecTuTeNb IUPEKTOPA N0 BOCTIMTATENNBHOM paboTe
JInyHasg HoAIUCH .M. UraHoBa
10.10.2018

OdopmneHnas TakaM 00pa3oM BU3a 03HAYACT COTJIACHE AOIDKHOCTHOTO JMIA ¢ COAEpXKAaHUEM
JIOKYMCHTA.

ITpn HanuuMu 3aMeYaHN IO AOKYMEHTY BU3Y 0OPMIISIOT CIICAYIONMM 06pasoM:
3aMeqaHus IPUIIAraroTCs
3aMecTUTENb JUPEKTOPA 110 BOCIIMTATEIBHOM paboTe
JInunas oanuck H.H. Usanosa
10.10.2018

JIOKYMEHT BHM3MPYETCA HCIIOJHHTENEM M 3aHHTCPCCOBAHHBIMH B IOKYMEHTE MOJDKHOCTHBIMH
JULIAMH, TUPEKTOPOM LIKOJIBI.

3ameuaHust MOJDKHBI OBITH MPEACTABIEHBI HA OTAEIBHOM JIMCTE, KOTOPBHIA IOAIMCHIBAIOT,
JATUPYIOT U HIPUIIATAI0T K TOKYMCHTY.




H3JaBINET0 NOKYMEHT, JaTa NPUHATHA WIH YIBEPKICHHA NOKYMEHTA, €r0 PErHCTPANMOHHBIE HOMED, a
TAKOKe 3aroN0BOK K TEKCTY WX HAUMEHOBAHHE BUAA IOKYMEHTA, HANpUMEp:

«B cootsercTBHE ¢ mOocTaHOBNeHUEM [IpaButensctea ot 13.08.1997 Ne 1009 «O6 yreeprxnenun
IIpaBus MOATOTOBKM HOPMATHBHEBIX MPABOBBIX AKTOB (I¢CpaNbHBIX OPraHOB MCHOJHUTEIBHON BAACTH B
HX TOCYIAPCTBEHHOH PETUCTPALIMKY,

«B coorserctBHM ¢ IlonoxkeHHeM O TIOCTOSHHO JACHCTBYROIIEH BKCIEPTHON KOMUCCHH
YYPEXKACHWS, OPraHv3aLiiy, IPCAIPHATHS, YTBEPIKACHHEIM npruKa3oM Pocapxuea ot 19.01.1995 Ne 2...».

Ecnu TeKCT COAECPHMT HECKONBKO IOPYYEeHWM, pelnenwii, BHIBOJOB, B TEKCTE BBIACISIOTCS
pa3znesl, oapas3ienbl, IHKThL, TIOAITYHKTHL.

B TexcT moxyMeHTa MOTyT BKIHOUATHCS ()parMeHThI, 0QOPMIICHHBIE B BUE TAOHIIBI MITH aHKETEL

CrpaHuiEl TeKCTa HyMepyIoTes apabckumu mudpaMu mocepeauiie BEPXHEro Mmons.

B muceMax HCHoONB3YIOT CeAyIonHe GOpMBI H3T0KECHHS

—OT MNEpBOr0 JMIA MHOXKECTBEHHOTO uHcla (COpPOCHM HAalpaBHTHY», «HANpABIIEM Ha
pacCMOTPEHHEY ),

— MEPBOTO JINLA CAMHCTBEHHOr0 YHCHIA («CIHTAI0 HEOOXOAUMBIMY, «IIPOIY BHIICIHTDH );

— TpeThero Muna eauHcTBeHHOro grcia («OO0 He Bo3paxkaeTy, «OO cUHTAET BOZMOXKHBIMY ).

OTMeTKa 0 NPUJIOIKEHHHN

Ecnu 1OKyMEHT MMEET NMPUIOKEHH, Ha3BaHHBIE B TEKCTE, TO OTMETKA 0 HUX OQOPMIIETCS T0
cnexyomeit gopme: :

Ipunoxenue: Ha 10 1. B 3 3K3.

Ecnu npunoxeHusa B TEKCTE HE HA3BAHBI, TO HEOOXOAMMO NIEPEUMCIIMTE MX HA3BAHMUS, KOIIHYECTBO
JIUCTOB ¥ SK3EMITIPOB KAXKIOr'o,

Ipy HanwYMKM HECKOIBKUX MPUIIOKCHHI OHU HYyMEPYIOTCH:

ITpunoxeHus: 1. IlfTaTHOE pacrmcaHue. .. Ha 4 1. B 3 9K3.
2. CMeTa pacxonoB... Ha 4 1. B 3 7K3.

Ecmu npunoxenns cOponmopoBaHbl, KOTAYESCTBO JIUCTOB HE YKA3ELIBACTCS.

Ecmu x noKyMeHTY npHuiaracTcs APYroi NOKYMEHT, TalOKE MMEIOIIM MPUIIOKECHUE, OTMETKY O
HaJIMYHH TIPMJIOKEHUS 0QOPMILIOT CIEAYIOIUM 00pa3oM:

[Ipunoxenue: mickMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u mpunokeHue K HeMy, BCero Ha 3
.

Ecim mpuioxeHueM SBIACTCA 000COONCHHBIN JNEKTPOHHBI HOCHTENb (KOMIIAKT-AMCK, usb-
¢nem-HaKOIUTENb U AP.), OTMETKY O HAJIMYUM NPHUIOKEHHS 0QOPMILIIOT CIEAYIOIIM 00pasoM:

ITpunoxenne: CD B 1 3k3.

Ilpn stoM Ha BKIagsuue (KOHBEPTE), B KOTOPHI IOMEMIACTCA HOCUTENb, YKA3LIBAIOTCA
HaMMCHOBaHMS JOKYMEHTOB, 3alIMCaHHBIX Ha HOCHTEIb, HMeHa ¢aiiios.

IpunoxeHus NODKHBEI 0QOPMIIATLCA Ha CTAHAAPTHBIX JIMCTaX M MMETh BCe HEOOXOAMMEIC NI
OOKYMCHTOB PEKBM3HTHI (HAMMCHOBAHME, 3aroflOBOK, NOANWCH PYKOBOAMTENEH mOIpa3AeieHMiA,
OTBETCTBEHHBIX 33 X COIECPIKAHUE, OTMETKY O COTIIACOBAHUH M T. 1.).

Ha npuino)xeHHH K pacnopsagUTEILHOMY TOKYMEHTY B TIPABOM BEPXHEM YIJIY CTABUTCA OTMETKA C
yKa3aHHeM Ha3BaHHSA PACTOPSAMTELBOr0 JOKYMEHTA, €70 AATHl M PETHCTPAIOHHOTO HOMEPA.

Hanpumep:

TIpunoxenue Ne 2

(um Hpunoxerue 2)

k mpuka3zy MOY «COL Ne7»
o1 15.06.2018 Ne 11

HamMmeHoBanHe BMAA MOKYMEHT2 — IPHIOKCHHUS (TIEPBOE CIOBO 3aroNOBKA IPUIIOMKEHUS)
BBIIEIAETCS IPOIMMCHBIME OyKkBaMy, moxy>xupHeM mpudtom (IIOJIOXKEHME, ITEPEYEHD, CITMCOK
HT. ).

He monyckaercs eeipaxkenue «[IPHJIOXXEHME No» nevaraTe NPONMCHBIME OyKBaMH, a TaKKe
UEHTPHPOBATh 3TO BBHIPAXKEHHE, HANMEHOBAHME IOOKYMCHTA, €r0 NATy M PErHCTPALMOHHBIA HOMED
OTHOCUTENBHO CAaMOM NJIMHHOM CTPOKH.

I'pud corstacoBaHus JOKYMEHTa




Ha moxymeHTe, NOUIMHHEK KOTOpOro octraercs B 1lIkome, BU3BI MPOCTAaBIAIOT B HIDKHEH yacTw
0060pOTHOH CTOPOHBI IOCAEHETO IMCTA NOAMHHKKA JOKYMEHTA.

Ha noxymeHTe, MOANMHHHMK KOTOPOrO OTHPAB/IOT M3 OPraHM3AlMK, BU3bl IPOCTABIAIOT B
HIDKHEH 9aCTH JIMIEBOH CTOPOHE! BTOPOro 9K3€MIUIAPA OTIPABIAEMOro IOKyMEHTA,

Bosmoxu0 odopMieHne BU3 MOKYMEHTA HA OTHEABHOM IIMCTE COTJIACOBAHMSA. JIOUYCKAeTcH
MOJIMCTHOE BU3HUPOBAHVE NOKYMEHTA 1 €r0 NPUIIOKEHNS,

Ecmu B mponecce BU3MPOBAHUA B MPOEKT AOKYMEHTA BHOCHTCS CYIICCTBCHHBIE W3MEHCHHS, OH
TOJJIEXKUT TIOBTOPHOMY BU3MpPOBaHuUi0. [IoBTOpHOE BU3NpOBaHHE He Tpebyercs, ecnu npu nopaboTke B
MIPOEKT JOKYMEHTA BHECEHB! YTOYHEHMUS, HE MCHAIOLINE €I0 CYTH.

Honnmuce ‘

HoxymenTsl, Hampasisgemble [1Ikomoif B BHIOECTOSIIME OPraHbl YOpaBIEHHS, MOMMHCHIBAIOTCS
nupextopoM IIIKOMEI, €ro 3aMecTHTENEM IO MOPYyYeHHI0 aupekropa IIIKoel IO COOTBETCTBYIOIIMM
HAIIPaBIICHUAM.

B cocras pexsuszuta «[loAmmMch» BXOAAT: HAHMEHOBAHHE NOJDKHOCTH JIMIA, IMOAMNMCABIIErO
NOKyMEHT (TONHOE, C YKa3aHWEM Ha3BaHMs OPraHH3aluHM, €CiM JOKYMEHT oopMieH He Ha OnaHKe, U
COKpAIICHHOE — Ha JXOKYMEHTE, OOPMIEHHOM Ha OnaHKe);, MUYHAS HOIINCH, PAacIIM(POBKA MOMHCH
(uHAUIMATEL, GaMUTHA).

Hanpumep:
3aMeCcTHTENb THUPEeKTOpa TM9HAas MOJTHCh HN.H. Nranosa
110 BOCITUTATENLHOM paboTe

B noxymeHrax, MOArOTOBISHHBIX KOMHUCCHEH, YKa3bIBAIOTCS HE JOJDKHOCTH MOANMCABINMX JIML, 4
UX 00513aHHOCTU B COCTABE KOMUCCHH.

Hanpumep:
TpeAceaaTeNl KOMUCCHH JYHAasg NOAIIHCH H.0. ®amunus
YJIeHBI KOMHUCCHH NHYHAA TOAIIUCH HN.0. Gamums

JYHas MOANHUCH H.0. Gamunms
Ilpu moanucanuy NOKyMEHTA HECKONBKHMH NOJDKHOCTHBIMH JIMLIAMH X TIOATIMCH PACIIONArajoT
OIIHY II0J{ IPYTOi B ITOCIEA0BATENbHOCTH, COOTBETCTBYIOLICH 3aHUMAEMOM JIOJDKHOCTH.

Hanpumep:
Hupextop TIMYHAs TONIHChH H.0. Pammmst
3aMecTUTeNb AUPEKTOpa JIMYHAA TOOHUCH N.0. Pamunus

HpI/I NOATIMCAaHNH JOKYMCHTAa HECKOJBKUMM JIMIIAMH pPaBHBIX JOJDKHOCTEH, HX TOAIHCHU
pacronararOT Ha OJHOM YPOBHE.

Hanpumep:
3aMecTUTENb JAPEKTOpa no 3amecTUTEND TUpEKTOpa (4
aIMHUHHUCTPATUBHO-XO3MMCTBEHHOH paboTe yueOHO-BOCTUTATEILHOM paboTe
JTUYHAS H.O. Oamunus JIVIHAs H.0. Gamumus
ITOJITHCh MOJIIUCh

Ecimu 10JDKHOCTHOE NMIIO, IOAIMCH KOTOPOro 3ar0TOBJIEHA Ha NPOEKTE JOKYMEHTa, OTCYTCTBYET,
TO JOKYMEHT JOJDKEH NOANHCHIBATECS TUIIOM, HCTIOMHAIOIMUM €ro 00S3aHHOCTH, WIH €r'0 3aMECTUTEIIEM.

He momyckaercs moamucanyne NOKYMEHTOB € IIPEAJIOrOM «3a» WM IPOCTABJICHUE KOCOH YEepThI
repes HAMMEHOBAHKMEM JOJDKHOCTH.

Otmerka 00 3J1eKTPOHHOH NOANNCH

Ormetka 00 3n€KTpOHHOH NOAMHCH BKIOYacT: Gpasy «J[OKyMEHT mommmMcaH >SNEKTPOHHOM
TIOAMMCEI0N, HOMEP ceprudKaTa KIroda IMEKTPOHHOH moAmucH, GaMuInio, HMA, OTIECTBO BIAAECIBLIA
cepTH(uUKaTa U CpOK AeHCTBUA cepTU(iKaTa Kioda JEKTPOHHON OATICH,

Hanpumep:
{{Img="S:\Penaxuusa\MILIOOP\O6pazosanne\IMG\118_31056.png"}} JOKYMEHT IOAIMCAH

BJIEKTPOHHOM MOMITHACHIO

Cepruduxat 1al11aaa0000000011



Bnanenen Misanora Axnna IletpoBHa
Heticteurenen ¢ 01.12.2012 mo 01.12.2018

Ormverka 06 ONEKTPOHHOM TOMMHMCH IODKHA  COOTBETCTBOBATH MECTy pa3MeUIeHus
COOCTBEHHOPYYHOH HONMICH B aHAJOTUYHOM JOKYMEHTE HA GYMAXKHOM HOCHTENE. DJIEMEHTH OTMETKH
JOJDKHBL OBITh BHAMMBIMH M 9HTAEMBIMH Y HE IOJDKHBI HEPEKPHIBATL SIEMEHTHI TEKCTA JOKYMEHTA H
OPYTHE OTMETKY 00 3NEKTPOHHOMN NOATHCH (TIPH HAJIMYHH).

Heyats

OTmack medatd 3aBepAeT NONMHHOCTh MOANHCH O/DKHOCTHOTO JIMOZ HA JOKYMEHTAX,
YAOCTOBEPSIOIIMX NpaBa JIKL, (PUKCUPYFOIIX (aKThl, CBA3aHHbIC C (PUHAHCOBBIMU CPEACTBAMH, A TAIOKE
Ha MHBIX JOKYMEHTAX, NPESAyCMATPHBAIOINMX 3aBEPECHUC IOUTMHHOM MoAnucH. JIOKyMEHTHI 3aBEPSIOT
neyatsio 1TkossL. ‘ '

ITeyats mpocTaBigeTcA HA CBOOOOHOM OT TEKCTA MECTe, HE 3aXBATHIBAS IIMYHOH IOANMCH
JOJDKHOCTHOTO JIMIIA,

OTtMeTKka 00 HCITOTHHTETE

OtMeTKa 00 HCHOMHUTENE BKIIOYACT B ceOs (aMUITHIO, M3, OTYECTBO MCIOJHUTENS JOKYMEHTA,
HOMED ero TenedoHa.

OtMeTKy 00 MCTIOTHHUTENE PACIIONAraloT Ha JIMIEBOM WM 00OPOTHOM CTOPOHE MOCIENHETO JIMCTA
IOKYMEHTA B JIEBOM HIDKHEM YTIY.

Hanpumep:

Hpanopa Muua UsanosHa,
3aMecTuTeNs AUPEKTOpA

1o y1eOHO-BOCIUTATE/BHOM paboTte
MOY «COII Ne7»

8 (38259) 55800

OTMeTKa 0 3aBEPEeHHH KONHU

Kormmu ¢ n0xyMEHTOB BBIJAIOTCA € Pa3speHICHUS PYKOBOAUTENCH CTPYKTYPHBIX TIOApa3AeaCH I U
TONILKO € TE€X NOKYMEHTOB, koTopele Obum m3manel B [IIkone u KOTOpbiE KacaloTCa CayxeOHOM
JEATSIBHOCTY AAHHOTO CTPYKTYPHOTO HOAPA3AECIICHUS.

Ilpy BBIma4de KONMH NOKYMEHT BOCIPOM3BOAWTCH MOMHOCTHIO (6mamx IIIkomsi, HoMmep, mara,
CONEPKAHUE U T. 1.).

B npasom BepxHeM yrity KonuM numercs ciaoso «Kommsy. IIpu Beimade KoImy ¢ KOIMMM CIEAYET
nucaTh «Komus ¢ kormmmy.

Ecny xomus s BHYTPEHHErO HONb30BAHKSA, TO JUIA 3aBEPCHHA HIDKC pekBu3HMTa «Iloammchy
IPOCTAB/IAIOT 3aBEPUTEIIBHYIO HAAINHCh: «BEpHO»; JODKHOCTD JIMIA, 3aBEPAIOIIETO0 KOMUIQ, JTHYHYIO
MIOANHKCE; PACIIU(POBKY MOANHCH (MHHALMAILI, GaMHUJIHIO), JATY 38BEPCHHS.

Hanpumep:

Bepno

Cexperaps/CruamicT o Kagpam
Jlnvuag nogmmcs B.B. Heanosa
10.10.2018

Ecrmm xommsa BBIAAETCS JNISA IPEACTABIICHUS B APYTYI0 OPraHH3aLMIO, TO OTMETKA O 3aBEPSHHH
KOIMH OMOJHACTCA HAAMKCBI0O 0 MECTE XPaHEHUSA OKYMEHTA, ¢ KOTOporo Oblja M3rOTOBJICHA KOMMS, U
3aBEPACTCA TICYATHI0 OPraHU3aIIH.

Hanpumep:

TMommaaauk gokymenta Haxonutcs B MBOY Illkoma Ne 3 B gente Ne 12-k 3a 2013 rog.

Jlns IpOCTaBNCHUS OTMETKHU O 3aBEPEHHUH KOTIMH MOXKET HCTIONE30BAThCA IITAMIL
OTMeTKka 0 MOCTYILICHHH IOKYMEHTA

ConepxuT nary NOCTYIUIGHHS NOKYMEHTa, a TAIOKE €r0 BXOIAMUN peruCTparMOHHEIA HOMEp.
[Tpu HEOOXOMMMOCTH B OTMETKE MOXHO YKa3aTh BPEMS MOCTYILICHHS B 9acaX W MHHYTaX M CIOCO0
JOCTaBKH JOKYMEHTA.

OTrMeTKy 0 HOCTYIUICHHH AokymMeHTa B IIIKoNy IIpOCTAaBIAIOT B BHAE IITAMIA MM OT PYKH B
HIDKHEH YaCTH JIMIEBON CTOPOHKI IIEPBOTO JIMCTA JOKYMEHTA WIH Ha €ro obopore.



Hanpumep:

MOY «COII Ne7»
11.10.2018 Ne 23
13 u 40 mun

Pesonronus

B coctas pesomouMM JOKHBI BXOIMTb CJEAYIOUIME O3JIEMEHTHL (aMWIMe, WHUIHAAIBI
MCLIOJHUTENSA (MCTIONHUTENEH), comepKanue mopydeHms. IIpu HEeoGXONMMOCTH — CPOK MCHOJHEHWS,
HOATIHCH JIMIIA, BEIHECIIETO PE30ITIOIMIO, IATA PE3OIOLIIH,

Hanpuuep:
CwmupHoBoit U.0.
[pomy MOATOTOBUTH MPOEKT
aoroBopa ¢ OO0 «Jom Mebemuy
k 22.06.2018
JInanas moanmuce
10.10.2018

[lpy Hanvuuy B PE3OMOIMH HECKONBKUX MCIIOJHUTENEH YKa3bIBAETCS OTBETCTBEHHBIN
ACTIOHUTEND (KAK IPABUIIO, ITO JIMLIO, HA3BAHHOE B PE3OJIIOLAN TIEPBEIM).

Ha noxymentax, He TpeOYIOIUX AOMONHUTENBHBIX YKA3AHWI II0 HCHONHEHMIO M HMEOIHX
THAMOBBIE CPOKM HCHONHEHHS, B PE3OJIOLMM YKA3BIBACTCA HCIOIHHTENb, MOMIACH aBTOPA PE3OMFOITHH,
Jara.

Pesonroms, Kak NpaBwiio, IMIIETCA OT PYKH PYKOBOLHMTENEM HA IOMIMHHUKE TOKYMEHTA Ha
CBOOOIHOM OT TEKCTA MECTE.

Ortmerka o koHTpOJIE

OtmeTka 0 KOHTpOJIE 0603HAYAET, YTO TOKYMEHT IOCTABICH Ha KOHTPONh. OTMETKY O KOHTpOJIE
3a MCIONHEHMEM JOKYMEHTa 0603Ha9a0T mTaMIoM «KOHTPOIIb) HA BEPXHEM MOJIE TOKYMEHTA.

Kontpomo moanexar Bce 3aperuCTpUPOBaHHBIE JOKYMEHTEI, TPEOYIOIIHE HCIIONHEHHM.

