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HHCTPYKIMUSA 1O JEJOINPOU3BOIACTBY
1. O01ue MoJI0KEeHUA

WNHeTpykuus 10 JENONPOU3BOACTBY B  MYHHIHMIIAIBHOM 00LICO0PAa30BaTEIbHOM Ka3eHHOM
YApeXKISHUH CpefHeld o0meo0pa3oBarenpHOil MmKone M.OKTAOphCKknii MypalmHCKOro paiioHa
Kuposckoit  obmactn  (manee —  WHCTpyKuuMs)  yCTaHaBIMBAeT EAMHYIO  CHUCTEMY
JIEIONPOU3BOJICTBA U TMOPSJIOK MMOATOTOBKH, O(OpPMIICHHUS, MPOXOXKICHHS, KOHTPOJS 3a
WCIIOJTHEHUEM, y4yeTa, XpPaHEHHUs, M3rOTOBJIEHUS, KOMUPOBAHUS M TUPAKUPOBAHUSA
CIIy’)KeOHBIX TOKYMEHTOB B oOpa3oBaTenbHOi opranmzanuu MOKY COIL n.OxTa6pbckuii
(manmee — lIkoma).

WHcTpykuus pa3paboTaHa B COOTBETCTBHM C TPeOOBAaHUSAMH (peepallbHbIX 3aKOHOB OT
22.10.2004 Ne 125-®3 «O06 apxuBHoM Jene B Poccuiickoit deaepaunn», oT 27.07.2006 Ne
149-®3 «O06 mHbopmanuu, UHGOPMAIIMOHHBIX TEXHOJOTHUAX U O 3aluTe WH(POpMAIUN», OT
02.05.2006 Ne 59-®3 «O mopsake paccMoTpeHHs oOpaiieHuid rpaxnaaH Poccuiickoit
@enepanun», ot 01.06.2005 Ne 53-®3 «O rocymapcTBeHHOM si3bike Poccuiickoit
@eneparumn», ot 06.04.2011 Ne 63-03 «OO0 snexkrpoHHOW moxamucu», IlpaBun xpaneHwus,
KOMIUIEKTOBAaHHUS, y4eTa M HCIIOJIb30BaHHUS JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit
denepany U Ipyrux apXUBHBIX TOKYMEHTOB B OpraHax TOCYAapCTBEHHOI BJacTH, OpraHax
MECTHOTO CaMOYIpPAaBICHHs, OPraHU3alusAX, YTBEP)KICHHBIX MPHKa30M MUHKYIbTYPHI OT
31.03.2015 Ne 526, HanuoHanbHbIX cTaHgapToB Poccuiickoit ®denepanuu Mo yNpaBICHUIO
nokymentamu: ['OCT P 7.0.8-2013 «CHUBH/I. Jlenonpou3BOACTBO W apXUBHOE EJIO.
Tepmunst u ompenpenenusi», ['OCT P 7.0.97-2016 «CHUBUJl. OpranuzanuoHHO-
pacropsauTenbHas JOKyMeHTalus. TpeOoBaHus K 0(hOPMIICHUIO JOKYMEHTOBY.



[Ipumenerane WHCTPpYKIIMU JIOJDKHO — CIIOCOOCTBOBaTh  (pOopMHpOBaHHUIO  OQHIIMATHHO-
JIEJIOBOTO CTWJIA JOKYMEHTOB, MOAroTaBiIMBacMbIX B IIIKoJie; COKpalleHUIO 3aTpaT Tpyaa U
CPEICTB B IMpOIECCE CO3JaHUsl JTOKYMEHTOB. MHCTpyKIusl SIBIsSETCS 00S3aTeNbHOM JUIst
HUCIIOJIHCHUA paGOTHI/IKaMI/I U JiMgaMy, OCYHICCTBIAOIIMMU IIOATOTOBKY M Oq)OpM.HeHI/Ie
JOKYMEHTOB.

[Tonoxenuss MHCTpyKIMM pacnpoOCTpaHsAIOTCS HAa OpraHu3aluio paboThl C JAOKYMEHTAMH
HE3aBUCHMO OT BHJA HOCHUTENSA, B TOM 4YHUCIE JJIEKTPOHHBIMH JIOKYMEHTaMH, BKJIIOYas
MIOATOTOBKY, 00OpabOTKYy, XpaHEHHME U HCIOJIb30BaHUE JOKYMEHTOB, OCYILECTBISEMBIX C
MpUMEHEHHEM HH(POPMALMOHHBIX TEXHOJIOTHA.

OcoOeHHOCTH pabOTHl C JOKYMEHTaMH, COJEPKALUIUMHU KOHPUIECHIUAIbHYI0 WH(OPMALINIO
(cmyxeOHYI0 W WHYIO TaliHy, TEpCOHAIbHBIC NaHHBIEC), PEryIUPYIOTCS CHEIHaTIbHBIMU
HOPMATHBHBIMH aKTaMH (MHCTPYKIHUSMH, TOJIOKEHUSIMH, TPaBUIAMH), YTBEPKIAEMBIMHU
mupekropoM [Ikousr.

TpeboBanust MuHcTpykuuu k pabote ¢ Oyxraiarepckoid, HaydHO-TEXHMYECKON U JApyroi
CHelHabHOM JOKyMEHTaluel pacpoCTPaHIIOTCS JIMILb B YACTH OOIIMX IPUHLIUIIOB PaOOThI
C IOKyMEHTaMH, a TaKkKe MOATOTOBKH JIOKYMEHTOB K Iepe/laue Ha apXUBHOE XpaHEHUE.

OTBETCTBEHHOCTh 3a OPraHU3alMI0 M COCTOsAHWE genonpousBoactsa B Illkone Hecer
JTUPEKTOP, KOTOPBIN:

yTBepxAaeT MHCTPYKIUIO MO 1ET0MPOU3BOJCTBY U HOMEHKIATYypy Aen Lkobr;

e oOecrieunBaeT BHEAPEHHWE U KOHTPOJUPYET COONIOJEHHE CTPYKTYPHBIMH
Moapa3AeiCHUsIMU  TpeOoBaHMi HacTosme MWMHCTpyknuu W TOCyIapCTBEHHBIX
CTaHJIapTOB;

e TIPOBOJUT NMPOBEPKY COCTOSIHUS AETOMPOU3BOACTBA B CTPYKTYPHBIX TOIpa3AeIeHUsIX
IIkomsr;

e ofecrieuMBaeT METOJAMYECKOE PYKOBOJCTBO, MHCTPYKTaX U KOHTPOJb 3a
cOOJIIOIGHUEM YCTaHOBIIEHHOTO MOPsiIKa pabOThl C JOKYMEHTaMU B CTPYKTYPHBIX
noapazaenenusax Ikomnsr;

e UHUIMUPYET  TOBbIIIEHHE  KBanuukauuu  pabOTHUKOB IO  BOIpOCaM

JIeJIONPOU3BO/ICTBA;

yIIOCTOBEPSIET MOIMUCHIO U MeYaThl0 JOKYMEHTHI.

Henocpencrsenno Bezaet nenonpous3BoacTBo B lIkone cexperaps U (M) OTBETCTBEHHBIN 32
BEJICHUE JEJIONPOU3BOJCTBA (Jalnee — CeKpeTaph), KOTOpBIM Ha3HAa4YaeTcsd MPUKA30M
mupektopa Ilkoisl. Cekperapb B COOTBETCTBUH C BO3JI0KEHHBIMU HA HETO 3a/[a4aMHU:

e OCYIIECTBJISIET PETUCTPAIIMIO M YUET TOKYMEHTOB;

e OpraHu3yeT JOKYMEHTOOOOpOT, (GOPMHUPOBAHHUE JIEN, UX XPaHEHHUE;

e OCYWIECTBISIET TEKYIIMH KOHTPOJIb 3a CBOCBPEMEHHBIM DPAaCCMOTPEHHEM |
MPOXOX/IeHHEM JToOKyMeHTOB B I1Ikore;

e oOecreynBaeT coONMIOCHUE SANHBIX TPEOOBAHHH 110 TOATOTOBKE JTOKYMEHTOB U
OpraHu3anuy padoThl C HUIMHU B YCIOBHUSX 3JIEKTPOHHOTO TIOKYMEHTOO0OPOTa;

e 0006maer nHpopmanuo 06 oobeMax JOKYMEHTO000POTa;

e oOpraHu3yeT GOpPMUPOBAHUE U XPAaHEHUE JOKYMEHTALMOHHOTO (POHAA U €T0o
UCIIOJIb30BAHUE.



Benenue nenonpousBoAcTBa B CTPYKTYPHBIX MOIpa3/ICICHUSX OCYIIECTBIISIETCS B
COOTBETCTBUU C JIOJDKHOCTHBIMH O0SI3aHHOCTSIMHU.

IIpu yxozae B OTIYCK, BbI€3]I€ B KOMaHIUPOBKY, Ha BpeMsl O0JIE3HU WJIH B Cllydae
YBOJIHEHHS U TIEPEMEIICHHUS TI0 CITY)0e paOOTHUKH 00s3aHbI TepelaTh BCe HAXOIAIIHECS Y
HUX JTOKYMEHTHI IpyroMy paOOTHHUKY IO YKa3aHUIO BBIIIECTOSIIETO PYKOBOJAUTENS, IPU
YBOJIbHEHUH Pa0OTHHMKA UM NIEPEBOJE Ha APYTyIO JOJDKHOCTD Iepeaada JOKYMEHTOB U JIelT
OCYIIECTBIISETCS 110 aKTy npuema-tiepeaun (npuioxerus Ne 1, Ne 2).

[Ipu nepexoze Ha Apyryo padoTy pabOTHUKOB, 3aHUMAIOLUXCS B CTPYKTYPHBIX
noapazaenenusx [lkosbl BeneHneM Aenonpou3BoICTBA, Iepeaya BceX JOKYMEHTOB BHOBb
HazHa4Ya€MbIM pa6OTHI/IKaM MMPOU3BOAUTCS IO aKTaM MpUueMa-nepeaaiu, KOTOPLIC
yTBepkAaroTCs qupekTopoM [lIkounbr. Konuy akToB HalpaBistOTCS B KAHLEISAPUIO
JTUPEKTOpA.

B ciaygasx jymTenbHOro OTCYTCTBUSL paOOTHHUKA CTPYKTYPHOTO HOIpa3AeIeHUS
(oTmyck, cayxeOHas KOMaHIUPOBKa, OOJTBHUYHBIN JIUCT U T. JI.) HEOOXOIMMO IepeiaTh
OTBETCTBEHHOMY 3a BEJICHHE JIEIONPOU3BOJICTBA JOKYMEHTHI, HAXOAAIIMECS Y HEro Ha
UCIIOJIHEHUU 10 YKa3aHUIO IUPEKTOPA.

PykoBoanTenu cTpykTypHbIX noapasaeneHuii [lIkonsl HecyT nepcoHanbHYO
OTBETCTBEHHOCTb 32 BBINOJIHEHUE TpeOoBaHU NHCTPYKIIMN 1 COXPAHHOCTh HAXOSIIUXCS Y
HUX JOKYMeHTOB. O cily4asiX yTpaTsl, HOPYU 3apErMCTPUPOBAHHOIO JOKYMEHTA paOOTHUK
00s13aH He3aMeUINTENIbHO JTOJIOXKUTh JupekTopy I1IKkosl.

Bnecenne nzmenennii B UHCTpyKIMIO OCYIIECTBIISIETCS MPUKA30oM AupekTopa [Ikoibl
MIOCJIE UX COTJIACOBAHUS C MEeIarOrH4eCKUM COBETOM.

C BHOBB IIPUHATBIMHA pa6OTHI/IKaMI/I, Ha KOTOPBIX BO3JIararoTcAa 0053aHHOCTH I10
BCIACHUIO OCIIOIIPOMU3BOJACTBA, B TCUCHUEC TPEX ,Z[Heﬁ IIOCJIC IIOCTYILVICHUA Ha pa60Ty
IIPOBOAUTCA HHCTPYKTAX I10 BEACHUIO JCIIOIIPONU3BOACTBA JTUPEKTOPOM IxoaE.

PaGoTath ¢ JOKYMCHTaMH BHE CJ'IY)KC6HBIX MOMEIICHNH U BHOCUTh B HUX HCIIPABJICHUA
3aIIpCIIacTCs.

Benenue MEPCHHUCKHU C OPraHu3alusIMi OCYHICCTBIISCTCA TUPECKTOPOM IIxons! unu
HWHBIM YIIOJITHOMOYCHHBIM UM JOJIZKHOCTHBIM JIMLIOM.

Brinonnenue Hacrosime MHcTpykiuu o0s3aTenbHO Ui Kakaoro padotHuka [lkonsl,c ee
TpeOOBaHUSAMH PAOOTHHUKH JOJKHBI OBITh O3HAKOMJICHBI TI0/T TIOIITUCH.

2. JlokyMeHTbI 00pa30oBaTe/IbHON OpraHu3aluu
JIMPEKTOp LIKOJIBI MIIM JIULO, UCTIOJHSIOIEE €ro 00I3aHHOCTH, U3/1aeT MPUKA3bl,
WHCTPYKLIUH, PaBUIIa, NTOJIOKEHHs, 00s3aTeNIbHBIE 7Sl UCTIOJHEHNUS BCEMH CTPYKTYPHBIMU

noapasaenenusmu LIkossr (mpunosxkerust Ne 3, Ne 4).

Xon O6C}')K,[[CHI/I}I BOIIPOCOB Ha 3aCCAaHUAX KOJUICTUAJIBHBIX OpTraHOB, COBCTOB,
CO6paHI/I${X, COBCINAHUAX U pCHICHUS, IPUHUMACMBIC HAa HUX, (I)I/IKCI/II)YIOTCSI B IIPOTOKOJIAX.



Jnist ocylecTBICHHS OTIEPATUBHBIX CBSI3€H C APYrUMH OPraHU3alUsIMU U TPaKJaHAMU
UCTOJB3YIOTCS Takue (POPMBI, KaK MHCbMa, (PaKChl, TEIEerpaMMbl, TeIePOHOTPAMMBI.

Jlnist ocyliecTBICHHS MTPUEMa, YBOJIbHEHHUS, IEPEMEIICHUST PAOOTHUKOB, MPEI0CTABICHUSI UM
OTITYCKOB O(OPMIISIOTCS TPYIOBBIE JOTOBOPHI, IPUKA3bI 110 TMYHOMY COCTaBY,
3asIBJICHUS, TPYIOBbIE KHM)KKH, INUHbIE KAPTOUKH U JP.

3. IlpaBuJa opopMiieHHsI JOKYMEHTOB
OcHoBHbIe TpeOGoOBaHUs 110 0OPMIICHUIO JOKYMEHTOB

JoxymeHnTsl opopmisitoTcs Ha Onankax [1Ikossl 1 UMEIOT YCTaHOBIEHHBIA KOMILIEKC
00s13aTeIbHBIX PEKBU3UTOB U CTAOMIIBHBIN TIOPSIIOK WX PACIIOJIOKEHUS (PaCOJIOKEHUE
PEKBU3UTOB Ha OJIaHKAaX OpPraHU3allMOHHO-PACHIOPSIUTEIbHBIX JOKYMEHTOB COOTBETCTBYET
I'OCT P 7.0.97-2016 «Cucrema cTraHIapTOB 1O WHPOPMALINU, OUOIHOTEUHOMY U
u3naTenbekoMy sieny. Opranu3aloHHO-pacopsAnTenbHas JoKkyMeHTanus. TpedboBanus K
0(OPMIICHHUIO JTOKYMEHTOBY).

B mikosie mpuMeHsIOTCs TPOJI0JIbHBIE OJaHKH:

o OnaHk nucema (mproxenus Ne 5, Ne 6);
o OnaHk npukasa (mpuiaoxenust Ne 7, No 8).

biianku 1OKYMEHTOB M3rOTaBIMBarOTCS Ha Oymare opmatoB A4 (210 * 297 mm), AS (148 *
210 mM). Kaxapiii TucT 1okymeHTa, o(hopMIJICHHBIN Kak Ha OJlaHKe, Tak U 0e3 OjaHKa,
JOJKEH UMETh TIOJISL:

o 20 MM — 11€BOE;

e 10 MM — mpaBoe;
e 20 MM — BepxHee;
e 20 MM — HIXKHEE.

Hcnons3oBanue 01aHKOB IPOM3BOJIBHON GOpMBI He paspemactes (nmpuokeHus Ne 3 u Ne 4).
OdopMmiieHHe peKBU3UTOB TI0KYMEHTOB
ABTOp I0KyMEHTA

HaumenoBanue I1Ikombl yka3plBacTCs B TOUHOM COOTBETCTBUU C ycTaBoM lIkosbl.
CokpallleHHOe HauMEHOBaHUE MTOMEIIACTCS MO/ TIOJHBIM HAMMEHOBAHUEM B CKOOKaXx.

HanmenoBaHue CTPYKTYPHOT'O IOAPA3ACIICHUA — aBTOPA JOKYMCHTA UCIIOJIB3YCTCA B
OJlaHKax MUceM U OJaHKax KOHKPETHBIX BUIOB JOKYMCHTOB U YKa3bIBACTCA 1O IMOJIHBIM U
COKpalll€HHBIM HAMMCHOBAHHUAMU IIxonbI.

HanmeHnoBaHue TOJDKHOCTH JIMIA — aBTOpPa JOKYMCHTA UCIIOJIB3YCTCS B OJlaHKax
AOJKHOCTHBIX JIMIT U pacCIriojiaracTcs rnoa HauMCHOBAaHHUEM Ixoas1. HaumeHoBaHUe
AOJKHOCTH JIMIIA — aBTOpa NOKYMCHTA YKAa3bIBACTCA B COOTBCTCTBUU C HAMMCHOBAHUCM,
NMPUBCACHHBIM B paCliopsAAUTCIIbHOM JOKYMCHTC O Ha3HAYCHUU HA JOJDKHOCTD.



Cl'lpaBO‘leIe JaHHbIEC 00 06pa30BaTeJ’IBHOI7[ opranmsanuu

CrnpaBounsie qanHble o [1Ikoe yka3pIBalOTCs Ha OJaHKax MHUCEM M BKIIOYAIOT B ceOsi:
aapec, Homep TenedoHa, dake, aapec MEKTPOHHOU MOUTHI, ceTeBO anpec, a Takke OKIIO,
OI'PH, MHH wu KIIII opranuszamumu.

HaumeHnoBaHue BUAA AOKYMCHTA

HaumeHoBaHue Buaa JOKyMEHTa, cOCTaBIeHHOTO LI1ko10H, JOKHO OBITH OIIPEAEICHO
yCTaBOM (IIOJIO’KEHHUEM) U IOJDKHO COOTBETCTBOBATh HAMMEHOBAHMSIM BUJIOB JOKYMEHTOB,
npenycmotpeHHsiM OKY JI: akT, cripaBka, 3amucka, CBOJIKa, OT3bIB, IPOTOKOJI, CIIUCOK,
n3BeLIeHUE U J1p. PacriopsauTenbHble JOKYMEHThI OpraHU3aly U34AK0TCS CO CIIETYOIIMMU
Ha3BaHUSAMM: MIPUKA3, PACIIOPSIKEHUE.

HaumeHnoBaHnue BH1a U pa3HOBUIHOCTH JJOKYMEHTA HE yKa3bIBaeTcs B nucbmMax. Mecro
COCTaBJICHUS WM U3JIaHUS IOKYMEHTa yKa3bIBaeTcs Ha OnaHkax JokymMeHTOB llIkouibl, 3a
UCKJTIIOYeHHeM OaHKoB nuceM. Ha3zBaHue JOKyMeHTa redyaTtaercss MpornuCcHbIMUA OyKBaMH
MOJIY’KUPHBIM LIpU(TOM.

Jara nokymeHTa

Jlatoii JOKyMeHTa SBJIIETCS JaTa ero MOANUCaHus (MU YTBEPKIECHUS); Ul TOKYMEHTa,
MPUHAMAEMOTO KOJUICTHATIBHBIM OPraHoM (ITPOTOKOJIA), — IaTa ero 3acenaHusl (IPUHATHS
pereHus), s akTa — Jgata COOBITHS, ISl JOKYMEHTa, TPEOYIOIIETo ero YTBEPKACHUS, —
JaTa ero YTBEepiKICHHS.

JI71s1 TOKYMEHTOB, COCTaBJICHHBIX OJTHOBPEMEHHO HECKOJIbLKUMHU OPTraHU3AINSIMU, TaTON
JOKYMEHTA SIBJICTCS J1aTa MOAMKMCAHKS €ro TOCIeTHENH OpraHnu3aIuen.

[[aTa oA CaHus, YTBEPKACHUA, COITIaCOBaHNA JOKYMCHTA, a TAKXKE JAaThl, COACPIKAIINECCA
B TCKCTC, JOJI>KHBI O(l)OpMJ'ISITBCSI I_[I/I(prBI)IM CII0CO0O0OM. DJIEMEHTHI JaThbl IIPUBOJATCA
apa6CKI/IMI/I I_[I/I(bpaMI/I B OJJHY CTPOKY B IIOCJICAOBATCIbHOCTH: I€HDb MECALlA, MCCALT, T'OM.

Hampumep: 14.11.2018.
PerncrpannoHHbIii HOMep TOKYMEHTA

Peructpanmonnslit Homep — udpoBoe uiu OyKBeHHO-IIUPPOoBOE 0003HAUEHHE,
MIPUCBAaBAEMOE JOKYMEHTY IIPH €r0 PErUCTPAlIHH.

PCFI/ICTpaHI/IH JAOKYMCHTA NPOBOJUTCS MOCJIC €TO MOAIUCAHUSA UJIN YTBCPKIACHUA.

Jl1sl BHYTpEHHHUX IOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — 3TO MOPSAIKOBBIN HOMED B
npejenax KaJleHJapHOTro rojia Mo KakKJA0My BUAY WM pa3HOBUIHOCTH JOKYMEHTOB. B
MPUKa3axX PEruCTPALMOHHBIA HOMEP MOKET JIOTIOJIHATHCS OYKBEHHBIM MHIEKCOM,
0003HaYaIOIKM Pa3HOBUIHOCTH (HapUMep: MPUKa3 [0 OCHOBHOMU /EATEIbHOCTH OT
15.05.2018 Ne 253 1; mpukas no auuHomy coctaBy oT 10.01.2018 Ne 22 nic, nmpuka3z 06
ormyckax oT 25.01.2018 Ne 4207, npuka3 no komanaupoBkam ot 25.01.2018 Ne 25k).

I[J'ISI HUCXOOAIIUX JOKYMECHTOB PET PICTpElI.IPIOHHLIfI HOMCEpP COCTOMT:



1) U3 MOPsAAKOBOrO HOMEpA B Mpe/iesiaX MAaCCHBA OTIIPABIISIEMON KOPPECIIOH/ICHIINY;
2) WHJIEKCa Jiejla B COOTBETCTBHH C HOMEHKIIATYpoit ien LIkosb.

PeructpannoHHbiii HOMep JOKyMEHTa, COCTaBJIEHHOI'O COBMECTHO JIBYMsI U OoJiee
OpraHu3anUsaIMHI, COCTOUT U3 PErUCTPALMOHHBIX HOMEPOB IOKYMEHTOB KaXJI0H U3 ATHX
OpraHu3alyii, IPOCTaBISEMbIX UEPE3 KOCYIO UEPTY B MOPSIKE YKa3aHUs aBTOPOB B
JOKYMEHTE.

CcpulKka Ha perucTPAUMOHHBIN HOMep M JaTy JOKYMeHTa

Ccplika Ha PETUCTPALIMOHHBIN HOMEp U JaTy JOKYMEHTA BKJIIOYaeT B ce0d
perucTpaloHHbI HOMEP U 1aTy JOKYMEHTa, Ha KOTOPbIi 10JkeH ObITh JaH oTBeT. Cchlika
Ha HOMEp U JIaTy JOKYMEHTa UCIIOIb3yeTCsl IPU 0POPMIICHUH MUCEM, SIBIISIFOIIIMXCS
OTBETaMHM Ha MOCTYIHUBILIEE TUCHMO (3a1poc, NpockOy U Ap.). CBeaeHUs B pEKBU3UT
MIEPEHOCATCS C MOCTYNUBIIETO JOKYMEHTA U COOTBETCTBYIOT PETMCTPAlMIOHHOMY HOMEPY U

AaTC MOCTYIMUBUICTO JOKYMCHTA.

OI‘paHI/I'-II/ITeJ'II)HaSI OTMETKA IJId JaHHOT'O pEKBU3UTA ITPOCTABIIACTCA B JIEBOI yacTH OJiaHKa
IMUCbMa oA pECKBU3UTOM «aaTa» u «pel"I/ICTpaHI/IOHHIJﬁ HOMEP JOKYMCHTAa».

Hannune JaHHOI'O pEKBHU3HUTA UCKITIOYACT HeO6XO)II/IMOCTB YIIOMHWHAaHWA HOMEpa U JaThl
MOCTYMUBIIETO TOKYMEHTA B TEKCTE MHCbMa, YTO OCBOOOKIAET TEKCT OT CIIPABOYHON
nHpopMaIuu.

MecTo cocTaBJIeHUSI WJIM U3TaHUS AOKYMCHTA

MecTo coctaBiieHus (M34aHus) JOKYMEHTa yKa3bIBaeTCs B IOKYMEHTaXx,
M3rOTABJIMBAEMbIX Ha OJJaHKAaX KOHKPETHBIX BUOB JOKYMEHTOB.

Anpecar

JIOKyMEHTBI aJJpecyioT B OpTraHbl BIACTH, OPraHu3allud, X CTPYKTYpPHBIE MTOAPA3ICICHNUS,
JOJIKHOCTHBIM WM (PU3NYECKUM JIUIAM.

HpI/I aApeCOBaHNU NOKYMCHTA B OpraH BJIACTH, OpTraHU3allUI0 UK €€ CTPYKTYPHOC
noApa3saCiIICHHUEC (663 YKa3aHus JOJIZKHOCTHOTO .]'II/II_[a) HUX HAUMCHOBAHUC ITUIIYT B

HMEHHUTCIBHOM IIaJIeKe.
Hampumep:

MuHHCTEpCTBO 00pa30BaHUs U HAYKU
Poccuiickoit @enepanun

JlenapTaMeHT rocyJapCTBEHHOM MOJIUTHKH B cepe
3alIUTHI NIpaB JIeTel



[Ipu HampaBieHUU JOKYMEHTA JOJDKHOCTHOMY JIMIY Ha3BaHUE OPraHU3alliu U €€
CTPYKTYPHOTO TOJIpa3/IeJICHUsI YKa3bIBAIOT B UMEHUTEILHOM MAJICKe, a JODKHOCTD U
damunmro anpecara — B J1aTebHOM. UHUIMAIBI CTABATCS MocJae (paMUJIMU HE3aBHCHMO
OT TOT0, KOMY aJIpeCOBaH JOKYMEHT — JIOJDKHOCTHOMY JIUITY MU (PU3NIECKOMY.

Hamnpuwmep:
MunuctepctBo 00pazoBanus Kuposckoil obnactu
VYnpasnenue nenamu

['maBHOMY cnienuanucTy
NBanosoii 1.1.

WNnu na3Banue opraHu3amnyy BXOJAUT B HAUMEHOBAHUE JOJDKHOCTH B 0(hOPMIISIETCS B
JaTEIbHOM ITaIEXKE

PexTopy nnctuTyra

MBanosoi U.N.

[Tpu agpecoBaHuM TOKYMEHTa B HECKOJIBKO OJTHOPOIHBIX OPTaHU3AINI UX HA3BaHUS
ClenyeT yKa3blBaTh 000OIICHHO.

Hanpuwmep:

PykoBoautesnsim o0pa3oBaTeabHbIX
opraHu3ari oomiero oopazoBanus,
PYKOBOJUTEIIAM MPEANPUITHIA U
opranuzanuit MunoOpHayku Poccun

JlomyckaeTcsi HEHTPUPOBATH KXY CTPOKY PEKBU3HUTA «Apecary M0 OTHOLIEHUIO K
CaMOM JIJTMHHOM CTPOKE.

Hampumep:

3aMeCTUTEIIO TUPEKTOPa
1o yuebHoil paboTte
MOKY COIII n.OkTs16pbCKHii

Uynikunon 1U.H.



B cocrtaB pekBu3nTa MOXKET BXOJAUTH MOYTOBBIN aJpec. DIEMEHTHI MOYTOBOTO aapeca
YKa3bIBAKOTCS B MIOCJIEA0BATEIBHOCTH, YCTAaHOBICHHOU [IpaBuinamMu oka3aHus yciayr
MOYTOBOM CBSI3U.

[Ipu anpecoBanuy nMucbMa B OpraHM3alMio0 YKa3blBalOT €€ HAMMEHOBAHUE, 3aTEM ITOYTOBBIN
aapec.

Hamnpuwmep:

Penakuus xxypHana

«YnpaBJeHUE HAYAIbHON IIKOJION»
MockoBCKUI TIpOCTL., 1. 6,

r. Duck, 101856

AI[pCC HC MMPOCTABJIACTCA HA JOKYMCHTAX, HAIIPABJIICMBIX B IIPABUTCIILCTBCHHBIC
YUPCKACHHA U TIOCTOAHHBIM KOPPECIIOHACHTAM, B OTUX CIIy4asaAX MOT'YT IPUMCHATLCA
KOHBEPTHI C 3apaHCC HAIICHAaTaAHHBIMHA aJIpE€CaMu.

[Ipu agpecoBannm noKymMeHTa (HU3UIECKOMY JTUITY HEOOXOIMMO yKa3bIBaTh
(haMUITHIO0, MTHUITUAITBI, 3aTE€M TTOYTOBBIN aIpec.

Hanpuwmep:

NBanoy N.U.

UYepnsbimesckas yi., 1.100, k. 100,
r. DOHCK, DHckasg obmacts, 101856

HOKYMGHT HEC JOJIKCH COACPKATDh boiee YCTBIPEX aaApECaTOB, Ka)K,I[BIﬁ SK3EMILIAP TaKOI'O
JAOKYMEHTA NJOJIDKEH OBITH noarnuncaH. CnoBo «Komms» nepea BTOPbIM, TPETbHUM, YCTBEPTHIM
aJijpecaTaMu HC YKa3bIBarOT.

HpI/I HaIlpaBJICHUHU JOKYMCHTA 0oJjee UeM B YCTBIPC aapecCa COCTABJIACTCA CIIMCOK Ha
PacCChUIKY, a Ha KaXIOM NJOKYMCHTC IIPOCTABJISICTCS TOJIBKO OJUH aApecC.

I'pud yrBepkaeHuss [oOKymMeHTa

yTBep)KI[CHI/IC JOKYMCHTA IMPOU3BOAUTCS ITPOCTABIICHUEM rpmba YTBCPIKACHUS NN
HU3JaHUCM PACTIOPAAUTECIIBHOTO TOKYMCHTA (B TEX ClIydasax, Korja TpeGYIOTCH
AOIOJIHUTECIIBHBIC ITPCATINCAHNUA U paS’BSICHCHI/ISI).

