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HHCTPYKLUSA ITO AEJIOITPOU3BOACTBY

1. O0uue moJI0KEHNS

1.1. IHCTpYKIHSI 110 AETOMPOU3BOICTBY 8 MYHUYUNATILHOM OI00IHCEMHOM 00Ue00pazo8amenbHOM
yupeoscoenuu «Cpeousiss obueobpazosamenvras wkoaa Ne 4y eopoockoeo okpyea eopoo Illapws
Kocmpomcroii oonacmu (nanee — MHCTpyKIusl) yCTaHABIUBAET SIUHYIO CUCTEMY JIETIONPOU3BOJICTBA H
MOPSAIOK TMOJATOTOBKU, OGOPMIICHHSI, MPOXOKICHUS, KOHTPOJIS 32 HCIIOJHEHUEM, Yy4eTa, XPaHEHHs,
U3TOTOBJIEHUS, KONMPOBAaHUS W TUPAKUPOBAHMS CIIYKEOHBIX JIOKYMEHTOB B 00pa3oBaTEIbHOMN
opranuzaruu MBOY [llkona Ne 3 (nanee — Illkoina).

1.2. MHcTpyknust pa3paboTaHa B COOTBETCTBHU C TpeOOBaHUSAMHU (hefepalibHBIX 3aKOHOB OT
22.10.2004 Ne 125-®3 «O06 apxuBHOM nene B Poccuiickoit deneparumy, ot 27.07.2006 No 149-D3 «O6
uHpopManuu, HHOOPMAITMOHHBIX TEXHOJIOTUAX U 0 3amuTe nHpopmarmmy», ot 02.05.2006 Ne 59-03 «O
MOPSIIKE pacCMOTpeHust oOpamieHuil rpaxaan Poccuiickonr ®eneparun», ot 01.06.2005 No 53-D3 «O
rocyaapctBeHHOM si3bike Poccuiickoit @epepauun», ot 06.04.2011 No 63-D3 «O06 5351eKTpOHHOM
noanucuy, [IpaBun XpaHeHUs, KOMIUICKTOBaHUS, ydeTa M HCIOJIb30BAHHUS JOKYMEHTOB APXHBHOTO
¢donna Poccuiickoii @enepannu U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax TOCY/AIapCTBEHHOW BIACTH,
OpraHax MECTHOTO CaMOYIPaBJICHHs, OPTraHU3alUAX, YTBEPKACHHBIX MPUKA30M MUHKYIBTYphl OT
31.03.2015 No 526, wHanmMOHAIBHBIX cTaHAapTOB Poccuiickoit @enepanuu 1O  YIPaBICHUIO
nokymentamu: ['OCT P 7.0.8-2013 «CHUBU/. [denompous3BOACTBO U apXHUBHOE Aeiio. TepMuHBI U
ompenenenusi», [ OCT P 7.0.97-2016 «CUBU/. Opranu3anyioHHO-pacIOPSAUTENbHAS JOKYMEHTAIHS.
TpebGoBanus k opopmienuto gokymentony, ['OCT P MCO 15489-1-2007 «Cucrtema cTaHAapTOB IO
uHpopManuy, OWUOIMOTEYHOMY H U3ATENbCKOMY Jeiy. YmpaBlieHHe aokymeHtamu. OoOmue
TpeOOBaHU».

1.3. [Ipumenenue MHCTpyKIIUU TOTKHO CITOCOOCTBOBATH ()OPMHUPOBAHUIO OPHUITHATHEHO-/IEIOBOTO
CTHJI IOKyMEHTOB, MOAroTaBiIuBaeMbix B LlIkome; cokpallieHuto 3aTpaT TpyJda U CPEACTB B MpoIEcce
CO3JIaHMsI TOKYMEHTOB. IHCTPYKIHS SBISIETCS 00S3aTEIbHOM JIJIsl NCTIOJTHEHUST PA0OOTHUKAMHU U JIULIAMH,
OCYILECTBISIOUIMMHU OATOTOBKY U 0O(hOpMIIEHHE JOKYMEHTOB.

1.4. Tlomoxenuss VMHCTpYKIIMKU PaCIPOCTPAHSIIOTCS Ha OpPraHU3aIldio padoThl ¢ JOKyMEHTaMU
HE3aBHCHMO OT BUJAa HOCUTENS, B TOM YHCJE DJIEKTPOHHBIMH JOKYMEHTaMH, BKJIIOYas MOJITOTOBKY,
00paboTKy, XpaHEHHE H HCIIOJB30BAaHHE JIOKYMEHTOB, OCYIIECTBISIEMBIX C MpPUMEHEHHEM
WH(GOPMAIIMOHHBIX TEXHOIOTHI.

1.5. OcobenHocTH pabOTHl ¢ JOKYMEHTaMH, COAEpKAIUMU KOH(UIEHIUANIbHYI0 UH(pOpMAaIIHIO
(cmy>xeOHYI0 U MHYIO TaiiHy, MIEPCOHANLHBIC JaHHBIE), PETYIUPYIOTCS CleNUaTIbHBIMU HOPMATUBHBIMU
aKTaMU (MHCTPYKIUSIMH, TIOJIOKEHUSMH, TIPABHIIAMH ), YTBEPKITaeMbIMHU TUPEKTOpoM [1IKoITEI.
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1.6. TpeboBanus MucTpykiun k pabore ¢ Oyxraiarepckold, HayYHO-TEXHUUECKOM M Apyrou
CHIENMAIFHON JTOKYMEHTAIlMEH paclpOCTPAHSIOTCS JHIIb B YacTH OOIMMX TMPUHIMIIOB PabOTHI C
JOKYMEHTaMH, a TAaK)KE IOJrOTOBKHU JJOKYMEHTOB K II€peaue Ha apXUBHOE XpaHEHHE.

1.7. OTBETCTBEHHOCTh 3a OpraHU3allMI0 M COCTOsSIHUE Jenonpou3BojcTBa B Illkone Hecer
JUPEKTOP, KOTOPBIN:

— yTBepkaaeT MHCTpyKIMIO MO JeI0NpOU3BOCTBY U HOMEHKIATypy aen Llkomnsr;

— obecreynBaeT BHEIPEHHE W KOHTPOJIHMPYET COOJIIOJCHHE CTPYKTYPHBIMH IOApa3eICHUSIMH
TpeboBaHui HacTosulel MHCTpYKIMY U TOCYTapCTBEHHBIX CTaHIApTOB;

— IIPOBOJIUT IIPOBEPKY COCTOSIHUS JEJIONPOU3BOJICTBA B CTPYKTYPHBIX NojapazaeneHusx HIkomsl;

—obecrneunBaeT METOJIMYECKOe pPYKOBOACTBO, HHCTPYKTaX M KOHTPOJb 3a COOJIOIEHUEM
YCTAHOBJICHHOTO MOPSAIKA PadOTHI C TOKYMEHTaMHU B CTPYKTYPHBIX mojapa3zaeneHusx [1Ikomsr;

— MHULUHUPYET MOBBIIEHUE KBaTU(PHUKAIMA PAOOTHUKOB 110 BOIIPOCAM JEJIONPOU3BO/ICTBA;

— YIOCTOBEPSIET MOANKCHIO U NI€YAThIO JOKYMEHTHI.

1.8. HenocpencTtBeHHo BeneT Aenonpou3BoAcTBO B IlIkone cexkpemaps yuebnot uacmu (Oanree —
cekpemapyb), KOTOpBIA Ha3zHayaeTcsl npukazoMm aupekropa llIkonsl. Cekperapp B COOTBETCTBUHU C
BO3JIO’KEHHBIMHU Ha HETO 3aJa4aMu:

— OCYILECTBIISIET PErUCTPALIMIO U YUET JOKYMEHTOB;

— OpraHu3yeT J0OKyMeHTO000pOoT, POPMHUPOBAHUE JIET, UX XPAHEHHE;

— OCYILECTBISIET TEKYUIMM KOHTPOJb 32 CBOEBPEMEHHBIM PAaCCMOTPEHHEM U IMPOXOXKAECHHEM
nokyMeHTOB B [IIkoute;

— obecrieunBaeT COOMIO/IEHNE €UHBIX TPEOOBaHUI MO MOJATOTOBKE JOKYMEHTOB M OpPraHU3aINH
paboThI ¢ HUMH B YCJIOBUSAX JIEKTPOHHOTO JJOKYMEHTO0O0POTa;

— 00o06maeT nHpOpMaIHIO 00 00BEMax TOKyMEHTOO00pOTa;

— opranusyeT (pOopMHUpPOBaHUE U XpaHEHHE JOKYMEHTAIIMOHHOTO (POH/A U €ro UCIOIb30BaHUE.

1.9. Benenue nenonpousBOACTBA B CTPYKTYPHBIX MOJpa3JEeIEHUsAX OCYLIECTBISAETCS B
COOTBETCTBHH C JOJDKHOCTHBIMH 00S3aHHOCTSMU.

1.10. IIpu yxome B OTHYyCK, BbI€3/l€ B KOMaHIMPOBKY, Ha BpeMsl OOJE€3HUM WIM B Ciydae
YBOJIBHEHUS U NIEPEMELICHHUS 1O CIIy>kKOe paOOTHUKHU 0053aHbl IepeaTh BCe HAXOAAIINECS Y HUX
JOKYMEHTBI JPYroMy pabOTHHUKY 10 YKa3aHUIO BBIILIECTOSILEr0 PYKOBOAUTENS, IPU YBOIbHEHUH
paOOTHHKa WM TepeBoJie Ha APYIYI0 JOJDKHOCTh Nepejadya JOKYMEHTOB U JIeJ OCYLIECTBISIETCS IO
akTy npuema-nepeaaun (npunoxeHust Ne 1, Ne 2).

1.11. Ilpu mnepexoie Ha JApYrylo paboTy paOOTHHKOB, 3aHUMAIOIIUXCA B CTPYKTYpPHBIX
nonpasaenenuax lllkonsl BegeHWeM JENONPOM3BOJCTBA, Ieperaya BCEX JOKYMEHTOB BHOBb
Ha3Ha4YaeMbIM PaOOTHHKAM IIPOU3BOAUTCS 110 aKTaM IpueMa-Tepeiadu, KOTOpble yTBEPKAAI0TCA
nupexktopoM [kombl. Konuu akToB HanpaBistOTCs B KaHLEISPUIO TUPEKTOPA.

1.12. B cay4asx AJUTEIBHOIO OTCYTCTBHS pabOTHHMKA CTPYKTYPHOTO Mojpa3zzieiieHus (OTHYCK,
ciyxeOHasi KOMaHIUPOBKA, OOJbHUYHBIN JUCT W T. J.) HEOOXOAMMO IepefaTb OTBETCTBEHHOMY 3a
BEJICHUE JEJIONPOU3BOACTBA JOKYMEHTBI, HAXOJALIMECSd Yy HEro Ha HCIHOJHEHMM IO YKa3aHHUIO
JTUPEKTOpA.

1.13. PykoBomuTenu CTPYKTYpHbIX mozpasfeneHuii Illkomsl HecyT NepCOHAIBHYIO
OTBETCTBEHHOCTH 3a BBINIOJIHEHUE TpeOoBaHUN VHCTPYKIIMU M COXPAaHHOCTh HAXOSIIUXCS Y HUX
IOKyMeHTOB.O ciydasx yTpaThl, IOpPYH 3aperuCTPUPOBAHHOIO JOKyMEHTa paOOTHUK 00s3aH
HE3aMEUIMTEIbHO JOJIOKUTh TUpeKTopy [IIKoIbL.

1.14. Buecenune usMeHeHuidl B MHcTpykuuio ocyuecTBisercs npukazom aupekropa IlIkons
IIOCJIE UX COTJIACOBAHMUSA C MENarOrMYECKUM COBETOM.

1.15. C BHOBb NpUHATHIMH PAaOOTHUKAMH, Ha KOTOPBIX BO3JIAraloTCsi 00S3aHHOCTH IO BEICHHIO
JeJIONPON3BOCTBA, B TEUEHUE TPEX JHEH IOCie MOCTYIUIEHUS Ha paboTy NPOBOAUTCS MHCTPYKTAX IO
BEJICHUIO JEJIONPOU3BOACTBA AUpeKTOpoM [IIKombI.

1.16. PabGotath ¢ JOKyMEHTaMH BHE CIIY)KCOHBIX NOMEIICHUH M BHOCHUTH B HUX HCIPABJICHUS
3anpeniaeTcs.

1.17. Benenue nepenuckyd ¢ OpraHu3alUsIMU OCYIIECTBISAETCS AUpeKTopoM Koyl MM UHBIM
YIOJIHOMOYEHHBIM UM JIOJKHOCTHBIM JIMIIOM.



1.18. Beimonuenue Hacrosimed MHCTpykinu 00s3aTenbHO s Kaxkaoro pabornuka [llkounsl, ¢ ee
TpeOOBaHUSMH PAOOTHUKH JTOJHKHBI OBITh O3HAKOMJICHBI MO/ TIOJIITHCH.

2. JIOKyMEHTbI 00pa30BaTEIbHON OpraHU3aLUuN

2.1. JIupexTop IIKOJBI WM JIUIO, HCIOJNHAKIIEE €ro OO0sI3aHHOCTH, H3AaeT MPHUKA3HI,
WHCTPYKIIMU, TIPaBWIa, TIOJNOKEHUS, OOs3aTeNIbHbIC JJs HWCIOJIHEHUS BCEMU CTPYKTYPHBIMU
nospazaenenusmu [ komsl (mpunoxenust Ne 3, Ne 4).

2.2. Xox oOCyXAeHHs BOMPOCOB Ha 3aceJaHMsIX IIeIarori4eckoro coBeTa, COOpaHUsX,
COBCIIAHUAX M PEIICHUS, IPUHUMAEMbIC Ha HUX, PUKCHPYIOTCS B IPOTOKOJIAX.

2.3. J171st OCYIIECTBIICHHUSI OTICPATUBHBIX CBSA3EH C JPYrMMU OPraHU3AIUSAMU U TPpKIaHAMHE
WCTIONB3YIOTCS Takue (GOpMBI, Kak MUChMa, (aKChl, TEIe(HOHOTPAMMBI.

2.4. J1nst oCylIeCTBICHUS PUEMaA, YBOJIBHEHHUS, TIEPEMEIIEHUsT pAOOTHUKOB, MPEIOCTABICHHUS UM
OTITYyCKOB O(OPMIISIFOTCSI TPYJIOBBIE JIOTOBOPHI, MPUKA3bl MO JINYHOMY COCTaBY, 3asiBICHUS, TPYIOBBIE
KHIDKKH, JIMYHBIC KAPTOUYKH U JIP.

3. IIpaBuna opopmiieHUs TOKYMEHTOB
3.1. OcHoBHBIE TpeOOBaHUS 110 OPOPMIICHHIO TOKYMEHTOB

3.1.1. JloxkymeHTbl odopmisaroTcs Ha Onankax IIIKogbl M WMEIOT YCTaHOBJIICHHBIH KOMIUIEKC
00s13aTeNFHBIX PEKBU3UTOB U CTAOWIIBHBIN MOPSIOK WX PACTIONOKEHUS (PACIIONOKEHUE PEKBU3UTOB Ha
OJIaHKaxX OpraHU3aAIMOHHO-PACIIOPSAIUTEIBHBIX JOKyMEeHTOB cootBerctByer ['OCT P 7.0.97-2016
«CucreMa cTaHaapToB 1Mo HHGOPMAIMK, OMOIMOTEYHOMY M M3AaTeIbCcKOMY neny. OpraHuzanuoHHO-
pacnopsauTenbHas JoKyMeHTanus. TpeGoBanus K 0hOPMIEHUIO JOKYMEHTOB)).

3.1.2. B mkose NpuMeHsI0TCs IPOJO0IbHbIE OJTAHKU:

— Omank iucbMa (nipuioxkeHus Ne 5, Ne 6);
— Oank mpukasa (nmpusnosxxenust Ne 7, Ne 8).

brnaHku 1OKyMEHTOB M3roTaBiIuBarOTCsa Ha Oymare ¢popmatoB A4 (210 x 297 mm), AS (148 x 210
MM). Kaxxp1if mucT nokymeHTa, opopMIIeHHBINH Kak Ha OaHKe, Tak U 0e3 OJlaHKa, J0JKEH UMETh IM0JIS:
20 MM — JIeBOE;

10 MM — mpaBoe;
20 MM — BEpXHEE;
20 MM — HUKHEE.

Hcnons3zoBanue 6J1aHKOB IPOU3BOIBHON (hOpMBI He pa3pernaercs (mpuoxeHus Ne 3 u Ne 4).

3.2. OopmiteHre pEeKBU3UTOB IOKYMEHTOB

ABTOp TOKyMEHTa

Haumenosanue IlIkoinbl yka3piBaeTcs B TOUHOM co0TBETCTBUU ¢ ycTaBoM llkombl. CokparieHnHoe
HAUMEHOBAHHE MTOMEIAETCs O]l TOJTHBIM HAMMEHOBAHUEM B CKOOKaX.

HaumeHoBaHue CTpyKTYpHOrO MHOJpa3AefieHUus — aBTOpa JIOKYMEHTa HCIOJIb3yeTcs B OJaHKax
mUceM M OJaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB M YKa3bIBa€TCS MOJl MOJHBIM U COKPAIICHHBIM
HauMeHoBaHUSIMH [1IKOITEL.

HaumeHoBaHMe MOMDKHOCTH JUIIA — aBTOpA JOKYMEHTAa MCIIOJIb3YeTCsl B ONaHKaX JOKHOCTHBIX
JuI U pacnonaraercss noa HauMmeHoBaHueM Illkonbl. HanMeHoBaHME [OJDKHOCTH JIMLA — aBTOpa
JOKYMEHTa YKa3bIBAETCS B COOTBETCTBHHM C HAUMEHOBAHHMEM, MPHUBEACHHBIM B PACIOPSIUTEIHHOM
JOKYMEHTE O Ha3HaY€HUH Ha JJOJKHOCTb.

CrpaBouHble JaHHbIE 00 00pa30BaTENIbHON OpraHU3aIIH

CrnpaBounslie gaHHble o IlIkone ykasbiBaioTCa Ha OJaHKax MUCEM M BKIIOYAIOT B celsd: ajapec,
HoMep TenedoHa, akc, agpec dISKTPOHHOU MOYTHI, ceTeBor anpec, a takke OKIIO, OI'PH, MHH wu
KIIIT opranuzanuu.

HaumeHnoBanue Buja JOKyMEHTA

HaumenoBanue Buia nqokymeHTa, cocrtaBieHHoro I1Ikonoi, 10iKHO ObITH ONpENeneHo yCTaBOM
(TOOXeHNeM) U JODKHO COOTBETCTBOBATH HAMMEHOBAHUSM BHJIOB JOKYMEHTOB, MPETyCMOTPEHHBIM
OKVY]l: akt, cmpaBka, 3aluCKa, CBOJKAa, OT3bIB, MPOTOKOJ, CHUCOK, H3BEIICHHE U Jp.
PacriopsiiuTenbHbIE JTOKYMEHTBI OpTaHM3allMd W3JIAI0TCS CO CICAYIONIMMH Ha3BAaHUSMHU: TIPUKa3,
pacrnopsiKeHHe.


https://vip.1obraz.ru/#/document/97/383888/

HanmenoBanue BHJa M Pa3HOBUIHOCTH JOKYMEHTa HE YKa3blBaeTcs B NHCbMax. MecTo
COCTaBJICHUS WM U3JJaHUS JOKYMEHTA yKa3blBaeTcs Ha OyaHkax JokyMeHTOB LIIkoibl, 3a HCKIItOUeHuEM
6mankoB nuceM. Ha3zpanue JokyMeHTa eyaTaeTcsi HPOMUCHBIMU OYKBaMH MOJTYKUPHBIM HIPUPTOM.

JlaTa nokymMeHTa

JlaToil JOKyMeHTa sIBISeTCS Jara ero MOANUCAHUS (WM YTBEPXKICHMA); ISl JOKYMEHTa,
MPUHUMAEMOI'0 KOJIJIETHaJIbHBIM OpPraHoM (IIPOTOKOJIA), — JaTa €ro 3acefaHus (MPUHSATUS pEUIeHHs),
IUIsL aKTa — JlaTa COOBITUS, ISl TOKYMEHTA, TPEOYIOIIEeTo ero yIBEepKIACHHS, — 1aTa €ro YTBep KICHHS.

JUis  OKYMEHTOB, COCTaBJICHHBIX OJHOBPEMEHHO HECKOJbKHMHU OpraHHU3alMsIMH, JaTou
JOKYMEHTA SIBIISIECTCA JaTa IMOANMCAHMS €T0 IOCIEHEN OpraHu3auei.

Jlata moamnucaHus, yIBEp>KICHHs, COIIACOBAaHMSA JOKYMEHTa, a TakXe JaThl, COAEpKalluecs B
TEKCTE, JOJDKHBI O(GOPMIIATHCS LUGPOBBIM CIIOCOOOM. DIEMEHTHI JaThl TPUBOIATCS apaOCKUMHU
U(ppaMu B OIHY CTPOKY B IIOCIIEI0BATEILHOCTH: JI€Hb MECSIIa, MECSII, TOJI.

Hanpumep: 14.06.2018.

PeructpanmoHHbIii HOMEp JOKYMEHTA

Perucrpannonnsiii Homep — nuppoBoe Wik OyKBEHHO-IM(POBOE 0003HAYECHUE, TIPUCBAUBAEMOE
JOKYMEHTY IIPH €r0 perucTpaluy.

Peructpanus 1okymMeHTa IPOBOJUTCS MOCIIE €T0 MOANNUCAHUS WIH YTBEPKIACHHUS.

Jlisi BHYTPEHHUX JTOKYMEHTOB — NPHUKA30B, MPOTOKOJIOB — 3TO MOPSAIKOBBIA HOMEp B Ipejenax
KaJIeHAApHOrO ToAa MO0 KaXAOMY BHUAY WIM pPa3HOBUAHOCTH JOKYMEHTOB. B  mpukazax
PETUCTPALIMOHHBI ~ HOMEP  MOXET  JONOJHAThCA  OYyKBEHHBIM  MHJEKCOM, O00O3HAaYaroIuM
Pa3HOBHUIHOCTU (Hanpumep. TpUKa3 MO OCHOBHOM nearenbHOCTH oT 15.05.2018 Ne 25371; mpukas mo
augHoMmy coctaBy oT 10.01.2018 Ne 22mc, mpuka3 o6 ormyckax or 25.01.2018 Ne 420T1, mpuka3s 1o
KoMaHaupoBKam oT 25.01.2018 Ne 25k).

Jlist MICXOAIIMX TOKYMEHTOB PErMCTPALlMOHHBIA HOMEP COCTOMT:

1) u3 mopsAIKOBOTO HOMEpa B MpeAeIax MacCuBa OTIPABISIEMON KOPPECIIOHIEHIIHH;

2) uHIeKca Jie]a B COOTBETCTBUM ¢ HOMEHKIaTypoi aen Lkomsl.

PerucrpanmoHHelii HOMEpP JIOKYMEHTa, COCTAaBICHHOTO COBMECTHO JABYyMS U Oonee
OpraHu3alUsIMH, COCTOUT U3 PETUCTPALIMOHHBIX HOMEPOB JOKYMEHTOB Ka)KIOW U3 3THX OpraHU3alui,
IIPOCTABJISIEMBIX Y€pe3 KOCYIO YEPTY B MOPSIAKE YKa3aHHs aBTOPOB B JOKYMEHTE.

CcplnKa Ha perucTpallMOHHbIN HOMEp U AaTy JOKYMEHTa

Ccpiika Ha PErmCTPAMOHHBIA HOMEpP M JaTy JOKYMEHTa BKJIIOYAeT B Ce0sl PerMCTparlMOHHBIN
HOMEp M JaTy JOKYMEHTa, Ha KOTOPBIA TOJKeH ObITh JaH oTBeT. CChlIKa HA HOMEpP U JaTy JOKyMEHTa
UCIOJIb3YETCSl MPpU O(QOPMIIEHUU MHUCEM, SIBJISIIOUIMXCS OTBETAMHU Ha MOCTYMHBIIEE MHCHMO (3ampoc,
npocsOy u ap.). CBefeHUsT B PEKBU3UT MEPEHOCHTCS C MOCTYMMBILIETO JTOKYMEHTa U COOTBETCTBYIOT
pEerucTpanioHHOMY HOMEPY U J1aTe MOCTYIHUBILEr0 JOKYMEHTA.

OrpanuuuTenbHas OTMETKa JUIsl JAHHOIO PEKBU3WTA MPOCTABIsETCS B JIEBOM uyacTH OJaHKa
MUChbMa O] PEKBU3UTOM «/1aTa» U «PEruCTPALMOHHBII HOMEDP JTOKYMEHTaY.

Hanuuue naHHOrO pekBU3WTA HCKIIOYAaET HEOOXOAMMOCTh YIOMHHAHUS HOMEpa M JIaThl
MOCTYIHUBIIETO JOKYMEHTA B TEKCTE MUCbMa, YTO OCBOOOKAAET TEKCT OT CIIPaBOYHON HH(POpPMALIUK.

MecTo cocTaBieHHs WIKM U3AAHUS TOKYMEHTA

Mecto coctaBneHuss (M3gaHus) JOKyMeHTa (. OHCK) yKa3bIBaeTcsl B JIOKYMEHTaXx,
M3rOTaBIMBAEMBIX Ha OJIaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB.

Anpecar

JIOKyMEHTBI aapecyloT B OpraHbl BJIAacTH, OPraHU3ALUH, UX CTPYKTYPHBIC MOIpa3JesIeHus,
JOJPKHOCTHBIM WJIM (PU3UMUYECKUM JIULAM.

[lpu angpecoBaHMM [OKyMEHTa B OpraH BIACTH, OPraHU3alMI0 WIM €€ CTPYKTypHOe
noapasenenue (0e3 ykazaHus JOJKHOCTHOTO JIMIA) MX HAMMEHOBAHUE MUIIYT B UMEHUTEIbHOM
HaJexe.

Hanpumep:

MunHCTEpCTBO 00pa30BaHUs U HAYKH

Poccuiickoit @enepanuu

JlemapraMeHT rocy1apcTBEHHOW MOJUTHKHU B cepe
3aILUTHI IPAB eTeN



[Ipn HanpaBieHnn JOKyMEHTa JOJDKHOCTHOMY JIMITY Ha3BaHWE OPTaHU3AIMU U €€ CTPYKTYPHOTO
MOJIpa3/eNICHNs] YKa3bIBAlOT B MMEHHUTEILHOM TMaJieke, a JODKHOCTh W (daMWIMIO ajapecata — B
natenbHoM. WMHMnuanabl craBsiTess mnocje GaMUJIMH HE3aBUCUMO OT TOr0, KOMY aJpecoBaH
JOKYMEHT — JOJKHOCTHOMY JIUILY MU (PU3UYECKOMY.

Hanpumep:

MunuctepcTBO 00pa3oBaHusi DHCKOW 00IACTH
VYnpasieHue nenamu

['maBrOMY CIIELIUAIUCTY
HBanosou N.1.

I/I.HI/I Ha3BaHUC OpFaHI/I3aHI/II/I BXOOIUT B HAUMCHOBAHUEC OOJIXKHOCTH U O(i)OpMJISICTC;I B JAaTCJIIBHOM
majgexe

PexTopy nncturyra
NBanosoii ..

[Ipu anmpecoBaHMM JOKyMEHTa B HECKOJIBKO OJHOPOIHBIX OpPraHU3alMidi WX HAa3BaHUS CIETyeT
yKa3bIBaTh 000OIIICHHO.
Hanpumep:

PykoBoautensaM 00pa3oBaTenbHbIX
opranusanuii oouero odpazoBaHus,
PYKOBOIUTENSIM — MPEANPHUIATUH U
opranusanuii Munodpuayku Poccun

JlonmyckaeTcsi LIEHTpUPOBATh KaXAYI CTPOKY PEKBU3HTa «AIpecar» MO OTHOUICHHIO K CaMOU
JJIMHHOW CTPOKE.
Hanpumep:

3aMEeCTHUTENIO TUPEKTOpA
no ydebHOM  pabore
MBOY IHlkoma Ne 1
Uyiikunout .M.

B cocrtaB pekBu3uTa MOXKET BXOIUTH IIOYTOBBIM ajpec. DJIEMEHThl MOYTOBOIO ajpeca
YKa3bIBAIOTCS B IOCIEN0BATEIbHOCTH, YCTAaHOBIECHHON lIpaBriiaMu oka3aHus ycCiIyr IIOYTOBOH CBS3H.
IIpu anpecoBaHny NMUCbMa B OPraHU3ALMIO YKa3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM ITOYTOBBIN aJpec.
Hanpumep:

Penaxiusa KypHasia
«YTpaBlIeHHE HAYAJIbHOM LIKOJION»
MockoBckuii  mpocn., A. 6,

r. 9Hck, 101856

Anpec HEe MPOCTABIACTCS HA JOKYMEHTAX, HAMPABISIEMbIX B MIPABUTEIBCTBEHHBIC YUPEIKIACHUS U
MOCTOSIHHBIM ~KOPPECHOHJEHTaM, B J3TUX CIIy4asX MOIYT IPUMEHSAThCS KOHBEPTHl C 3apaHee
Hare4YaTaHHBIMH aJIPECAMHU.

[Ipu angpecoBanuu JOKyMeHTa (U3MUECKOMY JHIly HEOOXOAMMO YyKa3biBaTh (HaMUIIHIO,
WHUIMAIIBI, 3aT€M [TOYTOBBIN ajpec.

Hanpumep:

NBanosy N.1.
UYepubimesckas yi., 1.100, xs. 100,
r. DHCK, DHcKas o0jacTh, 101856



JIOKyMEHT He JOJDKEH cojep:kaTh Ooyiee YeThIpeX aapecaToB, KaKIbIH JK3EMIUIIP TaKOro
JIOKyMeHTa JA0JKeH ObITh moanucad. CinoBo «Komus» mepea BTOPBIM, TPETHUM, YETBEPTHIM aJpecaTaMu
HE YKa3bIBAIOT.

ITpu HanpaBieHnu AOKyMeHTa 0ojiee YeM B YEThIpE aJlpeca COCTaBIIAETCS CIMCOK Ha PACChUIKY, a
Ha Ka)/10M JIOKYMEHTE IIPOCTaBIISETCS TOJIBKO OJIUH aApec.

I'pud yrBepkneHus JoKyMeHTa

VYTBepKIEHHE TOKYMEHTa MPOU3BOJUTCS MPOCTABICHUEM TpH(a YTBEpKICHUS WIN U3JaHHEM
PaCIOPSIIUTEILHOTO JTOKYMEHTa (B TE€X CIydasx, Korja TPeOYIOTCS JTOMOJHUTEIbHBIC TIPEANUCAHUS 1
pa3bsACHEHUS).

JIOKYMEHTBI YTBEPKAAIOTCA TUPEKTOPOM IIKOJbI, BBILIECTOSIIUMH WIA MEKBEIOMCTBEHHBIMU
opraHamu, opraHuzalusiMu, B KOMIICTCHIUIO KOTOPBIX BXOAUT PCIICHHUE BOIIPOCOB, H3JIOKCHHLIX B
YTBEPKIAEMbIX JOKYMEHTaX.

