MyHunumnansHoe 010/PKeTHOE 00111e00pa3oBaTeIbHOE YUPEKICHUE
«['umHuazus Nel64» (MBOY «'umHuazus Ne 164»)

COI''TACOBAHO
Ilemarornueckum COBETOM
MBOY «I'umnazust Ne 164»
(mporokoior31.08.2018Ne 1)

HHCTPYKIUA 11O JEJTONNPOU3BOACTBY

1. O0uue monoKEeHUs

1.1. MWHcTpyKius 1O  JEJNONPOM3BOJACTBY B MYHHUIIMIIAIBHOM  OFO/KETHOM
obmieoOpazoBarenbHOM yupexaeHun « umuazus Ne 164» (nanee - THCTpyKIus) ycTaHABIMBAET
€IMHYI0O CHUCTEMY JEeJIONPOM3BOJICTBA M MOPSAAOK MOATOTOBKH, O(GOPMIICHHUS, MPOXOKIACHUS,
KOHTPOJIS 32 WCIIONHEHUEM, yueTa, XpaHeHMs, M3TOTOBJICHHUS, KOIMMPOBAHUS U THPAKHPOBAHUS
CITYKEOHBIX TOKYMEHTOB B oOpa3oBarenbHOl opranuzammun MBOVY «'umuazus N2 164» (nanee
- 'mvuazms).

1.2. UncTpykius pazpaboTaHa B COOTBETCTBUH C TpeOOBaHUSIMH (eepaIbHBIX 3aKOHOB
o1 22.10.2004 Ne 125-®3 «O6 apxuHoM nene B Poccuiickoit @eneparmmy, ot 27.07.2006 Ne 149-
@3 «O06 nnpopmanuu, THGOPMALMOHHBIX TEXHOJOTHUX U 0 3aiuTe nHpopmanun», ot 02.05.2006
Ne 59-®03 «O mopsjake paccMoTpeHus oOpamienuii rpaxnaan Poccuiickoit denepauun» oOT
01.06.2005 Ne 53-®3 «O rocymapctBeHHOM si3bike Poccuii¢ ot deneparpmy, ot 06.04.2011 Ne
63-D3 «O06 rriekTpoHHON noanucHy, [IpaBui XpaHeHus, OMIUIEKTOBAHUSI, y4eTa U HCIIOJIb30BaHUS
nokymeHToB ApxuBHOTO (hoHma Poccuiickoit denepanuu U Ipyrux apXWBHBIX JOKYMEHTOB B
OpraHax TroCyIapCTBEHHOM BIAacTH, OpraHax MECTHOIO CaMOYMpaBleHUs, OpraHU3alusX,
YTBEpXKACHHBIX MpuKazoM MuHkynbTypbl oT 31.03.2015 Ne 526, HanuoHaNbHBIX CTaHIAPTOB
Poccuiickoit ®eneparuun mo ympasinenuro gokymeHtamu: ['OCT P 7.0.8-2013 «CUBU.
Jlenorpou3BoACTBO M apxuBHOe neno. Tepmuubl u  ompenenenusi», [OCT P 7.0.97-2016
«CUBUJI. OpranuzaimoHHO-pacOpsAUTENbHAS JOKYMeHTalus. TpeboBaHUs K O(POPMIICHHIO
nokymentoB», ['OCT P HMCO 15489-1-2007 <<Cucrtema cTaHgapToB M0 WH(pOpMAIHUH,
OMOIMOTEYHOMY U M3/1aTENIbCKOMY JIeTy. YIIpaBieHHe JoKkyMeHTaMu. O0mue TpeOoBaHus».

1.3. [Ipumenenne MHCTPYKIMH TOJKHO CIIOCOOCTBOBATh (POPMUPOBAHUIO O(DHUIIMATHHO-
JIeIOBOTO CTHJISL JIOKYMEHTOB, IMOJTOTAaBIMBAaEMbIX B [MMHA3MM; COKpallleHHIO 3aTpaT Tpyda U
CpPEICTB B IIpoliecce CO3JaHusl JOKYMEHTOB. WHCTpykuusi sBisieTcs o00s3aTelnbHON Ans
UCTIOJIHEHUS! PAa0OTHUKAMHM M JIMIIAMH, OCYIIECTBISIONIMMU IOATOTOBKY U odopmieHue
JTOKYMEHTOB.

1.4. Tlonoxxenust MHCTPYKIMH pacHpOCTPAHSIOTCS Ha OpPraHM3aluio pabdoThl C
JOKYMEHTAMH HE3aBUCHUMO OT BHJIa HOCHUTEJIS, B TOM YHCIIEC 3JICKTPOHHBIMHU JOKYMEHTAMH,
BKJIFOYAsi IOJrOTOBKY, 00pabOTKy, XpaHEHHE U UCIIOJIb30BaHHUE JOKYMEHTOB, OCYIIECTBISIEMbIX
C MPUMEHEHUEM HH(POPMALMOHHBIX TEXHOJIOTHH.



1.5. OcoOenHoctu pabOTBI € JOKYMEHTaMH, COJCPKALMMH KOH(HUICHIHAIHHYIO
uHpopmaruo (CIy)KeOHYI0 W WHYI TaiHY, NEpPCOHAJIbHBIC JIaHHBIE), PETYIUPYIOTCS
CHEIHAIbHBIMH  HOPMATHUBHBIMU aKTaMH (MHCTPYKLHSMH, TIOJOKEHUSIMH, TpPaBUIAMH),
yTBEpKAaeMbIMU AUpeKTopoM [ MMHa3uu.

1.6. TpeboBanusi MHCTpyKIMM K pabore ¢ OyXraaTepcKoi, HaydHO-TEXHHYECKON W Ipyroi
CHEIHUAIbHON JOKYMEHTAIUEH pacpoCTPaHSIIOTCS JIUIIh B YaCTU OOIIUX MPHHIIMIIOB PaOOTHI C
JIOKYMEHTaMHU, a Tak)Ke TOJIFOTOBKU JOKYMEHTOB K Tiepejaue Ha apXHUBHOE XPaHCHHUE.

1.7. OTBETCTBEHHOCTh 3a OPraHU3aIMI0 U COCTOSIHHE JEJIONpPOM3BOJACTBA B [ 'MMHa3uu
HECET IUPEKTOP, KOTOPBIM:

— yTBepk1aeT MHCTpYKIUIO MO JIeIONPOU3BOJCTBY U HOMEHKIATYpY nen [ mMHazuu;

—obecrieunBaeT  BHEAPEHHWE U KOHTPOJIUPYET  COOJIIOJIEHUE  CTPYKTYPHBIMU
noipa3ielieHus MU TpeOoBaHMit HacToseld HCTPYKIINN 1 rOCy1apCTBEHHBIX CTAaHIaPTOB;

— MPOBOJIUT MPOBEPKY COCTOSHUS JEIONPOU3BOJICTBA B CTPYKTYPHBIX MOJpPa3ICICHUIX
I'mmuazuy;

— o0ecrneunBaeT METOUIECKOE PYKOBOJICTBO, MHCTPYKTAX M KOHTPOIIb 33 COOIOICHIEM
YCTaHOBJICHHOTO TTOPSIKA PabOTHI C TOKYMEHTaMH B CTPYKTYPHBIX MOApa3eieHusx [ uMHa3uu;

— UHUIIMUPYET  TOBBIIICHHE  KBanudukamuu  pabOTHHKOB MO  BOIpPOcaM
JIEJIONPOU3BO/ICTBA;

— YZOCTOBEpSIET MOANUCHIO U MEeYaThIO JOKYMEHTHI.

1.8. HemmocpeacTBeHHO BEAET ACTONPOU3BOACTBO B [ MMHA3uU cekpeTaph yueOHOM YacTu
U (MIM) OTBETCTBEHHBIM 3a BeJCHHE EIONPOU3BOJCTBA (Haliee — CEKpeTapb), KOTOPBIH
Ha3HayaeTcs nmpuka3oM aupektopa I 'mmuazun. Cekperaph B COOTBETCTBUU C BO3JIOKEHHBIMU Ha
HETOo 3a7auyaMu:

— OCYIIECTBIISIET PETUCTPAINIO U YIET IOKYMEHTOB;

— OpraHu3yeT JOKYMEHTO000pOoT, popMUpOBaHUE JCII, UX XPAHCHHE;

— OCYILIECTBJISIET TEKYHIMIl KOHTPOJIb 3a CBOEBPEMEHHBIM pAaCCMOTPEHUEM H
MPOXOXKACHUEM JOKYMEHTOB B [ uMHa3mu;

— obecrieunBaeT COOIIO/IEHUE EIUHBIX TPEOOBaHWI MO TOATOTOBKE JOKYMEHTOB U
OpraHu3aIy padOThl ¢ HUMH B YCIOBUSAX 3JIEKTPOHHOTO JOKYMEHTO000POTa;

— 060061aet nHpopmanuio 00 0GbeMax JOKyMEHTO000pOTa;

— opranuszyer (opMHpOBaHHE U XpaHEHHWE JOKYMEHTAallMOHHOro @QoHAa U €ro
UCIIOJIb30BaHUE.

1.9. Begenue nenonpou3BOICTBA B CTPYKTYPHBIX IMOJAPA3JCICHUAX OCYLIECTBISIETCS B
COOTBETCTBUH C JOKHOCTHBIMH O0SI3aHHOCTSIMHU.

1.10. ITpu yxone B OTIYCK, BbI€3/le¢ B KOMaHIUPOBKY, Ha BpeMs OOJIE3HU WU B CIIydae
YBOJILHEHUS M TIEPEMEILIEHUS TI0 CITy’K0e paOOTHUKH 00s3aHBI TIEpeIaTh BCe HAXOASAIIUECs Y HIX
JOKYMEHTHI IPYTOMY PaOOTHHKY IO YKa3aHUIO BEIMIECTOSIIET0 PYKOBOJAUTES, IPU YBOJIBHEHUN
paboTHUKA WJIH TEPEBOJIC HA APYTYIO JOKHOCTH Mepeaada JOKYMEHTOB H JIE OCYIIECTBISICTCS
10 aKTy nmpuema-nepenauu (mpuiaoxenust Ne 1, Ne 2).

1.11. Tlpu mepexoae Ha IPYyryro paboTy paOOTHUKOB, 3aHUMAOIIMXCS B CTPYKTYPHBIX
nojpaszzeneHusx ['MMHa3uu BeleHHWEM JeNIONpPOU3BOJICTBA, Mepeaada BCeX JOKYMEHTOB BHOBB
Ha3HayaeMbIM paOOTHUKAM MPOU3BOAMUTCA 10 aKTaM IpUeMa-Tiepejaul, KOTOPbIE YTBEPKIAIOTCS
mupektopoM ['mmuazun. Konuu akToB HanpaBisioTCs B KAaHUEISIPUIO TUPEKTOPA.

1.12. B cnyyasix IIUTENBHOTO OTCYTCTBUSI PaOOTHHKA CTPYKTYPHOTO MOJpa3JelieHuUs
(oTmyck, ciy)keOHasi KOMaHIUPOBKA, OONBHUYHBIA JIMUCT WU T. J.) HEOOXOAMMO Tepenarh
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OTBETCTBEHHOMY 3a BEJEHHE JEJONPOM3BOJCTBA JOKYMEHTBI, HaxXOfIIHMecs Yy HEro Ha
UCIIOJIHEHUH T10 YKA3aHUIO IUPEKTOPA.

1.13. PykoBoauTenu CTPYKTYPHBIX TojapasaeieHuid ['MMHa3uM HECyT MepCOHATbHYIO
OTBETCTBEHHOCTH 32 BBINOJIHEHHE TpeOoBaHMi NHCTPYKIIMN 1 COXPAaHHOCTh HaXOSAIINXCS Y HUX
TOKyMeHTOB. O clydasx yTpaThl, IOPYH 3apETUCTPUPOBAHHOTO JOKYMEHTa pabOTHUK 00s3aH
HE3aMeUIUTEIHHO JOJOKUTh AUPEKTOpY I MMHA3HH.

1.14. Buecenue usMeHeHUH B MHCTPYKIHMIO OCYIIECTBIISETCS TPHUKA30M JAUPEKTOpa
['MMHa3umM Moce UX COryIacoBaHMs € NEIarornyeckKuM COBETOM.

1.15. C BHOBb HpPUHATHIMH pAOOTHMKAMHU, Ha KOTOPBIX BO3JIAraloTCsi OOS3aHHOCTH MO
BEJICHUIO JICNIONIPOU3BOICTBA, B TEUCHHE TPEX JHEH MOCie MOCTYIUICHHs Ha paboTy MPOBOAUTCS
MHCTPYKTAX IO BEJICHUIO JEJIONPOU3BOJICTBA AUPEKTOPOM [ MMHa3uu.

1.16. PaGorath Cc JOKYMEHTAaMU BHE CIY)XCOHBIX TOMEIICHH W BHOCHUTh B HHUX
HCIIPABIICHUS 3aMPEIAeTCs.

1.17. Benenue nepenucku ¢ OpraHu3alMsIMM OCYILECTBISETCS TUPEKTOpoM | 'MMHazuu
WJIH UHBIM YTIOTHOMOYEHHBIM UM JIOJKHOCTHBIM JIMIIOM.

1.18. Beimonnenue Hactosimed MHCTpyKIMU 00s3aTENbHO IS KaXKIOTO pabOTHHKA
['umHa3un, ¢ ee TpeOOBaHUAMU PAOOTHHUKH JOJKHBI OBITh 03HAKOMJIEHBI MO/ OJIITUCH.

2. IokyMeHTbI 00pa30oBaTe/JbHOI Opranu3anun
21, Jlupexkrop ['mMMHa3uum WM JHI0, UCHOJHSIONIEE €ro OOS3aHHOCTH, H3JAeT TMPUKA3HI,
UHCTPYKLMHU, TPaBUiia, MOJOXKEHUS, 00sf3aTelbHble AJI1 WCIOJHEHUS BCEMU CTPYKTYPHBIMHU
noapasaenenusamu ['umuasun (mprmoskerust Ne 3, Ne 4),

2.2. Xon 00CyKIeHHUsI BOIIPOCOB Ha 3aCEIaHUSIX KOJIETHAIBHBIX OPTraHOB, COBETOB, COOpaHUSIX,
COBEILIAHUAX U PEIICHNUs, IPUHUMaeMble Ha HUX, GUKCUPYIOTCS B IPOTOKOJIaX.

23. Jlns OCyLIECTBICHUS OMNEPATUBHBIX CBSI3€H C JAPYTUMHU OpPraHM3alUsIMH M TpakIaHAMU
UCTIOJIB3YIOTCS Takue (POPMBI, KaK MHUCbMa, (PaKcChl, TEIErPaMMbl, TEIECPOHOTPAMMBI.

24. ]l oCyIecTBICHUS TPHEeMa, YBOIbHEHMSI, TIEpEMEIICHHS pa0OTHUKOB, MPEAOCTABICHUS UM
OTITYCKOB O(GOPMIISIOTCS TPYJIOBBIE TOTOBOPHI, NMPHUKA3bl M0 JIMYHOMY COCTaBy, 3asBICHHS,
TPYJOBBIE KHUXKKH, JIMYHBIC KAPTOUKHU U JIP.

3. [IpaBusa opopmMiieHHs JTOKYMEHTOB
3.1. OcHoBHBbIe TPeGOBAHMS N0 0(POPMIIEHHIO JOKYMEHTOB
3.1.1. JIokyMeHTBbI opopMIISIOTCS Ha OaHKax [ MMHA3uM M MMEIOT YCTAaHOBJICHHBIA KOMIUIEKC
00s3aTeNbHBIX PEKBU3UTOB M CTAOMIBHBIM MOPSAIOK HX PACHONIOKEHHUs (pacroiosKeHue
PEKBH3UTOB Ha OJaHKaX OPTraHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB COOTBETCTBYET
I'OCT P 7.0.97-2016 «Cucrema cTraHaapToB 1o HHGOpMaIuu, OnOINOTEYHOMY U H3AaTEIbCKOMY
neny. OpraHu3allMOHHO-pACHOpSAAUTENbHAS JOKyMeHTarusl. TpeOoBaHus K 0O(OpMIIEHUIO
JIOKYMEHTOBY).

3.1.2. B 'uMHa3un NpUMEHSIOTCS POOJIbHBIE OJTaHKH:

— Onank nuckMa (puiioxenust Ne 5, Ne 6);

— OaHK npuKkasa (mpuaoxenus Ne 7, Ne 8).

bnanku TOKYMEHTOB M3rOTaBIMBaIOTCS Ha Oymare popmaTtoB A4 (210 x 297 mm), AS (148 x 210
MM). Kax sl mucT mokymenTa, opopMiICHHBIN Kak Ha OJlaHKe, Tak 1 0e3 OJ1aHKa, TOJKEH UMETh
HOJIS:

20 MM — J1€BOE;

10 MM — npaBoe;

20 MM — BepxHee;



20 MM — HUXKHEE.
Hcnonp3oBanne 0J1aHKOB MTPOU3BOILHOM (opMbI He pazpemaercs (mpunoxeHus Ne 3 u Ne 4).

3.2. OdopmieHHe PpeKBU3UTOB JOKYMEHTOB

ABTOp 10KYMEHTa

HaumenoBanue ['MMHa3um yka3piBaeTcsi B TOUHOM COOTBETCTBUU C YCTaBOM | MMHa3UU.
CoxpalieHHOe HAUMEHOBaHHE TOMEIIIAETCs 110/ MOJTHBIM HAUMEHOBAHUEM B CKOOKaX.

HaumeHnoBaHMe CTPYKTYpHOTO MOJpPA3JEIEHUs] — aBTOpa JOKYMEHTa HCIIOJIb3YyeTcs B
OlaHkax muceM M OJlaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB M YKa3bIBA€TCS IMOJ IOJHBIM U
COKpAIIEHHBIM HAaUMEHOBaHUAMHU [ MMHa3UH.

HanmeHnoBaHue NMOJDKHOCTH JIMIIa — aBTOpa JIOKYMEHTa HCIOJIb3yeTcsl B OJaHKax
JOJDKHOCTHBIX JIML W pacmojiaraeTcs IojA HauMeHoBaHueM ['mmHasun. HammenoBanue
JTOJKHOCTH JIMIIa — aBTOpAa JOKYMEHTa YyKa3bIBAaeTCSI B COOTBETCTBUM C HAaWMEHOBAHHEM,
MPUBEICHHBIM B PACHIOPSAUTEILHOM JOKYMEHTE O Ha3HAUYEHUU HA JTOJIKHOCTb.

CnpaBoyHble JaHHBIe 00 00pa3oBaTeIbHON OpPraHu3anuu

CripaBouHbIe JaHHBIE O | MMHA3UM yKa3bIBalOTCS Ha OJIaHKAX MUCEM U BKIIIOYAIOT B CEOs:
azapec, Homep TenedoHa, akc, aapec MEKTPOHHOU MOYTHI, ceTeBoi aapec, a Takke OKIIO,
OI'PH, MHH u KIIIT opranuzanuu.

HaumeHnoBaHHe BUa TOKYMEHTa

HaunmenoBanue BuIa JOKyMEHTa, COCTaBICHHOTO [ MMHAa3ueH, TOJKHO OBITh ONTPEIesIeHO
ycTaBoM (TIOJIO)KEHHWEM) M JIOJDKHO COOTBETCTBOBATH HAWMEHOBAHUSIM BHJOB JIOKYMEHTOB,
npenycmorpenabiM OKVY]I: akt, cmpaBka, 3amucKa, CBOJKA, OT3bIB, IMPOTOKOJ, CIHCOK,
u3BelIeHNEe U JAp. PacmnopsauTenbHble JOKYMEHTHl OPraHM3alMd W3JAI0TCS CO CIEAYIOUIMMU
Ha3BaHUSAMM: [IPHUKa3, PACHOPSHKEHUE.

HaumenoBanue Bua 1 pa3HOBUIHOCTH JOKYMEHTa HE yKa3blBaeTcsa B MUcbMax. MecTo
COCTaBJICHUS WM HM3JaHMs JOKYMEHTa YKa3bIBaeTCs Ha OJaHKax JOKyMeHTOB ['mMmHa3uu, 3a
UCKJIIOYeHHeM OnaHKoB muceM. Ha3BaHue [IOKyMeHTa IeyaTaeTrcs MPOMHCHBIMU OyKBaMHU
MOJTYKUPHBIM MIPUPTOM.

Jara nokymeHTa

JlaToit [oKyMeHTa SIBJISIeTCS JaTa ero MOoANUcaHus (MU yTBEPXKACHHUA); Ul TOKYMEHTa,
MPUHUMAEMOT0 KOJUIETHAIbHBIM OpPraHoM (IPOTOKOJIAa), — JlaTa €ro 3acedaHusi (MPUHSATHUS
peleHust), Ui aKTa — JaTa COOBITHS, U JOKYMEHTA, TPEOYIOIIEro ero yTBep KIeHHsI, — 1aTa ero
YTBEPXKICHHSL.

JUist TOKyMEHTOB, COCTaBJICHHBIX OJJHOBPEMEHHO HECKOJIBKUMHU OPTraHU3alMsIMHU, AaTOU
JIOKYMEHTA SIBJIIETCS JlaTa MOANMCAHMS €ro MOCJIeAHENH OpraHu3alien.

Jlatra moAmuMcaHus, YTBEpXKIEHHUS, COIJIacCOBaHHMs JIOKYMEHTa, a TaKkKe JaThl,
coJepKalecs B TEKCTE, JOJDKHBI O(GOpMIATBCA HUPPOBBIM CIOCOOOM. DJIEMEHTHI JAThl
NPUBOAATCS apaOCKUMH LH(paMu B OHY CTPOKY B IOCIIEI0BATEILHOCTH: IEHb MECSIIa, MECHIL,
TO/I.

Hanpumep: 14.06.2018.

PerncrpanuoHHbIii HOMEpP T0OKYMEHTA

Perucrpammonnsnii HomMep — uudpoBoe wiaM OyKBeHHO-IM(PPOBOEC 0003HAYCHHE,
IPUCBAaUBAEMOE JIOKYMEHTY IPHU €ro PerucTpaLuy.

Perucrpanus 1oKyMeHTa MPOBOAUTCS MOCIIE €T0 MOINUCAHUS TN YTBEPKICHUSI.

Jlnist BHYTpEHHUX JOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — ATO MOPSIKOBBIN HOMED B
npeJenax KajJeHIapHoro roja no KaxxaoMy BUy WM Pa3HOBHIHOCTH JOKYMEHTOB. B npukazax
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PETUCTPAIIMOHHBIA HOMEpP MOXET JOIOJIHATHCS OYKBEHHBIM MHJIEKCOM, O0O03HAYaronuM
PasHOBHIHOCTH (Hanpumep: TIPUKa3 0 OCHOBHOM AesrenbHOCTH 0T 15.05.2018 Ne 253 11; mpukas
o muyHoMy cocTtaBy ot 10.01.2018 Ne 221c, mpukas 06 ormyckax ot 25.01.2018 Ne 4201, mpukas
o komauaupoBkaMm oT 25.01.2018 Ne 25k).

JIJis uCXOaIIMX JOKYMEHTOB PETUCTPAIIMIOHHBIM HOMEpP COCTOUT:

1) U3 NOpsIIKOBOTO HOMEPA B IpeJieiax MacCHBa OTIPABIIIEMOI KOPPECIOHICHIIHY;

2) WHJEKca Jiefla B COOTBETCTBUU ¢ HOMEHKIIATYpo# e [ uMHas3uw.

PeructpanuonHuslii HOMEp JOKyMEHTa, COCTaBJICHHOIO COBMECTHO IByMsl U Ooiee
OpraHM3alUsIMH, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXIOH M3 3THUX
OpraHM3aIuii, MPOCTaBISIEMBIX Yepe3 KOCYI0 YEPTY B MOPSAKE YKa3aHUS aBTOPOB B IOKYMEHTE.

CchlIKka HA perucTPAUMOHHBII HOMEP M 1aTy JOKYMEHTAa

Ccbulka Ha pErHCTPAIllMOHHBI HOMEpP M JaTy JOKYMEHTa BKJIIOYaeT B cels
pEerucTpaloHHbIM HOMEp U J1aTy TOKYMEHTa, Ha KOTOPBIH 10JKeH ObITh AaH oTBeT. Cchlika Ha
HOMEp U JaTy JOKYMEHTa HCIOJb3yeTCs MPU OPOPMIICHUU MUCEM, SIBISIFOIIMXCS OTBETAMH Ha
IOCTYNUBIIEE MHUCHMO (3ampoc, mpockOdy W 1p.). CBeneHHs B PEKBU3UT MEPEHOCATCS C
MOCTYIMUBIIIETO TIOKYMEHTA U COOTBETCTBYIOT PETUCTPALIMOHHOMY HOMEPY U JIaTe MOCTYIUBIIETO
JOKYMEHTA.

OrpanuuuTtenbHas OTMETKA Il JAHHOTO PEKBU3HUTA TPOCTABISETCS B JIEBOM 4YacTH
OJlaHKa MUChMa TIOJT PEKBU3UTOM «JIaTa» U «PETUCTPAIMOHHBIA HOMEpP TOKyMEHTa.

Hannuue maHHOrOo peKBU3HUTA MUCKIIOYAeT HEOOXOAUMOCTh YIIOMUHAHUS HOMEPA U JaThl
MOCTYNHBIIETO JOKYMEHTa B TEKCTE€ IHChbMa, YTO OCBOOOXKIAET TEKCT OT CIPAaBOYHOMN
nHpopmanuu.

MecTo cocTaBieHHs MU U3JAHUS IOKYMEHTA

Mecro cocraBieHus (U37aHus1) JOKyMeHTa (T. 3eJIEHOTOPCK) YKa3bIBaeTCs B JOKYMEHTAX,
M3rOTABIIMBAEMbIX HA OJJaHKAaX KOHKPETHBIX BUOB IOKYMEHTOB.

Anpecart

JIOKYMEHTBI aJIpecyIOT B OpraHbl BJIACTH, OPTaHU3ALUHU, UX CTPYKTYpPHBIE TOAPA3ICICHHUS,
JOJIKHOCTHBIM WM (PU3UYECKUM JIMILIAM.

[Ipu anmpecoBaHWM TOKYMEHTa B OpraH BJIAcTH, OPTaHHU3aIlUI0 WM €€ CTPYKTYpPHOE
noapasnenenue (06e3 ykazaHus JOJDKHOCTHOTO JIMIIA) UX HAMMEHOBAHHUE MTUIIYT B UMEHUTEIIbHOM
najiexe.

Hanpumep:

MuHucTepcTBO 00pa30BaHUs U HAYKH

Poccutickoit denepanuu

JlemapTaMeHT rocy/1apCTBEHHOMN MOJIUTUKH B chepe

3alIUThI IPaB AeTen
[Ipu HanpaBiIeHUH JOKYMEHTA JOJDKHOCTHOMY JIUIY Ha3BaHHE OPTaHU3aIluU U €€ CTPYKTYPHOTO
noJipa3/ielieHusl YKa3bIBAIOT B MMEHUTEIBHOM TaJIeXke, a IOJDKHOCTh U (paMIIIMIO ajpecaTa — B
natenbHOM. MHMUIMABI CTAaBATCH mocje GaMUINH HE3aBUCUMO OT TOTO, KOMY aJpecoBaH
JOKYMEHT — JIOJDKHOCTHOMY JIMILY MITH (PH3UYECKOMY.

Hanpumep:

MunuctepcTBo oOpa3zoBanus KpacHospckoro kpas
VYnpasnenue nenamu

I'maBHOMY CHELIUATUCTY
HBanosou N.1.



Wnu Ha3BaHWE OpraHu3alyy BXOJUT B HAUMEHOBAHUE JIOJDKHOCTU U 0hopMIIseTcs B

JATEIILHOM IaJIeXKe
Pextopy nnctutyra
NBanosoii N.1.

[Ipu agpecoBanuu JOKyMEHTa B HECKOJIBKO OJJHOPOIHBIX OpraHU3allfil UX Ha3BaHUS
CJIeZyeT yKa3bIBaTh 0000IIEHHO.

Hanpumep:

PykoBomuTensiMm  00pa3oBaTENbHBIX
opraHuzanuii o0mero oopa3oBaHus,
PYKOBOIUTENSAM  TNPEANPUATUN U
opranuzanuii MuHoOpHayku Poccun

JlomyckaeTcsi HIEeHTPUPOBATh KaXAyl0 CTPOKY PEKBU3UTA «AJpecaTy M0 OTHOIIEHHUIO K
CaMOW JITIMHHOW CTPOKE.

Hanpumep:

3aMeCTUTENI0 JUPEKTOpA
nmo y4yeOHOUM  pabore
MBOY Ilkoma Ne 1
Uyiikunoit .M.

B cocraB pexkBu3uTa MOXKET BXOAUTH MOYTOBBIM ajpec. DJIEMEHThI MOYTOBOIO ajpeca
YKa3bIBAIOTCS B MOCIIEIOBATEILHOCTH, YCTaHOBIEHHOM [IpaBunamu oka3aHus yCiayr MOYTOBOMH
cBs3u. [lpu ajgpecoBaHWMM THChMa B OpPraHU3aAIMIO YKa3bIBAIOT €€ HAWUMEHOBAaHUE, 3aTEM
MMOYTOBBIN aapec.

Hanpumep:

Penakimsa JKypHaia
«YnpaBieHHe Ha4yaJIbHOW KOO
MockoBckuiA ~ MPOCIL, 1. 6,
r. Duck, 101856

Anpec He TpOCTaBIsieTCs Ha JOKYMEHTaX, HampaBlIIeMbIX B IPaBUTEIbCTBEHHBIC
YUPEXKIEHUS U MMOCTOSHHBIM KOPPECIIOHACHTaM, B 3TUX CIy4asX MOT'YT IPUMEHSTHCSI KOHBEPTHI
C 3apaHee Halle4YaTaHHBIMH aJpecaMu.