Z[OKYMCHTBI YTBECPKAAOTCA TUPCKTOPOM IIKOJIbI, BHIINCCTOAIIUMHA NI
MCKBCIOMCTBCHHBIMU OpTraHaMi, OpraHru3allusaMU, B KOMIICTCHIIUIO KOTOPBIX BXOJAUT
peUICHUEC BOIIPOCOB, U3JIOKCHHBIX B YTBCPIKIACMBIX NJOKYMCHTAX.

HOJ'IO)KCHI/ISI, paBHJia, MNOPAAKU, JOJZKHOCTHBIC MHCTPYKIIMU, MHCTPYKIIUH, PACTINCAHUA
3aHATHHI YPOKOB, BHeyquHOﬁ ACATCIBHOCTHU, JOIIOJIHUTCIIBHOTO 06p8.30BaHI/I$I " ap.



MOJUIEKAT YTBEPKACHUIO AUPEKTOPOM IIKOJIBI M IPUOOPETAIOT IOPUIHUECKYIO CHITY TOJIBKO C
MOMEHTA UX YTBEPKICHUS.

I'pud yrBepx)aeHUS MOMEIIASTCs B IPAaBOM BEPXHEM YTITy IIEPBOTO JIMCTA TOKYMEHTA,
coctourt u3 cioBa Y TBEPXKJIAIO (6€3 kaBbIuek), MOJTHOTO HAUMEHOBAHUS JODKHOCTH JIUIIA,
YTBEPIKIAFOIIETO JTOKYMEHT, €r0 JIMYHOU TOJIITUCH, €€ paciu(pOBKH (MHUITUAIOB, (haMUJIAN)
Y JIaThl YTBEPKICHHUS.
Hamnpuwmep:
VYTBEPXAIO
Hupexrop MOKY COII
11.OKTAOpbCKUiA
nonmucs U.0O.MBanoB

15.10.2022

Jlomyckaetcst B pexkBu3ute «I pud yTBep>KIeHU TOKYMEHTa) IEHTPUPOBATH AIEMEHTHI
OTHOCHTEIIHO CaMOM JUIMHHOM CTPOKH.

Hanpuwmep:
YTBEPXIAIO
Hupextop MOKY COIII

1. OKTS0pbCKHit

noamnucs M.0O.MBanoB

15.10.2022

HpI/I YTBCPKACHUHN JOKYMCHTA HCCKOJIbKUMHA JOJDKHOCTHBIMU JIMITaMHU UX IMOAIIUCHU
pacnoJyiararoT Ha OAHOM YpPOBHC.

[Ipu yTBepKaeHUH TOKYMEHTA TOCTAHOBJICHUEM, PELICHUEM, PUKA30M, IIPOTOKOJIOM Tpud
yTBepxkaeHus coctout u3 cinoBa YTBEPX/IEH (-A, -O, -bl), naumeHoBanus

YTBCPIKKAAOMICTO NJOKYMCHTA B TBOPUTCIIBHOM IMAZICKE, €0 JaThl, HOMEpA.

Hamnpumep:

YTBEPX/EH



HpOTOKOHOM METOJHUYCCKOI'O COBETA

15.06.2018 Ne 32

HIJIN

YTBEPXIEHO
npukazom KOI'OBY CII ¢ YUOII nrt FOpss

15.06.2018 Ne 32

Cnosa YTBEPXIEHO u YTBEPXK/IEH B nmpunoxkeHusx coriaacyroTcst B pOJie U YHCIIE ¢
BHJIOM YTBEpPKJIaeMOro JokymeHTa: nonoxenue — Y TBEPXX/IEHO, nmporpamma —
YTBEPXJIEHA.

BrocuTth kakue-m6o u3MeHeHUs U T0OABJICHHS B TIONMUCAHHBIC (YTBEPIKICHHBIC)
JTOKYMEHTBI 0€3 pa3pelieHus JuIa, MO IMHACaBIIEeTO TOKYMEHT, HE TOMyCKAeTCsl.

OTBETCTBEHHOCTH 32 KQUeCTBO MOATOTOBKN JOKYMCHTOB U TOCTOBECPHOCTH COACPKAIINXCA B
HHUX JaHHBIX BO3JIaracTcCs Ha JIMIA, IIOArOTOBHUBIINE, 3aBU3UPOBABIINE U OO CABIINEC
JOKYMCHTBI.

3aroJioBOK K TEKCTY

3aroioBOK K TEKCTY BKIIIOYAET B ce0sl KpaTKOe CoJiep:KaHue JOKYMEHTa, €r0 OCHOBHYIO
CMBICJIOBYIO Harpy3Ky. 3arojioBok gpopmynupyercs ¢ npemiorom «O» («O6») 1 oTBeyaer Ha
BOIIPOC «O 4eM?»:

e mpwuka3s (0 4eM?) 0 CO3/IaHUM aATTECTAIMOHHONW KOMUCCHH,
e mpwuka3s (0 ueM?) 00 yTBEpKJICHUH ITATHOTO PaCIIACaHMUSI,
e HCHMO (0 ueM?) O IPEAOCTABICHUH HH(POPMALIHH.

3aroJIoBOK COCTaBJISIET UCIIOJIHUTENb IOKYMEHTA. 3arojioBOK K TEKCTY o(opmiisercs mo
pPEKBU3UTAMU OJIaHKA CIIEBa, OT TPAHUIIBI JIEBOTO MOJIsA. Eciu TEKCT ToOKyMeHTa He
MIPEBBIIIACT YETHIPEX-TISITU CTPOK MK opopMIieH Ha OiaHke ¢opmaTta AS, 3aroJI0BOK MOKHO
HE yKa3bIBaTh.

3aros0BOK JOKYMEHTA 3alIMCBIBAETCS IIPHU €r0 PETUCTPALIUU B COOTBETCTBYIOIINE
perucTpanoHHble GOPMBI: KapTOUKy, 6a3y TaHHBIX.

Tekct JOKYMCHTa
Tekct AOKYMCHTA COCTABJISICTCA HA PYCCKOM A3bIKC KaK roCyaIapCTBCHHOM A3bIKE

Poccuiickoit (I)C,HepaI_II/II/I. Tekct JAOKYMCHTA HU3JIaracTcs pyCCKUM JIMTCPATYPHBIM A3BIKOM C
Y4€TOM 0COOCHHOCTEH O(bI/II_[I/IaJIBHO-I[CJIOBOFO CTWJIA, BUJda JOKYMCHTA U €TO HA3HAYCHUS B



yIpaBlieH4YecKoil nesitenbHocTH. Coepykanne TOKyMEHTa JI0JDKHO OBITh U3JI0KEHO KPaTKo,
JIOTUYHO, TOYHO U SICHO.

TexcTbl JOKYMEHTOB U3J1araroTcs:

oT 1-ro nuia eTMHCTBEHHOT'O YKCIIa B IOKyMEHTaXx (IpUKas3, pacnopsbKeHue U T. 1.)
mupekropa Ilkouiel, efcTBYIONIET0 HA MPUHIUIAX €IMHOHAYAJIMS, a TAKXKE JOKYMEHTAX,
a/IpeCOBaHHbBIX PYKOBOJICTBY OpraHU3ally: IPUKA3bIBAIO0... IOJTOTOBUTH U MIPEICTABUTh HA
paccMOTpPEHHE; MPOILLY PACCMOTPETh

BOMPOC 00 YCTAaHOBJICHUH JILTOTHBIX Tapu(QoOB...;

3'FO JIMI1a CIMHCTBECHHOT'O YHUCJIa B I[OKYMGHTaX KOJUJICTHAJIBHBIX OpFaHOBI KOMUCCHUA
pemnna...; [llkona He cuuTaer BO3MOKHBIM. .. ;

1-ro JIMa MHOKCCTBCHHOTO YK CJIa B COBMECTHBIX JOKYMCHTAX: MPOCUM MMPEACTABUTH
AAHHBIC O...; MPEACTABJISICM Ha paCCMOTPCHUC U YTBEPIKACHUE...

3-T0 JIMIIa MHOKECTBEHHOTO YHCIIa B MPOTOKOJIAX: CITYIIAIH, BEICTYITHIIH, TTOCTAaHOBHIIH,
PEIINIIH.

B nmoxymMmeHTax, ycTaHaBIMBAIOLIUX [TpaBa U 00513aHHOCTH OPraHU3aIMH, €€ CTPYKTYPHBIX
MoJIpa3/ieieHuH (MOJIOKEHHEe, MHCTPYKITHS ), 8 TAKXKE COIEPKAIINX OMICAaHUE, OIICHKY
(hakTOB MM BBIBOJIBI (AKT, CIIPaBKa), UCTIOJB3yeTCs (hopMa M3JI0KEHUS TEKCTa OT TPETHETO
JIMIIa AMHCTBEHHOTO MJIM MHOYKECTBEHHOTO YHCIia («OTAEN OCYIIECTBIISET PYHKIHIY, «B
cocTaB OOBEAMHEHUS BXOSTY, «KOMHUCCHS YCTAaHOBHIIAY).

B texcre AOKYMCHTA, IIOATOTOBJICHHOI'O HAa OCHOBAHHWHN 3aKOHOJATCIIbHBIX, MHBIX
HOPMAaTHUBHBIX IIPABOBBIX AKTOB, U3JAaHHBIX OpraHaMi BJIaCTH U yIIpaBJICHUA, JOKYMCHTOB,
PpaHEC U3JaHHBIX OPraHoOM BJIACTH — aBTOPOM JOKYMCHTA, YKAa3bIBA€TCSA HAMMCHOBAHUE B 1A
AOKYMCHTA, HAUMCHOBAHHE OpraHa, U31aBIICro JOKYMECHT, JaTa IIPHUHATHUA UIIN YTBCPKIACHUA
JOKYMCHTA, €ro pCFI/ICTpaHI/IOHHHﬁ HOMEP, a TaKXKE 3arojIOBOK K TCKCTY HJIM HANMCHOBAHUC
BHJa JOKYMECHTA, HAIIPUMCEP:

«B cootBercTBUU ¢ octaHoBieHueM [IpaButenbcrBa oT 13.08.1997 Ne 1009 «O06
yTBepxaAeHuu [IpaBui moAroTOBKM HOPMATUBHBIX MTPABOBBIX aKTOB (pe/lepaTbHBIX OPraHOB
WCIIOJIHUTENBHOM BJIACTU U X TOCYIAPCTBEHHON PETUCTpALIUN;

«B cootBetrcTBUM ¢ [TonokeHnEM O TOCTOSTHHO JEWCTBYIONIECH SKCIIEPTHON

KOMHUCCHUU YUPEXKICHHUS, OpraHU3aliH, IPEeANPHUITHS, YTBEPKACHHBIM Mpuka3zoM Pocapxuba

o1 19.01.1995 Ne 2...».

Ecnu tekct COACPIKUT HECKOJIBKO nopyquI/nTI, peHleHHfI, BBIBOJOB, B TCKCTC BBIIACIIAIOTCS
pasaciibl, TOApPAa3aACIIbl, ITYHKTHI, IIOAITYHKTHI.

B tekct AOKYMCHTA MOT'YT BKJIFOYATbCA Q)paFMeHTLI, O(I)OpMJ'ICHHHC B BUJC Ta6J'II/II_U>I HNJIn
AHKCTHEI.

CTpaHuIlbl TEKCTa HyMEPYIOTCS apaOCKUMH LU(paMU MOCEPEIMHE BEPXHETO MOJIS.

B nucemax HCIIOJIB3YIOT CIICAYIOIIUC (I)OpMBI N3JI0KCHHA:



e OT [IEPBOTO JIUIa MHOKECTBEHHOT'O YHCa («IIPOCUM HAIPAaBUThY, «HAIIPABJISIEM HA
paccMOTpEHUED);

e TIEPBOTO JIMIIA €ANHCTBEHHOTO YHCIA («CYUTAIO0 HEOOXOIUMBIMY, «IIPOILY
BBIJICIIUTHY);

e TpeThero juna eauHcTBeHHOTO uKcia («OO He Bo3paxaeT», «OO cuurtaer
BO3MOYHBIM»).

OTMmeTKa O IPUIIOKEHNUU

Ecmu AOKYMCHT UMECT MMPHUJIOKCHUS, HA3BAHHBIC B TCKCTC, TO OTMETKA O HUX O(l)OpMJ'IﬂGTCSI
o cienyrorieit hopme:

[Mpunoxenne: Ha 10 1. B 3 2K3.

Ecau IMPUJIOKCHUSA B TEKCTC HC HAa3BAHBI, TO HCO6XOILI/IMO NEPCUUCIIUTL UX HA3BAHUS,
KOJMYCCTBO JIMCTOB U 3K3EMILJIAPOB KAXXKA0TO.

[Tpy HaTMYKUKM HECKOJBKUX MPHIIOKEHU OHU HYMEPYIOTCS:

[Mpunoxenns: 1. [lItatHoe pactiucanue... Ha 4 1. B 3 9K3.

2. CmeTa pacxo/ioB... Ha 4 1. B 3 9K3.

Ecnu npunosxenus cOpoiopoBaHbl, KOJINYECTBO JIUCTOB HE YKA3bIBACTCS.

Ecnu x noxkyMeHTy mpuiiaraetrcs Ipyroi JOKyMEHT, TaKKe UMEIOUIUM MPHII0KEHHE, OTMETKY
0 HaJMYUU NPUIIOKEHUS 0(POPMIIAIOT CIEAYIOIIUM 00pazoM:

[Tpunoxenune: mucbmo Pocapxupa ot 05.06.2003 Ne 02-6/172 u npunokeHue K HEeMy, BCETO
Ha 3 I

Ecim npuioskenueM siBisieTcst 000COOICHHBIN AIEKTPOHHBIN HOCHTENb (KOMITAKT-TUCK, Usb-
GIen-HaKONMUTENb U JIP.), OTMETKY O HAIMYMU TPUIOKEHUS 0(OPMIISIOT CIICIYIOIINM
o0pazom:

[Tpunoxenue: CD B 1 3k3.

HpI/I 3TOM Ha BKJIaABIIIC (KOHBepTe), B KOTOpHﬁ MIOMCIACTCA HOCUTCIIb, YKA3BIBAIOTCSI
HauMCHOBAaHUA JOKYMCHTOB, 3allMCAHHBIX HA HOCUTCIIb, UMCHA (1)a17m0B.

HpI/IJ'IO)KeHI/IH JOJDKHBI Oq)OpMJ'I}ITBCSI Ha CTaHAAPTHBIX JIMCTAaX U UMCTH BCC HCO6XOI[I/IMBIG
UL JOKYMCEHTOB PCKBHU3UTHI (HaI/IMCHOBaHI/Ie, 3aroJIOBOK, IMOAIMHNCHU pYI(OBO,HI/ITeJIeﬁ
HO,Z[pEBI[CJ'ICHHﬁ, OTBCTCTBCHHBIX 34 UX COJACPIKAHUC, OTMCTKY O COTJIaCOBAHHU U T. I[.).

Ha MMPUIIOKCHUU K pACNIOPAIUTCIBHOMY JOKYMCHTY B IIPABOM BCPXHCM YTy CTABUTCA
OTMCTKA C YKA3aHUCM Ha3BaHUA PACTIOPAAUTCIIBHOI'O JOKYMCHTA, €ro JaThl U
PErUCTpallMOHHOTO HOMEpPA.



Hamnpumep:

[Mpunoxenne Ne 2
k npukazy MOKY COI n.Oxrsa06pbckuii
ot 15.102022 Ne 11

HaumeHoBaHMe Buaa JOKYMEHTa — IPUIIOKEHHUS (IIEPBOE CIOBO 3ar0JIOBKa
MIPUJIOKEHHUS) BBIIEISIETCS IPONMCHBIMU OyKBaMU, MOITY>KUPHBIM LIPUPTOM
(ITOJIOKEHMUE, ITEPEYEHD, CITMCOK u T. 1.).

Honyckaercs Beipaxxenue «[IPUJIOXKEHUE Ney» neuatats nponucHeIME OyKBaMu, a TaKkKe
LIEHTPUPOBATh 3TO BBIPAKEHNE, HAMMEHOBAHHE JIOKYMEHTA, €r0 JaTy U PEruCTPAllMOHHBIN
HOMEpP OTHOCUTEIBHO CAMOM JUITMHHOW CTPOKHU.

Hampuwmep:

I[MPUJIOXKEHUE Ne 2
k npukazy MOKY COII n.OxTsa0pbckuii
ot 15.102022 Ne 112

I'pud cornacoBaHusi JOKyMEHTa
Bremrnee cormacoBanue 0(hopmMIisieTCs COOTBETCTBYIOIIUM TpU(OM.
I'pud cornacoanus cocrout u3 cimora COI'JTACOBAHO (6e3 kaBbIueK), T0JKHOCTH JIHIIA,

KOTOPBIM COIIaCOBaH JOKYMECHT (BKJ’IIOLIaH HaMMCHOBAaHHUEC OpraHI/I3aI_[PIPI), €ro
CO6CTB€HHOpy‘IHOI>i IHoAIINCH, MHUIIMAJIOB, (baMI/IJ'II/II/I, JaTbl COTJIaCOBaHU.

Hanpuwmep:

COI''TACOBAHO

Munuctp obpazoBanus KupoBckoii obmactu
NOJMNNCH O.H.PriceIBa
11.10.2022

Ecnu cornacoBanue MpoBOJUTCS ¢ KOJUIETHAIBLHBIM OPraHOM HJIM OCPEACTBOM IHMCHbMA, TO
rpu¢ coryiacoBaHus 0(hopMIISIETCS CIeIyIOIUM 00pa3oM:

Hampumep:



COI''TACOBAHO

[Tenaroruueckum coBetoM Kk npuxkazy MOKY
COHI m.OkTsa0pbcKuit

(mpotokoi oT 29.10.2022 Ne 1)

I'pudsl coracoBanusi MOTYT PacIoiaratbCsi Ha OTACTBLHOM JINCTE COTJIACOBAHUS, €CIIU
coJiep’KaHue JOKYMEHTa 3aTparuBaeT HHTEPEChl HECKOJIbKUX opranu3auuii. Ha nokymenTe
JieNlaeTcsi OTMETKA «JIMCT corimacoBaHus MPUIIATaeTCs.

BHemnee coriiacoBaHue B 3aBUCUMOCTH OT COJIEp>KaHUs JOKYMEHTa OCYLIECTBIISIETCS B
CHEAYIOUIENH 0YEPETHOCTH:

CO CTOPOHHHUMM OpraHu3alusaAMH, KOrga OHU BbICTYIIAIOT 00s13aTenpHOM CTOpOHOfI B
MMPaBOOTHOIICHUAX, BOSHUKAIOMIUX BCJICACTBHUEC U3JaHHUA JOKYMCHTA, UJIM KOT'Ia
CoJIep’KaHue JOKYMEHTA 3aTparuBacT MX HHTEPECHI;

O6HIGCTBGHHI)IMI/I opranu3anusaMu — B CIIydasx HeO6XO,ZII/IMOCTI/I HJIK B ClIy4dasix,
NpEeaAYCMOTPCHHBIX MOJOXCHUAMU 00 3THX OpraHru3alusax;

opraHaMiu, OCymICCTBIAIOIIUMU FOCYJIapCTBeHHBIﬁ Ha)IBe)IOMCTBeHHBII\/'I KOHTPOJIb
(Ham30p) B ompeieIeHHOM 001acTH (IKOJOTHUECKHMA, TTOXKAPHBIN U T. 11.);
BBIMICCTOAIIMMHA OpraHru3allusaAMU — B ClIydasiX, KOorjga 3aKOHOAaTCJIbCTBOM
MPeyCMaTPUBAETCS BO3ZMOYKHOCTh COBEPIICHHUS YITPABICHYCCKUX ACUCTBUI
TOJILKO C Pa3peIICHUs 3TUX OPraHU3aII.

Bu3a cornacosanus JOKYMCHTA
Bus3sr cornacoBanus JOKYMCHTA — PEKBU3HUT JOKYMCHTA, YKaBBIBaIOHII/Iﬁ Ha corjiacuec ujin
HECoriaCcuc JOJDKHOCTHOTI'O JIMIIa IIkoms! ¢ COACPIKAHNEM IIPOCKTA TOKYMCHTA (L[anee —

BH3a).

Bu3za BKIItO9aeT J0JDKHOCTB JIMIIA, BU3UPYIOIIETO JIOKYMEHT, MOAMUCH, Pacuin(poBKy
MOUCH (MHUITHANBI, (PaMUJIUIO) U ATy BUSUPOBAHHMS.

Hampumep:
3aMecTuTeNb TUPEKTOpa M0 BOCIIUTATEIBHON paboTe

JInunas nmoammch N.N. NBanoBa

10.10.2022

O(I)OpMJ'ICHHaSI TaKHUM 06p8.30M BH3a O3HAYACT COorjiaCuc OOJIXKHOCTHOTO JIkIia C
COJACPKaHUEM JOKYMCHTA.

[Tpu Hanuuuu 3amMedaHuil Mo JOKYMEHTY BU3Y 0(OPMIISIOT CIEAYIOMIHUM 00pa3oM:

3aMmeuaHus IpUIarar0TCAd

3aMecTuTeIb AUPCKTOPA 1O BOCIIMTATEIbHOM pa60Te



JInunasa nmoamnuch N.N. NsanoBa

10.10.2022

I[OKYMGHT BU3HPYCTCA UCIIOJIHUTECIICEM U 3aMHTCPCCOBAHHBIMU B JIOKYMCHTEC JOJIZKHOCTHBIMU
JMgaMu, JUPCKTOPOM IIKOJIBIL.

3aMmeuaHus JOJDKHBI OBITH MMpeaACTaBJICHLI HA OTACIIBHOM JIUCTE, KOTOpBIfI IO AU CBHIBAKOT,
AQTUPYIOT U IMpUJIararoT K J0KyMCHTY.

Ha noxymenTe, moJiMHHUK KOTOPOTro octaercs B [1IkoJie, BU3bI MPOCTABIISIIOT B HIXKHEN
4acTH 000POTHOM CTOPOHBI MOCIIEIHETO JINCTA MOJIMHHUKA JOKYMEHTA.

Ha AOKYMCHTC, IOAJIMHHUK KOTOPOTO OTHPABIAIOT U3 OpraHU3allvu, BU3GI ITIPOCTABJIAIOT B
HIDKHEH 9acTH JIPII.[GBOI)’I CTOPOHBI BTOPOI'0 3K3EMILIAPA OTHPABIACMOTIO JOKYMCHTA.

Bo3moxHO odopmiieHne BU3 JOKyMEHTa Ha OTAEIbHOM JIMCTe corjlacoBaHus. Jlomyckaercs
MOJIMCTHOE BU3UPOBAHUE IOKYMEHTA U €T0 MPUJIOKEHHUS.

Ecmm B mponecce BU3UPOBAHUS B ITPOCKT JOKYMCHTA BHOCATCA CYHICCTBEHHBIC U3MCHCHUS,
OH MOJJICKUT MOBTOPHOMY BU3HpoBaHUI0. [loBTOpHOE BU3MpOBaHUE HE TpeOyeTcs, ecliu Ipu
N0paboTKe B MPOEKT JOKYMEHTAa BHECEHBI YTOUHEHHUS, HE MEHSIOIINE €r0 CYTH.

Tloamuce

JlokyMeHTbl, HanpaBisieMmble [1IK0JION B BBINIECTOSIINE OpraHbl yIIPaBICHUA,
MOAMUCKHIBAIOTCS AUpeKTOpoM [1IkoIibI, ero 3aMecTuTeNeM Mo MOPYUYEHHUI0 JTUPEKTOpa
k0Bl O COOTBETCTBYIOIIUM HAIPABJICHUSM.

B cocraB pexBusuta «Iloanuce» BXOAAT: HAUMEHOBAHHUE JOJHKHOCTH JIMIA, TOAMKUCABILIETO
JOKYMEHT (TIO0JIHOE, C YKa3aHWEM Ha3BaHMs OpraHU3alUu, €CIIU JOKyMEHT 0(OpMIIeH HE Ha
OJaHKe, ¥ COKpAIlIeHHOE — Ha JOKyMeHTe, 0()OPMIICHHOM Ha OJIaHKe); TMYHas MOJIUCH;

pactudpoBKa MOAMUCH (MHUITUATBI, (DaMUIIHS).

Hampumep:

3aMecTuTeNb JAUPCKTOpa JIN4Hasi 1o AIuchb .M. UBaHoBa
10 BOCITUTATEILHOU pa60Te

B AOKYMCHTAX, MOATOTOBJIICHHBIX KOMI/ICCI/IeI\/'I, YKa3bIBAKOTCA HE JOJDKHOCTH NOAINNCABIINX
JIMII, 4 UX 0053aHHOCTH B COCTaBE KOMHUCCHH.

Hamnpumep:

npeaceaareiyip KOMUCCHU JJU4YHas noanuchb N.0. Gamunms



qJIeHbl KOMUCCHUU JINYHAas II0IIIHUCH N.0. ®amunus

mmuHag noanuce M.O. @amunus

[Ipu noanucannyu 1OKyMEHTa HECKOJIBKIUMU JOHKHOCTHBIMU JIMIIAMU UX TTOITHUCH
pacrnoJjiaratoT oJHy 1oJ Apyrou B MOCJIE€0BATEIbHOCTH, COOTBETCTBYIOIIEH 3aHUMaeMOn
JOJIKHOCTH.

Hamnpuwmep:

Jupexrop anyHasg noanuck  UM.O. @amunus

3amectutens AupekTopa  auyHas noanuch  M.O. Gamunus

HpI/I moANMMCaHUN JOKYMEHTA HECKOJIbKMMHU JIMIIAMU paBHBIX )IOH}KHOCTeﬁ, X IIOANIUCH
pacmoJjararoT Ha OATHOM YpPOBHE.

Hampuwmep:

3aMecTUTENb JUPEKTOPA IO 3aMecTUTENb AUPEKTOPA O
aMUHUCTPATUBHO-XO35IMCTBEHHOW  y4eOHO-BOCIUTATEIBHOM padboTe
pabote

JIAYHAasg N.0. ®amnmns nmuugag noanuck  M.0O. Gamunusa
MO JITUCE

Ecou JOJIDKHOCTHOC JIMIO, IMOAIMKMCh KOTOPOT'O 3aroToOBJICHA HA IIPOCKTE JOKYMCHTA,
OTCYTCTBYECT, TO JOKYMCHT JOJDKCH IIOANNCBIBATHCA JIUIOM, UCIIOJIHAIOIINUM €T0
065[3aHHOCTI/I, WM €T0 3aMECTUTCIIEM.

He AOITYCKACTC IMOANMUCAHUC JOKYMCHTOB C ITPCAJIOIOM «3a» HUJIN IPOCTABJICHUC KOCOH
YCPThI IEPC] HAMMCHOBAHHUECM J1OJIZKHOCTH.

OTMeTKa 00 3JIeKTPOHHOM MOANMHUCH

OtmeTKa 00 PIEKTPOHHOM MOANUCH BKItoYaeT: (pa3y «loKyMEeHT MOANKUCaH SIeKTPOHHOU
MOAMKCHIO», HOMEpP cepTH(HUKaTa KITI0Ya HIEKTPOHHOU MOANUCH, (PaMILIUIO, UMS, OTYECTBO
BIIaJIeTbIa cepTUdUKATa U CPOK ACUCTBUS cepTU(UKATa KITF0UYa SJIEKTPOHHOM MOIMHCH.

Hampumep:

JIOKYMEHT MOJITUCAH
JIEKTPOHHOM MOAIMUCKIO



Ceprucdukar 1all1aaa0000000011
Bnapnenen lBanoBa AnHa IleTpoBHa
NeiictBurenen ¢ 01.12.2021 mo 01.12.2022

OTmeTka 00 ANIEKTPOHHOM MOAMMCH JOIDKHA COOTBETCTBOBATH MECTY pa3MeEIICHUS
COOCTBEHHOPYYHOH MOMKCH B aHATOTUYHOM JIOKYMEHTE Ha OyMa)>KHOM HOCHTEJIE.
DneMEeHTbl OTMETKU JOJKHBI ObITh BUAMMBIMU U YUUTAEMBIMU U HE JJOJDKHBI IEPEKPBIBATD
AJIEMEHTHI TEKCTa JOKYMEHTA U Ipyrie OTMETKH 00 JIEKTPOHHON NOANUCH (IIPU HAJIUYUN).

IleuaTs

OTTHCK TIeYaT 3aBepsieT MOJIMHHOCTD MOANKCH JO0JDKHOCTHOTO JIMIA Ha TIOKYMEHTaX,
JOCTOBEPSIIOIIMX IpaBa Jull, GUKCUPYIOIIUX (PAKTHI, CBSI3aHHbIE C PUHAHCOBBIMU
CpEICTBaMHU, a TAK)K€ Ha UHBIX JJOKYMEHTaX, pelyCMaTpUBAIOIINX 3aBEPEHUE O UIMHHOMN

roanucy. JJokyMeHThI 3aBepsAroT nevarbro [IKobl.

Ileuats IMPOCTABJIACTCS Ha CBO60}1HOM OT TEKCTa MCCTEC, HE 3aXBaThIBasi JIMIHOM noAnucCHu
JOJIDKHOCTHOT O JIMIIA.

OTMeTKa 00 HCIIOJTHUTEIE

OtMmeTka 00 UCTIOJIHUTEIIE BKIIFOYAET B ce0s1 (pamMiIIiio, UMsi, OTYECTBO UCTIOJTHUTEIIS
JOKyMEHTa, HOMEp ero TenedoHa.

OTMeTKy 00 MCTIOJTHUTEINE PacIioaraloT Ha JIUIIEBON UM 000POTHOM CTOPOHE MOCIIEIHETO
JIUCTA IOKYMEHTA B JIEBOM HUKHEM YTITy.

Hanpuwmep:

Banosa Muna MIsanosHa

8 (83366) 2-13-42

OTMmeTKa 0 3aBepeHHN KONMH

Komum ¢ JAOKYMCHTOB BbLJAIOTCA C pa3pCHICHUSA pYKOBO,Z[HTeHeﬁ CTPYKTYPHBIX
HO,[[pEBI[CJ'ICHHﬁ " TOJIBKO C TC€X NOKYMCHTOB, KOTOPbIC ObLIH n3aansl B Ilkone u KOTOPBIC
KacaroTcsa CJ'Iy>K€6HOI>i ACATCIIbBHOCTU JAHHOT'O CTPYKTYPHOI'O IMOAPA3ACIICHU.

HpI/I BbLJA4YC KOMIMU JOKYMCHT BOCIIPONU3BOAUTCA IMOJIHOCTBIO (6J'IaHI( LHKOJ'IBI, HOMEp, Jarta,
COJACPpIKaHUC U T. I[.).

B IIpaBOM BCPXHEM YTJIY KOIINU IMUIICTCA CIIOBO «Komusy. HpI/I BbIJA4€ KOIIMHN C KOIINH
CJICOAYCT NHUCATh «Komus ¢ xormumy.



Ecnu xonus i BHYTPEHHETO II0JIB30BAHUS, TO UL 3aBEPEHUS HUKE PEKBU3UTA
«[Ioanuee» IpOCTABIISIIOT 3aBEPUTEIIBHYIO HAIIUCh: «BepHO»; TOJKHOCTD JIULIa,
3aBEPSIOIIETO KOMHIO; THYHYIO TOIMHIChH; PAaCIIM(PPOBKY HONUCH (MHALIUAIIBL, (PaMHITHIO);
JaTy 3aBEPECHHUS.