[lonoxenus, npaBuia, MOPSAKHY, JOJKHOCTHBIE HHCTPYKLUN, UHCTPYKIIMHU, PACIIUCAHUS 3aHATUN
YPOKOB, BHEYPOUHOM IEATEIBbHOCTH, JOMOJIHUTEIBHOrO 00pa3oBaHUs M Ap. MOAJEKAT YTBEPKICHHIO
JTUPEKTOPOM IIKOJIBI U TPUOOPETAIOT IOPUIUUECKYIO CHITY TOJIBKO C MOMEHTA UX YTBEPKICHUSI.

I'pud yrBepxkIeHUS OMEIAeTCs B IPABOM BEPXHEM YIUIy NIEPBOIO JIUCTA TOKYMEHTa, COCTOUT U3
cioBa YTBEPXIAIO (6e3 kaBbluek), MOJHOTO HAWMEHOBAaHUS JOJDKHOCTH JIMIA, YTBEPIKIAIOIIETO
JOKYMEHT, €ro JMYHON MOANHNCH, €€ paci(POBKH (MHULMAJIOB, (DAMUIINN) U AAThl YTBEPKIACHHS.

Hanpumep: YTBEPXIAIO
Hupextop MBOY IlIkosa Ne 3
noxnuck .M. Banosa

Homyckaetcst B pekBusute «['pud yTBepKaeHuss TOKyMEHTa» IHEHTPUPOBATH 3JIEMEHTHI OTHOCUTEIHHO
CaMOM JIJTMHHOU CTPOKH.
Hanpumep:

YTBEPXIAIO
Hupexrop MBOYVY IIkona Ne 3

noamuck .M. MIBanoBa
15.06.2018

[Ipu yTBEpKAEHNN TOKYMEHTA HECKOJIBKUMH JOJKHOCTHBIMM JIMIIAMHU UX MOAMUCH PacloJiararoT
Ha OJJHOM YpOBHE.

[Ipn yTBepXIeHWHM TOKYMEHTa IOCTAHOBJIECHHUEM, PEIICHUEM, NPHKA30M, MPOTOKOJIOM Tpud
yrBepxaeHus coctout u3 cioa YTBEPXJIEH (-A, -O, -bl), HauMeHOBaHUS YTBEPKIAIOLIETO
JIOKYMEHTa B TBOPUTEIBHOM MaJEeXke, €ro 1aThl, HOMEpa.

Hanpumep:
YTBEPXIEH
IIpOTOKOIOM METOAUYECKOIO COBETA
15.06.2018 Ne 32
WIH
YTBEPXIEHO
npukazomM MBOY Illkona Ne 3

15.06.2018 Ne 32

Cnosa YTBEPXX/IEHO u YTBEPX/IEH B npuiioskeHHsAX COIIacyroTcsl B poJie U YHUCIIE C BUAOM
yTBepkaemoro qokymenra: nojgoxenue — Y TBEPXKJIEHO, nporpamma — YTBEPXKJIEHA.

BHocuth kakue-nmn00 M3MEHEHUs W 100aBJIeHUs B MOANUCAHHBIC (YTBEP’KIACHHBIE) TOKYMEHTHI
0e3 pa3peleHus JIMLA, OANUCABILET0 JOKYMEHT, HE JOMyCKaeTCsl.

OTBETCTBEHHOCTH 3a KaYECTBO MOJIOTOBKU JIOKYMEHTOB U JOCTOBEPHOCTb COJIEPIKAIUXCS B HUX
JAHHBIX BO3JIaraeTcs Ha JIMLA, IOArOTOBUBIINE, 3aBU3HPOBABLINE U MOANNCABIINE TOKYMEHTHI.



3aroyIoBOK K TEKCTY

3aroloBOK K TEKCTY BKJIOYaeT B ceO0sl KpaTKoe cojepXaHHe JAOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3aroioBok (opmynupyercs ¢ npemiorom «O» («O06») 1 oTBEYaeT Ha BOMPOC «O
qem?»:

— puKa3 (0 uem?) 0 Co3JaHuU aTTECTAIlMOHHON KOMUCCHH;
— npuka3 (0 uem?) 00 yTBEp)KJI€HUH ILITATHOTO PAaCIIUCAHMUS;
— muchMO (0 4em?) O PeIOCTaBICHUN HHPOPMAIIUH.

3aroloBOK COCTaBJISIE€T HCIOJHUTENb JOKYMEHTa. 3arojoBOK K TEKCTy odopMiseTcss MoJ
PEKBU3UTAMHU OJIaHKA CJIeBa, OT TPAHUIIBI JIEBOTO MOJIs. ECIIM TEKCT TOKyMEHTa HE MPEBBIIIAET YEThIPEX -
AT CTPOK Wi ohopmiteH Ha Onanke popmaTta AS, 3aro10BOK MOYKHO HE YKa3bIBaTh.
3aroIoBOK JOKYMEHTa 3aIllUChIBAETCS MPU €r0 PETUCTPALMK B COOTBETCTBYIOIIME PErMCTPALlMOHHBIE
($hopMBI: KapTOUKY, 0a3y JaHHBIX.

TekcT noKymeHTa

TekcT MTOKyMEHTa COCTaBIIETCS HAa PYCCKOM SI3bIKE€ KaK TOCYJapCTBEHHOM si3bike Poccuiickoit
@enepanun. TekcT JOKyMEHTa M3J1araeTcsi pyCCKUM JIMTEPATYPHBIM SI3bIKOM C Y4€TOM OCOOCHHOCTEH
o(uImaNIBHO-AEI0BOTO CTHJIS, BU/AA JJOKYMEHTAa M €ro Ha3HaueHUs B YNPaBIECHYECKOH AESTEIbHOCTH.

ConeprkaHue JOKYMEHTA JIOJKHO OBITh U3JI0)KEHO KPATKO, JIOTHYHO, TOYHO U SICHO.

TexcThl JOKyMEHTOB U3/1aratoTcs:
oT 1-ro 1A eMHCTBEHHOIO YKCIIa B JOKYMEHTAaX (TpUKa3, paclopsKeHHUe U T. 11.) aupekTtopa I1lkounsl,
NEUCTBYIOLIETO Ha NPHUHLHMIAX €IMHOHAYalus, a TaKXKe JOKYMEHTaX, aJpECOBaHHBIX PYKOBOICTBY
OpraHM3alMK: MPHUKA3bIBAIO... NMOATOTOBUTh M TPEACTABUTH HAa PAaCCMOTPEHUE; MPOIIY PacCMOTPETH
BONpPOC 00 YCTAHOBJIEHUH JIBIOTHBIX TapuU(OB...;
3-T0 JUIla €JMHCTBEHHOTO YMCIIa B JOKYMEHTaX KOJUIETHAIBHBIX OpPraHOB: KOMUCCHS pemmia...; [llkoma
HE CUATAET BO3MOKHBIM...;
1-ro numa MHOKECTBEHHOIO 4YKCIa B COBMECTHBIX JIOKYMEHTax: MPOCHUM MPEACTaBUTH JAHHBIE O...;
IIPEJICTABIISIEM Ha PpACCMOTPEHUE U YTBEPKIECHHUE...;
3-T0 JTUIa MHOYKECTBEHHOTO YHCIIa B MTPOTOKOJIAX: CITYIIAJIH, BBICTYITHAIH, TTOCTAHOBWIIH, PEIIIHIIH.

B nokymeHTax, ycTaHaBIMBAIOLIIMX MpaBa W OOSI3aHHOCTH OpraHU3alUM, €€ CTPYKTYPHBIX
nojipasesicHnid (TIOJI0KEHUE, WHCTPYKIUS), a TakKKe COJEpKalIiNX OIHMCaHWE, ONEHKY (DaKTOB WU
BBIBOZIBI (AKT, CIIpaBKa), MCIOJb3yeTCs (opMa H3JIOKEHHUS TEKCTa OT TPEThEro JIMLA €IUHCTBEHHOIO
WIA MHOXXECTBEHHOTO YHCIA («OTHEN OCYIIECTBIISICT (DYHKIMH», «B COCTaB OOBEIUHEHHS BXOIATY,
«KOMHCCHSI YyCTAaHOBUIIAN).

B Tekcre nokymeHTa, MOATOTOBIEHHOI'O Ha OCHOBAHMM 3aKOHOJATEIbHBIX, HHBIX HOPMAaTHUBHBIX
IIPABOBBIX AKTOB, U3JAHHBIX OpraHaMH BJIACTH U YIPaBJICHUS, JOKYMEHTOB, paHEE U3JIaHHBIX OPraHOM
BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBae€TCs HaUMEHOBAaHUE BUJA JIOKYMEHTA, HAUMEHOBAHHME OpraHa,
M3JIaBLIETO TOKYMEHT, 1aTa IPUHATHS WU YTBEPKIAECHUSA JOKYMEHTA, €0 PETUCTPALMOHHBIN HOMED, a
TaK)K€ 3aroJIOBOK K TEKCTY WJIM HAaUMEHOBAHME BUJIA TOKYMEHTA, Hanpumep:

«B cootBercTBUM ¢ noctanosineHueM IlpasutensctBa ot 13.08.1997 Ne 1009 «OO6 yTBepKaeHUU
[IpaBui1 HOATOTOBKM HOPMATUBHBIX MPABOBBIX aKTOB (peepaIbHbIX OPraHOB UCIIOIHUTEIBLHON BIACTH U
UX FOCYIapCTBEHHOU PETUCTPALINY;

«B coorBerctBun ¢ [lonokeHHeM O TIOCTOSHHO JCHCTBYIOIIEH 3KCIEPTHOM KOMMCCUHU
YUpEXKJEHUS, OpraHu3alluy, NPEANpUsiTUs, YTBEpKIEHHbIM npukazoMm Pocapxusa ot 19.01.1995 Ne
2..0.

Ecan TekcT COmEp:KUT HECKOIBKO IOPYYEHMM, PELICHUH, BBIBOJOB, B TEKCTE BBIICISIOTCSA
paszenbl, OAPa3Aebl, ITyHKTHI, IOITYHKTBI.

B TekcT 1oKyMeHTa MOT'yT BKJIIOYAThCsl (pparMeHThl, 0pOpPMIICHHBIE B BUJIE TAOIUIIBI MM AHKETHI.

CrpaHulpl TEKCTa HyMEpPYIOTCs apaOCKUMU LH(paMy OCEpEeIUHE BEPXHETO MOJIS.

B nmcbMax ucnomb3yroT cieayronie GopMbl U3T0KEHHS:
— OT MEPBOrO JIMLA MHOKECTBEHHOI'O YUCIIa («IIPOCUM HANPaBUThY», «HAIIPABIISIEM HA PACCMOTPEHUE);
— MEPBOTO JIMIIA €AMHCTBEHHOTO YHCIa («CYUTAI0 HEOOXOIUMBIMY, IIPOIILY BBIACIUTH);
— TpeThero juia eauHcTBeHHOro uncia («OO He Bo3pakaeT», «OO cunTaeT BO3MOKHBIMY).

OTmeTKa O IPUIIOKEHUHN



Ecnu moxyMeHT nMeeT MPHUIOKEHHUs, Ha3BaHHBIE B TEKCTE, TO OTMETKAa O HUX odopmisercs 1o
cnenytomiei popme:

IIpunosxenue: Ha 10 1. B 3 3K3.

Ecnu npunokeHus B TeKCTE He Ha3BaHbl, TO HEOOXOAMMO NEPEUNCIUTD UX Ha3BaHUs, KOJTUYECTBO
JIMCTOB U 3K3EMILISIPOB KaXKIOTO.

[Ipy HaMMYKUKM HECKOJIBKUX MPUIOKEHUN OHU HYMEPYIOTCS:

[Ipunoxenus: 1. lltaTHOe pacnucanue... Ha 4 1. B 3 3K3.
2. CmeTa pacxo/ioB... Ha 4 1. B 3 DK3.

Ecnu npunoskeHus: COpOIIIOPOBAHBI, KOJIMYECTBO JIUCTOB HE YKa3bIBACTCSI.

Ecnu x 1oxkyMeHTy mpuiaraercss Ipyrodl JOKYMEHT, TaK)Ke MMEIOIUI MPUII0KEHUE, OTMETKY O
HATMYUU TPUIOKEHUS O(DOPMIISIOT CISIYIOIIHM 00pa3oM:

[Tpunoxenue: muceMmo PocapxuBa ot 05.06.2003 Ne 02-6/172 u npunokeHue K Hemy, BCero Ha 3
hi

Ecnu mpunoxxeHnem sBisieTcsi 000COOJICHHBIM AJIEKTPOHHBIH HOCHUTENh (KOMMAKT-TUCK, Usb-
(bIem-HaKOMUTeNh U Jp.), OTMETKY O HAIWMYUH MPHIOKEHHUS 0QOPMIISIOT CICIYIOIIHM 00pa3oM:

[Tpunoxenue: CD B 1 3k3.

I[Ipu >TOM Ha BKIaabIIe (KOHBEPTE), B KOTOPBIA TOMEIIACTCS HOCHUTENb, YKAa3bIBAIOTCS
HAaUMEHOBAHMSI IOKYMEHTOB, 3alIICAHHBIX Ha HOCUTEJh, UMEHa (haitjIoB.

[TpunosxeHus: TOKHBI 0QOPMIISATHCS HA CTAHMAPTHBIX JUCTaX M UMETh BCE HEOOXOIUMBIC IS
JOKYMEHTOB PpEKBH3UTHl (HAMMEHOBAaHWE, 3arojoOBOK, MOJMUCH PYKOBOAUTENEH MOApa3/eieHuH,
OTBETCTBEHHBIX 32 UX COJICPKAHKE, OTMETKY O COTJIACOBAHUU U T. II.).

Ha npunosxxenun k pacropsauTeIbHOMY JOKYMEHTY B IPAaBOM BEPXHEM YTy CTABUTCS OTMETKA C
YKa3aHHEM Ha3BaHUsI PACTIOPSIUTEILHOTO TOKYMEHTA, €T0 IaThl U PETUCTPAIIMOHHOTO HOMEpa.

Hanpumep:
[Tpunoxxenne Ne 2
k npukazy MBOYVY Illkona Ne 3
or 15.06.2018 Ne 11
HaumenoBanue BHaa [NOKyMEHTa — MPWIOKEHHs (IIEpBOE CIIOBO 3arojloBKa MMPHIIOKEHNUS)

BbIJIEJISIETCS MPONUCHBIMU OykBamH, oy xupHbIM mpudrom (ITOJIOXKXEHUE, ITEPEYEHD, CITMCOK
UT. I.).

Honyckaercst BelpakeHue «[IPUJIOXXKEHHME Ne» neuatarh NponmuUCHBIMM OYyKBaMH, a TaKke
LEHTPUPOBATh 3TO BbIpAXKCHHE, HAMMEHOBAaHUE JOKYMEHTAa, €ro JaTy U PEerucTpalyoHHBbIM HoMep
OTHOCHUTEJIBHO CaMOH JIJIMHHOW CTPOKH.

Hanpumep: [MPUJIOXXEHUE Ne 2

K npukazy MBbOY lkomna Ne 3
ot1 05.06.2018 Ne 145

['pud cornmacoBanus fokymeHTa

Buemnee cornacoBanue oQpopmIIsieTcss COOTBETCTBYIOIIUM TPHQOM.

I'pud cornacoanusi cocroutr u3 cioa COI'JIACOBAHO (6e3 kaBbIUeK), TOJDKHOCTH JIMIIA,
KOTOPBIM COTJIacOBaH JOKYMEHT (BKJIIOYasi HaMMEHOBAaHUE OpPraHMU3allMU), €ro COOCTBEHHOPYYHOU
MOJINKCH, HHUIIUAJIOB, (DaMUJINU, JAaThl COTIACOBAHUS.

Hanpumep:

COI''TACOBAHO
3amecTUTeh HAYATbHUKA YIIPABICHUS
oOpa3oBaHus DHCKOM 00acTH

ITOATIUCH A.N. Ilerpos
11.07.2018




Ecnu cornacoBanue nmpoBOIUTCS C KOJJIETHAIbHBIM OPraHOM WIJIM MTOCPEACTBOM MUCHMa, TO TPUP
coryiacoBaHusi 0pOPMIISIETCS CIETYIOINUM 00pazoM:
Hanpumep:

COI'JTACOBAHO
IlemarormueckumM COBETOM
MBOY IlIkomna Ne 3
(mpotoxoit ot 29.03.2018 Ne 1)

I'pudsl cormacoBaHus MOTYT paclojiaraThCsi Ha OTAEIBHOM JIUCTE€ COIJIACOBAaHUS, €CIU
COJIep’)KaHHE JOKYMEHTA 3aTparMBacT MHTEPEChl HECKOJIbKUX opranusanuil. Ha gokymenTe nemaercs
OTMETKa «JIMUCT corylacoBaHus PUIAraeTCs.

BHemHee coriiacoBaHuMe B 3aBUCUMOCTH OT COJAEp)KaHHUSA JOKYMEHTa OCYILECTBISETCS B
CIEeayIoIIEeN 04epeTHOCTH:

—CO CTOPOHHHUMH OpraHM3alMsMH, KOTJa OHH BBICTYHNAIOT O00s3aTeNIbHOW  CTOPOHOH B
IIPABOOTHOLICHMSX, BO3HUKAIOIIMX BCJIEICTBAE W3JaHUS JOKYMEHTA, WM KOTJa COJEp:KaHHe
JIOKYMEHTA 3aTparuBaeT X HHTEPECHI;

— OOILECTBEHHBIMHM OpPraHU3alMsIMU — B ClIydasiX HEOOXOJUMOCTH WM B CIIy4asiX, IPEeIyCMOTPEHHBIX
MIOJIOKEHUSAMHU 00 3TUX OPTaHU3AIUIX;

— OpraHamH, OCYILIECTBISIOIIMMU TOCYAAPCTBEHHBbIM Ha/JBEJOMCTBEHHbI KOHTpPOJb (Haa30p) B
OTIpe/ieNIEHHONW 00J1aCTH (9KOJIOTMUYECKUM, TOKAPHBIN U T. I1.);

— BBIIIECTOAIMMY OPraHM3allMsAMM — B CIydYasX, KOTJa 3aKOHOIATEIBCTBOM IIPELyCMaTpHUBACTCS
BO3MOKHOCTb COBEPILECHHS YIIPABICHYECKUX JIEUCTBUHI TOJIBKO C pa3pelIeHUs ’TUX OPraHU3aLUN.

Bu3sa cormacoBaHus TOKyMeHTa

Bussl cornacoBaHMsl JIOKyMEHTa — PEKBU3MT JOKYMEHTA, YyKa3blBalOIIMM Ha cCOIJIacue WIH
Hecoryiacue AoJKHOCTHOro sinna IlIkomsl ¢ conepkaHreM NpoeKkTa JOKyMEHTa (Jjajiee — BU3a).

Bu3za BxirodaeT JOKHOCTDH JIMIIA, BU3UPYIOUIETO JTOKYMEHT, MOJIUCH, paciin(poBKYy MOJIIMUCU
(vHMLIMATBL, AMUIIHIO) U AATy BU3UPOBAHHUS.

Hanpumep:
3amecTuTeNh TUPEKTOpa MO BOCTIUTATEIBHON paboTe
JInynag moamnuch .. IBanoBa
10.10.2018

Odopmiennass TakuM 00pa3oM BU3a O3HAYAET COTJIACHE JIOJDKHOCTHOTO JIMIIA C COJCpKaHUEM
JOKYMEHTA.
[Tpu HanmMunu 3amMedaHuil O JOKYMEHTY BU3Y O(DOPMIISIIOT CIEAYIOMUM 00pa3oMm:

3ameuaHus NpUIararTcs
3aMecTHTeIbh JUPEKTOpa 110 BOCIUTATENBHON paboTe

JInynag noamnuch .. IBanoBa

10.10.2018

JIOKyMEHT BU3HpYETCS HCIIOJHUTEIIEM U 3aUHTEPECOBAHHBIMH B JIOKYMEHTE JOJIKHOCTHBIMU
JULAMHU, TUPEKTOPOM HIKOJBIL.

3ameuaHusi JOJDKHBI ObITh TNPEJCTABICHbl HAa OTAEJIBHOM JIUCTE, KOTOPBIM IOAMMCHIBAIOT,
JATUPYIOT U MPUJIATratoT K JOKYMEHTY.

Ha nokymenTe, mojyinHHUK KoToporo ocraercs B llIkoine, BU3bI MIPOCTABISIIOT B HUKHEH 4acTu
00OpPOTHOW CTOPOHBI MOCJIETHETO JIMCTA MOAJTMHHNKA JOKYMEHTA.

Ha nokxymeHTe, NMOJIMHHHMK KOTOPOTO OTIPABISIOT W3 OpraHU3allid, BHU3bl MPOCTABISIOT B
HWKHEW 4acTH JIMIIEBOM CTOPOHBI BTOPOT'O 3K3EMIUISIPA OTIIPABIISIEMOrO JOKYMEHTA.



Bo3smoxxHo odopmieHne BH3 JOKyMEHTa Ha OTIEIBHOM JIMCTE coriacoBaHus. JlomyckaeTcs
MOJINCTHOE BU3MPOBAHHUE IOKYMEHTA M €T0 MPUIOKCHHS.

Ecnu B mpornecce BU3HPOBaHUS B MPOEKT JOKYMEHTAa BHOCSITCSI CYIIECTBEHHBIC W3MEHEHHS, OH
MOJIJICKUT TOBTOPHOMY BH3UpOBaHuio. [loBTOpHOE BU3MpOBaHKEe HE TpeOyeTcs, eclid pHU JopabOoTKe B
MPOEKT JOKYMEHTAa BHECEHBI yTOUHEHUSI, HE MEHSIIOIIHNE €ro CyTH.

Ionmuce

JokymenTsl, Hampasisemble LKool B BBIMIECTOSINKME OPTaHbl YIPABICHHS, MOAMHCHIBAIOTCS
nupektopoM IlIkoiel, ero 3amecTuTeNeM MO MOpYy4YeHHIO aupekropa [IIKoibl 0 COOTBETCTBYIOIIMM
HATPABIICHUSIM.

B cocraB pexBusuta «llognmuce» BXOIAT: HAaMMEHOBAaHWE JOKHOCTH JIHIA, MOJMKCABIIETO
JOKYMEHT (TOJTHOE, C YKa3aHWeM Ha3BaHWs OpPTaHU3AINU, €CIIM JOKYMEHT 0GOpMIIeH HEe Ha OJIaHKe, U
COKpaIlIeHHOe — Ha JOKyMEeHTe, opopMIEHHOM Ha OJIaHKE); JTMYHAs TIOJIUCH; pacuu(poBKa MOIMUCH
(MHULIAATBL, (aMUITHS).

Hanpumep:

3amecTuTenb  JUPEKTOpa JINYHAs NOATNCH N.N. MBaHoBa
0 BOCIIUTATENbHOM paboTe

B noxymMeHTax, moJroTOBJIEHHBIX KOMUCCHUEH, YKAa3bIBAIOTCS HE IOJKHOCTH MOAMKUCABIINX JIUII, a
UX 00513aHHOCTH B COCTaBE KOMHUCCHH.
Hanpumep:

npeacenareiib KOMUCCHU JIMYHas 1nmoAgnuchb N.0. ®amunus
YJIC€HbBI KOMHUCCHUH JIM4YHas 1nmoAgnuchb N.0. ®amunus

JIMYHAas IOIAMNHUCH N.0. ®amunusa

[Tpu noanucannm 1OKyMEHTa HECKOJIBKUMHU JOHKHOCTHBIMU JIMIIAMH MX MOAIUCH PacoiaraioT
OJIHY MO/ IPYTOH B MOCJIEI0BATEIHHOCTH, COOTBETCTBYIOIIEH 3aHUMAaeMOM JTOJKHOCTH.
Hanpumep:

Hupexrop JIMYHAas MOAINUCH N.0O. ®amunus

3aMecTHTEIb AUPCKTOpa JIUYHas 1nmoAnuchb N.0. Gamunus

HpI/I moANMMCaHuU AOOKYMCHTAa HCCKOJBKHMMH JIMOAMU PaBHBIX )IOJ'DKHOCTGI\/'I, ux TIOoAIINCH
pacnojiaratoT Ha OAHOM YPOBHC.

Hanpumep:
3aMecTUTENb JUpEKTOpA o 3aMecTUTENb JIIAPEKTOPA o
aIMUHUCTPATUBHO-XO3SIICTBEHHOM y4eOHO-BOCTTUTATEIHLHOM padboTe
pabote
JIMYHAas IOJAMNUCH N.0. ®amunusa JIMYHAas IMOAMNUCH N.0. ®amunusa

Ecnu nomxkHOCTHOE K10, MOANNCH KOTOPOTO 3ar0TOBJIEHA HA MPOEKTE IOKYMEHTa, OTCYTCTBYET,
TO JIOKYMEHT JIOJDKEH TOANMCHIBATHCS JIMIIOM, MCIOMHSIOMIMM €ro O0OsS3aHHOCTH, WM €ro
3aMECTUTEJIEM.

He nonyckaercs nmoanucanue JOKYMEHTOB C IPEAJIOTOM «3a» WM IPOCTaBIEHUE KOCOW UEPThI
nepe HAMMEHOBAHUEM JIOJIKHOCTH.

OtMeTKa 00 2JIEKTPOHHOM NOANKMCH

OtmeTka 00 AJIEKTPOHHOM MOAMKMCH BKJIOYaeT: (pasy «J{OKyMEHT MOANUCaH 3JICKTPOHHOU
MOJITMCHIO», HOMEP cepTH(]UKaTa KIroua 3JIEKTPOHHOHN MOAMUCH, (PaMUIINIO, UM, OTYECTBO BIaIeibla
ceptuduKaTa u Cpok aeicTBUs cepTuduKaTa Kiroda 3JIeKTPOHHON MOMUCH.

Hanpumep:



AOKYMEHT [NOoAIMMCAH
OJIEKTPOHHOMU ITOAIIMCBIO

Cepruduxar lal11aaa0000000011
Bnanenen MBanosa AnHa IleTpoBHa
Henicteurenen ¢ 01.12.2012 mo 01.12.2018

OtmeTka 00 DOJEKTPOHHOW TOMNMUCH JOJKHA COOTBETCTBOBATH MECTY pa3MeIlIeHUs
COOCTBEHHOPYYHOM MOJAMKCH B aHAJIOTUYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHTEIE. DJIEMEHTHl OTMETKH
JOJKHBI OBITh BUJUMBIMH M YUTAEMBIMH U HE JIOJDKHBI MEPEKPHIBATH AJIEMEHTHI TEKCTa JOKYMEHTa U
JPYrUe OTMETKHU 00 3JIEKTPOHHOW MOAMHCH (IIPU HATHYUHN).

IleuaTn

OTTHUCK TmTedYaTH 3aBepseT NOJJIMHHOCTh TOJMUCH JOHKHOCTHOTO JIMIIAa Ha JOKYMEHTax,
YIOCTOBEPSIONINX TpaBa UL, (PUKCUPYIOMUX (PaKThl, CBsI3aHHbIC ¢ (DMHAHCOBBIMU CPEACTBAMH, a
TaKke Ha WHBIX JOKYMEHTax, MPEeAyCMaTPUBAIOIIMX 3aBEPEHUE TMOTMHHOM MOMMUCH. J[OKyMEHTHI
3aBepArOT nevatbio [IKomsl.

[lewaTr mpocrtaBisgeTcss Ha CBOOOAHOM OT TEKCTa MECTE, HE 3aXBaThlBas JWYHOW ITOIIUCH
JOJDKHOCTHOTO JIMIIA.

OTMeTKa 00 MCIIOJIHUTEJIE

OtmeTka 00 MCTIOTHHUTENE BKIIFOYAET B ceOs (haMWIIHIO, MMSI, OTYECTBO MCIIOJTHUTENS JJOKYMEHTA,
HOMED ero TenedoHa.

OTMeTKy 00 UCITOJIHUTEIE PACTIOaraloT Ha JIMIEBON WM 00OPOTHOM CTOPOHE IMOCIIETHETO JINCTa
JIOKYMEHTA B JICBOM HIDKHEM YTITy.

Hanpumep:

HBanoBa Muna MiBanoBHa
8 (495) 994-94-94

OTMeTKa 0 3aBepeHHH KONIMHU

Komuu ¢ 10oKyMEHTOB BBIJIAIOTCS C pa3pelICHHs] PYKOBOJIUTEIEH CTPYKTYPHBIX MOAPA3IACICHUN U
TOJIBKO C T€X JOKYMEHTOB, KOTOpble ObLTM u3naHbl B IlIkone u KOTOpbIE KacaloTcsi CIy:KeOHOMH
NEeSATETLHOCTH TaHHOTO CTPYKTYPHOTO TIOAPA3/ICIICHHUS.

[Ipu BBIDAYe KOMHMU TOKYMEHT BOCIPOW3BOAUTCS MONHOCTHIO (Omank Ilkombl, HOMep, aara,
COJIep)KaHue U T. 1I.).

B npaBoMm BepxHeM yriy konuu nuiercs cyioBo «Komusiy. [Ipu Beinaue Konuu ¢ KOMUU CIEAyeT
nucath «Komnus ¢ konum».

Ecnu komust ayisi BHYTpEHHErO MOJIb30BAaHUSA, TO JJIsl 3aBepeHusi Hibke pekBusuTa «lloamuch»
MIPOCTABIISIIOT 3aBEPUTEIIBHYIO HAAMKUCH: «BepHOY»; MOIKHOCTH JIMIIA, 3aBEPSAIONICTO KOIHUIO; JTHYHYIO
MOJMKUCH; paciu(POBKY MOANUCH (MHULIMATBI, (PaMUIIHIO); ATy 3aBEPEHUSI.

Hanpumep:

BepHao
Cekperaps/CrenuaimcT 1o Kajapam

JInyHasg moamnuch B.B. lBanosa

10.10.2018

Ecam xomwmst BbIIaeTCsl Uil TPENICTABICHUS B JAPYTYI0 OpraHU3aIfio, TO OTMETKAa O 3aBEpEeHHUH
KOIUU JIOTIOJHSETCS HAIIUCHIO O MECTE XpaHEHHsI IOKyMEHTa, C KOTOPOTO ObLIa U3rOTOBJICHA KOS, U
3aBEPAETCS MeYaThI0 OpraHUu3aIiy.

Hanpumep:

[Tognmuuuuk nokymenta Haxonurcs B MBOY IlIkona Ne 3 B gene Ne 12-k 3a 2013 roa.

Jiist mpocTaBieHUs OTMETKH O 3aBEPEHUU KOIMUU MOXKET HUCIOJIB30BaThCS IITaMII.
OTMeTKa 0 MOCTYNJIEHUH IOKYMEHTAa



CopepxHUT JaTy NMOCTYIUIEHMSI JTOKYMEHTA, a TAaK)K€ €ro BXOJSAIIUN pErMCTPAallMOHHBIN HOMEP.
[Ipu HEoOXOaUMOCTH B OTMETKE MOKHO YKa3aTh BpeMs MOCTYIUIEHHMsI B 4acaX M MHUHyTax U croco0
JIOCTaBKH JOKYMEHTA.