[Ipu ampecoBaHuu IOKyMEHTa (PU3MUECKOMY JIMIY HEOOXOIUMO YKa3bIBaTh (pamiuinio,
WHUIUAIIBI, 3aT€M MTOYTOBBIN aapec.

Hanpumep:

NBanosy U.1.
Yepneiesckasd yi., 1.100, k. 100,
r. OHCK, DHcKasg obacTs, 101856

JIOKYMEHT He JOJKEH COoJIepKaTh O0Jiee YeThIpeX aipecaToB, KA bl SIK3EMILIP TAKOTO
JOKyMEHTa JoJkeH ObITh moanucaH. CrnoBo «Komusi» mepen BTOPHIM, TPEThUM, YETBEPTHIM
aZipecaTaMH HE yKa3bIBalOT.

[Ipu HampaBieHHHM TOKyMEHTa Oojiee 4yeM B YEThIpe aJpeca COCTaBISETCS CIHCOK Ha
PacChUIKY, a Ha KaXJI0M JTOKYMEHTE IPOCTaBIISETCS TOIbKO OJUH aJpec.

I'pud yrBepxaeHUs JOKyMEHTa



YTBepKIeHUE TOKYMEHTa MPOU3BOJIUTCS TPOCTABICHHWEM Tpuda YTBEPKICHUS WIH
W3/IaHUEM PACTIOPSIUTEIHHOTO JOKYMEHTA (B TE€X Cydasx, Korja TpeOyrTCs TOMOJTHUTEIIbHBIC
MIPEAMUCAHUS U PA3bICHEHUS ).

JIOKyMEHTBI ~ YTBEPKAAIOTCS  JUPEKTOPOM  IIKOJBI,  BBIMICCTOAIIMMH  WJIH
MEXBEIOMCTBEHHBIMUA OpPTaHAMHU, OPTaHU3ANHUSIMH, B KOMIIETEHITUIO KOTOPBIX BXOJUT PEIICHUE
BOTIPOCOB, U3JI0KEHHBIX B YTBEPKIaEMbIX JOKYMEHTaX.

[Tonoxxenus, mpaBuia, MOPSIKU, TOJDKHOCTHBIE MHCTPYKIIUU, UHCTPYKIIUU, PACTTUCAHHUSI 3aHSITUN
YPOKOB, BHEYPOYHOW JEATEIHHOCTH, OMOJIHUTEIBLHOTO OOpa3oBaHHWsl W Jp. MOJJIEKAT
YTBEPXKJICHHUIO TUPEKTOPOM IIKOJIBI U MPUOOPETAIOT IOPUINICCKYIO CHITY TOJIBKO C MOMEHTA MX
YTBEP)KJICHHS.
['pud yrBEepkIeHUS TOMEMIACTCS B IPAaBOM BEPXHEM YTy NEPBOTO JIUCTA TOKYMEHTA, COCTOUT
n3 ciaoa YTBEPXJIAIO (6e3 kaBbluek), IOJTHOTO HAaWMEHOBAHHS JIOJDKHOCTH JIWIIA,
YTBEPKAAIOIIETO TOKYMEHT, €r0 JTMYHOU MOJIIMUCH, €€ paciIupOBKHU (MHUIHAIOB, (aMUIHN) U
JaThl YTBEPIKICHUS.
Hanpumep:
VYTBEPXIAIO
Hupexrop MBOY «I'umuazus Ne 164»

HOJINUCH H.H. I'y6anosa
15.06.2018
Homyckaercss B pekBu3uTe «['pud yTBEepKIeHUS MIOKYMEHTa» IIEHTPUPOBATH JIIEMEHTHI
OTHOCHUTEIIBHO CaMOW IJIMHHOM CTPOKH.
Hanpumep:
YTBEPXIAIO
Hupexrop MBOY «I'umuazus Ne 164»
HOJINUCH H.H. I'y6anoBa
15.06.2018
[Ipu yTBEepKACHUHU JOKYMEHTA HECKOJIBKIUMU JOJKHOCTHBIMH JIMIIAMU WX TTOANKUCH PACTIONAratoT
Ha OJJHOM ypOBHE.
[Ipu yTBepXIeHUM MTOKYMEHTa MOCTAHOBJICHHEM, DPEIICHUEM, MPUKa30M, MPOTOKOJIOM Tpud
yrBepxacHus coctouT u3 cinoa YTBEPXJ/IEH (-A, -O, -bl), HanMeHOBaHUS yTBEPKIAIOIIETO
JIOKYMEHTa B TBOPUTEJIBHOM Ma/IekKe, €ro JaThl, HOMEpa.

Hanpumep:
YTBEPXJEH
[IpoTOKOJIOM METOIMYECKOTO COBETA
15.06.2018 Ne 32
WIH

YTBEPXJIEHO

npukazom MBOYVY «I'umnHazus Nel 64

15.06.2018 Ne 32
Cnosa YTBEPXX/IEHO u YTBEPXX/IEH B npunoxeHusX coriaacyroTcsi B pOA€ U YUCIIE C BUAOM
yTBepxkAaeMoro fokyMeHnra: nojgoxenue — Y TBEPXXIEHO, nporpamma — YTBEPXXIEHA.
BHocutb kakue-1mb0 u3MeHeHus U 100aBIEeHUS B MOANKCAaHHbIE (YTBEPKICHHBIC) TOKYMEHTHI
0e3 pa3pelieHus JI1La, MOAMUCABIIEr0 TOKYMEHT, HE I0ITYCKaeTCH.
OTBEeTCTBEHHOCTH 32 KAUECTBO MOATOTOBKH JOKYMEHTOB U JIOCTOBEPHOCTD COJEPKAIIMXCS B HUX
JTaHHBIX BO3JIaraeTcs Ha JIMLA, IOArOTOBUBIINE, 3aBU3UPOBABIINE U NTOANNCABIINE TOKYMEHTHI.



3aroyIoBOK K TEKCTY
3aroloBOK K TEKCTy BKIIOYaeT B ce0s KpaTKoe cojepiaHhe TOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO Harpysky. 3arojoBok ¢opmymnupyercs ¢ npemiorom «O» («O0») m oTBedaeT Ha
BOIIPOC «O YyeM?»:
— mpuka3 (0 4em?) 0 CO3JaHUU aTTECTAIMOHHOW KOMUCCHH,
— npukas (0 ueM?) 00 yTBEp)KICHUHU IITATHOTO PACITUCAHHUS;
— iicbMo (0 yeM?) o MpeoCTaBICHUH HH(POpMAITHH.
3aroyIoBOK COCTaBIISIET UCIIOJIHUTEND IOKYMEHTA. 3aroJI0OBOK K TEKCTY 0pOpMIIIETCS MO
pEeKBU3UTAMH OJIaHKA CIIEBa, OT IPAaHUIIBI JIEBOro MoJisi. Eciu TeKCT JOKyMeHTa He MPEeBbIIIaeT
YeThIpeX-TIATH CTPOK M oopMileH Ha Oianke ¢popmara A5, 3aroloBOK MOKHO HE YKa3bIBATh.
3aroloBOK  JOKyMEHTa 3alMCBIBAETCS MPU €ro PErUCTpPallUd B  COOTBETCTBYIOIIME
perucTpamnronabie (OPMBI: KapTOUKY, 0a3y JaHHBIX.

Teker noxkymenra
TekeT TOKyMEHTa COCTaBISIETCS HAa PYCCKOM S3BIKE KaK IOCYAapCTBEHHOM s3bIke Poccuiickon
@enepany. TeKCT AOKyMEHTa H3JIaraercs pPYCCKUM JIMTEPATypHBIM SI3BIKOM C Y4ETOM
ocoOeHHOCTEH O(QUIMATbHO-IEIOBOT0 CTWIIA, BUAA JOKYMEHTa W €ro Ha3HAa4YeHUsS B
ynpaBiieH4ecKoil nesTenbHocTH. CopepikaHue JOKYMEHTa JIOJDKHO OBITh H3JI0KEHO KpPaTKo,
JIOTUYHO, TOYHO U SICHO.
TexkcThl JOKYMEHTOB M3J1araloTcs:
oT 1-ro U eJMHCTBEHHOIO YKcia B TIOKyMEHTax (IIPHKa3, paclopsKeHHe U T. [.) IUPEKTopa
I'mMHa3um, neiicTByOmMEro Ha MPUHLIMIIAX €AMHOHAYAIIHS, @ TAKXKE JOKYMEHTaX, aipeCOBaHHbBIX
PYKOBOJCTBY OpraHM3allMy: IPUKAa3bIBal0... INOJATOTOBUTh U IPEJICTAaBUTh HA PACCMOTPEHHUE;
IPOIIy PACCMOTPETh BOMPOC 00 YCTAaHOBJICHUH JIBIOTHBIX Tapu(oB...;
3-T0 JIMIa eTMHCTBEHHOTO YKCIIa B IOKyMEHTaX KOJIJIETHAIbHBIX OPraHOB: KOMUCCHS PEIIHIa...;
[IIkona He cunTaeT BO3MOXKHBIM...;
1-ro nuIa MHOKECTBEHHOTO YMCJIa B COBMECTHBIX JOKYMEHTaX: MPOCHUM MPEICTaBUTh JaHHbBIE
0...; IPEJCTABIISIEM HAa PACCMOTPEHHUE U YTBEPKICHHUE...;
3-T0 JIM11a MHOKECTBEHHOT'0 YK CJIa B IPOTOKOJIAX: CITYILAIN, BHICTYITHIIN, TOCTAHOBWIIN, PELIHIIH.
B nokymeHTax, yCTaHaBIMBAIOIIMX MpaBa M OOS3aHHOCTH OpPraHMU3ALMHU, €€ CTPYKTYPHBIX
nojapasaesieHuid (IMOJ0KeHUe, HHCTPYKIIHS), a TaK)Ke COJEPKAIUX OMUCAaHWe, OIEHKY (pakToB
WIK BBIBOJBI (AKT, CHpaBKa), HCMONb3yeTca (GopMa H3JI0KEHHs TEKCTa OT TPEThEro Juia
€MHCTBEHHOT'O HWJIM MHOXKECTBEHHOI'O 4YHCla («OTIEeN OCYHIECTBISET (YHKIMU», «B COCTaB
00BEAMHEHUS BXOJIATY», KKOMHUCCHSI YCTAHOBHJIIAY).
B Tekcre noxkymeHTa, MOATOTOBICHHOIO Ha OCHOBAHUHU 3aKOHOAATEIbHBIX, MHBIX HOPMATHUBHBIX
MIPABOBBIX AKTOB, W3/IaHHBIX OpPraHaMH BJIACTH W YIpPaBJIEHUS, TOKYMEHTOB, paHee U3JaHHBIX
OpraHOM BJAaCTHM — aBTOPOM JOKYMEHTa, yKa3blBaeTcd HaWMEHOBaHHE BHJAA JOKYMEHTa,
HAaUMEHOBAaHME OpraHa, U3JaBIIeT0 JOKYMEHT, 1aTa MPUHATHS WIH YTBEPKIECHUS TOKYMEHTA, €ro
pEerucTpaloOHHBIM HOMEp, @ TaK)Ke 3arojIOBOK K TEKCTY WMJIM HaMMEHOBaHUE BUJA JOKYMEHTa,
Hanpumep:
«B cootBercTBUM ¢ moctaHoBieHueM [IpaButenscTa ot 13.08.1997 Ne 1009 «O06 yTBepxaeHUn
[IpaBua MOATOTOBKM HOPMATHUBHBIX MPABOBBIX aKTOB (heAepabHBIX OPraHOB MCIIOJIHUTEIBHON
BJIACTH U UX FOCYIapCTBEHHOW PETUCTPALIUNY;
«B coorBerctBun C llonokeHMEM O NOCTOSSHHO JEHWCTBYIOLIEW OSKCIIEPTHOW KOMUCCHH
YUPEXKJEHUS, OPraHU3aluy, IPEIIPUITHS, YTBEPKACHHBIM Npuka3zoM Pocapxusa ot 19.01.1995
Ne2...».



Ecnu TeKCT CONepKUT HECKOJIBKO IIOPYUYECHUM, PELICHUH, BBIBOJIOB, B TEKCTE BBIJEIISIOTCS
pasnensl, MoApa3Aeiibl, MyHKTbI, TOAMYHKTHI.
B Tekcr jokyMeHTa MOT'YT BKIIIOUaThCsl parMeHThl, 0OpPMIIEHHBIE B BUJIE€ TaOIUIBI WU
AQHKETHI.
Ctpanuiibl TeKCTa HyMEPYIOTCS apaOCKUMHU HUdpamMu MOcepeuHE BEPXHETO MOJIS.
B nucbMax uCToNb3yIOT cleayonme GopMbl U3IT0KECHUS:
—OT TMEpBOro JHIla MHOXECTBEHHOIO 4HCla («IPOCUM HANpaBUTh», «HAMpaBIseM Ha
pPaccCMOTpPEHHUEY);
— MEePBOTro JIMIA EAMHCTBEHHOTO YHCTa («CUUTAI0 HEOOXOIUMBIMY, «IIPOLTY BHIACITUTEY);
— TpeThero Juia enuHcTBeHHOTo uncia («OO He Bo3pakaeT», «OO cUuTaeT BO3MOKHBIMY).
OTMeTKa 0 IPUITI0KEHUHU
Ecnu 1okyMeHT MMeeT MPHIIOKEeHUS, HA3BaHHBIE B TEKCTE, TO OTMETKA 0 HUX 0OPMIISIETCS 110
cnenyromen Gopme:
[Tpunoxenue: Ha 10 1. B 3 3K3.
Ecnu npuiiokeHust B TEKCTE HE Ha3BaHbI, TO HEOOXO0IMMO MEPEYUCIUTh UX Ha3BAHUS, KOJIMYECTBO
JIMCTOB U 3K3EMIUISIPOB KaX10TO.
[Ipy HaTMYKUKM HECKOJBKUX MPUII0KEHUH OHU HYMEPYIOTCS:
[Tpunoxenus: 1. [lITatHOE pacMcaHUE... Ha 4 1. B 3 3K3.
2. CMmeTa pacxoioB... Ha 4 1. B 3 3K3.
Ecnu mpuioxeHus cOpomopoBaHbl, KOJIUYECTBO JUCTOB HE YKA3bIBACTCA.
Ecnu k nokyMeHTy npuiaraetcst Apyroi JOKYMEHT, TaK)Ke UMEIOLIUI MPUI0KEHHE, OTMETKY O
HAJIMYUU TPUI0KEHUS OQOPMIISIIOT CIIETYIOLIIM 00pa3oM:
[Tpunoxenue: nucbmo Pocapxura ot 05.06.2003 Ne 02-6/172 u npuioxeHue K Hemy, BCero Ha 3
T
Ecnu npunoxenuem sBinseTcss 000COOIEHHBIN 3JEKTPOHHBIN HOCUTENb (KOMIAKT-AMCK,
usb-duren-HaKOMUTENNb M JIp.), OTMETKY O HAIWYMH MPUIOKEHHUS O(POPMIISIOT CJICIYIOIIUM
obpazoM:
[Tpunoxenne: CD B 1 3k3.
I[Ipu sTomM Ha BKJIanabime (KOHBEPTE), B KOTOPHIH IMOMEIIAETCS HOCUTENb, YKA3bIBAIOTCS
HAaUMEHOBAHUSI TOKYMEHTOB, 3alIUCAHHBIX Ha HOCUTEJb, UMEHa (haiiyioB.
[Ipunoxenust TOMKHBI OQPOPMIIATHCS HA CTAHIAPTHBIX JTUCTaX U UMETh BCE HEOOXOIUMBIC IS
JOKYMEHTOB PEKBU3UTHI (HAUMEHOBAHUE, 3ar0JIOBOK, MTOANKCH PYKOBOAUTENEH MOApa3/ICICHUH,
OTBETCTBEHHBIX 3a UX COZEpkaHHe, OTMETKY O COTJIACOBAHUH U T. II.).
Ha npunosxenuu K pacnopsaUTeNbHOMY JOKYMEHTY B IIPaBOM BEPXHEM YTJy CTAaBUTCSA OTMETKa
C YKa3aHHEM Ha3BaHUs pacCIOPSAIUTEILHOTO JOKYMEHTA, €ro IaThl U PETUCTPALIMOHHOTO HOMEpA.
Hanpumep:
[Tpunoxenue Ne 2
K npukazy MbOYVY «I'umnHazust Ne 164»
or 15.06.2018 Ne 11
HauMenoBanue BuIa JOKYMEHTa — MPWIOXKEHHUs (TIEpPBOE CIIOBO 3aroJioBKa IMPUIIOKCHHS)
BBIJICJIICTCS] IPONUMCHBIMU OykBamu, nonykupHbiM mpudrom (ITOJIOXXEHUE, ITEPEUEHD,
CIIMCOK u T. 1.).
Homyckaetcst Beipaxkenue «[IPMJIOXKEHUE Ney mevararh mponmucHbIMH OyKBaMH, a TaKkKe
LEHTPUPOBATH 3TO BhIpaXKEHHE, HANMEHOBAaHUE JJOKYMEHTA, €r0 JaTy U perucTpalliOHHbII HOMEp
OTHOCHUTEIIBHO CaMOW IJIMHHOM CTPOKH.



Hanpumep: [MPUJIOXKEHUE Ne 2
k npukazy MbOY «I'umuazus Ne 164»
ot 05.06.2018 Ne 145

I'pud cornacoBanus foKkymeHTa

Breminee cornmacoBanue opopmIIsieTCsi COOTBETCTBYIOIINUM TPHQPOM.
I'pud cornmacoBanust cocrout u3 cioa COI'JTACOBAHO (6e3 kaBbIuek), JOHKHOCTHU JIMIIA,
KOTOPBIM  COIJIACOBAaH  JOKYMEHT  (BKJIIOYas  HaUMEHOBAaHME  OpraHM3alluu),  €ro
COOCTBEHHOPYYHOM MOJMHUCH, MHULIUAIIOB, (DaMUIINH, JAThl COIJIaCOBaHMSL.
Hanpumep:

COI'ZTACOBAHO

3aMecTUTEIb HaYaJbHUKA YIIPaBJICHUS

oOpa3oBaHus DHCKOM 00IacTH

MHOJIINCH A.W. IleTpoB

11.07.2018

Ecnu cornacoBanue npoBOAUTCS € KOJJIETHAIBHBIM OPraHOM MJIH IOCPEICTBOM MUChMa, TO TpUd

coriacoBaHusi 0POPMIISIETCS CIETYIOIIUM 00Pa3oM:
Hanpumep:

COI'JTACOBAHO

Ileqarornuyeckum COBETOM

MBOY «'umnuazus Ne 164

(mpotokoin ot 29.03.2018 Ne 1)
I'pudbr cormacoBanusi MOTYT pacroiaraTbCsi Ha OTIEIBHOM JIUCTE COTJIACOBAHUS, €CIU
coJlep)kaHuEe JIOKyMEHTa 3aTparuBaeT WHTEPEChl HECKONbKUX opranu3anuii. Ha mnokymente
JiesiaeTcsi OTMETKa «JIMCT cornmacoBaHusl MpUIIaraeTcsy.
BHemiHee cornmacoBaHue B 3aBUCHUMOCTH OT COJEP)KaHUS JOKYMEHTa OCYIIECTBISIETCS B
CIEAYIOLENH OYEPETHOCTH:
—CO CTOPOHHHMH OpraHU3allMsM{, KOTJa OHHM BBICTYMAIOT 0O0S3aTeNbHON CTOPOHOUW B
MPaBOOTHOUIEHUSX, BO3HUKAIOLIUX BCJIEICTBHE M3JaHUsI JOKYMEHTA, WJIM KOTJa COJAEpKaHUE
JIOKYMEHTA 3aTparuBaeT UX HHTEPECHI;
— OOIIECTBEHHBIMH OpraHM3allMsIMM  — B ClIydasgx HEoOXOJUMOCTH WM B  Ciydasx,
MPEyCMOTPEHHBIX MOJIOKEHUSIMHA 00 3TUX OpPTaHU3alMsIX;
— OpraHaMu, OCYIIECTBISIOIIMMHU TOCYJapCTBEHHBIN Ha/IBEIOMCTBEHHbINH KOHTPOJIb (HaA30p) B
OTIpeIeIeHHON 00JIaCTH (IKOJIOTHUECKHIA, TTOKAPHBIN | T. I1.);

— BBIIIECTOSIIIMMU  OpPraHU3alUdsIMU — B Clydasx, KOrjJa 3aKOHOJATeIbCTBOM
MpEeAyCMaTPUBAETCS BO3MOXKHOCTh COBEpILICHUSI YIPABICHUYECKUX JEUCTBUH TOJBKO C
pa3peleHus 3TUX OpraHu3alui.

Buza cornacoBanust JokyMeHTa
Busbl cornmacoBaHusi JOKYMEHTa — PEKBU3HUT JOKYMEHTA, YKa3bIBAIOIIMI Ha COTJIacue WU
HecorJiacue TOJKHOCTHOTO Jula [ MMHa3uu ¢ coiepkaHueM MPOeKTa JOKyMEHTa (Jjajee — BU3a).
Bu3za BkiIo4aeT 1OJKHOCTD JIMIA, BU3UPYIOLIETO TOKYMEHT, MOJIUCH, paciiu(poOBKY MOIMUCH
(vHUIMANBI, (aMUITHIO) U ATy BUSUPOBAHMUS.

Hanpumep:
3amMecTuTeNh TUPEKTOPa MO0 BOCIIUTATEILHON paboTe
JInyHasg nmoanuch .. NsanoBa
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10.10.2018
OdopmienHast TakMM 00pa3oM BU3a 03HAYAET Corlacue AOHKHOCTHOTO JIUIa C
COJIepKaHUEM JOKYMEHTA.
[Tpu HaM4YMK 3aMeYaHuil 10 TOKYMEHTY BH3Y OQOPMIISIOT CIEAYIOIUM 00pazoMm:
3amMeuaHus TpUiIararoTcs
3amMecTuTeNh TUPEKTOPa MO0 BOCIIUTATENLHON paboTe

JInyHag nmoamnuch N.N. saHoBa
10.10.2018

JIOKyMEHT BH3HMPYETCsI MCIIOJIHUTENEM M 3aHHTEPECOBAHHBIMU B JTOKYMEHTE JOJDKHOCTHBIMU
aunamMu, tupekropom ['mMHuazum.
3aMe4aHusi JOJDKHBI OBbITh IPEICTABICHBI HA OTIACIBHOM JIMCTE, KOTOPBIH MOIMMCHIBAIOT,
JATUPYIOT U MPUJIATaoT K JOKYMEHTY.
Ha noxymeHnTe, MOATMHHUK KOTOPOTO ocTaeTcs B [ MMHA31u, BU3BI IPOCTABIIAIOT B HIKHEH yacTu
00OpOTHOM CTOPOHBI OCIIEHETO JUCTA MOAJUHHUKA JOKYMEHTA.
Ha noxymeHTe, NMOUIMHHUK KOTOPOTO OTIPABISIOT M3 OpraHU3allid, BHU3bl MPOCTABISIOT B
HIDKHEH 4acTH JIMLEBOM CTOPOHBI BTOPOTO IK3EMIUIAPA OTIPABIAEMOro JOKYMEHTA.
Bo3MoxxHO odopmieHrne BH3 JOKYMEHTa Ha OTAEIBHOM JIHCTE corjacoBaHus. Jlomyckaercs
HOJIMCTHOE BU3MPOBAHUE JOKYMEHTA U €T0 MPUIIOKEHHUS.
Ecnu B nmponecce BU3NPOBaHUs B IPOEKT JTOKYMEHTA BHOCATCS CYILIECTBEHHbIE U3MEHEHMsI, OH
IOJUIEXKUT TOBTOPHOMY BH3UpOBaHMIO. IIOBTOpHOE BH3MpOBaHUE HE TpeOyeTcs, eciau Ipu
N0pabOTKe B IPOEKT TOKYMEHTA BHECEHbI YTOUHEHUSI, HE MEHSIIOILUE €r0 CYTH.

Iloamuce
JloKyMeHTBI, HarpaBisieMble | MMHa3ueil B BBIIIECTOSIIINE OPTaHbl yIIPaBIEHUs, TOAMUCHIBAIOTCS
nupekropoM ['MMHaszum, ero 3amecTuTeNeM IO MOPYYEHMIO aupekropa ['mMHazum 1o
COOTBETCTBYIOIIUM HaIPaBICHUSM.
B cocraB pekBusura «Ilognmuce» BXOIAT: HAUMEHOBAHUE JOJDKHOCTH JIUIIA, TOJIHMCABIIETO
JOKYMEHT (TIOJIHOE, C YKa3aHHWEM Ha3BaHMS OpPraHM3allMHU, €CIH JTOKyMEHT Oo(OopMIIEH HEe Ha
OnaHKe, W COKpalleHHOe — Ha JOKYMEHTe, O(OpMIICHHOM Ha ONaHKE); JIMYHAS TOIIMHCH;
pacuudpoBKa NOAMUCH (MHULUAIBI, (haMUITHS).

Hanpumep:

3amMecTUuTeNh JTUPEKTOpA JINYHAS IOJINNCH .. NsanoBa
M0 BOCITUTATENLHOM paboTe

B nokymeHTax, TMOATOTOBICHHBIX KOMHCCHEH, YKa3bIBalOTCS HE JOJDKHOCTH

HOJNMCABLINX JIUL, a UX 0053aHHOCTH B COCTaBE KOMUCCHH.

Hanpumep:
npeaceaaTenb KOMUCCUHI JINYHAA IOAIUCE 1.0. ®amnnus
qJIeHBI KOMHUCCUU JINYHAA IOAIUCE 1.0. ®amnnus

JIMYHAas IIOAIHCH N.0. damunus
[Ipu nmoanucaHuu MOKYMEHTAa HECKOIBKMMH JOJKHOCTHBIMU JIMIIAMH HUX MOIMUCH
pacnojlaraloT OJHY NOJ JPYyrod B MOCIEI0BATEIbHOCTH, COOTBETCTBYIONIEH 3aHUMAEMOM
JOJIKHOCTH.

Hanpumep:
HupekTop JINYHAS TOAMKUCH N.0O. ®amunus
3aMecTUTeNb AUPEKTOPA JINYHAS IOJINNCH 1.0. ®amnnus
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HpI/I MNoANUCaHUuN JOKYMCHTA HCCKOJIbKUMHU JIMIIAMU paBHBIX HOHX(HOCTCﬁ, HUX MMoAIncCu
pacmnojiaratoT Ha OAJHOM YPOBHC.

Hanpumep:
3aMecTHUTENb JTUPEKTOpA o 3aMecTuTeNb ~ JUPEKTOpa MO
aIMUHUCTPATUBHO-X035IHCTBEHHOM y4eOHO-BOCTIUTATEIHLHOM paboTe
pabote
JAYHAas N.0O. damunus JAYHAas N.0O. damunus
MOAMNKUCH MOAMKUCH

Ecin nomKkHOCTHOE L0, TOAIIMCH KOTOPOTO 3arOTOBJIEHA HA IPOEKTE JOKYMEHTA, OTCYTCTBYET,
TO JOKYMEHT JAOJDKEH NOJMMCHIBATHCSA JIMIIOM, HMCIOJHSIOUIMM €ro OO0S3aHHOCTH, WM €ro
3aMECTUTENIEM.

He pnomyckaercs noanucanue JOKYMEHTOB C IPEJIOTOM «3a» WIN IIPOCTABIEHUE KOCOM 4epThl
nepes HAMMEHOBAHUEM JOJIKHOCTH.

OTMeTKa 00 3JIEKTPOHHOI MOANMUCH

Otmerka 00 3JEKTPOHHOM MOMMUCH BKIOYAeT: (Qpazy «{OKyMEHT moAanucaH 3JIEKTPOHHOU
MOJNKCHIO», HOMEpP cepTH(HKaTa KItoya 3JIEKTPOHHON MOMMUCH, (PaMUINIO, UMS, OTYECTBO
BJIaJeNbla cepTU(UKaTa U CPOK JeHCTBUS cepTH(UKATA KIH0Ua JIEKTPOHHOM MOAUCH.