Hamnpuwmep:
Bepro
Cekpertapb

JInyHasa moamnuce B.B. lIBanoBa

10.10.2022

Ecnu xonus BbIIaeTcst A1 NpeICTaBICHUS B APYTYI0 OPraHU3aIlio, TO OTMETKA O
3aBEPEHUHN KOTIMH JIOTIOTHICTCS HAIMICHIO O MECTE XpaHEHUs JJOKYMEHTa, ¢ KOTOPOTro ObLiia
H3TOTOBJICHA KOIIKWA, U 3aBEPACTCA IMCHYATHIO OPraHru3alnm.

Hampuwmep:

[ToanuHHNK AOKYMEHTa HaXOUTCs B K

npukazy MOKY COUI n.OkTts16pbckuit

B nemne Ne 12-x 322013 ron.

,HJ'I?I IPOCTABJICHHUA OTMETKHU O 3aBEPCHUHN KOIIMU MOXKET UCIIOJIB30BATHCA IITAMII.

OTMeTKa 0 MOCTYIJIEHUH JOKYMEHTA
CopnepkuT 1aTy NOCTYILICHUS! JOKYMEHTA, a TAKXKE €r0 BXOAAIIUN peruCTPAlMOHHBIN HOMED.
[Ipu HEOOXOAMMOCTH B OTMETKE MOKHO yKa3aTh BpeMsl MOCTYIUJICHHS B 4acaX U MUHYTax U

croco0 JAOCTaBKH JOKYMCHTA.

OTMeTKy O IMNOCTYIJICHUU NOKYMCHTA B ]_HKOJ'Iy MMPpOCTAaBJIAKOT B BUAC IITaMIla UJIK OT PYKHU B
HIDKHEN 4acTu HHHCBOﬁ CTOPOHBI IEPBOTO JIMCTA JOKYMCHTA UJIKM HA €0 060p0Te.

Hampumep:

k mpukazy MOKY COLI n.Oxtsa0pbckuit
11.10.2018 Ne 23

13 4 40 Mmuu

Pe3ouronus



B coctaB pe3omronuu 10MHKHBI BXOIUTH CIEAYIONIUE JIEMEHTHI: (paMUins, UHUIHAIIBI
UCTIOJHUTENA (MCTIONIHUTENEH), conepikanue nopydeHus. [Ipy Heo6XoauMocTH — CpoK
UCIOJIHEHUS, TIOIUChH JIMLA, BBIHECUIETO PE30JIIOLMIO, 1aTa PE30IIOLHH.

Hamnpuwmep:
CmupnoBoii 1.0.
[Ipomry moaroroButs npoekT noroopa ¢ OO0 «lom mebenu» k 22.10.2022

JInynasa moamnuce

10.10.2022

HpI/I HaJIMYHU B PE30JTHOINHU HECKOJBKUX HCITOJTHUTENICH YKa3bIBa€TCA OTBETCTBEHHBII
HUCITOJIHUTCIIb (KaK IIpaBnJIo, 3TO JIUIO, HA3BAHHOC B PE30JIIOIIUHU HepBI)IM).

Ha JOKYMCHTAaXx, HE Tpe6yfonmx JOTIOJTHHUTCIBHBIX y1<a3aHI/II\/’I 10 UCIIOJIHEHHUIO 1 UMCIOIIUX
THUIIOBBIC CPOKHU HUCIIOJIHCHUS, B PE30JIIOINH YKA3bIBACTCA UCIIOJIHUTC]Ib, ITOAIINCh aBTOpa

pE30JIIOINH, JaTa.

Pesoumronus, kKak MpaBuiIo, MAMIETCS OT PYKH PYKOBOJMUTEICM Ha MO UTHHHHUKE JIOKyMEHTA
Ha CBOOOIHOM OT TEKCTa MECTE.

OTMeTKa 0 KOHTpOJIe

OTMmeTKa 0 KOHTpOJIe 0003HAYAET, YTO JOKYMEHT IMOCTaBJIeH Ha KOHTPOJb. OTMETKY O
KOHTpOJIE 32 UCIIOJIHEHUEM JIOKYMEHTa 0003Ha4aloT mraMinoM «KOHTpoIIb» Ha BEpXHEM
1oJie JOKyMEHTa.

KoHnTposto nosiexar Bce 3aperucTpupoBaHHbIe JOKYMEHTBI, TPEOYIOUTUE UCTIOTHEHHUS.
Cpoku UCTIOJHEHUS JOKYMEHTa YCTaHABJIMBAIOTCS B COOTBETCTBUH CO CPOKAMH,
0003HaYeHHBIMU 3aKOHOIATeNIbCTBOM, OpraHu3alliel, HalpaBUBIICH MOPy4YEeHUE WIH
pocb0y, PacopsIAUTENBHBIM JOKYMEHTOM WJIH PE30JIOIHNEH TUPEKTOpa IIKOJbI.

Cpoxk npocTaBiisercs B hopMe AaThl 3aBEPIICHUS HCTIOTHEHHUS.

OTMeTKAa 0 HANIPABJICHUH TOKYMEHTA B 1€J10

OtmeTka 00 UCTIOTHEHUH TOKYMEHTA M HAMPABJICHUH €ro B IeJI0 BKIIIOUAET B cebs
cienyomire gannele: ¢ppasy «B nenoy», HHIEKC Jena o HOMEHKIAType Ael, B KOTOpoe
MOMeEIIaeTcsl JOKYMEHT Ha XpaHEHHE, ¢ YKa3aHUEM ToJa, JOHKHOCTH U1, 0(hOPMHUBIIETO

OTMCTKY, IOATIMCH, JaThI.

Hamnpumep:



B neno Ne 01-18 3a 2018 .
3aMecTHTeNh TUPEKTOPa 0 BOCIUTATENBHOM padoTe

Jlnuuag nmoanuce 10.10.2018

OTMeTKa 0 HarpaBJIEHUU JOKYMEHTA B JIEJI0O MOXKET JOTOIHATHCA KPATKUMHU CBEJICHUSIMU
0 XapakTepe UCIIOIHEHUS TIOKYMEHTA.

Oco0eHHOCTH MOATOTOBKH M 0(hopMJIeHHS OT/IeJIbHBIX BUA0B 10KYMEHTOB
IIpuxa3s

[Ipuka3s — npaBOBOM aKT, U3/1aBAEMBbII TUPEKTOPOM IIKOJIBI JUISl PEIICHNS OCHOBHBIX U
OTepaTHBHBIX 3a1a4, crosmux nepena Llkonoit (mpunoxenne Ne 8).

Hpm(a?, MOJXKET OBITh HU3JaH JIUIIOM, UCITIOJTHAOIIUM 00s3aHHOCTH JUPEKTOPpa MIKOJIEI B
cJ1yda€ €ro OTCyTCTBHUA.

B npukazax no oCHOBHOH 1€ TEIBHOCTH PEIIAIOTCS BOMIPOCHI yUeOHOM, X0351IICTBEHHOM,
(buHAHCOBOH AESITENbHOCTH, IUIAHUPOBAHUS, OTYETHOCTH, YU€OHO-BOCTIUTATEIHLHOTO
nporecca, GU3NIECKOro pa3BUTH U T. II.

[Tpukassr opopmstores Ha 6manke [komnbl. [lepenada npuka3zos, ux Konui pabOTHUKAM
CTOPOHHUX OpraHU3alMN TOMYCKAETCS TOJBKO ¢ pa3pemieHus aupekropa [komsl. [TIpoekTol
MPUKA30B pa3padaThIBAIOTCS YIIOJTHOMOYEHHBIM JIMIIOM 10 TIOPYYEHHUIO PYKOBOJICTBA WIIU IO
cOoOCTBEHHOM MHUITMATHUBE.

[ToaroroBka npukasa BKIIIOYaeT B ce0sl M3yueHue CyLIeCTBa BOIpoca U cOOp HEOOXOAUMBIX
CBECHMUIA; MOATOTOBKY MPOEKTa IIPHKa3a; COrIacoOBaHUe MPOEKTa; MOANUCAHUE JUPEKTOPOM
[[Ix0B1, perucTpaluio.

[Ipukasel nevararorcs mpudrom Ne 12,

Howmepa cTpanull mpocTaBisitoTCs MOCEpeIUHE BEPXHETO MOJIs TUcTa. TeKCT mprkasa
(pacnopspkeHus1) eyaTaeTcs yepes OJMH MEXCTPOUHBII HHTepBal, 6e3 o0opoTa.

[Tpuka3 umeert creayronue pekBU3nuThl: HaumeHoBaHue LlIkomnel cormacHo ycTaBy;
HaumeHoBaHue Buna gokymenta (IIPUKA3), nata, Homep, MECTO cocTaBIeHUS, 3aT0JIOBOK K
TEKCTY, TeKCT, HAUMEHOBAHUE JOJHKHOCTH, MOANUCH JOHKHOCTHOTO JHIA (MHUIHAIIBI,
(dbamuHs), BU3BI COTJIACOBAHUS, 03HAKOMIICHHUS.

Jlaroii mpukasa (pacnopsbKeHus) ABiseTcs Jara ero noanucanus. Jlata opopmisercs
U(POBBIM CIIOCOOOM; HOMEP COCTOMT U3 3HaKa «Ne» U MOPSAAKOBOTO HOMepa MpHKa3a,
Hanpumep: ot 00.00.0000 Ne 000.

TekcT nprkasa (paciopsbKEHHsT) COCTOUT U3 IBYX B3aMMOCBSI3aHHBIX YacTe —
KOHCTaTUPYIOIIEH U PaciOpsAUTEIbHOM.



Texcr npukasa (pacnopsKeHuUs) JOKEH UMETh 3aroJIOBOK. 3aroJ0BOK HAYMHAETCS C
npemiora «O» («O6») u hopMupyercst Ipu HOMOIIH OTIIAroJIbHBIX CYIIECTBUTEIBHBIX
(marmpumep: «O0 yTBepKICHHUU...», «O perucTpamum...», «O CO3IaHHH...»).

3aroJIOBOK J0JIKEH KPaTKO U TOYHO OTPaXKaTh COAEPIKaHUE TEKCTa NPUKa3a (PaclopsKeHUs).
Touka B 3arosioBke He craBuTcs. [leyaraercs yepe3 ABa MEKCTPOUHBIX HHTEPBAJIA OT
pexBu3uTa. [leyaraercs cTpouHbIMU OyKBaMHU, BbIIEISIETCS JKUPHBIM HIPU(TOM.

B koHCTaTHpyromeil yacTu KpaTKo U3JIararoTcs ey U 3a/1a4i, (GaKThl U COOBITHS,
MIOCJTY’KUBILIME OCHOBAaHUEM JUIsl W3/1aHus npukaza. OHa MOKET HAUMHATBHCS CIIOBAaMU «B
LENSAX», «BO MCIIOJHEHNE» U Ap. Ecim mpukas u3naeTcs Ha OCHOBAHHUU JAPYroro JOKyMEHTa,
TO B KOHCTAaTUPYIOIIEW YaCTH YKa3bIBACTCSI HAMMEHOBAHUE ITOTO JIOKYMEHTA, HAMMEHOBAHHE
OpraHa, U3J1aBIIEro JOKyMEHT, /1aTa, PETUCTPALMOHHBIM HOMEP U 3ar0JIOBOK K TEKCTY.

KoHcraTupyromas yacTb MOXKET OTCYTCTBOBATh, €CJIM MPEANUCHIBAEMBbIE IEHCTBUS HE
HY)KJAIOTCS B pa3bsCHEHUU. TEKCT MPUKA30B B TAKUX CIIydasiX HAUMHAETCS CO CJIOBA
«[TPUKA3BIBAIO» (nmummercst nponucHbiMU OykBamu). [Ipu Hamuuuu qByX yacTeil mpukasa
pacrnopsauTeNnbHas 4YacTh OTAENSIETCS OT KOHCTaTUPYIOIIEH CII0BOM «IIpuKa3biBatoy. [locie
cnoBa «[IPUKA3BIBAIO» ctaButcs nBoeroune.

TGKCT paCHOpﬂﬂHTeHBHOﬁ JaCcTHu MOXKET ACJIUTHCA HA ITYHKTBI, B KOTOpI)IX YKaBI)IBaIOTCH
HUCIIOJIHUTEIIN, KOHerTHBIe HeﬁCTBHﬂ nu CpOKI/I NCIIOJITHCHUA Hpe}IHI/ICBIBaeMBIX }IeﬁCTBHﬁ.
Ecnu npuka3s qomoJTHSeT, OTMEHSET MIIM U3MEHSCT paHee U3JaHHbIC TTPUKA3bl HITH X
OTJICIbHBIC IIYHKTBI, 3TO OTOBAapHBaETCs B TeKcTe. [10CaeTHUM MTyHKTOM PacopsIUTEIbHON
YJacTH MPHUKA3a yKa3bIBACTCS JTOJDKHOCTHOE JIUI0, HAa KOTOPOE BO3JIaracTcsi KOHTPOJIb 3a
WCIIOJIHEHUEM MprKa3a B mejioM. Hanpumep: «KOHTpOJIb 32 HCIIOTHEHHEM TTPHUKa3a OCTaBJISIO
3a coOOoM».

HOI[HI/ICB OTACIACTCA OT TEKCTAa ABYMSA UWHTCPBaJIaMU, II€YaTaCTCA OT I'PaHUIBI JICBOTO ITOJIA.

PacmmdpoBka noamnucu nevyaraeTcs Ha ypoBHE MOCIEIHEH CTPOKU JOJLKHOCTH Y MPaBoit
rpaHuLbl TeKcTOBOrO mosis. [Ipoben Mexay uHunManamMu 1 Gpamuiiueil He qenaeTcs.

IMocnenuss OykBa B pacmuppoBKe MOAMKUCH OrPaHHYUBACTCS IpaBbIM mojieM (10 Mm).

[Tpu moanucanuu mpukasza (pacnopsKEHHs ) JIUIOM, 3aMEIIAINIUM JUPEKTOPA IIKOJIBI,
JOJKHA OBITh yKa3aHa ero (hakTuyeckasi JODKHOCTh U (paMuITus.

[Ipyu Hanu4YMK NPUIIOKEHUHN K TpUKa3y (PaclopsbKEHUI0) 003aTeNbHO JIeTaeTCsl CChIIKA Ha
HUX B TEKCTE.

[Tpukassl (paciopskeHHs) HyMepYyITCs OPsIKOBOI HyMepalueil B mpeenax
KaJieHAapHoro rojaa. OTaeabHO HyMEpYIOTCs TPUKa3bl 10 OCHOBHOM I€ATEIbHOCTH, 110
JMYHOMY COCTaBY pabOTHHMKOB, 10 JINYHOMY COCTaBY O0YYaIOLINXCS, 110 OTIIYyCKaM, O
KOMaH/IMPOBaHUH.

Ecnu npuka3 (pacniopsbkeHre) BBOJIUT B JCUCTBUE KaKHe-TH00 TOKYMEHTHI (MHCTPYKIIUHY,
rpaduKy, MpaBuiia, MOJIOKEHHs ), TO OHU O(OPMIISIOTCS B BUJIE MPHIIOKEHHS K TPUKa3y
(pacniopspkeHuio). B mpaBoM BepxHeM yrily TaKuX JOKYMEHTOB OT IISITOTO TOJIOKEHUS



TadyIaTOpa HEOOX0AUMO MHCATh cI0BO «[IpHitokeHne» ¢ ykazaHneM HauMEHOBAHHUS
pacropsIUTeILHOTO JOKYMEHTa, €ro JaThl, HoMepa (mpuioxenue Ne 9).

Hamnpumep:

[Ipunoxxenne

k npukazy MOKY COUI n.Oxtsa0peckuii
ot 11.07.2018 Ne 34

[MpuoXeHus: K MPOSKTaM MPUKA30B 0(POPMIISIOTCS Ha OTIETBHBIX JIUCTaX OymMaru
(mpunoxenue Ne 9).

Pasmepsl noneit 1 MEKCTPOUHBIE MHTEPBAIIBI IIPH [T€YaTaHUU TEKCTOB MPUIIOKEHUN
UJEHTUYHBI pa3Mepam, IPUMEHSIEMbIM MpH MeYyaTaHUH TEKCTOB IPUKA30B (pacrlopsbKeHui).

B npunoxxeHusIX noMenaroTcs MOJ0KEHUs, IEPEYHH, CIUCKHU, TpaduKu, TaOIHIIbI, 00pa3Iibl
JOKYMEHTOB U Jp.

Ecmu B TekcTe maeTcs cChlIKa «COTJIACHO TPUIIOKEHUIO» WiH (TiprutoskeHue Ne...), To Ha
MIEPBOM CTPAHHUIIE MPHIIOKEHHSI B TPABOM BEPXHEM YIITy MHIIETCs CI0BO «IIpuitoskeHue» u
€ro HoMep, HWXKe Yepe3 OJH MEKCTPOUYHBI HHTEPBAI JACTCS CCHUIKA Ha TMPHKA3
(pacmopsbkeHne) TMPEKTOpa IIKOJIbI, €T0 AaTy K HOMED.

Bce coctaBHbIe yacTu peKBU3MTA BRIPABHUBAIOTCA IO JIEBOMY Kparo, MeyaTaloTcs 4epe3 OJuH
MEXXCTPOUYHBIA UHTEpBa. [{JIMHA CTPOKHU HE JOJIKHA MPEBBIIATh 8 CM, OTPAHUYHUBAECTCS

IIpaBbIM IIOJIEM JOKYMCHTA. HpI/I HaJIMYHUHU HECKOJIBKHUX HpI/IHO}KeHI/Iﬁ OHH HYMCPYIOTCH.

Hanpuwmep:

[Tpunoxenne 1

k npukazy MOKY COII n.Oxtsa0psckuit
ot 11.07.2018 Ne 34

[Tpu nHanuuuu B Tekcte popmynupoBku «Y TBEPAMTby npunaraemoe nojgoxxeHue, COCTan
KOMMCCHH, TIEPEUYEHb MEPOIIPUATUH U T. JI. HA CAMOM IIPUJIOKEHHUH B IIPABOM BEPXHEM
yriy pacnionaratorcs cinosa «Y TBEPKIEHO» nmu « YTBEPXXIEH» co ccpiikoit Ha
IIpUKa3, €ero Aary, HoMep.

Hamnpumep:



YTBEPXIEHO

npukazom MOKY COLI n.OkTsa0pbckuit
ot 11.07.2018 Ne 34

3aroJIoBOK K TEKCTY MPHJIOKEHHS IeYaTaeTcsi HEHTPUPOBAHHBIM criocoboM. HanmenoBanme
BH/JIA IOKYMEHTA MIPUJIOKEHUS (IIEPBOE CIIOBO 3arojioBKa MPUIIOKEHUS [1€4aTaeTCs
nponucHbeIMEA OykBamu >kupHbIM mpudTom: [IOJIOXXKEHUE, IEPEUEHD, CITMCOK un

T. 1I.).

3aroI0BOK MPUJIOKEHUS OTAENSETCS OT IaThl U HOMEpPA MPUKa3a JByMs MEKCTPOUHBIMU
MHTEPBAIIAMHU.

[Ipu Hanu4MK B TEKCTE MPUITIOKEHUS HECKOJIBKUX Pa3/IeJIOB UX 3ar0JIOBKH M€4aTatoTCs
LIEHTPUPOBAHHBIM CIIOCOOOM (OTHOCUTENBHO TpaHUI] TeKcTa). Touka B KOHIIE 3ar0JIOBKOB HE
cTaBUTCs. JlomycKkaeTcs BBIIENATH 3ar0JIOBKHU pa3/ieioB HIPU(TOM APYroi HaChIEHHOCTH
(>KMpHBIM, TIOJTYKUPHBIM ).

TexkcT npunoxeHust MOXeT ObITh 0OpMIIEH B BUJE TaOIUIIBL. ['padbl U CTPOKHU TaOIUIIbI
JOJI’KHBI UMETh 3ar0JIOBKH, BEIPAKEHHbIE MMEHEM CYIIECTBUTEIBHBIM B UMEHUTEILHOM
nazaexe. [lonzaronoBku rpag 1 CTpOK rpaMMaTHYECKH JOJIKHBI ObITh COTINIACOBAHBI €
3arojoBkaMHu. TekcT TabnuIbl neyaTaeTcst 4epe3 OAUH MEXCTPOUHBIH HHTEPBAJL.

[Ipy HanM4IMK B TEKCTE MPHIIOKEHUH CCHIJIKA Ha CHOCKY OHa 0(hOPMIISIETCSI 3BE3I0UKOM.
TeKCT CHOCKM me4yaTaeTcs yepe3 OJMH MEKCTPOUHBIM MHTEPBA B KOHIIE KAKJA0W CTPAHULIbI
WJIM TIOCJIE MIPUIIOKEHUS B 1IeJIoM o1 uepToi. [locie cuMBoOjIa CHOCKH €€ TeKCT MevYaTaercs ¢
MPOIKUCHOM OyKBBI. B KOHIIE TeKCTa CHOCKU CTaBUTCS Touka. Ha oHO# cTpaHuIle He JOIKHO
ohopMIIATHCS O0Jiee TPEeX CHOCOK.

B nonoxenusx, nporpamMax, yctaBax ¥ JIpYrux MoJ00HBIX JOKYMEHTaX pa3JIelibl,
I0JIpa3/Ieibl, MyHKTHI U TIOITYHKTBI HyMepyroTcs apadckumu nudpamu. Homep noapasnena
JIOJDKEH COCTOSTh U3 HOMEpa paszesia U HoMepa Tojpasesa, pa3IeieHHbIX TOYKOH
(mampumep: 1.2.). Homep myHKTa MOXET COCTOSITh M3 HOMEpa pasjiena, mojapaszieia u
MyHKTA, pa3JelIeHHbIX Toukamu (Harpumep: 2.3.1.). [IyHKThI Ipr HEOOXOAUMOCTH MOTYT
MOJIPA3/ICNAThCS Ha MOIITYHKTBI, KOTOPBIE IOJDKHBI UMETh IOPSIKOBYIO HYMEPAIIHIO B
npenenax kaxzaoro mynkra (Hanpumep: 1.1.1.1.,1.1.1.2. u 1. 1.).

Bu3bl mpocTaBisitoTcst Ha 000POTHOM CTOPOHE MOCIIEAHETO JIMCTa MPOSKTa IPUKa3a
(pacnopspkeHus).

Ha npuosxeHusiX K IpoeKTaM MpUKa30B (pacnopsbKeHHi) BU3bI IPOCTABIISIOTCS MO
TEKCTOM IIPUJIOKEHUS.

IIporoxoa

B IMPOTOKOJIax (I[OKyMeHTaX, (I)I/IKCI/IPYIOH_II/IX xXon O6cy)K,Z[CHI/I}I BOIIPOCOB U IIPUHATHUA
peH.IeHHfI) IIOCTOAHHO I[eﬁCTBYIOHlHX KOJUICTHAJIBHBIX U COBCIIATCIIBHBIX OPraHOB



(Tmenarorn4eckoro, METOJMUECKOTO COBETOB , KOMUCCHIT), @ TakKe KOH(EpEHIHiA, COOpaHuid,
COBEIIaHUH, 3aCeJaHNUH, TIEPETOBOPOB, BCTPEY) UCHOJB3YeTCs (popMa U3I0KEHHUS TEKCTa OT
TpeThero nauna MmHoxxkecrseHHoro uncia (CJIIYIIAJIN, BBICTYIINIIN, PELLIJIN).

CopepxaHue BBICTYIUIEHUH H3JIaraeTcs OT TPETHETO JIMIA €IMHCTBEHHOTO YUCIIA.
IIpoToKOI UMEET ClIEeAYIOIMNE PEKBU3UTHI:

e HauMeHOBaHUE BuIa JokymMeHTa — cioBo «[[IPOTOKOJI» neyataercs Ha 2 ¢cM HIDKE
OT I'PAHHUIIBI BEPXHETO ITOJISI TPOIMUCHBIMHA OyYKBaMU, TIOTYKHUPHBIM IIPUPTOM U
BBIPABHUBAETCS TIO LICHTPY;

e BW/JI 3aCE/IaHMS, COBEIIAHUS — OTACISACTCS OT MPEIbIAYIIErO PEKBU3NUTA TBYMS
MEKCTPOUHBIMU WHTEPBAJIaMHU, IEUATACTCS MOTYKUPHBIM MIPUGTOM Yepe3 OJTuH
WHTEPBAJl U BEIPABHUBAETCSA 110 IIEHTPY;

e JaTa M HOMEP MPOTOKOJA — JlaTa odopmiiseTcs HUPPOBBIM CITOCOOOM U MeUaTaeTcs
Yyepe3 ABa MEKCTPOUHBIX HHTEpBaja HIDKE MPEBIIYIIET0 PEKBU3UTA OT JIEBOH
I'PaHULIbI TEKCTOBOTO MOJISI, @ HOMEP — MOCIIE CJIOBa «IIPOTOKOJI;

e MECTO IIPOBEICHHMS 3aceaHus yKa3bIBaeTCs Mpu 0OPMIICHHH MTPOTOKOJIA
COBEILlaHUs B TOM CJIy4ae, €CJIM OHO MPOUCXOIMII0 He B 3AaHuu Lkossl,
BBIPABHUBAETCS 1O LIEHTPY HA OJHOW JIMHUU C AATOW;

e TEKCT MPOTOKOJA, KaK MPAaBHJIO, COCTOUT U3 JIBYX YacCTEH: BBOJHON U OCHOBHOM.

BBoaHast 4acTh COCTaBIISIETCS IO CXEME:

[Ipencenarens — ®amunus U.O. pykoBoauTes.

Cexkperapp — @amunus 1.0.

[IpucyrcrBoBanu:

Crnosa «lIpencenarens» n «Cekperapp)» Ne4aTaroT CI€Ba OT HYJIEBOT'O MOJIOKEHUS
TabynsaTopa, OTAENsS AByMsl HHTEpBaJlaMU OT 3arojioBKa u Apyr ot apyra. C HOBOW CTpOKH
nuyt cinoBo «lIpucyrcTBoBanNY,

1 BapuaHT: pamMMINK U UHUIHAIIBI TOCTOSIHHBIX YWIEHOB KOJJIETHaIbHOTO OpraHa,
YYaCTHUKOB 3ace[jaHusi, paOOTHUKOB OPTaHU3alllY U TPUTJIAIICHHBIX Ha 3aceaHne
MePEeUUCIsIIoTcs B alipaBUTHOM Hopsiake 0e3 ykazaHnus nompkHocteil. [lepeuncnenne
MPHUCYTCTBYIOIMIUX O(OPMIISIOT BO BCIO IIMPUHY CTPOKU Yepe3 OJUH MEKCTPOUHBIM HHTEPBA
(mpuoxenue Ne 10).

[Tpu oopmieHNN MPOTOKOIIA C YUCIOM YYACTHUKOB Oosiee 15 paMunnu He mepeuucisrorcs,
a ykaspIBaeTcs 1uppoii ux o01ee KOINYeCTBO, CIIMCOK YYACTHUKOB B TAKUX CIyJasiX
MpUIaraeTcs.

Hampumep:

[TpucyrcTBoBanu 47 4enoBek (CIMCOK MPUIIAraeTcs).

IloacueT y4acTHUKOB MPOBOJUTCS 110 CIIMCKaM PETUCTPALMK, KOTOPBIE IPUIIAratoTCs K
IIPOTOKOJLY.



[Tocne nmepeyncieHust y4aCTHUKOB B IIPOTOKOJIE O(POPMIIETCS MEPEYeHb BOIIPOCOB,
Mo uIekKaIux 00CyKIeHUI0, KOTOPBIA HaunHaeTcs cioBaMu «lloBecTka aHA» U
pacnoJjiaraercsi UEHTPOBAaHHO Yepe3 Ba-TpU UHTEpPBaja OT CIMCKa YYaCTHUKOB.

2 BapHaHT: YKa3bIBAIOT 00Iee KOJIMUECTBO YWICHOB KOJUIETHAIBHBIX OPIraHOB U YHCIIO
IIPUCYTCTBYIOIIUX, a paciin(poBKa MPECTABIAETCS B SBOUHOM JINCTE, KOTOPBIH SIBIISIETCA
NPUJIOKEHHEM K MPOTOKOITY (mpuiioskenue Ne 11).

[ToBecTka AHS COAEPKUT MEPEUNCICHUE TYHKTOB (BOIPOCOB) MOBECTKU JIHS, (PUKCUPYIOLIUX
MOCJICIOBATEIILHOCTD OOCYKICHMSI, ¢ (DaMUITUSIMU TOKIaI9MKOB. KakIbIil Borpoc
HyMepyeTcs apaOckoi nugpoi, pacnosaraercs B MOPsJIKE 3HAUMMOCTH U OTBEYAET Ha
Borpoc «O ueM?”».

Hamnpuwmep:
1. Ananu3 BBITIOJHEHUS TOA0BOTO TutaHa padoTs! [Ikomsr 3a 2017-2018 yuebHsrif ro.
Hoxmamuuk — [TerpoBa A..

OcHoBHast 4acTh TPOTOKOJIA COCTOUT M3 PA3/CIIOB, COOTBETCTBYIONIUX MTyHKTAM MTOBECTKH
JHA.
TeKCT KaxkI0ro paszzena COCTOUT U3 TPEX YaCTe:

— CJIVIHAJIM: kpatkoe coaepkaHue TOKJIaaa WIH CChLIKA HA MPUJIAaraeMblid K TPOTOKOITY
tekcT. [lepen cinoBom «CIIYIIAJIN npocTaBisieTcss HOMEP B COOTBETCTBUU C TTOBECTKOM
AHS,

— BBICTVYIINJIN: kpaTkoe coaepKaHue KaKI0TO BBICTYIUICHHS, 3aJaHHBIE BOIIPOCHI U
OTBETBHI;

— PEILIJIN (ITOCTAHOBWJIN): pemenne GopMyIUpyeTCs C HCIOIb30BAHUEM MOJICIIH,
MPUHATOU JJIs1 paCHIOPSIIUTENLHBIX TOKYMEHTOB: UTO C/IEIaTh, UCIIOJHUTEIb, CPOK
WCTIOJIHCHUSI.

Pemrenusi, BeIpaboTaHHBIC HAa COBEIIIAHUH, BHOCAT B MPOTOKOJI Tociie cioBa «PEIINJIN»
(«[TOCTAHOBWJIN»). Pemenne MoxeT cofepkKarb OJUH UIH HECKOJIBKO ITYHKTOB, OHU
pacrnoararoTcs o 3HaYMMOCTH, KK/l U3 HUX HyMEpYETCs.

B CJIydac Korja ImpOToOKOJI q)HKCI/IpyeT peICcHuC 00 YTBCPKACHUHN KaKoT0-JI100 JOKYMCHTA, B
TEKCTC IIPOTOKOJIAa A0J’KHA COACPIKATHCA CChIJIKA Ha 3TOT JOKYMCHT, a CaM JOKYMCHT
IpuiIaracTcs K nMpoToKOoJy.

HpI/I HaJIMYUHM 0CO00TO MHEHUS 10 MMPUHATOMY PCIICHUIO OHO 3alIMChIBACTCA B IIPOTOKOJI
(HOCJIC COOTBCTCTBYIOLICTO IMTPOTOKOJLHOT'O peI_HeHI/IfI).