OTtMeTKy 0 mocTymiueHun NokyMmeHTa B IlIkosy mpocTaBisioT B BHIE IITaMIla WIA OT PYKH B
HIDKHEH YacTH JIMLEBOW CTOPOHBI IIEPBOTO JIMCTA TOKYMEHTA WM Ha ero o0opoTe.

Hanpumep:
MBOY IlIxoma Ne 3
11.10.2018 Ne 23
13 ¥y 40 mun
Pe3oronus

B cocraB pe3omonuy JOMKHBI BXOAWTH CIEAYIOIIME JJIEMEHTHI: (aMUJIUs, WHUIUAIBI
UCTIONHUTENS (MCIIONIHUTENCH), colepkaHue mopydeHus. [Ipm HEoOXOIUMOCTH — CPOK HCIIOTHEHUS,
MOJIKUCH JIMIIA, BEIHECILIETO PE30JIOIUIO, 1aTa PE3OIOLUH.

Hanpumep:

Cmupnosoii 1.0.

[Ipomy TOATOTOBUTH TMPOEKT
noroopa ¢ OO0 «/lom mebemm»
k 22.06.2018

JIngyHasg noanuch

10.10.2018

[Ipy Hanuuuu B PE30OTIOUMH HECKOJIBKUX HCIOMHUTENIEH YKa3bIBA€TCA OTBETCTBEHHBIM
UCIIOTHUTEID (KaK MPaBUIIo, 3TO JUI0, HA3BAHHOE B PE30JIOIUU TIEPBHIM).

Ha nokymeHTax, HE TpeOYIONIUX JOIMOJHUTEIBHBIX YKa3aHWA 10 HCIIOJHCHUI0O W WMEIOIIIX
TUTIOBBIE CPOKH HCIIOJTHEHHS, B PE30JIOIUN yKa3bIBACTCS] UCTIOIHUTENb, TOAMUCH aBTOpPA PE3OIOLINH,
naTa.

Pe3omronusi, kak MmpaBWIO, MUIIETCS OT PYKU PYKOBOJIWTENEM Ha TMOAJMHHUKE TOKyMEHTa Ha
CBOOOJIHOM OT TEKCTa MECTE.

OTMeTKa 0 KOHTpOJIE

OtMmeTKa 0 KOHTpoJIe 0003HAYAET, YTO JOKYMEHT MOCTAaBJICH Ha KOHTPOJb. OTMETKY O KOHTpPOJIE
3a UCIIOJIHEHUEM TOKyMEHTa 0003HavaroT mraMnoM «KOHTpoIb» Ha BEpXHEM I10JIe JOKYMEHTA.

KoHnTpomto moiexar Bce 3aperucTpupoBaHHBIC TOKYMEHTHI, TPEOYIOIINE UCTIOTHEHUS.

Cpoku UCTIOTHEHHs JOKYMEHTa YCTaHABIUBAIOTCA B COOTBETCTBUH CO CPOKAMU, 0003HAYCHHBIMU
3aKOHO/IaTeIbCTBOM, OpTAaHHW3AIlMEl, HAMPABHUBIICH MOPYYCHHE WM MPOCHOY, PaCIOpsAIUTEILHBIM
JOKYMEHTOM WJI PE30JIOLUEN TUPEKTOPA IIKOJBI.

Cpox mpocTtaBisieTcst B (hOpMe 1aThl 3aBEPIICHUS NCTIOTHCHHS.

OTMeTKa 0 HANIPABJICHUM TOKYMEHTA B 1€JI0

OtmeTka 00 MCITOJTHEHUH JTOKYMEHTa W HANpaBJICHUU €T0 B JEJIO BKIIOYACT B ceOsl Clieayrolne
naHHble: ¢pa3y «B nmeno», UHAEKC Jena Mo HOMEHKIAType N1, B KOTOPOe MOMEIIaeTcss JOKYMEHT Ha
XpaHeHue, ¢ yKa3aHueM rojia, JOJHKHOCTH JIMIA, 0QOPMUBILIETO OTMETKY, MOAIICH, JaThl.

Hanpumep:

B neno Ne 01-18 32 2018 1.
3amMecTuTeNh TUPEKTOPa 0 BOCIIUTATEILHON paboTe

JlnuHas nmoamuck 10.10.2018

OTMeTKa O HalpaBiICHUU JOKYMEHTa B JIEJO MOXET JIONOJIHATHCS KPATKUMU CBEICHUSIMHU O
XapaKTepe UCIOIHEHUS JJOKYMEHTA.
3.3. Oco0eHHOCTH MOATOTOBKHU M 0(pOPMIICHUS OTAEeJIbHbIX BUIOB JOKYMEHTOB

IIpukas



IIpuka3 — mnpaBOBOM aKT, H3AABAEMBIH JUPEKTOPOM IIKOJIBI Ul PELIEHUs] OCHOBHBIX U
OIepaTHBHBIX 33j1a4, cTosmux nepen [lkonoii (nprnoxenne Ne 8).

[Tpuka3 MoxeT ObITh U3aH JHUILIOM, UCIIOTHSIOIINUM O053aHHOCTH JUPEKTOpa LIKOJIBI B CIIyyae ero
OTCYTCTBHSI.

B rmpukazax 1o OCHOBHOH JAEATENbHOCTH PEIIAIOTCsl BOMPOCHI Y4eOHOH, XO3SHCTBEHHOM,
(UHAHCOBOM JEATENIbHOCTH, IJIAHUPOBAHUS, OTYETHOCTH, Y4eOHO-BOCIMTATEIBHOIO Mpoliecca,
(U3M4YEeCKOro pa3BUTHS U T. II.

[Tpuxaser odopmisroress Ha Onanke I[lkonbl. [lepenaya mpuka3oB, uX KoOmud paOOTHHKAM
CTOPOHHUX OpraHM3alMi JOIyCKAeTCs TOJNbKO ¢ pa3pemeHus aupekropa Lkomnsl. IIpoexTsl mpukazos
pa3palbaThIBalOTCS YMOJIHOMOYEHHBIM JIMIIOM [0 TOPYYEHHIO PYKOBOJACTBA WM IO COOCTBEHHOM
MHUIMATHUBE.

[ToaroToBka mpukaza BKIIOYAET B CeOS M3YyUECHHE CYIIECTBA BOIpOca U cOOpP HEOOXOTUMBIX
CBECHMI; NOJrOTOBKY IPOEKTa MpPHUKa3a; COTJaCOBAHME NMPOEKTa; moanucaHue aupekropoM IlIkosnsr,
perucTparuio.

[Tpukassl nevatarorcs mpudTom Ne 12,

Homepa crTpanuil mnpocTaBisiloTCS TOCEpEeIWHE BEpPXHEro TMOojis JHcTa. TeKCT MpHKasa
(pacrmiopshKeHUS ) TeYaTaeTcs Yepe3 OJMH MEKCTPOUHBINA HHTEpBal, 0e3 o0opoTa.

[Tpuka3 umeer cieayrone peKBU3UTH: HauMeHoBaHue [1IKoJbI COrJacHo ycTaBy; HAMMEHOBAaHUE
Buga nokymenta (IIPMKA3), nata, HOMep, MECTO COCTaBJIE€HUs, 3arojloBOK K TEKCTy, TEKCT,
HAaUMEHOBAHHE JOJIKHOCTH, MOAMKUCH JOHKHOCTHOTO JHIa (MHUIMAIBI, (DaMUITUs ), BU3BI COTJIACOBAHUS,
O3HaKOMJICHUSI.

Jlatoit mpukasa (pacropsikeHus) sIBIseTCs JaTa ero noanucanus. Jlata obhopmisieTcss HUPppOBBIM
CriocoO0M; HOMEp COCTOUT U3 3HaKa «No» M TOPSAKOBOrO HOMepa mpukasa, Hanpumep: ot 00.00.0000
Ne 000.

Teker npukasa (pacnopsiKEHHs) COCTOUT U3 JBYX B3aUMOCBSI3aHHBIX YacTe — KOHCTaTHpYOILEH
U PacIopsIUTETHHOM.

Texker npukasa (pacnopsiKeHHsI) TOJKEH UMETh 3arojIoBOK. 3arojIoBOK HAUMHAETCS ¢ MpezJiora
«O» («O6») m QopmupyeTcss HpU MOMOLIM OTIVIATOJbHBIX CYIIECTBUTEIbHBIX (Hampumep: «O0
YTBEPKACHUH...», «O perucTpauuu...», «O co3qaHum...»).

3aroioBOK JOMKEH KPAaTKO M TOYHO OTpa)kaTh COJEp)KAaHUE TEKCTa MpUKaza (pacropspKEHUS).
Touka B 3arosioBke He cTaBuTcs. [lewaraercs depe3 JBa MEKCTPOUHBIX HHTEpBaja OT PEKBHU3UTA.
[leuyataercst CTPOUHBIMHU OYKBaMU, BBIIEISACTCS JKUPHBIM HIPUPTOM.

B koHcTaTHpyromiei yacTu KpaTKO U3JaraiTcs Leidu U 3a1auu, (PakTsl U COOBITHS, TOCTYKUBILINE
OCHOBAHUEM JJIs M3JaHusl Npukas3a. OHa MOXKET HAUMHATBCS CJIOBAMU «B LIEJIAX», «BO UCIIOJIHEHUE» U
np. Ecnm mpukas u3gaeTcss Ha OCHOBAHMM JIPYroro JOKYMEHTa, TO B KOHCTAaTHUPYIOLIEH dYacTw
YKa3bIBa€TCSI HAUMEHOBAHHUE 3TOr0 JOKYMEHTA, HAUMEHOBAaHUE OpraHa, M3/ABLIETO JOKYMEHT, JaTa,
pEerucTpanoOHHbI HOMEP U 3aT0JI0BOK K TEKCTY.

KoHcTatupyromas yacTb MOXKET OTCYTCTBOBATb, €CJIA IIPEANNCHIBAEMbBIE AEUCTBUS HE HYKAAKOTCS
B pa3bsiCHEHUH. TEKCT MPUKa30B B TaKUX cirydasx HaunHaercs co cioBa « [ [PUKA3BIBAIO» (nuwercs
nponucHeIMUA OykBamu). Ilpy HanMuumM OBYX yacTed MpUKa3za pacHoOpsAUTENIbHAS YacThb OTACNACTCS OT
KOHCTaTHUPYIOIICH clioBoM «mpukasbiBatoy. [locie cimoBa « [ IPUKA3BIBAIO» craBuTcst ABOCTOUME.

TexcT pacnopsIUTENbHOM YacTH MOXET JEIUTbCS Ha IIYHKTBl, B KOTOPBIX YKa3bIBAIOTCS
WCTIOJIHUTEIIH, KOHKPETHBIC IEUCTBUS U CPOKH UCITOITHEHUS IPEANUChIBAEMbIX AeicTBUI. Eciu nmpukas
JIOTIOJIHSAET, OTMEHSIET WM W3MEHSAET PAaHEE W3/IaHHbIE NPUKA3bl WIM UX OTAEIbHBIE IYHKTBI, 3TO
oroBapuBaerca B Tekcre. [locieHMM NYHKTOM pacHopsauTeNIbHOM YacTH NpHKa3a YKa3bIBaeTCs
JOJDKHOCTHOE JIMIIO, Ha KOTOPOE BO3JIaraeTcs KOHTPOJIb 3a UCIIOJIHEHUEM ITpHKa3a B 1iesioM. Hampumep:
«KoHTpOoJIh 32 NCTIOTHEHUEM TIPHKA3a OCTABIISIO 32 COOOM».

[lonmuce oTaensercs OT TEKCTA ABYMsI MHTEPBaJIaMHU, II€4aTaeTCsl OT IPAHULIBI JIEBOIO MOJIS.

PacmndpoBka moanucu medaraercs Ha YpPOBHE MOCHEAHEH CTPOKH JOJDKHOCTH Y IPaBOr
rpaHUIbl TeKCTOBOrO mosts. [Ipoben Mex ity nHUIManaMu U paMuIIHel He IeNIaeTCs.

[Tocnennsist OykBa B pacmu(poBKe MOAMUCH OTrPAaHUYMUBACTCS MpaBbIM 1osieM (10 Mmm).

IIpu nmoanucanuu npukasa (pacrnopsKeHus) JIMIOM, 3aMELIAlOUIMM AUPEKTOPA LIKOJbI, JOJDKHA
OBITh yKa3aHa ero (hakTU4YecKas JOJDKHOCTh M (paMUITHSI.
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[Tpu HaMUYMM NPUIIOKEHUH K MpHKa3y (pacopsKEHUI0) 0043aTeIbHO JIIaeTCs CChIIKA Ha HUX
B TEKCTE.

[Tpukassl (pacrnopsiKeHUs1) HyMEPYIOTCs MOPSAKOBOM HyMmepauueil B mpejenax KaleHAapHOIro
roga. OTenbHO HyMEPYIOTCS IIPUKA3bI 10 OCHOBHOMU A€ATENBHOCTH, 110 INYHOMY COCTaBY paOOTHHKOB,
0 JJMYHOMY COCTaBy 00yUaIOIIMXCsl, [0 OTIyCKaM, O KOMaHIUPOBaHHH.

Ecnu npuka3 (pacnopsikeHue) BBOJIUT B JEHCTBUE KaKue-IMOO JOKYMEHThI (MHCTPYKIIHH,
rpaduKy, TpaBWiIa, IMOJOXKEHHA), TO OHU OQOPMISAIOTCS B BHAEC TNPWIOKEHHS K IpHUKa3y
(pacniopsbkeHnto). B mpaBom BepxHeM Yriy TakMX JTOKYMEHTOB OT MATOTO IMOJIOKEHHs TaOynsTopa
HeoOxoauMo mHcaTh cinoBo «lIpunoxeHue» ¢ yka3aHHMEM HAaWMEHOBAHUS PACIOPSAUTEIBHOTO
JIOKYMEHTa, ero Aathbl, HoMepa (riprioskernne No 9).

Hanpumep:

[Tpunoxenne
K npukazy MBOY Illkosbr Ne 3
ot 11.07.2018 Ne 34

[TpunosxeHus K MpoeKTaM MPUKa30B 0POPMIIIOTCS Ha OTIEIbHBIX TUCTaX OyMar.

Pa3mepsl noseit 1 MeXKCTPOUHbIE UHTEPBAJIBI IIPU MEUYATAHUH TEKCTOB MPHJIOKEHUN UICHTUYHBI
pa3Mepam, IPUMEHIEMBbIM IIPU MeYaTaHUN TEKCTOB MPUKA30B (PacropsKeHuin).

B mpunoxeHusxX MOMEIIAIOTCs TMOJOXKEHHS, MEPEeYHH, CHHUCKH, rpaduku, TaOiHIbl, 00pa3ibl
JOKYMEHTOB U Jp.

Ecnu B TekcTe maeTcs cChliKa «COTJIACHO MPWIIOKEHUIO» Wik (TipriiokeHue Ne...), To Ha IEpBOi
CTpaHUIe TMPUJIOKEHHUSI B MPABOM BEpXHEM Iy numiercs ciioBo «lIpumoskeHue» m ero Homep, HUKE
yepe3 OJMH MEKCTPOYHBIN MHTEpBAJl J1a€TCSl CChUIKA Ha NMpHUKa3 (pacropsKeHHE) TUPEKTOpa IIKOJIbI,
€ro JIaTy U HOMep.

Bce cocTtaBHbIE WacTH pEKBHU3UTA BBIPABHMBAIOTCS IO JIEBOMY Kparo, MEYaTaloTCs 4epe3 OJUH
MEXCTPOUHBIM HHTEpBaJ. J[JTMHA CTPOKH HE JOJKHA MPEBBIIATH 8 CM, OTPaHUYUBACTCS PABBIM MOJIEM
nokymeHTa. [Ipyu HaTu4YuKy HECKOIBKUX MPUIIOKEHUN OHU HYMEPYIOTCSI.

Hanpumep:

[Tpunnoxenne 1
K npukazy MBOY IlIkossr Ne 3
ot 11.07.2018 Ne 34

Ilpu Hammuum B Tekcte ¢opmynupoku «YTBEP/IUTb» mnpunaraemoe mnoyiokeHHe, COCTaB
KOMHCCHM, TNEPEYECHb MEPONPHUATUH W T.J. Ha CaMOM IPWIOKEHWHW B IIPABOM BEPXHEM YTy
pacnonaratorcs ciaosa «Y TBEPXKIEHO» nnn « YTBEPXKIEH» co ccplnkoil Ha mpukas, €ro aary,
HOMEP.

Hanpumep:

YTBEPXJEHO
npukazoM MBOY Illkona Ne 3
ot 11.07.2018 Ne 34

3aroJ0BOK K TEKCTY MPHUJIOKEHHS ITeYaTaeTcs HEHTPUPOBAHHBIM criocobom. HanMeHnoBanue Buia
JOKYMEHTa NpUJIOKEHUsS (TIepBOE CJIOBO 3arojlOBKa IMPUJIOKEHUS MeYaTaeTcsl MPOMHCHBIMU OYKBaMH
xupHbIM mwpudrom: ITOJIOKEHUE, IIEPEYEHD, CIIUCOK u T. 1.).

3aroloBOK MPUJIOKEHUS OTHENAETCS OT JaTbl MU HOMEpa IpuKa3a JBYMS MEXCTPOUYHBIMU
WHTEepPBaJlaMHU.

[Ipy HamMYMM B TEKCTE MPUIOKEHHUS HECKOIbKUX PAa3/leNOB WX 3arojloBKM Ie4aTaloTCs
LHEHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTEIBHO I'PaHUIl TEKCTa). ToUyka B KOHIIE 3ar0JIOBKOB HE CTaBUTCS.
JlomyckaeTcsi  BBLACNATH 3aroJIOBKM  Pa3fefioB MpU(TOM JIpyrodl  HACHILEHHOCTH (SKUPHBIM,
MIOJIY>KUPHBIM).

TekcT mpunoxkeHust MOXKET OBITh 0OPMIICH B BHjI€ TaOIUIIBL. ['padbl 1 CTPOKH TaOIUIIBI TOTHKHBI
MMETb 3ar0JIOBKH, BRIPAKEHHBIE MIMEHEM CYILECTBUTEIBHBIM B UMEHUTEIBHOM Majieke. [lon3aronoBku
rpad ¥ CTPOK rpaMMaTHYECKH JTOJKHBI OBITH COTJIACOBAHBI C 3arojoBKaMu. TeKcT TabauIbl eyaraeTcs
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yepe3 OJIMH MEKCTPOUHBIN MHTEPBaI.

[Tpu HanmuyMM B TEKCTE MPUIOKEHUHM CCHUIKM Ha CHOCKY OHa odopmisieTcs 3Be3q0ukoi. Tekcr
CHOCKU II€YaTaeTcs 4Yepe3 OJIMH MEXKCTPOUHBbIH HMHTEpPBaJl B KOHIE KaXXIOW CTPAHULBI WU IOCIE
MPWIOKEHHUS B 1IeJIoOM o1 uepToi. Ilocie cuMBoOIa CHOCKH €€ TEKCT Ie4aTaeTcsl ¢ MPONUCHON OYKBBHI.
B xoHIe TekcTa CHOCKM cTaBUTCA Touyka. Ha omgHOU cTpaHuIile He MODKHO oopmiaTbes Oosee Tpex
CHOCOK.

B nonokeHusx, nmporpammax, ycTaBax U APYTUX MOAOOHBIX JTOKYMEHTAX pa3Aelibl, OIPa3aeibl,
MYHKTBl ¥ MOJNYHKTHl HyMepytoTcsl apabckumu mudpamu. Homep mopapasnena noikKeH COCTOSITH U3
HOMEpa pazjiesia U HoMepa nojipas3jena, pa3faesieHHbIX Toukor (Hanpumep: 1.2.). Homep myHKTa MOXeET
COCTOATh W3 HOMEpa paszjena, mojapasleia W TyHKTa, pa3feleHHBIX Todkamu (Hampumep: 2.3.1.).
[IyHKTBI TpU HEOOXOAMMOCTH MOTYT MOAPA3ACIATHCS HA MOAMYHKTHI, KOTOPBIE JOJDKHBI HMETh
MOPSIIKOBYIO HYMEPAIIHMIO B TIpeiesiax Kakaoro nyHkra (Hanpumep: 1.1.1.1., 1.1.1.2. u 1. 11.).

Busbl mpocraBisitorcs Ha 0OOpOTHOM CTOpOHE TMOCTEIHEro JIMCTa MpOeKTa IpuKasa
(pacmiopsixeHus ).

Ha mpunoxeHusx K mpoeKkTam NpPHUKa30B (pacmopsiKEHUM) BU3BI MPOCTABISIOTCS O], TEKCTOM
MIPUIIOKEHUS.

IIporoxo.

B npotokonax (nokymeHTax, PUKCUPYIOIINX XOA 00CYXIEHHUSI BOIPOCOB M MPUHATHS PEIICHUIN)
IIOCTOSIHHO ~ JIEWCTBYIOIIMX  KOJUIETMAJNBHBIX UM  COBEIIATENIbHBIX OPraHoB (neodazozuueckoco,
MEMOOUHECKO20 COBEMO8 , KOMUCCULL), a makxdce KOHhepeHyull, coOOpanuil, coseujanull, 3ace0aHull,
nepe206opos, ecmpey) WUCTONB3yeTcs (opMa H3JI0KEHHUS TEKCTa OT TPEThEro JIMIa MHOXECTBEHHOTO
yucna (CJIYIIAJIN, BBICTYIINJIN, PEILINIIN). ConepkaHue BBICTYIUICHHI H3/1araeTcsi OT TPEThEero
JUIa €IMHCTBEHHOTO YUCIIA.

[IpoTokOoa MMeEeT cnenyromue peKBU3NUTHI:

— Haumenoganue euoa ookymenma — ciaoBo «IIPOTOKOJI» mewataeTcs Ha 2 CM HIXKE OT
TPaHUIBI BEPXHETO MOJs MPOMUCHBIMU OYKBaMH, TOJTYKUPHBIM HMIPU(TOM U BBIPABHUBAETCSA IO
HERTPY,

—8U0 3acedanuss, cosewjaHusi — OTHEISAETCS OT MPEABIAYIIET0 PEKBU3UTA ABYMS MEXKCTPOUHBIMH
WHTEpBajaMH, I€YaTaeTCs TMOMYKUPHBIM MIPUPTOM dYEpe3 OJWH HMHTEPBAI M BHIPABHUBACTCS IIO
HCHTPY,

—oama u Homep Npomoxona — nara opopMIIIETCS HUPPOBBIM CIIOCOOOM M TIeYaTaeTcss 4epe3 Ba
MEKCTPOUHBIX WHTEpBaja HWXKE MNPEIbIAYHIEr0 PEKBU3UTA OT JIEBOM T'PaHMIBI TEKCTOBOIO MOJS, a
HOMED — ITOCJIE CIIOBA «IIPOTOKOID;

— Mecmo npogederus 3ace0anus YKa3bIBaeTCs Ipu 0POPMIICHUH TPOTOKOJIA COBEILIAHMS B TOM Cllydae,
€CJIM OHO IIPOUCXOAWIIO He B 31aHuu [1IKoJIbI, BBIpABHUBAETCS 110 LIEHTPY HA OJHOM JIMHUM C JAaTOM;

— meKcm npomoKo/d, Kak MPaBUII0, COCTOUT U3 ABYX YacTEei: BBOJHON U OCHOBHOM.

BBoaHast yacTh cocTaBiIgeTCA [0 CXEME:

IIpencenarens — @amunus 1.0. pykoBoauTens.

Cekperapp — Gamunus U.O.

[IpucyrcrBoBanu:

Cnosa «lIpencenatens» u «Cekperapby» MeyaTaroT CJIeBa OT HYJIEBOTO IOJOXKEHHUs TalymsaTopa,
OTHeNsAs JIBYMs HMHTEpBaJlaMM OT 3arojioBka W Apyr oT japyra. C HOBOW CTPOKM MHIIYT CJIOBO
«IpucyrcTBOBAINY,

1 sapuanm: paMUIUU U MHHUIMATBI TOCTOSTHHBIX YJICHOB KOJUIETHAILHOTO OpraHa, YYaCTHUKOB
3aceqaHus, paOOTHUKOB OpPraHU3alMM W MPUTIIALICHHBIX Ha 3aceJJaHhe MEepPEeUYHCIIIOTCA B al(paBUTHOM
nopsiike 0e3 ykazaHus JOJDKHOCTeH. Ilepeunciienue mpuCyTCTBYIOUIMX O(GOPMIISIOT BO BCIO HIMPHHY
CTPOKH Yepe3 OJIUH MEKCTPOUHbIH nHTepBa (rpuioxenne No 10).

ITpu odopmieHNH MPOTOKOIA C YUCIOM YYacTHUKOB Oosiee 15 (amunuu He mepeducisiores, a
yKa3bIBaeTCs HUPpoi X olliee KOJIUYECTBO, CIIUCOK YYACTHUKOB B TAKUX CIIyYasiX MpHUJIaraeTcs.

Hanpumep:

[TpucyrcrBoBanu 47 4yenoBek (CIUCOK MPUIATACTCs ).

IloncyeTr y4aCTHMKOB MPOBOAUTCS IO CIMCKAM pPETUCTPAllMM, KOTOpbIE IIpUIararoTcs K
MIPOTOKOJY.
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[Tocne nepeyucieHus: y4aCTHUKOB B IIPOTOKOJIE 0hopMIIsieTcsi epedeHb BOMPOCOB, MOJUIekKAIINX
00CYXIE€HUIO, KOTOpBI HaunHaeTcs cioBamu «lloBecTka AHS» M pacroiaraercsl LEeHTPOBAHHO yepe3
JIBa-TPU UHTEPBAJIA OT CIIKCKA YYaCTHUKOB.

2 eapuamm: YyKa3blBalOT 00Ile€e KOJIMYECTBO WICHOB KOJUIETMAJIBHBIX OPraHOB M YHUCIO
NPUCYTCTBYIOIMX, a paciiupoBKa TMPEACTABIACTCS B SIBOYHOM JIMCTE, KOTOPBIM SBISETCA
NPUIOKEHHUEM K TPOTOKOIY (riprioskerne No 11).

[ToBecTka JHS COJCPKHUT MEPEUUCICHUE IMYHKTOB (BOIPOCOB) MOBECTKH JHS, (DPUKCHUPYIOIIUX
MOCJIEZIOBATENILHOCTh OOCYXKIeHUs, ¢ (amunusaMu AokiIaguukoB. Kaxaslii Bompoc HymepyeTcs
apa0ckoit udpoii, pacrionaraercst B IOPSAKE 3HAYMMOCTH M OTBe4aeT Ha Borpoc «O uem?».

Hanpumep:

1. AHanu3 BBITIOTHEHUS TOA0BOTO M1aHa padotsl Lkoust 3a 2017-2018 yueOHsIii ToA.
Hoxnamuuk — I[TetpoBa A.N.

OcHoBHast YaCTh IIPOTOKOJIA COCTOUT U3 Pa3/i€lOB, COOTBETCTBYIOIINX ITYHKTaM IOBECTKH JIHS.
TekcT KaXka0ro pa3enaa COCTOUT U3 TPEX YacTeM:

— CJIVIIAJIMA: xpaTkoe cojaepkaHHE JOKJIaJa WIM CChUIKAa Ha NPWJIAraéMblii K MPOTOKOJY TEKCT.
[Tepen cnoBoM «CJIYIITAJIN» npocTaBiisieTcss HOMEP B COOTBETCTBUU C IMTOBECTKOM JTHS;

— BBICTVIINJIN: kpaTkoe coaepkaHue Kaxa0ro BBICTYIUIEHNUS, 3aJaHHbIE BOIPOCHI U OTBETHI;

— PEHINJIN (TITOCTAHOBWJIN): pemenue GopMyIupyeTcss ¢ HCIOIb30BAaHUEM MOACIH, TMPHHITOU
JUISL pacCIOPSIAUTENBHBIX TJOKYMEHTOB: UTO C/I€IaTh, UCIIOJHUTEIb, CPOK UCIIOJIHEHUS.

Pemenus, BbIpaOoTaHHBIC Ha COBEIIAHWHM, BHOCAT B TpoTokon mocie cioBa «PELLINIIN»
(«IIOCTAHOBWUJIN»). Pemenune MOXKET coJepkaTh OAMH WJIM HECKOJbKO IIyHKTOB, OHHU
pacrosararTcs o 3HaYMMOCTH, KaK/IbIil U3 HUX HyMepyeTcsl.

B ciyyae xorga mpotokon (GuUKCHUpYET penieHne 00 YTBEPXKICHHH KaKOTO-JTHOO TOKYMEHTa, B
TEKCTE MPOTOKOJIA JTOJKHA COJIEPKATHCS CChUIKA HA 3TOT JIOKYMEHT, & caM JOKYMEHT INpuiaraercs K
IIPOTOKOITY.

[Tpu Hanuuuu 0co0OT0 MHEHUS MO MPUHATOMY PEIICHHIO OHO 3alKChIBAeTCs B MPOTOKOM (TIocie
COOTBETCTBYIOILLETO IPOTOKOJIBHOIO PEILICHU).

B kadecTBe MCHOIHHUTENS MOXET OBITH YKa3aHO OJHO HJIM HECKOJBKO JOKHOCTHBIX JHUI[ JHOO
CTpyKTypHOE ToapaszeneHne. Cpok MOXKeT OBITh yKa3aH KakK KaJeHIapHas aTa WIH KaK IepHO.
BBITIOJTHEHHSI paOOTHI.

CnoBa «CJIVIIAJIN», «BBICTYIIWIN», «PEIIWINY» («IIOCTAHOBWJIM») nedararor OT
JIEBOTO MOJIS MPOMKUCHBIMU OYKBaMHU U 3aKaHYUBAIOT JBOCTOUYHEM.

Kaxnpiif paznen mewaraercss ¢ KpacHOM CTPOKH, 4TOOBI BBIACIUTH B TEKCTE MPOTOKOJIA peyb
OCHOBHOTO JIOKJIa{YMKa, BBICTYIUIEHUS! YYaCTHUKOB OOCYXJEHHsI BOIPOCA U MOCTAHOBJISIOIIYIO YacTb,
dbopmynupyromyto pemenne cobpanus. C 3TOH ke 1eNbI0 B TEKCTE MPOTOKOJIA KXYyl (haMHIIUI0 U
MHULIAAJIBI BBICTYNAIOIIMX T€YaTalOT C HOBOM CTPOKM B MMEHUTEIBHOM MaJeKe, 3aMUCh BBICTYIUICHUS
OTIENSIIOT OT damuinu aedrcoM. Kaxxaplil Borpoc neyaTaeTcsi ¢ KpacHOM CTpOKH, (paMUIIUU MIPU 3TOM
JIOTIYCKAEeTCsl HE YKa3bIBaTh.

B otnenbHbIX ciayyasix Ha OCHOBE PYKOMHMCHBIX WM MAarHUTO(OHHBIX 3alUCEl, KOTOPbIE BEJIUCH
Ha 3aceJaHhM, COCTaBISETCA CTEHOTpa(pUUYecKHil MPOTOKOJ, KOTOPBIA JTOCIOBHO IMEpenaeT IMpolecce
00CYXXIEHHS Ka)10T0 BOIPOCA U BEIPAOOTKY pELICHHUS 110 HEMY.