Hanpumep:

{{Img="S:\Penaxius\MII®IP\O6pazosanne\IMG\118_31056.png"}} AOKYMEHT
MNOAITMCAH
DJIEKTPOHHON
MMOAIMNCBIO

Cepruduxar lal11aaa0000000011

Bnanenen iBanoBa Anna [lerpoBHa

HeticrButenen ¢ 01.12.2012 o 01.12.2018
OtmeTka 00 DJIEKTPOHHON TMOAMHCH JOJKHA COOTBETCTBOBaTh MECTY pa3MeUIeHUS
COOCTBEHHOPYUYHOM MOJNUCH B aHAJIOTMYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHUTelNe. DJIEeMEHThI
OTMETKH JIOJDKHBI OBITH BUJUMBIMU U YUTAEMBIMH U HE JIOJDKHBI IEPEKPBIBATH AJIEMEHTHI TEKCTa
JOKYMEHTA U IPYyTHue OTMETKU 00 AJIEKTPOHHON MOANUCH (IIPH HAJTUYUN ).
Ileuars
OTTHCK TeyaTH 3aBepsieT MNOMJIUHHOCTh MOAMHMCH JOKHOCTHOTO JIMIA Ha JAOKYMEHTaXx,
YIIOCTOBEPSIONIUX MMpaBa Juil, (UKCUPYIOMHX (HaKThI, CBSI3aHHbBIC ¢ (HHAHCOBBIMU CPEICTBAMU,
a TaKXKe Ha HUHBIX JIOKYMEHTax, MpelyCMaTpPUBAIOIIMX 3aBEPEHHE MOJJIMHHON MOIHUCH.
JIOKyMEHTBI 3aBepsIOT IeyaThio [ MMHa3uu.
[Teyarp mpocraBnsieTcss HA CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas JIMYHOW TOIMHCH
JIOJKHOCTHOTO JIMLIA.
OT1MmeTka 00 HCnoTHUTEIE
OTtmeTKa 00 MCTOTHUTEINE BKIIOYAeT B ce0s haMUIIHIO, UMS1, OTYECTBO UCIIOJIHUTENS JOKYMEHTA,
HOMED ero TenedoHa.
OTMeTKy 00 UCIIOTHUTEIE PACTIONAraloT Ha JIMIIEBON WM 000POTHOM CTOPOHE IMOCEAHETO JINCTa
JIOKYMEHTA B JIEBOM HUKHEM YTIIy.
Hanpumep:

NBanoa una l1BaHOBHA

8 (495) 994-94-94
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OTMeTKa 0 3aBepeHNH KOIUH
Komuu ¢ Jo0KyMEHTOB BBIIAIOTCS C pa3pelieHus pyKOBOJAUTEICH CTPYKTYPHBIX TOJIpa3AeieHUui 1
TOJIBKO C TeX JJOKYMEHTOB, KOTOPbIE OBLITN U3/1aHbI B | MMHA3UM ¥ KOTOPBIEC KACAIOTCS CITy>KeOHOU
NeSITeIbHOCTH JAHHOTO CTPYKTYPHOT'O MOIpa3AeIeHHUS.
[Ipu BeImaUe KOMHUHU JOKYMEHT BOCIPOM3BOAMTCS MONHOCTHIO (OnmaHk ['mMHa3mm, HOMEp, Aarta,
coJiepXaHue u T. 11.).
B npaBom BepxHeMm yriy konuu numiercs cioBo «Konwusi». [lpu Bbiaue Konuu ¢ KOMUU CIeayeT
nucath «Konus ¢ konum».
Ecnu xonwust ajis BHYTpEeHHEro IMOJIb30BaHUA, TO JUIsl 3aBepeHus: Hke pexkBusuta «lloamuco»
MPOCTABIISIIOT 3aBEPUTENbHYIO HAIMUCh: «BepHO»; MOMKHOCTH JIHIlA, 3aBEPSIOLIETO KOIHIO;
JUYHYIO TIOMKCH; pacuPOBKY MOAMUCH (MHUIMAIIBI, (aMUIIHIO); JaTy 3aBEPECHHUS.
Hanpumep:
Bepuno
Cekperaps/Crieluanuct 1o Kajapam

JInyHasg nmoanuch B.B. lIBanosa
10.10.2018

Ecnu xonus BbIOAETCS Ul IPEICTABICHUS B APYTYIO OPraHU3alMIO, TO OTMETKA O 3aBEPEHUU
KOIHHU JOMOJHIETCS HAaIMUChI0 O MECTE XPaHEHUs] TOKYMEHTa, C KOTOPOro ObLIa M3rOTOBJICHA
KOIIHsL, U 3aBEPSIETCS N1e4aTbl0 OpraHnu3aluu.

Hanpumep:
[Tognmuuuuk nokymenta Haxoautcss B MBOY «I'umua3zust Ne 164» B nene Ne 12-x 3a 2013 rog.
st mpocTaBieHrs OTMETKH O 3aBEPEHUH KOTMHU MOKET UCIOJIb30BATHCS LITAMII.

OTMeTKa 0 MOCTYIJIEHHH 10KYMEHTa

CozepHuT JaTy MOCTYILICHUS JOKYMEHTa, a TaK)Ke €ro BXOJSIIUIA perrCTpaniOHHbIA
HoMep. [Ipu He0OXOMMOCTH B OTMETKE MOXKHO YKa3aTh BpEMsI TOCTYIIJICHUS B Yacax U MHUHYTax
U CIIOCO0 TOCTaBKHU JIOKYMEHTA.

OTMGTKy O NOCTYIJICHUH JOKYMCHTA B I'mmuazuio MPOCTABJIAOT B BUAC LITaMIla UJIA OT
PYKH B HIDKHEH YacCTH JIMLIEBOM CTOPOHBI IEPBOTO JIUCTA JOKYMEHTA UM Ha ero 000poTe.

Hanpumep:
MBOY «I'umaazus Ne 164
11.10.2018 Ne 23
13 4 40 mun

Pe3zomronns

B cocrap pe30JIrourn JOJIKHBI BXOAWUTH CJIICAYIOIIUC 3JICMCHTLI: q)aMI/I.HI/ISI, HHHUIAJIBI

UCTIOTHUTENS (MCIOJMHUTENCH), comepkaHue mopydeHus. Ilpy HEOOXOAUMOCTH — CpOK
MCIIOJTHEHU S, TOAMKCH JINI[A, BHIHECIIETO PE3OJIOLINIO, 1aTa PE30IIOIHH.
Hanpumep:
Cwmupnosoit N.0.

[Ipomy mOATOTOBUTH TMPOEKT
noroBopa ¢ OO0 «/lom mebenny
k 22.06.2018

JInyHas noanuch

10.10.2018
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I[Ipy HaiMuuu B PE30NIOLUUA HECKOJIBKHUX HCIIOJHUTENIECH YKa3bIBACTCS OTBETCTBEHHBIN
UCTIOJIHUTEID (KaK MPaBUIIO, 3TO JIUI0, HA3BAHHOE B PE30JIIOLIUH TIEPBBIM).
Ha noxymeHTax, He TpeOYIOLIMX OMOJHUTEIbHBIX YKa3aHUH IO HMCIOJHEHUIO M MMEIOIIUX
TUIIOBBIE CPOKHM MWCIIOJIHEHHS, B PE3OJIIOLMM YKa3bIBAC€TCS HCIOJHUTENb, IMOANNCH aBTOPA
PE30IIIOIHH, JaTa.
Pesomronusi, kak MpaBuiIO, MUILETCS OT PYKM PYKOBOAMTENEM Ha IOJUIMHHHUKE JOKYMEHTa Ha
CBOOOJTHOM OT TEKCTa MECTe.
OTMeTKa 0 KOHTpOJIE
OTMmeTKa 0 KOHTpoJIe 0003HAYaeT, YTO JOKYMEHT IOCTaBJIeH HAa KOHTPOJIb. OTMETKY O KOHTPOJIE
3a UCIOJHEHUEM JIOKyMeHTa 0003Ha4atoT mraMnoM «KoHTposb» Ha BEpXHEM M0JIe JOKYMEHTA.
KoHTpomto noanexar Bce 3aperucTpUpOBaHHbIE JOKYMEHTBI, TPEOYIOIINE UCIIOTHEHHUS.
CpokH HCITOJTHEHHS TOKYMEHTA YCTaHABIMBAIOTCS B COOTBETCTBUM CO CPOKAMH, 0003HAUEHHBIMU
3aKOHOJATENIbCTBOM, OpraHu3anuei, HamnpaBUBIIEH  MOpyYeHHE MO  IPOchOy,
pacnopsAUTENbHBIM JOKYMEHTOM MM pe3oitonuei nupexropa ['umHaszum.
Cpok mpocTaBinsieTcst B (hopMe 1aThl 3aBEPUICHUS UCTIOTHEHUSI.
OTMeTKa 0 HaNpaBJICHNH JOKYMEHTA B /1€JI0
OTMmeTka 00 MCIIOJIHEHUH JOKYMEHTA U HallPaBJICHUHU €r0 B JIEJ0 BKIIIOYAET B ce0sl CleayroIue
naHHble: ¢ppasy «B nenoy, HHAEKC J1ena o HOMEHKIIAType e, B KOTOPOE OMEIIAeTCs JOKYMEHT
Ha XpaHEeHHe, C yKa3aHUeM Iofia, JOJDKHOCTH JUIa, 0(pOPMHUBIIETO OTMETKY, OIHICH, JATHI.
Hanpumep:

B neno Ne 01-18 3a 2018 1.

3amecTuTeNnh TUPEKTOpa MO BOCIUTATEIBLHOU paboTe
JInungas nmoamuce 10.10.2018

OTmeTKa 0 HapaBJIEHUU TOKYMEHTA B JIEJI0 MOKET JIONOJHATHCS KPAaTKUMH CBEIECHUSIMU
0 XapakTepe UCIOJHEHUS IOKYMEHTA.
3.3. Oco0eHHOCTH MOATOTOBKH 1 0()OPMJIEHUS OTIeJIbHBIX BUI0B TOKYMEHTOB
Ipuxka3s
IIpuka3 — mpaBOBOM aKT, W31aBACMbId AUPEKTOPOM MIKOJbI JUIsl PELICHUS OCHOBHBIX U
OTIEpPAaTUBHBIX 33/1a4, CTOANIMX nepen I mmHazueit (mpunoxenue Ne 8).
[Tpuka3 MoXeT ObITh U3/1aH JIULIOM, UCTIOTHSIOUINM 003aHHOCTH JUpeKTopa [ ' MMHa3uu B ciyyae
€ro OTCYTCTBUS.
B mpukazax mo OCHOBHOW [JESTEIBHOCTH PEIIAIOTCS BOMPOCH Y4eOHOW, XO3SHCTBEHHOM,
(MHAHCOBOHN AEATENbHOCTH, TNIAHUPOBAHUS, OTYETHOCTH, YU€OHO-BOCIUTATEIBHOTO MpoLecca,
(¢u3uUecKoro pa3BUTH U T. II.
[Ipukasel opopmistorest Ha Onanke ['mmuasuu. Ilepemaua mpukaszoB, UX KOMUM pabOTHHKAM
CTOPOHHUX OpPraHM3allMil JAOMYCKAeTCs TOJbKO ¢ pa3pemeHus aupekropa ['mmuazun. [IpoekThl
MPUKA30B Pa3pabaThIBAIOTCS YHNOJHOMOYEHHBIM JIMIIOM IO MOPYYEHHUIO PYKOBOJCTBA WM IO
COOCTBEHHOU MHUIINATUBE.
[MonroroBka mpuka3a BKJIIOYAET B ce0s M3ydeHHE CYIIECTBAa BOMpOCa M cOOp HEOOXOIUMBIX
CBEJICHUI; MOATOTOBKY IPOEKTa MPHKa3a; COrJaCOBaHUE IPOEKTA; MOANHUCAHHE JUPEKTOPOM
['mMHa3uu, perucrpanuio.
[Ipukassl meuatatorcs mpudtom Ne 12,
Homepa cTpaHul] HpOCTAaBISAIOTCA TNOCEPEIUHE BEPXHEro MOJiA JIMCTAa. TeKCT mpukasza
(pacmiopspkeHHMs) TiedaTaeTcs Yepe3 OJMH MEKCTPOUHBIA HHTEpBai, 03 00opoTa.
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[Ipuka3 wumeer creayrolMe pPEKBU3UTHI: HaUMEHOBaHHWE [MMHa3MM COIVIACHO YCTaBY;
HanMmeHoBaHue Buaa nokymenta (ITPUKA3), nata, HomMep, MecTo cocTaBlieHHUs, 3ar0jOBOK K
TEKCTy, TEKCT, HAaMMEHOBaHWE JOJDKHOCTH, MOJNUCH JOHKHOCTHOTO JUIA (MHHUIIMAIIBL,
dbaMuIrs), BU3BI COTIIACOBAHUS, O3HAKOMJICHHS.

Jaroii mpukasa (pacropsiKeHus1) IBIsIeTCs JaTa ero noanvcanus. Jlata opopmisercs mudpoBsM
Croco0OM; HOMEp COCTOMT U3 3Haka «Ne» M MOpAAKOBOIO HOMEpa NpuKasza, HalpuMep: OT
00.00.0000 Ne 000.

Texct npukasa (pacnopsiKeHUs1) COCTOUT U3 IBYX B3aUMOCBS3aHHBIX YaCTEeH — KOHCTaTUPYIOILEH
Y pacropsiAuTEeIbHOMN.

TekcT npukasa (pacnopsbKeHHs ) JOHKEH UMETh 3ar0JI0BOK. 3arojIoBOK HAUMHAETCS ¢ Mpeasiora
«O» («O6») u GpopMuUpyeTCS TIPHU TTOMOIIM OTIJIATOJBHBIX CYIIECTBUTENBHBIX (Hampumep: «O0
YTBEPKACHUH...», «O perucTpaumi...», «O CO3gaHUH...»).

3aroyIoBOK JOJDKEH KPaTKO M TOYHO OTPaXkaTh COJEP)KaHUE TEKCTa MpHKa3a (paclopsbKEHUs).
Touka B 3aronoBke He cTaBUTCA. [ledaraeTcs uepes 1Ba MEKCTPOUHBIX UHTEPBAIa OT PEKBU3HTA.
[Teyaraercs CTPOYHBIMU OYKBaMH, BBIICITSETCS JKUPHBIM IIPHUPTOM.

B koHcTaTupylomen yacTu KpaTKO U3JIaratoTcs LEeNU U 3a1a4u, (aKThl U COOBITHUS, TIOCITYKUBIIIHE
OCHOBaHMEM IJs1 M3JaHus npukaza. OHa MOXKET HAUYMHATBCS CIOBAMU «B LEIAX», «BO
UCIIoNIHEHWe» W 1p. Ecim npuka3 u3gaeTcss Ha OCHOBaHUM JPYroro JOKYMEHTa, TO B
KOHCTaTUPYIOLIEH YaCTH yKa3bIBAETCSI HAUMEHOBAHUE 3TOI0 JOKYMEHTA, HAMMEHOBAHKE OPraHa,
W3/IaBILETO TOKYMEHT, JaTa, PErUCTPALIMOHHBIA HOMED U 3ar0J0BOK K TEKCTY.
KoHcraTupyromass yacTb MOXKET OTCYTCTBOBaTb, €CIM IpEANKMCHIBAEMBbIE JEUCTBHUS HE
HY)KJAIOTCS B Pa3bACHEHUU. TEKCT MPUKA30B B TaKUX CiIy4yasX HAYMHAETCA CO CIOBa
«[TPUKA3BIBAIO» (numercs nponucHbiMA OykBamu). IIpu Hanmmuum AByX 4acTed mpukasa
pacnopsauTeNbHas 4acTh OTAEISAETCS OT KOHCTATHPYIOLIEH CIIOBOM «IIpuKasbiBaro». Ilocie
cioBa «I[IPUKA3BIBAIO» ctaBuTCd IBOETOYHE.

TekcT pacrnopsIuTENbHONM YacTH MOXKET JEJIUThCS Ha IYHKTBI, B KOTOPBIX YKa3bIBAIOTCS
VCIIOJIHUTEIIN, KOHKPETHBIE IEMCTBUS U CPOKHU UCHOJIHEHUS MPEANUCHIBAEMBIX AeUCTBUN. Eciun
IIPUKA3 JOMOJHAET, OTMEHSAET WJIM U3MEHSET paHee W3JaHHbIC NMPUKa3bl WM HUX OTACIIbHbBIC
IIYHKTBI, 3TO OrOBapUBaeTCs B TeKCTe. [locieTHNM MyHKTOM pacnopsAUTENbHON YacTH MpUKa3a
YKa3bIBa€TCs JOJDKHOCTHOE JIMII0, HA KOTOPOE BO3JIAraeTCsi KOHTPOJIb 32 UCIIOJHEHUEM IPHUKa3a
B 1iesiom. Hanmpumep: «KOHTpOJIb 32 HCTIOTHEHHWEM TTPUKa3a OCTABJISIIO 32 COOOM».

[Toanuce otnensercs OT TEKCTa ABYMsI MHTEPBAIaMU, I€4aTaeTCs OT TPAHULBI JIEBOTO MOJIS.
PacmmdpoBka moamucu nevataercss Ha ypoBHE MOCTIEIHEH CTPOKU JOJDKHOCTH Y IpaBon
rpaHUIlbl TeKCTOBOro noJst. [Ipoben Mexny nHUIManamMu U paMHUIUCH He 1eTaeTcsl.

[Tocnenusst OykBa B pacmm@poBKe MOAMUCH OTpaHUYHUBAETCS MpaBbIM osieM (10 Mm).

[Ipy moamucanuu mpuKaza (pacmopsDKEHUs) JIMIIOM, 3aMellaloluM aupekTopa ['nMHaszuw,
JIOJKHA OBITh yKa3aHa ero pakTHyecKasi TOHKHOCTD U (haMUITHSL.

[Tpy HanMYUM TPUIIOKEHUH K MpHKa3y (PaclopsKeHNI0) 0053aTeNbHO AETAeTCsl CChIIKA
Ha HUX B TEKCTE.

[Ipuka3el (pacnopspKkeHHsS) HYMEPYIOTCS TOPSAKOBOM HyMepanued B IIpeaeniax
KaJIeHJapHOro roaa. OTaeabHO HyMEpYIOTCS IPUKA3bl 10 OCHOBHOMW JAESTEIBHOCTH, 10 INYHOMY
COCTaBY pabOTHHUKOB, MO JUYHOMY COCTaBY OOYUaIOIIUXCSI, IO OTIYCKaM, O KOMaH/IMPOBAHUU.

Ecnu npuka3 (pacnopsikeHne) BBOJIUT B JCHCTBHE KaKHe-TH00 TOKYMEHTHI (HHCTPYKITHH,
rpaduKy, MpaBUia, MOJOXKEHHUS), TO OHM O(GOPMISIOTCS B BUAE NPUWIOKEHUS K INPHKA3ZY
(pacniopsbkeHuio). B mpaBoM BepXHEM YINy TakUX JOKYMEHTOB OT IISITOTO MOJOXEHUS
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tabynsaTopa HeoOXoAMMO Tmucarth cioBo «lIpuiokeHue» ¢ yKa3aHMEM HaWMEHOBAaHUS
pacnopsIIUTEeIbHOTO JOKYMEHTa, €ro IaThl, HoMepa (nmpuinokerue Ne 9).
Hanpumep:
[Ipunoxenue
K pukazy MBOYVY I[lIkomsr Ne 3
or 11.07.2018 Ne 34
[TpunokeHus K MPOEKTaM MPUKa30B OPOPMIISIFOTCSI Ha OT/IEIBHBIX JIUCTaX OyMaru (pHJIoKeHHe
Ne 9).
Pa3mepsl moneit 1 MeXCTPOUYHbIE MHTEPBAJIBI [TPU [T€YaTaHUU TEKCTOB MPUIIOKEHUN UICHTUYHBI
pa3mepam, PUMEHsIEMbIM IPU TIeYaTaHUU TEKCTOB NMPHUKA30B (PACIIOPSIKEHU ).
B npunoxeHHsIX MOMENIAIOTCS MOJOKEHHsS, MEePEeYHH, CHUCKH, rpaduku, TaOiauibl, oOpa3isl
JOKYMEHTOB U JIp.
Ecnu B TeKcTe MaeTcs CChUIKa «COTIaCHO MPHUIIOKEHUIO» WK (TTpuiiokeHue Ne. . .), TO Ha mepBoi
CTpaHHULE MPUIOKEHHS B IIPAaBOM BEPXHEM yIily nuiuercs cioBo «lIpuioxenue» n ero Homep,
HIDKE Yepe3 OAMH MEXCTPOUYHBIH HMHTEpBal JAeTCsl CChUIKA Ha NpUKa3 (pacrmopspKeHHe)
nupekTopa ['uMHa3uu, ero 1aTy ¥ HOMep.
Bce cocTaBHBIE UacTH PEKBU3HMTA BBIPABHUBAIOTCS IO JIEBOMY Kparo, II€4aTar0TCsA 4yepe3 OJUH
MEXCTPOYHBIM MHTEpBaI. /[IMHA CTPOKHM HE AOJKHA MPEBBIIATH 8 CM, OTPAHUYUBACTCAIPABBIM
1oJIeM TOKyMeHTa. [Ipy HanMuny HECKOJIbKUX MPUIIOKEHUM OHU HYMEPYIOTCS.
Hanpumep:
[Tpunoxenue 1
K pukazy MBOYVY I[lIkomsr Ne 3
or 11.07.2018 Ne 34
[Ipu namuuum B Tekcre dopmynupoBku «YTBEPJWUTDb» npuiaraemoe mojokeHHE, COCTaB
KOMHUCCHH, NIEPEUEHb MEPONPUATUN M T. 1. HA CAMOM IPUJIOKEHUU B IPABOM BEPXHEM YTy
pacnionaratorcst cinoBa «Y TBEPXKJIEHO» unu «YTBEPXJIEH» co ccbuikoit Ha npukas, ero
JaTy, HOMEP.

Hanpumep:
YTBEPX/IEHO
npukazom MBOYVY Illkomna Ne 3
ot 11.07.2018 Ne 34
3aroJ0BOK K TEKCTY NPHJIOKEHHS TIeYaTaeTcsl ICHTPUPOBAHHBIM criocoboMm. HaumeHoBanue Bua
JOKYMEHTa TPWIOKEHHUsS (TIepBOE CIIOBO 3aroJIOBKa IMPHJIOKEHHs MEYaTaeTCs MPOMHCHBIMU
oykBamu >xupHbM mpudTom: [TIOJIOXKEHUE, ITEPEYEHD, CIIUCOK u T. 1.).
3aroJ0BOK NPUIIOKEHUS OTHAEISIEeTCS OT JaThl U HOMEpa MpHKa3a IBYMS MEXKCTPOYHBIMHU
UHTEpBAJIaMHU.
[lpy HanMuum B TEKCTE€ MNPHIOKEHUS HECKOJbKUX pAa3/eloB MX 3arojOBKHM IeyaTaroTcs
LICHTPUPOBAHHBIM CIIOCOOOM (OTHOCHTEIBHO TPAaHHUI TeKcTa). Touka B KOHIIE 3aroJIOBKOB HE
craBurcs. Jlomyckaercss BBLAEIATH 3arojOBKHM pa3[esioB HIPU(TOM JAPYrodl HaChIIIEHHOCTH
(PKUPHBIM, TIOTYKUPHBIM).
TekcT npui1okeHUsI MOXKET OBITH OOpPMIIEH B BUJIE TAOIUIIBL. ['padbl M CTPOKU TaOIHUIIBI JOIKHBI
UMETb 3aroJIOBKH, BBIPQ)KEHHBIE HMMEHEM CYIIECTBUTEIBHBIM B HMEHHUTEIHHOM MaJeiKe.
[MonzaronoBku rpad M CTPOK rpaMMaTUYECKH JOJDKHBI OBITh COTJIACOBAHBI C 3ar0JIOBKaMU. TeKcT
TaOJIHUIIBI IEYaTaeTCsl Yepe3 OJUH MEKCTPOUHBIN HHTEPBAIL.
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[Ipn HanM4MM B TEKCTE MPHUIIOKEHUN CCBUIKM Ha CHOCKY OHa 0(opMIISeTCs 3Be30UKOi. Tekct
CHOCKH IleyaTaeTcs Yyepe3 OJJUH MEKCTPOUHBIN MHTEPBaJ B KOHIIE KayKJOM CTPaHUIIBI I TTOCTIe
MIPUJIOKEHUA B LIeJIOM 1o uepToi. [locine cuMBOIa CHOCKHM €€ TEKCT MeYaTaeTcsl ¢ MPONUCHOU
OykBbl. B KOHIIe TekcTa CHOCKU cTaBUTCS Touka. Ha ofgHOM cTpaHuiie He TOMKHO 0OPMIISTHCS
0omee Tpex CHOCOK.

B nonoxxeHusx, nporpammax, ycraBax M Ipyrux rmojo0HbIX JTOKYMEHTaxX pa3/iesbl, HOapa3aebl,
MYHKTHI ¥ TOANYHKTHI HyMepytoTcs apabckumu nudpamu. Homep nmoapasnena qomkeH COCTOSTh
W3 HOMEpa paszfiena W HoMepa IMojapas3fiena, pa3feeHHbIX Toukou (Hampumep: 1.2.). Homep
MyHKTa MOXET COCTOATh W3 HOMEpa paszfelna, Mojpas3jesia U MyHKTa, pa3AeleHHbIX TOYKaMU
(mampumep, 2.3.1.). IIyHKTBI Tpu HEOOXOAMMOCTH MOTYT IOJPA3ACNAThCS HA MOJITYHKTBI,
KOTOPBIC JIOJDKHBI UMETh MOPSIIKOBYIO HYMEpAIMIo B TMpelneiax KaIoro MyHKTa (Hampumep,
1.111.1.1.1.2.uT. n.).

Busel mpoctaBnstoTcss Ha OOOPOTHOM CTOPOHE TIOCIEMHErO JIMCTa TPOEKTa MpHKasa
(pacriopsixeHus).

Ha npunokeHusax K MpoeKTaM MPUKa30B (PaclopsHKEHUI) BU3BI MIPOCTABISIOTCS MO/ TEKCTOM
MPUIIOKEHUS.

IIpoToko.

B mporokonax (mokyMeHTax, (GUKCHPYIOIIUX X014 00CYKIEHUS BOIIPOCOB U MPUHSATHUS PEIICHHH )
MOCTOSTHHO JIEHCTBYIOIIMX KOJIJIETHAJIbHBIX M COBEIIATEIbHBIX OPraHoB (Ie1aroru4yeckoro,
METOMYECKOTO COBETOB, KOMHUCCHH ), a TAKXKE KOH(PEepeHIHii, CoOpaHuii, COBEIAaHNH, 3aCEeIaHUH,
NIEPETOBOPOB, BCTpPEU) HCHONB3YyeTCsl (QopMa M3JIO0KEHHS TEKCTa OT TPEeThero Juia
MHOkecTBeHHOro uucina (CIIVIIAJIM, BBICTYIIWIIM, PEIIMWIN). Conaepxanue
BBICTYIUICHUM U3J1araeTcs OT TPETHETO JIMLA €JUHCTBEHHOIO YHCIIa.

[TpoTokos umeeT ciaenyrouie peKBU3UThI:

— HaumeHnosaHue suda 0okymernma — ciioBo «[IPOTOKOJI» neuataercs Ha 2 CM HIKE OT
TPaHUIIBI BEPXHETO TMOJIS MIPOMUCHBIME OYKBaMU, MOYKUPHBIM MIPHPTOM U BEIPABHUBACTCS 110
HEHTPY,

— U0 3acedanus, CO8ewansi — OTICISIECTCS OT MPEABIAYIIETO PEKBU3UTA IBYMS MEKCTPOUHBIMH
MHTEpBaJlaMU, IIe4YaTaeTCs MOMYKUPHBIM IIPUPTOM uepe3 OJAUH UHTEPBAI U BHIPAaBHUBAETCS 110
HEHTPY,

— oama u Homep npomoxo.a — nata opopmisieTcs: HUGPOBBIM CIIOCOOOM U TIEUYaTaAETCs Yepe3 J1Ba
MEXCTPOUYHBIX MHTEpBaJia HUKE MPEABIAYIIETr0 PEeKBU3UTA OT JIEBOM IPaHUIIBI TEKCTOBOTO MOJIS,
a HOMep — TOCJIe CII0BA «IIPOTOKOI;

— Mecmo npogedeHus 3acedaHus yKa3blBaeTcs Mpu o(OpMIICHUH MPOTOKOJIA COBEIIAaHUs B TOM
ciy4ae, eciid OHO mpoucxoAwio He B 3aaHuM LlIkonbl, BelpaBHUBAETCS MO LIEHTPY HAa OJHOMU
JIMHUHU C JTaTOM;

— mexcm npomoxoJid, Kak IpaBUilo, COCTOUT U3 JIBYX YaCTE: BBOJIHOW U OCHOBHOM.

BBoaHas yacTh cocTaBisgeTCs MO CXEME:

[Ipencenarens — @amunus U.O. pykoBoaUTENS.

Cexperapp — @ammins 1.0.

[IpucyrcrBoBanu:

Crnoga «[Ipencenatens» u «CekpeTapby» nevaTaroT ciieBa OT HYJEBOTO MOJ0KEHUs TadysaTopa,
OTJIeNIsIsl IBYMSI MHTEpBajlaMH OT 3arojloBKa U JIpyr oT japyra. C HOBOM CTPOKH MUILYT CIOBO
«ITpucyrcTBOBaINY,
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1 eapuanm: GpaMUIUU ¥ UHUIHAIIBI TOCTOSHHBIX YICHOB KOJIJIETUATBHOTO OpPraHa, YYaCTHUKOB
3acefaHusi, paOOTHUKOB OpraHM3alMi M MPUIJAIIEHHBIX Ha 3acelaHHe MEPEeUUuCIsIIOTCS B
andaBUTHOM mopsake Oe3 ykazaHus JOJDKHOCcTed. [lepeuncieHne MPUCYTCTBYIOIIUX
0(OPMJISIOT BO BCIO MIMPUHY CTPOKH Y€Pe3 OAMH MEKCTPOUHBIN HHTEepBal (mpriokerue Ne 10).
[Ipu oopmieHnn NMPOTOKOIA C YUCIOM YYaCTHHKOB Oosee 15 ¢pamMuimun He MepedncstoTcs, a
yKa3bIBaeTcs Upoii ux o0IIee KOTUIECTBO, CIIUCOK YYACTHUKOB B TAKUX CITYYasiX MPUIIATaeTCs.

Hanpumep:

[TpucyrcrBoBanu 47 denoBek (CIIUCOK MPUIIAraeTcs).

[Toncyer y4yacTHUKOB MPOBOJUTCS MO CHUCKAM PETUCTPALUU, KOTOPBIE MPHIIAratoTcs K
MPOTOKOITY.

[Tocrme mepeuncieHus] yYaCTHUKOB B TPOTOKOJE OQOPMIISIETCS TEPEYCHb BOMPOCOB,
MOJJIEKAITUX 00CYKIEHUIO, KOTOPBIA HaunHaeTcs cioBamu «lloBecTka IHS» M pacmojaraercs
[IEHTPOBAHHO Yepe3 JIBa-TPU MHTEPBAJA OT CIIUCKA YIACTHUKOB.

2 sapuanm: yKa3bpIBalOT 00IIee KOJIMYECTBO YJICHOB KOJUIETHAIbHBIX OPraHOB M YMCIIO
MPUCYTCTBYIOIINX, a pPacHIM(PpOBKA MPEACTABISAETCS B SBOYHOM JIUCTE, KOTOPBIN SIBISETCS
MIPUJIOKEHUEM K MPOTOKOITY (mpuitoxkenne Ne 11).