B kauecTBe UCTIOTHUTEINS MOKET OBITh YKa3aHO OJIHO MM HECKOJIBKO JOKHOCTHBIX JIHIL
160 CTpyKTypHOE moapasaenenrne. Cpok MOXKeT ObITh yKa3aH Kak KaJleHAapHas JaTa Uiu
KaK TMepHO/1 BEITIOTHEHUS paOOTHI.



Cnosa «CIIYIIAJIN», « BBICTYIINIIN», « PELLINIIN» («IIOCTAHOBWJIN») neuatatot
OT JICBOTO TOJISI IPOITUCHBIMU OYKBaMHU U 3aKAHUUBAIOT JBOCTOYHECM.

Kaxp1ii pa3aen neyaraeTcs ¢ KpaCHOM CTPOKH, YTOOBI BHIACTHUTH B TEKCTE MPOTOKOJIA PEUYb
OCHOBHOTO JIOKJIa/IYMKa, BBICTYIIJICHUS] YHACTHUKOB 00CYKJIEHUSI BOIIpOCa U
MOCTAHOBIIAIOILYIO YacTh, (GOPMYIHPYIOIIYIO pereHne coopanus. C 3Toi ke IEeIbi0 B TEKCTE
IIPOTOKOJIa KXY (aMUIMIO U MHULIMAJIbI BBICTYAIOIIMX I€YaTal0T C HOBOM CTPOKH B
MMEHUTEJBHOM Ma/IeXKe, 3alMCh BHICTYIUIEHUS OTAEIAIOT OT (pamuiuu nepucom. Kaxpiii
BOIIPOC MEYATAETCS C KPACHON CTPOKH, (PaMHUIIMH NIPU 3TOM JOITYCKAETCs HE YKa3bIBATh.

B oTaenpHBIX cilydasix Ha OCHOBE PYKOTIHMCHBIX WM MarHUTO(OHHBIX 3aIIUCEH, KOTOpBIE
BEJIUCh Ha 3aceJaHUM, COCTABISIETCS] CTEHOrpaUuecKuil MPOTOKOJI, KOTOPBI JOCIOBHO
nepeaeT npouecc 00CyKIeHUS KaX/10r0 BOIIPOCca U BbIPAOOTKY pELICHHUs 10 HEMY.

ITpoTokon opopmiIseT cekperaphb 3aceaHus, FOPUANIECKYIO CHITy IPOTOKOJ IPHOOpETaeT
TOJIBKO IIPU HAJIMYMU ABYX MOJANMKCEN — Ipecenarens u cekperaps. [loanucu pacronararor,
OTAC/IMB OT TCKCTA ABYMSA-TPEMA MEKCTPOYHBIMU HHTEPBAJIaAMU OT I'PaHUIBI JICBOTO ITOJIA.
[ToanuceiBaeTCs NEPBBIN 3K3EMILIAP TPOTOKOJIA, KOTOPBIN MOAIINBAETCS CEKPETAPEM B JEIIO
U XPaHHUTCS B COOTBETCTBHH CO CPOKOM, OIIPEACIICHHBIM HOMEHKIIATYPOH JEl.

B HekoTophIX ciiydasx opopmiisieTcs BBITUCKA U3 MPOTOKOJIA.

Brinucka u3 mpoTokosia — TOyHasi KOMHsI YaCTH TeKCTa MOTMHHOTO IPOTOKOJIA,
OTHOCSIIETOCS] K TOMY BOIIPOCY MOBECTKHU JHS, IO KOTOPOMY TOTOBUTCS BhINUcKa. [Ipu sTom
HE00X0IMMO BOCITPOM3BECTH BCE PEKBU3UTHI OJaHKa, BBOJIHYIO YAaCTh TEKCTA, BOIIPOC
MOBECTKH JHS, IO KOTOPOMY TOTOBHUTCSI BBIITUCKA, U TEKCT, OTPAXKAIOIIUN 00CYXKACHHE
BOIpOCa U MPUHATOE pelieHue. B aTom ciaydyae Ha3BaHUE JOKyMEHTa 0OpMIISIETCS Kak
«BpbInucKka U3 MpoTOKOJIAY.

Cuay:xeOHOe MUCHMO

IInceMa cocTaBaAIOTCSA IJ11 OCYIICCTBIICHUA OHepaTHBHOﬁ CBsA3U C IPYIUMHU OpraHru3alusaMu
I10 BOIIpOoCaM ACATCIIbHOCTH IIKOJIBI.

IIo COACPIKAHUIO U HABHAYUCHUIO ITNCbMa MOT'YyT OBITH I/IHCI)OpMaI_[I/IOHHBIe, FapaHTHﬁHLIe,
PCKIAMAallMOHHBIC, KOMMCPUYCCKUC, ITMCbMA-3aIlIpOChl, IMCbMAa-IIPUIJIAIICHUA U T. O.

I/IH(bOpMaI_[I/IOHHBIC IMUcbMa COACPIKAT COO6H_[€HI/I$I, HpOCB6BI, HallTOMUHAaHUA, IPCAJTOKCHUI.

FapaHTHﬁHbIe NpeaAHa3Ha4YCHbI AJI U3BCHICHUS O I'apaHTUAX OINNIaThbl, CPOKOB IIOCTABKU HUJIN
KaueCTBa MPOAYKIUU U YCIIYT.

B pexnamanoHHbIX (IPeTEeH3MOHHBIX) MHCbMaX M3J1aratoT TpeOOBaHUs BO3MELICHHS
yOBITKOB, HAHECEHHBIX M3-3a HApYLIEHHsI YCIOBHIM KOHTpAKTa UM JJOTOBOpA JIPYroi
CTOPOHOM (KOHTpareHToM). Peknamanus 1omKHa MOATBEPKAATHCS IPUIIaraéMbIMU K ITUCbMY
JOKYMEHTaMH B BUJIE aKTOB, CIIPABOK U T. II.

KoMMepueckne nuceMa COCTaBIISAIOT IIPU 3aKJIFOUEHUH U BBITIOJHEHUM KOHTPAKTOB, YacTo B
HUX U3J1araloT MpockObl 0 MPEAOCTaBICHUN HHPOPMALIUU O TOBAPAX U YCIIyrax y ux
MPOJIABIIOB WJIH, HAIIPOTUB, MPEATIAraloT MOCTABUTh TOBAPHI HIIH YCIYTH.



B nuceMax-3anpocax mpocsT y KOHTpareHTa pa3bsiCHUTh Kakoi-110o (hakT uitu aeiicTBre.

CnyxeOHble muchMa nevyaratorcst Ha Onmankax nuceM Llkonsl. CinyxeOHOE TUCHMO HMEET
CIIEIYIOLIHE PEKBU3UTHI:

e Tpud U OTMETKA OTPAHUYCHHUS JOCTYIA K JOKYMEHTY (€CIIH 3TO HEOOX0IMMO);
e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT;

e OTMETKA O HAJIMYUHU MIPUIIOKEHUHN (€CIIH OHU UMEIOTCS ),

e TIOJIHCE;

e OTMETKa 00 HCIIOJIHUTEE.

TekcT cinykeOHOro nuchbMa, Kak MpaBHIIo, TOJDKEH KacaTbCs OJHOTO BOIPOCa WU
HECKOJIbKUX BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHbI U OyIyT pacCMaTpUBaThCS B OJTHOM
CTPYKTYPHOM TOJpa3/IeIeHUH OpraHu3alun-aapecara.

TekcT u3naraercs OT NepBOTO JIMIa EAMHCTBEHHOTO YKcia (MPOCUM, HampaBiisieM U T. J1.) WK
OT TpeTbero auna equHcTBeHHoro yucia (OO cuuraer. .., npodceoro3nbiit komurer OO
paccMoTpel.. . ).

Texkcr nucbma, Kak MpaBUJIo, COCTOMUT U3 ABYX YacTel. B mepBoil yacTu mu3nmaraercss Ipu4rHa,
OCHOBaHHE WJIM 000CHOBAHUE COCTABJICHUS TMCbMA, PUBOJATCA CCHUIKH HA IOKYMEHT,
SIBJISTIONAKACS OCHOBAaHWEM MOATOTOBKU MUcbMa. Bo BTOpoit yacTu, HaunHaromiencs ¢ ab3ara,
MIOMEUIAI0TCS BBIBOJBI, TPEUIOKEHUS, IPOCHObI, PELICHUS U T. 1.

Tenerpammnl, TejiepoHOrpaMMbl U GaKCUMHUJIbLHAA CBS3b

[lepenaua koppecnoHACHINU MO (PAKCUMIIIBHOM CBSI3U B JPyrue OpraHu3aliu
OCYILIECTBIISICTCS TOJBKO M0 YKa3aHUIO WK € pa3penieHus anMuauctpauuu LHKombl.

[ToanuHHUKN JOKYMEHTOB, MepelaHHbIX M0 (PaKCUMUIILHOM CBS3H, MOAIIUBAIOTCS B JIEII0,
XpaHsiieecs y pabOTHHKA, OTBETCTBEHHOTO 32 (haKCUMUIIbHYIO CBS3b, C YKa3aHHEM BPEMEHU
U JaThl Iepeiayu, a KOMMU BO3BPAIIAIOTCS B COOTBETCTBYIOIINUE CTPYKTYpPHBIE
noapaszaenenus ¢ nometkor «FAX (mata u Bpems)».

3asaBieHuE

3asiBieHHE — 3TO o(ulmaIbHOE COOOIIeHNEe B MUCbMEHHOM opme. OHO COAEPKUT yalle
BCETO IMPEIIOKEHHUE, )KaIo0y WM MPOChOy KaKOTO-TH00 YeloBeKa, alpeCOBaHHbIE WIIN
OpraHu3aluM, WIN J0JDKHOCTHOMY JIMITYy. 3asiBIeHHE O(pOpMIIsieTCs Ha CTaHAapPTHBIX JIUCTAaX
Ooymaru gopmara A4.

3asBIICHHE BKIIIOYACT: aZipecaTa, KOTOpOMY HAIIPABJIACTCA 3asBJICHUC, (l)aMI/IJ'H/IIO, nMs,
OTYCCTBO, JOJLDKHOCTH aBTOPA 3asBJICHUA, HAUMCHOBAHUEC NOKYMCHTA, TOUYHOC U3JIOKCHUC
HpOCL6H, NpEAJIOKCHUS, OITUCH NPUJIAraCMbIX K 3a4BJICHHIO JOKYMCEHTOB, JaTa, IOAIUCH.

B 3asgBnenun HCIIOJIB3YCTCA, KaK IIpaBUJIo, O(I)I/ILII/IaJ'ILHO-I[CJ'IOBaSI JICKCHKA, B HCKOTOPLIX
3adABJICHUAX JOITYCKACTCA y1'IOTp66J'IeHI/Ie HY6HI/II_II/ICTI/I‘-IGCKOI7I JICKCHUKHU.



3anucka

3anucka (aHaTUTUYECKas1, TOKIaHas, CIIyKeOHas, 00bICHUTENbHAs) — TOKYMEHT,
aJPECOBAHHBIN IUPEKTOPY WIKOJIbI UM BBIIECTOSALIEH OPraHU3aluy U COAEpKaIIuN
00CTOSATENIFHOE U3JI0KEHNE KAaKOTO-TH00 BOTIPOCa C BHIBOJIAMH U TPETIOKEHHUSIMA
COCTaBUTEIIS.

JloknaiHast 3amrcKa COCTaBISIETCsl KaK 10 JIMYHON WHUIMATHBE aBTOpa (pabOTHHKA), TaK U
10 YKa3aHUIO (MMCbMEHHOMY WM YCTHOMY) AUPEKTOpA.

3anucka cocTaBisieTcsl Ha OyMa)KHOM HOCHUTEJIE WU B 3JIEKTPOHHOM BHie. OdopMmieHne
3aIMCKHU 3aBUCHUT OT ajpecara. [Ipu cocTaBieHnu TOKIAHOM 3alIMCKH, aJpECOBAHHON
TUPEKTOPY IIKOJbI B pamkax LlIkosbl, oHa cunTaercs BHyTpeHHEH 1 odopMisieTcs Ha
CTaHJApTHBIX JUcTax Oymaru popmara A4. BHyTpeHHss 3anucKa JOJDKHA COJIEPKaTh
CIIEYIOIIME PEKBU3UTHIL: BUJ JOKYMEHTA, 1aTy JOKYMEHTa, Ha3BaHUE JIOKyMEHTa (3aroJioBOK
K TEKCTY), €CJIM TEKCT 00Jiee YeThIpeX-TISATH CTPOK; ajipecara, TEKCT, MOJIHUCH (C yKa3aHUEM
JOJKHOCTH, pamMuiinu, nHuLKanoB). [loanucsiBaer

BHYTPEHHIOIO JIOKJIAIHYIO 3aIIUCKY COCTaBUTEIb.

Ecmu 3anmcka aapecyercs 3a mpenenst LIkobl, To ee 0(opMIITIOT Ha OJTaHKE B OHA
Has3bpIBaeTCs BHeIIHeH. BHelHss 3ammcka JOJIKHa COACPIKATh CICAYOIINE PEKBU3UTHI:
HAaNMMCHOBAHUC YUPCKICHUA, BUA JOKYMCHTA, JaTy JOKYMCHTA, peFHCTpaHHOHHBIﬁ HOMCED,
MECTO COCTABJICHHS, HA3BaHHE IOKYMEHTA (3aroJIOBOK K TEKCTY), €CJIH TEKCT 00JIee YeThIpeX-
ISITH CTPOK, aJipecaTa, TEKCT, MOAMUCH TUPEKTOPa IIKOJIBI.

Pa3HOBHIHOCTBIO TOKITAIHOM 3aMMCKH SIBISIFOTCS npeacTaBieHus. OHU UCHOJIB3YIOTCS TPy
JOKYMEHTUPOBAHUHU KaJIPOBOM JEATEIHLHOCTU U COCTABIISIIOTCS TUPEKTOPOM UITU
3aMmectuTeneM aupektopa. [IpeacraBieHus COCTaBIAIOT B CIIydasiX MOOLIPEHHs] paOOTHHUKOB,
HAJIO0XEHUS B3bICKAaHUIl, TPOBEICHUS aTTeCTallUH.

ABTOMaTH3auMs JOKYMCHTHPOBAHUA

J1J1 MOATOTOBKH JOKYMEHTOB MOTYT IPUMEHSATHCS aBTOMaTHU3UPOBaHHbIEe TexHONIOTHU. [Tpu
3TOM cO3at0Tcsi 0a3bl JaHHBIX (KOPPECTIOHAEHTOB, (JOPM JOKYMEHTOB, TpadapeTHbIX
TEKCTOB U TEKCTOBBIX 3arOTOBOK), PEAAKTOPCKUE POTPAMMBI U JP.

HOpHI[OK p33pa6OTKI/I, IKCIUTyaTallur U MOJIb30BAHUA TAKUMHU CUCTCMAMU OTIPCACIISACTCS
CTaHaapTaMu B obnactu ABTOMATH3UPOBAHHBIX I/IH(1)OpMaI_II/IOHHLIX TEXHOJIOTHH.

3HeKTp0HHbIe AOKYMEHTDBI

HOpH,Z[OK COCTaBJICHMA, Oq)OpMJ'ICHI/ISI " COTJIaCOBAHUS MPOCKTOB 3JICKTPOHHBIX JOKYMCHTOB
OCYIICCTBIIACTCA 1O 06H_II/IM npaBujiaM JCJIOIPOU3BOACTBA, YCTAHOBJIICHHBIM B OTHOILICHUN
AHAJIOTUYHBIX TOKYMCHTOB Ha 6YMa)KHOM HOCHUTCIIC. BJ'ICKTpOHHHﬁ JOKYMCHT JOJDKCH
HUMETh PCKBU3UTHI, YCTAHOBJICHHLIC JIS1 aHAJIOTUYHOI'O JOKYMCHTA Ha 6YM8.)KHOM HOCHUTCIIC,
3a UCKIIFOYCHUEM OTTHCKA IICYaTH.

B NEpCUCHb 00s13aTeNbHBIX CBEJICHUM O JAOKYMCHTAX, UCIIOJIb3YCMBIX B ICJIAX yUCTa U
IOHUCKa NOKYMCHTOB B CUCTEMAX JJICKTPOHHOI'O ,Z[OKYMGHTOO60p0Ta IIIx0B6I B COOTBETCTBUU
C IIpaBUJIaMU ACIJIONIPONU3BOJACTBA B ]_HKOJ'IC, BXOIAT:



* QJIPECAHT;
e ajpecar;

e JIOJDKHOCTH, (PaMUITUSI M MHUITUAITBI JIUT[A, TOAMKMCABIIETr0 JOKYMCHT,
e BU/J JOKYMEHTA;

e JlaTa IOKYMEHTa;

e HOMED IOKYMEHTA;

e J1aTa MOCTYIUIEHUS JOKYMEHTA;

e BXOJSIIUN HOMEP JOKYMEHTA;

e CChUIKA HA UCXOASAUIMK HOMEP U J1aTy IOKYMEHTA;

e HAMMEHOBAHHE JJOKYMECHTA;

e HWHJEKC JIelIa;

e CBEJEHUS O Mepeapecanni JOKyMEHTa;

e KOJMYECTBO JJMCTOB OCHOBHOTO JOKYMEHTA;

e KOJIMYECTBO IPWIOKECHUI;

e 00I1I€€ KOJMYECTBO JIMCTOB MPUIIOKEHUI;

e YKa3aHMS IO UCIIOJHEHUIO JOKYMEHTA;

e golpkHOCTE, @. U. O. ucnomHuTEeIIS;

e OTMETKa 0 KOH(UIEHITUATLHOCTH.

B cocTaB nonosHUTENBHBIX CBEACHUN 00 FIEKTPOHHOM JOKYMEHTE MOTYT ObITh BKIIIOUEHBI
CBE/ICHUS: HANMEHOBAaHUE aBTOpa TOKYMEHTa (€CII aBTOp HE COBITAJIAET C aJPECAaHTOM
(oTmpaBHTENIEM) DIIEKTPOHHOTO JJOKYMEHTA), OTMETKA O TIEPEHOCE CPOKA UCTIOTHEHUS
JOKYMEHTA, CPOK XPaHEHUsI IOKYMEHTa, HAUMEHOBAHUS IPUIIOKEHUH K SJIEKTPOHHOMY
JOKYMEHTY, KIIFOUEBBIE CJIOBa, CTATYC TOKYMEHTa (IIPOEKT, BepCcHsl), BU Iepeiadun
JTOKyMEHTa (3JIEKTPOHHOM MOYTOM, MOYTOU, (haKCOM U T. 1.) U Jp.
Cpoxu XpaHEeHHUS PIEKTPOHHBIX TOKYMEHTOB COOTBETCTBYIOT CPOKaM XPAaHEHHUS JTOKYMEHTOB,
YCTaHOBJIEHHBIX 3aKOHOJATEIbHBIMU M HHBIMH HOPMaTUBHBIMU NTPABOBBIMU aKTaMU
Poccuiickoit @enepaiuu, TUIOBBIMU MEPEUHAMU JUIsl aHAJIOTMYHBIX JOKYMEHTOB Ha
OyMa)>KHOM HOCHTETIE.

4. Opranu3anus 10KyMeHTO000pOTa H UCIIOJTHEHHUS] JOKYMEHTOB

IIpuem u 00padoTKa NOCTYNAKIIMX JOKYMEHTOB

Z[BI/I)KCHI/IC JOKYMCHTOB € MOMCHTA UX CO3AaHU WU MOJYYCHUA N0 3aBCPIICHUA
HCIIOJIHCHUA WU OTIIPABKHU 06pa3yeT )IOKYMCHTOO60pOT.

B nokymentoo6opote I1IKOJIbI BBIICISIOTCS CISIYIONINE TOKYMEHTOTIOTOKH: &)
MOCTYMAOIIast TOKyMEHTaIus (BXOs111ast);

0) oTmpaBnsiemMasi JOKyMEHTalus (MCXOASIIas );

B) BHYTPEHHSIS JOKYMEHTAIIUS.

I[OCTaBKa " OTIIpaBKa JOKYMCHTOB B H_[KOJ'Iy OCYIICCTBJIACTCA, KaK IIpaBUIIo,
cpeacrBaMu IIOYTOBOM U BHCKTquCCKOﬁ CBsA3H.



JokymenTsl, octymnarmue B LIkomy, IpoXoasaT mepBuYHy0 00paboTKy, perucTpaIuio,
IIpEABAPUTEIILHOE PACCMOTPEHHUE, IIepeaady pyKOBOJICTBY Ha paCCMOTPEHUE, IEPEIAIOTCS
HCIIOJIHUTEIISIM U [I0CJIE UCIIOJIHEHUS] IIOMEIAI0TCS B A€,

[Ipuem u nepBuuHas 00pabOTKa JOKYMEHTOB OCYILIECTBIISIETCS CEKpeTapeM U (UJIn)
JIMIIOM, OTBETCTBEHHBIM 32 BEICHUE JEIONPOU3BOJICTBA.

Cekperapb yueOHOM yacTH u (WJIN) JIUI0, OTBETCTBEHHOE 32 BEICHUE
JICIIOTIPOU3BOICTBA, TPOBOIHT: MMPOBEPKY MPABUIBLHOCTH aAPECOBAHMS MTOCTYIAIONTIX
AOKYMCHTOB, IIPAaBUJIbHOCTHU NOCTABKH WU KOMINJICKTHOCTH JOKYMCHTOB; COPTUPOBKY
JOKYMEHTOB Ha MOJUIEXKAIINe U HE TIOUIeKAIIe PETUCTPAIIHH.

[Tony4yeHHBIE KOHBEPTHI C KOPPECIOHACHIIMEN BCKPBIBAIOTCSA, IIPH ITOM IIPOBEPSAETCS
HaJM4Me BIOXKEHUH, a TAKXKE YKa3aHHBIX B JOKYMEHTAX NPWIOKEHUN. B cirydae
MOBPEXKJCHUS YIAKOBKU U BIOXKEHHUH TMO0 OTCYTCTBUSI IPUIIOKEHUN COCTABIIAETCAAKT B
IBYX 3K3eMIUIsipax. OMH SK3eMIUISp aKTa HaIllpaBIIIeTCs KOPPECHIOHIEHTY, BTOPOM
MpHOOIIAeTCs K MOCTYMUBIIEMY JTOKYMEHTY.

Omnbo4HO NpucIaHHAsE KOPPECTOHICHIUS MEPEChIIAeTCs 10 MPUHAJUIEKHOCTH, €CIH
M3BECTEH aJpec nosydyaresns. B mpoTuBHOM cityuae KOppeCHOHEHIUS BO3BPAIIAETCs
OTIIPABUTEIIO.

KoHnBepTsl 0T moctynaromieid KOppecrnoHIEHIIUN COXPaHIIOTCA U MPUIIAraloTcs K
JOKYMEHTaM JIMIIb B TOM ClIydae, KOTla TOJIbKO M0 HUM MOXHO YCTaHOBUTH aJIpec
OTIPABUTEISI UM KOTJa JJaTa MOYTOBOTO LITEMIIEIsi UMEeT 3HaUeHHE B KaUecTBe
JI0Ka3aTeNIbCTBA BPEMEHH MOJIyUYEHUs JOKYMEHTA.

CHCHI/IaJ'II/ICTOM HC BCKPBIBAKOTCA KOHBEPTHI ITUCEM C HAAIIHUCBIO «JIMYHO). Onn
nepeaar0TCA 110 Ha3HAYCHUTO

IIpeaBapuTeabHOE pacCMOTPEHHE TOKYMEHTOB

Cekpetapp 1 (WIH) U0, OTBETCTBEHHOE 32 BEJCHUE JEIONPOU3BOCTBA, TPOBOAUT
MpeIBApUTENILHOE PAaCCMOTPEHHE IOKYMEHTOB B LEJIAX BBIJICIICHUS U3 BCETO
MaccuBa MOCTYNUBILEH KOPPECIOHICHIIUHU IOKYMEHTOB, TPEOYIOLIUX 00s13aTEIILHOTO
paccmotpenus aupektTopom LIkombl.

OcHoBaHMEM Uil TPUHATHS PEIICHHS B XOJAE IPEIBApUTEIBHOTO PACCMOTPEHUS
SIBIISIETCS COICPIKaHUE IOKYMEHTa, a HE aJpecOBaHUE JTIOKYMEHTa COOTBETCTBYIOLIEMY
paboOTHUKY.

Pe3yJ'II>TaTOM MMpEABApUTCIIBHOTO PAaCCMOTPCHUS ABJIACTCA HAIIPAaBJICHHUEC JOKYMCHTA
AUPCKTOPY Ixomns! niu JAOJDKHOCTHOMY JIMIY B COOTBECTCTBUU C YCTAHOBJICHHBIM B [Ixone
pacnpeaAciiCHUEM 00s13aHHOCTEH MCKAY JUPCKTOPOM U JOJIZKHOCTHBIMU JIMLIAMU IS
BBIHCCCHHUA YKAa3aHUA 11O UCIIOJIHCHUIO JOKYMCHTA.

PeFI/ICTpaHI/Iﬂ AOKYMEHTOB

Hepe;[aqa AOKYMCHTOB Ha pErucCTpanuio Npou3BOAUTCA TOJIBKO IMOCJIC UX
npeaABAPUTCIIBHOTO paCCMOTPCHUA.



Perucrpanuu noanexar Bce JOKYMEHTHI, TpeOyIOIIKe y4yeTa, UCIIOJTHEHHUS,
HCIIOJIb30BAHUS B CIIPABOYHBIX LIEIAX, KK ITOCTYIAOIINE U3 APYTUX OPraHU3alUud U OT
YaCTHBIX JIMII, TaK U oOpa3yroiuecs B AesTeabHocTy LIKombl, 1 perucTpupyrorcst
HE3aBUCHMO OT CII0co0a UX JOCTaBKH.

K nmoxymeHTaMm, He nojiexaliuM perucTpalnu, OTHOCITCS JOKYMEHTBI, He TpeOyrolne
HCIIOJIHEHUS U HE COJIeprKalue UHPOpMAaIK, UCIIOJIb3YEMON B CIIPABOYHBIX LEJISX:
MIPUTIIACUTENBHBIE, TO3APABUTEIBHBIC TMChMa, TeJIETPAMMBI, OMJICTHI, IIJIAHbI, TIPOTPAMMBI
CEMHUHapOB, KOHPEPEHUI, CHMIIO3UYMOB U JAPYrUX MOJOOHBIX MEPOIPUATUMN, TOKYMEHTBI
1o OyXraJTepCKOMY y4eTy, MaTepUaIbHO-TEXHIYECKOMY 00eCTIeUeHHIO, IJIAHOBEIE,
(uHaHCOBBIE JOKYMEHTHI, IOCTyNarolue 6€3 CONPOBOAUTEIBHOIO MUChMA, PEKJIaMHBIE
JOKYMEHTBI, KOMMEpUECKUE MPeII0KEHUS, [IeYaTHbIC N3JaHMs,

YHUPUIIMPOBaHHBIE (POPMBI U OJTaHKU TOKYMEHTOB U JIp.

JIOKyMEHTBI, IO IeKAIIUE PETUCTPAINH, PETHCTPUPYIOTCS B )KypHAJIE PETUCTPALIUU
BXOJIALINX JOKYMEHTOB (IipriiokeHre Ne 12) B 1eHb MOCTYIUIEHUS — B CIIy4ae MOCTYIICHUS
JOKyMEHTa B pabouee BpeMsi; Ha CIeAYIONUN pabounii I6Hh — B CITydae MOCTYIIICHUS
JOKyMEHTa B Hepabouee BpeMsi; He3aMeUTUTENbHO — ¢ OTMEeTKaMH «CpouHOY,
«OnepaTuBHOY.

Ha noxymenTax, nocrynaromux B ajapec HIkomsl, B HIKHEM MPAaBOM Y1y JULEBOU
CTOPOHBI MEPBOTO JUCTA JOKYMEHTA MPOCTABISAETCS PETUCTPAMOHHBIN IITAMII C YKa3aHUEM
JaThl ¥ IOPSAIKOBOIO PETUCTPALIMOHHOIO HOMEDA.

Pacnpenesienne nocTynawmux J10KyMeHTOB
[Tocne perucrpanyu T0KYMEHTBI IEPEAAIOTCS HA pacCMOTpeHue nupekTopy HIkobl.

[Tocne paccMmoTpenus aupexkropom 1Kokl TOKyMEHTHI BO3BPALIAIOTCS CEKPETAPIO

U (WIn) Uy, OTBETCTBEHHOMY 3a BEJICHHE JICIOMPOU3BOJICTBA, IS IEPEHECEHUS] YKa3aHU!
10 UCTIOJTHEHUIO TOKYMEHTA B )KYpHaJl PETUCTPALU BXOSIIIMX TOKYMEHTOB. B
COOTBETCTBUU C YKa3aHUSMH [0 UCTIOJHEHUIO MMOATMHHUK JOKYMEHTA HaNpaBiseTCs
paboOTHUKY, SBIISAIONIEMYCS OTBETCTBEHHBIM UCIIOJHHUTENEM, & COMCIIOTHUTEISIM
HAIPAaBJIAIOTCS KOMUU JOKYMEHTOB (€CJIM UMEIOTCS), O UeM JIeJIaeTCsl OTMETKA B )KypHaJe
pEerucTpayy BXOAAIUX JOKYMEHTOB.

3J'IeKTpOHHI>IC COO6I_HCHI/I$I, IHOCBLIIACMBIC 110 SHCKTpOHHOfI Io4YTC, NCIIOJIHAIOTCA
AHAJIOTUYHO JOKYMCHTAM Ha 6YMa)KHBIX HOCHUTCIIIX C YYHCTOM OHpCI[CJ'ICHHOIZ CHGI_II/I(I)I/IKI/I B
IIpouecce UCIIOJIHCHUA.

IHopsinok 00padoTKN U MPOXOKACHUSI HCXOAAIINX M BHYTPEHHUX JOKYMEHTOB

HOpH,Z[OK MOATOTOBKH UCXOIANINX NOKYMCHTOB BKJIHOYACT B ceos pa60Ty oo
COCTAaBJICHUIO MTPOCKTA JOKYMCHTA, COTIaCOBAHUIO, MO ATIMCAHUTO (yTBep)KI[eHI/II-O) u
OTIIPABKCE.

I[O nepeaayn JOKyMEHTAa Ha MOAIKUCH UCITOJIHUTEIIb JOJDKCH MPOBCPUTH €TI0 COACPIKAHUC,
MpaBUIIbHOCTb O(bOpMJ'IeHI/IH, HaJIn4ue HCO6XOI[I/IMBIX BU3 U HpHJ’IO)KCHHﬁ. I[OI(YMCHT
NpEACTaBIACTCA HAa IOANMUCH BMCCTC C MaTCpUaIlaMi, HAa OCHOBAHUH KOTOPLIX OH
TOTOBHIJICH.



BryTpenHue 10KyMeHTBI 0(OPMITSIFOTCS ¥ UCIIOJIHSIOTCS (MCTIONB3YIOTCS) B Ipeeiax
IxouEI.