Cpoxu UCTIONTHEHKA TOKYMEHTA YCTAHABIMBAIOTCH B COOTBETCTBHH CO CPOKAMH, 0003HaUEHHBIMU
3aKOHOJATEIbCTBOM, OPraHM3allieli, HanpaBMBINEH NOPYYEHHE WIX IPOCKOy, pPaCIOPIIMTENBHEIM
AOKYMEHTOM WM PE30JIIONHEH TUPEKTOpa ITKOJIBL.

Cpok npocrapisercs B GopMe HaThl 3aBSPIICHUA HCIIOTHEHHSL.

OTMeTKa 0 HanpaBJIeHNH AOKYMEHTA B 1eJI0

OtmeTka 00 HCTIONHEHMH JIOKYMEHTA M HATIPABIEHUH €T0 B AENO0 BKIIOYACT B Ce6s CEAyIoImue
nannbie: Gpasy «B nenoy, HHAEKC Hena IO HOMEHKIATYpE Hei, B KOTOPOE MOMEINAETCS JOKYMEHT Ha
XPaHCHHUE, ¢ YKa3aHHEM IoJid, JOKHOCTH JIMITA, 0OPMUBLIETO OTMETKY, IIOAIIMCH, JATHL.

Hanpumep: '

B nemo Ne 01-18 32 2018 r.
3aMeCTHTEN IMPEKTOPA IO BOCIIUTATENBHOM paboTe
JIM4Has moamICchH 10.10.2018

OTMmeTKa O HampaBICHMM JOKYMEHTA B HEN0 MOKET MOMOJHATHECH KPATKUMH CBEICHHSMH O
XapaxKTepe UCTIOHEHUA TOKYMEHTA.

3.3. OcoGeHHOCTH MOArOTOBKY H 0()OPMJIEHNS OTAETLHEIX BU0B NOKYMEHTOB

IIpnxa3

Ilpuxaz — mpaBOBOil aKT, M3NABacMBIi AMPEKTOPOM IUKONBI AN PELICHWSA OCHOBHBIX H
OIIEPaTHBHBIX 3a]a4, crosmx nepen [komoti (mpunoxenue Ne 8).

Ipuka3 MosxeT ObITH U3NAH JTUIIOM, HCTIOJHSIOIINAM O0S3aHHOCTH AMPEKTOPA IIKOJEI B CIIy4ae €ro
OTCYTCTBHSAL.

B mpukasax 1o OCHOBHOM [EATENPHOCTH PEIIAIOTCA BOMPOCHL y4eOHOM, XO3AMCTBEHHOM,
(HMHAHCOBOII JNEATENBHOCTH, IUIAHUPOBAHWA, OTYETHOCTH, YYEOHO-BOCTIHTATEHHOTO TIPOLECCA,
¢du3HIecKoro pa3BUTHA U T. I

IIpuka3el odopmistorcss Ha Omamke Illkoner. Ilepemada mpuxazoB, MX Komuii pabOTHHKAM
CTOPOHHHX OPraHM3aLMii NOMYyCKAeTCA TONLKO ¢ paspemeHus aupexropa IlIkomsr. IpoexTsr mprkazos



pa3pabaTeIBAIOTCA YNOTHOMOYEHHBIM IIMIIOM MO IOPYYEHHIO PYKOBOACTBA WM II0 COOCTBEHHOIM
HWHHULATUBE.

IoaroToBka mpuKasa BKIIOYacT B cels M3yueHME CymiecTBa BONPOCca W cHOp HEOOXODMMBIX
CBEJICHUH; MOATOTOBKY NPOEKTa TNPHKa3a; COIVIACOBAHME NPOCKTa; MOAMICaHMe AUpexTopoM IlIkoisl,
PETHCTPAUIO.

IIpuxa3zsl nedaratorcs mpugrom No 12,

Homepa crpaHHIl IPOCTABIIAIOTCA OCEPENMHE BEPXHEro MONst NUCTA. TEKCT IMPUKA3a IEeYATAETCS
4epe3 OfMH MEXCTPOUHBIi HHTEpBa, O3 o0opora,

IIpuxa3s ¥MeeT cIeAyomMe PEKBU3UTHL: HanMeHoBaHue [1IKoIEI COrMacHo ycTaBy; HAMMEHOBAHKE
Buga jokymeHTa (IIPHMKA3), nmata, HOMEp, MECTO COCTABICHMs, 3arOJIOBOK K TEKCTY, TEKCT,
HAUMEHOBaHHE JOJDKHOCTH, TIOAMUCH NOJDKHOCTHOrO JIMLA (MHMIMANET, (PpaMuITHA), BU3HI COTIACOBAHMSI,
O3HAKOMJICHHUS.

Jaroii nprxa3a (pacnopspxeHus) ABIACTCA Oata ero nommiucaHus. Jlata odopmisgercs nudpoBsIM
croco0oM; HOMEP COCTOUT M3 3HaKa «Noy» M IOPSAKOBOro HoMepa npukasa, Hanpumep: ot 00.00.0000 Ne
000.

Texcr npukasa (pacnopsHKEHUsT) COCTOMT U3 ABYX B3aHMOCBSI3aHHbIX YacTell — KOHCTATHPYFOLIEH
U pacuopsiauTEIbHOH.

Texer nprkasa (pacHOpPHKCHHA) NODKEH MMETh 3aroJIOBOK. 3arojioBOK HAYMHAETCS C MPEIora
«O» («O6») m dopmmpyercss NpPH TOMOINM OTIIATONBHBIX CYINECTBHTENBHBIX (Hanpumep: «06
YTBEPXKICHHUM...», «O peructpanum...», «O CO3NaHUH...»).

3arofo0BOK JODKEH KPAaTKO M TOYHO OTPA’KaTh COACPKAHHE TEKCTA MPUKa3a (PACHOPSIKEHHN).
Touka B 3aronoBke He craBuTCA. IleyaraeTcs depes ABa MEXCTPOUYHBIX HMHTEPBANA OT PEKBU3HTA,
ITeuaTaeTca cTpoYHBIMU OYKBAMM, BBIIEIACTCS KUPHBIM IIPAQPTOM.

B xoHcTaTHpYIOINEH YaCTH KPaTKO M3JIArar0TCs IIENH U 3aiaqu, GakTsl U COOBITHSA, OCTY)KHBIIHE
OCHOBAHHMEM LA U31aHKUA IPHKa3a. OHa MOXKET HAYWHATHCA CIIOBAMHU «B LIENAX), «BO UCIIONHEHHE) U JP.
Ecnu npukas usgaercs Ha OCHOBaHWM APYTOTO JOKYMEHTa, TO B KOHCTATHPYIOIICH 9acTH YKa3bIBaeTCH
HAaMMEHOBAHHE JTOr0 JOKYMEHTa, HAMMCHOBAHHE OpraHa, H3AABIICr0  JOKYMEHT, JaTa,
PETHCTPAlMOHHLIH HOMEP U 3aT0JIOBOK K TEKCTY.

Koncratupyiomas 9acTb MOXKET OTCYTCTBOBATE, €CITH MPEIMCHIBACMBIC NCHCTBHA HE HYKIAIOTCS
B pa3biACHEHMH. TeKCT NPHKa30B B TAKUX Ciydasx HaumHaercs co ciioBa «[IPUKA3BIBAIO» (mumercs
nponucHeiMU OykBamu). [Ipy HaIIYMK OBYX 4acTel MpHKa3a PacmoOPANUTEILHAS YaCTh OTACISCTCS OT
KOHCTaTHPYIOIIEH CI0BOM «npHKa3biBatoy. [Tocae cioBa « [ IPUKA3BIBAIO» craBuTCS ABOCTOUHE.

TekcT pacnopsOuUTENFHON YacTH MOXET ACNUTBCA HA IIYHKThl, B KOTOPBIX YKAa3bIBAXOTCH
HCTIOJTHUTENN, KOHKPETHBIC ACHCTBUA M CPOKH MCIOJNHEHHA NPSANUCHIBAaEMBIX AeiicTBuii. Ecimn mpukas
IOOHONHACT, OTMCHSAECT WM H3MEHSACT paHee H3NAHHBIC MPUKA3Bl WM HX OTACIBHBIE IMYHKTBL, 3TO
oropapuBacTci B Tekcre. IlocinefHMM NYHKTOM pacCHOPSAAMTENbHOM YacTH TNpHKa3a YyKasbBacTCH
I0JDKHOCTHOE JIMIO0, HA KOTOPOE BO3JIAraeTCsl KOHTPOJIB 33 MCHOJNHEHHEM IpHKa3a B enoM. Hanpumep,
«KOHTPONB 32 MCITOJTHEHNEM MPUKA3a OCTABJIAIO 38 COO0IN.

Tlomnuck oTASIAETCH OT TEKCTA ABYMST HHTEPBAIaMH, ICYATASTCS OT IPAHHIBI JIEBOTO ITOJIA.

PacimpoBka NOAIMICH NT€YaTACTCA HA YPOBHE MOCTENHEH CTPOKH JOIDKHOCTH Y MPaBoii rpaHuIlbl
TeKCTOBOro noiis. [1poden Mexxay MHUIMANAMU U GaMunuei He HeaeTcs.

Hocneanss 6yxsa B pacumm(poBKe MOAIICH OTPAHHINBAETCS IPaBbIM I1ojaeM (10 Mm).

[Tpu mopnmcanmny nmprikasa (PaclOPKEHMSA) JUIOM, 3aMEINAIONINM AHPEKTOpa LIKOJBI, AOJDKHA
ObITh yKa3aHa ero akTHIECKas JOJDKHOCTE 1 haMyuTHs.

IMpu HanmM9WY PHIIOXKEHUI K MPHKa3y (PaCHOPHKEHHIO) 00SA3aTSIIFHO JeNIaeTCA CChUIKA Ha HUX B
TEKCTE.

IIpuka3ssl (pacTOpsDKEHMSA) HyMEpYIOTCS ITOPSIKOBOM HyMepauueil B mpenenax KaleHZapHOro
roga. OTOensHO HyMEPYIOTCS MPHKA3bl IO OCHOBHOM AEATEILHOCTH, 110 JIMIHOMY COCTaBYy Pa0OTHUKOB,
110 JIMYHOMY COCTaBY 00y4aromyxcs, 1o OTILYCKaM, 0 KOMaHAUPOBAHHUM.

Ecni mpukas (pacropsbkeHre) BBOAWT B OCHCTBHE KaKHe-THOO MOKYMEHTBI (MHCTPYKIIHH,
rpaduku, mpaBWwIa, TONOXKEHHA), TO OHUM OGOPMIIIOTCA B BUAE NPUIOKEHUS K IIpUKA3y
(pactopsxeHmio). B mpaBoM BEpXHEM VINIy TaKMX HOKYMEHTOB OT IISITOrO TIOJIOKEHHA Talyisropa



HeoOxonuMo mnucath ca0BO «[IpmitoXeHHE» C YKA3aHHEM HAMMCHOBAHMA paCIOPAIMTEIbHOTO
JIOKYMEHTa, €T0 JaThl, HoMepa (mpunokenyie Ne 9).
Hanpumep:
IIpunoskenue
k npuxazy MOY «COII Ne7»
or 11.07.2018 Ne 34

[TpumosxeHus X HPOEKTaM HPUKA30B 0QOPMIAIOTCS HA OTACIBHBIX TUCTaX OyMard (MpUIOKCHUS
Ne 9).

PasMeps! nonieit ¥ MEXCTPOYHBIE MHTEPBANBI IIPH NEYaTAHUM TEKCTOB ITPHIIOKEHUH HICHTHYHBI
pasmepam, IPUMEHSEMBIM IIPY TIeYaTaHUH TEKCTOB MPHKa30B (PacTIOPSHKEHHUIA).

B npunoxeHnsax MOMEINAIOTCA TONOXEHHS, TepeunH, cruckd, rpaduky, Tabmunel, o0pasipmi
IDOKYMEHTOB U Jp.

Ecnu B TEKCTE AAETCA CCBUIKA «COTJIACHO TIPUJIOKCHUIO» WU (TIpIoxkeHue Ne... ), To Ha IepBoi
CTpaHHLE MPUIOKEHWS B NPAaBOM BEPXHEM yriy mmmercs cnoBo «[IpuioxkeHue» U €ro HOMep, HIDKe
Yepe3 OfMH MEXCTPOYHBIH HHTEPBAJL JAaeTCs CChUIKA Ha MpHKa3 (pacHoOpsDKEHUE) JUPEKTOPa IIKOIEL, €T
IaTy 1 HOMep.

Bce cocraBHBIE YacTH pPEKBH3UTA BHIPABHUBAIOTCS MO JICBOMY Kparo, NEYATalOTCA 4E€pPe3 OJHH
MEXKCTpO4HEi MHTEpBaN. JlnUHA CTPOKH HE JOJDKHA IIPEBBINATh 8 CM, OTPaHUYMBACTCS IIPaBbIM IOJIEM
noxkymeHTa. [Ipn HaJTM9HH HECKOJIBKUX MPIIOKEHHN OHH HyMEPYIOTCAL.

Hanpumep:

ITpunosxenue 1
x nipukazy MOV «COIL Ne7»
ot 11.07.2018 Ne 34

Ilpu wamuuum B Tekcre (opmymuposku «YTBEPIUTDL» npumaraeMoe NOJNOXKEHHME, COCTAB
KOMUCCHH, MEPEYCHh MEPONPUATHII M T.J. HA CaMOM IIPHIOXKECHHH B IIPABOM BEPXHEM YTy
pacmonararores crnoa «YTBEPXKJIEHO» wma «YTBEPXKJIIEH» co ccbuikoit Ha mpHKkas, €ro Aary,
HOMED.

Hanpumep:
' YTBEPXIEHO
npukazoM MOY «COIII Ne7»
or 11.07.2018 Ne 34
3aroyIoBOK K TEKCTY MPUIOKEHHS NMEeYaTaeTCs HEHTPHUPOBAHHBIM criocoboM. HanmeHoBaHue Bua
JOKYMEHTa IPHIOKEHHS (TIEPBOE CIOBO 3arojioBKa MPHIIOKEHHMA IICYATACTCHA IPONHMCHBIME OykBamu
>sxupHeM mpudrom: TTOJIOXKXEHUE, ITIEPEYEHD, CITHCOK u T. A.). :

3arooBOK NPUIIOXKEHHSA OTIENAETCS OT IaThl M HOMEpa NpuKa3za IBYMS MEXCTPOYHBIMH
HHTEpBaJIaMU.

IIpy HaNMYMK B TEKCTE NPHICKEHHS HECKONBKHX PasfeliOB HX 3ar0JIOBKH I1CIATAFOTCA
HEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTENHHO TpaHMIl TeKcTa). Todka B KOHIIE 3arojIOBKOB HE CTaBUTCAL
Homyckaercs BBIOCIATH 3arojiOBKM  pa3zienoB ImMpuHGTOM IOpyroi HACHILNEHHOCTH  (OKMPHBIM,
TTOJLY KUPHBIM).

TexcT npriIoskeHus MOXeT OBITh 0opMIiteH B Buae Tadmuusl. ['padbt 4 cTPOKH TabNULBI JOIDKHEI
HMETH 3arOJIOBKH, BHIPA)KCHHBIE MMEHEM CYLISCTBHTENBHBEIM B MMEHHTEILHOM manexe. Iloa3aronoBku
rpad ¥ CTPOK rpaMMATHYECKH XODKHBI OBITH COTJIACOBAHBI C 3ar0jIOBKaMu. TEKCT TaONMilkl Ie4aTacTCs
4epe3 OJUH MEKCTPOUHBIA HHTEPBAIL.

ITpy HanM9uKM B TEKCTE MPWIOKECHHI CCHUIKM Ha CHOCKY oHa odopmisercs 3Be3nouxoil. Texer
CHOCKH II€YATACTCA Hepe3 ONWH MEXCTPOYHBIA HHTEPBAJ B KOHLE KaXAOH CTPAHMIBI WM TOCTE
OPUIOKEHUA B 1IEI0M ITOA uepToit. [Tocie CHMBONA CHOCKH €€ TEKCT NeYaTaeTcs ¢ NponucHoit 6ykssl. B
KOHIIE TEKCTA CHOCKH CTABHUTCA TOUKa, Ha oHoii cTpaHune He JO/DKHO 0QOPMISTECS 00JIEE TPEX CHOCOK.

B monoxeHusx, MporpaMMax, yCTaBax M APYTHX MOZOOHBIX NOKyMEHTaX pa3feibl, OAPa3AcIbl,
MYHKTHI U TIOAOYHKTHL HyMepyroTcs apabckumu mudpamu. Homep nopmpasmena JODKEH COCTOATh M3
HOMEpA pasgena ¥ HoMepa moapasjela, pasaencHHEX Toukoi (Hanpumep: 1.2.). Homep nynkra moxer



COCTOATDH M3 HOMEpA Pa3Jiena, IOAPa3neNa u MyHKTa, PasaeIeHHbIX ToukaMu (Hanpumep: 2.3.1.). ITyHKToI
npyd HEOOXOAMMOCTH MOTYT NOAPA3AEIATLCA Ha TOANYHKTBI, KOTOPHIE AOJDKHBI UMETh IOPAIKOBYIO
HYMEpALMIO B Opeenax kaxuoro myekTa (Hanpumep: 1.1.1.1, 1.1.1.2. u 1. 1).

Bussl mpocTaBimoTcs Ha 000pOTHON CTOpOHE TWOCIHEAHEr0 JHCTa IPOSKTa IIpUKasa
(pacmiopsDKeHHs). -

Ha npunioxeHnsAx K NpoeKTaM TMPHUKa30B (paclopsHKeHWil) BU3BI MPOCTABIAIOTCS IO TEKCTOM
TIPHATOMKEHHIL

IIporoxos

B mpoTokonax (moxyMeHTax, pMKCUPYIOLIHX X0 0OCY>KASHUs BONPOCOB ¥ NPHHATUA PEIICHMI)
MOCTOSHHO  JCHCTBYIOIMX KOJUICTHAJbHBIX M COBEINATENbHBIX OpraHoB  (TIEAaroruyecKoro,
METOIMYECKOTO COBETOB , KOMHCCHI), a Takke KOH(epeHimii, coBpammii, cCOBemaHuWi, 3aceNaHHH,
MEPETOBOPOB, BCTPEY) HCIONB3YETCsH (POpMa M3NOKEHHUS TEKCTa OT TPETHETO JIMIA MHOKECTBEHHOIO
uypcna (CJIYIIAJIM, BRICTYIIMIIN, PEIIUIIN). ConeprxaHie BBHICTYIUIEHHI M37IAracTCs OT TPETHEro
JIAIA €XUHCTBEHHOTO IHCIIA.

IIpoTOKOI HMEET CIIEAYIOMMNE PECKBU3UTHL:

— Haumenoganue guda Odoxymenma — cnopo «IIPOTOKOJI» neuataercs Ha 2 CM HIDKE OT
IPaHMIE BEPXHETO MO MPONUCHEIME OYKBaMH, TOMYKHPHBIM WPH(TOM H BEIPABHUBACTCS TI0 LISHTPY,

— U0 3ace0aHUs, Co8ewanus — OTAEIACTCA OT IPEABIAYINEr0 PEKBU3UTA JBYMS MEXCTPOUHBIMU
WHTEPBATIAMH, TI€9aTACTCA IMONYKUPHLIM IIPHUPTOM depe3 OMH MHTSPBANl U BBIPABHMBACTCS 110 LICHTPY,

— 0ama u Homep npomoxona — nata oQopMIAETCA HHU(POBEIM CIOCOOOM U NIEYATACTCA YEpe3 ABa
MEXCTPOYHBIX MHTEPBAJIA HIDKE MPEABIAYIIEIO PEKBU3UTA OT JIEBOI MPAHMIIBI TEKCTOBOTO IO, 2 HOMEP
— FIOCJIE CJIOBA (IIPOTOKOIY;

— MeCmo npogedenus 3ace0anus YKa3bIBAETCA TpH OQOPMIICHUM IPOTOKONA COBEINAHUS B TOM
clydae, eClTd OHO TPOMCXOAHNo He B 3xaHuu I1Ikonsl, BEIpaBHMBAETCS NO IEHTPY HA OAHON JIMHUM C
JaToH;

— mexcm npomoKona, Kax IPaBHUio, COCTOUT U3 ABYX YacTeil: BBOAHON U OCHOBHOIA.

BBoaHas 4acTh COCTABIACTCS MO CXEME:

IIpencenarens — @amums WU.O. pykoBoauTens.

Cexperaps — Qamumus U.O.