[loBecTka [HA COIEPKUT TEPEUYUCIEHWE IYHKTOB (BOIPOCOB) TOBECTKU MHS,
(GUKCUPYIOMUX TOCIEAOBATEIBHOCT O0CYXKACHHS, C (HaMUIHSAMHU JOKJIATIuKoB. Kaxmprit
BOTIPOC HyMepyeTcs apaOckoil mudpoii, pacmonaraeTcss B MOPSAKE 3HAYMMOCTH M OTBEYAeT Ha
Borpoc «O yem?».

Hanpumep:

1. Ananu3 BeITIOTHEHHS ToA0BOr0 uiana padotsl [Ikomsr 3a 2017-2018 y4eOHbIi TOI.
Hoxmamuuk — ITerposa A.1.

OcHOBHasi 4acTh MPOTOKOJIA COCTOWT W3 pPAa3JeNoB, COOTBETCTBYIOIIUX ITYHKTaM
MOBECTKU JHA. TEKCT KaXIOTO pasjiesa COCTOUT U3 TPEX YacTeil:

— CJIVIHAJIMA: xpatkoe coaepkaHUE JOKJIala WM CChbUIKA Ha MpUIaraeMblil K
npotokony TekcT. Ilepen cinoBom «CJIYIIAJIM» mnpocraBisieTcss HOMEp B
COOTBETCTBHUH C IMOBECTKOM JTHS;

— BBICTVYIINJIN: kpaTkoe colep:kaHue Kaxa0ro BHICTYIUIEHHS], 3alaHHbIE BOIIPOCHI
U OTBETHI;

— PEIIWJIN (ITOCTAHOBUIJIN): pemenne ¢GopMynupyeTcss ¢ HCHOIb30BAHUEM
MOJIETIH, IPUHSITOM JJIsl PACTIOPSIIUTENBHBIX JOKYMEHTOB: YTO CIETaTh, UCTIOTHUTEIb,
CPOK HUCIIOJTHEHUSI.

Pemenus, BeIpaboTaHHBIC HA COBEIIAaHUH, BHOCAT B MPOTOKOJ mocie cioBa «PEIITNJIN
(«ITOCTAHOBWJIN»). Pemenne MoOXeT coAep)kaThb OJWH WM HECKOJIbKO ITYHKTOB, OHU
pacrojararTcs Mo 3HaYMMOCTH, KaKJIbIi U3 HUX HyMepyeTcsl.

B cnywae, xorma mpotokon (uKcHpyeT pernieHue 00 YTBEPKIACHHUU KaKOTO-JIHOO0
JTOKYMEHTa, B TEKCTE MPOTOKOJA JOJDKHA COJNEPIKATHCSA CChUIKA Ha ITOT JOKYMEHT, a caM
JOKYMEHT TIPHUJIAraeTcs K MPOTOKOIY.

[Tpu Hanu4Iuu 0cOOOTO MHEHUS IO MPUHSATOMY PELICHUIO OHO 3aMUCHIBACTCS B IPOTOKOI
(TocJie COOTBETCTBYIOMIETO MPOTOKOIBHOTO PEIICHUS ).

B kauecTBe UCTIOTHUTEIST MOKET OBITh YKa3aHO OJHO WJIM HECKOJIBKO JTOKHOCTHBIX JIUIL
anbo cTpyKTypHOe noapaszaeneHue. Cpok MOXKET ObITh yKa3aH Kak KaJeHJapHas JaTa WM Kak
MEPUOJ] BHITIOJIHEHUS PaOOTHI.
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CmoBa «CJIYIIAJIU», «BBICTYIIWJIN», «PELIWIN» («IIOCTAHOBWJINY)
MIEYaTArOT OT JICBOTO TOJISI MPOMUCHBIME OYKBaMH M 3aKaHUMBAIOT IBOCTOYHEM.

Kaxxapiii paznen neyataercs ¢ KpaCHOM CTPOKHU, YTOOBI BBIICIIUTE B TEKCTE MPOTOKOJIA peUb
OCHOBHOTO JIOKJIaTYMKa, BBICTYIUICHHSI YYaCTHHUKOB OOCYXKICHHS BOIPOCA M ITOCTAHOBIISIONIYIO
9acTh, POPMYIHPYIONIYI0 pemeHne coopanusi. C 3TOH ke IeTbI0 B TEKCTE MPOTOKOJIA KaXKIYIO
(haMUIHI0 ¥ WHUIHAATBI BBHICTYMAIONIMX I€YaTal0T ¢ HOBOW CTPOKH B MMCHHTEIHLHOM IAJEekKe,
3aMKCch BBICTYIUICHUS OTACNSIOT OoT damummnu Aedrcom. Kaxaplii Bompoc mevyaraercsi ¢ KpacHOU
CTPOKH, (aMUJIUU TIPH STOM JIOMTYCKAETCS HE YKa3bIBATh.

B oTnenpHBIX ciIydasx Ha OCHOBE PYKOIMCHBIX WJIM MarHUTO(OHHBIX 3alMceii, KOTOpbIE
BEJIMCh Ha 3aCeaHNH, COCTABISAETCS CTeHOTpaduYecKuil MPOTOKOJI, KOTOPBINA JOCIOBHO MepeaaeT
mpoLecc 00CYXASHHs KaXI0T0 BOIIPOCa U BRIPAOOTKY pELICHHS 110 HEMY.

ITpoTokon oopmisieT cekpeTaph 3acelaHusl, FOPUITUECKYIO CHILY IPOTOKOJI MPpUOOpeTaeT
TOJIBKO TIpU HAIMYUHU ABYX MHoOJmuceill — mpezcenatens u cekperaps. Iloamucu pacrnonararor,
OTJENHUB OT TEKCTa ABYMSA-TPEMsI MEXKCTPOYHBIMM HMHTEpBajaMH OT TPaHHIIbl JIEBOTO IMOJIS.
[TonnuceiBaeTcst MepBbIN AK3EMIUIAP MPOTOKOJIA, KOTOPBIM MOIIIMBAETCS CEKpETapeM B JeN0 U
XPaHUTCS B COOTBETCTBUM CO CPOKOM, OIpe/eTICHHbIM HOMEHKIIaTypoil fen. Kaxapiii mpoTokon
OpolopyeTcs OTIAENbHO, CIIUBAETCS C yKa3aHHWEM KOJMYECTBA JIMCTOB, 3aBEPAETCS MOJIMUCHIO
JTUPEKTOpa U nevyaTeio ['MMHa3uH.

CumuTeie IPOTOKOJIBI 3aCEAaHMI 32 KKl y4EOHBIN TOJI HAKAIIMBAIOTCS B OTACIHEHOM
0JI0Ke, I7Ie IO OKOHYaHUHU y4eOHOTO To/Ia CIIMBAIOTCS MEXITY COO0H, HyMEPYIOTCS, CKPETUISFOTCS
MEYaThlO U MOJIMUCHIO TUPEKTOPA.

JIOKYMEHTBI, YTBEpKIEHHbIE pEIIEHUEM IeJaroruueckoro, YHpaBIsIONIEro COBETOB,
POOUTCIBCKOTO C06paHI/I}I N COBCIIAHHUA HpU AUPCKTOPC ABJIAIOTCA IMPUITIOKCHUAMU K 3THUM
peuieHUsAM. B BepXHeM IIpaBOM yINIy II€pBOM CTPAaHMLBI JTOKYMEHTA I1€4aTaeTcs TEKCT:
«IIpunoxenne No 00  k pemenuro (HaumeHoBaHue 3acenanusi). [Iporokon No 00».

B HekoTophIx cityyasx opopmiIsieTcs BBIMKUCKA U3 POTOKOJIA.

Brimucka U3 npoTokosia — ToyHasi KOMHsI YaCTHU TEKCTa MOAJIMHHOTO MTPOTOKOJIa, OTHOCAIIETOCS K
TOMY BOIIPOCY IMOBECTKH IHS, MO KOTOPOMY T'OTOBHTCS BbIMHCKa. Ilpu 3TOM Heobxomumo
BOCITPOU3BCCTH BCC PCKBU3UTHI 6HaHKa, BBOJHYIO YaCThb TCKCTA, BOIPOC IMOBCCTKU JHA, ITO
KOTOPOMY TOTOBHUTCSI BBIMHCKA, M TEKCT, OTPAKAIOIUN OOCYXKIEHUE BOMpOCa M TPHHSITOE
peurenue. B aToM ciydae Ha3BaHHe TOKyMEHTa oopmisieTcs: Kak «BBITUCKa U3 MPOTOKOIIAY.
Cuay:xeOHOE MUCHMO

[Tucema cocTaBisIOTCS AJIsl OCYIIECTBICHUS ONEPAaTUBHON CBSA3H C JPYTUMHU OpraHU3aUsIMU 110
BOMPOCaM JIeATEINbHOCTH | MMHA3UN.

[To comep:kanuio U Ha3HAYEHUIO MUChMa MOTYT ObITh HH(POPMAIIMOHHBIE, FapaHTUITHBIE,
pekamMalioHHbIe, KOMMEpUecKHe, MUChMa-3anpochl, MUChbMa-MPUTIIAIICHUS U T. 1.
HNupopmaninoHHble TUChMa COAEPKAT COOOIICHUS, TPOCHObI, HATOMUHAHUS, TPEJIOKEHHUS.

["apanTuiiHble npegHa3HAUYEHbI ISl U3BEIICHUS O TapaHTUAX OIJIAThl, CPOKOB MOCTaBKU
HJIM Ka4CCTBA MPOAYKIIUU U YCIIYT.

B peknamannoHHBIX (MPETEH3MOHHBIX) MHCbMaX HU3JaraioT TpeOOBaHUS BO3MEILECHUS
yOBITKOB, HAHECEHHBIX M3-3a HApYUICHUs YCJIOBUN KOHTpPAKTa WM JOrOBOpa JAPYroil CTOpOHOU
(xoHTpareHToM). Pexiiamarius 1oyKHa HOATBEPKAATHCS IPUIIaraéMbIMH K MUCbMY JOKYMEHTaMH1
B BUJIE aKTOB, CIIPABOK H T. JI.

KommMmepueckue nrcbmMa COCTaBIISAIOT MPHU 3aKII0YEHUH U BBITIOJTHEHUH KOHTPAKTOB, YaCTO
B HUX M3JIaraloT MpochObl O MpeAoCcTaBICHUH HHPOPMAIIUU O TOBapax U YCIyrax y X MpoJIaBLIOB



WJIU, HAPOTUB, IPEAJIaratoT MOCTaBUTh TOBAPHI WU YCIYTH.
B nmucemax-3ampocax mpocsAT y KOHTpareHTa pa3bsiCHUTh KaKoW-T100 (aKT Wi JeHCTBHE.
CrnyxebHble THChbMa NeyaTatoTes Ha Oankax nuceM ['umuazuu. CioyxebHoe MUChbMO UMEET
CJIETYIOIINE PEKBU3UTHI:
—rpud 1 OTMETKA OrpaHUYCHUS JOCTYIA K JOKYMEHTY (€CIH 3TO He00XO0AUMO);
— azpecar;
— 3aroJI0BOK K TEKCTY;
— TEKCT;
— OTMETKAa O HAJTUYHUH MIPUIIOKEHUHN (€CITU OHU UMEIOTCS);
— TOJIITHCH;
— OTMETKa 00 UCTIOJTHUTEIIE.
TekcT cmykeOHOro muchbMa, Kak MpaBuilo, TOJKEH KacaTbCs OJTHOTO BOIPOCA MM HECKOJIBKUX
BOMIPOCOB, €CITM OHHU B3aMMOCBS3aHBl M OYAYT paccMaTpuUBaThCS B OJIHOM CTPYKTYPHOM
NOJIpa3ieJIEHNU OpraHu3aluu-aapecara.
TekcT u3naraeTcst OT MEPBOTO JIMLA €IUHCTBEHHOTO Yucia (IPOCUM, HaIlpaBJIsieM U T. 1I.) WU OT
TpeThero Juia eauHcTBeHHOro uuciaa (OO cumraer..., npodcorosneii komurer OO
paccMoTpel...).
Tekcr nucpma, Kak IPaBUIIO, COCTOUT U3 ABYX 4acTell. B mepBod 4acTu u3iaracrcs IpUYHHA,
OCHOBaHME WJIH OOOCHOBAaHHE COCTaBJICHHS MHCbMa, MPHUBOJATCS CCBHUIKM Ha JIOKYMEHT,
SIBJISIFOIITUACS OCHOBAaHHMEM IMOATOTOBKM NMUChMa. Bo BTOpol wacTu, HauMHAIOUIEHCs ¢ ab3ara,
MOMEIIAIOTCS BBIBOJIBI, TPEIJIOKEHUS, POCHOBI, peIlIeHus U T. 1.
Tenerpammsl, TeaedonorpamMmmbl 4 GaKCUMHJILHAA CBA3b
[lepenaua xoppecnoHaeHIMM 1O (GAKCUMUIBHOW CBSI3M B Jpyrue OpraHu3aluu
OCYIIIECTBIISIETCS TOJBKO M0 YKa3aHUIO WM C Pa3pelIeHus aIMUHUCTpauuu [ uMHa3uu.
[TonnmuHHMKY TOKYMEHTOB, MTepelaHHbIX 10 (haKCUMUIILHON CBSI3U, MOAIIUBAIOTCS B AEII0,
XpaHsIeecs y pabOTHHUKA, OTBETCTBEHHOTO 32 (PAaKCUMIIIBHYIO CBSI3b, C YKa3aHHEM BPEMEHU U
JaThl IEpeJady, a KOMUKM BO3BPALLAIOTCS B COOTBETCTBYIOIINE CTPYKTYPHBIE MOAPA3AEICHUS C
nomeTtkoi «FAX (nata u Bpems)».
3asBieHue
3asBieHue — 3T0 O(UIMAIBHOE COOOIIEeHHEe B MTUCbMEHHON opme. OHO COAEPKUT Yalle BCEro
IpeUIoKeHHe, KaloOy Wi Ipoch0y Kakoro-imubo yesioBeKa, aJpecOBaHHbIC UM OpTaHU3aIiH,
WIH JOJDKHOCTHOMY JIHIY. 3asiBlIeHHE 0(hOpMIISeTCS Ha CTaHJAPTHBIX JIUCTaXx Oymaru opmara
A4,
3asiBIIeHHE BKJIIOYAET: aJpecaTa, KOTOpOMY HallpaBisieTcs 3asBlieHue, (paMUITuIo, UMsI, OTYECTBO,
JOJKHOCTh aBTOpa 3asBJICHUS, HAaWMEHOBaHHE JOKYMEHTa, TOYHOE H3JI0KEHUE IPOCHOBL,
MPEJIOKEHUS, OMTUCH MPUJIaraeMbIX K 3asBICHUIO JOKYMEHTOB, J1aTa, OIHUCH.
B 3asBrneHuM uUCHONB3YyeTCs, Kak TMPaBUO, OQUIIHMATBHO-IETOBAsl JIEKCHKA, B HEKOTOPBIX
3asBICHUSIX JIOIMYCKAeTCs yIoTpedIeHne MyOINIIUCTUYECKON JIEKCUKH.
3anucka
3anucka (aHaNIMTHYECKas, JOKJIajHas, CIy)XeOHas, OOBSICHUTENbHAS) — JIOKYMEHT,
aIPECOBAHHBIM JUPEKTOPY WIKOJIbI WJIM BBIIMIECTOSIIEH OpraHu3ald W COJAEP KA
00CTOSATENIHOE U3JIOKEHUE KaKOTr0-JIMO0 BOIPOCA C BHIBOJIAMH M MPEITI0KESHUSIMHU COCTABUTEIISL.
JlokitagHas 3amMCKa COCTaBISIETCS KakK MO JIMYHOW WHUIMATHBE aBTOpa (pabOTHHKA), TaK U TIO
yKa3aHuIo (MMCbMEHHOMY WJIM YCTHOMY) IUPEKTOpA.
3amucka cocTaBiseTcsl Ha OyMa)kHOM HOCHTEJE HIIH B 3JIeKTpoHHOM Buje. OdopmieHne 3anucku
3aBUCHT OT anpecara. [Ipum cocTaBieHMHM MOKJIAIHOMW 3alKMCKH, AIPECOBAHHOW IUPEKTOPY



I'mmuasum B pamkax ['MMHA3uuM, OHA cUMTAeTCs BHYTpEHHEH M oopMIIseTcss Ha CTaHIapPTHBIX
nuctax Oymaru gpopmara A4. BHyTpeHHssI 3anMcKa JOJDKHA COIEPKaTh CICIYIONTNE PEKBU3UTHI:
BU/J] TOKYMEHTA, 1aTy JOKYMEHTa, Ha3BaHUE JOKYMEHTa (3aroJIOBOK K TEKCTY), €CIIU TEKCT 0oJiee
YEeTBIPEeX-TSATH CTPOK; ajpecaTa, TEKCT, MOAMHUCH (C YyKa3aHHEeM JOJDKHOCTH, (aMuinw,
uHuManoB). [loanuceIBaeT BHYTPEHHIOK JAOKIAAHYIO 3alUCKY COCTaBUTEb.

Ecnu 3amucka anpecyercs 3a mpeneibl [ umHaszuu, To ee ohopMISIOT Ha OjlaHKe, M OHa
Ha3bIBAeTCsl BHEIIHEH. BHemHss 3amucka JO0DKHA COJEp)KaTh CIENYIOIIME PEKBU3UTHI:
HAaUMEHOBAHUE YUPEKJICHUS, BUJI JOKYMEHTA, 1aTy JOKYMEHTA, pErUCTPaIl[MOHHBII HOMEpP, MECTO
COCTaBJICHUS, Ha3BaHUE TOKYMEHTa (3aroJIOBOK K TEKCTY), €CIIM TEKCT OoJiee YeThIpex- MATH
CTpOK, ajipecara, TEKCT, OIMUCH TUPEKTOPA IIKOJIBL.

Pa3HOBHIHOCTBIO JOKJIATHOW 3amMUCKU SIBISIOTCS TpencTaBieHus. OHU HCIONB3YIOTCS TPH
JTOKYMEHTHUPOBAHUU KaJPOBOU JEATEIHHOCTH U COCTABIISIFOTCS TUPEKTOPOM WIIH 3aMECTUTEIIEM
mupekTopa. [IpeacraBneHus: COCTaBISIOT B CIy4asX IMOOMIPEHHs] PAOOTHUKOB, HAJIOKCHUS
B3BICKAHU, IPOBECHHS aTTECTAIINH.

ABTOMaTH3aIUs JOKYMEHTUPOBAHUS

Jlis mONTOTOBKM JIOKYMEHTOB MOTYT NPUMEHSTHCS aBTOMAaTHU3WPOBAaHHbIE TexHonoruu. llpu
3TOM CO3JaI0TCs 0a3bl JaHHBIX (KOPPECTIOHACHTOB, ()OPM TOKYMEHTOB, TpadapeTHBIX TEKCTOB U
TEKCTOBBIX 3arOTOBOK), PEIAaKTOPCKUE MPOTPaMMBI U JIp.

[Topsimok pa3paboTKH, SIKCIUTyaTallK U MTOJIb30BAHUSI TAKUMU CUCTEMaMH OIpeJiesieTcs
CTaHJapTaMH B 00JIaCTH aBTOMaTU3UPOBAHHBIX HH()OPMALIMOHHBIX TEXHOJIOTHUH.

DJIeKTPOHHbIE JOKYMEHTbI

[Mopsimox cocraBieHus, 0GOPMICHUS M COTJIACOBAHHS MPOCKTOB AJICKTPOHHBIX JTOKYMEHTOB
OCYIIECTBIISIETCS MO OOIIMM TpaBUIaM JEIONPOU3BOJICTBA, YCTAHOBJICHHBIM B OTHOIICHUH
AQHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHTEJE. DNEKTPOHHBIA TOKYMEHT JIOJDKEH UMETh
PEKBHU3UTHI, YCTAaHOBJIEHHBIE NJIsi AHAJOTMYHOIO JOKyMEHTa Ha OyMa)kKHOM HOCHTENe, 3a
UCKJTIOYCHHEM OTTHCKA MeYaTH.

B nepeuenpb 00s3aTeNbHBIX CBEJCHUI O JOKYMEHTAaX, MCHOJb3YEMBIX B ENSIX ydeTa M MOUCKa
JOKYMEHTOB B CHCTEMax »JJIEKTPOHHOTO JOKyMeHTooOopota IlIkombl B COOTBETCTBUU C
MpaBUJIaMU JEIOMPON3BOICTBA B [ MMHA3UU, BXOJAT:

— aJIpECaHT;

— azpecar,

— IOJKHOCTb, (DaMUITUS M MHULIMAJIBI JIMLIA, TIOJIUCABIIErO TOKYMEHT;

— BUJ JJOKYMEHTA;

— J1aTa IOKyMEHTa;

— HOMEp TOKYMEHTa;

— J1aTa MOCTYIUICHHUS TIOKYMEHTa;

— BXOJAIIHUN HOMEDP TOKYMEHTA;

— CCBUIKA Ha UCXOJISAIINI HOMED U AaTy JOKYMEHTA;

— HAaMEHOBaHUE IOKYMEHTA,

— UHJIEKC JIeNa;

— CBEJICHMS O Mepeajipecalyy J0KyMeHTa;

— KOJIMYECTBO JINCTOB OCHOBHOT'O TOKYMEHTA;

— KOJINYECTBO MPHUIIOKECHUI;

— o011ee KOJIMYECTBO JIMCTOB MPUIIOKEHUH;

— yKa3aHUs 110 UCTIOJIHEHUIO IOKYMEHTA;

— nomkHoCcTh, @. U. O. ucnoaHUTEI;



— OTMETKa 0 KOH(QUICHIINATILHOCTH.

B cocraB MOMOMHUTENBHBIX CBEACHUN 00 AIEKTPOHHOM JIOKYMEHTE MOTYT OBITh BKIIFOUCHBI
CBEJICHUS: HAaMMCHOBAaHHE aBTOpa JOKyMEHTa (eciau aBTOpP HE COBMAJAET C aIpecaHTOM
(oTmpaBUTENIEM) JJIGKTPOHHOTO JIOKYMEHTa), OTMETKa O TIEPEHOCE CpOKa HCIOTHEHUS
JOKYMEHTa, CpPOK XpaHCHHs JIOKyMEHTa, HAMMEHOBAHWs TIPWIOKEHUH K JIEKTPOHHOMY
JOKYMEHTY, KIFOUYEBBIC CJIOBa, CTATYC TOKyMeHTa (TIPOEKT, BEpCHs), BU Mepeaadn TOKyMeHTa
(9TEKTPOHHOM MOYTOMH, MOYTOH, PakcoM U T. 11.) U Ap.

Cpoku XpaHEHHsI JCKTPOHHBIX JTOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHEHHs TOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOAATEILHBIMUA M MHBIMA HOPMATHUBHBIMH IIPABOBBIMU akTamu Poccuiickoi
®denepalyivl, THIOBBIMU NEPEYHSIMU JJIs1 aHAIOTUYHBIX TOKYMEHTOB Ha OyMa)>kHOM HOCHUTEJNE.

4. OpraHusanusi 10KyMeHT0000pOTa ¥ MCTIOJTHEHN Sl JOKYMEHTOB

41 Tlpuem u 00padoTKA MOCTYNAIOIIMX JOKYMEHTOB
4.1.1. ]JIpukeHHE IOKYMEHTOB C MOMEHTAa WX CO3/JaHMS WIM TOJIYy4eHUs [0 3aBEpIICHUS
WCTIOJTHEHUS W OTIIPaBKU 00pa3yeT TOKyMEHTOOOOPOT.
4.1.2. B nokymeHToo00poTe [ MMHA3MM BBIICISIOTCS CIEAYIONIUE TOKYMEHTOIIOTOKH:
a) MOCTynaromas J0OKyMeHTaus (BXOIs1as );
0) oTmpaBisiemMas TOKyMeHTANusl (UCXOIIIIas);
B) BHYTPCHHSIS IOKYMEHTAIIHS.
413. JloctaBka W OTHpaBKa JOKYMEHTOB B [ MMHA3WI0 OCYIIECTBIISICTCS, Kak IPaBUIIO,
CpEeACTBAMU MTOYTOBOM U AJIEKTPUUECKOMN CBA3H.
414. JlokyMeHTHI, TMOCTymalmue B [HUMHA3MI0, NPOXOAAT TEPBUUYHYIO OOpabOTKY,
perucrpainuio, MpeaBapuTeIbHOE PACCMOTPEHHE, Mepenady PYKOBOACTBY Ha PacCMOTPEHHE,
NepealoTCsl UCIIOTHUTEISM U TI0CTIe UCTIONHEHUS TOMEIAIOTCS B JIeNa.
4.1.5. TIpuem u nepBuYHas 00pabOTKa IOKYMEHTOB OCYIIECTBIISIETCS CEKpeTapeM U (WJIH ) JIUIIOM,
OTBETCTBEHHBIM 32 BEICHHE JETONPOU3BO/ICTBA.
4.1.6. Cekperapp yueOHOU YacTH ¥ (WJIK) JIUIIO, OTBETCTBEHHOE 32 BEJECHUE JCTOMPON3BOICTBA,
MPOBOJIMT: MPOBEPKY MPABUIHBHOCTH AJAPECOBAHMS MOCTYMAIOIMIUX JOKYMEHTOB, MPAaBUIHLHOCTH
JIOCTaBKM M KOMIUIEKTHOCTH JIOKYMEHTOB; COPTHPOBKY JTOKYMEHTOB Ha TOJJICKAINEe W HE
MOJJIeKALTUE PETUCTPALIHH.
4.1.7. IlomyueHHbIE KOHBEPTHI C KOPPECHOHIEHIMEN BCKPBIBAIOTCS, IPU 3TOM IPOBEPSETCS
HaJIN4Me BIIOKCHUH, a TAK)KE YKa3aHHBIX B JOKYMEHTaxX NPUJIOKEHUN. B cilydae nmoBpexacHus
VIIAKOBKU M BIIOKEHUH TMOO OTCYTCTBUS MPUTIOKEHUIN COCTABIISCTCS aKT B ABYX JK3EMILIIpax.
OpauH 3K3eMIUTSIp aKTa HaMPaBIIAETCs KOPPECIOHIEHTY, BTOPOH MPHUOOIAaeTCs K MOCTYIUBIIEMY
JIOKYMEHTY.
4.1.8. OmmboYHO TMpHUCIaHHAS KOPPECMOHACHIUS TMEepPeCchUIaeTCs MO MPUHAJJICKHOCTH, €CITH
U3BECTEH aJpec TMojyyaTels. B mOpoTUBHOM ciydyae KOPPECHOHIEHIMS BO3BpAILaeTCs
OTIIPABUTEIIO.
4.19. KoHBepThl OT TMOCTYIAIOIIEH KOPPECTIOHACHIIMM COXPAHSAIOTCS W TPUJIATaloTCA K
JIOKYMEHTaM JIMIIb B TOM CIIy4ae, KOTJa TOJBKO 110 HUM MOKHO YCTaHOBUTD aJpec OTIIPaBUTENS
WIM KOTJla JaTa MOYTOBOIO IITEMIENs UMEEeT 3HaYeHHE B KauecTBE JI0Ka3aTeIbCTBAa BPEMEHHU
MOJTyYEHUs IOKYMEHTA.
4.1.10. CpemuaniCTOM HE BCKPBIBAIOTCS KOHBEPTHI IMHCEM C HAIMUCBIO <«JIU4HO». OHU
NepealoTcs 0 Ha3HAYEHUIO

4.2. llpenBapureibHOE PACCMOTPEHNE JOKYMEHTOB
421 Cekperapp U (WIHM) JUIIO, OTBETCTBEHHOE 3a BEJCHHUE JEIOMPOU3BOJICTBA, MPOBOJIUT



MpeaABaApUTCIIbHOC PpPACCMOTPCHUEC JOKYMCHTOB B MNCJIAX BBIACICHUSA W3 BCCIrO MacCCHBa
MOCTYNUBIIEH KOPPECIOHACHIIMM JOKYMEHTOB, TPEOYIOUIMX O0053aTeIbHOr0 PacCMOTPEHUS
nupekTopoM ['mMHa3uu.

422, OcHoBaHMEM [Tl IPUHATHUS PELUICHUS B XO/€ MPEABAPUTEIHHOIO PACCMOTPEHUS SBISETCS
coJiep)kaHue TOKYMEHTa, a He aJ[peCOBaHNEe JOKYMEHTAa COOTBETCTBYIOLIEMY PAOOTHUKY.

423. Pe3ynpTaToM NpEIBapUTEIBHOTO PACCMOTPEHHs SBISIETCS HANpaBiICHHE TOKYMEHTa
JupekTopy [ MMHa3uM Uiu TOJKHOCTHOMY JIMIY B COOTBETCTBUM C YCTAaHOBIICHHBIM B [ MMHa3uu1

pacnpeneneHneM o0s3aHHOCTEH MEKIY JUPEKTOPOM U TOJKHOCTHBIMU JIMIIAMU JIJISl BEBIHECEHUS
YKa3aHUS [0 UCTIOJTHEHUIO TOKYMEHTA.

4.3. Perucrpanusi 10KyMeHTOB

431. Tlepemaua DOKYMEHTOB Ha PETHUCTPAIMIO TPOU3BOJIUTCA TOJBKO IIOCIE HX
MPEBAPUTEIHLHOTO PACCMOTPEHHSL.

43.2. Peructpanum TOJICKAT BCE JOKYMEHTBI, TPEOYIOIIHME y4yeTa, HCIOJHCHHUS,
MCIIOJIb30BaHUS B CIIPABOYHBIX I[EJIAX, KaK MOCTYIAONIUE U3 IPYTUX OpraHU3alfil U OT 4YaCTHBIX
JUI, TaK U oOpasyroluecs B ACSITENbHOCTH [ 'MMHA3uM, U PETUCTPUPYIOTCS HE3aBUCHUMO OT
croco0a X JTOCTaBKHU.