BHyTpeHnHue 10KyMeHTHI (JOKIaAHbIE 3aIIMCKY, CIIPABKH, CBOJKH U JIp.)
paccMaTpUBAIOTCS TEMU AOJDKHOCTHBIMH JIMLAMU, KOMY OHU HaIIPABJICHBI.

OTBeTCTBEHHBIE 32 JEJIONPOU3BOACTBO NEPE]] Claueil KOPPECTIOHACHIIMN Ha OTIIPABKY
JIOJKHBI 00513aTEIBHO MTPOBEPUTH MPABUIIBHOCTH €€ 0(OPMIICHHS U aJIpeCOBAHUS.
KonBepToBanne KOppeCOHACHIIMN U IPYIUX IIOYTOBBIX OTIPABICHUNA IIPOU3BOIUTCS
CTPYKTYPHBIMM nopazaeneHussMA [1Ikomsl.

Perucrparus oTnpapisieMbIX JOKYMEHTOB OCYIIIECTBIISIETCS B JICHb UX MOAIMUCAHUS

(yTBep KIEHUS) WIIN Ha CIEAYIOMMN pabounii 1eHb. PerucTpaiioHHbIii HOMEP TOKyMEHTa U
JaTa perucTpaIuy IpOCTaBIIAIOTCS Ha MOJTMHHUKE TOKYMEHTa B PEKBU3UTax OJaHKa U HA
Koruu, octatomerics B fene [1Ikonbsr. CripaBoYHBIM anmapaToM ISt KCXOASIINX JOKYMEHTOB
SIBIIICTCS KYPHAJ PETUCTPAIIMK STHX JOKYMEHTOB (mpuiioxenue Ne 12).

OTnpaBKy UCXOASIINUX TOKYMEHTOB ITPOU3BOJIUT CEKpeTaph U (MIIN)
JIMI0, OTBETCTBEHHOE 3a BEICHUE AEIONPOoU3BOACTBA. CpoUuHas KOPPECTIOHACHIIMS
odopmisieTcs U OTHPABISIETCS HE3aMEIJIUTENIbHO CEKpeTapeM U (WIN) JIHLIOM,
OTBETCTBEHHBIM 3a BEICHUE AEIONPOU3BOICTBA.

Cexperapp 1 (WIIH) JIUIIO0, OTBETCTBEHHOE 32 BEJICHHUE JEIONPON3BOICTBA, IPOBEPSIET
MPAaBHIBLHOCTH O(OPMIICHUS HCXOASAIIUX JOKYMEHTOB, TPOU3BOIUT COPTUPOBKY JOKYMEHTOB
1o croco0y J0CTaBKH KOPPECTIOHACHIIUH aapecary (IpocTast, 3aKka3Hasi, MeXTyHapOoIHast 1
np.). HempaBunbHO 0popMIIeHHBIE TOKYMEHTBI B KOPPECTIOHACHITUS HECITY>KEOHOTO
XapakTepa K OTIpaBKe HE MPHHUMAIOTCS U BO3BPAIIAIOTCS JIUITY, TOATOTOBUBIIEMY
JOKYMEHT.

OTHpaBJ’IerMaﬂ I10 IOYTE KOPPECHOHACHIUA IIPOXOAUT YIIAKOBKY, aIpE€COBAHUE,
IIPOCTABJICHUE CTOMMOCTHU IMOYTOBEIX YCIYT U IIEPEAAYy HAa OTIIPAaBKy B MCCTHOC OTACIICHUC
CBA3U.

Ha 3aka3nyro KOppecrnoHAeHIINIO, Ha TOKYMEHTHI C TOMeTKOH «Jlis cimy:keOHOro
TMIOJIb30BAHMSD COCTABIISIETCS PEECTp, KOTOPBIN 3aTEM BO3BPAILIAETCS CEKPETaplo yueOHOM
4yacTu U (WJIK) JIMIy, OTBETCTBEHHOMY 3a BEJICHHE JEIOMPOU3BOJICTBA, C PACIMCKON
pabOTHUKOB OYTOBOTO OT/IEICHUSI CBSI3U WJIM HHOTO JIUI[A, 00ECIIEYMBAIOIIETO OTIPABKY
JOKYMEHTOB.

Hepenaqa C UCIIOJIb30BAHUECM CPCIACTB (1)aKCI/IMI/IJ'IBHOI71 CBsA3U JOKYMCHTOB, COACPIKAIINUX
CJ'Iy>KC6HyIO I/IHCI)OpMaI_II/II-O OTrpaHUYCHHOI'O PACTIPOCTPAHCHUS, B TOM YHUCJIC C IMOMETKOM
«Z[J'ISI CJ'Iy)KC6HOFO MOJIb30BaHUA», HC pA3pCUIACTCA. KaTel"OpI/I‘leCKI/I 3alrperacTesancpeaada
1o CpCACTBaM (baKCHMHHLHOﬁ CBs3U CCKPCTHBIX JOKYMCHTOB.

C ucmnonp30BaHUEM CpeaAcTB q)aKCI/IMHHBHOﬁ CBA3H MOTYT OBITh NepeAaHbl
MaTepuajbl TCKCTOBOIO, TaOJUYHOTO HIIH rpa@nquKoro XapakTepa, UCIIOJITHCHHBIC
TI/IHOFpa(I)CKI/IM, MAaIIHMHOIIMCHBIM

WIHA PYKOTIMCHBIM CIIOCOOOM B YEPHOM MJIM TEMHO-CHHEM I[BETE C YETKUM M KOHTPACTHBIM
n300pakeHreM (IepBble HK3EMIUIAPHI WM UX KCEPOKOINN) Ha Oenoit Oymare ¢



MUHUMAaJILHOHN BBICOTON OYKB U 1dp 2 MM. OOBEM mepeaBaeMoro B TEYEHHUE OJTHOTO
ceaHca CBSI3U JIOKyMEHTa, BBIMIOJIHEHHOTO Ha Oymare ¢opmara A4, He JOJDKEH MPEBHIIIATh
TISITH JIUCTOB.

OTBETCTBEHHOCTD 3a COJICpKaHUE HHPOPMAIIHH, NIEPeIaBACMOil C HCIIOIb30BAaHHEM
CpCaACTB (baKCI/IMI/IJII)HOﬁ CBsA3HU, BO3JaracTcs Ha UCIIOJIHUTEIIA, IIOATOTOBUBIIIECTO
(akcorpaMMy IS TIepeIadH.

OcobenHocTH padoThI € 31eKTPOHHBIMH JOKYMEHTAMHU
B IIkoJiie co3garoTcst U UCMOIB3YIOTCS:

e DJIEKTPOHHBIE JOKYMEHTHI, CO3/IaBa€MbI€ B 3JIEKTPOHHOU hopme Oe3
MIPEIBAPUTENILHOTO JOKYMEHTUPOBAaHUS Ha OyMaXHOM HOCHUTEIIE;

e DJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IOJYYEHHBIC B PE3yJIbTaTe CKAHUPOBAHUS
JTOKYMEHTOB U XPAHSIINECS B CHCTEME 3JIEKTPOHHOTO JOKyMEHTO000pOTA.

HpI/IeM " OTIpaBKa 3JICKTPOHHBIX JOKYMCHTOB OCYHICCTBIAIOTCA OTBETCTBCHHBIM 34
BeJleHHe Jienonpoun3BojicTea B [Ikorne.

DNEeKTPOHHBIE TOKYMEHTHI CO3Jat0TCsl, 00pabaThIBAIOTCS U XPAHSTCS B CUCTEME
JIEKTPOHHOTO JOKyMeHTOo0oOopoTa I1IKOIBI.

DNEeKTPOHHBIN TOKYMEHT JOJDKEH OBITh 0()OPMIICH IO OOIITUM IpaBUIaM
JETIOTIPOU3BOICTBA M UIMETh PEKBU3UTHI, YCTAHOBJICHHBIE JIJIsl aHAJIOTUYHOTO IOKYMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 32 HCKIIIOYEHUEM OTTHCKA TIeYaTh U M300paxkeHus ['ocynapcTBeHHOTO
repba Poccutickoit deneparun.

Jljis moATBep K ACHUS TIOTMHHOCTH 3JIEKTPOHHBIX J0KyMeHTOB B [1Ikoiie ncnonb3ytores
aneKTpoHHbIE I poBbIe noAnucy. Mcnomap3yemble cpeacTBa 3JIeKTPOHHON U (POBOH
MOAINUCH AOJDKHBI ObITh CEPTU(UIMPOBAHBI B YCTAHOBICHHOM MOPSIKE.

Enunuieii yuera 3J€KTpPOHHOTO JOKYMEHTA SIBJISIETCS 3JIEKTPOHHBIIN TOKYMEHT,
3aperucTPUPOBAHHBIN B CUCTEME 3IEKTPOHHOTO TIOKyMeHT000opoTa [1IKobl. DIeKTpOHHBIH
JOKYMEHT, UMEIOIIHIA MTPUIIOKEHHUS, PETUCTPUPYETCS KaK OJUH JOKYMEHT.

[Tocie OTHpaBKH JIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOT0 JIEKTPOHHOM MO IIMHCHI0
YIIOJHOMOYEHHOT'O JIOJDKHOCTHOTO JIHIIA, JOCHUIKU apecaTy ero KOmuu Ha OyMakKHOM
HOCHUTEJIe, KaK MPaBuiio, He TPeOyeTCsl, 3a HCKIFOUEHHEM OTBETOB Ha 0OpaICHUs TPaXIaH,
MOCTYIMHBIIKX 110 HHPOPMAIIMOHHO-TEICKOMMYHHKAIIMOHHBIM KaHaJIaM, Ha KOTOpPbIE
3asBUTEIIO TACTCSl MTUCHbMEHHBIN OTBET, HAPABJISIEMBI TI0 TIOYTOBOMY aJIpeCy, YKa3aHHOMY B
oOparieHuu.

HcnonHeHHbIE QJICKTPOHHBIC JOKYMCHTBI CUCTEMATU3UPYIOTCA B JI€jIa B COOTBCTCTBHUUC
HOMCHKHaTypOﬁ naen IIkonsl u HHACKCUPYIOTCA B IOPAAKE, YCTAHOBJICHHOM B OTHOILICHUU
ACJI, COCTABJICHHBIX U3 NOKYMCHTOB Ha 6YM3)KHOM HOCHUTCIIC. HpI/I COCTaBJICHNU
HOMCHKIJIATYpPbI JCJI B 3ar0JIOBOK J€JIa BKIIFOYACTCA YKA3aHUC ((SJ'ICKTpOHHBIe JOKYMCHTBD».

Nudopmannonnas 6e30macHOCTD



WNudopmanmonnsie pecypest Lkonbl mo noctyny (BO3MOKHOCTH UCHIOIH30BAHUA)
MOAPA3JIENAIOTCS Ha OTKPBITYIO (00IIeA0CTYITHYIO) HHPOPMAIIHIO, CITYKeOHYI0 HHPOPMAIIHIO
¥ HH(GOPMAIIUIO OTPAHUYCHHOTO PACIPOCTPAHCHUS (JIOCTYIA).

K xaTeropuu oTKpbITON HHPOPMAIIE OTHOCUTCS HH()OPMAITHS, COCPKAIIASCS B
JNOKyMeHTax U 6a3ax qaHHbIX LIIKoJibl, HEMOCPEACTBEHHO 3aTparuBarollas IpaBa U UHTEPECHI
IPaKJIaH.

K kareropuu ciy:xe0HOH MHPOPMALIMU OTHOCUTCS HH(GOPMAIIHSL, COJICPKAIIASCS B
AOKYMCHTAax U Oaszax JaHHBIX ]_HKOJII)I, npeaHasHa4YCHHas JJid JOJDKHOCTHBIX JIMI U
paboTHuKOB L1IK0bI, MpY BHIMOIHEHUH UMU CBOMX (PYHKIIMOHAJIBHBIX O0S3aHHOCTEH, HE
3aTparuBaromias HalpAMYro mpaBa U UHTCPECHI I'paKJiaH U HE OTHOCAIIAACA K KaTCTOPUHU
OTPAaHUYEHHOTO PACIpPOCTPaHEHUSs (JIOCTYTIA).

K kaTeropumn nndopmaium orpaHudeHHOTO PaCpOCTpaHEHUs (IOCTyMa) OTHOCUTCS
nH(popMaIus, coaepxKanascs B JOKyMEHTaX U 0a3ax JaHHBIX, BKIIOUAIOIIAsl CBEACHUS
KOH(PHUACHITMATHHOTO XapaKTepa.

Bes uadopmanus, conepikamascs B JokyMmeHTax u 6a3ax qanubix LLkossl, o ymorganuio
SIBJISIETCS] OTKPBITOM M 001Ie10cTymHOM. VIcKimroueHune coctapiseT nHpopMalus, OTHECCHHAs
K KaTErOpHUsM CITYK€OHOHW M OTPAaHUYEHHOTO PACIIPOCTPAHCHHUS (JIOCTYIIA).

JlocTyn mosib3oBateneit K nHGopMaIiu OTPaHUIUBACTCSI ITyTEM OTHECEHUS
MHpOPMAIIMU K COOTBETCTBYIONICH KaTETOPHU M HAIO)KCHNUEM Ha HEE COOTBETCTBYIOLIECTO
rpuda orpaHUYCHHS pacpocTpaneHus. MHpopmanms orpaHMYeHHOTO IOCTya CHAOXKaeTCs
rpudom «J[1st ciry>keOHOTO TIOJTE30BaHUS.

[IpaBoM oTHeceHUs: HH(POPMAITUU K KATETOPHH OTPAaHUYEHHOTO JIOCTYIA U HATOKEHUS
COOTBETCTBYIOIIETO Tprda 00maaeT aBTOp JOKYMEHTA M0 COTVIACOBAHMIO C JUPEKTOPOM
HIkobl.

JlokymeHTHpoBaHHas: HH(GOPMAIUs OTPAaHUYEHHOTO paclpoCTpaHeHus 0e3 CaHKIUU
JOJIKHOCTHOTO JIMIIA, YCTAHOBUBILETO PEXUM OIPaHUUYEHHOTO PaclpoOCTPAHEHUS IS
JAHHOTO JJOKYMEHTa, HE MOJJICKUT pasrialleHuto (pacnpocrpanenuro). [lpenocrapnenue
MOJIb30BATENSAM I0CTYIA K JAHHON MH(GOPMAIH OCYIIECTBISETCA UCKIIOYUTENHHO 110
COTJIACOBAHUIO C YKA3aHHBIM JJOJHDKHOCTHBIM JIMIIOM ITYTEM MOJIa4l COOTBETCTBYIOIICH
3asIBKU.

JIoJKHOCTHBIE JIMIIA, TPUHABIIKE pelIeHre 00 OTHeCeHnU HHbopMaIum, 3auKCUPOBAHHOMN
B IOKyMEHTE, K KAaTETOPHH OTPAHUUEHHOTO PaCIpOCTPaHEHUs, HECYT OTBETCTBEHHOCTbH 32
000CHOBAHHOCTH MPUHSATOTO PEIICHHUS U €T0 COOTBETCTBUE JCHCTBYIOIIEMY
3aKOHO/IATENbCTRY.

JInunble nena pabOTHUKOB, TUYHBIE KAPTOUKH paOOTHUKOB, TPYIOBbIE KHIKKH
paboOTHUKOB, MPUKA3bl IO TUYHOMY COCTaBY JOJKHBI XPAaHUTHCA B celi(e uiu B
MeTaJTUYeCKOM IIKady.

bnaHky TPyAOBBIX KHM)KEK 10 Mepe He0OXOAMMOCTH BBIJAIOTCS OTBETCTBEHHOMY JIUILY
KaJIpOBOM CITyObl. 3amucu B TPYAOBOM KHIXKKE MOANUCHIBaeT pykoBoautens OO. Yuer,



XpaHEHUE U BblJauy OJAHKOB CTPOTOM OTYETHOCTHU: JUILIOMOB, BKJIAJBIIIEH K HUM,
CBHJIETEIILCTB, YIOCTOBEPEHUH BeieT nupekrop. bnanku xpaustcs B ceiide.

YcraHoBKa M SKCIUTyaTaIys MPOrPaMMHOTO 00eCTIeYeHHsI, TIOTYYEHHOTO U3 JIIOOBIX
HCTOYHHUKOB U BBIINTOJIHAIOIICTO (1)YHKIII/II/I, HEC CBA3aHHBIC HCIIOCPCACTBCHHO C BBIIIOJIHCHHUEM
pabOTHUKAMU CBOUX JOJHDKHOCTHBIX 00s3aHHOCTEH, KATETOPUIECKH 3aIpeIICHa.

Bcest mpezcraBieHHas B 2JEKTPOHHOM BHje nH(popmanus, noctynaromas B [koiry,B
00513aTEIIbHOM TOPSIKE ITOIJICKUT MMPOBEPKE aHTUBUPYCHBIMU CPEJICTBAMH.

DJNEeKTPOHHAs MOYTa MOXKET HCIIOIB30BAThCS MOJIB30BATENSIMU TOJBKO JITsl 0OOMeHa
nH(popmalren, OTHOCSILEN S K KaTerOPUH OTKPBITON U CiTy’keOHOM. 3anperieHo
MCTIOJIH30BATh YJIEKTPOHHYIO MOYTY ISl IepeAadr HH(OOPMAIIHH, OTHOCSIIEHUCS K KaTeTOPHH
OTPaHUYEHHOTO PACTIPOCTPAHEHMUSL.

5. KoHTpoJib 32 HCOJIHEHHEM TI0KYMEHTOB
Opranun3zanusi KOHTPOJIs

KoHnTposto nouiexar Bce 3aperucTpupoBaHHbIe JOKYMEHTHI, TPEOYIOIIe UCIIOTHEHNUS.
KoHTposb HCIOIHEHUT JOKYyMEHTOB BKIIFOYAET: YUET, IOCTAHOBKY HAa KOHTPOJIb, KOHTPOJIb
CPOKOB MCIOJIHEHHUS], HEITOCPEICTBEHHYIO MPOBEPKY XOJa UCIIOJIHEHHU S, IPOBEPKY KAUeCTBA
WCIIOJIHEHUS, AHATIU3 PE3YIbTATOB HCIIOJHEHUS.

KoHTposb 3a UCTIOJTHEHHEM IOKYMEHTOB YCTAHABIIMBAETCS B LIETISAX 00ECIIEUCHUS UX
CBOEBPEMEHHOTO U KaUeCTBEHHOTO MCIOJHECHHUSI, TOBBIIICHHUS YPOBHS OpPraHU3aTOPCKON
paboTHl M UCTIOJIHUTEIIbCKOW JTUCIIUILIAHEI.

HpI/I IIOCTAaHOBKE JOKYMCHTA HAa KOHTPOJIb Ha IIPaBOM BEPXHEM I10JIC JOKYMECHTA
ACJIaCTCA OTMCTKA O KOHTPOJIC, KOTOPYIO 0003HAYal0T CJIOBOM (H_ITaMl'IOM) «KOHTPOJIb»

KoHnTposto noyiexaT npukasbl, pelIeHUs] COBETOB, a TAKKE JOKYMEHTHI,
MoCTynaromue Ha ums aupexropa Lkombl.

OpraHnaauH;I KOHTPOJIAA UCIIOJTHCHH A BKIIFOYACT B ce0s:

e IIOCTAHOBKY JOKYMCHTA Ha KOHTPOJIb;

¢ MOHHMTOPHHI UCIIOJTHCHHA KOHTPOJIbHBIX nopyquI/Iﬁ JAOKYMCHTOB;,
e CHAIATUC UCIIOJIHCHHOTO JOKYMCHTA C KOHTPOJIA;

e HaAIIPAaBJICHHUEC UCIIOJIHCHHOTI'O TOKYMCHTA B I€JIO.

PykoBoauTenu CTpyKTYpHBIX MOApa3iesieHHi 00s3aHbl paccMaTpUBaTh COCTOSTHHUE
UCTIOJIHUTENbCKOM TUCIMITIMHBI 110 TOKYMEHTaM C Mopy4yeHusiMU aaMuuauctpanuu lkosnsl, a
TaKxe

JOKYMEHTBI, OCTYIMUBIINE B a/Ipec CTPYKTYPHOTO MOApa3IeNeHHs U Tpedyromue
VCIIOJIHEHUS U MIOATOTOBKH OTBETA.

I[OKYMCHT CUHUTACTCA UCITOJIHCHHBIM, KOT'/Ia PCIICHBI OKOHYATCIIBHO BCC MOCTABJICHHBICB HCM
BOIIPOCHI U CO6J'IIO,I[CHLI CJICOAYIOIIHUEC CPOKHU:



e €CJIM B JOKYMEHTE II0CTABJICH CPOK UCIIOJHEHUs — B YKa3aHHBIN CPOK;

e JIOKyMEHTHI 0€3 yKa3aHHs CPOKa UCIIOJHEHHS — B MECSIYHBIN CPOK;

e €CIM B JOKYMEHTE UMEETCS IIOMETKA «CPOYHO» — B TPEXIHEBHBIN CPOK;

e TIOpyueHHs 0e3 yKa3aHHs KOHKPETHOW JaThl UCTIOJIHEHUS — B MECSYHBIA CPOK;

e C IIOMETKOH «omepatuBHO» — B 10-HEBHBIH CPOK;

e 110 OOpAIICHUSM TPaXKAaH, TPEOYIOIIUM JIOTIOTHUTEILHOTO H3yYEeHHUS U TIPOBEPKH, —
710 OJTHOTO MECSILA CO JAHS PErUCTPALy, [10 OCTAIbHBIM — He Oojiee 15 nHel.

CpOK HUCUHCIACTCA B KAJICHAAPHBIX AHAX C JaThl NOAINIMCAHUA JOKYMCHTA.

Ecnu nocnennuiil 1eHs UCHOIHEHUS JOKYMEHTa MPUXOJUTCS Ha HepaOoYMil 1eHb, OH
MOJICKUT UCIIOJIHEHUIO B IPEIIIECTBYIOMINM eMy pabouuii AEHb.

[Ipu HE0O6XO0AMMOCTH MPOIIEHHSI CPOKA UCIIOJIHEHUS JOKYMEHTA OTBETCTBEHHBIN
HCIIOJHUTEIb NPEACTABISAET HA UM AUPEKTOPA, AABUIETO NOPYYEHHUE, MOTUBHPOBAHHYIO
IPOCKOY O €ro MPOAJCHUN HE MO3/AHEE YeM 3a TPU JHs 10 UCTEUCHHs] YCTaHOBIECHHOTO CPOKa,
C 4eM CBOEBPEMEHHO Nepeaaercs nHGopMalrs B IPUEMHYIO AUPEKTOPA.

IopsaaoK CHATHSA JOKYMEHTOB C KOHTPOJIA

HOKYMGHTI)I CHUMAIOTCA C KOHTPOJIA, €CIIM PCHICHBI ITOCTABJICHHBIC B HUX BOIIPOCHI MJIN
aBTOpPaM JaH OTBET I1O CYIICCTBY.

[IpomexxyTOoUHBII OTBET, PaBHO KaK U 3allpoC MO UCTIOJIHAEMOMY TOKYMEHTY HJIM YaCTUYHOE
WCIIOJIHEHUE MOPYUEHHUS, HE SBJISETCSI OCHOBAHUEM [T MIPU3HAHUS TOKyMEHTa

HUCITOJIHCHHBIM.

CHAITB AOKYMCHT C KOHTPOJIA MOXET TOJBKO JOJKHOCTHOC JIMIIO, KOTOPOE IMOCTABUIIOCT'O
Ha KOHTPOJIb.

OcHoBanuem IJI CHATHUA C KOHTPOJIA JOKYMEHTOB C IIOPYUCHUAMU AUPECKTOPA Ikoms1
ABJISIETCA JOKYMCEHT — OTBCET, HO,HHPIC&HHI)II\/'I JUPEKTOPOM, €I'0 3aMCCTUTCIIEM, hi9% (e8] CIIpaBKa
00 UCIIOJIHEHHUH JOKYMCHTA 3a NOAIHNCHIO PYKOBOIUTEIA CTPYKTYPHOI'O IIOAPA3ACIICHM.

6. Yuer u XxpaHeHHe NeYyaTeii, IITAMIOB U 0JIAHKOB

O6H33TCJ'ILHOMy ydeTy no4jieikat BCC BU/bL reyarei u mTaMIIOB, OJaHKu CTpOFOfI
OTUCTHOCTHU, KOMAHAUPOBOYHbBIC YIOCTOBCPCHU, CJ'Iy>K€6HBI€ 3alaHusl, TPYAOBBIC KHUKKH.

VYuer Bcex nevarei U mTamioB, umeromuxcs B lllkose, Benercs B crielinaibHOM
KypHane (mpuioxenue Ne 13).

)KypHaJ'IH y4€Ta BKIIOYAKTCA B HOMCHKIIATYPY HCJI. JIncThl nx HYMCPYIOTCA,
MPOIIMUBAIOTCA U OIICYATBIBAIOTCH.

ITeyaTn u mITaMIbl JOJIKHEI XpaHUTHCA B ceﬁtbax NIN MCTATTIIMYCCKUX mKa(bax.

OTBETCTBEHHOCTD 3a XpaHCHHUC U UCIIOJIB30BAHUC HC‘-I&TCIZ, IITaMIIOB HECYT
Jinia, OTBETCTBCHHBIC 3a BEACHUC ACJIOIMPOU3BOJACTBA.



YHHUTOKEHHUE OJIAHKOB MMPOU3BOAUTCA 110 aKTY C OTMETKOMU B COOTBCTCTBYIOIIUX
JKypHaJlaxX y4dcTa.

ITewaTn n mITaMIbl YHUYTOKAKOTCA 11O aKTY.

[IpoBepka HamuuMs redyaTei, MITAMIIOB W OJIAHKOB, a TaKXKe MOPSIKA MUX XpPaHECHUS U
HCII0JIb30BAHUS IPOU3BOIUTCS KOMUCCHEN HE peXe 0JJHOrO pa3a B roJl OIHOBPEMEHHO C
IIPOBEPKOM COCTOSIHMSI JIEIOIIPOU3BOICTBA.

7. CocTaBiieHHEe HOMEHKJIATYPHI J1eJ1

Homenknarypa aen — cucreMaTU3MpOBaHHBIHN IepeueHb 3aroJIOBKOB (HaMMEHOBaHUI ) A€,
3aBOJIMMBIX B 00pa30BaTeIbHOM OpraHU3aluy, C YKa3aHUEM CPOKOB UX XpaHEHUS,
o(opMIICHHBIN B yCTaHOBICHHOM nopsake. HomeHknatypa nen npenHazHaueHa Juis
IPYNIUPOBKU UCHIOJHEHHBIX TIOKYMEHTOB B JIeJla, CUCTEMaTU3allUY U y4yeTa Jell,
OTIpeJIeNIEHUs] CPOKOB UX XPAHEHMsI U SIBJIIETCS OCHOBOM JJIsl COCTaBJIEHMSI OITUCEH Jien
MTOCTOSIHHOTO U BpeMeHHOoro (cBbiie 10 51eT) XxpaHeHus, a Takke Ui ydeTa JIe]l BpEMEHHOTO
(o 10 ner BKIIFOUMTEIIEHO) XPaHEHUSI.

Homenknarypa nen oOpa3oBarenbHON OpraHU3aid COCTABISAETCS PAOOTHUKOM,
Ha3HAYEHHBIM IPUKA30M PYKOBOJUTENSE 00pa3oBaTeNbHON Opranu3anuu (Jaiee

— OTBETCTBEHHBIN) B COOTBETCTBUH C YCTABOM 00pa30BaTEIHLHON OpPraHU3aIuu 1
MOJIOKEHUSIMU O €TO CTPYKTYPHBIX MO/Ipa3ieNieHUsX, IITATHBIM paclucaHueM, IJIaHaAMH U
oTYeTaMu 0 padoTe, NePEeYHSIMHU TOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHUs,
HOMEHKJIATypaMu JIeJl 3a MpeAllecTBYIONe roabl. M3ydaroTcst JTOKyMEeHThI, 00pa3yrouiuecs
B JICATEIbBHOCTH 00pa30BaTEIbHON OpraHu3aliy, UX BUbl, COCTAB U COJIEp>KaHuUE.

CTpyKTypHBIE TIOApA3ICTCHHUS €KEro1HO, He mo3aHee 30 HOsOps TeKyIIero roaa
COCTaBIISIIOT IEPEYHH TIOKYMEHTOB, KOTOpbIE 00pa3yroTcs B Mpoliecce AesITeNbHOCTH U
MIPEJICTaBJISIOT X OTBETCTBEHHOMY Ui (DOPMHUPOBAHUS CBOJIHOM HOMEHKIIATYPHI JIEI.
OTBETCTBEHHOCTD 33 OPraHU3AIII0 CBOEBPEMEHHOT'O COCTABJICHUS MIEPEYHS JOKYMEHTOB IS
HOMEHKJIATYphI J1e]1 00pa30BaTeIbHON OpraHu3alii BO3JIaraeTcsi Ha pyKoBOAUTENCH
CTPYKTYPHBIX MOJIpa3AeeHUH.

HpI/I HCO6XOI[I/IMOCTI/I AT CTPYKTYPHOT'O TOAPA3ACIICHUA MOXKET COCTABJIATHCA OTACIIbHAA
HOMCHKIJIaTypa JCJI. HOMCHKHaTypa ACII CTPYKTYPHOT'O IMOAPA3ACIICHUA COCTABJIACTCA JIMLIOM,
OTBCTCTBCHHBIM 34 BCACHUC JACIIONMPONU3BOACTBA CTPYKTYPHOT'O IOAPA3ACIICHN,
COTI'JIAaCOBBIBACTCA U MOAINUCBIBACTCA PYKOBOJUTEIIEM CTPYKTYPHOI'O ITIOAPA3ACICHUA U
IpeaAcCTaBJIsICTCA pa6OTHI/IKy, OTBCTCTBCHHOMY 3a OpTaHHU3allUuI0 ACJIONPOU3BOACTBA U
APpXUBHOC JICJIO B O6paSOBaTeJ'ILHOI‘/‘I OpraHu3anuu.

HowmeHnknatypa nen o6pa3oBaTeabHOIN opraHu3alyy Ha MPeaCTOSAIIMN T
COCTaBJISIETCS/yTOUHSETCS B TIOCIIEJHEM KBapTaJie TEKYILIEro ro/1a, BUSHPYeTCs
PYKOBOJIUTENIEM apXHBa, COIVIACOBBIBAECTCS € TIOCTOSIHHO AEHCTBYIOIIEH SKCIIEPTHON
KoMHCcHel 00pa3zoBaTeabHOM opranu3anuu. [Ipy n3aMeHeHnn CTpyKTyphl U (Mn) He pexe |
paza B 5 J1eT, HOMEHKJIaTypa A€l COTJIaCOBBIBAETCSI C SKCIIEPTHO-IIPOBEPOUYHON KOMUCCUEN
DHCKOTro 007aCTHOTO apXHBa. B KOHIIe KaXXI0T0 roia HOMEHKJIATypa Jesl yTBEePKAaeTCs
JTMPEKTOPOM 00pa30BaTeIbHON OpraHU3allMy U BBOJUTCA B AeHCTBHE ¢ | STHBaps
CJIEAYIOIEro Tofa.