[TpoTokoi opopmIsieT cekpeTaph 3aceJaHusl, FOPUIUUECKYIO CHITY TPOTOKOJ MPHOOPETaeT TOIBKO
IIpM HAJIMYUM JBYX IMOANUCEN — mpexacenarens u cekperapsa. lloanuen pacnonararor, OTAEIUB  OT
TEKCTa ABYMSA-TPEMsI MEKCTPOYHBIMM MHTEpBajaMH OT TrpaHMLbl JieBoro nois. lloamuceiBaercs
IIEPBBI JK3EMIUIAP NPOTOKOJIA, KOTOPBIA MOJUIMBAETCA CEKpeTapeM B JIE€JI0 U XPAaHUTCA B
COOTBETCTBUH CO CPOKOM, OIIPEIETICHHBIM HOMEHKIIATypO JEll.

B HekoTophIx ciydasx oopmiisercs BbIMCKa U3 MPOTOKOJIA.

Brimucka U3 mpoTokosia — TO4YHasl KOMHS 4acTU TEKCTa MOUIMHHOTO MIPOTOKOJIA, OTHOCSALIETOCS K
TOMY BONPOCY TIOBECTKH [JIHA, II0 KOTOPOMY TOTOBUTCSA BbImucka. IIpm 3ToM HeoOXoanumo
BOCIIPOM3BECTH BCE PEKBU3UTHI OJaHKA, BBOJHYIO YacTh TEKCTa, BOIPOC MOBECTKH JHS, 10 KOTOPOMY
TOTOBUTCSI BBINKMCKA, U TEKCT, OTpa)karoUIuil oOCyKIeHHe BOMpoca U MPHUHITOE perieHue. B stom
cllyyae Ha3BaHME JOKyMEHTa 0popMIIseTCs Kak «BpIucKka U3 mMpoToOKoIay.

Ciy:xeOHOe MUCHMO
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ITucema cocTaBiAOTCS Ui OCYIIECTBIICHUS ONEPATUBHOM CBSI3U C IPYITMMM OPTaHU3ALMSIMU I10
BOIPOCaM JI€ATEIbHOCTH IIKOJIBI.

[lo comepkaHUI0 M Ha3HAYCHHUIO MHUChbMAa MOTYT OBITh WH(OPMAIMOHHbIC, TapaHTHIHBIE,
peKIamMaIlOHHbIe, KOMMEpUYECKUe, MIChbMa-3apoChl, MUCbMAa-TIPUIJIAIICHUs U T. 1.

HudopmanmoHHbIe MUCbMA COJIEPKaT COOOIIECHHS, TPOCHOBI, HATIOMUHAHUS, IPEIOKEHUSI.

[apanTuitHble TpenHa3HAa4YeHbl JJI W3BEIIEHUS O TapaHTUAX OIUIaThl, CPOKOB TOCTAaBKH WIIU
KauecTBa MPOAYKLUHU U YCIIYT.

B pexnmaManoHHBIX (NTPETEH3MOHHBIX) MUChMaxX HM3JaraloT TPeOOBaHMS BO3MEIIEHHUs YOBITKOB,
HAaHECEHHBIX M3-32 HAPYIICHHS YCIOBUW KOHTpPAKTa WA JIOTOBOpa APYrod CTOPOHOM (KOHTPAreHTOM).
Peknamanus 10KHA MOATBEPKIATHCS MPUIIaAraéMbIMH K MUCbMY TOKYMEHTaMHU B BUJIE aKTOB, CITPABOK
UT. 1.

KommMmepueckre nmucbMa COCTaBISIOT NMPU 3aKIIOYEHUH U BBIMOJTHEHUH KOHTPAKTOB, YaCTO B HUX
M3JIaraloT MpPOChOBI O MPENOCTaBICHUM WH(POPMALMU O TOBapax W YCIyrax y WX IMpOAaBIOB HIIH,
HAIMpPOTUB, NMPeJIaraloT NOCTaBUTh TOBAPHI WIIH YCIYTH.

B nmceMax-3anpocax mpocsiT y KOHTpareHTa pa3bsiCHUTh Kakoi-m100 (akt mnu aeicTeue.

CrnyxeOHble TIMCbMa TiedaTtaroTcss Ha Onankax muceM Ilkomsl. CayxeOHOE THUCBMO HMeEET
CJIEIyIOINE PEKBU3UTHI:

—rpud U OTMETKA OTPaHUUYEHUS JOCTYMNA K JOKYMEHTY (€Clid 3TO HE00X0IUMO);
— ajpecar;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— OTMETKAa O HAJTMYMU MPUIIOKEHUH (€CITU OHU UMEIOTCS);

— HIOJIITUCH;

— OTMETKa 00 HUCIIOJIHUTEE.

Teker cimy)eOHOro nuchbMa, Kak MPaBUIIO, JTOJDKEH KacaTbCs OJHOTO BOMNPOCA MM HECKOJIBKHX
BOIPOCOB, €CITM OHHM B3aUMOCBSI3aHBI U OYAYT pacCMaTPUBATHCS B OHOM CTPYKTYPHOM TOJpa3AelieHUN
OpraHu3anuu-agpecara.

TekceT u3naraeTcs OT MEPBOTO JHUIA AUHCTBEHHOTO YKciia (IPOCUM, HAMIPABISAEM U T. 1I.) WIH OT
TpEeThero Jauia eauHcTBeHHOTO yrcia (OO cuuTtaer..., npodcoro3nbiii komuteT OO paccmotpert...).

TekcT muchbMa, Kak MpaBUIIO, COCTOMT W3 JBYX yacTeil. B mepBoil yacTu u3maraeTcsl MpUYMHA,
OCHOBaHHE WM OOOCHOBAHHE COCTABJICHUS NMHCHbMA, MPUBOJATCA CCHUIKM HA JOKYMEHT, SIBIISIFOILMMCS
OCHOBaHHUEM IMOATOTOBKH MUchMa. Bo BTOpoii yacTu, HauMHaroOMIecs ¢ ad3ana, MOMEIIarTCsl BHIBOIBI,
MIPEIJIOKEHUS], MPOCHOBI, PEIICHUS U T. 1.

Tenerpammsl, TeaedoHorpaMmMsel H (pakCUMHIbHASA CBA3b

[lepenaya KoppecnOHACHINU O PAKCUMUIBHON CBSI3M B JIpYIH€ OpraHU3allii OCYIIECTBIISETCS
TOJIBKO IO YKa3aHUIO WJIHU C pa3pelieHus agMuHucTpauuu [Lkombl.

[lonAMHHUKK JOKYMEHTOB, NEPENaHHBIX MO (PAaKCUMHIBHON CBSA3M, MOJIIMBAIOTCS B JIEJO,
Xpausieecsi y pabOTHHKa, OTBETCTBEHHOT'O 3a (PAKCUMMIIbHYIO CBSI3b, C YKa3aHMEM BPEMEHM M JaThl
nepenayd, a KONUM BO3BPAIIAIOTCS B COOTBETCTBYIOIIME CTPYKTYpPHBIE MOJpPA3AEIEHUS C IOMETKOM
«FAX (mata u Bpemsi)».

3asBieHHE

3asBieHre — 3To ouLmanIbHOE COOOIIEHHE B MUCBMEHHON (Gopme. OHO COAEPXKUT Yalle BCEro
MpeJIoKEHUE, Kano0y WIM MPOoch0y KaKOro-inbo 4eloBeKa, aApecOBaHHbIC WM OpraHU3aluH, WU
JOJPKHOCTHOMY JIMILy. 3asiBIeHHE O(OPMIISETCS HAa CTaHAAPTHBIX JIUCTax Oymaru gpopmara A4.

3asBIeHME BKJIIOYAET: ajjpecara, KOTOPOMY HampapisieTcs 3asBieHue, (paMuiInio, UMs, OTYECTBO,
JOJDKHOCTB aBTOpA 3as1BJICHUS, HAMMEHOBAHUE JIOKYMEHTA, TOYHOE U3JIOKEHHUE POCHOBI, MPeI0KEHNU,
OIUCH MPUJIaraeMbIX K 3asiBJICHHUIO JOKYMEHTOB, 1aTa, OJIUCH.

B 3asBneHun wucnonb3yercs, Kak IpaBWiIO, O(PHUIMAIBHO-IENOBAs JIEKCHKA, B HEKOTOPBIX
3asIBIICHUAX JIOIYCKAeTCs YIOoTpeOieHne MyOIuIUCTUYECKOM IEKCUKH.

3anucka

3anucka (aHaMUTUYECKas, JOKJIaaHas, CIy)XeOHas, OOBsSCHUTENbHAs) —  JOKYMEHT,
a/IpECOBAHHBIN JTUPEKTOPY IIKOJBI WM BBIIECTOSANICH OpraHM3alliy M COAEPXKAIIUN OOCTOSTEIbHOE
U3JI0’KEHUE KaKOoro-IM00 BOMPOca C BBIBOAAMH U MPEAJIOKEHUSIMU COCTABUTEISA.



JloknagHas 3amucKa COCTABISCTCS KaK MO JIMYHOW WHUIMATHBE aBTOpa (paboOTHHKA), TaK U IO
yKa3aHUIO (MMCbMEHHOMY WJIH YCTHOMY) TUPEKTOPA.

3ammcka COCTAaBIACTCS Ha OyMaKHOM HOCHTEJE WM B JJIEKTpoHHOM Buae. OdopmieHwne
3allUCKM 3aBUCUT OT ajapecata. [Ipm cocTaBieHMM JTOKJIAIHOW 3alMUCKH, aJPECOBAHHOW IUPEKTOPY
IKOJIbI B paMkax LIIKombl, OHAa cuuTaeTcs BHYTpeHHEH U oopMIIsieTCss Ha CTaHAapTHBIX JIUCTaX OyMaru
dbopmata A4. BHyTpeHHss 3amucKa JOJDKHA COJIEPKaTh CIAEAYIONINE PEKBU3UTHI: BHJI JOKYMEHTA, AaTy
JOKyMEHTa, Ha3BaHWE JOKYMEHTa (3arojOBOK K TEKCTY), €CIH TEeKCT Oojiee YeThIPEX-MSTH CTPOK;
azpecara, TEKCT, MOAMUCH (C YyKa3aHWEM JOJDKHOCTH, (amwunmu, wuHHNManoB). lloamuceiBaet
BHYTPEHHIOIO JIOKJIAJTHYIO 3aMMHCKY COCTABUTEb.

Ecnu 3anucka aapecyercs 3a npeaensl Lkomsl, To ee opopmiisioT Ha OJaHKE M OHA Ha3bIBACTCS
BHEIIHEW. BHeIIH s 3anucka JoKHA COACPKATh CIAEAYIONINE PEKBU3UTHI: HAUMEHOBAHHUE YUPEXKICHHUS,
BUJ JOKYMEHTA, 1aTy JOKYMEHTa, PETUCTPALlMOHHBII HOMEp, MECTO COCTABIICHUS, HA3BaHUE JOKYMEHTa
(3aroJIOBOK K TEKCTY), €CITU TEeKCT 00Jiee YeThIPEX-MATH CTPOK, ajpecara, TEKCT, MOIIMUCh TUPEKTOpa
IIKOJIBI.

Pa3HOBUAHOCTBIO NIOKJIAJHON 3amUCKHU SIBIAIOTCSA TNpenctaBiieHusa. OHU HMCHOJB3YIOTCS TpHU
JOKYMEHTUPOBAHUU KAJAPOBOM NEATEIbHOCTH W COCTaBISIOTCA JAUPEKTOPOM WM 3aMECTHTENEM
nupektopa. [IpencraBaeHus] COCTaBISIIOT B CIIydasx MOOIIPEHUS paOOTHUKOB, HAJIOKCHHS B3bICKAHUH,
MIPOBEJICHUS aTTECTAIUH.

ABTOMaTH3aIMs JOKYMEHTUPOBAHUS

J1Jis MOATOTOBKH IOKYMEHTOB MOTYT MPUMEHSTHCS aBTOMAaTU3UPOBaHHbIE TeXHOJIoruu. [Ipn 3TOM
co3/aroTcsi 0a3bl JaHHBIX (KOPPECHOHICHTOB, (hOPM JTOKYMEHTOB, TpadapeTHBIX TEKCTOB U TEKCTOBBIX
3aroTOBOK), peAaKTOPCKUE POrPaMMBI U AP.

[lopsimok pa3pabOTKH, OHKCIUTyaTalldd W TOJB30BAHUS TaKUMH CHCTEMaMHU OMpeesieTCs
CTaHJapTaMH B 00JIACTH aBTOMATHU3UPOBAHHBIX HH(POPMAIIMOHHBIX TEXHOIOTHIA.

DJIeKTPOHHBIE JOKYMEHTBI

[Mopsimok coctaBneHusi, oQOPMIEHUS U COIJIACOBAHUS MPOEKTOB AJIEKTPOHHBIX TOKYMEHTOB
OCYIIECTBIISIETCS 1O OOIMMM TIpaBHJaM JEJIONMPOU3BOJICTBA, YCTAHOBICHHBIM B OTHOIICHUU
AQHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHUTENE. ODJIEKTPOHHBIM JOKYMEHT JOJDKEH HMETh
PEKBU3UTHI, YCTAHOBJICHHBIC JJII AHAJIOTUYHOTO JIOKYMEHTa Ha OyMa)KHOM HOCHUTEJIE, 32 UCKIIOUCHUEM
OTTHUCKA MEYATH.

B nepedens o0s3aTeNbHBIX CBEACHUN O JOKYMEHTAaX, MCIOIB3YEMBIX B IENAX ydeTa M MOUCKA
JOKYMEHTOB B CHCTEMaXxX JJIEKTPOHHOTO JIOKyMeHTooO0opoTa IIIKonbl B COOTBETCTBHH C MpaBUIaAMHU
nenonpoun3BojicTea B [llkone, BXomsT:

— aJIpECaHT;

— ajpecar;

— IOJKHOCTb, (DaMUITUS M MHULIMAIBI JIULIA, TIOJITUCABIIETO JOKYMEHT;
— BUJ JOKYMEHTA;

— JaTa JOKYMEHTA;

— HOMEP JIOKYMEHTa;

— J1aTa NOCTYIUICHUS JOKYMEHTA;

— BXOJAIIHNN HOMEDP TOKYMEHTA;

— CChUIKa Ha UCXOJSIIIMI HOMEp U ATy TOKYMEHTA;
— HaMEHOBaHUE JOKYMEHTA;

— UHJEKC JIeNa;

— CBEZICHMSI O Ilepeapecalui T0KyMEHTa;

— KOJIMYECTBO JIUCTOB OCHOBHOI'O JIOKYMEHTA;

— KOJINYECTBO MPUJIOKECHUI;

— o0111ee KOJTMYeCTBO JTUCTOB MPHUIIOKEHUI;

— yKa3aHUs 10 UCIIOJHEHUIO JOKYMEHTA;

— noinkHOCTh, ®@. . O. ucnonHuTeNs;

— OTMETKAa 0 KOH(PHICHIINATbHOCTH.

B coctaB MOMOTHUTENHHBIX CBEACHUH 00 3JICKTPOHHOM JOKYMEHTE MOTYT OBITh BKIFOUCHBI
CBEJICHHS: HAMMEHOBaHUE aBTOpa TIOKYMEHTA (€clii aBTOp HE COBIAJAET C aJpecaHToOM (OTIpaBUTENIEM)



9JIEKTPOHHOT'O JOKYMEHTa), OTMETKa O NEepeHOCe CpoKa MCIOMHEHMs JOKYMEHTa, CPOK  XPaHEHUs
JIOKYMEHTa, HAaMEHOBAaHUS TMPWIOKEHUH K JJIEKTPOHHOMY JOKYMEHTY, KJIIOYEBbIE CJIOBA, CTaTyC
JOKyMeHTa (IIPOEKT, BEpPCHs), BUJ MEpellaud JTOKyMEHTa (3JEKTPOHHOM MOYTOH, MOYTOM, akcoM W
T. A.) 4 Op.

Cpoku XpaHEHHUS! 3JEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHUs JTOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATEIHbHBIMH W HWHBIMH HOPMATHBHBIMH TPABOBBIMH aKTaMu Poccuiickoi
denepaliy, THIOBBIMU TIEPEUHIMU JIJISl aHATIOTUYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

4. Opranu3anusi 10KyMeHT0000pPOTa U UCIIOJTHEHUSI JOKYMEHTOB

4.1. IIpuem n 00padoTKa MOCTYNAOMINX JOKYMEHTOB

4.1.1. J]IBwkeHHE IOKYMEHTOB C MOMEHTAa WX CO3JaHHUS WA TIOJYYCHHUS JO0 3aBEPIICHUS
WCTIOJTHEHUS WU OTIPABKU 00pa3yeT JOKYMEHTOOOOPOT.

4.1.2. B nokymentoo6opote [1Ikombl BEIACISIOTCS CASAYIOMNE TOKYMEHTOIOTOKH:

a) mocTynaromas JoKyMeHTaus (BXosias);
0) oTmpaBisieMast JOKyMEeHTAIus (MCXOsIas);
B) BHYTPEHHSISI JJOKYMEHTAIHSI.

4.1.3. JocTaBka 1 oTIpaBka JoKyMeHTOB B [IIkoily ocyiiecTBisieTcs, Kak MpaBWiIo, CPEACTBAMU
IIOYTOBOM U JIEKTPUUECKOU CBS3H.

4.1.4. JoxymenTtsl, octynawpiue B [llkony, mpoxoaar mepBuYHyr0 o0pabOTKy, PeTHCTpaIUIo,
IIPE/IBAPUTEIIBHOE  PAaCCMOTPEHME, Iiepefadyy pPYKOBOACTBY Ha pacCMOTpPEHHE, MEepeaaroTcs
UCIIOJHUTEIIAM U TOCIIe UCTIOJTHEHUS MOMEIIAI0TCA B Jena.

4.1.5. Ilpuem u nepBuyHasi 00pabOTKa TOKYMEHTOB OCYILECTBIISICTCS ceKpemapem u (Uiu) auyom,
OMBEeMCMBEHHBIM 3 8e0eHUe 0eJIONPOU3BOOCTNEA.

4.1.6. Cexpemapo yuebnot yacmu u (uiu) 1uyo, omeemcmeeHHoe 3a eederue 0elonpou3s00cmad,
MPOBOJAMT: TPOBEPKY MPABWIBHOCTH aJpPECOBAHMS TOCTYMAIOIUX JTOKYMEHTOB, MPaBUIbHOCTH
JIOCTaBKM M KOMIJIEKTHOCTHU JOKYMEHTOB; COPTUPOBKY TOKYMEHTOB Ha MOJIEKaIINE U HE MOJIekKaIINe
perucTpanum.

4.1.7. Tlony4yeHHblE KOHBEPTHI C KOPPECHOHJEHIUEH BCKPHIBAIOTCS, MPU 3TOM IPOBEpSETCS
HAJIM4YUE BJIOKEHWI, a TakKe YKa3aHHBIX B JIOKYMEHTaX MpHIOKeHWH. B cimyuae mnoBpexneHus
YIAKOBKU U BJIOKEHUH MO0 OTCYTCTBHSI IIPUJIOKEHUIN COCTaBISETCS akT B JIBYX 3k3eMIuLsipax. OnuH
HK3EMILISAP aKTa HAMPABISETCS] KOPPECIIOHIEHTY, BTOPOM MPHOOIIAETCS K MOCTYMUBIIEMY JOKYMEHTY.

4.1.8. OmuboYHO mMpHUCIaHHAs KOPPECTOHICHIIMS TEPEChUIaeTCS MO TMPUHAJIC)KHOCTH, €CIIH
M3BECTEH aJpec moiydyaTesns. B mpoTHBHOM ciiyyae KOPPECTIOHACHIIHS BO3BPAIAETCS OTIPABUTEINIO.

4.1.9. KoHBepTbl OT MOCTYNAKOUIEH KOPPECIOHACHIIMM COXPAHAKTCA W NpWIararorcs K
JOKYMEHTaM JIMIIb B TOM Cly4ae, KOr/a TOJbKO [0 HUM MOYKHO YCTAaHOBUTH aIpeC OTIPABUTENS WU
KOIJla JaTa MOYTOBOI'O IITEMIIEIS MMEET 3HAUeHHE B KaueCTBE JI0KA3aTeIbCTBA BPEMEHU IOTYYECHHUS
JOKYMEHTA.

4.1.10. CneuuaqucToM HE BCKPBIBAIOTCA KOHBEPTHl MHCEM C HAAMNUCBIO <WIM4YHO». OHU
NepearoTCs 10 Ha3HAUYEHUIO

4.2. llpenBapure/ibHOE PACCMOTPEHUE TOKYMEHTOB

4.2.1. Cekpemapv u (unu) nuyo, omeemcmeeHHoe 3a GedeHue O0elonpou3so0cmed, TPOBOIUT
MIPE/IBAPUTEIILHOE PACCMOTPEHHUE TOKYMEHTOB B LIEJSX BBIJEICHMSI U3 BCErO0 MAacCHMBa IOCTYMUBIIEH
KOPPECIIOHICHIIMH JJOKYMEHTOB, TPEOYIOLINX 0053aTEIbHOTO PAaCCMOTpeHust AUpekTopoM LIIKobI.

4.2.2. OcHOBaHUEM U1 MPUHATHSA PEIICHUS B XOAE MPEABAPUTEIIBHOTO PACCMOTPEHUS SIBISCTCS
coJiepXKaHue IOKyMEHTa, a He a/ipeCOBaHUE JOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHHUKY.

4.2.3. Pe3ynbTaToM MNpeIBapUTEIBLHOIO PACCMOTPEHUS SIBISETCS HAMNpPaBJICHUE JOKYMEHTa
nupektopy IIKonbl WM JOMKHOCTHOMY JIMILy B COOTBETCTBMM C YycTaHoBieHHbIM B Illkone
pacopenenieHueM O00s13aHHOCTEH MEXAY IUPEKTOPOM M JOJKHOCTHBIMHU JIMIIAMH JJIi BBIHECEHUS
YKa3aHusl 110 UCIIOJHEHUIO TOKYMEHTA.

4.3. Perucrpauusi 10KyMeHTOB

4.3.1. [Ilepegaua JOKYMEHTOB HAa PErUCTPALMIO MPOU3BOJUTCA TOJBKO TMOCIE HUX
MIPEIBAPUTEIIHLHOTO PACCMOTPEHUSI.



4.3.2. Peructpanuu mojiexar BCe JOKYMEHTBI, TPEOYIOIINe yueTa, UCTIONHEHUS, UCTIOIb30BAHHUS
B CIIPAaBOYHBIX IIEJISIX, KaK TOCTYMAOIIWE W3 JPYrUX OpPraHU3alWii W OT YaCTHBIX JUIl, TaK M
oOpa3yrommuecs B AesTelbHOCTH LIIKOIBI, M pErucTpUPYIOTCS HE3aBUCUMO OT cIoco0a UX JTOCTAaBKH.

4.3.3. K moxymeHTaM, HE MOJICKAIIUM PETHCTPALlUU, OTHOCSTCS JOKYMEHTHI, HE TpeOyromme
UCTIOJTHEHUS U HE cojeprkaiue nHPOpMaIlui, UCTIONb3YeMOW B CIIPABOYHBIX IEJISX: IPUTITACUTEIbHBIE,
MO3/IpaBUTEIBHBIC TMHUCHhMa, TEJIErpaMMBbl, OWJIETHI, TUIAHBI, MPOTPAMMBI CEMHUHAPOB, KOH(]EpeHIHiA,
CUMIIO3UYMOB U JIPYITUX TOJOOHBIX MEPOMPUSATUH, MOKYMEHTBl IO OyXTaJTepCKOMY Y4erTy,
MaTepuaIbHO - TEXHUYECKOMY 00ECIIeYeHH0, TUIaHOBBIC, (PMHAHCOBHBIE TOKYMEHTHI, IMOCTYyMaroIme 6e3
COMPOBOAUTENILHOIO MHChMA, PEKJIaMHbIE JIOKYMEHTBI, KOMMEPUECKHE MPEMAJIOKECHHS, I€YaTHbIC
W31aHus, yHu(GUIMpOBaHHbBIE (POPMBI U OJIAHKH JOKYMEHTOB H JIp.

4.3.4. ]JloKkyMEHTBI, MOAJEXKAIIUE PErUCTPALMU, PETUCTPUPYIOTCS B JKypHaJl€ pPETUCTPALUU
BXOJIALINX TOKYMEHTOB (Tpriioxenne No 12) B IeHb MOCTYIUIEHUS — B CITy4ae MOCTYIUIEHUS! JOKYMEHTa
B pabodee BpeMsi; Ha CIEAYIOIIUN pabounii 1eHb — B CiIydae MOCTYIUICHHUs JOKYMEHTa B Hepabouee
BpeMsI; HE3aMEeJIUTENBHO — ¢ OTMEeTKaMH «CpodHO», «OTniepaTuBHOM.

4.3.5. Ha nokymeHrtax, noctrynarommx B azapec Llkonbl, B HM)KHEM NpaBOM YIJy JIHLEBOH
CTOPOHBI MEPBOr0 JUCTA JOKYMEHTAa MPOCTABIAETCS PETUCTPALMOHHBIN IITAMI C yKa3aHUEM JaThl U
MOPSIZIKOBOTO PETUCTPAIIMOHHOTO HOMEpA.

4.4. PacnipeneJieHne MOCTYNAONIUX JOKYMEHTOB

4.4.1. Tlocne peructpaiuu JOKyMEHTHI IEpEeIAtOTCsl HAa paccMoTpenue aupextopy LIkomns.

4.4.2. Tlocne paccmoTpenust nupeKTopoM [1IKOIbI TOKYMEHTBI BO3BPAIAIOTCS CeKpemapio u (uau)
JUYY, OMBEMCMEEHHOMY 3d 8e0eHUe 0e1onpousso0cmed, il MePEeHECEHHs YKa3aHUN M0 MCIIOIHEHUIO
JOKYMEHTa B JKypHaJl PETUCTPAllUM BXOISAIIMX JOKYMEHTOB. B COOTBETCTBHM C yKa3aHUSIMU 10
WCIIOJTHEHUIO TOJJIMHHUK JOKYMEHTAa HamnpaBisieTcs: paOOTHUKY, SBISIOMIEMYCS OTBETCTBEHHBIM
UCIIOJTHUTENIEM, a COUCIIONHUTENSAM HAMpaBisSIOTCAd KOMHHM JOKYMEHTOB (€CIH HMEITCS), O YeM
NenaeTcsl OTMETKA B KypHAJIe PETUCTPAIIU BXOSAIINX TOKYMEHTOB.

4.4.3. DNeKTpOHHbIE COOOIICHHS, TOChUIA€Mble TIO DSJIEKTPOHHON TMOYTE, HUCHOIHSIIOTCS
AQHAJIOTMYHO JIOKYMEHTaM Ha OyMa)KHBIX HOCHTEISX C YYETOM OIPEICIICHHON crienn(UKH B TPOIEcce
UCTIOTHEHUSI.

4.5. Iopsiaok 06padOTKU M MPOXO0KIEHUSA UCXOASIINX U BHYTPEHHHUX JOKYMEHTOB

4.5.1. Tlopsimok MOATOTOBKH UCXOSIINX TOKYMEHTOB BKJIIOYAET B ce0si pabOTy MO COCTaBICHHUIO
IIPOEKTa JOKYMEHTA, COTJIACOBaHUIO, MMOAMUCAHUIO (YTBEPIKIIEHUIO) U OTIIPABKE.

4.5.2. Jlo mepenayu JOKyMEHTa Ha MOJIUCH HCIOTHUTENh JOJDKEH MPOBEPHUTh €r0 COACpKAHUE,
MPaBUILHOCTh OOPMIICHHSI, HATMYNE HEOOXOMUMBIX BU3 U MPUIIOKECHHUH. JIOKyMEHT IpencTaBiIseTCst
Ha MOAMNKUCH BMECTE ¢ MaTepUalaMH, HA OCHOBAaHUU KOTOPBIX OH TOTOBUJICS.

4.5.3. BHyTpeHHHE AOKYMEHTHI O(GOPMIISIOTCS W HCIOJHSIOTCS (MCHOJB3YIOTCS) B Mpejenax
[Tkomel.

4.5.4. BHyTpeHHUE TOKYMEHTHI (JIOKJIaJHbIE 3alMCKHU, CIIPABKHU, CBOJIKH U Jp.) pacCMaTpPUBaIOTCA
TEMH JIOJDKHOCTHBIMM JIMLIAMH, KOMY OHM HaIllpaBJICHBI.

4.5.5. OTBeTcTBEHHbIE 3a JAEIONPOU3BOJICTBO IEpe] clauyeld KOPPECIOHAECHLUUU Ha OTIPaBKY
JOJKHBI 00s3aTENIbHO TPOBEPUTH MPABUIBHOCTH €€ odopMIIeHHsS M aapecoBaHus. KoHBepToBaHHE
KOPPECTIOHICHIIMH M IPYTUX MOYTOBBIX OTIPABICHUN MTPOU3BOIUTCS CTPYKTYPHBIMHU TOIPA3ICICHUSIMHI
[TkomeI.

4.5.6. Peructpamus OTIHpaBISIEMBIX JIOKYMEHTOB OCYIIECTBISETCS B JI€Hb HX MOIIUCAHUS
(YTBepKIeHUs) WM Ha CIEAyIIIuid pabodwii IeHb. PerucrpallMioHHBI HOMEpP OKYMEHTa W JaTa
perucTpaly IMpPOCTABIAIOTCA Ha MOMJMHHHUKE JOKYMEHTa B pEKBU3UTax OJaHKa U Ha KOIHH,
ocrtatouieiics B aene [Ikonel. CripaBOYHBIM anmapaToM JJisi HCXOASIINX JTOKYMEHTOB SIBJISIETCS JKypHAJ
PETUCTPAIMH STHX JTOKYMEHTOB (riprioskenne No 12).

4.5.7. OTnpaBKy UCXOJSIIUX TOKYMEHTOB IPOU3BOIUT cekpemaps U (U1u) 1Uyo, 0meemcmeeHHoe
3a eedeHue Oenonpouzeoocmea. CpouHass KOPPECHOHIAEHIUA O(QOpPMIISIETCS U OTIPABIACTCS
HE3aMEIUTEIBHO cekpemapem u (Uiu) Tuyom, OmeemcmeenHblM 3a 8e0eHue 0elonpou38o0Ccmaa.

4.5.8. Cexpemapv u (unu) auyo, omeemcmeeHHoe 3a eoeHue O0elonpou3s00cmaed, MpoBepseT
MPABIWIBHOCTh O(OPMIICHUS HUCXOMSIIUX JIOKYMEHTOB, MPOU3BOAUT COPTUPOBKY JOKYMEHTOB IO
croco0y JOCTaBKM KOPPECIOHACHIIMU aJpecary (mpocTas, 3aKa3Has, MEXIyHapoaHas U 1p.).
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HenpaBuibHo oopMiIeHHbIE TOKYMEHTHI U KOPPECHOHACHIUS HECIy>KeOHOro XapakTepa K OTHpaBKe
HE MPUHUMAIOTCS ¥ BO3BPAIIAIOTCS JIUITY, TOJTOTOBUBIIIEMY JOKYMEHT.