IIpucyrcTBoBamu:

Cnosa «IIpencenarenn» u «CeKperapp» II€YaTaloT CI€Ba OT HYJCBOro NMOJOKEHUSA TalynsTopa,
OTHENAs JIBYMS HHTEpBaJlaMM OT 3arolioBka M Apyr ot apyra. C HOBOH CTpOKM NHINYT C/IOBO
«[IpucyrcTROBAINY,

1 gapuanm: QaMWIMH ¥ VHUIMANB! TIOCTOSHHBIX WIEHOB KOJUIETHAIBHOTO OpraHa, YYaCTHHKOB
3acefiaHus, pabOTHIKOB OPraHM3alMH W MPHIIAIICHHBIX HA 3aCEHAHME MEpedncisinoTcs B andaBuTHOM
nopsake Oe3 ykasaHus Ro/pkHOcTed. [lepeunciieHre HpUCYTCTBYIOIMX OQGOPMISIOT BO BCKO IIMPHHY
CTPOKH 4Yepe3 OAMH MEXCTPOIHbIH uHTepBan (rpmioxenue Ne 10).

Tpn ohopMICHUH HPOTOKONA ¢ THCIOM YYACTHHUKOB Oojiee 15 daMumm He nepedHcismoTes, a
yKasbpiBaeTcs uudpoii ux obiree KOIMIECTBO, CIIMCOK YIaCTHUKOB B TAKHX CIIydasX IPHIAracrcs.

Hanpumep:

IpucyrcTBoBaIM 47 4ENOBEK (CIMCOK NMPUIIATACTCS).

TloacYeT YYACTHUKOB IIPOBOAWTCS IO CIMCKAM PpETHCTPALMH, KOTOPHIC IPHIaralorcs K
TIPOTOKOIY.

[Mocte MEPEeUYNCNICHNS YIACTHUKOB B IIPOTOKOJE 0GOPMIISIETCS NEPEICHE BOTIPOCOB, MOMIEKALIAX
00CYKIEHMIO, KOTOPBI HAaunHaeTCs cioBamu «IloBecTka HHS» M PacloNaracTCs LUEHTPOBAHO YEpe3 ABa-
TpPH UHTEPBAJA OT CIIMCKA YYaCTHHKOB.

2 eapuanm. YKa3plBalOT o0LIee KOJNWYECTBO WICHOB KONIECTHANBHBIX OPraHOB M 9YHMCIIO
TIPUCYTCTBYIOIIMX, @ pacii(poBKa IPEACTaBISETCS B ABOYHOM JIUCTE, KOTOPEIH SBICTCA NPHIIOKEHHEM
K npoTtokoiry (rpumoxenue Ne 11).

IToBecTKa [OHS COAEPIKUT TMEPEUUCIICHHE MYHKTOB (BOMPOCOB) IOBECTKH IHS, (PUKCHPYIOIIHX
TI0CJIEIOBATENRHOCTE 00CYKAeHHs, ¢ hamMumaMu noxnannkos. Kaxasii Bonpoc Hymepyercs apaGekoit
mrdpoii, pacroaracTcs B NOPsAAKE 3HAYUMOCTH M OTBEYaeT Ha Borpoc «O geM?».



Hanpumep:

1. AHa;U3 BBIOJHEHHUA I'oi0BOro Iiana padors! IIxoust 32 20172018 yueOHbIi rox.

Hoxnamgamk — [TerpoBa AWM.

OcHOBHASL YACTH TPOTOKONIA COCTONT U3 PasfieNiOB, COOTBCTCTBYIOIMX ITYHKTAM ITOBECTKH JHS,
TexcT KaXmoro pasuena COCTOUT U3 TPEX YaCTEH:

—~ CJIVIIIAJIH: xpaTkoe CONEpKAHHE AOKIANA WM CChUIKA HAa NPUIATaeMbIi K IIPOTOKONY
texcT. Ilepen cnosoM «CJIVIIIAJIMY mpocTaBisercss HOMEP B COOTBETCTBHM C TIOBECTKOM
THS;

—BBICTYIIMIIN: xpatkoe COHEp)KaHHE Ka)KAOrO BHICTYILICHHA, 3afaHHBIC BOIPOCHI M
OTBETEI;

—PENIWIIA (IIOCTAHOBWIH): pemenue dopMymmpyeTcs ¢ HCIONB30BAHUEM MOZEIH,
OPUHATOR IS PACHOPAMUTENBHBIX JIOKYMEHTOB. UTO CHENarbh, HCHOJIHHTENb, CPOK
HCTIONHECHHUS.

Pemrenys, BLIpaGOTaHHBIC HA COBELUAHWH, BHOCAT B NpoTokonm nocne cnosa «PEITHJIDY
((ITOCTAHOBWJIN ). Perrenre MOXET CONEPAKATH ONMH MIIH HECKOIBKO ITYHKTOB, OHM PacIONararoTcs
0 3HAYMMOCTH, KQKIBIH M3 HIX HyMEPYETCA.

B ciyuae, KOrja OpoTOKon (uKCHpyeT pelieHHe 06 yTBEPKISHHH KaKOro-mubo NOKYMEHTa, B
TEKCTE MPOTOKOJIA JOJDKHA CONEPKATHCS CChUIKA HA 3TOT MOKYMEHT, @ ¢aM JOKYMEHT MpPHIAaracTcs K
IIPOTOKOILY.

Ipu Hanmapy 0cOBOr0 MHEHMS [0 NPUHITOMY PELISHUIO OHO 3aIHCHIBACTCA B TIPOTOKOJ (TIOCITE
COOTBETCTBYIOLIETO IIPOTOKOIBHOTO PELIICHHS).

B KaueCTBE WCTIONHUTENS MOXKET OBITh YKa3aHO OJJHO W/IH HECKONBKO JOJDKHOCTHBIX JIMIL TGO
CTpyKTypHOe moppasieneHue. Cpok MOXeT OBITh yKasaH Kak KalleHIApHAs [iaTa WIH Kak Mepuon
BBITIOJTHEHNS PaboTBhL.

Cnopa «CJIVIOAJIA», «BBICTYIIHUIIMY, «PEINWIIHN» («(IIOCTAHOBHMJIM») medaTtaror OT
JIEBOTO OIS TIPOTUCHBIMU OYKBaMH Y 3aKaHYHBAIOT TBOSTOUUEM.

Kaxcoplii pasmen INeYaTaeTcss ¢ KPacHOM CTPOKM, 4TOOB! BHIACIMTH B TEKCTE NPOTOKONA PEdb
OCHOBHOIO JIOKJIaJ4HKa, BBICTYIUICHHS YYaCTHUKOB OOCYXKICHMS BONPOCAa H IOCTAHOB/LTIOLIYIO YaCTh,
dopmympyromyio pemenue cobpanus. C 3T0i XK€ LENBI0 B TEKCTE MPOTOKONA KAKIYIO thamMIIo H
WHUIMANG! BHICTYNAIONMX TIEYATAIOT ¢ HOBOH CTPOKM B MMEHUTEIBHOM Najeike, 3aliCh BBICTYIUICHUS
oTaensroT oT pammuman Aeducom. Kaxupiii BOOpoc medaTaeTcs ¢ KpacHo# CTpokd, gamumm 1mpa 310M
JOMYCKAETCS HE YKA3bIBATD.

B OTAEIBHBIX CNyYadX HA OCHOBE PYKONMCHBIX MIIM MarHMTO(OHHBIX 3amucel, KOTOPLIC BEIHCH
HA 3ACENAaHMH, COCTABJACTCA CTeHorpadudeckuii IPOTOKOJN, KOTOPBIA INOCIOBHO IEPCHACT MPOLECC
06CyKIEHHS KaXKI0T0 BOIIPOCA M BEIPAOOTKY PELICHHS IO HEMY.

IpoTokon oGopMIAET CEKpeTaph 3aCceaHus, FOPHANICCKYIO CHITY POTOKOI TPUOOPETAET TOIBKO
NpU HAJIHYMK IBYX HOANKCEH — IpeAcenaTess H cekperaps. [1oamMCH PACHONAraloT, OTAENHB OT TEKCTa
ABYMSI-TPEMSL MEKCTPOUHBIMHM HMHTEPBAJIaMM OT TDaHHMIBEI JIEBOIO mons.  TloanuceiBaeTCS MEPBBI
3K3EMIUIP IPOTOKOJ2, KOTOPHIA TOAINMBAETCA CEKPETapeM B JIEJI0 M XPaHUTCA B COOTBETCTBUM CO
CPOKOM, ONpeAeNiCHHBIM HOMEHKIATYPOH eI

B HEKOTOPBIX ClTy9asx 0GOPMILIETCS BBIIUCKA U3 MTPOTOKOJIA.

BHInMCKa 3 IIPOTOKOJIA — TOIHAS KOIHA 9aCTH TEKCTa MOUIMHHOTO NPOTOKONA, OTHOCAIIETOCA K
TOMY BOTIPOCY HOBECTKY JHSI, 0 KOTOPOMY TOTOBHTCS BBITMCKA. Ipu 3TOM HEO0XOIMMO BOCIIPOU3BECTH
BCC PEKBM3MTHl ONAHKA, BBOAHYIO YaCTh TEKCTA, BOMPOC IOBECTKH MHA, 10 KOTOPOMY IOTOBHTCA
BBITACKA, U TEKCT, OTPAXKAIOIMIl 06CyKIeHHe BOPOCa 1 NPUHATOE pelieHue. B 3ToM cnyyac HassaHue
HXoKyMeHTa 0popMIIIeTCs KaK «BBIMMCKa M3 IIPOTOKOJIAY.

Cayske0HOE THCBMO

TTichMa COCTABIAIOTCS Il OCYIUECTBICHMA ONEPATUBHON CBA3M C APYTMMH OPraHM3alHsAMK 110
BOIIPOCAM JAEATETBHOCTH 1IKOJIBL

[0 COACPXAHWIO ¥ HA3HAYCHHIO IHMCEMA MOTYT ObITh HMH(OPMALIHOHHEIE, TapaHTHAHEIC,
pEKIAMAIMOHHBIE, KOMMEPYECKHUE, MHChMA-3aIPOChL, MHCHMA-TIPHTIAUICHAA U T. X.

M (hopMAaITHOHHEIE THCHMA COLEPIKAT COOOIIEHIS, TPOCHOBI, HATOMUHAHHS, IIPEIOMKCEHILL.




lapanTHiinble NPEIHA3HAYCHBL AN HM3BEINCHWS O TapaHTHAX OIUIATHL, CPOKOB IIOCTABKH MITH
Ka4ecTBa MPOAYKIWMH 1 YCIYT,

B pexnamManMoHHBIX (TPETEH3HOHHBIX) MACHMAX M3NIATal0T TPeOOBAHMA BO3MEILICHHS YOBITKOB,
HaHECECHHBIX M3-3a HAPYIICHUS YCIOBWI KOHTPAKTa WIM HOrOBOpPa APYrod CTOPOHOH (KOHTPareHTOM).
Pexnamaiuisa 105piHa NOATBEPKAATHCS IIPHIIATAEMBIME K IIMUCEMY HOKYMEHTAMH B BUJIE AKTOB, CITPABOK U
T. 1.

KoMmepueckue nuceMa COCTaBIAIOT MPY 3aKIFOYCHAM U BEIIOMHEHHH KOHTPAKTOB, YaCTO B HMX
H3NAraloT MPOCHOBI O IPENOCTABNCHMH WHQOPMAIMM O TOBApaX M YCIyrax y MX INpPOAABIOB MM,
HaNpoTHB, IPEIUIAral0T NOCTABUTh TOBAPHI MM YCIIYTH.

B mucbMax-3anpocax npocar y KOHTpareHTa pasbiACHATH KaKoH-mubo (GakT un neiicTeme.

Cnyxebuple mmceMa medataorcss Ha Onmankax muceM Illkoimi. CiyxebHoe IHCEMO HMeeT
CHEAYIOLINAEC PEKBU3UTHI:

— rpud 1 OTMETKA OTPAHHYEHUA JOCTYIIA K JOKYMEHTY (€CIM 9TO HE0OXO0IMMO ),

— ajpecar;

— 3ar0JIOBOK K TEKCTY;

— TEKCT,

— OTMETKA O HATHYHM MPUITIOKEHHH (€CIIM OHH UMEIOTCAH ),

— MOJIITACE;

— OTMETKa 00 HCTIONHHUTEE.

Texct cmyxebHOro michMa, Kak TpaBWIO, NO/DKEH KACAThCsH OJHOIO BOMPOCA MJIM HECKOJBKMX
BOTIPOCOB, €CIIM OHHM B3aUMOCBS3aHbI U OyoyT paccMaTpUBaTLCA B OLHOM CTPYKTYPHOM ITOAPA3AEIEHHU
OpraHHM3aIK-aJ[PeCcaTa.

TexcT u3naracTest OT NEPBOTO JIMLA €TUHCTBCHHOTO YKcia (IIPOCHM, HAMIPABASEM U T. A.) WIH OT
TPETBETO JIMLA €AMHCTBERHOr0 ycna (OO cuuTaer. .., npodcorosnerii komurer OO pacemortpe... ).

TexcT nuchMa, Kak IPaBHIIO, COCTOMT U3 ABYX dacTeil. B mepBoit yacTu m3maraetca NpHYHHA,
OCHOBaHME WIH OOOCHOBAHHME COCTaBICHMS NUCHMA, NPHUBONSATCS CCHUIKM HA JOKYMEHT, SBJISIONIHMCS
OCHOBaHHMEM NOATOTOBKH IMChbMa. Bo BTOpOI 4acTh, HauWHaIOMEHCA ¢ af3ana, IOMEIIAlOTCs BHIBOIBI,
TIPEAJIONEHVIS, IPOCHOBL, PEILICHHS U T. .

Tenerpammel, TessepOHOrpaMMEI 1 PAKCUMHILHAS CBA3b

Tlepenada xOppeCIOHACHIMM N0 (PaKCUMUNIBHON CBS3U B JIPYyrHe OPraHU3ALMH OCYLIECTBIACTCS
TOJBKO IO YKa3aHUIO WM C pa3pelneHus anMuanucTpanuu [komnsr.

INopnuHHViKM AOKYMEHTOB, TEPENaHHBIX NO (aKCHMIIBHON CBs3W, MOIUIMBAIOICA B HEIO,
XpaHseecs y paOOTHHKA, OTBETCTBEHHOro 3a ()aKCHMUJIBHYIO CBSI3b, C YKa3aHMEM BPEMEHH M JATHI
IEpeNaud, a KOMMM BO3BPAIIAIOTCA B COOTBETCTBYIOLIME CTPYKTYPHBLIE MOAPA3IACIICHUA C MOMETKOM
«FAX (nata u BpeMa)».

3asBneHue

3agBneHue — 310 OQUIHATBLHOE COO0IeHHE B TTHCEMEHHOH (opMe. OHO COACPKUT Yallle BCEro
IpeaioxKeHne, kaxo0y Wil Ipock0y kakoro-mubo denoBeka, aJpecOBaHHBIE WM OPraHH3alliH, WITH
JAOJDKHOCTHOMY JIHITy. 3agBiieHHue oOopPMIIsSETCS HA CTaHAAPTHEIX JiucTax 6ymarn gopmara A4.

3asBiIcHHE BKIIIOYAET: afpecaTa, KOTOpPOMY HalpaBJeTCs 3asBlCHUS, (PaMIIIHIO, UMs, OTIECTBO,
IOJDKHOCTh aBTOpa 3asBJICHUSA, HAMMEHOBAHUE JOKyMEHTA, TOYHOE U3IIOXKEHHE NPOCHOBI, IIPEITOKCHHS,
OIACH MIPUJIATaeMEIX K 3a9BICHUIO JOKYMEHTOB, XaTa, HOAINCH.

B 3asBieHMM MCIONB3yeTCH, KAK MPaBWIO, OQHUMANBLHO-AEIOBAS JIEKCHKA, B HEKOTOPBIX
3asBIEHUAX JOMYCKACTCA YIOTPEOACHNE MyOIMIMICTIYECKON IEKCHKH,

3amucka

3anrcka (aHATMTAYECKAst, JOKIaAHAsL, CITy>ke0Has, 0ObACHUTENBHAS) — IOKYMEHT, afpeCOBaHHbBI
AVPEKTOPY IIKOMBI WM BHIIIECTOSLICH OPraHU3allii 1 COAePKaInuii 00CTOATENbHOE U3JI0XKEHUE KaKOTo-
nulo BOMPOCA C BEIBOAAMH U IPEAJIOKEHUAMY COCTABATENS.

JlokmaaHas 3aIMCKa COCTABIIAECTCH KAK MO NTMYHON MHMLMATUBE aBTopa (paboTHMKA), TaK M IO
yKa3aHHIO (MIMCBMEHHOMY WM YCTHOMY ) UPEKTOPA.

3amucKa COCTABIIAETCH Ha OYyMa)XKHOM HOCHTENE WK B 3JIEKTPOHHOM Bue. OQopMIIeHHE 3aIHCKI
3aBHCHT OT ajpecara. IIpd COCTaBJieHHM MOKJIANHOM 3alMCKU, aApeCOBAHHONW NUPEKTOPY INKOIBI B



pamkax I1IKoibl, OHa CUMTAETCS BHYTpEHHEH B 0(OpMISETCA Ha CTAHIAPTHRIX JICTax Gymaru dopmara
A4. BHYTpeHHASA 3a11CKa TOIDKHA COAEYKATh CIACTYIONME PEKBU3HTHI B/ JOKYMEHTA, IATy JOKYMEHTA,
Ha3BaHUE JOKYMEHTa (3ar'0J0BOK K TEKCTY), €CIIH TEKCT GoJiee YeTHIpex-IATH CTPOK, aapecaTa, TEKCT,
NOAMKCH (C yKa3aHHEM NODKHOCTH, Gamuunnu, MHUIMAN0B). IIoMUCHIBAET BHYTPEHHIOK MOKIAHYIO
3aIICKy COCTABUTEI.

Ecmm 3anvicka agpecyercs 3a npeneis! [IIkoms], To ee 0QOpMIISIOT Ha OJIaHKE M OHA Ha3hIBACTCS
BHEINHEH. BHem A 3amicka JO/DKHA CONEPKaTh CIENYIOLME PEKBU3HUTH: HAMMECHOBAHHE VUPEXKICHHA,
BHJ] IOKYMEHTA, JATy AOKYMEHTa, PErHCTPAlMOHHBIH HOMED, MECTO COCTABJICHIN, HA3BAHUE OKYMEHTA
(3aroNoBOK K TEKCTY), €CIIH TEKCT Gosiee JeThIPEX-IATH CTPOK, aIpecara, TEKCT, TIOANHKCH TUPeKTopa
HIKOJIBL.

PasHOBMIOHOCTBIO HOKNANHOH 3aNMMCKH SABIBIOTCA npeactaBiedus. OHM HCIONL3YIOTCS NpH
JOKYMEHTUPOBAaHHH KaIpOBOH [EATENBHOCTA MW COCTABISIOTCA JUPEKTOPOM WJIH 3aMECTHTENEM
aupekTopa. [IpexcTapneHuss COCTABNISIOT B CIyYasX MOOLIPSHHS PAOOTHHKOB, HAJOXCHWS B3BICKAHHIA,
TIPOBEICHHS ATTECTALHM.

ABTOMaTH3AIMS JOKYMEHTUPOBAHHS

JIn1s1 1ToJIrOTORKY JOKYMEHTOB MOT'YT IIPUMEHATECS aBTOMATH3UPOBAHHbIE TEXHOIOTHH. IIpH 3TOM
co3parorcsi 6a3bl JaHHBIX (KOPPECIIOHACHTOB, (OPM HOKYMECHTOB, Tpa(apeTHBIX TEKCTOB M TEKCTOBBIX
3arO0TOBOK), PEAAKTOPCKUE IPOrPaMMBI K JIP.

[Topsimok pa3spa0OTKH, OSKCIUIyaTaUMM M MOJb30BAHHS TAKUMHM CHCTEMAaMM OINPEAEIACTCH
CTaHAApTaMu B 00JIaCTH aBTOMAaTH3UPOBAHHBIX MHGOPMAIIMOHHEBIX TEXHOOTHIA.

JIeKTPOHHBIE JOKYMEHTHI

ITopamox cocrtaBiaeHHd, OGOpPMIEHMS M COINAaCOBAHMS IPOEKTOB 3IEKTPOHHBIX JOKYMEHTOB
OCYHIECTBILIETCS 10 OOIIMM IIPaBIIIaM NEJIONMPOU3BOCTRA, YCTAHOBICHHEIM B OTHOINCHHH aHAOTHIHBIX
JOKyMEHTOB Ha OyMakKHOM HOCHTENe. OJEKTPOHHBI JOKYMEHT JODKEH WMETh PEKBH3HUTHI,
YCTAHOBJICHHBIE HJI aHAJIOTHYHOIO JOKYMEHTAa Ha OYMa)XHOM HOCHTENC, 33 HMCKIIOYCHHEM OTTHCKA
TICYaTH.