B ciyuae HE0OXOJMMOCTH BHECEHHS B HOMEHKJIATYPY €71 3HAUUTEIIbHBIX H3MEHEHUI
HOMEHKJIATypa A€l NOIEKUT nepepaboTke. MI3MeHeHs yTBEpKIat0TCs IPUKA30M WU
KOPPEKTUPOBOYHBIM JMcTOM. Hebouiblne n3MeHeHHsI BHOCATCS B YTBEPKICHHBIA pabounii
9K3EMILIAP HOMEHKIIATYPBI ACII.

IMTopsinok cocraBneHus HOMEHKIATYph! ei. Homenknarypa odopmnsercs o
yTBepKAeHHOH popme (npuitoxerue Ne 14).

HowmeHkinaTypa zen noapaszensercs Ha pasaeibl, KOTOpble PaclosaraloTcst B COOTBETCTBUU C
YTBEPKJEHHBIM LITATHBIM paciucaHueM 00pa3oBaTesibHOM opranu3auuu. Hazpanusamu
pa3zesioB HOMEHKIIATYPHI JIEJT SBJIAIOTCS HAMMEHOBAHUS €€ CTPYKTYPHBIX I0Ipa3iesieHui
WJIM HaIlpaBJICHUS JESTEIbHOCTH.

B rpade 1 HOMEHKIATYpBI A€ IPOCTABIISIFOTCS HHIEKCHI KXKIOTO Jiejia, BKIIFOUEHHOTOB
HOMEHKJIaTypy. MHIeke aena cocTouT u3 MugpoBoro 0003HaYeHNS U3 ITATHOTO
pacrniicanusi 00pa3oBaTeIbHOM OpraHu3anuu (Kojaa) v MOpsAKOBOTO HOMEpPA 3arojoBKa Jea
o HoMeHKkJaType. MHaekcs! aenm 0003HavdaroTcs apadckumu mudpamu. Hanpumep: 12-05,
rae 12 — o6o3navyenue (koxu), 05 — mopsAKOBBIN HOMEp 3aroJIoBKa Jelia B pasjese
HOMEHKJIATYPHI JIell.

B HOMCHKIJIATYpE A€ COXPAHAIOTCA O AMHAKOBBIC MHACKCHI AJI9 OJHOPOJIHBIX U
MNEPEXOAAIUX ACI.

B rpade 2 HomeHKIaTyphI €7 MPONKUCHIBAIOTCS 3ar0JIOBKU JIEII.

3aroJIoOBOK Jiesia 4eTKO, B 00001meHHoN (hopMe OTpakaeT OCHOBHOE COJICPKAHUE U COCTaB
JTOKYMEHTOB zienia. OCHOBOM /U1 HANMEHOBAHUS (3ar0JIOBKA) A€ SIBJISTFOTCS] BOIIPOCHI,
OTpasKaroIre 3a1a4u U GyHKIIUU 00pa3oBaTeIbHOM opranu3anui. HanMeHoBaHUS
JOTIOJTHSFOTCSI YKa3aHUEM POJia 3aBOJAMMOTO JIeia T Pa3HOBHHOCTH JJOKYMEHTOB
(TIOCTaHOBJICHUS, PACTIOPSDKCHUS, TIPHKA3bI, IPOTOKOJIBI U T. 11.).Eciu ieno, BKitogaeMoe B
HOMEHKJIATYPY €], COCTOUT U3 OJIMHAKOBBIX BUIOB WJIA Pa3HOBUIHOCTEH TIOKYMEHTOB, B
3aroJIOBKE TaKOTO JeJla YKa3bIBAaeTCs HANMEHOBAHUE BUIOB IOKYMEHTOB, HAIIPUMEP
«[Ipuka3pl IO OCHOBHOM JiesiTeIbHOCTHY. He nomyckaeTcst ynotpeOiieHre B 3arojoBKe Jeiia
HEKOHKPETHBIX (DOPMYITHPOBOK («pa3HbIe MATEPUAITBI», «OOIIast MEPEIUCKAY, KACXOISIIAst
MEPENUCKay, «BXOSIINE TOKYMEHTBI»), a TAK)KE BBOJHBIX CJIOB, CIIOKHBIX CHHTAKCHUECKUX
oboporoB. He momyckaercst ynotpeOieHne COKpAIEHHBIX CIIOB HANMEHOBAHHI
TEPPUTOPHUATBHBIX OPTAaHOB UCTIOJHUTEIBHOM BIACTH, YUPESIKICHUN U OPraHU3al|id, KpOMe
o(HIIMATBHO YCTAaHOBIICHHBIX COKpaleHuil. Eciu niemno Oyaer cocTosTh U3 HECKOJIbKUX
TOMOB WJIM YaCTEH, TO COCTABIISETCS OOIIHIA 3ar0JI0BOK JIeJIa, a 3aTeM IPH HE0OXO0AUMOCTH
COCTABJISIFOTCSI 3aT0JIOBKU KaXKJIOTO TOMa (4acTH), yTOUHSIOUINE COJIEPyKAHUE 3ar0JI0BKa
nena.

HOpH,Z[OK PAaCIOJIOKCHUS 3ar0JIOBKOB ICJI BHYTPHU pa3ACIOB U MOAPA3ACIIOB HOMCHKIIATYPBI
ACI OIMPEACIACTCA CTCIICHBIO BA’)KHOCTU JOKYMCHTOB, COCTABJISIFOIIUX ACJIA, U UX
B3aHMOCBSI3b10. BHavaie pacnoJiararoTcsd 3aroJIOBKu A€Jj, COACPIKAIINUX OPraHU3aliliOHHO-
pacniopsAAUTCIIbHYO JOKYMCHTALIUTO. I[anee paciiojiararoTcsd 3aroJIOBK1 AcJji, COACPIKaAIIUX
IIaHOBBIC U OTYCTHBIC JOKYMCHTHI U T. .

HOpH,Z[OK PAaCIOJIOKCHUS 3aroJIOBKOB ICJI BHYTPU pa3[ACIOB U MOAPA3ACIIOB HOMCHKIIATYPBI
ACIT oNpeaCIACTCA CTCIICHBIO BAXKHOCTU NOKYMCHTOB, COCTABJIAOIINUX J1€jIa, U UX



B3aUMOCBS3b10. B Hauane pacronararorcst 3aroJIOBKHU JieJ1, COAEPKAIIUX OpPraHu3allMOHHO-
pacHopsiIUTENbHYIO JOKYMEHTAIMIO. 3ar0JI0BKH JIEJI MOTYT YTOYHATHCS B IIPOLIECCe
(bopmupoBanus U 0(HOpMIICHUS JIEI.

B HOMEHKIIaTypy /1€ BKIIFOUAIOTCS TAKXKE JeJia, He 3aKOHUYEHHBIE IIPOU3BOICTBOM JIeiIa
MIPOLUIBIX JIET (IIEPEXOIALIUE).

I'pacda 3 HOMEHKIATYPBI JIE)T 3aMOTHACTCS B TCUCHHE KaJICHAaPHOTO To/1a — IIPH
(hopMHpPOBaHHH HOBOTO JIEJIa, TIPY 3aKPBITHH JIEJIa ¥ TI0 OKOHYaHUH KaJICHIAPHOTO To/1a.

[To noctmxenun nenom odvema B 250 THCTOB, TOM 3aKPHIBAETCS U OTKPBHIBAETCS HOBBIN TOM.

B rpade mocrenoBaTenbHO yKa3bIBAIOTCS HOMEPa TOMOB U KpaifHUE JIaThl JOKyMEHTOB
kaxaoro roma. Hanmpumep «T1 — 11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021».

3J'IGKTpOHHBI€ JCJIa Ha TOMa HE pa3aC/IA0OTCA. Bce OJICKTPOHHBIC JOKYMCHTBI, HE3aBUCUMO OT
nux O6T>€Ma, BKJIFOYAKOTCA B OAHO 3JICKTPOHHOC ICIIO0.

B rpade 4 yka3biBaeTcsi CpoK XpaHeHUs Jejia, HOMepa CTaTel Mo TUIIOBOMY UJTU
BEJIOMCTBEHHOMY IEpEUHIo, (hefiepaibHOMY 3aKOHY WJIM HHOMY HOPMaTHBHOMY IIPaBOBOMY
aKTy, a IPHU UX OTCYTCTBUHU — IO TUIIOBOM WJIM PUMEPHON HOMEHKJIAType AeIl.

B rpade 5 «IIpumeuanuey ykazbIBaloTCs ClIEUAIbHBIE CPOKU XpaHEHHUS JIe,
IIPOCTABJIAIOTCS OTMETKH O 3aBEICHUHU JIeJI (B TOM YHCIIE B AJIEKTPOHHOM BHUJIE), O BBIIEIEHUU
Jie71 K YHUUTOKEHHIO 110 MCTEYEHUHU CPOKOB MX XPAHEHHs], O MECTE XpaHEHUs II0/UIMHHUKOB
JOKYMEHTOB, O Ilepejaye J1eN B APYryto OpraHu3aLuio AJs MPOJODKEHUS U Ap.

B rpade nemaroTcs OTMETKH O MEPEXOISAIINX JeflaX ¢ YKa3aHUEeM CTaporo MHICKca Jefa B
cimydae ero usmeHenusi. Hanpumep «Ilepexonsmiee ¢ 2016 r. B 2016 - 2019 rr. — 1. 2-2-11».

[To nenam, KOTOpHBIE MO KAKUM-IHOO MIPUYKMHAM B T€YEHHE I'0/1a HE 3aBOIUIINCH, B Tpade
«[Ipumedanre» HOMEHKIIATYPBI A€l AenaeTcs 3anuch — «Jleno He 3aBoaunocs». [lpu aTom B
rpade 3 nmpocraBuseTcss IpOUEpK.

Ilo oxoHUaHUM roaa B KOHII€ HOMECHKIIATYPHBI €I ACIaCTCA UTOTroBas 3alucCh O
KOJIMYCCTBEC 3aBCACHHBIX ICJI (TOMOB).

HOpHI[OK PacCIoJIOKCHUS 3aroJIOBKOB ACJI BHYTPU pa3JCiIOB U MMOAPA3aACIIOB HOMCHKIIATYPhI
ACII OIIPEACIACTCA CTCIICHBIO BAX)KHOCTU JOKYMCHTOB, COCTABJIAOIINX ACJIa, UUX
B3aMMOCBSI3bI0. BHauase pacnoJiararoTca 3aroJIOBK ACJI, COACPKAIMUX OPTraHU3allMOHHO-
pacniopsAAUTCIIbHYO JOKYMCHTALIUTO. I[anee pacnnojiararoTca 3aroJIOBKu ACJ1, COACpKAIIUX
ITaHOBBIC U OTYCTHBIC JOKYMCHTHI U T. .

8. ®opMmupoBaHne U oopMJIeHHE el

q)OpMI/IpOBaHI/Ie ACII — I'PYNIIUPOBKA UCIIOJIHECHHBIX TOKYMCHTOB B I€JIa B COOTBETCTBHUC
HOMGHKHaTypOﬁ ACHT U CUCTEMATHU3allA JOKYMCHTOB BHYTPHU JCJIA.

Hena B llIkone popMHUPYIOTCS B CTPYKTYPHBIX MOIpa3/ICICHUSX.



HcnonHeHHbIe JOKYMEHTHI T0JDKHBI B 10-THEBHBIN CPOK CAABATHCS UCTIOIHUTEINIEM JIUILY,
OTBETCTBEHHOMY 3a BEJICHUE JICIONPOU3BOJICTBA B CTPYKTYPHBIX MOJIpa3ACICHUSX, A5
(dopmupoBanus ux B gena. Homep nena, B KOTOpoe 10KEeH ObITh MOAIINT JOKYMEHT,
ONpeeNsieT PYKOBOAUTENb CTPYKTYPHOTO noapaszaeneHus 11Ikonb! uim ucnoaHuTens B
COOTBETCTBUU C HOMEHKIATypoil en. Ha nokymenTte nmpocrasistorcss otMeTka «B nerno
Ne...», noanuce NCHOTHUTENS WIM PYKOBOAUTENS CTPYKTYPHOTO MOJApA3/IENeHUs, AaTa.

JIOKyMEHTBI BHYTPH JI€JIa paclloIararTcs B XPOHOJIOTHYECKOH OCIe10BATEIbHOCTH.

KonTtposb 3a npaBuiibHOCTBIO (POPMHUPOBAHUS JI€] OCYILIECTBIISIETCSI OTBETCTBEHHBIM 32
apxuB [lIkomsr.

[Ipu popmupoBanum ae1 HEOOXOAMMO COONIOAATH CIEyIOIINE 00IMe IpaBuia: MOMEIATh
B JICJIO TOJIBKO MCITOJTHEHHBIC IOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKaMHU JIEI T10
HOMEHKJIATYpE; TPYIITHPOBATH B JEIIO JTIOKYMEHTBI OJJHOTO KaJICHIapHOTO TO/1a;

pa3aeNbHO TPYIITUPOBATH B Jie)ia JOKYMEHTBI TOCTOSIHHOTO M BPEMEHHOTO CPOKOB XPaHEHUS;
MOMeIIaTh B Jiejia KcepoKonmuu (PakcoB, TeeGoHOrpaMM Ha OOIIMX OCHOBAHUSX; B JCJIO HE
JOJIKHBI TIOMEIIATHCS IOKYMEHTBI, ITOJIe)KAIIe BO3BPATY, JTUITHHE SK3EMILIAPHI,
YEPHOBUKU: 110 00BEMY JI€JI0 HE TODKHO TpeBbIimatrh 250 muctoB win 4 cm. [lpu Hanuvwn B
JieJie HECKOJIBKMX TOMOB (YacTel ) HHJIEKC U 3ar0JI0BOK JIeia TIPOCTABIISIFOTCS Ha KaXKJIOM
TOME C T0OABICHUEM «TOM 1», «TOM 2% (ITOCIICTHHH).

PacniopsinutenbHble TOKYMEHThI TPYIITUPYIOTCS B Jefia M0 BUJIaM B XPOHOJIOTHYECKOM
MOPSIIKE C OTHOCSIIIUMHUCS K HUM IIPUIIOKEHUSIMHU.

YcTaBsl, MONOXKEHUS, THCTPYKIUH, YTBEPKICHHbBIE PACIIOPSIUTEIbHBIMU TIOKYMEHTAMU,
SIBJISIFOTCSI IPUJIOKEHUSIMH K HUM M TPYIIHUPYIOTCSI BMECTE C yKa3aHHBIMH JOKyMEHTaMHU.
Ecnu e oHU yTBEp:KJIEHBI B KAUECTBE CAMOCTOSITENILHOTO IOKYMEHTA, TO UX FPYIIHUPYIOT B
CaMOCTOSITENIbHBIE JIeNa.

HpI/IKa3BI 110 OCHOBHOM ACATCIIBPHOCTU I'PYHIIMUPYIOTCA OTACIBHO OT IIPHUKA30B I10 ITUIYHOMY
COCTaBy.

HpI/IKa3BI I10 TUYHOMY COCTaBYy I'PYHIIUPYIOTCA B 1€JIa B COOTBETCTBHUU C YCTAHOBJICHHBIMU
CPOKaMH UX XpaHCHHA.

HpOTOKOJIbI B JCJIC pacCiiojJararoTcs B XpOHOJOTHYCCKOM ITOPAAKE II0 HOMCpPAM. I[OKYMGHTBI
K IIPOTOKOJIaM, CrpyIIIUpPOBAaHHBIC B OTACIBHLBIC I€J1d, CUCTEMATU3HUPYIOTCA 110 HOMEpaM

IIPOTOKOJIOB.

VYTBep:K/IeHHbIE IIaHbI, OTYETHI, CMEThI, TUMHUTBI, TUTYJIbHBIE CIIUCKU U IPYTHE TOKYMEHTHI
IPYNIIAPYIOTCS OTAEIBHO OT IPOEKTOB.

Z[OKYMGHTBI B JIMYHBIX ACJIaX paclojiararoTcd 1o Mepe ux rnoCTyIICHU:A.

HepeHI/ICKa rpynmnupyeTrcsa B paMKax OJHOI'O KaJICHAAPHOI'O IroJla U CUCTCMAaTU3UPYCTCA B
XpOHOJlOFH‘-ICCKOﬁ NOCICA0BATCIIBHOCTU: NOKYMCHT — 3alIPpOC — JOKYMCHT — OTBCT.

I[ena IIxompl mogiexar O(I)OpMJIeHI/IIO IMpU UX 3aBCACHUU U 110 3aBCPIICHHUU I'Oda.
O(l)OpMJ'ICHI/Ie ACJia — MOATOTOBKA ACJIa K XpaHCHHUIO BKIIFOYACT B ce0s1 KOMILICKC pa60T 8 (0)



OIMCAHUIO JIeJ1a Ha 00JI0XKKE, OIINBKE, HyMEPALMH JINCTOB U COCTABJICHUIO 3aBEPUTEIIBHON
Haamucu. OdopmiieHUe JIeT MPOBOIUTCS paOOTHUKAMU CTPYKTYPHBIX TOIpa3aeiieHUui
[Ikob1, B 005S3aHHOCTH KOTOPBIX BXOIUT 3aBeACHUE U (POPMUPOBAHUE ACT, TIPU
METOJMYECKOM ITOMOIIY U MO KOHTPOJIEM

apxuBa [lIkomnsl.

B 3aBucumoctn ot CPOKOB XpaHCHH IMIPOBOAUTCA IMOJTHOC UJIM YaCTHUYHOC 0(1)0pMJICHPI€II€JI.

[TostHOMY OOpPMIIEHHIO MTOAJIEKAT JIeJIa IOCTOSIHHOTO, BpeMeHHOTO (cBbIme 10 ner)
XpaHeHus (110 JIMYHOMY COCTaBY, JTMYHBIC JIeIa YBOJECHHBIX paboTHUKOB). [TotHOE
odopMmIIeHHE AeNa IpeycMaTpUBaeT:

e TIOJIIMBKY WJIM TBEPIBIH MEPETUIeT JeNa;

e HYMEpAIHIO JIUCTOB B JIEIIE;

e COCTaBJICHUE JIMCTA-3aBEPUTEIIS;

e COCTaBJIEHHE B 0COOBIX CiTydasx (Mpu OPOPMIIEHUH JUYHBIX €], VIS y4eTa 0co00
[IEHHBIX JJOKYMEHTOB) BHYTPEHHEH OIMCH TIOKYMEHTOB JeTIa;

e BHECEHHE HEOOXOJUMBIX YTOUHEHUN B PEKBU3HUTHI 00JIOKKH Jiena (yTOUHEHHE
Ha3BaHUs NMOJApa3eIeHNs, HHEKCa U 3aroJI0BKa JieNa, AaThl Jea u ap.).

Jena BpemeHHOrO (10 10 JIeT BKIIOYUTENBHO) XpaHEHUs MOIJIEKAT YACTUIHOMY
odopmiteHuro. Jlomyckaercs:

e XPAHUTH ACJIa B CKOPOCIIHNBATCIIAX;

e HC IIPOBOJUTH NECPECUCTCMATU3AUIO JOKYMCHTOB B ACJIC,
e JIMCTHI J€JIa HC HYMCPOBATh,

e 3aBCPUTCIIBHBIC HAAIINCH HE COCTABJIAThD.

8.10 JIoKyMeHTBI, o IIe)KaIIne TOJTHOMY 0(OPMIICHUIO, TIOIIMBAIOT HA YETHIPE MPOKOJIA B
TBEPIYIO 00JI0KKY U3 KapTOHA MJIH MEPEIUICTAIOTCS C yIETOM BO3MOYKHOCTH CBOOOTHOTO
YTEHUS TEKCTa BCEX JIOKYMEHTOB, JIaT, BU3 U PE30JIIONMK Ha HUX. [Ipu moAarotoBke aei K
MOIIMBKE (TIEPETUIETY) METALNTHYECKUE CKPETIEHUs (CKOOBI, CKPETIKH) U3 TOKYMEHTOB
yIansroTes. Jlena mocTosIHHOTO XpaHeHHUsI, COCTOSIINE U3 HEPOPMATHBIX JJOKYMEHTOB,
XPaHSTCS B 3aKPBITHIX TBEPABIX MAIKaX C TPEMs KJlallaHaMH | C 3aBs3KaMU.

HpI/I HaJlIn4uu B JCJIC HCBOCTpe6OBaHHHX JINYHBIX JOKYMCHTOB (pr,HOBBIX KHHXXCK U )Ip)
9THU JOKYMCHTBI BKJIIAAbIBAKOTCA B KOHBCPT, KOTOpLIfI 3aTCM IOAIIMBACTCA B 3TO ACJIO. HpI/I
HAJIMYUK OOJIBIIOr0 KOJIMYECTBA TAKUX JAOKYMCHTOB OHU MOT'YT U3bIMATLCA U3 [CJI, U HA HUX
COCTaBJIACTCA OTACIABbHAA OIIUCH.

B koHIIe Ka)XA0T0 Aena MOAIINBAIOTCSA YUCThIE OnaHKH (I)OpM JJIA 3aBepI/ITeJ'IBHOI7I HaaIIuCH.

B nensix obecrieueHust COXpaHHOCTHU M 3aKpETICHHs MOPsIKa PacIioyIoKeHHsI
JOKYMEHTOB, BKJIIFOUEHHBIX B JIEJI0, BCE JIUCTHI, KPOME 3aBEPUTEIBHOTO, HyMEPYIOTCS
apabckuMHU IU(paMu B IPaBOM BEPXHEM YIIIy, HE 3a/ieBasi TEKCTa JJOKYMEHTA, IPOCTBIM
rpadUUecKuM KapaHAalloM WIK HyMepaTopoM. YIoTpebieHre YepHUI U LIBETHBIX
KapaHJalei 11 HyMepaluy JUCTOB 3anpeiaerca. BHyTpeHHss onuch numeet
CaMOCTOSITENIBHYIO HYMEPALIUIO.



JIucTel e, COCTOSAIMX U3 HECKOJIBKAX TOMOB WJIM 4acTe, HyMEPYIOTCS 110 KaXKOMY TOMY
WJIM 9aCTHU OTIENBHO.

dotorpaduu, YepTEKHU, TUArpaMMBI U IPYTUe UIUTIOCTPATUBHBIC U CIICIIU(PHUECKUE
JOKYMEHTBI, IIPEICTABIISIONINE CAMOCTOATEIbHBIN JIUCT B A€JIe, HyMEPYIOTCS Ha 000pOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

Cno’KeHHBIH JUCT pa3BOPAYUBAETCS U HyMEpPYyeTCs B IpaBoM BepxHeM yriy. [Ipu atom nuct
mo6oro ¢opmara, OIMUTHIN 32 OAWH Kpaid, HyMEpYeTcsl KaK OJIMH JIUCT; JIUCT, CII0KEHHBIN
U NOAIINTHIN 32 CEPEANHY, IIOIEKUT NEPEIINBKE U HYMEPYETCS KaK OJIMH JIACT.

HO)IHH/ITBIG B ZICJI0O KOHBCPTHI C BJIOKCHUAMHA HYMEPYIOTCS; IIPU 3TOM BHAYAJIC HYMECPYCTCA
KOHBEPT, a 3aTEM OYCPCIHBIM HOMEPOM KAXKAOC€ BJIOKCHHUE B KOHBCPTC.

[ToamuTeie B A€0 JOKYMEHTHI ¢ COOCTBEHHOM HyMepalieil IMCTOB (BK/IIOYas eYaTHbIe
W3J1aHus) MOTYT HyMEpOBaThCs B 00I1IEM MOPSIKE WM COXPAHITh COOCTBEHHYIO HyMepaluio,
€CIIM OHA COOTBETCTBYET MOPAIKOBOMY PACIIOJIOKEHUIO JIHCTOB B JIEIIE.

B cnyuasx oOHapykeHus OOJBIIOTO YKcIia OMMOOK B HyMEPAIIMH JINCTOB Jiea B
JIeIONIPOU3BOICTBE MPOBOIUTCS UX NepeHyMepanus. [Ipu nepenymepanuu JMCTOB cTapbie
HOMEpa 3a4EPKUBAOTCS OJTHOM HAKJIOHHOM YE€pPTOU U PSAIOM CTABUTCS HOBBIM HOMEp JIMCTA; B
KOHILIE JIeJla COCTaBJISIETCS] HOBAsl 3aBepUTENIbHAS HAAMUCh, IIPU STOM CTapasi 3aBepUTeIbHAs
HAJMKUCh 3a4€PKUBAETCS, HO COXPAHSETCS B JIEIE.

JIstst ydaeTa KOJM4YeCTBa JINCTOB B Jieie U (PUKCAIIMHA OCOOCHHOCTEH MX HyMEpaIluu
COCTABJIICTCS 3aBEPUTEIIbHAST HAAMUCH Jiesia. OHA COCTABIISIETCS B J€jIe Ha OTICIBHOM JIUCTE
— 3aBepuTelIe Jieia. 3aBepUTENIbHAS HAIIKMCH COCTABIISAETCS 110 YCTAHOBJICHHOM (hopme
(mpunosxenue Ne 15).

Bce MMOCIEAYIOIUE N3MECHCHHS B COCTAaB€ U COCTOAHUM J€JIa (HOBpC)KI[CHI/IH, 3aMC€Ha
IIOAJTUMHHBIX JOKYMCHTOB KOITUAMHU, IPUCOCANHCHHUEC HOBBIX TOKYMCHTOB U T. ,Z[.) OTMECYAKTCA
B SaBepHTeHBHOﬁ HaAIIuCu Co CCBUIKOM Ha COOTBCTCTBYIOH_[I/Iﬁ aKT.

O0110%Ka J1e)1 MOCTOSTHHOTO, BpeMeHHOTO (cBbile 10 JIeT) XpaHeHHUs U 110 THIHOMY
cocTaBy opopMIISETCS 10 YCTaHOBIICHHOM (hopme (mpusioxenue Ne 16).

Ha 06m05xke ACJI TOCTOAHHOI'O XpaHCHUA BBEPXY IMMPEAYCMATPUBACTCA MECTO IJIA
HanMCHOBAHUA IOCYJapCTBCHHOI'O apXHBa, B KOTOpLIfI OHH 6y,HYT nepcaaHbl, a TaKXKE
APXUBHOI'O mn(bpa B ITPpaBOM BEPXHEM U JICBOM HUKHEM YIJlaX.

HpI/I O(l)OpMJ'IeHI/II/I 00JIOKKHU nen HaumeHoBaHue IIIkoabl YKa3bIBACTCA IMOJIHOCTLIO I10
YCTaBy, B UMCHUTCIIBHOM ITAJICKE, COKPAILICHHOC HA3BAHUC — B CKOOKax.

OO0s13aTeIbHBIMHU PCKBU3UTAMU 00JIOKKHU AcJia ABJICTCA YKA3aHUC KOJIMYUCCTBA JINCTOB B
ACJIC, KOTOPOC MPOCTABIISICTCA HA OCHOBAHUU 33BepHTeJ'ILHOfI HaAIIMCHU 1CJia, 1 CpOKa
XpaHCHU: OCiia (Ha ACJIaX MOCTOSHHOTO XpAaHCHUS IMUIICTCSA: «XPAHUTDH HOCTOHHHO»),
KOTOpLIfI NIEPCHOCUTCA Ha O6J'IO)KKy ACJIa U3 HOMCHKJIATYPBI IMOCJIC CBEPKU €ro 110 CpOKaM
XpaHCHHA B IICPCUHC.



Jlig yueta JOKyMEHTOB OIPEECIIEHHBIX KATETOPHUi €)1 IOCTOSIHHOTO ¥ BPEMEHHOTO
(cBormre 10 51eT) XpaHeHus!, y4eT KOTOPBIX BBI3BIBAETCS CIIEUM(UKON JTAHHOW TOKyMEHTALUU
(JtmuHBIE Aea, 0co00 LEHHBIE), COCTABIAETCS BHYTPEHHSIS ONUCH JOKYMEHTOB JIeNa.

BHyTpeHH010 onuch He00X0UMO TaKXKE COCTABJISATh B JIEJIaX MOCTOSIHHOIO U BPEMEHHOTO
(cBpiwe 10 sieT) xpaHeHus, CPOPMUPOBAHHBIX 10 PA3HOBUIHOCTSIM JIOKYMEHTOB, 3aI0JIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEPKaHUE TOKYMEHTOB.

BHyTpeHHsIs 0nUCh COCTaBIISIETCS HAa OTJECJIBHOM JIMCTE 110 YCTAaHOBJIEHHOH (popme
(npunoxenue Ne 17), koTopasi COJIEPKUT CBEAECHHUS O MOPSIIKOBBIX HOMEPAX TOKyMEHTOB
Jiena, X MHAeKcax, JAarax, 3aroJloBKax 1 HOMEpax JIMCTOB Jiela, Ha KOTOPBIX PaCIoJIOKeH
KaX bl JOKYMEHT.

K BHyTpeHHel onucu aena COCTaBIsAETC UTOTOBAs 3alIUCh, B KOTOPOU YKAa3bIBAETCS
1udpamMu 1 MPONUCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JIMCTOB
BHYTPEHHEHN OIUCH.

BHyTpeHHss ONHUCh MOAMUCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM JOJDKHOCTH, TTOJIITUCH,
pacupOBKH IMOIMUCH U HYyMEPYETCS B JIEJ€ OTIACIBHO.

9. Opranu3anus onepaTUBHOIO XpPaHEHHUsI IOKYMEHTOB

C MoMeHTa 3aBeJicHus U 10 nepeaadn aen B apxuB LLkosbl gena XpaHaTcs Mo MECTY MX
(hopMUPOBaHUS — B CTPYKTYPHBIX MOIpa3ICICHUSX.

PykoBouTenM CTPYKTYpHBIX MOApa3Ie]ICHUN 1 paOOTHUKH, OTBEYAIOIIHE 32
JIEJIOTIPOU3BO/ICTBO, 00s13aHBI 00€CTIEUNBATh COXPAHHOCTh IOKYMEHTOB U JICII.

C LECJIBIO MMOBBIICHUA OIIEPATUBHOCTHU IIOUCKa JOKYMEHTOB [€ja pacriojiaratorcsa B
COOTBCTCTBHUH C HOMeHKHaTypOﬁ JCII.

Ha KOopfiKax 007105KeK ACJT YKa3bIBaOTCA MHACKCHI A€ II0 HOMCHKIIATYpPCE.

K nmoxymeHTaM BpEMEHHOTO XpaHEHHsI OTHOCSTCS JOKYMEHTBI CO CPOKOM XpaHEHHUs He Ooiee
10 5iet u xpaHaTcs 1Mo Mecty ux GOpMUPOBAHUS B CTPYKTYPHBIX MOApa3aencHusx. Jlena
BpeMeHHOro (70 10 JieT BKIIIOYUTENBHO) XpaHEHUs B apXUB HE MepeAaroTCs U MOATIexKaT
YHUUYTOKEHUIO B YCTAHOBIIEHHOM TOPSIIIKE.

3aBepIleHHbBIC Jel1a MOCTOSHHOTO U I0JArOBpeMeHHOTO (CBbIIe 10 J1eT) CPOKOB XpaHEHHS
XpaHATCS 10 MeCTy UX (GOPMHUPOBAHUS B TEUCHUE JIBYX JIET, a 3aT€M CAAIOTCS B ApXUB
Ixomnsl.