4.5.9. Ormpasnsemas IO IIOYTE KOPPECHOHJEHLMS IPOXOIUT YIAKOBKY, aJpECOBAHUE,
MIPOCTaBJIEHHE CTOMMOCTH MOYTOBBIX YCIYT U Mepeady Ha OTIPABKY B MECTHOE OTJIEJICHUE CBA3H.

4.5.10. Ha 3aka3Hyi0 KOPpPECIOHJCHIIMIO, Ha JOKYMEHThI C TOMETKOH «Jlis ciyxkeOHOro
MOJIb30BAaHUS» COCTABIISIETCSI PEECTp, KOTOPBIM 3aTeM BO3BpAIIACTCS CeKpemaplo Y4eOHou uacmu u
(unu) nuyy, omeemcmeeHHOMY 3a 6edeHue 0elonpousso0cmad, ¢ PaclucKod pabOTHUKOB MOYTOBOTO
OTAEIICHUSI CBSI3H WJIM UHOTO JINIA, 00ECTICYMBAIOIIETO OTIPABKY IOKyMEHTOB.

4.5.11. Ilepenada ¢ UCMOJIL30BAHUEM CPENCTB (DAKCHMHIILHOM CBSI3U JOKYMEHTOB, COAEPIKAIINX
CIIy)keOHYI0 HMH(QOpPMAIMI0 OTPaHUUYEHHOTO pACIpPOCTPaHEHHsS, B TOM YHCIEe C MOMeTKoH «Jlis
CIIy’)KeOHOTO TI0JIb30BaHMsI», HE paspemaetcs. Kateropuuecku 3amperiaercsi rnepegada Mo CpeacTBaM
(baKkCUMUIIBHON CBSA3M CEKPETHBIX TOKYMEHTOB.

4.5.12. C ucnonbp3oBaHuEM CpeACTB (AKCUMHIBHOW CBS3M MOTYT OBITH NEpelaHbl MaTepHajbl
TEKCTOBOTO,  TaOJIMYHOTO WM  rpaduyecKoro  XapakTepa, HCIOIHEHHBIE  TUIOTPadCKUM,
MAIIMHOMMCHBIM WJIM PYKONHMCHBIM CIIOCOOOM B UYEPHOM WM TEMHO-CHUHEM I[BET€ C UYETKUM H
KOHTPACTHBIM H300pa’keHHeM (TepBbIE DK3EMIULIPHl WJIM HMX KCEpOKONMH) Ha Oeynoi Oymare c
MUHHMAJIBHOH BBICOTOH OyKkB U 1udp 2 mm. O0beM nepenaBaeMoro B TEYEHHE OJHOTO CeaHCa CBS3H
JIOKYMEHTA, BBITIOJTHEHHOTO Ha Oymare gopmara A4, He JOKEH NMPEBbHIIIATh MSATH JINCTOB.

4.5.13. OTBETCTBEHHOCTh 3a COJEpKaHHe HWHPOpPMAIMH, MepelaBaeMON C HCIIOIb30BAHHEM
CpelncTB (aKCHUMUIBHOW CBSI3M, BO3JaraeTcsi Ha MCIIOJHUTENS, MOATOTOBUBIIETO (akcorpammy Aiis
nepenaym.

4.6. Oco0eHHOCTH PadOTHI C JTEKTPOHHBIMHU JOKYMEHTAMM

4.6.1. B lllkone co3naroTcst U UCTOIb3YIOTCS:

— DJIGKTPOHHBIE JOKYMEHTBI, CO37aBacMble B DJIEKTPOHHON ¢dopMe Oe3 mpeaBapuTeIHLHOrO
JOKYMEHTUPOBaHHS HAa OyMa)KHOM HOCHUTEIIE;

— DIIEKTPOHHBIE 00pa3bl IOKYMEHTOB, MOJYYCHHbIE B pPe3yabTaTe CKAaHMPOBAHHS TOKYMEHTOB U
XpaHsAILIUECs B CUCTEME 3JIEKTPOHHOTO IOKYMEHTO000POTa.

4.6.2. TlpueMm u OTHOpaBKa AJIEKTPOHHBIX JTOKYMEHTOB OCYIIECTBIISIOTCSI OTBETCTBEHHBIM 3a
BeJieHue JienonpousBoicTa B [lIkorne.

4.6.3. DJeKTpOHHBIE JOKYMEHTBI CO3/Jal0TCs, O0OpabaThIBAIOTCS M XpaAHATCS B CHCTEME
ANEKTPOHHOIO JOKyMeHTooOopoTa I1Ikombl.

4.6.4. DJEKTPOHHBIA JOKYMEHT JOKEH ObITh O(OopMIEH MO OOIMM  IpaBUiIaM
JeITOTIPOU3BOACTBA U IMETh PEKBU3UTHI, YCTAHOBIICHHBIC I aHAJIOTMYHOTO JIOKYMEHTa Ha OyMa)KHOM
HOCHUTEIIe, 3a UCKIIYEHUEM OTTHUCKa neyaTu W u3oOpaxenus ['ocynapcrBenHoro rep6a Poccuiickoii
denepanuu.

4.6.5. i moaTBepKIEHUs MOAIMHHOCTU 3JIEKTPOHHBIX J0KyMeHTOB B IlIkone mcmonb3yroTcs
AJIEKTPOHHBIE TH(pOBBIE TOAMHCH. Vcmonb3yemble CpeacTBa AJIEKTPOHHOW ITU(PPOBOW MOIIHCH
JOJKHBI OBITH CEPTU(UIIMPOBAHBI B YCTAHOBICHHOM TOPSIKE.

4.6.6. EnuHuueil y4era JJEKTPOHHOIO JIOKYMEHTa SIBISETCS ODJIEKTPOHHBIM JJOKYMEHT,
3aperUCTPUPOBAHHBIN B CHCTEME 3JIEKTPOHHOTO JOKYMEHT0000poTa ILIK0bl. DNEKTPOHHBINA JOKYMEHT,
MMETOIINH TIPUIIOKEHHSI, PETUCTPUPYETCS KaK OJIMH JOKYMEHT.

4.6.7. Tlocne OTHOpaBKU 3JIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO 3JIEKTPOHHOW TMOAMUCKHIO
YIOJIHOMOYEHHOTO JOHKHOCTHOIO JIMIA, AOCBUIKM aJpecaTy ero KOmuu Ha OyMa)KHOM HOCHTele, Kak
NpaBUio, HE TpedyeTcs, 3a HUCKIIOYCHHEM OTBETOB Ha OOpalleHHs Tpa)<i1aH, HOCTYHMUBIIHUX IO
MH(OPMaLIMOHHO-TEJIEKOMMYHHUKAIIMOHHBIM KaHajaM, Ha KOTOpBIE 3asBUTENIO JAaeTcs NHUCbMEHHbIN
OTBET, HAIPABJISIEMBbIil 110 TIOYTOBOMY a/IpECy, YKa3aHHOMY B 0OpaIlieHHH.

4.6.8. NcnonHeHHbIE AJIEKTPOHHBIE JTOKYMEHTHI CUCTEMATU3UPYIOTCS B JieJla B COOTBETCTBUH C
HoMeHKJIaTypoir aen LLKoasl M MHIEKCHPYIOTCS B TOpSJIKE, YCTAHOBIEHHOM B OTHOLICHHM /€7,
COCTaBJICHHBIX M3 JOKYMEHTOB Ha OyMmakHOM Hocutene. [Ipu cocTaBieHMM HOMEHKJIATYphI /el B
3aroJIOBOK JIejia BKIIIOYAETCS YKa3aHue « DJIEKTPOHHBIC JOKYMEHTBI».

4.7. UadopmannoHHas 0e30MacHOCTb



4.7.1. Wudopmanmonusie pecypcsl Illkonel mo goctymy (BO3MOKHOCTH HCIIOJIB30BAaHUS)
MOAPA3ACIAIOTCS Ha OTKPBHITYI0 (0OMIETOCTYIHY0) HWHGOPMAIUIO, CIYXeOHYr0 HHHOPMAIIO |
MH(POPMALIHIO OTPAHUYCHHOTO PACIIPOCTPAHEHHUS (JIOCTYTIA).

K kareropumu oTkpeITOil HHpOpPMALIK OTHOCUTCS MHPOpPMAIMS, coAepKalasics B JOKYMEHTaxX U
6a3ax nanHbIX LLIK01bI, HEMOCPEACTBEHHO 3aTParuBaloOIlas IpaBa u UHTEPECHl TPaKAaH.

K kareropuu ciry:xe0HOI HH)OpMAIIK OTHOCUTCS HH(GOPMAIIHS, COEPIKAIIAscs B JOKYMEHTaX U
6a3ax manubix I[llkonbl, mpenHasHaueHHAs JUIA JOJDKHOCTHBIX JHMIl U paboTHuKoB Illkomel, mpu
BBINTOJIHEHNH WMH CBOMX (YHKIIMOHAIBHBIX OOSI3aHHOCTEW, HE 3aTparuBarollas HANpsSMYyI TpaBa U
MHTEPECHI TPaXKAaH M HE OTHOCAMIAACA K KATETOPUHU OIPaHMYEHHOTO pacpoCTpaHeHHs (10CTyIa).

K «kareropum wH(}OpManuu OrpaHUYEHHOTO PaCHpOCTpaHEHHUs (IOCTyMa) OTHOCHUTCS
uHpOpMalKs, COJAEpKallascs B JOKYMEHTaXx M 0a3ax JaHHBIX, BKIIOYAIOIAs CBEICHHA
KOH(UICHIIMAIBHOTO XapaKTepa.

Bes undopmanus, comepxkamascs B AOKyMEeHTax W 0a3ax maHHbIX IlIKojibl, Mo yMmMoI4aHUIO
ABIIAETCA OTKPBITOM u oOmienoctynHoil. VckitoueHue cocraBiseT HHGOpMalus, OTHECEHHas K
KaTeropusiM CITy>)KeOHOM U OTPaHHMYEHHOTO PACIIPOCTPAHEHUS (IOCTyMa).

4.7.2. Jloctyn mosp3oBaTeseii kK HHGOPMAIIMK OTPaHUYMBAETCS ITyTEM OTHECEHUSI MHPOpMaINK K
COOTBETCTBYIOIICH KaTerOpMM M HAJOKEHHEM Ha HEE COOTBETCTBYIOIIETO TIpuda OTrpaHUYCHUS
pacnpocTtpanenusi. MHdopMmaius orpaHu4eHHOTO Joctymna cHabOxaetcs rpudom «/Ins cimyxeOHOTO
TIOJIb30BAHUSY.

[IpaBoM oTHeceHuss HHOpPMALMM K KATETOPUM OrPAHUYCHHOTO JIOCTyNa W HaJOKEHUs
COOTBETCTBYIOIIETO Iprda 00s1agaeT aBTop JOKYMEHTA 110 COTJIACOBAaHUIO ¢ JUpeKkTopoM I1IKobL.

JlokymeHTHpOBaHHas  MH(OpMAIMs  OrPAaHUYEHHOTO  pacmpocTpaHeHuss 0e3  CaHKIUU
JOJDKHOCTHOTO  JIMIIA, YCTAHOBUBIIETO PEXHUM OTPAHWYCHHOTO PpACHPOCTPAHEHHS JJsl JIaHHOTO
JOKYMEHTa, HE TOJUIeKUT pasriamieHuto (pacmpoctpanenuto). IIpemocTaBieHne MOIb30BATEISIM
JOCTyNa K JaHHOW WH(OPMAIMKM OCYIIECTBISIETCS WCKIIOUUTENFHO IO COTJIACOBAaHUIO C YKa3aHHBIM
JOJKHOCTHBIM JIMIIOM TTYTEM MOJa4l COOTBETCTBYIOIICH 3asBKH.

JIOIDKHOCTHBIE JIMIA, TPUHSBINKE pelieHne o0 OTHeceHHH WH(pOpMaluu, 3a(hUKCHPOBAHHOH B
JOKYMEHTE, K KaTerOpuM OrPaHUYCHHOTO pacClpOCTPaHEHHUs, HECyT OTBETCTBEHHOCTh 3a
00OCHOBAaHHOCTb PUHSTOTO PEIICHHUS M €r0 COOTBETCTBHE ACHCTBYIONIEMY 3aKOHOIATEIIbCTRY.

4.7.3. Jluunele [nena pabOOTHUKOB, JMYHBIE KAPTOYKU pPAOOTHUKOB, TPYIOBBIE KHIKKH
pabOTHUKOB, TPUKA3bl 1O JIMYHOMY COCTaBY IOJDKHBI XPaHUTBCS @ celihe unu 8 Memaiiuieckom
wragy.

bnanku TpyZOBBIX KHHKEK 110 Mepe HEOOXOAUMOCTH BBIIAIOTCSI OTBETCTBEHHOMY JIMILY KaJpOBOM
CIIy’KObI. 3alucu B TPYIOBOM KHHXKKE MOJMUCHIBACT pyKogooumenb Kaopogou cayucovr OO. Ywuer,
XpaHeHHE W BbIJAdy OJAHKOB CTPOTOW OTYETHOCTH: IUILIOMOB, BKJIQJBINIEH K HUM, CBHIIETEIHCTB,
yIOCTOBEPEHHI BECT 3amecmumens oupekmopa. biianku XxpaHsrcs 6 cetige.

4.7.4. YcraHOBKa H OKCIUTyaTallusi MPOTPAMMHOTO OOECIedYeHUs, TOJYyYeHHOTO W3 JIIOOBIX
UCTOYHUKOB U BBINOJHSIOMIETO (YHKIMH, HE CBA3aHHbIE HEMOCPEACTBEHHO C BBINOJIHEHUEM
pabOTHUKAMU CBOMX JOKHOCTHBIX 00sI3aHHOCTEH, KATErOpUYECKH 3aIlpeleHa.

4.7.5. Bea mpencraBiieHHas B 3JIEKTPOHHOM Buze uH(popmanus, nocrynatomas B Llkomy, B
00513aTEIbHOM TIOPSI/IKE MTOJICIKUT MTPOBEPKE aHTHBUPYCHBIMHU CPEICTBAMH.

4.7.6. DnekTpoHHasl IOYTa MOXKET HCIIOJIB30BaThCS I0JIb30BATENSIMU TOJIBKO JJIsi OOMEHa
nH(popManrel, OTHOCSIICHCS K KaTErOpUH OTKPBITOM M CIY)KEOHOW. 3ampenieHo HCIoJb30BaTh
AJIGKTPOHHYIO TOYTy JJs Mepenadyd HHGOpMAIMM, OTHOCSINEHCS K KaTeropud OrPaHUYEHHOTO
pacnpocTpaHeHusl.

5. KoHTpoJIb 32 HCIIOJIHEHHEM 10KYMEHTOB
5.1. Opranuszanus KOHTPOJIS

5.1.1. Kontpomnto mojuiexar Bce 3aperHCTPHUPOBAHHBIE JOKYMEHTHI, TPeOYIOIIHe HCIOTHEHMUS.
KouTponb ucnosHeHUs TOKYMEHTOB BKJIIOYAET: y4Ye€T, IMOCTAHOBKY Ha KOHTPOJb, KOHTPOJb CPOKOB
UCTIOJIHEHUS, HETOCPEACTBEHHYIO IPOBEPKY XOJa HCIIOJIHEHUs, MPOBEPKY KadecTBa HCIIOJIHEHUS,
aHaJIU3 pe3yJbTaTOB UCIIOJIHEHUSI.



5.1.2. KoHTponb 3a HCIOJHEHHEM JIOKYMEHTOB YCTAHABIMBAETCS B IENAX OOecneueHus Hx
CBOEBPEMEHHOTO W KaueCTBEHHOTO HCIOJHEHHUS, TMOBBIIICHHUS YPOBHS OPTraHU3aTOPCKOW paboThl U
UCTIOJHUTEIIbCKOM TUCIUITIIMHBI.

5.1.3. IIpu mocTaHOBKE TOKYMEHTa Ha KOHTPOJIb HA IIPABOM BEPXHEM I10JIE€ JOKYMEHTA JIEJIaeTCs
OTMETKA 0 KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIOBOM (LITAMIIOM) «KOHTPOJIb)

5.1.4. KoHTpoI0 MOJIeKaT MPHUKA3bl, pEICHHUs] COBETOB, a TAKXKE JTIOKYMEHTHI, TOCTYMAIOINe Ha
nMs nupekropa IIkosnsl.

Opranu3zaniys KOHTPOJISI UCTIOJIHEHUS BKITIOYAET B ceO0sl:

— IIOCTAHOBKY JJOKYMEHTa Ha KOHTPOJIb;

— MOHUTOPHUHT UCIIOJIHEHUS KOHTPOJIbHBIX MOPYYEHUI JOKYMEHTOB;
— CHSITHE UCIIOJIHEHHOTO IOKYMEHTa C KOHTPOJI;

— HalpaBJIeHUE UCIIOJHEHHOr0 JOKYMEHTA B JIEJO.

5.1.5. PykoBoguTenu CTPYKTYPHBIX TOApa3fefieHuid 00sf3aHbl paccMaTpUBaTh COCTOSIHUE
UCTIOJIHUTENICKON TUCHMIUIMHBI [0 JOKYMEHTaM C nopydeHusmu agmuHuctpanuu Llkonsl, a Taxke
JOKYMEHTBI, TOCTYNHMBIIWE B aJpPEC CTPYKTYPHOTO MOJpa3ieieHus U TPeOYIOUIHe HCIIONHEHUS U
MOJrOTOBKH OTBETA.

5.1.6. JIOKyMEHT CUYMTaeTCs MCIIOJHEHHBIM, KOT/Ia PEIIeHBl OKOHYATEIHbHO BCE MOCTABICHHBIE B
HEM BOIPOCHI M COOJIIO/IEHBI CIEAYIOIINE CPOKU:
€CJIM B JOKYMEHTE IOCTAaBJIEH CPOK MCIIONIHEHUS — B YKa3aHHBIN CPOK;

JOKYMEHTBI 0€3 yKa3aHUsl CPOKa UCIIOJIHEHUS — 8 MECAYHbLIL CPOK;

€CJIM B JOKYMEHTE UMEETCS IOMETKA «CPOUHO» — 8 MpexOHesHblll CPOK;

NOpy4eHus 0e3 yKazaHusl KOHKPETHOH JaThl UCIIOTHEHUS — 8 MECAYHbII CPOK;,

C TIOMETKOH «orepaTtuBHO» — ¢ 10-0nesnuiil cpok;,

10 O0pallleHusIM IpaxkJaH, TPeOYIOUUM JONOIHUTEIBHOTO U3yYeHHUS U MIPOBEPKU, — 00 00OHO20 MecAayd
€O OHsl pecucmpayui, IO OCTATBHBIM — He Oosee 15 Onell.

Cpoxk ucuucnsgercs: B KaJleHJAapHbIX AHAX C AaThbl IOJMUCAHUSA JOKYMEHTA.

Ecnu mocnennuii 1eHh MCTIOTHEHUS TOKyMEHTa MPUXOIUTCS HAa HepaObo4Mid JI€Hb, OH TOIJICKUT
WCTIOJIHEHUIO B MPEALIECTBYIONUI eMy pabouunii 1eHb.

IIpu HE0OXOIMMOCTH MPOJUIEHUSI CPOKAa MCIOIHEHHS] JOKYMEHTa OTBETCTBEHHBIH HCIOIHUTEIH
NPEJCTABISAET HA UMsI TUPEKTOpA, ABLIEr0 MOpYYeHHE, MOTUBUPOBAHHYIO MPOCHOY O €ro MpOJICHUH
HE MO3/IHEE YEM 3a mpu OHA 00 UCMEYeHUsl YCMAHOBIeHHO20 CPOKA, C YEM CBOEBPEMEHHO MEPEAaeTCs
MHpOpMaLKs B IPUEMHYIO TUPEKTOPA.

5.2. llopsinoK CHATHS JOKYMEHTOB ¢ KOHTPOJISI

5.2.1. IOKyMEHTbl CHUMAIOTCSI C KOHTPOJIS, €CIIM PELICHB! ITOCTABICHHbIE B HUX BOIPOCH MU
aBTOpaM JIaH OTBET I10 CYIIECTBY.

[TpomeXyTOUHBIH OTBET, paBHO KaK M 3alpoc IO HCIOJHAEMOMY TOKYMEHTY WIM 4YaCTHYHOE
HCIIOJIHEHUE MOPYUYCHHUSI, HE SBJISIETCSI OCHOBAHUEM JUIsI IPU3HAHUS JTOKYMEHTA UCIIOJHEHHBIM.

5.2.2. CHATH TOKYMEHT C KOHTPOJISI MOXKET TOJIBKO JIOJKHOCTHOE JIMIIO, KOTOPOE MOCTaBHIIO €ro
Ha KOHTPOJIb.

5.2.3. OcHOBaHUEM JJIsl CHATHS C KOHTPOJI JIOKYMEHTOB € MOpydeHMsAMH Jaupekropa LIkoms
ABIIAETCA JOKYMEHT — OTBET, MNOJNUCAHHBIA ITUPEKTOPOM, €ro 3amMecTUTeseM, Jubo crpaBka 00
HCIIOJIHEHUU IOKYMEHTA 32 MOANNUCHIO PYKOBOAUTENS CTPYKTYPHOTO MOAPA3IEICHMUS.

6. Yuer u XxpaHeHue neyareii, iTaMInoB U 0J1aHKOB

6.1. O0s3aTenbHOMY y4YeTy MOAJEXKAT BCE BHAbI IeyaTel M INTAaMIOB, OJIAHKA CTPOroi
OTYETHOCTH, KOMaHIUPOBOUHBIE YIOCTOBEPEHHUS, CIIyKEOHBIE 3aJaHHsl, TPYJOBbIE KHUKKU.

6.2. Yder Bcex meuateil U mramnoB, uMeromuxcs B [llkone, BeneTcs B cnenuaibHOM KypHaie
(mpunoxerne Ne 13).

6.3. XKypHaisl ydyera BKIIOYAIOTCS B HOMEHKIATYPY Ael. JIMCThI MX HyMEpYIOTCS, MPOIINBAIOTCS
Y OII€YaThIBAIOTCS.

6.4. IleyaTy ¥ MWITAMIIBI TOJKHBI XPAHUTHCS B ceii(ax MM METAITMUECKUX MKadax.

6.5. OTBETCTBEHHOCTh 3a XpAaHEHHE M MCIOJIb30BAaHUE IeyaTel, ILITaMIIOB HECyT JIUIIA,
OTBETCTBEHHBIE 3a BEJICHUE JIEJIONPOU3BOJICTBA.
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6.6. YHuuTOKEeHHEe OJaHKOB MPOM3BOJUTCA MO aKTy C OTMETKOM B COOTBETCTBYIOIIUX JKypHAIax
ydera.

6.7. IleyaTy ¥ IWITAMIBI YHUUTOXKAIOTCS 110 AKTY.

6.8. [lpoBepka Hamuuusi Te4YaTeH, IMTAMIIOB W OJIAHKOB, a TaKXe MOPSAAKAa WX XpaHEHUs W
HCIIOJIb30BAaHUS IIPOU3BOAUTCS KOMUCCUEN HE pEXe OJHOIO pas3a B IOJ OJAHOBPEMEHHO C IIPOBEPKOM
COCTOSIHUS JI€TIOTIPOU3BO/ICTBA.

7. CocTaBiieHHEe HOMEHKJIATYPbI eI

7.1. HoMeHknaTypa Jeil — CUCTEMAaTH3UPOBAHHBIN IEpeueHb 3arojoBKOB (HAMMEHOBAaHUM) Jed,
3aBoauMbIX B IlIKkoie, ¢ ykazaHueM CpOKOB UX XpaHEHHUs, 0(OPMIICHHBIN B YCTAHOBJIEHHOM HOPSIJIKE.

Homenkiatypa nen mnpeaHasHaueHa MJis TPYNINHUPOBKUA HUCHOJHEHHBIX JIOKYMEHTOB B Jiefa,
CUCTEMATH3allUM M YYeTa JIeJl, OIpPEAEICHUS CPOKOB WX XPAHEHUS M SIBISIETCA OCHOBOW IS
COCTaBJICHUS OMHUCEN Jesl MOCTOSHHOTO U BpeMeHHoro (cBbimie 10 jer) XpaHeHUs, a Takke Ui ydera
nen BpeMeHHoro (710 10 JieT BKIIOYUTENBHO) XpaHEeHHUS.

7.2. Tlpm cocTaBlieHMM HOMEHKJIATypbl JE€J CIEAYEeT PYKOBOJCTBOBAThCS ycTaBoM IlIkonsl u
MIOJIO)KEHUSIMU O €ro CTPYKTYPHBIX MOJPa3JeJIEHUsAX, IITATHBIM PAacIUCaHUEM, IIJJAHAMHU U OTYETAMHU O
paboTe, MepeuHs MU JOKYMEHTOB C YKa3aHHEM CPOKOB HUX XpaHEHHUs, HOMEHKJIATypaMu el 3a
MPEIIeCTBYIONME ToAbl. M3ydaloTcss JOKyMEHTHI, 0Opasyromuecs B fesaTenbHocTH LIKombl, UX BB,
COCTaB U COJIEp>KaHUE.

7.3. Homenxinatypa nen Illkosbl cocraBisieTcss paOOTHUKOM, OTBETCTBEHHBIM 3a OpraHU3alUIO
JeNIONPOU3BOACTBA M apxuBHOoe neno B Illlkome, cormacoBbiBaeTCs C TMOCTOSIHHO JIE€WCTBYIOIICH
skcriepTHOM komuccued Lllkomnbl, yTBepaknaercs AUPEKTOPOM M BBOAMTCSA B JIEHCTBUE C 1 siHBaps
CJIETYIOILIEro roJa.

7.4. B rpade 1 HOMEHKIATYphI J€J MPOCTABISIOTCS WHIEKCHI KaXXIOTO Jeja, BKIIOYEHHOTO B
HOMeHKIaTypy. MHnekc aena coctout u3 ycranosieHHoro B [lIkone mudpoBoro odbo3naueHus (komaa) u
MOPSIKOBOTO HOMEpPA 3arojioBKa Jieja Mo HoMeHkiartype. MHpaekcsl nen o0o3HayaroTcsi apaOCKUMU
uudpamu.

Hanpumep: 12-05, tne 12 — kon, 05 — MOpSIKOBEI HOMEp 3aroyioBKa Jeiia B pasjene
HOMEHKJIATYpHhI JE.

7.5. B HOMEHKIaType J1eJ1 pEKOMEHIYETCS COXPAHATh OJUHAKOBBIE MHIEKCHI JJISI OTHOPOAHBIX JIE;
JUTSL TIEPEXOASIIIIUX JIET UHICKC COXPaHAETCS.

7.6. B rpady 2 HOMEHKJIATYpPHI JieJ BKIIIOYAIOTCS 3aroJIOBKH Jied (TOMOB, YacTei). 3arojoBOK
Jiena 4eTKo, B 00001eHHON (hopMe OTpakaeT OCHOBHOE CO/IEpKAHHME U COCTaB JOKYMEHTOB Jea.

OcHOBOM 111 HavMEHOBaHMs (3arojioBKa) JeN SIBISIOTCS BOIPOCHL, OTpa)kaloUlue 3agadyu M
¢ynkumu  lkonel. HaumeHoBaHMS JOMONHAIOTCA yKa3aHHMEM poja 3aBOJMMOIO Jeja WU
Pa3HOBUAHOCTH IOKYMEHTOB (IIOCTAHOBJICHUS, PACIIOPSXKEHUS, IPUKA3bl, IPOTOKOJBI U T. 1.).

Ecnu neno, BKkiIO4aeMO€ B HOMEHKIATypy [€Jl, COCTOMT M3 OJMHAKOBBIX BMJIOB WU
Pa3HOBUAHOCTEH JOKYMEHTOB, B 3arojlOBKE TaKOro Jejla YKa3blBaeTCs HAUMEHOBAaHUE BUJOB
JNOKYMEHTOB, HantpuMep «IIpukasbl 10 OCHOBHOM €ATEIBHOCTI.

He pexkomenpayercsi ynoTpeOyaTh B 3arojioBKE Jejla HEKOHKPETHbIE (OPMYIMPOBKH, a TaKXKe
BBOJIHBIE CJIOBA U CJI0KHBIE 00OPOTHI.

Ecnu neno Oyner cocTosiTh M3 HECKOJIBKMX TOMOB WJIM YacTed, TO COCTaBiseTCs OOLIuit
3arojIOBOK JieJia, a 3aTeéM IpU HEOOXOIMMOCTH COCTaBISIOTCS 3arojOBKHM KaXKIOro ToMma (4acTu),
YTOUHSIOLINE COepKaHUe 3aroJIoBKa Jiena.

Ilopsinok pacronokeHus 3arojJOBKOB JI€J BHYTPU PA3ZeiIOB U MOAPa3esioB HOMEHKIATYPHI J1€]
OTIpE/EIISIETCS CTENEHBI0 BAXXHOCTU TOKYMEHTOB, COCTABIISIIOIIMX Jiea, M UX B3aUMOCBs3bl0. B Hauane
pacrnojiaratoTcs 3arojlOBKU JI€Jl, COJAEp)KallluX OpraHU3alMOHHO-PACIOPAIUTENBHYIO TOKYMEHTALUIO.
3aroyIoBKH JIeJ1 MOTYT YTOUHSTHCS B mpoiiecce GopMUpoBaHus U 0GOpMIICHHUS .

7.7. I'paca 3 HOMEHKIATYPHI A€T 3aMOTHSAETCS IO OKOHUYAHUU KATCHIAPHOTO TO/a.

7.8. B rpade 4 ykazwpiBaeTCs CpOK XpaHEHHs J€Jla, HOMEpa CTaTed MO MEePedyHI0, a MPHU €ro
OTCYTCTBUH — I10 TUIIOBOM WJIM IPUMEPHON HOMEHKJIAType JEl.

Cpoku XpaHEHHUs, YKa3aHHbIE B IMEPEUHSX, SIBISAIOTCS 00s3aTENIbHBIMHM, M COKpAllleHHE HX He
nomnyckaercsi. PaspemaeTcsi XpaHUTh JOKYMEHTBI CBBIIIE YCTAaHOBJIEHHOI'O CpPOKa, €CIIM B TOM €CTh
MpaKTH4ecKas HEOOXOAUMOCTb.



7.9. B rpade 5 «IIpumedanuey» yka3bIBalOTCS HA3BaHUS MEPEYHEH TOKYMEHTOB, UCTIOIb30BAHHBIX
P OIpEENICHUN CPOKOB XPAHEHHUS JIeJl, MPOCTABIIAIOTCS OTMETKU O 3aBEICHUU e (B TOM UHCIE B
AJIEKTPOHHOM BHJIE), O NEPEXOAALIUX JelaxX, O BbIACICHUU €]l K YHHUTOXKEHHUIO, O JHUIax,
OTBETCTBEHHBIX 32 (hopmupoBanue e (rpuioxenne Ne 14).

7.10. Ecnu B Teyenue ronaa B llIkose BO3HMKAIOT HOBBIE TOKYMEHTUPOBAHHbBIE YUYACTKU PaOOTHI,
Ha HUX (POPMHUPYIOTCS COOTBETCTBYIOLIUE JeJia, OHU JOTOJHUTEIBHO BHOCSTCS B HOMEHKIATypy. s
BHOBb 3aBOJAMMBIX JI€J1 B KQXJIOM pa3jiesie HOMEHKJIATYphl OCTaBISIIOTCS Pe3€pPBHBIE HOMEpA.