B nepedens 00s13aTebHBIX CBEACHHN O HOKYMEHTAX, MCIONb3YEMBIX B LICNAX YY€TA4 M TOMCKA
NOKYMEHTOB B CHCTEMAaX 3JIEKTPOHHOrO HOKyMeHT000opoTa IIIKONBLI B COOTBETCTBHU C IpaBUIAMHU
nenonpou3sonctea B [Ilkone, BXOAST:

— aJIpecanr,

— ajpecar;

— IOJDKHOCTD, JaMUIUA ¥ HHULIKAAJIBI JINIA, NOAIMICABIIET0 JOKYMEHT;

— BHJI JOKYMCHTA,

— JaTa JOKYMEHTa,

— HOMED JOKYMEHTa,

— JaTa MOCTYIUIEHUA TOKYMEHTa;

— BXOASAIIMA HOMED NOKYMEHTA,

— CCBUIKA Ha MCXOJIAIIMIT HOMEP U JIATy NOKYMEHTA,

— HaMMEHOBAHHE NOKYMEHTa;

— HHJEKC JIena;

— CBEEHHS O Nepeaspecaliy JOKYMEHTa,;

— KOJINYECTBO JIHICTOB OCHOBHOTO JOKYMEHTA;

— KOJIMICCTBO TIPUIIOKEHHIA;

— 001Iee KOIMYECTBO IUCTOB ITPHIIOKEHHMIA;

— YKa3aHu 110 UCTIOJIHCHUIO TOKYMEHTA,

~ noipkHOCTh, @. K. O. ucnonmuutens;

— OTMETKA 0 KOH(HACHIMATEHOCTH.

B cOCTaB IOMOJIHMTENBHBIX CBEACHMH 00 DNEKTPOHHOM HOKYMEHTE MOTYT OBITH BKIIOYEHBI
CBEJICHUA: HAMMEHOBAHHME aBTOpa JOKYMEHTa (eciM aBTOp HE COBIAAACT C alpPeCaHTOM (OTIIPABUTEIEM)
JEKTPOHHOTO JOKYMEHTa), OTMETKa O IEPEHOCE CPOKa HCIIONHECHHS MOKYMEHTa, CPOK XPaHEHHA
JIOKyMEHTa, HAMMEHOBAHWA TPHIOXEHHH K 3JEKTPOHHOMY AOKYMEHTY, KIIOUEBBIC CII0Ba, CTaTyC



AOKYMEHTA (IIPOEKT, BEPCHS), BUI TIEPEeaaqt JOKYMEHTa (JEKTPOHHO#M I0ITOM, TI09TOMH, (pakcoM | T. 11.)
H 1xp.

Cpoxy XpaHEHHs 3NEKTPOHHBIX NOKYMEHTOB COOTBETCTBYIOT CPOKAM XPAaHEHMS HOKYMEHTOB,
YCTAHOBJICHHBIX 3aKOHONATCIBHBIMM M ' MHBIMM HOPMATMBHBIMH TIPaBOBBIMH aKTaMu PoccHifckoit
denepanyy, TUIIOBBIMHA TIEPESIHIMU I aHATIOTHYHBIX JOKYMEHTOB HA OYMAXKHOM HOCHTEE.

4. OpraHm3anus JOKYMEHTO0000p0Ta H HCIIOJTHEHHS JOKYMEHTOB

4.1. Ilpuem 1 06paGoTKa NOCTYNAIOMMX XOKYMEHTOB

4.1.1. JipipkeHue MAOKYMEHTOB ¢ MOMEHTA HX CO3JaHHS WIM MOQIYYEHHS 10 3aBEPHICHHS
HCTIOJIHEHUS WJIM OTIPABKY 00pa3yeT JOKyMEHTO000pOT.

4.1.2. B noxymeHTo060poTe I1IKONBI BHITEIAIOTCS CEAYIOIME JOKYMEHTOIOTOKH:

a) IOCTYIAIOLIAs JOKYMEHTAIHS (BXOAALIAs ), )

0) oTnpapisieMas JOKyMEHTaIus (MCXOAIman ),

B) BHYTPCHHSS TOKYMCHTAITHSL.

4.1.3. loctaBka u oTmpaBka XOKyMeHTOB B IIIK0Oy OCYIMECTBIAETCS, KaK MPABHIIO, CPEACTBAMU
ITOYTOBOM U JIEKTPUIECKOH CBSI3HU.

4.1.4. Nokymentsl, nocrynaiomue B IIlkoy, mpoXoAsT MEpEMUHYI0 00pabOTKY, pErHCTPALUIO,
IpeBapUTENLHOE PACCMOTPERKE, IEpeaady PyKOBOACTBY HA PACCMOTPEHHE, NEPENAIOTCS HCTIOMHUTEIIM
¥ MOCJIE WCTIOTHEHWS TIOMEINAIOTCS B IS,

4.1.5. IlpueM u neppudHas 06paboTKa HOKYMEHTOB OCYIIECTBIACTCA CEKPETAPEM.

4.1.6. Cexkperaps IPOBOAUT: NPOBEPKY MPABIIBHOCTH aJAPECOBAHMA IOCTYIAIONIMX JOKYMEHTOB,
MIPaBHJIBHOCTH JOCTABKH U KOMIUICKTHOCTH JOKYMEHTOB, COPTHPOBKY JOKYMCHTOB Ha HOIJICIKAIINE M HE
TIOZTICXKALINE PETUCTPALHH,

4.1.7. TlomydeHHBIE KOHBEPTHI ¢ KOPPECHOHACHIMEH BCKPHIBAIOTCS, MPU ITOM MPOBEPACTCH
HaJIM4Y¥e BIOXKCHUM, a TAKKE YKa3aHHBIX B JOKYMEHTAX MPWIOKEHUI. B cnydae noBpesxaeHus yIaKoBKH
W BIIOXKEHHIT MO0 OTCYTCTBHA MPUIIOKEHHI COCTaBIACTCA aKT B ABYX dk3eMIuiapax. OouH 3K3EMILIIP
aKTa HalpaBJIETCA KOPPECHOHCHTY, BTOPO MPHODINAETCS K MOCTYNUBIIEMY JOKYMEHTY.

4.1.8. OmmboyHO nNpuCIaHHAs KOPPECHOHACHIMA TIEPEChUIACTCd MO IMPHUHAAJCHKHOCTH, E€CIIH
U3BECTEH afipec MojyyaTes. B npoTHBHOM Cily4ae KOPPECTIOHACHINS BO3BPAIIAETCA OTIIPABUTENIO.

4.1.9. KouBepThl OT IIOCTYNAIOLICH KOPPECIIOHOCHIMM COXPAHAIOTCH M TIIPWIATAIOTCH K
JIOKYMCHTaM JMIIb B TOM CJIy4ae, KOTAa TONBKO IO HUM MOXHO YCTRHOBUTH aJpeC OTIPABUTENS MIH
KOrJa Aara TMOYTOBOTO IITEMIICN MMEET 3HAYCHWE B KAUSCTBE IOKA3aTCILCTBA BPEMEHH TOJYYCHHUS
IOKYMEHTA.

4,110, CrenuamicToM He BCKpPBIBAIOTCS KOHBEPTHI IHCEM C HAINHUCBI0 «IMYHO». OHHU
MIEPETAOTCSA 10 HA3HAYEHHIO.

4.2. llpeaBapuTtesbHOE pACCMOTPEHHE NOKYMEHTOB

4.2.1. Cexperaps NpPOBOAUT IPEABAPUTEIHLHOE PACCMOTPEHHUE JOKYMEHTOB B IENIAX BBIACICHUA U3
BCEr0 MacCHBa MOCTYIIMBIICH KOPPECIOHACHIHH JOKYMEHTOB, Tpebyromux o0s3aTebHOro
paccMotpenus aupekTopom TkomsL.

4.2.2. OcHOBaHUEM ISl IPUHATHS PEIICHUS B XOA€ IPEIBAPUTENBHOTO PaCCMOTPEHUS SIBJISIETCS
coJiepiaHue NOKYMEHTa, a HE aipECOBAHHBIC TOKYMEHTA COOTBETCTBYIOMEMY PabOTHHKY.

4.2.3. Pe3ynbTaTOM IIPEBAPUTENILHOTO PAacCCMOTPEHNS SBICTCS HAIpPaBICHUES JOKyMEHTa
oupekropy IIIkonbl WM GODKHOCTHOMY JIMLyY B COOTBEICTBMM ¢ YyCTaHOBIeHHBIM B Ilkone
pactipefiencHueM 00S3aHHOCTEH MEXJIy ITUPEKTOPOM M JO/DKHOCTHBIMH JIMUAMH [AJIS BBIHECEHMS
YKa3aHUSA 10 UCTIOMHCHUIO JOKYMCHTA.

4.3. Perncrpanusi 10KyMEHTOB

43.1. Ilepemauya HOKYMEHTOB Ha PpETHCTPALMIO INPOU3BOAUTCH TOIBKO IOCHE HX
NPEIBAPUTENBHOTO PACCMOTPEHMA.

4.3.2. PerucTpaimy HOANEIKAT BCe JOKYMEHTHI, TpeOyIolue y4era, CTIONHCHHIA, HCIIONb30BaHNA
B CIpaBOYHBIX LENAX, KaK TOCTYMAKONIME M3 APYTHX OpraHu3aldi ¥ OT YaCcTHRIX JMI, TaK H
oOpasyromuecs B AesTeabHOCTH LIIKOEI, 1 PerHCTPHPYIOTCS HE3aBHCHUMO OT Coco6a MX JOCTaBKH.

4,33, K nokyMeHTaM, He MONIEKANIMM PErUCTpalMK, OTHOCATCS JOKYMEHTHI, HE Tpedyromme
WCIIOJIHEHHMS M HE coepikainue UH(GOPMALMH, UCTIONb3YeMO B CIIPABOYHBIX LENAX: MPUITIACHTENbHEIE,



MO3IPABHTENLHBIE TIMCBMA, TENErpaMMbl, OHICTHI, IUIAHBL, NPOTPaMMBI CEMHHAPOB, KOH(EPEHIMIA,
CHMIIO3MYMOB M IPYTHX [IOXOOHBIX MEPONPUATHHA, IOKYMEHTSI 110 OyXTajTepCKOMY YUETy, MaTepHalThbHO-
TEXHUYCCKOMY  OOECIIeYeHMIo, TIIaHOBble, (MHAHCOBBIE  OOKYMCHTHI,  HOCTyNAloImpe  Oe3
COTIPOBOAUTENIGHOIO IHChMA, PEKIAMHBIE HOKYMEHTBI, KOMMEPYECKHE NPCIIOKEHHA, TNCYaTHBIC
H3NaHusA, YHE(HULHPOBAHHBIE GOPMBI ¥ OIAHKH TOKYMEHTOB H Ip.

434, JloxyMeHTBI, TIOANEXAINME pPETUCTPAllVH, PErHCTPUPYIOTCA B JKypPHAE pPErucTpalMu
BXOZAMIMX ZOKYMEHTOB (mpruioskerue Ne 12) B 1eHb IOCTYIUICHHA — B CIIy4a€ NOCTYIUICHUS JOKYMEHTA B
pabouee BpeMss; Ha ClienyroImui pabouunit 1eHs — B Cllydae MOCTYIUICHHUS JOKYMEHTa B Hepabodee BpeMms,
He3aMEeIMTENBHO — ¢ 0TMeTKaMH «CpouHo», «ONepaTHBHOY.

4.3.5. Ha pmoxymeHtax, moctymaronmx B aapec IIIkonbl, B HIDKHEM MNpaBOM Yy JHIEBOH
CTOPOHBI MEPBOTO JIACTA NOKYMEHTA TPOCTABIAETCA PETMCTPALMOHHBIN INTAMI ¢ YKa3aHMEM IaThl U
MOPAAKOBOTO PETUCTPALIMOHHOT'O HOMEpA.

4.4, PacnpenesieHHe NOCTYNAOIHUX JOKYMEHTOB

4.4.1. Tloce perucTpaly NOKYMEHTHI IEPERAKOTCS Ha paccMoTpeHue aupekTopy IIkomnsl.

4.4.2. TTocne paccMoTpeHus ZUPeKTopoM IIIKONBI JOKYMEHTHI BO3BPAINAOTCH CEKPETAPIO U (¥ITH)
JMIy, OTBCTCTBCHHOMY 3a BEJCHME ACJIONPOM3BOICTBA, IS IEPEHECEHHUs yKa3aHMi 10 HCIIOIHEHHIO
JOKYMEHTa B JXYPHAJI PETHUCTPALMH BXOMMIIHX NOKYMECHTOB. B COOTBETCTBUM C yKa3aHMAMH I10
HCIIOJIHEHUIO TIOJIMHHUK JOKYMEHTa HAalpaBnseTcs pabOTHUKY, ABIIOMIEMYCA OTBETCTBEHHBIM
HCTIONHUTENIEM, 8 COUCTIONHUTENAM HANPABIAIOTCA KOMHH JOKYMEHTOB (€CIIH MMEIOTCS), O €M JACHacTCs
OTMETKA B 5KypHaJie PErUCTPalllK BXOAAIIUX TOKYMEHTOB.

4.4.3. DOnexTpoHHBIE COOOIICHHA, IIOCHUIAEMBIE MO JIEKTPOHHOHM IOYTE, HCIOMHAIOTCH
aHAJIOTUYHO NOKYMEHTaM Ha OYMaKHBIX HOCHTEISIX C YUYETOM OIPENENCHHOH crienmu(uku B mpoliecce
KCIIOTHEHMS. : :

4.5. Hopsigok 06paGoTKHN M POXOKAEHNA HCXOAAINMX M BHYTPEHHHX JOKYMEHTOB

4.5.1. Tlopanok TMOATOTOBKA UCXOMSIMX JOKYMEHTOB BKJIFOYaeT B cebs paboTy 1O COCTABIEHHIO
TIPOEKTA IOKYMEHTA, COTJIACOBAHMIO, OATIMCAHHIO (YTBEPXKACHHUIO) U OTIIPABKE,

4.5.2. lo nepenaun JOKYMEHTa Ha IIOANVCH HCIIOJHUTEND JOJDKEH IIPOBEPUTH €ro COmepKaHue,
MPaBHILHOCTE OQOPMIIEHNA, HaJTHIME HeOOXOMUMBIX BH3 M MPHIOKeHUH. JIOKYMSHT NpEeICTaBIAETCA Ha
MOAIIMCH BMECTE C MATEPHAIaMH, HA OCHOBAHMH KOTOPBIX OH I'OTOBMJICS.

4.5.3. BuytpeHHHEe MOKYMEHTH! OGOPMIAIOTCS M HCIONHAIOTCA (HUCTIONB3YIOTCA) B MPEHACIax
HIxomnsl.

4.5.4. BHyTpeHHHC TOKYMEHTHI (IOKIIQJHBIC 3AIIHMCKH, CIIPABKH, CBONKH M AP.) PaCCMATPHUBAIOTCA
TEMH JO/DKHOCTHBIMY IMIIAMH, KOMY OHU HallpaBJIcHBL.

4.5.5. OTBeTCTBEHHBIE 3a IENONMPOM3BOACTBO Mepel caadell KOPPECIOHACHIMM Ha OTIIPABKY
JOJDKHBI  00S3aTENPHO IIPOBEPUTh INPABUILHOCTH ¢ OQOpPMIICHHS M aapecoBaHus. KoHBepTOBaHHE
KOPPECIIOHACHIMK M IPYTUX MOYTOBLIX OTHPABICHUN IMPOU3BOAMUTCH CTPYKTYPHBIMH MOIPA3ICICHUAMHU
HIxonsl.

4.5.6. Perucrtpauus OTHPABIAEMBIX MOKYMCHTOB OCYIIECTBISETCS B ACHb HX IOIIMCAHUA
(yTREepKnCHHS) WM Ha clefylommii paGoumii neHb. PerucTpalMOHHEIE HOMEp NOKYyMEHTa M JaTa
PETHCTPAMM TPOCTABIIMIOTCA Ha TONIMHHUKE JMOKYMEHTa B peKBU3WTax Omanka W Ha Koumw,
ocrasomeiica B nene lkonbl. CrpaBOYHBIM anmapaToM IS UCXOIIHMX JOKYMECHTOB SBIISICTCS XKYpHAl
pPErucTpaluy THX JOKYMEHTOB (mpruiokenue Ne 12).

4.5.7. OTmpaBKy UCXONALIX NOKYMEHTOB IPOM3BOANT CEKpeTaps M (MITH) JIUI0, OTBETCTBEHHOE
3a BemeHme penonpoussoactsa. CpouHas KOppecroHASHIMA OQOpMIsETCs W OTHpPaBIACTCA
HE3aMEIUTENIBHO CEKpeTapeM U (IIH) IMIIOM, OTBETCTBEHHBIM 3a BEJICHUE AEIONPOU3BOICTBRA.

4.5.8. Cexkperapsr ¥ (WmM) MO, OTBETCTBCHHOS 34 BEACHHE IEJIOIPOM3BOINCTBA, HPOBEPAET
MPaBUIBHOCTh O(OPMIIEHUS UCXOASIINX JOKYMEHTOB, POU3BOJIUT COPTUPOBKY TOKYMEHTOB IIO CIIOCO0Y
JIOCTAaBKH KOPPECIIOHACHIMHK aapecary (mpocrtas, 3aKa3Has, MExAyHapoxHas M Ip.). HempasmisHo
odopMIIeHHBIE JOKYMEHTHI ¥ KOPPECTIOHEHIUA HeCTyKeOHOTr0 XapaKkTepa K OTIIPaBKE HE IPUHUMAKOTCS
¥ BO3BPALIAIOTCS JIHILY, ITOITOTOBHBINEMY JOKYMEHT.

459. Ornpaeisiemast 10 TNO0YTe KOPPECTIOHACHIMSA IIPOXOJUT YIAKOBKY, aApECOBaHME,
MPOCTABJICHIE CTOMMOCTH IIOYTOBBIX YCIYT U Ilepefady Ha OTIPABKY B MECTHOE OTACICHUE CBA3H.




4.5.10. Ha 3aka3Hyl0 KOPPECIIOHACHIMIO, Ha NOKYMCHTHI ¢ mnometkod «Jlns cayxebHOro
TIONb30BAHUSD) COCTABIETOS PEECTP, KOTOPhIHA 3aTeM BO3BPALIACTCA CEKPETapr0 YUeOHOH HacTH | (vin)
JIALY, OTBETCTBEHHOMY 32 BEIEHHE JEIONPOM3BOICTBEA, C PACHHCKOM PAGOTHIKOB [OYTOBOTO OTAENCHHS
CBSI3M WJIH WHOTO JIHIIA, 00€CTIeYUBAIOIIEr0 OTIPAaBKY JOKYMEHTOB,

4.5.11. Iepenaga ¢ ucnons3oBanueM CpeacTB (aKCUMHIBHON CBA3M HOKYMEHTOB, COMEPKALINAX
cnyxebHylo HHQOPMAIIO OrpaHMYEHHOI'O pACHPOCTPAHEHWS, B TOM 4HCAE€ C nHomeTkod «Jlns
cimyxebHOro IONb30BAHMA», HE paspemracTcs. Kareropudecku 3ampeinaetes mepeiada o CpeacTsam
(axCUMIIBHOMN CBS3U CEKPETHBIX JOKYMEHTOB,

4.5.12. C ncnons30BaHuEM CPENCTB (aKCUMIIBLHOMN CBS3M MOTYT OBITh IEpelaHsl MATEPUAIHI
TEKCTOBOTO, TAOMMYHOTr0 MM IpadyecKoro Xapakrepa, UCIIONIHEHHbBIE THITOTPad)CKUM, MAITHHOHCHBIM
HIH DYKOIMCHBIM CTOCODOM B YEpHOM WIM TEMHO-CHHEM LBete C YETKMM M KOHTPACTHBIM
u300pakeHneM (IIepBBIE 3K3EMILLAPHI WM MX KCEPOKOMHH) Ha Oeoii Gymare ¢ MHHHMAJBHOM BBICOTOM
OyxB u mudp 2 Mm. O6BeM NeperaBacMoro B TCIEHHE OJHOIO CEAHCA CBA3H JOKYMEHTA, BEIIOIHEHHOTO
Ha 6ymare ¢popmata A4, He TOIKSH NPEBBINATH MATH JIUCTOB.

4.5.13. OTBEeTCTBEHHOCTs 3a cojepkanue HHGOPMALNM, TEPEHaBAEMOM ¢ HCIONb30BAHMEM
CpeNcTs (PaKCHMHUIBHOH CBSI3M, BO3NAracTcsd Ha MCIOMHUTENS, TOATOTOBHBIIEr0 (hakcorpamMmy Ijis
nepenaym.

4.6. OcoGernocTr paGoThI ¢ JIEKTPOHHBIMH JOKYMEHTAMU

4.6.1. B IIIxoine co31a10TCA W HCTIONB3YIOTCS:

— 3IEKTPOHHBIE JOKYMCHTBI, CO37IaBacMble B 3JIEKTPOHHON ¢opMme 06€3 mpeaBapUTEILHOIO
JOKYMECHTUPOBaHHUA Ha OYMaXKHOM HOCHTEIE,

— JJIEKTPOHHbIE 00pa3bl JOKYMEHTOB, MOJYUEeHHBIE B PE3y/IbTATe CKAaHUPOBAHUA JOKYMEHTOB ¥
XpaHsIHECS B CHCTEME 3TIEKTPOHHOTO JOKYMEHTO000pOTA.