Jlena BpeMEHHOTO CPOKa XpaHEHUs XPAHATCS 10 MeCTy UX (POPMUPOBAHUS B TEUEHUE
YCTaHOBJICHHBIX HOMEHKJIATYPOM JEJI CPOKOB.

Beinaua gen, o3HaKOMIICHHE C JIOKYMEHTaMH, HaXOSIIIUMUCS Ha ONIEPaTUBHOM XPaHCHHUU
B CTPYKTYPHOM M0 ipa3jieiieHnu, paboTHUKaM 111koJIbl MPOU3BOAUTCS C pa3pelicHus
PYKOBOJICTBA IO/ PACIIUCKY B )KYpHAJIC y4eTa BbIJIa4ud JOKYMEHTOB M3 apXUBa
(mpuiosxenue Ne 18).



Jlena BBIAAIOTCS. BO BPEMEHHOE MOJIb30BaHNE PAOOTHUKAM CTPYKTYPHBIX IMOAPA3eICHUNA Ha
cpox He Oojee onHOro Mecsna. [locne ucredenus: ykazaHHOTO CpoKa JeJI0 JOJDKHO OBITh
BO3BpAILEHO HA MECTO €0 XpaHEeHHUSI.

N3bsiTHe JOKYMEHTOB U3 JIeT TOCTOSTHHOTO XPAHEHHS JIOMTYCKAETCSl B UCKITIOYUTEIIBHBIX
CITyJasix, 1o 3ampocaM KOMIIETEHTHBIX OPTaHOB U IMTPOU3BOIUTCS C TUCEMEHHOTO
paspemenus qupekropa Ilkomsl ¢ ocTaBieHnem B i€ 3aBEpEHHON KOTIHH JIOKYMEHTa 1
aKTa O MPUYMHAX BBIJAYM MOUTHHHUKA.

CaMOoCTOATENbHOE YHUUTOXKEHUE IOKYMEHTOB B CTPYKTYPHBIX nopaszaeneHusx [ kosl
3aIpeIaeTCs.

PaGoTHUKM CTPYKTYpPHBIX MTOAPA3/IENIEHUN HECYT OTBETCTBEHHOCTbD 3@ COXPAaHHOCTh
MOCTYNUBIINX K HUM JOKYMEHTOB M aKKypaTHO€ oOpallleHue ¢ HUMHU.

10. HOpﬂ)IOK nmepeaavyu J10KyMEHTOB HA XpaHCHUE B apXUB IIKOJIbI

B apxwus IlIxosbl mepenarotcest nemaa moCTOSTHHOTO, BpeMeHHOTOo (cBbite 10 yer)
XpaHEHUs U 10 JIMYHOMY cOocTaBy. X mepenaya mpou3BOAUTCS MO OMUCAM JIEIL.

3aKOHYEHHBIE JISTOTPOU3BOJICTBOM JI€JIa TIOCTOSIHHOTO, BpeMeHHOTO (cBbIme 10 meT)
XpaHCHHUA | 110 JIMYHOMY COCTaBYy MMOCJIC OKOHYaHUA KAJICHAAPHOI'0 IroJida, B KOTOPOM OHHU
ObUTH 3aBeCHBI, MoJIekKAT 0(OPMIICHHIO B COOTBETCTBUHU C HACTOSALICH MHCTPYKIUEH U
nepenatorcs B apxuB LIIkosbl yepes qBa roja nociie OKOHYaHUS UX AETOMPOU3BOICTBOM.
[Ipuem ocymiecTBisercs Mo rpaguky, COrjJacOBAHHOMY C PYKOBOJIUTENSIMHU CTPYKTYPHBIX
MOJIpa3IeJICHUI U yTBEpKIAEHHOMY qupekTopoM LIIkombr.

B nepuo NoaroToBKU CTPYKTYPHBIMU MOIpa3efieHUsIMU A€l K Iiepejaue B apXuB
OTBETCTBEHHBII 32 apXUB MPEABAPUTEIHHO IPOBEPSET MPABUIBLHOCTH UX (HOPMHUPOBAHMUS,
0o(OpMIIEHHS U COOTBETCTBHE KOJIUYECTBA JeJl, BKIIIOUEHHBIX B OIIUCh, KOJMYECTBY eI,
3aBe/ICHHBIX B COOTBETCTBUU C HOMEHKJIATYpoi. Bce BhISIBICHHBIE MTPH MPOBEPKE HEOCTATKU
OTBETCTBEHHBIE 32 JICTIOMPOU3BOJICTBO MOJPA3ICICHUS 00s13aHbl YCTPAHUTD.

HpI/IeM KaXXI01ro aciia IMpou3BOAUTCA OTBETCTBEHHBIM 3a apXHB B IIPUCYTCTBUU
OTBCTCTBCHHOI'O 3a ACJIOIIPOU3BOACTBO CTPYKTYPHOTI'O ITOAPA3ACIICHU. Ha OK3CMINIApax
OIIMCH IMPOTUB KaXXA0I'0 A€JIa, BKIIIOYCHHOI'O B HEC, ACJIACTCA OTMCTKA O HAJIMYKUU ACTIA. B
KOHIIC KAXKXI0T'0 SK3CMILIsApa OIMUCHU YKA3bIBAOTCA LII/I(1)paMI/I H IPOIINCBIO KOJITUYCCTBO
q)aKTI/I‘IeCKI/I IMPUHATBHIX B apXUB JCJI, HOMCPA OTCYTCTBYIOIIUX [CJI, JaTa IpHUEMa-Iiepeaaaun
ACJI, IIOAIIMCHU OTBECTCTBCHHOI'O 34 apXKUB U pa6OTHI/IKa, nepcaaBmecro acia.

Jlena B apXuB JIOCTaBJISIFOTCSA PAOOTHUKAMH CTPYKTYPHBIX MOJpa3IeICHUMN.

Jlena BpeMEHHOTO cpoka XpaHeHus (710 10 JieT BKIIOUUTEIbHO) XPaHATCS B CTPYKTYPHBIX
MOAPA3JEIICHUSAX U 110 UICTEYEHUH CPOKOB XPaHEHUS BKIIFOUAIOTCS B AKThI O BBIJCIICHUU K
YHUUYTOKEHHIO IOKYMEHTOB, HE MOAJIEKANIUX XpaHEeHU0. OHU MOT'YT IIepeaBaThCs B
apXMB TOJIKO B MCKJIFOUNTENBHBIX CIy4asX 110 PELICHUIO JUPEKTOPA

Ixonsl. Ilepenaua nx oCyIecTBIAETCS MO OIUCSM.

B CJIydac JJUKBUAAIIUU CTPYKTYPHOTI'O IOAPA3ACIICHUA OTBETCTBEHHEIN 3a
ACTIOMMPOU3BOACTBO B TCUCHUC ABYX MECALICB C MOMCHTA JIMKBUAAIUU TTOAPA3ACIICHUS



(dbopmMupyeT Bce UMEIONINECs JOKYMEHTHI U repenaet B apxus LLIkossl He3aBHCHMO OT
CPOKOB XpaHeHus; pu peopranusanuu [IkoJbl JOKyMEHTBI IEpearoTCs M0 aKTy IIpueMa-
IepeAadn NMpaBoOIPEEMHUKY WIH IIPA OTCYTCTBUM IPABOIIPEEMHHKA — B TOCYIaPCTBEHHBIN
apXuB.

11. DOkcnepTHU3a LEHHOCTH IOKYMEHTOB

3KCHepTI/I3a HCHHOCTH JOKYMCHTOB — U3YUCHUC NJOKYMCHTOB Ha OCHOBAHUHU KPUTCPUCBUX
HEHHOCTH B LECJIAX OIPCACIICHHUA CPOKOB XPaHCHUA JOKYMCHTOB 1 0T60pa HUX Ha
rOCYJJapCTBEHHOE XpaHCHHE.

DkcnepTu3a HeHHOCTH J0KyMeHTOB B IlIkose Ha cTaauu 1enonpon3BoCTBa
MIPOBOJMTCS: MPH COCTaBICHUHM HOMEHKIIATYpPBI JIET; B Ipoliecce (OpMUPOBAHUS JI€] U
IIPOBEPKHU MPaBUIILHOCTH OTHECEHUSI JOKYMEHTOB K JI€JiaM; IpU NOJArOTOBKE JeJT K
MOCJIEYIOLIEMY XPAaHEHHUIO; B ApXUBE B MPOIIECCE MOATOTOBKU Ha FOCY/IapCTBEHHOE
XpaHEHHE.

JInst opraHu3anyy v MPOBEACHUS HKCIIEPTU3BI HEHHOCTH T0KyMeHTOB B [lIkoune
cO3/aeTcs MOCTOSIHHO JIeHCTBYIOIas IKcnepTHas komuccus (nanee — JOK).

Oynkuuu u npasa OK, a Takke opranuzaiys ee paboThl ONPeAeseTCs MOI0KEHUEM,
KOTOpO€ YTBEPKAAETCA JUPEKTOPOM IIKOJIBI U (MJIM) COTJIacoBbIBaeTCA ¢ MUHHCTEPCTBOM
obpazoBanusi KupoBckoii o6yacTu.

DKcnepTr3a HEHHOCTH JOKYMEHTOB ITOCTOSIHHOTO U BPEMEHHOTO XpaHEHUs
OCYILIECTBIISIETCS €KET0/IHO B CTPYKTYPHBIX MoapazaeneHusx 1lIkosbl HemocpeacTBeHHO
JTUI[aMH, OTBETCTBEHHBIMU 32 JAEJONPOU3BOICTBO, COBMECTHO ¢ DK mpu HenmocpeacTBEHHOM
METOAUYECKOM PYKOBOJCTBE apxuBa I1Ikobl.

OT60p JOKYMCHTOB IJI IIOCTOAHHOI'O XpaHCHUS IIPOBOJUTCA B COOTBETCTBUU C
HOMGHKJ'I&TypOfI Pi(SA) | I_HKOJ'IBI, TUIIOBBIMH U BEAOMCTBCHHBIMHU IIEPCUYHAMU TOKYMCHTOB C
YKa3zaHUuEM CPOKOB UX XpaHCHHUA IIYTEM IIOCTPAHUYHOI'O ITPOCMOTpa ACII.

B AcJiax MOCTOAHHOT'O XpaHCHHS IMOAJIC)KAT U3BATUIO ILY6J'I6THHG SK3EMILIAPBI JOKYMCHTOB,
YCPHOBUKH, HeO(bOpMJ'ICHHHC KOIIMHU JOKYMCHTOB U HE OTHOCAIINECA K HUM JTOKYMCHTHI.

Hena c ormetkoit «IITK»/«3K» nmonsepraroTcs Takke HOJTUCTHOMY ITPOCMOTPY € LENbI0
OTIpeJieNIeHus ¥ BBIJCIICHUS U3 UX COCTaBa JOKYMEHTOB, MOJUICKAIINX TOCTOSHHOMY
xpanenuto. Jlena ¢ ormetkoit « AITK»/«9K», coaepxaiiine JOKyMEHTbI TOCTOSHHOTO
XpaHEeHUs, MojyIexaT nepeopMUpoOBaHUI0. BeieneHHbIe U3 UX COCTaBa JOKYMEHTHI
MOCTOSIHHOTO XPaHEHUs MPUCOSAUHSIIOTCS K OTHOPOIHBIM JIeIaM U 0POPMIIIOTCS B
camocTosTeNnbHbIe fena. CpOKU XpaHEeHHUs 1], COJAEPKAIIUX OCTABIINECS JOKYMEHThI
BPEMEHHOTO XpaHEHUsl, ONPEAEISIIOTCS TI0 BEAOMCTBEHHOMY (M TUIIOBOMY) MEPEUHIO
JOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHHUs U HOMEeHKIarype nen. IloammBka BHOBb
c(OpMHUPOBAHHBIX JIe]T TPOU3BOIUTCS TOJIBKO MOCIIE 3aBEPIICHUS KCIIEPTU3bI IICHHOCTH
JOKYMEHTOB.

OnHOBpeMEHHO ¢ 0TOOPOM TOKYMEHTOB MOCTOSTHHOTO U BpeMeHHOTO (cBbitie 10 neT)
XpaHEHUS 7S Iepejaud B apXUB B CTPYKTYPHBIX MOAPa3eNICHUSX POBOIUTCS OTOOD e U
JOKYMEHTOB BpeMeHHOTO (710 10 neT) XxpaHeHus, moANexKamux JalbHeHIIeMy XpaHEeHHIO B



CTPYKTYPHBIX MOJIPA3ACICHUIX, BBIACICHUE K YHUUTOXEHUIO /1€ 3a MPEAbLIYIINE TO/IbI C
UCTEKUIMMH CpOKaMH XpaHeHHUs. [Ipr 3TOM yuuThIBalOTCS OTMETKU B HOMEHKIAType Aei «Jlo
MuHOBaHus HagoOoHOCTH» (AMH), «IIpu ycnoBuu 3aBepiieHus IpoBepKU (PEBU3UH)» U T. T1.

[TapannenpHO MPOBEPAETCS KAUECTBO U MOJIHOTA JACUCTBYIOIEH HOMEHKIATYpHI aei [komnsl,
MPaBUJIBLHOCTb OMPEAEIIEHUS CPOKOB XPAHEHHUS 11, 3aBEICHHBIX B COOTBETCTBUU C
HOMEHKJIATYpOH J1eJ1, COOI0IEHHE YCTAHOBIEHHOTO MOPsiiKa 0(OPMIIEHUS JOKYMEHTOB U
(hopMHUPOBAHHUS JIEIT.

ApXUB IMPOBOJUT IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB IpU 0TOOpE UX Ha
roCyaJapCTBEHHOC XpaHCHUEC MTOA HEMMOCPCACTBCHHLIM METOJUUCCKHUM PYKOBOJCTBOM
MYHHMIMIIAJILHOTO apxuBa cyobekra Poccuiickoit @enepanuu.

B cnydyae oOHapykeHus B mpoliecce IpOBEACHUS SKCIIEPTU3bI LIEHHOCTU JOKYMEHTOB B
apXuBe€ HEIOCTAa4YM JJOKYMEHTOB ITOCTOSIHHOTO XPaHEHUsI COOTBETCTBYIOIIUMU CTPYKTYPHBIMHU
noapazaeneHussMu LIIKobl JOKHBI ObITh IPUHATHI MEPBI 110 PO3BICKY ATUX TIOKYMEHTOB.

CrpykrypHble noapaszaeneHus 11Ikomnbr 06s3aHbl cicTeMaTHYECKH OMTUCHIBATH JOKYMEHTHI 1O
JUYHOMY COCTaBY U JIOKYMEHTHI BpeMeHHOro xpaHeHus (cBbimie 10 jer), odecreunBarh ux
COXPaHHOCTb U y4YeT.

Ha Bce 3aBepiieHHBIC JETOMPOU3BOICTBOM JieJia MOCTOSIHHOTO, BpeMEeHHOTO (cBbIte 101eT)
XpaHEeHUsI ¥ TI0 TMYHOMY COCTaBY, MIPOIIIEIINE YKCIIEPTU3Y IICHHOCTH B 0(hopMIICHHBIC B
COOTBETCTBUU C HACTOSIIIUMH TPEOOBAHUSMHU, €KETOTHO COCTABIISIOTCS OIHCH JIE].
OTtnenbHas OMKCH JEI MPEACTABISIET COOO0M MepedeHb Jel ¢ CaMOCTOSITEIIFHON BaJIOBOM
(MOpSAIKOBOM) HyMEpalueu.

OnwucH COCTaBIAIOTCS OTACTHHO Ha JeJa TIOCTOSIHHOTO XPaHEHUsI, JIeJia BPEMEHHOTO (CBBIIIE
10 steT) XpaHeHus, aeia o JUYHOMY cocTaBy (mpuokeHus Ne 19-21).

Omnucu JCJI COCTAaBJIIIOTCA B KAXKIOM CTPYKTYPHOM IOAPA3ACIICHUN ITxoms1 CXKCIroaHo B
ABYX 3K3C€MILIsApax.

I1o sTuM onmcsaM noapasaciaCHusa CAar0T JOKYMCHTBI B apXWB IkomEr.

HpI/I HaJIMYHU B CTPYKTYPHBIX MMOAPA3ACIICHUAX HCOITMCAHHBIX JIC€JI 3a HCCKOJIBKO JICT I10
COrJIaCOBAHUIO C OTBECTCTBCHHBIM 3a apXHB [IIxoNBI HA HUX MOYKET COCTABIATLCS OJHA OIHUCH
(BHyTpI/I JKC CJia paciiojararoTcs 1mo roaaM ux BaBe)IeHI/IH).

Omnucu aen CTpyKTYpHBIX MOJIPa3/IeNeHU COCTABIIIOTCS 110 YCTaHOBJIEHHOU (hopme
(mpunosxenue Ne 22) u nmpeacrapistoTcs B apxuB L1Ikossl yepes aBa roaa nocie 3aBepIueHus
JIeT B JEJIONPOU3BOACTBE. OTBETCTBEHHOCTD 3a CBOEBPEMEHHOE M KAUECTBEHHOE
COCTaBJICHUE OIUCEH JIe1 CTPYKTYPHBIX ITOAPA3ACICHUN HECYT PYKOBOAUTEIIN ITUX
MIOJPA3ACIICHUN.

Hepezl BHCECCHHUEM 3aI'0JIOBKOB JICJI B OIIMCH IIPOBEPAIOTCSA KAYE€CTBO (I)OpMI/IPOBaHI/IH u
O(bOpMJ'ICHI/I}I ACJI, COOTBCTCTBUC KOJINYICCTBA JICJI, BHOCUMBIX B OIINCH, KOJIUMYCCTBY
3aBCACHHBIX JCII IO HOMCHKIIATYPC IxoEbL.



IIpu mpocMOTpE AeII MPOBEPSAIOTCA: COOTBETCTBUE 3ar0JI0BKa €A COACPKAHUIO JOKYMEHTOB
B JIeJIe; IPABHJILHOCT 0()OPMIICHUS U TPYINIIUPOBKU JTOKYMEHTOB, BKIIOUEHHBIX B JIETIO;
Ka4eCTBO IMOJIIMBKY HUJIU IIEPEIUIeTa JeNa; IPAaBUIBHOCTb HYMEPALMK JINCTOB J€J1a; HAJIMYUe
B JIeJie B HEOOXOAUMBIX CIy4asX BHYTPEHHEH OMHMCH; MPABUIBLHOCTH 0(OPMIICHUS 00JI0KKU
Jie1a; HaJIM4ue U IPaBUIbHOCTD 3aBEPUTEIBHON HAANUCH Jiesa. B cirydae oOHapykeHUs
HapYIIEHHs YCTAaHOBJICHHBIX MTPAaBUI POPMUPOBAHUS U O(POPMIICHHS JeTT OHH JIOJDKHBI OBITh
YCTPaHEHBI.

B ciryuae oOHapyKeHUST OTCYTCTBUS JIEN, YHCISIIUXCS 0 HOMeHKaType aen LLkost,
CTPYKTYPHBIM NOAPA3JCICHUEM IPUHUMAIOTCS MEPBI 110 UX po3bIcKy. OOHapyKeHHbIE Jeia
BKJIIOUYAIOTCS B ONUCh. EciM NpUHSTHIE MEPBI HE Al PE3YJIbTaTOB, TO HA HEOOHAPYKEHHBIE
Jiefia COCTaBJISIETCS CIpaBKa O MPUYUHAX OTCYTCTBHUS JI€J]I, KOTOpas MOMHCHIBAETCS
PYKOBOJIUTENIEM CTPYKTYPHOTO MOJPa3/IeleHUs U IEpeJaeTcs BMECTE C OMUCHIO JIE
CTPYKTYPHOTO MOJpPa3/IeleHNs B BEIOMCTBEHHbIN apXUB.

OmnwmcatenbHast CTaThsl OMUCH JIe]T CTPYKTYPHOTO TIOIpa3/elIeHNs BKIIIOUaeT B ceOs
CIeyIoNIre MIeMEeHTHI (Tpadbl): TOPSIKOBBIM HOMED JieJIa TI0 ONUCH; UHJICKC JeNa;
3aroJI0BOK Jiefia (ToMa, YacTH), MOJTHOCThIO COOTBETCTBYIOIIUN €T0 3aroJIOBKY Ha 00JI0KKE
Jienna; nata jena (ToMa, 9acTh); CPOK XpaHEHHUs Jiena (ToMa, YacTH); KOJMYECTBO JINCTOB B
nene (Tome, 4acTH); IpuMeUYaHue.

[Ipu cocTaBneHUM ONMUCH JET COOIOAAIOTCS CIIeayIoe TpeOOBaHUS:

e 3aroJIOBKH €] B ONMCH JIOJKHBI COOTBETCTBOBATE 3ar0oJIOBKaM JIeJI B
HOMEHKJIATYpE JIe] ¥ TOMY, YTO BEIHECEHO Ha 00JIOKKY, B COOTBETCTBHUH C
MPUHATON CXEMON CHUCTEMAaTHU3alINH;

e KaXJI0€ JeJI0 BHOCUTCS B OTHCH TI0]T CAMOCTOSITEIIbHBIM MOPSIAKOBBIM HOMEPOM.
Ecnu nemo coctout u3 aByX u 6oJiee yacTeil MIM TOMOB, TO KaXk/1asi 4aCTh UM TOM
BHOCHTCSI B OITUCH T10]] CAMOCTOSATEIILHBIM HOMEPOM.

Fpa(bbl OITMCH 3aIlOJIHAKOTCA B TOUYHOM COOTBCTCTBUHU C TEMHU CBEACHUAMU, KOTOPBIC
BBIHCCCHBI Ha O6J'IO}KKy Jcia.

HpI/I BHECCHHHU B OIIMCH NOApAA A€ C OAMHAKOBBIMHA 3aroJIOBKaMiu IMUIIETCA IMOJIHOCTBIO
3aroJIOBOK II€PBOTO JCJa, a BCC OCTAJIbHBIC OJHOPOAHBIC ACJIa 0003HAYaIOTCA CIOBAMHU
«To JKE», IIPpHU 3TOM JPYruc CBEACHUA O [CJIaX BHOCATCA B OIMUCH ITOJIHOCTHIO (HaKa)KIIOM
HOBOM JIMCTC OIIMCH 3aroJIOBOK BOCIIPOU3BOANUTCA HOHHOCTLIO).

Fpa(ba OIINCH «HpI/IMe‘IaHI/Ie» HUCIIOJIB3YCTCA i1 OTMCTOK O IIpUCME MOCIl, 00
0COOEHHOCTAX HUX (1)I/I3I/I‘IGCKOFO COCTOsIHU:A, O IEpeaaAduC ACI APYT'UM CTPYKTYPHBIM
noaApasaCIICHUAM CO CCBLIKOM Ha HeO6XO,Z[I/IMLII71 aKT, O HaAJIMYUHU KOITUHU U T. 1.

B xoHI11e onmcu BCie 3a MOCIEAHEN ONHUCAaTEeIbHOM CTaThEl IeaeTCs UTOroBast 3aIlluChb, B
KOTOpOfI YKa3bIBaCTCA (I_II/Iq)paMI/I )51 HpOHI/ICLIO) KOJIMYCCTBO ACJI, YUCIIAIIUXCA 110 OITUCH,
HepBLIfI U HOCTIeHUM HOMEpa ACJ 11O OIIMCH, a TAKIKE OT'OBAPUBAOTCA 0COOEHHOCTHU
HyMEpaluu ACII B OIMUCHU (HI/ITepHLIe HOMEpa ACJI U NPOIYHICHHBIC HOMepa).

Onuce Aen CTPYKTYpHOTO TOJPA3AEICHMs] MOAMMCHIBAETCS PYKOBOAMTEIEM
CTPYKTYPHOTO MOJpa3/IEICHHUS.



OnucH CTpyKTYpHBIX ITOJPa3/IeiIeHUN CIyKaT OCHOBOM Il COCTABJIEHUS I'01I0BOTO pasena
onucu nien LIkombl, mpeanucaoBusi, TATYJIBHOTO JUCTA, OATOTOBKAa KOTOPOTO BO3JIaraeTcs Ha
apxuB [IIkomsr.

1o pe3ynbraTram 3KCHEPTU3bl HEHHOCTH JTOKYMEHTOB COCTaBIISIOTCS OIMCH JIEIT
IIOCTOSIHHOTO, BpeMeHHOro (cBbie 10 j1eT) XpaHeHUs U 10 JMYHOMY COCTaBY, a TAKXKE€ aKThl
O BBIJICJICHUU €] K YHUUYTOKEHHUIO.

AKT 0 BBIJICJIEHUN K YHUUTOXEHUIO JJOKYMEHTOB COCTABIISIETCA, KaK IIPaBUIIO, HA
nena Beeil lkoabl. Eciau B akTe yka3zaHsl [€J1a HECKOJIBKUX CTPYKTYPHBIX ITOIPa3AeIICHH,
TO Ha3BaHUE KaXJI0OTO CTPYKTYPHOTO MOAPa3/IeNIEHUs yKa3bIBACTCs Mepe1 IPyNInon
3aroJI0BKOB JI€J 9TOr0 NOJpa3eieH sl. 3aroJOBKH OJTHOPOIHBIX A€, OTOOpaHHbIX AJIs
YHUUTOKEHUSI, BHOCSTCS B aKT MO OOIIIMM 3aroJIOBKOM C yKa3aHUEM KOJIMYECTBA /e,
OTHECEHHBIX K JaHHOU rpynme. /lena BKIOYaroTCs B aKT O BBIJICIEHUN UX K YHUUTOXKEHHUIO,
€CJIM MIPEelyCMOTPEHHBIN /11 HUX CPOK XpaHEHUs UCTEK K 1 sHBaps roja, B KOTOPOM
COCTaBJIEH aKT, IPU HAJIMYUH YTBEPKJEHHOU (COrJIacOBaHHOM) OMUCH 3a 3TOT MEPUOT
(mpunoxenue Ne 23).

CornacoBannsie DK IlIkoibr akTel yTBepkAar0TCs AupekTopoM LlIkoibl npu Hannuun
YTBEP>KJACHHBIX OMMUCEHN eI NOCTOSHHOIO XPAHEHUS Y COTJIaCOBAHHBIX OIMCEH eI 10
JUYHOMY COCTaBY 3a TOT ke Mepuon, nociue dero IIkona uMeer npaBo yHUYTOXKaTh A€ia,
BKJIFOYEHHBIE B IAHHBIE AKTHI.

[Torpy3ka 1 BbIBO3 Ha YTHUJIM3AIUIO OCYILECTBISIOTCS MOJI KOHTPOJIEM OTBETCTBEHHOTO 32
apXuB WM OTBETCTBEHHOT'O 3a JEJIONPOU3BOICTBO.

12. llepenaya 1OKyMeHTOB Ha XpaHeHHe B MYHHMIMNIAJIbHbII apXuB

B cBoeii nesrenprocTr apxuB 1Kol pyKOBOACTBYETCS HOPMATUBHBIMU H
METOIMYECKUMH ToKyMeHTaMu DenepaibHOro apxuBHOTO areHTcTBa Poccuu, mosokeHrneM
00 apxuBe.

JloxymMeHTBI, 00pa3oBaBIIHecs B AesTeIbHOCTH [1IK0IBI, IMEIOIINE HCTOPHYECKOE,
KyJIbTypHOE, HAy4YHOE, JKOHOMHYECKOE, TIOJIUTHYECKOE B MPAKTHIECKOE 3HAYCHHE, BXOIAT B
coctaB ApxuBHoro ¢onaa Poccuiickoit denepariuu ¥ Mo yiekar rnepeaave Ha XpaHeHUE B
Mynununanbabiid apxuB KOpbesHCKoro paiioHa.

Jlena BpemeHHbIX (cBbIIIe 10 J1eT) CPOKOB XpaHEHHUs U TI0 TMYHOMY COCTaBY mepeaaye B
MYHHIIMITATBHBIA apXUB HE MOJUIeKAT, HCKIIIOUEHUE COCTABISIOT CIIyYau JTUKBUIAINH
opranuzanuu. Takue aena xpanstcs B apxube [LIkoibl v 10 UCTEYEHUH CPOKOB XpaHEHUS
MOJUIEKAT YHUUTOKEHUIO B YCTAHOBIIEHHOM TOPSIZIKE.

Hepez[aqa ACII B MYHI/II_II/IHaJ'IBHHﬁ APXHUB OCYHICCTBIIACTCA 110 aKTYy IpUEMa-TIepcaavdun
APXHUBHBIX JOKYMCHTOB Ha XPAHCHUC U B 3apaHCC COTJIACOBAHHBIC C MYHUIIUITIAJIbHBIM
APXHUBOM CpPOKH.

13. Mcnoib30BaHMe JOKYMEHTOB apXHBa HIKOJIbI

I[OKYMCHTBI " [cJ1a, HaXO AU ECCA Ha XpAHCHUHN B apXUBEC, MIPCACTABIAIOTCA
paGOTHI/IKaM HO,I[pEB,Z[eJ'ICHI/Iﬁ JJIA pa6OTBI B IOMCIICHNHU apXHBa WJIX BO BDEMCHHOC (HC



0oJee MecsIla) OJIb30BAaHUE BHE apXUBA MO PACIIMCKY B KYypHAJIE y4eTa BbIJaun
JIOKYMEHTOB (ei1).

PaboTtHuku 1LIKosBI HECYT OTBETCTBEHHOCTD 32 COXPAHHOCTH U MPAaBUIIBHOE HCIOJIH30BAHUE
ITOJIy4EHHBIX aPXUBHBIX JOKYMEHTOB.

W3bpatue JOKYMEHTOB U3 apXMBHBIX JIeJ, Ilepeiaya paboTHUKAM oApa3aeieHui
apXMBHBIX JJOKYMEHTOB WJIM WX KONUIA pabOTHUKAM JIPYTUX OpraHu3anuii 0e3 pa3penieHus
PYKOBOJICTBA HE JOILYCKAETCsl.

IIpu pabote ¢ apXUBHBIMHU JOKYMEHTAMU HE pa3peliaeTcss BHOCUTh B HUX MPaBKY, JA€IaTh
MTOMETKH, pab0TaTh C HUMU BHE CIIY’KEOHBIX TTOMELIEHUI.

[Tpunoxxenne Ne 1

dopma akTa npremMa-rnepenadn e

IIPY CMEHE OTBETCTBEHHOTO 3 JEJIO0NPOU3BOJICTBO,
PYKOBOJUTENS MOAPa3ACICHUS

(HamMeHoBaHUE 00pa30BATEIIBHONW OPraHU3aIIHH )

YTBEPX/AIO

(TOMKHOCTD PYKOBOAUTEIIS)

(moamuce) (1.0. ®amunus)

(nmara)

AKT

(mara)



(MecTo cocTaBiIeHUS)

IpreMa-repeadu Jiei pyu CMEHE OTBETCTBEHHOI'O 32 JIeJIONPOU3BOICTBO,
PYKOBOJUTENS [OIpa3/ieICHUs

B cooTBeTcTBHM € TPUKA30M OT Ne
nepenan, a

(®. U. O., nomxrocth nepenatomiero) (d. U. O., 1o/KHOCTh TPUHUMAIOIIETO)

MIPUHSUT B IPUCYTCTBUM KOMHMCCHUHU, 0Opa30BaHHOM Ha OCHOBAHUM JAHHOTO MpHKa3a, B
COCTaBe IpeceaaTens

51
YJICHOB
(®.1.0.)
JOKYMEHTBI MMOAPA3ACICHNS B COOTBETCTBUM C HOMEHKJIATypOH el 3a
TOJIbI.
Ne | HazBanue u Ne | KosinuecTBo KoanuyecTBo
IMpumeyanue

/1 | onucu IK3EeMILISPOB ONMCH | IPUHATHIX eI

1 |2 3 4 5
Hroro npuHsTO

Jiedn.