[lo oxoHYaHHMM TOAa B KOHILIE HOMEHKJIATYphl JAeNl AENIaeTCsl MTOTOBas 3alluCh O KOJUYECTBE
3aBE/ICHHBIX /1€ (TOMOB).

[opsimox pacmonoxeHus 3aroJOBKOB JIeJT BHYTPH Pa3zesioB U MOJpa3esioB HOMEHKIATYPHI J1e]
OTIPEEIIAETCS CTENEHbIO BaXKHOCTH JIOKYMEHTOB, COCTABISIOLINX JI€N1a, U UX B3aUMOCBs3b0. BHavaie
pacrnojiaraloTcs 3arojloBKH JIeJl, COJAEp)KalllUX OpraHU3alMOHHO-PACIIOPAIUTENBHYIO TOKYMEHTAIIUIO.
Jlanee pacrionaratoTcsi 3arojoBKH JI€J1, COAEPKAIUX IIJIaHOBBIE U OTUYETHBIE JOKYMEHTHI, U T. 1.

7.11. Pa3 B maTh yiet HoMeHkJatypa Aen [lIkosbl cornacoBbIBaeTCS C 3KCMEPTHO-TIPOBEPOYHOM
komuccueit (nanee — 1K) YnpasneHus nenamu npaBUTEIbCTBA DHCKOM 001acTH. B ciyyae KOpeHHOTO
u3MeHeHus QyHKUUH u CcTpyKTypbl llIKonbl OHa MOANIEKHUT TMEPECOCTABICHHUIO, COTJIACOBAHUIO H
YTBEPKACHUIO HE3aBUCUMO OT CPOKA €€ COTJIaCOBAHMUS.

7.12. CTpyKTypHBIC TOJpA3JCICHUS €XETroAHO, He To3aHee 15 HOosAO0ps Tekymero roaa
pa3padaThIBaIOT MPOEKT HOMEHKJIATYPHI A€l CBOETO MOpa3iesieH s Ha cieayromuii rog Homenkmarypa
Jen  CTPYKTYpHOTO  TOApA3AeNeHHs]  COCTaBIsIeTCS  JUIIOM, OTBETCTBEHHBIM 3a  BEJICHUE
JICIIONPOU3BOJICTBA  CTPYKTYpPHOTO  TOAPA3JEICHMs,  COIJIACOBBIBA€TCS U IOAIMUCHIBAETCSA
PYKOBOAMTENEM CTPYKTYPHOTO MOApa3AeieHUs] U TMPEACTaBIsSeTCS pPaOOTHUKY, OTBETCTBEHHOMY 3a
OpraHM3aIHIo JIEJIONPOU3BOICTBA U apxuBHOE eino B [lkorne.

OTBETCTBEHHOCTh 32 OPTaHU3AIMI0 CBOEBPEMEHHOT'O COCTABIIEHUS HOMEHKJIATYphI JIeJl BO3Jaraercsi Ha
PYKOBOAMTENEH CTPYKTYPHBIX MOAPA3AEICHUIM.
8. ®opmupoBanue u opopmiieHue aesa

8.1. ®opmupoBaHHe el — IPYyNNUPOBKA HCIOIHEHHBIX JOKYMEHTOB B JI€Jla B COOTBETCTBUH C
HOMEHKJIATYpOil 1e1 ¥ CUCTeMaTH3alusl TOKYMEHTOB BHYTPH JIeTa.

8.2. lena B llIkose popMUpPYIOTCS B CTPYKTYPHBIX MOAPA3AEICHUSX.

8.3. UcnonHeHHbIe JOKYMEHTHI JOJDKHBI B 10-IHEBHBIM CPOK CHaBaThCS UCIOIHHUTEIEM JIHILY,
OTBETCTBEHHOMY 3a BEJICHUE JIEJIONPOU3BOJCTBA B CTPYKTYPHBIX MOJAPA3EICHUAX, AJ11 (OPMUPOBAHUS
ux B jgena. Homep gena, B KOTOpoe MOJDKEH OBITh MOIIIUT JOKYMEHT, OMpEAesseT PYKOBOAHUTEIh
CTpyKTypHOTO mnofpasjaeneHust [IIkoasl Uiy UCHIOTHUTENh B COOTBETCTBUM ¢ HOMEHKJIaTypol nen. Ha
JOKYMEHTE NpOCTaBIAOTCS OTMeTKa «B geno Ne...», MOANKUCH HUCIOIHUTENS WIM PYKOBOAMTEIA
CTPYKTYPHOTO MO/Ipa3/ieJIeHHs, JaTa.

JIOKyMEHTBI BHYTpPH Ji€JIa PacioJiaraloTcs B XpOHOJOTUYECKON MOCIIE10BATEIbHOCTH.

8.4. KoHTposb 3a NpaBUILHOCTHIO (DOPMHUPOBAHUS JEJI OCYIICCTBIISIETCS OTBETCTBEHHBIM 3a
apxus [IIkomnsI.

8.5. Ilpu popmupoBanuu aen HEOOXOIUMO COOIOIATH CIEAYIONINE OOIUe MIpaBuiIa;: MOMEIIATh B
JI€J0 TOJIbKO HMCIOJIHEHHBIE JOKYMEHTBI B COOTBETCTBMU C 3aroJIOBKaMu [l 10 HOMEHKIATYpE;
IpyNNUpoBaTh B €10 JOKYMEHTHI OJIHOTO KaJleHAApHOTO TOAa; pa3lelbHO TPYINIUPOBAaTh B Jeia
JOKYMEHTBI MTOCTOSIHHOTO M BPEMEHHOI0 CPOKOB XpaHEHUs; MOMEIaTh B JieJla KCEPOKONMUH (Pakcos,
TeneoHOrpaMM Ha OOIIMX OCHOBAHMSIX; B JI€J0 HE JOJDKHBI MMOMEIAThCS JOKYMEHTHI, MOJJIexkKallne
BO3BpaTy, JUIIHHUE 3K3EMIUISPHI, YePHOBUKH: M0 00BEMY JI€TI0 HE JOJDKHO MpeBbImaTh 250 TUCTOB WK
4 cm. Ilpu Hanmuuuu B efie HECKOJIBKUX TOMOB (4acTel) MHIEKC U 3arojoBOK JeJia MPOCTaBISIOTCS Ha
Ka)KJIOM TOME C JIOOABICHUEM «TOM 1», «TOM 2% (IIOCIICTHUA).

8.6. PacnopsautenpHble JOKYMEHTbl TPYNIHUPYIOTCS B Jejda IO BUAAM B XPOHOJOTHYECKOM
MOPSIIKE C OTHOCALIUMUCS K HUM IPUIIOKCHUSIMHU.

VYcTaBpl, MOJIOKEHUS, WHCTPYKIHUH, YTBEP)KIEHHBbIE pACHOPAIUTENIbHBIMU JIOKYMEHTAMU,
SIBJISIFOTCS IPWJIOKEHUSIMU K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU JIOKYMeHTaMu. Eciu ke oHn
YTBEPKACHBI B KAYECTBE CAMOCTOSATEIBHOIO JOKYMEHTA, TO UX TPYNIHUPYIOT B CAMOCTOATEIbHbBIC JIeTa.

[Ipuka3pl MO0 OCHOBHOW JEATEIBHOCTH TPYNIHUPYIOTCS OTAEIBHO OT MPUKA30B IO JIMYHOMY
COCTaBYy.
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[Ipuka3sl MO JUYHOMY COCTaBYy TPYNIHPYIOTCS B Jiella B COOTBETCTBUU C YCTAHOBIICHHBIMHU
CpPOKaMHU UX XpaHEHUS.

IIpoTokosibl B A€ii€ PaclonararoTcss B XpOHOJOTMYECKOM IOPSAJKE 10 HOMEpaM. JJOKyMEHTHI K
MIPOTOKOJIaM, CTPYIIIIUPOBAHHBIE B OT/I€JIbHBIE JI€J1a, CACTEMATU3UPYIOTCS 10 HOMEpam MPOTOKOJIOB.

VYTBepKACHHbIC IJIaHbI, OTYETHI, CMETHI, JIMMHUTbI, TUTYJIbHbIE CHHCKH WU JpPyrue JOKYMEHTHI
IPYNIHUPYIOTCS OTAENIBHO OT MPOEKTOB.

JIOKYMEHTBI B JINYHBIX JIeJIaX PACIOIaratTcs Mo Mepe UX MOCTYIICHHUS.

[lepenucka Tpynmupyercs B paMKax OJHOTO KaJeHJApHOro roja M CHCTeMaTH3HpPYeTCs B
XPOHOJIOTUYECKON MOCIEA0BATEIBHOCTH: TOKYMEHT — 3aIIPOC — TOKYMEHT — OTBET.

8.7. Hena Illxonsl momnexar OG(GOPMIICHHIO TPH WX 3aBEJCHUM W TI0 3aBEPIICHUH TOJa.
OdopmienHne nena — MOATOTOBKA Jella K XPaHEHUIO BKIIIOYAET B Ce0sl KOMIUIEKC paboT MO OMUCaHUIO
nena Ha OOJIOXKKE, TOAIIMBKE, HyMEpalWu JIMCTOB M COCTABJICHUIO 3aBEPUTENIBHOM HAJIUCH.
Odopmiienne nen npoBOAUTCS PaOOTHUKAMM CTPYKTYPHBIX mozpasaenenuii 1Ikonsl, B 00s13aHHOCTH
KOTOPBIX BXOJUT 3aBelieHHe U (HOpMHUpPOBAHHE J€J, MPU METOIUYECKON MOMOIIM U IOJ KOHTPOJEM
apxuBa [lIkomsbl.

8.8. B 3aBUCHUMOCTH OT CPOKOB XpaHEHHS MMPOBOAUTCS MOJHOE WIIM YACTUYHOE OOPMIICHHE JIEI.
[TomHOMY OGOpPMIICHUIO MOMAJIEKAT JeNia MOCTOSHHOTO, BpeMeHHoro (cBeime 10 ser) xpanenus (1O
JUYHOMY COCTaBYy, JIMYHBIE Jella YBOJIGHHbIX paOoTHukoB). [lomHoe odopmienue nena
IIpelyCMaTpUBAET:

— TNOJIIIMBKY UM TBEPBIN NEPETIET Jea;

— HyMepaluio JINCTOB B JIETIE;

— COCTaBJICHUE JINCTA-3aBEPUTEIIS;

— COCTaBJIEHME B OCOOBIX ciydasx (mpu OQOpPMIIGHHUHM JHWYHBIX JeJN, Ui y4deTa 0c000 IIEHHBIX
JOKYMEHTOB) BHYTPEHHEH OINUCH JOKYMEHTOB JI€Ja;

— BHECEHHE HEOOXOIMMBIX YTOYHEHHH B PpEKBU3HUTHI OOJOXKKH Jena (yTOYHEHHE Ha3BaHUS
MoIpa3/iesieHns, MHAEKCa U 3aroJI0BKa Jiefia, 1aThl JeNa U Jp.).

8.9. Jlema Bpemennoro (mo 10 er BKIIOYUTEIHHO) XPAHEHHUS TMOMJICKAT YACTHIHOMY

odopmiienuto. Jlomyckaercs:

— XpaHUTH Jiea B CKOPOCIIUBATEIAX;

— HE MPOBOJUTH MEPECUCTEMATH3AIINIO TOKYMEHTOB B JEJIE;
— JIUCTHI Jie1a HE HyMEpOBaTh;

— 3aBEpPUTEIIbHBIC HAIITUCU HE COCTABIIATE.

8.10 JlokyMeHTBI, HOJIeKallie MOTHOMY O(OPMIICHHIO, MOJIIMBAIOT HAa YEThIpE MPOKOJa B
TBEPJYI0 00JIOKKY U3 KAPTOHA UJIH MEPEIJICTAI0TCS C YU€TOM BO3MOXKHOCTH CBOOOHOTO UTEHUS TEKCTa
BCEX JOKYMEHTOB, JaT, BU3 M pe3oirouuil Ha HuX. [Ipu moAaroroBke nen K MOAUIMBKE (IEPEIIETy)
METaJUIMYECKHE CKperyIieHus (CKOOBI, CKpENKH) U3 JOKYMEHTOB yJaudloTcsa. Jlena moCTOSHHOTO
XpaHEeHus, COCTOALINE U3 HEPOPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEPJbIX MamKax ¢ Tpems
KJIaIlaHaMU U C 3aBSI3KaMU.

[Ipu Hanuuuu B jAesie HEBOCTPEOOBAHHBIX JMYHBIX JOKYMEHTOB (TPYIOBBIX KHIXKEK U JIp.) 3TU
JOKYMEHTBI BKJIQJIbIBAIOTCS B KOHBEPT, KOTOPBIA 3aTeM MOJMIMBaeTcs B 3To jAeno. Ilpu Hanmmuum
0O0JIBIIOTO KOJMYECTBAa TAKMX JOKYMEHTOB OHUM MOTYT M3BIMAaThCA M3 JI€d, U HAa HHUX COCTaBIISIETCS
OTJENbHAsSL OIIUCH.

B koHI1e Kax/10r0 Aea noIUIMBaOTCs YUCThIe O1aHKu (GOpM 1S 3aBEPUTEIHLHON HAAMHCH.

8.11. B nensx obecriedueHusi COXpaHHOCTH U 3aKPEIUICHUs MOPSAKA PACIIONIOKEHHS JOKYMEHTOB,
BKJIFOUEHHBIX B JI€JI0, BCE JIUCThI, KPOME 3aBEPUTENILHOT0, HyMEPYIOTCS apaOCKUMU udpamMu B IpaBoM
BEpXHEM YTy, HE 3a/IeBasi TEKCTa JJOKYMEHTA, IPOCTHIM I'pa)uueCKUM KapaHJAIlIOM WIH HyMEpPaTOpOM.
Ynorpebnenue yepHWI U IBETHBIX KapaHJalled uis HyMepaluu JIMCTOB 3amperiaercs. BHyTpeHHss
OIIUCh UMEET CAMOCTOATEIbHYIO HyMEPALUIO.

JlucTbl e, COCTOSMMX U3 HECKOIBKUX TOMOB WM YacTel, HyMEpPYIOTCS 10 KaXJIOMY TOMY WU
4acTH OTJIEJIBHO.

dotorpadun, yepTexu, JMarpaMmbl U Ipyrue WILTIOCTPATUBHbBIC U CIIEHU(UIECKUE TOKYMEHTHI,
NPEJCTABISIONINE CAMOCTOATENBHBIM JUCT B Jejie, HyMEpYIOTCS Ha OOOpPOTHOW CTOpOHE B JIEBOM
BEpPXHEM YTITy.



CrnoxeHHBII JUCT pa3BOpAaYMBAECTCd M HYMEPYETCS B NPAaBOM BepxXHeM yriy. IIpum aToM muct
moboro Qopmara, MOAMIMTHIA 3a OJMWH Kpail, HyMepyeTcs Kak OJMH JIMCT; JIUCT, CJIOKEHHBIH U
MOJLIMUTBIN 33 CEPENUHY, TIOJUIEKUT MEPELINBKE U HYMEPYETCS KaK OJIMH JIMCT.

[lopmnTeie B J1€710 KOHBEPTHI C BIIOKEHUSMH HYMEPYIOTCS; IIPU 3TOM BHayajie HyMEpyeTcs
KOHBEPT, a 3aTEM OUYEPEIHBIM HOMEPOM Ka)KJ10€ BJIO)KEHHUE B KOHBEPTE.

[lonmurtele B Aell0 JOKYMEHTHI C COOCTBEHHOM HyMepaluel JHUCTOB (BKIIOYas IeYaTHbIE
U3JJaHKs) MOTYT HyMEpOBAThCs B OOIIEM MOPSIIKE MM COXPAHATh COOCTBEHHYIO HyMEpalHio, €M OHa
COOTBETCTBYET MOPSAKOBOMY PACIIOJIOKEHUIO JIUCTOB B JIEJIE.

B cnywasx oOHapyxeHuss OONbpIIOr0 dMciaa OMKMOOK B HyMepaluH JIMCTOB Jiela B
JEJONPOU3BOJICTBE MPOBOAUTCS UX HepeHymepauus. [Ipm nmepeHymepanuu JIMCTOB CTapble HOMEpa
3a4EepKUBAIOTCS OJAHOW HAKIIOHHOW 4YEPTOM M PSAAOM CTABUTCS HOBBIM HOMED JIMCTA; B KOHIIE Jeia
COCTABJISIETCSl HOBAas 3aBEpPUTENIbHAs HAANKWCh, IPU HTOM CTapas 3aBEpUTENIbHAs HAIIUCh
3aUEpPKUBAETCs, HO COXPAHSETCS B JAEIIE.

8.12. Jlmsa ydera KOJIMWYECTBAa JIMCTOB B Jelie M (DUKCAIUA OCOOEHHOCTEH WX HyMepaluu
COCTAaBJISIETCSl 3aBEpUTENIbHAs Haanuch Jena. OHa cocTaBiseTcss B Jejie Ha OTACIBHOM JIUCTE —
3aBepUTENie Jeia. 3aBepuTelibHas HAAMUCh COCTaBIIACTCS II0 yCTaHOBJICHHOW ¢opme. Bce
MOCJIEAYIOIUE M3MEHEHUS] B COCTaBE M COCTOSIHMM Jiena (TIOBPEXKIEHHS, 3aMeHa IOJJIMHHBIX
JIOKYMEHTOB KOIUSIMHU, TMPUCOECTUHEHUE HOBBIX JTOKYMEHTOB M T.J.) OTMEYAIOTCS B 3aBEPUTEIHHON
HAJIIMCH CO CCBIJIKOM Ha COOTBETCTBYIOIIMM aKT.

8.13. O6mosxKa AeN MOCTOSTHHOTO, BpeMEeHHOT0 (cBbIle 10 JeT) XpaHeHUs U TI0 TUIYHOMY COCTaBY
oopmitsieTcst o yctaHOBIeHHOH (opme (nipriioskenne Ne 16).

Ha 06noxke e mocTOSHHOTO XpaHEHHs BBEPXY MpeyCMaTpUBAETCs] MECTO JJIi HAUMEHOBAHMUS
rOCYJapCTBEHHOTO apXWBa, B KOTOPBIM OHU OyayT MepelaHbl, a Takke apXMBHOTO MH(pa B MPaBOM
BEPXHEM U JIEBOM HWKHEM YTIJIax.

[Tpu odopmnernn o610KKH nen HauMeHoBaHHE LIIKOIBI yKka3bIBaeTCs MOJHOCTHIO 10 YCTaBy, B
MMEHUTEIILHOM MaJIeXke, COKpaIlIeHHOE Ha3BaHHE — B CKOOKaX.

OO0s13aTeNbHBIMU PEKBU3UTAMHU OOJIOKKH Jiea SIBISIETCS YKa3aHHWE KOJIMYECTBA JIUCTOB B JIETIE,
KOTOpPOE€ TPOCTABIISAECTCS Ha OCHOBAHMU 3aBEPUTEIHHON HAJIUCH JeNa, M CpOKa XpaHeHHUs Jena (Ha
7eNiaX MOCTOSTHHOTO XPAHEHUS! MHUILIETCS: «XPAHUTh TOCTOSTHHOY), KOTOPBIH NMEPEHOCUTCS Ha OOJIOKKY
Jiena U3 HOMEHKJIATYphI IOCJIE CBEPKHU €ro M0 CPOKaM XPaHEHHUS B MIEPEUHE.

8.14. Jlns yueTa TOKyMEHTOB ONpPEEIIEHHBIX KaTerOpHil 1eJ MOCTOSHHOTO U BPEMEHHOTO (CBBILIE
10 neT) xpaHeHHUs, y4eT KOTOPBIX BBI3bIBACTCS CHEIU(PUKON MaHHON AOKYMEHTAIMH (JTUYHBIC [ena,
0Cc000 IIEHHBIE), COCTABIISICTCS] BHYTPEHHSSI OMUCH IOKYMEHTOB JIeJIa.

BHyTpeHHIOIO ONUCh HEOOXOAMMO TaKXe COCTAaBJISATH B JejaX IMOCTOSHHOIO U BPEMEHHOI'O
(cBbimie 10 neT) xpaHeHus, cCQOPMUPOBAHHBIX MO PAa3HOBUIHOCTSAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX
HE PacKpbIBaIOT KOHKPETHOE COAEP/KAHUE TOKYMEHTOB.

BHYTpeHHSIsS ONHCh COCTABIISCTCS HAa OTAEIBHOM JICTE MO YCTAaHOBJICHHOH (opme (rpriioxenne
Ne 17), koTopasi COOEPKHUT CBEACHUS O MOPSIKOBBIX HOMEpaxX JOKYMEHTOB JieNla, UX MHJEKcaX, JaTax,
3aroJIoBKax U HOMEpax JIMCTOB JIeJa, HA KOTOPHIX PACIOI0XKEH KaX bl TOKYMEHT.

K BHyTpeHHEei#l onucu J1eia coCcTaBIsIeTCsl UTOrOBasl 3alUCh, B KOTOPOU YKa3bIBaeTcs LU(ppaMu u
MIPOIKUCHIO0 KOJIMYECTBO BKJIIIOUEHHBIX B HEE€ IOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEN OINHUCH.

BHyTpeHHss ONUCH IOANUCHIBAETCS €€ COCTABUTENEM C YKa3aHHWEM JIOJDKHOCTH, IOJINCH,
pacmu@poBKY NOJMUCU U HYMEPYETCsI B JIeJI€ OTACIbHO.

9. Opranmn3anus ONepPaTHBHOI0 XPAHEHHUS JOKYMEHTOB

9.1. C momeHTa 3aBelieHHs U 10 nepenadu feia B apxuB IIkosbl gena XpaHSITCs MO MECTY HX
(bOopMUPOBaHUS — B CTPYKTYPHBIX MOAPA3ICTCHUSIX.

PykoBoauTenu CTpyKTYpHBIX MOApa3ieIeHU U pabOTHUKHU, OTBEYAOIIKE 32 JI€IONPOU3BOJICTBO,
00s13aHBI 00ECTIEYNBATh COXPAHHOCTh JIOKYMEHTOB U JIE]I.

C 1esbro MOBBIIIEHUS ONEPATUBHOCTH MOMCKA TOKYMEHTOB JI€j1a PACIOJIaraloTcs B COOTBETCTBUU
C HOMEHKJIaTypOH JIell.

Ha xopenikax 065105keK J1e1 YKa3bIBalOTCsl MHIEKCHI JIE] 10 HOMEHKJIAType.

K nmoxymeHTamM BpeMEHHOTO XpaHEHUSI OTHOCSTCS JOKYMEHTHI CO CPOKOM XpaHeHus He Ooree 10
JIET U XPaHATCS MO MEeCTy X (OPMUPOBAHMS B CTPYKTYPHBIX Mojipa3enenusx. [lena BpemeHHoro (1o
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10 7er BKIIOYUTENHHO) XpaHEHUS B apXWB HE IMepefaroTcs M IOAJEeKAaT YHUYTOXKEHUIO B
YCTaHOBJIEHHOM HOPSIKE.

3aBeplICHHBIE [I€a TOCTOSHHOIO U JOJroBpeMeHHOro (cBbiiie 10 J€T) CpPOKOB XpaHEHHs
XpaHsATCs [0 MECTY UX (pOpMUPOBaHUS B TE€UEHUE JIBYX JIET, a 3aTeM claroTcs B apxuB LLIkosbl.

Jlena BpPEMEHHOTO CpOKa XpaHEHUS XpaHATCS MO MeCcTy HX (OpPMUPOBAaHUS B TEUCHUE
YCTaHOBJIEHHBIX HOMEHKJIATYpOM el CPOKOB.

9.2. Beigaua e, 03HAKOMJIGHHE C JOKYMEHTaMH, HaXOISAUIMMHUCS HA ONEPATUBHOM XPaHEHUU
CTPYKTYpHOM TMojpasjenaeHuu, padotHukam IIKkoasl Mpou3BOAUTCS C pa3pelieHuss PyKOBOJACTBA IO
pacIuCKy B )KypHaJe ydeTa BbIaul JOKYMEHTOB U3 apxuBa (ripusioxenne No 18).

Jlena BeIIAlOTCA BO BPEMEHHOE 0JIb30BaHUE PaOOTHHUKAM CTPYKTYPHBIX MOJpa3AeIeHUN Ha CPOK
He Oonee onHOro mecsna. [locnme ucTeueHUs] yKa3aHHOTO CpoOKa JeNI0 JOJDKHO ObITh BO3BPAILICHO Ha
MECTO €r0 XpaHEHHUSI.

9.3. N3paTHE NOKYMEHTOB W3 JEJl IOCTOSSHHOTO XPAaHEHHUs JOIYCKAeTCsl B HMCKIIOUUTEIbHBIX
ClIlydasx, IO 3ampocaM KOMIIETEHTHBIX OPraHOB M IIPOM3BOAMTCA C IHCBMEHHOIO pPa3pelICHUs
nupextopa LIIKomsl ¢ ocTaBlIeHUEM B Ji€/i€ 3aBEPEHHOM KOMMU JOKYMEHTA M aKTa O INpUYMHAX BblAAud
MOIJIMHHUKA.

9.4. CamocTosTENbHOE YHUUYTOKEHUE JOKYMEHTOB B CTPYKTYPHbIX mojapaszzaeneHusx lIIkosbr
3aIpenaeTcs.

9.5. PaGOTHUKM CTPYKTYpPHBIX TOJpa3JeNeHUil HECyT OTBETCTBEHHOCTh 3a COXPaHHOCTh
MOCTYMUBUIMX K HUM JIOKYMEHTOB U aKKypaTHOE 0OpalieHle C HUMHU.

10. ITopsinok mepenaym JOKYMEHTOB HA XpaHeHHe B AaPXHB IIKOJIbI

10.1. B apxuB IlIxons! nepeaaroTcs aeina mMoCTOSHHOTO, BpeMeHHOTO (CBbime 10 jeT) XpaHeHus 1
10 TMYHOMY cocTaBy. Mx nepenaya npou3BOIUTCS IO OMMCSIM JE.

3aKOHYEHHBIE JIEJONPOU3BOJCTBOM Jlejla OCTOSHHOTO, BpeMEeHHOro (cBbime 10 jeT) xpaHeHus U
10 IMYHOMY COCTaBY I1OCJI€ OKOHYaHUS KaJeHJIapHOIro rojia, B KOTOPOM OHHU OBLIN 3aBEJCHBI, TOJIEKAT
o(opMIIeHHIO B COOTBETCTBUHU C HAcTOsIIEH MHCTpyKLuMel u nepenatorcs B apxuB Illkonel uepes aBa
roja Iocjie OKOHYaHUS MX JenonpousBojacTBoM. Ilpuem ocymectBiasercs 10  Tpaduky,
COITIACOBAaHHOMY C DPYKOBOJIMTEISIMH CTPYKTYPHBIX MOJPA3ACICHUN U YTBEPKICHHOMY IUPEKTOPOM
[IIxobr.

10.2. B nepuox NOArOTOBKM CTPYKTYPHBIMH MOIpa3lEelICHUAMH J€l1 K Iepeaade B apXuB
OTBETCTBEHHBII 32 apXHB MPEIBAPUTEIHHO MPOBEPSIET MPABUIBHOCTD UX (HOPMUPOBAHUS, OPOPMIICHHS
Y COOTBETCTBHME KOJIMYECTBA JI€JI, BKIIIOUEHHBIX B OIIUCh, KOJIMYECTBY JI€]1, 3aBEACHHBIX B COOTBETCTBUU
C HOMEHKJIaTypoii. Bce BbIsSIBIEHHBIE TPU MPOBEPKE HETOCTATKH OTBETCTBEHHBIE 32 I€TIONPOU3BOICTBO
NOJpa3/ieleHusl 00s13aHbl YCTPAHUTb.

10.3. IlpmeM Kaxaoro Jena TIPOU3BOAUTCA OTBETCTBEHHBIM 3a apXWB B IPUCYTCTBUU
OTBETCTBEHHOIO 3a JIEJIONPOU3BOICTBO CTPYKTYPHOT 0 oApaszaeieHus. Ha sak3emMIuipax onucu npoTus
Ka)KI0ro Jiejia, BKJIIOYEHHOTO B HEe, JIeJIaeTCsl OTMETKA O HAJIMYMHU Jiesia. B KOHIe KaXKA0ro 3K3eMIusipa
OIUCH YKa3bIBAIOTCS LIU(PpaMU U MPONUCHI0 KOJIHMUECTBO (PaKTHUECKU NMPHUHATHIX B apXUB JIeJ], HOMEpa
OTCYTCTBYIOLIUX JI€JI, JaTa MpHeMa-reperayu Jell, MOANNCH OTBETCTBEHHOrO 3a apXuB U paOOTHHKA,
IIepelaBIIero Aea.

10.4. Jlena B apXuB AOCTaBJSIIOTCS paOOTHUKAMU CTPYKTYPHBIX HOJIpa3IesIeHUH.

10.5. [lena BpeMeHHOTO cpoka XpaHeHus (10 10 JeT BKIIOYMTEIbHO) XPAHATCSA B CTPYKTYPHBIX
MOAPA3JCICHUAX M II0 HCTECYCHHH CPOKOB XPAaHEHUS BKIIOYAIOTCA B AaKTBl O BBIJEICHUH K
YHUUTOXKEHUIO JOKYMEHTOB, HE NOJUIEKAIUX XpaHeHu0. OHM MOTYT II€peNaBaThCsl B apXUB TOJBKO B
UCKIIIOYUTENIBHBIX CiIy4asx o pemenutro aupekropa Ilxoser. Ilepemaua ux ocymiecTBisieTcs IO
OIIUCAM.

10.6. B caywae JIMKBUAAUMHU  CTPYKTYPHOI'O  MOJPA3/ACIICHUS  OTBETCTBEHHBIM  3a
JeTIOTIPOU3BOCTBO B TEUEHUE JIBYX MECALIEB C MOMEHTA JIMKBUJALMU MOJpa3aesieHust GOpMUPYET Bce
UMEIOIUECs JOKYMEHThl M nepenaeT B apxuB IIIKkoibl HE3aBUCMMO OT CpPOKOB XpaHEHUs; IIPU
peopranuszanuu [1Ikosbl TOKyMEHTHI EpeatoTCs 10 aKTy NpueMa-nepeadu MpaBoNpeeMHUKY WU IPU
OTCYTCTBHH ITPABOIIPEEMHHUKA — B TOCY1apCTBEHHBIN apXUB.

11. DkcnepTH3a HEHHOCTH JOKYMEHTOB
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11.1. OxcnepTu3a IIEHHOCTH TOKYMEHTOB — N3Y4YE€HHE JOKYMEHTOB HA OCHOBAaHUM KPUTEPHUEB UX
LEHHOCTH B LEJSIX ONpPENEeIeHHs CPOKOB XpaHEHHUS TOKYMEHTOB M OTOOpa MX Ha TOCyAapCTBEHHOE
XpaHEHHUE.