4.6.2. TlpueM u oTHpaBKa 3IEKTPOHHBIX NOKYMEHTOB OCYLIECTBJSIOTCS OTBETCTBEHHBIM 34
BECHHUE Aenonpon3BoacTsa B Illkone.

4.6.3. OnexTpoHHbIE HOKYMEHTHI CO3HAKOTCA, 00pabaTHIBAIOTCS W XPAHATCA B CHCTEME
3IIEKTPOHHOTO HoKyMeHToobopoTa [ITkoss!.

4.6.4. OnekTpoHHBIA JOKYMEHT nODKCH ObiTe oOQopMiaeH no oOIMM  IpaBuMIamM
JEJOTPOU3BOACTBA M MMETh PCKBH3MTEHI, YCTAHOBIICHHBIC ANA AHAIOTHYHOrO NOKYMEHTA Ha OyMakKHOM
HOCMTENE, 3a MCKIIOYECHUEM OTTHCKA nedaTd M u300paxeHus I'ocymapcTeenHoro repba Poccuiickoit
Denepaunu.

4.6.5. Jlna moATBEPKIACHHS TOIJIMHHOCTH 3JIEKTPOHHBIX JNOKyMEHTOB B IlIkone HCHONb3YHOTCA
aNieKTpoHHbIe I poBbie nonmucy. Mcnosb3yeMsie CpencTsa eKTpOHHON HudpPOBOii MOIIMHUCH JOIDKHEL
OBITH cepTUMIIPOBAHEI B YCTAHOBJIEHHOM MODSAZIKE.

4.6.6. Epusmied ydera ONEKTPOHHOIO IOKYMEHTa ABJISCTCA OJNCKTPOHHBIH JOKYMEHT,
3apErHCTPUPOBAHHBLL B CHCTEME 3ICKTPOHHOTO NOKyMeHT0000poTa I1IKonbl DMEeKTPOHHbIA JOKYMEHT,
HUMEIOUi NPHUIIOXKEHHS, PETHCTPHPYETCS KaK OAHH JOKYMEHT.

4.6.7. Tlocme OTHpaBKH 3JEKTPOHHOTO JOKYMEHTa, 3aBEPEHHOTO 3JIEKTPOHHON IMOIIMCHIO
YTIOTHOMOYESHHOT0 IOJDKHOCTHOTO JIMNA, NOCBUIKH afpecaTy €ro KONHM Ha OyMaKHOM HOCHMTENe, Kak
MpaBuwiio, He Tpedyercd, 3a HUCKIIOYCHWEM OTBETOB HA OOpAINCHHS TIPAXAAH, MOCTYIHBINUX II0
UH()OPMALIHOHHO-TEIEKOMMYHUKALIMOHHBIM  KaHANlaM, Ha KOTOpHIC 3asMBUTENMIO AAeTCs IMCHMEHHBIH
OTBET, HANPABJIACMBIi [10 TIOYTOBOMY aJpecy, YKa3aHHOMY B OOpalcHuM.

4.6.8. McronHeHHbIE INEKTPOHHBIE AOKYMEHTHI CUCTEMATU3UPYIOTCA B AENa B COOTBEICTBHUHM C
HoMeHKNaTypoil men IIIkomsl M MHIEKCHPYIOTCS B TNOPAAKE, YCTaHOBJICHHOM B OTHOLICHHMH eI,
COCTaBIICHHBIX M3 XOKYMEHTOB Ha OyMakHoM Hocutene. IIpu cOCTaBICHHM HOMEHKIATYPHI NEN B
3aroJI0BOK Jie/ia BKJIFOUACTCA YKa3aHue « QJICKTPOHHBIC JIOKYMEHTBLY,

4.7. MudopManuoHHast 5€30MACHOCTH

4.7.1. Hndopmammonnsie pecypcsl IIIKOMBI 1O ROCTYIYy (BO3MOXKHOCTH MCIONHE30BaHMNS)
HOAPA3NEISIOTCA Ha OTKPLITYI0 (00emoCcTynHyi0) wuH(popMammo, ciyxebuyro wunbopmammio u
HHQOPMALIMIO OTPAHUYEHHOI'O PACIIPOCTPAHEHHS (IOCTYIA).

K xareropus OTKpbITOM HHOOPMALIM OTHOCUTCS MHPOpMAIWs, CONEpKAINAsACcA B JOKYMEHTaX H
0asax manHbIX I11KOTEI, HEMOCPEICTBEHHO 3aTparkBaolas IpaBa M HHTEPECH] FPAXIaH.




K xareropun ciysxe6noii mndopMarmu oTHOCHTCS HHGBOPMALHS, COREPKAIAACS B JOKYMEHTAX U
Oasax nauHbix IIlkoNbl, MpeNHA3HAYCHHAs UL JODKHOCTHBIX JIl M paGoTHHKOB IITKOMBL, pu
BEIONHCHMA MMM CBOMX (YHKUHOHATGHBIX O0S3aHHOCTEH, He 3aTParMBAIONAS HAMPAMYIO npaga u
MHTCPECHI TPAKIAH U HE OTHOCAINASICA K KATEOPHM OTPAHIHYEHHOrO PACIIPOCTPAHEHHS (IOCTYIA).

K xareropms wHQOpMAIMH OrpaHMYEHHOIO DACTIDOCTpAaHEHHS (HOCTYA) OTHOCHTCH
uHQOpMalMs, cofepXamaicAi B JOKYMEHTaX © 0a3aX JaHHBIX, BKIOYAKOIAS  CBENESHUS
KOHGMICHIMAIEHOTO XapaKTepa.

Bes ungopmanus, copepxamasca B JOKyMeHTax M Gasax JaHHbX ITIKOMEI, MO YMOTYAHHIO
ABJIACTCH OTKPBITOM M obmemoctynHoit. MckmoueHne cocTapnser MHAOPMALMS, OTHCCEHHAS K
KaTeTOPHAM C/1y>keGHOM M OrpaHIIeHHOT0 PacIPOCTPAHEHHS (TOCTYIIA).

4.7.2. ocryn nons3osareneii k HHOOPMALMH OrPAHHIHMBAETCA TTyTeM OTHECEHHA HHPOPMALHY K
COOTBETCTBYIOINEH KAaTerOPHH M HAJOXECHHEM HA HEE COOTBETCTBYIOIIEr0 rpu(a OrpaHHYEHHUs
pacnpoctpanenus. MHdopmamms orpasmueHHOro nocryna cuabxaercs rpudom «Jlns ciyxebroro
TI0JIb30BAHUAN.

IlpaBoM oTHeCEHMs MH(GOPMALMH K KATErOPHH OrPAHHICHHOIO JOCTYNIA M HATOMKCHUA
COOTBETCTBYIOIETO rpuda obnanaeT aBTop NOKYMEHTA IO COTIACOBAHHIO ¢ AUpeKTopoM I1TkomE:.

HoxymenTHpoBanHas  WHGOPMALEs  OrPAHMYEHHOTO  PACTIPOCTPAHEHWA 0€3  CAHKIMH
AOIDKHOCTHOTO JIMIIA, YCTAHOBHMBINEIO PEKMM OFPAaHWYCHHOTO PACTIPOCTPAHEHMs JIJIs  JAHHOTO
AOKYMEHTA, HE IOMICXKUT PasTIIAIICHUIO (PAaCTIPOCTPaHEHHIO). IIpeAoCTaBIeHIE HOMB30BATENAM JOCTYTIA
K JaHHOH WHQOpMauMy OCYIIECTBIAETCS HCKIIOYMTENIBHO II0 COIVIACOBAHHIO C  YKA3aHHBIM
JOJDKHOCTHBIM JIHLIOM IIyTEM MOJAYH COOTBETCTBYIOILEH 3as1BKHL.

JIOIDKHOCTHBIE JHIa, NPUHSABIIME PeIleHHe 00 OTHeCeHMH WH(OpMawH, 3adUKCHPOBAHHON B
NOKYMEHTE, K KATErOPHH OrPaHMYECHHOTO PaCIpOCTPAHEHHUS, HECYT OTBETCTBEHHOCTL 38 000CHOBAHHOCTh
HPHUHSTOrO PELICHHS ¥ €70 COOTBETCTBUE JEHCTBYIOMEMY 3aKOHONATEILCTRY.

4.73. Jluumele nena paOOTHHUKOB, IWYHBIE KAPTOYKH pPaGOTHHKOB, TPYHOBBIE KHIDKKH
PabOTHVKOB, TIPUKA3EI TI0 TMYHOMY COCTABY JO/DKHbBI XPAHHTECS B Celi()e WM B METAIIMIECKOM MIKady.

branky TPYyZXOBBIX KHIKEK TI0 MEPE HEOOXONMMOCTH BBIAAIOTCS OTBETCTBEHHOMY JIMILY KaZpOBOHM
cnyxObl. 3anmcH B TPYHAOBOH KHIDKKE IONMHCHIBACT PYKOBOAUTENb Kamposodl ciayxOer OO. Vuer,
XPaHCHUE W BbINady OJIAHKOB CTPOTOM OTYETHOCTH: AWILIOMOB, BKIAIbIIEH K HHM, CBUACTEILCTB,
YIAOCTOBEPEHHUH BEMIET 3aMECTUTEND AUpekTopa. bnanku xpansarca B ceiide.

4.74. VYcraHOBKA M 3KCIUTyaTalls IPOrPAMMHOTO OOeCIeYeHMs, MOTYyYEHHOr0 W3 JH0OBIX
UCTOYHUKOB W BHIONHAKOMEro (yHKIMY, HE CBA3HHBIE HENOCPEACTBEHHO C BBITIONHEHHEM
paboTHUKAMM CBOMX NODKHOCTHBIX 0OA3aHHOCTEH, KATETOPHUYECKH 3aIPEIICHA.

4.7.5. Bea mpencTasneHHas B 3JEKTPOHHOM BHAE WHQOpMaius, moctyrmaoomas B IlIkony, B
00653aTENIEHOM NOPSOKE MOATIEKAUT TPOBSPKE AaHTUBUPYCHBIMH CPEICTBAMH,

4.7.6. DOnexTpoHHAs MOYTa MOXKET WCNOJNB30BATHCSA MONB30BATEIIMH TONBKO s OOMeHa
nHbopManmel, oTHOCAIEHCA K KATErOpHHM, OTKDHITOM M CiyxeGHOH. 3aupemeHo MCIoms30BaTh
3NEKTPOHHYI0 MOYTYy JUIl NEpefadud HMHQOpPMAnyM, OTHOCAIIEHCS K KATETOPUM OrPAHMYEHHOIO
pacIpoCTpaHCHHUS.

S. KonTpoJs 3a HCIOJTHEHHEM XOKYMEHTOB
5.1. Opranuzanust KOHTPOJIS

5.1.1. KoHTpOIIO MOAJEXKAT BCE 3aPETHCTPHPOBAHHBIE JOKYMEHTHI, TPEOYIOIME HCIIOIHEHMS.
KoHTpons ucnomHeHus AOKYMEHTOB BKIIIOYAET: YYeT, MOCTAHOBKY HA KOHTPOJb, KOHTPOIL CPOKOB
VCIIOTHEHUS, HETIOCPEACTBEHHYIO IIPOBEPKY XO/a UCIIOJHEHUS, IPOBEPKY KAUECTBA HCIIONHEHHS, AHAIIH3
pPe3yIbTaTOB UCTIOTHEHUS.

5.1.2. KoHTpOoJIb 33 HCIOJHEHMEM MOKYMEHTOB YCTAHABJIMBACTCA B LENAX OOCCTICUEHHA HX
CBOEBPEMEHHOI0 W KAa4ECTBEHHOI'O HCIIOJHEHHA, ITOBBIUCHWSA YPOBHS OPraHM3aTOPCKOi paborsl u
HUCTIOHUTEIBCKOM TUCHHATIINHEL

5.1.3. IIpu nocTaHOBKE JOKYMEHTa Ha KOHTPOJbL HAa IPABOM BEPXHEM IIONEe TOKYMEHTA AEIaeTCs
OTMETKA 0 KOHTpOJIE, KOTOPYI0 0003HAYAIOT CJIOBOM (ILITAMIIOM) «KOHTPOJIB) ,

5.1.4. KoHTpoOMIO MOAJIeKAT MPHUKA3H], PEUICHHS COBETOB, & TAKXKE JOKYMEHTHI, IIOCTYMAIOIOUE Ha
uM4 qupexTopa IIkomsr.



OpraHpn3anus KOHTPOJIS UCIIONHEHMS BKIIIOYAET B Ce04:

~ TMIOCTAHOBKY JIOKYMEHTa Ha KOHTPOIIb,

— MOHHTOPHHT HCIIOJHEHHS KOHTPOJILHBIX NOPYYEHNN JOKYMEHTOB;

— CHATHE UCTIOJIHEHHOI0 JOKYMEHTA C KOHTPOJIS,

— HATIPaBJICHUE UCIIOIHEHHOT0 TOKYMEHTA B AENO.

5.1.5. PykoBOAMTENMM CTPYKTYPHBIX IOApasfencHuii 00s3aHbl pacCMaTpUBaTh COCTOSHHUE
HCIIOJIHUTEILCKOR JUCIMIUIMHBI MO AOKYMEHTaM ¢ mopydeHuamu axgMunuctpammu Ikonsl, a Taioke
JHOKYMEHTHI, MOCTYIUBLIHE B aApeCc CTPYKTYPHOIO MOAPA3ACICHHS M TPEOYIOUE MCMONTHEHMS, H
MTOATOTOBKH OTBETA.

5.1.6. JIOKyMEHT CUUTAETCA WCIIOJHEHHBIM, KOTAa PELICHBI OKOHtIaTeJ'ILHO BCE TIOCTABJICHHBIE B

HEM BOIPOCH] M COOMIONEHHI CIESAYIOIHE CPOKH:

—  €CJIM B JOKYMEHTE NOCTAB/IEH CPOK HCIOMHEHMS — B YKa3aHHEIH CPOK;

—  JOKYMEHTHI €3 yKa3aHHs CpOKa MCIIONHEHUS — 8 MECAYHbLI CPOK,

—  €CJIM B JOKYMEHTE UMEETCS TIOMETKA «CPOTHO» — 6 MPexOHesHvill CPOK;

— mnopydeHus 6e3 yKa3aHUsI KOHKPETHOMN JaThl HCTIONHEHMS — 8 MECAYHbLI CPOK;

—  C IIOMETKOI1 «orepaTuBHO» — 8 [ 0-Onegnbili cpox;

— 1m0 OOpaleHHsSM rpaxKiaH, TPEeOYIOIIAM IOMONHUTEILHONO0 W3YYCHMS M NPOBEPKH, — 00
O0HO20 MECAYA CO OHS pecucmpayuu, o OCTANILHBIM — He bonee 15 Oueil,

Cpok ncumcnseTcs B KaJCHIAPHBIX JHAX ¢ AAThl OAMHCAHUSA JOKYMEHTA.

Ecnu mocnennuii NeHb UCIOIHEHHS AOKYMEHTa MPHXOUTCA HA HepaOouuii AeHb, OH HOIICKHUT
HCTIOTHEHHIO B TIPEIIIECTBYIOMMA eMy paboduii ICHS.

TIpu HEOOGXOAMMOCTH MPONNEHUS CPOKA MCIOMHEHHUS AOKYMEHTa OTBETCTBEHHBIN MCNOIHUTENL
MPSACTABIIET HA MMA TUPEKTOPA, JaBILIETO HOPYICHUE, MOTHBHPOBAHHYIO IIPOCH0Y O €ro MpoAJICHUN He
MO3/IHEE YEeM 33 mpu OHA 00 UCMEYEHUA YCMQHOBNEHH020 CPOKA, C Y€M CBOEBPEMEHHO IEpeNacTCs
HHGOPMALIAA B IPUEMHYIO TUPEKTOPA.

5.2. Ilopsapok CHATHS JOKYMEHTOB ¢ KOHTPOJIS

5.2.1. JlIokyMeHTBl CHUMAIOTCA ¢ KOHTPOIS, €CNM PEINEHBI MOCTABICHHBIE B HHUX BOIPOCH MIIU
aBTOpaM JiaH OTBET 10 CYLIECTRY.

[IpoMeXyTOUHBIH OTBET, PaBHO KaK M 3aIPOC MO MCHONHACMOMY AOKYMEHTY WIH YaCTUIHOE
WCTIOJIHEHUE NIOPYYEHHUS, HE ABJIICTCA OCHOBAHUEM /IS IPU3HAHHS JOKYMEHTA UCTIONHCHHEIM.

5.2.2. CHATb BOKYMEHT ¢ KOHTPOJISI MOXKET TONBKO TOIDKHOCTHOE JIMLIO, KOTOPOE MOCTABUIIO €T0
Ha KOHTPOJb.

5.2.3. OcHOBaHMEM Uil CHATHH C KOHTPONS NOKYMEHTOB C HOpydYeHMsAMH aupekropa IIkossr
ABJIAETCA MOKYMEHT — OTBET, IOAMMCAHHBIM TUPEKTOPOM, €ro 3amecTureneM, Jubo cmpaBka o6
HCTIOJIHEHHH AOKYMEHTA 32 MOAIHCEI0 PYKOBOAUTENS CTPYKTYPHOIO HOAPA3AEICHHA.

6. Yyer n xpaneHue nevareii, IrraMnos u 0J1aHKOB

6.1. O0g3arensHOMY Y4Ye€Ty TIOIUIE)KAT BCE BHAbI NE4YaTel M IITaMmoB, OMaHKM CTPOTOif
OTYETHOCTH, KOMAHAUPOBOTHEIE YAOCTOBEPEHUSA, CITy)EOHBIEC 3aJaHMs, TPYIOBBIE KHIDKKH,

6.2. Vuer Bcex medateil u mramiion, uMmeronmuxcsa B IIkone, Bemercs B CiIHAIBLHOM XXypHaie
(mpunoxxenue Ne 13).

6.3. XKypHaisl yuera BKIIOYAIOTCS B HOMEHKNATYPY Aei. JINCTBI MX HyMEPYIOTCS, IPOLIMBAIOTCS
U OIE9aThIBAOTCAL.

6.4. TleyaTn ¥ IITAMITHI JOJDKHBI XPAHUTHCA B celi(pax WK METAJUIIYECKUX mKadax.

6.5. OTBEeTCTBEHHOCTh 34 XpaHEHUE M HUCHONb30BAHHE MEYaTel, IITAMIIOB HECYT IMIA,
OTBCTCTBEHHBIC 33 BEICHUE JENIONPOMU3BOAICTBA.

6.6. YaugaroxxeHue GJIaHKOB TIPOM3BOAMTCS IO aKTy ¢ OTMETKOH B COOTBETCTBYIOHIMX XKypHAIax
yueTa.

6.7. IleqaTn 1 HITAMIIBI YHUYTOXKAKOTCH II0 AKTY.

6.8. TlpoBepka Hanuyus mNedarel, mMTaMIIOB M OJaHKOB, a TakKXKe MOPAAKA MX XPaHCHUA U
HCIIONb30BAHKA MPOU3BOJUTCA KOMHCCHEH HE PEKEe OZHOrQ pasa B roll ONHOBPSMCHHO € IPOBSPKO
COCTOSIHMS ACJIONPOH3BOACTBA.




7. Oprana3anus oNepaTHBHOrO XPAHEHHS I0KYMEHTOB

7.1. C MoMeHTa 3aBENICHUA W 710 Mepeaady Aea B apxus ITTkoysl JeNa XPaHATCA MO MECTY MX
dbopmMupoBaHKUS — B CTPYKTYPHEIX TTOAPA3ICICHIAX.

Pykosoputemm cTpykTypHBIX nompasnencHul 1 pabOTHHKH, 0TBEYAOLME 38 AENONPOUIBONCTBO,
00s3aHbI 00ecIeunBaTh COXPAHHOCTh JOKYMEHTOB H JCIL.

C LembI0 NOBBIIEHNS ONICPaTHBHOCTH HOUCKa NOKYMEHTOB JIE/d PACIIONAraloTCs B COOTBETCTBUM
C HOMEHKIIATypOil I

Ha xopemxax 06moxex fen yKa3bIBAIOTCS WHAEKCHI JeJi 10 HOMEHKIIATYPE.

K moxymMeHTaM BPEMEHHOIO XpaHEHUS OTHOCSTCS JOKYMEHTHI CO CPOKOM XpaHeHus He Gonee 10
JIET ¥ XPaHATCA 0 MECTY MX (OpMUpPOBaHHUS B CTPYKTYPHBIX MoApasnencHusx. Jlena spemennoro (o 10
JeT BKIIOYUTENLHO) XpaHEHHS B apXUB HE TIEPENAlOTCA M TOMNEKAT YHHUTONEHHIO B YCTAHOBICHHOM
MOPSIKE.