433. K nokymeHTaMm, HE TMOJUICKAINIAM PETUCTPAIMH, OTHOCITCS TOKYMEHTHI, HE
TpeOyroIIKe UCIIOTHEHUS U HE cojiepKaliue HHPOpMAaIiH, UCIIOIB3YEMON B CIIPABOYHBIX LIEIIX:
NpUriacuTeIbHble, MO3JPaBUTEIbHBIE MHUCHhMa, TEJIETrPaMMBbl, OWJIETHI, IUIAHBL, MPOTPAMMBI
CEMHUHApOB, KOH(GEPEHLIUH, CUMIIO3UYMOB U IPYTHX MOJAOOHBIX MEPONPUATUHN, JOKYMEHTHI 110
OyXrajaTepckoMy ydeTy, MaTepuaIbHO-TEXHHUYECKOMY OOECICUCHHUI0, TUTAHOBBIC, ()MHAHCOBBIE
JOKYMEHTBI, TOCTyHaronye 0e3 COMPOBOMUTENHHOIO MHUChMA, pEKIaMHBIC JOKYMEHTHI,
KOMMEpPUYECKHUE MPEJIOKECHUS, TeYaTHble W3MaHus, YHU(UIHUpOBaHHBIE (OPMBI U OJaHKH
JIOKYMEHTOB H JIp.

434. JlokyMeHTHI, TOMJEKAIINE PETUCTPAIlMU, PETUCTPUPYIOTCI B IKypHaie
perucTpany BXOAAIUX JOKYMEHTOB (mpmiiokeHue Ne 12) B JIeHb MOCTYIUIGHUS — B ClIydae
MOCTYIUICHUsI JIOKyMEHTa B pabodee BpeMs; Ha CIEAYIONUH pabouuii JeHb — B CIy4yae
MOCTYIICHUsI JOKYMEHTa B Hepabodee BpeMsl; He3aMeIIUTENLHO — ¢ oTMeTKaMu «CpodHOY,
«OnepaTUBHOY.

435. Ha nmokyMmeHTax, MOCTymarommx B aapec ['MMHa3uM, B HUKHEM IPABOM YTy
JUIEBOM CTOPOHBI TEPBOTO JIMCTA JOKYMEHTAa MPOCTABISETCS PErHCTPAIMOHHBIM IITaMIl ¢
yKa3aHHUEM JaThl U MOPSAKOBOIO PETUCTPALIMOHHOTO HOMEpA.

4.4. PacnpenejieHue MOCTYNAKIIUX TOKYMEHTOB

441 Tlocne peructpanuu JOKYMEHTHI TEPENAIOTCS Ha PACCMOTPEHHE JTUPEKTOPY
['mmHa3um.

442. Tlocne paccMOTpeHUs AUPEKTOpoM [WMMHA3MM JOKYMEHTHI BO3BPAIIAIOTCS
CEKpeTapio W (WJIM) JIUIlY, OTBETCTBEHHOMY 3a BEJCHHE JCIONMPON3BOICTBA, ISl TIEPEHECCHUS
YKa3aHUW IO WMCTOJHEHHWIO JOKYMEHTa B JKYpPHAJl PETUCTPALMU BXOMANINX TOKYMEHTOB. B
COOTBETCTBUH C YKa3aHUSMHU 110 HCIIOJTHEHUIO TTOUTHHHHUK TOKYMEHTA HaIlPaBIIsSIeTCs pa0OTHHUKY,
SIBJITFOIIEMYCSI  OTBETCTBEHHBIM HCIIOTHHUTENIEM, a COUCIIOJHUTENSIM HAMPABISIOTCS KOIHH
JOKYMEHTOB (€CIT MMEIOTCS), O YeM JeNaeTCsl OTMETKa B KypHaJIe PETUCTPAIMH BXOJISIINX
JIOKYMEHTOB.

443. DIeKTpOHHBIE COOOINECHHUSI, TTOCHUIAEMBIE MO JICKTPOHHON TOYTE, MCTIOTHSIIOTCS
AQHAJIOTMYHO JOKYMEHTaM Ha OyMa)XHBIX HOCHTEISX C y4ETOM OMpPENeICHHOW crelnupuku B
MPOILIECCE UCTIOTHEHUS.



4.5. ITopsnok 00padOTKH M NPOXOKICHUS UCXOASIIHMX U BHYTPEHHHX JOKYMEHTOB

45.1. Tlopsamok MOATOTOBKH HCXOIAIIMX JOKYMEHTOB BKIIIOYAaeT B ceOs paboTy 1o
COCTaBJICHUIO MPOEKTA JOKYMEHTA, COTJIACOBAHMIO, TOJNHCAHUIO (YTBEP)KICHHUIO) U OTIIPABKE.

45.2. Jlo mepenayn JOKyMEHTa Ha TOIMMUCH WCHOJHUTENb JIOJDKEH INPOBEPHUTH €ro
COJiepXKaHUE, NPAaBUIBHOCTh O(OPMIIEHHUS, HAJU4Me HEOOXOAMMBIX BHU3 M IMPUIOKEHUI.
JIOKyMEHT mpeAacTaBisieTCss Ha MOJNKNCh BMECTE€ C MaTepuallaMi, Ha OCHOBAaHUHU KOTOPBIX OH
TOTOBMJICSL.

453. BHyTpeHHHE IOKYMEHTHI OGOPMIISIFOTCS M HWCIOIHSIOTCS (MCIOJIB3YIOTCS) B
npenenax ['mmuaszum.

454. BHyTpeHHHME JOKYMEHTHI (JIOKJIAIHBIC 3alMCKH, CIPaBKH, CBOJAKH U JIp.)
paccMaTpUBaOTCS TEMU JIOJDKHOCTHBIMH JIMIIAMU, KOMY OHH HaIlpaBJICHBI.

4.5.5. OTBETCTBEHHBbIE 3a JEJIONPOU3BOJICTBO NEPEN cAauyell KOpPPECIOHACHLMU Ha
OTIIPAaBKYy JOJDKHBI 00S3aTENbHO MPOBEPUTH MPABHIBHOCTH €€ OQOPMIICHHS M aJpEeCcOBAHMUA.
KonBeproBaHue KOpPpECHOHACHUMN W JPYI'MX IIOYTOBBIX OTIPABICHUN TMPOU3BOIUTCS
CTPYKTYpPHBIMHU MOApa3ieleHusIMU [ UMHa31H.

4.5.6. Perucrpanus oTrpaBisieMblX JTOKYMEHTOB OCYILIECTBIISIETCS B ICHb UX MOANUCAHUS
(YTBep KICHUS) UK Ha CIISAYIOMUMA pabouuii 1eHb. PerucTpaimoHHbIi HOMEp TOKYMEHTA U JaTa
perucTpainyy npoCTaBiIsIIOTCS Ha MOMJMHHUKE TOKYMEHTa B PEKBU3UTaX OJaHKa W HAa KOMHH,
ocratoueiics B aene ['mmuazun. CripaBOYHBIM anmapaToM JUIsl UCXOJSIINX JOKYMEHTOB SIBIISIETCS
KYpHaJl pETUCTPALUHU 3TUX JTOKYMEHTOB (Tpriioxenue Ne 12).

45.7. OtTnpaBKy HCXOMSIIMX JOKYMEHTOB IPOU3BOJIUT CEKpeTaph W (WJu) JIWIIO,
OTBETCTBEHHOE 3a BEJEHUE JeNonpou3BojcTBa. CpouHas KoppecnoHAeHIUs ohopMiseTcs U
OTIIpaBJIsieTCsT HE3aMEJIUTENbHO CEeKpeTapeM M (WJIM) JUIOM, OTBETCTBEHHBIM 3a BEICHHUE
JIEJIONPOU3BOICTBA.

458. Cekperapp u (WJIM) JHI0, OTBETCTBEHHOE 3a BEJICHHE JCIONPOU3BOICTRA,
IPOBEPSET MPaBHWIBHOCTh OGOPMIICHUS HCXOISIIIMX JOKYMEHTOB, MPOU3BOAMT COPTHPOBKY
JOKYMEHTOB MO0 crmoco0y JOCTaBKM KOPPECIOHACHIMU ajpecary (mpocTas, 3aKaszHasd,
MeXIyHapoaHas U np.). HempaBuibHO oQopmileHHBIE AOKYMEHTHI M KOPPECIOHAECHLUS
HECIy)XeOHOro XapakTepa K OTIpaBKE HE TNPUHUMAIOTCS M BO3BpAILIAIOTCA  JIMILLY,
HOJATrOTOBUBIIEMY JOKYMEHT.

459. OtnpasnsgeMasi 10 MOYTE KOPPECHOHJACHIIUS MPOXOIUT YIMAKOBKY, aJlpecOBaHMUE,
IIPOCTABJICHUE CTOMMOCTH IOYTOBBIX YCIYr M IEpegady Ha OTIPAaBKy B MECTHOE OTIEJICHUE
CBSI3H.

4.5.10. Ha 3aka3Hyr0 KOpPpECIIOHICHIINIO, HAa JJOKYMEHTHI C MOMeTKOH «J1is cimykeOHOoro
MIOJIb30BAHUSA» COCTABIISIETCS PEECTP, KOTOPHINA 3aTeM BO3BpAIAaeTCsl CEKpeTapio yueOHoM yacTu
U (W) JMIly, OTBETCTBEHHOMY 3a BEJCHME JEJIONPOU3BOACTBA, C PACIHUCKOH pPaOOTHHKOB
MOYTOBOTO OT/IEJICHUS CBSI3U WJIM HHOTO JIUIA, 00ECTIEYNBAIOLIET0 OTIPABKY TIOKYMEHTOB.

45.11. Tlepemaua C HCHOJIb30BAaHUEM CPEICTB (PAKCUMHIBHOW CBS3M JIOKYMEHTOB,
coJiepKalINX CIYKeOHYI0 MH(OPMAIMIO OTPAaHUYCHHOTO PACIPOCTPAHEHHs, B TOM YHCIE C
nomeTkon «Jlmst ciykeOHOTO MOJB30BaHMSY», HE pa3pemraercs. Kareropuuecku 3ampeniaercs
nepegaya rno cpeAcTBaM (paKCUMUIBHOM CBSI3U CEKPETHBIX TOKYMEHTOB.

45.12. C wucnonb3oBaHUEM CPEICTB (PAKCUMUIBHON CBSI3M MOTYT OBITh IE€pelaHbl
MaTepuanbl TEKCTOBOTO, TaOJMYHOTO WM TrpapUuyecKoro XapakTepa, HCIOJHEHHBIE
TUNIOTPaCKUM, MAIIUHOMUCHBIM WJIM PYKOIHUCHBIM CHOCOOOM B YEPHOM HIIM TEMHO-CHHEM
[[BETE C YETKUM U KOHTPACTHBIM H300pakeHUEM (IIEpBbI€ AK3EMIUIAPBI UM UX KCEPOKOIHMH) Ha
Oeoit Oymare ¢ MUHMMaJIbHOM BbICOTOM OYyKB M udp 2 Mmm. O0BeM MepeiaBaeMoro B TeUECHHE



OJTHOTO cCeaHCa CBS3M JOKYMEHTa, BBIIOJIHEHHOrOo Ha Oymare Qopmara A4, He IOIKEH
IPEBBIIIATH MATH JIUCTOB.

4513. OTBEeTCTBEHHOCTh 3a cojaepxaHue uHpopManMu, TepeaaBaeMoll ¢
UCIIOJIb30BaHUEM  CPEICTB  (DaKCUMHIJIBHOM  CBSI3M, BO3JIAraeTcsi Ha  MCHOJHUTEINS,
HOJATrOTOBUBLIETO (haKCOrpaMMy ISl Iepeaayu.

4.6. OcobeHHOCTH PadOTHI € ITEKTPOHHBIMH JOKYMEHTAMHM

4.6.1. B I'umHa3uu cO3/1at0TCS ¥ UCTIOJIB3YFOTCSI:

— 3JIEKTPOHHBIE JJOKYMEHTBI, CO3/IaBa€MbI€ B 3JIEKTPOHHOM hopMe 63 mpeBapuTeIHLHOTO
JIOKYMEHTHPOBaHUS Ha OyMa)KHOM HOCHTEJIE;

— 3JICKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJIYYE€HHBIE B pE3y/lbTaTe CKAaHUPOBAHHS
JOKYMEHTOB U XpaHSIIIHUECs B CUCTEME JIEKTPOHHOIO IOKYMEHTO000pOTa.

4.6.2. Ilpuem 1 OTIpaBKa AIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIOTCS OTBETCTBEHHBIM
3a BEJICHUE JIeTIONPOM3BOJICTBA B | MMHA3UH.

4.6.3. DIEKTPOHHBIE JIOKYMEHTBI CO3/Ial0TCs, 00padaThIBAIOTCS U XPAHITCS B CHCTEME
3IEKTPOHHOTO JOKyMEeHTOo0O0opoTa [ 'nMHa3uu.

4.6.4. DJCKTPOHHBIA JOKYMEHT JODKEH OBITh O(GOpPMIIEH MO OOLIMM TMpaBUiIaM
JIEJIONPOU3BOJCTBA U UMETh PEKBU3UTHI, YCTAHOBJIECHHBIE AJISi aHAJIOTUYHOIO JOKYMEHTa Ha
OyMa)XHOM HOCHTEJe, 3a HCKIIOYEHHEM OTTHUCKa MeyaTH U u3o0paxkeHus I'ocymapcTBeHHOTO
rep6a Poccutickoit deneparum.

46.5. lna moATBep)KACHHSI TOJUIMHHOCTH DSJIEKTPOHHBIX JTOKYMEHTOB B ['MMHa3uu
UCIIOJIB3YIOTCSL DJIEKTPOHHBbIE HU(POBbIE TOANMUCH. Vcmonb3yemble CpeacTBa 3JIEKTPOHHOMN
1 (POBOIM MOJAMUCH JT0JKHBI OBITH CEPTU(PUIIMPOBAHBI B yCTAHOBJIEHHOM MOPSIKE.

4.6.6. Eqununeii ydera 3J€KTPOHHOTO JOKYMEHTa SIBIISICTCS 3JEKTPOHHBIA JJOKYMEHT,
3apEerUCTPUPOBAHHBIN B CUCTEME 3JIEKTPOHHOTO JTOKYMEHTO0O0OpoTa ['MMHA3HH. DIEeKTPOHHBIN
JOKYMEHT, UMEIOLINH MPHUIIOKEHHSI, PETUCTPUPYETCs KaK OMH JOKYMEHT.

4.6.7. Ilocne oTpaBKH SJAEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOTO MJIEKTPOHHOH MOMHUCHIO
YIIOJHOMOYEHHOT'O TOJKHOCTHOTO JINIA, JOCBUIKU aJIpecary ero Konuu Ha 0yMa)KHOM HOCHUTEE,
KaK MpaBuio, He TpedyeTcs, 3a UCKIIIOUYCHHEM OTBETOB Ha OOpallieHHs TpaskIaH, MOCTYIHBIINX
no MH(OPMAIIMOHHO-TEJICKOMMYHHUKAIIMOHHBIM KaHajlaM, Ha KOTOpBIC 3asBUTENIO JaeTcs
NUCbMEHHBINA OTBET, HAIPABJISIEMBIH 110 TOYTOBOMY a/IpeCy, YKa3aHHOMY B OOpaIlleHUH.

4.6.8. VcnonaHeHHBIE OSIIEKTPOHHBIE JIOKYMEHTHI CHCTEMAaTU3UPYIOTCS B Jeja B
COOTBETCTBUU C HOMEHKJIATYpo# Jen ['MMHa3uu U MHAEKCUPYIOTCS B MOPSIIKE, YCTAHOBIEHHOM
B OTHOIICHUU JIeJ, COCTABJIIEHHBIX U3 JOKYMEHTOB Ha OymakHoM HocuTene. [Ipu cocraBneHun
HOMEHKJIATYpHhI JIe] B 3ar0JIOBOK JieJia BKIIIOYAeTCs YKa3aHHe « DIeKTPOHHBIE JOKYMEHTBI.

4.7. UnpopmannoHHas 0e30acHOCTh

47.1. HWudopmamuoHHsle pecypchl [uMHa3suum 1o  JocTymy  (BO3MOKHOCTH
WCIIOJIb30BaHUs1) TIOJIPA3ACISIOTCS HAa OTKPHITYIO (0OIIETOCTYITHYIO) HHPOPMAITUIO, CITYKEOHYIO
nHpopMaIro 1 THPOPMAITUIO OTPAHUICHHOTO PACIIPOCTPAaHEHHUS (JIOCTYTIA).

K kareropum OTKpbITONH HHpOpMAIMK OTHOCUTCS HHPoOpManusi, coiepxaiiascs B
JOKyMeHTax u 0a3zax JaHHBIX [ MMHa31M, HEMOCPEACTBEHHO 3aTparuBaloiias npaBa U HHTEPECH
rpaxkJaaH.

K kareropum cnyxeOHONW WH(POpPMALUU OTHOCUTCS HWH(OpMAalLUs, COAEpKaIlascs B
JMOKyMEHTax M 0a3ax JaHHBIX [WMMHAa3uM, npeaHa3sHaueHHas [UIsl JOJDKHOCTHBIX JIMI[ U
paboTHUKOB ['MMHa3uM, MpU BBIMOJIHEHUH MMM CBOMX (DYHKIHMOHAIBHBIX OOS3aHHOCTEH, He
3aTparvMBaollas HampsMyl0 IpaBa U HHTEPEChl TPaXJaH U HE OTHOCSIIASACA K KaTeropuu
OTPAaHUYEHHOTO PACTIPOCTPAHCHUS (JIOCTYTIA).



K xateropuu MH(pOpPMAUU OTPaHUYEHHOTO PACIPOCTPAHEHHs (IOCTyNa) OTHOCHTCS
uHpopMaLus, coiepxaulascd B JOKYMEHTax M 0a3ax JaHHBIX, BKJIIOYAIOIIas CBEACHUS
KOH(HICHIIMATIBHOIO XapaKTepa.

Bes undopmanus, copepkamascs B JOKyMEHTax M 0a3zax MaHHBIX | MMHa3uu, 1O
YMOJIYaHUIO SIBJIIETCS OTKPBITOM M oOuienoctynHoi. VckimioueHue coctaBiseT uHpoOpManus,
OTHECEHHAas K KaTETOPHUsIM CITY)KEOHOM M OTPaHMYEHHOT'O pacIpocTpaHeHus (JoCcTyma).

472. [Hoctyn monb3oBareieil K WH(pOpMAIMM OTPAaHUYUBACTCA IYyTEM OTHECCHHS
UH(POPMALIUU K COOTBETCTBYIOIICH KaTETOPHH U HAJIO)KEHUEM Ha Hee COOTBETCTBYIOIIETO rpuda
OrpaHUYeHust pacrpocTpaHeHus. MHpopMmalys orpaHHuYEHHOTO JOCTyna cHabxaercss rpupom
«/1ns1 ciy>xeGHOT0 MOJIb30BAHUSI.

[IpaBoM oTHeceHUsI MHGOPMALMK K KAaTETOPUU OTPAHMUYEHHOTO JOCTYIA U HaJIOXKEHUS
COOTBETCTBYIOLIET0 rpuda ob6iganaeT aBTOp JOKYMEHTa IO COIVIACOBAHMUIO C IHPEKTOPOM
I'mmuaszuu.

JIOKyMEeHTUpOBaHHass HMH(OpMAIUs OrpaHUYEHHOIO paclpOCTpaHEHHs ©0e3 CaHKIHUU
JOJIKHOCTHOTO JIMLA, YCTAHOBUBLIETO PEKUM OTPAHMUYEHHOTO PACIPOCTPAHEHMs AJIsi JaHHOTO
JIOKYMEHTa, He TMOJUIeKUT pa3TialleHuIo (pacnpocTpanenuio). [lpegocraBieHme noap30BaTeNIsIM
JOCTyNa K JAHHOH HH(pOpMAIMM OCYIIECTBISETCS HCKIIOUUTENFHO MO COIJIACOBAaHUIO C
yKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM ITyTE€M I0JJaui COOTBETCTBYIOIICH 3asIBKH.

JIOJDKHOCTHBIE — JIUIa, TpPUHSBIIME  pemieHue 00  oTHeceHWH  HMHGpOpMAaIHH,
3a(UKCUPOBAaHHOM B JIOKYyMEHTE, K KAaTerOpUU OTPAaHMUYEHHOTO pACHpOCTpaHEHUs, HECYT
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTH MPUHATOTO PEIIECHUS U €r0 COOTBETCTBUE IEHCTBYIOIIEMY
3aKOHOJATEJIbCTBY.

4.7.3. Jluunbie nena paOOTHUKOB, JIMYHBIC KAPTOUKH PAOOTHUKOB, TPYIOBBIC KHHMKKH
pabOTHHKOB, MPUKA3bI 110 JTUYHOMY COCTaBY JOJDKHBI XPAaHUTHCS B ceiipe MiIM B METANTNIECKOM
mKkady.

brnanku TpyAOBBIX KHIKEK 10 Mepe HEOOXOJUMOCTH BBIIAIOTCS OTBETCTBEHHOMY JIUILY
KaJIPOBOM CITy>KOBI. 3aiCH B TPYIOBOM KHHYKKE TTOIMMUCHIBAET PYKOBOIUTEIH KaPOBOU CITYKOBI
0O. Yu4er, XpaHeHHE U BbIady OJJAHKOB CTPOTOM OTUYETHOCTH: JAWIUIOMOB, BKJIAJBIIICH K HUM,
CBUJIETEJILCTB, YIOCTOBEPEHUH BeIeT 3aMEeCTUTENh NUpeKTopa. bianku xpanarcs B ceide.

4.7.4. YcTaHOBKa M SKCIUTyaTallds IPOTPaMMHOTO 00ECTICYCHHU S, TOTYYEHHOTO U3 JIIOOBIX
HCTOYHUKOB U BBINOJHAIOWETO (DYHKIUU, HE CBA3aHHBIE HEMOCPEIACTBEHHO C BBIIOJHEHUEM
pabOTHUKAMU CBOUX JOJDKHOCTHBIX O0sI3aHHOCTEH, KAaTETOPHUUECKH 3aIlpelieHa.

4.75. Bces mpencrtaBieHHas B 3JCKTPOHHOM BuAe HH(OpMaius, NOCTymaromas B
['mMHa3M10, B 00513aTEIHHOM HOPSIKE TOJJICKUT MPOBEPKE AHTUBUPYCHBIMU CPEICTBAMH.

4.7.6. DnexTpoHHAs [MOYTa MOXKET MCIIOJIb30BaThCS MOJIb30BATENSIMH TOJIBKO /17151 OOMeHa
uHopManrel, OTHOCALICHCS K KaTErOPUU OTKPBITOIN U CiIy)KeOHOH. 3arpeiieHo UCroiab30BaTh
JMEKTPOHHYIO MOYTY Uil MepeAadyn WH(OPMAalLUY, OTHOCSIIECHCS K KaTeropuy OrpaHUYeHHOTO
pacnpocTpaHeHusl.

5. KoHTpoJIb 32 HCIOJIHEHHEM JOKYMEHTOB

51 Opranusanusi KOHTPOJIsA

511 KonTponto moanexaTr BCe 3apeTUCTPUPOBAHHBIC TOKYMEHTHI, TPEOYIOIMNE HUCIIOTHEHUSI.
KonTponbs ucrnonHeHUs JOKYMEHTOB BKIIIOYACT: Y4YeT, MOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb
CPOKOB HCIIOJTHEHHMS, HETOCPEACTBEHHYIO MPOBEPKY XO/a HCIIOJHEHUS, MPOBEPKY KadecTBa
UCTIOJIHEHUS], aHAJIU3 PE3YJIbTATOB HCIIOJIHEHHS.

512. KoHTponb 3a HCIOJHEHHWEM JOKYMEHTOB YCTaHABIMBACTCA B IEIAX OOECIEeUeHUs HX



CBOEBPEMEHHOT'0 U Ka4YeCTBEHHOT'O MCIIOJIHEHHSI, TOBBIIIEHUS YPOBHS OPraHU3aTOPCKOM pabOThI
Y UCTIOJTHUTEIBCKON TUCIUIUIMHBI.

513. Ilpu mocTaHOBKE JOKYMEHTA HAa KOHTPOJIb HA IIPABOM BEPXHEM I10JI€ TOKYMEHTA JIeIacTCs
OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (IITAMITIOM) «KKOHTPOJIb)
514. KoHTpouto noyiexaT IpUKa3bl, PELIEHHUS COBETOB, a TAK)KE IOKYMEHTHI, IOCTYNAIOIINE HA
uMs qupekropa ['umHaszum.
Opranu3zaiys KOHTPOJISI HCIIOJIHEHUS BKIIIOUAET B ceOsl:
— IIOCTAHOBKY JIOKYMEHTAa Ha KOHTPOJIb;
— MOHUTOPUHT UCHOJIHEHUS! KOHTPOJIBbHBIX OPYYEHUH JOKYMEHTOB;
— CHATHUE UCIIOJHEHHOTO IOKYMEHTA C KOHTPOJIS;
— HanpaJeHUE UCIIOJIHEHHOTO IOKYMEHTa B JIEIO.
515. PykoBoauTenu CTPYKTYpHBIX TMOJApa3feieHUi 00s3aHbl paccMaTpUBaTh COCTOSIHUE
UCTIOJTHUTENIBCKOM TUCIUITIIMHBI 0 JOKYMEHTaM C MOPYYEeHUSIMH aJIMUHHCTpauuu [ nMHa3um, a
TaKXKe JIOKyMEHTBI, MOCTYNUBIIME B aapec CTPYKTYPHOrO MOJpa3JeleHuss U Tpedyromme
UCTIOJIHEHUS M TTOJITOTOBKH OTBETA.
516. JIoKyMEHT CYHMTaeTCsi WCIIOJTHCHHBIM, KOTJa PEIICHBl OKOHYATEJIbHO BCE

MIOCTaBJICHHBIE B HEM BOIIPOCHI U COOJIIOJICHBI CIIETYIOIIUE CPOKH:

® €CJIM B IOKYMEHTE [TOCTABJIEH CPOK UCIIOJHEHHS — B YKa3aHHBIH CPOK;

® TOKYMEHTHI 0€3 yKa3aHUs CPOKa UCIIOJIHEHUS — 8 MECAUYHbIU CPOK,

® €CJIM B IOKYMEHTE UMEETCS [IOMETKA «CPOUHO» — 8 MPexOHe8Hblll CPOK,

e NopyueHus 0e3 ykazaHusl KOHKPETHOU JaThl UCTIOHEHUS — 8 MECAYHbIL  CPOK;

® C IIOMETKOM «OTepaTuBHO» — 6 I 0-OHesHblll CPOK;

10 OOpaIIeHUsIM TpaXxaaH, TPEOYIOIIUM JIOTOJIHUTEIILHOTO U3YUEHUS U TIPOBEPKH, — 00
00H020 Mecaya co OHs pecucmpayuil, 0 OCTaIbLHBIM — He Oonee 15 OHell.
Cpoxk ucuucisieTcs B KaJleHAAPHBIX JHSIX C IaThl MOAMUCAHUS JOKYMEHTA.
Ecnm mocnenuuii eHb MCIIOMHEHUS JOKYMEHTA MPUXOIUTCS HAa HEpaOOuYui JeHb, OH
MOJIJICKUT UCTIOTTHEHHIO B MPEIIECTBYIOIIHA eMy padouuil 1eHb.

[Ipy HeoOXOIMMOCTH TPOJJICHUS CpPOKa WCIONHEHHUS JOKYMEHTa OTBETCTBEHHBIN
UCTIOJTHUTENIb TPEJCTABISICT HA HMMsI JUPEKTOpa, AABIIETO0 MOpyYEHHE, MOTHUBHPOBAHHYIO
poch0y O €ro MpoJUICHUHU HE MO3/IHEE YEM 33 mpuU OHs 00 UCTeUeHUs YCIMAHOBIEHH020 CPOKA, C
4eM CBOEBPEMEHHO TepenaeTcss HHGOopMaIus B IPUEMHYIO JTUPEKTOPA.

52 TlopsiioK CHATHS JOKYMEHTOB € KOHTPOJS

521, JIoKyMEeHTBI CHUMAIOTCSI C KOHTPOJISI, €CIIM PEIeHbI TOCTAaBICHHbIE B HUX BOIPOCHI WIIH
aBTOpaM JIaH OTBET I10 CYIIECTBY.

[TpoMexyTOUHBII OTBET, paBHO KaK U 3aMpoc MO UCIIOIHAEMOMY JOKYMEHTY WU YaCTUIHOE
UCTIOJTHEHUE MTOPYUYCHHUSI, HE SBISETCSI OCHOBAHHEM JUISI IPU3HAHUS JOKYMEHTA HCIIOJTHEHHBIM.
522. CHATb JOKYMEHT C KOHTPOJISI MOKET TOJIBKO JIOJDKHOCTHOE JIMIIO, KOTOPOE TIOCTABHIIO €r0
Ha KOHTPOJTb.

523. OcHoBaHUEM [T CHATHS C KOHTPOJIS IOKYMEHTOB € MOPYYCHUSIME AupekTopa [ mMHa3umn
ABIISIETCS IOKYMEHT — OTBET, MOAMUCAHHBIN JUPEKTOPOM, €ro 3aMeCcTUTeNeM, JTUO0 crpaBka 00
MCIIOJTHEHUH IOKYMEHTA 3a MOANUCHI0 PYKOBOIUTENS CTPYKTYPHOTO MOIpa3iesieHusI.

6. YdeT U XpaHeHHe NeyaTei, ITAMNOB U 0JJAHKOB

61 O06s3arenbHOMY yUeTy MOAJIEKAT BCEe BUBI IIeUaTeld M IITAMIIOB, OJIaHKU CTPOTON
OTYETHOCTH, KOMaHIMPOBOYHBIE YIOCTOBEPEHUS, CIIY>KEOHbIE 3a/1aHusl, TPYIOBbIE KHUKKH.