11.2. DkcnepTusa HeHHOCTH TOKyMeHTOB B llIkone Ha cramuu aenonpou3BOACTBA MPOBOAUTCS:
IPpU COCTABJICHUHM HOMEHKJIATYpHI Jied; B mIporecce (GOpMUPOBaHHS €I M MPOBEPKU MPABUIBHOCTU
OTHECEHHUsl JIOKYMEHTOB K JieJlaM; MpH MOJATOTOBKE JAeNl K MOCJIEeNyIOIeMy XpaHEHHUIO; B apXuBe B
IIpOLIECCE TIOATOTOBKY HA FOCY/1apCTBEHHOE XpaHEHHUE.

11.3. Jlma opraHu3anuy U MpOBEAEHUS dKCIEPTHU3bl LIEHHOCTH TOKyMeHTOB B IlIkone co3nmaercs
MIOCTOSIHHO JIEUCTBYIOIIAs SKcepTHast komuccus (nanee — JK).

11.4. ®ynxkuuu u mpaBa DK, a Takxke opraHusanus ee¢ paboThl ONMpPEaeNsIeTCsl MOJ0KESHUEM,
KOTOpOE YTBEPXKAAETCS JAUPEKTOPOM IIKOJIbI U (miau) coriacoBeiBaercst ¢ DIIK Vnpasnenue oenamu
npasumenbcmea IHCKoU ooracmu.

11.5. OxcnepTusa HEHHOCTH JOKYMEHTOB IIOCTOSIHHOTO U BPEMEHHOTI'O XPaHEHUS OCYIIECTBIISAETCS
€XKEroJJHO B CTPYKTYpPHBIX mojapaziaeneHusx LlIkonsl HEmOCpencTBEHHO JULAMHU, OTBETCTBEHHBIMHU 3a
JIEIONPOU3BOJICTBO, COBMECTHO ¢ DK IpM HENMOCpPEeACTBEHHOM METOAMYECKOM pPYKOBOJICTBE apXuBa
[ xobI.

11.6. OtGop MOKYMEHTOB IJsi TIOCTOSHHOTO XpPaHEHHUs TPOBOJUTCS B COOTBETCTBUU C
HOMeHKJIaTypoi aen IIIkomibl, THIOBBIMU M BEJOMCTBEHHBIMU NMEPEUYHSIMHU JOKYMEHTOB C yKa3aHHEM
CPOKOB UX XpaHEHUs IyTeM NOCTPAaHUYHOTO MPOCMOTpa JIEN.

B nenax mMOCTOSIHHOTO XpaHEHUS MOIJIEKAT U3BATUIO TyOJETHBIE HK3EMIUISIPHI JTOKYMEHTOB,
YEepHOBUKHU, HEO(OPMIICHHBIE KOTTUHU IOKYMEHTOB U HE OTHOCAIIMECS K HUM JIOKYMEHTBI.

Hena ¢ ormetkoit «OIIK»/«3K» moaBepraroTcss Takke TMOJUCTHOMY IPOCMOTPY C IIEIbIO
OTIpEe/ICNICHUS U BBIJICJICHUS U3 UX COCTaBa JOKYMEHTOB, MTOJIEXKAIUX IOCTOSTHHOMY XpaHeHuto. [lena ¢
ormeTkoit  «OIIK»/«3K», coxepxkamme  JOKYMEHTHI  IOCTOSHHOTO  XpaHEHHS,  MOJJIeKaT
nepeopMupoBaHuio. BelleneHHble M3 HMX  COCTaBa  JIOKYMEHTHI  IOCTOSIHHOTO — XpaHEHUs
MPUCOSIUHSIOTCS K OJHOPOAHBIM JeTaM B 0(OpMIISIOTCA B CaMOCTOSITENbHbIE eia. CpoKu XpaHEHUs
7eN,  COAEpXkallluX  OCTaBIIMECS JOKYMEHThl BPEMEHHOI'O  XpaHEHMs, OIpEeAeNsioTcs 10
BEJOMCTBEHHOMY (M THIIOBOMY) TMEpPEYHIO JOKYMEHTOB C YKa3aHHEM CPOKOB HX XpaHEHHUS U
HOMeHKnatype nen. IloammuBka BHOBb CQOPMUPOBAHHBIX J€1 HPOU3BOAUTCA TOJIBKO MOCIE
3aBEPILICHUS SKCIIEPTU3bI IECHHOCTH JTOKYMEHTOB.

OnHOBpPEMEHHO C OTOOPOM JOKYMEHTOB IOCTOSSHHOTO M BpeMEHHOTro (cBbiiie 10 jeT) XpaHeHUs
Ui TIepeayd B apXUB B CTPYKTYPHBIX MOJpa3AeNieHUSX MPOBOAUTCS OTOOp AeN U JOKYMEHTOB
BpeMeHHOro (o 10 mneT) XpaHeHus, NONJIEKAIUX JalbHEUIIEMY XpaHEHUI0O B CTPYKTYPHBIX
MIOZIPA3JCIICHUSAX, BBIJCJICHUE K YHHUYTOXKEHHUIO €Nl 3a IMPEAbIAYIIHE TOJbl ¢ UCTEKUIMMHM CpOKaMH
xpaHeHus. Ilpu 3ToM y4yuTBIBalOTCS OTMETKM B HOMEHKJIAType Jnen «Jlo MHUHOBaHMS HaJOOHOCTH»
(AMH), «IIpu ycnoBuu 3aBeplieHus: IPOBEPKU (PEBU3UMN)» U T. II.

[TapannensHO TpOBEpSETCS KAYECTBO M IMOJHOTA JACHCTBYIOIIEWM HOMEHKIaTypbl Aen IIkonsl,
IIPABWJIBHOCTh OIPENEIEHUS] CPOKOB XPAaHEHUs IEJl, 3aBEICHHBIX B COOTBETCTBUM C HOMEHKJIATYypOU
7eJ1, COOI0ICHUE YCTAaHOBIIEHHOTO MOPsiiKa 0(pOopMIIEHUS! JOKYMEHTOB U (POPMUPOBAHUS JIE.

11.7. ApXxuB NpOBOJUT SKCHEPTU3Y LIEHHOCTH JIOKYMEHTOB IPHU OTOOpE UX Ha rocyaapCcTBEHHOE
XpaHeHHue MOoJ HEMOCPEICTBEHHBIM METOAMUYECKUM PYKOBOJACTBOM MYHMIIMIIAJILHOTO apXuBa CyObeKTa
Poccuiickoit denepauuu.

11.8. B ciyyae oOHapyXeHHsS B TPOIECCE MPOBEACHHUS SKCIEPTU3BI IIEHHOCTH JOKYMEHTOB B
apXuB€ HEAOCTa4d JOKYMEHTOB IIOCTOSIHHOI'O XPaHEHHUS COOTBETCTBYIOIIMMHU CTPYKTYPHBIMU
nozpaszzaeneHusaMu LKosbl JOKHBI ObITh IPUHSITHI MEPHI 110 PO3BICKY ATHUX JOKYMEHTOB.

Crpyxtypable noapazaencHus Lkonbl o0s3aHBI CHCTEMAaTHYECKH ONMCHIBATH JOKYMEHTHI IO
JUYHOMY COCTaBy U JIOKYMEHTbl BpeMeHHOro xpaHeHus (cBeimie 10 user), obOecrneynBaTh HX
COXPAHHOCTb U yUerT.

11.9. Ha Bce 3aBepIlieHHBIE JICJIONPOU3BOICTBOM JIeJia TOCTOSTHHOT'0, BpeMeHHOTO (cBhImie 10 jeT)
XpaHEeHHUs U TI0 JMYHOMY COCTaBY, MPOMIE/IINE YKCIEPTH3Y IEHHOCTH U 0()OPMIICHHBIE B COOTBETCTBUH
C HACTOALIMMHU TpeOOBaHUSIMHU, €XKErOJHO COCTaBisAtOTCS onucu neia. OtnenbHas ONUCh el
MPEJICTABISET COOOM MePEUYEeHb JIE C CAMOCTOSTEIIEHOM BAJIOBOM (TIOPSIKOBO) HyMepaIue.



Onucu cocTaBISIFOTCS OTAENBHO Ha JieJa MOCTOSIHHOTO XpaHEHus, Jieja BpeMeHHoro (cBeime 10
JIeT) XpaHeHusl, Jejia Mo JIMIHOMY COCTaBy (mputoxkenus Ne 19-21).

Onucu Jen cocTaBiAIOTCA B KaXKAOM CTPYKTYpHOM nonpasneneHuu lIIkonbl exerogHo B ABYX
JK3EMILISIpax.

Ilo 3TM onucsaM noapa3fesieHus CAAI0T JOKyMEHThI B apxuB LIIkobl.

[Ipy HamM4YMK B CTPYKTYPHBIX MOJpa3fesIeHUsX HEONHCAHHBIX el 3a HECKOJIbKO JIET IO
COTJIACOBAHUIO C OTBETCTBEHHBIM 3a apXuB IIIKOJIBI HA HUX MOXET COCTAaBIIATHCS OJHA ONUCH (BHYTpU
e JieJla pacojiaratoTces 1o rojiaM ux 3aBe/ICHUS).

Omucu  n1en  CTPYKTYPHBIX —IOJpa3[eNieHH COCTaBIAIOTCA 10 YCTAHOBIEHHOH (opme
(mpunosxenne Ne 22) u npeactaBisioTcs B apxuB IlIkossl uepes aBa roga mocie 3aBEpIICHHS el B
nenonpou3BoAcTBe. OTBETCTBEHHOCTh 332 CBOEBPEMEHHOE M KAau€CTBEHHOE COCTABJIEHHE ONHUCEH el
CTPYKTYPHBIX NIOJIPA3/IeIEHUIA HECYT PYKOBOJAUTENH 3TUX MOIpa3IeICHUN.

11.10. Tlepen BHeceHHEM 3aroJjOBKOB JeN B ONKCH MPOBEPSIOTCS KadyecTBO (OPMHUPOBAHUS U
odopMmIIeHHUs J1e]1, COOTBETCTBHE KOJINYECTBA /1€, BHOCUMBIX B OMKCh, KOJIUYECTBY 3aBEJICHHBIX €I 10
HoMmeHKJarype [konsl.

[Ipu mpocmoTpe nen MpoBEPSIOTCS: COOTBETCTBUE 3aroJjOBKA JIeNIa COJICPKAHUIO TOKYMEHTOB B
7ene; TPaBWIBHOCTh O(GOPMIICHUS M TPYNIUPOBKU JOKYMEHTOB, BKJIIOYEHHBIX B JIEJI0; Ka4eCTBO
MOAIIMBKYA WM TEperiera Jeja; MpaBWIbHOCTh HYMEpalWW JIUCTOB Jiella; Haluyue B Jele B
HEOOXOJMMBIX CIy4asiX BHYTPEHHEH ONHMCH; MPaBHIBLHOCTH OGOPMIICHUS OOJIOKKHU Jejia; HAIW4YHE U
MPaBUJIBHOCTh 3aBEPUTENILHON HaAmucu naena. B ciyuae oOHapy:KeHUs HapylIeHUS YCTaHOBJICHHBIX
npaBui popMupoBaHUs U 0POPMIICHHS JIeTT OHU JTOJKHBI OBITh YCTPAHEHBI.

B cnywsae oOHapyxeHHs OTCYTCTBUS Je€J, YHCIANMXcA N0 HoMmeHkiatype nen Ilkomsl,
CTPYKTYpPHBIM IO/IpA3/ICJICHUEM MPUHUMAIOTCS MEphl IO MX po3bicKy. OOHapyKeHHblE Jiera
BKIIIOYAIOTCA B omuch. Eciau MpuHATHIE Mepbl HE Aalld pe3yabTaToB, TO Ha HEOOHApy)KEHHBbIE Jelna
COCTaBJISIETCSl CIPaBKa O IPUYMHAX OTCYTCTBUS JI€J, KOTOpas MOJIHUCHIBAETCS PYKOBOIUTEIEM
CTPYKTYPHOT'O MOJpPA3JEICHUsI U MEPEJAeTCss BMECTE C OMMCHIO AENI CTPYKTYPHOTO MOJpa3[eieHusi B
BEJIOMCTBECHHBIN apXHUB.

11.11. OmnwucarenbHas cTaThsl ONUCH JEN CTPYKTYPHOTO TMOApa3felieHHs BKJIIOYaeT B cels
CJICTyIOINE 3JIEMEHTHI (Tpadbl): MOPSAKOBBI HOMED Jejia 1O ONKCH; WHACKC JIeNa; 3aroJIOBOK Jeia
(TomMa, 9yacTH), MOJIHOCThIO COOTBETCTBYIOIIMM €ro 3arojJioBKy Ha OOJIOKKE Jena; JaTa gena (Toma,
4acTH); CPOK XpaHEHHUs Jena (ToMa, YaCTH); KOJIMYECTBO JIMCTOB B Jiejie (TOME, 4YacTH); IpUMeUYaHHe.

[Ipu cocTaBieHnH ONMUCHU AeN COOTIOAAIOTCS CIEAYIOIIIe TPeOOBaHNS
— 3aroJIOBKH JIeJI B OMKCH JIOJKHBI COOTBETCTBOBATH 3ar0JIOBKAaM JIeJI B HOMEHKJIAType J1€] U TOMY, YTO
BBIHECEHO Ha 00JIOKKY, B COOTBETCTBHHM C PUHATON CXEMOM CHCTEMAaTHU3allNY;

— Ka)/10€ JIeJI0 BHOCUTCSI B OIUCH I10J] CAMOCTOSATEIbHBIM HOPSAAKOBEIM HOMepoM. Eciu neno cocrout
U3 JByX U Oornee vacted WIM TOMOB, TO KaXJas YacTb MJIM TOM BHOCUTCSI B OIHCH IMOJ
CaMOCTOSITENIbHBIM HOMEPOM.

11.12. I'padbl onmucu 3amOJHIIOTCS B TOYHOM COOTBETCTBUU C TEMU CBEJCHHSIMH, KOTOpBIC
BBIHECEHBI Ha 00JIOKKY Jea.

11.13. Ilpu BHeceHUU B ONUCH MOAPAX JEJ ¢ OAMHAKOBBIMH 3ar0jOBKaMH IMILETCS MOJHOCTHIO
3aroJIOBOK MEPBOIO J€NIa, a BCE OCTaJIbHbIe OAHOPOJHBIE Jiea 0003HavatoTes ciaoBaMu «To ey, mpu
3TOM JIpyTHe CBEACHHUS O JeJax BHOCATCA B ONMCh IOJHOCTBIO (Ha Ka)K0M HOBOM JIUCTE OMHCH
3aroJIOBOK BOCIIPOM3BOJIUTCS MOJHOCTHIO).

11.14. I'pada onucu «IIpumedanue» NCHOIB3YETCs ISl OTMETOK O IIpueMe Jiesl, 00 0COOEHHOCTSIX
UX (PU3NYECKOT0 COCTOSIHUS, O Mepeaade el IPYrMM CTPYKTYPHBIM IMOJpa3[eleHUsM CO CChUIKOW Ha
HEOOXOMUMBIN aKT, O HAIMYUU KOIIUHA U T. 1.

11.15. B xoHIIe omycH BCIIe ] 3a MOCIEIHEHN OIMHMCATEILHOM CTaThe! AeIaeTCsa NTOroBasl 3alliuch, B
KOTOpO# yKasbiBaeTcs (HudpamMu M MPOMUCHIO) KOJIMYECTBO J€J, YHCISAIIMXCS IO OINHKCH, NMEPBBIA U
MOCJIETHUIT HOMEpa JieNl M0 OIMHUCH, a TAaKXKE OrOBApUBAIOTCS OCOOEHHOCTHM HyMEpalUH JeJ B OIMUCH
(JIuTepHbIE HOMEpA JIEN U IPOIYLIEHHBIE HOMEPA).

11.16. Onuce aen CTpyKTYpHOTO MOAPA3ACICHUS OAMUCHIBACTCS PYKOBOAUTEIEM CTPYKTYPHOTO
M0/Ipa3/eJICHNU.


https://vip.1obraz.ru/#/document/118/31056/pril22/

Onucu CTPYyKTYpHBIX MOJAPA3JEICHUN CIy’KaT OCHOBOM JUIsl COCTaBJIEHUS TI'OJOBOTO pasjesa
ormucu gen LIkombl, IpeaucnoBus, TUTYJIBHOIO JIMCTA, OJArOTOBKAa KOTOPOTO BO3JIaraeTcs Ha apXuB
[TkomeI.

11.17. Tlo pe3ynbTaTaM 3KCHEPTU3bl LEHHOCTH JIOKYMEHTOB COCTAaBIISIFOTCS OMUCH €T
MOCTOSIHHOT0, BpeMeHHOro (cBbime 10 jeT) XpaHeHHs W IO JIMYHOMY COCTaBy, a TaKXe aKThl O
BBIJIEJICHUH 1€ K YHUUTOXKEHHUIO.

11.18. AKT 0 BbIIETIEHUH K YHUUTOXKEHHIO JIOKYMEHTOB COCTABIISETCS, KaK IIPaBWIIO, HA Jiejla BCeH
[Hxomnsl. Ecnu B akTe yka3aHbl JieJla HECKOJIBKUX CTPYKTYPHBIX MOJApa3/IeJIeHHM, TO Ha3BaHUE KaxJ10Tr0o
CTPYKTYpPHOTO TOJpPA3AEJICHUSI YKa3bIBAETCS NEPE] I'PYMNION 3aroJIOBKOB JI€d 3TOr0 IOJpa3fciiCHus.
3aroyIoBKM OJHOPOJIHBIX JI€J, OTOOPAHHBIX JJIsl YHUYTOXKEHUS, BHOCSTCS B aKT TOJ] OOIIMM 3ar0JIOBKOM
C YKa3aHMEM KOJIMYECTBA JIEJI, OTHECEHHBIX K JAaHHOM rpymie. /{exa BKII0YaroTCs B aKT O BBIIEICHUH UX
K YHUYTOXEHUIO, €CIIU MPEAYCMOTPEHHBIN ISl HUX CPOK XPAaHEHHs UCTEK K | sHBaps roaa, B KOTOpOM
COCTaBJICH aKT, MPU HAJIMYUU YTBEPKICHHOU (COTJIaCOBAaHHOM) OMUCH 32 3TOT nepuos (rnpuioxenne No
23).

CornacoBannsle OK Illkombl akThl yTBepkaatoTcss aupekropoMm Ilkonsl npu Hanmuuuun
YTBEPXKICHHBIX OINUCEH el IMOCTOSHHOTO XPAaHEHUs M COIVIACOBAHHBIX OINHUCEH JEN MO JIMYHOMY
COCTaBy 3a TOT € Nepuo, nocie yero lllkona nuMeer npaBo yHUUTOKATh J€Ja, BKIIOUEHHBIEC B JaHHBIE
aKTBhI.

ITorpy3ka 1 BbIBO3 Ha YTHJIM3ALIMIO OCYLIECTBIIAIOTCS MOJ KOHTPOJIEM OTBETCTBEHHOI'O 32 apXUB
WJIM OTBETCTBEHHOTO 32 JIEJONPOU3BOJCTBO.

12. Ilepenaya nOKyMEHTOB Ha XpaHeHHe B MYHHMIMIIAJIbHBIN apXUB

12.1. B cBoeii nestenbHocTH apxuB [1IKoIbI pyKOBOACTBYETCS HOPMATUBHBIMU U METOIMYECKUMU

nokyMmeHntamu denepanbHOro apxuBHOro areHTcTBa Poccuu, noynoxxeHneM o0 apxuse.
JlokymeHnThl, oOpazoBaBiiMecss B JaestenbHocTH [lIkonbl, WMeromMe HCTOpUYEecKoe, KYIbTYPHOE,
Hay4yHOE€, YKOHOMHUYECKOE, MOJIUTUYECKOE U MPAKTHUYECKOE 3HAUY€HUE, BXOJAAT B COCTaB ApPXMBHOIO
¢donna Poccuiickoii denepanuu 1 nojjiexar rneperadye Ha XxpaHeHue B MyHuyunanvhvlil apxus IHCKOU
obracmu.

Jlena BpemeHHbIX (cBbimie 10 J€eT) CpOKOB XpaHEHHS U 1O JUYHOMY COCTaBy Iepeiade B
MYHULIMNIAJIBHBIA apXUB HE MOMJIEXKAT, UCKIOYEHHE COCTABIIAIOT CIydau JIMKBUIALMKA OpraHU3aluu.
Takue nena xpanarcs B apxuse LLIkombl 1 O HCTEUEHNN CPOKOB XPAHEHHUS MOJJIEKAT YHUUTOKECHUIO B
YCTaHOBJIEHHOM HOPSJIKE.

12.2. Tlepenaya nen B MYHUUMINAIbHBIA apXUB OCYIIECTBISIETCS IO aKTy HpHeMa-Nepeaadu
apXUBHBIX JJOKYMEHTOB Ha XpaHEHHUE U B 3apaHee COIVIACOBAaHHBIE C MYHUIIUIATLHBIM apXHUBOM CPOKH.
13. Ucnnonib30BaHMe JIOKYMEHTOB apXHBa IIKOJIbI

13.1. JlokyMeHTHI U JAela, HaxOoJsIIMecs Ha XpaHEHUH B apXuBe, MPEICTaBISAIOTCS pabOTHUKAM
NOJpa3/ielIeHni 11 paboThl B IOMEILIEHUH apXUBa WK BO BpeMeHHoe (He 0oJiee Mecsla) NoIb30BaHNE
BHE apXuBa 0] PACIIUCKY B JKypHaJie y4eTa BblAauu JOKYMEHTOB (e).

PabotHuku IlIkonel HeCyT OTBETCTBEHHOCTh 3a COXPAaHHOCTh M MPABMIIBHOE MCIIOJIb30BaHHE
MOJIYYEHHBIX apXUBHBIX JTOKYMEHTOB.

13.2. U3bsiTHE NOKYMEHTOB U3 apXUBHBIX 1€, Neperada paboTHUKAM MOAPa3eICHUIH apXUBHBIX
JOKYMEHTOB WJIM UX KONHMI paOOTHHKaM JpYyrux opraHu3auuii 0e3 pas3peuieHus: pyKoBOJACTBA HeE
JIOITYCKaeTCsl.

[Ipu paGoTe ¢ apXUBHBIMM JOKYMEHTaMH HE pa3pellaeTcss BHOCUTb B HUX IPaBKY, JAeNaTh
MIOMETKH, paboTaTh C HUMU BHE CIIY)KEOHBIX IOMEIICHUH.

Ipunoxenue N 1

dopmMma akTa mpueMa-rnepeaadn aei
MPpY CMEHE OTBETCTBEHHOIO 3a JIEJIONPOU3BO/JICTBO,
PYKOBOAUTES TOIPa3ICICHUS
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(HaumMeHOBaHHME 00pa30BaTENbHON OPraHU3alnH)

YTBEPX/IAIO

(TOMKHOCTD PYKOBOIUTEIIS)
(monnuck) (M.0. damuust)

(mara)

AKT

(nata)

(mecTo cocTaBneHus)

InpmeMa-Iriepenadm ngeJji Irpm CMeHe OTBETCTBEHHOI'O 3a OeJIOIIpOomM3BOIOCTBO,

pyropOoOMTEJIA IIOONPA3NeJIEeHMA

B coorBeTCTBMM C IIPMKA30M OT e

nepenas, a

(®. M. O., IDOJIXHOCTHL Iepemanmero)
(®. M. O., IOOJIXHOCTHL NPUHMMAIIETO)

IIPMHAJI B IIPUCYTCTBUM KOMMCCHUNM, O@paBOBaHHOﬁ Ha OCHOBaAHMM HOAaHHOTI'O IIpMKaza, B
cocTare

npencenarTreiida

M YJIEHOB

(®. M. 0O.)
IOOKYMEHTEH NIOIOpa3sneJIeHrMd B COOTBETCTBUM C HOMeHKﬂaTypOﬁ meJjl 3a
I"OIbI.
Ne | HaszBaHue n Ne Konu4yectBoO Konun4yectBO
MpumeyaHue
n/n onucu 3K3eMIMJIAPOB ONMUCHU | MPUHATBLIX Aen
1 2 3 4 5

WToro HOPUHATO
nes.

(umdpaMm M OPONMCH)



CocTOdgHME IOOKYMEHTOB

(meyla Ha CKOpOCHIMBATEJISAX, I[IOIMTHE, I[I€PEIlJIeTEHR, MNPOHYMEPOBAHH)

MNepenan MNognucb nN.0. damunus
MpuHan MNognuckb N.0. damunus
lNpencenatens komnccnn MNognucb nN.0. damunus
YrieHbl KOMUCCUN: MNognucu n.0. damunus

ITpunoxxenne Ne 2
[Ipumep axTa nmpuema-niepeaaydu Aei NpU CMeHe

OTBETCTBEHHOTO 32 JCIIOTIPON3BOICTBO,
PYKOBOIUTEIS TIOIpa3ICICHUS

MynununansHoe Ot pxkeTHoe oduieodpasoBarenbHoe yupexnenue «Llkoma Ne 3»

(MBOY IlIkona Ne 3)

YTBEPXIAIO

Hupexrop MBOY IIkoma Ne 3

NBanos N.N. BaHoB

05.06.2018

AKT
25.06.2018 Ne 8
. DHCK

npueMa-Tiepeiadu JIes Ipu CMeHe
OTBETCTBEHHOTO 32 JEJIONPOU3BO/ICTBO

B coorBercTBum ¢ mpmkazom oT 12.06.2018 Ne 46 Mutpodanosa M.A. mepenama, a PomanoBa O.K.
MpHUHSAJIA B TIPUCYTCTBUM KOMHCCHH, OOpa30BaHHOW Ha OCHOBAaHMHM JI[AHHOTO IIpHKa3a, B COCTaBe
npencenarens MBanoBoit A.M. wu  unenoB CemenoBoit JLLA. wu Jlechmukoi P.M. nmoxymeHTHI
MoApa3ieJeHs] B COOTBETCTBUU ¢ HOMEHKIATypoit aen 3a 2014-2017 roasl.

Ne n/m | Hazanue u Ne onicn KommuectBo KomnuectBo | I[Ipumeuanue

9K3CMILUIAPOB OIMUCH | HPUHATBHIX JICJI

1 2 3 4 5

1 Omuch Ne 1 gesr mocTOSSHHOTO 1 42
xpanenus 3a 2014-2017 rombt

2 Ormmce gen Ne 2 o THIHOMY 1 23
coctaBy 3a 2014-2017 roasr




Utoro mpuHATO 65 (IECTHIECAT MATH) LI

CocTosiHHE TOKYMEHTOB U OIMTUCEH yIOBJIETBOPUTEIHHOE.

Ilepenan

ITpunsn

HPGHCCHaTeIII) KOMHCCHUH

YeHBl KOMUCCHU:

MutpodaHosa U.A. Murpodanosa

PomanoBa O.K. PomanoBa
HMBanoBa A.U. NBaHoBa

CemeHoBa JL.A. CemenoBa
JlecHumxast P.N. Jlecaunkas

O6pa3zer opopMIICHHS TTOIOKCHUS

IIpunoxxenue Ne 3

YTBEPXIAIO

(HauMeHOBaHKE 00pa30BaTENbHON OpraHU3aliuy)

(IOMKHOCTH PYKOBOIUTEIS)

(moamuce) (®.1.0.)

(mara)

1. O01Me moJ1oKeHust
1.1..

1.2..

2. OcHOBHBIE 3aa4N
2.1..

2.2...

3. ®yHKUUHA

3.1..

3.2...

4. IlpaBa

41...

4.2...

5. O6s13aHHOCTH
51.

5.2.

6. OTBEeTCTBEHHOCTD
6.1...

6.2...

NOJOXKEHHUE
HaumeHogaHue omoena/cayxcovt npu vaauyuu ¢ 00



[Tpumep odhopmieHnsT TOTOKEHUS

[Tpunoxenue Ne 4

MyHutnunansHoe 0roKeTHOe o01eodpa3oBarenpHoe yupexaeHnue «koma Ne 35

(MBOY IlIkosa Ne 3)
YTBEPXIAIO
Hupexrop MBOYV IlIkoma Ne 3
HBaHoB N.N. MBanoB
05.06.2018
MOJOXEHUWE

0 nops10Ke gedeHUsl IUYHLIX 0ell PAOOMHUKO8

1. O6mue nmonoxeHus
1.1.
1.2.
2. ®opMHUpOBaHUE JIMIHBIX Ae]T PAOOTHUKOB
2.1.
2.2.
3. Benenue nu4HbBIX 7€)1 paOOTHUKOB
3.1.
3.2.
4. XpaHneHue M y9eT JUIHBIX Je]T paOOTHHKOB
41.
4.2,
5. OdopmIiienue THIHBIX AeT paOOTHUKOB Iepell caaueii B apXuB
5.1.
5.2
6. OTBeTCTBEHHOCTH paboToAaTeNs U pabOTHUKA
6.1.
6.2.
7. IlpaBa paboTonarens u pabOTHHKA
7.1.
7.2.

Bbnank nuceMa

(moTHOE HaMMEHOBaHNE 00PA30BATENBHOTO YUPEKICHUS)

(cokpaleHHOe HANMEHOBAHNE)

(1oIDKHOCTHOE JIUIO (€CIIU TUChbMO OT HEro, a He OT OpraHUu3aliy))

ITpunoxenue Ne 5



(ampec)

e-mail, ceTeBoi

Ten./axc azapec
OKTO OrpH WMHH/KIM
Ne
(mara) (HOMED) ®@. U. O. (xomy)
(ampec)

YBaxaeMull (as) !

(1OIHKHOCTH PYKOBOIUTEIIA) (nmoamuce) (®.1.0.)

[Ipunoxxenue Ne 6

[Mpumep odopmiteHns mrckMa

MyHununansHoe 0roKeTHOE 001IeoopaszoBarenbHoe yupexkacaue «lllkoma Ne 3»(MBOY Ilkona Ne 3)
office@shkola.ruhttp://www.shkola.ru UmxenepHas yi., a. 1a, r. Ouck, 123456

Ten./daxc (495)123-45-67; e-mail: ; OKIIO 12345678; OI'PH 1234567890123;

WHH/KIIIT 1234567890/123456789

3 mrosst 2018 . Ne Ne 165-u/15-05 Mopexomooii C.B.

Ha Ne JlunoBas ymn., 1. 15, k8. 3, 1. DHCK, 123456

O npezacraBiaeHun 00BICHCHUN
O TIOBOJTY HESIBKU Ha paboTy

YBaxkaemas Csetnana BsdecnaBoBHa!
YBepomisito Bac 0 HeoOX0IUMOCTH TIPEJOCTAaBUTh MHCHMEHHBIC OOBSCHCHMsS 10 TMOBOJY HapyIICHHUS
TPYIOBOM AUCIUILINHEL, B CBS3U C HeSIBKOM Ha padoty 29.06.2018.

HpI/IJ'IO)KeHI/ICZ CJ'Iy>K€6Ha$I 3amucka Ha 1 jgucre B 1 9K3CMILIApPEC.

C yBaxkeHuewm,

TUPEKTOP ITerpoBa A.W. TletpoBa

Babymkuna TatesiHa BacunbeBHa,

8 (123) 456-78-90


mailto:office@shkola.ru
mailto:office@shkola.ru

ITpunoxenue Ne 7

Bilauk npukasa

(HamMeHOBaHNE 00Pa30BATENEHON OPraHU3aIIH)
( )

(kpaTKO€ HANMEHOBAHUE)

IIPUKAS

Ne
(mara)
(MecTo cocTraBlieHHs IPHKa3a)
3aronoBoK

[MPUKA3BIBAIO:

1.