3aBepIIeHHBIE €A TOCTOSHHOTO M HOIrOBpeMEHHOro (cepume 10 JieT) CpoKOB XpaHeHHWs
XPaHATCA [0 MECTY UX (GOPMUPOBAHMSA B TCUEHHE JIBYX JIET, a 3aTEM CHAOTCA B apxus I1IKOJIBL

Hena BPEMEHHOr0 CpOKa XpaHCHHMS XpPaHATCA IO MecTy uX (OpPMHpOBaHWA B TeueHWME
YCTaHOBJICHHBIX HOMEHKIATYPOH AE/ CPOKORB,

7.2. Brigaua nes, 03HAKOMJICHHE € HOKYMCHTaMHM, HAXOMALIMMUCH HA ONICPATHBHOM XPAHCHMH B
CTPYKTYpHOM mofapasnenceHuy, paboraukam IITkomsl mpOM3BOIMMTCA ¢ paspelIeHus PyKOBOACTBA IION,
PacnMCKy B XKyPHAJIE YUETa BIIA9M JOKYMEHTOB M3 apxuBa (npmioxenue Ne 18).

Jlena BBIAAIOTCS BO BPEMEHHOE MONTb30BAHNE PAOOTHUKAM CTPYKTYPHBIX IIOAPA3ACIEHHH HA CPOK
He Gomee ommoro Mecsama. Ilocne MCTEYEHHA YKA3aHHOTO CPOKA AENO HODKHO OBITH BO3BPAIICHO HA
MECTO €T0 XPaHCHUS.

7.3. V3paTHE MOKYMEHTOB M3 JEN IOCTOSHHOTO XPAHEHMS HOIIYCKAETCA B MCKIFOYMTEILHBIX
CIlydanx, 70 33IpocaM KOMIETEHTHBIX OPraHOB U NPOHU3BOAUTCS ¢ MUCEMEHHOrO Pa3spelleHUs TUPEKTopa
ITIxotBl € OCTABIECHHEM B JIEIE 3aBEPEHHOM KOIMH JOKYMEHTA M aKTa 0 IMPUYHMHAX BEIIAYH TOIMHHHKA.

7.4. CaMOCTOATETLHOE YHUYTOKEHHE AOKYMEHTOB B CTPYKTYPHBIX mompasiencHusx IIIkomsr
3anpeInacTCs.

7.5. PaboTHMKM CIPYKTYpHBIX HOApa3feNeHnil HECYT OTBETCTBCHHOCTh 34 COXPAHHOCTH
MOCTYIMUBIIMX K HUM JIOKYMEHTOB M aKKypaTHOE 00 palieHue ¢ HUMH.

8. Hopsaaox nepenavu JOKYMEHTOB Ha XPAHEHHE B APXUB MIKOJIbI

8.1. B apxus HTkosbl nepenatorcs aena NOCTOSHHOTO, BpeMeHHOro (cBemue 10 jieT) XpaHeHud u
IO IMYHOMY cocTaBy. Mx nepegaua npou3BOAUTCS 1O OMHCAM JENT.

3aKOHYEHHBIE ACIOIMPON3BOACTBOM Aeia MOCTOSHHOIO, BpeMEeHHOro (CBbime 10 jiet) XpaHeHus U
I10 JIMYHOMY COCTaBy NOCIJIEC OKOHYAHM KAJCHIAPHOTO ro/la, B KOTOPOM OHM OBUTH 3aBEACHBI, TIOMJIEKAT
o(opMICHHIO B COOTBETCTBUM C HACTOAIEH MHCTpYKImel u mepenarorca B apxuB LIIkonsl Yepes ABa
roja I10cjie OKOHYaHHA UX JEJONPOHU3BOACTBOM. [IpreM ocymiecTBaseTcs 10 rpaduky, COrnacoBaHHOMY
C PYKOBOIUTEIAMH CTPYKTYPHBIX MOAPA3AEICHUN U YTBEP)KACHHOMY AupeKTopoM [1Tkomsl.

8.2. B mepmon TOATOTOBKM CTPYKTYPHBIMH HOAPA3NCICHHAMH IEN K MEepeHaye B apXuB
OTBETCTBEHHBIN 32 APXHB MPEABAPUTEILHO NIPOBEPAET MPABMIIBHOCTh UX GopMupoBaHus, oGopMIIeHUS 1
COOTBETCTBHE KOJMYIECTBA JIEN, BKIIOUYCHHBIX B ONUCh, KONHYECTBY M€, 3aBEACHHBIX B COOTBETCTBUH C
HOMEHKJIaTypoil. Bce BBISBICHHEIE IPU NMPOBEPKE HENOCTATKM OTBETCTBEHHBIC 32 AEIOMPOH3BOACTBO
ToZipaseeHus 00s3aHbl YCTPaHUTb,

83. TIlpueM KaKmoOro nena TIPOW3BOAUTCA OTBETCTBEHHBIM 32 apXMB B HPUCYTCTBUHU
OTBETCTBCHHOTO 32 JAECJIOMPOM3BOACTBO CTPYKTYPHOTO monpaszencHus. Ha ak3eMIuiapax OIHCH IIPOTHB
KaXAOr0 Aeia, BKIIIOYCHHOIO B HEe, ICNACTCS OTMETKA O HAIMYMY JeNa. B KOHIE KaKIoro SK3eMIuiapa
OITMCH YKa3bIBAIOTCS IU(paMU M TIPOMUCHI0 KOMMYECTBO (aKTHIECKH NMPUHATHIX B apXuB €N, HoMepa
OTCYTCTBYIOIIIMX HE€JI, JaTa NpUEMa-niepeaadyr ACJI, MOAIMUCH OTBCTCTBEHHOI'O 324 apXwB H paﬁommca,
MIepPEeOaBIIEro ACa. :

8.4. llena B apxuB JOCTAB/IAIOTCS pabOTHUKAMH CTPYKTYPHBIX NOAPA3AEICHUMH.

8.5. Jlena BpeMeHHOro cpoxa xpaHeHus (o 10 IeT BKIIIOYMTENHHO) XPAHATCA B CTPYKTYPHBIX
MOAPA3ACTICHUAX U TI0 UCTEUCHUY CPOKOB XpAHCHUS BKIIIOUAOTCS B KThI O BRIJIEICHUH K YHHUTOXKEHHIO



AOKYMEHTOB, HE IOJUTSHAIMX XPaHEHUI0, OHH MOTYT IIEPEaBaThCA B APXUB TONBKO B HCKITFOUHTENBHBIX
ciryqasx 1o pemeHuro aupekropa Hlkomst. Tlepenada ux ocyImecTBIACTCA 10 OITHCSM.

8.6. B ciyyae JMKBHAAIME CTPYKTYPHOTO NOApPa3/ENeHus OTBETCTBEHHBIHA 38 JEI0NPOU3BOACTBO
B TEYECHHE [BYX MECALEB C MOMEHTa JHKBUIOAIMH HoapasfencHus (GOpMHUpyeT BCe HMMEIOILMECH
JTOKYMEHTBI U niepeiaeT B apxuB I11Ikosbl He3aBUCHUMO OT CPOKOB XpaHEHUS, NP peopraHu3armu [1Tko s
OOKYMEHTBI IIEPENAlOTCA IO AaKTy MpHEeMa-Iepenadu IPaBONPECCMHUKY WM IPH OTCYTCTBHH
IIPaBOMPEEMHMKA — B TOCYAaPCTBEHHBII apXUB.

9. IKcnepTH3A HEHHOCTH JOKYMEHTOB

9.1. Okcnepruza LIEHHOCTH JOKYMEHTOB — U3YyYEHHE JOKYMEHTOB HA OCHOBAaHUM KPUTEPUEB HX
LICHHOCTH B LENAX ONpPEACNCHHMS CPOKOB XPAaHEHHS NOKYMEHTOR M OTOOpa MX HAa TOCYyHApCTBEHHOE
XpaHEHHE. '

9.2. Okcneprr3a IEHHOCTH NOKyMeHTOB B IlIkore Ha cragum IenonpoW3BOACTBA IMPOBOMWTCA:
IIPA COCTaBJICHMM HOMEHKIATYphl AN, B mpouecce (QOpMUPOBAHUSA NENI W MPOBEPKH MPABUILHOCTH
OTHECEHHM:A NOKYMEHTOB K AelaM; IpH MOATOTOBKE e K ITOCICHYIOINEMY XPAHEHHIO, B apXHBE B
IIpoLIECCe IIOATOTOBKH Ha FOCYIApCTBEHHOE XPaHEHHE,

9.3. lns opraHm3anyi ¥ IpOBEAEHUS 3KCICPTH3Hl LEHHOCTH HokyMeHToB B IlIkone cosmaercs
TIOCTOSAHHO JEHCTBYIOMAA IKCIICPTHAS kKoMuccus (naee — 3K).

9.4. Oynxumu u mpaBa K, a Tatoke opraHmsammsa ee paboThl OMPEHENsAeICs IMONOKEHUEM,
KOTOpOE YTBEPXKHAETCA TUPEKTOPOM MIKONBI M (W) cornacobmaetcs ¢ OIIK VupasneHue nenamu
IIPaBUTENBCTBA DHCKOM 00acTH.

9.5. DkcnepTr3a UEHHOCTH JIOKYMEHTOB IOCTOSIHHOTO M BPEMEHHOIO XPAHEHMS OCYIIECTBIAETCH
€KErOAHO B CTPYKTYPHBIX moApasfencHuiax I1Ikonbl HEMOCPEACTBEHHO JIMIIAMH, OTBETCTBEHHBIMH 32
AEIONPOU3BOACTBO, COBMECTHO ¢ OK mpH HENMOCPENCTBEHHOM METOAMYECKOM PYKOBOACTBE apXuBa
IxonbL.

9.6. O1OOp MOKYMEHTOB M TOCTOSHHOTO XpPaHEHHS TPOBOAUTCA B COOTBETCTBHH C
HOMeHKJIaTypoii men IHkossl, TUNIOBRIMM M BEJOMCTBEHHBIMM IEPEYHAMH JOKYMEHTOB C YKa3aHHEM
CPOKOB HMX XpaHeHHMs IyTeM IOCTPaHWIHOTO NPOCMOTPa AEIL

B nenax moCTOSHHOrO XpaHEHUS! NOINEKAT HIBATHIO AYONETHBIE JK3EMIULIPHI JOKYMEHTOB,
JEPHOBHMKH, HEOGOPMIICHHBIC KOIHK JOKYMEHTOB M HE OTHOCAINHECH K HUM JOKYMEHTEL

HJena c¢ orMetkoif «3IIK»/«3OK» noaBepraorcs Taloke NONHMCTHOMY MPOCMOTPY C LENBIO
OTIPENCNICHAS 1 BBIICACHUS U3 X COCTaBa JOKyMCHTOB, TIOAJICKAIMX MOCTOAHHOMY XpaHeHmIo. Jlena ¢
ormeTtkoil  «OITK»/«OK», comepxamue  JTOKYMEHTHI  MOCTOSHHOTO  XPAaHEHWS,  OAJIEKAT
nepedopmMuposanuio. BeieneHHbIE U3 UX COCTaBa ZOKYMEHTBI IIOCTOAHHOTO XPaHESHUS NPACOSHMHAIOTCH
K OIHOPOINHEIM AeNaM M O0QOpMILIIOTCA B CAMOCTOATENBHbIE Jienia. CPOKM XpaHEHHs Jell, COOePKaIHX
OCTaBIIHECA NOKYMEHTHl BPEMEHHOIO XPaHCHMA, ONPEACIAIOTCA MO BEIOMCTBEHHOMY (M THIIOBOMY)
NICPEYHI0 JIOKYMEHTOB C yKa3aHMEM CpPOKOB HX XpaHEHHS M HOMEHKJIAaType Aen. llommuBka BHOBB
cOPMHPOBAHHBIX JEJI IPOU3ZBOAUTCS TONBKO ITOCTIE 3aBEPIICHHUS IKCTICPTH3EI LIEHHOCTH JOKYMEHTOB.

OnHOBPEMEHHO ¢ 0TOOPOM JOKYMEHTOB TIOCTOAHHOrO U BpeMeHHOro (cBhime 10 jieT) XpaHeHHS I
TIePeIady B ApXUB B CTPYKTYPHBIX MOAPA3AENCHUAX IPOBOTUTCA 0TOOP ACH ¥ JOKYMEHTOB BPEMEHHOIO (10
10 net) XpaHeHUS, TIOATIEKAIMX JATbHENIIEMY XPaHEHUIO B CTPYKTYPHBIX TOJPA3/ICCHITX, BEINEICHUE K
YHUUTOKCHHIO A€M 38 IPEOpIAyHME rofbl C MCTEKIOWMH CPOKaMM xpaHeHus. IIpy 3TOM YYHTBIBAHOTCA
OTMETKM B HOMEHKJAType Aell «Jlo MumHoBammsi HanoOHOcTw» (JJMH), «llpm ycnoBuu 3aBeplueHuS
ITPOBEPKH (PSBU3MH)» H T. 1L

[NapannensHO IpoBepAETCA KadeCTBO W MONHOTA AekcTByromeldl HOMeHKnaTypsl jaen IlIkoust,
NIPaBHIGHOCTE ONPEACIICHHA CPOKOB XPAaHECHUS JCI, 3aBSACHHBIX B COOTBETCTBHH ¢ HOMCHKJIATYPOH JEII,
co0/mosieHre YCTaHOBICHHOTO NOPAKa o(opMICHAS JOKYMEHTOB 1 OPMHpPOBaHMA A

9.7. ApxvB TIPOBOIUT IKCHEPTH3Y LEHHOCTH AOKYMCHTOB IpH OTOOpPE MX HA TOCYNapCTBEHHOE
XpaHeHHe TIOA HETIOCPENCTBEHHBIM METONMNYECKHM PYKOBOICTBOM MYHHLMIAIEHOrO apxuBa cyObekra
Poccuiickoii deneparmm.

9.8. B cinywae obHapyxkeHWs B IpOLECCE IPOBEACHUA JKCIEPTH3BI LIEHHOCTH NOKYMCHTOB B
apxXMBe HENOCTaYM JOKYMEHTOB TOCTOSHHOTO XpaHEHHS COOTBETCTBYIOINMMH  CTPYKTYPHBIMH
noapasaeneausmu [TTKOJbI JODKHBI ObITh TPUHATHI MEPHI TI0 PO3BICKY 3THX HOKYMEHTOB.



Crpykrypusie nonpasaeneHus IIIkonsl 00sM3aHBI CHCTEMATHYECKH OIMCHIBATH NOKYMEHTHI II0
NTAYHOMY COCTaBY U NOKYMEHTEI BPEMCHHOIO XpaHeHus (capme 10 ner), obecneunBath X COXPAHHOCTD
U YYET. |

9.9. Ha BCe 3aBeplIcHHBIE IENONPOU3BOICTBOM Ji€/ia IOCTOSHHOTO, BpEMEHHOTO (cBbime 10 jiet)
XpaHEeHUS | 110 IMYHOMY COCTaBY, MPOLICIIINE IKCIEPTH3Y LEHHOCTH U O()OPMIIEHHBIC B COOTBETCTBHH C
HACTOANINMY TPEOOBAHMAMHE, €XKETONHO COCTABIIMIOTCA OIvcH Aen. OTeNbHas OTHCh e IPEACTABIET
co6oii nepedeHs Aei ¢ CaMOCTOITENIBHOM BAIOBOH (IIOPAIKOBOI) HyMEpaIHeii.

Onucu COCTaBJIIOTCS OTAENBHO Ha JIENA MOCTOSHHOIO XpaHEHHs, Jefla BPpeMeHHoro (cBeiie 10
JIET) XpaHEHHUS, Jeia [T0 TMYHOMY COCTaBy (mprutoxenus Ne 19-21).

OmucH nen COCTaBIAIOTCA B KXKAOM CIPYKTYypHOM mozpasfencHuu I1IKONBI €xeroqHo B AByX
AK3EMIUIAPAX. !

ITo 3TM onycAM OAPA3AENCHUS CAAIOT JOKYMEHTHI B apxuB I1IKOIbL.

Ilpn Ha/mM9MM B CTPYKTYPHBIX MOAPA3ACIHCHHAX HEONMCAHHBIX HEN 332 HECKONBKO JIET IIO
COTJIaCOBAHHIO ¢ OTBETCTBEHHBIM 32 apXuB II1KOMBI HA HUX MOXET COCTABIIATHCS O(HA ONMHCH (BHYTPH XK€
JeN1a pacHoNaralTcs 1o TOJaM UX 3aBEACHH).

Omucd 1€l  CTPYKTYPHBIX TIOAPA3NENCHHHA COCTaBNSIOTCS [0 YCTAHOBICHHOM (opme
(npunoskeHue Ne 22) u npexactasifgoTes B apxuB LIIKOMBI 4epe3 ABa rofa NOCIE 3aBEPINCHMA el B
AenonpousBoacTse. OTBETCTBEHHOCTh 33 CBOEBPEMEHHOE M KaUECTBEHHOE COCTABJICHHE OIMCEH el
CTPYKTYPHBIX ITOAPA3ACICHAN HECYT PYKOBOAUTEIHN 3TUX NIOAPA3ACIICHHIH.

9.10. Ilepen BHECEHMEM 3arofOBKOB [EN B OINCH MPOBEPAIOTCA KA4eCTBO (JOPMHPOBAHKS H
odopmieHus Ien, COOTBETCTBHE KOJMYECTBA AEN, BHOCHMBIX B OINCH, KOJTHYECTBY 3aBEICHHBIX AEI TI0
HoMeHKatype kol

ITpu 1IpocMOTpE AEI MPOBEPSIOTCSA: COOTBETCTBUE 3arONOBKA AeNa COACPIKAHHIO JOKYMEHTOB B
Aene;, TPaBUILHOCTE OQGOPMIICHHS W TPYIIIMPOBKH JOKYMEHTOB, BKIIOUEHHBIX B JEN0, KAYECTBO
TMONUWIMBKA MM IEPEmIeTa MENia, NPAaBWIHHOCTh HYMEpAaIMH JMCTOB [ela;, HalWdHe B Jele B
HEOOXOAUMBIX CNydasdx BHYTPCHHEH ONMWCH, NPaBUNBHOCTh OPOPMIICHHS OOIOKKM HENa, HAIWYHE U
IPaBUILHOCTh 3aBEPUTENLHOM HaAmucH Aena. B ciydae oOHapyKeHWs HapYLICHWA YCTaHOBJICHHBIX
npaBun GOpMUPOBAHIL ¥ OQOPMIICHNA IEN OHU OJDKHBI OBITh YCTPAHEHDL.

B cnygae oOHapyXeHHsS OTCYTCTBHA MeN, YHCIMINMXCS II0 HOMEHKIaType nen IIIkoibl,
CTPYKTYPHBIM NOAPA3/ICNCHNEM IPHHIMAIOTCS MEPHI 110 UX po3bIcKy. OOHApYKEHHEIC Nejia BKII0YATCA
B omucCh. Bcnm mpuHATHEIE MEPBI HE IAH PE3yJbTATOB, TO Ha HEOOHAPYKEHHBIC [ENIA COCTABIIETCS
CIpaBKka O TPUYMHAX OTCYTICTBHSA JAEN, KOTOpas IMOAMHMCHIBACTCA PYKOBOIAMTEIIEM CTPYKTYPHOTO
IOApasaeIeHus U MEPERacTCa BMECTE C OMMCBHIO ACN CTPYKTYPHOIO MOAPA3ACICHUS B BEIOMCTBCHHBIIA
ApXuB.

9.11. OnucarenbHas CTaThst OMUCH JEN CTPYKTYPHOTO TOApA3/eieHus BKIIOYacT B cebs
clienyiomye 3eMeHThl (rpadsl): MOPSAKOBBIA HOMEp [eiia 10 ONKCH, MHICKC ACJa, 3arojioBOK Aela
(ToMa, 4acTH), NOJIHOCTRIO COOTBETCTBYIOLIHIL €r0 3aroIOBKy Ha 00I0KKe eNia; nata Aena (ToMa, 9acTh),
CPOK XpaHeH#Hs fefa (ToMa, YaCTH); KOIIMYECTBO TUCTOB B Aene (TOME, 4aCTH); IPUMEYAHKE.

ITpn cocTaBiieHNU ONMACH JIE]T COOMONANOTCA CleAyIoHe Tpeboranus:

— 3aroJIOBKH JE/ B ONMCH HODKHBI COOTBETCTBOBATH 3aroJiOBKAM IEN B HOMEHKIATYPE HEN W
TOMY, UTO BBIHECEHO Ha 00JIOKKY, B COOTBETCTBUHU C IIPHUHATON CXeMOM CHCTEMATH3ALIH;

— KQXKA0€ IeNO0 BHOCUTCH B OIKCH IIOI CAMOCTOATENIBHRIM MOPSIOKOBBIM HOMepoM. Ecmu memo
COCTOMT W3 IBYX M Oonee dwacTeil WIM TOMOB, TO KaKAAsd 4acTh WM TOM BHOCHICS B OIMUCH IOX
CaMOCTOSATENLHEIM HOMEPOM.