62. Yuer Bcex mevarei ¥ TaMIoB, UMeroIuXcs B [ MMHa31H, BEZIETCS B CIICIIUATILHOM KypHaje
(mpumoskerne Ne 13).

63. JKypHaibl yuera BKIIOYAIOTCS B HOMEHKJIATYPY €. JINCTBI HX HyMEpYIOTCsl, IPOLINBAOTCS
U OTICYaTHIBAIOTCSL.

64. Tledatu v mTaMITbl TOJDKHBI XPAHUTHCS B Ceiihax MITM METATHYSCKUX MIKadax.

65. OTBETCTBEHHOCTb 3a XpaHEHHE U MCIIOJIb30BaHKE NIeUaTel, IITaMIIOB HECYT JIUIIA,
OTBETCTBEHHBIE 32 BEICHUE JIJIONPOU3BO/ICTBA.

66. YHuuTOXEeHne OJaHKOB IPOU3BOIUTCS M0 aKTy C OTMETKOW B COOTBETCTBYIONIUX )KypHaJIaX
yuera.

6.7. TleyaTu W IWITAMIBI YHUYTOKAIOTCS I10 aKTYy.

68. IlpoBepka HamuuMs MedYaTei, MITaMIOB M OJAHKOB, a TaKXKe IMOPAIKAa UX XpAaHEHUS U
UCIIOJIb30BAaHUSl MTPOU3BOJIUTCS KOMHCCHEH HE peXe OJHOr0 pa3a B ToJ OAHOBPEMEHHO C
IIPOBEPKOM COCTOSTHUS JIEIONPOU3BOCTBA.

7. CocTaBjieHHe HOMEHKJIATYPBI eI

71 HowmenknaTypa J1eJ — CUCTEMaTU3UPOBAHHBIN MTEPEYCHB 3ar0JIOBKOB (HAMMEHOBAaHU )
Jies, 3aBOJMMBIX B ['MMHa3uM, C YyKa3aHHEM CPOKOB HMX XpaHEHHs, O(QOPMIICHHBIM B
YCTAHOBJICHHOM IOPSIIIKE.

Homenknarypa aen npeaHa3HayeHa Juis IPyNIUPOBKY UCTIOTHEHHBIX IOKYMEHTOB B Jiefia,
CHUCTEMaTH3allud U y4eTa JeJ, ONPEACICHUs CPOKOB MX XPAHEHUS M SABISETCS OCHOBOW IS
COCTaBJICHUS OMMCEHN JIeJ1 IOCTOSHHOTO U BpeMeHHOro (cBbiie 10 jeT) XpaHeHus, a Takxke Ui
yueTa Jies1 BpeMeHHoro (210 10 j1eT BKII0UYNUTENIBHO) XpaHEHUSI.

72. Tlpum cocTaBlI€HUM HOMEHKIATypbl el cJelyeT PYKOBOACTBOBATbCA YCTaBOM
['MMHa3UM U TONOXEHUSMH O €ro CTPYKTYPHBIX MOJPA3/ENEHUsX, ITATHBIM pPAaCHHCAHUEM,
IUIaHAMH ¥ OTYeTaMu O paboTe, MepeYHsIMU JTOKYMEHTOB C yKa3aHHEM CPOKOB MX XpPaHEHHS,
HOMEHKJIATypaMH JIeJ 3a MpEeIIecTBYIoNIe roapl. M3ydaroTcs JOKYMEHTHI, 00pa3yromuecs: B
nesTenbHOCTH [ MMHA3uu, X BUJBI, COCTAB U COJIEPIKAHHE.

73. Howmenknatypa nen ['mMHa3uum cocTaBiseTcsi pabOOTHHUKOM, OTBETCTBCHHBIM 3a
OpraHu3alMIo0 IeJIONPOU3BOJCTBA U apXUBHOE /1€710 B [ MMHAa3MH, COTIacoBBIBAETCS € OCTOSHHO
JEHCTBYIOLEH DKCIIEPTHOM KoMmuccuen ['MMmHa3zuu, yTBEp:KIaeTcs JUPEKTOPOM U BBOJAUTCS B
neiicTBue ¢ | siHBaps ClenyroIIero roja.

74. B rpade 1 HOMEHKIATYpBHI JeJ IPOCTABIAIOTCS HHIEKCHI KQXKI0TO Jieja, BKIIOUEHHOTO
B HOMEHKIAaTypy. MHIekc paena COCTOMT U3 YCTAHOBICHHOro B I'MMHa3zum 1mudposoro
0003HaveHHs (KOJIa) W MOPSIAKOBOTO HOMEpa 3aroJioBKa Jiejia o HoMeHKIatype. MHaekcsl aen
0003HaYar0TCs apaOCKUMU U pamu.

Hanpumep: 12-05, tne 12 — xoxn, 05 — mopsiAKOBBIM HOMEP 3aroJioBKa Jiejia B pas3fere
HOMEHKJIATYpHI JIell.

75. B HoMeHKiaType el PpEeKOMEHIYEeTCsl COXpaHATh OIMHAKOBbIE WHAEKCHI s
OJTHOPOJHBIX JIEJT; JJIS IEPEXOIAIINX JIeN MHIEKC COXpaHseTCsl.

76. B rpady 2 HOMEHKIATYpHI JIeJ BKIIOYAIOTCS 3ar0JI0BKU e (TOMOB, YyacTeil). 3aroJoBOK
Jienia 4eTKo, B 00001IeHHOM (opMe 0TpakaeT OCHOBHOE COJIEPKAHUE U COCTAB IOKYMEHTOB JIeNia.
OcHOBO /11 HAUMEHOBAHUS (3ar0JIOBKA) €] SIBJIAIOTCS BOIIPOCHI, OTpaXKarolliue 3a1a4u U
¢ynkunu 'mmuasun. HauMeHoBaHUs JONOMHSIOTCSA YKa3aHUEM POJia 3aBOIMMOTO Jejia UK
Pa3HOBHUIHOCTH JTOKYMEHTOB (IIOCTaHOBIICHUS, PACIIOPSKEHNUS, IPUKA3bI, IPOTOKOJIBI U T. 1.).
Ecnu neno, BkiitouaeMoe B HOMEHKJIATYpY 1€, COCTOUT U3 OAMHAKOBBIX BUJOB MM
Pa3HOBHUIHOCTEH JOKYMEHTOB, B 3ar0JIOBKE TAaKOTO JIefla YKa3bIBAaeTCs HAMMEHOBAHHUE BUI0B
JOKYMEHTOB, Hanpumep «lIprkassl 10 OCHOBHOU IEATEIILHOCTIY.



He pexomenayercss ymoTpeOsTh B 3arojoOBKE Jiela HEKOHKPETHBIE (DOPMYIHMPOBKHU, a TaAKKE
BBOJIHBIE CJIOBA M CIIOKHBIE 0OOPOTHI.
Ecmu nmeno Oyner cocTosiTh M3 HECKOIBKMX TOMOB HIJIM YacTeil, TO COCTaBJsETCS OOUIUiA
3aroJIOBOK Jiejia, a 3aTeM MPH HEOOXOIUMOCTH COCTABJISIOTCS 3ar0JOBKH KaXKI0T0 ToMa (4acTu),
YTOYHSIONINE COACPKAHKE 3ar0JIOBKA Jela.
[Topsitok pacmonoKeHus 3aroJIOBKOB JIe)T BHYTPH PA3AeiioB U MOAPA3IEIOB HOMEHKIATYPHI e
OTIPEICIISIETCS CTEMEHBI0 BAKHOCTU JIOKYMEHTOB, COCTABIISIFOIINX JIea, U UX B3aUMOCBS3bI0. B
Hayvaje pacrojiaraloTcs 3arojIOBKU JeN, COAEPKAIIUX OpraHU3alMOHHO-PACTIOPSIUTEILHYIO
JOKYMEHTAIMIO. 3aroj0BKH JIe]l MOTYT YTOUHATHCA B Mpoliecce GopMUPOBaHUS U OPOPMIICHHUS
Jell.
77. T'pada 3 HOMEHKIATYpHI JIeJ]T 3aMOJHACTCSA 0 OKOHYAHNUHU KAJIEHAAPHOTO To/1a.
78. B rpade 4 ykaszpiBaeTCs CpOK XpaHEHHUs Jella, HOMepa CcTareil Mo MEepevHIo, a MPH ero
OTCYTCTBHUH — 10 TUIIOBOW WJIM MIPUMEPHON HOMEHKJIATYpE J1e.
Cpoku XpaHEeHHsI, YKa3aHHBIC B MEPEUHSX, SIBISIFOTCS O0S3aTENbHBIMU, U COKpAIllEHUE MX HE
normyckaercs. Pasperiaercst XpaHUTh TOKYMEHTHI CBBINIE€ YCTAaHOBJICHHOTO CPOKa, €CIH B TOM
€CTh MPAKTUYECKasi HEOOXOUMOCTb.
79. Brpade 5 «[Ipumeyanue» yka3pIBalOTCSl Ha3BaHUS TIEpPEUHEN TOKYMEHTOB, HUCIIOIb30BaHHBIX
IpU ONPEENIEHUH CPOKOB XpaHEHUs JeJl, MPOCTABIAIOTCS OTMETKH O 3aBEACHHUU Jell (B TOM
YHclie B 3JIEKTPOHHOM BHUJE), O MEPEXOAAIINX JesiaX, O BBIACICHUU AeN K YHUUYTOXKEHHIO, O
JIMIIaX, OTBETCTBCHHBIX 3a popMupoBanue aei (nmpunokenue Ne 14).
710. Ecnu B Tedyenwe roga B [ MMHa3uu BO3HHKAIOT HOBBIE OKYMEHTHPOBAHHBIC YYACTKHU
paboTel, Ha HUX (OPMHUPYIOTCS COOTBETCTBYIOIIUE JeNia, OHU JOMOJHUTEIHHO BHOCATCS B
HOMEHKJIATypy. JlJis BHOBH 3aBOAMMBIX eI B KaXKJIOM pasJielie HOMEHKIATYPhI OCTABIISIFOTCS
pe3epBHBIC HOMEpa.
[To okoHYaHMM rojla B KOHLIE HOMEHKJIATYphl JIe] JEJaeTcs MTOTrOBas 3alKCh O KOJIMYECTBE
3aBEJICHHBIX JeJT (TOMOB).
[Topsitok pacmonoKEeHUs 3aroJIOBKOB I BHYTPH Pa3AeioB U MOAPA3eIOB HOMEHKIATYPHI Ael
OTIpEeIeNIIETCSl CTENEeHbI0 BAXKHOCTH JIOKYMEHTOB, COCTaBJISIOLIUX [€J1a, U UX B3aUMOCBSI3BIO.
BHauyane pacrnosararoTcst 3arojioBKH JAeJ, COJEpKalluX OpraHU3alMOHHO-PACHOPSIUTEIbHYIO
JToKyMeHTanuio. Jlanee pacmofiaraioTcsi 3aroJIOBKHM JIej, COJEpKalliuX IUIAHOBbIE U OTUETHBIE
JIOKYMEHTBI, U T. II..
711 CtpykTypHbIE OApA3eNeHHs €XETr0HO, He Mo3aHee 15 HosIOpst TeKyIero rojaa
pa3pabaThIBaIOT MPOEKT HOMEHKIIATYPHI JIEJI CBOETO TOIpa3AeiieHuUs] Ha CISAYIOIIHIA TOI.
Homenkmnarypa fienn CTpyKTYpHOTO TIOpa3AeNeHUs] COCTABIISIETCS TUIIOM, OTBETCTBEHHBIM 32
BEJICHHE JIEJIONPOU3BO/ICTBA CTPYKTYPHOTO MOIPa3IeIeHHUs, COTJIAaCOBBIBAETCS U MOANUCHIBACTCS
PYKOBOJUTENIEM CTPYKTYPHOTO MOJPA3AeICHUS U MIPEICTaBIseTCsl pAOOTHUKY, OTBETCTBEHHOMY
3a OpraHu3aIMIio AeTONPOU3BOACTBA U apXUBHOE 1o B [ uMHa3uu.
OTBETCTBEHHOCTh 3a OpPraHU3allMI0 CBOEBPEMEHHOI'O COCTABJICHUS HOMEHKIATYphl J1eJ
BO3JIaraeTcsl Ha pyKOBOJUTENIEH CTPYKTYPHBIX MOIpa3iesieHUH.
8. ®opmupoBanue u opopmiieHHe e

8l ®opmupoBaHue aen — rpyNnupoOBKa UCTIOJTHEHHBIX TOKYMEHTOB B Jieia B
COOTBETCTBUU C HOMEHKJIATYPOH JeT ¥ CHCTEMaTU3allus JOKYMEHTOB BHYTPH JeTa.

82 Jlena B 'mmHa3um GOpMUPYIOTCS B CTPYKTYPHBIX TTOAPA3ICICHUSIX.

83 HcmonHeHHBbIE TOKYMEHTHI JOJIKHBI B 10-THEBHBIN CPOK CAABATHCS UCIIOIHUTEIEM
JUIy, OTBETCTBEHHOMY 3a BEJEHHUE AENONPOU3BOICTBA B CTPYKTYPHBIX MOAPA3IEICHUSIX, IS



dbopmupoBanus ux B aAena. Homep nena, B KOTOpoe TOKEH OBITh MOAIIUT JOKYMEHT, OTIPEACTISET
PYKOBOJUTENb CTPYKTYPHOTO MOJpa3aenacHus [ MMHa3uM WM UCIIONHUTENb B COOTBETCTBUU C
HOMEHKJaTypoud nen. Ha nmokymenTe mnpoctaBisiorcss ormeTka «B  gemo Ne...», moamuck
UCIIOJTHUTEIIS WM PYKOBOJUTENS CTPYKTYPHOTO MOApa3ieieHH s, 1aTa.

JIOKyMEHTBI BHYTPH JieJla PacIioiaraloTcsl B XpOHOJIOTMYECKON TOCIe10BaTENbHOCTH.

84. KoHTpomb 3a mpaBHIIbHOCTHIO (POPMUPOBAHHUS JIEJT OCYLIECTBIISIETCS OTBETCTBEHHBIM
3a apxuB [ MMHa3MU.

85 Ilpu dhopmupoBaHuu aen HEOOXOIUMO COOJIIOAATH CIEAYIONIHME OO0IIHMe TpaBuUIa:
MOMEIIaTh B JEN0 TOJHKO HMCIIOJHEHHBIE JOKYMEHTHI B COOTBETCTBHH C 3aroJIOBKAMHU JET IO
HOMEHKJIaType; TPYNIUPOBAThH B JEJIO0 JOKYMEHTBHI OJHOTO KaJeHAApHOTO Troja; pa3ielibHO
TPYNIUPOBATH B JieNia TOKYMEHTHI IOCTOSTHHOTO M BPEMEHHOTO CPOKOB XpaHEHUsI; TIOMEIIaTh B
Jiena KCepoKomuu (akcoB, TeiaepoHOrpaMM Ha OOIIMX OCHOBAaHUSX; B JEJI0 HE JOJDKHBI
MOMEIAThCS TOKYMEHTBI, O IJIeKallie BO3BpaTy, JIUIITHUE IK3EMILISPbI, YePHOBUKU: TI0 00BEMY
JIeTI0 He JOJKHO mpeBbimath 250 nmuctoB uin 4 cMm. [lpu HaIMuuM B J1eJ1€ HECKOJIBKUX TOMOB
("acreit) MHIIEKC W 3ar0JIOBOK Jiejia MMPOCTABIISIIOTCS HAa KKIOM TOME C T00aBICHUEM «TOM 1»,
«TOM 2% (TIOCIICTHUN ).

86. PacnopsouTenbHble JOKYMEHTHI TPYNNHUPYIOTCS B Jela IO BHAaM B
XPOHOJIOTUYECKOM MOPSIKE C OTHOCSIIUMHUCS K HUM MPUIIOKEHUSIMHU.

YcTaBsl, MOIOKEHUS, UHCTPYKIIUHU, YTBEPKICHHBIE PACTIOPSAIUTEILHBIME TOKYMEHTAMU,
SIBJISTFOTCSI IPAJIOKEHUSIMU K HUM M TPYIIIUAPYIOTCS] BMECTE C YKa3aHHBIMU JOKyMeHTaMu. Eciu
K€ OHHM YTBEpXKJIEHbI B KAueCTBE CAMOCTOSITEILHOTO JOKYMEHTa, TO HX TPYIIUPYIOT B
CaMOCTOSITENIbHBIE JIea.

[Tpukasbpl 10 OCHOBHOM JIESATEIBHOCTH TPYMITUPYIOTCS OTACIBHO OT MPUKA30B 110 THIHOMY
COCTaBy.

[Ipukazpl 1O JUYHOMY COCTaBy TPYNIUPYIOTCS B Jela B COOTBETCTBUHU C
YCTaHOBJIEHHBIMU CPOKAMHU UX XPAHEHUS.

[Iporokonbl B Jene pacmojaraloTcs B XPOHOJOTHYECKOM TMOPSIKE IO HOMEpPaM.
JIOKyMEHTBI K TPOTOKOJaM, CTPYNIHUPOBAaHHBIC B OTHAEIbHBIC JI€la, CUCTEeMATU3UPYIOTCS II0
HOMEpaM MPOTOKOJIOB.

VYTBepKIeHHbIE IUJIaHbl, OTYETHbl, CMETHl, JHMMHTHI, TUTYJIbHbIE CIHCKH U Jpyrue
JOKYMEHTBI TPYIIIUPYIOTCS OTIEIBHO OT MPOEKTOB.

JIOKYMEHTBI B JIMUHBIX JleJlaX pacrojaraiTcs Mo Mepe UX MOCTYIICHUS.

[lepenucka rpynnupyercsi B paMKax OJHOTO KaJIEHJapHOTO Tola U CUCTEMaTU3UPYETCs B
XPOHOJIOTUYECKON MOCIIEA0BATEIHHOCTH: JOKYMEHT — 3alIpOC — IOKYMEHT — OTBET.

87. Hena ['mmuazum nmoiexar ohOpMIICHUIO TP UX 3aBEJICHUH U 110 3aBEPIICHUH TO/Ia.
Odopmienune nema — MOATOTOBKA Jiejla K XPAaHEHHWIO BKJIIOYAET B CeOs KOMIUIEKC paboT Mo
ONMCAHHUIO JieTia Ha OOJIOkKKE, MOAIIMBKE, HyMEPAlUU JIUCTOB M COCTaBJICHHUIO 3aBEPUTEIbHOMN
Haanmucu. OdopmieHue el MpPOBOAUTCS pPaOOTHUKAMH CTPYKTYPHBIX —MOJpa3fesieHui
l'umHa3uu, B OOS3aHHOCTH KOTOPBIX BXOAWUT 3aBelieHHE U (QOpPMHUpOBaHUE [eN, TpHU
METOANYECKOU IOMOIIH U I10J KOHTpOJIeM apxuBa I umMHazuu.

88 B 3aBHCHMOCTH OT CpPOKOB XpaHEHHUS MPOBOAWTCS TOJTHOE WM YaCTUIHOE
odopmienue nen. [TomHomy ohopMIEHUIO TIOIEkKAT JIeia TOCTOSTHHOTO, BPEMEHHOTO (CBBIIIIE
10 ner) xpaHeHus (MO JTUYHOMY COCTaBy, JIMYHBIC Jiefla YBOJEHHBIX paboTHHKOB). [TomHoe
odopmIIeHHE AeTa MPeyCMaTpPHBACT:

— TMOJIIMBKY WJIM TBEPBIN MIEPETLIET Jelia;



— HyMepaluio JUCTOB B JIeJI¢;

— COCTaBJICHUE JINCTA-3aBEPUTEIIS;

— COCTaBJICHHE B OCOOBIX ciy4asx (mpu o(hOpMIICHUH JTUYHBIX JIeJ, IS y4eTa 0co00

LIEHHBIX JOKYMEHTOB) BHYTPEHHEH ONUCH JJOKYMEHTOB JI€JIa;

— BHECEHHE HEOOXOJUMbIX YTOUHEHUH B PEKBU3UTHI O0JIOKKH Jiena (YTOUHEHUE Ha3BaHUS

MOJIpa3/IeIeHus], UHJEKCa U 3aroJIoBKa Jiefa, AaThl Jena U JIp.).

89. Hena BpemenHoro (0 10 JieT BKJIIOUMTENHHO) XPaHEHUS MOJUIEKAT YaCTUYHOMY
odopmienuro. JlomyckaeTcs:

— XPaHUTH JIe/1a B CKOPOCIINBATEISAX;

— HE IPOBOJUTH MIEPECUCTEMATH3ALNIO TOKYMEHTOB B JEIIE;

— JIUCTHI JIeNia He HyMEepOBaTh;

— 3aBepUTENbHbIC HAIIUCH HE COCTABIIATS.

8.10 JlokyMeHTbI, MOoAJIeKaIIHe TOJIHOMY 0()OPMIICHHUIO, OIIIMBAIOT HA YETHIPE IPOKOJIA
B TBEPIYyI0 OOJIOKKY M3 KapTOHAa WIM MEPEIIeTaloTCsA C Y4E€TOM BO3MOYKHOCTH CBOOOJHOTO
YTEHUsl TEKCTa BCEX JOKYMEHTOB, J1aT, BU3 M pe3omouuil Ha HuX. Ilpum moxaroroBke aen K
MOAIMBKE (TMEpPeIieTy) METaUIMUeCKHe CKpeTuIeHus (CKOOBI, CKpPENKH) W3 JTOKYMEHTOB
yHansioorcs. Jlena mocTostHHOro XpaHeHus!, COCTOSIIINE U3 HEPOPMATHBIX TOKYMEHTOB, XPaHATCS
B 3aKPBITHIX TBEP/BIX MAINKax ¢ TPeMs KJIaraHaMH U C 3aBA3KaMH.

[Tpu HanmMuMy B J1esie HeBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHHKEK U Jp.)
9TH JTIOKYMEHTBHI BKJIAJbIBAIOTCA B KOHBEPT, KOTOPBIN 3aTeM moammBaercs B 3To Aeno. Ilpu
HAJINYUK OOJIBIIOTO KOJMYECTBA TaKMX JOKYMEHTOB OHU MOTYT M3bIMAThCS U3 JIeN, U HA HUX
COCTaBJIAETCS OT/IE/IbHAS OIUCH.

B KoHIe KaXxJoro nena MOALIMBAIOTCS 4YHUCThle ONaHKU (GOpM Ul 3aBEpUTEIbHOU
Ha/IITUCH.

8.11. B wmemsax oOecneueHHs] COXPAaHHOCTH M 3aKpEIUICHHUs TOpsAKa PacIOiIOKEHUs
JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJI0, BCE JINCTHI, KPOME 3aBEPUTEILHOT0, HyMEPYIOTCSl apaOCKUMHU
nuppaMu B MPABOM BEPXHEM YIUy, HE 3ajJieBasi TEKCTa JOKYMEHTA, MPOCTbIM IpaUuecKuM
KapaHJallloM WM HyMepaTopoM. YTOTpeOJeHHe YepHMI UM LBETHBIX KapaHjamei s
HYMEpaLUH JIMCTOB 3amperiaercs. BHyTpeHHsIsI OIMCh HMEET CaMOCTOSATENIbHYIO HyMEpaItIo.

JIMCTBI J1en, COCTOSIIUX M3 HECKOJIBKMX TOMOB HMJIM YacTei, HyMEpYIOTCS MO KaKIOMY
TOMY MJIM YaCTU OTJEIIBHO.

®otorpaduu, yepTexrH, AUArpaMMbl U Jpyrue WIIOCTPATHBHBIE M cleHU(pUYECKue
JOKYMEHTBI, MPEICTaBIIAIOINE CAMOCTOSTEIbHBIN JHUCT B /i€, HyMEpYIOTCs Ha 00OpOTHOH
CTOPOHE B JIEBOM BEPXHEM YIIIy.

CI10)KEeHHBII JIUCT pa3BOPAYMBACTCS U HYMEPYETCS B MPAaBOM BepxHeM yriy. [Ipu sTom
JHCT M060ro opmaTta, MOALIUTHIHN 32 OIUH Kpail, HyMepyeTcsl Kak OJIUH JIUCT; JUCT, CI0KEHHBIN
U TIOALIMTHIH 3a CEpEeANHY, MOJUIEKHUT MEPEIINBKE U HyMEpyeTcs Kak OJIUH JIHUCT.

[TommuTeie B JeM0 KOHBEPTHI C BIOXEHUSAMU HYMEPYIOTCS; TpPU 3TOM BHayale
HyMepyeTcs KOHBEPT, a 3aTeM OUepeIHBIM HOMEPOM KaXKI0€ BIIOKEHHE B KOHBEPTE.

[ToammuTele B 1€710 JOKYMEHTHI C COOCTBEHHON HyMepaluel J1MCcTOB (BKIII0OYas Ie4aTHbIE
W3/IaHMs) MOTYT HyMEpPOBAThCS B OOIIEM TMOPSIIKE WU COXPAHITh COOCTBEHHYIO HYMEPAIIHIO,
€CJIM OHA COOTBETCTBYET MOPSAKOBOMY PACIOJIOKEHHIO JIUCTOB B JIEIIE.

B cnydasx oOHapyXeHHsI OOJBIIOrO YMCIA OMIMOOK B HyMEpalWH JHCTOB Jela B
JIeNIOTIPOU3BOICTBE TPOBOAUTCS HX mepeHyMmepauus. [Ipu mepeHymepanuu JHCTOB CTapble
HOMEPA 3a4EPKUBAIOTCS OJTHON HAKJIOHHOW YEPTOU U PSAJOM CTaBUTCS HOBBIM HOMED JIUCTA; B



KOHIIE JleJla COCTaBJISIeTCS HOBAasl 3aBEPUTENbHASL HA/IITUCh, IIPU ATOM CTapas 3aBepUTEIbHAs
Ha/IITUCh 3aUEPKUBAETCS, HO COXPAHSIETCs B JIEIIE.

8.12. lns ydyeTa KOJWYECTBA JIMCTOB B i€ U (PUKCAIMA OCOOEHHOCTEH MX HyMEpaIuu
COCTaBJIsieTCs 3aBepUTeNbHas Haanuch Aena. OHa cOCTaBIsETCS B Jiele Ha OTIEIbHOM JIUCTE —
3aBepUTeie Jena. 3aBepuTeNbHas HAANHCh COCTABISETCS 10 YCTaHOBIEHHOW Qopme
(mpunoskerue Ne 15).

Bce nmocnenyromue u3MEHEHHs B COCTaBE M COCTOSIHMM Jefia (MOBpEXIEHUs, 3aMeHa
MO/UTMHHBIX JIOKYMEHTOB KOIHUSMH, IPUCOEAMHEHNE HOBBIX JOKYMEHTOB U T. JI.) OTMEUYAIOTCS B
3aBEPUTEIILHON HAIIACU CO CCBUIKOM Ha COOTBETCTBYIOIMM aAKT.

8.13. O6mo’kKa Ae MOCTOSIHHOTO, BpeMeHHOTO (CBhImIe 10 JIeT) XpaHeHUs U 110 JITYHOMY
coctaBy oopMiIsieTCs 10 ycTaHOBICHHOM popme (mpritoskerue Ne 16).

Ha o06noxxke nen MOCTOSHHOTO XpaHEHHs BBEpPXY NPEAYCMATPUBACTCS MECTO IS
HAUMEHOBAHHUS TOCYJAPCTBEHHOTO apXKBa, B KOTOPBIN OHU OYAYT MEepelaHbl, a TAKKE apXUBHOTO
mu@pa B IpaBOM BEPXHEM U JIEBOM HIDKHEM YTJIax.

[Tpu odopmiiennn 06JI0KKH Aesl HauMeHoBaHue [ MMHa3uM yKa3bIBaeTcs MOJHOCTHIO TIO
yCTaBy, B UMEHUTEILHOM MaJIeKe, COKPALIEHHOE Ha3BaHHUE — B CKOOKaX.

OO0s3aTenbHBIMA PEKBU3UTAMH OOJIOXKKH JIejIa SIBJISAETCS yKa3aHHe KOJMYECTBa JINCTOB B
Jiene, KOTOpoe MPOCTABIAETCS HA OCHOBAHUY 3aBEPUTEIBHOIN HAIIUCH JIeNa, U CPOKA XpaHEHHUs
nena (Ha Jenax IIOCTOSSHHOTO XpaHEHUsl MUIIETCS: «XPaHUTh IOCTOSIHHO»), KOTOPBIH
MEPEHOCUTCSI Ha OOJIOKKY JeJla U3 HOMEHKJIATYphl MOCJIe CBEpKH €ro MO CpOKaM XpaHEHUs B
nepeyHe.

8.14. lns yuera JOKYMEHTOB ONPEACICHHBIX KaTEeTOPHii 1€ MOCTOSIHHOTO M BPDEMEHHOTO
(cBpimre 10 7eT) XpaHEHHUs, Y4€T KOTOPBIX BBI3BIBACTCSA CHEIUGUKON TaHHOW JOKYMEHTAIMH
(TmuHBIE 1e7a, 0c000 IEHHBIE), COCTABIIACTCS BHYTPEHHSSI OMUCH IOKYMEHTOB JIea.

BHyTpeHHIOI0 omHMCh HEOOXOAMMO TakK€ COCTaBISATh B JejaX IOCTOSHHOTO U
BpeMeHHoro (cBeimie 10 yer) xpaHeHusi, CQOPMHUPOBAHHBIX MO PA3HOBUIHOCTSM JOKYMEHTOB,
3aroJIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIEPKAHNUE JOKYMEHTOB.

BHyTpeHHSI ONMUCH COCTaBISIETCS Ha OTAEIBHOM JIMCTE IO YCTaHOBIECHHOW (opme
(mpunoxenue Ne 17), koTopast COIEPKUT CBEIEHUS O MOPSIKOBBIX HOMEpaxX JTOKYMEHTOB Ji€fa,
UX MHJEKCax, JaTax, 3arojloBKaXx M HOMepax JIMCTOB Jejia, Ha KOTOPBIX PACIIONOKEH Kax bl
JIOKYMEHT.