(undpamu 1 TPONHUCHIO)

CocTosiHME TOKYMEHTOB

(;[ena Ha CKOpOCHINBATEIIAX, MOAIIHNTLI, HCPCIIJICTCHEI, HpOHYMCpOBaHBI)



[Tepenan [Toanuce
[Tpunsan ITonnuce

[Ipencenarens komuccun  [loanuch

N.0. Gamunus
N.0. Gamunus
N.0. Gamunus
N.0. Gamunus

[Tpunoxxenne Ne 2

[Ipumep akta nmprema-nepenadyu e Npu CMEHE
OTBETCTBEHHOTO 3a JEJIONPOU3BOJICTBO,

YsieHbI KOMUCCUHU: Tlonmnucu
YTBEPXIAIO

Hupextop MOKY COII 1.OxTsa06pbCcKuii
HBanos .. UBanoB
05.06.2022

25.06.2022 Ne 8

AKT

r. DHCK

PYKOBOJIUTES MTOIpa3ieNICHuUs

npueMa-nepeaadn A€y Npu CMCHC OTBETCTBCHHOT'O 3a ACJIOITIPOU3BOACTBO



B cootBercTBHHE ¢ iprKkazom oT 12.06.2018 Ne 46 Mutpodanosa 1. A. nepenaina, a
Pomanosa O.K. npuHsia B IpUCyTCTBUU KOMUCCHH, 00pa30BaHHON Ha OCHOBAHUHU JAHHOTO

IIprKasa, B COCTaBeC

npencenarens Msanosoit A.U. u wienoB Cemenosoii JI.A. u Jlecunukoii P.M. nokymeHTbI
MOpa3esieHHsi B COOTBETCTBUU C HOMEHKIaTypoi e 3a 2017 rog.

Ne ni/nn | HazBanue u Ne onucu KoiunyecrBo KomunyecrBo | IIpumeuyanue
IK3EMILISAPOB NPUHATHIX
ONHUCH aen
1 2 3 4 5
1 Onuce Ne 1 nien nocTossHHOTO 1 42
xpanenus 3a 2014—2017 roaet
2 Onucek aen Ne 2 o Tu4HOMY 1 23
cocraBy 3a 2014-2017 roaet

Nroro nmpunsTo 65 (IecThaecsT MaTh) JIe.

CocTosiHME JOKYMEHTOB U ONHCEN yOBIETBOPUTEIHHOE.

[Tepenan Mutpodanoa  U.A. Mutpodanora

[Tpunsn Pomanosa
[Ipencenarens komuccun  MBaHoBa
YieHbl KOMUCCUM: CeMeHOBa

Jlecuunkas

0O.K. Pomanosa
A.W. sa"HoBa
JI.LA. CemenoBa

P.N. Jlecuniikas

[Tpunoxenue Ne 3
O6pazen 0opMICHHS MOJIOKESHHUS

(HanMeHOBaHUe 00pa30BaTENbHOM OPraHN3aIIH)

YTBEPXJIAIO



(IOMKHOCTD PYKOBOAUTEIIS)

(moamnuce) (®. 1. 0.)

(mara)
NOJOXEHMUNE
HaMEHOBaHUE OT/eNa/ciyk0bl pu Hamnuuu B OO

1. O6ume noJioKeHUs1
1.1..
1.2..

2. OcHOBHBIE 321241
2.1...
2.2...

3. DyHKUHHU
3.1...
3.2...
4. IIpaBa
4.1...
4.2...
5. Ob6s13aHHOCTH

5.1...

5.2...



6. OTBETCTBEHHOCTh

6.1...

6.2...

[Tpunoxxenue Ne 4
[Tpumep odopmileHUs OJI0KEHUS

Kuposckoe 0651acTHOE TOCYIapCTBEHHOE 00111e00pa30oBaTeIbHOE O KETHOS YUPEKICHIE
«Cpenusis mKoma ¢ yriryOJlIeHHBIM H3y4eHHEM OT/ACIbHBIX IpenMeroB uMenn ['epost CoBeTckoro
Coroza 3onoBa H.®. nirt FOpes»

(KOI'OBY CHI ¢ YUOII nrt FOpss)

YTBEPX/IAIO
Hupexktop MOKY COII 1.OxTsa0pbCcKuii
.M. UBaHOB
05.06.2018
NOJOXEHMUE
0 MopsiIKe BeAeHHsl JIMIYHBIX el PA0OTHUKOB
1. O01ue MoJI0KEeHUA
1.1.
1.2.
®opMupoOBaHUE JUYHBIX e pA00OTHMKOB
2.1.

2.2.



3. Benenne TUYHBIX J1eJ1 pA0OTHUKOB
3.1.
3.2.

4. XpaHeHue U y4eT JUYHBIX eI pa00THHKOB
4.1.
4.2.
5. OdopMiaenne JUYHBIX /IeJ1 pa0OTHUKOB Mepeq cAaveil B apxuB
5.1.
5.2.
6. OTBeTCTBEHHOCTH PadoToAaTe sl H pA0OTHUKA

6.1.
6.2.

7. IlpaBa padoToaareJisi U padOTHUKA
7.1.

7.2.

[Tpunoxenne Ne 5
bnagk nucema

(moHOE HAaMMEHOBaHKE 00PA30BATEIHLHOTO YUPEKICHUS)

(cokpaleHHOe HaMEHOBAHUE)

(MOKHOCTHOE NUIIO (€CJIH MUCHEMO OT HETO, a HEe OT OpraHMU3aIliH))

(ampec)



e-mail, cereBoii
azpec

OKIIO OI'PH WHH/KIIIT

Ten./ake

Ne

(mara) (momep) @. U. O. (xomy)

(anpec)

YBakaemblii(as)

(momxHocTh pykoBoautens) (moxamucek) (D. U. O.)

ITpunoxxenne Ne 6
[Tpumep odopmieHus nucbMa



Mopexonosoii C.B.

Jlunosas yi., a. 15, kB. 3,
nrt FOpss, 613600

O npencrabiieHnn 0OBSICHEHUH 110 TIOBOAY HEABKU Ha paboTy

VBaxaemas Csernana BsueciiaBoBua!

YBenomisito Bac 0 HE0OX0IUMOCTH MPEIOCTABUTh MUCHbMEHHBIC 0OBSICHEHUS TIO
TTOBOJTy HAPYIICHHS TPYJIOBOM JTUCITUIUIMHEL, B CBSI3M ¢ HesBKOW Ha padoty 29.06.2018.

[Ipunoxxenue: cayxeOHas 3anucka Ha 1 mucre B 1 sx3emmusipe.

C yBaxxeHuew,

mupektop  IlerpoBa  A.U. IlerpoBa

babymknna TatesiHa BacunbeBHa,
8 (123) 456-78-90



(HanMeHoBaHuE 00pa30BaTEIbLHON OpraHU3aL1H )

(KpaTKOoe HaUMEHOBAHHUE)

ITPUKA3

(MecTo cocTaBieHUs MTPUKa3a)

3aroj0BoOK

ITPUKA3BIBAIO:

1.

ITpunoxenune Ne 7
birank nmpukasa

2.




(momxHOCTh pykoBoautensa) (moxamuck) (M.O. Gamunus)

[Tpunoxxenue Ne 8
O6pa3zern odopmiieHUs TpUKa3a

MyHununaibHoe 0011e00pa3oBaTe/IbHOEC Ka3eHHOE YUPEKICHUE CPeIHss 001eo0pa3oBaTebHas
mkoina 1. OkTsa0pbeckuii MypammHckoro paiiona Kuposckoii obnactu

ITPUKA3

2 mrong 2018 r. Ne 13

O BHeapenun 'OCT P 7.0.97-2016 «CUBU /1. Opranu3anuoHHO-pPaciopsiAuTe/IbHAsN
aokymeHTanusi. TpedboBanusi K 0(pOpMIIEHUIO JOKYMEHTOB)

B nensx addexrunoro cozganus nokymentoB KOI'OBY CIHI ¢ YUOII nrt FOpbs
IIPUKA3BIBAIO:

1. Pa6otnukam MBOY Illkona Ne 3 co3ngaBath JoKyMeHTHI B cooTBeTcTBUU ¢ ['OCT

P 7.0.97-2016 «CUBU /. OpranuzannoHHO-paciopsiAuTenbHas ToKyMeHTanus. TpeboBanus
K oopMiIeHUIO

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

2. Cexperapro babymkunoii T.B. He npuHUMAaTh JUIs IPEACTaBICHUS Ha MOAMUCH TUPEKTOPY
JOKYMEHTBI, 0(pOpMJICHHbIE ¢ HecoOIroieHrneM rpaBuJ, ycraHoBieHHbIX [[OCT P 7.0.97-
2016.

3. KOHTpOJ'Ib HCIIOJIHCHUSA HACTOAIICTO IIPpHUKa3a OCTABJIAIO 34 CO0OI.



Hupekrop IlerpoBa A.U. IlerpoBa

babymkuna Taresina BacunseBHa, cexperaps,

(123) 456-78-90, Babushka@sitename.ru

B nmemo Ne 01-053a 2018 r.
Cexkperapp babymniknna

03.07.2018

ITpunoxenne Ne 9
O6pa3zert ohopMIICHUSI TPUITOKEHUN

[Tpunoxenue Ne 1
K npukazy OO

OoT Ne

ITono:xenue o

1. O6uue mo10KeHus

Hacrosmiee [TonoxxeHue onpeaenser craryc, 1elb, 3a/Ia4i U MOPSI0K IPOBEACHUS
MEXPETHOHATIBHOTO KOHKYypca yuanuxcs 5—11 kiaccor «PenpeccupoBaHHasi JIUTepaTypa»
(manee — KOHKYpC).

1.2...

2...

2.1...


mailto:Babushka@sitename.ru

2.2...

[Tpunoxxenue Ne 10
O6pa3zern odopmileHUs TPOTOKOJIA
(1 BapuaHnT)

MNPOTOKOJI

3aceJaHus nmeaarorut4eCcKoro cosera

[Ipencenarens komuccun ~ Pamuus 1.0O.

Cexkperapb ®amunusa 1.0
MeJarorunyeckoro coBeTa

[IpucyrcrBoBau: 30 yen. (CiUcoK MpHIIaraeTcs)

IloBecTka nHA:

1.0 nopsizike MOATOTOBKU K KoH(pepeHuuu. [loknan 3aMmecTuTeNs JUpEKTopa. . .
2.0...

CIYIIAJIN:

@ammna N.0. — TEKCT 10KIaaa MpUIaraercs.

BBICTVYIINJIA:



N.O. ®amunus — kpaTKas 3aluch BBICTYIUIEHUS (OT TPETHEro JIMLA €AMHCTBEHHOTO YHCIA).
Bormpocsl, oTBETHI (IPUBOASATCA B MIOPSIIKE IOCTYIICHUS).

PELINJIN:
1.1. Ono6purs...
1.2...

Conepsxanre 0co00ro MHEHHS

2. CJIVIIAJIMA...
BBICTVYIINJIN...
PEIINIINA. ..

2.1.

[Ipencenarens IMoamucey U.0O. damunus

Cexkperapp nemarornueckoro Iloanuce M.O. Gamumnus
coBeTa

[Tpunoxenne Ne 11
O6pa3er; odopmMIIeHUs MPOTOKOJIA
(2 Bapuanr)

IMPOTOKOJI

3aceJaHud neJgaroru4eckoro cosera



[Ipencenarens komuccun ~ Pamunus U.0.

Cekperapb ®amunusa 1.0
Me1arOTHYECKOTO COBETA

Bcero unenoB coBera IIpucyrcrBoBaio

IloBecTka mHA:

1. O nopsiake MOATOTOBKY K KOH(epeHmu. [{okmam 3aMecTuTeNs AMpeKTopa. ..

2.0...

1. CJIYIIAJIN:

Oammus N.O. — TeKCT AoKIaga mpuiaraeTcs.

BBICTYITWJIN:

®amunus N.0. — kpaTkas 3anuch BBICTYIUICHHUS (OT TPETHETO JHUIA €IMHCTBEHHOTO YHCIIA).

Bormpockl, 0TBeTHI (MPUBOAATCA B MOPSIIKE MOCTYIIICHUS).

PEIINJIN:
OnoOpuTs...

2.2.

ConepxaHrie 0cO00T0 MHEHUS

2. CJIYIOAJIN:

BBICTVYIINJIA:




PEIINJIN:

2.1.

[IpencenarenbCcTByrOMMIA [Moanuce N.O. Gamumnus

Cekperapsp nenarorunueckoro Iloamucs UW.O. Gamuus
COBETa

[Tponomxenue mpui. Ne 11
O6pa3er; oopMIIEHUS SIBOYHOTO JINCTA

SIBOYHBIN JIUCT
[IEJJATOT'MYECKOI'O COBETA

(TIPOTOKOJI OT «___ » 201 roma Ne 00)

Ll

w/n ®. U. O.| domxuocts | [loanuch

Ol N|OO|(|O | B W] DN|PF

=
o

[
[




[Ipencenarens nenaroruyeckoro cosera Iloanuce N.O. @amunus

Cekperapb [Moanuce N.O. Gamumnus

[Mpunoxenne Ne 12

)Kypﬂa.ﬂ perucrpanuu BXoAsilmux J10KyMEHTOB

Pe3osonus
Hara WJIH KOMY
Jara
U HOMeEp HaNpaBJsieTc
NMOCTYILICHU OTrmerka
AOKYMEHT Kpartkoe |
Nen/ 1 Koppecnonga 00
a, COdepkaH | [OKYMEHT
n AOKYMeHTa/ eHT HCIOJTHEH
N MPUCBOEHH ue (moanuce,
XOASA LM HO UM
Mep ble YA0CTOBEPSI0
aBTOPOM mas
MoJIy4eHue)
1 2 3 4 5 6 7
KypHan perucrpanum MCXoAAIMX JOKYMEHTOB
Jlaram
HOMeE
Perucrpanuon p OtmeTka
Ne | laTa . Kparkoe | nokymeHT
HBII Anpec HUcnoanur | 00
n/ | JOKyMeH coaep:xa |a, Ha
HOMep ar . |eab HCIOJTHEH
n |Ta HHE KOTOPbIii
JOKYMEHTA um
Aaercst OT
BeT
1|2 3 4 5 6 7 8




KypHan yyera neyareid M ITAMIIOB

[Tpunoxenne Ne 13

Pe3yabT
Haumeno ¥
aThbl
BaHUe OTTHCK T
HaumeHnoBaHn esKeroH .
noapasue . OTMeTK | euareit
ue OT1TH ou
JIeHM s, Hoamucek, a o0 (rammno
ne4yaru CK NPOBEPK IIp
JIOJIGKHOC | YAOCTOBE YHUYTO |B)
Ne | (urammna), m | meua U uMe
Th pAwoas JKeHMH, | JJd
/1 | HUIAATOP TH HAJIUYHUA 4yaH
MoJIy4yaT | moJiy4eHHu . | HOMep | YHHYTOXK
3aKasa, Ta nevare ue
eJifl U e, 1aTa aKTa M | eHMud,
aaTa moCTyl | MIa) U IITaM
bamuians aara aara
JIEHU NoB,
moJIyyat BO3BpaTa
aaTa npo
eJif
BEePKH
1 2 3 4 5 6 7 8 9

[Tpunoxxenne Ne 14
dopma HOMEHKIJIATYPHI I

HanmenoBaHue OopraHu3aliun



HOMEHKJIATYPA JIEJI YTBEPXIAIO
(AOMKHOCTH PYKOBOAMTEIIS OPraHu3aIiH )
Ha Tox
(moanuce) (pacmudpoBka
MTOJIITUCH)
(nara)
HNuaexc SATOJIOBOK KoanuectrBo Cpok xpaneni
éLa aena eJ1 (ToMOB) }?eﬂa(TgMa,;?CTn) Tpuveuarue
a (Toma, yacTu) a H QCTaTerH) €peYyHI0
1 2 3 4 5
HasBanue paznena
HanmeHnoBaHue J0MKHOCTH PYKOBOJIUTEIIS CITYKOBI IMoamuce H.O.
damuns

OpraHru3anuu

Busza pykoBoauTens apxua (JiMiia, OTBETCTBEHHOTO 32 ApXUB)

COI''TACOBAHO

COI'TACOBAHO




[Iporokon LIOK (OK) [Iporokon DIIK apXUBHOIO yupexIeHUS

OT Ne OoT Ne

[Iponomxenue npunoxenust Ne 14

Hroroas 3amuck o KaTCropugax U KOJIMYCCTBE JCJI, 3aBCACHHLIX B roay

B OpraHu3anuu

B ToM uncie:

IIo cpokam xpaHeHust Bcero

nepexoasiiux | ¢ ormetkoi «MK»
1 2 3 4
[TocrosiHHOTO

Bpemennoro (cBoime 10 ser)

Bpemennoro (110 10 et BKIIOYUTENHHO)

HUTOI'O:

HaumenoBanue T0MKHOCTH pyKoBoauTeNs ciayx0b1 JJOY ITognuce H.O.
OpraHu3aIuu damuns
ara

HToroprie cBeieHUS NEepCaaHbl B apXUB.

HaumenoBanue nomkHocTH nuna, nepenasuiero ceeaenus [oanucs WM.0O. Gamunus



[ara

[Tpunoxxenue Ne 15
dopma nHcTa — 3aBepuUTENS Aea

JIUCT — BABEPUTEJIb JIEJIA Ne

B nene moamuTo U npoHYMEpOBaHO JINCTOB

(mrdpamMu ¥ IPOTIHCHIO)

c Ne o Ne , B TOM 4HCJIE:

JUTEPHbIE HOMEPA JTUCTOB

MIPOIYIIEHHbIE HOMEPA JTUCTOB

+ JIMCTOB BHYTPEHHEHN OMHUCH

Oco0ennocTu Gpuznyeckoro cocrossuusi u popmuposanus jaena | Homepa
JINCTOB

1 2

Haumenosanue nomwxaoctd Ilogmuces UM.O. Gamunug
paboTHUKa



Hara

[Tpunoxxenue Ne 16

dopma 00J10KKH Jesta
MOCTOSIHHOTO Y BPEMEHHOTO
(cBoimre 10 net) xpaneHust

(HaMMEeHOBaHUE TOCYIAPCTBEHHOTO (MYHHUIUIIAIHLHOTO) apXUBa)

(HaMeHOBaHUE OPTaHU3AlINN )

(HauMeHOBaHUE CTPYKTYPHOTO TOIpa3ICICHU)

JAEJIO Ne TOM Ne

(3aroJIoBOK Jiena)

(kpaiiHue naThl)



Ha JIMCTax

XpaHuTh
®. Ne
Om. Ne
. Ne
[Tpunoxxenue Ne 17
BHYTPEHHSSA OIIUCH
JOKYMEHTOB Jiejia Ne
. Homepa
Perucrpanuonnsiii | laTta 3aroJ10Bok
Ne o/ aucros | [Ipumeuyanue
HH/IEKC IOKYMEHTA | JOKYMEHTAa | JOKyMeHTa rena
1 2 3 4 5 6

Htoro JAOKYMCHTOB.




(umndpamu 1 TPONHUCHIO)

KosnuecTBo 1MCTOB BHYTPEHHEN OIIMCH

(mrdpaMu ¥ IPOTHCHIO)

HaunmeHnoBanue TOMKHOCTH JIMIA, COCTABUBIIETO BHYTPEHHIOKO [Moanuce N.O.
OIKCh IOKYMEHTOB Jieja OamMuins

Hara

[Tpunoxenne Ne 18
O06pa3er; ohopmIIeHHs )KypHaa
yueTa BbIJIauM JOKYMEHTOB

IlonHOC HanmMeHOBaHHE O6paSOBaTeHBHOﬁ OpraHu3annuunu

KYPHAJI YUYETA BBIJAYU JTOKYMEHTOB
u3 apxua OO

(onepaTUBHOIO aPXMBA CTPYKTYPHBIX NMOAPA3/AeIeHHI)

Hauart

OKoHUEH



[Tpunoxenne Ne 18

Pacnuck
Pacnmucka
Hara Komy a Hata B
Ne n/ BHUIAYH 1 ®ona | Onucs | desto BhUIA B BO3Bpa | ammen
1| Ne Ne Ne MOJIy4eH | Ta P
el HO un
107 aeJa
aeJia
aeJa
1 2 3 4 5 6 7 8 9
HUtoro B  romy BbIJJaHO nen

HanmenoBanue JOJIDKHOCTH JIMIia, COCTaBUBIICI'O BHYTPECHHIOIO

(udpamMu 1 TPONIHCHIO)

OIIMCh JOKYMCHTOB A€Jia

(HOJ'IHOC HanMCHOBAHHC OpFaHI/ISaI_II/II/I)

dounpg Ne
OIINCDH Ne

IMoamuce U.O. damunus

[Tpunoxenue Ne 19
®dopmMa omnucH Aem 10 JUYHOMY COCTaBY




Je]l 110 JINYHOMY COCTaBY

3a roa

Ne | Uuaekc | 3aronoBok | Kpaiinue natsi | Cpok Koauuecrso | [Ipumeyanue
n/m| geja aena XpaHeHusl | JINCTOB

1 |2 3 4 5) 6 7

B manHbIi pa3nen onucu BHECEHO eI,

(udpamMu 1 TPONHCHIO)

c Ne o Ne , B TOM 4HCJIE:
JUTEPHBIE HOMEpa:

MPONYIIEHHBIC HOMEpA:

(HauMeHOBaHME JOJDKHOCTH  (TmoAmuch)  (pacmmdpoBKa MOAMHUCH)

COCTaBUTCIIA OHI/ICI/I)

(HaI/IMCHOBaHI/IC AOJDKHOCTH PYKOBOAUTCIIA

apxuBa (JTUIa, OTBETCTBEHHOTO 33 apPXUB))

(ToamucCh)

(pacuugpoBKa MOAMNNUCH)




COI'NTACOBAHO VYTBEPXIEHO

[IpoToxoin (IK) OO IlpoTtoxos DIIK apxuBHOTO yupexaecHUS

oT Ne

oT

Ne

(mosTHOE HaMMEHOBaHKE 00pa30BaTEIIHPHON OPraHU3aIIIH )

Donmx Ne
OIIUCDH Ne

nen BpeMeHHBIX (cBbimre 10 meT)
CPOKOB XpaHCHHS

[Tpunoxenue Ne 20
dopma onmcu e BpeMEHHBIX
(cBprmre 10 neT) cpokoB XpaHEHUs

3a roja

Ne | Uanekc | 3arosnoBok | Kpaitnue natol | Cpok Koauuecrso | [Ipumeuanue
n/m| geaa aesa XpaHeHHus | TUCTOB

1 |2 3 4 5 6 7

B nanHbIN pa3nen onucu BHECEHO nel,




(rdpaMu 1 TPOTUCHIO)

¢ Neo mo Ne , B TOM YHCJIE:
JTUTEpHBIE HOMEpA!

MPOMYIIEHHBIE HOMEPA:

(HaumMeHOBaHUE JIOJDKHOCTH  (moAmuch)  (pacmudpoBKa MOANUCH)

COCTaBUTEJIS OIHCH)

(HamMeHOBaHUE JOJHKHOCTH PyKOBOAUTENA  (MOAMKMCh)  (pacmm@poBKa MOAIHUCH)
apxuBa (JIM11a, OTBETCTBEHHOTO 32 apXHUB))

COT'JJACOBAHO
[Iporokoin (3K) OO

oT Ne

ITpunoxxenne Ne 21
dopma onucH A€l NOCTOSIHHOTO XPaHEHHUSI

YTBEPXKJIAIO



(moIHOE HAaMMEHOBAHKE OPraHU3aluK)  (OJKHOCTb PYKOBOUTES)

Donx Ne

OITIUCDH Ne (moamuce)  (pacmmpoBKa MOIHCH)

ACIT IOCTOAHHOI'O XPpaHCHUSA

3a rona 20 roaa

Ne | Mupexc | 3aroJioBok aesia | Kpaitnue narsi | Koaiuvecrso | [Ipumeuanne
JHUCTOB

n/m| peaa

1 |2 3 4 5 6

HasBanue paznena

B nannbIil pa3znen onucu BHECEHO zen,

(udpamMu 1 TPOMHCHIO)

c Ne o Ne , B TOM 4HCJIE:

JIUTCPHBIC HOMCPA:

MIPONMYUICHHBIC HOMCpA:

(HarMeHOBaHME NOHKHOCTH  (moAmuch)  (paciudpoBKa MOIIICH)
COCTaBHTETIS OTIHCH)



(HaI/IMCHOBaHI/IC AOJDKHOCTH PYKOBOAUTCIIA

apxuBa (JIM11a, OTBETCTBEHHOTO 32 APXUB))

COI'TACOBAHO YTBEPXJIEHO

(moamuck)

(pactmdpoBKa MOIMTUCH)

[TpoToxoin (3K) OO IlpoTtokos DIIK apXuBHOTO yUpexaAeHUS

oT

Ne

oT

Ne

[Tpunoxenne Ne 22
dopma onucH JIe7 MOCTOSIHHOTO,
BpeMeHHOoTo (cBbimie 10 jiet) XxpaneHus

U TI0 JINYHOMY COCTaBY CTPYKTYPHOTO

H0JIpa3/ieJIeHUs
(mosiHOE HaMMEHOBaHME 00pa30BaTEIbHON OpPraHU3aLUN)
(HaMMEHOBaHUE CTPYKTYPHOT'O MOApa3eIeHUs)
OIIUCD Ne
Ne i/ | Mupexc | 3aronosoxk | lata | KosmmuectBo | Cpok IIpumeyanue
aena aena aena JINCTOB B XpaHeHus JeJia

aeJjie




HasBanue paznena

B nannyo onvch BHECEHO eI,

(udpamMu 1 TPOTMHUCHIO)

¢ No o Ne , B TOM YHCIJIE:

JUTEPHBIC HOMEpA:

MIPOMYIIEHHbIE HOMEPA:

(HauMeHOBaHME JIOJDKHOCTH  (TmoAmuchk)  (pacmmdpoBKa MOAIUCH)
COCTaBUTEJIS] OITUCH)

(HaMeHOBaHUE JIOJDKHOCTU pyKoBoaUTeNsT  (moanuck)  (pacumdpoBKa MOAMNKUCH)
apxuBa (JIMI1a, OTBETCTBEHHOTO 32 apXHUB))

COI'’TACOBAHO
[Iporokon (3K) OO




oT Ne

[Tepenan Jen

(tmudpamMu 1 TPOTIHCHIO)

PEerucTpaniOHHO-KOHTPOJIbHBIX KapTOTEK K JOKYMEHTaM™.

(HamMeHOBaHWE MOJDKHOCTH paboTHUKAa  (Toamuch)  (pacmudpoBKa IMOITHCH)
CTPYKTYPHOTO TIOJIpa3/ICICHU )

« » 20 ronma

[Tpunsn el n

(1mudpamMu ¥ TPOTTHCHIO) (mdpamMu ¥ IPOITHCHIO)

PEruCcTpaiuOHHO-KOHTPOJIbHBIX KAPTOTCK K JOKYMCHTAM.




(HaMMEeHOBaHME JOJDKHOCTH  (moAmuch)  (pacmudpoBKa MOIIICH)
paboTHHKA apXHBa)

« » 20 rojaa

[Mpunoxenne Ne 23

(I)opMa AaKTa 0 BBIACJICHUH K YHUYTOKCHHUI0O JOKYMECHTOB,
HE MoAJICKaAlIUX XPAHECHUTIO

(TOTHO® HAMMEHOBAHWE OPTAHU3AIIHH)
AKT YTBEPXKJIAIO
Ne

(TOMKHOCTD PYKOBOIUTEIIS )

(MecTo cocTaBiieHUs)

O BBIJICJICHUU K YHHUTOXXEHHUIO IOKYMEHTOB,  (moamuch)  (pacmudpoBKa MOIMKICH)

HE TOJIC)KAITUX XPAHCHHIO 20 roaa

Ha ocHoBanun

(Ha3BaHME U BBIXO/IHBIC JAHHBIC MIEPEYHS JOKYMECHTOB C YKa3aHUEM
CPOKOB UX XpaHEHUS)

0TOOpaHbI K YHUUYTOXKEHHIO KaK HEe MMEIOIIe HAyYHO-UCTOPUYECKON IIEHHOCTH U
yTpaTuBLINE

IIPAKTUYECKOE 3HAUECHUE Ne
JOKYMEHTHI (poHza

(Ha3BaHue GoH/a)



Ne | 3arosioBoxk | I'onsi | Homep | Homep | KosimuectBo | Cpoxkn IIpumeyanue
n/m| pejaa onmucHu* | ex. xp. |en. xp. XpaHeHus!
(rpynmosoii no 1 HOMepa
3aroJ10BOK ONHUCH crarei
JAOKYMEHTOB) 110 NepevYHIo
1 |2 3 4 5) 6 7 8
Htoro el. Xp. 3a TOJBI.

(TudpamMu 1 TPOTIHCHIO)

Omnucu ACIT MMOCTOSHHOI'O XpaHCHUS 3a

(TpoTOKOJI OT

(HaMEHOBaHUE APXUBHOTO YUPEIKICHHUS)

rosl yrBepxkaeHbl JI1K

Ne

)

(HaMMEHOBaHUE JIOJDKHOCTH PYKOBOIUTEIIS
apxuBa (JIMI1a, OTBETCTBEHHOTO 32 apXHUB))

COI'NTACOBAHO

[IpoToKoJ 3KCIEPTHON KOMHUCCUU
OpraHu3aluu

(momuck)

(pacurndpoBKa 1moamucK)




oT Ne

JIOKYMEHTBI B KOJIMYECTBE el. Xp.:

— Ha 6YMa)KHOM HOCHUTECJIC BECOM KT

(mudpamMu 1 TPONHCHIO)
CIaHbl HA YHUUTOKEHUE;

— Ha 3JICKTPOHHOM HOCHUTCJIC CAAHbI HA YHUUYTOXKCHUC

(crmoco0 yHUUYTOKEHUST)

(HauMeHOBaHUE JOJKHOCTH (moamuch)  (pacmudpoBKa MOAMHUCH)

paboTHUKA, CIABIIEro JOKYMEHTHI)

« » 20 rojaa

N3meHeHus B Y4E€THBIC JOKYMCHTBI BHCCCHBI.

(HaMEeHOBaHUE JIOJHKHOCTU PYKOBOIUTEIS (mommuck)  (pactudpoBKa MOAMKICH)
apxuBa (7112, OTBETCTBEHHOTO 33 apPXUB))

« » 20 romaa
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