9.12. Tpadgs! omucH 3amONHAIOTCS B TOYHOM COOTBETCTBHM C TEMH CBEJCHUSMHU, KOTOpPHIC
BBIHECEHBI HA 00JIOXKKY JIEJ1a.

9.13. Ilpu BHeceHMM B OMMCh MOJPAN JAEN C OAMHAKOBBIMM 3ar0jIOBKAMH ITUINETCS MOTHOCTHIO
3aroJIOBOK INEPBOTO A€fa, a BCe OCTANBHLIC OJHOPOAHBIE Aena 0003HA4aTCH crnoBaMu «To xey», mpu
9TOM JIpYyTHE CBEJCHHA O JEnax BHOCHATCH B OINCh NONHOCTRIO (HA Ka)KAOM HOBOM JIMCTE OINCH
3ar0JIOBOK BOCITPOH3BOIUTCH ITOTHOCTHIO).



9.14. I'pada onucn «[lpumMeuanne» HUCTIONb3yeTCA I OTMETOK O TpHeMe e, 00 0COOEHHOCTIX
uX QUIHYECKOTO COCTOSHMUS, O NEePeaade A APYriM CTPYKTYPHBIM MOAPA3/ENCHUM CO CCHUIKOH Ha
HE0OXOIMMEIA aKT, 0 HAJIMYMM KON M T. I

0.15. B xoHIE ONUCH BCICHA 3a MOCIENHEH OMMCATENbHOMN CTaThEeH NENacTCs UTOroBast 3alliCh, B
KOTOpoii ykasbBacTCs (ImdpaMu ¥ MPOMMCHIO) KOJUHECTBO HEJ, YHCIAIMUXCH TO OMMCH, NMEPBHIA M
MIOCNICAHUI HOMEpa JICN IO OINCH, a Talkoke OroBapHBAIOTCS OCOOCHHOCTH HyMepalliy Ied B OIHMCH
(METepHBIC HOMEPA JeN | MPONyLICHHbIC HOMEpa).

9.16. Omich Aen CTPYKTYPHOTIO MOIPA3/ENeHHs TOAINCHIBACTCS PYKOBOAUTENEM CTPYKTYPHOTO
MOAPA3NCTICHUS.

Onucy CTPYKTYPHBIX IOAPA3CNICHHH CIy)KaT OCHOBOM Ui COCTaBIEHHS TONOBOTO pasjeia
ormucu nen Ilkonel, mpemucioBHs, THTYILHOTO JHCTA, IOATOTOBKA KOTOPOTO BO3NATAECTCS HA APXUB
ITIxosmbL.

9.17. Tlo pesynsTaTaM 3KCIIEPTH3BI LIEHHOCTH JOKYMEHTOB COCTAaBIAIOTCS OIMCH €I
MIOCTOAHHOTO, BpemeHHOro (cpmue 10 JieT) XpaHeHHA MW IO JMIHOMY COCTaBy, @ TalKE aKkThl O
BBIIENICHHY €] K YHHYTOXXEHHIO.

9.18. AKT 0 BBIIENIEHHH K YHHITOXXEHHIO JOKYMEHTOB COCTaBJIAETCA, KaK MPABHJIO, Ha Nena Beel
IlIxonst. Eciv B akTe yka3aHbl J€Jia HECKOJNBKUX CTPYKTYPHBIX IMOXPA3ACICHHH, TO HA3BAHUE KAXKIOro
CTPYKTYPHOTO MOApa3AENCHUs yKasblBaeTCa Iepe] IPYINOHA 3aroloBKOB €Nl 3TOr0 HOAPA3ICICHUS.
3aroyioBK¥ OAHOPOIHBIX [eJ, OTOOPAHHBIX AN YHHYTOXXCHHUSA, BHOCATCS B aKT I10J] OOIIIM 3ar0l0BKOM C
yKa3aHHEM KOJIMYECTBA €)1, OTHECEHHBIX K NaHHO# rpymme. Jlena BITIOYAIOTCS B aKT O BRIAEIECHHU UX K
YHHYTOKCHHIO, €CNIH MPEAYyCMOTPEHHBIH I HUX CPOK XPAaHEHHSA UCTEK K 1 AHBaps roza, B KOTOPOM
COCTaBJIEH aKT, NP HATUYHE YTBEPKACHHON (COTIacOBaHHOMN) OMMCH 3a 3TOT MEpHoT, (pHIoKeHHe No
23). ‘

CornacoBannbie K Illkonsr axTel yTBepKAaroTcs aupekTopoM IIkonsl mpn  HamIuum
YTBEPXKICHHEBIX OTMCE HET TIOCTOSHHOTO XPaHEHU U COTTTaCOBAHHBIX OMMUCEH ACN [0 THYHOMY COCTaBY
3a TOT ke Teprox, mocie dero [1Ikona HMeeT MpaBo YHUUTOXKATH AC/A, BKIIOUYCHHBIC B JaHHBIC AKTHI.

Iorpyska ¥ BbIBO3 Ha YTHIM3ALHIO OCYIIECTBIIAIOTCS IO, KOHTPOJIEM OTBETCTBEHHOTO 33 apXuB
WA OTBETCTBEHHOTO 33 NENOIIPOH3BOICTBO.

10. Iepegaua 10KyMeHTOB Ha XpaHeHHE B MYHHIMNAJLHLII apXUB

10.1. B cBoe#i nesarensHocTH apxuB I11konbl pyKOBOACTBYETCA HOPMATHBHBIME M METOANICCKHMH
nokymeHTamu DefepabHOTO apXUBHOIO areHTCTBa Poccum, monokenuem o6 apxuse.

JlokyMeHTBI, 00pa3oBaBIIHecs B AeATeNLHOCTH 11Ikonbl, UMEIOIIME UCTOPUUECKOE, KYIbTYPHOE,
HAYYHOE, IKOHOMHUYECKOE, MOJMTHYECKOC M MPAKTUYECKOE 3HA9YECHHE, BXOHAT B COCTaB ApPXHBHOTO
donrma Poccuiickoit @enepanuu U NOAIEKAT Nepeade Ha XpaHeHHe B MyHMIIMIAIBHEIA apXUB OHCKOM
obnacTh.

Hlena BpemeHHbIX (cBbimie 10 JreT) CPOKOB XpaHCHHA M IO JIMYHOMY COCTaBy Iepefaie B
MYHHIMIIATEHLIH apXuB HE TIONNIEKAT, MCKIIOYCHHE COCTABILIIOT CIIydaM JIMKBUAALMH OpraHM3aliHu.
Takue nena xpaHsarcs B apxuse [1kobI B N0 HCTEYEHHH CPOKOB XPAHEHHS MOJIEKAT YHHYTOKEHUIO B
YCTaHOBJICHHOM ITOPSAKE.

10.2. Tlepenaua nen B MYHWIMNANBHBEIA apXUB OCYLIECTBIAETCS IO akTy HNpHeMa-nepeladu
ApXHUBHBIX JOKYMECHTOB Ha XpAaHCHHE U B 3apaHee COTIIACOBAHHBIC ¢ MyHULIMITAIBHBIM APXHBOM CPOKH.

11. Hcnonb30BaHue AOKYMEHTOB APXHBA IIK0JIb]

11.1. JlokyMEHTBI W JeNa, HAXOAMLUIMECS HA XPaHCHWM B apXuBe, IMPEOCTABILIOTCA paGoTHHMKaM
HOZpasaeacHuii 1yig paboThl B MOMEMICHHN apXiBa WX BO BpeMEHHOE (He 6osee Mecslia) NoIb30BaHUE
BHE apXHBAa IO PACIIMCKY B )KypHAJIE y4eTa BRLIAYH JOKYMEHTOB (Ien).

PaboTHuky I1Ik0ibI HECYT OTBETCTBEHHOCTb 32 COXPAaHHOCTh M TNPAaBHIBHOE WCIIONE30BaHHE
MONYYEHHBIX APXUBHBIX JOKYMEHTOB.

11.2. U3baTHE JOKYMEHTOB U3 apXUBHBIX JEJ, Nepenada paboTHHKaM MOAPA3ACICHHN apXUBHBIX
JOKYMEHTOB WM HMX KOMUM paboTHUKAM OPYTHX opraHu3aumii 0e3 paspelneHuMs DPyKOBOACTBA HE
IOIYCKAETCS.

[Ipu paGoTe C apX¥WiBHBIMM IOKYMCHTaMH HE pa3pemaercs BHOCUTh B HHMX NPaBKy, HENaTh
TIOMETKH, paloTaTh C HUMHU BHE CITYXKEOHBIX ITOMEIICHUIH,



Tpunoxenne Ne 1

Dopma akTa mpueMa-nepefadu 1ei
IPA CMEHE OTBETCTBEHHOIO 34
JIenonpOU3BOJICTBO,

PYKOBOIMTE A HOAPA3ACICHNS

Myunununanssoe o6meobpazosarennuoe yupexgenne «Cpennsns mkouaa Ne7 ropoackoro okpyra Crpesxeroii ¢
YrayOJeHHBLIM H3YueHHeM OTASIbHBIX npeameTosy (MOY «COI Ne7») ‘

(HayMeHOBdHHE 00paA30BATENHLHOM OPraHW3ALEIT)

YTBEPXJIAIO
{MOIDKHOCT PYKOBOIUTEIL)
(TonTmcn) ' (1O, Gavumin)
(naa)

AKT

(nara)

(MecTo COCTABIICHN)

IpueMa-riepenayy aen rnprv CMEHEC OTBETCTBEHHOTO 34 ACIOIIPONU3BOACTBO,
PYKOBOAUTEIA TI0APA3NCICHUA

B cOOTBETCTBHM C MPHKA30M OT Ne
nepenan, a

(D. K. O., ZOIKHOCTE NEPEAIOINET0) (0. K. O., OIKHOCTH IPUHUMAIOILIETO)

TIPUHSI B MIPHCYTCTBHH KOMHCCHY, 0OPa30BaHHOM Ha OCHOBRHHH JAHHOrO MIPUKA3a, B COCTABE NPEACeNaTeNs
U 4JICHOB
(®.1.0)

IOKYMEHTBI NOAPA3NENEHUS B COOTBETCTBHH ¢ HOMEHKIIATYPOH 1€y 3a TO/BL,

Ne Koanuectso Komnyecrpo

Haseanue H Ne onncu Ipumeuanune
a/n IKIEMINAPOB ONHCH NPHHATHIX e
1 2 3 4 5
Hroro npunsto _ el
(1adpaMK M NPOTIHCHIO)

CocrosHne AOKYMEHTOB

(Aena Ha CKOPOCIMBATENSX, MOJMUTHL, TIEPEIUICTEHEL, IIPOHYMEPOBAHEL)

Ilepenan Tlopmuce H.0. damunus
Ipunsan Ionmnuce H.0. dammnms
Ipenceparens xoMUCCHU Hoanuch H.0. ®amunua

UneHbpl KOMACCUM, ITognucu H.0. ®amunus



25.06.20

Tlpunoxenue Ne 2
TIpumep axra npreMa-nepenaqy geil Ipyu CMeHe
OTBETCTBEHHOI'0 34 JENOMPON3BOACTBO,

PYKOBOAUTENA ITOAPA3ACIACHIA

Mysnuananbsnoe 001eo6pazoBaTeNbHOE yUpemRIeHne
«Cpennan mxona Ne7 ropoackoro okpyra Crpexenoii ¢ yraySJeHHBIM U3y eHHEM OTAEILHBIX MPEAMETOBY

18

IprEMa-ICpeaadn ACI nNpru CMCHC OTBETCTBCHHOIO 34 AC/IOIIPOA3IBOACTBO

(MOY «COII No7»)
YTBEPXKJIAIO
Hupexrop MOV «COIL Ne7»
IlopTHOBA I' I1. IlopTHOBA
05.06.2018
AKT

r. CtpexxeBoii

Ne 8

B cootBercTBuu ¢ npukazom ot 12.06.2018 Ne 46 Mutpodanora U.A. nepenana, a Pomanosa
O.K. npuHsUta B MPHCYTCTBHM KOMHCCHH, 00pa30BaHHON HA OCHOBAHMH JAHHOTO IIPHKA3a, B COCTAaBE
npepcenatens Yeanosoi AWM. u umeHoB CemeHoBoit JLA. m JlecHunkoif PU. nokymeHTBI
NOAPA3NEICHNA B COOTBETCTBAU ¢ HOMEHKIIATYpor nen 3a 2014-2017 romsr.

Ne n/n Ha3zsanue u Nt onucu Komuuecrso Koandecrno Iipumeuanne
IK3IECMILIAPOB ONMMCH NPHHSATBIX JeJ
1 2 3 4 5
1 Omnuce Ne 1 gen nocTosHHOTO 1 42
xpanenus 3a 2014-2017 roast
2 Onuce aen Ne 2 1o nu9HOMY 1 23
coctasy 3a 20142017 rons1

Hroro npunsATO 65 (IIECTHAESCAT HATH) AEI.

CocTosIHIE JOKYMEHTOB U OITUCEH YIOBIETBOPUTEIEHOE,
Murtpoganosa

Ilepenan
IIpussn
IIpencen

YneHBl KOMUCCHH!

Pomanosa

aTelh KOMUACCHHA HBanosa

CeMeHoBa
Jecuumkas

H.A. Mutpodanosa
O.K. PomanoBa
A.H. HUBanona

JLA. CeMeHOBa
P.A. Jlecummkas




TIpunoxenue Ne 3
O6pasen 0¢opMIIEHHS TIONOKEHUST

MysununansHoe 00meobpasosarensHoe yupexnenue «Cpendss wxona Ne7 ropopckoro okpyra CTpexesoit

C yrny6neHHbIM H3y4EeHHEM OTAEIBHBIX [IPEIMETORY

(MOY «COI Ne7»)

2.1..
22..

3.1..
3.2...

4.1...
4.2..

5.1..
5.2..

6.1...
6.2...

(HamMmeHOBaHME 00Pa30BATENbHON OPraHN3aLiiN )

YTBEPXIAIO

(ZOKHOCTE PYKOBOOHUTEIA)

(moxmwce) (®.1.0)

(nara)

HOJNOXEHHE

HaumeHosanue omoena/cnyaicovr npu Haruvwuu ¢ 00

1. Q0mue nmooKReHu

2. OcHoBHEIE 320241

3. OyHKIIEN

4. Ilpara

5. O6s3aHHOCTH

6. OTBETCTBEHHOCTD



TIpunoxenne Ne 4
TIpumep odopMieHNs MONOKEHUS

MysuuunaibHoe 001meo0pazoBaTebHOe YUPEKIACHHE

«Cpenuss mxoa Ne7 ropogekoro oxpyra Crpexesoil ¢ yriay0JieHHbIM H3yYeHHEM OTAE/IbHbIX PEIMETOB»

2.1.
2.2

3.1
3.2.

4.1.
4.2

5.1.
5.2.

6.1.
6.2.

7.1.
2

(MOY «COII Ne7»)

YTBEPXJIAIO

Hupexrop MOY “COLL Ne7»
IlopTHOBa ‘ I'' IL IloptHOBa
05.06.2018

HOJTOXEHMHE

0 nopaodKe 6edenun TUUHBLX 0ell pabomHuKkos

1. O0m¥e noJIoKeHns

2. ®opMupoBaHHE JIMYHBIX /IeJ1 pAOOTHHKOB

3. BepeHue JIMYHBIX eJ1 pAGOTHHKOB

4. XpaHeHHe H yUeT JHUHBIX e/l paG0THUKOB

5. Odopmnenne THYHBIX Jesi PAGOTHNKOB Nepex caaveii B apxuB

6. OrBeTcTBEHHOCTDL pabdoTosaTes st H paG0THHKA

7. IIpaBa paGoToaaress 1 paboTHHKA



TIpunoxenne Ne 5
Buank nuceMa

Myunuunanessoe o6meofpasosatensnoe yupexaenne «Cpeqnss mronaa Ne7 ropoackoro

okpyra Ctpemesoii ¢ yray6iaeHHbIM H3YUeHHEM OTALABHBIX NPEAMETOBY
(NMOHOE HAUMEHOBAHHUE 00PAIOBATRILION0 YIpeKIeHIH)

(MOY «COIH No7y)

(CoKpaleHHOe HAUMCHOBANUE)

(BOMKHOCTHOE JIHLIO (CCTH IHUCEMO OT HEro, a He 0T OPraHM3ampe))

(anpec)
Ten/paxc e-mail, ceTeBoi ampec !
OKITIO OI'PH HWHH/KIIII
Ne
(mata) (1oMep) @ M. O. (xomy)
(anpec)
Veaxaembrii(as) !
(JOMIHOCTD PYKOBOIMTENS) (rormHeE) (®. U1 0)

Tpunoxenne Ne 6
TIpumep odopmnenus nucsma



Myxaminasnoe 06meobpazoBaTesibHOE YUpeKREHHE
«Cpennsas mxona N7 ropoackore oxpyra Crpemesoit ¢ yriy6JeHHBIM H3YHEHHEM 0TAIbHLIX NPeAMETOB»

(MOY «COHI No7»)
Kommynanbhas ya., z. 1, r. Crpexenoii, 636780

Ten./ake (38259)55799; e-mail: shkola7@guostrj.tomsk.ru ; http:// https://school7.ucoz.org/
OKTIO 69710000, OT'PH ; THH/KTIII 7022008599/702201001

3 o 2018 r. Ne 65-u/15-05 Mopexozopoii C.B.
Ha Ne Jlunosas yu., a. 15, k8. 3, T. OHCK, 123456

O npencrabieHun 06BACHEHUH
IO IOBOIY HESBKHU Ha paboTy

Veaxkaemaa Ceetnana BsuecnaBosna!

Veepomnsaro Bac 0 HeoOXoAMMOCTHM MpPefOCTaBUTh ITMChMEHHBIE OOBACHEHHS TO TIOBOLY
HapyLIeHUA TPYAOBOK AUCLMIUIMHEL, B CBA3H C HEMBKOM Ha paboty 29.06.2018.

TIpunoxenue: cayxedHas 3anmcka Ha 1 1. B 1 9K3.

C yBaeHHEM,
TUPEKTOP Ilerposa I'ILITerpoBa

IIpunoxenue Ne 7
Bnanx mpuxasa

MynnuunaanHoe o6meoGpa3oBaTesibHOE YIDeKACHAE
«Cpennsasa mrona Ne7 ropoackoro oxpyra CrpexeBoif ¢ yrySieHHBIM HIYYCHHEM OTACILHBIX NPEAMETOB»

(MOY «COHI Ne7»)
NPHUKA3
Neo
(mara)
r.Crpexeroit
(MecTo COCTABJICHYS IIPUKa3a)
3aromnoBok
TIPUKA3BIBATO:

el

(BOIDHOCTD PYKOBOWIEILA) (TOMHCD) H.0. Pavoms)




TIpunoxenne Ne 8
O6pasen odopmienms mpukasa

MynnnunanbHoe o6ieoGpazoBaTejbHoe yupesaeHne
«Cpennsn mxoaa Ne7 ropoacxoro okpyra Crpexenoil ¢ yriy6iaeHHLIM H3yueHHeM OTAEILHBIX NPeIMeTOB

(MOY «COII Ne7»)

OPUKA3

01 aBrycta 2018 r, Ne 385

r. CrpexeBoi

O sreapenun I'OCT P 7.0.97-2016 «CUBA/I. Opranu3anuoHHO-pacnopsiAMTEILHAN
AokymMentauus. TpedoBaHus K 0QopPMICHHIO JOKYMEHTOBY

B uensix addexrusHoro cosnanus noxymentos MOY Illkona Ne 7

HPUKA3BIBAIO:

1. Pabotarkam MOY «COILH Ne7» coznasate nokymenTsl B cootBetctsuu ¢ TOCT P 7.0.97-2016
«CHUBH]]. Opranu3aunoHHO-paCIIOPAANTENBHAS  JOKYMEHTALUSL. Tpebopanust K odopMicHHIO
JAOKYMEHTOBY (npuinoxenue, nanee — 'OCT P 7.0.97-2016).

2. Cexperapto [lomnaBckoii O.A. He mpUHUMATbL NS NPEACTABIEHHS HA MOANNCH IUPEKTOPY
NOKYMEHTBI, 0()OPMIIEHHbIE C HECOOMIOIcHUEM npaswit, yeranosieHHex 'OCT P 7.0.97-2016.

3. KoHTpOJIb HCHIOJIHEHUS HACTOSAILETO IPHKA3a OCTABIISIO 33 COOOH.

Hupexrop HoptHoBa I'ILITopTHOBa

B neno Ne 01-05 322018 r.
Cexperaps [Tonnasckas O.A.
03.07.2018



Cexperaps ITommarckas Q.A.
03.07.2018

Tlpunoxenue Ne 9
O6pazen ohopMiIeHHA NPHIOKEHHIT

ITpunosxerne Ne 1
K mpukazy OO
oT Ne ‘

Honoxenue o A

1. O0mmue MoJI0KEeHUS

1.1. Hacrosimee IlonokeHwe ompemeisieT CTaTyc, ILENb, 3aJayd M IIOPANOK IIPOBEACHUS

MEXPETHOHAJIBHOTO KOHKypca ydammxcs 5-11 ximaccos «PenpeccHpoBaHHAst JuTepaTypa» (namee —
KOHKYPC).