2.

3.
(MOMKHOCTH PYKOBOIUTEIIS) (moamuce) (1.0. damuus)

ITpunosxenne Ne 8

Ob6paser opopMICHHS TTPHKa3a

MyHuIMansHOe O IKETHOE 001eo0pazoBaTenbHoe yupexkaeHue «lllkoma Ne 3y

(MBOY IllIxoma Ne 3)



TTPUKA3
2 nrons 2018 r. Ne 13

r. DHCK

O Buempenuu 'OCT P 7.0.97-2016 «CUBUJI. Opranu3aiioHHO-PACIOPSAUTEIbHAS JOKYMEHTALIHS.
TpeboBanus kK 0OPMIICHUIO TOKYMEHTOBY

B nensx agpextuBHOTO coznanus nokymenToB MBOYVY Illkoma Ne 3
IMPUKA3BIBAIO:

1. Pabornukam MBOY Illkona Ne 3 cozpaBate nokymeHtel B coorBerctBuu ¢ ['OCT P 7.0.97-2016
«CHUBU . Opranu3anoHHO-pacopsauTeNbHas JOKyMeHTarua. TpeboBaHuS K OQOPMIIEHHIO TOKYMEHTOB)
(mpunoxenue, nanee — OCT P 7.0.97-2016).

2. Cekperapto babymkunoi T.B. He npuHHMaTh IS TPEAICTABICHHUS HA MOAMUCH TUPEKTOPY JOKYMEHTHI,
odopmMIIeHHBIE ¢ HecoOmoaeHneM npasuJl, ycraHoBieHHbx ['OCT P 7.0.97-2016.

3. KOoHTpOITb HCIIOJTHEHUSI HACTOSILETO MTPHUKAa3a OCTABIISIO 32 COOOM.

Hupexrop Ilerpoa A.W. IletpoBa

baGymkuna TatesiHa BacunbeBHa, cekpeTaps,
(123) 456-78-90, Babushka@sitename.ru

B nemno Ne 01-05 32 2018 1.

Cekpetapb baOymiknnaa
03.07.2018
ITpunoxenue Ne 9
O06paserr oopMIICHHS TTPHIIOKESHHHA
IIpunosxenue Ne 1
K npukazy OO
oT Ne

Ilono:xkenue o

1. O01He M0JI0KEeHUST

1.1. Hactosmee [lonoskeHue ompenenser CTaTyc, Lefb, 3aJaddl U HOPSIOK HPOBEACHHUS] MEKPErHOHAIBHOTO
KOHKypca ydamuxcs 5—11 knaccoB «PenpeccupoBanHasi JJurepatypay (1ajgee — KOHKYpPC).

1.2.

2.1..
2.2..

ITpunoxxenue Ne 10


https://vip.1obraz.ru/#/document/97/383888/
https://vip.1obraz.ru/#/document/97/383888/
mailto:Babushka@sitename.ru

O6pa3zen odopmIteHHS TPOTOKOJIA

(1 eapuanm)

IIpencenarens komMuccuu

Cexkperapb
MeJaroruueckoro coBeTa

IIpucyrcTBoBanu:

MMPOTOKO.I

3acCeJaHusA INeJaroru4eCKoro cCoBera

damunusg 1.0.

damunua 1.0

30 yen. (CIUCOK MPHIIAraeTCst)

IloBecTka nHA:

1.0 nopsiake MOArOTOBKY K KOH(pepeHnuu. Jloknan 3aMecTUTeNs JUPEKTOopa. . .

2.0...
CJIIYIIAJIA:

Oammmus 1.0, — TeKCT TOKIIaa mpuIaraeTcs.

BBICTYIINJIN:

N.O. ®ammmus — KpaTkas 3allUCh BBICTYIUIEHHS (OT TPETHETO IUIA EIMHCTBEHHOT'O YHCIA).

OTBETHI (IIPUBOJSATCS B MOPSIKE TOCTYIUICHNS ).

PEILINJIN:
1.1. Omo6purs. ..
1.2...

Copepxanue 0co00T0 MHECHUS

2. CJIYIIAJIN...
BBICTYIINJIN...
PEIINIJIN...

2.1.

IIpencenarens

Iommuce HW.O. damunus

Cekperaps negarorudeckoro [loamucs M.O. @amunus

COBETa

Bompocsl,

[Mpunoxenune Ne 11

O6pa3zen oopmIIeHHS TIPOTOKOA

(2 sapuanm)

IMPOTOKO.JI

3acCeJaHUuA IMeJArOrn4eCKoro cosera



IIpencenarens komMmuccuu Damvmmus 1.0.

Cexkperapb Oamums 1.0
TIeIarOTHYECKOTO COBETA

Bceero uienoB cobera le/IcyTCTBOBEU'IO

IToBecTka nHA:

1. O nopsinke MOATOTOBKH K KOH(pepeHwn. JJoknan 3aMecTuTens TUpeKTopa. . .

2.0...

1. CJIVIIAJIN:

®amunusa N.0. — TekcT A0KIa[a NpuiaraeTcs.
BBICTVYIINJIN:

Oamvummst U.O. — kpaTKasi 3anHCh BBICTYIUIEHHUS (OT TPETHETO JIMIIA eIMHCTBEHHOTO YHCa).

Bormpocsl, 0TBETHI (IpUBOAATCS B MOPSAKE MOCTYTICHUS ).

PEHINJIN:

1.1. Ono6puThH...

2.2.

Copnepxxanue 0co00T0 MHEHUS
2. CJIYIIAJIN:
BBICTVYIINJIN:

PEIINJIN:

2.1.

[IpencenarenbcTBYONIMIT Hoanucy M.O. Gamunus

Cekperaps negarorudeckoro [oamucs M.O. Gamunus
coBeTa

O6paser; opopMIIeHHS SBOYHOTO JTHCTA

SIBOUYHBIN JIUCT

IMMEJATOTMYECKOI'O COBETA
201 roma Ne 00)

(IpoTOKOMI OT «__ »

®. N. O. | AomxHocTb | Moanuck

IIponomxenue mpui. Ne 11



10

11

IIpencenarens
MeAarOTHYECKOTO COBETa

IMoamuce M.O. Gamunus

Cexkperapb Hoamuce N.O. Gammmus
[Mpunoxenune Ne 12
ZKypHan peructpanyuy BXOASIIIMX JOKYMEHTOB
Ne JHara Hara u Koppecnonnent | Kpatkoe Pesouronyst nim OtmeTKa 00
/i MOCTYIUIEHUSL | HOMEpP COJIEp)KaHME | KOMY HalpaBiIsIeTC | UCHOJHEHUU
JIOKyMeHTa/ JIOKyMEHTA, JOKYMEHT
BXOISIIIINN MIPUCBOCHHEIC (moamuch,
HOMED aBTOPOM YAOCTOBEPSIOLIAst
MOJTyYCHHUE )
1 2 3 4 5 6 7
JKypHan perucTpanuu ucXoasiimx J0KyMEHTOB
Ne | flaTta PeructpauvoHHbin| Agpecat | KpaTkoe Data n McnonHutenb | OTMeTKa 06
n/n | AOKyMeHTa | HOMep AOKYMeHTa copepxaHue | Homep MCNOoNHeHnn
OOKYyMeHTa,
Ha
KOTOpbIN
fpaetcs
oTBeT
1 2 3 4 5 6 7 8

/KypHan ydera neyareii U IITAMIIOB

ITpunoxenue Ne 13




Ne | HanmenoBa | Ottuck | HanmeHoBa | MNognuce, Pe3ynbTtatbl | OTMeTKa 06 | OTTUCK Mpume
n/ | Hvenedatu | neyatu | Hue YAOCTOBEp | eXXerogHoW | YHUUYTOXEeH | nevarten YyaHue
n (wTamna), (wtamna)| nogpasgene | Awowas NpoBepKU Mn, Homep | (wTtamnoB)
MHULMaTop HuA, nonyyeHue | HaNU4us aKkTa n garta | ans
3akasa, gaTa AONMKHOCTb |, nevyarem u YHUUTOXEH
NOCTYNseHn nonyyaTtens | paTa LUTAaMNoB, usa, paTta
A ] narta BO3BpaTa
cdamunus npoBepKu
nonyvaTens
1 2 3 4 5 6 7 8 9
[punoxxenue Ne 14
dopMa HOMEHKJIATYPHI eI
HanmMenoBanue opranuzauuu
HOMEHKIJIATYPA JIEJI YTBEPXJIAIO
(MOMKHOCTH PYKOBOJUTENST OPTAHU3AIIH )
Ha roJ
(monmuce) (pacummgpoBka
TIO/ITIACH)
(mara)
UHpekc | 3aronoBok gena | KonnyectBo | Cpok xpaHeHus | MpumevaHue
aena aen n Ne ctatbu no
nepeyvHo
1 3 4 5
HasaHwue pasgena
HaumenoBanue Ilogmucey M.O. Gamunusa
JOJDKHOCTH PYKOBOIUTEIISA
cyx0b1 IOV opranuzanmu

Busa pykoBoaurens apxusa
(J1M11a, OTBETCTBEHHOTO 32 APXUB)




COI'NTACOBAHO COI''TACOBAHO
[Tpotokon [IDK (OK) [TpoTokon DIIK apxuBHOrO yupeKaeHUs
oT Ne oT Ne

[Iponomxenne npunoxxenus Ne 14

Hroropas 3amnmce o KaTCropudax M KOJUYCCTBEC CJI, 3aBCICHHBIX B rony
B OpraHusanvu

B ToMm uucie:

1o cpokam xpaHeHus Bcero
nepexosauux | ¢ orMeTkon «ITTK»

1 2 3 4

TlocTostHHOTO

Bpemennoro (cBbite 10 net)

Bpemennoro (1o 10 et
BKJTFOUUTEIIHHO)

UTOI'O:

HaunmeHnoBanue ITogmucey M.O. Gamunus
JIOJ>KHOCTH PYKOBOIUTEIS
cyx0b1 JIOY opranuzanmu

Hara

HtoroBnie CBCICHMA NIEPEAAaHbI B apXUB .

HanmenoBanue mopkaoctu auna, Ilognues W.O. Gamumms
NepenaBIlero CBEeACHUs

IaTa

[punoxxenune Ne 15
dopma mucTa — 3aBepUTEINA Aeia

JIUCT - 3ABEPUTEJIb JEJIA Ne



B mene moammTo ¥ MpOHYMEPOBAHO

(undpamu 1 IPONIHCHIO)
c Ne mo Ne

JIMTCPHBIC HOMEpA JIUCTOB

JIMCTOB

, B TOM 4YHUCJIC:

IpoIMymeHHbIC HOMEpPA JINCTOB

+ JIMCTOB BHYTPEHHE! ONUCU

Oco6enHocTH GpU3NYECKOro COCTOSTHUSA M (POPMUPOBAHHUS JeJia

Homepa
JINCTOB

2

Hanmenosanune gomkunoctu Iloanuces U.O. @amunms
paboTHHKA

Jlata

dopma 00TI0KKH Jiena
MIOCTOSIHHOTO Y BPEMEHHOT'O
(cBbme 10 neT) xpaHeHus

ITpunoxxenue Ne 16

(HaMMEHOBaHUE TOCYAAPCTBEHHOTO (MYHHIIUIIAILHOTO) apXUBa)

(HaMeHOBaHUE OpraHU3aIIH)

(HaMMEHOBaHUE CTPYKTYPHOTO MOpa3/ICIICHNUs )

JAEJIO Ne TOM Ne

(3aroJyioBOK Jiena)

(kpaifHue JaThl)

Ha JIMCTax

XpaHuth



Om. Ne

JI. Ne

BHYTPEHHAA OIIUCH

JIOKYMEHTOB Jiesia Ne

Ne | PeructpaumoHHbIN Homepa
HOaTa 3aronoBok
MHOEeKC nuctoB | MpumeyaHue
[OKYMEeHTa | JOKYMeHTa
n/n DOKyMeHTa aena
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(Tmdpamu 1 TPOITUCHIO)

KonuuectBo nmucTos BHyTpeHHeﬁ OITUCH

HanmenoBaHne T0JKHOCTH JIMIIA,
COCTaBHBIIIETO BHYTPEHHIOIO
OTIMCH IOKYMEHTOB JIea

ITaTa

O6pa3zen odopmIIeHHS )KypHAIa
ydeTa BbIIaud JJOKYMEHTOB

[TostHOE HauMeHOBaHKME 00PAa30BATEILHON OpraHU3alluu

(onmepaTMBHOIO apXMBa CTPYKTYPHBIX NOApa3ieaeHuil)

(umdpamu ¥ IPOITUCHIO)

ITogmuce M.O. damunus

KYPHAJI YYETA BBIJAYU JOKYMEHTOB

u3 apxusa OO

[Mpunoxenune Ne 17

[Mpunoxenune Ne 18



Haugar

OxoHYEeH
[punoxxenue Ne 18

Ne | OdaTa ®oHp | Onuck | feno | Komy Pacnucka Darta Bo3Bparta | Pacnucka B
n/n Ne Ne Ne BblOaHoO aena BO3BpaLleHun

Bblaauun B NOJTyYeHUun

aena
aen aena
1 2 3 4 5 6 7 8 9

Hroro B roay BbIAaHO pi(SA) |

(M paMu 1 TPONUCHIO)

HanMenoBanue 10KHOCTH AMLIA,
COCTaBHUBIIETO BHYTPEHHIOIO [Moamucy M.O. Gamunus
OIUCh TOKYMEHTOB Jeja

ITpunoxxenue Ne 19

(DopMa OIMUCH CJI TTO JIMYHOMY COCTaBYy

(momHOE HAaMMEHOBAaHHUE OPTaHU3AIUH )
donpg Ne

OITUCH Ne

ACJ IO JIMYHOMY COCTaBy

3a ron
Ne | MHgekc | 3aronoBok | KpanHue gaTtbl Cpok Konuyectso | lNMpumeyaHue
n/n| pena aena XpaHeHus nmMcToB
1 2 3 4 5 6 7
B nanHbIi pa3aein onucu BHECEHO Jie,

(tmdpamu 1 TPOTTUCHIO)



¢ Ne 1mo Ne , B TOM YHCIIE:

JUTEpHBIE HOMepa:

NpOIMyHICHHBIC HOMEpaA:

(HanMeHOBaHME JOKHOCTH (moamnuce) (pacmdpoBKa MOIIHCH)
COCTaBHTEIIS OTIHCH)

(HaMMEHOBaHUE JIOJHKHOCTH PYKOBOIUTEIS (moxmuck) (pacmupoBKa MOIHCH)
apxuBa (JIMIIa, OTBETCTBEHHOTO 32 APXHB))

COIMACOBAHO  YTBEPXJEHO
MpoTtokon (3K) OO TMpoTtokon 3K apxnBHOro ydpexaeHusi

oT Ne oT Ne

[punoxenue N 20

dopMa ommcH mOeJ BPEMEeHHEX

(cBeme 10 JIeT) CPOKOB XpPaHeHUsS

(I'IOJ'IHOS HanmeHoBaHune o6paaoBaTean017| OpFaHVI3aLI,I/II/I)

®oHp Ne

OIMUCb Ne

Aen BpemeHHbIX (cBbiwe 10 neT)

CPOKOB XpaHeHus

3a rog

Ne | MHgeke | 3aronoBok | KpanHue gaTtbl Cpok Konuuectso | MpumeyaHue

n/n aena aena XpaHeHunsa JINCTOB

1 2 3 4 5 6 7




B gaHHbIN pa3gen onncu BHeECEHO aen,

(umdpamn 1 NponuckHo)

c Ne no Ne , B TOM 4ucne:

nMTepHbIe HoMepa:

nponyuieHHble HOMepa:

(HamMeHOoBaHUE JOHKHOCTH (Tmoamuce) (pacmmpoBKa moaIIICH)

COCTaBUTES OIIICH)

(HanMeHOBaHUE OJHKHOCTH PYKOBOIUTEIS (Tmomuce) (pacmmdpoBKa o IIIICH)

apxuBa (JINIa, OTBETCTBEHHOTO 32 apXMB))

COI''TACOBAHO
[potokox (3K) OO

oT Ne

(DopMa OIMUCH ACJI TOCTOAHHOTO XpaHCHHWA

YTBEPX/AIO
(TIoTHOE HAMMEHOBAHKE OPTaHU3AIHH) (HOMKHOCTD PYKOBOTUTEIIS)
Dong Ne
OIIUCH Ne (moxnuce) (pacumdpoBKa MOIHCH)
JIeTT TOCTOSIHHOTO XPaHEeHHUs

3a roja 20 rojaa

Ne | Muaekc | 3aroaoBok geja | Kpaiinue natel | KonnyectBo | [Ipumeuanue
n/m| pgena JIACTOB

1 2 3 4 5 6

HasBanue paznena

[Ipunoxenue N 21



B nanHbIN pa3fen onucyu BHECEHO

e,

(mdpamu 1 TIPOITUCHIO)

¢ Ne o Ne , B TOM 4HCJIE:
JIUTEPHBIC HOMEpA:

MPOTYIICHHBIE HOMEPA:

(HauMeHOBaHUe J0KHOCTH (moamuce) (pacudpoBKa MOITHCH)

COCTaBUTCIIA OHI/ICI/I)

(HaI/IMeHOBaHI/Ie JOJDKHOCTHU PYKOBOIUTEIA

apxuBa (JIMIa, OTBETCTBEHHOTO 32 aApXUB))

COI'JJACOBAHO  YTBEPXJIEHO

(momuce)

Iporoxox (B3K) OO IIpoToxon DIIK apXuBHOTO yupekIeHU

oT

Ne

oT

dopma onrcH Jei MOCTOSTHHOTO,
BpeMeHHOTO (cBbimIe 10 j1eT) XpaHeHus
U 110 TMYHOMY COCTaBY CTPYKTYPHOTO

Ne

(pacuudpoBKa MOAMKMCH)

[IpunoxeHnue N 22

NoJIpa3icieHus
(mo1HOE HaMMeHOBaHUE 00pa30BaTEIbHOM OpraHU3aIiH)
(HanMeHOBaHNE CTPYKTYPHOTO TOIPa3/ICICHU)
OIINCH N
Ne n/m | Mupeke | 3arosioBok gena | [lata nena | Ko-Bo imcroB B fene | Cpox xpaHenus aena | Ilpumeuanne
aena
1 2 3 4 5 6* 7




Hazpanue pasaeiia

B nanHyr0 onuck BHECEHO Jeln,

(un¢pamu ¥ IPONHCHIO)
c Ne o Ne , B TOM YHCIIE:

JINTCPHBIC HOMEpaA:

MIPOITYIIEHHbIE HOMEpA:

(HamMeHOBaHWE J0HKHOCTH (Tmoamuce) (pacmmdpoBKa moaIIICH)
COCTaBHTEJIS OTIUCH)

(HanMeHOBaHUE OJHKHOCTH PYKOBOIUTEIS (Toamucs) (pacmmdpoBKa MOIIIHICH)
apxuBa (JIM1a, OTBETCTBEHHOTO 3a apXUB))

COI'JTACOBAHO
[poToxox (3K) OO
oT Ne
Ilepenan nen
(undpamu ¥ PONHUCHIO)
PerucTpalMOHHO-KOHTPOJIBHBIX KAPTOTEK K IOKYMEHTaM *.
(HamMeHOoBaHMe JOHKHOCTH pabOTHUKA (moamuce) (pacuupoBKa MOIMKCH)

CTPYKTYPHOTO TOJIpa3fiesieHus)

« » 20 roga

Ipunsin nen u

(tmdpamu 1 TPOITUCHIO) (tmdpamu 1 TPOITUCHIO)

PETUCTPAITMOHHO-KOHTPOJIBHBIX KAPTOTCK K JOKYMCHTaM.




(HaMMeHOBaHUE JOHKHOCTH (momuce) (pacmmpoBka oaIHCH)

paboTHHKA apXuBa)

« » 20 roja

IMpunoxenue Ne 23

(I)opMa AKTa 0 BbIACJICHUU K YHHUITOKCHUIO TOKYMECHTOB,

HE MoAJICKAIIMUX XPAHCHUIO

(ToTHOE HAMMEHOBAHHUE OPTAHU3AIIIH)

AKT YTBEPXJAIO

(HOIDKHOCTD PYKOBOIUTEIIS)

(MecTo cocTaBJIeHUS)

O BBIJICJICHUU K YHUYTOKEHUIO JOKYMEHTOB, (oamucs) (pacmugpoBKa HOIMHCH)

HE TOJIS)KAIINX XPAHCHHIO 20 rouaa

Ha ocnoBannu

(Ha3BaHME U BBHIXOJHBIE JaHHBIE IEPEUHS TOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHU:)
0TOOpaHbI K YHHUTOKEHHUIO KaK HE MMEIOIINE HayYHO-UCTOPHYECKOH [IEeHHOCTH M yTPaTHBIINE

MPAKTUYCCKOC 3HAYCHUEC TOKYMCHTDBI q)OHﬂa Ne

(ma3Banme GpoHIA)

Ne | 3arosnoBok neia | I'onbl | Homep Homep KoanuectBo | Cpoku xpanenus | [Ipumeuanue
n/n (rpynmnoBoii onmucu* | ef. Xp. N0 ONMUCH ea. xXp. H HOMepa craTei
3aroJ10BOK MO NepevyHIo
JIOKYMEHTOB)
1 2 3 4 5 6 7 8
Hroro ell. Xp. 3a OBl

(tmdpamu U IPOMTUCHIO)



Onucu A€ IOCTOSTHHOTO XPaHECHU 3a

roxs! yreepakaeHs! JI1K

(mpoToxoi OT

Ne )

(HauMeHOBaHHUE apXUBHOTO yUPEKACHHS)

(HaMMeHOBaHHUE JIOJKHOCTH PYKOBOAUTEIS (nmoamnuce)
apxuBa (JINIa, OTBETCTBEHHOTO 32 apXMB))

COI'JTACOBAHO

IIpoToko SKCIIEPTHOM KOMUCCUH

OopraHu3anuun

oT Ne

(pacmudpoBKa MOIIHCH)

JIOKYMEHTBI B KOJIMYECTBE en. Xp.:
— Ha OyMa)KHOM HOCHUTEJIE BECOM KT
(uncpamu ¥ IPONIHCHIO)
C/IaHBI HA YHHYTOXXCHUE;
— Ha MEKTPOHHOM HOCHTEJE CAaHBI HA YHUUTOXKCHUE
(crmoco6 YHHYTOXKCHUS)
(HamMeHOoBaHUE JOKHOCTH (moamuce) (pacmuhpoBKa MOIIMKCH)

pa6OTHI/IKa, CIaBIICTO ,Z[OKyMeHTBI)

« » 20 roaa

H3menenus B YYC€THBIC TOKYMECHTBI BHCCCHBI.

(HaI/IMCHOBaHI/IC JOJDKHOCTH PYKOBOJAUTECIIA (HOHHI/ICL)

apxuBa (JINIa, OTBETCTBEHHOTO 32 apXUB))

« » 20 roaa

(pacumdpoBKa 1MoIHCH)



JlaTa nokymenTa. Eciu npocrasisieTe AaTy cloBeCHO-IIM(POBBIM crtocoO6oM, THU ¢ 1-To 1o 9-¢
nummte 0e3 Hyist: 1 utons 2018 r. Panee B mudpax o 10 Buepeau modapmsin HOb. OdopMiieHue
natbl LU(GPOBEIM crioco0oM octanoch npexuum: 01.07.2018.

Anpecat. Eciu HarpasisieTe MMChbMO PYKOBOIUTENIO IPYroi OpraHn3aliy, YKa)KUTe HAUMEHOBaHHE
€ro A0JI’KHOCTH B JAaTCIIBbHOM IIaJJCKE, a 3aTEM (baMI/IJ'II/IIO 1 MHHUIIUAJIBI. Panee HWHHUILIKAJIBI IIPOCTABJIAIA
nepen paMuianei.

CI/ITyaI.[I/Iﬂ: 1€ CTaBUTh MHUIIUAJIBI — 10 WJIH ITIOCJIC (baMI/IJII/II/I

I'pu¢ yrBepxkaenus, rpug corsiacopanus. Eciu T0KyMEHT yTBEPKIaeT KOJUIETHAIbHBIN OPraH,
CHavaJla yKa)XMTe€ HAaMMEHOBAaHUE 3TOT0 OpraHa, a 3aTeéM B CKOOKax JaTy U HOMep

nportokosa. Crapeiii 'OCT He TpeboBan 100aBIATh PEKBU3UTHI IPOTOKOA. Tak ke opopMIsiiTe
pexBu3uT «I'pud corimacoBaHust JOKYMEHTA.

OT1merka o npuiioxkeHun. [Ipasuna nHanucanus cinosa «IIpunoxenne» yxecrourwncs. Eciu panbiie
ObUIa BO3MOXHOCTh UMIIPOBU3UPOBATH, TO TEIIEPh Bce cTporo. Ha nepBom jucte J0KyMeHTa-
IIPWJIOKEHUS B IPaBOM BepxHeM yrity ykaxure: «lIpunoxenue 1» nin «lIpunoxenue Ne 1».

B pacnopsauTenpHbIX TOKYMEHTAX U JIOKAJIbHBIX aKTaX B TEKCTE IPU IIEPBOM YIIOMUHAHUH JOKYMEHTA-
MIPUJIOKEHHUS MUIINTE B CKOOKaX: (mpusiokenue) uinu (npuioxxenue 1). Ilepen HomepoM nmpuiioxeHus
MOXETE CTaBUTh 3HaK HoMepa: (mpuinosxkeHue Ne 1).

CogeT: eciu NpUIIOKEHHE — JIEKTPOHHBIM HOCUTENb, HATIPUMED, AUCK WK (ielika, opopMuTe
npuioxeHue Tak: «[Ipmioxenue: CD B 1 3x3.». Ha Bkiazapliie, B KOTOpBIN IOMECTUTE
HOCHUTCJIb, YKAXKUTC HAUMCHOBAHWA JOKYMCHTOB, 3allMCAHHBIX HAa HOCHUTCJIb, MMCHA (bameB.

Moanucek. C 1 uronst B pekBu3ute «I10MUCH» HY)KHO YKa3bIBaTh Ty JIOJDKHOCTD, KOTOPYIO
JOJHKHOCTHOE JIMIIO 3aHUMAET B COOTBETCTBHH C TIPUKA30M O 3aMenicHuH. J[0 CUX Mop 3TO HUTJE HE
OBLIO HAITUCAHO.

Ecau Bmecto OTCYTCTBYIOLICTO JUPCKTOPA JOKYMCHT NIOANMCBHIBACT €T0 3aMCCTUTCIIb, IIPUYCM B
MMpUKa3€¢ CTOUT (bpa3a «HA3Ha4YUTh UCIIOJIHAIOIIHNM 0053aHHOCTH AUPCKTOpA...», TO IIOANINCH 6yz[eT
BBITTIAACTD TAK:

[Moanuchb UCTOJIHAONIET0 00A3AHHOCTH HA IOKYMEHTe

[ f‘
MCNoNHAKWMKMIA 06A33HHOCTM AMPEKToPa /Zﬁ,,}gﬂsﬁ B.l. MNeTpoea

Ecnn xe B mpuKkase yka3aHo, 4TO Ha BpeMsl 3aMeIIeHNs 3aMECTHTEIIb OCTAHETCSI HA CBOEH JJOIDKHOCTH,
TO 1 B pekBU3UT «Iloanuce» BoiaeT ero opuimanbHas J0HKHOCTh, HAIPUMED: 3aMECTHTEIb AUPEKTOPa
1o y4eOHO-BOCTIMTATENIbHOU padoTe.

IMeuats. [IpoBephTe, Kak cTaBuTE OTTUCKH nedaTtu Ha qokymeHTax. ['OCT P 7.0.97-2016 mpsmo
3arpeniaeT 3aXBaThIBATh JIMYHYIO MOANHCH. CTaBbTE MeYaTh HA CBOOOIHOM OT TEKCTA MECTE HITU Ha
9aCTH HAUMEHOBAHMSI IOJKHOCTH.

OTMmeTKa 0 3aBepeHUN KomuM. Eciii Kommuio T0KyMeHTa MpeACTaBiseTe B APYTYI0 OPraHU3aIIHIo,
JOTIOJTHUTE PEKBU3UT OTMETKOM O MECTE HAXOKAEHHUS MOJIMHHUKA: YKAXKUTE HAUMEHOBAaHUE
OpraHu3aIiy, MHIEKC aeia Mo HoMeHknarype, roa. Crapeiii [[OCT sToro He TpeboBal.

OtmeTka 00 ncnosiHuTe 1e. Tenepb yka3plBalOT HE TOJBKO (PaMUIMIO U TeNe(OH UCTIONHUTENS, HO U
€ro MOJIHBIE UM U OTYECTBO U I10 JKEJAHUIO — JOJKHOCTh, CTPYKTYPHOE MOpa3AesieHUe, 3JI€KTPOHHBIN
azpec.

OTmeTKka 0 HanpaBJeHUM B Jej10. OTMETKY 0OPMIIIITE IMOCIIE TOT0, KaK 3aBEPIIMIN PaboTy ¢
nokyMeHToM. Tenepb WHAEKC Aelia IO HOMEHKIIAType JIeTl, B KOTOpOe MoMelaeTe JOKYMEHT Ha
XpaHEeHHE, TOTIOHANTE yKa3aHueM roja. He 3a0bIBaliTe MPOCTABIATH JIOJDKHOCTH TOTO, KTO O(OPMIIT
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OTMETKY, a He TosibKO noanuck u gaty. [[OCT P 7.0.97-2016 pa3pemaet JOMOTHUTH OTMETKY
KPaTKHMH CBEICHUSIMH O XapaKTepe NCTIOHEHUS IOKyMEHTA.

OcranbHble peKBU3UTH 0hopmitstiiTe mo-npexueMy, HoBbIM ['OCT ux He U3MEHMI.

Kak mo HOBBIM nmpaBuJjiaM nmevaraTb TEKCT

BbI MOXeTe rmeuaTaTh TEKCT Ha JIMIEBOM M 00OPOTHOM CTOPOHAX JIHCTA.

IleyaTaiTe TEKCT Yepe3 OAMH-TIONTOPA MEKCTPOUYHBIX UHTEPBAJIA, &8 MHOIOCTPOUHBIC PEKBU3UTHI —
4yepe3 OJIMH MEKCTPOUYHBINA MHTEPBAJL.

PexBu3uthl «AnpecaT», «3aroyioBok K TekcTy» min «lloanmucey, a Takke oTaeabHbIe (hparMeHThI
TEKCTa MOKETE BBIJICIUTD MOJIYKUPHBIM HIpudToM. [Ipu 3TOM HyNKHO
PYKOBOJICTBOBATBCS MHCTPYKIMEN 110 JIEJTONPOM3BO/ICTBY Balllel OpraHu3aliu.

BripaBHMBaiiTEe TEKCT JOKYMEHTA 110 IIMPUHE JIUCTA — 10 TPAHULIAM JIEBOI'O U IIPABOro MOJei
nokymenTa. /[ ab3anes ucnonb3yite oTeTym 1,25 cMm.
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