K BHyTpeHHEl ommucH aeiia COCTaBIISIETCS MTOTOBas 3allKCh, B KOTOPOH YKa3bIBaeTCSA
nudpamMy ¥ TPOMUCHI0 KOJUYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIUCTOB
BHYTPEHHEHN OMUCH.

BHyTpeHHss onuch MOAMNUCHIBACTCSI €€ COCTaBUTENIEM C yKa3aHUEM JOJHKHOCTH, TIOJIITHICH,
paciupoBKU MOAMKUCU U HyMEPYETCs B JieJie OTIEIbHO.

9. Opranusanus onepaTUBHOIO0 XpaHEeHN s JIOKYMEHTOB

91 C momeHTa 3aBeleHUs U 10 Tepenauu Jael B apxuB ['MMHa3uum nena xpassrcs 1o
MecTy UX (POPMHUPOBAHUS — B CTPYKTYPHBIX IOIpa3ACICHUSIX.

PykoBomuTenu CTPYKTYpHBIX TMOJpa3ieieHUil u pabOOTHUKM, OTBEYalOlIUEe 3a
JIeNTOTIPOU3BOICTBO, 00s3aHBI 00eCIeUnBaTh COXPAHHOCTD JOKYMEHTOB U JIEII.

C uenpi0 MOBBIINICHUS ONEPATUBHOCTH MOMCKA JOKYMEHTOB Jejla pacrojaraiorcs B
COOTBETCTBUH C HOMEHKJIATypOU JeI.

Ha xopemkax 0010%eK J1eN yKa3bIBalOTCsl MHJIEKCHI JIeJT TI0 HOMEHKIIAType.



K noxymeHTaM BpEMEHHOIO0 XpaHEHHUsI OTHOCATCS JOKYMEHTBI CO CPOKOM XPAaHEHHUsS HE
6onee 10 et u xpaHsaTcs MO MecTy UX (GOPMUPOBAHUS B CTPYKTYPHBIX Mojpa3zeneHusix. Jlena
BpeMeHHOro (70 10 jer BKJIIOYMTEIbHO) XPAaHEHUS B apXUB HE IEpelaloTcs M IOJJIeKaT
YHUUYTOKEHHUIO B YCTAHOBJICHHOM MOPSJIKE.

3aBepILeHHbIE Jie1a TIOCTOSTHHOTO U T0JroBpeMeHHoro (cBbiie 10 1eT) cpokoB XpaHeHUs
XpaHATCA 110 MECTY UX (POPMUPOBAHUS B TEUCHUE JIBYX JIET,  3aT€M CAAIOTCs B apXxuB [ UMHA3MH.

Jlena BpeMEHHOTO CpOKa XpaHEHHUsl XPaHATCS MO MECTy MX (OPMHUPOBAHUS B TCUCHHE
YCTaHOBJIEHHBIX HOMEHKJIATYPOH A€ CPOKOB.

92 Bslgaua gen, O3HAKOMJIEHHE C JTOKYMEHTaMH, HaXOSIIMMHUCS Ha OINEpPaTHUBHOM
XpaHEHUHU B CTPYKTYPHOM I0/Ipa3AeieHu, paboTHUKaM | MMHa3UH MPOU3BOJUTCSA C pa3pelieHus
PYKOBOJICTBA TOJ] PaCIMCKY B KypHaJle y4eTa BbIAaul JOKYMEHTOB U3 apXuBa (Ipuioxenue Ne
18).

Jlena BbIIal0TCSA BO BPEMEHHOE TOJIb30BaHUE paOOTHHUKAM CTPYKTYPHBIX MMOApa3/IeICHUN
Ha CpoK He Oozee onHoro mecsua. [locie mcTedyeHUs ykazaHHOTO CpOKa J€JI0 JOJIKHO ObITh
BO3BpAIIEHO HAa MECTO €0 XPAHEHUS.

93  I3bpaATHe JOKYMEHTOB W3 JeJl TMOCTOSHHOTO XpaHEHHUs JIOIyCKaeTcs B
UCKJTIOUUTENBHBIX CIy4asX, IO 3alpocaM KOMIIETEHTHBIX OpraHoB W MPOHU3BOJIUTCS C
MUCHbMEHHOTO pa3pelieHus: AupekTopa ['MMHa3uu ¢ OCTaBJIEHHEM B Jiejie 3aBEPEHHON KOMUU
JOKYMEHTA M aKTa O MpUYMHaX BbIIa4yy MOTUHHHKA.

94 CamocTosiTeNbHOE YHMUYTOKEHHE TOKYMEHTOB B CTPYKTYPHBIX MOJpa3JesICHUIX
I'mmuazum 3anpeniaercs.

95 PabOTHHMKH CTPYKTYPHBIX MOJApA3/ICICHUN HECYT OTBETCTBEHHOCTh 3a COXPAHHOCTH
MOCTYNUBIINX K HUM JOKYMEHTOB U aKKypaTHOE 0OpaIleHue ¢ HUMHU.

10. Iopsiok neperayu JOKYMEHTOB HAa XpaHeHHe B APXUB LHIKOJIbI

101 B apxuB ['uMHa3uu nepenaroTcs Aeina MOCTOSTHHOTO, BpeMeHHOro (cBbimie 10 yer)
XpaHEHUs U 10 JIMYHOMY cocTaBy. X nepengada npou3BOIUTCS 110 ONUCSAM JIEN.

3aKOHYEHHBIC JEIOMPOU3BOJCTBOM Jiejla MOCTOSHHOTO, BpeMeHHOro (cBbime 10 mer)
XpaHEHUs U 10 JIMYHOMY COCTaBY IOCJIe OKOHYAHUSI KaJeHIapHOro To/a, B KOTOPOM OHU ObLIH
3aBEJICHBI, OJIeXAT O(hOPMIICHHUIO B COOTBETCTBHH C HACTOSIIEH HHCTPYKLIMEH U TTepelaloTcs B
apxuB ['MMHa3uM uyepe3 [Ba ToAa IIOCIE€ OKOHYaHUS MX JAejonpousBoacTtBoM. [Ipuem
OCYIIECTBIISICTCSI 1O  TIpaduKy, COIVIACOBAHHOMY C  PYKOBOJIUTENSMH  CTPYKTYPHBIX
NOAPA3ICIICHUN U YTBEPKIECHHOMY TUPEKTOpOM I MMHa3uu.

102. B nepuoj moAroTOBKH CTPYKTYPHBIMU MOAPA3IEICHUSIMHU €] K Iepeaaye B apXuB
OTBETCTBEHHBII 3a apXHUB IMpPEIBAPUTEIILHO MPOBEPSET MPABHIBHOCTH UX (OPMHUPOBAHMUS,
oopMIIeHHS M COOTBETCTBUE KOJMYECTBA JI€J, BKIIOYCHHBIX B OMNKCh, KOJWYECTBY JIEl,
3aBE/ICHHBIX B COOTBETCTBUHM C HOMEHKJIATypoil. Bce BbIBIEHHBIE NPU MPOBEPKE HEJOCTATKU
OTBETCTBEHHBIE 3a JEJONPOU3BOACTBO MOApa3AeiaeHNs 00s3aHbl yCTPAHHTb.

103, TIpuem Kaxmoro nena MPOU3BOAMUTCS OTBETCTBEHHBIM 3a apXUB B IPUCYTCTBHH
OTBETCTBEHHOTO 3a JICJIONPOU3BOJICTBO CTPYKTYPHOTO Mojapazaenenus. Ha sx3eMIisipax onucu
IPOTUB KaXXJIOTO JIeJia, BKJIIOYEHHOTO B Hee, JeNaeTcsi OTMETKa O Haluyuu jJena. B konie
KQXKIO0r0 JK3EMIUISIpa OMUCH YKa3blBalOTCS IUGpaMH U IMPOMUCHIO KOJIUYECTBO (aKTUUECKU
NPUHATBIX B apXUB JIeJI, HOMEpa OTCYTCTBYIOLIUX €N, JaTa IpueMa-nepeaad 1ell, MOIIHCH
OTBETCTBEHHOTO 3a apXUB M pabOTHHKA, TIEpEIaBIIETO JIea.

104. Jlena B apXuB AOCTABISIOTCS paOOTHUKAMHU CTPYKTYPHBIX MOJIPA3/ICICHUH.



105, [lema BpemeHHOro cpoka XpaHeHus (1o 10 JeT BKIIOUMTENBHO) XPaHATCS B
CTPYKTYPHBIX MOJPA3JECICHUAX M IO UCTECUYEHUU CPOKOB XpaHEHHUS BKIIOYAIOTCS B aKThl O
BBIIEJICHUM K YHUYTOKEHUIO JOKYMEHTOB, HE TMOJuIeXamux XpaHeHuto. OHH MOryT
nepeaBaThCs B apXUB TOJIBKO B UCKIIOUUTENBHBIX CIydasx MO PEeIeHUI0 TUpeKTopa I nMHa3Hu.
[lepenaya ux oCyIIECTBIAETCS MO OMUCSM.

106. B ciyyae JWKBUIAIMKA CTPYKTYPHOTO TOAPA3ACIICHUS OTBETCTBEHHBIM 3a
JEIIONPOU3BOJCTBO B TEUYEHHE JBYX MECSAIEB C MOMEHTa JHMKBUIAIMHU IOApA3ICICHUS
dbopMupyeT Bce UMEIOIINECs TOKYMEHTHI U IiepejaeT B apXuB [ MMHa31M HE3aBUCHUMO OT CPOKOB
XpaHEHUs; Ipu peopraHu3anui [ MMHAa3UM JOKYMEHTHI IEPEJatoTCs 10 aKTy NMpuema-rnepeaadn
IIPABONPEEMHMKY WM NPU OTCYTCTBUHM ITPABONPEEMHHUKA — B FOCY1apCTBEHHBIN apXUB.

11. DkcnepTH3a HEHHOCTH 10OKYMEHTOB

111 DOkcnepTu3a LEHHOCTU JOKYMEHTOB — H3Y4YEHHME [IOKYMEHTOB Ha OCHOBAaHUU
KPUTEPHEB UX LIEHHOCTH B IIEJISAX OINpPEIEIICHUSI CPOKOB XPAaHEHUS TOKYMEHTOB M 0TOOpa MX Ha
roCy1apCTBEHHOE XpaHEHHUE.

112 DkcnepTusa LEHHOCTH JOKYMEHTOB B ['MMHAa3uu Ha CTaAuM JEJIONPOU3BOJCTBA
MPOBOAMTCS: TIPU COCTaBICHUHM HOMEHKIIATYpPHI JeJT; B poliecce JOPpMUPOBAHUS A€ U IPOBEPKHU
IPABWJIBHOCTH OTHECEHUs AOKYMEHTOB K JejlaM; IPH IOATOTOBKE A€l K IMOCIEAYIOIIEMY
XPaHEHUIO; B apXUBE B ITPOLIECCE MOATOTOBKM Ha FOCYAapCTBEHHOE XPAHEHHUE.

13 Ot6op HOKYMEHTOB il TIOCTOSSHHOTO XPAaHEHHUs MPOBOAMTCS B COOTBETCTBHUHU C
HOMEHKJIAaTypoil nen ['MMHa3uu, TUMOBBIMU U BEJIOMCTBEHHBIMU MNEPEYHSMHU JOKYMEHTOB C
yKa3aHUEM CPOKOB UX XPaHEHHUS MyTeM MOCTPAaHUYHOTO MPOCMOTpa JAeI.

OnHOBpEMEHHO C OTOOPOM JTOKYMEHTOB MOCTOSIHHOTO M BpeMeHHoro (cBwimie 10 ser)
XpaHEHUs NI Mepeliaddl B apXHUB B CTPYKTYPHBIX MOJpPA3IEICHUSIX MPOBOIUTCS OTOOp Aen U
JIOKYMEHTOB BpeMeHHOTO (o 10 yer) XpaHeHus, MOMJICKAIIUX JadbHEHIIIEMy XPaHCHHUIO B
CTPYKTYPHBIX MOAPA3JEICHUSX, BBIICICHUE K YHUUYTOXKEHHUIO N1 3a MPEeIbIIylIue TOAbI C
UCTEKIIUMH CpOoKaMu XpaHeHus. [Ipu 3ToM yuyuThIBalOTCSI OTMETKHM B HOMEHKIaType Aen «Jlo
MuHOBaHUs HafgoOoHocTH» (JIMH), «IIpu ycnoBuu 3aBepIieHust MpOBEpKU (PEBU3UM)» U T. II.

[TapaytenpHO IIPOBEPSETCS KAYECTBO U IIOJHOTA JACUCTBYIOLICH HOMEHKIIATYpPHI eI
I'mmHa3uu, NpaBUIIBHOCTH ONPENEIEHUS] CPOKOB XPaHEHUS JIEJl, 3aBEICHHBIX B COOTBETCTBUU C
HOMEHKJIATYpOil JeJ, COOJIOJEHHE YCTAaHOBIEHHOTO TOpsaKa O(OpMIICHHS JOKYMEHTOB WU
dbopMHUpOBaHHS JICII.

114 B cayuae oOHapy>XeHHUs B TMPOIECCE MPOBEACHHUS OKCIEPTU3BI IICHHOCTH
JOKYMEHTOB B apXUBE€ HEJOCTAa4M JOKYMEHTOB IMOCTOSHHOTO XPaHEHHsI COOTBETCTBYIOIIUMU
CTPYKTYPHBIMH TOApa3eleHusIMu [ MMHa3uM TOMKHBI OBITH MPUHATHI MEPBI IO PO3BICKY 3TUX
JIOKYMEHTOB.

CtpykTypHble TOIpa3zieneHuss [UMHa3uM O00s3aHBl CHCTEMAaTHYECKH OIHUCHIBAThH
JOKYMEHTBI TI0 JIMYHOMY COCTaBy M JIOKYMEHTBl BPEMEHHOTo XpaHeHus (cBbime 10 iner),
o0ecreynBaTh UX COXPaHHOCTh U YUeT.

115, Ha Bce 3aBepliieHHBIE IETOMPOU3BOJICTBOM Ji€Jia TOCTOSTHHOTO, BPEMEHHOTO (CBBILIE
10 set) XpaHeHus ¥ 1O JTMYHOMY COCTaBY, MPOIIEIIINE IKCIEPTH3Y LEHHOCTH M 0()OpMIICHHBIE
B COOTBETCTBUHU C HACTOSIIIUMH TPEOOBAHUSAMHU, SKETOTHO COCTABIIAIOTCS onucH Aen. OTaenbHas
OMMHKCH JIENT TPEJCTABISIET COOOU MepeueHb el C CaMOCTOSTENLHON BalOBOM (TIOPSAKOBOA)
HyMeparluen.

Onucu cocTaBlAIOTCS OTIEIBHO Ha Jeja MOCTOSHHOTO XpaHEHHs, Jiejla BPEeMEHHOTO
(cBeie 10 ner) xpaHeHus, Jefa 1Mo JINIHOMY cocTaBy (mpuioxeHust Ne 19-21).



Omnwucu e COCTaBISAIOTCA B KQKIOM CTPYKTYPHOM MOJpa3/ieleHu [ MMHa3UN eKeroiHo
B JIBYX 3K3EMILIApaXx.

[To »TM omucsaM MOApa3IeNeHHsI CAA0T JOKYMEHTHI B apXUB | UMHA3HH.

[Tpu HanMYUKM B CTPYKTYPHBIX MOJPa3/IEICHUAX HEOMMCAHHBIX JeJ 32 HECKOJBKO JIET MO
COTJIACOBAHUIO C OTBETCTBEHHBIM 3a apXUB [ MMHAa31U HAa HUX MOXKET COCTaBISTHCS OJIHA OIUCH
(BHYTpH e JieJia pacroiaraloTcs 1Mo ToJiaM UX 3aBEJICHUS ).

Onucu 11e7 CTPYKTYPHBIX TOAPA3ACIICHUN COCTABISIOTCS 10 YCTAHOBJIEHHOH (dopme
(mpunoxkerue Ne 22) 1 npeACTaBiIAIOTCS B apXxuB [ MMHAa3uu yepe3 JBa roja mocie 3aBepIIcHus
JIeNl B I€T0NPOU3BOIcTBE. OTBETCTBEHHOCTh 332 CBOEBPEMEHHOE U KAYECTBEHHOE COCTABIIEHUE
OIKUCEN AEII CTPYKTYPHBIX MOAPA3ACICHUA HECYT PYKOBOJUTEIH 3TUX ITOAPA3ICICHUN.

11.10. TIlepen BHeceHHMEM 3arojlOBKOB J€1 B OIUCH IIPOBEPSIIOTCS KadeCTBO
dopmupoBaHus M OQOPMIICHHS e, COOTBETCTBUE KOJHMYECTBA M€, BHOCHMBIX B OIHKCH,
KOJINYECTBY 3aBEJICHHBIX €T 10 HOMEeHKIaType [ mMHazuu.

IIpu mpocMoTpe J1en HpOBEPSIOTCA: COOTBETCTBHE 3arojOBKa [€Na COACPKAHUIO
JOKYMEHTOB B JIeJie; PaBUIBHOCTh O()OPMIICHHUS U TPYIIHMPOBKH JOKYMEHTOB, BKIIOUECHHBIX B
JIeNI0; KauecTBO MOJIIMBKHM WJIM TEpervieTa Jeja; NMPaBHJIbHOCTh HyMEpaluH JIUCTOB Jefa;
HaJIM4Me B JieJie B HEOOXOAMMBIX CIIydasX BHYTPEHHEH ONWCH; MPaBUIBHOCTH O(opMIIeHHUs
00JIOKKH JieJ1a; HaJIMYUe ¥ PaBUIIBbHOCTD 3aBEPUTEIHHOM HaAUCH Jiena. B ciydyae oOHapyxeHus
HapYyIICHHUsS YCTAaHOBJIEHHBIX MpPaBUi (POPMUPOBAaHUS U O(POpPMIIEHUS AeNl OHH JOJIKHBI OBITh
YCTpaHEHBI.

B cnyuae oOHapyXKeHHs] OTCYTCTBUS JIeN, YUCIAIIUXCS 0 HOMEeHKIaType Aenl nmuasum,
CTPYKTYpPHBIM TOJIpa3fielieHueM MPUHUMAIOTCS MEpbl M0 UX po3bicky. OOHapyKeHHbIe aena
BKJIIOYAIOTCS B ONUCh. ECiM mpuHSTHIE MEPHI HE AU PEe3y/IbTaTOB, TO HA HEOOHAPY)KEHHBIE JieNia
COCTABJISICTCS CIIpaBKa O MPUYMHAX OTCYTCTBUS JIeN, KOTOpPasi MOJMHUCHIBAECTCS PYKOBOAUTEIEM
CTPYKTYpPHOTO TOApAa3/eiI€HUs] MU MEpPEeJacTcsi BMECTE C OINUCBI0 el CTPYKTYpPHOIO
MIOJpa3/IeIeHUs] B BEIOMCTBEHHBIN apXuB.

11.6. OnucaTenbHasi CTaThsl OMKCH JIEJ CTPYKTYPHOTO MOAPA3eCHHsI BKIIOYAET B ceOs
CJICAYIOIINE 3JIEMEHTHI (Tpadbl): TOPSAKOBBIM HOMEP Jiea MO OMKCH; UHAEKC Jesa; 3aroJ0BOK
nena (ToMa, 4acTH), TIOJTHOCTBhIO COOTBETCTBYIOIINIA €r0 3ar0JIOBKY Ha O0JIOXKKE Jieria; 1aTa Jiena
(TOMa, 4acTH); CpOK XpaHEHHs Jena (ToMa, YacTH); KOJIWYECTBO JIUCTOB B Jiefie (TOME, YacTH);
npUMeyaHue.

[Tpu cocTaBiieHUH ONKCH A€ COOTIOAAIOTCS CIEAYIOIIHNE TPeOOBAHUS:

— 3ar0JIOBKH JIeJl B OMUCH JIOJDKHBI COOTBETCTBOBATDH 3aroJIOBKaM JeJ B HOMEHKJIATYype JieNl U
TOMY, YTO BBIHECEHO Ha 00JIOKKY, B COOTBETCTBUU C IPUHATOMN CXEMOM ccTeMaTU3alllu;

— K@XJI0€ JIeNI0 BHOCUTCS B OIKUCH T0J] CAMOCTOSITENIbHBIM MOPSAKOBBIM HOMepoM. Eciu neno
COCTOMT U3 JIBYX M 0o0Jjiee yacTel Wil TOMOB, TO Ka)Jasl 4acTh UJIM TOM BHOCHUTCS B OMHCH O]
CaMOCTOSITEIbHBIM HOMEPOM.

11.7. I'padbl onmcH 3amOJHSIOTCSI B TOUHOM COOTBETCTBHH C TEMHU CBEJICHUSMH, KOTOPHIC
BBIHECECHBI Ha 00JIOKKY Jiena.

11.8. Ilpu BHeceHMHM B ONKMCH MOAPSA el C OAMHAKOBBIMU 3aroJOBKAMHU IHILETCS
MIOJTHOCTBIO 3aroJIOBOK TEPBOrO Jiela, a BCE OCTaJbHBIE OJHOPOIHBIE Jeia 0003HAYaroTCs
cioBamu «To *ke», IPU 3TOM JIpyrue CBEACHUS O JellaX BHOCSTCA B ONKCH IOJHOCTBHIO (Ha
KaKZIOM HOBOM JIMCTE OMMCH 3ar0JIOBOK BOCIIPOU3BOAUTCS MOJTHOCTBIO).



11.9. I'pada ommcu «IlpumeyaHnuey» HCMONB3YeTCS IJIE OTMETOK O MpHeMe ned, 00
OCOOCHHOCTSIX MX (PU3UYECKOTO COCTOSIHMS, O TMepeaade Jesl JPYruM  CTPYKTYPHBIM
MOAPa3AeNICHUSIM CO CCHUIKOW Ha HEOOXOIUMBIH aKT, O HATMYUHU KOITUH U T. 1.

11.10. B xoHIe omucH BCieq 3a NOCIEIHEN OMMCATEIbHON CTAaThell IeIaeTCsl UTOrOBas
3ammch, B KOTOPOH yKazbiBaeTcs (UU(paMu U MPOMUCHIO) KOIMYECTBO JIEJ, YUCISIIUXCS TIO0
OTIHMCH, TIEPBBIN W TMOCIEIHUI HOMEpa JeN MO OMHCH, a TAaKKe OrOBApUBAIOTCS OCOOCHHOCTHU
HyMEpAaIuu JIe] B ONUCH (JTUTEPHBIE HOMEPA Jel U MPOMYIICHHBIE HOMEPA).

11.11. Omnuce npen CTPYKTYpPHOIO NOJApa3feiieHUs MOJIUCBIBAETCS PYKOBOJIUTEIEM
CTPYKTYpPHOTO MOAPA3/ICICHHUS.

Onucu CTPYKTYPHBIX MOJAPA3IEIECHUN CIIy)aT OCHOBOM /Ji COCTaBJ€HHUS TOJOBOTO
pazzmena omucu Aen ['MMHa3uM, OPEIUCIOBUS, THUTYJIBHOTO JIMCTA, IMOJArOTOBKA KOTOPOTO
BO3JIaraeTcs Ha apxuB [ uMHa3UM.

11.12. Tlo pe3ynbTaTaMm 3KCIEPTH3bl LIEHHOCTH JOKYMEHTOB COCTABIIAIOTCS OMUCH JIENT
MOCTOSIHHOTO, BPEMEHHOT0 (cBblie 10 JeT) XpaHeHUs U 1O JIMYHOMY COCTaBy, a TAKXKe aKThl O
BBIJIETICHUH JI€]1 K YHUUTOXXEHHUIO.

11.13. AKT 0 BBIICTICHUH K YHHYTOXEHUIO JJOKYMEHTOB COCTAaBIISCTCS, KaK MPABWIO, HA
nena Bceil ' mmuazuu. Eciu B akTe yka3aHbl Jie1a HECKOJIBKUX CTPYKTYPHBIX OAPA3AEICHUM, TO
Ha3BaHUE KAKJOTO CTPYKTYPHOTO MOJIpa3/IeJICHUs] YKa3bIBA€TCs MEPE]l IPYIIION 3aroJIoBKOB /1€l
ATOTO MOJpa3ieieH . 3ar0JI0BKU OJHOPOIHBIX JIe], OTOOPAHHBIX I YHUUTOKCHHUSI, BHOCATCS
B aKT 1OJ OOIIMM 3arojIOBKOM C yKa3aHHUEM KOJIMYECTBA JeJl, OTHECEHHBIX K JaHHOU TpyIIe.
Jlena BKITIOYAIOTCS. B aKT O BBIICICHUHM UX K YHUUYTOXKCHHIO, €CIIM MPEAYCMOTPEHHBIN JJIT HUX
CPOK XpaHEHHUS UCTEK K 1 SHBaps rojia, B KOTOPOM COCTABJIEH aKT, IPU HAJTMYUH YTBEPKIACHHON
(coriacoBaHHOI) OMKCH 3a 3TOT Nepuo 1 (mprtokeHue Ne 23).

CornacoBannbie DK ['MMHa3uum akThl YTBEpPXKIAIOTCA JuUpekTopoM [MMHa3um mnpu
HAJIMYUU YTBEP>KJIEHHBIX OMMCEH /1€ MOCTOSIHHOTO XPaHEHUs U COTIaCOBAaHHBIX OMMCEN JIeN 10
JUYHOMY COCTaBy 3a TOT e MEepUoJ, Mmocie 4ero I'mMHa3us MMeeT MpaBO YHUUTOXKATh Jiena,
BKIIIOUCHHBIC B JJAHHBIC AKTHI.

[Torpy3ka u BbIBO3 Ha YTHJIM3ALMIO OCYILIECTBISIOTCS MO KOHTPOJIEM OTBETCTBEHHOTO 32
apXMB WJIA OTBETCTBEHHOIO 32 JEJIOMPOU3BOICTBO.

12. llepenaya 10KYMEHTOB HA XpaHeHHe B MYHUIIUNAJIbHBII apXuB
121 B cBoedl [neATenbHOCTH apXxuB [ WMMHAa3uMM PYKOBOJCTBYETCS HOPMATHBHBIMH |
METOJMYECKUMH TOKyMeHTaMu DenepallbHOTO apXUBHOTO areHTcTBa Poccuu, monoxkeHneM oo
apxuBe.
JlokyMeHThI, o0Opa3oBaBIIMECS B JACATENbHOCTH [ MMHA3uM, WMEIOIIUE HCTOPUIECKOE,
KyJIbTYpHOE, Hay4YHOE, SKOHOMUYECKOE, MOJIUTUYECKOE U MPAKTUYECKOE 3HAUEHUE, BXOIST B
cocraB ApxuBHoro ¢onma Poccuiickoit denepanuu u moaiexaT mepenade Ha XpaHEHHUE B
MyHuIMnaabHbIA apXUB AJIMUHUCTPALIMU TOpOa 3€JIEHOTOPCKa.
Hena BpemeHHBIX (cBbIe 10 JE€T) CPOKOB XpaHEHHUS U IO JUYHOMY COCTaBy Mepenadye B
MYHULIMMIAJBbHBIA apXUB HE TOJUIekKAaT, HUCKIIOYEHHE COCTaBJSIOT Clydyaud JUKBHAALUU
opranuzanuu. Takue nena XpaHarcs B apxuBe |'MMHAa3uM M MO MCTEUYEHUU CPOKOB XpaHEHUs
MO/JIEXKAT YHUUTOKEHHUIO B YCTAHOBJICHHOM MOPSIIKE.
122, Tlepemaya Aen B MyHHIIMMIAIbHBIA apXUB OCYIIECTBISIETCS IO aKTy IpHEeMa-Tiepeaadyn
ApPXUBHBIX IOKYMEHTOB Ha XpAaHEHHE U B 3apaHEe COTJIACOBAHHBIC C MYHUIIUTIAIBHBIM apXHUBOM
CPOKH.

13. Ucnoaib30BaHMe TOKYMEHTOB apxuBa ['uMHa3zumn



13.1. JIokyMeHTHI U Jeia, HaXOsIIMECs HA XPAaHEHUH B apXUBE, MPEJICTABIAIOTCS pabOTHUKAM
nojpa3aesieHuid st paboThl B TOMEIICHUN apXHBa UM BO BpeMeHHOe (He 0oJiee Mecsia)
NI0JIb30BaHKE BHE apXWBa IO PACIIUCKY B KYpHAJIE yueTa BbIIa4 JOKYMEHTOB (J1e).
PaGoTauky [ MMHA31MM HECYT OTBETCTBEHHOCTh 32 COXPAaHHOCTh M MTPABUIILHOE HCIIOJIB30BAHNE
MOJIYYCHHBIX apXUBHBIX JOKYMCHTOB.

13.2. 3paTre JOKyMEHTOB M3 apXUBHBIX JIEJ, TIepeiada paOOTHUKAM T0Ipa3IeJICHUH apXUBHBIX
JIOKYMEHTOB HJTU MX KOIUH paOOTHHKAM JPYTUX OpraHu3anuii 0e3 pa3pemeHus: pyKoBOJICTBA HE
JIOITyCKaeTCsl.

[Tpu paboTe ¢ apXMBHBIMU TOKyMEHTaMHU HE pa3peniaeTcsi BHOCUTh B HUX MPABKY, JIEJIaTh
MIOMETKH, paboTaTh C HUMHU BHE CITY>)KEOHBIX MTOMEIICHUH.