1.2...

2...
2.1..
22..



Ilpunosxenne Ne 10
OGpasen odhopmIeHHs IPOTOKONA
(1 eapuarm)

OPOTOKOJI
3acefaHHs NeAArornyecKoro COBeTa

IIpencenatens kKOMHCCHH Qavunnsa 1.0.

Cexperapb Damunus K.O '
ME€AArOruyeckoro CoBeTa

IIpucyrcrsoBanu: 30 yen. (CIMCOK TIPUTIATAETCS)

IToBecTka mHs:

1.0 nopsaznke MOArOTOBKH K KoHbepeHnn. [{oKnan 3aMeCTHTENsS ANPEKTOPA. ..
2.0...

CIIYHIAJINA:
Damunus M.0. — TEKCT OKJIAnA MPHUJIaraercs,
BBICTYITAJIM:

KO, ®amunus — KpaTkas 3a0UCh BEICTYIUIEHHsA (OT TPETHErO JHLA €NMHCTBEHHONO 4YHCNA). Bompochl OTBETHI
(IPUBONSTCS B MOPSAKE MOCTYIUICHUS),

PENTAIIH:
1.1. Onobputs. ..
12...

Counepxanue ocoboro MHEHHA

2. CJIVIIIAJIA. .,
BBICTYIIHIIH. ..
PEHIAIA. ..
2.1,
Ilpencenaresns TTonnuece H.0. Gamunns
Cexperaphb negarora9eckoro THoanuce H.0. ®amunus

COBETA



TIpunoxenne Ne 11
Ob6pasen oopmieHHs TPOTOKONIA
(2 sapuanm)

ITPOTOKOJX

3aCCJaHUS NICAArOrHI€CKOro Copera

IIpencenarens KoMUCCHA Gamvunus 1.0,

Cexperapn @amusg 1.O

MIEAarorudeckoro COBeTa

Bcero unenos coseta ITpucyrcTBoBano

IToBecTka nHA:

1. O nopsanxe NOAroToBKM K KoHGepeHIn. JIOKIan 3aMeCTUTEIA QUPEKTOPA. ..
2.0...
1. CJIYIIAJIH:
Pamimg K.O. — TekCT XOK/Iafa NPHIAraeTcs,
BBICTYIIUJIK:
Pammyusg U.0. — kpaTkas 3amKCh BHICTYNICHNS (OT TPETHETO JIMIA GAUHCTBEHHOIO HCIIA),
Bomnpocel, OTBETH (IPUBOAATCA B MOPAAKE NOCTYILICHHMSA).

PENIWIIN:
1.1. Onobpurs...
22
Coneprxanue 0co60ro MHEHHS

2. CIIYIIAJIN:
BBICTYIIWIN:
PEIIMIINA:

2.1.

IIpencenarenscTByromuii [Noamuce N.0. ammmus

Cexpetapb neaarorudeckoro Hoanucs H.O. amumus
COBETAa



Ipopomuenne mpun. Ne 11
O6pazen odopMIeHHA ABOYHOTO JIHCTA

ABOYHLIN JINCT
IIEJATOT'MYECKOI'O COBETA
(IPOTOKON OT «__ » 201 roma Ne 00)
] ®. 1. 0. JooKHOCTD Hoanucs

n/n

1

3

4 S— - TR O P . T ——— —
5 - L . o N
6 e B e e !
7 ~

8 — — S —

9

10 ...... =i e

IIpencenarens IHonmice N.0. Gamunus

nICaaroruacCKoro COBCra

Cexperapn IMonnuce H.O. Gamunus



JKypHan perucTpanuy BXOAAIIAX JOKYMEHTOB

TIpunoxenune Ne 12

aTa
A Hata n Homep ! Pesomronus unm komy
MIOCTYIUIEHHA
JOKYMCHTA, Kparkoe HANpaBJLieTCHd KOKYMEHT OtMerka 06
Ne JIOKyMenTa/ Koppecnonnest
o BXO AL [PHCBOCHHBIE cogepxanne | (MOONMHCDH, YOOCTOBEPSIOAS | HCHOJIHEHAH
aBTOPOM TIONYYESHHE)
HOMeEp
1 2 3 4 6 7
[}
|
JKypHan perucTpanu HCXOMAILHUX JOKYMEHTOB
Jlata u HOMEp
Ne ara PerucrpaumoHHhrit Kparxoe OKYMEHTa, Ha OrtmMmerka 00
A Tpall Anpecar p JOKy > Hcnonaurens
/i | JOKYMeHTa HOMep HOKYMEHTa cofepxaHue KOTOpRIi AaeTcs HCHONHEHUH
———— —_—— —_—— —— - — ome’r
1 2 3 4 5 6 7 8
IIpmnoxenue Ne 13
Kypran ydera medareit 1 ITaMIoB
Pesynurar ]
B
Haumenosanu OTrHcK
HaumeHosau €XEroHO
e o nevareit
He TeYaTn Otruck Tloanwucs, # Otmetka 00
Ne TOAPa3AEICHN (1rramMnos)
o (wrammna), mewaTH | o ocrs | JACCTOBGPAIONL | NPOBEPKH | YHUMTOMEHM — ITpumeuan
unang@arop | (mramm | O’ as MOJlydeHHe, | Hamu4yus H, HOMep He
o NOJIyYaTeNd U YHUYTOXECHHI
3aKasa, ara a) JaTa mevarelf ¥ | aKTa M AaTa
dbamunna 1, aTa
noc*rynnemm WTAMIIOB,
TIOJTy4aTeNs BO3BpaTa
Iara
MPOBEPKH
1 2 3 4 5 6 7 8 9




TIpunoxenne Ne 14

Dopma HOMEHIJIATYPHI Hell
Haumenosanue opraHusanun
HOMEHKJIATYPA NEJ YTBEPXIAIO
(IOMKHOCTE PYKOBOAMTENS OPraHU3aLiim)
Ha rox
(monuch) (paciundporka
FIOZTIHCH)
(mara)
Hupexc 3aronoBok gena Komuuecrso Cpox xpanenus Hpumeuanne
aena Jen U Ne cTaThH Do
nepevsiio
1 2 3 4 5
Hasgsanue pasgena
Haumenonanue TToammce W.0. ®amunus
LOJDKHOCTH pykoBoauTens ciyx6ut IOY
OpTaHU3ALMH
Buza pykosoguTesns apxusa
(f1iLa, OTBETCTBEHHOTO 32 apXUB)
COT'JIACOBAHO COI'JIACOBAHO
TIporoxon 13K (3K) TIpotokon SIIK apXHBHOTO yUpexIeHUs
oT Ne oT Ne
HTtorosas 3amice 0 karer OPHAX M KOJIHYICCTBE XEJI, 3aBCACHHBIX B rogy

B Opranu3anuu

ITo cpokxaM xpaHeHus

Bceero B ToMm yucne;

HEPEXOIAINX ¢ otmeTKoit «OITK»

2 3 4

TlocTosuuoro

Bpemennoro (cspime 10 ner)

Bpemennoro (mo 10 net
BKJTIOTUTEJIBHO)

HUTOI'O:

Haumenosanue
JOJKHOCTH pykoBoauTens ciayxbet JOY
OpTraHU3alMU

Hara
Wtorossie cBeICHIs NEPENaHbl B aPXHB,

HaumesoBanue J0JKHOCTH 1A,
nepenapicro CBCACHMA

Jlata

TToanuce H.0. ®amuinua

TTopmuck ' N.0. ®damunus




JIVICT - 3ABEPUTEJIb JEJIA

B nene nommuuTo u npoOHYMEpPOBaHO

Ne

TIpunoxenne Ne 15

®Dopma n1cTa — 3aBEPHTENA ZENA

JIHCTOB
(1 paMH A TIPOIHCHIO)
¢ Ne 1o Ne , B TOM YHCJIE;
TUTEPHBIE HOMEPA THCTOB
T
TIPONYLCHHEIE HOMEpa MHUCTOB
+ JIMCTOB BHYTpeHHel OITUCH
OcobenrocTy GU3HIECKOro COCTOAHMA ¥ OPMHPOBAHUSA [ENA Howmepa
JIMCTOB
1 2
HanmMeHOBAHKE JOKHOCTH PaOOTHHKA Tlommuce H.0. ®amunus
Hara

TIpwnosxenue No 16

MDopma o610xKKH e

MOCTOSHHOIQ ¥ BPEMEHHOTQ
(cBbie 10 seT) XpaHeHHA

(HanMeHOBaHUE rOCYAAPCTBEHHOO (MYHHIMNAILHONO) APXHUBA)

(HauMEHOBAaHKE OPTraHN3ALINM)

(HauMeHOBaHHe CTPYKTYPHOIO MOApasAeNieHH)

AEJO Ne TOM N

(3arosioBOK Jiena)

(xpaiiHye naTbl)

D, Ne
Om. Ne

I Ne

Ha

XpaHUTb

JIMCTax




BHYTPEHHAA OITACH

TOKYMEHTOB jiena Ne

TIpunoxenne Ne 17

Ne PerucTpannoHHbIN HHAEKC Hara Homepa
: 3aronoBok AOKYMeHTa TIpumeuanne
/1 JOKYMEHTa JOKYMEHTa JIMCTOB neNa
1 2 3 4 5 6
4
Hroro JIOKYMEHTOB,
(undpaMu 1 IPOIUCHIO)
Konu4ecTBo TUCTOB BHYTpEeHHEH onucH
(undpamu ¥ MPOIHCHIO)

HauMeHoBauue QOMKHOCTH JIHLIA, TToanuce N.0. amunus

COCTAaBUBINErO BHYTPCHHIOK OITUCH
HOKYMEHTOB A€na

Jara
IIpunoxenue Ne 18
OGpazen odopMneHns KypHana
y4€era BRIZAYH AOKYMEHTOB
Tlonxoe nanMeHoBaHHE 0OPA3OBATEIBHOM OPraHH3aLMH
JKYPHAJL YYETA BBITAYH NOKYMEHTOB
u3 apxusa 00
(omepaTHBHOIO APXMBa CTPYKTYPHBIX NOAPAa3AeIeHniT)
Havwar
OxoH4eH
ITpunoxenue Ne 18
Ne Mara ®ong | Omacs | [deno Komy acmacin Jara Bo3spara Pacrincka B
BbIAAYM o B NOJTyYeHHM
n/n nen Ne Ne Ne BLIIAHO nena Aeaa BO3BPAIECHHH ACNIA
1 2 4 6 7 8 9
HWroro 8 TOAY BBINAHO Jexn
(undpaMu ¥ NPOIHCHIO)
HaumMeHOBAHNE AOMKHOCTH JINLA,
COCTaBHBLIETO0 BHYTPEHHIOI ONKCh Honnuce N.0. damunus

JIOKYMEHTOB €A



(nonHOe HayIMEHOBAHKE OPTaHA3ALMH)

TIpunoxenne No 19
Dopma OImICH e 110 NMYHOMY COCTABY

Donn Ne
OOHACH Ne
ACN IO JTMMHOMY COCTaBY
3a roa

Ne | HMugexc nena 3aronosok Kpatinue paret Cpok XpaHeHHs Konnuecrso [Ipumeuanue

/T Jena JIUCTOB

1 2 3 4 5 6 7
B nannerii paznen onmcu BHECEHO e,
(1mhpamu 1 IPOMHCHIO)
¢ Ne o Ne , B TOM YHCE!
JIHTEPHBIE HOMEPA.
NPONYIEHHbIE HOMEPA,
(HanMeHOBaHNE BOJHKHOCTA (noamuce) (paciuppoBKa NOIMUCH)
COCTABHTENA ONHCH)

(HaNMEHOBAHHE HOMKHOCTH PYKOBOXUTENS (noanuce) (pacuudpoBKa TIOAUCH)

apxusa (JIMIA, OTBETCTBEHHOTO 32 aPXUB))

COI'TACOBAHO
Iporokon (AK) OO0
oT Ne

(monHoe HanMeHOoBaHKe 00pa3oBaTENLHON OpraHu3aluy)

Doup Ne

OIMCb Ne

Jien BpemMeHHbiX (cBolie 10 ner)
CPOKOB XpaHEeHNs!

VTBEPXAEHO

[Ipotokon OIIK apxuBHOTO yupekaeHust

oT

Ne

TTprnoxenne Ne 20

dopma onucu Ae1 BPEMEHHBIX
(cBeiwe 10 neT) cPOKOB XpaHEeHH

%) ron

Ne | Nnapexc nema 3aronoBox Kpaiinue natst Cpox XpaHeHHs KonnuecTso IIpumeuanne

/n aena IIBCTOB

1 2 3 4 5 6 7
B nannbIfl pa3nen OMUCH BHECEHO nen,
’ (uupamu 1 TPOIHCHIO)
c Ne mo Ne , B TOM 4HCJIE;
JIMTEPHBIC HOMEPA.
NPOIYIIeHHbIe HOMepa:
(HauMEHOBaHHE JOJDKHOCTH {(moamnuce) (pacurutpoBKa HOANHCH)
COCTABUTESA OIUCH)

(HauMeHOBAHME JODKHOCTH PYKOBOAMTEJISL (monmucs) (pacundponka noamicy)

apxuBa (JIMLA, OTBETCTBEHHOIO 38 APXHB))

COI'TACOBAHO




TIporoxon (QK) OO

oT Ne
IIpunoxenne Ne 21
@opMa OMUCH el NOCTOAHHOTO
XpaHeHHs
YTBEPXIAIO
(monHoe HANMEHOBAHUE OPTAHU3ALIMH) (TOMKHOCTL PYKOBOAHTEIIA)
@oupn No ‘
OIIUCDH Ne (noxnucy) (pacwudpoBka nOAIHCH)
A€ TTIOCTOAHHOTO XpaHeHI/ISI
3a ron 20 roaa
Ne Hnaexc 3aronorok gena Kpaiinne narsi Koaungectro Mpumeyanue
n/n aeJaa JIMCTOB
1 2 3 4 5 6
Haaganue paszaesa
B nanHbIi pazgen onucH BHECEHO Ien,
(uudpamu ¥ IPCIHCHIO)
¢ Ne mo Ne , B TOM HHCJIE;

JMTEPHBIE HOMEpa:

IIPOIYIMEHHBIE HOMEPA,

(HanMeHOBaHHKE JOJDKHOCTH
COCTABHTENA ONKCH)

(HaUMEHOBaHHE NOJDKHOCTH PYKOBOIMTEILA
apxuBa (JIUL2, OTBETCTBEHHOTO 38 apXUB))

COI'JTACOBAHO
ITpotokon (AK) OO

oT Ne

(nmoanuck) {paciudpoBra noamucH)
{noanuce) (pacuudpoBKa NOAMHCH)
YTBEPXJJEHO
IIporoxon JIIK apXuBHOTO YIpENAECHUA
oT No




Ipunoxenne Ne 22

Dopma omucH e NOCTOSHHOTO, BPEMEHHOTO
(cBbe 10 neT) XpaHeHUs U 1O IMYHOMY
COCTaBY CTPYKTYPHOTO NOAPa3IENeHIs.

(monHOe HanMeHOBaHKe 0OPA30BATENLHOM OPraHI3AIHIL)

(HaUMEHOBAHME CTPYKTYPHOIO MOAPA3ACIICHH)

OIIACH Ne
Ne n/m | Hupexe | 3aroneBox gena | [lata pena | Kou-Bo jgucTos B aene Cpok xpanenust gena | IHIpumeuanne
aena
1 2 3 4 5 6* 7

Haspanne pasnena

I | 1

B nanHyro OnmceE BHECEHO

¢ Ne

nier,

JIMTEPHBIE HOMEPA!

(nudpamu 1 npPONUCHIO)

mo Ne , B TOM YHUCJIE!

TIPOIYLUEHHEIE HOMEPA!

(HanMEeHOBAHYE OJDKHOCTH (nonmucs) {pacmudpoBka nomnucH)
COCTABUTEIIA OIIHCH)
(HauMeHOBaHUe NOJLKHOCTH PYKOBOIMTENA (noamnuce) (pacindporka NOAMKICH)
apxvBa (JHUQ, OTBETCTBEHHOIO 33 APXUB))
COI'TACOBAHO
IIpotoxon (3K) OO
ot Ne
Ilepenan aen

(undpamu 1 IPONHCEIO)

PErHCTPALHOHHO-KOHTPONBHEIX KAPTOTEK K HOKYMEHTaM".

(HauMeHOBaHKe JOIKHOCTH paboTHHKa (mozrHCk) (pacumdpoBka NOAIHCH)
CTPYKTYPHOTO NOAPA3NETICHIS)
« » 20 roja
TTpunsin nenu
(uudpamu 1 nponKCeI0) (uudpami 1 nPOIHCHIO)
PErUCTPALHOHHO-KOHTPOIBHBIX KAPTOTEK K AOKYMEHTaM.
(HaMeHOBaHHe KOJNKHOCTH (monfvce) (pacuutposka mORNUCH)

pabOTHMKA apXUBa)
« »

20

rona

“ Fpacha 6 onyckaeTesi B ONUCAX AeN MOCTOAHHOMO XPaHeHUA.

* MepepaloTcs BmecTe ¢ AenaMu cnykbei AenonpouseoAcTea Wi kaHuenapuy (esicop 00).



Hpunoxenne Ne 23

®dopma aKkTa 0 BLIACIEHHH K YHHYTOXEHHIO TOKYMEHTOB,
He NOMIEKAMMUX XPAHEHHIO

AKT

(TIOJIHOE HANMEHOBAHNE QPraHU3AMN)

Noe

YTBEPAKIALO

(MecTO COCTaBICHNUSA)

O BBIACJICHHH K YHUUTOXXCHHKO JOKYMCHTOB,
HE NOUIEKAIUX XPAHCHUIO

Ha ocHoBauuH

(Ha3panue U BLIXOMHBIE JAHHEIE EPEHHS JOKYMEHTOB € YKa3aHHEM CPOKOB HX XPaHEHN)

(HOIKHOCTb PYKOBOIMUTENS)

(moanuck)

(pacumnbporka noAMUCH)

20

roaa

O’I‘O6paHbI K YHHYTOXXCHHIO KaK HE UMEIOLIINE Haquo-ncmpnquKoﬁ LOEeHHOCTH U YTPAaTHUBIINEC

NPaKTHIECKOEC 3HAYCHUEC NOKYMEHTHI (borma Ne
(Ha3Banue GoHIa)
Ne 3aro/10n0K Jena Toant Homep ommen” Homep Komuecrno ex. Cpoks XpaneHus Hpumeuane
n/u (rpynnosoit e1. Xp. [0 6OHCH xp. it 1oMcepa crateti
3aroaoBoR 110 MEPCHHIO
JOKYMCHTOB)
1 2 3 4 5 6 7 §
Hroro o en. Xp. 3a [OJIBL.
(uudpamu u nponUCEI0)

Omnucu ien NOCTOSHHOTO XPaHeHH: 32 rogs! yreepskaensl K

(mpoTokos oT

(HaMeHOBaHKE APXABHOIO YIPEKACHU)

(HaI/IMeHOBaHI/Ie JOOJDKHOCTH DYKOBOAMTEIISA
apxmBa (JIHLa, OTBETCTBEHHOTO 32 apXuB))

COI'NTACOBAHO

IIpoToxon 3xkcMepTHOM KOMHCCHH
OpraHu3annu

or Ne

JlOKyMEHTSBI B KOJIN4ECTBE
- Ha OyMa)KHOM HOCHTEJIE BECOM

CHAHbI HA YHHYTOXXEHHEL,
— Ha S3JICKTPOHHOM HOCHUTEJIC CIAHbl HA YHUYTOXCHUEC

Ne

)

(monnce)

(pacundposka moAHCH)

em. Xp.:

pabOTHUKA, CAABIIETO AOKYMEHTHI)

«

(HaHMeHOBaHI/Ie JAOJDKHOCTH

»

20

(undpamMu U IPOIHCHEO)

(coco6 yHNYTONKEHYIS)

HN3MeHeHts B YHE€THBIE JOKYMEHTbI BHECEHEIL.

(Haumeﬂoaaﬂue JOKHOCTH PYKOBOONUTEA
apxuea (JM1a, OTBETCTBEHHOO 3a aPXUB))

«

»

20

(noxmucy)

rona

(paciupoBKa MOAMUCH)

(moamnuce)

roma

(pacimdpoBxa roanHcH )

" TIpu BLIAENEHUM K YHHUYTOXXEHHMIO JOKYMEHTOB NP IOATOTOBKE 7le K Mepeiaye B apxuB oprasusauuu rpadsl 4, 5 He
3ATIOJIHAIOTCSL.