MpunoxeHne Ne 1

dopma akTa npuema-nepeaayun gen

npy CMeHe OTBETCTBEHHOIO 3a 4eNonpou3BoACTBO,
pykoBoaAMTENs noapasaeneHns

(HanmeHoBaHVe obpasoBaTenbHON OpraHu3aLmnm)

YTBEP>XOAIO

(BOMKHOCTb PYKOBOAMTENS)

(nognuceb) (N.0. damunus)

(nata)

AKT

(nata)

(mecTo cocTaBneHus)

npuemMa-nepenayu aen npu cMeHe oTBETCTBEHHOIO 3a AeNonpou3BoCTBO,
pykoBoAUTENS NnogpasaeneHus

B cooTtBeTcTBUM C NPpUKasoMm oT Ne
nepenan, a

(®. N. O., BOMKHOCTL NepeaaroLLero) (®. N. O., BOMKHOCTb NPUHMMALOLLIEr0)
NPUHAN B NPUCYTCTBUU KOMUCCUW, 06paaoBaHHOI7I Ha OCHOBaHWM OaHHOIo NpuKasa, B COCTaBe
npeacenatend

M YNeHoB
(®.1.0)
[OKYMEeHTbI noApasfeneHns B COOTBETCTBUM C HOMEHKNaTypow Aen 3a roabl.
Ne HasBaHue u Ne KonunuecTtBO Konu4yecTtBO
MpumeyaHue
n/n onucu 3K3eMMIApoB oNuUcu NPUHATBLIX Agen
1 2 3 4 5
UToro npuHaTo aen.

(umcbpamu 1 nponuckHo)
CocTosiHMe JOKYMEHTOB

(mena Ha ckopoclUMBaTensiX, NOALWMWTLI, NepensieTeHbl, MPOHYMePOBaHbI)

Mepepan Mognuckb n.0. damunus
MpuHan Moanuck n.0. damununga
Mpencenatens Kommccum Mognuckb n.0. damunus

YneHbl KOMUCCUN: Mopnucu nN.0. damunusa



MpunoxeHune Ne 2

Mpumep akTa Nnpuema-nepenayv gen npu cMeHe
OTBETCTBEHHOIO 3a AENOnNpPOU3BOACTBO,
pyKOBOAWTENS nogpasaeneHus

MyHuumunansHoe 6rompkeTHoe obLieobpasoBaTernbHoe yupexaeHne «Llkona Ne 3»
(MBQY LLkona Ne 3)

YTBEPXOAIO

HOupektop MBOY Lkona Ne 3
VBaHoB .. NBaHoB
05.06.2018

AKT

25.06.2018 Ne 8
r. QHCK

npuema-nepenadun gen npu cMeHe
OTBETCTBEHHOrIo 3a aenonpon3soncrteo

B cooTtBeTcTBUM C npukasom oT 12.06.2018 Ne 46 MutpodaHoBa U.A. nepegana, a PomaHosa O.K.
npuHsina B NPUCYTCTBUN KOMUCCUMK, 0Opa3oBaHHOM Ha OCHOBaHUKM JAHHOrO Npukasa, B COCTaBe
npeacenatens VisaHoson A.N. n uneHoB CemeHoBoli J1.A. u JlecHuukon P.A. JOKyMeHTbI
nogpasfenieHns B COOTBETCTBUM C HOMeHKNaTypon aen 3a 2014—-2017 rogp!.

Ne n/n HasBaHue n Ne onucu KonuuyecTtBo Konu4yecTtBo MpumeyaHue
3K3eMNIAPOB ONUCU NPUHATBLIX Aen
1 2 3 4 5

1 Onucb Ne 1 gen noctosiHHoro | 1 42
XpaHeHus 3a 2014-2017
rogbl

2 Onuck gen Ne 2 no nMyHomy 1 23
coctaBy 3a 2014-2017 rogbl

NTtoro npmHaTo 65 (WecTbaecar nate) gen.
CocTosiHME JOKYMEHTOB U OMUCEN YAOBNETBOPUTENBHOE.

Mepenan MwutpodaHoBa N.A. MutpodaHoBa
MpuHan PomaHoBa O.K. PomaHoBa
Mpencepatens Kommccum ViBaHoBa A.N. iBaHoBa
YneHbl KoMmmceuu: CemeHoBa JN.A. CemeHoBa

JlecHuukas P.W. IlecHuukas




MpunoxeHne Ne 3
O6pasel, 0dopMNEHMA NONOXEHNS

11..
12.

2.1...
2.2...

3.1..
3.2...

4.1...
4.2...

5.1..
5.2..

6.1...
6.2...

(HaMmeHoBaHWe obpa3oBaTenbHOW opraHu3aLmm)

YTBEPXOAIO

(momKHOCTb pykoBOAUTENS)

(nognuce) (. 1.0))

(nata)

NMONOXEHWE
HaumeHogaHue omadena/cryx6bl npu Hanau4uu 8 OO
1. O6wme nonoxeHus
2. OcHOBHbIE 3aga4u
3. PyHKUMMN
4. MNpaBa

5. O6siI3aHHOCTHN

6. OTBeTCTBEHHOCTb



1.1.
1.2.

2.1.
2.2.

3.1.
3.2.

4.1.
4.2.

5.1.
5.2.

6.1.
6.2.

7.1.
7.2.

MpunoxeHue Ne 4
Mpumep odopmMneHns NONOXeHUs

MyHuumnnansHoe 6romkeTHOe obLieobpasoBaTenbHoe yupexaeHne «Llkona Ne 3»

(MBQY LLkona Ne 3)

YTBEP>XOAKO

HOupektop MBOY Lkona Ne 3
ViBaHOB .. iBaHOB
05.06.2018

MONOXEHMWE

0 nopsidke eedeHus JIUYHbLIX Oes1 paboOmMHUKO8

1. O6Lwme nonoxeHus

2. ®opMmupoBaHM1e JNINYHbIX Aen paboTHMKOB

3. BegeHue nnyHbIX agen paboTHUKOB

4. XpaHEHMe U y4eT NUYHbLIX gen paﬁoTHMKOB

5. OchopmneHue NUYHbLIX gen paboTHMKOB nNepen caayer B apxvB

6. OTBEeTCTBEHHOCTb paboToaaresns U paboTHUKa

7. MpaBa paboToparens n paboTHUKa



MpunoxeHue Ne 5

BnaHk nucbma

(nonHoe HaMMeHoBaHWe 06Pa30BaTENIbHOTO YUPEXAEHUS)

(cokpalleHHoe HarMeHoBaHue)

(AOMKHOCTHOE NWLO (€CnM NMUCbMO OT HEro, a He OT opraHu3auun))

(appec)
e-mail, ceTeBon
Ten./dakc agpec
OKIO OrPH WMHH/KIMN
Ne
(nata) (Homep) ®. L. O. (komy)
(anpec)
YBaxaembln(as) !
(momKHOCTb pykoBOAUTENS) (noanwce) (. 1.0



MpunoxeHune Ne 6
Mpumep odopmneHns nucbma

MyHuuunaneHoe GrompkeTHoe obleobpasoBaTenbHoe yupexaeHune «Lkona Ne 3»
(MBOQY Lkona Ne 3)
UrxeHepHas yn., A4. 1a, r. OHck, 123456
Ten./dakc (495)123-45-67; e-mail: office@shkola.ru; http://www.shkola.ru
OKNO 12345678; OI'PH 1234567890123; MHH/KIMIM 1234567890/123456789

3uona 2018r. Ne Ne 165-n/15-05 Mopexoposomn C.B.
Ha Ne Jlunosas yn., a. 15, kB. 3, r. JHCK, 123456

O npegcrtaBneHnn o6bLACHEHUI
no NoBoAY HesIBKU Ha paboTy

YBaxaemasa CBeTnaHa BayecnasosHal
YBegomnsito Bac o Heob6xooumocTv NpeaocTaBUTb MMCbMEHHbIE OO BACHEHUST NO MOBOAY
HapyLLEeHMs TPYAOBOW AUCLMNIIMHDI, B CBA3W C HEABKOW Ha paboTy 29.06.2018.

MpunoxeHue: cnyxebHas 3anvcka Ha 1 nucte B 1 ak3emnnsipe.

C yBaxeHuem,
OUpekTop MeTpoBa A.W. lMeTposa

BbabywkunHa TatbssHa BacunbeBHa,
8 (123) 456-78-90


http://www.shkola.ru/

MpunoxeHue Ne 7
bnaHk npukasa

(HanmeHoBaHVe obpasoBaTenbHON OpraHU3aLmnm)

(kpaTkoe HanmeHoBaHwue)

NMPUKA3
Ne
(nata)
(mecTo cocTaBneHus npukasa)
3aronoBok
MPUKASBIBALO:
1.
2.
3.

(BOMKHOCTb PYKOBOAMTENS) (nognuceb) (N.0. damunusa)



MpunoxeHue Ne 8
O6pasey odopMneHus npukasa

MyHuuunaneHoe GrompkeTHoe obleobpasoBaTenbHoe yyupexaenune «Lkona Ne 3»
(MBQY Lkona Ne 3)

NMPUKA3
2 mions 2018 r. Ne 13

r. QHCK

O BHegpeHun TOCT P 7.0.97-2016 «CUBU. OpraHmsaumoHHo-pacnopsguTenbHas JOKyMeHTauus.
TpeboBaHusa K 0OPMIEHNIO LOKYMEHTOBY

B uenax acpdektnBHoro cosganusa gokymeHtoB MBOY LLkona Ne 3
MPUKA3BLIBALO:

1. PabotHukam MBOQOY LLkona Ne 3 co3gaBaTtb AokymeHTbl B cootBeTcTBMM ¢ FTOCT P 7.0.97-2016
«CNBUI. OpraHusauunoHHo-pacnopsauTensHas OOKyMeHTauus. TpeboBaHus K 0hopMIIEHUIO
OOKyMeHTOB» (npunoxeHue, ganee — FOCT P 7.0.97-2016).

2. CekpeTtapto babywkmHon T.B. He npuHMMaTh ANs NpeacTaBreHns Ha NoANUCb OUPEKTOPY
OOKYMEHTbI, 0ChOPMIIEHHbIE C HecobnoaeHuem npasun, yctaHoBneHHbIx FOCT P7.0.97-2016.

3. KoHTponb MCNOMHEHUS HACTOALLEro Npurka3sa oCTaBnsA 3a coboMn.

OwvpekTop MeTpoBa A.W. lMeTtpoBa

babywknHa TaTbsHa BacunbeBHa, cekpeTapsb,
(123) 456-78-90, Babushka@sitename.ru

B oeno Ne 01-05 3a 2018 .
CekpeTapb babyiknHa
03.07.2018


mailto:Babushka@sitename.ru

MpunoxeHue Ne 9
O6pasel, 0hopMIIEHNS NPUMNOKEHUI

MpunoxeHne Ne 1
K npukasy OO
oT Ne

MonoxeHue o

1. OO6Lune nonoxeHus

1.1. HacTtosiwee [lonoxeHwe onpegenseTr craTyc, Uenb, 3ajadn M Nopagok npoBefeHus
MEeXpermoHanbHOro KoHkypca yvawmxca 5—11 knaccoB «PenpeccupoBaHHas nutepaTtypa» (ganee —
KOHKYpC).

1.2..

2.1...
2.2...



NPOTOKOI
3acenaHus negarornyeckoro coeeta

Mpencenatens Kommccum damunumsa N.0.
CekpeTapb ®damunua 1.0
negarormyeckoro coBeta

MpucyTtcTBOBaNN: 30 yen. (cnucok npunaraeTtcs)
[NoBecTka gHS:

1.0 nopaake noaroToBkM K KOHq)epeHLI,I/II/I. [oknapg 3amectutens AnpekKTopa...

2.0...

CRNYLWANn:

damunus N.0. — TekCT goknaga npunaraeTcs.
BbICTYMUIA:

Mpunoxexue Ne 10
O6paseL, odopmMmieHns NpoTokona

(1 sapuaHm)

U.0. damunusa — kpaTkasi 3anmncb BbICTYNNEHUS (OT TPeTbero nuua eauHCTBEHHOrO Yucna). Bonpochl,

OTBEThHI (I'IpI/IBOD,FlTCﬂ B nopdanke I'IOCTyI'IJ'IeHI/IFl).

PELLUWNIIN:
1.1. Opobputs...
1.2...

CopepxaHue ocoboro MHeHUsI

2. CNYWANA. ..
BbICTYTMUIIN...
PELUAIA. ..

2.1

Mpencenatens Mognuck

CekpeTapb nefarormyeckoro Mopnuck
coBeTa

nN.0. damunusa

N.0. damunus



MpunoxeHne Ne 11
O6paseL, odopmMmieHns NpoTokona
(2 sapuaHm)

NPOTOKOI
3acenaHus negarornyeckoro coeeta

Mpencenatens Kommccum damunusa N.0.

CekpeTapb damunns N.0

negarorMyeckoro coseTa

Bcero uneHoB coBeTa MpucyTtcTBOBano

[NoBecTka gHS:

1.0 nopAagke noaroToBKU K KOHd)epeHLI,I/II/I. [oknapg 3amectutens avnpekTopa...

2.0...
1. CNYWANW:

damunmsa N.0. — TekCcT goknaga npunaraeTcs.
BbICTYTNUNN:

damunna N.0. — KpaTKad 3anncCb BbICTYNIE€HUA (OT TpeTbero nmua e aJMHCTBEHHOIro l-II/ICJ'Ia).
BOI'IpOCbI, OTBEThHI (I'IpI/IBOD,FlTCﬂ B nopdaake I'IOCTyI'IJ'IeHI/IFl).

PELWNIN:
1.1. Opobputs...
2.2.
CopepxxaHne ocoboro MHeHUsI

2. CltywAnn:
BbICTYIUIIN:
PELLNIN:

2.1.

MpeaocenatensCTBYOLWLMNA Moanuck N.0. damunus

CekpeTapb negarormyeckoro Moanuck nN.0. damunusa
coBseTa



MpogomxkeHne npun. Ne 11
Ob6paseu, 0opMNeHNa SBOYHOrO nNucTa

ABOYHbIN NUCT
MEOATOMMYECKOrO COBETA

(NnpoTokon oT «___ » 201___ roga Ne 00)
Ne ®d. . O. JomkxHocTb Moanuckb
n/n
1
2
3
4
5
6
7
8
9
10
11
Mpeacepatens Moanuckb n.0. damunus

negarorn4eckoro coeeta

CekpeTapb Mognuck n.0. damunus



MpunoxeHne Ne 12

)KypHan perncrtpaunmn Bxogawmx OKyMeHTOB

Pesontouusa
DaTa Hataun WU KoMy
nocrynneH HomMep KpaTkoe HanpaBnseTcA OTmeTKa
Ne 72 AokymeHTa, | KoppecnoHnpe conepkaH AOKYMEHT o6
Ne n/n AOKyMeHTa/ | NPUCBOEHH HT e (nognuce, MCMOJIHEH
BXOAALMN ble YAOCTOBEPSIHO 717
HOMep aBTOpOM wasn
nony4eHue)
1 2 3 4 5 6 7
XXypHan peructpauum ucxogsmx AOKYMEHTOB
[ata n Homep
o ,
tin | nowwenta | novep aomena | ABPESAT | oitme | o maonan | Venonwrens | TTEHESD
oTBeT
1 2 3 4 5 6 7 8




XypHan y4yeTa neyaTte# v LITaMNoB

Mpunoxexne Ne 13

PesynbTtaT
HaumeHoBaHun bl
OTTUCK
HaumeHoBaH e exerogHo 9
N nevarten
Ne e neyatm OT1Tnck noapasaeneH Moanuce, "n OTmeTKa 06 (wTamnos)
n; (wramna), neyatu ns, YAOCTOBEPSAIOW, | MPOBEepPKA | YHUYTOXEHU ans MpumeuaH
n MHULUMaTop (wTamn AOIMKHOCTL asa nonyveHue, HanuuusA u, Homep HAMTOKEHU ne
3akasa, gata a) nonyvarens u parta neyareun u aKkTa u pata Y A, paTa
nocTynneHus damunua LWITaMNOB, Bo’:;B ata
nonyvarensi para P
npoBepKu
1 2 3 4 5 6 7 8 9




HanmeHoBaHue opraHusauunmn

Mpunoxexue Ne 14
dopmMa HoMeHKnaTypbl aen

HOMEHKNATYPA OEN YTBEPXIOAHIO
(BOMKHOCTb PYKOBOAMTENS OpraHn3aLumnm)
Ha rog
(nognuceb) (paclumdposka
nognucu)
(pata)
NHpekc 3aronoBok gena KonuuecTtBO CpoK xpaHeHus MpumeyaHue
aena aen n Ne ctatbu no
nepevyHr
1 2 3 4 5
HasBaHwe pasgena
HanmeHoBaHune Mopnuck n.0. damunus
OOJDKHOCTU PYKOBOAUTENS
cnyx6bl JOY opraHmsaumm
Busa pykoBoauTens apxmea
(nuua, oTBETCTBEHHOIO 3a apXuB)
COIMACOBAHO COIMACOBAHO

MpoTokon LISK (OK
oT Ne

Mpotokon 3K apxvBHOro ydpexaeHus
oT Ne




MpopomkeHne npunoxeHusa Ne 14

WTtoroeas 3anuck o KaTeropunax n konmn4ectee Aern, 3aBeeHHbIX B rogy
B OpraHusauum

Mo cpokaMm xpaHeHus Bcero B TOM yvncne:
nepexogsaLnx ¢ otmeTkomn «IAMMK»
1 2 3 4

[MocTosiHHOrO
BpemeHHoro (cebiwe 10 neT)

BpemeHHoro (go 10 net
BKITHOUUTENBHO)
NUTOIO:

HavnmeHoBaHue Moanuceb n.0. damunus
OOIMKHOCTU PYKOBOAUTENS
cnyx6b1 JOY opraHusaumm

Hata

WToroBble cBeeHUs nepefaHbl B apXumB.

HanmeHoBaHue gormkHOCTH Mognucb n.0. damunusa
nuua, NnepefaBLLEro cBefeHus

Hata



MpunoxeHue Ne 15
dopma nucta — 3aBepuTens gena

NUCT - 3ABEPUTENDb OEINA Ne

B nene noawmnto u NpoHymMepoBaHO JINCTOB
(umdbpamu 1 NnponuckHo)

c Ne no Ne , B TOM yncne:
nuTepHble HOMepa NMCTOB
nponyLLeHHbIE HOMepa NIUCTOB
+ NUCTOB BHYTPEHHEN ONucu

Oco6eHHOCTU (husnyeckoro cocTossHUA U hopMmupoBaHuA aena Homepa
nucrToB
1 2
HanmeHoBaHWe JOMKHOCTU Mognucb n.0. damunus
paboTHuMKa

Jarta



MpunoxeHue Ne 16

dopma 06noxkn gena
NOCTOSIHHOIO N BPEMEHHOTO
(cBbiwe 10 neT) xpaHeHust

(HaumeHoBaHMWe rocy4apCTBEHHOrO (MyHULMNANbHOro) apxmea)

(HavmeHoBaHWe opraHu3aumm)

(HavmMeHoBaHWe CTPYKTYPHOro nogpasaeneHust)

OENO Ne TOM Ne

(3aronoBok gena)

(kpanHue paTbl)

Ha _
XpaHutb _

INCTax



BHYTPEHHAA OMNMUCDH

AOKyMmeHTOB aena Ne

MpunoxeHue Ne 17

Ne PerncrpaunoHHbIN fata 3aronoBoK Homepa
n/n MHAOEKC AOKyMeHTa ROKyMeHTa nictoB MpumeyaHue
OOKYMeHTa gena
1 2 3 4 5 6
WUtoro [OKYMEHTOB.

KonnyecTtBO NUCTOB BHYTPEHHEN ONUCK

HanmeHoBaHuMe OOmKHOCTH
nvua, cocTaBUBLLIETO
BHYTPEHHIOK OMNNCb JOKYMEHTOB
pena

Hata

(umdpamm 1 nponnckio)

MNoanucb

(umdpamm 1 Nponuckio)

nN.0. damunusa



Mpunoxexue Ne 18
O6pasey, ohopmneHus xypHana
yyeTa Bblgaun JOKYMEHTOB

lMonHoe HaumeHoBaHMe 06pa3oBaTebHOM OpraHu3aLum

XYPHARN YYETA BblAAYU OOKYMEHTOB
n3 apxusa OO
(onepaTMBHOro apxvMBa CTPYKTYPHbIX noapa3aeneHun)

Havar
OKoHuYeH




MpunoxeHne Ne 18

Ne Bﬂ::m ®oHp Ne Onuce HOeno Ne Komy B:a:;;q(:(:uu Boﬂ:‘;’;ﬁ Pacnucka B
n/n nen - Ne B BbloaHoO aena nena BO3BpalLieHU1 gena
1 2 3 4 6 7 8 9
WNToro B rogy BbiaaHo nen

HanmeHoBaHuMe OOmKHOCTH
nuua, CoOCTaBUBLLENO
BHYTPEHHIOKO ONNCb JOKYMEHTOB
pena

MNoanucb

(umdbpamu 1 NnponuckHo)

n.0. damunus



MpunoxeHue Ne 19
dopma onucu gen no IMYHOMY cocTaBy

(nonHoe HaumeHoBaHWe opraHu3aLmn)
®doHA Ne
OMUCDb Ne

Zern Mo IMYHOMY CoCTaBy
3a rog

Ne WHpeke 3aronosok KpanHue patbl Cpok Konuuecteo | MNpumedaHue
n/n jena aena XpaHeHus NNCTOB

1 2 3 4 5 6 7

B gaHHbIM pasgen onucu BHECEHO aen,
(undppamun n nponuckko)

c Ne no Ne , B TOM yucne:

NUTEpHbIE HOMepa:

nponyLleHHbIe HoMmepa:

(HaumeHoBaHWe JOMKHOCTN (nognuce) (paclumdpoBka nognucu)
CoCTaBUTENS ONUCHK)

(HammeHoBaHMe AOMKHOCTU pyKOBOAUTENS (nognuce) (paclumdpoBka nognmcu)
apxvBa (nvua, OTBETCTBEHHOrO 3@ apXxuB))

COIMACOBAHO YTBEPXOEHO
Mpotokon (3K) OO MpoTokon 3K apxMBHOro y4pexaeHus
oT Ne oT Ne




Mpunoxexue Ne 20
dopma onucu gen BpemMeHHbIX
(cBbiwe 10 nNeT) cpoKoB XpaHeHUs

(I'IOJ'IHOG HanmMmeHoBaHune oGpasoBaTeanon OpI'aHVISaLI,VIVI)
®oHAa Ne
OlNUCDb Ne
nen BpemeHHbIx (cBbiwe 10 neT)
CPOKOB XpaHeHusi

3a rog
Ne WHpeke 3aronosok KpanHue patbl Cpok Konuuecteo | MNpumedaHue
n/n aena aena XpaHeHnA JNINCTOB
1 2 3 4 5 6 7
B oaHHbIV pa3gen onucu BHECEHO gen,
(umdbpamu 1 NponuckIo)
¢ Ne no Ne , B TOM vucne:
NUTEpHbIEe HOMepa:
nponylieHHble HoOMepa:
(HaumeHoBaHWe JOMKHOCTN (nognuce) (paclumdpoBka nognucu)
CoCTaBUTENS ONUCHK)
(HammeHoBaHMe AOMKHOCTY pyKOBOAUTENS (nognuce) (paclumdpoBka nognmcu)

apxvBa (nvua, OTBETCTBEHHOrO 3a apXxuB))

COIMACOBAHO
Mpotokon (3K) OO
oT Ne



MpunoxeHne Ne 21
dopma onucu gen NOCTOAHHOrO XpaHeHus

YTBEPX
a
A
KC
(nonHoe HanMeHoBaHWe opraHm3auum) (BomkHOC)
pykoBoau
®oHp Ne -
OMNMNUCb Ne (no (paciumcpoBka noanucy)
a
n
"
c
b
)
aen noCTtoAHHOro XpaHeHua
3a rog 20 roq
a
Ne | UHpekc 3aronoBok gena KpanHue KonuyectBo | NMpumeyaHue
n/n aena AaTbl JINCTOB
1 2 3 4 5 6
HasBaHuve pasgena
B gaHHbIM pasgen onucu BHECEHO aen,
(umdbpamm 1 NponuckHo)
, B TOM 4nucne:

c Ne no Ne
NUTEpPHbIE HOMepa:
nponyLeHHbIe HoMepa:

(pacwwmdpoBka nognuncu)

(HavmeHoBaHWe JOMKHOCTU (nognuceb)
COCTaBuTENs oOnmcu)
(HanMeHoBaHWe JOMKHOCTN PYKOBOAMTENS (nognuceb) (pacwwmdpoBka noanuncu)
apxuBa (nvua, 0TBETCTBEHHOrO 3a apXuB))
COIMACOBAHO YTBEPXAEHO

Mpotokon (3K) OO
oT Ne

MpoTokon 3K apxmMBHOro yupexaeHus

oT

Ne




MpunoxeHne Ne 22

dopma onucu gen NOCTOSHHOrO,
BpeMeHHOro (cBbile 10 neT) xpaHeHust
1 MO JIMYHOMY COCTaBY CTPYKTYPHOIo

nogpasgenexHuns
(nonHoe HavmeHoBaHWe obpasoBaTenbHON OpraHMU3aLn)
(HanMeHoBaHVe CTPYKTYPHOro noapasfaeneHuns)
OlNUCDb Ne
Ne n/n | UHpekc 3aronoBok gena Oata pgena Kon-Bo nucTtoB B aene CpokK xpaHeHuUs aena MpumeyaHune
nena
1 2 3 4 5 6* 7
Hassanwve pasgena
I I I I I
B OaHHY0 OonNncb BHECEHO nen,
(umdpamm 1 Nponuckio)
c Ne no Ne , B TOM 4ucne:
NNTepHble HOMepa:
nponyuieHHble HomMepa:
(HavmeHoBaHWe JOMKHOCTU (nognuceb) (pacwwmdpoBka noanuncu)
COCTaBuTENs onmcu)
(HanMeHoBaHWe [OMKHOCTN PYKOBOAMTENS (nognuceb) (pacwwmdpoBka noanuncu)
apxuBa (nvua, 0TBETCTBEHHOrO 3a apXuB))
COIMACOBAHO
Mpotokon (3K) OO
oT Ne
Mepepan aen
(umdbpamu 1 NnponuckHo)
perMcTpaunoHHO-KOHTPOIIbHbIX KAPTOTEK K JOKYMEHTaM*,
(HanmeHoBaHWe JOMKHOCTM paboTHMKa (nopnwuce) (pacwmdpposka nognmcu)

CTPYKTYPHOTO nogpasaerneHus)

« » 20 roga

MpuHan oenu
(umdbpamu 1 NnponuckHo) (umcbpamu 1 nponuckHo)

PEerncTpaumMoHHO-KOHTPOJIbHbIX KAPTOTEK K AOKYMEHTaM.

(HaumeHoBaHWe [OMKHOCTU (nognuce) (paclumdpoBka nognucu)
paboTHuka apxusa)
« » 20 roga

* [pada 6 onyckaeTca B ONUCAX Ae/l NOCTOAHHOMO XpaHeHus.

* NepepatoTcs BMecCTe C AeslaMu CyK6bl 4eN10NPon3BOACTBA UK KaHLenapum (Bbi6op OO0).



MpunoxeHue Ne 23

¢opma aKTa O BblAeNeHUU K YHNYTOXEeHN0 OOKYMEHTOB,
He noanexawux XxpaHeHunro

(nonHoe HaMmeHoBaHWe opraHu3auum)

AKT YTBEPXOAIO

Ne

(BOMKHOCTb pykoBOAUTENS)

(mecTo cocTaBneHus)
(pacwwmdpoBka noanuncu)

(noanwuce)

O BblAeNIEHUN K YHUYTOXEHNK OOKYMEHTOB,
He noanexawmx XxpaHeHuo 20 roga
Ha ocHoBaHuu
(Ha3BaHMWe 1 BbIXOAHbIE AaHHbIe NepeyHsi JOKYMEHTOB C Yka3aHWeM CPOKOB UX XPaHEHWST)
oTobpaHbl K YHUYTOXEHUIO KaK He nmMmetoLine HayHHO-I/ICTOpMHeCKOVI LeHHOCTN K yTpaTusLimne
npakTn4eckoe 3HavyeHne JOKYMeHTbl poHaa Ne
(Ha3BaHue doHaa)
Ne 3aronoBok gena Foabl Homep Homep KonuuyectBo | Cpoku xpaHeHusi | MpumevaHue
n/n (rpynnoBowm onucu* eA. Xp. no onucu ea. xp. U HoMepa
3aronoBokK craTten
[AOKYMEHTOB) Nno nepeyHo
1 3 4 5 6 7 8
NToro ed. xp. 3a rofabi.
(umdbpamm 1 Nponuckio)
Onwncu gen NoCTOsIHHOro XpaHeHud 3a roabl yTBepXaeHbl AlK
(npoTokon ot Ne
(HauMeHOBaHWe apX1BHOTO YYPEXOEHNS)
(HammeHoBaHMe AOMKHOCTU pyKOBOAUTENS (nognuce) (paclumdpoBka nognucu)
apxvBa (nvua, OTBETCTBEHHOrO 3@ apxumB))
COI'TIACOBAHO
MpoToKoN aKCNEPTHOM KOMMUCCUM OpraHM3aunmn
oT Ne
[lokyMeHTbI B KOnn4yecTee ef. Xp.:
Kr

— Ha ByMaXHOM HocuTene BECOM
(umndpamu 1 NPonUCkbLO)

COaHbl HA YHUYTOXEHUE;
— Ha 3NEeKTPOHHOM HOCUTeNe CaaHbl Ha YHUYTOXEeHne

(cnocob YHUYTOXEHUS)

(HanMeHoBaHWe JOMKHOCTMN (nognuce) (paclumdpoBka nognmcu)
paboTHUKa, cAaBLUEro AOKYMEHTbI)
« » 20 roga
MN3meHeHns B y4eTHble JOKYMEHTblI BHECEHbI.
(nognuce) (paclumdpoBka nognucu)

(HaMmeHOBaHWe [OMKHOCTU PYKOBOAUTENS
apxvBa (nvua, OTBETCTBEHHOIO 3a apXxumB))

* IIpu BBIIENEHUN K YHUYTOKEHHUIO JOKYMEHTOB IPH TIOJATOTOBKE IS K Mepejade B apXUB OpraHU3aI[iH

rpadsl 4, 5 He 3aTOTHSAIOTCSL.



«

»

20

roga
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